JokyMmeHT npepoctasneH KoHcynbTaHTIN0C

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

MWHUCTEPCTBO TPYA Y COLMANBHOM 3ALLUTbI POCCUMNCKON SEAEPALUN

MNPUKA3
OT 6 OKTA6pA 2015 r. N 691H

OB YTBEPXAEHWUU NPOPECCUOHANIBHOIO CTAHAOAPTA
"CNELUANNCT NO YNPABJIEHNIO NEPCOHANIOM"

B cooTBeTcTBUM C NyHKTOM 16 MMpasun pa3paboTKM, YTBEPXKAEHUA M NMPUMEHEHMA MNPOPECCUOHANbHbIX CTaHAAPTOB, YTBEPMKAEHHbIX MOCTAaHOBAEHWEM
MpasuTenbcTBa Poccuiickoit depepaumm ot 22 aHBapa 2013 r. N 23 (CobpaHue 3akoHogaTenbcTBa Poccuiickoit depepaumm, 2013, N 4, cT. 293; 2014, N 39, cT.
5266), NnpuKasbiBalto:

YTBEpANTb Npuaaraemblii NpodeccnoHanbHbl cTaHAapT "CneunanmcT no ynpasaeHuto nepcoHasom".

MwuHunctp
M.A.TONWNINH

YTBepKaeH

npuMkasom MuHUCTepcTBa Tpyaa
N COLMaNbHOM 3aLLUTbI
Poccuiickoin Pegepaumn

OT 6 OKTAGPA 2015 1. N 691H

NPO®ECCUOHA/IbHBIA CTAHOAPT

CNELMANUCT NO YNPABJIEHNIO NEPCOHA/IOM
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559

PerncrpaumoHHbIn

HoMep
|. Obuwme cBeeHUA
YnpasneHne nepcoHaaoM OpraHusaumm ‘ 07.003 ‘
(HaumeHoBaHWe BuAaa npodeccMoHanbHOW AeATeNbHOCTH) Kopg,

OcHoBHas uenb Buaa npodeccnoHaibHON AeATEeNbHOCTU:

ObecnevyeHne 3dPeKTUBHOrO PYHKUMOHMPOBAHUA CUCTEMbI YNPaBAEHUA MEPCOHANOM ANA AOCTUMHKEHMSA

uenei opraHnsaumnm

lpynna 3aHATWIA:

1232 PykoBoguTenu noapasgeneHnit 2412 CneumanncTbl NO Kagpam um
(cny»k6) ynpaBneHua Kaapamu u npodopueHTaumm
TPYAOBbIMW OTHOLIEHMAMM

3423 Crneumannctbl KaapoBbIX CYKO K - -
yUYpeKAeHUN 3aHATOCTH

(kog OK3 <1>) (HanmeHoBaHMe) (kog OK3) (HanmeHoBaHwMe)

OTHeceHue K Buaam 3KOHOMMYECKOM AeATENDbHOCTU!

‘ 78.30 ‘ﬂ,eﬂTeﬂbHOCTb no noabopy nepcoHana npoyas
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(kop, OKB3A, (HaMmeHOBaHMe BUAa SKOHOMUYECKOM AeATe/IbHOCTH)
<2>)

II. OnncaHue TpyaoBbix PyHKLUNA,
BXOAALINX B NpodeccMoHanbHbIl cTaHaapT (GyHKLUMOHaNbHAA KapTa
BMAA NPodeccnoHaNbHON AeATENbHOCTH)

0606ueHHble TpyaoBbie pyHKUMM Tpyaosble GpyHKUMM
KoA, HaMmeHOBaHWe YPOBEHb HanmeHOBaHWe KoZ4, YPOBEHb
KBanmodu (nogypos
Kauum €Hb)
KBaINPUK
auum
A JOoKymeHTaUWOHHOe 5 BepneHune opraHM3auNMOHHOM U A/01.5 5
obecneyeHune paboTsbl pacnopAgMTeNbHON AOKYMEHTaLMM No
C NepcoHanom nepcoHany
BeneHve fOKYMeHTaLuUmM Mo yyeTy 1 A/02.5 5
OBVXKEHWIO Kaapos
ALMUHUCTPUPOBAHKUE MPOLLECCOB U A/03.5 5
OOKYMeHTO060pOoTa Mo y4YeTY U ABUNKEHUIO
KagpoB, NpeacTaBieHUI0 AOKYMEHTOB NO
nepcoHany B rocyfapCTBEHHbIE OpraHbl
B |[deaTtenbHocTb No 6 C6op MHdopmauum o notTpebHoCTAX B/01.6 6
obecneyeHuto OopraHusaumm B nepcoHane
nepcoHanom
Mouck, npueneyeHne, noabop n otbop B/02.6 6
nepcoHana
ALMUHUCTPUPOBAHME NPOLLECCOB U B/03.6 6




OOKymeHToobopoTa obecneyeHus
nepcoHanom

JeatenbHOCTb NO OpraHumsauma u nposegeHne OLEHKH C/01.6
OLLEHKe U aTTecTauum nepcoHana
nepcoHana
OpraHusauma n nposeaeHue attectaunm C/02.6
nepcoHana
AAMUHUCTPUPOBAHME NPOLECCOB U C/03.6
OOKyMeHToobopoTa Npu NpoBeaeHnN
OLLeHKM 1 aTTecTaumm nepcoHana
[JeatenbHOCTb NO OpraHusauma n nposegeHue D/01.6
pa3BUTMIO MepcoHana MepPONPUATUIN NO PA3BUTUIO U MOCTPOEHUIO
npodeccmoHanbHOM Kapbepbl MepcoHana
OpraHusaumsa obyyeHus nepcoHana D/02.6
OpraHusauma agantaumm U CTaXKMPOBKM D/03.6
nepcoHana
AOMUHUCTPUPOBAHME NPOLLECCOB U D/04.6
OOKYyMeHTO0b60pOoTa Mo pa3BUTUIO U
npodeccnoHanbHOM Kapbepe, obyyeHuto,
afanTaumn 1 CTaXKMpPOBKe nepcoHasna
[eAatenbHOCTb NO OpraHusauymsa Tpyga nepcoHana E/01.6
OpraHM3auumn Tpyaa u
ONNaTbl NepcoHana OpraHunsauua onnatbl TpyAa nepcoHana E/02.6
ALMUHUCTPUPOBAHMNE NPOLLECCOB U E/03.6
OOKyMeHToob0opoTa No Bonpocam
OpraHusaLumn Tpyaa v onaaTbl nepcoHana
JeaTtenbHOCTb NO Pa3paboTKka KOpnopaTUBHOMN coLMaNbHOM F/01.6




opraHmsauum NOJIUTUKM
KOpNopaTMBHOM
coumanbHoi Peanunsauma KopnopaTusHoM coumanbHon | F/02.6
NOAUTUKM NOJINTUKM
ALMUHUCTPUPOBAHME NPOLLECCOB U F/03.6
[OKymeHTOoob0opoTa No Bonpocam
KOPNOpaTUBHOW COLMANBHOM NOIUTUKM
OnepaunoHHoe Pa3paboTKa cuctembl onepaumoHHOro G/01.7
ynpasieHue ynpasnaeHua NepcoHanom u paboTsl
nepcoHanom u CTPYKTYPHOro noapasaeneHuns
nogpasgeneHmem
opraHusaumm Peanusauua onepaumoHHoro ynpasnenuna | G/02.7
nepcoHanom n paboTbl CTPYKTYPHOro
nogpasgeneHua
AOMUHUCTPUPOBAHME NPOLLECCOB U G/03.7
OOKyMeHTOo0b0opoTa No onepaLMoOHHOMY
ynpaBaeHMo NePCOHaNOM 1 paboTe
CTPYKTYPHOrO noapasgeneHuns
Crparernyeckoe PaspaboTka cucTembl cTpaTerMyeckoro H/01.7
ynpasneHue ynpasaeHua NepcoHa oM OpraHunsauum
nepcoHanom
opraHusaLmm Peanusauna cuctembl CTpaTermyeckoro H/02.7
ynpasBaeHna NepcoHa oM OpraHmnsauum
ALMUHUCTPUPOBAHKUE MPOLLECCOB U H/03.7

p,ouymeHToo6op0Ta no CTpaTternyeckomy
ynpaB/eHNo NepCoHaIoOM OpraHn3auunm

3.1. O606LwweHHan TpyaoBas GyHKUUA

[Il. XapakTepucTuKa 0606LeHHbIX TPYA0BbIX GYHKLMIA




OKYMeHTaLMOHHoe obecneyeHune paboTbi C YpoBeHb
HavmeHoBaHue Aoky 4 P Koga A P 5
nepcoHasaom KBaMPUKauum
MpouncxoxaeHne
o o 3anmcTBoBaHO
0606L1EeHHOM TPYA0BOWA OpwuruHan X
N3 OpuUrMHana
dYHKUMM
Kog, PerncrpaumnoHHbIn
opurnHana HOMep
npodeccnMoHanbHOro
CTaHZapTa

Bo3moxKHble
HaMMeHOBaHMUA
JOMKHOCTEN, npodeccuit

CneumanucT No KagpoBoMy Ae10NPOU3BOACTBY

CneumanucT No fOKYMeHTaLMOHHOMY obecneyeHunio paboTbl C NepcoHanom
CneumanucT No 4OKYMeHTaLMOHHOMY obecrnedyeHnto nepcoHana
Cneuwmanuct no nepcoHany

TpeboBaHuA K
0bpasoBaHUIO U1
0byyeHuto

CpeaHee npodeccnoHanbHoe 06pasoBaHMe - NPorpamma NoaroToBKK
CneuunanncTos cpeaHero 3BeHa

JononHutensHoe npodeccroHanbHoe 06pa3oBaHMe - NPOrpammbl
npodeccuoHanbHOlM NepenoaroToBKK, NPOrpaMmmbl NOBbILEHMWS
KBanMdpmKaumm

TpeboBaHMWSA K ONbITYy
NpaKTMYeckol paboTsbl

Ocobble ycnoBMA fonycKka
K paborte

[pyrve xapakTepuctnku




JononHuTtenbHble XapPaKTEPUCTUKH

HanmeHoBaHue AOKYMEHTA

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

nnn cneunmanbHoOCTU

OK3 2412 Cneumannctbl No Kagpam 1 npodpopueHTalmm

3423 Cneumannctbl KaapoBbIX CYXKO U yupeKaeHUIn 3aHATOCTH
EKC <3> - Cneuunanncr no Kagpam

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

22956 MHcneKTop no Kagpam

3.1.1. Tpyposasa GpyHKUMA

nepcoHany

BepgeHme opraHM3auNMOHHOM U
HavmeHoBaHuMe | pacnopaguTenbHoM AOKYMEHTAUMM Mo

MpowncxoxaeHne TpyaoBOW
dYHKUMM

Kog,

A/01.5

YpoBeHb
(nopypoBeHb) 5
KBannduKaLmm

OpuruHan X

3anmcTBOBaHO
N3 opuUrnHana

Koa

OopurnHana

PerncrpaumoHHbIv
Homep
npo¢deccuoHanbHOro
cTaHZapTa

Tpyaosble geicteua | O6paboTKa M aHaAM3 NOCTyNaoWeEN AOKYMEHTaLMM NO NepcoHany
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PaspaboTka 1 opopmieHne AOKYMEHTALMN NO NepcoHany (NepBUYHONM, YYETHOM,
NnNaHOBOM, no coumanbHomy obecneyeHuio, OPraHM3aLMOHHON,
pacnopaguTenbHON)

Pernctpaums, yyeT 1 Tekyllee XpaHeEHWE OPraHM3aLNMOHHOM U pacnopaanTeIbHOM
OOKYMEHTaL MM No nepcoHany

Heobxogumble
ymeHua

PaspabatbiBaTb NPOEKTbl OPraHM3aLMOHHbIX U PacnopAaUTENbHbIX AOKYMEHTOB
no nepcoHany

OdopmnaTb [OKYMEHTbl B COOTBETCTBUMM C TPEeBOBaAHUAMWU TpPaXKAAHCKOro,
TPYOOBOro 3akoHogaTtesnbcTBa Poccuitickonn degepauum U NIOKabHbIMMK
HOPMaTUBHbIMU aKTaMW OPraHM3auunmn

Bectn yyet n perncrpaumio JOKYMEHTOB B VIHd)OpMaLI,MOHHbIX Ccncremax U Ha
MaTepnanbHbIX HOCUTENAX

OpraHu30BbIBaTb XpaHeHMEe [AOKYMEHTOB B COOTBeTCTBMM C TpeboBaHMAMM
TPYZLOBOrO, apXMBHOTO  3aKoHOZATenbCTBa  Poccuiickon  Pegepaumm U
NIOKaNbHbIMW HOPMAaTUBHbIMK aKTaMM OpraHM3aLmnm

AHanmn3npoBaTb AOKYMEHTbl U MepeHOCUTb MHd)OpMaLLMlO B 6asbl AaHHbIX W
OTYeTbI

BbiAaBNATbL 0LUVI6KI/I, HETOYHOCTU, UcnpaBaneHnAa n HeJOCTOBEPHYHO MHd)OpMaLI,VHO B
AOKYMEHTaxX, onpegenAatb 1ermtTMMHOCTb OKYMEHTOB

PaboTath C MHd)OpMaLI,MOHHbIMVI cuctemamum U 6asammu AaHHbIX NO BeAeHuto
y4yeTa, ABUXKEHUIO NePCOoHanNna

Cob6ntogaTb HOPMbI 3TUKK AeN0BOro 06LLeHMUsA

Heobxoammble
3HaHUA

MopAaAoKk opopmaeHns, BeAeHMA U XpaHeHUA AOKYMEHTOB MO NepcoHany

HOPHAOK y4yeTa ABUXKEHUA KagpoB U COCTaB/ieHUA YCTaHOBI'IEHHOIz OTYETHOCTU




OcHosBbl ,ﬂ,OKYMEHTOO60pOTa N AOKYMEHTALMOHHOIo obecnevyeHus

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

MopsAAOK pacyeTa CTaKa, IbroT, KomneHcaunini, opopmneHnsa NeHcnin paboTHNKaM

CTpyKTypa opraH13aLuum

TpyaoBoe 3aKOHOAATE/NbCTBO M WMHblE aKTbl, COAEepXallmMe HOPMbl TPYA0BOro
npasa

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

3aKoHogaTenbcTBo Poccuiickon deaepaum o NepcoHanbHbIX AaHHbIX

JloKanbHble HOPMATMBHbIE aKTbl OpPraHW3aumMu, peryavpytowme nopsaoK
oboOpMNEeHNA  pacnopAamMTesIbHbIX W OPraHM3auUMOHHbIX  AOKYMEHTOB MO
nepcoHany

Hopmbl 3TUKKN 1 AenoBoro obLeHus

ba3oBble OCHOBbI MHGOPMATUKU, CTPYKTYpPHOE MNOCTpoeHue WHPOPMaLMOHHbBIX
cucTeM M 0COBEHHOCTM PaboTbl C HUMM

Opyrue
XapaKTepUCTMKM

3.1.2. Tpyposasa GpyHKUMA

HanmeHoBaHue

BepgeHwne AOKYMEHTALUN NO YyYHETY U
ABUXEHUIO KaapoB

Koa

A/02.5

YpoBseHb
(nogyposeHb)
KBanuduKaumm



MpouncxoxaeHne TpyLoBOW
OYHKUMM

3anmcTBoBaHO
OpuruHan X
N3 OpuUrnMHana
Kopg PerncrpaumoHHbIn
opurnHana Homep
npodeccnMoHanbHoro
CTaHAapTa

TpyanoBble AencTeus

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

OpraHun3auma CUCTEMbI ABUMKEHUA AOKYMEHTOB MO NepcoHany

C60p 1 NpoBEPKa NYHBIX OKYMEHTOB PabOTHUKOB

MoarotoBka M odopmaeHne No 3anpocy PaboTHUKOB U LONMKHOCTHbIX JIULY
KOMNWIM, BBIMMCOK W3 KaApOBbIX [AOKYMEHTOB, CMpaBoK, WHbOpPMauuun o
CTaXe, broTtax, rapaHTUAx, KomneHcaunax n UHbIX CBG,CI,GHVIVI (o] pa6OTHMKaX

Bblaaya paboTHUKY Ka4pOBbIX 4OKYMEHTOB O ero TpyA0BOM AeATENbHOCTH

JosegeHne 4o cBefdeHun nepcoHana OpPraHM3aLUMOHHbIX,
pacnopaanTenbHbIX U KaZpoBbiX 4OKYMEHTOB OpraHM3aumnm

BeaeHue yyeTa pabouyero BpemeHu paboTHUKOB

PEI'MCTpaLI,VIFI, Y4Y€eT, onepatnBHoe XpaHeHWe OOKYMEHTOB MO nepcoHany,
noAroToBKa K c4avye Ux B apxue

Heobxoanmble ymeHUn

Pa3pa6aTbIBaTb NPOEKTbl KaApPOBbIX JOKYMEHTOB

O(I)OpMI'IFITb Kagposble AOOKYMEHTblI B COOTBETCTBUU C Tpe6OBaHWr'IMVI
TPyAOBOIro 3aKOHOAATeNbCTBa Poccuinckoi CDep,epau,MM M NOKaJ/ibHbIMU
HOPMAaTUBHbIMWU aKTaMM OpPraHn3aummn




Bectu yyeT M perucTpaumio KagpoBbiX AOKYMEHTOB B MHOOPMALMOHHbBIX
cMCTeMax U Ha MaTepuasbHbIX HOCUTENAX

OpraHn3oBbIBaTb XpaHEHWEe KaApoBbiX [AOKYMEHTOB B COOTBETCTBMM C
TpeboBaHMAMM TPYyAOBOro, apXMBHOIO 3aKkoHoAaTenbcTBa Poccuitckoin
depepaumnn U N0KaNbHLIMM HOPMAaTUMBHbLIMW aKTamMmn OpraHn3aumnm

AHann3MpoBaTb KaapoBble OKYMEHTbI M NepeHoCUTb MHbopMaumio B 6asbl
[AAHHBIX M OTYeTI

PaboTaTb co cneumannsnpoBaHHbIMM MHPOPMALMOHHBIMU CUCTEMAMMU U
6asamm AaHHbIX MO BEAEHMUIO YYETa M ABUKEHUIO NepcoHana

PaspabatbiBaTb  NAaH  KOPPEKTMPOBOK  YCTAHOBAEHHOTO  MNopAaKa
opopMIEHNA AOKYMEHTOB MO MNEPCOHANYy WM Peann3oBblBaTb MNPUHATbIE
N3mMeHeHun

KoHTpoanpoBaTb NpucyTCTBME PAabBOTHUKOB Ha pabouem mecTe

Cobnt0aaTb HOPMbI STUKK Aen0BOoro 06LeHus

Heobxogumble 3HaHUSA

Mopagok opopmaeHus, BeLeHUA U XpaHEHUA OKYMEHTOB MO NepcoHany

MopAagoKk y4yeTa ABMXKEHMA KagpoB M COCTaB/eHMA yCTaHOBl'IEHHOﬁ
OTYETHOCTU

MopsAAOK pacyeTa CcTaKka, /IbrOT, KOMMeHcauuin, oOpPMIEHUS MeHCUM
paboTHMKam

CTpyKTypa opraH13auuu

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

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




3aKkoHoaaTenbcTBo Poccuitickon Pegepaupmmn o NepcoHanbHbIX AaHHbIX

TexHoNOrnMM, MeToLbl U METOAUKM NPOBEAEHUA aHAIN3a U CUCTEMATM3ALMUM
OOKYMEHTOB U MHPOpMaLLMK

JNloKanbHble HOPMATMBHbIE aKTbl OPraHM3aLMu, peryanpylowmne nopagok
opopmMIEeHUA AOKYMEHTOB MO NEPCOHaNy

OcHOBbI OKYMeHTO060pOoTa N AOKYMEHTaLMOHHOro obecneveHms

Hopmbl 3TMKK aenosoro obuweHna

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

Lpyrve xapaktepuctmku

3.1.3. Tpyposasa GpyHKUMA

HanmeHoBaHue

MpowncxoxaeHne TpyaoBoOW
bYHKUMM

ALMUHUCTPUPOBAHNE MPOLLECCOB U
,EI,?K MeHT§o6pop0Ta no pq:T W ABUXKEHUIO Yposenb
y yaery Kog, A/03.5 |(noaypoBeHb) 5
KaZpoB, NPeACTaBNEHMNIO JOKYMEHTOB NO
KBanuduKaumm
nepcoHany B rocyfapCcTBeHHbIE OPraHbl
3anmcTBoBaHO
OpuruHan X
N3 opuUrnHana
Koa PernctpaumoHHbIi
opuUrnHana HOMmep
npodeccnoHanbHoOro

CTaHAapTa




TpyapoBble AencTauns

OpraHusauma AOKyMeHTOo0b0opoTa Mo yYeTy U ABUKEHMUIO KaapoB

OpraHusaumsa [OOKyMeHToobopoTa Mo MpeAcTaB/eHMI0 AOKYMEHTOB Mo
nepcoHany B rocyAapCcTBEHHbIE OpraHbl

MocTtaHoOBKaA Ha Y4YeT OpraHn3aumnmn B rocygapCrBeHHbIX OpraHax

MoAroToBKa Mo 3anpocy rocyAapCTBEHHbIX OPraHoB, MPOdeccroHaNbHbIX
COl030B U ApPYrUX MpPeacTaBUTE/IbHbIX OpPraHoB PabOTHMKOB OPUrMHasOB,
BbIMUCOK, KOMWIN IOKYMEHTOB

MoAroToBKa yBEeAOM/IEHWMI, OTYETHOM M CTAaTUCTMYECKOM MHPOpMaLmMKM no
nepcoHany

MoarotoBka MHGOPMaLMM O 3aK/JOYEHWUM TPYAOBOTO MAWU TParKLAAHCKO-
NpaBOBOro [OroBOpa Ha BbINOJHEHME pPaboT (oKasaHue ycayr) c
rpakK4aHMHOM,  3aMeLaBlIMM  OOMKHOCTM  TFOCYAAPCTBEHHOW UM
MyHUUMNANbHON  ciy»Kbbl,  MepeyeHb  KOTOPbIX  YCTaHaB/MBaeTcA
HOPMaTUBHbLIMM NPaBOBbIMKU aKTamun Poccuinickoi Peaepauymm

Heobxoanmble ymeHUn

OdopMnaTb yyeTHble AOKYMEHTbI, NPeaoCcTaBAfeMble B FOCYAapCTBEHHbIE
opraHbl, NpodeccMoHanbHble CO3bl U ApYyrMe NpeacTaBUTe/IbHbIE OpraHbl
paboTHMKOB

OpraHM3OBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUU C TPEGOBaHMFIMVI
TPy4OBOIro 3aKOHOAATeNbCTBa Poccuitckoi CDep,epau,MM N NOKaJ/ibHbiMU
HOPMAaTUBHbIMU aKTaMM OpPraHn3aulmmn

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

PaboTaTb ¢ MHGOPMALMOHHBLIMU CUCTEMAMM M Ba3amMM AaHHbIX MO BegeHUI0
CTAaTUCTUYECKOW M OTYETHON MHOPMALLMM NO NePCoHaNy

AHanusmpoBaTb NpaBuna, Npoueaypbl U NOPAAOK, pPeryaupyowme npasa u
0653aHHOCTM rOCYAAPCTBEHHbIX OPraHOB W OpraHuM3auMM NO BOMPOCAM




obmeHa LloKyMeHTaumMen no nepcoHany

Bectu genosyto nepenucky

Cob61t04aTb HOPMbI 3TUKW Ae/10BOr0 06LLeHMA

Heobxoanmble 3HaHUA

TexHonorumn, MeToasl U MeTOAMKM NPOBEeAEHUA aHaU3a U cUCTeMaTM3auun
AOKYMEHTOB M MHdopMaunm

OcHOBbI OKYMeHTO060pOoTa N AOKYMEHTaLMOHHOro obecneveHuns

CTpyKTypa opraH13auum

HopmaTuBHble NpaBoBble aKkTbl Poccuitckoin Peaepaumu, peryampyolme
npasa 1 0683aHHOCTU rOCYyAapCTBEHHbIX OPraHoB, MPodecCUoHaNbHbIX
COI030B U ApYrux NpeacTaBMTe/bHbIX OPraHoB PaboTHNKOB Mo
NpefocTaBAEHMNIO YHETHOMN AOKYMEHTaLMK

TpyL0BOE 3aKOHOAATENBCTBO U UHbIE aKTbl, COAEPIKaLLMEe HOPMbI TPYAOBOIO
npasa

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA M HOPMATUBHbIE MPaBOBbIE aKTbl
Poccuiickolt ®eaepaumu, B 4acT BeAeHUA AOKYMEHTaL MM No nepcoHany

3aKkoHoZaTenbcTBO Poccuitickon Pegepaupmmn o NepcoHanbHbIX AaHHbIX

JloKanbHble HOPMATUBHbIE aKTbl OPraHM3aLnmn, peryampyrolime nopagok
BeAeHNA AOKYMeHTaUuuMn No yyeTy n ABNXKeHUIO NepcoHana

