3apeructpupoBano B Muntocre Poccun 8 anpenst 2022 r. N 68136

MUHHUCTEPCTBO TPYJA H COUUATBHOM 3AIIUTHI
POCCUNCKOI ®EJEPAIIAN

ITPUKA3
or 9 maprta 2022 r. N 1091

Ob YTBEPXJIEHUHU TPO®ECCHUOHAJIBHOI'O
CTAHJAPTA "CHEHUAJUCT 110 YIIPABJIEHUIO
HEPCOHAJIOM"

B coorBerctBuM ¢ myHKTOM 16 IlpaBwii pa3paOoTku © YTBEpXACHHUS MPOPECCHOHAIBHBIX
CTaHJAPTOB, YTBEPXKACHHBIX MocTaHoBlieHHEeM IIpaButenscTBa Poccuiickoit ®enepanuu ot 22
ssaBapst 2013 1. N 23 (Cobpanue 3akoHomarenscTBa Poccuiickoit @eneparuu, 2013, N 4, cr. 293;
2014, N 39, ct. 5266), npuKa3bIBalo:

1. YTBepautph mnpunaraembii mnpodeccuoHanbHbIN cTaHAapT "CoeuuamucT MO YIpPaBICHUIO
nepcoHagom".

2. Ilpu3HaTh yTpaTUBLIMM CUIIYy NpUKa3 MUHUCTEPCTBA TPyla U COLMAIBHOM 3amuTel Poccuiickoit
Oenepannn 0T 6 oktadps 2015 r. N 6911 "OO6 yrBepkaeHun npodecCHOHAIBHOTO CTaHIapTa
"Crenquanuct 1O YHpPaBICHHUIO TepcoHanoM" (3aperucTpupoBaH MUHHCTEPCTBOM FOCTHLIUU
Poccuiickoit @eneparmu 19 oktsiopst 2015 r., peructpannonusii N 39362).

3. YcTaHOBUTH, UTO HACTOSIIIMM MpHUKa3 BCTymaeT B cuily ¢ 1 centsabpst 2022 r. u gelictByer 10 1
ceHTsa0ps 2028 r.

Munucmp

A.O. KOTAKOB

VTBEP)X/I[EH
npukasom Munucmepcmea
mpyoa u CoyuanbHou 3auumsl

Poccuiickoii @edepayuu

om 9 mapma 2022 2. N 1091

MPO®ECCUOHAJIbHBIN CTAHJIAPT
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CHEIUAJUCT 11O YITPABJIEHHUIO ITEPCOHAJIOM

| 559 |
Peructpanmonublit
HOMED
. O01mue cBeneHus
VYnpasieHue nepcoHaioM OpraHu3aluu 07.003
(HanMeHOBaHHUE BUIA TPO(HECCHOHATILHOM JICATEIIEHOCTH ) Kon

OcHoBHas 11€J71b BU/1a TPOPECCUOHAIBHON EATEILHOCTH:

JTOCTHIKCHUA IICJICﬁ opraHnu3alun

O6ecnieuenme 3pPeKTUBHOTO PYHKIIMOHUPOBAHUS CUCTEMBI YIIPABJICHUS TEPCOHATIOM ISt

I'pynina 3avaTHi:

1212 Ynpasistromue TpyaoBeiMu 2423 CrierancThl B 001acTH

pecypcamu MOJITOTOBKU Y Pa3BUTHS
repcoHana

2424 CrieninanucThl B 0051aCTH - -
moa0opa M UCTIOIB30BAHMS
nepcoHasna

(xox OK3 <1>) (HanMeHOBaHUE) (xox OK3) (HanMeHOBaHUE)

OTHeceHue K BUJaM SKOHOMUYECKOM e TeTbHOCTH:
01 - 99 [Bce BHJIBI 9KOHOMIHUECKO# AeATeIHOCTH |
(xom OKB3JI <2>) (HaMeHOBaHUE BUAa SKOHOMHUYECKOH J1eATeTHbHOCTH )

1. Onucanne TpyaoBbIX PyHKIMIA, BXOAAINX B MPOdecCHOHATbHBIN
cTaHAapT (PyHKUMOHAJbHAA KapTa BUAAa NPO(eCcCHOHATBHOU

NEeATeJIbHOCTH)

O060011eHHbIE TPYIOBbIE (HYHKIIUU

TpynoBble pyHKIMH

KoL HaAanMCHOBAHUC YPOBCHB HanMCHOBAHUC KOO

KBaJIM(hUKALIMY

YpPOBEHb
(OaypOBEHB)



https://normativ.kontur.ru/document?moduleid=1&documentid=393365#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=393365#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=417576#l0

KBTI (DUKAIAH

J{OKyMEHTAIHIOHHOE
oOecrieyeHne paboThI C
[IEPCOHAIIOM

Benenve nokymMeHTaluu
[10 yYeTy U JIBUIKEHUIO
repcoHana

A/01.6

6

Pa3paboTka TUTTOBBIX
(hopM JOKYMEHTOB I10
YUETY U JBUKEHUIO
[epcoHaa,
COIIPOBOXIECHUE
rpoueayp ohopMiIeHUsS
TPYAOBBIX OTHOLICHHI

A/02.6

AJTMUHUCTPUPOBAHUE
[IPOLIECCOB U
ITOKyMEHTO000pOTa 110
YIETY U JBUKEHUIO
[epcoHana,
[Ipe/ICTaBICHUIO
ITOKYMEHTOB T10
[IepcoHaly B
roCy/1apCTBEHHBIE OPTaHbI

A/03.6

JlesaTenbHOCTb IO
00ecrevyeHNIO IEPCOHATIOM

COop nHpOpMALIHH O
[OTPEOHOCTX
OpraHu3aIiH B
repcoHae

B/01.6

[Touck, mpuBieyeHue,
10100p U 0TOOP
nepcoHasna

B/02.6

AIMAHHCTPUPOBAaHUE
[porieccoB oOeceyeHus
[IepCOHANIOM U
COOTBETCTBYIOILIETO
ITOKyMEHTOO0OpOTa

B/03.6

I[e}ITeJ'IBHOCTL 10 OILICHKE U
ATTCCTAllMU IICPCOHATIA

Opranuzanus u
[IPOBEICHUE OLIEHKU
repcoHaia

C/01.6

Opranuzanus u
[IpOBE/ICHUE aTTeCTAI[UU
repcoHasna

C/02.6

AIMAHHCTPUPOBAHUE
[IPOLIECCOB NPOBENCHUSA
OLICHKH W aTTeCTallun
[epcoHala U
COOTBETCTBYIOIETO
ITOKyMEHTO000poTa

C/03.6

JlesrTenbHOCTh MO
[PA3BUTHIO MIEpCOHAIIA

Opranuzanus u
[IPOBEACHUE
MEPONPHUSTHI 110

A3BUTHUIO U ITOCTPOCHUIO

D/01.6




rpodeccrnoHabHOM
Kapbephl MepcoHalia

Opranuzanus oOyueHus
nepcoHaa

D/02.6

Opranuzanus ajanTtainuu
M CT2)XHMPOBKH IEepCOHAIIA

D/03.6

A IMUHUCTPUPOBaHHE
[IPOLIECCOB Pa3BUTHS U
[OCTPOCHHUS
podecCuoHaIbHON
Kapbepbl, 00y4eHNs,
ajanTalny, CTaXUPOBKH
[epcoHana u

D/04.6

COOTBETCTBYIOIIETO

TOKYMEHT0000pOTa
JlesITeIbHOCTD 110 Opranuzanus Tpyaa E/01.6
OpraHu3aluy Tpyaa u epcoHasia

OIJIaThI IICPCOHAIA

Opranuzanus oriaThl
Tpy/a nepcoHaia

E/02.6

AIMAHHCTPUPOBAHUE
[TPOLIECCOB OPraHU3aALUN
TpyJa, OIUIaThl IEpCOHaa
1 COOTBETCTBYIOILETO
TOKYMEHT0000pOTa

E/03.6

/lesTenpHOCTB 1O
(hopMHUPOBAHHIO
KOPIIOPAaTUBHOU
COLIMAIBHON MTOJIMTUKA

Pa3paboTka
KOpPIIOPATUBHOU
COLMAJIbHOW MOJIMTUKH

F/01.6

Peanusanus
KOPIIOPAaTUBHOU
COLIMAJIBHON MTOJIMTHKHU

F/02.6

AIMAHHCTPUPOBAHUE
[IPOLIECCOB
KOpPIIOPATUBHOU
COLIMAJIbHOW ITOJIUTUKU U
COOTBETCTBYIOILETO
ITOKyMEHTO0000poTa

F/03.6

OrnieparinoHHOE
yIIpaBJIeHUE MEPCOHATIOM U
CTPYKTYPHBIM
Moipa3/iesieHueM
OpraHU3aIuN

Pa3paboTka cucTembl
OTIEPAIMOHHOTO
YIIpaBJICHUS TIEPCOHAIOM
1 pabOTHI CTPYKTYPHOTO
OIpa3IeIeHuUs
OpraHu3aIu

G/01.7

Peanm3arms
ONEePAIMOHHOTO
YIIpaBJICHUS TIEPCOHATIOM
1 pabOTHI CTPYKTYPHOTO
MOApa3aeIICHHs

OpraHHu3alun

G/02.7




PazpaboTka u G/03.7 |7
COIPOBOXKIICHHUE
[poriecca U poBU3aANUN
1 aBTOMATH3aIUH
yIIpaBJICHUS TIEPCOHAIOM

AIMUHHCTPUPOBAHUE G/04.7 |7
[IPOIIECCOB
OTIEPALIMOHHOTO
YIIpaBIICHUS TIEPCOHAIOM
1 pabOTHI CTPYKTYPHOTO
[0Ipa3/ieeHus
OpraHu3aIK U
COOTBETCTBYIOLIETO
ITOKYMEHT0000pOTa

CtpaTernyeckoe U PazpaboTka CUCTEMBI H/01.7 (7
YIIPaBJICHUE MTEPCOHAIOM CTPaTErn4ecKoro
yIIpaBIE€HUSA IIEPCOHAIOM

Peanu3aiiusg cCUCTEMBI H/02.7 |7
CTPaTErHIeCKOTO
yIIpaBJICHUS MIEPCOHAIOM

A IMUHHCTPHUPOBAHUE H/03.7 [7
[TPOIIECCOB
CTpATETUIECKOro
YIIpaBJICHUS TIEPCOHAIOM
1 COOTBETCTBYIOIIECTO
ITOKYMEHTO000pOTa

I11. XapakTepucTika 00001eHHBIX TPYAOBBIX QYHKIMIA

3.1. O6o0meHHas TpyaoBass PyHKIUS

HanmenoBanue/lokyMeHTalMOHHOE Kon YpoBeHb KBaNUPUKALTUI
oOecriedeHne paboThl C
[IEPCOHAIOM
[Ipoucxoxnenue Opurunan X [3aMMCTBOBaHO
00001IIeHHON TPYIOBOIt 13 OpUTHHAIIA
byHKIIIN
Kon PerucrpanuonHslii
OpUTHHala HOMED
npo¢eCcCHOHATBLHOTO

CTaHgapTa



IBo3MoKHBIE
HAaNMCHOBAHUS
ITOJDKHOCTEH,
npodeccuit

Crieranict no opOpPMIICHHUIO TPYIOBBIX OTHOIICHUH
Crennamct 1o JTOKYMEHTAIlHOHHOMY 00€CIICUeHHIO NIepcoHaa
Crienuaimct 1o nepcoHainy

CrienamcT 1o Kajapam

TpeboBanus K
00pa3oBaHUIO U
00y4YEeHUIO

Cpennee mpoeccHoOHATbHOE 00pa30BaHKE - MPOTPAMMBI

[MOJATOTOBKH CIIEIIUAIMCTOB CPEAHETO 3BE€HA M JIOTIOJTHUTEIHLHOE

podeccHoHaATbHOE 00pa30BaHKE - MPOTrPaMMbl IPOPECCHOHATBHON

[epPEToArOTOBKU B 00JIACTH YIIPABJICHHSI IEPCOHATIOM WIIH B

00JTaCTH TOKYMEHTAIIMOHHOTO 00ecrieueH s paboThI ¢ IEPCOHATIOM

T

Briciiee 0Opa3oBaHue - OakaiaBpuaT

I

Briciiee oOpazoBanue (HenmpopuiabHOE) - OaKagaBpuaT U

OMTOTHUTEIBHOE MPO(decCHOHAIbHOE 00pa30BaHUE - TPOTPAMMBI

podeCCHOHATLHON TIEPENOATOTOBKU B O0JIACTH YIIPABJICHUS

[EpPCOHATIOM HJIM B 00JIaCTH JOKYMEHTAIIHOHHOTO 00ECIIeYeHUs
a0O0TBI C IEPCOHATIOM

TpeboBaHMs K OTIBITY
[PaKTUYECKOIl paboThI

He menee Tpex JieT B chepe yrnpaBieHus IEPCOHATIOM MTPHU HATUIUN
cpenHero npodecCHoOHaIbHOTO0 00pa30BaHUS U JIOTIOJTHUTEIEHOTO
podeccroHaIbHOT0 00pa30BaHus - IPOrpaMM IpodecCHOHATBHOM
[epEeoArOTOBKY B 00JIACTH YIIPABJICHHUS TIEPCOHATIOM WIIH B
00J1aCTH JOKYMEHTAIIMOHHOT 0 00ecrieueHus: padoThl C IEPCOHATIOM

Oco0ble ycroBUs
omycka K pabore

JIpyrue -
XapaKTepUCTUKU
JIOTOJTHUTE/IbHbIE XaPAKTEPUCTHKH
HaumenoBanue Kon HaumenoBanue 6a30Boii rpymiibl, JOHKHOCTH
JIOKYMEHTa (mpodeccun) WK CrenuatbHOCTH
OK3 2423 CrienuanucTsl B 00J1acTH TO00pa U UCIIONIb30BaHUS
repcoHaa
EKC <3> - Crernuanuct 1no Kajapam
- MeHeKep 1Mo nepcoHany
OKIIJITP <4> 26583 Crernuanuct 1no Kajapam
OKCO <5> 5.38.03.02 [MeHnemxMeHT

5.38.03.03 |[Ynpasienne nepcoHaiom
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3.1.1. TpynoBas pyHkums

HawnmenoBanneBenenue nokymentanuu | Kox |A/01.6 YpoBeHb (TI0TypOBEHb )
[0 Y4ETY U JBUKCHHIO KBaJTM (pUKAITIH
epcoHaa

[Ipoucxoxaenue |[OpuruHan X [(3auMCTBOBaHO U3
TPYOBOI opUruHaia
byHKIAHA

Konx opurmnana PerucrpanmoHHbIi
HOMED
PO EeCCHOHAIIBHOTO
CTaHJapTa

TpynoBble neicTBUS

COop u mpoBepKa JNYHBIX JTOKYMEHTOB paOOTHUKOB

KoHcynbTupoBanue pabOTHUKOB 110 BOIIPOcaM O(QOPMIICHHS
TPYAOBBIX OTHOLIEHUMN

OdopmiieHre TOKYMEHTOB, PETIIAMEHTHPYIOLINX TPYIOBBIE
OTHOILIEHMSI C KOHKPETHBIM paOOTHUKOM

[loarotoBka u oopmIIEHHE IO 3aMPOCy pabOTHUKOB U
ITOJDKHOCTHBIX JIUI] KOTTHH, BBIMTHUCOK M3 KaIPOBBIX JOKYMEHTOB,
CIpaBOK, HH(MOPMAIIUHU O CTaXKe, JIbrOTax, FapaHTHUSX,
KOMITCHCAIIUSX M UHBIX CBEJICHHI 0 pabOTHHKaX

Brimaga pa6OTHI/IKy HJAOKYMCHTOB O €TI0 pr,Z[OBOﬁ JACATCIIbBHOCTH

JloBeieHme 10 CBeeHUs pAOOTHUKOB OPraHU3alIMOHHBIX,
aCHOPSIUTENIbHBIX U KaJIPOBBIX TOKYMEHTOB OpraHU3alNH

Benenue ydyera, mpelycMOTPEHHOI'O TPYIOBBIM 3aKOHOJATEILCTBOM
Poccutickoii denepanyun

PerHCTpaI_II/I}I, YU€T, ONICPATUBHOC XPAHCHUEC KAAPOBBIX TOKYMCHTOB,
TIOATOTOBKA UX K CHAYC B APXHUB

PaboTa B KOPIOPAaTUBHBIX U BHEITHUX MH(MOPMAITMOHHBIX CUCTEMAX
11 UCTIOJIb30BaHUE LIM(PPOBBIX CEPBUCOB, BHITOJIHAIOMNX PYHKIIMH
BEJICHUs JOKYMEHTALUHU 110 ABHKEHUIO U YUETy IIEpPCOHasa

Heobxomumbie ymeHUs

JIOKyMEHTHPOBATh TPYAOBBIE OTHOIICHUS PA3JIMYHbIX KATETOpUiA
PaOOTHUKOB U CIIEUATBHBIX CYOBEKTOB TPYAOBOTO MpaBa B
COOTBETCTBUU C JEHCTBYIOIIUM 3aKOHOIATEILCTBOM Poccuiickoit
Denepanuu, periaMeHTaMu (CTaHIapTaMu) TOKYMEHTO000poTa
OpraHu3aIu

BbIBIATE OIMOKH, HETOUHOCTH, UCIIPABJICHUS U HEJOCTOBEPHYIO
MH(}OPMALINIO B TOKYMEHTAX, ONPEIENISITh MOATUHHOCTh

IIPCACTABJICHHLIX JOKYMCHTOB




BecTH y4eT U perucTpamuio JOKyMEeHTOB B HH(POPMAITMOHHBIX
CUCTEMaxX Y Ha MATEPUAIbHBIX HOCUTENIAX

PaGoTaTh cO crienMaIM3upOBaHHBIMUA HH(POPMALTMOHHBIMU
crUcTeMaMM U [U(PPOBBIMHU CEPBUCAMU 10 BEICHUIO YUeTa U
JIBHKEHUIO IIEpCOHANIA

Bectu 1emoByr0 IepenucKy, T10KyMEHTO000pOoT,
[pETIIaMEHTHPOBAHHBIN 3aKOHOAATENBCTBOM Poccuiickon denepanny|
B 00JIACTH TPYIOBBIX OTHOIICHHH, ¢ paOOTHUKAMU, BHEIITHUMHU
KOHTpareHTaMy U rpa)xJaHaMu

ObecneunBaTh cOOIIOACHNE TPEOOBAHUI 3aKOHOATEIBCTBA
Poccuiickoit @enepannu 1 KOPIOPATUBHBIX MOJUTHUK B 007IaCTH
00pabOTKH NIEPCOHANIBHBIX JaHHBIX U KOH(DUICHIIUATBHOM
HbOopMau

Co01101aTh HOPMBI 3THKHU JIEJIOBOTO OOIICHHS

Heo0xoauMble 3HaHUS

[lopsimok opopmieHus, BeIeHUS U XpaHEHUs JOKYMEHTOB 110
0(opMIIeHHIO TPYIOBBIX OTHOIICHUH, MO YIIPABICHUIO IIEPCOHAIOM
B COOTBETCTBUU C TPeOOBAaHUSAMM 3aKOHO1aTeNbCTBa Poccuiickoit
Denepaiiv 1 KOPIOPATUBHBIMU MOJUTHKAMU

[{enu ¥ 3a1a4i OPraHU3aLUHU 10 IIOCTPOCHUIO CUCTEMBI
oopMIIeHHS TPYIOBBIX OTHOIICHUI

TaprdHO-KBaTU(DHUKAITMOHHBIC CIIPABOYHUKH padOT U npodeccuid
pabourX M KBATU(UKANUOHHBIC XapaKTEPUCTUKH JOJKHOCTEH
CITy)KaIIUX, MTPO(ECCHOHAILHBIC CTAHIaPThI

Criennanu3upoBaHHble HH(GOPMAaLMOHHBIE CHCTEMBI, IU(pOBBIE
[yCJIYTH U CEPBUCHI 110 BEJICHUIO YUETa U ABH)KEHUIO IIEPCOHAa,
CpaHUIIBI UX TPUMEHEHUS

OCHOBHBIE MCTPUKHU U aHAITUTUYCCKUC CPE3bI B obOacTu JABHKCHU A
1 yucTa [ICpCcoHaJia

[lopsiiox opopmIleHHs] yCTaHOBJIEHHBIX 3aKOHOAATEIbCTBOM
Poccuiickoit @enepannu GopM OTUETHOCTH B TOCYAAPCTBEHHBIE
OpraHsl

TpeboBanust 3akoHOMaTENbCTBA Poccuiickoit denepanuu mo
0(OPMIIEHUIO TPYAOBBIX OTHOIICHUH, BOMHCKOMY YYETY,
YBEIOMJICHHIO U IPEICTABIEHUIO OTYETHOCTHU B TOCYaPCTBEHHBIE
OpraHbl CTICIHAIBHBIX KaTeropuil pabOTHUKOB: HHOCTPAHHBIX
PaOOTHUKOB U JUI] 6€3 rpaKIaHCTBA, HHBAIH/IOB, JIUIl, HMEIOIIUX
FapaHTUH U JIbIOThI, YCTAHOBJIEHHBIE 3aKOHOAATENBHO, U APYTUX
CIICLIMAJIbHBIX KaTerOpUi

HopmaTuBHBIE IPABOBBIE AKTHI, ONPEIEIAIONINE HOPMBI TPYJOBOTO
rpasa Poccutickoii denepanuun

3akoHOoaTenbcTBO Poccuiickoit denepary 00 MHIUBUAYATLHOM
(mepcoHnPpUITMPOBAHHOM) yUeTe B CUCTEME 00513aTEITHHOTO
[IEHCHOHHOI'O CTPaXOBAHUS

3akoHomarenscTBO Poccuiickoin denepanuu 0 MepCcoOHAIBHBIX
ITAHHBIX

JlokanbHbIE HOPMATUBHBIE aKThl OPraHU3ALMH, PETYIMPYIOIINE
MOpsA0K OPOPMIICHHS PACTIOPSAUTENBHBIX U OPTraHU3alMOHHBIX

ITOKYMEHTOB TI0 MEPCOHATY, O(POPMIICHUIO TPYTOBBIX OTHOIICHHA




[IpaBuia BeeHUs 1EJI0BOU NIEPENUCKU
HopMbl 3THKH J1€10BOT0 OOLLEHMSI

JIpyrue -
XapaKTEPUCTHKU
3.1.2. TpynoBas pyHkums
HanmenoBanme|PazpaboTka THIIOBBIX Kox |A/02.6 YpoBeHsb (1I01ypOBeHb) (6
(hopM TOKyMEHTOB 11O KBaJTH(PUKAITNN
VIETY ¥ IBUKCHHUIO
[epcoHana,
COIIPOBOKICHUE
rporeayp ohopMICHUS
TPYAOBBIX OTHOIICHUMN u
[Tpoucxoxaenue [OpuUruHaI X [BauMcTBOBaHO U3
TPyZIOBOM opUruHaia
byHKIIUN
Kon opurmnana PerucrpanmoHHsbli
HOMED
npodeccuoHaIbHOTO
CTaHJapTa

TpynoBele neiictBust  |PazpaboTka MpOEKTOB TOKAIbHBIX HOPMAaTUBHBIX aKTOB

OpraHu3aIy, PEryIUPYIOIINX TPYIOBbIE OTHOIICHUS

Pa3paboTka MPOEKTOB JOKYMEHTOB 1O OPOPMIICHUIO TPYAOBBIX

OTHOIIIEHUH ¢ KOHKPETHBIM paOOTHUKOM

[ToaroToBka MpeanoKeHui Mo onTUMU3auu GopM JOKYMEHTOB U

[ (pOoBU3ALUH TOKYMEHTOO00pOTa OpraHu3aluu B o01acTu

o opMIIeHUS TPYAOBBIX OTHOIIIEHUH

[ToaroToBka MPOEKTOB JOKYMEHTOB I10 MPOIIEAYypaM yIpaBieHUs

[IepCOHAJIOM, yUYe€Ta U JABUKEHUS NTEpCOHAIIa

[ToaroroBka 1o 3anpocy rocyJapcTBEHHbIX OPraHoB,

MpEeACTAaBUTEIBHBIX OPTaHOB PAOOTHUKOB OPUTHHAJIOB, BBHITHCOK,

KOTIMI IOKYMEHTOB U MIPEIOCTaBICHUE B AIIEKTPOHHOM BHJIE

CBEJICHUH, PETIIAMEHTHUPYIOIINX TPYIOBbIE OTHOIIEHUS U UMEIOIIIHNX

OTHOIIIEHUE K PErJIaMEHTALIMH TPYIOBBIX OTHOIICHUI

[ToaroToBka 3ampoCcoOB B TOCYAapPCTBEHHBIE OPTaHbl U CTOPOHHHUE

OpraHu3ally 1J1s1 NOATBEPKACHUS CBEJICHUN B UHTEpEcax
a0OTHHUKOB M pabOTOIATENS

[loaroroBka yBeJOMIICHUH, OTYETHOM, CTATUCTUYECKON U




QHATTUTUYECKON MH(POPMAITUH 110 0(OPMIICHHUIO TPYAOBBIX
OTHOILICHUI

HeoOxonuMble ymeHUs

PaGoTaTh cO crienMaIM3upOBaHHBIMUA HH(POPMALTMOHHBIMU
crcTeMaMM, HU(PPOBBIMU YCIIyTaMH U CEPBUCAMMU 110 BEJCHUIO yueTa
11 BIDKECHHUIO IIEPCOHANA, COIPOBOYKIECHUIO TPYIOBbIX OTHOLICHUI

AHaIM3UPOBATH JIOKAJIbHBIE HOPMATUBHBIEC AKTHI U JOKYMEHTBI 110
0(opMIIeHHIO TPYIOBBIX OTHOIICHUH, (HOPMUPOBATH MPEIIOKEHUS
[10 UX aKTyaJu3aluu U YIy4lIICHUIO

OnpenensaTb CTpYKTYpy U COAEpKaHUE, TOTOBUTH POEKTHI
HOPMATHUBHBIX JIOKYMEHTOB U JIOKYMEHTOB 10 O(OPMJIICHHIO
TPYIOBBIX OTHOLICHUI

OdopMIATH KaAPOBBIE JOKYMEHTHI B COOTBETCTBUHU C TPEOOBAHUSIMH
BakoHo atenbeTBa Poccniickoit denepannu u J10KaIbHBIMUA
HOPMATHUBHBIMU aKTaMH OpraHU3aluu

ObecneunBaTh cOOI0ACHNE TPEOOBAHUI 3aKOHOAATENbCTBA
Poccuiickoil @denepanuu, KOPIOPATUBHBIX MOJIUTUK B 00J1aCTU
00pabOTKH NEPCOHANBHBIX JaHHBIX U KOH(PUICHIIUATbHOM
mHGbOpMaIu

Bectu ACJIOBYIO IICPCHUCKY

Co01101aTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

HeoOxoaumble 3HAHUSA

HopmaTuBHBIE IPABOBBIE AKTHI, OMPEIEISAIONINE HOPMBI TPYJIOBOTO
MpaBa

OCHOBBI ApXMBHOI'0 3aKOHO/IATENILCTBA U HOPMATUBHBIE TIPABOBHIC
akThl Poccuiickoii @enepanuu B 001acTy opopMIICHUS, BEACHUS U
XpaHEHUs JOKYMEHTOB 0 0()OPMIICHUIO TPYIOBBIX OTHOIICHUIN

3akonoparenscTBO Poccuiickoit deaeparuu 00 HHIWBUYaTbHOM
(mepcoHn(PUITMPOBAHHOM) yU€Te B CUCTEME 00513aTEITHHOTO
[MEHCUOHHOT'O CTPaxXOBAHMS

[lopsiiox oopmileHNs: NEPBUYHBIX JOKYMEHTOB JUIs LieJIei
OyXrajaTepckoro yuera B chepe opopmIiIeHHs TPYAOBBIX OTHOUIEHUH

TapudHo-KBaTMpUKAMOHHBIE CIIPABOYHUKH pabOT U npodeccuii
pabounx 1 KBaTU(PUKALMOHHBIE XapaKTEPUCTUKU JOIKHOCTEH
CIIy>KalluX, NpodeccruoHalIbHbIE CTaHAapThI

TCXHOJ'IOFI/H/I, MCTOABI 1 MCTOAWKH IMTPOBCACHUA aHAaIU3a U
CUCTCMATHU3alUN JOKYMCHTOB 1 I/IHq)OpMaLII/II/I

3axoHogarenbcTBO Poccuiickoit denepannu o nepcoHanbHbIX
TAaHHBIX

HGJ'II/I " 3aJla4i OpraHu3anuun 1o MmoCTpOCHUIO CUCTEMBI
O(I)OpMJ'IeHI/IH TPYAOBBIX OTHOIIIEHUH

JlokasibHbIe HOPMATHUBHBIE aKThl OPraHU3aIMH B 00JIaCTH
oopMIIeHNSs PACTIOPSAUTENBHBIX U OPraHU3alMOHHBIX,
H()OPMAIIMOHHO-CITPABOYHBIX IOKYMEHTOB, PETyJIUPYIOIINX
[TPYIOBBIE OTHOLICHUS

Crieruanu3upoBaHHble HH(OPMAIIMOHHBIE CUCTEMBI, TU(PPOBBIE
[YCIIYTH ¥l CEPBHCBI 110 BEJICHUIO YU€Ta U JIBM)KEHHIO IIEPCOHAA,
CPAHUIIBI UX TPUMEHEHUS

OCHOBHBIE MCTPUKHU U aHAIIUTUYCCKUEC CPE3BI B o0JacTu JABUXCHUA

1 y4ucTa [CpcoHajia




[IpaBuia BeeHUs 1EJI0BOU NIEPENUCKU
HopMbl 3THKH J1€I0BOT0 OOLIEHMSI

JIpyrue -
XapaKTEePUCTUKU
3.1.3. TpynoBas pyHkums
HanmenoBanue|/A IMUHUCTPUPOBAHUE Kox |A/03.6 YpoBeHsb (1I01ypOBeHb) (6
[IPOLIECCOB U KBaJTH(PUKAITNN
ITOKYMEHTO000pOTa 110
YIETy ¥ IBUKCHHUIO
[epcoHana,
[PEICTaBICHHUIO
ITOKYMEHTOB I10
[epcoHaty B
rOCyJJapCTBEHHbIE
OpraHbl ||
[Ipoucxoxaenue |OpuruHan X [3auMcTBOBaHO U3
TPYAOBOM OpUTHHAaNA
byHKIIUN
Kon opurnnana PerucrpanyioHHBIN
HOMED
npodeccuoHaIbHOI0
CTaHJapTa

TpynoBsie nerictBust  |(OpraHu3aius J0KyMEHTO000pOTa M0 yUeTy U IBHXKCHHIO
repcoHala

Opranu3anus npeAcTaBiICHUs] JOKYMEHTOB 110 TIEPCOHATY B
COCYJ1apCTBEHHBIE OPraHbl

[ToaroToBka yBeJOMIICHUM, OTYETHOM, CTATUCTUYECKON 1
QHATUTHYECKON MH(OPMAIIMU IO IEPCOHATY

[ToaroroBka nHGOPMAIMH O 3aKITFOYECHUU TPYAOBOTO HIIHA
Ipa)<TaHCKO-TIPAaBOBOT'O JOTOBOPA Ha BHIMOJIHEHHE PaboT (OKa3aHue
[YCIIYT) C TpakIaHMHOM, 3aMEIAFOIINM JTOHKHOCTH
rOCyIapCTBEHHOW MIJIM MyHHIIMITAILHOUN CITY»KObI, IepEeYeHb
KOTOPBIX YCTAHABIMBAETCA HOPMATHBHBIMU MPABOBBIMU aKTaMHU
Poccutickoii denepanuun

Heobxonumelie ymenus [(OGopMIISITh YI€THBIE TOKYMEHTHI, IPEIOCTABISIEMbIE B
rOCyJapCTBEHHBIE OPTaHbl, MPEJICTABUTEIILHBIC OpraHbl pAOOTHHKOB
Oprann30BbIBaTh XPAHEHHE TJOKYMEHTOB B COOTBETCTBUU C




