lMpogeccnoHanibHbIN cTaHaapT

Crnieymnasamncrt ro yrnpaseHUo nepcoHasiom

(yTB. npnkasom MuHuUCTepCTBa TpyAa n coumasibHou 3alymntbl PO oT 6
OKTs6psi 2015 r. N 691H)

I. O6bwyme cBeneHusa

YnpasreHune nepcoHasoM opraHusaumm | 07.003 |

(HanmeHoBaHue BuAa nNpogpheccrnoHarIbHoM AeTENbHOCTH) Koz

OcHoBHas uesb Buga rnpodeccruoHasribHou AESTE/IbHOCTH !

O6ecneyveHune ahpHeKTUBHOIro PyHKUNOHNPOBAHUS CUCTEMbI YNpaBieHUs
NEepCOHaNoM NS AOCTMXEHUS LIeNen opraHmMsauum

pyrnna 3aHAaTui:

1232 PykoBoauTenu noapasaeneHuni 2412 CneunanncTbl No Kagpam
(cnyx6) ynpasneHus Kagpamu um n npodopmeHTaumnm
TPYAOBbIMW OTHOLUIEHUSAMMU

3423 CneumannucTbl KagpoBbIX CNyX6 n |- -
yupexxaeHUn 3aHATOCTH

(koA (HanMeHoBaHue) (koa (HaMeHoBaHuMe)
*(1)) OK3)

OTHeceHue K BUAgaM 3KOHOMUYECKON AeSATEIbHOCTU!

78.30 HdeaTtenbHOCTb NO noabopy nepcoHasna npoyas

(koa *(2)) (HaMMeHoBaHMEe BMAA SKOHOMMUYECKON AeATeSIbHOCTH)

II. OnucaHne TpyAoBbIxX PyHKUMI, BXOAALUMX B MTPOGHECCUOHAIbHbIN
craHaapt (pyHKUMoOHasibHass Kaprta Buaa rpogdeccmnoHasibHou AeSTe/lbHOCTH)

0O606LeHHble TpyAoBble PYHKLUNMU TpynoBble QYyHKUNMU
KoA HanMeHoBaHue YpOBeHb HauMeHoBaHue KOA | YPOBEHb
KBanMdukaumu (noaypo
BEHb)
KBanuao

nKauum




JoKyMeHTaunoHHoe
obecneyeHune
paboThbl C
nepcoHasiom

BeneHue
OpraHM3aymMoHHON "
pacnopsanTenbHOn
AOKYMeHTauum rno
nepcoHany

A/01.5

BepeHune
AOKYMeHTauunu no
yUyeTy U ABUXXEHMUIO
Kaapos

A/02.5

AOAMUHNCTpPUpPOBaHUE
npoueccos 1
AOKYyMeHToobopoTa
no y4yeTy u
ABWXEHUIO Kaapos,
npeacTaB/eHnIo
AOKYMEHTOB Mo
nepcoHany B
rocyaapCTBEHHble
opraHbl

A/03.5

JdesaTtenbHOCTb Mo
obecneyenHunto
nepcoHasioMm

C6op nHdopmaumm o
noTpebHoCTaX
opraHmsaumun B
nepcoHane

B/01.6

Mowuck,
npueneyeHune,
noabop mn otbop
nepcoHana

B/02.6

AZMUHUCTPUPOBAHME
NMpOLLECCOB U
AOKyMeHToobopoTa
obecneyeHuns
nepcoHasioMm

B/03.6

[esaTtenbHoCTb no
oueHKe "
artrectauunu
nepcoHarsia

OpraHunsauma u
npoBeAeHmne OLEeHKH
nepcoHana

C/01.6

OpraHunsauma u
nposeneHmne
aTtrecrtaumu
nepcoHana

C/02.6

AAMUHUCTPUpPOBAHME
NpoLeccoB U
AOKYyMeHToobopoTa
npwn nposeaeHumn
OLLeHKU U1
aTTecraumm

C/03.6




nepcoHana

[deaTtenbHOCTb Mo
pa3BUTUIO
rnepcoHana

OpraHunsaumna u
nposeaeHmne
MeponpuaTUn Mo
Pa3BUTUIO U
NOCTPOEHUIO
npodeccnoHanbHOM
Kapbepbl nepcoHana

D/01.6

OpraHunsauyus
obyyeHuns
nepcoHana

D/02.6

OpraHunsauyus
ajgantaumm u
CTaX>XMUpPOBKMU
nepcoHana

D/03.6

AOMUHUCTPUpPOBaHUE
NpoLeccoB U
AOKyMeHToobopoTa
No PasBUTUIO U
npodeccnoHanbHOMn
Kapbepe, obyuyeHuto,
ajanTtaumm u
CTaXWpoBKe
nepcoHana

D/04.6

JdesaTtenbHOCTb Nno
opraHmsaummn Tpyaa
M onnaThbl
nepcoHana

OpraHusauus Tpyaa
nepcoHana

E/01.6

OpraHunsauyus
onnatbl TpyAa
nepcoHana

E/02.6

AAMUHUCTPUpPOBaHMeE
npoLeccoB U
AOKYyMeHToobopoTa
no Bonpocam
opraHmsauumun Tpyaa
n onnathbl
nepcoHana

E/03.6

[JesaTtenbHOCTb No
opraHusaummu
KopnopaTUBHOM
counanbHom
NONUTUKMN

PaspaboTka
KopropaTuBHOM
coumnanbHom
NOSINTUKM

F/01.6

Peanunzauus
KopropaTuBHOM
coumnanbHoOM
MOAUTUKU

F/02.6




AOAMUHNCTPUpPOBaAHUE
NpoLEeccoB U
AOKYyMeHToobopoTa
no Bonpocam
KopropaTuBHOM
coumnanbHomn
NOSINTUKM

F/03.6

OnepauynoHHoe
ynpaBfieHue
nepcoHasnoMm un
nogpasgaeneHuem
opraHmsaumu

PaspaboTka cmcTeMsbl
onepaumMoHHOro
ynpaB/eHus
nepcoHasioMm 1
paboThbl
CTPYKTYpPHOIo
noapasaeneHus

G/01.7

Peannzauunsa
ornepaumoHHOro
yrnpasrieHus
nepcoHasioM u
paboThbl
CTPYKTYpPHOIo
noapasaeneHus

G/02.7

AOMUHUNCTPUpPOBaHUE
npoueccos 1
AOKYMeHToobopoTa
no ornepaunmoHHOMY
ynpaBAeHUIO
nepcoHasiom 1
pabote
CTPYKTYPHOIo
nogpasaeneHus

G/03.7

CTpaTtermyeckoe
ynpaBJ/ieHne
nepcoHasioM
opraHusaumm

PaspaboTka CUCTEMbI
CTpaTernyeckoro
ynpaBneHus
nepcoHasioM
opraHusaumm

H/01.7

Peannzauusa
CUCTEMDI
CTpaTermyeckoro
ynpasneHus
rnepcoHasioM
opraHmsaumm

H/02.7

AAMUHUCTPUpPOBAHME
NpoLeccoB U
AOKYMeHToobopoTa
no cTpaTtern4yeckomy
ynpaBneHuto

H/03.7




NnepcoHasioM
opraHusaumm

III. Xapaktepnctuka ob606LeHHbIX TPYAOBbIX (QYyHKUNNI

3.1. ObobLyeHHas TpyaoBas pyHKUNS

HanmeHoBaHue | JOKyMeHTaLMOHHOE Koa| A |YpoBeHb 5
obecneyeHune paboTbl C KBanmdukaumm
nepcoHasiom

MpouncxoxaeHne | OpurmnHan X | 3auMMCTBOBaAHO

0606LeHHON N3 opurmnHana

TpyAoBOM

dyHKUNN

Koa PermctpaumoHHbIN
opurmHana HOMep
npogecCcuoHanbHOro
cTaHgapTa

BO3MOXHble CneunanucT no KagpoBoMy Aenonpou3BOACTBY

HanMeHOBaHUS CneunanucT no AoOKYMeHTauMoHHOMY obecneyveHunto paboTbl C

OOMKHOCTEN, nepcoHasom

npodeccuni CneumanucT no 4OKyMeHTauMoHHOMY obecneyeHunio

nepcoHarna
CneumanncT no nepcoHany

TpeboBaHusa K
obpasoBaHuto 1
obyueHuto

CpeaHee npodeccroHanbHoe o6pa3oBaHue - NporpamMMa
NOArOTOBKM CMELNANNUCTOB CpeaHEero 3BeHa

[lononHuTenbHoe npodeccnoHanbHoe obpa3oBaHme -
nporpaMmMbl NpodeccnoHanbHOW NepenoaroToBKM, NPorpaMMb
NoBbIWEHNS KBanndmkaumm

TpeboBaHua K
onbITy
NpaKTU4YeCcKOom
paboThl

Ocobble ycnosus
aonycka kK pabote

Apyruve
XapaKTEPUCTUKN

ZornosiHuTeIbHbIE XapaKTepUCTUKU




HanMmeHoBaHue Koa HanmeHoBaHue 6a30B0OM rpynnbl, AO/HKHOCTU
OOKYMeHTa (npodeccunmn) nnu cneunmanbHOCTH
OK3 2412 CneumanucTbl No Kagpam n npodopueHTaumm
3423 CneumanunucTbl KagpoBbIX CNyX6 un
yupexaeHun 3aHATOoCTH
EKC*(3) - CneuymanucT no Kagpam
- MHcneKkTop No Kagpam
*4) 27755 DKOHOMUCT No Tpyay
22956 MHcnekTop No Kagpam
3.1.1. TpyaoBasi pyHKUNS
HanmeHoBaHue | BegeHne opraHm3aumMOHHON U Koa |A/01.5|YpoBeHb 5
pacnopsanTenbHON (noaypoBeHb)
AOKYMEeHTaunm rno nepcoHany KBanmdukaumm

MpoucxoxaeHune | OpurmHan X | 3aMMCTBOBaHO

TpyAoBoOM U3 opurmuHana
dyHKUMN
Kog PermcTpaumoHHbIN
opurmnHana HOMep
npodeccnoHanbHOro

cTaHaapTa
TpyAoBble O6paboTka M aHanu3 NocTynawLen 4OKyMeHTauum no
AencTBusS nepcoHany

PazpaboTka u odopmiieHne AOKYyMeHTaumMm No nepcoHany
(nepBUYHON, YYETHOW, NJ1IAHOBOW, NO COLUMANbHOMY
obecneyeHunto, opraHmM3aumMoOHHON, pacnopsaNTESIbHON)

Perncrtpaund, ydyeTt u TeKyllee XpaHeHue OpI'aHl/l3aLl,l/lOHHOl‘/Jl n
paCHOpﬂﬂ,MTeﬂbHOVI AOKYyMEHTaunn no nepcoHany

Heobxoanmblie
yMeHUs

Pa3pa6aTbIBaTb MPOEKTbI OPpraHnM3alnOHHbIX U
pacnopaanTesibHbIX AOKYMEHTOB MO NepcoHany

OdopMNATb AOKYMEHTbI B COOTBETCTBUU C TPEHOBAHNAMM
TpYy/ZAOBOro 3aKkoHoAaTenbcTBa Poccuiickoin deaepaummn m
NTOKaNbHbIMWU HOPMATMBHbBLIMU aKTaMU OpraHn3aLnm

BecTu yyeT 1 perncrpaumio A0KYMeHTOB B MH(POPMALIMOHHbIX
cMCTeMax M Ha MaTepuasnbHbIX HOCUTENSX

OpraHnsoBbiBaTb XpaHeHUe AOKYMEHTOB B COOTBETCTBUM C
TpeboBaHUSAMN apXMBHOINo 3aKoHoAaTenbCcTBa Poccumckomn




Heobxoaunmble
3HaHUA

Apyrwve
XapaKTEPUCTUKN

depepauunm 1 NoKanbHbIMWU HOPMATUBHBLIMU aKTaMu
opraHusaumm

AHanusupoBaTb AOKYMEHTbl U NEPEHOCUTb MHMOPpMaLMIO B
6a3bl AaHHbIX N OTYETHI

BbisBNSATb OWNOKM, HETOYHOCTWU, UCTIPABIEHUS U
HEeAOCTOBEPHYO MHMDOPMALMIO B AOKYMEHTaX, onpeaensTb
NErnTUMHOCTb AOKYMEHTOB

PaboTaTb C MHPOPMAUMOHHBIMK CUCTEMAMKN N Ba3aMKn AaHHbIX
Nno BEAEHUIO y4yeTa, ABUMKEHMIO NepcoHana

CobntogaTb HOPMbI 3TUKK AEN0BOro 06LeHns

MNMopsaok odopMieHns, BeAeHUS U XpaHEHUS OKYMEHTOB Mo
nepcoHany

MopsiaoK yyeTa ABUXKEHUSA KAgpoB U COCTaB/ieHUs
YCTaHOBJ/IEHHOW OTYETHOCTU

OcHoOBbI AOKYMeHTO060pOTa U AOKYMEHTALMOHHOIO
obecneyerus

TexHonormm, MeToabl U METOANKU MPOBEAEHUS aHanM3a m
cMcTemMaTusaumm AOKYMEHTOB M MHGOopMaunm

Mopsaaok pacyeTa cTa)a, /ibroT, KOMneHcaum, oopMneHus
NeHcnin paboTHMKaM

CTpyKTypa opraHusaumm

TpynoBoe 3aKOHOAATENbCTBO M MHbIE aKTbl, COAEpXallne
HOPMbI TPYAOBOro rnpaea

OcHoBblI dPXMBHOIo0 3aKoHOAATE/IbCTBA U HOPMATUBHbIE
NMpaBOBbIE AKThl Poccunckon denepaumnun, B YaCTu BeaeHUA
AOKYyMEHTaumnn no nepcoHany

3aKkoHoaaTenbCTBO Poccumnckon depepaumm o nepcoHanbHbIX
AaHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpraHn3aLumm,
perynvpytoLime nopsaaok ohopMneHns pacnopaamTesbHbIX U
OPraHn3aLUMOHHbIX IOKYMEHTOB MO NepcoHany

HoOpMbl 3TUKKN U 4EeN0BOro obweHus

Ba3oBble 0CHOBbI MHDOPMATUKN, CTPYKTYPHOE MOCTPOEHUE
MH(POPMALIMOHHBIX CUCTEM U OCOBEHHOCTU paboTbl C HUMMU

3.1.2. TpyaoBas ¢pyHKUNs




HanmeHoBaHMe | BegeHne gokyMeHTauuu no Koa [ A/02.5|YpoBeHb 5
yyeTy U ABMXKEHUIO KajpoB (noaypoBeHb)
KBanundpunkaymm
MpoucxoxaeHne |OpuruHan X |3anMCTBOBaHO
TpyAoBOM U3 opuruHana
dyHKUNN
Koa PerncrpaumnoHHbIn
opurnHana HOMep
npocdeccnoHanbHOro
CTaHAapTa
TpynoBble [MoaroToBka NPOEKTOB AOKYMEHTOB MO npoueaypam
OEeNCTBUS ynpaBaeHUs NepcoHasnoM, yyeTy U ABUXEHUIO NepcoHana

OpraHusaumst CUCTEMbI ABUXEHUS JOKYMEHTOB MO NMEPCOHANy

C6op n npoBepkKa NINYHbIX AOKYMEHTOB paboTHMKOB

MoaroTtoBka M oopMeHne no 3anpocy paboTHUKOB U
[O/IHKHOCTHbIX JINL, KOMWI, BbIMUCOK U3 KaapOBbIX
[LOKYMEHTOB, CMpaBoK, MHdOPMaLMK O CTaxe, SibroTax,
rapaHTUSX, KOMMNEHCaunax U MHbIX CBeAEHMN 0 paboTHMKax

Bblaauya paboTHMKY KaapoBbIX AOKYMEHTOB O ero TpyAoBOW
AEATENbHOCTU

[loBeneHne 00 cBefeHUSA nepcoHasia opraHuU3auMoHHbIX,
pacnopaanTeNbHbIX N KaapOBbIX AOKYMEHTOB OpraHn3aunm

BeneHue yyeta paboyero BpeMeHn paboTHUKOB

Perncrtpaund, y4dyeTt, onepaTMBHOE XpaHEHUE AOKYMEHTOB Mo
nepcoHasny, NnoAroToBkKka K caaye nx B apxvB

Heobxoaunmble
yMeHus

Pa3pa6aTbIBaTb MPOEKTbI KaapoBblIX AOKYMEHTOB

OdopMNsATb KaapoBble AOKYMEHTbl B COOTBETCTBUU C
TpeboBaHMSIMM TPyAOBOro 3aKoHoAaTeNbCcTBa Poccuinckon
denepaumm 1 NoKanbHbIMWU HOPMATMBHbLIMM aKTaMu
opraHusaumm

Bectu yueT n perncrpaumio KagpoBbiX JOKYMEHTOB B
MHCbOpMaLI,l/IOHHbIX CNCTteMax U Ha MaTepualibHbIX HOCUTENAX

OpraHun3oBblBaTb XpaHeHMe KagpoBblX JOKYMEHTOB B
CoOoTBETCTBUN C TpE6OBaHMFIMM dpPXMBHOI0 3aKOHOAATEIbCTBA
Poccunckon denepaumm U nokasnbHbIMM HOPMATUBHbLIMYU
dKTaMn opraHnsauunm

AHanNn3npoBaTb KaapoBble JOKYMEHTbl N NepeHOCUTb
nHpopmMaumto B 6asbl AaHHbLIX U OTYETHI




PaboTtaTb CO cneumnann3mpoBaHHbIMKU MHDOPMALMOHHbIMU
cuctemMamm 1 6aszamMn AaHHbIX MO BEAEHMUIO YYeTa U
ABUXXEHUIO NepcoHasna

PaspabaTbiBaTb N/jlaH KOPPEKTUPOBOK YCTAHOB/IEHHOIO
nopsiaka opopMNEHUS AOKYMEHTOB MO NePCOoHany u
peann3oBbiBaTb NPUHATbIE U3MEHEHMUS

KoHTponmMpoBaTb NpUCyTCTBME PaboTHUKOB Ha paboyeM MecTe

CobntogaTb HOPMbI 3TUKK A€10BOro obLeHns

Heobxoaunmble
3HaHUA

MNMopsaok odopMeHns, BeAeHUS U XpPaHEHUS OKYMEHTOB Mo
nepcoHany

MopsaoK yyeTa ABMXKEHUS KaApOB U COCTaBEHMUS
YCTaQHOBJ/IEHHOM OTYETHOCTU

MopsaoK pacyeTa craka, NibroT, KoMneHcaumin, odbopMneHns
NeHcun paboTHMKaM

CTpyKTypa opraHm3auuu

TpynoBoe 3aKOHOAATENbCTBO M MHble aKTbl, COAepXalune
HOPMbI TPYAOBOro NMpasa

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA U HOPMATUBHbIE
npaBoBble akTbl Poccuiickon degepaunn, B YacTn BeAEHUS
[OKYMEHTaLMM No nepcoHany

3akoHoaaTenbCcTBO Poccuitckoit depepaunm o NnepcoHanbHbIX
[AaHHbIX

TexHonornn, MeToabl U METOAUKU MPOBeAEHNS aHannsa u
cncremMmatundaumm AOKYMEHTOB U VIHCbOpMaLI,MM

JlokanbHble HOPMaTMBHbIE aKTbl OpraHn3aumm,
perynvpytowime nopagok obopMaeHns AOKYMEHTOB Mo
nepcoHany

OCHOBbI AOKYMEHTO060pOTa N AOKYMEHTALMOHHOIO
obecneuyeHuns

HopMbl 3TUKKN 4en0BOro obweHus

Ba3oBble 0CHOBbI MHDOPMATUKN, CTPYKTYPHOE MOCTPOEHME
MH(POPMALIMOHHBIX CUCTEM U 0COBEHHOCTU PaboTbl C HUMMU

Apyruve
XapaKTEPUCTUKN

3.1.3. TpyaoBas ¢pyHKUNs

HanmeHoBaHue

AaMunHuctpupoBaHue npoueccos | Kog | A/03.5|YpoBeHb
N AOKYMEeHTOo0bopoTa no y4yeTy u (noaypoBeHb)
ABWXXEHUIO Kaapos, KBanmdukaumm




npeacTaBfeHno JOKYMEHTOB Mo
nepcoHany B rocygapCTBeHHbIe
opraHbl

MpoucxoxaeHne |OpurmnHan X | 3aMMCTBOBAHO

TpyAoBOM U3 opurmuHana
dyHKUNN
Koa PerncrpaumoHHbIn
opurnHana HOMep
npoceccnoHanbHOro

cTaHgapTa
Tpynosble OpraHusaumsa gokyMeHToo60poTa No y4eTy U ABUXKEHUIO
JENCTBUSA Kaapos

OpraHusaums AoKyMeHToo60poTa Mo npeacTaBieHuto
JIOKYMEHTOB MO NepCcoHasny B rocyAapCTBEHHbIE OpraHbl

NMocTaHOBKa Ha y4eT OpraHmM3aunm B rocyaapcTBEHHbIX
opraHax

MoAroToBKa Mo 3anpocy rocyAapCTBEHHbIX OPraHoB,
NpodeccnoHanbHbIX CO30B U APYrUX NMpeacTaBUTEbHbIX
opraHoB paboTHMKOB OPUrMHANO0B, BbIMUCOK, KOMWIA
[LOKYMEHTOB

MoaroToBka yBeAOM/SIEHU, OTYETHOM N CTAaTUCTUYECKOMN
nHdopMaumn No nepcoHany

MoarotoBka MHMOPMaUMK O 3aKIHOHEHUN TPYAOBOro UAU
rpa>AaHCKO-NpaBoOBOro A0roBopa Ha BbINOJIHEHME paboT
(OoKazaHue ycnyr) € rpaxaaHMHOM, 3aMeLaBLlnM A0SHKHOCTHU
rOCyAapCTBEHHOM MM MYHUUMNANBbHOM CNyX6bl, NnepeyeHb
KOTOPbIX YCTaHaB/IMBAETCA HOPMATUBHbIMWU NMPaBOBbIMU
akTamun Poccumnckon ®enepauymm

Heobxoanmble OdopMNATb YUYETHbIE AOKYMEHTbI, MPEAOCTaB/ISIEMbIE B
yMeHus roCyZlapCTBEHHbIE OpraHbl, NPodeccnoHanbHble COK3bl U
Apyrve npeactaBuTebHble OpraHbl paboTHUKOB

OpraHun3oBbIBaTb XpaHEHNE JOKYMEHTOB B COOTBETCTBUM C
TpeboBaHMSMM TPYAOBOro 3aKoHoAaTeNbCcTBa Poccuinckon
denepaumm 1 NoKanbHbIMWU HOPMATMBHbIMM aKTaMu
opraHusaumm

PaboTtaTb C VIHCbOpMaLI,VIOHHbIMVI cucteMamm n 6azamm gaHHbIX
no BeaeHU y4yeTa U ABNXKXEHUNIO NepCoHasia

PaboTaTb C MHOOPMALIMOHHbIMU CUCTEMaMM U 6a3aMn AAHHbIX
Mo BEAEHWIO CTaTUCTMYECKON U OTYETHON MHDOPMaLMK Mo
nepcoHany




AHanusmposaTb NpaBwuna, npoueaypbl U MNOPSAOK,
perynupytouwme npasa n 06593aHHOCTU roCyAapCTBEHHbIX
OpraHoB M opraHusauuu no sornpocaMm obMeHa
AOKYMeHTaunemn no nepcoHany

BecTtn genoByto nepenncky

CobntoaaTb HOPMbI 3TUKK A€N0BOro obLeHns

Heobxoanmble
3HaHUA

TexHoNormm, MeToAbl U METOAMKWN MPOBEAEHUS aHaNu3a m
cucTtemMaTusaumMm 4OKYMEHTOB U MHGopMaumm

OcHoBbI AOKYMeHTO0b60pOoTa U AOKYMEHTALMOHHOIO
obecneyeHuns

CTpyKTypa opraHumsauyumm

HopMaTmBHbIe NpaBoBble akTbl Poccuinckon depepaumu,
perynumpyrouwme npasa n o693aHHOCTU roCyAapCTBEHHbIX
opraHoB, NpodeccmoHasbHbIX COK30B U APYTUX
npeacTtaBuTeNIbHbIX OpraHoB paboTHUKOB MO
NpeAoCTaBNIEHMIO YYETHON AOKYMEHTaLMK

TpynoBoe 3aKOHOAATENbCTBO M MHble aKTbl, COAepXalune
HOPMbI TPYAOBOro NMpasa

OCHOBbI @apXMBHOI0O 3aKOHOAATENbCTBA U HOPMATUBHbIE
npaBoBble akTbl Poccuiickon deaepaumn, B YacTu BeAEHUS
[OKYMEHTaLMW No nepcoHany

3akoHoaaTenbCcTBO Poccuitckolt deaepaumnm 0 nepcoHasnbHbIX
[AaHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpraHn3aumm,
perynvpytolime nopsaaok BeAeHUs JOKYMeHTaUuMm rno yuyeTy u
[ABVXXEHWUIO NepcoHarna

HopMbl 3TUKKN 4Een0BOro obweHuns

ba3oBble OCHOBbI VIHd)OpMaTVIKVI, MOCTpPOEHNA
MHd)OpMaU,MOHHbIX CUCTEM N 0COBEHHOCTHU pa6OTbI C HUMU

Apyrue
XapaKTepPUCTUKN

3.2. O6bobLyeHHas TpyAoBasi pyHKUUS

HavmeHoBaHue | JeATeNnbHOCTb Mo Koa| B |YpoBeHb 6
obecneyeHunto NepcoHanoMm KBannukaumm

