MAHUCTEPCTBO TPYOA W COLMAIIBHOM 3AWUTLI POCCUMCKOM
SELEPALIM

NMPUKA3

oT 6 okTa6pa 2015 roga N 691H

O6 yTtBepxaeHun npodpeccmoHanbHOro ctangapta "Cneyvanict no ynpaBfieHUo
nepcoHanom"

B cootBetrctBMM C nyHkTOM 16 [lpaBun pa3paboTku, yTBEPXOEHUA U
NpUMEHEeHNs NpodecCroHanbHbIX CTaHOApPTOB, YTBEPXOEHHbIX MOCTaHOBIEHWEM
MpasutenscTea Poccuinckon Penepaunm ot 22 aHsaps 2013 roga N 23 (CobpaHue
3akoHogaTtenbctBa Poccunckon ®epepaumnn, 2013, N 4, c1.293; 2014, N 39,
cT.5266),
npvKasbiBato:

YTBEpauTb npunaraembli® npodeccmoHanbHbin cTaHgapt "Cneuuvanuct no
yrpasrieHno nepcoHanom".

* MNpunoxenune B coopmate PDF cm. no ccbinke. - MNMpumevaHve usrotoBuTens
0a3bl JaHHbIX.

MuHucTp
M.A. TonunuH

3apermcTpupoBaHo

B MMHUCTEpCTBE HOCTULUK
Poccunckon ®epepavmn
19 okTa6pa 2015 roga,
pernctpaunoHHbin N 39362

NMpodeccuoHanbHbIN cTaHaapT. Cneunanucr
no ynpaBJfieHUO nepcoHarom

YTBEpxaeH

np1kasom MiH1CTepcTBa TpyAa

1 coLManbHOM 3alLmThl

Poccuinckon ®egepauun

oT 6 okTs6pa 2015 roga N 691H

MPO®ECCUOHATNBbHBLIN CTAHOAPT

CNEUMAITNCT MO YTMPABJIEHNIO NEPCOHAITOM


http://docs.cntd.ru/document/902393797
http://docs.cntd.ru/document/902393797
http://docs.cntd.ru/document/468417128
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PernctpaumnoHHbIin

HOMep
I. Obwume cBeaeHUA
YnpaBneHne nepcoHanomM opraHusaumm 07.003
(HaMmeHoBaHWe Byaa nNpogecCroHanbHOW AeaTeNbHOCTH) Kog

OcHoBHas uenb Buga npodeccnoHanbHOMN AeATeNbHOCTH

OcHoBHas uenb Buga npodeccmnoHarnbHon AeaTeNbHOCTH:

nepcoHarnom Ans OCTWKEHUS Lienen opraHmsawmm

Ob6ecneyeHne 3GGPEKTUBHOIO (PYHKLMOHUPOBAHUS CUCTEMbI  yrpaBIieHus

Fpynna 3aHATUK

"pynna 3aHaTum:

1232 Pykosoautenu 2412 CneunanucTsbl
nogpasgeneHmn  (crnyxo) Kagpam
ynpaBfeHna Kagpamm U npodopueHTauum

TpyaoBbIMAN OTHOLLEHUNAMU

no

3423 CneuvanucTbl KagpoBbIX || - -

cnyxd un  ydpexaoeHun

3aHATOCTH
(kon (HanmeHoBaHwue) (koo (HanmeHoBaHue)
OK3 OK3)

<1>)



http://docs.cntd.ru/document/1200121893
http://docs.cntd.ru/document/1200121893

OTHeceHMe K BUaamMm 3KOHOMUYECKON AeATEeNIbHOCTHU

OTHeceHue K BuaamM 3KOHOMUYECKON AeATENbHOCTU:

78.30 HesatenbHocTb No noabopy nepcoHana npoyas

(ko4 (HaMmeHoBaHWe BMaa 3KOHOMUYECKON AeATENBHOCTHN)
OKB3

<2>)

Il. OnucaHune TpyaoBbIX (PYHKUUU, BXOOALWMNX B
npocgeccuoHanbHbIN cTaHAAapT (pyHKUMOHaNbHasA KapTa
Buaa npodeccmoHanbLHOM AeATesrIbHOCTH)


http://docs.cntd.ru/document/1200110162

nepcoHarom

O606LeHHbIe TpyaoBble OyHKLUN TpynoBble hyHKLUN
Kog || HanmeHoBaHue YPOBEHb HaVMeHoBaHue Kon YPOBEHb
KBanMdwmkau mm (noaypoBeHb)
KBanudmkaumm
A [lokymeHTauunoHHoe || 5 Bepnenve A015 || 5
obecneyeHne OpraHu3aLU oHHON U
paboTbl C pacnopsiAnTensLHoOM
nepcoHariom AOKYMEeHTaumMm  no
nepcoHany
Bepnenve A025 || 5
AOKYMEHTauuMn  no
yyeTy U [OBWKEHWUIO
KagpoB
AomuHucTpupoBanme (| A/03.5 || 5
npoueccoB "
AoKyMmeHToobopoTa
no yyeTy n
OBWKEHNIO  Kagpos,
NpeacTaBneHnto
AOKYMEHTOB no
nepcoHany B
rocy4apCTBEHHbIE
opraHbl
B [earenbHocTb Mo || 6 C6op mHdopmauum o || B/01.6 || 6
obecneveHuno noTpebHoCTAX
nepcoHanom opraHuMsauumn B
nepcoHarne
Mownck, B/02.6 || 6
NpVBIiEYEHNE,
nogbop wn otTbop
nepcoHana
AomuHucTpupoBaHue (| B/03.6 || 6
npoLeccoB n
AoKymeHToobopoTa
obecnevyeHus




[eatenbHoCcTb MO OpraHusauus n |l C/01.6
OLEeHKe n NpOBELAEHNE OLEHKM
aTTecTtayum nepcoHana
nepcoHana
OpraHusauuns n || C/02.6
npoBegeHne
aTTecTauum
nepcoHana
AomuHucTpupoBsaHue || C/03.6
npoueccos n
AOKyMeHToobopoTa
npwv npoBeneHnn
OL,EHKM n
aTTecTaymu
nepcoHana
[edatenbHoCcTb  no OpraHunsauuns n || D/01.6
pa3BUTUIO npoBegeHne
nepcoHana MepPOnpUsaTUI no
pasBUTUIO n
NOCTPOEHMIO
npodheccroHanbHom
Kapbepbl NepcoHana
Oprannzauuns D/02.6
oby4yeHuns
nepcoHana
OpraHusauus D/03.6
aganTtauum n
CTaXXMPOBKMN
nepcoHana
AomuHucTpupoBaHue || D/04.6
npoueccos n
AoKyMeHToobopoTa
no  pasButuio "
npodeccuroHansHom
Kapbepe, 00y4YeHuto,
agantauum n
CTaXXMpoBKe

nepcoHana




JearenbHoCcTb

nepcoHana

no

opraHusaumu Tpyaa
7 onnatbl

Opranmnsaumnsa Tpyaa
nepcoHana

E/01.6 || 6

Oprannzauuns
onnaTbl Tpyoa
nepcoHana

E/02.6 || 6

AOMUHUCTpUpPOBaHMeE
npoLeccos n
AOoKyMmeHToobopoTa

no BOMpocam
opraHusauuu Tpyaa
1 onnatbl NepcoHana

E/03.6 || 6

[esatenbHoCcTb
opraHusauuu
KoprnopaTMBHOW
couunanbHomn
NOSINTUKMN

no

Paspabotka
KoprnopaTMBHOW
couuansHomn
NOMUTUKN

F/01.6 || 6

Peannsauus
KoprnopaTMBHOW
couunanbHomn
NOSIUTUKMN

F/02.6 || 6

AOMUHUCTpUpPOBaHUNE
npoLeccoB n
AoKyMmeHToobopoTa
no Borpocam
KoprnopaTBHOW
coumasnsHon
NONUTUKK

F/03.6 || 6

OnepaumoHHoe
ynpasneHue
nepcoHariom
nogpasgeneHmem
opraHusauuu

n

Paspabotka
CUCTEMBI
onepaLMoHHOro
ynpaBneHus
nepcoHarnomM n
paboTbl
CTPYKTYPHOIo
nogpasaeneHus

G/I01.7 || 7




Peanuzauus
onepaLmoHHOro
yrnpaBneHus
nepcoHanom n
paboThl
CTPYKTYPHOrO
nogpasgerneHus

G/02.7

AOMUHUCTpUpOBaHME
npoLeccoB n
AoKymeHToobopoTa
no  onepaunuoHHOMY
YrpaBreHno
nepcoHariom n
paboTe
CTPYKTYPHOro
nogpasgerneHus

G/03.7

H Crtparternyeckoe
ynpaerneHve
nepcoHanomM
opraHusaumm

Paspabotka
CUCTEMBI
cTpaTernyeckoro
ynpaeneHus
nepcoHarnom
opraHu3anmu

H/01.7

Peannzauus
CUCTEMBDI
CTpaTernyeckoro
yrnpaBneHus
nepcoHanom
opraHusauuu

H/02.7

AOMUHUCTpUpPOBaHME
npoueccoB "
AoKyMmeHToobopoTa
No cTpaTermyeckomy
yrpaBreHno
nepcoHariom
opraHusaumu

H/03.7

lll. XapakTepuctnka o606LWeHHbIX TPyAoBbIX PYHKLUN

3.1. O6o06LwWeHHas TpyaoBas pyHKLUA




HanmeHoBaHve || [JokymeHTauuoHHOEe Koa A YpoBeHb 5
obecneyeHne paboTbl KBanudmkawmum
C NepcoHarnom
Mpoucxoxaenne || OpurmHan 3anmcTBOBaHO
006006 LLeHHON N3 opurnHana
TpyooBon
doyHKLMN
Kon PerncTpay oHHbIv
opvrmHana || Homep
npodpeccmoHanbHoOro
cTaHgapTta
Bo3moxHble CneumanucT no KagpoBoMy A,enonpon3BoacTBy
HanmMeHOoBaHUSA
[LOMDKHOCTEW, CneumanucT no AOKYMEHTALMOHHOMY OBecneyeHuio
npocheccuin paboTbl C NepcoHanom

CneuwnanucT no nepcoHary

CneunanucT No JOKYMEHTALMOHHOMY OBecneveHuio
nepcoHana




TpeboBaHus K
o6pasoBaHunto "
o6yyeHuo

CpeoHee npodeccuoHanbHoe  obpasoBaHue -
nporpamMma MNOArOTOBKM CMeuuannucTtoB CPeAHEro
3BeHa

HononHutensHoe npodeccuoHansHoe obpa3oBaHue -
nporpaMmbl  NpodeccnoHanbHON  NepenoaroToBKY,
nporpaMmmbl NOBbILLEHWUST KBanndmKaL mum

TpeboBaHua K ONbITy

aonycka K pa60Te

NpakTU4eCcKomn
paboTbl
Ocobble ycrnosus || -

Apyrvie
XapaKTepUCTUKM

[ononHuTtenbHble XapaKTe pPUCTUKU

HanmeHoBaHwue Koa HanmeHoBaHne 6asoBom rpynnel,
OOKYMeHTa AOSDKHOCTU (npodpeccun) nnm
cneunanbHoCcTn
OK3 2412 CneuymnanucTbl no Kagpam "
npodgoopueHTaLmnm
3423 CneuvanmcTbl  KagpoBbiX Chyxb wu
yypexaeHun 3aHATOCTH
EKC <3> - CneunanmcT no kagpam
- NHcnekTop no kagpam
OKNATP <4> 27755 OKOHOMUCT Nno Tpyay
22956 WHcnekTop no kagpam
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http://docs.cntd.ru/document/9029638

3.1.1. TpynoBas pyHKUUuA

HanmeHoBaHue || Beaenue Koag || A/01.5 || YpoBeHb 5
opraHv3auoHHON U (nogypoBeHb)
pacnopsanTesisHom KBanudumkaumm
AOKYMeHTauun  no
nepcoHany

MpoucxoxaeHune || OpurmHan || X || 3aMmcTBOBaHO

TpyaoBou N3 opurnHana

dOyHKLMK

Kon PernctpauoHHbIN

opvrmHana || Homep
npogeccroHansHoro
cTaHgapTta




Tpynosble
JencTeus

O6paboTka n aHanuM3 NocTynaroLen OKYMeHTaumm no
nepcoHany

Paspabotka u odopMmneHne  OOKyMeHTauum o
nepcoHany (NepBMYHOW, Y4YETHOW, MNAaHOBOW, MO

coumansHomy obecneyveHuio, OopraHu3aLoHHOMN,
pacnopsanTensHon)
Pernctpauus, yyeT n Tekyulee XpaHeHue

OpraHM3aLVoHHON N pacnopsanTeSibHOM AOKYMEHTauMm
no nepcoHany

Heobxoaumble
YMEHWS

PaspabatbiBaTb  NPOEKTbl  OpPraHM3aLMOHHbIX U
pacnopsianUTenbHbIX JOKYMEHTOB MO NepcoHany

OdopMnaTb  OOKYMEHTHI B  COOTBETCTBUU c
TpeboBaHUsaMHN rpaXkgaHCcKoro, TPYAOBOro
3aKoHogaTenbcTBa Poccurckon denepauunn "
noKanbHbIMY HOPMAaTMBHbLIMW aKkTamMu OpraHM3aLum

BecTu yyeT n permcTpauunto OOKYMEHTOB B
MHCbOpMaLI,I/IOHHbIX cucrtemax w“ Ha MartepualribHbIX
HOCUTENAX

OpraHusoBbiBaTb XpaHeHve AOKYMEHTOB B
COOTBETCTBUM C TpebOoBaHUAMWN TPyOOBOro, apXMBHOMO
3aKkoHogaTenbcTBa Poccuinckon denepauunn n
fioKanbHbIMY HOPMAaTUBHbLIMW aKkTamMu OpraHM3aLmum

AHanmsvpoBaTb AOKYMEHThI 7 nepeHocuTb
nHcpopmaLmto B 6a3bl JaHHBLIX U OTYETDI

BbisiBNsiTb  OLWMOKK, HETOYHOCTW, WCMPaBMNEHUs U
HEeOOCTOBEPHYID  MHGOpMaUMiO B [OKYMEHTax,
onpenensaTb NerMTUMHOCTb AOKYMEHTOB

PaboTtaTb ¢ MHOPMALMNOHHLIMKU cucTeMamm 1 6asamu
[AaHHbIX MO BEAEHWIO yYeTa, OBWKEHUIO NepcoHana

Cobntogatb HOPMbl 3TUKU 4EMNOBOro 0bLWeHns




Heobxoaumble
3HaHuA

Mopsimok  odoopmrieHusi, BedeHus U XpaHeHus
AOKYMEHTOB MO nepcoHarny

Mopsiaok yyeTa [OBWKEHUSI KaapoB M COCTaBreHUs
YCTaHOBEHHOW OTYETHOCTH

OcHoBbl [OKYMEHTOOOOpPOTa W  [LOKYMEHTALMOHHOIO
obecnevyeHud

TexHornormn, MeTodbl U METOAMKWN NPOBeAEeHMs aHanmsa
N cucTemaTmsaummn 4oKYMEHTOB U MHcopMaL Mm

Mopsgok pacyeTa CTaxa, JbroT, KOMMEHCaUWun,
odpopMIeHNSA NEHCU paboTHMKaM

CTpykTypa opraHusauum

TpyooBoe  3aKkOHOAATENbCTBO UM WHble  aKThl,
coaepallve HopMbl TPy4oBOro Npasa

OCHOBbI apXxMBHOrO 3aKoHo4aTeNnbCTBa U HOpMaTMBHbIE
npaeBoBble akTbl Poccurckon Pegepauumm, B 4YacTtu
BEAEHNs1 LOKYMEHTaL UM NO NepcoHarny

3akoHoaaTenbCcTBO Poccunckon  degepaumm o
nepcoHarbHbIX AaHHbIX

JlokanbHble  HOpMaTUBHbIE  aKTbl  OpraHM3aLuu,
perynupytoLme nopsiAoK ochopMIieHus
pacnopsanTenbHbIX M OpraHM3auMOHHbIX [OKYMEHTOB
Mo nepcoHary

HOprI 3TWKM 1 OEeNnoBoro obLeHus

BasoBble  OCHOBbI ~ MHOPMATUKKW,  CTPYKTYpHOE
NOCTPOEHNe MHPOPMALIMOHHBIX CUCTEM N OCOBEHHOCTU
paboTbl C HAMMK




Lpyrve -
XapakTepPUCTUKM

3.1.2. TpynoBas dyHKuMA

HanmeHoBaHvne || Bepenwue Kog | A/02.5 YpoBeHb 5
AOKYyMeHTauuu no (nogypoBeHb)
yyeTy n KBanudmkaymm

OBWXEHNIO KagpoB

Mpoucxoxaenue || OpurnHan || X || 3anmcTBOBaHO
TpyOoBOW N3 opurMHana

doyHKLMK

Kon PerncTtpaumoHHbIn
opurMHana || Homep
npodpeccmoHanbHOro

cTaHaapTa




TpynooBble AencTems

MoarotoBka MPOEKTOB AOKYMEHTOB MO NpoLenypam
ynpaBneHnss MepcoHarioM, Y4eTy W [ABWKEHMIO
nepcoHana

OpraHusaumsi CUCTeMbl [OBWKEHUS LOKYMEHTOB MO
nepcoHany

C6op 1 NnpoBepka NMMYHbIX AOKYMEHTOB pabOTHMKOB

MoaroToBka n odropMreHre No 3anpocy paboTHUKOB
N OOMMKHOCTHBIX L, KOMWIA, BbINMUCOK M3 KagpoBbIX
AOKYMEHTOB, CMpaBOK, WHGopMauMm O CTaxe,
nbrotax, rapaHTusix, KOMMeHcaumsax U WHbIX
cBefeHun o paboTHMKax

Bblgavya paboTHUKY KagpoBbIX LOKYMEHTOB O €ro
TPYAOBOW OeATENbHOCTH

[oseneHve Jile) cBefeHus nepcoHana
opraHu3aLMoHHbIX, PacrnopAAUTENbHBLIX U KaapoBbiX
[I0KYMEHTOB OpraH13aLum

BeneHve yyeta pabo4yero BpemeHn paboTHUKOB

Pernctpaums, y4eT, oOnepaTMBHOE  XpaHeHwe
[IOKYMEHTOB MO NepcoHarly, NOAroToBKa K cAaqe ux B
apxuB

Heobxogumblie ymeHus

Pa3paGaTblBaTb NPOEKTbl KaaApOBbIX JOKYMEHTOB

OdopmMnaTb KagpoBble OOKYMEHTbI B COOTBETCTBUM
c TpeboBaHMsAMM TPyAOBOro 3akoHoAaTeNnbCTBa
Poccuinckon denepauuu " nokarnbHbIMK
HOPMaTUBHBLIMM aKkTaMmn opraHusaumm

Bectu Y4eT U permcTpauunio KagpoBblX AOKYMEHTOB B
I/IH(bOpMaLI,I/IOHHbIX cnuctemax M Ha MartepuarbHbIX
HOCUTENAX




OpraHn3oBbiBaTb XpaHeHWe KagapoBblX AOKYMEHTOB
B COOTBETCTBMM C TpeboBaHWsMM TPYAOBOrO,
apXMBHOIO 3aKoHoAdaTenbcTBa Poccurckon
denepaumnmn 1 nokanbHbIMKU HOPMATUBHBIMU akTamm
opraHusauuu

AHanmsvpoBaTb KagpoBble [OKYMEHTbI n
nepeHocUTb MHGopMaLmio B 6a3bl faHHbIX U OTYETDI

PaboTaTb co cneumann3MpoBaHHbIMU
NHAPOPMALIMOHHBIMU cUcTEMaMU U B6asamMu [aHHbIX
No BEAEHWIO YYETa M OBWKEHUIO NepcoHana

PaspabatbiBaTb nnaH KOPPEKTUPOBOK
YCTaHOBEHHOTO nopsiaka 0hopMIEHUst [OKYMEHTOB
Mo MepcoHany W peanu3oBbiBaTb  NPUHATbIE
N3MEHEHUS

KoHTpormpoBaTb npucytcTBMe pabOTHUMKOB Ha
paboyem mecTe

Cobnogatbe HOPMbI 3TUKM AENOBOro 06LLEHUSA

Heobxoaumble 3HaHMSA

Mopsimok  odpopMneHnsa, BedeHUs U XpaHeHus
AOKYMEHTOB Mo nepcoHarny

I'Iopﬂ,q0|< ydyeTa ABWXEHUA KaapoB U COCTaBlieHUA
yCTaHOBJ'IeHHOVI OT4YEeTHOCTU

Mopagok pacyeTa CcTaxa, IbroT, KoMMeHcauun,
0dopMIeHnst NeHCUn paboTHUKam

CTpyKTypa opraHu3auum

TpyooBoe 3aKkoHOAATENbCTBO W WHble  aKThl,
coepalme HopMbl TPyO4OBOro Npasa

OcHosBbil apXMBHOTO 3aKkoHoaaTenbcTBa 7]
HOpPMaTUBHbIE npaBoOBble  aKThl Poccunckon
depepauymmn, B 4acTu BedeHUs LOKYMEHTauunm rno
nepcoHany




3akoHogaTtenbcTBo Poccurickon depepaunm o
nepcoHarbHbIX JaHHbIX

TexHonorn, MeToabl W METOAMKM NpOBedeHUs
aHanM3a W cucTemMaTusauuMm  OOKYMEHTOB MU
NHpopmaLmm

NokanbHble HOpMaTWBHbIE aKTbl  OpraHuM3aLuu,
perynpytolme nopsaok ogopMIIEHNS [OKYMEHTOB
Mo nepcoHarny

OcHoBbI fOKYyMEHTOOBopoTa U LOKYMEHTALNOHHOIO
obecneyeHus

HopMmbl 3TVKK AenoBoro obLleHus

BasoBble OCHOBbI  MHGOPMATUKW,  CTPYKTYpHOE
NOCTpoeHne NHGOPMALMOHHBIX cucTem n
0cobeHHOCTM paboTbl C HUMK

Lpyrve
XapaKTepUCTUKM

3.1.3. TpynoBas dyHKUMA

rocyaapCTBEHHblEe
opraHbl

HanmeHoBaHne || AgmunHuctpuposaHue || Kog || A/03.5 || YpoBeHb 5
npowLeccos n (moaoypoBeHb)
AOKyMeHToobopoTa KBanMgwmkaumm
no yyeTy n
ABWXEHWIO  Kaapos,
npeacTaBneHno
AOKYMEHTOB no
nepcoHany B




MpoucxoxaeHune
TpyaoBou
dOyHKLMK

OpvirnHan

3aumMcTBOBaHO
N3 opurnHana

Kon
opurMHana

PernctpauoHHbIN
Homep
npod)eCcCcroHarnbHoro
cTaHgapTa




TpynooBble AencTems

OpFaHI/I3aU,I/IFI D,OKyMeHTOO60pOTa no ydety wu
OBWXEeHUIO KagpoB

Opranusauus AOKyMeHToobopoTa no
npeacTaBneHio  JOKYMEHTOB MO MepcoHany B
rocyaapCTBEHHbIE OpraHbl

MocTaHoBKa Ha yyet opraHu3aumm B
rocynapCTBEHHbIX OpraHax

MoaroToBka No 3anpocy rocyaapCTBEHHbIX OPraHoBs,
npoeccmoHarnbHbIX COH030B n apyrmx
npencTaBuUTENbHbIX OpraHoB paboTHUKOB
OpUrMHaroB, BbIMUCOK, KOMWUN JOKYMEHTOB

MNoaroToBka yBeLOMSIEHUN, OTYETHOM 7]
CTaTUCTMYECKON MH(popMaLmMm Mo NepcoHany

MogrotoBka MHpopMaLMM O 3aKryeHun TPyLoBOro
nnm rpaxgaHCKO-NpaBoOBOro aorosopa Ha
BbIMONHeHWe  paboT  (OkasaHue  ycnyr) c

rpaXxgaHnHOM, 3amMeLaBLLInM AOSDKHOCTH
rocygapCTBEHHON WM MYHULMNANbHOW  CryxObl,
nepeyeHb KOTOpPbIX yCTaHaBnMBaeTCs

HOpPMaTMBHbLIMKM MpPaBOBbIMKM akTamn Poccumnckon
depepauunn

Heobxognmble ymeHus

OdpopmrisaTb y4YeTHble AOKYMEHTHI,
npegocTasnseMble B rOCY4apCTBEHHbIE OpraHbl,
npodpeccmoHanbHble COH3bl n apyrve

npeacTaBuUTESbHbIE OpraHbl paboTHUKOB

OpraHusoBbiBaTb ~ XpaHeHMe  [LOKYMEHTOB B
cCooTBETCTBUM  C  TpeboBaHusaMM  TPyOOBOroO
3akoHogaTensctBa Poccuickon degepaummn  wm
NoKanbHbIMW HOPMATUBHBIMW aKTamn OpraHn3aLmm

Pabotatb € WMHGOPMALMOHHBIMXW CUCTEMAMN WU
0aszamMn OaHHbIX NO BEOEHU ydeTa U OBWKEHUIO
nepcoHana




Pabotatb € WMHGPOPMAUMOHHBIMW CUCTEMAMN WU
6asamMn [aHHbIX MO BEOEHU CTaTUCTUYECKON WU
OTYETHOW MH(popMaL MM Mo NepcoHany

AHanusvpoBaTb npaBuna, npoueaypbl M MOPSAOK,
perynvpyoLme npaea " 06513aHHOCTM
rocyqapCTBEHHbIX OpraHoB W OpraHuMsauuu o
BOMpocam obmeHa [JOKyMeHTaL el no nepcoHany

BecTu genosyto nepenucky

Cobnogatb HOPMbI 3TUKN A4ESI0BOro 00 LLEHNS

Heobxoaumble 3HaHUSA

TexHornorn, MeToabl W METOAMKMU nposeageHnd
aHanmsa n cucrematmsaudmm  JOKyMEHTOB n