TpeboBaHUsAMU 3aKOHOAaTeNbcTBa Poccuiickoit deneparuu u
ITOKQJIbHBIMU HOPMATHBHBIMU aKTaMU OpraHU3alluu

PaboTath ¢ HHPOPMATMOHHBIMU CHCTEMAaMH, IIU(PPOBBIMH YCITyTaMH
M cepBHCaMH 110 BEJCHUIO yUeTa U IBHKEHUIO ITEPCOHAIA

PaboTath ¢ HHPOPMAITMOHHBIMU CUCTEMAaMHU IIU(PPOBBIMHU YCIIyTaMH
1 cepBHCAMU 110 BEJCHUIO CTATHCTHYECKON U OTYETHOM
MH(bOpMAIMY ¥ AaHAIUTUKY 110 TIEPCOHATY

DopMUpOBaThH MPEUIOKEHHS 110 aBTOMATU3aLUU U HIU(PPOBU3ALIUN
[IPOIIECCOB U JJOKYMEHTOOOO0POTA 10 YUETy U IBUKCHHUIO NIEPCOHAa,
IIOKYMEHTOB 110 IEPCOHAILY IS IIPEACTABICHUS B TOCYAapPCTBEHHBIE
Oprasbl

IAHaTM3UPOBATH MTPABUIIA, TIPOIICAYPHI U MTOPSIOK, PETYITHPYIOIIHE
[paBa 1 00SI3aHHOCTU TOCYJaPCTBEHHBIX OPTraHOB U OpraHU3aIUH 110
BormpocaM 0OMEHa JTIOKYMEHTAIMel 0 NepCOHAITY

ObecneunBaTh cOOI0ACHNE TPEOOBAHUI 3aKOHOAATENbCTBA
Poccuiickoit @enepannu 1 KOPIOPAaTUBHBIX MOJUTHK B 0071aCTH
00pabOTKH NEPCOHANBHBIX JaHHBIX U KOH(PUICHIIUATBHOM
mHGbOpMaIu

Bectu ACJIOBYIO IICPCHUCKY

Co01101aTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

HeoOxoaumble 3HAHUSA

TCXHOJIOFI/II/I, MCTOAbI U MCTOAWKH ITPOBCACHUA aHAJIn3a U
CUCTCMATHU3alUN JOKYMCHTOB 1 I/IH(I)OpMaLII/II/I

(OCHOBBI JIOKYMEHTOOOOPOTa U IOKYMEHTAIIMOHHOTO 00eCIICYCHHUS
OpraHu3aIyu

OpraHu3alioHHAasi CTPYKTYpa OpraHu3aluu

TaprdHO-KBaTU(DHUKAITMOHHBIC CIIPABOYHUKH PadbOT U TIpodeccuit
pabovrX 1 KBATU(UKANNOHHBIC XapaKTEPUCTUKH JOJKHOCTEH
CIIy)Xalux, npodeccruoHalbHbIe CTaHIAPTHI

Criennanu3upoBaHHble HH(OPMaLlMOHHBIE CUCTEMBI, IU(pOBBIE
YCIIYTU ¥ CEPBHUCHI 110 BEACHUIO YU€Ta U IBHIKEHUIO [IEPCOHAIIA,
FpaHUIbl UX IPUMEHEHUS

OCHOBHBIE MCTPUKHU U aHAIIUTUYCCKUC CPE3bI B obnactu JABWXCHUA
1 yucTa [ICpCcoHaJia

HopmaTuBHBIE IPABOBBIE AKTHI, PETYJIMPYIOIINE ITpaBa U
00513aHHOCTH TOCYIapCTBEHHBIX OPraHOB, MIPEJICTABUTEIBHBIX
OpraHoB paOOTHHUKOB 110 NPEJOCTABICHUIO YYETHON JOKYMEHTAINH

HopMaTuBHBIE IPaBOBBIE AKThI, ONPEAEIAIOIINAE HOPMBI TPYZAOBOIO
MpaBa

(OCHOBBI ApXMBHOT'0 3aKOHO/IATENILCTBA U HOPMATUBHBIE MPABOBBIE
akThl Poccuiickoit @enepannu B 0071aCTH BEACHUS JOKYMEHTAIIMHI
110 IIEpCOHATY

3akoHoaarenscTBO Poccuiickoit denepanuu o nepcoHaIbHbBIX
TAHHBIX

UlokanbHble HOPMAaTHUBHBIE aKThl OPraHU3allu B 00JaCTH
0(QOpMIIEHUS PacTIOPSIAUTENbHBIX U OpraHU3alMOHHBIX,
H(pOPMAaIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB, PETYIHPYIOLIHX
TPYIOBBIE OTHOIICHHUS

HpaBI/IJ'Ia BEJICHUS JIEIOBOM TMCPCTINCKU




HopMBbI 5THKH 1€10BOTO O0IIIEeHUs

JIpyrue
XaPaAKTCPUCTHUKU

3.2. O000meHHas TpyaoBass PyHKIUS

HaumenoBanue|/lesrenbHOCT IO
00eCIIEUYeHHUI0 MTEPCOHATIOM

KOI[ YpoBeHb KBATH(PHKAITUT |§

IIpoucxoxnenne
00001IeHHON TPYIOBOI

byHKIIUN

3aMCTBOBAHO
13 OpUTHHAJIA

Opurunan X

Kon Perucrpanmonnslii
OpUTHMHAaNa HOMED
po(heCcCUOHATTLHOTO
CTaHJapTa

Bo3moxxHbBIE
HaMEHOBaHUS
ITOJDKHOCTEH,
npodeccuit

Crnenuanuct 1o noadopy rnepcoHana
Crienuaiuct 1o Kajapam
MeHemKep 1o nepcoHary

TpeGoBanus K
00pa3oBaHUIO U
00y4IEeHUIO

Briciiee oOpazoBanue - bakanaBpuaT

T

Briciiee oOpazoBanue (HenpopuiIbHOE) - OakagaBpuaT 1

TOTIOTHUTEIBHOE TTPO(heCCHOHATbHOE 00pa30BaHUE - TPOTPAMMBI

podeCcCuOHAIBHON MTEPENOArOTOBKY B 00JIaCTH YIPABIICHUS

[epCOHANIOM WK B 00JaCTH JOKYMEHTAIIMOHHOTO 00eCTieueHus
abOTBI C IEPCOHATIOM

TpeboBaHMs K OMBITY
PaKTHYECKON paboThI

Oco0ble ycoBUs
momycka K pabore

Jlpyrue
XapaKTEPUCTUKH

JIONOJTHUTE/IbHbIE XAaPAKTEePUCTUKH



Haumenosanue Kox HaunmenoBanue 6a30B0ii rpymibl, JOTKHOCTH
JIOKYMEHTA (mpodeccun) niw CrienuaIbHOCTH
OK3 2423 Creruanuctsl B 00J1acTH 1oAOO0pa M UCTIOJIB30BaHUS
repcoHasna
EKC - Creruanuct 1no Kajapam
- MeHnepKep 1o nepcoHany
OKIIATP 26583 Creruanuct 1no Kajapam
OKCO 5.38.03.02 [MenemxMeHT
5.38.03.03 |YmpaBneHnue nepcoHaiom

3.2.1. TpynoBasi pyHkums

HaumenoBannelCoop napopmarmm o Kon [B/01.6 YpoBeHb (II01ypOBEHD)
MOTPEOHOCTAX KBaTM(UKAITTH
OpTaHU3aINH B
epcoHaie
[Ipoucxoxaenue [OpuruHai X [BaumMcTBOBaHO U3
TPyZIOBOM opUruHaia
byHKIIUN

Kon opurnnana PerucrpanyioHHBIN
HOMEp
npodeccuoHaIbHOIO
CTaHJIapTa

OpTraHHu3alun

Tpynossle neiictBus  |[PopMupoBaHUe NiepeuHeil BAKAHTHBIX U IUTAHUPYEMBbIX K
[YKOMIUIEKTOBAaHHUIO TOJKHOCTEH (TMpodeccuid, CrieraabHOCTEN)

DopMUpOBaHUE CAMOCTOSITENBLHO U (MJIN) COBMECTHO C
[PYKOBOJIUTENIEM COOTBETCTBYIOIIETO Opa3/ieIeHusl TpeOOBaHUN K
BaKaHTHOM JOJKHOCTH (TIPpoecCHm) U UX KOPPEKIIHSI

AHaITM3 phIHKA TPY/Ja U TIEPCOHAa OpraHU3aI|H 110 TPO(IITIO
BaKaHTHOM JOJDKHOCTH (TIPOoeCcCHy, CIIeIUATBHOCTH)

oOecrieuyeHrs NepCoHAIOM

NHbopMupoBaHye U KOHCYJIbTHPOBAHUE PYKOBOIUTENEH
[TO/Ipa3IeJIEHNI ¥ OPTaHU3allMY 110 BOIIPOCAM PhIHKA TPyJAa U

Heo6xoanmbie ymenus [CoOupaTh, aHAIU3UPOBATh U CTPYKTYPUPOBATH HHPOPMAIIUIO 00
0COOCHHOCTSIX OpraHU3aluy padoT Ha Pa3IUYHbBIX YU4aCTKax
[IPOM3BO/ICTBA M HA KOHKPETHBIX pabOYMX MECTax C yueToM Iieneil,
3aj1ay, MJIAHOB U CTPYKTYPbl OpraHu3aluu



https://normativ.kontur.ru/document?moduleid=1&documentid=393365#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=122405#l1
https://normativ.kontur.ru/document?moduleid=1&documentid=286683#l0

CoOupath, aHATM3UPOBATH M CTPYKTYPUPOBATH HHPOPMALIUIO 00
0COOCHHOCTSIX ¥ BO3MO)KHOCTSIX IIEPCOHAIA OPTraHU3aALIH

CoOuparh, aHATM3UPOBATH M CTPYKTYPUPOBATH HHPOPMALIUIO 00
0COOCHHOCTSIX PBIHKA TPY/a, BKIIIOYAs TIPEIUIOKEHUS YCIYT IO
[MOVCKY, IPHUBJICYCHHIO, TOAOOPY B OTOOPY MepcoHalia

PaGoTath B MH(GOPMALIMOHHBIX CHCTEMAX, UCIIOIB30BaTh LIU(PPOBbIE
[YCIIYTH U CEPBHCHI TI0 COOPY, aHATIU3Y U CTPYKTYPUPOBAHUIO
MOTpeOHOCTH OpPraHU3alliy B KaJipax

DopMUpOBaThH MPEUIOKCHHSI 10 ABTOMATU3AIUN U IUPPOBU3ALIUN
oriepaluii 1 rpoueccoB cO0pa NOTPEOHOCTH B IEPCOHATIE

KoHCynbTHPOBaTh COTPYIHUKOB U PYKOBOJIUTENICH OpraHU3aIUH 110
BOIIPOCaM phIHKA TPY/a U 00ecreueHus IEPCOHAIOM

O0becneunBaTh cOOII0ACHNE TPEOOBAaHUH 3aKOHOAATEIbCTBA
Poccuiickoit @enepannu 1 KOPIOPATUBHBIX MOJUTHUK B 007IaCTH
00pabOTKH NEPCOHANBHBIX JaHHBIX U KOH(PUICHIIUATBHOM
mHGbOpMaIu

Bectu ACJIOBYIO IICPCIUCKY

Co061101aTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

HCO6XOIII/IMBIG 3HaHUA TeXHOJIOFI/II/I, MCTOAbI U MCTOAWKH ITPOBCACHUA aHAJIN3a U
CUCTCMATHU3alUN JOKYMCHTOB 1 I/IH(l)OpMaI_II/II/I

[Topsimok omnpesenenus NepCrleKTUBHON U TEKYIIEH MOTPEOHOCTH B
[epcoHae

VcTounnkn o0ecrieueHHs OpraHnu3aliH IEPCOHATIOM

OpraHI/I3aHI/IH pa60T Ha PAa3jIMYHbIX Yy4AaCTKaX IMPOU3BOACTBA,
OopraHnnu3anvu, OTpacjin

OO01IMe TeHISHIIMY Ha PhIHKE TPY/a B LIEJIOM U B OT/IEIbHOU
0Tpaciu, KOHKPETHOM npodeccuu (JOIKHOCTH, CTIEIIMATIBHOCTH)

(OCHOBBI IICUXOJIOTUU U COIIMOJIOTHHU TPpYyada

(OCHOBEI 9KOHOMMKHU, OpraHnu3alvu TpyJda U yIIpaBJICHUSA

TapudHo-KBaIMpUKAMOHHBIE CIIPABOYHUKH pabOT U npodeccuii
pabounx 1 KBaTU(PUKALMOHHBIE XapaKTEPUCTUKU JOIKHOCTEH
CIIy)KalluX, NpodeccrnoHalbHble CTaHAAPTHI

HopMaTuBHBIE IPaBOBBIE AKThI, ONPEAEIAIOIINAE HOPMBI TPYAOBOIO
MpaBa

(OCHOBBI ApXUBHOT'O 3aKOHO/IATENILCTBA U HOPMATHUBHBIE TIPABOBBIC
akThl Poccuiickoit deneparnu B 001acT BeCHUS TOKYMEHTAIIUN
[10 TIepCOoHaIy

3akoHoaarenscTBO Poccuiickoit denepanuu o nepcoHaIbHbBIX
TAHHBIX

UlokanbHBIE HOPMATUBHBIE AKThI OPTaHU3AIH, PETYIUPYIOIINE
MOPSIIOK MOI00pa epcoHaa

Crieniann3upoBaHHbIe HH(OPMAIMOHHBIE CHCTEMBI, IU(pOBBIE
[YCIIYTH ¥ CEPBUCHI B 00JIACTH 00ECTICUCHHS TIEPCOHATIOM, TPAHUIIBI
X PUMEHEHUS

OCHOBHBIE METPUKH B 00J1aCTH MoAO0pa U 0TOOpa KaHIAUIaTOB Ha
BaKaHTHBIE IOJDKHOCTH JUIsl 00ecTiedeHus] TOTPeOHOCTH B TIEPCOHATIE

HpaBI/IJ'Ia BEJICHUS JIEIOBOM TMCPCTINCKU




HopMBbI 5THKH 1€10BOTO O0IIIEeHUs

JIpyrue
XaPaAKTCPUCTHUKU

3.2.2. TpynoBasi pyHkums

Haumenosanue|[llouck, npusiedenue, Kox |B/02.6 YpoBeHs (101ypOBEHbD)

moao0p u oTOOp KBaTM(UKAITTT
nepcoHasna

[Ipoucxoxnenue |OpuruHan X [3auMcTBOBaHO U3

TPYyIOBOM
byHKIIUN

OpuUruHalia

Kon opurnnana PeructpaninoHHbIN
HOMEP
po¢eCCHOHAIIBHOTO
CTaHJlapTa

TpynoBble 1EHCTBUS

[Torck BO BHYTPEHHUX M BHEITHUX UCTOYHUKAX MH(POPMAITUH O
KaHJIMJaTaX, COOTBETCTBYIOUINX TPeOOBAaHUSAM BaKaHTHOM
TOJDKHOCTH (Tipodheccr, CIIeIUaTbHOCTH) U UHBIM TOTPEOHOCTSIM
OpraHu3aliy B IEpCOHAIe

Pa3menienue cBeieHni 0 BAaKaHTHON JOKHOCTH (Ipodeccun,
CIELHaNbHOCTH) B CPECTBAX MacCOBOM MH(OpMaIui,
CHelMaM3UPOBAHHBIX pECypcax U CepBUCAX

Bb100p cioco00B 1 METO/10B MPUBJICUEHUS IEPCOHANA B
COOTBETCTBUH C IJIAHAMH U OTPAaHUYEHUSIMU OpraHU3alNH

COop, cormocTaBieHue, CTPYKTYpUPOBaHHUE U ITPOBEPKa
MH(OpPMAIMY O KaHIUaTaxX Ha BaKaHTHBIC JTOJDKHOCTH (TIpodeccu,
CHEeIAbHOCTH)

[TpoBeneHue codeceq0BaHU U BCTPEY ¢ KaHAWIaTaMH Ha
BaKaHTHBIE IOJDKHOCTH (Tpodeccuu, CrennanbHOCTH ), U3BELIEHHUE
KaHJIMJaTa 1 HAHUMATEJs 0 pe3yJbTaTax co0ece10BaHus (BCTPEUH)

O11eHKa COOTBETCTBHS KaHIUIATOB TPeOOBAHUSIM BaKaHTHOMN
TOJKHOCTH M MHBIM TpeOOoBaHUsIM opraHu3aiuu (mpodeccum,
CTICITMATLHOCTH)

[ToaroroBka npeanoxxkeHuit mo GopMUPOBAHHIO OFOKETA HA TIOUCK,
MpUBJIICYCHHUE, TOJO0P M 0TOOP MepcoHasa

HbopMIpOBaHUE M KOHCYJIBTUPOBAHUE PYKOBOIUTENCH
[o/1pa3IeIeHnii M OPTaHU3alliy 110 BOIIPOCaM MPUBIIECYEHUS

TICpcoHajia € OLIEHKOM 3aTpar




Heo0xoaumMblie yMeHUs

OmnpenensaTb KpUTEPUH MOKUCKA, IPUBJICUSHHS, T0J00pa 1 0TOOpa
nepcoHasa

CoOupath, aHATM3UPOBATH M CTPYKTYPUPOBATH HHPOPMALIUIO O
KaHAWOATaxX ¥ NPeAI0KEeHUSIX Ha PhIHKE TPy

PaboTaTh ¢ MOMCKOBBIMH CUCTEMaMH, HH(OPMAITMOHHBIMH
pecypcamu 1 HU(pOBBIMU cepBHCaMU B 00JacTH 0OecTieyeHHs
[1EpCOHAIOM

q)OpMI/IpOBaTB MMPCAIOKCHUS 110 aBTOMAaTU3allu U LIH(l)pOBI/IBaHI/II/I
ITPOLCCCOB IMOMCKA U MMPUBJICUCHUS ICPCOHAJIA

[IpMEHSITh TEXHOJIOTUU U METOIUKH ITOMCKA, PUBJICUCHUS,
M0100pa U 0TOOPA KaHAUJATOB Ha BAKAHTHBIC TOJIKHOCTH
(mpodeccun, CEMUAIBHOCTH) B COOTBETCTBUU C MX CHEIH(PUKOM

KOHCYJ’IBTHpOB&TB I10 BOITpOCaM IPHUBJICUCHUA IIEPCOHATIA

COCTaBJIATh U KOHTPOJIMPOBATH CTAThU PACX0JI0B Ha oOecrieueHre
[epCOHAIOM /ISl TUTAHUPOBAHMUSI OI0J[KETOB

O6ecreunBaTh COOJIIOICHNUE TPEOOBAHMIA 3aKOHOATEIILCTBA
Poccuiickoit Denepanuu u MOJUTHK padoToAaTeNs B 001aCTH
00pabOTKH NEPCOHATBHBIX TAHHBIX U KOH(PHUICHIIMAIBHON
mHpOpMaIuu

Bectu ACJIOBYIO IICPCIUCKY

Co01r01aTh HOPMBI ATHKH JIEJIOBOT'O OOIICHHS

Heo0xoauMble 3HaHUS

M cTouHnkH oOecIieueHus OpraHmsanuu 1nepCoHaIoOM

TexXHOJIOrHH U METOJMKY TIOUCKA, TIPUBJICYCHIS, 1T0100pa U 0TOOpa
[epcoHala

CI/ICTGMLI, MCTOABI U (bOpMBI MAaTCPpHAJIbHOI'O U HEMATCPUAJIbHOI'O
CTUMYJIMPOBAaHUA TpyJad ICPCOHAIA

TexHonoruu u MeTobl HOPMUPOBAHKS U KOHTPOJIS OF0JKETOB
OpraHu3aIn

TeXHOIO0rMH, METOABI U METOJAMKU IIPOBEICHHS aHAIIN3A,
CHCTeMAaTH3allMi JOKYMEHTOB U HH(OpMaluu

OpraHu3alvoHHasl CTPYKTYpa OpraHu3aiu

[lepeueHb BaKaHTHBIX AOJKHOCTEH (podeccuil, crienuaibHOCTE)

TapudHo-KBaIMpUKAMOHHBIE CIIPABOYHUKH pabOT U npodeccuii
pabounx 1 KBaTU(PUKALMOHHBIE XapaKTEPUCTUKH JJOJKHOCTEH
CIIy)KalluX, NpodeccruoHalIbHbIE CTaHIApPTHhI

MeTtoauka ITaHUPOBAHU A HOTpe6HOCTI/I OpraHu3alu B IIOUCKEC U
IMTPHUBJICYCHHUHU IIEPCOHATIA

OO01IMe TeHIEHIIMU Ha PhIHKE TPYJa U B OTAETBHBIX OTPACIsiX U
BH1axX TPO(heCCHOHATLHON ACSITEIHHOCTH

(OCHOBBI IICUXOJIOTHH U COMOJIOTHU TPpYyHa

(OCHOBBI SKOHOMHKH, OPTaHU3aIMY TPYAA U YIIPaBICHHUS
[epCOHAIOM

Crieranu3upoBaHHble HH(OPMAIIMOHHBIE CUCTEMBI, TU(PPOBBIE
[yCIIYTH U CEpBHCHI B 00JIACTH TIOUCKA U IPUBIICUEHHS IEPCOHATIA,
paHUIIb] UX IPUMEHEHUS

OCHOBHBIE METPUKHU U aHATUTHYECKUE CPE3bI B 00IACTH MOUCKA U

IIPHUBJICYCHUS IICPCOHAJIA




HopmaTuBHBIE IPABOBBIE AKTHI, OMPEIEIAIONINE HOPMBI TPYJOBOTO
paBa

(OCHOBBI ApXUBHOI'0 3aKOHO/IATE€NLCTBA U HOPMATUBHBIE MPABOBBIC
akThl Poccuiickoii @enepanuu B 001aCTH BEACHHUS TOKYMECHTAIIMH
[10 IepcoHaIy

(OCHOBBI HAJIOTOBOT'O 3aKOHOJ1aTesibeTBa Poccuiickoit deneparuu

3axoHogarenscTBO Poccuiickoit deneparnnu o nepcoHaibHbIX
TAHHBIX

JlokasbHBIC aKThl OPraHU3aIMHU, PETYIUPYIOIIUE OPSIOK
oOecrieyeHrs: NePCOHATIOM

[IpaBuia BeeHUs J€I0BOM NEPENUCKU

Hopwmbl 5THKM 1€710BOT0 OOIIEHUS

JIpyrue -
XapaKTEPUCTHKU
3.2.3. TpynoBas pyHkums
HaumenoBanue|A IMUHUCTpUPOBaHHE Kon [B/03.6 YpoBeHb (II01ypOBEHbD)
[IporieccoB obecreueHus KBaJTM(HUKALUU
[IEPCOHAJIOM U
COOTBETCTBYIOLIETO
ITOKyMEHTO000pOTa
[Ipoucxoxaenue |OpuruHan X [3auMCcTBOBaHO U3
TPYZIOBOH OpUTHHANA
byHKIMHA

Kon opurnnana PerucrpanyioHHBIN
HOMEp
npodeccuoHaIbHOIO
CTaHJIapTa

TpynoBele 1EHCTBUS

AHaIIN3 IPOLECCOB TOKYMEHTOO00POTA, JIOKAIBHBIX JOKYMEHTOB 110
BOIpocaM 00ecreYeH sl NEPCOHATIOM

Benenue nHpopMaIiy 0 BaKaHTHBIX JODKHOCTSX (Tpodeccusix,
CHEIMAIBHOCTSIX ) M KaHAWJaTax

JIOKyMEHTAI[MOHHOE COMPOBOK/ICHNE KaHIUIAaTOB Ha dTanax
[OMCKa, MPUBJIEYEHHUs, T000pa U 0TOOpa MepcoHajIa Ha BaKaHTHbIE
TOJKHOCTH (TTpodeccui, CelHaabHOCTH), HHPOPMUPOBAHUE
KaHJ1JIaTOB O pe3yibTarax oToopa

IloaroroBka 3aIlpoOCOB O KaHANJAaTaX B rOCYAapCTBCHHBIC OPTraHbI B

CIIydasiX, MPEeTyCMOTPEHHBIX JEHCTBYIOIIUM 3aKOHOIATEILCTBOM




Poccuiickoii @enepanuu, 1 00pabOTKa MOTYIEHHBIX CBEJCHUN

[loaroroBka u 00paboTKa yBeIOMIIEHUH B TOCYIaPCTBEHHbBIE
OpraHbl, MPEACTABUTEIbLHBIC OPTaHbl PAOOTHUKOB IO BOIIPOCAM
[oycka, MpuBJeueHus, No00pa u 0T00pa nepcoHaia

CoIpoBOX/ICHHE JIOTOBOPOB MO 00ECIICUCHUIO OPraHU3aALUH
[IEPCOHAJIOM, BKJIFOUAs MPEIBAPUTEIBHBIE MIPOLIEAYPHI ITPH UX
3AKJIFOYCHUU

HeoOxoaumbie yMeHUS

OOecneunBaTh JOKYMECHTAIMOHHOC COIIPOBOXKACHUEC BbIXOJa
[KaHauaara Ha pa60Ty 1 ICPEMCIICHHUA IICPCOHAJIA

OdopMIIATE TOKYMEHTHI 10 BOIIPOCaM 00ecrieueHus pecypcaMu
[epcoHasna, He0OXOAUMBIMU JUIsl ITPEIOCTABICHUS B
rOCyJapCTBEHHbIE OPTaHbl, IPEICTABUTEIbHbBIE OPraHbl pAOOTHUKOB

Opranu3oBbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUU C
TpeGoBaHUsAMU 3aKOHOaTeNbCTBA Poccuiickoit denepannu u
NIOKaJIbHBIMU HOPMATHBHBIMU aKTaMHU OpPraHU3aluu

PaGotarh ¢ HHPOPMAITMOHHBIME CUCTEMaMH, IU(PPOBBIMU yCITyraMu
1 CepBUCAMU TI0 BOIIPOCAM 00ECIICUCHUs TIEPCOHAIOM, BEACHUS
[TOVICKA M y4eTa KaHUIaTOB Ha BAKAHTHBIC JODKHOCTH
(mpodeccun, crienaIbHOCTH)

DopMUPOBATH MPEUIOKCHHSI 10 ABTOMATU3AINN U [IUPPOBU3ALIAN
[TPOLIECCOB U JOKYMEHTO000pOTa M0 00ECTIEYEHHUIO IEPCOHATIOM

[Ipou3BOINTE MpeaBApPUTEIbHBIC 3aKYIIOUHBIE TPOLIETYPHI U
0(OPMIISTH COMYTCTBYIOIIYIO IOKYMEHTAIIUIO IO 3aKITFOYCHUIO
TOTOBOPOB

OpraHu30BbIBaTh U MPOBOAUTH KOHKYPCHI, 0POPMIISTh U
AHAJIM3UPOBATh KOHKYPCHYIO JOKYMEHTALIMIO

O6ecnieunBaTh COOJIOICHHE TPEOOBAHUHN 3aKOHOJATEIHCTBA
Poccuiickoit @enepanuu 1 KOPIOPATUBHBIX MOJUTHUK B 007IaCTH
00pabOTKH NIEPCOHATBHBIX TAHHBIX U KOH(PHUICHIIMAIbHON
HbOopMau

Bectu 1€710BYyI0 IEPENNUCKY

CO6.]'IIOI[21TL HOPMBI OTUKHU JCJIOBOT'O O6H.I€HI/I${

HCO6XO,I[I/IMBIG 3HaHUA

[Topsimok oopmiieHus, BEACHUS U XpaHEHUS TOKYMEHTAIIUH,
CBSI3aHHOM C MTOUCKOM, MPUBJIICYCHUEM, TIOJIOOPOM U OTOOPOM
KaHJIMJATOB HA BAaKaHTHBIC JOJKHOCTH

[lopsiox GopMUpOBaHUs, BEAEHUSI JaHHBIX O IIEpCOHAJIE
OpraHu3anyy, NOPsAIOK IPEICTABICHUs OTYETHOCTH

(OCHOBBI IOKYMEHTO000POTa U TOKYMEHTAIIMOHHOTO 00eCIeYeHus

TeXHOJIOTUH, METOABI U METOJAUKU IIPOBEICHUS aHAIIN3a U
CHCTeMAaTH3allMi JOKYMEHTOB M HH(OpMaluu

[lopsiiok mpoBeeHNsI KOHKYPCOB U OOPMIIEHHSI KOHKYPCHOM
NIOKYMEHTalUU

[lopsiiok poBeeHMsI 3aKYTIOYHBIX MPOLeTyp U 0opmIIeHus
CONYTCTBYIOIIEH JOKYMEHTALUU

OpraHuzalvoHHasi CTPYKTYpa OpraHU3alluy U BaKaHTHBIE
TOJKHOCTH (TTpoheccHH, CenualbHOCTH)

Crieninann3upoBaHHble HH(OPMallMOHHbIE CHCTEMBI, I (POBBIE




YCIYTH U CEPBUCHI B 00JIACTH 00eCTICUeHUs IEPCOHAIIOM, TPAHUILIBI
X TPUMEHECHHSI

TapudHo-KkBanupUKaMOHHBIE CIPABOYHUKHU pabOT U mpodeccuit
paboYMX 1 KBAIN(UKAIMOHHBIE XapaKTEPUCTUKH JJOJDKHOCTEH
CIIy>KaIIKX, MpohecCHOHATbHBIE CTAHAAPTHI

(OCHOBHbBIC METPUKH U aHAJTUTUYECKUE CPE3bl B 00IaCTH
oOecreyeHrsl HEPCOHATIOM

HopMmatuBHBIE IPaBOBBIE aKThl, OIPEEIIAIOLINE HOPMBI TPYIOBOTO
IpaBa

(OCHOBBI ApXUBHOI'0 3aKOHO/IATE€NLCTBA U HOPMATUBHBIE MPABOBBIC
akThl Poccuiickoii @enepanuu B 001aCTH BEACHHUS TOKYMCHTAIIUH
[10 IepcoHaIy

(OCHOBBI HAJIOTOBOT'O 3aKOHOJ1aTesibeTBa Poccuiickoit denepanmu

3axoHonarenscTBO Poccuiickoit denepannu o nepcoHaibHbIX
NTAHHBIX

JlokaJTbHBIC aKThl OPTAHU3AIMH, PETYIUPYIONIUE MTOPSIOK Moa00pa
repcoHaa

[Topsi 1ok 3aKIF0UEHUs TOTOBOPOB (KOHTPAKTOB)

[IpaBuiia BeieHUs 1€710BON NEPENUCKU

HopMbI 3THKH 1€7T0BOTO OOIICHUS

Jlpyrue
XAPAKTCPUCTHKH

3.3. O0001meHHas TPyA0Bas PyHKUUSA

HaunmenoBanue|/lesTeTbHOCTD MO OLICHKE U Kon YpoBeHb kBanu(UKaIUN E

ATTCCTAllMM ICPCOHAJIA

[Ipoucxoxaenune
0000111eHHO! TPY0BOI

byHKIMHA

Opurunan X [3aMMCTBOBaHO
13 OpUTMHaJIa

Kon Perucrpanuonnslii
OpUTHHaa HOMED
npodeccrnoHalIbHOTO
cTaHJapTa

Bo3moxxHbIe
HaMCHOBAaHHS
ITOJIPKHOCTEH,
npodeccuit

Crnenuanuct 1o OLEeHKEe U aTTeCTalluy IIepcoHana
Crenuanuct 1o nepcoHany
MenemKep 1Mo nepcoHany




TpeboBanus K
00pa3oBaHUIO U
00ydYeHUIO

Briciiee oOpazoBaHue - bakajaBpuaT

1501058

Briciiee oOpazoBanue (HenmpopuiIbHOE) - OaKagaBpuaT 1
ITOMIOTHUTEIBHOE MPOo(decCHoHAIbHOE 00pa30BaHUE - IPOTPAMMBI
podeCCHOHATLHON TIEPENOATOTOBKU B O0JIACTH YIIPABIICHUS
[EPCOHATIOM HJIM B 00JIACTH MPOBEICHUS OLEHKH U aTTeCTAllUU
epcoHana