Hopmbl 3T1KKM aenosoro obuweHnn

ba3oBble 0CHOBbI MHHOPMATUKU, NOCTPOEHMA MHGOPMALMOHHbIX CUCTEM U
ocobeHHoCTH paboTbl C HUMM

[pyrve xapakTepucTnkm




3.2. O606LwweHHas Tpyaosas GyHKLMA

JeaTenbHocTb No obecneyeHunto NepcoHanom YpoBeHb

HanmeHoBaHue Koa B

KBa/IMPUKaLnm
MpouncxoxaeHne

o o 3anmcTBoBaHO
0606L1EeHHON TPYA0BOW OpwuruHan X
N3 OpuUrnHana
dYHKUMM
Kog, PerncrpaumnoHHbIn
opurnHana HOMep
npodeccnMoHanbHOro
CTaHZapTa

Bo3mMoOKHble HaMMEHOBaHMA
[ONKHOCTEM, npodeccuit

Cneuwmanuct no noagbopy nepcoHana
Cneumannct no nepcoHany
MeHepyep no nepcoHany

TpeboBaHuMA K 06pa3oBaHuUIO
n 0byyeHuIo

Bbicwee obpasoBaHue - 6akanaspuat
JdononHutenbHoe npodeccnoHanbHoe 06pas3oBaHMe - NPOrpammbl
NOBbILWEHUA KBaNIMPUKALMM; MPOTrPaMMbl MPOPECCUOHANBHOM
nepenoaroToBkM B 061acTM Noncka 1 nogbopa nepcoHana

TpeboBaHMWA K ONbITYy
NpaKTUYeckol paboTsbl

Ocobble ycnoBuA JOMNycKa K
paboTe

[pyrve xapakTepuctnku

JononHuTtenbHoble XapPaKTePUCTUKHN




HavmeHoBaHMe gOKyMeHTa Kopg, HanmeHoBaHMe 6a30BoW rpynmbl, AOMXKHOCTM (Npodeccum) nnm
cneunanbHOCTU
OK3 2412 Cneumanunctbl Mo Kagpam 1 npodopueHTaLmm
3423 Cneumannctbl KaapoBbIX CYXKO U yupeKaeHUIA 3aHATOCTH
EKC - Cneuyanunct no Kagpam
- MeHez Kep no nepcoHany
oKnAarTp 27755 DKOHOMMUCT MO TpyAay
22956 MHcneKTOp No Kagpam
3.2.1. Tpyposasa GyHKUMA
C60p nHPopmaLMm 0 NOTPebHOCTAX YpoBeHb
HaumeHoBaHMe |opraHusauuu B NepcoHane Kog, B/01.6 |(noayposeHb) 6
KBannduKaLmm
MpoucxoxaeHne TpyLoBOM OpuriHan X 3aMmcTBOBaHO
bYHKLMM N3 oOpuUrnHana
Koa PernctpaumoHHbIi
opurMHana HOoMep
npodeccnoHanbHOro
CTaHAapTa
TpypoBble AencTBmA AHann3 NNaHOB, CTPATENMU U CTPYKTYPbI OpraHusaLmm
AHann3 ocobeHHocTel opraHuMsaumn paboTbl M NpousBoACTBa Ha



consultantplus://offline/ref=229A085CD8D4346C0D18DE815FEAF6C1D89B88BE82E91C3F4F0D9F86044F3F09EEA673CA231B8C42N1JDJ
consultantplus://offline/ref=229A085CD8D4346C0D18DE815FEAF6C1D89B88BE82E91C3F4F0D9F86044F3F09EEA673CA231B8944N1JBJ
consultantplus://offline/ref=229A085CD8D4346C0D18DE815FEAF6C1D89988B08DE81C3F4F0D9F86044F3F09EEA673CA231C8B41N1J3J
consultantplus://offline/ref=229A085CD8D4346C0D18DE815FEAF6C1D89988B08DE81C3F4F0D9F86044F3F09EEA673CA231D8D40N1J8J

KOHKPETHbIX paﬁoqu mecTax

AHanuM3 pblHKa Tpyda nNoO OpraHusauuum paboTbl Ha aHa/lorMYyHOM
npon3BoACcTBe U pabounx mecrax

dopmupoBaHmMe TpeboBaHMN K BaKaHTHOW A[O0/MKHOCTM (nNpodeccun,
CNeunanbHOCTU) M UX KOpPeKLms

AHanu3 pbiHKa TpyAa U NepcoHana opraHnsaumMm no npoduato BakaHTHOM
[OMKHOCTU (Npodeccnu, cneumnanbHOCTL)

NHPOpMMPOBAHME N KOHCYIbTMPOBAHUE PyKOBOAUTEIeN NoapasaeneHnii u
OpraHu3aLmMm No BoNpocam pPbiHKa TpyAa B YacTh obecneyeHnn nepcoHasom

Heobxoammble ymeHus

CobupaTb, aHanu3MpoBaTb UM  CTPYKTypupoBaTb MHPopmauumio 06
0COBEHHOCTAX OpraHM3aL MM paboT Ha Pas/IMYHbIX y4aCTKax NPOMU3BOACTBA U
Ha KOHKpEeTHbIX pabouyMx MecTax C y4yeTom LUesel, 3afay, MNJaHOB U
CTPYKTYpPbl OpraH13aumm

Cobupatb, aHanM3MpoBaTb W  CTPYKTypupoBaTb MHbopmauuio 06
0COBEHHOCTAX M BO3MOMKHOCTAX KagpoBOro NnoTeHumnana opraHnsaumm

Cobupatb, aHanu3MpoBaTb M  CTPYKTypupoBaTb MHPopmauumio 06
0COBEHHOCTAX PbIHKA TPYAA, BKAKOYAA NPEANOKEHUA OT NpoBaliaepoB ycayr
No NMoucKy, Npus/eYeHnto, noabopy 1 oTbopy nepcoHana

dopmunpoBaTb TpeboBaHMA K BaAKaHTHOW AOO0MKHOCTM  (Npodeccun,
cneunanbHOCTH) M oNpeaenaTb Kputepmm noabopa nepcoHana

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

Monb3oBaTbCA MOMCKOBLIMU CUCTEMAMM U MHDOPMALMOHHBIMU pecypcamm
ONA  MOHUTOPWHra  pblHKa  TpyAa, rpPa)KAaHCKOro W TPyAoBOro
3aKoHogaTenbcTBa Poccuiickoit Peaepaumm




KOHCVﬂbTMpOBaTb no BONpoCamMm pPblHKa Tpyada B 4Yactu obecnevyeHus
nepcoHaaom

Cob6nt04aTb HOPMbI 3TUKK Ae/10BOr0 06LLeHMA

Heobxoanmble 3HaHUA

TexHonorumn, MeToasl U MeTOAMKM NPOBEAEHMA aHaM3a U CUCTEMaTM3aumun
AOKYMEHTOB M MHopMaunm

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

MopAAoK onpegeneHnsa NePCneKTUBHOM U TeKyLel NoTpebHOCTM B Kagpax

NCTOYHMKM 0becneyeHns opraHnsaLmMm Kagpamm

OpraHusauma paboT Ha pas3/IyHbIX y4acTKax NPOM3BOACTBA, OPraHM3aLmK,
oTpacau

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

OCHOBbI NCUXOJIOTUWN U COLLMOOTUN TpyAa

OCHOBbI 3KOHOMMKM, OpraHnsaunun Tpyaa n ynpasaeHuAa

TpyaoBoe 3aKOHOLATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYLOBOIO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATMBHbIE MNPAaBOBbIE aKTbl
Poccuiickoli ®epepaumu, B YacTU BeAeHUA AOKYMEHTaLMM No NepcoHany

3aKkoHoaaTenbcTBo Poccuitckon Peaepaupmmn o NePCoHaNbHbIX AaHHbIX

JloKanbHble HOPMATMBHbIE aKTbl OpPraHuM3auMu, peryavpylowme nopagok
noabopa nepcoHana




Hopmbl 3TUKKM aenosoro obuweHna

basosble OCHOBbI MHOOPMATHKY, CTPYKTYpHOE NnocTpoeHune
MHGOPMALMOHHbBIX cUCTEM U 0cobeHHOCTM PaboTbl C HUMM

[pyrve xapakTepucTnkm

3.2.2. Tpyposasa GpyHKUMA

HanmeHoBaHuWe |nepcoHana

Mouck, npusneyeHne, noabop u otbop YpoBeHb

Kopa, B/02.6 |(noaypoBseHb) 6
KBanuduKaumm

MpouncxoxaeHne TpyLoBoOW
OYHKUMM

3anmcTBOBaHO

OpuruHan X
N3 opuUrnHana

Kog, PernctpaumnoHHbIi
opurMHana HoMep
npo¢deccnoHanbHOro
CTaHaapTa

TpyaoBble AencTeus

MOWCK BO BHYTPEHHUX W BHELWHUX UCTOYHUKAX MHOOPMALMM O KaHaANAATaX,
cooTBeTCTBylOWEN TpeboBaHMAM BaKaHTHOW AO0/MXHOCTM (nNpodeccun,
cneunanbHOCTH)

PasmelleHne cBegeHWn O  BaKaHTHOW  Jo/ikHocTM  (npodeccuu,
cneuManbHOCTU) B CpeacTBax MaccoBoi MHGopmaumnm

Bbl60p cnocobos un MeTo40B npusaevyeHMA NepcCoHasla B COOTBETCTBUU C
yTBEepPXAEeHHbIMU N/1IaHaMU

HDOBepKa VIHd)OpMaLI,VIM O KaHaungatax Ha BaKaHTHblE OO/IXKHOCTU




(npodeccum, cneumanbHocTH)

MpoBeaeHne cobecegoBaHMM M BCTPEY C KaHAMAATaMM Ha BaKaHTHble
AoMmKHOCTU (Npodeccuu, cneumanbHocTH) ¢ obecnevyeHmem ob6paTHON CBA3U

OueHKa COOTBETCTBMA KaHAMAATOB TpeboBaHMAM BaKaHTHOM LO/IKHOCTU
(npodeccuu, cneumanbHocTK)

MoarotoBKa npeasioxeHun no ¢GopmMmpoBaHUio bBloaKeTa Ha MOMCK,
npueaeYyeHune, nogbop 1 oTbop nepcoHana

NHPOpMMPOBAHME N KOHCYIbTMPOBAHUE PyKOBOAUTEIeN NoapasaeneHnii u
OpraHu3aLmMm No Bonpocam NnpusaeYeHnUsa NepcoHana c OLEeHKoM 3aTpar

Heobxoammble ymeHus

OnpenenAatb KpuUTepuMu NOWUCKA, NpuBaeyeHus, nogbopa u oTbopa
nepcoHana

Cobupatb, aHaNM3NPOBaATb M CTPYKTYPUPOBaTb MHPOPMALMIO O KaHANAATaxX
N NPeaNoXKEeHUAX Ha PbIHKe TpyAa

Monb30BaTbCA MOMCKOBBLIMM CUCTEMAMK U MHPOPMALMOHHBIMU PeECYpcamm
B o61acTn obecnevyeHns NepcoHanom

MPUMEHATb TEXHOMOTUM M METOAMKM MOMCKa, MpuBAeYeHUs, nogbopa M
otbopa  KaHAMAATOB  Ha  BaKaHTHble  AO/KHOCTM  (npodeccun,
cneunanbHOCTH) B COOTBETCTBUE C UX cnieunduKoi

Mcnonb3oBaTtb cpencrtea obecneyeHus nepcoHanom, BK/1lO4aA
conposoxgeHume

KoHcynbTMpoBaTb MO BONPOCam NpmBaedYeHUA nepcoHana

CoctaBnAtb M KOHTPO/NIMPOBATb CTAaTbM pPacxogoB Ha obecneyeHue
nepcoHanom anAa nnaHMpPoBaHUA 6I-OA)KETOB

Cobnroaatb HOPMbI 3TUKM Ae10BOro 0bLeHUs




Heobxoanmble 3HaHUA

NCcToUYHMKM obecneyeHus OopraHnsaunn Kagpamum

TexHoMOMMM M METOAMKM NOoUCKa, npuBaedeHus, noabopa u otbopa
nepcoHana

Cuctembl, MeToabl M  ¢GOpPMbl  MaTepuanbHOr0O M  HemMaTepuasibHOro
CTUMYNMPOBaHUA TpyAa NepcoHana

TexHonormm n metoabl GoPMUPOBAHUA U KOHTPOA BI0AKETOB

TexHonorumn, metoasl U1 METOAUKM NPOBEAEHUA aHanun3a, cMcTemaTmsaumm
AOKYMEHTOB M MHopMaunm

CTpyKTypa OpraHusauMmM W  BaKaHTHble  AO/MKHOCTM  (npodeccun,
cneumanbHOCTH)

O6LLI,VIE TEHOEHUMN Ha pPbIHKE Tpyada U B OTAE/IbHbIX OTpacaAaxX U BUAOaAX
I'IpOCI)ECCMOHa/'IbHOﬁ AeATENbHOCTU

OCHOBbI NCMXONOMMU U COLMONOTUN TPYAa

OCHOBbI 93KOHOMMKM, OpraHnsaunun Tpyaa 1 ynpasaeHMA NnepcoHaiom

TpyAaoBoe 3aKOHO4ATENLCTBO M UHbIE aKTbl, COAEPIKaLLME HOPMbI TPYAOBOrO
npaea

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

OcHOBbI Ha/IOroBOro 3aKoHoAaTenbcTBa Poccuiickoit Geaepaunn

3aKkoHoaaTenbcTBo Poccuitckon Peaepaupmmn o NePCoHaNbHbIX AaHHbIX

JloKanbHble aKTbl OpraHM3auuMu, peryavpylolme nopsagok obecneyeHus
nepcoHanom




Hopmbl 3TUKKM aenosoro obuweHna

Bba3oBble 0CHOBbI MHGOPMATUKN, NOCTPOEHUA MHPOPMALMOHHbBIX CUCTEM U
0cobeHHOCTUN PaboTbl C HUMM

[pyrve xapakTepucTnkm

3.2.3. Tpyposasa GpyHKUMA

ALMUHUCTPUPOBAHME NPOLLECCOB U YpoBseHb
HanmeHoBaHMe | AoKymeHToob6opoTa obecneyeHus Kopa, B/03.6 |(noaypoBseHb) 6
nepcoHaaom KBanuduKaumm

MpouncxoxaeHne TpyLoBoOW
OYHKUMM

3anMmcTBOBaHO
OpuruHan X
N3 opuUrnHana
Kog, PernctpaumnoHHbIi
opurMHana HoMep
npo¢deccnoHanbHOro
CTaHAapTa

TpyaoBble AencTeus

AHann3s npoueccos I/.'J,OKyMeHTOOﬁOpOTa, JNNIOKa/ZIbHbIX AOOKYMEHTOB nNO
BonpoCam obecneveHus nepcoHaiom

BeseHne MHPOPMALMM O  BaAKAHTHbIX  AO/MKHOCTAX  (Mpodeccusx,
CneumnanbHOCTAX) M KaHguaaTax

[JOKyMEHTaUMOHHOE COMPOBOMAEHME KAHAMOATOB Ha 3Tanax MowucKa,
npusaedyeHus, nogbopa M otbopa NepcoHana Ha BaKaHTHble AOJIKHOCTU
(npodeccumn,  cneumanbHocTM), MHOOPMMPOBAHME  KaHAMAATOB O
pe3ynbtatax otbopa




MoAroToBKa 3anpocoB O KaHAMAATax B rOCYAAapPCTBEHHblE OpraHbl, B
CNyyanx, NpPeayCMOTPEHHbIX OEeWCTBYIOWMM  3aKOHOAATENbCTBOM, U
06paboTKa NpeaocTaBAEHHbIX CBEAEHUN

MoarotoBka M 06paboTka yBeAOMNEHMA B TOCYAAPCTBEHHblIE OpraHbl,
npodeccnMoHanbHble COl3bl M ApyrMe npeacTaBUTE/IbHblE  OpraHbl
paboTHMKOB MO BOMpPOCaM MOMUCKa, NpuBJevyeHus, nogbopa M oTbOpPA
nepcoHana

Conposomp,eHme Aaorosopos no obecneveHuto OopraHm3aunMn nepcoHaiom,
BK/1IOYaA npeasapuTeibHble npoueaypbl No UX 3aKN1HOYEHUIO

Heobxogumble ymeHus

Ob6ecneunBaTb AOKYMEHTALMOHHOE COMPOBOMXKAEHNE BbIXOAA KaHAMAATa Ha
paboTy 1 nepemelLeHNA nepcoHana

OdopmnaTb AOKYMeHTbl MO Bonpocam obecnedyeHMa  KagpoBbiMu
pecypcamu, HeobxoauMmble ANA NPeAOCTaBNeHWMA B FOCYAapCTBEHHble
opraHbl, NpodeccoHanbHble CO3bl U ApyrMe NpeacTaBUTe/IbHbIE OpraHbl
paboTHMKOB

OpraHM30BbIBaTb XPaHEHWE AOKYMEHTOB B COOTBETCTBMM C TpeboBaHUSMU
TPYAOBOro, apXxMBHOTO 3aKoHoAaTenbcTBa Poccuiickon deaepauum U
JIOKaNIbHbIMW aKTaMK OpraHu3aLmm

AHanusnMpoBaTb  OOKYMEHTbl M MepeHocuTb  MHPopmMaumilo B
MHPOPMaLMOHHbIE cUCTEMbI M 6a3bl AaHHbIX O KaHAMAATaX

PaboTtatb ¢ MHd)OpMaLI,I/IOHHbIMM cuctemamm M- 6asamu AaHHbIX MO
BonpocCam obecneveHus nepcoHanom, BeaeHUK MNOUCKa WU y4yeTa
KaHOAWOATOB Ha BaKaHTHblIe AO0NXKHOCTUN (I'IpOd)ECCVIVI, cneu,maanocm)

Mpon3BogUTL NpeaBapuTeNibHble 3aKymnoyHble npoueaypbl U 0GOPMAATL
COMYTCTBYIOLLYIO LOKYMEHTALMIO MO 3aK/0UYEHWNIO LOTOBOPOB

OpraH130BbIBaTb M MPOBOAUTL KOHKYPCbl, 0GOPMAATb M aHaNM3npPoBaTb




KOHKYPCHYO [OKYMEHTALUMIO

Bectu genosyto nepenucky

Cob61t04aTb HOPMbI 3TUKW Ae/10BOr0 06LLeHMA

Heobxoanmble 3HaHUA

MopAaaoK obopmneHns, BeaeHMUA U XpaHeHUs AOKYMEeHTaLUMn, CBA3aHHOM ¢
NOWMCKOM, NpUBAeYeHnem, Noabopom 1 oT6OPOM NepcoHana Ha BaKaHTHble
AONIKHOCTH

Mopadok <¢opmupoBaHUA, BedeHMs 6aHKa [aHHbIX O  MepcoHane
OpraHM3aLMm 1 NPeLoCcTaBNeHNA OTYETHOCTH

OcHOBbI OKYMeHTO060pOoTa N AOKYMEHTaLMOHHOro obecneveHms

TexHon0rMmn, MeToapl U METOAMKM NPOBEAEHUA aHan3a U CUCTEMaTM3aUmUn
AOKYMEHTOB M MHdopmMaunm

MopAanok  npoBeAeHMA  KOHKYPCOB U O0QOPMIEHUA  KOHKYPCHOM
OOKyMeHTaLmm

MopAdOK  NpoBeAeHMA  3aKymouyHbIX  npoueayp W odopmaeHus
COMyTCTBYIOLWEN AOKYMEHTAL MM

CTpyKTypa oOpraHv3auMuM UM BaKaHTHble  AO0/KHOCTM  (npodeccum,
crneuunanbHOCTH)

TpyAaoBoe 3aKOHO4ATENLCTBO M UHbIE aKTbl, COAEPIKaLLME HOPMbI TPYAOBOrO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMaTMBHbIE MNPaBOBbIE aKTbI
Poccuiickoli ®eaepaumu, B YaCcTu BeAeHUA AOKYMEHTaL MM No NepcoHany

OcHOBbI Ha/I0rOBOrO 3aKoHoAaTebeTea Poccuiickot deaepaumm

3aKkoHoZaTenbcTBo Poccuitickon Peaepaupmmn o NepcoHanbHbIX AaHHbIX




JNloKanbHble aKTbl OpraHu3auuu, peryavpylowme nopsagok nopbopa
nepcoHana

MopAaoK 3aKNOYEeHUS [OTOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKKM aenosoro obuweHna

ba3oBble OCHOBblI MHPOPMATUKM, NOCTPOEHUA UHPOPMALIMOHHBIX CUCTEM U
0cobeHHOCTU paboTbl C HUMM

[pyrve xapakTepucTnkm

3.3. O606LweHHas TpynoBasa GyHKLMA

€ATENbHOCTb MO OLLEHKEe U aTTecTaLmnm YpoBeHb
HanmeHoBaHue A H " Koa C P 6
nepcoHana KBanmuduKkaumum
MpouncxoxaeHne
. o 3anmcTBoBaHO
0606ueHHoM TpyaoBoM OpuruHan X
N3 opuUrnHana
OYHKUMM
Koa PernctpaumoHHbIi
opurMHana HOoMep
npodeccnoHanbHOro
CTaHAapTa

Bo3moKHble Cneumanunct no oueHKe M aTTecTaumm nepcoHana
HaMMeHOBaHMA Cneumanuct no nepcoHany
[ONIKHOCTEN, npodeccuit MeHeaKep No nepcoHany

TpeboBaHuA K Bbicwee obpasoBaHue - bakanaspuat




06pasoBaHuio M 0byyeHuto | [lononHuUTeNbHOE NpodeccroHanbHoe 06pasoBaHMe - NPOrPamMbl
NOBbILEHMA KBaMOUKALMM; MPOrpammbl NPodeccuoHanbHowM
nepenogroToBKM B 061aCT1 NPoBeLEeHNA OLEHKM NepcoHana

TpeboBaHuWA K ONbITY -
npaKTU4eckom paboTbl

Ocobble ycnoBuaA AonycKka K
paborte

Lpyrve xapaktepuctmkm

JononHuTtenbHble XapaKkTepUCTUKN

HanmeHoBaHMe JOKYMEHTa Koa HanmeHoBaHWe 6a30B0oW rpynnbl, 4ONKHOCTK (Npodeccun)
WAM CNeunanbHOCTU

OK3 2412 Cneumanuctbl No Kagpam v npopopmeHTaumm

3423 Cneumannctbl KaZpoBbIX CAYXKO N yupeKaeHUI 3aHATOCTH
EKC - MeHepxep no nepcoHany
oKnAarTp 27755 DKOHOMMCT Mo TPyAy

22956 MHcneKTop nNo Kagpam

3.3.1. TpypoBana ¢yHKUMA

OpraHusauma n nposeaeHUe OLEHKU YpoBeHb
HanmeHoBaHuWe |nepcoHana Koa C/01.6 |(noaypoBeHb)
KBannpuKaumnm
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MpouncxoxaeHne TpyLoBOW
OYHKUMM

3anmcTBoBaHO
OpuruHan X
N3 OpuUrnMHana
Kopg PerncrpaumoHHbIn
opurnHana Homep
npodeccnMoHanbHoro
CTaHAapTa

TpyanoBble AencTeus

AHanu3 CTPYKTypbl, NAAHOB W BaKaHTHbIX JO/KHOCTEW (npodeccui,
cneumanbHocTel) opraHuMsaumMu, ocobeHHOCTel opraHusaumm paboTbl Ha
Pa3/IMYHbIX y4aCTKax MPOU3BOACTBA U KOHKPETHbIX paboumnx mectax

PaspaboTka MnaHa OUEHKM TMepcoHana B COOTBETCTBUM C  LIENAMU
opraHu3aLmm

OueHKa ANHAMUKM NpPOV3BOAMUTENIbHOCTH, WNHTEHCUBHOCTH n
addeKTUBHOCTM TpyAa Ha pabounx mecTax

OnpepeneHune pecypcos, BbIBOp CPEACTB U METOAOB NPOBEAEHMS OLEHKM
nepcoHana

MNpoBeaeHWe OuEeHKN NepcoHana B COOTBETCTBMU C MNAaHAMM OpraHmM3aumnmn

Conposom,a,eHme goroeopos € OpraHunsaumamun - NCNONHUTENAMU
MepOI'IpVIFITVI[/JI no oOueHKe nepcoHana, BKAKOYaA npeaBapuTenbHble
npoueaypbl N0 NX 3aKIIOYEHUIO

KoHcynbTMpOBaHME MepcoHana Mo BOMPOCAM OLEHKM, BKAOYas OLEHKY
3aTpar

AHanun3 pesy/ibTaTOB OLEHKM MepcoHasa, noAroToBKa peKomMeHAaumi
PYKOBOACTBY M NepcoHany