MpoucxoxaeHne |OpurmnHan X | 3aMMCTBOBAHO

0606LeHHON N3 opurmnHana

TpyAoBOM

dyHKUNN




Ko PerncrpaumoHHbIn

opurnHana HOMeEp
npodeccnoHanbHOro
CTaHaapTa
Bo3MOXHbIe Cneumanuct no noabopy nepcoHana
HanMeHOBaHUS CneumanucT no nepcoHany
OO/HKHOCTEN, MeHenykep nNo nepcoHany
npodeccunmn
TpeboBaHusa K Bbicwee obpa3oBaHune - bakanaspuaTr
obpa3oBaHuo n [JlononHuTtenbHoe npodeccnoHanbHoe obpasoBaHue -
obyueHuto NporpaMMbl MOBbILWLEHUSA KBanudukKaumm; nporpamMmmsl

npodeccnoHanbHOM NepenoaroToBkmn B 06n1actyu nonucka u
noabopa nepcoHana

TpeboBaHus K -
onbITy
NpaKTU4YecKom
paboTbl

Ocobble ycnosus -
aonycka kK pabote

Opyrune -
XapaKTepUCTUKU

ZornosIHUTE/IbHbIE XapaKTeEPUCTUKU

HanmeHoBaHue Koa HanmeHoBaHue 6a30B0ON rpynmnsl,
OOKYMeHTa AOJHKHOCTM (npodeccun) mnm
cneumanbHoOCTU
OK3 2412 CneunanucTbl No Kagpam u
npodopueHTauum
3423 CneumanucTbl KaapoBbIX CNyX6 u
yupexaeHun 3aHATOCTH
EKC - CneumanuncTt no Kagpam
- MeHep)xep nNo nepcoHany
oKnartpe 27755 DKOHOMMUCT Mo TpyAy
22956 MHcnekTop nNo Kagpam

3.2.1. TpyaoBas ¢pyHKUNs

HanmeHoBaHue | C60p nHdpopMmaumm o

Koa | B/01.6 | YpoBeHb 6




NOTpebHOCTAX opraHmM3aunm (noaypoBeHb)
B nepcoHane KBanudunkaymm

MpoucxoxaeHne |OpurmHan X | 3aMMCTBOBaHO

TpyAaoBOM U3 opurnHana
dyHKUNN
Koa PerncrpaumnoHHbIn
opurmHana HOMep
npodeccrnoHanbHOro
cTaHgapTa

TpyaoBble AHann3 nNnaHoB, CTpaTermMm U CTPYKTYpPbl OpraHnsaumnm
JENCTBUSA

AHanun3 ocobeHHoCTEN opraHmnsaumm paboTbl 1 Npon3BOACTBA
Ha KOHKpPEeTHbIX pabounx mecTtax

AHanu3 pblHKa Tpyaa no opraHusaummn paboTbl Ha
aHasIoOrM4yHOM NMpPOM3BOACTBE M paboumx MecTax

dopmMupoBaHue TpeboBaHUN K BaKaHTHOM AO/KHOCTU
(npodeccunmn, cneymanbHOCTU) U UX KOppeKLums

AHanun3 pblHKa TpyAda W nepcoHana opraHm3aumu no
NpodunN0 BakaHTHOM AOIKHOCTU (Npodeccun,
cneumanbHOCTK)

NHbopMMpoBaHME N KOHCY/IbTUPOBaHMWE pyKoBoAUTENEN
noapasaeneHuin u opraHMsaunm nNo BoONpocaM pbiHKa Tpyaa B
yacTn obecnedyeHns NepcoHanom

Heobxoanmble CobupaTb, aHanNM3npoBaTb U CTPYKTYpPMpPOBaTb MHDOPMaLMIO
yMeHus 06 0CO6EHHOCTAX OpraHM3aunm paboT Ha pasnnyHbIX
yyacTkax MpoM3BOACTBA M HA KOHKPETHbIX paboumnmx MecTtax C
yyeToM Lenei, 3aaay, NnaHoB U CTPYKTYpbl OpraHnu3saumm

CobupaTb, aHanM3npoBaTb N CTPYKTYpUpoBaTb MHDOPMaLNIO
06 0CO6EHHOCTAX M BO3MOXHOCTSX KaApOBOro noteHumnana
opraHusaumm

CobupaTtb, aHann3npoBaTb U CTPYKTypMpoBaTb MHGOPMaLUIO
06 0cOB6EHHOCTSX pbiHKA TPyAa, BKAKOYAa NpeasnoXxeHns ot
npoBanaepoB yCayr no NouckKy, npuenedyeHuto, nogbopy u
oTtbopy nepcoHana

®opmMmupoBaTb TpeboBaHNS K BaKaHTHOM AOIXKHOCTHU
(npodeccunmn, cneunanbHOCTN) N ONpeaensaTb KpUTepun
noabopa nepcoHana

BHOCUTb KOppekTupytowme ceeeHns B TpeboBaHms K
KaHanAaTaM Ha BaKaHTHble A0/KHOCTM (npodeccun,
cneumanbHOCTH)




Monb30BaTbCSA MOMCKOBbLIMKU CUCTEMAMU U MHPOPMALMOHHbLIMMK
pecypcamMmm ansi MOHUTOPUHra pbiHKa TpyAa, TPYAOBOro
3aKoHoaaTenbcTBa Poccuinckon depepaumm

KoHCynbTupoBaTb NO BOMPOCAM pbiHKA TpyAa B 4acTu
obecneyeHuns nepcoHanom

CobntoaaTb HOPMbI 3TUKK A€N0BOro obLeHns

Heobxoanmsbie TexHonornu, MeToabl U METOAMKMN NPOBEAEHUSA aHaANM3a U
3HaHUA cncreMmatTundaumm AOKYMEHTOB U VIHCbOpMaLI,VIVI

CTpyKTypa opraHusauum n BakaHTHbIE AOJIXXHOCTHU
(npodeccunmn, cneunanbHOCTKH)

MopsiaoK onpeAeneHus nepcrnekTMBHOM U TeKyLen
noTpebHoOCTM B Kaapax

NcTouHnkM obecnedeHns opraHmsaunm Kagpamm

OpraHusaums paboT Ha pasNMuHbIX y4acTKkax NpoOM3BOACTBA,
opraHusaumm, oTpacnu

Obuwue TeHAEHUMM Ha pblHKe TpyAa U B OTAENbHOM OTpacnu,
KOHKpeTHoM npodeccun (A0MKHOCTU, CAeunanbHOCTH)

OCHOBbI NCUXOJIOMNN N COLUONOIrNN TpyAa

OCHOBbI 3KOHOMWKMW, OpraHMsauMn Tpyaa v yrnpas/ieHus

TpyAoBOe 3aKOHOAATENBCTBO U MHblE aKTbl, coAepXalime
HOPMbl TPYA0BOro NMpaBa

OcHoBblI apXMBHOIo 3akKoHoAaTesIbCTBa N HOPMaTUBHbIE
NMpaBOBbIE AKThl Poccunckon denepaumnun, B YaCTu BeaeHUA
AOKYyMEHTaunn no nepcoHany

3aKkoHoaaTenbCTBO Poccmmnckomn depepaumm o NepcoHanbHbIX
AaHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpraHn3aumm,
perynvpytolime nopsagok noabopa nepcoHana

HopMbl 3TUKKN 4en0BOro obweHus

Ba3oBble 0CHOBbI MHDOPMATUKN, CTPYKTYPHOE MOCTPOEHME
MH(POPMALIMOHHBIX CUCTEM U 0COBEHHOCTU paboTbl C HUMMU

Apyrue -
XapaKTEPUCTUKN

3.2.2. TpyaoBas ¢pyHKUNs

HanmeHoBaHue | [ToUCK, npuBneyveHne, Koa | B/02.6 |YpoBeHb 6
noabop n otbop nepcoHana (noaypoBeHb)
KBanudpukaymm




MpouncxoxaeHne |OpuruHan |3auMCTBOBaAHO
TpyAoBOM U3 opuruHana
dyHKUNN
Koz PerncTtpaumoHHbIN
opurnHana HOMep
npoceccrnoHanbHOro
cTaHgapTa

Tpynosble MonCK BO BHYTPEHHUX U BHELUHUX UCTOYHMKAX MHPOPpMaLUKUN O
OENCTBUS KaHamnaaTax, CoOOTBETCTBYOWeEN TpeboBaHNUSAM BaKaHTHOM

AO/MKHOCTM (Nnpodeccumn, cneumanbHOCTH)

Pa3melleHne cBeaeHuM 0 BaKaHTHOWM AO/IHKHOCTKU (npodeccun,
cneumanbHOCTM) B cpeacTBaxX MaccoBom MHpopMaumm

Bbibop crnocoboB 1 MeTOA0B NpuBAeYeHUs NnepcoHana B
COOTBETCTBUN C YTBEPXAEHHbLIMU MNJIaHaMKU

MpoBepka MHPOPMaUMM O KaHAnAATaxX Ha BaKaHTHbIe
AOHKHOCTK (npodeccnmn, cneunanbHOCTH)

MNpoBeneHne cobecenoBaHUn N BCTpeY C KaHAMAATaMM Ha
BaKaHTHble AO/IHKHOCTKU (npodeccun, cneunanbHOCTN) C
obecneyeHneM obpaTHOM CBSA3MU

OueHka cooTBeTCTBMS KaHAMaaToB TpeboBaHMAM BaKaHTHOM
AO/MKHOCTM (Nnpodeccumn, cneumanbHOCTH)

MoaroToBka npeanoXxeHuni no dopMmpoBaHuio 6rogxeTta Ha
nouck, npmenedyerHue, nogbop n otbop nepcoHana

NHbopMmnpoBaHME N KOHCY/IbTUPOBaHWE pyKoBoOAUTENEN
noapasaeneHuin U opraHMsaunmn no Bonpocam npuBeYeHms
rnepcoHasia C OLeHKon 3aTpaT

Heobxoaunmble
yMeHus

OnpenensiTb KPUTEPUM MOUCKa, NpUBIeYeHus, noabopa u
oT6opa nepcoHana

CobupaTb, aHaNM3npoBaTb N CTPYKTYpPUpPOBaTb MHMDOPpMaLNIO
0 KaHAMAaTax M NpeasoXeHusx Ha pbiHKe Tpyaa

Monb30BaTbCst MOMCKOBbLIMW CUCTEMAMWN U MHGHOPMALIMOHHbLIMU
pecypcamu B ob6nactu obecneyeHums nepcoHaiom

MpUMEeHATb TEXHOMOrMU U METOAUKKM NOUCKA, NMPUBNEYEHNS,
noabopa n otbopa KaHAMAATOB Ha BaKaHTHblE LO/HKHOCTU
(npodeccunmn, cneunanbHOCTMN) B COOTBETCTBME C UX
cneumndukon

Mcnonb3oBaTb CpeacTea obecneyeHuns nepcoHasioM, BK/O4Yad
conpoBoXaeHume

KoHcynbTHpoBaTb NO BOMpPOCaM NMpuBAeYEHUsI NepcoHana




CocTaBnaTb U KOHTPOSIMPOBATb CTaTbM PacxoAoB Ha
obecrneyeHne NepcoHanom Ansa naaHMpoBaHUs 60aXKETOB

CobntoaaTb HOPMbI 3TUKU A€N0BOro obLeHns

Heobxoanmble
3HaHUA

NcTouHnkm obecneveHns opraHmsaunm Kagpamm

TexHONormm u MeToAMKM NonCKa, npmeredyeHus, nogbopa v
otbopa nepcoHana

CucrteMbl, MeToabl U GOPMblI MaTEPUANBLHOIO U
HeEMaTepuanbHOro CTUMyNMpOBaHUA Tpyaa NepcoHana

TexHonorum n Metoabl GopMMpPOBaAHNA U KOHTPONS 60AXKETOB

TexHoNorum, MeETOAbl U METOAMKWN NMPOBEAEHNS aHaIn3a,
cucTemMaTusaumMm 4OKYMEHTOB U MHGopMaumm

CTpyKTypa opraHusauumn n BakaHTHbIe AOJIKHOCTHU
(npodeccumn, cneunanbHOCTH)

O6buwue TeHAEHUMN Ha pblHKE TpyAa U B OTAENbHbIX OTpacnsx
n Bnagax npodeccuoHaribHON AesaTeNbHOCTHU

OCHOBbI NCUXOIOMNN N COLUONOrNN TpyAa

OCHOBbI 3KOHOMWKWN, OpraHM3aunun Tpyaa u yrnpasfieHus
nepcoHasioMm

TpyAoBOe 3aKOHOAATENBbCTBO U UHblE aKTbl, coAepxalume
HOPMbl TPYA0BOro NMpasa

OCHOBbI @apXMBHOI0O 3aKOHOAATENbCTBA U HOPMATUBHbIE
npaBoBble akTbl Poccuiickon deaepaumn, B YacTu BeAeHUS
[OKYMEHTaLMn No nepcoHany

OcHOBbI HaNOroBoro 3akoHoaartesnbcTBa Poccnmnckom
depepaumnmn

3akoHoaaTenbCTBO Poccmimckon denepaunu 0 NnepcoHasbHbIX
AaHHbIX

JlokanbHble aKTbl OpraHM3aunmn, peryaupyroLwme nopaaok
obecneyeHuns rnepcoHasioM

HopMbl 3TUKK AenoBoro obweHuns

ba3oBble OCHOBbI VIHd)OpMaTVIKVI, NMOCTPOEHNA
MHCbOpMaLI,l/IOHHbIX CUCTeM n ocobeHHOCTH pa6OTbI C HUMH

Apyruve
XapaKTEPUCTUKN

3.2.3. TpyaoBas ¢pyHKUNs

HanmeHoBaHue

AOMUHUCTPpUpPOBaAHUE Koa | B/03.6 | YpoBeHb 6




npoLeccos u (noaypoBeHb)
AOKyMeHToobopoTa KBanudpukauymm
obecneyeHns nepcoHanom

MpoucxoxaeHne |OpurnHan X | 3aMMCTBOBAHO

TpyAaoBOM
dyHKUNN

N3 opurnuHana

Ko PerncrpaumnoHHbIn
opurnHana HoMep
npoceccnoHanbHOro
CTaHAaapTa

TpyAaoBble AeNCTBUS

AHanu3 npoLeccoB AOKYMeHToo60poTa, /IOKabHbIX
JIOKYMEHTOB Mo BOnpocaM obecrneyeHuns nepcoHanom

BeneHne nHdopMaumm 0 BakaHTHbIX AO/HKHOCTAX
(Nnpodeccusax, cneunanbHOCTAX) U KaHanagaTax

[JOKyMeHTauMOHHOEe COMpOoBOXAEHME KaHAMAATOB Ha 3Tanax
noucka, npmeneyvyeHus, nogbopa n otbopa nepcoHasna Ha
BaKaHTHble AO/HKHOCTKU (Npodeccumn, cneunanbHOCTH),
WHpOPMMPOBaAHME KaHAMAATOB O pe3yfbTaTtax oTbopa

MoaroTtoBka 3anpocoB O KaHAMAATax B rocyAapCTBEHHbIE
opraHbl, B Ciy4yasiXx NpeayCMOTPEHHbIX AENCTBYOLWMUM
3aKoHOAaTeNbCTBOM M 06paboTka NnpeaoCcTaB/EHHbIX
cCBeZieHnN

MoarotoBka n obpaboTka yBeAOMAEHUN B roCcyAapCTBEHHbIE
opraHbl, NnpodeccnoHanbHblie CO3bl U Apyrue
npeacTtaBuTesibHble OpraHbl paboTHMKOB MO BOMpoOcam
noucka, npmsneyvenus, nogbopa n otbopa nepcoHana

ConpoBoxaeHne 40rosopoBs Mo obecneyenunio opraHnsaunm
nepcoHasioM, BKJ/IKO4asa npeaBapuTesibHblE nNpouenypbl no nx
3aKJ/TIOYEHUIO

Heobxoanmblie
yMeHUs

ObecneuunBaTb AOKYMEHTAUMOHHOE COMNpoBOXAEHUNE BbiX0OAda
KaHAunaaTta Ha pa60Ty N nepemMelleHnd nepcoHasna

OdopMNATb AOKYMEHTbI MO BOMpocaM obecrneyeHus
KaZlpOBbIMU pecypcaMu, HeobxoaMMble ANS NMpeaoCcTaB/IeHNUs
B roCyapCTBEHHbIE OpraHbl, NPpodeccrMoHasbHble CO3bl U
Apyrve npeacrtaBuUTeNbHble OpraHbl paboTHMKOB

OpraHunsoBbiBaTb XpaHeHNe OKYMEHTOB B COOTBETCTBUU C
Tpe6OBaHM$|MM dPXMBHOI0 3aKOHOAATEJIbCTBA Poccunckon
depepaumm 1 IOKaabHbIMWU aKTaMu OpraHu3auumu

AHannM3npoBaTb AOKYMEHTblI U MEPEHOCUTb MHDOPMaLMIO B
MH(POPMALIMOHHbIE CUCTEMbI U 6a3bl A@aHHbIX 0 KaHAMAATax




PaboTtaTb C MHPOPMAUMOHHBIMK CMCTEMAMN M Ba3aMKn AaHHbIX
no Bonpocam obecnevyeHns NepcoHasioM, BeAEHUIO NMOMCKa M
yyeTa KaHaMAAToOB Ha BaKaHTHblE AO/MKHOCTU (Npodeccuu,
cneumanbHOCTK)

Mpon3BoanTb NpeaBapuUTesibHbIE 3aKyMNOYHbIe Npoueaypbl U
oOpM/ISTb CONYTCTBYHOLWLYO AOKYMEHTALMIO MO 3aK/TH0UYEHUIO
[lOrOBOPOB

OpraHu3oBbiBaTb U NPOBOAUTb KOHKYPCbI, 0pOpMNATb U
aHanM3npoBaTb KOHKYPCHYH AOKYMEHTaLMIO

BecTtn genoByto nepenncky

CobntoaaTb HOPMbI 3TUKK AEN0BOro 0bLeHns

Heobxoaunmble
3HaHUA

Mopsaaok oopMNeHus, BeAEHUS U XPaHEHNS AOKYMEHTauuun,
CBSI3@aHHOW C MOWUCKOM, npussiedyeHmneM, nogbopomM n otbopom
nepcoHana Ha BaKaHTHbIE AO/IKHOCTU

Mopagok popMmpoBaHus, BeaeHns 6aHka AaHHbIX O
nepcoHasne opraHu3auum n NpeaocTaBieHNs OTYETHOCTU

OcHoOBbI AOKYMeHTO060pOTa U AOKYMEHTALMOHHOIO
obecneyeHus

TexHonornu, MeToabl U METOAUKU MPOBEAEHUS aHanu3sa U
cncreMmatTmsaumm JOKyMeHTOB U VIHCDOpMaLI,VIVI

MNMopsaok NpoBeAeHUS KOHKYPCOB U 0hOpMIIEHUS
KOHKYPCHOW AOKYMeHTauum

Mopsaok NpoBeAeHUs 3aKynoYHbIX npoueayp n obopMaeHus
COMyTCTBYHOLWEN AOKYMEHTaUNK

CTpyKTypa opraHu3auum U BaKaHTHbIE AOSIXKHOCTU
(npodeccunmn, cneunanbHOCTH)

TpyaoBOe 3aKOHOAATENBLCTBO U MHbIE aKTbl, CoAepXalime
HOPMbl TPYAOBOro Nnpaea

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA U HOPMaTUBHbIE
NMpaBOBbIE AKThl Poccunckon denepaumnun, B YaCTu BeaeHUA
AOKyMeHTaunn no nepcoHany

OcHOBbI HaNOroBoro 3akoHogaTenbcTBa Poccmnckom
depepaummn

3akoHoaaTenbCTBO Poccumckomn depepaumm o nepcoHanbHbIX
AaHHbIX

JlokanbHble aKkTbl OpraHm3aumun, peryavpyrowmne nopsaok
nogbopa nepcoHana

MopaoK 3aK/IUeHNs 10roBopoB (KOHTPaKTOB)

HopMbl 3TUKK AenoBoro obuweHuns




ba3oBble 0OCHOBbl MHPOPMATUKM, MOCTPOEHMUS
MHMOPMALMOHHbLIX CUCTEM M 0COBEHHOCTU paboTbl C HUMK

Opyrue
XapaKTeEPUCTUKN

3.3. O6obLyeHHasi TpyaoBasi pyHKUNS

HanmeHoBaHue | lesaTenbHoCTb Mo oueHke n | Koa| C |YpoBeHb 6
aTtrecTauuu rnepcoHana KBanudunkaymm
MpouncxoxaeHne |OpurnHan |3auMCTBOBaAHO
o606weHHOM X U3 opurnHana
TpyAoBOM
dyHKUNN
Koa PernmctpaumoHHbIN
opurnHana HOMep
npogeccuoHanbHOro

cTaHgapTa
Bo3MOXHbIe CneumanncT no oueHKe un aTTectaumm nepcoHana
HauMeHOBaHNSA CneunanucTt no nepcoHany
OOMKHOCTEN, MeHeaXkep No nepcoHany
npodeccuni

TpeboBaHusa K
obpasoBaHuto 1
obyueHuto

Bbicwee obpa3oBaHue - 6akanaspuat

[ononHuntenbHoe npodeccmoHanbHoe obpasoBaHue -
NporpamMmbl NOBbIWEHUS KBannduKauum; nporpaMmmobl
npodeccrMoHanbHOM NepenoaroToBkM B 06/1acTn NpoBeaeHums
OLIeHKM nepcoHana

TpeboBaHusa K
onbITy
NpaKTU4YeCcKOom
paboTbl

Ocobble ycnosus
aonycka kK pabote

Apyruve
XapaKTEPUCTUKN

ZornosiHuTeIbHbIE XapaKTePUCTUKU

HanmeHoBaHMe
OOKYMeHTa

Koa HanmeHoBaHne 6a30BOW rpynmnobl,
AOMKHOCTM (Npodeccnmn) nnm

cneunasibHOCTH




OK3

2412 CneunanucTbl Mo Kagpam v
npodopueHTaumm
3423 CneumanunucTbl KaapoBbIX CNyX6 u

yupexaeHun 3aHATOCTH

EKC - MeHef)xep no nepcoHany
oKnartpe 27755 DKOHOMMUCT Mo TpyAay
22956 MHcneKkTop No Kagpam

3.3.1. TpyaoBasi pyHKUNS

HanmeHoBaHue | Opranmnsaums n nposeaeHne | Koa [ C/01.6|YpoBeHb 6
OLEHKM nepcoHasna (noaypoBeHb)
KBanudunkaymm

MpoucxoxaeHne |OpurnHan |3anMMCTBOBAHO
TPYyAOBOM X

dyHKUMM

N3 opuUrnHana

Koa PerncTtpaumoHHbIN
opurmHana HOMep
npodeccrnoHanbHOro
cTaHaapTa

TpynoBble AENCTBUS

AHanu3 CTpyKTypbl, M1aHOB N BaKaHTHbIX AO/IXKHOCTEN
(npodeccuin, cneunanbHOCTEN) opraHnsaunmn, ocobeHHocTen
opraHusaummn paboTbl Ha pas/IMYHbIX y4acTKax NpoM3BOACTBA
N KOHKpPEeTHbIX pabounx mecrax

Pa3pa60T|<a NnJiaHa OUEHKUW rNnepcoHasia B COOTBETCTBUN C
LEeNAMNM opraHmnsauunmn

OueHka AMHaMMKM NPOM3BOANTENBHOCTU, NHTEHCMBHOCTU U
3 PeKTUBHOCTU Tpyaa Ha paboumx MecTtax

OnpeneneHne pecypcos, BbI6GOp CPeacTB U METOAO0B
NpPOBEAEHUSA OLEHKU NepcoHarna

lMpoBeaeHne oLeHKN nepcoHana B COOTBETCTBUU C MNiaHaMm
opraHnsaunm

ConpoBoXxaeHne AOroBOpoB C opraHu3aunsamu -
MCNOJTHUTENAMN MepOHpMﬂTMVI no oUEHKE rnepcoHana,
BKJ/1lO4Had npeaBapuTesibHblE rnpoueaypbl Mo UX 3aK/JIOYEHUIO

KoHCcynbTUpOBaHMe nepcoHasia No BOMNpoCcaM OLEHKMH,
BKJ/1FO4Had OUEHKY 3aTpaT

AHanus peE3YyNIbTAaTOB OLEHKW MNEPCOHasa, NOAroToOBKa




peKoMeHaaunn pyKoBoACTBY U NepcoHany

MoaroTtoBka nNpeasoXxeHun no dopMupoBaHuto brogxerta no
opraHmsaumm U NpoBeAEeHMI0 OLEHKW nepcoHana

Heobxoanmble
yMEeHUA

OnpenensTb NapaMeTpbl U KPUTEPUM OLEHKWN NepcoHana

OnpenensTb U NPUMEHATb CPeACcTBa U MeToAbl NMPOBeAEeHUS
OLleHKWM nepcoHana

BbiaenaTtb (onpeaenaTtb) rpynnbl NepcoHana Ans npoBeaeHus
OLIEHKM

OnpenenaTb UHTEHCUBHOCTb TPyAa M 30Hbl NOBbILLEHUS
3 PEKTUBHOCTU NepcoHana

OnpenensiTb MOTMBALMOHHbIE (haKTOpbl MPOBEAEHUS OLIEHKM
nepcoHana

CocTaBNATb U KOHTPOMPOBATb CTaTbM PACX0A0B Ha OLEHKY
nepcoHana Ans naaHMpoBaHUsA 610IXKETOB

Ob6ecrneunBaTb OpraHM3aLMOHHOE COMPOBOXAEHMNE OLLEHKMN
nepcoHana

ObecneumBaTb COXPaHHOCTb KOHMUAEHUMANBHOM
MHdopMaumn Npm NpoBeLeHNN OLEHKM NepcoHana

OpraHun3oBblBaTb XpaHEHME AOKYMEHTOB B COOTBETCTBUMN C
TpeboBaHUSMM apXMBHOIO 3aKoHoAaTeNnbCcTBa POCCUINCKOM
denepaunm n NokasabHbIMM HOPMATMBHbLIMKM aKTaMU
opraHusaumm

CobupaTb, aHanM3npoBaTb N CTPYKTYpUpoBaTb MHDOPMaLNIO
0 NPeAsoXeHNaX No OLEHKE NepcoHana Ha pbiHKe TpyAa

