[okyMmeHT npepoctasneH KoHcynbTaHTInt0C

3aperncrtpmpoBaHo B MuHiocte Poccum 19 oktsbpa 2015 r. N 39362

MWHUCTEPCTBO TPYAA U COLIMA/IbHOM 3ALLUTbLI POCCUIACKON ®EAEPALUN

NPUKA3
OT 6 OKTA6pA 2015 r. N 691H

OB YTBEPXAEHUN NPO®ECCUOHA/IbHOIO CTAHAAPTA
"CNELWMANNUCT NO YNPABNEHUIO NEPCOHANIOM"

B cooTtBeTrcTBMM € NyHKTOM 16 MMpaBun pa3paboTKM, YTBEPKAEHUA U NPUMEHEHUs NPOPECCUOHasbHbIX CTaHAAPTOB, YTBEPMKAEHHbIX MOCTaHOB/IEHMEM
MpasutensctBa Poccuiickon dPeaepauum ot 22 axBaps 2013 r. N 23 (CobpaHue 3akoHoaaTenbcTBa Poccuiickon deaepaumm, 2013, N 4, ct. 293; 2014, N 39, cT.
5266), npukasbiBalto:

YTBEPAUTb NpUnaraemblin NpodeccMoHanbHblii cTaHaapT "CneymanmcT nNo ynpasieHuo nepcoHansom”.

MwHuctp
M.A.TONWUINH

YT1BepxaeH

npukasom MuHuctepcTea Tpyaa
N COLMANbHON 3aLLUTbI
Poccuitckoit ®epepaumm

oT 6 oKTAGpPA 2015 r. N 691H

NPO®ECCUOHA/bHbBINA CTAHOAPT
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CNELUANUCT NO YNPABJIEHNIO NEPCOHA/IOM

559

PerncrpaumoHHbIi

HOmep
|. Obwue cBegeHUA
YnpaBneHne nepcoHaaoM opraHusaumm ‘ 07.003
(HaMmeHoBaHWe BMAa NPOPECCMOHANBHOM AeATENbHOCTH) Kop,

OcHoBHas uenb Buaa npodeccnoHaibHON AeATEeNbHOCTU:

ObecneyeHne 3¢pHEKTUBHOIO PYHKLMOHMPOBAHMA CUCTEMbI YNPaBJAEHUA MEPCOHANOM ANA AOCTUXNKEHMUA
uener opraHmMsaumm

lpynna 3aHATUI:

1232 PyKkoBoguTenn noapasaeneHuni 2412 CneumanncTol NO Kagpam un
(cny»k6) ynpaBneHua Kagpamu u npodopueHTaumm
TPYAO0BbIMU OTHOLLEHUAMM

3423 CneumanuncTbl KaapoBbIX CAYKO6 n - -
yuperKaeHNI 3aHATOCTH

(kog OK3 <1>) (HaumeHoBaHuUe) (kog OK3) (HanmeHoBaHwWe)

OTHeceHue K Buaam 3KOHOMMYECKOM AeATENbHOCTU!
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78.30 JeaTtenbHocTb No Nogbopy nepcoHana npoyas

(ko OKB3A (HaMmeHoBaHMe BUA SKOHOMUYECKOWN AeATEeIbHOCTH)
<2>)

II. OnncaHue TpyaoBbix PyHKLUNA,
BXOAALMX B NpodeccMoHanbHbIl cTaHaapT (GyHKLUMOHaNbHaA KapTa
BMAa NpodecCcMoHaNbHOW AeATe/IbHOCTH)

0606ueHHble TpyaoBble pyHKUMM Tpyaosble GpyHKUMM
KoA, HaMmeHOBaHWe YPOBEHb HaMmeHOBaHWe Ko, YPOBEHb
KBannuodu (nogypos
Kauum €Hb)
KBaNPUK
auum
A JOoKymeHTauWOHHOe 5 BegeHme opraHM3auNMOHHOM U A/01.5 5
obecneyeHune paboThbl pacnopAgMTeNbHON OKYMEHTaLMM No
C nepcoHanaom nepcoHany
BeneHne nOKYyMeHTaUMK Mo yyeTy U A/02.5 5
OBVXKEHWIO Kaapos
AOMUHUCTPUPOBAHME NPOLLECCOB M A/03.5 5
OOKYMeHToo60poTa MO yyeTy U ABUKEHUIO
KagpoB., NpeacTaB/ieHMI0 LOKYMEHTOB NO
nepcoHany B rocyaapCTBEHHbIE OpraHbl
B LeatenbHOCTb NO 6 C6op nHdopmauum o notTpebHocTAX B/01.6 6
obecneyeHuto OpraHusaLmn B nepcoHane
nepcoHanom
MouckK, npusnevyeHme, nogdbop n otoop B/02.6 6
nepcoHana
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AZMWUHUCTPUPOBAHWE NPOLLECCOB U
OOKymeHToobopoTa obecneyeHus
nepcoHanom

B/03.6

JeatenbHOCTb NO OpraHumsauma u nposegeHne OUEeHKH C/01.6

OLLEHKe U aTTecTauum nepcoHana

nepcoHana
OpraHusauma n nposeaeHue atrectaunm C/02.6
nepcoHana
AQMUHUCTPUPOBAHKUE NPOLLECCOB U C/03.6
OOKyMeHToob0opoTa Npu NpoBeaeHnn
OLLeHKM 1 aTTecTaumm nepcoHana

JeatenbHOCTb NO OpraHusauma u nposegeHue D/01.6

pPa3BMTUIO MepPCOHaNa MepPONPUATUIA MO PA3BUTUIO U MOCTPOEHNIO
npodeccnoHabHON Kapbepbl NepcoHana
OpraHu3auusa obyyeHus nepcoHana D/02.6
OpraHmsauma agantaunm n CTaXXMpPoBKU D/03.6
nepcoHana
ALMUHUCTPUPOBAHKUE MPOLLECCOB U D/04.6
OOKYMeHTo0b0opoTa Mo pasBUTUIO U
npodeccroHanbHoM Kapbepe, obyyeHuto,
afanTaunn 1 CTaXXUMpPOBKe NnepcoHana

JeatenpHoCTb NO OpraHusauma Tpyga nepcoHana E/01.6

OpraHusauum Tpyaa u

onnaTbl NepcoHana OpraHunsauma onnatbl TPyAa nepcoHana E/02.6
ALMUHUCTPUPOBAHME NPOLLECCOB U E/03.6

AOKYMeHTO060opoTa No Bonpocam
OpraHun3aLMm Tpy4a v onsiaThl MepcoHana




JeaTtenbHOCTb NO

Pa3paboTka KOpnopaTUBHOMN coLMaNbHOM

F/01.6

OopraHusauum NOJINTUKM
KOpnopaTMBHOM
coumanbHoi Peanunsauma KopnopaTusHoM coumanbHon | F/02.6
NOSIMTUKM NoOAUTUKU
ALMUHUCTPUPOBAHME NPOLLECCOB U F/03.6
OOKYyMeHTO0b60pOoTa No BONpocam
KOPNOpaTUBHOM COUMANbHOM NOSUTUKM
OnepaunoHHoe Pa3paboTKa cuctembl onepaumoHHOro G/01.7
ynpasaeHue ynpasnaeHua NepcoHanom u paboTsl
nepcoHanom u CTPYKTYPHOro noapasaeneHus
nogpasgeneHmem
opraHu3aLmm Peanusauma onepaunoHHoro ynpasnenua | G/02.7
nepcoHanom u paboTbl CTPYKTYPHOTO
noapasgeneHun
ALMUHUCTPUPOBAHME NPOLLECCOB U G/03.7
OOKyMeHToob0opoTa No onepaLoHHOMY
ynpaBAeHMo NeEPCOHANOM M paboTe
CTPYKTYPHOroO noapaszeneHus
CrpaTernyeckoe Pa3paboTKka cuctembl cTpaTernyeckoro H/01.7
ynpasieHue ynpas/ieHna NepcoHasIoM OpraHu3aumnm
nepcoHanom
opraHu3aLmm Peanunsauma cuctembl cTpaternyeckoro H/02.7
ynpasaeHWA NepcoHasIoM OpraHu3aLmum
AOMUHUCTPUPOBAHME NPOLLECCOB M H/03.7

[LOKYMEHTO060pOTa Mo CTpaTernyeckomy
ynpaBAeHWIo NEPCOHANOM OpraHM3aLLmm

[Il. XapakTepucTnKa 0606LWeHHbIX TPYA0BbIX GYHKLMA




3.1. O606LwweHHan TpyaoBas GyHKUUA

OKYMeHTaLMOHHoe obecneyeHune paboTbi C YpoBeHb
HanmeHoBaHue Aoky 4 P Koa A P 5
nepcoHasaom KBaMPUKauum
MpouncxoxaeHne
o . 3aMMCTBOBAHO
0606LEeHHON TPYA0BOW OpwuruHan X
N3 opuUrnHana
OYHKUMM
Koa PernctpaumoHHbIn
opurMHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

Bo3moxHble
HaMMeHOBaHMA
[ONKHOCTEN, npodeccuin

Cneumannct no Kagposomy Aenonponssoancrtey

Cneumannct no AOKYMEHTALNOHHOMY obecneyeHunto paGOTbI C nepCcoHaaom
Cneumannct no AOKYMEHTAULNOHHOMY obecneyeHunto nepcoHana
Cneumannct no nepcoHany

TpeboBaHuA K
06pasoBaHuUIO 1
0byyeHuto

CpepHee npodeccmoHanbHoe obpasoBaHMe - NPOrpamma NoAroTOBKU
CMeLunaancToB cpesHero 3seHa

JononHutenbHoe npodeccnoHanbHoe 06pasoBaHne - NPOrpaMmmbl
npo¢eccnoHasbHON NepenoaroToBKM, MPOrPaMMbl NOBbILEHWUSA
KBasnMdpmKaumm

TpeboBaHMWSA K ONbITY
NpaKTUYeckol paboTsbl

Ocobble ycnoBuMA fonycKka
K paborte

[pyrve xapakTepuctnku




JononHuTenbHble XapaKTEPUCTUKM

HavmeHoBaHMe gOKyMmeHTa Kopg, HanmeHoBaHMe 6a30B0W rpynmnbl, 4OAXKHOCTM (Npodeccum)
WK CneLmanbHOCTH
OK3 2412 Cneunannctbl No Kagpam n npodopmneHTaLmm
3423 Cneumannctbl KagpoBbIX CYKO U yupeRaeHUI 3aHATOCTH
EKC <3> - Cneuunannct no Kagpam
- MHcnekTop No Kagpam
OKNATP <4> 27755 DKOHOMMCT Mo Tpyay
22956 MHCcneKTop no Kagpam
3.1.1. Tpyposaa ¢pyHKUMA
BepneHme opraHM3aUNMOHHOM U YpoBeHb
HavmeHoBaHuMe |pacnopagutenbHon AOKYMEHTAUMM Mo Koa A/01.5 |(noaypoBeHb) 5
nepcoHany KBanmduKkaumum
MpoucxoxaeHne TpyLoBOM OpuriHan X 3aMmcTBOBaHO
bYHKLMM N3 opuUrnHana
Kog PernctpaumnmoHHbIin
opuUrMHana HOMmep
nNpodeccnMoHaNbHOro

CTaHAapPTa
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TpypoBble fencTaus

O6paboTKa 1 aHaM3 NOCTyNaloLWen 4OKYMEHTALLMM MO NepcoHany

Pa3paboTka 1 opopmaeHne AOKYMeHTaLMWN No NepcoHany (MepBuYHOM, y4eTHON,
N1aHoOBOW, no counanbHomy obecneyeHuto, OpraHM3aLNoHHOM,
pacnopaauTenbHOM)

Perncrpaums, yyeT 1 TeKyliee XpaHeHWe OpraHM3aLMoHHOM M pacnopaauTe/ibHOM
AOKYMeHTauun no nepcoHany

Heobxoaumble
yMeHuA

Pa3pabaTbiBaTb MPOEKTbl OPraHU3aLMOHHbIX U PaCNoOPAANTE/IbHbIX AOKYMEHTOB
no nepcoHany

O(I)OpMnFITb AOKYMEHTblI B COOTBETCTBUMN C TpeﬁOBaHMﬂMM rpaxXagaHckoro,
TPyaoBOro 3aKOHOAATE/NNbCTBaA Poccuiickoi dJep,epau,MM U NIOKaJZibHbIMU
HOPMaTUBHbIMU aKTaMW OPraHM3auunmn

BecTu yyeT M perncrpaymio AOKYMEHTOB B MHPOPMALMOHHbLIX CUCTEMAX M HA
MaTepUaNbHbIX HOCUTENAX

OpraHMW30BbIBaTb XPaHEHMEe [OKYMEHTOB B COOTBETCTBUM ¢ TpeboBaHMAMM
TPYZLOBOrO, apXMBHOIO  3aKoHoZaTenbCTBa  Poccuiickon  depepaumm U
JNOKa/IbHbIMN HOPMATUBHbIMU aKTaMU OPraHn3auunm

AHannsmpoBaTb AOKYMEHTbl U MNepeHOCUTb MHd)OpMaLLMlO B 6asbl AaHHbIX W
OTYeTbI

BbIfiBAATL OWNGKM, HETOUHOCTM, UCMPABAEHMA U HEAOCTOBEPHYO MHbOPMaLMIO B
AOKYMeHTax, onpeaenaTb 1erMTUMHOCTb JOKYMEHTOB

PaboTaTth ¢ MH¢OpMaLI,MOHHbIMM cuctemamm M 6asammu AaHHbIX NO BeAeHuto
y4yeTa, ABUXKEHUNIO NepPCOoHana

Cobntogatb HOPMbI 3TUKK AeN0BOro 06LLeHMsA

Heobxogumble

MopAaAoKk opopmaeHns, BeAeHMA U XpaHeHWUA AOKYMEHTOB MO NepcoHany




3HaHUA

nOpH,D,OK y4yeTa ABUXKEHUA KagpoB U COCTaB/ieHUA YCTaHOB}'IEHHOIZ OTYETHOCTU

OcHOBbI 4OKYMeHTO060pOoTa N AOKYMEHTaLMOHHOro obecnevyeHms

TexHonorMn, MeToabl U METOAMKM NPOBELEHMA aHa/iM3a W cUCTeMaTM3aLuu
AOKYMEHTOB M MHdopmMaunm

MopaaokK pacyeTa cTaxka, /IbroT, KomneHcaumin, opopmaeHMa NeHcuii paboTHMKam

CTpyKTypa opraH13auum

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

OCHOBbl apXMBHOTO 3aKoHOAaTeNbCTBA W HOPMaTMBHbIE MNpPaBOBble aKThbl
Poccuiickolt ®eanepaumu, B YacTu BeAeHUA AOKYMEHTaL MM No nepcoHany

3akoHoaaTenbcTBo Poccuitickon Pegepaumm o NepcoHasibHbIX AaHHbIX

JNloKanbHble HOPMAaTMBHbIE aKTbl OpraHMW3auMu, peryaupylowme nopsaok
opopmMIeHNA  PacnopAAUTENbHbIX M OPraHU3aUMOHHbLIX  AOKYMEHTOB MO
nepcoHany

HopMbl 3TUKM U fenoBoro obuieHun

ba3oBble OCHOBbI MHGOPMATUKU, CTPYKTYPHOE MNOCTpoeHue WHPOPMaLMOHHbBIX
cuctem n 0cobeHHOCTM pPaboTbl C HUMM

Apyrve
XapaKTePUCTUKM

3.1.2. TpypoBasa GyHKUMA

HanmeHoBaHue

BeaeHWe AOKYMEHTAUMK NO yYeTy u
OBUKEHWIO KaapoB (noaypoBeHb)

Ko | Afo25 |)PoBeHb




KBanuduKkaumnu

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3aMMCTBOBAHO
OpuruHan X
N3 opurMHana
Koa PernctpaumoHHbIn
opurnHana HOMep
npodeccMoHanbHOro
CTaHAapTa

TpyaoBble gencTema

MoAroToBKa MPOEKTOB [AOKYMEHTOB MO  npouedypam  yrnpas/ieHus
NepcoHanoMm, y4eTy 1 ABUNKEHUIO NepcoHana

OpFaHM3aLI,MF| CNCTEMDI ABUXEHUNA OOKYMEHTOB NO NepcoHany

C60p 1 NpoBEPKa NUYHbBIX JOKYMEHTOB PabOTHNKOB

MoarotoBka um Od)OpMI'IEHVIe no 3anpocy pa60THMKOB N AO0/IKHOCTHbIX 1Nl
KOMWI, BbIMUCOK WU3 KagpoBbIX AOKYMEHTOB, CMNpaBoOK, MH(bOpMaLI,MM (0}
CTaXe, NbroTax, rapaHTUAxX, KomneHcaunax n UHbIX CBe,D,eHMVI [0} pa6OTHVIKaX

Bblgaya paboTHUKY KaapoBbIX AOKYMEHTOB O €ro TPYA0BOMN AeATeNbHOCTH

JoseneHne Ao cBegeHunA nepcoHana OpraHn3aunoHHbIX,
pacnopagnTenbHbIX N KaapOBbIX AOKYMEHTOB OpraHM3auunun

BepneHue yyeta pabouyero BpemeHn paboTHUKOB

Perncrpauua, yyer, onepaTMBHOe XpaHeEHWe AOKYMEHTOB MO nepcoHany,
noAroToBKa K cAaye Ux B apxues

Heobxoavmbie ymeHUn

Pa3pa6aTblBaTb NPOEKTbl KaAPOBbIX JOKYMEHTOB

Od)OpM/'IHTb Kagposble AOOKYMEHTbl B COOTBETCTBUU C Tpe6OBaHVIFIMM




TPyAOBOro 3aKOHOAOATeNbCTBa Poccuinckoit Cbep,epau,mm N NOKaJ/ibHbIMU
HOPMAaTUBHbIMWU aKTaMW OpPraHn3auunmn

Bectn yyeT M perncTpaumio KagaposbiX AOKYMEHTOB B MHPOPMALMOHHbBIX
cMCTEMAXxX M Ha MaTepuasibHbIX HOCUTENAX

OpFaHM3OBbIBaTb XpaHeHne KadpoBbIX AOOKYMEHTOB B COOTBETCTBUM C
TPE6OBaHMﬂMM TPyA4oBOro, apxmBHOrNro 3aKOHOAATENbCTBA Poccuitckoit
CDe,u,epau,MM M NOKa/IbHbIMN HOPMATUBHbIMU aKTaMU OpraHnsauunmun

AHaNM3MpPoBaTb KagpoBble JOKYMEHTbI M NepeHocuTb MHpopmaumio B 6asbl
[JAaHHbIX M OTYeTbI

PaboTaTb co cneumMannsnpoBaHHbIMKU MHPOPMALMOHHBIMU CUCTEMAMMU U
6a3amu AaHHbIX MO BEAEHUIO YYeTa N ABUKEHUIO NepcoHana

PaspabatbiBaTb  MJiaH  KOPPEKTUPOBOK  YCTaHOB/NEHHOrO  MOPAAKa
0pOpPMNEHNA [OKYMEHTOB MO MNEPCOHaNy W PeannsoBbiBaTb MPUHATbIE
N3MeHeHNA

KoHTpoinpoBaTb NpucyTcTBUE PAabOTHMKOB Ha paboyem mecTe

Cobnt0aaTb HOPMbI 3TUKK AeN10BOoro 06LeHus

Heobxoanmble 3HaHUA

MopAaAoKk opopmaeHns, BEAEHUA U XpaHEHUA 4OKYMEHTOB MO NepcoHany

MopagoKk yyeTa [ABWMXKEHMA KagpoB WM COCTaBNEHMS  YCTAaHOBAEHHOW
OTYETHOCTU

MopAdOK pacyeTa CcTaXKa, /IbrOT, KOMMeHcauuii, oGOPMAEHMA NEeHCUI
paboTHMKam

CTpyKTYypa opraH13aLum

TpyAoBOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPIKaLLMe HOPMbI TPYA0BOrO
npaea




OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMaTMBHbIE NPaBOBbIE aKTbl
Poccuiickolt ®eaepaumu, B YaCcT BeAeHUA AOKYMEHTaL MM No nepcoHany

3akoHoaaTenbcTBo Poccuitickon Peaepaumm o nepcoHanbHbIX AaHHbIX

TexHonorumn, MeToasl U MeToAMKM NPOBEAEHUA aHaAn3a U CUCTEMATM3aL MUK
AOKYMEHTOB M MHopMaunm

JloKanbHble HOPMaTMBHbIE aKTbl OPraHM3auuW, pPeryavpylolime nopagok
obopMIEHNA AOKYMEHTOB MO NepPCoHany

OcHosBbl AOKYMEHTOO60pOTa N AOKYMEHTAUMOHHOIo obecnevyeHus

Hopmbl 3TUKM AenoBoro obLeHns

basoBble OCHOBBI NHOPMaTUKHK, CTPYKTYpHOE nocTpoeHune
MHPOPMALMOHHBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Lpyrvue xapakTepuctmkm

3.1.3. Tpyposasa GpyHKUMA

HammeHoBaHue

MpowncxoxaeHwe TpyAoBOW
bYHKLMK

AAMWHUCTPUPOBAHME NPOLLECCOB U
p,gx MeHT§o6po oTa no pq:T W ABUXKEHUIO YposeHb
y P yaery Kog, A/03.5 |(noaypoBeHb) 5
KaZpoB, NpeAcTaBNeHUI0 JOKYMEHTOB NO
KBaMdMKaunm

nepcoHany B rocy4apcTBeHHble OpraHbl

3anmcTeoBaHO

OpwuruHan X
N3 OpuUrnMHana
Kog, PerncrpaumoHHbIn
opurMHana Homep

npo¢deccuoHanbHOro




CTaHAapTa

TpyaoBble AencTemA

OpraHunsaumsa AoKymeHToo60poTa Mo yYeTy 1 ABUMKEHMIO KaapoBs

OpFaHM3aLI,Mﬂ AOKyMeHTOO60pOTa no npeacraBneHNo AOKYMEHTOB MO
nepcoHany B rocygapCrBeHHbIe OpraHbl

MocTaHOBKa Ha y4YeT opraHM3aLmmn B rocy4apcTBeHHbIX opraHax

MoarotoBka no 3anpocCy rocyaapcCrBeHHbIX OpPraHos, I'IpOC])ECCMOHaI'IbeIX
COH30B U Apyrnx npeacraBuUTeE/IbHbIX OpPraHoOB pa60THMKOB OpUrnHanos,
BbIMMCOK, KONWI AOKYMEHTOB

MoarotoBKa yBegOMIEHWUIN, OTYETHOM WM CTATUCTUYECKON MHPOpMauuM no
nepcoHany

MoarotoBka MHPOPMALMM O 3aK/JOYEHUM TPYAOBOrO MM TpaykAaHCKo-
NnpaBoBOro [AOroBopa Ha BbiNOAHeHMe paboT (oKasaHue ycayr) c
rpakKAaHMHOM,  3aMelaBliMM  OO/MKHOCTM  TOCYAAPCTBEHHOW UMK
MYHUUMNANbHOW  CAyXObl, nepeyeHb  KOTOPbIX  YyCTaHaBAMBaeTCA
HOPMaTUBHbLIMW NPaBOBbIMWU aKTamu Poccuinickoi ®eaepauymm

Heobxoanmble ymeHUn

OdopMnATb yyYeTHble AOKYMEHTbI, NPeaoCcTaBAfemMble B FOCYAapCTBEHHbIE
opraHbl, NpodeccoHanbHble CO3bl U ApyrMe NpeacTaBUTe/IbHbIE OpraHbl
paboTHMKOB

OpraHM30BbIBaTb XPaHEHWE AOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMU
TPYAOBOro 3aKoHopgaTesnbCTBa Poccuiickon ®Pepepaumm U IOKaAbHbIMU
HOPMaTUBHbIMU aKTaMM OpraHn3auunu

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

PaboTaTb ¢ MHPOPMALMOHHBLIMU CUCTEMAMM U BA3aMK AAHHBIX MO BeAEHUIO
CTATUCTUYECKOW M OTYETHON MHGOPMALLMM MO NepPCcoHany




AHanun3MpoBaTb NpaBuaa, NPoueaypbl U NOPALOK, Perympyrowme npasa u
00653aHHOCTM rOCYAAPCTBEHHbIX OPraHOB M OpraHM3auMuM Mo BOMPOCaM
obmeHa LloOKyMeHTaumMen no nepcoHany

Bectu genosyto nepenucky

Cobntogatb HOPMbI 3TUKK AeN0BOro 06LeHus

Heobxoaumble 3HaHUA

TexHoONOrnMM, MeToLbl U METOAUKM NPOBEAEHUA aHAIM3a U CUCTEMATM3ALMUM
OOKYMEHTOB U MHPOpMaLLUK

OcHosBbl AOKYMEHTOO60pOTa N AOKYMEHTAUMOHHOIo obecnevyeHus

CTpyKTypa opraHu3saumm

HopmaTumBHble NpaBoBble aKTbl Poccuiickon Peaepaunn, peryampytolime
npaea 1 0683aHHOCTM roCy4apPCTBEHHbIX OPraHoB, NPodeccuoHaNbHbIX
COI030B U APYTUX NPeACTaBUTENbHbIX OpraHoB PaboTHMKOB Mo
NpegoCcTaBAEHMIO YYETHON AOKYMEHTaLUN

