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

MWHWUCTEPCTBO TPY/JA U COLIMAIbHOW 3ALLUTBI POCCUIMCKOM ®EAEPALIUN

MPUKA3
OT 6 OKTA6pA 2015 r. N 691H

OB YTBEPXAEHWU NPOPECCUOHANIBHOIO CTAHAOAPTA
"CNELUANNCT NO YNPABJIEHNIO NEPCOHANIOM"

B cooTtBeTcTBMM C NyHKTOM 16 MpaBun paspaboTKM, YTBEPKAEHUA U NPUMEHEHUA NPodecCUOHaNbHbIX CTaHAAPTOB, YTBEPMKAEHHbIX MOCTAHOBAEHUEM
MpaButenbctBa Poccuiickon degepauum ot 22 AHBaps 2013 r. N 23 (CobpaHue 3akoHoaaTenbcTBa Poccuiickon deaepauymm, 2013, N 4, ct. 293; 2014, N 39, cT.
5266), npukasbiBato:

YTBEpANUTb Npuaaraembiii NpodeccnmoHanbHbI cTaHAapT "CneunanmcT no ynpasaeHuto nepcoHanom".

MuHucTp
M.A.TONWUNNH

YT1BepxaeH

npukasom MuHuctepcTea Tpyaa
N COLMANbHOWM 3aLLUTDI
Poccuiickoin Pepepaumn

OT 6 oKTAGpPA 2015 r. N 691H

NPO®ECCUOHA/NBHbINA CTAHOAPT

CNELMANUCT NO YNPABJIEHUIO NEPCOHA/IOM

559
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PerncrpaumoHHbIl

Homep
|. Obwme cBeeHUA
YnpasneHne nepcoHanoM opraHusaumm 07.003
(HanmeHoBaHWe BMAa NPOdECCMOHANbHOW AeATeNbHOCTH) Kog,

OcHoBHas uenb BuAa I'IpOd)eCCMOHa!'IbHOIZ AeATeNbHOCTU!

ObecneyeHne 3pPeKTUBHOrO GYHKLUMOHMPOBAHUA CUCTEMbI YNPaABAEHUSA NEPCOHANOM ONA AOCTUMKEHUSA
uenei opraHusaumm

lpynna 3aHATUI:

1232 PykoBoguTtenun noapasaeneHni 2412 Cneuynanunctol No Kagpam um
(cny»6) ynpaBneHua Kagapamu u npodopueHTaLmm
TPYLO0BbIMW OTHOLLEHUAMM

3423 Cneumannctbl KapoBbIX CNYHKO U - -
yupexaeHui 3aHATOCTH

(kog OK3 <1>) (HanmeHoBaHWe) (koa OK3) (HanmeHoBaHwue)

OTHeceHue K Buaam 3KOHOMMYECKO AeATENbHOCTU:

78.30 JeaTtenbHoOCTb NO Noa6opy NnepcoHana npoyas

(kog, OKB3A (HaMmeHoOBaHMe BUAA SKOHOMMYECKOWN AeATeIbHOCTH)
<2>)
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II. OnncaHue TpyaoBbix PyHKLUNA,
BXOAALIMX B NpodeccMoHanbHbIl cTaHaapT (GyHKLUMOHaNbHAA KapTa
BMAa NpodecCcMoHaNbHOM AeATeIbHOCTH)

0606ueHHble TpyaoBble GpyHKUMM Tpyaosble GpyHKUMM
KoA, HaMmeHOBaHWe YPOBEHb HanMmeHOBaHWe Ko, YPOBEHb
KBannuodu (nomypos
Kauum €Hb)
KBa/IMPUK
auum
A JOoKymeHTauWOHHOe 5 BeneHme opraHM3aunMOHHOM U A/01.5 5
obecneyeHune paboTbl pacnopAgMTeNbHON OKYMEHTaLMM No
C NepcoHanom nepcoHany
BegeHne fOKYMEHTaLMUM MO y4eTy 1 A/02.5 5
OBVXKEHWIO Kaapos
AAMUHUCTPUPOBAHME NPOLECCOB U A/03.5 5
OOKYMeHToo60poTa Mo yyeTy U ABUKEHUIO
KaZpoB, NpeAcTaBAEHUIO JOKYMEHTOB NO
nepcoHany B rocygapCcTBEHHbIE OpPraHbl
B LeAatenbHOCTb NO 6 Cbop nHpopmaumm o noTpebHoCTAX B/01.6 6
obecneyeHuto OpraHusaLmn B nepcoHane
nepcoHanom
Mouck, npusneyeHune, nogdbop 1 otéop B/02.6 6
nepcoHana
ALMUHUCTPUPOBAHME NPOLLECCOB U B/03.6 6
OOKymeHToobopoTa obecneyeHus
nepcoHanom




JeaTtenbHOCTb NO
OUueHKe 1 aTTectaunmn

OpFaHM3aLI,VIﬂ M npoeeaeHMe OUuEHKHU
nepcoHana

C/01.6

nepcoHana
OpraHusauma u nposegeHune atTectauum C/02.6
nepcoHana
ALMUHUCTPUPOBAHME NPOLLECCOB U C/03.6
OOKyMeHTO0b60poTa Npu NnposeaeHU
OLLeHKM 1 aTTecTaumm nepcoHana
JeatenbHOCTb NO OpraHumsauma u nposegeHue D/01.6
pa3BUTMIO MepcoHana MepPONPUATUIN MO PA3BUTUIO U MOCTPOEHNIO
npodeccnmoHanbHOM Kapbepbl MepcoHana
OpraHusauma obyyeHna nepcoHana D/02.6
OpraHmsauma agantaunm n CTaXXMpPoBKU D/03.6
nepcoHana
ALMUHUCTPUPOBAHME NPOLLECCOB U D/04.6
OOKyMeHTOo0b60pOoTa Mo pa3BUTUIO U
npodeccnoHanbHOM Kapbepe, obyyeHuto,
afanTaumn 1 CTaXKMpPOBKe NepcoHana
LeAatenbHOCTb NO OpraHusauyma Tpyga nepcoHana E/01.6
opraHusauum Tpyaa u
onnaThl NepcoHana OpraHunsauua onnatbl TpyAa nepcoHana E/02.6
ALMUHUCTPUPOBAHMNE NPOLLECCOB U E/03.6
OOKYyMeHTOob0poTa No BonNpocam
opraHmsaunu Tpyaa v onaatbl NepcoHana
JeAatenbHocTb NO Pa3paboTka KopnopaTUBHOMN COLMaNbHOM F/01.6
opraHusauumu NONUTUKMN
KOpPNopaTMBHOM
Peannsaums KopnopaTMBHOM coLManbHOM F/02.6




couManbHom NONUTUKM

NONUTUKMK
AAMUHUCTPUPOBAHME NPOLLECCOB U F/03.6
OOKyMeHTO0b60pOoTa No BonNpocam
KOpPMNopaTMBHOM COUMANbHON NOAUTUKN

OnepaunoHHoe Pa3paboTKa cuctembl onepayMoHHOro G/01.7

ynpasneHue ynpaBneHua nepcoHanom u paboTsl

nepcoHanaom u CTPYKTYpPHOro noapasaeneHuns

nogpasgeneHmem

opraHusauum Peanusauma onepaunoHHoro ynpasnenua | G/02.7
nepcoHanom u paboTbl CTPYKTYPHOTO
noapasaeneHus
AAMUHUCTPUPOBAHME NPOLECCOB U G/03.7
OOKyMeHTOo0b0poTa No onepaLMoOHHOMY
ynpaBaeHMIo NepPCoHaNoM 1 pabote
CTPYKTYPHOrO noapaszgeneHuns

CrpaTermyeckoe Pa3paboTKa cncTembl CTpaTErnMYeckoro H/01.7

ynpasneHue ynpasieHna NepcoHanom opraHmsaumm

nepcoHanaom

opraHu3aumm Peanusauna cuctembl cTpaTernyeckoro H/02.7
ynpas/ieHna NepcoHasIoM OpraHu3aumnm
ALMUHUCTPUPOBAHKUE MPOLLECCOB U H/03.7
OOKYMeHTO0b0pOoTa No cTpaTernyeckomy
ynpasAeHWIoO NepcoHaIoM OpraHu3aumm

[Il. XapakTepucTuKa 0606LeHHbIX TPYAO0BbIX GYHKLMA

3.1. O606uieHHas TpyaoBasa GyHKLUMA

HavmeHoBaHue |[JoKymeHTaUMOHHOe obecneyeHmne paboTbi C Koga A YpoBeHb 5




nepcoHaiom KBaI'IMd)MKaLI,MM

MpoucxoxaeHue
0606wweHHOM Tpya0oBOM

dYHKUMM

3anmcTBOBaHO

OpuruHan X
U3 opurnMHana

Koa PernctpaumoHHbIn
opurMHana HOMmep
npodeccMoHanbHOro
CTaHZapTa

Bo3moxHble
HaMMeHOBaHMA
[ONKHOCTEN, npodeccuin

Cneumannct no Kagposomy Aenonponssoancrey

Cneumannct no AOKYMEHTAULNOHHOMY obecneyeHunto pa6OTbI C nepcoHaiom
Cneumannct no AOKYMEHTALNOHHOMY obecneyeHunto nepcoHana
Cneumannct no nepcoHany

TpeboBaHus K
06pasoBaHuUIO U1
0byyeHuto

CpezHee npodeccnoHanbHOe 06pa3oBaHMe - TPOrpamma NoAroTOBKM
CNeLunaauncToB cpesHero 3seHa

JononHutenbHoe npodeccnoHanbHoe 06pasoBaHKMe - NPOrpaMmmbl
npo¢deccnmoHasbHON NepenoaroToBKM, MPOrPaMMbl MOBbILLEHWUSA
KBanMdpmKaumm

TpeboBaHMWSA K ONbITY
NpaKTUYeckol paboTsbl

Ocobble ycioBuA fonycKa
K paborte

[pyrve xapakTepuctnku

JononHuTtenbHble XapaKTePUCTUKN




HanmeHoBaHMe fOKYMeEHTa Kog, HanmeHoBaHMe 6a30BoW rpynnbl, 4OAKHOCTM (Npodeccum)
WY cneunanbHoCTH

OK3 2412 Cneumannctbl NO Kagpam u npopopueHTaymm
3423 Cneumannctbl KaapoBbIX CYKO U yupeRaeHUI 3aHATOCTH
EKC <3> - Cneuunannct no Kagpam

- MHcneKTop no Kagpam

OKNATP <4> 27755 SKOHOMMUCT NO TpyAy

22956 MHCcneKTop no Kagpam

3.1.1. Tpyposasa GpyHKUMA

BeaeHne opraHn3auyoOHHOMN U YposeHb
HanmeHoBaHWe |pacnopaamnTesibHOM AOKYMEHTAUUM Mo Koa A/01.5 |(nogypoBeHb) 5
nepcoHany KBanmduKkaumnm
MpouncxoxaeHne TpyaoBoOmn 3anmcTBOBaHO
P A PYA OpuruHan X
OYHKUMM N3 oOpuUrnHana
Kog PernctpaumnmoHHbIin
opuUrMHana HOMmep
nNpo¢deccnoHanbHOro
CTaHZapTa

Tpyanosble geicteua | O6paboTKa M aHaM3 NOCTyNaloWeEN 4OKYMEHTALMM N0 NepcoHany

PaspaboTka n odopmaeHne fOKYMeHTaLMM NO NepcoHany (NepBUYHOM, yYeTHON,
NN1aHOBOM, no coumanbHoMy obecneyeHuio, OPraHM3aLMOHHOW,
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pacnopaguTenbHON)

Pernctpauums, yyeT n Tekyllee XpaHeEHWE OPraHM3aLNMOHHOM U pacnopaanTeIbHOM
OOKYMEHTaLMM No nepcoHany

Heobxoaumble
ymeHua

Pa3pabatbiBaTb NPOEKTbl OPraHM3aLMOHHbIX M PAcnopAAUTENbHBIX LOKYMEHTOB
no nepcoHany

OdopmnaTb OOKYMEHTbl B COOTBETCTBMU C TpeboBaHMAMM TpaXKAaHCKOro,
TPYOOBOro 3akoHopaTtesnbCcTBa Poccuitickon degepauum U fIOKaNAbHbIMMK
HOPMaTUBHbIMWU aKTaMW OpPraHM3auunmn

Bectn yyet n perncrpaumio JOKYMEHTOB B VIH(I)OpMaLI,MOHHbIX cncremax U Ha
MaTepnanbHbIX HOCUTENAX

OpraHu30BbIBaTb XpaHEHME [OKYMEHTOB B COOTBETCTBMM C TpeboBaHMAMM
TPYZLOBOrO, apXMBHOTO  3aKoHoZaTenbCTBa  Poccuiickon  depepaumm U
NOKaNIbHLIMW HOPMATUBHBIMM aKTaMM OpraHM3aLum

AHa/'IMBMDOBaTb AOKYMEHTbI U NepeHOCUTb MH(I)OpMaLI,MI-O B 6asbl AaHHbIX W
OoT4yeTbl

Bbiasnatb OLUVI6KM, HETOYHOCTU, UCnpaBaeHnAa N HeJOCTOBEPHYHO VIH(I)OpMaLI,VIIO B
AOKYMeHTax, onpenenatb N1ermTMMHOCTb AOKYMEHTOB

PaboTtatb ¢ MHPOPMALMOHHBIMKU CUCTEMaMKM M Haszamm [aHHbIX MO BeAEHMUIO
yyeTa, ABUKEHMIO NepcoHana

CobntoaaTb HOPMbI STUKK AeN0BOoro 06LeHus

Heobxogumble
3HaHUA

Mopagok opopmaeHus, BeAeHUA U XPaHeHUA SOKYMEHTOB NO NepcoHany

nOp'r'I,CI,OK y4y€eTa ABUXKEHUA KagpoB U COCTaB/1IeHUA YCTaHOB}'IEHHOﬁ OTYETHOCTU

OcHosBbl LI,OKVMeHTOO60pOTa N AOKYMEHTALMOHHOIo obecneveHus




TexHonorMK, MeToabl U METOAMKM NPOBELEHMA aHa/nM3a U cucTemaTvsaLuu
AOKYMEHTOB M MHdopMaunm

Mopaaok pacyeTa cTaxka, IbroT, KomneHcaumin, opopmaeHma NneHcuii paboTHMKam

CTpyKTypa opraH13auum

Tpyaosoe 3aKOHOAATENIbCTBO M WMHbIE aKTbl, COAep)Kalliye HOPMbl TPYAO0BOro
npasa

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

3akoHoaaTenbcTBo Poccuitickon Peaepaumm o NepcoHasbHbIX AaHHbIX

JNloKanbHble HOPMAaTMBHbIE aKTbl OpPraHM3auuMu, peryaupylowme nopsaok
opopmMIeHNA  PacnopAAUTENbHbIX M OPraHU3aUMOHHbLIX  AOKYMEHTOB MO
nepcoHany

Hopmbl 3TUKK 1 aenoBoro obueHus

ba3oBble OCHOBbI MHGOPMATUKU, CTPYKTYPHOE MNOCTpoeHue WHPOPMaLMOHHbIX
cuctem n 0cobeHHOCTM paboTbl C HUMM

Apyrve
XapaKTePUCTUKM

3.1.2. Tpyposasa GyHKLUMA

HanmeHoBaHue

BepneHue oOKyMeHTaLMK NO yYeTy U YposeHb
OBUXEHUIO Kagpos Koa A/02.5 |(noaypoBeHb) 5
KBanmuduKkaumnu

MpoucxoxaeHue Tpynosoi | OpurnHan X | 3amMmcTBOBaHO ‘ ‘




bYHKLMK

13 opurnHana

Kog PerncrpaumoHHbIn
opurMHana HOoMep
nNpodeccnMoHanbHOro
CTaHAapTa

TpyapoBble AencTaus

MoAroToBKa MPOEKTOB AOKYMEHTOB MO  Npoueaypam  ynpasieHus
NepcoHanoMm, yyeTy 1 ABUKEHUIO NepcoHana

OpraHun3aumsa CUCTEMbI ABUMKEHUA AOKYMEHTOB MO NepcoHany

C60p 1 NpoBEPKA INYHBIX LOKYMEHTOB PabOTHUKOB

MoarotoBka n opopmaeHue no 3anpocy PaboTHMKOB N AONAMKHOCTHbIX /L,
KOMMWIA, BBLIMUCOK W3 KadpOoBbiX AOKYMEHTOB, CMNpaBoK, WHbOpmMaLUuM o
CTake, NbroTax, rapaHTUAX, KOMMNEHCALMAX U UHbIX CBEAEHUI O PaboTHUKaX

Bblaaya paboTHUKY Ka4pOBbIX 4OKYMEHTOB O €ro TpyA0BOM AeATENbHOCTH

JoseneHne 4o cBedeHun nepcoHana OpPraHM3aLUMOHHbIX,
pacnopaanTenbHbIX U KaapoBbiX AOKYMEHTOB OpraHu3aLmnm

BeaeHue yyeTa pabouero BpemeHu paboTHUKOB

Peructpauma, ydyeT, onepaTMBHOE XpaHeHMEe [AOKYMEHTOB Mo MepcoHany,
NOAroTOBKa K CAaYe UX B apXuB

Heobxoanmble ymeHUn

Pa3pa6aTbIBaTb NPOEKTbl KaAPOBbIX JOKYMEHTOB

OCbOpM}'IFlTb Kagposblie AOOKYMEHTbl B COOTBETCTBUU C Tpe6OBaHWr'IMI/I
TPyA4OBOIro 3aKOHOAOATeNbCTBa Poccuinckoi CDELI,epaLI,MVI M NOKaJ/ibHbIMUN
HOPMaTUBHbIMW aKTaMW OpPraHn3auunmn

Bect yyeT M perucTpaumio KagpoBbiX AOKYMEHTOB B MHOOPMAaLMOHHbIX




Cncrtemax n Ha matTepmnaszibHbIX HOCUTENAX

OpraHn3oBbIBaTb XpaHeHWEe KaApoBbiX [AOKYMEHTOB B COOTBETCTBMM C
TpeboBaHMAMM TPYyAOBOro, apXMBHOIO 3aKkoHoAaTenbcTBa Poccuitckomn
denepaumnn U N0KaNbHbIMM HOPMaTUBHbLIMW aKTamMmn OpraHn3aumum

AHann3MpoBaTb KaapOoBble JOKYMEHTbI U NepeHoCUTb MHopPMaumio B 6asbl
AaHHBIX U OTYeTbI

PaboTtaTb co cneumannsnMpoBaHHbIMWU MHPOPMALMOHHBIMU CUCTEMAMKU U
6a3amu JaHHbIX NO BEAEHUIO yYeTa U ABUKEHMIO MEPCOHaNa

PaspabatbiBaTb  NAaH  KOPPEKTMPOBOK  YCTAHOBAEHHOTO  MopAaKka
opOpMIEHNA [OKYMEHTOB MO MNEPCOHANYy WM Peann3oBblBaTb NPUHATbIE
n3mMeHeHuA

KoHTpoinpoBaTb NpucyTcTBUE PAabOTHMKOB Ha paboyem mecTe

Cobntoaatb HOPMbI 3TUKK AeN0BOro 06LLeHus

Heobxogumble 3HaHWUSA

MopaaoKk opopmneHns, BeaeHUA U XpaHEHUA JOKYMEHTOB Mo nepcoHany

MopAagoKk y4yeTa ABMXKEHMA KagpoB M COCTaB/ieHMA yCTaHOBl'IE'HHOﬁ
OTYETHOCTU

MopagoK pacyeTa CTaXka, AbrOT, KOMMEHcauui, odpopmaeHua neHCui
paboTHMKam

CTpyKTypa opraH13auum

TpyL0BOE 3aKOHOAATENLCTBO U MHbIE aKTbl, COAEPMKALLME HOPMbI TPYAOBOTO
npaea

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




3aKkoHoaaTenbcTBo Poccuitickon Pegepaupmmn o NepcoHanbHbIX AaHHbIX

TexHONOrNMM, MeToLbl U METOAUKM NPOBEAEHUA aHAIN3a U CUCTEMATM3ALMUM
OOKYMEHTOB U MHpOpMaLLUK

JNloKanbHble HOPMATMBHbIE aKTbl OpPraHM3aLMuM, peryanpytowmne nopagok
opopMIEeHUA LOKYMEHTOB MO NEPCOHANy

OcHOBbI 4OKYMeHTO060pOTa N AOKYMEHTaLUMOHHOro obecnevyeHmns

Hopmbl 3TUKKM aenosoro obuweHna

basosble OCHOBbI MHPOPMATUKM, CTPYKTYpHOE nocTpoeHme
MHGOPMALMOHHbBIX cUcTEM M ocobeHHOCTU paboTbl € HUMK

[pyrve xapakTepucTnkm

3.1.3. TpypoBaa ¢pyHKUMA

HamnmeHoBaHue

MpowncxoxaeHne TpyLoBOW
OYHKUMM

AAMNHUCTPUPOBAHME NPOLECCOB U
A?K MeHT§o6pop0Ta no pq:T W ABUXKEHUIO YposeHb
y yHery Kog, A/03.5 |(noaypoBeHb) 5
KagpoB., NpeacTaB/ieHMI0 LOKYMEHTOB NO
KBannduKaLmm
nepcoHany B rocyapCcTBEHHbIE OpraHbl
3anmMcTBOBaHO
OpuruHan X
N3 opuUrnHana
Kog PernctpaumnmoHHbIin
opuruHana HoMep
npodeccnMoHanbHoro

CTaHAapTa




TpypoBble fencTaus

OpraHusauma AOKyMeHTO060poTa Mo yYeTy U ABUKEHMIO KaapoB

OpraHusaumsa [AOKyMeHToobopoTa Mo MPeAcTaB/eHMI0 JOKYMEHTOB MO
nepcoHany B rocyAapCTBEHHbIE OpraHbl

MocTtaHoOBKa Ha Y4YeT OpraHn3aumnmn B rocygapCrBeHHbIX OpraHax

MoAroToBKa MO 3ampocy rocyAapCTBEHHbIX OPraHoB, MpPodeccroHanbHbIX
COI030B U APYrUX NpPeAcTaBUTE/IbHbIX OpraHoB PaboTHMKOB OPUIMHasOoB,
BbIMUCOK, KOMWUI JOKYMEHTOB

MoAroToBKa yBEeAOM/IEHUIM, OTYETHOM W CTAaTUCTMYECKOM MHPOpMaLMKM Mo
nepcoHany

MoarotoBka MHPOPMaLMM O 3aKAOYEHUM TPYAOBOTO MW TPaXKAaHCKO-
NMpaBoBOro Ao0rosopa Ha BbinosHeHue paboT (oKasaHue ycayr) c
rpasgaHMHOM,  3aMellaBWnMm  JO/KHOCTM  FOCYAapCTBEHHOW UM
MYHULUMNANbHON  cnykbbl, nepedYeHb  KOTOPbIX  YyCTaHaB/iMBaeTcA
HOPMaTMBHbIMM NPaBOBbIMM akTamu Poccuiickoin deaepauun

Heobxogumble ymeHus

OdopmMnaTb y4YeTHble LOKYMEHTbI, NMpeaocTaBAsiemble B TOCYLApPCTBEHHbIE
OpraHbl, NpodeccoHanbHble CO3bl U ApyrMe NpencTaBUTe/IbHbIE OpraHbl
paboTHMKOB

OpFaHM3OBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUU C Tpe6OBaHVIﬂMM
TPyaoBOro 3aKOHOAATeNbCTBa Poccuiickoi CDe/J,epau,MM N NOKaJZibHbIMUN
HOPMATUBHbIMW aKTaMM OpraHn3auunmn

PaboTaTb ¢ MHOOPMALMOHHBIMKU CUCTEMAMM M BazaMM JaHHbIX NO BEAEHUIO
yyeTa U ABUKEHMIO NepcoHana

PaboTaTb ¢ MHGOPMALMOHHBLIMKN CUCTEMAMK M Ba3zamK AaHHbIX MO BeeHUI0
CTAaTUCTMYECKOW M OTYETHOM MHOPMALLMM NO NepcoHany