WHGpopmaLmm

OcHOBbI [OKYMEHTOO60pOoTa U AOKYMEHTALMOHHOMO
obecneyeHus

CTpyKTypa opraHu3auum

HopmaTtuBHble  npaBoBble  akTbl  Poccunckom
denepaumm, perynmpyowme npasa U 0693aHHOCTU
roOCy4apCTBEHHbIX OpraHoB, MNpodeCCHOHarbHbIX
COK30B UM ApYyrMX npeacTaBuUTENbHbIX OpraHoB
pabOTHMKOB  NO  MNpPefoCTaBfEHMIO  YYETHOWN
AOKyMeHTaumm

TpynooBoe 3aKkoHOAATeNbCTBO W MHbIE  aKThl,
coaepxallye HopMbl TPYA0BOro nNpasa

OcHoBblI apXMBHOTO 3aKkoHogaTenbcTBa "
HOpPMaTUBHbIE  MpPaBOBble  aKTbl Poccwuinckon
denepaumm, B 4acTum BeOeHUA OOKYMEHTauuu no
nepcoxarny

3akoHogaTtenbcTBo Poccunckon ®degepaumm o
nepcoHarnbHbIX JaHHbIX




NokanbHble HOPMAaTWMBHbIE aKTbl  OpraHuM3auuu,
perynvpyroLme nopsiaok BeAeHUs AoKYMeHTauum no
y4eTy 1 OBWKEHUIO NepcoHana

HOprI 3TMKM OEeSI0BOro o6LLeHnst

basoBble  OCHOBbI  MH(bOpMaTWKK,  NOCTPOEHUS
NHOPMALMOHHBIX CUCTEM N OCOBEHHOCTM PaboThI C
HUMM

Opyrve
XapaKTepUCTUKK

3.2. O606LwWeHHana TpyaoBas PyHKUUA

HanmeHoBaHne HeatenbHocTb  no || Koa B YpoBeHb 6
obecnevyeHuno KBanMgmkawmm
nepcoHarnom

OOITKHOCTEN, Npodeccui

Mpoucxoxaenue || OpurnHan || X || 3anmcTBOBaHO
006006 LLIeHHON N3 opurnHana
TpyooBoOn
doyHKLMK
Koa PermcTpau oHHbI
opurMHana || Homep
npodeccmoHanbHOro
cTaHgapTa
Bo3moxxHble CneuvanucT no nogbopy nepcoHana
HaMMeHOoBaHUs

CneuvanucT no nepcoHany

MeHexep no nepcoHarny




TpeboBaHus K
o6pasoBaHunto n
o6yyeHuo

Bbiclwee obpa3oBaHue - 6akanaespuat

[ononHuTensHoe npodeccrnoHansHoe obpasoBaHve
- nporpamMmbl NOBbILLEHUS KBanudmkaumu;
nporpaMmmbl NPodeCcCroHarnbHON NepenoaroToBku B
obnacTtu novcka n nogbopa nepcoHana

TpeboBaHua K oOnbITy
npakTu4eckom paboThbl

Ocobble yCroBus
aonycka k pabore

Opyrve
XapaKTepUCTUKK

JdononHutenbHbIe XapaKTe pUCTUKN

HanmeHoBaHne Kon HanmeHoBaHue 0asoBon rpynnbl,
OOKyMeHTa AOIDKHOCTU (npodpeccumn) nnm
cneuunansHocTn
OK3 2412 CneunanucTsbl no Kagpam 7]
npodopmeHTaumnm
3423 CneunammcTbl  KagpoBbIX Criyxd m
yYpexaeHnin 3aHATOCTHU
EKC - CneumanucT no kagpam
- MeHekep No nepcoHany
OoKraTP 27755 OKOHOMUCT o Tpyay
22956 MHcnekTop no kagpam



http://docs.cntd.ru/document/1200121893
http://docs.cntd.ru/document/9029638

3.2.1. TpynoBas pyHKUuA

HaumeHoBaHue | C6op Kon B/01.6 YpoBeHb 6
nHdopMmaumm o (nogypoBeHb)
noTpebHoCTAX KBanudmkaumm
opraHusaumMm B
nepcoHarne

Mpoucxoxaenune || OpurmHan || X || 3aMmcTBOBaHO

TpyaoBou N3 opurnHana

doyHKLMK

Kon PernctpauoHHbIN

opvrmHana || Homep
NpPOgeCCMOHaNIbHOro
cTaHgapTa




TpynooBble AencTems

AHamM3  nnaHoB,  cTpaTerMm U CTPYKTYpbI
opraHusaumm

AHamm3 ocobeHHoCcTeN opraHmM3auum pabotbl U
NPOM3BOACTBA Ha KOHKPETHbIX pabounx Mectax

AHanms pblHKa Tpyda no opraHun3auunn pa6OTbI Ha
aHanorm4Hom npon3BoacTBe U pa6oq|/|x MecTax

dopmmpoBaHune TpeboBaHui K BaKaHTHOM
AOIPKHOCTM  (Npodpeccun, cneumanbHOCTM) U UX
KoppeKkuuns

AHanu3 pbliHKa Tpyda u nepcoHana opraHvMsauuu no
NpodoMto  BakaHTHOM  OOSPKHOCTU  (Mpodheccuu,
crnewumarnsHOCTH)

WNHopmupoBaHme n KOHCYIbTMpOBaHMe
pykoBoguTtenen noapasneneHui n opraHusauumm no
Bonpocam pblHKa Tpyda B 4Yactm obecnedeHus
nepcoHanom

Heo6xoavmble ymeHust

Cobupatb, aHamm3npoBaTb W CTPYKTypMpoOBaTb
nHopmaLmo 06 0coBEHHOCTAX opraHnsauumn paboT
Ha pas3nMYHbIX Yy4yacTKax npou3BOACTBA U Ha
KOHKPETHbIX paboymMx MecTax C y4eToM uenewn,
3agad, NnaHoB M CTPYKTYPbl OpraHu3auunm

Cobupatb, aHamm3npoBaTb W CTPYKTypMpoOBaTb
nHopmauno 06 OCOBEHHOCTSAX M BO3MOXHOCTSX
KagpoBOro noTeHuuana opraHmsauum

Cobupatb, aHanmmMsnpoBaTb W CTPYKTYpMpOBaTb
MHpopMaumo 06 OCOBEeHHOCTAX pblHKa Tpyaa,
BKIOYasi NPEANioKeHnst OT MpoBangepoB YCIyr no
MouCKy, npuBriedeHuto, nogdbopy wun  otbopy
nepcoHana

dopmmpoBaTb TpeboBaHUS K BaKaHTHOW OOSMKHOCTU
(npodheccumn,  cneuymanbHOCTU) W ONpPeaensiTb
Kputepumn nogbopa nepcoHana




BHOCWTb KOppekTupyowme cBeaeHust B TpeboBaHus
K KaHgugatam  Ha  BaKaHTHble  [OIDKHOCTU
(npodpeccuu, cneymansHOCTH)

lNonb3oBaTbecs NOUCKOBbIMU cmctemamm "
WHOPMAaLMOHHBIMW  pecypcamMn A MOHUTOPUHra
pblHKA  Tpyda, rpaxgaHCKoro U TpydoBOro
3aKkoHogaTenbcTBa Poccuinckon degepaumm

KOHch'IbTI/IpOBaTb no BoOnpocamMm pbiHKa Tpyada B
yacTu obecneyeHus nepcoHasrioMm

Cobntogatb HOPpMbI 3TUKK LENOBOro 06 LWEHNS

Heobxoaumble 3HaHMA

TexHornorun, MeToabl WM METOOAUKM NPOBEAEHUS
aHanM3a W cucTemMaTM3auum  OOKYMEHTOB W

WHJpopmaLmn

CTpykTypa OpraHvM3auuMn U BakKaHTHbIE OOSMKHOCTM
(npodbeccmu, cneumansHOCTK)

Mopsagok onpeneneHuss NEPCNEKTUBHON U TeKYLLEN
NnoTpebHOCTU B Kagpax

NcTounHnkn obecneveHns opraHun3auunmn Kagpamu

OpraHusauua paboT Ha pasnMuHbIX ydacTKax
NPOV3BOACTBA, OpraHn3aLmn, oTpacim

O6uwpe TeHOEHUMN Ha pbiHKE Tpyaa M B OTAENbHOM
oTpaciv, KOHKpPeTHOM npodeccun  (OOSHKHOCTN,
cneuunansHocTn)

OcCHOBbI NCMXOOrMKN 1 COLMOSIOrNA Tpyaa

OCHOBbl ~ 3KOHOMVKW, OpraHu3aumum Tpyga W
ynpaBrieHus




TpynoBoe 3akoHOOATeNbCTBO W MHblE  aKThl,
coaepallme HopMbl TPy4oBOro Npasa

OcHoBbI apXMBHOIO 3aKkoHogaTenbcTBa "
HOPMaTMBHbLIE  MNpaBOBble  aKTbl Poccunckon
denepaummn, B 4acTu BedeHUA OOKyMeHTauuu no
nepcoHany

3akoHopatenbctBOo Poccuiickon depepaumm 0
nepcoHarnbHbIX AaHHbIX

JNoKanbHble HOPMAaTWMBHbIE aKTbl OpraHusaLuu,
perynmpytoLLme nopsaok nogbopa nepcoHana

Hopmbl 3TkK AenoBoro obLeHus

basoBble OCHOBbl  MHGOPMATUKW, CTPYKTYPHOE
NoCcTpoeHne NHPOPMAaLMOHHBIX cuctem n
0CcoBEHHOCTU paboTbl C HAMM

Lpyrvie :
XapaKTepUCTUKM

3.2.2. TpynoBas yHKuMA

HanmeHoBanune || lNMowuck, Kopn B/02.6 YpoBeHb 6
npuBnevyeHue, (nogypoBeHb)
nogbop n otdop KBanudmkauymm
nepcoHana

MpoucxoxaeHue || OpurnHan || X || 3anmcTBOBaHO
TpyaooBoOn 13 opurnHana

dOyHKLMN

Kon PerncTtpaumoHHbIn
opurMHana || Homep
npodpeccmoHanbHOro

cTaHgapTa







TpynooBble AencTeus

Monck BO BHYTPEHHWX W BHELHMX WCTOYHUKAX
WHopMaLmMM O KaHgugatax, COOTBETCTBYHOLLEN
TpeboBaHNsIM BakaHTHOM AOSMKHOCTU (Npodheccum,
cneuunansHocTn)

PasmelleHne cBegeHurt O BakaHTHOWM [OOSMKHOCTMU
(npodpeccuun,  cneuyumanbHOCTM) B cCpencTBax
MaccoBoWn nHdopmMaLmm

Boibop cnocoboB 1 MeTOoO4OB  NpUBMEYeHUs
nepcoHara B COOTBETCTBUM C YTBEPXOEHHbIMU
nnaHamm

lMpoBepka MWHGoOpMauuM O  KaHaugatax Ha
BaKaHTHblE AOSDKHOCTU (npodbeccum,
cneuunansHocTn)

lMpoBeoeHne  cobecemoBaHuM M BCTPEY C
KaHaugaTtamm Ha BakaHTHblE AOIMKHOCTH
(npodpeccuu, cneumanbHOCTM) C obecnevyeHnem
obpaTHoun CcBsA3n

OueHka CcoOTBETCTBUA KaHaugatoB TpeboBaHWsM
BaKaHTHOM AOIPKHOCTU (npodpeccun,
cneuunansHocTn)

MogrotoBka npegnoxeHnn nNo  QOPMUPOBAHUIO
OtogKeTa Ha Nouck, npueredeHne, nogbdop n otéop
nepcoHara

NHopmupoBaHme n KOHCYInbTMpOBaHMe
pykoBoguTtenen noapasneneHuni n opraHusauum no
BOMpoCaM MNpUBMEYEHUsT MnepcoHana C OLEeHKOn
3arpar

Heobxoaumbie ymeHus

Onpepensatb  Kputepum NOUCKa, NpPUBEYEHNUS,
noabopa n otbopa nepcoHana

Cobupatb, aHanmmMsnpoBaTb W CTPYKTYpMpOBaTb
MHopMaLMD O KaHauaatax U NpeanoXeHusax Ha
pbiHKE TpyAa




Monb3oBaTbCA  MOUCKOBBIMM  CUCTEMaMW U
WMHGOPMALIMOHHBIMM ~ pecypcamn B obracTu
obecneyeHnsi NepcoHanom

MpUMEHATL  TexHormormm U MeToAMKM  MOUCKA,
npueneYvyeHus, nogbopa M otbopa KaHOMAATOB Ha
BaKaHTHble JOIMKHOCTM (npodpeccun,
cneuunansHoCcTN) B COOTBETCTBUE C UX CreLndmKon

Mcnonb3osatb cpeacTea obecneyeHus
nepcoHalriomM, BKro4aa corpoBsoxgeHne

KoHcynbTMpoBaTeb MO BOMpocam  MpUBIEYEHUs
nepcoHana

CocTaBnsiTb 1 KOHTPONMMPOBATb CTaTbM PAacXO40B Ha
obecneyeHne nepcoHanoM Ans  NnaHUpOBaHUS
otooxeToB

Cobntogatb HOpMbI 3TUKK LENOBOro 06 LWEeHNS

Heobxoaumble 3HaHMSA

NcTouHMKM 06ecneYveHns opraHM3aunm kagpamm

TexHonmorMM wn METOOAMKM MOMUCKa, NPUBMEYEHMS,
nogbopa n otbopa nepcoHana

Cuctembl, mMetogbl U OpPMbl MaTepuanbHOro u
HemaTepuasnbHOro CTUMYNMPOBAHUS Tpyoa
nepcoHana

TexHonormm n metoabl OPMUPOBAHUSA U KOHTPOMS
OroaxeToB

TexHornorn, MeToabl W METOAMKMU npoBegeHnd
aHanmaa, cucrtemMmatTumsaunm JOKYMEHTOB n

WHJpopmaLmm

CTpyKTypa opraHusauuMnm n BaKaHTHble OOIDKHOCTU
(npodbeccuu, cneumnansHOCTN)




Obuwme TeHageHUMN Ha pblHKE TpyAa U B OTAEJIbHbIX
oTpacyAax n Byaax I'IpO(beCCI/IOHaJ'IbHOI;I
neATernbHOCTU

OCHOBbI NCUXONOrMKN N COLMOIIOTNA Tpyaa

OCHOBbl  OKOHOMWKKM, OpraHusauuuM Tpyda W
ynpaBneHus NepcoHarnom

TpyooBoe 3akoHOO4AaTeNbCTBO M MHbIE  aKThl,
coaepxalwe HopMbl TPYAOBOIO Npasa

OcHoBbl ApPXUBHOTO 3aKoHogaTenbCcTBa n
HOpMaTUBHbIE  MpaBoOBble  akTbl  Poccuinckomn
depepauymmn, B 4acTu BefeHUS OOKYMeHTauuu no
nepcoHany

OcHoBbI HarnoroBsoro 3aKoHogaTernbcTBa
Poccuinckon ®enepaumm

3akoHogaTtenbcTBo Poccunckon ®degepaumm o
nepcoHarbHbIX JaHHbIX

NokanbHble akTbl OpraHM3auuM, perynupytoLme
nopsiooK obecnedyeHns nepcoHanom

Hopmbl 3TukK AenoBoro obLeHus

basoBble  OCHOBbI  MH(pOPMATMKK, MOCTPOEHUSA
NHPOPMALMOHHBIX CUCTEM N OCOBEHHOCTU PaboThl C
HUMK

Lpyrve
XapakTepPUCTUKM

3.2.3. TpynoBas dyHKuuA




HanmeHoBaHue

AomuHucTpupoBanue (| Kog || B/03.6

npoLeccoB n
AOKyMeHToobopoTa
obecnevyeHus
nepcoHanom

YpoBeHb

(nogoypoBeHb)
KBanugukaumm

MNponcxoxaeHne
Tpy4oBOM
doyHKL UM

OpvirvHan || X || 3aumcTBOBaHO
N3 opurnHana

Kon

opuvruHana

PernctpauoHHbIN
HOMeEp
npod)eCcCcmoHanbHoro
cTaHgapTa




TpynooBble AencTeus

AHanM3 npoLeccoB A0KYMEHTOO60pOTa, foKanbHbIX
[AOKYMEHTOB no BOMpocam obecneyeHuns
rnepcoHarom

BeneHve wHopmaumMmM O BaKaHTHbIX [OOSPKHOCTSX
(npodpeccusax, cneumnanbHOCTSAX) U KaHangaTax

[loKyMeHTaLNOHHOE COMPOBOXAEHME KaHAMAATOB Ha
3Tanax nowvcka, npvere4veHus, nogbopa n otrbopa
nepcoHarna Ha BakaHTHble OOIMKHOCTU (npodeccuu,
cneumanbHocTh), MHOPMUPOBAHNE KaHAMOATOB O
pesynbTatax otbopa

MogrotoBka  3anpocoB O  KaHoupatax B

rocygapCTBEHHbIE opraHsbl, B cnyyasx,
NpPeayCcMOTPEHHbIX AENCTBYOLWLMM
3aKoHOoOaTeNnbCTBOM, n obpaboTka

npeaocTaBneHHbIX CBeAEHMN

MogrotoBka wn  obpaboTka yBedoOMneHWn B
rocyaapcTBeHHble  OpraHbl, NPOdEeCCUOHarnbHbIe
COl3bl W ApyrvMe npeacTaBuUTelNbHbIE — OpraHbl
pabOoOTHMKOB NO BOMPOCaM MOUCKa, MNPUBEYEHUS,
noabopa n otbopa nepcoHana

ConposomeHme JorosopoB o obecneyeHuo
opraHmnsauun nepcoHasiom, BKJItO4adA
npeaBapuTeribHble npouenypbl no Ux 3aknoyYeHuro

Heobxognmbie ymeHus

Ob6ecneymBaTb AOKYMEHTALMOHHOE COMNPOBOXOEHNE
BbIXxO4a KaHaouagaTa Ha paboTy M nepemelleHus
nepcoHana

OdhopmnsaTb 4OKYMEHTbI Mo Bonpocam obecneyeHunst
KagpoBbIMW  pecypcamu,  Heobxogumble — Ons
npegocTaBneHMss B FOCYQapCTBEHHbIE  OpraHbl,
npodpeccmoHanbHble COH3bl n apyrve
npegcTaBuTeNbHbIE OpraHbl paboTHUKOB

OpraHu3oBbiBaTb XpaHeHne AOKYMEHTOB B
cooTBeTCcTBUM € TpeboBaHWsiMM  TPYAOBOIO,
apXMBHOIO 3aKoHogaTenbcTBa Poccurckon
denepaumm 1 nokanbHbLIMY akTaMu OpraHn3auunum




AHanm3vpoBaTb  OOKYMEHTbl U MEPEHOCUTb
nHcpopmaLno B MHGOPMALMOHHbIE CUCTEMbI U Ga3bl
AaHHbIX O KaHAMaaTax

Pabotatb € WMHGOPMALMOHHBIMW CUCTEMAMN U
Oasamn fgaHHbIX N0 Bonpocam obecneyeHust
nepcoHarioM, Be4eHWU0 NoUcKa 1 ydeta KaHguMaaTtoB
Ha BaKaHTHble OOIDKHOCTN (npodpeccun,
cneumanbHoOCTK)

Mpon3BoauTb  MNpedBapuTerbHble  3aKyrno4vHble

npoueaypbl M 0GOPMIATE  COMYTCTBYHOLLYHO
AOKYMEHTAaLMIO MO 3aKI0YEHMI0 OrOBOPOB

OpraHu3oBblBaTb M MPOBOAWUTL  KOHKYPCHI,
odopMnsATb U aHanuM3npoBaTb  KOHKYPCHYHO
AOKYMEHTaLuo

BecTu nenosyto nepenucky

Cobnogatb HOPMbI 3TUKN A4ET0OBOr0 00 LLEHNS

Heobxoaumble 3HaHMA

Mopsimok  odoopmrieHusi, BedeHust U XpaHeHus
AOKyMeHTaumu, CBSI3aHHOWN c MOUCKOM,
npuenevyeHmem, nogbopom 1 oT6opoM nepcoHarna Ha
BaKaHTHbIE€ JOJPKHOCTU

Mopsigok cdopmmnpoBaHusl, BeaeHust 6aHka gaHHbIX O
nepcoHane opraHu3aumm 1 npegocTaBreHns
OTYETHOCTU

OcHoBbI JOKYMeHTOOBOpOTa U LOKYMEHTALNOHHOIO
obecneyeHus

TexHornorn, MeToabl W METOAMKMU nposegeHnd
aHanmsa n cuncrematn3audnmmn  OOKYMEHTOB n

NHGpopmaLmm

Mopsagook nNpoBedeHnss KOHKYPCOB U OchopMIieHnst
KOHKYPCHOWM JOKYMEHTaLMu




MopsinoK  MpOBEAEHMS  3aKyMoYHbIX npoueayp W
0chopMIIEHMSI CONYTCTBYIOLLEN JOKYMEHTaL UK

CTpykTypa OpraHvM3auuMnm n BaKaHTHblE OOSMKHOCTM
(npodpeccuu, cneumansHOCTK)

TpynoBoe 3akoHOOATeNbCTBO W MHblE  aKThl,
coaepallie HopMbl TPY40BOro nNpaBa

OcHoBbI apPXMBHOTO 3akoHogaTenbcTBa n
HOpPMaTUBHbIE  MpPaBOBble  aKTbl Poccuinckon
depepaumn, B 4acTum BedeHUA OOKYMEHTauuuM no
nepcoxarny

OcHoBbl HaroroBoro 3aKkoHogaTtenbcTBa
Poccuinckon ®egepaumm

3akoHogatensctBo Poccuiickon depepaumm o
nepcoHasnbHbIX AaHHbIX

NokarnbHble aKkTbl OpraHM3auuM, perynmpytoLme
nopsiAok nogGopa nepcoHana

MopsinoK 3aKMoYEHUst JOroBOPOB (KOHTPaKTOB)

HOprI 3TUKWN OEeroBoro obLeHus

basoBble OCHOBbI  MHGOPMaTUKW,  MNOCTPOEHUS
NHPOPMALMOHHBIX CUCTEM 1 OCOBEHHOCTM PaboThl C
HUMM

Opyrve
XapaKTepUCTUKN

3.3. 0606LwWeHHasa TpyaoBas PyHKLUUSA




HavmeHoBaHnune | OeatenbHocTb no || Kog C YpoBeHb 6
OLEeHKe " KBanudmkauymm
aTTecTauum
nepcoHana

MpoucxoxaeHune || OpurmHan || X || 3ammcTBOBaHO
06006 LLeHHON N3 opurMHana
TpyooBOM
doyHKL UM
Kon PernctpauoHHbIN
opurMHana || Homep
npodeccmoHanbHoOro
cTaHgapTa
BoamoxHble CneumanncT no oLl eHKe 1 aTTecTauum nepcoHana
HaMMeHOBaHUs
[LOIDKHOCTEW, CneuwanucT no nepcoHany
npocpeccumn
MeHepxep no nepcoHany
TpeboBaHus K || Bbicwee obpa3oBaHue - bakanaspuar
obpa3oBaHuto
06yyeHuto [ononHutensHoe npodeccuoHanbHoe obpasoBaHue
- nporpammbl MOBbILLEHNSI KBanMdmkaumu;

nporpaMmmbl NpodeccuoHasnbHOM NepPernoaroToBKN B
obracTv NpoBeAeHUs OLLEHKMN nepcoHana

TpeboBaHua Kk onbITy || -
npakTu4eckomn paboThbl

Ocobble ycrnoBus || -
aonycka k pabore

Opyrve -
XapaKTepUCTUKK

JdononHutenbHbIe XapaKTe pUCTUKN



HanmeHoBaHne Kon HanmeHoBaHme ©asoBon rpynnel,
OOKYMEHTa AOITKHOCTU (npodpeccum) nnm
cneunansHoCcTn
OK3 2412 CneuvanucTbl no Kagpam "
npogopueHTaLmnm
3423 CneuvanncTbl KagpoBbIX Cryxb w
yypexneHun 3aHATOCTH
EKC - MeHexep no nepcoHany
OoKrnaTP 27755 OKOHOMUCT No Tpyay
22956 MHcnekTop no kagpam
3.3.1. TpynoBas dyHKUMA
HanmeHoBaHnne | OpraHusaums un || Kog C/01.6 YpoBeHb 6
npoeeneHue (nogypoBeHb)
OLEHKMN KBanMdmkaumm
nepcoHana
MpoucxoxaeHue || OpurnHan || X || 3anmcTBOBaHO
TpyaoBou 13 opurmHana
dOyHKLMK
Kog PerncTpaunoHHbI
opurMHana || Homep
npodeccrmoHanbHoOro
cTaHgapTa



http://docs.cntd.ru/document/1200121893
http://docs.cntd.ru/document/9029638

TpynooBble AencTems

AHanu3  CTPYyKTypbl, MNMaHOB W  BaKaHTHbIX
AOIDKHOCTEN (npodpeccun, cneuunanbHoCcTen)
opraHmsaummn, ocobeHHocTen opraHu3auum paboTbl
Ha  pasMM4yHbIX  y4acTkax MNpoOM3BOACTBA MU
KOHKPETHbIX pabo4ymx mecTax

Pa3pa60TKa nrnaHa OLEHKN nepcoHana B
COOTBETCTBUA C LleNIAMKN OpraHn3auunmn

OueHka AVNHAMUKN NPON3BOAMUTENBHOCTH,
WHTEHCUBHOCTM U 3PPEeKTUBHOCTN  Tpyda Ha
paboumnx mectax

OnpepeneHue pecypcoB, BbIGOP CPEACTB U METOA 0B
NpPoBeAEHNS OLIEHKM NepcoHana

I'IpOBe,u,eHme OLlEeHKM nepcoHaia B COOTBETCTBUAN C
nrnaHamMmm opraHmnsauumm

ConpoBoXaeHne [OroBOpOB C OpraHuM3auusaMu -
NCMOSNHUTENAMMU MepOonpUATUNA no oLeHke
nepcoHana, BKntoyas npeasaputernibHble npoueaypbl
Mo UX 3aKHYEHUIO

KoHcynbTpoBaHWe MepcoHana no  Bonpocam
OLLeHKW, BKIOYas OLIEHKY 3aTpat

AHanus pesynsTaToB  OLIEHKU nepcoHana,
MOAroTOBKA  pPEeKOMeHOaLWuid  pyKOBOACTBY U
nepcoHany