TpeboBaHMs K OTBITY
[PaKTUYECKOIl paboThI

OcoObie yCIIoBHs
orrycka K pabore

Jpyrue -
XapaKTePUCTUKU
J{ONOJTHUTE/IbHbIE XAPAKTEPUCTUKH
HaumenoBanue Kon HaumenoBanue 6a30Boii rpyIiibl, JOHKHOCTH
JIOKYMEHTa (mpodeccun) UM CneUaIbHOCTH
OK3 2423 Creruanuctsl B 00J1acTH 1oAOOpa M UCOIB30BaHUS
nepcoHasia

EKC - MeHepKep 1o nepcoHany
OKIIATP 26583 Crenuanucr 1o Kajapam
OKCO 5.38.03.02 [MeuemxMeHT

5.38.03.03 |YmpariieHne nepcoHaioM

3.3.1. TpynoBas pyHkuus

HaunmenoBanue|Opranusanus u

IIPOBCACHUC OLICHKU

Kon

C/01.6

YpoBeHb (II01ypOBEHbD)
KB (pUKAITIH

[epcoHana
[Ipoucxoxaenue (OpurnHal X
TPYIOBOI
byHKIIT

3aMCTBOBAHO U3

OpuruHajia

Kon opurnnana PerucrpanioHHBIN
HOMED
npogecCuoHaIbLHOT0
CTaHJapTa


https://normativ.kontur.ru/document?moduleid=1&documentid=393365#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=122405#l1
https://normativ.kontur.ru/document?moduleid=1&documentid=286683#l0

TpynoBble 1EHCTBUS

Pa3zpaboTka I1aHa OIEHKH MEPCOHANa B COOTBETCTBHHU C LIEIISIMH
OpraHu3aIH

OmnpeneneHne pecypcoB, BEIOOP CPENICTB U METOAOB IIPOBEICHUS
OILICHKH IePCOHAaja B COOTBETCTBHUH C IEJISIMU OpraHU3aluu

[IpoBeneHUE OLIEHKH [TEPCOHANAa B COOTBETCTBUU C IJITAaHAMU
OpraHu3aIu

CoIpOBOX/IEHHE JOTOBOPOB C OpPraHU3alUsIMU - UCIIOJIHUTEIISIMU
MEpONIPUIITHI MO OIIEHKE MepCOHAalIa, BKJIIOYas MPeIBApUTEIbHbIE
[poLeyphl IPU UX 3aKIOYEHUU

KoHCyIbTHpOBaHKE NIEPCOHANA 110 BOIPOCAM OLICHKU

[loaroroBka pekoMeH Al PyKOBOJICTBY U MEPCOHATY IO
€3yJIbTaTaM IMPOBEICHHON OIEHKH MePCOHAIa

[ToaroTroBka npeaioxkeHui o (GopMHUPOBAHHIO OFOKETA HA
OpraHU3aIMIo M IPOBEJICHUE OIICHKH MTEPCOHAIA

HeoOxonuMble ymeHUs

OnpenensiTh napameTpbl U KpUTEPUU OLIEHKH IIEpCOHAa

P33pa6aTBIBaTB Cp€acTBa U MCTOJbI IPOBCACHHA OLICHKH IICPCOHAJIA

BoiaensaTe (onpenensaTh) rpynbl IEpcoHaia i MPOBEIeHUs
OLICHKH

OmnpenensiTb MOTUBAIMOHHBIE (PAKTOPBI IIPOBEACHUS OLIEHKU
nepcoHasa

CoCTaBIIATh U KOHTPOJIUPOBATH CTAThH PACXOJIOB HA OLIEHKY
repcoHaa Juis JIaHUPOBaHUs OI0JIKETOB

OO0ecrieunBaTh OPraHU3ALNOHHOE COIPOBOKACHUE OLICHKH
nepcoHaa

ObecneunBaTh COXPAaHHOCTh KOH(PHICHIIMATBHON HH(OpMAIK ITPpU
[TpOBEICHUH OLIEHKU NIEpCcoHalIa

OpraHnn30BbIBaTh XPAaHEHUE JOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSIMU TPYIOBOTO, ApXHUBHOTO 3aKOHOAATEIbCTBA
Poccuiickoit deaeparuu v TOKAIbHBIMU HOPMATUBHBIMU aKTaMHU
OpraHu3aIn

CobupaTh, aHATU3UPOBATh U CTPYKTYPUPOBATH NHPOPMALUIO O
[peUI0KEHUSIX MO OLIEHKE MepCOHalIa Ha PhIHKE TpyJa

[[pon3BONTE ITpEABAPUTEIBHBIC 3aKYIIOYHBIE IPOLEAYPHI U
0(OPMIIATH COMYTCTBYIOIIYIO IOKYMEHTALIMIO MO 3aKJIIOYEHUIO
JTOTOBOPOB

OnpenensTh YCIOBHS JJIs 3aKITFOUYCHUS JIOTOBOPOB Ha OKa3aHUE
YCIIYT 1O TIPOBEJICHUIO OIICHKH TIePCOHANA

CI/ICTCMaTI/BI/IpOBaTB, O606H.[3.TB " aHAJIM3UPOBATh PE3YJIbTATLL
OIICHKHU IIE€PCOHAJIA

OnoBemiaTe 0 pe3yjbTaTax MPOBEIECHHON OLIEHKH IEPCOHAN U
YKOBOJICTBO

PaGoTarh B MH(GOPMALIMOHHBIX CHCTEMAX, UCIIOJIB30BaTh IIU(PPOBbIE
YCIIYTU ¥ CEPBUCHI 110 IPOBEACHHUIO OLIEHKH [TEPCOHAIIA

DopMHUPOBATH TIPEAIIOKEHUS IO ABTOMATH3AIIUN U 1T (DPOBU3AITIHI

ITPOLCCCOB OICHKH 1 aATTCCTAllMU ICPCOHATIA




ObecneunBaTh cOOIIOACHNE TPEOOBAHMIA 3aKOHOIATEIHCTBA
Poccuiickoit deneparuu U KOPIOPATUBHBIX MOJUTHK B 00JIaCTH
00pabOTKH EPCOHANBHBIX JAHHBIX U KOH(QUICHIIMATLHOM
nHpOopMaIun

Bectu 1€10BYyI0 IEPENNUCKY

Co0r01aTh HOPMBI ATHKH JICJIOBOT'O OOIICHHS

HeoOxoauMble 3HAHUSA

TexHoIOTUH U METOIBI OTIpeieNieHuUs] TPO(ECCHOHATBHBIX 3HAHUH,
YMEHMI U KOMIETEHIIMI

TexHoJIoTnHu U METOABI OICHKH JIMYHOCTHBIX KAa4CCTB U
XAPAKTCPUCTHUK

CucteMbl, METOBI M (POPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUs TPYJla IEPCOHAIIA

TexHonoruu u MetTopl HOPMUPOBAHMS U KOHTPOJISI OI0JKETOB

TCXHOJIOFI/II/I, METOJABI U MCTOJAWKH aHaJIn3a U CUCTCEMAaTU3alun
JIOKYMCHTOB U HHQ)OpMaHI/II/I

(OCHOBBI 00IIIEH H COLMAILHOM ICUXO0JI0IHH, COLIMOJIOTHH 1
[ICUXOJIOTUH TPyAa

(OCHOBEI HpOHSBOI[CTBCHHOﬁ ACATCIIbHOCTHU OpPraHru3aliun

[Topsimok IpoBeIEHUS 3aKYITOYHBIX MPOLEAYP U 0hOPMIICHUS
COIYTCTBYIOIIEH JOKYMEHTALMU

Opranu3anroHHasi CTPYKTYpa OpraHu3aliy U BaKaHTHBIC
OJDKHOCTH (Tipoheccru, CIIeIUaTbHOCTH )

TapudHO-KBaTU(DHUKAITMOHHBIC CIIPABOYHUKH PadOT U TIpodeccuit
pabourX M KBATU(UKANUOHHBIC XapaKTEPUCTUKH JOJKHOCTEH
CITy)KaIIUX, MTPO(ECCHOHAILHBIC CTAHIaPThI

Crienan3upoBaHHbIe HH(POPMAIIMOHHBIE CUCTEMBI, TU(PPOBBIC
YCIYTH U CEPBUCHI B 00JIACTH OLIEHKH MEPCOHasa, TPaHUIIbI UX
[IPUMEHEHUS

(OCHOBHBIE METPUKH M aHAJTMTUYECKUE CPE3bl B 00JIACTH OI[CHKH
nepcoHa

HopMaTuBHBIE IPaBOBBIE AKThI, OIPEAEIAIOIINAE HOPMBI TPYAOBOIO
MpaBa

(OCHOBBI apXMBHOTI'0 3aKOHOJATEIECTBA 1 HOPMATUBHBIE IIPABOBBIE
akThl Poccuiickoit deneparuu B 001acT BEAECHUS TOKYMEHTaLUN
[10 IEPCOHAILY

3akoHoaarenscTBO Poccuiickoit denepanuu o nepcoHalIbHbBIX
JTAHHBIX

JIokanbHbBIC HOPMAaTUBHBIC aKThI OPraHu3alluu, PEeryjiupyromuc
IMTOPAJOK OLICHKH IICPCOHAJIA

[TopsiTOK 3aKIIF0OUEHUS TOTOBOPOB (KOHTPAKTOB)

[IpaBuiia BejeHUS 1€T0BON NEPETTHCKH

Hopwmbl 5THKH 1€7T0BOTO OOIIEHUS

/Ipyrue
XapaKTEPUCTUKHI

3.3.2. TpynoBas pyHKuus




HaumenoBanueOpranuzanus u Kox |C/02.6 VYpoBeHs (101ypOBEHbD)

[IPOBE/ICHUE aTTECTAllUU KBTI (PHUKALUU
[epcoHana

[Ipoucxoxnenue |OpuruHan X [3auMcTBOBaHO U3

TPYAOBOM OpUTHMHAaNA

byHKIIUN

Kon opurnnana PeructpaiiioHHBIN
HOMED
po¢eCCHOHAIIBHOTO
cTaHjapra

TpynoBble 1EHCTBUS

Pa3zpaboTka MPOEKTOB TOKYMEHTOB, OIPEICIISIONINX MOPSIIO0K
QTTECTAIMK MIEPCOHAIA, OIICHKA COOTBETCTBYIONIHX 3aTPaT
OpraHu3alroHHOE U JOKYMEHTAI[MOHHOE COITPOBOXKIICHHE TpoIecca
aTTecTaIMy U pabOThl ATTECTAIIMOHHOW KOMUCCHU

[ToaroroBka mpeaIoxKeHui mo GopMHUPOBAHHIO OIOKETA HA
OpraHM3alio U IPOBEACHUE aTTECTAIMH IEPCOHAIIA

[ToaroToBKa MPEAIOKEHUH 10 pe3ybTaTaM aTTeCTAIUH O
COOTBCTCTBUHN pa6OTHI/IKa 3aHUMaeMOU JOJIPKHOCTHU UIIU
BHITIOTHSIEMOI paboTe

HeoOxonuMble ymeHUs

OnpenensiTh napamMeTpbl U KpUTEPUHN aTTECTAllMU IIEpCOoHala
OnpenensTb U IPUMEHSTh CPEICTBA U METOBI aTTECTALUN
Bo1ensTh rpyninsl nepcoHasa Jjsi IpOBEASHMsI aTTeCTallH
O0ecnieunBaTh JOKYMEHTALMOHHOE COMPOBOXK/ICHHE aTTECTAL[H
[epcoHaia

CocTaBlATh U KOHTPOJIMPOBATH CTaThU PACX0/I0B Ha aTTECTALIUIO
nepcoHaa Juis IUIaHUPOBaHMs OI0IKETOB

PaboTarh ¢ HTHPOPMAIIMOHHBIMH CHCTEMaMH, LIU(PPOBBIMU yCITyraMu
11 CEpBHCAMU IO NTPOBEICHUIO aTTECTALIMK NIEPCOHAIIA
DopMUpOBaTh MPEUIOKEHHS 110 aBTOMATU3ALIUN U IU(PPOBU3ALIUN
[Tpolecca aTTecTaluy epcoHaa

Oprann3oBbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSMU TPYIOBOT0, ApXUBHOI'O 3aKOHOAATENHCTBA
Poccutickoii denepanuu U JIOKAIBHBIMUA JOKYMEHTaMU
OpraHu3ayu

ObecneunBaTh cOOIIOACHNE TPEOOBAHUI 3aKOHOJATEIHCTBA
Poccuiickoit deaepanuu 1 KOPIOPATUBHBIX MOJIUTUK B 00JIaCTH
00pabOTKH NEPCOHANBHBIX JTaHHBIX U KOH(PUICHIIUATBHOMI
HbopManuu

C06J'IIOI[2[TL HOPMBI OTUKHU ICJIOBOT'O O6IJ_ICHI/ISI

HeoOxonnMele 3HAHUA

[lopsiTOK M TEXHOJIOTUSI IPOBECHMSI ATTECTAIH ITepCoHaa




TexHOIOrUH U METOJIBI OTIPEICNICHHUS U OLIEHKH MPO(HeCCHOHATBEHBIX
BHAHUM, YMEHUH U KOMIETECHIIUI

Cuctembl, METOBI ¥ (POPMBI MATEPUAIEHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBaHUs TPyla NEPCOHAIIA

TexHonornu 1 MeTo 16l GOPMUPOBAHUS U KOHTPOJIS OFOIKETOB

TexHoIOrNK, METOABI U METOAMKY IIPOBEICHMS AHATIU3a U
CHCTEMaTH3alluy JOKYMEHTOB U HHPOPMAaLUU

(OCHOBEI HpOI/I3BOI[CTBeHHOI>'I ACATCIIbHOCTU OpTraHru3alun

OCHOBBI OOIIEH U COLIMATLHOM MICUXOJIOTHH, COLIMOJIOTHH U
[ICUXOJIOTUH TPYJa

OpraHuzalvoHHasi CTPYKTYpa OpraHU3alluy U BaKaHTHbBIE
OJHKHOCTH (Tpodeccri, CIeHaTbHOCTH)

Crienranu3upoBaHHble HH(OPMaLMOHHBIE CHCTEMBI, IU(pOBBIE
YCIIYTH U CEPBHCHI B 00JIACTH aTTECTAIlMU TIEPCOHANIA, TPAHUIIBI KX
[IPUMEHEHHUSI

TaprdHO-KBaTU(DHUKAITMOHHBIC CIIPABOYHUKH PadOT U mpodeccuit
pabourX M KBATU(UKANUOHHBIC XapaKTEPUCTUKH JOJKHOCTEH
CITy)KaIIUX, MPO(ECCHOHAbHBIC CTaHIaPThI

OCHOBHBIE METPUKHU U aHAIUTHYECKUE CPE3bI B 00JIACTH ATTECTALIUU
repcoHa

HopmaTuBHBIE IPABOBBIE AKTHI, OMPEICISIONINE HOPMBI TPYJIOBOTO
MpaBa

(OCHOBBI ApXUBHOT'O 3aKOHO/IATENILCTBA U HOPMATUBHBIE MIPABOBBIC
akThl Poccuiickoit deneparuu B 001acTH BeCHUS TIOKYMEHTALUN
10 epCcoHATY

3akoHomarenbcTBO Poccuiickoit deepanuu 0 NepCoOHaIbHBIX
TaHHBIX

UToxasibHbIE HOPMATUBHBIE aKThl OPTraHU3ALUH, PETYIUPYIOIINE
MOPSIOK ATTECTALUK NIEPCOHAIIA

[IpaBuiia BejeHUS 1€T0BON NEPENHUCKU

HOpMBI O9THUKH JCJIOBOTO O6H.I€HI/I$I

JIpyrue -
XapaKTEPUCTUKU
3.3.3. TpynoBas pyHkuus
HanmenoBaHMe|A IMUHUCTPUPOBaHHE Kon [C/03.6 YpoBeHb (II0ypOBEHD) 6 |

[IPOIIECCOB MPOBEACHUS KBaTH(UKAITTT
OILICHKH U aTTeCTalluN
repcoHalia u
COOTBETCTBYIOIIETO
ITOKyMEHTO000pOTa




IIpoucxoxaenue |OpuruHan X [3anMcTBOBaHO U3

TPyAOBOI
byHKIIUN

OpUIrnuHalia

Kon opurnnana PeructpaiimoHHBIN
HOMED
po¢eCCHOHAIIBHOTO
cTaHjapra

TpynoBble 1EHCTBUS

IAHAITN3 NIPOLIECCOB JOKYMEHTO000POTa, TOKAIBHBIX JOKYMEHTOB I10
OLIEHKE M aTTeCTalluK [1epCOoHasa

Opranu3alOHHOE COIIPOBOXKIEHNE MEPONIPUITHUN 11O OLIEHKE
[epcoHasa U ero aTTecTalyu

JloKyMEHTAIIMOHHOE COMPOBOXKICHHUE MPOIIecca U pe3yIbTaTOB
OILICHKHU M aTTECTAIlUK MePCOHATIA

HbopMIpoBaHKe IEpCOHANA O PE3YJIbTAaTaX OLIEHKU M aTTECTAIlIH

[ToaroToBka NpeayIOAKEHUN MO Pa3BUTHIO MIEPCOHANA IO
€3yJbTaTaM OLICHKHU U aTTeCTalluu

COHpOBO)KIleHI/Ie A0roBOpPOB HA OKA3aHUC KOHCYJIbTAIMOHHBIX U
I/IH(l)OpMaI_[I/IOHHBIX YCJIYT IO OLCHKE U aTTCCTAllUU IIEPCOHAJIA

HeoOxonuMble ymeHUs

PazpabaThiBaTh 1 OPOPMIISATH TOKYMEHTHI 110 BOIIPOCAM MPOBEACHUS
OLICHKH U aTTeCTaluu IIEpCoHasa

HOI[FOTaBJII/IBaTI) N IIPOBOAWUTH MCPOIIPUATHSA 110 OLUCHKC 1
ATTCCTAIlMU IICPCOHAJIA

O(I)OPMHFITL JAOKYMCHTHI 110 BOIIPOCAM OLCHKHU U aTTCCTAllUN
IICpCOHAaJIa, MPCACTABISACMBIC B TOCYAApPCTBCHHBIC OPT'aHbl,
IMTPCACTABUTCIILHBIC OPIraHbI pa6OTHI/IKOB

AHaIIM3UPOBATH NTPABUIIA, IPOLEAYPHI U MIOPSAIKH IPOBEACHUS
OLICHKH U aTTECTalliy [IEPCOHAJIA

OpraHnn30BbIBaTh XPaHEHUE JOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSMHU TPYAOBOTO 3aKOHOIaTeNbCcTBA Poccuiickoit
Denepanny 1 JTOKATLHBIMU aKTaMU OpPTraHu3aIuu

PaboTaTh ¢ HHPOPMALMOHHBIMU CHCTEMaMH, IIU(PPOBBIMH yCIyTraMH
11 cepBHCaMU IO BOIIPOCaM aJIMMHUCTPUPOBAHUS
ITOKYMEHTOOO0pOTa MPH MIPOBEICHUH OLICHKH U aTTeCTalluu
epcoHana

DopMUpOBaTh MPEATIOKEHNS IO ABTOMATH3aMK U IU(DPOBU3ALIUU
[porecca aIMUHIUCTPUPOBAHUS JOKYMEHTO000pOTa IpH
[TPOBEIEHUY OLIEHKU U aTTECTallMy IEpCOHAa

ObecneunBaTh cOOIIOACHNE TPEOOBAHUI 3aKOHOJATEIHCTBA
Poccuiickoit denepanuu 1 KOPIOPATUBHBIX MOJUTHK paboTOAATENS
B 001acTH 00paOOTKHU MEPCOHATBHBIX TAaHHBIX U

KOH (Y IeHIIMaIbHOM HHpOpMauu

Bectu 1e10Byr0 NepenucKy

Co01r01aTh HOPMBI OTHKH JIEJIOBOTO OOIIECHHS

HCO6XOI[I/IMBIC 3HaHUA

HOpSI)IOK O(I)OpMJICHI/IH, BCACHHUA U XPAHCHUA NOKYMCHTAIUU,
CBSI3aHHOM C IMPOBCACHNUEM OLCHKU U aTTCCTaAllUM ITEPCOHAJIA




[Topsimok opmMupoBaHus, BeieHUs 0a3bl JaHHBIX O IEpCOHAe
OpraHHU3aLMH, TTOPSIOK IPEICTABICHUS OTYETHOCTH

TapudHo-KkBanupUKaMOHHBIE CIPABOYHUKHU pabOT U mpodeccuit
pabo4Mx 1 KBAIN(UKAIMOHHBIE XapaKTEPUCTUKH JOIDKHOCTEH
CIIy>KaIIKX, MpohecCHOHATbHBIE CTAHAAPTHI

[lopsi 1ok IpoBeeHUSI 3aKYTIOYHBIX MPOLIETyp U 0opMIIeHUS
CONYTCTBYIOIIEN JOKYMEHTAlMU

[lopsok oopmileHUs: JOKYMEHTOB, IPEIOCTABIIIEMBIX B
rOCy/IapCTBEHHBIC OPTaHbI, MPEJICTABUTEIHHBIC OPTaHbl pA0OTHUKOB

(OCHOBBI JOKYMEHTO0OOPOTA U IOKYMEHTAIIMOHHOTO 00eCIICYCHHUSI

OpraHuzaloOHHAasi CTPYKTYpa OpraHU3alliy U BaKaHTHbIE
OJHKHOCTH (Tpodeccri, CenraaTbHOCTH)

Criennanu3upoBaHHble HH(GOPMaLMOHHBIE CHCTEMBI, IU(pOBBIE
YCIIyTH U CEPBUCHI aJIMUHUCTPUPOBAHHS JOKYMEHTO000pOTA
[IPOLIECCOB OLIEHKH U aTTECTALMM IIEpCOHANA, BEICHUs yUeTa
KaH/IMJaTOB HA BaKaHTHbIE JOLKHOCTH (IIpodeccun,
CHEIMAIbHOCTH), TPAHUIIBl UX TPUMEHEHHUS

HopmaTuBHBIE IPABOBBIE AKTHI, OMPEIEISIONINE HOPMBI TPYIOBOTO
MpaBa

(OCHOBBI apXMBHOTI'0 3aKOHOJATEJICTBA U HOPMATUBHBIE ITPABOBbIE
akThl Poccuiickoit deneparnuu B 001acT BEAEHUS TIOKYMEHTALUN
10 epCOHAIY

3axoHogarenbcTBO Poccuiickoit deneparnuu o nepcoHanbHbIX
TAHHBIX

TCXHOJIOFI/II/I, MCTOAbI U MCTOAWKH ITPOBCACHUA aHAJIn3a U
CUCTCMATHU3alUN JOKYMCHTOB 1 I/IHq)OpMaLII/II/I

UToxasibHbIE HOPMATUBHBIE AKThl OPraHU3aLUH, PETYIHPYIOIINE
MOPSIOK OLIEHKH U aTTECTALMU IIEPCOHAIA

[Topsi 10K 3aKIIF0OUEHUS T0TOBOPOB (KOHTPAKTOB)

[IpaBuia BejeHUS 1€T0BON NEPENHUCKH

HOpMBI O9THUKH JCJIOBOTO O6H.I€HI/I$I

JIpyrue -
XapaKTEPUCTUKU
3.4. O600meHHas TPyAOBass PyHKIHUS
HaumenoBanuel/leATeNbHOCTb IO PA3BUTUIO Kon VYpoBeHb KBaH(pUKALUH
epcoHana
[Ipoucxoxaenue Opurunan X [3aMMCTBOBaHO

0000111eHHO! TPY0BOI
byHKIIIT

13 OpUruHajia

Kon PerucrpanuonHslii



OpUTHHAJA HOMEp
1po(hecCuOHATBLHOTO

cTaHaapra

Bo3MokHEIE CrieraucT 1o pa3BUTHIO M O0YYEHHUIO TIepCcoHaa
HAMMCHOBAHUS CrienaiucT 1o pa3BUTUIO Kapbepbl IIepcoHasa
ITOJDKHOCTEH, Crenuanuct 1o nepcoHany

npodeccuit MenemKep 1o MepCoHAy

TpebGoBanust K
00pa3oBaHUIO U
00y4IEeHUIO

Briciiee oOpa3oBanue - 6akanaBpuaT

T

Briciiee oOpa3oBanue (HenpoduibHOe) - OaKkamaBpuar u
NTOTIOTHUTEIBHOE TPO(ecCHOHATEHOE 00pa30BaHUE - TPOTPAMMBI
rpodeccnoHaATbHOM MePEnorOTOBKY B 00J1aCTH YIIPABICHHUS
[IepCOHANIOM WM B 00JIACTH Pa3BUTHUS U IOCTPOCHUS
podeccHoHATbHON Kapbephl IepcoHalia

TpeboBaHMs K OTIBITY
PaKTUYECKOIl paboThI

OcoOblie yciioBHs
norycka K pabore

[pyrue Pexomenayercs qOMOTHUTEIbHOE MPOodhecCHOHATBHOE 00pa3oBaHue

XapaKTepUCTUKU - IPOTrPaMMBbI TOBBIIICHUS KBATU(DUKAIIMK B 00JIACTH YIIPaBICHUS
[IepCOHAIOM WJIH OOYYCHUS, WIH Pa3BUTHS NIEpCOHAIIA

JIONOJIHUTE/IbHbIE XapPaKTEePUCTUKH
HanmenoBanue Kon HaumenoBanue 6a30Boii rpynibl, JOKHOCTH
JIOKYMEHTA (mpodeccun) WK crenuatbHOCTH
OK3 2424 CrieruanucTsl B 00J1aCTH TMTOATOTOBKU U Pa3BUTHS
nepcoHasa

EKC - MeHepKep 110 nepcoHany

OKIIATP 26583 Crenuanucr 1o Kajapam

OKCO 5.38.03.02 [MeHnemxMeHT
5.38.03.03 |[Ynpaienne nepcoHaiom

3.4.1. TpynoBas pyHKuus

HaI/IMeHOBaHI/Ie|OpFaHI/ISaHH$I u

| Kox [D/01.6 | Vposens (moxyposeHs) E



https://normativ.kontur.ru/document?moduleid=1&documentid=393365#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=122405#l1
https://normativ.kontur.ru/document?moduleid=1&documentid=286683#l0

[IpoBeCHUE KBaJTM (pUKAITIH
MEpOTPUATHI IO
[PA3BUTHUIO U MTOCTPOCHHUIO
podeccnoHanbHOM
Kapbephbl MepcoHaa

[Ipoucxoxnenue |OpuruHan X [3auMcTBOBaHO U3
TPYAOBOM OpUTHMHAaNA
byHKIIUU

Kon opurunana PeructpaniioHHBIN
HOMED
po¢eCCHOHAIIBHOTO
cTaHjapra

TpynoBble 1EHCTBUS

HOI[FOTOBKa MMPOCKTOB JOKYMCHTOB, OIPCACTIAIOIUX ITOPAIOK
[pa3BUTHS [IEPCOHATIA U IOCTPOEHUS IPOPECCHOHATBHON Kapbepsbl ¢
OLICHKOM 3aTpaT

Pa3paboTka niuaHoB npodeccruoHaIbHON Kapbhephl epcoHana

DopMUPOBAaHKE KaJIPOBOIO pe3epBa

Opranu3zaiys MEpONPUITUNA IO PA3BUTHIO U IOCTPOCHUIO
podeccHoHATbHON Kapbephl IepcoHalia

[ToaroroBka npeaioxkeHui o (GopMHUPOBAHHIO OFOKETA HA
OpTraHU3aIMI0 U IPOBEJICHUE MEPOIIPUSATHI 110 PA3BUTHIO U
[MOCTPOCHHIO MPOYPECCHOHANBHON Kaphephl epcoHaa

AHanu3 3 GEeKTUBHOCTH MEPONPHUATHI MO Pa3BUTHIO IEPCOHANA,
[TOAIrOTOBKA MPEJIOKEHUH 110 Pa3BUTHIO

Heobxonumble ymMeHMs

AHAIIM3UPOBATh YPOBEHb OOLIETO Pa3BUTHS U MPO(eCcCHOHAIBHOM
KBaJIM(DUKAIMK TTepCOHasa

OmnpenensTb KPaTKOCPOUHbIE U JOJITOCPOUYHbIE TOTPEOHOCTH
[pa3BUTHS NIEPCOHANIA U TIOCTPOEHUS €ro NpoecCHOHATbHON
Kapbepbl

Onpenensite Kpurepuu GopMHUpPOBaHUS KaAPOBOTO pe3epBa
OpraHu3alu

CocTaBnsiTh MHANBUyaIbHBIC TUIAHBI KAPbEPHOTO PA3BUTHS
nepcoHasa

[[puMEHATHh TEXHOJIOTUU U METO/IbI Pa3BUTHUS MIEPCOHAIIA U
MoCcTpoeHus MpoheCCHOHATHHOM Kaphephl

COCTaBIATH MPEATOKEHUS U KOHTPOIUPOBATH CTATbH PACX0/0B Ha
[IpOrpaMMBbI X MEPOIIPUATHA 110 Pa3BUTHIO IIEPCOHANA U
[MOCTPOCHUIO MPOPECCUOHATBHON Kaphephl TSl IIIAaHUPOBAHUS
OIOHKETOB

Onpenensatb 3¢ (HEeKTUBHOCTh MEPOIIPUATUH 110 PA3BUTHIO
[epcoHaja U NOCTPOSHUIO TPOPECCHOHATLHON Kapbepbl

PaGoTath ¢ HHPOPMAIIMOHHBIMH CHCTEMaMHU, IU(PPOBBIMU yCITyraMu
11 CepBUCAMU TIO YITPABIECHUIO IEPCOHAIOM B 00JIACTH €TI0 Pa3BUTHUS




1 TOCTPOEHHUS NPOPeCcCHOHATHHON Kapbepbl

DopMUpOoBaTh NPEATIOKEHHUS 10 ABTOMATH3ALMK U LH(DPOBU3ALUU
[IPOIIECCOB PAa3BUTHS M OCTPOCHUS MPOPECCHOHATIBHON Kapbepbl
epcoHasna

O6ecrieunBaTh COOJIIOICHNE TPEOOBAHMIA 3aKOHOAATEILCTBA
Poccuiickoit deneparuu U KOPIOPATUBHBIX MOJUTHK B 00J1aCTH
00pabOTKM EPCOHATBHBIX JAHHBIX U KOH(QUICHIIHATHLHOMI
nHpOopMaIun

Co01101aTh HOPMBI 3THKHU JIEJIOBOTO OOIICHHS

Heob6xoaumeie 3Hanus [CucTeMa, criocoObl, METObI, HHCTPYMEHTBI IOCTPOCHUS
po¢ecCHOHATILHON Kapbepbl

MeToabl onpeieNICHUs. U OIICHKU TUYHOCTHBIX U
podeccrnoHaIbHBIX KOMIETEHIIHM

Cuctembl, METOBI ¥ (POPMBI MATEPUAIEHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUA TPY1a IEpCOHAIIA

TexHosnornu u MeTopl GOPMUPOBAHMSI U KOHTPOJISI OF0JKETOB

TCXHOJIOFI/II/I, METOJABI U MCTOAWKH aHaJIn3a U CUCTEMAaTU3allun
JIOKYMCHTOB U I/IH(1)OpMaI_II/II/I

OcHOBBI Tpo(hecCHOHATBLHON OpUEHTAIIUN

(OCHOBEI I[OKYMeHTOO60pOTa 1 TOKYMCHTAIITMOHHOI'O obecneyeHus

(OCHOBEI HpOI/I3BOI[CTBCHHOI>'I ACATCIIbHOCTU OpTraHru3alun

(OCHOBBI O0IIIEH M COLMATILHOM IICUXO0JIO0THH, COLIMOJIOTHH 1
[ICHXOJIOTUH TPY/a

Opranu3anyuoHHasi CTPYKTYpa OpraHu3aliy U BaKaHTHBIC
MOJDKHOCTH (TpohecCr, CIIeIUaTbHOCTH )

TapudHo-KBaIMPUKAMOHHBIE CIIPABOYHUKH pabOT U npodeccuit
pabounx 1 KBaTU(PUKALMOHHBIE XapaKTEPUCTUKU JOIKHOCTEH
CIIy>KalluX, NpodeccruoHalIbHbIE CTaHAapThI

