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I. O0umue cBegeHus

VYrpaneHue NepcoHaIOM OpraHUu3aluH 07.003
(HanMeHOBaHME BHa PO(ECCHOHAILHOM NEeITEILHOCTH) Kon

OcHoBHas Ocjib BUAa HpO(I)CCCPIOH&HLHOfI JACATCIIBHOCTH

Ob6ecneuenue > pekTHBHOTO PYHKIIMOHUPOBAHUS CHCTEMBI YIIPABICHHUS IEPCOHAIIOM JIJIsl TOCTHKECHUS
LeJIel OpraHu3aluuu

I'pynma 3ansaTuit:




1212 VYnpasnsiomue Tpy10BbIMU 2423 Crenuanuctsl B 00J1aCcTH 110A00pa U
pecypcamu HCIOJIb30BAHUS ITEpCOHaNa
2424 CrenuanucTsl B 00J1aCTH ITIOATOTOBKY | - -
Y pa3BUTHS TIEpCOHaa
(xom OK3) (HamMeHOBaHNE) (xomx OK3) (HamMeHOBaHUE)

OTHeceHHE K BUaaM SKOHOMHUYECKOH JCATCIIBHOCTH:

(xom OKB3/T) (HauMeHOBaHHUE BH/IAa YKOHOMHYCCKON JICATCILHOCTH)



II. Onucanue TPyaA0BbIX PYHKUMHA, BXOAALIUX B IPO(eCcCHOHANBHBIN cTaHAAPT (PYHKIHOHAIbHAN KAPTAa BUAA

npo¢ecCUOHATBLHOM 1eATeIbHOCTH)

O06001u1IeHHbIE TPYIOBbIE QYHKIUU

Tpynossie pyHKIUT

YPOBEHb
KOJT HaNMEHOBAHUE YPOBCHD HAaMMEHOBAHUE KOJl (motypoBeHb)
KBaTM(UKAITIH KBanH(uKALH
A | JlokyMeHTallMOHHOE O0ecreueHue 6 Benenue nokymMeHTaluu 1o y4eTy v ABMXKEHHIO IepcoHaa A/01.6 6
paboThI C IepCOHATIOM Pa3paboTka TUTIOBBIX (JOPM JIOKYMEHTOB IO YUETY U IBUKEHUIO A/02.6 6
NEepCOHaNa, COMPOBOXKACHUE POLEAYP OPOPMIICHHS TPYAOBBIX
OTHOILECHUN
AJMUHUCTPUPOBAHKE MPOIECCOB U JOKYMEHTO00O0POTa MO YUETy U A/03.6 6
JBYDKEHUIO TIEPCOHAIIA, NPEICTABICHUIO JOKYMEHTOB 10 IEPCOHATY
B I'OCY/IapCTBEHHbIE OPTaHbI
B | lesTenbHOCTH IO 00€CTIEUEHUIO 6 CO6op unpopMaiuu o MOTPEOHOCTIX OpraHU3auH B IIEPCOHATIE B/01.6 6
NIEPCOHAJIOM [Touck, npusieyeHue, nogdop 1 0TOOp MepcoHana B/02.6 6
AJIMUHHCTpUPOBAHKE MPOIIECCOB 00ECTIEUEHUs TEPCOHATIOM U B/03.6 6
COOTBETCTBYIOIIETO JOKYMEHTOO00pOTa
C | /[lesaTenbHOCTD 1O OLIEHKE U 6 Opranuzanys 1 IpoBEACHNUE OLICHKY IEpCOHAa C/01.6 6
aTTecTaluy IepcoHala Opranuzanys 1 IpOBEJEHUE aTTECTALIMK [IEPCOHAIA C/02.6 6
AJIMUHUCTPUPOBAHUE IIPOLIECCOB MTPOBEIEHUS OLIEHKH U C/03.6 6
aTTeCTalluy NepCOHANIa U COOTBETCTBYIOLIETO JOKYMEHTO000pOTa
D |/JledarenbsHOCTB IO pa3BUTHIO 6 Opranuzanys 1 IpoBeAEHUE MEPOIIPUATHI 110 Pa3BUTHIO U D/01.6 6
nepcoHasa MOCTPOCHMIO MPO(heCCHOHATFHON Kapbephl IIepcoHaa
Opraau3zanust 00y4deHus repcoHaa D/02.6 6
Opranuzanys aganTaldd U CTAXKUPOBKH MEPCOHAIIA D/03.6 6
AJIMUHUCTPUPOBAHNE NIPOLIECCOB Pa3BUTHUS U TIOCTPOEHUS D/04.6 6
npodecCHOHATBLHOM Kapbepbl, 00yueHHs, aAanTalluu, CTAXXUPOBKU
NepCOHANA U COOTBETCTBYIOLIETO JOKYMEHTOO0OPOTa
E | JlesTenbHOCTH MO OpraHu3aluu Tpyjaa 6 Opranuzanus TpyJa rnepcoHana E/01.6 6
Y OILJIaThl IEPCOHAJIA Opranuzanys omiaTel Tpyda epcoHasia E/02.6 6
AJIMUHHCTPUPOBAHHUE MTPOLIECCOB OpPraHU3aIuu TPYIa, OIJIAThI E/03.6 6

nepcoHalia U COOTBETCTBYIOLIETO TOKYMEHT0000pOTa




JesTepHOCTh IO (POPMUPOBAHHIO Pa3zpaboTka KopriopaTHBHOM COIMATBLHOMN TOJTUTHKHI F/01.6 6
KOPIIOPaTUBHOM COLMAIbHON Peanu3zanus KoprnopaTuBHON COLMANIbHON OJUTUKU F/02.6 6
IIOJIMTUKU AJIMUHUCTPUPOBAHKE IIPOLIECCOB KOPIIOPATUBHOM COLIMATIbHOM F/03.6 6
HOJIMTUKH U COOTBETCTBYIOLIETO JJOKYMEHTOO00POTa
OnepanmoHHOE yrpaBIeHUE Pa3zpaboTka cucTeMpl OnepaliMOHHOTO YIPABJICHHSI IIEPCOHATIOM U G/01.7 7
NEPCOHAIOM U CTPYKTYPHBIM paboToil CTPYKTYPHOTO MOAPA3ACICHHUS OpraHu3aluu
MOApa3/IeICHUEM OpraHu3aluu Peanu3zanus ornepaniioHHOTO YIPaBISHUS TEPCOHATIOM U PabOThI G/02.7 7
CTPYKTYPHOTO 110/Ipa3ieeHNs OpraHu3auu
PazpaboTtka u conmpoBOKIACHHE MTpoiiecca MUPPOBU3ANNN U G/03.7 7
aBTOMAaTHU3alK YIPABIECHUS IEPCOHAIOM
AJMUHUCTPUPOBAHUE ITPOLIECCOB ONEPALMOHHOIO YIIPABICHUS G/04.7 7
MEPCOHAIOM M PabOTOH CTPYKTYPHOTO MOAPA3ICTICHHS
OpraHu3alliH U COOTBETCTBYIOMIETO TOKYMEHTO00OpOTa
Crparernyeckoe ynpasjieHHe Pa3paboTka cucTeMsl CTpAaTErH4eCcKOro yupaBieHUs IEPCOHATIOM H/01.7 7
IEPCOHAJIOM OpraHu3aluu
Peanuzanus cucTeMbl CTpaTErM4€CKOro YIPaBICHUs IIEPCOHATIOM H/02.7 7
AJIMUHUCTPUPOBAHNE IIPOLECCOB CTPATETNYECKOI0 YIPABICHUS H/03.7 7

MEpCOHAIOM U COOTBCTCTBYIOLICTO ,Z[OKYMGHTOO6OPOT3.




I11. XapakrepucTuka 00001ieHHBIX TPYAOBBIX GyHKIMIT

3.1. O6o01mennast TpyaoBas pyHkuus «J{oKyMeHTAUMOHHOE 0O0ecneuyeHue padoThl ¢ MEPCOHATOM)

HaumenoBanue

[Ipoucxoxaenure 06001IEHHOM
TPYI0BOI QYHKINH

I[OKYMCHTaHI/IOHHOC o0ecrieueHue Ko A VpOBeHL 6
paboThI C MEpCOHATIOM 8 KBaTH(UKALIH
Opuruman X 3aMMCTBOBaHO U3
OpUTrHHAJA
Kon Peructpanuonssiii Homep
OpHUTHHANA po¢eCCHOHATHHOTO
cTaHaapTa

Bo3moxHbIe HAUMEHOBAHUS
JOJDKHOCTEH, mpodeccuii

Crneunanuct no ohOpMIICHHUIO TPYIOBbIX OTHOILIEHUHN
Crenuanuct no JOKyMEHTAllMOHHOMY 00eCTIeYeHHI0 TIepcoHaa
Criennanuct 1o nepcoHaty

Creuuaiuct o Kajapam

TpeboBanus kK 00pa30BaHUIO
U 00yUYEHUIO

Cpennee npogeccroHalbHOE 00pa30BaHUE — IPOrPaMMbl IOATOTOBKU
CIIELUATIIICTOB CPEIHEr0 3BeHA U JAOTIOJHUTEIBHOE PO(HEeCCHOHANBHOE
00pa3zoBaHue — MPOTPaMMBbI MPO(HECCHOHANBHON MEPENOAr0OTOBKH B 00JIaCTH
yIpaBIICHUS TIEPCOHATIOM WM B 00JIACTH JOKYMEHTAlMOHHOTO 00eCIeYeHNUS
paboThI C IEPCOHATIOM

nJIn

Briciiee oOpa3oBaHue — 6akaiaBpuaT

NN

Briciiee oOpa3oBanue (HenpoduiabHOE) — OakagaBpHUaT U JOMOJHUTEIBHOE
npodeccroHaabHOe 00pa3oBaHKe — IPOrpaMMbl MPO(ecCHOHANBHOM
NEePEnoAroTOBKU B 00JIACTH YIPABJICHUs IEPCOHAIIOM WM B 001aCTH
JIOKYMEHTALMOHHOT0 00ecreyeHns paboThl C EPCOHAIOM

TpebGoBaHus K ONBITY
PaKTUYECKOH paboThI

He menee Tpex neT B cdepe ynpapieHUs MEPCOHATIOM MTPU HATMYKUU CPETHETO
npoeccCHoHaNBFHOT0 00pa30BaHUs U JOMOIHUTENBHOTO MPOPECCHOHATHHOTO
o0pa3oBaHus — MPOrpaMM MpohecCHOHATBLHOM MepenoAroTOBKU B 001acTH
yIOpaBlIeHUs IEPCOHATIOM WM B 001aCTH JOKYMEHTAIMOHHOTO O0ecTieueHust
paboThI C IepCOHATIOM

OcoOsle ycrioBus AOIyCKa K
pabote

[pyrue xapakTepuCTUKN

JlononHuTENBHBIE XapaKTEPUCTUKH

HaumenoBanue 6a30B0i rpymnibl, JOTKHOCTH
HanmeHnoBanmne qokyMeHTa Kon
(mpodeccun) WK crieHuanbHOCTH

OK3 2423. CrnieunanucTtsl B 00s1acTH 1OA00pa U UCIOJIb30BaHUS

repcoHaa
ETKC umu EKC Crnenuanuct no kKajapam

Menemxep 1o nepcoHany
OKIIATP 26583 Cnenuanuct no kajapam
OKCO 2016 5.38.03.03 VYrpaBneHue nepcoHaaom

5.38.03.02 MenemxmenT




3.1.1. TpynoBasi pyHKuUSs

Benenue nokyMeHTaAIIUU 110 YUYETY U YpoBeHb
HaumMeHnoBanue a AOKY 1t yaety Kon A/01.6 p 6
JABYKCHUIO IICPCOHAIA KBaﬂM(bHKaHHH
IIpoucxoxaenne 0600meHHO 3anMMCTBOBAHO U3
N OpuruHan X
TPYIOBO# GYHKIMH OpHUTHHANA
Kon Peructpanuonssiii Homep
OpUrHHaIa podecCHOHAIBEHOTO
cTaHaapra

TpynoBeie 1eHCTBUS

COop 1 IpoBepKa JIMYHBIX IOKYMEHTOB PAOOTHHKOB

KoHcynpTHpOBaHuEe paOOTHUKOB 10 BOTIpocaM 0(OPMIICHHUS TPYAOBBIX
OTHOILIEHUI

O(l)OpMJ'IeHI/Ie AOKYMCHTOB, PCTIIAMCHTHPYIOIUX TPYAOBBIC OTHOLICHUA C
KOHKPCTHBIM pa6OTHI/IKOM

[ToaroroBka u opopmIICHHE TIO 3aMPOCY PaOOTHUKOB U JOKHOCTHBIX JIUI]
KOHI/IfI, BBITTMCOK U3 KaAPOBbIX TOKYMCHTOB, CIIPABOK, I/IH(l)OpMaIII/II/I O CTaXxe,
JBrOTaX, TApaHTHUAX, KOMIICHCAIMSIX U UHBIX CBEIEHUH 0 pabOTHHKAX

Bbigaua pabOTHHUKY JOKYMEHTOB O €0 TPYI0BOM I€ATEIbHOCTH

I[OBC,I[CHI/IC J0 CBCICHUA pa6OTHI/IKOB OpPraHru3alflMOHHBIX, PACIIOPAIUTCIIbHBIX
1 KaJIPpOBLIX NOKYMCHTOB OpraHu3aluu

Benenue ydera, IpeyCMOTPEHHOIO TPYIOBBIM 3aKOHO1ATEILCTBOM
Poccuiickoi denepaunun

Perucrpanus, yder, ornepaTuBHOE XpaHEHHE KaJPOBBIX TOKYMEHTOB,
IIOATOTOBKA X K Ca4€ B ApXUB

Pabora B KOPIOpPAaTUBHBIX U BHCITHUX I/IH(I)OpMaI_[I/IOHHBIX CUCTEMAX U
HUCIIOJBb30BaHUC I_[I/I(l)pOBBIX CCPBUCOB, BBIIMMOJIHAOMIUX q)YHKI_[I/II/I BCACHUA
JOKYMCHTAIMU 10 JABWXXCHUIO U YUCTY IICPCOHAIA

Heo6xoanmele ymeHust

JIOKyMEHTHUPOBATh TPYAOBHIE OTHOLIEHUS PA3INYHBIX KATETOpUil paOOTHUKOB
U CTEIHANIbHBIX CYOBEKTOB TPYIOBOTO MpaBa B COOTBETCTBHH C
JIEUCTBYIOIINM 3aKOHOAATENBCTBOM Pocculickoit denepanuu, periiameHTaMu
(cranmapTaMu) JOKYMEHTOOOOpOTa OpraHU3aluN

Br1saBaaTh OH_II/I6KI/I, HETOYHOCTH, UCITPABJICHUS U HCJOCTOBCPHYIO
I/IH(I)OpMaI_II/IIO B JOKYMCHTAxX, OIMPCACIIATh MOJJIMHHOCTD NPCACTABIICHHBIX
JOKYMCHTOB

Paborats co cnenuanu3npoBaHHBIMU HHGOPMAITMOHHBIMU CHCTEMaMU U
U(GPOBBIMU CEPBUCAMU IO BEACHUIO yUETa U IBHKECHHUIO NIEPCOHAIA

Bectu nenoByio nepenucky, JOKyMEHTOOOOPOT, PETIaMEHTUPOBAHHBII
3akoHoaarenbcTBOM Poccuiickoit deneparuu B 001acTH TPYAOBBIX
OTHOHIGHPII;'I, C pa6OTHI/IKaMI/I, BHCITHUMHU KOHTPAr€HTaMu U rpaxgaHaMu

OGecneunBaTh cOOII0ICHNE TPeOOBAaHUH 3aKOHOIATEhCTBA Poccuiickoi
denepanuu U KOPIIOPATUBHBIX MOJUTUK B 00J1aCTH 00paOOTKH MEPCOHATBHBIX
JAHHBIX ¥ KOH(DUIeHMaIbHON HHpOpMaK

CO6J’IIO,Z[3.TB HOPMBbI OTUKHA ACJIIOBOTO O6H.ICHI/I$I

HeoOxonnMmele 3HAaHUSA

[Topsimok opopmieHus, BeleHHUs U XpaHEHUs TOKyMEHTOB IO 0(OPMIICHHIO
TPYIOBBIX OTHOILECHMI, I10 YIIPABJICHUIO IIEPCOHAIIOM B COOTBETCTBUH C
TpeGoBaHUAMU 3aKoHOaTeNbCTBa Poccuiickoit denepanuu u
KOPIIOPATUBHBIMU ITOJTUTUKAMHU




Ienu 1 3aaun OpraHU3aIiy M0 MOCTPOEHHUIO CUCTEMbI 0(OPMIICHUS
TPYIOBBIX OTHOILLICHU

TapudHo-kBanmnpHUKaIMOHHBIE CIPABOYHUKH padOT U mpodeccuii pabounx u
KB (UKAIIMOHHBIC XapaKTEPUCTHKH TOJDKHOCTEH CITy)KalluX,
poeCCUOHATILHBIE CTAHAaPThI

Crneunanu3upoBaHHble HHOOPMALIMOHHBIE CUCTEMBI, LIM(PPOBBIE YCIYTU U
CEPBUCHI 0 BEJICHUIO yUeTa U JBUKCHHIO IIEPCOHANA, FPAHULIBI UX
PUMEHEHUS

OcCHOBHBIE MCTPUKHU U aHAITUTUYCCKUC CPE3bI B obOactu ABWIKCHUS U yUCTa
niepcoHasa

[MTopsimox oopmiteHUsT YyCTaHOBIICHHBIX 3aKOHOIaTEIbCTBOM Poccuiickoii
Oenepary opM OTISTHOCTH B TOCYAAPCTBEHHBIC OpraHbl

TpeboBanus 3akoHOAaTENbCTBA Poccuiickoit depepaniuu mo opopMIICHUIO
TPYJOBBIX OTHOILIEHUI, BOMHCKOMY yUYE€TY, YBEJIOMIICHHUIO U MIPE/ICTABICHHUIO
OTUYETHOCTHU B TOCYJIAPCTBEHHBIE OPTaHbl CIICHUATbHBIX KaTerOpuit
pabOTHUKOB: MHOCTPAHHBIX PAOOTHUKOB M JIUI] 0€3 IPaKIaHCTBA, MHBAJIHIOB,
JIUI, UMEIOIIUX TapaHTUU U JIbTOThI, YCTAHOBJICHHBIC 3aKOHOIATEILHO, U
JIPYTUX CHCIUATBHBIX KaTeropui

HopmatuBHBIE IPaBOBBIE aKThl, OIPEEIAIONINE HOPMBI TPYJOBOT'O IpaBa
Poccuiickoi @enepanuun

3akonogarenscTBO Poccuiickoit denepaiinu 00 MHAUBUIYAIEHOM
(mepcoHupUIIMPOBAHHOM) YUETE B CUCTEME 00513aTEIHHOIO IEHCHOHHOTO
CTpaxOBaHUS

3akoHogarenscTBO Poccuiickoilt denepaiinu o nepcoHaIbHBIX JaHHBIX

JloxanpHbBIE HOpPMATUBHBIE aKThl OPraHU3ALMH, PETYIUPYIOIIHE TOPSII0K
0 OpMIIEHHS PacIOPSIAUTENBHBIX U OPraHU3AUOHHBIX JJOKYMEHTOB 10
nepcoHany, 0hOpMIIEHUIO TPYAOBBIX OTHOUICHUM

HpaBI/ma BEIECHUS JEJIOBOU MEPCIINCKU

HOpMLI OTHUKH JCJIIOBOTO O6H_ICHI/I$I

OcoOsle yciioBus J0IycKa K
pabore

Jlpyrue xapakTepucTHKU

3.1.2. TpynoBas pyHKuust

HanmeHnoBanue

Pa3paboTtka TUNIOBBIX (OPM JOKYMEHTOB
10 y4eTy U JBUKEHHIO TIepCoHaa,

YpoBeHb

[IpoucxoxaeHne 0000MCHHO
TPYIOBO# (YHKIMH

Kon A/02.6 6
COIIPOBOXKACHUC ITPOLEAYP O(l)OpMJ'IeHI/ISI KBaJIM(UKALIH
TPYIOBBIX OTHOIICHHUN
3anMcTBOBaHO U3
Opurunan X
OpHTHHaNa
Kon PerucrpannonHusiii Homep
OpHTHHaNa podeCcCHOHAIBEHOTO

cTangapTa

TpynoBeie 1eHCTBUS

Pa3paboTka MpoeKTOB JTOKATBHBIX HOPMATHBHBIX AKTOB OpraHU3aInH,
PEryJIHUPYIOMIUX TPYIOBbIE OTHOIICHHUS

Pa3paboTka MpoeKTOB JOKYMEHTOB 10 O()OPMIICHUIO TPYIOBBIX OTHOILICHHH C




KOHKPETHBIM paOOTHUKOM

[ToaroroBka mpeaaoKeHuil Mo onTuMu3auuu GopM JOKYMEHTOB U
U (poBHU3AIMH TOKYMEHTOO00pOTa OpraHu3aluu B o0iactu opopmiieHus
TPYIOBBIX OTHOILICHUI

IToaroroBka NpOEKTOB JOKYMEHTOB I10 IIPOLIEAypaM YIIPaBICHUs
[IEPCOHAJIOM, Y4Y€Ta U ABUKEHUS [IEPCOHAIIA

[ToaroToBka 1o 3anpocy rocyJapcTBEHHbIX OPTraHOB, MPEACTABUTEIBHBIX
OpraHoB paOOTHUKOB OPUTHUHAJIOB, BBIMHCOK, KOTIHI IOKYMEHTOB U
MPEAOCTABICHUE B 3JIEKTPOHHOM BUJIE CBEACHUH, PErIaAMEHTHPYIOIIUX
TPY/IOBbIE€ OTHOUIECHUS U UMEIOIIUX OTHOIIEHUE K PErJIAMEHTALIMH TPYA0BBIX
OTHOIICHUH

[ToaroroBka 3anpocoB B rocyJapCTBEHHBIE OPTraHbl U CTOPOHHUE OpraHU3alUU
JUTSI TIOATBEPKACHUS CBEJICHUI B HHTEpecax paOOTHUKOB U paboToaaTeNs

[ToaroroBka yBeOMJICHH, OTUETHON, CTATUCTUYECKON U aHAITUTUYECKOM
uH(popManuu 1o 0opOPMICHHUIO TPYIOBBIX OTHOIICHUN

HCO6XOI[I/IMI>IG YMCEHUA PabGoTtath co CIICHUAIIN3UPOBAHHBIMHA I/IH(l)OpMaI_[I/IOHHBIMI/I CHUCTEMAaMU,
I_[I/I(prBBIMI/I yCiyraMu u c€pBuCaMu 110 BEACHUIO YyUCTa U ABUKCHUTO
IepCcoHajia, CONPOBOKIACHUIO TPYAOBBIX OTHOIIICHUH

AHaM3UpPOBaTh JIOKAJTHLHBIE HOPMATUBHBIE aKThI M JIOKYMEHTHI 110
0(OPMIICHUIO TPYIOBBIX OTHOILIEHUH, POPMUPOBATH MPEUIOKESHHUS 10 X
AKTyaJIM3alHH U YITyYIICHUIO

OnpenensiTb CTPYKTYpY U COJAEp’KaHUE, TOTOBUThH IPOEKThl HOPMATHUBHBIX
JOKYMEHTOB M JOKYMEHTOB 110 O(hOPMIICHHUIO TPYIOBBIX OTHOIICHHHA

OdopMIATh KapOBbIE JOKYMEHTHI B COOTBETCTBUHU C TPEOOBAHUAMU
3akoHoarenscTBa Poccniickoit denepanuy U JIOKAIbHBIMA HOPMATUBHBIMHU
AKTaMU OpraHu3anuu

Ob6ecnieunBath coOmoieHne TpeOoBaHMI 3aKkOHOJaTeNnbCcTBA Poccuiickoi
deneparny, KOpPIOPATUBHBIX MOJIUTUK B 001aCTH 00pabOTKH MEePCOHATBHBIX
JAHHBIX U KOH(UIeHMaIbHON HHpOpMaK

Bectu ACJIOBYIO IIEPCIIUCKY

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIIEHUS

Heo6xonnMele 3HaHUS HopmatuBHbIC IPaBOBBIC aKThI, ONPEACISIONINE HOMBI TPYIOBOTO TIpaBa

OCHOBBI apXUBHOT'0 3aKOHOJIaTEJILCTBA U HOPMATHUBHBIE ITPABOBHIE AKTHI
Poccuiickoii @enepanuu B 061actu opopMiIeHUs, BeIeHUs U XpaHEHUs
JOKYMEHTOB 10 0()OPMIIEHHUIO TPYIOBBIX OTHOILICHHI

3akoHomarenbcTBO Poccutickoit deneparny 00 WHAUBUTY ATBHOM
(mepcoHU(PpUIIMPOBAHHOM) YUETE B CUCTEME 00513aTEIHHOIO IEHCHOHHOTO
CTPaxOBaHUS

[Topsnox oopmiieHUs: NEPBUYHBIX JOKYMEHTOB JUIs 11eJieii OyXraiTepckoro
ydeta B cepe ohopMIICHHS TPYIOBBIX OTHOIIICHUH

TapudHo-kBanM(pUKaMOHHbIE CIPABOYHUKU PabOT U mpodeccuil pabodyux u
KBAJTM(PHKAIIMOHHBIE XapaKTEPUCTHKH TOJHDKHOCTEH CITyXKallluX,
poQeCCHOHAIBHBIC CTAHIAPTHI

TeXHOJ'IOFI/II/I, MCETOJbl U MCTOAWKU MMPOBCACHUA aHAJIN3a U CUCTEMATU3 AU
JOKYMCHTOB U I/IH(bOpMaI_II/II/I

3akoHoarenbcTBO Poccuiickoi denepanun 0 MepCoOHaIbHbIX JaHHBIX

Llenu 1 3a1a4n OpraHU3aIMH 10 TOCTPOSHHUIO CUCTEMBI 0(OPMIICHUS
TPYAOBBIX OTHOILLICHHI

JlokanbHBIC HOPMAaTHBHBIE aKThl OPraHU3aLUU B 00JacTH ohopMiIeHUs




paclopsAUTENbHBIX U OPraHU3alMOHHbBIX, HH()OPMAIIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB, PETYJIUPYIOUIUX TPYAOBbIE OTHOLLIEHUS

Crneunanu3upoBaHHble HHOOPMALIMOHHBIE CUCTEMBI, LIM(PPOBBIE YCIYTU U
CEPBUCHI 10 BEJICHUIO yUeTa U JBIKEHUIO TIepCOHAalIa, TPAHUIIbI UX
IPUMEHEHUS

OCHOBHBIC MCTPUKHU U aHAITUTUYCCKUE CPE3bI B obnactu ABMXXCHUSA U yU€Ta
IepcoHajia

ITpaBuiia BeeHMs 1€710BOM NEPENUCKU

Hopwmbl 3THKH 1€710BOTO OOIIICHUS

Oco0ble yCcIIoBUS IOIYCKa K
pabore

Jpyrue xapakTepuCTUKU

3.1.3. TpynoBasi pyHKuus

AJIMAHHCTPUPOBAHUE IPOLECCOB U

JIOKYMEHTO000pOTa 110 YUETYy U
YpoBeHb

HaumeHoBaHUe JIBUKECHUIO TIEpCOHAIA, TPECTABICHUIO Kon A/03.6 6

KBaJH(UKAUU
AOKYMCHTOB 110 IICPCOHALY B
TroCyJapCTBECHHBIC OPIraHbI
[poucxoxaenune 06001IEHHOM 3auMCTBOBaHO U3
N Opurunan X
TPYIOBOH (QYHKIMH OpHUrHHANIa
Konx Peructpaumonssiit Homep
OpUrHHaNa npodeccroHanbsHOrO
cTaHaapra
TpynoBble nefcTBUs Opranuzanys JOKYMEHTO000pOoTa M0 y4eTy U JBUKEHHIO IIepCcoHaa
OpFaHI/BaHI/IfI MpEACTABJICHUA NOKYMCHTOB 110 IICPCOHATY B ITOCYHApCTBCHHBIC
OpraHbl

IToaroroBka yBe1OMIIEHUM, OTYETHOM, CTATUCTUYECKON U aHAIMTUYECKON
uH(pOpMaIIUU TI0 IEPCOHATY

[ToaroroBka nHGpOpMaIIUK O 3aKITFOYSHUH TPYAOBOTO MW TPAKIAHCKO-
MIPABOBOTO JOTOBOPA Ha BHIMOJIHEHHE paboT (OKa3aHUe yCcIyr) C

rpaXk JaHMHOM, 3aMEIIAIOIIUM JOJKHOCTH TOCYJAPCTBEHHON MU
MYHHIIUIIATBHON CITYXKOBbI, IepeueHb KOTOPBIX YCTaHABIMBACTCS
HOPMaTHUBHBIMU MpaBoBeIMU akTamMu Poccuiickoit denepanmnu

HeobOxonumelie ymeHus OdopmasTh yueTHbIE JOKYMEHTBI, IPE0CTABIsIEMbIE B TOCY1aPCTBEHHbBIE
OpraHbl, IPeACTaBUTEIbHbIE OPraHbl PAOOTHUKOB

OpFaHI/ISOBBIBaTI) XpaHCHHUEC JOKYMCHTOB B COOTBETCTBUU C Tpe6OBaHI/I5[MI/I
3akoHoarenscTBa Poccniickoit denepanuy 1 JIOKATbHBIMA HOPMAaTHUBHBIMHU
AKTaMU OpraHu3anuu

Paborate ¢ HHPOPMAIIMOHHBIMU CUCTEMaMHU, HU(POBBIMU YCIyraMH U
CEpBHCAMH I10 BEICHUIO yUeTa U JIBU)KEHUIO MepcoHalIa

PaboTath ¢ MH(pOPMAITMOHHBIMU CHUCTEMAaMU [IU(PPOBBIMH YCIyTraMH U
CepBUCAMH I10 BEJICHUIO CTATUCTUYECKON U OTYETHOU MHPOPMALIUHU U
AQHAJIMTUKHU 110 IEPCOHAILY

DopMHUPOBATH MPEATIOKEHHS [0 ABTOMATU3AIMH U IIU(PPOBHU3ALINN TPOLIECCOB
U IOKyMEHTO00O0pOTa 10 YUYETy U JABMKEHUIO IepCOHAala, TOKYMEHTOB 10




MepPCOHATY JIJIsl IPEJCTABICHUS B TOCYIapCTBEHHBIE OPTaHbl

AHanIM3upoBaTh MpaBUIIa, MPOLETYPhI U MOPSIOK, PEryIUPYIOIINE ITpaBa U
00513aHHOCTHU TOCYJaPCTBEHHBIX OPraHOB U OPraHU3AIMU IO BOIIPOCaM
oOMeHa JOKyMEHTAIIHeH 110 MepcoHaty

ObecnieunBath coOMIOIeHHE TPeOOBAHUI 3aKOHOAATENLCTBA Poccuiickoit
depepaliuyl 1 KOPIOPATUBHBIX MOJIUTHK B 001aCTH 00pabOTKH MEPCOHATBHBIX
JTAHHBIX U KOHQHICHIHATBLHON HHPOPMAIHH

Bectu nenoByro nepenucky

Co0:r01aTh HOPMBI ATHKH JIJIOBOTO OOIIICHHS

Heo0xoaumble 3HaHUS

TexHomoruu, METOAbl U METOAMKHU ITPOBEICHUS aHAJIN3a U CUCTEeMaTU3aluN
JIOKYMEHTOB ¥ HH(QOpMAIIIH

OCHOBBI JOKYMEHTO00OPOTa U IOKYMEHTAIIMOHHOT'O 00eCIIeYeHHUS
OpraHu3aIuu

OpFaHI/I3 AllMOHHAsA CTPYKTYpPa OpraHnu3aliuin

TapudHo-kBanupUKAIMOHHBIE CIPABOYHUKN Pa0OT U mpodeccuii pabovnx u
KBaIH()UKAIIMOHHBIE XapaKTEPUCTUKH JODKHOCTEH CIy)KallnX,
npodeccroHaIbHbIE CTaHAAPTHI

Criermanu3upoBaHHble HH()OPMAIIMOHHBIE CUCTEMBI, TU(PPOBBIC YCIYTH U
CEPBUCHI 110 BEJICHUIO yU€Ta U ABUIKEHUIO IIEPCOHAIIA, TPAHULIBI UX
IIPUMEHEHUS

OcHOBHBIE MCTPUKHU U aHAITUTUYCCKUC CPE3bI B obacta ABWIKCHUS U yUCTa
HiepcoHasa

HopmatuBHBIE IPaBOBbIE aKThl, pETYJIMPYIOLIME IIpaBa U 0013aHHOCTU
rOCyJJapCTBEHHBIX OPTaHOB, NPECTAaBUTENILHBIX OPraHOB PAOOTHHUKOB 110
IIPEJIOCTABIEHUIO YUETHOW JJOKYMEHTAlUU

