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[Ipuka3 MunucrepcTBa Tpyaa u corranbHoi 3amuThl PO ot 9 mapra 2022 . N 1091 "O06 yTBepkaeHUN
npogdeccuoHanbHOro crasaapra "CrnenuanucT 10 yIpaBJIeHUIO I1epcoHanoM"

APAHT:

Cm. CpaBHuTenbHBIH aHAINU3 TpodeccuoHambHOro crangapra "CHenuaiucT MO  YIPaBICHUIO
nepconasiom" 2015 u 2022 rr.

B cootBerctBun ¢ nyuktoMm 16 IlpaBun pa3paGoTku U YTBEpKACHHUS MNPOPECCHOHATBHBIX
CTaH/apTOB, YTBEP)KIEHHBIX roctaHosieHuem IlpaButenscTBa Poccuiickoit @enepanuu oT 22 sHBaps
2013 r. N 23 (CoOpanue 3akoHomatenbcTBa Poccuiickoit deneparuu, 2013, N 4, c1. 293; 2014, N 39,
CT. 5266), NpHUKa3bIBAIO:

1. YTBepauTh mnpunaraemelii 1npodeccuoHanbHb  cTaHaapT "CHenuaiucT 10  YIpaBJIeHUIO
nepcoHaiom".

2. Ilpu3HaTh yTpaTUBIIMM CHITY NpHuKka3 MHUHUCTEPCTBA TPYJa U COIIMATIBLHOM 3auThl Poccuiickoit
Qeneparun ot 6 okTa0pst 2015 r. N 691 "OO yrBepKIeHHH NPOPECCHOHATBHOTO CTaHAApTa
"CrieuuaiucT 1o YIpaBJICHHUIO TepcoHaloM" (3aperucTpupoBaH MuHHCTEPCTBOM rocTHIMM Poccuiickoi
Oenepannn 19 okts6pst 2015 1., peructpanmonusiii N 39362).

3. YcTaHOBUTH, YTO HACTOSIIMM MPHKa3 BCTynaeT B cuily ¢ 1 centsabps 2022 r. u aeiictByet 1o 1
ceHTs0ps 2028 .

Munuctp A.O. KotsixoB

3apeructpupoBano B Muntocte PO 8 anpens 2022 r.
Peructpanuonnsiii N 68136

TAPAHT:
CwM. cripaBKy 0 Tpo(hecCHOHAIBHBIX CTaHIapTax
CwMm.:
JOJDKHOCTHYIO HHCTPYKITHIO TUPEKTOPA MO YINPABICHUIO MEPCOHATIOM

JOJDKHOCTHYIO HHCTPYKITUIO PYKOBOJUTENSI CTPYKTYPHOTO TIO/Ipa3iesieHus (OTepallMOHHOE yIpaBieHNe
MEPCOHAJIOM U CTPYKTYPHBIM MOIPA3ICTICHUEM OPraHU3aIINN )

JOJPKHOCTHYIO HHCTPYKIIMIO CIIEIMAIICTa 0 Pa3BUTHIO M 0OYUEHHIO TepcoHala
JIOJPKHOCTHYIO MHCTPYKIIMIO CIIEIHATIMCTA MO JOKYMEHTAIlMOHHOMY O0€CIIEYeHHIO MTepCoHaa
JOJKHOCTHYIO MHCTPYKIIMIO CIEIMAIUCTa 110 OLEHKE U aTTeCcTalluy MepcoHana
JOJKHOCTHYIO MHCTPYKIIMIO CIENMATIUCTa 10 MoAO0py nmepcoHana

JOJKHOCTHYIO MHCTPYKIIMIO CHEMAIUCTa 10 HOPMUPOBAHUIO U OILIaTe TpyAa

AOJDKHOCTHYHO MHCTPYKIHUIO CIICIIUAJIMCTA I10 KOpHOp&THBHOfI COIH/IEL]'IBHOfI ITOJINTHUKE

YTBEPX/IAEH

nprukazoM MUHHUCTEpPCTBA TPyAa
U COLMATBHON 3a1HUTHI
Poccuiickoii Peaepannu

ot 9 maprta 2022 r. N 1091

IpodeccnonanbHblii cTAHAAPT
CrnenuaJjuct no ynpapJjieHUI0 MepcoOHATIOM
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I. O0mue cBexenus

YnpaiieHue nepcoHaIoM OpraHu3aluu

| 559

Perucrpanuonnsiii Homep

| 07.003

(HauMeHOBaHUE BUIa TPO(HECCHOHATLHOU JIEATEIIEHOCTH )

OcHoBHas 11eJ1b BUa MPO(HECCHOHATBHON AEATEIbHOCTH:

Kon

Ob6ecnieuenue 3 pekTHBHOTO PYHKIIMOHUPOBAHUS CHCTEMBI YIIPABIICHUS IEPCOHAIIOM JIJISl TOCTHKCHUS
1eJIeH OpraHu3aiyu

['pynna 3anatuii:

1212 Ypasnsromue Tpya0BbIMU 2423 CrernpanucTsl B 001aCTH

pecypcamu mo100pa M UCIIOJIb30BAHUS
nepcoHaia

2424 CrenmanucTel B 00J1acT - -
MOATOTOBKU U PA3BUTHS
repcoHasa

(xox OK3 ) (HauMeHOBaHUE) (xox OK?3) (HauMeHOBaHUE)
OTtHeceHue K BUJIaM YKOHOMUYECKOU eI TeIbHOCTH
| 01-99 ‘ Bce BRI DJKOHOMHUYECKON IEATENbHOCTH
(xog OKBDJ17) (HauMeHOBaHUE BU/Ia SKOHOMUYECKOU IS TEIHHOCTH )
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II. Onucanue Tpya0BbIX (PYHKIMIA, BXOASAIIUX B NP0 ecCHOHAIbHBIN CTAHAAPT
(pyHKIHOHAJBHAA KapTa BUAA NPO(PeCCHOHATBHOM 1eATeJIbHOCTH)

O060011eHHbIE TPYAOBBIE QYHKIIMH TpynoBsie pyHKITUN
KOJ[ HaWMEHOBAaHHUE YpOBEHb HAaMMEHOBAHHE KO/l YpOBEHb
KB (UKAITTH (moypoBeHB)
KBaJTU (DUKAIAH
A JIoKyMeHTaIlMOHHOE oOecreueHue 6 Benenne nokyMeHTalMU M0 YYETY U JBUKEHUIO A/01.6 6
paboThI ¢ IepCOHATIOM nepcoHalia
Pa3paboTka THIIOBBIX ()OPM JOKYMEHTOB T10 YUYETY U A/02.6 6
JBUKEHHIO TIEPCOHANIA, COIPOBOXKICHUE TPOIIEAYP
0 opMIICHHUSI TPYIOBBIX OTHOIICHUI
AJMUHUCTPUPOBAHKE MPOIECCOB U JOKYMEHTO000pOTa A/03.6 6
10 YYETY U JBUKECHUIO IIEPCOHANIA, IPEACTABIECHUIO
JIOKYMEHTOB 110 NIEPCOHAITY B TOCYJapCTBEHHBIE
OpraHbl
B JlesaTenbHOCTh M0 00eCIeYeHHIO 6 C6op unpopMmanyu o moTpeOHOCTAX OPraHU3aALUH B B/01.6 6
MIEPCOHAIOM nepcoHaje
ITouck, npuBieyeHue, nogdop 1 0TOOp nepcoHaia B/02.6 6
AJMUHUCTpPUPOBAHUE MTPOLIECCOB 00ECTIEUEHUS B/03.6 6
NEPCOHATIOM M COOTBETCTBYIOIIETO JOKYMEHT0000pOoTa
C JlesiTenbHOCTh MO OIIEHKE U 6 Opranu3zanus ¥ NpoBeJCHUE OIICHKU MTePCOHAsa C/01.6 6
aTTeCTalluy IIepcoHana Opranu3zanys v NpoBeAEHUE aTTECTAIIMH MepCoHaIa C/02.6 6
AJIMUHHCTPUPOBAHUE MTPOLIECCOB MTPOBEACHUS OLIEHKU C/03.6 6
Y aTTeCTalluy MEePCOHAJIa U COOTBETCTBYIOIIETO
JIOKYMEHT0000poTa
D JlesTenbHOCTh MO Pa3BUTHIO 6 Opranu3zanys 1 NpoBEAEHUE MEPOIIPUATHN 1O D/01.6 6
nepcoHasa Pa3BUTHIO U IOCTPOCHUIO MPO(decCHOHATBHON Kapbephl
nepcoHasia
Opranuzanys o0y4eHus nepcoHana D/02.6 6
Opraaun3anysi aanTaluyd U CTAXKUPOBKHU MTEPCOHATIA D/03.6 6
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YHpaBJICHUSA IIEPCOHATIOM U COOTBCTCTBYIOIICTO

AJIMUHUCTPUPOBAHUE ITPOLIECCOB Pa3BUTHUA U D/04.6 6
MOCTPOCHUS MPOo(hecCHOHANBHOM Kapbephl, 00y4eHus,
aJlanTalyy, CTa)KUPOBKY IIEPCOHANA U
COOTBETCTBYIOIIETO JOKYMEHTO000pOoTa
E JlesiTenbHOCTh MO OpraHu3aIuu Opranuszanus Tpy/ia nepcoHasia E/01.6 6
TpyJa U OIuIaThl MEpCOHANIA Opranu3anus oriaThl Tpy/ia nepcoHaia E/02.6 6
AJIMUHUCTPUPOBAHHUE MTPOLIECCOB OPTaHU3ALNU TPY/a, E/03.6 6
OILIAThI [IEPCOHANIA U COOTBETCTBYIOILETO
JIOKyMEHT0000poTa
F JleaTenbHOCTD 10 (hOPMUPOBAHHIO Pa3paboTka KopnopaTUBHON COLIMAIbHON MOJUTUKU F/01.6 6
KOPIIOPATUBHOM COIMATIBLHOM Peanu3aiust KOpropaTUBHOM COIMAIbHON MOJTUTUKHI F/02.6 6
MOJINTUKH AJIMUHUCTPUPOBAHUE ITPOLIECCOB KOPIIOPATUBHOM F/03.6 6
COLIMATILHOM MOJIMTUKU U COOTBETCTBYIOIIETO
JIOKYMEHTO000pOTa
G OnepanmoHHOE yIpaBJieHUE Pa3paboTka cuctembl OepaliioOHHOTO YIIPaBICHUS G/01.7 7
MIEPCOHAJIOM U CTPYKTYPHBIM MEPCOHATIOM H PabOThI CTPYKTYPHOTO TOAPA3/ICTICHHS
MO/Ipa3IeIeHUeM OpraHU3aIiu OpraHu3aluu
Peanu3zarus onepaniioHHOTO yIpaBieHUs IEPCOHATIOM G/02.7 7
U pabOTHI CTPYKTYPHOTO MOIPA3IEICHUs OpraHu3aIiu
Pa3zpaboTka u conmpoBoXKAEHUE Tpoliecca G/03.7 7
M(POBHU3AIMH U ABTOMATHU3AINH YIPaBICHUS
NIEPCOHAJIOM
AJMUHUCTPUPOBAHKE IPOLECCOB ONEPALUOHHOTO G/04.7 7
yIpaBiIeHUs TEPCOHATIOM U PabOThI CTPYKTYPHOTO
NoJipa3/iesieHusl OpraHU3ali U COOTBETCTBYIOIIETO
JJOKYMEHT0000poTa
H Crparernueckoe ynpaBieHHUE Pa3paboTka cucTeMbl CTPaTerHYECKOTro YIpaBICHUS H/01.7 7
IIEPCOHAIOM NIEPCOHAJIOM
Peanm3zanust cuctemMbl CTpaTernuecKoro ynpaBiIeHUs H/02.7 7
NIEPCOHAJIOM
AJMUHUCTPUPOBAHKE MPOIECCOB CTPATETHUYECKOT0 H/03.7 7
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| l JIOKYMEHT0000pOoTa
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II1. XapakTepucTuka 00001IEHHBIX TPYAOBbIX PyHKIUIA

3.1. O6o6uienHas TpyaoBas GyHKIHS

HaumenoBanue JloKyMeHTaIlmOHHOE O0ecTieueHne Kon A YpoBeHb 6
paboThI C MEpCOHATIOM KBaJIM(pUKAIIIH
[Ipoucxoxnenue Opurmnan X | 3aUMCTBOBAHO U3
0000IICHHON TPYIOBOI OpUTHHAJIA
byHKIHHA
Kon Peructpanuonublit
OpHUTHHAJIA HOMED
pohecCuoHaTBHOTO
cTaHjapTa

Bo3moxHble
HaMMEHOBaHHUS
JOJDKHOCTEH, Tpodeccuit

Crieranmct mo opOpPMIICHHIO TPYIOBBIX OTHOIICHUH
Crienanuct no JOKyMEHTAlMOHHOMY 00ecieueH IO epcoHana
Crneuuanuct o nepcoHaty

Crienanuct 1o Kajapam

TpebGoBanus K
00pa30BaHMIO
00y4eHUIO0

Cpennee npogeccruoHalbHOE 00pa30BaHHE - IPOrpPaMMbl IOJATOTOBKU
CHELHAINCTOB CPETHETO 3BEHA U JIOTIOIHUTENILHOE TPO(ECCHOHATBHOE
00pa3oBaHue - MPOrpaMMBbl TPO(EeCCHOHATBHON TIEPETIOITOTOBKY B
00J1aCTH yMpaBIICHUSI IEPCOHATIOM UJTU B 00JIACTH JOKYMEHTAIIMOHHOTO
oOecrieyeHus paboThl ¢ IEPCOHATIOM UIIH

Briciiee oOpazoBanue - OakanaBpuat Uin

Beiciiee oOpa3oBanue (HenpoduibHOe) - 6akagaBpuaT U
JIOTIOTHUTEIbHOE TPO(eCcCHOHATIbEHOE 00pa30BaHuUE - IPOTPAMMBI
npodeccHOHAIBHOM MEePEeNnoAroTOBKU B 00JaCTH YIIPABICHUS
MIEPCOHAIIOM HJIM B 00J1aCTH JIOKYMEHTAIIMOHHOTO 00ecIieYeHusT paboTHI C
HEPCOHAIOM

TpebGoBaHUs K OBITY
MPAaKTUYECKON pabOThI

He menee Tpex set B chepe ynpaBiIeHUs IEPCOHAIOM TIPY HATHIUT
cpenHero npohecCHOHaIBLHOTO 00pa30BaHus U TOTOTHUTEILHOTO
PO EeCCHOHAIBHOTO 00pa30BaHus - MPOrpaMm MpodhecCuoHaIbHOM
MEPETnoArOTOBKH B 00JIACTH YIIPABICHUS MTEPCOHATIOM WJIM B 00JIaCTH
JIOKYMEHTAITMOHHOTO o0ecredeHus1 paboThI C IePCOHATIOM

Oco0pble ycroBHs JOITycKa
K pabote

Jlpyrue xapakTepuCTHKU

I[OHOJ'IHI/ITCJ'ILHBIC XapaKTCPUCTUKHU

HaunmenoBanue Kon HaunmenoBanue 6a30Boii rpymiibl, JOHKHOCTH
JIOKYMEHTa (mpodeccun) WM CreUaIbHOCTH
OK3 2423 CrneunanucTtsl B 00s1acTH OA00pa U UCIOJIb30BAHUS
repcoHasa
EKC? - Cnenuanuct 1o Kajapam
- Menemkep 1o nepcoHany
OKIIATP 4 26583 Crnenuanuct 1o Kaapam
08.12.20222 Cuctema TAPAHT
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OKCO’ 5.38.03.02 MeHnemxkMenT

5.38.03.03 YpapieHue nepcoHagom

3.1.1. TpynoBas pyHKIHS

HaumenoBanwue Kon A/01.6 YpoBeHb 6
Benenue nokymeHnTanuu no
(moTypoBEHb )
y4eTy ¥ JIBMKEHUIO TIepCOHaa
KBaJTU(UKAITIH
IIpoucxoxnenue Opurunan X | 3aMMCTBOBaHO U3

TpyI0BOU (QYHKIUU

OpUTHHAaNIA
Kon PerucrpanmonHslii
OpUTHHaa HOMED
po(heCcCHOHATTLHOTO
CTaHJapTa

TpynoBble nencTBus

COop u poBepKa JINYHBIX JOKYMEHTOB paOOTHHUKOB

KoHcynbTupoBanue pabOTHHKOB 11O BOIPOCcaM OGOPMIICHHSI TPYIOBBIX
OTHOILIEHUI

Od¢opmieHne T0KyMEHTOB, PErylaMEHTUPYIOIIUX TPYAOBbIE OTHOLLEHUS C
KOHKPETHBIM paOOTHUKOM

[ToaroroBka u oopmiieHHUE 10 3apocy pabOTHUKOB U TOJHKHOCTHBIX JIUI]
KOIUH, BBIITUCOK M3 KAJAPOBBIX JJOKYMEHTOB, CIIPABOK, HH(OPMALIUU O
CTaXxe, JIbroTax, TAPAHTHUSAX, KOMIICHCAIMSIX U UHBIX CBEJCHUN O
paboTHHKAxX

Bbiiaua pabOTHUKY JOKYMEHTOB O €r0 TPYAOBOH JeSTEeIbHOCTH

JoBeneHue 10 cBeeHUs pAOOTHUKOB OPTraHU3AIIMOHHBIX,
pacnopsIUTENbHBIX U KaJIPOBBIX JOKYMEHTOB OpraHU3aluN

Benenue yuera, mpeyCMOTPEHHOIO TPYOBBIM 3aKOHO/1aTEILCTBOM
Poccuiickon Denepaunn

Perucrpanus, yder, onepatuBHOE XpaHEHUE KaPOBBIX TOKYMEHTOB,
IIOATOTOBKA X K CAA4€ B ApXUB

Pa6ora B KOPIOpPaTUBHBIX U BHCITHUX I/IH(l)OpMaIII/IOHHI)IX CHUCTEMAX U
HCIIOJIB30BaHUC I.[H(I)pOBLIX CCPBUCOB, BBIIMNOJHAIOMIUX q)YHKI_II/II/I BCACHUA
JOKYMCHTAIIMHU 110 ABHXXCHUIO U YUCTY IICpCOHAJIA

Heo6xonumele ymMeHUs

JIoKyMEeHTHUPOBaTh TPYAOBbIE OTHOILLIEHHUS PA3JIMYHBIX KATETOPHd
PaOOTHHUKOB U CTEIUATBHBIX CYOBEKTOB TPYIOBOTO MPaBa B COOTBETCTBUU
¢ JEHCTBYIOLIMM 3aKOHO1aTeNIbcTBOM Poccuiickoit denepanuu,
periiaMeHTaMu (CTaHaapTamMm) TOKYMEHTO000pOTa OpraHu3aIiuu

BrIABISATH OMTMOKY, HETOYHOCTH, UCIIPABJICHUS M HEIOCTOBEPHYIO
uH(GOPMAIIHIO B TJOKYMEHTaX, OMPEAEIATh MOJTMHHOCTh MPECTaBIEHHBIX
JIOKYMEHTOB

Bectu YU€T U PEruCTpauo 10KyMCHTOB B I/IH(bOpMaI_[I/IOHHBIX CUCTEMAX U
Ha MaTCpUaJIbHBIX HOCUTCIIAX

Paborathb co cnenuaaM3upoBaHHBIMU HH(POPMALIMOHHBIMUA CUCTEMaMH U
1M(POBBIMU CEPBUCAMU IO BEJICHUIO yUeTa U JIBHIKEHHIO IIepCcoHaa

Bectu nenoByro nepenucky, 1I0KyMeHTOO00POT, periIaMeHTUPOBAHHBIN
3aK0HO1aTeILCTBOM Poccutickoii denepamnui B 0071aCTH TPYAOBBIX
OTHOILIEHHH, C pa0OTHUKAaMH, BHEITHUMHU KOHTPAreHTaMH M IpakJaHaMU
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ObecnieunBath cOONMIOICHHE TPEOOBAHMI 3aKOHOJaTENLCTBA Poccuiickoi
®denepaliil 1 KOPIOPATUBHBIX MOJUTHK B 00JIaCTH 00paboTKH
MEPCOHATBHBIX JTAaHHBIX U KOH(UICHINATLHOW HH()OpMALIUN

Cobuto/1aTh HOPMBI ATHKH JI€TIOBOT0 OOIEHUS

HeoOxoaumbie 3HaHUS [Mopsimox odopmiteHUs, BEACHUS U XpPaHEHUS TOKYMEHTOB 10
0(OPMIICHHIO TPYJIOBBIX OTHOILLIEHUH, 10 YIPABICHUIO IEPCOHAIIOM B
COOTBETCTBUU C TPeOOBAHUSIMU 3aKOHOATEIbCTBA Poccuiickoit
denepanyy 1 KOPIOPATUBHBIMU MOJUTUKAMU

[{enu v 3agaun opraHU3alyy MO MOCTPOCHUIO CUCTEMBI OPOPMIICHHUS
TPYXOBBIX OTHOLICHUN

Tapudno-kBanuduKanmoHHbIe CIIPABOYHUKNA padOT U podeccuit
pabounx M KBaTH(PUKAIMOHHBIE XaPAKTEPUCTUKH JOJHKHOCTEH
CITyallluX, NpodeccruoHaIbHBIE CTAHIAPTHI

Crienuanu3upoBaHHbIe HHOOPMAIIMOHHBIC CUCTEMBI, IIU(PPOBBIC YCIYyTH U
CEPBUCHI 110 BEJICHUIO yUeTa U JABUKEHUIO [IEPCOHAJIA, TPAHULIBI UX
MIPUMEHEHUS

OcCHOBHbBIE METPUKH U AHAIUTUYECKUE CPE3bI B 00JIACTHU JBIKEHUS U
ydera IepcoHaia

[Topsimox oopmiieHUs1 yCTaHOBICHHBIX 3aKOHOAATEILCTBOM Poccuiickoii
Oenepariyt OpM OTICTHOCTH B TOCYAAPCTBEHHBIC OPTaHbl

TpeboBanus 3akoHOAaTENbCTBA Poccuiickoit depepaiiuu 1Mo opopMIIEHUIO
TPYIIOBBIX OTHOIIICHHH, BOUHCKOMY YY€TY, YBEIOMIICHUIO U
MIPEACTABICHUIO OTYETHOCTH B TOCY/IAPCTBEHHBIE OPraHbl CHEeUaIbHBIX
KaTeropuii paOOTHUKOB: HHOCTPAHHBIX PAOOTHUKOB | JIUIT O3
rPaKJIaHCTBA, NHBAJIUJIOB, JIUL], UMEIOLIUX TapaHTHH U JIbTOTHI,
YCTaHOBJICHHBIC 3aKOHO/IATEIBHO, U IPYTUX CHEIUATBHBIX KaTeTOpUid
HopmartuBHbIE paBOBBIE aKThI, ONMPEAEISIONUIME HOPMBI TPYAOBOTO IpaBa
Poccniickoit enepanun

3akonozarenscTBO Poccuiickoit denepannn 00 MHAUBUIYATEHOM
(mepcoHuPpUIIMPOBAHHOM) YUETE B CUCTEME 0053aTEIHHOIO TEHCHOHHOTO
CTpaxOBaHUs

3akoHonarenscTBO Poccuiickoit denepaniy 0 NepCOHABHBIX TAHHBIX
JlokanpHbIE HOPMATUBHBIE aKThl OPTaHU3ALNH, PETYIIHPYIONINE TTOPSITOK
0(OpMIICHUS PACTIOPSIAUTENBHBIX U OPTaHU3AIMOHHBIX JOKYMEHTOB 10
nepcoHaiy, ohOPMIICHUIO TPYJIOBBIX OTHOIICHUM

[IpaBuna BeeHus NeI0BOM MEPENUCKH

Hopwmpl 3THKH 1€710BOTO OOIIICHUS

Jlpyrue XxapakTepucTuku | -

3.1.2. TpynoBas pyHKIHsS

HanmenoBanue Pa3paboTka TUIIOBBIX opM Kon A/02.6 YpoBeHb 6
JIOKYMEHTOB I10 y4eTy U (mogypoBeHb)
JBUKEHHIO TIEpCOHAa, KBaJIM(pUKaMK

COIPOBOXKACHHUE MTPOLIETYD
o opMIIEHUS TPYAOBBIX
OTHOUIEHUI

IIpoucxoxnenue ] Opurunan X ‘ 3aMMCTBOBaHO U3
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TPYAOBOH (hYHKIHH

‘ OpUrMHaja ‘ ‘
Kon Peructpanuonubliit
OopUruHasia HOMED
podeCCHOHAIEHOTO
cTaHjapTa

TpynoBsie nencTBUs

Pa3paboTka mpoeKkToB JOKaIbHBIX HOPMATUBHBIX aKTOB OPraHU3aI1H,
PEryJIUpYIOIUX TPYIOBbI€ OTHOIICHHUS

Pa3paboTka MpoeKToB JOKYMEHTOB 110 0()OPMIICHUIO TPYAOBBIX
OTHOIIEHH C KOHKPETHBIM PaOOTHUKOM

[ToaroToBka MpeIOKEHHUH 1O ONTUMHU3AINH (HOPM TOKYMEHTOB U
1(pOBHU3AIMH TJOKYMEHTOO00pOTa OpraHU3aIuu B 00actu opopmiieHus
TPY/ZOBBIX OTHOIICHUH

IToaroToBka NMpOEKTOB JOKYMEHTOB I10 IIPOLIEAypaM yIpaBICHUs
IIEPCOHAJIOM, Y4Y€Ta U ABUKECHUS [IEPCOHAJIA

IToaroToBka 110 3anpocy rocyAapCTBEHHbIX OPraHOB, IPEACTABUTEIBHBIX
OpraHoB paOOTHHKOB OPUTUHAJIOB, BBIHUCOK, KON JJOKYMEHTOB U
IIPEAOCTABIICHNE B 3JIEKTPOHHOM BUJE CBEACHUH, PENIAMEHTUPYIOIINX
TPYZOBbIE OTHOILIEHUS U UMEIOIINX OTHOILIECHUE K PEIJIAMEHTaluU
TPYIOBBIX OTHOIICHHUN

[ToaroToBka 3ampocoB B TOCYAapCTBEHHBIC OPTaHbl U CTOPOHHHE
OpTaHM3aINH JUIS IOATBEPKICHUS CBEJICHUI B HHTEPECcax paOOTHUKOB U
paboTonaTes

[ToaroroBka yBe1OMIJICHUH, OTYETHOM, CTATUCTUYECKON U aHAITUTHYECKON
nH(popMaIuu 1o 0pOPMIICHUIO TPYJOBBIX OTHOIIIEHUHN

Heobxomumbie ymeHust

PaGoratk co crenuanu3upoBaHHBIMUA HH()OPMALMOHHBIMU CUCTEMAMU,
U(PPOBBIMHU YCIIYTaMH U CEpPBUCAMH IO BEJICHUIO yYeTa U IBUKCHUIO
IIEPCOHAJIA, CONPOBOXKICHUIO TPYAOBBIX OTHOIICHUH

AHaIM3upoBaTh JOKAJIbHBIE HOPMATUBHBIE aKThI U JOKYMEHTHI 110
0(OpMIICHHIO TPYIOBBIX OTHOIIEHUH, (HOPMUPOBATH MPEIOKEHUS 110 UX
AKTYaJIN3allH U YIIYYIICHUIO

OnpenensTs CTPYKTYpY U COAEPKAHUE, TOTOBUTH IMPOEKTHl HOPMATHUBHBIX
JIOKYMEHTOB M IOKYMEHTOB 110 0()OPMJICHHUIO TPYIOBBIX OTHOIIEHUMN

OdopMIATh KaIpOBbIe JOKYMEHTBI B COOTBETCTBUHU C TPEOOBAHUSIMU
3aKkoHozaarenbcTBa Poccniickoit denepannu 1 JT0KaIbHBIMA
HOPMATUBHBIMHU aKTaMU OpraHU3aluu

OGecneunBaTh cOOIIOICHIE TPEOOBAaHUH 3aKOHOJATENHCTBA Poccuiickoi
®deneparyu, KOPIOPATUBHBIX MOJTUTUK B 00JIACTH 00pabOTKH
NEPCOHAIBHBIX JAaHHBIX U KOH(UIECHIIMAIBbHON nH(OpMaluu

Bectu ACJIOBYIO MCPCIIUCKY

Co0:1r01aTh HOPMBI DTHKH JIEJIOBOT'O OOIIICHUSI

HCO6XOI{I/IMBIC 3HaHUA

HOpMaTI/IBHBIe IMPAaBOBLIC AKTLI, ONIPECACTIAIOIINEC HOMBI TPYJOBOI'O IIpaBa

OCHOBBI apXMBHOT'0 3aKOHO/IaTEJILCTBA U HOPMATUBHBIE TPABOBBIE aKThI
Poccuiickoii @eneparuu B 0651acté opopmiieHus!, BEICHUS U XpPaHEHUS
JJOKYMEHTOB 110 0()OpPMJIEHUIO TPYIOBBIX OTHOILIEHHH

3akononarenscTBO Poccuiickoit deneparuu 00 WHIUBUTYTBHOM
(mepcoHupUIIMPOBAHHOM) YUETE B CUCTEME 005I3aTEIHHOTO IEHCHOHHOTO
CTpPaxOBaHMS

[Mopsimokx oopmiteHHs IEPBUYHBIX JOKYMEHTOB JJIS IIeei

08.12.20222
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OyxraiaTepckoro y4dera B cepe opopmiieHus: TpyAOBBIX OTHOIICHHIA

Tapudno-kBanudukamoHHbIe CIIPABOYHUKNA padOT U npodeccuit
pabounx M KBaTM(PUKAIMOHHBIE XaPAKTEPUCTUKH JOJHKHOCTEH
CIIy’>KaIIMX, MPO(ecCHoHaIbHBIC CTAHaPThI

TCXHOJIOFI/II/I, MCTOJAbI U MCTOAWKHU IMPOBCACHUA aHAJIN3a U
CUCTEMATHU3allM JOKYMCHTOB 1 I/IH(l)OpMaI_[I/II/I

3akoHojiarenbcTBO Poccuiickoi denepannun 0 NepCoOHaIbHBIX JaHHBIX

Lenu 1 31241 OpraHU3aIUK MO MOCTPOSHHUIO CUCTEMBI 0(OPMIICHUS
TPYAOBBIX OTHOIIEHUH

JlokanbpHBIC HOPMATHBHBIE aKThl OPraHU3aLUHU B 00JacTu ohopMiIeHus
pacropsaUTENbHbIX U OPraHU3allMOHHbIX, HH()OPMAIIMOHHO-CIIPAaBOYHBIX
JIOKYMEHTOB, PEryJUPYIOIIUX TPYIOBbIE OTHOLICHUS

CHCI_[I/IaJ'II/ISI/IpOBaHHLIC I/IHq)OpMaLII/IOHHLIe CHUCTCMBI, I_[I/ICI)pOBbIe yCIyru u
CCPBUCHI 11O BEACHUTIO YUCTA U JABMIKCHUIO IICPCOHAIA, T'PAHUIBI UX
IMPUMCHCHH A

OCHOBHBIC MCTPUKHU U aHAITUTUYCCKUC CPE3bI B o0ractu JABHKCHUSA U
y4€Ta repcoHajia

[IpaBuna BeeHuUs 1€I0BON NEPENHUCKU

HopMmbl 3THKH 1€7T0BOTO OOIICHUS

Jlpyrue xapakTepucTuKu

3.1.3. TpynoBas ¢pyHKIHs

HaumenoBanue AJIMUHHCTPUPOBAHUE Kon A/03.6 YpoBeHb 6
MPOLECCOB U (moTypoBEHbD)
JIOKYMEHTO000pOTa 110 YUeTy U KBaNU (DUKAIH

JIBI)KEHUIO TIEpCOHAIa,
IPEJCTAaBICHUIO JOKYMEHTOB 110
NEPCOHATY B TOCY/IapCTBEHHBIC
OpraHsbl

IIpoucxoxnenue
TPYyA0BOH (QyHKIUU

Opurmnan X | 3aMMCTBOBaHO U3

OpHUrMHaja
Kon Perucrpanuonnslii
OpUTruHazia HOMED
npogeccuOHaIBLHOTO
CTa”zapTa

TpynoBeie nencTBUS

Opraau3anys JOKYMEHT0000pOTa M0 yYEeTY M JBHKEHUIO IIEpCOHaIa

OpraHmauHs{ MpEACTABJICHUA TOKYMCHTOB I10 IICPCOHATY B
TOCYHapCTBCHHBIC OPIraHbI

IToaroroBka yBe1OMJICHUH, OTYETHOM, CTATUCTUYECKON M aHATTUTUYECKOMN
nH(}OpPMAIIUU TIO0 IEPCOHATY

[TonroroBka nHpOpMaLIUU O 3aKIFOYEHUN TPYAOBOTO HIIN
IpaXkJIaHCKO-IIPaBOBOI'O JOrOBOpA Ha BBINOJIHEHHE Pa0bOT (OKazaHue
YCIIYT) € TPA’KAAHUHOM, 3aMEIA0IIHUM JO0JKHOCTH FOCy1apCTBEHHON WU
MYHUIIUTAIBHON CITyXOBbI, IepeYeHb KOTOPHIX YCTaHABINBACTCS
HOPMAaTHBHBIMH NPABOBBIMU akTaMu Pocculickoit Denepannn