HopMaTuBHBIE IPaBOBBIE AKThI, ONPEAEIAIOIINAE HOPMBI TPYZAOBOIO
MpaBa

3akoHoaarenscTBO Poccuiickoit denepanuu 0 NepcoOHAIBHBIX
JTAHHBIX

JlokanbHbIE HOPMATUBHBIE aKThl OPraHU3ALMH, PETYJIMPYIOLINE
[OPSZ0K PA3BUTHS M TOCTPOEHUS MPO(HeCCHOHATILHON Kapbephl
[epcoHaIa

[TopsiToK 3aKIIF0OUEHUS TOTOBOPOB (KOHTPAKTOB)

Criennanu3upoBaHHble HH(OPMaLlMOHHbIE CUCTEMBI, IU(POBBIE
YCIYTH U CEPBUCHI 10 YIPaBICHHUIO IIEPCOHAIOM B 00JIaCTH €T
[Pa3BUTHS U IOCTPOEHUS IPO(HECCHOHATBHON Kapbephl, TPAHUIIBI UX
[TPUMEHECHHUSI

(OCHOBHBIE MCTPUKHU U aHAIIUTUYCCKUEC CPE3BI B obnactu Pa3sBUTHA U
TIOCTPOCHUA KApbEPhI ICPCOHAJIA

HOpMBI O9THUKH JCJIOBOT'O 06H_ICHI/IH

Jlpyrue -
XapaKTCPUCTHUKNU




3.4.2. TpynoBasi pyHkums

HaumenoBanuelOpranuzanus ooyuenus | Kox [D/02.6 YpoBeHs (101ypOBEHbD)
epcoHaa KBaJIM(pUKAIIIH
[Ipoucxoxaenue |[OpuruHan X [(3auMCTBOBaHO U3
TPYOBOI opUruHaia
byHKIAHA

Kon opurnnana PerucrpanuoHHbIN
HOMED
PO EeCCUOHAIIBHOTO
CTaHJapTa

TpynoBble neicTBuUS

Pa3pa60TKa IIPOCKTOB JIOKAJIbHBIX aAKTOB I10 06y‘IeHI/IIO H Pa3BUTUIO
rIcpcoHajia € OILICHKOH 3arpar

Pa3zpaboTka yueOHBIX IUIAHOB, METOAMYECKUX MAaTEPHUAIIOB U
porpamMm oOy4YeHHsI TEpCOHATA

Opranu3zaiys MEponpusITU Mo 00YYEHHIO NepcoHasa

[loaroroBka npeanoxxeHuit o GopMUpPOBaHHIO OIOKETA HA
OpraHu3aIio 00YYeHUs IIepcoHalIa

Ananu3 5Q(eKTUBHOCTH MEPOIIPHUATHI 110 00YYEHHIO IIepCcoHala

HeoOxonnuMble ymeHUs

Onpenensitb NoTpeOHOCTH B 00yUEHUU TPYIII IEPCOHANA B
COOTBETCTBUH C LIEISIMU OPraHU3aLNN

AHaITM3UPOBATH PHIHOK 00pa30BaTEIbHBIX YCIYT U TOTOBUTH
[PEJI0KEHUS 110 MOCTABIIMKAM YCIIYT

OpraHI/I3OBLIBaTB 06yqafomne MCpPONPUATHUA

CocTaBlATh U KOHTPOJIMPOBATH CTAThH PACXOJ0B HAa O0yueHUe
nepcoHaa Juis IUIaHUPOBaHMs OI0IKETOB

Pa3pa6aTI>IBaTI> 1 KOMIIJICKTOBATb y‘Ie6HO-MeTOJII/I‘-ICCKI/IG
MaTCpHaAJIbI

[Ipon3BOIUTE OLIEHKY 3 (EKTUBHOCTH 00YUEHHMsI TepcCoHasa

[[pon3BOAUTE MTpEABAPUTENbHBIE 3aKYIIOYHBIE TPOLEAYPHI U
o opMIIEHHE COMYTCTBYIONIEH JOKYMEHTAIMH 10 3aKII0YEHUIO
TOTOBOPOB

PaGoTath ¢ HHPOPMAIIMOHHBIMH CHCTEMaMHU, IU(PPOBBIMU yCITyraMu
1 cepBHCaMU B 00J1aCTH 00y4YeHHUs IepcoHaIa

dopMUpOBaTh MPEITIOKESHNE TI0 ABTOMATH3AINUN U ITU(DPOBU3AIIH
poriecca 00y4eHusl epcoHasa

PazpabaTbiBaTh 1 OPOPMIISATH TOKYMEHTHI 110 MPOLIECCaM
opraHu3anyy 00y4eHusl IepcoHasa U X pe3ysbTraraM

ObecneunBaTh cOOIIOACHNE TPEOOBAHUI 3aKOHOIATEIbCTBA
Poccuiickoit dexepanuu 1 KOPIOPATUBHBIX MOJIUTUK B 00JIaCTH




00pabOTKM EePCOHANBHBIX JAHHBIX U KOHPUACHIIUATHLHON
mHpOpMaIuu

Bectu 1€10BYyI0 IEPENNUCKY

Co0r01aTh HOPMBI OTHKH JICJIOBOT'O OOIICHHS

HeoOxoaumble 3HAHUSA

MeTobl, HTHCTPYMEHTHI HCCIIeI0OBaHUs TOTPEOHOCTH B 00yUeHHH
[epcoHalia

MeTonosorust 00ydeHus

TexHOIOTUH, METOIbl U METOJIMKHU aHAIN3a U CUCTEMATU3AIIN
TOKYMEHTOB M UH(OpMaLNH

[lopsiok pa3pabOTKU MJIAHOB MTOATOTOBKH, IEPENIOATOTOBKH U
[MOBBIIICHUS KBaTU(UKALMU TIepCOHANIa, YUeOHBIX TUIAHOB U
[pOrpamMm

CucteMbl, METOBI ¥ (POPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUs TPYJla IEPCOHAIIA

TexHosnornu u MeTopl GOPMUPOBAHMSI U KOHTPOJISI OF0JKETOB

HOpH,Z[OK BCACHUS YUCTA U OTUCTHOCTH I10 IIOATOTOBKE U
ITOBBIIICHUTO KBaJII/I(I)I/IKaIII/II/I IIepcoHalia

(OCHOBEI I[OKYMGHTOO60pOTa U JOKYMCHTAlIMOHHOTI'O obecreyeHus

(OCHOBBI O0IIEH M COLMATILHOM IICUXO0JI0THH, COLIMOJIOTHH 1
[ICHXOJIOTUH TPY/a

TapudHO-KBaTU(DUKAITMOHHBIC CIIPABOYHUKH PadbOT U mpodeccuit
pabovrX 1 KBATU(UKANUOHHBIC XapaKTEPUCTUKH JOJKHOCTEH
CITy)KaIIUX, MTPO(ECCHOHAILHBIC CTaHIaPThI

(OCHOBHBIE TIOJIOKEHUS TPAKIAHCKOTO 3aKOHOIaTEIIbCTBA
Poccuiickoit @enepanuu B chepe 3aluThl UHTSIUICKTYITbHON
COOCTBEHHOCTH

[TopsitoK IpOBEACHMSI 3aKYIIOYHBIX MPOIIETyp U 0hopMIIeHUS
CONYTCTBYIOIIEH JOKYMEHTAIUU

OpraHu3alvoHHas CTPYKTYpa OpraHu3aiu

HopMaTuBHBIE TpaBOBBIE AKThI, OIPEAEIIAIONINE HOPMBI TPYAOBOTO
paBa

(OCHOBBI apXMBHOTI'0 3aKOHOJATEIbCTBA 1 HOPMATUBHBIE IIPABOBBIE
akThl Poccuiickoit deneparuu B 001acTy BEACHUS TOKYMEHTAlUU
[10 IEPCOHAILY

(OCHOBBI HAJIOTOBOT'O 3aKOHO1aTesIbcTBa Poccuiickoii deneparn

OCHOBBI 3aKOHO/IaTENbCTBA 00 0O0pazoBanuu Poccuiickoit
Denepannn

3akoHoaarenscTBO Poccuiickoit denepanuu o nepcoHaIbHbBIX
TAHHBIX

UToxasibHbIE HOPMATUBHBIE aKThl OPTraHU3ALUH, PETYIUPYIOIINE
00y4YeHHe epcoHaa

[Topsi 10K 3aKIIF0OUEHUS TOTOBOPOB (KOHTPAKTOB)

Crieruanu3upoBaHHble HH(OPMAIIMOHHBIE CUCTEMBI, TU(PPOBBIE
[yCIIYTH U CEpBHCHI B 001acTH 00yueHuUsl IepcoHalla, TPaHHUIIbl UX
pUMEHEHHSI

(OCHOBHbBIE METPUKH U aHAJIMTUYECKUE CPE3bI B 00JIACTH 00yUEHUS

nepcoHaa




[IpaBuia BeeHUs 1EJI0BOU NIEPENUCKU

HOprI 9THUKHU JCJIIOBOT'O O6H_I€HI/I${

JIpyrue -
XapaKTEPUCTHKU
3.4.3. TpynoBasi pyHkums
HawnmenoBanneOpranusanus agantanuu| Kox |[D/03.6 YpoBeHb (TI0TypOBEHb )
1 CTQXKUPOBKHU KBaJTM (pUKAITIH
[epcoHasna
[Tpoucxoxaenue [OpuruHam X BaumcTBOBaHO W3
TPyZIOBOH opUruHaia
byHKIIUN

Kon opurmnana PerucrpanmoHHsli
HOMED
PO EeCCHOHAIIBHOTO
CTaHJapTa

TpynoBble neicTBUs

PazpaboTka IJIaHOB aJlalTalliy, CTAXKUPOBKH MIEPCOHANA C OICHKOU
3aTpaT

OpraHI/I3aI_II/I$I MepOHpI/IHTI/Iﬁ 110 afalTallvun, CTAXXKUPOBKE IIEPCOHAJIA

HOI[FOTOBKa HpellJ'[O)KeHI/Iﬁ 110 COBCPIICHCTBOBAHNIO CUCTCMBI
alaliTalinuu, CTA)KUPOBKU IICPCOHAIA

[TonroToBka mpeaoxeHuit mo GopMUpoOBaHUIO OIOKETa HA
OpraHM3aIMIo a1allTallui ¥ CTAXUPOBKU MEpCOHAIIA

AHanu3 3¢ HEeKTUBHOCTH MEPONPUATHIA MO aAanTaluu U
CTaKUPOBKE IEpCOHAIIA

Heo6xonumble yMeHUs

OHpe,[[eJ'IHTB I'pynibl NICPCOHATIA IJId CTAXKUPOBKU U adallTAllUN

Onpenensite pabourie MecTa s IPOBEACHUS CTAXUPOBKH U
alanTalyy IepcoHaia

CortacoBEIBaTh MCPONPUATHA 110 aJallTallkui U CTAXKUPOBKE C
BOSMOYKHOCTSIMHU ITPONU3BOACTBA

HpOI/I3BOIII/ITB AHAJIM3 U OLCHKY PE3YyJIbTATOB adallTallu U
CTAXXHUPOBOK IIEPCOHAJIA

CoCTaBIATh MPEIJIOKCHUA U KOHTPOJIMPOBATH CTATHU PACXOdO0B Ha
[IporpaMMbI U MEPOIIPUATHUS IO aJallTallud U CTAXKUPOBKE
TICpCOHAaJIa IJI TIJIAHUPOBAHU S 6IOI[)KCTOB

[Ipon3BOUTE OLIEHKY 3(P(HEKTUBHOCTH MEPOTIPUATHI 110 alanTalluu
11 CTaKUPOBKE IIEPCOHAIIA

BHeapsaTh cucTEMbI BOBJICUEHHUS IEPCOHAA B KOPITOPATUBHYIO




KYJIbTYPY

PaGoTath ¢ HHPOPMAIIMOHHBIMH CHCTEMaMU, IU(PPOBBIMU yCIyraMu
1 CepBUCAMU TI0 YIIPABJICHUIO IIEPCOHAIOM B 00J1aCTH alalTalluu |
CTa)KUPOBKU MEpCOHala

DopMUpOBaThH MPEUIOKECHHIE 110 ABTOMATU3ALNN U IUPPOBU3ALIAN
[IPOLIECCOB alaNTalld U CTAXKUPOBKHU IIEPCOHAIIA

ObecneunBaTh cOOIIOACHNE TPEOOBAHMIA 3aKOHOIATEIHCTBA
Poccutickoit denepauu U KOPIOPATUBHBIX MOJUTHK B 00J1aCTH
00pabOTKM EPCOHABHBIX JAHHBIX U KOHPUACHIIUATHLHON
nHpOopMaIun

Bectu 1enoByro nepenucky

Co01101aTh HOPMBI 3THKH JIEJIOBOTO OOIICHHS

Heo0xonuMble 3HaHUS

MCTOZ[BI ajlarTaliii U CTAXKUPOBOK IICPCOHAJIA

TCXHOJIOFI/II/I, MCTOABI U MCTOAWKHA IMTPOBCACHUA aHaIn3a U
CUCTCMATHU3alUN JOKYMCHTOB 1 PIH(i)OpMaI_II/II/I

HOpH,Z[OK pa3pa60TKH IIJIaHOB aJJallTallkui IICPCOHAJIAa Ha HOBBIX
pa60‘-H/IX MECTax, NOATrOTOBKHU, NECPCIIOATOTOBKHU W ITOBBIIICHUA
KBa.]'II/I(bI/IKaI_II/II/I IEpCoHalIa U OpraHu3aliy CTAXKUPOBOK

HOpSII[OK COCTaBJICHHA CMCT 3aTpaT HAa agallTallui0 U CTAXKUPOBKY
IICPCOHAJIA

HOpSII[OK BCACHUA YUCTA U OTUCTHOCTH I10 aJallTallkuu U CTAXKUPOBKE
IICPCOHAJIA

Cuctembl, METOABI ¥ (POPMBI MATEPUATEHOTO U HEMATEPUAITBHOTO
CTUMYJIMPOBAHUA TPY1a IIEpCOHAIIA

TeXHOIOrUU U METOIbI (1)OpMI/IpOBaHI/I${ H KOHTPOJIA 6IO,Z[)K€TOB

(OCHOBBI O0IIEH M COLMATILHOM IICUXO0JI0THH, COLIMOJIOTHH 1
[CHUXOJIOTUH TPYyJa

Opranu3anuoHHas CTPYKTYpa OpraHU3alii U BaKaHTHBIC
OJHKHOCTH (Tpodeccui, CenaaTbHOCTH)

TapudHo-KBaIMpUKAMOHHBIE CIIPABOYHUKH pabOT U npodeccuii
pabounx 1 KBaTU(PUKALMOHHBIE XapaKTePUCTUKH JOKHOCTEH
CIIy)KalluX, NpodeccruoHalIbHbIE CTaHAApPThI

Crierann3upoBaHHbIe HH(GOPMAIIMOHHBIE CUCTEMBI, ITU(PPOBBIC
[YCIIYTH ¥ CEPBHUCHI 110 YIIPABICHUIO TICPCOHATIOM B MPOIIECCE
QIanTalliy ¥ CTAKUPOBKH, TPAHMIIBI UX TPUMEHCHHSI

OCHOBHBIE METPUKH U aHATUTUYECKHE CPE3bI B 00JIACTH MPOIIECCOB
aJanTaluy U CTAXKUPOBKH MEpCcoHaIa

HopMaTuBHBIE IPaBOBBIE AKThI, ONPEAEIAIOIINAE HOPMBI TPYZAOBOIO
paBa

(OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepanun

3akoHonarenscTBO Poccuiickoit Penepannn 0 NEPCOHAIBHBIX
ITAHHBIX

UlokanbHbIE HOPMATUBHBIE aKThI OpPTraHU3AIUH, PETYIUPYIOIINUE
QanTaluio U CTAXKUPOBKY MEpCoOHaIa

(OCHOBEI IIOKYMCHTOOGOpOTa U JOKYMCHTAIIMOHHOTI'O obecrneueHUs

[Topsi 10K 3aKIIF0OUEHUS TOTOBOPOB (KOHTPAKTOB)

HpaBI/IJ'Ia BEJICHUS IEIOBOM TNCPCIIMCKU




HopMblI 5THKH J1eTOBOTO OOIICHHS
JIpyrue -
XapaKTEPUCTHKU
3.4.4. TpynoBasi pyHkums
HanmenoBanue|A IMUHUCTPUPOBaHKE Kon [D/04.6 VYpoBeHsb (oypoBeHb) (6
[IPOLIECCOB Pa3BUTHS U KBTI (PHKALUU
[OCTPOCHHS
podeccHOHATBLHON
Kapbepbl, 00y4eHUS,
ajanTalnu, CTaXKUPOBKH
[epcoHana u
COOTBETCTBYIOLIETO
ITOKyMEHTO000pOTa L
[Ipoucxoxnenue |OpuruHan X [3auMcTBOBaHO U3
TPYAOBOM OpUTHHAaNA
byHKIIUN
Kon opurnnana PeructpaniioHHbIN
HOMED
npodeccuoHaIbHOI0
CTaHJapTa

TpynoBeie nerictBust  [JIokymMeHTalMOHHOE O0ecredeHre pe3yabTaTOB MEPOTPUSITHI 11O
[PA3BUTHIO U TTIOCTPOCHHUIO MPO(eCcCHOHANTBHOIN Kapbephl, 00yUEHHIO,
aganTanuy U CTAXKMPOBKE MepCcoHaIa

[ToaroroBka MHAMBUAYAJIBHBIX IPEIIOKEHUM HA OCHOBE
[pE3yJIbTATOB IPOBEJACHUSI MEPONPUSATHI 110 PA3BUTHIO U
[MOCTPOCHUIO TPOPECCUOHANBHON Kapbephl, 00YUEHHUI0, afanTaluu
11 CTaKUPOBKE NIEPCOHAIIA

[ToaroToBka NpeyIoKEHUN MO COBEPILIEHCTBOBAHUIO CUCTEM
00y4eHUS, aIan Tl U CTAKUPOBKH, PA3BUTHS U TIOCTPOCHUS
podeccroHabHOM Kapbephl epcoHaa

ConpoBOXKIEHUE JOTOBOPOB HA OKA3aHHE KOHCYIbTAllHOHHBIX,
MH()OPMAIIMOHHBIX YCIIYT, HEOOXOUMBIX JJISl IPOBEACHUS
00y4eHUS, QAT ¥ CTAKUPOBOK, PA3BUTHSI M TIOCTPOCHHUS
mpodeccnoHanbHOM Kapbepsl IEpcoHala, BKI0Yas
[peBapUTENbHBIE TPOIEAYPHI O X 3aKIFOYEHUIO

Heobxonumeie ymenust [OGopMIISITh TOKYMEHTHI 110 BOTIPOCAM MTPOBEECHUS O0yUeHus,
QIanTaly U CTAXKUPOBKHU, PA3BUTHUS U MIOCTPOEHUS




podecCHOHATIbHON Kapbephl MepcoHala, MpeIoCTaBIsieMbIe B
rOCyJapCTBEHHbIE OPTraHbl, IPEJCTABUTENIbHbBIE OPraHbl pAOOTHUKOB

ObecnieunBaTh JOKYMEHTALMOHHOE COMPOBOXKICHHE 00yUCHHS,
ajanTally U CTAXXKUPOBOK, Pa3BUTHS U IIOCTPOECHHUS
podeccuoHaTbHON Kapbephl IepcoHalia

AHaIM3UPOBATH IPABUJIIA, IPOLIEAYPHI U MOPSAIKH IPOBEICHUS
00ydeHUsI, aIalITAllUU ¥ CTAXKUPOBKH, PA3BUTHUS U MIOCTPOCHUS
podeccroHalIbHOM Kapbephl epcoHaa

Oprann30BbIBaTh XPAHEHHUE JOKYMEHTOB B COOTBETCTBUU C
TpeboBaHUsAMHU 3aKOHOAaTebCcTBa Poccuiickoit deneparuu u
ITOKaJIbHBIMU aKTaMH OpraHu3aluu

PaboTaTh ¢ HHPOPMALMOHHBIMU CHCTEMAaMH, IIU(PPOBBIMH YCITyTaMH
1 CepBUCAMU TI0 BOTIPOCAM aIMHUHHCTPUPOBAHUS
TOKYMEHTO00OPOTa MPOIECCOB 00YUCHHUS, aAaNTAUN U
CTXUPOBKH, PA3BUTHS U TIOCTPOCHUS TPOPECCUOHATIBHON Kapbepbl
[epcoHana, BeJICHUS y4eTa KaHAUJaTOB Ha BAKAHTHBIE JIOJKHOCTH
(mpodeccun, crienaIbHOCTH)

DopMUpOBaTh MPEATIOKEHNE TI0 ABTOMATH3AINU 1 TU(PPOBU3AINH B
00J1aCTH aJMUHUCTPUPOBAHUS TOKYMEHTOOOOPOTa MPOLIECCOB
00OyueHus1, alalTalluy U CTAXUPOBKU, PA3BUTHUS U IIOCTPOCHUS
podeccuOHaIbHON Kapbepbl, BEJICHUS y4eTa KaHIU1aTOB Ha
BaKaHTHBIE JIOJDKHOCTH (TIpodeccu, CennatbHOCTH)

ObecneunBaTh cOOIIOACHNE TPEOOBAHUN 3aKOHOAATENbCTBA
Poccuiickoit @eaepanuu 1 KOPIOPATUBHBIX MOJIUTUK B 00J1aCTU
00pabOTKH NEPCOHANBHBIX JIaHHBIX U KOH(PUICHIIUATBHOM
mHGbOpMaIn

Bectu ACJIOBYIO IICPCIUCKY

Co01101aTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

HeoOxoaumble 3HAHUSA

[Topsimok oopmieHust, BEACHUS U XpaHEHUSI IOKYMEHTAIUH,
CBSI3aHHOM C CUCTEMOIl 00ydeHus, afjanTaly U CTaXHPOBKH,
a3BUTHS U IOCTPOEHUs NPo(heCCHOHATIbHON Kaphephl IEpCOHAa

HOpr,Z[OK (bOpMI/IpOBaHI/IH, BCACHUA 0a3bl JaHHBIX O IEPCOHATIC
OopraHnu3anyvu, NOPAA0K MPEACTABICHHUA OTUCTHOCTHU

HopMmaTtuBHBIE TPaBOBBIE aKThl, PEryJIUPYIOIINE MpaBa U
00513aHHOCTH T'OCYJapCTBEHHBIX OPraHOB U OPTaHU3AlUHU T10
[TPEIOCTABJICHUIO YUETHOW JOKYMEHTAUU

[Topsimok oopMieHUsT JOKYMEHTOB, MPECTABISIEMBIX B
rocyJapCTBEHHbIE OPTraHbl U UHbIE OPraHU3aluU

(OCHOBEI IIOKYMCHT0060pOTa U JOKYMCHTAIIMOHHOT'O obecrneueHUs

[lopsiiok poBeeHMsI 3aKYTIOYHBIX MPOLeTyp U 0opmIIeHus
CONYTCTBYIOIIEH JOKYMEHTALUU

OpraHuzalvoHHasi CTPYKTYpa OpraHU3alliy U BaKaHTHbBIE
ITOJDKHOCTH (MTpoheccHH, CennalbHOCTH)

TapudHo-KBaTMpUKAMOHHBIE CIIPABOYHUKH pabOT U npodeccuii
pabounx 1 KBaTU(PUKALMOHHBIE XapaKTEPUCTUKU JOIDKHOCTEH
CIIy)KaluXx, npodeccruoHallbHbIe CTaHIapThI

Criennanu3upoBaHHble HH(OPMaLMOHHbIE CUCTEMBI, I(POBBIE

YCJIYI' U CCPBUCHI B obiactu AAMUHUCTPHUPOBAHUS




TTIOKYMEHTO000pOTa 10 BOIPOCcaM 00y4YeHHUs, alaTalluu 1
CTaKUPOBKH, PA3BUTHSI U TOCTPOCHUS MTPO(hecCHOoHabHOM Kapbephl,
BEJCHUS yyeTa KaHAUIAaTOB Ha BaKaHTHBIE IOJDKHOCTH (TIpodeccu,
CHEIMAIbHOCTH), TPAHUIIbl UX TPUMEHEHHUS

HopmaTuBHBIE IPABOBBIE AKTHI, OMPEIEIAIONINE HOPMBI TPYIOBOTO
paBa

(OCHOBBI ApXMBHOI'0 3aKOHO/IATE€NILCTBA U HOPMATUBHBIE MPABOBBIC
akThl Poccuiickoit @eaepanuu B 001aCTH BEACHHUS TOKYMECHTAIIMH
[10 IepcoHaIy

(OCHOBBI HAJIOTOBOT'O 3aKOHOJ1aTesibeTBa Poccuiickoil denepanu

3akoHoaTenbCcTBO Poccuiickoit denepanyu 0 mepcoHadIbHbIX
TAHHBIX

TexHOIOrnK, METOABI U METONUKU IIPOBEICHHS aHAIN3a U
CHCTEMaTH3allui JOKYMEHTOB U HHPOPMALIUU

JlokanbHbIE HOPMATUBHBIE AKThl OPraHU3aLUH, PETYIUPYIOLIUE
MOPSAOK PA3BUTHSA U IIOCTPOEHUS MPO(HECCHOHATBHON Kaphephl,
00y4yeHHMs], alalTalluy ¥ CTAXKUPOBKH [IEpCOHATIA

[lopsi 10K 3aKJIFOUEHUS T0TOBOPOB (KOHTPAKTOB)

[IpaBuiia BeieHUs 1€710BON NEPENUCKU

HopMbI 3THKH 1€7T0BOTO OOIICHUS

Jlpyrue
XAPAKTCPHUCTHKH

3.5. O600meHHas TpyaoBass PyHKIUUS

HaI/IMeHOBaHI/IeHeHTCHLHOCTB 110 OpraHu3anuu KO,ZL ypOBeHB KBaJ'IH(bPIKaI.IHPI E

Tpyna u

OIJIaThI ICPCOHAJIA

[Ipoucxoxaenune
0000111eHHO! TPY0BOI

byHKIMHA

Opurunan X [3aMMCTBOBaHO
13 OpUTMHaJIa

Kon PerucrpanuonHslii
OpUTHHaa HOMED
npodeccrnoHalIbHOTO
cTaHzapTa

Bo3moxxHbIe
HaMCHOBAaHHS
ITOJIPKHOCTEH,
npodeccuit

CrienyaincT Mo HOPMUPOBAHMIO U OIUIaTe TpyAa
Crienuanuct 1o OpraHu3aluu 1 orviate Tpyaa
CrienuaincT Mo KOMIIEHCAUsAM U JIbFroTaM
Crienuanuct 1o nepcoHaty

MenemKep 1Mo nepcoHay




TpebGoBanust K
00pa3oBaHUIO U
00y4YEHUIO

Briciiee oOpa3oBanue - 6akanaBpuaT

130071

Briciiee oOpa3oBanue (HenpoduinsHOE) - OakanaBpuar u
ONIOTHUTEIbHOE TPOdECcCHOHATbHOE 00pa30BaHUE - IIPOrPAMMBI
podeccHoHaIbHOM MEPEIIOATOTOBKU B 00JIACTH yIIPABICHUS
[IepPCOHAIOM HJIH B 00JIACTH OpPraHU3allii ¥ HOPMUPOBAHHUS TPY/A,
CTUMYJIMPOBAHHA U OILJIATHI TPyAdad

TpeOoBaHMs K ONBITY
NPAaKTUYECKON paboTHI

OcoOble yclioBHs
norycka K pabore

[pyrue Pexomenayercs qOMOTHUTEIbHOE MPOodhecCuOHAIbHOE 00pa3oBaHue
XapaKTepUCTUKU - IPOTrPaMMBbI MOBBIIICHUS KBATU(DUKAIINK B 00JIACTH YIIPaBICHUS
[EPCOHATIOM HJIM OpPTraHU3alMy TPY/a U OIUIATHI IepcoHasa
JlONOJTHUTE/IbHbIE XAPAKTEPUCTUKH
HaumenoBanue Kon HaumenoBanue 6a30Boii rpyIiibl, JOHKHOCTH
JIOKYMEHTa (mpodeccun) UM CneUaIbHOCTH
OK3 2423 Creruanuctsl B 00J1acTH 1oAOOpa M UCOIB30BaHUS
nepcoHaa
EKC - H)KeHEep IO HOPMUPOBAHUIO TPYJa
- JKOHOMICT MO TPYY
- MeHepkep 1o nepcoHany
OKTIATP 26583 Crieruanuct 1o Kajapam
27755 DKOHOMMCT 110 TPYLY
OKCO 5.38.03.01 [OxoHOMUEKA
5.38.03.02 [MenemxMeHT
5.38.03.03 |[YnpaBieHue nepcoHajiom

3.5.1. TpynoBasi pyHkums

HaunmenoBanue/Opranusanus Tpyaa Kon [E/01.6 YpoBeHb (II01ypOBEHD)
[epcoHaJIa KBaJIM(pUKALIH
[Tpoucxoxaenue [OpuruHai X BaumMcTBOBaHO U3

TPyZIOBOM

OpHUruHaIa



https://normativ.kontur.ru/document?moduleid=1&documentid=393365#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=122405#l1
https://normativ.kontur.ru/document?moduleid=1&documentid=286683#l0

byHKIIUU

Kon opurunana PeructpanimoHHBIN
HOMED
po¢eCCHOHAIIBHOTO
cTaHjapra

TpynoBble 1EHCTBUS

Pa3paboTka cucTeMbl OpraHU3aIllui i HOPMHUPOBAHHS TPy
[epcoHala

BHeapenue cuctemMbl OpraHu3alii 1 HOPMUPOBAHUA TpyAa
[epcoHaa ¢ ONpeesieHUEM TPYIOEeMKOCTH, HOPMATUBHOM
YHCIIEHHOCTH, TpaUKOB pabOT M YCIOBH OIUIATHI TPYJIa IEpCOHAIA

Brrsgsienne PE3C€PBOB MOBLIIICHUA ITPOU3BOAUTEIILHOCTHU Tpyaa U
Ka4CCTBA HOPMHPOBAHUSA TPpydad

[TonroToBKa MpeUIOKEHUH 110 U3MEHEHHSIM YCIIOBHI U OTUIATHI
Tpyza nepcoHaia

[ToaroroBka npeaioxkeHui o (GOpMHUPOBAHHIO OFOKETA HA
OpraHu3aIyio Tpy/a MepcoHaia

Omnpenenenne 3p(HEKTHBHOCTH padOTHI CHCTEMBI OpraHU3aIuHU
HOPMHUPOBAHHUS TPYyJla HA pabOYUX MECTaX

HeoOxonuMble ymeHUs

BHeapsATh METOIBI pallMOHAILHOW OpraHu3aluu Tpyaa

AHaTM3UPOBATh COCTOSTHIE HOPMHUPOBAHUS TPY/Ia, KAYECTBO HOPM,
[oKa3areyeu no Tpyay

AHanmm3npoBaTh 3()(HEKTUBHOCTH PaOOTHI CHCTEMBI OPTaHU3AIUH
TpyAa NepcoHa1a U HOPMUPOBAHUS TPyJa Ha pabo4yuX MecTax

CocTaBlsITh U KOHTPOJIMPOBATh CTaThU PAacX0/J0B Ha OIIATy TpyAa
nepcoHaa Juis IUIaHUPOBaHMs OI0IKETOB

PaboTarh ¢ THPOPMALIMOHHBIMH CHCTEMaMH, LU(PPOBBIMU yCITyraMu
1 cepBUCAMU B 00JIACTH OpTaHU3allMU U OIIATHI TPYAa NepcoHasa

DopMUPOBATH MIPEAIOKEHUS IO ABTOMATH3AIIMU U 1T (PpOBU3AITUN
[POLECCOB OpraHu3aliid U HOPMUPOBAHUS TPYIa

Pa3pabatbiBaTh M 0OPMIIATH JOKYMEHTHI IO HOPMUPOBAHUIO U
oIuIaTe TpyJa NepcoHaa

ObecneunBaTh cOOIIOACHNE TPEOOBAHUI 3aKOHOIATENbCTBA
Poccuiickoit deaepanuu 1 KOPIOPATUBHBIX MOJIUTUK B 00JIaCTH
00pabOTKN MEPCOHANBHBIX TaHHBIX U KOH(UIEeHIINATbHOM
HbopManun