HOpMaTI/IBHHe IMPaBOBLIC AKTHI, OIMIPEACTIAIONINEC HOMBI TPYJOBOT'O ITpaBa

OCHOBBI aQpXUBHOT'O 3aKOHO/IATENIHCTBA U HOPMATHUBHBIE TIPABOBBIC AKTHI
Poccutickoit denepariu B 00JaCTH BEACHUS JOKYMEHTAIUH 110 TEPCOHAITY

3akoHoaarenbcTBO Poccuiickoit denepany 0 NepcoOHANbHBIX TaHHBIX

JIokanbsHBIE HOPMATUBHBIC aKThl OpraHu3aluu B obmactu Oq)OpMJ'IeHI/IH
pacnnopsAauTCIIbHBIX U OpTaHU3allMOHHBIX, I/IH(I)OpMaI_II/IOHHO—CHpaBO‘lHHX
JOKYMCHTOB, PCTYJIMPYIOIINX TPYAOBBIC OTHOIICHH A

[IpaBuna BegeHUs NEI0BON MEPETUCKH

Hopwmpbl 3TuKH 1€710BOTO OOIICHUS

Oco0ble ycIIoBUS I0ITyCKa K
pabote

[pyrue xapakTepuCTUKH

3.2. O60o0mennast TpyaoBasi pyHKuus «/leATeJbHOCTD M0 00ecneYeHHI0 MePCOHATIOM))

HaunmenoBanue

ITpoucxoxaeHune 06001eHHOM
TPYAOBOH (HyHKIIMU

JleATeabHOCTh IO 00CCTICUCHHIO K B VposeHb 6
NIEPCOHAIIOM o KBaIM(UKALHH
Opuruman X 3auMCTBOBAaHO U3
OpHUTMHAJIA
Kon Peructpauuonssiit Homep
OpHUTHHAJIA poheCCHOHATBHOTO
CTaHgapTa

Bo3MokHBIE HAMMEHOBAHHUS ‘

Crienamict 1o nogoopy rnepcoHana




TOJDKHOCTEH, podeccuii

Crnenuanuct 1no nepcoHany
Menemxep 1o nepcoHany

TpynoBsie 1eicTBUS

TpeboBanust kK 06pa3z0BaHUIO
1 00y4YCHHIO

Briciiee oOpa3oBanue — 6akanaBpuaT

WK

Bricmiee oOpazoBanue (HenmpohuiabHOE) — OaKaJaBpuaT U JOMOJTHUTEIIBHOE
npodeccHoHaTbHOE 00pa30BaHKe — MPOrPaMMbl IIPOPECCHOHATBHOM
MEPEnoIrOTOBKH 0 HATIPABJICHUSM JICATEIILHOCTH 110 00SCIICYCHUIO
MIEPCOHATIOM

TpebGoBaHus K OIBITY
MPAKTHYECKON pabOoThI

OcoOsle yciioBus J0IycKa K
pabore

Jpyrue xapakTepucTUKU

JlononHuTEbHBIE XapaKTEPUCTUKH

HaumenoBanue 6a30Boii rpymnibl, JOTKHOCTH
HaumenoBanue nokymeHTa Kon
(mpodeccun) WU CIEUATBHOCTH
OK3 2423, Crnenuanuctel B 00J1aCTH 11000pa M UCIIOIb30BAHMS
repcoHasa
ETKC umn EKC Cnenuanuct 1o kaapam
Menemxep 1no nepcoHany
OKIIATP 26583 Crnenuanuct 1o kKajapam
OKCO 2016 5.38.03.02 MeHeKMEHT
5.38.03.03 VYrpasieHue nepcoHaiom

3.2.1. TpynoBasi pyHKuus

HanmeHnoBanue

[IpoucxoxaeHre 06001IeHHOM
TPYIOBOI GYHKINH

Co6op uadpopmanuu 0 TOTPeOHOCTSIX Ko B/01.6 YpoBeHb 6
OpraHu3al{y B IIEPCOHATE 8 ' KBaIHUKAHH
Opuruman e 3aMMCTBOBAHO U3
OpHUTHHANA
Kon Perucrpannonusiii Homep
OpHUTHHAJIA po(heCCHOHATIBHOTO
cTaHaapra

TpynoBsie neicTBUS

DopMHpOBaHKE MTEPEYHEN BAKAHTHBIX U IUIAHUPYEMBIX K YKOMIIJIEKTOBAHUIO
JIOJDKHOCTEH (Tpodeccuid, CriennaibHOCTEN ) OpraHu3aluu

dopMupoBaHUE CAMOCTOSITEIHEHO U (M) COBMECTHO C PYKOBOAUTEIEM
COOTBETCTBYIOIIETO TOApa3/IeeH s TPeOOBaHNH K BAKAHTHOM JOJKHOCTH
(mpodeccun) M UX KOPpEeKLUs

AHanu3 peIHKa TpyAa U IEpCcoHalIa OpPraHU3aI|H 110 TPOPUITIO BAKAHTHOU
JOJKHOCTH (Tpodeccuu, CeHaTbHOCTH)

NudopmMupoBanue u KOHCYJIbTUPOBAHUE PYKOBOJAUTENEH TTOApa3IeTICHUN U
OpraHu3aIyy 10 BOIPOCcaM PhIHKA TPyJa U 0OecreyeHus IepCoHaIoM




Heobxoaumbie ymeHus

Co0OupaTh, aHAIM3UPOBATh M CTPYKTYPHPOBATh HH(POpMAITHIO 00
0COOEHHOCTSIX OpraHu3alui paboT Ha Pa3IMYHBIX YUacTKaX MPOU3BOJICTBA U
Ha KOHKPETHBIX pab0odnXx MECTax ¢ y4eTOM IielieH, 3a/1a4, IIaHOB U
CTPYKTYpPBI OpraHU3alu

Cobupate, aHaTU3UPOBATh U CTPYKTYpUPOBATh HHGOpMAIUIO 00
0COOEHHOCTSX U BO3MOKHOCTSX IEPCOHANIa OpraHu3auu

Cobupate, aHaTU3UPOBATh U CTPYKTYpUPOBATh HHGOpMAIUIO 00
OCOOEHHOCTSIX PhIHKA TPY/Ia, BKIKOYasl MPEATIOKEHUS YCIYT MO MOUCKY,
MPUBJICYEHHIO, TOAOOPY U OTOOPY MepcoHalia

PaboTath B MHPOPMALIMOHHBIX CUCTEMAaX, UCIIOIB30BATH IIU(PPOBBIE YCIYTH U
CEPBHCHI MO COOPY, aHANIU3Y U CTPYKTYPUPOBAHUIO TOTPEOHOCTH
OpraHu3aluy B Kajapax

DopMHUPOBATH MPEATIOKESHHS 110 ABTOMATH3AIMH U IU(PPOBU3ALINHU ONIEPAIHiA
U TIPOIIECCOB cOOpa MOTPEOHOCTH B MEPCOHAIE

KoHcynbTupoBaTh COTpYJHUKOB U PyKOBOAUTENEH OpraHU3aluy 0 BOIpocam
pBIHKa TpyJa 1 00ecreyeHus IEpCOHAIOM

O6GecneunBaTh cOOJI0ICHHE TPEOOBAaHUH 3aKOHOIATENbCTBA Poccuiickoi
denepanuy U KOPIOPATUBHBIX MOJUTHK B 00J1aCTH 00paOOTKH MEPCOHATBHBIX
JIAHHBIX U KOH(PHUACHIMAIbHOU HHpOpMaIIUu

Bectu ACJIOBYIO IIEPCIUCKY

Co0.1r01aTh HOPMBI ATUKH JCIIOBOTO OOIICHUS

HeoOxonuMele 3HaHUS

TCXHOHOFI/II/I, MCTOJbI U MCTOAUKHU IMPOBCACHUA aHAJIM3a U CUCTEMATHU3allH
JOKYMCHTOB U I/IH(bopMaI_II/II/I

[Topsinok ornpeneneHus NEPCHEKTUBHOM U TEKYyIIEeld NOTPEOHOCTH B IEPCOHANIE

Hcrounnku obecrnieueHust Opranu3aiuy IepcoHaaIoM

Opranuzanus paboT Ha pa3IMYHBIX YYacTKaX MPOU3BOJICTBA, OPTaHU3AIINH,
oTpaciu

OO0mre TeHACHIIMY Ha PhIHKE TPY/Ia B 1IEJIOM U B OTJEIBHOM OTpaciiu,
KOHKPETHOU MTPOQeCcCuul (I0JDKHOCTH, CIIEIIUATEHOCTH )

OCHOBBI ICUXOJIOTHHU U COIIMOJIOTUH Tpyada

OCHOBBI OKOHOMUKH, OpraHu3allvii Tpyda U YIIPaBJICHUA

Tapudno-kBanupuKaloHHbIE CIPABOYHUKH padoT U npodeccuil pabounx u
KBaJIM(DUKAIIMOHHBIE XapaKTEPUCTUKH JTOJKHOCTEN CITyKallluX,
npodecCrOHATbHBIE CTAaHAAPTHI

HOpMaTI/IBHLIe IMPABOBBIC AKThI, OMPEACTIAIOIINE HOMBI TPYJOBOI'O IIpaBa

OCHOBBI APXUBHOI'0 3aKOHOAATCIILCTBA 1 HOPMATHBHBIC ITPABOBBIC AKThI
Poccuiickoii d)ez[epaum/l B o0JacTu BCACHUA NOKYMCHTAIIUU 1O MEPCOHAITY

3akoHoaTenbcTBO Poccuiickon denepannun 0 MepCOHAIbHBIX JaHHBIX

JloxanpHbIE HOPMATUBHBIE aKThl OPraHU3ALNH, PETYIUPYIOIINE TOPSIA0K
nmoadopa nmepcoHana

Crienmnanu3upoBaHHbIe HH(OPMAIIMOHHBIE CUCTEMBI, IU(POBBIE YCIYTH U
CEpBHUCHI B 00JIACTH 00ecTieueHus IEPCOHAIOM, TPAHUIIbI UX TPUMEHEHHS

OcHOBHEBIC MCTPUKHU B obactu no,u6opa n 0T60pa KaHIUAaTOB Ha BAKAHTHBIC
JOJIDKHOCTHU IJIs obecrnieueHUs HOTpC6HOCTI/I B IICPCOHAJIC

[IpaBuna BeaeHUs qEI0BOM MEPETUCKHI

HopMbI 3TuKH 1e10BOT0 00IIeHUS

Oco0Oble yclIoBHsI TOMyCKa K
pabote

Hpyrue xapakTepucTUKU




3.2.2. TpynoBasi pyHKIUSs

HaumenoBanue

IIpoucxoxaenne 0600meHHO
TPYAOBOH (HyHKIIHU

ITouck, npusiieyeHue, mog00p U 0TOO VpoBeHb
» TIp ; p p Kox | B/02.6 P 6
IepcoHana KBaU(pUKAIUH
3auMCTBOBaHO U3
OpuruHan X
OpHTHHAJA
Kon Peructpanuonssiii Homep
OpUrHHaIa podecCHOHAIBEHOTO
CTaHmapTa

TpynoBeie 1eHCTBUS

[Torck BO BHYyTPEHHHX M BHEIIHUX UCTOYHHUKAX MH(OpMAIMK O KaHIU1aTaXx,
COOTBETCTBYIOIIUX TPEOOBAHUAM BaKaHTHOW JOJDKHOCTH (mpodeccun,
CHEUAJIbHOCTH) U MHBIM OTPEOHOCTSIM OpPraHu3alliy B IEPCOHAIIE

Pa3zmenienue cBeieHnii 0 BAKAHTHOM JIOJDKHOCTH (TIpodeccu,
CHENHUATBHOCTH) B CPEJICTBAX MAacCOBOW MH(POPMALINH, CIICIIHATN3UPOBAHHBIX
pecypcax u cepBUCax

BLI60p c1moco0oB u MCTOJOB IIPHUBJICUCHUA IICPCOHAJIA B COOTBETCTBHH C
IJIaHaMH1 1 OrpaHUYCHUAMU OpTraHru3alnn

COop, comocTaBiieHue, CTPyKTYpUPOBaHUE U MTPOBEpKa HH(HOPMALIUU O
KaHIuAaTax Ha BaKaHTHbIE TOJDKHOCTHU (TIpodeccuul, CrIeUaIbHOCTH )

[TpoBeneHme codbece0BaHMi U BCTPEY C KaHAMIaTaMU Ha BAKAHTHBIC
JOJKHOCTH (Tpodeccru, CISIMATLHOCTH ), U3BEIICHUE KaHIuaTa U
HaHUMATeIs O pe3ysibTaTax codeceqoBaHus (BCTPEUN)

OrneHka COOTBETCTBUS KaHIUAATOB TPEOOBAHUSIM BAKAaHTHOMN JOKHOCTH U
MHBIM TpeOOBaHUAM Opranuzanuu (mpodeccuu, CrenuatbHOCTH)

[ToaroToBka nmpeiokeHui no GpopMupoBaHuo OIOKeTa Ha MOUCK,
IpUBJIeYeHHe, T0J00p U 0TOOp MepcoHana

HNHdopmupoBaHre 1 KOHCYIbTHPOBAHUE PYKOBOIUTENEH MoApa3AeaeHui 1
OpraHM3aly 110 BOIPOCAM ITPUBJIEUEHHS IIEPCOHANIA C OLIEHKOM 3aTpar

HeobOxonumelie ymeHust

OnpenensiTb KpUTEPUH MTOMCKA, IPUBJIEUYEHUs, T0J00pa U 0TOOpa nepcoHaia

Cobupatb, aHaIU3UPOBATh U CTPYKTYpUPOBATh HHPOPMALIHIO O KaHIU1aTax U
IPEJIOKEHUSAX Ha PbIHKE TPyAa

PabGorath ¢ OMCKOBBIMHU CUCTCMAaMHU, I/IH(I)OpMaI_II/IOHHLIMI/I pecypcamMu u
I_II/I(I)pOBBIMI/I CCpBUCAMU B o0racTu oOecrneueHus IIepCcoOHaJIOM

dopMUpOBaATH TIPEIITIOKESHUS TI0 ABTOMATHU3AIIMN U ITU(DPOBU3AINH TPOIECCOB
MOMCKa W MIPUBJICUYECHHS TIEpCOHANa

[TpyMeHsITh TEXHOJIOTHH U METOJIMKU MTOKMCKA, IPUBJICUEHUs, ToA00pa 1
0TOOpa KaHIUAATOB Ha BaKaHTHBIE JOJKHOCTH (Mpodeccuu, CrennaibHOCTH)
B COOTBETCTBUU C UX CIELUPUKON

KOHCYJ'ILTI/IpOBaTB 110 BOIIpOCaM MpHUBJICYCHUA IICPCOHAIIA

CocraBisaTh U KOHTPOJIMPOBATH CTATbH PACXOJ0B HA obecrnieucHue
NEpCOHAIOM JJId MJIAHUPOBAHU 6IO,H)KCTOB

OOGecneunBaTh coOIOICHIE TpeOOBAaHUH 3aKOHOIATEIhCTBA Poccuiickoi
denepanuu U MOIUTHK paboToAaTENsI B 00J1acTH 00pabOTKM TEPCOHATBHBIX
JAaHHBIX U KOH(PUACHIHAIBHONW HH()OpMAIUn

Bectu nenoByto nepenucky

Co0ut01aTh HOPMBI TUKHU ACTIOBOTO OOIIIEHUS

HeoOxonnMmele 3HaHUSA

HcTounuku obecriedeHns opraHu3aluy MepcoHaIoM




TexHonornu u METOUKY MOUCKA, IPUBJICUEHUS, T0A00pa U oT6opa
nepcoHalia

CucreMsbl, METOJIbI U (HOPMBI MATEPUAIBHOTO U HEMATEPHAILHOTO
CTUMYJIUPOBAHUS TpyJAa MepcoHana

TexHoMOTHH U METOBI (HOPMHUPOBAHUS M KOHTPOJIS OFOKETOB OpraHU3aIlluu

TexHoNOrNKU, METOBI U METOJUKU IIPOBEJCHUS AHATIN3a, CUCTEMAaTU3aLUN
JOKYMEHTOB M HH(pOpMAIHH

OpranuzanyuoHHasi CTPYKTypa OpraHu3aluu

[lepedenp BakaHTHBIX JOJDKHOCTEH (podeccuit, CrieraabHOCTeH)

TapudHo-kBanmn(PHUKAIMOHHBIE CIIPABOYHUKH padOT U mpodeccuit pabounx u
KBTH(DUKAIIMOHHBIC XapaKTEPUCTHKH JIOJDKHOCTEH CITyKAIUX,
npodeccHoHabHBIC CTAaHAAPTHI

MCTOI[I/IKa IJIaHUPOBAHUA HOTpe6HOCTI/I opraHu3aliii B IIOMCKE U
IIPUBJICYCHUU IICPCOHAJIA

OO01mure TeHICHIIMY Ha PhIHKE TPY/Ia U B OTACIBHBIX OTPACIISAX M BHIAX
poecCHOHANBEHOM e TeIbHOCTH

OCHOBBI IICUXOJIOTHHU U COIIMOJIOTUH Tpyada

OCHOBEBI O9KOHOMUKH, OpraHu3aliv Tpylda 1 YIIpaBJICHUA IICPCOHATIOM

Criermanu3upoBaHHbIe HH()OPMAIIMOHHBIE CUCTEMBI, TU(PPOBBIC YCIYTH U
CEepBUCHI B 00JIACTH MOKMCKA U IPUBJICUCHUSI IEPCOHANA, TPAHULIBI UX
IIPUMEHEHUS

OcHOBHEIC MCTPUKHU U aHAITUTUYCCKUC CPE3bI B 00J1aCTH TIOUCKA U
IMPUBJICHCHUS IICPCOHAIA

HOpMaTI/IBHHe IMPAaBOBBLIC AKTHI, OIIPECACTIAIOIINEC HOPMBI TPYJOBOT'O IIpaBa

OCHOBBI APXUBHOI'O 3aKOHOAATCIILCTBA 1 HOPMATHBHBIC ITIPABOBBIC AKThI
Poccuiickoii d)eﬂepam/m B 001acTu BCACHUA NJOKYMCHTAIUU 1O MNEPCOHAITY

OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNIbcTBA Poccuiickoi denepanun

3akoHoaarenbcTBO Poccuiickoil denepaiy 0 NepCcOHANbHBIX TaHHBIX

JlokasibHbIE aKThl OpPraHU3alMH, PETYINPYIONINE MOPSI0K 00eCIeYeHUSI
IIEPCOHAIIOM

[TpaBuiia BefieHMs 1€710BOM MEPENUCKU

HOpMLI OTHUKH JCIIOBOTO O6H_ICHI/I$I

OcoOsle ycrioBus J0IycKa K
pabote

[pyrue xapakTepuCTUKH

3.2.3. Tpynosasi pyHKuHA

[IpoucxoxaeHne 0000eHHOM
TPYIOBOI GYHKINH

AJIMUHUCTPUPOBAHUE TTPOLIECCOB v
OBEHb
HanmenoBaune | 00O€CIICYCHUS TIEPCOHAIIOM H Kon B/03.6 P 6
KBaTA (UK
COOTBCTCTBYIOIIICTO I[OKYMCHTOO6OPOT3.
3auMCTBOBAHO U3
Opurunan X
OpUTHHAJIA
Kon PerucrpannonHusiii Homep
OpHUTHHAJIA npodecCHOHATEHOTO
CTaHJapTa

TpynoBsie neicTBUS

AHaIN3 IpoIECcCCOB JOKYMEHTO000POTA, JIOKAJIbHBIX IOKYMEHTOB IO




BOIIPOCaM 00ECIIEYCHHUS TIEPCOHATIOM

Benenne nadopmanmm 0 BAKaHTHBIX JOJKHOCTSIX (TIpodeccusix,
CHENHUATBHOCTSIX ) U KaHAUIATaX

JIOKyMEHTaIlMOHHOE COMIPOBOXK/ICHNE KaHMIaTOB Ha dTanax MOKCKa,
NpUBJICUEHHUSI, TOI00pa M 0TOOpa MepcoHaia Ha BAKAHTHBIE TOJIKHOCTH
(mpodeccun, cienuanbHOCTH ), THHOPMHUPOBAHNE KAaHIUIATOB O PE3yJIbTaTax
oTbopa

[ToaroroBka 3ampocoB 0 KaHAUATaX B TOCYNaPCTBECHHBIC OPTAHbI B CITydasX,
MPEIYCMOTPEHHBIX JICHUCTBYIOIIMM 3aKOHOAATEIBCTBOM Poccuiickoin
Oeneparyn, 1 00paboTKa MOTYUYESHHBIX CBEICHUN

[ToaroroBka n 00paboOTKa yBEAOMIIEHUI B rOCYIapCTBEHHBIC OPraHbl,
MNpEACTAaBUTCIIbHBIC OpraHbl pa6OTHI/IKOB I10 BOIIpOCaM IOUCKa, IMPHUBJICYCHU,
noxbopa u 0TOOpa rnepcoHana

COHpOBO)KI[eHI/Ie A0OroBOpPOB 110 o0ecreyeHnIo OpraHu3anuu IIepCoHAIOM,
BKJIFO4as1 MPEABAPUTCIIbHBIC ITPOUCAYPBI IPHU UX 3aKIIFOUCHUU

Heobxonumelie ymeHus

O0ecrieunBaTh AOKYMCHTAITUOHHOC COIIPOBOKACHUC BbIXOJa KaHAWAaTa Ha
pa60Ty H IICPCMCUICHUA IICPCOHAIIa

OdopMIISTh TOKYMEHTBI TI0 BOIIPOCAaM 00ECIICYCHHUS pecypcaMu IIepcoHaa,
HCO6XOHI/IMI)IMI/I AJIA IPEAOCTABJICHUA B IrOCYJapCTBCHHBIC OPraHbl,
NPECTaBUTEIIbHBIC OPTaHbl PAOOTHUKOB

OpFaHI/I3OBLIBaTI> XpaHCHHUEC JOKYMCHTOB B COOTBETCTBUU C Tpe60BaHI/I$IMI/I
3aKkoHozarenbcTBa Poceniickon denepanny U J0KaIbHBIMU HOPMaTUBHBIMU
AKTaMU OpraHu3aluu

PaboTath ¢ MHpOPMAIIMOHHBIMU CUCTEMAaMU, IU(DPOBBIMU yCIyraMu U
CepBUCAaMH 110 BOIIPOCcaM 00ECIeYeHHs IEPCOHAIOM, BEJCHH [TIOUCKA U y4eTa
KaHJIUJAaTOB Ha BaKaHTHbBIE JOJKHOCTH (IIpodeccuu, CrennaibHOCTH)

cDOpMPIpOBElTI; MMPEAJIOKCHUSA 110 aBTOMATU3alluu U I_II/I(I)I)OBI/BEILII/II/I IIponeccoB
u ,HOKYMCHTOO60pOTa 10 00EeCTIICUCHUTO IIEpCOHAJIOM

HpOPI?»BO,Z[I/ITL MpeaABApUTCIIbHBIC 3aKYIIOUYHBIC ITPOUCAYPHI U O(I)OpMJ'DITB
COITYTCTBYIOIIYIO NOKYMCHTAILUIO IO 3aKIIFOYCHUIO JOTOBOPOB

OpranuzoBbIBaTh U MPOBOJUTH KOHKYPCHI, O(pOPMIIATH U aHAJIM3UPOBATh
KOHKYPCHYIO JOKYMEHTAILUIO

Ob6ecnieunBath coOmoieHne TpeOoBaHM 3aKkoHOJaTeNnbCcTBA Poccuiickoi
denepannv ¥ KOPIIOPATUBHBIX MOJIMTHK B 00J1aCTH 00paOOTKHU MEPCOHATBLHBIX
JTAHHBIX ¥ KOH(}UIEHMaIbHON HHpOpMaK

Bectu ACJIOBYIO NICPCIIUCKY

Co0:r01aTh HOPMBI ATHKH JIEJIOBOTO OOTIICHUSI

HCO6XO,Z[I/IMLIC 3HaHUA

HOpﬂI[OK O(pOpMJ'IeHI/IH, BCACHUA U XPAHCHUSA NOKYMCHTAIUH, CBSI3aHHOM C
IMOMCKOM, ITPUBJICYCHUEM, HO}160p0M n OT60p0M KaHAuJaTOB Ha BAKaHTHBIC
JOJIXKHOCTH

HOpﬂI[OK (pOpMI/IpOBaHI/I}I, BCACHUA NAHHBIX O IMEPCOHAJIC OpraHu3aInu,
MOPAAOK NPCACTABIICHUSA OTYCTHOCTU

OCHOBBI ,Z[OI(YMCHTOO60pOTa U JOKYMCHTAUUOHHOT'O obecreueHust

TexHonoruu, METOIbl U METOJIMKHU MTPOBEJICHHS aHAJM3a U CUCTeMaTU3alluu
JIOKYMEHTOB U WH(MOpMaIuu

[Topsiok poBeeHust KOHKYPCOB U 0(pOpMIICHHS KOHKYPCHOM TOKYMEHTALUU

[Topsimox mpoBeAeHUsI 3aKyTIOYHBIX MPOLEayp U 0hOpMIICHUS
COIYTCTBYIOLIEN JOKYMEHTALUN

OpranuzanyroHHasi CTPYKTypa OpraHu3aliy U BaKaHTHBIE JJOJKHOCTH




(mpodeccun, criennaTbHOCTH)

Crneunanu3upoBaHHble HH()OPMALIMOHHBIE CUCTEMBI, IU(PPOBBIE YCIYyTU U
CEpBHCHI B 001acTU 00ecredeH sl IEPCOHATIOM, TPAHHUIIbI UX IPUMEHEHHUS

TapudHo-kBanu(puUKaMOHHbIE CIPABOYHUKN PA0OT U mpodeccuil pabodynx u
KBAJTM(PHKAIIMOHHBIE XapaKTEPUCTHKH JTOJHDKHOCTEH CITyKalluX,
npodeccroHaIbHBIE CTaHAAPTHI

OCHOBHBIE METPHKH M aHATUTHYECKUE CPE3bI B 00JIACTH 0OECTIeUeHHS
HIEPCOHAJIOM

HOpMaTI/IBHHe IIPABOBBIC AKTHI, OIPEACTIAOINE HOMBI TPYAOBOI'O ITpaBa

OCHOBBI apXUMBHOI'0 3aKOHO/IATENILCTBA U HOPMATUBHBIE IIPABOBBIC AKTHI
Poccutickoii ®eneparyu B 00aCTH BEACHUS JOKYMEHTAIUH 110 ITEPCOHAITY

OcCHOBBI HAJIOTOBOT'O 3aKOHO1aTeNNbecTBa Poccuiickoit denepanuu

3akoHozarenbcTBO Poccuiickoi denepannn 0 MepCOHATbHBIX JaHHBIX

JlokasibHbIE aKTBl OpPraHU3alMU, PETYINPYIOLIKE MOPSI0K [10100pa NepcoHana

[Topsimox 3aKIIt0YEHUS T0TOBOPOB (KOHTPAKTOB)

HpaBI/IJ'Ia BCACHUA HCHOBOﬁ MCPCIINCKU

HopMbI 3THKH 1eI0BOTO O0IIEeHUS

Oco0ble yciioBus A0IMyCKa K
pabote

Jpyrue xapakTepucTUKU

3.3. O60o01mennasi TpyaoBasi pyHKuus «/eATeJbHOCTD M0 OLIEHKE H aTTECTALMHU MEePCOHAIA»

HaumenoBanwue

[Ipoucxoxaenune 06001IEHHOM
TPYIOBOH (YHKIMH

ILCHTGHBHOCTL I10 OOCHKEC U aTTeCTallun Kox C YpOBeHL 6
nepcoHasia KBaTH(QHUKAIAN
Opuruman X 3auMCTBOBaHO U3
OpUTHHAIIA
Konx Peructpaumonssiit Homep
OpHUTHHAIIA po(heCCHOHATHHOTO
cTaHaapTa

Bo3moxHBIE HANMEHOBaHUS
JOJDKHOCTEH, podeccuii

Criennanuct 1o OUEHKE U aTTecTalluy IepcoHana
Crennanuct 1o nepcoHaity
MeHexep 110 nepcoHay

TpeboBanust kK 06pa30BaHUIO
U 00y4EHHUIO

Briciiee oOpa3oBanue — 6akanaBpuaT

17001

Bricuiee o6pazoBanue (HenpoduiibHOE) — OaKkagaBpuaT U JONOIHUTEIBHOE
npogeccuoHaibHOE 00pa3oBaHKe — MPOrpaMMbl IPOPeCcCHOHATBHOM
MEPEToATOTOBKY B 00JIaCTH yIIPaBICHHUS IIEPCOHATIOM WM B 00IaCTH
MIPOBE/ICHUS OIEHKHU M aTTECTAIlMX TIepCOHaa

TpeboBaHMs K OIBITY
NPaKTUYECKON pabOThI

OcoOble ycrioBus A0OIycKa K
pabote

Hpyrue xapakTepucTUKU

JlononHUTENbHBIE XapaKTEPUCTUKH




HaumenoBanue 6a30B0i rpymnibl, JOTKHOCTH
HanmeHnoBanue qokyMeHTa Kon
(mpodeccun) nmu CHeUaTbHOCTH
OK3 2423. Crnenuanuctsl B 00J1aCTH 11000pa M UCTIOIb30BAHMS
repcoHaa

ETKC unu EKC Menemxep 1o nepcoHary
OKIIATP 26583 Crenuanuct mno kKajapam
OKCO 2016 5.38.03.02 MeHemKMeHT

5.38.03.03 VYpasiieHue nepcoHaiom

3.3.1. TpynoBasi pyHKuus

HaumenoBanue

IepcoHajia

Opranuzanus U NpoBeACHUE OLICHKU

Kox | C/01.6 ¥pORei® 6
KBaJTU(UKAIMA

[Ipoucxoxaenne 0600mEeHAO
TPYIOBO# GYHKIMH

3anMCTBOBaHO U3

Opurunan X
OpHTHHAJA
Kox PeructpannonHsiii Homep
OpUrHHaIa npodeccroHanbHOrO
cTaHzapTa

TpynoBeie 1eHCTBUS

Pa3paboTka naHa OLEHKU IepCOHaa B COOTBETCTBUM C LEISIMU OpraHu3aluu

Onpez[eﬂeHI/Ie pPeCypcCoOB, BBI60p CpeaAcCTB U MCTOAOB IIPOBCACHHUA OLICHKHU
nepcoHaia B COOTBCTCTBHUU C LOCIIAMH OpraHU3allun

HpOBGI[CHI/Ie OIICHKHU IEpCOHATIa B COOTBCTCTBHH C IIJIaHAMHW OpPraHu3alnuu

ConpoBosk/ieHHE T0TOBOPOB C OPraHU3aALUIMU — UCTIOTHUTEISIMU
MEPOIIPHUATH 110 OLIEHKE NTEPCOHAJIA, BKJIFOYAsl IPEIBAPUTEIBHBIE IIPOLEAYPBI
IIPU UX 3aKJIIOYECHUU

KOHCYJILTHpOBaHI/IC IIEpCoOHAajJia 1Mo BOIIPOCaM OLICHKN

IToaroroBka peKOMeH,[[aI_II/Iﬁ PYKOBOACTBY U IIEPCOHATY 110 pE3yJIbTaTaM
HpOBeﬂeHHOﬁ OLICHKHU IICPCOHAJIa

[TonroroBka npenaoxxeHui no GopMHUPOBAHUIO OI0/KETa HAa OPTaHU3ALMIO U
IIPOBEJICHUE OLIEHKU NIEPCOHAIIA

Heo6xoanmele ymeHust

OHpeI[eJ'ISITL MapaMeTpbl U KPUTCPHUU OLICHKU IICPCOHAJIA

P83pa6aTLIBaTL cpeacTBa U METOABI ITIPOBCACHU A OLICHKU IICPCOHAJIA

Boiaensats (onpenessaTs) rpynibl HepcoHaia AJis MPOBEASHHUS OLIEHKH

OHpCI[eJ'IHTL MOTHBAIIMOHHBIC @aKTopH MMPOBCACHUA OLCHKU IIEPCOHAJIa

CocTaBisaTh U KOHTPOJHPOBATE CTATbH PACXOJ0B HAa OLICHKY IIE€pCOHAaIa JJIA
IJIaHUPOBAHUA 6IO,[[)KCTOB

O0ecrieunBaTh OpraHnu3aliOHHOC COIMPOBOXKIACHUC OLICHKH IIEpCOHAIa

ObecneunBaTh COXPAaHHOCTb KOH(PHICHIIMATBHON HH(DOPMAIIUH TTPH
IIPOBEJCHUH OLIEHKU IIEPCOHAIIA

Opraan30BbIBaTh XPAaHEHHUE IOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMHU
TPYAOBOTO, aPXUBHOI'0 3aKOHOAATENBLCTBA Pocculickont Penepaunu u
JIOKAJIbHBIMU HOPMATUBHBIMHU aKTaMU OPTraHU3aLNU