Heo6xonuMble yMeHUs

OdopMIIATh YUeTHBIE JOKYMEHTBI, IPEAOCTABIISIEMbIE B TOCY/1aPCTBEHHBIE

08.12.20222
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OpraHbl, IPEACTaBUTEIILHBIE OPTaHbl PAOOTHUKOB

OpranuzoBbIBaTh XpaHEHNUE JOKYMEHTOB B COOTBETCTBUU C
TpeOoBaHUAMU 3aKOHOIaTeNnbecTBA Poccuiickoil denepanuu u
JIOKQJIbHBIMU HOPMATHBHBIMU aKTaMH OPraHU3aALNN

PaboTath ¢ MHPOPMALMOHHBIMU CHCTEMaMH, IIU(PPOBBIMH YCIIyTaMH U
CEpBHCAMH 110 BEICHUIO y4eTa U JIBHYKEHUIO IEPCOHAJIA

PaboTath ¢ MHpOPMALIMOHHBIMU CUCTEMAMHU LIU(PPOBBIMH YCIyTaMH U
CepBUCAMH I10 BEJICHUIO CTATUCTHYECKOW U OTYETHON MH(POPMAIIUH U
AHAJIUTUKH 110 IEPCOHALY

@opMHUPOBATH MPEATIOKESHUS IO ABTOMATH3AIMK U U (PpoBHU3aLIUU
IPOLIECCOB U JOKYMEHTOOO0POTA [0 YUeTy U IBUXKEHUIO IEPCOHAA,
JIOKYMEHTOB 10 IEPCOHAITY JUIsl IPEACTABIIEHUS B TOCY1apCTBEHHbIE
OpraHbl

AHanu3upoBaTh NpaBUiia, MPOLETYPhl U MOPSAIOK, PETYIUPYIOIINE ITpaBa
U 00513aHHOCTH I'OCYJapCTBEHHBIX OPraHOB U OPTaHU3aLMH 10 BOIPOCAM
o0OMeHa JJOKyMEHTAaIMeH 110 epCoHay

Ob6ecneunBaTh cobOI0ACHNE TpeOOBaHU 3aKOHOaTeIbcTBA Poccuiickoi
®denepanyivi ¥ KOPIIOPATHBHBIX IMOJIMTHUK B 00JIACTH 00pabOTKH
NEPCOHAIbHBIX JAHHBIX U KOHQUIEHIIMATIbHON HH(OpMAIH

Bectu nenoByro nepenucky

Cobmt01aTh HOPMBI 3TUKH JI€JI0BOT0 OOLIEHHUS

Heo0xonumbie 3HaHUS TexHosoruu, METo bl U METOAUKU IPOBEIACHUS aHAIN3a U
cUcTeMaTH3alluy JOKYMEHTOB U MHPOPMALUU

OCHOBBI JOKYMEHTOO00POTa U JJOKYMEHTAIL[HIOHHOTO 00ecredeHus
OpraHu3aluu

OpranuzanvoHHasi CTPYKTypa OpraHu3aluu
Tapuduo-kBanupukaroHHbIE CIIPABOYHUKN pabOT U mpodeccuit
pabouux U KBAIU(UKALMOHHBIE XapaKTEPUCTUKU JOJKHOCTEH
CITy)KallluX, podeccroHaIbHbIE CTaHaPThI

Criennanu3upoBaHHble HH(OPMAIIMOHHBIE CUCTEMBI, TU(PPOBBIE YCIYTU U
CEPBUCHI 110 BEJCHUIO yUeTa U JBUKEHHIO IIEPCOHANA, TPAHULIBI UX
IIPUMEHEHHUS

OCHOBHbBIE METPUKH U AHAIUTUYECKUE CPE3bI B 00JIACTU ABMXKEHUS U
ydeTa IepcoHala

HopmatuBHbIe IpaBoOBbIE aKThI, PETYJIUPYIONINE TIPaBa U 00A3aHHOCTH
rOCyJapCTBEHHBIX OPTaHOB, IPEICTABUTENIBHBIX OPraHOB PAOOTHUKOB 110
IIPEOCTABICHNIO YYETHON TOKYMEHTAllUH

HopmatuBHbIE IpaBOBBIE AKTHI, ONPEAEISIIOIINE HOMBI TPYI0BOTO IPaBa
OCHOBBI apXMBHOT'0 3aKOHO/IaTEJILCTBA U HOPMATUBHBIE ITPAaBOBBIE aKThI
Poccuiickoit denepaniu B 007IaCTH BEACHUS JOKYMEHTAIIUH 110
NIEPCOHAILY

3akoHoarensctBO Poccuiickoit denepanuy 0 NEpCOHAIBHBIX TAHHBIX
JlokanbpHbIE HOPMaTHBHBIE aKThl OPraHU3aLUHU B 00JacTH 0hopMiIeHus
pacnopsiAUNTENbHBIX U OPraHU3allMOHHbBIX, HH(OPMAIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB, PETYIHPYIOIIMX TPYAOBbIE OTHOLIEHUS

[TpaBuiia BefieHHs 1€J10BOM NEPENUCKU

HopMbl 3THKH 1€7T0BOTO O0IEHUs

Hpyrue xapakTepucTuku | -
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3.2. O6o6uieHHas Tpya0Bast QyHKIHS

Haunmenosanue JlesTenbHOCTh 10 00ECTICUCHUTO Kon B YpoBeHb 6
MEPCOHAIOM KBaJIM(pUKAIIH
[Ipoucxoxnenue Opurmnan X | 3aUMCTBOBAHO U3
0000IIICHHON TPYIOBOI OpUTHHAJIA
byHKIHHA
Kon Peructpanuonubliit
OopUruHaia HOMED
pohecCuoHaTBLHOTO
cTaHjapTa

Bo3moxHble
HaMMEHOBaHHUS
JOJDKHOCTEH, Tpodeccuid

Crenuanuct 1o noadopy nepcoHasna
Crienuanuct mo nepcoHaty
MeHnemkep 1o nepcoHany

TpebGoBanus k
00pa30BaHMIO U O0YUECHUIO

Briciiee oOpa3oBaHue - OakanaBpuaT WK

Briciiee oOpa3zoBanue (HenpopuiabHOE) - OaKagaBpuaT U
JOTIOJTHUTENBHOE MpodeccruoHanbHoe 00pa3oBaHuE - TPOTPAMMEI
poeCCUOHATILHOM MEPEIOATOTOBKY 110 HAIIPABICHUM JCSITSIbHOCTH
110 00ECTICYCHHIO MTEPCOHATIOM

TpeboBanust Kk ONbITY
IIPaKTUYECKON pabOThI

Oco0bble ycroBHs JoITycKa
K pabote

Jlpyrue xapakTepuCTHKH

JlonomHuTEIbHBIE XapaKTEPUCTUKH

HaumenoBanue Kon HanmenoBanue 0a30B0ii TPYIIIbI, TOKHOCTH
JIOKYMEHTA (mpodeccun) WK crenuanbHOCTH
OK3 2423 Crneunanuctsl B 00J1acTH TO00pa U UCIOJIb30BaHUS
IIepcoHaIa
EKC - Crenuaiuct 1o Kajapam
- MeHekep 110 nepcoHary
OKIIATP 26583 Cnenuainct 1o kajapam
OKCO 5.38.03.02 MeHnexMeHT
5.38.03.03 VYipasineHue nepcoHaIoM

3.2.1. TpynoBas pyHKIIS

HaumenoBanue C6op unpopmarnyu o Kon B/01.6 YpoBeHb 6
MOTPEOHOCTAX OpraHU3aluu B (moaypoBEHb)
nepcoHalie KBaNTM(pUKaAIHH

[Tpoucxoxnenue Opurunan X | 3aUMCTBOBAHO U3

TPyIOBOH (HYHKIITHH

OpUTHHAJA

08.12.20222
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OpUTHHAaNa HOMEp
pohecCuoHaTBLHOTO
CTaHjaapTa

TpynoBsie nencTBUs

DopMHUpOBaHUE NTEPEYHEN BAKAHTHBIX U IUNIAHUPYEMBIX K
YKOMIUIEKTOBAHHIO JIOJDKHOCTEH (MpoheccHid, criennanibHOCTeN )
OpraHu3anuu

dopMHUpOBaHUE CAMOCTOSITEIBHO ¥ (MJIM) COBMECTHO C PYKOBOAMTEIEM
COOTBETCTBYIOIIETO MOIpa3/ielieHUs TPeOOBAHHH K BAKAHTHON JOJKHOCTH
(mpodeccun) U UX KOPPEKITUS

AmHanu3 pelHKa Tpy/a U IepcoHaaa OpraHu3anuy 1o npoQuiIr BaKaHTHOM
JOJKHOCTH (Tmpodeccuu, CeHaTbHOCTH)

WudopmupoBanue 1 KOHCYIbTHPOBAHUE PYKOBOIUTENEH MOIpa3aeieHui
¥ OpraHu3alyy 10 BOPOCaM PHIHKA TPyJla M 00eCreueH s epCOHATIOM

HeoOxonumbie ymeHust

Cobupate, aHaTU3UPOBATh U CTPYKTYPUPOBATH HHPOpMAIUIo 00
O0COOEHHOCTSIX OpraHu3aluy padoT Ha Pa3IMYHbIX y4aCcTKax
MIPOU3BOJICTBA M HA KOHKPETHBIX pabovMX MECTax C y4eTOM Iieliel, 3a1ad,
IUIAHOB U CTPYKTYpPhl OpraHu3aluu

Cobupate, aHaTU3UPOBATh U CTPYKTYPUPOBATH HHPOpMAIUIo 00
0COOEHHOCTSIX ¥ BO3MOXKHOCTSIX [IEPCOHANA OpraHu3aluu

Cobupate, aHaTU3UPOBATh U CTPYKTYPUPOBATH HHPOpMAIUIO 00
0COOEHHOCTSIX PhIHKA TPYJa, BKJIIOYas MIPEII0KEHUS YCIYT 10 IOUCKY,
MPUBJICYCHHIO, TOAOOPY M 0TOOPY NepcoHalia

Paborath B MHGOPMAIMOHHBIX CHCTEMAaX, HCIIOJIB30BaTh HU(PPOBBIC
YCIIYTH U CEPBUCHI TIO COOPY, aHAIU3Y U CTPYKTYPUPOBAHUIO OTPEOHOCTH
OpraHM3aliy B Kajipax

DopMupoOBaTh MPEIOKEHHS 10 aBTOMATU3AIIUN U [U(PPOBU3ALIUN
OTIepalHii U MPOIECCOB cOOpa MOTPEOHOCTH B MIEPCOHAIE

KoHcynbTupoBaTh COTPYAHUKOB U PYKOBOJAUTENEH OPTaHU3ALMH 11O
BONPOCAM pBIHKA TPyJia U 00ECTieueHusl IEPCOHAIOM

OOGecneunBaTh cOOJI0ICHIE TPEOOBAaHUM 3aKOHOJATENHCTBA Poccuiickoi
®denepalyivl 1 KOPIOPATUBHBIX MOJUTHK B 00JIaCTH 00pabOTKH
NEePCOHAIBHBIX JaHHBIX U KOH(UIEHIIMAIbHON HHOopManuu

Bectu ACJIOBYHO IMEPCIIUCKY

Co0:1101aTh HOPMBI ATHKH JIEJIOBOT'O OOIIIEHUSI

HeO6XO,I[I/IMBIe 3HaHUA

TexHomornuu, MeToAbl U METOAUKHU IIPOBEICHUS aHAIIN3A U
CHUCTEMAaTH3alllK TOKYMEHTOB U MH(QOpMaIIH

[Mopsimok onpeneneHus NEPCIEKTHBHOM U TEKYyLIeH TOTPEOHOCTH B
HIepcoHalIe

HcTtounnku obecrieueHus OopraHu3alvi NICpCOHAIOM

Opl" aHu3a1us pa60T Ha Pa3/IMYHbIX Y4aCTKaX IMPOU3BOACTBA,
opraHu3alnu, oTpaciiu

OO01mure TeHIeHIIMY Ha PhIHKE TPY/a B IIEJIOM U B OTAEIBHOM OTPaCIH,
KOHKPETHOU TTPOodeCcCcuul (JIOJDKHOCTH, CIIEITUATLHOCTH)

OCHOBBI ICUXOJIOTHUHU U COMOJIOTHH TPpYyHa

OCHOBBI 5KOHOMMKH, OpPTaHU3AlMH TPYIA U YIPABICHUS

08.12.20222

Tapuduo-kBanubuKaloHHbIE CIIPABOYHUKN pabOT U Tpodeccuit
pabounx U KBATH()UKAITMOHHBIC XapaKTEPUCTUKU JTOJDKHOCTEH
CITyaIuXx, npodeccuoHalbHBIE CTaHIAPTHI
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HopmatuBHbIe IpaBOBBIE aKThI, ONPEAEIISIIOIINE HOMBI TPYI0BOr'O IpaBa
OCHOBBI apXMBHOI'0 3aKOHO/IATEIbCTBA U HOPMAaTHUBHBIE IPABOBbIE AKTHI
Poccuiickoit @enepannu B 061aCTH BEACHUS TOKYMEHTAIUU 110
HIEpCOHAILY

3akonoznarenscTBO Poccuiickoit denepannu o nepcoHanbHbIX JaHHBIX
JlokasibHbIE HOPMATHBHBIE AKTHl OPraHU3ALUH, PETYIUPYIOLIUE TOPSA0K
11o100pa nepcoHana

Crienmanu3upoBaHHbIe HH(OPMAIIMOHHBIE CUCTEMBI, HIU(POBBIE YCIYTH U
CEpBUCHI B 00J1aCTH 00ecTIeuYeHUs] IEPCOHAIOM, T'PaHUILIbI UX TPUMEHEHMSI
OcHOBHBIE METPHUKH B 00J1aCTH 1000pa ¥ 0TOOpa KaHIUIAATOB HA
BaKaHTHbIE JIOJDKHOCTHU JJIs1 00ecrieyeHust NOTPeOHOCTH B IEPCOHAIe
ITpaBuiia BeieHMs 1€710BOM EPENUCKU

HopMmbl 3TUKH A€TI0BOTO OOLICHUS

Jlpyrue XxapakTepucTuku | -

3.2.2. TpynoBas GpyHKIIHs

HanmenoBanue

Kon B/02.6 YpoBeHb 6
[Touck, mpuBnedenue, mogo0p 1 (HoypoBeHs)
oTOOp mepcoHana KBanﬂlﬁ))HKa
UK

[IpoucxoxaeHue
TPYAOBOH (DYHKITHH

Opurnnann X | 3aUMCTBOBAHO U3

OpUTHHajia
Kon Perucrpanuonnsiit
OpHUTHHaNa HOMEp
npohecCuoHaTBHOTO
CTaHIapTa

Tpynoseie nencTBUs

[Torick BO BHYTPEHHUX M BHEITHUX UCTOYHUKAX UHPOPMAIIH O
KaHJMJIaTaX, COOTBETCTBYIOIIUX TPEOOBAHUSAM BaKaHTHOM JOKHOCTH
(mpodeccun, cnenuaibHOCTH) U UHBIM OTPEOHOCTSIM OpPraHu3alluy B
nepCoHaJIE

Pa3memnienue cBeennii 0 BakaHTHOW JOIKHOCTH (Tpodeccun,
CHELHaTbHOCTH) B CPEICTBAX MacCOBON MH(OpMaLUH,
CHEIMaIN3UPOBAHHBIX pECypcax U CEpBHUCAX

Br160p cioco60oB 1 METO10B MPUBIICUEHHUS TIEPCOHANA B COOTBETCTBHH C
IJIAaHAMU U OTPAHUYEHUSIMHU OpraHu3aluu

COop, comocTaBiieHue, CTPyKTYpHUpOBaHUE U MTPOBEPKa HH(OPMALIUU O
KaHJMJIaTaxX Ha BaKaHTHbBIE JOJDKHOCTHU (MpodeccHu, CelnalbHOCTH)
[IpoBenenue cobeceoBaHU U BCTPEY C KaH/IM/IaTaMHA Ha BAKAHTHBIE
JOJDKHOCTH (TIpoheccrH, CrelualbHOCTH ), U3BELICHNE KaHIuAaTa 1
HaHUMaTeJs 0 pe3yspTaTax codeceoBaHus (BCTpEUn)

OreHka COOTBETCTBUS KaHAUIATOB TPEOOBAHHUSM BaKaHTHOMN JIOJDKHOCTH
Y MHBIM TpeOOBaHMIM Opranuzanuu (mpodeccuu, CuerualbHOCTH)
[ToarotoBka nmpeiokeHui no GopMupoBaHHIo OIOKeTa Ha MOUCK,
MIPUBJICYCHHE, TOJ00P M OTOOP MIepCcoHasa

HNudopmupoBaHne 1 KOHCYJIbTUPOBAHHE PYKOBOJUTENEH MMoIpa3ieieHnit
Y OpraHu3aliy 1o BONpocaM MPHUBJICYEHUS IEPCOHAJIA C OLIEHKOM 3aTpar

Heo6xonnmble ymMeHUs OnpenensTh KpUTEPUH MOKMCKA, IPUBJICUEHHSI, To00pa 1 0TOOpa
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nepcoHana

Cobupate, aHaATU3UPOBATh U CTPYKTYPUPOBATH HHGOPMAIUIO O
KaHJMJIaTax ¥ NPeJIOKEHUSIX Ha PhIHKE Tpyaa

PaboTtaTh ¢ MOMCKOBBIMH CHCTEMaMH, HHPOPMAIIHOHHBIMU pPECYpcaMu 1
IM(PPOBBIMU CEPBUCAMHU B 00JIaCTH 00ECTICYCHHS IEPCOHATIOM

DopMUpPOBaThH MPEIIOKECHHS 10 ABTOMATU3AINN U [IU(PPOBU3ALINN
IIPOLECCOB IIOUCKA U NPUBJICUCHUS IIEpCOHAA

[TpuMeHSATh TEXHOIOTUU M METOAMKH ITOMCKA, TIPUBJICUCHHS, TOJ00pa U
0oTOOpa KaHIUAATOB Ha BaKaHTHbBIE JOJDKHOCTH (mpodeccui,
CHEHMATBHOCTH) B COOTBETCTBUU C UX CHEIU(PHKON

KOHCYHBTPIpOBaTB 110 BOIIpOCaM NPHUBJICUCHUA IIEPCOHAIIA

CocTaBisTh U KOHTPOJIMPOBATH CTAThU PACXO0B Ha 00ecreueHne
MIEPCOHAJIOM JIJIsl TUTAHUPOBAHUSI OI0JKETOB

OO6ecrieunBaTh COONMIOICHHE TPEOOBAHMI 3aKOHOJATENILCTBA Poccuiickoi
®denepanny ¥ MOJUTHK paboToaaTels B 00acT 00paboTKu
MIEPCOHATBHBIX JAaHHBIX W KOH(QUICHINAIBLHOW HH()OpMAIIUN

Bectn ACJIOBYHO IICPCIIUCKY

Co0:1101aTh HOPMBI ATHKHU JIEJIOBOT'O OOIICHHS

Heo0OxonuMbie 3HaHUS

Hcrounuku obecrieyeHust opraHu3aliy NepcoHaloM

TexHoIOTMH ¥ METOAMKY TTOMCKA, IPUBIICYCHNUS, T0100pa U 0TOOpa
niepcoHasa

CucreMsbl, METOJIbI U (HOPMBI MATEPUAIBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUs TPy/la IEPCOHAIIA

TexHonoruu U METO bl GOPMUPOBAHMS U KOHTPOJISI OIOJIKETOB
OpraHu3aIu

TexHonoruu, METOIBI U METOAMKY ITPOBEACHUS aHaIU3a, CUCTEMATU3aLIMU
JIOKYMEHTOB ¥ HH(GOPMAITIU

OpFaHI/BaHI/IOHHaH CTPYKTYpa OpraHu3aluunu

[lepeueHpb BakaHTHBIX JOJDKHOCTEH (TIpodeccHil, CrieruanbHOCTEH)

Tapuduo-kBanupukalroHHbIE CIIPABOYHUKN pabOT U mpodeccuit
pabouux U KBAIU(UKALMOHHBIE XapaKTEPUCTUKU JTOJKHOCTEH
CIIy)KallluX, MpodeccroHallbHbIe CTaHIapThl

Metoauka IJIaHUPOBAHUA HOTpe6HOCTI/I OpraHu3aliv B IIOUCKE U
IMMPUBJICYHCHUH IICPCOHAIA

OO01re TeHIeHIIMY Ha PBIHKE TPYJa U B OTAEIBHBIX OTPACIIsAX U BHIAX
poeCCHOHATBHON e TEHHOCTH

OCHOBBI ICUXOJIOTHHU U COMOJIOTHU TPpYyHa

OCHOBBI 5KOHOMMKH, OPTaHU3ALMH TPY/Ia U YIPABJIECHUS IEPCOHATIOM

Criennanu3upoBaHHble HH(OPMAIIMOHHBIE CUCTEMBI, TU(PPOBBIE YCIYTU U
CEpBHCHI B 00JIACTH MTOKMCKA U MTPUBJICUEHUS MIEPCOHANIA, TPAHUIIBI KX
IPUMEHEHHUS

OcHOBHBIC MCTPUKHU U aHAITUTUYCCKUC CPE3bI B 00J1acTH OUCKa U
IMPUBJICHCHUA TICPCOHAIA

HOpMaTI/IBHBIe IMMPABOBBLIC AKTHI, ONPCACTIAIOIINEC HOPMEBI TPYJOBOI'O IIpaBa

OCHOBEI APXUBHOI'O 3dKOHOJATCIILCTBA 1 HOPMATHUBHBIC ITPABOBBIC AKThI
Poccuiickoit ®enepanuu B 00J1aCTH BEACHUS JTOKYMEHTAIIMU TI0
HepCoOHATY

OCHOBBI HAJIOTOBOTO 3aKOHOIaTesIbeTBa Poccuiickont denepannn

3akoHojiarenbcTBO Poccuiickon denepannun 0 NepCOHAIbHBIX JaHHBIX
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JlokanbpHBIE aKThl OPraHU3ALNH, PETYIUPYIOIINE MTOPSIOK 00ecTieueHus
IIEPCOHAJIOM

ITpaBuiia BeieHMs 1€710BOM EPENUCKU

HopMmbl 3THKH 1€TI0BOTO OOLICHUS

Jlpyrue xapakTepucTuku | -

3.2.3. TpynoBas pyHKIUS

HaumenoBanue

AJIMUHUCTPUPOBAHUE Kon B/03.6 YpoBeHb 6
MIPOLIECCOB 0OECTICUCHHU S (motypoBEHb)
MEPCOHAIIOM U KBaJIU(DUKALIH
COOTBETCTBYIOILIETO

JIOKYMEHT0000poTa

[IpoucxoxaeHue
TPYAOBOH (DYHKITHH

Opurnnanl X | 3aUMCTBOBAHO U3

OpUTHHAaja
Kon Perucrpanuonnsiit
OopuUrHHai€a HOMEp
poeCCHOHAIEHOTO
CTaHaapTa

TpynoBble nericTBUA

AHaM3 NporeccoB JOKYMEHTO000pOTa, TOKAIbHBIX JOKYMEHTOB 110
BOIIpOCcaM 00ecieYeHusl IePCOHAIOM

Benenue nadopmarum o BaKaHTHBIX JTOJDKHOCTSX (IIpodeccusx,
CHENHUATBHOCTAX) U KaHAUAATaX

JIOKyMEHTaIlMOHHOE COIPOBOKACHNE KaHIUAATOB Ha 3Tanax MouckKa,
IpUBJIEYEHMS], 1000pa U 0TOOpa MEepCoHasa Ha BAKAHTHBIE TIOJKHOCTH
(mpoceccun, ciennanbHOCTH ), UHGOPMHUPOBAHNE KAaHIUAATOB O
pe3yabpTaTax oToopa

[ToaroToBka 3ammpocoB 0 KaHUAaTaX B TOCY/1apCTBEHHBIE OPTaHbl B
CITydasix, IpeAyCMOTPEHHBIX IEHCTBYIONIMM 3aKOHOJATEIHCTBOM
Poccuiickoii Penepaiiuu, 1 00pabOTKa MOITYYEHHBIX CBEJCHUN
[TonroroBka n 00paboTKa yBETOMJIEHUH B TOCYJapCTBEHHbBIE OPTraHbl,
IpeCTaBUTENIbHBIE OPTaHbl PAOOTHUKOB 110 BOIIPOCAM IIOUCKA,
MIPUBJICUYCHHUS, TOI00pa U 0TOOpaA MepcoHaIa

ConpoBox/ieHHE JOTOBOPOB 110 00ECIIEUEHUI0 OPTaHU3aIMH IEPCOHATIOM,
BKJTIOYAsl TPeIBAPUTENLHBIC TPOLIECYPHI P UX 3aKITIOUYCHUH

HCO6XOI[I/IMBIC YMCHHA OO0ecneunBaTh AOKYMCHTAITUOHHOC COIIPOBOKIACHUC BbIXOJa KaHANUIaTa

Ha paboTy U NepeMeleHus NepcoHaa

OdopMIIATE TOKYMEHTHI TI0 BOIIPOCaM 00eCIeueHus pecypcaMu
nepcoHasia, He0OXOAUMBIMU JJIsl IPEIOCTABIEHUS B TOCYJapCTBEHHBIE
OpraHbl, IPeACTaBUTENIbHbIE OPraHbl PAOOTHUKOB

OpranuzoBbIBaTh XpaHEHNE JOKYMEHTOB B COOTBETCTBUH C
TpeboBaHUsIMHU 3aKOHOMaTenbcTBa Poccuiickoit deneparuu u
JIOKQJIbHBIMU HOPMATHBHBIMU aKTaMH OpPraHU3alun

PaboraTtek ¢ HHPOPMAIIMOHHBIMU CUCTEMAaMHU, HU(POBBIMU YCIyraMH U
CepBUCaMH 110 BOIPOcaM o0ecTIeYeHNs IEPCOHAIOM, BEICHHS [TOUCKA U
yueTa KaHI1/1aTOB Ha BaKaHTHbBIE JTOJKHOCTH (Tipodeccud,
CIELUATILHOCTH )
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DopMUpPOBaTH MPEIIOKECHHS 10 ABTOMATU3AINN U IIUPPOBU3ALINN
IPOLIECCOB U JJOKYMEHT00O0pOTa 0 00€CIEYSHHIO IIEPCOHATIOM

[Ipou3BoaNTh MpeABAPUTENbHBIC 3aKYIOYHBIE IPOLIEAYPHI U OPOPMIIATH
COIYTCTBYIOIIYIO JOKYMEHTALHUIO [10 3aKIYCHUIO JOTOBOPOB

Opranu3oBbIBaTh U MPOBOAUTH KOHKYPCHI, 0POPMIISTh U aHATTU3UPOBATH
KOHKYPCHYIO TOKYMEHTALINIO

OGecneunBaTh coOJI0ICHHE TPEOOBAaHUH 3aKOHOIATENhCTBA Poccuiickoi
®denepanyivi 1 KOPIOPATHBHBIX IMOJUTHUK B 00JIACTH 00pabOTKH
MIePCOHAIIBHBIX TAHHBIX M KOHPHUICHIIMATBLHON HHPOPMAITUH

BecTu nenoByro nepenucky

Co0:110/1aTh HOPMBI ATHKHU JIEJIOBOTO OOIICHHMS

Heo0OxoauMbie 3HAHUS

[Mopsimok opopmieHHs, BEICHUS U XpaHEHUS JOKYMEHTAIMH, CBI3aHHOH C
IIOUCKOM, IIPUBJICUEHHEM, TOA00POM U OTOOPOM KaHIUAATOB Ha
BAKaHTHBIE TOJDKHOCTH

HOpHI{OK (bOpMI/IpOBaHI/IH, BCIACHUA JaHHBIX O IICPCOHAJIC OpraHU3aluu,
MOPAAOK NPCACTABIICHUSA OTYCTHOCTHU

OCHOBEBI ,Z[OKy'MeHTOO60pOTa 1 JOKYMCHTAIITMOHHOI'O obecneyeHus

TeXHOJ'IOFI/II/I, MCTOJbI U MCTOAUKHU ITPOBCACHUA aHAJIN3a U
CUCTCMATU3allMH JOKYMCHTOB U HH(bOpMaI_II/II/I

[Topsimok mpoBeAeHNUsSI KOHKYPCOB U 0(hOopMIIeHUSI KOHKYPCHOM
JIOKYMEHTAIUU

[Topsimok mpoBeAeHUS 3aKYMOYHBIX TPOLEAYp U 0(hOpMIICHUS
CONYTCTBYIOIIEH JOKYMEHTalUU

OpranuzanvoHHasi CTpYKTypa OpraHu3allii U BaKaHTHbIE JOKHOCTH
(mpodeccun, CriennaTbHOCTH)

Criennanu3upoBaHHble HH(OPMAIIMOHHBIE CUCTEMBbI, HU(POBBIE YCIYTH U
CEpBHCHI B 001acTH 00€CTIeYeHHsI IEPCOHATIOM, TPAHUIIbl UX TPUMEHEHHUS

Tapuduo-kBanuukaloHHbIe CIIPABOYHUKN pabOT U Tpodeccuit
pabounx U KBATU(UKANNOHHBIC XaPAKTEPUCTUKH JOJHKHOCTEH
CITyaIuX, npodeccruoHalbHbIE CTAHAPTHI

OcCHOBHBIE METPUKH U aHAIUTUYECKUE CPE3bI B 00J1acTH o0ecrieueHus
HEPCOHAIOM

HOpMaTI/IBHHe IMPAaBOBLIC AKTHI, OINIPECACTIAIONINEC HOMBI TPYJOBOI'O IIpaBa

OCHOBEI APXHUBHOI'O 3aKOHOJAATCIILCTBA 1 HOPMATHUBHBIC ITPABOBBIC AKThI
Poccuiickoii @enepaiuu B 0071aCTH BeICHUS TOKYMEHTAIIUH 110
HepCOHAY

OCHOBBI HAJIOTOBOTO 3aKOHOIaTeNbcTBa Poccuiickon denepannn

3akoHonarenscTBO Poccuiickoit denepanuu o NepCOHAIBHBIX JAHHBIX

JlokanbHbBIE aKThl OpPraHU3alH, PETYIUPYIOIIUE MOPAIOK 1oa00pa
nepcoHata

[Topsiiok 3akiIt0ueHus JOrOBOPOB (KOHTPAKTOB)

[IpaBuna BeeHUs NETOBON MTEPENUCKH

Hopwmpl 3THKH 1€710BOTO OOIIICHUS

Jlpyrue xapakTepuCTHKU

3.3. O6o06uieHHas Tpya0Bas QyHKIHS

HaumenoBanue JesTenbHOCTh IO OLIEHKE U Kon C YpoBeHb 6
aTTeCTAIlMY TIepPCOHAA KBaJTH(PUKAIIAA
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[Ipoucxoxaenue Opurmnan X | 3aUMCTBOBAHO U3
0000IICHHON TPYIOBOI OpUTHHAJIA
byHKIHHA
Kon PerucrpanmonHslii
OpUTHHAJa HOMeEp
npodeCcCuOHATHLHOTO
CTaHaapTa
BosmoxHbie Crienuanuct Mo oleHKe U aTTecTalliy nepcoHaia
HAaMEHOBAHUS Crienanuct 1o nepcoHaity
JOJDKHOCTEH, mpodeccuii | MeHemkep 1Mo epcoHany
TpeboBanus k Briciiee oOpa3zoBanue - OakanaBpuaT Win
00pa3oBaHMIO U Briciiee oOpa3zoBanue (HenpouiabHOE) - OakagaBpuaT U
00y4YEeHHIO JOTIOJTHUTEIbHOE NpodeccroHanbHoe 00pa3oBaHUE - TPOTPAMMEI

npodeccrOHAIbHOM MEPENoAroOTOBKY B 00JaCTH YIIPABIEHHSI IEPCOHATIOM
WK B 00J1aCTH IPOBEJCHNUS OIICHKU M aTTECTAIlMH IepCOHAlIa

TpeboBanus K ONbITY -
IIPaKTUYECKON pabOThI
Oco06ble ycnoBHs Jomycka | -
K pabore
Jlpyrue XapakTepucTUKu | -

I[OHOJ'IHI/ITCJ'ILHI)IC XapaKTCPUCTUKU

HaumenoBanue Kon HaumenoBanue 6a30B0ii rpymniibl, JOKHOCTH
JIOKYMEHTA (mpodeccun) WK crenuantbHOCTH
OK3 2423 CrneunanucTsl B 00sacTu noadopa U UCIOJIb30BaHUS
nepcoHalla
EKC - MeHnemkep 1o nepcoHany
OKIIATP 26583 Crenuanucr 1o Kajapam
OKCO 5.38.03.02 MeHeHKMEHT
5.38.03.03 YipaBiaeHue nepcoHaIoOM