MNpoun3BoAUTb NpeaBapuUTesbHbIE 3aKYMNOYHblE Npoueaypbl U
0bopMNATL COMYTCTBYOLYH AOKYMEHTALMIO MO 3aKOUYEHUIO
[10roBOpOB

Ol'lpe,ﬂ,eflﬂTb YCNoBuUA A4 3aKNi4YeHnd AOroBopoB Ha yCiyru
no NpoBeaAeEHNO OUEHKHW NMEPCOHAarsa

CucremaTtmaunpoBaTb, ob6obwaTb 1 dHaJIN3NPOBATb
pe3ynibTaTbl OUEHKW NEPCOHAs1a

Ob6ecneunBaTb 06paTHYO CBSA3b MO pe3ysbTaTam
NPOBEAEHHOM OLEHKM C NEepCoHasioM U pyKOBOACTBOM

Monb30BaTbCs MOMCKOBbLIMW CUCTEMAMWN, NHPOPMALIMOHHBIMU
pecypcamu n 6asamMu AaHHbIX MO NMPOBEAEHUIO OLIEHKMN
nepcoHarna

Pa3pa6aTbIBaTb pekoMeHaaunnm no pa3BUTUKO nNepcoHasla Ha
OCHOBE NpoBeAeHHON OLEHKMU

CobnogaTb HOPMbI 3TUKK A€N0BOro obLweHus




Heobxoanmble
3HaHUA

TexHoNnornm n MmetToabl onpeaeneHnsa npodeccnoHanbHbIX
3HAHUW, YMEHUN U KOMMETEHUNN

TexHoNorum n MeToabl OLUEHKM IMYHOCTHbIX Ka4yecTB U
XapaKTePUCTUK

CucrteMbl, MeToabl U OPMblI MaTEPUANBLHOIO U
HeMaTepuaabHOro CTUMyNMpoOBaHUA Tpyaa NepcoHana

TexHonornm u MeToabl GOPMMUPOBAHUSA U KOHTPOSS
6roaxeToB

TexHonorum, MeToAbl U METOAMKWN MPOBEAEHUS aHanM3a u
cucTtemMaTusaumMm AOKYMEHTOB U MHGopMaunm

OcHoBbI 06Len U counanbHOM NCMXONOrUK, COLMONOTUN 1~
ncmxosiormu Tpyaa

OcHoBbI I'IpOVI3BO,CI,CTBeHHOl7I AEATENBHOCTU OpraHn3auunmn

MopsiaoK NpoBeaeHUs 3aKynOYHbIX npoueayp n obopMaeHus
COMYTCTBYOLLEN AOKYMEHTaLNmn

CTpyKTypa opraHm3auum v BaKaHTHbIE AOIXKHOCTU
(npodeccumn, cneunanbHOCTH)

TpyAoBoe 3aKOHOAATENbCTBO U MHbIE aKTbl, COAepXalume
HOPMbl TPYAOBOro Nnpaea

OCHOBbI @apXMBHOI0O 3aKOHOAATEbCTBA U HOPMATMBHbIE
npaBoBble akTbl Poccuiickon deaepaumn, B 4acTu BeAEHUS
[OKYMEHTaLMMN No nepcoHany

3akoHoaaTeNnbCTBO Poccuitckoit deaepaunm o NnepcoHanbHbIX
[AaHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpraHn3aumm,
perynvpytoLime nopsaaok OLEeHKN nepcoHana

MopsoK 3aK/IUYeHNs 10roBopoB (KOHTPaKTOB)

HopMbl 3TUKK 4Een0BOro obweHns

BazoBble 0CHOBbI MHDOPMATUKKN, CTPYKTYPHOE MOCTPOEHUE
MH(POPMALIMOHHBIX CUCTEM U 0COBEHHOCTU PaboTbl C HUMM

Apyrue
XapaKTepPUCTUKU

3.3.2. Tpyaosasa

dyHKUMNS

HanmeHoBaHue

OpraHuzauusa v nposegerHune |Koag | C/02.6|YpoBeHb 6
aTrecrtauuu nepcoHana (noaypoBeHb)
KBanmdukaumm




MpouncxoxaeHne |OpurnHan |3anMMCTBOBAHO U3

TpyAaoBOM X opurnHana
dyHKUNN
Ko PerncrpaumoHHbIn
opurnHana HOMep
npodeccnoHanbHoOro
cTaHgapTa

TpynoBblie AENCTBUSA | AHANN3 CTPYKTYPbl, NJ1AHOB M BAaKaHTHbIX AO/IHKHOCTEN
(npodeccuin, cneunanbHOCTEN) OpraHmM3aumnmn, ocobeHHoCTEN
opraHusaumu paboTbl Ha pa3IMUYHbIX y4acTKax Npou3BOACTBaA
N KOHKPETHbIX pabounx mMectax

Pa3spaboTka NpoOeKTOB AOKYMEHTOB, ONpeaensaowmx nopaaok
aTTecTauum nepcoHana, c OLEeHKon 3aTpaT

ConpoBoxaeHue npouecca atrectaunm n paboThl
aTTecTaymMoHHOM KOMUCCUM

MoaroToBka npeasnoXxeHni no dopMmpoBaHuto brogxeTta Ha
OpraHm3aumio n NnpoBeseHne aTrectauum nepcoHana

MoaroToBKka NpeasioXXeHnn o COOTBETCTBUMMN paboTHUKA
AOMKHOCTM (Npodeccunmn, cneumanbHOCTM) NO pe3ysibTaTaM
aTTecTtaumMu B COOTBETCTBUM C 3aKOHOAATEIbCTBOM
Poccurickon ®eapepaunm

Heobxoanmble OnpenensTb NapaMeTpbl U KPUTEPUM aTTecTauum nepcoHana

yMeHus
OnpenensiTb U NPUMEHSTb CPEACTBA U METOAbI aTTecTaumm

Bblaenatb rpynnbl nepcoHasna aAnd npoBeaeHnd atrecraumm

O6ecneumBaTb AOKYMEHTAUMOHHOE COMpoBOXAEHNE
atrectaunnm nepcoHarsia

CocTaBndaTb U KOHTPOMPOBATb CTaTbM PacxoA4oB Ha
atrectauunto nepcoHasna anda niaaHnpoeaHus 6roaxeToB

Monb3oBaTbCst MHGOPMALUMOHHBIMUK pecypcammn n 6asamu
[laHHbIX MO NPOBEAEHUI0 aTTecTauunm

BecTn yyeT 1 perncrpaumio 4OKYMEHTOB B MHDOPMALMOHHbIX
cUcTeMax M Ha MaTepuarnbHbIX HOCUTENSX

OpraHun3soBbiBaTb XpaHeHNe OKYMEHTOB B COOTBETCTBUMU C
Tpe6OBaHM$|MM dPXMBHOIo0 3aKOHOAATEJIbCTBA Poccunckon
denepaumm n fioKaabHbIMWU AOKYMEHTaMU opraHu3auumu

MponsBoanTb NpeaBapuTesibHble 3aKynodHble npoueaypbl U
O(bOpMJ'IFITb conyTCrByrOLWYKO AOKYMEHTAUMIO MO 3aKJ/TIOYEHUIO
Aorosopos

CobnogaTb HOPMbI 3TUKK A€N0BOro obLeHuns




Heobxoanmble
3HaHUA

MopaaoK M TexXHoMornsa npoBefeHnd aTrectaumm

TexHONormm n MeToabl onpeaeneHns n OUeHKn
npodeccnoHanbHblX 3HAHNN, YMEHUN U KOMMETEHLUUN

CucrteMbl, MeToabl U OPMbl MaTEPUANBLHOIO U
HeMaTepuanbHOro CTUMyNMpoBaHUA Tpyada nNepcoHana

TexHonornm u Metoabl GOPMMUPOBAHUSA U KOHTPOSS
6roaxeToB

TexHonorum, MeToAbl U METOAMKWN MPOBEAEHUS aHaNM3a u
cuctemMaTusaumMm AOKYMEHTOB U MHGOpMaUnm

OcHoBbI I'IpOVI3BO,CI,CTBeHHOl7I AEATENBbHOCTU OpPpraHn3aunm

OcHoBbI 06Len U counanbHOM NCMXONOrUK, COLMONOTUN N
ncmxosiormu Tpyaa

MopsiaoK NpoBeAeHUs 3aKyNOYHbIX npoueayp n oopMaeHus
COMYTCTBYIOLLEN AOKYMEHTaLNmn

CTpyKTypa opraHm3auum v BaKaHTHbIE AOIXKHOCTU
(npodeccumn, cneunanbHOCTH)

TpyAoBOe 3aKOHOAATENBbCTBO U MHblE aKTbl, coAepXxalime
HOPMbl TPYA0OBOro Npasa

OCHOBbI @apXMBHOIO 3aKOHOAATENbCTBA U HOPMATUBHbIE
npaBoBble akTbl Poccuiickon deaepaumn, B 4acTu BeAEHUS
[OKYMEHTaLMWN Mo nepcoHany

3akoHoaaTeNnbCTBO Poccuitckoit deaepaunm o NnepcoHanbHbIX
[AaHHbIX

JlokanbHble HOPMaTUBHbIE aKTbl OpraHn3aumm,
perynvpytoLime nopsaaok OLEHKN nepcoHana

Mopsaaok 3ak/toYeHns 40roBopoB (KOHTPAKTOB)

HopMbl 3TUKK 4Een0BOro obweHuns

Ba3zoBble 0CHOBbI MHDOPMATUKKN, CTPYKTYPHOE MOCTPOEHUE
MH(POPMALIMOHHBIX CUCTEM U 0COBEHHOCTU PaboTbl C HUMM

Apyrue
XapaKTepPUCTUKM

3.3.3. TpyaoBas ¢yHKUmns

HanmeHoBaHue

AOMUHUCTpUpOBaAHUE Koag | C/03.6 | YpoBeHb
npoLeccos u (noaypoBeHb)
AOKYyMeHToobopoTa npu KBanmdukaumm

npoBeAEHUN OLEHKN U
atrectaummn nepcoHarsia




MpouncxoxaeHne |OpurnHan |3anMMCTBOBAHO U3
TpyAoBOM X opurmHana
dyHKUNN
Ko PerncrpaumoHHbIn
opurnHana HOMep
npoceccnoHanbHOro
cTaHgapTa
Tpynosble AHanu3 npoLeccoB AOKYMEHTO060poTa, NOKaNbHbIX
OEeNCTBUS AOKYMEHTOB MO OLeHKe M aTTectaumm nepcoHana

OpraHusaumMoHHOEe CONMpOoBOXAEHME MEpPOoNpUSATUA NO OLEeHKe
nepcoHana n ero atrecrauum

OdopmMieHre npouecca U pesynbTaToB aTTecTaunn nepcoHana

NHdbopMMpoBaHMe nepcoHana o pesynbTaTax OLEeHKU U
aTrectaumu

MoAroToBKa NpeanoXeHuii No pa3BUTUIO NepcoHana no
pesynbTaTaM OLEHKMU

ConpoBOX/AeHUE AOrOBOPOB MO OKA3aHMIO KOHCY/IbTALMOHHbIX
N MHPOPMALIMOHHbBIX YCIYT MO OLEHKE 1 aTTecTauum
nepcoHarna

Heobxoaumble
yMeHus

Ob6ecneumBaTb AJOKYMEHTAaLMOHHOE COMPOBOXAEHUE OLIEHKN U
aTTectaumm nepcoHarsna

OopMAsATb AOKYMEHTbI MO BOMPOCAM OLEHKM M aTTecTaumm
rnepcoHasna, NpeAoCcTaB/isiEMble B FOCYAapCTBEHHbIE OpraHbl,
npodeccnoHanbHble COK3bl U APYrue npeacTaBuUTeNbHbIE
opraHbl paboTHUKOB

AHanusnpoBaTb NpaBuia, Npoueaypbl U NOPSAAKM NPOBEeAEHMS
OLEHKM M aTTecTaummn nepcoHana

BecTu yyeT 1 perncrpaumio 4OKYMEHTOB B MHDOPMaALMOHHbIX
CUCTEMax M Ha MaTepuasnbHbIX HOCUTENSX

OpraHun3oBbIBaTb XpaHEHNE JOKYMEHTOB B COOTBETCTBUM C
TpeboBaHMSIMM TPyAOBOro 3aKoHoAaTeNbCcTBa Poccuinckon
denepaumm 1 NoKanbHbIMW akTaMn OpraHM3auunm

BecTn nenoByt nepenucky

PaboTtaTb € MHHOPMALMOHHBLIMK cUCTEMaMN U Ba3aMn JaHHbIX
No BOMpOCaM NpoBefeHUNst OLEHKN U aTTecTaumm nepcoHana,
BeleHUI0 yyeTa KaHAMAAaTOB Ha BaKaHTHble AO/IXHOCTHU
(Nnpodeccumn, cneunanbHOCTH)

AHann3npoBaTb AOKYMEHTbl U NepeHOCUTb MHPOPMALMIO B
MHPOPMALMOHHbIE CUCTEMbI U 6a3bl AAHHbIX




CobntoaaTb HOPMbI 3TUKU A€N0BOro obLeHns

Heobxoanmble
3HaHUA

Mopaaok opopMIeHUs, BEAEHUS U XPaHEHUS AOKYMEHTaLWUN,
CBSI3@aHHOW C NpOBEAEHMEM OLIEHKW M aTTecTaumu nepcoHana

Mopsiaok popMupoBaHus, BegeHnst 6aHka AaHHbIX O
nepcoHase opraHusaumm n NpeaocTaBieHns OTYETHOCTHU

MopsaoK NpoBeAeHms 3aKyrnoYHbIX npoueayp v odopMneHmns
CONYyTCTBYIOLEN AOKYMEHTALMMU

Mopaaok opopMIEHUS AOKYMEHTOB, NPEeAOCTaBASIEMbIX B
rocyapCTBEHHbIE OpraHbl, NpodeccruoHanbHblie CO3bl U
Apyrue npeactaBUTeNbHble opraHbl paboTHUKOB

OcCHOBbI AOKYMeHTO060pOTa U AOKYMEHTALMOHHOIO
obecneyeHus

CTpyKTypa opraHum3auum v BaKaHTHbIE AOJIXXHOCTU
(npodeccunmn, cneunanbHOCTH)

TpyAoBOe 3aKOHOAATENbCTBO U MHbIE aKTbl, coaepxalime
HOpPMbI TPY/AOBOro npasa

OCHOBbI apXMBHOI0 3aKOHOA4ATENbLCTBA M HOPMATUBHbIE
npaBoBble akTbl Poccuniickon ®enepaunm, B HacTu BeaeHUs
AOKYMeHTaumm no nepcoHany

3akoHoaaTenbCTBO Poccuitckoit depepaunm o NnepcoHanbHbIX
[AaHHbIX

TexHonornn, MeToabl U METOAUKU NMPOBeAEHNS aHannsa u
cncreMmaTmsaumm JOKyMeEHTOB U VIHCDOpMaLIMM

JlokanbHble HOpMaTMBHbIE aKTbl OpraHnsaunun, perynmpyrouwme
nopsaaoK oueHKM U atrectaunm repcoHarsa

Mopsaok 3ak/oYeHns 40roBopoB (KOHTPaKTOB)

HopMbl 3TUKKN 4Een0BOro obweHuns

Ba3zoBble 0CHOBbI MHDOPMATUKN, CTPYKTYPHOE MOCTPOEHME
MH(POPMALIMOHHBIX CUCTEM U 0COBEHHOCTU PaboTbl C HUMU

Apyrue
XapaKTepPUCTUKM

3.4. ObobLyeHHas TpyAoBasi pyHKUUS

HanmeHoBaHue | [leaTeNiIbHOCTb Mo Pa3BUTUIO Kopa YpoBeHb
nepcoHasna KBanudpukaymm

MpouncxoxaeHne |OpurnHan |3aMMCTBOBAHO U3

0606LeHHON X opurnHana




TpyAaoBOM

dyHKUNN
Koz PernctpaumoHHbIN
opurmHana HOMep
npodeccrnoHanbHoOro
cTaHaapTa
Bo3MOXHbIe Cneunanucrt no pa3BuTuio 1 obyyeHunto nepcoHana
HaMMEHOBaHMUS CneunanucTt no pa3BUTUIO Kapbepbl NepcoHana
OOJIKHOCTEWN, Cneumanunct no nepcoHany
npodeccumn MeHeaxkep No nepcoHany
TpeboBaHua K Bbiclwee obpasoBaHue
obpa3oBaHuUo n [JlononHuTtenbHoe npodeccnoHanbHoe obpasoBaHue -
oby4yeHuto NporpaMMbl MOBbIWWEHUS KBanndukaumm; nporpaMmmbl

npodeccnoHanbHOM NepenoaroToBKkn B obnacTtum
OpraHmM3auMoHHOro M NpodeccuoHanbHOro pa3BnTms
nepcoHana

TpeboBaHus K -
onbITy
NpaKTU4YeCcKom
paboThl

Ocobble ycnosus -
aonycka kK pabote

Opyrue -
XapaKTepPUCTUKHN

ZornosIHUTE/IbHbIE XapaKTeEPUCTUKU

HanMmeHoBaHue Kopa HanmeHoBaHue 6a30B0OM rpynmnsl,
AOKYMeHTa AO/MKHOCTU (Npodeccnmn) nnm
cneumanbHOCTH
OK3 2412 CneuwnanuncTbl Mo Kagpam v
npodopueHTaumm
3423 CneumanuncTbl KaapoBbIX CNyX6 u
yupexaeHun 3aHATOCTHn
EKC - MeHen)xep nNo nepcoHany
OoKnAarTp 27755 DKOHOMUCT No Tpyay
22956 MNHcnekTop no Kaapam

3.4.1. TpyaoBas pyHKUNS




HanmeHoBaHue | OpraHunsaums n nposeneHue Kog | D/01.6 | YpoBeHb 6
MeponpUATUA MO PasBUTUIO U (noaypoBeHb)
NMOCTPOEHMUIO KBanmdukaumm
npodeCccnoHanbHON Kapbepsbl
nepcoHana

MpoucxoxaeHne |OpurnHan |3anMCTBOBAHO

TpyAaoBOM X U3 opurnHana
dyHKUNN
Koa PerncrpaunoHHbINn
opurnHana HOMep
npocdeccnoHanbHoOro
CcTaHgapTa

TpyaoBble AEACTBUS | AHANN3 CTPYKTYPbl, NIAHOB U BaKaHCUI opraHmM3aunm

AHanns ocobeHHocTeN paboTbl Ha Pas3/IMYHbLIX y4acTKax
NPOM3BOACTBA M KOHKPETHbIX pabounx Mectax

MoaroToBka NpOEKTOB AOKYMEHTOB, ONpeaensawmx nopsaok
pa3BUTMS MepcoHana n NOCTpoeHmns npodeccuoHaibHOM
Kapbepbl C OLEeHKOoM 3aTpaT

Pa3paboTka nnaHoB npodeccruoHanibHON Kapbepbl
paboTHMKOB

dopMUpoBaHME KaapoBOro pesepsa

OpraHusaumsi MEPONPUATUIA MO Pa3BUTUIO U NMOCTPOEHUIO
npodeccnoHanbHoON Kapbepbl NepcoHana

MoAroToBka NpeanoXeHuii No dopMMpoBaHUIO BloaXeTa Ha
OpraHn3aumnio n NpoBeAeHNe MePONpPUSATUA MO Pa3BUTUIO U
NOCTPOEHMIO NpodeccMoHarbHOW Kapbepbl NepcoHana

AHann3 a(pPeKTUBHOCTN MepOonpUATUIA MO PasBUTUIO
nepcoHasa, NnoAroToBKa npeasoXXeHUn no pasBuTuio

Heobxoanmble AHanM3npoBaTb YPOBEHb 06LLEr0 pasBUTUSA U
yMeHus npodeccnoHanbHoi KBanMdbukaumm nepcoHana

OnpenensTb KPAaTKOCPOUYHbIE M AONTOCPOYHbIE NOTPEBHOCTU
pasBUTUSA NepcoHasna n NOCTPOEHUS ero NpodeccnoHabHOM
Kapbepbl

OnpenensTb KpuTepun GopMMpoBaHNS KaapoBOro pesepsa
opraHusaumm

CocTaBnsATb UHAMBUAYASIbHbIE MNIAHbI KAPbEPHOIro PasBUTUS
nepcoHarna

MpUMeHATb TEXHONOMrMU U MeToAbl Pa3BUTUSA NepcoHana um
NOCTpoOeHMs NpodecCMoHaNbHOW Kapbepsl




CocTaBnsATb NpeasioxXeHns n KOHTPOMpoBaTb CTaTbu
pacxoAoB Ha NporpamMmMbl U MEPOMNPUATUSA MO Pa3BUTUIO
nepcoHasia U NOCTPOEHMIO NpodecCnoHanbHOW Kapbepbl Ans
NJaHMpoBaHUS BIOOXKETOB

Onpepenatb 3PEKTUBHOCTb MEPOMPUATUI NO Pa3BUTUIO
nepcoHasna v NoCTpoeHuto NpodeccrnoHanbHON Kapbepbl

PaboTaTb C MHPOPMAUMOHHBIMK CMCTEMAMKN N Ba3aMKn AaHHbIX
no nepcoHany

CobntoaaTb HOPMbI 3TUKK A€N0BOro obLeHns

Heobxoaunmble
3HaHUA

Cunctema, cnocobbl, MeToAbl, MHCTPYMEHTbI MOCTPOEHUS
npodeCccnoHanbHON Kapbepsbl

MeToabl onpeaeneHns U OUEeHKU TUYHOCTHbIX U
npodeccruoHanbHbIX KOMMNETEHL MM

CucrteMbl, MeToabl U HOPMbl MaTepuanbHOro U
HeMaTepuasnbHOro CTUMy/IMPOBaHMsS Tpyaa nepcoHana

TexHonorum, Metoabl GOPMUPOBAHUS N KOHTPONS 610aXETOB

TexHonormm, MeToabl U METOANKM MPOBEAEHUS aHanM3a m
cMcTemMaTusaumm AOKYMEHTOB M MHGOopMaunm

OcHoBbI NpodeccnoHanbHOM opmneHTaLmnm

OCHOBbI AOKYMEHTO060pOTa N AOKYMEHTALMOHHOIO
obecneyeHuns

OcHoBblI I'IpOVI3BO£I,CTB€HHOVI ADEeATENDbHOCTU OpraHmn3aunmn

OcHoBbIl 06Len n coumnmanbHoOM ncmxosormmn, counosaormm 1
ncnxosiornn Tpyaa

CTpyKTypa opraHu3auum v BaKaHTHbIE AOIXKHOCTU
(npodeccunmn, cneunanbHOCTH)

TpyAoBoOe 3aKOHOAATENBLCTBO U MHbIE aKTbl, CoAepXallme
HOPMbl TPYAO0BOro Nnpasa

3akoHoaaTenbCcTBO Poccunckon depepaumnm o NepcoHanbHbIX
AaHHbIX

JlokanbHble HOPMaTUBHbIE aKTbl OpraHn3aumm,
perynvpytolime nopsaaok pasBuTUS U MNOCTPOEHUS
npodeccnoHanbHoOM Kapbepbl NepcoHana

MopazoK 3aK/IloUeHns 0roBopoB (KOHTPaKTOB)

HopMbl 3TUKKN 4en0BOro obweHus

Ba3oBble 0CHOBbI MHDOPMATUKN, CTPYKTYPHOE MOCTPOEHUE
MH(POPMALIMOHHBIX CUCTEM U OCOBEHHOCTU PpaboTbl C HUMMU

Opyrue




XapaKTeEPUCTUKN

3.4.2. TpyaoBas pyHKUNS

HanmeHoBaHue | OpraHusauus Kog [D/02.6|YpoBeHb(noaypoBeHb)| 6

0by4yeHua nepcoHana KBanudukaumm

MpouncxoxaeHne |OpurnHan |3anMMCTBOBAHO U3

TpyAoBOM X
dyHKUNN

opurnHana
Koa PerncrpaunoHHbIn
opurnHana HoMep
npocdeccnoHanbHoro
CTaHaapTa

TpynoBble AeNCTBUS

AHanu3 pblHKa obpa3oBaTeNbHbIX YCAYr 1 notTpebHocTen
opraHusaummn B oby4yeHun nepcoHana

Pa3paboTka NnaHoB, METOANYECKMX MATeEpPUasnoB, yYebHbIX
NJaHOB M MNpOrpamMM, MPOEKTOB JIOKasIbHbIX aKTOB MO
06y4YeHuIo 1 pasBUTUIO NMepcoHana, BKYas OLEeHKy 3aTpar

OpraHusaumsi MeponpuUaTUiA Mo 06yUeHUIO NepcoHana

MoaroToBka npeasnoXxeHnin no dopMmpoBaHmio brogxerta Ha
opraHusaumio obyvyeHuss nepcoHana

AHanm3 apPeKTUBHOCTN MEPONPUATUN MO 0BYyUYEHMIO
nepcoHana

Heobxoaunmble
yMeHus

AHanusnpoBaTb U onpeaensiTb NOTPE6HOCTM B 06yUYeHMMU
rpynn nepcoHana B COOTBETCTBMU C LENSAMU OpraHu3aumm

PaspabaTbiBaTb NNaHbl NOArOTOBKM, NEPENOArOTOBKN U
NoBbILWEHMS KBanMdUKaLNM Kaapos, yYebHble naHbl 1
NporpamMMbl

AHanNM3npoBaTb PbIHOK O6pa3OBaTEJ'IbeIX YCNnyr h rotoBUTb
npeanoxXxeHnsa no nocrasmMKamMm ycnyr

OpraHun3oBbIBaTb 06yvatowme MeponpuaTus

CocCTaBndaTb M KOHTPO/MPOBATb CTaTbM PacxoA4oB Ha
o6yqume nepcoHana ansa rniaHnpoBaHUA broaxeToB

Pa3pa6aTbIBaTb M KOMMMNEKTOBATb Y'—IE6HO-METOD,VILIECKMG
AOOKYMEHTbI

Mpoun3BoaAnTb OLEHKY 3hdDEKTUBHOCTM 06YUEHNSA NepcoHana

MponsBoanTb NpeaBapuUTesibHbIE 3aKyMNOYHbIe Npoueaypbl 1
odopM/iIeHME CONYTCTBYHOLLEN AOKYMEHTALMN NO