TpyaoBoe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPXKallMe HOPMbl TPYA0BOIO
npasa

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA U HOPMAaTUBHbIE NPaBOBbIE aKTbl
Poccuiickolt ®eanepaumu, B 4acT BeAeHUA AOKYMEHTALMM NO nepcoHany

3aKoHogaTenbcTBo Poccuiickon deaepaupnm o NepcoHas bHbIX AaHHbIX

JloKanbHble HOPMATUBHbIE aKTbl OpPraHM3aLUnm, peryampyrowime nopagok
BeAeHUA AOKYMeEHTaUWMK No y4yeTy n ABNXKEHUIO NepCcoHana

Hopmbl 3TUKK aenosoro obuweHun

ba3oBble 0CHOBbI UHHOPMATUKU, MOCTPOEHMA UHPOPMALIMOHHbIX CUCTEM U
0C0H6eHHOCTM PaboTbl C HUMM




[pyrve xapakTepucTnkm

3.2. O606LwweHHas Tpyaosas GyHKLMA

JeatenbHocTb Mo obecneyeHnto NepcoHaiom YpoBeHb

HanmeHoBaHue Koa B

KBanmdmKkaumum
MpoucxoxaeHune

o o 3anmcTBoBaHO
0606weHHol TpyaoBo#n OpwuruHan X
N3 opuUrnHana
bYHKUMM
Kog PernctpaumnoHHbIi
opurnHana HOMmep
npodeccnoHanbHOro
CTaHAapTa

Bo3moKHble HaMMEHOBaHMA
[ONKHOCTEM, Npodeccuit

Cneuwmanuct no noabopy nepcoHana
Cneunanunct no nepcoHany
MeHepxep no nepcoHany

TpeboBaHuMA K 06pa3oBaHuUIO
n 0byyeHuIo

Bbicwee obpasoBaHue - 6akanaspuat
JdononHutenbHoe npodpeccnoHanbHoe 06pasoBaHMe - NPOrpammbl
NoBbILWEHUA KBaMDUKALMM; NPOrpaMMbl NPOPECCUOHANBHON
nepenoAaroToBkM B 061actTi Noncka 1 nogbopa nepcoHana

TpeboBaHuWA K ONbITy
NpPaKTUYecKon paboTsl

Ocobble ycnoBmA AonycKka K
paboTe




[pyrve xapakTepucTnkm -

JononHuTtenbHble XapPaKTEPUCTUKH

HanmeHoBaHWe JOKYMEHTA Kog, HanmeHoBaHMe 6a30BOW rpynmbl, A4OKHOCTM (Npodeccum) nnm
cneumnanbHOCTU
OK3 2412 Cneumanuctbl No Kagpam u npodopueHTaumm
3423 Cneumnannctbl KagpoBbIX CAYXKO M yupeRaeHUN 3aHATOCTH
EKC - Cneumannct no Kagpam
- MeHepyep no nepcoHany
oKnAarTp 27755 DKOHOMMUCT MO TpyAay
22956 MHcneKTOp NO Kagpam
3.2.1. TpypoBaa pyHKUMA
C60p nHPopmaLMM 0 NOTPebHOCTAX YposeHb
HavmeHoBaHMe |oOpraHu3auumm B NnepcoHane Kopa B/01.6 |(nogypoBeHb) 6
KBaMdMKaumnm
n o
pPOMUCXOXKAEeHME TPYA0BOM OpuriHan X 3aMmcTBOBaHO
bYHKLMK N3 OpuUrnHana
Kog, PerncrpaumoHHbIn
opurMHana HOomep
nNpodeccnMoHaNbHOro

CTaHAapTa
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TpypoBble AencTaus

AHann3 NNaHoB, CTPATENMK U CTPYKTYPbl OpraHn3aumm

AHanus ocobeHHocTet opraHu3aumm paboTtbl M NpPou3BOACTBA Ha
KOHKPETHbIX paboumx mecTtax

AHanus PbIHKA Tpyda NO OpraHM3auun pa6OTbI Ha aHa/l0fM4YHOM
npon3soacTee n pa6oqu mecTax

dopmunpoBaHMe TpebOBaHWIM K BaKaHTHOM AJo/MmKHOCTM (npodeccuu,
CNeLumanbHOCTN) U UX KoppeKuus

AHanu3 pbiHKa TpyAa M NepcoHana opraHusaumMm no npoduato BaKaHTHOM
AONIKHOCTM (Npodeccun, cneunanbHoOCTH)

NHPOpPMMPOBaHME N KOHCY/IbTUPOBAHUE PyKOBOAUTEEeN noapa3aeneHnii u
opraHun3aLmMm Nno Bonpocam pbiHKa TpyAa B YacTu obecneyeHns nepcoHasom

Heobxoanmble ymeHUA

Cobupatb, aHanM3MpoBaTb W  CTPYKTypupoBaTb MHbopmauuio 06
0COBEHHOCTAX OpraHM3aLmMm paboT Ha Pa3NIMYHbIX y4aCTKax NPOM3BOACTBA U
Ha KOHKpeTHbiX paboumMx MmecTax C yd4yeTom LUesel, 3afday, MNaaHoB U
CTPYKTYpPbl OpraHM3aumum

Cobupatb, aHanM3MpoBaTb W  CTPYKTypupoBaTb MHbopmauuio 06
0COBEHHOCTAX M BO3MOMKHOCTAX Ka4pOoBOro NoTeHumMana opraHnsaumnm

CobupaTb, aHanu3MpoBaTb UM  CTPYKTypupoBaTb MHPopmauumio 06
0COBEHHOCTAX PbIHKA TPYAA, BKAKOYAA NPELNOKEHUA OT NpoBaliaepoB ycayr
no NOWCKy, NpuBAeYeHuto, nogbopy 1 oTtbopy nepcoHana

dopmupoBaTb TpeboBaHMA K BaAKaHTHOW AOOMKHOCTM  (Npodeccun,
cneunanbHOCTH) M oNpeaenaTb Kputepmm noabopa nepcoHana

BHOCUTb KOppeKTUpylolwme cBegeHua B TpeboBaHMA K KaHAuAaTam Ha
BaKaHTHble Z0MKHOCTU (Npodeccnm, cneumanbHOCTH)




Monb3oBaTbCA NMOUCKOBbLIMU CUCTEMAMMU U MHOOPMALMOHHBIMU pecypcamm
ONA  MOHMTOPMHIra  pPbiHKa  TPyAa, T[PakAaHCKoro W TpyaoBoro
3aKoHoaaTenbcTBa Poccuitickon Pegepaumnu

KoHCy/NbTMpOBaTb MO BOMpPOCaM pbiHKa Tpyaa B 4actm obecrnevyeHus
nepcoHanom

CobntogaTtb HOPMbI 3TUKK AeN0BOro 06LeHus

Heobxoaumble 3HaHUA

TexHoNOrnMM, MeToLbl U METOAUKM NPOBEAEHUA aHAAN3a M CUCTEMATM3ALLUN
OOKYMEHTOB U MHPOpMaLLUK

CTpyKTypa oOpraHvsauuMuM UM BaKaHTHble  AO0/MKHOCTM  (nNpodeccun,
cneunanbHOCTH)

Mopagok onpeaeneHna NepcnekTMBHOM M TeKyLen NoTPebHOCTM B Kagpax

NCcToUuHMKM obecneyeHus OpraHn3saunun Kagpamum

OpraHusauma paboT Ha PasNM4YHbIX y4acTKax NPoOM3BOACTBA, OpraHM3aummn,
oTpacau

Oblme TeHAEHUMN Ha PbIHKE TpyZda U B OTAENbHOW OTPaciAMn, KOHKPETHOWM
npodeccnn (A0NKHOCTH, CNELMANbHOCTH)

OCHOBbI NCMXONOMMU U COLMONOMUUN TPYAa

OCHOBbI 93KOHOMMKM, OpraHmn3aunun Tpyaa 1 ynpasaeHuA

TpyL0BOE 3aKOHOAATENLCTBO M MHbIE aKTbl, COAEPMKALLME HOPMbI TPYAOBOIO
npasa

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

3aKkoHoZaTenbcTBO Poccuitickon Pegepaupmmn o NepcoHanbHbIX AaHHbIX




NoKanbHble HOPMATMBHbIE aKTbl OPraHM3aLMM, peryanpytowmne nopagok
noabopa nepcoHana

Hopmbl 3TUKM AenoBoro obLieHns

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

Jpyrve xapaktepuctmku -




3.2.2. TpypoBasa pyHKLUMA

HanmeHoBaHue

Mouck, npusneyeHune, nogbop n otbop YpoBeHb

nepcoHana

Kopa, B/02.6 |(noaypoBeHb) 6
KBaMPUKauum

MpoucxoxaeHne TPyLOBOM

dYHKUMM

3anmcTBOBaHO

OpuruHan X
M3 OpUrMHana

Koa PermcrpaumoHHbIi
opurMHana Homep
npodeccnoHanbHoOro
cTaHAapTa

TpyaoBble gencrema

MounCK BO BHYTPEHHUX U BHELHUX UCTOMHUKaxX MHPOPMaLMM O KaHANAATAX,
COOTBETCTBYIOWEN TpeboBaHUAM BaKaHTHOM Jo/XHOCTU (npodeccun,
cneupnanbHOCTH)

PasmelleHne cBegeHMI O  BAKaHTHOW  AOMKHOCTM  (Npodeccuu,
CMeuManbHOCTM) B CPeaCcTBaX MacCoBOM MHPOpMaLLMK

Bbl60p cnocob6os MeTo40B npusaevyeHMA NepcCoHasla B COOTBETCTBUU C
yTBEPXKAEHHbBIMU N/1IaHAMMU

MpoBepka uWHPoOpMaLuMM O KaHAMAATaXx Ha BaAKAHTHble [OAXKHOCTU
(npodeccun, cneumanbHocTu)

MposeaeHne cobecefoBaHUM M BCTPeY C KaHAMAATAMM Ha BaKaHTHble
AONKHOCTM (Npodeccun, cneunanbHocTH) ¢ obecneyeHnem o6paTHOM CBA3M

OueHKa COOTBETCTBUA KaHAMAATOB TPeboBaHMAM BaKaHTHOMN AO/MHOCTU
(npodeccun, cneumanbHocTH)




MoaroToBKa npeg/ioXKeHWlii nNo QGopMMPOBaHWMIO Blog)KeTa Ha MNOWCK,
npueneyeHmne, nogbop 1 oTbop nepcoHana

NHbOopMMpPOBaHME N KOHCYNbTUPOBAHME PYKOBOAUTENEN NOAPA3AENEHUN U
OpraHunsaLmm No BONpocam NpuBaeYeHUs NePCOHaNa C OLLEHKOM 3aTpaT

Heobxoanmble ymeHUn

Onpefenatb KpUTEPUM MOMUCKA, MpuBieYeHUs, nogbopa M oTtbopa
nepcoHana

CobupaTb, aHaNN3MPOBaTb N CTPYKTYPUPOBaATb MHPOPMALMIO O KaHaMaaTax
W NPeaNoKeHUAX Ha PbiHKe Tpyaa

MNonb3oBaTbCA NOUCKOBbIMU CUCTEMAMU U MHd)OpMaLI,MOHHbIMVI pecypcamum
B 06nactn obecneyeHusa nepcoHaiom

MPUMEHATb TEXHONOMUM U METOAMKM MOMUCKA, NpuBaeYeHuda, nogbopa u
oTbopa  KaHAMAATOB  Ha  BaKaHTHble  JO/KHOCTM  (npodeccum,
CneLmManbHOCTU) B COOTBETCTBME C UX cnieundukon

Mcnonb3oBaTb cpencTea obecneveHus NepcoHanom, BK/1tO4aA
conposoxgeHume

KoHcynbTMpoOBaTb MO BONPOCam NpuBAeYeHUA nepcoHana

CoctaBnAtb # KOHTPO/IMPOBATb CTAaTbM pPaCXoaoB Ha obecneveHue
nepcoHanaom AnAa nnaHMpPoBaHUA 6lO,CI,)'KeTOB

CobntoaaTb HOPMbI STUKM 4eN0BOro 06LLeHuUs

Heobxoanmble 3HaHUA

NcTouHMKM obecnedyeHus OopraHnsauunn Kagpamum

TexHONOrMM N METOAMKM MNOUCKA, npuenevYeHuns, no,u,60pa n 0T6opa
nepcoHana

Cuctembl, MeToabl M GOpMbl  MaTepuanbHOr0O M HemaTepuanbHOro
CTUMYNNPOBaHUA TPyAa NepcoHana




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

TexHoNOrMM, MetToabl U METOAUKWN NPOBEAEHMA aHaANN3a, cUCTEMATM3aL MK
OOKYMEHTOB U MHpOpMaLLUK

CTpyKTypa oOpraHv3auMum UM BaKaHTHble  AO/MKHOCTM  (npodeccun,
cneupnanbHOCTH)

Obwue TeHOAeHUMM Ha PbiHKE Tpyda U B OTAENbHbIX OTPAc/AAX WU Buaax
npodeccnoHanbHON AeATENBHOCTU

OCHOBbI NCUXOIOTUN U COLLUOOTUN TpyAaa

OCHOBbI 3KOHOMMKM, OPraHM3aLMmM TPYAa U yNpaBaeHWsa NepcoHanom

TpyaoBoe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPXKalliMe HOPMbl TPYA0BOro
npasa

OCHOBbI apPXMBHOTO 33aKOHOAATENbCTBA M HOPMATMBHbIE MPABOBbLIE AKTbI
Poccwuiickolt depepaumm, B 4acTU BeAEHUA LOKYMEHTALLMM NO NepcoHany

OcHOBbI Ha/I0roBOro 3aKoHoAaTeNbecTBa Poccuiickoit deaepaumm

3aKkoHoaaTenbcTBO Poccuitckon Pegepaupmmn o NePCoHaNbHbIX AaHHbIX

JNoKkanbHble aKTbl OpraHM3auMuM, peryavpylowme nopsagok obecneuyeHus
nepcoHanom

Hopmbl 3T1KKM aenosoro obueHna

ba3oBble OCHOBbI MHPOPMATUKM, NOCTPOEHUA UHPOPMALMOHHBIX CUCTEM U
0C0H6eHHOCTM PaboTbl C HUMM

[pyrve xapakTepuctnku

3.2.3. TpypoBana ¢yHKUMA




AZMWUHUCTPUPOBAHWE NPOLLECCOB U YpoBeHb

HanmeHoBaHue | AoKymeHToobopoTa obecneyeHus Kog, B/03.6 |(noaypoBeHb) 6

nepcoHaaom KBaI'IMd)MKaLIMM

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3anmcTBOBaHO
OpuruHan X
N3 opurMHana
Koa PerncrpaumoHHbIN
opurnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble gencTeuma

AHanM3 npoueccoB AOKYMeHTOO60pOoTa, JIOKa/bHbIX [AOKYMEHTOB MO
BOMpocam obecrneyeHna NepcoHaom

BeseHne MHPOPMALMM O  BaAKaHTHbIX  AO0/MKHOCTAX  (Mpodeccusx,
cneumnanbHOCTAX) M KaHguaaTax

[lOKyMeHTaUMOHHOe COMPOBOXAEHME KaHAMAATOB Ha 3Tanax MOWCK],
npueaedyeHuns, nogbopa u otbopa nepcoHasna Ha BaKaHTHble AONKHOCTU
(npodeccun,  cneumanbHOCTH),  MHPOPMMPOBaHWE  KaHAMAATOB O
pesynbTaTax oTbopa

MoAaroToBKa 3anpocoB O KaHAMZaTax B rOCyAapCTBEHHble OpraHbl, B
Clyyanx, MpeayCMOTPEHHbIX AEWCTBYIOWMM  3aKOHOAATENbCTBOM, U
06paboTKa NpeaocTaBAeHHbIX CBEAEHUN

MoarotoBka M 06paboTKa yBeAOMNEHMI B TOCYAAPCTBEHHbIE OpPraHbl,
npodeccmoHanbHble COHO3bl W ApyrMe npeacTaBUTE/IbHblIE  OpraHbl
paboTHMKOB NO BOMpPOCaM MNOWCKa, MpuBAedYeHMs, nogbopa u otbopa
nepcoHana




Conposom,u,eHme Aorosopos no obecneveHuto OopraHnsaunMn nepcoHaiom,
BK/1IOYaA nNpeasapuTeibHble npoueaypbl No UX 3aKNHOYEHUIO

Heobxogumble ymeHUs

ObecneunBaTb AOKYMEHTALMOHHOE COMNPOBOXKAEHNE BbIXOAa KaHAMAATa Ha
paboTy 1 nepemelLeHNA nepcoHana

OdopmnaTb OOKYMeHTbl MO  Bonpocam obecrneyeHus  KagpoBbiMU
pecypcamu, Heobxoaumble AN NPeAOCTaBNeHUA B FOCY[apCTBEHHble
opraHbl, NpodeccoHanbHble CO3bl U ApYyrMe NpPeacTaBUTE/IbHbIE OpraHbl
paboTHMKOB

OpraHu30BbIBaTb XpaHEeHME [OKYMEHTOB B COOTBETCTBUM C TpeBoBaHUAMM
TPYZOBOro, apXxMBHOIO 3aKoHoZaTesnbCTBa Poccuiickoit Ddeaepaumm u
NIOKaNbHbIMW aKTaMM OpraHmu3aLmm

AHanusmMpoBaTb  OOKYMEHTbl M MepeHocuTb  MHPOpMauuilo B
NMHPOPMaUMOHHbIE cUCTEMbI M 6a3bl AaHHbIX O KaHAMAATaX

Pabotatb ¢ WHPOPMAUMOHHBIMM cCUCTEMAMM U 6a3amMm  OaHHbIX MO
Bonpocam obecneyeHUs NepcoHasoM, BeAEHUIO TMOMCKa U y4yeTa
KaHAMOATOB Ha BaKaHTHbIE AO/KHOCTU (Mpodeccum, cneunanbHOCTH)

Mpon3BoguTL NpeaBapuTeNbHble 3aKymnodHble npoueaypbl MU 0dopmaATb
COMYTCTBYIOLLYIO JOKYMEHTALLMIO MO 3aK/0UYEHUIO AOrOBOPOB

OpraHM30BbIBaTb U MPOBOAUTL KOHKYPCbl, 0POPMAATL M aHa/NM3UPOBaTb
KOHKYPCHYIO SOKYMEHTALMIO

BecTu aenosyto nepenmcky

Cob6ntogatb HOPMbI 3TUKK AeN0BOro 06LLeHUsA

Heobxoanmble 3HaHWA

Mopagok od)oplv\neva, BeAeHNA N XpaHeHNA OOKYMEHTALUM, CBA3AHHOM C
NMOUCKOM, NpuBaevYeHNeM, I'IO,CI,60pOM n OT60p0M nepcoHaza Ha BakKaHTHble
AO/KHOCTU




Mopsdok <¢opmupoBaHUs, BeAeHMs 6aHKa [aHHbIX O  MepcoHane
OpraHM3aLMm 1 NPefoCTaBNeHNA OTYETHOCTH

OcHoBbI 4OKYMeHTO060pOTa U AOKYMEHTaLMOHHOro obecrnevyeHums

TexHonorumn, MeToasl U MeToAMKM NPOBEeAEHMA aHaM3a U cUCTeMaTM3aumun
AOKYMEHTOB M MHdopmaunm

MopAagoK  npoBeseHWA  KOHKYpPCOB M OGOPMAEHMA  KOHKYPCHOM
OOKYMEeHTaLmu

MopAdOK  NpoBeAeHWA  3aKymouyHbIX  npoueayp W odopmaeHus
COMYTCTBYIOLWEN AOKYMEHTAL MM

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

TpyAoBOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYA0BOrO
npaea

OCHOBbI apXMBHOTO 33aKOHOAATENbCTBA M HOPMATWBHbIE MPABOBbLIE AKTbI
Poccwiickoit depepaumm, B 4acTU BeAeHUA LOKYMEHTALLMMU NO NepcoHany

OcHOBbI Ha/I0roBOro 3aKoHoAaTenbecTBa Poccuiickoit deaepaumm

3aKoHogaTenbcTBo Poccuiickon Pepepaupnm o NepcoHas bHbIX AaHHbIX

JloKanbHble aKTbl oOpraHuM3auMu, peryavpylolme nopsagok noabopa
nepcoHana

MopAaoK 3aKNt0YEeHUs A0roBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM aenosoro obuieHna

ba3oBble OCHOBbI MHPOPMATUKM, NOCTPOEHUA UHPOPMALMOHHBIX CUCTEM U
0CO06EHHOCTU PaboTbl C HUMM




[pyrve xapakTepucTnkm

3.3. O606LwweHHas TpynoBasa GyHKLMA

eATeNIbHOCTb NO OLUEHKe M aTTecTaumm YpoBeHb
HavmeHoBaHue A 4 4 Kopa C P 6
nepcoHana KBasndumKaumnm
MpouncxoxaeHne
o . 3anmcTBoBaHO
0606uweHHoM TpyaoBomn OpuruHan X
N3 opuUrnHana
OYHKUMM
Kog PernctpaumnoHHbIin
opurnHana HOoMep
Npo¢deccnoHaNbHOro
CTaHAapTa

Bo3moxHble
HaMMeHOBaHMA
[ONIKHOCTEN, npodeccuin

CnewumManucT no oueHKe 1 aTTecTaumMm nepcoHana
Cnewuumanuct no nepcoHany
MeHezaep no nepcoHany

TpeboBaHuA K
06pa3oBaHUIo N 06yYeHUI0

Bbicwee obpasoBaHue - bakanaspmat

JononHuTtenbHoe npodeccnoHabHoe 06pas3oBaHMe - NPOrpaMmbl
NoBbIWEHUA KBaAUbUKaLMKU; Nporpammbl NPpodeccMoHaNbHOM
nepenoaroToBKW B 061aCTU NPOBELEHNA OLEHKM NepcoHana

TpeboBaHMWsA K ONbITYy
NpPaKTUYeCcKon paboThbl

Ocobble ycoBMA JOMNycKa K
pabote




[pyrve xapakTepucTnkm

JononHuTenbHble XapaKTePUCTUKM

HanmeHoBaHWe fOKYMEHTA Kog HanmeHoBaHMe 6a30BOW rpynnbl, AOJXKHOCTU (Npodeccun)
WA CNeLnanbHOCTH
OK3 2412 Cneumanunctbl No Kagpam u npodopueHTaumnm
3423 Cneunannctbl KapoBbIX CAYXKO M yupeRaeHUN 3aHATOCTH
EKC - MeHepyKep no nepcoHany
oKnAarTp 27755 DKOHOMMUCT MO TpyAay
22956 MHcneKTOp NO Kagpam
3.3.1. Tpyposasa GpyHKUMA
OpraHu3aumsa 1 NpoBeAeHNE OLEHKHU YpoBeHb
HaumeHoBaHMe |nepcoHana Kopa, C/01.6 |(noaypoBeHb) 6
KBannduKaLmm
MpoucxoxaeHne TpyL0BOM OpuriHan X 3aMmcTBOBaHO
bYHKLMM N3 opuUrnHana
Kog PernctpaumnmoHHbIin
opurnHana HOoMep
npodeccnoHanbHOro

CTaHAapPTa
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TpypoBble AencTauns

AHanM3 CTPYKTYpbl, NJaHOB W BaKaHTHbIX A0/KHOCTeM (npodeccuid,
cneumnanbHocTel) opraHM3auumm, ocobeHHOCTEN opraHM3auum paboTbl Ha
Pa3INYHbIX y4aCcTKax MPOM3BOACTBA U KOHKPETHbIX paboumnx mecTtax

PaspaboTka naaHa OUEHKW MepcoHana B COOTBETCTBMM C  LENAMM
opraHusaumm

OueHKa ANHAMUKM NpPOV3BOAMUTENIbHOCTH, WMHTEHCUBHOCTY n
adPeKTUBHOCTM TpyAa Ha paboumx mecTax

OnpeaeneHne pecypcos, BbIBOP CPEACTB U METOA0B NPOBEAEHMA OLEHKM
nepcoHana

MNpoBeaeHWe OueHKN NepcoHana B COOTBETCTBMU C NJaHAMM OpraHm3aumnmn

ConpoBoXAeHWe [AOroBOPOB C  OPraHM3auMAMM -  UCMONHUTENAMM
MepomnpuATUIA MO OUEHKE nepcoHana, BKAKOYasA npeaBapuUTe/ibHble
npoueaypbl N0 UX 3aKNOYEHUIO

KoHcynbTMpoOBaHME MepcoHana Mo BOMPOCAaM OLLEHKM, BKIOYas OLEHKY
3aTpar

AHanu3 pesynbTaToB OLEHKM MepcoHana, MNOArOTOBKA peKomMeHAauumi
PYKOBOACTBY M NepcoHany

MoAroToBKa NpeanoKeHnin no GopmmpoBaHuio 6loaxKeTa No OpraHM3auun 1
NpoBeAEeHMIO OLLEHKM NepcoHana