Bectu ACJIOBYIO IICPCIUCKY

Co01r01aTh HOPMBI OTHKH JIEJIOBOTO OOIICHHS

HCO6XOI[I/IMBIC 3HaHUA

MeTo bl yueTa ¥ aHaJIM3a NoKa3aTesnel 1o Tpyay U OIIaTe Tpyaa

MeTOIlLI OIPCACIICHUA, OUCHKH U CPAaBHCHUS HpOHSBOHCTBCHHOﬁ
MHTCHCHUBHOCTHU M HAITPSIPKCHHOCTHU TPYyJda

MeTo161 HOpMUPOBAHUS TPy

MCTOJII)I ONMPECACIICHUA YUCIICHHOCTH IICPCOHAJIA

MC)KOTpaCJ'IeBLIC 1 OTPACJICBLIC HOPMATHUBLI TPYAOBBIX 3aTpaT

COBpeMCHHBIe (I)OpMBI, CHUCTCMBI OIUIAThI U YUYCTa

[TPOM3BOIMTEILHOCTH TPYJa MepcoHaja




Cuctembl, METOBI M (POPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBaHUs TPya NEpPCOHAIA

TexHonoruu 1 MeTo 16l HOPMUPOBAHUS U KOHTPOJIS OFOIKETOB

TexHOIOrnK, METOABI U METOJUKY IIPOBEICHHS aHAIN3a U
CHCTEMaTH3allui JOKYMEHTOB U HHPOPMAaLIUU

(OCHOBEI I[OKYMGHTOO60p0Ta U JOKYMCHTAIUOHHOI'O obecrneyeHus

[Topsinok Tapudukanuy padoT 1 pabodnx, yCTaHOBICHUS
ITOJDKHOCTHBIX OKJIAJIOB, AOIUIAT, HaZ0AaBOK M KOA(PPHUIIMEHTOB K
3apabOTHOI MIIaTe, pacueTa CTUMYIUPYIOIINX BIILIAT

TapudHo-kBanupUKaMOHHBIE CIPABOYHUKHU paboT U mpodeccuit
paboYMX U KBUIN(HUKAINOHHBIC XapaKTEPUCTUKH JOIDKHOCTEH
CIIy>KaIIKX, Mpo(hecCHOHATbHBIE CTAHAAPTHI

(OCHOBEBI TEXHOJIOTHH IMPOU3BOACTBA U ACATCIbHOCTHU OpraHu3alun

OpranuzanroHHasi CTPYKTypa OpraHu3alliy U BaKaHTHBIC
OJDKHOCTH (TpohecCr, CIIeIUaTbHOCTH )

[TonmuTuka u CTpPATCIrusl OpraHru3alnu 110 IICPCOHATY

JKOHOMMKA TpyJia

OCHOBBI OOIIEH U COLIMATBLHOM MCUXOJIOTHH, COIIMOJIOTHH U
[CUXOJIOTUH TPYJa

HopMmatuBHBIE IPABOBBIE aKThl, ONPEEIIAIOLINE HOPMBI TPYIOBOTO
paBa

(OCHOBBI ApXUBHOT'0 3aKOHO/IATE€NILCTBA U HOPMATUBHBIE MIPABOBBIC
akThl Poccuiickoit deneparuu B 001acTy BEACHUS TOKYMEHTALIUN
10 epCcoHATYy

(OCHOBBI HAJIOTOBOT'O 3aKOHOAATeNIbcTBa Poccuiickoit denepanun

3axoHonarenscTBO Poccuiickoit deneparnu o nepcoHanbHbIX
TAaHHBIX

UToxasibHbIE HOPMATUBHBIE aKThl OPTraHU3ALUH, PETYIUPYIOIINE
[OPSIOK OpraHu3alMi 1 HOPMUPOBAHUS TPYJla IEPCOHAIIA

Criennainu3upoBaHHble HH(OPMaLlMOHHBIE CUCTEMBI, IU(POBBIE
YCIYTH U CEpBUCHI B 00JIACTH OPraHU3aLMU U OIJIaThl TPYAa
[epcoHaa, rpaHUIbl UX IPUMEHEHMSI

(OCHOBHBIE METPUKHU U aHATUTHYECKUE CPE3BI B 00IACTH MPOIECCOB
OpraHu3ali 1 HOPMUPOBAHUS TPYAa

[IpaBuia BejeHUS 1€T0BON NEPENHCKU

HOpMBI O9THUKH JCJIOBOTO O6H.I€HI/I$I

JIpyrue -
XapaKTEPUCTHKU

3.5.2. TpynoBas pyHKuus
HaumenoBanue(Opranusanus omiaThl Kox |E/02.6 YpoBeHb (TI0TypOBEHbD )

Tpy/ia nepcoHaia KBaJIM(pUKALIIH




[Ipoucxoxaenue |[OpuruHan X [(3auMCTBOBaHO U3

TPYOBOI opUruHaia
byHKIAHA
Kon opurnnana PerucrpanuoHHbIi
HOMED
npodeccHnoHaIEHOTO
CTaHJapTa

Tpynossle neiictBus  |Pa3paboTka cUCTEMbI OILUIAThl TPYa IepCoHaIa

dopmupoBanue 0romkeTa (PoHma OIUIATH TPYAA, CTUMYIHPYIOIIUX
1 KOMIIEHCAIIMOHHBIX BBIILIAT

BHeapeHune cucTeMsl OIIaThl TPy/ia epcoHaa

[loaroroBka MpeagoKeHui o COBEPLUICHCTBOBAHUIO CUCTEMBI
OIJIaThl TPY/AA NEpCOHAIa

HeoOxonumble ymenus [[[puMeHsATh TEXHOJIOIMH MaTepUaIbHOW MOTUBALIMM B YIIPAaBICHUU
[epCOHAIOM

AHaIM3UPOBATh COBPEMEHHBIE CUCTEMBI OIIAThl U MaTepUaIbHON
(MOHETapHOI) MOTHBALUK TPYAA AJIS 1IeJIei OpraHu3aluu
AHaAJIM3UPOBATh YPOBEHb OIUIATHI TPY/a IepCcoHaa 1Mo
COOTBETCTBYIOIIUM IPO(ECCHOHATILHBIM KBAIH(PUKAIUSAM
[IpoBOIMTH MOHUTOPUHT 3apabOTHOM IJIaThl HA PhIHKE TPya
CocTaBiTh U KOHTPOJIMPOBATH CTaThU PACX0O/J0B Ha OILIATy TpyAa
epcoHasia Jyis IUIaHUPOBaHUs Oro/IKeTa

AHanM3upoBaTh (POPMbI MATEPHATILHOTO CTUMYJIMPOBAHMS,
KOMITEHCAIMI U JIbIOT B OIUIATE TPYAA IEPCOHANA

PaboTarh ¢ THPOPMALIMOHHBIMH CHCTEMaMH, LU(PPOBBIMU yCITyraMu
1 CEpBHCAMU IO OIUIATE TPYJAA NEPCOHAIA

DopMupoBaTh NPEATIOKEHNE 0 aBTOMATU3alMU U HU(POBU3ALUH
[TPOLIECCOB OIUIATHI TPYJia

CocTaBJIATh NPOTHO3BI Pa3BUTHS OILUIATHI TPYIa EPCOHAIIA
O6ecnieunBaTh COOJIOICHHE TPEOOBAHUHN 3aKOHOJATEIHCTBA
Poccuiickoit @enepaninu 1 KOPIOPATUBHBIX MOJUTHUK B 007IaCTH
00pabOTKH EPCOHATBHBIX JAHHBIX U KOH(DHUICHIIMATEHON
HbOopMau

BecTu nenoByro nepenucky

Co01r01aTh HOPMBI OTHKH JIEJIOBOTO OOIICHHS

Heo6xoanmeie 3Hanus |[POpMBI U CHCTEMBI 3apaOOTHOM MIIATHI, MOPSAIOK COCTaBICHUS
OIOHKETOB

CucteMbl, METOBI M (POPMBI MaTEpUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUS TPyia NEpCOHAIa

TexHomoruu 1 MeTo 16l GOPMUPOBAHUS U KOHTPOJIS OFO/IKETOB U
hoH0B

[lopsnox Tapudukanuu padboT u pabounx, yCTAaHOBIECHUS
TOJDKHOCTHBIX OKJIQJIOB, AOIUIAT, Ha0AaBOK M KO PHUIIMEHTOB K




3apaOOTHOI 1U1aTe, pacyeTa CTUMYJIMPYIONIMX BBIILIAT

MCTO,I[BI ONPECACIICHU YUCIICHHOCTH IICPCOHAIa

TapudHo-kBanupUKaMOHHBIE CIPABOYHUKHU pabOT U mpodeccuit
paboYMx 1 KBAIN(UKAIMOHHBIE XapaKTEPUCTUKH JJOIDKHOCTEH
CIIy>KaIIKX, Mpo(hecCHOHATbHBIE CTAHAAPTHI

MeTo/1pI yueTa U aHaJu3a MoKa3aTesei Mo Tpyay U 3apaboTHOM
rare

TCXHOJIOFI/II/I, MCTOAbI U MCTOOAWKH IMTPOBCACHUS aHAJIM3a U
CUCTCMATHU3allMK JOKYMCHTOB 1 I/IH(i)OpMaHI/II/I

[losiTHKA U CTpaTerusi opraHu3aluy o NEPCOHATY

OpraHuzalvoHHasi CTPYKTYpa OpraHU3alluy U BaKaHTHbBIE
OJHKHOCTH (Tpodeccri, CIenaaTbHOCTH)

HopMmatuBHBIE IPABOBBIE aKThl, OIPEEIIAIOLINE HOPMBI TPYIOBOTO
paBa

(OCHOBBI HAJIOTOBOT'O 3aKOHO1aTesIbcTBa Poccuiickoii deneparmn

3akoHomarenbcTBO Poccuiickoit deaepanuu 0 NepcoOHaTbLHBIX
TaHHBIX

JlokanbHble HOPMAaTHUBHBIE aKThl OPraHU3AINH, PETYIUPYIONIUE
oIJIaTy TpyAa

(OCHOBEI 5 KOHOMHUKH Tpyda

(OCHOBEBI TEXHOJIOTHH IMPOU3BOJICTBA U NCATCIIbHOCTH OPraHu3allun

(OCHOBBI IOKYMEHTO00OO0POTA M IOKYMEHTAIIMOHHOT'O 00ECIICYCHHUSI

[Topsi 1ok 3aKIF0UEHUs TOTOBOPOB (KOHTPAKTOB)

(OCHOBBI O0IIECH M COLMAILHOM IICUX 00T, COLIMOJIOTHH 1
[ICHXOJIOTUH TPY/a

Crienan3upoBaHHbIe HH(POPMAIIMOHHBIE CUCTEMBI, TU(PPOBBIC
YCIYT'H U CEpBUCHI B O0JIACTH OpraHU3alluU U OILIaThI TpyJa
[epCOHAJIA, TPAHUIIBI UX IPUMEHEHUS

(OCHOBHBIE METPUKH U AaHAJIIUTUYECKUE CPE3bI B 00JIACTH MPOLIECCOB
o0ecreyeHrs oyaThl TpyAa NepcoHaa

Hopwmbl 5THKH 1€710BOTO OOIIECHUS

JIpyrue -
XapaKTePUCTHKH
3.5.3. TpynoBas pyHkuus
HanmenoBanme|A IMUHUCTPUPOBAHNE Kox |E/03.6 YpoBeHs (TI0TypOBEHB ) 6 |

[TPOLIECCOB OpPraHU3aAluN KBaJTM(pUKAITIH
Tpy/a, OILIaThI
[epcoHana u
COOTBETCTBYIOIIETO
ITOKYMEHTO0000poTa




IIpoucxoxaenue |OpuruHan X [3anMcTBOBaHO U3

TPyAOBOI
byHKIIUN

OpUIrnuHalia

Kon opurnnana PeructpaiimoHHBIN
HOMED
po¢eCCHOHAIIBHOTO
cTaHjapra

TpynoBble 1EHCTBUS

JlOKyMEHTaIlMOHHOE U OPTraHU3aIMOHHOE COMTPOBOXKICHUE CUCTEMBI
OpraHu3alyy TpyJa U OIUIaThl TpYJa MepcoHasna

HOI[I‘OTOBKa HpGI[JIO)KeHI/IfI 110 COBCPIICHCTBOBAHNIO CUCTCMEIL
OpraHr3alli U OILIATHI TpyJa N€pCoHajla

[TonroroBka n 00pabOTKa 3aIPOCOB M YBEIOMIICHHH O paOOTHHUKAX B
rOCYJapCTBEHHbIE OPTraHbl, IPEICTABUTENbHbBIE OpraHbl pAOOTHUKOB
[10 CUCTEMaM OIUIAaThl U OpraHU3alMy Tpyja epcoHala

OpraHH3aHI/IOHH06 " JOKYMCHTAIITMOHHOC COIIPOBOKACHHUC
JIOT'OBOPOB HA OKA3aHUC KOHCYJIbTAUMOHHBIX, I/IH(i)OpMaIII/IOHHI)IX
YCJIYT IO CUCTEMaM OIUIAThI U OPpraHU3aluu Tpyaa nepcoHalia,
BKJIIOYasA MPCABAPUTCIIBHBIC ITPOLCAYPHI IO UX 3aKJITOYCHHUIO

HeoOxonuMble ymeHUs

OdopMIISATE TOKYMEHTHI TIO BOITPOCAM OILIATHl M OPraHU3alnun
TpyZAa nepcoHaa, IpeaCcTaBisieMble B TOCYaPCTBEHHBIE OPraHbl,
[peACTaBUTEIbHBIC OPraHbl PA0OTHUKOB

AHaTH3UPOBATh HOPMATUBHBIE U METOAMYECKHUE JOKYMEHTHI IO
BoIIpocaM OILIaThl M OPraHu3allvy TPyAa epcoHanta

Opranu3oBbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUU C
TpeboBaHUsAMU 3aKoHOAaTenbcTBa Poccuiickoit denepanuu u
IIOKaJIbHBIMU aKTaMW OpTaHHU3alUun

Bectu yueT u peructpanuio J0KyMEHTOB B MH()OPMaLMOHHBIX
CHUCTEMaxX M Ha MATEPUAIIbHBIX HOCUTEISAX

PaboTaTh ¢ HTHPOPMAIIMOHHBIMH CHCTEMaMH, LU(PPOBBIMU yCITyraMu
11 cepBUCAMU IO aIMUHUCTPUPOBAHUIO JOKYMEHTOOOOPOTA B
00J1aCTH OpraHU3alyy 1 OILIaThl TPyJa epcoHala

DopMHUPOBATH MIPEAJIOKEHUE TIO ABTOMATHU3AIIMN U ITU(DPOBU3AIIHI
[poliecca aIMUHUCTPUPOBAHUS TOKYMEHTOO00pOTa B 00JIaCTH
OIUIaThl M OpraHU3allly TpyAa

[[pon3BOUTE NTpEABAPUTENIbHBIE 3aKYIIOYHBIE TPOLEAYPHI U
0(QOPMIIATH COMYTCTBYIOIIYIO JOKYMEHTAIUIO 110 3aKII0UYEHUIO
TOTOBOPOB

O6ecneunBaTh COOIOICHIE TPEOOBAHUH 3aKOHOIATETHCTBA
Poccuiickoit @enepaniuu 1 KOPIOPATUBHBIX MOJUTUK B 0071aCTH
00pabOTKH IEPCOHATBHBIX TAHHBIX U KOH(PHUICHIIMAIBHON
H(bOopMaIu

Bectu 1enoByro nepenucky

Co01r01aTh HOPMBI OTHKH JIEJIOBOTO OOIIECHHS

HCO6XOI[I/IMBIG 3HaHUA

HOpSI)IOK O(I)OpMJICHI/IH, BCACHHUA U XPAHCHUA JOKYMCHTAIUU 110

CHCTEMaM OIIaThl U OpraHU3alK TPyJa MepcoHaa




HopmaTuBHBIE IPABOBBIE AKTHI, PETYJIMPYIOLIUE IIpaBa U
0053aHHOCTH rOCYIapCTBEHHBIX OPraHOB M OPraHU3aLUH 110
[IPEAOCTABICHUIO YYETHON TOKYMEHTALUH

TexHOIOrnK, METOABI U METONUKU IIPOBEICHHS aHAIN3a U
CHCTEMaTH3allui JOKYMEHTOB U HHPOPMALUU

TaprdHO-KBaTU(DUKAITMOHHBIC CIIPABOYHUKH PadOT U TIpodeccuit
pabounx n KBaTH(PUKALMOHHBIE XapaKTEPUCTUKU JOJDKHOCTEH
CITy)KaIIUX, TPO(EeCCHOHALHBIC CTaHIaPThI

Crienan3upoBaHHbIe HH(OPMAIIMOHHBIE CUCTEMBI, IU(POBBIC
yCIIyTH U CEPBUCHI 110 a/IMUHUCTPUPOBAHUIO JOKYMEHTOOO0POTA
[TPOLIECCOB OIUIATHI U OpraHU3alluyu Tpyla NIepCcoHaIa, TPaHULIbl UX
[TPMMECHECHHUS

JIoKaJTbHBIE HOPMATUBHBIC AKThI OpraHu3aluu, PEryjiupyromue
TIOPAJOK OIUIATHI, OpraHM3allii U HOPMUPOBAHUA TPpyadad

(OCHOBEI I[OKYMGHTOO60pOTa U JOKYMCHTAIIlMOHHOTI'O obecrieyeHus

[Topsiiox hopMUpOBaHHUS, BEACHHS 0a3bl JAHHBIX U TPECTABICHUS
OTYETHOCTH 110 CUCTEMAaM OIUIAThl U OpraHU3aluu Tpy1a NepcoHaIa

HopmaTuBHBIE IPABOBBIE AKTHI, OMPEIEISIONINE HOPMBI TPYIOBOTO
MpaBa

(OCHOBBI apXMBHOTI'0 3aKOHOJATEJIbCTBA U HOPMATUBHbBIE IIPABOBBIC
akThl Poccuiickoit deneparnuu B 001acT BEAEHUS TIOKYMEHTALUN
10 epCOHAIY

(OCHOBBI HAJIOTOBOT'O 3aKOHO1aTesIbeTBa Poccuiickoii deneparmn

3akoHomarenbcTBO Poccuiickoit deepanuu 0 NepCoOHaIbHBIX
TaHHBIX

[Topsi 10K 3aKIII0OUEHUS TOTOBOPOB (KOHTPAKTOB)

[lopsitok poBeeHMSI 3aKYTIOYHBIX MPOLeTyp U 0opmIIeHus
CONYTCTBYIOIEH JOKYMEHTALUU

HOpMBI O9THUKHU JCJIOBOTO O6H.I€HI/I$I

[IpaBuia BejeHUS 1€T0BON NEPENHUCKU

Jlpyrue -
XapaKTepUCTUKU
3.6. O0001mIeHHas TPYAOBasA PyHKUIUSA
HanmenoBanue/lesTensHOCT 1O Kon [F VYpoBeHb KBau(UKaLMU
(opMHpPOBaHNUIO
KOPIIOPAaTUBHOM COIMATBLHOM
[OJINTUKN
IIpoucxoxacHue OpuruHan X [3aMMCTBOBaHO

00001IeHHON TPYI0BOIt
byHKIIUN

13 OpUTHHAJIA




Kon Peructpanmuonsslit
OpHUTHHAJIA HOMEp
npodeccrnoHaIbHOTO
cTaHaapra

IBo3MoKHBIE
HAaMCHOBAHUS
ITOJDKHOCTEH,
npodeccuit

Crenuaiuct 1o ColralIbHBIM ITporpaMmmMmamM

Crierinaiict 1o padoTe ¢ MpeCTaBUTEILHBIMU OpraHaMu
[PaOOTHUKOB

CrnenuaiucT mo KOprnopaTuBHON COIMAIbHON MOJTUTHUKE
Crienuaimct 1o nepcoHainy

MeHemKep 1o nepcoHany

TpeboBanms K
00pa3oBaHUIO U
00yUEHHUIO

Briciiee oOpa3oBaHue - OakaiaBpuaT

I

Briciiee oOpazoBanue (HenmpopuiIbHOE) - OaKagaBpuaT 1
OMTOTHUTEIBHOE MPOo(decCHoHAIbHOE 00pa30BaHUE - TPOTPAMMBI
podeCCHOHATLHON TIEPENOATOTOBKU B O0JIACTH YIIPABJICHUS
[EPCOHATIOM HJIM B 00JIACTH COUMAIBHOM NOJTUTHKA

TpeboBaHMs K OTIBITY
[PaKTUYECKOIl paboThI

OcoOble yciioBHs
orycka K pabore

[pyrue Pexomenayercs qOMOTHUTEIbHOE MPOodhecCHOHAIbHOE 00pa3oBaHue
XapaKTepUCTUKU - IPOTPaMMBbI TTOBBIIICHUS KBATU(DUKAIIMK B 00JIACTH YIIPaBICHUS
[EPCOHAIIOM WJIM COUMAIBHON MOJUTHKH

JIONOJTHUTE/IbHbIE XAaPAKTEePUCTUKH
HanmenoBanue Kon HaumenoBanue 6a30Boii rpynibl, JOKHOCTH
JIOKYMEHTa (mpodeccun) WK crenuatbHOCTH
OK3 2423 CreruanucTsl B 00J1aCTH 1T0A00pa U UCTIOIB30BAHMS
nepcoHasia
EKC - Cnenuavct no Kaapam
- MeHeKep 1o nepcoHany
OKIIATP 26583 Crernuanuct 1no Kajapam
OKCO 5.38.03.02 [MeHemKMeHT
5.38.03.03 |[YnpaBieHue nepcoHaom

3.6.1. TpynoBasi pyHkums



https://normativ.kontur.ru/document?moduleid=1&documentid=393365#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=122405#l1
https://normativ.kontur.ru/document?moduleid=1&documentid=286683#l0

HaumenoBanmue[Pazpabotka Kon [F/01.6 YpoBeHb (10 1ypOBEHB)

KOPIOPaTUBHOM KBaTM(UKAITTT
COLIMAJILHOM ITOJIUTUKA

[Ipoucxoxnenue |OpuruHan X [3auMcTBOBaHO U3
TPYAOBOM OpUTHMHAaNA
byHKIIUN

Kon opurnnana PeructpaiiioHHBIN
HOMED
po¢eCCHOHAIIBHOTO
cTaHjapra

TpynoBbie 1EHCTBUS

PazpaboTka KOPIOPATHBHBIX COIMAIBHBIX MPOTPaMM

Pa3zpaboTKa CUCTEMBI BHIIUIAT PAOOTHUKAM COIIMAIBHBIX JIHIOT
OpraHu3anus B3auMOJEHCTBUSA C MIPEICTABUTEIbHBIMUA OpraHaMU
[paOOTHUKOB, OOIIECTBEHHBIMH OpraHU3alUsIMU, C
rOCY/IapCTBEHHBIMU OpraHaMH

[TonroToBka mpeIoxkeHui mo GopMupoBaHuio Or0pKeTa B 00IacTh
oOecrieueHHs KOPIOPATHBHOM COIMAIILHOM MOJIUTUKU

HeoOxonnMble ymeHUs

OnpenensTh meJeBbIe TPYIIITBI IEPCOHAIA IS Pa3pabOTKH
CHEIMATM3UPOBAHHBIX COITMAIBHBIX TPOTpaMM

JloBOAMTH HH(DOPMAIIHIO O CONMATBHBIX MPOTPaAMMaXx J0 IEJIeBBIX
[Py epcoHaja ¢ UCMOJIb30BaHNEM HHCTPYMEHTOB BHYTPEHHUX
KOMMYHUKaIUW

Br16upaTh KpUTEPUU U OMIPENIEISITh YPOBHHU yIOBIETBOPEHHOCTH
repcoHaa

crionib30BaTh MaTepruaIbHbIC U HEMATePHATBHBIC CHCTEMBI,
MeTOIbI ¥ (DOPMBI MOTHBAIIUY B YIIPABJICHUH MTEPCOHATIOM
OrnpeaensaTb 00bEMbI CPEACTB ISl peaTu3aliK COIUATBHBIX
rapaHTUil, KOPIOPATUBHBIX JILTOT U MHBIX SJIEMEHTOB
KOPIIOPATHBHBIX COIUATBHBIX MTPOTpaMM it (HOPMUPOBAHHUS
0IOIKETOB

CoCTaBJIsATE U KOHTPOJHUPOBATH CTAaTbH PACX0J0B Ha COIIMAJIBHBIC
IIpOTpaMMBbI JJI1 TINIAHUPOBAHU S GIO,E[)KCTOB

[Ipon3BOINTE MpeBapUTEIbHBIE 3aKYIIOUHBIE TPOLIEYPHI U
oopmieHre COMyTCTBYIONIEH TOKYMEHTALMU 110 3aKII0UYEHUI0
JTOTOBOPOB

PaGoTtath co crienuanu3upoBaHHBIMUA HWH(OPMALOHHBIMU
crcTeMaMHt, IIU(PPOBBIMU YCIIYyTaMH U CEPBUCAMHU T10 YIIPABJICHUIO
[epCOHAIIOM B 00JIaCTH KOPIOPATUBHOM COIMATTLHOM MOJTUTHKH

DopMUpOBaTH MPEUIOKESHHSI 10 ABTOMATU3AIIUU U IU(PPOBU3ALIUN
rporiecca pa3pabOTKH KOPIOPATUBHOU COIMATBHOM MOJTUTHKA




ObecneunBaTh cOOIIOACHNE TPEOOBAHMIA 3aKOHOIATEIHCTBA
Poccutickoit denepauu 1 KOPIOPATUBHBIX MOJUTHK pabOTOAATEIIS
B 001acTH 00pabOTKH MEPCOHATBHBIX TAaHHBIX U
KOH(pUACHIIMAIbHON HH(OpMaIun

Bectu 1€10BYyI0 IEPENNUCKY

Co01r01aTh HOPMBI ATHKHU JIEJIOBOT'O OOIICHHS

HeoOxoauMble 3HAHUSA

[TopsimoK U METO.BI Pa3pabOTKH IJIAHOB U MPOTPAMM COLIMATIBLHOTO
[pa3BUTHsI OpraHU3aLUU

MeTo/1p! aHaIM3a BHIIOJTHEHHS COLMATIBHBIX IIPOTPaMM H
oTIpeIeNIeHUs] X SKOHOMUYECKOH 3(h(heKTHBHOCTH

Cuctembl, METOBI M (POPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUs TPYJla IEPCOHAIIA

TexHonoruu u MetTopl HOPMUPOBAHMS U KOHTPOJISI OI0JKETOB

MGTOI[BI IMPOBCACHUA CONOJIOTHICCKUX HCCHGI[OB&HI/II)L HU3YUCHUA
OﬁIlIeCTBeHHOFO MHCHUA

TeXHOI0rnH, METOABI U METOIUKY IIPOBEICHUS aHAIIN3A U
CHUCTeMAaTH3allK JOKYMEHTOB U HH(pOpMaliu

[Topsiiok poBeAeHHsI 3aKYIIOYHBIX MPOLIETyp U 0opMIIeHUs
CONYTCTBYIOIIEH JOKYMEHTAIMU

(OCHOBEI HpOHSBOI[CTBCHHOﬁ ACATCIIbHOCTHU OpPraHru3aniun

(OCHOBBI O0IIEH M COLMAIILHOM IICUXOJIO0THH, COLIMOJIOTHH 1
[ICHXOJIOTUH TPY/a

CTpyKTypa, IeNIH, CTPATEr sl U TIOJMTHKA OPTaHU3AI|H 10
[epcoHaTy

TaprdHO-KBaTU(DHUKAITMOHHBIC CIIPABOYHUKH PadOT U mpodeccuit
pabovrX 1 KBATU(UKANUOHHBIC XapaKTEPUCTUKH JOJKHOCTEH
CIIy)KaluXx, npodeccruoHalbHbIe CTaHIAPTHI

Criennainu3upoBaHHble HH(OPMaLMOHHBIE CUCTEMBI, IU(POBBIE
YCIYTH U CEPBUCHI IO YIPaBJIEHUIO IIEPCOHAIOM B 001aCTH
KOPHOpPaTUBHOW COLIMAIbHON MOJUTUKHU, TPAHUIIBI UX TPUMEHEHHUS

OCHOBHBIE METPUKH U aHATUTUYECKHE CPE3BI B 00JIACTH
KOPIOPAaTUBHOM CONMAJIBbHOW MOJUTHUKHU

HopMaTuBHBIE IPaBOBBIE AKThI, ONPEAEIAIOIINAE HOPMBI TPYAOBOIO
MpaBa

(OCHOBBI HAJIOTOBOT'O 3aKOHO1aTesIbeTBa Poccuiickoil denepan

HopMmaTtuBHBIE TPaBOBBIE aKThl, PETyJIUPYIOIINE MpaBa U
00513aHHOCTH F'OCYAapCTBEHHBIX OPTaHOB, PEJCTABUTEIbHBIX
OpraHoB paOOTHUKOB

3akoHonarenscTBO Poccuiickoit Penepanny 0 NEPCOHAIBHBIX
ITAHHBIX

UTokasibHbIE HOPMATUBHBIE aKThl OPraHU3allUN, PETYIUPYIOIIHE
MopsiI0K (OPMUPOBAHHS COIMATTLHON MOJIUTUKU

[TopsiTOK 3aKIIF0OUEHUS TOTOBOPOB (KOHTPAKTOB)

[IpaBuiia BejeHUS 1€T0BON NEPETHUCKU

HOpMBI O9THUKH JCJIOBOT'O O6H_ICHI/IH

JIpyrue
XapPaKTCPUCTHUKNU




3.6.2. TpynoBasi pyHkums

HaumenoBanue|Peanuzanus Kon [F/02.6 YpoBeHb (II0ypOBEHD)

KOPIOPAaTUBHOM KBaTM(UKAITTH
COLIMAJILHOM ITOJIMTUKA

[Ipoucxoxnenue |OpuruHan X [3auMcTBOBaHO U3
TPYAOBOM OpUTHMHAaNA
byHKIIUU

Kon opurnnana PeructpaiinoHHbIN
HOMEP
po¢eCCHOHAIBHOTO
CTaHJlapTa

TpynoBble 1EHCTBUS

BHepeHne KOpnopaTUBHBIX CONUAJIBHBIX TPOrpaMM

Peanu3anusi CUCTEMBI COLUATBHBIX JIBIOT, BBIIJIAT PAOOTHUKAM C
yaeToM TpeboBaHM 3aKOoHOaTeNbCTBA Poccuiickon depepanun
OLeHKa yIOBIETBOPEHHOCTH NIEPCOHAIa KOPIIOPATUBHOU
COLIMAJIBHOW MTOJIMTUKOMN

Onenka 3p(HeKTUBHOCTH MEPONIPUATUI KOPIIOPATUBHOM
COLIMATIbHOW MOJMTUKU

[loaroToBKa NMpeUIOKEHNN 110 COBEPIIEHCTBOBAHUIO MEPOIIPUATHN
KOPIOPaTUBHOW COLMATIbHON MOJUTHKU

[ToaroroBka npeioxeHui mo GopMUPOBAHUIO OO/ KETa Ha
[peaJn3alio KOPIIOPATUBHOM COLIMAJIBHOM MOJIMTUKH U COLIMATIbHBIX
[porpaMm

Heo6xonumble yMeHUS

PaccunThIBaTh 3aTpaThl HA IPOBEACHUE CIIELUAIU3UPOBAHHBIX
COIMAIIBHBIX MTPOTPAMM

[IpoBOAUTH MOHUTOPUHT YCIIEIIHBIX KOPIIOPATUBHBIX COLMAIbHBIX
[pOrpamMm

[IpoBOIUTH MEPONPUATHS B COOTBETCTBHH C KOPITOPATUBHOM
COIIMAJIbHOM MOJTUTUKOMN

OrnpeaensaTh 1meyieBble TPYIIBI epcoHaa s CO3aHus
CHEIMATM3UPOBAHHBIX COITMAIBHBIX TPOTpaMM

OrnpenesaTb KPUTEPUH U YPOBHH YAOBJIETBOPEHHOCTH NIEPCOHANA

Onpenensite 3QPEeKTUBHOCTE MEPONIPHUITHIA pean3yeMoi
KOPIOPAaTUBHON COIMAIBbHON MOJTUTHUKHU