AHanunsMpoBaTb NpaBuaa, Npoueaypbl U MOPALAOK, Peryimpyowme npasa u
0653aHHOCTM TOCYAAPCTBEHHbIX OPraHOB W OPraHM3aLMuM Mo BOMPOCAM




obmeHa LloKyMeHTaumMen nNo nepcoHany

Bectu genosyto nepenucky

Cobntogatb HOPMbI 3TUKK AeN0BOro 06LeHus

Heobxoaumble 3HaHUA

TexHoONOrnMM, MeTosbl U METOAUKM NPOBEAEHUA aHAAN3a U CUCTEMATM3ALUK
OOKYMEHTOB U MHpOpMaLLUK

OcHosBbl ,ﬂ,OKYMEHTOO60pOTa N AOKYMEHTALMOHHOIo obecneyeHus

CTpyKTypa opraHu3aumm

HopmaTumBHble NpaBoBble aKTbl Poccuiickon Peaepaunn, peryampytolime
npaea 1 0683aHHOCTM roCyAapPCTBEHHbIX OPraHoB, NPodecCcMoHaNbHbIX
COI030B U APYTUX NPeACTaBUTENbHbIX OpraHoB PaboTHMKOB Mo
npesoCTaBAEHMIO YYETHON AOKYMEHTaLUN

TpyaoBoe 3aKOHOAATENbCTBO M UHbIE aKTbl, COAEPXKallMe HOPMbl TPYA0BOIO
npaea

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA M HOPMATMBHbIE MPaBOBbIE aKTbl
Poccuiickolt ®epepaumu, B YacTu BeAeHUA AOKYMEHTaL MM No nepcoHany

3aKoHogaTenbcTBo Poccuiickon depepaupnm o NepCcoHaslbHbIX AaHHbIX

JloKanbHble HOPMATUBHbIE aKTbl OpPraHM3aLUnm, peryampyrowime nopagok
BeAeHNA AOKYMEHTaUWMK No y4yeTy n ABNXKEHUIO NepCoHana

HopMmbl 3TUKM fenoBoro obLeHuns

ba3oBble 0CHOBbI MHHOPMATUKU, NOCTPOEHMUA UHHOPMALMOHHbBIX CUCTEM U
0C0H6eHHOCTM PaboTbl C HUMM

[pyrve xapakTepuctnkm




3.2. O606LweHHan TpyaoBas GyHKUUA

JeaTenbHocTb No obecneyeHunto NepcoHanom YpoBeHb

HanmeHoBaHue Koa B

KBaMPUKauum
MpouncxoxaeHne

o . 3aMMCTBOBAHO
0606LEeHHON TPYA0BOW OpwuruHan X
N3 opuUrnHana
OYHKUMM
Koa PernctpaumoHHbIn
opurMHana HOomep
npodeccnMoHanbHOro
CTaHAapTa

Bo3MOHble HAMMEHOBAHMA
[ONKHOCTEN, npodeccuin

Cneumanuct no nogbopy nepcoHana
Cnewuumanuct no nepcoHany
MeHezaKep no nepcoHany

TpeboBaHuMA K 06pa3oBaHMIO
1 oby4yeHuto

Bbiclwee ob6pa3oBaHue - 6akanaspuat
JononHutenbHoe npodeccnoHanbHoe 06pasoBaHne - NPOrpaMmmbl
NoBbILWEHMA KBaANDUKaLMK; Nporpammbl NpodeccMoHanbHOM
nepenoaroToBKkM B 061acTh Nnoucka 1 nogbopa nepcoHana

TpeboBaHMWSA K ONbITY
NpaKTUYeckol paboTsbl

Ocobble ycnoBua gonycka K
pabote

[pyrve xapakTepuctnku

JononHuTtenbHble XapaKTepPUCTUKN




HavmeHoBaHMe gOKyMmeHTa Kopg, HanmeHoBaHMe 6a30B0OW rpynnbl, AOMAKHOCTU (Npodeccum) nnm
cneunanbHOCTH
OK3 2412 Cneumanunctbl Mo Kagpam 1 npopopueHTaLmm
3423 Cneumannctbl KaapoBbIX CYKO U yupeRaeHUI 3aHATOCTH
EKC - Cneuyanunct no Kagpam
- MeHegaKep no nepcoHany
oKnAarTpe 27755 SKOHOMMUCT MO Tpyay
22956 MHCcneKTop No Kagpam
3.2.1. Tpyposaa ¢pyHKUMA
C6op nHdopmaumm o NnoTpebHOCTAX YpoBeHb
HavmeHoBaHMe |opraHusalmu B nepcoHane Kopa, B/01.6 |(nogypoBeHb) 6
KBannduKaLmm
MpoucxoxaeHne TpyL0BOM OpuriHan X 3aMmcTBOBaHO
bYHKLMM N3 opuUrnHana
Kog PernctpaumnmoHHbIin
opuUrMHana HOMmep
nNpo¢deccnMoHabHOro
CTaHZapTa
TpynoBble AelicTBUA AHann3 NNaHoB, CTPATErMKU U CTPYKTYPbl OpraHnsaumm
AHann3 ocobeHHocTel opraHusaummn paboTbl M NpPousBoACTBA Ha
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KOHKPETHbIX paﬁoqu mecTax

AHann3 pblHKa Tpyda no opraHusaumMm paboTbl Ha aHaNOTUYHOM
npousBoAcTBe U pabounx mecrtax

dopmupoBaHmMe TpeboBaHMN K BaKaHTHOW A[O0/MKHOCTM (nNpodeccun,
CNeunanbHOCTU) U UX KoppPeKums

AHanuns pbiHKa Tpyda U nepcoHana opraHusaumm no Npoduato BakaHTHOM
AO0MKHOCTK (Npodeccnu, cneumnanbHoOCTH)

NHPOpMMPOBAHME N KOHCYbTMPOBAHUE PyKOBOAUTENEN Noapa3aenieHnii u
OpraHun3aLmMm No BoNpocam pPbiHKa TpyAa B YacTh obecneyeHns nepcoHasom

Heobxogumble ymeHus

Cobupatb, aHanAu3MpoBaTb W  CTPYKTypupoBaTb WHbopmMauuio 06
0COBEHHOCTAX OpraHM3aumMmn pPaboT Ha Pas3/IMYHbIX Y4aCcTKax NPOMU3BOACTBA U
Ha KOHKpeTHbIXx paboumMx MecTax C y4eToM Lefieid, 3agad, NJaaHoB U
CTPYKTYPbl OpraHn3aumm

Cobupatb, aHanM3MpoBaTb W  CTPYKTypupoBaTb MHbopmauuio 06
0COBEHHOCTAX M BO3MOMKHOCTAX KagpOoBOro NoTeHLmMana opraHMsauum

Cobupatb, aHanAM3MpoBaTb MW  CTPYKTypupoBaTb MHboOpmaumio 06
0COBEHHOCTAX pblHKa TPYAa, BKAKOUYAA NPEANOKEHUA OT NPoBaliaepoB ycayr
no NoucKy, NpueaeYeHnto, noabopy 1 oTbopy nepcoHana

dopmupoBaTb TpeboBaHMS K BAKAHTHOW  AOMKHOCTM  (Npodeccun,
CMeuManbHOCTH) 1 onpeaensaTb KpUTepun noabopa nepcoHana

BHOCMTb KOppeKTMpylolmMe cBeAeHUA B TpeboBaHMA K KaHAMAaTaM Ha
BaKaHTHble A0KHOCTU (Mpodeccum, cneumanbHOCTH)

Monb30oBaTbCA NMOUCKOBbLIMU CUCTEMAMMU U MHOOPMALMOHHBIMU pecypcamm
ONA  MOHUTOPMHIa  pPbiHKa  TPyAa, T[PaXkAaHCKOro W TpyaoBoOro
3aKoHoaaTenbcTBa Poccuitickon Pepepaumu




KOHCVﬂbTMpOBaTb no BONpoCam pPblHKa Tpyada B 4Yactu obecneyeHus
nepcoHaaom

Cob6nt04aTb HOPMbI 3TUKK Ae710BOr0 06LLeHMA

Heobxoanmble 3HaHUA

TexHonorumn, MeToasl U MeToAMKM NPOBEeAEHMA aHaM3a U cUCTeMaTM3aumum
AOKYMEHTOB M MHopMauum

CTpyKTypa oOpraHusauMmM W  BaKaHTHble  JO/MMKHOCcTM  (npodeccun,
cneunanbHOCTH)

MopAAoK onpegeneHnsa NePCnekTMBHOM U TeKyLel NoTpebHOCTM B Kagpax

NCTOUYHMKM 0becneyeHns opraHnsaLmMm Kagpamm

OpFaHM3aLI,Mﬂ pa60T Ha Pa3/IndHbIX Yy4aCTKax npon3soacTtBa, opraHn3sauunm,
oTpacnun

O6uwue TeHAEHUMN Ha PbIHKE TPYAa M B OTAE/IbHOW OTPac/iv, KOHKPETHOMN
npodeccun (A0NXKHOCTU, CNeLnanbHOCTH)

OCHOBbI NCUXOJIOTUWN U COLLUOOTUN TpyAa

OCHOBbI 3KOHOMMKM, OPraHN3aLLMmn TPYAa U yNpaBaeHUs

TpyAoBOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPrKaLLMe HOPMbI TPYA0BOro
npaea

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

3aKkoHoaaTenbcTBo Poccuitckon Pegepaupmmn o NePCoHaNbHbIX AaHHbIX

NloKanbHble HOPMATWBHbIE aKTbl OPraHW3aLMM, Peryaupylowme MnopsaaoK
noabopa nepcoHana




Hopmbl 3TUKKM aenosoro obuweHnn

basosble OCHOBbI MHOOPMATHKY, CTPYKTYpHOE NnocTpoeHune
MHGOPMALMOHHBIX cUcTEM U ocobeHHOCTU paboTbl € HUMK

[pyrve xapakTepucTnku

3.2.2. TpypoBasa pyHKLUMA

HanmeHoBaHue |nepcoHana

Mouck, npusneveHne, nogdbop n otbop YpoBeHb

Kopa, B/02.6 |(nogypoBeHb) 6
KBanmduKkaumum

MpouncxoxaeHne TpyLoBOW
bYHKUMM

3anMCcTBOBAHO

OpuruHan X
N3 opuUrnHana

Kog PernctpaumnoHHbIin
opurnHana HoMep
npodeccnoHanbHOro
CTaHAapTa

TpyaoBble aencTena

[Mowuck Bo BHYTPEHHUX U BHELWHUX NCTOYHUKAX VIHd)OpMaLI,MVI O KaHAnAaaTax,
COOTBETCTBYIOWEN TpeboBaHUAM BaKaHTHOM Jo/XHOcTU (npodeccun,
cneumanbHOCTH)

PasmelleHne cBegeHMIM O  BaAKaHTHOW  AO/MKHOCTM  (Npodeccuuy,
cneuunanbHOCTM) B CPeacTBax MaccoBoi MHGpopmMaLmm

Bbl60p cnocobos METOO0B npusaevYeHUA NepCoHasa B COOTBETCTBUU C
yTBEPHKAEHHbBIMU NJIaHAMU

MposepKa VIHCI)OpMaLI,VIM O KaHAungatTax Ha BaKaHTHblE AOO/IXKHOCTU




(npodeccuu, cneumanbHocTH)

MNpoBeaeHne cobecegoBaHMM M BCTPEY C KaHAMAATAaMM Ha BaKaHTHble
A0oMKHOCTK (Npodeccuu, cneumanbHoOCTU) ¢ obecnevyeHmem ob6paTHON CBA3M

OueHKa COOTBETCTBMA KaHAMAaToB TpeboBaHMAM BaKaHTHOMN A0MKHOCTU
(npodeccuu, cneumanbHocTH)

MoarotoBKa npeasioxeHuit no <¢GopmMmmpoBaHUIO bBloaxKeTa Ha MOWUCK,
npuenevyeHne, noadbop 1 oTbop nepcoHana

NHPOpPMMPOBAHME M KOHCYIbTUPOBAHUE PYKOBOAUTENEN Noapa3aenieHnii u
OpraHu13aLmMm No Bonpocam NnpusaeYeHnUsa NepcoHana c OLueHKoM 3aTpar

Heobxogumble ymeHus

OnpenenAatb KpUTepuu MOWUCKA, MpuBsedeHusa, nogbopa u otbopa
nepcoHana

Cobupatb, aHaNM3NPOBATb M CTPYKTYPUPOBATb MHPOPMALMIO O KaHaMAaTax
N NPeaNoXKEeHUAX HA PbIHKe TpyAa

Monb3oBaTbCA MOMCKOBBLIMM CUCTEMAMK U MHDOPMALMOHHBIMU pecypcamm
B o61acTn obecneveHns NepcoHanom

MPUMEHATb TEXHONOTUM U METOAMKM MOMUCKA, NpuBaedYeHusa, nopbopa U
oTbopa  KaHAMZATOB  Ha  BaKaHTHble  AO/KHOCTM  (npodeccun,
CneumanbHOCTU) B COOTBETCTBME C UX cneundukon

Mcnonb3oBaTtb cpeactea obecneyeHus nepcoHasiom, BKNKOYaA
conposoxgeHume

KoHcynbTMpoOBaTb MO BONPOCam NpmuBAeYeHUA nepcoHana

CoctaBnAtb # KOHTPO/IMPOBATb CTAaTbM pPacxXxodoB Ha obecneyeHue
nepcoHanaom AnAa n1aHMpPoBaHUA 6PO,E|,)+(€TOB

Cobntoaatb HOPMbI 3TUKK Aen10BOro 06LeHMs




Heobxoanmble 3HaHUA

NCTOYHMKM obecneyeHus OpraHn3auunn Kagpamum

TexHoMOMMM M METOAMKM NOUCKa, npuBaedeHns, nogbopa u otbopa
nepcoHana

Cuctembl, MeToabl M  ¢GOpPMbl  MaTepuanbHOr0O M HeMaTepuasbHOro
CTUMYNIMPOBaHUA TpyAa NepcoHana

TexHoNnorMm n metoabl GOPMMPOBAHNA U KOHTPOAA BloaKeToB

TexHonorumn, metoasl U1 MeTOAUKM NPOBEeAEHUA aHann3a, cMcTemaTmsaumm
AOKYMEHTOB M MHopMaunm

CTpyKTypa oOpraHusauMmM W  BaKaHTHble  Jo/KHOcTM  (npodeccun,
cneumanbHOCTH)

O6LLI,VIE TEHOEHUMN Ha pPbIHKE Tpyada U B OTAE/IbHbIX OTpacaAaxX U BUAAX
ﬂpOd)ECCMOHaﬂbHOﬁ AEeATENbHOCTU

OCHOBbI MCMX0/IOMUK M COLMOOMUK TPYAa

OCHOBbI 93KOHOMMKM, OpraHnsaunun Tpyaa 1 ynpasaeHMA nepcoHaiom

TpyL0BOE 3aKOHOAATENLCTBO U MHbIE aKTbl, COAEPMKALLME HOPMbI TPYAO0BOIO
npasa

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

OcHoBbI HaNOroBOro 3akoHoZaTenbCTBa Poccuitckoit Pegepaumm

3aKkoHoaaTenbcTBo Poccuitckon Pegepaupmmn o NePCoHaNbHbIX AaHHbIX

JlokanbHble aKTbl opraHunsauuun, perynmpyrowme nopAanok obecneyeHusn
nepcoHaiom




Hopmbl 3TUKKM aenosoro obuweHnn

BbasoBble 0CHOBbI MHGOPMATUKN, NOCTPOEHUA MHPOPMALMOHHBIX CUCTEM U
ocobeHHoCTU paboTbl C HUMM

[pyrve xapakTepucTnku

3.2.3. TpypoBasa ¢pyHKLMA

AQMUHUCTPUPOBAHME NPOLECCOB U YpoBeHb
HanmeHoBaHMe | AoKymeHToob60poTa obecneyeHus Kopa, B/03.6 |(nogypoBeHb) 6
nepcoHaaom KBanmduKkaumum

MpouncxoxaeHne TpyLoBOW
bYHKUMM

3anMCcTBOBAHO

OpuruHan X
N3 opuUrnHana

Kog PernctpaumnoHHbIin
opurnHana HoMep
npodeccnoHanbHOro
CTaHAapTa

TpyaoBble aencTena

AHanM3 npoLeccoB AO0KYMEHTOO60pPOTa, JIOKaNbHbIX [AOKYMEHTOB MO
BOMpocam obecneyeHns NepcoHanom

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

[lOKyMeHTaUMOHHOe COMPOBOXAEHME KaHAMAATOB Ha 3Tanmax MOMCKa,
npuefeyeHuns, nogbopa M otbopa nepcoHana Ha BaKaHTHblE AOJKHOCTM
(npodeccun,  cneumanbHocTM), WUHPOPMMPOBAHME  KAHAMAATOB O
pesy/nbTaTax oTbopa




MoAroToBKa 3anpocoB O KaHAMZATax B rOCYAapCTBEHHble OpraHbl, B
CNyyanx, NpeayCMOTPEHHbIX OEeWCTBYIOWMM  3aKOHOAATENbCTBOM, U
06paboTKa NpeaocTaBAeHHbIX CBEAEHUN

MoarotoBka M 06paboTka yBeAOMNEHMA B TOCYAAPCTBEHHblIE OpraHbl,
npodeccnmoHanbHble COl3bl M ApyrMe npeacTaBUTE/IbHblE  OpraHbl
paboTHMKOB MO BOMNpOCam MOWCKAa, NpuBAeYeHuUs, nogbopa u oTbopa
nepcoHana

ConpoBoXAeHne A0roBopoB Mo 06ecrneyeHnio opraHU3aLUumn nNepcoHasiom,
BKJ/IlOYan NnpeasapuTe/ibHble NPoLEeaypbl Mo UX 3aK/I0UEeHUI0

Heobxoanmble ymeHUn

ObecneunBaTb AOKYMEHTALMOHHOE COMPOBOXKAEHNE BbIXOAA KaHAMAATaA Ha
paboTy M NnepemelLeHNn nepcoHana

Odopmnatb OOKYMeHTbl MO Bomnpocam obecrneyeHUs  KagpoBbiMU
pecypcamu, Heobxoaumble ANA NPefoCTaBNEHUs B TOCYAapCTBEHHblE
opraHbl, npodeccroHanbHble CO3bl U Apyrne npeacTaBuUTe/ibHbie OpraHbl
paboTHUKOB

OpraH130BbIBaTb XpPaHeHWEe AOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMU
TPYAOBOro, apXWBHOrO 3aKoHogaTenbcTBa Poccuiickont degepaunn wm
NIOKaNbHbIMW aKTaMM OpraHMU3aLmm

AHanusnpoBaTb  AOKYMEHTbI M nepeHocuTb  MHbopmauuio B
MHPOPMaLMOHHbIE cMCTEMbI M 6a3bl AaHHbIX O KaHAMAATaX

PaboTtath ¢ MH(I)OpMaLI,MOHHbIMM cuctemamm 1M H6asamu AaHHbIX NO
BonpocCam obecneyeHus nepcoHanom, BeAeHUK MNOUCKa WU y4yeTa
KaHOWOATOB HAa BaKaHTHbIe AO0NXKHOCTU (I'IpO(I)ECCMM, cneu,maanocm)

Mpov3BoaUTL MpeaBapuTeNibHble 3aKymnoyHble npoueaypbl U 0hOpPMAATL
COMYTCTBYIOLLYIO LOKYMEHTALMIO MO 3aK/0YEHUIO 4OrOBOPOB

OpraH130BbIBaTb M MPOBOAUTbL KOHKYpPCbl, 0GOPMAATb M aHaNM3NMpPOBaTb




KOHKYPCHYHO JOKYMEHTALMIO

Bectu genosyto nepenucky

Cobntogatb HOPMbI 3TUKK AeN0BOro 06LeHus

Heobxoaumble 3HaHUA

MopaaoKk odbopmneHns, BeAeHUA N XpaHEeHUA JOKYMEHTaLMn, CBA3aHHOM ¢
MOWCKOM, NpUBAEYEHNEM, NoAB0POM 1 OTBOPOM MepcoHasa Ha BakaHTHble
OOJ/IKHOCTU

Mopsaok <¢opmupoBaHUs, BeAeHUs 6aHKa [aHHbIX O  MepcoHane
OpraHun3aLMm 1 NPeaoCcTaBNeHNA OTYETHOCTH

OcHOBbI OKYMeHTO060pOoTa N AOKYMEHTaLMOHHOro obecnedeHuns

TexHonorumn, MeToasl U MeTOAMKM NPOBEeAEHMA aHaM3a U CUCTEMATM3AL MUK
AOKYMEHTOB M MHopMaunm

MopadoK npoBeAeHUs  KOHKYpcoB U O0OPMJIEHUA  KOHKYPCHOM
AOKYyMeHTaunu

MopAadOK  NpoBeAeHMA  3aKymouyHbIX  npoueayp W odopmaeHus
COMyTCTBYIOLWEN AOKYMEHTAL MM

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

TpyAoBOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYA0BOIO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATUBHbIE MPABOBbIE aKTbl
Poccuiickoli ®eaepaumu, B YacTu BeAeHUA AOKYMEHTaLMM No NepcoHany

OcHOBbI Ha/I0rOBOroO 3aKoHOAaTebeTBa Poccuiickot deaepaunn

3aKkoHoZaTenbcTBO Poccuitickon Pegepaupmmn o NepcoHanbHbIX AaHHbIX




JNloKanbHble aKTbl OpraHu3auuu, peryavpyloume
nepcoHana

nopsgok nopbopa

MopAaoK 3aKNOUYEeHUs [OTOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKK aenosoro obuweHna

BbasoBble 0CHOBbI MHGOPMATUKN, NOCTPOEHUA MHPOPMALMOHHBIX CUCTEM U

ocobeHHOCTU paboTbl C HUMM

[pyrve xapakTepucTnkm

3.3. O606LweHHas Tpyaosas GyHKLMA

eATeNIbHOCTb NO OLEHKe M aTTecTaumm YpoBeHb
HavmeHoBaHue A H 4 Kopa C P 6
nepcoHana KBanmuduKaumum
MpouncxoxaeHne
. . 3anMmcTBOBaHO
0606uweHHoM TpyaoBomn OpuruHan X
N3 opuUrnHana
bYHKUMM
Kog PernctpaumnoHHbIi
opurnHana HoMep
npodeccnmoHanbHOro
CTaHAapTa

Bo3moxXHble
HaMMeHOBaHMA
[ONKHOCTEM, npodeccuit

CneumanmncT no oLeHKe 1 aTTecTalMmn nepcoHana
Cneuwmanuct no nepcoHany
MeHezKep no nepcoHany

TpeboBaHuA K

Bbicwee obpasoBaHue - bakanaspuat




o0bpasoBaHuio M 0byyeHUto | lononHuTenbHOe NpodeccroHanbHoe 06pasoBaHMe - NPOrPammbl
NOBbILEHMA KBaIMOUKALMM; MPOrpammbl NPodeccMoHanbHoM
nepenoaroToBKM B 061aCT NPoBeLEHNA OLEHKM NepcoHana

TpeboBaHuA K ONbITY -
npaKkTU4eckom paboTbl

Ocobble ycnoBuA AoMNycKa K
paborte

Lpyrvue xapakTepuctmkm

[ononHUTeNbHbIE XapaKTepUCTUKK

HanmeHoBaHWe JOKYMEHTa Koa HanmeHoBaHKWe 6a30B0oM rpynnbl, 4OKHOCTU (Npodeccunm)
WA cneumanbHOCTH

OK3 2412 Cneumannctbl No Kagpam 1 npodopueHTalmm

3423 Cneumannctbl KaapoBbIX CYXKO U yupeRaeHUIA 3aHATOCTH
EKC - MeHepxep no nepcoHany
oKnAaTp 27755 DKOHOMMUCT MO TpyAay

22956 MHcneKTop no Kagpam

3.3.1. Tpyposasa GpyHKUMA

OpraHu3auma 1 NPoBeAeHME OLEHKMU YpoBseHb
HanvmeHoBaHMe |nepcoHana Koga C/01.6 |(noaypoBeHb)
KBanmuduKkaumnu
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MpowncxoxaeHne TpyLoBOW
OYHKUMM

3anmcTesoBaHoO
OpuruHan X
N3 OpuUrnMHana
Kog PerncrpaumoHHbIn
opurnHana HOoMep
nNpodeccnoHanbHOro
CTaHZapTa

TpyaoBble AencTemA

AHanM3 CTPYKTYpbl, MNJAHOB W BaKaHTHbIX AO/IKHOCTEM (npodeccuid,
cneumnanbHoCcTel) opraHM3auumu, ocobeHHOCTel opraHM3auuM paboTbl Ha
Pa3/INYHbIX y4aCTKax MPOM3BOACTBA U KOHKPETHbIX paboumx mectax

Pa3pa60TKa niaHa OUEeHKM nNnepcoHasna B COOTBETCTBUMM C UeNAMU
opraHunsauuun

OueHKa AVHAMUKU NpoOn3BOAUTENBHOCTY, WHTEHCMBHOCTU n
3pPeKTUBHOCTUN TpyAa Ha paboumnx mecTtax