HeobxoamMmble ymeHus

Onpeaenatb NapameTpbl U KPUTEPMM OLLEHKKN NepcoHana

Onpep,enﬂTb N NpUMMeHATb CpeactBa M MeToAdbl npoBeaeHUA OUEeHKU
nepcoHana

Bblaenato (onpeaensTb) rpynnbl NepcoHana Aas NpoBeAeHUs OLLeHKU

Onpep,enﬂTb WHTEHCUBHOCTb TpyAda W 30HblI NOBblIWEHUNA ad)d)eKTVIBHOCTM




nepcoHana

Onpenenatb MOTMBALUMOHHbIE GaKTOPbl NpoBeAeHMA OLEHKN NepcoHana

CocTaB/ATb U KOHTPOIMPOBATbL CTaTbW PacXoA0B Ha OLEHKY nepcoHana ans
nAaHUpoBaHUA bloaXKeToB

ObecneunBatb OpraHn3aunMoHHOE conpoBoXaeHne OUueEHKN NepCoHana

ObecneymBaTb COXPaHHOCTb KOHOMAEHUMANbHOW WHbOPMAUUKM  MNpU
npoBeAeHMM OLEHKN NepcoHana

OpraHM30BbIBaTb XpaHeHMEe [OKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMM
TPYZAOBOrO, apXMBHOIO 3aKoHOZaTesnbCTBa Poccuitckoin depepauyy u
JNOKa/IbHbIMU HOPMATUBHbIMU aKTaMW OpPraHn3aummn

Cobupatb, aHanM3MpoBaTb W  CTPYKTYpUpOBaTb  MHPOPMaLMIO O
npeasoXKeHMAX No OLLEHKe NepPcoHana Ha pbiHKe Tpyaa

Mpon3BoguTb NpeaBapuTesibHble 3aKynoyHble npouesypbl U obopmMAATb
CONYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aKNHOYEHWNIO OTOBOPOB

OI'IpGﬂ,EJ'IﬂTb ycnosma AnAa  3akKAK4YeHMA  O0roBopoB Ha ycayrm no
nposeaeHno OUueHKN NnepcoHana

CuctemaTmanpoBaTb, 0606WaTb M aHaAM3MPOBaTb PE3yNbTaTbl OLEHKM
nepcoHana

Ob6ecneunBaTb 0bpaTHYIO CBA3b NO pes3ynbTaTaM MPOBEAEHHON OLEHKWU C
NepcoHaNoM U PyKOBOACTBOM

Monb30BaTLCA NOUCKOBLIMU CUCTEMAMMU, MH¢OpMaLI,MOHHbIMI/I pecypCamum “
6asamu AaHHbIX MO NpoBegeEHNIO OUEHKN NMepPCOHana

PaspabaTbiBaTb pekOMeHAauuM No pPa3BUTUIO MNepcoHana Ha OcHOBe
npoBeAeHHOM OLEHKN




Cobntogatb HOPMbI 3TUKK AeN0BOro 06LeHus

Heobxoaumble 3HaHUA

TexHONOrMM U MeToapbl onpeaeneHna NPopeccMoHaNbHbIX 3HAHWUIA, YMEHW
N KOMMEeTeHUMMN

TexHoNnorMm n metoabl OLLEHKN INYHOCTHbLIX KA4ecTB U XapPaKTePUCTUK

Cuctembl, MeToabl M  ¢GOpPMbl  MaTepuaNbHOr0O M HEemMaTepuasbHOro
CTUMYNUPOBaHUA TPyAa NepcoHana

TexHonorm u metoabl d)OpMMpOBaHVIFI MU KOHTPOAA 6IOLI,)KETOB

TexHoNormm, MeToabl U METOANKM NPOBEAEHNA aHANM3A U CUCTEMATM3ALNN
OOKYMEHTOB U MHpOpMaLLUK

OcHOBbI 06WEN M CcouMaNbHOM MCUXOJIOTUM, COLMOJIOTUM U TMCUXON0TUMU
Tpyaa

OCHOBbI MPOU3BOACTBEHHOMN AeATE/IbHOCTM OpraHMU3aLmm

MopAagoK  NpoBeAeHUs  3aKyMOYHbIX  npoueayp U odopmiaeHus
COMYTCTBYIOLWEN LOKYMEHTALMN

CTpyKTypa oOpraHv3auMuM UM BaKaHTHble  AO0MKHOCTM  (npodeccun,
cneumanbHOCTH)

TpyAoBOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPrKALLME HOPMbI TPYA0BOrO
npaea

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA M HOPMAaTUBHbIE MPABOBbIE aKTbl
Poccuiickoli ®eaepaumu, B YacTu BeAeHUS AOKYMEHTaL MM No NepcoHany

3aKkoHoaaTeNnbcTBo Poccuitckon Peaepaummn o NePCcoHaNbHbIX AaHHbIX

NloKanbHble HOPMATMBHbIE aKTbl OPraHM3aLMKM, peryanpytowmne nopagok
OUEHKM NepcoHana




MopAaoK 3aKNOUYEHUA A0rOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKM AenoBOro obLLeHns

basoBble OCHOBBbI NHPOPMATHKW, CTPYKTypHOE NocTpoeHune
MHGOPMALMOHHBIX CUCTEM M 0COBEHHOCTU PaboTbl C HUMM

[pyrve xapakTepucTnkm

3.3.2. Tpyposasa pyHKUMA

HanvmeHoBaHMe nepcoHana

OpFaHM3aLI,Mﬂ M nposeaeHune atrectaumm ypOBEHb

Kog, C/02.6 |(noaypoBeHb) 6
KBaMPUKaunm

MpoucxoxaeHne TPyLOBOM
dYHKUMM

OpuruHan X

3anmcTBOBaHO
U3 opurMHana

Kog, PerncrpaumoHHbIn
opurnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble aencTenn

AHanu3 CTPYKTypbl, NJIaHOB W BaAKaHTHbIX [OO/KHOCTEN (npodeccui,
cneumanbHocTen) opraHMsaunmn, ocobeHHocTe opraHvsaumm paboTbl Ha
Pa3/INYHbIX y4acTKax NPOM3BOACTBA M KOHKPETHbIX paboymx mecTax

Pa3pa60T|<a NPOEKTOB AOKYMEHTOB, onpeaenAarowmnx nopaaoK atrectaunm
nepcoHana, € OLl,eHKOﬁ 3aTpaT

COI'IpOBO)KAEHI/Ie npouecca arrecraummnm wm p360TbI aTTeCTaLI,MOHHOﬁ
KOMUCCcnun




MoAroToBKa NpeaoXKeHuin No GopMMPOBaHUIO BI0AKETa Ha OpraHM3aLMIo
W NpoBeAeHne aTTecTalmm nepcoHana

MoarotoBKa MpeaoXeHMn O COOTBETCTBMM PaboOTHMKA AO0KHOCTU
(npodeccum, cneupanbHOCTM) NO pesynbTaTam aTTecTalMn B COOTBETCTBUU
C 3aKoHodaTenbcTBOM Poccuinckon Pegepaumm

Heobxoanmble ymeHUn

Ol'lpe,D,EJ'IﬂTb napamMmeTpbl U KpUTeEPUKM atTectaunm nepcoHana

Onpeaenatb U NPUMEHATb CPEACTBA U METOAbl aTTectaumm

BbloenAatb rpynnbl nepcoHana gna nposeaeHnA attectaumnm

ObecneunBaTb  OOKYMEHTALMOHHOE  COMPOBOMAEHME  aTTecTauumu
nepcoHana

CoctaBnAatb u KOHTPO/MPOBATb CTaTbU PaCXoa40B Ha aTTeCTauunto nepcoHana
Ana nnaHMpoBaHUA 6PO,£1,H(eTOB

Monb3oBaTbcs WMHOOPMALMOHHBIMUK pecypcammM M 6asamm [aHHbIX MO
NpoBeAeHMIO aTTecTaLmm

BecTn y4yeT 1 peructpaumio AOKYMEHTOB B MH(bOpMaLI,MOHHbIX cnctemax um
Ha MaTepUanbHbIX HOCUTENAX

OpraH130BbIBaTb XpPaHEHWe JOKYMEHTOB B COOTBETCTBUM C TPebOBaHMAMMU
TPYy4OBOrO, apXMBHOrO 3aKoHoAaTenbcTBa Poccuitickolt dPegepaunm u
JIOKa/IbHbIMW [OKYMEHTaMM OpraHu3aLumm

Mpoun3BoguTb NpeaBapuTe/ibHble 3aKynouyHble Mpoueaypbl U odopmaaTb
COMYTCTBYIOLLYIO AOKYMEHTALLMIO MO 3aK/0UYEHWNIO AOTOBOPOB

Cobntogatb HOPMbI 3TUKK Ae10BOro 06LeHUs

Heobxoanmble 3HaHWA

MopAdoK U TEXHONOMMA NPOBeAEeHNA aTTecTaunm




TexHoMorMM n MmeTodpl onpedeneHuMs U OUEHKU npodeccroHanbHbIX
3HAHWUI, YMEHUIN N KOMMETEHLUN

Cuctembl, meToabl M  GOpPMbl  MaTepuanbHOr0O W HemaTepuanbHOro
CTUMYIMPOBAHMA TPYLA NepcoHana

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

TexHoNorMm, MeToabl U METOANKM NPOBEAEHMA aHAN3a U cUCTeMaTU3aL MK
OOKYMEHTOB U MHpOpMaLmm

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

OcHOBbI 00LlWEN N COUMANbHOM MCUXONOTUU, COLMOJSIOTMN U TMCUXON0TUMU
TPYA3

MopsadoK  MpoBedeHMsA  3aKyMouyHbIX  npoueayp M odopmaeHUs
COMYTCTBYIOLWWEN AOKYMEHTAL MM

CTpyKTypa OpraHusaumMv UM  BaKaHTHble  AO/KHOCTM  (npodeccuu,
crneumanbHoCTH)

TpynooBoe 3aKOHOAATENbCTBO WM WMHblE aKTbl, COAEp)Kalwue HOpMbl
TpYAOBOro Npasa

OCHOBbI apPXMBHOTFO 3aKOHOAATENbCTBA U HOPMATMBHbIE MPABOBbIE AKTbI
Poccuiickoit ®enepaumu, B 4aCTU BEAEHUA [OKYMEHTALMM N0 NepcoHany

3aKoHoAaaTenbcTBo Poccuinckon Peaepaumn o NepcoHanbHbIX AaHHbIX

JlokanbHble HOPMATUBHbIE aKTbl OpPraHmsauuun, peryampyrowme nopAaaok
OLLe€HKM nepCoHana

MopAAOK 3aKN0YEHUA AOrOBOPOB (KOHTPAKTOB)

Hopmbl 3TMKKN aenosoro obuieHus




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

Lpyrvue xapakTepuctmkm

3.3.3. TpypoBasa ¢pyHKUMA

ALMUHUCTPUPOBAHME NPOLLECCOB U YpoBeHb
HavmeHoBaHMe | A0KyMeHTOO60pOTa Npu NpoBeaeHNN Kopa C/03.6 |(noaypoBeHb) 6
OLLeHKM 1 aTTecTaumm nepcoHana KBanmdukauum

MpouncxoxkaeHne TPyaoBomn
dYHKUMM

3anmcTBOBaHO
OpuruHan X
N3 opurMHana
Koa PerncrpaumoHHbIN
opurnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble aencTena

AHanu3 npoueccoB AOKYMEHTOO60pOTa, JIOKaNbHbIX [AOKYMEHTOB MO
OLEHKe ¥ aTTecTauum nepcoHana

OpraHMBaLl,VIOHHOG conposoxaeHume MepOI'IpMFITMﬁ Nno OoueHKe nepcoHana n
€ro atrecrauunm

OdopmneHmre npouecca 1 pesynbTaToB aTTecTalumm nepcoHana

NHdopmMmmpoBaHMe NepcoHana o pesynbTaTax OLEeHKN 1 aTTecTaumum

MoarotoBKa MpensioKeHUt No pa3BUTUIO MepCcoHana Nno pesy/bTaTam
OLLEHKM




COﬂpOBO)KAEHMe AOroeopos MO  OKa3aHUKO  KOHCY/NbTAUMOHHbLIX U
MHd)OpMaLI,MOHHbIX YCANyr no oueHKe n atreCtaynm nepcoHana

Heobxogumble ymeHUs

ObecneunBaTb AOKYMEHTALMOHHOE COMPOBOXAEHME OLLEHKM M aTTecTaumnm
nepcoHana

Od)OpMﬂﬂTb AOKYMEHTblI NO BONpPoOCamM OUEHKU M atTecCTtaunn nepcoHana,
npegocrasndaemble B rocyaapCrtBeHHble OpraHbl, ﬂpOd)ECCMOHaI'IbeIe
COHO3bl U Apyrnue npeacraBuUTe/IbHblE OpPraHbl pa6OTHMKOB

AHanusmpoBsaTb npasuia, Npoueaypbl U NOPAAKN NPOBEAEHNA OLEHKU U
aTTectaumu nepcoHana

Bectn y4yet 1 peructpaumio AOKYMEHTOB B MHd)OpMaLI,MOHHbIX cncremax m
Ha MaTepUanbHbIX HOCUTENAX

OpraHn3oBbIBaTb XpaHEHME OOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMU
TpyAoBoro 3akoHogatenbctBa Poccuiickoit Pepepaumm M NOKasbHbIMU
aKTaMu OpraHusaumnm

BecTu aenosyto nepenmcky

PabotaTb C WHOOPMAUMOHHBLIMM CUCTEMAMM M 6aszamMu  AaHHbIX MO
BOMpPOCaM MPOBeAEHUs OLUEHKU U aTTecTauumn nepcoHana, BeeHuo yyeTa
KaHAWAATOB Ha BaKaHTHble A0/MKHOCTU (Npodeccuu, cneymanbHOCTH)

AHanusmpoBaTb  AOKYMEHTbI M MepeHocuTb  MHPopmauuio B
MHPOPMaLMOHHbIE CUCTEMbI M 6a3bl AaHHbIX

CobntoaaTb HOPMbI STUKM Ae10BOro 0bLeHums

Heobxoammble 3HaHNA

Mopagok Od)OpM}'IEHVIH, BeAeHNA N XpaHeEHNA OOKYyMeHTauuu, CBsI3aHHOM C
nposeaeHMem oueHKU N atreCtaumm nepcoHana

Mopsgok d¢opmupoBaHWA, BedeHMA 6aHKA [aHHbIX O MepcoHane
OpraHu3auun 1 NpeaoCcTaBieHNs OTYETHOCTU




MopsdoK  MpoBedeHMs  3aKyMouyHbIX  Mpoueayp M odopMAEHUS
COMYTCTBYIOLW,EN AOKYMEHTaL MM

Mopsaok odopmaeHna [OOKYMEHTOB, npeaocTaBAsemblIxX B
rocyapCTBeHHble  OpraHbl, NPOQpeccMoHaNbHble COK3bl W Apyrue
npeacTaBuTe/bHble OpraHbl paboTHMKOB

OcHosBbl AOKyMEHTOOGOpOTa N AOKYMEHTAUMOHHOIo obecneyeHus

CTpyKTypa oOpraHuMsauuum U BaKaHTHble  AO/MKHOCTU  (npodeccun,
crneumanbHoCTH)

TpygooBoe 3aKOHOZATENLCTBO WM WMHble aKTbl, COAEp)Kawue HOpPMbI
TPYAO0BOro Npasa

OCHOBbI apPXMBHOIO 3aKOHOAATENbCTBA M HOPMATMBHbIE MPABOBbLIE AKTbI
Poccuiickoit degepaumm, B YacT BeAeHWUA AOKYMEHTALMM NO NepcoHany

3aKoHoAaaTenbcTBo Poccuinickon Peaepaumn o NnepcoHanbHbIX AaHHbIX

TexHoNorMm, MeToabl U METOANKM NPOBEAEHMA aHAIN3a U CUCTEMATU3ALMM
[OKYMEHTOB U UHbOPMaLuu

JIOKasibHble HOpMATUBHble aKTbl OpraHu3auumn, peryavpylowme NopagoK
OLLeHKM M aTtTecTtaunm nepcoHana

MopAaoK 3aKNHYEHNA AOTOBOPOB (KOHTPAKTOB)

Hopmbl 3TMKKN aenosoro obuieHua

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

[pyrve xapakTepuctnku

3.4. O606LweHHas TpyaoBas GyHKLMA




eATe/IbHOCTb N0 Pa3BUTMIO MepCcoHana YpoBeHb
HavmeHoBaHue A P P Koa D P 6
KBaMPUKauum
MpoucxoxaeHue
o o 3anmcTBoBaHO
06006LeHHON TPYA0BOW OpwuruHan X
N3 OpuUrnHana
dYHKUMM
Kog, PernctpaunoHHbIn
opurnHana HOoMep
npodeccnoHanbHOro
CTaHAapTa
Bo3mMorKHble Cneumannct no passuTUIO U 0by4eHMIO NepcoHana
HaMMeHOBaHMS Cneumannct no pasBMTUIO Kapbepbl NepPCcoHana

[OJIKHOCTEN, npodeccuit Crneunanncrt no nepcoHany
MeHepyep no nepcoHany

TpeboBaHuA K Bbicwee obpasoBaHue

ob6pasoBaHuio M 0byyeHunto | lononHuTenbHoe npodeccroHanbHoe ob6pasoBaHMe - NPOrpammbl
NoBbIWEHUA KBaAUbUKaLMKU; Nporpammbl NPpodeccMoHaNbHOM
nepenoaroToBKM B 061aCTV OPraHM3aLLMOHHOIO U NPodeccMoHabHOro
pa3BUTUSA NepcoHana

TpeboBaHMWSA K ONbITY -
NpaKTUYecKol paboTsbl

Ocobble ycnoBuA AoMNycKa K
paboTe

[pyrve xapakTepuctnkm




JononHuTtenbHble XapPaKTEPUCTUKH

HanmeHoBaHWe JOKYMEHTa Koa HanmeHoBaHWe 6a30BoW rpynnbl, 4ONKHOCTM (Npodeccun)

nnn cneunmanbHoOCTu

OK3 2412 Cneumanunctbl MO Kagpam 1 npodopueHTalmm

3423 Cneumannctbl KaapoBbIX CNYKO U yupeRaeHUI 3aHATOCTH
EKC - MeHepaxep no nepcoHany
oKnAarTp 27755 DKOHOMMUCT MO TpyAy

22956 MHcneKTOp NO Kagpam

3.4.1. TpypoBaa pyHKUMA

OpraHu3auma 1 nposeaeHne MeponpuATAN YpoBeHb
HanvmeHoBaHMe |NO pPasBUTUIO M MOCTPOEHUIO Kopa D/01.6 |(noaypoBeHb) 6
npodeccnmoHanbHOM Kapbepbl MepcoHana KBanmduKkauum

MpowncxoxaeHwe TpyAoBOW
bYHKLMK

3anmcTeoBaHO
OpwuruHan X
U3 opurmHana
Kog, PerncrpaumoHHbIn
opurnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpypoBble fencTaus

AHann3 CTPYKTYpPbI, NJIAHOB M BaKaHCUI1 OpraHM3aumm

AHanuns ocobeHHocTel pa6OTbI Ha pPa3/zInvyHbIX y4aCTKaxX nNpoun3soAacTtBa U
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KOHKPETHbIX p860‘-IVIX mecTax

MoaroToBKa MNPOEKTOB AOKYMEHTOB, OMNpPeAenAllnX MOpPAAO0K PasBUTUA
nepcoHana u NocTpoeHua NpodeccMoHaibHOM Kapbepbl C OLLEHKOM 3aTpaT

PaspaboTKa naaHoB NpodeccMoHanbHOM Kapbepbl paboTHUKOB

dopmunpoBaHMe KagpoBOro pesepsa

OpraHusaumn MeponpuATUiA no pasBUTUIO n NocTpoeHuto
npodeccroHanbHOM Kapbepbl NepcoHana

MoAaroTtoBKa NpeanoxeHuit no popmmposBaHnio BrogykeTa Ha opraHU3aLuio
W npoBedeHME  MEPONPUATUA N0  PasBUTUIO U MOCTPOEHUIO
npodeccnoHabHON Kapbepbl NepcoHana

AHann3  3PEKTMBHOCTM  MeponpuATMIA  NO  PasBUTUIO  MepCcoHana,
NOArOTOBKA NPEANONKEHWNI NO Pa3BUTHIO

Heobxoammble ymeHus

AHanu3npoBaTb YypoBeHb obwero pasButMA W npodeccroHanbHOM
KBannMduKaLMmn nepcoHana

Onpefenatb KPaTKOCPOYHble W AO0ATOCPOYHble MOTPeBbHOCTM pPas3BUTMA
nepcoHana 1 NoCcTpoeHun ero NpodeccMoHanbHOM Kapbepbl

Onpegenatb Kputepun GopMMUPOBaHUA KaLPOBOro pe3epBa OpraHM3aLmm

CocraBnAaTtb nHAnBUNAYaNbHbIE N/1IaHbl KAPbEPHOIO Pa3BUTUA NepCoHana

MPUMEeHATb TEXHO/NIOTMM U METOAbl Pa3BUTUA MepcoHana M MNOCTPOEeHMA
npodeccnoHanbHOM Kapbepbl

CocTaBnaTb MpeasioKeHUA M KOHTPO/AMPOBaTb CTaTbM PacxogoB Ha
nporpamMmbl U MepPONPUATMA NO Pa3BUTMIO NEepcoHasna W MOCTPOEHMUIO
npodeccrnoHanbHOM Kapbepbl AN NNAaHMPOBaHUA 6I0AKETOB




Onpegenatb 3QpPeKTUBHOCTb MEPONPUATUIA NO PasBUTUIO NepcoHana wu
NOCTPOEHMIO NPOPECCUOHANBHOMN Kapbepbl

Pabotatb ¢ WHPOPMAUMOHHBIMM cUCTEMAMM UM 6a3amuM  AaHHbIX MO
nepcoHany

Cobntogatb HOPMbI 3TUKK AeN0BOro 06LeHus

Heobxoaumble 3HaHUA

Cuctema, crnocobbl, MeTOoAbl, UHCTPYMEHTbI NOCTPOEHUA
npodeccnoHanbHON Kapbepbl

MeToabl OnpefeneHns M OUEHKU JIMYHOCTHbIX U npodeccuoHanbHbIX
KoMneTeHUnin

Cuctembl, MeToabl M GOpPMbl  MaTepUanbHOr0O M HemaTepuanbHOro
CTUMYNMPOBaHUA TPYAa NepcoHana

TexHonormun, metoabl GOPMUPOBAHUA N KOHTPOA BIOOKETOB

TexHonorun, MeToabl U METOAUKM NPOBEAEHMNA aHaNM3a U cUCTeMaTM3aLUN
OOKYMEHTOB M MHbOpMaL MK

OcHoBbI NpodeccnoHaNbHO opueHTaLum

OCHOBbI J,OKYMeHTO060pOTa M AOKYMEHTaUMOHHOro obecneyeHus

OcHosBbl I'IpOVI3BOLI,CTBeHHOﬁ AeATeENbHOCTU OpPraHn3aunmn

OcHoBbI 06Lel U COUMANbHOW MCUXONOTMMK, COLMONOTUN U MCUXONOMUU
TpyAa

CTpyKTypa oOpraHv3auuMuM UM BaKaHTHble  AO0MKHOCTM  (npodeccun,
cneunanbHOCTH)

TpyaoBoOe 3aKOHOLATENLCTBO M UHbIE aKTbl, COAEPKaLLMe HOPMbI TPYLOBOIO
npaea




3aKkoHogaTenbcTBo Poccuiickoit deaepalnm o NepcoHaNbHbIX AaHHbIX

JloKanbHble HOPMAaTMBHbIE aKTbl OPraHM3auuW, Peryaupylolime nopagok
pa3BUTUA M NOCTPOEHUA NPOdECCMOHANbHOM Kapbepbl NepcoHana

MopAaoK 3aKNOUYEeHUs A0rOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKK aenosoro obuweHna

basosble OCHOBbI MHOPMaTUKMY, CTPYKTYpHOE rnoctpoeHue
MHPOPMaLMOHHbIX CUCTEM M 0COBEHHOCTU PaboTbl C HUMMU

[pyrve xapakTepucTnkm

3.4.2. Tpyposaa pyHKUMA

HanmeHoBaHue

OpraHusaums obyyeHus nepcoHana YpoBeHb

Kog, D/02.6 |(noaypoBeHb) 6
KBaMdMKaumnm

MpowncxoxaeHwe TpyAoBOW
bYHKLMK

3anmcTBOBaHO

OpwuruHan X
U3 opurmHana

Kog, PerncrpaumoHHbIn
opurnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpypoBble fenctaus

AHanu3 pbiHKa 06pa3oBaTe/ibHbIX YCAYr U MoTpebHOCTel opraHusaumu B
0byyeHMM nepcoHana

Pa3pa60TKa N1aHOB, METOAUYECKUX MaTepmnanos, yLIe6HbIX naaHoB M




nporpamm, nMNpPOEKTOB JIOKa/IbHbIX aKTOB MO o6yqumo n pa3Butuio
nepcoHana, BKA4YaA OUEHKY 3aTpaT