MogrotoBka npeasiokeHMn Mo OPMUPOBAHUIO
GlogxeTa NO opraHMsauuMm 1M NPOBEOEHUIO OLEHKN
nepcoHana

Heobxoavmble ymeHust

Onpegenatb napameTpbl W KPUTEPUM  OLIEHKM
nepcoHana

Onpepenste U NPUMEHATb CcpeacTBa U MeToAbl
NPOBEAEHUS OLLEHKWN NepcoHana




Bbigenats (onpegensatb) rpynnbl nepcoHana Aans
NPOBEAEHNSA OLEHKN

OnpegensTb  WMHTEHCUMBHOCTb  Tpyda W 30HbI
NoBbILLEeHNs 3PEKTUBHOCTM NepcoHana

Oﬂpeﬂ,eﬂﬂTb MOTMBAUNOHHbIE (baKTOpr npoeeaeHuns
OLIEeHKUM nepcoHana

CocTaBnsiTb M KOHTPONMPOBATL CTaTbW PAacXo4oB Ha
OLIEHKY NepcoHarna Ans nnaHMpoBaHus 61oakeToB

Ob6ecneumnBaTtb opraHm3aumoHHOEe coripoBoxXgeHune
OLEeHKKN nepcoHarna

Ob6ecneumBaTb COXPaHHOCTb KOHMMAEHLMaNbHON
NHGopMaLMM NpY NPOBEAEHMN OLLEHKMN NepcoHarna

OpraHu3oBbIBaTb  XpaHeHVWEe  [JOKYMEHTOB B
COOTBETCTBMM C  TpeboBaHuAMWM  TPYAOBOrO,
APXUBHOIO 3aKkoHogaTenbcTBa Poccuickon
denepaunm 1 nokansHbIMM HOPMAaTUBHLIMK akTamu
opraHusaumm

Cobupatb, aHamu3upoBaTb W CTPYKTypuUpoBaTb
MHOPMaLMIO O  MNPEASyIOKEeHUsIX MO OLEeHKe
nepcoHana Ha pblHke Tpyaa

rlpOl/I3BO,D,VITb npeaBapuUTeribHble 3aKyrno4yHble

npoueaypbl U 0OOpMASTL  COMYTCTBYHOLLYHO
[AOKYMEHTaLN0 NO 3aKIT0YEHMI0 JOrOBOPOB

Orlpe,u,enmb ycrnoBua Ana 3aknioYeHunAa 0orosopoB
Ha yCIiyru no nposegeHuno OLeHKN nepcoHara

CuctemartmsmpoBatb, 0606W@aTe 1 aHanM3npoBaTb
pe3ynbTaTbl OLLeHKM NnepcoHana




Ob6ecneuvBatb obpaTHYl0 CBA3b MO pesyrbratam
NPOBEOEHHOW  OLEHKM  C nepcoHanoMm
PYKOBOACTBOM

Monb3oBaTtbcA NONCKOBbIMUA cunctemamu,
I/IH(bOpMaLI,I/IOHHbIMI/I pecypcamn U 6aszamMn gaHHbIX
no npoeseaeHno OUEeHKN NepcoHara

PaspabatbiBaTb pekoMeHOauuu Mo  pasBUTUIO
nepcoHara Ha OCHOBE NPOBEAEHHOMN OL|eHKM

Cobntogatb HOPMbl 3TUKU 4EMNOBOrO OOLIEHUA

Heobxoaumble 3HaHUSA

TexHonornm " MeToabl onpeaeneHus
npodpeccmoHanbHbIX 3HAHUIW, YMEHUIN U KOMMETEHL U

TexHonormm n MetTofbl OLEHKN NIMYHOCTHLIX Ka4yecTB
N XapaKTEePUCTUK

CucTtemMbl, MeTodbl M QOPMbl MaTepuarnbHoro u
HemaTepuarnbHoro CTUMYIMPOBaHUSA Tpyoa
nepcoHana

TexHornormm n mMetogbl POPMUPOBAHUA U KOHTPOS
OroaxeToB

TexHonormm, MeTodbl U MEeTO4UKN nposegeHnd
aHannsa n cncrtematmsaunm OOKYMEHTOB n

NHpopmaLmm

OcHoBbl 0OWIEM W coumanbHOM  MCUXONOruN,
COLMONOorMn 1 Ncuxosnorm Tpyaa

OcHOBBbI NPOV3BOACTBEHHO AeATeNbHOCTH
opraHusaumm

Mopsgok npoBedeHUs  3aKyrnouyHbIX npoueayp u
0dhOpMIIEHNS CONYTCTBYHOLLEN AOKYMEHTAL UM




CTpykTypa oOpraHusaumm M BaKaHTHblE AOSMKHOCTM
(npodpeccuu, cneymanbHOCTK)

TpyooBoe 3aKkoHOAATENbCTBO W WHble  aKThl,
cofepxallme HopMbl TPYOoBOro Npasa

OcHosBbl apX1BHOTO 3aKkoHogaTenscTBa "
HOpMaTuBHble  MNpaBoOBble  akTbl  Poccunckom
depepaumm, B 4YacTu BefeHUs OOKYMeHTauum no
nepcoHany

3akoHogaTenbctBo Poccunckon depepaummn o
nepcoHarbHbIX AaHHbIX

JNlokanbHble  HOpMaTUBHbIE aKTbl  OpraHv3aLumw,
perynupyoLLme nopsifok OLEeHKN nepcoHana

[MopsiAoK 3aKnoYeHnst 4OroBOPOB (KOHTPAKTOB)

HopMbl 3THKM 4enoBoro obLeHnst

basoBble OCHOBbl  MH(POPMATUKK, CTPYKTYpHOE
NOCTpPOEHME NHPOPMALLMOHHbIX cucTem n
0Cc06EHHOCTM paboTbl C HAMM

Opyrve
XapaKTepUCTUKK

3.3.2. TpynoBas pyHKUUA

nepcoHana

HanmeHoBaHune | OpraHusauua wn || Kog || C/02.6 || YpoBeHb 6
nposeaeHne (nooypoBeHb)
aTtTecTauumu KBanudmkaumm




MpoucxoxaeHune
TpyaoBou
dOyHKLMK

OpvirnHan

3aumMcTBOBaHO
N3 opurnHana

Kon
opurMHana

PernctpauoHHbIN
Homep
npod)eCcCcroHarnbHoro
cTaHgapTa




TpynooBble AencTeus

AHanu3  CTPyKTypbl, MNMaHOB W  BaKaHTHbIX
AOIDKHOCTEN (npodpeccun, cneuunanbHoCcTen)
opraHmsaummn, ocobeHHocTen opraHu3auum paboTbl
Ha  pas3MM4YHbIX  y4acTkax MNpPOM3BOACTBA U
KOHKPETHbIX paboumnx mecTtax

Pa3paboTka NpPOeKTOB AOKYMEHTOB, OnpeaenstoLmx
NOpPsSAOK aTTecTauum nepcoHana, ¢ oL eHKoun 3aTpar

ConpoBoxaeHne npouecca artrectaumm n paboTbl
aTtTecTauNoOHHOW KOMUCCUUN

MogrotoBka npeasrioxXeHnn no  opMMpoBaHUIO
OogpkeTa Ha  opraHusauuMio WM npoBedeHue
aTTecTauum nepcoHana

lNogroToBka npeanoxeHnm o COOTBETCTBMA
paboTHMKa AOSDKHOCTU (npodpeccun,
cneuwnansHocTU) No pesynbTaTtaMm aTtTecTauum B
COOTBETCTBMM C 3akoHogaTenbCTBOM Poccumckomn
denepauunn

Heobxoaumbie ymeHus

Onpegensitb NapaMeTpbl U KpUTEpUM aTTecTauum
nepcoHana

Onpenensate U MPUMEHATb cpeacTBa U MeToAb
aTTecTauum

BblgenaTte rpynnbl NepcoHana Ans npoBeAeHus
aTTecTauum

Ob6ecneymBaTb AOKYMEHTALMOHHOE COMPOBOXOAEHME
aTTecTauumn nepcoHana

CocTaBnaTb U KOHTPONMPOBaTb CTaTbM PacxonoB Ha
aTTecTauuio  nepcoHana Ansa  NriaHUpoBaHMS
OrookeToB

Monb3oBaTbCA WHGOPMALMOHHLIMW  pecypcamn U1
6asamu gaHHbIX MO NPOBEAEHMIO aTTecTauum




Bectn y4eT © perMcTpauulo  [JOKYMEHTOB B
MHPOPMALIMOHHBIX CUCTEMax M Ha MaTepuanbHbIX
HOCUTENsIX

OpraHu3oBbIBaTb  XpaHeHVWEe  OOKYMEHTOB B
COOTBETCTBMM C  TpeboBaHuAMWM  TPYAOBOrO,
APXUBHOIO 3aKkoHogaTenbcTBa Poccuiickon
denepaumm " nokarnbHbIMU [IOKYMEHTaMMu
opraHusaumm

I'Ipomssop,mb npenBapuTeribHbie 3aKyrno4yHble

npouedypel M OOPMISiTE  COMYTCTBYIOLLYHO
[LOKYMEHTaLMIO MO 3aKIYEHUI0 OrOBOPOB

Cobnogatb HOPMbI 3TUKM AENOBOro 06LLEHUS

Heobxoaumble 3HaHMSA

MopsiAoK U TEXHOMOMS NPOBEAEHUSI aTTecTalm

TexHonormm M MEeTOAbl OnpeneneHust U OLLEeHKW
npogeccrnoHasnbHbIX 3HaHUA, YMEHUIN N KOMMETEHL I

Cuctembl, metoabl M @OpMbl MaTepuansHoOro u
HemaTepuanbHoro CTUMYNMPOBaHUS Tpyoa
nepcoHana

TexHonormm n meToabl POPMUPOBAHMS U KOHTPOIS
OroaxeToB

TexHonormm, MeTodbl U METOLUKN nposegeHnd
aHanmsa 7 cucrematmsaudmm  OOKYMEHTOB n

NH(popmaLmm

OcHoBbI NPOV3BOACTBEHHON AeATenbHOCTU
opraHusaumm

OcHoBbl 00WEN U coumanbHOM  MCUXONOruu,
coumornorumn 1 ncuxornorn Tpyaa




Mopsgok MNpoBedeHUs  3aKyroyHbIX npoueayp u
0dhOpMIIEHMS CONYTCTBYHOLLEN AOKYMEHTAL UM

CTpykTypa OpraHuM3aumm M BaKaHTHble OOIDKHOCTU
(mpodpeccuu, cneymansHOCTK)

TpyooBoe 3aKkoHOAATENbCTBO U WHble  aKThl,
coaepaLe HopMbl TPYA4OBOro Npaea

OcHosBbl apXMBHOTO 3aKoHoaaTenbCcTBa n
HOPMaTMBHbLIE  MpPaBOBbLIE  aKThl Poccuinckon
depepaummn, B 4acTuU BedeHUs LOKYMEHTauuum no
nepcoHany

3akoHogatenbctBo Poccunckon ®degepaumm 0
nepcoHarbHbIX AaHHbIX

JlokanbHble HOPMAaTUBHbIE aKTbl  OpraHM3aLuu,
perynupyoLLme NopsiaoK OLEeHKN nepcoHana

[MopsimoK 3aknoyYeHnst 4OroBOpOB (KOHTPAaKTOB)

Hopmbl 3TVKK AenoBoro obLeHms

basoBble OCHOBbl  MH(POpPMATUKK, CTPYKTYpHOE
NoCTpoOeHme NHpOPMaLMOHHbIX cucTem n
OCOBEHHOCTM paboTbl C HUMMK

Apyrvie
XapaKTepUCTUKM

3.3.3. TpymoBas dyHKuuA




HanmeHoBaHue || AgmunHuctpuposanue || Kog || C/03.6 || YpoBeHb 6
npoLieccos n (nogypoBeHb)
AOKyMeHToobopoTa KBanudukaumm
npu npoBeaeHUn
OLLeHKU n
aTTecTauum
nepcoHana

MpoucxoxaeHue || OpurnHan || X || 3anmcTBOBaHO

TpyaooBOW N3 opurMHana

doyHKLMK

Kon

opurnHana

PerncTtpaumoHHbIn
HOMep
npodpeccmoHanbHOro
cTaHgapTa




TpynooBble AencTeus

AHamM3 npoLieccoB AOKYMEHTO060poTa, fokarbHbIX
[I0KYMEHTOB MO OL|eHKe 1 aTTecTalun nepcoHana

OpraH13aumoHHOE CONpOBOXAEHWNE MEPONPUATUIA MO
OLIEHKe MepcoHarna 1 ero atTectauum

OdpopmrieHre npouecca 1 pesynsTaTtoB aTTecTalum
nepcoHana

NHdopmupoBaHuMe nepcoHana O  pesynbratax
OLEHKM K aTTecTauum

MogroToBka NpeanoXeHun No pasBUTUIO NepcoHana
no pesynbTaTtaM OLEeHKU

COI'IpOBO)KD,eHVIe A0orosopos no OKa3aHutko
KOHCYIbTAUMOHHbIX U I/IHCbOpMaLWIOHHbIX ycnyr no
OLEeHKe n atTecTaunn nepcoHana

Heobxogumbie ymeHus

Ob6ecneymBaTb AOKYMEHTALMOHHOE COMPOBOXOAEHME
OLLEHKM W aTTecTauum nepcoHana

OdpopMnaTb OOKYMEHTbI MO BOMpOCaM OLEHKU U
aTTecTauum nepcoHana, npegocTaBnsemMble B
rocygapCTBEHHble  OpraHbl, MNpodeCCUOHarnbHbIe
COlO3bl UM ApyrvMe npeactaBuUTElNbHbIE  OpraHbl
pabOoTHMKOB

AHaJ'II/I3I/IpOBaTb npasuna, npouenypbl U nopAaanku
npoeeaeHmnsa oueHKn n atrtectaunnm riepcoHarna

Bectv y4eT © perMcTpauuo  JOKYMEHTOB B
MHPOPMALIMOHHBIX CUCTEMaxX M Ha MaTepuanbHbIX
HOCUTENsIX

OpraHn3oBbiBaTb XpaHeHne OOKYMEHTOB B
COOTBETCTBUMU c TpeboBaHuAMM TPY4OBOro
3akoHogaTtenoctBa Poccuiickon ®Pepepaumm u
noKarnbHbIMW akTaMy opraHu3avmm




BecTtu OENOoBYH Nepenncky

Pabotatb C WHMOPMALMOHHBIMKM CUCTEMaAMU W
6a3amu gaHHbIX MO BONpOCcaM NPOBEAEHMS OLEHKMN U
aTTecTauum nepcoHana, BEAEHNIO yyeTa
KaHOnOaToB Ha BakaHTHble OOIMKHOCTM (npodheccun,
cneuunansHocTH)

AHanuaupoBaTtb  OOKYMEHTbI M nNepeHocuTb
NHdopMaLmio B MHGOPMAaLMOHHbIE CUCTEMBI U 6a3bl
AaHHbIX

CobntogaTtb HOPMbl 3TUKKU 4EMNOBOro 0OLEeHUA

Heobxoaumbie 3HaHuSA

Mopsaok odopMIieHUsi, BEOEHUS U XpaHeHus
[OKYMEHTAaLUN, CBSA3aHHOW C MPOBEAEHUEM OLIEHKU
n aTTecTauum nepcoHana

Mopsigok cdopmmnpoBaHus, BeaeHust 0aHka gaHHbIX O
nepcoHane opraHMsaumm W npegocTaBneHus
OTYETHOCTU

[Mopsimok npoBedeHuss 3aKkyrnoudHbIX Mpoueayp W
0dhOpMIIEHMST CONYTCTBYIOLLEN AOKYMEHTALUM

Mopsimok odopmMIeHus OOKYMEHTOB,
NpeaocTaBndeMblX B OCYAaPCTBEHHbIE OpraHbl,
npogeccunoHasbHbIe COH03bl 7 Apyrme

npeacrtaBuUTEribHbIE OpraHbl pa6OTHI/IKOB

OcHOBbI [OKYyMEHTOOGOpPOTA U OOKYMEHTALMOHHOIO
obecneyeHns

CTpykTypa OpraHmsaumm M BaKaHTHble OOSDKHOCTM
(npodpeccuu, cneumansHOCTK)

TpyooBoe 3akoHOOATENbCTBO W WHble  aKThl,
coaepXallye HopMbl TPY40BOro Npasa




OcHosBbl apX1BHOTO 3akoHogartenbcTBa n
HOpMaTuBHble  MNpaBoOBble  akTbl  Poccunckom
denepaumm, B 4acTu BefeHUs OOKYMeHTauuum no
nepcoHany

3akoHogatenbctBo Poccuiickon  ®Pegepauum o
nepcoHarnbHbIX AaHHbIX

TexHororun, MeToabl UM METOAMKM MpoBeaeHus!
aHanM3a W cucTemaTusauuMnm  OOKYMEHTOB U

NHpopmaLmm

JlokanbHble  HOPMAaTUBHbIE aKTbl  OpraHM3auuu,
perynvpyloume nopsigok OLEHKM U aTTecTauum
nepcoHana

MopsiAoK 3aKnoYeHnst 4OroBOPOB (KOHTPAKTOB)

HopMbl 3TMKM 4enoBoro obLUeHnst

BasoBble OCHOBbI  MHGYOPMAaTUKW,  CTPYKTYpHOE
NOCTPOEHNe NHOPMALMOHHBIX cUcTeEM n
0Cco6EeHHOCTM paboTbl C HAMM

Opyrve
XapaKTepUCTUKK

3.4. 0606LWeHHana TpyaoBas PyHKLUUSA

HanmeHoBaHue

HeatenbHocTb no || Kog D YpoBeHb 6

PasBUTUIO
nepcoHana

KBanMdmkaumm




Mpoucxoxaenue || OpurnHan || X || 3anmcTBOBaHO
0606 LLEeHHON 13 opuyrnHana
TpyaoBOW
dOYHKLMN
Kon PerncTtpaumoHHbIn
opurmHana || Homep
npodpeccmoHanbHOro
cTaHgapTta
Bo3amoxHble CneuvanmcT no pasBuTuo 1 00y4eHMIo NepcoHana
HaMMeHOBaHUs
[LOMDKHOCTEW, CneuunanucT no pa3BuUTUIO Kapbepbl NepcoHana
npocheccumn
CneuvanucT no nepcoHarny
MeHexep no nepcoHany
TpeboBaHus K || Bbicluee obpasoBaHue
obpa3zoBaHuto
o6yyeHuio HononHutensHoe npodpeccrnoHansHoe obpasoBaHne
- nporpamMmbl NOBbILLEHUS KBanMdwmkaumu;

nporpamMmmbl NpogpecCcroHanbHOM NepenoaroToBku B
obrnacTn opraHu3aunoHHOro 1 NPodeCcCUOHanbHOro
pa3BUTUSA NepcoHana

TpeboBaHua Kk onbITy || -
npakTuy4eckom paboTbl

Ocobble ycrnosus || -
aonycka k pabore

Opyrve -
XapaKTepuCcTukn

OdononHutenbHbIE XapaKTe pUCTUKun



HanmeHoBaHne Kon HanmeHoBaHue ©asoBon rpynnbl,
AOKyMeHTa AOIDKHOCTHN (npodbeccun) nnu
cneymanbHOCTH
OK3 2412 CneunanucTsbl no Kagpam 7
npocpopmeHTaLmm
3423 CneunanncTbl  KagpoBbiX Criyx® wn
yuYpexaeHUn 3aHATOCTH
EKC - MeHepkep nNo nepcoHany
oKnaTe 27755 OKOHOMUCT Mo Tpyay
22956 MHcnekTop no kagpam
3.4.1. TpynoBas dyHKUMA
HaumeHoBaHue || OpraHusauuns n || Kog || D/01.6 || YpoBeHb 6
nposeneHve (nogypoBeHb)
MEepOornpuATUA  No KBanMdmkau mm
pa3BUTUIO n
NOCTPOEHNIO
npod)eccmoHansHom
Kapbepbl
nepcoHana
Mpoucxoxaenve || OpurnHan || X || 3anmcTBOBaHO
TpyooBOW n3 opurmHana
doyHKLMK
Kog PervcTtpaumoHHbIn
opurnHana || Homep
npodpeccmoHanbHOro
cTaHgapTa



http://docs.cntd.ru/document/1200121893
http://docs.cntd.ru/document/9029638

TpynooBble AencTems

AHanM3  CTPYKTYpbl, MNIMaHOB W  BaKaHCWM
opraHusaumm

AHarmm3 ocobeHHocTen paboTbl Ha pasfnMYHbIX
ydacTKax Mpou3BOACTBA M KOHKPETHbIX paboumx
MecTax

MogrotoBka NPOEKTOB AOKYMEHTOB, OnpenenstoLmx
nopsifoK pasBuUTMA MnepcoHana W MNOCTPOEHUS
npodpeccmoHanbHOM Kapbepbl C OLLEHKOW 3aTpaT

Paspabotka nnaHoB npodeccnoHanbHOM Kapbepbl
pabOoTHMKOB

dopMUpoBaHMe KagpoBOro pesepsa

OpraHuzauuna  MepornpuaTui  no  pasBuUTUIO U
NOCTPOEHMIO npodpeccroHanbHom Kapbepbl
nepcoHana

MogrotoBka npegnoxeHnn nNo  QOPMUPOBAHUIO
OoopkeTa Ha  opraHmMsauuto M npoBedeHue
MEeponpuUATUA N0 PasBUTMIO U MOCTPOEHMUIO
npodpeccrmoHanbHoON Kapbepbl NepcoHarna

AHann3 apdeKTMBHOCTN MEPONPUATUIA NO Pa3BUTUIO
nepcoHana, NoAroToBKa nNpeanioxeHi No pasBuUTuo

Heobxognmble ymeHus

AHanmavpoBaTb ypoBeHb 06Lero passutua WU
npodeccmnoHanbHON KBanugukaumm nepcoHana

OnpegenaTb  KpaTKOCPOYHbIE U OONTOCPOYHbIE
NOTPeGHOCTM PasBUTUS MepcoHana u MoCTPOeHUs
ero npodeccuoHarnbLHol kapbepbl

OnpepnensitTb Kputepun OOpMUPOBaHUSI KaapoBOro
pe3epBa opraHunsauunm




CocTaBnaTb UHAVBMAOYaNbHbIE MMaHbl KapbepHOro
pasBUTMS NepcoHarna

[MpuMeHATbL  TexHornormm W MeTodbl  PasBUTUSA
nepcoHara W MNOCTPOEHUs nNpodecCcnoHarbHoON
Kapbepbl

CocTaBnaTb NPEAnoXeHUss W  KOHTPONMpoBaTb
cTaTbW PacXOA4OB Ha MporpamMmmbl U MEPONPUATUS MO
pa3BUTUIO nepcoHana n NOCTPOEHNIO
npodeccmnoHanbHOM Kapbepbl A58 MAaHUPOBaHWS
OroaxKeToB

Onpepensatb 9(pPeKTUBHOCTE  MeponpusaTU MO
pa3BUTUIO nepcoHana n NOCTPOEHNIO
npod)ecCcmoHanbHoOM Kapbepsbl

PabotaTb C WH(OPMALMOHHLIMU CUCTEMaAMU U
6a3amu gaHHbIX Mo nepcoHarny

Cobntogatbe HOPpMbI 3TUKM AENOBOro 06 LWEHNS

Heobxoaumble 3HaHMSA

Cuctema, cnocobbl, MeToAdbl, WHCTPYMEHTbI
NOCTPOEHMS NpodhecCUoHanbHOW Kapbepbl

MeToabl onpeneneHnst U OLEHKM JIMYHOCTHBIX U
npodeccuoHarnbHbIX KOMNETEHLINIA

CucTtembl, mMeTodbl UM COpPMbl  MaTepuarnbHOro U
HemaTepuanbHoro CTMMYIMPOBaHUS TpyAa
nepcoHana

TexHornorun, MeTtoabl (POPMUPOBAHUS UM KOHTPONS
OroakeToB

TexHornorun, MeToabl WM METOOAUKW NPOBEAEHVS
aHanM3a W cucTeMaTuM3auun  OOKYMEHTOB W

NHGpopmaLmm

OcHoBbI NpodeccroHanbHOM opueHTaLnm




OcHoBbI oOKYMeHTOO6OpOTa U LOKYMEHTALNOHHOIO
obecnevyeHus

OcHoBbl NPOV3BOACTBEHHON AeATenbHOCTU
opraHusaumm

OcHoBbl 0OWEN W coumanbHOW  MCUXONOruN,
COLMOMOorMK 1 Ncmxororim Tpyaa

CTpykTypa OpraHvM3auuMn U BaKaHTHble OO0SDKHOCTM
(npodpeccuu, cneumansHOCTK)

TpyooBoe 3akoHOO4aTeNbCTBO W MHbIE  aKThl,
cofepxaluye HopMbl TPYAOBOro Npasa

3akoHopatenbcTtBo Poccuiickon depepaumm 0
nepcoHarbHbIX AaHHbIX

JlokanbHble HOpPMaTMBHblE aKTbl  OpraHu3auuu,
perynupyowme nopsiAoK pasBUTUS U NOCTPOEHUS
npocdpeccrmoHanbHON Kapbepbl NepcoHarna

MopsiAoK 3aKnoYeHnss 4OroBOpOB (KOHTPaKTOB)

Hopmbl 3T1kK AenoBoro obLLeHns

BasoBble OCHOBbI  MH(OpPMATUKK,  CTPYKTYPHOE
NnocTpoeHue NHGOPMALMOHHBIX cucTem n
0cobeHHOCTU paboTbl C HAMM

Opyrve
XapaKkTepUCTUKN

3.4.2. TpypoBas pyHKUUA




HaumeHoBaHune || OpraHusauuns Kon D/02.6 YpoBeHb 6
oby4eHus (noaypoBeHb)
nepcoHarna KBanMgmkaumm
Mpoucxoxaenune || OpurmHan || X || 3ammcTBOBaHO
TpyooBOW N3 opurMHana
doyHKLUK
Kon PernctpauoHHbIN
opvrmHana || Homep
npocpeccmoHanbHOro
cTaHgapTta