OnpegaeneHune pecypcos, BbI6Op CPeACTB U METOAO0B NPOBEAEHUA OLEHKU
nepcoHana

I'IpOBe,u,eHme OLUEeHKHM nepcoHasia B COOTBETCTBUU C NZ1TaHAMU OpraHn3aumnm

Conposomp,eHme agoroeopos C OpraHunsaumamn -  UCNONHUTENAMMU
MepOﬂpMﬂTMVI no oOueHKe nepcoHana, BKAKOYaA nNpeaBapuTesibHble
npoueaypbl N0 NX 3aKHOYEHUIO

KoHCyNnbTMpOBaHMWe MepcoHana Mo BOMPOCaM OLEHKM, BKIKOYAA OLEHKY
3aTpat

AHanu3 pesynbTaTOB OLEHKM MepcoHana, noAroToBKa pPeKoMeHAauui
PYKOBOACTBY M NMepcoHany

MoAroToBKa NpeaiokeHnin no GopmmpoBaHUo BroaKeTa Mo OpraHM3auun u
NpoBeAEeHMIO OLLEHKM NepcoHana




Heobxoavmble ymeHUn

Onpefenatb NapameTpbl U KPUTEPUM OLLEHKM NepcoHana

OnpenenAatb U NPUMEHATb CPeacTBa M MeToAbl MPOBEAEHUA OLLEHKMU
nepcoHana

BblaenaTb (onpeaenatb) rpynnbl NepcoHana Ana nposeaeHns oLeHKU

OnpenenAatb MHTEHCMBHOCTb TPyAa WM 30HblI MOBbIWEHUA 3PPEKTUBHOCTH
nepcoHana

Oﬂpe,D,EIlﬂTb MOTUBALLMOHHbIE (I)aKTOpr nposeaeHMA oueHKM nepcoHana

CocTaBnATb M KOHTPO/IMPOBATb CTaTbM PACXOA0B HA OLEHKY NepcoHana ans
NnaaHMpPOBaHUSA BLOAKETOB

ObecneunBatb OpraHn3aunMoHHOE conpoBoXaeHe OUEHKN NepCoHana

ObecneymBaTb COXPaHHOCTb KOHOMAEHUMANbHOMW WHbOPMAUUM  MNpU
npoBeAeHMM OLEHKN NepcoHana

OpraH130BbIBaTb XpPaHeHWEe AOKYMEHTOB B COOTBETCTBMM C TpeboBaHMAMU
TPYAOBOro, apXWBHOrO 3aKoHogaTenbcTBa Poccuiickoit deaepauun 1
NIOKaNbHbIMW HOPMATUBHbIMK aKTaMM OpraHM3aLum

Cobupatb, aHanM3MpoBaTb W  CTPYKTYpUpOBaTb  MHPOPMaLMIO O
npeasioXKeHMAX Mo OLLeHKe NepcoHana Ha pbiHKe Tpyaa

Mpon3BoaguTL NpeaBapuTeNbHbIE 3aKymnoyHble npoueaypbl U 0dbopMAATbL
COMYTCTBYIOLLYIO JOKYMEHTALMIO MO 3aK/0UYEHWNIO LOrOBOPOB

Onpepenatb YyCNOBMA [ONA  3aK/JlOYeHWMs [AOroBOPOB HA  ycayrM no
NPOBeAEHMIO OLLEHKM NepcoHana

CMCTeMaTM3MpOBaTb, O606Ll.l,aTb M aHa/IM3NPOBaATb pPe3y/bTaTbl OUEHKU
nepcoHana




ObecneunBaTb 0bpaTHYO CBA3b NO pe3y/bTaTaM MPOBEAEHHON OLLEHKMU C
NepcoHaNoM U PYKOBOACTBOM

Monb30BaTbCA MOMCKOBLIMM CUCTEMAMM, MHOOPMALMOHHbBIMUK pecypcamm U
6a3amm JaHHbIX MO NPOBEAEHMIO OLEHKMN NepcoHana

PaspabaTbiBaTb peKOMeHZauuu No pPas3BUTUIO MNepcoHana Ha OcHOBe
npoBeAeHHOM OLEeHKN

Cob6nt04aTb HOPMbI 3TUKK Ae10BOro 06LLeHMA

Heobxoanmble 3HaHUA

TexHONOrMM N MeToapbl onpeaeneHuns NPopeccMoHanbHbIX 3HAHWUIA, YMEHN
M KOMNeTeHUnin

TexHonormm n MeToabl OLLeHKN TMYHOCTHbIX Ka4eCTB U XapPaKTePUCTUK

Cuctembl, MeToabl M ¢GOpMbl  MaTepuaNbHOr0O M HemMaTepuanbHOro
CTUMYNMPOBaHUA TpyAa NepcoHana

TexHonormm n metoabl GoPMUPOBAHUA U KOHTPOA BI0AKETOB

TexHonorMmn, MeToasl U METOAMKM NPOBEeAEHMA aHaAMU3a U cMCTeMaTM3aumnm
AOKYMEHTOB M MHdopMaunm

OcHoBbl 0bWEN M coumanbHOM MNCUXOJIOTUM, COLMOJIOTUM U TCUXON0TUMU
Tpyaa

OcHosBbl I'IpOVIBBOLI,CTBeHHOﬁ AeATENbHOCTU OpraHn3aunmn

MopagoK  npoBegeHMA  3aKynouyHbiX  npoueayp W odopmaeHus
CONYTCTBYIOLLEN AOKYMEHTALUM

CTpyKTypa oOpraHv3auuMuM UM BaKaHTHble  AO0MKHOCTM  (nNpodeccun,
cneunanbHoOCTH)

prp,osoe 3aKOHO4AaTENbCTBO U UHbIE aKTbl, cCodepKallme HOpmbl TPYA0BOTO




npaea

OCHOBbI apPXMBHOrO 3aKOHOAATENbCTBA M HOPMATUBHbIE MPABOBbIE aAKTbl
Poccuiickoin Pepgepaumu, B 4YacTn BeAeHUS AOKYMEHTALUM MO NepcoHany

3aKkoHogaTenbcTBo Poccuitickon Pegepaupmmn o NepcoHanbHbIX AaHHbIX

JloKanbHble HOPMATUBHbIE aKTbl OpPraHM3aUWUKM, peryavpyrolme nopaaok
OLLEHKM NepcoHana

MopAaoK 3aKNOUYEHUA AO0rOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKM AenoBoro obLieHns

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

Lpyrvue xapakTepuctmkm

3.3.2. Tpyposasa GpyHKUMA

HanmeHoBaHuWe |nepcoHana

MpowncxoxaeHwe TpyAoBOW
bYHKLMK

OpraHusauma n npoeeaeHue aTrecTaumnu YposeHb
Kog, C/02.6 |(noaypoBeHb) 6
KBanMdMKaumnm
3anmcTeoBaHoO
OpwuruHan X
N3 OpuUrnMHana
Kog, PerncrpaumoHHbIn
opurMHana HOmep
nNpodeccnMoHanbHOro

CTaHAapTa




TpypoBble fencTaus

AHanM3 CTPYKTypbl, NA3GHOB W BaKaHTHbIX JAoJKHOCTeN (npodeccuis,
cneunanbHoOCTel) opraHusaummn, ocobeHHocTel opraHusaumMm paboTbl Ha
Pas3INYHbIX y4acTKax NPOU3BOACTBA M KOHKPETHbIX paboymx mectax

Pa3paboTKa NpPOEKTOB AOKYMEHTOB, ONpeAensatowmx NopaaoK atrectaumm
nepcoHana, c oLeHKon 3aTpaT

COﬂpOBO)KAEHME npouecca artrecraummnm wm paGOTbI aTTeCTaLI,MOHHOﬁ
KOMUcCcnun

MoAarotoBKa npeasioXKeHnn no popmmnposaHmio 6loasKeTa Ha opraHU3aLUmio
W NpoBeAeHne aTTectTaumMm nepcoHana

MoarotoBKa MpPegoXKeHU O COOTBETCTBMM PabOTHMKA  A0/KHOCTM
(npodeccum, cneumanbHOCTN) NO pesysibTaTam aTTecTauumn B COOTBETCTBUM
€ 3aKoHoaaTenbcTBOM Poccuitckoin Pepepaumm

Heobxoanmble ymeHUn

OI'IpELI,EI'IﬂTb napamMeTpbl U KpUTEPUKM aTTECTAUUNN NEPCOHaNa

OI'IpELI,EI'IﬂTb N NPUMEHATb CpeacTBa U MeTodbl aTTeCTalnn

Bblaenatb rpynnbl nepcoHana AN NPoBeAeHUn aTTecTalmm

ObecneunsaTb AOKYMEHTAUMOHHOE conpoBoXxaeHwmne aTTectauumu
nepcoHana

CocTaBnATb M KOHTPOJ/IMPOBATL CTaTbW PACXOA0B Ha aTTECTALMI0 NepcoHana
ANA NNaHMpPOBaHUA BroaxkeToB

Monb3oBaTbCA MHPOPMALMOHHbIMM pecypcamn M 6asamu  AaHHbIX MO
NpoBeAeHMIO aTTecTaLmm

Bectun yyeT n perncTpaumio JOKyMeHTOB B MHd)OpMaLI,VIOHHbIX cncremax m
Ha MaTepUanbHbIX HOCUTENAX

OpFaHMSOBbIBaTb XpaHeHNEe OOKYMEHTOB B COOTBETCTBUU C TpE6OBaHMF|MM




TPYAOBOrO, apXMBHOrO 3aKoHoZaTenbctBa Poccuiickon Pegepauymn U
NNOKaNbHbIMWU LOKYMEHTAMM OpraHn3aumnm

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

CobntoaaTtb HOPMbI 3TUKK AeN0BOoro obuieHus

Heobxoaumble 3HaHUA

MopAaaoK 1 TEXHONOTUA NPOBeAEeHUA aTTecTalmm

TexHonorMm u MeToabl ONpPefeneHus M OLEeHKU npodeccUoHaNbHbIX
3HaHWUIN, YMEHUI U KOMMNETEHLUI

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

TexHonorn n metoApl d)OpMVIpOBaHMFI N KOHTpPOAA 6I-OAH(ETOB

TexHoNorMm, MeTogbl U METOANKM NPOBEAEHMA aHAN3a U CUCTEMaTU3aL MK
OOKYMEHTOB U MHpOpMaLmMm

OcHosBbl I'IpOM3BO,CI,CTB€HHOl71 AeATENbHOCTU OPraHnU3aunmn

OcHOBbI 06lENn N coUMaNbHOM MCUXONIOTUU, COLMOJIOTMN U TMCUXON0TUMU
TpyAa

MopAdOK  MpoBeAeHMsA  3aKyMmouyHbIX  npoueayp M odopmaeHUs
COMYTCTBYIOLWLEN AOKYMEHTAL MM

CTpyKTypa OpraHusaumMmv UM  BaKaHTHble  AO/KHOCTM  (npodeccuuy,
crneumanbHoCTH)

TpynooBoe 3aKOHOAATENbCTBO WM WMHblE aKTbl, COAEp)Kale HOpPMbI
TpYAoOBOro npasa

OcHosBbl dPXMBHOIO 3aKOHOA4ATE/IbCTBa U HOPMATUBHbIE MPABOBbIE aAKTbI




Poccuiickoit depepaLmm, B YaCTM BeAeHUN AOKYMEHTaL MM NO NepcoHany

3akoHogaTenbcTBo Poccminickon ®egepaumnm 0 nepcoHaibHbIX AaHHbIX

JloKkanbHble HOPMATUBHbIE aKTbl OpraHmsauuun, peryampyrowme nopAaaok
OLLeEHKM nepCcoHana

MopAagoK 3aKNH0YEHNA AOTOBOPOB (KOHTPAKTOB)

Hopmbl 3TMKKN aenosoro obuieHua

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

[pyrve xapakTepucTnkm

3.3.3. TpypoBaa ¢pyHKUMA

AOMUHUCTPUPOBAHME NPOLLECCOB U YpoBeHb
HanmeHoBaHWe | AOKYMeHTOOOOpOTa Npu NpoBeAeHnmn Koa C/03.6 |(noaypoBeHb) 6
OLLeHKM M aTTecTaumm nepcoHana KBanmduKkaumum

MpouncxoxaeHne TpyLoBOW
OYHKUMM

3anMmcTBOBaHO
OpuruHan X
N3 opuUrnHana
Kog PernctpaumnmoHHbIin
opurnHana HoMep
nNpo¢deccnMoHabHOro
CTaHAapTa

TpypoBble fenctaus

AHanus npoueccos AOKVMEHTOO60pOTa, JIOKAJIbHbIX OOKYMEHTOB NO
OLLeHKE U aTTeCTalmn nepcoHana




Opl’aHMBaLI,VIOHHOG conposoxaeHume MepOFIpVIFITMVI Nno OUueHKe nepcoHana n
€ro atrecrauunm

OdopmneHmne npouecca n pes3ynbLTaTos aTTecTalMm nepcoHana

NHdopMMpoBaHMe NepcoHana o pesy/ibTaTax OLEeHKNU 1 aTTecTaumm

MoAroToBKa NPEANOMKEeHWA Mo PasBUTMIO MepcoHasna no pesyabTaTam
OLLEHKM

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

Heobxogumble ymeHus

ObecneunBaTb AOKYMEHTALMOHHOE COMPOBOXAEHME OLLEHKM M aTTecTaumnm
nepcoHana

Od)OpM}'IFITb AOKYMEHTblI NO BOMNpPoOCamM OUEHKU M aTtTeCTaunnm nepcoHana,
npegocrasadaemble B rocyaapCrtBeHHble OpraHbl, I'IpO(I)ECCMOHa!'IbeIe
COHO3bl U Apyrue npeacraBuUTe/IbHblE OpPraHbl pa6OTHMKOB

AHanusvpoBsaTb npasuia, npoueaypbl U NMOPAAKN NPOBEAEHUA OLEHKU U
aTTectauuu nepcoHana

BecTn y4yeT 1 peructpaumio A4OKYMEHTOB B MHd)OpMaLI,MOHHbIX cnctemax m
Ha MaTepUanbHbIX HOCUTENAX

OpraH130BbIBaTb XpPaHEHNEe JOKYMEHTOB B COOTBETCTBUM C TPeboBaHMAMMU
TPy4OBOro 3aKoHogaTenbcTBa Poccuiickon Pepepaumn M NOKANbHbIMMI
aKTaMu opraHu3aLmm

Bectu genosyto nepenmncky

PaboTtaTb ¢ VIHd)OpMaLI,l/IOHHbIMM cuctemamm M 6asamu AadHHbIX nNo
BOnNpoCam nposeaeHnUA OoUueHKMU U aTTeCTalMn nepcoHana, BeAeHUIO y4yeTa
KaHANOaTOB HAa BaKaHTHbIe JO0/TXXHOCTU (npod)eccvm, CI'IELI,VIaI'IbHOCTVI)




AHanu3MpoBaTb  JOKYMEHTbI M MepeHocUTb  MHPopmauuio B
MHPOPMaLMOHHbIE CUCTEMbI M 6a3bl AaHHbIX

Cobntoaatb HOPMbI 3TUKN Ae10BOro 0bLieHMs

Heobxoanmble 3HaHUA

nOpﬂAOK Od)OpMIIEHVIﬂ, BeAeHUA U XpaHEHNA OOKYMEHTaUuu, CBA3AHHOM C
nposeaeHMem OoueHKN KN atTeCctaumnm nepcoHana

Mopagok ¢opmupoBaHuns, BedeHMs 6aHKa [AaHHbIX O nNepcoHane
OpraHuM3auumM 1 NpeaocTaB/ieHNs OTYETHOCTHU

MopsadoK  MpoBedeHMsA  3aKyMmouyHbIX  npouedyp M odopmaeHUs
COMYTCTBYIOLWWEN AOKYMEHTAL MM

Mopsaok odopmaeHna [OKYMEHTOB, npeaocTaBAsemblIxX B
rocy4apCTBeHHble OpraHbl, npodeccMoHanbHble COK3bl W Apyrue
npeacTaBuTe/ibHble OpraHbl paboTHMKOB

OcHosBbl ,CI,OKyMEHTOO60pOTa N AOKYMEHTAUMOHHOIo obecneyeHus

CTpyKTypa oOpraHuMsauuum U BaKaHTHble  AO/MKHOCTM  (npodeccum,
crneumanbHoCTH)

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

OcHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATUBHbIE NMPABOBblE aKThI
Poccuitckoit DepepaLmm, B 4aCTu BeAeHUA AOKYMEHTALMM NO NePCoHany

3aKoHoAaaTenbcTBo Poccuinickont Peaepaummn o NnepcoHanbHbIX AaHHbIX

TexHoNorMm, MeToabl U METOLAMKMN NMPOBEAEHUS aHAIN3A U CUCTEMATU3ALLUM
[OKYMEHTOB M MHGOPMALUM

JIOKanbHble HOPMATUBHblE aKTbl OpraHu3auumM, peryavpylowme NopagokK
OLLeHKM M aTTeCTtaunm nepcoHana




MopAaoK 3aKNHYEHNA AOTOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKK aenosBoro obuieHus

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

Lpyrve xapakTepuctmkm

3.4. O606LwweHHan Tpynosasa GyHKLMA

eATeNbHOCTb N0 Pa3BUTUIO NepCcoHana YpoBeHb
HanmeHoBaHue A P P Koa D P 6
KBaMPUKaunm
MpouncxoxaeHne
o o 3anmcTBoBaHO
0606L1eHHOM TPYA0BOW OpwuruHan X
N3 OpuUrnHana
dYHKUMM
Koga PerncrpaumoHHbIN
opurMHana HOMmep
npodeccnMoHanbHOro
CTaHAapTa

Bo3moxHble
HaMMeHOBaHMA
[ONIKHOCTEN, npodeccuin

Cnewumanunct no pasBuTUIO N 0BYYEHMIO NepcoHana
Cnewumanuct no pasBUTUIO Kapbepbl NepcoHana
CneuuManunct no nepcoHany

MeHezaKep no nepcoHany

TpeboBaHuA K
06pasoBaHUIO U 0OYyYEHUIO

Bobicwee obpasoBaHue
[ononHutensHoe npodeccroHanbHoe 06pasoBaHMe - NPOrPammbl
NOBbILEHMA KBAIMOUKALMM; MPOrpammMbl NPodeccroHanbHoM




nepenoarotoBku B obnactu OpPraHN3aLMOHHOIo n ﬂpOd)ECCMOHaﬂbHOI'O
Pa3BuUTUA NnepcoHana

TpeboBaHuA K ONbITY
npaKkTU4eckom paboTbl

Ocobble ycnoBmA AoNycKa K
paborte

Lpyrvue xapakTepuctmkm

[ononHUTeNbHbIE XapaKTepUCTUKK

HanmeHoBaHWe AOKYMeHTa Kog, HavmeHoBaHuMe 6a30B0W rpynmnbl, A4OJKHOCTM (Npodeccun)
WK cneumanbHOCTH
OK3 2412 Cneumannctbl Mo Kagpam 1 npodopueHTalmm
3423 Cneumannctbl KaapoBbIX CYXKO U yupeKaeHUIA 3aHATOCTH
EKC - MeHepyep no nepcoHany
oKnAaTp 27755 DKOHOMMUCT MO TpyAy
22956 MHcneKTop no Kagpam
3.4.1. Tpyposasa GyHKUMA
OpraHu3auma u nposeaeHne MeponpuATAN YposeHb
HanmeHoBaHMe |NO pa3BUTUIO U MOCTPOEHMUIO Koa D/01.6 |(noaypoBeHb) 6
npodeccnmoHanbHOM Kapbepbl MepcoHana KBanmdmkaumum
MpoucxoxaeHue Tpynosoi | OpurnHan X | 3amMmcTBOBaHO ‘ ‘
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bYHKLMK

13 opurnHana

Kog PerncrpaumoHHbIn
opurMHana HOoMep
nNpodeccnMoHanbHOro
CTaHAapTa

TpyapoBble AencTaus

AHann3 CTPYKTYpbI, NJAHOB M BaKaHCUIA OpraHM3aumm

AHanns ocobeHHocTen paboTbl Ha Pa3/IMYHLIX y4YacTKax MPOM3BOACTBA U
KOHKPETHbIX paboumx mecTtax

MoArotoBKa MPOEKTOB [IOKYMEHTOB, onpefenatolmx nopagok pa3BuTus
nepcoHana 1 NocTpoeHus NpodeccMoHaibHOM Kapbepbl C OLLEHKOM 3aTpaT

Pa3paboTKa nnaHoB npodeccnoHabHOM Kapbepbl PaboTHUKOB

dopmunpoBaHMe KagpoBOro pesepsa

OpraHusaums MeponpuATHiA no pa3BUTUIO " NOCTPOEHUIO
npodeccnmoHanbHOM Kapbepbl MepcoHana

MoaroToBKa NpeasioXKeHnn No GopMmnpPoBaHMNIO BrogyKeTa Ha opraHM3aLmIo
M npoBegeHWe  MepPONpUATMIA  NO  PasBUTMIO U NOCTPOEHWUIO
npodeccnoHanbHON Kapbepbl MepcoHana

AHanns  3pPeKTMBHOCTM  MeponpuATUIA N0  PasBUTUIO  MEepCcoHana,
NoAroToBKa NPeasoKeHU No Pa3BUTUIO

HeobxoamMmble ymeHus

AHanu3npoBaTb YypoBeHb obuwero pa3ButMA W npodeccroHanbHOM
KBannduKaLmmn nepcoHana

Onpefenatb KPaTKOCPOYHble WM AO0ATOCPOYHbIe MOTPEeBHOCTM pas3BUTMA
nepcoHana 1 NOCTpoeHua ero NpodeccMoHanbHOM Kapbepbl




Onpegenatb Kputepumn GOPMMPOBAHMA KaLPOBOTO pe3epBa oOpraHn3aumnm

CocTaBnaTb UHAMBMAYaANbHbIE MaHbl KAPbEPHOTO Pa3BUTMA NepcoHana

MPUMEHATb TEXHONOMMM U METOLbl PA3BUTUA MEPCOHaNa U MOCTPOEHUA
npodeccroHanbHOM Kapbepbl

CocTaB/iATb NpeanoXeHUs U  KOHTPO/IMPOBATb CTaTbM PacXodoB Ha
nporpammbl M MeponpuATMA MO Pa3BUTUIO MEpPCOHana M MNOCTPOEHUID
npodeccnMoHanbHOM Kapbepbl ANA NaHMPOBaHUA BloaKeToB

Onpegenatb 3QpPeKTUBHOCTb MEPONPUATUIA NO pPasBUTUIO NepcoHana wu
NOCTPOEHMIO NPOPECCUOHANBHOMN Kapbepbl

Pabotatb ¢ WHPOPMAUMOHHBIMM cCUCTEMAMM U 6a3amMm  OaHHbIX MO
nepcoHany

Cobntoaatb HOPMbI 3TUKK AeN0BOro 06LLeHus

Heobxogumble 3HaHWUSA

Cuctema, crnocobbl, MeToAbl, WMHCTPYMEHTbI NocTpoeHus
npodeccnoHanbHON Kapbepbl

MeToabl oOnpefeneHns M OUEHKU JIMYHOCTHbIX U npodeccuoHanbHbIX
KoMneTeHUnin

Cuctembl, MmeToabl M GOpPMbl  MATepPUaNbHOTO M HemaTepuasbHOro
CTUMY/IMPOBaHMA TPyAa NepcoHana

TexHonormun, metoabl GOPMUPOBAHUA N KOHTPOA BIOOKETOB

TexHonorMmn, MeToapl U METOAMKM NPOBeAeHMA aHaAn3a U cucTemaTm3aumm
AOKYMEHTOB M nHdopmaunm

OcHoBbl NpodeccnoHanbHO opueHTauum

OcHosBbl ,CI,OKYMeHTOOGOpOTa N AOKYMEHTALMOHHOIoO obecneyeHus




OcHosBbl I'IpOVI3BO,CI,CTBeHHOﬁ AeATENbHOCTU OPraHn3auunmn

OcHoBbl 06LWEeN U cOUMANbHON MCUXOJIOTUWN, COLMONOTUM U MCUXONOTUN
TpyAda

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

TpyaoBoe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPXKaLlMe HOPMbI TPYA0BOro
npasa

3aKkoHoaaTenbcTBo Poccuitickont Pegepaupmm o NepcoHaNbHbIX AaHHbIX

JloKaNbHble HOPMATUBHbIE aKTbl OpraHM3auUuK, Peryanpyroline nopsaoK
pPa3BUTMA U NOCTPOEHNA NPOoPeccCnoHaIbHOM Kapbepbl NepcoHana

MopAAOK 3aKN0YEHUA AOFOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKM AenoBoro obLieHns