MoAaroToBKa NpeanokeHunin no GopmmposaHuio 6loaxKeTa No opraHM3auun u
NpoBeAeHMIO OLLEHKM NepcoHana




Heobxoanmble ymeHUn

Onpefenatb NapameTpbl U KPUTEPUM OLLEHKM NepcoHana

OnpenenAatb U NPUMEHATb CPeacTBa M MeToAbl MPOBEAEHMA OLLEHKMU
nepcoHana

BblaenaTb (onpeaenatb) rpynnbl NepcoHana Ana nposeaeHns oLeHKU

OnpefenaTb MHTEHCUBHOCTb TPYAa M 30HbI NOBbIWEHMA 3bPEKTUBHOCTM
nepcoHana

OI'IpE[],EJ'I‘r'lTb MOTUBALMOHHbIE (I)aKTOpr nposeaeHMA oueHKM nepcoHana

CocTaBnATb M KOHTPO/IMPOBATb CTaTbM PACXO40B HAa OLEHKY NepcoHana ans
NAaHMPOBaHUSA BLOAKETOB

Ob6ecneuynBaTb OPraHM3aLMOHHOE CONPOBOXKAEHME OLLEHKM NepcoHana

ObecneunBaTb COXPaHHOCTb KOHOMAEHUMANbHOW MHbOpMaUMM  Npu
nposeseHUn OLEeHKM NepcoHana

OpraHu30BbIBaTb XpaHeHMEe AOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMM
TPYAOBOro, apXWBHOrO 3aKoHogaTenbcTBa Poccuiickoit Pepepauun K
NIOKaNbHbIMW HOPMATUBHbIMM aKTaMM OpraHM3aLum

CobupaTtb, aHanAM3MpoBaTb W  CTPYKTYpUpOBaTb  MHPOPMaLMIO O
npessIoXKeHUAX No OLEeHKe NepcoHana Ha pbiHKe Tpyaa

Mpon3BoauTb MpeaBapuTeNbHble 3aKymnoyHble npoueaypbl U 0dopmMAATb
COMYTCTBYIOLLYIO IOKYMEHTALLMIO MO 3aK/0UYEHWNIO AOrOBOPOB

OI'IpeLI,e.l'IFITb ycnosmna AOnAa  3akKAK4YeHuMA O0oroBopos Ha ycayrm  no
nposeaeHuo OLLEeHKN NepCcoHana

Cuctematmsmposatb, 0606WaTth M aHaAM3MPOBaATb PEe3y/bTaTbl OLEHKU
nepcoHana




ObecneunBaTb 0bpaTHYO CBA3b NO pe3y/NbTaTaM MPOBEAEHHON OLLEHKMU C
NepcoHaNoM U PyKOBOACTBOM

Monb30oBaTbCA MOMCKOBLIMM CUCTEMAMM, MHOOPMALMOHHBIMUK pPecypcamm U
6a3amm JaHHbIX MO NPOBEAEHMIO OLEHKMN NepcoHana

PaspabaTbiBaTb pekOMeHAauuuM No pPa3BUTUIO MNepcoHana Ha OCHOBe
npoBeAeHHOM OLEHKN

Cobntoaatb HOPMbI 3TUKM AEN10BOT0 06LLEHMSA

Heobxoanmble 3HaHUA

TexHoONOrMM N MeToapbl onpeaeneHuns NPopeccMoHanbHbIX 3HAHWUIA, YMEHWNI
M KOMNeTeHUnin

TexHonormm n MeTOoAbl OUEHKU NNMYHOCTHbIX Ka4eCTB U XapPaKTeEPUCTUK

Cuctembl, MeToabl M  GOpMbl  MaTepUaNbHOrO M HemaTepuanbHOro
CTUMYNMPOBaHUA TPyAa NepcoHana

TexHonorMmn 1 metoabl GOPMUPOBAHUA U KOHTPOAA BloaXeToB

TexHonorMmn, MeToasl U MeTOAMKM NPOBEeAEHMA aHaAM3a U cMcTeMaTM3aumnn
AOKYMEHTOB M MHdopmMaunm

OcHoBbl 06LWel U COUMAaNbHOW MCUMXONOTUM, COLMONOTUN U MCUXOA0TUK
TpyAa

OcHosBbl I'IpOVI3BOACTB€HHOVI AeATeNbHOCTU OpPraHn3auunmn

MopsfOK  NpoBefZeHWA  3aKymouyHbIX  npoueayp W odopmaeHUs
COMyTCTBYIOLWEN LOKYMEHTAL MM

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

prAOBOG 3aKOHOA4AaTENNbCTBO U UHbIE aKTbl, cCoOAepKallne HOpmbl TPYyA0BOTO




npaea

OCHOBbI apPXMBHOIO 3aKOHOAATE/NIbCTBA M HOPMATUBHbIE MPABOBbIE AKTbl
Poccuiickoin Pepepaumu, B 4YacTn BeAeHUS AOKYMEHTALMUM MO NepcoHany

3aKkoHoaaTenbcTBo Poccuitickon Pegepaupmmn o NepcoHanbHbIX AaHHbIX

JloKanbHble HOPMATMBHbIE aKTbl OpraHU3auuu, peryavpyrowme nopALoK
OUEHKUN nepcoHana

MopAAOK 3aKN0YEHUA AOFOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KK aenosoro obuweHna

basoBble OCHOBbI NHPOPMaATUKN, CTPYKTYpHOE nocTpoeHue
MHPOPMALMNOHHBIX CUCTEM U 0COBEHHOCTU PaboTbl C HUMMU

[pyrve xapakTepucTnku

3.3.2. TpypoBasa ¢yHKUMA

HanmeHoBaHuWe |nepcoHana

MpoucxoxaeHve TpyLoBOM
bYHKLMU

OpraHu3auua 1 NpoBeaeHMe aTTecTauum YpoBeHb
Kog, C/02.6 |(noaypoBeHb) 6
KBanMpUKaumnm
3anmcTBoBaHO
OpwuruHan X
N3 OpuUrnHana
Kop, PerncrpaumoHHbIn
opurMHana HOoMep
NpodeccnMoHaNbHOro

cTaHAapTa




TpyapoBble AencTauns

AHanNU3 CTPYKTYypbl, NAAHOB W BaKaHTHbIX A0/MKHOCTEN (npodeccui,
cneynanbHoOCTel) opraHusaummn, ocobeHHocTel opraHusaumMm paboTbl Ha
Pa3INYHbIX y4acTKax NPOMU3BOACTBA M KOHKPETHbIX paboymx mectax

Pa3paboTKka NpPOEKTOB AOKYMEHTOB, ONpeAensatowmx NopaaoK atrectaumm
nepcoHana, c OLLeHKoM 3aTpar

COI'IpOBO)K,D,EHMe npouecca artrecraummn wm pa6OTbI aTTeCTaLI,MOHHOIz
KOMUCCcnun

MoaroToBKa NpeasioxKeHnin no GopMmnpPOBaHUIO BlogKeTa Ha opraHM3aumio
W NpoBeZeHue aTTecTalumm nepcoHana

MoarotoBKa nNpPeaoXKeHNWn O COOTBETCTBMU PabOTHUKA A0MKHOCTU
(npodeccum, cneumanbHOCTM) NO pesynbTaTam aTTecTalMm B COOTBETCTBUU
C 3aKoHoaaTenbcTBOM Poccminckon Pegepaumm

Heobxoammble ymeHus

Onpepenatb NapameTpbl M KPUTEPUM aTTecTalMmn NepcoHana

Ol'lpep,el'lf-lTb N NPUMEHATb CpeacTBa U MeTodbl aTTeCTaunmn

Bblaenats rpynnbl nepcoHana AN NpoBeAeHUs aTTecTalmm

Obecneunsatb AOKYMEHTaUMOHHOE conpoBsoXxaeHwme aTrectauumu
nepcoHana

CoctaBnAatb 1 KOHTPO/MPOBATb CTaTbM PaCcXoa40B Ha aTTreCTtauunto nepcoHana
AnAa nnaHMpoBaHUA 6IOA)KETOB

Monb3oBaTbCcA MHPOPMALMOHHBIMM pecypcamm M 6asamu  AaHHbIX MO
npoBeAeHnIo aTTecTaumm

Bectun yyeT n perncTtpaumio JOKyMeHTOB B MH(I)OpMaLI,l/IOHHbIX cncrtemax m
Ha MaTepUaabHbIX HOCUTENAX

OpFaHM3OBbIBaTb XpaHeHne OOKYMEeHTOB B COOTBETCTBUU C TpE6OBaHVIF|MVI




TPYAOBOro, apXMBHOrO 3aKoHozaTenbctBa Poccuiickoi Pegepauymn U
NNOKaNbHbIMWU LLOKYMEHTAMWN OpraHu3aumum

Mpon3BoauTb NpeaBapuTenbHble 3aKynouyHble npoueaypbl U 0bopMaATbL
COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aK/I0YEHMIO OTOBOPOB

Cobntoaatb HOPMbI 3TUKN AeN0BOoro 0bLieHus

Heobxogumblie 3HaHWUSA

MopsafoK 1 TEXHONOTMA NPOBEAEHMA aTTeCTaLnm

TexHoNnorMM u MeToAbl ONPefeneHUs M OUeHKU NpodeccUoHaNbHbIX
3HaHWIN, YMEHUI U KOMMNETEHLUI

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

TexHonorm n metoapl d)OpMVIpOBaHMFl N KOHTpPOAA 6EO[J,)KETOB

TexHoNorMm, MeToabl U METOANKU NPOBEAEHUA aHAIN3a U CUCTEMATU3ALMM
[OKYMEHTOB 1 UHbOPMaLuu

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

OcHoBbl 06Le U COUManbHOM MCUXONOTUW, COLMOIOTUN U MCUXONIOTUM
TPyA2

MopAdoOK  MpoBedeHMsA  3aKymouyHbIX  npouedyp M odopmaeHUs
COMyTCTBYIOLWEN AOKYMEHTALMM

CTpyKTypa OpraHusaumMm UM  BaKaHTHble  AO/MKHOCTM  (npodeccuu,
cneuuanbHoCcTH)

TpyooBoe 3aKOHOAATENbCTBO WM WMHblE aKTbl, COAep)Kale HOpMbl
TpYAO0BOro Npasa

OcHosBbl dPXMBHOIO0 3aKOHOAATE/IbCTBa U HOPMATUBHbIE MPABOBbIE aAKTbI




Poccuiickoit depepalmm, B YaCTM BeAeHUA AOKYMEHTaL MM NO NepcoHany

3akoHogaTenbcTBo Poccuinickon ®egepaumnm o nepcoHabHbIX AaHHbIX

JloKanbHble HOPMATMBHbIE AKTbl OPraHW3aLMW, peryavpyolme nopanoK
OLLeHKM NepcoHana

MopAAOK 3aKN0YEHUA AOrOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKK aenoBoro obuieHus

basoBble OCHOBbI NHOPMaTUKNK, CTPYKTYpHOE nocTpoeHune
MHPOPMALMOHHBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Lpyrve xapaktepuctmkm

3.3.3. TpypoBasa GpyHKUMA

ALMUHUCTPUPOBAHME NPOLLECCOB U YpoBeHb
HanmeHoBaHMe | 4OKyMeHToo60pOoTa Npu NpoBeaeHnN Kopa C/03.6 |(nogyposeHb) 6
OLLEHKM 1 aTTecTaumm nepcoHana KBanuduKaumm

MpowncxoxaeHne TpyaoBoOW
bYHKUMM

3anmcTBoBaHO
OpuruHan X
N3 opuUrnHana
Koa PernctpaumoHHbIi
opuUrnHana HOMmep
npo¢deccnoHanbHoro
CTaHZapTa

TpyaoBble aencTema

AHanuM3 npoueccos ILI,OKyM(-Z‘HTOO60|:)OTa, NNOKa/ibHbIX OOKYMEHTOB IO
OLeHKe 1 aTTeCTalnn nepcoHana




OpI'aHM3aLI,VIOHHOG conposoxaeHume MepoanﬂTMﬁ Nno OoueHKe nepcoHana n
€ro atrecrauunm

OdopmneHmne npouecca n pes3ynbLTaTos aTTecTalMm nepcoHana

NHdopmMMpoBaHMe NepcoHana o pesy/ibTaTax OLLEeHKNU 1 aTTecTaumm

MoarotoBKa NpPeAsIoKEHUN MO pPasBUTUIO NepcoHana Mo pesynbTaTam
OLLEHKM

COI'IpOBO)K,D,EHMe AOoroeopos MO OKa3aHUKO  KOHCY/NIbTAUMOHHbLIX U
MH(I)OpMaLI,MOHHbIX YCANyr no oueHKe n atreCtaynm nepcoHana

Heobxogumble ymeHus

ObecneunBaTb AOKYMEHTALMOHHOE COMPOBOXAEHME OLLEHKM M aTTecTaumnm
nepcoHana

O¢OpM}'IF|Tb AOKYMEHTblI NO BONpPOCaM OLeHKM M aTTeCTauunnm nepcoHana,
npegocrasaaemble B rocyaapCrtBeHHble OpraHbl, I'IpOd)eCCMOHaI'IbeIe
COHO3bl U Apyrue npeacrtaBuUTe/IbHblE OPraHbl pa6OTHMKOB

AHanusmpoBsaTb npasuia, Npoueaypbl U NOPAAKN NPOBEAEHNA OLEHKU U
aTTectaumu nepcoHana

BecTn y4yeT 1 peructpaumio 4OKYMEHTOB B VIHd)OpMaLI,MOHHbIX cncTtemax m
Ha MaTepUanbHbIX HOCUTENAX

Opl’aHMSOBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUU C Tpe6OBaHWr'IMM
TPYAOBOIro 3aKOHOAATE/IbCTBA Poccuinckoit CDep,epau,vm M NOKaJibHbIMKN
dKTaMu opraHnsauummu

Bectu aenosyto nepenmcky

PaboTaTb C WHOOPMAUMOHHBLIMM cUCTEMaAMM M 6aszamMu  AaHHbIX MO
BOMpPOCaM MpoBeAeHUs OLUEHKU W aTTecTalumn nepcoHana, BeeHuio yyeTa
KaHAWAATOB Ha BaKaHTHble A0/MKHOCTU (Npodeccuu, cneymanbHOCTH)




AHanu3MpoBaTb  [AOKYMEHTbI W MEepPeHoCUTb  MHpopmauuilo B
MHPOPMaLMOHHbIE CUCTEMbI U 6a3bl AaHHbIX

Cobntoaatb HOPMbI 3TUKN Ae10BOro 0bLieHMA

Heobxoanmble 3HaHUA

nOpﬂAOK Od)OpMIIEHVIﬂ, BeAeHUA U XpPaHEHNA OOKYMEeHTaUuu, CBA3AHHOM C
nposeaeHMem oueHKM N atreCtaumnm nepcoHana

Mopsgok ¢opmupoBaHuA, BedeHMs 6aHKa [aHHbIX O MmepcoHane
opraHM3aunn 1 NpeaocTaBaeHUA OTYETHOCTH

MopAadoK  MpoBedeHMsA  3aKyMouyHbIX  npoueayp M odopmaeHUs
COMYTCTBYIOLWEN AOKYMEHTAL MM

Mopsaaok odopmieHna [OKYMEHTOB, npesocTaBAAEMbIX B
rocygapcTBeHHble  opraHbl, NpodeccroHanbHble CO3bl M Apyrue
npeacTaBuUTeIbHbIE OpraHbl PaboTHMKOB

OcHosBbl IﬁI,OI-(yMEHTOO6OpOT¢’:1 N AOKYMEHTAaUMOHHOro obecneyeHus

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

TpynooBoe 3aKOHOAATENbCTBO WM WMHblE aKTbl, COAEp)Kale HOpMbl
TpyAoOBOro npasa

OcHOBbI apXWMBHOrO 3aKOHOAATENbCTBA M HOPMATUBHbIE MPaBOBble aKTbl
Poccuiickoit depepaumm, B YaCTM BeAeHUA OKYMEHTaL MM NO NepcoHany

3aKoHoAaaTenbecTBo Poccuninickon Peaepaummn o NepcoHanbHbIX AaHHbIX

TexHoNorMm, MeToabl U METOLAUKMN NMPOBEAEHUS aHAIN3A U CUCTEMATU3ALLUM
AOKYMEHTOB M MHOPMALMM

JloKanbHble HOPMaTMBHbIE aKTbl OpPraHU3auUUW, peryanpylowme nopaaoK
OLEHKM U1 aTTecTaumnm nepcoHana




MopAaoK 3aKNHYEHNA AOTOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKK aenosBoro obuieHus

basosble OCHOBBbI NHPOPMATHKW, CTPYKTYpHOE NoCTpoeHune
MHOOPMALMOHHBIX CUCTEM U OCOBEHHOCTM PAabOTbl C HUMM

[pyrve xapakTepucTnkm -

3.4. 0606LwWeHHas TpyaoBas GyHKLMA

eATeIbHOCTb N0 Pa3BUTMIO NepPCoHana YpoBeHb
HanvmeHoBaHue A P P Kopa D P 6
KBaMPUKaunm
MpoucxoxaeHue
o o 3anmMcTBOBaHO
0606LweHHoM TpyaoBOM OpwuruHan X
N3 OpuUrnMHana
bYHKLMM
Kog, PerncrpaumoHHbIn
opurMHana HOoMep
NpodeccnoHanbHOro
CTaHAapTa
Bo3morkHble Cneumanuct no passuTmio U 0byyeHuto nepcoHana
HaMMeHOBaHWMA Cneumannct No pasBUTUIO Kapbepbl NepcoHana

[ONKHOCTEM, npodeccuit Cneumanuct no nepcoHany
MeHezKep Mo nepcoHany

TpeboBaHua K Bbicwee obpasoBaHue
06pa3oBaHUIo M 06yYeHUto | [lononHuTenbHoe npodeccnoHanbHoe 06pasoBaHMe - NPOrpPamMbl
NoBblIWEHMA KBaIMPUKaLMKM; NPOrpammbl NpodeccuoHanbHOM




nepenoarotoBku B obnactu OpraHM3aLMOHHOIo n ﬂpOd)ECCMOHaﬂbHOI'O
Pa3BuUTUA NepcoHana

TpeboBaHuWA K ONbITY
npaKkTU4eckom paboTbl

Ocobble ycnoBuaA AonycKka K
pabote

Lpyrve xapaktepuctmkm

JononHuTtenbHble XapaKkTepUCTUKN

HanmeHoBaHWe AOKYMeHTa Kog, HavmeHoBaHuMe 6a30B0W rpynmnbl, 4OJKHOCTK (Npodeccun)
WK cneumanbHOCTH
OK3 2412 CneumanucTtbl No Kagpam v npopopmreHTaLmm
3423 Cneumannctbl KaapoBbIX CYXKO U yupekaeHUn 3aHATOCTH
EKC - MeHepxep no nepcoHany
oKnAarTp 27755 DKOHOMMUCT MO TpyAy
22956 MHcneKTop no Kagpam
3.4.1. TpypoBana ¢yHKUMA
OpraHu3auma 1 NnposeaeHne MeponpUATAI YpoBeHb
HanmeHoBaHMe | MO pasBUTUIO U MOCTPOEHMUIO Koa D/01.6 |(noaypoBeHb) 6
npodeccnoHanbHOM Kapbepbl NepcoHana KBannpuKaumnm
MpoucxoxaeHue Tpyaosoi | OpurnHan X |3amMmcTBoBaHO ‘ ‘
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OYHKUMM

13 opurnHana

Kopg PerncrpaumoHHbIN
opurnHana HOoMep
npodeccnoHanbHOro
CTaHAapTa

TpyanoBble AencTeus

AHann3 CTPYKTYpbI, NIAHOB M BaKaHCUI1 opraHM3aumm

AHanns ocobeHHocTel paboTbl Ha Pa3/IMYHbLIX y4YacTKax MPOU3BOACTBA U
KOHKPETHbIX paboumx mecTax

MoAroToBKa MPOEKTOB AOKYMEHTOB, OMNpeAensAlowmx MNOpALOK pasBUTUA
nepcoHana u NocTpoeHna NpodeccMoHanbHOM Kapbepbl C OLEeHKOM 3aTpaT

Pa3paboTKka niaHoB npodeccnoHabHOM Kapbepbl PaboTHUKOB

dopmunpoBaHMe KagpoBoOro pesepsa

OpraHusauus MeponpuaTHii no pa3BUTUIO n NOCTPOEHUIO
npodeccnmoHanbHON Kapbepbl NepcoHana

MoAroToBKa NpeasioXKeHnin No GopMmnpPoBaHMIO BrogyKeTa Ha opraHM3aLmio
M nposegeHWe  MepPOnNpPUATMIA  NO  PasBUTMIO U MOCTPOEHUIO
npodeccrnoHanbHO Kapbepbl NepcoHana

AHann3  3PEKTUBHOCTM  MeponpuATMA MO PasBUTUIO  MepCcoHana,
NOArOTOBKA NPEL/IONKEHNM MO PasBUTHIO

Heobxoanmble ymeHUn

AHanusmpoBaTb ypoBeHb o06uwero pasBuTMA KW NpodeccroHaNbHOM
KBaNMOUKaALMM NepcoHana

Onpefenatb KPaTKOCPOYHblE W AOJNTOCPOYHble MNOTPebHOCTM pPas3BUTMA
nepcoHana 1 NoCcTpoeHus ero NpodeccMoHanbHOM Kapbepbl




Onpegenatb Kputepun GOPMMPOBAHMA KaLPOBOTO pe3epBa opraHn3aumm

CocTaBnaTb UHAMBMAYaANbHbIE MaHbl KAPbEPHOTO Pa3BUTMA NepcoHana

MPUMEHATb TEXHO/MIOTMM U METOAbl PasBUTUSA MepcoHana M NOCTPOEeHMA
npodeccroHanbHOM Kapbepsl

CoctaBnaTb NpeanoXeHua U KOHTPO/AMPOBaTb CTaTbM PacXo4oB Ha
nporpammbl M MeponpuATMA MO Pa3BUTUIO MEPCOHana M MNOCTPOEHUID
npodeccMoHabHOM Kapbepbl AN NJaHUPOBaHUA BloAKeToB

Onpegenatb 3QpPeKTUBHOCTb MEPONPUATUIA NO PasBUTUIO NepcoHana wu
NOCTPOEHMIO NPOPECCUOHANBHOMN Kapbepbl

Pabotatb Cc MWHPOPMALMOHHBbIMM cucTeMamu W 6Gasamum AaHHbIX MO
nepcoHany

Cobnt0aaTb HOPMbI STUKK Aen10BOro 06LeHus

Heobxogumble 3HaHUSA

Cuctema, cnocobbl, meTozpl, WNHCTPYMEHTbI NOCTPOEHMUS
npodeccnoHanbHOM Kapbepsl

MeToabl OnpefeneHns M OUEHKU JIMYHOCTHbIX U npodeccuoHanbHbIX
KoMneTeHLUnin

Cuctembl, MeToZabl M GOpPMbl  MaTepUaNbHOrO M  HEeMaTepuasibHOro
CTUMY/IMPOBaHUA TPyAa NepcoHana

TexHonormmn, metoabl GOPMUPOBAHUA N KOHTPOA BHOAYKETOB

TexHonorMKn, MeToasl U METOAMKM NPOBEAEHUA aHaM3a U cUCTeMaTM3auum
AOKYMEHTOB M nHdopmaumm

OcHoBbl NpodeccnoHanbHO opueHTauum

OcHosBbl ,CI,OKYMeHTOO60p0Ta N AOKYMEHTALMOHHOIo obecneyeHus




OcHosBbl ﬂpOVI3BO,CI,CTBeHHOl\;1 AeATENbHOCTU OPraHn3aunmn

OcHoBbl 06LWEN U cOUMaNbHON MCUXOJIOTUWN, COLMONOTUM U MCUXONOTUN
Tpyaa

CTpyKTypa oOpraHv3auuMum U BaKaHTHble  AO/MKHOCTM  (nNpodeccun,
cneunanbHOCTH)

TpyaoBoe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPXKalliMe HOPMbI TPYA0BOro
npaea

3akoHogaTenbcTBo Poccuiickoit deaepalmm o NepcoHanbHbIX AaHHbIX

JloKanbHble HOPMAaTMBHbIE aKTbl OpraHuM3auMu, peryavpylowme nopaaok
pa3BUTMA M NOCTPOEHUA NPOPECCMOHANbHOM Kapbepbl NepcoHana

MopAAOK 3aKN0YEHUA AOFOBOPOB (KOHTPAKTOB)

HopMmbl 3TUKM fenoBoro obLeHns

basosble OCHOBb! MHOOPMATUKM, CTPYKTYpHOE nocrpoeHue
MHPOPMALMOHHDBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