ColupaTh, aHAIM3UPOBATh M CTPYKTYPHUPOBATh HH(POPMAITHIO O
MPEUIOKEHHSX TI0 OLIEHKE TIepCOHalIa Ha PBIHKE TPpyIa

[Tpon3BOINTH MpeBaPUTENbHBIC 3aKYOYHBIE TPOLEAYPHI U OPOPMIIATH
COITYTCTBYIOIYIO JOKYMEHTAIUIO 110 3aKJIFOUYEHUIO JOTOBOPOB

Onpez[en;[TL YCJIOBUS JIA 3aKIIFOYCHUA JOTOBOPOB HA OKa3aHUEC YCJIYT 110




IMPOBCACHNIO OUCHKH II€PCOHAIA

CucremaTu3upoBartb, 000011aTh U aHATU3UPOBATH PE3YIbTATHI OLIEHKU
nepcoHasa

Onoseniare 0 pe3yabTaTax IPOBEIEHHON OLEHKU IIEPCOHAN U PYKOBOJICTBO

Paborate B uHGOPMAIIMOHHBIX CUCTEMAX, UCIOIb30BaTh IU(PPOBBIE YCIYTH U
CEPBHCHI 0 TPOBEJCHHUIO OLIEHKH IepCoHaa

CDO];)MPIpOBaTB IMPEATOKEHUA 110 aBTOMaTU3alluul U HI/I(I)];)OBI/ISEIHI/II/I IIponeccoB
OLICHKHU M aTTCCTAallMU II€PCOHAIa

ObecnieunBath coOM0IeHIE TPeOOBaHMI 3aKOHOJaTeNIbCTBA Poccuiickoi
®deneparivl 1 KOPIIOPATUBHBIX IMOJIUTHUK B 00JIACTH 00paOOTKH MEePCOHATBHBIX
JTAHHBIX U KOHQHICHIHATBLHON HHPOPMAIHH

Bectu nenoByro nepenucky

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOT'O OOIIICHHS

HeoOxoaumeble 3HaHUSA

TexXHOJIOTHH U METOJIBI OTIpEIeIICHHUs TPO(HECCUOHATLHBIX 3HAHUHN, YMEHUH H
KOMIIETEHIIUHA

Texnonornu u MCTOAbI OUCHKH JIMYHOCTHBIX KAY€CTB U XaPaKTCPHUCTHUK

CI/ICTCMBI, MCTOABI 1N Q)OpMBI MAaTCPHUAJIBbHOI'O U HEMATCPHUAJIbHOI'O
CTUMYJIMPOBAHUS TpYyda IICPCOHAIA

TexHonOrHHM U METOIBI (YOPMUPOBAHHSI U KOHTPOJISI OIOKETOB

TexHOJOTHH, METO/IbI U METOAMKH aHAJIN3a M CUCTEMAaTH3aIH JOKYMEHTOB H
uHpOopMaun

OCHOBEBI O6H.[€I7I u COHH&HBHOﬁ IICUXOJIOTHH, COOMOJOINH U IICUXOJIOTHH
Tpyaa

OCHOBEBI HpOI/ISBOJICTBeHHOI\/JI ACATCIIBHOCTU OpraHru3alnn

[Topsiiok mpoBeeHUs 3aKyOYHBIX MPOIEAYp U opopMIIeHUS
CONYTCTBYIOIIEN JTOKYMEHTAUN

OpraHu3airoHHas CTPYKTypa OpraHU3alMy 1 BaKaHTHBIE TOJDKHOCTH
(mpocdeccun, ciennanbHOCTH)

Tapudno-kBanupuKalvoHHbIE CIPABOYHUKH padoT U npodeccuil padbounx u
KBAJTM(PHKAIIMOHHbBIE XapaKTEPUCTUKH TOJHDKHOCTEHN CITyKallluX,
npodecCrOHATbHBIE CTAaHAAPTHI

Crneunanu3upoBaHHble HH()OPMALIMOHHBIE CUCTEMBI, IUPPOBBIE YCIYTH U
CEPBHCHI B 00JIACTH OLIEHKH MEPCOHAJIA, TPAHULIBI UX TPUMEHEHUS

OCHOBHBIE METPHUKHU Y aHATUTUYECKHE CPE3bI B 00JIACTH OLIEHKH TIEPCOHA

HOpMaTI/IBHBIe IMMPaBOBLIC AKTLI, OMIPECACTIAIOIINEC HOMBI TPYJOBOT'O IIpaBa

OCHOBBI aQpXUBHOTO 3aKOHO/IATEIIHCTBA U HOPMATUBHBIE TIPABOBBIC AKTHI
Poccutickoit deneparuu B 0071aCTH BEJEHUS JOKYMEHTAIIUHU 110 TIEPCOHATY

3akoHoaarenbcTBO Poccuiickoil denepaiiy 0 NepcoOHANbHBIX TaHHBIX

JlokanbpHBIC HOPMATUBHBIC aKThI OpraHu3aluu, peryJupyrommne nopsaaok
OIICHKHU IE€pCOHAIa

[Topsiok 3aKIIOUEHUS T0rOBOPOB (KOHTPAKTOB)

HpaBI/ma BEJCHUS JEIOBOM MEPCIIMCKU

HOpMLI OTHUKH JCJIIOBOT'O O6H.ICHI/I$I

OcoOsle ycrioBus A0IMycKa K
pabore

Jpyrue xapakTepUCTUKU

3.3.2. TpynoBasi pyHKI U




HanmenoBanue

Opranu3anys 1 MpoBEeACHUE aTTECTAIINHI

nepcoHaia

Kox | C/02.6 ¥poEerts 6
KBaTH (UK

[Ipoucxoxaenre 06001IEeHHOM

TPYIOBOH QYHKIMH

3auMCTBOBAHO U3

Opurunan X
OpUTrHHAJA
Kon Peructpanuonssiii Homep
OpHUTHHAIA po(heCCHOHATHHOTO
cTaHaapTa

TpynoBsie 1eicTBUS

Pa3pa60T1<a IIPOCKTOB JOKYMEHTOB, OIIPCACIIAIOMHNX ITOPAAO0K aTTECTalluA
Ie€pcoHajia, OUCHKAa COOTBETCTBYIOIUX 3aTpar

OpI‘aHI/IBaHI/IOHHOG U JOKYMCHTAITMOHHOC COIIPOBOXKACHUC ITPOLECCa
arrecraiuvu u pa60T1)1 aTTECTAllMOHHON KOMHCCHH

[ToaroToBka mpeIokeHui 1Mo GopMUpOBaHHIO OIOKETa HAa OPraHU3AIHIO U
IIPOBEJCHUE ATTECTALIMM IIEPCOHANA

IToaroroska Hpe,[[J'IO)KeHI/Iﬁ I10 pe3yJjibTaTaM aTTeCTallu O COOTBETCTBUU
pa6OTHI/IKa 3aHMMaeMoi JOJDKHOCTH WUJIHN BBITIOJIHSIEMOM pa60Te

Heobxonumelie ymeHus

OHpe,I[eJ'ISITB mapaMeTpbl U KPUTCPHUH aTTCCTAlUU IICPCOHAJIA

OHpeIleJIHTI) N IPpUMCHATL CPCACTBA U MCTObI aTTCCTAllUN

Brigensats T'pyHIibl IIEpCoOHANA AJIA ITPOBCACHU aTTCCTAllUU

OOecneunBath AOKYMCHTAIITMOHHOC COIIPOBOKACHUC aTTCCTALlMX IICPCOHAJIA

CocTaBnsTh U KOHTPOJHUPOBATL CTATbU paCXO0a0B Ha aTTSCTAllNIO IICpCOHAJIa
JJI TINTAaHUPOBAHU A 6IOZI)K€TOB

PaboTath ¢ MH(pOPMAIIMOHHBIMU CUCTEMAaMH, IU(DPOBBIMU yCIyraMy U
CEPBHCAMH 110 MPOBEACHUIO aTTECTALIMK IIEPCOHAa

®opmMupoBaTh NPEIOKEHHS 10 aBTOMATHU3AMU U UG POBU3ALIMHU ITpoLiecca
aTTecTalluy EpPCOHAJIA

OpFaHI/I3OBI)IBaTI> XpaHCHHUEC JOKYMCHTOB B COOTBETCTBUU C Tpe6OBaHI/ISIMI/I
TPYAOBOTO, apXUBHOT'0 3aKOHOAATENBCTBA Poccuiickoit denepanuu u
JIOKAJIbHBIMHU NOKYMCHTAMH OpPraHu3annuu

Ob6ecnieunBath coOmoieHNe TpeOoBaHMI 3aKOHOJaTeNnbCcTBA Poccuiickoi
denepanny ¥ KOPIIOPATUBHBIX MOJMTHK B 00J1aCTH 00paOOTKHU MEPCOHATBHBIX
JAHHBIX U KOH(UIeHMaIbHON HHpOpMau

CO6J’IIO,[[3.TB HOPMBbI 5TUKH JCJIOBOTO O6H_ICHI/IH

Heo0OxonnMele 3HaHUS

[Topsimok ¥ TEXHOIOTHS IPOBEICHUSI ATTECTAIMH TTEpCOHATA

TexHOIOTHH U METOJIBI OTIPEICNICHHUs U OLIEHKH MPO(eCCHOHANLHBIX 3HAHUH,
YMEHHUI U KOMIETEHIIUI

Cucrembl, METOIBI M (POPMBI MATEPUAIIBHOTO U HEMATEPUATBHOTO
CTHUMYJIMPOBAHUS TpyJa IepcoHaa

TexHonoruu u MeTo sl HOPMUPOBAHMS U KOHTPOJISI OIOJIKETOB

TexHonoruu, METOIbl U METOJIMKHU MTPOBEJICHUS aHAJM3a U CUCTeMaTU3alluu
JIOKYMEHTOB U WH(MOpMAaIuu

OCHOBBI HpOHBBOI[CTBCHHOﬁ ACATCIIbHOCTU OpraHru3allun

OCHOBBI 00IIEH ¥ COMATLHOM IICHXOJOTHH, COLIMOJIOTHH U IICUXOJIOTHU
Tpyna

OpraHu3anuoHHas CTPYKTypa OpTaHU3aIiK U BaKaHTHBIE TOJDKHOCTH
(mpodeccun, crienMaTbHOCTH)

Criernanu3upoBaHHbIe HH(OPMAIIMOHHBIE CUCTEMBbI, HU(POBBIEC YCIYTH U
CEpBHUCHI B 00JIACTH aTTECTAIMH MIEPCOHATIA, TPAHUIIBI UX TPHUMEHECHHS




TapudHo-kBanmnUKaIMOHHBIE CIPABOYHUKH padOT U mpodeccuit pabounx u
KBAJTM(PHKAIIMOHHBIE XapaKTEPUCTHKH JTOJHKHOCTEH CITyKallluX,
npodeccHoHAbHBIC CTaHIAPTHI

OCHOBHBIC MCTPUKHU U aHAITUTUYCCKUE CPE3bI B obnactu arrécraluy nnecpCcoHa

HOpMaTI/IBHBIG IMPaBOBLIC AKTLI, OMIPECACTIAIOIINEC HOMBI TPYJOBOT'O IIpaBa

OCHOBBI apXUBHOTO 3aKOHOJIATEJILCTBA U HOPMATHUBHBIE ITPABOBHIE AKThI
Poccuiickoii @enepanuu B 00JI1aCTH BEACHUS JOKYMEHTAIIUU 110 TIEPCOHATY

3akoHo atenbCcTBO Poccuiickoi denepaniuu 0 MepCcoHaIbHbIX JaHHBIX

JIoxanpHbIE HOPMATUBHBIE aKThl OPraHU3aLMH, PETYIUPYIOIIHE TOPSIA0K
aTTeCTalluU NIEPCOHAIIA

ITpaBuiia BeieHMs 1€710BOM NEPENUCKU

Hopwmbl 3THKH 1€710BOTO OOIICHUS

Oco0ble yCIIOBUS IOITyCKa K
pabore

Jpyrue xapakTepucTUKu

3.3.3. TpynoBasi pyHKuus

HanmenoBanue

AJIMAHHCTpUpPOBAHUE IIPOLIECCOB

IMPOBCACHUA OUCHKH N aTTCCTAluN
IIEPCOHAJIa U COOTBETCTBYIOLIETO KBaIM(UKALHH
JTOKyMEHTO000pOTa

Kon | C/03.6 Yposerh 6

[Ipoucxoxaerne 0600MCHHO
TPYIOBO# GYHKIMH

3anMCcTBOBaHO U3
Opurunain
OpHTrHHANA
Kox PeructpannonHsiii Homep
OpUrHHaNa npodeccroHanbHOrO
cTaHaapra

TpynoBeie 1elCTBUS

AHaIn3 IpoLeccoB JOKYMEHTOO0OPOTa, JIOKAJIbHBIX TOKYMEHTOB 10 OLIEHKE U
aTTeCTaI[lM IIepcoHasa

OpFaHI/IBaL{I/IOHHOG COIIPOBOKACHUC MePOHpI/IHTI/Iﬁ 10 OICHKCE IEpCOHAJIa U
€ro arreCraiunuu

I[OKYMCHTB.LII/IOHHOG COIIPOBOKACHUC ITPpOLECCa U PE3YJILTATOB OLICHKU U
aTTeCTaluu IepcoHaia

NudopmupoBanue nepcoHana o pe3yiabTaTax OIEHKH U aTTeCTalluN

IToaroroBka npe;mo;erI/Iﬁ 110 Pa3BUTHIO IICPCOHAJIA TTO PE3YyJIbTAaTaM OLCHKHU
n arrecTaiinuu

COHPOBO)K,Z[CHI/IC AOTOBOPOB HAa OKA3aHUC KOHCYJIbTAIUOHHBIX U
I/IH(I)OpMaI_II/IOHHLIX YCIYT IO OLCHKE U aTTCCTAIHUU IICPCOHATIA

Heobxonnumele ymeHus

Pa3pabartbiBaTh 1 0QOPMIISATE JOKYMEHTHI IO BOIIPOCAM MPOBEACHUS OLIEHKHU U
aTTeCTalluy NIEPCOHAIIA

HO}IFOTaBJ'H/IBaTI) W IPOBOAUTE MEPOIPUATHUA IO OLUCHKE U aTTECTAIUN
HiepcoHasa

OdopMIIATH TOKYMEHTBI TI0 BOTIPOCAM OIICHKH U aTTECTAIUU TIEPCOHAIA,
NpeaACTaBIACMBIC B T'OCYJAPCTBCHHBIC OPraHbl, TPCACTABUTCIIbHBIC OPraHbl
paboTHUKOB

AHanu3upoBaTh NPaBUIIa, IPOLIETYPHI U MOPSIKH TPOBEJEHUS OLIEHKH U
aTTeCTallly IEPCOHAIIA




Opraan30BbIBaTh XPaHEHHUE IOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMHU
TPYAOBOTO 3aKOHOaTeNbeTBa Poccuniickort denepaunu U JIOKaIbHBIMU
aKTaMH OpFaHI/I3aI_II/II/I

Paborate ¢ HHPOPMAIIMOHHBIMH CHUCTEMaMH, IU(PPOBBIMU yCITyraMu 1
CEpBHCAMH I10 BOIIPOCaM aIMHUHHUCTPUPOBAHUS JOKYMEHTOO00POTA NpHU
MIPOBEJICHUH OLIEHKHU U aTTECTALMK IepcoHaia

(DOpMI/IPOBaTB IMPEATOKEHUA 110 aBTOMaTU3alluu U I_[I/I(I)];)OBI/ISEIHI/II/I mponecca
AJIMUHHUCTPHUPOBAHU ,I[OKYMCHTOO60pOTa IIpU IMMPOBEACHNHN OLICHKH U
aTTeCTaluu IepcoHaia

ObecnieunBath coOM0IeHIE TPeOOBaHMI 3aKOHOJaTeNbCTBA Poccuiickoi
depepaliuy 1 KOPIOPATUBHBIX MOJIUTHK paboTOMATENsI B 00J1aCTH 00pabOTKU
NEePCOHATBHBIX TAHHBIX U KOH(DUACHIIMATbHONW HH()OPMALIUH

Bectu nenoByro nepenucky

Co0:1r01aTh HOPMBI ATHKH JICJIOBOT'O OOIIICHHS

HeoOxoaumeble 3HaHUSA

[Topsimok oopmieHust, BeEHHS U XPaHEHUS TOKyMEHTAIIUH, CBSI3aHHOM ¢
IIPOBEICHUEM OLICHKU U aTTECTALlMU IIEPCOHAa

[Topsimox popMupoBaHus, BEACHHS 0a3bl TaHHBIX O IEPCOHAIIC OPTaHU3AIUH,
MOPSAJOK MPEICTABICHUSA OTYETHOCTH

TapudHo-kBaTM(PHUKAITMOHHBIE CIIPABOYHUKH padOT U mpodeccuii pabounx u
KBTM(DUKAIIMOHHBIC XapaKTePUCTHKH JIOJDKHOCTEH CITyKAIlnX,
poeCCUOHAIIbHBIC CTAHIAPTHI

[Topsimox mpoBeAeHUsI 3aKYTIOYHBIX MPOLIEAYp U 0hOpMIICHUS
COITYTCTBYIOIIEH JOKYMEHTAIIUU

[Topsinok npoBeaeHUsI 3aKyTIOYHBIX POLELYP U 0QOpMIICHUS
COIYTCTBYIOIIEH TOKYMEHTALUH

OCHOBBI IOKYMEHTOO00POTa U TOKYMEHTAIIMOHHOTO 00eCredeHUs

OpraHu3airoHHas CTPYKTypa OpraHUu3aliy 1 BaKaHTHBIE TOJDKHOCTH
(mpoceccun, ciennanbHOCTH)

Crneunanu3upoBaHHble HH()OPMAIIMOHHBIE CUCTEMBI, IUPPOBBIE YCIYTH U
CEpPBUCHI a/IMUHUCTPUPOBAHUS JOKYMEHTOOOOPOTA MTPOLIECCOB OLEHKHU U
aTTecTalluy NIEPCOHAJIA, BEACHUS y4eTa KaHIUAATOB HA BAKaHTHBIE
JOJDKHOCTH (TTpoheccuH, CeluabHOCTH ), TPAaHULIbI UX TPUMEHEHHUS

HOpMaTI/IBHI)Ie IMPAaBOBBIC AKTHI, OMPEACTIAIONINE HOMBI TPYAJOBOT'O ITpaBa

OCHOBBI aQpXUBHOT'0 3aKOHO/IATENIHCTBA U HOPMATUBHBIE TIPABOBBIC AKTHI
Poccutickoit ®enepariu B 007aCTH BEACHUS JOKYMEHTAIUH 110 TIEPCOHATY

3akoHonaarenbcTBO Poccuiickoil denepaiiil 0 NepCcOHANbHBIX TAHHBIX

TexHonoruu, METOIbl U METOJIMKHU MTPOBEJICHHS aHAJM3a U CUCTeMaTU3alluu
JTIOKYMEHTOB U WH(MOpMAaIuu

JloxanpHbBIE HOPMATUBHBIE aKThl OPraHU3ALMH, PETYIUPYIOIIHE TOPSIA0K
OLICHKH M aTTECTALMK NIEPCOHAIIA

[Topsimok 3aKIIFOYEHUS TIOTOBOPOB (KOHTPAKTOB)

[IpaBuna BegeHUs qET0BOM MEPEMTUCKHI

Hopwmpl 3THKH 1€710BOTO OOIIICHUS

Oco0ble ycIIoBUS I0ITyCKa K
pabote

Hpyrue xapakTepucTUKU

3.4. O0o0menHas TpyaoBasi pyHknus «/leATeJJbHOCTD 10 PA3BUTHIO IEPCOHATIA)

HaumenoBarme | JleTEIBHOCTD MO Pa3BUTHIO IIEPCOHAIIA Kon

YpoBeHb
D b 6
KBaTU(QUKAIIN




[Ipoucxoxaenue 0600eHHOM
TPYI0BOI QYHKINH

X 3aMMCTBOBaHO U3

Opuruzan
OpUTHHasa

Kon
OpUTHHAJIA

Peructpanuonssiii Homep
pohecCHOHAIBLHOTO
CTaHAapTa

Bo3MoxxHBIE HAMMEHOBAHUS
JOJDKHOCTEH, podeccuii

Crienanuct 1o pa3BUTHIO U 00YUYEHHUIO TIepcoHaa
Criennaiuct o pa3BUTHIO Kapbephbl IEpcoHala
Crieunaiuct o nepcoHaty

Memnemxep 1o nepcoHany

TpeboBanus K 00pa30BaHHIO
U 00yUYEHUIO

Briciiee oOpa3zoBanue — OakanaBpuat
W

Bricmiee oOpa3zoBanue (HenmpopuabHOE) — OaKaJaBpuaT U JOMOJTHUTEIIBHOE
npodeccHoHATbHOE 00pa30BaHKe — MPOrPaMMbl IPOPECCHOHATBHOM
MEPEnoIrOTOBKH B 00JIACTH YIIPABJICHHUS TIEPCOHAIIOM HMJIM B 00J1aCTH
Pa3BHUTHS U TIOCTPOCHUS PO(ECCUOHATFHON Kaphephl IIEPCOHANA

TpeGoBaHMs K OTBITY
MPAKTHYECKON pabOoThI

OcoOsle yciioBus J0IycKa K
pabore

Jpyrue xapakTepUCTUKU

WM 00yUYEeHUs], UJIU Pa3BUTHSI ITIEpCOHAIA

PexomenyeTcst TOMONHUTENEHOE TIPOQecCHOHaNbHOE 00pa3oBaHue —
[IPOrpaMMbl MOBBIIIEHUS KBaIM(UKALUK B 00J1aCTH YIPaBIEHUS IEPCOHATIOM

JlononHuTENbHBIE XapaKTEPUCTUKH

HaumeHnoBanue 6a30B0ii rpymnbl, JOIKHOCTH
HaunmenoBanue nokymeHTa Kon
(mpodeccun) WK crienuanbHOCTH
OK3 2424. CrneunanucTsl B 00J1aCTH MOATOTOBKU M PAa3BUTHS
nepcoHasna

ETKC nmn EKC MeHexep 1o nepcoHary
OKIIATP 24063 MeHexep 110 nepcoHary
OKCO 2016 5.38.03.02 MenemKMERT

5.38.03.03 VYpasieHue nepcoHalom

3.4.1. Tpynosas pyHKuus

HanmeHnoBanue

Opranu3anus u NpoBeAcHUE
MEPOIPUATHHI IO PA3BUTHIO U
MTOCTPOSHUIO MPOdHeCcCHOHATHEHOM
Kapbephl EpCOHAIA

Kon D/01.6

[Ipoucxoxaenune 0600EHHOM
TPYI0BOI QYHKINH

KBaJTU(pUKAIHH

YpoBeHb

X 3anMCTBOBaHO U3

Opurunan
OpHTrHHaNa

Kon
OpHUTHHAJIA

Perucrpannonusiit Homep
podeCcCHOHAIBEHOTO
CTaHgapra




TpynoBsie neicTBUS

[ToaroroBka MpOeKTOB JOKYMEHTOB, OIPEACIISIOMINX TOPSAOK Pa3BUTHUS
NepcoHaIa U OCTPOEHUs TPO(hEeCCHOHATLHON Kaphephl C OLEHKOI 3aTpaT

Pa3paboTka riaHoB npodecCHOHaNbHOM Kapbephl EpcoHalIa

dopmHupoBaHUE KAJAPOBOTO pe3epBa

Opranu3zanys MEpOIPHUITHIA IO PA3BUTHIO U TOCTPOCHUIO MPpodeccnoHanbHO
Kapbepbl IIepcoHana

[ToaroToBka nmpeIokeHui 1Mo GopMupoBaHHIO OIOKETa HAa OPraHU3aAIMIO U
MPOBEICHUE MEPONPUSATHI 110 PA3BUTHIO U IOCTPOCHUIO MTPOPECCHOHATILHON
Kapbepbl IIEpCOHANIA

Ananus 3¢ HEeKTUBHOCTH MEPOIPUATHI 10 Pa3BUTHIO MTEPCOHATIA, TOATOTOBKA
IIPEAIOKEHUH 110 PA3BUTHUIO

Heobxonumelie ymeHus

AHaIM3upoBaTh ypOBEHb OOIIET0 Pa3BUTHUS U MPOPECCHOHATBHON
KBaJIM(DUKAIIMK TTepCoHaa

OnpenensiTb KpaTKOCPOUHBIE U I0JITOCPOUYHBIE TOTPEOHOCTU PA3BUTHS
NepcoHaNa U IOCTPOCHUS €ro MpodeCcCHOHATBLHON Kaphephl

OnpenensaTe KpuTepuu GOPMUPOBAHUS KAIPOBOTO pe3epBa OPTaHU3AINH

CocTaBlIiaTh HHAWBUAYAJIbHBIC IIJIAHbI KAPBCPHOT'O PAa3BUTHUS TICPCOHAIIA

IIpuMEHATH TEXHOJIOITMHU U METO/IbI Pa3BUTHUS IIEPCOHANIA U IOCTPOEHUS
npodeccuoHaIbHON Kapbepsl

CoCTaBIISITh MPEIIOKEHUS U KOHTPOJIMPOBATH CTATHH PACXO/0B Ha
MPOrPaMMBbI H MEPOIIPHUATHS 110 PA3BUTHIO TIEPCOHANIA U TIOCTPOCHHUIO
po(ecCHOHAITLHOM Kapbephl IS IUTAHUPOBAHMSI OI0/[KETOB

Onpenensats 3¢ (HEeKTUBHOCTh MEPONIPUATHH 11O PA3BUTHUIO IIEPCOHAIIA U
MIOCTPOEHHUIO NMPOPECCHOHAIBHOIN Kapbephl

PaboTath ¢ MHpOPMAIIMOHHBIMU CUCTEMAaMH, IU(DPOBBIMU yCITyraMu U
CepBUCAMH 110 YIPABJICHUIO IEPCOHATIOM B 00JIaCTH €0 pa3BUTHS U
MOCTPOCHUS TPOPECCUOHATIBHON Kapbepbl

cDOpMPIpOBElTI: MPEAJIOKCHUSA 110 aBTOMATU3alluu U I_[I/I(prBI/ISaI_II/II/I IIponeccoB
Pa3BUTHA U IOCTPOCHUSA HpO(beCCHOHaHLHOﬁ Kapbephbl ICPCOHAJIA

OOGecneunBaTh coOII0ICHIE TPeOOBAaHUHM 3aKOHOIATENHCTBA Poccuiickoi
denepannv ¥ KOPIIOPATUBHBIX MOJMTHK B 00J1aCTH 00paOOTKH MEPCOHATBHBIX
JAHHBIX U KOH(UaeHMaIbHON HHpOpMau

Co0r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIIEHUSI

HCO6XO,Z[I/IMLIC 3HaHUA

Cucrema, crioco0bl, METO/IbI, THCTPYMEHTHI TOCTPOEHUSI MPO(HeCCHOHATEHON
Kapbephl

MeTtopl onpeiesIeHUsI U OIIEHKH JTMYHOCTHBIX U MTPO(ECCHOHATIBHBIX
KOMIIETEHITHI

CucreMsbl, MeTOIbI U (HOPMBI MAaTEPUAIBHOIO U HEMATEPHAIBLHOTO
CTUMYJIMPOBAHHUS TPy A IIEpCOHAIIA

TexHoaoruu 1 METOIbI (pOpMI/IpOBaHI/ISI W KOHTPOJIA GIOH)KCTOB

TexXHOJOTHH, METO/IBI U METOIMKH aHAJIN3a ¥ CUCTEMAaTH3aINH JOKYMEHTOB H
uHpopManun

OcHoBHI Tpo(hecCHOHATLHON OpHUEHTAIIUN

OCHOBBI JOKYMEHTO000POTa U TOKYMEHTAIIMOHHOTO 00eCIIeYeHUS

OCHOBBI IPOU3BOICTBEHHOM JIEATEILHOCTH OpraHU3aINH

OCHOBBI 00IIEH U COLMAIBHOMN IICUXOJIOTHN, COLUOJIOTHH M IICHXOJIOTHU
Tpyza

OpranuzanyoHHasi CTPYKTypa OpraHM3aliy U BaKaHTHBIE JOJDKHOCTH




(mpodeccun, criennaTbHOCTH)

TapudHo-kBanmnUKaIMOHHBIE CIIPABOYHUKH padOT U mpodeccuit pabodnx u
KB (PUKAIIMOHHBIC XapaKTEPUCTHKH TOJHDKHOCTEH CITy)KalluX,
poeCCUOHATLHBIE CTaHAaPThI

HOpMaTI/IBHBIG IMPaBOBLIC AKTLI, OIMIPEACIAIOINEC HOMBI TPYAOBOT'O ITpaBa

3akoHo arenbcTBO Poccuiickoi denepanun 0 NepCcoOHaIbHbIX JaHHBIX

JlokasibHbIE HOPMATHUBHBIE AKTHl OPraHU3AINH, PETYIUPYIOIINE TOPSATOK
pa3BUTHUA U TIOCTPOEHUS PO ECCHOHATIBLHON Kaphephl MepcoHana

ITopsiiok 3aKIIFOUEHUS 10TOBOPOB (KOHTPAKTOB)

Crneunanu3upoBaHHble HH(OOPMALIMOHHBIE CUCTEMBI, LIM(PPOBBIE YCIYTU U
CEpPBUCHI IO YNIPABIICHUIO IIEPCOHAIOM B 00JIACTH €T0 PA3BUTUA U IIOCTPOCHUS
poecCHOHANTLHOM Kapbephl, TPAHUIIBI X TPUMECHECHUS

OCHOBHBIC MCTPUKHU U aHAITUTUYCCKUE CPE3BI B obnactu Pa3BUTHA U
IMOCTPOCHUA KAPbCPhI IICPCOHAJIA

HopMbI 3THKH 1eI0BOTO OOIIEeHUS

OcoOsle yciioBus J0IycKa K
pabore

Jpyrue xapakTepucTUKu

3.4.2. TpynoBasi pyHKuuA

[Ipoucxoxaerne 0600MCHHO
TPYIOBO# GYHKIMH

Yposenn
Haumenosanne | Opranusanusi o0yueHus mepcoHana Kozx D/02.6 P 6
KBaJIU(UKALUIH
3aMMCTBOBAHO W3
Opurunan X
OpHUTHHATA
Kox PeructpannonHsiii Homep
OpHUTHHAIA po(eCCHOHATEHOTO
cTaHmapTa

TpynoBsle 1eiCTBUS

Pa3pa60TI<a IMPOCKTOB JIOKAJIBHBIX aKTOB I10 O6y‘leHI/IIO " pa3BUTHIO
IepcoHajla ¢ OLICHKOM 3aTrpar

Pa3paboTka yueOHBIX TUIAHOB, METOANYECKUX MaTEPUAIIOB U MIPOrPaMM
o0yuyeHHs IepcoHaa

Opranu3zanys MEpoNpUsITHI 110 00YUYEHHIO IIepcoHana

[ToaroroBka mpenaoxeHui mo GopMUPOBAHUIO OIO/KETA HA OPTaHU3AIIUIO
00y4eHus IepcoHasna

Ananu3s 3¢ HEeKTUBHOCTH MEPONPUATHH 10 00yUEHHIO ITepcoHalia

Heob6xomumbie ymenwust

Omnpenenstb NOTpeOHOCTH B 00yUYE€HUH TPYIII [IEPCOHANA B COOTBETCTBUU C
LEJSIMH OpraHu3alun

AHaJIM3UPOBATh PHIHOK 00pa30BaTEIbHBIX YCIYT U TOTOBUTH MPEATIOKEHUS 1O
MTOCTaBUIUKAM YCIYyT

OpFaHI/I3OBBIBaTB o6yqa10ume MCPOIIPUATHA

CocTaBisITh U KOHTPOJIMPOBATh CTaThU PACX0JI0B Ha 00ydeHHE NIepcoHaa s
TJIAaHUPOBAHUS OFOKETOB

Pa3pa0aTbIBaTh U KOMIUIEKTOBATH Y4eOHO-METOAMYECKUE MAaTEPHAIIBI

[Tpon3BoAUTH OLIEHKY YPPEKTUBHOCTH O0yUEHHS ITEPCOHATIA

[TpousBoauTh NpeaBapUTEIbHbIE 3aKYIIOUHbIE TPOLIEAYPHI U 0hOpMIICHHE
COITYTCTBYIOIIEH JOKYMEHTAIUH 110 3aKJII0UYEHUIO T0TOBOPOB




PaGoTaTh ¢ nHGOPMAIIMOHHBIMU CHCTEMaMU, ITU(PPOBBIMHU YCITyTaMH U
cepBrcamMH B 001acTi 00y4YeHHUs IepCoHaa

dopmupoBaTh NPEUIOKEHHUE 10 ABTOMATU3allMU ¥ HU(PPOBU3ALIMY TIpoliecca
0o0y4eHus nepcoHana