TpynooBble AencTeus

AHamm3  pblHKa  obpasoBaTenbHbIX — YCryr U
notpebHocTeNn opraHnsaLmm B 06y4eHnn nepcoHana

Pa3spaboTka nnaHoB, METOAWYECKUX MaTepuarnos,
y4eBHbIX NMaHOB M MPOrpamMm, NPOEeKTOB NoKarbHbIX
aKTOB MO OOY4YeHNio U pasBUTUIO MepcoHana,
BKIOYas OLleHKY 3aTpaT

OpraHusauuss  MeponpuaTA  no  0By4eHuto
nepcoHana

MMogrotoBka npeanoXxeHWn no  popmMUpoBaHUIO
OrogkeTa Ha opraHmMsauunto obydeHns nepcoHana

AHanma appeKTUBHOCTY MEPONPUSATUIA MO 0BYy4EHUIO
nepcoHana

Heobxognmbie ymeHus

AHarnm3vpoBaTb M onpeaensaTb noTpebGHocTn B
oby4yeHun rpynn nepcoHana B COOTBETCTBUM C
LensiMm opraHu3auum

PaspabatbiBaTb nnaHsbl NOArOTOBKMY,
nepenoaroToBKM M MOBLIWEHUS  KBarnmdukauum
KagpoB, y4ebHble MraHbl 1 NporpamMmbi

AHanm3vpoBaTb PbIHOK 06pa3oBaTesbHbIX YCMyr W
rOTOBUTb NPEAJIOKEHUs MO NOCTaBLLMKaM ycryr

OpraHu3oBbIBaTb 0By4atoLLme MeponpuaTus

CocCTaBnATb M KOHTPONMMPOBATb CTaTbW PacxXxo4oB Ha
oby4yeHne nepcoHana a4nsa nraHMpoBaHUsA OoOKeETOB

PaspabatbiBaTb M KOMMnekToBaTtb  y4eOHO-
MEeTOANYECKNE JOKYMEHTDI

MponseBoanTb oOuUeHKY 3¢deKTUBHOCTM O0y4eHus
nepcoHana




MponsBoouTb  npegBapuTernbHble  3aKymno4Hble
npouenypsl U odopMrieHne  COMyTCTBYIOLLEN
AOKYMeHTau M1 No 3aKroYeHno J0roBopoB

Pabotatb € WMHGPOPMAUMOHHBIMW CUCTEMAMN U
6asamu gaHHbIX N0 NepcoHany

PaspabatbiBaTb W OOPMNsATb  [AOKYMEHTbl MO
npoueccam opraHusaumm obydeHnsi nepcoHarna u nx
pesynbTaTtam

Cobntogatbe HOPMbI 3TUKK LEMNOBOro 06 LEHNS

Heobxoaumble 3HaHMSA

MeToabl, UHCTPYMEHTbI UCCNeAoBaHUSA NOTpebHOCTH
B 00y4eHun nepcoHana

MeTogonorns oby4yeHus

TexHornorn, MeToabl W METOAMKMU nposegeHnd
aHanmsa n cuncrematmsaudmm  JOKyMEHTOB n

NHJpopmaLmm

Mopsigok  pa3paboTkM  NMaHoB  MOATOTOBKMY,
nepenoaroToBKM M MOBLIWEHUS  KBanudukauum
KagpoB, y4e6HbIX NaHOB U Nporpamm

CucTtembl, mMeTodbl M (OpMbl MaTepuarnbHOro U
HemaTepuanbHoro CTVMMYIMPOBaHUS TpyAa
nepcoHana

TexHonorum 1 MeToabl POPMUPOBAHNUST U KOHTPONS
OroakeToB

nOpFI,D,OK BegeHnda yd4eta W1 OTHETHOCTM nNo
noaroToBke n NOBbILLEHNIO KBaJ'IVICbVIKaLI,VIVI
nepcoHana

OcCHoOBbI [OKYMEHTOOO0POTa UM 4OKYMEHTALMOHHOIO
obecneyeHud




OCHOBbI TEXHOIOMMI NPOU3BOACTBA U AEATENBHOCTU
opraHvsaumm

OcHoBbl 0OWEN W coumnanbHOM  MCUXONOruK,
CoLMonorMn 1 Ncmxosornm Tpyaa

nOpFUJ,OK nposeAeHnAa 3aKyrnoYHbIX npoueayp wu
O(*)OpMJ'IeHI/IFI COHyTCTBleU.leVI OOKYyMeHTaLun

CTpyKTypa opraHusauum

TpyaoBoe 3aKkoHOAATENbCTBO W WHblE  aKThl,
coaepallme HopMbl TPY40BOro Npasa

OcHoBbI apPXMBHOTO 3akoHogaTenbcTBa "
HOpPMaTUBHbIE  MpPaBOBble  aKTbl Poccwuinckon
depepaumm, B 4acTum BeOeHUA OOKYMEHTauuu no
nepcoHarny

OcHoBbI HarnoroBoro 3aKkoHodaTenbLCcTBa
Poccuinckon ®enepaumm

OcHoBbl  3akoHogaTtenbctBa 00 0OpasoBaHuM
Poccuinckon denepaumm

3akoHopatenbctBo Poccuiickon depepaumm 0
nepcoHarbHbIX AaHHbIX

JNoKanbHble HOPMaTWMBHbIE aKTbl OpraHusauuu,
perynmpytoLme oby4eHre nepcoHana

MopsiaoK 3aKnoYeHnss 4OroBOpPOB (KOHTPaKTOB)

HopMbl 3T1KM oenoBoro obLUeHMs

BasoBble OCHOBbI  MHGOPMAaTUKK, CTPYKTYpHOE
NMOCTPOEHNE NHGOPMALIMOHHBIX cuUcTem n
0CcoB6eHHOCTU paboTbl C HAMM




Opyrve -
XapaKTepUCTUKK

3.4.3. TpynoBasa pyHKUuA

HaumeHoBaHune || OpraHusauuns Kon D/03.6 YpoBeHb 6
apganTauumm n (nogypoBeHb)
CTaXXMPOBKM kBanudwmkaymm
nepcoHana

Mpoucxoxaenue || OpurmHan || X || 3anmcTBOBaHO
TpyLoBOW N3 opurnHana

doyHKL UM

Kon PernctpauoHHbIN
opurMHana || Homep
npod)eCcCcmoHanLHoro

CTaHaapTa




TpynooBble AencTeums

AHanus yCNewHbIX KopnopaTMBHbIX MNPaKTUK 1o
opraHnsauunn agantaunm n CtTaxmpoBKke rnepcoHasna

PaspaboTka nnaHoB ajanTauuy, CTaXVUPOBKM
nepcoHana ¢ oLeHKol 3aTpat

OpraHmsauus  MeponpuaTWiA  No  agantauuu,
CTaXMpOBKe NnepcoHana

MogrotoBka npe,qnox(eHMﬁ no coBepLUeHCTBOBAHUIO
CcucTemMbl agantauun, CTaXXKMpoOBKU NnepcoHana

MogrotoBka npeanoXxeHun no  popmMUpoBaHUIO
OloKeTa Ha opraHM3aumio aganTaunm U CTaXUPOBKM
nepcoHana

AHanua 3peKTUBHOCTH MeponpuUATUii no
ajantauumm n CTaxMpoBKe nepcoHana

Heobxognmbie ymeHus

OnpenensAtb rpynnbl NepcoHana Afisi CTaKMPOBKU U
agantauum

Onpenenate paboyve MecTa AnNA  NpoBedeHus
CTaXXVPOBKW W aganTaummn nepcoHarna

CornacoBbiBaTb MeponpuAaTuA agantauun n
CTa>XNpPOBKN C BO3MOXHOCTAMU Npon3BoacTBa

npOI/I3BOD,I/ITb aHalm3 1 OUEeHKY pe3ynbraTtoB
ajantaunnm n CTaxnmpoBoOK rNnepcoHana

CocTaBnsiTb  MPeAsioKeHUst U KOHTPONMpoBaTb
cTaTbW pacxo4oB Ha NporpamMmbl Y MEPONPUSTUAS NO
ajantauuMm M CTaXMpOBKE MepcoHana Ans
nnaHnpoBaHus 6roaxeToB

MponseoauTb oL eHKY 3hdeKTUBHOCTM MEPONPUSATUI
no aganTtauum U CTaxMpoBKe nepcoHana




BHe,EI,pFITb CUCTEeMbl BOBJIEe4EHUA pa6OTHVIKOB B
KOprnopaTuBHYK KYIbTypy

Ncnonb3oBaTb MHGOPMALMOHHbIE CUCTEMbI U Basbl
AaHHbIX NO nepcoHarny

Cobntogatbe HOPMbI 3TUKK LEMNOBOro 06 LLEHNS

Heobxoaumble 3HaHMSA

MeToabl agantaumm U CTaXXMpPOBOK

TexHororn, MeToabl W METOAMKMU nposeageHnd
aHannsa n cucrematmsaudmMm  JOKyMEHTOB n

WHGpopmaLmm

Mopsaaok paspaboTku NnaHoB adanTaLumy nepcoHana
Ha  HOBbIX paboyMx  MecTax, MOArOTOBKM,
NepenoaroToBKM M MOBLILLEHUA  KBanudukaLum
nepcoHana u opraHn3aLnm CTax1POBOK

Mopaaok cocTaBrneHnsa CMET 3aTpaT Ha aganTauuio
1 CTaXUPOBKY NepcoHana

I'Iopﬂp,0|< BeoeHnda yd4eta UM OTHETHOCTU nNo
ajantaunnm n CtTaxmpoBKe rnepcoHana

Cuctembl, mMetogbl U OpPMbl MaTepuanbHOro u
HemaTepuasnbHOro CTUMYNMPOBAHNS Tpyoa
nepcoHana

TexHonormm n metoabl OPMUPOBAHUSA U KOHTPOMS
OroaxKeToB

OCHOBbI TEXHOMNOMM NPON3BOACTBA U AEeATENbHOCTH
opraHusaumm

OcHoBbl 0OWEN W couunanbHOM  MCUXONOruN,
COLMONOorMn 1 Ncmxosormm Tpyaa




CTpykTypa OpraHvM3auuMnm u BaKaHTHbIE OOIMKHOCTM
(npodpeccuu, cneumansHOCTK)

TpynooBoe 3aKkoHOA4ATeNbCTBO WM MHbIE  aKThl,
coaepxale HopMbl TPYA0BOro Npasa

OcHoBbI Harnorosoro 3aKoHogarTenbcTBa
Poccuinckon denepaumm

3akoHopatenbctBo Poccuiickon depepaumm 0
nepcoHarnbHbIX AaHHbIX

NokanbHble HOPMAaTUBHbIE aKTbl OpraHv3aLuu,
peryrupyloume  agantauumio U CTaUPOBKY
nepcoHana

OcHoBbI JOKYMeHTOOBOpOTa U LOKYMEHTALNOHHOIO
obecneyeHus

MopsiAoK 3aknoYeHns 4OroBoOpoB (KOHTPaKTOB)

Hopmbl 3Trkn genoBoro obweHns

basoBble OCHOBbl  MHGOPMATUKWN,  CTPYKTYPHOE
NnocTpoeHne NHJOPMALMOHHBIX cucTem n
0COBEHHOCTM paboTbl C HAMM

Opyrve
XapaKkTEePUCTUKN

3.4.4. TpypoBas yHKUMA




HanmeHoBaHue || AgmunHuctpuposaruve || Kog || D/04.6 || YpoBeHb 6
npoLieccos n (nogypoBeHb)
AOKyMeHToobopoTa KBanMdwmkau mm
no  pasBuTuiO U
npocdpeccroHanbLHom
Kapbepe, 00y4yeHuto,
agantayum n
CTaXXMpPOBKE
nepcoHana

Mpoucxoxaenune || OpurmHan || X || 3ammcTBOBaHO

TpyooBon N3 opurnHana

doyHKLUK

Kon

opuvrMHana

PernctpauoHHbIN
HOMeEp
npoeccmoHanbHOro
cTaHgapTa




TpynooBble AencTeums

AHanmM3  npoueccoB, npaBun U MOPSOKOB
opraHusauun npv npoBedeHUM MeponpuUAaTUA Mo
pas3BUTUIO n npogeccroHarnsHon Kapbepe,
obyyeHuno, aganTauumn U CTaXMPOBKE nepcoHarna

[oKkyMeHTaunoHHOe  odhopMISieHne  pesynbTaToB
MEpPONPUATUA NO PasBUTUIO U NPOdIEeCCUMOHarIbHOM
Kapbepe, oOydeHuto, aganTauuMm W CTaxuUpoBKe
nepcoHarna

MoaroToBka WHAMBUAYAINbHBIX MPEOSIOXEeHUA Ha
OCHOBE pe3ynbTaToB NpoBeaeHUs MEPONpPUSATUIA Mo
pasBUTUIO U NpodeccuoHanbHo  Kapbepe,
oby4yeHuto, aganTaunm 1 CTaXkMpoBKe nepcoHana

MogroToBka npennoXeHUWn No COBEPLUEHCTBOBAHMIO
cuctem oOy4yeHus, aganTauMm N CTaKMPOBKMU,
pasBuUTUA UM MOCTPOEHUS  NpodecCnoHarIbLHON
Kapbepbl nepcoHana

ConpoBoxaeHne [0roBopoB no OKa3aHWuo
KOHCYIbTaLNOHHBIX, WH(OPMALMOHHbIX  YCIIyT,
HeoOXxoouMbIX  Ans npoBeaeHns oby4eHus,
aganTtauMm N CTaXMPOBOK, PasBUTMS U NOCTPOEHUSE
npodpeccmoHanbHOM Kapbepbl NnepcoHana, BKyasi
npenBapuTenbHble Npoueaypbl Mo NX 3aKOYEHMO

BbinonHeHne TpeboBaHui no XPaHEHUIO
nMHopMaLmm o pesynstatax oby4dyeHus, agantauum
N CTaXMpPOBKMU, pasBuTUSA M MNOCTPOEHUSA
npodgeeccroHarnbHoOM Kapbepbl NepcoHana

Heobxognmble ymeHus

OdhopMnsaTb LOKYMEHTbI MO BOrpocam MnpoBedeHUst
obyyeHns, aganTauMn M CTaXMPOBKKW, PasBUTUS U
NOCTPOEHUSI npocpeccroHanbHom Kapbepbl
nepcoHana, npefocTaBnseMble B rocy4apCTBEHHbIE
opraHbl, npodecCUoHanbHble COo3bl U gpyrve
npeacTaBuTENbHbIE OpraHbl PaboTHUKOB

O6ecne4yrBaTb JOKYMEHTALMOHHOE COMNPOBOXOEHME
obyyeHus, aganTaumMnm M CTaXMPOBOK, Pa3BUTUS U
NOCTPOEHUSI npodpeccroHanbHom Kapbepbl
nepcoHana




AHanuavpoBaTb npasura, npouenypbl U NOPSAKU
npoBedeHns 0byyeHus, aganTauum nU CTaKMPOBKM,
pasBuUTUA WM MOCTPOEHMS  NpogecCnoHarIbHON
Kapbepbl nepcoHarna

OpraHu3oBbiBaTb ~ XpaHeHWe  [LOKYMEHTOB B
COOTBETCTBUM C TpeboBaHMAMM 3aKOHOAATENbCTBA
Poccuiickon ®epepaumm 1 nokanbHbIMU - akTamu
opraHusaumm

AHamm3vpoBaTb  OOKYMEHTbl U MEPEHOCUTb
nHcopmMaLno B MHGOPMALMOHHbIE CUCTEMBI U Ga3bl
AaHHbIX

Bect yyeT U perucTpaumio OOKYMEHTOB B
MHPOPMALIMOHHBIX CUCTEMAax M Ha MaTtepuanbHbIX
HOCUTEnsIX

Pabotatb C WHGOPMAUMOHHBIMX CUCTEMAMWN U
©asamu gaHHbIX Mo Bornpocam obyyeHus, aganTtayum
N CTaXupoOBKM,  pasBuUTUS U MOCTPOEHMUS
npodpeccmoHanbHON Kapbepbl nepcoHana, BeAeHus
yyeTa KaHAMOATOB Ha BaKaHTHble [OMMKHOCTU
(npodpeccuu, cneymansHOCTK)

BecTu OEJ0BYIO Nepernuncky

Cobntogatbe HOPMbI 3TUKM OENOBOro 06 LWEeHNS

Heobxoaumble 3HaHMA

Mopsagok odopmMneHusi, BeOeHUss U XpaHeHust
AOKYMEHTaLMKn, CBSA3AHHOM C CUCTEMOW OBy4eHus,
agantauum u CTaXMpoBKWU, PasBUTUS U MOCTPOEHMS
npodpeccroHanbHON Kapbepbl NepcoHana

Mopsimok chopMmmpoBaHus, BeaeHns 6aHka AaHHbIX O
nepcoHane opraHuM3aumm W  NpeaocTaBrieHus
OTYETHOCTU

HopmaTuBHble NpaBoBble aKTbl, perynmpytolme
npaea 1 0653aHHOCTW rOCYA4aPCTBEHHbLIX OPraHOB U
opraHvM3aumMnm Mo  NPEAOCTaBMEHUID  YYeTHOW
AOKYMeHTauum




Mopsigok odhopmrieHus OOKYMEHTOB,
NPeaoCTaBNAEMbIX B rOCY4apCTBEHHbIE OpraHbl U
WHblEe opraHu3auum

OcHOBbI [OKYMEHTOO60pOTa U AOKYMEHTALMOHHOMO
obecneYyeHus

Mopsimok npoBedeHWst 3aKymnoyHbIX npouesyp Wu
0odhopMIieHUs CONYTCTBYHOLLEN AOKYMEHTALUN

CTpyKTypa opraHusauuMn n BaKaHTHble [OIDKHOCTU
(npodpeccuu, cneymansHOCTK)

TpyooBoe 3akoHOO4aTeNbCTBO M MHbIE  aKThl,
coaepxale HopMbl TPYAO0BOro Npasa

OcHosbl APXMBHOIO 3akoHogarenbcTBa n
HOpMaTMBHble  MpaBoBble  akTbl  Poccumrckon
depepaummn, B 4acTum BefeHUS OOKYMeHTauuu Mo
nepcoHany

OcHoBbI Harnorosoro 3aKoHogartenbcTBa
Poccuinckon denepaumm

3akoHogaTtenbcTBo Poccunckon ®degepaumm o
nepcoHarbHbIX JaHHbIX

TexHororn, MeToabl W METOAMKMU nposeageHnd
aHanmaa n cucrematmsadmMm  JOKyMEeHTOB n

NHGpopmaLmm

JlokanbHble HOPMAaTMBHbIE aKTbl  OpraHu3auuu,
perynupyoume nopsiAoK pasBUTUS U MOCTPOEHMUS
npodeccnoHasnbHoOM Kapbepbl, oby4yeHus,
ajanTaumm n CTaXMpPOBKU NepcoHana

MopsiaoK 3aKnoYeHNss 4OroBOpPOB (KOHTPaKTOB)

HopMbl aT1kM oenoBoro obLeHMs




basoBble OCHOBbl  MHGOPMATUKWN, CTPYKTYPHOE
NoCcTpoeHne NHPOPMALMOHHbIX cUCTeEM n
0cobeHHOCTN paboTbl C HUMM

Opyrve -
XapaKTepUCTUKK

3.5. 0606LwWeHHasa TpyaoBas PyHKLUUA

HanmeHoBaHne HeatenbHocTb o || Kog E YpoBeHb 6
opraHusauuu Tpyaa KBanudmkauymm
" onnatbl
nepcoHana

Mpoucxoxaenune || OpurmHan || X || 3ammcTBOBaHO
006006LLeHHON N3 opurmHana
TpyooBon
doyHKL MM
Kog PernctpauoHHbIN
opvrmHana || Homep
npodpeccmoHanbHOro
cTaHgapTta
Bo3moxHble CneumanucT no HOPMMPOBAHMIO K onnaTe Tpyaa
HanmMeHOoBaHUSA
[1OFDKHOCTEWN, CneumanucT no opraHv3aumn 1 onnate Tpyaa
npocpeccumn

CneuunanmcT No KOMNeHcauusam 1 nNbrotam
CneumanucT no nepcoHarny

MeHegpkep no nepcoHarny




TpeboBaHus K
o6pasoBaHunto n
oBy4yeHunto

Bhicluee obpasoBaHue

[ononHuTensHoe npodeccuoHansHoe obpasoBaHue
- NporpaMmmbl NpodecCcnoHanbHON NepenoaroToBKN B
obnactm 3KOHOMMKKW, HOPMMPOBAHUA W ONNathbl
TpyAa, nporpaMmMbl MOBbILLEHMS KBanMdmKaw um

TpeboBaHua K onbITy
npakTu4eckom paboThbl

Ocobble yCnoBus
aonycka k pabore

Opyrve
XapaKTepUCTUKK

JdononHutenbHble XapaKTe pUCTUKN




HanmeHoBaHne Kopg HanmeHoBaHue ©asoBon rpynnbl,
AOKyMeHTa AOIMKHOCTU (npodbeccun) nnu
cneymanbHoOCTU
OK3 2412 CneuymnanucTbl no Kagpam 7
npodpopmeHTaumm
3423 CneuvanucTbl  KagpoBblX Cryxd
yuYpexaeH 3aHATOCTU
EKC - NHxeHep No HOpMUpPOBaHUIO Tpyada
- TexHuk no Tpyay
- OKOHOMUCT no Tpyay
- MeHeoxep no nepcoHarsny
oKnaTeP 27755 OKOHOMUCT Nno Tpyay
22956 MHcnekTop no kagpam
3.5.1. TpynoBas dyHKuuA
HanmeHoBaHvne | OpraHusaums Kopn E/02.6 YpoBeHb 6
Tpyda nepcoHana (nogypoBeHb)

KBanudumkauymm



http://docs.cntd.ru/document/1200121893
http://docs.cntd.ru/document/9029638

MpoucxoxaeHune
TpyaoBou
doyHKLMK

OpvirnHan

3aumMcTBOBaHO
N3 opurnHana

Kon
opurMHana

PernctpauoHHbIN
Homep
npod)eCcCcroHarnbHoro
cTaHgapTa




TpynooBble AencTeus

AHanmn3 ycnewmHbliX KOpnopaTUBHbIX MNPaKTMK MO
OpraHM3aumn HOPMMPOBaHUS Tpyaa AN pasfnmMYHbIX
KaTeropui nepcoHarna, ocobeHHOCTeN NPOM3BOACTBA
N 0EeATENbHOCTU OpraHM3aLmm

PaspaboTka  cucTemMbl  opraHuMsaumMu  Tpyada
nepcoHana u nopsiaka HOPMMPOBaHWMA Tpyda Ha
pabounx MecTax c OLLEHKOW 3aTpaT Ha NepcoHarn

BHeapeHve cuctembl opraHM3almMm Tpyaa nepcoHana
N KOHTPONSA Hag HOPMUPOBAHWEM C OnpederieHMeM
TPYAOEMKOCTH, HOPMaTMBHOM YUCMEHHOCTMH,
rpadwmkoB paboT W ycrnoBwiA onnatbl  Tpyada
nepcoHana

BbisiBneHve pe3epBoB NOBbILLEHNS
NPOU3BOANTENBHOCTY Tpyaa 7 KayecTBa
HOPMUPOBaHUSI TPyAa, NOArOTOBKA NpeasIoKeHUA Nno
M3MEHEHUSIM YCIIOBUWI M oNnaThl Tpyaa nepcoHana

MogrotoBka npenniokeHun no  POpPMUPOBAHUIO
6looxeTa Ha opraHv3auuio Tpyaa nepcoHana

Onpenenenne agdeKTMBHOCTU paboTbl CUCTEMDI
opraHusauuu Tpygaa M HOPMUPOBaHWS Tpyada Ha
paboumx mectax

Heobxognmble ymeHus

BHe,D,pFITb mMeToabl paLLMOHaﬂbHOVI opraHmnsauunn
TPyAa

PaspabatbiBaTb  NnaHbl  OpraHM3aLMOHHbIX U
TEXHUYECKNX  MEPOMNPUSITUA MO MOBbILLUEHUIO
NPOM3BOANUTENBHOCTU TPyAa

AHanM3MpoBaTb COCTOSIHUE HOPMUPOBAHUS TPYAa,
KayecTBO HOpM, NokasaTeren no Tpyay

AHanmaunpoBaTb 3GPEKTUBHOCTb PabOTbl CUCTEMDI
opraHuMsauun Tpyda nepcoHana W HOPMWPOBAHUS
TpyAa Ha pabovnx mecTtax




CocTaBnsaTb U KOHTPONMPOBaTb CTaTbW pacxodoB Ha
onnaty Tpyga nepcoHana pAns  nnaHUpoBaHUsS
OtogxeToB

PabotaTtb C WHOPMALMOHHBIMW CUCTEMaMN W
6aszamu gaHHbIX N0 HOPMMPOBAHWIO U onfaTte Tpyaa
nepcoHana

PaspabatbiBaTtb 1 0dopMrATb AOKYMEHTbl MO
HanpaBSieHUO AeATeNbHOCTU

Cobnogatb HOPMbI 3TUKN 4EM0BOr0 OO LLEHUA

Heobxoaumble 3HaHUSA

MeToabl ydeTa u aHanmMsa rnokasaTtenein no Tpyay u
onnate Tpyaa

MeToabl OMpedeneHusl, OLEHKM W CpaBHEHUS
NPOV3BOACTBEHHON NHTEHCUBHOCTH "
HanpsPKeHHOCTU Tpyaa

MeToabl HOpMUPOBaHUS Tpyaa

MexoTpacneBble 1  OTpacreBble  HOpPMaTUBbI
TPYAOBbIX 3aTpaTt

COBpeMeHHbIe CbOprI, CUCTEMbI onJiaTtbl U y4eTa
npon3BoauUTENbHOCTU Tpyada nepcoHana

Cuctembl, metoabl M OpPMbI  MaTepuanbHOro wu
HemaTepuanbHoro CTUMYNMPOBAHNSA Tpyoa
nepcoHana

TexHonormm n metoabl OPMUPOBAHUSA U KOHTPONS
OrogxeToB

TexHornorun, MeToAbl W METOAUKM MPOBEAEHUS
aHarmM3a M cucTematvM3aumM  OOKYMEHTOB U