3aKJTDYEHNIO AOroBOpoOB

PaboTtaTb C MHPOPMAUMOHHBIMU CUCTEMAMKN N Ba3aMKn AaHHbIX
no nepcoHany

PaspabaTbiBaTb 1 0DOPMNATb AOKYMEHTbI MO Npoueccam
opraHmsaumm oby4yeHus nepcoHana n ux pesynbratam

CobntogaTb HOPMbI 3TUKK AEN0BOro 0bLeHns

Heobxoanmble
3HaHUA

MeToabl, MHCTPYMEHTbI NCCNeaoBaHns NoTpebHOCTN B
oby4yeHnn nepcoHana

MeTononorus obyyeHums

TexHonorum, MeToabl U METOAMKWN MPOBEAEHUS aHanM3a m
cucTtemMaTusaumMm AOKYMEHTOB U MHGopMaunm

MNMopsiaok pa3paboTku NaHOB NOArOTOBKM, MepenoaroToBKM
N NOBbIWEHUS KBanMdbuKaumm Kagpos, yuebHbIX MaaHoOB U
nporpamm

Cuctembl, MeToabl U (OPMbl MaTeEpManNbHOroO U
HeMaTepuanbHOro CTUMyJIMPOBaHUA Tpyaa NepcoHana

TexHonorum n metoabl GOPMUPOBAHUSA N KOHTPOSIS
6roaxeToB

Mopsnok BeaeHUs yyeta M OTYETHOCTM NO NOArOTOBKE U
MOBbILLEHUNIO KBaJ'IMd)MKaLI,VIVI nepcoHana

OCHOBbI AOKYMEHTO060pOTa N AOKYMEHTALMOHHOIO
obecneyeHuns

OCHOBbI TEXHONOMUU npon3BoacCTBa U AEATENIbHOCTHU
opraHnsaunm

OcHoBbl 06Len n coumnanbHoOM rncmxosiornn, coumnosnormm m
ncmnxosiornn Tpyaa

Mopsaok NpoBeAeHUs 3aKyMoYHbIX npoueayp n obopMaeHus
COMyTCTBYHOLWEN AOKYMEHTaUUN

CTpyKTypa opraHusaumm

TpyAoBoe 3aKOHOAATENLCTBO U MHbIE aKTbl, coaepxatlime
HOPMbI TPYAOBOro rnpaBa

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA U HOPMaTUBHbIE
NMpaBOBbIE AKThl Poccunckon degepaumnun, B YaCTu BeaeHUS
AOKyMeEHTaunn no nepcoHany

OcHOBbI HaNoOroBoro 3akoHozaTenbcTBa Poccnmnckom
denepauymu

OcHoBbI 3akoHoAaTenbcTBa 06 obpazoBaHmnm Poccnmnckom
denepauymu




3akoHoaaTenbcTBO Poccuinckon depepaumm 0 nepcoHasibHbIX
AAHHbIX

JlokanbHble HOPMATMUBHbIE aKTbl OpraHM3aumu,
perynupywouwme obyyeHmne nepcoHana

MopsaoK 3aktyYeHnss 4oroBopoB (KOHTPAKTOB)

HopMbl 3TUKM AenoBoro obuweHuns

ba3oBble OCHOBbI MH(POPMATUKN, CTPYKTYPHOE NOCTPOEHME
MHPOPMALMOHHbBIX CUCTEM U 0COBEHHOCTN paboTbl C HUMK

Opyrve
XapaKTepUCTUKM

3.4.3. TpyaoBasi pyHKUNS

HanmeHoBaHune | OpraHmsauns agantaumm u | Kog | D/03.6 | YpoBeHb 6
CTa>XMPOBKWU NepcoHana (noAypoBeHb)
KBanmdukaumm
MpoucxoxaeHne |OpurnHan |3anMMCTBOBAHO
TpyAoBoOM X U3 opurnHana
dyHKUMN
Koa PermctpaumoHHbIN
opurmnHana HOMep
npodeccnoHanbHOro
cTaHaapTa
TpyAoBble AHann3 ycnewHblX KOpNopaTUBHbIX NPaKTUK MO OpraHM3auum
AencTBusS ajanTtaumm n CTaXXupoBKe nepcoHana

PazpaboTka naaHoB aganTtaumu, CTaXXMPOBKWU nepcoHana ¢
OLEeHKOW 3aTpaT

OpraHunsauus MGpOI'IpVIFlTVIVI no agantaumnn, CtTa>XmMpoBKe
nepcoHarsia

MoaroToBka ﬂpGD,J'IO)KEHVIVI no coeepleHCTBOBaAHNIO CUCTEMDbI
agantaunmn, CTa>XXMpoBKHU NnepcoHarsia

MoAroToBKa NpeanoXeHuii No dopMMpPOBaHUIO BIOAXETA Ha
OpraHusaumio aganTaunm U CTaXMpoBKK NepcoHana

AHanns 3cdHEKTUBHOCTU MEPONpUSTUA Mo aganTaumm u
CTaXXUpPOBKe NnepcoHana

Heobxoanmblie
yMeHUS

OnpepnenaTtb rpynnbl NepcoHasna aAns CTaXupoBKU U
agantaunm

Onpepenatb paboune Mecta A4ns NpoBefeHNs CTaXXUPOBKU U




agantaunnm rnepcoHarsia

CornacosblBaTb MeponpumnaTnd aaantTaumm N CTa>KMpPoBKU C
BO3MOXHOCTAMN NPON3BOACTBA

Mpon3BOAUTbL aHANMIN3 N OLEHKY pe3ynbTaToB aganTaummn u
CTQXXWPOBOK MepcoHana

CocTaBnsaTb npeanoXeHna n KOHTpPoOJIMpoBaTb CTAaTbM
pacxoaoB Ha nNporpaMMbl M MEPOMPUATUA MO adanTaunm m
CTa>XMpOBKeE nepcoHaslia and niaHmMpoBaHMA 6roaxeToB

Mpon3BoanTb OoUeHKY 3P HEeKTUBHOCTM MEPOMPUATUIA MO
ajanTaumm n CTaXXMpoBKe nepcoHana

BHeapsTb cucTeMbl BoBNneYeHUss paboTHMKOB B
KOPNOPaTUBHYIO KYNbTypy

Ncnonb3oBaTb MHGPOPMALMOHHBLIE CUCTEMbI U 6a3bl AAHHbIX MO
nepcoHany

Cobntogatb HOpMbI 3TUKKN AeN0oBOro obueHuns

Heobxoaunmble
3HaHUA

MeToabl aganTaumm n CTaXXMPOBOK

TexHonormm, MeToabl U METOANKM MPOBEAEHUS aHaNN3a U
cMcTemMaTusaumm AOKYMEHTOB M MH(OopMaunm

Mopsiaok pa3paboTky NiaHOB aganTauum nepcoHana Ha
HOBbIX pabounx MecTax, NoAroTOBKM, NepenoAroToBKY U
NOBbIWEHUS KBanndMKaunm nepcoHana n opraHmMsaumnm

CTaXXWpPOBOK

MopsaaoK cocTaBneHUA CMEeT 3aTpaT Ha aganTtaumio m
CTa>X1pOBKY nepcoHasna

Mopsanok BeaeHUs yyeta M OTYETHOCTM NO aganTaumm um
CTa>XMpOBKeE nepcoHasna

Cucrembl, MeToabl U CbOprI MaTEPUAJIbHOIo n
HEMaTepmnasibHOro CTuMyJinpoBaHua Tpyda nepcoHasia

TexHonormm n MeToabl CbOpMVIpOBaHMFl N KOHTpPOJI4 b6roaxeToB

OCHOBbI TEXHO/IOMMKX NPOU3BOACTBA U AEATENIbHOCTU
opraHunsauunm

OcHoBbl 06Len 1 coumanbHOM NCMXONOrUK, COLMONOTUN N
rncuxosiornn Tpyaa

CTpyKTypa opraHmsaumm n BaKkaHTHble AO/IXKHOCTU
(npodeccunmn, cneunanbHOCTH)

TpynoBoe 3aKOHOAATENbCTBO U UHbIE aKTbl, CoAepKallune
HOPMbI TPYA0BOIro rNpasa

OcHOBbI HANOroBOro 3akoHoaaTenbcTBa Poccumckom
®enepauymu




3akoHoaaTenbcTBo Poccuinckon depepaumm 0 nepcoHasbHbIX
AAHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpraHn3aunmn, peryanpytoLlime
aganTauuio U CTaXWpPOBKY NepcoHana

OcHoBbI AOKYMeHTO060pOTa U AOKYMEHTALMOHHOIO
obecneyeHuns

MopsiAOK 3aKNYeHns 4oroBoposB (KOHTPaKTOB)

HopMbl 3TUKM AenoBoro obuweHuns

ba3oBble OCHOBbI MH(POPMATUKN, CTPYKTYPHOE NOCTPOEHME
MHPOPMALMOHHbBIX CUCTEM N 0COBEHHOCTN paboTbl C HUMU

Opyrve
XapaKTepUCTUKM

3.4.4. TpyaoBasi pyHKUmMS

HanmMeHoBaHue

Kapbepe, oby4yeHuto,
aganTaumm n CTaXKMpoBKe

AOMUHUCTPUpPOBAHUE Koa |D/04.6|YpoBeHb 6
NpoLLEeCccoB U (noAypoBeHb)
AOKyMeHToobopoTa no KBanmdukaumm
pPa3BUTUIO U

npodeccrnoHanbHOmn

nepcoHana
MpouncxoxaeHne |OpurnHan |3anMCTBOBAHO
TpyAoBoOM N3 opurmnHana
dyHKUNN
Koa PerncrpaumnoHHbIN
opurnHana HOMep
npodeCccrnoHanbHOro
cTaHpapTa
Tpynosble AHanu3 npoueccos, Npasua 1 NOPAAKOB OpraHmM3aunm rnpu
AEeNCTBUS NpoBeAEHNN MEPOMPUATUA NO Pa3BUTUIO U

npodeccnoHanbHol Kapbepe, 06yUYeHuto, agantaumm un
CTAXXUpPOBKe NepcoHana

[lOKyMeHTaLUMOHHOEe 0(hOpMSIEHNE Pe3YIbTaTOB MEPONPUATUIA
Mo pa3BUTUIO N NpodeccMoHanbHON Kapbepe, 06y4eHuto,
aganTauMm U CTaKMpoBKe NepcoHana

MoarotoBka MHAMBMAYANbHbIX NPEeAIOXEHUN Ha OCHOBE
pe3ynbTaToOB NMPOBEAEHUS MEPOMPUSATUIA MO Pa3BUTUIO U
npodeccnoHanbHOM Kapbepe, obyyeHunto, agantaumm m




CTQXXUpPOBKE NnepcoHana

MoaroToBKa NpeasioXXeHnim No COBEPLUEHCTBOBAHMIO CUCTEM
obyyeHuns, agantaumm n CTaXXMpPOBKKU, PasBUTUS U
NOCTPOEHMs NpodeccmoHanbHOM Kapbepbl NepcoHana

ConpoBoXxaeHne 0roBOpOB MO OKa3aHUIo
KOHCY/IbTaUMOHHbIX, MH(POPMALMOHHbIX YCAYyr, HE0bX0ANMbIX
AN npoBeaeHmns obyyeHuns, agantaumm N CTaXXMpoBOK,
pasBUTUSA U NOCTPOEHUS NpodecCMoHanbHON Kapbepbl
nepcoHasna, BKaK4das npeaBapuTenbHble npoueaypbl N0 UX
3aK/IHOYEHUIO

BbinonHeHne TpeboBaHNN N0 XpaHEHUIO MHPOpMaUKUKN O
pe3ynbTaTax obyuyeHus, agantauum n CTaXXUpoBKMK, pa3BUTUS
N NoCTpoeHus npodeccrnoHanbHOM Kapbepbl NepcoHana

Heobxoanmble
yMEeHUA

OdopMnaTb 4OKYMEHTbI MO BOMpocaM npoBeaeHnst obyueHus,
aganTtaumm N CTaXXUpPOBKU, Pa3BUTUS U NOCTPOEHUS
npodeCccnoHanbHOM Kapbepbl NepcoHana, npeaocrtaBaseMble
B roCyZAapCTBEHHbIE OpraHbl, NpodecCnoHasibHblie COO3bl U
Apyrue npeactaBuTesbHbie OpraHbl paboTHMKOB

Ob6ecneumBaTb AOKYMEHTALUNOHHOE COMpPOBOXAEHMNE
oby4yeHus, agantaumm n CTaXXMpoBOK, PasBUTUS U NMOCTPOEHUS
npodeccnoHanbHOM Kapbepbl NepcoHana

AHanusnpoBaTb NpaBuia, npoueaypbl U NOPSAKM NPOBEAEHMS
06y4deHUns, aganTaummn 1 CTaXMpoBKK, pasBUTUS U
NOCTPOEHUst NpodeccnoHanbHOM Kapbepbl NepcoHana

OpraHun3oBbIBaTb XpaHEHNE JOKYMEHTOB B COOTBETCTBUU C
TpeboBaHMSIMM 3akoHoAaTeNbCTBA Poccuiickon Geaepauunm u
NTOKaNbHbIMW aKTaMu opraHusaumm

AHannM3npoBaTb AOKYMEHTblI U MEPEHOCUTb MHDOPMaLMIO B
MH(POPMALIMOHHbIE CUCTEMbI U 6a3bl AaHHbIX

BecTn yyeT 1 perncrpaumio 4OKYMEHTOB B MHPOPMALIMOHHbIX
CMCTeMax M Ha MaTepuasnbHbIX HOCUTENSX

PaboTtaTb C MHPOPMAUMOHHBIMU CMCTEMaMKN N Ba3aMn AaHHbIX
no Bonpocam oby4deHuns, agantaumum U CTaXXpPOBKU, pa3BUTUSA
M NOCTPOEeHMS NpodecCMoHaNbHON Kapbepbl NepcoHana,
BeAEeHUs yyeTa KaHAMAAaTOB Ha BaKaHTHbIE A0/IKHOCTHU
(npodeccunmn, cneunanbHOCTH)

BecTn nenoByto nepenucky

CobnopaTb HOPMbl 3TUKWN OENOBOIo obweHus

Heobxoanmblie
3HaHUA

Mopsaok opopMiieHNs, BEAEHUNSA U XPaHEHUSA LOKYMEHTauuu,
CBA3aHHOW C cncteMon obyuveHuda, agantaumm U CTaXXUPOBKMU,
pasBUTUSA U NOCTPOEHUS NpodecCnoHanbHOW Kapbepbl
nepcoHana




Mopsiaok popMupoBaHus, BeaeHnst baHka AaHHbIX O
nepcoHasie opraHusauun n npefocTtaBaeHnsa OTYETHOCTHU

HopMaTuBHbIE NPaBOBbIE aKTbl, PErY/INPYIOLLME NMPaBa U
0653aHHOCTN roCylapCTBEHHbIX OPraHOB M OpraHn3auum no
NpPeAOCTaB/IEHNIO YUYETHOW JOKYMEHTaUUn

Mopaaok opopMIeHUS AOKYMEHTOB, NPEeAOCTaBASIEMbIX B
roCy/apCTBEHHbIE OpraHbl U MHblE OpraHu3aUnm

OcHOBbI AOKYMeHTO060pOoTa U AOKYMEHTALMOHHOIO
obecneyeHuns

MopsaoK NpoBeAeHMs 3aKyrnoYHbIX npoueayp u odpopMneHmns
CONyTCTBYIOLIEN AOKYMEHTALMMU

CTpyKTypa opraHusauum n BakaHTHbIE AOJIXXHOCTHU
(npodeccumn, cneunanbHOCTH)

TpynoBoe 3aKOHOAATENbCTBO M MHble aKTbl, COAepXaLune
HOPMbI TPYAOBOro NMpasa

OCHOBbI apXMBHOI0 3aKoHOA4ATENbCTBA U HOPMATUBHbIE
npaBoBble akTbl Poccuniickon denepaunm, B 4acTu BeaeHUs
AOKYMEHTauum rno nepcoHany

OcCHOBbI HaNOroBoOro 3akoHoaaTenbCcTBa Poccumckomn
depnepauunn

3akoHoaaTenbCTBO Poccuitckoit depepaunm o NnepcoHanbHbIX
[AaHHbIX

TexHonornn, MeToabl U METOAUKU MPOBeAEHNS aHannsa u
cucTteMaTmsaumm OKYMEHTOB U MHOpMaLmmn

JlokanbHble HOPMATUBHbIE aKTbl OpraHu3aLunmn, perynmpytolimne
NopAA0OK Pa3BUTUA U NMOCTPOEHMUS NMPOodECCUOHANTbHON
Kapbepbl, 06yuyeHus, agantauum U CTaXXMpPOBKKU NEpCoHaa

Mopsaaok 3ak/oYeHns 40roBopoB (KOHTPaKTOB)

HopMbl 3TUKKN 4en0BOro obweHus

Ba3oBble 0CHOBbI MHOOPMATUKN, CTPYKTYPHOE MOCTPOEHME
MH(POPMALIMOHHBIX CUCTEM U 0COBEHHOCTUN paboTbl C HUMMU

Apyrue
XapaKTepPUCTUKM

3.5. O6obLyeHHas TpyaoBas pyHKUNS

HanmeHoBaHue

[JeaTenbHOCTb NMo Kona E |YpoBeHb 6
opraHusauum Tpyga m KBanudpukaymm
onnaTbl NepcoHana




MpouncxoxaeHne |OpurnHan |3auMMCTBOBaHO
o6o06weHHOM X U3 opuruHana
TpyAoBOM
dyHKUNN
Koa PerncrpaumnoHHbIn
opurmnHana HOMep
npoceccrnoHanbHOro
cTaHgapTa
Bo3MOXHble CneuymannucTt no HOpMUPOBAHUIO M onfaTe Tpyaa
HauMeHOBaHUSA CneumanunucT no opraHusaumu n onnarte Tpyaa
OO/IKHOCTEN, CneunanucTt No KoMMeHcauusM mn nbrotam
npodeccunmn CneunanucTt no nepcoHany

MeHe)xep no nepcoHany

TpeboBaHus K
obpasoBaHuto u
obyueHuto

Bbicwee obpa3oBaHue

[JononHutenbHoe npodeccruoHanbHoe obpa3oBaHue -
nporpaMMbl NpodeccmoHanbHoOM NepenoaroToBkn B o61actu
3KOHOMMKU, HOPMUPOBAHUS M ONnaTbl TpyAa, NMPOrpaMmbl
NOBbIWEHUS KBanudumnkaumm

TpeboBaHusa K
onbITy
NpaKTU4YeCcKom
paboTbl

Ocobble ycnosus
aonycka kK paborte

Opyrune
XapaKTepPUCTUKMU

ZornosIHUTE/IbHbIE XapaKTeEPUCTUKU

HanmeHoBaHue Koa HanmeHoBaHne 6a30BOW rpynmnobl,
AOKYMeHTa

AOJHKHOCTM (Npodeccun) mnu
cneumanbHOCTH

OK3

2412 CneuwnanuncTbl No Kagpam v
npodopueHTaumm

3423 CneumanucTbl KaapoBbIX CNyX6 un
yupexzaeHnun 3aHATOCTHn

EKC

- NH>xeHep No HOpMUPOBAHUIO Tpyaa

- TexHUK no Tpyay

- DKOHOMUCT no Tpyay




- MeHen)xep no nepcoHany

oKnAaTp

27755 DKOHOMUCT No Tpyay

22956 MHcneKkTop No Kagpam

3.5.1. TpyaoBasi pyHKUNS

HanmeHoBaHue | OpraHmnsauma Tpyana Koa | E/02.6 |YpoBeHb 6
nepcoHasna (noaypoBeHb)
KBanudunkaymm
MpouncxoxaeHne | OpuruHan X | 3aMMCTBOBAHO
TpyAoBoOM U3 opuruHana
dyHKUNN
Koa PerncrpaunoHHbINn
opurnHana HOMep
npogeccuoHanbHOro
CTaHaapTa
Tpynosble AHanm3 ycnewHblX KOpNopaTUBHbIX NMPaKTUK N0 OpraHu3aumm
AencTBus HOPMUPOBaAHMA TpyAa ANS pa3fIMUHbIX KaTeropum nepcoHana,

ocobeHHoCTEN nponseBoacTtBa U AeEATENIbHOCTUN OpraHn3aunm

Pa3paboTka CMCTEMbl OpraHM3auum Tpyaa nepcoHana m
nopsiAka HOPMMPOBaAHUSA TpyZa Ha pabouymx MecTax C OLEHKOM
3aTpaT Ha nepcoHan

BHeApeHWe cUCTEeMbl OpraHu3aummn Tpyaa nepcoHana u
KOHTPOJIS HaZ HOPMUPOBAHMEM C onpeaesieHneM
TPYAOEMKOCTU, HOPMATUBHOW YMCNEHHOCTU, rpacdunkos paboT
M yCNoBUi onnaTtbl TpyAa rnepcoHana

BbisiBfieHne pe3epBoOB MNOBbIWEHUS NPOU3BOAUTENIBHOCTU
TpyAa U Ka4eCTBa HOPMUPOBAHUA TpyAda, NOAroTOBKA
npeanomeHMﬁ no USMEHEHUAM YCJ'IOBMI‘;I M orJiatbl TpyAda
nepcoHarsia

MoAroToBKa NpeanoXeHuii No GopMMpPoBaHUIO BIOAXETA Ha
opraHusaumuio Tpyaa nepcoHana

OnpeneneHune apheKTUBHOCTN paboTbl CUCTEMbI OpraHM3aLunm
TpyAa n HOPMUPOBAHUA Tpyaa Ha paboumx mecTax

Heobxoanmblie
yMeHUs

BHeapsiTb METOAbI paLMOHaIbHOW OpraHn3aumMmn Tpyaa

Pa3pa6aTbIBaTb MaHbl OpraHn3aumMOHHbIX U TEXHUYECKNX
MepOHpMﬂTMVI Nno noBbIWLEHNIO MPON3BOANTESTIBHOCTUN TpYyAda

AHanuM3npoBaTb COCTOSSHME HOPMUPOBaHUSA Tpyaa, KavyecTBO
HOpM, NokasaTtesien No Tpyay




AHanusnposaTb 3PPEKTUBHOCTb paboTbl CUCTEMBI
opraHmsaumm Tpyaa nepcoHana n HOpMMpoBaHUSA Tpyaa Ha
pabounx mecTtax

CocTaBnATb U KOHTPOSIMPOBATb CTaTbW pacxoAoB Ha onjaTy
TpyAa nepcoHana Ass nnaHMpoBaHus 6104XeToB

PaboTtaTb C MHPOPMAUMOHHBIMM CMCTEMAMKN N Ba3aMKn AaHHbIX
Nno HOPMMPOBAHWUIO N ONnaTe Tpyaa nepcoHana

PaspabaTtbiBaTb U 0pOpMNATL AOKYMEHTbI MO HAaNpaB/IEHUIO
AesATEeNbHOCTHU

CobntoaaTb HOPMbI 3TUKK AENOBOro obweHns

Heobxoaunmble
3HaHUA

MeToabl yYeTa M aHanmM3a rnokasaTesien no Tpyay v onnate
TpyAa

MeToAbl onpeneneHns, oueHKN U cpaBHEHUS
I'IpOI/I3BO,EI,CTBeHHOl7I MHTEHCMBHOCTU N HaNPAXEHHOCTU TpyAda

MeToAbl HOPMUPOBAHUS TpyAa

Me)oTpacneBble U OTpac/ieBble HOPMATUBbLI TPYAOBbIX 3aTpaT

CoBpeMeHHble pOpMbl, CUCTEMbI OMNNaTbl U y4eTa
NpPON3BOAMTENILHOCTM TpyAa NepcoHana

CucteMbl, MeToabl U HOPMbl MaTepuanbHOro w
HeMaTepuasnbHOro CTUMYJIMPOBAHUS TpyAa nepcoHana

TexHonorMm n MmetToabl GopMMUPOBaHUS U KOHTPONS 610AXKETOB

TexHonornn, MeToabl U METOAUKU MPOBeAEHNS aHannsa u
cucrteMaTmsaumm OKYMEHTOB U MHpOpMaLmmn

OCHOBbI AOKYMEHTO060pOTa N AOKYMEHTALMOHHOIO
obecneyeHuns

Mopsaok Tapudbukaumm paboT n paboumx, yCTaHOBIEHUS
[O/HKHOCTHbBIX OKNaaoB, AOMN/aT, HaabaBoK U KO3 OULMEHTOB
K 3apaboTHOM niaTe, pacyeTa CTUMYIUPYIOLMX BbInaaT

Tapu@dHoO-KBaNnM@PUKaALUNOHHbIE CNPaBoOYHMKN paboT un
npodeccnin pabounx n KeannpuKauMoHHbIE XapaKTepUCTUKU
AO/HKHOCTEN CNy>Xalmx

OCHOBbI TEXHO/IOMrMN NPOU3BOACTBA U AATENIbHOCTU
opraHunsauunm

CTpyKTypa opraHm3auun n BakaHTHble AO/KHOCTU
(npodeccunmn, cneumnmanbHOCTH)

KagpoBas nosnutmka mn ctpaternd opraHmsauum

DKOHOMMKaA Tpyaa

OcHoBbl 06Len 1 coumnmanbHOM NCMXONOrUK, COLMONOTUN N




NCUXOSIOrNK TpyAaa

TpynoBoe 3aKOHOAATENbCTBO M MHble aKTbl, COAepXallune
HOPMbl TPYAOBOIro Npaea

OCHOBbI apXMBHOIro 3aKoHoAAaTENbCTBA U HOPMATUBHbIE
npaBoBble aKkTbl Poccuimnckon deaepaumm, B 4acTu BeAEHUS
AOKYMEHTauun no nepcoHany