OpraHusauma meponpuaTMii no obydyeHunto nepcoHana

MoAroToBKa NpeasioXKeHnin No GopMmmnpoBaHnto brogyKeTa Ha OpraHU3aumIo
obyuyeHusa nepcoHana

AHanns apPeKTUBHOCTM MepPONPUATUIA MO 0ByYeHMIO NepcoHana

Heobxoanmble ymeHUn

AHanunsMpoBaTb M ONpeaenaTb NOTPebHOCTM B 0byYeHUn rpynn nepcoHana B
COOTBETCTBUM C LIeIAMWN OpraHn3aumnm

PaspabaTtbiBaTb MAaHbl MOAMOTOBKM, MNEPEenoAroToBKM W MNOBbIWEHUA
KBaNMOUKaALMM Kaapos, yuebHble naaHbl U NPorpammbl

AHa/'IMBMDOBaTb PbIHOK O6pa3OBaTEI'IbeIX YCnyr n rotoenTtb npegnoxKeHmA
Mo NocCTaBWMKam ycnyr

OpraHu30BbIBaTb 0OYYatOLLME MeponpUATUA

CoctaBnAtb U KOHTPO/INPOBATb CTaTbW pPacxXxoaoB Ha o6yqume nepcoHana
Aana nnaHMpoBaHUA 6POLI,)KETOB

Pa3pabaTbiBaTb M KOMMN/IEKTOBATb y4eHHO-METOAMYECKME AOKYMEHTI

Mpon3BoAUTb OLEHKY 3DDEKTUBHOCTN 06YyUYEeHMA NepcoHana

Mpon3BoguTb NpeasBapuTe/ibHble 3aKynoyHble Npoueaypbl U odopmaeHue
CONYTCTBYIOLLEN LOKYMEHTALLMM MO 3aK/I0YEHUIO A0r0BOPOB

Pabotatb ¢ WMHOOPMAUMOHHBLIMM cUCTeMamM M 6asamu  AaHHbIX MO
nepcoHany

PaspabatbiBaTb U 0GOPMIATL AOKYMEHTbl MO MPOLLECCam OpraHM3aLuu
0byyeHWs NepcoHana u Ux pesybTatam




Cobntogatb HOPMbI 3TUKK AeN0BOro 06LeHus

Heobxoaumble 3HaHUA

MeTogbl, MHCTPYMEHTbl MUCCNefoBaHUA noTpebHocTM B 0byvyeHuu
nepcoHana

MeTogonorus obyyeHus

TexHonormm, MeToabl U METOAUKM NPOBEAEHNA aHANM3A U CUCTEMATM3ALNN
OOKYMEHTOB U MHpOpMaLLUK

MopsAAoK pa3paboTkM NAaHOB NOATOTOBKM, NEPENOArOTOBKM U MOBbIWEHUA
KBa/NMOUKALMM KagpoB, y4ebHbIX NIaHOB U NPorpamm

Cuctembl, MeToabl M GOpPMbl  MaTepUanbHOr0O M HemaTepuanbHOro
CTUMYNMPOBaHUA TPYAa NepcoHana

TexHonorm u metosbl d)OpMMpOBaHVIFI MU KOHTPOAA 6IOLI,)KETOB

NMopAaaoKk BeaeHWA yyeTa M OTYETHOCTM MO MOArOTOBKE U MOBbIWEHUIO
KBannMduKaLMmn nepcoHana

OcHosBbl AOKYMeHTOO60pOTa N AOKYMEHTALMOHHOIo obecneveHus

OcHOBbI TEXHONOTUMN npon3soAacTBa U AeATENbHOCTUN OpraHn3aunn

OcHOoBbl 0bWEN M coumasbHOM MNCUXOJIOTUM, COLMOJIOTUM U TCUXON0TUMU
Tpyaa

MopagoK  NpoBeAeHWs  3aKYMOYHbIX  npoueayp W odopmieHus
CONYTCTBYIOLLEN AOKYMEHTALLMUM

CTpyKTypa opraH13auuu

TpyAoBoe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPIKaLLME HOPMbI TPYAO0BOrO
npaea




OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMaTWMBHbIE MPaBOBbIE aKTbl
Poccuiickol ®eaepaumu, B YaCcTU BeAeHUA AOKYMEHTaL MM No nepcoHany

OcHOBbI HaNOroBOro 3aKkoHoAaTenbcTBa Poccuinckot Peagepaunm

OcHoBbl 3aKoHOAaTenbcTBa 06 0bpasoBaHnu Poccuinckoit degepaumm

3aKkoHogaTenbcTBo Poccuitickon Pegepaupmmn o NepcoHanbHbIX AaHHbIX

JloKanbHble HOPMAaTMBHbIE aKTbl OpraHM3auuMu, peryauvpylolimMe obydyeHue
nepcoHana

MopAAOK 3aKN0YEHUA JOTOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKM AenoBoro obLieHns

basoBble OCHOBBI NHOPMaTUKNY, CTPYKTYpHOE NnocTpoeHune
MHPOPMALMOHHDBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Jpyrve xapaktepuctmku




3.4.3. TpypoBaa pyHKUMA

HanvmeHoBaHue nepcoHana

OpFaHM3aLI,Mﬂ adanTaunun n CTaxKnpoBKu ypOBEHb

Kopa, D/03.6 |(noaypoBeHb) 6
KBaMPUKauum

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3anmcTBOBaHO

OpuruHan X
M3 OpUrMHana

Koa PermcrpaumoHHbIi
opurMHana Homep
npodeccnoHanbHoOro
cTaHAapTa

TpyaoBble gencrema

AHaNM3 ycnewHbIX KOPropaTUBHbIX NMPaKTUK MO OopraHM3auumn agantauum u
CTa*KMPOBKe NnepcoHana

Pa3pa60TKa NNAaHOB adanTaunn, CTaXXNpPOBKKU NepCoHaa C OLI,GHKOVI 3aTpart

OpraHu3aums meponpuATUA NO aganTtaumm, CTaXKMPOBKe NnepcoHana

Moarotoska ﬂpe,ﬂ,ﬂO)KEHMVI Nno coBepLeHCTBOBAHUIO CUCTEMDLI aganTtauunmn,
CTa*XMpPOBKK NepCcoHana

MoarotoBKa NpegnoXeHuin no popMmmnposBaHuto brogKeTa Ha opraHM3aumto
aflanTauyu 1 CTaXKMPOBKM NepcoHana

AHann3 3PPeKTUBHOCTM MEeponpUATMIA MO ajanTauMm U CTaKUPOBKe
nepcoHana

Heobxoavmbie ymeHUn

Ol'lpeﬂ,e.l'IFITb rpynnbl nepcoHana ANAa CTaXXUpPOBKU U aaanTaunm




Oﬂpe,D,EIlﬂTb pa6oqme MeCTa OanA nposegeHunAa CTaXXMpPOBKU M agantaunm
nepcoHana

CornacoBsbiBaTb MEPONPUATUA aAaNTaLMN U CTAKUPOBKMU C BO3MOMKHOCTAMM
npoussoAcTsa

I'Ipomssop,mb dHa/n3 N OUEHKY pe3ysbTaTOB adanTaunn U CTa*XUPOBOK
nepcoHana

CocTaBnaTb MPEA/IONKEHUS M KOHTPO/AIMPOBATb CTaTbM PACXOZO0B HA
Nporpammbl U MEPONPUATUA MO aJanTaluMu U CTaXKUPOBKe MepcoHana gns
NnaaHMpPOBaHUSA BLoAKeTOB

Mpon3BoguTb OUEHKY 3POEKTUBHOCTM MEpPONpUATUIA Mo ajanTaumuv U
CTaXKMPOBKe NnepcoHana

BHeapATb CMCTEMbI BOB/IeYEHMA PAaBOTHUMKOB B KOPNOPATUBHYIO KYAbTYPY

Mcnonb3oBaTtb MHd)OpMaLIMOHHbIe CUCTEMBbI M 6a3bl AadHHbIX NO NepCoHany

Cobntoaatb HOPMbI 3TUKM 4eN0BOro 06LLeHUs

Heobxoanmble 3HaHNA

MeToabl aganTaunm n CTaxMpPOBOK

TexHonoruun, MeToabl U METOAUKM NPOBEAEHNA aHaAM3a U CUCTEMATU3ALMUK
OOKYMEHTOB M MHbOpMaL MK

NMopagok pa3pa60TKM nAaHoOB agantaunn nepcoHasa Ha HOBbIX pa60qu
mMmecTax, noAroToBkK, nepenoarotoBkn U NOBbIWLEHUA KBa}'IM(bMKaLI,MM
nepcoHana n opraHn3aunm CTaxxMpoBoK

nOp'r'I,CI,OK COCTaBN€HMA CMET 3aTpaT Ha JaaanTauniko U CTaXXMUPOBKY
nepcoHana

MopAagoK BefdeHMA yyeTa M OTYETHOCTM MO afdanTaumm M CTAXMPOBKE
nepcoHana




Cuctembl, MeToabl M  ¢GOpPMbl  MaTepuaNbHOr0O M HEeMaTepuasbHOro
CTUMYNIMPOBaHUA TpyAa NepcoHana

TexHoNnorMm n metoabl GOPMMPOBAHNA U KOHTPOAA BloaKeToB

OcHoBbI TEXHONOTUMU npon3soAacTBa U 4eATENbHOCTUN OpraHn3aunn

OcHosBbl 06u.|,e17| n cou,maanon ncuxonornm, coumonormn n ncmxonornm
TpyAa

CTpyKTypa oOpraHv3auuMuM UM BaKaHTHble  AO0/MKHOCTM  (npodeccun,
cneunanbHOCTH)

TpyaoBoe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPXKalliMe HOPMbl TPYA0BOro
npaea

OcHOBbI HaNIOroBOro 3aKoHoAaTeNnbcTBa Poccuiickoit deaepaumm

3akoHoaaTenbcTBo Poccuitickon Pegepaumm o nepcoHanbHbIX AaHHbIX

JNoKanbHble HOPMATMBHbIE aKTbl OPraHM3aLuK, peryampylowme agantaumio
M CTa*KMPOBKY NepcoHana

OcHosBbl AOKYMeHTOO60pOTa N AOKYMEHTALMOHHOIo obecneyeHus

MopAaoK 3aKN0YEHUS [OTOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM aenosoro obueHna

basosble OCHOBb! NHOOPMATUKM, CTPYKTypHOE nocTpoeHune
MHPOPMALMOHHBIX CUCTEM M OCOBEHHOCTM PaboTbl C HUMM

[pyrve xapakTepuctnkm

3.4.4. TpypoBana ¢yHKUMA




HanmeHoBaHue

MpoucxoxaeHne TPyLOBOM
dYHKUMM

AOMUHUCTPUPOBAHME NPOLLECCOB U VposeHb
OKYMEHTO060pOTa NO PasBUTUIO U
AOKY P . P Kopa, D/04.6 |(noaypoBeHb) 6
npodeccnoHanbHOMN Kapbepe, obyyeHuto,
KBaMPUKauum
a[anTaumn U CTaXKMPOBKE NepcoHana
3anmcTBoBaHO
OpuruHan X
N3 OpUrMHana
Koga PerncrpaumoHHbIN
opurMHana HOMep
npodeccnMoHanbHOro
CTaHZapTa

TpyaoBble gencTeuma

AHanM3 npoueccos, NpPaBuMA U MOPAAKOB OpraHM3auMu MNpu nposBeseHun
MEPOMNPUATUIA NO PasBUTUIO U NPOPECCUOHaNbHOM Kapbepe, obydeHuto,
aJanTaumn 1 CTa’KMPOBKe NnepcoHana

[oKymeHTauyoHHoe odopmaeHUe pesyabTaToB MePONPUATUA MO PA3BUTUIO
N npodeccMoHanbHOW Kapbepe, 06y4eHUIO, aganTauMM W CTaXKMPOBKE
nepcoHana

MoArotoBKa MHAMBUAYANbHbIX MNPEANONKEHWUIA Ha OCHOBE pPe3ynbTaToB
npoBeAeHNA MePONPUATUIA NO PasBUTUIO M NPOPECCUOHANLHON Kapbepe,
0b6y4yeHM o, aganTaumMm 1 CTaXkMPOBKE NepcoHana

MoarotoBka npeaioKEHW MO COBEPLUEHCTBOBAHMIO CUCTEM ObOyyeHwus,
aflanTauum U CTa*KMPOBKW, PA3BUTMA WM MNOCTPOEHUA NpodecCUoHaNbHOM
Kapbepbl NepcoHana

ConpoBoXAeHWe  OOrOBOPOB MO OKasaHWIO  KOHCYAbTaUMOHHbIX,
MHPOPMALUMOHHBIX YCAYr, HeobxoAuMbIX AN NpoBeAeHUs 0bydeHus,
aflanTauum M CTaKMPOBOK, PasBUTUA W MOCTPOEHMA NpPodeccMoHanbHoM
Kapbepbl NepcoHana, BKAKOYaA MNpeaBapuTesbHble npoueaypbl Mo WX




3aK/TIOYEHUIO

BbinosnHeHne TpeboBaHWI MO XpaHeHMO WHbOPMaUMM O pe3ysbTaTax
obyyeHuns, aganTauMM M CTaXKMPOBKW, PasBUTUA U MNOCTPOEHMUA
npodeccnoHanbHOM Kapbepbl NepcoHana

Heobxoanmble ymeHUn

OdopmMnaTb AOKYMEHTbI MO BOMNPOCaM NpoBeAeHUs 0byyeHus, aganTtauum u
CTAaXKMPOBKKU, pPasBUTUA UM MNOCTPOEHUA NpodeccMoHanbHOW Kapbepbl
nepcoHana, npegocTaBasemble B rocyAapCcTBeHHble OpraHsl,
npodeccMoHanbHble COHO3bl W ApyrMe npeacTaBUTE/IbHblIE  OpraHbl
paboTHMKOB

ObecneunBaTb AOKYMEHTALMOHHOE COMPOBOXAeHMe 0bydYeHuna, agantaumm
N CTa)KMPOBOK, PasBUTMA W MNOCTPOEHUA MPOdEeCccMOoHaNbHON Kapbepbl
nepcoHana

AHanusmpoBaTb NpaBuaa, NPoueaypbl U NOPALKM MPOBEAEHUA 0byyeHus,
aflanTauum U CTa’KMPOBKM, PA3BUTUA W MOCTPOEHUA NpPodeccMoHabHOM
Kapbepbl NepcoHana

OpraHM30BbIBaTb XPaHEHME AOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMU
3aKoHogaTenbctBa Poccuiickot ®Pepepaumm M NOKAJbHbIMKM - aKTaMMU
opraHMsaumm

AHanu3npoBaTb  AOKYMEHTbl M NepeHocuTb  MHbOpmauuio B
MHPOPMALMOHHbIE CUCTEMBI M 6a3bl faHHbIX

Bectn YYeT n perncTtpautmio 4OKyMeHTOB B VIHd)OpMaLI,MOHHbIX cncrtemax n Ha
MaTepnanbHbIX HOCUTENAX

PabotaTb C WHOOPMALMOHHBbIMK cucTeMaMn UM 6azamMm  AaHHbIX MO
BOnpocamM 0b6yyeHus, adanTaumm U CTaXKUPOBKU, Pa3BUTUA U MNOCTPOEHMA
npodeccnoHanbHOM Kapbepbl NepcoHana, BeAeHUA yyeTa KaHAMAATOB Ha
BaKaHTHble ZoMXKHOCTU (Npodeccnu, cneumanbHOCTH)




BecTu genosyto nepenmcky

Cob6nt04aTb HOPMbI 3TUKK Ae/10BOro 06LLeHMA

Heobxoaumble 3HaHUA

MopAaaok odopmaeHns, BeaeHNA U XPaHEHUA AOKYMEHTaL MK, CBA3AHHOM C
cuctemolt 0bydyeHus, adanTauumn U CTaKUPOBKM, PasBUTUS M MOCTPOEHMUSA
npodeccroHanbHOM Kapbepbl NEPCOHaNa

Mopagok d¢opmMpoBaHMA, BedeHWs OaHKa [OaHHbIX O MepcoHasne
OpraHM3aunu U NPeaoCcTaB/eHNA OTYETHOCTH

HopmaTuBHble MpPaBOBble aKTbl, Peryavpylowme npasa M 06A3aHHOCTM
rocyAapCTBEHHbIX OPraHOB M OpraHM3auumn No NpPeaoCcTaB/eHU0 YYeTHOM
AOKYyMeHTauum

MopAAoK opopmIEeHNA AOKYMEHTOB, NPeAoCTaBAAEMbIX B FOCYAapCTBEHHbIE
OpraHbl M UHbIE OpraHn3aLmnn

OcHosBbl AOKYMEHTOO60pOTa N AOKYMEHTAUMOHHOIo obecnevyeHus

MopagoK  npoBegeHMA  3aKynouyHbiX  npoueayp W odopmaeHus
CONYTCTBYIOLLEM AOKYMEHTALUM

CTpyKTypa oOpraHv3auMuM UM BaKaHTHble  AO0MKHOCTM  (npodeccun,
cneupnanbHOCTH)

Tpy£0BOE 3aKOHOAATENLCTBO U MHbIE aKTbl, COAEpIKaLMe HOPMbl TPYAO0BOTO
npasa

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMAaTWMBHbIE MNPaBOBbIE aKTbl
Poccuiickoint ®epepaumu, B 4aCcT BeAeHUA AOKYMEHTALMM MO nepcoHany

OcHOBbI Ha/IOroBOro 3aKoHoAaTeibeTBa Poccuiickolt deaepaummn

3aKkoHogaTenbcTBo Poccuiickoin deaepalimm o NepcoHanbHbIX AaHHbIX




TexHonorMmn, MeToasl U MeTOAMKM NPOBEAEHMA aHaM3a U CMCTeMaTM3auun
AOKYMEHTOB M MHopMaunm

JloKanbHble HOPMAaTMBHbIE aKTbl OPraHM3auuW, pPeryavpylolime nopagok
pa3sBUTUA U MOCTPOEHUA NPOPecCUOHaNbHOW  Kapbepbl, 0byYyeHus,
aJanTaumum U CTaXKMPOBKM NepcoHana

MopAaoK 3aKNOYEHUA A0rOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKM AenoBoro obLeHns

basoBble OCHOBBI NHOPMaATUKNY, CTPYKTYpHOE NocTpoeHune
NHPOPMALMOHHDBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Lpyrve xapakTepuctmkm

3.5. O606LwweHHas Tpyaosasa GyHKLMA

eATeIbHOCTb MO OpraHn3auum Tpyaa u YposeHb
HanmeHoBaHue A P 4 PyA Koa E P 6
onnaTbl NnepcoHana KBanmduKkauum
MpoucxoxaeHue
o o 3anmMcTBOBaHO
0606LweHHoM TpyaoBOM OpwuruHan X
U3 opurmHana
bYHKLMK
Kog, PerncrpaumoHHbIn
opurMHana Homep
nNpodeccnMoHanbHOro
CTaHAapTa

Bo3morkHble
HanMeHoBaHUA

Cneumanuct no HOPMUWPOBAHUIO U ONn1aTe TpyAda
Cneumanuct no opraHunsauunun n onnarte Tpyga




[ONKHOCTEM, npodeccui

CnewumanuncT no KOMMNeHcaumam 1 brotam
CneuuManuct no nepcoHany
MeHezaep no nepcoHany

TpeboBaHua K
o06pasoBaHUto U 0byveHuto

Bbicwee obpasoBaHue

JdononHuTtenbHoe npodeccuoHanbHoe 0b6pasoBaHue - NPOrpaMmmbl
npodeccnMoHanbHON NepenoaroToBKM B 061aCT SKOHOMMKM,
HOPMMPOBAHWSA M ONNaTbl TPYAa, NPOrPaMMbl MOBbLILLEHUA KBaMPUKALUM

TpeboBaHMWSA K ONbITY
NpPaKTUYecKol paboTsbl

Ocobble ycnoBua gonycka K
pabote

[pyrve xapakTepucTnkm

JononHuTtenbHble XapaKTepUCTUKN

HanmeHoBaHWe fOKyMeHTa Kog, HanmeHoBaHue 6a30BoM rpynnbl, LOMKHOCTU (Npodeccum)
WY CneumnanbHOCTH
OK3 2412 Cneunannctbl No Kagpam n NpodopmneHTaLmn
3423 Cneumannctbl KagpoBbIX CAYXKO U yupeKaeHUI 3aHATOCTH
EKC - MHXKeHep No HOpMUPOBAHUIO Tpyaa

TexHuK no Tpyay

IKOHOMMUCT No Tpyay

MeHezxep no nepcoHany
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OKnAaTpP

27755 DKOHOMMCT Mo Tpyay

22956 MHcheKTOp No Kagpam

3.5.1. TpypoBasa ¢pyHKUMA

HanmeHoBaHue

OpraHusaums Tpyaa nepcoHana YpoBeHb

Kog, E/02.6 |(noayposeHb) 6
KBaMPUKaumnm

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3anmcTBOBaHO

OpuruHan X
M3 OpUrMHana

Koa PermcrpaumoHHbIi
opurMHana Homep
npodeccnoHanbHoOro
cTaHaapTa

TpyaoBble aencTena

AHann3  ychnewHbIX  KOPNOPATMBHbLIX  MNPAKTUK NO  OpraHusauum
HOPMMPOBaHUA  Tpyda AA  pPas/IMYHbIX  KaTeropuit  nepcoHana,
ocobeHHOoCTel NPoM3BOACTBA U AEATE/NIbHOCTU OpraHmn3aumm

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

BHeapeHue cucTeMbl OpraHM3auMy TPyAa MEepcoHana W KOHTPOAA Hag,
HOPMMPOBAHMEM C  onpegeneHvem  TPYLOEMKOCTW, HOPMATUBHOW
YMCNEHHOCTHU, rpadMKoB PaboT 1 yCNoBMIA ONAaTbl TPyAA NepcoHana

BblfiBNeHWEe pe3epBOB MOBbIWEHWA NPOU3BOAMTENbHOCTM TPYAa W KayecTsa
HOPMWPOBaHUA Tpyda, MOArOTOBKA MPEO/IONKEHMI NO  U3MEHEHUAM
YC/I0BUIA M ONaTbl TPyAa NepcoHana
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MoAroToBKa NpeaoXKeHuin No GopMMPOBaHUIO BI0AKETa Ha OpraHM3aLMIo
TpyAa nepcoHana

OnpegeneHne 3PpPeKTUBHOCTU pPaboTbl CUCTEMbI OpraHM3auMM Tpyaa M
HOPMMPOBaHUA TpyAa Ha paboumnx mecTtax

Heobxoanmble ymeHUn

BHeapsaTb MeTOAbl paLMoHabHOW OpraHn3aLmMm Tpyaa

Pa3pabaTbiBaTb NaHbl OPraHM3aLMOHHBIX U TEXHUYECKUX MePOonpUATUiA No
NMOBbIWEHMIO NPOU3BOAUTENLHOCTM TPy Aa

AHanusMpoBaTb COCTOAHWE HOPMMPOBAHMA TPYyAad, KayecTBO HOPM,
nokasarte/siei no Tpyay

AHannsnposatb 3PPeKTUBHOCTb PabOTbl CUCTEMbBI OpraHU3auMmM Tpyaa
nepcoHana u HOPMMPOBAHMUSA TPyAa Ha paboumx mecTax

CoctaBnatb U KOHTPO/INPOBATb CTaTbM pPaCxXxoa4oB Ha onaaty Tpyada
nepcoHana gnAa naaHNpoBaHUA 6IOLI,)KETOB

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

Pa3pa6aTbIBaTb n Od)OpMI'IﬂTb AOKYMEHTbI NO HanpaBAeHNIO AeATENbHOCTU

CobntoaaTb HOPMbI STUKM 4e10BOro 0bLeHus

Heobxoaumble 3HaHUA

MeToap! y4eTa 1 aHanM3a NnokasaTtenen No Tpy4y v onnaate Tpyaa

MeToabl onpeaeneHus, OUEHKM U CPaBHEHWA MNPOM3BOACTBEHHOM
WHTEHCUMBHOCTU M HaMnpsXKeHHOCTU Tpyaa

MeToabl HOpMUPOBaHKA TPyAa

ME)KOTpaCI'IEBbIe M oTpacneBble HOPMATUBbI TPYAOBbIX 3aTPaT




CoBpemeHHble GOpMbI, CUCTEMbI OMNAATbl U y4YeTa MPOU3BOAUTENLHOCTU
TpyAa nepcoHana

Cuctembl, meToabl M  GOpmMbl  MaTepuUasbHOTO W HemaTepuanbHOro
CTUMYIMPOBAHMA TPYLA NepcoHana

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

TexHoNorMm, MeTogbl U METOANKM NPOBEAEHMA aHAAN3a U CUCTEMATM3ALMUM
OOKYMEHTOB U MHpOpMaLmm