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

Lpyrve xapaktepuctmku

3.4.2. Tpyposasa GyHKUMA

HammeHoBaHue

OpraHusauma obyyeHns nepcoHana YpoBeHb

Kog, D/02.6 |(noaypoBeHb) 6
KBaMdMKaunm

MpoucxoxaeHve Tpya0BOM

bYHKLMU

3anMCTBOBAHO

OpuruHan
N3 OpuUrnHana




Kog PernctpaumoHHbIn
opurMHana HOMmep
npodeccMoHanbHOro
CTaHZapTa

TpyapoBble AencTauns

AHanu3 pbiHKa 06pa3oBaTeNbHbIX YCAYyr U NoTpebHoCcTel opraHusaumu B
0by4yeHMM nepcoHana

Pa3paboTka nNnaHOB, METOAMYECKMX MATEPManoB, Y4ebHbIX MNAHOB U
Nporpamm, TMPOEKTOB JIOKa/ibHbIX aKTOB MO O6y4eHW0 W pPasBUTUIO
nepcoHana, BKAOYas OLLEHKY 3aTpaT

OpraHusaums meponpuaTii no obyyeHno NepcoHana

MoaroToBKa NpeanoxeHun no GopmMmnpoBaHUio bloaxKeTa Ha opraHM3aumio
obyyeHus nepcoHana

AHann3 3¢pPeKTUBHOCTM MEPONPUATUIA NO 0BYUYEHMIO NepcoHana

Heobxogumble ymeHus

AHann3MpoBaTb M ONpeaenaTb NOTPebHOCTM B 06yYeHUN rpynn nepcoHana B
COOTBETCTBUM C LIeIAMMN OpraHn3aumum

PaspabatbiBaTb NAaHbl MNOATOTOBKW, MEpPenoAroTOBKM W MOBbIWEHUA
KBaNMOUKALMM KagpoB, yuebHble NaaHbl M NPOrpammbl

AHanM3npoBaTb PbIHOK 06Pa30BaTe/IbHbIX YCAYT U FOTOBUTL NPEANOMKEeHMS
Mo NOCTaBLLMKaM ycayr

OpraHu130BbIBaTb 0byYatoLWwme MeponpuATUS

CoctaBnAtb U KOHTPO/IMPOBaATb CTaTbh pPacxXxonoB Ha o6yt-|eHme nepcoHana
Ana nnaHnpoBaHUA 6}0A)'KETOB

Pa3pa6aTbIBaTb N KOMMNNEKTOBATb y‘-I66HO-MeTO,EI,MLIeCKMe AOKYMEHTbI




Mpoun3BOAUTL OLEHKY 3DDEKTUBHOCTN 0OYyUYEHMA NepcoHana

MponsBoanTb NpeaBapuUTeNbHble 3aKyno4yHble npoueaypbl U opopmaeHue
COMYTCTBYIOLWLEN AOKYMEHTALMM MO 3aKNHOYEHNIO JOrOBOPOB

Pabotatb ¢ WMHOOPMALMOHHBLIMM cUcTeMamuM M 6aszamu  JaHHbIX MO
nepcoHany

PaspabatbiBaTb M 0DOPMAATL AOKYMEHTbl MO MpOLLEccam OpraHM3auuu
0b6y4eHMA NnepcoHana u ux pesynbratam

Cobntoaatb HOPMbI 3TUKK AeN0BOro 06LLeHus

Heobxogumble 3HaHWUSA

MeTogbl, MHCTPYMEHTbl WUCCAefOBaHUA noTpebHocTM B 0byvyeHuu
nepcoHana

MeTogonorus obyyeHus

TexHoNOrMK, MeToLbl U METOAUKM NPOBELEHUA aHAAN3a M CUCTEMATM3ALLMUK
OOKYMEHTOB U MHpOpMaLLUK

MopaAoK pa3paboTKM NAaHOB NOATOTOBKM, NEPENOArOTOBKM W MOBbIWEHUA
KBaNMOUKALMM KagpoB, yuebHbIX NIaHOB M NPorpamm

Cuctembl, MmeToabl M GOpPMbl  MATepPUaNbHOTO M HemaTepuasbHOro
CTUMY/IMPOBaHMA TPyAa NepcoHana

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

nOpﬂ,D,OK BegeHMA yyeTa M OTYHETHOCTU NO NOoArotoBke W MNMOBblWEHUIO
KBanmduKaLMmn nepcoHana

OcHosBbl LI,OKVMeHTOO60pOTa N AOKYMEHTALMOHHOIo obecneveHus

OcHoBbI TEXHONOTUN npon3sBoAacTBa U AeATENbHOCTUN OpraHn3aunn




OcHoBbl 06LWel U COUMAaNbHOW MCUXONOTMM, COLMONOTUN U MCUXONO0TUK
TpyAa

MopagoK  npoBeAeHWMs  3aKyMoOYHbIX  npoueayp W odopmneHus
COMYTCTBYIOLLEN AOKYMEHTALUK

CTpyKTypa opraH13auum

TpyaoBoe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPXKaLlMe HOPMbI TPYA0BOro
npasa

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

OCHOBbI Ha/I0rOBOTO 3aKoHOAATeIbCTBA Poccuiickoit Peaepavum

OcHoBbI 3aKoHOAaTeNbCTBa 06 06pa3oBaHNKM Poccninickon Peaepauun

3akoHopaaTenbcTBo Poccuitickon Pegepaumm o nepcoHanbHbIX AaHHbIX

JloKanbHble HOPMATMBHbIE aKTbl OpPraHM3auuu, peryauvpylowme obydyeHue
nepcoHana

MopAaoK 3aKN0YEeHUS 4OrOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM aenosoro obueHna

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

[pyrve xapakTepucTnku

3.4.3. TpypoBana ¢yHKUMA

HanvmeHoBaHuMe |OpraHusauma agantalmm U CTaXKUPOBKMU Koa D/03.6 |YposeHb E




nepcoHana

(noaypoBeHb)
KBaMPUKauum

MpoucxoxaeHne TPyLOBOM
dYHKUMM

3anmcTBOBaHO

OpuruHan X
U3 opurMHana

Koa PernctpaumoHHbIn
opurMHana HOMmep
npodeccMoHanbHOro
CTaHZapTa

TpyaooBble AencTeus

AHanus YCNewHbIX KOpnopaTuBHbIX MPAKTUK NO OpraHM3aunn agantaumm m
CTa*XMpPOBKe NepcoHana

PaspaboTKa Ni1aHOB aAanTauum, CTaXXMPOBKM NEPCOHaa C OLEHKOW 3aTpaT

OpraHunsaumsa MeponpuaTUiA No aganTtauum, CTaXKMpPoBKe nepcoHana

MoAroToBKa NpeaioXKeHNn No COBEPLUEHCTBOBAHMIO CMCTEMbI aganTauuy,
CTa)KMPOBKM NepcoHana

MoarotoBKa NpegnoXKeHun no popMmmnpoBaHuto brogKeTa Ha opraHM3aumto
aflanTauum 1 CTaXKMPOBKM NepcoHana

AHann3 3PPeKTUBHOCTM MeponpuATMIA MO ajanTauum U CTaKUPOBKE
nepcoHana

Heobxoanmble ymeHUn

OI'IpEﬂ,EJ'IﬂTb rpynnbl NnepcoHana ANnAa CTaXXMpPoBKU U aganTaunm

OI'IpeAEI'IFITb pa60qme MecCTa AnAa nposegeHnA CTaXXMpPOBKU M agantaunm
nepcoHana

CornacosbiBaTb meponpuAaTnAa agantaunm U CTaXXMpoBknU C BO3MOXHOCTAMU
npon3soacTBa




|_|p0M3BOAVITb dHa/In3 MU OUEHKY pe3ysibTaTOB adanTaulnn uU CTa*XUPOBOK
nepcoHana

CoctaBnATb NPenoXKEHUA U KOHTPO/IMPOBATb CTaTbW PaAcXodoB Ha
NPOrpamMmmbl U MeponpuATUA MO aganTalmMn U CTAXKMPOBKE MepcoHana ans
NAaHWMpPOBaHUA BIOAXKETOB

Mpon3BoguTb OUEHKY 3POEKTUBHOCTM MEpPONpUATUIA Mo ajanTaumm U
CTaXKMPOBKe NepcoHana

BHeapATb cMcTeMbl BOB/ieYEHUA PabOTHUKOB B KOPMOPATUBHYIO KY/IbTYpYy

Mcnonb3oBaTtb MHd)OpMaLIMOHHbIe CUCTEMBbI M 6a3bl AadHHbIX NO NepCoHany

Cobnt0aaTb HOPMbI 3TUKM AEN10BOT0 06LEHMSA

Heobxoanmble 3HaHUA

MeToabl aganTaunm n CTaxMpPOBOK

TexHoNOrMM, MeToLbl U METOANKM NPOBEAEHMA aHaIM3a U CUCTEMATM3ALUN
OOKYMEHTOB U MHpOpMaLLUK

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

MopagoK CcoOCTaBNeHMs CMeT 3aTpaT Ha ajanTauuio U CTaKMPOBKY
nepcoHana

MopAagoK BefdeHMA yyeTa M OTYETHOCTM MO afdanTaumm M CTAXMPOBKE
nepcoHana

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

TexHonorMn 1 metoabl GOPMUPOBAHUA U KOHTPOAA BloaXKeTOB




OcHoBbI TEXHONOTUN npon3sBoAacTBa U AeATENbHOCTUN OpraHn3aunn

OcHoBbl 06LWEeN U cOUMANbHON MCUXOJIOTUWN, COLMONOTUM U MCUXONOTUN
TpyAda

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

TpyAoBoe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPXKaLlMe HOPMbI TPYA0BOro
npasa

OcHOBbI HaNIOroBOro 3aKoHoAaTeNnbcTBa Poccuiickoit deaepaumm

3akoHoaaTenbcTBo Poccuitickon Pegepaumm o nepcoHanbHbIX AaHHbIX

JloKanbHble HOPMATUBHbIE aKTbl OpPraHMU3aumu, peryampyrouwme agantaumio
N CTa*XMPOBKY NepcoHana

OcHOBbI OKYMeHTO060pOoTa N AOKYMEHTaLMOHHOro obecrneveHums

MopAAOK 3aKN0YEHUA AOFOBOPOB (KOHTPAKTOB)

HopMmbl 3TUKM AenoBoro obLeHus

basoBble OCHOBBI NHOPMaTUKNY, CTPYKTYpHOE nocTpoeHune
MHPOPMALMOHHbBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

Jpyrve xapaktepuctmku

3.4.4. TpypoBaa yHKUMA

HanmeHoBaHue

ALMUHUCTPUPOBAHKE MPOLLECCOB U

adanTaunn U CTaXXMpPOBKeE NepCcoHana

OKYMeHTO060pOoTa No PasBUTUIO U YposeHb
AOKY P o P Kog, D/04.6 |(noaypoBeHb)
npodeccrnoHanbHOM Kapbepe, 0byyeHuto,
KBasnbuMKaumnm




MpouncxoxaeHne TpyLoBOW
OYHKUMM

3anmcTeBoBaHO
OpuruHan X
N3 OpuUrnMHana
Kog PerncrpaumoHHbIn
opuUrnHana HOMep
npodeccMoHanbHOro
CTaHZapTa

TpyaoBble AencTemA

AHanns npoueccos, NpPasua M NOPAAKOB OpPraHM3aLUMK Npu NpPoBeAeHUU
MEPOMNPUATUIA NO PasBUTUIO U NPOPECCUOHaNIbHOM Kapbepe, obydeHuto,
aJanTaumn 1 CTa’KMPOBKe NnepcoHana

[oKkymeHTauyoHHoe odopmaeHUe pesyabTaToB MePONPUATUA MO PA3BUTUIO
MU npodeccMoHanbHOW Kapbepe, 06y4eHUIO, aganTauMM W CTaXKMPOBKE
nepcoHana

MoAroToBKa WHAMBMAYA/bHBIX TMPEAJIOKEHUA Ha OCHOBE pe3y/ibTaToB
NpoBeLEHMA MEPONPUATUIN NO PA3BUTUIO U NPOodEeCcCMOHANbHOM Kapbepe,
0byyeHu o, a4anTaLMmM 1 CTaXKMPOBKE NepcoHana

MoaroToBKa NpeaoXKeHWW MO COBEPLUEHCTBOBAHWUIO CUCTEM OOyYeHMs,
aflanTauum M CTa’KMPOBKM, PA3BUTUA W MOCTPOEHUA NpPodeccUoHaNbHOM
Kapbepbl NepcoHana

ConpoBoXAeHWe  OOrOBOPOB MO OKa3aHUK  KOHCY/bTALMOHHBIX,
MHOOPMAUMOHHBIX YCAyr, Heobxogumblx Ana npoBeAeHua obyyeHus,
aflanTauMm U CTa*KUPOBOK, PA3BUTUA WM MOCTPOEHUA NpodeccMoHaNbHOM
Kapbepbl MNepcoHana, BKAYaA npeagapuTeNibHble npoueaypbl Mo MX
3aK/IOYEHMIO

BbinosHeHWe TpeboBaHMI NO XpaHeHW0 MHOOPMALMM O pesysbTaTax
obyyeHus, adanTauMuM U CTAKMPOBKW, pPasBUTUA U MOCTPOEHUSA
npodeccroHanbHOM Kapbepbl NEPCOHANA




Heobxoavmble ymeHUn

OdopmnaTb AOKYMEHTbI N0 BoMNpocam nposBegeHna obydeHnsn, agantaumm u
CTa’KMPOBKKW, pPa3BUTUA W NOCTPOEHUA NPOdECcCUOHANbHOW Kapbepbl
nepcoHana, npeaocrasnasemble B rocy4apcTBeHHble opraHbl,
npodeccnoHanbHble CO3bl U ApyrMe npeacTaBUTENbHblE  OpraHbl
paboTHUKOB

ObecneunBaTb AOKYMEHTALMOHHOE COMPOBOXAEHME 0byYeHuMs, aganTaumm
M CTa)KMPOBOK, PasBUTMA WM MNOCTPOEHUA NPOdEeCcCMOHaNbLHON Kapbepsbl
nepcoHana

AHanusunpoBaTb nNpaBuna, npoueaypbl U NOPAAKU NPoBeAeHMA 00ydYeHus,
aganTauMn U CTaXKMPOBKWU, PasBUTUA U MOCTPOEHMA NPodeccUoHaNbHOM
Kapbepbl NepcoHana

OpFaHM3OBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUU C Tp86OBaHVIﬂMM
3aKOHOOaTeNbCTBa Poccuiickom CDep,epau,MM N NNOKaZIbHbIMMN  aKTaMu
opraHunsauuun

AHann3npoBaTb  AOKYMEHTbI " nepeHocuTb  uMHbOpmauuio B
MHGOPMAUMNOHHbIE CUCTEMbI M 6a3bl JAHHbIX

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

Pabotatb Cc WHPOPMALMOHHBbIMM cuUcTeMamm W 6aszamum  AaHHbIX MO
BOnpocam 0byyeHus, adanTaumm U CTaXKUPOBKU, Pa3BUTUA U MOCTPOEHMA
npodeccMoHaNbHOM Kapbepbl MepcoHana, BEAEHUS yyeTa KaHAMAATOB Ha
BAKaHTHblE AO/IKHOCTU (Mpodeccum, cneumanbHOCTH)

BecTu aenosyo nepenmcky

Cob6ntogatb HOPMbI 3TUKK AeN0BOro 06LLeHUsA

Heobxoanmble 3HaHNA

Mopanok Od)OpM}'IeHVIH, BeAeHNA N XpaHeEHNA AOKYMEHTALUN, CBA3aHHOM C
cuctemon o6yquvm, adanTaunn n CTa*XMpPOBKU, pPa3BUTUA U MNOCTPOEHUA




npodeccroHanbHOM Kapbepbl NEPCOHANa

Mopagok d¢opmMpoBaHMA, BedeHUs OaHKa [OaHHbIX O MepcoHasne
OopraHM3aunu U NpeaocTaBleHNa OTYETHOCTH

HopmaTuBHble MpPaBOBble aKTbl, Peryavpylowme npasa M 06A3aHHOCTM
rocyAapCTBEHHbIX OPraHOB M OpraHM3auMmn No NpeaoCcTaB/eHN0 yYeTHOM
AOKYMeHTauum

MopAAoK opopmaeHNA AOKYMEHTOB, NPeAoCTaBAAEMbIX B FOCYAapCTBEHHbIE
OpraHbl M UHble OpraHMn3aLmm

OcHosBbl AOKYMEHTOO60pOTa N AOKYMEHTAUMOHHOIo obecnevyeHus

MopadoK npoBedeHWs  3aKyMoOYHbIX  npoueayp W odopmiaeHus
CONYTCTBYIOLLLEN AOKYMEHTALUK

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

TpyaoBoe 3aKOHOAATENLCTBO M MHbIE aKTbl, COAEPrKallme HOPMbI TPYA0BOro
npasa

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMaTMBHbIE MNPABOBbIE aKTbl
Poccuiickolt deaepaumu, B 4acTh BeAeHUA AOKYMEHTAL MM No nepcoHany

OcHoBbI HaNOroBOro 3akoHoZaTenbCTBa Poccuitckoit Pegepaumm

3aKkoHoaaTenbcTBo Poccuiickoin Pegepauumm o NepcoHanbHbIX AaHHbIX

TexHonorMmn, MeToapl U METOAMKM NPOBeAeHMA aHaAn3a U cucTemaTm3aumm
AOKYMEHTOB M nHdopmaunm

JloKanbHble HOPMATMBHbIE aKTbl OPraHM3auMuM, peryanpylowme nopagok
pasBUTMA M  MNOCTPOEHMA NPOdEeccMoHaNbHOW Kapbepbl, 06y4YeHus,
afilanTauum 1 CTaXKMPOBKM NepcoHana




MopAaoK 3aKNOYEeHUs AO0rOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKM fenoBoro obLeHns

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

Lpyrve xapakTepuctmkm

3.5. O606LwweHHas Tpyaosaa GyHKLMA

€eATeNbHOCTb MO OpraHM3auum Tpyaa u YpoBeHb
HanmeHoBaHue A P 4 PYA Koa E P 6
onnaTbl NnepcoHana KBaMPUKaunm
MpouncxoxaeHne
o o 3anmcTBoBaHO
0606L1eHHOM TPYA0BOW OpwuruHan X
N3 opuUrnHana
dYHKUMM
Koga PerncrpaumoHHbIN
opurMHana HOMmep
npodeccnMoHanbHOro
CTaHZapTa

Bo3moxHble
HaMMeHOBaHMA
[ONIKHOCTEN, npodeccuin

CnewuyMannct No HOPMUPOBAHUIO M onnaTe Tpyaa
CneumManucT no opraHnsaumMm n onaarte Tpyaa
Cneumanunct No KOMMNeHcaumam 1 brotam
CneuuManunct no nepcoHany

MeHezaep no nepcoHany

TpeboBaHuA K
06pasoBaHUto U 06yYeHUIo

Bobicwee obpasoBaHue
[ononHutensHoe npodeccroHanbHoe 06pasoBaHMe - NPOrPamMmmbl




HpO(I)ECCMOHaﬂbHOIZ nepenogrotoBku B obnactu 9KOHOMMWKMU,
HOPMUPOBAHNA N ONNaTbl TPyAa, Nporpammbl NOBbIWEHUA KBaIWICbVIKaLI,MM

TpeboBaHuA K ONbITY -
npaKkTU4eckom paboTbl

Ocobble ycnoBmA Aonycka K
paborte

Lpyrvue xapakTepuctmkm

[ononHUTeNbHbIE XapaKTepUCTUKK

HanmeHoBaHWe JOKYMEHTa Koa HanmeHoBaHKWe 6a30B0oM rpynnbl, 4OKHOCTU (Npodeccunm)
WY cneunanbHoCTH

OK3 2412 Cneumannctbl No Kagpam u npopopueHTaymm
3423 Cneumannctbl KaZpoBbIX CAYXKO N yupeKaeHUI 3aHATOCTH
EKC - MHKeHep N0 HOPMUPOBAHUIO TPYAA

- TexHuK no Tpyay

- SKOHOMMUCT NO TpyAy

- MeHezaKep no nepcoHany

oKnAaTpP 27755 SKOHOMMUCT NO TpyAy

22956 MHCcneKTop nNo Kagpam

3.5.1. Tpyposasa GyHKUMA
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HanmeHoBaHue

OpraHusaums Tpyaa nepcoHana YpoBeHb

Kopa, E/02.6 |(noaypoBeHb) 6

MpoucxoxaeHne TPyLOBOM
dYHKUMM

KBaMPUKauum
3anmcTBoBaHO
OpuruHan X
N3 opuUrnHana
Koa PernctpaumoHHbIn
opurMHana HOMmep
npodeccMoHanbHOro
CTaHZapTa

TpyanoBble AencTeus

AHanu3  ycnewHblX  KOPMOPATMBHbLIX MNPaKTUK MO  OpraHM3auumu
HOPMMPOBaHUA  Tpyda AOAA  Pas3/UYHbIX  KaTeropuit  nepcoHana,
ocobeHHOCTeN NPOMU3BOACTBA M AEATENBHOCTU OpraHMn3aLmm

PaspaboTka cucTeMbl OpraHM3aumMM Tpyaa nepcoHana W nopsaaka
HOPMMPOBaHMA TPyAa Ha Pabounx MecTax C OLeHKOM 3aTpaT Ha NepcoHan

BHeapeHMe cUCTEMbl OpraHMsauuuM Tpyda MEepPcoHana W KOHTPOAA Hag
HOPMWPOBAHMEM C onpegeneHnem  TPYAOEMKOCTM, HOPMAaTUBHOWM
YyMcAeHHOCTH, rpadrKoB paboT 1 yCNoBMIA ONAaTbl TPyAaA NepcoHana

BbisiBieHWEe pe3epBOB MOBbILEHUS NPOU3BOAUTEIBHOCTM TPYAa U KauyecTsa
HOPMWPOBaHUA TPyZa, MOArOTOBKA MPEAJ/IONKEHUIA MO U3MEHEHUAM
YC/I0BUI M onaaTbl TpyZa NepcoHana

MoAroToBKa NpeaoXKeHUin No GopMUPOBaHUIO BIoAyKeTa Ha OpraHM3aLmIo
TpyAa nepcoHana

OnpegeneHne 3¢pdeKTUBHOCTM pPaboTbl CUCTEMbI OpraHM3auuu Tpyaa w
HOPMWPOBaHUA TPyAa Ha Pabounx mectax




Heobxoavmble ymeHUn

BHeapsaTb MeToAbl paLMoHaibHOW OpraHn3aLLmMm Tpyaa

Pa3pabaTbiBaTb NAaHbI OPraHNU3ALMOHHBIX U TEXHUYECKMX MEePONPUATUIA MO
NOBbILIEHMIO MPOMN3BOAUTENBHOCTM TPYAA

AHanu3MpoBaTb COCTOAHWE HOPMMPOBAHMA TPYyAAd, KayecTBO HOPM,
nokasate/siei no Tpyay

AHannsnpoBaTb 3PpPEKTUBHOCTb pPabOTbl CUCTEMbI OpraHusaumMm Tpyaa
nepcoHana U HOPMUPOBAHKUA TPyAa Ha paboumx mecTax

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

Pabotatb ¢ WHPOPMAUMOHHBIMU cUCTEMamMM UM 6Haszamu  AaHHbIX MO
HOPMMPOBAHUIO U onnaTe TpyAa nepcoHana

Pa3pa6aTbIBaTb n Od)OpMI'IFITb AOKYMEHTbI NO HanpaBaeHUIO AeATE/NIbHOCTU

Cob6/1t04aTb HOPMbI STUKM A€N10BOro 06LLEeHUA

Heobxoanmble 3HaHUA

MeToap! y4eTa M aHanM3a NnokasaTtenen No Tpyay v onaate Tpyaa

MeToapl onpeAeneHusi, OLEHKM W CPaBHEHMS MPOM3BOACTBEHHOM
WHTEHCMBHOCTU M HaMNpPAXKeHHOCTU Tpyaa

MeToabl HOpMUPOBaHUA TPyAa

MexoTpacnesble U OTpacneBble HOPMaTMBbI TPYAOBbIX 3aTpaT

CoBpemeHHble GOpMbI, CUCTEMbI ONAaTbl M ydYeTa MPOU3BOAUTENLHOCTU
TpyAa nepcoHana