OcHOBbI HANOroBOro 3akoHoaaTenbcTBa Poccumckom
denepaumu

3akoHoaaTenbCcTBO Poccuinckon depepaumm 0 nepcoHasnbHbIX
AAHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpraHu3aunun, peryampytolimne
NopsiAOK OpraHmM3auum Tpyaa U HOPMMPOBAHUSA MepcoHana

MopsiAOK 3aKN4YeHns 4orosopos (KOHTPaKTOB)

HopMbl 3TUKK AenoBoro obueHns

ba3oBble OCHOBbI MHPOPMATUKN, CTPYKTYPHOE NOCTPOEHME
MHPOPMALMOHHbBIX CUCTEM U 0COB6EeHHOCTM paboTbl C HUMMU

Opyrue -
XapaKTEPUCTUKHU

3.5.2. TpyaoBasi pyHKUNS

HanmeHoBaHune | OpraHmsauns onnatbl | Kog | E/01.6 | YpoBeHb(NoAypoBeHb)| 6
Tpyda nepcoHana KBanudmkaumm

MpoucxoxaeHne |OpurnHan |3anMCTBOBAHO

Tpy4oBoOM X N3 opurmnHana
dyHKUNN
Koa PerncrpaumoHHbIN
opurnHana HOMep
npoeccrnoHanbHOro
cTaHpapTa

Tpynosble aencrteusa | AHanms YCNELWHbIX KOPNOpaTUBHbIX MPAaKTUK MO OpraHmn3auunmn
CNCTEMbI OrJiaTthbl TpyAda nNepcoHasa

Pa3paboTka cucTeMbl onfaTtbl Tpyaa nepcoHana

dopMUpoBaHMe NaaHOBOro broaxeTa CDOHD,a onsaTtbl TpyAada,
CTUMYJINMPYROLWNX N KOMNEHCAUMOHHbIX BbIrJiaT

BHeapeHne cucteMbl onsiaThbl TpyAa nepcoHana

MoaroToBka I'IpGLU'IO)KGHVIVI no coBepeHCTBOBAHUNIO CNCTEMDI




onnaTbl TpyZa NepcoHana

Heobxoanmble
yMeHUs

CocTaBnsAiTb M KOHTPONIMPOBATb CTAaTbM pacxoaoB Ha onnaTy
TpyAa nepcoHana Aansa naaHnmpoBaHus 6oaxeToB 1 poHAOB

MpUMEHATbL TEXHONOMMM MaTepuasbHON MOTUBALMAN B
yrnpaBneHUn NepcoHanom

PaspabaTbiBaTb KOHLEMLMIO MOCTPOEHUS MOTUBALIMOHHbIX
nporpaMMm paboTHWUKOB B COOTBETCTBUM C LENAMMU
opraHm3aumu

AHanuM3npoBaTb COBPEMEHHbIE CUCTEMbI OnaThl U
MaTepuanbHOM (MOHeTapHOM) MOTUBaUMUK Tpyaa ANns uenen
opraHusaumm

AHanuM3npoBaTb YPOBEHb OMaThbl TpyAa nepcoHana no
COOTBETCTBYHOLWMM npodeccruoHanbHbiM KBanndumnkaumsam

MpoBOANTbL MOHUTOPUHI 3apaboTHOM NaaThbl Ha pbiHKE TpyAa

AHannsnpoBaTb pOpMbl MaTEPUANILHOIO CTUMYJSIMPOBAHUS,
KOMMeHcauuMn 1 NbroT B onnaTe TpyAa nepcoHana

PaboTtaTtb C MHHOPMALMOHHBLIMM CUCTEMaMN M Ba3aMn AaHHbIX
no onnarte TpyAa nepcoHana

CocTaBnsATb NPOrHO3bl pasBUTUS ONAaThbl TpyAa nepcoHana

Cobntogatb HOpPMbI 3TUKKN AeNoBOro obueHuns

Heobxoaunmble
3HaAHUA

®opMbl 1 cucTeMbl 3apaboTHOM NaTbl, NOPSAAOK COCTaBNEHUS
6roaxeToB

Cucrembl, MeToabl U d)OprI MaTeEPMAsZIbHOIo "
HEMaTepmnasibHOro CTuMysinpoBaHua Tpyda nepcoHalsia

TexHonormm n metToabl GOpMMUPOBAHUS U KOHTPONS
6roaxeToB 1 hoHAOB

Mopsaaok Tapudukaumm paboTt n paboumx, yctaHoBAEHUS
AO/MKHOCTHbLIX OK/1afoB, AonsaT, HaabasoKk m
Ko3(pPpunumMeHToB K 3apaboTHOM nnaTte, pacyeTa
CTUMYNMPYIOLWMX BbiNaaT

MeToabl onpenesieHns YNCIIEHHOCTU pa6OTHMKOB

Tapu@dHO-KBaNnMPUKaALUNOHHbIE CNpPaBoOYHMKN paboT un
npodeccnin paboumx n KBarndrKaLuMOHHbIE XapaKTEPUCTUKN
AO/MHKHOCTEN CNy>Xalmnx

MeToAabl yyeTa 1 aHanmnsa rnokasaTenen no Tpyay u
3apaboTHoOM nnarte

TexHonormm, MeToabl U METOANKU MPOBEAEHUS aHaNM3a u
cucTemMaTusaumMm 4OKYMEHTOB M MHGOpMaunm

KagpoBasi nonnTruKa mn cTtpaTerms opraHmsaumm




CTpyKTypa opraHusauumn n BakaHTHbIE OOJ/IXXHOCTMU
(npodeccunmn, cneunanbHOCTKH)

TpyZoBOEe 3aKOHOAATENBCTBO U MHbIE aKTbl, COAepXallme
HOpPMbI TPY/OBOIrO NMpasa

OcHOBbI HANOroBOro 3akoHoaaTenbcTBa Poccumckom
denepaumun

3akoHoaaTenbcTBO Poccuinckon depgepaumm 0 nepcoHasnbHbIX
AAHHbIX

JlokanbHble HOPMATUBHbIE aKTbl OpraHmn3aLmu,
perynupyroLune onnaTty Tpyaa

OCHOBbI TEXHOJIOMMWX MPOU3BOACTBA U AEATENBHOCTH
opraHmsaumm

OcCHOBbI AOKYMeHTO060pOTa U AOKYMEHTALMOHHOIO
obecneyeHuns

Mopaaok 3akaveHns 4oroBopos (KOHTPAKTOB)

OcHoBbI 06Len n coumanbHOM NCUXOMOrMK, COLMOMONUN U
ncuxonorunu Tpyaa

HopMbl 3TUKK AenoBOro obLeHus

Ba3oBble 0CHOBbI MH(OPMATUKU, CTPYKTYPHOE MOCTPOEHME
MHPOPMALMOHHbBIX CUCTEM U 0COBEHHOCTN paboTbl C HUMKU

Opyruve -

XapaKTepuUCTUKMU

3.5.3. TpyaoBasi pyHKUNS

HanmeHoBaHue | ADMUHUCTPUPOBaAHNE Koa [E/03.6|YpoBeHb 6
npoLeccos u (noaoypoBeHb)
AOKyMeHToobopoTa no KBanndukaumm

BOMpocaM opraHunsauunmnm
TPpyAa U orJiatbl NEPCOHAasa

NMpoucxoxaeHne |OpurmnHan X |3anMMCTBOBAHO

TpyLoBOM U3 opuruHana

dyHKUNN

Koz PerncTtpaumoHHbIN
opurmnHana HOMep
npodeccnoHanbHOro
CTaHAapTa

TpynoBble AHanu3 npoueccoB AOKYMeHTO060poTa, NOKaNbHbIX




ANENCTBUSA

[IOKYMEHTOB MO BOMPOCaM opraHusaumm onnaTbl U Tpyaa
nepcoHana

OdopMiieHne 4OKYMEHTOB MO BOMpocaM onnathl U TpyAaa
nepcoHana

MNMoaroToBKa NpeasioXeHU No BONpocaM onsiaTthl U Tpyaa
nepcoHana

MoArotoBKa NMpeasioXXeHui rno coBepLIeEHCTBOBAHUIO CUCTEMbI
onnaThl U OpraHM3auuun Tpyaa nepcoHana

[OKYMEHTALUMOHHOE U OpraHM3aLMOHHOE COMPOBOXAEHME
CUCTEMbI OpraHM3aunm n onnaTtbl TpyAa NepcoHana

MoarotoBka n obpaboTka 3anpocoB N yBeAOMIEHUN O
paboTHMKAX B rocyJapCTBEHHbIE OpraHbl, NpodeccruoHasbHbie
COMO3bl N ApYyrmve npeacTtaBuTeNbHblIE OpraHbl paboTHUKOB, MO
cucTtemMaM onsaTbl U OpraHu3auuu Tpyaa nepcoHana

ConpoBoOXAeHMe AOroBOPOB MO OKa3aHMUIo
KOHCYNbTaUMOHHbIX, MHDOPMALMOHHbIX YCAYr N0 CUCTEMAM
onnaTbl U OpraHM3aunu Tpyaa nepcoHana, Bkao4Yas
npeaBapuTenbHble Npoueaypbl N0 UX 3aKHOUYEHMIO

Heobxoaunmble
yMeHus

O6ecneunBaTb AOKYMEHTALMOHHOE COMPOBOXAEHME
MeponpusATUIA NO onnaTe M opraHn3aumMmn Tpyaa nepcoHana

OdopMAsATb AOKYMEHTbI MO BOMPOCaM oniaTbl U OpraHM3auunm
TpyAa nepcoHana, npeaocTaBfisieMble B roCyAapCTBEHHbIE
opraHbl, NpodeccnoHanbHble CO3bl U ApYyrue
npeacTaBUTENbHbIE OpraHbl paboTHMKOB

AHann3npoBaTb HOPMATUBHbIE N METOAUNYECKMNE OOKYMEHTbI Mo
BOMpocCaM orJiatbl 1 opraHn3aunmn Tpyaa nepcoHarsa

OpraHun3oBbIBaTb XpaHEHWE JOKYMEHTOB B COOTBETCTBUU C
TpeboBaHMSIMM 3aKoHoAaTeNbCTBA Poccuiickon deaepauunm u
NTOKaNbHbIMW aKTaMu opraHusaumm

BecTu yyeT 1 perncrpaumio 4OKYMEHTOB B MHDOPMALMOHHbIX
CMCTeMax M Ha MaTepuasnbHbIX HOCUTENSX

PaboTtaTb C VIHCbOpMaLI,VIOHHbIMVI cucteMamm U 6azamMm gaHHbIX
no cMctemaM orJiatbl N oOpraHndaunmn Tpyda nepcoHasia

MNpoun3BoanTb NpeaBapuUTesbHblE 3aKyMNOYHble Npoueaypbl U
0bopMNATL COMYTCTBYIOLYH AOKYMEHTALMIO MO 3aKIHUYEHUIO
[lOroBOpOB

BecTn nenoByto nepenucky

CobnogaTb HOPMbl 3TUKWN OENOBOIO obweHus

Heobxoanmblie
3HaHUA

Mopsaok oopMIeHUs!, BEAEHUS U XPaHEHUS [OKYMEHTaLUuMun
No cUcTemMaM onaTbl U OpraHM3aunu Tpyaa nepcoHana




HopMaTuBHbIE NPaBOBbIE aKTbl, PErY/INPYIOLLME NMPaBa U
0653aHHOCTN roCylapCTBEHHbIX OPraHOB M OpraHn3auum no
NPeAOCTaB/IEHNIO YUYETHOW JOKYMEHTaLUUmn

TexHoNormm, MeToAbl U METOAMKWN MPOBEAEHUS aHaNM3a m
cucTemMaTusaumMm 4OKYMEHTOB U MHGopMaumm

JlokanbHble HOpMaTUBHbIE aKTbl OpraHuU3aunun, perynmpytowmne
NopsSiAOK OnJaThl, OpraHM3aunm 1 HOpMMpPOBaHUSA TpyAaa

OcHOBbI AOKYMeHTO060pOoTa U AOKYMEHTALMOHHOIO
obecneyeHuns

Mopsiaok bopMmmpoBaHus, BeaeHnsa 6aHKa AaHHbIX U
npeaocTaBNeHNss OTYETHOCTM NO CMCTEMAM onnaThbl U
opraHusauuu Tpyaa nepcoHana

TpynoBoe 3aKOHOAATENbCTBO M MHblE aKTbl, COAepXallune
HOPMbl TPYAOBOIro NpaBa

OCHOBbI apXMBHOI0 3aKoHOA4ATENbCTBA M HOPMATUBHbIE
npaBoBble akTbl Poccuinckon degepaunmn, B 4actn BeaeHuUs
AOKYMEHTaunm rno nepcoHany

OcHOBbI HANOroBOro 3akoHoaaTenbcTBa Poccumckom
depepaumnmn

3akoHoaaTenbCTBO Poccuitckoit depepaunm o NnepcoHanbHbIX
[AaHHbIX

MopsiAOK 3aKNYeHns 4oroBopoB (KOHTPaKTOB)

Mopsaok NpoBeAeHUs 3aKyNoYHbIX npoueayp U odopmieHus
COMyTCTBYHOLWEN AOKYMEHTaUNN

HopMbl 3TUKKN 4Een0BOro obweHuns

Ba3oBble 0CHOBbI MHDOPMATUKN, CTPYKTYPHOE MOCTPOEHME
MH(POPMALIMOHHBIX CUCTEM U 0COBEHHOCTU paboTbl C HUMMK

Opyrune -
XapaKTePUCTUKU

3.6. ObobLyeHHas TpyaoBas pyHKUNS

HanmeHoBaHue | [leaTenibHOCTb Mo Koa F |YpoBeHb 6
opraHmsaumu KBanmdukaumm
KoprnopaTuBHOM

coumanbHOW NOSINTUKMU

MpouncxoxaeHne |OpurnHan |3aMMCTBOBAHO
0606LeHHON X N3 opurmnHana
TpyAoBOM
dyHKUNN




Koz PerncTtpaumoHHbIN
opurmHana HOMep
npoceccnoHanbHOro
cTaHgapTa

Bo3MOXHble
HanMeHOBaHUA
DOJMHKHOCTEN,
npodeccunmn

CneuymanucT no coumanbHbIM NporpamMmamM

Cneunanuct no paboTte c npeactaBuUTeNbHbIMU OpraHaMu
paboTHMKOB

CneumannucT no KoprnopaTtMuBHOM COUManbHOM NOAUTUKE
CneunanucTt no nepcoHany

MeHe)xep no nepcoHany

TpeboBaHusa K
obpa3oBaHuUo n
oby4yeHunto

Bbicwee ob6pasoBaHme

[JlononHuTenbHoe npodeccnoHanbHoe obpasoBaHue -
nporpamMmMbl NpodecCuoHanNbHON NepenoaroToBKN U
NporpaMMbl NMoBblWEHUS kKBanudunkaumm B obnactm
coumarnbHbIX NPOrpamMm

TpeboBaHus K
onbITy
NpakKTU4YecKom
paboTbl

Ocobble ycnosus
aonycka kK pabote

Opyrune
XapaKTepUCTUKHU

ZornosIHUTE/IbHbIE XapaKTePUCTUKU

HanmeHoBaHue Kog HanmeHoBaHmne 6a30B0OM rpynnbl, AOSXKHOCTU
ONOKYMeHTa (npodeccnn) nnm cneunanbHOCTU
OK3 2412 CneunanucTbl Mo Kagpam v npodopmneHTaumm
3423 Cneuwanmctbl KaZApOBbIX CNYyX6 un
yupexaeHun 3aHATOCTHn
EKC - CneumanucTt no Kagpam
- MeHep)xep nNo nepcoHany
oKnartpe 27755 DKOHOMMUCT Mo TPyAy
22956 MHcnekTop nNo Kagpam
OKCO = =

3.6.1. TpyaoBas ¢pyHKUNS




HanMmeHoBaHue | Pa3zpaboTka Koa [F/01.6|YpoBeHb 6
KoprnopaTuBHOM (noaypoBeHb)
coumanbHON NONUTUKHK KBanudunkaymm

MpouncxoxaeHne |[OpurnHan |3anMCTBOBAHO

TpyAoBOM X U3 opuruHana

dyHKUNN

Ko PerncrpaumnoHHbIn
opurmHana HOMep
npoceccnoHanbHoOro
cTaHgapTa
TpyaoBble AHanNn3 ycnewHbIX KOpnopaTUBHbIX NPaKTUK MO OpraHm3aumu
OEeNCTBUS couManbHOro napTHepCTBa, counanbHOM OTBETCTBEHHOCTU U

coumManbHbIX MPOrpamMm

PaspaboTka KOpnopaTMBHbIX COLManbHbIX MPOrpaMm

PaspaboTka cucTeMbI BbiNaaT paboTHMKaAM coumanbHbIX JIbroT

OpraHusaums neperoBopoB C NpodecCuoHanbHbIMU COO3aMn U
ApPYrvMu npeacTaBuUTeIbHbIMM OpraHamMmu paboTHUKOB,
obLlecTBeHHbIMW OpraHmM3aumsmMm, B3aMMoaencTeme C
roCyAapCTBEHHbIMM OpraHamm

MoaroToBKka npeasioXxeHuni no dopmmpoBaHmio 6roaxxeTa B
yacTmn obecneyeHuss KOprNopaTUBHOM CcouManbHOW NOAUTUKMU

Heobxoaumble
yMeHus

OnpenensTb LeneBble rpynnbl NepcoHana ans paspaboTku
creunanm3npoBaHHbIX COUManbHbIX MPOrpamMMm

[loBoanTb MHMOPMALNIO O COLManbHbIX MporpaMmax Ao
LiefieBbIX rPynn NepcoHana C UCMNosib30BaHUEM UHCTPYMEHTOB
BHYTPEHHUX KOMMYHUKaLMM

OnpenensiTe KPUTEPUM U YPOBHWN YAOB/IETBOPEHHOCTU
nepcoHarna

Mcnonb3oBaTb MaTepuanbHble N HEMaTepuasibHble CUCTEMDI,
METOAbI N CbOprI MOTUBaALUMWM B ynpaBJIEHNN NEPCOHAJIOM

Onpepenatb 06BLEMbI CPeACTB AN peanmsaumm coumanbHbIX
rapaHTU, KOPMOpaTMBHbLIX JIbFOT U UHbIX 3N1EMEHTOB
KOpMopaTUBHbIX COUManbHbIX NporpamMmm ans dopMmnpoBaHus
6roaxeToB

CocTaBndaTb U KOHTPO/MPOBATb CTaTbM PAacxo4oB Ha
coumanbHblE NMporpaMmbl and niaHMpoBaHUA 6roaxeToB

MNpoun3BoanUTb NpeaBapuUTesbHble 3aKyMNOYHble Npoueaypbl U
ocdopMneHne conyTCTBYOLEN NOKYMEHTALMM MO 3aKIHUYEHUIO
[10roBOpPOB




CobntogaTb HOPMbI 3TUKK A€N0BOro obweHns

Heobxoanmble
3HaHUA

Mopsaaok u MetToabl pa3paboTKM MJaHOB U MporpamMm
COoLMaNibHOro pa3BUTUS OpraHM3auum

MeToabl aHanu3a BbINMOSIHEHUS COUMANbHbIX NpOrpamMmMm um
onpeneneHmns nx aKkoHoMmyeckom aHeKTUBHOCTH

CucrteMbl, MeToabl U OpMbl MaTEPUANBHOIO U
HeEMaTepuanbHOro CTUMyNMpoOBaHUA Tpyaa NepcoHana

TexHonorum n Metoabl GopMMpPOBaAHNA U KOHTPONS 60AXKETOB

MeToAabl NpOBeAEHUS COLIMONOMMYECKUX NCCIea0BaHNN,
N3yyeHus o6LWEeCTBEHHOrO MHEHUS

TexHoNorum, MeToAbl U METOAMKWN MPOBEAEHUS aHanu3a m
cuctemMaTusaumMn AOKYMEHTOB U MHGopMaumu

MopsiaoK NpoBeAeHUs 3aKyNOYHbIX npoueayp n oopMaeHus
COMYyTCTBYIOLLEN AOKYMEHTaLnmn

OcHoBblI I'IpOVI3BO,CI,CTB€HHOVI ADEATENDbHOCTU OpraHm3aunmn

OcHoBbIl 06Len n coumanbHOM NCUXOAOrMK, COLUMONOTUN U
ncuxonormu Tpyaa

CTpyKTypa, uenu, ctpaTerus 1 Kaaposasi NoamMTMKa
opraHusaumm

TpyAoBOe 3aKOHOAATENBbCTBO U MHbIE aKTbl, CoAepXalime
HOPMbl TPYA0BOro NMpaBa

OcCHOBbI HaNOroBoOro 3akoHoaaTenbCcTBa Poccumckomn
depnepauunmn

HopMaTuBHbIE NpaBOBbIE aKTbl, PEryMpytoLMe rnpasa u
06513aHHOCTW rOCYyAapCTBEHHbIX OpraHoB, NpodeccMoHabHbIX
CO30B U APYruX NpeacTaBUTEsIbHbIX OpraHoB paboTHMKOB

3akoHoaaTenbCcTBO Poccmmnckomn depepaumm o NepcoHanbHbIX
AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHM3aunn, perynmpytoLime
nopsaok opMUpPOBaHUS COLMANIbHOM MOSTUTUKU

OCHOBbI NPaBOBOro perynMpoBaHus Poccuinckoir deaepauunm
nopsiaka 3ak/to4YeHNN AOroBOPOB (KOHTPAKTOB)

HopMbl 3TUKKN 4en0BOro obweHus

Ba3oBble 0CHOBbI MHOOPMATUKN, CTPYKTYPHOE MOCTPOEHUE
MH(POPMALIMOHHBIX CUCTEM U 0COBEHHOCTU paboTbl C HUMMU

Apyruve
XapaKTEPUCTUKN

3.6.2. TpyaoBas ¢pyHKUns



HanMmeHoBaHue | Peannsauus Koa | F/02.6 |YpoBeHb 6
KoprnopaTuBHOM (noaypoBeHb)
CouManbHOW NOJINTUKMU KBanudunkaymm

MpouncxoxaeHne |OpurnHan |3aMMCTBOBAHO

TpyAaoBOM X U3 opurnHana

dyHKUNN

Ko PerncrpaumnoHHbIn
opurnHana HOoMep
npocdeccnoHanbHOro
CTaHaapTa

TpyAaoBble AeNCTBUS

BHeapeHue KopnopaTUBHbIX COUManbHbIX MPOrpaMM, B TOM
4yucsie No CoumanbHOM NMoaaepKKe OTAENbHbIX Fpynn
paboTHMKOB

Peannsaumsa cuctemMbl COUManbHbIX NIbroT, BbinjaT
paboTHMKaM c yyeToM TpeboBaHW 3aKOHOAATENbCTBA
Poccuinckon depgepauymu

OueHka yaoBNeTBOPEHHOCTM NepcoHana KopnopaTUBHOWM
COLManIbHOMN MONUTUKOM

OueHka 3pPeKTUBHOCTN MEPONPUSATUN KOPNOpPaTUBHOM
coumanbHOM NOSINTUKM

MoaroToBKa NpeasoXXeHMn No COBEPLUEHCTBOBAHMIO
MEepOonpUATUA KOPNOpPaTUBHOM COLMANIbHOM NOAUTUKMU

MoAroToBka NpeanoXeHui no GopMmMpoBaHuo boaxeTa Ha
peanusaumio KoprnopaTMBHOW COLMANbHOM MOMUTUKN U
coumanbHbIX NporpamMM

Heobxoaunmble
yMeHus

PaccuuTbiBaTb 3aTpaTbl Ha NpoBeaeHune
cneunanmn3npoBaHHbIX COLUMAIbHbIX NMporpaMmm

MpoBOANTE MOHUTOPUHI YCMELHbIX KOPNOPaTUBHbIX
coumanbHbIX NporpamMmm

MpoBOANTb MEPONPUATUSA B COOTBETCTBUM C KOPNOPAaTUBHOM
CcouMaNbHOMN MOSINTUKOM

OnpepnenaTtb LenesBble rpynnbl NepcoHasna Anas co3gaHus
cneunanmn3npoBaHHbIX COLUMabHbIX NMporpaMmm

OnpenensiTe KPUTEPUU U YPOBHU Y0B/IETBOPEHHOCTU
nepcoHarna

Onpepenatb 3dPEKTUBHOCTb MEPOMPUATUIA peannlyemMon
KoprnopaTuBHOM coumanbHOM NOAUTUKMU

OpFaHVI3OBbIBaTb B3aMmMoaencreme C rocygapCrBe€HHbIMU




opraHamm, npodeccruoHanbHbIMM COO3aMN U APYTMMHU
npeacTtaBuTeNbHbIMM OpraHamMmm paboTHUKOB,
obuwecTBEHHbIMN U MHBIMW OpraHn3aumMsaMm NO BOoNpocam
peannsaumm KopnopaTMBHOW couManbHOM MOMUTUKMU

AHann3npoBaTb PbIHOK YCAYr Mo couMasibHbIM U
cneunanm3npoBaHHbIM NporpaMmmam counanbHOMn noaaepXKu
YJ1IEHOB LUENEBBLIX Tpynn M roTOBUTb NpPeasIoXXeHNA Nno nx
MoCTaBLWMKaM

Mpoun3BoauTb NpeaBapuUTesibHbIE 3aKyMNOYHbIe Npoueaypbl U
0popMNISATb CONYTCTBYHOLLYIO AOKYMEHTALMIO MO 3aK/IF0UYEHUIO
1IOrOBOPOB

CobntoaaTb HOPMbI 3TUKK AE€N0BOro obLeHns

Heobxoaunmble
3HaHUA

Bonpockl ynpaeneHus coumanbHbIM pa3BUTUEM OpraHu3aummn

MeToabl aHanmM3a BbIMOJIHEHMS KOPNOPATUBHbBIX COLMANbHbIX
nporpamMm m onpeaeneHnst UX 3KOHOMUYECKOM
3P HEKTUBHOCTU

CucrteMbl, MeToabl, GOpMbl MaTepManbHOro u
HeMaTepuasnbHOro CTUMy/IMPOBaHMsS Tpyaa nepcoHana