NMHdpopmaLmn




OcCHOBbI AOKYMEHTOOOOpOTa N AOKYMEHTALMOHHOMO
obecneyeHusa

Mopsigok  Tapudwmkaumm  pabotr u  paboun,
YCTaHOBMEHUSI  OOSPKHOCTHBIX  OKMagos, gonnart,
HagbaBoK M KO3 pMUMEHTOB K 3apaboTHOW nnarte,
pacyeTa CTUMYNMPYIOLLMX BbinnaT

TapndHO-KBanMmKaLNoHHbIE CNPaBOYHUKN paboT U
npocdeccmn  pabounx n  KBanMdmKalMOHHbIE
XapaKTePUCTUKN JOIPKHOCTEN CRyKaLLmX

OCHOBbI TEXHOMOMN NPOM3BOACTBA U AEeATENBHOCTU
opraHusaLmm

CTpyKkTypa OpraHvM3auuM M BaKaHTHbIE [OOSDKHOCTM
(npodheccumm, cneumnanbHOCTH)

Ka,D,pOBaFI NOoJINTUKA U CTpaTernda opraHm3auunm

OKOHOMMKA Tpyaa

OcHoBbl 0OWIEM W counarnbHOW  MCUXONOrUMU,
COLMOMOrMn 1 Ncuxosnorm Tpyaa

TpyooBoe 3akoHOOATENbCTBO U MHblE  akThl,
coaepallye HopMbl TPYAOBOro Npasa

OcHoBbl apXMBHOIO 3aKoHogaTernscTBa n
HOpMaTUBHblE  MNpaBoOBble  akTbl  Poccumnckon
denepaumm, B YacTu BedeHUs [OKYMEHTauuu no
nepcoHany

OcHoBbI HaNoOroBoro 3akoHogarenscTea Poccunckon
depepaumu

3akoHopaTtenbcTtBo Poccuinckon  depepaumm o
nepcoHarnbHbIX AaHHbIX




NokanbHble HOPMaTMBHbIE aKTbl  OpraHM3auuu,
peryrvpyloume MopsAoK opraHusaumu  Tpyga W
HOPMMPOBaHUsI NepcoHara

MopsinoK 3aKmkYeHUst OroBOPOB (KOHTPaKTOB)

HOprI 3TWKW OENoBOro obLeHus

basoBble OCHOBbl  MHGOPMaTUKW,  CTPYKTYpHOE
NOCTpOeHme NHGOPMALMOHHBIX cucTem n
0COBEHHOCTM PaboTbl C HAMMK

Opyrve
XapaKTepUCTUKN

3.5.2. TpynoBasa pyHKUUA

HanmeHoBaHune | OpraHusauus Kon E/01.6 || YpoBeHb 6
onnarbl Tpyaa (noaypoBeHb)
nepcoHana KBanudmkaumm

Mpoucxoxaenue || OpurmHan || X || 3anmcTBOBaHO

TpyaoBou N3 opurnHana

dyHKL N

Kon PernctpauoHHbIN
opurMHana || Homep
npod)eCcCcroHanbHoro

CTaHaapTa




TpynooBble AencTeus

AHanus yCNewHbIX KopnopaTMBHbIX MNPaKTUK 1o
opraHn3aunm CUCTeMbl onraTtbl TpyAda nepcoHana

PaspaboTka cucTeMbl onnatbl Tpyaa nepcoHana

dopmupoBaHmne nnaHosoro 6rogxkeTta oHaga onnaThbl
Tpyda, CTUMYIMPYIOLWMX W KOMMEHCALMOHHbIX
BbINnaT

BHep,peHme CncTeMbl onnatbl TpyAda nepcoHara

MogroToBka npennoXeHWn No COBEPLUEHCTBOBAHMIO
CUCTeMbI onnaTtbl Tpyaa nepcoHana

Heobxogumble ymeHus

CocTaBnsaTb M KOHTPONMMPOBaTb CTaTbM PACXOA0B Ha
onnaty Tpyda MepcoHana pAans  nnaHupoBaHUS
GrogxeToB 1 hoHO 0B

MpUMeHATbL TEXHONOMMN MaTepuanbHOM MOTUBALMN B
yrnpaBrieHn NepcoHasriom

Pa3pa6aTblBaTb KOHUenuuto NOCTPOEHNA
MOTUBALNOHHbIX nporpamMmmv pa6OTHVIKOB B
COOTBETCTBUM C LENAMUN OpraHn3aulmnm

AHanu3npoBaTb COBPEMEHHbIE CUCTEMbI Onnatbl U
MaTepuanbHOM (MOHETapHOW) MOTMBaLMK Tpyaa Ans
Lernen opraHmsauum

AHanuavpoBaTb ypoBeHb OnnaTbl Tpyda nepcoHana
no COOTBETCTBYHOLLMM npodpeccmoHanbHbIM
KBanudumkaymsm

MpoBOANTE MOHUTOPWUHI 3apaboTHOW MnaTbl Ha
pblHKE TpyAa

AHanmsnpoBaTb dhopmbl maTepuanbHoro
CTMMYIMPOBaHUsi, KOMMEHcaUui 1 NbroT B onnaTe
TpyAa nepcoHana




PaGotaTtb C WHMOPMALMOHHBIMM CUCTEMaMKN 1
6a3amu gaHHbIX Mo onnaTte Tpyaa nepcoHana

CocTaBnsiTb MPOrHO3bl Pa3BUTUS onnaTbl TPyAa
nepcoHana

Cobnogatb HOPMbI 3TUKN A4ET0BOro 00 LLEHNS

Heobxoaumble 3HaHMSA

dopmbl U cucTeMbl 3apaboTHOM nnaTbl, NOPSOOK
COCTaBneHnsi 61oaxeToB

CucTtembl, mMeTodbl M COpPMbl MaTepuarnbHOMo U
HemaTepuanbHoro CTMMYIMPOBaHUS TpyAa
nepcoHana

TexHornorum 1 Metogbl POPMUPOBAHNUS N KOHTPOA
GrogxeToB 1 hoHO 0B

Mopsigok  Tapudwmkaumm  pabotr un  paboumx,
YCTaHOBMNEHUA [LOSDKHOCTHbLIX OKMagoB, gonnar,
HanbaBoK U KoahdMLMEHTOB K 3apaboTHon nnare,
pacyeTa CTUMYMUPYHOLLMX BbINnaT

MeTogbl onpegeneHnst YUCNEHHOCTU paboTHUKOB

TapndHO-KBanMmKaLnoHHbIE CNPaBOYHMKK paboT n
npodgeccui  pabounmx Uu  KBaNUUKALWOHHbIE
XapaKTePUCTUKN JOIPKHOCTEN CRy>KaLmxX

MeToabl y4yeTa M aHanmsa nokasarernen no Tpygy u
3apaboTHon nnaTte

TexHornorun, MeToabl WM METOOAUKM NPOBEAEHVS
aHanM3a W cucTeMaTuM3auun  [OOKYMEHTOB W

WHJpopmaLmn

Kaqposaﬂ NoJyIMTUKa N ctTparterna opraHn3auumm




CTpykTypa OpraHvM3auuMnm u BaKaHTHble OOSMKHOCTM
(npodpeccmu, cneumansHOCTK)

TpynooBoe 3akoHOO4ATeNbCTBO WM MHbIE  aKThl,
coaepxale HopMbl TPYA0BOro Npasa

OcHoBbI Harnorosoro 3aKoHogarTenbcTBa
Poccuinckon ®enepaumm

3akoHopatenbctBOo Poccuiickon depepaumm 0
nepcoHarbHbIX AaHHbIX

JTokanbHble HOPpMaTuMBHbIE aKTbl OpraHun3auunu,
perynupyrowme onnaty Tpyaa

OCHOBbI TEXHOMNOMM NPON3BOACTBA U AEeATENbHOCTH
opraHusaumm

OcCHOBbI [OKYMEHTOO60pOTa U AOKYMEHTALMOHHOMO
obecneyeHus

MopsiooK 3aknoYeHnss 40roBopoB (KOHTPaKTOB)

OcHoBbl 0OWEN W coumnanbHOM  MCUXONOruu,
CoLMonorMn 1 Ncmxosornm Tpyaa

HOprI 3TMKM OEeSI0BOro obLLeHnst

BasoBble OCHOBbI  MH(OPMATUKK,  CTPYKTYpPHOE
NOCTPOEHNE NHAOPMALMOHHBIX CUCTEM n
0cobeHHOCTN paboTbl C HAMM

Opyrve
XapaKTepUCTUKK

3.5.3. TpynoBas pyHKUUuA




HanmeHoBaHue || AgmunHuctpuposarve || Kog || E/03.6 || YpoBeHb 6
npoLieccos n (nogoypoBeHb)
AOKyMeHToobopoTa KBanMdgwmkau mm
no BONpocam
opraHusauun Tpyaa
1 onnaTbl NepcoHana

Mpoucxoxaenue || OpurmHan || X || 3anmcTBOBaHO

TpyaoBou 13 opurnHana

dOyHKL MK

Kon

opurMHana

PernctpauoHHbIN
HoMmep
npodpeccmoHanbHoOro
cTaHgapTa




TpynooBble AencTeus

AHanM3 npoLeccoB A0KYMEHTOO60pOTa, foKanbHbIX
AOKYMEHTOB MO BOMPOCaM OpraHusauuv onnatbl M
Tpyada nepcoHana

OdpopmrieHre OOKYMEHTOB MO BoMpocaM onnaTtbl U
Tpyaa nepcoHana

MoaroToBka NpeasioXeHWin No Bonpocam onnatbl K
Tpyaa nepcoHana

MogroToBka npensnoXeHWn No COBEPLUEHCTBOBAHMIO
CUCTEMbI onnaTthbl 1 OpraHM3aumm Tpyaa nepcoHana

[lokyMmeHTaLUoHHoe 7 opraHv3aLoHHoe
COMPOBOXOEHNE CUCTEMbI OpraHM3auuM K onnaTbl
TPyAa nepcoHana

MogrotoBka n obpaboTka 3anpocoB 1 yBEAOMIIEHUN
O paboTHMKax B rOCy4apCTBEHHble  OpraHbl,
npodxeccumoHarnbHble COH3bl n apyrve
npeacTaBuTeNbHblE  OpraHbl  pabOTHMKOB, MO
cucTemam onnartbl U opraHu3auum Tpyga nepcoHana

ConpoBOXOEeHNe  OOTOBOPOB MO OKa3aHMIo
KOHCYNbTaUMOHHBIX, WMHGOPMAaLMOHHBIX YCIyr Mo
cvcTeMaMm onnaTtbl M opraHu3al My Tpyaa nepcoHarna,
BKMOYas npenBapuTenbHble npoueaypbl Mo KX
3aKMOYEHUNIO

Heobxognmbie ymeHus

O6GecneunBaTtb 4OKYMEHTaLMOHHOE CONpPOBOXAEHME
MepONnpusSTUA MO onnate M opraHusauum Tpyaa
nepcoHana

OdhopMnsaTb AOKYMEHTbI MO BOMpocam onnaTbl 1
opraHusauuu Tpyaa nepcoHarna, npefocTaBfsgemMble
B roCygapCTBEHHble oOpraHbl, npodeccunoHasnbHble
COlo3bl W Apyrve npeacTaBUTENbHbIE — OpraHbl
paboTHMKOB

AHanuanposaTb HOpPMaTMBHbIE W MeToauyeckue
[IOKYMEHTbI MO BOMpOocaM OfnnaTthl U opraHv3aLum
Tpyaa nepcoHana




OpraHun3oBblBaTb  XpaHeHWe  [OOKYMEHTOB B
COOTBETCTBUM C TpeboBaHMsAMM 3aKoHoAAaTenbLCTBa
Poccuiickon ®depepaumm n rnokanbHbIMW aKkTamu
opraHusaumm

Bectn yyeT u© perucTpauulo OOKYMEHTOB B
MHOPMALIMOHHBLIX CUCTEMaxX U Ha MaTepuarbHbIX
HOCUTENsIX

PabotaTtb C WHMOPMALMOHHBIMKM CUCTEMaMN 1
6azamMn OaHHbIX MO cuUcTemMaM onnatbl U
opraHv3aLuu Tpyaa nepcoHana

Mpon3BoanTb  NpeaBapuUTEnbHblE  3aKYNMOYHbIE

npoueaypbl U 0GOPMNATb  COMYTCTBYIOLLYIO
AOKYMEHTaLMIO MO 3aKI0YEHMI0 OrOBOPOB

Bectn genosyto nepenucky

Cobntogatbe HOPMbI 3TUKM LEMNOBOro 06 LLEHNS

Heobxoaumble 3HaHMSA

Mopsnok OdopMIeHVsi, BedeHUst U XpaHeHus
AOKYMEHTaL UM No cuctemam onnaTbl U opraHm3aumm
TpyAda nepcoHana

HopmaTvBHble NpaBoBble aKTbl, perynmpytowme
npaea 1 0653aHHOCTW rOCYy4apPCTBEHHbLIX OPraHoB U
opraHvM3auMn Mo  NPEeLOCTaBMEHUID  Y4ETHOW
AOKYMEHTauum

TexHororn, MeToabl W METOAMKMU nposegeHnd
aHanmsa n cucrematmsaudmMm  JOKyMEHTOB n

WH(popmaLmm

NokanbHble HOPMAaTWMBHbIE aKTbl  OpraHu3auuu,
perynvpylolme nopsAoK onmfaTthl, OpraHusauum u
HOPMUWpPOBaHUS Tpyaa

OcHoBbl oOKYMeHTOO6OpOTa U OOKYMEHTALNOHHOIO
obecnevyeHus




Mopsimok copMmpoBaHus, BegeHus 6aHka gaHHbIX U
NpeaoCcTaBneHNs OTYETHOCTM MO CUCTEMAM onnaThbl
W opraHu3auum Tpyaa nepcoHana

TpyooBoe 3akoHOO4aTeNbCTBO W MHbIE  aKThl,
coaepxale HopMbl TPYA0BOro Npasa

OcHoBbl APXMBHOIO 3akoHogarenbcTBa n
HOpMaTMBHble  NpaBoBble  akTbl  Poccunckon
degepaumm, B 4acTu BeOeHUS [OOKyMEHTauuu Mo
nepcoHany

OcHoBbil HanoroBoro 3aKoHogaTenbcTBa
Poccunckon degepauymm

3akoHopatenbctBo Poccuiickon depepaumm 0
nepcoHarbHbIX AaHHbIX

MopsiAoK 3aknoYeHnss 4OroBOpOB (KOHTPaKTOB)

Mopsimok npoBedeHUst 3aKymnoyHbIX npouesyp Wu
0dhopMIIeEHNS CONYTCTBYHOLLEN AOKYMEHTALUN

Hopmbl 3TukK AenoBoro obLeHus

BasoBble OCHOBbI  MHGOPMAaTUKK,  CTPYKTYpHOE
NMOCTPOEHNE NHGOPMALIMOHHBIX cucTem n
0Ccob6eHHOCTU paboTbl C HAMM

Lpyrve
XapaKTepUCTUKK

3.6. O6o6LwweHHan TpyaoBasa hyHKUMUA




HaumeHoBaHnune || OeatenbHocTb  no || Koa F YpoBeHb 6
opraHusauumn KBanudmkaumm
KoprnopaTUBHON
couunanbHon
NOSNUTUKM

Mpoucxoxaenune || OpurmHan || X || 3aMmcTBOBaHO
06006 LLeHHON N3 opurMHana
Tpy4oBOW
dOyHKLMK
Kon PernctpauoHHbIN
opurMHana || Homep
npod)eCcCcroHarnbHoro
cTaHgapTa
Bo3amoxHble CneuvnanmcT no coumanbHbIM nporpaMmmam
HaMMeHOBaHUs
[LOIPKHOCTEN, CneunanmcTt no pabote C npencTaBUTENbHLIMM
npocdpeccumn opraHamu paboTHUKOB

CneumanMcT N0  KOpPrOpaTMBHOWM  coumaribHON
MoNMTUKE

CneunanucT no nepcoHany

MeHemxep no nepcoHany




TpeboBaHus K
o6pasoBaHunto n
oBy4yeHunto

Bhicluee obpasoBaHue

[ononHuTensHoe npodeccuoHansHoe obpasoBaHue
- NporpaMmmbl NpodecCcnoHanbHON NepenoaroToBKU U
nporpaMMbl NOBbILLEHUS KBanudmkaumum B obracTu
coumasbHbIX NporpaMm

TpeboBaHua K onbITy
npakTu4eckom paboThbl

Ocobble yCnoBus
aonycka k pabore

Opyrve
XapaKTepUCTUKK

JdononHutenbHble XapaKTe pUCTUKN




HanmeHoBaHne Kopg HanmeHoBaHue ©asoBon rpynnbl,
AOKyMeHTa AOIMKHOCTU (npodbeccumn) nnu
cneymanbHoOCTH
OK3 2412 CneuymanucTbl no Kagpam 7
npodpopmeHTaymm
3423 CneuvanucTbl  KagpoBbiX Criyxd wn
yuYpexaeHUn 3aHATOCTH
EKC - CneuvanucT no kagpam
- MeHepxep no nepcoHany
oKnaTe 27755 OKOHOMUCT no Tpyay
22956 MHcnekTop no kagpam
OKCO - -
3.6.1. TpynoBas dyHKUMA
HanmeHoBaHnne || Paspabotka Kog || F/01.6 | YpoBeHb 6
KopropaTuBHON (nonypoBeHb)
counanbHomn KBanMdmkauum
NONUTUKK
MpoucxoxaeHue || OpurnHan || X || 3anmcTBOBaHO
TpyaoBou 13 opurmHana
dOYHKLMK
Kon PerncTtpaumoHHbIn
opurMHana || Homep
npocpeccmoHanbHoOro
cTaHgapTa



http://docs.cntd.ru/document/1200121893
http://docs.cntd.ru/document/9029638
http://docs.cntd.ru/document/842502411




TpynooBble AencTeus

AHanu3 ycnelwHbIX KOpnopaTMBHBLIX MPaKTUK O
opraHusauum coLuarnbHoro napTHepcTBa,
coumanbHo/  OTBETCTBEHHOCTM U coumanbHbIX
nporpamMm

PaspaboTka koprnopaTBHbIX CoLMarnbHbIX NporpaMmm

Paspabotka cuctembl  BbiNfat  paboTHWKaM
coumanbHbIX Nbrot

OpraHu3auuns neperoBopoB ¢ npodeccrnoHanbHbIMK
CoK3aMu 1 OpYyrMMy nNpencTaBUTENbHbIMU OpraHaMm
paboTHMKOB, OOLWECTBEHHbIMM  OpraHM3aunsamu,
B3aMMOeNCTBMNE C rocyaapCTBEHHbIMWN OpraHaMm

MMogrotoBka npensioxkeHMn no  OPMUPOBAHUIO
Giogketa B 4actu obecneyeHus KopriopaTUBHOM
couunanbHOM NONUTUKU

Heobxognmblie ymeHus

OnpepensaTtb UeneBble Tpynnbl NepcoHana Ans
pa3paboTky  crneuuanM3vpoBaHHbIX  CoLMarnbHbIX
nporpaMmm

[oBoauTb MHGOPMaLKNIO O coumrarnbHbIX NporpaMmmax
A0 UeneBbIX rpynn nepcoHana C MCMoSb30BaHMEM
WNHCTPYMEHTOB BHYTPEHHUX KOMMYHUKaL I

Onpenensitb Kputepum n YPOBHMU
yO,0BNETBOPEHHOCTU NepcoHarna

Mcnonb3oBaTb MaTtepuarnbHble M HemaTepuarbHble
cucTeMbl, MeToabl W ¢OpPMbl  MOTMBaLMW B
ynpaBreH1n nepcoHariom

Onpegensitb 06bEMbl CPeACcTB AN  peanusauuun
coumanbHbIX rapaHTUi, KOpropaTUBHbLIX IbrOT U
MHbIX 3NIEMEHTOB  KOPMOPATUBHbLIX  COLManbHbIX
nporpamm Ans popMMpoBaHns GroaKeToB




CocTaBnsaATb U KOHTPONMPOBATL CTaTbW PacXo4oB Ha
coumarnbHble  Mporpammbl AN NNaHUPOBaHUS
OtoaxeToB

MpousBoauTb  NpedBapuTeNlbHble  3aKynoyHble
npoueaypbl M OOPMIIEHME  COMYTCTBYHOLLEN
AOKYMEHTaL MK MO 3aKIMYEeHNI0 JOrOBOPOB

Cobnogatbe HOPMbI 3TUKM AENOBOro 06LLeHns

Heobxoaumble 3HaHMSA

Mopsnok 1 meToabl pa3paboTkm NnaHoB 1 Nporpamm
coLMnanbHOro pasBuTUSA OpraHn3aLmm

MeToabl  aHanmM3a  BbIMOSHEHUSI  couMaribHbIX
nporpaMm W onpegerneHuss Mx SKOHOMUYECKOW
9 PeKTUBHOCTU

Cuctembl, MeTogbl M GOpPMbl MaTepuanbHOro u
HemaTepuanbHoro CTUMYNMPOBAHUSA Tpyaa
nepcoHana

TexHonormm n metogbl POPMUPOBAHUS N KOHTPOIA
OtoaxeToB

MeToabl npoeeaeHuns couunosiorm4eckmnx
nccregoBaHui, N3y4eHnd 0O LLECTBEHHOIO MHEHMS

TexHonormm, MeTodbl U METOAUKU nposeageHnd
aHanmsa n cucrtematmsaumm  OOKYMEHTOB n

NMHpopmav mm

Mopsgok NpoBedeHUst 3aKyrmoyHbIX npoueayp WU
ochopMIIEHMST CONYTCTBYHOLLEV AOKYMEHTaL UK

OcHoBbI NpPOV3BOACTBEHHOM OeAaATernbHOCTU
opraHusauuu

OcHoBbl 00OLWIEM W counanbHOW  MCUXONOrnMU,
COLMOMOrMn 1 Ncmxosnorm Tpyaa




CTpykTypa, Lenu, cTpaterns n Kagposasi NonuTmka
opraHvsawmm

TpynoBoe 3akoHOAATENbCTBO W MHbIE  aKThl,
coaepxalle HopMbl TPYA0BOIO Npasa

OcHoBbI HanoroBoro 3akoHogatenscTBa Poccurckon
denepaumu

HopmaTtvBHble npaBoOBble akTbl, perynupylolme
npaBa M 06A3aHHOCTM FOCYLAPCTBEHHbLIX OPraHoB,
npodeccroHarnbHbIX COH30B " Apyrmx
npeacTaBUTENbHbLIX OPraHoB PabOoTHMKOB

3akoHopaTtenbcTtBo Poccuinckon depepaumm o
NnepcoHarnbHbIX AaHHbIX

NokanbHble HOPMAaTMBHbIE aKTbl  OpraHU3aLuu,
perynmpyoLme nopsiaok opMUpPOBaHUSt CoLnanbHoM
NONUTUKMN

OcHoBbl NpaBOBOro perynupoBaHus  Poccuimnckon
denepaumm  nopsgka  3akmiOMEeHUM  [0roBOpPOB
(KOHTpakTOB)

HopMbl 3THKM 4enoBoro odLLeHNs

basoBble OCHOBbI  MH(pOPMATWUKK,  CTPYKTYpHOE
NOCTPOEHNe NHPOPMALIMOHHbIX cUCTeEM n
0co6eHHOCTM paboTbl C HAMM

Opyrve
XapaKTepUCTUKK

3.6.2. TpynoBasa pyHKUUA




HanmeHoBaHue | Peanusayus Kon F/02.6 || YpoBeHb 6
KopriopaTuBHON (nogoypoBeHb)
coumanbHon KBanudukaumm
NONMUTUKK

Mpoucxoxaenune || OpurmHan || X || 3ammcTBOBaHO

TpyooBon 13 opurnHana

dyHKL MM

Kon PernctpauMoHHbIN

opvrmHana || Homep
npodpeccmoHanbHOro
cTaHaapTa




TpynooBble AencTeus

BHeapeHune KopnopaTuBHbIX CoLMarnbHbIX NPorpamm,
B TOM 4ucCrne No coumanbHON Nnoaaepxke otaeribHbIX
rpynn paboTHMKOB

Peanmsaumnsa cuctembl couuvanbHbIX NbroT, BbiNnar
paboTHMKaMm c y4yeToMm TpeboBaHui
3akoHogaTtenbcTBa Poccuickon degepaumm

OueHka YOOBIIETBOPEHHOCTH nepcoHana
KOpnopaTMBHOW CoLMaribHON NOSITUKON

OueHka 3PeKTUBHOCTH MEPONPUATUIA
KoprnopaTmMBHOW coumanbHON NOSIMTUKK

MoaroToBka I'Ipe)J,J'IO)KeHMIZ no coBepLeHCTBOBAHUIO
Mep0|'|pVIFITVII7I KOpHOpaTMBHOVI coumanbHON NOSIMTUKK

lMogrotoBka npegnoxeHnn no  GOPMUPOBAHUIO
GropxeTa Ha peanusaumio KopnopaTUBHOW
couuanbHOM NOMMUTUKK 1 colunarbHbIX NporpaMm

Heobxognmble ymeHus

PaccuntbiBaTb 3aTparthbl Ha npoeeageHne
cneunanm3npoBaHHbIX CoLlMalibHbIX NMporpaMmm

MpoBOANTL MOHWUTOPUHI YCMELHbIX KOPMopaTMBHbIX
coumanbHbIX Nporpamm

MpoBoauTb MeponpuaTMS B COOTBETCTBUMM C
KOpnopaTMBHOW CoLMaribHON NONUTUKON

Onpegensitb LeneBble Tpynnbl NepcoHana Ans
co3gaHus  cneuvanusMpoBaHHbIX  coLMarnbHbIX
nporpamm

Onpe,u,enmb Kputepumn n YPOBHU
yOoOBIIeTBOPEHHOCTU NepcoHana

OnpegenaTb 3¢PeKTUBHOCTb MEPONPUATUIA
peanMsayemMon KoprnopaTUBHOW coLMarnibHOW MOUTUKK