[pyrve xapakTepucTnku

3.4.2. TpypoBana ¢yHKUMA

HamnmeHoBaHue

OpraHusauma obyyeHna nepcoHana YpoBeHb

Kog, D/02.6 |(noaypoBeHb) 6
KBanMpuKaumm

MpoucxoxaeHve TpyLoBOM
bYHKLMK

3anMCcTBOBAHO

OpuruHan
N3 OpuUrnHana




Koa PernctpaumoHHbIn
opuUrnHana HOMep
npodeccMoHanbHOro
CTaHZapTa

TpyaoBble gencramn

AHanus3 pblHKa 0bpa3oBaTesibHbIX YCAYr M NOTpebHoCTeN opraHusauum B
oby4yeHnn nepcoHana

Pa3pa60TKa NA1aHOB, METOAUYECKUX MaTePUNanos, YHE6HbIX NA1aHOB U
nporpamm, nMpPOEKTOB JIOKaJ/IbHbIX aKTOB MO o6yqumo n pas3Butuio
nepcoHana, BK/O4YaA OUEHKY 3aTpaT

OpraHunsaumnsa MeponpuaTuii No obyyeHunIo nepcoHana

MoaroToBKa NpeasioXKeHnn No GopMmnpoBaHMNIO BrogyKeTa Ha opraHM3aLmio
o0by4yeHunsa nepcoHana

AHanuns apPeKTMBHOCTM MepPOoNpUATUIA MO 0ByYeHUIo NnepcoHana

Heobxoanmble ymeHUn

AHanunsnpoBaTb M ONpeaenaTb NOTPebHOCTM B 06yYeHUn rpynn nepcoHana B
COOTBETCTBUM C LIENIAMWN OpraHn3aumnm

PaspabatbiBaTb N/iaHbl MOATOTOBKWU, MEPEnoAroTOBKM WM MOBbIWEHUS
KBa/IMOUKALMM KagpoB, yuebHble NiaHbl U MPOrpammbl

AHanNM3npoBaTb PbIHOK O6pa3OBaTe}'IbeIX YCnyr n rotoenTb npegnoxKeHuaA
No NoCTaBWKUKaM ycnyr

OpraH130BbIBaTb ObyYatoLwmMe MeponpUATUS

CocTaB/ATb U KOHTPOAMPOBATb CTaTbM PacxodoB Ha obydyeHWe nepcoHana
A8 NNaHUPOBaHUA BIOAXKETOB

Pa3pa6aTblBaTb M KOMMNNEKTOBATb y‘-IE6HO-MeTO,£I,M‘~IeCKMe AOKYMEHTDI




Mpon3BoAUTb OLEHKY 3DDEKTUBHOCTN 0BYyUYEHMA NepcoHana

Mpoun3BognTb NpeaBapuTesibHble 3aKyNno4YHble Npoueaypbl U odbopmaeHue
CONYTCTBYIOLLEN AOKYMEHTALLMMN MO 3aKAOYEHUIO 4OTOBOPOB

Pabotatb ¢ WHOOPMAUMOHHLIMM cUCTEMamMM W 6asamu  OaHHbIX MO
nepcoHany

PaspabatbiBaTb M 0GOPMAATL AOKYMEHTbl MO MpPOLLEeCCam OpraHM3aLmu
0b6y4yeHuMsA nepcoHana u ux pesynbratam

Cobntoaatb HOPMbI 3TUKK AeN0BOoro 06LeHus

Heobxogumble 3HaHWUSA

MeTogbl, MHCTPYMEHTbl UcciefoBaHMs noTpebHocTM B 0byveHumn
nepcoHana

MeTogonorus obyyeHus

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

MopAaAoK pa3paboTkM NAaHOB NOATOTOBKM, NEPENOArOTOBKM M MOBbIWEHUA
KBaNMOUKALMM KagpoB, yuebHbIX NIaHOB U NPOrpamm

Cuctembl, MeTogabl M GOpPMbl  MaTepUaNbHOrO M  HEeMaTepuasibHOro
CTUMY/IMPOBaHUA TPyAa NepcoHana

TexHonorMn 1 metoabl GOPMUPOBAHUA U KOHTPOAA BloaXKeTOB

nOp'r'I,CI,OK BeAeHMA y4eTa MU OTYETHOCTM NO noAroToBke WM NOBbIWEHUIO
KBal'IVId)VIKaLI,I/II/I nepcoHana

OcHosBbl AOKyMeHTOO60pOTa N AOKYMeHTaUMOHHOro obecneyeHun

OcHoBbI TEXHONOTUMN npon3BoAacTBa U AeATENbHOCTUN OpraHn3aunn




OcHoBbl 06LWel U COUMAaNbHOW MCUXONOTUM, COLMONOTUN U MCUXONOTUK
TpyAa

MopagoK  npoBeAeHWs  3aKyMoOYHbIX  npoueayp W odopmieHun
COMYTCTBYIOLLEN AOKYMEHTALUN

CTpyKTypa opraH13auuu

TpyaoBoe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPXKalliMe HOPMbI TPYA0BOro
npaea

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

OcHoBbI HaNOroBOro 3aKoHoZaTenbCTBa Poccuiickon Pepepaumnu

OcHoBbI 3aKoHOAaTeNbCTBa 06 06pa3oBaHNKM Poccuninickon Pegepauun

3aKoHogaTenbcTBo Poccuiickon degepaupnm o NepcoHaibHbIX AaHHbIX

JNloKkanbHble HOPMAaTUBHbIE AKTbl OpraHU3aLuMK, peryanpylowme obydyeHue
nepcoHana

MopAAOK 3aKA0YEHUA AOrOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM aenosoro obuweHnn

basoBble OCHOBbI NHOPMATUKNY, CTPYKTypHOE nocTpoeHune
MHPOPMALMOHHBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

[pyrve xapakTepuctnkm

3.4.3. Tpyposasa GyHKUMA

HanmeHoBaHMe | OpraHu3auma agantalmm U CTaXKUPOBKMU Koa D/03.6 |YposeHb E




nepcoHana

(noayposeHb)
KBaIMpUKaumnm

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3anmcTBOBaHO

OpuruHan X
U3 opurMHana

Kog, PerncrpaumoHHbIi
opuruHana Homep
npodeccnoHanbHoOro
cTaHAapTa

TpyaoBble gencramn

AHaNM3 ycnewHbIX KOPNopaTMBHbIX MPaKTMK NO OpraHM3auun aganTtauum u
CTa*KMPOBKe NepcoHana

Pa3pa60TKa NNaHOB adanTaunn, CTaXXNPOBKKU NepCoHaa C OLI,GHKOVI 3aTpart

OpraHu3aums meponpuATUA NO aganTtaumm, CTaXKMPOBKe NepcoHana

Moarotoska ﬂpe,ﬂ,ﬂO)KEHMVI Nno CoBepLEeHCTBOBAHUIO CUCTEMDLI adanTaunu,
CTa*XMUpPOBKK NepcoHana

MoAroToBKa NpeasioxKeHnin No GopMmmnpoBaHNto BrOLKEeTa Ha OpraHM3aLMIo
aZlanTauyn U CTaXKMPOBKM NepcoHana

AHann3 3PPeKTUBHOCTM MEeponpUATMIA MO ajanTauum U CTaKUPOBKe
nepcoHana

Heobxoavmbie ymeHun

Ol'lpeﬂ,e.l'l’r'lTb rpynnbl nepcoHana ANnAa CTaXXMpoBKU U aaantaunm

Onpep,enﬂTb pa6oqme MecCTa AnAa nposegeHnA CTaXXMpPOBKU M agantaunm
nepcoHana

CornacosbiBaTb meponpuAaTnAa agantaunm U CTaXXMpoBkKMU C BO3MOXXHOCTAMU
npon3soacTBa




I'Ipomssop,mb dHa/n3 N OUEHKY pe3ynbTaTOB adanTaunn U CTa*XUPOBOK
nepcoHana

CocTaBnATb NpPeaNoXKeHUA U  KOHTPO/AMPOBaTb CTaTbM PACXOAOB Ha
nporpammbl U meponpuAaTMA No aaantTaunn U CTaXXMpoBKe nepcoHana AnAa
NaaHMPOBaHUSA BLOAKETOB

Mpon3BoguTb OUEHKY 3POEKTUBHOCTM MEPONpPUATUIA Mo ajanTaumm U
CTaXKMPOBKe NepcoHana

BHeapATb CUCTEMBI BOB/IeYEHMA PABOTHUKOB B KOPNOPATUBHYIO KYAbTYPY

Mcnonb3oBaTtb MHd)OpMaLIMOHHbIe CUCTEMBbI M 6a3bl AadHHbIX NO NepPCoHany

Cobntoaatb HOPMbI 3TUKM LeN0BOro 06LLeHUs

Heobxoanmble 3HaHWA

MeToabl aganTaunm n CTaxMpPOBOK

TexHonorun, MeToabl U METOAUKM NPOBEAEHMNA aHaNMU3a U cUCTeMaTM3aLUN
OOKYMEHTOB M MHbOopMaLmm

NMopagok pa3pa60TKM naaHoOB agantaunn nepcoHasa Ha HOBbIX pa60qu
mMmecTax, noAroToBkK, nepenoarotoBkn U NOBbIWEHUA KBa}'IM(bMKaLI,MM
nepcoHana n opraHn3aunmm CTaxxMpoBoOK

nOp'r'I,CI,OK COCTaBneHMA CMET 3aTpaT Ha aJaganTauniko " CTaXXUPOBKRY
nepcoHana

MopAagoKk BefdeHWA yyeTa M OTYETHOCTM NO adanTaumm WM CTAXKMPOBKE
nepcoHana

Cuctembl, MeToZabl M GOpPMbl  MaTepUaNbHOrO M  HEeMaTepuasibHOro
CTUMYIMPOBaHUA TpyAa NepcoHana

TexHonorMn n metoabl GOPMUPOBAHUA U KOHTPOAA BloaXKeToB




OcHoBbI TEXHONOTUMN npon3sBoAacTBa U AeATENbHOCTUN OpraHn3aunm

OcHoBbl 06LWEN U cOUMaNbHON MCUXOJIOTUWN, COLMONOTUM U MCUXONOTUN
Tpyaa

CTpyKTypa oOpraHv3auuMum U BaKaHTHble  AO/MKHOCTM  (nNpodeccun,
cneunanbHOCTH)

TpyaoBoe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPXKalliMe HOPMbI TPYA0BOro
npaea

OcHOBbI HaNIOroBOro 3aKoHoAaTenbcTBa Poccuiickoit deaepaunm

3akoHogaTenbcTBo Poccuitickon Pegepaumm o nepcoHanbHbIX AaHHbIX

JNoKkanbHble HOPMATMBHbIE aKTbl OpPraHM3aLuK, peryampylowme agantaumio
M CTa*KMPOBKY NepcoHana

OCHOBbI J,OKYMeHTO060pOTa U AOKYMEHTaUMOHHOro obecneyeHus

MopAaoK 3aKNt04YEeHUs 4OrOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM aenosoro obueHna

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

[pyrve xapakTepuctnku

3.4.4. TpypoBana ¢yHKUMA

HanmeHoBaHue

A,D,MMHMCTPMpOBaHMe npoueccos n

adanTaunn U CTaXXMpPoBKe NepCcoHana

OKYMEHTO060pOTa MO Pa3BUTUIO U YposeHo
AOKY P o P Kog, D/04.6 |(noaypoBeHb)
npodeccroHanbHoM Kapbepe, obyyeHuto,
KBannpuKaumm




MpouncxoxaeHne TpyLoBOW
OYHKUMM

3anmcTBoBaHO
OpuruHan X
N3 OpuUrnMHana
Kopg PerncrpaumoHHbIn
opurnHana HOMmep
npodeccnMoHanbHOro
CTaHAapTa

TpyanoBble AencTeus

AHanu3 npoueccos, NpPaBuA M MNOPAAKOB OpPraHM3auMM Mpu NPoBeAEHUU
MEpPONpPUATUIA NO PasBUTUIO U NPOodeccMOHaNbHOM Kapbepe, obyyeHwuio,
aflanTauun U CTaXKMPOBKe NepcoHana

[oKymeHTaunoHHoe odbopmeHne pe3ybTaToB MePONpPUATUIA MO PasBUTUIO
n npodeccMoHanbHOW Kapbepe, o0byyeHMIO, afanTauMm U CTarKUPOBKe
nepcoHana

MoAroToBKa WMHAMBMAYANbHbIX MNPEAJIOKEHUA Ha OCHOBE pPe3y/bTaToB
npoBeAeHNA MEPONPUATUIA NO PasBUTUIO M NPOdECcCMOHANbHOW Kapbepe,
06yyeHuIo, adanTaumm 1 CTaKMPOBKE NepcoHana

MoAroToBKa Mpea/oKeHUd MO COBEPLUEHCTBOBAHUIO CUCTEM O0ByYeHus,
afanTauym U CTaXKMPOBKW, PasBUTMA U MOCTPOEHUA NpodecCcUOoHaNbHOM
Kapbepbl NepcoHana

ConpoBoOXAeHMe  OOrOBOPOB MO OKa3aHWIO  KOHCY/bTaLMOHHBIX,
MHPOPMAUMOHHDBIX yCayr, HeobxoguMbIX ANfA MpoBeAeHUs o0byuyeHus,
aflanTauumn U CTaKMPOBOK, PasBUTUA U MOCTPOEHMS NpPodeccMoHasbHOM
Kapbepbl MNepcoHana, BKAKOYAA NpeABapuTesibHble Mpoueaypbl MO WX
3aKNOYEHUIO

BbinosHeHne TpeboBaHWUIA NO XpaHeHWo uHbOPMaUMM O pesyabTaTax
obydyeHus, adantauMM U CTAXKMPOBKKW, PasBUTMA U MNOCTPOEHMUA
npodeccrnoHanbHOM Kapbepbl NepcoHana




Heobxoanmble ymeHUn

OdopmMnaTb AOKYMEHTbI MO BOMNPOCaM NpoBeAeHUs obyyeHus, agantauum u
CTAXKMPOBKKU, pPasBUTUA UM MNOCTPOEHUA nNpodeccMoHanbHOW Kapbepbl
nepcoHana, npegocTaBasemble B rocyAapCcTBeHHble opraHsl,
npodeccrmoHanbHble COHO3bl W ApyrMe npeacTaBUTE/IbHblE  OpraHbl
paboTHMKOB

ObecneunBaTb AOKYMEHTALMOHHOE COMPOBOXAeHMe 0bydeHuna, agantaumm
N CTa)KMPOBOK, PasBUTMA W MNOCTPOEHUA MPOdEeCccMOHaNbHON Kapbepbl
nepcoHana

AHanusvpoBaTb NpaBuna, Npoueaypbl U NOPALKM NpPoBeseHUs 0byyeHus,
aflanTauum M CTaKMPOBKM, PA3BUTUA W MOCTPOEHUA NpPodeccUoHaNbHOM
Kapbepbl NepcoHana

OpraHM30BbIBaTb XPaHEHME AOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMU
3aKoHogaTenbctBa Poccuiickot Pepepaumm U NIOKaNIbHbIMKM - aKTaMMU
opraHusaumm

AHanusvMpoBaTb  AOKYMEHTbl WM MepeHocuTb  MHPopmaumio B
MHPOPMaLMOHHbIE cUCTEMBI M 6a3bl AAHHbIX

BecTu yyeT 1 perucTpaumio 4OKYMEeHTOB B MHOOPMALMOHHBIX CUCTEMAX U HA
MaTepuanbHbIX HOCUTENAX

PabotaTb C WHPOPMALMOHHBbIMM cucTeMaMun U 6asamyn  AaHHbIX MO
BOnNpocam 0byyeHus, adanTaumm U CTaXKMPOBKM, Pa3BUTUA U MOCTPOEHUNA
npodeccnoHanbHOM Kapbepbl MepcoHana, BeAeHUA yyeTa KaHAMAATOB Ha
BaKaHTHble ZoMXKHOCTU (Npodeccnm, cneumanbHOCTH)

BecTu aenosyto nepenmcky

Cob6nt0aaTb HOPMbI 3TUKK AeN0BOro 06LLeHUs

Heobxoanmble 3HaHWA

Mopaaok obopmneHns, BeaeHUA N XpaHEeHUA AOKYMEHTaLUMn, CBA3aHHOM ¢
cuctemol obyuyeHus, aganTaumn U CTaXKMPOBKKU, PasBUTUA U MOCTPOEHMUSA




npo¢eccroHanbHOM Kapbepbl NePcoHana

Mopagok d¢opmMpoBaHMA, BedeHWs OaHKa [OaHHbIX O MepcoHasne
OpraHM3aunu U NpPeaocTaB/leHNsa OTYETHOCTHU

HopmaTuBHble MpPaBOBble aKTbl, Peryavpylowme npasa M 06A3aHHOCTM
rocyAapCTBEHHbIX OPraHOB M OpraHM3auumn No MNpeaoCcTaB/leHU0 YYeTHOM
AOKYyMeHTauum

MopAAoKk opopmIeHNA AOKYMEHTOB, NPeAoCTaBAAEMbIX B FOCYAapCTBEHHbIE
OpraHbl M UHbIE OpraHn3aunn

OcHosBbl AOKYMEHTOO60pOTa N AOKYMEHTAUMOHHOIo obecneveHus

MopagoK  npoBegeHMA  3aKynouyHbiX  npoueayp Y odopmaeHus
CONYTCTBYIOLLEN AOKYMEHTALUM

CTpyKTypa oOpraHvM3auMuM UM BaKaHTHble  AO/MKHOCTM  (npodeccun,
cneupnanbHOCTH)

TpyL0BOE 3aKOHOAATENLCTBO U MHbIE aKTbl, COAEPMKALLME HOPMbI TPYAOBOIO
npasa

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATMBHbIE MNPABOBbIE aKTbl
Poccuiickolt ®epepaumu, B 4aCcT BeAeHUA AOKYMEHTALMM NO nepcoHany

OcHOBbI HaNIOroBOro 3aKoHoAaTenbecTBa Poccuiickolt deaepaumm

3aKkoHoaaTenbcTBO Poccuitckon deaepaummn o nepcoHasibHbIX AaHHbIX

TexHonorMKn, MeToasl U METOAMKM NPOBEAEHUA aHaM3a U cUCTeMaTM3auum
AOKYMEHTOB M nHdopmaumm

JloKanbHble HOPMATMBHbIE aKTbl OpPraHuM3auMu, peryavpylowme nopagok
pasBUTMA M MNOCTPOEHMA NPodeccMoHanbHOW Kapbepbl, 06y4YeHus,
aflanTauuu 1 CTaXKMPOBKM NepcoHana




MopAaoK 3aKNOUYEeHUA A0rOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKM fenoBoro obueHns

basoBble OCHOBBbI NHPOPMATHKW, CTPYKTYpHOE NocTpoeHune
MHGOPMALMOHHBIX CUCTEM U 0COBEHHOCTU PaboTbl C HUMM

[pyrve xapakTepucTnkm

3.5. O606LeHHas Tpyaosas GyHKLMA

eATeNIbHOCTb MO OpraHM3auum Tpyaa u YposeHb
HanvmeHoBaHue A P 4 PyA Kopa E P 6
onnaTbl NnepcoHana KBanmudukauum
MpoucxoxaeHue
o o 3anmMcTBOBaHO
0606LweHHoM TpyaoBOM OpwuruHan X
N3 OpuUrnMHana
bYHKLMM
Kog, PerncrpaumoHHbIn
opuruHana HOomep
NpodeccnoHanbHOro
CTaHAapTa
Bo3moxKHble Cneunannct Nno HOPMMPOBAHMUIO U oNAaTe Tpyaa
HanmeHoBaHUA Cneunannct no opraHM3saumm n onnate Tpyaa

AOJIKHOCTeN, npodeccuit CnevumanucT no KOMMeHcaumuam 1 brotTam
Cneuumanuct no nepcoHany
MeHezKep no nepcoHany

TpeboBaHua K Bbicwee obpasoBaHue
06pa3oBaHUIo M 06yYeHUto | [lononHuTenbHoe npodeccnoHanbHoe 06pasoBaHMe - NPOrpamMmbl




HpOd)ECCMOHaﬂbHOIZ nepenogrotoBkn B obnactu 9KOHOMWKMU,
HOPMUPOBAHNA N ONNaTbl TPyAa, Nporpammbl NOBbIWEHUA KBaIWICbVIKaLI,MM

TpeboBaHuWA K ONbITY -
npaKkTU4eckom paboTbl

Ocobble ycnoBuaA AonycKka K
pabote

Lpyrve xapaktepuctmkm

JononHuTtenbHble XapaKkTepUCTUKN

HanmeHoBaHMe AOKYMEHTa Koa HanmeHoBaHKWe 6a30B0M rpynnbl, 4OKHOCTU (Npodeccunm)
WU cneunanbHOCTH

OK3 2412 Cneumanuctbl No Kagpam v npopopmeHTaumm
3423 Cneumannctbl KaZpoBbIX CAYXKO N yupeKaeHUI 3aHATOCTH
EKC - MHKeHep N0 HOPMUPOBAHUIO TPYAA

- TexHUK no Tpyay

- IKOHOMMUCT Mo Tpyay

- MeHezKep no nepcoHany

oKnAarTp 27755 DKOHOMMCT Mo TPyAy

22956 MHcneKTop no Kagpam

3.5.1. Tpynosasa GyHKUMA
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HanmeHoBaHue

OpraHusaums Tpyaa nepcoHana YpoBeHb

Kopa, E/02.6 |(noaypoBeHb) 6

MpoucxoxaeHne TPyLOBOM
dYHKUMM

KBa/IMPUKaLnm
3anmcTBoBaHO
OpuruHan X
N3 OpuUrMHana
Kopa PerncrpaumnoHHbIn
opuUrnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble aencTena

AHann3  ychewHbIX  KOPNOPATMBHbLIX  MNPAKTUK NO  OpraHMsauum
HOPMMPOBAHUA  Tpyda AA  pPas/IMYHbIX  KaTeropuit  nepcoHana,
ocobeHHoCTel NPoOM3BOACTBA U AEATENIbHOCTU OpraHmn3aumm

PaspaboTka cucTembl OpraHusauMm Tpyaa MepcoHana W nopagka
HOPMWPOBaHKA TPyaa Ha Pabounx MecTax C OLLeHKOW 3aTpaT Ha NepcoHan

BHeapeHue cucTeMbl OpraHusaumMy TPyAa MEepcoHana W KOHTPOAA Hag,
HOPMMPOBaHMEM C  onpegeneHvem  TPYLOEMKOCTW, HOPMATUBHOW
YMCNEHHOCTH, rpadMKoB PaboT M yCIoBMIA ONAaTbl TPYAA NepcoHana

BblfiBieHWEe pe3epBOB MOBbIWEHWA NPOU3BOAMTENIbHOCTM TPYAa M KayecTsa
HOPMWPOBaHUA Tpyda, MOArOTOBKA MPEA/IONKEHMI NO  U3MEHEHUAM
YC/I0BUIA M ONaTbl TPyAa NepcoHana

MoAroToBKa NpeaioxKeHuin No GopMMPOBaHUIO BIOAKETa Ha OPraHM3aLMIo
TpyAa nepcoHana

OnpeaeneHne 3¢pdeKTUBHOCTM pPaboTbl CUCTEMbI OpraHM3auuu Tpyada w
HOPMWPOBaHUA TPyAa Ha Paboumnx mectax




Heobxoanmble ymeHUn

BHeapsaTb MeTOAbl paLMoHabHOW OpraHn3aLmMm Tpyaa

Pa3pabaTbiBaTb NAaHbl OPraHNU3ALMOHHBIX U TEXHUYECKMX MEePONpUATUIA Mo
NOBbILIEHMIO MPOMN3BOAUTENBHOCTM TPYAA

AHann3MpoBaTb COCTOAHWE HOPMMPOBAHMA TPYyAad, KauyecTBO HOPM,
nokasartesiei no Tpyay

AHannsnposatb 3PPeKTUBHOCTb PabOTbl CUCTEMbBI OpPraHU3auMmM Tpyaa
nepcoHana u HOPMMPOBAHMSA TPyAa Ha paboumx mecTax

CoctaBnAtb U KOHTPO/INPOBATb CTaTbM pPaCxXxoA4oB Ha onaaty Tpyada
nepcoHana gnAa naaHNpoBaHUA 6IOLI,)KETOB

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

Pa3pa6aTbIBaTb n Od)OpMI'IﬂTb AOKYMEHTbI N0 HanpaBAeHUNIO AeATENbHOCTU

CobntoaaTb HOPMbI STUKM Ae10BOro 0bLeHms

Heobxoanmble 3HaHUA

MeToap! y4eTa M aHanM3a NnokasaTtenen No Tpyay v onaate Tpyaa

MeToabl onpegeneHunAa, OLEHKM W CpaBHeHuA I'IpOVI3BOACTBEHHOV1
UHTEHCUBHOCTU N HANPAXEHHOCTU TPyAa

MeToabl HOpMUPOBaHKA TPyAa

MerKoTpacnesble 1 OoTpac/ieBble HOPMATUBbI TPYAOBbIX 3aTpaT

CoBpemeHHble GOpMbI, CUCTEMbI OMAATBI U y4YeTa MPOU3BOAUTENLHOCTU
TpyAaa nepcoHana