MeToabl NPOBEAEHUS COLUMONIOMMUYECKNX UCCIeA0BaHUA,
n3yyeHmnst obLLECTBEHHOIO MHEHUS

TexHonornn, MeToabl U METOAUKU MPOBeAEHUNS aHannsa u
cncreMaTmdaumm JOKYMEHTOB U VIHCI)OpMaLI,VIVI

HopMaTuBHbIE NpaBOBbIE aKTbl, Perynpytolme npasa u
06513aHHOCTM roCyAapCTBEHHbIX OPraHoB,
NpodeccnoHanbHbIX CO30B U APYrUX NMpeacTaBUTEbHbIX
opraHoB paboTHMKOB MO NPeAOCTaBIEHUIO YUETHOM
[OKYMeHTaumm

Mopsaok NpoBeAeHUS 3aKyMOYHbIX npoueayp 1 obopmeHus
COMyTCTBYHOLWEN AOKYMEHTAUUN

CTpyKTypa, uenu, cTpaTerns 1 Kaaposasi NoamMTmKa
opraHusaumm

OcHoBbI ﬂpOVI3BOD,CTB€HHOVI AEATENNIbHOCTU OpPpraHn3aunm

OcHoBbl 06Len 1 coumanbHOM NCMXONOrUK, COLMONOTUN N
ncnxosiornn Tpyaa

TpyaoBoe 3aKOHOAATENLCTBO M UHbIE aKTbl, CoepXaliue
HOpPMbI TPYA0BOIro npasa

OCHOBbI apXMBHOIoO 3akKOHOA4ATeNbCTBA U HOPMATUBHbIE
NMpaBOBbIE AKThl Poccunckon denepauunun, B YaCTu BeaeHUS
AOOKyMeEeHTaunn no nepcoHany

OcHOBbI HANOroBOro 3akoHoaaTenbcTBa Poccumckom




depepaummn

3akoHoaaTenbCcTBO Poccumnckon depgepaumm 0 nepcoHasbHbIX
AAHHbIX

JlokanbHble aKTbl OpraHmM3aunm, peryampytolmne nopsaok
BHEAPEHUS COUNANbHOM NONUTUKMU

MopsiaoOK 3aKNYeHns 4oroBoposB (KOHTPaKToOB)

HopMbl 3TUKM AenoBoro obuweHuns

Ba3oBble OCHOBbI MHPOPMATUKN, CTPYKTYPHOE NOCTPOEHME
MHPOPMALMOHHbBIX CUCTEM U 0COBEHHOCTN paboTbl C HUMKU

Opyrve -
XapaKTepUCTUKM

3.6.3. TpyaoBasi pyHKUNS

HavmeHoBaHne | ADMUHUCTPUPOBAHME Kog |F/03.6|YpoBeHb 6
NpoLLEeCccoB U (noAypoBeHb)
AOKyMeHToobopoTa no KBanmdukaumm

BOMNpoOCaM KOprnopaTuBHOM
counanbHOM MOSINTUKN

MpoucxoxaeHne |OpurnHan X |3anMCTBOBaHO

TPpyAOBOW N3 opurnuHana
dyHKUMN
Kog PermctpaumoHHbIN
opuruHana HOMep
npodeccMoHanbHOro
cTaHgapTa
TpyaoBble AHanu3 NpoueccoB AOKYMEHTO0b60poTa, N0KasbHbIX
AencTBus AOKYMEHTOB MO BOMNpPOCaM KOPNopaTUBHOM COLManbHOM
NOAUTUKN

[lOKyMeHTaUMOHHOEe 0hOpMJIEHNE pe3y/IbTaToB
KOpNopaTUBHOW couManbHOM MOMUTUKK

MoAroToBka NpeanoXeHui No pasBUTUIO KOPNopaTUBHOM
coumanbHON NOSINTUKM

MoaroTtoBka pe3ysnbTaToB aHasiM3a COOTBETCTBUSA
KoprnopaTuBHOW coumanbHOW NOAUTUKU TpeboBaHNAM
3aKoHoaaTesnbcTBa Poccunckon depepaumm n yCcnoBusam
pblHKa TpyAa

[JOKyMeHTauMOHHOEe U OpraHM3aunMoHHOEe CONPOBOXAEHME
MEepOnpUATUA KOPNOpaTUBHOM COLMaNbHOW NOAUTUKMU




MoarotoBka n obpaboTka 3anpocoB 1 yBeAOMIEHUIN O
paboTHMKAaX B rocyaapCTBEHHbIE OpraHbl, NpodeccruoHanbHble
COMO3bl N Apyruve npeactaBuTebHbIE OpraHbl paboTHUKOB MO
BOMNpPOCaM COUMaNbHON MOSIMTUKN B OTHOLLEHWM MepcoHana

ConpoBoXaeHMe AOroBOPOB MO OKa3aHUK KOHCYNbTaLUMOHHbIX
N MHPOPMALIMOHHBIX YCYr MO MEPOMNPUATUSM KOPrOpaTUBHOM
coumanbHOM NONIMTUKK, BKIKOYAs NpeaBapuTenbHble
npoueaypbl N0 UX 3aKJIIOUYEHUIO

Heobxoanmble
yMEeHUA

OdopMnATb AOKYMEHTbI MO BONPOCAM KOPNopaTUBHOM
counanbHOM MOSINTUKK, NMpeaocTaBaseMble B
rocygapCTBEHHble OpraHbl, NpeacTaBUTEeNbHbIE OpraHbl
paboTHMKOB

AHanun3npoBaTb Npasuia, NOpsaKn, npoueaypbl
KOoprnopaTuUBHOW coumanbHOW NOAUTUKU

ObecneuunBaTb AOKYMEHTaUMOHHOE COoMnpoBOXAEHUNE
coumManbHOW NOJUTUKN B OTHOLLEHUM nepcoHana

OpraHusoBbiBaTb XpaHeHNe AOKYMEHTOB B COOTBETCTBUU C
TpeboBaHUSAMM apXMBHOIO 3aKoHoAaTeNbCTBa POCCMINCKOM
depepaumm 1 NoKanbHbIMU aKTaMM OpraHmn3aumnm

MNpoun3BoAMTb NpeaBapuUTesbHbIE 3aKyMNOYHble Npoueaypbl U
0bopMNATL CONYTCTBYOLWYHO AOKYMEHTALMIO MO 3aKIHUYEHUIO
[10roBOpoOB

PaboTaTtb C VIHd)OpMaLI,VIOHHbIMVI cuctemamm n 6aszamm AaHHbIX
Mo BOMpocCam counanbHOM MOSIMTUKN B OTHOLLEHUN nepcoHana

BecTn yyeT 1 perncrpaumio AOKYMEHTOB B MH(POPMALIMOHHbIX
CMCTeMax M Ha MaTepuasnbHbIX HOCUTENSX

BecTn genoByto nepenucky

Cobntogatb HOPMbl 3TUKWN OENOBOIro obweHuns

Heobxoaunmble
3HaAHUA

Mopsaok oopMIeHUs!, BEAEHUS U XPaHEHUS JOKYMeHTaUuMun
MO COLUMANbHOM NONUTUKE B OTHOLUEHWM NepcoHana

Mopsaok hopMmnpoBaHus, BeaeHMs 6aHKa AaHHbIX U
npenocTaBneHns OTYETHOCTU MO BOMPOCaM coumanbHOM
NOJSINTUKM B OTHOLUEHMU NepCcoHana

TexHonornn, MeToabl U METOAUKU MPOBELEHNS aHannsa u
cucrteMaTmsaumm OKYMEHTOB U MHMOpMaLmmn

OcCHOBbI AOKYMEHTO060pPOTa U AOKYMEHTALMOHHOIO
obecneueHuns

Mopsaaok NpoBeAeHNs 3aKyMoYHbIX nNpoueayp n ocopMaeHus
COMyTCTBYHOLEN AOKYMEHTaUNUN

CTpyKTypa opraHm3auum n BakaHTHbIE AOSIKHOCTH




(npodeccumn, cneunanbHOCTH)

TpynoBoe 3aKOHOAATENbCTBO M MHblE aKTbl, COAepXallne
HOPMbl TPYAOBOIro Npaea

OCHOBbI apXMBHOI0 3aKOHOA4ATENbLCTBA U HOPMATUBHbIE
npaBoBble aKTbl Poccuimnckon deaepaumm, B 4acTu BeAEHMUS
AOKYMEHTauun no nepcoHany

OcHOBbI HANOroBOro 3akoHoaaTenbcTBa Poccumckom
denepaumu

HopMaTMBHbIe NPaBOBbIE aKTbl, PpEryMpyoLne npasa u
0643aHHOCTW FOCYAaPCTBEHHbIX OpraHoB, NpodeccnoHanbHbIX
CO30B U APYrnx NpeactaBUTENIbHbIX OpraHoB PaboTHUKOB MO
NpeaoCcTaBeHUI0 YYETHON AOKYMEHTaLMN

3akoHoaaTenbCcTBO Poccuinckon depgepaumm 0 nepcoHasnbHbIX
AAHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHn3aunmn, peryanpytowme
NopsAOK BHEAPEHUS KOPMOPAaTUBHOM COLManbHON NMOSUTUKMU U
coumanbHbIX MPOrpaMMm

Mopaaok 3aknveHns 4oroBoposB (KOHTPAKTOB)

HopMbl 3TUKWN Ae/10BOro o6LeHuns

Ba3oBble 0OCHOBbI MHPOPMATUKKN, CTPYKTYPHOE MOCTPOEHME
MHPOPMALMOHHbBIX CUCTEM N 0COBEeHHOCTN paboTbl C HUMM

Opyrue
XapaKTepPUCTUKU

3.7. O6obLyeHHas TpyaoBasi pyHKUNS

HauvmeHoBaHune | OnepaumnoHHOE ynpaB/eHue Kog YpoBeHb
nepcoHasioMm u nogpasgesieHnem KBanmdukaumm
opraHusaummu

MpoucxoxaeHne |OpurnHan |3auMCTBOBAHO

0606LweHHON X U3 opuruHana

TpyAOBOM

dyHKLMNN

Koz PerncTtpaumoHHbIN
opurmnHana HOMep
npodeccrnoHanbHOro
CTaHAapTa
Bo3MOXHbIe PykoBoauTesnb CTPYKTYPHOro noapasaeneHuns
HanMeHOBaHUS HayanbHUK CTPYKTYpPHOro noapasaeneHuns




DO/MHKHOCTEN,

npodeccnm

TpeboBaHusa K Bbicwee obpa3oBaHuMe - cneunanuTeT, MarucTpaTtypa

obpasoBaHuto u [ononHutenbHoe npodeccruoHanbHoe obpasoBaHue -

oby4yeHunto nporpamMmMbl NpodeccMoHanbHON nepenoaroToBkn B ob6nacTtum
ynpaBaeHuUs nepcoHasioM, onepaunoHHOro U TaKTUYeCKoro
ynpaB/eHUs; NporpamMmMbl NOBbILLIEHNS KBanndukaumm B
obnactn ynpasnieHnst NnepcoHanoMm, ornepaLmoHHOro n
TaKTUYeCKoro ynpasneHus

TpeboBaHusa K He mMeHee naTn net B 06/1acTu ynpasaeHUss nepcoHanom

onbITYy

NPaKTUYECKOWM

paboThl

Ocobble ycnosus -

aonycka kK pabote

Opyrue -

XapaKTepUCTUKN

LornosHnTenbHbIEe XapaKTepUCTUKM

HanmeHoBaHMe Koa
AOOKYMeHTa

HanmeHoBaHue 6a30B0M rpynnbl, A0KHOCTU
(npodeccnn) nnm cneunanbHOCTU

OK3 1232

PykoBoauTenu noapasaeneHunin (cnyxo)
ynpaB/fieHns KagpaMm 1 TpyL0BbIMU
OTHOLLUEHNSAMMU

EKC -

HadanbHWK OoTAENa Kaapos

HadanbHWK oTAena opraHmsauuu v onsathbl
TpyAa

HadanbHWK oTAena NoAroToBKM KaapoBs

HadanbHWK oTAena counanbHOro pa3BuTng

3aBeayowmnn (Ha4yanbHUK) OTAENOM KaapoB

oKnAartp 24063

MeHemxep no nepcoHany

3.7.1. TpyaoBas ¢pyHKUNs

HaumeHoBaHue | PazpaboTka cuctemsl Koa | G/01.7 |YpoBeHb 7
onepaunoHHOro (noaypoBeHb)
ynpasneHusa nepcoHasiom u KBanmdukaumm

noapasaeneHus

paboTbl CTPYKTYpPHOro




MpoucxoxaeHune

OpurmnHan X |3anMMCTBOBaHO

TpyAoBOM U3 opurnHana
dyHKUNN
Koa PerncrpaumnoHHbIn
opurnHana HOMep
npoceccnoHanbHOro

cTaHgapTa
Tpynosble AHanm3 ycnewHblX KOpnopaTUBHbIX NMPaKTUK MO BOMpoOCaM
OENCTBUS CTpaTernyeckoro U ornepaTtuBHOIro yrnpaBfeHns nepcoHanoMm

opraHusaumm

MNMocTaHOBKa onepaTUBHbIX Liener no Bonpocam ynpaBneHus
nepcoHanom

Pa3paboTka NnaHoB, MPOrpamMm 1 npoueayp B ynpasieHUn
NepcoHasioMm

Pa3paboTka npeasioXXeHuni nNo CTpyKType noapasaeneHns m
noTpebHOCTM B NepcoHane

Pa3paboTka npeasioxeHuni no obecrneyeHmo NepcoHasnom,

(opMMpPOBaHMNIO CUCTEM OLEHKWN, pa3BUTUS, oNnaTtbl TPyAa,
KOPMOpaTMBHbIM COLManbHbIM NMporpaMMaM 1 coumanbHOM

nosnTuKe

Pa3paboTka npeasoxeHunin o 3atpatax u GOpMMPOBAHUIO
6roaxxeTa Ha nepcoHan

Pa3pa60T|<a Hpeﬂ,ﬂO)KeHMVI Mo 3aKJIIYEHNIO AOroBOPOB Mo
ynpaBaeHUto nepcoHasioM C noCtaBWMKaMn ycnyr u
npoBeageHne npeaBapmUTesibHbIX npoueayp rno nx 3akKarn4eHunro

Heobxoaumble
yMeHus

OpraHun3oBbIBaTb paboTy nepcoHana CTPyKTYpPHOro
noapasaeneHus

OnpenensiTb 3a4aun nepcoHasna CTPYKTYpPHOro
noapasaeneHuns, ncxoas U3 Lenen u ctpaTermn opraHmsaumm

Co3naBaTb M ONUCbIBATb OPraHU3aLMOHHYI0 CTPYKTYpY, LEnu,
3a4a4u, DYHKUMU CTPYKTYPHOro noAapasaeneHuns

MpUMEHATbL METOAbI YNPABIEHUA MEXTNYHOCTHBLIMU
OTHOWEHNAMU, DOPMUPOBAHUSA KOMAHJ, Pa3BUTUA NUAEPCTBA
N NCNONTHUTENBHOCTU, BbISBNIEHUS TANAaHTOB, ONpeaeseHuns
YA 0B/IETBOPEHHOCTU paboTol

OnpepnenaTtb, aHanu3npoBaTb, MOAENNPOBaTb U BbICTpanBaTb
BHYTpPEHHWUE KOMMYHUKaLUUNWN NEPCOHAasa

Pa3pabaTbiBaTb NPOEKTHbIE MPEASIOXEHNS U MEPONPUATUSA NO
adpdekTnBHOM paboTe nepcoHana




BHeapATb cTpaTernto no ynpassieHUo NepcoHasioM

CocTaBnfATb, pacCcynTbiBaTb, KOPPEKTUPOBATL U
KOHTPONMpPOBATb CTaTbM pacxXoAoB Ha NepcoHarn,
paspabaTbiBaTb NpeasoXeHns rno 3aTtpataM Ha nepcoHan ans
dopMupoBaHusa brogxerta

MpeacTtaBNATb MHTEPECHI OpraHM3aumMn U BECTU NEPErOBOPbLI C
npodeccrMoHanbHbIMK COKO3aMN U APYTUMU
npeAcTaBUTENbHbIMM OpraHamMu paboTHMKOB,
B3aMMOAENCTBOBATb C rOCyAapCTBEHHbIMW OpraHnU3aumsamMu

AHanusupoBaTb MHMOpPMaLMIO MO NOCTaBLUMKAM YCyr B
obnactv ynpaB/ieHMs1 NepCoOHasioM U Mo YC/0BUSM
3aKJIl04aeMbIX AOrOBOPOB

Mpon3BoaUTb NpeaBapuUTesibHbIE 3aKyMNOYHbIe NpoLeaypbl U
opOpMIATb CONYTCTBYHOLLYIO AOKYMEHTALMIO MO 3aK/IHOYEHUIO
[1IOrOBOPOB

PaboTtaTtb C MHHOPMALMOHHBLIMK cUCTEMaMK 1 6azaMn AaHHbIX
No BONpOCaM ynpasfieHUs NepcoHasiom

OpraHu130BbIBaTb M NPOBOANTL KOPNOPATUBHbIE MEPONPUATUS
C NepcoHasioMm

CobntoaaTb HOPMbI 3TUKK AE€N0BOro obLeHns

Heobxoaumble
3HaHUA

MeToabl, CNOCO6bl N MHCTPYMEHTbI YNpaBfeHUsi NepcoHasioM

Llenn, cTpaternsa pasButumsa um 6busHec-nnaH OopraHunsaumnm

MonuTuKa ynpaBfeHus nepcoHasioM opraHusaumm

MeToabl aHann3a KOJIMYeCTBEHHOro U Ka4yeCTBEHHOro cocrtaBa
nepcoHarsia

CucrteMbl cTaHAapToB No 6usHec-npoueccam, npodeccusam,
HopMaM Tpyaa

CucreMmbl, MeToabl U CbOprI MaTEPUAJIbHOIo n
HEMaTeEpMasibHOro CTMyJinpoBaHua Tpyda nepcoHasia

TexHonormn v MeToabl (bOpMVIpOBaHVIFI N KOHTPOJIA 6roaxeTos

Mopsaok NpoBeAeHNs 3aKyMoYHbIX nNpoueayp n ocopMaeHus
COMYyTCTBYHOLWEN AOKYMEHTaUMN

OcHoBbI HpOM3BOﬂ,CTB€HHOVI AEATENNbHOCTU OpraHn3aunm

OcHoBbl 06Len 1 coumnmanbHOM NCMXONOrUK, COLMONOTUN N
ncnxosornn Tpyaa, aKOHOMUKK Tpyada, 6e3onacHbIX YCﬂOBMVI

TpyAa

CTpyKTypa opraHusaumm

TpyZoBOe 3aKOHOAATENBCTBO U UHbIE aKTbl, coaepalime
HOPMbI TPYAOBOIro Nnpasa




OcCHOBbI apXMBHOIro 3aKoHoA4AaTENbCTBA U HOPMATUBHbIE
npaBoBble aKkTbl Poccnimnckon depepaumm, B 4acTu BeAEHMUS
AOKYMEeHTauun no nepcoHany

OcHOBbI HANOroBOro 3akoHoAaaTenbcTBa Poccumckom
denepaumu

OcHOBbI MUIFpPaUMOHHOIO 3aKkoHoaaTenbCcTBa Poccmimckon
denepaumm, B 4HaCTM NpUBNEYEHUSA N TPYAOYCTPOMCTBA
WHOCTPaHHbIX rpaxaaH n nuu 6e3 rpaxaaHcTea

OCHOBbI aAMUHUCTPATUBHOIO 3aKOHOAATENbCTBA B 06/1aCTU
yrnpaBneHuUs NepcoHasioM U OTBETCTBEHHOCTU A0JIXKHOCTHbIX
vy,

3akoHoaaTenbCcTBO Poccunckon depgepaummn no sawmre
NepCOHaNbHbIX AAaHHbIX

JToKanbHble HOPMAaTMBHbIE aKTbl OpraHusaumMm B 061acTu
ynpaBfieHNss NepcoHanoMm

MopsiAOK 3aKNoYeHns 4orosoposB (KOHTPaKTOB)

HopMbl 3TUKK AenoBoro obueHus

Ba3oBble 0OCHOBbI MHPOPMATUKN, CTPYKTYPHOE MOCTPOEHUE
MHPOPMALMOHHbBIX CUCTEM N 0COBEeHHOCTN paboTbl C HUMM

Opyrune
XapaKTePUCTUKU

3.7.2. TpyaoBasi pyHKUNS

HanmeHoBaHue | Peanusauunsa Koa | G/02.7 | YpoBeHb 7
onepaunmoHHOro (nooypoBeHb)
ynpaBaeHust NnepcoHasoM 1 KBanmdukaumm
paboTbl CTPYKTYpPHOro
noapasaeneHus

MpoucxoxaeHne |[OpuruHan X|3anMCTBOBAHO

TpyAOBOM
dyHKUNN

n3 OpUrmnHarsa

Koa PerncrpaumoHHbIN
opurmnHana HOMep
npodeccrnoHanbHOro
CTaHAapTa

TpyAnoBble AeNCTBUSA

lMnaHnpoBaHWe aeaTenbHOCTU nogpasaesieHns n nepcoHana

OnepaTuBHOE ynpaBneHne nepcoHanoM noapasaeseHuns
opraHm3aumu




PacueT 3aTpaT no noapasneneHuto n noarotToBka
npeanoxeHun ans dopMmmpoBaHusa broaxeTta

Pa3paboTka cTaH4apTOB AeATeNbHOCTM noapasaesieHns m
YHUdUKaLmMsa npoueccos

MNpoBeAeHne MHCTPYKTaxa Mo oxpaHe Tpyaa

MNMocTaHoOBKa 3a4a4y paboTHMKAM CTPYKTYPHOro
noApasaeneHns, onpeaeneHne pecypcos Ans ux
BbIMOJIHEHUS, KOHTPOJ/Ib UCMOJTHEHUSA

AHanm3 njaHoB U OTYETHOCTU NOAYMHEHHbIX PabOTHMKOB,
pa3paboTka NpeasnoXeHum No yny4dleHUo nokasaTenemn
NEATENbHOCTU NMoApa3aenerHmns

dopMUpPOBaHME OTYETOB O paboTe CTPYKTYPHOro
noapasaeneHus

Heobxoaunmble
yMeHUs

OnpenensTb 30Hbl OTBETCTBEHHOCTU N 3PEKTUBHOCTHU
paboTbl NepcoHana CTPyYKTYpPHOro noapasaeneHus,
pacnpeaenaTb 3agavm n obecneymsaTb MaTepuanbHoO-
TeXHUYecKmne pecypchbl A9 UX UCNONHEeHUs

MpUMEHATbL METOAbI ONEPATUBHOIO yrnpaB/ieHUs NepcoHasioM
opraHusaumu

KoHTponnpoBaTb UCMOIHEHME MOPYYEHUI N 3a4a4, BHOCUTb
CBOEBPEMEHHbIE KOPPEKLUMU B MfaHbl U 3a4a4un

OnpepenaTtb nokasaTtenu ad@deKTUBHOCTM paboTbl NepcoHana
noapasaeneHus

YnpaBnsiTb MOTMBaUMEN NepcoHasna, ero BOBIEYEHHOCTbIO U
ANCUMNNMHOWN TpyAa

CocTaBndaTtb NNaHbl 4eATEeNIbHOCTU CTPYKTYPHOro
noapasaeneHnda opraHm3aumnm

CocTaBnsiTb, paccunTbiBaTb, KOPPEKTUPOBATL U
KOHTPO/IMPOBaTb CTaTbM PAacXxoAoB CTPYKTYPHOIO
noapasaeneHus ana dopMnpoBaHus 6104XKeTOB

MponsBoanUTb aHanms TeKYU.LeVI AEATENIbHOCTU CTPYKTYPHOIO
noapasaeneHnda n BHEQPATb nNpouenypbl No €e onTMMmn3auunmn

MpeactaBnsaTb MHTEpEChl OpraHn3aunn U BeCTU neperosopesbl
C rocygapCrB€HHbIMMN OpraHaMu, I'IpO(beCCMOHaJ'IbeIMVI
COor03aMun n ApyrmMmmn npeagcraBuTesibHbIMM OpraHaMmu
pa6OTHMKOB no BOMpocCaM rnepcoHarsa

BecTtu neperosopbl C NOCTaBWMKaMMN YCNyr Mo YC/10BUSM
3aKJ/1ilo4aeMbIX OroBopoB

Mpon3BoaMTb NpeaBapuUTEsibHbIE 3aKyMNoYHble npoueaypb! 1
oopMISATL CONYTCTBYHOLLYO AOKYMEHTALMIO NO 3aK/TH0YEHUIO




[l0roBOpOB

MNpoBOAUTb ayAuUT pe3ynbTaToB paboTbl C MEPCOHANOM

PaboTtaTb C MHPOPMAUMOHHBIMU CUCTEMAMKN N Ba3aMKn AaHHbIX
Mo BOMpPOCaM ynpaBfieHNUSa nepcoHasniom

CobntogaTb HOPMbI 3TUKK AE€N0BOro 0bLeHns

Heobxoanmble
3HaHUA

Teopun ynpaBieHUs nepcoHanoM 1 ero MoTuBaLnm

MeToabl aHanu3a BbIMOSIHEHMS MAAHOB U 3ajavy,
onpeneneHmns nx aKkoHoMmyeckom apHeKTUBHOCTH

®opMbl 1 METOAbI OLLEHKM NepCcoHana n pes3ynbTaToB UX
TpyAa

TexHoNorum onepaTMBHOIrO ynpaB/eHMUS NepPCOHAIOM
opraHusaumu

CucteMmbl, MeToabl U OpPMbl MaTeEpManNbHOroO U
HeMaTepuanbHOro CTUMyJIMPOBaHUA Tpyaa NepcoHana