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




TexHonorMm n metoabl d)OpMVIpOBaHWr'I N KOHTpPOAA 6I-OA)K€TOB

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

OcHosBbl AOKyMEHTOOGOpOTa N AOKYMEHTAUMOHHOIo obecneyeHus

Mopagok TapuduKaumm paboT M pabouymx, yCTaHOBAEHMUA AONKHOCTHbIX
OKNagos, Aonnat, HaabaBok M KoapduumeHTOB K 3apaboTHoi nnaTe,
pacyeTa CTUMYANPYIOLWMX BbinaaT

TapudHo-KBanMdUKaLMOHHbIE CMPABOYHUKM paboT u npodeccuit paboumx
N KBA/IMOUKALMOHHbBIE XapaKTEPUCTUKM LONKHOCTEN CAYMHKALWMX

OcCHOBbI TEXHONOMMKW NPOU3BOACTBA U AEATENbHOCTM OpraHu3aunm

CTpyKTypa OpraHusaumMm M  BaKaHTHble AO/MKHOCTM  (npodeccuu,
cneuunanbHoCTH)

KagpoBas nosnTMKa 1 cTpaTerns opraHnsaumm

JKOHOMMKaA TpyAa

OcHOBbI 06lENn N coUMaNbHOM MCUXONIOTUU, COLMOJIOTMN U TMCUXON0TUMU
TpyAa

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

OcHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATUBHbIE NMPABOBblE aKTbl
Poccuitckoit DepepaLmm, B 4aCTu BeAeHUA AOKYMEHTALMM NO NePCOHany

OcHOBbI HAaNOrOBOro 3aKkoHoaaTebeTBa Poccuiickot Peaepauun

3aKoHoAaaTenbcTBo Poccuinickon Peaepaumm o NepcoHanbHbIX AaHHbIX




JloKkanbHble HOPMATUBHbIE aKTbl OpPraHmsauluun, peryampyrowme nopAaaok
opraHunsauunn Tpyaa 1 HOpMmUpoBaHNA NepCcoHana

MopagoK 3aKNHYEHNA AOTOBOPOB (KOHTPAKTOB)

Hopmbl 3TMKKN aenosoro obuieHua

basoBble OCHOBbI MHOOPMATHKK, CTPYKTYpHOE nocTpoeHue
MHOOPMALMOHHBIX CUCTEM M 0COHBEHHOCTM PAabOoTbl C HUMM

[pyrve xapakTepucTnkm

3.5.2. Tpyposasa ¢pyHKUMA

HanmeHoBaHue

OpraHu3auma onaatbl TpyAa nepcoHana YpoBeHb

Kopa, E/01.6 |(noayposeHb) 6
KBanmMduKaumum

MpouncxoxaeHne TpyLoBOW
bYHKUMM

3anMCcTBOBAHO
N3 opuUrnHana

OpuruHan X

Kog PernctpaumnoHHbIi
opurnHana HoMep
nNpo¢deccnoHanbHOro
CTaHAapTa

TpyaoBble aencTena

AHanM3 ycrewHbIX KOPnopaTUBHbIX MPaKTUK MO OpraHuM3aumMmM cucTembl
onnaTbl TPyAa nepcoHana

PaspaboTKa cucTembl onaaThbl TpyAa NnepcoHana

dopmupoBaHMe  nnaHoBoro  broaxkeTa  ¢oHaa  onsatel  TPyAa,




CTUMYNNPYHOWNUX N KOMNEHCALLMOHHDbIX BbiNaT

BHeApeHMe cucTembl OnnaThl Tpyaa nepcoHana

MoAroToBKa NpPeanoXKeHWii Mo COBEPLUEHCTBOBAHMIO CUCTEMbI OMAThI
TpyAa nepcoHana

Heobxognmble ymeHUs

CoctaBnATb M KOHTPO/IMPOBaTb CTaTbM PACXOA4OB Ha onaaty Tpyaa
nepcoHana Ana nnaHMpoBaHua 6oaxetos 1 poHA0B

anMEHﬂTb TEXHON0TUN MaTepmaanoﬁ moTuBauun B ynpassieHUU
nepcoHaiom

PaspabatbiBaTb KOHLEMUUIO MOCTPOEHUA MOTMBALMOHHBIX MNPOrpamm
pPabOTHNKOB B COOTBETCTBUM C LIeIAMM OpraHn3aumm

AHanu3MpoBaTb COBPEMEHHbIE CUCTEMbl ONAaTbl M MaTepuabHOM
(MoHeTapHoOI) MOTMBaUMY TPYAA ONA Leneil opraHnsaumm

AHann3MpoBaTb YPOBEHb OMJIaTbl TPyAa MEepcoHana MO COOTBETCTBYHOLLMM
npodeccnoHanbHbIM KBanndUKaLmMam

MpoBOANTL MOHUTOPUHT 3apaboTHOM NAaTbl Ha PbIHKE TPyAa

AHannsnposaTb GOpMbl MaTePUasIbHOrO CTUMY/IMPOBAHMA, KOMMEHCALNA U
NbroT B ON/aTe TpyZa nepcoHana

PaboTaTb ¢ MHOOPMALMOHHBIMM cUCTEMaMK M 6asammn AaHHbIX NO onaaTte
TpyAa nepcoHana

CocTaBnATb NPOrHO3bl PA3BUTUA ONAATbI TPYAa NepcoHana

Cob6nt0aaTb HOPMbI 3TUKK Ae10BOro 06LeHMs

Heobxoanmble 3HaHUA

(DOprI N CUCTEMDI 33pa60THOVI naatbl, NOPAOOK COCTaB/1eHUA 6}OA)KETOB




Cuctembl, MeToabl M  GOpPMbl  MaTepuanbHOr0O M  HEMaTepuasibHOro
CTUMYNIMPOBaHUA TpyAa NepcoHana

TexHoNnorMM n metoabl GOPMMPOBAHNA U KOHTPOAA BloaxKeToB 1 GOHA0B

MopadoKk TapuduKkaumm paboT M pabounx, YCTAHOBNEHMSA AONKHOCTHbIX
OKNagoB, fonnaTt, HaabaBok M KoadpoduumeHTOB K 3apaboTHOM nnate,
pacyeTa CTUMY/IMPYIOLMX BbINAaT

MeToabl onpeaeneHna YNCNeHHOCTM paboTHMKOB

TapupHO-KBaNMPUKALMOHHBIE CNPABOYHNKN PaboT 1 npodeccuin paboumx un
KBa/IMOUKALMOHHbIE XapaKTEPUCTUKM LOKHOCTEN CNYXKaLMUX

MeToapbl y4eTa 1 aHaM3a NoKasaTtesien no Tpyay v 3apaboTHoM niate

TexHonorumn, MeToasl U MeTOAMKM NPOBEeAEHMA aHaMU3a U CUCTEMATM3aumUn
AOKYMEHTOB M MHopMauum

KagpoBas NonnTMKa M cTpaTernsa opraHnsaumm

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

TpyL0BOE 3aKOHOAATENLCTBO U MHbIE aKTbl, COAEPMKALLME HOPMbI TPYAOBOIO
npasa

OcHOBbI Ha/I0roBOro 3aKoHoAaTeNbecTea Poccuiickoit deaepaumm

3aKoHogaTenbcTBo Poccuiickon depepaupnm o NepCcoHasIbHbIX AaHHbIX

JloKanbHble HOPMATUBHbIE aKTbl OpraHuM3auuu, peryavpytowme onaaty
TpyAa

OcHoBbI TEXHONOTUN npon3sBoAacTBa U AeATENbHOCTUN OpraHn3aunn




OcHosBbl ,CI,OKYMeHTOO60pOTa N AOKYMEHTALMOHHOIo obecneyeHus

MopAaoK 3aKNtO4YeHUs JOrOBOPOB (KOHTPAKTOB)

OcHoBbl 06LWel U COUMaNbHOW MCUXONOTUM, COLMONOTUN U MCUXONOTUK
TpyAa

Hopmbl 3TUKM AenoBoro obLieHns

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

Lpyrve xapakTepuctmkm

3.5.3. Tpyposasa GyHKUMA

ALMUHUCTPUPOBAHME NPOLLECCOB U YpoBeHb
HavmeHoBaHMe |A0KyMeHTOO60pOTa Mo BOoNpocam Kopa E/03.6 |(noayposeHb) 6
opraHusaummn Tpyaa v onsatbl epcoHana KBanmdukauum

MpowncxoxaeHwe TpyaoBOWM
bYHKLMK

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

TpyaoBble AencTaus

AHann3s npoueccos I/.'J,OKYMeHTOO6O|Z)OTa, JNNIOKa/ZIbHbIX AOOKYMEHTOB nNO
BOMpPOCam OopraHunsaunm onnatbl U TPyAa NepcoHana

OdopmneHre LOKYMEHTOB MO BONPOCaM ONAATbl U TPyAa NepcoHana




Moarotoska I'Ipe,CI,I'IO)KeHMVI no BOMNpoCam onnatbl U Tpyaa NepCcoHana

MoarotoBKka NPeAsIoXKEHUA MO COBEPLLIEHCTBOBAHUIO CUCTEMbI OMAaThl M
opraHusauuu Tpyaa nepcoHana

l£|,OKYMEHTE:ILI,MOHHOE M OpraHn3aunoHHOE conpoBOoXAeHUNE CUCTEMbI
OopraHmnsaunn n onnatbl Tpyda NepcoHana

MoarotoBka M o06paboTKa 3anpocoB M YyBeAOMIEHMN O pPaboTHMKax B
rocyZapcTBeHHble  OpraHbl, NPoOdeccUoHanbHble COK3bl U Apyrue
npeactaBuTesibHble  OpraHbl  PaboTHMKOB, MO CUCTEMAM ONAathl WU
opraHusauuu Tpyaa nepcoHana

ConpoBoOXAeHWe  OOrOBOPOB MO OKa3aHUK  KOHCY/IbTAUMOHHBIX,
MHPOPMALMOHHBIX YCAYr MO CUCTEMaM OMJaTbl WM OpraHuMsauum Tpyaa
nepcoHana, BKAOYan nNpegBapuTesibHble NpoLueaypbl No UX 3aKAH0HEHMIO

Heobxoanmble ymeHUn

ObecneunBatb AOKYMEHTAUMOHHOE conpoBoXaeHne MepOI'IpMFITMﬁ no
onnate n opraHn3aunm Tpyaa nepcoHana

OdopmnaTb [AOKYMEHTbl MO BOMPOCAM OMJIaTbl U OpraHuWsaumMu Tpyaa
nepcoHana, npegocTasasemble B rocyZapCTBeHHble OpraHbl,
npodeccuoHanbHble COH3bl W ApyrMe MpeacTaBUTE/IbHblE  OpraHbl
paboTHMKOB

AHannsmMpoBaTb HOPMATUBHbIE U MeTOANYEeCKMe AOKYMEHTbl NO BOMNPOCam
onnatbl W OpraHn3aunun Tpyda nepcoHana

OpraHM30BbIBaTb XPaHEHME AOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMU
3aKoHogaTenbctBa Poccuiickot Pepepaumm U NIOKA/bHbIMKM - aKTaMMu
opraHmsaumm

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

Pabotatb ¢ VIHd)OpMaLI,VIOHHbIMM cuctemamm 1M 6asamu AaHHbIX MO




Cncremam onnatbl U OpraHn3aunn Tpyga nepcoHana

MpounsBoguTb MNpenBapuTesibHble 3aKyrnoyHble npoueaypbl M odopmMAaATb
COMYTCTBYIOLLYIO OKYMEHTALMIO MO 3aK/HOYEHUIO JOTOBOPOB

BecTu aenosyto nepenmcky

Cob6nt04aTb HOPMbI 3TUKW Ae10BOr0 06LeHMA

Heobxoanmble 3HaHUA

nOpﬂ,D,OK Od)OpMJ'IeHVIFI, BeAeHUA N XPaHEHNA OOKYMEHTaUUN No CUCTEMAM
onnatbl N OpraHn3aunun Tpygda nepcoHana

HopmaTuBHble MpaBoOBble aKTbl, peryavpylolme npasa U 06A3aHHOCTM
rocyAapCTBEHHbIX OPraHOB M OpraHM3auvmn No MPeaoCTaBAEHUI0 YYeTHOM
JOKYMEHTaL MM

TexHonorumn, MeToasl U MeTOAMKM NPOBEeAEHMA aHaMU3a U CUCTEMATM3aumUn
AOKYMEHTOB M MHopMaunm

JloKanbHble HOPMAaTMBHbIE aKTbl OpPraHuM3auMu, peryanpylowme nopaaok
onnathbl, OpraHN3aLUMM 1 HOPMMPOBaHMA TPYAa

OcHosBbl AOKyMeHTOO60pOTa N AOKYMEHTAUMOHHOIo obecneveHus

Mopagok ¢dopmmnpoBaHMA, BedeHWa 6GaHKa L[aAHHbIX M NpPeaocTaBAeHUA
OTYETHOCTM MO CUCTEMaM OMaTbl M OpraHU3aLMu Tpyaa nepcoHana

TpyAoBOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYA0BOIO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMATUBHbIE MPABOBbIE aKTbl
Poccuiickoli ®eaepaumu, B YacTu BeAeHUA AOKYMEHTaLMM No NepcoHany

OcHOBbI Ha/I0ro0BOroO 3aKoHoAaTebeTBa Poccuiickot deaepaumm

3aKkoHoZaTenbcTBO Poccuitickon Pegepaupmmn o NepcoHanbHbIX AaHHbIX




MopAaoK 3aKNtOUYEeHUs [OrOBOPOB (KOHTPAKTOB)

MopagoK  npoBegeHMA  3aKyno4yHbiX  npoueayp Y odopmaeHus

COMYTCTBYIOWLEN AOKYMEHTALUN

Hopmbl 3T1KKM aenosoro obweHna

basoBble OCHOBbI MHOOPMATHKY, CTPYKTYpHOE NnocTpoeHune

MHGOPMALMOHHbBIX cUcTEM U ocobeHHOCTU paboTbl C HUMK
Jpyrue xapaktepmucTnkm -
3.6. 0606LeHHas TpyaoBas GyHKLMA

eATeNIbHOCTb N0 OpraHM3aumm YpoBeHb
HanmeHoBaHue A o P Li Koa F P 6
KOPMNOPATMBHOM COUMANbHOM NOJNTUKM KBanmuduKaumum
MpouncxoxaeHne
. . 3anMmcTBOBaHO
0606uweHHoM TpyaoBomn OpuruHan X
N3 opuUrMHana
bYHKUMM
Kog PernctpaumnoHHbIi
opurnHana HoMep
nNpo¢deccnoHanbHOro
CTaHAapTa

Bo3moxXHble
HaMMeHOBaHMA
[ONKHOCTEM, npodeccuit

Crneumanunct no coumanbHbIM Nporpammam

Cneuwmanuct no pabote ¢ NpeacTaBUTENbHBIMU OpraHammn PaboTHUKOB

CnevwmanucT no KOpnopaTUBHOM COLMANBbHOM NOINTUKE
Cneuumanuct no nepcoHany
MeHezKep no nepcoHany




TpeboBaHuA K Bbicwee obpasoBaHue
06pasoBaHuio M 0byyeHUto | [lononHUTeNbHOE NpodeccroHanbHoe 06pasoBaHMe - NPOrPamMmMbl

HpOd)ECCMOHaﬂbHOﬁ nepenogrotoBkv m nporpammeobl NoBblWEHUA
KBal'IMd)MKaLI,MM B 0bnactu coumanbHbIX Nporpamm

TpeboBaHuA K ONbITY -
NpPaKTUYecKon paboThl

Ocobble ycnosus gonycka K
paboTte

Jpyrve xapaktepuctuku -

[ononHnTeNbHbIE XapaKTepUCTUKK

HanmeHoBaHWe AOKYMEHTA Kopg HanmeHoBaHMe 6a30B0oi rpynnbl, A0AXKHOCTU (Npodeccun)
WY CneumnanbHOCTH
OK3 2412 Cneumanunctbl No Kagpam u npodopueHTaumm
3423 Crneumannctbl KagpoBbIX CAYKO U yupeRaeHUI 3aHATOCTH
EKC - Cneumannct no Kagpam
- MeHeaKep no nepcoHany
oKnAaTp 27755 SKOHOMMUCT MO Tpyay
22956 MHCcneKTop No Kagpam
OKCO - -

3.6.1. Tpygosasa GyHKUMA
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HanmeHoBaHue

Pa3paboTka KOpnopaTUBHOMN coLMaNbHOM YpoBeHb

MpoucxoxaeHne TPyLOBOM

dYHKUMM

NONUTUKN Kog, F/01.6 |(noaypoBeHb) 6
KBaMPUKauum
3aMMCTBOBAHO
OpuruHan X
N3 OpuUrnHana
Koa PernctpaumoHHbIn
opurMHana HOMmep
npodeccMoHanbHOro
CTaHAapTa

TpyanoBble AencTeus

AHanus YCNewHbIX KOPNopaTUBHbLIX MPaKTUK NO OpraHn3aunm coumanbHOro
napTHEpPCTBa, COLI,MEU'IbHOVI OTBETCTBEHHOCTU U COLLMANIbHbIX NpOrpamm

Pa3paboTka KOPNOPaTUBHBIX COLMANBHBIX MPOrpaMm

Pa3pa60TKa CncTembl BbiNNaT pa6OTHMKaM COUMANbHbIX NblroT

OpraHusauua neperoBopoB ¢ NPodecCcoHaabHbIMU COO3aMU U APYrMMU
npeAcTaBUTeIbHbIMU opraHamu paboTHMKOB, 06LecTBEHHbIMK
opraH13aunAmMK, B3aMmMoaencTBme ¢ rocyfapcTBEHHbIMM OpraHamm

MoAaroToBKa nNpeanoxkeHwin no d¢opmupoBaHuio 6Bloa)KeTa B 4acTu
obecneyeHnn KOPNOPaTUBHOM COLLMANBbHOM MOAUTUKN

HeobxoamMmble ymeHus

Onpepenatb  uenesble  rPynnbl  NepcoHana  Ana  pa3paboTku
CMeumanm3npoBaHHbIX COLMaANbHbIX MPOrpamm

[doBoauTb MHPOPMALMIO O couManbHbIX MPOrpaMmax A0 LeneBblX rpynn
nepcoHana ¢ MCNob30BaHNEM UHCTPYMEHTOB BHYTPEHHUX KOMMYHUKaLNIA

Onpeaenatb KPUTEPUU U YPOBHM YA0BNETBOPEHHOCTM NEPCOHANa




Mcnonb3oBaTb MaTepualibHble M HemaTepuasbHble CUCTEMbl, METOAbl U
bopMbl MOTMBALMK B YNPaBJEHUN NEPCOHANIOM

Onpepenate 06bemMbl CPeAcTB AAA pPeanv3auum COUManbHbIX FapaHTUi,
KOPMOPATMBHbIX /IbIOT U WHbIX 3/IEMEHTOB KOPNOPATUBHbLIX COLMANBHbIX
nporpamm gns GopmupoBaHma 6104KETOB

Coctanatb u KOHTPO/IMPOBATb CTaTbM pPaCXogoB Ha CouuanbHble
nporpammobl anAa Nn1aHNPOBaHUA 6lO,D,)KeTOB

Mpon3BoauTb NpeaBapuTesibHbie 3aKynoyHble npoueaypbl U obopmaeHne
COMYTCTBYIOLLEN AOKYMEHTALUN MO 3aK/1H0YEHNI0 AOTOBOPOB

Cobntoaatb HOPMbI 3TUKK AeN0BOoro 0bLieHus

Heobxogumble 3HaHWUSA

MopsAadoK M meToabl pa3spaboTKM MAaHOB M MPOrpamm COLMaAbHOro
pa3BUTUA OpraHn3aLmnm

MeTozabl aHann3a BbINOJHEHMA COLMANbHbIX MPOrpamMmm W OnNpeaeneHns mux
3KOHOMMYECKOMN 3PPEKTUBHOCTU

Cuctembl, MeToabl M GOPMbl  MaTepuanbHOrO M HemaTepuasnbHOro
CTUMY/IMPOBAHMA TPyAa NepcoHana

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

MeToabl NpPOBEAEHUA  COLMONOTMYECKUX  MUCCNEeAO0BaHUMN,  U3yYyeHus
06LLEeCTBEHHOIrO MHEHMA

TexHonorMm, meToabl U METOAMKN NPOBEAEHUA aHaN3a U CUCTEMATMU3ALMUM
[OKYMEHTOB 1 UHbOPMaLuu

MopsfOK  MpoBeAeHMs  3aKYMO4YHbIX  Mpouesyp UM odOpMIEHUS
COMYTCTBYIOLWLEN AOKYMEHTAL MM

OcHosBbl I'IpOM3BO,CI,CTBeHHO[;1 AeATENbHOCTU OpPraHn3auunm




OcHoBbl 06Liet U COUMANbHOM MCUXOIOTUN, COLMOIOTUN U NCUXONIOTUM
TPyAa

CTpyKTYpa, uenu, cTpaTerva 1 Kagposasa NOAUTUKA OPraHM3aLmum

TpygoBoe 3aKOHOZATENbCTBO WM WMHblE aKTbl, COAEp)Kawue HOpMbI
TPYAOBOro Npasa

OcHOBbI Ha/1IOroBOro 3aKoHOAaTeIbCTBa Poccmitckon Pepepaumnm

HopmaTuBHble NpPaBOBble aKTbl, peryaupylowme npasa M 06s3aHHOCTU
roCyZlapCTBEHHbIX OpPraHoB, NPOdEcCMOHaNbHbIX COH30B W APYrux
npeAcTaBUTEbHbIX OpraHoB paboTHUKOB

3akoHogdaTenbcTBo Poccuinckon ®egepaumnm 0 NepcoHaibHbIX AaHHbIX

JloKanbHble HOPMaTMBHbIE aKTbl OpPraHU3auUUW, PEryanpylome MnopsaoK
bOpPMMPOBAHUA COLMANLHOMN NOAUTUKN

OcHoBbl MpPaBOBOro peryanposaHMa Poccuiickon ®Pepepaumm nopagKa
3aK/Il0YEHMM AOTOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKKN aenosoro obuieHua

basosble OCHOBbI NHPOPMaTUKN, CTPYKTypHOE nocTpoeHune
MHOOPMALMOHHbBIX CUCTEM U 0COBEHHOCTU PaboTbl C HUMM

[pyrve xapakTepucTnku

3.6.2. TpypoBaa ¢yHKUMA

HanmeHoBaHue

Peanunsauua KopnopaTMBHOM CoLMaNbHOM YpoBeHb

NONINTUKN

Kog, F/02.6 |(noaypoBeHb)
KBanmuduKkaumnu




MpowncxoxaeHne TpyLoBOW
OYHKUMM

3anmcTesoBaHoO
OpuruHan X
N3 OpuUrnMHana
Kog PerncrpaumoHHbIn
opurnHana HOoMep
nNpodeccnoHanbHOro
CTaHZapTa

TpyaoBble AencTemA

BHeapeHMe KOPMNOpaTMBHBLIX COLMaAbHbIX MPOrpamm, B TOM 4uciae Mo
COUMaNnbHOM NoaaepKKe oTAebHbIX FPYnn paboTHMKOB

Peannsaums cuctembl couMasibHbIX NbroT, BbINAaT PabOTHMKaM C y4yeTom
TpeboBaHMIM 3aKoHoAaTeNnbcTBa Poccuitckolt Pepepaunm

OueHKa YyOOB/METBOPEHHOCTM MepcoHana KopnopaTUBHOM coumasibHOM
NOAUTUKOMN

OueHKa 30PEKTUBHOCTU  MEPONPUATUIA  KOPMNOPATUBHOM  COLMANbHOM
NOSIUTUKM

MoAroToBKa  MpPeasioKEeHUI MO  COBEPLUEHCTBOBAHMIO  MEpPONpUATUIA
KOPMNOPAaTMBHOM COUMANbHOM NOJNTUKM

MoaroToBKa npeg/oxeHuit Nno GopmMMpoBaHMIO BlOAXKeTa Ha peanusauumio
KOPMopaTMBHOM COLMANbHOMN NONUTUKN U COLMANbHbIX MPOrpamm

Heobxoammble ymeHus

PaccunTbiBaTb 3aTpaTbhl Ha MPOBeAEHWE CMEeLMAnU3NPOBaHHbIX COLMAbHbBIX
nporpamm

MpoBOANTL MOHUTOPUHT yCNeLwWHbIX KOPMOPaTUBHbIX COLMANBHbIX NPOrpamm

MpoBOAMTL MEPONPUATUA B COOTBETCTBMM C KOPMNOPATMBHOW COLMANbHOM
NOJINTUKOM

Ol'lpeﬂ,e}'lﬂTb uenesble rpynnbl nepcoHana anAa CO34aHuA




cneunannsnpoBaHHbIX COUMaNbHbIX MPOrpamMmm

OnpeaenaTb KPUTEPUMN U YPOBHU YA0BIETBOPEHHOCTM NepcoHana

Onpegenatb 3GpPEKTUBHOCTb MEPONPUATUIA peannsyemoit KopnopaTUBHOM
COLMANbHOM MNOANTUKM