OpraHunsoBbiBaTb B3anmMoLencTBeme C
rocyaapcTBEHHbIMU opraHamu,
npogeccroHarnbHbIMU coto3amu n  apyrmmu
npeacTaBUTENbHBIMU opraHammu paboTHMKOB,
OOLLECTBEHHBIMA U WHBIMW  OpraHu3auusiMu o
BOMpocaM peanu3auuu KopnopaTMBHOM coLmaribHON
NONUTUKN

AHamM3MpoBaTb PbIHOK YCNyr Mo couuarbHbIM |
crneunanM3vpoBaHHbIM  NporpaMMamM  couManbHOM
NoOOEPXKN 4YNIEHOB LeneBbiX Trpyrnn U FOTOBUTb
NPEeANoXeHNs MO UX NOCTaBLUMKaM

npOVI3BO,D,I/ITb npenBaputeribHbie 3aKyrno4yHble

npoueaypbl M 0dOPMIATb  COMYTCTBYHOLLYHO
AOKYMEHTAaL MO MO 3aKIYEHMIO [,OrOBOPOB

Cobnogatbe HOPMbI 3TUKM AENOBOro 06LLeHns

Heobxoaumble 3HaHMSA

Bonpocbl ynpaBneHusi couuanbHbIM - Pa3BUTUEM
opraHusaumm

MeToabl aHanmM3a BbIMOSIHEHUSA  KOPNOpPaTUBHBLIX
coumanbHblX  MNporpaMMm U OnpeaeneHns  ux
9KOHOMMYECKON 3(pdheKTUBHOCTH

Cuctembl, MeTOAbl, CbOprI mMatepuaribHoro u

HemaTepuarnbHoro CTMMYIMPOBaHUS TpyAa
nepcoHana
MeTtoabl npoBeaeHus: COLIMOSIOrM4ecKmx

nccneaoBaHui, N3y4yeHnst 06 LIECTBEHHOTO MHEHUS]

TexHonormm, MeTodbl W METOAMKU nposeneHnd
aHanmsa n cucrematnsaunm OOKYMEHTOB n

nHdopmMaLum

HopmaTtvBHble npaBoOBble akTbl, perynupylowme
npaBa M 06A3aHHOCTM FOCYL4APCTBEHHbLIX OPraHoB,
npodeccroHarnbHbIX COH30B n Apyrmx
npeacTaBUTENbHbIX  OpraHoB  paboOTHMKOB MO
NpeaoCTaBIIEHNIO YH4ETHOM JOKYMEHTaLnn




[Mopsigok npoBefeHus  3aKymnoyHbIX npoueayp W
0dhopMIIEHMS CONYTCTBYHOLLEN AOKYMEHTALUN

CTpykTypa, Lenu, cTpaters n Kagposasi nonuTuka
opraHvsaLmu

OcHoBb! NPOV3BOACTBEHHON AeATenbHOCTU
opraHusaumm

OcHoBbl 00OWEN U couuanbHOM  MCUXONOoruK,
COLMOsIorMmn 1 ncuxonorum Tpyaa

TpyooBoe 3akoHOAATENbCTBO W MHbIE  aKThl,
coaepxalle HopMbl TPYA0BOrO Npasa

OcHosBbl apXMBHOIO 3aKoHogaTenscTBa "
HOpMaTMBHble  MpaBoBble  akTbl  Poccuickon
denepaumm, B YacTu BedeHUs OOKyMEHTauum no
nepcoHany

OcHoBbI HanNoroBoro 3akoHogarenscTea Poccumnckon
depepaumm

3akoHogaTenbcTBo Poccuiickon  depepaumm 0
nepcoHarnbHbIX AaHHbIX

NokanbHble aKkTbl OpraHusauun, perynupytowme
NOPSAOK BHEAPEHUS COLNanbHOM NONMMUTUKA

Mopsiaok 3aknoyeHns A0roBopoB (KOHTPaKTOB)

Hopmbl 3TUKM 4enoBoro obLLeHus

basoBble OCHOBblI MHJOPMaTUKW,  CTPYKTYpHOE
NOCTpOEeHMEe NHGPOPMAaLMOHHBIX cuctem n
OCOBEHHOCTM PaboTbl C HAMMK




Lpyrve -
XapakTepUCTUKM

3.6.3. TpynoBas dyHKuuA

npoLeccoB n
AoKyMeHToobopoTa
no BOMpocam
KopriopaTUBHON
couuanbHomn
NONUTUKN

HaunmeHoBaHue || AgmunHuctpuposaHue || Koa || F/03.6

YpoBeHb

(nogypoBeHb)
KBanudmkaymm

Mpoucxoxaenue || OpurnHan || X || 3anmcTBOBaHO
TpyaoBou N3 opurMHana
dyHKLUN

Kon

opurnHana

PernctpauoHHbIN
HOMeEp
npod)eCcCcroHanbHoro
cTaHgapTa




TpynooBble AencTeus

AHanua npoueccoB AOKYMeHTO060poTa, JoKanbHbIX
AOKYMEHTOB no BOMpocam KoprnopaTnBHOM
couuansHOM NONMUTUKU

[oKyMeHTaUnoHHOe  ocdhopMIieHne  pesynbTaToB
KoprnopaTnBHOM coumansHON NOSINTUKK

MoarotoBka npeanoxeHun no pas3BUTUIO
KopnopaTuBHOM coLMansHON NOSIMTUKK

MoaroToBka pesynbTaTtoB aHanmMsa COOTBETCTBUSA
KopnopaTuBHOM coumansHou NONUTUKN
TpeboBaHnsaM  3akoHogaTenbcTtBa  Poccuinckon
denepauymm 1 ycroBusaM pbiHka Tpyga

[okymeHTaunoHHoe n OopraHu3auuoHHoe
COMPOBOXOEHNE  MEPOMNPUATUA  KOpropaTMBHON
couuansHOM NONMUTUKU

MogrotoBka n obpaboTka 3anpocoB N yBEAOMISIEHUI
O paboTHMKax B rOCYQapCTBEHHblE  OpraHbl,
npodeccunoHarnbHble CO03bl n apyrue
npeactaBuTENbHbIE  OpraHbl  pabOTHMKOB MO
BOMpocam couuanbHOW MOMMUTUKM B OTHOLLEHUN
nepcoHana

ConpoBoxaeHne  OOroBOpPOB no oKasaHuo
KOHCYINbTALMOHHBLIX U MHGOPMALMOHHBIX YCAyr Mo
MEepPONPUATUAM KopriopaTUBHON coumarnsHon
NONMUTUKK, BKIOYMas npeaBapuTerbHble npoueaypbl
MO MX 3aKIHYEHUIO

Heobxogumble ymeHus

OgopmnaTb [10KYMEHTbI no BOMpocam
KopropaTMBHOM couuansHom NONUTUKW,
npegocTaBnsieMble B TOCYAApCTBEHHbIE OpraHbl,
npeacTaBUTErNbHbIE OpraHbl paboTHUKOB

AHanuaupoBaTb npaBuna, MOPSAKK, npouenypsbl
KoprnopaTnBHOM coumansHON NOSINTUKK

ObecneymBaTb OOKYMEHTALWOHHOE COMNPOBOXOEHNE
coumnanbHON NOMUTMKN B OTHOLLEHMM NepcoHana




OpraHn3oBbiBaTb XpaHeHne  OOKYMEHTOB B
COOTBETCTBMM C  TpeboBaHMsMW  apXMBHOIO
3akoHogaTenbctBa Poccunckon depgepaumm
noKarnbHbIMM akTamn opraHu3awum

Mpon3BoauTb  MNpeaBapuTerbHble  3aKyrno4vHble

npoueaypbl M 0GOPMIATE  COMYTCTBYHOLLYHO
FAOKYMEHTaLMIO MO 3aKIYEHUI0 4OroBOPOB

PaGotaTtb C WHMOPMALMOHHBIMM CUCTEMaMN 1
G6azamMn [aHHbIX NO  BOMpocam  couuaribHOW
MONUTKKWN B OTHOLLIEHWW NepcoHana

BecTtun yd4eTr 1 permcTpaunto  OOKYMEHTOB B
I/IHC*)OpMaU,I/IOHHbIX cucrtemax M Ha MartepuaribHblX
HOCUTEIAX

Bectn genosyto nepenucky

Cobntogatbe HOPMbI 3TUKM LEMNOBOro 06 LLEHNS

Heobxoaumble 3HaHMSA

Mopsiaok  odopMIieHVsi, BEOAEHUSI U XpaHeHUs
AOKYMEHTaUMM NO  couManbHOM  MONMUTUKE B
OTHOLLIEHMWN NepcoHana

Mopsimok cbopmmpoBaHus, BegeHus 6aHka gaHHbIX U
NpeaocTaBneHNsT  OTYETHOCTM N0 BoOMpocam
coumansHoOW NOMIMTUKN B OTHOLLIEHMM NMepcoHana

TexHornorn, MeToabl W METOAMKMU nposeaneHnd
aHanmsa n cncrtemarm3audnmn  JOKYyMEHTOB n

NHcopMaL mm

OcHoBbI JOKYMeHTOO6OpOTa U LOKYMEHTALNOHHOIO
obecnevyeHus

I'Iops=u:|,0i< nposeAeHnA 3aKyrnoYHbiX npoueayp wu
O(*)OpMJ'IeHI/IFI COHyTCTBleU.leVI OOKYyMeHTaLun




CTpykTypa OpraHvM3auuMnm u BaKaHTHble OOSMKHOCTM
(npodpeccuu, cneumansHOCTK)

TpynooBoe 3akoHOAATeNbCTBO M MHbIE  aKThl,
coaepxale HopMbl TPYA0BOro Npasa

OcHoBbl apXUBHOTO 3aKoHogaTenbCcTBa "
HOpMaTMBHble  NpaBoBble  akTbl  Poccumnckon
denepaumm, B 4acTu BeOeHUs OOKyMEHTauuu Mo
nepcoHany

OcHoBbl HanoroBoro 3aKoHogaTenbcTBa
Poccunckon degepauymm

HopmaTmBHble nNpaBOBble aKTbl, perynmpylowme
npaea M 00SA3aHHOCTWU FOCYLAPCTBEHHbLIX OPraHoB,
npodeeccroHanbHbIX COHO30B n apyrmmx
npeacTaBuUTENbHbIX  OpraHoB  paboOTHMKOB MO
NpeaoCcTaBEHNIO YH4ETHOM OKYMEHTaLum

3akoHogatenbcTBo Poccuiickon depepaumm 0
nepcoHasnbHbIX AaHHbIX

NokanbHble HOpPMaTWMBHbIE aKTbl  OpraHu3auum,
perynvpyoLme nopsiiok BHEAPEHUS] KOPNopaTUBHOW
coumanbHON NOMUTUKM U colmanbHbIX Mporpamm

[Mopsiook 3aknoyYeHnss 4oroBopoB (KOHTPaKTOB)

Hopmbl 3TuKK AenoBoro odLeHus

BasoBble OCHOBbI  MHGOPMAaTUKK, CTPYKTYpHOE
NMOCTPOEHNE NHGOPMALIMOHHBIX cucTem n
0CcoB6EeHHOCTU paboTbl C HAMM

Lpyrve
XapakTepUCTUKM

3.7. 0606LWWeHHan TpyaoBas PyHKLUSA




HanmeHoBaHune || OnepauunoHHoe Kopg G YpoBeHb 7
ynpasrneHue KBanMdwmkaw mm
nepcoHarnom "
noapasgeneHvem
opraHusauum
Mpoucxoxaenune || OpurmHan || X || 3aMmcTBOBaHO
06006 LLeHHON N3 opurMHana
Tpy4oBOW
dOyHKL MK
Kon PernctpauoHHbIN
opurMHana || Homep
npodpeccmoHanbHoOro
cTaHgapTa
Bo3amoxHble PykoBoauTens CTPYKTYpPHOro nogpasaeneHuns
HanMeHOBaHUSA
[IOMDKHOCTEW, HayanbHWK CTPYKTYpPHOro nogpasneneHns

npodpeccumn




TpeboBaHus K
o6pasoBaHunto n
oBy4yeHunto

BbicLiee obpasoBaHue - cneymanuTer,
mMarmcTpaTypa

[ononHutensHoe npodeccuoHanbHoe obpasoBaHue
- NporpaMmmbl NpodeCcCnoHanbHoON NepenoaroToBKN B
obrnactu ynpaeneHus nepcoHarioM, onepawyoHHOro
n TaKTU4YecKoro ynpaBneHus; nporpammbl
MOBbILIEHNS KBanMdmKkaumm B obnacTtu ynpasreHus
nepcoHasnioM, OMepauMoHHOTO M TaKTUYECKOro
ynpasreHus

TpeboBaHua K oOnNbITY
npakTu4eckomn paboThbl

He wmeHee natm net B obnactm ynpasiieHnd
nepcoHarioMm

Ocobble ycroBus
aonycka k pabore

Apyrve
XapaKTepucTukn

HdononHuTenbHble XapaKTe pUCTUKU




HanmeHoBaHue Kon HanmeHoBaHue ©as3oBon rpynneol,
AOKyMeHTa AOIDKHOCTH (npocpeccum) nnu
cneymanbHOCTH
OK3 1232 PykoBoautenu noapasgernieHun
(cnyx6) ynpaeneHuss Kagpamum U
TPYAOBbLIMWU OTHOLLEHNSIMU
EKC - HavanbHuk otaena kagpos
- HavanbHnk oTgena opraHusaumm u
onnatbl Tpyaa
- HavanbHuK oTaena noAroToBKM KagpoB
- HayanbHuk  otgena  coumanbHOro
pas3BuUTUN
- 3aBegyoumii  (HadanbHWK) OTAENOM
Kagpos
oKNnaTeP 24063 MeHeyxkep no nepcoHarny
3.7.1. TpynoBas dyHKUMA
HanmeHoBaHue || PaspaboTka Kon G/01.7 || YpoBeHb 7
CUCTEMDI (nogoypoBeHb)
orepaunoHHOro KBanudukaumm
yrnpasrieHns
nepcoHanom
paboThl
CTPYKTYPHOrO

nogpasgerieHnd



http://docs.cntd.ru/document/1200121893
http://docs.cntd.ru/document/9029638

MpoucxoxaeHune
TpyaoBou
dOyHKLMN

OpvirnHan

3aumMcTBOBaHO
N3 opurnHana

Kon
opurMHana

PernctpauoHHbIN
Homep
npod)eCcCcroHarnbHoro
cTaHgapTa




TpynooBble AencTeus

AHamM3 ycnewHbIX KOpnopaTUBHbLIX MPaKTUK Mo
BOMpocaM  CTpaTerMyeckoro U  onepaTUBHOIO
yrnpaBrieHVsi NeEPCOHarioMm opraHn3aLum

[MocTaHOBKa oOnepaTuBHbLIX Lenen no Borpocam
ynpasrieH1s NepcoHarnom

PaspaboTtka nnaHoB, nporpaMm W npouenyp B
ynpasfeHUn NepcoHariom

Paspabotka npeanoxeHnn no CTPYKTYpe
noapasgerneHus n notpebHoCTM B nepcoHarne

PaspaboTka npeanoXeHnin Mo  obecneyeHunto
nepcoHanoM, OPMUPOBAHUIO CUCTEM  OLIEHKM,
pasBUTUA,  onnaTtbl  Tpyda,  KOPNopaTWBHbLIM
coumanbHbIM NporpamMmmam ¥ coLuarnsHON NoNUTUKe

Paspabotka npegnoxeHMn O  3atpatax MU
dopmurpoBaHuto BrogxeTa Ha nepcoHan

PaspaboTtka npegnoXxeHWn no  3akOYEHUIO
AOrOBOPOB MO YMpaBfeHW  NepcoHarioMm  C
rnocTaBLUMKaMm ycnyr n npoBeaeHne
npenBapuTenbHbIX Npoueayp No Ux 3aKoYeHnto

Heobxogumble ymeHus

OpraHusoBbiBaTb paboTy nepcoHana CTPYKTYPHOro
nogpasgeneHus

OnpegensiTb  3agayuM  nepcoHana CTPYKTYPHOro
nogpasfaeneHusl, ucxods U3 uUenenm u cTpaTterum
opraHusaumm

Co3gaBatb W ONMCbIBaTb  OpraHM3aLMOHHYHO
CTPYKTYPY, UenM, 3agadn, yHKUUM CTPYKTYPHOro
noapasgeneHus




MpUMeEHATL MeToabl YyNpaBiEHNUST MEXTUYHOCTHBIMU
OTHOLLEHMSIMK, (POPMMPOBAHMUS KOMaH, pPas3BUTUS
nmagepcTBa W UCMOSHUTENBHOCTW,  BbISIBNEHUS
TanaHToB, onpeneneHus YAOBMETBOPEHHOCTU
paboTon

Onpenensitb, aHanM3upoBaTb, MOAENMpoBaTb U
BblCTpamBaTb BHYTPEHHME KOMMYHUKaLum
nepcoHana

PaspabatbiBaTb  MPOEKTHble  MpeasiokeHus U
MeponpuaTUs no adpdpekTnBHOM paboTe nepcoHana

BHeapsTb cTpaTervio no ynpaeneHuo NepcoHanom

CocTaBnsiTb, pacCUUTbiBaTb, KOPPEKTUPOBaTbL W
KOHTPONMpOBaTb CTaTbM pPacXoQoB Ha MepcoHarn,
paspabatbiBaTb MpPeasfioKeHWss Mo 3aTpatam Ha
nepcoHan ans dopMupoBaHust broaxeTa

MpeacTtaBnsaTb WHTEpPEcbl OpraHM3auuMm W BECTM
NeperoBopbl C MNpPodeccroHanbHbIMM Coto3amn 1
APYrMm npeacTaBUTENbHBIMU opraHamu
paboTHUKOB, B3aVMOJeNcTBOBaTb c
rocynapCTBEHHbIMU OpraHn3aLmsIMm

AHanuampoBaTb MHQOpMaUUIO MO  MNOCTaBLLKaM
ycrnyr B 00nacTtu ynpaBreHuss nepcoHaroMm W no
YCIIOBUSAAM 3aKIto4aeMblX JOroBOPOB

np0I/I3BOLI,I/ITb npenBaputesibHblie 3aKyrno4yHble

npoueaypbl U 0GOPMNATb  COMYTCTBYIOLLYIO
AOKYMEHTaLMIO M0 3aKIYEHMI0 OrOBOPOB

Pabotatb € WMHGOPMAUMOHHBIMW CUCTEMaAMN WU
6aszamMnm [daHHBIX MO  BOMpocaMm  ynpasrfeHus
nepcoHanom

OpraHunsoBbiBaTb W MNPOBOAUTL  KOprNopaTuBHbIE
MEpPONPUATUSE C NEPCOHATIOM

Cobntogatbe HOpMbI 3TUKM LEMNOBOro 06 LWEeHNS




Heobxoaumble 3HaHMSA

MeTogbl, cnocobbl u MHCTPYMEHTbI YynpaBJieHUA
nepcoHasrioMm

Llerm, cTpaterms pasutus u  Bu3Hec-nnaH
opraHv3aLmm

MonuTtnka ynpasiieHnda nepcoHasrioMm opraHn3auunm

MeTogbl aHanmsa KOJIN4eCTBEHHOIo n
Ka4yeCTBEHHOIo coctaBa nepcoHara

Cuctembl cTaHgaptoB no ©wusHec-npoueccam,
npocdpeccusim, Hopmam Tpyaa

Cuctembl, MeTodbl UM OPMbl MaTepuarnsHoro 1
HemaTepuanbHoro CTUMYNMPOBaHUS Tpyaa
rnepcoHarna

TexHornormm n MeToabl (POPMUPOBAHUS N KOHTPOSA
OroaxeToB

nopFUJ,OK nposeAeHnAa 3aKyrno4YHbiX npoueayp wu
O(bOpMJ'IeHI/IFI COHyTCTBleU.leVI OOKYyMeHTaLun

OcHoBbI NPOV3BOACTBEHHOMN AEeATenbHOCTH
opraHusaumm

OcHoBbl 0OWEN W coumnanbHOM  MCUXONOrnN,
COLIMOMOrMKN 1 MCUXONOrMN TPpyaa, 3KOHOMUKWU Tpyaa,
6e3onacHbIX yCroBun Tpyaa

CTpyKTypa opraHusauum

TpynooBoe 3aKkoHOAATeNbCTBO M MHbIE  aKThl,
coaepxallye HopMbl TPYA0BOro Npasa




OcHosBebl apX1BHOTO 3aKoHogaTernscTBa n
HOpMaTMBHble  NpaBoBble  aKkTbl  Poccumnckon
degepaumm, B 4acTu BeOeHUs [OOKyMeHTauuu Mo
nepcoHany

OcHoBbil HanoroBoro 3aKoHogaTenbcTBa
Poccunckon degepauymm

OcHoBbI MUrPaLMOHHOIro 3aKoHogaTenbCcTBa
Poccunckon depepaunn, B 4acTu NpUBMEYEHUs U
TPYAOYCTPOMCTBA MHOCTPAHHbLIX rpaxgaH u nuiy 6es
rpaxgaHcTea

OCHOBbI aAMVWHUCTPATMBHOIO 3aKoHO4AaTeNbLCTBa B
obnacTu yrnpaeneHust nepcoHarnom "
OTBETCTBEHHOCTM AOMMKHOCTHbIX WL

3akoHogaTtenbcTBO Poccunckon ®egepaunn no
3awmTe nepcoHarnbHbIX 4aHHbIX

NokanbHble HOpMaTUBHbIE aKTbl OpraHuM3auuM B
obnacTu ynpasreH/si NnepcoHarnom

MopsiAoK 3aKnoYeHNss 4OrOBOPOB (KOHTPaKTOB)

HopMbl 3TVKM 4enoBoro obLeHns

BasoBble OCHOBbI  MH(OPMATUKK,  CTPYKTYPHOE
NOCTPOEHNE NHAOPMALMOHHBIX CUCTEM n
0cobeHHOCTN paboTbl C HUMM

Opyrve
XapaKTepUCTUKK

3.7.2. TpypoBas pyHKUUA




HanmeHoBaHnue || Peanusauuns Kog || G/02.7 | YpoBeHb 7
onepaunoHHOro (nogypoBeHb)
yrnpasrieHnsi KBanudukaumm
nepcoHanom n
paboThl
CTPYKTYPHOrO
nogpasgerneHnst
Mpoucxoxaenue || OpurnHan || X || 3anmcTBOBaHO
TpyaooBOW N3 opurMHana
doyHKLMK
Kon PerncTtpaumoHHbIn
opurnHana || Homep
npodpeccmoHanbHOro
CTaHgapTa




TpyooBble oencTeund

nﬂaHMpOBaHI/Ie OoedaTernbHOCTW noapasaesieHna wu
nepcoHana

OnepaTtvBHoe yrnpaBreHue nepcoHarnom
noapasaeneHns opraHvsanum

PacyeT 3aTpaT no noapasdeneHnio M MoAroToBka
NpeAnoXeHnin aAns gopmmnpoBaHns GogxeTa

PaspaboTka cTaHgoapToB AeATenbHOCTU
noapasaeneHus n yHudmkaLlmsa npoL,eccos

MpoBeaeHne MHCTPYKTaxa Mo oxpaHe Tpyaa

MNMocTaHoBKa 3agay pabOTHUKaM  CTPYKTYPHOro
noapasgereHus, onpenerneHve pecypcoB Ans WX
BbIMOSIHEHWS, KOHTPOIb UCMOMHEHWSA

AHanmM3 nnaHoB UM OTYETHOCTU  MOAYMHEHHbIX
paboTHMKOB,  paspaboTka  NpeanoXeHun  no
yry4LUEHWIO nokasaTteneu AeATENbHOCTU
nogpasgeneHus

dopmMpoBaHME OTYETOB O paboTe CTPYKTYPHOro
noapasneneHus

Heobxognmbie ymeHus

OnpenenaTb 30HbI OTBETCTBEHHOCTHU "
3PeKTUBHOCTM paboTbl NepcoHana CTPYKTYPHOro
nogpasgerneHus, pacnpenendarb 3agauu n

obecneuymBaTtb MaTepunaribHO-TEXHN4YECKNEe pecypcChbl
ana nx ncnornHeHuA

MpUMEHSATL MeTodbl  OMnepaTMBHOTO  YrpaBrieHnst
nepcoHanoM opraHvaaumm

KoHTponmpoBaTb UCMONHEHWE MopydeHuin U 3agad,
BHOCUTb CBOEBPEMEHHbIE KOPPEKLUMU B NnaHbl WU
3agaun




Onpegensatb nokasatenu 3dpekTMBHOCTU paboTbl
nepcoHana nogpasgeneHus

YnpaensaTtb MOTMBaUMEN nepcoHana, ero
BOBJIEYEHHOCTHIO Y ANCLIUMMSIMHON TpyAa

CocTaBnatb nfaHbl OEATENbHOCTU CTPYKTYPHOIo
noapasgeneHna opraHmn3auunm

CocTaBnsiTb, paccyuTbIBaTb, KOPPEKTUPOBATb U
KOHTPONMMPOBaTb CTaTbWM pPaCXO4OB CTPYKTYPHOrO
nogpasaeneHust Ans hopMmpoBaHmns GHoaKeTOB

Mpon3BoauTb aHammM3 Tekyweh AesTenbHOCTM
CTPYKTYPHOrO  nogpasfeneHuss 1 BHeapsATb
npoweaypbl No ee onNTUMM3aLmm

MpeactaBnsaATb WHTEPEChbl OpraHu3auunm M BecTU
neperoBopbl C rocygapCTBEHHbIMW  OpraHamu,
npocdpeccroHanbHbIMU cor3amu 7 apyrmmm
npeacTaBuUTENbHLIMA  OpraHamn paboTHMKOB MO
BOMNpocam nepcoHana

Bectun neperoeBopbl C nMOCTaBWMKaMM ycnyr no
YCII0BUAM 3aKro4aeMblX 0orosopoB

npOI/I3BO£I,I/ITb npenBaputesibHble 3aKyMno4vHble

npoueaypbl M 0GOPMNATL  COMYTCTBYHOLLYHO
AOKYMEHTaLMIO MO 3aKS0YEHMI0 OrOBOPOB

MpoBoauTb  ayauT  pe3ynbtatoB  paboTbl C
nepcoHanom

PabotaTtb C WHMOPMALMOHHBIMM CUCTEMaMKN 1
GazamMM [OaHHbIX MO  BOMpocam  yrnpaBreHus
rnepcoHarnom