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




TexHonorMm n metoabl (I)OpMVIpOBaHVIFI N KOHTpPOAA 6I-0,D,)KETOB

TexHoNorMm, MeTogbl U METOANKM NPOBEAEHMA aHAAN3a U CUCTEMATM3ALMUM
OOKYMEHTOB 1 MHPOpMaLmm

OcHosBbl AOKyMEHTOOGOpOTa N AOKYMEHTAUMOHHOro obecneyeHus

MopagoKk Tapudukaumm paboT n paboumx, YCTaHOBAEHUA AONMKHOCTHbIX
OKNagoB, AonaaTt, HaabaBok M KoapduUUMeHTOB K 3apaboTHoi nnaTe,
pacyeTa CTUMY/IMPYIOLLMX BbINiaT

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

OcCHOBbI TEXHONOMMKW NPOU3BOACTBA U AEATENbHOCTHU opraHmsauyuun

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

KazpoBas nofnTUKa U cTpaTernsa opraHnsaLmm

JKOHOMMKaA TpyAa

OcHoBbl 06Le U CoUManbHOM MCUXONOTUM, COLMONOTMU U NCUXONOTUM
TPyA2

TpynooBoe 3aKOHOAATENbCTBO WM WMHblE aKTbl, COAEp)Kalue HOpPMbl
TpYAoOBOro Npasa

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

OcHOBbI HAaNOroBOro 3akoHoAaTenbeTea Poccuinckon deaepaumn

3aKoHoaaTenbcTBo Poccuinickon Peaepaummn o NnepcoHanbHbIX AaHHbIX




JloKkanbHble HOPMATUBHbIE aKTbl OpraHmsauuun, peryampyrowme nopAaaok
opraHunsauunn Tpyaa 1 HOpMMUpoBaHNA NepCcoHana

MopAgoK 3aKNH0YEHNA AOTOBOPOB (KOHTPAKTOB)

Hopmbl 3TMKKN aenosoro obuieHua

basosble OCHOBbI MHPOPMATUKM, CTPYKTYpHOE NocTpoeHue
MHOOPMALMOHHBIX CUCTEM M OCOBEHHOCTM PAabOTbl C HUMM

[pyrve xapakTepucTnkm

3.5.2. Tpyposasa GpyHKUMA

HanmeHoBaHue

OpraHu3auma onnaTbl Tpyaa nepcoHana YpoBeHb

Kog E/01.6 |(noaypoBeHb) 6
KBannduKaLmm

MpouncxoxaeHne TpyLoBoOW
OYHKUMM

3anmMcTBOBaHO
N3 opuUrnHana

OpuruHan X

Koa PernctpaumoHHbIi
opuUrnHana HOMmep
npo¢deccnoHanbHOro
CTaHZapTa

TpyaoBble AencTeus

AHanmM3 ycnewHbIX KOPNOPATUBHbLIX MPAKTUK MO OpraHM3aumm CUCTeMbl
onnaTbl TpyAda nepcoHana

Pa3paboTKa cucTembl onaaTbl TPyAa NepcoHana

dopmupoBaHne  nnaHoesoro  bioaxeta  ¢oHaa  onnatel  TpyAa,




CTUMYNNPYHOWNUX N KOMNEHCALMOHHbIX BbiNaaT

BHeApeHue cucTembl OnnaThl Tpyaa nepcoHana

MoarotoBKa MpPeAJ/IoKEeHUI MO COBEPLUEHCTBOBAHUIO CUCTEMbl OMAaThl
TpyAa nepcoHana

Heobxoanmble ymeHUn

CoctaBnAaTb M KOHTPO/AMPOBaTb CTaTbM pacxodoB Ha onnaty Tpyaa
nepcoHana Aas naaHUpoBaHua 6oaxketos 1 poHA0B

MpumeHATb TexHonormu MaTepmaanoﬁ moTuBaumMn B ynpassieHUU
nepcoHaaom

Pa3pabaTtbiBaTb KOHLIENUMIO TMOCTPOEHMUA MOTMBALMOHHbLIX MPOrpamm
PabOTHNKOB B COOTBETCTBUM C LEENIAMMN OpraHn3aumm

AHanusMpoBaTb COBPEMEHHbIE CUCTEMbl ONAaTbl M MaTepuanbHOM
(MoHeTapHoOI) MOTMBaUMK TPYAA ONA Leneil opraHnsaumm

AHann3MpoBaTb YPOBEHb OMJIaTbl TPyAa MepcoHana Mo COOTBETCTBYHOLLMM
npodeccnoHanbHbIM KBanndMKaLmam

MpoBOANTL MOHUTOPUHT 3apaboTHOM NAaTbl Ha PbIHKE TPyAa

AHannsnposaTb GOPMbl MaTEPUAZIbHOTO CTUMY/IMPOBAHMUSA, KOMMNEHCALUIA U
JIbroT B ONn/1aTe TpyAa nepcoHana

PaboTaTb ¢ MHOOPMALMOHHBIMK CUCTEMaMK M 6asammn AaHHbIX NO onaaTte
TpyAa nepcoHana

CocraBnAatb NPOrHO3bl Pa3BuUTMA oNnaTbl TPyAa NepPCoOHaa

Cobntoaatb HOPMbI 3TUKM Ae10BOro 0bLLeHUs

Heobxoanmble 3HaHUA

q)OprI N CUCTEMDI 33pa6OTHOI‘;I naatbl, NOPAOOK COCTaB/1eHUA 6PO,£I,H<ETOB




Cuctembl, MeToabl M  ¢GOpPMbl  MaTepuanbHOr0O M HemMaTepuasbHOro
CTUMYIMPOBaHUA TpyAa NepcoHana

TexHoNnorMm n metoabl GOpMMpPOBaHMA N KOHTPOAA BlogykeToB M doHAOB

Mopadok TapuduKkauum paboT M pabounx, YCTAaHOBNEHMSA AONKHOCTHbIX
OKNagoB, Aonnat, HaabaBok M KoadoduumeHToB K 3apaboTHOM nnate,
pacyeTa CTUMY/IMPYIOLLMX BbINAaT

MeToZbl onpeseneHns YNCAeHHOCTU PabOTHMKOB

TapupHO-KBaNMOUKALMOHHBIE CNPABOYHNKN PaboT M npodeccuin paboumx un
KBa/IMOUKALMOHHbIE XapaKTEPUCTUKM LOIKHOCTEN CNYMKALMX

MeTozbl y4eTa M aHann3a NoKasaTesiei no TpyAy v 3apaboTHoM nnate

TexHonorMKn, MeToasl U MeTOAMKM NPOBEAEHNA aHaAn3a U CUCTEMATM3aL MUK
AOKYMEHTOB M MHdopmMaunm

KafapoBas NoANTUKA M CTpaTernsa opraHnsaumm

CTpyKTypa oOpraHvM3auMuM UM BaKaHTHble  AO0/MKHOCTM  (npodeccun,
cneupnanbHOCTH)

TpyaoBoOe 3aKOHOLATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYLOBOIO
npaea

OcHOBbI Ha/I0ro0BOroO 3aKoHoAaTebeTBa Poccuiickoit deaepaumm

3aKkoHoZaTeNnbcTBO Poccuitickon Pegepaupmmn o NepcoHanbHbIX AaHHbIX

JloKanbHble HOPMATUBHbIE aKTbl OpraHuM3auuu, peryavpylowme onaaty
TpyAa

OcHoBbI TEXHONOTUMN npon3BoAacTBa U AeATENbHOCTUN OpraHn3aunn




OcHosBbl ,D,OKYMEHTOO60pOTa N AOKYMEHTAUMOHHOIo obecneyeHus

MopAaoK 3aKNOYEeHUs [OTOBOPOB (KOHTPAKTOB)

OcHOoBbl 0bWEer M coumnanbHOM MNCUXOJIOTUM, COLMOJIOTUM U MCUXON0TUK
Tpyaa

Hopmbl 3T1KK aenosoro obuweHna

basosble OCHOBbI NHPOPMaTUKNK, CTPYKTypHOE noctpoexue
MHPOPMaLMOHHbIX CUCTEM M 0COBEHHOCTU PaboTbl C HUMMU

[pyrve xapakTepucTnku

3.5.3. TpygoBasa ¢yHKUMA

ALMUHUCTPUPOBAHME NPOLLECCOB U YpoBeHb
HavmeHoBaHMe | A0KyMeHTOO60pOTa Mo BoNpocam Kopg E/03.6 |(noaypoBeHb) 6
OpraHusauumn Tpyaa v onaaTbl nepcoHana KBannuduKaumm

MpowncxoxaeHne TpyaoBOW
bYHKLMK

3anmcTBOBaHO

OpwuruHan X
13 OpuUrnHana

Kop, PerncrpaumoHHbIN
OopuUrnHana HOMep
npodeccnMoHanbHoro
CTaHAapTa

TpypoBble fencTaus

AHanus npoueccos AOKyMEHTOOGOpOTa, NNIOKaJ/IbHbIX OO0KYMEHTOB nNO
BONpOCam OpraHnsauunu onnatbl U TPpyAa nepcoHasna

OdopmneHme JOKYMEHTOB MO BONPOCaM OnAaThbl M TpyAa NepcoHana




Moarotoska I'Ipe,CI,I'IO)KeHMVI Nno BOMpoCam onnatbl U Tpyaa NepCoHana

MoarotoBKka NPeasioXKeHUA MO COBEPLUEHCTBOBAHWUIO CUCTEMbI OMAaThl M
opraHusauuu Tpyaa nepcoHana

l£|,OKYMEHTE:ILI,MOHHOE M OpraHM3aunoHHOE CcoMnpoBOXAEHUE CUCTEMDbI
OopraHmnsaunn n onnatbl TPyda NepcoHana

MoarotoBka M 06paboTKa 3anpocoB M YBEAOMIEHMA O pPabOTHUKax B
rocyapcTBeHHble  opraHbl, NPodeccuoHanbHble COl3bl U Apyrue
npeacTaBuUTeNbHble OpraHbl PaboTHMKOB, MO cucTemMam oOnaatbl U
opraHusauuu Tpyaa nepcoHana

Conposomp,eHme Aorosopos no OKa3aHWuto KOHCY/1bTAaUNOHHDbIX,
MHd)OpMaLI,MOHHbIX ycnyr no cucrtemam onnaatbl U opraHMsauunn Tpyda
nepcoHana, BK/4YaA npeasapuTesibHble npouegypbl N0 UX 3aKNHOYEHUIO

Heobxoammble ymeHus

Ob6ecneuynBaTb [OKYMEHTALMOHHOE COMPOBOXAEHWE MEPOMPUATMIA No
onnate U opraHv3auuy Tpyaa nepcoHana

OdopmnaTb AOKYMEHTbl MO BONpOCamM ONAaThl M OpPraHusaumMm TpyAaa
nepcoHana, npegocTaBasemble B rocyAapCcTBeHHble opraHbl,
npodeccmoHanbHble COHO3bl W ApyrMe npeacTaBUTE/IbHblIE  OpraHbl
paboTHMKOB

AHaﬂM3MDOBaTb HOPpMaTuBHbIE U MeToOgNYeCKME OOKYMEHTbI MO BOMNpPOCam
onaatbl N OpraHn3aLmun Tpygda nepcoHana

OpFaHM3OBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUU C Tpe6OBaHVIHMM
3aKOHO4aTeNbCTBa Poccuiickoi dDe/J,epau,MM N NOKaZIbHbIMWN  aKTaMU
OopraHunsauuun

Bectun y4yeT n perncrtpaumnio JOKyMeHTOB B VIH(I)OpMaLI,VIOHHbIX cncremax n Ha
mMaTepnanbHbIX HOCUTENAX

Pabotatb ¢ WHPOPMAUMOHHBIMM cUCTEMAMM UM 6a3amm  AaHHbIX NO




Cncremam onnatbl U OpraHn3aunn Tpyga nepcoHana

MpounsBoguTb MNpeaBapuTe/ibHble 3aKyrnoyHble npoueaypbl M odopmMAaATb
COMYTCTBYIOLLYO OKYMEHTALMIO MO 3aK/II0YEHMIO OTOBOPOB

BecTu genosyto nepenmcky

Cobntoaatb HOPMbl STUKK AeN0BOro 06LeHus

Heobxogumble 3HaHWUSA

MNopagok obopmieHUs, BeAeHUA U XPaHEeHMA AOKYMEHTauum no cuctemam
onnathl M OpraHUsaLMu Tpyaa nepcoHana

HopmaTuBHble MpPaBOBble aKTbl, peryavpylowme npasa M 06A3aHHOCTM
rocyAapCTBEHHbIX OPraHOB M OpraHM3aummn Mo MNpeaoCcTaB/eHUo yYeTHOM
AOKYyMeHTauum

TexHonorMmn, MeToasl U MeTOAMKM NPOBEeAEHMA aHaAM3a U cMCTeMaTM3aumnm
AOKYMEHTOB M MHdopmMaunm

NoKanbHble HOPMATWMBHbIE aKTbl OPraHM3aLMKu, Peryanpylolme nopagok
OnaThbl, OPraHU3aLMM U HOPMUPOBAHMUA TPYAA

OcHosBbl AOKYMeHTOO60pOTa N AOKYMEHTALMOHHOIo obecneveHus

Mopsfok ¢opmnpoBaHuA, BedeHUs 6aHKa [aHHbIX WM MPeaocTaBIeHUs
OTYETHOCTM MO CUCTEMAM ONJIaTbl U OpPraHU3auMn TPyAa NepcoHana

TpyAoBOe 3aKOHOAATENLCTBO M MHbIE aKTbl, COAEPrKallMe HOPMbI TPYA0BOro
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMaTMBHbIE MNPaBOBbIE aKTbI
Poccuiickoli ®eaepaumu, B YaCcTu BeAeHUA AOKYMEHTaL MM No NepcoHany

OcHOBbI Ha/I0roBOro 3aKoHoAaTenbeTea Poccuiickot deaepaumm

3aKkoHogaTenbcTBo Poccuiickoit deaepalm o NepcoHaNbHbIX AaHHbIX




MopAaoK 3aKNOUYEHUA [,OTOBOPOB (KOHTPAKTOB)

MopagoK  npoBegeHMA  3aKynoyHbiX  npoueayp Y odopmaeHus

COMYTCTBYIOLLEN AOKYMEHTALMN

Hopmbl 3TnKKM aenosoro obweHuna

basosble OCHOBBbI MHPOPMATUKM, CTPYKTYpHOE NnocTpoeHue

MHGOPMALMOHHBIX cUCTEM M 0cobeHHOCTU PaboTbl C HUMKM
[pyrue xapakTepucTnku -
3.6. O606LweHHas TpynoBasa GyHKLMA

eATeIbHOCTb N0 OpraHM3aumm YpoBeHb
Haumerosarme | no op 4 Koa F g 6
KOPMOPAaTMBHOM COUMANbHOM NOJNTUKM KBanmuduKkaumum
MpouncxoxaeHne
. . 3anMmcTBOBaHO
0606ueHHoM TpyaoBoM OpuruHan X
13 opuUrMHana
OYHKUMM
Koa PernctpaumoHHbIi
opurnMHana HOoMep
npodeccnoHanbHOro
CTaHAapTa

Bo3moXHble
HaMMeHOBaHMA
[ONIKHOCTEN, npodeccuit

Cneymannct no coumanbHbim nporpammam

Cneymanuct no pa60Te C npeaACTaBUTE/IbHbIMKU OpPraHamm pa6OTHMKOB

Cnewumanunct no KOpnopaTUBHOM COLMANbHON NOAUTUKE
Cnewumanuct no nepcoHany
MeHeaxep no nepcoHany




TpeboBaHuA K Bbicwee obpasoBaHue

06pasoBaHuio M 0byyeHuto | [lononHuUTenbHOE NpodeccroHanbHoe 06pasoBaHMe - NPOrPamMbl
npodeccroHanbHOM NepenoAroToBKU U NPOrpaMmbl MOBbILWEHUS
KBa/MOUKaLMM B 061aCTN COLMANBHBIX NPOrpamm

TpeboBaHuWA K ONbITY -
NpaKTU4eckom paboTbl

Ocobble ycnoBuaA AonycKka K
paborte

Jpyrve xapaktepuctmku -

JononHuTtenbHble XapaKkTepUCTUKHN

HanmeHoBaHWe AOKyMeHTa Koa HanmeHoBaHue 6a30Boi rpynnbl, AOMKHOCTU (Npodeccun)
WK cneunanbHOCTH
OK3 2412 CneumanuncTtbl No Kagpam v npopopmueHTaLmm
3423 Cneumannctbl KaapoBbIX CYXKO U yupeKaeHUA 3aHATOCTH
EKC - Cneumannct no Kagpam
- MeHeakep no nepcoHany
oKnATp 27755 DKOHOMMUCT MO TpyAay
22956 MHCcneKTop No Kagpam
OKCO - -

3.6.1. TpyaoBana ¢yHKUMA
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HavmeHoBaHMe | MOAUTUKMK

Pa3paboTka KOpnopaTUBHOMN coLMaNbHON YpoBeHb

Kopa, F/01.6 |(noaypoBeHb) 6

MpoucxoxaeHne TPyLOBOM
dYHKUMM

KBa/IMPUKaLnm
3anmcTBoBaHO
OpuruHan X
N3 OpuUrMHana
Kopa PerncrpaumnoHHbIn
opuUrnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble aencTena

AHann3 ycrneLHblX KOPNoPaTUBHbIX MPAKTUK MO OpraHmn3aLmMm CoumanbHOro
NapTHepCTBa, COLMANbHON OTBETCTBEHHOCTU W COLMAbHBIX MPOrpamm

Pa3paboTka KOPNOPaTUBHBIX COLMANbHBIX NPOrPaMmm

Pa3pa60TKa CUCTEMDI BbINNaT pa6OTHVIKaM coumnanbHbIX NbroT

OpraHusauma neperosopoB € NPodeccMoHaabHbIMKU COO3aMU U APYrUMM
npeAcTaBUTENbHbIMM opraHamu paboTHMKOB, 06LecTBEHHbIMK
OopraH1saumMamm, B3aMMoaeNCcTBMeE C roCy4apCTBEHHbIMU OpraHamm

MoAroToBKa npeanoxkeHwn no ¢opmuMpoBaHuio bBlog)KeTa B 4YacTu
obecneyeHnn KOPNoOpPaTUBHOM COLLMANBbHOM MOJUTUKM

Heobxoanmble ymeHUn

Onpegenatb  ueneBble  rpynnbl  MepcoHana  Ana  pas3paboTku
Cneunanns3npoBaHHbIX COLMANbHbIX MPOrPamm

Josoantb VIHCI)OpMaLI,VIIO O COoUuManbHbIX Nporpammax A0 uenesbix rpynn
nepcoHana C ncnoab3oBaHNEM NMHCTPYMEHTOB BHYTPEHHUX KOMMYHMKaLI,VIf;I

Onpeaenatb KPUTEPMU U YPOBHM YA0BNETBOPEHHOCTM NepcoHana




Mcnonb3oBaTb MaTepuabHble M HemaTepuasibHble CUCTEMbI, METOAbl U
$opMbl MOTMBALMK B YNPaBJEHUN NEPCOHANIOM

Onpenenatb obbembl CPeACTB A1A pPeanv3auuu COLMabHbIX FrapaHTUM,
KOPMNOPAaTUBHbLIX NbMOT U WUHbIX 371€MEHTOB KOPNOPATUBHbIX COUUANIbHbLIX
nporpamm a1 popmupoBaHua 610aKeTOB

CoctaBnatb U KOHTPO/INPOBATb CTAaTbM pPaCXoa4oB Ha CouuanbHble
nporpammobl anAa Nn1aHNPOBaHUA 6?0[],)K€TOB

Mpoun3BoauTb NpeaBapuTe/ibHbIE 3aKyMNoYHble npoueaypbl U obopmaeHne
COMYTCTBYIOLLEN AOKYMEHTALMM MO 3aK/H04YEHNIO 40roBOPOB

Cobntoaatb HOPMbI 3TUKN AeN0BOoro 0bLieHus

Heobxogumble 3HaHUA

Mopagok M meToapl pPaspaboTKM MAAHOB M MPOTrPamMm  COLMAAbHOIO
pPa3BUTMA OpraHM3aLmm

MeTozabl aHann3a BbINOJHEHMA COLMANbHbIX MPOrpamMmm 1 onpeaeneHuns mux
3KOHOMMYECKOMN 3PPEKTUBHOCTH

Cuctembl, meToabl M GOPMbl  MaTepuanbHOrO M HemaTepuasnbHOro
CTUMY/IMPOBaHWA TPyAa NepcoHana

TexHonorMm n metoabl GOPMMPOBAHMNA U KOHTPOANA BIOAKETOB

MeTtoabl nposeaeHnA  COUUNONOINMYECKUX VICCJ'Iep,OBaHI/Il)‘I, N3y4YeHunA
06LLl,eCTBeHHOI'0 MHEHUA

TexHon0rMmM, MeToabl U METOAMKM NPOBEAEHUA aHAAN3a U CUCTEMATMU3ALLUM
AOKYMEHTOB M MHbOPMaLMK

MopsfoK  MpoBedeHMs  3aKyMO4yHbIX  Mpouesyp M odopMaeHUS
COMYTCTBYIOLWEN AOKYMEHTAL MM

OcHosBblI I'IpOVI3BO,LI,CTBeHHOVI 0eATeNbHOCTU OpraHn3auunmn




OcHoBbl 06Le U COUManbHOM MCUXOOTUN, COLMOIOTUM U NCUXONIOTUM
TpyAa

CTpyKTYpa, uenm, cTpaTerya 1 KagpoBasa NOAUTUKA OpraHM3aLmum

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

OcHOBbI Ha/IOrOBOTO 3aKOHOAATEIbCTBA Poccuiickoit deaepauum

HopmaTuBHble MNpPaBOBble aKTbl, pPeryaupylowme npasa M 06s3aHHOCTU
rOCyZapCTBEHHbIX OPraHoB, NPOQECcCMOHaNbHbIX COH30B W APYrux
npeAacTaBUTENbHbIX OpraHoB paboTHUKOB

3aKkoHogaTenbcTBO Poccuiickon dPegepaummn o NepcoHasbHbIX AaHHbIX

JloKanbHble HOPMaTMBHbIE aKTbl OpPraHU3aUUW, PEryanpylowme MnopsaoK
bOpPMMPOBAHUA COLMANbHON NOAUTUKN

OcHoBbl MPaBOBOro peryanposaHMA Poccuiickon Pepepaumm nopagka
3aKNHOYEHMM JOTOBOPOB (KOHTPAKTOB)

Hopmbl 3TMKKN aenosoro obuieHua

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

[pyrve xapakTepuctnku

3.6.2. TpypoBasa GyHKUMA

HanmeHoBaHue

Peanunsauua KopnopaTMBHOM COLMaNbHOM YpoBeHb

NONINTUKN

Kog, F/02.6 |(nogypoBeHb)
KBanuduKaumm




MpouncxoxaeHne TpyLoBOW
OYHKUMM

3anmcTBoBaHO
OpuruHan X
N3 OpuUrnMHana
Kopg PerncrpaumoHHbIn
opurnHana Homep
npodeccnMoHanbHoro
CTaHAapTa

TpyanoBble AencTeus

BHeapeHMe KOpnopaTMBHbIX COUMaANAbHbIX MpOrpamm, B TOM 4ucie Mo
cou,maanoﬁ nogaepxKke otaeNnbHbIX rpynn pa6OTHVIKOB

Peanusauma cuctembl COLMANbHbLIX JIbFOT, BbINJAT PabOTHMKAM C y4yeTom
TpeboBaHMWIi 3aKoHOZaTeNbCTBA Poccuiicko Pepepaunn

OueHKa YyAOBNETBOPEHHOCTM MepcoHana KopnopaTUBHOM coUMabHOM
NOAUTUKOMN

OueHKa 3dGdEKTUBHOCTM  MEpPONpUATUIA  KOPMNOPATUBHOM  COLMAIbHOM
NONTUKM

MoarotoBka I'IpGLI,/'IO)KEHMVI no coBeplweHCTBOBAaHUIO MepoanﬂTMVl
KOpHOpaTMBHOVI cou,maanoM NONNTUKHN

MoAroToBKa npeasioxKeHuit Nno GoOpMMpPOBaHUIO BloAXKeTa Ha peanvsauuio
KOPMOpPaTUBHOWM COLMANbHOM MNONUTUKMN U COLMANbHbBIX MPOrPamm

Heobxoanmble ymeHUn

PaccumTbiBaTb 3aTpaThl Ha NPOBEAEHWE CNEeLMaNM3NPOBaHHbIX COLMANbHbIX
nporpamm

npOBO,CI,I/ITb MOHUTOPUHT YCNELWHbIX KOPNOPATUBHbIX COLLMA/IbHbIX NPOrpamm

MpoBoAUTL MepPonpUATUS B COOTBETCTBUMU C KOPMOPATMBHOM COLMANbHOM
NOAUTUKOMN

OI'Ipe,D,eJ'IﬂTb Luenesble rpynnbl nepcoHana Aana CcO34aHuA




cneunanmnsnpoBaHHbIX COUManbHbIX MPOrpamm

Onpeaenatb KPUTEPUU U YPOBHM YA0BNETBOPEHHOCTM NepcoHana

Onpegenate 3¢PEKTUBHOCTD MEPONPUATUIA peanm3yemoit KoprnopaTUBHOM
COLMANBbHOM NONUTUKM