Pa3pabateiBaTh 1 0QOPMIIATH JOKYMEHTBI IO MPOIIECCaM OPTaHU3AINH
00y4eHus MepcoHaia u uxX pe3ysibraTamMm

ObecnieunBath coOmroIeHrE TpeOOBaHM 3aKOHOJaTeNIbCTBA Poccuiickoi
®deneparivl 1 KOPIIOPATUBHBIX MOJMTUK B 00JIACTH 00paOOTKH MEPCOHATBHBIX
JAHHBIX ¥ KOH(QUACHINATEHOW HHPOPMALIUU

Bectu nenoByro nepenucky

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHHS

Heo0xoaumsble 3HaHUS

MeTo/161, UHCTPYMEHTHI HCCIIE0BAHUS TOTPEOHOCTH B O0YUYSHHUH ITepCOHaIa

Mertopmonorus o0yueHus

TexHOJOTHH, METO/IbI U METOIMKH aHAJIN3a M CUCTEMAaTH3aI[MHi JOKYMEHTOB H
uHpOopMaun

[Topsimok pa3pabOTKH MJIAHOB MTOATOTOBKH, IIEPETIOATOTOBKH U TIOBBIIICHHS
KBaJTM(HUKAIMY TIEPCOHANA, YIEOHBIX IUIAHOB M MTPOTPaMM

CI/ICTCMBI, MCTOABI 1N Q)OpMBI MAaTCPHUAJIBbHOI'O U HEMATCPHUAJIbHOI'O
CTUMYJIMPOBAHUWS TpYyda IICPCOHAIA

TexHomoruu U METOIbI (bOpMI/IpOBaHI/ISI W KOHTPOJIA 6IO,ZL)KCTOB

HOp?I,IIOK BCACHUA YUCTa U OTYCTHOCTHU I10 IIOATOTOBKEC M ITOBBLIIICHUTO
KBaJH(HKAIIMY TIEpPCOHANA

OCHOBEBI ,Z[OKYMCHTOO60pOTa U JOKYMCHTAUMOHHOTI'O obecrneyeHus

OcHOBEI 0011IEH M COLMAIILHON ITCUXOI0THH, COLIMOJIOTHN U TICHXOJO0T N
Tpyaa

Tapudno-kBanupuKaloHHbIE CIPABOYHUKHU padoT U npodeccuil pabounx u
KBaJIM(DUKAIIMOHHBIE XapaKTEPUCTUKH JTOJKHOCTEN CITyKallluX,
poQeCCUOHANIbHBIC CTAHIAPTHI

OCHOBHBIE TIOJIOKEHUS TPAXKAAHCKOTO 3aKOHO1aTenbcTBa Poccuiickoit
®Oenepannu B chepe 3aiIuThl UHTEIICKTyaIbHOU COOCTBEHHOCTH

[Topsiok poBeieHus 3aKyTTOYHBIX MPOLEAYpP U 0hOPMIIEHUS
COITYTCTBYIOIIEH JOKYMEHTAlUU

OpranuzanyoHHasi CTpYKTypa OpraHu3aluu

HOpMaTI/IBHI)Ie IMPaBOBBIC AKTHI, OMPEACTIAIONINE HOMEBI TPYAJOBOT'O ITpaBa

OCHOBBI APXUBHOI'0 3aKOHOAATCIILCTBA 1 HOPMATHBHBIC ITIPABOBBIC AKThI
Poccuiickoii d)ez[epaum/l B o0JacTu BCACHUA NOKYMCHTAIIUU 1O MEPCOHAITY

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNbcTBa Poccuiickoit deneparuu

OcHOBBI 3aKOHOIaTeNLCTBA 00 0OpazoBanuK Poccuiickoit denepanuu

3akoHoxaarenbcTBO Poccuiickoil denepauu o nepcoHalIbHBIX JAHHBIX

JlokanipHbIE HOPMATHUBHBIE AKThl OpPraHU3aIMH, PEryIHUpyoIIe o0ydyeHne
nepcoHalla

[Topsimok 3aKITIFOUEHUS TOTOBOPOB (KOHTPAKTOB)

Crienmmanu3upoBaHHbIe HH(OPMAIIMOHHBIE CUCTEMBI, HU(POBBIE YCIYTH U
CEpBHUCHI B 00JIACTH 00yUEHUS MepCcoHalla, IPaHUIIbl X TIPUMEHEHUS

OCHOBHbBIE METPUKH U aHAIUTUYECKUE CPe3bl B 001acT 00ydeHus: mepcoHasa

IIpaBuna BegeHus N€N0BOU MIEPENUCKU

Hopwmpl 3TuKH 1€710BOTO OOIIICHUS

Oco0Oble yclioBHsI TOMyCKa K
pabore




‘I[pyme XapaKTePUCTUKHU

3.4.3. Tpynosasi pyHKuus

HanmenoBanue

[Ipoucxoxnenre 06001IEHHOM
TPYAOBOH (HyHKIIHU

OpraHH3auH$1 agarraliuu 1u CTa)KI/IpOBKI/I ypOBeHL
Kox D/03.6 6
nepcoHasna KBaJTU(UKAIHA
3anMCTBOBaHO U3
Opurunan X
OpHUTHHAJIA
Kon PeructpannonHsiit Homep
OpHUTHHANA po¢heCCHOHATHHOTO
CTaHgapTa

TpynoBble neicTBUs

Pa3pa60TI<a IUIAHOB aaaliTainuy, CTAXKHPOBKU II€pCOHATIA C OHGHKOﬁ 3aTpar

Opranu3zanys MEpONpUATHI 110 aJanTallliK, CTAXXKUPOBKE IEPCOHAIIA

HOIIFOTOBKa Hpel[JIO)KeHI/Iﬁ 10 COBCPIICHCTBOBAHNIO CUCTCMBI aalTalnuu,
CTAXUPOBKU IICPCOHAIA

[ToaroroBka mpeaaoxeHuit mo GopMUPOBAHUIO OI0/KETa HA OPTaHU3ALIUIO
aJlanTalyy U CTAKUPOBKH IEpCOHAIa

AHanu3 3¢ (EeKTUBHOCTH MEPOIIPUSATHI 110 aIaNTAllUU U CTAXKUPOBKE
nepcoHasa

HeobOxonumele ymeHus

Ornpenensth rpyNIbl IEPCOHANA ISl CTAXKUPOBKH U aJIallTalluN

Omnpenensats pabodre MecTa ISl IPOBEACHHS CTAKUPOBKU M a1alTalluH
nepcoHaja

CoracoBbIBaTh MEPONPUATHS 11O aJallTallUh U CTAXKUPOBKE C
BO3MOJXHOCTAMU ITPOU3BOACTBA

IIpon3BOaUTE aHAIN3 U OLICHKY PE3YyJIbTaTOB aJalTalii U CTAXKUPOBOK
nepcoHalIa

CocTaBiATh NPeJI0KEHU U KOHTPOJIUPOBATh CTAThU PACXOA0B HA
MpOrpaMMbl K MEPOTIPHUSATHS 110 aIaNTAIIMK U CTAXKUPOBKE MEPCOHAIIA JTst
TJIAHUPOBAHUS OFOKETOB

[Tpon3BoUTH OLIEHKY Y3PPEKTUBHOCTH MEPONPUATHIA IO aJanTalMu U
CTa)KMPOBKE NIEPCOHAJIA

BHeIpsTh cHCTEMBI BOBIEUYEHHUS IEPCOHANA B KOPIIOPATUBHYIO KYJIbTYPY

Paboratek ¢ HHPOPMAIIMOHHBIMU CUCTEMaMHU, HU(POBBIMU YCIyraMH U
CEpBHCAMH 10 YIIPABJIEHUIO ITEPCOHATIOM B 00JaCTH afaNnTallluy U CTAKUPOBKHU
nepcoHana

DopMupoBaTh MPEIOKEHHE 110 ABTOMATU3AIMK U IUPPOBU3ALIUN TTPOIIECCOB
aJlanTaly U CTaXKUPOBKY MEepCcoHasa

Ob6ecneunBaTh cobOII0ACHNE TpeOOBaHMI 3aKOHOJaTeIbcTBA Poccuiickoit
®denepaiul 1 KOPIOPATUBHBIX MOJIUTUK B 001aCTH 00pabOTKH MEPCOHATBHBIX
JTAHHBIX ¥ KOH(UACHIMAIbHOW HHpOpMalun

Bectu ACJIOBYIO IICPCIIUCKY

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHUSI

Heo0xoaumMeble 3HaHUS

Mertobl aganTalury U CTaXXKUPOBOK MEPCOHAIIA

TexHonoruu, METO bl U METOJUKH IPOBEJCHUS aHATN3a U CHCTEMaTU3alun
JIOKYMEHTOB ¥ HHQOpMAIII

[Topsinox pa3paboTKH MJIAHOB aAaNTally IEpcoHalla Ha HOBBIX pabounx
MecTaxX, MOJArOTOBKH, MEPENOArOTOBKU U MOBBIIICHUS KB (DUKAIMK




NIEPCOHAA U OPTaHU3AIMH CTAKUPOBOK

[Topsiiok cocTaBiIeHHs] CMET 3aTpaT Ha aJanTaluio ¥ CTAKUPOBKY IepCoHalIa

HOpSI,IIOK BCACHUA YUCTAa U OTYCTHOCTHU I10 aJallTallui U CTA)KUPOBKE
niepcoHasa

CucreMsbl, METOJIbI U (HOPMBI MATEPUAIBHOTO U HEMATEPHAILHOTO
CTUMYJIUPOBAHUS TPyJAa MepcoHaia

TexHonoruu u MeTobl HOPMHUPOBAHUS U KOHTPOJIS OIOJKETOB

OCHOBBI 00IIIEH U COLMAIBHOMN IICUXOJIOTUH, COLUOJIOTHH M IICHXOJIOTHU
Tpyaa

OpraHu3airoHHas CTPYKTypa OpraHu3alii ¥ BaKaHTHBIC TOJHDKHOCTH
(mpodeccun, CeaTbHOCTH)

TapudHo-kBanmnpUKaAIMOHHBIE CIIPABOYHUKH pad0T U mpodeccuit pabounx u
KB (UKAIIMOHHBIC XapaKTEPUCTHKH TOJDKHOCTEH CITy)KalluX,
poeCCUOHATILHBIE CTAHIaPThI

Criermanu3upoBaHHble HHOOPMAIIHOHHBIE CUCTEMBI, IU(POBBIE YCIYTH U
CEPBUCHI 110 YIIPABJICHHUIO IIEPCOHAIIOM B IIPOLIECCE aJaNTalliy U CTAXKUPOBKH,
I'PaHULIBI UX IPUMEHEHUS

OCHOBHBIC METPHKH M aHATUTHYECKUE CPE3BI B 00JIACTH MPOIIECCOB
aJlanTalyy U CTAKUPOBKU IT€pCOHAA

HOpMaTI/IBHBIe IMPaBOBBIC AKTHI, OMPEACIIAIOINE HOMBI TPYAOBOT'O ITpaBa

OCHOBBI HAJIOTOBOT'O 3aKOHOAATENIbCTBA Poccuiickont denepanun

3akoHozgarenscTBO Poccuiickoit denepariny o nepcoHaIbHBIX JaHHBIX

JlokanbHbIC HOPMATUBHBIC aKThI OpraHu3aluu, peryJIupyromue agantauquo U
CTAXXUPOBKY IIEpCOHATIA

OCHOBBI ,Z[OKYMCHTOO60pOTa U JOKYMCHTAUUOHHOT'O obecreueHust

[Topsiok 3aKII0OYEHUS T0TOBOPOB (KOHTPAKTOB)

HpaBI/ma BEICHUS JEJIOBOU MEPCIINCKU

Hopwmpbl 3TuKH 1€710BOTO OOIICHUS

Oco0ble yclIoBUS JI0ITyCKa K
pabore

Jlpyrue xapakTepucTHKU

3.4.4. TpynoBas GpyHKuusA

AIMUHUCTPHUPOBAHUE MTPOLIECCOB
Pa3BUTHA U IOCTPOEHUS

Hanmenosanue | TpO(eCCHOHANBHON Kaphephl, 00yUCHH, Kox D/04.6 Yposenb 6

a/lanTaluy,
COOTBETCTBYIOIIETO JOKYMEHTO000pOTa

KBaJTU(UKAIHH
CTAXUPOBKU IIEPpCOHAIA U

[IpoucxoxaeHre 0000eHHOM
TPYIOBOI GYHKINH

X 3anMCTBOBaHO U3

Opuruzan
OpUrHHAJIA
Kon PeructpannonHusiii Homep
OpUrHHaja poheCCHOHATIBHOTO
craHaapTa

TpynoBsie 1eiCTBUS

JIoKyMEHTaIlMOHHOE 00eCTIeUeHUE Pe3yIbTaTOB MEPONPUITUIN IO PA3BUTHIO U
MTOCTPOEHHUIO MPO(EeCCHOHATBLHON Kaphephl, 00YUCHHIO, AT |
CTOKUPOBKE TIEpCOHAA




[ToaroToBKa MHIMBHUAYAIBHBIX IPEIIOKEHUI HA OCHOBE PE3YJIHTATOB
MIPOBEJICHUS MEPOTIPUATHI TIO PA3BUTHUIO U TIOCTPOEHUIO MPO(hecCHOHATBEHOM
Kapbepbl, 00YUCHHIO, aIaliTAIl[iN U CTAXXHPOBKE MIEpCOHAIIA

[ToaroToBka mpeu10KeHU 10 COBEPIIEHCTBOBAHUIO CCTEM 00y4eHus,
aJlanTaluy ¥ CTaXXKUPOBKH, Pa3BUTHUS U TOCTPOEHHS TPO(HECCHOHATBHON
Kapbepbl IEPCOHANA

ConpoBosk/ieHHE J0rOBOPOB Ha OKa3aHUE KOHCYJIbTAllMOHHBIX,
MH(OPMALIMOHHBIX YCIIYT, HEOOXOUMBIX JIJISl IPOBEACHUS 00yUYeHHUS,
aJlanTalyy U CTAKUPOBOK, PA3BUTHS U MOCTPOCHUSI MPOPEeCCUOHATBHON
Kapbepbl MepCOHala, BKII0YAas IPEIBAPUTEIBHBIE MPOLIETYPhI 110 UX
3aKJIF0YEHUIO

Heobxoaumbie ymeHus

OdopMisaTs JOKYMEHTHI IO BOIIPOCAM MPOBEACHUS 00yUeHHUs], aJanTalud U
CTaXXKUPOBKH, PAa3BUTHSI U TOCTPOCHUS MPOPECCUOHAIBHOI Kapbephl
nepcoHala, IpeoCTaBIsieMbIe B TOCY1apCTBEHHBIC OPTaHbl,
MIPEJICTAaBUTENbHBIE OPraHbl pAOOTHUKOB

ObecnieunBaTh JOKYMEHTAIIHOHHOE COMPOBOXKICHUE O0yUYEHUS, aJanTally U
CTaXXKUPOBOK, PA3BUTHA U MOCTPOEHUS POheCCHOHATHLHON Kaphephl
nepcoHasa

AHanu3upoBaTh NpaBUiIa, MPOLETYPhl U MOPSIKUA IPOBEACHUS 00yUeHUS,
aJlanTalMy ¥ CTaXXKUPOBKH, PA3BUTHUS U IOCTPOEHUS MPO(HEeCCHOHANIBHOM
Kapbepbl IIEpPCOHATIA

OpFaHI/I3OBI)IBaTI> XpaHCHHUEC JOKYMCHTOB B COOTBETCTBUU C Tpe6OBaHI/I$IMI/I
3akoHoarenscTBa Poccuiickoit denepanuu v JIOKAJIbHBIMU aKTaMU
OpraHu3aluu

Paborate ¢ HHPOPMAIIMOHHBIMU CUCTEMaMHU, HU(POBBIMU YCIyraMH U
CepBUCAaMH 110 BOIIPOCAM aJIMUHUCTPUPOBAHUS JOKYMEHTOO0O0POTA IPOLECCOB
0o0y4eHus, a1anTaluu U CTAXUPOBKU, PA3BUTHUS U MIOCTPOCHUS
npodeccuoHanbHOM Kapbephl IEpCcOHAlIa, BEACHUS yueTa KaHIUAaTOB Ha
BaKaHTHbIE JTOJDKHOCTHU (Tpodeccu, CelnanbHOCTH)

®opmHupoBaTh NPEUI0KEHHUE 10 ABTOMATU3alluU U IU(PpoBU3allMU B 001acTh
aJMUHHCTPUPOBAHUS JOKYMEHTO0O0POTa IPOLECCOB 00YUEHHUS, aaNTalluu U
CTa>XKMPOBKH, Pa3BUTHSI U TOCTPOCHHUS MPO(EeCCHOHATIBHON Kapbephl, BEACHUS
ydera KaHJUIaTOB Ha BaKaHTHbIE JOJLKHOCTH (ITpodeccuu, CriennaibHOCTH)

OOGecneunBaTh coOIIOICHIE TPeOOBAaHUHM 3aKOHOJATENHCTBA Poccuiickoi
denepanuu U KOPIMOPATUBHBIX MOJUTUK B 00J1aCTH 00paObOTKH MEPCOHATBHBIX
JTAHHBIX ¥ KOH(}UIEHMaIbHON HHpOpMaK

Bectu ACJIOBYIO IICPCIIUCKY

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIICHHUS

HeoOxoaumele 3HAHUSA

[Topsnox oopmiieHus1, BeACHUS U XpaHEHUS IOKYMEHTAllUU, CBA3aHHOM C
cUCTeMOl 00yuYeHus, alaliTallui U CTaXUPOBKU, Pa3BUTHS U MOCTPOCHUS
npodeccuoHaNbHOM Kapbephl IEpcoHalIa

HOpﬂI[OK (I)OpMI/IpOBaHI/I}I, BCACHUA 0a3bl AAaHHBIX O IMEPCOHAJIC OPraHn3alnu,
MOPAIOK NPEACTABIICHUA OTYECTHOCTHU

HOpMaTI/IBHBIe IMPAaBOBBLIC AKTHI, PCTYJIMPYIOMIUC ITpaBa U 00513aHHOCTH
TOCYHAapCTBCHHBIX OPraHOB U OpraHu3alru 1o NpeaoCTaBJICHUTIO yquHOﬁ
JOKYMCHTalUU

[Topsnox oopmiieHus: JOKYMEHTOB, ITPEJICTABISIEMBIX B TOCYIapCTBEHHBIE
OpraHbl U HHBIE OPTaHU3AINH

OCHOBBI IOKYMEHTOO00POTa U IOKYMEHTAIIMOHHOTO 00eCTIeYeHUS

[Topsiiok poBeieHNs 3aKYTTOYHBIX MPOLEAYP U ODOPMIICHUS




COMYTCTBYIOIICH TOKYMEHTAIINH

OpraHu3anroHHass CTPYKTypa OpraHn3allii 1 BaKaHTHBIE TOJHKHOCTH
(mpodeccun, crieMaTIbLHOCTH)

TapudHo-kBanu(puUKaMOHHbIE CIPABOYHUKN PA0OT U mpodeccuil pabodynx u
KBAJTM(PHKAIIMOHHBIE XapaKTEPUCTHKH JTOJHDKHOCTEH CITyKalluX,
npodeccroHaIbHBIE CTaHAAPTHI

Criernanu3upoBaHHbIe HH(OPMAIIMOHHBIE CUCTEMBI, HU(POBBIC YCIYTH U
CEepBHUCHI B 00JIACTH a]MUHUACTPUPOBAHMS TOKYMEHTOO0OPOTA TI0 BOIIPOCaM
06yquI/151, aanTanvu U CTaXKUPOBKH, Pa3BUTUA U ITIOCTPOCHHUA
po(hecCHOHANTLHOM Kapbephl, BEACHUS y4eTa KaHIUIaTOB Ha BAKAHTHBIC
JOJDKHOCTH (TTPOQeCcCHH, CTICIIHATbHOCTH ), TPAHHUIIBI UX TPUMEHCHHUS

HOpMaTI/IBHBIG IMPaBOBLIC AKTHI, OMPECACTIAIONINEC HOMBI TPYJOBOT'O IIpaBa

OCHOBBI apXHUBHOT'O 3aKOHO/IaTEJICTBA U HOPMATUBHBIE TIPABOBBIC AKThHI
Poccuiickoii @eneparuu B 00J1aCTH BEACHUS JOKYMEHTAIUH 110 TIEPCOHATTY

OcHOBBI HAJIOTOBOT'0 3aKOHO1aTesbecTBA Poccuiickoit denepanuu

3akoHozgarenscTBO Poccuiickoit denepaiinm o nepcoHalIbHBIX JaHHBIX

TCXHOHOFI/II/I, MCTOJbI U MCTOAUKHU IMPOBCACHUA aHAJIN3a U CUCTEMATHU3 Al
JOKYMCHTOB U I/IH(bopMaI_II/II/I

JlokasibHbIE HOPMATHUBHBIE AKThl OPraHU3ALUH, PETYIUPYIOIINE TOPSATOK
pa3BUTHUSA U TIOCTPOEHUS POHECCUOHATBLHON Kaphephl, 00yUYeHHs, aJanTallu
U CTAXXUPOBKHU NIEPCOHATIA

[Topsiiok 3aKIIF0OYEHUS 10TOBOPOB (KOHTPAKTOB)

HpaBHna BCACHUA HCHOBOﬁ MCPCIINCKU

Hopwmpbl 3TuKH 1€710BOTO OOIICHUS

OcoOsle yciioBus J0IycKa K
pabore

Jlpyrue xapakTepucTHKU

3.5. O0o01menHas TpyaoBasi pyHknus «/lessTeJJbHOCTH 110 OPraHU3aly TPYAA M OILIATHI MIEPCOHAJIA»

CATCIBbHOCTD 110 OpraHU3aIlluUu T an VYpoBeHb
HanmenoBanue ’Z[ p 1 PYA Konx E P 6
OIUIaTHI TIEPCOHAA KB HKALIH
[Ipoucxoxaenne 0600MCHAO 3auMCTBOBAaHO U3
N Opwurunan X
TPYAOBOH (HyHKIIHA OpHUTHHAJIA
Kon PerucrpannonHusiii Homep
OpUrHHaJa po¢heCCHOHATBHOTO
craHaapTa

Bo3MmoxHBIE HAUMEHOBaHUS
JOJDKHOCTEH, mpodeccuii

Crenuanuct no HOpMUPOBAHUIO U OIUIaTe TpyAa
Crenuanuct 1o opraHu3alvy U orviaTe Tpyaa
CHGHI/IaJ'[I/ICT 10 KOMIICHCAIIUAM U JIbI'OTaM
Crnenramct no nepcoHaly

Menemxkep 1o nepcoHany

TpebGoBanus Kk 06pa30BaHUIO
1 00y4YCHHIO

Bricmiee oOpazoBanne — OakamaBpuaT

WA

Bricmiee oOpazoBanue (HenpohuabHOE) — OaKaJaBpuaT U JOMOJTHUTEIIBHOE
npodeccuoHaIbHOE 00pa30BaHUE — MPOTPaMMBI TTPO(ecCHOHATEHON
MEPEnorOTOBKH B 00JIACTH YIIPABJICHUS TIEPCOHAIIOM HJIH B 0071aCTH




OpraHu3alli U HOPMUPOBAHUS TPYJa, CTUMYJIMPOBAHUS U OILIATHI TPyAa

TpeGoBaHUsI K OTIBITY
NPaKTUYECKON pabOThI

Oco0ble ycIIoBUS IOIYCKa K
pabote

Hpyrue xapakTepuCcTUKU

PexoMenyercst JOMOIHUTENBHOE MPOdecCHOHATbHOE 00pa30BaHKE —
MPOrpaMMbl MOBBIIICHUS KBaTH(PHUKALUU B 00JIACTH yIIPaBIICHUS IEPCOHATIOM
WM OpraHu3aluy TPyAa U OILIaThl IEPCOHAIA

JlononHUTENBbHBIE XapaKTEPUCTUKU

HaumenoBanue 6a30B0ii rpymnmbl, JOIKHOCTH
HaumenoBanue nokymeHTa Kon
(mpodeccun) WM crienUaTbHOCTH
OK3 2423. Crenmanuctel B 001acTH moa0opa U UCTIOIb30BAHUS
IepcoHaa
ETKC nnu EKC HNuxenep 1o HOpMUPOBAHUIO TPY A
DKOHOMHUCT 110 TPyy
Menemxep 1no nepcoHay
OKIIATP 26583 Cnenuanuct 1o Kaapam
27755 DKOHOMHUCT 110 TPyy
OKCO 2016 5.38.03.01 DKOHOMHMKA
5.38.03.02 Meunemxment
5.38.03.03 VYpasiieHue nepcoHaiom

3.5.1. TpynoBasi pyHKuus

[Ipoucxoxaenne 0600MCHHO
TPYIOBO# GYHKIMH

Yposenb
Hanvenosanne | OpraHusanus Tpy/aa IepcoHala Koz E/01.6 R N— 6
Opuruman X 3aUMCTBOBaHO M3
OpHTHHANA
Konx Peructpaunonssiit Homep
OpUrHHaNa npodeccroHanbsHOrO
cTaHzIapTa

TpynoBsie neicTBUS

Pa3zpaboTka cucTeMpl opraHu3aly 1 HOPMUPOBAHKS TPyda MepcoHata

BHenpenue cucteMbl opranu3ali 1 HOpPMUPOBAHUs TPyJa IepcoHana ¢
ompesieieHueM TPYA0EMKOCTH, HOPMAaTUBHOM YUCIEHHOCTH, TpaduKoB paboT
Y YCJIOBHUU OILIATHI TPY/la epcoHana

BrlisiBieHNE pe3epBOB MOBBIIIEHNS TPOU3BOIUTENBHOCTH TPY/1a U Ka4eCTBa
HOPMHPOBAHHUSA TPy

[ToaroroBka npeayiokKeHnii M0 U3MEHEHUSIM YCIIOBHUI M OIUIATHI TPyAa
IIepCoHAJIa

[ToaroToBka npeioxeHuit Mo GOPMUPOBAHUIO OFOKETA HA OPTaHU3AINIO
Tpy/Zla IepcoHaa

Omnpenenenne 3¢ (HEKTHBHOCTH pabOTHI CUCTEMbI OpTraHU3aIUHU
HOPMHUPOBAHUS TPyJa Ha pabounx MecTax

Heo6xonumelie ymeHust

BHenpsaTs METOABI palMOHAIBHOW OpraHu3aluy Tpyaa

AHaJIM3UPOBATh COCTOSTHUE HOPMHUPOBAHUS TPY/ia, KAYECTBO HOPM,




rokKaszareJieil o Tpyay

Ananmu3upoBath 3PPEKTUBHOCTh pabOTHl CUCTEMBI OPTAaHU3AIIUN TPY/1a
NepCOHAIa U HOPMUPOBAHUS TPyJa Ha pab0YnX MECTax

CocTaBisaTh U KOHTPOIMPOBATH CTaThU PACXOJI0B Ha OILIATY TPyZa EpPCOHAIa
JUIS TUTAaHUPOBAHUS OIOKETOB

Paborate ¢ HHPOPMAIIMOHHBIMU CUCTEMAaMHU, HU(POBBIMU YCIyraMH U
CEpBHCAMHM B 00JIACTH OpPraHU3allMU U OILJIaThl TPYyAa NEpCOHAIA

dopmMHUpoBaTh NPEUIOKESHUS 110 aBTOMATU3ALUU U ITU(PPOBU3ALNU ITPOLIECCOB
OpraHu3ali U HOPMUPOBAHUS TPYa

PazpabaTsiBaTh 1 OPOPMIIATH JOKYMEHTHI 10 HOPMHUPOBAHHIO U OIJIaTe TPy/a
IepcoHaa

ObecnieunBath coOmroIeHrE TpeOOBaHMI 3aKOHOJaTeNbCTBA Poccuiickoi
denepannu 1 KOPIOPATHBHBIX MOJUTUK B 00JacTH 00pabOTKH MEPCOHAIBHBIX
JAHHBIX ¥ KOH(QUACHIMATEHOW HHPOPMALTUU

Bectu ACJIOBYIO IIEPCIUCKY

Co0:1r01aTh HOPMBI ATHKH JIJIOBOT'O OOIIICHHS

HeoOxoanmeble 3HaHUSA

Metop! yuera 1 aHajan3a oka3aTesel 1o TpyJly U oIiaTe Tpyaa

MeTtobl OIIPCACIICHUA, OLICHKHN U CPAaBHCHUS HpOI/ISBO,I[CTBeHHOﬁ
HWHTCHCHUBHOCTHU U HAIIPSZKCHHOCTU TPy Jda

MeTo1p1 HOpMUPOBAHHUS TPYIa

Metonpl OonpeaAcICHrA YUCIICHHOCTH ICPCOHAIa

MC)KOTpaCJICBBIe " OTPACJICBBIC HOPMATUBLI TPYAOBBIX 3aTPAT

CoBpeMeHHbIE (POPMBI, CUCTEMBI OTIATHI M yYeTa MPOU3BOAUTEIILHOCTH TPYaa
nepcoHalIa

CucreMsbl, MeTOJIbI U (HOPMBI MAaTEpUAIBHOIO U HEMATEPHAILHOTO
CTUMYJIMPOBAHHUs TPy A IIEpCOHAIIA

TexHomoruu 1 METOIbI (bOpMPIpOBaHI/ISI " KOHTPOJIA 6IOI[)I(CTOB

TexHonoruu, METOIbI U METOJIMKY MTPOBEJICHHS aHAJIM3a U CUCTEMaTU3alluu
JTIOKYMEHTOB U UH(MOpMAaIuu

OCHOBBI IOKYMEHTOO00POTa U TOKYMEHTAIIMOHHOTO O0eCredeHus

[Topsinok Tapudukanuu padot 1 pabounx, yCTaHOBIEHUS JOKHOCTHBIX
OKJIaJIOB, JIOIJIAT, Ha/10aBOK U K03(h(HUIIMEHTOB K 3apabOTHOMH Ij1aTe, pacuera
CTUMYJIUPYIOLIUX BBIILIAT

TapudHo-kBanM(pUKaMOHHbIE CIPABOYHUKU PabOT U Ipodeccuil pabouux u
KBAJTM(HUKAIIMOHHbBIE XapaKTEPUCTHKH JTOJDKHOCTEH CITy’KallluX,
npodecCuOHATbHBIE CTaHAAPThI

OCHOBEBI TEXHOJIOTHH IMPONU3BOACTBA U ACATCIIbHOCTU OpTraHHU3allun

OpranuzanoHHas CTPYKTypa OpraHu3alii U BaKaHTHBIE JOHKHOCTH
(mpodeccun, criennaTbHOCTH)

ITonuTnka u CTPATCruAa OpraHru3alv 1Mo nNepcoHary

DKOHOMHKA Tpy/ia

OCHOBBI O6IJ.I€I>1 u COHH&HLHOﬁ IICUXOJIOTHUH, COIMOJOINH U IICUXOJIOTHH
Tpyna

HOpMaTI/IBHBIe IMMPaBOBLIC AKTLI, OMIPEACTIAIOIINEC HOMBI TPYJOBOT'O IIpaBa

OCHOBI)I apXI/IBHOFO 3aKOHOAATCIIbCTBA U HOpMaTI/IBHBIe HpaBOBLIe AKThI
Poccutickoit ®eneparyu B 007aCTH BEACHUS JOKYMEHTAIUH 110 TIEPCOHATY

OCHOBBI HAJIOTOBOT'O 3aKOHO1aTeNnbecTBa Poccuiickoit denepanuun

3akoHogarenscTBO Poccuiickoit denepaiiny o NepcoHaIbHBIX JaHHBIX

JlokasibHbIE HOPMATHUBHBIE AKTHI OPraHU3AIMH, PETYIUPYIOIINE TOPSTOK




OpraHu3alil U HOPMUPOBAHUS TPYJa MepcoHaa

Crneunanu3upoBaHHble HH()OPMALIMOHHBIE CUCTEMBI, IU(PPOBBIE YCIYyTU U
CEPBHCHI B 00JIACTH OpraHU3aAIMH U OIUIATHI TPY/a MEePCOHaa, IPaHULbl UX
PUMEHEHUS

OCHOBHBIC METPUKH U AHATUTUYCCKUE CPE3BI B 00JIACTH MPOIIECCOB
OpraHu3ali U HOPMUPOBAHUS TPYa

ITpaBuiia BeieHMs 1€710BOM NEPENUCKU

Hopwmpl 3TUKH 1€710BOTO OOIIICHUS

Oco0ble yCcIIoBUS IOITyCKa K
pabote

Jpyrue xapakTepuCTUKU

3.5.2. TpynoBasi pyHKuus

v
Haumernoamume | OpraHu3anyst oIuIaThl Tpy/a IepcoHana Kox E/02.6 POBCHE 6

KBaJH(UKAIUU

[Ipoucxoxaenne 0600IeHAO
TPYIOBO# GYHKIMH

3anMCTBOBaHO U3

Opurunan X
OpHTHHAJA
Kox PeructpannonHsiii Homep
OpUrHHaIa npodeccroHanIbHOTO
cTaHzgapTa