OcHosBbl ,CI,OKyMEHTOO60pOTa N AOKYMEHTAUMOHHOro obecneyeHus

Mopagok TapuduKaumm paboT M paboumx, YCTaHOBAEHMUA AOMKHOCTHbLIX
OKNagoB, AonaaTt, HaabaBok M KoapdUUMEeHTOB K 3apaboTHoi nnaTe,
pacyeTa CTUMYIMPYIOLLMX BbINAaT

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

OcHOBbI TEXHONOMMKW NPOU3BOACTBA U AEATENbHOCTU opraHusauyumn

CTpyKTypa OpraHusaumMm UM  BaKaHTHble  AOMKHOCTM  (npodeccun,
cneunanbHoCTH)

KazpoBas nofnTUKa 1 cTpaTernsa opraHnsaLmm

JKOHOMMKaA TpyAa

OcHOBbI 06lEN N coUMaNbHOM MCUXONOTUU, COLMUOJIOTUM U TMCUXOI0TUMK
TpyAa

TpyooBoe 3aKOHOAATENbCTBO WM WMHble aKTbl, COAEp)Kalue HOpMbl
TpYAOBOro Npasa

OcHosBbl dPXMBHOIO 3aKOHOAATE/IbCTBa U HOPMATUBHbIE MPABOBbIE aAKTbI




Poccuiickoit depepalmm, B YaCTM BeAeHUA AOKYMEHTaL MM NO NepcoHany

OcHOBbI Ha/IOroBOro 3aKoHOAaTeIbCTBa Poccmitckon Pepepaumnm

3akoHogaTenbcTBo Poccminickon ®egepaumm o nepcoHaibHbIX AaHHbIX

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

MopsaAoK 3aKN0YEHNS 40rOBOPOB (KOHTPaKTOB)

Hopmbl 3TMKKN aenosoro obuieHua

basosble OCHOBbI MHPOPMATUKM, CTPYKTYpHOE nocTpoeHue
MHOOPMALMOHHBIX CUCTEM U OCOBEHHOCTM PAaboTbl C HUMM

[pyrve xapakTepucTnkm

3.5.2. Tpyposasa ¢pyHKUMA

HammeHoBaHue

OpraHu3auma onnaTbl Tpyaa nepcoHana YpoBeHb

Kog, E/01.6 |(noayposeHb) 6
KBaMdMKaunm

MpoucxoxaeHue TpyaoBOM
bYHKLMK

3anMcTBOBaHO

OpwuruHan X
U3 opurmHana

Kog, PerncrpaumoHHbIn
opurnHana HOMep
npodeccnMoHanbHoro
CTaHAapTa

TpypoBble fencTaus

AHanus yCNewHbIX KOPNOpaTUBHbLIX MNPaKTUK NO OpraHun3aunnm CUCTEMbI




onnatbl TpyAda nepcoHana

PaspaboTKa cucTembl OnJiaThl TpyAa nepcoHana

dopmuposaHMe  nnaHosoro  6ioaketra  ¢poHAa  onnaTthl  TPyAa,
CTUMYANPYIOLLMX M KOMNEHCALMOHHBIX BbINAaT

BHe,D,p(EHMG CnCTembl onnatbl Tpyda nepcoHana

MoarotoBka MPEeA/iOKEHMIn MO COBEPLIEHCTBOBAHUIO CUCTEMbI OMAaTbl
TpyAa nepcoHana

Heobxoanmble ymeHUn

CocTaBnATb M KOHTPO/AMpPOBaTb CTaTbM pPacxodoB Ha onnaty Tpyaa
nepcoHana Aas naaHUpoBaHuaA 6oaxketos 1 poHA0B

MPUMEHATb TEXHONOTMM  MaTepuanbHOW MOTMBAUMM B  YNpPaBIEHUMU
nepcoHanom

Pa3pabaTtbiBaTb KOHLIEMNUMIO TMOCTPOEHMUA MOTMBALMOHHBLIX MPOrpamm
PabOTHNKOB B COOTBETCTBUM C LEEIAMMN OpraHn3aumm

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

AHann3MpoBaTb YPOBEHb OMJIaTbl TPyAa MepcoHana Mo COOTBETCTBYHOLLMM
npodeccnoHanbHbIM KBanndUKaLmMam

MpoBOANTL MOHUTOPUHT 3apaboTHOM NAaTbl Ha PbIHKE TPyAa

AHannsnposaTb GOpMbl MaTePUasIbHOrO CTUMY/IMPOBAHMA, KOMMEHCALNA U
JIbrOT B ON/1aTe TpyAa nepcoHana

PaboTaTb C MHOOPMALMOHHBIMM cUCTEMaMK M 6azammn AaHHbIX NO onaaTte
TpyAa nepcoHana

CoctaBnAatb NPOrHO3bl Pa3BuUTMA onNnaTbl TPyaa NepPCoHaia




Cobntogatb HOPMbI 3TUKK AeN0BOro 06LeHus

Heobxoaumble 3HaHUA

dopmbl U cucTembl 3apaboTHOM NAaTbl, NOPALOK COCTaBAEHUA BIOAKETOB

Cuctembl, meTtogbl M GOPMbl  MATEpPUaNbHOTO M  HemaTepuasbHOro
CTUMYNIMPOBaHUA TpyAa NepcoHana

TexHonorumn n metogbl GOPMMUPOBAHKA U KOHTPOAA BIOAXKETOB U GOHAOB

MNopagok Tapudukaumm paboT u paboymx, YCTAHOBAEHUA AO/KHOCTHbIX
OK/lagoB, AonnaT, HagbaBoK M KoadpduuMeHTOB K 3apaboTHOW nnate,
pacyeTa CTUMY/IMPYIOLWMX BbinaaT

MeTozbl onpeseneHns YNCAeHHOCTU PabOTHMKOB

TapudpHo-KBaMPUKaLMOHHbIE CPABOYHUKM paboT 1 npodeccuii paboumx n
KBaNMOUKALMOHHbIE XapaKTEPUCTUKN AOIKHOCTEN CNYXKaLMX

MeToapb! y4eTa 1 aHanM3a noKasaTtesien no Tpyay v 3apaboTHoM niate

TexHon0rMmn, MeToapl U METOAMKM NPOBEeAEHNA aHaAn3a U CUCTEMATM3aLMUK
AOKYMEHTOB M MHopmMaunm

KagpoBasa nonntuka u ctpaterma opraHu3aumm

CTpyKTypa oOpraHu3auuMuM U BaKaHTHble  AO/MKHOCTM  (nNpodeccun,
cneuunanbHOCTH)

TpyZ0BOE 3aKOHOAATENBCTBO U MHbIE aKTbl, COAEPKALLME HOPMbI TPYAO0BOrO
npasa

OcHOBbI Ha/I0ro0BOroO 3aKoHoAaTebeTea Poccuiickoit deaepaumm

3aKkoHoaaTenbcTBo Poccuitckon Pegepaupmmn o NePCcoHaNbHbIX AaHHbIX

JlokanbHble HOPMAaTuMBHbIE aKTbl OpraHuM3auun, peryavpyowme onnaty




TPyAa

OcCHOBbI TEXHO/I0TUW npon3soAacTBa U AeATe/IbHOCTU OpraHn3aunn

OcHoBbI OKYMeHTO060pOoTa N AOKYMEHTaLUMOHHOro obecnevyeHms

MopAaoK 3aKNOUYEHUA A0rOBOPOB (KOHTPAKTOB)

OcHoBbl 0bWelr M coumnasbHOM MNCUXOJIOTUM, COLMOJIOTUM U TMCUXOA0TUK
TpyAaa

Hopmbl 3TUKKM aenosoro obuweHna

basosble OCHOBbI MHPOPMATUKM, CTPYKTYpHOE NnocTpoeHune
MHGOPMALMOHHBIX cUCTEM U 0cobeHHOCTU PaboTbl C HUMM

[pyrve xapakTepucTnkm

3.5.3. Tpyposasa ¢pyHKUMA

AOMUHUCTPUPOBaAHME NMPOLECCOB U YpoBeHb
HanmeHoBaHMe |A0KymeHTOO60pOTa Mo BOoNpocam Kopa E/03.6 |(noayposeHb) 6
OopraHusauumn Tpyaa v onaaTbl nepcoHana KBanmduKkauum

MpoucxoxaeHue TpyaoBOM
bYHKLMK

3anmcTBoBaHO
OpwuruHan X
U3 opurmHana
Kog, PerncrpaumoHHbIn
opurnHana HOMep
npodeccnMoHanbHoro
CTaHAapTa

TpypoBble fencTaus

AHanus npoueccos AOKyMEHTOOGOpOTa, JNNIOKaJIbHbIX OO0KYMEHTOB nNO




BONpOCam OopraHunsauunu onnatbl U TPpyAa NepcoHasna

OdopmneHme JOKYMEHTOB MO BONPOCaM OnaThl M TpyAa nepcoHana

MoAroToBKa NpeasioKeHnin No Bonpocam onsiaTthbl U TpyAa nepcoHana

MoAroToBKa npeasioXKeHUl Mo COBEPLUEHCTBOBAHUIO CUCTEMbI OMNAaThbl U
OpraHu3aumm Tpyaa nepcoHana

[lOKyMeHTauMOHHOEe U  OpraHM3auMOHHOE COMPOBOXAEHWE CUCTEeMb
OpraHun3aLMm 1 oniaTbl TPyAa NepcoHana

MoarotoBka M 06paboTka 3anpocoB M yBeAOMAEHWA O paboTHMKax B
rocy4apCTBeHHble oOpraHbl, nNpodeccMoHasibHble CO3bl U Apyrue
npeacraBuTesibHble OpraHbl  PaboTHWMKOB, MO cuUCTeMam oOnaathl U
opraHu3aumM Tpyaa nepcoHana

Conposomp,eHme Aorosopos no OKa3aHWuto KOHCY/1bTAUNOHHDbIX,
MHd)OpMaLI,MOHHbIX ycnyr no cucremam onnaatbl U opraHuMsauunn Tpyda
nepcoHana, BKA4YaA npeasapuTesibHble npouegypbl N0 UX 3aKNHOYEHUIO

Heobxoammble ymeHus

Ob6ecneuynBaTb [OKYMEHTALMOHHOE COMPOBOXAEHWE MEPOMPUATUMIA No
onnate U opraHv3auuy Tpyaa nepcoHana

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

AHaJ'IVIBVIpOBaTb HOPMaTUBHbIE U MeToaAn4YeCKne AOKYMEeHTbl MO BOMNPOCam
onaatbl N OpraHn3aulmun Tpyga nepcoHana

OpFaHM3OBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUU C Tpe6OBaHVIHMM
3aKOHOOaTeNbCTBa Poccuiickoi dDe/J,epau,MM N NOKaZlbHbIMWN  aKTaMU
OopraHunsauunun




Bectun y4yeT U perncrtpaumnio JOKyMeHTOB B VIHd)OpMaLI,MOHHbIX cncremax n Ha
MaTepPnanbHbIX HOCUTENAX

Pabotatb ¢ WHPOPMAUMOHHBIMM cUCTEMAMM UM 6a3amuM  AaHHbIX MO
cucTemam onnaTthbl U OpraHM3auUuun Tpyaa nepcoHana

Mpon3BogUTL NpeaBapuTeNbHbIE 3aKymnoyHble npoueaypbl U 0hoOpPMAATL
COMYTCTBYIOLLYIO LOKYMEHTALMIO MO 3aK/II04EHUIO AOTOBOPOB

Bectn genosyto nepenuncky

Cobntoaatb HOPMbI 3TUKK AeN0BOoro 06LeHus

Heobxogumble 3HaHWUSA

MopsaoK obopmneHuns, BeaeHUA N XpaHEeHUA JOKYMEHTALUKU NO CUCTEMAM
onnaaTtbl M OpraH13aLmMm Tpyda nepcoHana

HopmaTuBHble MpPaBOBble aKTbl, peryavpylowme npasa M 06A3aHHOCTM
rocyAapCTBEHHbIX OPraHOB M OpraHM3auumn No MNpPeaoCcTaB/leHU0 YYEeTHOM
AOKYyMeHTauum

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

JloKanbHble HOPMaTMBHbIE aKTbl OpraHM3auuu, peryavpylowme nopagokK
onnatbl, OpraHM3aunm N HOpMmmMpoBaHMA Tpyada

OCHOBbI JOKYMEHTO060pOTa U AOKYMEHTaUMOHHOro obecneyeHus

Mopadok ¢opmupoBaHua, BedeHMs 6aHKa AaHHbIX UM MpeaocTaBAeHUN
OTYETHOCTM NO CUCTEMaM ONaTbl U OpraHM3auun Tpyaa nepcoHana

TpyaoBOe 3aKOHOLATENLCTBO U MHbIE aKTbl, COAEPrKaLLMe HOPMbI TPYAO0BOrO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATMBHbIE MNPAaBOBbIE aKTbl
Poccuiickoit ®eaepalmu, B 4acT BeAeHUA AOKYMEHTALMM NO nepcoHany




OcHOBbI Ha/IOroBOro 3aKoHoAaTenbcTBa Poccuiickolt deaepaumm

3akoHoaaTenbcTBo Poccuiickoin ®Peaepaumm o NepcoHasnbHbIX AaHHbIX

MopAaoK 3aKNtO4YEeHUs [OTOBOPOB (KOHTPAKTOB)

MopAanoKk  NpoBeAeHWs  3aKYMOYHbIX  npoueayp W odopmieHus
COMYTCTBYIOLWEN AOKYMEHTALMN
Hopmbl 3TUKM AenoBoro obLieHns
basosble OCHOBBbI MHPOPMATUKM, CTPYKTYpHOE NnocTpoeHue
MHPOPMALMNOHHBIX CUCTEM M OCOBEHHOCTU PabOoTbl C HUMM
Jpyrve xapaktepuctuku -
3.6. O606LeHHas TpynoBasa GyHKLMA
eATe/IbHOCTb N0 OpraHM3aLmm YpoBeHb
HanmeHoBaHue A - P Li Koa F P 6
KOPMNOPAaTMBHOM COLMANbHOM NOJNTUKM KBanmduKkaumum
MpoucxoxaeHue
o o 3anMcTBOBaHO
0606ueHHOoM TpyaoBoO#n OpuruHan X
N3 opuUrMHana
OYHKUMM
Kog PernctpaumnoHHbIi
opurnHana HoMep
nNpo¢deccnoHanbHOro
CTaHAapTa

Bo3morKkHblie
HaumeHoBaHMA

Cneuymannct no coumanbHbim nporpammam

Cneuymannct no pa60Te C npeACTaBUTE/IbHbIMKU OpPraHamm pa6OTHMKOB




AONIKHOCTeN, npodeccuit CnevwmanuncT no KOPNopaTUBHOM COLMANBbHOM NOUTUKE

CneuuManuct no nepcoHany
MeHezaep no nepcoHany

TpeboBaHuA K Bbicwee ob6pasoBaHue
obpaszoBaHuio 1 0byyeHuto | ononHutenbHoe npodeccnoHanbHoe obpaszoBaHMe - NPOrpammbl

npodeccnoHanbHON NepenoaroToBKM M NPOrpamMmbl NOBbIWLEHUA
KBanmodumKaumm B 061acTm coumanbHbIX MPOrpaMmm

TpeboBaHMWSA K ONbITY -
NpPaKTUYecKol paboTsbl

Ocobble ycnoBua gonycka kK |-
pabote

[pyrve xapakTepucTnkm

JononHuTtenbHble XapaKTepUCTUKN

HanmeHoBaHMe fOKyMeHTa Koz HaumeHoBaHMe 6a30BoW rpynnbl, AOJXKHOCTU (Npodeccun)
WY CneumnanbHOCTH
OK3 2412 Cneumnannctbl No Kagpam n npodopueHTaumnm
3423 Crneumannctbl KagpoBbIX CAYKO U yupeRaeHUI 3aHATOCTH
EKC - Cneumannct no Kagpam
- MeHegkep no nepcoHany
oKnAarTp 27755 DKOHOMMUCT MO TpyAay
22956 MHcneKTop no Kagpam



consultantplus://offline/ref=D933201AEDCA6CF0049AC8F4639074BE6544A9E1FED1065488A559EEC7C48E726E1160195A3526B3w7sEI
consultantplus://offline/ref=D933201AEDCA6CF0049AC8F4639074BE6544A9E1FED1065488A559EEC7C48E726E1160195A3523B5w7s8I
consultantplus://offline/ref=D933201AEDCA6CF0049AC8F4639074BE6546A9EFF1D0065488A559EEC7C48E726E1160195A3221B0w7s0I
consultantplus://offline/ref=D933201AEDCA6CF0049AC8F4639074BE6546A9EFF1D0065488A559EEC7C48E726E1160195A3327B1w7sBI

OKCO

3.6.1. Tpyposasa GpyHKUMA

HavmeHoBaHUE | NONUTUKMK

Pa3paboTKa KopnopaTMBHOM couManbHOM YpoBeHb

Kopa, F/01.6 |(noaypoBeHb) 6
KBanmMdmKaumum

MpouncxoxaeHne TpyLoBOW
OYHKUMM

3anMCcTBOBAHO

OpuruHan X
N3 opuUrnHana

Kog PernctpaumnoHHbIin
opurnHana HOoMep
npodeccnMoHanbHOro
CTaHAapTa

TpyanoBble AencTeus

AHanNM3 ycnewHbIX KOPNoOpaTUBHbIX NPAaKTUK NO OpraHuU3aumMn CounasbHOro
NnapTHeEpPCTBa, cou,maanoﬁ OTBETCTBEHHOCTU U COLLMANIbHbIX NpOrpamm

Pa3paboTka KOPNOPaTUBHBIX COLMANbHBIX MPOrPaMm

Pa3pa60TKa CnCTembl BbiNNaT pa6OTHMKaM COUMANbHbIX NbroT

OpraHuzauua neperoBopos ¢ NPodeccoHaAbHbIMU COO3aMU U APYrMMU
npeacTaBUTeIbHbIMU opraHamu paboTHMKOB, 06LEecTBEHHbIMK
opraH13aunAmMK, B3aMmMoaencTBme ¢ rocyfapcTBEHHbIMM OpraHamm

MoaroToBKa nNpeanoxkeHwin no ¢opmupoBaHuio 6loa)KeTa B 4acTu
obecneyeHnn KOPNOpPaTUBHON COLMANBHON MNOAUTUKN

Heobxoavmbie ymeHUn

Onpegenatb  ueneBble  rPynnbl  MepcoHana  Ans  paspaboTku
CNeunann3MpoBaHHbIX COLMANbHbIX MPOrPamm




Josoantb VIHd)OpMaLI,VIIO O COouManbHbIX Nporpammax A0 uenesbix rpynn
nepcoHana C nCnoab3oBaHNEM MHCTPYMEHTOB BHYTPEHHUX KOMMYHMKaLLMVI

Onpeaenatb KPUTEPUM U YPOBHM YA0BNETBOPEHHOCTM NepcoHana

Mcnonb3oBaTb MaTepuabHble M HemaTepuasbHble CUCTEMb, METOAbl U
bopMbl MOTMBALMK B YNPaBJEHUMN NEPCOHANIOM

Onpenenatb obbembl CPeACTB ANA pPeanv3auuu COLMabHbIX FrapaHTUM,
KOPMOPaTUBHbIX /IbFIOT U WUHbIX 3/IEMEHTOB KOPMNOPaTUBHbLIX COLMANbHbIX
nporpamm ana popmupoBaHua 61o0aKeToB

Coctanatb u KOHTPO/IMPOBATb CTAaTbM pPaCXoagoB Ha CouuanbHble
nporpammobl anAa Nn1aHNPOBaHUA 6?0[],H(€TOB

Mpoun3BoauTb NpeaBapuTe/bHbIE 3aKyMNoYHble npoueaypbl U obopmaeHne
COMYTCTBYIOLLEN AOKYMEHTALMM MO 3aK/H04YEHNI0 40roBOPOB

Cobntoaatb HOPMbI 3TUKK AeN0BOoro 0bLieHus

Heobxogumble 3HaHUA

Mopagok M meToapl pPaspaboTKM MAAHOB M MPOrPamMm  COLMAAbHOIO
pPa3BUTMA OpraHM3aLmm

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

Cuctembl, MeTobl M GOPMbl  MaTepuanbHOrO M HemaTepuasnbHOro
CTUMY/IMPOBaHMA TPyAa NepcoHana

TexHonorm n metoapl d)OpMVIpOBaHMFI M KOHTpPOAA 6EO[J,)KETOB

MeTtoabl nposeaeHnA  COUUNONOINMHYECKUX I/ICCJ'Iep,OBaHI/Il)‘I, N3y4eHunA
06LLl,eCTBeHHOI'O MHEHUA

TexHoN0orMm1, MeToabl U METOAMKMW NPOBEAEHUA aHAN3a U CUCTEMATU3ALLUM
AOKYMEHTOB M MHbOPMaLMK




MopsdoK  MpoBedeHMs  3aKyMouyHbIX  Mpoueayp M odopMAEHUS
COMYTCTBYIOLW,EN AOKYMEHTaL MM

OcHOBbI NPOM3BOACTBEHHON AeATENbHOCTU OpraHM3aumm

OcHoBbl 06Le U COUManbHOM MCUXONOTUN, COLMOIOTUM U MCUXONIOTUM
TPyAa

CTpyKTYpa, uenu, cTpaTerva 1 Kagposasa NOAUTUKA OPraHM3aLmum

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

OcHOBbI Ha/IOrOBOTO 3aKoHOAATebCTBA Poccuitickoit Peaepauum

HopmaTuBHble MpPaBOBble aKTbl, peryaupyowpe npasa M 06s83aHHOCTU
rocyapCTBeHHbIX OpraHoB, NPOQPECCUOHANbHbIX COH30B W APYruUxX
npeacTaBUTeNbHbIX OpraHoB paboTHUKOB

3aKkoHogaTenbcTBO Poccuiickon dPegepaummn o NepcoHasbHbIX AaHHbIX

JloKanbHble HOPMaTMBHbIE aKTbl OpPraHU3aUUW, PEryanpylome nopsaaok
bOpMMPOBAHUA COLMANbHON NOAUTUKN

OcHoBbl MNpPaBOBOro peryanposaHMA Poccuiickon ®Pepepaumm nopagka
3aKNH0YEHMM JOTOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKKN aenosoro obuieHua

basoBble OCHOBb! NHOOPMATHKM, CTPYKTYpHOE nocrpoeHmne
MHPOPMaLMOHHBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

[pyrve xapakTepuctnku

3.6.2. TpypoBasa GyHKUMA




HanmeHoBaHue

Peanunsauma KopnopaTMBHOM CoLManbHOM YpoBeHb

MpoucxoxaeHne TPyLOBOM

dYHKUMM

NONUTUKN Kog, F/02.6 |(noaypoBeHb) 6
KBaMPUKauum
3anmcTBoBaHO
OpuruHan X
N3 OpuUrnHana
Koa PernctpaumoHHbIi
opurnHana HoMep
npodeccnoHanbHoOro
CTaHAapTa

TpyaoBble gencTeuma

BHeapeHMe KOPMNOpaTMBHBLIX COLMaAbHbIX MNPOrpamm, B TOM 4ucae Mo
COUMaNnbHOM Noaaep KKe oTAebHbIX FPynn paboTHUKOB

Peannsaums cuctembl couMasibHbIX NbroT, BbINAaT PabOTHMKaM C y4yeTom
TpeboBaHMIM 3aKoHoaaTenbcTBa Poccuinckoit Pepepaunm

OueHKa YyAOBNETBOPEHHOCTM MepcoHana KoprnopaTUBHON COLManbHOM
NOAUTUKOMN

OueHKa 30PEKTUBHOCTU  MEPONPUATUIA  KOPMNOPATUBHOM  COLMANbHOM
NOJIUTUKM

MoAroToBKa  MpPeasioKEeHUI MO  COBEPLUEHCTBOBAHMIO  MEpPONpUATUIA
KOPMOPAaTMBHOM COUMANbHOM NOJNTUKM

MoaroToBKka npegsioxeHuit No GopmMMpoBaHMIO BlOAXKeTa Ha peanusauumio
KOPMopaTMBHOM COLMANbHOMN NOMUTUKNA U COLMANbHbIX MPOrpamm

Heobxoavmbie ymeHun

PaccunTbiBaTb 3aTpaTbl Ha NPOBEAEHME CNELMANIM3NPOBAHHbBIX COLMANbHbIX
nporpamm




npOBO,D,VITb MOHUTOPUHT yCNELWHbIX KOPNOPATUBHbIX COUMAIbHbLIX NMPpOorpamm

MpoBoANTb MeponpuATUS B COOTBETCTBMU C KOPMNOPATMBHOWM COLMAIbHOMN
NONUTUKOMN

Oﬂpe,D,EIlﬂTb uenesble rpynnbl nepcoHana AanAa CO34aHuA
cneunannsnpoBaHHbIX COUMaNbHbIX MPOrpamm

OnpeaenaTb KPUTEPUMN U YPOBHU YA0BIETBOPEHHOCTM NepcoHana

Onpenenate 3PpPEeKTUBHOCTb MEPONPUATUIN peanm3yemMoin KopnopaTUBHOM
COUMANbHOM NONUTUKM