OpraHu3oBbIBaTb  B3aMMOAEWNCTBME C TOCYAAPCTBEHHLIMU  OpraHamu,
npodeccnoHaibHbIMK COO3aMU U APYIMMU NPeacTaBUTENbHbIMM OpraHamu
paboTHMKOB, 06LWECTBEHHBIMW M WMHbIMM OpPraHM3auMAaMM MO BOMPOCaAM
peannsaunm KopnopaTMeHOM CoLMaNbHOM NOAUTUKN

AHanM3MpOBaTb PbIHOK yCayr no couuasibHbiM U cneunaainsmpoBaHHbIM
nporpammam COLI,VI&J'IbHOVI noaaepXKM 4neHoB uUeneBbiX rpynn M rotoBuUTb
npegnoxeHmna no nxX NoCtaslnKam

Mpon3BoauTL MpeaBapuUTENbHble 3aKyMo4Hble npouesypbl M 0dopMAATbL
COMYTCTBYIOLLYIO SOKYMEHTALMIO MO 3aKNHOYEHWNIO JOTOBOPOB

Cobntoaatb HOPMbI 3TUKN Ae10BOro 0bLieHMs

Heobxogumble 3HaHUSA

Bonpocsl ynpaeaeHusa coumanbHbiM pasBUTUEM OpraHn3aLmm

MeToabl aHa/iM3a BbINOJIHEHMA KOPMOPATUBHbIX COLMAJbHbBIX MPOrpamm u
onpeaeneHusa nx IKOHoMmn4eckomn apheKTMBHOCTHU

Cuctemsbl, meToapl, ¢OpMbl  MaATepUasbHOrO W HeMaTepuanbHOro
CTUMYJIMPOBAHUSA TPYAa NepcoHana

MeToabl nposeaeHnA coumonorn4yeckmnx MCCﬂeAOBaHMVI, n3yyeHuA
O6|J.I,eCTBeHHOI'O MHEHUA

TexHoNorMmn, MeToabl U METOAMKM NMPOBEAEHMSA aHaAN3a U cUCTEMaTM3aLuK
AOKYMEHTOB M MHOPMALMM

HopmaTuBHble NpaBoOBble aKTbl, peryanpylowme npasa M 06A3aHHOCTM




rocyapCTBEHHbIX OpraHoB, NPOdECcCMOHANbHbIX COK30B UM APYrux
npeacTaBUTeNbHbIX OPraHoB pPaboTHUMKOB NO MNPeAoCTaBAEHUIO YYeTHOM
AOKyMeHTauum

Mopagok nposeaeHus 3aKYMNOYHbIX npoueayp " odpopmneHusn
CONYTCTBYIOLLEN AOKYMEHTALMUM

CTpyKTYypa, uenu, cTpaterMsa U Kagposas NoAnTMKA opraHM3aLmm

OCHOBbI NPOM3BOACTBEHHOMN AEATE/IbHOCTU OpraHMU3aLmm

OcHoBbl 06LWei M COUMaNbHOW MCUXONOTUN, COLMONOTUM U MCUXONOTUN
ToyAa

Tpy&oBOe 3aKOHOAATENLCTBO U MHbIE aKTbl, COAEPXKaLLue HOPMbl TPYL0BOTO
npasa

OcCHOBblI apXMBHOrMO 3aKOHOAATENbCTBA M HOPMATUBHbIE MPaBOBble aKTbl
Poccuiickoit depepalmm, B YaCTM BeAeHUA AOKYMEHTaLMM NO nepcoHany

OcHoBbI HaNOroBOro 3aKkoHoZaTenbcTBa Poccuiickon Pepepaunn

3aKoHoAaaTenbcTBo Poccuinickon Peaepaummn o NepcoHanbHbIX AaHHbIX

JloKanbHble  aKTbI OopraHnsauunun, peryampyroume nopaaok BHeOPEHUA
cou,maanoﬁ NOJINTUKN

MopAAOK 3aKA0UYEHUA AOrOBOPOB (KOHTPAKTOB)

Hopmbl 3TMKKN aenosoro obuieHusa

basosble OCHOBBbI MHPOPMATUKM, CTPYKTYpHOE NoCcTpoeHue
MHPOPMALMOHHbBIX CUCTEM M OCOBEHHOCTM PabOoTbl C HUMM

[pyrve xapakTepucTnkm




3.6.3. TpypoBasa ¢pyHKUMA

ALMUHUCTPUPOBAHME NPOLLECCOB U YpoBeHb
HanmeHoBaHMe | A0KyMeHTOO60pOTa Mo BoNpocam Koga F/03.6 |(noaypoBeHb) 6
KOPNOpaTUBHOM COLMANbHOM NOSUTUKM KBanndbuKaumm

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3anmcTBOBaHO
OpuruHan X
U3 opurMHana
Koa PerncrpaumnoHHbIn
opuUrnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble aencTens

AHanM3 nNpoLeccoB AO0KYMEHTOO60pPOTa, JIOKaNbHbIX AOKYMEHTOB MO
BOMPOCaM KOPMOPaATUBHOM COLMANBHOMN NOAUTUKK

[ oKymeHTaunoHHoe odpopmneHue pe3ynbTaToB KOpnopaTUBHOM
COLMaANbHOM MNOANTUKM

MoAroToBKa MpeasioKeHU MO PasBUTUIO KOPMOPATUBHOM coumasbHOM
NOJINTUKM

MoarotoBKa  pe3ynbTaTOB  aHa/M3a  COOTBETCTBMS  KOPMOpPaTUBHOM
COUMANbHOM NOAUTUMKKM TpeboBaHMAM 3aKoHogaTenbcTBa Poccuiickoi
depepaunn 1 ycnoBuam pbiHKa Tpyaa

l£|,OKyN\EHTaLI,I/IOHHOE M OpraHM3aulMOHHOE conpoBoOXAeHune MepOHpMﬂTMﬁ
KOpI'IOpaTVIBHOﬁ COLI,VIaI'IbHOﬁ NONNTUKU

MoarotoBka M 06paboTKa 3ampocoB M yBeAOMNEHWI O pabOTHUKax B
rocyfapCTBeHHble  OpraHbl, NpodeccMoHasibHble COl3bl U Apyrue
npeacraBuTe/IbHble  OpraHbl  PaboTHMKOB MO  BOMPOCAaM  COLMasIbHOM




NOZINTUKN B OTHOLWLIEHUUN NEePCOHaNa

ConpoBoXaeHWe [AOroBOPOB MO  OKA3aHWUIO  KOHCY/AbTALMOHHbBIX W
MHOOPMALUMOHHBIX YCAYr MO MEPONPUATUAM KOPMNOPATUBHOM COLMANbHOM
NOJIMTUKK, BKAOYAA NpesBapuTesibHble NpoLeaypbl MO UX 3aKA0YEHUIO

Heobxoanmble ymeHUn

OdopmnaTb OOKYMEHTbl NO BOMPOCAM KOPMOPaTMBHOM  coumanbHOM
NOJIUTHKMY, npegocTaBasemblie B rocyAapcTBeHHble OpraHsl,
npeacraBuTe/IbHblE OpraHbl PaboTHMKOB

AHanusupoBaTb nNpaBuna, MNOPALKW,  MNpoueaypbl  KOPMNOPATUBHOM
COLMANbHOM MOANTUKM

ObecneunBatb AOKYMEHTAUMOHHOE conpoBoXaeHune COLI,M8]'IbHOV1 NONNTUKU
B OTHOLWEHWUN NepCcoHana

OpraHM30BbIBaTb XPaHEHME AOKYMEHTOB B COOTBETCTBUM C TpeboBaHUsMU
apXMBHOrO 3aKoHogZaTenbcTBa Poccuiickon depepaumm M NOKaJAbHbIMU
aKTaMu opraHuM3auunm

Mpon3BoaguTL NpeaBapuTeNbHbIE 3aKymnoyHble npoueaypbl U 0dhopPMAATbL
COMYTCTBYIOLLYIO JOKYMEHTALIMIO MO 3aK/0UYEHUIO 40rOBOPOB

PaboTtatb ¢ VIHd)OpMaLI,MOHHbIMVI cuctemamm u - 6asamm AaHHbIX MO
BonpoCam COLI,VIGI'IbHOI?I NONNTUKN B OTHOLWLIEHUUN NepPCOHaNa

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

BecTu genosyio nepenucky

Cob6nt0aaTb HOPMbI 3TUKK Ae10BOro 06LeHMs

Heobxoanmble 3HaHUA

HOPHAOK Od)OpMI'IEHWiI, BeaeHnA U XpaHeHuA  OOKyMeEHTauunm no
COLI,MBJ'IbHOﬁ NOZINTUKE B OTHOLLEHNU NeEPCOHanNa




Mopsaok ¢opmupoBaHua, BedeHMs 6aHKa [aHHbIX UM MpPeaoCcTaBiAeHUs
OTYETHOCTM NO BONPOCAM COLMANbHOM NONNTUKM B OTHOLLEHMM NepCcoHana

TexHoNOrMKM, MeToLbl U METOAUKM NPOBEAEHUA aHAN3a U CUCTEMATM3ALMUK
OOKYMEHTOB U MHPOpMaLLUK

OcHosBbl AOKYMEHTOO60pOTa N AOKYMEHTAUMOHHOIo obecnevyeHus

MopadoK npoBedeHWs  3aKyMOYHbIX  npoueayp W odopmiaeHus
CONYTCTBYIOLLLEN AOKYMEHTALUN

CTpyKTypa oOpraHvM3auMuM UM BaKaHTHble  AO/KHOCTM  (npodeccun,
cneunanbHOCTH)

TpyL0BOE 3aKOHOAATENLCTBO U MHbIE aKTbl, COAEPMKALLME HOPMbI TPYAOBOIO
npasa

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMaTWMBHbIE MNPaBOBbIE aKTbl
Poccuiickolt ®eagepaumu, B 4aCcTh BeAeHUA AOKYMEHTaL MM No nepcoHany

OcHoBbI HaNOroBOro 3aKoHoAaTeNnbCTBa Poccuiickoit Pepepauum

HopmaTuBHble MpPaBOBble aKTbl, Peryavpylowme npasa M 06A3aHHOCTM
rocyAapCTBEHHbIX OpraHoB, NPodecCcMoHasnbHbIX COK30B W ApPYrux
npeacTaBuUTe/IbHbIX OpraHoB pPaboTHMKOB NO MNPEeAOCTaBAEHWUIO YYETHOM
AOKyMeHTauum

3aKkoHoZaTenbcTBO Poccuiickoit deaepalm 0 NepcoHaNbHbIX AaHHbIX

JloKanbHble HOPMATMBHbIE aKTbl OpPraHM3auMuM, peryavpylowme nopagok
BHEAPEHWA KOPMNOPaTMBHOM COUMANbHOM MNOAWUTUKM W COLMANbHbIX
nporpamm

MopAaoK 3aKNOYEeHUs AO0rOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM aenosoro obuieHna




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

Lpyrve xapakTepuctmkm

3.7. O606LweHHas Tpyaosasa GyHKLMA

OnepauyoHHoe ynpas/ieHNe NepcoHanom U YpoBeHb
HanvmeHoBaHue pati yop P Koa G P 7
noapasgeneHnem opraHusaumm KBaMPUKauum
MpouncxoxaeHne
o o 3anmcTBoBaHO
0606L1eHHON TPYA0BOWA OpwuruHan X
N3 OpuUrnMHana
bYHKLMM
Kog, PerncrpaumoHHbIn
opurnHana HOMmep
npodeccnMoHanbHOro
CTaHpapTa
Bo3morKHble PyKkoBoguTenb CTPYKTYpPHOro nogpasaeneHuns
HaUMeHOBaHUA HayanbHWK CTPYKTYPHOTO noapasaenieHns
[ONKHOCTEM, npodeccuit
TpeboBaHuA K Bbicliee obpasoBaHue - cneuuannTet, MarucTpatypa

ob6pasoBaHuio M 0byyeHnto | [lononHuTenbHoe npodeccroHanbHoe ob6pasoBaHMe - NPOrpammbl
npodeccrmoHanbHOM NepenoAroToBKN B 06/1acCTV ynpaBieHUs NepcoHaaom,
OMNepaLMOHHOro Y TAKTUYECKOTO YMNPaBeHUs; MPOrpamMmMbl NOBbILIEHUA
KBa/MOUMKaLMM B 061aCTU yNpaBaeHUs NePCOHAN0OM, ONepaLMoOHHOro 1
TaKTUYECKOro yrnpaB/ieHns

TpeboBaHMSA K ONbITy He meHee naTK neT B 06/1aCTV yNpasaeHUs nepcoHaaom




NpaKTUYecKon paboThl

Ocobble ycnoBus aonycka K
paboTte

[pyrve xapakTepucTnkm

[ononHUTeNbHbIE XapaKTepUCTUKK

HanmeHoBaHMe fOKyMeHTa Kopg, HaumeHoBaHMe 6a30BOW rpynnbl, A4OKHOCTM (Npodeccum)
WK CNeLmanbHOCTH
OK3 1232 PykoBoguTenu nogpasgeneHunin (cny»6) ynpasneHus
Kagpamu v TpyL0BbIMU OTHOLIEHNAMM
EKC - HavanbHWK oTAena Kagpos
- HavyanbHuK oTAena opraHusauumn u onnaTtbl Tpyaa
- HayanbHuK oTaena noaAroToBKM Kagpos
- HavyanbHuK oTAena coumanbHOro passuTuA
- 3aBegyowmin (HayabHUK) OTAE/IOM KaapoB
oKnATp 24063 MeHepyep no nepcoHany
3.7.1. Tpyposasa GyHKUMA
Pa3spaboTKa cucTeMbl onepaLMoOHHOro YpoBeHb
HanmeHoBaHuMe |ynpaBaeHuUs nepcoHa oM 1 paboTbl Koa G/01.7 |(noayposeHb) 7
CTPYKTYPHOro noapaszeneHuns KBannduKaLmm
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MpouncxoxaeHne TpyLoBOW
OYHKUMM

3anmcTBoBaHO
OpuruHan X
N3 OpuUrnMHana
Kopg PerncrpaumoHHbIn
opurnHana Homep
npodeccnMoHanbHoro
CTaHAapTa

TpyanoBble AencTeus

AHanus YCNeWwHbIX KOPNOPaTUBHbIX MPaKTUK NO BOMNpPOCamM CTpaTerm4eckoro
M onepaTnBHOro ynpasaeHnAa nepCoHaiom opraHmn3aunmn

MocTaHOBKa OMepPaTMBHbIX Lie/Iel Mo BOMPOCaM ynpaBaeHUsa NepcoHaiom

PaspaboTKa naaHoB, Nporpamm M NpoLeayp B ynpaBieHUN NepcoHanom

PaspaboTka NpeasiosKeHuit No CTPYKType nogpasaeneHus u notpebHocTn B
nepcoHane

PaspaboTKka npegnoxeHui no obecneyeHnto nepcoHanom, GopMmnpoBaHuIo
CUCTEM OLLEHKW, Pa3BUTUA, ONNaTbl TPyAa, KOPMOPATUBHbLIM COLMANbHLIM
nporpaMmmam 1 coupmanbHOM NOAUTHKE

PaspaboTka npegnoxeHnin o 3atpatax M GopmMuUpoBaHUIO bBlogKeTa Ha
nepcoHan

PaspaboTKka NpeasioXeHU Mo 3aK/AlYeHMI0 A0roBOPOB NO YMNpPaBAEHUIO
NMepcoHanoM C MOCTaBWMKAaMKU YCAYr M npoBedeHue MpeaBapuUTeNbHbIX
npoueayp no 1x 3aKNHUYEHUIO

Heobxoavmbie ymeHUn

OpraHu130BbIBaTb PaboTy NepcoHana CTPYKTYPHOro nogpasaeneHus

Onpefenatb 3a4ayn NepcoHana CTPyKTYPHOro noapasaeneHus, ucxoan us
uenei n ctpaTernm opraHnsaumnm

Co3pgaBatb M ONKUCHLIBATb OPraHn3aunMoOHHYKO CTPYKTYpPY, Uenun, 3aaayun,




bYHKLMU CTPYKTYPHOrO NoapasaeneHnn

MpUMeHATb  METOAbl YNPaBAEHUSA MEXANYHOCTHbIMU  OTHOLIEHUAMM,
dopMMPOBaAHNA KOMaHA, Pa3BUTUA NNAEPCTBA U UCNONAHUTENbHOCTH,
BbISIB/IEHWNSA TaNaHTOB, oNpeieNieHUA yA0BNeTBOPEHHOCTM paboTol

OI'IpE[],EJ'I‘r'ITb, dHa/IN31MpPOoBaTb, MOAENNPOBATb U BbICTPAUBATbL BHYTPEHHUE
KOMMYHUKaUWK nepcoHana

Pa3pabaTbiBaTb NPOEKTHbIE NPEeAOKEHMA N MepPOoNpPUATUA NO 3PEKTUBHOM
paboTe nepcoHana

BHeppATb cTpaTernto No ynpassieHMIO NepCcoHaioM

CocTaBnATb, PaACCUMTbIBATb, KOPPEKTUPOBATb M KOHTPO/AMPOBATb CTaTbu
pacxogoB Ha MepcoHan, paspabaTbiBaTb NPeANONKEHMA MO 3aTpaTaM Ha
nepcoHan ana popmmnpoBaHua brogxkeTa

MNpeacrtaBnatb NHTEepechbI OopraHunsauuun n BecCtn neperosopbl C
I'IpOCbECCMOHaJ'IbeIMM COH3aMun U ApyruMmmn npeacrtaBuTe/IbHbIMMU OpraHamm
pa6OTHMKOB, B3aMMOﬂ,EV1CTBOBaTb C rocyaapcrtBeHHbIMU OpraHn3aumamm

AHanusupoBaTb WMHOOPMaLMIO MO MOCTaBWMKaM ycayr B obnactu
ynpas/ieHWsA NepcoHa oM U Mo YCJI0BUAM 3aK/I04aeMblX L,Or0BOPOB

Mpon3BoauTb MpeaBapuTeNbHble 3aKymnoyHble npoueaypbl U 0dopmMAATb
COMYTCTBYIOLLYIO AOKYMEHTALIMIO MO 3aK/0UYEHUIO A0rOBOPOB

PaboTtatb ¢ VIHd)OpMaLI,VIOHHbIMM cuctemamm 1M 6asamu AaHHbIX MO
BONpOCam ynpasaneHnUA nepCoHaiom

OpFaHVI3OBbIBaTb n npoBoaunTb KopnopaTtunBHbIE meponpnAaTmna C
nepcoHaaom

Cob6ntoaaTb HOPMbI 3TUKK AeN0BOro 06LeHUs




Heobxoanmble 3HaHUA

MeTtoabl, cnocobbl u UHCTPYMEHTbI YNpPaBaeHNA NepCOHA/IOM

Llenn, ctpaTerva passutna M 6M3HeC-NAaH OpraHM3aumm

MoANTUKa ynpaBieHUsa NepcoHaNom opraHmMsaumm

MeToabl aHan3a KOJIMYEeCTBEHHOIO U KaYeCTBEHHOro COCTaBa NepcoHana

CvcTeMbl CTaHAAPTOB Mo BU3Hec-npoueccam, npodeccuam, Hopmam Tpyaa

Cuctembl, MeToabl M  GOpMbl  MaTepuaNbHOr0O M HemMaTepuanbHOro
CTUMYNMPOBaHUA TpyAa NepcoHana

TexHonorMm n metoabl GopPMMUPOBAHUA U KOHTPOA BI0aKETOB

MopAadOK  NpoBeAeHMA  3aKymouyHbIX  npoueayp W odopmaeHus
COMyTCTBYIOLWEN AOKYMEHTAL MM

OCHOBbI NPOU3BOACTBEHHOW AeATe/IbHOCTU OpraHM3aLmm

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

CTpyKTypa opraHu3auunm

TpyAaoBoe 3aKOHO4ATENLCTBO M UHbIE aKTbl, COAEPIKaLLME HOPMbI TPYAOBOrO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMaTMBHbIE MNPaBOBbIE aKTbI
Poccuiickoli ®eaepaumu, B YaCcTu BeAeHUA AOKYMEHTaL MM No NepcoHany

OcHOBbI Ha/I0ro0BOroO 3aKoHoAaTebeTBa Poccuiickot deaepaumm

OCHOBbl MWIpaLMOHHOrO 3aKoHoZaTenbcTBa Poccuiickoii degepauun, B
YacTU NPUBJEYEHUA U TPYAOYCTPOMCTBA MHOCTPAHHBIX rpaxKaaH v auy, 6es
rpa*k4aHcTBa




OcHosBbl AOMUHUCTPATUBHOIO 3aKOHOAATE/IbCTBA B obnactu ynpasseHunAa
nepcoHaoOM U OTBETCTBEHHOCTU OONXKHOCTHbIX UL,

3akoHopatenbctBo Poccuiickoint Pepepaumm no 3awmte nepcoHanbHbIX
AaHHbIX

JloKanbHble HOpMaATUBHbIE aKTbl OpraHuM3auum B obnactu ynpassieHna
nepcoHaiom

MopsAAoK 3aKN0YEHUA A0r0BOPOB (KOHTPAKTOB)

Hopmbl 3TUKKM aenosoro obuweHna

basoBble OCHOBbI NHPOPMATUKN, CTPYKTYpHOE nocTpoeHue
MHPOPMALMNOHHBIX CUCTEM U 0COBEHHOCTU PaboTbl C HAMMU

[pyrve xapakTepucTnku

3.7.2. Tpyposasa GpyHKUMA

Peannsauma onepaumoHHOro ynpasaeHuma YpoBeHb
HanmeHoBaHuMe | nepcoHanom u paboTbl CTPYKTYPHOrO Koa G/02.7 |(noaypoBseHb) 7
noapasgeneHus KBannduKaLmm

MpowncxoxaeHne TpyaoBoOW
bYHKUMM

3anmcTBoBaHO
OpuruHan X
N3 opuUrnHana
Koa PernctpaumoHHbIi
opuUrnHana HOMmep
npodeccnoHanbHoOro

CTaHAapTa




TpyapoBble AencTauns

nﬂaHMpOBaHMe AeATENbHOCTU Nogpa3aeneHna n nepcoHana

OnepaTnBHOE ynpas/iieHne NepcoHanom nogpasaeneHma opraHmsaumm

Pacyer 3aTpaT no nogpasdeneHuio U MOAroTOBKA NPeANOMKeHWn ans
dopmupoBaHua broaskeTa

PaspaboTka CTaHAApTOB AEATE/NbHOCTM MOAPa3AeNeHUa U yHUbUKaLmn
npoueccos

MpoBeaeHMe MHCTPYKTaXKa No oXpaHe Tpyaa

MocTaHoBKa  3agay  paboTHMKAM  CTPYKTYpHOro  nogpasaeneHus,
onpeaeneHne pecypcos ANA UX BbIMOJHEHWUA, KOHTPO/Ib UCMOAHEHUSA

AHanM3 nNNaHOB WM OTYETHOCTM MOAYMHEHHbIX pPabOTHWKOB, pPa3paboTKa
npeasoxKeHW No yay4yLleHnto NoKkasaTenen 4eaTelbHOCTU NoapasaeneHus

dopmmrpoBaHMe OTYETOB O paboTe CTPYKTYPHOrO NoApasaeneHus

Heobxoammble ymeHus

Onpenenatb 30Hbl OTBETCTBEHHOCTU U 3ddEeKTUBHOCTU paboTbl NepcoHana
CTPYKTYpPHOro noApasgeneHunn, pacnpeaensatb 3agadn m obecneymsaTtb
MaTepuaNbHO-TEXHUYECKME PECYPCbI ANA X UCMONHEHUA

anMEHFITb METOAbl ONEPATUBHOIO ynpas/i1eHUA NepPCOHANIOM OpraHn3ayunm

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

OnpegenaTtb noKasartenu appeKkTuBHOCTU paboTbl nepcoHana
noapaszeneHus

YnpasnaTb MOTMBaLMEN NepcoHana, ero BOBAEYEHHOCTbIO U AMCLMNANHON
TpyAa

CocraBnAatb NnaHbl AeATENDbHOCTU CTPYKTYPHOro nogpasaeneHuna




opraHunsauunun

CocTaBnATb, PaACCUNTLIBATb, KOPPEKTUPOBATb M KOHTPO/JMPOBATbL CTaTbu
pacxon0B CTPYKTYPHOrO noapasaeneHuns gna GopmuposaHma B1oaKeTos