TpynoBsie 1eicTBUS

Pa3paboTka cuctembl OmIaThl Tpya epcoHaia

®dopmupoBanue OropkeTa (poHAa OIIaThl TPYAA, CTUMYJIUPYIOIINX U
KOMIICHCAI[MOHHBIX BBITIAT

BHenpeHnue cuctemsl omiaThl Tpya epcoHaia

HO}IFOTOBK& HpCI[J'IO)KCHI/Iﬁ M0 COBCPIICHCTBOBAHHUIO CUCTEMBI OIIJIAThI TPpyda
HiepcoHasa

Heo6xoanmele ymeHust

[TpuMeHSTh TEXHOJIOTUU MaTePUAILHOW MOTHUBAITUH B YIIPABICHUU
MIEPCOHAIIOM

AHaMM3UpPOBaTh COBPEMEHHBIE CUCTEMBI OIJIaThl U MaTEPUATHHOM
(MOHETapHOIT) MOTHBAIIUH TPY/Ia AJIS [eJel OpraHu3aIiu

AHaM3UPOBaTh YPOBEHB OIUIATHI TPYAa MEPCOHANA MO0 COOTBETCTBYIOIIUM
MpoeCCHOHATBHBIM KBATH(UKAITUSIM

[TpoBOIUTH MOHUTOPHUHT 3apa0OTHOMN IIATHI HA PHIHKE TPy

CocTaBisaTh U KOHTPOJIMPOBATH CTATbH PACXOJ0B HaA OIJIATY TpyHda IICpCOHAIA
JJId TNTAaHUPOBAHU S 6IO,Z[)KCTa

AHanu3upoBath (OPMbI MATEPHAIBHOTO CTUMYJIMPOBAHMSI, KOMIIEHCAIUI U
JBrOT B OIJIATE TPyAa MepCcoHAIA

PaboTatb ¢ MH(pOPMAITMOHHBIMU CUCTEMAaMH, IU(DPOBBIMU yCIyraMy U
CepBUCAMH 110 OIUIATE TPYy/Aa IepcoHaa

®opMHpOBaTh MPEATIOKEHUE IO aBTOMATH3AIMK U HU(POBU3ALIUH ITPOLIECCOB
OIJIaTHI TpyJa

CocTaBisITh IPOTHO3BI PA3BUTHUS OILJIATHI TPYAA NEPCOHAIA

ObecnieunBath coOM0IeHIE TPeOOBaHUI 3aKOHOJaTeNbCcTBA Poccuiickoi
®denepanny ¥ KOPIIOPATHBHBIX MOJIMTHK B 00J1aCTH 00paOOTKH MIEPCOHATBHBIX
JIAaHHBIX U KOH(PUACHIMAIbHONU HH(DOpMAIun

Bectu nenoByro nepenucky




Co0:r01aTh HOPMBI ATHKHU JIEJIOBOTO OOIICHHS

HeoOxonnMmele 3HAaHUA

@DopMBI U CUCTEMBI 3apaO0THOMN IIATHI, OPSIOK COCTaBICHUSI OI0/KETOB

Cucrembl, METOBI M (POPMBI MATEPUAIIBHOTO U HEMATEPUATBHOTO
CTUMYJIMPOBAHHUs TPy A IEpCOHAIIA

Texnonoruu u MeTo bl HOPMUPOBAHMS U KOHTPOJISI OFOKETOB U (OHJIOB

[Mopsimok Tapudukanuu padboT u pabounx, yCTAaHOBICHUS JOKHOCTHBIX
OKJIAJIOB, JIOTUIAT, HaT0aBOK M KO3 (PHUIIMEHTOR K 3apa0OTHOM I1aTe, pacyeTa
CTUMYJIUPYIOLIUX BBITLIAT

Metonpl OnpeaAcCICHUA YUCIICHHOCTU ICPCOHAJIA

TapudHo-kBamMPUKAIMOHHBIE CIIPABOYHUKH padoT U npodeccuii pabouux u
KBTH(DUKAIIMOHHBIC XapaKTEPUCTHKH JIOJDKHOCTEH CITyKAIUX,
npodeccHoHabHBIC CTAaHAAPTHI

MeTo/p! yueTa 1 aHajan3a noka3aTesel o Tpyay 1 3apaboTHOM 1uiate

TexHomornu, METoAbl U METOMKHU IIPOBEICHUS AHAJIN3a U CUCTEMATU3ALUN
JOKYMEHTOB ¥ UH(OpMAIHH

[TonuTuka U cTpaTerus opraHu3aluy 10 NepCcoHaIy

OpranuzanuoHHas CTPYKTypa OpraHu3aliy U BaKaHTHBIE JOHKHOCTH
(mpodeccun, CrienMaTIbLHOCTH)

HOpMaTI/IBHBIe IMPAaBOBBIC AKTHbI, OMIPECACTIAIOIINE HOMBI TPYJOBOT'O IIpaBa

OcCHOBBI HAJIOTOBOT'O 3aKOHO1aTeNNbecTBA Poccuiickoit denepanuu

3akoHomarenbcTBO Poccuiickoii deneparii 0 MepcoHANbHBIX TAHHBIX

JlokasibHbIE HOPMATUBHBIE AKTHI OPraHU3aLMH, PETYIUPYIOLIME OIUIaTy TPpyJa

OCHOBBI 5KOHOMHKH Tpyda

OCHOBBI TEXHOJIOTUU IMPONU3BOACTBA U ACATCIIbHOCTU OpTraHHU3allnn

OCHOBBI IOKYMEHTO000POTa U TOKYMEHTAIIMOHHOTO O0eCredeHUs

[Topsimox 3aKITOYEHUS TOTOBOPOB (KOHTPAKTOB)

OcHOBEI 0011IEH U COLMAILHON ITCUXOI0THH, COLIMOJIOTHN U TICHXO0JIO0T A
Tpyna

Crienmanu3upoBaHHbIe HH(OPMAIIMOHHBIE CUCTEMBI, IU(POBBIE YCIYTH U
CEpBHCHI B 00JIACTH OpraHU3aI[MH U OIUIAaThl TpyJa MepcoHasa, IPaHuLbl UX
IPUMEHEHUS

OCHOBHBIE METPHKH M aHATUTHUECKUE CPe3bl B 00JIACTH MTPOLIECCOB
o0ecrieyeHus oIyIaThl TpyJa epcoHana

HOpMLI OTHUKH JCJIIOBOT'O O6H_ICHI/I$I

OcoOsle ycrioBus AOIycKa K
pabore

Jpyrue xapakTepucTHKH

3.5.3. TpynoBas pyHkuus

AJIMAHHUCTPUPOBAHUE TIPOLIECCOB
opraHu3anuu a, OIlJIaThI II€PCOHAaJIa VpoBeHb

HaumenoBanue p W TPy A, p Kox E/03.6 P 6
1 COOTBETCTBYIOIIIETO KB HKALIH
JOKYMEHTO00O0poTa

[Ipoucxoxaenre 0600EHHOM 3anMCcTBOBaHO U3

N Opurunan X
TPYAOBOM GYHKIHH OpHUTHHAJA
Kon Perucrpannonusiit Homep

OpUrHHaIa podeCcCHOHAIBEHOTO




cTaHaapra

TpynoBeie 1eHCTBUS

JIoKyMeHTallMOHHOE ¥ OPTaHU3AIMOHHOE COMTPOBOK/IECHNUE CUCTEMBI
OpraHM3aliy TPyJia U OIUIAThI TPYJIa IEpCcoHala

[ToaroToBKa MpeUI0KEHUI 110 COBEPIICHCTBOBAHUIO CHCTEMBI OPTaHU3AINH U
OILIaThI TPYJa epcoHaIa

[ToaroroBka u 00paboTKa 3alIpOCOB U YBEAOMIICHUI 0 paOOTHUKAX B
roCy/1apCTBEHHbIE OPTaHbl, IPEACTaBUTEIbHbIE OPraHbl PAOOTHUKOB 10
CHUCTEMaM OIUIaThl U OpraHU3alUu TPyia IepcoHaa

OpFaHI/I3aL[I/IOHHOC U JOKYMEHTAIITMOHHOC COIIPOBOXKACHHUEC JOTOBOPOB Ha
OKa3aHHUEC KOHCYJIbTAllUOHHBIX, HH(bOpMaHI/IOHHBIX YCIyr 110 CUCTEMaM
OIIIAaThl U OpraHU3allMi Tpyda II€pCOHAIa, BKIOYasa IIpeABapUTCIbHBIC
MpoucaAypsl IO UX 3aKIFOYCHHUIO

HeobOxonumele ymeHus

OdopMIIATE TOKYMEHTHI TI0 BOTIPOCAM OIUIATHl M OpPraHU3aluu TPy1a
IIEPCOHAJIA, IIPEJCTABIIAEMBIE B TOCYJaPCTBEHHBIE OpraHbl, IPEICTaBUTEIILHBIE
oprassl pabOTHUKOB

AHaM3UpOBaTh HOPMATUBHBIE U METOJIMYECKHE IOKYMEHTHI TI0 BOIIPOCaM
OIIaThl U OPraHU3ALMU TPyJa IIepcoHasa

OpFaHI/I3OBI>IBaTI> XpaHCHUEC JOKYMCHTOB B COOTBETCTBUU C Tpe6OBaHI/I$IMI/I
3akoHoarenscTBa Poccuiickoit denepanuy v JIOKAJIbHBIMU aKTaMU
OpraHu3aluu

Bectu YUET U perucTpalo JOKyMCHTOB B I/IH(i)OpMaLII/IOHHBIX CHUCTEMAxX U Ha
MaTCPHAJIbHbIX HOCUTCIIAX

PaboTath ¢ MH(pOPMAIIMOHHBIMU CUCTEMAaMH, IU(DPOBBIMU yCIyraMu U
CepBUCaMH 110 aIMUHUCTPUPOBAHUIO IOKYMEHTO00OpOTa B 00JIaCTH
OpraHu3alliy U OIJIaThl TPyAa NepcoHaa

dopmupoBaTh NPEIOKEHHUE IO aBTOMATH3aUHU U LHU(POBU3ALUH Mpoliecca
aJMUHHCTPUPOBAHUS JOKYMEHTO0O0pOTa B 00J1aCTH OIJIAThl U OpraHU3alUH
Tpyna

[Tpon3BoauTh NpeaBapUTEIbHbIE 3aKYIIOUHBIE TPOLIEYPHl U OPOPMIISTH
COITYTCTBYIOIYIO JOKYMEHTAIUIO 110 3AKIIOYEHUIO JOTOBOPOB

ObecnieunBath coOmoaeHre TpeOboBaHMi 3aKkoHOJaTeNnbCcTBA Poccuiickoi
denepaniuy U KOPIMOPATUBHBIX MOJIUTUK B 00J1aCTH 00paOOTKHM MEPCOHATBHBIX
JAHHBIX U KOH(UIeHMaIbHON HHpOpMaK

Bectu ACJIOBYIO IICPCIUCKY

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOTIICHUSI

HCO6XO,Z[I/IMLIC 3HaHUA

[Topsimox oopmiieHus1, BeIeHUs U XpaHEHHS TOKyMEHTAIUU TI0 CUCTEMaM
OIIaThl M OPTaHMU3ALMK TPyJa IepcoHasa

HOpMaTI/IBHBIe IMPAaBOBBLIC AKTHI, PCTYJIIMPYIOMIUC ITpaBa U 00513aHHOCTH
TOCYHAapCTBCHHBIX OPraHOB U OpraHu3alru 1o NpeaoCTaBJICHUTIO yquHOﬁ
JOKYMCHTallUU

TeXHOJ'IOFI/II/I, METOJAbI U MCTOAWKU MMPOBCACHUA aHAJIN3a U CUCTEMATU3 AU
JOKYMCHTOB U I/IH(bOpMaI_II/II/I

Tapudno-kBanupukaloHHbIE CIPABOYHUKHU padoT U npodeccuil padbounx u
KBaJIM(DUKAIIMOHHBIE XapaKTEPUCTUKH JIOJKHOCTEN CITyKallluX,
po¢eCCHOHATIbHBIE CTaHAAPTHI

Crneunanu3upoBaHHble HH()OPMALIMOHHBIE CUCTEMBI, IU(PPOBBIE YCIYTU U
CEPBUCHI MO AAMUHUCTPUPOBAHUIO JOKYMEHTOO0OPOTa MPOLIECCOB OILIATHI U
OpraHu3aly TpyJia IepcoHana, rpaHUIbl UX TPUMEHEHUs




JlokasibHbIE HOPMATHUBHBIE AKTHI OPraHU3AIMH, PETYIUPYIOIINE TOPSATOK
OIUIAThI, OPraHU3aLUKU U HOPMUPOBAHUS TPyJa

OCHOBEHI Z[OKYMCHTOO60pOTa U JOKYMCHTAIMOHHOI'O obecnieyeHus

[Topsimox hopMupoBaHus, BeACHHs 0a3bl TaHHBIX U MPECTABICHUS
OTYETHOCTH I10 CUCTEMAaM OIUIaThl U OpraHU3aluy TpyAa NepcoHana

HOpMaTI/IBHBIe IIPAaBOBBIC aKThbI, OIIPEACTIAIOINE HOMBI TPYJOBOI'O IIpaBa

OCHOBBI apXHUBHOT'0 3aKOHO/IaTEJIbCTBA U HOPMATUBHBIE TIPABOBBIC AKThHI
Poccutickoii deneparuu B 00aCTH BEACHUS JOKYMEHTAIIUH 110 ITEPCOHATY

OcCHOBBI HAJIOTOBOT'O 3aKOHO1aTeNnbecTBa Poccuiickoit denepanuu

3akoHo atenbcTBO Poccuiickoi denepanun 0 NepCoOHaIbHbIX JaHHBIX

[Topsimox 3aKII0YEHUS T0TOBOPOB (KOHTPAKTOB)

[Topsimox mpoBeACHUS 3aKyTIOYHBIX MPOLIETYP U 0HOPMIICHUS
COIYTCTBYIOLIEN JOKYMEHTALUN

HopMmpl 3THKH 1€7T0BOTO OOIIICHUS

[TpaBuiia BeieHUs 1€710BOM NEPENUCKU

OcoOsle yciioBuUs J0IycCKa K
pabore

Jpyrue xapakTepucTUKU

3.6. O0o01menHas TpyaoBasi pynkuus «/lesreqbHOCTH 10 GOPMHPOBAHMIO KOPIIOPATHUBHOI

CO].[I/IaJIbHOﬁ MNOJIUTUHKN»

HanmenoBanue

[Ipoucxoxaenre 06001IEHHOI
TPYAOBOH GYHKIHH

JlesiTensHOCTh 110 (POPMUPOBAHUIO Ko F VposeHb 6
KOpPIIOPATUBHOM COLMATIbHOM IMOJIUTUKH 8 KBaTH(HKALITH
Opuruma X 3aMMCTBOBAHO U3
OpuIrrnHaja
Koz PeructpannonHsiii Homep
OpUrAHaJIa po(heCCHOHATHHOTO
cTaHJapTa

Bo3MmoxHBIE HANMEHOBaHUS
JOJDKHOCTEH, podeccuii

Cnenuanuct 1o couralbHbIM TporpaMmmamM

Crnenunanuct mo paboTe ¢ MpeICcTaBUTEIHbHBIMU OpraHaMu PaOOTHUKOB
Crenuanuct 1o KOprnopaTUBHON COIMAIBHON MTOJTUTHKE

Criennanuct 1o nepcoHaty

Menemxep 1Mo nepcoHany

TpeboBanus kK 00pa30BaHUIO
1 00yUYEHUIO0

Bricniee oOpa3zoBanue — 6akanaBpuat

HIIN

Briciiee oOpa3oBanue (HenpoduiabHoe) — OakagaBpHaTr U AOMOIHUTEIbHOE
npodeccuoHaIbHOE 00pa30BaHUE — MPOTPAMMBI TPO(EeCCHOHATEHON
MEPEnoIrOTOBKH B 00JIACTH YIPaBJICHUS TIEPCOHAIIOM HJIH B 0071aCTH
COLMAJIbHOW MOJIMTUKH

TpeGoBaHMs K OBITY
MPAKTHYECKON pabOoThI

Oco0ble ycIIoBUS IOITyCKa K
pabore

Jpyrue xapakTepUCTUKU

PexoMeHyeTcst JOMOIHUTENBHOE MPOPECCHOHATHHOE 00pa30BaHME —
MIPOrpaMMbl MOBBIIICHUS KBTI (PHUKALIMU B 00JIACTH yTIPaBJICHUS IEPCOHATIOM
NN COLII/IaJ'IBHOI\/'I IIOJIUTUKHN




JlononHuTEIbHbIE XapaKTEPUCTUKH

HanmenoBanue 0a30B0ii rpyIIbl, TOKHOCTH
HaumenoBanue nokymeHTa Kon
(mpodeccun) WM crienuaIbHOCTH
OK3 2423. Crenmanuctel B 001acTé moadopa U UCTIOIb30BAHUS
nepcoHasna
ETKC unmu EKC Crenuanuct mno kKajapam
MeHemKep 1o nepcoHary
OKIIATP 26583 Crenuanuct mno kKajapam
OKCO 2016 5.38.03.02 MeHeKMEeHT
5.38.03.03 VYpasiieHue nepcoHaiom

3.6.1. TpynoBasi pyHkumst

HaumenoBanue

[Ipoucxoxaenne 0600MeHAO
TPYIOBOH (YHKIMH

Pa3zpaboTka KopriopaTHBHOM COLMATBLHOMN VpoBeHb
Kon F/01.6 6
MOJINTUKU KBaJTHU(UKAIIAN
3anMCTBOBaHO W3
Opurunan X
OpHUTHHAJIA
Kon Peructpanmonssiii Homep
OpUrHHaNIa npodeccroHanIbHOTO
cTaHaapTa

TpynoBeie 1encTBUS

Pa3paboTka KOpHopaTUBHBIX COLUAIBHBIX TPOrPaMM

Pa3pa60TI<a CHUCTCMBI BBIILJIAT pa6OTHI/IKaM COIIMAJIbHBIX JIBI'OT

OpraHI/BaI_II/Ii{ B3aUMOJEUCTBUS C MNpEeACTaBUTCIIbHBIMH OpraHaMu
pa6OTHI/IKOB, 06H_ICCTBCHHBIMI/I opraHuzanusiMu, € roCy1apCTBEHHbBIMU
opraHamMu

[ToaroroBka npennoxxeHuit o GopMHUpOBaHUIO OIOJKETa B 00JaCTH
o0ecreyeHns: KOpIopaTUBHOMN COIMATIBLHOMN MOJIUTHKI

HeoOxonumele ymeHust

Onpenensts LeaeBble TPYNIBI IEPCOHANIA AJIs Pa3pabOTKU
CHEIUATU3UPOBAHHBIX COIIUATIBLHBIX MTPOTpaMM

Z[OBOI[I/ITL I/IH(bOpMaI_[I/II-O 0 COLMAJIBHBIX IpOoTrpaMMax A0 HCJICBLIX I'PYIIIL
IepcoHalia ¢ UCIIOJIb30BAHUCM MHCTPYMCHTOB BHYTPCHHUX KOMMYHI/IKaI_[I/Iﬁ

Br1Oupath KpuTepUr U ONPEAEsSTh YPOBHH YAOBIETBOPEHHOCTH MEPCOHANA

Hcnons30BaTh MaTepragbHble M HEMATEPUAIBHBIE CUCTEMBI, METO/BI U
(hopMbI MOTHBAIIMU B YIIPABJICHUN IEPCOHAIOM

OmnpenensTe 00BEMBI CPEICTB IS peau3alliil COIMATbHbBIX TapaHTHUl,
KOPIHOPaTUBHBIX JIIOT U UHBIX AJIEMEHTOB KOPIIOPATUBHBIX COLIMATIBHBIX
porpaMm i GopMUpoBaHUS OIOIKETOB

CocTaBnsaTe u KOHTPOJIMPOBATH CTATbU PACXOJ0B Ha CONUAJIBHBIC ITPOTrpaMMBbI
JJIA TTNTAHUPOBAHU AL 6IOI[)I(CTOB

[Tpon3BoauTE IpeABApPUTENBHBIE 3aKYTIOYHBIEC MPOIIEAYPHI U 0OPMIICHHE
CONYTCTBYIOIIEN JOKYMEHTAIMU T10 3aKIOUYECHUIO JOTOBOPOB

PaGorats co cnenuanu3npoBaHHBIMUA HH(OPMALIMOHHBIMU CUCTEMAMU,
1M (POBBIMU yCIyTraMu M CEpBUCAMHU 10 YIIPABJICHUIO IEPCOHATIOM B 00JIaCTH
KOPIOPATUBHOMN COIMATIbHON MOJUTUKHU

DopMUpOBaTH MPEUIOKESHHSI 0 ABTOMATU3AIUN U [IUPPOBU3ALINHU TTPOIecca
pa3pabOTKX KOPIOPATUBHOU COITMATBLHOM MMOJTUTHKH




Ob6ecneunBaTh coOI0ICHHE TPEOOBaHUH 3aKOHOAATENbCTBA Poccuiickoi
®denepanyu U KOPIIOPATUBHBIX MOJIMTUK paboTOATENs B 00JIaCTH 00paboTKH
NEPCOHAIBHBIX JAHHBIX U KOH(QHUACHIINATBFHON HH(pOpMaIIH

Bectu genoByio nepenucky

Co0bmo1aTh HOPMBI ATHKH JICTIOBOTO OOIIECHUS

Heobxoanmble 3HaHUS

[Topsanox 1 MeToAbl pa3pabOTKH IJIAHOB U MPOrPaMM COLIUATBHOTO Pa3BUTHUS
OpraHu3aluu

MeTo bl aHaH3a BBITIOJIHEHUS COIIMATIBHBIX ITPOTPAMM U OIIPEICIICHHUS UX
SKOHOMUYECKOH 3 (HEKTUBHOCTH

Cuctemsbl, MeTOABI ¥ (POPMBI MATEPHAIEHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUS TPyAa IEPCOHAIIA

TexHonoruu 1 MeTo 16l HOPMUPOBAHUS U KOHTPOJIS OFOIKETOB

MCTO,I[LI IIPOBCACHUA COONOJIOTNYCCKUX HCCHCHOB&HHﬁ, HU3YUYCHUA
O6H_ICCTB€HHOFO MHCHUA

TeXHOJIOFI/II/I, MCTOABI 1 MCTOAWKH IMTPOBCACHUA aHaJIM3a U CUCTEMATU3alluu
JAOKYMCHTOB U I/IH(1)OpMaI_II/II/I

[Topsitox poBeCHNSI 3aKyTIOYHBIX TPOIIeayp U opopMIIeHUS
CONYTCTBYIOLIEH JOKYMEHTaUU

OCHOBEI HpOI/I3BO,[[CTBeHHOI>'I JACATCIIbHOCTU OpraHn3aliun

OCHOBBEI 06]1_[6171 n COHI/IaJIBHOﬁ IICUXOJIOTHH, COIMOJIOIM U IICUXOJIOTNHN
Tpyda

CtpyKTypa, LieaH, CTPATerus U MOJIMTUKA OpraHU3al|y 110 IepCOHATY

TapudHo-KBaTU(DHUKAITMOHHBIC CIIPABOYHUKH padoT U npodeccuii pabouunx u
KBaJTU(DUKAIIMOHHBIE XapaKTEPUCTHKHU JODKHOCTEH CITyXKAallluX,
npodecCuoHaNIbHBIE CTAHIAPTHI

Crennanu3upoBaHHble HH(OPMAIIMOHHBIE CUCTEMBI, IU(POBBIE YCIYTH U
CEpPBUCHI TI0 YIPABIEHHUIO MIEPCOHATIOM B 00JIACTH KOPIIOPATUBHON
COLMAJIbHOW MOJIMTUKH, TPAHULIBI UX TPUMEHEHUS

OCHOBHbBIE METPUKH U AaHAJIMTUYECKUE CPE3bI B 00JIACTH KOPIIOPATUBHOM
COLIMAJIbHO ITOJIMTUKHU

HOpMaTI/IBHI)IC IPaBOBLIC AKTHBI, ONIPEACTIAIONIME HOMEBI TPYJOBOTO ITpaBa

OcCHOBBI HAJIOTOBOT'O 3aKOHOAaTeNbcTBa Poccuiickoit denepanun

HopmaTtuBHbIe TpaBoBbIE aKThl, PETYJIUPYIOIIKE IPaBa U 00A3aHHOCTH
rOCYJJapCTBEHHBIX OPTaHOB, IPEICTABUTEIBHBIX OPraHOB PAOOTHUKOB

3akoHonarenbcTBO Poccutickoit denepanny o nepcoHanbHbIX TaHHBIX

JlokanbHble HOPMATUBHBIE aKThl OPraHU3ALUU, PETYIUPYIOIINAE MOPSII0K
(hopMUPOBaHUSI COITUAIBHOMN MOTUTUKH

[Topsiok 3akiIt0ueHus 10roBOpOB (KOHTPAKTOB)

[IpaBuia BeneHUs 1€I0BON NEPETIUCKU

HOpMBI O9THUKHU JCJIOBOTO O6H_ICHI/ISI

OcoOsle ycrioBus AOIycKa K
pabote

[pyrue xapakTepuCTUKN

3.6.2. Tpynosasi pyHKuUA

Hanmenosanue
IIOJIUTUKHU

Peanu3zanust kopropaTUBHOM COIIMATBLHON

Kox | F/02.6 ¥poEeits 6
KBaTU(QUKAIIUN




[Ipoucxoxaenure 06001EHHOM
TPYAOBOH (HyHKIIHU

X 3anMCTBOBaHO U3

OpuruHan
OpHUTHHAIIA
Kon PeructpanuonHsiit Homep
OpHUTHHANA po(heCCHOHATHHOTO
CTaHgapTa

TpynoBsie 1eicTBUS

Buenpenne KOpnopaTUBHBIX COIMAIBHBIX TPOrpPaMM

Peanu3arust CHCTEMBI COIMATBHBIX JIBTOT, BBIIIIAT PAOOTHUKAM C YIETOM
TpeboBaHMi 3aKOHOAaTENIbCTBA Poccuiickoit denepanun

OreHka yJI0BIETBOPEHHOCTH IIEPCOHAIA KOPIOPATUBHON COIIMATBHON
HOJIUTUKOMN

Onenka 3(heKTUBHOCTH MEPOINPHUATHI KOPIIOPATUBHOM COITUATBLHOM
MIOJINTUKU

IToaroroBka Hpe,I[J'IO)KeHI/Iﬁ 10 COBCPHICHCTBOBAHUTIO MepOHpI/IHTI/Iﬁ
KOpHOpaTHBHOﬁ COHH&HBHOﬁ IIOJIMTUKH

[ToaroroBka npeanoxeHui Mo (GOpMUPOBAHHIO OIOHKETA HA PeaTH3aIUI0
KOpHOpaTHBHOﬁ COIII/I&JII:HOﬁ IOJIMTUKHU U COUMAJIBHBIX ITPOrpaMm

HeobOxonumelie ymeHus

PaccunthiBaTh 3aTpaThl Ha IPOBEICHUE CIIELIMATU3UPOBAHHBIX COLIMAIBHBIX
IpOrpaMm

HpOBOI{I/ITL MOHUTOPHUHT YCIICIIHBIX KOPIIOPATUBHLIX COOUAJIbHBIX ITPOTrPaMM

[IpoBOAUTE MEPONIPUATHUSA B COOTBETCTBUU C KOPIIOPATUBHON COLMAIIBHON
ITOJIMTUKOMN

OnpenensTs LeaeBble IPYIIbI IEPCOHANIA JI CO3AAHUS
CHEIUATU3UPOBAHHBIX COIIUATIBLHBIX MTPOTrpaMM

OHpe,[[eJ'IHTB KPpUTCPUH U YPOBHHU YIOBJIICTBOPCHHOCTU II€PCOHAIIA

Onpenenstb 3hPEeKTUBHOCT MEPONIPUITUN peaTu3yeMoi KOPIOpaTUBHON
COLIMAJIbHOW MOJIMTUKU

Opranu3oBbIBaTh B3aUMOJIEHCTBUE C TOCYAAPCTBEHHBIMHU OpraHamH,
MIpeICTaBUTEIbHBIMU OpraHaMu paOOTHUKOB, OOIIECTBEHHBIMU U MHBIMU
OpraHu3alysAMU 110 BOIIPOCAM pean3aliii KOPIOPaTUBHON COLMAIBHON
TTOJIUTUKHA

AHaNIM3UPOBATh PHIHOK YCIIYT MO OCYIIECTBICHUIO COLIMAIbHBIX 1
CIIELIMAIM3UPOBAHHBIX MPOTPAMM COLUATBHON MOJIEPHKKH YWICHOB IEJIEBBIX
Py ¥ TOTOBUTH MPEIOKEHUS IO UX MOCTaBIIUKAM

HpOI/I3BOIII/ITB NpCABAPUTCIIbHBIC 3aKYITIOYHBIC ITPOLUCAYPHI U O(I)OpMJBITL
CONMYTCTBYIOIIYHO JOKYMCHTALIUIO 110 3aKJIFOUCHUIO JOTOBOPOB

Paborath co cnenuaan3upoBaHHBIMUA HH(POPMALMOHHBIMUA CUCTEMaMH,
U(GPOBBIMU YCIyTaMu M CEPBUCAMHU 10 YIIPABICHUIO IEPCOHATIOM B 00JIaCTH
KOPHOPaTUBHON COLIMATIbHON MOJIUTUKA

Ob6ecneunBaTh coOMIOICHNE TPEOOBAaHUH 3aKOHOATENbCTBA Poccuiickoi
®denepanuu U KOPIOPATUBHBIX MOJUTUK B 00JIACTH 00paOOTKH MEPCOHATBHBIX
JTaHHBIX U KOH(UIEHIMATBLHON nHOpMau

Bectu nenoByro nepenucky

C06J'IIOI[21TL HOPMBI OTUKHU JCJIOBOTO O6IJ_ICHI/ISI

Heo0Oxoaumeble 3HAHUSA

MeTob!l aHaH3a BBITIOJTHEHUS] KOPTIOPATUBHBIX COIMATBHBIX IPOTPAaMM U
OTIpeJIeJIEHUs] X SKOHOMUYECKOi 3(h(heKTHBHOCTH

Cucremsbl, MeTObI, (HOPMBI MATEPUAIIBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUS TPyAa epcoHaIa

MeTOI[LI HpOBeI[eHI/IH COIIUOJJIOTHUYCCKHUX HCCHCHOBaHHﬁ, I/I3yquI/ISI
00LIECTBEHHOTO MHEHUS




TexHoOrMK, METOABI M METOAUKHU IIPOBEACHMS aHATIN3a U CHCTEMaTU3alluu
JOKYMEHTOB M HH(pOpMauu

HopmaTtuBHbIe IpaBoBbIE aKThl, PETYJIUPYIOIIKE IPaBa U 00A3aHHOCTH
rOCy/IapCTBEHHBIX OPTraHOB, MPEACTABUTEIBHBIX OPraHOB PAOOTHUKOB 10
MIPEIOCTABIICHUIO YUETHOM TOKYMEHTAIUU

[opsnok npoBeaeHus 3aKyOYHBIX MPoLeTyp U ohopmiieHus
COITYTCTBYIOIIEH JOKYMEHTAI[U!