3.3.1. TpynoBas pyHKIHMS

HaumenoBanue Kon C/01.6 YpoBeHb 6
Opranuzanus u npoBeAeHUE
(moaypoBEHb)
OIICHKH TTepcoHasa
KBaJTM(pUKAIIH
[Ipoucxoxnenue OpurnHai X | 3aUMCTBOBAHO U3
TpyaoBOU (hYHKIIUU OpUrMHaja
Kon Peructpanmonubiit
OopUruHazia HOMED
npodeccroHalIbHOTO
cTaHJapTa
| TpynoBble nelcTBUA ‘ Pa3paboTka miuaHa oleHKH IepcoHalla B COOTBETCTBUU C LIETSIMU
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OpraHu3aluu
Omnpenenenue pecypcoB, BEIOOP CPEeICTB U METOOB NMPOBEACHUS OLICHKU
[IEPCOHAJIa B COOTBETCTBUU C LIEISIMU OpPraHU3alluu

IIpoBeeHNe OLIEHKU IepCcOHasa B COOTBETCTBUM C IUIAHAMM OPraHHU3aluu
ComnpoBoK/JI€HHE JTOTOBOPOB C OPraHU3alUsIMU - UCIIOJIHUTEISIMU
MEPONPUITHUH 10 OLIEHKE IIEPCOHANIA, BKIIKOYasl IPEABAPUTEIbHbBIE
IIPOLIEIYPHl TP UX 3aKIHOYECHUU

KoncynpTupoBanue nepcoHasna o BOpocam OLEHKU

IToaroroBka pekOMeHJalMid PyKOBOJICTBY M IEPCOHAITY 110 PE3YJIbTaTaM
IIPOBEICHHON OLICHKH IIEpCOHAJIA

[TonroroBka mpenaoxeHui no GopMUPOBAHUIO OIOKETa Ha
OpraHU3alMIO U IPOBEICHNUE OLIEHKH IIEpCOHaa

HeoOxonumbie ymeHust Onpenenars napaMeTpbl U KPUTEPUU OLEHKH IepCoHaa

PaspabaTbIBaTh CpeCcTBA M METO/IbI IPOBEACHUS OIICHKHU MEPCOHAJIA
Boinensarte (onpenensiTs) rpynnsl NepcoHaa i MPOBEIEHUS OLIEHKH
OmnpenensiTh MOTUBAIMOHHBIE (PAKTOPHI IPOBEJICHUS OLIEHKH IepCcoHaa
CocTaBisiTh U KOHTPOJIMPOBATh CTaThU PACXOJ0B HA OLIEHKY IIEpCOHaa
JUISI TTTAHUPOBAHUS OI0KETOB

ObecneunBaTh OPraHU3alIOHHOE CONPOBOKICHUE OLIEHKH NIEpCOHaJIa
ObecneunBaTh COXPaHHOCTh KOH(PUICHIIUAIBHON HHPOPMAITIH TTPU
IIPOBEICHUH OLICHKHU IIEpPCOHAsa

Opranu3oBbIBaTh XpAHEHHUE JOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSIMHU TPYIOBOTO, APXMBHOIO 3aKOHOIaTeNbcTBA Poccuiickoit
denepanny U JJOKaJIbHBIMU HOPMAaTHBHBIMU aKTaMU OpraHU3aluN
Cobupatp, aHaTU3UPOBATh U CTPYKTYPUPOBATh HHPOPMALIUIO O
IIPEJUI0KEHUSX 110 OLIEHKE NIEPCOHAJIA HA PhIHKE Tpyia

[Tpon3BoUTH peiBapUTENbHbIE 3aKYIIOYHBIE TPOLIEAYPHI U OPOPMIIATH
CONYTCTBYIOIIYIO JOKYMEHTALHIO 110 3aKIYEHUIO JOTOBOPOB
OnpenensTs ycloBus AJIs 3aKJIIOUYEHUS JOTOBOPOB HA OKa3aHUE YCIIYT 110
IIPOBEICHUIO OIICHKH ITEPCOHAJIA

Cucremaru3npoBaTh, 0000I11aTh M aHAIU3UPOBATh PE3YIbTAThI OLICHKH
IIepCOHAJIA

Onosemmars 0 pe3yJpTaTax MpOBEIEHHON OLIEHKH MEPCOHAT U
PYKOBOJACTBO

PaboTath B MHPOPMALIMOHHBIX CUCTEMAX, UCIOIB30BATh LIU(PPOBBIE
YCIIYTH M CEPBHCHI 1O POBEJICHUIO OLICHKH NIEPCOHAA

@opMHUpOBaTh MPEATOKEHUS [0 ABTOMATH3AIMU U U (PpOBU3ALIUU
IIPOLIECCOB OLIEHKH M aTTECTALMH ITEPCOHANIA

ObecneunBaTh coOII0IeHNE TpeOOBaHU 3aKOHOAaTeNbCcTBA Poccuiickoit
denepanny ¥ KOPIIOPATHBHBIX MOJUTHK B 00J1acTH 00pabOTKH
NEePCOHAIBHBIX JAHHBIX U KOHPUIEHIIMATbHOIN HH(pOpMauu

Bectu nenoByro nepenucky

Co0:1r01aTh HOPMBI OTHKH JIEJIOBOT'O OOIIICHUSI

Heo6xonumble 3HaHUS TexHOJIOrMH U METO/IbI OTIpeIeeHUs TPOPEeCCHOHATBHBIX 3HAHUH,
YMEHHI U KOMIETEHIIHNI

TeXHOJIOrMH U METO/IbI OLIEHKH JINYHOCTHBIX KA4ECTB U XapaKTEPUCTHUK
Cucrembl, MeTOJIbI U (HOPMBI MAaTEPUAIBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUS TPy/ia IEpCOHAIA

TexHonoruu u MeTobl HOPMUPOBAHUS U KOHTPOJISI OIOJIKETOB
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TexHomoruu, METOAbl U METOIMKHU aHATN3a U CUCTEMATU3 AT
JIOKYMEHTOB ¥ MH(OpMAaINH

OCHOBBI 001IIEH U COLMAIBHOM IICUXO0JIOTUH, COLUOJIOTHH M IICHXOJIOTHU
TpyJa

OCHOBEBI HpOPI?;BOI[CTBGHHOﬁ ACATCIIbBHOCTU OpraHru3allnun

[opsimok mpoBeAeHuUs 3aKyIOYHBIX MPOLEAYp U 0hopMIIeHHUs
COIIYTCTBYIOIEH JOKYMEHTalUU

OpranuzannuoHHas CTPYKTYpa OpraHu3aliy U BaKaHTHBIC JOKHOCTH
(mpodeccun, CrienaTbHOCTH)

Tapudno-kBanudukannoHHbIe CIPABOYHUKN PadOT U npodeccuii
pabouux U KBAIU(UKALMOHHBIE XapAKTEPUCTUKHU JOJKHOCTEH
CIIy’KallluX, 1po(eccroHalIbHbIE CTaH1apThI

CHGI_[I/IaJ'II/ISI/IpOBaHHLIC I/IHq)OpMaI_II/IOHHLIe CHUCTCMBI, I_II/ICI)pOBbIe yCIyru u
CCPBUCHI B o0JracTu OLICHKHU IIEpCOHAJIA, I'PaHUIIbI UX TPUMCHCHUA

OCHOBHBIE MCTPUKU N aHAJTUTHYCCKHEC CPC3bI B obnactu OLCHKHU IICPCOHA

HOpMaTI/IBHBIe ITPABOBBIC AKThbI, ONIPCACTIAIOIINE HOMBI TPYJOBOI'O IIpaBa

OCHOBBI apXMBHOI'0 3aKOHO/IATEILCTBA  HOPMATHUBHBIE TTPABOBBIC AKTHI
Poccuiickoii @eneparuu B 00J1aCTH BEACHUS JOKYMEHTAIUU 110
MepPCOHATY

3akoHoarenscTBO Poccuiickoit denepariu 0 MepCcOHATbHBIX TAHHBIX

JlokanbpHbIE HOPMATUBHBIE aKThl OPraHU3ALMH, PETYIUPYIOLINE OPSIOK
OLICHKHU IIEpCOHAJIA

[Topsiiok 3aKiIt0ueHus J0roBOPOB (KOHTPAKTOB)

HpaBI/IJ'Ia BCACHUA HCHOBOﬁ MCPCIINCKU

Hopwmbl 5THKH 1€710BOTO 00IIIEHUS

Jlpyrue xapakTepuCTHKU

3.3.2. TpynoBas pyHKIMs

HaumenoBanue Kon C/02.6 YpoBeHb 6
Opranuzanus 1 NpoBeJeHue
(moypoBeHb)
aTTecTallu epcoHaa
KBaJIM(pUKaMu
IIpoucxoxnenue Opurunan X | 3aUMCTBOBaHO U3

TPpYAOBOH (hyHKIIMH

OpHUTHHAIA
Kon Peructpanmonubiit
OpUTHHAJA HOMeEp
po¢eCcCuOHATBHOTO
CTaHaapTa

Tpynossie nencTBUs

P a3pa60TI<a MMPOCKTOB NOKYMCHTOB, OIIPCACIAIONINUX MTOPAAOK aTTCCTAlluN
MEpCcoHajia, OIICHKAa COOTBECTCTBYIOIIUX 3aTpaT

OpI‘aHI/I3aI_[I/IOHHOC N JOKYMCHTAIIMOHHOC COIIPOBOKACHUC ITPOILIECCa
arrecranuu nu pa6OTI)I aTTeCTaHHOHHOfI KOMHUCCHH

[ToaroToBka npeaioxeHui Mo GopMUPOBAHUIO OFOKETA HA
OPraHu3alMIO U NMPOBEICHUE aTTECTALIMU IIEpCOHAa

[ToaroToBka MpeUIOKEHHH 1O pe3yIbTaTaM aTTECTAIUH O COOTBETCTBHH
pabOTHUKA 3aHUMAEMOM JOJDKHOCTH MJIH BBITIOJIHAEMON paboTe

HeoOxomumbie ymeHust

08.12.20222

OnpenensaTh mapamMeTpbl U KPUTEPUU aTTECTALUU NIEpCcOHAlIa
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OHpGI[eJISITB 1 MPUMCHATH CPCACTBA U MCTOAbI aTTCCTAllUN

BHI[GJ'IHTB T'pYyIIbI I€pCoOHANIa OJId MPOBEACHHA aTTCCTAllUN

Ob6ecrieunBaTh AOKYMCHTAIIMOHHOC COIIPOBOKACHUC aTTCCTALIUU
IepcoHaiia

CocTaBisTh U KOHTPOJIUPOBATH CTAThU PACXOJI0B HA aTTECTALIUIO
nepcoHana JJisl INIAHUPOBAHUS OFOJKETOB

Paborate ¢ HHPOPMAIIMOHHBIMU CUCTEMAaMHU, HU(POBBIMU YCIyraMH U
CEpBHCAMH 110 MPOBEICHUIO aTTECTALIMH [TEPCOHAIA

(DOpMI/IpOBaTB IMPEATIOKEHUA 110 aBTOMAaTU3alluu U I_II/I(l)pOBI/BaI_[I/II/I
nponecca arreCraiuu 1nepcoHaia

Oprann3oBbIBaTh XPaHEHUE JOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSMU TPYIOBOT0, ApXMBHOIO 3aKOHOAaTelbcTBa Poccuiickoit
degepanvy U JJOKAJbHBIMHU JTOKYMEHTAMH OpPraHU3aluu

OO6ecrieunBaTh COONMIOICHHE TPEOOBAHMI 3aKOHOJATENILCTBA Poccuiickoi
denepanuy 1 KOPIOPATHBHBIX TOJIUTUK B 001aCTH 00pabOTKH
NEPCOHAIBHBIX JAHHBIX U KOHPHICHIMATHHON HH(pOpMAIN

Co0:1r01aTh HOPMBI ATHKHU JIEJIOBOT'O OOIICHMS

HeoOxonuMble 3HaHUs

HOPHI[OK W TCXHOJIOI'Ws ITPOBCACHUA aTTCCTAlMU IICPCOHAJIa

TeXHOJIOTHH U METOJIBI OTIPECIICHUS ¥ OLIEHKH MTPO(HEeCCUOHATLHBIX
3HAHWI, YMEHUH U KOMIIETEHIINI

Cucrembl, METOBI ¥ (POPMBI MATEPUAIEHOTO U HEMATEPUATBHOTO
CTUMYJIMPOBAHU TPy/1a IIEpCOHAJIA

TexHonoruu U MeTo 1l YOPMUPOBAHHS U KOHTPOJISI OIOKETOB

TexHonoruu, MeToAbl U METOAMKU IIPOBEICHUS aHAIIA3A U
CUCTEMAaTH3alK JOKYMEHTOB U HH(QOpMaIH

OCHOBBI HpOH3BO,I[CTB€HHOI>i ACATCIIbHOCTU OpTraHHU3allun

OCHOBBI 00IIIEH ¥ COMAILHOM IICUXOJIOTHH, COLMOJIOTHH U IICUXOJIOTHH
Tpynaa

OpranuzanvoHHasi CTPYKTypa OpraHu3allii U BaKaHTHBIE JOKHOCTH
(mpodeccun, CriennaTbHOCTH)

Criennanu3upoBaHHbIe HH(OPMAIIMOHHBIE CUCTEMBI, IU(POBbIE YCIYTH U
CEpPBHCHI B 00JIACTH aTTECTAllMU IEPCOHAJIA, TPAHUIIBI MX TPUMEHEHUs

Tapuduo-kBanuukalroHHbIe CIIPABOYHUKN pabOT U Tpodeccuit
pabounx U KBATU(UKANNOHHBIC XaPaKTEPUCTUKH JOJHKHOCTEH
CITyaIluX, npodeccruoHalbHBIE CTAHIAPTHI

OcHOBHEBIE MCTPUKHU U aHAITUTUYICCKUC CPE3bI B o0acTu aTTecTalun
HepcoHa

HOpMaTI/IBHBIe IMPABOBBIC AKThI, ONIPEACTIAIOINE HOMBI TPYJOBOI'O IIpaBa

OCHOBBI apXMBHOI'0 3aKOHO/IATE/ILCTBA 1 HOPMATUBHbBIEC TPABOBBIE AKTHI
Poccuiickoii deneparniu B 007IaCTH BEACHUS JOKYMEHTAIIUH 110
MepCOHAIY

3akoHoarenscTBO Poccuiickoit denepanuy 0 NepCOHAIBHBIX TAHHBIX

JloxanpHBIE HOPMATUBHBIE aKThl OPraHU3ALMH, PETYIUPYIOIIHAE MOPSIA0K
aTTecTaluy IIepCoHAJIa

[IpaBuna BeeHUs NETOBON MTEPENUCKH

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

Jlpyrue xapakTepucTuku

3.3.3. TpynoBas pyHKITHS

08.12.20222

Cucrema TAPAHT 21/63


http://internet.garant.ru/document/redirect/12125268/5
http://internet.garant.ru/document/redirect/12137300/2
http://internet.garant.ru/document/redirect/108186/0
http://internet.garant.ru/document/redirect/57746200/0
http://internet.garant.ru/document/redirect/12137300/2
http://internet.garant.ru/document/redirect/12148567/4

ITpukas MuHuCTepCTBa TPyAA U conManbHOM 3amuThl PO ot 9 Mmapta 2022 r. N 1091 "O0 yTBEpKICHUH. ..

Haumenosanue AJIMUHUCTPUPOBAHUE Kon C/03.6 YpoBeHb 6
MPOLECCOB MPOBEACHUS OLICHKH (moTypoBEHbD)
U aTTeCTalluy epcoHasa u KBaJIM(DUKALIH
COOTBETCTBYIOILETO
JIOKYMEHT0000poTa

[Ipoucxoxnenue Opurmnan X | 3auMCTBOBAHO U3

TPYAOBOH (DYHKITHH

OpHUTHHAJA
Kon PerucrpanmonHslii
OpUTrHaia HOMED
po(hecCHOHATLHOTO
CTaHJapTa

TpynoBble nencTBUs

Ananuz IIpouecccoB ,I[OKYMCHTOO60pOTa, JIOKAJIbHBIX JOKYMCHTOB I10
OLICHKC U aTTCCTAllMM IICPCOHAJIA

OpFaHI/ISaHI/IOHHoe COIIPOBOKIACHHUC MCPOHpI/IHTI/Iﬁ I10 OLCHKEC IICPCOHAJIA
" €ro arrecraiguu

I[OKYMGHTEIL[I/IOHHOC COIIPOBOKACHUC IIpOLCCCa U PE3YJIbTATOB OLICHKHU U
aTTeCTaluy ICpCcoHala

I/IHq)OpMI/IpOBaHI/Ie INEpCOHAJIA O pE3yJIbTATaX OLUCHKHN U aATTCCTAlINU

IToaroToBKa NMpeUIOKEHUI IO Pa3BUTHUIO IIEPCOHAIIA 110 PE3YyJIbTaTaM
OLICHKH U aTTECTALUU

COHpOBO)KI[GHI/Ie AOT'OBOPOB HAa OKA3aHUEC KOHCYJIbTAIUOHHBIX U
I/IH(l)OpMaLII/IOHHI)IX YCJIYT IO OIOCHKE MU aTTCCTAlIMU IICPCOHAJIA

Heo6xonumele ymMeHUs

Pa3pa6aTHBaTL nu O(l)OpMJ'IfITL JAOKYMCHTEI 110 BOIIPpOCaM IPOBCACHUA
OLCHKHM M aTTCCTAllMU IIEPCOHAIA

[ToaroraBnuBaTh ¥ MPOBOJUTH MEPOIPHUSTHS 110 OIIEHKE M aTTECTAIH
HiepcoHasia

O(l)OpMJIHTB JAOKYMCHTEI 110 BOITPOCAM OLCHKH U aTTCCTAlNU IIEPCOHAJIA,
NpeaACTaBIACMBIC B TOCYJAPCTBCHHLIC OPraHbl, IPECACTABUTCIIbBHBIC
OpTraHbl pa6OTHI/IKOB

AHanu3upoBaTh NpaBuiia, MPOLETYPhl U MOPAIKU IPOBEACHUS OLIEHKH U
aTTecTaluy IIepCoHAJIa

Opranu30BbIBaTh XPaHEHHUE TOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSMU TPYIOBOTO 3aKOHO1aTenbeTBa Poccuiickoit deneparuu u
JIOKAJIbHBIMU aKTaMU OpPTaHU3aIuu

PaboTath ¢ MH(pOPMAITMOHHBIMU CUCTEMAaMH, IU(PPOBBIMH YCIyTraMH U
CEpBHCAMH I10 BOIIPOCaM aJIMUHUCTPUPOBAHUS JOKYMEHTO000pOTa NpU
IIPOBEJICHUH OLIEHKH U aTTEeCTalliy MIEpCOoHala

dopMUpOBaATh MPEIOKEHHUS IO ABTOMATH3AIIUN U ITU(PpOBU3AITUT
mpolecca aIMUHUCTPUPOBAHUS TOKYMEHTOO00pOTA MIPH MPOBEICHUN
OIICHKH M aTTeCTallly MepCOHAIIA

OGecneunBaTh cOOIIOICHNE TPeOOBAaHUH 3aKOHOIATENHCTBA Poccuiickoi
denepannu U KOPIOPATUBHBIX MOJUTUK paboToaaTens B o0IacTu
00pabOTKM NePCOHANIbHBIX JAHHBIX U KOHGUACHIIMAIbHOW HH(OpMalun

Bectu nenoByro nepenucky

Co0:1101aTh HOPMBI ATHKH JIEJIOBOT'O OOTIICHMSI

Heo0OxoauMeie 3HAHUS

08.12.20222

[Topsimox oopmiieHus1, BeICHUS U XpaHEHHS TOKYMEHTAIIUHU, CBI3aHHOMN
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C IMPOBCACHHUECM OLICHKU U aTTCCTAlUU IICPCOHAJIA

[Topsimox ¢popmupoBanus, BeAeHUs 0a3bl TaHHBIX O IEpCOHAIIe
OpraHu3aliu, NOPsJI0K MPE/ICTABICHUS] OTYETHOCTH

Tapudno-kBanuduKamoHHbIe CIIPABOYHUKNA padOT U podeccuit
pabounx U KBaTM(PUKAIMOHHBIC XaPAKTEPUCTUKH JOJIKHOCTEH
CIIY’KalIMX, POo(eccroHalIbHbIC CTAHIAPTHI

[Topsimox mpoBeAeHUsI 3aKYIIOYHBIX TPOLEAYp U 0hOpMIICHUS
COIYTCTBYIOUIEN JOKYMEHTAUU

[Topsnox oopmiieHus: JOKYMEHTOB, IIPEIOCTABIIIEMBIX B
rOCYJJapCTBEHHBIC OPTaHbl, IPEICTABUTEIIbHBIC OpPraHbl paOOTHUKOB

OCHOBEHI I[OKYMGHTOO60pOTa N JOKYMCHTAIITMOHHOI'O obecnieueHus

OpranuzanuoHHas CTPYKTYpa OpraHu3aliy U BaKaHTHBIC JOHKHOCTH
(mpodeccun, CrienMaTIbLHOCTH)

Criernanu3upoBaHHbIe HH()OPMAIIMOHHBIE CUCTEMBI, IU(PPOBBIC YCIYTH
U CEPBUCHI aIMUHUCTPUPOBAHUS TOKYMEHTOO0OPOTa MPOLIECCOB OLEHKU
U aTTeCTalluy MepCOHaJIa, BEICHUS yyeTa KaH/AuIaTOB Ha BAKaHTHbIE
JOJKHOCTH (mpodeccun, CIeHanbHOCTH ), TPAHUIIBI KX TPUMEHEHUs

HOpMaTI/IBHI)Ie IMPAaBOBBIC AKThLI, ONIPCACTIAIOIINE HOMBI TPYJOBOI'O IIpaBa

OCHOBBI apXMBHOT'0 3aKOHO/IATEJILCTBA U HOPMATUBHBIE ITPABOBBIE aKThI
Poccuiickoii @enepanuu B 00J1acTU BEACHUS JOKYMEHTALUU 110
HEpCOHATY

3akoHoarenscTBO Poccuiickoit deneparii 0 MepCcoOHATbHBIX TAHHBIX

TGXHOJIOFI/II/I, MCTOJAbI U MCTOAWKHU IMPOBCACHWA aHAJIn3a U
CUCTCMATU3allM JOKYMCHTOB U I/IH(bOpMaI_[I/II/I

JloxanpHbIE HOPMATUBHBIE aKThl OPraHU3ALMH, PETYIUPYIOIINE TOPSII0K
OLICHKM U aTTeCTalllU [IEpCOHAJIA

ITopsi 10K 3aKII0OYEHUS I0TOBOPOB (KOHTPAKTOB)

HpaBI/ma BEJCHUS JEIOBOMU TNEPCIIMCKU

Hopwmpl 3THKH 1€710BOTO OOIICHUS

Jlpyrue xapakTepucTuku

3.4. O600m1enHas TpyaoBast pyHKIHS

HaunmenoBanue JleqaTenbHOCTh 10 Pa3BUTHIO Kon D YpoBeHb 6
nepcoHasna KB (pUKAITIH
[Ipoucxoxnenue Opurunann X | 3aUMCTBOBAHO U3
0000IIIEeHHON TPYIOBOM OpuUTrHHaja
byHKIIUU
Kon Peructpanmonubiit
OopuruHazia HOMEp
npodeccroHalbHOTO
cTaHJapTa

Bosmoskubie
HaMEHOBAHUA

JOJDKHOCTEH, podeccuit

Crienuanuct 1Mo pa3BUTHIO U 00YUEHHUIO MepcoHata
Crenuanmct 1o pa3BUTHIO Kaphephl IEpCOHAIA
Crenuanuct 1o nepcoHany
MeHnemkep 1o nepcoHany

08.12.20222
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TpebGoBanus k
00pa3oBaHHIO U
00yUYeHUIO

Bericiiee oOpa3zoBanue - OakanaBpuaT Win

Briciiee oOpa3zoBanue (HenpoduiabHOe) - OakagaBpuaT U
JOTIOJTHUTENBHOE MpodeccuoHanbHoe 00pa30BaHUE - IPOTPAMMBI
npodeccHoHaIbHOM NEepeToArOTOBKY B 00IaCTH yIIPAaBICHUS
NEPCOHATIOM HJIU B 00JIaCTH Pa3BUTHUS U MOCTPOSHUS MPO(HECCHOHAIBHON
Kapbepbl IepcoHasa

TpeboBaHus K ONBITY
IPaKTHYECKOI paboThI

K pabote

Oco0pble ycroBHs JOITycKa

Jlpyrue xapakTepuCcTUKU

PexoMenayeTcst 1ONoJHUTENbHOE PoQeccuoHaIbHOE 00pa30BaHUE -
POTPaMMBbI MTOBBIIICHUS KBATH(PHUKALIUN B 00JIACTH yIIPABICHUS
MEePCOHAJIOM HIIM 00yUeHUSs, MIIM Pa3BUTHS MepCoHAla

I[OHOJ'IHI/ITGJ'ILHBIG XapaKTCPHUCTUKHU

HaumenoBanue Kon HaumenoBanue 6a30Boii rpynibl, JOIKHOCTH (TPOodheccun)
JIOKYMEHTA WM CIICIMAIbHOCTH
OK3 2424 CnenuanucTel B 00J1aCTH TTOATOTOBKU U Pa3BUTHS
repcoHasa
EKC - MeHexep 1o nepcoHainy
OKIIJATP 26583 Crenuaiuct 1o Kajapam
OKCO 5.38.03.02 MeunemxMeuT
5.38.03.03 YpasieHue nepcoHagoM
3.4.1. TpynoBas pyHKIUSA
HaumeHnoBanue Opranuzanus u npoBeAeHUE Kon D/01.6 YpoBeHb 6
MEPOIIPUATHMN 110 PaA3BUTHIO U (mogypoBEHb)
MOCTPOEHUIO KBaNTU (DUKAIH
npodeccuoHaIbHOM Kapbephl
nepcoHasna

IIpoucxoxnenue
TPYA0BOH (QyHKIUU

Opurmnan X | 3aMMCTBOBaHO U3

OpUTHHAaJa
Kon Perucrpanuonnslii
OpUTHHAaJa HOMED
po(hecCHOHATBEHOTO
cTaHJapTa

TpynoBeie nencTBUS

HO}IFOTOBKa IMPOCKTOB JOKYMCHTOB, OIPEACIAIOMMNX ITOPAAOK pa3BUTUA
INEpCcoHaJla U IMMOCTPOCHUA HpO(i)CCCI/IOHaJIBHOI‘/JI KapbCPphI C OHCHKOﬁ 3aTpar

Pa3paboTka niaaHoB npodeccuoHanbHOM Kapbephl EpCcoHaIa

DopMUPOBaHKE KAJIPOBOTO pPE3EpBa

Opranu3anus MEpONPUSITHN TI0 Pa3BUTHIO U TIOCTPOCHUIO
npodecCHOHATIBHON Kapbephl EpcoHAIA

08.12.20222

[TonroroBka npeoxeHuit Mo GopMUpOBaHUIO OI0HKETa HA
OpraHU3alMI0 U IPOBEAECHUE MEPOIIPUATHUH 110 PA3BUTHIO U TOCTPOCHHIO
npodecCHOHATBLHON Kapbephl IepcoHala
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Ananus 3¢ EeKTUBHOCTH MEPONPHUATHIA TTO Pa3BUTHIO NIEPCOHANA,
MOJIFOTOBKA MPEIJIOKEHUH 10 Pa3BUTHIO

Heo6xonumele ymeHUst AHaIM3UPOBaTh YPOBEHb OOIIETO Pa3BUTHS U MPO(ECCHOHATBHOM
KBaJIM(UKAIIMK [TepcoHaa

OnpenensaTh KPaTKOCPOUYHBIE U JOITOCPOYHbIE MOTPEOHOCTH Pa3BUTHUS
NepCcoHaNIa U OCTPOEHUS ero NpodecCHOHaIbHON Kaphephbl
OnpenensTb Kpurepuu GOPMUPOBAHUS KaJPOBOT0 pe3epBa OPraHU3allu
CocCTaBisTh MHAMBHYAIbHbIE IUIAHBI KAPEPHOTO PA3BUTHS IEPCOHANA
[TpyMeHsITh TEXHOJIOTHH U METO/IbI PA3BUTHUS [IEPCOHANA U TOCTPOCHUS
npo¢eCCHOHATBHOIN Kapbephl

CocTaBnsTh NPEANOKEHUS U KOHTPOJIUPOBATH CTATbH PACX0/I0B Ha
IPOTPaMMBbI X MEPOTIPUSATHS MO Pa3BUTHIO MIEPCOHATA U TIOCTPOCHHUIO
poecCHOHANBLHOM Kapbephl AJIs IUTAHUPOBAHUS OI0JIKETOB
Onpenensats 3¢ (HEeKTUBHOCTH MEPOIIPUATHH 110 PA3BUTHIO TIEPCOHAIIA
MOCTPOCHHUIO MPO(eCcCHOHATBHOIN Kapbephl

PaboTath ¢ MHPOPMAMOHHBIMU CHCTEMaMH, IIU(PPOBBIMH YCIyTaMH U
CEpBHCAMH IO YIPABICHUIO IEPCOHATIOM B 00JIaCTH €ro pa3BUTHS U
OCTPOCHHS TPOPECCHOHATHLHON Kapbephl

DopMupoBaTh NPEIIOKEHHS 10 aBTOMATU3ALUN U [U(PPOBU3ALIUN
IPOIIECCOB Pa3BUTHS U IOCTPOCHUS MPOPECCUOHATHLHON Kapbepbl
nepcoHaa

ObecneunBath coOM0ieHNEe TpeOOBaHMI 3aKOHOJaTeNbCcTBA Poccuiickoi
Ddenepanyivi 1 KOPIIOPATUBHBIX IMOJIMTHUK B 00JIACTH 00pabOTKH
MEPCOHAIBHBIX JAaHHBIX U KOH(QUISHIIHAIBbHON nH(OpMalIuu
Co0:1r01aTh HOPMBI ATHKH JIEJIOBOT'O OOIIIEHUSI

Heo6xonumble 3HaHMS Cucrema, crioco0bl, METO/Ibl, ”THCTPYMEHTHI IOCTPOEHUS
npodeccuoHaIbHOM Kapbephl

Mertoabl onpeaeneHns U OLEHKH JTUYHOCTHBIX U MPO(EeCCHOHATBHBIX
KOMIETEHIINI

Cuctembl, MeTOIbI M (POPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTHMYJIMPOBAHUS TPYZAA MEpPCOHAa

TexHoaoruu U MeTo 1l GOPMUPOBAHMSI U KOHTPOJISI OI0IKETOB
TexHOoJ0ruM, METO/IbI U METOIMKH aHANIN3a M CUCTeMaTH3aluU
JIOKYMEHTOB ¥ HH(GOpMAITIU

OcHOBBI TpoeCCHOHATILHON OPHEHTAIMU

OCHOBBI IOKYMEHTO000POTA U TOKYMEHTAIIMOHHOTO 00eCTIedeHUs
OCHOBBI TPOU3BOICTBEHHOH J1€ATEIIbHOCTH OpraHU3aluu

OCHOBBI 00IIIEH ¥ COMAILHOM IICUXOJIOTHH, COLIMOJIOTHH U IICUXOJIOTHH
Tpyna

OpraHu3anuoHHas CTPYKTypa OpraHU3alliK U BaKaHTHBIE TOJDKHOCTH
(mpoeccuu, CiennanbHOCTH)

Tapuduo-kBanupukalroHHbIe CIIPABOYHUKN paboT U mpodeccuit
pabouyux U KBAIU(UKALMOHHBIE XapaKTEPUCTUKU JOIDKHOCTEH
CITy’KaIlIMX, MPO(eCcCHOHABHBIC CTAHIAPTHI

HopmaTnBHBIE IPaBOBBIE aKThI, ONPEACISIONINE HOMBI TPYIOBOTO IIPaBa
3akononarensctBo Poccuiickoit denepaiuu o nepcoHaIbHBIX JAHHBIX
JlokanpHBIE HOPMATHBHBIE aKThl OPTaHU3AINH, PETYIUPYIOIINE TIOPSIOK
Pa3BUTHS U TIOCTPOCHUS MPO(ECCHOHANBHOM Kaphephl EpCcoHaa
[Topsiiok 3aKIIIOYEeHHsI TOTOBOPOB (KOHTPAKTOB)
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Criennanu3upoBaHHbIe HH(OPMAIIMOHHBIE CUCTEMBI, TU(POBBIC YCIYTH U
CEpPBUCHI 10 YIIPABIICHUIO IEPCOHAIOM B 00JIACTH €r0 Pa3BUTUA U
OCTPOCHHS TPOPECCHOHATIBHON Kapbepbl, IPAHUIIBI UX PUMEHEHUS
OCHOBHBIE METPUKH U aHATUTHUYECKUE CPE3bl B 00JIACTU PA3BUTHS U
IIOCTPOEHHUS Kapbepbl IEPCOHATIA