OpraHM30BbIBAaTb  B3aMMOZLENCTBME C TOCY[APCTBEHHBIMW  OpraHamm,
NpodeccMoHanbHbIMM COHO3aMM U APYTMMU NPeaCcTaBUTEbHbIMU OpraHamm
paboTHMKOB, 06LWECTBEHHBIMX M WHbLIMM OpraHM3auUMAMM MO BOMPOCAM
peann3aumnmn KopnopaTUBHOMN COLMANBHON NOANTUKN

AHa/'IM3M|DOBaTb PbIHOK Yycnyr no couuasabHbiIM U CneunainsnpoBaHHbIM
nporpammam cou,maanoﬁ nogaepXKM 4neHoB UenesbixX rpynn M rotoBuTb
npeanoxeHma no nx NoOCTaBLMKam

Mpon3BoauTb MnpeaBapuTesibHble 3aKynodHble npoueaypbl U 0POPMAATL
COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aKN0YEeHUI0 4Or0BOPOB

Cobntoaatb HOPMbI 3TUKK AeN0BOro 06LeHus

Heobxogumble 3HaHUSA

Bonpocb! ynpasaeHnsa coLmaabHbiM pasBUTUEM OPraHn3aLmm

MeToabl aHanM3a BbIMNOJAHEHMUA KOPMOPATMBHBIX COLMAbHbLIX NPOrpaMm M
onpeaeneHunsa nx 3kKoHOMM4Yeckom apPeKTMBHOCTH

Cuctembl, MmeTogbl, GOPMbI  MaTepUanbHOrO U HemaTepuasbHOro
CTUMY/IMPOBaHMA TPyAa NepcoHana

MeToabl NpPOBeAEHMA  COLMOOTMYECKUMX  MCCNedoBaHWi,  U3yyeHus
06LEecTBEHHOIro MHEHUA

TexHoNorMmn, MeToabl U METOAMKM MPOBEAEHUS aHaIM3a U CUCTEeMaTU3auun
AOKYMEHTOB M nHdopmaunmn

HopmaTuBHble NPaBOBble aKTbl, peryanpylowmne npasa M 06A3aHHOCTM




rocyapCcTBEHHbIX OPraHoB, MNPOQPECcCMOHaNbHbIX COH30B U APYrux
npeacTaBUTENbHbIX OpraHoB pPaboTHMKOB NO NpPeAoCTaB/leHUIO YYeTHOM
OOKYMeHTaLuuMm

MopagoK  npoBeAeHMA  3aKyMoOYHbIX  npoueayp W opopmaeHus
COMYTCTBYIOLLEN AOKYMEHTALMN

CTpyKTYypa, Wenu, cTpateris 1 KaapoBas NonTUKa opraHMsaumum

OcCHOBbI MPOM3BOACTBEHHOW AeATE/IbHOCTM OPraHn3aLmm

OcHoBbl 0b6Lelt M COUManbHOM MNCUXONOTUM, COLMONIOTUM U MCUXOOTUM
TpyAa

TpyaoBoe 3aKOHOAATE/IbCTBO M MHbIE aKTbl, COAEP Kalline HOPMbl TPYA0BOro
npaea

OCHOBbl apXMBHOIO 3aKOHOAATENbCTBA W HOPMAaTWMBHbIE MPaBOBble aKTbl
Poccuiickolt ®epepaumu, B YaCcTu BeAeHUA AOKYMEHTaLMM No nepcoHany

OCHOBbI Ha/I0rOBOTO 3aKoHOAaTeIbCTBA Poccuiickoit deaepavum

3aKkoHoaaTenbcTBO Poccuitckon Pegepaupmmn o NePCoHaNbHbIX AaHHbIX

JloKanbHble aKTbl OpraHM3auuu, pPeryanpylowme nopsagoK BHeApeHuA
COLMANIbHOM MOANTUKMU

MopAAOK 3aKN0YEHUA AOrFOBOPOB (KOHTPAKTOB)

HopMmbl 3TUKM AenoBoro obLeHus

basoBble OCHOBBI NHOPMaTUKNY, CTPYKTypHOE nocTpoeHune
MHPOPMALMOHHbBIX CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

[pyrve xapakTepuctnkm




3.6.3. TpyaoBana ¢yHKUMA

ALMUHUCTPUPOBAHME NPOLLECCOB U YpoBeHb
HanmeHoBaHMe |A0KyMeHTOO60pOTa Mo Bonpocam Koga F/03.6 |(noaypoBeHb) 6
KOpPMNopaTMBHOM COUMANbHON NOAUTUKN KBasinduMKaumnm

MpoucxoxaeHne TPyLOBOM
OYHKUMM

3aMMCTBOBAHO
OpuruHan X
N3 OpuUrnMHana
Koa PernctpaumoHHbIn
opurnHana HOMmep
npodeccnMoHanbHOro
CTaHZapTa

TpyanoBble AencTeus

AHanus npoueccos ,D,OKyMEHTOO60pOTa, NNIOKaJ/IbHbIX AOOKYMEHTOB nNO
BonpoCam KOpI'IOpaTVIBHOﬁ cou,maanoﬁ NONUTUKA

JOKyMeHTaunoHHoe odpopmneHune pes3ynbTaTos KOprnopaTUBHOM
COLMANIbHOM MOANTUKM

MoAaroToBKa NpeasioXKEHU MO PasBUTUIO KOPMNOPATUBHOM coumanbHOM
NONNTUKM

MogrotoBka  pe3y/nbTaToB  aHa/M3a  COOTBETCTBMA  KOPMNOPATUBHOM
COUMANbHON MNONAUTUKK TpeboBaHMAM 3aKoHoZaTesnbCTBa Poccuiickol
depnepaunn n ycioBUAM pbiHKa Tpyaa

JOKyMeHTauMoHHOe M OpraHn3auuMoHHOEe COMNpPOBOXAeHUe MepOI'IpMFlTMVI
KOpHOpaTMBHOVI cou,maanoﬁ NONNTUKU

MoarotoBka M 06paboTKa 3ampocoB M yBeAOMIEHWI O pabOTHUKax B
rocyfapCTBeHHble  OpraHbl, NpodeccMoHasibHble CO3bl U Apyrue
npeacraBuTe/IbHble  OpraHbl  PaboOTHMKOB MO  BOMPOCAM  COLMAsIbHOM




NOZINTUKN B OTHOLWLIEHUUN NepPCOHaNa

ConpoBoXAeHWe AOroBOPOB MO  OKA3aHWMIO  KOHCY/AbTALMOHHbLIX W
MHOOPMALUMOHHBIX YCAYr NO MEPONPUATUAM KOPMNOPATUBHOM COLMANbHOM
NOJIMTUKK, BKAOYAA NpesBapuTesibHble NpoLeaypbl Mo UX 3aKAI0YEHUIO

Heobxoanmble ymeHUn

OdopmnaTb OOKYMEHTbl NO BOMPOCAM KOPMOPaTMBHOM  coumanbHOWM
NOJINTUKMY, npegocTasasemble B rocyAapcTBeHHble opraHsl,
npeacTaBuTe/IbHblE OpraHbl PaboTHMKOB

AHanusupoBaTb  nNpaBuaa, MNOPSAKM,  Npoueaypbl  KOPNOPaTUBHOM
COLMANbHOM MOANTUKM

ObecneunBatb AOKYMEHTAUMOHHOE conpoBoXaeHune COLI,M3]'IbHOVI NONINTUKU
B OTHOLWWEHNN NnepCoHana

OpraHu30BbIBaTb XpaHEHME JOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMM
apXMBHOrO 3aKoHogaTenbcTBa Poccuiickon depepaumm M NOKaAbHbIMM
aKTamu opraH13aumm

Mpon3BoauTbL NpeaBapuTeNbHble 3aKymnoyHble npoueaypbl U odbopMAATbL
COMYTCTBYIOLLYIO IOKYMEHTALIMIO MO 3aK/II0YEHUIO A0rOBOPOB

PaboTtath cC MH(I)OpMaLI,MOHHbIMM cuctemamm u - 6asamu AaHHbIX MO
BonpocCam cou,maanoﬁ NONNTUKN B OTHOLWLUEHUUN NEPCOHANa

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

BecTu aenosyto nepenmcky

Cobntogatb HOPMbI 3TUKK AeN0BOro 06LLeHMUsA

Heobxoanmble 3HaHKA

Mopanok Od)OpM!'IEHMFI, BeaeHnA U XpaHeHuA AOOKyMeHTauunm no
cou,maanoﬁ NOJINTUKE B OTHOLWLEHNU NEePCOHaNa




Mopsgok ¢opmupoBaHuaA, BedeHUs 6aHKa [aHHbIX WM MpPeaocTaBieHUs
OTYETHOCTM NO BONPOCAM COLMANbHOM NONNTUKM B OTHOLLEHMM NepCcoHana

TexHoNOrnMM, MeTosbl U METOAUKM NPOBEAEHUA aHAAN3a U CUCTEMATM3ALUK
OOKYMEHTOB U MHpOpMaLLUK

OcHosBbl ,ﬂ,OKYMEHTOO60pOTa N AOKYMEHTALMOHHOIo obecneyeHus

MopagoK  npoBeAeHWMs  3aKyMoOYHbIX  npoueayp W odopmieHus
COMYTCTBYIOWLEN AOKYMEHTALMN

CTpyKTypa oOpraHv3auMuM UM BaKaHTHble  AO/KHOCTM  (npodeccun,
cneupnanbHOCTH)

TpyaoBoe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPXKalliMe HOPMbl TPYA0BOro
npaea

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

OCHOBbI Ha/I0rOBOTO 3aKoHOAaTeIbCTBA Poccuiickoit Peaepavum

HopmaTuBHble MpPaBOBble aKTbl, Peryavpylowme npasa M 06A3aHHOCTM
rocyAapCTBEHHbIX OpraHoB, NpPodecCcMoHasnbHbIX COK30B W ApYrux
npeacTaBUTe/IbHbIX OpraHoB pPaboTHMKOB NO MNPEeAOCTaBAEHWUIO YYETHOM
AOKyMeHTauum

3aKoHogaTenbcTBo Poccuiickon ®eaepaum o NepcoHanbHbIX AaHHbIX

JloKanbHble HOPMATMBHbIE aKTbl OPraHM3auMM, peryanpylowme nopagok
BHEAPEHNA KOPMOPaTMBHON COUMAaNbHOM MNOAUTUKM W COUMaNbHbIX
nporpamm

MopAAOK 3aK0UYEHUA AOFOBOPOB (KOHTPAKTOB)

Hopmbl 3T1KKM aenosoro obuieHna




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

Lpyrve xapakTepuctmkm

3.7. O606LwweHHas Tpynosasa GyHKLMA

OnepauyMoHHOE ynpaBaeHne NepcoHaom u YpoBeHb
HanmeHoBaHue pati yop P Koa G P 7
nogpasgeneHnem opraHmMsaumm KBanuduKkaumnu
MpouncxoxaeHne
o o 3anmcTBoBaHO
0606L1eHHOM TPYA0BOW OpwuruHan X
N3 OpUrnHana
dYHKUMM
Koa PernctpaumoHHbIi
opurnHana HoMep
npodeccnMoHanbHOro
CTaHAapTa

Bo3moxHble
HaMMeHOBaHMA
[ONKHOCTEN, npodeccuin

PyKkoBoauTeNb CTPYKTYPHOrO NoAapasaeieHnn
HayanbHUK CTPYKTYpHOro nogpasaeneHus

TpeboBaHuA K
06pa3oBaHUIo N 06yYeHUto

Bobicwee obpasoBaHue - cneLmanmTeT, marmctTpaTtypa

JononHuTtenbHoe npodeccnoHabHoe 06pas3oBaHMe - NPOrpaMmbl
npodeccnoHanbHON NepenoaroToBKM B 061acTM ynpaBaeHUs NepPCcoHanom,
OMNepaLMOHHOro Y TAKTUYECKOTO YrPaB/eHUs; MPOrpammMbl NOBbILIEHUA
KBa/MOUKaLMM B 061aCTU yNpaBaeHUs NePCOHANOM, ONepaLMOHHOro U1
TaKTUYECKOro yrnpaB/ieHns

TpeboBaHMSA K ONbITy

He meHee naTtu net B obnactu ynpasaeHnA nepCoHaiom




NpPaKTUYecKon paboTsbl

Ocobble ycnoBus aonycka K
paboTte

[pyrve xapakTepucTnku

JononHuTtenbHble XapPaKTEPUCTUKU

HanmeHoBaHWe JOKYMEHTA Kog HaumeHoBaHMe 6a30BOW rpynnbl, A4OJKHOCTM (Npodeccum)
WA cNeLnanbHOCTH
OK3 1232 PykoBoguTenu nogpasgeneHunin (cny»6) ynpasneHus
Kagpamu v TpyL0BbIMU OTHOLWEHNAMM
EKC - HauanbHMK OoTAEeNna Kagpos
- HauyanbHuK oTaena opraHusaummn u onnaaTtbl Tpyaa
- HayanbHWK oTAena NOAroTOBKM Kaapos
- HauyanbHuK oTAena coumanbHOro passuTuA
- 3aBeyoWwmin (HayabHUK) OTAE/I0M KaapoB
oKnAaTp 24063 MeHepyKep no nepcoHany
3.7.1. Tpyposasa GyHKUMA
Pa3spaboTKka cucTembl onepaLMoOHHOro YpoBeHb
HavmeHoBaHuMe |ynpaBaeHus nepcoHas oM u paboTbl Koga G/01.7 |(noaypoBeHb) 7
CTPYKTYPHOro noapasgeneHuns KBannduKaLmm
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MpowncxoxaeHne TpyLoBOW
OYHKUMM

3anmcTesoBaHoO
OpuruHan X
N3 OpuUrnMHana
Kog PerncrpaumoHHbIn
opurnHana HOoMep
nNpodeccnoHanbHOro
CTaHZapTa

TpyaoBble AencTemA

AHanNM3 ycneLHbIX KOPNopaTUBHbIX NPAKTUK NO BOMPOCaM CTPaTeErnyeckoro
M onepaTUBHOIO YNpPaB/ieHUA NePCcoHaNoM OpraHm3aumm

lMocTaHOBKa onepaTUBHbIX u,eneﬁ Nno BONpPOCaMm ynpaBaneHnAa nepCoHaom

PaspaboTKa nNi1aHoB, NPOrpamm v NpoLeayp B yrpaBaeHU NepcoHa oM

PaspaboTKa npeanoskeHuii No CTpyKType noapasgeneHua u notpebHoctu B
nepcoHane

PaspaboTKa npegnoxeHui no obecneyeHnto nepcoHanom, GopMmmnpoBaHuio
CUCTEM OLEHKM, PasBUTUSA, OnnaTbl TPyAa, KOPMNOPaTUBHbLIM COLMANbHbBIM
nporpamMmam 1 CounanbHOM NOAUTUKe

PaspaboTKka npeanoskeHWn o 3aTpatax M GopmupoBaHuio brogxKeTa Ha
nepcoHan

Pa3paboTka NpeanoXeHWin Mo 3aK/JHYEHWI0 AOrOBOPOB MO YNPaBAEHWUIO
MepcoHasioM C MOCTaBLYMKAMM YCAYT W MPOBEAEHWE NpeABapUTEbHbIX
npoueayp No X 3aKNHHEHUIO

Heobxoanmble ymeHUn

OpraHu30BbIBaTb paboTy NepcoHana CTPYKTypHOro nogpasaeneHus

Ol'lpeﬂ,e.l'l’r'lTb 3a4a4n nepcoHana CTPYKTYpHOro noapasgeneHuna, ncxoga m3
u,ene|7| N CTpaTernmn opraHnsauunm

Co3pgaBatb M ONKUCbIBATb OPraHn3auMOHHYIKO CTPYKTYpPY, UENU, 3aaayun,




bYHKLMU CTPYKTYPHOTO NogpasaenieHnn

MpUMeHATb  METOAbl YNPaBAEHUSA MEXANYHOCTHBIMU  OTHOLLIEHUAMM,
dopMMPOBaAHNA KOMaHA, Pa3BUTUA NNAEPCTBA U UCNONAHUTENbHOCTH,
BbISIB/IEHWNSA TaNaHTOB, oNpeieNeHunsa yaoBNeTBOPEHHOCTM paboTol

Oﬂpe,D,EIlﬂTb, dHa/N3NPOBATb, MOAE/NNPOBATb U BbICTPAUBATb BHYTPEHHUE
KOMMYHUKaUWK nepcoHana

Pa3pabaTbiBaTb NPOEKTHbIE NPEAIOKEHMA N MePONPUATUA NO 3PDEKTUBHOM
paboTe nepcoHana

BHeppATb cTpaTernto no ynpas/ieHMIO NepCcoHaiom

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

MpeactaBaATb  MHTEpecbl OpraHM3auMm W BecTM  Neperosopbl ¢
npodeccnoHanbHbIMU COKO3aMN N APYTUMW NPeACTaBUTEbHbIMU OpraHamm
paboTHUKOB, B3aMMOAENCTBOBATb C rOCYAaPCTBEHHbIMW OPraHU3aumaMm

AHanusupoBaTb MHPOpMauMio MO MOCTaBWMKam ycayr B obnactu
ynpaB/ieHna NepcoHa oM 1 MO YCI0BUAM 3aK/1l04aeMbIX 4OrOBOPOB

Mpon3BoguTb NpeaBapuTesibHble 3aKynoyHble npouesypbl U odbopmMAATb
COMYTCTBYIOLLYIO AOKYMEHTALMIO MO 3aKNHOUYEHWNIO JOTOBOPOB

PaboTtath cC MH(I)OpMaLI,MOHHbIMM cuctemamm 1M H6asamu AaHHbIX NO
BOMpoOCam ynpasaneHnA nepcoHaiom

OpFaHM3OBbIBaTb n npoBoaunTb KopnopatunBHbIE meponpnAaTma C
nepcoHaiom

Cob6nt0aaTb HOPMbI STUKK Ae10BOro 06LLeHMs




Heobxoanmble 3HaHUA

MeTtoabl, cnocobbl n MHCTPYMEHTbI YNPaBaeHNA NepCOHA/IOM

Llenn, ctpaTerva passutna n 6M3Hec-NAaH OpraHM3aumnm

Monuntuka ynpassieHnAa nepCoHaIoOM OpraHn3aymnm

MeToabl aHanM3a KONMYEeCTBEHHOIO U KayeCTBEHHOro COCTaBa NepcoHana

Cuctemsbl CTaHAaPTOB Mo BM3Hec-Npoueccam, Npodeccuam, Hopmam Tpyaa

Cuctembl, meToapl M GOPMbI  MaTepPUaANbHOTO UM HemaTepuasibHoro
CTUMY/IMPOBAHMA TPyAa NepcoHana

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

MopadoK npoBedeHWs  3aKyMoOYHbIX  npoueayp W odopmiaeHus
CONYTCTBYIOLLLEN AOKYMEHTALUM

OcHosBbl I'IpOVI3BOLI,CTBeHHOﬁ AeATENbHOCTU OpPraHn3auunn

OcHOoBbl 06WEN M CcouMaNbHOM MCUXOJIOTUM, COLMOJIOTUM U TMCUXON0TUMU
TPpy.Aa, SKOHOMUKM Tpyaa, 6e3onacHbIX YC/10BUIA Tpyaa

CTpyKTypa opraH13auuu

TpyL0BOE 3aKOHOAATENLCTBO U MHbIE aKTbl, COAEPMKALLME HOPMbI TPYAO0BOIO
npasa

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMAaTWMBHbIE MNPaBOBbIE aKTbl
Poccuiickoit deaepaumu, B 4acT BeAeHUA AOKYMEHTaL MM No nepcoHany

OcHoBbI HaNOroBOro 3akoHoZaTenbCTBa Poccuitckoit Pegepaumm

OcHOBbl MUrpaLMOHHOrO 3aKkoHogaTenbctBa Poccuiickoii ®egepauun, B
4acTu NPUBAEYEHNA U TPYAOYCTPOMCTBA MHOCTPAHHBIX rpaxKaaH v auu, 6es
rparkaaHcTea




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

3akoHopatenbctBo Poccuiickoit Pepepaumm no 3awmte nepcoHanbHbIX
AaHHbIX

JlokanbHble HOPMaATUBHbIE QaAKTbl OpraHun3auunM B obnactu ynpasaeHnAa
nepcoHaaom

MopaaoK 3aKNtO4YEeHUs [OrOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKKM aenosoro obuweHna

basosble OCHOBbI MHPOPMATUKM, CTPYKTYpHOE NnocTpoeHune
MHGOPMALMOHHBIX cUCTEM M ocobeHHOCTU PaboTbl C HUMK

[pyrve xapakTepucTnkm

3.7.2. Tpyposasa ¢pyHKUMA

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

MpowncxoxaeHne TpyLoBOW
OYHKUMM

3anMmcTBOBaHO
OpuruHan X
N3 opuUrnHana
Kog PernctpaumnmoHHbIin
opuUrMHana HOMmep
nNpodeccnMoHaNbHOro

CTaHAapTa




TpypoBble fencTaus

nﬂaHMDOBaHMe AeATENbHOCTU Nogpa3aeneHna n nepcoHana

OnepaTnBHOE ynpas/ieHne NepcoHanom nogpasaeneHma opraHmsaumm

Pacyer 3aTpaT no nogpasgeneHvuio U MOArOTOBKA NPEeANONKeHWH ans
dopmmpoBaHus blogyKeTa

Pa3paboTKka CTaHAapTOB [AeATeNbHOCTM noApas’fesneHva U yHUpuKauma
npoueccos

MpoBeaeHWe MHCTPYKTaXKa No oxpaHe Tpyaa

MoctaHoBKa  3agay  paboTHMKaM  CTPYKTYpHOro  nogpasaeneHus,
onpeaeneHne pecypcos ANA UX BbIMOJHEHWUA, KOHTPO/Ib UCMOAHEHUSA

AHANN3 NAaHOB WM OTYETHOCTM MNOAYMHEHHbIX paGOTHMKOB, pa3pa60TKa
HDEAHOH(EHMVI no ynyyweHuto noKasartenem AeATENbHOCTU Nogpa3aeneHunA

dopmmpoBaHMe 0TYETOB 0 paboTe CTPYKTYPHOTO NoApasae/ieHums

Heobxoanmble ymeHUn

Onpefenatb 30HbI OTBETCTBEHHOCTM M 3dPeKTUBHOCTM paboTbl NepcoHana
CTPYKTYpPHOro noApasgenieHunn, pacnpeaensatb 3agadn wm obecneumsaTtb
MaTepuaNbHO-TEXHUYECKME PECYPCbI ANA UX UCMONHEHUA

MpUMEHATb METOAbl ONepPaTUBHOrO yrpas/ieHNa NePCcoHa oM OpraHn3aumum

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

OnpegenaTtb rnokasatenu apPeKTMBHOCTH paboTbl nepcoHana
nofpaszeneHus

Ynpasnatb MOTVIBaLI,MeVI nepcoHana, ero Bos/1e4eHHOCTbIO U AMCL],VII'II'IVIHO%
TpyAa

CoctaBnAatb N/1aHbl AeATENbHOCTU CTPYKTYPHOro nogpasaeneHuna




opraHunsauunu

CocTaBnATb, PaACCUNTLIBATb, KOPPEKTUPOBATb M KOHTPO/AMPOBATbL CTaTbu
pacxon0B CTPYKTYPHOIO noApasaeneHuns gaa GopmupoBaHma BloaKeTos

MpounssoguTb aHanus TeKyLLel AeATeNIbHOCTH CTPYKTYPHOro
noApaszeneHunn u BHeAPATb Npoueaypbl No ee ONTUMMMU3aLMK

MpeactaBnaTb  MHTEpecbl OpraHM3auMM UM BeCcTU  Meperosopbl  C
rocyAapCTBeHHbIMKU OpraHamu, nNpodeccMoHaibHbIMU CO3aMKN U APYrUMU
npeactaBuTe/IbHbIMK OpraHamm paboTHMKOB NO BONpocam nepcoHana

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

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

MpoBoAWTL ayaAnUT pe3ynbTaToB paboTbl ¢ NepcoHaiom

Pabotatb ¢ WHPOPMAUMOHHBIMM cCUCTEMAMM U 6a3amMm  AaHHbIX MO
BOMpPOCaM ynpaB/ieHUs NepcoHaIoM