OpraHu3oBbIBaTh B3aUMOJICHCTBUE C FOCYAaPCTBEHHBIMHU OpraHamH,
[IPECTaBUTEIbHBIMUA OpraHaMH paOOTHUKOB, OOIIIECTBEHHBIMU U

MHBIMH OPraHU3alusMU 110 BOITpOCaM pEainu3alun KOpHOpaTI/IBHOﬁ




COLIMAJILHOM ITOJIMTUKA

AHaJ'II/ISI/IpOBaTB PBIHOK YCIIYT IO OCYINCCTBIICHHIO COIMAIBHBIX U
CIICHIUAJIM3UPOBAHHBIX ITPOrpaMMm COHHaHLHOﬁ MOoAACPIKKHU YJICHOB
LCJICBBIX I'PYHIT U TOTOBUTH MPCAJTOKECHUSA 110 UX IMMOCTAaBIIMKaAM

[Ipon3BOINTE IpEABAPUTEIbHBIE 3aKYIIOUHBIE TPOLIEYPHI U
0QOPMIIATH COMYTCTBYIOIIYIO JOKYMEHTAIIUIO 10 3aKJIF0UEHUIO
TOrOBOPOB

PaGoTaTh cO crenuaIu3MpOBaHHBIMUA UH(POPMALMOHHBIMU
crcTeMaMH, IIU(PPOBBIMHU YCIIYyTaMH U CEPBUCAMH T10 YIIPABJICHUIO
[IEpCOHAJIOM B 00JIaCTH KOPIIOPATUBHOMN COIMAIBHOMN IMOJIMTUKU

ObecneunBaTh cOOIIOAEHNE TPEOOBAaHUN 3aKOHOAATENbCTBA
Poccuiickoit @enepannu 1 KOPIOPATUBHBIX MOJUTHUK B 007IaCTH
00pabOTKH NIEPCOHANBHBIX JaHHBIX U KOH(DUICHIIUATBHOMI
HbOopMau

Bectu ACJIOBYIO IICPCIUCKY

Co01101aTh HOPMBI ATHKH JIEJIOBOTO OOIICHHS

Heo0xoauMble 3HAHUS

MeTo/Ibl aHaIM3a BBITOJIHEHNS] KOPIIOPATUBHBIX COLIMAIBHBIX
[TPOrpaMM U OTIPEICICHUS MX YKOHOMUYIECKOM A(h(HEKTHBHOCTH

CI/ICTGMI)I, MCTO/FbI, (1)0pMI>I MaTCpraJIbHOIO0 1 HCMATCPUAJIbHOT'O
CTUMYJIMPOBAaHUA TpyJa ICPCOHAIA

MCTOIH)I IMPOBCACHUA COUNOJIOTHICCKUX I/ICCJIGI[OBElHI/Iﬁ, HU3YUCHUA
OﬁIlIeCTBeHHOFO MHCHUA

TCXHOJIOFI/II/I, MCTOABI U MCTOAWKH ITPOBCACHUA aHAJIn3a U
CUCTCMATHU3alUN JOKYMCHTOB 1 I/IHq)OpMaLII/II/I

HopmaTuBHBIE IPABOBBIE AKTHI, PETYJIMPYIOLIUE IIPaBa U
00513aHHOCTH FOCYIapCTBEHHBIX OPraHOB, IIPEJICTABUTEIbHbIX
OpraHoB paOOTHHUKOB 110 IPEJOCTABICHUIO YUYETHON JOKYMEHTAINH

[Topsitok IpOBEACHMSI 3aKYIIOYHBIX MPOIIETyp U 0hopMIIeHUS
CONYTCTBYIOIIEH JOKYMEHTAIlUU

CTpyKTypa, 111, CTpATerus U MOJIUTUKA OPTaHU3allUU 110
[IepCOHAIY

TapudHo-kBanMpUKaMOHHBIE CIIPABOYHUKH paboT U npodeccuii
pabounx 1 KBaTU(PUKALMOHHBIE XapaKTEPUCTUKU JOIKHOCTEH
CIIy>Kallux, NpodeccruoHalIbHbIE CTaHIApThI

(OCHOBEI HpOI/I3BO,Z[CTBCHHOI>'I ACATCIIbHOCTHU OpTraHn3alun

(OCHOBBI O0IIIEH M COLMAIBLHOM IICUXOJIOTHH, COLIMOJIOTHH 1
[CUXOJIOTUH TPYyJa

Crieninanu3upoBaHHbIe HH(OPMAaIMOHHBIE CHCTEMBI, IU(pOBBIE
[YCIIYTH U CEPBUCHI 110 YIPABICHHUIO IEPCOHATIOM B 00JIaCTH
KOPHOPATHBHOW COIMATBHON MOJUTUKHU, TPAHUIIBI X TPUMEHEHUS

OCHOBHbBIE METPUKU U aHAJIMTUYECKHE CPE3bI B 00J1aCTH
KOpPIOpPaTUBHOW COLMAIbHON MOJUTHKU

HopMaTuBHbIE TpaBOBBIE aKThI, ONPEAEIISIONINE HOPMBI TPYAOBOIO
paBa

(OCHOBBI HAJIOTOBOTO 3aKOHOJ1aTesibeTBa Poccniickoil denepanyu

3axoHonarenscTBO Poccuiickoit deneparnu o nepcoHanbHBIX

JTAHHBIX




UIokanpHBIE aKThI OPraHU3aLUU, PETYIUPYIOLIUE OPII0K
BHEAPEHMsI COLIMATBHOM MOJUTHKU

[lops/10K 3aKJIFOUEHUS T0TOBOPOB (KOHTPAKTOB)

HopMbI 3THKH J1€I0BOT0 OOLIEHMSI

J[Ipyrue -
XapaKTepUCTUKU
3.6.3. TpynoBasi pynkums
HanmenoBanue|/A IMUHUCTPHPOBAHUE Kox |F/03.6 YpoBeHsb (I01ypoBeHb) (6
[TPOLIECCOB KBaJIM(pUKALIH
KOpPIOpPaTUBHOM
COLMAJIbHOM MOJUTHUKYU U
COOTBETCTBYIOIIETO
ITOKyMEHTO000pOTa H
[Ipoucxoxnenue |OpuruHan X [3auMcTBOBaHO U3
TPYIOBOH OpUTHHAIA
byHKIIUN
Kon opurnnana PeructpaniioHHbIN
HOMEp
npodeccuoHaIbHOIO
CTaHJapTa

Tpynoseie nerictBus [ IoaAroToBKa NpeasioKeHN 0 Pa3BUTHIO KOPIIOPATUBHOM
COLIMAJIbHON MTOJIMTUKU

[ToaroroBka MpeIoKEHNN MO 00ECTIEYEHUI0 COOTBETCTBUS
KOPIIOPAaTUBHOM COIMAILHOM MOJUTUKU TPEOOBaAaHUAM
3akoHomarenscTBa Poccniickoit denepanuu U yciIoBUsSM PhIHKA
Tpyna

JloKyMeHTallMOHHOE 0(hOpMIICHHE PE3YJIbTaTOB KOPIIOPATUBHOM
COLIMAJIbHOY MTOJIMTUKHU

JIOKyMEHTallMOHHOE U OPraHU3aLMOHHOE COIIPOBOKICHUE
MEpPONPHUIITHI KOPIIOPATUBHON COLIMAIBHON MOJINTUKHU

[TonroroBka n 06pabOTKa 3aPOCOB U YBEIOMIICHHUH 0 pabOTHHUKAX B
rOCy/lapCTBEHHbIE OPTaHbl, IPEACTaBUTEIbHbIE OpraHbl pAOOTHUKOB
[10 BOIIPOCAM COLMAIbHON ITOJIMTUKU B OTHOLLIEHHUH IIEpCOHAIA
COIpoBOXK/IEHHE JOTOBOPOB 10 OKA3aHHUIO KOHCYJIBTAIIMOHHBIX U
H(GOPMAIIMOHHBIX YCIYT MO peaTr3alii MEpOpUsITHH
KOPIIOPAaTUBHOM COIMAIbHON MOJUTHUKY, BKITIOYAs
[IpeABaPUTEIIbHBIE ITPOLIEYPHI 110 UX 3AKIHOYCHUIO




Heo0xoaumMblie yMeHUs

OdopMIIATh TOKYMEHTHI TI0 BOTIPOCAM KOPIIOPATUBHON COLMAIBHOM
[TOJINTUKH, IPEOCTABIIIEMBIE B TOCYAAPCTBEHHBIC OPTaHbl,
[IpeICTaBUTENIbHBIE OPTaHbl pAOOTHUKOB

AHAJIM3UPOBATh MTPaBUIIA, TOPSIKH, MPOLIEAYPhl KOPIIOPATUBHOM
COLIMAJILHOM ITOJIMTUKA

OOecreunBaTh JOKYMECHTAIHOHHOC COIIPOBOXKIACHUEC COHH&HLHOﬁ
TTOJIMTUKKW B OTHOIICHWH IICPCOHAJIA

OpraHu30BbIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBHUHU C
TpeOOBaHUSAMHU apXHUBHOTO 3aKOHOIATEeNbCTBA Poccuiickoii
Denepanyy 1 JOKaIbHBIMU aKTaMH OPraHU3aluu

[Ipon3BOIUTE MpeaBapUTEIbHBIEC 3aKYIIOUHBIE TPOLIEYPHI U
0(OPMIIATH COMYTCTBYIOIIYIO IOKYMEHTAIIMIO 0 3aKIIOUCHHIO
TOTOBOPOB

PaboTaTh ¢ HHPOPMALTMOHHBIMU CHCTEMAaMH, IIU(PPOBBIMH YCITyTaMH
M cepBHCaMH TI0 BOIPOCaM KOPIIOPATUBHON COIMAIBHON TOJIMTHKH
B OTHOILICHHH MIEPCOHATA

dopMUpOBaTH MPEITIOKESHNE TI0 ABTOMATH3AINU U TUDPOBU3AIIH
poriecca JOKyMEHTO000pOTa, CBA3aHHOTO C pealln3aluei
KOPIIOPATHBHOM COIMAIBHOMN IMOJIMTHKU

O6ecrieunBaTh COOJIIOICHNE TPEOOBAHMIA 3aKOHOAATEIHLCTBA
Poccuiickoit denepanuu 1 KOPIOPATUBHBIX MOJIUTHUK B 001aCTH
00pabOTKH NEPCOHATBHBIX TAHHBIX U KOH(PHUICHIIMAIbHON
nHpOpMaIun

Bectu ACJIOBYIO IICPCIUCKY

Co01101aTh HOPMBI ATHKHU JIEJIOBOTO OOIICHHS

Heo0xoauMble 3HaHUS

HOpH,Z[OK OQ)OpMHeHI/IH, BCACHHUA U XpAHCHUA JOKYMCEHTAIUU 110
COIII/IZU'IBHOfI IOJIMTUKE B OTHOIICHHWH IIEPCOHAJIA

[Topsinok hopmMupoBaHHS, BeJeHNs 0a3bl JAHHBIX U MTPEACTaBICHHS
OTUCTHOCTH 110 BOIIpOCaM COIII/I&JIBHOﬁ IIOJIMTUKHU B OTHOIIICHUN
nepcoHaa

TCXHOJ'[OFI/II/I, MCTOABI 1 MCTOAWKH ITPOBCACHUA aHaJIn3a U
CUCTCMATHU3alUN JOKYMCHTOB 1 I/IHq)OpMaLII/II/I

(OCHOBEI I[OKYMCHTOO60pOTa U JOKYMCHTAIITMOHHOTI'O obecrnieueHUs

TapudHo-KBanMpUKAMOHHBIE CIIPABOYHUKH padOT U npodeccuii
pabounx 1 KBaTU(PUKALMOHHBIE XapaKTEPUCTUKH JJOJKHOCTEH
CIIy)Kallux, NpodeccruoHalIbHbIE CTaHAApPThI

[Topsitok IpOBEACHMSI 3aKYIIOYHBIX MPOIIETyp U 0hopMIIeHUS
CONYTCTBYIOIIEH JOKYMEHTAIUU

Crieninanu3upoBaHHbIe HH(OPMAIIMOHHBIE CHCTEMBI, IU(pOBBIE
[YCIIYTH ¥ CEPBHUCHI B 00JIACTH COIMATBLHOM TOJUTUKHU B OTHOIIICHUH
[epCcoHaJIa, TPAaHULIBI UX TPUMEHEHUS

HopMaTuBHBIE TPaBOBBIE AKThI, ONPEAEIIAIOIINE HOPMBI TPYAOBOIO
paBa

(OCHOBBI apXMBHOTI'0 3aKOHOJATEIbCTBA 1 HOPMAaTUBHBIE IIPABOBBIE
akThl Poccuiickoit denepanuu B 001acTy BeACHUS TOKyMEHTALUU
[10 IEPCOHAILY

(OCHOBBI HAJIOTOBOT'O 3aKOHO1aTesIbcTBa Poccuiickoit denepanuun




HopMaTuBHbIE IPaBOBBIE AKThI, PETYJINPYIOLINE IIPaBa U
00513aHHOCTH rOCYIapCTBEHHBIX OPraHOB, IIPEICTABUTEIbHBIX
OpraHoB paOOTHHUKOB 10 IPEJOCTABICHUIO YUYETHON JOKYMEHTAIMU

3akoHoaTenbCcTBO Poccuiickoi Denepainu 0 MepCOHaATbHBIX
TAHHBIX

JlokanbHblE HOPMATUBHBIE aKThl OPraHU3ALIMH, PETYIHPYIOLINE
[MOPSI0OK BHEAPEHUS KOPIOPATUBHOM COLUMAIIBHON IMOJUTUKHU U
COLIMAJIBHBIX TPOrPaMM

[lops/10K 3aKJIFOUEHUS T0TOBOPOB (KOHTPAKTOB)

Hopmbl 5THKM 1€710BOT0 OOIIEHUS

[IpaBuia BeeHUs JEI0BOM NEPENUCKU

JIpyrue -
XapaKTEPUCTHKH
3.7. O600meHHas TpyaoBass PyHKIUS

HanmenoBanune/OnepaioHHOE yIpaBiIeHUe Kon (G| VYposens kBamudukanuu |7

[IEPCOHAIIOM U CTPYKTYPHBIM

o/jpa3aeeHueM OpraHu3alum
[Tpoucxoxaenue OpuruHan X  [3aMMCTBOBaHO
0000IIIEHHON TPYIOBOM 13 OpUTHHAJIA
byHKIIUN

Kon PerucrpanmonHslii
OpHUTHHAaJIA HOMED
npodeccrnoHalbHOTO
cTaHaapra

Bo3MoxHbIe PykoBOuTENb CTPYKTYPHOTO MOApa3AEICHUS
HanMEHOBAaHUS HauanpHUK CTPYKTYPHOTO MOPA3ACIICHHS
ITOJDKHOCTEH,

npodeccuit

TpeGoBanms K
00pa3oBaHUIO U
00yJIeHUIO

Briciiee oOpa3zoBaHue - MarucTparypa

1Zmzt

Briciiee oOpa3zoBanue (HepouiIbHOE) - MarucTparypa u
ITONOJTHUTEbHOE NMPOo(dhecCHOHAIbHOE 00pa30BaHUE - TPOTrPAMMBI
MpodeCcCuOHAIBHON TTEPENOJATOTOBKH B 00JIaCTH YIIPABJICHUS
[EepCOHATIOM HJIM SKOHOMUKHU TPYa UIIM MEHEKMEHTA

TpebGoBaHMsI K ONBITY

He menee nsatu et B 006JaCTH ynpaBieHUs] IEPCOHAIOM




NPaKTUYECKON pabOThI
OcoObIe yCIIoBHs
orrycka K pabore

Jlpyrue -
XapaKTEPUCTHKU
J{ONOJTHUTE/IbHbIE XAPAKTEPUCTUKH
HaumenoBanue Kon HaumenoBanue 6a30B0ii rpyImibl, JOJKHOCTH
JIOKYMEHTA (mpodeccun) nau CnenuanbHOCTH
OK3 1212 Y ipaBiisitoliye TpyAOBbIMHU pecypcaMu
EKC - HavansHuk otena kaapon
- HauanpHuK oT/I€7a OpraHu3alluy ¥ OIUIaThl TpyJa
- HauanbHUK OT/IeN1a TOJATOTOBKY KaJpOB
OKIIATP 24696 HauansHuk oTaena (ynpaBieHUs KaapaMu U
TPYJOBBIMU OTHOIICHUSIMH )
24705 HauansHuk oTaena (QyHKIMOHAIBHOTO B MPOYUX
00J1aCTSAX ACSATEIHHOCTH)
OKCO 5.38.04.01 [OxoHOMHKA
5.38.04.02 [MenemxMeHT
5.38.04.03 |YnpaBieHue nepcoHaIoM
3.7.1. TpynoBas pyHKuusi
HaumenoBanuePa3paboTka cucteMsl Kon |G/01.7 VYpoBeHsb (1101ypoBeHb) |/
OIIEPALIMOHHOTO KBaJTM(pUKAITIH
YIIpaBJICHUS TIEPCOHAIOM
1 paboOTON CTPYKTYpPHOTO
[OJIpa3IeeHuUs
OpraHu3aIuu H
[Tpoucxoxaenue [OpuruHaiz X [BaumMcTBOBaHO U3
TPyZIOBOM OpUrnHaia
byHKIIUU
Kon opurunana PeructpaniioHHBIN
HOMED
npodeccnoHanTbHOTO

CTaHJapTa


https://normativ.kontur.ru/document?moduleid=1&documentid=393365#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=122405#l1
https://normativ.kontur.ru/document?moduleid=1&documentid=286683#l0

TpynoBbie 1eCTBUS

Pa3paboTka MaaHoOB, MPOrpaMM U MPOIEAYp YIPABICHUS
[1EpCOHAIOM

[TocTaHOBKa ONEPAaTHBHBIX IIEJIEH 110 BOIPOCAM yIPABICHUS
[epcoHAIOM

PazpaboTka mpeiokeHuil o CTPYKType MoApa3AeiaeHus U
OTpeOHOCTH B IIEPCOHATIE

Pa3paboTka npeaokeHuit mo 00eCcrneueHnuto KaJpoBon
0€301MacHOCTH, 00ECIICYCHHUIO TIEPCOHATIOM, (POPMUPOBAHUIO CUCTEM
OLICHKH, PA3BUTHA, OPraHU3allli U OIJIAThl TPyAdad, KOPIIOPATUBHBIM
COIMAIbHBIM IIPOrPAMMaM M COIHATIbHOM MOJIUTHKE

PazpaboTka mpeiokeHuit o 3aTpaTax 1 GOpMUPOBAHUU OIO/IKETA
Ha [epcoHa

KoHTpOIb HCTIOTHEHUs OF0KeTa (POH/Ia OTUIAThI TPY/A,
CTUMYJIMPYIOIIMX U KOMIIEHCAIIMOHHBIX BBITLIAT

Pa3pa60TKa npezmoxceHHﬁ I10 3aKJIFOUYCHHIO JOTOBOPOB B obnactu
YIIpaBJICHUA IICPCOHAIOM C MOCTABIIUKAMH YCIIYT U IIPOBCACHHUC
IIPCABAPUTCIIbHBIX ITPOUCAYP 11O UX 3aKJIHOYCHHUIO

HeoOxonuMble ymeHUs

Opranu3oBbIBaTh padOTy NEepPCOHANIA CTPYKTYPHOIO OAPA3ACIICHUS

OmnpenensaTs 3a1a4u IepcoHaa CTPYKTYPHOTO MOIpa3/ieieHus
MCXOJ15 U3 1IeJIel U CTpaTeruu OpraHu3aliu

Co3aBaTh M ONIUMCBIBATH OPraHU3ALMOHHYIO CTPYKTYpY, LIEJIH,
3ajaun, QYHKIUU CTPYKTYPHOTO MOAPA3IEIECHUs

HpI/IMeHSITI) MCTOABI YIIPABJICHUA MCKIIMYHOCTHBIMH OTHOIICHUAMU,
(I)OpMI/IpOBaHI/IH KOMaH/, pa3BUTUA JIMACPCTBA H UCITIOJIHHUTCIIbHOCTH,
BLISIBJICHUS TAJIAHTOB, OIIPCACIICHUA YAOBJICTBOPCHHOCTU pa6OTOﬁ

OnpenensTs, aHaIU3UpOBaTh, MOAEINPOBATH U BEICTPAaUBaTh
BHYTPEHHUE KOMMYHHUKAIIMH IIEPCOHAIA

PazpabaThIBaTh MPOEKTHBIE MPEAIOKEHHS U MEPONIPUATHS 1O
MOBBIIEHUIO AP (EKTUBHOCTH pabOTHI TEpCOHANA

BHeILpHTB CTPATCTHUIO YIIPABJICHUS IICPCOHATIOM

CocTaBnATh, paCCUNTHIBATh, KOPPEKTUPOBATH U KOHTPOJIUPOBATH
CTaThbU PAacXo0/10B HA EPCOHAN, pa3pabaThIBaTh MPEATOKEHHS 11O
3aTpaTam Ha nepcoHai Juist popmMupoBaHus Or0IKeTa

[IpencraBisTe HHTEPECHI OPraHU3ALUN U BECTU NIEPETOBOPHI C
[PEICTaBUTEIIbHBIMUA OpraHaMH paOOTHUKOB, B3aMMO/IEHCTBOBATh C
rOCYJapCTBEHHBIMH OPraHU3ALHSIMHU

AHaM3MPOBaTh MH(OPMALIHMIO O TOCTABIIUKAX YCIYT B 0071aCcTH
YTIpaBJIEHUs IEPCOHAJIOM U 00 YCIOBUSIX 3aKJIFOYAEMBIX I0TOBOPOB

[[pon3BOUTE MIpEeABAPUTENbHBIE 3aKYIIOYHBIE IPOLEAYPHI U
0(QOPMIIATH COMYTCTBYIOIIYIO JOKYMEHTAIIUIO TI0 3aKJIF0UEHHUIO
TOTOBOPOB

OpraHn30BbIBaTh U IPOBOJUTE KOPIIOPATUBHBIE MEPOTIPUATHS C
[IEpCOHAJIOM

PaboTaTh ¢ HHPOPMAITMOHHBIMU CUCTEMAaMHU, IIU(PPOBBIMH yCITyraMH
11 cepBHCaMU IO BOIIPOCAM YIIPaBJICHUS IEPCOHATIOM B 4acTU

OINCPAIMOHHOI'O YIIPABJICHHUSA IICPCOHATIOM U pa6OTBI CTPYKTYPHOI'O




[0 Ipa3IeJICHUS

DopMHUPOBATH MPEIOKCHUS O PEATU3AIUN MEPOTIPHSITHH 110
00ecreueHrI0 He0OX0IMMOTO YPOBHSI KaIpOBOM O€30IMaCHOCTH

DopMHUPOBaTh MPEITIOKESHUS IO ABTOMATH3AIMH U U(DPOBU3ALIUU
[Iporiecca ONneparuoHHOTO YIIPaBJICHHUs IEPCOHAIOM U paboTon
CTPYKTYPHOTO TOJIPa3/ICICHUS

O6ecrieunBaTh COOJIOICHNE TPEOOBAHMIA 3aKOHOAATEIHLCTBA
Poccutickoit denepauu U KOPIOPATUBHBIX MOJUTHK B 00J1aCTH
00pabOTKM EPCOHABHBIX JAHHBIX U KOHPUACHIIUATHLHON
nHpOopMaIun

Bectu 1enoByro nepenucky

Co01101aTh HOPMBI 3THKH JIEJIOBOTO OOIICHHS

Heo0xonuMble 3HaHUS

MeTo1b1, crI0cOOBI M HHCTPYMEHTBI YIIPaBICHHS TIEPCOHATIOM,
oOecrievyeHns KaJIpoBOi 0E€30MacHOCTH

HGJ'II/I, CTpaTCrus pa3BuTUg U Ou3Hec-IUIaH OpraHnu3anmunu

CornuanbHas MOJIMTUKA, KOPIIOPATUBHAS KYJIbTYpPa, MOJIUTHKA
yIIpaBJIeHUS] IEPCOHAIIOM OpraHU3aAlNH

MeToapl aHaIN3a KOJTMYECTBEHHOTO ¥ KAYECTBEHHOTO COCTaBa
nepcoHasa

CucTeMbl CTaHAAPTOB MO OU3HEC-TIpolieccaM, MPoeccusiM, HOpMaM
rpyna

Cuctembl, METOBI M (POPMBI MATEpUAIBHOTO U HEMATEPUAIbHOTO
CTUMYJIMPOBAHUS TPYJla IEPCOHAIIA

TexHosnornu u MeTobl HOPMUPOBAHMSI U KOHTPOJISI OF0JKETOB

[Topsitok IpoBeeHHsI 3aKYIIOYHBIX MPOLIETyp U 0opMIIeHUs
CONYTCTBYIOIIEN JOKYMEHTAIlMU

(OCHOBEI HpOI/I3BO,Z[CTBCHHOI>'I ACATCIIbHOCTU OpTraHHu3allun

(OCHOBBI O0IIEH M COIMATILHOM IICUXOJIOTHHU, COLIMOJIOTHH 1
[CUXOJIOTHH TPYJa, SKOHOMHKH Tpy/a, 6€30MacHbIX YCIOBUM Tpyaa

OpraHu3allioHHAasi CTPYKTYpa OpraHu3aluu

TapudHo-KBaIMpUKAMOHHBIE CIIPABOYHUKH pabOT U npodeccuii
pabounx 1 KBaTU(PUKALMOHHBIE XapaKTEPUCTUKH JJOJKHOCTEH
CIIy)KalluX, NpodeccruoHalIbHbIE CTaHIapThI

Crieriuanu3upoBaHHble HH(POPMAIIMOHHBIE CUCTEMBI, TU(POBBIE
YCIIyTH U CEPBUCHI B 00JIACTH ONEPALIIOHHOIO YIIPABICHHUS
[epCOHATIOM M pabOTOH CTPYKTYPHOTO HOpa3IeIIeHUs], IPAHUIIBI UX
pUMEHEHHSI

(OCHOBHBIE METPUKH U AaHAJIINTUYECKUE CPE3BI CUCTEMBI
OTIEPAI[MOHHOTO YIIPABJICHUS IEPCOHATIOM U pabOThI CTPYKTYPHOTO
[10/1pa3IeJICHUs

HopMaTuBHbIE TpaBOBBIE AKThI, OMPEIEIIAIONINE HOPMBI TPYAOBOIO
paBa

(OCHOBBI ApXMBHOTO 3aKOHO/IATENLCTBA U HOPMATUBHBIE MPABOBBIE
akThl Poccuiickoit @enepannu B 0071aCTH BEACHUS JOKYMEHTAIIMT
10 IIEpCOHAY

(OCHOBBI HAJIOTOBOTO 3aKOHOAATeNbCcTBa Poccuiickoit denepanun

(OCHOBEI MUT'PANMOHHOI'0 3aKOHOJATCIILCTBA Poccuiickoii




Deneparyn B 0071aCTH NPUBJICYCHUS U TPYAOYCTPOHCTBA
MHOCTPAHHBIX IPaX/1aH U JMI O€3 rpaXk1aHCTBa

OCHOBBI aIMUHUCTPATUBHOIO 3aKOHOAATENbCTBA Poccuiickoi
Denepanun B 0071aCTH YIIPABICHUS IEPCOHATIOM M OTBETCTBEHHOCTH
TOJDKHOCTHBIX JIMILL

3akoHoaTenbCcTBO Poccuiickoit denepanuu 1no 3ammTe
[1EpCOHAJIbHBIX JaHHBIX

JlokabHbIE HOPMATUBHbIE AKThl OPraHU3aluy B 0071aCTH
yIIpaBJIEHUS] IEPCOHAIOM

[lops/10K 3aKJIFOUEHUS T0TOBOPOB (KOHTPAKTOB)

HopMbl 3THKH J1€I0BOT0 OOLIEHMSI

JIpyrue -
XapaKTEePUCTUKU
3.7.2. TpynoBasi pyHKums
HaumenoBauuelPeanuzausa Kon |G/02.7 YpoBeHb (oaypoBeHs) |7
OIEPALIMOHHOIO KBaJIM(pUKALIH
YIIpaBJICHUS IE€PCOHAIOM
1 pabOTHI CTPYKTYPHOI'O
[10/Ipa3/ieeHus
OpraHu3aIH n
[Ipoucxoxaenue |OpuruHan X [3auMcTBOBaHO U3
TPYZIOBOH OpUTHHANA
byHKIMHA
Kon opurnnana PerucrpanyioHHBIN
HOMED
npodeccuoHaIbHOIO
CTaHJapTa

Tpynoseie nericteus  |[lTaHMpoBaHKE NEATEIBHOCTH CTPYKTYPHOIO MOAPA3IACICHUS U
repcoHaia

OnepaTuBHOE yIpaBlIeHHE IEPCOHAIOM CTPYKTYPHOTO
[0/1pa3eJICHUs] OpraHU3alu

Pacuer 3aTpaT no nojipa3AeNeHuIo U MOArOTOBKA MPEIOKEHUH ISt
(hopMupoBaHus OI0KeTa

Pa3paboTka cTaHAApTOB IE€ATEIHHOCTH MOAPA3ACTICHUS U
yHU(UKALUS TPOLIECCOB

[IpoBeieHNE MHCTPYKTAKa IO OXpaHE Tpyia

[locTaHoBKa 3a/1a4 pabOTHUKAM CTPYKTYPHOT'O OJpa3AeseHus,




OIPCACIICHUC PCCYPCOB IJId UX BBIITOJHCHHA, KOHTPOJIb NCITOJIHCHU

Pa3paboTka nmpeioKeHni 1Mo yaydlIeHHIo moKa3aTesei
NESITEJIBHOCTH 110APA3 IEICHHUS

DopMupoOBaHUE OTYETOB O pabOTE CTPYKTYPHOTO MOAPA3ICTCHHUS

HeoOxonuMble ymeHUs

OmnpenensTe 30HbI OTBETCTBEHHOCTH U 3()(HEKTUBHOCTH pabOTHI
MepcoHalia CTPYKTYPHOTO MOIPA3IeNICHHs], PAaCIIPEACIATh 3a/1a41 1
oOecreynBaTh MaTepHaIbHO-TEXHUIECKUE PECYPCHI I UX
MICTIOJTHEHUS

[IprMeHSTh METO/IBI OTIEPATUBHOTO YIIPABJICHUS TIEPCOHAIIOM
OpraHu3anyu, 00eCeueHUs KaJpoBoi 0€30MacHOCTH

KoHTpoIMpoBaTh NCIIONIHEHUE IOPYYEHUN U 3a/1a4, CBOEBPEMEHHO
KOPPEKTUPOBATH IUIAHBI U 3aJa41

Onpenensts nokazarenau 3pPpexTuBHOCTH pabOTHI IepcoHaa
[10/1pa3IeJIeHUs

YIpaBisiTe MOTUBALIMEN IIEPCOHAIIA, €TI0 BOBIEYEHHOCTBIO U
NIMCLIUTUIMHOM TpyJia

CocCTaBIIATh IJIaHbI AECSITEILHOCTU CTPYKTYPHOTO MOJpPa3IeICHUS
OpraHu3anyuu

CocTaBTh, PACCUUTHIBATH, KOPPEKTUPOBATH U KOHTPOJIUPOBATH
CTaThU PACXOJ0B CTPYKTYPHOTO MOpa3ieieHust sl popMUpoBaHUs
OIOKETOB

HpOI/ISBOI[I/ITB aHaJIu3 TeKymeﬁ ACATCIIbBHOCTU CTPYKTYPHOTO
OAPa3ACIICHNUA U BHCAPATDL MPOLCAYPHI IO €€ ONITUMHU3allun

HpeILCTaBJ'ISITL HHTCPCChI Opranu3ali U BECTU IICPETrOBOPEI C
roCyJdapCTBCHHBIMU OpraHaMu, NPCACTABUTCIIbHBIMU OpTraHaMiu
a00THHKOB I10 BOIIpOCaM II€pCOHAJIa

Bectu neperoBopsel ¢ MNOCTaBIIMKAMU YCIIYT 110 YCIOBUSM
3aKJII0YaEMBbIX JOTOBOPOB

