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MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC
Nno ynpaBfiEHNIO MEPCOH... [lata coxpaHeHus: 09.01.2017

3apeructpupoaHo B MuHtocte Poccumn 19 oktsiops 2015 r. N 39362

MUHUCTEPCTBO TPYOA U COLMATIBHOW 3ALLUTLI POCCUACKON ®EQEPALIUA

NPUKA3
oT 6 okTsA6ps 2015 r. N 691H

OB YTBEPXOEHUN NPO®ECCUOHAJIBHOIO CTAHOAPTA
"CNEUWMAIIUCT NO YNPABJNEHWUIO MEPCOHANIOM"

B cootBetctBUM ¢ nyHkTomM 16 [lpaBun paspaboTku, yTBEepXAeHUs W MNPUMEHEHUs npodeCcCMOoHanbHbIX
CTaHOapToB, YyTBEPXAEHHbIX NocTaHoBneHueM [NpasutensctBa Poccuiickon ®epepauumn ot 22 aHeaps 2013 r. N 23
(CobpaHue 3akoHopaTenscTBa Poccunckon ®epepaumm, 2013, N 4, c1. 293; 2014, N 39, cT. 5266), npukasbiBato:

YTBEpAMTL Npunaraembli NpodeccuoHarnbHbIN ctaHgapT "Cneunannct no ynpaBneHuio nepcoHanom”.

MuHucTp
M.A. TOMUITNH

YTBEpXaeH

npuvkaszoMm MuHucTepcTBa Tpyaa
1 coumnanbHON 3aluThl
Poccuiickon ®enepaunmn

oT 6 okTs16psa 2015 . N 691H

MPO®ECCUOHATBbHbIA CTAHOAPT

CNEUMANKNCT NO YNPABNEHWUIO MEPCOHANOM

559
PerncrpauunoHHbIin
Homep
|. Obwume cBegeHus
YnpasneHue nepcoHanom opraHusauum 07.003
(HanmeHoBaHWe B1aa npodeccuoHanbHON AeaTenbHOCTH) Koo

OcHoBHas uenb Buaa ﬂpOd)eCCVIOHaJ'IbHOIZ AeATeNbHOCTU:

O6ecneyeHre achpeKTUBHOIO (DYHKLIMOHMPOBAHMS CUCTEMbl YMpaBfieHNsl MepcoHarioM Ofs OOCTUXKEHMUS!
Lenei opraHusauun

pynna 3aHaTui:

1232 PykoBoautenun nogpasgeneHumn 2412 CneumanucTtbl No Kagpam n
(cnyx6) ynpaBneHusi kagpamu u npodopueHTaumnm
TPYAOBbLIMW OTHOLLIEHUSIMU

KoHcynbTaHTINOC
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"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC
Nno yrnpaBneHMIo NepPCOH... [ata coxpaHenus: 09.01.2017
3423

yqpex(,quMVl 3aHATOCTU

CneuunanucTbl KagpoBbIX CITy»K0 1 ‘- ‘-

(kog OK3 <1>) (HaumeHoBaHue) (kog OK3) (HaumeHoBaHe)

OTHeceHMe K Buaam 3KOHOMUYECKOW AeATenNbHOCTU:

78.30 [earenbHocTb N0 Nogbopy NepcoHana npoyas

(kog OKB3[ (HaMmeHoBaHWe BUaa 9KOHOMUYECKOW AeATEeNbLHOCTN)
<2>)

[I. OnncaHue TpyaoBbIX YHKLNIA,
BXOAALWMX B NpOodeCCUMOHanbHbIN cTaHAapT (PyHKUMOHanbHas kapTa
BMaa NpodeccnoHanbHoOM AeATeNbHOCTH)

O6006LeHHbIe TPyAOBbLIE PYHKLNM TpyaoBble yHKLMK
ko4 HanMeHoBaHue YPOBEHb HanMeHoBaHue Koa YPOBEHb
KBanudpwm (nopypoBe
Kaumm Hb)
KBanuduk
auum
A [okymeHTaunoHHoe 5 BeneHne opraHnsaunoHHOW 1 A/01.5 5
obecneyeHne paboTbl pacnopsauTernbHON JOKYMeHTaumum no
C nepcoHarnom nepcoHany
BegeHune gokyMeHTaumm no yyety u A/02.5 5
OBWKEHUIO KaapoB
AAMWHMCTPUPOBaHME NPOLECCOB U A/03.5 5
OOKYMEHTO000poTa Mo yYeTy U ABUKEHUIO
KaZapoB, NPeACTaBNeHNO JOKYMEHTOB NO
nepcoHany B rocyapCTBEHHbIE OpraHbl
B [earenbHocTb NO 6 C6op nHdopmaLmm o NoTpebHOCTSX B/01.6 6
obecneyeHunio opraHu3auum B nepcoHane
nepcoHarnom
Mownck, npuBneyenune, nogdop n otTbop B/02.6 6
nepcoHana
AOMUHUCTPUPOBaHME NPOLLECCOB U B/03.6 6
OOKyMeHToobopoTa obecneyeHus
nepcoHasnom
C HesaTtensHocTb No 6 OpraHu3aums n npoBeaeHNe OLEeHKU C/01.6 6
OLEeHKe 1 aTTecTaumm nepcoHana
nepcoHana
OpraHusaums 1 npoBeaeHve aTTectauum C/02.6 6
nepcoHana
AOMUHUCTPUPOBaHME NPOLIECCOB U C/03.6 6
AOKyMeHToobopoTa npy NpoBeaeHnM
OLEHKM 1 aTTecTaumm nepcoHana
Koncynbrantlintoc www.consultant.ru CrtpaHuua 2 u3 66
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D [eatenbHOCTb NO 6 OpraHnzauusa n nposegeHue meponpuatnin | D/01.6 6

pas3BUTUIO NepcoHana no pasBUTUIO N MOCTPOEHUIO

npodeccmoHarnbHOI Kapbepbl NepcoHana

OpraHusaunsa obyvyeHus nepcoHana D/02.6 6
OpraHusauns agantauumn u CTaXKMpOBKU D/03.6 6
nepcoHana

AOMUHUCTPUPOBaHME NPOLLECCOB U D/04.6 6

[IOKyMeHTO060opoTa No pasBUTHIO U
npodgeccmoHarnbHol Kapbepe, 0Gy4eHmio,
afjanTaumu 1 CTaxkMpoBKe NnepcoHana

E [eatenbHOCTb NO 6 OpraHusauua Tpyaa nepcoHana E/01.6 6

opraHu3aumuv Tpyaa u
onnarbl nepcoHana OpraHusauua onnaTbl Tpyga nepcoHana E/02.6 6
AOMUHUCTPUPOBaHME NPOLLECCOB U E/03.6 6

ﬂ,OKYMeHTOO60p0Ta no Bornpocam
OopraHmnsauunmn Tpyga u onnartbl nepcoHana

F JeatensHocTb NO 6 PaspaboTka koprnopaT1BHOMN COLManbHOM F/01.6 6
opraHusauum NONUTUKN
KoprnopaTUBHOW
coumanbHomn Peanunsauunsa kopnopaTtnBHOM coLmanbHOM F/02.6 6
NOMUTUKN NONUTUKN
AOMWHUCTPUPOBAHME MPOLIECCOB 1 F/03.6 6

AOKyMeHToobopoTa no Bonpocam
KopnopaTUBHOW coLManbHON NOSIUTUKK

G OnepaunoHHoe 7 Pa3paboTka cucTteMbl onepaumoHHOro G/01.7 7

ynpaBneHue yrnpaBreHusi NnepcoHanom 1 paboThbl

nepcoHarnom u CTPYKTYpPHOro nogpasgenenuns

nogpasgeneHnem

opraHusaumm Peanusauns onepaunoHHOro ynpasneHus G/02.7 7
nepcoHanom n paboTbl CTPYKTYPHOTO
nogpasaenenns
AAMWHMCTPUPOBaHME NPOLECCOB U G/03.7 7

AOKyMeHToo60poTa Mo onepaunoHHOMyY
ynpaBrieH1o nepcoHanom u paéorte
CTPYKTYPHOrO nogapasaeneHust

H Crtparernyeckoe 7 Pa3paboTka cuctembl CcTpaTernyeckoro H/01.7 7
ynpaBneHue ynpaBneHusa nepcoHanomM opraHusauum
nepcoHanom
opraHusauum Peanusauunsa cuctemMbl cTpaTernyeckoro H/02.7 7

ynpaBrieHnsi NepcoHasnioM opraHusauum

AOMUHUCTPUPOBaHME NPOLLECCOB U H/03.7 7
AOKYyMeHToo6opoTa no cTpaTernyeckomy
yrpaBneHNo NEPCOHANOM opraHm3auum

Ill. XapakTepucTika 0606LLEHHBIX TPYAOBBLIX (OYHKLMIA

KoHcynbTaHTINOC

www.consultant.ru CtpaHuua 3 n3 66
HaeXHas npaBoBas noaaepXxkKa



http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT

no ynpaBneHnto NepcoH...

[JokymeHT npegoctasneH KoHcynbTaHTINOC

[ata coxpaHeHnus: 09.01.2017

3.1. O6o0OwweHHasa TpygoBas pyHKUUS

OKyMeHTaLMOHHOe obecneyeHne paboTbl ¢ YpoBeHb
HaumeHoBaHne A Ko A 5
nepcoHarnom A KBanudurkaumum
ggggci(e?l-%eﬂklre OBOI OpvrnHan X 3a1MCTBOBaHO
L PyA P N3 opurmHana
dyHKUMN
Kon PernctpaunoHHbIn
opurmHana HoMep
npodeccrnoHanbHoro
cTaHgapTa

Bo3MoXHble HaMMeHOBaHMS
DOIMKHOCTEN, npodeccui

Cneumanuct no KagpoBOMY Aenonpon3soacTey
Cneunanuct no OOKYMEeHTaUuNOHHOMY obecneyeHnto pa6OTbI C nepcoHariom

Creumnanuct no JOKyMeHTaunoHHOMY obecrneveHunto nepcoHana
Cneumanuct no nepcoHany

TpeboBaHus kK
o6pa3oBaHuio N 00yYEHUIO

CpenHee npodeccrnoHansHoe obpas3oBaHue - Nporpamma NoAroToBKU
cneumnanvcToB CpeHero 3BeHa
[ononHntensHoe npodeccnoHansHoe obpasoBaHne - NporpaMmbl
npod)eccnoHasnbHON NepenoaroToBKNU, NPorpaMmMbl NOBbILLEHUSA

KBanudmkaumm

npakTuyeckom paboTsl

TpeGoBaHuWs K onbITy -

Ocobble ycnosusi gonycka
K paboTe

[pyrve xapakTepucTuku

[ononHutenbHble XapaKTePUCTUKN

HanmeHoBaHMe goKymMeHTa Koa HanmeHoBaHne 6a30BOM rpynmnbl, 4OIMKHOCTM (Mpodheccnmn) unm
cneumnanbHOCTH
OK3 2412 CneumanucTbl No kagpam 1 npodopmneHTauum
3423 CneunanncTtbl KagpoBbIX CIYX0 1 yUpexxaeHU 3aHATOCTH
EKC <3> - Cneumanuct no kagpam
- WHcnekTop no kagpam
OKMATP <4> 27755 OKOHOMUCT Mo Tpyay
22956 MHcnekTop no kagpam

3.1.1. TpyaoBaa yHKUuA

KoHcynbTaHTINOC

HaeXHas npaBoBas noaaepXxkKa
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. . YpoBeHb
BepneHune opraHnsaumoHHOM 1 pacnopagmTenbHOM
HavnmeHoBaHue [10KyMEHTALIM 110 NepCoHany Kon A/01.5 | (noayposeHb) 5
KBanudvkauum
MponcxoxaeHne TpyooBown OpuruHan X 3anmcTBOBaHO
PyHKUNM 13 opuruHana
Kopg PernctpaunoHHbIn
opurnHana HoMmep
NpodeCcCUoHarnbLHOro
cTaHgapTa

Tpyaosble gencteus | ObpaboTka 1 aHanu3 NocTynaroLLen JOKyMeHTaL MM Nno nepcoHany

PaspaboTka 1 ochopMneHne OKyMeHTaLMM Mo NepcoHany (NepBUYHON, YYeTHOW,
nnaHoBOW, no coumanbHoMmy obecrneyeHuio, OpraHM3aLMOHHOW,
pacrnopsanTenbHON)

Peructpauus, yyeTt n Tekylliee XpaHeHne opraHn3aLMoHHON U pacnopsaanTerbHON
OOKyMeHTauum no nepcoHany

HeobGxogumble PaspabaTbiBaTb NPOEKTLI OPraHM3aLMOHHbIX U PacnopsSANTESIbHbIX JOKYMEHTOB MO
yMeHMst nepcoHany

O(bOpMﬂﬂTb OOKYMEeHTbl B COOTBETCTBUN C TpeGOBaHI/IﬂMVI rpaxagaHckoro,
TPyAooOBOro 3akoHoOaTesNibCTBa Poccurickon dJe/J,epau,MVl n  nokalibHbIMU
HOPMaTUBHbLIMW aKTaMn opraHmu3aummn

Bectn ydyeT n perucrtpaunio OOKYMEeHTOB B MHC*)OpMaLI,I/IOHHbIX cucrteMax n Ha
MaTepuarnibHbIX HOCUTENAX

OpraHu3oBbiBaTb XpaHEHWEe [OOKYMEHTOB B COOTBETCTBMM C TpeboBaHUsiMU
TPy4oBOro, apxmMBHOro 3akoHoaartensctea Poccuiickon degepawmm 1 nokanbHbIMU
HOPMaTUBHbLIMUW aKTaMn opraHu3auum

AHanusupoBaTb OOKYMEHTbl U MepeHocUTb MHdopmaumio B 6asbl OaHHbIX U
oTyeThl

BbISiBNATb OLWIMOKKN, HETOYHOCTH, ncnpaeneHnda 1 HeaoCTOBEPHYIO I/IH(bOpMaLI,VIIO B
LOOKyMeHTaXx, onpenendrtb NermTMMHOCTb JOKYMEHTOB

PaboTtatb ¢ MHMOPMALMOHHBIMK CUCTEMaMU U Ga3amMu [aHHbIX MO BEAEHMUIO
y4yeTa, ABUKEHWIO nepcoHana

CobntogaTb HOPMbI 3TUKK OETOBOro 00LeHus

Heobxoanmble 3HaHUSA nOpFIAOK Od)OpMJ'IeHMFl, BeeHNA N XpaHeHUA OJOKYMEHTOB MO nepcoHany

Mopsiaok yyeTa ABWKEHUS KaJpOB U COCTaBEHUS YCTaHOBMEHHOW OTYETHOCTU

OcHoBbl 4OKYMeHTO060pOoTa 1 AOKYMEHTaUNOHHOro obecneveHus

TexHonorun, MeToAbl U METOAMKM NPOBEdEeHWs aHanmM3a W cuctemaTusauuu
OOKYMEHTOB 1 MHOpMaLumm

KoHcynbTaHTINOC
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MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT
Mo YNpaB/IEHUIO MEPCOH...

[JokymeHT npegoctasneH KoHcynbTaHTINOC

[ata coxpaHeHnus: 09.01.2017

Mopsiaok pacyeTa cTaxa, NbroT, KoMMneHcaumin, oPopPMNEHNS NEHCUIA paBGoTHMKaM

CTpyKTypa opraHusauum

TpyOooBoe 3akoHOOATENbCTBO M MHblE aKTbl, COAepXallue HOpMbl TPYOOBOro
npaea

OcHosBbl ApXMBHOIo 3aKoHodaTesnbCTBa W HOPMaTUBHblE MNpaBOBble aKTbl
Poccuiickonm CDe,u,epau,MM, B 4aCTu BeAeHnA OOKyMeHTaun no nepcoHany

3akoHoaaTenbcTBO Poccuiickoin Penepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOPpMaTMBHbIE aKTbl opraHu3auuu, perynupyrowine nopaaokK
O(bOpMﬂeHMﬂ pacnopAagnTenbHbIX U OpraHn3auMOHHbIX OKYMEHTOB MO nepcoHany

HopMmbl 3TVKM 1 0enoBoro obLeHust

basoBble OCHOBBbI I/IH(bOpMaTVIKI/I, CTPYKTYypHOE NOCTpoeHune I/IH(bOpMaLI,I/IOHHbIX
CUCTEM N 0OCOBEHHOCTH pa60TbI C HUMU

Lpyrve
XapaKTepucTukn

3.1.2. TpypoBas gyHKUMSA

Benenve AOKYyMeHTauuun no yyeTty n OBmXXeHuto ypOBeHb

HavmeHoBaHue KagpoB Kop AJ02.5 |(nopypoBeHb) 5

KBanudmkaumm

MpoucxoxaeHne TpyaoBown

dyHKUNN

3anMcTBOBaHO

OpwurunHan X
13 opurnuHana

Kon PernctpaumnoHHbIn
opurnHana HOMeEp
npodeccrnoHanbHoro
cTaHgapTa

TpyooBble AencTBUSA

MogroToBka NPOEKTOB  OOKYMEHTOB no npouenypam ynpasneHua
nepcoHariom, y4vyeTty n ABWXeHUK nepcoHana

OpraHusaums cuctembl ABWKEHWS JOKYMEHTOB MO NepcoHany

C6op 1 npoBepka NNYHBIX JOKYMEHTOB paGOTHMKOB

MoarotoBka 1 odopmMneHme No 3anpocy PabOTHUKOB M AOSHKHOCTHBLIX NNL,
KOMWI, BbIMMCOK U3 KaApOBbIX OKYMEHTOB, CNPaBokK, MHbopMaumMm O CTaxe,
nbrotax, rapaHTUsix, KOMNeHcaUnUsIX U UHbIX CBeAEHMI O paboTHMKax

Bblgaya paboTHUKY KagpoBbIX JOKYMEHTOB O €ro TPYAOBOW AeATENIbHOCTY

HoseneHne 0o cBeaeHnda nepcoHana OpraHmn3auUnoHHbIX,
pacnopAagnTenbHbIX U KaapoBbiX JOKYMEHTOB OpraHn3auunm

BeneHuve yyeta paboyero BpemeHn paboTHUKOB

KoHcynbTaHTINOC
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Nno ynpaBfiEHNIO MEPCOH... [lata coxpaHeHus: 09.01.2017

PeFI/ICTpaLI,I/IFl, yyeT, onepatunBHoOe XpaHeHue LOOKYMEHTOB Mo nepcoHany,
noaroToBKa K caadve nx B apxmB

Heobxognmbie ymeHuns PaspabaTtbiBaTb NPOEKTbI KAAPOBbLIX AOKYMEHTOB

O(bOpMJ'IFITb KagpoBble OOKYMEeHTbl B COOTBETCTBUM C Tpe6OBaHMﬂMI/I
TPyAoOBOro 3akoHOoAdaTesbCTBa Poccunckon (Deﬂ,epaLl,VIVI M noKarbHbIMU
HOpPMaTUBHbLIMW aKTaMu opraHmu3aummn

BecTn y4yeT n perncrtpaunio KagpoBbiX OOKYMEHTOB B I/IHd)OpMaLI,VIOHHbIX
cucremMax n Ha MmatepuaribHbIX HOCUTENAX

OpraHun3oBbIBaTh XpaHeHWe KaapoBblX [AOKYMEHTOB B COOTBETCTBUMM C
TpeGoBaHUAMKM TPYOOBOro, apxMBHOrO 3akoHoaaTtenscTBa Poccuiickoi
degepaumm 1 NnokanbHbIMU HOPMaTUBHBIMU aKTaMy OpraHusauum

AHanusnpoBaTb KafpoBble 4OKYMEHTbI Y NEPEeHOCUTb MHpopMaumio B 6asbl
AaHHbIX 1 OTYETHI

PaboTtatb co cneunann3npoBaHHbIMn VIH(*)OpMaLI,I/IOHHbIMI/I cucremMmammn m
0asamMu gaHHbIX NO BEAEHUIO ydyeTa 1 ABMXKXEeHUIO nepcoHana

Pa3pa6aTblBaTb nnaH KOPPEKTUPOBOK YCTaHOBJ1EHHOIO nopsagka
OCbOpMﬂeHVIﬂ OOKYMEHTOB NO nepcoHany Wun peann3oBbiBaTb TMPUHATbIE
N3MEHEeHUA

KoHTponunpoBaTb nNpucyTcTBMe paboOTHUKOB Ha paboyem mecTe

CobntogaTb HOPMbI 3TUKK OENOBOro obLeHus

Heobxogumble 3HaHuA Mopsaok ocopmneHns, BeOeHNs U XpaHeHUst 4OKYMEHTOB MO NepcoHany

nOpﬂﬂ,OK ydyeTta [OBWXEeHUA KagdpoB W COCTaBlieHUsA yCTaHOBﬂeHHOVI
OTHYETHOCTHU

Mopspok pacyeTa cTaxa, nNbroT, KoMmneHcauun, odOPMNEHUS MNEHCUN
paboTHMKaM

CTpyKTypa opraHusauum

TpynoBoe 3akoHOOATENLCTBO U MHbIE aKTbl, cCoaepalliue HOpMbl TPY4OBOro
npaea

OcHosBbl dpPXMBHOIo 3aKoHodaTellbCTBa M HOPpMaTUBHbIE MpaBOBble aKTbl
Poccunckon <De,1:|,epau,|/114, B 4aCTu BeAeHnA OOKyMeHTauun no nepcoHany

3akoHoaaTenbcTBO Poccuiickoin Penepaumm o nepcoHanbHbIX AaHHbIX

TexHonorun, MeToabl U METOAMKM NPOBEAEHUS aHanM3a 1 cucTematusaumm
[OKYMEHTOB 1 MHcpopMaLmm

JlokanbHble HOpMaTUBHbIE aKTbl OpraHu3auuu, perynupyolme nopsaok
0hOPMIIEHNSA [OKYMEHTOB MO NepcoHany

OcCHoOBBI /J,OKyMeHTOO60pOTa N OOKYMEHTaUNOHHOIo obecneveHns

HopMbl 3TMkn genoBoro obLeHus

KoHcynbTaHTINOC
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MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H

"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC
Nno ynpaBfiEHNIO MEPCOH... [lata coxpaHeHus: 09.01.2017
BaszoBble OCHOBBbI NHOPMaTMKK, CTPYKTYpHOE NnocTpoeHue

VIHd)OpMaLI,I/IOHHbIX cUcTemM U 0CobeHHOCTH pa6OTbI C HUMIA

Opyrvne xapakrepucTuku

3.1.3. TpygoBasa yHKUMNA

AOMUHUCTPMPOBAHME NPOLIECCOB U VDOBEHb
HauMeHoBaHMe OOKyMeHTo0b0opOoTa Mo yyeTy 1 OBMKEHWIO Ko AO3.5 (n% OBEHb) 5

Kagpos, NpeacTaBreHnto JOKYMEHTOB No A : Ksaﬂﬁ%)m(a -

nepcoHarny B rocygapCcTBeHHble opraHbl 4

% 3anMcTBOBaHO
MpoucxoxaeHne TpyooBOK OpurHan X
yHKLMM N3 opurmHana
Kon PernctpaumnoHHbIn
opuruHana HOMeEp
npodeccrnoHanbHoro
cTaHgapTa

TpynoBble gencTeums OpraHusauusi LOKyMeHTo060poTa Mo YYETY U OBWKEHNIO KaapOB

OpraHuzaums gokymeHToobopoTa MO NPeACTaBfEHUIO [OKYMEHTOB Mo
nepcoHany B rocy4apCTBEHHbIE OpraHbi

lMocTaHoBKa Ha ydeT opraHn3aumm B rocygapCTBEHHbIX OpraHax

MoaroToBka MO 3anpocy roCydapCTBEHHbIX OPraHoB, MPOMECCUMOHaNbHbIX
CON30B W ApYrMX NpeacTaBuTeNbHbIX OpraHoB pPabBOTHUKOB OPUrMHAanoB,
BbIMUCOK, KOMWiA OKYMEHTOB

MogroToBKa yBEeOOMSIEHMI, OTYETHOM M CTATUCTUYECKOM WHopmaumm Mo
nepcoHany

MoaroToBka NMHopmaunm o 3aKn4YeHnmn TPYLOBOro unu
rpakgaHCcKo-NpaBoBOro 4OroBopa Ha BhINoOMHEHWe paboT (oka3aHue ycrnyr) ¢
rpakgaHWHOM,  3aMellaBlUMM  OOMMKHOCTM  rocyaapCTBEHHON unm
MYHUUMNANbHOW  CriyX0bl, nepeyeHb  KOTOpPbIX yCTaHaBnMBaeTcs
HOpMaTUBHbLIMM NPaBOBbLIMKU akTamu Poccuickon denepaunm

Heobxoaumele ymeHus OdopMnsATb YYETHBIE AOKYMEHTbI, NpeaocTaBnsieMble B rocygapCTBEHHbIE
opraHbl, npodeccuoHarnbHble CO3bl U ApyrMe npeacTaBUTENbHbIE OpraHbl
paboTHMKOB

OpraHVI3OBbIBaTb XpaHeHne JOKYMEeHTOB B COOTBETCTBUM C Tpe6OBaHI/I‘i|MI/I
TPyAOBOro 3akoHoaTesibCTBa Poccunckon tbep,epau,mw N nokKarbHbIMU
HOpMaTUBHbLIMW aKTaMun opraHmn3aummn

PaboTtatb ¢ I/IHCbOpMaLI,I/IOHHbIMM cuctemMamm M 6asamum AaHHbIX MO BeOeHUto
ydyeTa n ABUXEeHUK nepcoHana

PaboTaTb ¢ MHOpMaLUNOHHBIMKU cucTeMamu U 6asamm JaHHbIX MO BeOEHUI0
CTaTUCTUYECKON N OTYETHOW MHpOpMaLum No nepcoHany

KoHcynbTaHTINOC
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AHanusupoBaTb NpaBuna, Npoueaypbl U NopsnokK, perynupytoliMe npasa u
006513aHHOCTM TOCYapCTBEHHbIX OpraHoB M OpraHu3auuMu Mo Bomnpocam
obmMeHa JoKyMeHTaumel no nepcoHany

BecTu fenoByto nepenuncky

CobntogaTb HOPMbI 3TUKK OENOBOro 0bLeHus

Heobxoaumble 3HaHMS TexHonorun, MeToabl U METOAMKM NPOBEAEHUS aHanM3a 1 cucTematusaumm
[OKYMEHTOB 1 MHcpopMaLmm

OcHOBbI JOKyMEHTO060pOTa M AOKYMEHTALMOHHOIO obecneyeHns

CTpyKTypa opraHusaumm

HopmatueHble npaBoBble akTbl Poccuiickon ®epepauun, perynupyroLine
npaea 1 0683aHHOCTM roCy4apCTBEHHbLIX OpPraHoB, NPodeCccuoHanbHbIX
COI30B U Apyrux npeacTtaBUTenbHbIX OpraHoB paboTHUKOB MO
npeaocTaBneHnto y4eTHOW AOKYMeHTaLnm

TpynoBoe 3akoHOAATENLCTBO U UHbIE aKTbl, COAepKallue HopMbl TPYAOBOrO
npasa

OcCHOBbI apXMBHOTO 3aKOHOAATENbLCTBA U HOPMAaTUBHbIE NPaBOBbIE aKThI
Poccuiickoit degepauuun, B 4acTu BeleHNss JOKYMEHTaLMK No nepcoHany

BakoHogaTenscTBO Poccuiickon defepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbI€ aKTbl OpraHn3auunmn, perynmpyrouime nopaaok
BeJeHnA JOKyMeHTauunn Nno y4yeTy n ABMXEeHUIo nepcoHana

HOprI 3TUKM AenoBoro obLueHus

basoBble OCHOBbI MHPOPMATHKK, NOCTPOEHNA NH(POPMALIMOHHBIX CUCTEM U
0CcoBeHHOCTM paboTbl C HAMM

Lpyrne xapakTepucTmku

3.2. O606LeHHasn TpygoBas yHKUMSA

HaumeHoBaHve ,D,eﬂTeJ'IbHOCTb no obecnevyeHuo nepcoHariom KO,q B ypOBeHb
KBanudmkaumm
ggggcizﬁeﬂHTme OBOW OpvirnHan X 3auMCTBOBaHO
- Py P N3 opurmHana
dyHKUMM
Kopn PernctpaunoHHbIn
opuruHana HOoMep
npodeccuoHarnbHOro
cTaHgapTa
KoHcynbTaHTIIN
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[JokymeHT npegoctasneH KoHcynbTaHTINOC

[ata coxpaHeHnus: 09.01.2017

Bo3MOXHble HaMMeHOBaHNS
DOMKHOCTEN, npodeccui

Cneuuanuct no nogbopy nepcoHana
Cneuunanuct no nepcoHany
MeHemoykep no nepcoHany

TpeboBaHusa kK 06pasoBaHuUio
n oby4yeHuto

Bbicwee obpasoBaHue - 6akanaspuart

[ononHntenbHoe npodeccnoHanbHoe obpasoBaHue - NporpaMmbl
MoBbILIEHMS KBaNUdUKaLUn; NporpaMMbl NpodeccruoHansHom
nepenoaroToBkn B obnactu novncka u nogbopa nepcoHana

TpeboBaHMA K ONbITY
npakTuyeckon paboTbl

Ocobble ycrioBus gornycka K
paboTte

Lpyrne xapakTepucTmku

[ononHutenbHble XapaKTepucTtukumn

KoHcynbTaHTINOC
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"06 yTBepxxaeHun npodeccmoHanbHOro ctaHgapTta "Cneunanuct no ynpasieHUIo NEPCOH. ..