MpounsBoguTb aHanus TeKyLLel AeATeNIbHOCTH CTPYKTYPHOro
noApaszeneHunn u BHeAPATb NpoLeaypbl No ee ONTUMMMU3aLMM

MpeactasnaTb  MHTEpecbl OpraHM3auMM UM BeCTU  Meperosopbl ¢
rocyAapCTBeHHbIMKU OpraHamu, nNpodeccMoHaibHbIMU CO3aMKN U APYrUMU
npeacrasuTe/IbHbIMK OpraHamm paboTHUKOB Mo BoNpocam nepcoHana

Bectn neperoBopbl € NOCTaBWMKaMKU YCAYr MO YC/IOBUAM 3aKaOHaeMblX
Aorosopos

Mpon3BoguTb NpeaBapuTesibHble 3aKynoyHble npouesypbl U odbopmMAATb
CONYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aKNH0YEHWUIO SOTOBOPOB

MpoBoAWTL ayaAnT pe3ynbTaToB paboTbl C NepcoHanom

Pabotatb Cc WHPOPMALMOHHBIMM cucTeMamu W 6asamum AaHHbIX MO
BOMPOCAM ynpasieHUs NepPCoOHaIOM

Cobnt0aaTb HOPMbI 3TUKK Ae10BOro 06LeHMs

Heobxoanmble 3HaHUA

Teopvwl ynpasaieHna nepCoHaiom n ero motusauunmn

MeToabl aHanM3a BbINOJHEHUS MJAHOB W 33434y, OnNpefesieHua  UX
3KOHOMMYECKoMN 3pHEKTUBHOCTU

(DOprI M MeTo4bl OLLEHKWN NepCOoHaa U Pe3y/ZIbTaTOB UX TPyAa

TexHOoNorMm onepaTUBHOIO yrnpasaeHUA NepCoHa oM OpraHu3aumm

Cuctembl, MeToabl M GOPMbl  MaTEPUaNbHOTO U  HemMaTepuaNbHOro
CTUMYIMPOBaHUA TpyAa NepcoHana




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

Teopun 1 meToAp! yNpaBAeHNA pa3BUTUEM NepcoHana

JKOHOMMKa Tpyaa

OpraH13auMoHHO-WTaTHAA CTPYKTYPa OpraHm3aLmm

MoNnTMKa ynpasaeHMs NepcoHaNoM 1 coumanbHan NoNTUKA OpraHM3aumm

Lenn, cTpaTterna passutTna n 6u3Hec-nnaH OopraHunsauunun

MeToAMKM NNaHNPOBAHUA U NPOrHO3MPOBaHMA NOTPEBHOCTM B NepcoHane

MopAAoK yperyanpoBaHna TPyAOBbIX CNOPOB

TpeboBaHuWA 1 NpaBuaa NpoBeaeHUs ayanTa paboTbl C NEPCOHaNOM

CDOprI coumanbHoro NnapTHEPCTBA n B3aMMOAEﬁCTBMﬂ C
I'IpO(I)ECCMOHaJ'IbeIMM COHO3aMun U ApyruMmun npeacrtaBuTe/IbHbIMMU OpPraHamm
pa6OTHMKOB, N UHbIMU OpPraHn3aunamm

Mopagok 0GOpPMNEHUs  KaapoBbIX AOKYMEHTOB UM NpugaHua UM
IOPUANYECKOM CUNbI

MopAadOK  npoBeAeHMA  3aKymouyHbiX  npoueayp W odOpMAEHMSA
COMyTCTBYIOLWEN AOKYMEHTALMM

TpyaoBoe 3aKOHOLATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYLOBOIO
npaea

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

OcHOBbI HaNIOroBOro 3aKoHoAaTebecTBa Poccuiickolt deaepaunmn

OcHOBbI MUTrPaLMOHHOrO 3akoHogaTenbcTBa Poccuitickoinn depepauun, B




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

OcHoBbI AAMUHUCTPATUBHOIO 3aKOHOAATe/IbCTBa B obnactu ynpas/aeHnA
nepcoHaoM U OTBETCTBEHHOCTU AONXKHOCTHbIX nL,

3aKkoHoaaTenbcTBo Poccuitickon Pegepaupmmn o NepcoHanbHbIX AaHHbIX

JlokanbHble HOPMAaTMBHbIE aKTbl OpraHM3auuMM B YacTM ynpasaeHus
nepcoHasom

OcHoBbl NpaBOBOro peryaMpoBaHuA Pocculickot depepaumn nopagka
3aKNIOYEHMA TPAXKAAHCKO-MPABOBbLIX 0r0BOPOB

HopMmbl 3TUKM fenoBoro obLeHns

basoBble OCHOBbI NHOPMaTUKNK, CTPYKTYpHOE nocTpoeHune
MHPOPMALMOHHDBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Lpyrve xapaktepuctmku

3.7.3. TpypoBasa ¢yHKUMA

HanmeHoBaHue

MpoucxoxaeHve TpyLoBOM
bYHKLMK

ALMUHUCTPUPOBAHME NPOLLECCOB U
OKYMEeHTO0H60pOTa NO onepaunmoHHOMY YposeHb
A Kog, G/03.7 |(noaypoBeHb) 7
ynpaBAeHMIOo NePCOHANOM M paboTe
KBannpuKaumnm

CTPYKTYPHOrO noapaszeneHus

3

OpuriHan X ANUMCTBOBAHO
N3 opuUrnHana
Kop, PerncrpaumoHHbIn

opurnHana Homep




npo¢deccmoHanbHOro
cTaHAapTa

TpyaoBble AencTemA

AHanM3 npoueccoB AOKYMeHTOO60pOTa, JIOKaNbHbIX [OKYMEHTOB MO
BOMPOCaM  OMEPaLMOHHOTO  yMpaB/NeHMA  MepcoHasiom MW paboTbl
CTPYKTYPHOrO noapasaeneHus, BU3HEC-NPOLECCOB  OpraHM3aLmu,
Y0BNETBOPEHHOCTM NEepcoHana

[ oKymeHTaunoHHoe opopmieHune pe3ynbTaToB onepaLymoHHOro
yrnpaB/ieHna nepcoHasiom M paboTbl CTPYKTYPHOrO noApasgeneHus,
pe3ynbTaToB ayamTa paboTbl C NEPCOHANIOM

MoAroToBKa NPeanoMKeHWit Mo  PasBUTUIO  CUCTEM  OMNEepPaLMOHHOro
yrpaBieHna nepcoHanom Ku paboTbl CTPYKTYPHOro noApasgesneHuns, no
HeoBX0ANMbIM KOPPEKTUPYIOLLMM M NMPEBEHTUBHbLIM Mepam

Pa3pa60TKa CNCTEMDbI aHa/In3a N KOHTPOAA pa6OTbI nepcoHana

KoHTponb, CpaBHeHME M aHanM3 npoueccoB B 06/1acTM ONepaTUBHONO
ynpaBneHua MepcoHasom, pPe3y/ibTaToB YMpPaBJAeHYECKUX MepOonpuUATUiA,
onpeaeneHve GaKTOpPOB, BbI3bIBAIOWMX OTKNOHEHWE OT  MJ/aHOBbIX
nokasartenemn

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

ConpoBoXAeHMe AOrOBOPOB OKa3aHMA yCAyr No BOMPOCAaM OMepaTUBHOMO
ynpaB/ieHna nepcoHanom 1 paboTe CTPYKTYPHOro noapasaeneHuns, Bkatoyan
npegsapuTesibHble Npoueaypbl N0 UX 3aKAYEHNIO

MoaroToBKa npeasoxeHnin no ¢GopmMmMpoBaHUIO BlOAXKETa Ha MnepcoHan
opraHusaumm




BbinosHeHWe TpeboBaHWMI NO XpaHeHW0 MHOOPMALMM O pesysbTaTax
OeNCTBMA CUCTEM OMEepauMoHHOTO YMpaBAeHWUA NepcoHasom u paboTbl
CTPYKTYPHOrO noapasaeneHuns

Heobxogumble ymeHUs

KoHTpoMpoBaTh MNPOLLECCbl YynpaB/ieHMA MepcoHas oM noapasaeneHui,
onpeaensitb UX Pe3yNbTaTUBHOCTb WM BbIABAATb GAKTOPbl OTKAOHEHWI OT
NAaHOBbIX NapameTpoB

PaspabaTbiBaTb NPOrpaMmbl AOCTUMKEHUA LieNel U oNepaTUBHOIO pelleHns
3afa4y nogpasaeneHunit

AHanusunposatb, pa3pabaTbiBaTle M 0POPMAATL  AOKYMEHTbI MO
onepaTMBHbBIM MPOLLECCaM U UX pesy/ibTaTam

MpoBoaWTb ayguT KaApoBbIX MPOLLECCOB, npoueayp, odopmaeHun
KaZpOBbIX 4OKYMEHTOB U AOKYMEHTOB MO YNPaB/ieHNIO NePCOHANIOM

KoHTponmMpoBaTb pacxogoBaHue 61o4KeTOB Ha NePCOHan

OdopmMnAaTb AOKYMEHTbI NO OnNepauMoOHHOMY YNpPaB/iEHUIO NepcoHanom U
pabote CTPYKTYpHOro noapasgeneHus, npegocTaBasemble B
rocyAapCTBeHHble OpraHbl, NPeACTaBUTENbHbIE OpraHbl PaboTHUKOB

ObecneunBaTb [OKYMEHTALMOHHOE COMPOBOXKAEHWE MO  CUCTEMAM
OMNepaLMoOHHOro YMpaB/ieHWA nNepcoHasom U paboTe CTPYKTYPHOTO
noapaszaeneHus

OpraH130BbIBaTb XpaHeHWe AOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMU
TPYAOBOrO M apxXMBHOIO 3aKoHoAaTenbcTBa Poccuiickoit degepauyn m
NIOKaNbHbIMW aKTaMK OpraHM3aLmm

KOHTpOJ’IMpOBaTb MCNnosIHEHNE A0roBopoOB NOCTAaBWKMKOB yCayr no Bonpocam
nepcoHana

Mpon3BoAUTL 3aKymnouyHble npoueaypbl, 0bOpPMAATL W  aHaNM3MPOBaTb
3aKYNOYHYI0 AOKYMEHTaLMIO




npOBO,D,VITb neperosopbl M nNpeacraBsiATb UHTEPECbI OpraHun3auunM B
rocygapcCTBEHHbBIX  OpraHax, I'IpO(beCCMOHaﬂbeIX COHo3ax Wn  Opyrux
npeacTtaBuUTE/IbHbIX OpraHax pa60THMKOB Nno BONpocCam nepcoHana

Bectu genosyto nepenucky

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

Pabotatb ¢ WHPOPMAUMOHHBIMM cUCTEMAMM U 6a3amMuM  OaHHbIX MO
NnepcoHany u cucteMam onepaunoHHOro ynpas/ieHus nepcoHanom v pabote
CTPYKTYPHOTO nogpasgeneHuns

Cobntoaatb HOPMbI 3TUKK AeN0BOro 06LeHus

Heobxogumble 3HaHUA

MeToapl ynpaBieHna pazsutnem n 3GeKTUBHOCTbIO OPraHU3aLnn, MeToapl
aHanuM3a  BbINOJIHEHUA MJIAQHOB M MPOrpamm, OMpefeneHus  ux
S3KOHOMUYecKon 3¢ deKTUBHOCTH

MeToabl oueHKM paboTbl CTPYKTYPHbIX NoApa3aeneHnid, pesyabTaToB Tpyaa
nepcoHana

MeToabl nposeaeHUA ayauTa n KOHTPONI/IUHIa onepaTuBHbLIX
ynpasseH4YeCKnxX npoueccos

®opMbl U CUCTEMbI MaTEPMANbHOIO U HEMATEPMANbHOTO CTUMY/IMPOBAHMA
TpyAa nepcoHana

OcHosBbl AOKYMEHTALMOHHOIO obecneyeHus

MopAAoK opopmMmaeHnn, BeaeHMUA U XpaHEeHUA AOKYMEHTaUMK No cuctemam
OMNepaLMoHHOro ynpaB/ieHWa MepcoHas oM opraHusaumm U pabote
CTPYKTYpHOro noapasaeneHus

Mopsgok ¢opmupoBaHuaA, BedeHMs 6aHKa [aHHbIX WM MPeaoCcTaBieHUs
OTYETHOCTM MO CUCTEMAM OMEepauUMOHHOTO YMPaB/ieHWA MepPcoHaNoM U




paboTe CTPYKTypHOro noapasaeneHus

HopmaTtuBHble NpaBoOBble aKTbl, peryavpylouime npasa M 0683aHHOCTM
rocyapCcTBEHHbIX OPraHoB M OpraHM3auMmn no MNpPeaocTaBAEHUI0 YYeTHOM
JOKYMeHTaL MM

MopAdOK  NpoBeAeHWA  3aKymouyHbIX  npoueayp W odopmaeHus
COMYTCTBYIOLWEN AOKYMEHTAL MM

Monntnka ynpasaeHmna NnepcoHasom 1 COLManbHaA NOJAUTUKA OPraHn3aumm

OpraH13auMoHHO-WTaTHAA CTPYKTYPa OpraHmn3aLmm

Llenn n ctpaterns pa3suTna opraHnsaumm

Br3Hec-nnaH 1 6usHec-npoLecchl opraHM3aumm

TpyZOBOE 3aKOHOAATENBbCTBO U UHbIE aKTbl, COAEPKALLME HOPMbI TPYAO0BOrO
npasa

OCHOBbI apXMBHOMO 3aKOHOAATENbCTBA M HOPMATWUBHbIE MPABOBblE aKTbl
Poccuiickolt ®eaepaumu, B 4acT BeAeHUA AOKYMEHTALMM NO nepcoHany

OcHOBbI Ha/I0ro0BOroO 3aKoHoAaTebeTea Poccuiickot deaepaumm

OCHOBbI MWIpaLMOHHOrO 3aKoHoZaTenbcTBa Poccuiickoii degepauun, B
Y4acTu NPUBAEYEHNA W TPYAOYCTPOMCTBA MHOCTPAHHBIX rpaxKaaH v auu, 6es
rpakaaHcTea

OcHosBbl AOMUHUCTPATUBHOIO 3aKOHOA4ATE/IbCTBA B obnactu ynpassieHnAa
nepcoHaioOM U OTBETCTBEHHOCTU OONTXKHOCTHbIX /1L,

3aKkoHoaaTenbecTBo Poccuitckon Peaepaupmmn o NePCcoHaNbHbIX AaHHbIX

JlokanbHble HOPMaAaTUBHbIE AOKYMEHTbI OpraHn3auunun B obnactu ynpasaeHnAa
nepcoHaaom




MopAaoK 3aKNOUYEeHUA A0roBOPOB (KOHTPAKTOB)

Hopmbl 3TUKM AenoBoro obLieHns

basosbie OCHOBBbI MHGOPMATHKY, CTPYKTypHOE NnocTpoeHune
MHPOPMALMNOHHBIX CUCTEM U OCOBEHHOCTU PabOoTbl C HUMMU
Jpyrve xapakTepucTmnkm -
3.8. O606LeHHas TpyaoBas GyHKLMA
CTpaTervyeckoe ynpasiaeHue nepcoHasiom YpoBeHb
HanmeHoBaHue P ynp P Koa H P 7
opraHusauum KBanmudukauum
MpoucxoxaeHue
o o 3anmcTeoBaHO
0606LweHHoM TpyaoBOM OpwuruHan X
N3 OpuUrnMHana
bYHKLMM
Kog, PerncrpaumoHHbIn
opurMHana HOoMep
NpodeccnoHanbHOro
CTaHAapTa

Bo3moXHble
HaMMeHOBaHMUA
[ONKHOCTEM, npodeccui

Buue-npesnaeHT No ynpaBaeHuIo NepcoHaNoM

[vpekTop no nepcoHany

[VpeKTop no ynpaBaeH1Io NepcoHaaom

3amecTuTeNb reHepaabHOro ANMPEKTOPaA MO YNPaBAEeHUIO NEPCOHANIOM

TpeboBaHua K
06pa3oBaHMIo N 06ydYeHUto

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




CTpaTtern4yeckoro n onepaumMoHHOro ynpasneHna, SKOHOMUKKN opraHn3aunu;
nporpammesl noBblWEHUA KBaﬂMd)MKaLI,MM B 0bnactm ynpasaeHuAa
nepcoHanoMm, CTpaTerm4eckoro n onepaunMoHHOro ynpassieHunAa

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

Ocobble ycnoBMA AOMNycKa K
paborte

Lpyrve xapaktepuctmkm

JononHuTtenbHble XapaKkTepUCTUKN

HanmeHoBaHWe AOKYMeHTa Kog, HanmeHoBaHMe 6a30BoW rpynnbl, 4OXKHOCTM (Npodeccum)
WK cneumnanbHOCTU
OK3 1232 PykoBoauTenu noapasgeneHnii (cny»6) ynpasneHus
KaZipamu 1 TPyA0BbIMU OTHOLUIEHUAMM
EKC - 3amecTutenb AMpPEKTopa No ynpasaeHUIO NepPcoHaIoM
oKnATp 24063 MeHep)ep no nepcoHany
3.8.1. TpypoBana ¢yHKUMA
Pa3paboTKa cucTeMbl CTpaTerMyeckoro YpoBeHb
HanmeHoBaHMe |ynpaBaeHMA NepcoHasioM OpraHu3auum Koa H/01.7 |(noaypoBeHb) 7
KBanMpuKaumm
Mn " 3
poucxoxaeHue TpyaoBoun OpuriHan auMCTBOBaAHO

bYHKLMK

13 opurnHana
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Koa PernctpaumoHHbIn
opuUrnHana HOMep
npodeccMoHanbHOro
CTaHZapTa

TpyaoBble gencramn

AHanM3  yCrelwHbIX  KOPMOPaTMBHbLIX  MPaKTUK MO OpraHM3aumu
cTpaTernyeckoro ynpaBsneHus nepcoHanom opraHusaumm,
OpPraHM3aLMOHHOIO NPOEKTUPOBAHNA U B3aMMOAENCTBUA noapasaeneHunii

lMocTaHOBKa cTpaTerMyeckmx u,eneﬁ B ynpasaeHM nepcoHaioM

PaspaboTka KoprnopaTtMBHOW MOJIMTUKK, MJIAHOB, MPOrpamm, npoueayp u
TEXHOJIOTNI NOo yrnpaB/AEHUIO NEPCOHA/IOM

PaspaboTKa KOPNOpPaTUBHOW Ky/AbTypbl M COLMANbHON MOAUTUKKU, CUCTEM
MOTUBaLUK, 3GPEKTUBHOCTM, OLLEHKMN M Pa3BUTUA NepcoHana

dopmupoBaHMe cUcTeEMbI OMNAaTbl U OpraHM3auum Tpyaa

PaspaboTKa opraHM3auUMOHHOM CTPYKTYpbl, NJAaHUPOBaHWE NOTpebHOCTM B
nepcoHane opraHM3aumm

PaspaboTka nporpamm, MPUHLMNOB CTAaHAAPTU3AUMK, YHUODMKALMM,
aBTOMATM3aLUMM TPOLECCOB YMpPaB/iieHUsa MepcoHasiom W  6HesonacHbIX
ycnoBuiA Tpyaa

dopmupoBaHune 6loa)KeTa Ha NepcoHasn, TEXHOAOMMI ayguta paboTbl C
NepcoHaNoOM U KOHTPOINNHIA

Heobxoavmbie ymeHUn

Pa3p363TblBaTb cTpaternm n NOJIMTUKMU B ynpasieHUN NeEPCOHA/IOM

CosfmaBaTb M OMNWUCbIBATb OPraHU3aUMOHHYIO CTPYKTYpY, UeAu, 3adaun,
DYHKLMU CTPYKTYPHbIX NOAPa3AeNeHNA U AONKHOCTHbIX KL,

anMeHFITb meTodbl  ynpasaeHnA MeXTMYHOCTHbIMUA  OTHOLUEHUAMMU,




¢OpMMpOBaHMﬂ KOMaHA4, pa3sntna nnaepctrea U UCNONHUTENBHOCTU,
BblAB/IEHNA TAaNAHTOB, onpeaesieHnAa yaqoBneTBOPEHHOCTU pa60T0171

OI'IpeLI,GI'IFITb M aHa/IM3NPOBaATb BHYTPEHHNE KOMMYHUKaUWNnN, moaennpoBaTtb
nosejeHWe nepcoHana

MpeacTaBnATb MHTEpecbl OpraHM3aumMuM B FOCYAAPCTBEHHbIX OpraHax, BO
B3aMMOﬂ,EVICTBMM C I'IpOd)COPO3aMVI, UHbIMU NpeacTaBuUTe/IbHbIMU OpPraHamm
pa60THMKOB Nno Bonpocam nepcoHana

CocTaBnATb, PaACCUMTLIBATb, KOPPEKTMPOBATb M KOHTPO/MPOBATb CTaTbu
pacxogoB 6waKeToB M (GOHAOB HA MNPOrpamMmmbl M MeEpPOnpUATUA MO
ynpaBAeHUI0 NepCcoHaoM OpraHM3aLmm

MpoBoanTb ayAUT U KOHTPOJIIUHT B obnactu ynpassieHnAa nepCcoHaiom

Pa3pabaTbiBaTb KOPMOPATUBHbIE COLMAbHbIE NPOrPamMMbl

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

Pabotatb C MWHPOPMALMOHHBIMM cucTeMamu W 6aszamu AaHHbIX MO
BOMPOCAaM yrnpasieHUs NepPCoHaIOM

OpraHn30BbIBaTb MEPONPUATMA NO obecneyeHnto BbINOAHEHNA TpeboBaHNi
OoXpaHbl Tpyda B COOTBETCTBUMM C [AENCTBYIOLWMM 3aKOHOAATE/IbCTBOM
Poccuiickoit ®eaepalmm U NOKabHbIMW aKTamMM OpraHn3aLmm

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

Cobnt0aaTb HOPMbI 3TUKK AeN0BOTro 06LIeHMs

Heobxoanmble 3HaHUA

MeTogbl ynpaBfieHus pasButMem U 3OEKTUBHOCTbIO OpPraHM3auumy,
aHa/M3a  BLIMNOJIHEHMA TMJIAHOB WM MpOrpamm, OnpeaeneHuna  ux
3KOHOMMYECKOM 3G PEKTUBHOCTH




MeToabl OLeHKM PaboTbl CTPYKTYPHBIX NoApa3aeneHnid, pesyabTaToB Tpyaa
nepcoHana

MeToabl NpoBeAEHUA ayANTOB, KOHTPO/IMHIA YNpaB/IeHYECKMX NPOLLEeCCOB

MeToabl aHanM3a KOAMYEeCTBEHHOTO U KayeCTBEHHOro CoCTaBa nepcoHana

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

Cuctembl, MeToabl M GOpPMbl  MaTepUanbHOr0O M HemaTepuanbHOro
CTUMYNMPOBaHUA TpyAa NepcoHana

MeToabl aHanAM3a  COUMANbHbIX MPOrPaMM M ONpefeneHus  Ux
3KOHOMMYECKOM 3P PEKTUBHOCTH

TexHonorMn n metoabl OPMMPOBAHUA U KOHTPOIA BIOAMKETOB HA NEPCOHAN

TpeboBaHMA oxpaHbl M 6e30nacHbIX YCA0BUNA Tpyaa

Llenn, ctpaTerva n KagpoBas NoIMTUKa opraHM3aumm

OcHoOBbI TEXHONOTUN npon3soAacTBa U AeATENbHOCTUN OpraHn3auunn

OCHOBbI COLMO/IOMMM, NCUXOOTUM N SKOHOMMUKM Tpyaa

OcHosBbl ynpasaeHna counaabHbiM pa3sBUTUEM OpraHmnsaummn

MeToapl nposeneHuA coumonorn4yecrmx MCCI'IEFI,OBBHMIZ, N3y4eHunA
O6LLI,ECTBEHHOI'O MHEHUA

CTpyKTypa opraH13auuu

TpyaoBoOe 3aKOHOLATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYLOBOIO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATMBHbIE MPABOBbIE aKTbl
Poccuiickoit ®epepalmu, B 4aCT BeAeHUA AOKYMEHTALMM MO nepcoHany




OcHOBbI HaNIOroBOro 3aKoHoAaTenbcTBa Poccuiickoit deaepaunm

OCHOBbI MUTpPaLMOHHOrO 3aKoHogaTesnbcTBa Poccuitickoit depepauun, B
YacTu NpPUBAEYEHUA W TPYLOYCTPOMUCTBA MHOCTPAHHDBIX rpaxgaH u nuy bes
rpaxgaHCcTBa

OcHosBbl AOMUHUCTPATUBHOIO 3aKOHOAATE/IbCTBA B obnactu ynpassieHnA
nepcoHaoOM U OTBETCTBEHHOCTU AONKHOCTHbIX UL,

3akoHogaTenbcTBo Poccuitickon Pegepaumm o nepcoHanbHbIX AaHHbIX

JloKanbHble HOpPMaATUBHbIE aKTbl OpraHuMs3auum B obnactu ynpassieHna
nepcoHaaom

MopAaoK 3aKN0YEeHUS [OTOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM aenosoro obueHna