[[pon3BOAUTE MTpEABAPUTENbHBIE 3aKYIIOYHBIE TPOLEAYPHI U
0(QOPMIIATH COMYTCTBYIOILYIO JOKYMEHTAIUIO 10 3aKJIFOUEHUIO
JTOTOBOPOB

[IpoBOIUTH ayIUT PE3yabTATOB PaOOTHI C NEPCOHATIOM

PaboTaTh ¢ HTHPOPMAITMOHHBIMU CUCTEMAaMHU, IIU(PPOBBIMU
CepBUCAMH 110 ONEPALIMOHHOMY YIIPABICHHIO IEPCOHATIOM U
ab0TOH CTPYKTYPHOT'O OJpa3IeICHUS

DopMUpoOBaTh NPEUIOKEHHS 110 aBTOMATU3alUU U IU(PPOBU3ALIUN
OIIEPALIMOHHOTO YIPaBJIEHUS IIEPCOHANIOM U PaOOTON CTPYKTYPHOTO
[o/1pa3iesIeHus

O6ecneunBaTh COOIOICHHIE TPEOOBAHU 3aKOHOIATEIHCTBA
Poccuiickoii deaepanuu 1 KOPIOPATUBHBIX MOJIUTUK B 00JIACTH
00pabOTKH NIEPCOHATBHBIX TAHHBIX U KOH(PHUICHIINAIBHON
H(bOopMaIu

Bectu n1enoByro nepenucky

C06J'IIOI[aTL HOPMBI OTUKHU ICJIOBOT'O O6IJ_ICHI/IH

HeoOxonnMele 3HAHUI

Teopuu ynpaBiaeHUsI IEPCOHATIOM M €0 MOTHBAIIUH

DOpMBI 1 METOJTBI OIICHKH TIEPCOHAJIA ¥ PEe3yJIbTATOB UX TPy/Aa

TexHoaorumn OICPATUBHOI'O YIIPABJICHUS IICPCOHAIOM OpraHnu3allun




Cuctembl, METOBI M (POPMBI MATEPUAIEHOTO U HEMAaTEPUAIBHOTO
CTUMYJIMPOBaHUs TPya NEpPCOHAIA

TexHonornu 1 MeTo 16l HOPMUPOBAHMSI U KOHTPOJISI OIOIKETOB

MeTo/b! yIpaBiieHus pa3BUTHEM U 3G GEKTUBHOCTHIO OpraHU3aIlnH,
MCTObI aHaJIn3a BBITIOJHCHUS IJIAHOB U IIPOrpamMm, ONpcACICHUA
X SKOHOMHUYECKOH 3()(HEKTUBHOCTH, METO/IbI 00CCIICUCHHUS
KaJIpOoBOI 0E30MaCHOCTH

DKOHOMUKA Tpy/Aa

Opranu3aloOHHO-IITATHAS CTPYKTYpa OpraHu3aluu

[losnTHKa yrpaBiIeHMs IEPCOHATIOM, KOPIIOPATUBHAS COLIMANIbHAS
[MOJIMTHKA, KOPIOPATUBHAS KYJIbTYypa

[{enu, cTparerust pa3BUTHs U OM3HEC-TUIAH OPraHU3alUU

MeToIMKY TUTaHUPOBAHKS U IPOrHO3UPOBAHHS OTPEOHOCTH B
nepcoHae

[lopsiaoK yperyaupoBaHus TPYAOBBIX CIIOPOB

TpebGoBanust U MpaBUIIa TPOBEJCHUS ayANTa PabOThI C IEPCOHAIIOM

DOpMBI COLIMAIBHOTO ITAPTHEPCTBA U B3aUMOJIEUCTBUS C
[1pECTaBUTEIbHBIMUA OpraHaMH PaOOTHUKOB U UHBIMU
OpraHu3anusIMu

[Topsox oopmiteHUs: KaJpOBbIX JOKYMEHTOB U MPHUAAHUS UM
FOPUANYECKON CHIIBI

TapudHo-KBaTMPUKALMOHHBIE CIIPABOYHUKH padOT U npodeccuit
pabounx U KBaIU(PUKALMOHHBIE XapaKTEPUCTUKU JOJKHOCTEH
CITy)KaluX, MpoheCCHOHATbHBIE CTAaHAAPTHI

[Topsitok IpoBeeHHsI 3aKYIIOYHBIX MPOLIETyp U 0opMIIeHUs
CONYTCTBYIOIIEN JOKYMEHTAIlMU

Crieninann3upoBaHHbIe HH()OPMAIIMOHHBIE CUCTEMBI, IU(POBBIE
[YCIIYTH ¥ CEPBUCHI 110 YIPABIICHUIO TIEPCOHATIOM, TPAHHUIIBI UX
[IPUMEHEHHUSI

OCHOBHI)IG MCTpI/IKI/I U aHAJIUTHUYCCKHC CpeSI)I CUCTCMBbI
OTIEPALIMOHHOTO YIIPABJICHUS TIEPCOHAIIOM U PA0OThI CTPYKTYPHOTO
[10/1pa3/ieICHUs

HopMaTuBHBIE IPaBOBBIE AKThI, OIPEAEIAIOIINE HOPMBI TPYZAOBOIO
MpaBa

(OCHOBBI ApXUBHOT'O 3aKOHO/IATENILCTBA U HOPMATHUBHBIE TIPABOBBIC
akThl Poccuiickoit deneparnu B 001acT BeCHUS TOKYMEHTAIIUN
[10 TIepCOoHaIy

(OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNbeTBa Poccuiickoit denepanun

OCHOBBI MUTPALIMOHHOTO 3aKOHOIaTeNbCTBA Poccuiickoii
Denepanuu B 00J1aCTH MPUBJICUCHUS U TPYIOYCTPOKUCTBA
MHOCTPAHHBIX TPaXkJIaH M JUI 0€3 rpa’kJaHCTBa

OCHOBBI aIMUHUCTPATUBHOTO 3aKOHOAATENbCTBA Poccuiickoi
Denepannn B 0071aCTH YIIPaBICHUS TEPCOHATIOM U OTBETCTBEHHOCTH
TOJKHOCTHBIX JIUIT

3akoHoaarenscTBO Poccuiickoit deneparuy o nepcoHalIbHbBIX
TAHHBIX

JIokanbHBIE HOPMATUBHBLIC aKThI OpraHnu3allii B obiactu




YIIpaBJIEHMs IEPCOHATIOM

(OCHOBBI IIPABOBOT'O PETYJIUPOBAHUS MTOPSIIKA 3AKITFOUCHHS
FPa’kKIaHCKO-TIPABOBBIX JOTOBOPOB B COOTBETCTBUH C
BakoHo 1aTesbcTBOM Poccuiickoit denepanu

[IpaBuia BeieHUs 1€JI0BOU IIEPENUCKU

HOprI 9THUKH JCJIIOBOT'O O6H_I€HI/I${

JIpyrue -
XapaKTEPUCTHKU
3.7.3. TpynoBasi pynkums
HanmenoBanwue|PazpaboTka u Kox |G/03.7 YpoBeHb (I0ypoBeHb) |7
CONPOBOXKIACHUE KBaJIM(pUKALTUU
porecca Qg poBU3aIUU
11 aBTOMaTHU3alNN
yIIpaBJICHUS IEPCOHAIOM
[Tpoucxoxaenue [OpuruHaI X [BauMcTBOBaHO U3
TPyZIOBOH opUruHaia
byHKIIUN

Kon opurunana PeructpaninoHHBIN
HOMEP
npodeccuoHaIbHOIO
CTaHJlapTa

TpynoBbie 1eWCTBUS

Pa3zpaboTKa MpeIoKeHNH 110 aBTOMATU3AMH ¥ TU(PPOBH3ALUH
pPOIIECCOB YIPABICHNUS NEPCOHAIOM

DopMynrpoBaHUE LIeTIEH 1 3a/1a4 aBTOMATU3AIMK U IIUPPOBU3AIIUN
B paMKax cTpaTteruu GyHKIIUH YIpaBIeHUs IEPCOHAIOM, 001Iei
CTpaTernu opraHu3aluu U o0ecrneyeHus KaapoBoil 6€30MacHOCTH

KoopanHamus 1 skcrepTu3a pa3padoTKu cxeM HH()OPMAIIHOHHOTO
0OMeHa, HOPMATUBHO-CIPAaBOYHON MH(POPMAIIUH, SJEKTPOHHBIX
ITIOKYMEHTOB M CUCTEM aBTOMAaTU3aLMK IIPOLIECCOB YIIPaBICHUS
[IEPCOHAIOM

KoopanHaius 1 skcrepTu3a pa3padoTKu cxeM HH()OPMAIIHOHHOTO
0OMeHa, HOPMATUBHO-CIPABOYHON MH(POPMAIUH, STEKTPOHHBIX
ITIOKYMEHTOB M CUCTEM aBTOMAaTU3aLMK IIPOLIECCOB YIIPABICHUS
[IEPCOHAIOM

KoopauHarus pa3paboTKy U coryiacoBaHue (PyHKIIMOHATBHBIX
TpeOOoBaHUM K aBTOMATHU3AINHU U [T POBU3AIIUN ITPOIIECCOB

yIIpaBJICHUs! IEPCOHAJIOM, B TOM UYHCJIE TPEOOBaHMI K




M0JIb30BATEILCKUM HHTEpdeiicaM U mabdJoHam

CornacoBaHH€ perjJaMeHTOB U MHCTPYKIUI Mo padoTe ¢
ABTOMATH3MPOBAHHOM CUCTEMOI B 00JIACTH MPOLIECCOB YIPABICHUS
[epcoHaIoM

ConpoBokieHNE ¥ PYHKIIMOHAIbHAS TPHEMKA CHCTEM
U POBU3AINK U ABTOMATH3AIIUHU TPOIIECCOB YIIPABJICHUS
[ePCOHAIIOM Ha dTanax MPOeKTHPOBAHUS, TECTOBOU U
OTIBITHO-TTPOMBIIIUICHHON 3KCILTyaTaIluy

Opranuzanys o0y4eHus: CIEUaIMCTOB 110 YIIPaBICHUIO
[1EpPCOHAJIOM HCII0JIb30BAaHUIO CUCTEM aBTOMATH3alMU U

[ POBU3AINH YIIPABJICHUS IEPCOHAIOM U MPO(eCcCHOHAIBHOM
[10JIIEP>KKH [10JIb30BaTEIeH

Opranuzans GyHKIIMOHAILHOTO MOHUTOPHHIA Pa0OTHI CUCTEM
ABTOMATH3AIMH U TU(POBU3AINH YIIPABICHUS TIEPCOHATIOM U
podeccnoHaNbHOM MOAIEPKKH MOJIb30BaTeNei

BeneHne NpoeKTHOM, N0JIb30BATEIBCKON U 3KCIUTYyaTallHOHHON
TOKyMEeHTaIuu (B 00J1aCTH (PYHKIIMOHATBHBIX BO3MOXKHOCTEH) Ha
CHCTEMBI aBTOMATH3AIMH U ITU(PPOBU3AIMH ITPOLIECCOB YIIPABICHUS
[epCOHAIOM

DOopMyIMPOBAHHE MPEUIOKEHUIN 110 MOJIEPHU3ALNH U PA3BUTHIO
CYLIECTBYIOIIMX CUCTEM aBTOMATU3AINH U U(DPOBU3AINH
yIpaBJI€HUS IEPCOHATIOM

ObecneunBaTh cOOII0ACHNE TPEOOBAHUI 3aKOHOAATENbCTBA
Poccuiickoit @eaepanuu 1 KOPIOPATUBHBIX MOJIUTUK B 00JIaCTU
00pabOTKH MEPCOHANBHBIX IaHHBIX U KOH(DUIECHIINAIbHON
mHGbOpMaIu

Heo6xonumble yMeHUs

CobupaTh, aHaATU3UPOBATh U CUCTEMATHU3UPOBATh HEOOXOIUMYIO
MH(pOpMAIIUIO 71 aBTOMATU3aIMHU U [IU(PPOBU3ALIMU ITPOIIECCOB
yIpaBJIeHHs IEPCOHATIOM U 00ecredeHns KaIpoBoi O€30MacHOCTH

YpaBiasaTh QyHKIMOHATIBHBIMU TPEOOBaHUSIMH, STAllaMU IPOEKTOB
AQBTOMATH3alMK U HU(GPOBU3ALMH YIIPABICHUS IIEPCOHATIOM,
M3MEHEHUSMH B HUX

PaGoTarh B CUCTEMaXx yIIPaBJICHUS TPOCKTAMH, TPCOOBAHHSIMU H
TopaboTKaMu 10 HUM

Pa3pabaTbiBaTh TECTOBBIE U IPUEMOYHBIE CLICHAPUU
NIEeMOHCTPAIIMOHHBIX U 00YYaIOLINX MaTepHaIoB

Opranu3oBbIBaTh U MPOBOAUTH 00YYaIOIINE U KOHCYIbTAllUOHHBIE
MEPOIIPUATHS [ I0JIb30BATENEH CUCTEM aBTOMATHU3ALMH U
11 pOBU3ALMH TPOLIECCOB YIPABJIECHUS IEPCOHAIOM

PaGoTaTh B cucTeMax aBTOMaTU3alMKA U TU(PPOBU3AITUN TIPOILIECCOB
YIIPABJICHHS IEPCOHATIOM

["OTOBUTH W 3aIIUIIATh SKOHOMHYECKUE U KaYeCTBEHHBIE
00ocHOBaHUSA U 3()(HEKThI aBTOMATH3AIMH U IU(PPOBU3ALIUU
[IPOIIECCOB YIPaBJICHHUS IEPCOHATIOM

C06J'IIOI[aTL HOPMBI OTUKHU JCJIOBOT'O O6IJ_ICHI/IH

HeoOxonnMele 3HAHUA

MeTobl yrpaBiaeHus pa3BUTHEM U 3((HEKTUBHOCTHIO OpraHU3aIIH,
METObI aHATIN3a BBIITOJIHEHUS IUIAHOB U IIPOTPaMM, ONPEIEICHUS

X YKOHOMHYECKOU 3(PHEKTUBHOCTH, METOBI 00CCTICUCHMSI




KapoBOW OE30MACHOCTH

MeTobI OIIEHKH paboThl CTPYKTYPHBIX MOIpa3IeICHUN,
€3yNbTaTOB M 3(Q()EKTUBHOCTH ACSITETLHOCTH

MeTobl IPOBECHUS ayIUTa U KOHTPOJUIMHIA ONEePaTUBHBIX
YIIpaBJIEHYECKHUX IPOLIECCOB

TexHOIOrnK, METOABI U METONUKY IIPOBEICHHS aHAIN3a U
CHCTEMaTH3alluy JOKYMEHTOB U HHPOPMAaLUU

[losnTHKa yripaBiIeHMs IEPCOHATIOM, KOPIIOPATUBHASL COLIMA/IbHAS
[TOJIMTHKA, KOPIOPATUBHAS KYJIbTypa

TapudHo-KkBanupUKaMOHHBIE CIPABOYHUKHN PabOT U mpodeccuit
paboYMX 1 KBAIN(UKAIMOHHBIE XapaKTEPUCTUKH JJOIDKHOCTEH
CIIy>KaIIKX, Mpo(hecCHOHATbHBIE CTAHAAPTHI

OCHOBBI yIIpaBIieHUs TIPOCKTaMU (IPUMEHHUTEIILHO K MIPOEKTaM B
chepe nHHOPMAIIMOHHBIX TEXHOJIOTH)

(OCHOBBI IPOEKTUPOBAHUS U TIOCTPOCHUS HHPOPMAITMOHHBIX
CHCTEM, OCHOBHBIE TEXHOJIOTUH U TPEHIbI, UMEIOIINE OTHOIICHUE K
cdepe ynpapieHUs IEPCOHAIOM

(OCHOBBI JINLIEH3UPOBAHUS POTPAMMHOI0 00ecTieYeHHUs,
00pa3zoBaHMs 1IEH Ha MPOTPaMMHBIE CPEJICTBA U OLIEHKH CTOUMOCTH
BraieHus WH()OPMAIIMOHHBIMU CUCTEMaMU

(OCHOBHBIE TOJIOXKEHUS TPAKTAHCKOTO 3aKOHO1aTEIhCTBA
Poccuiickoit eneparuu B 001aCTH UHTEIJICKTYaIbHOM
COOCTBEHHOCTH

HGJ'II/I N CTPATCTUA PAa3BUTHA OpraHu3allun

HopmaTuBHBIE IPABOBBIE AKTHI, OMPEIEISAIONINE HOPMBI TPYJIOBOTO
MpaBa

(OCHOBBI ApXUBHOT'O 3aKOHO/IATENILCTBA U HOPMATHUBHBIE TIPABOBBIC
akThl Poccuiickoit deneparinu B 001acT BeCHUS TOKYMEHTAIIUN
[10 TIepCOoHaIy

(OCHOBBI HAJIOTOBOT'O 3aKOHO1aTesIbcTBa Poccuiickoii deneparmn

(OCHOBBI aIMUHUCTPATUBHOTO 3aKOHOAATENbCTBA Poccuiickoi
Denepanuu B 001aCTH YIIPaBIEHUS IEPCOHAIOM U OTBETCTBEHHOCTH
TOJKHOCTHBIX JIUIL

3axoHogarenbcTBO Poccuiickoit deneparnu o nepcoHanbHbIX
TAaHHBIX

TpebGoBanust 3akoHOAaTeNbCTBA Poccuiickoit denepariuu B 001actu
[MPUMEHEHHUSI PIEKTPOHHON MOJIIMTUCH

JlokabHbIe HOPMaTHBHBIE JOKYMEHTBI OpraHU3aluy B 00J1aCTH
yIpaBJI€HHUs] NEPCOHATIOM

[lopsA 10K 3aKyNIOUHOM JEATENBHOCTH, 3aKI0UEHNS U BEICHUS
TOrOBOPOB (KOHTPAKTOB)

HOpMBI O9THUKH JCJIOBOT'O 06H_ICHI/IH

Jlpyrue
XapPaKTCPUCTHUKNU

3.7.4. TpynoBas pyHKuus




HaumenoBanue/A IMUHUCTpUPOBAHUE Konx |G/04.7 VYpoBeHs (101ypOBEHbD)
[IPOIIECCOB KBaJTH(PUKAIIA
OTIEPALIMOHHOTO

YIIpaBJICHUS TIEPCOHAIOM
1 paboOTOM CTPYKTYPHOTO

Bl

[10/Ipa3/ieeHus
OpTraHu3alK U
COOTBETCTBYIOLIETO
TOKYMEHT0000pOoTa L
[Ipoucxoxnenue |OpuruHan X [3auMcTBOBaHO U3
TPYAOBOM OpUTHMHAaNA
byHKIIUN

Kon opurnnana PeructpaiinoHHbIN
HOMEP

po¢eCCHOHAIBHOTO

CTaHJlapTa

TpynoBble 1EHCTBUS

AHAIIN3 TIPOIIECCOB TOKYMEHTOOOOPOTA, IOKATBHBIX TOKYMEHTOB 10
BOIIPOCaM OIEPAIMOHHOTO YIIPABJICHUS IIEPCOHAIOM U pabOTON
CTPYKTYPHOTO MOJIpa3/ie]eHus, ON3HEC-TIPOLIECCOB OPTaHU3AIH,
yJIOBJIETBOPEHHOCTH MIEpCOHAIA

JloKyMeHTallMoOHHOE 0(hOpMIICHHE PE3YJIbTaTOB ONEPALIMOHHOTO
yIIpaBJIEHUs MepcoHaa U paboThl CTPYKTYPHOIO MOpa3esieHus,
€3yJIbTaTOB ayAUTa pabOThl C IEPCOHATIOM

[lonroroBka MpengoKEeHUH MO Pa3BUTHIO CUCTEM OIEPALMOHHOIO
YIIpaBJI€HUS TIEPCOHAIOM U pabOThl CTPYKTYPHOTO MOJpPa3AeIeHHUs,
110 He0OXOAMMBIM KOPPEKTUPYIOUIMM U PEBEHTUBHBIM MepaM

PazpaboTka CUCTEMBI aHAJIN3a U KOHTPOJIA pabOThl MEpCOHAa,
MEepOTpUATHI 110 00eCIeYeHUI0 KaIpoBoii 0€301aCHOCTH

KoHTpoJIb, CpaBHEHUE U aHATIU3 TIPOLIECCOB B 001aCTH
OIIEPATUBHOTO YIPABJIECHHS IEPCOHAIIOM, PE3YJIbTaTOB
YIIpaBJIEHYECKUX MEPOIPUATHIL, onpesiesieHne GaKkTopoB,
BHI3BIBAIONINX OTKJIOHEHHE OT IJIAHOBBIX MOKa3aTeseit

[TonroToBka n 06pabOTKa 3aPOCOB, YBEIOMIICHHH, CBEIEHUH O
[pabOTHUKAX B rOCYJAapCTBEHHbIE OpraHbl, IpodecCHOHaIbHbIE
COI03bI, OOIIIECTBEHHBIE OPTaHU3AINH

CompoBOX/I€HHE TOTOBOPOB OKa3aHMUS YCIYT MO BOIIPOCAM
OTIEPATUBHOTO YIPaBJIEHUS IEPCOHATIOM U pabOTON CTPYKTYpPHOTO
[OIpa3/IeIeHNs], BKIIFOUYAs MPEIBAPUTEIBHBIEC TPOIETYPHI TTO UX
BAKIIFOYCHHIO

[TonroToBka nmpeiokeHuil no GopMupoBaHuio Or0pKeTa Ha




TMCPpCOHAJI OPraHU3aluu

BrinonHenue Tpe6oBaHU IO XpaHEHUI0 HHGOPMAIUHU O
[pe3ysbTaTax JIeUCTBUS CUCTEM OINEPALMOHHOTO YIPaBICHUS
[epcoHAIOM U pabOoTOI CTPYKTYPHOIO MOIpa3/iesieHus

HeoOxonuMble ymeHUs

KoHTponMpoBaTh MEpONPUATHS 110 00ECTICUSHHUIO KaIpOBOM
0€30I1aCHOCTH, IIPOLIECCHI YITPABIEHHS IEPCOHATIOM NOpa3/IeIeHul,
OTIPENIENIATh UX PE3YJIbTATUBHOCTD U BBIABIATH (PAKTOPHI
OTKJIOHEHMI OT INIAHOBBIX I1APaMETPOB

Pa3pabaThiBaTh TIPOrpaMMBbI JOCTHIKEHUS TIEJICH M ONIEPaTUBHOTO
[penieHus 3a/1a4 noipa3ieIeHuin

AHaIM3UpPOBaTh, pa3pabaTbiBaTh U 0OQOPMIISATH JOKYMEHTHI 10
ONEepaTUBHBIM MPOIECCAM U UX pe3ylibTaTam

[IpoBOANTH ayAUT KaIPOBBIX MPOLIECCOB, MPOLETYpP, OhopmIiIeHUS
KaJIpOBBIX JOKYMEHTOB M JIOKYMEHTOB IO YIIPABICHUIO MEPCOHATIOM

KOHTpOHI/IpOBaTB PaCXO0J0BaHUC 6IO,H)K€TOB Ha IICPCOHAJI

OpopMIIATE TOKYMEHTHI 110 ONEPAMOHHOMY YIIPABJICHUIO
[IepCcOHAIOM M paboTe CTPYKTYPHOTO MOJpa3/IeeHus,
[IPEACTABIISIEMBIE B TOCYIAPCTBEHHBIE OPraHbl, IPEACTABUTEIIbHBIC
OpraHbl paOOTHUKOB

ObecneunBaTh JOKYMEHTALMOHHOE COMPOBOXKIEHHE IO CUCTEMaM
OIIEPALIMOHHOTrO YIPABJICHUS IIEPCOHAIOM U PadOTE CTPYKTYPHOIO
[10]1pa3/ieleHus

Oprann30BbIBaTh XPAHEHUE IOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSMU TPYIOBOTO M apXUBHOT'O 3aKOHO/IATEIbCTBA
Poccuiickoit denepaiuu 1 JOKAJIbHBIMU aKTAMU OpTraHU3aliu

KOHTpOHI/IpOBaTB HCIIOJIHCHUC TOTOBOPOB IMOCTABIIUKOB YCIIYT 110
BOITpOCaM IepcoHajaia

[Ipon3BOANTH 3aKyIOYHBIE POLEAYPHI, OPOPMIIATE U
QHAJIM3HPOBATH 3aKYMIOYHYIO JOKYMEHTAIHIO

HpOBOI[I/ITL MEPETOBOPLI U IMPEACTABIIATE UHTCPECHI OPraHU3alliu B
rOCYAApCTBCHHBIX OpraHax, NpCACTaBUTCIIbHBIX OpraHax
a0OTHHUKOB 110 BOIIPOCAaM II€pCoOHAJIa

Bectu ACJIOBYIO IICPCIUCKY

Bectu yueT u peructpanuio J0KyMEHTOB B MH()OPMaLHOHHBIX
CHUCTEMaxX M Ha MATEPUAIIbHBIX HOCUTEIIAX

PaboTarh ¢ HTHPOPMALIMOHHBIMH CHCTEMaMH, LIU(PPOBBIMU yCITyraMu
11 cepBUCAMU B 00JIACTH OMEPAIMOHHOTO YIPABJIEHUS EPCOHATIOM U
a00TOH CTPYKTYpPHOIO OJPA3IeIICHUS

DopMUpOBaTH MPEUIOKESHHSI 10 ABTOMATU3AIUN U [IU(PPOBU3ALIUN
[poriecca OMeparmoOHHOTO YIIPABICHHSI TEPCOHATIOM U paboTON
CTPYKTYpPHOTO MOApa3IeICHHI

ObecneunBaTh cOOIIOACHNE TPEOOBAHMI 3aKOHOIATENHCTBA
Poccuiickoit deaepanuu 1 KOPIOPATUBHBIX MOJIUTUK B 00JIaCTH
00pabOTKH EPCOHANBHBIX JIaHHBIX U KOH(PUICHIIUATBHOM
HbOopManun

Bectu ACJIOBYIO IICPCIUCKY

Co01r01aTh HOPMBI ATHKHU JIEJIOBOTO OOIICHHS




Heo0xomuMele 3HaHUS

MeTob! yIpaBieHUs pa3BUTHEM U 3PPEKTUBHOCTHIO OpraHU3allly,
METO/IbI aHAJIM3a BBIIIOJHEHUS IUTAHOB U ITPOTPAMM, OTIPEACIICHHUS
X YKOHOMHYECKON 3((PEKTUBHOCTH, METO/IbI 00ECIICUeHUS
KaapOBOI OE30MaCHOCTH

MeTobl OLIEHKH paboThI CTPYKTYPHBIX MOJIpa3/IeieHUH,
[pE3YJIBTATOB TPyla IIEpCOHAIIA

MGTOI[BI MMPOBCACHUA ayJUTa U KOHTPOJIJIMHI'a OIICPATUBHBIX
YIpaBJICHYCCKHUX IMPOUECCCOB

DOpMBI U CUCTEMBI MATEPUATILHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUS TPyia IepcoHaIa

(OCHOBEI JOKYMCHTAIIMOHHOI'O obecreyeHus

[Topsimox opopmieHus, BeNSHUS U XPaHEHHUS TOKYMEHTAIUU 10
crcTeMaM OIepallMOHHOI0 YIPaBJIeHUs IEPCOHAIOM U paboTte
CTPYKTYPHOT'O IIOJIpa3/ieJIeHuUs

[Topsokx hopMupoBaHus, BeAeHHsI 0a3bl TaHHBIX U MPEAOCTABICHUS
OTUYETHOCTH 10 CHCTEMAaM OIEPAIMOHHOTO YIIPaBIECHHUS IEPCOHAIIOM
1 paboTe CTPYKTYPHOTO MOAPa3ACTICHUS

TapudHo-KBaIMPUKAMOHHBIE CIIPABOYHUKH pabOT U npodeccuit
pabounx 1 KBaTU(PUKALMOHHBIE XapaKTEPUCTUKU JOIKHOCTEH
CITy)KaIIuX, Mpo(heCCHOHATbHBIE CTAaHAAPTHI

HopmaTuBHBIE IPABOBBIE AKTHI, PETYJIMPYIOLIUE IIPaBa U
00513aHHOCTH FOCYIapCTBEHHBIX OPraHOB M OPraHU3aLUU 110
[PEAOCTABICHUIO YYETHON JTOKYMEHTALUH

[Topsitok poBeeHHsI 3aKYIIOYHBIX MPOLIETyp U 0hopMIIeHUs
CONYTCTBYIOIIEH JOKYMEHTAIlMU

[lonuTHKa yrpaBiaeHHs EPCOHATIOM U COLIMATbHAS TOTUTHKA
OpraHu3aIn

OpraHI/I3aI_II/IOHHO'H_ITaTHaSI CTPYKTYpa OpraHu3alnuu

]_IeJ'II/I N CTPATCIrus pasBUTHA OpTraHHU3allnun

busHec-1u1aH u OM3HEC-NPOLIECCHl OPTaHU3AIIH

Crieriuanu3upoBaHHble HH(OPMAIIMOHHBIE CUCTEMBI, TU(DPOBBIE
YCIIyTH U CEPBUCHI B 00JIACTH ONEPALIIOHHOIO YIIPABICHHUS
[EepCOHATIOM M pabOTOH CTPYKTYPHOIO HOpa3IeNIeHHs], IPAaHUIIBI UX
pUMEHEHHSI

(OCHOBHBIE METPUKH U QHAIIMTUYECKUE CPE3BI CUCTEMBI
OTIEPAI[MOHHOTO YIIPABJIEHUS IEPCOHATIOM M pabOThl CTPYKTYPHOTO
[o1pa3IeJICHUs

HopMaTuBHBIE TpaBOBBIE aKThI, ONPEIEIIAIONINE HOPMBI TPYAOBOIO
paBa

(OCHOBBI apXMBHOTI'0 3aKOHOJATEIbCTBA 1 HOPMAaTUBHBIE IIPABOBBIE
akThl Poccuiickoit deneparnuu B 001acTy BeACHUS TOKyMEHTAUU
[10 IEPCOHAILY

(OCHOBBI HAJIOTOBOTO 3aKOHOJ1aTesibeTBa Poccniickoit denepanu

(OCHOBBI MUTPALIMOHHOTO 3aKOHOIaTeNbCTBA Poccuiickoii
Denepanun B 0071aCTH MPUBJICUEHUS U TPYI0YCTPOIMCTBA
MHOCTPAHHBIX TPAKJIAH M JUI] 0e3 rpakKJaHCTBa

OCHOBBI AIMHHUCTPATUBHOTO 3aKOHOATENhCTBA Poccuiickoi




Deneparyn B 007aCTH YIIPABICHHUS IEPCOHATIOM M OTBETCTBEHHOCTH
[IOJDKHOCTHBIX JIUL]

3axoHonarenscTBO Poccuiickoit deneparnu o nepcoHaibHbIX
NTAaHHBIX

JlokabHBIC HOPMATHUBHBIC TOKYMEHTHI OPraHU3aluy B 00JIaCTH
yIIpaBJIeHUS] IEPCOHAIOM

[lopsi /10K 3aKJIFOUEHUS T0TOBOPOB (KOHTPAKTOB)

[IpaBuia BeieHUs 1€JI0BOU IIEPENUCKU

HOprI 9THUKH JCJIOBOT'O O6H_I€HI/I${

JIpyrue
XapaKTECPHUCTUKN

3.8. O60o0meHHas TpyaoBass PyHKIHUS

HaumenoBanuelCtpaTeruyeckoe ynpapieHUe Koxn H YpoBeHb kBanupuKauu
[1epCOHAIOM

[

IIpoucxoxnenue
000011IeHHON TPYI0BOit

byHKIIIN

Opurunan X [3aMMCTBOBaHO
13 OpUTrMHAaIa

Kon Peructparnmonnblit
OpUTHHAJIA HOMED
npogeccnoHaIbLHOTO
cTaHgapTa

IBo3MOKHBIE
HAMCHOBaHUS
ITOJDKHOCTEH,
npodeccuit

/TupekTop 1o nepcoHany

/IupekTop 1o ynpasiaeHUIO IEPCOHATIOM

3amecTUTEeNb IUPEKTOPA MO YIPaBICHHUIO IEPCOHATIOM
3aMeCTUTENb F'€HEPANbHOTO TUPEKTOPA IO YIIPABICHUIO

[epCcoHAIOM

TpeGoBanms K
00pa3oBaHUIO U
00y4IeHUTO

Briciiee oOpa3zoBaHue - MarucTparypa

T

Briciiee oOpa3zoBanue (HempouiIbHOE) - MarucTparypa u
ITONOJTHUTEbHOE NMPOo(dhecCHOHAIbHOE 00pa30BaHUE - IPOTPAMMBI
podeCcCHOHAIBHON TTEPENOATOTOBKY B 00JIaCTH YIIPABIICHUS
[EpPCOHATIOM HJIM CTPATErMYECKOr0 yIpaBJIeHHs