[okymeHT npepnoctasneH KoncynbTaHTtAOC
[aTta coxpaHeHus: 09.01.2017

HanmeHoBaHWe oOKyMeHTa Kog HaumeHoBaHne 6a30BoW rpynmnbl, 4OMKHOCTU (Npodeccum) unm
cneumanbHOCTU

OK3 2412 CneuuwanucTtbl No Kagpam 1 NpocopreHTaumm
3423 CneuvnanncTtbl KagpoBbIX CIYXO 1 yUpexXaeHU 3aHATOCTH

EKC - CneumanucTt no kagpam
- MeHenkep no nepcoHany

oKnaTpP 27755 OKOHOMUCT Mo Tpyay
22956 MHcnekTop no kagpam

KoHcynbTaHTINOC

Hape)XHas npaBoBas noaaepXKa
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3.2.1. TpypoBasg yHKUNA

C6op MHopMauun o0 NOTPeBGHOCTSAX opraHusauum YpoBeHb
HaumeHoBaHuve B NepcoHane Koa B/01.6 | (nooypoBeHb) 6
KBanudmkaumm

Y MMCTBOBaH
MpoucxoxaeHue TpyooBow OpuriHan X 3anmmcTBOBaHO
yHKLMM 13 opurnHana

Koa PerncrpaumoHHbIn
opuruHana Homep
npoceccuoHansHOro
cTangapTa

TpyooBble AenCTBMUSA AHanus nnaHoB, cTpaTernm u CTPYKTypbl opraHusaumm

AHanua ocobeHHocTeil opraHuM3auumM paboTbl UM NPOM3BOACTBA  Ha
KOHKpPETHbIX paboynx mecTax

AHnanus pblHKA Tpyda no oOpraHunsauun pa6OTbI Ha aHanorm4yHom
npon3BoACcTBE U pa60q|/|x MecTax

dopmupoBaHme TpeboBaHWA K BakaHTHOW [OOSPKHOCTM  (npodheccun,
crneunanbHOCTM) N UX KOppeKums

AHanua pbliHKa Tpy4a U nepcoHana opraHv3auuMm no npodunto BakaHTHON
OOIMDKHOCTU (Mpodeccuu, cneumanbHOCTN)

NHdopMmpoBaHMe 1 KOHCYNbTMPOBaHWE pyKoBoaAUTENEN noapasneneHuii u
opraHusaumu no Bornpocam pbiHKa Tpyda B YacTu obecrneyeHnst nepcoHarnom

Heobxogumble ymeHus CobupaTb, aHanuaupoBatb W  CTPyKTypupoBatb  WHGopmauuio 06
0COBEHHOCTAX OopraHn3auun paboT Ha pasnMyHbIX y4acTkax Npon3BoACTBa U
Ha KOHKpEeTHbIX paboumx MecTax C y4yeToM Lenew, 3agay, NNaHoB u
CTPYKTYpbl OpraHm3auumn

CobupaTb, aHanuaupoBatb W  CTPyKTypupoBatb  WHGopmauuio 06
O0COBEHHOCTAX 1 BO3MOXHOCTAX KagpoBOro noTeHumana opraHMsaunm

CobupaTb, aHanuaupoBaTb W  CTPYKTypupoBaTb  MHdopmauuto 06
0COBEHHOCTSIX pblHKA TPpyAa, BKIOYas NPeaioXeHnst oT NpoBakaepoB ycnyr
no NOM1CKy, NpuBneveHuto, nogbopy n otbopy nepcoHana

dopmupoBatb TpebOBaHWsi K BakaHTHOW  OOIDKHOCTM  (Mpodpeccum,
crneumnanbHOCTW) 1 ONpeaenaTb KpuTepum nogbopa nepcoHana

BHOCUTb KOppekTupylowme cBefeHuss B TpeboBaHMs K KaHougatam Ha
BaKaHTHble JOMMKHOCTM (Npodheccuu, cneumanbHOCTK)

Monb3oBaTbCsA NONCKOBBLIMM CUCTEMaMN U UHAOPMALMOHHBIMU pecypcamm
Ong  MOHWTOpWHra pblHKa  TpyAaa, rpaXkgaHcKoro 7 TpyooBoro
3akoHogaTtenbcTBa Poccunckon ®egepaumm

KoHcynbTMpoBaTb MO BOMpOCam pbiHKA Tpyda B 4Yactu obecneveHust
nepcoHanom

KoHcynbTaHTINOC
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CobntogaTb HOPMbI 3TUKK OENOBOro obLeHus

Heobxoaumble 3HaHWSA TexHonorum, MeToAbl U METOAUKM NPOBEOEHUS aHanM3a U cuctemaTmaauun
JOKYMEHTOB 1 MHpopMaLmm

CTpykTypa oOpraHMsauumM W BakaHTHble OOMKHOCTU  (Mpodpeccuu,
crneumnanbHOCTH)

nOpHD,OK onpeneneHusa I'IepCI'IeKTMBHOIZ n TeKyLLLeVI I'IOTpe6HOCTI/1 B Kagpax

NcTouHukn obecneyeHunst opraHun3auunm Kagpamm

OpraHusaums paboT Ha pasnuYHbLIX ydYacTkax MNPOW3BOACTBA, OpraHusaLum,
oTpacnu

O6Lme TeHOeHUMM Ha pblHKE Tpyaa M B OTAENbHOW OTpacmnu, KOHKPETHON
npocbeccun (4OMKHOCTH, CreumnanbHOCTK)

OCHOBbI NCUXOSTOMMKN N COLMONOTNN TpyAa

OCHOBbI 9KOHOMWKW, OpraHu3aummn Tpyaa v ynpaeneHus

TpyooBoe 3akoHOOATENLCTBO U MHbIE aKTbl, cogepKalliMe HoOpMbl TPYAOBOro
npaea

OcHoBbI dPXMBHOIo 3akKoHodaTellbCTBa M HOPMaTUBHbIE TMMPaBOBbIE aKThbl
Poccuiickon (Deﬂ,epaLl,l/IM, B 4aCTu BeeHnA OOKyMeHTaunn no nepcoHany

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

NokanbHble HOpMaTUBHbIE aKTbl OpraHu3auuK, perynupylolimMe nopanok
nonbopa nepcoHana

HopMbl 3Tkn genosoro obweHus

basosble OCHOBbI VIH(*)OpMaTI/IKVI, CTPYKTYpPHOE nocTpoeHne
VIHd)OpMaLI,VIOHHbIX CUCTEM U OCOBEHHOCTH paGOTbI C HUMU

Opyrue xapakTepucTuku

3.2.2. TpypoBas dyHKUMSA

Mowck, npueneyeHne, nogbop n otéop YpoBeHb
HavnmeHoBaHue nepcoHana Kog B/02.6 |(noaypoBeHb) 6
KBanudmkaumm
MpoucxoxaeHue TpyaooBoW OpuruHan X 3anmcTBOBaHO
dDYyHKUNN 13 opuruHana
Koga PernctpaunoHHbIn
opuruHana HoMep
npodeccnoHarnbHOro
CcTaHgapTa
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HaeXHas npaBoBas noaaepXxkKa


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H

"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC
Nno ynpaBfiEHNIO MEPCOH... [lata coxpaHeHus: 09.01.2017
TpynoBble geicTBUS Monck BO BHYTPEHHMX U BHELLHMX UCTOYHMKAX MHJOpMaUuM O KaHauaaTax,
COOTBETCTBYIOLLEN TpeBGoBaHMAM BaKaHTHOM [OOIMKHOCTM  (npodheccuu,
cneumnansHOCTH)

PasmelwleHne cBegeHM O  BakaHTHOM  AorkHocTu  (mpodpeccuu,
creLumanbHOCTU) B CpefcTBax MaccoBow nHGopMaLmm

Bbi6op cnocoGoB 1 METOOOB MPUBIIEYEHNST MepcoHana B COOTBETCTBUW C
YyTBEPXAEHHLIMW NaHamu

MpoBepka WHGpOpPMaUMM O KaHAMAATax Ha BakaHTHble  [AOJMKHOCTU
(npodbeccuu, cneumansbHOCTH)

MpoBeneHue cobecenoBaHUn M BCTpeY C KaHOuOATaMU Ha BaKaHTHbIE
OOMmkHOCTU (npodeccuu, cneumanbHoOCcTn) ¢ obecneyeHmem obpaTHOW CBA3U

OueHka COOTBETCTBUS KaHAMAATOB TpeboBaHWSM BakaHTHOW [OOMKHOCTU
(mpodheccuu, cneumanbHOCTH)

MoarotoBka npeanoXeHuid Mo copMupoBaHMio  GlogkeTa Ha  MOWUCK,
npueneyeHve, nogbop 1 oToop nepcoHana

NHdopMm1poBaHME U KOHCYNbTUPOBaHUE pyKOBOAMTENEN noapasfeneHuin v
opraHv3aumu no Bonpocam NpuBIeYeHNs NepcoHarna c oLeHKon 3aTpar

Heobxogumble ymeHus Onpepensats  KpuTepum NOWCKa, nNpuBredYeHusa, nopgbopa u oTbopa
nepcoHana

CobupaTb, aHanManpoBaTb U CTPYKTypMpoBaTb MHbopMaLMIo O KaHauaaTax
U NpeariokeHNsX Ha pbiHke Tpyda

Monb3oBaTbCs NOMCKOBLIMU CUCTEMAMU U MHAPOPMALIMOHHBIMU pecypcamn B
obnacTtun obecneveHnsi nepcoHanom

MpUMeEHsATL TEXHOMOMMM U METOAMKU MOoucKa, MpUBIeYeHusi, nogdopa u
oTbopa  KaHAMAATOB  HA  BakKaHTHble  [OIMKHOCTMU (npodheccuu,
crneLmanbHOCTN) B COOTBETCTBME C UX CNeLndmrKomn

Mcnonb3oBaTtb cpencrtea obecneyeHunst nepcoHarsnom, BKITHO4adA
conpoBoxaeHune

KOHch'IbTVIpOBaTb Nno BOMpocaM npumeneyvyeHna nepcoHana

CocTaBnsiTb M KOHTPONMUPOBAaTb CTaTbM pPacxodoB Ha obecrneveHue
nepcoHanomM Ans nnaHMpoBaHus GogkeToB

CobntogaTb HOPMbI 3TUKX OETOBOro ooLeHus

Heobxogumble 3HaHMSA NcTouHukm obecneyeHms opraHusauum kagpamu

TexHonormm u MeToauKu MNOWUCKa, npuerie4eHnA, rlo,u,6opa n 0T6opa
nepcoHana

Cuctembl, mMetoabl MU (*)OprI mMmaTtepuanbHOro w”n HemaTtepuanbHOro
CTUMYINUpOBaHUA Tpyaa nepcoHarna

TexHonorum u MetToabl POPMUPOBAHUS Y KOHTPOSS GHOKETOB

KoHcynbTaHTINOC
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TexHonoruu, MeTogbl 1 MeToLMKN npoBeageHna aHanuia, cucremMatmdauunm
LOOKYMEHTOB 1 VIH(bOpMaLI,I/IVI

CTpykTypa oOpraHuM3auMmM W BakaHTHble  AOMKHOCTM  (Mpodheccun,
cneumnanbHOCTK)

OOwwme TeHOEeHUMU Ha pbiHKE TpyAa M B OTAENbHbIX OTpacnsax M Buaax
npodeccnoHarnbHON esaTenbHOCTH

OCHOBbI NCUMXONOrNMN KU COLNONOrNn TpyAa

OCHOBbI 3KOHOMMKM, OpraHM3aLUumn Tpyaa v ynpasneHust nepcoHasniom

TpyooBoe 3akoHOOATENLCTBO U MHbIE aKTbl, cogepalliMe HoOpMbl TPYAOBOro
npaea

OcHosBbl adPXMBHOIo0 3aKoHodaTeslbCTBa M HOPMaTUBHbIE TMMpPaBOBble aKThbl
Poccuiickonm CDep,epaLLMM, B 4aCTu BeeHnA OOKyMeHTaunn no nepcoHany

OcHoBbI HanoroBoro 3akoHogaTtenbcTBa Poccunckon ®egepaunm

3akoHopaTenscTBO Poccuiickon Pefepaumm o nepcoHanbHbIX AaHHbIX

NokanbHble aKkTbl OpraHu3auun, perynupylowme nopsaok obecneveHust
nepcoHanom

HOprI 3TUKM OenoBoro obLeHus

BbasoBble 0CHOBbLI MHGOPMATUKN, NOCTPOEHNA WUHAOPMALMNOHHBLIX CUCTEM W
0cobeHHOCTM paboTbl C HAMM

Lpyrve xapakTepucTuKu

3.2.3. TpypoBas dyHKUMSA

AAMUHUCTPUPOBAHKNE NPOLLECCOB U YpoBeHb
HavmeHoBaHue | nokymeHTOOBOpOTa obecneveHns nepcoHanom Kog B/03.6 | (nomypoBeHb) 6
KBanudukaumm

lNpoucxoxageHne TpygoBon
dyHKUMN

X 3anmcTBOBaHO

OpwuruHan
P 13 opurmHana
Kopn PernctpaunoHHbIn
opuruHana HoMmep
npodeccnoHarnbHOro
cTaHgapTa

TpyooBble AenCTBUSA

AHanus npoLeccoB OOKYMeHToo60poTa, foKasrlbHbIX [OKYMEHTOB MO
Bornpocam obecrneyeHrst NepcoHanom

BeneHne wuH(opmaumm O  BaKaHTHbIX  [OMXHOCTSX  (Npocdheccusx,
cneumnanbHOCTSX) U kKaHauaaTax

,D,OKyMeHTaLlMOHHOG conpoesoxaeHne KaHouMaaTtoB Ha J3Tanax noucka,

KoHcynbTaHTINOC
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npueneYveHns, noabopa u otbopa nepcoHana Ha BakaHTHble [OOMKHOCTM
(npodbeccumn,  cneumanbHocTW),  MHOPMUPOBAHME  KaHAMOATOB O
pesynbTaTtax oTbopa

MoaroToBka 3anpocoB O KaHAMOaTax B rOCYOapCTBEHHble oOpraHbl, B
cryyasix, nNpeaycMOTPEHHbIX  [OeMCTBYIOLMM  3aKoHOOaTenbCTBOM, MU
06paboTka NpeaocTaBrneHHbIX CBeAeHNiA

MogrotoBka u o06paboTka yBeOoOMNEHWN B FOCYAApCTBEHHbIE OpraHbl,
npodpeccuoHanbHble COH3bl M OpyrMe  NPeAcTaBUTENbHbIE  OpraHbl
paboTHUMKOB MO BOMpPOCaM Mowucka, npuenedeHunsi, nogbopa u otbopa
nepcoHana

ConpoBoxaeHne [4OroBopoB Mo o6GecrneyeHnio opraHu3auum rnepcoHasiom,
BKIOYas NpeaBapuUTenbHble NpoLeaypbl Mo UX 3aKMOYEHNIO

Heobxoanmble yMeHust O6ecneuvBaTh JOKYMEHTALMOHHOE COMPOBOXKAEHME BbIXOAA KaHauaaTa Ha
paboTy 1 nepemMeLLeHns nepcoHana

OdopmMnsaTb AOKYMEHTLI MO Bornpocam obecneveHns kagpoBbiMU pecypcamu,
HeobOxoaMMble [ONs  NpPeaoCTaBreHWss B FOCYAAPCTBEHHblE  OpraHbl,
npodpeccuoHanbHble  CO3bl WM Apyrue  NpeAcTaBUTESNlbHbIE  OpraHb
paboTHMKOB

OpraHn3oBbIBaTb XpaHEHWE JOKYMEHTOB B COOTBETCTBMM C TpeboBaHUAMU
TpyOoBOro, apxvMBHOro 3akoHogaTenbctBa Poccunckon ®epepauun wu
NoKanbHbIMW akTaMu OpraHn3aumm

AHaJ'II/I3I/IpOBaTb OOKYMEHTbI n nepeHoCnUTb |/|H¢)opmau,mo B
VIH(bOpMaLI,MOHHbIe cucTembl 1 6asbl JaHHbIX O KaHaMaaTax

PaboTaTb ¢ MHPOPMALMOHHLIMUK CUCTEMaMK U Ga3aMu AaHHbIX MO BONpocam
obecrneyeHnss MepcoHanoM, BeOeHWo Moucka M ydyeTa KaHOWAaToB Ha
BaKaHTHble JOMKHOCTM (Mpodheccui, cneumnansHoCTH)

Mpoun3BoauTb MpeaBapuTerbHbIe 3aKyroyvHble Mnpouedypbl U 0OpPMIATb
COMYTCTBYIOLLYIO JOKYMEHTALIMIO MO 3aKMHYEHUI0 [JOrOBOPOB

OpraHM3OBbIBaTb M NpoBOAUTb KOHKYPChI, O(bOpMJ'IﬂTb n aHanmanpoBaTb
KOHKYPCHYIO JOKYMEeHTauuno

BecTtun genoByto nepenncky

CobntogaTb HOPMbI 3TUKK OETOBOro ooLeHus

Heobxogumble 3HaHusA Mopsigok ohopMnenns, BeOEHUA U XpaHEHUs OOKYMEHTauun, CBA3AHHOW C
NMOuUCKOM, NpuBneyeHnem, noabopom n oTopomM nepcoHana Ha BakaHTHblE
OOIMKHOCTMU

Mopsimok  dopmupoBaHus, BedeHWss ©OaHka [aHHbIX O  MepcoHane
opraHu3aunn n npenocrtaBieHnda OTY4ETHOCTU

OcHoBBI D,OKyMeHTOO60pOTa N OJOKYMEHTaUNOHHOIro obecneyeHns

TexHonoruu, MeToAdbl U METOAUKN NpoBedeHNA aHann3a M cucremaTtuniaunm
OOKYMEHTOB 1 MH(*)OpMaLI,I/II/I

Mopsinok NpoBeaeHWs KOHKYPCOB M 0GOPMITIEHUS] KOHKYPCHOW JOKYMEHTaumMm
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Mopsook  npoBefdeHWs  3aKymouyHblX  npouedyp W odopMrieHus
COMYTCTBYIOLLIEN AOKYMEHTaLNUM

CTpykTypa oOpraHuM3auMmM W BakaHTHble  AOMKHOCTM  (Mpodheccun,
cneumnanbHOCTK)

TpyaoBoe 3aKOHOAATENBLCTBO M MHbIE aKTbl, COAepPXalle HOPMbl TPYO0BOro
npasa

OCHOBbLI apXMBHOTO 3aKoHodaTenbCTBa M HOPMAaTUBHbIE MPAaBOBblE aKThl
Poccuiickoit denepaunm, B YacTu BeAeHUsI OKYMEHTaLMKU Mo nepcoHany

OcHoBbI Hanoroeoro 3akoHogatenbcTBa Poccunckon ®enepavnm

3akoHoaaTenbcTBO Poccuiickoit denepaLumm o nepcoHanbHbIX AaHHbIX

NokanbHble akTbl OpraHv3auuu, perynupylowve nopsgok  noabopa
nepcoHana

Mopsiaok 3akroyeHnst 4OroBOpoB (KOHTPAKTOB)

HopMmbl 3Tuku genosoro obLeHus

BasoBble 0CHOBbLI MHHOPMATUKM, MOCTPOEHNUST UHAOPMALMOHHBIX CUCTEM U
0Cc0bOeHHOCTM paboTbl C HAMMU

Lpyrve xapakTepucTmKu

3.3. O6obueHHasa TpygoBas pyHKUnS

eATeNbHOCTb MO OLeHKe 1 aTTecTaumm YpoBeHb
HanmeHoBaHu A K C 6
anmmeHosaHie nepcoHana OA KBanudukauum
Qgggcxeol-iﬁeﬁHTM e OBOM OpwurunHan X SaumMcTBOBaHO
t PyA P 13 opurnHana
yHKLUNN
Kopg, PernctpaunoHHbIn
opuruHana Homep
nNpodeccuoHarnbLHoro
cTaHOapTa

Bo3moxHble HanmeHoBaHusA | CneumanucT no oueHke 1 atTecTaumm nepcoHana
OOmkHOCTen, npodeccun Cneuunanuct no nepcoHany
MeHemxep no nepcoHany

TpeboBaHus Kk Bbicwee obpasoBaHue - 6bakanaepuart

obpasoBaHuio 1 00y4yeHuto | [lononHuTenbHoe NnpodeccrmoHanbHoe obpasoBaHme - MporpamMmbl
noBblWeHns kBanudukaummn; nporpaMmmMmbl NPodeccnoHanbLHoON
nepenoaroToBkM B 06nacTn NpoBeAeHns OLeHKN nepcoHana

TpeboBaHus K OnbITY -
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npakTuyeckoii paboTsl

Ocobble ycrioBust gornycka K
paboTte

Lpyrue xapakTepucTmKu

[ononHutenbHble XapaKTepucTtukumn

HavnmeHoBaHue gokymeHTa Kog HaumeHoBaHWe 6a3oBow rpynmnbl, 4OMKHOCTU (Npodeccun)
Unu cneumanbHoCTU
OK3 2412 CneuvanncTtbl No KagpaMm 1 NnpodopreHTaLmm
3423 CneunanncTtbl KagpoBbIX CIYXO 1 yUpexXaeHU 3aHSATOCTH
EKC - MeHepxep no nepcoHany
oKnaTtprP 27755 OKOHOMWUCT Mo Tpyay
22956 MHcnekTop no kagpam

3.3.1. TpyaoBasa yHKUNA

OpraHusaumsa u npoBeaeHne OLEHKN NepcoHana YpoBeHb
HaumeHoBaHuve Koa C/01.6 | (nopypoBeHb) 6
KBanudmkaumm

Y MMCTBOBaH
MpoucxoxaeHne TpyooBon OpuruHan X 3anmcTBOBaHo
dyHKUMM n3 opurnuHana

Koa PerncrpaumoHHbIn

opurnHana HoMep
npoceccuoHansHoOro
cTaHgapTa
TpynoBble AencTeums AHanua CTpPyKTypbl, MNMNaHOB W BaKaHTHbIX AOfKHOCTEN (mpodeccun,

cneumanbHOCTEN) opraHu3aumm, ocobeHHoCTel opraHu3aumm paboTbl Ha
pasnnYHbIX y4acTkax NPou3BOACTBA M KOHKPETHbIX paboynx MecTax

PaspaGoTka nnaHa oOUEHKM MnepcoHana B COOTBETCTBMM C  LENAMM
opraHusaumu

OueHka AVHaMWKN NPON3BOAUTENBHOCTU, MHTEHCUBHOCTU U 3hDEKTUBHOCTU
Tpyaa Ha pabounx mecrax

OnpeneneHrie pecypcos, BbIGOP CPeacTB U METOAOB MPOBEAEHUs! OLEHKM
nepcoHana

I'IpOBeneHme OLIEHKM nepcoHana B COOTBETCTBMK C NiaHaMu opraHnusaunm

ConpOBo>|<,quv|e aorosopos C opraHmn3aunammn - ncnonHnTenaAMmn

KoHcynbTaHTINOC
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MepOﬂpMﬂTMVI no OueHKe nepcoHana, BKITHO4aA npegBapuTeribHble
npouenypbl No nxX 3akKinio4YeHno