CobntoaaTb HOPMbI 3TUKK AeN0BOoro 06LeHus

Heobxogumblie 3HaHUSA

Teopuu ynpaBaeHUa NepcoHa oM 1 ero MoTUBaLLMM

MeToabl aHanM3a BbINOJHEHUS MAAHOB W 33434y, oOnpeaesieHua  UX
3KOHOMMYECKOMN 3PDEKTUBHOCTU

dopMbl U MeTOAbI OLLEHKM NepcoHana U pesybTaToB MX TpyAa

TexHoNnorMm onepaTUBHOIO yrnpasaeHUA NePCOHAI0OM OpraHuU3aumm

Cuctembl, MeToZbl M  GOPMbl  MaTEPMANBHOTO U HEMaTepuaNbHOro
CTUMY/IMPOBaHUA TPyAa NepcoHana




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

Teopun 1 meToApl yNpaBAeHNA pa3BUTUEM NepcoHana

JKOHOMMKaA TpyAa

OpraHu13aLMOoHHO-WTAaTHaA CTPYKTypa opraHmsaumm

Monntuka ynpasseHnAa nepCcoHasiom U coumanbHaa NONNTUKA OpraHn3aumn

Llenn, ctpaTterva passutna n 6M3Hec-NaaH OpraHM3aumnm

MeToanKK NNaHMPOBAHNA U MPOrHO3UPOBAHUA I'IOTpe6HOCTVI B nepcoHane

MopagoK yperyaMpoBaHusa TPYAOBbIX CMOPOB

TpeboBaHWA 1 NpaBuAa NpoBegeHMs ayamTa paboTbl C NnepcoHanom

dopmbl coumasnbHoro napTHepcTsa n B3aMMOencTBms c
npodeccrmoHanbHbIMMK CO3aMKN 1 APYTMMW NPEACTaBUTE/IbHbIMU OpraHamm
PabOTHNKOB, U MHbIMMW OpPraHM3aUUAMU

MopAadoK oQpOopMAeHNA KagpoBblX [AOKYMEHTOB W MNPUAAHMA UM
IOPUANYECKON CUNbI

MopagoK  npoBegeHMA  3aKynouyHbiX  npoueayp W odopmaeHus
CONYTCTBYIOLLEN AOKYMEHTALUM

TpyAoBOe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPKALLME HOPMbI TPYA0BOrO
npaea

OCHOBbI apXMBHOMO 3aKOHOAATENbCTBA M HOPMATUBHbIE MPABOBbIE aKTbl
Poccuiickoli ®eaepaumu, B YaCcTu BeAeHUS AOKYMEHTaL MM No NepcoHany

OcHOBbI Ha/I0rOBOroO 3aKoHoAaTebeTBa Poccuiickot deaepaumm

OCHOBbI MUTpPaLMOHHOrO 3aKkoHoaaTenbcTBa Poccuitickoit depepauun, B




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

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

3aKkoHogaTenbcTBo Poccuitickon Pegepaupmmn o NepcoHanbHbIX AaHHbIX

JloKanbHble HOPMaTUBHbIE aKTbl OpPraHM3auunm B 4YaCTU YynpasaeHUA
nepcoHaom

OcHoBbl NpaBOBOro perynaMpoBaHua Poccuiickot depepaumn nopagka
3aKNIOYEHMA TPAYKAAHCKO-MPABOBbLIX 40r0BOPOB

Hopmbl 3TUKM AenoBoro obLeHns

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

Lpyrvue xapakTepuctmkm

3.7.3. TpypoBasa GpyHKUMA

HammeHoBaHue

MpowncxoxaeHwe TpyaoBOW
bYHKUMM

ALAMWHUCTPUPOBAHME NPOLLECCOB U
OKYMeHTO060pOoTa No onepaunoHHOMY YposeHb
A Kog, G/03.7 |(noaypoBeHb) 7
ynpaB/ieHWo NepcoHanom u pabore
KBannduKaLmm
CTPYKTYPHOTO noApa3aesieHns
OpuriHan X 3anmcTBoBaHO
N3 opuUrnHana
Kog PernctpaumoHHbIn

OopurnHana HOmMeEp




npo¢deccnoHanbHOro
cTaHZapTa

TpyaoBble AencTemA

AHann3 npoueccoB AOKYMeHTOO60pOoTa, J/I0Ka/bHbIX [AOKYMEHTOB MO
BOMPOCAaM  OMEepPauMOHHOrO  YMpaB/ieHUA MNepcoHaiom W paboTol
CTPYKTYPHOTO noapasgeneHus, 6U3HeC-NpoLEcCOB  OpraHM3aLmy,
YyA0BNETBOPEHHOCTN NepcoHana

[lokymeHTauuoHHoe odpopmieHune pe3ynbTaToB onepaLmoHHOro
yrnpaBAeHWAa nepcoHasiom M paboTbl CTPYKTYPHOro noApasgesneHus,
pe3ynbTaToB ayamTa paboTbl C NEPCOHANOM

MoAroToBKa NpPeaNoXKeHWi no  pPasBUTUIO  CUCTEM  OMNEPALMOHHOro
ynpaB/ieHna nepcoHanom M paboTbl CTPYKTYpHOro noapasgeneHus, no
Heo6X0AMMbIM KOPPEKTUPYIOLLMM M NMPEBEHTUBHLIM Mepam

Pa3paboTKa cuctembl aHaiM3a U KOHTPOJIA paboTbl NnepcoHana

KoHTponb, cpaBHeHME W aHanM3 npoueccoB B o6aacTM onepaTUBHOrO
ynpaBieHUa MepcoHas oM, pPe3y/nbTaTOB YMNPaBJAEHUYECKUX MeponpuUaTU,
onpeaeneHne GaKTOPOB, BbI3bIBAOWNX OTKAOHEHME OT  NAAHOBbIX
noKasartenemn

MoagrotoBka W o06paboTKa 3ampocoB, YBEAOMIEHMN, CBEOEHUI O
paboTHWKax B rOCY4apCTBEHHblE OpraHbl, MPOdeccMoHanbHble COH3bl,
06LLecTBeHHble OpraHn3aumum

ConpoBoXAeHMe AOroBOPOB OKa3aHMA yCcayr No BOMPOCamM OnepaTUBHOMO
ynpaB/ieHna NepcoHanom 1 paboTe CTPYKTYPHOro noapasaesneHuns, BKatoyan
npegsapuTesbHble NpoLueaypbl N0 UX 3aKOUYEHNUIO

MoAroToBKa NpeasoxeHnin no GopmMmMpoBaHUIO BIOAXKETa Ha MnepcoHan
opraHusaumm




BbinosHeHWe TpeboBaHMI NO XpaHeHW0 MHOOPMALMM O pesysbTaTax
OeNCTBMA CUCTEM OMEepauMoHHOTO YMpaBAeHWUA MepcoHasom u paboTbl
CTPYKTYPHOrO noapasaeneHuns

Heobxogumble ymeHUs

KoHTponpoBaTb MNpoLeccbl ynpaBieHUA MepcoHasioMm NoApasaeseHui,
onpeaensTb WX PesyNbTaTUBHOCTb U BbIABAATb PaAKTOPbl OTKAOHEHWIA OT
NJIaHOBbIX NAapPaMETPOB

PaspabaTbiBaTb Nporpammbl AOCTUNKEHUA LEeNel U onepaTUBHOINO pelleHns
3aJa4 nogpasaeneHumn

AHanusmuposaTtb, paspabatbiBatb M 0dOPMAATb  AOKYMEHTbI MO
onepaTMBHbLIM NPOLLECCaM U UX pe3yibTaTam

MpoBoauTb ayauT KaApoBbIX MpoOLLECcoB, npoueayp, odopmaeHus
KaZpOBbIX AOKYMEHTOB U AOKYMEHTOB MO YrpaB/ieHNIo NepcoHaomM

KOHTpOJ’IMpOBaTb pacxogoBsaHme 6|'OLI,)K€TOB Ha nepcoHan

OdopmMnaTb AOKYMEHTbI MO OnepauMoOHHOMY YNpPaBAEHUIO NepcoHanom U
pabote CTPYKTYpHOro noapasaeneHus, npegocrasasemble B
rocyAapCTBeHHble OpraHbl, NPeAcTaBuTebHble OpraHbl PaboTHUKOB

ObecneunBaTb AOKYMEHTALMOHHOE CONPOBOMAEHWE MO  CUCTEMAM
ONepaLMoHHOro ynpaBAeHWAa nepcoHasom UM paboTe CTPYKTYpHOro
noapasaeneHus

OpraHM30BbIBaTb XPaHEHWE AOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMU
TPYAOBOrO WM apPXMBHOFO 3aKoHogaTesnbCTBa Poccuitickoit depepaumm u
JIOKaNbHbIMW aKTaMK OpraHu3aLmm

KoHTponmposaTb MCNOAHEHME AOTOBOPOB NOCTABLLUKOB YCAYr MO BONpPOCam
nepcoHana

Mpon3BOAUTL 3aKymouyHble Mpoueaypbl, O0GOPMAATL W aAHA/M3UPOBATb
3aKYMOYHYI LOKYMEHTALMIO




HDOBO,D,VITI: neperosopbl M nNpeacraBsiATb UHTEPECbI OpraHun3auunM B
rocygapcCTBEHHbBIX  OpraHax, I'IpO(beCCMOHaﬂbeIX COro3ax Wn  Opyrux
npeacTtaBuUTE/IbHbIX OpraHax pa60THMKOB no BONpocCcam nepcoHana

Bectu genosyto nepenucky

Bectun y4YeT U perncTtpaumnto 4OKyMmeHTOB B MHd)OpMaLI,MOHHbIX Cncremax n Ha
MaTepPnanbHbIX HOCUTENAX

Pabotatb ¢ WHPOPMAUMOHHBIMM CcUCTEMAMM UM 6a3amMuM  AaHHbIX MO
nepcoHany u cuctemam onepaLnoHHOro yrnpasaeHus nepcoHanom u pabore
CTPYKTYPHOTO nogpasgeneHus

Cobntoaatb HOPMbI 3TUKK AeN0BOro 06LLeHUs

Heobxogumble 3HaHWUSA

MeTtogabl ynpasneHua passutmem n sGpPpeKTMBHOCTbIO OpraHM3aLnmn, MeToapl
aHanM3a BbIMNO/MHEHMA NAQHOB W NpPOrpamm, onpegeneHua  ux
3KOHOMMYECKOMN 3PPEKTUBHOCTU

MeToabl OLeHKM PaboTbl CTPYKTYPHbIX NoApa3aeneHnid, pesyabTaToB Tpyaa
nepcoHana

MeToabl nposeaeHUA ayauTa n KOHTPON/INHIa onepaTuBHbIX
ynpas/sieH4YeCKMUX npoueccos

(DOprI N CUCTEMbBI MaTepPUaIbHOIro N HemaTepuasibHOro CTUMyIMpoBaHUA
Tpyaa nepcoHana

OcHosBbl AOKYMEHTAUMOHHOIo obecnevyeHuns

MopaaoKk opopmMneHns, BeAEHUA U XPaHEHNA AOKYMEHTaLUMM N0 CUCTEMAM
ONEepPaLMOHHOrO  YMpaB/JeHUA MepcoHasioM opraHusaumMm u  paboTe
CTPYKTYpPHOrO noapasaeneHuns

Mopadok ¢opmupoBaHua, BedeHMs 6aHKa AaHHbIX UM MpeaoCcTaBaAeHUn
OTYETHOCTM MO CUCTEMAM OMEepauUMOHHOTO YMpaB/ieHWAa MNepcoHaioM U




paboTe CTPYKTypHOro noapasaeneHus

HopmaTtusHble NpaBoOBble aKTbl, peryavpyloume npasa M 0683aHHOCTM
rocyJapCcTBEHHbIX OPraHoB M OpraHM3auMmn No MNPeaocTaBAEHUI0 YYeTHOM
JOKYMEHTaL MM

MopsAOK  NpoBeAeHWA  3aKymouyHbIX  npoueayp W odopmaeHus
COMyTCTBYIOLWEN SOKYMEHTAL MM

MonnTMKa ynpaBaeHusa NepcoHasiom U coumanbHas NOAUTMKA OpraHM3aLmm

OpraH13auMoHHO-WTaTHaA CTPYKTYPa OpraHmn3aLmm

Llenn n ctpaterns pa3suTna opraHnsaumm

bunsHec-nnaH n 6VI3HEC-I'I|OOLI,ECCI:I opraHunsauunun

TpyaoBoe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPXKaLlMe HOPMbI TPYA0BOro
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMaTWMBHbIE MNPaBOBbIE aKTbl
Poccuiickolt depepaumu, B 4acT BeAeHUA AOKYMEHTALMM NO nepcoHany

OcHoBbI HaNOroBOro 3akoHoZaTenbcTBa Poccuitckoit Pepepaumm

OcHOBbl MUrpaLMOHHOrO 3aKoHogaTenbctBa Poccuiickoii dPegepauun, B
4acTU NPUBAEYEHUNA U TPYOOYCTPOMCTBA MHOCTPAHHBIX rpaxKaaH v auu, 6es
rparkaaHcTea

OCHOBbl agMUHUCTPATMBHOIO 3aKOHOAATE/NbCTBA B 061acTU ynpaBaeHus
NnepcoHanoM U OTBETCTBEHHOCTU SONKHOCTHbIX /UL,

3aKkoHoaaTenbcTBO Poccuitckon Peaepaupmmn o NePCoHaNbHbIX AaHHbIX

JlokanbHble HOPMaAaTUBHbIE AOKYMEHTbI OpraHn3auunun B obnactu ynpasaeHnAa
nepcoHaiom




MopAaoK 3aKNOYEeHUs A0roBOPOB (KOHTPaKTOB)

Hopmbl 3TUKM fenoBoro obLeHns

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

Lpyrve xapakTepuctmkm

3.8. O606LweHHas TpynoBasa GyHKLMA

CTtpaTtermyeckoe ynpas/ieHNe NepPCOHaIoOM YpoBeHb
HanmeHoBaHue P ynp P Koa H P 7
opraHmMsauumn KBaMPUKaunm
MpouncxoxaeHne
o o 3anmcTBoBaHO
0606L1eHHOM TPYA0BOW OpwuruHan X
N3 opuUrnHana
dYHKUMM
Koga PerncrpaumoHHbIN
opurMHana HOMmep
npodeccnMoHanbHOro
CTaHZapTa

Bo3moxHble
HaMMeHOBaHMA
[ONKHOCTEN, npodeccuit

Buue-npesnaeHT No ynpasaeHuio NepcoHaNom

[npekTop no nepcoHany

[VpeKTop No ynpaBneHMIo NepcoHaaom

3amecTuTeNb reHepaabHOro AMPEKTOPa Mo YNPaBAeHUIo NePCOHANIOM

TpeboBaHuA K
06pasoBaHUIO U 0OYyYEHUIO

Bobicwee obpasoBaHue - cneLmanmTeT, marmcTpartypa
[ononHutensHoe npodeccroHanbHoe 06pasoBaHMe - NPOrPammbl
npo¢deccroHanbHOM NepenoAroToBKM B 06/1acTV ynpaBieHUs NepcoHaaom,




CTpaTtern4yecKoro n onepaumoHHOro ynpasaeHna, SKOHOMUKN opraHn3aunu;
nporpammesl NnoBblWLEHUA KBaﬂMd)MKaLI,MM B 0bnactm ynpasaeHuAa
nepcoHanom, CTpaTterm4eckoro n onepaumMoHHOro ynpassieHunAa

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

Ocobble ycnoBuA AoMNycKa K
paborte

Lpyrvue xapakTepuctmkm

[ononHUTeNbHbIE XapaKTepUCTUKK

HavmeHoBaHMe fOKyMeHTa Kop, HanmeHoBaHMe 6a30B0OW rpynnbl, 4OMXKHOCTK (Npodeccum)
WM CNeLmanbHOCTH
OK3 1232 PykoBoauTenu noapasaeneHuii (cnyx6) ynpasneHus
Kagpamu v TpyL0BbIMU OTHOLEHNAMM
EKC - 3amecTutenb AMpPEeKTopa Mo ynpaBaeHUIO NEePCOHAN0OM
oKnAaTp 24063 MeHepxep no nepcoHany
3.8.1. Tpyposasa GyHKLUMA
Pa3paboTKka cuctembl CTpaTernMyeckoro YpoBeHb
HavmeHoBaHMe |ynpaBaeHMA NepCOHAN0OM OpraHM3aunm Kopa H/01.7 |(noaypoBeHb) 7
KBannduKaLmm
n 7 3
pOUCXOXKAEHNE TPYAOBOM OpuriHan AUMCTBOBAHO

bYHKUMM

13 OpuUrnHana



consultantplus://offline/ref=C39684FBB99E0B5433129BBC62F4B7D872B1101A82C3EAB8BCCD70DBCFFF9F8AA84D7643C30219B1z4W8L
consultantplus://offline/ref=C39684FBB99E0B5433129BBC62F4B7D872B310148DC2EAB8BCCD70DBCFFF9F8AA84D7643C3051EBFz4W9L

Kog PernctpaumoHHbIn
opurMHana HOMmep
npodeccMoHanbHOro
CTaHZapTa

TpyapoBble AencTauns

AHanus yCnewHbiXx KOpPNOopaTuBHbIX NPaKTUK no OopraHunsauunun
cTpatern4yeckoro ynpasaieHunAa nepcoHasiom OopraHusauum,
OpPraHN3aLMOHHOIoO NPOEKTUPOBAHNA U B3aMMOﬂ,6ﬁCTBMﬂ no,u,pa3,u,eneHm7|

MocTaHOBKa CTpaTerMyeckumx Lesei B ynpasaeH1Mm nepcoHanom

PaspaboTKka KOpPNopaTMBHOW MOAUTMKM, NIAHOB, NMPOrpamMm, Npoueayp M
TEXHO/IOTUI NO YNPaBAEHMIO MepPCoHaN0oM

PaspaboTKka KopnopaTMBHOW Ky/IbTYPbl U COUMANbHON MOJUTUKKU, CUCTEM
MoTuBaunu, 3¢PEKTUBHOCTH, OLLEHKM M Pa3BUTMA NepcoHana

CDOpMMpOBaHMe CUCTembl onnaTtbl U OpraHMU3aunn Tpyga

PaspaboTKka opraHM3aLMOHHON CTPYKTYpbl, NiaHMpPOBaHWe noTpebHOoCTM B
nepcoHane opraHuMsaumm

PaspaboTka nporpamm, MPUHUMMNOB CTaHZAPTM3AUMKM, YHUODUKALMM,
aBTOMaTM3aUMM NPOLLECCOB YMpPaBAEHWA MNepCcoHasioM M 6e30nacHbIX
YyCNoBuUiA Tpyaa

dopmupoBaHMe Oloa)KeTa Ha NepcoHan, TeXHONIOrMi ayauta pPaboTbl C
NepCcoOHaNOM U KOHTPOIINHIA

Heobxoanmble ymeHUn

Pa3pa6aTbIBaTb CTpaternm n NOIMTUKNU B ynpasieHUN NEPCOHA/IOM

Co3faBaTb M OMNWUCLIBATb OPraHU3AUMOHHYIO CTPYKTYpPY, LeAu, 3ajauu,
GYHKLMU CTPYKTYPHBIX NOAPA3AENEHUIA U AONKHOCTHbIX /UL,

MpumeHATb MeToAbl  yrpaBAeHUA MEX/JIMYHOCTHbIMM  OTHOLLEHUAMMN,




d)OpMMpOBaHMﬂ KOMaHA4, pa3sutna nanaepcrtea U UCNONHUTENBHOCTU,
BblAB/IEHNA TAaNAHTOB, onpeaeseHnAa yaqoBneTBOPEHHOCTU pa60T0171

Onpegenatb U aHaNN3MPOBATb BHYTPEHHUE KOMMYHUKALMKU, MOAENNPOBATb
nosezeHue nepcoHana

npep,CTaBl'IﬂTb MHTEpeCbl OpraHM3aunn B TroCyaapCTBEHHbLIX OpraHax, BO
B3aMMO,D,EﬁCTBMM C I'lpOCI)COI'O3aMVI, UHbIMU NpeacTaBnTe/IbHbIMU OPraHamm
pa6OTHMKOB no Bonpocam nepcoHana

CocTtaBnATb, paccynTbiBaTb, KOPPEKTMPOBATb U KOHTPOAMPOBATL CTaTbM
pacxogoB 6waKeToB M (GOHAOB HA MNPOrpamMmmbl M MeEpPonpuUATUA Mo
ynpasBAeHUo NepCcoHaNoM OpraHmsaumm

MpoBOAUTb ayANUT U KOHTPOAIMHT B 061aCTU ynpaBAeHUA NepcoHanom

PaspabatbiBaTb KOPNOPaATMBHbIE COLMA/bHbIE NPOrPaMMbl

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

Pabotatb Cc MWHPOPMALMOHHBIMM cucTeMamu W 6Gasamu AaHHbIX MO
BOMPOCAM ynpasBaeHUsA NepcoHaNoM

OpraH130BbIBaTb MEPONPUATUA Mo obecrneyeHmnto BbINOAHEHUA TpeboBaHWi
OXpaHbl TpyAa B COOTBETCTBMM C AOEWCTBYIOLMM 33aKOHOZATENbCTBOM
Poccuitckoin Pepepaumm 1 NOKaNbHbIMM aKTaMM OpraHM3aumnm

OpraHn3oBbIBaTb M NPOBOAMUTL MEPOMNPUATUA C MEPCOHA/IOM B COOTBETCTBUE
C KOPNOPATMBHOM COLMANBHON NOANTUKOMN

Cobntogatb HOPMbI 3TUKK AeN0BOro 06LLeHMs

Heobxoanmble 3HaHKA

MeToabl ynpasneHua pasButeM U 3GPEKTUBHOCTbIO OpraHu3aLmy,
aHanM3a  BbINOJIHEHUA MJIAQHOB M MPOrpamm, OMpegeneHus  ux
3KOHOMMYECKoMN 3PpHEKTUBHOCTU




MeToabl OLeHKM PaboTbl CTPYKTYPHBIX NOoApa3aeneHnid, pesyabTaToB Tpyaa
nepcoHana

MeToabl NpoBeAEHUA ayANTOB, KOHTPO/IMHIA YNpaB/IeHYECKMX NPOLLECCOB

MeToabl aHanM3a KOAMYEeCTBEHHOTO U KayeCTBEHHOro CocTaBa nepcoHana

CvcTeMbl CTaHAAPTOB Mo BU3Hec-npoueccam, npodeccuam, Hopmbl TPYAA

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

MeToabl aHanM3a  CoOUMaNbHbIX MPOrPaMm U ONpefeneHus  Ux
3KOHOMMYECKOM 3PPEKTUBHOCTH

TexHonorm u metosbl d)OpMMpOBaHMﬂ N KOHTPOAA 6IOLI,)KETOB Ha nepcoHan

TpeboBaHuMA oxpaHbl U 6e30nacHbIX YC/I0BUIA TpyAa

Lenn, cTpaTterna n Kagposaa NoJIMTUKA OpPraHM3auunn

OcHOBbI TEXHONOTMN NPOU3BOACTBA U AeATENbHOCTU OpraHU3aumnm

OcHOBbI COLUMONOTNKN, NCUXONOTUM N SIKOHOMUKN Tpyaa

OCHOBbI YyNpaBAeHMA COUMaNbHbIM Pa3BUTUEM OpraHM3aunm

MeToabl nposeaeHUA coumonorn4yeckmnx MCCHEAOBaHMVI, N3y4yeHunA
O6LLI,ECTBEHHOI'O MHEeHUA

CTpyKTypa opraHu3auunm

TpyAaoBoe 3aKOHO4ATENLCTBO M UHbIE aKTbl, COAEPIKaLLME HOPMbI TPYAOBOrO
npaea

OCHOBbI apXMBHOTO 3aKOHOAATENbCTBA M HOPMaTMBHbIE NPaBOBbIE aKTbI
Poccuiickolt ®epepaumu, B YaCcT BeAeHUS AOKYMEHTaLMM No nepcoHany




OcHOBbI HaNIOroBOro 3aKoHoAaTenbcTBa Poccuiickoit deaepaunm

OCHOBbI MUIpPaLMOHHOrO 3aKoHogaTesnbcTBa Poccuitickoit depepauun, B
YacTu NPUBAEYEHUA U TPYLOYCTPOMUCTBA MHOCTPAHHDBIX rpaxgaH u vy bes
rpaxgaHCcTBa

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

3akoHoaaTenbcTBo Poccuitickon Pegepaumm o nepcoHanbHbIX AaHHbIX

JloKanbHble HOpMaATUBHbIE aKTbl OpraHuM3auum B obnactu ynpasaeHuna
nepcoHaiom

MopsAAoK 3aKN0YEHUA A0rO0BOPOB (KOHTPAKTOB)