CtpykTypa, LieiH, CTPAaTerus U MOJIMTUKA OpraHU3aliy 110 IEPCOHAITY

TapudHo-KBaTM(DHUKAITMOHHBIE CIIPABOYHUKH padOT U npodeccuii pabouunx u
KBaJTM(UKAIIMOHHBIE XapaKTEPUCTUKH JTOJKHOCTEH CITy’KalllHX,
npodeccrnoHabHBIE CTaHIAPTHI

OCHOBEI HpOHSBOILCTBCHHOﬁ JACATCIbHOCTH OpraHu3anuunu

OCHOBBI OOIICH ¥ COLMATILHOM IICUXOJOTHH, COITUOJIOTHH U IICUXOJIOTHH
Tpyra

Creunanu3upoBaHHble HH()OPMALMOHHBIE CUCTEMBI, IU(POBBIEC YCIYTH U
CEPBUCHI 110 YNPABICHUIO IEPCOHATIOM B 00JIACTH KOPIIOPATUBHOM
COIMAIbHON MOJMUTHKHU, TPAHULIBI UX IPUMEHECHUS

OCHOBHEBIE MCTPHUKHU U AHAJTUTUYCCKHUEC CPC3LI B obnactu KOpHOpaTHBHOﬁ
COHH&HLHOﬁ ITOJIMTUKH

HOpMaTI/IBHLIe IIPaBOBLIC AKTHI, OIIPEACIIAOINE HOMBI TPYAOBOT'O IIpaBa

OcCHOBBI HAJIOTOBOT'0 3aKOHO1aTeNIbcTBa Poccuiickoii denepauun

3akoHomarenbcTBO Poccuiickoit denepanuu 0 epCOHANbHBIX TAHHBIX

JloxasibHBIE aKTHI OPraHU3aLMH, PETYIUPYIOLINE MOPSAI0K BHEAPEHUS
COIIMAILHOM ITOJIUTHKU

[Topsiok 3aKiIF0UEHUs T0rOBOPOB (KOHTPAKTOB)

HOpMBI 9THUKHU JCJIOBOTO O6H_ICHI/I5{

OcoOsle yciioBus J0IycKa K
pabore

Jlpyrue xapakTepucTHKU

3.6.3. TpynoBasi pyHkuus

[IpoucxoxaeHre 06001eHHOM
TPYIOBOI GYHKINH

AJIMAHHCTPUPOBAHUE IIPOLIECCOB
o o YpoBeHb
Haumenosanue | KOPIOPATUBHOW COLIMAIILHOW ITOJIMTUKK |  Kon F/03.6 6
KBaTH(QHUKAIIAN
COOTBETCTBYIOIIETO JOKYMEHTOO0OPOTa
3aUMCTBOBaHO U3
Opurunan X
OpHTHHaNa
Kon PeructpannonHusiii Homep
OopuTHHaNIa npodecCHOHaTBHOTO
CTaHgapTa

TpynoBeie 1elcTBUS

[ToaroroBka npeayioxKEeHU MO Pa3BUTHIO KOPIIOPATUBHOM COLIMATBLHON
OJIUTHUKH

[ToaroroBka mpeanoKeHui Mo 00eCeYeHNUI0 COOTBETCTBUS KOPIIOPATHBHON
COILIMANILHOM MOJIMTUKH TPEOOBAHMAM 3aKOHOIaTeNIbcTBA Poccuiickoii
denepauny U yCIOBHUAM PhIHKA TpyAa

JlokyMeHTaIrmoHHoe o(hopMIIeHUE Pe3yIbTaTOB KOPIIOPATUBHOMN COITMATBHOMN
TIOJTUTUKU




JIoKyMEHTallMOHHOE U OPraHU3aMOHHOE CONTPOBOKIECHUE MEPOIIPUATHN
KOPIIOPAaTUBHOM COLMATIbHOM MTOJTUTUKHU

[ToaroroBka u 00paboOTKa 3alIpOCOB U YBEAOMIICHUI 0 paOOTHUKAX B
roCy/1apCTBEHHbIE OpPTaHbl, IPEACTaBUTEIbHbIE OPTaHbl pAOOTHUKOB IO
BOIIPOCAM COIMAILHOM MOJUTHKU B OTHOILIEHUU TIEpCOHANA

ConpoBosk/ieHHE JOrOBOPOB MO OKAa3aHUIO KOHCYJIBTAlMOHHBIX U
MH(OPMALIMOHHBIX YCIIYT [0 pean3alii MEPONIPUSTHII KOPIIOPATUBHOM
COLIMAJILHOM MOJIMTUKHU, BKITIOYAs MpeBapUTEIbHbIC TPOLEAYPHI IO UX
3aKIJIFOUEHUIO

Heo6xoanmeie ymeHus

OdopMIIATE TOKYMEHTHI IO BOIIPOCAM KOPIOPATUBHOW COLUAIBHOM
IIOJINTUKH, IIPEJOCTABIISIEMBIE B TOCYIAPCTBEHHBIEC OPTaHBbl,
IPEJCTaBUTEIIbHBIE OPTaHbl PAOOTHUKOB

AHanu3upoBaTh NPaBUIIA, OPSAKH, IPOLIEYPbl KOPIOPATUBHON COLIMATIBHON
ITOJINTUKHU

ObecnieunBaTh TOKYMEHTAIIMOHHOE COTIPOBOXKIICHUE COLMAIBHOM MOJUTHKH B
OTHOLICHUH MIepCOHAIIA

OpFaHI/ISOBBIBaTB XpaHCHHUEC JOKYMCHTOB B COOTBETCTBUU C Tpe6OBaHI/I$IMI/I
APXHUBHOI'O 3aKOHOAATCJ/ILCTBA Poccuiickoit (Dez[epaulm X JTOKaJIbHBIMH
aKTaMM OpraHu3ainuu

[Tpou3BoauTh NpeaBapUTEIbHbIC 3aKYIIOUHBIE TPOLIETYPHI U OPOPMIISTD
COITYTCTBYIOIIYIO JOKYMEHTAIIUIO TI0 3aKJIFOUEHUIO JOTOBOPOB

PaboTatb ¢ nHpOpMAITMOHHBIMU CHCTEMaMH, IU(DPOBBIMH yCITYyTraMy U
CEpPBUCAMH 110 BOIIPOCAM KOPIIOPATUBHOW COLMATIBbHOM IMOJIUTUKH B
OTHOLICHHUHU IIEPCOHAIIA

dopMHUpOBaTH MPEAJIOKEHUE TI0O ABTOMATU3AIIMU U ITU(POBU3AIIMH TTPOIECCa
JIOKYMEHTOO00POTa, CBA3aHHOTO C pealn3alneil KOpIopaTHBHON COUATbHOMN
IIOJINTUKU

Ob6ecnieunBath coOmoieHNEe TpeOOBaHMI 3aKOHOJaTeNnbCcTBa Poccuiickoi
denepannv ¥ KOPIIOPATUBHBIX MOJIMTUK B 00J1aCTH 00paOOTKHU MEPCOHATBLHBIX
JAHHBIX U KOH(UaeHMaIbHON HHpOpMaK

Bectu ACJIOBYIO IIEPCIIUCKY

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIIEHUSI

HCO6XOL[I/IMLIC 3HaHUA

HOpHI[OK O(I)OpMJ'IeHI/IH, BCACHUA U XPAHCHUSA JOKYMCEHTAIIUU 110 COILIMAIbHOM
IMMOJIMTUKE B OTHOIICHUHU IICPCOHAIA

HOpﬂI[OK (pOpMI/IpOBaHI/I}I, BCACHUA 0a3bl AAaHHBIX U IPCACTABJICHUA
OTUYCTHOCTH I10 BOIIpOCaM COILIMAIbHOM ITOJIMTUKU B OTHOLICHUH IepcoHalia

TexHonoruun, METOIbl U METOJIMKH MTPOBEJICHHS aHaM3a U CUCTeMaTU3alluu
JTIOKYMEHTOB ¥ WH(MOpMAIuu

OCHOBBI IOKYMEHTO000POTa U TOKYMEHTAIIMOHHOTO 00eCTIedeHUs

TapudHo-kBanM(pUKaMOHHbIE CIPABOYHUKU PabOT U mpodeccuil pabodyux u
KBAJTM(PHKAIIMOHHbBIE XapaKTEPUCTHKH TOJHDKHOCTEH CITyXKallluX,
npodeCCHOHATBHBIE CTAaHAAPThI

[Topsimox mpoBeACHUS 3aKyTTIOYHBIX MPOLIETYP ¥ 0hOpMIICHUS
COMYTCTBYIOIIEH TOKYMEHTALUH

Crneunanu3upoBaHHble HH()OPMAIIMOHHBIE CUCTEMBI, IUPPOBBIE YCIYTU U
CEpPBUCHI B 00JIACTH COLIMATIBHOM MOJIMTUKU B OTHOIIEHUH [IEPCOHANIA,
TPaHMUIBI UX TPUMEHEHUS

HopmaTuBHbI€ ITpaBOBbBIE aKThI, ONPEEIIAIONINE HOMBI TPYIOBOTO IpaBa

OCHOBBI APXUBHOI'0 3aKOHOAATCIILCTBA 1 HOPMATHBHBIC ITIPABOBBIC AKThI




Poccutickoii deneparyu B 007aCTH BEACHUS JOKYMEHTAIUH 110 TTIEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNbcTBa Poccuiickoit deneparuu

HopmatuBHBIE IPaBOBBIE aKThI, PETYIUPYIOIINE paBa U 00I3aHHOCTH
rOCyJJapCTBEHHBIX OPTaHOB, MIPEICTABUTEIBHBIX OPraHOB PAOOTHUKOB 110
IIPEAOCTABICHUIO YYETHOU TOKYMEHTALUH

3akoHo arenbcTBO Poccuiickoi denepanun 0 NepCcoOHaIbHbIX JaHHBIX

JlokannHBIE HOPMATUBHBIC AKThI OpraHru3ali, peryJIdpyromune mopaaokK
BHEOPCHUA KOpHOpaTHBHOfI COL[I/IaHBHOI;'I IMOJIMTUKU U COOUAJIbHBIX ITPpOrpaMm

ITopsiiok 3aKIIFOUEHUS 10TOBOPOB (KOHTPAKTOB)

Hopwmpl 3TUKH 1€710BOTO OOIICHUS

[IpaBuia BeaeHUs A€IOBOM NEPETUCKH

Oco0ble yCcIIOBUS IOITyCKa K
pabote

Jpyrue xapakTepucTUKU

3.7. O6o01menHas TpyaoBasi pynkuus «OnepanmoHHoe ynpapJjieHHe ePCOHATOM U CTPYKTYPHbIM
noJpasjeseHueM OpraHu3auum»

HanmenoBanue

[Ipoucxoxaenne 0600IeHAO
TPYIOBO# GYHKIMH

OmneparoHHOE YIIPaBICHHUE IEPCOHATIOM
U CTPYKTYPHBIM HOApa3aeiICHUEM Kon G ¥ponetb 7
TPYKTYp Apasn KBaTH(QHUKAIAN

OpraHu3aIuu

3auMCTBOBAHO U3

Opurunan X
OpHUrHHANA
Koz PerucrpannonHsiii Homep
OpUrHHaNa npodeccroHanbHOrO
cTaHaapra

Bo3MoxHBIE HANMEHOBAHUS
JOJDKHOCTEH, Tpodeccuit

PykoBoauTens cTpyKTypHOTO MoApa3iesieHus
HavanbHuK CTpyKTYpHOTO HOpa3aeaeHus

TpeboBanust kK 06pa30BaHUIO
U 00y4EHUIO

Bricuiee oOpa3oBanue — Mmaructparypa

17011

Bricmiee oOpa3oBanue (HenmpouiIbHOE) — MarucTpaTypa 1 JOMOJIHUTEIbHOE
npodeccuoHaIbHOE 00pa30BaHUE — MPOTPAMMBI TTPO(eCCHOHATEHON
nEpEeoATroTOBKHU B o0jacTu YHpaBJICHUA IIEPCOHATIOM WM SKOHOMUKH TPpyda
NI MEHCI)KMEHTA

TpeGoBaHMs K OIBITY
MPAKTHYECKON paboThI

He menee nartu et B 061acT ynpaBieHUs: IEPCOHATIOM

Oco0ble ycIIoBUS I0ITyCKa K
pabote

[pyrue xapakTepuCcTUKN

I[OHOJ'IHI/ITCJ'ILHBIC XapaKTCPUCTUKU

HaunmenoBanue 6a30B0ii TpymIibl, JOKHOCTH

Hanmenosanme nokymenTa Kon (mpodeccun) umu cnenUuanbHOCTH
OK3 1212. VYrpasisioiue TpyJJ0BbIMU pecypcaMu
ETKC nmu EKC HauanbHuk oTaena kaapos

HauanpHuk OTAC/Ia OpraHru3allui U OIUIAThI TPpyda




HauanpHUK OT/AEIa TOATOTOBKH KaJApPOB

OKIIATP 24696 HauanpHuk otaena (ynpaBlieHHUs KaapaMH B TPYAOBBIMU
OTHOIIICHUSIMH )
24705 HauanbHuk otnena (pyHKIIMOHAIBHOTO B IPOYUX
001aCTAX AEATEITHHOCTH)
OKCO 2016 5.38.04.01 DKOHOMHKA

5.38.04.02 MeHnemKkMeHT

5.38.04.03 VYipasieHue nepcoHaioM

3.7.1. TpynoBasi pyHKuust

Pa3paboTka cucTeMbl OonepaioHHOTO
TIpaBJICHUA IICPCOHATIOM U a6OTOﬁ YpoBeHb
HaumenoBanue yip p P Kox G/01.7 P 7
CTPYKTYPHOTI'O IIO/Ipa3/ieNICHUs KBaTH (UKL
OpraHu3annin
[Ipoucxoxaenne 0600mEeHHO 3auMCTBOBAaHO U3
N Opurunan X
TPYAOBO# (HyHKIIMU OpHUTHHAJIA
Kon Peructpanmonssiii Homep
OpUrHHaNIa npodeccroHanIbHOrO
CTaHgapTa

TpynoBeie 1eHCTBUS

Pa3paboTka riaaHoB, mporpaMm U Npoueayp ynpapiaeHUs IEPCOHATIOM

ITocTtanoBka OICPAaTUBHBIX enen mo BOIIPpOCaM YIIpaBJICHHUSA IICPCOHATIOM

Pa3paboTka mpeioxkeHuil o cTpykType nojapaseieHus U NoTpedHOCTH B
IEpCOHAE

PazpaboTka npepioxenuit mo o6ecrnedeHn o KaJapoBoit 0€30MacHOCTH,
obecreueHnIo nepcoHagoM, GoOpMUPOBAHUIO CUCTEM OIEHKH, Pa3BUTHS,
OpraHMU3aluy U OILIATHI TPYAa, KOPIOPATUBHEIM COLMAIBHBIM IIpOrpaMMaM U
COILIMANILHOM MOJIUTHKE

Pa3paboTka npennoxkeHuil o 3arparax 1 popMUpOBaHUH Or0/KETa Ha
HepcoHas

KonTtponb ucnonHenus 6roxera GoHIa OmIaTsl Tpyaa, CTUMYJIUPYIOLINX U
KOMIIEHCAIIUOHHBIX BBIMJIAT

Paspa60TI<a Hpe,Z[HO)KCHI/Iﬁ 110 3aKJI0YCHUIO IOTOBOPOB B o0actu
YHpaBJICHUA IEPCOHAIOM C MOCTAaBIIMKAMU YCIIYT U IIPOBCACHUC
MNPpEABAPUTCIIbHBIX NPOUCAYP IO UX 3aKITOYCHUIO

Heob6xomumbie ymenwust

OpraHu30BbIBaTh pabOTy NEepcoHaa CTPYKTYPHOTO OApPa3IeIICHUS

OnpenensaTs 3a1a4y NEPCOHANA CTPYKTYPHOI'O MOAPA3ACICHUS UCXOAS U3
LeJIeN ¥ CTPAaTEeruy OpraHu3alnn

Co3zniaBaTh U ONUCHIBaTh OPraHU3aLMOHHYIO CTPYKTYPY, LI€TIH, 3a1a4H,
(GYHKIMU CTPYKTYPHOTO OIPA3/IEICHUS

HpI/IMeHHTL MCETOJbI YIIPAaBJICHUA MCKIIMYHOCTHBIMU OTHOILICHUAMU,
@OpMHpOBaHI/IH KOMaHI, pa3BUTHA JIMACPCTBA U UCITIOJITHUTCIIBHOCTH,
BBISAABJICHUS TAJIAHTOB, OIPCACIICHUA YAOBJICTBOPCHHOCTU pa60T0171

OnpenensiTsb, aHaTU3UPOBATh, MOJEIINPOBATH U BHICTPAUBATh BHYTPEHHUE
KOMMYHHKAIMH ITepcoHaa

Pa3pabaTpIiBaTh MPOEKTHBIC TIPEATIOKEHHSI 1 MEPOTIPHUSITHS TIO TIOBBIIICHUIO
s dexTuBHOCTH PabOTHI MepcoHaTA




BHenpsts cTpaTeruto ynpaieHHs IEPCOHATIOM

CocTaBisTh, PACCUUTHIBATH, KOPPEKTUPOBATH U KOHTPOJIHPOBATH CTATHU
pacxoJI0B Ha MepcoHall, pa3padaThIBaTh MPEUIOKEHUS 110 3aTpaTaM Ha
nepcoHa st GopMHUPOBaHUS OO KETa

HpeIICTaBJISITB HUHTCPCChI OpraHru3aliii U BCCTH ICPECTOBOPELI C
NpEaACTaBUTCIIbHBIMH OpraHaMu pa6OTHI/IKOB, BSaHMOHeﬁCTBOBaTB C
rocyaapCTBEHHBIMU OpTraHU3allusAMU

AHann3upoBaTh HHOOPMAIMIO O TTOCTABIIMKAX YCIYT B 00JaCTH YIIPaBICHHS
MEPCOHATIOM H 00 yCIOBHUAX 3aKII0YAEMbIX JOTOBOPOB

[IpousBoauTh NpeaBapuTeIbHbIC 3aKYIIOUHbIE TPOLIEYPHI U OPOPMIISTD
COITYTCTBYIOIIYIO JJOKYMEHTAIUIO 110 3aKJIIOUYEHUIO JOTOBOPOB

OpFaHI/I3OBBIBaTL " IIPOBOAXUTE KOPIIOPATHUBHBIC MEPOIIPUATHUA C IICPCOHATIOM

PaboTathb ¢ nHpOpPMAITMOHHBIMU CUCTEMaMH, IU(DPOBBIMU yCITYyraMy U
CEpBHUCAMH I10 BOIIPOCAM YIPABICHUS IIEPCOHATIOM B YACTH OIIEPALMOHHOIO
YIPaBJICHUS TIEPCOHAIIOM U PAOOTHI CTPYKTYPHOTO ITOAPa3ACICHHS

DopMupOBaTH MPEIOKESHIS O PEATHU3AIUN MEPOTIPUATHI TI0 00ECTICYCHUTO
HEO0OXOAMMOT0 YPOBHS KaJIpOBOM 0€301MacHOCTH

dopmMupoBaTh MPEIIIOKECHUS 110 ABTOMATH3AIMU ¥ U(POBU3AIIUH ITPOIECcCa
OIEPAIMOHHOTO YIPABJICHUS TIEPCOHAIIOM U PA0OTON CTPYKTYPHOTO
HOJIpa3IeICHUsI

O0ecneunBaTh cOOJI0ICHHE TPEOOBAaHUH 3aKOHOIATENbCTBA Poccuiickoi
denepaniy U KOPIOPATUBHBIX MOJIUTHUK B 00J1aCTH 00OpabOTKH NEPCOHATBHBIX
JIAaHHBIX U KOH(PHUICHIMAIbHONW HH(DOpMaIun

Bectu nenoByro nepenucky

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIIEHUSI

HCO6XOL[I/IMLIC 3HaHUA

Mertopbl, criocoObl U HHCTPYMEHTHI yIIPaBJIEHUS IEPCOHAIOM, O0eCTIeYeH s
KaJpoBOi 0€30MaCHOCTH

Ienu, cTparerust pa3BuTHs U OU3HEC-TUIAH OPTaHU3aAIuN

COI_II/IaJ'ILHaH IMMOJIMTHKA, KOPIIOpATUBHAA KYJIbTYpPA, ITOJIMTHKA YIIPABJICHUA
MEPCOHAJIOM OpraHu3annuu

MeTtopl aHaIM3a KOJIWYECTBEHHOI'O U Ka4YECTBEHHOI'0 COCTaBa IepcoHalia

CucTembl CTaHIAPTOB 1O OU3HEC-TIpoIieccam, MpodeccusiM, HopMam Tpyaa

Cucrembl, MeTOIbI M (POPMBI MATEPUAIBHOTO U HEMATEPUATBHOTO
CTUMYJIMPOBAHHUS TPy A IIEpCOHAIIA

TexHoaoruu 1 METOIbI (bOpMI/IpOBaHI/ISI " KOHTPOJIA 6IOII)KCTOB

[Topsimok mpoBeaeHNs 3aKyOYHBIX MPOIIEAYP U 0hopMIICHUS
CONYTCTBYIOIIEN JTOKYMEHTAIUN

OCHOBBI HpOHBBOI[CTBCHHOﬁ ACATCIIbHOCTU OpraHru3allnn

OcHOBBI 00111 U COIMATBHON IICUXOJIOTUH, COLIMOIOTUU U TICUXOJIOTUU
TPYAa, 9KOHOMUKH TPYya, 0€30MaCHBIX YCIOBHH TpyAa

Oprasu3anroHHas CTPYKTypa OpraHu3aiu

TapudHo-kBanM(pUKaMOHHbIE CIPABOYHUKU PabOT U mpodeccuil pabodux u
KB (PUKAIIMOHHBIE XapaKTEPUCTHKH TOJHKHOCTEH CITy’KalllnX,
npodeccuoHanbHbIe CTaHAAPTHI

Criermnanu3upoBaHHbIE HH(OPMAIIMOHHBIE CUCTEMBI, HU(POBBIE YCIYTH U
CEpBHUCHI B 00JIACTH OMEPAIIMOHHOTO YIIPABICHHS IEPCOHATIOM B paboToi
CTPYKTYPHOTI'O IOJPA3AEIEHUS, TPAHULIBI MX IPUMEHEHUS

OCHOBHBIE METPUKH U AHAIUTUYECKUE CPE3bI CUCTEMBI ONIEPALIUOHHOTO
yIpaBJICHUS TIEPCOHAIIOM U PAOOTHI CTPYKTYPHOT'O MOAPa3ACICHUS




HopMmaTuBHbI€ ITpaBOBbBIE aKThI, OMPEEIIAIONINE HOMBI TPYIOBOTO IpaBa

OCHOBBI apXUBHOT'O 3aKOHO/IATEJICTBA U HOPMATHUBHBIE TIPABOBBIC AKThHI
Poccutickoii deneparuu B 001aCTH BEACHUS JOKYMEHTAIIUH 110 ITEPCOHATY

OcCHOBBI HAJIOTOBOT'O 3aKOHO1aTeNnbecTBa Poccuiickoit denepanuu

OCHOBBI MUTPAILIMOHHOTO 3aKOHOaTeNbeTBa Poccuiickoit denepannu B
00J1aCTH TIPUBJICYCHHS U TPYAOYCTPOWCTBA HHOCTPAHHBIX I'PAXKIaH U JIMII 0€3
rpakJIaHCTBA

OCHOBBI AJIMUHUCTPATUBHOIO 3aKOHO1aTeNibeTBa Poccuiickoit denepainu B
00J1aCcTH yIpaBJICHHS TIEPCOHATIOM U OTBETCTBEHHOCTH JIOJKHOCTHBIX JIHII

3akoHozgarenscTBO Poccuiickoit denepannu 1o 3ammTe NepcoHAIbHBIX
JTAHHBIX

JlokanpHBIC HOPMATUBHBIC aKThI OpraHu3alnu B obiacTu YHOpaBJICHUA
HIEPCOHAJIOM

[Topsimox 3aKIt0YEHUS T0TOBOPOB (KOHTPAKTOB)

HopMbI 3THKH 1eI0BOTO OOIIEeHUS

OcoOsle yciioBus J0IycKa K
pabore

Jpyrue xapakTepucTUKu

3.7.2. TpynoBasi pyHKuHA

[Ipoucxoxaenure 06001IEHHOM
TPYAOBOH GYHKIHH

P cajin3anys OIrepanuoOHHOTO YIIPABJIICHUA
YpoBeHb
HanumenoBauue | [IEPCOHATIOM M PabOTHI CTPYKTYpPHOTO Kox G/02.7 7
KBaTH(QUKAIAN
MO/Ipa3iesIeHUs OpTaHu3aIuu
3anMCTBOBAHO U3
Opurunan X
OpHUTHHAJIA
Koz PeructpannonHsiii Homep
OpHUTHHAJIA po(heCCHOHATHHOTO
CTaHIapTa

TpynoBsle 1eliCTBUS

HJ'IaHI/IPOBaHI/Ie ACATCIIbBHOCTU CTPYKTYPHOTO ITOAPA3ACIICHUS U IICPCOHAJIA

OnepaTuBHOE yIpaBiIeHHUE IEPCOHAIOM CTPYKTYPHOIO OAPA3/IEJICHUS
OpraHu3aIu

Pacuer 3aTpat 1o nozipaszieneHuro U MoAroToBKa MpeiokKeHn i 7
dbopMupoBaHus Or0KeTa

Paspa60TI<a CTAaHAAPTOB ACATCIIBHOCTU MOAPA3ACIICHUA U YHI/I(I)I/IKaLII/IH
mponeccoB

ITpoBeneHne NHCTPYKTa)ka 10 OXpaHe Tpya

[TocTaHoBKa 3371324 pabOTHUKAM CTPYKTYPHOTO MOpa3ICICHUsI, ONpeIeICHUE
PECYPCOB AJId UX BBINTOJIHCHHA, KOHTPOJIb NCITIOJTHCHUA

Pa3paboTka mpeiokeHuil Mo yiayqiIeHHIo MoKa3aTeseH qesITeIbHOCTH
0/Ipa3/IeIeHuUs

(I)OpMI/IpOBaHI/Ie OTYETOB O pa60Te CTPYKTYPHOT'O IOAPA3ACIICHUA

Heobxoaumbie ymeHus

Ornpenenstsh 30HbI OTBETCTBEHHOCTH U 3((HEKTUBHOCTH PabOTHI MepcoHata
CTPYKTYPHOTO MO/Ipa3AeCHUs, pacpeAesATh 3aJa9i 1 00eCIIeunBaTh
MaTepHAITbHO-TEXHUYECKUE PECYPCHI U UX UCTIOJTHECHUS

[TprMEeHSITh METOJIBI ONIEPATUBHOTO YIPABJICHHSI IEPCOHATIOM OpTaHHU3aI|H,
obecrieueHus KaapoBOi 0€30MaCHOCTH




KonTponupoBarh ucronHenne NopyueHuil 1 3aj1a4, CBOEBPEMEHHO
KOPPEKTUPOBATh TUIAHBI U 33]1a41

OnpenensaTs nokazarenu 3PpPeKTUBHOCTU pabOThI EpCcoHaIa MOaApa3AeICHUs

YnpasiasTe MOTHBALKUEN EPCOHANA, €T0 BOBJIIEUEHHOCTBIO M IUCIUIIIIMHON
Tpyaa

CocTaBisTh MJIaHbI AESITEIbHOCTU CTPYKTYPHOT'O MOApa3AeIeHUS
OopraHu3aIu

CocTaBisiTh, pacCUYUTHIBATH, KOPPEKTUPOBATH U KOHTPOJIUPOBATH CTAThU
pPacxo/10B CTPYKTYPHOTO Noapa3aenecHus s GopMUpOBaHUS OI0KETOB

[Tpon3BoauTh aHAIU3 TEKYIIEH JESATENIBHOCTH CTPYKTYPHOI'O IOIpa3AeiieHUs
Y BHEJPSTh NPOLIETYPHI MO €€ ONTUMHU3ALIH

HpeIICTaBJISITB HUHTCPCChI OpraHru3aliii U BCCTH ICPECTOBOPELI C
ToCyJapCTBCHHBIMHA OpraHaMu, NpCACTABUTCIIbHBIMU OpraHaMu paGOTHI/IKOB
I10 BOIIpOoCaM IepCoHaIa

Bectu neperoBopsl ¢ MOCTaBIIMKAMU YCIIYT 110 YCIOBUSM 3aKII0YaeMbIX
JIOTOBOPOB

[TpousBoauTh NpeaBapUTEIbHbIEC 3aKYIIOUYHbIE MPOLETYPhl U 0GOPMISATH
COITYTCTBYIOIIYIO JOKYMEHTAIUIO TI0 3aKJIIOUEHHUIO JOTOBOPOB

[TpoBOIUTH ayIUT pe3yabTaTOB PaOOTHI C IEPCOHATIOM

PaboTatp ¢ nHpOpMAITMOHHBIMU CHCTEMaMH, IU(POBBIMH CEPBUCAMH 10
OIEpallMOHHOMY YIPABJIECHUIO IEPCOHAIOM U pabOTON CTPYKTYPHOTO
OApa3JCIICHUA

®opMUpOBaTh NPEATIOKEHHS 10 ABTOMATU3ALMK U U (ppoBU3aLIUU
OTEPALIMOHHOTO YIPABJICHUS IEPCOHAIIOM U Pa0OTON CTPYKTYPHOTO
HOJpa3/IeIeHUs

Ob6ecnieunBath coOm0ieHNEe TpeOoBaHMI 3aKOHOJaTeNnbCcTBA Poccuiickoi
®denepaliil 1 KOPIOPATUBHBIX MOJIUTUK B 00JIaCTH 00pabOTKH MEePCOHATBHBIX
JTAHHBIX ¥ KOH(UAEHIMATBbHON HHpOpMaK

Bectu nenoByro nepenucky

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIIEHUS

HCO6XO,[[I/IMLIC 3HaHUA

TeOpI/II/I YHpaBJICHUA IIEPCOHATIOM U €0 MOTHBAlUN

®opMBI U METOJIBI OIICHKH MIEPCOHAJIA U PE3YJIbTATOB UX TPyJa

Texnomorun OIICPATUBHOI'O YIIPABJICHUA IICPCOHAIOM OPraHU3allun

Cucrembl, MeTOIbI M (POPMBI MaTEPUAIBHOTO U HEMATEPUATIBHOTO
CTUMYJIMPOBAHUS TpyJa IepcoHaa

TexHonornuu u MeTopl HOPMUPOBAHUS U KOHTPOJISI OIOJKETOB

Metonsl ynpaBieHus pa3BUTHEM U Y3P(EKTUBHOCTHIO OPTaHU3AINH, METOIBI
aHaJIM3a BBIIIOJIHEHUS TUIAHOB U MIPOTPaMM, ONPEEICHUs UX IKOHOMHYECKOU
3¢ PEeKTUBHOCTH, METOIBI OOECTICUeHUs KaIPpOBOI O€30MaCHOCTH

OKOHOMUKA TpyAa

Oprann3alMOHHO-IITATHASA CTPYKTYpa OpraHu3aluu

ITonuTHka yrnpasiieHHs IEPCOHATIOM, KOPIIOPATUBHAS COLIMAJIbHAS TIOJIUTUKA,
KOpIIOpAaTHBHAs KyJIbTypa

]_[CJ'II/I, CTPATCrus pa3BuTUA U Ou3HeC-TUIaH OopraHu3alun

MeToauky IIaHUPOBaHMSI U TPOTHO3UPOBAHUS OTPEOHOCTH B MEPCOHAIE

ITopsimok yperyiaupoBaHus TPyAOBBIX CIIOPOB

TpebGoBanus 1 MpaBwIIa TPOBEACHHS ayIMTa PabOTHI C TIEPCOHAIOM

@DopMBI COLMATTLHOTO MAPTHEPCTBA U B3aUMOICUCTBHUS C TIPEICTAaBUTEIbHBIMU
opraHamMy pabOTHHUKOB ¥ MHBIMU OpPTaHU3aALUSIMU




[Topsmox oopmiieHus: KaAPOBBIX JOKYMEHTOB U MPHUAAHUS UM IOPHINYECKOM
CHJTBI

TapudHo-kBanmn(pHUKAIMOHHBIE CIIPABOYHUKH padOT U mpodeccuii pabounx u
KB (UKAIIMOHHBIC XapaKTEPUCTHKH TOJDKHOCTEH CITy)KalluX,
poeCCHOHATILHBIE CTAHAaPTHI

[Topsimox mpoBeAeHUs 3aKyTIOYHBIX MPOLIETYp U 0hOpMIICHUS
COITYTCTBYIOIIEH JOKYMEHTAIUU

Criermanu3upoBaHHbIe HH(OPMAIIMOHHBIE CUCTEMBI, IU(POBBIE YCIYTH U
CEPBUCHI 110 YIIPABJICHUIO IIEPCOHAIOM, T'PAHULIBI UX IPUMEHEHUS

OcCHOBHBIE METPUKH U AHATUTUYECKUE CPE3bI CUCTEMBI ONIEPALIMOHHOTO
YIpaBIIEHUS TIEPCOHATIOM U PabOTHI CTPYKTYPHOTO MOAPA3ACTICHUS

HOpMaTI/IBHHe IIPABOBBIC aKTHI, OIPEACTIAIOINE HOMEBI TPYAOBOI'O ITpaBa

OCHOBBI aQpXMBHOI'0 3aKOHO/IATENILCTBA U HOPMATUBHBIE IIPABOBBIC AKTHI
Poccutickoii deneparyu B 00JaCTH BEACHUS JOKYMEHTAIUH 110 TEPCOHAITY

OCHOBBI HAJIOT'OBOT'O 3aKOHOAATENIbcTBA Poccuiickoit denepanun

OCHOBBI MUTPALIMOHHOTO 3aKOHO1aTebcTBa Poccuiickoit deneparuu B
o0JyacTy MpUBJICUEHUS U TPYI0YCTPONCTBA MHOCTPAHHBIX I'Pa)/IaH U JIUL 6e3
IpaKJIaHCTBA

OcHOBBI aIMMHUCTPATUBHOIO 3aKOHOAATeNbCTBA Poccuiickoit denepaunu B
001aCTH yIpaBJIeHUs IEPCOHAIOM U OTBETCTBEHHOCTH JOJKHOCTHBIX JIMIL