KoHcynbTupoBaHWe nepcoHana no BOMPOCaM OLEHKM, BKMOYas OLEHKY
3artpart

AHanus pesynbTaToB OLIEHKU TepcoHana, MoAroToBKa pekoMeHgaumi
PYKOBOACTBY ¥ NMepcoHany

[NogroToBka npep,nox(eHMﬁ no (bOpMI/IpOBaHI/IPO OromxkeTta no opraHunsaunmm un
npoBeaeHno OLeHKN nepcoHana

Heobxogumble ymeHus OnpegensTe napaMeTpbl U KpUTEPUU OLIEHKM NepcoHana

Onpe,u,enmb n MNpuUMEeHATb cpeactBa WU MeToAdbl npoBeaeHUA OLUEHKAU
nepcoHana

BbigenaTts (onpenensiTs) rpynnbl NnepcoHana Ans NpoBeaeHUs OLEHKU

OnpenensiTe MHTEHCUBHOCTb TPyAa U 30Hbl MOBbLILEHUS 3(EEKTUBHOCTY
nepcoHana

Onpe,u,enmb MOTMBaALNOHHbIE (*)aKTOpr npoBeaeHnAa OUeHKM nepcoHana

CocTaBnATb N KOHTPONMPOBATL CTaTbM PACXOAOB Ha OLEHKY NepcoHana Ans
nnaHnpoBaHusa GrogKeToB

ObecneunBatb OopraHmn3aunoHHOEe conpoBOXAEeHNE OLEHKN NnepcoHanna

ObecneunBatb COXPaHHOCTb KOHMUAEHUManbHOM  MHOPMauMnM  npu
npoBeAEeHUN OLEHKM NepcoHana

OpraHu3oBbIBaTb XpaHEHNE JOKYMEHTOB B COOTBETCTBUM C TpeboBaHMsIMU
TPyOoOBOro, apXxvMBHOrO 3akoHogaTenbcTBa Poccunckon depepauumn u
JoKalrbHbIMY HOPMATUBHbIMU akKTaMK OpraHmn3auunm

CobupaTtb, aHanuavMpoBaTb W  CTPYKTypupoBaTb  MHOpMaUulo O
NpeAnoXeHnsIX No OLeHKe NnepcoHara Ha pbiHke Tpyda

MpousBoauTL NpenBapuTenbHble 3akynodHble npoueaypbl M 0hopMIsATh
COMYTCTBYIOLLYO [JOKYMEHTALMIO MO 3aKMOYEHNIO JOrOBOPOB

OnpenensitTe  yCrioBUst [Ofisi  3aKk/OYeHUss [OrOBOPOB  Ha  ycryrv Mo
NpoBeEeHMUIo OLiEHKU NepcoHana

CVICTeMaTI/ISI/IpOBaTb, obobwaTtb u aHanM3anpoBaTb pe3ynbTaTbl OUEHKU
nepcoHana

ObecneuunBaTb 06paTHYO CBA3b MO pesynbTaTaMm MPOBEAEeHHON OLEHKN C
nepcoHanoM u pykoBoACTBOM

Mornb3oBaTbCsi MOUCKOBLIMU CUCTEMaMU, UHGPOPMAaLMOHHBIMU pecypcamn U
6asamu AaHHbIX MO NPOBEAEHMIO OLIEHKWN NepcoHana

PaspabaTbiBaTb pekoMeHAauuu Mo pasBUTUIO TMepcoHana Ha OCHOoBe
NnpoBeaeHHON OLIEHKM

CobntogaTb HOPMbI 3TUKU OENOBOro obLLeHus
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Heobxoaumble 3HaHUSA TexHonoru u MeToabl onpeaeneHns NpodeccMoHanbHbIX 3HAHWIA, YMEHWUIA 1
KoMMeTeHuun

TexHonorum n MeToAbl OLLEHKN NIUYHOCTHbIX Ka4€eCTB N XapakTepUCTUK

Cuctembl, MeTtoabl M (OpMbl MaTepuanbHOro U  HemaTepuanbHoro
CTVMYNUPOBaHUS Tpyaa nepcoHana

TexHonoruu 1 meToabl q.)OpMMpOBaHMH M KOHTpOInA OrooxeToB

TexHonorum, MeToabl U1 METOAMKM NMPOBEAEHUS aHaNM3a U cucTemaTusaumm
AOKYMEHTOB 1 MHcpopMaumn

OcHoBbl 00LLEe M coumanbHOM MCUXONOrMK, COLMONOMMU U MCUXOMNOrnm
TpyAa

OcHosBbl I'IpOVI3BOﬂCTBeHHOI7I 0eATeNIlbHOCTU opraHnsaunn

Mopsinok  npoBefdeHWs  3aKymouyHblX  npouedyp W odopMrieHus
COMyYTCTBYIOLLIEN AOKYMEHTaLNUM

CTpykTypa oOpraHuM3auMmM W BakaHTHble  AOMKHOCTM  (Mpodbeccun,
cneunanbHOCTK)

TpynoBoe 3akoHOOATENLCTBO U MHbIE aKThbl, COAepKaLlMe HOpMbl TPYAOBOIO
npaea

OcCHOBBI apXMBHOTO 3aKoHoAaTenbCTBa M HOPMAaTUBHbIE MPaBOBble aKThbl
Poccuiickolt ®egepauumn, B 4acTu BeAeHUs OKYMEHTaLMK No nepcoHany

3akoHopaTenscTBO Poccuiickon Pefepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOPpMaTMBHbIE aKTbl OpraHu3auuun, perynvpyrowme nopAanok
OLIeHKU nepcoHana

Mopsaok 3aknoyeHnst 4OroBopoB (KOHTPAaKTOB)

Hopmbl 3TVKM genoBoro o6LueHns

basosble OCHOBbI MH(*)OpMaTI/IKVI, CTPYKTYpPHOE nocTpoeHne
VIH(bOpMaLI,I/IOHHbIX CUCTEM N 0COBEHHOCTH pa6OTbI C HUMIN

Opyrvue xapakrepucTmku

3.3.2. TpygoBasga yHKUNA

OpraHusaumsa u npoBeaeHne atrectaumm YpoBeHb
HaumeHoBaHuve nepcoHana Ko C/02.6 |(nopypoBeHb) 6
KBanudmkaumm

MpoucxoxaeHne TpyooBon OpuruHan X 3anMmcTBOBaHO
byHKLMM 13 opurnHana
Kon PerncrpaumoHHbIn
opurnHana Homep
npodeccnoHarnbHOro
KOHCYH bTaHTlntoC www.consultant.ru Crpanuua 20 uns3 66
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cTaHgapTa
Tpynosble AenCTBUA AHanmu3 CTpyKTypbl, MMAaHOB W BaKaHTHbIX [AOIKHOCTEN (mpodeccun,

cneumanbHOCTEN) opraHu3aumm, ocobeHHocTer opraHusdaumm paboTbl Ha
pPa3nNMYHbIX y4acTkax NPoM3BOACTBA U KOHKPETHbIX paboumx MecTax

PaspaboTka NpoeKkToB AOKYMEHTOB, OnpefensoWwmnx Mnopsanok arrectauum
nepcoHana, ¢ oLeHKoW 3aTpar

COI'IpOBO)Kﬂ,eHI/Ie npouecca artrecraumum w” paGOTbI aTTecTaunoHHOM
KOMunccumn

MoarotoBka NpeanoXxeHni No hopMmMpoBaHuMo GroMKETa Ha OpraHn3aumio u
npoBefeHue atTecTaumm nepcoHana

[MogrotoBKa nMNpeanoXeHWn O COOTBETCTBMM paboTHMKA  OOIMKHOCTM
(npodeccuun, cneumnanbHOCTM) NO pesynbTatam aTTecTauum B COOTBETCTBUM
C 3akoHofaTtenbcTBoM Poccunckon ®egepaumu

Heobxogumble YMEeHUA OI'Ipeﬂ,eﬂFlTb napameTpbl U KputTepunn atrectaunm nepcoHana

Ol'lpe,lJ,eJ'IFlTb N NPpUMEHATb cpeancTtea N MeToAbl aTTecTaunm

BblgensaTtb rpynnbl nepcoHana anda nposeneHnda atrecrtaunm

ObecneynBaTtb [OKYMEHTaUNoHHoe COMpoBOXAeHNe aTTecTaumm
nepcoHana

CocraBnaAtb u KOHTpOJSInpoBaTb CTaTbM pacxogoB Ha aTtrecTauuto
nepcoHana gna nnaHnpoBaHUA GrooxeToB

Monb3oBaTtbes I/IHd)OpMaLIMOHHbIMI/I pecypCamn u 0aszaMM AaHHbIX MO
npoBeageHnto atrectaumm

BecTtu yyeT 1 peructpaumnio 4OKYMEHTOB B MHAOPMALIMOHHBIX CUCTEMAXx M
Ha maTepuarnbHbIX HOCUTENSIX

OpraHu3oBbIBaTb XpaHEHNE JOKYMEHTOB B COOTBETCTBMM C TpeboBaHUsIMU
TPYyOoOBOro, apxvMBHOrO 3akoHogaTenbcTBa Poccuiickon ®depepaumm w
NoKanbHbIMW OKYMEHTaMn opraHmn3auumm

MpounsBoauTb NpedBapuTeribHble 3aKyrnodHble npoueaypbl U 0opMIATb
COMYTCTBYIOLLYIO JOKYMEHTALMIO MO 3aKMHYEHNI0 JOrOBOPOB

CobntogaTb HOPMbI 3TUKW OEITOBOro 00LLEeHUs

Heobxoaumble 3HaHWA MopsnoK 1 TeXHOMOrNsa NpoBeAeHUs aTTecTauun

TexHonorn u mMeTodbl OMpedeneHnsl M OLEHKM npodecCroHanbHbIX
3HaHWN, YMEHUIN U KOMMNETEHLUI

Cuctembl, mMeToabl M OpPMbl  MaTeEPUANbHOTO W  HeMaTepuanbHOro
CTUMYNMPOBaHWA Tpyaa nepcoHana

TexHonorun n MeToapl q)OpMI/IpOBaHI/Iﬂ N KOHTpPOIA OroaxeToB

TexHonoruu, meToabl U1 METOAMKN nposegeHuna aHann3a u cucrematmsaunun
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[IOKYMEHTOB 1 MHcpopMaLmMm

OcHoBbI NPON3BOACTBEHHON AEATENBHOCTM OpraHM3aLmm

OcHoBbl 00LLe M coumanbHOW MCUXOMOMMN, COLMOMNOTMU U NCUXOorum
TpyAa

Mopsinok  npoBedeHWst  3aKynoudHbIX — mpouedyp UM odhopMIieHust
COMyTCTBYOLLIEA OKYMEHTaLMM

CTpykTypa opraHuM3auMmM W BakaHTHble AOMKHOCTU  (Mpodpeccun,
crneymanbHOCTH)

TpynoBoe 3akoHOOATENLCTBO U MHbIE aKTbl, cogepKalline HoOpMbl TPYAOBOro
npaBea

OcHosBbl ApPXMBHOIo 3aKoHopdaTesibCTBa U HOPMaTUBHbIE MPaBOBble aKTbl
Poccurickon CDe/J,epau,MM, B 4aCTu BeeHNA AOKyMeHTauunn no nepcoHany

3akoHoaaTenbcTBO Poccuiickoii denepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auun, perynupyrowimne nopanok
OLEHKM nepcoHana

Mopsigok 3aknyYeHnsa 4oroBopoB (KOHTPAKTOB)

HOprI 3TUKM AEeNoBOro obLeHus

basoBble OCHOBBbI MHGOPMaTUKN, CTPYKTypHOE nocTpoeHne
NHEOPMALMOHHBIX CUCTEM U OCOBEHHOCTU PaboThbl C HUMK

Lpyrve xapakTepucTuKu -

3.3.3. Tpynoas pyHKUMSA

AOMUHUCTPUPOBAHUE NPOLECCOB U YpoBeHb
HanmeHoBaHune OOKyMeHTOOOOopOTa Npy NPOBEAEHWUMN OLIEHKU U Kon C/03.6 | (nogypoBeHb) 6
aTTecTaumu nepcoHana KBanudukaumm

" 3aumMcTBOBaHO
MpoucxoxageHne TpyooBOK OpurHar X
dyHKUMN 13 opurmHana
Kon PernctpaunoHHbIn
opurnHana HoMep
npodeccuoHanbHoro
cTaHgapTa
TpynoBble 4eNCTBUSA AHanm3 npoueccoB AOKYMEHTOO00pOTA, NTOKaNbHbIX JOKYMEHTOB MO OLEHKE

n atrecrtaumm nepcoHana

OpraHn3auvoHHOE COMPOBOXAEHVE MEPOMNPUSTUIA MO OLEHKEe MepcoHana u
ero aTTecTauum

OdbopmrieHne npouecca v pesynbTaTos aTTecTauum nepcoHana
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VlH(bOpMMpOBaHI/Ie nepcoHana o pe3yrnbTaTtax OUueHKM n atrectaumm

MoaroToBka MPeAnioKeHWn Mo pasBUTUIO MepcoHana Mo pesynbTatam
OLIEHKM

COI'IpOBO)Kﬂ,eHI/Ie [orosopos no OKa3aHuio KOHCYJ1bTalUNOHHbIX n
I/IH(bOpMaLI,VIOHHbIX yCnyr no oueHKe h attectaunm nepcoHana

Heobxogumbie YMEeHUaA Ob6ecneunBaTtb LOOKYMEeHTauMOoHHOE conpoBoXaeHne OueHKM n atrectaumnn
nepcoHana

OcbopMnsiTb JOKYMEHTbI MO BOMPOCaM OLEHKM W aTTecTauuu rnepcoHana,
npedocTaBnsieMble B rOCYdapCTBEHHbIE OpraHbl, MPodeccuoHanbHble
COI03bl 1 Apyrue npeactaBuTenbHbIe OpraHbl paboTHUKOB

AHaJ'IVI3VIpOBaTb npasuna, npouenypbl n nopdaaku nposeneHuna OLUEHKN ”
aTtTectauunm nepcoHana

Bectn yyeT n perucrtpauno JOKyMeHTOB B I/IH(bOpMaLI,I/IOHHbIX cucreMax u
Ha MaTtepuaribHbIX HOCUTENAX

OpFaHI/I3OBbIBaTb XpaHeHune OJOKYMEHTOB B COOTBETCTBUUN C Tpe6OBaHI/IF|MI/I
TpydoBOro 3akoHogaTenbctBa Poccuiickonn depepaumm U nokanbHbIMU
aKkTamu opraHusaumm

Bectn genosyto nepenuncky

PaboTath ¢ VIH(*)OpMaLI,I/IOHHbIMI/I cuctemamm u Gazamm  OaHHbIX MO
BOnpocam npoBeneHnda oueHKN N attectaumm nepcoHarna, BeeHU y4deTa
KaHOMOaToB Ha BakaHTHbI€ OOJIKHOCTU (rlpocbeccmm, cneumaanocm)

AHaJ'IM3I/IpOBaTb LOOKYMEHTbI n nepeHoCnUTb Mchopmau,mo B
I/IH(bOpMaLI,VIOHHbIe cucTembl 1 6a3sbl AaHHbIX

CobntogaTb HOPMbI 3TUKW OEITOBOro o0LeHus

Heobxoaumble 3HaHUs nOpﬂ,D,OK O(bOpMJ'IeHI/IH, BeQEeHNA N XpaHeHna OOKyMeHTauuu, CBsI3aHHOM C
npoBegeHnem OoueHKM n atrectaumm nepcoHana

Mopsigok  dopmupoBaHus, BedeHWss OaHka [aHHbIX O  nepcoHane
opraHusauum 1 npefocTaBreHns OTYETHOCTH

Mopsidok npoBedeHWst  3aKyMoyHbIX — mpouedyp UM odopMiieHust
COMYTCTBYIOLLIEN AOKYMEHTaLMM

nOpﬂ,D,OK O(bOpMﬂeHVIFI OOKYMEHTOB, npenoctaBndemMblX B
rocygapCrtBeHHble OpraHbl, ﬂpOCbeCCI/IOHaJ'IbeIe COH3bl n apyrue
npencraBUTENIbHbIE OpraHbl pa6OTHI/IKOB

OcHoBbl JOKyMeHTOO6OpOTa 1M LOKYMEHTALMOHHOro obecneyeHns

CTpykTypa opraHuM3auMmM W BakaHTHble AOMKHOCTU  (Mpodpeccun,
crneymanbHOCTH)

TpynoBoe 3akoHOOATENLCTBO U MHbIE aKTbl, coaepKalliue HOpMbl TPYAOBOro
npaBea

OcHosBbl ApPXMBHOIo 3aKoHopdaTesibCTBa U HOPMaTUBHbIE MPaBOBble aKTbl

KoHcynbTaHTINOC
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Poccurickon CDep,epaLu/lM, B 4aCTun BeeHNA JOKyMEeHTauun no nepcoHany

3akoHogaTenbcTBO Poccuinckon degepaumm 0 nepcoHarnbHbIX AaHHbIX

TexHonoruu, MeToabl U METOAMKN npoBeaeHnAa aHann3a n cncrematTmidadunm
OOKYMEHTOB 1 I/IH(bOpMaLI,VII/I

JlokanbHble HOPMAaTUBHbIE aKTbl OpraHv3auuu, perynupylolmne nopsaok
OLEHKM 1 aTTecTaumm nepcoHana

Mopsiaok 3akroYeHnst JOroBoOpPoB (KOHTPAaKTOB)

Hopmbl 3TnkM genoBoro obLeHus

BasoBble OCHOBBI WHGOPMaTUKW, CTPYKTYypHOE NnocTpoeHne
NMHOPMALIMOHHBIX CUCTEM N 0COBEHHOCTU PaboTbl C HUMMU

Lpyrve xapakTepucTmKu -

3.4. O6obueHHasa TpygoBas pyHKUNS

ATENbHOCTb N BUTUIO N Han BeHb
Hanmerosanne |HEATENBHOCT MO pas t0 nepcoHana Kon D Ypose 6
KkBanudukauum
Qgggmgﬁe;r N OBOVi OpuruHan X 3anmMcTBOBaHO
” PyA 13 opurmHana
yHKLMM
Koo PerncTpauyoHHbIN
opurnHana HOMep
npodeccnoHarnbHOro
cTaHaapTa

BoamoxHble HaumeHoBaHus | CneuunanucT no passuTuio U obydeHuto nepcoHana
JOoImKHOCTEeNn, npodeccuin CneumanncT no pasBuTUIO Kapbepbl NepcoHana
Cneuunanuct no nepcoHany

MeHeoyxep no nepcoHany

TpeboBaHusa k Bbicwee obpasoBaHue

o6pasoBaHuio 1 0byyeHunio | [lononHuTeneHoe npodeccuoHansHoe obpasoBaHme - NporpamMmbl
NoBbILLEHMS KBanUdUkaLumm; Nporpammbl npodeccuoHarnsHomn
nepenoaroToBKM B 06/1aCTh OpraHn3aumoHHOro U NpodeccuoHansHoro
pas3BuTUS NepcoHana

TpeboBaHus K onbITy -
npakTuyeckol paboTbl

Ocobble ycnosusa gonycka K
paboTte

Lpyrve xapakTepucThKu

KoHcynbTaHTINOC
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[lononHuTenbHble XapakTepUCTUKK

HanmeHoBaHMe JoKymMeHTa Kog HanmeHoBaHune 6a30Bon rpynnbl, 4OIMKHOCTM (Npodeccnn)
nnn cneunanbHOCTU

OK3 2412 CneumanncTbl No Kagpam n NnpodopueHTaumm

3423 Cneuunanuctbl KagpoBbIX CMYX0 M yYpexXaeHU 3aHATOCTH
EKC - MeHepxep no nepcoHany
OKMATP 27755 OKOHOMUCT Mo Tpyay

22956 MHcnekTop no kagpam

3.4.1. Tpynosas pyHKUMSA

OpraHusauusi u NnpoBeAeHne MepPONPUATUA NO YpoBeHb
HanmeHoBaHne pPas3BUTMIO U NOCTPOEHUIO NPOeCCUoHanNbLHOM Kon D/01.6 | (nogypoBeHb) 6
Kapbepbl nepcoHana KBanudvkaumm

" 3aumMcTBOBaHO
MpoucxoxageHne TpygoBoOK OpuriHar X
dyHKUMN 13 opurmHana
Kon PernctpaunoHHbIn
opurnHana HoMep
npodeccuoHanbHoro
cTaHgapTa

TpynoBble 4eNCTBUSA AHanma CTpyKTypbl, NITAHOB 1 BaKaHCUI opraHusauum

AHanns ocobeHHocTen paboTbl Ha pasNUYHbIX yyacTkax Mpou3BoACTBA U
KOHKPETHbIX pabounx mecTtax

lMogroToBKa NPOEKTOB [OOKYMEHTOB, OMpedensawwmnx Mopsaok pasButus
nepcoHana n NocTpoeHust NpodeccrMoHanbHOM Kapbepbl C OLIEHKOM 3aTpar

Pa3paboTka nnaHoB npodeccrMoHanbHol Kapbepbl paboTHUKOB

dopmmpoBaHMe KagpoBoro pesepsa

OpraHuzauus MepOonpUATUIA no pasBUTUIO n NOCTPOEHUIO
npodgoeccmoHanbHo Kapbepbl NepcoHana

[MoaroToBka NpeanoXxeHui No hopMmnpoBaHnto GroLKETa HA OpraHn3aumlo 1
npoBegeHne MePonpUATUIA NO PasBUTUIO U NOCTPOEHMIO NPodecCnoHansHom
Kapbepbl nepcoHana

AHanua a@EKTMBHOCTN  MEPONPUATMIA MO  pPasBUTUIO  MepcoHana,
noaroToBka NpeanoXeHnn no passuTunio

HeobGxoammble yMeHuUst AHanuavpoBaTb ypOBeHb OO6LLEero pasBuUTUS U NpodpeccroHanbHoM
KBanudukauum nepcoHana
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OnpenensaTb KpaTKOCPOYHble U [OONTOCPOYHbIE MNOTPEeGHOCTM pasBUTUA
nepcoHarna 1 NocTpoeHusi ero NPodecchoHanbHON Kapbepbl

OnpenensiTe KpuTEepUM HOPMMPOBAHNSA KaapOBOro pe3epBa opraH1sauum

Cocraenstb mHaneuayarbHbl€ MiaHbl KAPbEPHOIro pasBUTUA NepcoHarna

MpUMEHATL TEXHOMOMMU U MeToAbl Pas3BUTUSI MepcoHana U MoCTPOEHUs
NpogeCccMoHanbHOM Kapbepbl

CocTaBnsiTb NPEAIOXKEHUsT U KOHTPONMUPOBATb CTaTbM PacxodoB  Ha
nporpammbl U MeponpuaATMS NO  PasBUTUIO MepcoHana W MNOCTPOEHUIO
npodeccnoHansHoON Kapbepbl ANg NaHMpPoBaHWSA GIOIKETOB

Onpenenste 3peKTUBHOCTb MepOonpuATUIN MO pasBUTMIO MNepcoHana u
MOCTPOEHNI0 NPOEeCCUOHaNBHON Kapbepbl

PaboTtate ¢ uHGOPMALMOHHBIMK cucteMamn KM 6aszamn  AaHHbIX MO
nepcoHany

CobntogaTb HOPMbI 3TUKK OETOBOro 00LeHus

Heobxogumble 3HaHMS Cuctema, crnocobbl, MeToAbl, WHCTPYMEHTbI NOCTPOEHUs
npodeccnoHarnbHON Kapbepbl

MeTogbl onpegeneHuss M OUEHKM JIMYHOCTHBIX M NpodheCcCHMOHarbHbIX
KoMMneTeHLUn

CucTtembl, MeTogabl M (OpMbl MaTepuanbHOro U HemaTepuanbHOro
CTVIMYNUPOBaHUS Tpyaa nepcoHana

TexHonoruu, MeToabl (OPMMPOBaHMSA U KOHTPONS BlooKeToB

TexHonorun, MeToabl U1 METOAMKM MPOBEAEHUSI aHanM3a U cucTemaTusaumm
OOKYMEHTOB 1 MHOpMaLummn

OcHoBbl NpodeccroHarnbHON opreHTauum

OcHoBbI JOKyMeHTO060pOTa M 4OKYMEHTALMOHHOIO obecneyeHns

OcHoBbI HpOMSBOﬂ,CTBeHHOVI AeATeNnbHOCTU opraHmn3auunmn

OcHoBbl 00LIeEN U coUManbHOM MCUXOMOrMKU, COLIMOMOTUKM U MCUXONOrum
TpyAa

CTpykTypa oOpraHuM3auMmM W BakaHTHble [OMKHOCTM  (Mpodpeccun,
crneumanbHOCTH)

TpyooBoe 3akoHOOATENLCTBO U MHbIE aKTbl, cogepalliMe HoOpMbl TPYAOBOro
npaea

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHasnbHbIX AaHHbIX

JNokanbHble HOpMaTUBHbIE aKTbl OpraHu3auuu, perynupylolme nopsaok
pasBUTUSI U NOCTPOEHUSI MTPOECCUOHANBHON Kapbepbl NepcoHarna

MopsiooK 3aknoYeHNst 4OroBOPOB (KOHTPaKTOB)

KoHcynbTaHTINOC
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HOprI 3TUKM AenoBoro obLeHus

basoBble OCHOBbI MHOPMATUKMU, CTPYKTYypHOE nocTpoeHne
WMHOPMALMOHHBIX CUCTEM U 0COBEHHOCTU paboThbl C HUMK

Lpyrue xapakTepucTmKu

3.4.2. Tpynosas pyHKUMSA

OpraHnsauusa o6yyeHuns nepcoHana YpoBeHb
HavnmeHoBaHue Kop D/02.6 | (noaypoBeHb) 6
KBanudvkaumm

3anmcTBOBaHO
13 opurnHana

lNpoucxoxageHne TpyaoBomn

chyHKLAV OpuruHan X

Kopn PernctpaunoHHbIn
opuruHana HoMmep
npodeccnoHarnbHOro
cTaHgapTa

Tpynosble gencTens AHanus3 pblHka oGpasoBaTenbHbIX YCNyr U NOTpebHOCTEN oOpraHuM3aumMu B
oby4yeHnn nepcoHana