TexHonorum n metoabl GOPMUPOBAHUSA N KOHTPOSIS
6roaxeToB

Teopun 1 MeToAbl YNpaBieHUs pa3BUTMEM NepcoHana

JKOHOMMKa Tpyaa

OpraHuM3aLMOHHO-LITaTHAA CTPYKTYypa opraHusaumm

Monuntuka ynpasfieHns nepcoHasoM 1 coumanbHasa NonnTUKa
OopraHunsaunm

Llenn, ctpaternsa passutumsa um 6busHec-nnaH opraHnsaunm

MeToanKM NNaHUPOBAHMSA M NPOrHO3MPOBAHNSA I'IOTpGGHOCTM
B nepcoHasne

MopsaoK yperyanpoBaHus TpyAOBbIX CNOPOB

TpeboBaHuUsA 1 NpaBuaa NpoBeAeHUs ayanTa paboThbl C
nepcoHasnom

®opMbl CoLMaNbLHOro NapTHEpPCTBa U B3aMMOAENCTBUS C
NpodecCnoHanbHbIMK COO3aMN N APY MMM
npeacTaBUTENbHbIMW OpraHaMn paboTHUKOB, U UHBIMU
opraHusaumsMm

Mopspok OCbOpMJ'IeHMFI KaApoOBbIX JOKYMEHTOB M NMpUaaHnA
UM OPNANYECKON CUNMbI

Mopsaaok NpoBeAeHNs 3aKyMoYHbIX Npoueayp n obopMaeHus
COMyTCTBYHOLEN AOKYMEHTaUNK

TpynoBoe 3aKOHOAATENbCTBO M MHble aKTbl, CoAepXallune
HOpPMbl TPyAOBOIro npaea




OCHOBbI apXMBHOIO 3aKOHOA4ATENbCTBA U HOPMATUBHbIE
npaBoBble aKTbl Poccnmnckon degepaumm, B 4acTu BeAeHUS
AOKYMeHTauun no nepcoHany

OcHOBbI HANOroBOro 3akoHoaaTenbcTBa Poccumckom
denepaumu

OcHOBbI MUIFpPaUMOHHOIO 3aKkoHoaaTenbCcTBa Poccmickon
depepaunm, B 4HaCTM NpUBNEYEHUSA N TPYAOYCTPOMCTBA
WHOCTPaHHbIX rpaxaaH n nuuy 6e3 rpaaaHcTea

OCHOBbI aAMUHUCTPATUBHOIO 3aKoHoAaTeNbCTBa B 06/1acTn
yrnpaBneHus NepcoHasioM U OTBETCTBEHHOCTU A0JIXKHOCTHbIX
vy,

3akoHoaaTenbCcTBO Poccuinckon depgepaumm 0 nepcoHanbHbIX
AAHHbIX

JIoKanbHble HOPMATUBHbIE aKTbl OpraHmn3aLmmM B 4acTu
ynpaBfeHnss NepcoHanoMm

OcHoBbI NpaBoBOro perynmpoBaHusa Poccuinckon depgepaumm
nopsiaka 3ak/l4YeHns rpa)aaHCKo-NpaBoBbIX AOrOBOPOB

HopMbl 3TUKK AenoBOro obLeHus

Ba3oBble OCHOBbI MH(POPMATUKN, CTPYKTYPHOE MOCTPOEHMUE
MHMOPMALMOHHbLIX CUCTEM N 0COBEHHOCTU paboTbl C HUMU

Opyrue
XapaKTepPUCTUKU

3.7.3. TpyaoBasi pyHKUNS

HanmeHoBaHue | ADMUHUCTPUPOBaAHNE Koa [G/03.7 |YpoBeHb 7
npoLeccos u (noaypoBeHb)
AOKyMeHToobopoTa no KBanndukaumm
onepaumoHHOMY

yrnpaB/ieHUIO NePCOHANOM U
paboTe CTpyKTYpHOro
noapasaeneHus

NMpoucxoxaeHne |[OpurnHan X [ 3aMMCcTBOBaHO

TpyAOBOM
dyHKUNN

n3 OpUrmnHarsa

Koz PerncTtpaumoHHbIN
opurmnHana HOMep
npodeccrnoHanbHOro
CTaHAapTa

TpyaoBble 4encTBUS

AHann3 npoueccoB AOKYMeHTO00b60poTa, NOoKaNbHbIX




JIOKYMEHTOB MO BOMPOCAaM OMNEpPaLMOHHOro yrnpasneHuns
NepcoHanoM n paboTbl CTPYKTYPHOro noapasaeneHus,

6M3HEeC-NPOLECCOB OpraHn3aLumm, yaoBIETBOPEHHOCTH

nepcoHarna

[loKyMeHTaUMOHHOe oopMNIeHNE pe3y/bTaToB
OMepaLnoHHOro yrnpaB/eHNsa NepcoHanomMm n paboThl
CTPYKTYpPHOro noapasaeneHus, pe3ynbTaTtoB ayamta paboThl
C NMepCcoHasioM

MoaroToBKa NPeAsioXeHUN No pasBUTUIO CUCTEM
OMepaLyuoHHOro yrnpaBseHns NepcoHanomMm n paboThl
CTPYKTYpPHOro noapasaeneHus, no Heo6xoamMMbiM
KOPPEKTUPYIOLWMM U NPEBEHTUBHBLIM Mepam

Pa3paboTka CUCTEMbI aHanmM3a U KOHTponsa paboThl
nepcoHana

KOHTpOsb, CpaBHEHME M aHaNM3 NPoLEccoB B 061acTu
onepaTUBHOIo ynpaBfieHUs MepCOHAaNoOM, pe3ynbTaToB
yrnpaBfeHYeCcKnX MeponpusaTuin, onpeaeneHne hakTopos,
BbI3bIBAIOLUX OTKJIOHEHWE OT MAHOBbLIX NoKasaTenen

MoarotoBka n o6paboTka 3anNpocoB, yBeAOMAEHUN,
cBefeHui o0 paboTHMKaX B rOCYAapCTBEHHbIE OpPraHbl,
npodeccrMoHasnbHble CO3bl, 06LWECTBEHHbIE OpraHM3aumm

ConpoBOXAeHWE AOFOBOPOB OKa3aHWs YCayr rno Bonpocam
onepaTUBHOIro ynpaB/ieHUsl MepcoHanom 1 paboTte
CTPYKTYPHOro noapasfeneHunsl, Bkatouas npeaBapuTesbHble
npoueaypbl N0 UX 3aKHUYEHMUIO

MoaroToBKa NpeasoXeHui No dopMMpoBaHMIO BloaXeTa Ha
nepcoHas opraHusaumm

BbinosHeHWe TpeboBaHM N0 XpaHeHUIO MHdOopMaLMK O
pe3ynbTaTax AEACTBUS CUCTEM OMNEpPaLMOHHOIO YnpaBneHu s
nepcoHasioM 1 paboTbl CTPYKTYPHOro noapasaeneHus

Heobxoanmblie
yMeHUs

KOHTponnpoBaTb NpOLECCHI YNpaB/ieHUss NEPCOHAIOM
noapasaeneHuin, onpeaensaTb UX pe3y/ibTaTUBHOCTb U
BbISIBNATb (PaKTOPbl OTK/IOHEHMIA OT MSIAHOBbLIX NMAapaMeTpoB

PaspabaTbiBaTb NporpaMmbl AOCTMXKEHUS LIESTEN U
onepaTUBHOrO peLleHns 3a4a4d noapasaeseHni

AHanusnpoBaTtb, paspabaTtbiBaTb U 0POPMNATL AOKYMEHThI
Mo ornepaTMBHbLIM NPOLIECCaM M UX pe3ysibTaTaMm

MpoBOAUTL ayAMUT KaApoBbIX NPOLECCOB, Npoueayp,
ocbopMNeHns KaapoBbIiX AOKYMEHTOB U IOKYMEHTOB MO
yrnpaB/eHN0 NepCcoHaNom

KOoHTponiMpoBaTb pacxoaoBaHune 6104XXETOB Ha NepcoHan




OopMnsATb AOKYMEHTbI MO ONepauUnoOHHOMY YNpaB/IEHUIO
NnepcoHanoM n paboTte CTPYKTYPHOro noapasaeneHus,
npeanocTaBnsieMble B roCcyAapCTBEHHbIE OpraHbl,
npeacTaBUTENbHbIE OpraHbl paboTHUKOB

O6ecneunBaTb AOKYMEHTALMOHHOE COMPOBOXAEHME MO
CUCTEMaM OoMnepaLnoHHOro yrnpaBieHusa NepcoHanom u
paboTe CTPYKTYpPHOro noapasaeseHns

OpraHnsoBbiBaTb XpaHeHMEe AOKYMEHTOB B COOTBETCTBUMU C
TpeboBaHNUAMN apXMBHOIMO 3aKoHoAaTeNbCTBa Poccumckomn
denepaumm U NOKanbHbIMKU aKTaMU OpraHmnsaumm

KOHTpOIMpoBaTb UCMONIHEHWNE AOrOBOPOB MOCTABLUMKOB
yC/yr rno Bornpocam nepcoHana

Mpon3BoAUTb 3aKynoYHble npoueaypbl, 0popMaSATb U
aHanM3npoBaTb 3aKYMOYHY AOKYMEHTaALMIO

MNpoBOAUTL NEPEroBOPbI U MPeACTaB/IsATb MHTEPECHI
OpraHu3auMn B rocyAapCTBEHHbIX OpraHax,
NpodeccnoHanbHbIX CO3ax U APYrMX NpeacTaBUTENbHbIX
opraHax paboTHMKOB MO BOMpocaM nepcoHana

Bectu genoByto nepenuncky

BecTn yyeT 1 perncrpaumio 4OKYMEHTOB B MHDOPMaALMOHHbIX
cMcTeMax M Ha MaTepuasnbHbIX HOCUTENSX

PaboTaTb C MHDOPMALMOHHbIMK CUCTEMaMUM U 6a3aMn AaHHbIX
MO NepcoHany n CMCTeMaM OnepaLMoHHOro yrnpaBieHus
nepcoHasioM n paboTe CTPYKTYpPHOro noapasaeneHus

Cobntoaatb HOPMbl 3TUKWN OENOBOIro obweHuns

Heobxoaunmble
3HaHUA

MeToAbl ynpaBfieHnsa pa3ButneM u 3hpekTUBHOCTbIO
opraHmsaummn, METOAbl aHaIN3a BbINOSIHEHMS M1IAHOB U
nporpamm, onpeaeneHnsa nx sKoOHoMmM4Yeckomn apheKTUBHOCTH

MeToabl OLEHKM paboTbl CTPYKTYPHbIX NoApasaeneHunit,
pe3ynbTaToB TpyAa NepcoHana

MeToabl NpoBeAeHNd ayanTa U KOHTPOJIJIMHIa onepaTuBHbIX
ynpaBjaeH4YeCKUX npoueccos

®opMbl U CUCTEMbI MAaTeEpPUAIbHOrO U HEMATEPUANbHOIO
CTMMY/IMPOBAHUA TpyAa nepcoHana

OcHOBbI AOKYMeHTauMOHHOro obecneveHus

Mopspok O(bOpMJ'IeHMFI, BeAEHUA N XPaHEHNA AOKYMEHTaALUNN
no cucremamMm onepaunoHHOro ynpasjaeHmna nepCcoHasioM
opraHunsaunm m pa60Te CTPYKTYPHOIo noapasaesieHnAa

Mopsaaok hopMUpoBaHUA, BeaeHUs 6aHKa AaHHbIX U
NpeaocTaBfeHnss OTYETHOCTU MO CUCTEMAM OMepaLMOHHOro




yrnpaBfeHns nepcoHanom n pabote CTpyKTYpPHOro
noapasaeneHus

HopMaTuBHbIE NMPaBOBblE aKTbl, PEFrY/IMPYHOLLNE NpaBa U
06513aHHOCTW roCyAapCTBEHHbIX OPraHOB M OpraHu3aumnm no
NnpenoCcTaB/IEHUIO YUETHOMN AOKYMEHTaL UK

MopsaoK NpoBeAeHUs 3aKynoYHbIX npoueayp u odopMneHns
CONYyTCTBYIOLEN AOKYMEHTaLNN

MonnTUKa ynpaBieHnsa NepcoHanoM u coumanbHasa noamTuka
opraHmsaumm

OpraHn3auUMoHHO-LWTaTHasa CTpPyKTypa opraHusaumnm

Llenn n cTpaterns pasButms opraHmsaumnm

BusHec-nnaH n 6M3Hec-NpoLLeCChl OpraHu3aumm

TpyAoBOEe 3aKOHOAATENBbCTBO U MHblE aKTbl, CoAepXalime
HOPMbl TPYAOBOrO Npasa

OCHOBbI apXMBHOI0 3aKOHOA4ATENbCTBA M HOPMATUBHbIE
npaBoBble akTbl Poccuickon denepaunm, B HacTn BeaeHUs
AOKYMEeHTaunm rno nepcoHany

OcHOBbI HANOroBOro 3akoHoaaTenbcTBa Poccumckom
depepaumnmn

OCHOBbI MUIFPaUMOHHOIO 3aKoHoAaTeNbCTBA Poccmninckol
denepaumm, B 4acTu NpUBIEYEHNS U TPYAOYCTPONCTBA
MHOCTPaHHbIX rpaxaaH v nuu 6e3 rpa)xaaHcTBa

OcHoBbI AAMUHUNCTPATUBHOIO 3aKOHOAATE/NIbCTBA B obnactu
ynpajaeHnda nepcoHasioM n oTBETCTBEHHOCTUN AOJIXXHOCTHbIX
any,

3akoHoaaTenbCTBO Poccmmnckon depepauunm 0 nepcoHanbHbIX
AadHHbIX

JlokanbHble HOpMaTMBHbIE OKYMEHTbl OpraHu3auvu B
obnactu ynpaBieHmna nepcoHasioM

Mopsaaok 3ak/oYeHns 40roBopoB (KOHTPAKTOB)

HopMbl 3TUKK 4Een0BOro obweHns

Ba3zoBble 0CHOBbI MHDOPMATUKKN, CTPYKTYPHOE MOCTPOEHUE
MH(POPMALIMOHHBIX CUCTEM U 0COBEHHOCTU PaboTbl C HUMMU

Apyruve
XapaKTEPUCTUKN

3.8. ObobLyeHHas TpyaoBas pyHKUNS

HanmeHoBaHue

CtpaTternyeckoe ynpasrieHune Kog| H |YpoBeHb 7




nepcoHasioM opraHusaumm KBanudukaumm

MpouncxoxaeHne |OpurnHan |3anMMCTBOBAHO
o6o6weHHOM X U3 opuruHana
TpyAaoBOM
dyHKUNN
Koa PerncrpaunoHHbIn
opurmHana HOMep
npoceccnoHanbHOro
cTaHgapTa
Bo3MOXHble Buue-npesnageHT no ynpasaeHMo NepcoHasriom
HauMeHOBaHUSA [AvpeKkTop no nepcoHany
OOJIKHOCTEWN, AnpeKkTop no ynpaBneHnto NnepcoHasioM
npodeccunmn 3aMeCcTuTeNb reHepasabHOro AMpeKTopa no ynpaBfeHUo

nepcoHanom

TpeboBaHus K
obpasoBaHuto 1
obyueHuto

Bbicliee obpa3oBaHue - cneymannTeT, MaructpaTtypa
[JononHutenbHoe npodeccruoHanbHoe obpa3oBaHue -
nporpaMMbl NpodeccmoHanbHOM NepenoaroToBkn B o61actu
ynpaB/ieHMs NepcoHasioM, CTpaTeErM4yeckoro n onepaumoHHOro
ynpaBJieHns, SKOHOMUKM OpraHu3aumu; NporpamMmmsl
NOBbILLEHUS KBanndukaunum B o6nactm ynpasseHus
nepcoHasioM, CTpaTermyeckoro 1 onepaunuoHHOro ynpasieHus

TpeboBaHusa K
onbITYy
NpaKTU4YeCKOom
paboTbl

He meHee nsaTu neT B 061acTu yrnpasB/ieHUsl NepcoHanoM Ha
PYKOBOAALLNX AOHKHOCTAX

Ocobble ycnosus
Aornycka Kk paborte

Apyrue
XapaKTepPUCTUKM

ZornosiHuTeIbHbIE XapaKTePUCTUKU

HanmeHoBaHMe
OOKYyMeHTa

Koz HavmeHoBaHne 6a30B0OMN rpynnbl, AO/HKHOCTU
(npodeccnmn) nnu cneunanbHoOCTU

OK3

1232 PykoBoauTenu noapasaeneHnin (cnyxo)
ynpasieHusa Kagpamu n TpyaoBbIMU
OTHOLLUEHUAMMK

EKC

- 3aMecTuTeNb AUPEKTOpa Mo YNpasBieHMIo
NepcoHasioM




OoKnAarTp |24063 |MeHeJJ.>Kep Mo nepcoHany

3.8.1. TpyaoBas pyHKUNS

HanmeHoBaHue | PazpaboTka cuctemsl Koa | H/01.7 |YpoBeHb(NoAypoOBeHb) | 7
CTpaTern4yeckoro KBanmdukaumm
ynpaBneHus
nepcoHanom
opraHusaummu

MpouncxoxaeHne |OpurnHan X | 3aMMCTBOBAHO

TpyAoBOM U3 opurnHana
dyHKUNN
Koa PerncrpaumnoHHbIn
opurnHana HOMep
npogeccuoHanbHOro
CcTaHgapTa

TpyAoBble AeACTBUSA | AHANU3 yCNeLwHbIX KOPNOpaTUBHbIX NPaKTUK Mo
opraHm3aumu CTpaTermM4yeckoro ynpasjieHUsS NepPCOHANIoM
opraHm3aumu, opraHmM3auMoOHHOr0 NPOEKTUPOBAHUS U
B3aMMOAENCTBUS noapasaeneHuni

MNMocTaHOBKa CTpaTernyeckux uenen B ynpasieHnm
nepcoHasioM

Pa3paboTka KOpnopaTUBHOM NOMAUTUKMK, NNIAHOB, MPOrpamm,
npoueayp v TEXHOMOrNIA NO ynpaBfeHUO NEPCOHAIOM

Pa3paboTka KOpnopaTUBHOM Ky/bTypbl U COUMANbHOM
MNOJSINTUKM, CUCTEM MOTMBALMN, 3PDEKTUBHOCTU, OLIEHKN U
pasBUTUS NepcoHana

dopMUpoOBaHME CUCTEMbI OMJlaTbl M OpraHM3aummn Tpyaa

Pa3paboTka opraHmM3auMOHHON CTPYKTYpbl, NaHNPOBaHME
NoTpebHOCTM B NepcoHane opraHMsauunm

Pa3paboTka nporpamMM, NPUHLNMOB CTaHAapTU3aLMK,
yHUdbUKaLUMMN, aBTOMaATM3aLNM NPOLIECCOB YMNpaBieHu s
nepcoHasnoM n 6e3onacHbIX YC/I0BUIA Tpyaa

dopMupoBaHuMe BloaXKeTa Ha NepcoHasn, TEXHONOrMiA ayauTa
paboTbl C MEPCOHANOM U KOHTPOJIIUHIa

Heobxoanmble Pa3pa6aTbIBaTb CTpatermm m NOJIMTUKN B yrnpaBiaeHUN
YMEHUA nepcoHaioMm

Co3paBaTb W ONUCbIBaTb OPraHM3aUMOHHYO CTPYKTYpY,
Luenu, 3agaum, GyHKUUK CTPYKTYPHbIX Noapa3aeneHuin n
JOJIKHOCTHbIX N




MpUMEHATb MeTOoAbl YNpaB/EHUSA MEXIMYHOCTHbIMU
OTHOLIEHUAMMN, HOPMUPOBAHNSA KOMaAHA, Ppa3BUTuUS
nMAepcTBa N UCMOSTHNTENBLHOCTU, BbISSBJIEHUSA Ta/laHTOB,
onpeaeneHns yaooBneTBOpeHHOCTU paboTton

OnpenensaTb U aHANIN3MPOBaATb BHYTPEHHUE KOMMYHUKALINK,
MOJENMpPOBaTh NMOBEAEHME NepcoHana

MpeacrtaBnaTb MHTEpPEChl OpraHn3aunmn B rocyaapCTBEHHbIX
opraHax, BO B3auMOZeNCTBUM C NpOodCco3aMmn, NHbIMU
npeacrtaBuTeNibHbIMKM opraHaMmm paboTHMKOB NO BOMpoOCcaMm
nepcoHana

CocTaBnsiTb, paccUmTbIBaTb, KOPPEKTUPOBATbL U
KOHTPO/IMPOBaTb CTaTbM pacxoaoB 60aXeToB U hOHAOB Ha
NporpaMMbl U MEPOMNPUATUSA MO YNPaBIEHNIO NEPCOHAIOM
opraHusaumm

MpoBOANTb AaYAUT U KOHTPOJIIMHI B 06/1aCTX yrpaB/ieHuUs
nepcoHanom

Pa3pabaTtbiBaTb KOPMoOpaTUBHbIE COLMAsIbHbIE MPOrpamMMbl

BecTn neperoBopbl Mo BONPOCaM COLIMANLHOIro NapTHEPCTBA
C NpeACTaBUTENbHBIMW OpraHaMu paboTHUKOB

PaboTtaTtb ¢ MHHOPMALMOHHBLIMK cucTeMaMn 1 6aszamu
AaHHbIX MO BOMPOCaM yrnpaBfieHUs NepcoHanoM

OpraHun3oBbiBaTb MepPONpUATUSA NO obecneyeHunto
BbINONHEHUS TpeboBaHMI OXpaHbl TpyAa B COOTBETCTBUM C
AENCTBYIOLLNMM 3aKOHOAAaTENbCTBOM Poccuickon deaepaunmn
N NOKaNbHbIMM aKTaMM OpraHm3auunm

OpFaHM3OBbIBaTb N nNpoBoAUTb MEPONpuUATUA C nepcoHasioM
B COOTBETCTBUE C KOpHOpaTMBHOVl coumanbHON NOAUTUKOMN

Cobntogatb HOPMbl 3TUKUN OENOBOIro obweHuns

Heobxoaunmble
3HaAHUA

MeToabl ynpaBneHus pasButmem n apheKTUBHOCTbIO
opraHusaumu, aHanmsa BbINOJIHEHUS MJIAHOB U NPOrpamm,
onpeneneHnsa nx aKoHoMmyeckom 3 PeKTUBHOCTH

MeToabl OLEHKM paboTbl CTPYKTYPHbIX NOApPa3AeseEHNN,
pe3ynbTaToB TpyAa NepcoHana

MeToAabl NpoBeAeHUs ayaUTOB, KOHTPOJIIMHIa
ynpaBaeH4YeCKunX npoueccos

MeToabl aHanIM3a KOJIMYEeCTBEHHOro U Ka4yeCTBEHHOro
COCTaBa nepcoHasna

Cucrtembl cTaHgapToB No 6GusHec-npoueccam, npodeccusm,
HOpMbI TpyAa

CucrteMmbl, MeToabl U OpMbl MaTEPMANLHOIO U




HeMaTepuanbHOro CTUMyNMpoBaHUA Tpyada NepcoHana

MeToabl aHanu3a coumnasnibHbIX MPOrpaMM mn onpeaeneHns nx
9KOHOMMYECKON 3(P(PEeKTUBHOCTH

TexHonornm u MeToabl GOPMMUPOBAHUSA U KOHTPOIA
6r0Q)KeTOB Ha NepcoHan

TpeboBaHusa oxpaHbl 1 6e30nacHbIX YCNOBUN Tpyaa

Llenun, ctpaTterma v Kagposas NoJMTUKA OpraHmnsaumm

OCHOBbI TEXHOJIOMMW MPOU3BOACTBA U AEATENbHOCTH
opraHusaumm

OcCHOBbI COLMOMOrMK, NCUXONOTUN U SKOHOMUKU TpyAda

OcHoBbI ynpaBgieHna counasibHbIM pa3BUTUEM OpraHmM3auunmn

MeToAabl NpOBeAEHUS COLIMONOMMUYECKUX NCCIea0BaHNN,
N3y4yeHuns 0bLEeCTBEHHONO MHEHMUS

CTpyKTypa opraHm3sauuu

TpynoBoe 3aKOHOAATENbCTBO M MHble aKTbl, COAepXalune
HOPMbl TPYAOBOro NMpasa

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA U HOPMATUBHbIE
npaBoBble akTbl Poccuiickon deaepaumn, B 4acTu BeAEHUS
[OKYMEHTaLMM No nepcoHany

OCHOBbI HanoroBoro 3akoHoaaTenbCcTBa Poccnimckom
depepaumnmn

OCHOBbI MUIFPaUMOHHOI0 3aKoHoAaTebcTBa Poccninckol
denepaumm, B 4acTu NpUBIEYEHNS U TPYAOYCTPONCTBA
MHOCTPaHHbIX rpaxaaH 1 nuu 6e3 rpa)xaaHcTBa

OcHosBblI AdAMNHUCTPATUBHOIO 3aKOHOAATENIbCTBA B obnactu
ynpaBaeHusa nepcoHasioM n OTBETCTBEHHOCTUN AOJIXHOCTHbIX
any

3akoHoaaTenbCcTBO Poccumnckon depepaumnm o NepcoHanbHbIX
AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHM3aunn B obnactu
ynpaBaeHna nepcoHasioM

MopsaaoK 3ak/oYeHns 40roBopoB (KOHTPaKTOB)

HopMbl 3TUKK AenoBoro obuweHuns

OCHOBbI MH(OPMATUKM, CTPYKTYPHOE NOCTPOEHME
MH(POPMALIMOHHBIX CUCTEM U 0COBEHHOCTU paboTbl C HUMMU

Apyrue
XapaKTepuUCTUKM




3.8.2. TpyaoBas pyHKUNS

HanMmeHoBaHue | Peannsaumna cuctembl Kog |H/02.7 |YpoBeHb 7
CTpaTernyeckoro (noaypoBeHb)
yrnpaBJieHUs rnepcoHasioM KBanmdukaumm
opraHmsaumu