HopMmbl 3THKH A€7I0BOTO OOLICHUS

Jlpyrue XapakTepuCTUKH | -

3.4.2. TpynoBas GpyHKIUS

HaumenoBanue Kon D/02.6 YpoBeHb 6
Opranuzanus o0y4eHus
(moxgypoBeHb)
nepcoHaa
KBaTH(UKALTIH
IIpoucxoxnenue Opurunan X | 3aMMCTBOBaHO U3
TPYAOBOH (DYHKITHH OpHUrMHaja
Kon Perucrpanuonnsiit
OpUruHazia HOMED
npo¢ecCHOHAIBLHOIO
cTaHjapra
TpynoBsie nencTBus Pa3paboTka MpoeKkTOB JTOKATBHBIX aKTOB 110 O0YYECHHUIO M Pa3BUTHIO

HepCOHaa C OLICHKOU 3aTpaT

Pa3pa0oTka yuyeOHBIX IJIaHOB, METOANYECKUX MAaTEPUAIIOB U IIPOrpamMm
00y4deHus nepcoHana

Opranuzanys MeponpHusITHH 0 00yIEHHIO IEpCOoHAa

[ToaroToBka npeaioxKeHui Mo GopMUPOBAHUIO OFOJKETA HA
OpraHu3alio 00y4YeHus epcoHana

AHanu3 3¢p(EeKTUBHOCTH MEPOIIPUATHI 10 00y4EHHUIO IEpCcoHalIa
Heo6xonumele ymMeHUs OnpenensaTs NOTPEOHOCTU B 00YUEHUU TPYII IIepCcoHaia B COOTBETCTBUU
C IIEJISIMH OPTaHU3aLUU

AHaIM3MpOBaTh PHIHOK 00pa30BaTeIbHBIX YCIYT U TOTOBUTh
NPEJUIOKEHUS 110 TIOCTABITHKAM YCIIyT

Opraan30BEIBaTh 00yYarOIIe MEPOTIPHUSITHS

CocTaBisTh U KOHTPOJIMPOBATH CTaThH PACcX0JI0B HAa O0YUYEHHUE MepcoHaa
JUTSL TUTAaHUPOBAHHS OFO/KETOB

Pa3pabaThiBaTh 1 KOMIUIEKTOBATh y4eOHO-METOMUYECKUE MAaTEPUAIIbI
[TponsBoauTh OLleHKY 3P PEeKTUBHOCTH 00YUEHHUs ITepcoHaNa
[Tpon3BoIUTH NpeBapUTENIbHBIE 3aKYTIOYHbIE TPOLEAYPHI U 0hopMiIeHHE
COITYTCTBYIOIIEH TOKYMEHTAIIMH TI0 3aKIFOUYEHHUIO IOTOBOPOB

Paborath ¢ MHPOPMALMOHHBIMU CHCTEMaMH, ITU(PPOBBIMHU YCIIyTaMH U
CepBUCaMU B 00J1acTH 00yUYEHUs TIepCOHAlIA

®opMHpOBaTh MPEATOKEHNUE IO aBTOMATHU3AIMU U HU(DPOBU3ALIUH
npolecca 00y4eHus mepcoHasna

PazpabaTeiBaTh 1 OPOPMIIATH JOKYMEHTHI IO MPOIECCaM OpPTaHU3aIIH
00y4yeHHsI IepCOHAIa U UX Pe3ysbTaTam

OGecneunBaTh cOOIIOICHIE TPEOOBAaHUH 3aKOHOJATENHCTBA Poccuiickoi
®denepanuyl 1 KOPIOPATUBHBIX MOJIUTUK B 00J1aCTH 00paboTKH
NEPCOHAIBHBIX JAHHBIX U KOHQUIEHIIMATIbHON HH(OpMaIK
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BecTu nenoByro nepenucky

Cobut0/1aTh HOPMBI ATHKH JI€TIOBOT0 OOIEHUS

Heo6xonumbie 3HaHUS MeToapl, HHCTPYMEHTHI UCCIIeIOBaHNS TOTPEOHOCTH B 00yUeHUH
IIepCcoHasa

MeTtononorus oOyueHus

TexHos0ruu, METOIbl U METOJUKH aHAJIN3a U CUCTEMATU3ALUU
JIOKYMEHTOB ¥ MH(OpMAaINH

[Mopsnok pa3paboTKy MIIAHOB OJATOTOBKH, IIEPETIOATOTOBKHU U
MOBBIIICHHS KBATH(HUKAIMHU IEPCOHANA, YIeOHBIX MJIAHOB U MPOTrPaMM
Cucrembl, METOIBI ¥ (POPMBI MATEPUAIBHOTO U HEMATEPUATBHOTO
CTUMYJIMPOBAHU TPyJla IepcoHalIa

TexHonoruu U MeTO 1l YOPMUPOBAHHSI U KOHTPOJISI OIOKETOB
[Topsinok BeaeHUs yyeTa U OTYETHOCTH MO MOATOTOBKE U MOBBILICHUIO
KBaJM(HKAIIMY TIEpCOHAA

OCHOBBI JOKYMEHTO00O0POTA ¥ JIOKYMEHTAIIMOHHOT'O 00ECIICYCHHUS
OcHOBBI 0011IeH U COLMANTBHOM MICUXOJIOTUH, COIIMOJIOTUH U IICUXOJIOTUU
Tpyna

Tapudno-kBanuduKarmoHHbIC CIIPABOYHUKHA padOT U Npodeccuit
pabounx n KBaM(PHUKAIMOHHBIE XapaKTEPUCTHKH JODKHOCTEH
CITy)KalluX, MpodeccruoHalbHBIE CTaHIaPTHhI

OcHOBHBIE TIOJIOKEHUS IPAK/IAaHCKOT0 3aK0HO 1aTesibeTBa Poccuiickoit
ODenepaiyn B chepe 3aiiThl HHTEIUIEKTYalbHOW COOCTBEHHOCTH
[opsimok mpoBeaeHus 3aKyIOYHBIX MPOLEAYP U 0hopMIIeHHUs
CONYTCTBYIOIIEH TOKYMEHTalUU

OpranuzalivoHHasi CTPYKTypa OpraHu3aluu

HopmatnBHbIE paBOBBIE aKThI, ONPEEISAIONINE HOMBI TPYJIOBOTO ITpaBa
OCHOBBI apXMBHOI'0 3aKOHO/IATE/ILCTBA 1 HOPMATUBHbBIE TPABOBBIE AKTHI
Poccuiickoit deneparuu B 0071aCTH BeIEHUS TOKYMEHTAIIUU 10
NIEPCOHAILY

OcHOBBI HAJIOrOBOTO 3aK0HO1aTesbeTBa Poccuiickoit denepanun
OcHOBBI 3aK0HO 1aTeILCTBA 00 00pasoBanuu Poccuiickoii denepanyu
3akoHoarenscTBo Poccuiickoit denepanuy 0 NEpCOHAIBHBIX TAHHBIX
JlokanbHbIE HOPMATHBHbIE aKThl OPraHU3ALIUH, PETYIUPYIOIIUE 00yueHue
IIepCOHAJIA

ITopsi1oK 3aKIIH04YEHUs TOTOBOPOB (KOHTPAKTOB)

Crneunanu3upoBaHHble HHOOPMALIMOHHBIE CUCTEMBI, IM(PPOBBIE YCIYTH U
CEpBHUCHI B 00JIaCTH 00yUEHUs TepcoHalla, IPAHUIIBl X IPUMEHEHUS
OCHOBHBIE METPHKH U aHATUTHUYECKUE CPE3BI B 00J1aCTH 00yUeHHS
IIepCOHAJIA

[IpaBuia BeeHUs 1€I0BOM NEPENNUCKH

Hopwmpl 3THKH 1€710BOTO OOIICHUS

Jlpyrue XxapakTepucTuku | -

3.4.3. TpynoBas pyHKIUS

HaumenoBanue Kon D/03.6 YpoBeHb 6
Opranu3anus ajanTaiud 1
(moaypoBEHb)
CTOXXHPOBKH TIEpCOHAIIA
KBaJTM(pUKAITHH
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IIpoucxoxnenue Opurunan X | 3aUMMCTBOBaHO U3
TPYAOBOH (QyHKIIMH OpUTHHANIA
Kon PerucrpanmonHslii
OpUTrHaia HOMED
npo¢ecCHOHATHLHOTO
CTaHJapTa
Tpynossle neiictBus Pa3paboTka r1aHoB agantanum, CTa)KUPOBKU IIEPCOHAIIA C OLIEHKOM
3arpar

Opranu3zanys MEpOIpHUsITHH 110 aJanTallliK, CTAXXKUPOBKE EPCOHAIIA
[ToaroroBka npeaIoKEHUN 0 COBEPLUICHCTBOBAHUIO CUCTEMBI aJallTalluu,
CTa)KMPOBKU IIEpCOHAIIA

[ToaroroBka mpenaoxeHui mo GopMUPOBAHUIO OIOKETa HA
OpraHM3alMI0 aIalTallii U CTAXXKUPOBKU NIEPCOHAIIA

AHanu3 3¢ GeKTUBHOCTH MEPOIIPUATHI 10 aIalTallii U CTAXKHPOBKE
IIEpCOHAJIA

HeoOxonumbie ymeHust Ornpenenars rpynibsl NEPCoOHaNa AJIsl CTAKUPOBKH U aJaliTallun
Ornpenenars paboune MecTa Jyisl IPOBEICHUS CTAXKUPOBKU U ajanTalluu
nepcoHasa

CornacoBbIBaTh MEPOIIPUATHS 110 a/IallTAllUU U CTAXKUPOBKE C
BO3MOKHOCTSIMU ITPOM3BOJICTBA

[Ipou3BOaUTE aHANIK3 U OLICHKY PE3YyJIbTAaTOB aJaNTallii U CTAXKUPOBOK
IIEpCOHAJIA

CocTaBiATh NPEIOKEHUS U KOHTPOJIMPOBATh CTAThU PACXOA0B HA
IIPOrpaMMbl U MEPOIIPUSTHS 110 aIallTalluy U CTAXXUPOBKE MEpCOHANa JIs
IUIAHUPOBAHMsI OFOIKETOB

[Tpou3BoauTh OLEHKY 3P PEKTUBHOCTH MEPOTIPUATHH 110 aJanTaluy U
CTa)KMPOBKE NIEPCOHAIIA

BHenpsaTh cucTeMbl BOBIICUEHHUS TEPCOHANA B KOPIIOPATUBHYIO KYJIbTYPY
PaboTath ¢ MHpOpPMAIIMOHHBIMU CHCTEMaMH, IU(POBBIMU yCIyraMu U
CEpBHCAMH I10 YIPABJIEHHUIO [IEPCOHAIIOM B 00J1aCTH aJanTaluu U
CTa)KMPOBKH NIEPCOHAIIA

dopmMupoBaTh NPEIOKEHUE 110 aBTOMATU3ALMN U IU(PPOBU3ALIUN
IIPOLIECCOB aJalTallUK U CTAKUPOBKU IMEPCOHAIIA

ObecneunBaTh coOII0ACHNE TpeOOBaHUI 3aKOHOaTeIbCTBA Poccuiickoit
®denepau 1 KOPIOPATUBHBIX NOJIUTUK B 001aCTH 00pabOTKH
NEPCOHAIBHBIX JAHHBIX U KOH(QUIEHIMAIBbHON nH(OpMaluu

BecTtu nenoByto nepenucky

Co06m101aTh HOPMBI 3THKH JIEJIOBOTO OOIIEHUS

Heo6xomumble 3HaHUS MeTo/1bl afanTaly U CTAXKUPOBOK MEPCOHAIIA

TexHo0ruu, METOBl U METOAUKHY IIPOBEIACHMSI aHAIN3a U
CHUCTEMAaTH3alllK TOKYMEHTOB U MH(QOpMaIIH

[Topsiok pa3paboTKH MIaHOB aJaNTallMy TepCOHaa Ha HOBBIX Pab0vYHX
MecTax, MOJArOTOBKH, MIEPENOIrOTOBKY U MOBBIIICHUS KBaIU(UKaAIMK
NIEPCOHAJIa U OPTaHU3ALMH CTAXKUPOBOK

[Topsimox cocTaBieHMsI CMET 3aTpaT Ha aJaNTaluio U CTAKUPOBKY
nepcoHalia

[Topsiiok BeaeHMs! yueTa U OTYETHOCTH I10 aIalTalluy U CTaXKUPOBKE
IIepCcoHasa
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Cucrembl, METOBI ¥ (POPMBI MATEPUAIBHOTO U HEMATEPUATBHOTO
CTUMYJIMPOBAHUs TPya NEPCOHAIA

TexHonoruu U MEeTO 1l (YOPMUPOBAHHSI U KOHTPOJISI OIOKETOB

OCHOBEI 0611_16171 W COIMaJIbHOU IICUXOJIOTHUH, COIMOJIOIMHU U IICUXOJOINN
Tpyda

OpranuzanuoHHas CTPYKTYpa OpraHu3aliy U BaKaHTHBIC JOKHOCTH
(mpodeccun, CrienMaTLHOCTH)

Tapudno-kBanudukannoHHbIe CIPABOYHUKN PadOT U npodeccuii
pabouux U KBAIU(UKALMOHHBIE XapaKTEPUCTUKU JOJKHOCTEH
CIIy’KallluX, 1po(eccroHalIbHbIE CTaH1apThI

Crneunanu3upoBaHHble HHOOPMALIMOHHBIE CUCTEMBI, LIM(PPOBBIEC YCIYTU U
CEpPBUCHI IO YIPABIICHHUIO MIEPCOHATIOM B IIPOIIECCE aJaNTalluu |
CTaXXKUPOBKH, TPAHUIIBl X TPUMEHEHUS

OCHOBHBIC METPHKH M aHATUTHYECKUE CPE3BI B 00JIACTH MPOIIECCOB
aJlanTalyy U CTAKUPOBKH MepCoHaa

HOpMaTI/IBHBIe ITPABOBBIC AKThbI, ONIPCACTIAIOINE HOMBI TPYJOBOI'O IIpaBa

OCHOBBI HAJIOTOBOTO 3aKOHO1aTesibcTBa Poccuiickoit deneparuu

3akoHoarenbcTBO Poccuiickoit deneparini 0 MepCOHAIBHBIX TAHHBIX

JloxaibHBIE HOPMATUBHBIE aKThl OPraHU3alUN, PETYIUPYIOIIHE
aJlallTallMIo0 U CTAXKUPOBKY NIEPCOHANA

OCHOBBI IOKYMEHTO000POTA U TOKYMEHTAIIMOHHOTO 00eCTIeYeHUS

[Topsiok 3aKIIIOYEHMS IOrOBOPOB (KOHTPAKTOB)

[IpaBuna BeieHUs 1€I0BON NEPENUCKU

HopMmbI 3THKH J1€7TI0BOTO OOIICHUS

Jlpyrue xapakTepucTuku

3.4.4. Tpynoas pyHKIUSA

HanmenoBanue AJIMUHUCTPUPOBAHUE Kon D/04.6 YpoBeHb 6
IIPOLIECCOB Pa3BUTHUS U (moaypoBEHb)
IIOCTPOEHHUS KBaJTH(pHUKALUN

npodeccuoHaIbHON Kapbepsl,
oOydeHus, aianTaiu,
CTOKUPOBKH TIepCOHANa 1
COOTBETCTBYIOLIETO
JIOKYMEHT0000poTa

[Tpoucxoxnenue
TpyIoBOU (HYHKIIUU

OpurnHai X | 3aUMCTBOBAHO U3

OpHUTHHAJA
Kon Peructpanmonubiit
OpUTHHAJA HOMEp
po¢eCcCuOHATBHOTO
CTaHaapTa

TpynoBble nericTBUA

JloKkyMeHTaIlMOHHOE 00ecTeueHUE Pe3yNbTaTOB MEPONPUITUIN TIO
Pa3BUTHIO U TTOCTPOEHUIO MPOPECCHOHATHHOM Kaphepbl, 00yUCHHUIO,
aJjanTaluy U CTRXXUPOBKE MepcoHasa

[ToaroroBka MHAMBUIYATbHBIX MPEAJIOKEHUI HA OCHOBE PE3YJILTATOB
MIPOBEICHUS MEPOIIPUSATUIN 110 PA3BUTHIO U MIOCTPOCHUIO
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po(hecCHOHANLHOM Kapbepbl, 00YYEHHIO, aIaliTAllii U CTAXKUPOBKE
nepcoHaa

[TonroroBka npenI0KEHUI 0 COBEPIIEHCTBOBAHUIO CUCTEM O0YUYEHMS,
aJlanTalyy U CTAKUPOBKH, PA3BUTHUS U MIOCTPOEHUS NPOodeCcCHOHATBHON
Kapbephl IEpCOHANIA

ConpoBokieHHE TOrOBOPOB Ha OKa3aHUE KOHCYJIBTAllMOHHBIX,
UH(POPMALMOHHBIX YCIIYT, HEOOXOIUMBIX ISl IPOBEICHHS 00yUeHHUs,
aJlanTalyuy U CTaXXKUPOBOK, PA3BUTHUS U OCTPOCHUS PO ECCHOHATIBHON
Kapbephl IEpCOHANA, BKIKOYas IIPEABAPUTEIIbHbBIE IIPOLEYPHI 110 UX
3aKIH0YEHUIO

HeoOxomumbie ymeHust

OdopMisaTh JOKYMEHTBHI IO BOIIPOCAM MPOBEACHUS 00yUeHHUsI, aAanTaluu
U CTQXXHPOBKH, Pa3BUTHA U IIOCTPOCHUS MPO(PECCHOHATBHON Kaphephl
nepcoHala, IpeoCcTaBsieMble B TOCYIapCTBEHHBIE OPTaHbI,
IIPEJICTaBUTEJIbHBIE OPraHbl paAOOTHUKOB

ObecneunBaTh JOKYMEHTALMOHHOE CONPOBOXKICHUE O0yUCHHUS,
aJIalTalliy ¥ CTA)KUPOBOK, PA3BUTHUS M TOCTPOCHHS TPOHECCHOHATBHON
Kapbepbl IIEPCOHANIA

AHanM3upoBaTh NpaBuiia, MPOLEAYPHI U MOPSAJIKH IPOBEIECHUS O0yUeHus,
aJlanTalkuy U CTAXXKUPOBKH, PA3BUTUS U TOCTPOEHUS MPO(HECCHOHANIBHOM
Kapbephl IIEPCOHANIA

OpranuzoBbIBaTh XpaHEHNUE JOKYMEHTOB B COOTBETCTBUH C
TpeOoBaHUAMU 3aKOHO1aTeNbcTBA Poccuiickoit deneparuu u
JIOKQJIbHBIMH aKTaMH OpraHu3aluu

PaboTath ¢ MHPOPMALMOHHBIMU CHCTEMaMH, IIU(PPOBBIMH YCIyTaMH U
CepBUCaMH 110 BOIPOCAM aIMUHUCTPUPOBAHUS JOKYMEHTO000pOTa
MPOLIECCOB 00YUYEHMsI, afJalTAlluH U CTAXKUPOBKH, PA3BUTHS U IOCTPOEHUS
npodeccuoHAIbHON Kapbepbl IepcoHala, BEJCHNUs yueTa KaHau1aTOB Ha
BaKaHTHBIE JIOJDKHOCTHU (podeccuu, CeUaIbHOCTH)

®opMHpOBaTh NPEATIOKEHUE IO aBTOMATH3alMK U U(POBU3ALIUH B
o0yacTu aIMUHUCTPUPOBAHUS JOKYMEHTOOOOPOTa IPOLIECCOB 00YUEHMUS,
aJlanTaluy ¥ CTAXXKUPOBKH, Pa3BUTHUS U TOCTPOEHHS TPO(dHeCCHOHATBHON
KapbEphl, BEACHUA YUCTA KAHANAATOB HA BAKAHTHBIC TOJIKHOCTH
(mpodeccuu, CiennanbHOCTH)

OOGecneunBaTh cOOJI0ICHIE TPEOOBAaHUM 3aKOHOJATENHCTBA Poccuiickoi
®denepanyivl 1 KOPIOPATUBHBIX MOJIUTHK B 00JIaCTH 00pabOTKH
NEePCOHAIBHBIX JaHHBIX U KOH(UIECHIMAIBbHON HH(OpMaluu

Bectu ACJIOBYIO MCPCIIUCKY

CO6HIO,Z[8.TB HOPMBI OTUKH JCJIOBOT'O O6I_I_ICHI/I$I

Heo0OxonnMeie 3HAHUS

[Topsinox oopmiieHus1, BeIEHNS U XpaHEHUS TOKYMEHTAllUU, CBA3aHHOM C
cucTeMoi 00y4YeHHs, alanTallui U CTAXKUPOBKH, PA3BUTHUS U TOCTPOCHHS
npodeccuoHabHOM Kapbephl NEpcoHalIa

HOpHIIOK (bOpMI/IpOBaHI/ISI, BCACHUA 0a3bl JaHHBIX O IIEPCOHATIC
OopraHu3alru, MOPAA0K NPECACTABICHNUA OTUCTHOCTU

HOpMaTI/IBHBIe IMPAaBOBBLIC AKThI, PCTYJIMPYIOIIUEC ITpaBa U 00513aHHOCTHU
TOCYAApCTBCHHBIX OPraHOB W OpraHu3alru 1o npeaoCTaBJICHUIO yquHOfI
JOKYMCHTAllUN

[Topsimok opopmieHUsT JOKYMEHTOB, TIPEACTABISIEMBIX B
rOCYJapCTBEHHBIE OPTaHbl U UHBIE OPTaHU3AIlUN

OCHOBBI TOKYMEHTOO00POTa U TOKYMEHTAITMOHHOTO 00eCTIeYCHUS
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[opsimok mpoBeAeHuUs 3aKyIOYHBIX MPOLEAYp U 0hopMIIeHHUs
COIIYTCTBYIOIEH JOKYMEHTaluU

OpranuzanuoHHas CTPYKTYpa OpraHu3alii U BaKaHTHBIC JTOJHKHOCTH
(mpodeccun, CrieUaTLHOCTH)

Tapudno-kBanuQukannoHHbIe CIPABOYHUKN PadOT U npodeccuii
pabouux U KBAIU(UKALMOHHBIE XapAKTEPUCTUKHU JOJKHOCTEH
CIIy’KallluX, podeccroHalIbHbIE CTaH1apThI

Criernanu3upoBaHHbIe HH(OPMAIIMOHHBIE CUCTEMBbI, TU(PPOBBIC YCIYTH U
CEpBUCHI B 00JIACTH aJMUHUCTPUPOBAHMS JOKYMEHTOO00pOTA 110
BOMIPOCaM O0YYEHUSs, aJaNTalul U CTAKUPOBKHU, PA3BUTHS U TIOCTPOCHHUS
npodecCHOHATIBLHON Kapbepbl, BEACHNS yyeTa KaHIUIaTOB Ha BAKAHTHBIE
JIOJDKHOCTH (TIpOo(eccrH, CIenuaIbHOCTH ), TPAHHILIBI UX TPUMEHEHHS

HOpMaTI/IBHBIe ITPAaBOBBIC AKTHI, ONPEACIIAIONINE HOMbBI TPYJOBOI'O IIpaBa

OCHOBBI aPXUBHOTO 3aKOHO/IATEJILCTBA U HOPMATUBHBIC ITPABOBBIC aKThI
Poccuiickoii @eaeparnuu B 00,1acTH BEACHUS JOKYMEHTAIUU 110
MIePCOHATY

OCHOBBI HAJIOTOBOT0 3aKOHO1aTesibcTBa Poccuiickoit deneparuu

3akoHoarenscTBo Poccuiickon denepanuu 0 NEpCOHANBHBIX TAHHBIX

TexHonoruu, MeToAbl U METOAUKHU IIPOBEICHHS aHAIIA3A U
CHCTEMaTH3allMH JOKYMEHTOB U MHPOPMALIUU

JlokanbHbIE HOPMATUBHbIE aKThl OPraHU3ALUH, PETYIUPYIOIIUE TOPAJOK
Pa3BUTHUS U IOCTPOEHHUS TPO(HECCUOHATIBHOM Kapbepbl, 00yUueHus,
aJlanTalluy ¥ CTaXXKUPOBKH MIEpCOHAIA

[Topsimok 3aKITIOYEHHS IOTOBOPOB (KOHTPAKTOB)

[IpaBusia BeeHUs 1€TI0BOM MEPETTUCKU

HOpMLI OTHUKH JCJIIOBOT'O O6IJ.I€HI/IH

Jlpyrue xapakTepucTuku

3.5. O600m1enHas TpyaoBast pyHKIHS

Haunmenosanue JleqarenbHOCTh 10 OpraHu3alu Kon E YpoBeHb 6
TpyJa M OIUIAaThl IEpCOHAa KB (pUKAITIH
IIpoucxoxnenue Opurunan X | 3aUMCTBOBaHO U3

0000111eHHO! TPy 10BOM

byHKIMHA

OpUTMHaa
Kon PerucrpanuonHslii
OpUTHHAaJa HOMED
po(hecCHOHATBEHOTO
cTaHJapTa

Bo3moxHbIe
HAaMEHOBaHUS
JOJLKHOCTEH, mpodeccuit

Crnenuanuct 1o HOpMUPOBAHUIO U OIUIATE TPy
Crenuanuct 1o opraHu3alliy U oruiate Tpya
CHGI_[I/IaJ'II/ICT 10 KOMIIEHCAIIUAM U JIbIroTamM
Crenuanuct 1o nepcoHany

MeHnemkep 1o nepcoHany

TpeboBanus
00pa30BaHMIO U
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00yUYeHUIO

JOTIOJTHUTENBHOE NpodeccruoHanbHoe 00pa3oBaHUE - TPOTPAMMBI
po(heCCHOHATBHOM MEPEeroIrOTOBKY B 00JIACTH YIIPABICHHS
HIEPCOHAJIOM HJIM B 00JIACTH OpraHU3alliyd ¥ HOPMUPOBAHUS TPY/A,
CTUMYJIMPOBAHMUS M OILIATHI TPY/a

TpeboBanus K OIBITY
IPaKTHYECKON paboThI

K pabote

Oco0pble ycroBHs JOITycKa

Jpyrue xapakTepuCcTUKU

PexoMeHnayeTcst 1onoJHUTENbHOE PoQeccuoHaANIbHOE 00pa30BaHUE -
POTPaMMBbI MTOBBIIICHUS KBATH(PHUKALIUN B 00JIACTH yIIPABICHUS
NIEPCOHAJIOM WJIM OPTaHM3allMU TPYJA U OILIAThI IEpCOHAIA

I[OHOJ'IHI/ITGJ'ILHBIG XapaKTCPHUCTUKHU

HaumenoBanue Kon HaumenoBanue 6a30Boii rpynibl, JOKHOCTH
JIOKYMEHTA (mpodeccun) nin crenuantbHOCTH
OK3 2423 Crernuanuctsl B 00J1acTH 1MoAOOpa M UCTIOJIb30BAHUS
nepcoHasna
EKC - WHxeHep 1o HOpPMUPOBAHUIO TPYAa
- OKOHOMHUCT 10 TPy
- Menemkep 1o nepcoHany
OKIILATP 26583 Crnenuajuct no Kajapam
27755 OKOHOMHUCT 10 TPYy
OKCO 5.38.03.01 DKOHOMHUKA
5.38.03.02 MeHeHKMEHT
5.38.03.03 YipasiaeHue nepcoHaIoM

3.5.1. TpynoBas pyHKIMS

HaunmenoBaunue

Opranuzanus Tpyzaa nepcoHana

Kon E/01.6 YpoBeHb
(moypoBeHb)

KBaTM(UKAITII

IIpoucxoxnenue
TPYAOBOH (hyHKIIMH

Opurunan

X 3anMCTBOBAHO U3

OpuruHajia

Kon
OopuruHazia

Peructpanmonubiit
HOMEp
npodeccroHalbHOTO
CTaHzapTa

TpynoBble nercTBUA

Pa3pa60TI<a CHUCTCMBI OpraHru3allii U HOpMHUPOBAHUS Tpydad NNCPCOHATIA

Brenpenue cucteMbl OpraHu3aiuy 1 HOPMUPOBAHUSI TPY/Ia TTEpCOHAIIA ¢
oTpesieieHueM TPYI0EMKOCTH, HOPMAaTUBHOM YUCIEHHOCTH, Tpa(UKOB
paboT M yCIIOBUH OIJIaThl TPYyla NepcoHaia

Brrasnenue PE3CPBOB MOBLIMICHUA TPOU3BOJUTCIIbHOCTU TpyJda U
Ka4uc€CTBAa HOPMUPOBAHUA Tpyda

[ToaroroBka npeayioKEeHU MO U3MEHEHUSAM YCIIOBHI M OIUIATHI TPyAA
repcoHasa

[ToaroroBka npeaioxeHuit Mo GopMUPOBAHUIO OIOJKETA HA
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OpraHu3aIMIo TPYyAa NepCcoHaa
Onpenenenne 3PPEKTUBHOCTH PaOOTHI CUCTEMbI OpraHU3aIuU |
HOPMHPOBAHUS TPy/Ja Ha pabOYNX MecTax

HeoOxonumeie ymMmeHUs BHeapsATh METO/IbI pallMOHAIBHOIN OpraHu3aluy Tpyaa

AHaJIM3UPOBATH COCTOSTHUE HOPMUPOBAHHS TPYa, KAYECTBO HOPM,
MOKa3areyieu no Tpyay

Ananmsupoath 3Q(GEeKTUBHOCTH PabOTHI CUCTEMBI OPTaHU3AIUH TPY/Ia
nepcoHaTa ¥ HOPMUPOBAHUS TPyAa Ha pabounX MECTax

CocTaBisTh U KOHTPOJIMPOBAThH CTAThH PACXOJIOB HA OIUIATY TPya
nepcoHaa JJisl INIAHUPOBAHUS OFOJIKETOB

PaGoTatb ¢ nHpOpPMAIMOHHBIMU CHCTEMaMH, IU(DPOBBIMU yCIyraMu U
cepBUCcaMH B 00J1aCTH OpraHU3alMy ¥ OIUIATHI TPY/la MepcoHaa
dopMHUPOBATH MPEITIOKESHHS [0 ABTOMATU3AIMH U IIU(PPOBU3ALINN
IPOIIECCOB OPTraHU3AMY ¥ HOPMUPOBAHHS TPYyIa

Pa3pabaTbiBaTh 1 OQOPMIISTH TOKYMEHTHI 10 HOPMUPOBAHHIO M OILIATEe
Tpy/a nepcoHana

O6ecrieunBaTh COONMIOICHHE TPeOOBAHMI 3aKOHOJATENILCTBA Poccuiickoi
denepanyy 1 KOPIOPATHBHBIX TOJIUTHK B 00J1aCTH 00pabOTKH
NEPCOHAIBHBIX JaHHBIX U KOHPHICHIMATHHON HH(pOpMAIH

BecTu nenoByro nepenucky

Co0mrogaTh HOPMBI THKH JICTIOBOTO OOLICHHUS

HeoOxonumbie 3HaHUS Merto/ibl yueTa 1 aHaJIM3a MoKaszareye 1o TPy U oIuiaTe Tpyja
Mertoap! onpeieNieH s, OLIEHKN ¥ CPABHEHUS TIPOU3BOICTBEHHON
WHTCHCUBHOCTH M HANPSHKCHHOCTHU TPyJa

MeToapl HOpMUPOBaHUS TPYAA

MeTozp!l onpeieNieHus YUCICHHOCTH IepCOHaa

MeskoTpacieBble 1 OTpaciieBble HOPMATUBbI TPYAOBBIX 3aTpaT
CoBpeMeHHBIE (POPMBI, CHCTEMBI OTIIATHI M y4eTa MPOU3BOAUTEIIEHOCTH
Tpy/a nepcoHana

Cucrembl, METOBI ¥ (POPMBI MATEPHATLHOTO U HEMATEPHUAILHOTO;
CTUMYJIMPOBAHU TPYZa EepCcoHaIa

TexHon0THH U METOIBI (YOPMUPOBAHHSI U KOHTPOJISI OIOKETOB
TexHOJI0r1M, METO/IbI U METOAMKH MTPOBEACHUS aHAIN3a U
CHCTEMaTH3aIlMH JOKYMEHTOB U MHPOPMALIUU

OCHOBBI IOKYMEHTO000POTa U TOKYMEHTAIIMOHHOTO 00eCTIeYeHUs
[Mopsnok Tapudukamuu padboT U pabourx, yCTAHOBICHHS JOTKHOCTHBIX
OKJIaJIOB, IOTUIAT, HAT0ABOK U KOA((PHUIIMEHTOB K 3apabOTHOM TU1aTe,
pacuera CTUMYJIHPYIOMINUX BBIIIAT

Tapuduo-kBanuukalroHHble CIIPABOYHUKN paboT U mpodeccuit
pabouyux U KBAIU(UKALMOHHBIE XapaKTEPUCTUKU JTODKHOCTEH
CITy’KaIIMX, MPO(ecCHOHALHBIC CTAHIAPTHI