Pa3pa60TKa nnaHoB, MEeTOAUYEeCKMX mMaTepunaros, y‘-le6HbIX nnaHoB u
nporpamMMm, nMpoOEKTOB JlOKaribHbIX aKTOB MO o6yqumo n pasBuUTUo
nepcoHara, BKrk4Yaa OUeHKy 3atpat

OpraHusauusa meponpuaTnin no 0by4yeHuto nepcoHana

MopgroToBka NpeanoXeHUii No opMMpoBaHUio BlogpkeTa Ha opraHusauuto
0by4yeHnsa nepcoHana

AHanma adhpeKTMBHOCTM MepPONPUSITUA No 0By4eHNto NepcoHana

Heobxoammble yMeHusi AHanusupoBaTb 1 onpenensTb NOTPeGHOCTM B 06yYeHWM rpynn nepcoHana B
COOTBETCTBUU C LIENsIMM OpraHm3aLmum

Pa3pa6aTblBaTb nnaHbl  NOAroToOBKW, MNepenoarotoBkn WM MNMOBbILLIEHUA
KBaJ'IVI(*)VIKaLI,VIVI Kaapos, y‘-leGHbIe nnaHbl 1 NporpamMmmvbl

AHaJ'II/I3I/IpOBaTb PbIHOK 06pa3OBaTeJ'IbeIX ycnyr n rotoBmutb npeanoxeHua
no nocrtasLlMKaM ycnyr

OpraHu3oBbiBaTh 00yYatoLLMe MeponpuUaTUs

CocTtaBnartb 1 KOHTPOINMMpoBaTh CTaTbn pacxoaoB Ha o6yquMe nepcoHana
Aanda nnaHnpoBaHUA OtoaxeToB

Pa3p363TblBaTb N KOMMNMEeKToBaTb yHGGHO-MeTO,D,VIHeCKVIe OOKYMEHTbI

Mpoun3BoauTb oLeHKy 3dheKTBHOCTM 0By4YeHUsI NepcoHana

MpousBoauTb NpeaBapuUTenbHbIE 3aKynoyHble npoueaypbl U odopMieHue
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COMYTCTBYIOLLIEN AOKYMEHTALMM MO 3aKIOUYEeHUI0 JOroBOpOB

PaboTtaTtb C WHOPMaLMOHHBIMKM cuUcTemMamMM W Gasamm OaHHbIX MO
nepcoHany

PaspabaTbiBaTb M 0pOpMIsATL [OKYMEHTbl MO MNpoleccaMm opraHusauuu
0by4eHVs nepcoHarna u ux pesynbtatam

CobntogaTb HOPMbI 3TUKU OENOBOro ooLLeHus

Heobxogumble 3HaHus MeTopgpbl, WHCTPYMEHTbI nccnenoBaHua I'IOTpe6HOCTl/I B o6yqu|/w| nepcoHana

MeTtogonorus o6ydyeHus

TexHonorum, MeToabl U1 METOAMKM NMPOBEAEHUS aHaNM3a U cucTemaTusaumm
JOKYMEHTOB 1 MHcpopMaumm

nOpﬂﬂ,OK pa3pa60TKM nnaHoB NOAroToBKW, nepenoarotoBkM M NOBbILLEeHUA
KBaﬂVI(*)I/IKaLI,VIVI Kagpos, y‘-le6HbIX nnaHoB 1 nporpamMmm

Cuctembl, mMeToabl M (OpPMbl MaTepuanbHOro ¥  HemaTepuanbHOro
CTVMYNUPOBaHUsS Tpyaa nepcoHana

TexHonorum n meToabl CbOpMVIpOBaHVIﬂ N KOHTPONA OroaxeToB

nOpHD,OK BeeHnA y4eTta U OTYETHOCTU MNO noArotoBke U MNOBbILLEHUHO
KBaﬂM(*)I/IKaLIMVI nepcoHana

OcHoBbI JOKyMeEHTO060pOTa M AOKYMEHTALMOHHOIO obecneyenns

OcHoBbI TEXHOMOMMN npon3BoacTBa N AeATENbHOCTU OpraHn3aunn

OcHoBbl 06LLeit 1 couuanbHOM MCUXOMOTUK, COLMONOMMK U MCUXONOrum
TpyAa

Mopsinok  npoBefdeHWs  3aKymouyHblX  npouedyp W odopMrieHus
COMYTCTBYIOLLIEN AOKYMEHTaLNUM

CTpyKkTypa opraHusaumm

TpyaoBoe 3aKOHOAATENBLCTBO M MHbIE aKTbl, COAepPXalle HOPMbl TPYO0BOro
npasa

OcCHOBbI apXMBHOTO 3aKoHodaTenbCTBa M HOPMAaTUBHbLIE MNPAaBOBble aKThl
Poccuiickoit denepaunm, B YacTu BeAeHUsI OKYMEHTaLMKU Mo nepcoHany

OcHoBbI Hanoroeoro 3akoHogatenbcTeBa Poccunckon ®enepavym

OcHoBbl 3akoHOogaTenbLCcTBa 00 06pasoBaHmMn Poccuickon degepaumm

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHasnbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auuu, perynupyrouime o6yqu|/|e
nepcoHana

MopsooK 3akmoYeHNst 4OrOBOPOB (KOHTPaKTOB)

Hopmbl 3TVkM genoBoro obLueHns
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BaszoBble OCHOBBbI NHpOPMaTMKMK, CTPYKTYpHOE NnocTpoeHue

VIH(bOpMaLl,MOHHbIX CUCTEM N 0COBEHHOCTH pa6OTbI C HUMIN

Opyrvue xapakrepucTuku

3.4.3. TpygoBasg yHKUNA

OpraHusaumsa agantauum n CTaxXMpoBKK YpoBeHb
HaumeHoBaHuve nepcoHana Ko D/03.6 |(nogypoBeHb) 6
KBanudmkaumm

y MMCTBOBaH
MpoucxoxaeHne TpyooBOK OpuriHan X 3anmcTBOBaHO
yHKLMM 13 opurmHana
Koa PerncrpaumoHHbIn
opurnHana Homep
npoceccuoHansHoOro
cTaHgapTa
TpynoBble gencTBus AHanm3 ycneLHbIX KOpNopaTMBHLIX NMPakTUK MO OpraHu3auuMn agantaumm u

CTaXnpoBKe rnepcoHana

Paspa6oTka nnaHoB aganTtaumu, CTaXMPOBKW NepcoHana ¢ OLeHKoi 3aTpat

OpraHM3aLl,I/IFI MepOI'IpI/IﬂTI/IIZ no agantauun, CTaXXnpoBKe nepcoHana

MoarotoBka MpeanoXeHuit Mo COBEPLUEHCTBOBAHUIO CUCTEMbI adanTauuu,
CTaXXMPOBKM NepcoHana

MoaroToBka NpeanoXeHuin o opMUpoBaHuio GloaxeTa Ha opraHusauuio
afanTtaumu 1 CTaXkKMpoBKU NepcoHara

AHanua 3adEeKTUBHOCTM MEeponpuUATM MO agantauum W CTaXMpoBKe
nepcoHana

Heobxoammble yMeHusi OnpegensiTe rpynnbl NepcoHana assi CTaxkWpoBKU U aganTaumum

OI'Ipe,El,e.l'IﬂTb pa6oq|/|e MecTa And npoBeaeHua CTaXupoBkM M agantauunm
nepcoHana

CornacoBblBaTb MEPOMNPUATUS aganTauuy U CTKUPOBKM C BO3MOXHOCTAMM
npousBoAcTea

Mpon3BoaMTL aHanM3 M OLEHKY pesynbTaToB ajantauMu U CTaKMPOBOK
nepcoHana

CocrtaBnatb npegnoxeHna W KOHTponupoBaTb CTaTbM pacxogoB Ha
nporpamMmmbl U MEPONMPUATUA MO aganTaunn U CTaXMUPOBKE NepcoHana And
nnaHMpoBaHusA OroaxeToB

MponsBoauTb oueHKYy 3PEKTUBHOCTU MEPONPUATMIA MO  agantauun un
CTaXXMpPOBKe nepcoHana

BHeapsiTb cucTeMbl BOBIieYeHMs1 paboOTHNKOB B KOPNOPaTUBHYIO KYIbTYpy
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Mcnonb3oBaTtb I/IH(bOpMaLI,I/IOHHbIe cuUCTeMbI 1 6a3bl AaHHbIX MO nepcoHany

CobntogaTb HOPMbI 3TUKM OEITOBOro 00LeHus

Heobxoaumble 3HaHUs MeToabl aganTauumn un CTa>XMpPOBOK

TexHonorun, MeToabl U1 METOAMKM MPOBEAEHUSI aHanM3a U cucTemaTusaumm
OOKYMEHTOB 1 MHOpMaLUmm

Mopagok pa3paboTkM NMaHOB aganTauuMu nepcoHana Ha HOBbIX pabounx
mMecTax, MOArOTOBKM, MEPEnoAroTOBKM U MOBbIWEHUA  KBanvduKkauum
nepcoHana 1 opraHusaLmmn CTaxnpoBOK

nOpﬂﬂ,OK COCTaBJieHMA CMeT 3aTtpart Ha agantaduio “n  CTaXUpOoBKY
nepcoHana

nOpHAOK BeJeHua ydyeta U OTHYEeTHOCTU nNo ajdantauunm un CTaXunpoBKe
nepcoHana

CucTtembl, MeTogabl M (OpMbl MaTepuanbHOro U HemaTepuanbHOro
CTVIMYNUPOBaHUS Tpyaa nepcoHana

TexHonoruu 1 metToabl (bOpMVIpOBaHVIﬂ N KOHTpONNA OomxeToB

OcCHOBbI TEXHONOMNN npoun3BoacTtBa U AeATEeSIbHOCTU OpraHn3aunm

OcHoBbl 006LLe 1 coumanbHOM MCUXONOrMK, COLMONOMMU U MCUXONOrnm
TpyAa

CTpykTypa oOpraHuM3auMmM W BakaHTHble  AOMKHOCTM  (Mpodheccun,
cneumnanbHOCTK)

TpyaoBoe 3aKOHOAATENBLCTBO M MHbIE aKTbl, COAepPXalle HOPMbl TPYO0BOro
npasa

OcHoBbI HanoroeBoro 3akoHoAaTenbcTBa Poccunckon ®enepavinm

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHn3auunu, perynmpyroume agantaumo mn
CTaXMPOBKY nepcoHarna

OcHoBbI JOKyMeHTO060pOTa M 4OKYMEHTALMOHHOIO obecneyeHns

Mopsaok 3akmnoyeHnst 4OroBopoB (KOHTPAKTOB)

HopMbl 3Tku genosoro obeHus

basosble OCHOBbI VIH(*)OpMaTI/IKVI, CTPYKTYpPHOE nocTpoeHne
VIHd)OpMaLI,VIOHHbIX CUCTEM U OCOBEHHOCTH paGOTbI C HUMIN

Opyrue xapakTepucTuku

3.4.4. TpypoBas dyHKUMSA
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ALOMUHUCTPUPOBAHME MPOLIECCOB U
[OKyMeHTO060pOTa MO pasBUTHIO U
npodeccroHarbHo kKapbepe, 0Gy4eHuo,
afanTtauum 1 CTaxuposke nepcoHarna

YpoBeHb
Kog D/04.6 |(nopypoBeHb) 6
KBanudvkaumm

HanmeHoBaHne

3anmcTBoBaHO
13 opurnHana

MpoucxoxaeHwe TpyaoBown

hyHKLAV OpurunHan X

Ko, PernctpaunoHHbIn
opuruHana HOoMeEp
NpodeccUoHanbLHoro
cTaHOapTa

TpynoBble AencTBUA AHanus npoueccos, NpaBuil 1M MOPSOKOB OpraHM3auuv npu npoBeAeHUn
MEpPONpUATUI MO Pas3BUTMIO U NPOdECCUOHANbBHON Kapbepe, 0by4deHuto,
agjanTauum 1 CTaXXnpoBKe nepcoHana

[okyMmeHTaUMOHHOE OhopMIIEHNE Pe3yNbTaToOB MEPOMPUATUIA MO Pa3BUTUIO
N npodeccuoHanbHOM Kapbepe, OOy4YeHuo, aganTaumMm U CTaXUpPOBKE
nepcoHana

MoarotoBka WHAMBMAOYAmNbHLIX MNPEOrioKeHU Ha OCHOBe pesynbTaToB
NpOBEAEHUS MEPOMNPUSATUA MO PasBUTUIO U MPOGECCUMOHANBHON Kapbepe,
oby4yeHuto, aganTaumm U CTaXnpoBKe nepcoHarna

MoarotoBka MPEANOXEHW MO COBEPLUEHCTBOBAHWIO CUCTEM OBy4YeHus,
ajanTtaumMm 1 CTaXUPOBKW, pasBUTMSA U MOCTPOEHUS MNPOdECCUMOHANBbHOM
Kapbepbl nepcoHana

ConpoBoxaeHne  [0OroBOPOB rno oKasaHuio KOHCYNbTaLMOHHBIX,
MHOPMALIMOHHBIX YCNyr, HeoGXoAMMbIX AN NpoBedeHust 0By4yeHus,
agjanTauum U CTaXKUPOBOK, PasBUTUA U MOCTPOEHMS MNpodpeccMoHanbHoM
Kapbepbl MepcoHana, BKMo4as npedBapuTesibHble Mpoueaypbl Mo UX
3aKM0YEeHNIo

BbinonHeHne TpeGoBaHUA MO XpaHeHWo WHopMauMu O pesynbTaTax
obyyeHns, aganTauMuM U CTaXWUPOBKM, pasBUTUA U MOCTPOEHWUS
npogoeccmoHanbHo Kapbepbl NepcoHana

Heobxogumble ymeHus OdopmMnaTb AOKYMEHTHI MO BONpocam npoBedeHus obyveHns, agantaumm u
CTaXWPOBKW, PasBUTUS W MOCTPOEHMS MpodeccnoHansHon Kapbepbl
nepcoHana, npegocTaBnsiemMble B rocyaapcTBeHHble opraHbl,
npodpeccuoHanbHble  CO3bl WM Apyrue  NpeAcTaBUTElNlbHbIE  OpraHbl
paboTHMKOB

O6ecneurBaTb OKYMEHTALMOHHOE COMPOBOXAEHNE 0ByYeHuns, agantauum u
CTaXWPOBOK, pasBUTUA U MNOCTPOEHUA NpoddeccroHarnbHOW  Kapbepbl
nepcoHana

AHanuavpoBaTb Npasura, Npoueaypbl U NOpsiAkM MNpoBeaeHUst obyyeHus,
ajantaumMm n CTaXUpPOBKM, pasBUTUS U MOCTPOEHUST MNPOGECCUOHANbLHOM
Kapbepbl nepcoHana

OpraHn3oBbIBaTb XpaHeEHWE JOKYMEHTOB B COOTBETCTBMM C TpeboBaHUAMU
3akoHogatenbctBa Poccuiickon @epepaumMm U noKanbHbIMU - akTamu
opraHusaumm
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AHaJ'II/I3I/IpOBaTb OOKYMEHTbI n nepeHoCcnTb I/IHd)OpMaLIMIO B
VIH(bOpMaLI,MOHHbIe cucTembl 1 6asbl JaHHbIX

BecTun yyeT n pernctpaumio JOKyMEHTOB B MHDOPMAaLMOHHBIX CUCTEMAX U Ha
MaTepuanbHbIX HOCUTENSX

PaboTaTtb ¢ MHOPMaLUMOHHBIMKU cMcTeMaMu 1 6azamy AaHHbBIX MO BONpocam
obyyeHns, agantauMm U CTaXWPOBKM, pasBUTUA W MOCTPOEHUS
npoceccuoHanbLHON Kapbepbl NepcoHana, BeAeHWs yyeTa KaHOugaTtoB Ha
BaKaHTHble JOMMKHOCTM (Npodheccuu, cneumanbHOCTK)

BecTn genosyto nepenncky

CobntogaTb HOPMbI 3TUKU OENOBOro ooLLeHus

Heobxoaumble 3HaHUS Mopsinok ochopMeHns, BEAEHUSI U XPaHEHUSI OOKYMEHTaUMK, CBS3aHHOW C
CMCTEMON 0Oy4YeHus, aganTaumMn M CTaXUPOBKWU, PasBUTUSE U MOCTPOEHWUS
npocdeccnoHanbHOM Kapbepbl NepcoHana

Mopsinok opMupoBaHusi, BedeHuss 6OaHka [OaHHbIX O  MepcoHarne
opraHusaumu n NPeaoCTaBIEHNs] OTYETHOCTU

HopmaTuBHble MpaBoBble akThbl, perynupylolue npasa U o06GA3aHHOCTU
rocy4apcCTBEHHbIX OpraHoB W OpraHv3auuu Mo NpeaoCTaBlEHNI0 yY4eTHOM
[OKyMeHTaumnn

Mopsinok ohopMIeHns JOKYMEHTOB, NPEeAOCTaBNsIEMbIX B rOCy4apCTBEHHbIE
opraHbl 1 UHblE OpraHn3aLmm

OcHoBBI ﬂ,OKyMeHTOOGOpOTa N OOKYMEHTaUNOHHOIo obecneyenuns

Mopsagok  npoBedeHWs  3aKymouyHblX  npouedyp W odopMmneHus
COMyTCTBYIOLLIEN OKYMEHTaLUM

CTpykTypa opraHuM3auuMm W  BakaHTHble  [OMKHOCTM  (Npodheccun,
crneumanbHOCTH)

TpyooBoe 3akoHOOATENLCTBO U MHbIE aKTbl, cogepKallimMe HoOpMbl TPYAOBOro
npaea

OcHoBbI dPXMBHOIo 3akKoHodaTellbCTBa M HOPMaTUBHbIE TMMPaBOBbIE aKThbl
Poccuiickon (Deﬂ,epaLl,l/IM, B 4aCTu BeeHnA OOKyMeHTaunn no nepcoHany

OcHoBbI HanoroeBoro 3akoHogaTtenbcTBa Poccunckon ®enepaunm

3akoHogaTensbcTBO Poccuinckon denepaumm 0 nepcoHanbHbIX AaHHbIX

TexHonorum, MeToabl U1 METOAMKM MPOBEAEHUSI aHanM3a U cucTemaTusaumm
OOKYMEHTOB 1 MHOpMaLUmmn

JNokanbHble HOpMaTUBHbIE aKTbl OpraHu3auuu, perynupylolme nopsaok
pasBUTUSE M TMOCTPOEHUs NpodeccroHarnbHOM  Kapbepbl,  00y4YeHwus,
afanTtaumu 1 CTaxkMpoBKU NepcoHarna

Mopsaok 3aknoyeHnst 4OroBopoB (KOHTPAKTOB)

Hopmbl 3TVKM genoBoro o6LueHns
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BaszoBble OCHOBBbI NHpOPMaTMKMK, CTPYKTYpHOE NnocTpoeHue

VIH(bOpMaLl,MOHHbIX CUCTEM N 0COBEHHOCTH paGOTbI C HUMIN

Opyrvue xapakrepucTuku

3.5. O606wweHHast TpyaoBas pyHKUMSA

[eaTenbHOCTb NO opraHM3aumm Tpyga u YpoBeHb
E 6
HaumetosaHue onnaThbl nepcoHana Kon KBanudmkauum
gggg C);?-:ﬁﬁcl)(;HTM e OBOW OpwurunHan X 3aumMcTBOBaHo
t PYA P 13 opurmHana
dyHKUMN
Kopn PernctpaunoHHbIn
opurmHana HoMep
npodeccnoHarnbHOro
cTaHgapTa

Bo3moxHble HanmeHoBaHusA | CneumanmcT No HOPMMPOBAHUIO M onnarte Tpyaa
DOImKHOCTEN, npodeccui CneumanucT no opraHusaumm 1 onnarte Tpyaa
CI'IeLLI/IaJ'II/ICT Nno KoMneHcaundam n nbrotam
Cneuunanuct no nepcoHany

MeHemxep no nepcoHany

TpeboBaHus Kk Bbicwee obpasoBaHue

obpasoBaHuio 1 00y4yeHuto | [lononHuTenbHoOe NpodeccrmoHanbHoe obpasoBaHme - MporpamMmbl
npocdeccnoHansHon NepenoaroToBkn B 06nacTn 3KOHOMUKA, HOPMUPOBAHWS
1 onnaTbl TpyAa, NporpaMMbl NOBbLILIEHUST KBanMdukauum

TpeboBaHus K OnbITY -
npakTuyeckon paboTbl

Ocobble ycnoeust gonycka k
paboTte

Opyrve xapakrepucTuku

[lononHuTenbHble XapakTepUCcTUKK

HavnmeHoBaHne gokymeHTa Kog HaunmeHoBaHve 6a30Bow rpynnbl, 4OMKHOCTU (Npodeccrm) unm
cneunanbHOCTU
OK3 2412 CneumanucTbl Mo kagpam u NnpodopueHTaumnm
3423 Cneumnannctbl KagpoBbiX CMYX6 1 yYpexxaeHUn 3aHATOCTH
EKC - NHxeHep no HopMrUpoBaHUo Tpyaa
- TexHuk no Tpyay
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- OKOHOMWCT Mo Tpyay

- MeHemxep no nepcoHany

OoKnAaTP 27755 OKOHOMUCT Mo Tpyay

22956 MHcnekTop no kagpam

3.5.1. Tpynosas pyHKUMSA

OpraHusauusa Tpyaa nepcoHana YpoBeHb
HanmeHoBaHue Kog E/02.6 |(nogypoBeHb) 6
KBanudvkaumm

Y UMCTBOBaH
MpoucxoxaeHne TpyooBon OpuruHan X 3anmcTBOBaHO
dyHKUMM 13 opuruHana
Kopg, PernctpaunoHHbIn
opuruHana HoMep
NpodeccuoHarnbLHoro
cTaHdapTa
Tpynosble AenCTBUSA AHanu3  ycnewHbIX  KOPMOpaTWMBHLIX  MpaKTUK MO opraHusauuu

HOPMWPOBaHWA  Tpyda [Ans  pasfuuHbiX  KaTeropum  nepcoHana,
ocobeHHOCTEe NPOM3BOACTBA U AeATENbHOCTY OpraHM3aumm

PaspaboTka cucTemMbl oOpraHuMsaumMm Tpyga nepcoHana W nopsgka
HOpMMPOBaHUS Tpyaa Ha paboynx mecTax C OLLEHKOM 3aTpaT Ha nepcoHan

BHeopeHue cucTeMbl opraHu3auuMu Tpyda nepcoHana W KOHTponsa Haf
HOPMMPOBaHMEM C  OMpederieHMemM  TPyOdoeMKOCTM,  HOPMaTWMBHOW
YMCNEHHOCTH, rpadmKkoB paboT 1 ycrnoBuid onnatel Tpyaa nepcoHana

BhisiBneHve pe3epBoOB NOBbILLEHUA NPOn3BOAUTENIbHOCTU Tpyaa U KadecTBa
HOPMUPOBAHUA Tpyaa, NnoAroToBka npep,noerMPl no M3MEeHEHUAM yCﬂOBI/II7I
nonnartbl Tpyaa nepcoHana

MoaroTtoBka npeanoxeHun no opMmMpoBaHMIo BrogkeTa Ha opraHu3aumio
TpyAa nepcoHana

OnpepeneHve addeKkTMBHOCTM paboTbl CUCTEMbI OpraHusauMu Tpyda W
HOPMMWPOBaHWS TpyAa Ha pabounx MecTax

HeobGxoammble yMeHuUsi BHeapsATb MeToabl paunoHanbHo opraHusauum Tpyaa

PaspabaTtbiBaTb NnaHbl OPraHN3aLMOHHbIX U TEXHUYECKUX MEPOMNPUSATUIA MO
MOBBbILLEHMWIO NPOM3BOANTENBHOCTU TpyAa

AHanManpoBaTb COCTOSIHME HOPMMPOBaHWS Tpyaa, KayecTBO HOPM,
nokasarenen no Tpyay

AHanuanpoBaTb 3(MEKTMBHOCTL paboTbl CUCTEMbl OpraHu3auun Tpyaa
nepcoHana u HopMUpPoBaHUS Tpyaa Ha pabounx MecTax
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CoctaBnsate 1 KOHTpONMnpoBaTb CTaTbM pacxodoB Ha onnaty Tpyaa
nepcoHana gna ninaHnpoBaHuA OromxeToB

PaboTtate € WHOPMAUWOHHBIMW cucTeEMaMu M ©OasaMuM  AaHHbIX MO
HOPMUPOBaHUIO U onnarte Tpyaa nepcoHana

Pa3pa6aTblBaTb n OCpOpMJ'IﬂTb AOKYMEHTbI N0 HanpaBJ1eHU0 OeATENIbHOCTU

CobniogaTb HOPMbI 3TUKU AEnoBOro obLeHus

Heobxogumble 3HaHus MeTogbl ydyeTa 1 aHanm3sa nokasaTterniemn no TpyAay n onnarte Tpyaa

MeToabl onpeneneHuna, OLueHKn n CpaBHeHUA I'IpOI/I3BO,EI,CTBeHHOl71
MHTEHCUBHOCTU N HAanNpAXeHHOCTU Tpyada

MeToabl HOpMUpOBaHUs TpyAa

Me)KOTpaCﬂeBble M oTpacnesble HOpMaTuBbl TPYAOBbLIX 3aTpaT

CoBpeMeHHble (hOpMbl, CUCTEMbI OMNaTthl U yyeTa MpPOM3BOAMTENBHOCTU
Tpyaa nepcoHana

Cuctembl, Metodbl M (OpPMbl MaTepuanbHOro U HemaTepuanbHoro
CTUMYNUPOBAaHUS Tpyaa nepcoHana

TexHonorun n Metoapl q)OpMI/IPOBaHI/Iﬂ N KOHTpONA OrooxeToB

TexHonoruyM, MeToabl U1 METOAMKM NPOBEAEHUS aHanM3a u cucteMaTmaauum
[OKYMEHTOB 1 MHpopMaLm