OcHoBbl MH)OPMATUKKM, CTPYKTYPHOE MOCTPoeHne WHPOPMALMOHHbBIX
cuctem n ocobeHHoCTU paboTbl C HUMK

[pyrve xapakTepucTnku

3.8.2. TpypoBasa GyHKUMA

Peanunsauma cuctembl cTpaTernyeckoro YpoBeHb
HavmeHoBaHMe |ynpaBaeHMA NepCOHANOM OpraHM3aunm Koga H/02.7 |(nogypoBeHb) 7
KBanuduKaumm

MpowncxoxaeHne TpyaoBoOW
dYHKUMM

3anmcTBOBaHO

OpuruHan X
N3 OpuUrnHana

Koa PernctpaumnoHHbIn
opuUrnHana HOMmep




npo¢deccmoHanbHOro
cTaHAapTa

TpyaoBble AencTemA

MnaHupoBaHWe AeATeNbHOCTU U pa3paboTKa MeponpuUATMIA NO YNpaBieHUIo
nepcoHanoMm A/1A peanmsalmnmn cTpaTerniyeckmx Lenein opraHnsaumm

BHeapeHWe MOAWUTUK, NAAHOB, MPOrpamm, Npoueayp M TeXHONOorui no
yNpaB/ieHNIo NepPcoHaNoM

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

BHeapeHVWe W noAfep’kaHWe KOPMopaTUBHOM KyabTypbl M COLMANbHOM
NONUTUKK, CUCTEM MOTMBAUUK, 3PPEKTUBHOCTM, OLEHKU M PasBUTUA
nepcoHana

BHeapeHve u nopaepxaHuMe CUCTEMbl OpraHusauuu Tpyaa W onnatbl
nepcoHana

YnpaBneHve BHeApeHWEM MNpPoOrpamMmm M MNPUHLMNOB CTaHAAPTU3aLMM,
yHUOMKauMM, aBTOMaTM3aLMM MPOLECCOB YMNpPaB/AEHUSA MNEPCOHaOM M
6e30nacHbIX YCI0BUIA TPyAa

OpFaHM3aLI,I/IFl nposeaeHnAa ayguta W KOHTPOJI/IMHIA B ynpasBie€HUU
nepcoHaaom

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

AHaNN3 OTYETHOCTWU MO ynpaBaeHNo nepcoHasiom U BbiABNEHNE pPeECYPCOB
no ynyyweHuto aeATeIbHOCTU OpraHn3sauunmn

CornacoBaHvMe YCAOBWMI  3aK/lOYaeMblXx [OroBOpPOB MO  BOMPOCAM
ynpaBs/ieHna NepcoHaom




OpraHusauma NpoBeAEHMs  3aKyMo4yHbIX Mpouedyp Mo BoMpocam
yNpaB/ieHNa NepcoHasom U 0pOPMIEHUA CONYTCTBYIOLLEN OOKYMEHTauum
no HUM

dopmuposaHmne 6loa)KeTa Ha NepcoHasn, TEeXHOMOrMi ayauta paboTbl C
NepcoHanoM U KOHTPOINHTA

NpumeHeHne K pa6OTHMKaM mep noouwpeHna wmu AnucunnanHapHoro
B3bICKaHUA

Heobxogumble ymeHus

Mpou3BogUTb aHaiM3 AeATeNbHOCTM MO YNPaB/JAEHUIO MEePCOHaNOM,
pa3pabaTbiBaTb NoOKasaTenn aPpdeKTUBHOCTU PaboThbl

dopmmnpoBaTb NAaHbl U MEPONPUATUA MO YNPABAEHWNIO NEPCOHANIOM

PaccunTbiBaTb BloaxKeT B 06/1aCTM ynpaBaeHna NepcoHanom

OI'IpEAE/'IﬂTb 30Hbl OTBETCTBEHHOCTU pa6OTHMKOB n nop,pasp,eneHMVl,
CTaBUTb 3a4a4YnN pykoBoAUTENAM nop,pa3p,eneHm71 n obecneunBaTb pecypcobl
Aana nx ncnoaHeHuA

KOHTPOAMPOBaTb M KOPPEKTUPOBATb NCMOIHEHWE MOPYYEHUIA 1 3a4ad

YnpaBnsaTb 3GPpEeKTUBHOCTbIO U BOBAEYEHHOCTbIO NepcoHana, AUCUMNANHOMN
Tpyaa v cobaogeHmem 6e3onacHbIX YCA0BUNA Tpyaa

Bectun neperosopbl no BonpoCcam  couuasibHOro napTHepCcTBa n
npeacrtaBnATb  MHTEpPECbl OpraHun3aunn B TOCYAAPCTBEHHbLIX OpraHax,
I'IpO(bECCMOHaJ'IbeIX COO3axX U A4gpyrmx npeacraBuTesibHbIX  OpraHax
pa6OTHI/IKOB, M OpraHM3aumnAax no BoOnpocam nepcoHana

Pabotatb ¢ WMHOOPMAUMOHHBLIMM cUCTeMamu M 6asamu  JaHHbIX MO
BOMPOCAM ynpasaeHUs NepcoHaNoM

HDOBOAMTI: ayaunT N KOHTPONI/IUHT B obnactu ynpassieHnAa nepcoHaiom




dopmunpoBaTb M NPOBOAMTb COUMANbHYIO MOJUTUKY W  COuMasibHble
nporpammoi

Bectun neperosopbl C NOCTaBWMKaMKMN yCnyr no ycnoBmAm 3aKno4aemMblX
[l0roBOpoOB

Mpon3BOAUTL 3aKynouyHble Mpoueaypbl, 0GOPMAATL W aHa/NM3MPOBaTb
3aKYNOYHYIO0 OKYMEHTALMUIO

Cobntoaatb HOPMbI 3TUKM AEN10BOT0 06LLEHMSA

Heobxoanmble 3HaHUA

MeToabl ynpasaeHua passutvem n 3pPpeKTMBHOCTbIO OpraHM3aLnn, MeToapl
aHanM3a  BbIMNOJIHEHWA MJQHOB M MPOrpamMm, OMpeaeneHus  ux
3KOHOMMYECKOMN 3PPEKTUBHOCTU

OpraHu3aums ynpasaeHua passuTmem opraHusaumm

Teopun ynpaBieHWa opraHusaumein, NOAUTMKA M CTpaTerna ynpasfieHus
nepcoHanom

MeToabl aHanu3a BbIMOJHEHUA MAAHOB W 33ajady, onpeAeneHua WUXx
3KOHOMUYecKon 3 deKTUBHOCTH

MeToAbl OLLEHKK, pe3ynbTaToB M 3hdEeKTUBHOCTU Tpyaa

MeToapl BHEAPEHUA CUCTEMDI YNPaBEHNA NepCOHA/IOM

OcHoBbl paboTbl MO NPodOopMEHTALUN

MeToankn NA1aHNPOBAHNA U NPOTrHO3NPOBAHUA I'IOTpe6HOCTVI B nepCoHane

Llenun, ctpaterna passmtna u 6u3Hec-nnaH OopraHunsaunun

Teopun 1 metoapl popMmmnpoBaHUio bpeHaa opraHM3aumm

TpeboBaHMA oxpaHbl U 6e3onacHbIX YCI0BUI Tpyaa




MeToankn pa3p860TKVI N BHEAPEHNA NOKA/ZIbHBbIX HOPMATUBHbBIX aKTOB

MopAAOK 3aKNo4YeHWs TPYAOBbIX [AOrOBOPOB, PEryiMpoBaHUA TPYAOBbIX
crnopos

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

MeToabl NpoBeAEeHMA  COLMONOTMYECKUX  UCCNeAOBaHUN,  U3y4YeHus
06LEecTBEHHOIro MHEHUA

TexHonorMm nposBefeHVA ayamTa W KOHTPOJZIMHIA B YNpasJieHuun
nepcoHaaom

MopagoK  npoBegeHMA  3aKynouyHbiX  npoueayp Y odopmaeHus
CONYTCTBYIOLLEN AOKYMEHTALUM

TexHonorum, craHpapTmMsauma, yHMd)MI-(aLI,MFI, daBTOMaTMU3aumnAa npoueccos
ynpassieHnAa nepcoHasiom

CTpyKTypa opraHu3auunm

TpyAoBOe 3aKOHOAATENLCTBO M MHbIE aKTbl, COAEprKaLMe HOPMbI TPYA0BOro
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMaTMBHbIE NPaBOBbIE aKTbI
Poccuiickol ®eaepaumu, B YaCcTu BeAeHUs AOKYMEHTaL MM No NepcoHany

OcHOBbI Ha/I0roOBOroO 3aKoHoAaTebeTea Poccuiickot deaepaumm

OCHOBbl MMWIpaLMOHHOIO 3aKoHoAaTenbcTBa Poccuiickoii Pepepauun, B
YacTU MPUBJEYEHUA U TPYAOYCTPOMCTBA MHOCTPAHHBIX rparKaaH v auy, 6es
rpa*k4aHCTBa

OcHosBbl AAMUHUCTPATUBHOIO 3aKOHOAATe/IbCTBa B obnactu ynpasaeHnA
nepcoHaoOM U OTBETCTBEHHOCTU AONXKHOCTHbIX L,




3aKkoHoaaTenbcTBo Poccuitickoit deaepalm 0 NepCcoHaNbHbIX AaHHbIX

MopAaoK 3aKNOYEeHUs [OTOBOPOB (KOHTPAKTOB)

JloKanbHble HOPMaTUBHbIE aKTbl B 061aCTU yNpaBAeHUsA NepPCoOHaNom

Hopmbl 3T1KK aenosoro obuweHna

basosble OCHOBbI MHPOPMATUKM, CTPYKTYpHOE nocTpoeHune
MHGOPMALMOHHBIX CUCTEM U 0COBEHHOCTM PaboTbl C HUMM

[pyrve xapakTepucTnkm

3.8.3. TpypoBasa ¢pyHKUMA

AOMUHUCTPUPOBAHME NPOLLECCOB U YposeHb
HanmeHoBaHMe | A0KymeHTOO60OpOTa MO CTpaTernyeckomy Koa H/03.7 |(noaypoBeHb) 7
ynpasAeHWIoO NepcoHaIoM OpraHu3aumm KBannduKaumm

MpowncxoxaeHne TpyLoBOW
bYHKLMM

3anmcTeoBaHO
OpwuruHan X
U3 opurMHana
Kop, PerncrpaumoHHbIn
OopuUrnHana HOMep
npodeccnMoHanbHoro
CTaHAapTa

TpypoBble fencTaus

AHanus npoueccos AOKyMEHTOOﬁOpOTa, NNOKaJIbHbIX OO0KYMEHTOB nNO
BONpoCam ynpasaeHMA NepCcoHasIoMm, 6M3Hec-npou,eccos opraHunsauuu,
yO0BNETBOPEHHOCTN NepCoHana

[oKkymeHTaunoHHoe odopmieHUe pe3ynbTaToB yNpasJeHUA NepcoHaNoM,




€ro ayauTta, paboTbl CTPYKTYPHbIX NOAPa3aeeHunii

[JOKyMeHTaUMOHHOE M OpraHM3aLMOHHOE COMPOBOXAEHNE CTPATErNMYECKOTO
ynpaBaeHna nepcoHanom 1 paboTbl CTPYKTYPHbIX NOApa3aeneHnin

MoAroToBKa NpeaoXKeHWin No PasBUTUIO CUCTEM YNPaBIEHUA NEPCOHANIOM,
No HeobXoOUMbIM KOPPEKTUPYIOWMM M NPEBEHTUBHLIM Mepam W Mo
noBblleHMo 3G GEeKTUBHOCTU PaboTbl CTPYKTYPHbIX NoApasaeneHui

KoHTponb npoueccos B 06nactu ynpasneHua MepcoHasom U paboTbl
CTPYKTYPHbIX  noApasgeneHuid, CpaBHEHME W  aHanM3  MPOoLEccos,
pe3ynbTaToB YMNpPaB/AEHYECKUX MeponpuaTuii, onpeaeneHne ¢GakTopos,
BbI3bIBAIOLLMX OTK/IOHEHME OT M1AaHOBbIX MOKa3aTenen

CornacoBaHMe W KOHTPO/Ab [JOFOBOPOB MO BOMpPOCaM M  CUCTEMAM
CTpPaTerMyeckoro ynpasneHUs nepcoHanom W paboTe  CTPYKTYPHbIX
noApasfeneHnin, opraHusauma npoueayp no Ux 3akatoyeHuto

MoAroToBKa pe3ynbTaToOB aHa/M3a COOTBETCTBMA OPraHM3aLMuM M Onaathl
TpyAa NepcoHana ycrnewHbIM KOpnopaTUBHbIM MPaKTUKamM

BbinosHeHne TpeboBaHWMI NO XpaHeHW0 MHbOPMAUMM O pesysbTaTax
OeNCTBMA CUCTeM CTpaTerMyeckoro ynpaBieHuAa NepcoHasom u pabotbl
CTPYKTYPHbIX NogpasaeneHui

Heobxoavmbie ymeHun

AHanusupoBsatb, pa3pabaTtbiBaTb U 0OPOPMAATL OKYMEHTbI MO NPOLLECCaM U
pesynbTaTam  ynpasBAeHWA  NepcoHasom U paboTe  CTPYKTYPHbIX
nogpasgeneHunn

MpumeHATbL MmeToabl aHaNM3a 6VI3HGC-I'|p0LI,ECCOB OopraHmnsaunun

OnpepenAatb Nporpammbl  AOCTUNKEHUS LUeneln U pelleHWs 3agad
nogpasgeneHunn

MpoBoAWTb ayANUT CUCTEMBI YIIPaBAEHUA NEPCOHANOM




npOBO,D,VITb KOHTPOJNIMHI CUCTEMDbI YNPaB/1eHNA NEPCOHA/IOM

KoHTpoanposaTth 6loa)KeT Ha nepcoHan U ynpaBneHWe pacxojamu Ha
nepcoHan

OpFaHM3OBbIBaTb conposoxXaeHmne A0roBopos MNMo BonpoCam ynpaBneHUA
nepcoHanoMm, BKNo4Yana npeasaputesibHblie npoueaypbl N0 NX 3aKIIOYHEHUIO

OpraHun3oBbIBaTb 3aKyMoyHble npoueaypbl, 0boOpPMAATbL U aHA/IM3MPOBATb
3aKYNOYHYIO AOKYMEHTALMIO

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

MpoBoanTL NeperoBopbl M NPeACTaBAATb MHTEpecbl OpraHu3auumM B
rocyfapCTBeHHbIX OpraHax, NpPOQGecCMoHaNbHbIX COK3ax W ApYyrux
npeacTaBUTeNIbHbIX OpraHax PaboTHMKOB WM OpraHM3aumax Mo BOMPOCam
nepcoHana

BecTu aenosyo nepenmcky

Pabotatb C MWHPOPMALMOHHBIMM cucTeMamu W 6aszamu AaHHbIX MO
nepcoHany, cucTemMam YMpaB/ieHWs TMepcoHaloM W OpraHM3aLumu
AeATeNbHOCTU CTPYKTYPHbIX NoApasaeneHui

ObecneunBaTb KagpoBoe AOeNOMNPOM3BOACTBO WM AOKYMEHTaLMOHHOe
COMPOBOMXAEHME NPOLLECCOB MO YMNpaBAeHUIO MNepcoHanom U paboTe
CTPYKTYPHbIX NogpasaeneHui

OpFaHM3OBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUU C TPEGOBaHMFIMVI
TPy4OBOIoO M apXMBHOIO 3aKOHOAATE/IbCTBa Poccuinckoi CDe,u,epau,MM n
JNNOKaJ/IbHbIMU aKTaMUn OpraHn3aunm

Cobntoaatb HOPMbI 3TUKM Ae10BOro 0bLeHUs

Heobxoanmble 3HaHUA

KOpI’IOpaTMBHaﬂ Ky/nbTypa, coymnasnbHaa NOANTUKA, CUCTEMbI MOTUBaAUUN U




3 PEKTUBHOCTM yNpaBAEHUSA NEPCOHANOM

MeTogbl ynpaBieHua pa3sutmem U spGeKTUBHOCTbIO OPraHM3aLnmn, MeToabl
aHanM3a BbIMNO/MHEHMA NAQHOB W MpPOrpamMmm, onpegeneHuna  ux
3KOHOMMYECKOM 3PPEKTUBHOCTH

MeToabl nposefeHWA ayauTa, KOHTPOAA ONEPaTMBHbIX YNpaBaeHYeCKUX
npoueccos, counonorn4yeckmnx MCC}'Iep,OBaHMﬁ

BusHec-nnaH 1 6U3Hec-NpoLecchl opraHn3aLmm

bBrogxeTHoe npoeKkTupoBaHmne

OpraHu3aUMOHHOE NPOEKTUPOBaHME

dopmbl, MeToabl M CUCTEMbl MaTepPUaNbHOrO M  HemaTepManbHOro
CTUMYNMPOBaHUA TPyAa NepcoHana

Cucrembl CTaHAapTOB no 6u3Hec-npoLeccam, npodeccmam
(cneuunanbHoOCTAM), HOpMBbI TPYAA

MeToabl aHan3a KOJIMYEeCTBEHHOIO U KaYeCTBEHHOro COCTaBa NepcoHana

KagpoBasa NnonnTuKa opraHmMsaumm

Mopsagok ¢dopmmnpoBaHMA, BedeHWs 6GaHKa L[aHHbIX M NpPeaocTaBAeHUsA
OTYETHOCTW MO CUCTEMAM YyNpaB/ieHUsA NepcoHanom U paboTe CTPYKTYPHbIX
noapasgeneHui

OcHosBbl AOKYMEHTAUMOHHOIO O6eCHe‘-IeHWr'I, nopAagoK Od)Ole'IEHWr'I
AOKYMEHTOB, npeanocraBaaemMblixX B rocygapcCrtBeHHbIE OpraHbl,
I'IpOd)ECCMOHaJ'IbeIe COHO3bl, 06LIJ,eCTBEHHbIe OopraHunsauunun

Llenun v ctpatervs passuTia opraHMsauum

MopsAOK  NpoBeAeHWA  3aKymouyHbIX  npoueayp W odopmaeHUs




COMYTCTBYIOLWEN SOKYMEHTAL MM

HopmaTuBHble MpaBOBble aKTbl, Peryavpylolme npasa M 06A3aHHOCTM
rocyAapCTBEHHbIX OPraHOB M OpraHM3auumn Mo MNpPeaoCcTaBleHUo yYeTHOM
AOKyMeHTauum

CTpyKTypa oOpraHv3auuMuM UM BaKaHTHble  AO/MKHOCTM  (nNpodeccun,
cneunanbHOCTH)

TpyaoBoe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPXKallMe HOPMbI TPYA0BOro
npaea

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

OcHoBbI HaNOroBOro 3akoHoZaTenbcTBa Poccuitckoit Pegepaumm

OcHOBbl MUrpaLMOHHOrO 3aKoHogaTenbctBa Poccuiickoii degepauun, B
4acTu NPUBAEYEHUNA U TPYOOYCTPOMNCTBA MHOCTPAHHBIX rpaxKaaH v auu, 6es
rparkaaHcTea

OCHOBbl agMUHUCTPATMBHOIO 3aKOHOAATENbCTBA B 06aacTv ynpasaeHus
NnepcoHanoM U OTBETCTBEHHOCTU SONMKHOCTHbIX /UL,

3aKkoHoaaTenbcTBo Poccuitckon Peaepaummn o NePCoHaNbHbIX AaHHbIX

JlokanbHble HOPMaTUBHbIE QaAKTbl OpraHun3auunm B obnactu ynpassieHnAa
nepcoHaiom

MopAAOK 3aKN0YEHUA AOFOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM aenosoro obuweHnn

basoBble OCHOBBbI MHPOPMATUKM, CTPYKTypHOE nocTpoeHue
MHPOPMALMOHHbBIX CUCTEM U OCODEHHOCTM PaboTbl C HUMM




[pyrve xapakTepuctnkm

IV. CBegeHua 06 opraHM3saumax - pa3paboTumkax
npodeccnoHanbHOro cTaHaapTa

4.1. OTBETCTBEHHAA OpraHn3auUuna-paspadboTImK

Obuwepoccuiickoe obbeanHeHne paboTtoaaTesnieit "POCCUNCKUIA COKO3 MPOMBbILLIEHHUKOB U

npegnpuHnmartenen”, ropog Mocksa

McnonHuTeNbHbI BULLE-Npe3naeHT KysbMuH OMmuTpuii Bnagnmmposuy

4.2. HanmeHoBaHMA opraHn3aumii-paspaboTunkos

~n

1| AHO "HaumoHanbHoe areHTCTBO pasBuTUA KBannudukaumin', ropos Mocksa

2 | Accoumaums (Cotos) "Accoumaumsa KOHCYNbTaHTOB No noabopy nepcoHana", ropoa Mocksa

3 |Fpynna HeadHunter, ropoz MockBsa

4 |3A0 "KPOK MHKOPMOPEMTE/, ropos Mocksa

5 | MIHbopMaLMOHHO-aHanuTuYecknin ueHTp "Kagposbin Josop", ropog Mocksa

6 | MO "OMOPA POCCUWN", ropoa MockBa

7 | MexayHapoaHasa accoumauma 4enoBoro cotTpyaHunyecTsa, ropod Mockea

8 | HOYY ANO "NHcTtuTyT npodeccnoHanbHoro kagposuka", ropoa Mockea

9| HN "Accoumnauma EBponeinckoro 6usHeca", ropos Mocksa

10| HN "BKK - HaumoHanbHbIM coto3 KagpoBmkos", ropog MocKkea




11

HMN "MexayHapoaHbii anbaHc "TpyaoBaa murpauma”’, ropog Mocksa

12

HIM "HaumoHanbHan accoumauma opUCHbIX CNELMaNNCTOB U aAMUHUCTPATMBHbIX PaboTHUKOB",

ropog Mocksa

13

HM MHO "Accouunauusa meHeaxepos Poccun”, ropog Mocksa

14

HMN CYP3 "HaumoHanbHas KoHbeaepauus "Pa3Butme Yyenosedyeckoro Kanurtana", ropos Mocksa

15

OAO "BAHX" (TAO BBL), ropoa Mocksa

16

OAO "rasnpom He¢pTb-HoBOCKMBMPCK", ropoa HoBocbupck

17

OAO "ObbeanHeHHas cyaocTpoutesibHas Kopnopauua", ropog Mockea

18

OAO "PX¥ A", ropog Mocksa

19

OAO "CaxanuH dHepaku MHBectmeHT KomnaHu", ropog, FOxkHo-CaxanmHCK

20

OAO "TatHedTb" Mmenu B.[. WawuHa, ropog, KasaHb

21

OAO "HayuHo-npoussoacTseHHoe obbeanHeHmne "Hayka", ropos Mocksa

22

000 "LG Electronics Rus", ropoa Mocksa

23

000 "busHec Mcuxonorm SHL Russia & CIS HM", ropog MockBsa

24

000 "UT-CK", ropoa Mocksa

25

000 "Nykonn-UHnHNpuHr", ropog Mockea

26

00O "OKB 3enHut", ropog Mocksa

27

000 "Metponnym Tpengunr", ropoa Mocksa

28

000 "Nonurpad-3awmta", ropog Mockea




29

000 "LleHTp KagpoBbIx TexHoNOrMi - ObyyeHme. CTaxknpoBKu. TpyaoycTpolicTeo", ropoa MockBa

30

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

31

Toproso-npombilineHHas nanaTta Poccuinckon ®epepaumm, ropog Mocksa

32

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

33

®reoy Bro MCY, ropoa MocKksa

34

®re0y BMNO M3CH, ropoag Mocksa

35

®rBOY BMO CMbUpCKMii rocyaapCcTBEHHbIN yHMBEpCUTET NyTei coobuieHma (CIYMC), ropog,
HoBocmbupck

36

®rBY "HayuyHo-nccnenoBaTeNbCKUA MHCTUTYT TPyAa U couManbHOro ctpaxosaHus" MuHUcTepcTBa
TpyAa v coumanbHom 3awmTbl Poccninickon ®epepauymm, ropos Mocksa

37

®ryn "Moura Poccumn”, ropog Mockea

38

®K "Ypancnb", ropoa Mocksa

<1> O6L1epoCCUNCKNIN KnaccudUKaTop 3aHATUIA.
<2> 06L1epoCCUNCKUA KnaccudMKaTop BUAOB SIKOHOMUYECKOM AeATENIbHOCTM.

<3> EanHbIf KBaNMUKALMOHHbIN CNPaBOYHUK AOKHOCTEN PYKOBOAUTENEN, CNELNANNCTOB U APYIUX CAYMKALLMX.
<4> 0O6LLepoccUiicknin knaccudurkaTop npodeccuii paboumnx, AONKHOCTEN CAYKALLMX U TapUbHbIX Pa3psaa0s.
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