OpraHu3oBbiBaTb  B3aMMOAENCTBME C  FOCYAApPCTBEHHbIMM  OpraHamm,
NpodeccnoHanbHbIMM COHO3aMM U APYIMMU NPeacTaBUTEIbHbIMU OpraHamm
paboTHMKOB, 0OLWECTBEHHBIMX M WHbLIMM OpraHM3auUMAMM MO BOMPOCAM
peann3aumnmn KopnopaTUBHOMN COLMANBHON NOANTUKN

AHa/'IMSMDOBaTb PbIHOK YyCcnyr no couuazabHbiIM U CneunaainsnpoBaHHbIM
nporpammam cou,maanoﬁ nogaepXKM 4neHoB UenesbixX rpynn M rotoBuTb
npeanoxeHma no nx NoOCTaBLMKam

Mpon3BoAUTL MpefBapuTeNbHbIE 3aKyMo4yHble npoueaypbl M odopmMAsaTb
COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aKNHOUYEHUIO OTOBOPOB

CobntoaaTb HOPMbI 3TUKK AeN0BOro 06LeHMs

Heobxogumblie 3HaHUSA

Bonpocb! ynpasaeHnsa coLmaabHbiM pasBUTUEM OPraH13aLmm

MeToabl aHanM3a BbIMNOJAHEHMUA KOPMOPATMBHBIX COLMAbHbLIX NPOrpaMm M
onpeaeneHnsa nx SKOHOMM4YecKkom apPeKTMBHOCTU

Cuctembl, meToapl, GOpPMbl  MaTepuasbHOrO W HemaTepuasabHOro
CTUMY/IMPOBaHUA TPyAa NepcoHana

MeToabl nposeaeHUA coumonorn4yeckux MCC/'IE,EI,OBE!HMVI, n3yvyeHunA




O6LLI,ECTBEHHOI'O MHEHUA

TexHONOrMKM, METOAbI U METOAMKN NPOBEAEHNA aHAN3a U CUCTEMATM3ALLUM
OOKYMEHTOB U MHPOpMaLLUK

HopmaTuBHble TNpaBOBble aKTbl, Peryanpylowune npasa M 06A3aHHOCTM
rOCyAapCTBEHHbIX OPraHoB, NPOdECcCMOHasbHbIX COH30B U APYruX
npeacTaBUTE/IbHbIX OpraHoB pPaboTHMKOB MO MNPesoCTaBAEHUIO YYEeTHOM
AOKYyMeHTauum

Mopagok nposegeHuA 3aKyrMoYHbIX npoueayp 7 odpopmneHumsn
CONYTCTBYIOLLLEN AOKYMEHTALUU

CTpyKTYypa, Luenu, cTpateris 1 Kagposas NoAnTUKa opraH1saumum

OCHOBbI NPOM3BOACTBEHHOMN AEATEIbHOCTU OpraHMn3aLmm

OcHoBbl 06Lelt M COUManbHOM MNCUXONOTUM, COLMONIOTUM U MCUXOSOTUM
TpyAa

TpyLoBOE 3aKOHOAATENLCTBO U MHbIE aKTbl, COAEPMKALLME HOPMbI TPYA0BOrO
npasa

OCHOBbl apXMBHOIO 3aKOHOAATENbCTBA M HOPMAaTWMBHbIE MPaBOBblE aKTbl
Poccuiickolt ®eaepaumu, B YacTh BeAeHUA AOKYMEHTAL MM No nepcoHany

OcHoBbI HaNOroBOro 3akoHoZaTenbcTBa Poccuitckoit Pegepaumm

3aKkoHoaaTenbcTBO Poccuitickon Pegepaupmmn o NePCoHaNbHbIX AaHHbIX

JlokanbHble  aKTbl opraHunsauuun, peryampywouime nopAaaok BHeAPEHUA
cou,maanoﬁ NONINTUKUN

MopAAOK 3aK0YEHUA AOFOBOPOB (KOHTPAKTOB)

Hopmbl 3TuKK genosoro obuweHnn




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

nocTpoeHune

Lpyrvue xapakTepuctmkm




3.6.3. TpygoBasa ¢pyHKLMA

ALMUHUCTPUPOBAHME NPOLLECCOB U YpoBeHb
HanmeHoBaHMe |A0KyMeHTOO60pOTa Mo BOonpocam Koga F/03.6 |(noaypoBeHb) 6
KOPNOpPaTUBHOM COUMANbHOM NOSUTUKM KBanmdukaumnm

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3anmcTBOBaHO
OpuruHan X
U3 opurMHana
Koa PerncrpaumoHHbIN
opurnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble gencrema

AHann3 npoueccoB AOKYMeHTOO60pOoTa, JIOKa/bHbIX [AOKYMEHTOB MO
BOMPOCaM KOPMNOPaTUBHOM COLMabHOMN NOUTUKN

[ oKymeHTaunoHHoe odpopmneHue pesynbTaToB KOpnopaTUBHOM
COLMaANbHOM NOANTUKM

MoarotoBKa nNpeanoXeHUin No pPasBUTUIO KOPMNOPATMBHOM CoLMasibHOM
NONUTUKM

MoarotoBka  pe3y/nbTaToB  aHanM3a  COOTBETCTBMA  KOPMNOpPaTUBHOM
COUMANbHON MNONAUTUKK TpeboBaHMAM 3aKoHoZaTesnbCTBa Poccuiickol
depnepaunn n ycnoBUAM pbiHKa Tpyaa

JOKyMeHTauMoHHOe M OpraHn3auuMoOHHOEe CONpPOBOXAEeHUEe MepOHpMHTMVI
KOpHOpaTMBHOﬁ cou,maanoﬁ NONUTUKH

MoarotoBka M 06paboTKa 3ampocoB M yBeAOMIEHWI O pabOTHUKax B
rocyfapCTBeHHble  OpraHbl, NpodeccMoHasibHble CO3bl U Apyrue




npeacrtaBuTe/ibHblE  OpPraHbl paGOTHMKOB no BonpocCam cou,maanoﬁ
NOZINTUKN B OTHOLWLIEHUN NEPCOHANA

ConpoBoXaeHWe [AOrOBOPOB MO OKA3aHMIO  KOHCY/AbTAUMOHHBIX W
MHGOPMAUMOHHBIX YCAYr NO MEPONPUATUAM KOPMNOPATUBHOM COLMANbHOM
NOJINTUKK, BKAOYAA NpeaBapuTesibHble NpoLeaypbl MO UX 3aKA0YEHUIO

Heobxoanmble ymeHUn

OdopmMnaTb OOKYMEHTbl MO BOMPOCAM KOPMOPATMBHOW  COLMANbHOM
NOJIUTHKMY, npegocTasasemble B rocyfapcTBeHHble opraHbl,
npeacraBuTe/IbHblE OpraHbl PpaboTHMKOB

AHanusupoBaTb nNpaBuna, NOPALKW,  MNpoueaypbl  KOPMNOPATUBHOM
COLMANbHOM MOANTUKM

ObecneunBatb AOKYMEHTAUMOHHOE conpoBoXaeHune cou,maanoﬁ NONINTUKU
B OTHOWEHWUN NepCcoHana

OpraHun3oBbIBaTb XpaHEHWe AOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMMU
apPXUBHOrO 3aKoHogaTenbcTBa Poccuiickoit Pepepaunm M JIOKanAbHbIMMK
aKTaMu opraHuM3auunm

Mpon3BoaguTL NpeaBapuTeNbHbIE 3aKymnoyHble npoueaypbl U 0dopMAATbL
COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aK/0YEHUIO AOFOBOPOB

Pabotatb Cc MWHPOPMALMOHHBIMM cucTeMamu W 6Gaszamu AaHHbIX MO
BOMPOCAM COLMA/IbHOM MOJIMTUKN B OTHOLLEHMM NMEPCOHANa

Bectn yyeT 1 perncrpaumnio 4OKYMeHTOB B MH(I)OpMaLI,MOHHbIX Cncremax " Ha
MaTepnanbHbIX HOCUTENAX

BecTu genosyio nepenucky

Cobntoaatb HOPMbI 3TUKK Aen10BOro 06LeHMs

Heobxoanmble 3HaHUA

nOpFI,CI,OK Od)OpMI'IEHI/Iﬂ, BeaeHnA U XpaHeHuA  OOKyMeHTauunm no
COLI,MBJ'IbHOﬁ NOZINTUKE B OTHOLLEHNU NEePCOHaNa




Mopsaok ¢opmupoBaHua, BedeHMs 6aHKa [aHHbIX UM MpPeaocTaBiAeHUs
OTYETHOCTM NO BONPOCAM COLMANBbHOM NONNTUKM B OTHOLLEHWUM NEPCOHaNa

TexHoNOrnMM, MeToLbl U METOAUKM NPOBEAEHUA aHAAN3a M CUCTEMATM3ALLUN
OOKYMEHTOB U MHpOpMaLLUK

OcHosBbl ,ﬂ,OKYMEHTOO60pOTa N AOKYMEHTALMOHHOIo obecneyeHus

MopagoK  npoBegeHMA  3aKyno4yHbiX  npoueayp Y odopmaeHus
CONYTCTBYIOLLLEN AOKYMEHTALUM

CTpyKTypa oOpraHvsauuMuM UM BaKaHTHble  AO0/MKHOCTM  (nNpodeccun,
cneupnanbHOCTH)

TpyaoBoe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPXKallMe HOPMbl TPYA0BOro
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMaTWMBHbIE MNPaBOBbIE aKTbl
Poccuiickolt ®epepaumu, B 4acT BeeHUA AOKYMEHTALMM NO nepcoHany

OcHoBbI HaNOroBOro 3akoHoZaTenbcTBa Poccuitckoit Pepepaumm

HopmaTuBHble MpPaBOBble aKTbl, Peryavpylowme npasa U 06A3aHHOCTM
rocyAapCTBEHHbIX OpraHoB, NPodecCcMoHasbHbIX COK30B W ApYyrux
npeacTaBuUTe/IbHbIX OpraHoB PaboOTHMKOB NO MPEeAOCTaBAEHUIO YYETHOM
AOKYyMeHTauum

3aKoHogaTenbcTBo Poccuiickon depepaupnm o NepCcoHaslbHbIX AaHHbIX

JNloKanbHble HOPMATMBHbIE aKTbl OPraHM3auMuM, peryanpylowme nopagok
BHEAPEHMA KOPMNOPaTMBHOM COLUMANbHOM MNOAUTUKM W COLMANbHbIX
nporpamm

MopAaoK 3aKNOYEeHUs A0rOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM aenosoro obuieHna




basoBble OCHOBBI MHOPMaTUKNY, CTPYKTYpHOE NnocTpoeHune
MHPOPMALMOHHDBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Lpyrvue xapakTepuctmkm

3.7. O606LwweHHas Tpyaosas GyHKLMA

OnepaunoHHOe ynpassieHne NnepcoHasiom u YpoBeHb
HanvmeHoBaHMe pat yop P Koa G P 7
noapasgeneHnem opraHusaumm KBaMPUKaumnm
MpouncxoxaeHne
N - 3anmcTBOBaHO
0606L1EeHHON TPYA0BOW OpwuruHan X
U3 opurMHana
dYHKUMM
Kopg PerncrpaumoHHbIN
opurMHana HOMep
npodeccnMoHanbHOro
CTaHpapTa

Bo3moxKHble
HaMMeHOBaHMUA
JOMKHOCTEN, npodeccuit

PykoBoauTe b CTPYKTYPHOrO NoApasaeneHus
HayanbHUK CTPYKTYPHOrO NoapasaeneHums

TpeboBaHuA K
0bpasoBaHUIO U 0BYYEHUIO

Bbicwee obpasoBaHue - cneumanmTeT, marmctTpartypa

[ononHutenbHoe npodeccroHanbHoe o6pasoBaHMe - NPOrpammbl
npodeccrmoHanbHOM NepenoAroToBKM B 061aCTV ynpaBaeHUs NepcoHaaom,
OMNepaLMOHHOro Y TAKTUYECKOTO YNPaBAEHUSA; MPOrpPamMmMbl NOBbILIEHUA
KBa/MOUKaLMM B 061aCTU yNpaBaeHUs NePCOHANOM, ONepaLMOHHOro U1
TaKTUYECKOro yrpaB/ieHns

TpeboBaHMSA K ONbITy

He meHee naTu net B obnactu ynpas/sieHNA NnepCcoHaiom




NpPaKTUYecKon paboThbl

Ocobble ycnoBus aonycka K
pabote

[pyrve xapakTepucTnkm

JononHuTenbHble XapaKTEPUCTUKM

HanmeHoBaHMe fOKyMeHTa Koz, HaumeHoBaHMe 6a30BOW rpynnbl, A4OKHOCTM (Npodeccum)
WA cheLnanbHOCTH
OK3 1232 PykoBoguTenu nogpasgeneHunin (cny»6) ynpasneHus
Kagpamu v TpyL0BbIMU OTHOLEHNAMM
EKC - HauanbHWK OoTAEeNa Kagpos
- HayanbHuK oTAena opraHusauumn n onniaTtbl Tpyaa
- HavanbHWK OTAENa NOArOTOBKMU KagpoB
- HavyanbHuK oTAena coumanbHOro passuTuA
- 3aBeayoWwmin (HaYabHUK) OTAE/IOM KaapoB
oKnAaTp 24063 MeHepxep no nepcoHany
3.7.1. Tpyposasa GyHKUMA
Pa3paboTKa cucTeMbl onepaLMoHHOro YpoBseHb
HavmeHoBaHuMe |ynpaBaeHus nepcoHasom u paboTbl Kopa G/01.7 |(noaypoBeHb) 7
CTPYKTYPHOro noapaszgeneHuns KBannduKaLmm
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MpouncxoxaeHne TpyLoBOW
bOYHKUMM

3anmcTBoBaHO
OpuruHan X
N3 OpuUrnHana
Kog PerncrpaumoHHbIN
opurnHana HOoMep
nNpodeccnMoHanbHOro
CTaHAapTa

TpyanoBble AencTeus

AHanus YCNEeLWHbIX KOPNOPAaTUBHbIX MPAaKTUK NO BOMNpPOCamM CTpaTerm4eckoro
M onepaTnBHOro ynpasaeHnAa nepCoHaiom opraHmn3aunmn

MocTaHOBKa OMepPaTMBHbIX Lie/iel Mo BOMPOCaM ynpaBaeHUsa NepcoHaiom

PaspaboTKa naaHoB, Nporpamm M NpoLeayp B ynpaBieHUN NepcoHanom

PaspaboTKa npeanoskeHuii No CTpyKType noapasgeneHua u notpebHoctu B
nepcoHane

PaspaboTKka npegnoxeHuii no obecneyeHnto nepcoHanom, GopMmmnpoBaHuio
CUCTEM OLLEHKW, Pa3BUTUA, ONNaTbl TPYAa, KOPMOPATUBHLIM COLMANbHbLIM
nporpaMmmam 1 coupmanbHOM NOAUTHKE

Pa3paboTka npegnoxeHnin o 3atpatax M GopmMuUpoBaHUIO BlogsKeTa Ha
nepcoHan

Pa3pa60TKa HpEAﬂO)‘KeHMVI NO 3aK/H4YEHUIO A0roBopoB NO ynpaBaeHUIO
nepcoHaioMm C NOoCTaBWUMKamMh ycnyr n nposeageHme npeaBapuTesbHbIX
npoueayp no nx 3aakK1O4YeHUIO

Heobxoavmbie ymeHUn

OpraHu130BbIBaTb PaboTy NepcoHana CTPYKTYPHOro nogpasaeneHus

Ol'lpeﬂ,e}'lﬂTb 3a4a4n nNepcCoHana CTPYKTYpHOro noapasgeneHuna, ncxoga u3
u,eneﬁ N CTpaTernn opraHnsauunm

Co3pgaBatb M ONUCbIBATb OPraHn3aunMoOHHYKO CTPYKTYpPY, Uenn, 3aaaun,




bYHKLMU CTPYKTYPHOrO NoApasaeneHnn

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

Oﬂpe,D,EIlﬂTb, dHa/N3MPOBATb, MOAENNPOBATb U BbICTPAUBATb BHYTPEHHUE
KOMMYHUKaUWK nepcoHana

Pa3pabaTbiBaTb NPOEKTHbIE NPEAIOKEHMA N MepPOoNpPUATUA NO 3PEKTUBHOM
paboTe nepcoHana

BHeppATb cTpaTernto No ynpassieHMIO NepCcoHaioM

CocTaBnATb, PaACCUMTLIBATb, KOPPEKTUPOBATb M KOHTPO/AMPOBATb CTaTbu
pacxogoB Ha MepcoHan, paspabaTbiBaTb NPEANONKEHMA MO 3aTpaTaM Ha
nepcoHan gna GopMmmnpoBaHua broaxkeTa

MNpeacrtaBnatb NHTEpechbI opraHunsauunun n BecCtn neperosopbl C
I'IpOCbECCMOHaJ'IbeIMM COH3aMun U ApyruMmun npeacrtaBuTe/IbHbIMM OpPraHamm
pa6OTHMKOB, B3aMMOﬂ,EV1CTBOBaTb C rocyaapcCrtBeHHbIMU OpraHn3aumamm

AHanusupoBaTb WMHOOPMaLMIO MO MOCTaBWMKaM ycayr B obnactu
ynpaBneHUsa NepcoHasoM 1 MO YCOBUAM 3aK/IH04AaEMbIX LOTOBOPOB

Mpon3BoaguTbL NpeaBapuTeNbHbIE 3aKymnoyHble npoueaypbl U 0dhopMAATbL
COMYTCTBYIOLLYIO JOKYMEHTALIMIO MO 3aK/0YEHUIO 40rOBOPOB

Pabotatb Cc MWHPOPMALMOHHBIMM cucTeMamu W 6Gasamu AaHHbIX MO
BOMPOCAM yrnpasieHUs NepPCoOHAIOM

OpFaHVI3OBbIBaTb n npoBoauTb KopnopaTtuBHbIE meponpnAaTmna C
nepcoHaaom

Cob6ntogatb HOPMbI 3TUKK AeN0BOro 06LLeHUsA




Heobxoanmble 3HaHUA

MeTtoabl, cnocobbl u UHCTPYMEHTbI YNpPaBaeHNA NepCOHA/IOM

Llenn, ctpaTerva pa3sutna M 6M3Hec-NAaH OpraHM3aumnm

MoANTUKa ynpaBieHUsa NepcoHaNom opraHmMsaumm

MeToabl aHanM3a KOAMYEeCTBEHHOTO U KayeCTBEHHOro CoCcTaBa nepcoHana

CvcTeMbl CTaHAAPTOB Mo BU3Hec-npoueccam, npodeccuam, Hopmam Tpyaa

Cuctembl, MeToabl M  ¢GOpMbl  MaTepuaNbHOrO M HemMaTepuanbHOro
CTUMYNMPOBaHUA TpyAa NepcoHana

TexHonormm n metoabl GoOPMUPOBAHUA U KOHTPOA BI0AKETOB

MopAdOK  NpoBeAeHWA  3aKymoyHbIX  npoueayp W odopmaeHus
COMYTCTBYIOLWEN AOKYMEHTAL MM

OCHOBbI MPOM3BOACTBEHHOMN AEATE/IbHOCTU OpraHn3aLmm

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

CTpyKTypa opraHu3auunm

TpyAoBOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYA0BOrO
npaea

OCHOBbI apPXMBHOMO 3aKOHOAATENbCTBA M HOPMATMBHbIE NPABOBbLIE AKTbI
Poccuitckoit Pegepaumm, B YacT BeAeHWUA SOKYMEHTAL MKW NO NepcoHany

OcHOBbI Ha/I0ro0BOroO 3aKoHoAaTebeTea Poccuiickoit deaepaumm

OcHOBbI MWIpaLMOHHOrO 3aKoHoZaTenbcTBa Poccuiickori degepauun, B
YacTU MPUBJEYEHUA U TPYAOYCTPOMCTBA MHOCTPAHHBIX rparKaaH v auy, 6es
rpark4aHcTBa




OcHosBbl AOMUHUCTPATUBHOIO 3aKOHOAATE/IbCTBA B obnactu ynpasseHunAa
nepcoHaIoOM U OTBETCTBEHHOCTU OONXKHOCTHbIX 1NL,

3akoHopatenbctBo Poccuiickoit Pepepaumm no 3awmte nNepcoHaabHbIX
AaHHbIX

JlokanbHble HOPMaATUBHbIE QaAKTbl OpraHun3auumM B obnactu ynpasaeHnAa
nepcoHaaom

MopsAoK 3aKN0YEHUA A0rO0BOPOB (KOHTPAKTOB)

Hopmbl 3TMKK aenosoro obueHna

basosble OCHOBbI MHPOPMATUKM, CTPYKTYpHOE NnocTpoeHune
MHGOPMALMOHHbBIX cUcTEM U ocobeHHOCTU PaboTbl € HUMK

[pyrve xapakTepucTnkm

3.7.2. Tpyposasa GpyHKUMA

Peannsauna onepaumoHHOro ynpasaeHuma YpoBeHb
HavmeHoBaHMe |nepcoHanom u paboTbl CTPYKTYPHOrO Kopa G/02.7 |(noaypoBeHb) 7
noapasaeneHus KBanmduKaumum

MpouncxoxaeHne TpyLoBOW
OYHKUMM

3anMmcTBOBaHO
OpuruHan X
N3 opuUrnHana
Kog PernctpaumnmoHHbIin
opurnHana HOoMep
npodeccnoHanbHOro

CTaHAapPTa




TpypoBble AencTauns

nﬂaHMpOBaHMe AeATENbHOCTU nNogpa3aeneHna n nepcoHana

OnepaTnBHOE ynpas/ieHne NepcoHanom nogpasaeneHma opraHmsaumm

Pacuyer 3aTpaT no nogpasdeneHuio U MOAroTOBKA NPeANOMKeHWn ans
dbopmupoBaHua broaskeTa

Pa3pa60TKa CTaHAAPTOB AeATeNbHOCTU noapasgeneHna mu yHVId)MKaLI,VIﬂ
npoueccos

MpoBeaeHWe MHCTPYKTaXKa No OXpaHe Tpyaa

MocTaHoBKa  3agay  paboTHMKAM  CTPYKTYpHOro  nogpasaeneHus,
onpeaeneHne pecypcos ANA UX BbIMOJAHEHWUA, KOHTPO/Ib UCMONHEHUSA

AHanM3 NNaHOB WM OTYETHOCTM MNOAYMHEHHbLIX PabOTHMKOB, pa3paboTKa
NpeanoXeHuit No yayylleHMIo nokasaTtenen AeateNbHOCTM nogpasaeneHus

dopmmpoBaHMe OTYETOB 0 paboTe CTPYKTYPHOTO Noapasae/ieHums

Heobxoammble ymeHus

Onpenenatb 30Hbl OTBETCTBEHHOCTU U 3ddEeKTUBHOCTU paboTbl NepcoHana
CTPYKTYpPHOro noApasgenieHunn, pacnpeaensatb 3agadn wm obecneymsaTtb
MaTepraNbHO-TEXHUYECKME PECYPCbI ANA UX UCMONHEHUA

MpUMEHATb METOAbl ONePaTUBHOrO YNpas/ieHUA NePCcoHa oM OpraHn3aumnm

KoHTponnposatb ncnoaHeHune nopyquMﬁ n 3adav, BHOCUTb
cBoeBpeMeEHHbIe KOppeKUnN B N1aHbl U 3a4a4U

OnpegenaTtb rnokasatenu apPeKTMBHOCTHM paboTbl nepcoHana
noapaszeneHus

Ynpasnatb MOTVIBaLI,Meﬁ nepcoHana, ero BoB/1e4eHHOCTbIO U LI,VICL],VII'I/'IVIHOVI
TpyAa

CoctaBnAatb Nn/1aHbl AeATENBbHOCTU CTPYKTYPHOro nogpasaeneHuna




opraHunsauunu

CocTaBnATb, PaACCUNTLIBATb, KOPPEKTUPOBATb M KOHTPO/MPOBATbL CTaTbu
pacxog0B CTPYKTYPHOrO noapasaeneHuns gna GopmupoBaHma BloaKeTos

MpounsBoguTb aHanus TeKyLLel AeATeNbHOCTH CTPYKTYPHOro
noApaszeneHunn u BHeAPATb NpoLeaypbl No ee ONTUMMMU3aLLMK

MpeactaBnaTb  MHTEpecbl OpraHM3auuMM WM BeCTU  Meperosopbl  C
rocyAapCTBeHHbIMKU OpraHamu, nNpodeccuoHaibHbIMU CO3aMKN U APYrMMU
npeacrasuTe/IbHbIMK OpraHamm paboTHMKOB Mo BoONpocam nepcoHana

BectTn neperoBopbl € NOCTaBWMKaMKU YCAYr MO YC/IOBUAM 3aKaO4aeMblX
Aorosopos

Mpon3BoauTL NpeaBapuTeNbHble 3aKymnoyHble npoueaypbl U odbopMAATbL
COMYTCTBYIOLLYIO IOKYMEHTALLMIO MO 3aK/I0YEHWNIO A0r0BOPOB