OCHOBBI TEXHOJIOTUH NTPOU3BOCTBA U IESTEILHOCTH OpraHU3aluu
OpraHu3anuoHHas CTPYKTypa OpTaHU3aIliK U BaKaHTHBIE TOJDKHOCTH
(mpoeccuu, CiennanbHOCTH)

[TonuTHKa M cTpaTerusi OpraHu3ally 10 TIEPCOHATY

OKOHOMHKA Tpy/ia

OcHOBBI 00111 U COIMATTBHON IICUXOJIOTHHU, COLIMOIOTUU U TICUXOJIOTUU
Tpynaa

HopmatuBHbIe TpaBOBbIE aKThl, OMPEEIISIONIIE HOMBI TPYOBOTO IPaBa
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OCHOBBI apXMBHOI'0 3aKOHO/IATE/ILCTBA K HOPMATUBHbBIE TPABOBBIC AKTHI
Poccutickoii denepanyu B 007aCTH BEACHUS JOKYMEHTAIUH 110
MepCOHAY

OCHOBBI HAJIOTOBOTO 3aKOHO1aTesibcTBA Poccuiickoit deneparuu
3akonoznarenscTBO Poccuiickoit denepannu o nepcoHanbHbIX JaHHBIX
JlokanbHble HOPMATUBHBIE aKThl OPraHU3aLUU, PETYIUPYIOLIUE MOPSII0K
OpraHu3alyd 1 HOPMUPOBAHHUS TPYJa MepcoHasa

Crienranu3upoBaHHbIe HH(OOPMAIIMOHHBIC CUCTEMBI, IIU(PPOBBIC YCIYTH U
CEPBUCHI B 00J1aCTH OPraHU3AIMH U OIUIATHI TPY/a EPCOHANIa, TPAHUIIBI
UX IPUMEHEHUS

OCHOBHBIE METPHUKHU U aHATUTHYECKUE CPE3bI B 00IACTH MPOIECCOB
OpraHu3ali ¥ HOPMUPOBAHUS TpyAa

[IpaBuia BeieHUs A€JI0BOM MEPETUCKH

HopMe1 3THKH [18710BOTO O0IICHUS

Jlpyrue XxapakTepucTuku | -

3.5.2. TpynoBast pyHKIHSA

HaumenoBanwne Kon E/02.6 YpoBeHb 6
Opranuzanus onarsl Tpyaa
(oaypOoBEHb)
nepcoHasa
KBTI (DUKAITAH
IIpoucxoxnenue Opurunan X | 3aUMCTBOBAHO U3
TPYAOBOH (hyHKIIMH OpUTHHANA
Kon Perncrpanmonnslii
OpUTHHAaNa HOMED
1po(hecCuOHATILHOTO
CTaHJapTa
Tpynossle neifcTBus Pa3pa0boTka cUCTEMBI OIIaThI TPYJa MEepCcoHaIa

®opmupoBaHue O0ro1KeTa GOoH/a OIIaThl TPYa, CTUMYIHPYIOIINX U
KOMIIEHCAIIMOHHBIX BBIIJIAT

BHenpeHue cuctemsl OIIaThl TpyAA EpcoHaNa

[ToaroroBka npeanokeHuit o COBEPIICHCTBOBAHUIO CUCTEMBI OILIAThI
TpyZa IepcoHana

HeoOxonumelie ymeHust [IpuMeHSTh TEXHOJIOTUU MaTepUAIbHON MOTUBALIMU B YIIPAaBJICHUN
NIEPCOHAJIOM

AHaIM3upoOBaTh COBPEMEHHBIE CUCTEMBI OIIAThl U MaTepUaIbHON
(MOHETapHOI) MOTUBAIIMH TPY/Aa AJIs 1eJIel OpraHu3aluu
AHaIM3upoBaTh YPOBEHb OIUIATHI TPY/la MIEpCOHAala IO COOTBETCTBYIOIIUM
po¢eCCHOHATLHBIM KBATU(DUKALIUSAM

[TpoBOANTH MOHUTOPHHT 3apab0OTHOM IUIATHI HAa PHIHKE TPYAa
CocTaBisTh U KOHTPOJIMPOBATh CTaThU PACX0OJ0B HA OILIATy TpyZAa
NepcoHaNa ISl INIAHUPOBAHUS OrO/IKETa

AHanu3upoBath (POPMbI MATEPHAILHOTO CTUMYJIMPOBAHUS, KOMIIEHCAIUI
Y JIBIOT B OIUIATE TPyJia NEpPCOHAIA

PaboraTe ¢ HHPOPMAIIMOHHBIMU CUCTEMaMHU, U(POBBIMU YCIyraMH U
CEpBHMCAMH 110 OIUIATE TPyJAa IepCoHaNa

®opMHpOBaTh NPEATIOKEHHUE TI0 aBTOMATH3ALKU U LU(POBU3ALUU
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MPOIIECCOB OIUIATHI TPY/a
CocTaBysITh MPOTHO3BI PA3BUTHS OILJIATHI TPYJla IEpCOHAIIA
ObecnieunBath coOMIOICHHE TPeOOBaHMI 3aKOHOJaTeNLCTBA Poccuiickoi
@Denepaliil U KOPIOPATUBHBIX MOJIUTHK B 00JIaCTH 00paboTKH
MEPCOHAIBHBIX JTAaHHBIX U KOH(UICHINAILHOW HH()OpMALIUN

Bectu nenoByro nepenucky

Cobut0/1aTh HOPMBI ATHKH JI€TIOBOT0 OOIEHUS

Heo6xonumbie 3HaHUS @DOpMBI U CUCTEMBI 3apabOTHOM IIAThI, HOPSIOK COCTABICHHS OI0IKETOB
Cucremsbl, MeTOJIbI U (HOPMBI MATEPUAIBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUS TPYy/Ia MEpCcoHaIA

Texnosnoruu u MeTo sl GOPMUPOBAHMS U KOHTPOJISI OI0JKETOB U (OHJIOB
[opsnok Tapudukamuu padboT U padounx, yCTaHOBICHHS JOKHOCTHBIX
OKJIaJIOB, JIOTUIAT, HAT0ABOK U KO3 (PHUIIMEHTOB K 3apab0THOM 1u1aTe,
pacdera CTUMYJITHPYIONINX BBITUIAT

MeTo1bI Onpe/IeIICHNS YUCIICHHOCTH TIEPCOHAIIA
Tapudno-kBanuduKamoHHbIC CIIPABOYHUKHA padOT U podeccuit
pabounx U KBaTU(UKANUOHHBIC XaPAKTEPUCTUKH JOJHKHOCTEH
CITyKallluX, MpodeccruoHalbHBIE CTaHIaPTHhI

Mertozpl yueTa U aHajau3a rnokasaresieil o Tpyay v 3apaboTHOM 1uiate
TexHonOrUM, METOBI U METOAMKHY IPOBEIACHHS aHATIN3a U
CUCTEMAaTH3AINH JOKYMEHTOB ¥ HH(POpMAIIIH

[TonuTuka U cTpaTerus OpraHu3alyy 1o NepcoHany

Opranu3anuoHHas CTPYKTypa OpraHu3allii U BaKaHTHBIC JODKHOCTH
(mpodeccun, CrieMaTLHOCTH)

HopmaTtnBHBIE MPaBOBBIC AKTHI, ONIPEISIISIFOIINE HOMBI TPYIOBOTO IpaBa
OcHOBBI HAJIOrOBOTO 3aK0HO1aTeNbeTBa Poccuiickoit denepanun
3akoHonarenscTBo Poccuiickoit denepaiiy 0 NepCOHANBHBIX TaHHBIX
JlokaJlbHbIE HOPMATHUBHBIE aKTHl OPTAHHU3AINH, PETYIUPYIONIUE OIIaTy
Tpyna

OCHOBBI 2KOHOMHUKH TPY/JIa

OCHOBBI TEXHOJIOTHH MTPOU3BOJICTBA U JIEATEIHHOCTH OPraHu3alluu
OCHOBBI IOKYMEHTO000POTA U TOKYMEHTAIIMOHHOTO 00eCTIeYeHUs
[Topsimok 3aKkir0YeHus JOrOBOPOB (KOHTPAKTOR)

OcHOBBI 00IIIeH U COIMANTEHOM MCUXOJIOTHH, COIIMOJIOTUH U MICUXOJIOTUI
Tpyaa

Criennanu3upoBaHHble HH(OOPMAIIMOHHBIE CUCTEMBI, IIU(PPOBBIC YCIYTH U
CEPBHCHI B 00JIACTH OpTaHW3AIUH M OIUIATHI TPYJa IIEPCOHAa, TPAHUIIBI
WX IPUMEHEHHS

OCHOBHBIC METPUKH U aHATUTHICCKUE CPE3bI B 00JIACTH TIPOIIECCOB
obecrnevyeHns OIuIaThl TpyJa MepcoHana

Hopwmpl 3THKH 1€710BOTO OOIICHUS

Jlpyrue xapakTepucTuku | -

3.5.3. TpynoBas pyHKIHs

HanmenoBanue AJMUHUCTPUPOBAHUE Konx E/03.6 YpoBeHb 6
IIPOLIECCOB OpraHU3alluy TPy/a, (moxgypoBeHb)
OIJIaThI IepcoHala U KBaJTM(UKALIH
COOTBETCTBYIOLIETO
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\ JIOKYMEHT0000pOoTa | I:l l:l

IIpoucxoxnenue
TPYAOBOH (QyHKIIMH

Opurunan X | 3aUMCTBOBaHO U3

OpUTHHaJa
Kon Peructpanuonubiit
OopUruHasia HOMED
podeCCHOHATIEHOTO
cTaHjapTa

TpynoBsie nencTBUs

JIoKyMEeHTaIlMOHHOE Y OPraHU3aIMOHHOE COMTPOBOKIECHUE CUCTEMBI
OpraHu3aly TpyJa 1 OIUIaThl TPY/a MepcoHana

[ToaroToBka npeayioxKeHUM MO0 COBEPIICHCTBOBAHUIO CUCTEMBI
OpraHM3aIiy U OIUIATHI TPy MepcoHana

[ToaroroBka u 00paboOTKa 3aPOCOB M YBEIOMIICHHH O paOOTHUKAX B
TOCY/IapCTBEHHBIE OPraHbl, IPEACTABUTEIILHBIC OPraHbl PAOOTHUKOB IO
CHCTEMaM OIUIaThl M OPraHU3aLNK TPy/a epcoHasIa

OpraHu3anroHHOE U TIOKYMEHTAIlMOHHOE COMPOBOXK/IEHHE JOTOBOPOB Ha
OKa3aHHE€ KOHCYJIbTALIMOHHBIX, THPOPMAIIMOHHBIX YCIYT 110 CUCTEMaM
OIJIaThl U OPraHU3aLUK TPY/a IepCOHaNa, BKIKOYas IpeBapuTe/IbHbIE
IPOLEAYPHI O UX 3aKITHOYEHUIO

HeoOxonumbie ymeHust

O(bOpMJ'IHTB AOKYMCHTEHI I10 BOIIPOCAaM OILIAThI U OpraHu3alu Tpyaa
nepcoHala, nmpeacTaBjIACMbIC B rOCYJapCTBCHHBIC OPraHhbl,
MMpCACTAaBUTCIIbHBIC OPraHbl pa6OTHI/IKOB

AHa.HI/IBI/IpOBaTI) HOPMATUBHBIC U MCTOANYCCKUC NJOKYMCHTEI 110 BOIIpOCaM
OIUIAThI M OpTraHnU3alu TpyJa IICPCOHAJa

OpranuzoBbIBaTh XpaHEHNE JOKYMEHTOB B COOTBETCTBUH C
TpeOoBaHUSAMU 3aKOHO1aTeNbeTBa Poccuiickoit deneparuu u
JIOKaJIbHBIMU aKTaMH OpPraHU3aluu

Bectn YUCT U pETUCTpALUIO JOKYMCHTOB B I/IH(l)OpMaIII/IOHHI:IX CUCTEMax u
Ha MaTCPpUAJIbHBIX HOCUTCIIAX

PaGorartp ¢ HHPpOPMAIMOHHBIMU CHCTEMaMH, IM(PPOBBIMU yCIyraMu U
CepBUCAMH 110 aJMMHUCTPUPOBAHHIO JOKYMEHTOO0OpOTa B 00JIaCTH
OpraHu3aliy U OIIATHI TPY/ia IepCOHANA

dopmMupoBaTh MPEIOKEHHUE 110 ABTOMATU3ALNN U TU(PPOBU3ALIUN
npolecca aIMUHUCTPUPOBAHUS JOKYMEHTOO0OPOTa B 00JIACTH OILIATHI U
OpraHu3aIy Tpya

[Tpou3BoauTh NpeaBapUTeIbHbIE 3aKYIIOYHBIE TPOLIEAYPHI U OPOPMIIATH
COMYTCTBYIOIIYIO JOKYMEHTALUIO 10 3aKIYEHUIO JOTOBOPOB

OGecneunBaTh cOOJI0ICHIE TPEOOBAaHUH 3aKOHOJATENHCTBA Poccuiickoi
®denepanyivl 1 KOPIOPATUBHBIX MOJTUTUK B 00J1aCTH 00pabOTKH
NEPCOHAIBHBIX JAHHBIX U KOH(UIEHIMAIBbHON nH(OpMaluu

Bectu ACJIOBYIO IMCPCIIUCKY

CO6HIO,Z[8.TB HOPMBI 5TUKH JCJIOBOT'O 06LI_ICHI/I}I

Heo0OxonnMeie 3HAHUS

[Topsinox oopmiieHus:, BeIeHUS U XpaHEHHs TOKyMEHTAallMU 110 CUCTEMaM
OIUIATHl U OpraHU3alMK TPY1a IepCOHAJIa

HopMmaTuBHBI€ ITpaBOBbBIE aKThl, PETYIUPYIOLIUE MTpaBa U 00S3aHHOCTH
rOCYJapCTBEHHBIX OPraHOB U OPraHU3alUu 110 NPEAOCTABICHUIO YYETHON
JIOKYMEHTalluN

TeXHOHOFI/II/I, MCTOJbI U MCTOAWKU MMPOBCACHUS aHAJIN3a U
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CUCTEMAaTH3AINH JOKYMEHTOB ¥ HH()OpMAaIIH
Tapudno-kBanudukamoHHbIe CIIPABOYHUKNA padOT U npodeccuit
pabounx M KBaTM(PUKAIMOHHBIE XaPAKTEPUCTUKH JOJHKHOCTEH
CITyXalux, MpoheccroHaIbHbIC CTAHIAPTHI

Criennanu3upoBaHHbIe HH(OOPMAIIMOHHBIC CUCTEMBI, IIM(PPOBBIC YCIYTH U
CEPBHCHI 10 AMUHUCTPUPOBAHUIO JJOKYMEHTOOOOPOTa MPOLIECCOB
OIUIATHI M OPraHU3allUy TPYJla IEPCOHAJIA, TPAHULIBI X PUMEHEHUS
JlokanbHble HOPMATUBHBIE aKThl OPraHU3aLUU, PETYIHPYIOLIUE TOPSITI0K
OILJIaThl, OPraHU3aI1 U HOPMUPOBAHUS TPYAA

OCHOBBI JOKYMEHTO000POTa M IOKYMEHTAIIMOHHOT'O 00eCIIeYeHHUS
[Topsimox ¢popmupoBanus, BeAeHUs 0a3bl TaHHBIX U MPEACTaBICHUS
OTYETHOCTH IO CHCTEMaM OIUIAThl M OPTaHU3allMy TPYJa IepcoHasa
HopMaTuBHBI€ ITpaBOBBIE aKThI, ONPEEISIONINE HOMBI TPYIOBOTO MpaBa
OCHOBBI apXMBHOI'0 3aKOHO/IATEILCTBA 1 HOPMATHUBHBIE TTPABOBBIC AKTHI
Poccuiickoii @eneparuu B 00J1aCTH BEACHUS JOKYMEHTAIUU 110
epCoOHAIY

OCHOBBI HAJIOTOBOTO 3aKOHO1aTesibcTBa Poccuiickoit deneparuu
3akonoznarenscTBO Poccuiickoit denepaninu o nepcoHaNbHBIX TaHHBIX
[TopsiioK 3aKIII0ueHuUs J0rOBOPOB (KOHTPAKTOB)

[Topsimok mpoBeACHUS 3aKYIOYHBIX TPOLEAYp U 0hOpMIICHUS
CONYTCTBYIOIIEN JOKYMEHTalUU

HopMbl 5TukKH 1e510Boro ooueHus

[IpaBusia BeieHUs 1€7I0BOM MEPETTUCKU

Jlpyrue xapakTepucTuKu

3.6. O600uIeHHas Tpya0Bas QYyHKIMS

HanmenoBanue JlesitenbHOCTD 1O (GOPMUPOBAHUIO Kon F YpoBeHb 6
KOPIIOPaTUBHOM COLUAIbHON KBaJTM(HUKALNN
TOJIUTHKH

IIpoucxoxnenue Opurunan X | 3aUMCTBOBaHO U3

00001IeHHO TPYAOBOM OpUTHHAIA

byHKIMHA

Kon Perucrpanuonnslii
OpUTHHAaJa HOMeEp
npodeccuoHaIBLHOTO
CTaHaapTa

Bo3moxHbIe
HAaMEHOBaHUS
JOJLKHOCTEH, podeccuit

Crnenuamct no couraibHBIM IporpaMMam

Crienanuct mo padboTe ¢ MpeAcTaBUTEILHBIMUA OpraHaMu PaOOTHHKOB
Crnenuauct no KOprnopaTUBHON COIUATBHOM MOJUTHKE

Crenuanuct 1o nepcoHany

MeHnemkep 1o nepcoHany

TpeboBanus k
00pa30BaHHIO U
00y4EeHHIO

08.12.20222

Briciiee oOpa3oBaHue - 6akanaBpuaT HIn

Bricuiee o6pa3oBanue (HenpodmibHOe) - 6akanaBpuar u
JIOTIOJTHUTETLHOE MpodecCuoHaTbHOE 00pPa30BaHUE - TPOTPAMMBI
npodeCCHOHATBLHOM MEePETOATOTOBKU B 00JIACTH YIIPABICHHS IEPCOHATIOM
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Wiy B 00J1acTU

COLIMAJILHOM ITOJIUTUKHU

TpeboBanus K OmbITY
MPAKTUYECKON pabOThI

K pabore

Oco0sie ycroBus A0IycKa | -

Jpyrue xapakTepucTuKu

PexoMeHyeTcst JOMOIHUTENBHOE TIPOodecCHOHaTbHOE 00pa3oBaHUE -
IPOTPaMMBI ITOBBIIICHUST KBATH(DHUKAIINN B 00JIACTH YIIPABICHUS
MEPCOHAJIOM WJIM COUMAIILHOU MOJUTUKU

JlononHUTENbHBIE XapaKTEPUCTUKH

HaunmenoBanue Kon HaumeHnoBanue 6a30BOi rpyNIIbI, JOKHOCTH
JIOKYMEHTa (mpodeccun) UM COEUATBHOCTH
OK3 2423 CrneunanucTsl B 001acTU I0100pa U UCIIO0JIb30BAHUS
nepcoHasa
EKC - Crenuanmct 1o Kajapam
- Menemkep 1o nepcoHany
OKIIATP 26583 Crnenuajuct no Kajapam
OKCO 5.38.03.02 MeHeHKMEHT
5.38.03.03 YpaBieHue nepcoHaIom

3.6.1. TpynoBas GpyHKIHs

HaumenoBanue . Kon F/01.6 YpoBeHb 6
Pa3paboTka kopnopaTuBHOU
. (mogypoBEHb)
COLIMAIILHON TTOJINTUKH
KBaNTU (DUKAIH
[Ipoucxoxnenue Opurunan X 3anuMCTBOBaHO U3

TPYA0BOH (QyHKIUHU

OpHUTHHANA
Kon Peruncrpanmonnslii
OpUTHHAaNa HOMED
po(eCCHOHATIEHOTO
CTaHJapTa

Tpynossie nencTBUs

Pa3pa60TKa KOpPHOPAaTUBHBIX CONHUAJIBHBIX IPOT'paAMM

Pa3paboTka crucTemsbl BbIIUIAT paOOTHUKAM COLUANIBHBIX JIBIOT

opraHamMu

Opranu3zanys B3aMMOAEHCTBUS C IPEICTAaBUTEILHBIMU OpraHaMu
pabOTHUKOB, OOIIECTBEHHBIMH OpraHU3alUsIMHU, C TOCYIaPCTBEHHBIMU

[ToaroroBka npenanoxxeHuit o GopMUpoOBaHUIO OIOKETa B 00JaCTH
o0ecreyeHrs KOpIOpaTUBHOMN COIMATILHOMN MOJIUTHKH

Heobxomumbie ymeHust

OmnpenenaTs LeneBble IPYNIbI IEpCOHANa I pa3padoTKu
CMELMATM3UPOBAHHBIX COIIMATIBHBIX IPOrpaMM

JloBoauTh MH(OPMALIHIO O COLUATBHBIX MPOTPaMMaXx J10 LeJIeBbIX TPy
IIEpCOHAJIA C UCIIOJIB30BAHUEM NHCTPYMEHTOB BHYTPEHHUX
KOMMYHHUKaIUN

IepcoHaIa

Br16upats KpuTepuu M ONpeesTh YpOBHU yIOBIETBOPEHHOCTH

08.12.20222

Hcnons3oBaTh MaTCpHaJIbHbIC U HEMATCPHUAJIbHBIC CUCTEMBI, METOAbI
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(hOpMBI MOTHBAITMU B YITPABJICHUU TIEPCOHAIOM

Onpenensitb 00beMbl CPEACTB ISl pean3alii COIMaIbHBIX TapaHTHii,
KOPIOPATHBHBIX JILI'OT M MHBIX AJIEMEHTOB KOPIIOPATUBHBIX COIUATBHBIX
porpaMm i GopMupoBaHUs OIOIKETOB

CocTaBiATh ¥ KOHTPOJUPOBATH CTATHU PACXOJOB HA COLUATILHBIC
MIPOrpaMMBbl JUJIsl TNIAHUPOBAHUS OI0KETOB

[IpousBoauTh MpeaBapUTEIbHbIEC 3aKYIOUHBIE TPOLIETYPHI U

o opMIICHHE COMMYTCTBYIOMIEH JOKYMEHTAIIMH T10 3aKITFOYCHHIO
JIOTOBOPOB

PaGorats co crienuanu3upoBaHHBIMUA WH()OPMAIIMOHHBIMU CUCTEMAMH,
1M (POBBIMU yCIyraMH U CEPBUCAMH T10 YIIPABJICHUIO MIEPCOHATIOM B
00JIaCTH KOPIOPATUBHON COIMAIbHON OJIUTUKU

dopMUpOBaTh NPEUIOKESHHS 10 aBTOMATU3alUU U U(PPOBU3ALIUN
rporiecca pa3pabOTKU KOPIOPATUBHOM COIMATIBLHOMN MOJUTUKH
Ob6ecnieunBaTh coO0IeHNEe TpeOOBaHMI 3aKOHOAaTeNbCTBA Poccuiickoit
denepanyu 1 KOPIIOPATUBHBIX IMOJIMTUK PabOTOIATEIIS B 00JIaCTH
00pabOTKH NEPCOHATBHBIX JaHHBIX U KOH(PHICHIHMAIbHON HH(DOpMaIuu
Bectu nenoByro nepenucky

Cobo1aTh HOPMBI ATHKH JIETIOBOTO OOIIEHUS

HeoOxomumbie 3HaHUS [Topsitok 1 MEeTOABI Pa3paOdOTKH IJIAHOB U IPOTPaMM COLUATBHOTO
pa3BUTHS OpraHU3aUU

MeTtob1 aHaMKM3a BRIMOJIHEHUS COIMANBHBIX IPOrPaMM U OMPEICICHUS
UX YKOHOMHYECKOH 3 (HEKTHBHOCTH

Cucrembl, METOIBI U (HOPMBI MATEPUAIBHOTO M HEMATEPHAILHOTO
CTUMYJIMPOBAHUS TPY/ia IEpCOHAIA

Texnonoruu u MeTo bl HOPMUPOBAHHS U KOHTPOJISI OF0JKETOB

MeTo/16I TPOBEICHUST COIMOJIOTHYSCKUX HCCIICTOBAHUHN, H3YICHHUS
0OIIIECTBEHHOTO MHEHHS

TexHoIOTHH, METOIBI ¥ METOIMKH TIPOBEACHHS aHATN3a U
CUCTeMAaTH3alllK JOKYMEHTOB M HH(OpMaIu

[Mopsitok poBeCHMSI 3aKYIIOYHBIX MPOIIETYp U 0hopMIICHUS
COIYTCTBYIOIIEH JOKYMEHTAINH

OCHOBBI IPOU3BOJICTBEHHOHN JESITETLHOCTH OpTaHU3aINH

OcCHOBEBI 00IIIEH U COLMAILHOM ICUXO0JIO0THUH, COLIMOJIOTHU U IICUXOJIOTHH
Tpyaa

CtpyKTypa, IIeJIH, CTPATETHS U IMOJINTHKA OPTaHU3aI[|H 110 TICPCOHAITTY
TapudHo-kBamMpUKAIMOHHBIE CIIPABOYHUKH paOOT U MPOdecCHii
pabovrX U KBATU(UKAMUOHHBIC XapaKTEPUCTUKH JOJIKHOCTEH
CIyXaIux, rnpodeccroHalbHbIe CTaHIaPTHI

Crienianu3upoBaHHbIe HH()OPMAIMOHHBIC CHCTEMBI, IU(DPOBBIC YCIYTH
Y CEPBHCHI MO yIPABICHHUIO TIEPCOHAIOM B 00JIACTH KOPIIOPATUBHOM
COIMAJILHON TTOJIMTUKH, TPAHUIIBI UX TPUMCHCHHUS

OCHOBHBIE METPUKH U AaHATUTUYECKUE CPE3BI B 00JIACTH KOPIIOPATUBHOM
COIIMAIbHOM ITOJIUTHKHU

HopMmaTtuBHbIE TpaBOBBIC aKThI, ONPEILINISIONINE HOMBI TPYIOBOTO MpaBa
OCHOBBI HAJIOIOBOTO 3aKOHOAaTeNbeTBa Poccuiickon denepanun
HopMaTuBHEIEC TpaBOBBIC aKThI, PETYJINPYIONINE TIPaBa U 00SI3aHHOCTH
rOCY/IapCTBEHHBIX OPTaHOB, MPEACTABUTEIHLHBIX OPTaHOB PAOOTHHUKOB
3akoHojarenscTBO Poccuiickoi denepanun 0 MepCcoHaIbHbIX JaHHBIX
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JlokanbHble HOPMATUBHBIE aKThl OPraHU3ALNH, PETYIUPYIOIINE MOPST0K
(hopMUpOBaHUSI COIMAIBHOM MOIUTUKH

[Topsaok 3aKiII0YeHHs 1OrOBOPOB (KOHTPAKTOB)

[IpaBuia BeeHUs AEI0BOM NEPENUCKU

Hopwmbl aTHKH 1enoBoro odmeHus

Jpyrue xapakTepucTuku -

3.6.2. TpynoBas pyHKIHIS

HaumenoBanwue . Kon F/02.6 YpoBeHb 6
Peanusanus xopnopaTuBHOU
. (mogypoBEHb)
COLIMAJIbHOW MOJINTUKU
KBaJIM(pUKAIAH
IIpoucxoxnenue Opurunan X | 3aUMCTBOBAHO U3
TPYAOBOH (hyHKIIMH OpUTMHajIa
Kon Perucrpanmonnsiit
OpUTHHaja HOMED
npo¢ecCHOHaTIBLHOI0
CTaHzapTa
Tpynossie nencTBus BHeapeHne KopriopaTuBHBIX COLMANIBHBIX IPOIPAMM

Peanu3zanus cuctemsl COLMANBHBIX JbIOT, BHIILIAT pAOOTHUKAM C YUETOM
TpeOoBaHull 3akoHO1aTeNbeTBA Poccuiickoit denepanuun

Onenka y10BJI€TBOPEHHOCTH IIEPCOHAIAa KOPIIOPATUBHOM COLIMAJIBHOM
TTOJIUTUKOMN

Onenka 3¢ (eKTUBHOCTH MEPONPUATHI KOPIIOPATUBHON COLMAIbHON
TTOJINTHKHU

IToaroroBka NMpeIOKEHUN 110 COBEPLICHCTBOBAHUIO MEPOIIPUATUI
KOPIOPATUBHOW COLMAIIBHON ITOJUTUKU

[ToaroroBka nmpeuiokeHui no GopMupoBaHuio OIOKETa Ha pealn3aluio
KOPIOPATHBHOW COLMATIBHON IMOJIUTUKH U COLMAIIBHBIX TPOrPaAMM
HeoOxonumelie ymeHust PaccunteiBaTh 3aTpaThl HA MPOBEICHHUE CIIEIMAIN3UPOBAHHBIX
COLIMAJIBHBIX ITPOrPAMM

IIpoBOINTH MOHUTOPHHT YCHEIIHBIX KOPIIOPATUBHBIX COLUATIBHBIX
porpamm

IIpoBOINTE MEPONIPUATHS B COOTBETCTBUU C KOPIIOPATUBHOM COLMAIBHON
ITOJINTUKOM

Ornpenenars 1eseBble IPyNIibl IepcoHana s CO3aHus
CIELMAIN3UPOBAHHBIX COLMATIbHBIX ITPOrpaMMm

OrnpenenaTs KpUTEPUH U YPOBHH YAOBJIETBOPEHHOCTH NIEPCOHATA
Onpenensats 3¢ (HEeKTUBHOCTh MEPONIPUATUI pealn3yeMoil KOpIopaTUBHON
COIMAIBHON MOJUTUKHA

OpranuzoBbIBaTh B3aUMOJICHCTBUE C TOCYAAPCTBEHHBIMU OpraHaMH,
MPEJICTaBUTEIbHBIMU OpraHaMu paOOTHUKOB, OOIIIECTBEHHBIMU Y HHBIMU
OpraHU3alUsAMU 10 BOIIPOCaM pealln3alui KOPIIOPATUBHON COLUAIIbHOU
TTOJINTHKHU

AHaIM3UPOBATh PHIHOK YCIYT MO OCYIIECTBICHUIO COLUATIbHBIX U
CIELUATIM3UPOBAHHBIX IIPOIPAMM COLMATIBHOM MOIIEPIKKU YWICHOB
LIEJIEBBIX TPYII ¥ TOTOBUTH IIPEUIOKECHHS 110 MX OCTABIIUKAM

08.12.20222 Cuctema TAPAHT 40/63



ITpukas MuHuCTepCTBa TPyAA U conManbHOM 3amuThl PO ot 9 Mmapta 2022 r. N 1091 "O0 yTBEpKICHUH. ..