OcHoBbl JOKYMeHTO060pOTa 1 JOKYMEHTaUMOHHOro obecneveHms

Mopsigok Tapudukauum paboT M pabounx, YCTAaHOBMEHUS OOSMKHOCTHbIX
oknagoB, gonnat, HagbaBok u  koachdumumeHToB K 3apaboTHon nnarte,
pacyeTa CTUMYNUPYHOLLMX BbiNnaT

TapudHo-KkBanMduKaLUMOHHbIE CNPaBOYHMKN paboT 1 npodeccuii paboumx n
KBannmnKaLMOHHbIE XapaKTEPUCTUKN JOIMKHOCTEN CIyKaLLmx

OcHoBbI TEXHOMOMMN npon3soacTBa U AeATENIbHOCTU OpraHn3auunn

CTpykTypa opraHu3auuMm W  BakaHTHble [ODKHOCTM  (Npodheccun,
crneumanbHOCTH)

Kap,posaﬂ NOJINTUKa U CTpaTernd opraHn3aunmn

OkoHOMMKa Tpyaa

OcHoBbl 00Llel U coumnanbHOM MNCUXOMOrUK, COLMOMOrMKU U MCUXOMOrMu
TpyAa

TpyOoBoe 3akoHOOATENLCTBO U MHbIE aKTbl, cogepKalliue HOpMbl TPYAOBOro
npasa

OCHOBbI apXMBHOIO 3aKOHO4ATENbCTBA M HOPMATUBHLIE MPABOBbIE aKThl
Poccuiickon ®egepaumm, B YHacTu BeAEHUS AOKYMEHTaUMM No nepcoHany

OcHoBbl Hanoroeoro 3akoHogaTenbcTBa Poccuickon ®egepaunm
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3akoHogaTenscTBO Poccuinckon deaepaumm 0 nepcoHarnbHbIX AaHHbIX

JlokarnbHble HOpMaTUBHbLIE aKTbl OpraHW3auuu, perynupyrowme Mnopsaok
opraHvsaummn Tpyaa u HopMUMPOBaHKA NepcoHana

Mopsiaok 3aknoYeHust 4OroBopoB (KOHTPaKTOB)

Hopmbl 3TnkM genoBoro obLieHus

basoBble OCHOBbI VIH(bOpMaTl/IKI/I, CTPYKTYpPHOE nocTpoeHne
VIH(bOpMaLI,VIOHHbIX CUCTEM N OCOBEHHOCTM p860TbI C HUMIn

Opyrue xapakTepucTuku -

3.5.2. TpypoBas dyHKUMSA

OpraHuzauusa onnaTtbl Tpyaa nepcoHana YpoBeHb
HaumeHoBaHuve Kog E/01.6 | (nomypoBeHb) 6
KBanudmkaumm

% 3anmcTBOBaHO
MpoucxoxaeHne TpyooBOK OpuriHan X
yHKLMM 13 opurmHana
Kon PerncrpaumoHHbIn
opurmHana HOMeEp
npodeccuoHanbHoro
cTaHgapTa
TpyooBble AencTBUSA AHanus ycnewHbiX KOPNopaTMBHLIX MPAKTUK MO OpraHuM3auun CUCTEMbI
onnatbl TpyAa nepcoHana
PaspaboTtka cuctembl onnaTbl Tpyaa nepcoHana
dopmumpoBaHne  nnaHoBoro  Owomketa  doHaa onnarbl Tpyaa,
CTUMYTMPYIOLLNX Y KOMMEHCALMOHHBIX BbIMnaT
BHegpeHue cuctembl onnatel TpyAa nepcoHana
lMogroToBKa NpeasioXeHWn N0 COBEPLLUEHCTBOBAHMIO CUCTEMbI ONMaThl Tpyaa
nepcoHana
Heobxogumble ymeHust CocTtaBndaATb M KOHTPONUPOBaTb CTaTbW pacxof4oB Ha onnaTty Tpyda
nepcoHana ans nnaHnpoBaHns 6toaxeToB U POHO0B
MpUMeHsATL  TEXHoMorMM MartepuanbHOM MOTMBaUUM B ynpaBrieHuu
nepcoHanom
PaspabaTtbiBaTb KOHLEMUMIO MOCTPOEHUST MOTUBALUMOHHBLIX  MpPOrpaMmm
paboTHMKOB B COOTBETCTBUM C LIENSAMWN OpraHmM3auum
AHanuanpoBaTb COBPEMEHHbIE CUCTEMbI Onnatbl W MaTepuarbHON
(MOHeTapHON) MOTMBaLMKM Tpyaa ANS Lenen opraHnsaumnm
AHannsnpoBaTtb YPOBEHb OnniaTbl Tpyda MNepcoHana Mo COOTBETCTBYHOLLMM
KoHcynbTaHTINOC
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npodeccuoHanbHbIM KBanudukaumsam

MpoBoAUTL MOHUTOPUHT 3apaboTHOM NNaTkl Ha pbiHKE Tpyaa

AHaJ'II/I3I/IpOBaTb d)OprI MaTepuanbHOro CTumMynmpoBaHua, KoMMeHcauum wn
NblrOT B OonJiate Tpyaa nepcoHana

PaboTtaTb ¢ MHOPMaLMOHHBIMKU cucTeMamm U 6asamm AaHHbIX MO onnarte
TpyAa nepcoHana

Cocraendatb NPOrHO3bl Pa3BUTUA OonMJiaTbl Tpyda nepcoHana

CobntogaTb HOPMbI 3TUKU OENOBOro obLLeHus

Heobxogumble 3HaHus CDOprI N CUCTEMDI 3ap860THOl7I nnartbl, NOPAOOK COCTaBlIEHNA GrooxeToB

Cuctembl, mMetoabl MU (*)OprI mMmaTtepuanbHOro ”n HemaTtepuanbHOro
CTUMYINUpOBaHUA Tpyaa nepcoHarna

TexHomnorun n meToabl OPMUPOBAHUS U KOHTPONS OLOAXeTOB 1 hoHAOB

Mopsinok Tapudukauum paboT U paboynx, YCTaHOBMNEHMS OOMMKHOCTHBIX
oKMagoB, Oonnart, Han6aBok UM KoadMULMEHTOB K 3apaboTHoNW nnare,
pacyeTa CTUMYNUPYIOLLIMX BbiNnaT

MeToabl onpeneneHna YNCreHHoCTn paGOTHMKOB

TapudHo-KBanMuKaLUmMoHHbIE CNpaBoOYHMKK paboT 1 npodeccuii pabounx u
KBanumnKaLMOHHbIE XapaKTepUCTUKM OOIPKHOCTEN CIyXallumnx

MeToabl yyeTa 1 aHanu3a nokasaTtenen no Tpyay 1 sapaboTHoi nnate

TexHonorun, MeToabl U1 METOAMKM MPOBEAEHUSI aHanM3a U cucTemaTusaumm
OOKYMEHTOB 1 MHGOpMaLumm

Kap,posaﬂ NOJINTUKa M cTpaTernda opraHn3aummn

CTpykTypa oOpraHuM3auMmM W BakaHTHble  AOMKHOCTM  (Mpodheccun,
cneumnanbHOCTK)

TpyaoBoe 3aKOHOAATENBLCTBO M MHbIE aKTbl, COAepPXalle HOPMbl TPYO0BOro
npasa

OcHoBbI HanoroBoro 3akoHogaTenbcTBa Poccunckon ®enepavinm

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

JlokanbHble HOPMaTMBHbIE aKTbl OpraHn3auunn, perynupyrowime onnaty Tpyaa

OcCHoBbI TEXHONOMNN npoun3soacTtBa U AeATeSIbHOCTU OpraHn3aunm

OcHoBbl 4OKYMeHTO060pOoTa 1 AOKYMEHTaUNOHHOro obecneveHums

Mopsigok 3aknoyeHns 4oroBopoB (KOHTPAKTOB)

OcHoBbl 00LLEe M coumanbHOM MCUXONOrMK, COLMONOMMU U MCUXONOrnm
TpyAa

KoHcynbTaHTINOC
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HOprI 3TUKM AenoBoro obLeHus

basoBble OCHOBbI MHOPMATUKMU, CTPYKTYypHOE nocTpoeHne
WMHOPMALMOHHBIX CUCTEM U 0COBEHHOCTU paboThbl C HUMK

Lpyrue xapakTepucTmKu

3.5.3. Tpynoas pyHKUMSA

AOMUHUCTPUPOBAHUE NPOLECCOB U YpoBeHb
HanmeHoBaHune JOKyMeHTOOO0pOTa No BONpocamM opraHv3aumm Kon E/03.6 |(nopypoBeHb) 6
TpyAa 1 onnatbl NepcoHana KBanudvkaumm

7 3anmcTBOBaHO
MpoucxoxaeHne TpygoBoOn OpuriHar X
dyHKUMN 13 opurvHana
Kon PernctpaunoHHbIn
opurmHana HoMep
npodeccnoHanbHoro
cTaHgapTa
TpynoBble 4eNCTBUSA AHanma3 npoueccoB [AOKYMEHTOOOO0pOTa, JOKamnbHbIX [OKYMEHTOB MO
BOMpoOCaM opraHusauuv onnartbl U TpyAda nepcoHana
OdopmneHne JOKYMEHTOB MO BoMpocam onfaThl M Tpyaa nepcoHana
MogroToBka NpeanoXeHun No Bonpocam onnartbl U Tpyda nepcoHana
MogroToBka NPeAnoXeHU No COBEPLUEHCTBOBAHUIO CUCTEMbI omnnaTbl U
opraHusauum Tpyaa nepcoHana
[lOKyMEeHTaUMOHHOE U OpraHU3auMoOHHOE  COMPOBOXOEHWE  CUCTEMBI
opraHusauumm u onnaTbl Tpyga nepcoHana
MogrotoBka n obpaboTka 3anpocoB W YBeAOMIEHMM O paboTHUKAX B
rocy0apCTBEHHble OpraHbl, MpodeccMoHanbHble  COW3bl U Apyrue
npeacTaBuUTENbHbIE OpraHbl pPabOTHWKOB, MO CUCTEMaM onfatbl W
opraHusauum Tpyaa nepcoHana
ConpoBoxaeHue  OOroBOPOB no oKasaHuio KOHCYIbTaLUMOHHBIX,
MHOPMALIMOHHBIX YCyr MO cucTemMam onnatel U opraHvM3aumm Tpyaa
nepcoHana, BKIto4asi npegsapuTenbHble Npoueaypbl No NX 3aKoYeHnto
Heobxogumble ymeHust ObecneunBaTb [AOKYMEHTALMOHHOE COMPOBOXAEHME MepPONpUATUA MO
onnarte u opraHusauum Tpyaa nepcoHana
OdgopmMnsaTb AOKYMEHTbl MO BOMpocam onnatebl W opraHv3aummM Tpyaa
nepcoHana, npepocTaBnsiemMble B rocygapcTBeHHble opraHbl,
npodeccuoHanbHble COK3bl W ApyrMe  npeacTaBuUTeNbHblE  OpraHbl
paboTHMKOB
AHanuanpoBaTb HOPMaTUBHbIE U MeToAUYeckMe AOKYMEHTbl MO BOMpocam
onnarbl 1 opraHM3auum Tpyga nepcoHana
KoHcynbTaHTINOC
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OpraHn3oBbIBaTb XpaHEHWE JOKYMEHTOB B COOTBETCTBMM C TpeboBaHUAMU
3akoHogaTtenbcTtBa Poccuiickon ®Pepepaumm U NOKanbHbIMU - aKTaMu
opraHusaumm

Bectn yyeT n perucrtpauno JOKyMEeHTOB B I/IHq.)OpMaLI,MOHHbIX cucrteMax n Ha
MaTepuarnbHbIX HOCUTENAX

Pa6oTaTb ¢ MHDOPMAaLMOHHBIMIU cUCTEMaMK U BasaMm JaHHbIX MO cUcTemMam
onnarkl U opraHM3auUun Tpyaa nepcoHana

Mpoun3BoauTb MNpeaBapuTernbHble 3aKyroyvHble npouedypbl U 0OPMIATb
COMYTCTBYIOLLYIO AOKYMEHTALIMIO MO 3aKMHYEHUIO JOrOBOPOB

BecTu genoByto nepenuncky

CobntogaTb HOPMbI 3TUKX OETOBOro 00LeHus

Heobxoanmbie 3HaHus nOpHﬂ,OK O(*)OpMJ'IeHMFl, BeJeHUA N XpaHeHUA OOKyMeHTauunm no cucremam
onnaTtbl U OpraHn3aunmn Tpyaa nepcoHana

HopmaTuBHble MpaBoOBble akTbl, perynupylowme npaBa U 06sSA3aHHOCTU
rocy4apCTBEHHbIX OPraHoB W OpraHv3auuu Mo MpefoCTaBeHno y4eTHON
JOKYMeHTaLmnn

TexHonorum, MeToabl U METOAMKM NMPOBEAEHUS aHaNM3a U cucTemaTusaumm
AOKYMEHTOB 1 UHcpopMaumn

JlokanbHble HOPpMaTMBHbIE aKTbl OpraHunsauun, perynupyrowme nopanok
onnaTtbl, opraH1n3aunm n HopMmpoBsaHua Tpyaa

OcHoBbI JOKyMeHTO060pOTa M 4OKYMEHTALMOHHOIO obecneyeHns

Mopsinok dopMupoBaHusl, BedeHust GaHka OaHHbIX W MNpefocTaBreHust
OTYETHOCTM MO cMCTeMaM onnaThbl U OpraHu3aummn Tpyaa nepcoHana

TpynoBoe 3akoHOOATENLCTBO U MHbIE aKTbl, cogepKalliMe HOpMbl TPYAOBOro
npaea

OCHOBbI apXMBHOrO 3aKOHOAATENbCTBA M HOPMAaTMBHbLIE MNPABOBLIE aKTbl
Poccwuiickon degepaumm, B HacTy BeOEHUA AOKYMEHTaLMM NO NnepcoHany

OcHoBbI HanoroBoro 3akoHogaTtenbcTBa Poccunckon ®enepaunm

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHasnbHbIX AaHHbIX

Mopsaok 3akmnoYyeHnst 4OroBopoB (KOHTPAKTOB)

Mopsigok  npoBefdeHWst  3aKymouvHblX — mpouedyp U odopMreHus
COMyTCTBYIOLLEN AOKYMEHTaLMM

Hopmbl 3TVkM genoBoro obLueHns

BasoBble OCHOBBI MHbOpMaTHKU, CTPYKTypHOE NoCTpoeHwve
MHPOPMaLMOHHBIX CUCTEM U 0COBEHHOCTM PaBoThl C HUMU

Lpyrne xapaktepucTunkm

KoHcynbTaHTINOC
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3.6. O6o0OLweHHasa TpygoBas pyHKUUS

HanMeHoBaHMe [eaTtenbHOCTb MO opraHn3aumm Ko F YpoBeHb 6
KoprnopaTUBHOW coLManbHOM NONTUKK A KBanudmkaumum
gggg&ﬁ.ﬁ;”f N [10BO OpuruHan X 3anmcTBOBaHO
Py 13 opurmHana
dyHKLMM
Kon PernctpaunoHHbIn
opurmHana HOoMep
npodeccuoHanbHoro
cTaHgapTa

BoamoxxHble HaMmeHoBaHMs | CneyunanucT no couunarnbHbIM NporpammMam

OOIMKHOCTEN, npodeccuin Cneumanuct no paboTe ¢ npeacTaBUTENbHLIMU OpraHammn paboTHMKOB
CneumanucT no KopnopaTMBHOWM CoLnanbHOM NONUTUKE

Cneumanuct no nepcoHany

MeHepxep no nepcoHany

TpeboBaHus Kk Bbiclwee obpasoBaHue

obpasoBaHunio 1 00y4YeHuto | [lononHuTenbHoe npodeccrmoHanbHoe obpa3oBaHme - MporpamMmbl
npod)eccnoHasnbHON NepenofroToBKN U NporpaMmbl NOBbILLEHUS
KBanudukaumm B o6nactu coumanbHbIX NporpaMmm

TpeboBaHus Kk OnbITy -
npakTu4eckom paboTbl

Ocobble ycnosust gonycka K
paboTte

[pyrue xapaktepucTuku

[ononHutenbHble XapaKTepucTtukum

HanmeHoBaHne JOKyMeHTa Kog HanmeHoBaHue 6a3oBon rpynmnbl, 4OMMKHOCTM (Npodeccun)
nnn cneumnanbHOCTU

OK3 2412 CneumanncTbl No kagpam 1 npodopueHTaumnm
3423 Cneuvannctbl KagpoBbIX CMYXO M yYpexXaeHU 3aHATOCTH
EKC - Cneumanuct no kagpam

- MeHemxep no nepcoHany

OKraTpP 27755 OKOHOMUCT Mo Tpyay

22956 WHcnekTop no kagpam

OKCO - -

KoHcynbTaHTINOC
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3.6.1. TpygoBasa yHKUNA

Pa3paboTka KopnopaTUBHOWM coLmanbHoM YpoBeHb
HaumeHoBaHuve NONUTUKN Koa F/01.6 |(nomypoBeHb) 6
KBanudmkaumm

y MMCTBOBaH
MpoucxoxageHne TpyooBOK OpuriHan X 3aMmcTBOBaHO
yHKLMM 13 opurmHana
Koa PerncrpaumoHHbIn
opurnHana Homep
npoceccuoHansHOro
cTaHgapTa
TpynoBble 4encTBus AHanmM3 ycneLuHbIX KOpropaTUBHbLIX MPaKTMK MO OpraHu3auum coumnanbHOro

napTHepCTBa, coumnanbHOM OTBETCTBEHHOCTU U coumanbHbIX nporpamMmm

PaspaboTka KopnopaTVBHbIX COLMArbHbIX MPOrpamm

Pa3pa60T|<a CuUCTeMbl Bbinnat pa6OTHI/IKaM coumnanbHbIX NbroT

OpraHu3sauus NneperoBopoB C NPOogecCUoHanbHbBIMU Col3aMn U ApYruMun
npeacTaBUTENbHBLIMU opraHamu paboTHMKOB, 061L1EeCTBEHHBIMK
opraHu3auuaMu, B3auMmoaencTemne ¢ rocyAapCTBeHHbIMU opraHamm

MogrotoBka nNpegnoXeHWi no opMuMpoBaHuO OwompkeTa B 4acTu
obecneyeHnst KopnopaTUBHOW COLMAnbHON NOMUTUKM

Heob6xoammble yMeHuUst OnpegensaTe  UeneBble  rpynnbl  nepcoHana  Ans pa3paboTku
crneumanuanpoBaHHbIX colparbHbIX NporpaMm

JoBoanTb MHOpPMaLMI0O O couMarnbHbIX Mporpammax A0 LeneBbiX rpyrnmn
nepcoHana ¢ UCMornb30BaHNEM NUHCTPYMEHTOB BHYTPEHHUX KOMMYHUKaLIMIA

OI'Ipeﬂ,eﬂFlTb Kputepun n ypoBH1 yaooBneTBOPEHHOCTU NepcoHana

VMcnonb3oBaTtb MaTepuarnbHble U HemMaTtepualnbHble CUCTEMbI, MeTodbl "
q)OprI MOTMBaLWn B ynpaBlieHUN nepcoHariom

OnpegenaTe 06beMbl CPeACTB ANA peanu3auun COuManbHbIX rapaHTui,
KOpPNOpaTUBHbBIX NbrOT W WHbIX 3MEMEHTOB KOPMOpaTUBHbIX COLManbHbIX
nporpamm ansg opmMmpoBaHus brogxeToB

CocTaBnsATb M KOHTpPONMpoBaTb CTaTbM pacxXodoB Ha couuanbHble
nporpamMmbl AJ1si NaHUPOBaHUS GIO4KETOB

I'Ipowssop,mb npeaBaputeribHble 3aKyno4vHblie npouenypbl “ Od)OpMJ'IeHI/Ie
COI'IYTCTBy}OLLl,eﬁ OOKYyMeHTauumn no 3aKrni4eHmnto 4oroeopos

CobntogaTb HOPMbI 3TUKU OEITOBOro ooLweHus

Heobxoaumble 3HaHUs I'IopﬂppK n MetToabl pa3p860TKI/I nnaHoB “ nporpamm couuanbHOro
pa3BuTua opraHm3auunm

MeToabl aHanmn3a BbINOMHEHUS coumarnbHbIX nporpamm ”n onpegeneHna ux

KoHcynbTaHTINOC
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3KOHOMUYECKON 3hPEKTUBHOCTHU

Cuctembl, Metoabl M (QOPMbl MaTepuanbHOro U  HemaTepuanbHOro
CTMMYNMPOBaHWS Tpyaa nepcoHana

TexHonornn n MetToapl (bOpMI/IpOBaHI/IFI N KOHTpONA OtoaxeToB

MeToabl MpoBedEeHWsT  COLMOSOTMYECKMX  UCCNEAOBAHUNA,  U3yYeHUs
0o0LLEecCTBEHHOro MHEeHUs

TexHonorumM, MeTodbl U1 METOAMKM NPOBEAEHUS aHanM3a u cucteMaTmaaunm
[OKYMEHTOB 1 MHpopMaLm

MopsAdok npoBedeHWA  3aKymMouHbiX  Mnpouedyp W odpopMreHust
COMYTCTBYIOLLIEA OKYMEHTaLNM

OcHosBbl I'IpOI/I3BO,EI,CTBeHHOl7I 0eATenbHOCTUN opraHunsauunn

OcHoBbl 00Llei U coumnanbHOW MNCUXOMOrUK, COLMOMOrMM U MCUXOMOrMu
TpyAa

CprKTypa, uenun, ctpaterna n Kagposada nofiMTuka opraHn3auum

TpyaoBoe 3aKOHOAATENbLCTBO M MHbIE aKTbl, COAePXKaLLe HOPMbI TPYA0BOMO
npasa

OcHoBbl Hanoroeoro 3akoHogaTenscTBa Poccunckon denepavinm

HopmaTuBHblE MpaBOBble aKkTbl, perynupylowme npaea M 06s3aHHOCTU
rocylapCTBEHHbIX OpraHoB, MpodeccuoHarnbHbIX COH30B U APYruX
npeacTaBuUTerNbHbIX OpraHoB paboTHUKOB

3akoHoaaTenbcTBO Poccuiickoii denepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTUBHbLIE aKTbl OpraHW3auuW, perynupyrolmue mnopsaok
hOpPMUPOBaAHUSA CoLManbHOM NOMUTUKA

OcHoBbl npaBoBoro perynupoBaHus Poccuiickon Pepepauumn nopsigka
3aKmMYeHMn JOroBOpOB (KOHTPAKTOB)

HopMbl 3TVKkn Aenosoro obLieHuns

basosble OCHOBBbI WHopMaTHKN, CTPYKTYpHOE nocTpoeHue
NHOPMALIMOHHBIX CUCTEM U OCOBEHHOCTU PaboThbl C HUMU

Lpyrve xapakTepucTmku -

3.6.2. Tpynosas pyHKUMSA

Peanusauusa kopnopaTuUBHOM counanbHOM YpoBeHb
HanmeHoBaHue NOMNUTUKN Kog F/02.6 |(nogypoBeHb)
KBanudvkaumm
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MpoucxoxaeHue TpyooBow
dDyHKUNN

X 3anmcTBOBaHO

OpvirnHan
13 opurnHana
Koa PerncrpaumoHHbIn
opurnHana HOMep
npoceccuoHansHoOro
cTangapTa

TpynoBble AencTeus

BHeopeHue KkoprnopaTMBHBIX COLManbHbIX NporpaMM, B TOM 4ucre Mo
coumarnbHoW noaaepXkke oTAeNbHbIX rpynn paboTHUKOB

Peanusaumnsa cuctembl coumasnbHbIX NbroT, BbiNaT paboTHUMKAM C y4eToM
TpeboBaHu 3akoHoaaTenscTBa Poccuiickon Pegepaumm

OueHka yOoBMETBOPEHHOCTU MepcoHana KoprnopaTuMBHOM — coumarbHOM
NONUTUKON

OueHka 3dPEKTUBHOCTM MEPONPUATUA  KOPMNOPaTMBHOW  couMarbHON
NOMUTUKM

lNogrotoBka nNpegniokeHUWn NO  COBEPLUEHCTBOBAHUIO  MEPONpUATUR
KoprnopaTUBHOW CcoLMansHOM NONUTUKN

MoaroToBka NpeanoXxeHuii Mo opMMUPOBaHWIO GloaxeTa Ha peanusauuio
KOpnopaTUBHOM coLMasibHOM NOMUTUKN M COLMarbHbIX Mporpamm

Heobxogumble ymeHus

PaccuuTbiBaTth 3aTpaThbl Ha NPOBEAEHNE CMeLnanm3MpoBaHHbIX CoLManbHbIX
nporpamm

MpoBoAUTL MOHUTOPUHT YCMELHbIX KOPNOPaTMBHbIX COLMarbHbIX Mporpamm

NpoBOoAUTL MEpPONpUATMS B COOTBETCTBMM C KOPNOpPaTUBHOW couManbHOm
NONUTUKON

Onpenensatb LeneBble rpynnbl nepcoHana ans cos3naHus
cneumnannanpoBaHHbIX coLpanbHbIX NPporpamMmm

OI'Ipe,EI,eJ'IFITb Kputepumn n yposHu yaoBJl1€TBOPEHHOCTU NepcoHana

OnpegensaTe 3(PMEKTUBHOCTL MEPONPUATUIA peannsyeMon KopnopaTUBHON
coumanbHON NONUTUKK

OpraHu3oBbiBaTb B3aMMOAENCTBME C  TOCYAapCTBEHHbIMU  OpraHamu,
NpodeccroHanbHbIMU CO3amMnU U APYTMMU NPeacTaBUTENbHbIMU OpraHaMm
paboTHMKOB, OBLLECTBEHHBIMMA W WHbIMU OpraHU3auusMn Mo BOMpocam
peanv3auum KoprnopaTUBHON coLmanbsHOWM NONMUTUKK

AHanuanpoBaTb PbIHOK YCRyr Mo couuanbHbiM U crieumanuavpoBaHHbIM
nporpaMmam coLuarnsHON MOAAEPXKKU UMNEeHOB LeneBbiX rpynn U roToBUTb
NpeanoXeHus No Ux nocTasLUKam

MpounsBoauTb MNpeaBapuTernbHble 3akyrnouvHble npouedypbl U 0OPMNATb
COMYTCTBYIOLLYIO JOKYMEHTALMIO MO 3aKMHYEHUIO [JOrOBOPOB

CobntogaTb HOPMbI 3TUKW OENTOBOro 0oLLeHUs

Heobxogumble 3HaHUSA

Bonpockl ynpaBneHusi coumarnbHbIM pasBUTUEM OpraHusaLmm
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MeToabl aHanusa BbINOMHEHUSI KOPMOPATMBHbLIX COLManbHbIX NporpamMm u
onpeaeneHnst X 3koHoOMM4eckom adhPEKTUBHOCTHN

Cuctembl, MmeToAdbl, (OPMbl MaTepuanbHOrO U HemaTepuanbHOro
CTVMMYNMPOBaHWs Tpyaa nepcoHana

MeToabl nNpoBedeHWMst  COLUMONOMMYECKUX  UCCMEedoBaHUMM,  U3ydeHus
06LEecTBEHHOr0 MHEHUS

TexHonoruu, MeToabl U METOOMKN npoeeageHnAa aHanm3a n cucrtemaTtusaunm
OOKYMEHTOB 1 VIH(*)OpMaLI,I/II/I

HopmaTvBHble NpaBoBble akThl, perynupylolme npasa M 06sS3aHHOCTU
rocylapCTBEHHbIX OpraHoB, NPOJECCHMOHanbHbIX  CO30B U ApYrux
npeacTaBUTENbHbIX OpPraHoB pPabOTHWMKOB MO MNPEeoCTaBMEHUD YYETHOW
[AOKyMeHTaLunn

Mopsimok  npoBedeHWst  3aKymouHbIX — Mpouedyp W ocbopMneHus
COMyTCTBYIOLLEN AOKYMEHTaLNM

CTpykTypa, uenu, ctpaTerns 1 kagposasi NoNUTUKa opraHnsaumm

OcHosBbl I'IpOI/ISBOJJ,CTBeHHOﬁ 0eATeNIbHOCTU opraHunsauunn

OcHoBblI 06LLEel 1 coumanbHOM NCUXOITOrMK, COLMOIIONUIN 1 MCUXONOTNn Tpyaa

TpyOoBoe 3aKkoHOOATENLCTBO U MHbIE aKTbl, cogepXKalliue HOPMbl TPYAOBOro
npaea

OCHOBbI apXMBHOrO 3aKoHOZATENbCTBA M HOPMATUBHbLIE MPaBOBbIE aKThI
Poccuiickon ®egepaumm, B YacT BeAEHUSA AOKYMEHTaLMK NO nepcoHany

OcHoBbI Hanoroeoro 3akoHogaTenbcTBa Poccunckon ®enepaunm

3akoHogaTenbcTBO Poccuickon degepaumm 0 nepcoHasnbHbIX AaHHbIX

JlokanbHble aKThbl opraHusauun, perynupyrwwime nopAaaok BHeOpeHUdA
coumnarnbHON NOSIUTUKN

MopsiooK 3aknoYeHNst 4OroBOPOB (KOHTPAKTOB)

HopMbl 3TVKK AenoBoro obLieHus

Ba3zoBble OCHOBBI MHbOpMaTHKW, CTPYKTYypHOE NoCTpOEHwWe
MHPOPMAaLIMOHHBIX CUCTEM U OCOBEHHOCTM PaBoThl C HUMMU

[pyrne xapakTepucTunkm

3.6.3. Tpynosas pyHKUMSA

AOMUHUCTPMPOBAHME MPOLIECCOB U YpoBeHb
HanmeHoBaHune [OKyMeHToo60opOoTa Mo Bonpocam KopropaTUBHOW Kon F/03.6 |(nogypoBeHb)
coumanbHOM NOMUTUKK KBanudukalmmn
KOHCYH bTaHTInroC www.consultant.ru Crpanuua 44 u3 66

HaeXHas npaBoBas noaaepXxkKa


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H
"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC

MO YNpPaB/IEHUIO MEPCOH...