CobnogaTb HOPMbI 3TUKN 4ETOBOro 00 LLEHNS

Heobxoaumble 3HaHMSA

TeOpI/II/I ynpasneHnd nepcoHarioMm 1 ero MmotTmusalum




MeTtogbl aHanmM3a BbINONHEHUA MNaHOB W 3adad,
onpeaeneHnst X 3KOHOMUYECKON 3PdEKTUBHOCTU

®opMbl 1 METOAbLI OLIEHKM NepcoHana 1 pesynbTaTtoB
nx Tpyoa

TexHornorMm onepaTmMBHOIO yrpaBrieHUsi NepcoHanom
opraHvsaumm

CuctemMbl, mMetoabl M ¢OpMbl MaTepuanbHOro u
HemaTepuarnbHoro CTUMYIMPOBaHUS TpyAa
nepcoHana

TexHornormm n MeToAbl POpMUPOBAHUS N KOHTPOSA
OroakeToB

Teopvu/l n mMeToabl ynpasrieHnd pasBuTnemMm
nepcoHana

OKOHOMMKA Tpyoa

OpraHu13auoHHO-LUITaTHas CTPYKTypa opraHm3a um

MonuTtnka ynpasJieHna nepcoHarioMm un couuaribHada
NOoJINTUKA opraHn3aunmn

Llerm, cTpaterms pasButus U BuU3Hec-nnaH
opraHvsamm

MeTogukn  NMaHUPOBaHUA UM NPOrHO3MPOBaHUS
noTpebHOCTM B NnepcoHarne

MopsinoK yperynmpoBaHus TpyaoBbIX CMOPOB

Tpe6OBaHI/IFI M npasuna nposeaeHnd ayauta pa6OTbI
C nepcoHasiom




dopmbl coumansHoro napTHepcTBa n
B3auMOLEeNCTBUSA C NpodreCCUOHanbHbLIMN CO3amMu
7] apyrmmm npeacTaBUTENbHBLIMU opraHamm
pabOoTHNKOB, U MHLIMW OpraHu3auusIMm

Mopsinok  OGOpMIEHUs] KadpoBbIX [OKYMEHTOB U
NpUAaHMs UM OPUONYECKON CUTbI

Mopsiaok npoBedeHWUst 3aKymnouHbIX npoueayp Wu
0odhopMIieHns CONyTCTBYHOLLEN JOKYMEHTaL UK

TpyooBoe 3akoHOO4aTeNbCTBO W MHbIE  aKThl,
coaepxale HopMbl TPYAO0BOro Npasa

OcHosbl APXMBHOIO 3akoHogarenbcTBa n
HOpMaTMBHble  NpaBoBble  akTbl  Poccumnckon
denepaumm, B 4acTu BeOeHUS [OOKyMeHTauuu Mo
nepcoHany

OcHoBbI Harnorosoro 3aKoHogaTenbCcTBa
Poccuinckon denepaumm

OcHoBbI MUrpaLMOHHOIro 3aKoHogaTenbCcTBa
Poccunckon depepaunmn, B 4acTu NpUBMEYEHUS Y
TPYAOYCTPOMUCTBA MHOCTPAHHbLIX rpaxgaH u nuiy 6es
rpaxgaHcTea

OCHOBbI aAMVWHUCTPATMBHOIO 3aKoHO4ATeNbCTBa B
obnacTu yrnpaeneHust nepcoHarnom 7
OTBETCTBEHHOCTM AOIMKHOCTHbIX WL

3akoHogaTtenbcTBo Poccunckon ®degepaumm o
nepcoHarbHbIX AaHHbIX

NokanbHble HOpMaTUBHbIE aKTbl OpraHu3auuM B
4acTu ynpaBneHNs NepcoHarnom

OcHoBbl NpaBoBOro perynupoBaHus  Poccuiickon
depgepaumm  nopsiaka  3akflYeHUs  rpakgaHCKo-
NnpaBoBbIX JOroBOPOB




Hopmbl 3T1kK AenoBoro obLeHus

0COB6EeHHOCTN paboTbl C HUMM

basoBble OCHOBbI  MHOPMAaTUKW,
NnocTpoeHune NHGOPMALMOHHBIX

CTPYKTYpHOE
cucTem n

Apyrve
XapaKTepUCTUKM

3.7.3. TpymoBas dyHKuMA

HaunmeHoBanne || AgmunHuctpupoanue || Kog || G/03.7 || YpoBeHb 7
npoLeccos n (nooypoBeHb)
AoKyMmeHToobopoTa KBanMgmkau mm
no onepauMoHHOMY
ynpaBfeHnIo
nepcoHasnom n
pabote
CTPYKTYPHOIro
noapasgenexHus

Mpoucxoxaenue || OpurnHan || X || 3anmcTBOBaHO

TpyLoBOW 13 opuyrnHana

dOyHKLMK

Kon PernctpauoHHbIN

opvrmHana || Homep
npodeccmoHanbHOro
cTaHgapTta




TpyooBble oencTeund

AHanuMa npoueccoB AOKYMeHTO060poTa, JoKanbHbIX
AOKYMEHTOB no BOMpocam onepauoHHOro
yrpaBrneHus nepcoHarom n paboTbl CTPYKTYPHOrO
nogpasgenexHusi, GusHec-nNpoLEeccoB OpraHM3aumu,
YAOBMNETBOPEHHOCTM NepcoHana

[loKyMeHTaUNOHHOE  OdopMIieHNEe  pe3ynbTaToB
onepaLnoHHOro ynpasneHns NepcoHanom n paboTbl
CTPYKTYPHOro NoApasferneHus, pesynstatoB ayauta
paboTbl C NepPcCoHanom

MogroToBKka npeanoXeHun no pasBUTUIO CUCTEM
onepaLMoOHHOro ynpasreHns NepcoHanomM 1 paboThl
CTPYKTYpPHOro noapasfenieHus, rno HeobxoauMbiM
KOPPEKTUPYIOLLMM U NPEBEHTUBHBLIM Mepam

PaspaboTka cuctembl aHanmsa n KOHTpons paboTbl
nepcoHana

KoHTponb, CpaBHeHME W aHanM3 MpoLeccoB B
obnacTu onepaTtMBHOIO YnNpaBfeHUs nepcoHarnom,
pesynbTaTtoB ynpaBreH4YeCcKnx MEePONPUATUI,
onpeaeneHne ¢akTopoB, Bbi3blBAKOLWMX OTKIIOHEHME
OT NSIAHOBbIX NOKa3aTeneun

MogroToBka 1 oGpaboTka 3anpocoB, YBeOOMIEHWUN,
cBedeHUiA O paboTHMKax B rocyaapCTBEHHble
opraHb!, npodeccroHanbHble COH03bl,
06 LLEeCTBEHHbIE OpraHM3aL/mMm

ConpoBOXOEHNE [OrOBOPOB OKa3aHWsi ycnyr no
BOMpOCcaM onepaTMBHOMO YrpaBrieHUsi NepcoHarnom u
paboTe CTPYKTYpHOro MoApasfdeneHns, BKroYas
npeaBapuTernbHble NPOLEAYPbl MO UX 3aKIOYEHUIO

MogrotoBka npeanoXxeHMn no  popMUpPOBaHMIO
GrogxeTa Ha nepcoHan opraHv3auum

BbinonHeHve TpeGoBaHuii no XpaHeHIo
MHcopMaLmMM O pesynbTaTtax OencTBUSE CUCTEM
orepawumoHHOro yrpaBrieHsi NepcoHanomM 1 paboTsl
CTPYKTYPHOIO NogpaszaeneHvs




Heobxogumble ymeHus

KoHTpornumpoBsaTb npouecchl yrnpasreHus
nepcoHanoM noapasdeneHund, onpeadensTb  UX
pe3ynbTaTUBHOCTb n BbISIBNATb dhakTopbI
OTKITOHEHWI OT MIIaHOBLIX NapamMeTpoB

PaspabaTtbiBaTb nporpamMmbl LOCTUDKEHUSA LieNen u
onepaTMBHOIO peLleHns 3agad nogpasgerneHnin

AHanuaupoBaTtb, paspabaTtbiBaTb M 0GOPMNSATb
AOKYMEHTbl MO onepaTMBHbLIM npoueccam u Uux
pesynbTartam

MpoBoAWTbL ayauT KaapoBbIX NMPOLLECCOB, NpoLeayp,
0hopMIIeHMS! KaapoBbIX JOKYMEHTOB U [LOKYMEHTOB
Mo ynpaBreHNo NepcoHanomM

KoHTpormpoBaTb pacxogoBaHne OlooKeToB  Ha
nepcoHan

OdopmnATb  JOKYMEHTbI N0 OfnepaloHHOMY
yNpaBreHuio nepcoHanoM n paboTe CTPYKTYpHOro
nogpasaeneHus, npegocTaBrnsieMble B
rocygapCTBEHHblE  OpraHbl, NpeaCcTaBUTENbHbIE
opraHbl paboTHMKOB

O6ecneymBaTb AOKYMEHTALNMOHHOE COMNPOBOXOEHNE
no cuctemam OMnepaLuoHHOro  ynpaBfieHUsi
nepcoHarnom n paboTte CTPYKTYPHOro
nogpasaeneHns

OpraHusoBbiBaTb XpaHeHve AOKYMEHTOB B
cooTBeTCTBUM C TpeboBaHuAMM TPyAOBOro U
apPXMBHOIO 3aKoHogaTenbcTBa Poccunckon
depepaumm 1 nokanbHbIMU akTaMu opraHM3aLum

KoHTponupoBsaTb NCNOSHEHNE [10r0OBOPOB
MOCTaBLLWKOB YCIlyr MO BONpocam nepcoHana

[MponsBoguTb 3aKynoyHble npouenypbl, 0opMNATb
N aHanM3npoBaTb 3aKyNOYHY0 JOKYMEHTaL M0




[MpoBoaANTL NeperoBopbl U NPeACcTaBnAaATb UHTEPECHI
opraHuM3auMnm B FOCYAapCTBEHHbIX  opraHax,
npodpeccmoHarnbHbIX col3ax n Apyrmx
npeacTaBuUTENbHBIX — OpraHax  pabOoTHMKOB MO
BOMNpocam nepcoHana

Bectn genosyto nepenucky

Bectn yyeT u© perucTpauuilo OOKYMEHTOB B
MHOPMALIMOHHBLIX CUCTEMax U Ha MaTepuarbHbIX
HOCUTENSIX

PabotaTtb € WHMOPMALMOHHBIMKM CUCTEMaMN 1
6azaMn [OaHHbIX MO NepcoHany W cuctemam
orepawumoHHOro ynpaBreHnst nepcoHasnom u paboTe
CTPYKTYPHOIO NogpaszaeneHvs

Cobnogatb HOPMbI 3TUKN A4ET0BOr0 00 LLEHNS

Heobxoaumble 3HaHUsA

MeToabl ynpaBreHus pasBuUTMEM "
3()PeKTUBHOCTbLIO OpraHu3auuu, MeTogbl aHanmsa
BbIMOSIHEHNS MMAHOB M NpOrpamMM, onpeaeneHns nx
3KOHOMMYECKON 9PPEKTUBHOCTU

MeTtogbl OLLEHKN paboTbl CTPYKTYPHbIX
noapasgerneHun, pesynbTaToB Tpyga nepcoHana

MeTtogobl npoBefeHVst ayauTa W KOHTPOSMHra
onepaTuBHbIX YNPaBiEHYECKNX NMPOLECCOB

dopmbl 7 CUCTEMBI maTtepuarnbHoro n
HemaTepuarnsbHoro CTUMYIMPOBaHUS Tpyaa
nepcoHana

OcCHOBbI IOKYMEHTAaLIMOHHOIO obecneyeHus

Mopsgok  odopMneHusi, BeOeHUss U XpaHeHust
AOKYMEHTauuMm no CcuctemMam  ornepauMoHHOro
yrpaBneHnsa nepcoHanoM opraHmsauum un pabote
CTPYKTYPHOro nogpasfereHus




Mopsimok cbopmmpoBaHus, BegeHus 6aHka gaHHbIX U
NPeaocTaBneHNsT  OTYETHOCTM MO CUCTEMaM
onepaLMoHHOro yrnpaereHns nepcoHarnioMm n paborte
CTPYKTYPHOro noapaserneHus

HopmaTvBHble NpaBoBble aKTbl, perynmpytowme
npaea 1 0653aHHOCTW roCyA4apCTBEHHbIX OPraHoB U
opraHvMzauMnm Mo  NPEdOCTaBMEHUID  YYETHOW
[OKYMEHTaLun

MopsiooKk MpOBEAEHMs 3aKyMo4HbIX npoueayp W
0hopMIIEHMST CONYTCTBYIOLLEN JOKYMEHTaL MK

Monuntuka ynpaBlieHnAa nepcoHanomMm un couuaribHada
NnonnTuKa opraHnsauumn

OpraHnsauUmnoHHO-LITaTHas CTPYKTypa opraHn3auum

Ll,enm N cTparternda pa3BnuTtmua opraHm3auumm

busHec-nnaH 1 6M3HeC-I'IpOL|,eCCbI opraHmnsauunn

TpynoBoe 3akoHOOATENbCTBO W MHblE  aKThl,
coaepallme HopMbl TPY40BOro NpaBa

OcHoBbI apPXMBHOTO 3akoHopaTenbcTBa n
HOpPMaTUBHbIE  MpPaBOBble  aKTbl Poccuinckon
depepaummn, B 4acTu BedeHUA OOKyMeHTauuu no
nepcoxarny

OcHoBblI HaroroBoro 3aKkoHoaaTenbcTBa
Poccuinckon ®egepauum

OcHoBbl MUrpaLLMOHHOIO 3aKoHogaTenLcTBa
Poccuiickon ®epepaumn, B 4acTu MpUBIIEYEHUS U
TPYOOYCTPONCTBA MHOCTPAHHbIX rpaxaaH u vy, 6e3
rpaxkgaHcTea

OcHoBbl AOMUHUCTPATUBHOIO 3aKoHOOaTesibCTBa B
obrnactu ynpasneHnd nepcoHasiom n
OTBETCTBEHHOCTU OOJIXHOCTHbIX AL,




3akoHopaTenbcTBOo Poccwuickon
nepcoHarnbHbIX JaHHbIX

depgepaumm o

NokanbHble HopMaTUBHbLIE AOKYMEHTbI OpraHM3aLmm
B 0611acTu ynpaBreH1st nepcoHarom

MopsiAoK 3aKnoYeHNss 4OroBOPOB (KOHTPaKTOB)

HopMbl 3T1kM AenoBoro obLeHMs

BasoBble
NoCcTpoeHne

OCHOBbl  MHGXOPMATMKM,
NHGOPMALMOHHBIX
0cobeHHOCTU paboTbl C HAMM

CTPYKTYpHOE
cuUcTem n

Apyrve
XapaKTepuCcTukn

3.8. O6o6LWweHHan TpyaoBasa pyHKUUA

HanmeHoBaHnne | CtpaTernyeckoe Koa H YpoBeHb 7
yrnpaBneHue KBanMdumkau mm
nepcoHariom
opraHusauum

MpoucxoxaeHue || OpurmHan || X || 3anmcTBOBaHO

006006 LLeHHON N3 opurnHana

TpyooBOW

doyHKLMK

Koa PerncTpauy oHHbI

opurMHana || Homep
npodeccmoHanbHOro
cTaHgapTa




Bo3moxHble Buue-npesnageHT no ynpaBneHunto nepcoHanom

HaMMeHOBaHUs

LLOIDKHOCTE, [vpekTop no nepcoHany

npocpeccumn
[unpekTop No ynpaBneHuio NepcoHariom
3amecTutenb  reHepanbHOro  AupekTopa Mo
ynpaBfeHWIo NePCOoHasiom

TpeboBaHus K || Bbicwee obpasoBaHne - cneumanuTer,

o6pasoBaHunto n || marucTparypa

oBy4yeHuto

[ononHutensHoe npodeccuoHansHoe obpasoBaHue
- NporpaMMbl NPogecCcUoHarnbHON NEPENoAroTOBKY B
obracTuv ynpaBneHusi nepcoHarom, CTpaTermyeckoro
M OMNepaLMoOHHOrO  YrpaBlieHWsl,  3KOHOMMKMU
opraHvsaLumu; nporpamMmbl NOBbILLEHNS
KBanmdmkaumm B 06nactu ynpaBrneHusi nepcoHasiom,
CTpaTerM4yeckoro 1 ornepaLoHHOro ynpaBneHns

TpeboBaHua K onbITy
npakTuyeckom paboThbl

He wmeHee natm netr B obnactu ynpasneHnd
nepcoHasioM Ha pykoBOOALLUMX OOIDKHOCTAX

Ocobble yCnoBus
aonycka k pabore

Opyrve
XapaKTEePUCTUKN

JdononHutenbHbIe XapaKTe pUCTUKN




HanmeHoBaHne Kon HanmeHoBaHne ©as3oBon rpynnbl,

AOKyMeHTa AOIDKHOCTH (npocpeccum) nnu
crneymnanbHOCTH
OK3 1232 PykoBoautenu noapasgernieHun

(cnyx6) ynpaeneHuss Kagpamum U
TPY4OBbIMN OTHOLLEHUSIMM

EKC - 3amecTuTenb avpekTopa no
yrpaBreHno NepcoHanom

oKnaTe 24063 MeHexep No nepcoHany

3.8.1. TpynoBas dyHKuuA

HanmeHoBaHve || PaspaboTka Kog || H/01.7 || YpoBseHb 7
CUCTEMBI (nogypoBeHb)
cTpaTern4eckoro KBanudmkauum
ynpasneHus
nepcoHarnom
opraHusaumm

MpoucxoxaeHue || OpurmHan || X || 3anmcTBOBaHO
TpyooBon 13 opurnHana

dyHKLMN

Kon PerncTpay oHHbIn
opvrmHana || Homep
npopeccmoHanbLHoOro

CTaHaapTa



http://docs.cntd.ru/document/1200121893
http://docs.cntd.ru/document/9029638

TpyooBble oencTeund

AHanms yCNewHbIX KoprnopaTMBHbIX MNPaKTUK 1o

opraHu1sauum cTpaTernyeckoro yrnpaBneHus
nepcoHanom opraHusauuu, OpraHM3aLoHHOro
NPOEKTMPOBaHUSA " B3aMMOOeNCcTBUS
nogpasgerneHuin

lNocTaHoBKa cTparterm4eckmnx uenen B ynpasrneHnn
nepcoHasrioMm

PaspaboTka KoprnopaTVBHOW MOMUTMKK, MNIAHOB,
nporpaMm, npoueayp 1 TEXHONOMI Mo yrnpaBreHnto
nepcoHarnom

PaspaboTtka KoprnopaTuBHON KynbTypbl n
couuanbHOW  MOMUTMKKM, CUCTEM  MOTMBALUW,
3(PeKTUBHOCTU, OLLEHKN U pa3BUTUS NepcoHana

dopmrpoBaHME CUCTEMbI Onnatbl M OpraHu3auuu
TpyAa

Pa3paboTka opraHv3aLMOHHOM CTPYKTYpb!,
nnaHupoBaHne  noTpeGHOCTM B nepcoHane
opraHvsaLmm

Paspabortka nporpamm, MPUHLMMNOB
cTaHgapTusaumu,  yHudwmkauum, asToMaTusauum
MPOLLeCCOB yrnpaBrieHns rnepcoHanom n 6esonacHbix
ycrioBun Tpyga

dopmupoBaHmne GrogxeTa Ha nepcoHarn, TEXHOMOMn
ayauTa paboTbl C NEPCOHANIOM M KOHTPOSTIMHra

Heobxognmbie ymeHus

PaspabatbiBaTb  cTpaterum U MONMUTUKA B
yrnpaBieHUn NePCoOHariom

Co3gaBatb W ONMCbIBaTb  OpraHM3aLMOHHYHO
CTPYKTYpPY, Uenu, 3adayn, GYHKLMU CTPYKTYPHbIX
noapasaeneHnii  OmMKHOCTHbBIX NnLY




MpUMeEHATL MeToabl YyNpaBiEHNUST MEXTUYHOCTHBIMU
OTHOLLEHMSIMK, (POPMMPOBAHMUS KOMaH, pPas3BUTUS
nmgepcTBa WU UCMOSHUTENbHOCTK,  BbISIBNIEHUS
TanaHToB, onpenerneHus YAOBMETBOPEHHOCTU
paboTon

OnpegensiT M aHanM3upoBaTb  BHYTPEHHMWE

KOMMYHUKaL MW, MoaennpoBaTb noeseaeHve
nepcoHana

MpencTaBnaTb NHTEepechI opraHusaLmm B
rocyqapCTBEHHbIX OpraHax, BO B3aMMOLEWCTBUM C
npodcorosamu, NHBIMU npeacTaBUTENbHLIMU

opraHamu paGoTHMKOB MO BOMpocaM nepcoHarna

CocTaBnsiTb, paccuuTbIBaTb, KOPPEKTUPOBATb U
KOHTPONMpoOBaTb CTaTbM pacxodoB OHOXETOB U
oHOOB Ha nMporpamMmbl M MEPONPUSTUS MO
yrNpaBIieHWo NEPCOHAaNIoM opraHn3aLum

MpoBOAWUTL ayAWT W KOHTPOMNMHr B obGracTu
ynpaBrieHns NepcoHasriom

PaspabatbiBaTb  KOpropaTuBHble  couuManbHble
nporpammb!

Bectn neperoBopbl N0 BOMpocamMm COLMANbHOIO
napTHepcTBa C NpeacTaBUTENbHBIMM — OpraHamm
paboTHMKOB

Pabotatb C WH(OPMALMOHHLIMKU CUCTEMaAMU U
GazaMn [OaHHbIX MO  BOMpocam  yrpaBfieHus!
nepcoHanom

OpraHunsoBbiBaTb MeponpuaTuUa No obecneveHuto
BbINMONMHEHNs  TpeboBaHWM  OxpaHbl Tpyaa B
COOTBETCTBUM C AENCTBYIOLLWMM 3aKOHOAATENbCTBOM
Poccuinckon ®epepaumm 1 nokanbHbIMKM - aKkTamu
opraHusauuu

OpraHunsoBbiBaTb M NPOBOAUTL  MEPOMNPUATUS  C
nepcoHarioM B COOTBETCTBME C KOPrNopaTUBHOM
couunanbHON NONUTUKON




Cobntogatb HOPMbI 3TUKM OENOBOro 06 LWEeHNS

Heobxoaumble 3HaHMA

MeToabl ynpasrieHns pasBuUTMEM n
3PPeKTUBHOCTLIO opraHusauuu, aHanuaa
BbIMOMHEHMS MNMAHOB M Nporpamm, onpeneneHns mx
3KOHOMMUYECKON 3hdpeKTUBHOCTM

MeToabl OLLEHKH paboThbl CTPYKTYPHbIX
nogpasfaeneHuin, pesynbTaToB Tpyaa nepcoHana

Metogobl npoBefeHUs  ayaWUTOB,  KOHTPOSIUHra
yrnpaBneH4YecKmx npoLecconB

MeTogbl aHan1aa KOJIN4eCTBEHHOIo n
Ka4yeCTBEHHOIro cocTtaBa nepcoHara

Cuctembl cTaHgaptoB no ©wusHec-npoueccam,
npocdpeccusm, Hopmbl Tpyaa

Cuctembl, MeTodbl UM OPMbl MaTepuarnsHoro 1
HemaTepuanbHoro CTUMYNMPOBaHUS Tpyaa
rnepcoHarna

MeTtogobl aHanmus3a couuanbHbIX nporpaMm U
onpeaeneHnst X 3KOHOMUYECKON 3PdEKTUBHOCTU

TexHonorMm 1 mMeToabl POPMUPOBAHUA U KOHTPONS
GroaKeTOB Ha NepcoHan

TpeboBaHusa oxpaHbl 1 6e30nacHbIX YCNoBun Tpyaa

Llenm, cTpaTterusi n kagpoBasi NonMTKa opraHn3aumnm

OCHOBBI TEXHOMNOMM NPON3BOACTBA U AEeATENbHOCTH
opraHusaumm

OcHOBbI  COLIMOMOMMK, MCUXOMOTMA N IKOHOMMKI
TpyAa




OcCHOBbI  ynpaBrieHuss  couuanbHbIM  PasBUTUEM
opraHusaumm

MeTtoabl npoBeaeHns COLMONOrMY€EeCcKmx
nccrnegoBaHni, n3ydeHus obLIecTBEHHOTO MHEHNS

CTpyKkTypa opraHu3auum

TpynoBoe 3akoHOOATeNbCTBO W MHblE  aKThl,
coaepxallme HopMbl TPY40BOro NpaBa

OcHoBbl apXvBHOrO  3aKoHogaTtenbcTBa WU
HOpMaTuBHbIE  MNpaBoBble  akTbl  Poccuiickoi
depnepauun, B YacTu BeAeHMs [AOKyMeHTauuu Mo
nepcoHany

OcHoBblI HaroroBoro 3aKkoHoaaTenbcTBa
Poccuinckon ®egepauum

OcHOBBbI MUrpaLMOHHOIO 3aKkoHodaTeNnbLCcTBa
Poccuitickonn depepauun, B YacTu NpuUBIEYEHUs U
TPYAOYCTPOMCTBA MHOCTPAHHbIX rpaxkaaH v nuu, 6e3
rpaxgaHcTea

OcHoBbl AOMUHUCTPATMBHOIO 3akKoHOOaTesibCTBa B
obractu ynpasneHnd nepcoHasiom n
OTBETCTBEHHOCTU AOJIXHOCTHbIX AL,

3akoHogatenbcTtBO Poccuiickon depepaumm 0
NnepcoHarnbHbIX JaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHn3aunnm B
obnactu ynpasrieHna nepcoHariom

[Mopsiook 3aknoyeHnss 40roBopoB (KOHTPaKTOB)