3akoHogarenscTBO Poccuiickoit denepanuu o nepcoHanbHbIX TaHHBIX

JlokanbHbIC HOPMATHUBHBIC aAKTbI OpraHu3alu B obactu YHpaBJICHUA
INepCoHaJIOM

OcCHOBBI IPABOBOT'0O PETYJIUPOBAHUS MOPSAIKA 3aKIFOUEHUS TPaKIaHCKO-
IIPABOBBIX JOTOBOPOB B COOTBETCTBHUHM € 3aKOHOAATEIBCTBOM Poccuiickoi
Denepannu

[IpaBuna BegeHUs NET0BON MEPEMUCKH

HOpMLI OTHUKH JCJIIOBOT'O O6H_ICHI/I$I

OcoOsle yciioBus J0IycKa K
pabote

Jpyrue xapakTepuCTUKH

3.7.3. TpynoBasi pyHKuus

IIpoucxoxaenne 0600MCHHOM
TPYIOBO# (HYHKIMH

Pa3zpaboTka 1 conmpoBOKIACHHE ITpoIiecca
YpoBeHb
HanmenoBanue | UGPOBU3AIMH U aBTOMATU3ALUU Kon G/03.7 7
KB (PHUKAINN
YIPaBIEHUS EPCOHAIOM
3anMCcTBOBaHO U3
Opurunan X
OpHTrHHANIA
Kon Peructpauuonssiit Homep
OpuTHHaNIA npodecCHOHaTBHOTO
cTaHaapra

TpynoBsie neiicTBUS

Pa3zpaboTka npeioxeHuii Mo aBTOMaTH3aluy 1 U () poBU3aIIU TIPOIIECCOB
yIIpaBJICHUS IEPCOHATIOM

dopmynupoBaHUe Lielel U 3a/1a4 aBTOMATH3AIMH U [IU(PPOBHU3ALMN B paMKaxX
cTpareruy (GyHKIMH yIIPABICHHS IEPCOHATIOM, OOIICH cTpaTeruu
OpraHu3aIy U 00ecreYeHus KaJpoBOil 6€30MacHOCTH




Koopaunanus u sxcnepTu3a pazpaboTku cxeM HH()OpMaIMOHHOTO 0OMEHa,
HOPMAaTHBHO-CIIPABOYHOM MH(POPMALINH, 3TIEKTPOHHBIX TOKYMEHTOB U CUCTEM
ABTOMATH3AIMH IPOIIECCOB YIPABJICHHUS IIEPCOHATIOM

Koopaunanus u skcrieptusa pa3paboTku cxeM nH(OpMalnoHHOro oOMeHa,
HOPMAaTUBHO-CIIPABOYHOM HMH(OPMALIUU, HIEKTPOHHBIX JJOKYMEHTOB U CUCTEM
aBTOMAaTHU3alMU [IPOLIECCOB YIIPABJICHUS [1EPCOHAIOM

Koopaunanus pazpaboTku u coryiacoBaHue (pyHKIIMOHAIBHBIX TpeOOBaHUH K
aBTOMAaTHU3alMK U HU(POBU3AIMH MIPOLIECCOB YIIPABICHUS [IEPCOHATIOM, B TOM
qrciie TpeOOBaHUM K MOJIb30BATENLCKUM HHTEpdeiicaM U 1mabioHam

CornacoBanue perjiaMeHTOB ¥ HHCTPYKIIHIA IO paboTe ¢
ABTOMATU3UPOBAHHON CUCTEMOH B 00JIACTH MTPOIIECCOB YIIPABICHUS
HIePCOHATIOM

ConpoBoxenue v GyHKIHOHATIbHAS TPUEMKaA CHCTEM LU(POBU3ALINYU U
aBTOMATHU3AIMHU IIPOLIECCOB YNPABICHUS IEPCOHAIIOM Ha JTarax
MPOCKTHPOBAHNUS, TECTOBOM M OIBITHO-TIPOMBIIIUIEHHOW SKCIUTyaTaI[iH

Opranu3zanus o0y4eHus! CIIEHUAINCTOB [0 YIIPABICHUIO IEPCOHATIOM
MCTIOJIB30BAHUIO CHCTEM aBTOMATH3AIMHU U U(PPOBU3AINH YIIPABICHUS
MEPCOHATIOM H MPO(HECCHOHATFHON TOICPKKU TOJIh30BaTEICH

Opranuzanus GyHKINOHATEHOTO MOHUTOPUHTA Pa0OThI CHCTEM
aBTOMAaTHU3allvd U IlI/ICI)pOBI/I?;aIII/II/I YHpaBJICHUA IIEPCOHATIOM U
poeCCHOHAIBHON TTOJIEPKKHU MOJTH30BaTENCH

Benenue HpOGKTHOﬁ, MMOJIL30BATEILCKOH 1 BKCHHyaTaLIHOHHOﬁ
AOKYMCHTalluu (B obnactu Q)YHKHI/IOHEIHLHBIX BOSMO)KHOCTCI;'I) Ha CUCTCMBbI
aBTOMAaTHU3alluu 1 I_[I/I(i)pOBI/I?»aI_II/II/I IMPOLICCCOB YIIPABJICHUS [ICPCOHAIIOM

dopmynupoBaHue MPEUIOKEHUI 110 MOJICPHU3ALNN U PA3BUTHIO
CYIIECTBYIOIINX CUCTEM aBTOMATH3AIMK U IIU(DPOBU3ALINHU YITPABICHHS
NIEPCOHAIIOM

OOGecneunBaTh coOII0ICHIE TPeOOBAaHUM 3aKOHOIATENHCTBA Poccuiickoi
denepany ¥ KOPIOPATUBHBIX MOJUTUK B 00JIACTH 00paOOTKH MEePCOHATBHBIX
JTAHHBIX ¥ KOH(UAEHIIMATbHON HHpOpMau

HeoOxonumele ymeHust

Cobupate, aHaTM3UPOBATh U CUCTEMATU3UPOBATH HEOOXOAUMYIO
MHOPMAIIHIO IJIs1 aBTOMATH3AINU ¥ UG POBU3AIINH ITPOIIECCOB YITPABICHHS
MIEPCOHAJIOM M 00eCIIeUeHHs KaJpOBOil 0€30MacHOCTH

VYrpapnsate QyHKIIMOHAIBHBIMUA TPEOOBAHUSMU, TAIAMH MPOEKTOB
aBTOMAaTH3aIUH U UG POBU3AINN YITPABICHUS TIEPCOHATIOM, M3MEHEHUSIMH B
HHX

Paborats B cucTemax yrpaBieHUs TPOEKTaMU, TPeOOBAHUSIMH U
TOopaboTKaMHU 1O HUM

P3.3pa6aTLIBaTL TCCTOBBIC U IPUCMOYHBIC CUCHAPUU JEMOHCTPAIIMOHHBIX U
06yqa101111/1x MaTcpHraJioB

OpranuzoBbIBaTh U MPOBOAUTH 00YYAIOIINE U KOHCYJIbTAllHOHHBIE
MEPONPUATHS JUIs TT0JIb30BATENEeH cUCTeM aBTOMATHU3alMK U UG POBU3ALIMU
IIPOLIECCOB YIIPABJIEHUS IEPCOHAIOM

PaboTaTh B cucTtemax aBTomMaTH3aluy U MU(GPOBU3AITUHN TIPOIIECCOB
yIpaBJICHUS IEPCOHATIOM

['0TOBUTH M 3aUUIIATh SKOHOMHYECKUE U Ka4YeCTBEHHbIE 00OCHOBAHUS U
3¢ deKTh aBTOMATH3AIMU U IH(POBU3ALUH MTPOLIECCOB YIIPABICHHS
IIEpCOHATIOM

Co0ur01aTh HOPMBI TUKHU ACTIOBOTO OOIIEHUS

Heo0OxonnMmele 3HAaHUS

Metop! ynpaBiaeHus pa3BUTHEM U 3((HEKTUBHOCTHIO OPraHU3aMH, METOIbI




aHaJIM3a BBIITOJHEHHS TUIAHOB U TIPOTPAMM, OMPEICIICHHSI HX SKOHOMUYECKOM
3¢ (HEeKTUBHOCTH, METOIBI OOeCTIeUeHUs KaapoBOoil 6e30macHOCTH

Metob! OlleHKH pabOThI CTPYKTYPHBIX MOJIPA3ICIICHUH, Pe3yIbTaTOB U
3¢ (PEKTUBHOCTH NEATETLHOCTH

MCTOHBI MMPOBCACHUA ayJUTAa U KOHTPOJUIMHI'a OICPATHBHBIX YIIPABICHYCCKUX
IIponeccoB

TexHomoruu, MeToAbl U METOAMKHU IIPOBEICHUS AaHAJIN3a U CUCTEMAaTU3aALUN
JOKYMEHTOB M UH(pOpMAIHH

[TonuTuka ynpaBieHus IEPCOHATIOM, KOPIIOPATUBHAS COIMANIbHAS TOJTUTHKA,
KOPIIOpaTUBHAS KYJIbTypa

TapudHo-kBamnpHUKAITMOHHBIE CIIPABOYHUKH padOT U mpodeccuit pabounx u
KB (UKAIIMOHHBIC XapaKTEPUCTHKH TOJHDKHOCTEH CITyKallluX,
npoeCCUOHATLHBIE CTAHIaPThI

OCHOBBI yTpaBiIeHUS IPOEKTaMH (IPUMEHUTEIFHO K IPOSKTaM B cepe
MH(POPMALMOHHBIX TEXHOJIOTHN)

OCHOBBI IPOEKTUPOBAHUS U TOCTPOEHUS HH(POPMALIMOHHBIX CUCTEM,
OCHOBHBIE TEXHOJIOTUHU M TPEHbI, UMEIOIINE OTHOIICHHE K Chepe yIpaBICHHS
IIEPCOHAIIOM

OCHOBEBI JIMOCH3UPOBAHUA IIPOrpaMMHOI'O O6€CHC‘I€HI/I$I, O6pa3OBaHI/IH OCH Ha
NporpaMMHBIC CPCACTBA U OLUCHKU CTOUMMOCTH BJIaACHUS HHq)OpMaHHOHHBIMH
CHUCTEMaMU

OCHOBHBIE ITOJIOKCHUS IpaXXaAaHCKOI'0 3aKOHOAAaTCJIbCTBA Poccuiickoit
d)enepam/m B o0J1acTu HHTCJ’IJ’IGKTy&]’IBHOﬁ COOCTBEHHOCTH

L[eJII/I " CTPATCrusd pa3sBUTHUA OpraHu3allun

HOpMaTI/IBHI)Ie IMMPaBOBBIC AKTHI, OMPEACTIAIOIINE HOMEBI TPYAJOBOT'O ITpaBa

OCHOBBI APXUBHOI'O 3aKOHOAATCIILCTBA 1 HOPMATHBHBIC ITIPABOBBIC AKThI
Poccuiickoii d)ezlepaunn B 00acTu BCACHUA NJOKYMCHTAIUU 1O NEPCOHAITY

OCHOBBI HAJIOTOBOTO 3aKOHOAaTENbCTBA Poccuiickoit deaepanun

OCHOBBI aIMUHUCTPATUBHOTO 3aKOHOAaTeNbCcTBa Poccuiickoit @enepannn B
00J1aCTH yIpaBJICHHS TIEPCOHATIOM U OTBETCTBEHHOCTHU JIOJKHOCTHBIX JIMII

3akoHoaarenbcTBO Poccuiickoil denepaiy 0 NepcoOHANbHBIX TaHHBIX

TpeboBanus 3akoHoaTeNnbcTBA Poccuiickoit @enepannu B 006J1aCTH
IIPUMEHEHHUS dJIEKTPOHHON MOATMCH

JloxanpHBIC HOPMATUBHBIC TOKYMCHTEI OpraHU3alvu B o0JacTu YHOpaBJICHUA
HIEPCOHAIIOM

[Topsimok 3aKyNmOYHOM NesTENbHOCTH, 3aKIIFOUEHUS U BEICHUS JJOTOBOPOB
(KOHTPAKTOB)

Hopwmpl 3THKH 1€710BOTO OOIIICHUS

OcoOble ycrioBus A0OIMyCKa K
pabore

Jpyrue xapakTepucTHKH

3.7.4. Tpynosasi pyHKuHUSsA

AIMUHUCTPHUPOBAHUE MTPOLIECCOB
OIIEPALMOHHOr0 yIPaBJICHUS

i v
HaumeHoBanne  |TIEPCOHAJIOM M PabOTO# CTPYKTYPHOTO Kon | G/04.7 POBCHE 7

MOJIPa3/ICICHUs] OPTaHU3AIMH U
COOTBETCTBYIOIIETO TOKYMEHTOOOOpOTA

KBaJTU(UKAIMH




[Ipoucxoxaenue 0600eHHOM
TPYI0BOI QYHKINH

X 3aMMCTBOBaHO U3

Opuruzan
OpHTrHHAaNa
Kon Peructpanuonssiii Homep
OpUrHHaNIa podeCcCHOHAIBEHOTO
cTaHaapra

TpynoBbie 1eiCTBUS

AHau3 MpoIeccoB TOKYMEHTO000pOTa, JIOKAIBHBIX TJOKYMEHTOB TI0
BOIIPOCAM OINEPALMOHHOTO YIPaBIECHUS IEPCOHAIOM U pabOTON CTPYKTYPHOTO
noJipa3ziesieHus, OU3HeC-MpoLEecCOB OPraHU3alluH, YOBIETBOPEHHOCTH
nepcoHasa

JlokymMeHTanmonHoe 0(popMIIeHHE Pe3yJIbTaTOB ONEPALMOHHOTO YIPABICHUS
nepcoHana u paboThl CTPYKTYPHOTO MOJIPa3/IeieHus], pe3yIbTaToOB ayAuTa
paboThI C MepCOHATIOM

[TonroroBka mpeaaoKeHUi M0 pa3sBUTHIO CUCTEM ONEPALMOHHOIO YIIPABICHUS
MEPCOHATIOM M PabOThI CTPYKTYPHOTO TOAPA3CIICHHS, IO HEOOX0IUMBIM
KOPPEKTHUPYIOIINM U PEBEHTUBHBIM Mepam

Pa3paboTtka cucteMsl aHaM3a M KOHTPOJISE padOTHI IEpCOHANA, MEPOIIPUATHI
110 00eCTIeYeHHIO KaJIpOBOi O€301MacHOCTH

KoHTpoib, cpaBHEHHE 1 aHAJIU3 MPOIIECCOB B 00JIACTH OMEPATUBHOTO
yIOpaBlIeHUS TIEPCOHATIOM, PE3YJIbTATOB YIIPABICHYECKUX MEPOIIPHUAITHIA,
onpeneneHue (akTOPOB, BBI3BIBAIOIINX OTKIOHCHHUE OT TUIAHOBBIX
rokazarTejiei

ITogroroBka u 06pa60TI<a 3aIpocoB, YBCHOMHGHHﬁ, CBEJICHUM O pa6OTHI/IKaX B
rocyJapCTBCHHBIC OPraHbI, HpO(l)eCCI/IOHaJ'II)HBIe COIO3bI, 06IJ_ICCTB6HHLIe
OopraHu3alunu

ConpoBok/IeHHE TOrOBOPOB OKa3aHUs yCIyT M0 BOIPOCaM ONEPATUBHOIO
yIpaBJIeHUs IEPCOHAIIOM U PaOOTON CTPYKTYPHOTO MO/Ipa3AeeHUs, BKIOYas
IIPEIBAPUTEIIBHBIE TPOLIEYPHI 1O UX 3aKJIFOUEHHUIO

[TonroroBka npenaoxeHuil o GopMUPOBAHUIO OIO/KETA HA MEPCOHAT
OpraHu3aIH

Brinonnenue TpeboBaHuil 0 XpaHEHUI0 MH(POPMAIIUK O PE3yJIbTaTax
JIEUCTBUSI CHCTEM OIEPAIMOHHOTO YIIPaBJIEHHUS MTEPCOHATIOM U pabOTOM
CTPYKTYPHOTO TIO/Ipa3ieICHUS

Heo6xoanumelie ymeHust

KonTtponuposate MeponpusaTHs o 00ecrneyeHno KaJpoBoi 6e30MacHOCTH,
IIPOLIECCHI YIIPABIEHUS IEPCOHAIIOM MTOAPA3EIEHNUMN, ONIPEAEIATh UX
PE3yJIbTaTUBHOCTD U BBISBIIATH (PAKTOPHI OTKIOHEHUH OT TJIaHOBBIX
IapaMeTpOB

Pa3pabaTbIiBaTh MpOrpaMMbl JOCTHKEHUS LIEJIeH 1 OTIEPATUBHOTO PEILICHHS
3aJa4 oApa3eJIeHu

AHaIM3UpOBaTh, pa3zpadarbiBaTh U 0QOPMIIATH JOKYMEHTHI IO ONIEPaTHBHBIM
IIpoLIECCaM U UX pe3ysibTaTaM

[IpoBOAMTH ayAUT KaJIPOBBIX MPOLIECCOB, MPOLEAYP, OHOPMIIEHUS KaJpOBbIX
JIOKYMEHTOB M IOKYMEHTOB IO YIIPABJIECHUIO IEPCOHAIOM

KoHTponunpoBatk pacxogoBaHie OIOKETOB Ha MEPCOHAT

OdopMIIATh TOKYMEHTHI IO ONIEPALMOHHOMY YIIPABJICHUIO IEPCOHATIOM H
paboTe CTPYKTYPHOTO MO/Ipa3ieeHUs, IPEACTaBIIeMbIEe B TOCYIapCTBEHHbIC
OpraHbl, IPeACTaBUTEIbHbIC OPraHbl PAOOTHUKOB

ObecneunBaTh TOKYMEHTALIMOHHOE CONPOBOXKICHHE IO CUCTEMaM




OTIEPAIMOHHOTO YIPABJICHUS TIEPCOHAIIOM U PadOTE CTPYKTYPHOTO
MOIpa3ICIICHUS

Oprann30BbIBaTh XPAaHEHHUE IOKYMEHTOB B COOTBETCTBUH C TPEOOBAHHUAMU
TPYAOBOTO U apXUBHOI0 3aKOHOAaTeNbCTBAa Pocculickoit denepanuu u
JIOKaJIbHBIMHU aKTaMH OpPTaHU3aIuN

KOHTpOJ'IHpOBaTb HCIIOJIHEHUEC AOT'OBOPOB IMOCTaBIIMKOB YCIIYT I1I0 BOIIpOCaM
IneépcoHaia

[Tpon3BOIUTH 3aKyIIOYHBIE TPOLEAYPHI, 0DOPMIIATH i aHAIN3UPOBAThH
3aKyIIOYHYIO JTOKYMEHTALUIO

HpOBO,[[I/ITB INEPETOBOPLI U MPEACTABIIATE HHTCPECHI OpraHu3alii B
TOCYJapCTBCHHBIX OpraHax, NpCACTAaBUTCIIbHBIX OpraHax paGOTHI/IKOB 10
BOIIpOCaM IepcoHalia

Bectu nenoByro nepenucky

Bectu yuet u perucrpanuio 10KyMEHTOB B HH(OPMALMOHHBIX CUCTEMAX U Ha
MaTepHAIbHBIX HOCUTEIAX

PaboTatp ¢ nHpOpMAITMOHHBIMU CHUCTEMAaMH, IU(DPOBBIMH yCITYyraMy U
cepBUCaMH B 00J1aCTH ONEPAIIIOHHOTO YIIPABIICHU IEPCOHATIOM U paboTOi
CTPYKTYPHOTI'O IOJpAa3/AeICHUS

dopmMupoBaTh NpeIOKEHUS 10 aBTOMATH3allMU ¥ LU(POBU3ALIUH ITpoLecca
OTIEPALIMOHHOTO YIPABJICHHUS TIEPCOHAIIOM U Pa0OTON CTPYKTYPHOTO
HOJpa3/IeJICHUs

O6GecneunBaTh cOOJIOICHIE TPEOOBAaHUH 3aKOHOIATENbCTBA Poccuiickoi
denepani U KOPIOPATUBHBIX MOJUTHUK B 00J1aCTH 00pabOTKH NEPCOHATBHBIX
JIAHHBIX U KOH(PUICHIMAIbHONW HH(DOpMaIun

Bectu ACJIOBYIO IIEPCIIUCKY

Co0:1r01aTh HOPMBI ATHKH JIEJIOBOTO OOIIIEHUSI

HCO6XOL[I/IMLIC 3HaHUA

CO6J’IIO,[[8.TB HOPMBbI 5TUKH JCJIOBOTO O6H.[CHI/IH

MeTo/b! O11eHKH paboThl CTPYKTYPHBIX MOJpPa3/IeIeHHH, pe3ybTaToB Tpyaa
nepcoHalIa

MCTO)II)I MMPOBCACHUA ay/IUTA U KOHTPOJUIMHI'a OIICPATHUBHBIX YIIPABICHYCCKUX
IPOIIECCOB

@DOopMBI U CUCTEMBI MaTEpUAIBHOIO M HEMATEPUAIBHOTO CTUMYJIMPOBaHUS
TpyZJa IepcoHasna

OCHOBBI JAOKYMCHTAITUOHHOT O obecnieueHUs

[Mopsimox oopmieHns1, BeeHNUS U XpaHEHUS JOKYMEHTAIHH TI0 CHCTEMaM
OTEpPAllMOHHOTO YIIPaBJICHUsI IEPCOHATIOM U paboTe CTPYKTYPHOTO
NOJpa3/IeJIeHUs

[Topsimox popMupoBaHus, BeACHUS 0a3bl TaHHBIX U MPEIOCTABICHUS
OTYETHOCTH IO CUCTEMaM ONEPALMOHHOTO YIPaBIEHHS MEPCOHATIOM U padoTe
CTPYKTYPHOTO TIO/Ipa3IeICHUS

TapudHo-kBanM(pUKaMOHHbIE CIPABOYHUKU PabOT U mpodeccuil pabodyux u
KBAJTM(HKAIIMOHHbBIE XapaKTEPUCTHKH JTOJKHOCTEH CITy’KallluX,
poQeCCHOHAIBHBIC CTAHIAPTHI

HOpMaTI/IBHBIe IMPAaBOBBLIC AKTHI, PCTYJIIMPYIOMIUC ITpaBa U 00513aHHOCTH
TOCYHAapCTBCHHBIX OPraHOB U OpraHu3alru 1o NpeaoCTaBJICHUTO yquHOﬁ
JOKYMCHTallUU

[Topsimox mpoBeAeHUsI 3aKyTIOYHBIX MPOLEayp U 0hOpMIICHUS
COIYTCTBYIOLIEN JOKYMEHTALUN

INomutuka YHpaBJICHUA IIEPCOHATIOM U COLMAJIbHAA IMOJIMTUKA OpraHu3alun




Opranu3alvoOHHO-IITaTHAS CTPYKTYpa OpraHu3aluu

Llenu u cTpaterusi pa3BUTHS OpraHU3auN

buzHec-1an u OU3HeC-IPOLECChl OpraHU3aluu

Crneunanu3upoBaHHble HHOOPMALIMOHHBIE CUCTEMBI, LIM(PPOBBIE YCIYTU U
CEPBHCHI B 00JIACTH ONEPAIMOHHOTO YIIPaBJICHUSI IEPCOHATIOM U paboTOoit
CTPYKTYPHOT'O OJpa3AeICHUS, TPAHULIBI KX TPUMEHEHUS

OcCHOBHBIE METPUKH U AHATUTUYECKUE CPE3bI CUCTEMBI ONIEPALIMOHHOTO
YIOpaBlIeHUS EPCOHAIOM U PabOThl CTPYKTYPHOT'O MOAPA3ACTICHUS

HOpMaTI/IBHBIG IMPaBOBLIC AKTLI, OMPECACTIAIONINEC HOMBI TPYJOBOT'O IIpaBa

OCHOBBI apXUBHOT'0 3aKOHOJIATEJILCTBA U HOPMATHUBHBIE ITPABOBHIE AKThI
Poccuiickoii @eneparuu B 00JIaCTH BEACHUS JOKYMEHTAIUH 110 TIEPCOHATY

OCHOBBI HAJIOTOBOT'O 3aKOHOAaTeNIbcTBA Poccuiickoilt dexneparuu

OcHOBBI MUTPAIITMOHHOTO 3aKOHOAaTeNnbCcTBa Poccuiickoit denepanuu B
00J1aCTH MIPUBIICYCHUS M TPYAOYCTPONCTBA MHOCTPAHHBIX TPaXKIaH M JIHIl 0e3
IpaXk1aHCTBA

OcHOBBI aIMMHHUCTPATUBHOTO 3aKOHOAATENbCTBA Poccuiickoit denepaunu B
00JacTy ynpaBieHUs! IEPCOHATIOM U OTBETCTBEHHOCTH JTOJIKHOCTHBIX JIMLL

3akoHomarenbcTBO Poccuiickoii deneparii 0 MepcoHAIbHBIX TaHHBIX

JloxanpHBIC HOPMATUBHBIC NOKYMCHTELI OpraHrU3alvun B obractu YpaBJICHUA
IIepCoHaJIOM

ITopsiok 3aKIIF0OUEHUS I0rOBOPOB (KOHTPAKTOB)

HpaBHna BCACHUA HCHOBOﬁ MECPCIINCKU

HopMb1 3THKH 1eI0BOTO 00IIEeHUS

Oco0ble yclIoBUS I0ITyCKa K
pabore

Jlpyrue xapakTepucTHKH

3.8. O6o01mennas TpynoBas pynkuus «CTparernyeckoe ynpanjeHue nepcoHaaiom»

CTtpaTernyeckoe ymnpaBJIcHHE VpoBeHb
HanmenoBanue B ynp Kon H P 7

IEPCOHATIOM KB HKALIH
[Ipoucxoxaenre 06001IEHHOM 3auMCTBOBaHO U3

. OpuruHan X
TPYIOBOH QYHKIMH OpHUIHMHaja
Kox PeructpannonHsiii Homep
OpHUrHHANA po¢heCCHOHATHHOTO
cTaHgapTa

Bo3MmoxHbIE HAUMEHOBaHUS
JOJDKHOCTEH, mpodeccuii

JlupekTop 1o nepcoHaimy

JIMpeKTOp 1O yIpaBICHUIO IIEPCOHATIOM

3aMecTuTeNb TUPEKTOPA M0 YNPABICHHUIO IEPCOHATIOM

3aMecTUTENb I€HEPATIbHOTO JUPEKTOPA 110 YIIPABJICHUIO IEPCOHATIOM

TpeboBanust kK 06pa3z0BaHUIO
U 00Yy4EHHUIO

Briciiee oOpa3zoBaHue — Marucrparypa

WK

Bricmee oOpa3zoBanne (HepohUILHOE) — MAarUCTPaTypa M TOMOJHUTEIILHOE
npodeccuoHaIbHOE 00pa30BaHUE — MPOTPaMMBI TTPO(ecCHOHaTEHON
MEPEnorOTOBKH B 00J1aCTH YIPABJICHUS TIEPCOHAIIOM HJIH CTPATETMIECKOTO
yIpaBJICHUS

TpeboBaHMs K OIIBITY

He menee ity et B 06J1aCTH yIpaBlIeHHs IEPCOHAIOM Ha PYKOBOASIINX




MPaKTUYECKON PabOThI

JOJIKHOCTAX

Oco0Oble yclioBUsI TOMyCKa K
pabore

Jpyrue xapakTepuCTUKU

JlononHUTENbHBIE XapaKTEPUCTUKU

HaumenoBanue 6a30Boii rpymnbl, JOTKHOCTH
HaumenoBanue nokymeHnra Kon
(mpodeccun) WM crienuaTbHOCTH
OK3 1212. VYIpasisomue TpyI0BbIMU PeECypcaMu
ETKC wiun EKC 3aMecTUTENb AUPEKTOPA IO YIPABICHUIO IEPCOHATIOM
OKIIATP 25042 HavanpHuk ynpasieHus (crieuaiu3upoBaHHOTO B
MIPOYMX OTPACIISX)

OKCO 2016 5.38.04.01 DKOHOMUKA

5.38.04.02 Meunemxment

5.38.04.03 VYpasiieHue nepcoHaiom

3.8.1. TpynoBasi pyHKuus

Pa3 a6OTKa CUCTCEMBI CTPATCTUYCCKOI'O YpoBeHb
HaumenoBanue p p Kon H/01.7 p 7
yHpaBJICHUA IIEPCOHAIIOM OpraHU3aluu KBaHH(bHKaHHH
[Ipoucxoxaenne 0600meHAO 3auMCTBOBAaHO U3
N Opwurunan X
TPYA0BO# (HyHKIIHU OpUTHHAJIA
Konx Peructpaumonssiit Homep
OpHUTHHAJIA npo¢eCCHOHATBHOTO
CTaHIapTa

TpynoBeie 1encTBUS

ITocTaHOBKA CTpAaTErMYECKUX LEJIEH B YIIPABICHUH MTEPCOHAIIOM U
obecrieueHnn KaJpoBoi 6€30MacHOCTH

Pa3paboTka kopropaTUBHOW MOJUTUKH, TUIAHOB, IPOTPAMM, IPOLEAYP U
TEXHOJIOTMH YIIPABIECHUS IEPCOHAIOM

Pa3paboTka KOpIOpaTUBHOM KYJIbTYPbI U COLMAIBHON MOJTUTUKH, CUCTEM
MOTHUBAIMH, YPPEKTUBHOCTH, OLIEHKU M Pa3BUTHS MIEPCOHATIA

DopMHUPOBAHUE CHCTEMBI OTIATHI M OPTaHU3AIUN TPY/la IepCoHala

Pa3paboTka cucTeMbl OpraHU3allMOHHOTO MTPOSKTHPOBAHNS, TUNITAHMPOBAHNE
OoTPeOHOCTH B MTEPCOHATIE OPTaHU3AINT

Pa3paboTka nporpamm, NpUHIUIIOB CTAHAAPTH3AMH, YHUDUKAIIH,
aBTOMATH3aIMH IPOIIECCOB YIPABJICHUS IIEPCOHANIOM U O€30IaCHBIX YCIOBUN

Tpyaa

(DOpMI/IpOBaHI/Ie 6IOI[)KCT3. Ha ICPpCoOHAI

Pa3zpaboTka TexHoyoruit ayuta paboThl ¢ IEPCOHAIOM U KOHTPOJIITHHTA

Heo6xonnumele ymeHus

Pa3pabateiBaTh cTpaTeruy 1 MOJIUTUKU YIIPABICHHS MIEPCOHATIOM,
obecrieueHns KaJpoBoi 0€30IMacHOCTH

Co3zniaBaTh U ONUCHIBaTh OPraHU3aLMOHHYIO CTPYKTYPY, LI€IH, 3a1a4H,
(YHKINU CTPYKTYPHBIX IMOAPA3ACICHUNA U TOIHKHOCTHBIX JIUI]

[TprMeHsITh METOMBI YIIPABICHUS MEKINYHOCTHBIMUA OTHOIICHUSIMH,
(bopMUpOBaHUS KOMaH]I, Pa3BUTHUS JTUJIEPCTBA U UCTIOTHUTEILHOCTH,
BBISIBJICHUSI TaJIAHTOB, ONPEAEICHUS YIOBIETBOPEHHOCTH paboTOM




OnpenensaTh U aHATU3UPOBATh BHYTPEHHNE KOMMYHUKALIUN, MOJIEIUPOBATh
MOBEJICHUE TIEpCOHaa

HpCI[CTaBJ'IHTI) HUHTCPECHI OpraHru3alu B roCy1apCTBCHHBIX OpraHax, BO
BSaHMOHeﬁCTBHH C IpE€ACTaBUTCIIBHBIMU OpraHaMu pa6OTHI/IKOB I10 BOIIpOCaM
IepcoHaia

CocTaBisiTh, pacCUYUTHIBATH, KOPPEKTUPOBATH U KOHTPOJIUPOBATH CTAThU
pacxo/10B O10KeTOB U (POHIOB HAa IPOrPAMMBbI U MEPOIIPUSITHS 110
YIPaBIECHUIO IEPCOHAIIOM OpPraHU3alun

[TpoBOIUTH ayIUT U KOHTPOJUIMHT B 00JIACTH YIPABJICHUS IIEPCOHATIOM

Pa3pabarbiBaTh KOPIIOPATUBHBIE COITUAIBHBIE IPOTPAMMBbI

Bectu IEPETOBOPLI 11O BOIIPOCaM COLMAJIBHOI'O IMApTHEPCTBA C
MNpEaACTaBUTCIIbHBIMH OpraHaMmn pa6OTHI/IKOB

PaboTatb ¢ nH(pOPMAITMOHHBIMU CUCTEMAMH, YCIIyTaMH U CEPBUCAMH B
00J1aCTH CTPATErMYECKOr0 YIIPABICHHSI IEPCOHATIOM

dopmMupoBaTh MPEIIIOKECHUS 110 aBTOMATH3AIMK ¥ U(POBU3AIIUH ITPOIECcca
pa3paboTKu CTpaTeruu padboThl C MEPCOHATIOM