[ata coxpaHeHnus: 09.01.2017

MpoucxoxaeHue TpyooBow
dDyHKUNN

X 3anmcTBOBaHO

OpvirnHan
13 opurnHana
Koa PerncrpaumoHHbIn
opurnHana HOMep
npoceccuoHansHoOro
cTangapTa

TpynoBble AenCTBMUSA

AHanM3 npoLeccoB [OKYMeHToobopoTa, roKamnbHbIX AOKYMEHTOB MO
BOMpOCam KoprnopaTUBHOWN coLmanibHON NONUTUKM

[okymeHTaumMoHHoe ohopmMmIieHme pe3ynbTaToB KOPNopaTUBHOW CoLMasibHON
NONMUTUKN

[NogrotoBka npeanoXeHWn MO Pas3BUTUIO KOPMOPaTMBHOM  coLManbHOM
NONUTUKM

MogroTtoBka pes3ynbTaToB  aHanmsa COOTBETCTBUA KOprnopaTUBHOM
coumanbHoM nonuTUkM TpeboBaHMAM 3akoHopaTtenbcTBa Poccuiickon
depepaumm 1 ycrioBmam pbiHka Tpyga

[loKyMEeHTaUMOHHOE W OpraHM3aLMOHHOE COMPOBOXAEHNE MeEpPONpPUATUIA
KOprnopaTUBHOM COoLManbHON NOMUTUKN

MogrotoBka u obpaboTka 3anpocoB M YyBeAOMMEHMM O paboTHMKaxX B
rocyfapCTBeHHble OpraHbl, MNpodeccuoHarnbHble  CO3bl W apyrue
npeacTaBuTENbHbIE OpraHbl  pPabOTHMKOB MO  BOMpPOCaM  CoLManbHOM
NONUTUKM B OTHOLLEHUM NepcoHana

ConpoBoxaeHne [OrOBOPOB MO  OKa3aHWI  KOHCYNbTaLMOHHbIX
MHPOPMALIMOHHBIX YCIYr MO MEPONpPUATUSIM KOPMOPaTUBHOW COoLManbHO
NONUTUKK, BKMoYas NpeasapuTenbHbIe NPoLeaypbl Mo UX 3aKMYeHNIo

n
n

HeobGxoammble yMeHUst

OdopMnsATb  OOKYMEHTbl MO BOMpocaM  KOprnopaTMBHOW  coLmarbHOM
NOMUTUKN, npegocTaBnsiemble B rocygapCTBEHHbIE opraHbl,
npeacTaBuTENbHbIE OpraHbl paboTHUKOB

AHanuavpoBaTb  npaBuna, MNOPSAKM,  Mpouedypbl  KOpropaTMBHOM
coumarnbHO NONUTUKK

Ob6ecneurBaTh JOKYMEHTALIMOHHOE COMPOBOXAEHUE COLMAnbHOW MOMUTUKM
B OTHOLLIEHMW NepcoHana

OpraHun3oBbIBaTb XpaHEHME JOKYMEHTOB B COOTBETCTBMM C TpeboBaHUAMU
apXxMBHOro 3akoHogaTenbcTBa Poccuiickon @Pegepaumm M NoKanbHbIMU
aKTamMmu opraHmnsauuum

Mpoun3soauTb MNpeaBapuTernbHble 3akyroyvHble Mnpoueaypbl U 0OPMNATb
COMYTCTBYIOLLYIO JOKYMEHTALIMIO MO 3aKMHYEHUIO JOrOBOPOB

PaboTaTtb ¢ MHOpMaLMOHHBIMU cMCTEMaMK 1 Ba3amun JaHHbIX MO BONpocam
coumanbHON NONNTUKU B OTHOLLEHWM NepcoHana

BecTv yyeT 1 pernctpauuio JOKYMEHTOB B MHOPMALMOHHBIX CUCTeMaXx U Ha
mMaTtepuanbHbIX HOCUTENAX

Bectn 0eNnoBYy0 Nepennucky

KoHcynbTaHTINOC
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CobntogaTb HOPMbI 3TUKK OENOBOro obLeHus

Heobxoaumble 3HaHuSA [Nopsagok ohopMneHus, BegeH s U XpaHeHus AOKyMeHTaumnm no coumasnbHOn
NONUTUKE B OTHOLLEHWUM NepcoHana

Mopsinok dopMupoBaHusl, BedeHuss GaHka OaHHbIX W MNpefocTaBreHust
OTYETHOCTM MO BOMPOCaM CoLManbHOW NONIMTUKA B OTHOLLEHWUM NepcoHana

TexHonorun, MeToabl U METOAMKM NPOBEAEHUS aHanM3a U cucTematusaumm
JOKYMEHTOB 1 UHcbopMaLmm

OcHoBbI JOKyMeHTO060pOTa M AOKYMEHTALMOHHOIO obecneyenns

Mopsnok  npoBefdeHWs  3aKymouyHblX  npouedyp W odopMreHus
COMYTCTBYIOLLIEN AOKYMEHTaLNUM

CTpykTypa oOpraHuM3auMmM W BakaHTHble  AOMKHOCTM  (Mpodheccun,
cneumnanbHOCTK)

TpyaoBoe 3aKOHOAATENBLCTBO M MHbIE aKTbl, COAepPXalle HOPMbl TPYO0BOro
npasa

OCHOBbI apXMBHOTO 3aKoHoAaTenbCTBa M HOPMAaTUBHbIE MNPAaBOBblE aKThbl
Poccuiickoin denepaunu, B YacTu BeAeHUsI OOKYMEHTaLMKU Mo nepcoHany

OcHoBbI Hanoroeoro 3akoHogatenbcTeBa Poccunckon ®enepavnm

HopmaTuBHble MpaBoBble akTbl, perynupylolpe npaBa U o6sA3aHHOCTU
roCygapCTBEHHBIX OPraHoB, MPOGECCUOHANbHBIX COH30B U APYruX
NpeacTaBUTENbHBIX OpraHOB pPabOTHMKOB MO MPEAOCTaBIEHUID  YYETHOW
JOKYMeHTaLmn

3akoHoaaTenbcTBO Poccuiickoi denepaLumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOPMaTMBHbIE aKTbl OpraHu3auuW, perynuvpyrowme nopsiaok
BHeApPEHUs KOPNopaTUBHOWM coLmanbHON MONMUTUKM U COLManbHbIX NPOrpaMm

Mopsiaok 3akroYyeHnst 4OroBOpoB (KOHTPAKTOB)

HopMmbl 3Tuku genosoro obuieHus

BasoBble OCHOBBI NHOPMATMKMK, CTPYKTYpHOE NoCcTpoeHue
MHOPMALIMOHHBLIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Lpyrve xapakTepucTmKu

3.7. O6obueHHasa TpygoBas pyHKUNS

OnepaumnoHHoe ynpaeneHue nepcoHanom u YpoBeHb
HaumeHosanue noapasgeneHvemM opraHusaumm Kon G KBanudmkaumm 7
MNpoucxoxgeHve
0606LLEeHHON TPYOoBON OpuruHan X 332“"3;53:?:0
PyHKUNN P
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"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC
no ynpaBneHU0 NEPCOH... [Nata coxpaHerus: 09.01.2017
Koa PernctpaunoHHbIn
opvruHana HoMep
npodeccuoHanbHoro
cTaHgapTa

Bo3moxHble HanmeHoBaHUs | PykoBoauTenb CTPYKTYPHOro nogpasaeneHus
DOIKHOCTEN, npodeccui HavanbHUK CTPYKTYpHOro noapasgeneHus

TpeboBaHusa k Bbicwee obpasoBaHue - cneuynanuteT, MarucrTpatypa

o6pasoBaHmio 1 0byyeHunio | [lononHuTeneHoe npodeccuoHansHoe obpasoBaHme - NporpamMmbl
npodeccuoHanbLHON NepenoaroToBky B 006nacTy ynpasneHnst nepcoHanom,
OMNepaLnoHHOrIO U TAKTUYECKOrO YNpaBIieHNst; NPOrpaMmmbl NOBbILLEHNS
kBanudmkaumm B 06riactu ynpaerneHus nepcoHanom, onepaumoHHOro n
TaKTU4ECKOro ynpasreHus

TpeboBaHus K onbITy He MeHee naTu neT B o6nactu ynpasneHusi nepcoHanomM
npakTuyeckoi paboTbl

Ocobble ycnosus gonycka K
paboTte

Lpyrne xapaktepucTunkm

[ononHutenbHble XapaKTepucTtukumn

HaumeHoBaHWe JoKyMeHTa Kog HaunmeHoBaHve 6a30Bow rpynmbl, JOMKHOCTM (Npodeccum)
Uy cneumanbHOCTU

OK3 1232 PykoBogutenu nogpasgeneHun (crnyx6) ynpaBneHus
Kagpamu U TPyOBLIMU OTHOLLEHUSIMU

EKC - HavanbHuk oTaena kagpos

- HavanbHuk otaena OopraHusaumm n onnatbl Tpyaa

- HavanbHuK oToena noaroToBku KagpoB

- HavanbHuk oTaena coumnanbHOro pa3BnTunAa

- 3aBepyoLmi (Ha4anbHKK) OTAENOM KaapoB

oKngTP 24063 MeHepxep no nepcoHany

3.7.1. Tpyposas dyHKUMSA

PaspaboTka cuctembl onepaLMoHHOro YpoBeHb
HavmeHoBaHue ynpasneHus NnepcoHanom n paboTbl CTPYKTypHOro | Kop G/01.7 | (nopypoBeHb) 7
nogpasgeneHus KBanudmkaumm
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MO YNpPaB/IEHUIO MEPCOH...

[ata coxpaHeHnus: 09.01.2017

MpoucxoxaeHue TpyooBow
dDyHKUNN

X 3anmcTBOBaHO

OpvirnHan
13 opurnHana
Koa PerncrpaumoHHbIn
opurnHana HOMep
npoceccuoHansHoOro
cTangapTa

TpynoBble AenCTBMUSA

AHnanus YCNeLlwHbIX KOpnopaTMBHbIX MPaKTUK Mo BOMNpPOCaM CTpaTern4eckoro u
onepaTtuBHOroO ynpaslieHna nepCcoHanomM opraHmsaunn

MocTaHoBKa onepaTuBHLIX LieSiei Mo BOMpocaM yrnpaBrieHUs NePCoHariom

Pa3pa60T|<a nnaHoB, NporpamMm 1 npouenyp B ynpasieHnn nepcoHarnom

PaspaboTka npeasioxkeHuii No CTpyKType noApasferieHnst U notTpeGHoOCcTM B
nepcoHarne

PaspaboTka npeanoxeHuii no obecneyeHno nepcoHarnoM, hopMUpoBaHUio
CUCTEM OLEHKM, pa3BUTUs, OonrnaTbl Tpyda, KOPMopaTMBHLIM couManbHbIM
nporpaMmam 1 couuanbHON NonnThKe

PaspaboTka npeanoxeHuin o satpatax M dopmupoBaHuilo 6Glomketa Ha
nepcoHan

PaspaboTka npennoXeHun MO 3akOYEeHU0 [OroBOPOB MO yNpaBneHuIo
nepcoHarnomM C nocCtaBWMKaMu Yycnyr 1 npoBeaeHune npeaBapuUTesibHbIX
npoueayp no ux 3akno4eHnto

Heobxogumble ymeHus

OpraHu3oBbiBaTh paboTy NepcoHarna CTPYKTYPHOro noapasaeneHus

OI'Ipe,El,e.l'IﬂTb 3afayum nepcoHana CTpyKTypHOro nogpasaeneHunda, mcxoga us
uenen n cTpartermm opraHm3auumm

Co3gaBaTb M onucblBaTb OpraHU3aLMOHHYK CTPYKTYpY, Uenu, 3agayu,
byHKUMM CTPYKTYPHOrO nogpasneneHuns

MpUMeHATL MeToAdbl  YNPaBfiEHUss  MEXIIMYHOCTHBIMUA  OTHOLLEHUSIMUA,
bopMMpOBaHMS KOMaHZ, pasBUTUS NMAEPCTBA U UCMOSTHUTESIbHOCTH,
BbISIBNIEHUSI TanNaHTOB, oNpeAeneHns yaA0BNeTBOPEHHOCTN paboTol

Onpe,u,enmb, aHannanpoBaTb, MOAeNnMpoBaTb N BbICTpanBaTb BHYTPEHHUE
KOMMYHUKaunn nepcoHarna

PaspabaTtbiBaTb NPOEKTHbIE NPEANOXKEHNS U MEPONPUATUSA MO 3PPEKTUBHOM
paboTe nepcoHana

BHeapsTb cTpaTervio no yrnpaeneHnio NepcoHasniom

CocTaBnATb, paccyMTbiBaTb, KOPPEKTMPOBaTb M KOHTPONMPOBaTb CTaTby
pacxooB Ha nepcoHan, paspabaTtbiBaTb MPEeAsIoXeHUs Mo 3aTpataMm Ha
nepcoHan ans opmmnpoBaHus GrogxkeTa

MpencraBnaTb MHTEpPECbl  OpraHuW3auMuM M BECTM  NEPEeroBopbl  C
npodheccuoHanbHbIMU CO3aMu U OPYTMMU NpeacTaBUTENbHBIMU OpraHamu
paboTHMKOB, B3aMMOAEWCTBOBATL C rOCYAapPCTBEHHLIMU OpraHu3aLsMu

KoHcynbTaHTINOC
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AHanuavpoBaTb MHGOPMaUWMio MO MocTaBluMkam ycryr B obnactu
yNpaBreHUsi NepCoHarnoM 1 Mo YCroBUsIM 3aKNioYaeMblX [0roBOpOB

MpousBoauTe nNpepBapuTeNbHble 3aKynoyvHble npoueaypbl M odopMnsTb
COMYTCTBYIOLLYIO JOKYMEHTaLUMIO MO 3aKI0YEHUI0 OTOBOPOB

PaGoTaTtb ¢ MHOPMaUMOHHBIMU cMcTeMamMu U Gazamy AaHHbLIX MO BONpocamM
ynpaBreHusi NepcoHanom

OpraHM3OBbIBaTb 1N NpoBOANTbL KOpnopaTuBHblIE MEepPOoNnpUATUA C nepcoHanom

CobntogaTb HOPMbI 3TUKK OETOBOro 00LeHus

Heobxoaumble 3HaHUs MeTogabl, cnocobbl 1 MHCTPYMEHTbI ynpaBlieHUA nepcoHariom

Llenwu, cTpaTterusi pasButust u GU3HeC-NnaH opraHM3auum

MNonutuka ynpaslieHna nepcoHariom opraHn3aumm

MeToabl aHann3a KonnM4eCcTBEHHOro U Ka4eCTBEHHOMO cocTaBa nepcoHana

Cuctembl cTaHaapToB no GusHec-npoLieccam, npodeccusam, HopMam Tpyaa

CucTtembl, mMeToabl M ()OpPMbl MaTepuanbHOro ¥  HemaTepuanbHOro
CTMMYIMPOBaHWSA Tpyaa nepcoHana

TexHonorum 1 metToabl (bOpMVIpOBaHVIﬂ N KOHTpONA OroaxeToB

Mopsigok  npoBefdeHWst  3aKymouvHblX  mpouedyp U odopMreHus
COMyTCTBYIOLLEN AOKYMEHTaLMM

OcHoBBI I'IpOVI3BOD,CTBeHHOl7I AeATeNbHOCTU opraHmn3aunmn

OcHoBbl 06WEen 1 counanbHOM MNCUXONOrMKM, COLMOMOrMN N NCUXONOrnu
TpyAa, SKOHOMUKU Tpyaa, ©e3onacHbIX yCﬂOBI/IIZ TpyAda

CTpyKTypa opraHusauum

TpyooBoe 3akoHOOATENLCTBO U MHbIE aKTbl, cogepKalliMe HoOpMbl TPYAOBOro
npaea

OcHosBbl adPXMBHOIo 3aKoHodaTeslbCTBa M HOpPMaTUBHbIE TMMpPaBOBble aKThbl
Poccuiickonm q)eﬂ,epaLLI/IM, B 4aCTu BeeHnA OOKyMeHTaun no nepcoHany

OcHoBbI HanNoroBoro 3akoHogaTtenbcTBa Poccunckon ®enepaunm

OcHoBbI MUrpauuoHHOro 3akoHoaatensctBa Poccuiickon ®depepauun, B
4YacTu NPUBIEYEHNst U TPYOOYCTPOMNCTBA MHOCTPAHHbIX rpaxaaH u nuy, 6e3
rpaxgaHcTea

OcHosBbl aAMUHUCTPATUBHOIO 3aKoHo4aTellbCTBa B obnactu ynpaerneHua
nepcoHarnomMm " oTBeTCTBEHHOCTU OOJIKHOCTHbIX JNTNL,

3akoHoaaTenbcTBO Poccuiickon degepauuy Mo  3alute MNepcoHanbHbIX
JaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auun B obnactu ynpasrieHuA
nepcoHanom

KoHcynbTaHTINOC
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Mopsaaok 3aknoyeHnst 4OroBopoB (KOHTPAKTOB)

Hopmbl 3TVkM genoBoro o6LueHns

basoBsble OCHOBbI MH(*)OpMaTI/IKVI, CTPYKTYpPHOE nocTpoeHne
VIH(bOpMaLI,I/IOHHbIX CUCTEM N 0COBEHHOCTH pa6OTbI C HUMU

Opyrvue xapakrepucTuku

3.7.2. TpypoBasa yHKUNA

Peanunsauusa onepaumoHHOro ynpasneHus YpoBeHb
HanmeHoBaHne nepcoHasnom u paboTbl CTPYKTYPHOIo Kog G/02.7 | (nooypoBeHb) 7
noapasgenexHus KBanudvkaumm

MpoucxoxaeHne TpyooBon

X 3anmcTBOBaHO
PyHKLUMN

nrnHan
Op a N3 opurnmHana

Kopg, PernctpaunoHHbIn
opurnHana HomeEp
NpodeccuoHarnbLHoro
cTaHgapTa

Tpynosble oencTeus [MnaHMpoBaHue geaTtenbHOCTU nogpasgeneHns u nepcoHana

OnepaTMBHoe ynpasrieHne nepcoHanom nogpasaeneHna opraHnsauunm

Pacyet 3atpat no nogpasgeneHnio 1 NoAroToBKa MPeanoXeHun Ans
dhopmupoBaHus bropxkeTa

Paspa6oTka cTaHOapTOB AEATENbHOCTU MoapasdeneHuss U yHUdUKaums
npoLeccos

MpoBeaeHWe UHCTPYKTaXa Mo oxpaHe Tpyaa

MocTtaHoBka 3agad  paboOTHMKaM CTPYKTYPHOTO noapasfeneHus,
onpeneneHne pecypcoB AN UX BbIMNONHEHWUS, KOHTPOIb UCMONHEHWS

AHanuM3 nnaHoB W OTYETHOCTU MNOOYUHEHHbIX pa6OTHI/IKOB, pa3pa60TKa
I'IpeﬂJ'IO)KeHI/Iﬂ no yny4weHuto nokasaTtenen 4eaTenbHOCTU nogpasgernieHnd

dopmMmpoBaHMe 0TYETOB 0 paboTe CTPYKTYPHOro nogpasgeneHus

HeobGxoammble yMeHuUsi OnpenensiTb 30Hbl OTBETCTBEHHOCTU U 3PEKTMBHOCTU paboTbl NepcoHana
CTPYKTYpPHOTO noApasfernieHnsi, pacrnpefdensts 3agadv u obecneunBatb
MaTtepuanbHO-TEXHUYECKME Pecypebl AN UX UCMOMHEHUA

rlpl/IMeHﬂTb MeTOo[bl onepaTuBHOIO ynpasreHna nepcoHanomMm opraHmsauunn

KoHTponupoBaTb UCNOMHEHWE NOpYYEHWIA U 3afa4, BHOCUTb CBOEBPEMEHHbIE
KOppeKL MK B NaHbl 1 3aga4m

Onpegensts  nokasaTenu 3hhEKTUBHOCTU paboTbl nepcoHana
noapasaerneHus

KoHcynbTaHTINOC
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yﬂpaBﬂﬂTb MoTMBaUMEN nepcoHana, ero BOBJIEYEHHOCTbIO U ancumnnnnuHon
TpyAa

CoctaBnsATb  nnaHbl  OESTEeNbHOCTU  CTPYKTYPHOrO  noapasgereHus
opraHusaumm

CocTaBnsTb, paccyMTbiBaTb, KOPPEKTMPOBaTb M KOHTPONMPOBaTb CTaTby
pacxodoB CTPYKTYPHOrO noApasaerneHus Ans hopMmpoBaHns Gl KeTOB

npOI/I3BOD,I/ITb aHanma TeKyLLl,eﬁ 0EeATENIbHOCTU CTPYKTYPHOrO noapasaeneHnd
N BHEOPATb npouenypbl Nno ee ontuMmsaunm

MpenctaBnsaTb WHTEpPecbl opraHu3auMmM W BECTU  MNeperoBopbl C
rocyapCTBEHHbIMU opraHamm, NPodeccMoHarnbHbIMM COoK3aMu U OpYruMun
npeacTaBuUTENbHLIMIU OpraHaMy paboTHUKOB MO BONpOCcaM nepcoHarna

BecT meperoBopbl C MOCTaBLUMKaMW YCIyr MO YCMOBUAM 3akrtovaeMblxX
[OroBOpOB

Mpoun3eoauTb MNpeaBapuTernbHble 3aKyroyvHble npouedypbl U 0OPMIATb
COMYTCTBYIOLLYIO AOKYMEHTALIMIO MO 3aKMHYEHUIO JOrOBOPOB

MpoBoAUTL ayauT pe3ynsTaToB paboThl C NEPCOHaNom

PaGoTaTtb ¢ MHOPMaUMOHHBIMU cucTeMamMu U Gasamy AaHHbLIX MO BONpocam
ynpaBreHusi NepcoHanom

CobntogaTb HOPMbI 3TUKK OENOBOro obLeHus

Heobxoammble 3HaHWs Teopun ynpaeneHnst nepcoHasrioM 1 ero MoT1BaLum

MeToabl aHanu3a BbINOMHEHWS MNMaHOB W 3ajay, onpeaeneHns  ux
3KOHOMMYECKOM 3hPEKTUBHOCTH

dopMbl U METOABI OLIEHKU NepcoHana u pesynbTaTos UX Tpyaa

TexHonoruu onepaTtuBHOro ynpasiieHNUA nepcoHarioMm opraHmsaunm

Cuctembl, mMeToabl M (OpPMbl MaTepuanbHOro ¥  HemaTepuanbHOro
CTVMYNUPOBaHUs Tpyaa nepcoHana