MpoBoAWTL ayaAnUT pe3ynbTaToB paboTbl C NepcoHaiom

Pabotatb Cc MWHPOPMALMOHHBIMM cucTeMamu W 6Gasamu AaHHbIX MO
BOMPOCAM yrnpasieHUs NepPCoOHAIOM

Cobnt0aaTb HOPMbI 3TUKK AeN0BOoro 06LeHus

Heobxogumblie 3HaHUSA

Teopuu ynpaBaeHUa NepcoHa oM 1 ero MoTUBaLLMM

MeToabl aHanM3a BbINOJIHEHUS MAAHOB W 33434y, OnpefesieHua  UX
3KOHOMMYECKON 3PDEKTUBHOCTU

(DOprI M MeTo4bl OLLEHKN NepCOHaa U PeE3Y/ZIbTAaTOB UX TPyAa

TexHoNnorMm onepaTUBHOrO yrnpasaeHUA NePCoHa0M OpraHu3aumm

Cuctembl, MeToZbl M  GOPMbl  MaTEPUANBHOTO U HEMaTepuasibHOro
CTUMY/IMPOBaHUA TPyAa NepcoHana




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

Teopun 1 meToAp! yNpaBAeHNa pa3BUTUEM NepcoHana

JKOHOMMKaA Tpyaa

OpraH13auMoHHO-WTaTHAA CTPYKTYPa OpraHM3aLmm

MonnTMKa ynpaBaeHusa NepcoHasioM U coumanbHas NoIMTUKA OpraHM3aLmm

Lenn, cTpaTterna passutTnAa n 6usHec-nnaH OopraHunsauunun

MeToAMKM NNaHNPOBAHUA U NPOrHO3MPOBaHMA NOTPEBHOCTM B MepcoHane

MopAAoK yperyanpoBaHna TPyAOBbIX CNOPOB

TpeboBaHuWA 1 NpaBuna NposeaeHMs ayanta paboTbl C NEPCOHAIOM

CDOprI coumanbHoOro napTHEpPCTBA n B3aMMOAEV1CTBMﬂ C
I'IpO(I)ECCMOHaJ'IbeIMM COH3aMun U Apyrumun npeacrtaBuUTeIbHbIMU OpPraHamm
pa6OTHMKOB, N UHbIMU OpPraHn3aunamm

Mopagok 0GOpPMNEHUs  KaApoBbIX AOKYMEHTOB UM NpugaHua UM
IOPUANYECKOM CUNbI

MopAadOK  NpoBeAeHMA  3aKymouyHbIX  npoueayp W odOpPMAEHMSA
COMyTCTBYIOLWEN AOKYMEHTAL MM

TpyL0BOE 3aKOHOAATENLCTBO U MHbIE aKTbl, COAEPMKALLME HOPMbI TPYAO0BOIO
npasa

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATMBHbIE MNPAaBOBbIE aKTbl
Poccuiickoit ®eaepalmu, B 4aCcT BeAeHUA AOKYMEHTALMM NO nepcoHany

OcHOBbI Ha/IOroBOro 3aKoHoAaTebeTBa Poccuiickolt deaepaunmn

OcHOBbI MUTFPaLMOHHOrO 3aKkoHogaTenbcTBa Poccuitickoin depepauun, B




Y4acTU NPUBJEYEHUA U TPYAOYCTPOMCTBA MHOCTPAHHBIX rpaxKaaH v auu, 6es
rpark4aHcTBa

OcHoBbI AAMUHUCTPATUBHOIO 3aKOHOAATe/IbCTBa B obnactu ynpas/aeHnaA
nepcoHaoOM U OTBETCTBEHHOCTU AONXKHOCTHbIX nL,

3aKkoHoaaTenbcTBo Poccuitickont Pegepaupmmn o NepcoHanbHbIX AaHHbIX

JIoKanbHble HOPMaTUBHbIE aKTbl OpPraHM3auunm B 4YaCTU YynpasaeHUA
nepcoHasom

OcHoBbl NpaBoOBOro perynMpoBaHua Poccuiickot depgepaumy nopagka
3aKNIOYEHMA TPAYKAAHCKO-MPABOBbLIX 40r0BOPOB

Hopmbl 3TUKM AenoBoro obLeHns

basoBble OCHOBBI NHOPMaTUKNY, CTPYKTYpHOE NocTpoeHune
NHPOPMALMOHHDBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Lpyrve xapaktepuctmku

3.7.3. TpypoBasa ¢yHKUMA

HanmeHoBaHue

MpoucxoxaeHve TpyLoBOM
bYHKLMU

AOMUHUCTPUPOBaAHME NPOLLECCOB U
OKYMeHTO060pOoTa No onepaunoHHOMY YposeHb
A Kog, G/03.7 |(noaypoBeHb) 7
ynpaB/ieHWo NepcoHanom u pabore
KBaMdMKaumnm
CTPYKTYPHOro noapasaenieHns
OpuriHan X 3anmcTesoBaHO
N3 OpUrnMHana
Kog, PerncrpaumoHHbIn

OpUrnHana HOMep




npo¢deccnoHanbHOro
cTaHZapTa

TpyaoBble AencTBmA

AHann3 npoueccoB AOKYMeHTOO60pOoTa, JIOKa/bHbIX [AOKYMEHTOB MO
BOMPOCAaM  OMEepPauMOHHOrO  YMpaB/JeHUa nepcoHasiom W paboTol
CTPYKTYpHOrO noapasgeneHus, 6U3HeCc-NpoLEeccoB  OpraHu3aLmm,
yA0BNETBOPEHHOCTU NepcoHana

[OoKymeHTaunoHHoe opopmieHune pe3ynbTaToB onepaLymoHHOro
yrnpaB/ieHWa nepcoHasiom M paboTbl CTPYKTYPHOrO noapasgeneHus,
pe3ynbTaToB ayamTa paboTbl C NEPCOHANOM

MoAroToBKa NPeanoMKeHWit Mo  PasBUTUIO  CUCTEM  OMNEepPaLMOHHOro
yrpaBieHna nepcoHasom W paboTbl CTPYKTYPHOro noApasgesieHuns, Mo
Heo6X0ANMbIM KOPPEKTUPYIOLLMM M NMPEBEHTUBHLIM Mepam

Pa3pa60TKa CNCTEMDbI aHa/In3a N KOHTPOAA pa6OTbI nepcoHana

KoHTponb, CpaBHeHME M aHanM3 npoueccoB B 06/1acTU ONepaTUBHOINO
ynpaBneHua MepcoHasom, pPe3y/bTaToB YMpPaBJeHYECKUX MepOonpuUATUiA,
onpeaeneHve GaKTOpPOB, BbI3bIBAIOWMX OTKNOHEHWE OT  M1aHOBbIX
nokasartenemn

MoarotoBka M o06paboTka 3anpocoB, YBeAOM/EHWW, CBEAEHWA O
paboTHMKax B roCyAapcTBeHHble OpraHbl, MNpodeccuoHasbHble COoto3bI,
06LLecTBeHHble OpraHn3aumum

ConpoBoXA4eHMe AOroBOPOB OKa3aHMA yCcayr No BOMPOCaM OMepaTUBHOMO
ynpaB/ieHna nepcoHanom u paboTe CTPYKTYPHOro noapasaesneHuns, Bkatoyan
npegsapuTesibHble Npoueaypbl N0 UX 3aKOUYEHNIO

MoaroToBKa npeasioxeHnin no GopmMMpoBaHUIO BIOAXKETAa Ha MnepcoHan
opraHusauum




BbinosHeHWe TpeboBaHWMI NO XpaHeHW0 MHOOPMALUMM O pesysbTaTax
AeNCTBMA CUCTEM OMEepauMoHHOTO YMpaBAeHWUA NepcoHasom u paboTbl
CTPYKTYPHOro noapasaeneHuns

Heobxogumble ymeHUs

KoHTpounpoBaTb MNpoLeccbl ynpaBieHUA MepcoHas oM NoapasaeseHui,
onpeaensTb WX PesyNbTaTUBHOCTb U BbIABAATb PaAKTOPbl OTKAOHEHMWIA OT
MN/JIaHOBbIX NAapPameTPoOB

PaspabaTbiBaTb NPOrpaMmbl AOCTUMKEHUA LieNel U onepaTUBHOIO pelleHns
3afa4y nogpasaeneHui

AHanusuposatb, pa3pabaTbiBaTle M 0PoOPMAATL  AOKYMEHTbI MO
onepaTMBHbBIM MPOLLECCaM U UX pesy/ibTaTam

MpoBoaWTb ayguT KaApoBbIX MPOLLECCOB, npoueayp, OdpopmaeHun
KaZpOBbIX OKYMEHTOB U JOKYMEHTOB MO YNPaB/ieHNIO NEPCOHANOM

KoHTpo/iMpoBaTh pacxogoBaHue 6104KeTOB Ha NepcoHan

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

ObecneunBaTb AOKYMEHTALMOHHOE COMPOBOMAEHME MO  CMCTEMaM
OMNEepaumMoHHOro yMpaB/ieHWs MNepcoHaloM W paboTe  CTPYKTYpPHOro
noapasgenexus

OpFaHM3OBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUU C Tpe6OBaHVIﬂMM
TPyaoBOro M apXMBHOIo 3aKOHOAQATE/NNbCTBaA Poccuiickom d)ep,epau,mm n
JNOKa/ZIbHbIMU aKTaMUM OpraHn3auunm

KOHTpOJ’II/IpOBaTb MCNnosIHEHME A0roBopoOB NOCTAaBLWKMKOB yCayr no Bonpocam
nepcoHana

Mpon3BoAUTL 3aKynouyHble npoueaypbl, 0bOPMAATL W aHa/NM3MPOBaTb
3aKYNOYHYI0 AOKYMEHTaLMIO




npOBO,D,VITb neperosopbl M nNpeacraBsiATb UHTEPECbI OpraHun3auunM B
rocygapcCTBEHHbBIX  OpraHax, I'IpO(beCCMOHaﬂbeIX COro3ax Wn  Opyrux
npeacTtaBuUTE/IbHbIX OpraHax pa60THMKOB Nno BONpocCam nepcoHana

Bectu genosyto nepenucky

Bectun y4yeT n perncrtpaumnio 4OKymeHTOB B MHd)OpMaLI,MOHHbIX Cncremax n Ha
MaTepPnanbHbIX HOCUTENAX

Pabotatb ¢ WHPOPMAUMOHHBIMM cCUCTEMAMM UM 6a3amMm  OaHHbIX MO
nepcoHany u cucteMam onepaunoHHOro ynpasieHus nepcoHanom v pabore
CTPYKTYPHOTO nogpasgeneHus

Cobntogatb HOPMbI 3TUKK AeN0BOro 06LLeHUs

Heobxogumble 3HaHUSA

MeTtogabl ynpasneHua passutmem n sGpPpeKTMBHOCTbIO OpraHM3aLnmn, MeToapl
aHanM3a BbIMNO/MHEHMA NAQHOB W NpPOrpamMmm, onpegeneHua  ux
3KOHOMMYECKOM 3PPEKTUBHOCTH

MeToabl oLeHKM paboTbl CTPYKTYPHbIX NOApa3aeneHnid, pesyabTaTos Tpyaa
nepcoHana

MeTogbl  nNpoBefeHWMA  ayaAuTa M KOHTPOJ/IMHIA  OMepaTUMBHbIX
ynpaBneHYecKMx NpoLLeccoB

®opMbl U CUCTEMbBI MaTEPMANLHOTO U HEMATEPUANbHOTO CTUMY/IMPOBAHMA
TpyAa nepcoHana

OCHOBbI AOKYMEHTaLMOHHOro obecneyeHus

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

MNopsfok ¢opmupoBaHuaA, BedeHUs 6aHKa [aHHbIX WM MPeaocTaB/eHUs
OTYETHOCTM MO CUCTEMAM OMEpPaLMOHHOIO YMPAaB/AEHUA MEepPCoHaoM U




paboTe CTPYKTypHOro noapasaeneHus

HopmaTtusHble NpaBoOBble aKTbl, peryavpyloume npasa M 06A83aHHOCTM
rocyapCcTBEHHbIX OPraHoOB M OpraHM3auMmn No MNPeaoCcTaBAEHUI0 YYEeTHOM
JOKYMeHTaL MM

MopsAOK  NpoBeAeHWA  3aKymouyHbIX  npoueayp W odopmaeHus
COMyTCTBYIOLWEN JOKYMEHTAL MM

Monntnka ynpasaeHmna NnepcoHasom MU COLMaNbHaA NOJAUTUKA OpPraHn3aumm

OpraH13auMoHHO-WTaTHAA CTPYKTYPa OpraHmn3aLmm

Llenn n ctpaterns pa3suTna opraHmnsaumm

BusHec-nnaH 1 6U3Hec-NpoLecchl opraHn3aLmm

TpyAoBoe 3aKOHOAATENbCTBO M MHbIE aKTbl, COAEPIKALLME HOPMbI TPYA0BOrO
npasa

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

OcHOBbI Ha/I0roBOro 3aKoHoAaTenbecTBa Poccuiickoit deaepaumm

OCHOBbl MUrpaLMOHHOrO 3aKoHoZaTenbcTBa Poccuiickoit Pepepaumu, B
YacTU NPUBAEYEHNA U TPYOOYCTPOMCTBA MHOCTPAHHBIX rpaxKaaH v auu, 6es
rparkaaHcTea

OcHosBbl AAMUHUCTPATUBHOINO 3aKOHOOATE/IbCTBa B obnactu ynpasaeHnAa
nepcoHaaoM U OTBETCTBEHHOCTU OONTKHOCTHbIX /1NL,

3aKkoHoaaTeNnbcTBo Poccuitckon Peaepaummn o NePCcoHaNbHbIX AaHHbIX

JlokanbHble HOPMaTuUBHbIE AOKYMEHTbI OpraHn3auunun B obnactu ynpasaieHnAa
nepcoHaiom




MopAaoK 3aKNtOUYEeHUs A0roBOPOB (KOHTPAKTOB)

Hopmbl 3TUKM AenoBOro obLLeHns

basoBble OCHOBBbI NHPOPMATHKW, CTPYKTypHOE NocTpoeHune
MHGOPMALMOHHBIX CUCTEM M 0COBEHHOCTU PaboTbl C HUMM

[pyrve xapakTepucTnkm

3.8. O606LeHHas TpyaoBas GyHKLMA

CrpaTernyeckoe ynpasaeHne NnepcoHasiom YpoBeHb
HanmeHoBaHue P ynp P Koa H P 7
opraHusauum KBaMPUKaunm
MpouncxoxaeHne
o o 3anmcTBoBaHO
0606L1eHHOM TPYA0BOW OpwuruHan X
U3 opurMHana
dYHKUMM
Kog, PerncrpaumoHHbIn
opurnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

Bo3moxkHble
HaMMeHOBaHMUA
JOMKHOCTEN, npodeccuit

Buue-npe3naeHT No ynpaBieHMIO NepcoHaNoM

AupeKTop no nepcoHany

[vpeKTop No ynpasaeHUIo NepCcoHanom

3amecTuTe b reHepanbHOro AMPEKTOPA MO YNpPaBAEHUIO NePCOHANOM

TpeboBaHuA K
06pa3oBaHUIO U 0BYYEHUIO

Bbicwee obpasoBaHue - cneumanmTeT, marmctpartypa
[ononHutenbHoe npodeccroHanbHoe o6pasoBaHMe - NPOrpammbl
npodeccrmoHanbHOM NepenoAroToBKN B 06/1acTu yNpaBieHUs NepcoHanom,




CTpaTtern4yeckoro 1 onepaumoHHOro ynpasaeHna, SKOHOMUKN opraHn3aunu;
nporpammesl NnoBblWEHUA KBaﬂVI(bMKaLI,VIM B 0bnactm ynpasaeHuAa
nepcoHanom, CTpaterm4eckoro n onepauMoHHOro ynpassieHunAa

TpeboBaHMA K OnbITy He meHee nAaTh net B 06/1aCTN ynpasieHUs NepcoHaioM Ha PYKOBOAALLMNX
npaKkTU4eckom paboTbl OO/IKHOCTAX

Ocobble ycnoBMA AoMNycKa K
pabote

Lpyrve xapakTepuctmkm

JononHuTtenbHble XapaKkTepUCTUKN

HanmeHoBaHWe AOKYMeHTa Kog, HanmeHoBaHMe 6a30B0W rpynnbl, 4OMAXKHOCTK (Npodeccum)
WK cneumnanbHOCTU
OK3 1232 PykoBoauTenu noapasaeneHuii (cny6) ynpasneHus
KaZipamu 1 TPyA0BbIMU OTHOLUEHUAMM
EKC - 3amecTutenb AMpPEKTOopa No ynpasBAeHUIO NePCcoOHaAIoOM
oKnAaTp 24063 MeHepxep no nepcoHany
3.8.1. TpypoBasa ¢yHKUMA
Pa3paboTKa cucTeMbl CTpaTerm4yeckoro YposeHb
HanmeHoBaHMe |ynpaBieHMA NepcoHasIoM OpraHu3auum Koa H/01.7 |(noaypoBeHb) 7
KBasnbuMKaumnm
Mn " 3
poucxoxaeHue TpyaoBom OpuriHan auMCTBOBaAHO

bYHKLMM

13 opurnHana



consultantplus://offline/ref=D933201AEDCA6CF0049AC8F4639074BE6544A9E1FED1065488A559EEC7C48E726E1160195A3524B3w7s1I
consultantplus://offline/ref=D933201AEDCA6CF0049AC8F4639074BE6546A9EFF1D0065488A559EEC7C48E726E1160195A3223BDw7s0I

Koa PernctpaumoHHbIn
opurMHana HOMep
npodeccMoHanbHOro
CTaHZapTa

TpyaoBble AencTemA

AHanM3  ycnewHbiX  KOPMOPATUBHbLIX  MPaKTMK MO OpraHvM3auuu
CTpaTernyeckoro ynpasaeHus nepcoHanom opraHusaumm,
OpPraHM3aLMOHHOIo NPOEKTUPOBAHUSA U B3aMMOLENCTBUSA Nogpa3aeneHuni

lNocTaHOBKa cTpaTerMyeckmx u,eneﬁ B ynpasaeHM nepcoHaoM

PaspaboTka KoprnopaTtMBHOW MOJIMTUKK, MJIAHOB, MPOrpamm, npoueayp u
TEeXHOJIOTNI NO yrnpaB/EHUIO NEPCOHAIOM

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

dopmunpoBaHmne cuctembl onaaTbl U OpraHU3aLUumM Tpyaa

PaspaboTKa opraHM3auUMOHHOMN CTPYKTYpbl, NJIaHUPOBaHWE NOTPebHOCTM B
nepcoHane opraHM3aumm

PaspaboTka nporpamm, MPUMHUMMNOB CTaHZApTM3auuK, yHUOUKaLmMM,
aBTOMATM3aLUMM TMPOLECCOB YMpPaB/ieHUsA MepcoHasiom W  6He3onacHbIX
ycnoBuiA Tpyaa

dopmupoBaHue 6loa)KeTa Ha NepcoHasn, TEXHONOMMI ayguta paboTbl C
NepPCoOHaNOM U KOHTPOINNHIA

Heobxoavmbie ymeHUn

Pa3p363TblBaTb CcTpaternn n NOJIMTUKMU B ynpasi1eHUN NeEPCOHA/IOM

Co3fdaBaTb M ONWUCbIBATb OPraHU3aUMOHHYIO CTPYKTYpY, LUenu, 3adauwn,
OYHKLMU CTPYKTYPHbIX NOAPa3AeNeHNA U AONKHOCTHbIX ML,

anMEHFITb meTodbl  ynpasaeHnA  MeXIMYHOCTHbIMUA  OTHOLUEHUAMMU,




¢OpMMpOBaHMﬂ KOMaH4, pa3sntnma nnaepcrea U UCNONHUTENBHOCTU,
BblAB/IEHNA TAaNAHTOB, onpeaeseHnAa yaqoBneTBOPEHHOCTU pa60T0171

OI'IpeLI,GI'IFITb M aHa/IM3NPOBATb BHYTPEHHNE KOMMYHUKaUWNnN, moaennpoBatb
nosejeHWe nepcoHana

npep,CTaBl'IﬂTb MHTEpecCbl OpraHM3aunn B TroCyaapCTBEHHbLIX OpPraHax, BO
B3aMMO,D,EﬁCTBMM C I'lpOCI)COI'O3aMVI, UHbIMU NpeacTaBuUTe/IbHbIMU OPraHamm
pa60THMKOB Nno BOonNpocam nepcoHana

CocTaBnATb, PaACCUMTLIBATb, KOPPEKTUPOBATb M KOHTPO/MPOBATb CTaTbu
pacxogoB 6waKeToB M (GOHAOB HA MNPOrpamMmmbl M MepPonpuAaTUA Mo
ynpaBAeHUIO0 NepCcoHaIoM OpraHM3aLmm

MpoBoanTb ayAUT U KOHTPOJIIUHT B obnactu ynpassieHnAa nepCcoHaiom

PaspabatbiBaTb KOPNOPaATUBHbIE COLMA/IbHbIE NPOrPaMMbl

Bectn neperosopbl no BonpoCam couwuanbHoOro napTHepCTBa C
npeacrtaBuTe/ibHbIMU OpraHamm pa6OTHMKOB

Pabotatb Cc MWHPOPMALMOHHBIMM cucTeMamu W 6Gasamu AaHHbIX MO
BOMPOCAM yrnpasieHUs NepPCoOHAIOM

OpFaHM3OBbIBaTb meponpnAaTma no obecneyeHunto BbINOJIHEHUA Tpe6OBaHMl71
OXpaHbl Tpyda B COOTBETCTBUMN C AEVICTBYPOLLLMM 3aKOHO4ATeNbCTBOM
Poccuiickoi CDe,a,epau,MM MU NOKa/IbHbIMU aKTaMW OpraHn3sauunmn

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

Cobnt0aaTb HOPMbI 3TUKK Ae10BOro 06LIeHMA

Heobxoanmble 3HaHUA

MeTogbl ynpaBfieHus pasButMem U 3OEKTUBHOCTBIO OpPraHM3auumy,
aHa/M3a  BLIMOJIHEHWA  MJAHOB W MPOrpamm, OMNpeaesieHns  ux
3KOHOMMYECKOM 3P PEKTUBHOCTH




MeToabl OLeHKM pPaboTbl CTPYKTYPHBIX NoApa3aeNeHnid, pesyabTaToB Tpyaa
nepcoHana

MeToabl NpoBeAEHUA ayANTOB, KOHTPOI/IMHIA YNpaB/IeHYECKMX NPOLLeCccoB

MeToabl aHanM3a KOAMYEeCTBEHHOTO U KayeCTBEHHOro CoCcTaBa nepcoHana

CucTemsbl CTaHAAPTOB Mo BM3Hec-Npoueccam, Npodeccmam, HOpMbl TPYAA

Cuctembl, MeToabl M GOpPMbl  MaTepUanbHOr0O M HemaTepuanbHOro
CTUMYNIMPOBaHUA TpyAa NepcoHana

MeToabl aHanAM3a  COUMANbHbIX MPOrPaMM U ONpefeneHus  ux
3KOHOMMYECKOM 3PPEKTUBHOCTH

TexHonorMmn u meToabl opMUPOBAHMA U KOHTPOA BIOAKETOB Ha NepcoHan

TpeboBaHMA oxpaHbl M 6e30nacHbIX YCA0BUIA Tpyaa

Llenn, ctpaTerva n Kagposas No/IMTUKa opraHM3aumm

OcHOBbI TEXHONOTUN npon3soAacTBa U AeATENbHOCTUN OpraHn3aunn

OCHOBbI COLMO/IOMMM, NCUXOOTUM N SKOHOMMUKM TPy aAa

OcHosBbl ynpasaeHnAa coumaabHbiM pa3BuUTUeEM opraHmnsaumm

MeToabl NpoBeAeHWMA  COLMONOTMYECKUX  UCCNeAOBaHUN,  U3y4YeHus
06LEecTBEHHOIro MHEHUA

CTpyKTypa opraH13auuu

TpyaoBoOe 3aKOHOLATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYLOBOIO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATMBHbIE MNPaBOBbIE aKTbl
Poccuiickoit ®epepaumu, B 4acT BeAeHUA AOKYMEHTALMM NO nepcoHany




OcHOBbI Ha/IOroBOro 3aKoHoAaTenbcTBa Poccuiickoit deaepaunm

OCHOBbI MUIpPaLMOHHOrO 3aKoHogaTesnbcTBa Poccuitickoit depepauun, B
YacTu NpPUBAEYEHUA U TPYLOYCTPOMNCTBA MHOCTPAHHbBIX rpaxgaH u nuy bes
rpaxgaHCcTBa

OcHosBbl AOMUHUCTPATUBHOIO 3aKOHOAATE/IbCTBA B obnactu ynpasaeHnA
nepcoHaioOM N OTBETCTBEHHOCTU OONKHOCTHbIX 1NL,

3akoHoaaTenbcTBo Poccuitickon Pegepaumm o nepcoHanbHbIX AaHHbIX

JloKanbHble HOpMaATUBHbIE aKTbl OpraHuMs3auum B obnactu ynpasaeHna
nepcoHaaom

MopsAAoK 3aKN0YEHUA A0rOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM aenosoro obuweHna