[Ipou3BoaANTh MpeBAPUTENbHBIC 3aKYIOYHBIE TPOLIEAYPHI U OPOPMIIATH
COIYTCTBYIOIIYIO JOKYMEHTALHUIO [10 3aKIYCHUIO JOTOBOPOB

Paborats co cnenuanu3upoBaHHBIMU HH(POPMAIIMOHHBIMHI CUCTEMaMH,
HU(POBBIMU YCIIyTaMH U CEPBUCAMHU 110 YIPABJICHUIO IEPCOHATIOM B
00J1aCTH KOPIOPATUBHOW COLIMAIILHON MOJINTUKH

OGecneunBaTh cOOJI0ICHHIE TPEOOBAaHUH 3aKOHOIATENhCTBA Poccuiickoi
®denepanivl 1 KOPIOPATHBHBIX IMOJUTUK B 00JIACTH 00pabOTKH
MIePCOHAIIbHBIX TAHHBIX ¥ KOHPHUICHITMATBLHON HHPOPMALTUH

Bectu nenoByto nepenucky

Co01r0/1aTh HOPMBI TUKHU JACIIOBOTO OOIIEHUS

HeoOxonuMble 3HaHUS

Merto/pl aHaM3a BBHITIOIHEHHUS KOPIOPATHBHBIX COLMAIBHBIX IPOTPAaMM U
OTIpeIeNIeHUs] X YKOHOMUYECKOH 3¢ hekTuBHOCTH

Cucrembl, MeTOIbI, GOPMBI MaTEPUAIIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBaHUs TPyAa NEPCOHAIA

MeToibl IPOBEACHUS COIUOIOTHYECKUX UCCIICIOBAaHUN, H3yYCHUS
0OIIIECTBEHHOTO MHEHUSI

TexHonoruu, MeToAbl U METOAMKU IIPOBEICHHS aHAIIA3A U
CHCTEMaTH3alluH JOKYMEHTOB U MHPOPMALIUU

HOpMaTI/IBHBIe IIPAaBOBBIC AKTHI, PETYIIMPYIOIIUEC ITpaBa U 0053aHHOCTH
TOCYAAapCTBCHHBIX OPraHoOB, ITPEACTABUTCIIbHBIX OPraHOB pa6OTHI/IKOB 1o
MMpCaO0CTABJIICHUIO yquHOﬁ JAOKYMCHTAIIUN

[Topsimok mpoBeACHUS 3aKYIOYHBIX TPOLEAYp U 0hOpMIICHUS
CONYTCTBYIOIIEN JOKYMEHTalUU

CprKTypa, HCJIN, CTPATCTUA U ITOJIMTUKA OpTraHNU3aluU 110 ICPCOHAITY

Tapuduo-kBanupukaroHHbIE CIIPABOYHUKN paboT U mpodeccuit
pabouux U KBAIU(UKALMOHHBIE XapaKTEPUCTUKU JTOJKHOCTEH
CIIy)KallluX, Mpo(eccroHaIbHbIE CTaHaPThI

OCHOBBI HpOH3BOI[CTB€HHOI>i ACATCIIbHOCTU OpTraHHU3allun

OCHOBBI 00IIIEH U COMAILHOM IICUXOJOTHH, COLMOJIOTHH U IICUXOJIOTHH
Tpynaa

Crneunanu3upoBaHHble HH(OOPMALMOHHBIE CUCTEMBI, LIM(PPOBBIE YCIYTU U
CEpPBUCHI IO YIPABIECHHUIO IEPCOHAIOM B 00JIACTH KOPIOPATUBHON
COLIMAJILHOW MOJINTUKH, TPAHUIIBI UX IPUMEHEHHUS

OcCHOBHbBIE METPUKH U AHAIUTUYECKUE CPE3bI B 00JIaCTU KOPIIOPATUBHOMN
COLIMAJIbHOU ITOJIUTUKHU

HOpMaTI/IBHI)Ie IMMPABOBBIC AKTHI, ONMPEACTIAIONIME HOMBI TPYJOBOI'O IIpaBa

OCHOBBI HAJIOTOBOTO 3aKOHOIaTeNbcTBa Poccuiickon denepannn

3akoHoarenscTBO Poccuiickoit denepany 0 NEpCOHAIBHBIX TAHHBIX

JlokasibHBIE aKTHI OPraHU3alMH, PETYIUPYIOLIUE TOPSAAOK BHEAPEHUS
COIIMATILHOH ITOJIUTHKU

[Topsiiok 3akiIt0ueHus JOrOBOPOB (KOHTPAKTOB)

Hopwmpl 3THKH 1€710BOTO OOIICHUS

Jlpyrue xapakTepucTuku

3.6.3. TpynoBas pyHKIMs

HanmenoBanue AJMUHUCTPUPOBAHNE Konx F/03.6 YpoBeHb 6
IIPOLIECCOB KOPIIOPATUBHOM (mogypoBeHb)
COLIMAIILHOW MOJIMTUKU U KBaJIM(UKALH
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COOTBETCTBYIOILIETO
JIOKYMEHT0000poTa

[Ipoucxoxaenue
TPYAOBOH (hYHKITHH

Opurmnan X | 3aUMCTBOBAHO U3

OpHUTHHAJA
Kon PerucrpanmonHslii
OpUTHHaa HOMED
po(hecCHOHATLHOTO
CTaHJapTa

TpynoBsie nercTBUs

[ToaroToBka npeayioKEHUN MO Pa3BUTHIO KOPIIOPATUBHOM COIMATBLHOM
MTOJIUTUKHU

[ToaroroBka npeanokeHuil Mo 00eCreYeHnI0 COOTBETCTBUS
KOPHOPaTUBHON COLMAIbHON NOJUTHKU TPEOOBAHUSM 3aKOHOATEIbCTBA
Poccuiickoit denepanuu 1 ycaoBUsIM pbIHKA TpyAa

JlokyMeHTallMoHHOE 0()OpMIIEHHE PE3YJIbTATOB KOPIIOPATUBHOM
COLMAJIbHOW MOJIMTUKH

JIOKYMEHTAIIMOHHOE U OPraHU3alMOHHOE COIIPOBOXKIEHNE MEPOIPUATUI
KOPIIOPAaTUBHOM COIMATIbHOMN MOJIMTHKI

[TonroroBka n 06pabOTKa 3aPOCOB M YBEIOMIICHHH 0 paOOTHHUKAX B
rOCyJJapCTBEHHbIE OPTaHbl, IPEJCTABUTEIbHbBIE OPraHbl PpAOOTHUKOB 110
BOIIpocaM COHHaJIBHOﬁ IMOJIMTUKHU B OTHOIICHWU IICPCOHAJIA

ConpoBoskIeHHE T0TOBOPOB 110 OKA3aHUIO KOHCYJIBTALlMOHHBIX U
MH(GOPMAIMOHHBIX YCIYT MO PeaH3allii MEPOTIPUATHIA KOPIOPATUBHOM
COLIMAJIbHOM ITOJIMTUKH, BKIIIOYAs IPEBAPUTENBHBIE IPOLIEAYPBI 10 UX
3aKJIIOYEHUIO

Heobxomumbie ymeHust

O¢opMIATh TOKYMEHTHI IO BOIPOCaM KOPIIOPATUBHOM COIMAIIbHOM
MTOJINTUKH, IIPENOCTABIIAEMBIE B TOCYAAPCTBEHHBIE OPraHbl,
IIpe/ICTaBUTENbHbIE OPTaHbl pAOOTHUKOB

AHanM3MpoBaTh NMpPaBUIIA, MOPSAIKH, IPOLEAYPBl KOPIIOPATUBHOM
COLMAILHOM TTOJIUTUKA

OOGecrieunBaTh AOKYMCEHTAIITUOHHOC COIIPOBOKIACHUC COILIMAIbHOM
IOJIMTUKKW B OTHOIICHWHU IMEPCOHAJIA

Opranu3oBbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSIMU APXMBHOTO 3aKOHO 1aTeIbCTBA Poccuiickoit deneparu u
JIOKAJIbHBIMU aKTaMU OpraHu3aluu

[Ipou3BoauTh NpeaBapUTEIbHbIE 3aKYIIOUHBIE TPOLIEYPHI U OPOPMIIATH
COIYTCTBYIOIIYIO JOKYMEHTALHUIO 10 3aKIYEHUIO TOTOBOPOB

PaGoratk ¢ HHPOPMAIIMOHHBIMH CHCTEMaMH, HU(PPOBBIMU yCITyraMu U
CEpBHCaMH I10 BOIIPOCaM KOPIIOPATUBHOM COLMAIbHON MOJUTUKYU B
OTHOILICHUH NIEPCOHANA

dopMupoOBaTh MPEITIOKECHUE TI0 ABTOMATH3AINHU U ITUPPOBU3AIHH
npoiiecca JOKyMEHTO000pOTa, CBA3aHHOTO C pean3almeit
KOPIIOPATHBHOMN COIMATIBHOMN MOJINTHKU

ObecnieunBaTh COONIOICHNE TPEOOBaHM 3aKOHOAATENhCTBA Poccuiickoit
denepanuu U KOPIIOPATUBHBIX MOJUTHUK B 00J1aCTH 00paObOTKH
MIEPCOHANBHBIX TAHHBIX M KOH(UIESHITNAIBbHON nHOopManmu

Bectu nenoByto nepenucky

08.12.20222

Cobmo1aTh HOPMBI ATHKH JIETIOBOTO OOIIECHUS
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Heo0OxoauMbie 3HAaHUS

[Mopsimok opopmieHus, BeIeHU U XPaHEHUs TOKYMEHTAIUU 10
COLIMAJIbHOM ITOJIMTUKE B OTHOIICHHUU NIEPCOHAJIA

[Mopsimox hopMupoBanus, BeAcHHs 0a3bl JaHHBIX U MPECTABICHUS
OTYETHOCTH I10 BOIIPOCaM COLMAIBHOM MOJIUTUKU B OTHOLIEHUU
IIepCOHAJIA

TexHosornu, METOABI U METONUKHY IIPOBEICHMS AHATIN3a U
CHCTEMaTHU3allu1 JOKYMEHTOB U HHPOPMaLIUU

OCHOBBI IOKYMEHTO00OOPOTA U IOKYMEHTAIIMOHHOT'O 00eCIICYCHHUS

Tapudno-kBanuduKarmoHHbIe CIIPABOYHUKN pabOT U npodeccuit
pabounx u KBaIH(PUKALMOHHBIE XapaKTEPUCTUKU JOIDKHOCTEH
CITy’)KaIIUX, MPohecCHOHAIbHBIE CTaHIaPThI

[MTopsitok poBeACHMSI 3aKYIIOYHBIX MPOLIETYp ¥ 0hOpMIICHUS
CONMYTCTBYIOIIEH JOKYMEHTAUU

Crenmanu3upoBaHHble HHPOPMAIIMOHHBIE CUCTEMBI, ITU(PPOBBIE YCIYTH U
CEpBUCHI B 00JIACTH COLUAIBHOM MMOJUTUKH B OTHOILIEHUH [IEPCOHAA,
I'PAHMIIBI UX IPUMEHEHUS

HOpMaTI/IBHBIe IIPaBOBLIC AKTHI, OIIPEACIIAIOINEC HOMBI TPYJOBOT'O IIpaBa

OCHOBBI apXMBHOTO 3aKOHO/IATEJILCTBA U HOPMATHBHBIC TTPABOBHIC AKTHI
Poccuiickoit @eaepanuu B 00;1acTH BEACHUS JOKYMEHTAIUU 110
TIePCOHAITY

OCHOBBI HAJIOTOBOTO 3aKOHO 1aTe/beTBa Poccuiickoit deneparuu

HOpMaTI/IBHLIe IMPaBOBLIC AKTHI, PETYJIIMPYIOLIUC ITpaBa U 00513aHHOCTH
roCcyaapCTBCHHBIX OPraHoB, MPEACTABUTCIIBHBIX OPraHOB pa60THI/IKOB 10
IIpCaAOCTABJICHUIO yquHOﬁ JOKYMCHTallun

3akoHoarenscTBO Poccuiickon denepanuu 0 NEpCOHANBHBIX TAHHBIX

JlokasibHBIE HOPMATUBHBIE AKThl OPraHU3aLUN, PETYIUPYIOLIKUE TOPSIA0K
BHEAPEHUS KOPIOPATUBHON COIMATIBLHOM MOJUTHUKU U COUMATIBHBIX
MIPOTrpaMm

[Tops 10K 3aKIIF0OUEHUS T0TOBOPOB (KOHTPAKTOB)

HOpMH O9THUKHU JCJIOBOT'O OGH.IGHI/ISI

[IpaBuiia BeJieHUs 1€70BON NEPENUCKU

Jpyrue xapakTepucTuku

3.7. O600m1enHas TpyaoBast pyHKIHS

HaumenoBanue OnepanoHHOE yIpaBiIeHHEe Kon G YpoBeHb 7

MIEPCOHAIIOM U CTPYKTYPHBIM KBaJTM(pUKAITIH
1oJipa3/ielIeHueM OpraHu3aluu

[Tpoucxoxnenue
0000111eHHO! TPY0BOI

byHKIMHA

OpurnHai X | 3aUMCTBOBAHO U3

OpUTrMHaja
Kon PerucrpanuonHslii
OpUTHHAaJa HOMED
po(hecCHOHATBEHOTO
cTaHJapTa

Bo3MoxxHEBIE
HAaUMCHOBAHUSI

PykoBonuTeNnb CTpYKTYpPHOTO MOApa3e/IeHUs
HavanpHuK cTpyKTYpHOro nojipasaeneHus

08.12.20222
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JOJDKHOCTEH, Tpodeccuit

TpeboBanus k
00pa30BaHMIO U
00y4EeHHIO

Bricmiee 0Opa3oBaHue - MarucTpaTypa win

Briciee oOpa3oBanue (HenmpouiIbHOE) - MaTUCTPATypa U
JOMOJTHUTEIbHOE MPOdecCHOHAIbHOE 00pa30BaHUE - IPOTPAMMBI
npodeccrnoHaALHOM MEePEnoArOTOBKY B 001aCTH yIIPABICHHUS
MIEPCOHAJIOM I SKOHOMUKH TPYyJIa MM MEHEDKMEHTA

TpeboBanus K ONBITY
IPaKTHYECKO paboThI

He menee natu siet B 06JacTu ynpaBiIeHHs IEPCOHATIOM

K pabore

Oco0sie ycroBus Aomycka

Jlpyrue xapakTepucTUKu

I[OHOJ'IHI/ITGJ'ILHBIG XapaKTCPHUCTUKHU

HaumenoBanue Kon HaumenoBaHnue 6a30B0ii IpyIIIbL, JOIKHOCTH
JIOKYMEHTA (mpodeccun) WM CIeNUAILHOCTH
OK3 1212 Ynpasisiolye TpyA0BbIMU pecypcamMu
EKC - HauvanbHuk oTaena kaapos
- HavanpHuk oTzi€71a OpraHu3aluy 1 OIUIaThl TpyJa
- HavanpHuk oTi€1a IOATOTOBKHU KaaApOB
OKIILATP 24696 HauanpHuk oTnena (ynpasiaeHUs KaJpaMu U TPYJOBbIMU
OTHOIIICHUSIMH )
24705 HauanbHuk otnena (pyHKIMOHAIBHOTO B IPOYHUX
00J1acTsIX AESITETbHOCTH)
OKCO 5.38.04.01 DKOHOMUKA
5.38.04.02 MeHeKMeHT
5.38.04.03 YrpaBieHue NepcoHAIOM

3.7.1. TpynoBas pyHKIMS

HaumenoBanue Pa3pabotka cuctemMsl Kon G/01.7 VYpoBeHb 7
ONEPALMOHHOIO YIIPABIICHUS (moaypoBEHb)
MEPCOHAIOM U paboTOi KBaNTU(DUKAIH
CTPYKTYPHOTO TOJIpa3/IeICHUS
OpraHu3aIuu

[Tpoucxoxnenue Opurunan X | 3auMCTBOBAHO U3

TPYAOBOH (DYHKITHH OpHUTHHANA

Kon PerucrpanuonHslii
OpUTHHANA HOMED
npogeccuoHaIBLHOTO
CTaHIapTa

TpynoBeie nencTBUS

Pa3paboTka I1aHoB, IPOrPaMM U MPOLIEAYP YIIPABICHHS IEPCOHAIOM

IIoctanoBka OINCPATUBHBIX Lenen mo BOIIPOCAaM YIpaBJICHUSA IICPCOHAIIOM

Pa3paboTka npeioxkeHuit Mo CTpyKType 1nojapasaeieHus U moTpeOHOCTH
B IIEpCOHAJIE

08.12.20222

PazpaboTka npeanoxkeHuit o 00eCreYeHnI0 KaApoBOi OE30MacHOCTH,
00eCTIeYeHHIO MTEPCOHATIOM, POPMHUPOBAHUIO CHCTEM OIICHKH, Pa3BUTHS,

Cuctema TAPAHT
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OpTaHM3aINH U OTUIATHI TPY/Q, KOPIIOPATHBHBIM COIHMAILHBIM
porpaMMam M COIMAIbHON TOJIMTHKE

PazpaboTka npeanoxkeHuit o 3arpatax u GOpMUPOBaHUU OFOKETa Ha
nepcoHall

KonTpons ucnonHnenus 0roketa GoH/a OIyIaThl TPY/Ia,
CTUMYJIMPYIONIMX U KOMIICHCAIMOHHBIX BBITLIAT

Pa3paboTka npennokeHuil mo 3aKkJIF0UeHUI0 JOTOBOPOB B 00JaCTH
yIpaBIEHUS TIEPCOHAIIOM C MTOCTABIIMKAMH YCIYT U IPOBEICHHE
IpeJIBAPUTENIbHBIX MPOLEAYP MO UX 3aKIIFOUEHUIO

HeoOxomumbie ymeHMs Opranu30BbIBaTh padOTy MepcoHaa CTPYKTYPHOTO HOApa3AesICHUs
OmnpenensTs 3a1a4 epcoHaa CTPYKTYPHOTO MOAPA3IEICHUS UCXOS U3
L[EJIEN ¥ CTPAaTEruu OpraHu3aluy

CoznaBaTh ¥ ONMUCHIBATH OPTraHU3AMOHHYIO CTPYKTYPY, LENH, 3aJa4H,
(YHKIIMHM CTPYKTYPHOT'O NOJIpa3iesIeHus

[TprMeHsSTh METOIbI YIIPABICHUS MEKITUYHOCTHBIMUA OTHOIICHUSMH,
(dbopMUPOBaHUS KOMaH]I, PA3BUTHS JIUJICPCTBA U UCTIOTHUTCILHOCTH,
BBISIBJICHUSI TAJIAHTOB, OIIPE/ICTICHHs] YAOBIECTBOPEHHOCTH paboTon
OnpenensiTeh, aHATH3UPOBATH, MOJCIIMPOBATh U BEICTPAUBATh BHYTPCHHUE
KOMMYHHUKAIIIH [IepCoHaa

Pa3pabaTpiBaTh TPOEKTHBIC MPEIIOKEHUS U MEPOTIPUSATHS 110
MOBBIIICHHIO A(()EKTUBHOCTH PabOTHI MepcoHaIa

BHenpsTh cTpateruto ynpasieHHs IEPCOHATIOM

CocCTaBIsITh, PACCYUTHIBATH, KOPPEKTUPOBATH U KOHTPOJIUPOBATH CTATHU
pacxo/10B Ha MEpPCOHAN, pa3padaThIiBaTh MPEUIOKEHHS 110 3aTpaTaM Ha
nepcoHa Jyist GopMUpPOBAHUS OOIKETa

[TpencTaBisiTh MHTEPECH OPTaHU3AIMH U BECTH MIEPErOBOPHI C
MPEJICTAaBUTEIILHBIMU OpTaHaMU pa0OTHHUKOB, B3aMMOJICHCTBOBATE C
rOCY/IapCTBEHHBIMU OPTaHU3AIMSIMHI

AHanu3upoBath HHPOPMAIUIO O MOCTABIIMKAX yCIyT B 001acTu
yIpaBIeHUS MEPCOHAIIOM U 00 YCIOBUSIX 3aKII0Ya€MbIX JOTOBOPOB
[Tpon3BoIUTE MpeABAPUTETBHBIC 3aKYIIOYHBIC TTPOICAYPHI U OPOPMIIATH
COIMYTCTBYIOIIYIO JOKYMEHTAIIUIO MO 3aKJII0UEHHUIO JJOTOBOPOB
Opranu3oBbEIBaTh M MPOBOIUTH KOPITOPATUBHBIC MEPOIIPUSATHS C
HEPCOHAIOM

Paborates ¢ HHPOPMAIIMOHHBIMU CUCTEMAMH, IU(DPOBBIMU YCIyraMH U
CEpBHCAMH T10 BOMIPOCaM yMPABJICHHSI IEPCOHATIOM B YaCTH
OTIEPAIIMOHHOTO YIIPABJICHHUS TIEPCOHAIIOM U Pa0OTHI CTPYKTYPHOTO
MoJipa3ieNieHus

DopMupoBaTh MPEIOKEHHS O PeaTu3allui MEPOIPUATHH IO
obecreueHno He00X0IMMOT0 YPOBHSI KapOBOW O€30MTaCHOCTH
DopMuUpOBaTh MPEIOKESHHS 10 aBTOMATU3AIUN U [IU(PPOBU3ALIUN
nporiecca ONeparmoHHOTO YITPaBIEHHS IEPCOHATIOM U paboTOM
CTPYKTYPHOTO MOJpa3IeIeHUs

OGecneunBaTh cOOJI0ICHIE TPEOOBAaHUH 3aKOHOJATENHCTBA Poccuiickoi
®denepanyivl 1 KOPIOPATUBHBIX MOJTUTUK B 00JIACTH 00pabOTKH
MEPCOHATBHBIX JAaHHBIX W KOH(QUICHINATEHOW HH()OpMAITHN

Bectu nenoByro nepenucky

Co0r01aTh HOPMBI ATHKH JICJIOBOT'O OOIIICHHUSI

HeoOxoaumbie 3HaHUS MeTtoibl, CIOCOOBI M HHCTPYMEHTHI YIIPABICHUS TIEPCOHATIOM,
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obecrieueHns KaJIpoBoi OE30IMaCHOCTH

Ienu, cTparerus pa3BUTHs U OM3HEC-TIJIAH OPraHU3AINH

CouunanbHas MOJIUTUKA, KOPIIOPATUBHAS KYJIBTYpa, MOJTUTHUKA
YIPaBJIEHUS IEPCOHATIOM OpPraHU3aluN

MeTozbl aHaIM3a KOJMYECTBEHHOTO M KAYECTBEHHOI'O COCTaBa MEPCOHAJIA
CucTeMbl cTaHAAPTOB 10 OU3HEC-TIpolieccaM, IpodeccusiM, HopMam
Tpyna

CucreMbl, METOJIbI U (HOPMBI MATEPUAITBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHU TPyJla IepcoHalIa

TexHoMOTHH U METOBI (HOPMHUPOBAHMSI U KOHTPOJISI OIOJKETOB

[Topsimok mpoBeAeHUS 3aKYIOYHBIX TPOLEAYp U 0hOpMIICHUS
CONYTCTBYIOIIEN JOKYMEHTAUU

OCHOBBI IPOU3BOJICTBEHHOM JI€ATEIbHOCTH OpraHU3alluu

OcHoOBBI 0011Ie# U COLMANTBHOM MCUXOJIOTUH, COIIMOJIOTUH U ICUXOJIOTUI
Tpy/la, SKOHOMHUKH TPyJia, 0€30MaCHBIX YCIOBUM TPyia
OpraHu3aloHHasl CTPYKTypa OpraHu3aluu
Tapuduo-kBanupukaroHHbIe CIIPABOYHUKN paboOT U npodeccuit
pabounx 1 KBaTH(UKAIUOHHBIE XapAKTEPUCTUKU JOTHKHOCTEM
CITyXalux, npoheccuoHaIbHbIE CTAHIAPTHI

Crneunanu3upoBaHHble HHOOPMALIMOHHBIE CUCTEMBI, IIM(PPOBBIEC YCIYTH U
CEPBHCHI B 00JIACTH OTICPAIIMOHHOTO YIIPABJICHUS ITEPCOHATIOM U pabOTOM
CTPYKTYPHOTO NOJIpa3/IeJI€HUs], TPAHUILIbBl UX IPUMEHEHHUS

OCHOBHBIE METPUKHU U AaHATUTHYECKUE CPE3BI CUCTEMBI OTIEPALIMOHHOTO
yIpaBIeHUS MEPCOHAIIOM U PabOThl CTPYKTYPHOTO MOJpa3IeICHH
HopmaTuBHbBIE TPaBOBBIEC aKThI, OMPEIEISIONINE HOMBI TPYIOBOTO TIpaBa
OCHOBBI apXMBHOI'0 3aKOHO/IATE/ILCTBA 1 HOPMATUBHbBIEC TPABOBBIE AKTHI
Poccuiickoit deneparuu B 00671aCTH BeICHUS TOKYMEHTAIIUU 10
MEPCOHAY

OCHOBBI HAJIOT'OBOTO 3aKOHOaTeNbcTBa Poccuiickont denepannn
OcCHOBBI MUTPAIIMOHHOTO 3aKO0HOIaTenbcTBa Poccuiickoit deneparuu B
o0JyacTu MpUBJICUEHUS U TPYJOYCTPOINCTBAa MHOCTPAHHBIX TPaXIaH U JIHII
0e3 rpakJaHCTBA

OCHOBBI 2/IMUHUCTPATUBHOIO 3aKOHO /1aTesIbcTBAa Poccuiickoit
®denepannn B 007aCTH YIIPABIEHUS IEPCOHATIOM U OTBETCTBEHHOCTH
JTOJKHOCTHBIX JIMI]

3akoHnoarenscTBO Poccuiickont denepauu o 3auTe NepCoOHATBHBIX
JTAHHBIX

JlokanpHBIE HOPMATHUBHBIE AKTHI OPTraHU3AIMH B O0JIACTH YIIpaBICHUS
MIEPCOHAIIOM

[Topsiiok 3aKITIOYEHHS TOTOBOPOB (KOHTPAKTOB)

HopwMbI 5THKH 1€710BOTO O0IIeHUS

Jlpyrue XxapakTepucTuku | -

3.7.2. TpynoBas pyHKIUS

HaumenoBanue Peanu3zanus onepanioHHOTo Kon G/02.7 YpoBeHb 7
YIIPaBJICHUS IEPCOHATIOM U (moaypoBEHb)
paboThI CTPYKTYPHOTO KB (pUKaAIAH
HOJpa3AeIeHNUs] OpraHu3aluu
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[Ipoucxoxaenue
TPYAOBOH (hYHKITHH

Opurmnan X | 3aUMCTBOBAHO U3

OpUrMHaja
Kon Peructpanuonublit
OopUruHasia HOMED
podeCCHOHAIEHOTO
cTaHjapTa

TpynoBsie nencTBUs

[InanupoBaHue NEATEIBHOCTH CTPYKTYPHOT'O IIOApA3IEICHUs U
nepcoHaia

OrnepatuBHOE yIpaBlieHHE IEPCOHATIOM CTPYKTYPHOTO MOApPa3ICICHUS
OpraHu3aIn

Pacuer 3atpat 1o rnozpaszieieHuIo 1 MoAroToBKa MpeioKeHni s
¢dopMupoBaHus 010 KETa

Pa3paboTka cTaHIapTOB AEATEIBLHOCTH MMOIPA3/ICICHUS U YHH(DHUKAIINS
IPOLIECCOB

HpOBeI[eHI/Ie HHCTPYKTAa)Xa 110 OXpaHC Tpylda

ITocTanoBka 3a1a4 pabOTHUKAM CTPYKTYPHOTO HOAPA3/IEIeHHs,
OIpeJieIeHUe PECYPCOB JUIsl UX BBIIOJIHEHHUs, KOHTPOJIb UCTIOIHEHUS

Pa3pabotka npeanokeHuil Mo yaydlIeHUIO TIoKa3aTeslel AeITeIbHOCTH
noJipa3iesieHus

@DopMupoBaHUE OTYETOB O PAOOTE CTPYKTYPHOTO MOAPA3ICICHUS

Heo6xonumele ymeHUs

OnpenensaTs 30HBI OTBETCTBEHHOCTH U 3()(HEKTUBHOCTH pabOTHI
IIEPCOHAJIa CTPYKTYPHOT'O NIOAPA3AEIEHUs, PACIIPEAEIATD 3a1a4U U
o0ecnieunBaTh MaTepUAIbHO-TEXHUUYECKHE PECYPCHI JJIsl UX UCIIOJIHEHUS

[TprMeHsSITh METOIbI OTIEPATUBHOTO YIIPABJICHUS IEPCOHATIOM
OopraHu3aIu, o0ecrneyeHus: KaJpoBoil 0€30MacHOCTH

KOHTpOJII/IpOBaTB HUCIIOJTHCHUC HOpy“IeHI/Iﬁ " 3a71a4, CBOCBPCMCHHO
KOPPCKTHUPOBATH IJIAHBI U 3aJ1a491

Onpenensats nokasatenu 3G PpeKTHBHOCTH pabOThI IepcoHaNa
HOJpa3/IeJICHUs

VYrpaBnsTe MOTUBALIMEN MTEPCOHAIIA, €0 BOBIEYEHHOCTBIO U
JTUCIUIUIMHON Tpy1a

CocCTaBATh IJIAHBI AESITENBHOCTH CTPYKTYPHOTO MOIpa3IeieHuUs
OpraHu3aIn

CocTaBiATh, pacCCUUTHIBATH, KOPPEKTUPOBATH U KOHTPOJIUPOBATH CTAThU
PacxoJ0B CTPYKTYPHOTO TOIpa3iejeHust Juisi JOpMUPOBAHUS OI0KETOB

ITpon3BOaUTE aHANIM3 TEKYLIEH NEATEIBHOCTH CTPYKTYPHOTO
MIOAPAa3ICIICHUs U BHEIPSATH IIPOLIEYPHI 110 €€ ONTUMHU3ALUN

Hpe}ICTaBHHTB HUHTCPECCHI OpraHru3allii U BECTH IIEPETOBOPEI C
roCyJapCTBEHHBIMHU OpraHaMu, IPe/ICTABUTEIbHBIMU OpraHaMu
pabOTHHUKOB IO BOIIPOCAM TepCcoHasa

BecTu neperoBopsI ¢ MocTaBIIUKAMH YCIIYT 110 YCIIOBHSM 3aKJIFOYaEMbIX
JIOTOBOPOB

[Tpou3BoaUTh MpeaBaApUTEIHHBIC 3aKYIIOYHBIC TPOIIETYPHI U OPOPMIISTH
COITYTCTBYIOIIYIO JOKYMEHTAIIMIO MO 3aKJIIOUEHHUIO JJOTOBOPOB

[TpoBOIUTH ayTUT Pe3yabTATOB PaObOTHI C IEPCOHATIOM

08.12.20222

PaGoTaTh ¢ nHGOPMAIIMOHHBIMU CUCTEMaMU, ITU(DPOBBIMHU CEPBUCAMU TI0
OTIEPAIMOHHOMY YITPABICHUIO IEPCOHAIOM B pabOTOM CTPYKTYPHOTO
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No/ipa3iesICHUs
DopMHUpOBATH MPEAJIOKEHUS IO ABTOMATH3ALNUU U ITU(PpOBU3AITUT
OTIEPAITMOHHOTO YIIPABJICHUS MTEPCOHATIOM U pa0OTOM CTPYKTYPHOTO
Mopa3/IeICHUS

ObecnieunBath cOONMIOICHHE TPEOOBAHMI 3aKOHOATENLCTBA Poccuiickoi
denepanviv ¥ KOPIIOPATHUBHBIX MOJTUTHK B 00J1aCTH 00pabOTKH
MEPCOHATBHBIX JTAaHHBIX U KOH(QUICHINATBLHOW nH()OpMALIUN

Bectu nenoByro nepenucky

Co0:1101aTh HOPMBI ATHKHU JIEJIOBOTO OOIICHUS

HeoOxoaumeble 3HaHUS Teopun ynpasiieHusi IEPCOHATIOM M €70 MOTUBAIIUU

DopMBbI U METOBI OLICHKH MEPCOHANIA U PE3YJIbTAaTOB UX TPYJa
TexHomoruu onepaTUBHOrO yNpaBJeHUs IEPCOHATIOM OpraHu3aIul
Cuctembl, METO/IbI U (HOPMBI MATEPUATHBHOTO M HEMATEPHUAIILHOTO
CTUMYJIMPOBAHUS TPY/ia IIepcoHalia

TexHOoJIOTHH U METOBI (HOPMHUPOBAHHMSI K KOHTPOJISI OIOJKETOB

MeTo/pl yripaBiaeHus pa3BUTHEM U 3PHEKTUBHOCTHIO OPTaHU3AIINH,
METO/Ibl aHAJTN3a BHITTOJIHEHHS TUIAHOB U IIPOTPaMM, OTIPEICICHUS UX
SKOHOMHUYECKOH 3(h(PEKTUBHOCTH, METOIBI OOECIICUEHUS KaJPOBOI
0e301acHOCTH

DKOHOMMKA TpyJa

Oprann3aluoOHHO-IIITaTHAS CTPYKTypa OpraHu3aIiu

[TonutHka ynpapiieHUs IEPCOHANIOM, KOPIOPAaTUBHAs COLIMAJIbHAS
MOJINTUKA, KOPIIOPAaTUBHAS KYJIbTypa

Ilenu, cTparerust pa3BUTH ¥ OW3HEC-TUIAH OPTraHU3aIlun

MeTtoauku MIaHUPOBAHUS U IPOTHO3UPOBAHUS TOTPEOHOCTH B
nepcoHalie

[TopsinoK yperynupoBaHus TPyAOBBIX CHOPOB

TpeGoBaHust ¥ MpaBuIia MPOBEACHHS ayIuTa PaOOTHI C IEPCOHAIOM
@opMBbI COLIMAIBHOTO MAPTHEPCTBA U B3aUMOJIEUCTBUS C
MIPEJICTABUTEIHLHBIMH OPTaHaMH PAOOTHHKOB U MHBIMHU OPTaHU3alUSIMU
[Topsimox oopmiieHus: KaapOBbIX JOKYMEHTOB U NMPUAAHUS UM
FOPUINYECKON CHJIBI

Tapuduo-kBanuukalroHHbIe CIIPABOYHUKN pabOT U Tpodeccuit
pabounx M KBaTU(PUKAIIMOHHBIE XapaKTEPUCTUKH JTIOJDKHOCTEN
CITyKaIluX, npodeccruoHalbHbIE CTAHAPTHI

[Topsiiok mpoBeeHNs 3aKYMOYHBIX MPOTIEAYP B OpopMIIeHUS
COMYTCTBYIOIIEH TOKYMEHTAlNH

Crernuanu3upoBaHHbIe HHPOPMAITMOHHBIE CHCTEMBI, ITU(PPOBBIE YCIYTH U
CEPBUCHI M0 YIPABJICHUIO IEPCOHATIOM, T'PAHUIIBI X TPUMEHEHUS
OCHOBHBIE METPUKHU U aHATUTHUYECKUE CPE3bl CUCTEMbI ONIEPALIMOHHOTO
YIPaBJICHUS TIEPCOHATIOM M pabOThI CTPYKTYPHOTO TIOIpa3IeTICHUS
HopmaTuBHbIE TPaBOBBIE aKThI, ONPEJIEISAIONINE HOMBI TPYJIOBOTO ITpaBa
OCHOBBI apXMBHOTO 3aKOHO/IATEILCTBA M HOPMATHUBHBIE TTPABOBBIC AKTHI
Poccwuiickoit denepaiuu B 001aCTH BEJACHHS TOKYMEHTAILIUU IO
TepCcoHany