TexHonorum n meToabl CbOpMVIpOBaHVIﬂ N KOHTpONA OroaxeToB

Teopvwl M MeTodbl ynpaBneHna pasButuemM nepcoHana

OKOHOMMKa Tpyada

OpraHy3auMoHHO-LUTaTHasa CTPYKTypa opraHu3aumm

MNonuTtuka ynpasJi€eHNA nNepcoHasioM 1 coumnarbHad NoJIMTUKa opraHn3auunn

LleJ'II/I, CcTpaTterua pa3sutnda n ©usHec-nnaH opraHusaummn

MeToaukun nnaHMpoBaHUA 1 NPOrHo3MpoBaHUA ﬂOTpe6HOCTVI B nepcoHarne

MopsiooK yperynupoBaHust TpYAO0BbIX CNIOPOB

TpeboBaHus 1 NpaBuna NpoBeaeHnst ayauTa paboTbl C NepcoHanomM
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"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC
Nno ynpaBfiEHNIO MEPCOH... [lata coxpaHeHus: 09.01.2017
dopmbl coumansHoro napTHepcTBa n B3anMMOAencTBums c

I'IpO(beCCVIOHaﬂbeIMVI CO3aMu 1 apyrmmmn npencrtaBuUTesibHbIMU OpraHamm
pa60THVIKOB, N NHbIMWN OpraHn3auymnamm

nOpHD,OK O(*)OpMJ'IeHI/lﬂ KagpoBbIX OKYMEHTOB U NpuaaHna nm POpM,EI,I/I‘-IeCKOﬁ
CuUnbl

Mopsgok  mpoBedeHWs  3akynmouHbiXx — npouegyp #M OodhOpMIeHUs
COMYTCTBYIOLLEN OKYMEHTaL MM

TpyooBoe 3akoHOOATENLCTBO U MHbIE aKTbl, cogepKallimMe HoOpMbl TPYAOBOro
npaea

OcHoBbI dPXMBHOIo 3akKoHodaTellbCTBa M HOPMaTUBHbIE TMMPaBOBbIE aKTbl
Poccuiickonm (Deﬂ,epaLl,l/IM, B 4aCTu BeeHnA OOKyMeHTaunn no nepcoHany

OcHoBbI HanNoroBoro 3akoHogatenbcTBa Poccunckon ®enepauum

OcHoBbl MUrpaUMOHHOrO 3akoHogatenbctBa Poccuiickon Pepepauuun, B
4YacTu NPUBIEYEHNST U TPYOOYCTPONCTBA MHOCTPAHHbIX rpaxaaH u nuy, 6e3
rpaxxgaHcTea

OcHosBbl aAMUHUCTPATUBHOIO 3aKoHo4aTellbCTBa B obnactu ynpasreHua
nepcoHanomM " oTBETCTBEHHOCTU AOJTKHOCTHbIX L

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHarnbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHuM3aunn B 4YHacCTu YynpaBlieHusa
nepcoHanom

OcHoBbl MpaBoBOro perynupoBaHuss Poccuiickon depgepaumm  nopsiaka
3aKIYEHUs rpaXaaHCKO-NPaBOBbIX JOrOBOPOB

Hopmbl 3TVkM genoBoro o6LueHns

BasoBble OCHOBBI MHbOpMaTUKU, CTPYKTypHOE MoCTpOeHwve
MHPOPMaLMOHHBIX CUCTEM U 0COBEHHOCTM PaBoThl C HUMU

[pyrne xapakTepucTunkm

3.7.3. Tpynosas pyHKUMSA

AOMUHUCTPMPOBAHME MPOLIECCOB U y
H [I0KyMeHTo0B0poTa Mo onepaLyoHHOMY K G/03.7 poBeHb 7
anmexosaxne yNpaBrneHno NepcoHanom n paboTe CTPYKTypPHOro oA ) (nopyposerb)
noapasaeneHms KBanudvkaumm
MpoucxoxaeHne TpyooBow OpuriHan X 3anmcTBOBaHO
yHKLMM 13 opurmHana
Koa PernctpaumoHHbIn
opurnHana HOMep
npoceccuoHansHoOro
cTaHgapTa
KoHcynbTaHTIIN
OHCy a roc www.consultant.ru CrtpaHuua 52 13 66
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MNpuka3 MuHTpyaa Poccum ot 06.10.2015 N 691H

"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC
Mo ynpas/ieHNIO NEPCOH... [ata coxpaHeHnus: 09.01.2017
TpynoBble geicTBus AHanu3 npoLeccoB [OOKYMEHTOO6opOoTa, foKanbHbIX [OKYMEHTOB MO
BOMpocCaM  OMepaLuoHHOro  YnpaBrieHUss nepcoHanoM M paboTsl
CTPYKTYPHOTO noapasgeneHus, GuaHec-npoLeccos opraHusauuu,

YOOBNETBOPEHHOCTY NepcoHana

[okymeHTauMoHHOEe 0pOpMIIEHNE Pe3ynbTaTOB ONepPaLMOHHONO yNpaBrneHns
nepcoHanom u paboTbl CTPYKTYPHOro noApasaenenuns, pesynbTaToB ayauta
paboTbl C MepcoHanom

[NogroToBka I'Ipeﬂ,ﬂO)KeHVIVI no pa3BuUTUo cucrem onepauynoHHOro
ynpasJiieHna nepcoHanom u paGOTbI CTPYKTYPHOro noapasgeneHud, no
HeobxoaMMbIM KOPPEKTUPYHOLWLNUM N NPEBEHTUBHLIM MepaM

PaspaboTka cuctembl aHanusa n KOHTporns paboTbl nepcoHana

KoHTponb, cpaBHeHME M aHanu3 MnpoueccoB B obnactu onepaTUBHOIO
yrNpaBreHns nepcoHanom, pes3ysbTaToB YNpaBfiEHYECKMX MEPONpPUATUR,
onpegeneHne akTopoB, BbI3blBAOLMX OTKIMOHEHME OT  MMaHOBbIX
nokasatenem

MoaroToBka 1 06paboTka 3anpocoB, YBEAOMIIEHWI, CBeAEHUIA O paboTHMKaX
B rOCyJapCTBEHHbIE OpraHbl, NPOgecCUOHarnbHble COH3bl, OBLLECTBEHHbIE
opraHusaumm

ConpoBoxaeHne [OOrOBOPOB OKasaHUsl ycnyr rMo BOMpocaM OrnepaTUBHOIo
ynpaBreHusi NepcoHarnomM u paboTe CTPyKTYpHOro noapasneneHus, Bkroyas
npeaBapuTenbHbIE NPOLEAYPb! MO MX 3aKMHYEHUI0

MoaroTtoBka npeanoxeHu no copMmmpoBaHuo OromkeTa Ha nepcoHan
opraHusaumm

BbinonHeHne TpeboBaHMM MO XpaHEHMIO WHopMaumm O pesynbTaTtax
OencTBns CUCTEM OMNEPALMOHHOIO YnpaBfieHust nepcoHanom u paboTbl
CTPYKTYPHOro noapasaeneHusi

Heobxoammble ymeHusi KoHTponupoBaTb NpoLEecChl YMNpaBreHUs MepcoHanoM noapasaeneHui,
onpeaenaTb MX pesynbTaTUBHOCTb W BbISIBMSTE (DAKTOPbl OTKIIOHEHWIA OT
NMaHOBbLIX NapamMeTpoB

PaspabatbiBaTb NporpamMmmMbl AOCTUXKEHWS LIENEN M ONEepaTMBHOIO peLLIEeHMs
3agad nogpasgeneHun

AHaJ'II/I3I/IpOBaTb, pa3pa6aTb|BaTb n Oq)OpMJ'IFlTb OOKYMEHTbI no
onepaTtuBHbIM Npoueccam 1 nx pesynbrtaram

MpoBoANTbL ayauT KagpoBbIX NPOLECCOB, NpoLueayp, 0opMIeHNs KagpoBbiX
OOKYMEHTOB M JOKYMEHTOB MO YNpPaBfieHU0 NePCOHanom

KOHTpOJ'IVIpOBaTb pacxoaoBaHue OoaKeToB Ha nepcoHan

OcbopMnATb OOKYMEHTbI MO OrnepaLyoHHOMY YMpaBfeHuio nepcoHanomM u
paboTe CTPYKTYPHOrO noapasneneHus, npenocrasnsemMble B
rocyaapcTBeHHbIE opraHbl, NpeacTaBuTeNbHble opraHbl paGoTHMKOB

Ob6ecneunBaTtb OOKYMeHTaunoHHOe conposoXxaeHune no cncremMam
onepaunMoHHOro ynpasrieHna nepcoHalioMm w“ pa60Te CTPYKTYPHOIro
nogpasaeneHunsa
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Nno ynpaBfiEHNIO MEPCOH... [lata coxpaHeHus: 09.01.2017

OpraHM3OBbIBaTb XpaHeHne JOKYMEeHTOB B COOTBETCTBUU C Tpe6OBaHMﬂMI/I
TPyaooOBOro U apxXmBHOro 3akKoHOOaTeslbCTBa Poccurickon CDe,qepau,MM n
JTOKalibHbIMU aKTaMun opraHmnsauunm

KOHTpOJ‘II/IpOBaTb McnofiHeHne OoroBopos NOCTaBLMKOB yCrlyr no BoMnpocam
nepcoHana

Mpoun3BoauTb 3aKynoyHble npoueaypbl, OMOPMIATb W aHanManpoBaTb
3aKyMOYHYI0 JOKYMEHTaLMIo

MpoBoauTb NeperoBopbl W MNPeAcTaBnsATb MHTEPEChbl opraHusauMn B
rocygapCTBEHHBIX oOpraHax, npodgeccroHanbHbIX COo3ax W Opyrux
npeacTaBUTENbHBIX OpraHax paboTHMKOB MO BOMpocam nepcoHana

Bectn 0eNnoBYy0 Nepernuncky

BecTv yyeT 1 pernctpauuio JOKYMEHTOB B MHOPMALMOHHBIX CMCTeMax 1 Ha
mMaTtepuanbHbIX HOCUTENAX

PaGotaTb C MH(OPMaLMOHHLIMM cUCTeMaMu M GasamMu OaHHbIX MO
nepcoHany u cuctemam onepaLyoHHOro yNpaBreHusi nepcoHanom u paboTe
CTPYKTYPHOTO noApasaesieHuns

CobntogaTb HOPMbI 3TUKK OENOBOro obLeHus

Heobxogumble 3HaHusA MeToabl ynpasneHus passutem 1 3dEeKTUBHOCTLIO OpraHn3aunmn, meTogbl
aHanusa BbIMOMIHEHMS MNMAHOB W nNporpamm,  ONpeaeneHns  ux
3KOHOMMYECKON 3DPEKTUBHOCTU

MeTopnb! oLeHKM paboTbl CTPYKTYPHbIX NOAPAa3AeneHuii, peaynbTaToB Tpyaa
nepcoHana

MeToabl npoBeaeHnA ayguTta n KOHTPOJJINHIra onepaTtunBHbIX
ynpasJieH4YeCKUX npoueccos

CDOprI M CUCTteMbl MatepuarnbHOro M HemaTepuarnbHOro CTUMynMpoBaHUA
TpyAa nepcoHana

OcHoBBI AOKYMEHTaUMNOHHOIo obecneyeHunsi

nOpHﬂ,OK O(*)OpMJ'IeHMFl, BeJeHUA N XpaHeHUA OOKyMeHTauunm no cucremam
onepaunMoHHOro ynpaslieHnA nepcoHaromMm opraHusaumm n pa60Te
CTPYKTYPHOIro nogpasaerneHua

Mopsigok dhopmupoBaHus, BedeHuMs OGaHKa JdaHHbIX M NpegocTaBneHus
OTYETHOCTM NO CUCTEMaM OMepauuoHHOro YynpasneHWs nepcoHanoMm wu
paboTe CTPYKTypHOro nogpasgeneHus

HopmaTuBHble MpaBoOBble akTbl, perynupylowye npaBa U 06sSA3aHHOCTU
rocy4apCTBEHHbIX OPraHoB W OpraHv3auuu Mo MpPeaoCTaBeHno y4eTHON
JOKYMeHTaLmnn

Mopsidok  npoBedeHWst  3aKymouyHblX  mpouedyp W odopMrieHus
COMYTCTBYIOLLIEN AOKYMEHTaLMUM

MNonutuka ynpaslieHnA nepcoHarnomMm 1 counarnbHad NorfiInTuka opraHn3auum

OpraHu3aunoHHo-LITaTHasi CTPYKTypa opraHusauum
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Ll,envl N cTpaTterna pa3Bnutna opraHm3aumn

BuaHec-nnaH 1 61U3Hec-NpoLecchkl opraHn3aumm

TpynoBoe 3akoHOOATENLCTBO U MHbIE aKTbl, cogepKalliMe HoOpMbl TPYAOBOro
npaea

OcHosBbl adPXMBHOIo 3aKoHodaTeslbCTBa M HOPMaTUBHbIE TMMpPaBOBble aKTbl
Poccuiickonm CDep,epaLLMM, B 4aCTu BeeHnA OOKyMeHTaun no nepcoHany

OcHoBbI HanNoroBoro 3akoHogatenbcTBa Poccunckon ®egepaunm

OcHoBbI MUrpauuoHHOro 3akoHoaatensctBa Poccuiickon ®depepauun, B
4YacTu NPUBIEYEHNst U TPYOOYCTPOMNCTBA MHOCTPAHHbIX rpaxaaH u nuy, 6e3
rpagaHcTea

OcHosBbl aAMUHUCTPATUBHOIO 3aKoHo4aTellbCTBa B obnactu ynpaerneHua
nepcoHarnomMm " oTBeTCTBEHHOCTU OOJIKHOCTHbIX JNTNL,

3akoHoaaTenbcTBO Poccuiickoit denepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE OOKYMEHTbI OpraHn3auun B obnactun ynpasneHua
nepcoHariom

Mopsigok 3aknoyeHns 4oroBopoB (KOHTPAKTOB)

HOprI 3TUKM OenoBoro obLeHus

basoBble OCHOBbI MHOPMATUKMU, CTPYKTYypHOE nocTpoeHne
WMHOPMALMOHHBIX CUCTEM U 0COBEHHOCTU paboThbl C HUMK

Lpyrve xapakTepucTuKu

3.8. O606LeHHasn TpygoBas yHKUMSA

CrtpaTernyeckoe ynpasneHve nepcoHanom YpoBeHb
HanmeHoBaHu K H 7
anmeHosaHne opraHusaumm OA KkBanudukauum
Qgggﬁeﬁﬁ%?: s [JOBOW OpvirnHan X 3anmcTBOBaHO
PY, 13 opurmHana
DyHKUNN
Koa PerncrpaumoHHbIn
opurnHana HOMep
npoceccuoHansHoOro
cTaHgapTa

Bo3amoxHble HaMMeHOBaHWs | Buue-npe3naeHT no ynpaeneHuno nepcoHanom

JOoImKHOCTEN, npodeccuin OupekTop no nepcoHany

OupexTop no ynpaeneHunto NnepcoHanom

3amecTuTenb reHepanbHOro AMPEKTopa Nno ynpaerneHuio NepcoHanom
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"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC
Nno ynpaBfiEHNIO MEPCOH... [lata coxpaHeHus: 09.01.2017
TpeboBaHus K Bhicllee oGpa3oBaHue - cneumanuTeT, MaructTpartypa

o6paszoBaHuio 1 06yyeHuo | [lononHuTensHoe npodeccroHarnbHoe obpa3oBaHue - NporpaMMbl
NpogoeccrMoHanbHoN nepenoaroToBK B 0651acTy ynpaBrieHnUs NePCoHarom,
CTpaTernyeckoro 1 onepauMoHHOro YNpasreHusi, 3KOHOMUKM OpraHn3aLuu;
nporpaMmbl NOBLILLEHWS KBanukaummn B 06nacTu ynpasneHus
NepcoHanoMm, CTpaTermMyeckoro 1 onepaLmMoHHOro ynpasneHus

TpeboBaHus K onbITy He mMeHee naTv neT B 06nacTu ynpaBneHnsi nepcoHarioM Ha pyKoBOASLLMX
npakTu4eckoi paboTbl AOIMKHOCTSIX

Ocobble ycnosus gonycka K
paboTte

Opyrvue xapakrepucTuku

[lononHuTenbHble XapakTepUCTUKK

HanmeHoBaHWe OOKyMeEHTa Kog HanmeHoBaHue 6a3oBon rpynmnbl, 4OMMKHOCTM (Npodeccun)
nnn cneunanbHOCTU

OK3 1232 PykoBoautenu nogpasgeneHun (cnyx6) ynpaeneHus
Kagpamv U TPyAOBbIMU OTHOLLEHUSIMU

EKC - 3amecTuTenb AnpekTopa no ynpaBneHuto NnepcoHanom

OKMAaTP 24063 MeHemxep no nepcoHany

3.8.1. Tpynosas pyHKUMSA

PaspaboTka cuctemMbl cTpaTermyeckoro YpoBeHb
HanmeHoBaHue yrnpaerneHus nepcoHanomM opraHusauum Kog H/01.7 | (nopypoBeHb) 7
KBanudvkaumm

MpoucxoxaeHwe TpyooBown

X 3aumcTBOBaHO
dyHKUMM

nrnHan
Op a 13 opurmHana

Ko PernctpaunoHHbIn
opuruHana HOoMep
NpoeCcCUoHanbLHOro
cTaHOapTa

TpynoBble geicTBuS AHanus  ycrewHbIX  KOPMOpaTMBHbIX  MPaKTUK MO opraHusaumu
cTpaTern4yeckoro yrnpaBneHus nepcoHanom opraHusaumu,
OpraHMN3aLMOHHOrO NPOEKTUPOBAHUS U B3aUMOAENCTBUS noapasneneHunii

[NocTaHoBKa cTpaTtern4eckmnx Luenen B ynpasrieHun rnepcoHariom

PaspaboTka kopnopaTWBHOW MONWUTUKMK, MIAHOB, NporpaMmMm, npoueayp W
TEXHOIOrMIM Mo ynpaBrieHni0 NePCoHanom

PaspaboTka KopnopaTUBHOW KyrfbTypbl U COLMAanbHOW MOSUTUKK, CUCTEM
MOTUBaUMn, 3PPEKTUBHOCTU, OLIEHKM U pa3BUTUS nepcoHana
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(DOpMI/IpOBaHI/Ie CUCTEeMbl onJiaThbl N opraHn3auun Tpyna

PaspaboTka opraHu3auMoHHON CTPYKTYpbl, MaHMpoBaHWe MNoTpeGHOCTU B
nepcoHarne opraHusaumm

PaspaboTka nporpamMm, MNPWHUMMNOB  CTaHAapTM3auuW,  YyHUduMKaumm,
aBTOMaTM3aLMn MPOLECCOB YMpaBfeHWss nepcoHanoMm u Ge3onacHbix
ycnoBun Tpyaa

CDOpMI/IpOBaHI/Ie OlomkeTa Ha nepcoHarn, TEXHONormm ayguTta pa60TbI C
nepcoHaromMm " KOHTpPOJIJIMHIa

Heobxogumble ymeHus PaspabaTtbiBaTb cTpaTerum n NONUTUKU B YNpaBrieHn nepcoHanom

CozgaBaTb M OMUCbIBaTb OPraHU3aUMOHHYIO CTPYKTYpY, LUenu, 3ajauu,
bYHKLUMM CTPYKTYPHbIX NMoapasaeneHnii u QOMKHOCTHbIX Nl

anMeHFlTb MeToAdbl ynpaBlieHUA MEeXINMNYHOCTHbIMU OTHOLUEHUAMMN,
CbOpMI/IpOBaHVIFI KOMaHA, pas3Butna nunaepcrsa U UCNOJTHUTENTbHOCTH,
BbiABNIEHUA TallaHTOB, onpeaeneHnd yaoBineTBOPEeHHOCTHU pa60T017|

Onpe,u,enmb M aHann3npoBaTb BHYTpEeHHMEe KOMMYHWUKauun, mMoaenmpoBaTtb
nosegeHne nepcoHana

MpenctaBnsaTb MHTEPEChI OpraHu3auMM B rOCyOapCTBEHHbIX OpraHax, BO
B3aMMOOENCTBUMN C NpodhCcoo3amMm, UHbIMU MPEeACTaBUTENbHBIMU OpraHammu
paboTHMKOB MO BOoMpocam nepcoHana

CocTaBnsATb, paccyMTbiBaTb, KOPPEKTMPOBaTb M KOHTPONMPOBaTb CTaTby
pacxodoB OloakeToB M (QOHOOB Ha MNporpaMMbl M MEpPOMNpUSTUAS MO
yNpaBreHUo NepcoHanom opraHu3aumm

npOBODMTb ayaonuT U KOHTPOJIIUHT B obnactn ynpasneHuna nepcoHasriom

PaspabaTbiBaTh KOpNopaTMBHbIE CoLMaribHble MPOrpamMmbi

Bectun neperoBopbl no Bonpocam coumanbHoOro napTHepcTBa C
npencrtaBUTENbHbIMKX OpraHamm pa6OTHVIKOB

PaboTaTtb ¢ MHOpPMaLMOHHBIMK CUCTEMaMK 1 Ba3ammn JaHHbBIX MO BONpoOcam
yrnpasneHus nepcoHanom

OpraHun3oBbIBaTb MEPONPUATUS N0 06ecrneyYeHnto BbiNonHeHns TpebosaHui
oXpaHbl TpyAa B COOTBETCTBMM C [OAEWCTBYIOLLMM 3aKOHOAATENbCTBOM
Poccuiickon degepaumm n nokanbHbIMKM akTamn opraHm3auum

OpraHun3oBbIBaTb M NPOBOAUTE MEPOMPUATMS C NEPCOHANIOM B COOTBETCTBUE
C KOprnopaTUBHOWM coLManbHOM MNOSIMTUKOWN

CobntogaTb HOPMbI 3TUKU OENOBOro ooLLeHus

Heobxoaumble 3HaHMA MeToabl ynpaenexHuss passutvemM U 3pdEKTUBHOCTBIO  OpraHv3aumu,
aHanusa BbINOMHEHUS NNaHoOB WM NporpamMm,  onpegeneHus  Ux
3KOHOMMYECKON 3PEKTUBHOCTHU

MeToabl OueHKM paGOTbI CTPYKTYPHbIX nop,paap,eneHMVl, pe3ynbTatoB Tpyaa
nepcoHana

KoHcynbTaHTINOC
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MeToabl nposeaeHuna ayauToB, KOHTPOJIITUHIA ynpaBlieHYeCKMX npoLeccoB

MeToabl aHann3a KoNM4eCcTBEHHOMo U Ka4eCTBEHHOMO cocTaBa nepcoHana

CucTeMbl cTaHaapToB No 6usHec-npoleccaM, NpPodeccusm, Hopmbl Tpyaa

Cuctembl, mMeToabl M (OPMbl MaTepuanbHOro ¥  HemaTepuanbHOro
CTMMYIMPOBaHWSA Tpyaa nepcoHana

MeTogbl aHanmMsa coumanbHblX MNpOrpaMm WM onpejeneHvs  ux
3KOHOMMYECKOM 3hPEKTUBHOCTU

TexHonoruu 1 metoabl Ct)OpMI/IpOBaHMFl N KOHTpOInA OrooKeToB Ha nepcoHan

TpeboBaHusi oxpaHbl U 6e30nacHbIX YCroBUiA Tpyaa

LleJ'II/I, CTpaTterma n Kagposad NofiuTuka opraHn3auum

OcCHOBbI TEXHONOMNN npon3soacTtBa U OeATENIbHOCTU OpraHmn3auunn

OcHOBbI COLMONOrNK, NCUXOSOrMN U AKOHOMMKU TpyAda

OcHoBBI ynpasJieHNA counarnbHbIM pa3BUTUEM OpraHmn3aumn

MeToabl npoBedeHVMst  COLMONOMMYECKUX  WUCCMedoBaHWUi,  U3Yy4YeHUus
00LLEeCcTBEHHOro MHEHUs

CTpyKTypa opraHusauum

TpyooBoe 3akoHOOATENLCTBO U MHbIE aKTbl, cogepKalliMe HoOpMbl TPYAOBOro
npaea

OcHosBbl adpPXMBHOIo 3aKoHodaTeslbCTBa M HOPMaTUBHbIE TMMpPaBOBble aKTbl
Poccuiickonm CDep,epaLLMM, B 4aCTu BeeHnA OOKyMeHTaun no nepcoHany

OcHoBbI HanoroBoro 3akoHogaTtenbcTBa Poccunckon ®egepauum

OcHoBbI MUrpauuoHHOro 3akoHoaatensctBa Poccuiickon ®depepauun, B
4YacTu NpUBIEYEHNst U TPYOOYCTPOMNCTBA MHOCTPAHHbIX rpaxaaH u nuy, 6e3
rpaxgaHcTea

OcHosBbl aAMUHUCTPATUBHOIO 3akKoHodaTellbCTBa B obnactu ynpasrneHua
nepcoHarnomMm " oTBeTCTBEHHOCTU OOJIKHOCTHbIX JNNL,

3akoHoaaTenbcTBO Poccuiickoit denepaumm o nepcoHanbHbIX AaHHbIX

JlokanbHble HOpMaTMBHbIE aKTbl OpraHu3auum B obnactun ynpasneHua
nepcoHariom

Mopsigok 3aknoyeHns AoroBopoB (KOHTPAKTOB)

HOprI 3TUKM OenoBoro obLeHus

OcHoBbI MHGOPMATUKN, CTPYKTYPHOE NOCTPOEHUE MHAOPMAaLMOHHBIX CUCTEM
1 0cobeHHOCTU paboTbl C HAMK

Lpyrue xapakTepucTmKu

KoHcynbTaHTINOC

www.consultant.ru CrtpaHuua 58 un3 66
HaeXHas npaBoBas noaaepXxkKa



http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
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"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT

MO YNpPaB/IEHUIO MEPCOH...