MpoucxoxaeHne |OpurnHan X [ 3aMMCTBOBAHO

TpyAaoBOM
dyHKUNN

N3 opurnuHana

Koa PerncrpaumnoHHbIn
opurnHana HoMep
npoceccnoHanbHoOro
CTaHaapTa

TpynoBble AeNCTBUS

MNnaHnpoBaHue AeAaTenbHOCTU N pa3paboTka MeponpuaTUn
Nno yrnpasneHUIO NepCcoHanoM Ansa peanunsaunm
cTpaTernyeckmx uenen opraHusaunm

BHeapeHue nonmTuk, NAaHoOB, NporpamMM, npoueayp u
TEXHONOrMI NO ynpaBAeHUO NepcoHanoM

MocTpoeHne opraHM3aLUnMoHHOM CTPYKTYpPbl C YY4ETOM
nnaHoBoW NoTpebHOCTM B NepcoHane n B3anMoaencTemns
CTPYKTYPHbIX NoApa3aeneHnii opraHmsaumm

BHeapeHne n noaaep)xaHne KoOprnopaTUBHOWM KyNbTypbl U
coumanbHOW MNOINTUKU, CUCTEM MOTUBALMM,
3 HEKTUBHOCTU, OLEHKU N pasBUTUS NepcoHana

BHeapeHve 1 nogaep>xaHme CUCTeMbl OpraHmsaunuy Tpyaa m
onJiaTtbl nepcoHasna

YnpaBieHne BHeAPEHNEM NPOrpaMM 1 NPUHLMMNOB
CTaHAapTM3auum, yHudukaumm, aBToMaTnlaumm rnpoLeccos
yrnpaBneHns nepcoHanom n 6e3onacHbIX YC/I0BUiA Tpyaa

OpraHusauusa npoBeaeHNs ayanTa U KOHTPOJIIMHIA B
ynpasiaeHnn rnepcoHasioM

MNMocTaHOBKa 3a/a4y pyKOBOAUTENSIM CTPYKTYPHbIX
noapasaeneHuin, onpeaeneHme MatepmasnbHO-TEXHUYECKUX
pecypcoB ANsl UX BbIMOJIHEHUS

AHaNM3 OTYETHOCTM MO yrnpaBaEHUIO NMepcoHa oM n
BbidB/1EHNE PECYPCOB MO Yay4dlWWeHNO AeEATEJIbHOCTHU
opraHnsaunm

CornacoBaHue YCﬂOBMVI 3aKJ/ilo4yaeMbIX JOTOBOPOB M0
BOMpocCaM ynrnpaBseHnsa nepcoHasioM

OpraHusaums nNpoBeAeHMs 3aKyrnoYHbIX npoueayp no




BOMpPOCaM yrnpaB/ieHUs MePCOHAsIoM U 0OPMIIEHMS
COMNYTCTBYHOLWEN AOKYMEHTALMN NO HUM

dopMunpoBaHue brogxeta Ha NepcoHasn, TEXHONOrMn ayauTta
paboTbl C NepCOHANIOM U KOHTPO/SIMHIA

NMpuMeHeHMe K paboTHMKaM Mep NOOLWpPEHUS U
ANCUMNIIMHAPHOIO B3bICKaHUS

Heobxoanmble
yMEeHUA

Mpon3BoAUTb aHANM3 AeATENbHOCTU NO YMNPaBfEHUIO
nepcoHanoMm, paspabaTtbiBaTb NokasaTtenn 3adHEeKTUBHOCTHU
paboThbl

®opMMpoBaTb NNaHbl U MEPOMPUATUS MO YMNPAB/IEHUIO
nepcoHasiom

PaccunTbiBaTh 6t04KET B 0611aCTU yrpaBneHUs nepcoHaioMm

Onpenensitb 30Hbl OTBETCTBEHHOCTM paboTHUKOB U
noApasaeneHnii, CTaBuTb 3a4a4M pyKOBOAUTENSM

noapasaeneHnn n obecneuymsaTb pecypcbl Ans ux

NCNOSTHEHNS

KOHTponMpoBaTb M KOPPEKTUPOBATb UCMOJIHEHME MOPYYEHUNN
n 3apau

Ynpasnatb 3pHEeKTUBHOCTbIO U BOBJ/IEYEHHOCTbHO
nepcoHana, ANCUMNINHON Tpyaa u cobnoaeHnem
6e30nacHbIX yCnoBUi Tpyaa

BecTn neperoBopbl N0 BONPOCaM COLMANbLHOro NapTHEpPCTBa
N NpeacTaBnsiTb UHTEPECHl OpraHM3auumM B rocyAapCTBEHHbIX
opraHax, npodeccnoHanbHbIX CO3ax U Apyrux
npeacTaBUTENbHbIX OpraHax paboTHMKOB, M OpraHu3aumsx
Mo BOMpocaM nepcoHana

PaboTaTb C MHDOPMALMOHHBIMKU CUCTEMAMM U BazamMu
[laHHbIX MO BOMNPOCAaM yrnpaB/ieHUs MEPCOHANIOM

MNpoBOAUTL AaYAUT U KOHTPONIMHI B 06/1aCTU ynpaB/ieHus
nepcoHasnom

®opMupoBaTb U NMPOBOAUTL COUMANbHYIO MOUTUKY U
coumnanbHble NMpOorpamMmmsbl

BecTtn neperosopbl C NOCTaBWMKaMMN YCNyr Mo YC/10BUSM
3aKJ/1io4aeMbIX OroBopoB

Mpoun3BOANTb 3aKyMNo4YHble NMpoueaypbl, 0boOpMISTb U
aHaNM3MPoBaTb 3aKyMNOYHY JOKYMEHTaLUIO

CobnoaaTtb HOPMbl 3TUKWN OENOBOIro obweHus

Heobxoanmblie
3HaHUA

MeToabl YyNnpaBneHus pa3BuUTMeM n 3hdeKTUBHOCTbIO
opraHusaummn, MeToAbl aHasM3a BbINOMHEHUS MAHOB U
nporpamm, onpeaeneHns nx sKOHOMMUYECKOWN




3(pPeKTUBHOCTH

OpraHusauus yrnpaBreHns pa3BUTUEM OpraHusaunm

Teopun ynpaBneHust opraHusaumnei, nonmTnka n cTtpaTterms
yrnpaBfieHus MepcoHasioM

MeToabl aHanu3a BbIMOSIHEHMS MAAHOB U 3ajavy,
onpeneneHmns nx aKkoHoMmyeckom apHeKTUBHOCTH

MeToAbl OLEHKN, pe3ynbTaToB U 3pPeKTUBHOCTM Tpyaa

MeToabl BHEAPEHUS CUCTEMbI YNpaB/ieHUs NepCoOHaNoM

OcHoBbl paboTbl N0 NpodopmneHTaumnm

MeToaMKN NNAHUPOBAHUSA U NMPOrHO3MPOBAHMS NOTPEBHOCTH
B NepcoHarne

Llenn, ctpatermst pa3sutus U busHec-naaH opraHnsaumm

Teopuun n Metoabl popMmpoBaHuto bpeHaga opraHmsaumnm

TpeboBaHusa oxpaHbl 1 6e30onacHbIX YC/I0BUN TpyAa

MeToanku paspaboTku M BHEAPEHUS NTOKANbHbIX
HOPMaTUBHbIX aKTOB

Mopsaok 3ak/oYeHns TpyAOBbIX 4OrOBOPOB, PeryiMpoBaHus
TPYAOBbIX CMOPOB

OcHOBbI COLMONOrUKN, NCUXONOTUN, SKOHOMUKM TpyAda U
ynpaB/sieHnsd counajabHbIM Ppa3BUTUEM OpraHmM3aunu

MeToabl NpoBeAeHNA COLMONOrMyecKmnx MCCﬂe,ClOBaHMVI,
N3yyeHn4d 06WeCcTBEHHOr0 MHEHUS

TexHoormm NpoBeaeHnsa ayamta U KOHTPOJISIMHIA B
ynpajaeHnn rnepcoHasioM

Mopsaaok NpoBeAeHUs 3aKynoYHbIX npoueayp n obopMaeHus
COMyTCTBYHOLWEN AOKYMEHTaUNN

TexHoNorMn, cCTaHaapTMsauuns, yHudbukaums,
aBTOMaTM3aLMnsa NPoOLECCOoB yrnpaBfeHUs NepcoHaioM

CTpyKTypa opraHusaumm

TpyAoBoe 3aKOHOAATENLCTBO U UHbIE aKTbl, coaepxalime
HOPMbI TPYAOBOro rnpaBa

OCHOBbI apXMBHOIO 3aKOHOAATENbCTBA U HOPMaTUBHbIE
NMpaBOBbIE AKThl Poccunckon denepaumnmn, B 4acTu BeaeHUS
AOKyMeEeHTaunn no nepcoHany

OcHOBbI HaNOroBoro 3akoHoaaTenbcTBa Poccnmnckom
denepauymu

OcHOBbI MUFpPaUMOHHOIO 3aKoHoAaTeNnbCcTBa Poccmimckon




depepaunm, B 4YacTn NPUBNEYEHUS U TPYAOYCTPOMCTBA
MHOCTPaHHbIX rpa)xaaH v nnuy 6e3 rpaxaaHcTsea

OCHOBbI aAMUHUCTPATUBHOIO 3aKoHoAaTeNbCTBa B 06/1acTn
yrnpaBneHus NepcoHasioM U OTBETCTBEHHOCTU A0JIXKHOCTHbIX
oy

3akoHoaaTenbcTBO Poccuinckon depepaumm 0 nepcoHasnbHbIX
AAHHbIX

MopsaoK 3aktyYeHns 4orosopoB (KOHTPAKTOB)

JIoKanbHble HOPMAaTUBHbIE aKTbl B 06/1aCTU YrpaBieHns
rnepcoHasioM

HopMbl 3TUKM AenoBoro obuweHuns

ba3oBble OCHOBbI MH(POPMATUKN, CTPYKTYPHOE NOCTPOEHME
MHPOPMALMOHHbBIX CUCTEM U 0COBEHHOCTN paboTbl C HUMKU

Opyrue -
XapaKTEPUCTUKHU

3.8.3. TpyaoBasi pyHKUmMs

HanmeHoBaHue | ADMUHUCTPUPOBaHNE Koa |H/03.7|YpoBeHb 7
NpoLLEeCccoB U (noaypoBeHb)
AOKyMeHToobopoTa no KBanmdukaumm

CTpaTermyeckomy ynpasfieHUto
nepcoHasioM opraHusaumm

MpoucxoxaeHne |OpurnHan X | 3aMMCTBOBAHO

TpyAoBoOM N3 opurmnHana
dyHKUNN
Koa PerncrpaumoHHbIN
opurnHana HOMep
npoeccnoHanbHOro
cTaHpapTa
Tpynosble AHanus npoueccoB AOKYMEHTO060poTa, NOKaNbHbIX
AEeNCTBUS AOKYMEHTOB MO BOMpOCaM yrnpaBieHnsa rnepcoHasnoM, busHec-

npoueccoB opraHnaunmmn, yaoBaeTBOPEHHOCTN NEPCOHANa

[JoKyMeHTaunoHHoe oopMNeHne pesybTaToB ynpaBaeHus
nepcoHasnoM, ero ayamta, paboTbl CTPYKTYPHbIX
noapasaeneHunmn

[JOKyMeHTaUNOHHOE MU OpraHmn3aLMoHHOE COMPOBOXAEHME
CTPaTErM4Yeckoro ynpaBneHns NnepcoHasioMm n paboTbl
CTPYKTYPHbIX NoapasaeneHuni




MoaroToBKa NpeasioXXeHnn No pa3BUTUIO CUCTEM yNpaB/eHUs
nepcoHasioM, No HeobXxoaAMMbIM KOPPEKTUPYOLWMM U
NpeBEHTUBHbLIM MepaM M MO MNOBbIWEHNIO 3PPEKTUBHOCTH
paboTbl CTPYKTYpPHbIX NoApa3aesieHnn

KoHTposib npoueccoB B 06/1aCTM yrnpaBneHns rnepcoHasioM m
paboTbl CTPYKTYPHbIX NoApa3aesieHnn, CpaBHEHME U aHANM3
NpoOLLECCOoB, Pe3y/bTAaTOB YNpaB/IEHYECKUX MEPONPUATUN,
onpeaeneHne GakTopoB, BbI3bIBAKOLWMX OTKIOHEHUE OT
MJIQaHOBbIX NMOKa3aTenen

CornacoBaHWe M KOHTPOJIb AOFOBOPOB MO BOMPOCaM U
CUCTEMaM CTPATErMYecKoro yrnpaBsi€HUsS NMepCcoHanoM 1
paboTe CTPYKTYpPHbIX NOApa3aeneHunit, opraHn3aums
npoueayp no nux 3akUeHUto

MoaroToBka pe3ynbTaToOB aHaln3a COOTBETCTBUS
opraHmsauMn u onnaTbl TpyAa NepCcoHana ycrewHbiM
KOpNOpaTMBHbIM NMpaKTMKaM

BbinonHeHne TpeboBaHMIM NO XpaHEHMIO MHOPMaLKMN O
pe3ynbTaTax AENCTBUS CUCTEM CTpaTerm4yeckoro ynpasieHus
nepcoHasnoM n paboTbl CTPYKTYPHbIX Noapa3aeseHnn

Heobxoaunmble
yMeHus

AHanunsnposaTb, pa3pabaTbiBaTb U 0POPMAATb AOKYMEHTbI MO
npoueccam u pesynbTaTaMm ynpasieHns NepcoHasom u
paboTe CTpYKTYpPHbIX Noapa3aeneHunn

MpuMeHATb MeToabl aHanu3a 6VI3H€C-I'I|30LI,€CCOB opraHunsaunm

OnpenensiTb NporpamMmmbl AOCTUXKEHUS LEeNnen n pelleHus
3a4a4y noapasaeneHum

MpoBOAUTL ayAUT CUCTEMbI YrpaBneHUsa nepcoHasoMm

MpoBOANTE KOHTPOJIJIMHI CUCTEMbI YrNpaBaeHUs nepcoHa oM

KoHTponunpoBaTb 6104XKET Ha NepcoHan u yrnpasfieHune
pacxoAaMu Ha nepcoHan

OpraHunsoBbliBaTb CONPOBOXAEHME AOrOBOPOB MO BOMNpPOcCaM
ynpaBneHunsa nepcoHasioM, BK/IlOHad npegBapuTes/ibHblE
npoueaypbl Mo X 3aK/JIOYEHUIO

OpraHun3oBbIBaTb 3aKyno4Hble npoueaypbl, 0popMaIsaTb U
aHaNM3MpPoBaTb 3aKyMOYHY JOKYMEHTaLUIO

KoHTponunpoBaTb M aHanM3npoBaTb BOMNPOCHl COLManbHOro
nMnapTHEPCTBA, AOroBOpPbLI NMOCTaBWKMUKOB YyCNyr

MpoBOAUTL MEPEroBopbl U NPeACTaBASATb UHTEPECHI
OpraHu3auun B rocyapCTBEHHbIX OpraHax,
npodeccnoHanbHbIX CO3ax U ApYrnx npeacTaBUTENbHbIX
opraHax paboTHMKOB W OpraHM3aLUuMax No BOMpPoOcaM
nepcoHana




BecTtn genoByto nepenncky

PaboTaTb C MHPOPMAUMOHHBIMK CMCTEMAMKN N Ba3aMKn AaHHbIX
Nno nepcoHany, cuctemam ynpassieHUs NePCOHANIOM U
opraHmsaumm AesTeNlbHOCTU CTPYKTYPHbIX noapa3aeneHunmi

Ob6ecneumBaTb KagpoBOe Ae0Npon3BOACTBO U
AOKYMEHTaLUMOHHOEe CONpOBOXAEHME NpOoLEecCoB No
yrnpaB/ieHUI0 NepcoHanom mn paboTe CTPYKTYpPHbIX
noapasaeneHunn

OpraHn3oBbiBaTb XpaHeEHME AOKYMEHTOB B COOTBETCTBUMU C
TpeboBaHNAMN apXMBHOIM0 3aKoHoAaTeNnbCcTBa Poccumckomn
denepaumm U NoKanbHbIMKU aKTaMU OpraHmnsaumm

CobntogaTb HOPMbI 3TUKK AE€N0BOro obLeHns

Heobxoaunmble
3HaHUA

KoprnopaTuBHas KynbTypa, coumanbHas nosMTnuka, CUCTEMbI
MOTUBaAUMN N 3DPEKTUBHOCTM yNpaB/IEHUS NePCOHANOM

MeToabl ynpaBneHus pasButmem n apheKTUBHOCTbIO
opraHmsaumun, MeToibl aHann3a BbINOJHEHUS MAHOB U
nporpamMmM, onpeaeneHns nx aKoHoMn4yeckomn apHeKTUBHOCTHU

MeToabl NpoOBeAeHUS ayamTa, KOHTPOIA ONepaTMBHbIX
ynpaBneHYeCcKMX NpoLEeccoB, COLMONOrNMYECKMX
nccnenoBaHum

BbusHec-nnaH un 6VI3H€C-I'IDOLI,€CCbI OopraHunsaunm

BroaxeTHoe npoekTupoBaHue

OpraHun3auMoHHOe MPOoeKTMpOBaHMe

®opMbl, METOAbI U CUCTEMbI MATEPMAIbHOIO U
HEMaTeEpmMasibHOro CTuMysiMpoBaHua Tpyda nepcoHasia

CucteMbl cTaHgapToB no 6mM3Hec-npoueccam, npodeccusam
(cneunanbHOCTSAM), HOPMbI TpyAa

MeToabl aHann3a KOJIMYEeCTBEHHOro U Ka4eCTBEHHOro coctaBa
nepcoHarsia

KagpoBas nositmka opraHmsaumm

Mopsaok hopMmnpoBaHus, BeaeHMs 6aHKa AaHHbIX U
npeaocTaBneHnss OTYETHOCTU MO CUCTEMAM yrpaBfieHUs
nepcoHasnoM n paboTe CTPYKTYpHbIX NoapasaeneHui

OCHOBbI OKYMEHTALMOHHOI0 obecneyeHus, nopsaaokK
OCbOpMJ'IeHMFI AOKYMEHTOB, NPpeaoCTaBIAEMbIX B
rocygapCrtBeHHbIE OpraHbl, I'IpOCbECCMOHa}'IbeIe COHO3bl,
obuiecTBeHHblE OopraHn3aunm

Llenn n ctpaternsa passmutusa opraHmsaunm

MopsaaoK NpoBeAeHUs 3aKyrno4dHbIX npoueayp n opopmneHuns




CONyTCTBYIOLEN AOKYMEHTaLUMmn

HopMaTuBHbIE NPaBOBbIE aKTbl, PErY/INPYIOLLME NMPaBa U
0653aHHOCTN roCylapCTBEHHbIX OPraHOB M OpraHn3auumn no
NpPeAOCTaB/IEHNIO YUYETHOW JOKYMEHTaLUUmn

CTpyKTypa opraHmsauumn n BakaHTHbIe AOJIXKHOCTHU
(npodeccumn, cneunanbHOCTH)

TpyZoBOe 3aKOHOAATENBCTBO U UHbIE aKTbl, COAepXaLlme
HOpPMbI TPY/AOBOIro NMpasa

OCHOBbI apXMBHOIro 3aKoHOoAAaTENbCTBA U HOPMATUBHbIE
npaBoBble akTbl Poccuimnckon deaepaumm, B 4aCcTu BeAeHUS
AOKYMEHTauun no nepcoHany

OcHOBbI HANOroBOro 3akoHoAaTenbcTBa Poccumckom
denepaumu

OCHOBbI MUIFPALMOHHOI0 3aKoHOoA4aTeNbCTBa POCCUINCKOM
depepaunm, B 4aCT NpPUBJIEYEHUS U TPYAOYCTPOMNCTBA
WHOCTPaHHbIX rpakaaH un nuy, 6e3 rpaxaaHcTBa

OCHOBbI aIMUHUCTPATUBHOIO 3aKOHOAATENbCTBA B 06/1aCTH
yrnpasBfieHNs NepcoHanoM M OTBETCTBEHHOCTU AO/HKHOCTHbIX
ny

3akoHoaaTenbCTBO Poccuitckoit depepaunm o NnepcoHanbHbIX
[AaHHbIX

JlokanbHble HOpMaTUBHbIE aKTbl OpraHn3aumMm B 061acTu
yrnpaBfeHnsi NepcoHasioM

MopszoK 3aK/IUYeHns 40roBopoB (KOHTPaKTOB)

HopMbl 3TUKKN 4Een0BOro obweHuns

Ba3zoBble 0CHOBbI MHDOPMATUKKN, CTPYKTYPHOE MOCTPOEHUNE
MH(POPMALIMOHHBIX CUCTEM U 0COBEHHOCTU PaboTbl C HUMMK

Opyrune
XapaKTePUCTUKU

IV. CBeaeHuns 06 opraHnzaumsx - paspaborymkax rnpogeccrmoHaibHoro

CraHAgapTa

4.1. OTBETCTBEHHas opraHn3auyunsi-paspaboTymnk

Obuwepoccuimckoe obbeanHeHmne pabotonatenen "POCCUNCKUA COHO3
NPOMbILW/IEHHNKOB U NpeanpuHuMaTtenen”, ropog Mocksa

NcnonHutenbHbin BULe-npe3naeHT Ky3bMuH AMntpuin BnaanMmmposny

4.2. HanmeHoBaHusi opraHn3sauymnii-pa3paboTymkoB




1 AHO "HaunoHanbHOEe areHTCTBO pa3BuTusa KBanudukaumn", ropogq Mocksa

2 Accounaumsa (Coto3s) "Accoumauyums KOHCYNbTaHTOB No nogbopy nepcoHana",
ropoa Mockea

3 pynna HeadHunter, ropoa MockBea

4 3A0 "KPOK MHKOPMOPENTEA", ropos Mocksa

5 NHdopMaumMoHHO-aHanmTnyeckmin ueHTp "Kagposbin o3op", ropoa MockBa

6 MIO "OIMNOPA POCCUWN", ropoa MockBa

7 MexayHapogHas accoumaumnsa AenoBoro cotTpyaHuyectsa, ropoa Mocksa

8 HO4YY AMNO "MHCTUTYT npodeccnoHanbHOro Kagposmnka", ropoa Mockea

9 MIT "Accounaumnsa EBponenckoro busHeca", ropog Mocksa

10 HM "BKK - HauMoHanbHbIM CO3 KagpoBmKoB", ropoa MockBea

11 HIM "MexayHapoaHbl anbsHC "TpyaoBas Murpaumnsa", ropoa Mocksa

12 HIM "HaunoHanbHaga accounaums odUCHbIX CNeymnanmncTtoB u
aAMUHUCTPATUBHbLIX paboTHMKOB", ropoa MockBa

13 HIM MHO "Accouuauusa meHeaxepos Poccun", ropoa Mocksa

14 HIM CYP3 "HaunoHanbHasa KoHdeaepauuns "Pa3Butne 4enoBe4yeckoro
Kanutana", ropoa Mocksa

15 OAO "BOHX" (FAO BBL,), ropoa MockBa

16 OAO "Taznpom HedTb-HoBOCMbBUpPCK", ropoa HoBocnbupck

17 OAO "ObbeanHeHHas cyaocTpouTenbHas Koprnopaumsa", ropog MockBa

18 OAO "PXA", ropon Mocksa

19 OAO "CaxanuH JDHepaxun NHeectMeHT KoMnaHun", ropos KOxHo-CaxanuHck

20 OAO "TaTtHedTb" UMeHn B.A. WawwnHa, ropog KasaHb

21 OAO "HayuHo-npoussoacTtBeHHoe obbeanHeHune "Hayka", ropoa Mocksa

22 00O "LG Electronics Rus", ropog Mocksa

23 00O "BusHec NMcmnxonorm SHL Russia & CIS HIM", ropog MockBsa

24 000 "UT-CK", ropog Mocksa

25 000 "Nykonn-NuxnHmpuur", ropogq Mockea

26 00O "OKb 3eHuT", ropoa MockBsa

27 000 "MeTponnym TpengnHr", ropoa Mockea

28 000 "Monurpad-3awmTta”, ropog Mocksa

29 00O "UeHTp kagpoBbix TexHonornm - ObyuyeHune. CTaxKnpoBKMu.

Tpynoyctponctso", ropog MockBsa




30 Poccuickoe npeactasutenbctso "Coleman Services UK" ("KoynmaH
CepBucus"), ropoa MockBa

31 Toproso-npomsilwieHHas nanarta Poccunckon depepaunn, ropogq Mocksa

32 ®reQy BMNO "MoCKOBCKUM roCcyAapCTBEHHbIN YHUBEPCUTET UMEHU
M.B. JlomoHocoBa", LLIkona agnpekTtopa no nepcoHany, ropoa MockBa

33 OreQy BroO MCY, ropoa Mocksa

34 OreQy Bro MaCH, ropog MockBa

35 ®reQy BMNO Cnbupckmn rocyaapCcTBeHHbIM YHUBEPCUTET NyTen coobLueHns
(CIyrc), ropoa Hoesocmbupck

36 ®rby "Hay4dHo-mnccneaoBaTeNbCKUM MHCTUTYT Tpyda U COLMANbHOro
cTpaxoBaHusa" MMHUCTEpPCTBaA TpyAa M coumanbHOM 3awmTbl Poccmninckon
®epepaumnmn, ropog Mocksa

37 @oryn "Mourta Poccnn", ropoa MockBa

38 ®K "Ypancmb", ropog MockBa

*(1) O6LYEPOCCUICKNIA K1aCCUDUKATOP 3aHSITUA.

*(2) O6LyepoCCHCKniA KlacCu@dunukaTop BmnaoB SKOHOMUYECKON AESTE/IbHOCTH.
*(3) EAanHbIN KBaInuKayunoHHbINA CrIiPpaBoOYHUK AOJIXKHOCTEHN pyKOBOAUTENIEH,
CrneynanancToB n Apyrux cjiayxxawmnx.

*(4) ObLyepoccuicknii KanaccngukaTop rpogeccuii paboymx, A0/IXKHOCTEN
c/lyXKalymx m TapmuHbIX pas3psgos.