Hopmbl 3TukK AenoBoro obLeHus




OcCHOBbI MH(POPMAaTKKK, CTPYKTYpPHOE MOCTpOeHune
NMHPOPMALMOHHBIX CUCTEM N OCOBEHHOCTM PaboThl C
HUMU
pyrvie -
XapaKTepUCTUKK
3.8.2. TpynoBas pyHKUUA
HanmeHoBaHve || Peanusauwus Kog || H02.7 || YpoBseHb 7
CUCTEMBI (mooypoBeHb)
cTpaTerm4eckoro KBanudmkauymm
ynpasneHus
nepcoHanom
opraHusauuu
Mpoucxoxaenue || OpurnHan || X || 3anmcTBOBaHO
TpyaoBou 13 opurnHana
doyHKLMK
Kon PerncTtpaumoHHbIn
opurMHana || Homep
npodpeccmoHanbHoOro
cTaHgapTta




TpynooBble AencTeums

MnaHvpoBaHue OeAaTenbHoCTM U paspaboTka
MEpPONPUSTUA MO YNPaBMEHUIO MNEepcoHanoM Ans
peanusauum cTpaTermyeckux Lenein opraHmsaumm

BHeapeHve nonuTvK, NiaHoB, NporpaMm, Npoleayp
1 TEXHOOMMI MO YrNpaBIieHWIO NEPCOHASIOM

lMocTpoeHne opraHM3auMoHHOW CTPYKTYPbl C YHETOM
nnaHoBoW  nNoTpeGHOCTM B MepcoHane w
B3aUMOLENCTBUS  CTPYKTYPHbIX  noapasgeneHun
opraHu3aumu

BHegopeHve v nopgaepxaHve  KOpnopaTuUBHOM
KyrnbTypbl M counanbHOM  MOMUTUKWN, CUCTEM
MOTUBaLUN, 3PPEKTUBHOCTU, OLLEHKN U pasBUTUSA
nepcoHana

BHeapeHue n nogaepxaHve CUCTEMbI OpraHu3aLum
TpyAda v onnatbl NepcoHana

YnpaerneHve BHeApeHVeM MporpaMMm W MPUHLMNOB
CTaHgapTusauun, yHudmkauum, asToOMaTu3auum
MpoLLeCCOB ynpaBfeHns nepcoHasriom 1 6e3onacHbix
yCrioBun Tpyaa

OpraHusaums NnpoBeaeHna ayanTa u KOHTPONNMHIa B
yrnpaBneHnn NepcoHarnom

MocTaHOBKa 3aday pPyKoBOOAMUTENAM CTPYKTYPHbIX
noapasfeneHuin,  onpegeneHve  MatepuanbHo-
TEXHUYECKUX PECYPCOB A1S MX BbIMONHEHNS

AHanM3 OTYETHOCTW MO YNpPaBIIEHNIO NEPCOoHariom U
BbISIBIIEHVE PECYPCOB MO YNyYLLEHWO AeATENbHOCTH
opraHusaumm

CornacoBaHue YyCIioBMM 3akryaemblX [0roBOpOB
Mo BOnpocam yrnpasneHusi NnepcoHasniom




OpraHuzauus npoBefeHnst 3akynodHbIX npoueayp
no BOMPOCaM  YyMpaBfieHUs  MepcoHarioM U
odoopMreHns  CONyTCTBYKOLWEN [OOKYMEHTauum no
HUM

dopmmpoBaHve BlogxeTa Ha NepcoHar, TeXHOMNOoMiA
ayauTa paboTbl C NEPCOHArIoM U KOHTPOSIMHIA

MpumeHeHe Kk paboTHMKAM Mep MOOLUPEHUS |
AVUCUMNIIMHAPHOIO B3bICKaHWS

Heobxogumble ymeHus

Mpon3BoanTb aHanmM3 4esTeNbHOCTM MO YNpaBeHUo
nepcoHarnom, pa3pabaTtbiBaTb rnokasarenu
3eKTUBHOCTU paboThl

dopmupoBaTb  MnaHbl U MeEPONpUATUS MO
yrnpaBrieHUo NepCoHanom

PaccuutbiBath 6logkeT B obnactu ynpasneHus
nepcoHanom

OnpenensaTb 30HbI OTBETCTBEHHOCTU PAbOTHUKOB 1
nogpasaeneHuin, CTaBUTb 3adayn PyKoOBOAUTENSAM
nogpasgeneHun n obecnevmBaTtb pecypcbl AN UX
NCNOSHEHMS

KoHTponvpoBaTb M KOppeKTUpoBaTb WCMONHEHWE
nopyveHnn 1 3agad

YnpaBnsate 3¢EKTUBHOCTBIO U BOBJIEYEHHOCTbLHO
nepcoHana, AUCUMMNIMHOW Tpyaa wn cobriogeHvem
©es3onacHbIX ycroBun Tpyaa

Bectn neperoBopbl MO BOMpocaMm CoLManbHOro
napTHepcTBa n npeacTaenATb NHTEpPECHI
opraHusauuMm B TOCYAAPCTBEHHbIX  OpraHax,
npodeccmoHanbHbIX corosax " apyrmmx
npeacTtaBuUTENbHbIX  OpraHax  paboTHMKOB, MU
opraHusauusax no Bonpocam nepcoHana




Pabotatb C WH(OpPMaUMOHHBIMK CUCTEMAMWU W
6aszamMnm [daHHbIX MO  BOMpocaMm  ynpa.reHus
nepcoHanom

npOBOD,I/ITb ayout 1 KOHTPOMMMHI B obnacTu
ynpasrieHnd nepcoHasioMm

dopmmpoBaTh U NPOBOAUTL COLMArbHY NONUTUKY U
coumanbHble Nporpammbl

Bectun neperoeBopbl C nMOCTaBWMKaMn ycnyr no
YCII0BUAM 3aKro4aeMbiX 4orosopoB

Mpon3BoAUTb 3aKynoyHble Npoueaypbl, 0opMIATb
1 aHanM3MpoBaTh 3aKyMOYHY JOKYMEHTaLMIO

Cobntogatbe HOPMbI 3TUKK LEMNOBOro 06 LLEHNS

Heobxoaumble 3HaHMSA

MeToabl ynpaBneHus pa3BuUTUEM "
3(OPEeKTUBHOCTLIO OpraHu3auun, MeTogbl aHanmsa
BbIMOMHEHNS NMAaHOB U Nporpamm, onpeneneHns mx
9KOHOMMYECKON 3OEKTUBHOCTU

OpraHu3aums ynpaeneHvsi passuT1em opraHnsaunm

TeOpI/II/I ynpasneHuda opraHm3au,|/|e|7|, NOJINTUKA ¥
cTparternd yrnpaslieHna nepcoHarioMm

MeToabl aHanmu3a BbIMOMHEHUS MMNAHOB M 3adad,
onpegeneHns nx 9KOHOMUYEeCKon apPeKTUBHOCTH

MeTogbl OUEHKW, pe3ynbTaToB M 3¢PeKTUBHOCTH
TpyAa

MeToObl  BHEOPEHWS  CUCTEMbl  YrpaBrieHust
nepcoHarnom

OcHoBbI paboTbl NO NpodopreHTaLMm




MeToguku nnaHnpoBaHnA U NPOrHo3NpoBaHUA
n0Tpe6 HOCTW B nepcoHarse

Llerm, cTpaterms pasutus u  Bu3Hec-nnaH
opraHv3aLmm

Teopumn w©n wmMeToaobl  popmupoBaHMio  GpeHaa
opraHusauuu

TpeboBaHusa oxpaHbl U 6e3onacHbIX yCroBun Tpyaa

MeToaukn pa3paboTkm u BHEOPEHWUs JoKamnbHbIX
HOpPMaTMBHbIX aKTOB

nopFUJ,OK 3aKJMto4eHnA TPpyAoOBbIX [0roBopos,
perynmpoBaHndA TpyaoBbIX CMopoB

OCHOBbI COLIMOMOrNM, NMCUXONOMM, SKOHOMUKM Tpyaa

" ynpaeneHus couuarnbHbIM pas3BUTUEM
opraHusanuu
MeToabl npoBeaeHus COLMOSIOrMYEeCKmX

nccnegoBaHuin, N3y4eHund 06 LLECTBEHHOINO MHEHUS

TexHornorm nNpoBedeHns ayamuta U KOHTPOSIMHIa B
yrnpaBrieHn NepcoHasriom

Mopsook NpOBEAEHMs 3aKymo4HbIX npoueayp W
0chopMIIEHMST CONYTCTBYIOLLEN JOKYMEHTaL UM

TexHonoruw, CcTaHgapTmsauus, yHUdmKaums,
aBTOMaTU3auus npoueccos ynpasneHus
nepcoHanom

CTpyKTypa opraHu3auum

TpyooBoe 3akoHOO4aTeNbCTBO M MHbIE  aKThl,
cofepxalyie HopMbl TPyAOBOro Npaea




OcHoBblI apXMBHOTO 3aKoHoaaTenbCcTBa n
HOpMaTMBHble  MpaBoBble  aKTbl  Poccumrckon
depepauymm, B 4acTum BeOeEHUS AOKYMEHTauuu no
nepcoxarny

OcHoBbI HarnoroBoro 3aKoHodaTenbLCcTBa
Poccuinckon ®enepaumm

OcHoBbI MUrpaLMOHHOIO 3aKoHogaTenbcTBa
Poccunckon ®epepaunm, B 4acTu NpuUBIIEYEHUS U
TPYAOYCTPOMCTBA MHOCTPAHHbLIX rpaxgaH u nuiy 6e3
rpaxkgaHcTea

OcHoBblI AO0MUHUCTPATUBHOIO 3akKoHOOaTesSibCTBa B
obnacTu ynpasneHnd nepcoHasiom n
OTBETCTBEHHOCTU AOJTKHOCTHbIX AL,

3akoHopatenbcTtBOo Poccuiickon depepaumm 0
nepcoHarnbHbIX AaHHbIX

MopsiAok 3aknoyYeHnss 4OroBopoB (KOHTPaKTOB)

NokanbHble HOpMaTUBHbIE aKkTbl B obracTu
yrnpaBrieHns NepcoHasriom

HopMbl 3T1kM AenoBoro obLUeHMs

BasoBble OCHOBbI  MHGOPMAaTUKK, CTPYKTYpHOE
NMOCTPOEHNE NHGOPMALIMOHHBIX cucTem n
0Ccob6eHHOCTU paboTbl C HAMM

Lpyrve
XapaKTepUCTUKM

3.8.3. TpynoBas dyHKuMA




HanmeHoBaHue || AgmunHuctpuposanve || Kog || H/03.7 || YpoBeHb 7
npoLieccos n (nogoypoBeHb)
AOKyMeHToobopoTa KBanMdgwmkau mm
no cTpaTern4eckomy
ynpasrieHUIO
nepcoHasriom
opraHusauum

MpoucxoxaeHue || OpurnHan || X || 3anmcTBOBaHO

TpyaooBOW N3 opurMHana

doyHKLMK

Kon

opurnHana

PerucTtpaumoHHbIn
HOMep
npodpeccmoHanbHOro
cTaHgapTa




TpyooBble oencTeund

AHanuMa npoueccoB AOKYMeHTO060poTa, JoKanbHbIX
AOKYMEHTOB MO BOMPOCaM ynpaBfeHusi NePCOHAsom,
BusHec-npoueccoB opraHusauum,
YAOBMNETBOPEHHOCTM NepcoHana

[oKkyMeHTaunoHHOe  odhopMISieHne  pesynbTaToB
yrpaBfneHnsa nepcoHasrioMm, ero aygurta, paboThbl
CTPYKTYPHbIX NoApasaesnieHnn

[loKymMeHTaLMoHHOoe " opraHu3aumnoHHoe
COMPOBOXOEHNE  CTpaTErMyeckoro  ynpasrfieHus
nepcoHarnom n paboThl CTPYKTYPHbIX
noapasaesnieHnn

MogrotoBka nNpeasiokeHUA MNO pPasBUTUID CUCTEM
yrpaBrneHnss  nepcoHanoM, Mo  HeobxoauMbIM
KOPPEKTUPYIOLLMM U MNPEBEHTUBHBIM MepaM U Mo
NOBbILLEHNIO 3PEKTUBHOCTU PaboTbl CTPYKTYPHbIX
noapasaesnieHnn

KoHTpornb npoueccoB B 06nactu ynpaBreHus
nepcoHanom 7 paboThbl CTPYKTYPHbIX
noapasaeneHuii, CpaBHEHNe M aHanM3 NpoLLeCCOoB,
pe3ynbTaToB yrnpaBrieHYeCcKunx MEPONPUATUIA,
onpenerneHne GakTopoB, Bbl3bIBaOLLMX OTKIIOHEHME
OT NIIaHOBbIX NMoKasaTernen

CornacoBaHune 1 KOHTPOrb [0roBOPOB MO BoOnpocam
MW cUCTEMaM  CTpaTerM4eckoro  yrnpaBneHus
rnepcoHarnom n pabote CTPYKTYPHbIX
nogpasfaeneHuin, opraHusauus npouegyp no  ux
3aKJII0YEHNIo

MogroToBka pesynbTaToB aHanM3a COOTBETCTBUS
opraHv3aLmu 1 onnaTtbl Tpyaa nepcoHarna ycnellHbiM
KOpMopaTMBHbIM NpaKkTUKam

BbinonHeHne TpeboBaHuin no XpaHEeHUo
WHopMaLmMM O pesynbratax AencTBus CUCTEM
cTpaTerM4eckoro  ynpaerfieHUs  nepcoHasioMm U
paboTbl CTPYKTYPHLIX NOApa3aeneHui




Heobxognmbie ymeHus

AHanmaupoBaTtb, paspabatbiBaTb U 0odopMIATb
AOKYMEHTbl MO  rpoueccam U pesyrnbratam
ynpasrieHUs NepcoHarioMm M paboTe CTPYKTYPHbIX
noapasaenieHnn

MpuMmeHATb MeToabl aHamm3a Gu3Hec-MPoLEeccoB
opraHvsaumm

OnpenenaTb nporpamMmbl  LOCTWKEHUSA LEenen u
pelleHnst 3agad nogpasgeneHumn

HDOBOLI,I/ITI: ayout CUCTEMbI ynpasneHund
nepcoHasrioMm

MpoBOANTL  KOHTPOSSIMHI  CUCTEMbl  yrpaBreHus
nepcoHanom

KoHTpormpoBaTb  OOKeT Ha  nepcoHan U
ynpaBreHue pacxogamu Ha nepcoHan

OpraHn3oBbIBaTb COMPOBOXOEHWE [OrOBOPOB MO
BOMpocaM yrpaBfieHVMss MNepcoHarioMm, BKroYas
npeaBapuTesbHble NPOLEAYPbl MO NX 3aKIOYEHUIO

OpFaHI/I3OBbIBaTb 3aKyrMno4yHble npoueaypbl,
OC*)OpMJ'IFITb n aHannM3npoBaTb 3aKYyMNO4YHYHO
OOKyMeHTauuo

KoHTpormpoBaTb ¥ aHanu3vMpoBaTb  BOMPOCHI
coumansHoro napTHepCTBa, 4OrOBOPbI NMOCTaBLLYKOB
ycnyr

[MpoBoanTb NeperoBopbl U NPeACcTaBnsaATb UHTEPECHI
opraHusauuMnm B TOCYAapCTBEHHbIX  OpraHax,
npoeccmnoHanbHbIX colo3ax n Aapyrnx
npeacTaBuTENbHbIX — opraHax  paboTHWMKOB
opraHu3aumsax no Bonpocam nepcoHana

BecTu OEI0BYIO Nepernncky




Pabotatb C WH(OpPMaUMOHHBIMK CUCTEMAMWU W
GaszamMnm JaHHbIX MO  NepcoHany, cucTtemam
ynpasreHus nepcoHasnom n opraHusauuu
AEeATENbHOCTU CTPYKTYPHbIX NoApasaesieHnn

ObGecneumBaTb KagpoBOe Aerionpov3BOACTBO WU
AOKYMEHTaLMOHHOE COMPOBOXOEHME MPOLIECCOB MO
yrpaBrneHnio nepcoHarnoMm n paboTte CTPYKTYPHbIX
nogpasgerneHunin

OpraHu3oBbiBaTb ~ XpaHeHWe  [LOKYMEHTOB B
COOTBETCTBUMM C TpeboBaHMAMM TPygoOBOro MU
apXMBHOIO 3aKoHoaaTenbCcTBa Poccunckon
denepaumm 1 nokanbHbIMM akTaMy opraHM3aLum

Cobntogatbe HOPMbI 3TUKK LEMNOBOro 06 LLEHNS

Heobxoaumble 3HaHMSA

KoprnopaTvBHaa KymnbTypa, couuvarnbHas normTuka,
CUCTEMbl MOTMBALINM 1 3GEKTUBHOCTU YrpaBrieHus
nepcoHarnom

MeToabl ynpaBneHus pa3BUTUEM n
3PPeKTUBHOCTBLIO OpraHusauum, MeTodbl aHanmsa
BbIMOMHEHMS NMAHOB M Nporpamm, onpeneneHns mx
3KOHOMMUYECKON 3hPeKTUBHOCTM

MeToabl npoBeaeHus ayauTa, KOHTpOIA
onepaTuBHbIX ynpasrieHYeCKmX npoueccos,
COLIMONOrM4eCKuxX nccrnenoBaHum

BbusHec-nnaH n 6I/13HeC-I'IpOLl,eCCbI opraHmnsauunnm

brogxeTHoE NpoeKTnpoBaHmne

OpraHu13aL oHHOe NPOeKTUPOBaHNE

(DOprI, MeToabl M CUCTEMblI MaTepualribHOro wu
HemMaTepunarbHoro CTUMYINMPOBaHUA Tpyaa
nepcoHana




Cuctembl cTaHgaptoB no 6usHec-npoueccam,
npodgeccusim (cneumnansHoOCTAM), HOpMbI Tpyaa

MeTtoabl aHanusa KONMMYECTBEHHOIO "
KayeCcTBEHHOro coctaBa nepcoHarna

Kaﬂ,pOBaﬂ NnorMTnKa opraHn3auunm

Mopsipok copMmpoBaHus, BegeHna 6aHka gaHHbIX U
npegocTaBleHna  OTYETHOCTM MO cucTeMam
yrnpaBreHnsa nepcoHariom n paboTe CTPYKTYPHbIX
noapasaesnieHnn

OcHoBbI [10KYMEHTaLMOHHOIO obecneyeHus,
nopsiaoK ocbopMrieHus AOKYMEHTOB,
NpefocTaBnsieMblX B FOCYAapCTBEHHble OpraHbl,
npodeccuroHanbHble COM03bl, 06 LLEeCTBEHHbIE
opraHvsaumm

Ll,enm n cTparternd pa3snuTmua opraHm3auumm

Mopsagok npoBedeHus 3akynoudHbIX Mpouenyp W
0dhopMIIeHUs CONYTCTBYHOLLEN AOKYMEHTALUN

HopmaTvBHble npaBoBble akTbl, perynupyroLme
npaBa U 0683aHHOCTM roCy4apCTBEHHbLIX OpraHoB U
opraHusauMnm  nNo  NpPedoCTaBIEHUD  YYETHON
AOKYMEHTauum

CTpyKTypa opraHu3auuMnm n BaKaHTHble [OIDKHOCTU
(npodpeccuu, cneymansHOCTK)

prD,OBOG 3aKoHoO4aTernnbCTBO U UWHblIE  AKThl,
cogepxalupme HopMbl TPyaAOBOIO rNMpasa

OcHosbl APXMBHOIO 3akoHogarenscTBa n
HOpMaTMBHble  NpaBoBble  akTbl  Poccumnckon
depepauymmn, B 4acTu BeLeHUA OOKYMEHTauuu no
nepcoHany




OcHoBbI Harnorosoro 3aKoHogaTernbcTBa
Poccuinckon denepaumm

OcHoBbI MUrPaLMOHHOIO 3aKoHogaTenbcTBa
Poccunckon ®egepaunn, B 4acTu NpUBIEYEHUS U
TPYAOYCTPOMUCTBA MHOCTPAHHbLIX rpaxgaH u nuy 6es
rpaxgaHcTea

OCHOBbI aAMWHUCTPATMBHOIO 3aKOHOAAaTEeNbLCTBA B
obnacTu ynpaereHust nepcoHarom "
OTBETCTBEHHOCTU JOIMKHOCTHbBIX NUL|

3akoHogatenscTBo Poccuiickon depepaumm 0
nepcoHasnbHbIX AaHHbIX

NokanbHble HOPMaTMBHbIE aKTbl OpraHuMsauuM B
obnacTu ynpaBneHusi nepcoHanom

MopsinoK 3aKMYEHUst JOroBOPOB (KOHTPaKTOB)

HOprI 3TUKWN OernoBoro obLeHns

basoBble OCHOBbl  MHGOPMATUKWN, CTPYKTYPHOE
NoCcTpoeHune NHGOPMALMOHHBIX cucTem n
0COBEHHOCTM paboTbl C HAMM

Opyrve
XapaKTepPUCTUKN

IV. CBegeHus o6 opraHusaumsx - paspabdborymkax
npocgeccunoHanbHOro ctaHaapTa

4.1. OTBeTCTBEHHasA OpraHusauua-pas3padboTumk




O6wepoccunckoe obbeguHeHne pabotogatenen  "PoccuickuiA  COHO3

NPOMBILLIEHHNKOB U NpeanpuHumartenen”, ropog Mocksa

NcnonHuteneHbIn BuLe-npesngeHt KysbMuH muTtpuin Bnagummposuy

4.2. HanmeHoBaHUA opraHM3ayun-paspadboTUnkKoB



AHO "HauuoHanbHOe areHTCTBO pasBUTUS KBanvdwmkauumn®', ropog
Mocksa

2 Accounauusa (Corw3) "Accoumaumsi KOHCYNbTaHTOB Mo noabopy
nepcoHana", ropog Mocksa

3 'pynna HeadHunter, ropog Mocksa

4 3A0 "KPOK MHKOPMOPEWTEN, ropoa Mocksa

5 NHpopmaLmoHHo-aHanuTudeckni  LueHTp "Kagposbin [1osop", ropoa
MockBa

6 MIrO "OIMNOPA POCCUWN", ropog MockBa

7 MexgyHapogHaa accouunauus [OenoBoro  COTpyAHWYecTBa, ropoA
MockBa

8 HOUYY AINO "MHcTtutyT npodeccroHansHoro kagposuka”, ropoq MockBa

9 HIM "Accouunauma EBponenckoro 6usHeca", ropog Mocksa

10 HIN "BKK - HaynoHanbHbIM coto3 kaapoBukos", ropog Mocksa

11 HIM "MexgyHapogHbIn anbaHe "TpygoBast murpauuna”, ropog Mocksa

12 HIM  "HauymoHanbHaa accoumaums OQMCHbIX  CNeuuanucToB U
agMVHUCTPaTUBHbLIX paboTHMKoOB", ropog Mocksa

13 HIM MHO "Accoumnaunsa meHegxepoB Poccun”, ropog Mockea

14 HIM CYP3 "HauwoHnanbHas koHdeaepaums "PasButve 4enoBe4yeckoro
kanutana", ropog MockBa

15 OAO "BOHX" (FAO BBL), ropog Mocksa




16 OAQO "Tasnpom HedTb-HoBOCHBUMpPCK", ropoa HoBocubumpck

17 OAO "ObbegunHeHHas cygocTpouTernbHas kopnopaums”, ropog Mockea

18 OAO "P>XX[", ropog Mocksa

19 OAO "CaxammH OJHeppoimn WMuBecTmeHT Komnanu", ropog HOxHO-
CaxanuHck

20 OAOQO "TaTHedTb" umenn B.[. WawwwmHa, ropog KasaHb

21 OAO "Hay4yHo-npousBogcTBeHHOe o0ObeguHeHne "Hayka", ropoa
Mocksa

22 00O "LG Electronics Rus", ropog MockBa

23 00O "busHec lNMcuxonorn SHL Russia & CIS HIM", ropog Mockea

24 000 "UT-CK", ropog MockBa

25 000 "NMykonn-NrxmHupuHr", ropog Mockea

26 00O "OKB 3enut", ropoa Mockea

27 00O "Metponmym TpenanHr", ropoa Mocksa

28 OO0O0 "Monvurpady-3awmTa”, ropog Mocka

29 OOO "UeHTp kagpoBbix TexHororn - O6ydeHne. CTaxmpoBKW.
Tpyooyctponctso", ropog Mockea

30 Poccuiickoe npegctasutenscteo "Coleman Services UK" ("KoynmaH

Cepsucus"), ropog Mocksa




31 ToproBo-npomebilieHHass nanata Poccunckon ®denepaumm, ropoq
MockBa

32 ®rbOY BINO "MockoBCKUi rocygapCTBEHHbIN YHUBEPCUTET nmerHn M.B.
JTomoHocoBa", LLikona anpektopa no nepcoHany, ropog Mocksa

33 ®re0Yy BINO MCY, ropoa Mocksa

34 dreOy BINO MGCWH, ropog Mocksa

35 ®re0OyY BIO Cubupckuin rocygapCTBEHHbLIM YHUBEPCUTET NyTeEN
coobuwenuns (CIyricC), ropoa HoBocmbupck

36 ®IrbY "HayyHo-uccriegoBaTenbCKUiA MHCTUTYT Tpyda W couumanbHoro
cTpaxoBaHus" MwuHUCTepcTBa Tpyda W couuanbHOW  3awmThbl
Poccuinckon ®enepaumm, ropog Mockea

37 ®ryr"Moyra Poccun", ropog Mockea

38 @K "Ypancnb", ropog Mocksa

<1> OOLIEepPOCCUNCKUIN KNaccudmKkaTop 3aHATUN.

<2> O6LepOoCCUNCKUM KNaccndmkaTop BUOOB SKOHOMUYECKON OEATENBHOCTH.

<3> EauHbIn KBanMdmMKauMOHHbBIA CNpaBOYHMK [OOSPKHOCTEW pyKoBOAMUTENEWN,
CNeunanMcToB 1 ApYrMxX CRyXaLmx.

<4 > O6LIepoCCUNCKUN _KaccudmkaTop npodeccun  paboyumx, OOIPKHOCTEN
cnyKalmx 1 TapudHbIX paspsaaos.

ONEKTPOHHbIN TEKCT AOKYMEHTA
noarotosrieH AO "Kogekc" u ceepeH no:
OdwmunanbHbIn MHTEpHeT-NopTan
npaBoBOW MHOpMaLLUK
www.pravo.gov.ru, 21.10.2015,
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