OCHOBBI HAJIOTOBOTO 3aKOHOIaTesbcTBa Poccuiickon denepannn
OCHOBBI MUTPAILIMOHHOTO 3aKOHOIaTeNnbeTBa Poccniickont denepannu B
o0JacTu MPUBJICUEHUS U TPYJOYCTPONCTBA HHOCTPAHHBIX TPaXIaH U JIHII
0e3 rpaKIaHCTBA
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OCHOBBI 2/IMUHUCTPATUBHOTO 3aKOHOaTeIbeTBA Poccuiickon
®denepannu B 007aCTH YIIPABICHUS IEPCOHAIIOM U OTBETCTBEHHOCTH
JIOJDKHOCTHBIX JIHIL

3akoHojiarenbcTBO Poccuiickoi denepannun 0 NepCoHaIbHbIX JaHHBIX
JlokanbHble HOPMATUBHBIC aKTHl OPraHU3AIMK B 00JIACTH YIIpaBICHUS
MepCOHAIIOM

OCHOBBI MPABOBOTO PETYJIMPOBAHUS MOPAJIKA 3AKITIOUCHUS
rPakJIaHCKO-TIPABOBBIX JOTOBOPOB B COOTBETCTBHUH C 3aKOHOAATEIILCTBOM
Poccuiickoit denepanu

[IpaBusia BeieHUs 1€7I0BOM MEPENUCKU

HopMmpl 3THKH 1€7T0BOTO OOIICHUS

Jpyrue xapakTepucTuku -

3.7.3. TpynoBast pyHKIHS

HaumenoBanue PazpaboTka 1 conpoBoxaeHNE Kon G/03.7 YpoBeHb 7
nporiecca UG POBU3aAUN U (moaypOoBEHb)
ABTOMATH3AIMH yIIPABICHHUS KBaJTH(HUKAIUN
MEePCOHAIOM

IIpoucxoxnenue Opurunan X | 3aUMCTBOBAHO U3

TpyI0BOU (QYHKIIUU OpUTHHAJA

Kon Perucrpanmonnslii
OpUTHHAJA HOMEp
1po(hecCuOHATILHOTO
CTaHaapTa
TpynoBsle neifcTBus Pa3paboTka mpeioskeHuil o aBToMaTu3aluy U HUPpOoBU3aLUU

IIPOLIECCOB YIPABJIECHUS IEPCOHAIOM
dopmynupoBaHue Lesel 1 3a/1a4 aBTOMaTH3alMK U IM(poBU3aLnu B
paMKax cTpaTerud (yHKIIMU YIPABICHUsS TIEPCOHATIOM, O0IIEH CTpaTeruu
OpraHu3aliy U odecreyeHns KaJpoBoi 6e301acCHOCTH

Koopaunarus u sxcriepTusa pa3padoTKu cxeM HHPOPMAIIMOHHOTO
o0MeHa, HOPMAaTUBHO-CIIPaBOYHON MH(OPMAIINH, 3JTEKTPOHHBIX
JIOKYMEHTOB M CHCTEM aBTOMAaTH3allU{ MTPOLECCOB YIPaBICHUS
NIEPCOHAJIOM

Koopaunanus u sxcnepTr3a pazpaboTku cxeM HH(POPMaIMOHHOTO
oOMeHa, HOpMAaTUBHO-CIIPABOYHON MH(POPMAIINH, SJTEKTPOHHBIX
JIOKYMEHTOB M CHCTEM aBTOMAaTH3allU{ MTPOLECCOB YIPaBICHUS
NIEPCOHAJIOM

Koopaunanwus pa3paboTku 1 corilacoBanne (yHKIIMOHATBHBIX
TpeOOBaHUH K aBTOMATU3ALUHN U HUPPOBU3ALMU POLIECCOB YIIPABICHUS
MEPCOHAJIOM, B TOM UHKCie TPEOOBAHUHN K MOJIb30BATEIBCKUM
uHTepdeiicaM 1 madiaoHam

CornacoBaHue perjiaMeHTOB U HHCTPYKIUN 1O paboTe ¢
ABTOMATHU3UPOBAHHOW CUCTEMOM B 00JaCTH MPOLIECCOB YIIPABIICHUS
NIEPCOHAJIOM

ConpoBox/ieHne U QyHKIMOHAIbHAS TPHEMKa CUCTEM LIU(POBHU3ALIH U
aBTOMAaTHU3AlMK IIPOLIECCOB YIIPABJICHUSI IEPCOHATIOM Ha 3Tarax
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POCKTHPOBAHUS, TECTOBOI U ONBITHO-NIPOMBIIIUIEHHON SKCILTyaTalluy
Opranuzanus o0y4eHus: CIEeIHaIMCTOB 110 YIPABJICHUIO EPCOHATIOM
UCTIOJIb30BaHUIO CHCTEM aBTOMATU3AIIUH U IU(PPOBU3AINN YITPABICHHS
NEPCOHAIOM U NMPOQecCHOHAIBHON NOJACPKKU NOJIb30BaTeNIeH
Opranmnzanys GyHKIHOHAILHOTO MOHUTOPUHTA PA0OTHI CUCTEM
aBTOMAaTU3alMK U HUGPOBU3AIMH YIIPABICHUS IEPCOHATIOM U
po(hecCHOHATLHOM MOIEPKKH MMOJIh30BaTeNeih

Benenue npoeKkTHOM, I10JIb30BATENBCKON U SKCIIITyaTallHOHHON
JOKyMeHTaIuu (B 06J1acT (QYHKIIMOHAIBHBIX BO3MOXKHOCTEH ) Ha
CHCTEMBI aBTOMATH3AIMH U IU()POBU3ALINY IIPOLIECCOB YIPABICHHS
MEPCOHAIOM

DopmyupoBaHHEe MPEIOKEHUH 110 MOAECPHHU3AINUN U PA3BUTHIO
CYILIECTBYIOIIUX CHCTEM aBTOMATHU3aIMK U HU(POBU3AIUH YIIPABICHUS
EPCOHATIOM

Ob6ecnieunBath cobmoaeHne TpedboBaHmil 3aKkoHoaTeNnbCTBa Poccuiickoit
®denepanyivi ¥ KOPIIOPATUBHBIX IMOJIMTHUK B 00JIACTH 00pabOTKH
MEPCOHAIBHBIX JaHHBIX U KOH(QUICHIHMAIBbHON nH(OpMaLIUU
Heo6xonumele ymeHUs CoOupatp, aHATH3UPOBATH U CUCTEMATU3UPOBATH HEOOXOAUMYIO
uH(pOPMALIKIO JUIS aBTOMATH3AIUU U HU()POBU3ALUYU TIPOIIECCOB
yIpaBJeHUs IEPCOHATIOM U 00eCIIedeHUsI KaIpoBOH O€30MMaCHOCTH
YrpaBnars GyHKIMOHATEHBIME TPEOOBAHUSMU, 3TAallaMH MPOEKTOB
aBTOMATH3aIMK ¥ IU()POBU3ALNH YIPABICHUS IEPCOHAIIOM,
W3MEHEHHUSMHU B HUX

Paborate B cuctemax yrpasieHUs IPOEKTaMU, TPEOOBaHUSIMU U
J0pabOTKaMU 10 HUM

Pa3pabaTriBaTh TECTOBBIE U IPUEMOYHBIE CIIEHAPUH IEMOHCTPAITMOHHBIX
¥ 00y4JarolMX MaTepuajIoB

OpraHu30BbIBaTh U MPOBOAUTH O0YYAIONIUE U KOHCYJIbTAl[HOHHBIE
MEPOTIPUATHS IS TIOJH30BATENCH CHCTEM aBTOMATH3AlNHU H
U(POBU3ALMH TPOIIECCOB YIPABIECHUS IEPCOHATIOM

PaboTaTh B cucTeMax aBTOMaTHU3AlMK U IU(PPOBU3AIUHU TTPOLIECCOB
yIIpaBJIEHUS IEPCOHAIOM

['0TOBUTH M 3alIUIATh SKOHOMHYECKUE U Ka4eCTBEHHBIE 00OCHOBAHUS U
3¢ PeKTh aBTOMATU3aMU U HU(POBU3ALUH MTPOLIECCOB YIIPABICHUS
NIEPCOHAIIOM

Co06m101aTh HOPMBI 3TUKH JIEJIOBOTO OOLIEHHUS

HeoOxonnmbie 3HaHUS Mertob! yrpaBieHUs pa3BUTHEM U dPPEKTHBHOCTHIO OpraHU3aINH,
METO/IbI aHAJIN3a BHIMOJIHEHUS IJIAHOB U IIPOTPaMM, OTIpe/IeIeHus UX
SKOHOMUYECKON 3 (PEKTUBHOCTH, METOIBI OOECTICUEHHUs KaJPOBOI
0€3011aCHOCTH

MeTomb! o1leHKH paboThI CTPYKTYPHBIX TOPAa3/IeIeHUH, pe3yIbTaTOB U
7 (HEKTUBHOCTH IeATEIHHOCTH

MeTobl IPOBEACHNUS ayIUTa U KOHTPOJIJIMHTA OTIEPAaTHBHBIX
yIpaBJIEHYECKHUX MPOLIECCOB

TexHOJIO0ruH, METO/IbI U METOIMKH MIPOBEICHUS aHAIN3a U
CHCTEMaTH3aIlMH JOKYMEHTOB W MHPOPMAIIUU

[TonuTHka yrpaBieHHUs IEpCOHAIOM, KOPIOPATUBHAS COLIUATIbHAS
TIOJINTHKA, KOPIOPATHBHAS KYJIBTYpa

Tapudno-kBanuQukannoHHbIe CIPABOYHUKN PabOT U npodeccuii
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pabounx M KBaTM(PUKAIMOHHBIC XaPAKTEPUCTUKH JOJHKHOCTEH
CITyXalux, MpoheccroHaIbHbIC CTAHIAPTHI

OcHOBBI yIpaBJICHHSI MPOCKTaMu (TPUMEHHUTEIHLHO K MMPOEKTaM B cepe
WH()OPMAITMOHHBIX TEXHOJIOTHA)

OCHOBBI IPOEKTUPOBAHUS U TIOCTPOCHUS HHPOPMAITMOHHBIX CUCTEM,
OCHOBHbBIE TEXHOJIOTUH U TPEH]IbI, UMEIOLINE OTHOILIEHHUE K cepe
YIPABJICHHS IEPCOHATIOM

OCHOBBI JIMIICH3UPOBAHUS MPOTPAMMHOT0 00ecIIedeHHsI, 00pa30BaHUs
LIEH Ha IPOrpaMMHBIE CPEJCTBA U OLIEHKH CTOMMOCTH BJIA/ICHUS
WH(OPMAIMOHHBIMU CUCTEMaMU

OCHOBHBIE TTOJIOKEHUS TPAKIAHCKOT0 3aKOHOAaTesIbcTBa Poccuiickoit
Deneparyivl B 00JIaCTH HHTEIUICKTYAIBHON COOCTBEHHOCTH

Ilenu u cTparerust pa3BUTHs OpraHU3aluU

HopmaTuBHbIE TPaBOBBIEC aKThI, OMPEIEISIONINE HOMBI TPYIOBOTO ITpaBa
OCHOBBI apXMBHOI'0 3aKOHO/1ATE/ILCTBA 1 HOPMATUBHbBIE TPABOBBIE AKThI
Poccuiickoit ®denepanuu B 001acTy BEAEHUS TOKYMEHTALIUU 10
MEPCOHAIY

OCHOBBI HAJIOTOBOTO 3aKOHOIaTesIbeTBA Poccuiickon deaepannn
OCHOBBI 2JIMUHUCTPATUBHOIO 3aKOHO/1aTesIbcTBAa Poccuiickoit
®Deneparyiy B 00JIACTH YIIPABJICHUS ITEPCOHATIOM U OTBETCTBEHHOCTH
JTOJIKHOCTHBIX JIMI]

3akoHoarenscTBo Poccuiickoit denepaniy 0 NepCOHANBHBIX TAHHBIX
TpeboBanwus 3axononatenscTea Poccuiickoit @enepanuu B od6mactu
MIPUMEHEHHUS 3JI€KTPOHHON MOANNCH

JlokanpHbIE HOPMATUBHBIE JOKYMEHTHI OPraHU3aIuy B 00J1acTH
YIPaBJICHHS IEPCOHATIOM

[Topsimok 3aKyrnoOYHOM EeATeTEHOCTH, 3aKJIFOUCHHS I BEJICHUS JOTOBOPOB
(KOHTPaAKTOB)

Hopwmsl 5THKE 1€710BOTO 00IIIEHUS

Jlpyrue xapakTepucTuku -

3.7.4. TpynoBast pyHKIMS

HaumenoBanue AJMUHUCTPUPOBAHNE Kon G/04.7 YpoBeHb 7
MIPOLIECCOB ONEPALIMOHHOTO (ToDypOBEHB)
yIIpaBJICHUS TIEPCOHAIIOM U KBaJTU(UKAITIH

paboToil CTPYKTYpPHOTO
NoJipa3/iesieHusl OpraHu3aluy u

COOTBETCTBYIOILIETO
JIOKYMEHT0000poTa

[Ipoucxoxnenue OpurnHasl X | 3aUMCTBOBAHO U3

TPYAOBOH (hyHKIHH OpUT'MHAaJIa

Kon Peructpanmonubiit
OpUTMHajIa HOMEp
npodeccroHalIbHOTO
CTaHzapTa
| Tpynoseie neiicTBus ] AHanu3 MporeccoB T0KyMEHTO000pOTa, JIOKAIBHBIX IOKYMEHTOB IO \
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BOIPOCAM OIEPAIMOHHOTO YIPABIICHHUS IEPCOHAIOM U paboTON
CTPYKTYPHOTO MOApa3ieieHus], ON3HEeC-IpOIECCOB OpraHU3aIiH,
yJIOBJIETBOPEHHOCTH NIEPCOHANA

JlokyMeHTalmoHHoe 0(hopMIICHHE PE3YJIbTATOB OMEPALIMOHHOTO
yIIpaBJICHUS MepcoHaia U paboThl CTPYKTYPHOTO MOAPA3eIICHHS,
pE3yNbTaTOB ayAuTa paboThI C MIEPCOHATIOM

IToaroroBka NnpeuIoKEHUN 110 PA3BUTHIO CUCTEM OIIEPALMOHHOTO
yIpaBJI€HUs IEPCOHAIIOM U PaOOThI CTPYKTYPHOTO MO/Ipa3AeIeHus, 110
HEOO0XOIUMBIM KOPPEKTUPYIOUTHM U IIPEBEHTUBHBIM MEpaM

PazpaboTka cucTeMbl aHaJIM3a U KOHTPOJIA pabOThI IEPCOHANA,
MEPOIPUATHI 110 00ECIIeUeHUI0 KaJIpOBOM 06€30M1acHOCTH

KoHTpob, cpaBHEHNE U aHAJINA3 MPOIIECCOB B 00JIACTH OTIEPATUBHOTO
yIpaBJICHUS MIEPCOHATIOM, PE3YJIbTATOB YIPABIECHYECKHX MEPOIPUITHIA,
orpeenieHue GaKTOPOB, BHI3BIBAIONIUX OTKIOHEHUE OT TUIAHOBBIX
rnokasareJieit

[ToaroroBka n 006paboTKa 3aIIPOCOB, YBEIOMIICHUH, CBEICHUH O
paboTHUKAX B rOCYJapCTBEHHbIE OpraHbl, IPO(heCcCHOHATbHBIE COIO3bI,
OOIIECTBEHHBIE OPTaHNU3aLUU

ComnpoBox/ieHHE JJOTOBOPOB OKA3aHUs YCIIYT 110 BONIPOCaM OIepaTUBHOIO
yIpaBJICHUS IIEPCOHAIOM U PAOOTOM CTPYKTYPHOT'O MOAPa3ACICHHUS,
BKJIIOYasl [TPeIBAPUTEIIbHBIE IPOLIEYPHI MO UX 3aKIHOYEHUIO

[ToaroroBka npeanoxeHui mo (GOpMUPOBAHHIO OIOKETA HA TICPCOHAT
OpraHu3alnu

BrimonHenune TpeboBaHui 110 XpaHESHUIO HHPOPMAITUH O PE3yIbTaTax
JEHCTBHS CUCTEM OTEPAIIMOHHOTO YIIPABICHUS MIEPCOHANIOM U paboTOM
CTPYKTYPHOTO MOAPa3ICICHHSI

Heo6xonumele ymMeHUs

KonTponupoBats MeponpusTHs 110 00eCreueHHI0 KapoBOi
0€30MaCHOCTH, TPOIIECCHI YITPABICHHS IEPCOHATIOM TOIpa3 IeIIeHUH,
OTIPeIeNIATh UX PE3YJIbTaTUBHOCTD U BBIABIATH (PAKTOPHI OTKIOHEHUH OT
TUTAHOBBIX MTAPAMETPOB

Pa3zpabarbiBaTh nporpaMMbl JOCTHKEHUS 1I€JIeH U OTIEpPaTUBHOTO
peLIeHMs 3a/1a4 Moapa3IeICHUI

AHanu3upoBatk, pa3padbaTbiBaTh U 0QOPMIISATE JOKYMEHTHI 10
OIIEPATUBHBIM IIPOLIECCAM U UX PE3yJIbTaTaM

[TpoBOAUTH ayAUT KaaPOBBIX MPOIIECCOB, TPOLIETYP, OGOPMIICHUS
KaJIpOBBIX JOKYMEHTOB M IOKYMEHTOB IO YIIPABJICHUIO MIEPCOHATIOM

KoHTponmpoBaTh pacxoJj0BaHNE OIOPKETOB Ha TIEPCOHAI

OdopMIsATh TOKYMEHTHI TIO OTIEPAIIMOHHOMY YIIPABICHUIO IEPCOHAIIOM H
paboTe CTPYKTYPHOTO MOApa3IeIeHUs, IPE/ICTaBIsIeMbIE B
rOCy/IapCTBEHHBIE OPTaHbI, IPEACTABUTEIbHBIC OPTaHbl pAOOTHUKOB

ObecnieunBaTh JOKYMEHTAIIMOHHOE COMPOBOKICHHE MO0 CHCTEMaM
OIEPALIMOHHOTO YIIPABJICHUS TIEPCOHAIIOM U PabOTE CTPYKTYPHOTO
0/Tpa3ICIeHIUS

Opranu3oBbIBaTh XpaHEHNE JOKYMEHTOB B COOTBETCTBUH C
TpeOOBaHUSAMU TPYI0BOTO M apXUBHOIO 3aKoHOAaTeIbcTBa Poccuiickoit
denepaly U JOKAJIbHBIMYA aKTaMU OpraHU3alu1

KOHTpOHHpOBaTB HCIIOJIHCHUC JOTrOBOPOB MOCTABIIUKOB YCIIYT IO
BOIIpoCaM I€pCcoHalIa

08.12.20222
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3aKYNOYHYIO JTOKYMEHTAIHIO

[IpoBoANUTH IEPETOBOPHI U MPEACTABIATH HHTEPECHl OPraHU3AINH B
TOCYIapCTBEHHBIX OpraHax, MPeICTaBUTEIBHBIX OpraHax pabOTHHKOB TIO
BOIIPOCaM IepcoHasa

Bectu nenoByro nepenucky

Becrtu yueT u peructpanuio J0KyMEHTOB B UH()OPMAIMOHHBIX CHUCTEMAX
Y Ha MaTepHaJIbHBIX HOCUTEJISIX

Paboratb ¢ nHQOPMAITMOHHBIMU CUCTEMAaMU, IU(PPOBBIMH yCITyraMu U
cepBHCaMU B 00JIaCTH ONEPALIMOHHOTO YIIPABJICHHS IEPCOHATIOM U
paboToil CTPYKTYpPHOTO Opa3ACIICHUS

dopMUpoBaTh NPEUIOKEHUS 10 aBTOMATU3alUU U IUPPOBU3ALIUN
nporiecca ONepaMoHHOTO yIPaBICHHs IEPCOHATIOM U paboTON
CTPYKTYPHOTO MOAPA3ICICHHUS

ObecrieunBaTh COOJIOICHUE TPEOOBAHMM 3aKOHOAATENLCTBA Poccuiickoit
®denepanvi U KOPIOPATUBHBIX MOJIUTUK B 00JIACTH 00pabOTKH
MIePCOHANBHBIX TAHHBIX U KOH(DUICHITHAIbHON HHDOpMamm

Bectu ngenoByro nepenucky

Co0ro1aTh HOPMBI ATHKH JI€JIOBOTO OOIICHUS

HeoOxoaumbie 3HaHUS MeTtos! ynpaBiaeHus pa3BUTHEM U 3((HEKTUBHOCTHIO OpTaHU3AIIHH,
METO/IbI aHAJIM3a BBIMOJTHCHUS [IJIAHOB U TIPOTPaMM, OTNIPEICICHHS HX
HKOHOMMYECKOI 3(pPeKTUBHOCTH, METOBI 00ECTICUeHUS KaIPOBOM
0e30macHOCTH

MeTo/IbI OTICHKH pa0OThI CTPYKTYPHBIX MOAPA3ICIICHHN, PE3yIbTATOB
TpyJa nepcoHasna

MeTo/16I TPOBEICHUS ayIUTa ¥ KOHTPOJUIMHTA ONIEPAaTHBHBIX
yIpaBICHUYECKUX MPOIECCOB

@DOpMBI U CHCTEMBI MAaTePUATBHOTO U HEMATEPHATLHOTO
CTUMYJIMPOBAHUS TPyJia epcoHaa

OCHOBBI IOKYMEHTAIIMOHHOTO 00€CTICUeHUS

[Topsnox oopmiieHus, BeACHUS U XpPaHEHUS TOKYMEHTALIUU IO
cCECTEeMaM OTEepPaIlMOHHOTO YIIPaBJICHUS IEPCOHAIOM H padoTe
CTPYKTYPHOTO MOAPA3ICICHHUS

[MTopsimox hopMupoBaHUs, BEACHHS 0a3bl TaHHBIX U MPEAOCTABICHHUS
OTYETHOCTH TI0 CUCTEMAaM OINEPALMOHHOTO YIIPABIEHUS MIEPCOHATIOM U
paboTe CTPYKTYPHOTO MOIpa3ieICHUs

TapudHo-kBamMpUKaAIMOHHBIE CIIPABOYHUKH pabOT U MpodeccHii
pabovrX U KBATU(UKANMOHHBIC XaPaKTEPUCTUKH JOJKHOCTEH
CIyKamux, rnpodeccrnoHalbHbIe CTaHIAPTHI

HopMmaTtuBHBIE TpaBOBBIC aKThI, PETYIUPYIOINIUE TPaBa U 00SI3aHHOCTH
TOCYJapCTBEHHBIX OPTaHOB M OPTaHU3AIUH IO MTPEIOCTABICHUIO YIETHOM
JIOKYMEHTAIIH!

[Topsitok IpoBEACHMSI 3aKYIIOYHBIX MTPOIIETYP U 0DOpMITCHUS
COIYTCTBYIOIIEH JOKYMEHTAINH

[TonmuTHKa yripaBiIeHUs TIEPCOHAIIOM U COITHANIbHAS TTOJIUTHKA
OpraHu3aIu

Oprasu3anuoHHO-IITaTHAS CTPYKTypa OPTaHU3aIHH

Ilenu u cTparerusi pa3BUTHs OpraHU3aIUU

busnec-nnan u Gu3Hec-npoIecchl OpraHu3aluu

Crneunanu3upoBaHHble HH(OPMALMOHHBIE CUCTEMBI, HU(POBBIE YCIYTH U
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CEPBHCHI B 00JIACTH OMEPAITMOHHOTO YIIPABIICHUS IEPCOHAIIOM B pabOTOM
CTPYKTYPHOTO NOApPa3ACICHUS, TPAHUIIBI KX PUMEHEHUS

OCHOBHBIE METPUKHU U aHAIUTHYECKUE CPE3bI CUCTEMBI ONEPALIUOHHOTO
YIpaBJICHUS IEPCOHATIOM M pabOThI CTPYKTYPHOTO MOAPA3ACIICHUS
HopmaTuBHbIE paBOBBIE aKThI, ONPEEISAIONIME HOMBI TPYJIOBOTO ITpaBa
OCHOBBI ApXMBHOI'0 3aKOHO/IATENILCTBA U HOPMATUBHBIE IIPABOBBIEC AKTHI
Poccutickoit deneparuu B 007aCTH BECHUS JOKYMEHTAIIUH 110
TepCOHAIY

OCHOBBI HAJIOTOBOTO 3aKOHO 1aTesbeTBa Poccuiickoit deneparuu
OcHOBBI MUTPALIMOHHOTO 3aKOHO1aTeNnbeTBa Poccuiickoit denepanuu B
00J1aCTH IPUBJICYCHHS U TPYAOYCTPOHCTBA MHOCTPAHHBIX TPAXKIAH U JIHII
0e3 rpakJIaHCTBA

OCHOBBI a/IMMHUCTPATUBHOIO 3aKOHO 1aTe/IbcTBA Poccuiickoi
®denepanuu B 001aCTH YIIPaBICHUS IEPCOHAIOM U OTBETCTBEHHOCTH
JIOJDKHOCTHBIX JIHIL]

3akoHo1arenscTBO Poccuiickon denepanuu 0 NEpCOHANBHBIX TaHHBIX
JlokanbHble HOPMAaTHUBHBIE IOKYMEHTHI OPTaHU3alluK B 00JIaCTH
YIIpaBJICHUS] IEPCOHATIOM

[Topsa0K 3aKIIFOUYEHHS TOTOBOPOB (KOHTPAKTOR)

[IpaBua BeneHus AEI0BOM NEPENUCKU

Hopwmbl 5THKN 1e10BOro o0eHus

Jlpyrue xapakTepucTUKu

3.8. O6o0mennas TpyaoBast pyHKIUS

HanmenoBanue CrpaTerndyeckoe ynpasieHUe Kon H YposeHb 7
IIEPCOHAIIOM KBaJIM(pUKALIH
IIpoucxoxnenue Opurmnan X | 3aMMCTBOBaHO U3
0000IIIEHHON TPYIOBOM OpUrvHaja
byHKIIUU
Kon Perncrpanmonnslii
OpUTHHAaNa HOMEp
po(hecCuOHATILHOTO
CTaHJapTa

Bo3moxHbie
HAaMEHOBAHHS
JOJDKHOCTEH, Tpodeccuit

JupekTop 1o nepcoxainy

JrpekTop 1mo ynpaBieHUIO TEPCOHATIOM

3amMecTUTeNb IUPEKTOPA MO YIPABICHUIO IEPCOHATIOM

3aMeCTUTENb F'€HEPAIbHOIO TUPEKTOPA IO YIPABIEHHUIO IEPCOHAIOM

TpeboBanus k
00pa30BaHHIO U
00y4YEeHHIO

Beiciiee oOpa3oBaHue - MarucTpaTrypa win

Bricuiee o6pa3oBanue (HenpopuiIbHOE) - MarucTpaTypa u
JOTIOTHUTEIbHOE TPO(decCHOHabHOE 00pa30BaHuUE - TPOTPAMMBI
npodecCHOHATBLHOM MEePEeTnoAroOTOBKH B 00JaCTH YIIPABICHHS
NEPCOHAIOM MJIM CTPATErMYECKOT0 YIIPABICHMUSI

TpeboBanus K OMBITY
MPAKTUYECKOU PabOThI

He menee msatu et B o0mactu YIIpaBJICHHUA IICPCOHATIOM HA PYKOBOIAAIINX
JOJIKHOCTAX

Oco0pble ycroBHst JOITycKa

08.12.20222
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K pabore

Jlpyrue xapakTepucTuku | -

I[OHOJ'IHI/ITCJ'IBHI)IG XapaKTCPUCTUKHU

HaumenoBanue Kon HaumenoBanue 6a30Boii rpymiibl, J0HKHOCTH
JIOKYMEHTA (mpodeccun) UM CeUaTbHOCTH
OK3 1212 Ypasisomue Tpy10BBIMU pecypcaMu
EKC - 3aMeCTUTENb AUPEKTOPA MO YIPABICHUIO IEPCOHATIOM
OKIIATP 25042 HavanpHuk ynpasineHus (criequaau3upoBaHHOTO B
MIPOYMX OTPACIISX)
OKCO 5.38.04.01 DKOHOMHMKA
5.38.04.02 MenemxMeuT
5.38.04.03 YpasieHue nepcoHagoM

3.8.1. TpynoBas ¢pyHKIHs

HaumenoBanue Pa3paboTka cuctemsl Kon H/01.7 YpoBeHb 7
CTPATETUYECKOr0 YIPaBICHUS (moxgypoBeHb)
MIEPCOHAJIOM OPTaHU3AINH KBaJIU (DKLU
[Ipoucxoxnenue Opurunann X | 3aUMCTBOBAHO U3

TPYAOBOH (DYHKITHH

OpUTrHHazia
Kon Perucrpanmonnsiit
OpHUTHHaNa HOMEp
npohecCuOHaTBLHOTO
CTaHIapTa

TpynoBeie nencTBUs

ITocTaHOBKA CTpAaTerMYECKUX LEJEH B YIIPABICHUH MTEPCOHATIOM U
o0ecrneyeHnt KaapoBoi 0€301acHOCTH

Pa3paboTka KOpopaTUBHOH MOJIUTHKH, IUTAHOB, IPOrpamMM, IpOLEayp U
TEXHOJIOTHIl YIpaBJI€HUs! IEPCOHAIOM

Pa3paboTka KOpOpaTUBHOM KYyJIbTYpPbI U COLUAIIEHOM MOJTUTUKH, CUCTEM
MOTHBAIMH, 3Q(HEKTUBHOCTH, OLIEHKU U Pa3BUTHsI IEpCOHANA

cDOpMI/IpOBaHI/Ie CHUCTCMBI OIIJIATBI U OpTraHu3allvui TpyJa IICpCOHAJIa

Pa3paboTka cuctemMbl OpraHU3alIOHHOTO MPOEKTUPOBAHUS,
IUIAaHUPOBaHKUE NOTPEOHOCTH B NIEPCOHAJIE OPraHU3aALUU

Pa3paboTka mporpaMm, IpUHILIKIIOB CTaHIAPTU3ALMH, YHU(PUKAIIH,
ABTOMATHU3AIMH MTPOIIECCOB YIIPABJICHUS TEPCOHATIOM U 0€30TMaCHBIX
YCJIIOBUU TpyAa

(I)OpMI/IPOBaHI/Ie 6IOIl)KCTa Ha NCPpCoOHA

Pa3zpaboTka TexHoyoruii ayauTa paboThl C IEPCOHATIOM M KOHTPOJUTHHTA

Heobxomumbie ymeHust

Pa3pabartbiBaTh CTpaTeruy U NOJUTHKYU YIIPABIICHUS IEPCOHANIOM,
o0ecreyeHns KaJpoBoi 6€30MacCHOCTH

Co3znaBaTh ¥ ONKMCHIBATh OPTAHU3ALMOHHYIO CTPYKTYPY, LEIH, 3a0a4H,
(YHKIMU CTPYKTYPHBIX MOAPa3AeICHUNA U TOJKHOCTHBIX JIUI]

[IpuMeHATh METOIBI YIIPABICHUS MEAKITMUHOCTHBIMU OTHOIIICHUSIMU,
(dbopMUPOBaHUS KOMaH]I, Pa3BUTHS JTUIEPCTBA U UCTIOTHUTEILHOCTH,
BBISIBJICHUSI TAJIAHTOB, ONIPE/IETICHHS YAOBIETBOPEHHOCTH paboTo
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OnpenensaTs U aHAIU3UPOBATh BHYTPEHHUE KOMMYHHUKAIUY,
MOJEJIMPOBATh ITOBEACHUE NIEPCOHATIA

HpeIICTaBJISITB HHTCPCChI OpraHru3al B roCyJapCTBCHHLBIX OpraHax, BO
BSaHMOHeﬁCTBHH C IpE€ACTaBUTCIIPHBIMU OpraHaMu pa6OTHI/IKOB 110
BOIIpOCaM IepcoHalia

CocTaBisTh, PACCUUTHIBATH, KOPPEKTUPOBATH U KOHTPOJIUPOBATH CTAThU
pacxo/10B OIOKETOB M (POHIOB HA TPOTPAMMbI U MEPOTIPUSTHSI 1O
YIPaBJIEHUIO IEPCOHAIOM OPraHU3aLUuU

[TpoBOANTH ayIUT M KOHTPOJUIMHT B 00JaCTH yNPaBJICHUSI IEPCOHATIOM

Pa3pabaTbIiBaTh KOPIIOPATUBHBIE COLMANIBHBIE IPOTrPaMMBbl

Bectu IEPETOBOPLI 110 BOIIPOCaM COLHMAJIBHOI'O IMApTHEPCTBA C
MNpEACTaBUTCIIbHBIMU OpraHaMu1 pa6OTHI/IKOB

PaboTarh ¢ MH()OPMAITMOHHBIMU CUCTEMAMH, YCIIyTaMH U CEpPBUCAMHU B
00J1aCTH CTPATEIrMYECKOI0 YIPABICHHSI IEPCOHATIOM

dopmupoBaTh MPEIOKEHUS 110 ABTOMATH3ALUH U IU(PPOBU3ALIUH
nporecca pa3paboTKU CTPATErHH padOThI C IEPCOHATIOM