Hopmbl 3TMKK aenosoro obuweHna

OcHOBbl  MHPOPMATUKK, CTPYKTYPHOE MOCTPOEHUE WHGOPMALMOHHbIX
CUCTEM M 0COBEHHOCTM PaboTbl C HUMM

[pyrve xapakTepucTnku

3.8.2. TpypoBasa ¢yHKUMA

Peanunsauma cuctembl cTpaTermnyeckoro YpoBeHb
HavmeHoBaHMe |ynpaBaeHMA NepCoOHAN0OM OpraHM3auunm Kopa H/02.7 |(noaypoBeHb) 7
KBannduKaLmm

MpouncxoxaeHne TpyLoBOW
bYHKUMM

3anmcTBOBaHO

OpuruHan X
N3 OpuUrnHana

Kog PernctpaumnmoHHbIi
opuUrMHana HOMmep




npo¢deccnoHanbHOro
cTaHZapTa

TpyaoBble AencTemA

MnaHMpoBaHUe AeaTeNbHOCTM U pa3paboTka MeponpuUATUA NO YNpaBAEeHUIO
NnepcoHanom 1A peannsalmm CTpaTermyeckmnx Lienein opraHmsaumm

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

MocTpoeHMe  OpPraHU3aUMOHHOM  CTPYKTYpbl C  Yy4e€TOM  NAAHOBOM
notpebHocTM B MepcoHase U B3aUMOLEWNCTBUA  CTPYKTYPHbIX
noapasgeneHunii opraHnsaymm

BHeapeHMe M noadepiKaHue KOPrnopaTUBHOWM Ky/bTypbl U COLMANbHOM
NOJSIUTUKK, CUCTEM MOTMBALMU, 3OGDEKTUBHOCTU, OLLEHKM W pPas3BUTUA
nepcoHana

BHegpeHve u nogaepxaHue cUCTeMbl OpraHu3auum Tpyda WM onnatbl
nepcoHana

YnpaBneHve BHeApPEHWEM MPOrpaMm U MPUHLMNOB CTaHAapPTU3aLMM,
yHUOMKaUMM, aBTOMaTM3aLMM MPOLECCOB YMNpPaBJAEHUSA MEPCOHAIOM WU
6e3onacHbIX YyCNOBUI Tpyaa

OpFaHM3aLI,MFI nposeageHnAa ayauta WU KOHTPONJ/IMHIA B ynpasBieHUU
nepcoHaaom

MocTaHOBKa 3afay  PYKOBOAMTENAM  CTPYKTYPHbIX  NOAPasAeNeHwui,
onpeaeneHve maTepuanbHO-TEXHUYECKMX PECYPCOB A/1A UX BbIMOSHEHNA

AHann3 OTYETHOCTU MO yNpaBAEHUIO NEePCOHANOM WU BblABAEHUE PeCcypcoB
no ynyyweHumto aeATeIbHOCTU OpraHn3auunmn

CornacoBaHue YCI'IOBMﬁ 3aK/1l04aembliX  40rosopos no BOMnpoCam
ynpassieHnAa nepcoHasiom




OpraHusauma NpoBeAEHUs  3aKyMO4YHbIX Mpouedyp Mo  BoOMpocam
yNpaB/ieHNa NepcoHasom U 0pOPMIEHUA CONYTCTBYIOLLEN OOKYMEHTauun
no HUM

dopmunpoBaHMe bBloaXKeTa Ha NepcoHasn, TexHoJsorui ayamuta paboTbl C
NMepcoHaNoM 1 KOHTPOINNHIA

anMEHEHME K pa6OTHMI-(aM mep noouwpeHna wmn aAucunnanHapHoro
B3bICKaHUA

Heobxognmble ymeHUs

Mpon3BoAuTb aHaAM3 AeATeNbHOCTM MO  YNpPaBAEHUID MNepcoHa oM,
pa3pabaTbiBaTb NOKasaTenn aPpdeKTUBHOCTU PaboThbl

dopmmnpoBaTb NAaHbl U MEPONPUATUA MO YNPABAEHNIO NEPCOHANIOM

PaccunTbiBaTh 6104XKeT B 06/1aCTV yNpaBaeHMA NepcoHaiom

OI'IpE[],EJ'I‘r'lTb 30Hbl OTBETCTBEHHOCTU paGOTHMKOB n I'IOLI,pa3AEJ'IeHVIl7I,
CTaBUTb 3a4a4n pykoBoaAUTENAM I'IOLI,pa3LI,EI'IEHMl71 n obecneunBaTb pecypcobl
ana nx ncnoaHeHuA

KOHTPOAMPOBaTb M KOPPEKTUPOBATb UCMOIHEHWE MOPYYEHUIA 1 3a4ad

YnpaBnaTb 3GpPpEeKTUBHOCTbIO U BOBAEYEHHOCTbIO NepPCcoHana, AUCLUUNANHOMN
Tpyaa v cobnogeHmem 6e3onacHbIX YCA0OBUNA Tpyaa

Bectun neperoBopbl no Bonpocam couwnanbHOro napTHepCTBa n
npeacTtaB/ATb UHTepPecCbl OpraHnsauunM B TFOCYyAadpPCTBEHHbLIX OpraHax,
I'IpO(bECCVIOHa/'IbeIX COHO3aX WU Apyrnx npeacraBuTesibHbIX  OpraHax
pa6OTHMKOB, M OpraHM3aumnAx no BoONpocam nepcoHana

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

MpoBoAWTb ayANUT U KOHTPOAAMHF B 061aCTU yNpaBAeHWUA NePCoHaNom




dopmupoBaTb M MNPOBOAMTb COUMANbHYIO MOJUTUKY W COuMasibHble
nporpammoi

Bectn neperosopbl C NOCTaBWMKaMKMN YyCnyr no ycnoBmAmM 3aKno4aemMblX
[l0roBopoB

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

Cob6nt04aTb HOPMbI 3TUKK Ae10BOro 06LLeHMA

Heobxoanmble 3HaHUA

MeTozabl ynpasaeHua passutmem n 3pPpeKTMBHOCTbIO OpraHM3aLnn, MeToapl
aHanM3a  BbINOJIHEHWA MJQHOB M MPOrpPamMm, ONpeaeneHus  ux
3KOHOMMYECKON 3PPEKTUBHOCTU

OpraHunsaums ynpasieHns pa3suTnem opraHmsaumm

Teopun ynpaBieHUs opraHusaumein, NOAUTMKA M CTpaTerna ynpasfeHus
nepcoHanom

MeToabl aHanM3a BbLIMOJHEHUA MNAHOB W 33ajady, onpeaeseHua WUx
S3KOHOMUYecKon 3¢ deKTUBHOCTH

MeToAbl OLLEHKK, pe3ynbTaToB 1 3hdEKTUBHOCTU Tpyaa

MeToabl BHeApPeHMA CUCTEeMbI YNpaBaeHUA NepPCOHA/IOM

OcHoBbl paboTbl N0 NPoPopMEHTaLUN

MeToAMKN NNaHNPOBAHNA U MPOrHO3MpPOBaHMA NOTPEebHOCTM B NepcoHane

Llenun, ctpaterna passmtna un 6u3Hec-nnaH OopraHunsaunun

Teopun 1 metoasl opMmmnpoBaHUIO BpeHaa opraHMsauun

TpeboBaHMA oxpaHbl M 6e30nacHbIX YCA0BUNA Tpyaa




MeToankn pa3p860TKVI N BHEAPEHNA TOKA/ZIbHbIX HOPMATUBHbIX aKTOB

MopAAOK 3aKno4YeHWs TPYAOBbIX [AOrOBOPOB, PEryiMpoBaHUA TPYAOBbIX
cnopos

OcHOBbI  COLMONOTMN, NCUXONOTMKN, SKOHOMMKMU Tpyaa W ynpaBaeHuA
COoUuMaNnbHbIM pa3BUTNEM OpraHn3aunmn

MeToabl NpoBeAEeHUA  COLMOJIOTMYECKMX  UCCAeAO0BaHUNA,  U3ydYeHUs
06LLecTBeHHOro MHeHMUA

TexHonorMm nposBefeHMA ayamTa W KOHTPOJZIMHIA B YNpasJieHuun
nepcoHaiom

MopadoK npoBedeHWs  3aKyMoOYHbIX  npoueayp W odopmiaeHus
CONYTCTBYIOLLLEN AOKYMEHTALUK

TexHonorun, craHpapTmMsauma, yHMd)MKaLI,Mﬂ, aBTOMaTun3aumna npoueccos
ynpas/sieHnAa nepcoHasiom

CTpyKTypa opraHu3aumm

TpyAoBOE 3aKOHOAATENLCTBO M MHbIE aKTbl, COAEprKaLMe HOPMbI TPYA0BOro
npaea

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

OcHOBbI Ha/I0roBOro 3aKoHoAaTeNbecTBa Poccuiickoit deaepaumm

OCHOBbl MUrpaLMOHHOrO 3aKoHoAaTeNbCTBa Poccuiickolt depepaumu, B
YacTU MPUBJEYEHUA U TPYAOYCTPOMCTBA MHOCTPAHHBIX rparKaaH v auy, 6es
rparkaaHCTBa

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




3aKkoHoaaTenbcTBo Poccuitickoit deaepalmm 0 NepcoHaNbHbIX AaHHbIX

MopAaoK 3aKNtO4YEeHUs [OTOBOPOB (KOHTPAKTOB)

JlokanbHble HOPMATUBHbIE aKTbl B obnactu ynpasaeHnAa nepcoHaiom

Hopmbl 3TUKM fenoBoro obLeHns

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

Lpyrvue xapakTepuctmkm

3.8.3. TpypoBasa ¢pyHKUMA

ALMUHUCTPUPOBAHME NPOLLECCOB U YpoBeHb
HanmeHoBaHMe | A0KymMeHTOO60pOTa MO CcTpaTernyeckomy Kopa H/03.7 |(noaypoBeHb) 7
ynpaB/ieHWo NepcoHaoM OpraHu3aLmm KBanmdukauum

MpowncxoxaeHwe TpyLoBOW
bYHKLMK

3anmcTBoBaHO
OpwuruHan X
U3 opurMHana
Kog, PerncrpaumoHHbIn
opurnHana HOMep
npodeccnMoHanbHOro
CTaHAapTa

TpyaoBble aencTena

AHanM3 nNpoLeccoB AO0KYMEHTOO60pPOTa, JIOKaNbHbIX AOKYMEHTOB MO
BOMPOCaM YMNpaB/JeHUA NepcoHasnom, OGU3Hec-NpoLeccoB OpraHUsaumm,
yA0BNETBOPEHHOCTU NepcoHana

[OKymeHTauuoHHOe opopmIeHNe Pe3yNbTaToB YMNpPaB/EHUS NEePCOHA/NIOM,




€ro ayauTta, paboTbl CTPYKTYPHbIX NOAPa3aeeHnii

[JOKyMeHTaUMOHHOE M OpraHM3aLMOHHOE COMPOBOXAEHNE CTPATErNMYECKOTO
ynpaBaeHna nepcoHanom u paboTbl CTPYKTYPHbIX NogpasaeneHui

MoAroToBKa NpeaioXKeHin No PasBUTUIO CUCTEM YNPaB/IEHUA NEPCOHANIOM,
No HeobXoOMMbIM KOPPEKTUPYHOWMM M NPEBEHTUBHLIM Mepam W Mo
noBblLeHWto 3G GEeKTUBHOCTU PaboTbl CTPYKTYPHbIX NOoApa3AeneHul’

KoHTponb npoueccos B 06nacTy ynpasaeHuWA MepcoHasom U paboTbl
CTPYKTYPHbIX  MoApasgeneHuid, CpaBHeHMe W  aHanM3  MPOoLEccos,
pe3y/nbTaToB YMNpPaB/EHYECKUX MeponpuaTuii, onpeaeneHne ¢akTopos,
BbI3bIBAOLLMX OTKAOHEHME OT NAaHOBbIX NOKa3aTenei

CornacosaHMe W KOHTPO/b [OrOBOPOB MO BOMpPOCaM WM CUCTEMAM
CTpPaTerMyeckoro ynpas/ieHUs MepcoHanom W paboTe  CTPYKTYPHbIX
noApasaesieHnin, opraHnsaLma Npoueayp no Ux 3akatoYeHuIo

MoaroTtoBka pes3y/sibTaTOB aHanM3a COOTBETCTBMA OpraHMsaumm U onnaTthbl
TpyAaa nepCoHaNna yCnewHbIM KOPNOpPaTUBHbIM NMPaKTUKam

BbinosHeHWe TpeboBaHMI NO XpaHeHMO WHbOpPMaUMM O pesysbTaTax
OENCTBUS CUCTEM CTPATErMyeckoro yrpas/ieHMA MnepcoHasiom M paboThbl
CTPYKTYPHbIX NOAPa3aeneHnin

Heobxoanmble ymeHUn

AHanunsnpoBsatb, pa3pabatbiBaTb U 0GOPMAATL AOKYMEHTbI MO NPOLEccam U
pesynbTaTaM  yMpaB/ieHUs MepcoHasom U  paboTe  CTPYKTYPHbIX
noapasgeneHui

MpUMeHATb MeToAbl aHaNn3a BU3HEeC-NPOLLECCOB OpraHn3aLmum

OnpenenAatb NporpamMmmbl  [OCTUMXEHUA LUenenm U  pelleHua 3agad
noapasgeneHui

HDOBO,D,VITb ayauT cCuctembl ynpassieHMA NnepCcoHa/iom




HDOBO,D,VITI: KOHTPOMNINMHI CUCTEMDbI YNpaB/1eHUA NEPCOHA/IOM

KoHTpoanposaTth 6loa)KeT Ha MNepcoHan U ynpasneHuWe pacxojamu Ha
nepcoHan

OpFaHM3OBbIBaTb conposoxXageHmne A0orosopos Mno BonpoCam ynpaBneHUA
nepcoHanom, BKNo4Yaa npeasaputesibHble npoueaypbl NO X 3aKIIOYEHUIO

OpraHun3oBbIBaTb 3aKynoyHble npoueaypbl, 0bOpPMAATbL U aHA/IM3MPOBATb
3aKYMOYHYIO AOKYMEHTaUMIO

KOHTpOJ’IMpOBaTb M aHaAn3npoBaTb BOMNPOCHLI COUMAZIBHOIO MNapTHEPCTBa,
A0roBopbl NOCTaBLWKMKOB yCcnyr

MpoBoanTb neperosBopbl W MNPeACTaBAATb MHTEPechbl OpraHusauum B
rocy4apCTBEeHHbIX OpraHax, npodeccMoHasbHbIX COK3ax W ApYrux
npeacTaBuTe/IbHbIX OpraHax PaboTHWKOB M opraHM3auuMsax Mo BOMpPOCam
nepcoHana

BecTu aenosyio nepenmcky

Pabotatb Cc MWHPOPMALMOHHBIMM cucTeMamu W 6Gasamu AaHHbIX MO
nepcoHany, cucTemMam YynpaBieHWA MNepPcoHaioM W  OpraHM3aLumu
AeATeNbHOCTU CTPYKTYPHbIX NOApPasAeneHuUM

ObecneunBaTb KagpoBoe [AeNONpPOM3BOACTBO U JOKYMEHTALMOHHOE
COMPOBOXAEHWe MpOLLeccoB MO YMNpPaB/AeHUIO nepcoHanom U pabote
CTPYKTYPHbIX NOAPa3aeneHni

OpFaHM3OBbIBaTb XpaHeHne OOKYMEHTOB B COOTBETCTBUU C Tpe6OBaHVIﬂMM
TPyaoBOro M apXMBHOIo 3aKOHOAATE/NIbCTBaA Poccuiickoi CDe/J,epau,MM n
JNOKa/IbHbIMU aKTaMU OpraHn3auunm

Cob6ntogatb HOPMbI 3TUKK AeN0BOro 06LLeHUs

Heobxoanmble 3HaHWA

KopnopaTuBHaAa KynbTypa, coumanbHaA MNOAUTUKA, CUCTEMbl MOTUBALUU U




3bPEKTUBHOCTM yNpaBAeHUsA NEePCOHANOM

MeTogbl ynpaBieHua pa3sutmem U 3pGeKTUBHOCTbIO OPraHM3aLLnmn, MeToabl
aHanM3a BbIMO/MHEHMA NAQHOB W MpOrpamMmm, onpegeneHuna  Uux
3KOHOMMYECKOM 3PPEKTUBHOCTH

MeToapl nposeaeHMA ayauta, KOHTPO/IA ONepaTtuBHbLIX YyMNpaBIEeHYECKUX
npoueccos, counonorn4yeckmnx VICCﬂe,CI,OBaHMﬁ

BusHec-nnaH 1 6U3Hec-NpoLLecchl opraHn3aLmm

bBrogeTHoe npoeKkTupoBaHme

OpraHuU3aUMOHHOE NPOEKTUPOBaHME

dopmbl, MeToAbl M CUCTEMbl MaTEPUaNbHOTO M HemaTepuasnbHOro
CTUMYNIMPOBaHUA TpyAa NepcoHana

Cuctembl CTaHOapTOB no b6u3Hec-npoueccam, npodeccuam
(cneumanbHoCTAM), HOPMbI TPYAA

MeToabl aHan3a KOJIMYEeCTBEHHOIO U Ka4YeCTBEHHOro COCTaBa NepcoHana

KagpoBas noanTMKa opraHmMsaumm

Mopsagok dopmnpoBaHMA, BeAeHWs 6aHKa AaHHbIX M NpeaocTaBAeHUA
OTYETHOCTW MO CUCTEMAM YNpaB/ieHUs NepcoHaNom U paboTe CTPYKTYPHbIX
noapasgeneHui

OCHOBbl  JOKYMEHTaLMOHHOrO  obecneyeHus, nopadoK odopmieHus
ZLOKYMEHTOB, npegocTaBifAemblX B FOCYAAPCTBEHHble  OpraHbl,
npodeccroHanbHble COo3bl, 0BLLECTBEHHbIE OpraHM3aLum

Llenun v ctpatervs pasBuTia opraHMsauum

MopAfOK  NpoBefZeHWA  3aKymouyHbIX  npoueayp W odopmaeHUs




COMYTCTBYIOLWEN JOKYMEHTAL MM

HopmaTuBHble MpaBOBble aKTbl, Peryavpylolme npasa M 06A3aHHOCTM
rocyAapCTBEHHbIX OPraHOB M OpraHM3auvmn Mo MNpPeaoCcTaB/leHUo yYeTHOM
AOKyMeHTauum

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

TpyaoBoe 3aKOHOAATENLCTBO M UHbIE aKTbl, COAEPXKaLlMe HOPMbI TPYA0BOro
npasa

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

OCHOBbI Ha/I0rOBOTO 3aKoHOAaTebCTBA Poccuiickoit deaepavum

OcHOBbl MUIpaLMOHHOrO 3aKkoHogaTenbctBa Poccuiickoii degepauun, B
Y4acTU NPUBAEYEHUA U TPYOOYCTPOMCTBA MHOCTPAHHBIX rpaxKaaH v auu, 6es
rpaXk4aHcTBa

OcHosBbl AAMUHUCTPATUBHOINO 3aKOHOAOATe/NIbCTBa B obnactu ynpasaeHuA
nepcoHaIoOM U OTBETCTBEHHOCTU OONXKHOCTHbIX 1L,

3aKkoHoaaTenbcTBO Poccuitckon Pegepaupmmn o NePCcoHaNbHbIX AaHHbIX

JloKanbHble HOPMaTMBHbIE aKTbl OpraHusauuMu B 06s1acTM ynpasieHus
NepcoHasom

MopAAOK 3aKN0YEHUA AOFOBOPOB (KOHTPAKTOB)

Hopmbl 3TUKK aenosoro obuweHun

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




[pyrve xapakTepuctnkm

IV. CBegeHuMa 06 opraHusaumsx - paspaboTynkax
npodeccnoHanbHOro cTaHaapTa

4.1. OTBeTCTBEHHAA OpraHM3auUnsa-pas3pPadboTunK

Obuwepoccuiickoe obbegmHeHne pabotogatenen "POCCUMCKMIA COLO3 NMPOMBbILLIEHHUKOB U

npegnpuHumartenen”, ropog Mocksa

NcnonHuTenbHbiM BULEe-Npe3ngeHT KysbMuH Amutpuii Bnagmmuposuy

4.2. HaumeHoBaHMA OpraHn3aunin-paspaboTymkos

1| AHO "HaumoHanbHoe areHTCTBO pa3BuTUA KBanudukaumin', ropoa Mocksa

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

3 |Fpynna HeadHunter, ropoa MockBa

4 |3A0 "KPOK MHKOPMOPEMTEL, ropos Mocksa

5 | MIHbopMaLMOHHO-aHannTuYecknin ueHTtp "Kagposbin Josop”, ropog Mocksa

6 | MO "OMOPA POCCUWN", ropoa MockBa

7 | MexayHapoaHan accoumauma 4eNoBoro CoTpyaHMYecTsa, ropos Mockea

8 | HOYY AMNO "NHcTtuTtyT npodeccnoHanbHoro kagposuka", ropog Mockea

9| HN "Accouwnaumna Esponeickoro 6usHeca", ropos Mocksa

10| HN "BKK - HaumnoHanbHbIM coto3 KaapoBmkoBs", ropog MocKkea




11

HMN "MexayHapoaHbii anbaHc "Tpyaosaa murpauma”, ropog Mocksa

12

HIM "HaumoHanbHan accoumnauma opUCHbIX CNEeLMasnCcTOB U aAMUHUCTPATUBHbIX PaboTHUKOB",
ropog Mocksa

13

HM MHO "Accoumauus meHeaxepos Poccun”, ropog Mocksa

14

HM CYP3 "HaumoHanbHaa kKoHdeaepauua "Pa3sutme yenoBeyeckoro kanutana", ropog MockBa

15

OAO "BAHX" (TAO BBL,), ropoa MockBsa

16

OAO "T'asnpom HedTb-HoBocnbupck", ropog Hosocnbupck

17

OAO "O6begmHeHHas cygocTpouTenbHas Kopnopauus", ropog Mockea

18

OAO "PXA", ropog MockBsa

19

OAO "CaxanuH IHeparu UHBectmeHT KomnaHu", ropog KOxkHo-CaxannHCK

20

OAO "TaTtHedTb" MmeHun B.A. LWawwnHa, ropog KasaHb

21

OAO "HayuyHo-npounsBoacTBeHHoe 0bbeamnHeHne "Hayka", ropoa Mocksa

22

000 "LG Electronics Rus", ropog Mocksa

23

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

24

000 "UT-CK", ropoa MockBsa

25

000 "Nykonn-NHxRunHnpuHr", ropos Mocksa

26

000 "OKB 3eHuTt", ropog Mockea

27

000 "MeTtponnym Tpengunr", ropos Mocksa

28

000 "Monurpad-3awmTa”, ropog Mockea




29

000 "LleHTp KagpoBbIx TexHoNormi - ObyyeHme. CTaxknposKu. TpyaoycTpolicTeo", ropos MockBa

30

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

31

Toproso-npombliwieHHan nanaTta Poccuiickoi ®eaepaunn, ropos Mockea

32

®re0OY BMO "MOCKOBCKMI rocyAapcTBEHHbIV yHUBEPCUTET MMeHU M.B. JlomoHocosa", LLUkona
AnpeKTopa no nepcoHany, ropos Mocksa

33

®re0Y BMNO MCY, ropog MocKksa

34

®dreoy Bro M3CH, ropoa MocKksa

35

®re0OY BMNO CMbUpCcKMii rocygapCTBEHHbIN YHMBEPCUTET NyTen coobuweHua (CTYIC), ropoa,
HoBocnbupck

36

®rBY "HayyHo-uccnenoBaTeNbCkUM MHCTUTYT TPYAaA U COUMANIbHOTO cTpaxoBaHms" MuHucTepcTea
TpyAa v coumanbHom 3aWwmTbl Poccnitckon ®epepauymm, ropoa Mocksa

37

®ryn "Moura Poccumn”, ropog Mockea

38

®K "Ypancub", ropoa Mocksa

<1> O6WepoccUiicknin kKnaccudurKaTop 3aHATUN.
<2> O6LWepoCcCUincknin KnaccudrKaTop BUL0B SIKOHOMUYECKOM AEATENIbHOCTMU.

<3> EanHbIi KBaNMUKALMOHHbIW CNPaBOYHMK AOMXKHOCTEN PYKOBOAUTENEN, CMELMANIUCTOB U APYTUX CAYMKALLMX.
<4> Obwepoccuiicknin knaccudumkaTop npodeccuii paboumnx, AOMKHOCTEN CAYKALLMX U TapUHbIX Pa3paaos.
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