[JokymeHT npegoctasneH KoHcynbTaHTINOC

[ata coxpaHeHnus: 09.01.2017

3.8.2. TpyaoBasga yHKUNA

Peanusauusa cuctembl CTpaTermyeckoro YpoBeHb
HanmeHoBaHue yrnpaerneHus NepcoHanomM opraHusauum Kon H/02.7 | (noaypoBeHb) 7
KBanudmkaumm

MpoucxoxaeHne TpyooBon
DyHKUNN

X 3anmcTBOBaHO

OpvirnHan
13 opurnHana
Koa PerncrpaumoHHbIn
opurnHana HOMep
npoceccuoHansHOro
cTangapTa

TpyooBble AenCTBMUSA

lMnaHupoBaHve AeATenbHOCTM U paspaboTka MeponpuaTUiA No ynpasBrneHuio
nepcoHanom Ang peanusauumn ctpaternyeckmx Lenen opraHmsauum

BHeapeHue MONWTUK, MiaHoB, Mporpamm, npouedyp M TexHONorvii no
ynpaerneHuio NepcoHanom

I'IOCTpoeHme OpFaHI/I3aLI,I/IOHHOIZ CTPYKTYpPbI C y4€TOM nnaHoBoun FIOTpe6HOCTVI
B nepcoHarne un B3anMOAENCTBUSA CTPYKTYPHbIX I'IO[J,pa3ﬂ,eﬂeHVIl7l opraHmnsauum

BHegpeHne v nopgepXaHue KOpnopaTUMBHOW KynbTypbl M COLManNbHOW
NOMUTUKK, CUCTEM MOTUBaLMK, IPIPEKTUBHOCTN, OLEHKU U  pasBUTUSA
nepcoHana

BHeopeHue u nopaepxaHue CUCTEMbl OpraHusaumMvM Tpyga W onnatbl
nepcoHana

YnpaBneHve BHeApeHUEM MporpaMm M MPUHLMMIOB  CTaHgapTUsaumu,
yHUpMKauumM, aBTOMaTM3aumMmM MpPOLECCOB YMpaBrieHUsl MEPCOHanoMm W
©e3onacHbIX ycrnoBun Tpyaa

Opransau,Mﬂ nposeaeHuna ayaguta W KOHTPOJUIMHIa B ynpaBllieHUU
nepcoHanom

MocTaHoBKa 3agay  pykoBOAWUTENSIM  CTPYKTYPHbIX  MogpasgeneHui,
onpefeneHne matepuanbHO-TEXHUYECKUX PECYPCOB A1 UX BbIMONHEHNS

AHanus oTYETHOCTU MO YMNpPaBIIEHNIO NEPCOHANIOM U BbISIBIEHWE PeCypCcoB Mo
YNyYLEeHW0 AeATENbLHOCTU opraH13aLmm

CornacoBaHue yCJ'IOBI/IVI 3akKrnk4yaemMblX 4OroBOpoB No BOMNpocCam ynpaBlieHnsa
nepcoHanom

OpraHusauma npoBeaeHns 3aKynoYHblX NpoLeayp no BonpocaM ynpasreHus
nepcoHanomM n oopMIieHNs CoNyTCTBYIOLLEN OKYMEHTaUUn no HUM

dopmumpoBaHmne GlogxkeTa Ha nepcoHarn, TexHororumm ayamta paboTbl C
MepCcoHAaNoM 1 KOHTPONMHra

I'IpmmeHeHvle K pa6OTHI/IKaM Mep noouwpeHuna wu gucunniimHapHoro
B3bICKaHNA

KoHcynbTaHTINOC
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"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT JokyMeHT npepoctasneH KoHcynbTaHTlAoC
Nno ynpaBfiEHNIO MEPCOH... [lata coxpaHeHus: 09.01.2017
HeobGxoammble yMeHuUst Mpou3eoauTb aHanuMa [OeATenbHOCTM MO YMNpaBeHUo  MepcoHaroM,

pa3pabaTbiBaTb NokasaTtenu adeKkTUBHOCTM paboThbl

dopmMmpoBaTh NnaHbl U MEPONPUSTUSI NO YNPaBIEHNIO NePCOHANoM

PaccuuTbiBaTh Ol0gXeT B ob6nactu ynpasJieHnAa nepcoHasriom

OnpenensTe 30HbI OTBETCTBEHHOCTM pabOTHMKOB UM nogpasgeneHun,
CTaBUTb 3aZa4yn pyKoBOAMTENAM nogpasgeneHnin n obecneumsatb pecypcbl
AN UX NCMONHEHNS

KoHTponupoBaTtb U KOPPEKTUPOBATb UCMOSTHEHME NMOPYYEHUIA U 3afay

YnpaBnsTb 3hheKTUBHOCTLIO 1 BOBINIEYEHHOCTBIO NEpCoHana, AUCLMUNIMHON
Tpyaa u cobniogeHnem GesonacHbIX yCrioBuid Tpyaa

Bect neperoBopbl MO BOMpOcCaM  CcoUManbHOrO  napTHepcTBa U
NpeacTaBnaTb MHTEPEChbl OpraHu3auMuM B FOCY[apCTBEHHbLIX OpraHax,
nNpodeccMoHanbHbIX  COl3ax W APYrMX nNpeacTaBUTENbHbIX — OpraHax
paboTHMKOB, 1 OpraHM3aumsix Nno Bonpocam nepcoHana

PaboTaTtb ¢ MHOpPMaLMOHHBIMK cUMCTEMaMK 1 Ba3ammn JaHHbBIX MO BONpocam
ynpasneHus nepcoHanom

rlpOBOD,VITb ayanT N KOHTPOJUJTUHT B obnactn ynpasJieHNA nepcoHajioMm

dopmupoBatb M MNPOBOAMTbL COLMAnNbHYO MOMUTUKY W couuanbHble
nporpamMmbi

BecT neperoBopbl C MOCTaBLUMKaMW YCIyr MO YCMOBUAM 3aKrtovaeMblxX
[OroBOpOB

npOl/I3BOD,VITb 3aKyrno4Hble npouenypsobl, OCbOpM.I'IFITb n aHanmanpoBaTb
3aKyrno4yHyr JOKyMeHTauunto

CobntogaTb HOPMbI 3TUKU OENOBOro ooLLeHus

Heobxoaumble 3HaHMSA MeToabl ynpasneHus passutnemM n 3eKTMBHOCTLIO OpraHnsaumm, MeToapl
aHanusa BbINOMHEHUS NNaHoOB M NporpamMm,  onpegeneHus  ux
3KOHOMMYECKON IPEKTUBHOCTHU

OpransauMﬂ ynpasrieHnA pasButnemM opraHmsalnm

Teopun ynpaeneHusi opraHu3auuen, NonvTuKa W cTpaTerMs ynpaeneHus
nepcoHanom

MeTogbl aHanm3a BbIMONHEHWMS MMAHOB W 3adad, OnpedeneHns  wux
3KOHOMMYECKOM 3hHEKTUBHOCTH

MeTonb!l OLEHKM, pe3ynbTaToB U addeKTUBHOCTY Tpyaa

MeTonbl BHeApeHUs CUCTEMbI YNpaBIieHNs EPCOHAIOM

OcHoBbl paboTbl N0 NpodopueHTauun

MeToaukv nnaHMpoBaHKs! U MPOTrHO3MPOBaHKS NOTPeOHOCTM B NepcoHane

Llej'll/l, cTparterna pa3Buntmda 1 OGu3Hec-nnaH opraHmnsauunmn

KoHcynbTaHTINOC
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Teopuun 1 MmeToabl hopMMpoBaHUio GpeHaa opraHusauum

TpeboBaHusa oxpaHbl 1 Be30nacHbIX YyCroBun Tpyaa

MeToaunkun pa3p660TKI/1 1N BHEOPEHNA NOKaJ1bHbIX HOPMAaTUBHbIX aKTOB

MopsidoK 3akmoyYeHuss TPYAOBbIX [OrOBOPOB, PEryNMpPOBaHWUA TPYAOBbIX
crnopos

OCHOBbI  COLMONOrNK, MCUXONOTNN, 3KOHOMUKM Tpyaa W ynpasleHud
coumnanbHbIM pa3BuTeEM OpraHn3auunn

MeToabl npoBedeHMst  COLMONOMMYECKUX  WUCCMedoBaHWUi,  U3Yy4YeHUus
00LLEeCTBEHHOro MHEHUS

TexHonorMy npoBedeHNst ayauTta W KOHTPOJUIMHra B yNpaBneHun
nepcoHanom

Mopsinok  npoBefdeHWs  3aKymouyHblX  npouedyp W odopMrieHus
COMyYTCTBYIOLLIEN AOKYMEHTaLNUM

TexHonoruu, CTaHOapTu3auua, yHM(*)I/IKaLI,MH, aBTomMaTmsauma npoueccos
ynpasrieHnA nepcoHarnom

CTpykKTypa opraHusauum

TpyooBoe 3akoHOOATENLCTBO U MHbIE aKTbl, cogepalliMe HoOpMbl TPYAOBOro
npaea

OcHosBbl adPXMBHOIo 3aKoHodaTeslbCTBa M HOPMaTUBHbIE TMMpPaBOBble aKTbl
Poccuiickonm CDep,epaLLMM, B 4aCTu BeeHnA OOKyMeHTaun no nepcoHany

OcHoBbI HanoroBoro 3akoHogaTenbcTBa Poccunckon ®egepaunm

OcHoBbI MUrpauuoHHOro 3akoHoaatensctBa Poccuiickon ®depepauun, B
4YacTu NPUBIEYEHNst U TPYOOYCTPOMNCTBA MHOCTPAHHbIX rpaxaaH v nuy, 6e3
rpaxgaHcTea

OcHosBbl aAMUHUCTPATUBHOIO 3aKoHodaTellbCTBa B obnactu ynpaerneHua
nepcoHarnomMm " oTBeTCTBEHHOCTU OOJIKHOCTHbIX NNL,

3akoHoaaTenbcTBO Poccuiickoit denepaumm o nepcoHanbHbIX AaHHbIX

MopsiooK 3aknoYeHNst 4OrOBOPOB (KOHTPaKTOB)

JlokanbHble HOPMAaTUBHbIE aKTbl B obnactun yrnpasneHnAa nepcoHariom

HopMmbl 3Tuku genosoro obuieHus

BasoBble OCHOBBI NHOPMATMKK, CTPYKTYpHOE NocTpoeHue
MHOPMALIMOHHBLIX CUCTEM N OCOBEHHOCTU PaboTbl C HUMM

Lpyrve xapakTepucTmKu

3.8.3. TpynoBas dyHKUmMSA

KoHcynbTaHTINOC
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"O6 yTBEpXXAEHMMN NPOdEeCCMOHanbHOro ctaHaapTa "CneumanucT

MO YNpPaB/IEHUIO MEPCOH...

[JokymeHT npegoctasneH KoHcynbTaHTINOC

[ata coxpaHeHnus: 09.01.2017

ALOMUHUCTPUPOBaHME MPOLIECCOB U YpoBeHb
HaumeHoBaHvne | AOKyMeHTOOBOpOTa MO CTpaTErMYecKomy Kop H/03.7 | (noaypoBeHb) 7
ynpasneHuo NepcoHanomM opraHnsaLmm kBanmdukaLmm

MpoucxoxaeHue TpyaooBoW
dyHKUMN

X 3anmcTBOBaHO

OpvirnHan
P 13 opurmHana
Kon PernctpaunoHHbIn
opurmHana HOoMep
npodeccuoHanbHoro
cTaHgapTa

TpyooBble AencTBUSA

AHanus npoLeccoB [OOKYMEHToo60poTa, roKarbHbIX [1OKYMEHTOB MO
BOMpocaM YrpaBreHusi nepcoHanom, 6M3Hec-NpoLeccoB opraHv3auum,
YOOBNETBOPEHHOCTY NepcoHana

,D,OKyMeHTaLI,I/IOHHoe Od)OpMJ'IeHMe pe3ynbTaTtoB ynpaBlieHNA nepcoHarom,
ero ayauta, paGOTbI CTPYKTYPHbIX nop,pasp,eneHMVl

[oKyMEeHTaLMOHHOE U OpraHU3aunoHHOE COMPOBOXAEHME CTpaTernyeckoro
ynpaBneHus NepcoHanom 1 paboTbl CTPYKTYPHbIX NOApa3aeneHuUi

[MoaroToBka NpeanoXeHnn No pasBUTUIO CUCTEM YNpaBrieHUs1 MepCcoHarnoMm,
Mo HeOoOXOAMMBbIM KOPPEKTUPYIOLMM W NPEBEHTMBHbLIM MepaM W Mo
NoBbILWEHWI0 3DEKTUBHOCTM paboTbl CTPYKTYPHBIX NoApasgeneHnn

KoHTponb npoueccoB B 06nacTu ynpaBneHust nepcoHanoM W paboTbl
CTPYKTYPHbIX  MOApasgerneHvit, CcpaBHeHWe W aHanu3  MpoLeccoB,
pe3ynbTaToB YMpaBlieHYeCKNX MEpPONPUSATUA, onpedeneHne (akTopos,
BbI3bIBaIOLLMX OTKMOHEHME OT NMaHoBbIX Nokasartenemn

CornacoBaHue W KOHTPOMb [JOrOBOPOB MO BOMpocam M cucTemam
cTpaTernyeckoro ynpaBreHusl MepcoHanoM U paboTe  CTPYKTYPHbIX
noapasaeneHunii, opraHMsaums npoueayp no ux 3akoyYeHuo

MoaroToBka pe3ynbTaTtoB aHanm3a COOTBETCTBUA OpraHm3aunm m onnatbl
TpyAa nepcoHana ycnewHbIM KOpnopaTuBHbLIM NpakKTUKamMm

BbinonHeHne TpeboBaHMM MO XpaHEHMIO WHopMaumm O pesynbTaTtax
OEencTBnst CUCTEM CTpaTerMyeckoro ynpaBrieHus nepcoHanom u paboTbl
CTPYKTYPHbIX nogpasaeneHuni

Heobxogumble ymeHus

AHanuanpoBaTtb, pa3pabaTbiBaTtb 1 0QOPMISATb AOKYMEHThI MO NpoLeccam 1
pesynbTatam ynpaBfeHusi MnepcoHanom U paboTte  CTPYKTYPHbIX
nogpasgaeneHui

anMeHﬂTb MeTOoOdbl aHanmaa 6M3Hec-r|pou,eccoa opraHunsauumn

OnpegensaTb nporpaMmbl  OOCTWXKEHUS Uenen W pelleHns  3agad
noapasgeneHun

MpoBoauTb ayauT CUCTEMbI YTIPaBIIEHNS MEPCOHANIOM

npOBOﬂMTb KOHTPOINJIMHI CUCTEMbI ynpaBJieHNA NepCcoHaiom

KoHTponupoBaTb GlOMKeT Ha MNepcoHan W yhpaBfeHve pacxodamu Ha

KoHcynbTaHTINOC
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nepcoHan

OpraHu3oBbIBaTb COMPOBOXAEHWE [OrOBOPOB MO BOMPOCaM  YMNpaBrieHUs
nepcoHanom, Bkrovas npeasapuTenbHble NpoLeaypbl Mo UX 3aKMNioYeHNo

OpraHVISOBbIBaTb 3aKyrno4Hble npouenypsbl, O(bOpMJ'IﬂTb 1N aHann3nposaTtb
3aKyrno4yHyrH JOKyMeHTauunto

KOHTpOJ‘II/IpOBaTb M aHannm3npoBaTb BOMPOCblI COUMalbHOro napTHepPCTBa,
00roBopbl NOCTaBLUMKOB yCIyr

MpoBoauTb NEeperoBopbl U MPEACTaBMsATb MHTEPEChl OpraHusauMn B
roCcynapCTBEHHBIX OpraHax, npodeccroHanbHbIX Co3ax W Opyrux
npeAcTaBUTENbHLIX OpraHax pPaboTHWMKOB W OpraHu3auusix no BOMpocam
nepcoHana

Bectn genosyto nepenncky

PaGotaTb C MH(OPMaLMOHHLIMW CcUCTEMaMUM M GasamMu OaHHbIX MO
nepcoHany, cucTeMam YNpaBfieHUss MepcoHarioM W opraHv3auum
AesATENbHOCTM CTPYKTYPHbIX NoApasaeneHuni

Ob6ecneuvBaTb kagpoBOE [JeNIONPOM3BOACTBO U AOKYMEHTALMOHHOE
COMPOBOXAEHME MPOLIECCOB MO YMpaBrieHulo nepcoHanoMm U  paboTe
CTPYKTYPHbIX NoapasaeneHuii

OpFaHVI3OBbIBaTb XpaHeHne OJOKYMEHTOB B COOTBETCTBUU C Tpe6OBaHI/IF|MI/I
TPyaoOBOro " apxXxmBHOrro 3akoHoOaTelbCTBa Poccuiickon CDep,epau,MM n
JToOKalrnbHbIMW akKTaMn opraHmn3auunm

CobntogaTb HOPMbI 3TUKK OETOBOro 00LeHus

Heobxoammble 3HaHWS KopriopaTuBHas kynbTypa, couuarnbHas MonuTika, CUCTEMbl MOTMBALMU M
3 DEKTUBHOCTU YNpaBieHUsi NepCcoHanomM

MeToapbl ynpaBneHus passutnemM n apeKTMBHOCTLIO OpraHM3aunmn, MeToabl
aHanusa BbINOMHEHMs MNNaHOB W nporpaMMm,  OnNpedeneHus  ux
3KOHOMUYECKON 3PEKTUBHOCTH

MeTonabl MpoBeaeHUss ayauTa, KOHTPOMNsi OnepaTUMBHBIX YrpaBrieHYeCcKnX
NPOLLECCOB, COLMONOTMYECKUX UCCIEeA0BaHNN

BuaHec-nnaH n 6I/I3HeC-I'IpOLI,eCCbI opraHmnsauunm

BrogxeTHOe npoekTnpoBaHue

OpraHVI3aLI,VIOHHOG NPOEeKTNnpoBaHne

dopmbl, MeToabl U CUCTEMbI MaTepuanbHOro U  HemaTepuanbHOro
CTVMYNUPOBaHUs Tpyaa nepcoHana

Cuctemsl cTaHgapToB no 6usHec-npoueccam, npoceccusim
(cneumanbHOCTAM), HOPMbI TPyAA

MeToabl aHanu3a KonM4yecTBEHHOrO M KAQYEeCTBEHHOrO COCTaBa nepcoHana

KagpoBasi nonuTrka opraHnsaumm

KoHcynbTaHTINOC
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Mopsinok dopmupoBaHusi, BedeHMst OaHKa [daHHbIX M NpeaocTaBneHus
OTYETHOCTM MO CUCTEMAaM YNpaBIieHNsi NepcoHanom u paboTe CTPYKTYPHbIX
nogpasgeneHun

OcHoBbI OOKYMEeHTaUuMOHHOIro obecneyeHus, nopaaokK O(*)OpMJ'IeHMFl
LOOKYMEHTOB, npegocTtaBideMblX B rocyoapcCrtBeHHble opraHbil,
I'IpO(beCCVIOHaﬂbeIe COH03bl, OOLLECTBEHHbIE opraHunsauunmn

Llenu n ctpatervs pa3sutus opraHnsaumm

Mopsinok  npoBefdeHWs  3aKymouyHblX  npouedyp W ocdopMrieHus
COMYTCTBYIOLLIEN AOKYMEHTaLUM

HopmaTuBHble MpaBoBble akThbl, perynupylolpe npasa U 0GA3aHHOCTU
rocy4apCTBEHHbIX OPraHoB W OpraHv3auuu Mo NpeaoCTaBlEHNI0 yYeTHOM
[AOKyMeHTauun

CTpykTypa oOpraHuM3auMmM W BakaHTHble  AOMKHOCTM  (Mpodheccun,
cneumnanbHOCTK)

TpyaoBoe 3aKOHOAATENBLCTBO M MHbIE aKTbl, COAepPXalle HOPMbl TPYO0BOro
npasa

OCHOBbI apXMBHOTO 3aKoHoAaTenbCTBa M HOPMAaTUBHbIE MNPAaBOBblE aKThbl
Poccuiickoit denepaunu, B YacTu BeAeHUsI OKYMEHTaLMKU Mo nepcoHany

OcHoBbI Hanoroeoro 3akoHogatenbcTeBa Poccunckon ®enepavum

OcHoBbI MUrpaLMOHHOIO 3akoHodaTtensctBa Poccuiickont ®depepauun, B
YyacTu NPUBNEYEHUs U TPYOOYCTPOMUCTBA MHOCTPaHHLIX TpaxaaH u nuu 6es
rpaxgaHcTea

OcHosBbl adMUHUCTPATUBHOIO 3akoHoOaTesibCTBa B obnactu ynpasrieHuA
nepcoHasrnioMm " oTBeTCTBEHHOCTU AOJTKHOCTHbIX 1L

3akoHogaTenbcTBO Poccuickon degepaumm 0 NnepcoHasnbHbIX AaHHbIX

JlokanbHble HOpMaTuMBHbIE aKTbl OpraHun3auun B obnactu ynpasJieHuA
nepcoHanom

MopsiooK 3aknoYeHNst 4OroBOPOB (KOHTPaKTOB)

Hopmbl 3TVkM genoBoro obLueHns

BasoBble OCHOBBI MHbOpMaTHKU, CTPYKTypHOE NoCTpoeHwve
MHPOPMaLMOHHBIX CUCTEM U 0COBEHHOCTM PaBoThl C HUMU

Lpyrne xapakTepucTunkm

IV. CBegeHns 00 opraHusaumsix - paspaboTyumnkax
npodpeccuoHanbHoOro ctaHgapTa

4.1. OTBeTCTBEHHAsA OpraHM3aumsa-paspaboTumk
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Obuwepoccuiickoe 06beauHeHne padotogatenen "Poccuiickmii colo3 NPOMbILLNEHHUKOB U
npegnpuHumatenen”, ropog Mocksa

WcnonHutenbHbin Buue-npesnaeHT Kyabmud Omutpuin Bnagummposmd

4.2. HanmeHoBaHus opraHm3aunn-paspaboTymkoB

1| AHO "HauuoHanbHOe areHTCTBO pa3BuThs kBanudukaumin”, ropog Mocksa

2| Accoumauums (Cotos) "Accoumanms KOHCYNbTaHTOB no noabopy nepcoHana”, ropog Mocksa

3 Npynna HeadHunter, ropoa Mocksa

4 3A0 "KPOK MHKOPMOPEWTEQ, ropoa Mocksa

5 UHopmaumoHHo-aHanuTnyeckmi LenTp "Kagposbin [lo3op", ropog Mockea

6 MI"O "OMNOPA POCCUIN", ropog Mockea

7| MexxgyHapogHas accoumaumnsa 0enoBoro cotTpyaHnyecTsa, ropog Mockea

8 HOYY AOMNO "UHcTtntyT npodeccrnoHanbHoro kagposuka", ropog Mocksa

9 HIM "Accoumaumsa EBponenckoro 6usHeca", ropog Mocksa

10/ HM "BKK - HaumoHanbHbIN coto3 kaaposukos", ropog Mocksa

11 HN "MexgyHapogHbii anbsiHC "TpyaoBas murpauusa”, ropog Mocksa

12/ HM "HaumoHanbHas accoumnaumns oUCHbIX CneLmanmMcToB U agMUHUCTPATUBHBLIX pabOTHNKOB",
ropog MockBa

13 HM MHO "Accoumauma meHempxkepos Poccumn”, ropog Mockea

14 HM CYP3 "HaumoHanbHasa koHpeaepauums "Pa3Butre YenoBedeckoro kanutana", ropog Mockea

15 OAO "BAHX" (TAO BBL,), ropoa Mocksa

16/ OAQO "Ta3npom HedTb-HoBOCKMOUMpPCK", ropoa HoBocnbupck

17 OAO "O6benmHeHHas cygocTpouTenbHas koprnopauus”, ropog Mocksa

18 OAO "PXL", ropoa Mockea

19 OAO "CaxanuH OHepaxn NHuBectmeHT Komnann", ropog, KOxxHo-CaxanuHck

20, OAO "TatHedTb" menn B.[. WawwuHa, ropoa KasaHb

21 OAO "Hay4yHo-npousBoacTBeHHOe o6beanHeHne "Hayka", ropog Mocksa

22,000 "LG Electronics Rus", ropog Mocksa

23 O0O0 "busHec MNMecuxonorn SHL Russia & CIS HIM", ropog Mocksa

24 000 "UT-CK", ropog Mocksa

25000 "Nykonn-UrxuHnpuHr", ropog Mocksa
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26/ 000 "OKBb 3enut", ropog Mocksa

27,000 "MeTtponnym TpenaunHr", ropoa Mockea

28 000 "Monurpadg-3awmTa”, ropog Mocksa

29 O0O0 "LleHTp kagpoBbix TexHonormi - Obyyenne. CtaxxumpoBku. TpyaoycTponcteo”, ropog Mocksa

30| Poccuinckoe npeacrasutenscteo "Coleman Services UK" ("KoynmaH Cepsucus"), ropoa Mocksa

31| Toproeo-npomeiwneHHasi nanata Poccurickon ®epepauun, ropog Mockea

32 ®I'60Y BIMO "MockoBckui rocygapcTBeHHbIn yHuBepeuteT nmenn M.B. llomoHocosa", LLkona
AvpekTopa no nepcoHany, ropog Mocksa

33| I'bOY BINO MCY, ropog Mocksa

34{ IrbOY BINO M3CW, ropoa Mockea

35/ ©I'bOY BINO Cunbupckuii rocygapCcTBeHHbIN yHUBepeUTeT nyten coobwenns (CIryTcC), ropoa
Hosocunbupck

36 dI'bY "Hay4Ho-uccnegosaTenbCKU MHCTUTYT TpyAa U coumnanbHOro ctpaxoBaHunsa" MuHuctepcrea
Tpyada v coumnanbHom 3awmTtel Poccuinckon deaepaumm, ropog Mocksa

37, ®Iryr "Mouta Poccun", ropoa Mocksa

38| ©K "Ypancub", ropog Mockea

<1> O6LLEPOCCUNCKNI KacCuUKaTop 3aHSATUN.

<2> O6LwepoccmMmncknii kKnaccuumkaTop BUAOB IKOHOMNYECKON AEATENBbHOCTU.

<3> EguHbIN KBannUKaLMOHHbLIA CNpaBOYHUK OOSMKHOCTEN PyKOBOAUTENEW, CheuuannctoB n  Apyrux
cnyxaLimx.

<4> OO6Llepoccuickuin knaccudukatop npodeccuin paboumx, OOIMKHOCTEN CnyXawmx W TapudHbIX
pa3psaos..
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