OpranuzoBbIBaTh MEPONIPUATHUS IO 00ECTICUSHHIO BBITTOJIHEHUS
TpeOOBaHUI OXpaHbI TPYla B COOTBETCTBUU C JACHCTBYIOITUM
3aKoHo/1aTenscTBOM Poccuiickoit denepanuu v JIOKaJIbHbBIMU aKTaMU
Opra"u3aluu

Opranu3oBbIBaTh U MPOBOJUTH MEPONIPUSITHS C IEPCOHAIIOM B
COOTBETCTBUHU C KOPIIOPATUBHON COLMAIIBHOW MOJIUTUKON

OO6ecrieunBath COONMIOICHIE TPEOOBAHUI 3aKOHOJATENIbCTBA PoccHiickoi
denepanuu U MOIUTHK paboToaaress B 001acTi 00paboTKH
MIEPCOHAIBHBIX TAaHHBIX W KOH(OUICHITNAILHON HH(pOpMaIm

Bectu nenoByro nepenucky

Co0:1101aTh HOPMBI ATHKH JIEJIOBOT'O OOIIIEHUSI

HeO6XOI[I/IMBIe 3HaHUA

MeToss! ynpaBiaeHus pa3BUTHEM U 3P(GEKTUBHOCTHIO OPTaHU3AIIHH,
AaHaJIN3a BBITIOJITHCHU S IIJIAHOB U nporpaMM, onpeneneHI/m nux
HKOHOMUYECKOH d(HPEKTUBHOCTH, METOABI OOECTIEUeHHUs KaIpOBOI
0e30macHOCTH

Mertobl O11eHKH paboThl CTPYKTYPHBIX OJpa3IeNeHul, pe3yIbTaToB
TpyJa NepcoHana

MeToibl IPOBEICHUS ayJUTOB, KOHTPOJUTMHTA YIIPABICHYECKUX
HPOIIECCOB

MeTtoapl aHaIM3a KOJIWYECTBEHHOI'O U KaYECTBEHHOI'0 COCTaBa IepcoHaJia

MeTtoapl OpTaHHU3allMOHHOI'O MMPOCKTUPOBAHU

CucTemMBbl CTaHIAPTOB MO OM3HEC-TIpoIeccam, MpodeccusiM, HOPMbI Tpyaa

CucreMsbl, METOIBI U (HOPMBI MATEPUATBHOTO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUS TPyia epcoHaia

MeTtoapl aHanM3a COUANBHBIX TPOTPAMM U ONIPEAETIECHUS X
HKOHOMUYECKOM 3hpexTBHOCTH

TexHonornu U MeTOAbI GOPMHUPOBAHUS U KOHTPOJISI OFO/IKETOB Ha
HIepCOHAI

TpeboBanus 0XpaHbl U O€30MACHBIX YCIOBUH Tpyia

Ilenu, crparerus, KOpHopaTUBHAs COLUAIIbHAS ITOJUTUKA U ITOJIUTHKA T10
IIEPCOHAITY, KOPIIOPATHBHAS KYJIbTypa

OCHOBBI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIILHOCTHU OpTraHHU3allun

08.12.20222
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OCHOBBI YIIpaBJICHHUA CONUAJIBHBIM PA3BUTHUCM OpraHnu3allun

MeToabl IPOBEACHHUS COIMOIOTHUCCKUX UCCIICIOBAHMM, H3yYEHHUS
00IIECTBEHHOIO MHEHUS

OpranuzaloHHasi CTPYKTypa OpraHu3aluu

Tapudno-kBanuduKamoHHbIe CIIPABOYHUKNA padOT U podeccuit
pabouux U KBATU(UKAIMOHHBIE XapAKTEPUCTUKU JOIDKHOCTEH
CIIY’>KallIMX, POo(eccroHaIbHBIC CTaHIaPThHI

Criermanu3upoBaHHbIe HH(OPMAIIMOHHBIE CUCTEMBbI, TU(PPOBBIEC YCIYTU U
CEpPBUCHI B 00JIACTH CTPATEIrMYECKOI0 YIIPABICHUS IEPCOHATIOM, IPAHULIbI
UX IPUMEHEHUS

OCHOBHBIE METPUKH U AHAIUTUYECKUE CPE3BI CTPATETUYECKOTO
YIIPABJICHNS [IEPCOHATIOM

HOpMaTI/IBHHC IMPAaBOBBIC AKTHI, ONIPEACTIAIOINE HOMBI TPYAOBOT'O IIpaBa

OCHOBBI aPXUBHOTO 3aKOHO/IATEJILCTBA U HOPMATUBHBIC ITPABOBBIC AKThI
Poccuiickoii @eneparuu B 00J1aCTH BEACHUS JOKYMEHTAIUU 110
MepCOHATY

OCHOBBI HAJIOTOBOTO 3aKOHO1aTesibcTBa Poccuiickoit deneparuu

OcHOBBI MUTPAIIMOHHOTO 3aKOHO1aTeNnbcTBa Poccuiickoit deneparuu B
00J1aCTH MPUBJICYCHUS U TPYAOYCTPOHCTBA MHOCTPAHHBIX TPAXK/IAH U JIHII
0e3 rpaXxJaHCTBa

OCHOBBI 2/IMUHUCTPATUBHOTO 3aKOHOIaTeIbCTBA Poccuiickon
®denepannu B 06J1aCTH YIpaBlIEHUs IEPCOHATIOM M OTBETCTBEHHOCTH
JNOJDKHOCTHBIX JINI]

3akoHoarenbcTBO Poccuiickoii deneparii 0 MepCcoOHAIbHBIX TAHHBIX

JlokanbHBIE HOPMATUBHBIC AKThI OpraHru3alu B obmactu YIIpaBJICHUA
MIEPCOHATIOM

ITopsi 1ok 3aKIIFOYEHUS I0TOBOPOB (KOHTPAKTOB)

HpaBI/ma BEJCHUS JEIOBOMU TNEPCIIMCKU

Hopwmpl 3THKH 1€710BOTO OOIIICHUS

Jlpyrue xapakTepucTuku

3.8.2. TpynoBas pyHKIMs

HaumenoBanue Peanuzarus cucteMbl Kon H/02.7 YposeHnb 7
CTPaTEruuecKoro yrnpaBJiIeHHUs (moypoBeHb)
IIEPCOHAIIOM KBaJIM(pUKaLMK
[Ipoucxoxnenue OpurnHasl X | 3aUMCTBOBAHO U3

TPYAOBOM (hyHKIHH

OpUTHHAJA
Kon Peructpanmonubiit
OpUTHHAJA HOMEp
po¢eCCuOHATBHOTO
CTaHaapTa

TpynoBble nercTBUA

[InanupoBaHue AeSITEIBHOCTH U pa3paboTKa MEPONPUSATHIA 1O
YIPaABJICHUIO IIEPCOHAJIOM JUISl pEAIM3alMK CTPATETHUYECKUX Lenen
OpraHu3alyy U oOecreyeHrs KaapoBoi 6€30MacHOCTH
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ITocTpoeHne OpraHu3aMOHHON CTPYKTYPBI C YY4ETOM IUIAHOBOM
NOTPeOHOCTH B NIEPCOHAJIE U B3aUMOJICHCTBUSI CTPYKTYPHBIX
MOJIpa3/IeJICHUIl OpraHu3aluu

BHenpenue u nogzepxaHue KOprnopaTUBHON KyJIbTypbl U COLUAIbHON
MOJUTUKH, CHCTEM MOTHBALIUH, 3)()EKTUBHOCTH, OLICHKH U PAa3BUTHUS
nepcoHasa

Buenpenue u nognep:kaHue CUCTEMbI OPraHU3alUH TPYAA U OIUIATHI
nepcoHasa

VYnpasieHue BHEIPEHUEM IIPOrpaMM U IPUHIUIIOB CTaHAAPTU3ALINY,
YHU(UKALMU, aBTOMATU3AIH [TPOLIECCOB YIIPABICHUS NIEPCOHATIOM H
0e30I1aCHbIX YCIOBUH Tpyda

Opranuzanys IpoBeIeHHs ayIuTa U KOHTPOJUIMHTA B YIIPABICHUN
[IEPCOHATIOM

[TocTaHoBKa 3a/1a4 pyKOBOJUTENSAM CTPYKTYPHBIX [IO/Ipa3/ielIeHUH,
OIlpeJIeJIeHue MaTepUaJIbHO-TEXHUYECKUX PECYPCOB JIIsl UX BBIIOJIHEHUS
CornacoBaHue yclIOBUH 3aKIII0Ya€MbIX JOTOBOPOB I10 BOIIPOCaM
yIIpaBJICHUs! IEPCOHAIOM

Opranuzanys IpoBeIeHHs 3aKyOYHBIX MTPOIEAYP IO BOIPOCaM
yIIpaBJIEHUs IEPCOHAIOM U O()OPMIIEHHUS COITyTCTBYIOLIEH
JOKYMEHTAIUH 110 HUM

dopmupoBaHue OIOKETa Ha IepcoHall

Pa3paboTka TeXHOJIOTHI ayauTa pabOoTHI C MEPCOHATIOM U KOHTPOJUIMHTA
[Ipumenenne Kk pabOTHUKAM MEp MOOMIPEHHS U AUCIUTLTHHAPHOTO
B3bICKaHMSI

Heo6xonumele ymeHUs [Ipon3BoauTh aHAN3 JESATENBHOCTH 10 YIPABIECHUIO IEPCOHAIIOM,
pa3pabarbIBaTh Noka3aTenan 3p(HEeKTUBHOCTH pabOThI

®opMUpOBaTh IUIAHBI K MEPOTIPUSTHSI IO YIIPABJICHUIO IEPCOHAIIOM H
00ecrnedeHnIo KaipoBoi Oe30MacCHOCTH

PaccunthiBaTh 610/KET B 00JIACTH YIIPABICHUS IEPCOHATIOM
OmnpenensTh 30Hbl OTBETCTBEHHOCTH PAOOTHUKOB U MOpPa3IeNICHHH,
CTaBUTb 334U PYKOBOJUTEINSIM MTOAPA3JIEIeHUN U 00ecrieunBaTh
pecypcehl Ui UX UCTIOTHEHUS

KoHTponmpoBath 1 KOPpEKTUPOBATHh UCIIOJTHEHUE MIOPYYEHUH 1 3a1a4
VYpapnare 3¢ (HEeKTUBHOCTBIO U BOBJIEYEHHOCTHIO IIEPCOHAIIA,
JMCLUIUIMHON Tpyia ¥ coOIr0ieHueM 0e30MacHbIX YCIOBUH Tpyaa
Bectu neperoBopsl o BOIpocaM COLUaIbHOIO MapTHEPCTBA U
MPECTABIATh UHTEPEChl OPTaHU3AIMH B FOCYJapCTBEHHBIX OpraHax,
MPECTaBUTENBHBIX OpraHax paOOTHUKOB M OpPTraHU3AIHAX 110 BOIIPOCaM
nepcoHasna

PaGoratk ¢ HHPOPMAIIMOHHBIMH CHCTEMaMH, HU(PPOBBIMU yCITyraMu U
CepBUCAMH 10 YIIPABJIECHUIO IEPCOHATIOM

[TpoBOIMTH ayIMT M KOHTPOJUIMHT B 00JIACTH YIPABJICHHUS IEPCOHATIOM
@®opMUpOBaThH U MTPOBOUTH COLMATIBHYIO MIOJIUTUKY U COLMANIbHBIE
IPOTPaMMBI

BecTu neperoBopbl ¢ HOCTaBIIMKAMU YCIIYT MO YCIOBUSAM 3aKITIOYaEMBIX
JIOTOBOPOB

[Tpon3BoANTH 3aKyMOYHBIE TPOLETYPHI, 0QOPMIIATH U aHATU3UPOBATH
3aKYNOYHYIO JOKYMEHTAIHIO

Ob6ecneunBaTh coOMIOICHHE TPEOOBAaHUH 3aKOHOATENbCTBA Poccuiickoi
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denepanyu U KOPIIOPATUBHBIX MOJIUTUK B 00JIACTH 00pabOTKH
MIePCOHANBHBIX JAHHBIX U KOH(UIEHIINAIbHOI nHpOpMau
Co01ro1aTh HOPMBI ATHKH JICTIOBOTO OOIIECHUS

HeoOxonumebie 3HaHus MeTtos! ynpaBieHus pa3BUTHEM U 3G(HEKTUBHOCTHIO OpraHU3aIH,
METO/Ibl aHAJIM3a BBIIIOJIHEHUS TUIAHOB U IPOTPaMM, ONPEEICHUS UX
SKOHOMMYECKOI 3(pPEeKTUBHOCTH, METOIbI 0OECTIEUeHUS KaIpOBOM
0€30MMacHOCTH

Opranuzanys ynpaBJieHHUs] pa3BUTUEM OpPTraHU3allun

Teopun ynpapieHusi opranu3alyeil, MoJIMTHKA U CTpaTerus yrpaBIeHUs
MEPCOHAIIOM

[TonuTtuka ynpaBiaeHus EPCOHAIOM, KOPIIOPATUBHAS COIMAIbHAS
MOJINTUKA, KOPIIOPATUBHAS KYJIbTYpa

MeTo/1p1 aHaIKM3a BBINOJIHEHUS TUIAHOB U 3a71a4, ONPEICTICHHS X
HKOHOMHUYECKOH 3 (PEKTHBHOCTH

MeTo/1bI OIIEHKHU Pe3ylbTaToB U YPPEKTUBHOCTH TPYAa

Metoapl BHEIPEHUSI CUCTEMBI YIIPaBIICHUS IIEPCOHAIIOM

MeToapl OpraHu3alMOHHOT0 MPOSKTUPOBAHUS

OcHOBBI pabOTHI O TPO(HECCHOHATEHOM OpUEHTAIII

Meroauku MIaHUPOBAHUS U POTHO3UPOBAHMS TOTPEOHOCTH B
repcoHae

Ienu, cTparerust pa3BUTHs U OM3HEC-TUIAH OPraHU3alUN

Teopun u MeTo 16l popMUpOBaHUS OpeHAa OpraHU3auN

TpeboBanus oxpaHsl TpyJa U O€30MaCHBIX YCIOBUH TpyJia

MeTtoauku pa3pabOTKU ¥ BHEIPEHUS TOKAIbHBIX HOPMAaTUBHBIX aKTOB
[Topsamok 3aktoueHUs TPYJOBBIX TIOTOBOPOB, PETYIUPOBAHUS TPYAOBBIX
CIIOPOB

OCHOBBI COLIMOJIOTUH, TICUXOJIOTHH, YKOHOMUKH TPYAa U YIIPaBICHUS
COIMATILHBIM Pa3BUTHUEM OPTaHU3AINH

Mertoabl POBEAECHUS COLIMOJIOTUYECKUX UCCIIEI0BAHNM, U3yUEHUS
0O0IIIECTBEHHOTO MHEHUS

TexHonoruu mpoBeaeHNUS ayAUTa U KOHTPOJUTUHTA B YIIPABICHUHU
TIEPCOHAJIOM

[Topsok mpoBeaeH s 3aKyIIOYHBIX MPOLEeayp U ohopMIIeHUs
CONYTCTBYIOIIEH JOKYMEHTAIlUU

TexHonoruu, cTanIapTU3aIMs, YHUPHUKAIKS, aBTOMAaTU3a1IHs TPOIIECCOB
YIIpaBJICHUS] IEPCOHATIOM

OpranuzaliioHHasi CTPYKTypa OpraHu3aIluu
TapudHo-kBamMpUKAIMOHHBIE CIIPABOYHUKH PaOOT U MPOdeCcCHii
pabourx M KBATM(PUKAIIMOHHBIE XapaKTEPUCTUKH JTIOJDKHOCTEN
CIyKamux, mpodeccrnoHalbHbIe CTAHAPTHI

Crnenmanmn3upoBaHHbIe HHPOPMAITMOHHBIE CHCTEMBI, ITU(DPOBBIE YCIyTH
Y CEPBHCHI B 00JIACTU CTPATETMUECKOTO YIIPABICHUS MTEPCOHAIOM,
TPaHUIIBI UX IIPUMEHEHUS

OCHOBHBIE METPUKH U aHATUTUYECKUE CPE3BI CTPATETUIECKOTO
YIIpaBJICHUS IEPCOHATIOM

OCHOBBI apXMBHOTO 3aKOHO/IATE/ILCTBA U HOPMATHBHBIC TTPABOBHIE AKTHI
Poccutiickoit deneparuu B 0071aCTH BECHUS JOKYMEHTAIUH TI0
MepCoHaIy

OCHOBBI HAJIOTOBOTO 3aKkOHO1aTesibeTBa Poccuiickoit deneparuu
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OcHOBBI MUTPAILIMOHHOTO 3aKOHO1aTeNnbeTBa Poccuiickoit denepanuu B
00J1aCTH NMPUBJICYEHUS U TPYAOYCTPOICTBa MHOCTPAHHBIX IPAXJIaH U
1 6e3 rpaXKJaHCTBa

OCHOBBI a/IMMHUCTPATUBHOIO 3aKOHO 1aTe/ibcTBA Poccuiickoi
®epepanuu B 001aCTH YIIPaBICHUS IEPCOHAIOM U OTBETCTBEHHOCTH
JIOJKHOCTHBIX JIUL]

3akoHozarenscTBO Poccuiickoil denepaliuy 0 NepcoOHAIbHBIX JaHHBIX

[Tops /10K 3aKJIF0UEHUS 10TOBOPOB (KOHTPAKTOB)

JIokalbHBIE HOPMAaTHUBHBIC AKThI B obnactu YIpaBJICHUA IIEPCOHATIOM

IIpaBuia BeeHUs 1€J10BOU NTEPENUCKU

HOprI O9THUKH JCJIIOBOTO O6H_I€HI/I${

Jpyrue xapakTepucTuku

3.8.3. TpynoBas pyHKIHSA

Haumenosanue AJIMUHHCTPUPOBAHUE Kon H/03.7 YpoBeHb 7
IIPOLIECCOB CTPATErMYECKOrO (moxgypoBeHb)
yIpaBIeHUS EPCOHATIOM U KBaJIU (DKLU
COOTBETCTBYIOIIETO
JIOKYMEHTO000pOTa

[Ipoucxoxaenue Opurunan X | 3aUMCTBOBaHO U3

TPYAOBOH (DYHKITHH

OpUTrHHajia
Kon Perucrpanuonnsiit
OpHUTHHaNa HOMEp
npohecCuOHaTBLHOTO
CTaHIapTa

Tpynoseie nencTBus

JlokyMeHTanmoHHOE 0(hOpMIIEHUE PE3yJIbTaTOB YIIPABIECHUS IEPCOHAIIOM,
€ro ayauTa, paboThl CTPYKTYPHBIX OJpa3/IeNeHUI

JIOKyMEHTallMOHHOE U OPTaHU3alMOHHOE COMTPOBOXKICHUE
CTPaTEernuecKoro yrnpaBieHHs IEPCOHATIOM U pabOTO CTPYKTYPHBIX
MOpa3ICICHUI

[ToaroToBka mpeIoKeHU 10 pa3BUTHIO CUCTEM YIIPaBIICHUS
MIePCOHAIIOM, O0eCIIeYeHHUsl KaJIPpOBOil O€30MacHOCTH, 110 HEOOXOIUMbBIM
KOPPEKTHPYIOLIUM U PEBEHTUBHBIM MEPaM U I10 MOBBILICHUIO

3¢ pexTUBHOCTH pabOTHI CTPYKTYPHBIX NMOAPA3IEICHUH

KoHTposb mpoiieccoB B 00J1aCTH yIIpaBiIeHUs IEPCOHATIOM U PabOThI
CTPYKTYPHBIX MTOAPa3ACICHU, CPAaBHCHHUE U aHAJIU3 MPOIIECCOB,
pPe3yNbTaTOB YIPABIEHYECKUX MEPOIIPUATHI, onpeeneHue GakTopos,
BBI3BIBAIONINX OTKJIOHEHHUE OT MJIAHOBBIX MTOKa3aTeen

CornacoBaHue U KOHTPOJIb JOTOBOPOB 110 BOIPOCAM U CUCTEMaM
CTPaTErnuecKoro yrnpaBJiIeHHsI IEPCOHATIOM U paboTe CTPYKTYPHBIX
NO/Ipa3/IeJICHAN, OpraHN3alys IPOLEAYp N0 UX 3aKIOYEHUIO

HOIIFOTOBKa Hpe,Z[.HO)KCHI/Iﬁ 110 00€CIICUEHUI0 COOTBETCTBHS opraHnu3anun
M OILIAThI TpyJda NCpCOHAIa YCIICUIHBIM KOPIIOPATHBHBIM ITPpaKTUKaM

Heo6xonumele ymeHUst

08.12.20222

AHanm3upoBatk, pazpadaTbiBaTh U 0QOPMIISATH JOKYMEHTHI IO MpoIeccaM
U pe3y/bTaTaM yIpaBJeHUs MIEPCOHATIOM U pabOTe CTPYKTYPHBIX
IOApa3ACIICHUN
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[TpuMeHsTh METO/ B aHATTN3a OU3HEC-TIPOLIECCOB OPTaHU3AINH
OnpenensTb NporpaMMbl JOCTHXKEHUS LeIeH U peleHus 3a1a4
MOApa3ICICHUI

[IpoBOANTDH ayIUT CUCTEMBI YIIPABICHUS IEPCOHATIOM U CHCTEMBbI
o0ecrieyeHns KaJpoBoi 6€30MaCHOCTH

[1poBOIUTH KOHTPOJUIMHT CUCTEMBI YIIPABJIEHUSI IEPCOHAIOM
KonTponupoBarh Or0/KET Ha IEPCOHAI U YIIPABJICHHUE PACX0/laMU Ha
nepcoHal

OpranuzoBbIBaTh COPOBOXK/ICHUE T0TOBOPOB O BOIIPOCAM YIIPaBJICHUS
[IEPCOHAJIOM, BKJIKOYasl IPEABAPUTENBHbBIE POLIEAYPHI 110 UX
3aKJIFOUEHUIO

Opranu30BbIBaTh 3aKYMOYHBIE IPOLEAYPHI, OPOPMIISATH U aHATTU3UPOBATH
3aKYMOYHYIO TOKYMEHTAIHIO

KoHTpoaupoBaTh 1 aHaIM3UPOBATH BOIPOCH! COLIMATIBLHOTO MaPTHEPCTBA,
JIOTOBOPBI MOCTABIIUKOB yCIYT

[IpoBoauTH MEPEroBOPHI U MPEACTABIATH HHTEPECHl OPraHU3AIUH B
rOCyIapCTBEHHBIX OpraHax, MpodeccuoHalbHBIX COI03aX U IPYTUX
[PEJICTAaBUTENIbHBIX OpraHax pa0OTHUKOB U OpraHU3aLUsAX 110 BOIPOCcaM
nepcoHaa

PaboTath ¢ MHPOPMAMOHHBIMU CHCTEMaMH, IIU(PPOBBIMH YCIyTaMH U
CEPBHCAMH T10 YIIPABJICHUIO TEPCOHATIOM

ObecneunBaTh JOKYMEHTAIIHIOHHOE COMPOBOKIECHUE MPOILIECCOB
yIpaBJeHUs EPCOHATIOM U pabOTON CTPYKTYPHBIX NOJpa3aeeHuil
OpranuzoBbIBaTh XpaHEHHE JOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSMU TPYI0BOTO M apPXUBHOIO 3aKOHOAaTEIbCTBA Poccuiickoi
denepanviv ¥ JJOKAJIbHBIMU aKTaMH OpraHu3aluu

OOGecneunBaTh cOOJI0ICHIE TPEOOBAaHUHM 3aKOHOJATENHCTBA Poccuiickoi
®denepalyivl 1 KOPIOPATUBHBIX MOJIUTHK B 00JIaCTH 00pabOTKH
MEPCOHAIIBHBIX IAHHBIX U KOHPUICHIIMATHLHON HHPOPMALIUH
Co0bm101aTh HOPMBI 3TUKH JIEJIOBOTO OOLIEHHUS

HeoOxoaumble 3HaHUS ConuanbHas MOJIUTUKA, KOPIIOPATUBHAS KYJIbTYpa, CUCTEMbl MOTHBALIUH
1 2QHEKTUBHOCTH YIPaBIEHUS IEPCOHATIOM

MeTtobl yrpaBieHust pa3BUTHEM U 3P (HEKTUBHOCTHIO OpraHU3aIiHy,
METO/1bl aHAJIN32a BHIMIOJIHEHUS TUIAHOB U ITPOTrpaMM, ONPEEICHUS UX
HKOHOMUYECKOH 3 (HEKTUBHOCTH, METOIBI OOECTICYCHHS KaIpOBOM
0€30I1aCHOCTH

MeTob! TpoBEIEHUS ayJUTa, KOHTPOJIS ONEPATUBHBIX YIIPABICHUYECKUX
IIPOLIECCOB, COLIMOJIOTMYECKUX UCCIIEJOBAHUN

busnec-man 1 GM3HEC-NPOLECChl OPraHU3AIUH

BroxeTHOE MPOEKTUPOBAHUE

OpranuzaniioHHOE NPOEKTUPOBAHNE

@®opMBbL, METOJIBI U CUCTEMBI MaTEpUAIBHOIO U HEMATEPHAILHOTO
CTUMYJIMPOBAHUS TPYJia IepcoHalia

CucTemMbl CTaHIAPTOB IO OM3HEC-TIpoIieccam, Mpodeccusim
(crienMaabHOCTSIM), HOPMBI TPy/ia

MeTo/1p1 aHaIM3a KOJMYECTBEHHOTO M KAUeCTBEHHOI'0 COCTaBa MepcoHaa
[TonuTuka opranu3aiyy 1Mo NepcoHany

[Mopsimox hopMupoBanus, BefieHus 0a3bl JaHHBIX U MPEJOCTABICHHS
OTYETHOCTH IO CUCTEMAaM YIIPaBIIEHHUS IEPCOHAIIOM U paboTe
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CTPYKTYPHBIX IOJIpa3ICIICHUI

OCHOBBI JOKYMEHTAIIMOHHOTO O0ecreueHus:, MopsiioK 0POpMIICHUS
JIOKYMEHTOB, MPEJICTABIISIEMbIX B TOCYIapCTBEHHbBIEC OPTaHblI,
npoecCHOHANIbHBIE CO03bI, 00IIECTBEHHbIE OpraHU3aINH

Ienu u cTparerus pa3BUTHs OpraHU3alUN

[Topsitok poBeeHMS 3aKYIIOYHBIX MPOIIETyp U oopmIteHuUs
CONYTCTBYIOIIEH TOKYMEHTALUH

HopmartuBHEIE TpaBOBBIC aKTHI, PETYJIUPYIONINE TIPaBa U 00SI3aHHOCTH
rOCYJapCTBEHHBIX OPraHOB U OpraHU3aluil Mo NPEAOCTAaBICHUIO YYETHON
JIOKYMEHTAIUU

Opranu3alvoHHas CTPYKTYpa OpraHU3alii U BaKaHTHbIE JOJKHOCTH
(mpodeccun, CenanTbHOCTH)

Tapudno-kBanuduKamoHHbIC CIIPABOYHUKH padOT U podeccuit
pabounx U KBaTU(UKANUOHHBIC XaPAaKTEPUCTUKH JOJHKHOCTEH
CITy)KallluX, MpodeccruoHalIbHBIE CTaHIaPThI

Crienranu3upoBaHHbIe HH(OOPMAIIMOHHBIC CUCTEMBI, IIU(PPOBBIC YCIYyTH U
CEPBHCHI B 00JIACTH aIMUHUCTPUPOBAHUS MPOIIECCOB CTPATETHUECKOTO
yIIpaBJICHUS TIEPCOHATIOM, B 00JIaCTH JOKyMEHTOO00pOTa, TPAHUIIBI X
MIPUMEHEHUS

HopmaTuBHbIE TPaBOBBIE aKThI, OMPEACISIONINE HOMBI TPYAOBOTO IpaBa
OCHOBBI apXMBHOI'0 3aKOHO/1ATE/ILCTBA U HOPMATUBHbBIE TPABOBBIE AKTHI
Poccuiickoit @enepanuu B 001acTy BEACHUS TOKYMEHTALIUU 10
MEpCOHAIY

OCHOBBI HAJIOTOBOTO 3aKOHO1aTesibcTBa Poccuiickoit deneparuu
OcCHOBBI MUTPAIIMOHHOTO 3aK0HO1aTebcTBa Poccuiickoit deneparuu B
00JyacTu MpUBJICUEHUS U TPYIO0YCTPONCTBA HHOCTPAHHBIX TPaXKIaH U JIHII
0e3 rpakIaHCTBA

OCHOBBI 2/IMUHUCTPATUBHOIO 3aKOHO /1aTesIbcTBAa Poccuiickoit
®denepannu B 007aCTH YIIPABIEHUS IEPCOHATIOM U OTBETCTBEHHOCTH
JTOJKHOCTHBIX JIMI]

3akoHoarenscTBo Poccuiickoit denepanuu 0 NEPCOHAIBHBIX TAHHBIX
JlokanbHbIE HOPMATUBHBIE AKTHI OPTAaHU3AIUHU B 00JIACTH YIIPaBICHUS
TIEPCOHAIIOM

[Topsimok 3aKIFOYEHMS TOTOBOPOB (KOHTPAKTOB)

HopMbI 5TuKH 1€10BOro 001IeHus

Jpyrue XxapakTepucTuku | -

IV. CBenenust 00 opranu3zanusx - paspador4nkax npogecCHOHATbHOIO CTAHAAPTA

4.1. OTBeTCTBEHHAs OpraHU3alUsA-pa3padOTUUK

Cogert no npodeccnoHaIbHBIM KBAIH(UKAIMAM B 00JIaCTH YIIPaBJICHUS IEPCOHATIOM
IIpencenarens ByukoBuu Ansa AsleKcaHIpoBHA

4.2. HaumeHoBaHMsI OpraHu3aluii-pa3padoTIMKOB

Arpoxonausr "CTEIIB", ropox Poctos-Ha-Jlony
AO "Konuepn Pocaneproarom", ropon Mocksa

N [ —
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3 AO "OMK", ropon Beikca, Huxeropoackast 061actb
4 Komnanus "Metamounsect”, ropoag Mocksa
5 MOCKOBCKUI METPOIIOIUTEH, ropos Mocksa
6 Wucturyt 3anstoct 1 npodeccuit PI'AOY BO "Hay4yHo-ucciae10BaTenbCKUil YHUBEPCUTET
"Briciias mikosia s5koHOMUKH'", ropos i MockBa
7 HOYY "Uuctutyt npodeccrnoHabHOTO KaapoBuka", ropox Mocksa
8 OOOQOP "Coro3 paboroaareneli pakeTHO-KOCMUYECKON MpoMbIlIeHHOCTH Poccun", ropos
Mocksa
9 OQP "Poccuiickuii cOr03 NPOMBIIIUICHHUKOB U NIpeAnpuHumMareneit”, ropoa Mocksa
10 ITAO "T"azmipom HedTw", Topon Cankr-IletepOypr
11 ITAO "Poctenekom", ropos MockBa
12 ITAO "Pycl'uapo", ropoa KpacHospck
13 ITAO "Cegepcrainp", ropon Yepenosen, Bonoroackas o6iacts
14 ITAO A®K "Cucrema", ropog Mockpa
15 CPOO "Accouuanusi pyKkoBOAUTEIEH U CEUAIMCTOB 110 YIIPABJICHUIO YEIOBEUECKUMU
pecypcamu", ropoa ExarepunOypr
16 OI'BOY BO "MockoBckuii aBUalIMOHHBIN HHCTUTYT (HAIMOHAIBHBINA UCCIEI0BATEIbCKUN
yHHUBepcuTeT)", ropoa Mocksa
17 OI'bY "BHUU Ttpyna" Muntpyna Poccuu, ropox Mocksa
18 UV "lenTp muiaHMpOBaHUS M UCIIOIb30BAHMS TPYAOBBIX pecypcoB ['aznpoma”, ropog Mocksa
! Obmepoccuiickuii k1accuuKaTOp 3aHsITHIA.
2 OO6mepoccuiicknii KitacCU(pUKATOP BUOB SKOHOMHUECKOH IeATEIbHOCTH.
* Enuubiii KBaTM(UKAIMOHHBIN CIIPAaBOYHUK JTOJHKHOCTEH PyKOBOAUTENEH, CIEIMANUCTOB U APYTHUX CIYXKAIHX.
4 O6mepoccuiicknii kmaccudukarop npodeccuit pabounx, JOHKHOCTEHN CIyKaIINX U TApUPHBIX Pa3psIOB.
> Obuepoccuiickuii kmaccu(rukaTop CeUaITbHOCTEeH Mo 00pa30BaHHIo.
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