OcHOBbl MHOOPMATUKK, CTPYKTYpHOE MOCTpoeHne MHGOOPMALMOHHbIX
cucTem n ocobeHHocTU paboTbl C HUMK

[pyrve xapakTepucTnku

3.8.2. Tpyposasa GyHKUMA

Peanunsauma cuctembl cTpaTernyeckoro YpoBeHb
HavmeHoBaHMe |ynpaBaeHMA NepCoOHAN0OM OpraHM3aunm Kopa H/02.7 |(noaypoBeHb) 7
KBannduKaLmm

MpouncxoxaeHne TpyLoBOW
bYHKUMM

3anmcTBOBaHO

OpuruHan X
N3 opuUrnHana

Kog PernctpaumnmoHHbIin
opuUrMHana HOMmep




npo¢deccnoHanbHOro
cTaHZapTa

TpyaoBble AencTBmA

MnaHMpoBaHUe AeaTeNbHOCTM U pa3paboTka MeponpuUATUIA NO YNpPaBAEeHUIO
NnepcoHanomM 1A peannsalmm cTpaTerMyeckmnx Lienen opraHmsaumm

BHeapeHWe MOAWUTUK, NJAHOB, MPOrpamm, Npoueayp M TexXHONOorMi no
yNpaB/ieHNIo NepPcoHanom

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

BHeapeHVWe W noAfep’kaHWe KOPMopPaTUBHOM KynbTypbl M COLMANbHOM
NONNTUKK, CUCTEM MOTMBAUUK, 3PPEKTUBHOCTU, OLEHKU U Pa3BUTUA
nepcoHana

BHeapeHve w nopaepaHuMe CUCTEMbl OpraHusauuu Tpyaa W onaatbl
nepcoHana

YnpaBneHve BHeApeHWEM NpPOrpamMmm M MNPUHLMNOB CTaHAAPTU3aALMM,
yHUOMKauMM, aBTOMaTM3aLMM MPOLECCOB YNPaBAEHMA MEPCOHAOM M
6e30nacHbIX YCI0BUIA TPyAa

OpraHmsau,Mﬂ nposeaeHNA ayauta WU KOHTPOJU/IMHIA B YyNpaB/aeHUMU
NepcoHasom

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

AHaNN3 OTYETHOCTWU MO ynpaBaeHNo nepcoHasiom U BbiABNEHNE PECYPCOB
no yny4yweHuto aeATeIbHOCTU OpPpraHn3sauunmn

CornacoBaHue ycnosmﬁ 3aK/1lo4aemMblX  A40rosopos no BOMpoCam
ynpas/sieHnAa nepcoHasiom




OpraHusauma NpoBeAEHMs  3aKyMO4yHbIX Mpouedyp MO BoMpocam
yNpaB/ieHNa NepcoHasom U 0POPMIEHUA CONYTCTBYIOLLEN OOKYMEHTauuu
no HUM

dopmunpoBaHMe bloAXKeTa Ha NepcoHasn, TexHoJsorui ayamuta paboTbl C
NepcoHaNoM 1 KOHTPOINNHIA

anMEHEHME K pa6OTHMI-(aM mep noouwpeHna wmu aAucunnanHapHoro
B3bICKaHUA

Heobxogumble ymeHus

Mpou3BOAUTb aHaiM3 AeATeNbHOCTM MO  YNPaB/JAEHUIO MEePCOHAIoOM,
pa3pabaTbiBaTb NoOKasaTean adpPeKTUBHOCTU PaboThbl

dopmmnpoBaTb NAaHbl U MEPONPUATUA MO YNPABAEHNIO NEPCOHANIOM

PaccunTbiBaTh 610aXKeT B 06/1aCTV ynpaBaeHMA NepcoHaiom

OI'IpE[],EJ'I‘r'lTb 30Hbl OTBETCTBEHHOCTU paGOTHMKOB n HOApaBAEHGHMVI,
CTaBUTb 3a4a4n pykoBoAUTENAM I'IOLI,pa3LI,EI'IEHMl71 n obecneunBaTb pecypcobl
Aana nx ncnoaHeHuA

KOHTPOAMPOBaTb M KOPPEKTUPOBATb NCMOIHEHWE MOPYYEHUIA 1 3a4ad

YnpaBnaTb 3GpPEeKTUBHOCTbIO U BOBAEYEHHOCTbIO NepPCcoHana, AUCLUUNANHOM
Tpyaa v cobnogeHmem 6e3onacHbIX YCA0OBUNA Tpyaa

BectTm neperoBopbl MO BOMPOCaM  COUMANbHOIO MNapTHepcTBa W
NPeacTaBAATb MHTEpecbl OpraHM3auMuM B FOCYAAPCTBEHHbIX OpraHax,
npodeccMoHaNnbHbIX COK3ax W APYrMx NpeacTaBUTesIbHbIX — OpraHax
paboTHMKOB, U OpraHM3aLMAX MO BONPOCaM NepcoHana

PaboTtath ¢ MHd)OpMaLI,MOHHbIMVI cuctemamm 1M 6asamu AaHHbIX NO
BOMpOCam ynpasneHnA nepcoHaiom

npOBOAMTb ayaunT N KOHTPOI/IUHT B obnactu ynpassieHnAa nepCcoHaiom




dopmunpoBaTb M NPOBOAMTbL COUMANbHYIO MOJUTUKY W COoUMasibHble
nporpammoi

Bectun neperosopbl C NOCTaBWMKaMKMN YyCNyr no ycnoBmAmM 3aKno4YaemMblX
[l0roBopoB

Mpon3BOAUTL 3aKynouyHble Mpoueaypbl, 0GOPMAATL W aHA/NM3MPOBaATb
3aKYNOYHYI0 [OKYMEHTALMIO

Cobnt0aaTb HOPMbI 3TUKM AEN10BOr0 06LEHMSA

Heobxoanmble 3HaHUA

MeTozabl ynpasaeHua passutmem n apPpeKTMBHOCTbIO OpraHM3aLnn, MeToapl
aHanM3a  BbINOJIHEHMA MJQHOB W MPOrpamMm, OMpeaeneHus  ux
3KOHOMMYECKON 3PPEKTUBHOCTU

OpraHunsaums ynpasieHns pa3suTnem opraHmsaumm

Teopun ynpaBieHUa opraHusaumein, NOAUTMKA M CTpaTerna ynpasfeHus
nepcoHanom

MeToabl aHanu3a BbIMOJHEHUA MNAHOB W 33ajady, onpeaeneHua WUXx
S3KOHOMUYecKon 3¢ deKTUBHOCTH

MeToAbl OLLEHKK, pe3ynbTaToB U 3hHEKTUBHOCTU Tpyaa

MeToabl BHeApeHWs CUCTEMbI YNPaBEHWs NEPCOHANIOM

OcHoBbl paboTbl N0 NPoPopMEHTaLUN

MeToAMKN NNaHNPOBAHNA M MPOrHO3MpPOBaHMA NOTPebHOCTM B NepcoHane

Llenun, ctpaterna passmtna un 6u3Hec-nnaH OopraHunsaunun

Teopun 1 metoapl popMmmnpoBaHUIo BpeHaa opraHM3aumm

TpeboBaHMA oxpaHbl M 6e30MNacHbIX YCN0BUIM Tpyaa




MeToankn pa3p860TKVI N BHEAPEHUNA NOKA/ZIbHbIX HOPMATUBHbIX aKTOB

MopAAOK 3aKNo4YeHUs TPYAOBbIX [AOrOBOPOB, PEryiMpoBaHUA TPYAOBbIX
crnopos

OcHOBbI  COLMONOTMN, NCUXONOTMKN, SKOHOMMKM Tpyaa W ynpaBaeHUA
COUMaNbHbIM pa3BUTNEM OpraHn3aunmn

MeToabl NpoBeAEHUA  COLMOJIOTMYECKMX  UCCAeAO0BaHUNA,  U3y4YeHUus
06LEecTBEHHOIro MHEHUA

TexHonorMm nposBefeHUMA ayamTa W KOHTPOJZIMHIA B YNpasJieHuun
nepcoHaaom

MopadoK npoBedeHWs  3aKyMOYHbIX  npoueayp W odopmiaeHus
CONYTCTBYIOLLLEN AOKYMEHTALUM

TexHonorun, craHpapTmMsauma, yHMd)MKaLI,Mﬂ, aBTOMaTuU3aumna npoueccos
ynpas/sieHnAa nepcoHasiom

CTpyKTypa opraHu3auunm

TpyAoBOe 3aKOHOAATENLCTBO M MHbIE aKTbl, COAEPrKaLLMe HOPMbI TPYA0BOro
npaea

OCHOBbI apPXMBHOTO 33aKOHOAATENbCTBA M HOPMATWBHbIE MPABOBbLIE AKTbI
Poccuiickolt depepaumm, B 4acTU BeAEHUA OKYMEHTALLMM NO NepcoHany

OcHOBbI Ha/I0roBOro 3aKoHoAaTebecTBa Poccuiickoit deaepaumm

OCHOBbl MWIpaLMOHHOIO 3aKoHOAaTenbcTBa Poccuiickoii Pepepauun, B
YacTU MPUBJEYEHUA U TPYAOYCTPOMCTBA MHOCTPAHHBIX rparKaaH v auy, 6es
rparkaaHcTBa

OcHosBbl AOMUHUCTPATUBHOIO 3aKOHOAATE/IbCTBA B obnactu ynpas/aeHnA
nepcoHaoOM U OTBETCTBEHHOCTU AONXKHOCTHbIX 1L,




3aKkoHoaaTenbcTBo Poccuitickoit deaepalmm 0 NepcoHaNbHbIX AaHHbIX

MopAaoK 3aKNtO4YEeHUs [OTOBOPOB (KOHTPAKTOB)

JloKanbHble HOpMaTUBHbIE aKTbl B 061aCTU yNpaBAeHUsA NepCcoHaNom

Hopmbl 3TUKK aenosoro obuweHna

basosble OCHOBbI MHOOPMATHKY, CTPYKTYpHOE NnocTpoeHune
MHGOPMALMOHHBIX CUCTEM U 0CcOBEHHOCTM PaboTbl C HUMM

[pyrve xapakTepucTnkm




3.8.3. TpypoBasa ¢pyHKUMA

ALMUHUCTPUPOBAHME NPOLLECCOB U YpoBeHb
HanmeHoBaHMe |A0KymeHTOO60pOTa MO CcTpaTernyeckomy Koga H/03.7 |(noaypoBeHb) 7
ynpaB/iieHWo MepCcoHaNoM OpraHu3aLmm KBanmdukaumnm

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3anmcTBOBaHO
OpuruHan X
U3 opurMHana
Koa PerncrpaumoHHbIN
opurnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble gencrema

AHann3 npoueccoB AOKYMeHTOO60pOoTa, JIOKa/bHbIX [AOKYMEHTOB MO
BOMPOCaM YyMpas/ieHUs nepcoHasom, OGU3Hec-nMpoLeccoB OpraHUsaumm,
YyA0BNETBOPEHHOCTU NepcoHana

[oKymeHTauuoHHoe opopmMIEeHNE Pe3yNbTaToB YMNpPaBJAEHUA NEePCOHANO0M,
ero ayauTa, paboTbl CTPYKTYPHbIX NOApasaeeHuni

[ OKyMeHTaUuMOHHOE M OpraHM3aLMOHHOE CONPOBOXKAEHMNE CTPATErMYECKOro
ynpaB/ieHna NepcoHanom M paboTbl CTPYKTYPHbIX NoApa3aeeHnin

MoAroToBKa NPeAosKeHMI N0 Pa3BUTUIO CUCTEM YNPABIEHWUA NEePCOHAN0M,
Mo HeobXOAUMbIM KOPPEKTUPYIOWMM M MNPEBEHTUBHLIM Mepam W Mo
noBblleHnto 3G GEeKTUBHOCTU PaboTbl CTPYKTYPHbIX NOApasaAeneHul

KoHTponb npoueccoB B 06nacty ynpasaeHWa nepcoHanom U paboTbl
CTPYKTYPHbIX  NoApa3geneHuid, CpaBHEHME W aHanM3  MPOLECCOoB,
pe3ynbTaToB YMNpaBAEHYECKUX MeponpuaTuii, onpeaeneHne ¢GakTopos,
BbI3bIBAOLLMX OTKNIOHEHME OT NAAHOBbLIX MOKa3aTenen




CornacoBaHve W KOHTPO/Ib [OrOBOPOB MO BOMpPOCaM M CUCTEMAM
CTpPaTerMyeckoro ynpasieHUs MNepcoHanom W paboTe  CTPYKTYPHbIX
noApaszeneHnin, opraHusauma npoueayp no ux 3akatoyeHuto

MoarotoBKa pes3y/nbTaTOB aHA/M3a COOTBETCTBMA OpraHM3auMuM M Onnatol
TpyAa NnepcoHana ycnewHbIM KOPNOPaTUBHbIM NPAKTUKaM

BbinosHeHWe TpeboBaHWMI NO XpaHeHWo WHOGOPMALMKM O pesysbTaTax
AENCTBMA CUCTEM CTpaTerMyeckoro ynpaBfieHuA NepcoHasom u paboTbl
CTPYKTYPHbIX NogpasaeneHui

Heobxogumble ymeHus

AHanunsnpoBsaTtb, pa3pabaTbiBaTe U 0GOPMAATL AOKYMEHTbI NO NPOL,ECCaM U
pesynbTaTaM  YyMpaB/eHUA  MepcoHasom U paboTe  CTPYKTYPHbIX
noapasgeneHui

MpumeHATbL meToabl aHaNm3a 6M3HEC-I'IpOLI,ECCOB opraHmnsauunun

OnpenenAatb nNporpamMmmbl  OOCTUMKEHUA LUenen W pelleHus  3aday
noapasgeneHui

MpoBoanTb ayAUT CUCTEMBI YNPaBaAeHNA NepcoHaiom

MpoBOANTL KOHTPOIMHT CUCTEMBI YNPABAEHUA NePCOHANOM

KoHTponupoBaTb 6log)eT Ha MNepcoHan M ynpaBAeHMe pacxodamun Ha
nepcoHan

OpraHu30BbIBaTb COMNPOBOXAEHWE AOrOBOPOB MO BOMPOCaM ynpaBieHus
nepcoHanoMm, BKNOYas NpeaBapuTeNbHble NpoLeaypbl Mo UX 3aKAYEHUIO

OpraHM30BbIBaTb 3aKyno4Hble npoueaypbl, 0poOPMAATL M aHaNM3MPOBaTb
3aKYNOYHYIO0 AOKYMEHTALMUIO

KOHTpOJ’II/IpOBaTb N aHaAn3npoBaTb BOMNPOCblI COLMANIBHOIO MNapTHEPCTBa,
A0rosopbl NOCTaBLWMKOB yCnyr




npOBO,D,VITb neperosopbl M nNpeacraBnATb WUHTEPECbI OpraHnsauuMmn B
rocygapcCTBEHHbBIX  OpraHax, FlpO(beCCMOHaﬂbeIX COro3ax Wn  Opyrux
npeacTtaBuUTE/IbHbIX OpraHax pa6OTHMKOB M OopraHnsaumax no Bonpocam
nepcoHana

Bectu genosyto nepenucky

Pabotatb ¢ WMHOOPMALMOHHBLIMM cUCTeMamu M 6asamu  JaHHbIX MO
nepcoHany, cucTemMam YynpaB/ieHWA MepPcoHaioM W  OpraHM3aLumu
AeATeNbHOCTU CTPYKTYPHbIX NoApasaAeneHui

ObecneunBaTb KagpoBOe AeNONPOM3BOACTBO WM AOKYMEHTALMOHHOE
COMPOBOMAEHME MPOLLECCOB MO YMpaB/ieHUIO MNepcoHasom U pabote
CTPYKTYPHbIX NogpasgeneHui

OpFaHM3OBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUU C Tp86OBaHVIﬂMM
TPyaoBOro M apXMBHOIo 3aKOHOAATE/IbCTBaA Poccuiickom CDep,epau,MM n
NNOKa/IbHbIMU aKTaMU OpraHn3auunm

Cobntoaatb HOPMbI 3TUKM LeN0BOro 06LLeHMUs

Heobxoanmble 3HaHUA

KopnopaTuBHaa KynbTypa, couManbHaa NoAMTUKA, CMCTEMbI MOTMBALUK U
3 PEKTUBHOCTM YNPaBAEHUA NEPCOHANOM

MeToapl ynpaBieHna pazButnem n sGPeKTMBHOCTbIO OpPraHU3aLnmn, MeToapl
aHanM3a  BbINOJIHEHUA MJIQHOB M MPOrpamm, OMpefeneHus  ux
3KOHOMUYecKon 3¢ deKTUBHOCTH

MeToabl nposefeHWA ayauTa, KOHTPOAA ONEPaTUMBHbIX YNpaBAeHYeCKUX
npoueccos, counonorn4yeckunx MCCﬂeAOBaHMVI

busHec-nnaH n 6VI3HEC-FIpOLI,ECCbI opraHunsauunun

BlogeTHoe npoeKkTupoBaHmne

OpFaHI/I3aLI,I/IOHHOE NPOEeKTUpoBaHUe




dopmbl, MeToabl M CUCTEMbl MaTepPUaNbHOrO M HemaTepuasnbHOro
CTUMYNIMPOBaHUA TpyAa NepcoHana

Cuctembl CTaHAapTOB no b6uM3Hec-npoueccam, npodeccmam
(cneumanbHoCTAM), HOPMbI TPYAA

MeToabl aHanM3a KOAMYECTBEHHOIO M Ka4yeCTBEHHOro COCTaBa nepcoHana

Kagposasa NnosnTUKa opraHmsaumm

MopsagoK ¢GopmnpoBaHuMA, BeAeHWs 6GaHKa AaHHbIX M NpPeaocTaBAeHUA
OTYETHOCTW MO CUCTEMAM YNpaB/ieHUs NepcoHaNom U paboTe CTPYKTYPHbIX
noapasgeneHum

OCHOBbl  IOKYMEHTaUMOHHOro obecrneyeHusa, nopagok odopmaeHus
OOKYMEHTOB, npeaocTaBaAseMbIX B rocyapcTBeHHble opraHbil,
npodeccroHaibHble Colo3bl, 0OLLLECTBEHHbIE OpraHM3aLLUK

Lennn CTpaTterna pa3sBnuTtna opraHmn3auummn

MopagoK  npoBegeHMA  3aKynouyHbiX  npoueayp W odopmaeHus
CONYTCTBYIOLLEM AOKYMEHTALUM

HopmaTuBHble MpPaBOBble aKTbl, Peryavpylowme npasa M 06A3aHHOCTM
rocyAapCTBEHHbIX OPraHOB M OpraHM3auumn No MNPeaoCTaB/lEHUI0 YYEeTHOM
AOKYyMeHTauum

CTpyKTypa oOpraHusauMmM W  BaKaHTHble  AO/KHOCTM  (npodeccun,
cneumanbHOCTH)

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

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMaTWMBHbIE MNPaBOBbIE aKTbl
Poccuiickol ®eaepaumu, B YacT BeAeHUS AOKYMEHTaLMM No nepcoHany




OcHOBbI Ha/IOroBOro 3aKoHoAaTenbcTBa Poccuiickolt deaepaumm

OCHOBbI MUIpaUMOHHOrO 3aKkoHogaTenbcTBa Poccuitickoinnt depepauumu, B
YacTu NpPUBAEYEHUA U TPYLOYCTPOMNCTBA MHOCTPAHHbBIX rpaxgaH u nuy bes
rpaxgaHCcTBa

OcHosBbl AOMUHUCTPATUBHOIO 3aKOHOAATE/IbCTBA B obnactu ynpasaeHnA
nepcoHaoOM N OTBETCTBEHHOCTU OONXKHOCTHbIX UL,

3akoHoaaTenbcTBo Poccuitickon Pegepaumm o NepcoHasibHbIX AaHHbIX

JloKanbHble HOpMaATUBHbIE aKTbl OpraHuMs3auum B obnactu ynpasaeHna
nepcoHaaom

MopsAAoK 3aKN0YEHUA A0rOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM aenosoro obuweHna

basoBble OCHOBBI NHPOPMATUKN, CTPYKTYpHOE nocTpoeHue
MHPOPMALMNOHHBIX CUCTEM U OCOBEHHOCTU PaboTbl C HUMMU

[pyrve xapakTepucTnku

IV. CBepeHuaA 06 opraHusaumax - paspaboTymkax
npodeccnoHanbHOro cTaHaapTa

4.1. OTBETCTBEHHAA OpPraHM3aUnsa-pas3pPaboTUnK

Obuwepoccuiickoe obbegmHeHne pabotogatenen "POCCUNCKMIA COHO3 NMPOMBILLIEHHUKOB U

~n

npegnpuHunmartenen

, ropoa, Mocksa

UcnonHutenbHbi BuLe-npes3naeHT KysabMuH Amutpuin Bnagummposuy

4.2. HanmeHOBaHMA opraHn3aumii-paspaboTunkos




AHO "HauumoHanbHoe areHTCTBO pa3BUTMA KBaindukauuin”, ropog Mockea

Accoumaumsa (Cotos) "Accoumalma KOHCyAbTaHTOB No noabopy nepcoHana", ropoa Mocksa

lpynna HeadHunter, ropog Mocksa

3A0 "KPOK MHKOPMOPEMTE/, ropos Mocksa

NHpopmaLMoHHO-aHannTuYeckmin ueHTp "Kagposbiii lo3op", ropoa Mocksa

MIO "ONOPA POCCNIN", ropoa MockBa

MexayHapoaHas accoumalma 4e/10BOro coTpyaHuyecTsa, ropos Mocksa

HOYY ANO "UHctutyT npodeccrMoHanbHOro Kagposuka", ropog Mocksa

HM "Accouunauus EBponeickoro 6usHeca", ropoa MockBa

10

HM "BKK - HaumoHanbHbIM coto3 KaapoBmkos", ropog MocKea

11

HMN "MexayHapoaHbli anbaHc "Tpyaosaa murpauma”, ropog Mocksa

12

HM "HaumoHanbHas accoumanma oPUCHbIX CNEeLMaNUCTOB M aAMUHUCTPATUBHBIX PabOTHUKOB",
ropog Mocksa

13

HM MHO "Accoumauusa meHeaxepos Poccun”, ropog Mocksa

14

HMN CYP3 "HauunoHanbHas koHdeaepauus "Pa3Butme yenoBedyeckoro kanutana", ropos Mocksa

15

OAO "BAHX" (FAO BBLL), ropos Mocksa

16

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

17

OAO "O6begmHeHHas cygocTpouTesibHas Kopnopauus”, ropog MocKksa

18

OAO "PX¥ A", ropoa Mocksa




19

OAO "CaxanuH IHeparKu MHBectmeHT KomnaHu", ropog, FOxkHo-CaxanmHCcK

20

OAO "TatHedTb" umeHu B.[. LWawwuHa, ropog, KasaHb

21

OAO "Hay4yHo-npousBoactBeHHoe obbeanHeHme "Hayka", ropog MockBa

22

000 "LG Electronics Rus", ropog Mocksa

23

00O "busHec MNcuxonorn SHL Russia & CIS HM", ropoa Mocksa

24

000 "UT-CK", ropoa MockBsa

25

000 "Nykonn-NHKnHUpUHr", ropoa Mocksa

26

000 "OKB 3eHuTt", ropog Mockea

27

000 "Netpoanym TpenaumHr", ropoa Mocksa

28

000 "Monurpad-3awmTa”, ropog Mockea

29

000 "LleHTp KagpoBbIx TexHonormi - 06yyeHme. CTaxknposKu. Tpyaoyctpolicteo", ropos MockBa

30

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

31

Toproso-npomblwneHHasa nanaTta Poccuninckoit ®egepaummn, ropos Mocksa

32

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

33

®re0Y BMNO MCY, ropog Mocksa

34

®reoy BrO M3CH, ropoa Mocksa

35

®re0Y BMNO Cnbupcknin rocyaapcTBeHHbI yHUBEpPCUTET nyTelt cooblieHmsa (CMYNC), ropoa
HoBocnbupck

36

®rBY "HayyHo-uccnegoBaTeNbCKUIA MHCTUTYT TPYAA U COLMANbHOMO CTpaxoBaHua" MuHUCTepCTBa




TpyAa 1 coumanbHom 3awmTbl Poccninickon epepaunn, ropos Mocksa

37

®ryn "Moura Poccumn”, ropoa Mocksa

38

®K "Ypancub", ropoa Mocksa

<1> O6LWepoccUiicknin kKnaccudurKkaTop 3aHATUN.
<2> 06WwepoccMinckmnin KnaccudMKaTop BMA0B SIKOHOMUYECKON AEeATENbHOCTY.
<3> EAMHBbIN KBaANPUKALMOHHbIM CNPABOYHUK AOIKHOCTEN PYKOBOAUTENEN, CNELMANUCTOB U APYTUX CYMKALLMX.

<4> Obuepoccuinicknin knaccudmkaTop npodeccuii paboumnx, AONKHOCTEN CAYKALLMX U TapUDHbIX Pa3psa0B.
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