OpFaHI/ISOBBIBaTB MCPOIIPUATHA T10 00€eCIeYeHHIO BEITOIHEHHUS Tpe60BaHHI>i
OXpaHbI TpyZla B COOTBCTCTBUU C HeﬁCTBYIOIHHM 3aKOHOAAaTCIbCTBOM
Poccuiickoit d)enepaulzm W JIOKAJIbHBIMH aKTaMH OpTraHU3allun

Opranu3oBbIBaTh U MPOBOJUTH MEPONPUSATHS C IEPCOHAIIOM B COOTBETCTBUU C
KOPIIOPATUBHOM COIMATILHOMN MOJTUTUKOM

Ob6ecmieunBath coOMIOICHIE TPeOOBaHMI 3aKOHOJaTEeNIbCTBA Poccuiickoi
®Denepauyl 1 NOIUTUK padoTonaTesnst B 001acT 00padOTKH epCOHATBHBIX
JAHHBIX ¥ KOH(QUACHIIMATEHOW HHPOPMALIUU

Bectu nenoByro nepenucky

CO6J’IIO,[[8.TB HOPMBbI 5TUKH JCJIOBOTO O6H.[CHI/IH

HeoOxoanmeble 3HAaHUSA

MeTtoap! ynpaBieHus pa3BUTHEM U 3P(EKTUBHOCTHIO OPraHU3alMK, aHAIN3A
BBITTIOJTHCHHSA IIJIAHOB M ITPOrpaMm, ONpPEACICHUA UX SKOHOMHUYECKOM
3¢ (HEeKTUBHOCTH, METO/IbI OOECTIeUeHUs KaJpoBoil 0€301acHOCTH

MeTtopl O1IeHKH pabO0ThI CTPYKTYPHBIX MOAPA3/IeTICHUM, Pe3yJIbTaTOB TPY/a
IIepCoHAaJIa

Metoapl MMPOBCACHUA aYJUTOB, KOHTPOJUIMHI'A YIIPABJICHUCCKHUX IPOUCCCOB

MeTtoap! aHaIM3a KOJIUYECTBEHHOI'O U KAYSCTBEHHOI'0 COCTaBa InepcoHajia

MGTO)II)I OpTraHHu3allMOHHOI'O IMMPOCKTUPOBAHUA

CucTeMbl CTaHAAapPTOB MO OU3HEC-TpolieccaM, TpodeccusiM, HOPMBI TPyAa

CucTemMBbl CTaHIAPTOB MO OU3HEC-TIpoIeccam, MpodeccusiM, HOPMBI Tpyaa

MeTo/1bl aHaJIM3a CONUATBHBIX MPOTPAMM M OTIPEICICHUS X YKOHOMHYECKON
3¢ (HEeKTUBHOCTH

TexHoaoruu 1 METOIbI (I)OpMI/IpOBaHI/ISI N KOHTPOJIA 610,[[)KGTOB Ha IICpCcoHaI

TpeboBanust OXpaHbl U OE30MACHBIX YCIOBUM TPY/Ia

Llenu, cTparerus, KOpIopaTuBHas COLUANIbHAS MOJMTHKA U MTOJUTHKA IO
NepCoHaNy, KOPIOpaTUBHAS KYJIbTypa

OCHOBBI TEXHOJIOTHHI IMPONU3BOACTBA U ACATCIILHOCTHU OpTraHHU3allun

OCHOBEI COIIMOJIOTHUH, IICUXOJIOTUH U DKOHOMUKHU TPpyda

OCHOBBI yHhpaBJICHUS COONUAJIBHBIM PA3BUTUCM OpraHU3allun

MeTo 16 TPOBEICHUS COIMOJIOTHYSCKUX UCCIICIOBAHUHN, H3YUCHHS
0O0II[ECTBEHHOTO MHEHUS

OpranuzanyoHHasi CTPYKTypa OpraHu3aliuu

TapudHo-kBanudpUKaMOHHbIE CIPABOYHUKN PadOT U mpodeccuil pabodynx u




KBaTM()UKAIIMOHHBIC XapaKTEPUCTUKHU JTOJDKHOCTEH CITyKaIllnX,
npodeccuoHaNbHbBIE CTAHAAPTHI

Crneunanu3upoBaHHble HHOOPMALIMOHHBIE CUCTEMBI, LIM(PPOBBIEC YCIYTU U
CEPBHCHI B 00JIACTU CTPATETHUECKOr0 YIPaBJICHHs IEPCOHATIOM, TPAHUIBI UX
IPUMEHEHUS

OCHOBHBIC MCTPUKHU U aHATUTUYCCKUE CPE3BI CTPATCTUUCCKOI'0O YIIpaBJICHUSA
IepcoHaaIoM

HOpMaTI/IBHBIG IMPaBOBLIC AKTLI, OMPECACTIAIONINEC HOMBI TPYJOBOT'O IIpaBa

OCHOBBI aQpXUBHOT'0 3aKOHO/IaTEJICTBA U HOPMATUBHBIE TIPABOBBIC AKThHI
Poccutickoii deneparyu B 00aCTH BEACHUS JOKYMEHTAIUH 110 ITEPCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHO1aTeNibcTBa Poccuiickoit deneparuu

OcHOBBI MUTPAIITMOHHOTO 3aKOHOAaTeNnbecTBa Poccuiickoit denepanuu B
00J1aCTH MPUBIICYCHHUS U TPYAOYCTPOHCTBA MHOCTPAHHBIX IPaXIaH U JHIl 0e3
IpaXk1aHCTBA

OCHOBBI QJIMUHUCTPATHBHOTO 3aKOHOATENbCTBA Poccuiickoit denepanun B
00J1aCTH yIPaBJICHHS TIEPCOHATIOM U OTBETCTBEHHOCTHU JOJKHOCTHBIX JIMII

3akoHomarenbcTBO Poccuiickoit deneparin o MepcoHAIbHBIX JaHHBIX

JloxanpHBIC HOPMATUBHBIC aKThI OpraHru3alu B obiacTu YHpaBJICHUA
HIEPCOHAJIOM

ITopsiiok 3aKIIF0OYEHUS I0rOBOPOB (KOHTPAKTOB)

HpaBHna BCACHUA HCHOBOﬁ MNCPCIINCKU

HopMb1 3THKH 1eI0BOTO 00IIEeHUS

Oco0ble yci10BUS 10ITyCKa K
pabote

Jlpyrue xapakTepucTHKU

3.8.2. TpynoBas pyHKuus

HaumenoBanue

Peanmuzanusa cucteMsl CTPATCTUYCCKOT'O
YHpaBJICHUA IIEPCOHAIIOM KBanuQuKauu

Kon | H/02.7 Yposerb 7

[poucxoxaenre 06001IEHHOM
TPYIOBOH YHKIMH

3anMMCTBOBAHO U3

Opurunan X
OpUTHHAIA
Konx Peructpaumonssiit Homep
OopuTHHaNIA po¢ecCHOHATBHOTO
cTaHaapTa

TpynoBeie 1elCTBUS

[TnanupoBaHue NeSTEIBHOCTH U pa3padoTKa MEPONPUATHH MO YIIPABICHHUIO
[IEPCOHAJIOM JJIs pealn3alluy CTPATErn4eCKuX LeJIeld OpraHu3auu u
oOecrieyeHns KaJpoBoi 6€30MacHOCTH

BrenpeHne nMonuTHK, IUIAHOB, TPOrpaMM, IPOLELYP U TEXHOJIOTHH 110
YIPABIECHUIO IEPCOHAIOM

[TocTpoeHne opraHu3aMOHHON CTPYKTYPBI C YUETOM IUIAHOBOM MOTpeOHOCTH
B [IEPCOHAJIE U B3aUMOJECUCTBUS CTPYKTYPHBIX MOAPA3ACICHUN OPraHu3auu

Buenpenue u noanepxkaHue KOPIOPaTUBHON KyJIbTYPbI U COLUATIBLHON
MOJUTHUKH, CHCTEM MOTHBALIUH, 3()(HEKTUBHOCTH, OLICHKU U Pa3BUTHS
[epCcoHalIa

BHe;[peHHe U IOAACPKAaHNUC CUCTCMbI OPraHu3aliu TpyJda U OIjIaThl
HiepcoHasa




VrpaiieHre BHEAPSHUEM ITPOTPAMM U TIPUHIIUTIOB CTaHIapTH3AIINH,
YHI/I(bI/IKaI_[I/II/I, aBTOMAaTu3alu MpouccCoB ynpaBJICHUA IICPCOHATIOM U
0e30MacHbIX YCIOBHH Tpyaa

OpFaHI/I3aL{I/I5[ IMPOBCACHUA ayJUTa U KOHTPOJIJIMHI'a B YIIPAaBJICHUN
IEpcoHaaIoM

[TocraHoBKa 3a/1a4 PyKOBOJUTEINSM CTPYKTYPHBIX MOJIpa3iesieHuH,
orpeziesieHue MaTepUAIbHO-TEXHUYECKUX PECYPCOB JUIS UX BBITOJIHEHUS

CornacoBanue yca0BUI 3aKIH04YaEMBbIX JOTOBOPOB 110 BOIIPOCaM yIPaBICHHUs
HEPCOHAIOM

Opranu3zanus NpoBEAEHUS 3aKyIIOYHBIX MPOLIEAYP 10 BOIIPOCAM YIIPABICHUS
MIEPCOHAIOM M 0(hOPMIICHUS COMTYyTCTBYIOIICH TIOKYMEHTAIIUN IO HUM

dopmupoBaHue Or0KETa Ha IEpPCOHAT

Pa3pabotka TexHOIOTHil ayiuTa paboThl ¢ NEPCOHATIOM M KOHTPOJUIMHTA

HpI/IMeHeHI/Ie K pa6OTHI/IKaM MCP MOOIIPCHHA U AUCHUIIIIMHAPHOI'O B3bICKAHU S

HeobOxonumelie ymeHus

[Tpon3BOIUTE aHATU3 JACSITEILHOCTH 0 YIIPABICHUIO TIEPCOHAIIOM,
paszpabaThiBaTh okasareiu 3 (HEKTUBHOCTH PaOOTHI

DopMHUpPOBATH IIJIAHBI U MEPOIIPUATHSA 110 YIIPABICHUIO IIEPCOHAIOM U
00eCTIeYeHHIO KapOoBOii OE301TaCHOCTH

PaccuntheiBaTh 6I-O,Z[)KGT B oOJracTu yHpaBJICHUA IICPCOHATIOM

OHPCHGHHTB 30HBI OTBECTCTBCHHOCTH pa6OTHI/IKOB n noz[paszleneHHﬁ, CTaBUTb
3aa4u pyKOBOAUTCIISIM noz(pameneﬁnﬁ H 00ecreunBaTh PECYpPChI UIsL UX
HUCIIOJIHCHUA

KoHTposmpoBaTh 1 KOPPEKTUPOBATH UCIIOJHEHUE OPYUCHUHN U 33124

YrpaBnars 3 (HeKTHBHOCTHIO U BOBICUEHHOCTHIO MEPCOHANa, JUCITUILTNHON
Tpya u cobtoiIeHreM 0e30MMacHbIX YCIOBUHN Tpyaa

Bectu MEPETOBOPLI IO BOIIPOCAM COIUAIIBHOTO MAPTHEPCTBA U ITPEACTABIIATH
HHTEPCChI OpTraHrU3ali B TOCYJapCTBCHHBIX OpTraHax, MPEACTABUTCIIbHBIX
opraHax pa6OTHI/IKOB N OpraHu3aluAaxX 110 BOIIPOCaM II€pCOHAA

Paborate ¢ MHPOPMAIIMOHHBIMU CUCTEMaMHU, HU(POBBIMU YCIyraMH U
CEPBHCAMH 110 YIIPABJICHUIO [IEPCOHAIOM

[TpoBOAMTH ayAUT U KOHTPOJUIMHT B 00JaCTH yIpaBJICHUsI IEPCOHATIOM

@®opMupoBaTh U NPOBOAUTH COLUATIBHYIO ITOJINTUKY U COLLUAJIbHBIE
IPOTrpamMMBbl

Bectu MEPETOBOPLI € TOCTABIIUKAMU YCIIYT 11O YCIOBHUAM 3aKIIHOYAaCMBbIX
A0roBOpoOB

[Tpon3BoauTh 3aKynOYHbIE TPOLEAYPHI, ODPOPMIIATH U aHATTU3UPOBATH
3aKyTIIOYHYIO JOKYMEHTAIUIO

Ob6ecnieunBath coOM0IeHNE TpeOOBaHMI 3aKOHOJaTeNbCcTBA Poccuiickoi
®denepanny ¥ KOPIIOPATHBHBIX MOJIMTHK B 00J1aCTH 00pabOTKH TIEPCOHATBHBIX
JAHHBIX U KOH(}UIeHMaIbHON HHpOpMaK

CO6J’IIO,Z[3.TB HOPMBbI OTUKHA JCJIOBOTO O6H.ICHI/I$I

Heo0OxonnMele 3HaHUS

MeTobI yrIpaBiIeHUS pa3BUTHEM U 3P(EKTUBHOCTHIO OPTaHU3AINH, METOTBI
aHaJIM3a BBIMIOJIHEHUS TUTAHOB U MPOTPaMM, OTIPEIEIICHUS UX SKOHOMHYECKOH
3¢ (HEeKTUBHOCTH, METOIBI OOECTIeUeHUs KaapoBoil 6e30MmacHOCTH

Opranuzanus yrnpaBjieHus pa3BUTHEM OpTraHU3alHI

Teopuu ynpaieHHs] OpraHU3alUEN, OJIUTUKA U CTPATETUs YIIPABJICHUS
IIEPCOHAIIOM

ITonuTHka yrnpasiieHUs IEPCOHATIOM, KOPIIOPATUBHAS COLIMAJIbHAS TIOJIUTUKA,
KOpIIOpAaTUBHAs KyJIbTypa




Mertop! aHaM3a BBHIIOIHEHHS TUIAHOB M 337134, OTIPECIICHNS UX
HKOHOMHYECKON 3P PHEKTHBHOCTH

MeTo/1b1 OIICHKH pe3yibTaToB U 3(PPEKTUBHOCTU TPyAa

Metonbl BHEIPEHUS CUCTEMBI YIIPABIIECHUS [IEPCOHAIOM

MCTOI[BI OpTraHHu3allMOHHOI'O IMIPOCKTUPOBAHUA

OcHOBBI PabOTHI IO TPO(HECCHOHATLHOW OPUECHTAIIUN

MeToauKH TUTaHUPOBAHMS U IIPOTHO3UPOBAHUS MTOTPEOHOCTH B TIEPCOHAIIE

HCJ’II/I, CTpaTerus pa3sBUuTHA U OusHec-IIaH OpraHu3anun

Teopuu u MeTOIbI POPMUPOBAHUS OpEHIA OpPraHU3AIUN

TpeGoBanus OXpaHbl TpyJa U 0€30IaCHBIX YCIOBUN Tpyda

MCTOI[I/IKI/I paBpa6OTKI/I W BHEAPCHUA JIOKAJIbHBIX HOPMAaTUBHBIX aKTOB

ITopsimok 3aKIIFOUYEHUS] TPYLOBBIX TOTOBOPOB, PErYJIUPOBAHUS TPYIOBBIX
CIIOpOB

OCHOBBI COIMOJIOTHH, IICUXOJIOTUH, SKOHOMUKHU TPpyAa U YIIPABJICHUSA
COLMAJIBHBIM PAa3BUTUCM OpraHU3allun

MeTtobl MMPOBCACHUA COLUOJIOTHYCCKUX HCCHCHOB&HHﬁ, HU3YyUCHUA
O6H.[CCTBCHHOFO MHCHUA

Texnonornu IMMPOBCACHUA ayJJUTa U KOHTPOJUIMHI'A B YIIPABJICHUHW ICPCOHATIOM

[Topsimox mpoBeAeHUsI 3aKyTIOYHBIX MPOLIETYp U 0hOpMIICHUS
COINYTCTBYIOLIEN JTOKYMEHTALUU

TeXHOJ'IOFI/II/I, CTaHdapTu3anus, YHI/I(I)I/IKaI_II/ISI, AaBTOMAaTH3alu:A IIpouccCoB
YHpaBJICHUA IIEPCOHAIIOM

OpranuzanyoHHasi CTpyKTypa OpraHu3aluuu

TapudHo-kBanu(pUKaMOHHbIE CIPABOYHUKU Pa0OT U mpodeccuit pabouux u
KB (UKAIIMOHHBIE XapaKTEPUCTHKH TOJHDKHOCTEH CITyKalluX,
npodeccuoHanbHbIe CTaHAAPTHI

Crienmanu3upoBaHHble HH(OPMAIIMOHHBIE CUCTEMBI, TU(PPOBBIE YCIYTH U
CEpPBHUCHI B 00JIACTH CTPATEIMYECKOT0 YIIPABICHHSI IEPCOHATIOM, ITPAHUIIBI UX
IPUMEHEHUS

OCHOBHBIC METPHKHU M aHATUTHYECKUE CPE3bI CTPATETUIECCKOTO YIIPABICHUS
MIEPCOHAIIOM

OCHOBBI aQpXUBHOT'O 3aKOHO/IATENIHCTBA U HOPMATUBHBIE TIPABOBBIC AKTHI
Poccutickoit deneparyu B 00JaCTH BEACHUS JOKYMEHTAIUH 110 TEPCOHAITY

OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNIbcTBA Poccuiickoi denepanun

OCHOBBI MUT'PAIIMOHHOTO 3aKOHOAATCIILCTBA Poccuiickoit (Dezlepaum/l B
obiactu MMPUBJICYCHUA U pr,[[O}’CTpOI\/'ICTBa HHOCTPAHHBIX I'paXJIaH 1 JIUI] 0e3
T'paXXJaHCTBA

OCHOBBI AIMUHUCTPATUBHOTO 3aKOHO1aTesibeTBa Poccuiickoit denepanu B
obnacTu ynpaBieHUs IEPCOHATIOM U OTBETCTBEHHOCTH JTOJKHOCTHBIX JIHIL

3akoHogarenscTBO Poccuiickoit denepannu o nepcoHanbHBIX TaHHBIX

[Topsimok 3aKITFOYEHUS TOTOBOPOB (KOHTPAKTOB)

JlokanpHbIE HOPMATHUBHBIE aKTHI B 00JIACTH YIPABIICHUSI IIEPCOHATIOM

[IpaBuna BeaeHUs 1ET0BOM MEPEMTUCKHI

HOpMLI OTHUKH JCJIIOBOT'O O6H.ICHI/I$I

Oco0Oble yclioBHsI TOMyCKa K
pabore

Jpyrue xapakTepuCTUKU

3.8.3. TpyaoBasi pyHkumsi




HanmenoBanue

AJIMUHHCTPUPOBAHHUE MTPOLIECCOB
CTPATCTUYCCKOI'0 YIIPaBJICHUS

MIEPCOHAJIOM M COOTBETCTBYIOIIETO KBANMUKAHHT
JOKYMEHT0000pOoTa

Kon | H/03.7 Yposeik 7

IIpoucxoxaenne 0600meHHO
TPYAOBOH (HyHKIIHA

3anMCTBOBAHO U3

Opurunan X
OpHUTHHAIIA
Kon PeructpanmonHsiit Homep
OpHUTHHANA po¢eCCHOHATHHOTO
CTaHgapTa

TpynoBsie 1eicTBUS

JlokyMeHTanmoHHoe ohopmiieHHE pe3yIbTaTOB YIIPABICHUS [IEPCOHAIOM, €T0
ayqiuTa, paboThl CTPYKTYPHBIX MOAPA3ICICHUN

JIOKyMEHTaIlMOHHOE ¥ OPTaHU3allMOHHOE COIIPOBOXKICHHE CTPATErMYECKOTO
YIOpaBIEHUS IEPCOHATIOM U pabOTON CTPYKTYPHBIX MOIpa3aeieHui

[ToaroroBka npemyioKEHN MO Pa3BUTHUIO CUCTEM YIPABJIEHUS IEPCOHAIOM,
oOecrnieueHus KaJipoBOi O€30M1aCHOCTH, [0 HEOOXOIUMBIM KOPPEKTUPYIOLIUM
Y TIPEBEHTHBHBIM MEPaM H 10 OBBIIICHUIO 3()(HEKTHBHOCTH PadOTHI
CTPYKTYPHBIX TOApa3IeICHUI

KoHTpomb nporeccoB B 00J1aCTH yIpaBIeHUS TIEPCOHATIOM U PaOOTHI
CTPYKTYPHBIX [10/Ipa3/ieJIeHUui, CPaBHEHUE U aHAJIU3 IPOLIECCOB, PE3YJIbTaTOB
YIPaBIEHYECKUX MEPOIPUITUH, ONpeiesieHue PaKTOPOB, BHI3BIBAIOLINX
OTKJIOHEHHE OT IIJIaHOBBIX IIOKa3aTesen

CornacoBaHu€e ¥ KOHTPOJIb JOTOBOPOB 110 BOIPOCAM U CUCTEMaM
CTPaTEruyecKoro yrnpaBjieHHsl IEPCOHATIOM U paboTe CTPYKTYPHBIX
10JIpa3/iesIeHnH, OpraHu3alus Ipoueayp 1Mo uX 3aKJIF0UEHUI0

[TonroroBka nmpenaoKeHui Mo 00eCeUYeHNI0 COOTBETCTBUS OpraHU3aluH U
OIIaThl TPyJa MEepCOHaja YCIEIIHBIM KOPIIOPATUBHBIM NTPAKTUKAM

Heo6xoanmele ymeHust

AHann3upoBatk, pazpadarbiBaTh U 0QOPMIIATH JOKYMEHTHI IO MTpoLieccaM U
pe3yJbTaTaM yIpaBJeHHs IEePCOHAIOM U paboTe CTPYKTYPHBIX
MOAPAa3ACIICHUN

HpI/IMeHHTL MCTOABI aHaJIn3a 6I/I3HCC—Hp0I_IeCCOB OopraHu3alunu

OnpenensTb NporpaMMbl JOCTHXKEHUS LIEeH U peleHus 3a1a4
MOpa3IeICHUI

[TpoBOIUTH ayIUT CUCTEMBI YIIPABJICHUS IEPCOHATIOM M CUCTEMBI
oOecrieueHns KaJpoBoi 0€30IacHOCTH

HpOBO,I[I/ITB KOHTPOJUJIMHI CUCTEMBI YIIPABJICHUA IICPCOHAIOM

KoHTponnpoBatek Or01KeT Ha IEPCOHAI U yIPaBJIEHUE pacXoJaMH Ha
HepCOHa

OpFaHI/I3OBBIBaTB COIMMPOBOKACHUEC JOTOBOPOB IO BOIIPOCAM YIIPaBJICHUA
MEpCOHAIOM, BKIIIOYasA MPECABAPUTEIIBHBIC ITPOUCAYPEI 11O UX 3aKIFOYCHHUIO

OpraHu30BbIBaTh 3aKyNOYHbIE TPOLEAYPHI, OPOPMIIATh U aHATTU3UPOBATD
3aKyNOYHYIO JOKYMEHTAIUIO

KOHTpOJ'IPIpOBaTI) M aHAJIM3UPOBATH BOIIPOCHI COLIMAJIBHOI'O IMapTHEPCTBA,
JOroBOPLI MTOCTaBIIUKOB YCIIYT

[TpoBOAUTH MEPETOBOPHI U MPECTABIATH MHTEPECH OPTaHU3AIUY B
rOCyapCTBEHHBIX OpraHax, mpodeccnoHalbHbIX COI03aX U JPYTHX
MPE/ICTaBUTENbHBIX OpraHax pa0OTHUKOB U OpraHU3aLUsAX 110 BOIPOCaM
nepcoHasa




PaGoTaTh ¢ nHGOPMAIIMOHHBIMU CHCTEMaMU, ITU(PPOBBIMHU YCITyTaMH U
CEPBHCAMH 10 YIIPABJICHUIO MIEPCOHATIOM

ObecnieunBaTh JOKYMEHTAIIHIOHHOE COMPOBOXKICHHUE MPOLIECCOB YIIPABICHUS
MEPCOHAIOM M pabOTOM CTPYKTYPHBIX MOAPA3ACICHUN

Oprann3oBbIBaTh XpAaHEHHUE JIOKYMEHTOB B COOTBETCTBUHU C TPEOOBAHUSIMU
TPYAOBOTO U apXUBHOI0 3aKOHOAaTeNbCTBAa Pocculickoit denepanuu u
JIOKaJIbHBIMHU aKTaMH OpPTaHU3aIuN

ObecnieunBath coOm0IeHrE TpeOOBaHM 3aKOHOJaTeNIbCTBA Poccuiickoi
denepannu 1 KOPIOPATHBHBIX MOJUTUK B 00JacTH 00pabOTKH MEPCOHAIBHBIX
JAHHBIX ¥ KOH(QUACHIMATEHOW HHPOPMALIUU

Co0r01aTh HOPMBI TUKHU JACIIOBOTO OOIIEHUS

Heo0xoanmble 3HaHUS

ConuanbHas MOJIUTUKA, KOPIIOPATUBHAS KYJIbTYpa, CUCTEMbI MOTHBAIIMH U
5 (HEeKTUBHOCTH YIIPaBJICHUS [IEPCOHATIOM

MeTob! yrpaBieHUs pa3BUTHEM U d3P(EKTUBHOCTHIO OPTAaHU3AINH, METOIBI
aHaJIM3a BBITTOJIHCHUS TUTAHOB M IIPOTPaMM, OTIPEICIICHUS X SKOHOMHYECKOH
3¢ peKTUBHOCTH, METO/IBI OOECIICUeHUs KaJIpOBOI 0€30MaCHOCTH

MCTOZ[LI MMPOBCACHUA ay/IUTA, KOHTPOJIA OIICPATUBHBIX YIIPABJICHUYCCKUX
MponeccoB, CONUOJIOTNICCKUX I/ICCJIeI[OBaHI/Iﬁ

bu3nec-mnax u 6H3HCC—HPOHCCCH OpraHu3annuu

bromxetrHoe IIPOCKTUPOBAHUC

Opranu3anroHHOE IPOEKTHPOBAHNE

CDOprI, MCTOAbI U CUCTCMbI MAaTCPHUAJIbHOI'O 1 HEMATCPUAJIIbHOI'O
CTUMYJIMPOBAHUS TpYyda IICPCOHAIA

CucreMsbl cTaHAApTOB 10 OU3HEC-TIpOLIEcCcaM, PO ECCHsIM
(crienuanbHOCTAM), HOPMBI TPy Aa

MeTtoap! aHaIM3a KOJTUYECTBEHHOI'O U KAYSCTBEHHOI'O COCTaBa nepcoHajia

ITonuTnka OopraHu3aluu 1o NepCoHalry

[Topsimok popMupoBanus, BeIeHUs 0a3bl JAHHBIX U IPEIOCTABICHUS
OTYETHOCTH IO CUCTEMAaM YIPABJIEHUS IEPCOHAIOM U pabOTe CTPYKTYPHBIX
MOAPAa3ACIICHUN

OCHOBBI JOKYMEHTAIIMOHHOTO O0ecreueHus, MopsiioK 0pOopMIICHUS
JIOKYMEHTOB, NPECTABIISIEMBIX B TOCY/IapCTBEHHbIE OPTaHBI,
poQeCCHOHAIBHBIE COI03bI, OOIIIECTBEHHBIE OPTaHU3AIII

HCJ'H/I " CTPATCrusd pasBUTHUA OpraHU3allun

[Topsimox mpoBeACHUS 3aKyTTIOYHBIX MPOLIETYP U 0hOpMICHUS
COMYTCTBYIOIIEH TOKYMEHTALUH

HopMmaTuBHBIE ITpaBOBbBIE aKThl, PETYJIHPYIONINE TPaBa U 00SA3aHHOCTH
rOCYJJapCTBEHHBIX OPraHOB U OpTaHU3aIMi MO MPEAOCTABIECHNIO YUYETHON
JIOKyMEHTalUU

OpraHu3zanoHHas CTPYKTypa OpraHU3alli U BaKaHTHbBIE JOJKHOCTH
(mpodeccun, criennaTbHOCTH)

TapudHo-kBanM(pUKaMOHHbIE CIPABOYHUKU PabOT U mpodeccuil pabodux u
KB (PUKAIIMOHHBIE XapaKTEPUCTHKH TOJHDKHOCTEH CITyKalluX,
npodeccuoHanbHble CTaHAAPTHI

Criennanu3upoBaHHbIE HH()OPMAIIMOHHBIE CUCTEMBI, IU(POBBIE YCIYTH U
CEpBHUCHI B 00JIACTH a]MUHUCTPUPOBAHUS IIPOLIECCOB CTPATETHUECKOTO
yIpaBJIEHUS TIEPCOHAIIOM, B O0JIACTH JOKYMEHTOO0OPOTA, IPaHUIIBI HX
IPUMEHEHUS

HOpMaTI/IBHbIG IMMPaBOBLIC AKTLI, OMIPCACTIAIOIINEC HOMBI TPYJOBOT'O ITpaBa




OCHOBBI apXMBHOI'O 3aKOHO/ATENIBCTBA U HOPMATUBHBIE IIPABOBBIC AKThI
Poccwuiickoit @eneparuu B 001acTH BEACHHS TOKYMEHTAILIUU TI0 IEPCOHATY

OCHOBBI HAJIOTOBOT0 3aKOHO1aTeNibcTBa Poccuiickoit deneparuu

OcHOBBI MUTPALITMOHHOTIO 3aKOHOAaTeNnbecTBa Poccuiickoit denepanuu B
00J1aCTH MPUBIICYCHUS U TPYAOYCTPOHCTBA MHOCTPAHHBIX IPaXKIaH U JHIl 0e3
IpaXk1aHCTBa

OcHOBBI aIMMHHUCTPATUBHOTO 3aKOHOAATENbCTBA Poccuiickoit denepaunu B
001aCTH yIpaBJiIeHUs IEPCOHATIOM U OTBETCTBEHHOCTH JOJDKHOCTHBIX JIHIL

3akoHo atenbcTBO Poccuiickoi Denepaniuu 0 MepCcoOHaIbHbIX JaHHBIX

JIokanbHbBIC HOPMATUBHBIC aKThI OpraHru3anu B obactu YHpaBJICHUA
IepcoHaaIoM

ITopsiiok 3aKIIFOUEHUS 10TOBOPOB (KOHTPAKTOB)

Hopwmbl 3THKH 1€7T0BOTO OOIICHUS

OcoOsle yciioBus J0IycKa K
pabote

Jpyrue xapakTepuCTUKH

IV. CBenennsi 00 opranu3anusix — pa3padoTuynKax npogeccCuoHaAJIbHOI0 CTAHAAPTA

4.1. OTBeTCTBEHHAs1 OPraHU3alUA-PA3PaAdOTUHK

CoseT 1o HpO(l)eCCI/IOHaJILHLIM KBaJ'II/I(I)I/IKaI_[I/ISIM B o0iacTu yHpaBJICHUA IIEPCOHATIOM

4.2. HanMeHOBaHMSl OpPraHU3aLMii-pa3padoTYNKOB

1 Arpoxonnunr « CTEIIby», ropon Poctos-Ha-/{oHy

2 AO «KonuepH Pocaneproarom», ropog Mocksa

3 AO «OMK», ropon Brikca, Himkeropoackas obiacts

4 Kommnanus «Metannounsect», ropoa Mocksa

5 MoOCKOBCKUI METPONOIUTEH, ropos Mocksa

6 WucrutyT 3anaroctu u npodeccuit PI'AOY BO «HayuHo-uccnenoBaTeabCKuii yHUBEPCUTET
«BpIcIas mKosaa 3KOHOMHUKNY, ropost MockBa

7 HOUY «MHCTUTYT TpodeCCHOHATIBHOTO KaJApOBUKay, Topoa MockBa

8 OOOP «Coro3 paboTonaresneil pakeTHO-KOCMHUYECKOM MpombIlieHHOCTH Poccuny, ropoa Mocksa

9 OOP «Poccuiickuii cor03 TpOMBIIIIEHHUKOB U MpeaNpuHUMATeNei», ropoa Mocksa

10 [TAO «I'aznpom HedTH», ropo Cankt-IleTtepOypr

11 ITAO «Poctenexomy», ropoq Mocksa

12 ITAO «Pycl'unpo», ropoa KpacHosipck

13 ITAO «Cesepcranby, ropoj UYepenoser, Bonoroackas o6iacts

14 I[TAO A®K «Cucremay, ropoa Mocksa

15 CPOO «Accouunanus pyKOBOAUTEIEH U CIIEUAINCTOB 110 YIIPABICHUIO YEIOBEYECKUMU PECypCaMm»,
ropon ExatepunOypr

16 CPOO «Accouunanys pyKOBOAUTENEH U CIEUAINCTOB 110 YIIPABICHUIO YEIOBEUECKUMU PECypCaMm»,
ropox ExarepunOypr

17 OI'bY «BHUU tpyna» Muntpyna Poccun, ropon Mocksa

18 UV «llenTp nnaHupoBaHMs U UCIOJIb30BaHUA TPYAOBBIX pecypcoB I'asmpomMay, ropox Mocksa