TpebGoBaHUs K OIBITY
PaKTUYECKON paboThI

He menee natu et B 007acTu yrnpapieHHUs IEPCOHAIOM Ha
YKOBOISIINX JTOJDKHOCTSIX

Ocobbie yCIIOBHs




orycka K pabore

JIpyrue -
XapaKTEPUCTHKU
JlONOJTHUTE/IbHbIE XAPAKTEPUCTUKH
HaumenoBanue Kon HaumenoBanue 6a30Boii rpymiibl, J0HKHOCTH
JIOKYMEHTA (mpodeccun) nau CnenUanbHOCTH
OK3 1212 Y ipasiisitolie TpyAOBbIMHU pecypcaMu
EKC - 3aMecTUTENb AUPEKTOPA M0 YIPABICHUIO IEPCOHATIOM
OKTITP 25042 HauanpHuk ynpasiaeHuUs (ClieHUaIUu3UPOBAHHOTO B
[IPOYMX OTPACIIAX)
OKCO 5.38.04.01 [OxoHOMHKA
5.38.04.02 [MeHnemKxMeHT
5.38.04.03 |YmpaBneHue rnepcoHaioM
3.8.1. TpynoBas ¢pyHkums
HanmenoBanmue|Pa3paboTka CUCTEMBI Kox |H/01.7 YpoBeHb (01ypoBeHb) |7
CTpPaTErn4eCcKoro KBTI (UKAITTT
YIIpaBJIEHUS IEPCOHAIOM
OpraHu3aIH
[Ipoucxoxaenue |OpuruHan X [3auMcTBOBaHO U3
TPYZIOBOH OpUTHHAIA
byHKIMHA
Kon opurnnana PerucrpanyioHHBIN
HOMED
npodeccuoHaIbHOI0
CTaHJapTa

Tpynoseie nerictBus  [[locTaHOBKA CTpAaTErM4eCKUX 1EJIEW B YIIPaBIECHUN IEPCOHATIOM U
oOecrieueHnn KaipoBoii 0€301acHOCTU

Pa3paboTka KOpHoOpaTUBHON MOJUTHKH, MJIAHOB, IPOTPAMM,
[IPOLIEAYP U TEXHOJIOTUH YIIPABIEHUS IEPCOHAIOM

Pa3paboTka KOpIOPaTUBHON KYJIbTYpPHI M COLMAIBHON TOJUTHKH,
CHCTEM MOTHBALNH, 3()(PEKTUBHOCTH, OLIEHKH U PAa3BUTHUS
[epcoHaIa



https://normativ.kontur.ru/document?moduleid=1&documentid=393365#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=122405#l1
https://normativ.kontur.ru/document?moduleid=1&documentid=286683#l0

DOpMHUPOBAHKE CUCTEMBI OILIATHI M OPTaHU3ALUN TPY1a IEPCOHAIIA

Pa3pa60TKa CHUCTEMBI OpPraHHU3allMOHHOI'O ITIPOCKTUPOBAHMA,
TIJIAHUPOBAHUC HOTpe6HOCTI/I B IICPCOHAJIC OpTraHHU3allnun

Pa3paboTka nporpamMm, NPUHIMUIIOB CTaHIAPTU3ALMH, YHU(PUKALIUY,
ABTOMATH3AIMY IPOIIECCOB YIPABJICHUS MIEPCOHAIIOM U 6€30IacHbIX
yCJIOBUI TpyzAa

DopmupoBaHue OIOIKETa Ha IEPCOHAI

PazpaboTka TexHONIOTHil aynuTa paboThl ¢ IEPCOHATIOM H
KOHTPOJUTHHTa

HeoOxonuMble ymeHUs

Pa3pabaThiBaTh CTpATErvH U MOJUTUKU YIIPABJICHHS IEPCOHATIOM,
oOecrieueHrs KaJapoBoil 6€30MacHOCTH

Co3zaBaTh M ONUCHIBATH OPraHU3ALHMOHHYIO CTPYKTYpY, LEIIH,
3anaun, QYHKIUU CTPYKTYPHBIX TOAPa3AeIeHUI U JOIKHOCTHBIX
aZ0i

HpI/IMeHHTB MCTObI YIIPABJIICHUA MCKIIMYHOCTHBIMU OTHOLICHUSIMU,
(bOPMI/IpOBaHI/ISI KOMaHJ, pa3sBUTHUA JIUACPCTBA U UCITIOJITHUTCIIbHOCTH,
BbISIBJICHUS TAJIAHTOB, OIIPEACIICHUSA YAOBJICTBOPCHHOCTU pa60T0ﬁ

OHpe,I[eJ'IHTB " aHAJIM3UPOBATb BHYTPCHHHUEC KOMMYHHUKAIIUH,
MOJICJIIMPOBATH NOBCACHUC IEPCOHATIA

Hpe,[[CTaBJ'ISITL HHTCPCChI OpTraHrU3allui B rOCyAapCTBCHHBIX
opraHax, BO B33,HMO[[€IZCTBPIPI C MPEACTABUTCIIbHBIMU OpraHaMu
a00THHKOB I10 BOIIpOCaM II€pCOHAJia

CocTaBiTh, pACCUUTHIBATH, KOPPEKTUPOBATH U KOHTPOJIUPOBATH
CTaThbU Pacxo/10B OI0KETOB U (POHJIOB Ha MPOrPaMMBbl U
MEPONIPHUSTHS IO YIPABJICHUIO IEPCOHAIIOM OpraHU3aLAN

[TpoBOANTH ayUT M KOHTPOJUIMHT B 00JIACTH yIPaBICHHS
[epCoHAIOM

PaBpa6aTBIBaTB KOpHOpPAaTUBHBIC COLUMAJIBHBIC ITPOTPAMMBI

Bectu MEPETOBOPLI IO BOIIPOCAM CONHUAIIBHOI'O IMMTAapTHECPCTBA C
MMPCACTABUTCIILHBIMU OpraHaMn pa6OTHI/IKOB

PaGoTaTh ¢ MHPOPMALTMOHHBIMU CUCTEMAaMH, YCIIyTaMH U
cepBUCaMM B 00JIACTH CTPATETMYECKOr0 YIPABIEHUS IEPCOHAIOM

DopMUpOBaTh MPEUIOKESHHS 10 ABTOMATU3ALUU U IUPPOBU3ALIUN
rporiecca pa3pabOTKH CTpaTeruu paboThHI C MEPCOHATIOM

Opranu3oBbIBaTh MEPOTIPUSATHUS IO 00ECTIEUSHUIO BBITTOTHEHUS
TpeOOBaHUI OXpaHbI TPY/ia B COOTBETCTBUU C JCHCTBYIOITUM
3akoHOaTenbcTBOM Pocceniickon denepannu 1 JOKaIbHBIMUA
AKTaMU OpPraHu3aluu

OpraHnn30BbIBaTh U IPOBOJUTE MEPOIIPUATHS C IEPCOHAIIOM B
COOTBETCTBUU C KOPIIOPATUBHOMN COLMAJIbHON ITOJIMTUKOMN

O6ecneunBaTh COOIOICHIE TPEOOBAHUH 3aKOHOIATETHCTBA
Poccuiickoit @enepannu 1 MOIUTHK paboToaarens B 001acTH
00pabOTKH IEPCOHATBHBIX TAHHBIX U KOH(PHUICHIINAIBHON
HbOopMaIu

Bectu 1enoByro nepenucky

C06J'IIOI[2[TL HOPMBI OTUKHU ICJIOBOT'O O6IJ_ICHI/ISI

HCO6XOI[I/IMBIC 3HaHUA

MeToanl YIPpaBJICHUS pa3BUTUCM U Bq)(beKTI/IBHOCTBIO OopraHu3anuu,




AHAJIN3a BLITIOJIHCHHUSA ITIJIAHOB U HpOFpaMM, OHpeIICHCHI/IH nux
HKOHOMHUYECKOM 3((HEKTHBHOCTH, METOABI 00ECIIEUEHHUS KaAPOBOi
0€e30I1aCHOCTH

MeTo/ bl OIICHKH Pa0OThI CTPYKTYPHBIX MOAPA3/ICICHUIH,
€3yJIbTaTOB TPYJla IEpCOHAJIA

MeTobl IPOBEICHHS Ay TUTOB, KOHTPOJIIMHTA YIIPABICHYCCKIX
[POIIECCOB

MeTo/b! aHaIN3a KOJTMYECTBEHHOTO M KAYECTBEHHOTO COCTaBa
nepcoHaia

MGTOI[LI OpraHnu3allMOHHOI'O IMPOCKTUPOBAHUA

CucTeMbl CTaHAAPTOB 1O OU3HEC-TIpolieccaM, PO EcCHsiM, HOPMbI
Tpyna

Cuctembl, METOBI ¥ (POPMBI MATEPUAIBHOTO U HEMATEPUAIBHOTO
CTUMYJIMPOBAHUs TPY1a IEpCOHAIIA

MeToap! aHaIN3a COLMATBHBIX TPOTPAMM U OIIPEACICHUS UX
HKOHOMHUYECKOH I (EKTHBHOCTH

TexHosoruu u MeTob!l GOPMUPOBAHUS U KOHTPOJISL OI0/KETOB Ha
[1epCcoHaI

TpeboBaHMs OXpaHbl M OE30IMMACHBIX YCIOBHHA TPYJa

Llenn, cTparerusi, KOPIOpaTUBHAsL COLIMAIbHAS MIOJIUTUKA U
[MOJIMTHKA 110 IEPCOHAITY, KOPIOPATUBHASA KYJIbTYpa

(OCHOBEBI TEXHOJIOTHH IMPOU3BOJCTBA U NCATCIIbHOCTU OPraHru3aliin

(OCHOBEI COIHOJIOTHH, ICUXOJIOT'MH U SKOHOMUKHU Tpyda

(OCHOBEI YIIpaBJICHHUA CONMAJIbHBIM PA3BUTHCM OpraHru3aln

MeTo bl POBEICHHS COLIMOJIOTHYECKUX UCCIICIOBAHUM, NU3yUCHHSI
OOIIIECTBEHHOTO MHEHUSA

OpraHu3alvoHHas CTPYKTYpa OpraHu3aiu

TapudHo-KBanMpUKAMOHHBIE CIIPABOYHUKH pabOT U npodeccuii
pabounx 1 KBaTU(PUKALMOHHBIE XapaKTEPUCTUKU JOIDKHOCTEH
CIIy)KalluX, NpodeccruoHalIbHbIE CTaHIAPThI

Criennainu3upoBaHHble HH(OPMALIMOHHBIE CUCTEMBI, IN(POBBIE
YCIYTH U CEPBUCHI B 00JIACTH CTPATETHUYECKOTO YIPaBICHUS
[EpCOHAJIOM, T'PaHMIIbl UX TPUMEHEHHUS

(OCHOBHBIE METPUKH U AaHAIUTUYECKUE CPE3BI CTPATETUYECKOTO
yIpaBJI€HUs] NEPCOHATIOM

HopMaTuBHBIE IPaBOBBIE AKThI, ONPEAEIAIOIINAE HOPMBI TPYZAOBOIO
paBa

(OCHOBBI apXMBHOTI'0 3aKOHOJATEIbCTBA 1 HOPMATUBHBIE IIPABOBBIE
akThl Poccuiickoit deneparnuu B 001acTy BeCHUS TOKyMEHTAUU
[10 IEPCOHAILY

(OCHOBBI HAJIOTOBOTO 3aKOHOAaTeNbcTBa Poccuiickoit denepanun

OCHOBBI MUTPALIMOHHOTO 3aKOHOIaTeNbCcTBA Poccuiickoi
Denepanuu B 00J1aCTH MPUBJICUCHUS U TPYIOYCTPONUCTBA
MHOCTPAHHBIX TPaXkJIaH M JUI 0€3 rpa’kJaHCTBa

OCHOBBI aIMUHUCTPATUBHOTO 3aKOHOAATENbCTBA Poccuiickoi
Denepannn B 001aCTH YIIPABICHUS TEPCOHATIOM U OTBETCTBEHHOCTH
TOJKHOCTHBIX JIUIT




3akoHonarenscTBO Poccuiickoit denepannn o nepcoHanbHbIX
TaHHBIX

JlokabHBIC HOPMATHUBHBIC aKThl OPTaHU3AIMH B 00JIACTH
yIIpaBJIeHUS] IEPCOHAIOM

[lopsi /10K 3aKJIFOUEHUS T0TOBOPOB (KOHTPAKTOB)

[IpaBuia BeeHUS JEI0BOM NEPENUCKU

HOprI 9THUKHU JCJIIOBOI'O O6H_I€HI/I${

J[Ipyrue
XapaKTECPHUCTUKN

3.8.2. TpynoBasi pyHkums

HaumenoBauuelPeanuzanus cucreMsal Kon |H/02.7 YpoBeHb (01ypoBeHb) |7

CTPaTErn4ecKoro KBTI (UKAITTT
yIpaBJIeHHs IEPCOHATIOM

[Ipoucxoxaenue |OpuruHan X [BauMcTBOBaHO U3

TPyZIOBOH
byHKIIUN

OpHUrMHajIa

Kon opurmnana PerucrpanmoHHsbli
HOMED
PO eCCHOHAIBHOTO
CTaHJapTa

TpynoBeie 1eHCTBUS

[I1aHupoBaHue AESITEIBHOCTH U pa3paboTKa MEPONPUATHIA MO
YIIPaBJIEHUIO IIEPCOHAJIOM JUIsl peaIN3aliy CTPATETHUECKUX Lienen
OpraHu3alyy U oOecredeHns KaapoBoil 6€301acHOCTH

BHenpeHne MoNUTHK, IUIAHOB, IPOrpaMM, IPOLELYP U TEXHOJIOTHMA
[10 YIIPaBICHUIO IIEPCOHATIOM

[locTpoeHHE OpPraHU3aMOHHON CTPYKTYPBI C YY4ETOM IUIAHOBOM
MOTPeOHOCTH B NEpCOHAJIE U B3aUMOJICHCTBHSI CTPYKTYPHBIX
[10Ipa3/IeJICHNI OpraHu3alnu

BHenpeHue u nojaaepxKaHiue KOpIOPaTUBHON KYJbTYpPbI U
COLIMAJIbHOW MOJIMTUKU, CUCTEM MOTHUBAINH, 3 (HEeKTUBHOCTH,
OLICHKH U Pa3BUTHUs IEPCOHAJIA

BHe)IpeHI/Ie " IOAACPKAaHNUE CUCTEMbI OpraHu3alu Tpyaa U OIlJIaThl
nepcoHaa

YpaBiieHue BHEAPEHUEM ITPOTPAMM U IPUHLIUIIOB
CTaHJapTU3AIIMU, YHU(PUKAIIMH, aBTOMATHU3AI[UHU TIPOILIECCOB
yIIpaBJIeHHS IEPCOHATIOM U O€30MACHBIX YCIOBHH Tpyaa

OpraHmauI/m IMMPOBCACHU ayJJUTa U KOHTPOJUIMHI'A B YIIPAaBJICHUHN




[IepCOHATIOM

[locTaHoBKa 3a/1a4 pyKOBOJUTEINISM CTPYKTYPHBIX MOJIpa3/ielieHuH,
onpeJIeJICHUE MAaTEPUAIbHO-TEXHUUYECKUX PECYPCOB ISl UX
BBITIOJTHEHUS

CornacoBaHue yCJIOBUI 3aKIII0YaEMbIX JIOTOBOPOB 110 BOIIPOCaM
yTIpaBJI€HUs IEPCOHAIOM

Opranu3zanys IpoBeIEHHUS 3aKyIIOYHBIX IPOLEAYP 10 BOIIPOCcaM
YIIpaBJIeHUS IEPCOHAIOM U 0(OPMIICHHS COITYTCTBYIOMICH
TOKYMEHTAIMH 110 HUM

DopmupoBaHue OIOIKETa Ha IEPCOHAI

Pa3paboTka TeXHOJIOTHil ayauTa paboThl C IEPCOHATIOM U
KOHTPOJJIMHIA

[IpumeneHue Kk pabOTHUKAM Mep MOOUIPEHHUs U AUCHUTUTHHAPHOTO
B3bICKAHUS

HeoOxoaumblie yMeHUS

[Tpon3BOANTH aHATU3 IESATEIBHOCTH IO YIIPABICHUIO IIEPCOHAIOM,
azpabatpIBaTh MokazaTenu 3hHEeKTHBHOCTH pabOTHI

DOpMHUPOBATH IIJIAHBI K MEPOIPHUATHS 110 YIPABICHUIO IIEPCOHAIIOM
1 00ecreYeHnI0 KaapoBoi 0€300aCHOCTH

PaccunThIiBaTh OFOJKET B 00JIACTH YIIPABJICHHSI IEPCOHATIOM

OHpe,I[eJ'IHTB 30HBbI OTBCTCTBCHHOCTH pa6OTHI/IKOB u HOI[p@.S,I(CJ'ICHHfI,
CTaBUTH 3ala41 PYKOBOJUTCIAM HOIIpaBILGJIeHI/Iﬁ u o0ecrieunBaTh
CCYPChI IJI UX UCITIOJIHCHUA

KoHTpoMpoBaTh N KOPPEKTUPOBATH UCIIOJHEHUE ITIOPYYEHUN U
3amay

YripaBisaTh 3 PEKTHBHOCTHIO M BOBJICUCHHOCTBIO IEpCOHAA,
TUCIUIUIMHON TpyJa U cobIoieHueM 0e30MacHBIX YCIOBUN TpyAa

Bectu MEPETOBOPLI IO BOIIPOCAM COIUAIIBHOI'O MMIAPpTHECPCTBA U
IIPCACTABIATE MHTCPECHI OpraHrU3alv B rOCYAapCTBCHHBIX OpraHax,
MIPCACTABUTCIIBHBIX OpTraHax pa6OTHI/IKOB U OpraHu3aluiax 1o
BOITpOCaM MnepcoHajaia

PaboTaTh ¢ MHPOPMALMOHHBIMU CHCTEMAaMH, IIU(PPOBBIMH YCIyTraMH
11 cepBHCaMU MO YIPABJIEHUIO NEPCOHAIOM

[TpoBOANTH ayUT ¥ KOHTPOJUIMHT B 00JIACTH yIPaBICHHS
[epCoHAIOM

DopMHUPOBAThH U IPOBOIUTE COLUAIBHYIO TIOJUTUKY U COLIUAJIbHBIC
[IPOTrpaMMBbI

Bectu neperoBopskl ¢ MOCTaBIIUKAMU YCIIYT 110 YCIOBUAM
3aKJII0YaEMBbIX JOTOBOPOB

[Ipon3BOINTE 3aKYNOYHBIE TPOLIEAYPHI, OPOPMIIATH U
AHAJIM3UPOBATH 3aKYIIOYHYIO JOKYMEHTALUIO

O6ecneunBaTh COOIOICHHE TPEOOBAHUH 3aKOHOIATETHCTBA
Poccuiickoit denepariuu 1 KOPIOPATUBHBIX MOJUTHUK B 00JIACTH
00pabOTKH IEPCOHATBHBIX TAHHBIX U KOH(PHUICHIIMATBHON
HbOopMaIu

Co01r01aTh HOPMBI OTHKH JIEJIOBOTO OOIICHHS

HeoOxonnMeie 3HAHUA

MeTobl yrpaBiaeHus pa3BUTHEM U 3((HEKTUBHOCTHIO OpraHU3aIIH,

MCTObI aHaJIN3a BBIITOJHCHUS IIJIAHOB U ITPOTpaMM, OIMPECACIICHUS




X SKOHOMHYECKOH 3(PEeKTUBHOCTH, METOJIbI 00ECTICUCHHUS
KaIpOBOI OE30MTACHOCTH

Opranu3anys ynpaBjieHHsl pa3BUTHEM OpTraHU3allud

Teopun ynpasiieHus: OpraHu3alyell, NOJIUTHUKA U CTpaTerus
yIpaBJI€HUs IEPCOHAIIOM

[lonuTuKa ynpaBiieHHs IEPCOHATIOM, KOPIIOPATUBHAS COL[MAIbHAs
[MOJMTHKA, KOPIIOPaTUBHAS KYJIbTypa

MeTo bl aHaTHM3a BBIIOJIHCHUS TUTAHOB U 337124, ONPEACTICHUS X
PKOHOMUYECKOH 2((HEKTUBHOCTH

MeTo/IbI OIICHKHU Pe3yIbTaToOB U Y3PPEKTUBHOCTH TPYAQ

MCTO,I[BI BHCAPCHH CUCTCMBI YIIPABJICHUS IICPCOHATIOM

MGTOI[LI OpTraHnu3allMOHHOI'O IMMPOCKTUPOBAHUA

OcHOBBI pabOTHI MO TPO(HECCUOHATTLHOW OpPUEHTAITUN

MeToIMKY TUTaHUPOBAHKS U IPOrHO3UPOBAHHS OTPEOHOCTH B
nepcoHae

HGJ'II/I, CTpaTCrus pa3BuTUg U Ou3Hec-IIaH OpraHnu3anmu

Teopuu 1 Metoasl HopmMupoBaHusi OpeH 1a OpraHu3aIuu

TpeboBaHus 0XpaHbl TpyJa U O€30MaCHBIX YCIOBUH TpyJia

MeToauKu pa3pa60TKH H BHCAPCHUA JIOKAJIBbHBIX HOPMATHUBHBIX
AKTOB

[TopsA0K 3aKIIFOYEHMS TPYIOBBIX J1OIOBOPOB, PErYJIMPOBAHUS
TPYIOBBIX CIIOPOB

(OCHOBEI COIHOJIOTHH, IICUXOJIOTUH, SKOHOMUKHU Tpyda U
YIpaBJCHUA COOUAJIbHBIM PAa3BUTUCM OPraHu3aluu

MCTOI[I)I HpOBeI[eHI/Iﬂ COIIUOJIOTUYCCKHUX I/ICCJIGI[OBZlHI/Iﬁ, I/I3y‘~IGHI/I$[
OOIIIECTBEHHOTO MHEHUSA

TexHooruu IMPOBCACHUA ayJUTa U KOHTPOJUIMHIA B YIIPAaBJICHUN
[epCOHATIOM

[lopsitok poBeeHMSI 3aKYTIOYHBIX MPOLEeTyp U 0hopMIIeHus
CONYTCTBYIOIEH JOKYMEHTALUU

TCXHOJ'IOFI/H/I, CTaHJapTHU3alnus, YHI/I(i)I/IKaIII/ISI, aBTOMaTu3alusi
IIPOLICCCOB YIIPABJICHUS IICPCOHATIOM

Opranu3allioHHAasi CTPYKTYpa OpraHu3aluu

TapudHo-KBaTMPUKAMOHHBIE CIIPABOYHUKH pabOT U npodeccuii
pabounx 1 KBaTU(PUKALMOHHBIE XapaKTEPUCTUKU JOIKHOCTEH
CIIy)KaluXx, NpodeccuoHalbHble CTaHAAPTHI

Crieriuanu3upoBaHHble HH(OPMAIIMOHHBIE CUCTEMBI, TU(DPOBBIE
[YCJIYTU U CEPBHCHI B 00JIACTU CTPATErMUECKOTO YIPaBICHUS
[EepCOHATIOM, IPAHUIIBI UX TPUMEHEHUS

(OCHOBHbBIE METPUKU U AaHAIMTUYECKUE CPE3bI CTPATETNYECKOTO
YIIPaBJIEHHS IEPCOHATIOM

(OCHOBBI APXMBHOTO 3aKOHOJATEIHLCTBA U HOPMATHUBHBIE IPABOBHIE
akThl Poccuiickoit deneparuu B 001acTH BEACHHS TOKYMEHTAIIUN
[0 TIepCOoHAy

(OCHOBBI HAJIOTOBOTO 3aKOHOAATeNbCcTBa Poccuiickoit denepanun

(OCHOBBI MUTPALIMOHHOTO 3aKOHOIAaTENbCTBA Poccuiickoit
Denepannn B 0071aCTH MPUBJICUEHUS U TPYJ0YCTPONCTBA




MHOCTPAHHBIX TPAXIaH M JHI O3 rpaXkIaHCTBa

(OCHOBBI aIMMHUCTPATUBHOI'O 3aKOHOAATENbCTBA Poccuiickoi
Denepanyy B 00J1aCTH YIIPaBJIEHUS [IEPCOHATIOM U OTBETCTBEHHOCTU
TOJDKHOCTHBIX JINLL

3axoHonarenscTBO Poccuiickoit deneparnnu o nepcoHaIbHbIX
TaHHBIX

[lopsi /10K 3aKJIFOUEHUS T0TOBOPOB (KOHTPAKTOB)

JlokaabHbIE HOPMATHBHBIE aKTHI B 00JIACTH YIPaBICHUS
[IEPCOHAJIOM

[IpaBuia BeieHUs 1€JI0BOU IIEPENUCKU

HopMbl 3THKH [1€10BOT0 OOLIEHMSI

JIpyrue -
XapaKTEePUCTHUKU
3.8.3. TpynoBasi pynkums
HanmMeHnoBaHue|A IMUHUCTPUPOBAHUE Kox |H/03.7 YpoBeHb (0ypoBeHb) |7
[TPOLIECCOB KBaJIM(pUKALIH
CTPaTEru4ecKoro
YIIpaBJICHUS TIEPCOHAIOM
11 COOTBETCTBYIOIIETO
ITOKyMEHTO000pOTa L
[Ipoucxoxaenue |OpuruHan X [3auMCcTBOBaHO U3
TPYZIOBOH OpUTHHANA
byHKIMHA
Kon opurnnana PerucrpanyioHHBIN
HOMED
npodecCuoHaIbHOTO
CTaHJapTa

TpynoBble neiictBust  |/IokymMeHTalmoHHOe 0(pOpMIIEHUE PE3yIbTATOB YIIPABICHUS
[EpPCOHAJIOM, €TI0 ayJUTa, padOThl CTPYKTYPHBIX HNOApA3IeICHHUH
JIOKyMEHTAI[MOHHOE U OpraHN3allMOHHOE COIIPOBOXKICHNE
CTPATErHYECKOro YIpaBJIEHUS EPCOHAIIOM U PabOTON CTPYKTYPHBIX
[0JIpa3IeJICHUI

[lonroroBka NpeagoKeHUH MO Pa3BUTHIO CUCTEM YIPaBICHUS
[epcoHaioM, o0ecrieueHns KaJapoBoil 0€30MacHOCTH, 110
HEO00XO0AUMBIM KOPPEKTHPYIOLIUM U PEBEHTUBHBIM MEPaM U 110
[MOBBILIEHUIO AP(HEKTUBHOCTH pabOThI CTPYKTYPHBIX

[0 Ipa3IeJICHUI




KOHTpOJIb MPO11ecCOB B 00JIACTH YIPABJICHUS IEPCOHANIOM U PaOOTHI
CTPYKTYPHBIX ITOJIpA3JICICHUI, CPABHEHHUE M aHAJIM3 ITPOIIECCOB,
[Pe3yIbTATOB YIPABICHYECKHX MEPOIIPHUITUH, ONpeAeTICHHIE
(bakTOPOB, BBI3BIBAIONINX OTKJIOHEHHE OT IJIAHOBBIX MOKa3aTeIen

CornacoBaHHe U KOHTPOJIb JOTOBOPOB 10 BOIIPOCAM U CUCTEMAM
CTpaTEernyecKoro yrnpaBiIeHUs IEPCOHATIOM U paboTe CTPYKTYPHBIX
110/1pa3IeJIEHNUH, OpraHu3alys IPOUEAYp M0 UX 3aKJIIOUEHUIO

HO,Z[FOTOBKa HpC,I[J'IO}KeHI/Iﬁ 10 00€CIEYEHHIO COOTBETCTBHS
OpraHHu3alr U OIUIATHI TPpyJa NCPCOHATIA YCIICIIHBIM
[KOPITOPATUBHBIM IIPAKTHUKAM

HeoOxonuMble ymeHUs

IAHaTM3UPOBATh, pa3padaThIBaTh U OPOPMIIATH JOKYMEHTHI T10
[IpolieccaM U pe3ysibTaTaM YIpaBJIeHUs [IEPCOHATIOM U paboTe
CTPYKTYPHBIX IOJIpa3AcICHUI

[TprMeHsITh METOIBI aHATTN3a OM3HEC-TIPOIIECCOB OPTaHU3AIII

Ornpenenars NporpaMMbl JOCTUKEHUS LIeJIeH U pelleHus 3a1a4
[10Ipa3IeJICHUI

[IpoBOIUTH aAyIUT CUCTEMBI YIIPABICHUS IEPCOHATIOM M CUCTEMBI
oOecrieueHHs KaJIpoBoii 0€301MacHOCTH

HpOBOI[I/ITL KOHTPOJUIMHI' CUCTEMBI YIIPABJICHHS [ICPCOHATIOM

KoHTpoimpoBaTh OI0/PKET Ha MEPCOHAI U YIIPABJICHUE PacX0oaaMu
Ha IIepcoHa

Opranu3oBbIBaTh COIIPOBOXKIEHUE T0TOBOPOB 10 BOIIPOCaM
YIIpaBJICHUS NIEPCOHAIIOM, BKIIFOUYAs IIPEABAPUTEIBHBIC ITPOLIEAYPBI
[10 X 3aKIIOYEHUIO

Opranu3oBbIBaTh 3aKyIOYHbIE IPOLEAYPHI, OQOPMIIATE U
AHAJIM3UPOBATH 3aKYINIOYHYIO JOKYMEHTALUIO

KoHTposmmMpoBaTe 1 aHAIM3UPOBATh BOIPOCH! COLUAIIBHOTIO
[TapTHEPCTBA, JOrOBOPBI IOCTABIIUKOB YCIYT

HpOBOI[I/ITB MEPETOBOPELI U MPEACTABIIATE UHTCPECHI OPraHu3aliu B
rOCYJapCTBCHHBIX OpraHax, HpO(I)eCCI/IOHaJ'ILHBIX COI03axX U APYIux
MMPCACTABUTCIIBHBIX OpTraHax pa6OTHI/IKOB " OpraHu3anusx 1mo
BOIIPOCAaM IEpCoOHAJIa

PaboTaTh ¢ HHPOPMAITMOHHBIMU CUCTEMAaMU, IU(PPOBBIMU yCIyraMH
11 cepBHCaMU MO YIPABJIEHUIO NEPCOHAIOM

ObecneunBaTh JOKYMEHTALIMOHHOE CONPOBOXKICHHE MIPOLIECCOB
yIIpaBJI€HUs] IEPCOHAJIOM U pabOTON CTPYKTYPHBIX NOIpa3iesIeHui

OpraHn30BbIBaTh XPAaHEHUE JOKYMEHTOB B COOTBETCTBUU C
TpeOOBaHUSIMU TPYIOBOTO U apXHWBHOTO 3aKOHOAATEIbCTBA
Poccuiickoit deneparuu U JOKAJIbHBIMU aKTAMU OpraHU3aluu

O6ecneunBaTh COOIOICHIE TPEOOBAHUH 3aKOHOIATETHCTBA
Poccuiickoit deaepanuu 1 KOPIOPATUBHBIX MOJIUTUK B 00JIACTH
00pabOTKH IEPCOHATBHBIX TAHHBIX U KOH(PHUICHIINAIBHON
HbOopMaIu

C06J'IIOI[aTL HOPMBI OTUKU JCJIOBOT'O 06H_[CHI/ISI

HeoOxonnMele 3HAHUI

CornuanbHas MOJIMTUKA, KOPIIOPATUBHAS KYJIbTYpPa, CUCTEMBI
MOTHBAIUH U YPPEKTUBHOCTH YIIPABJIEHUS IEPCOHAIOM

MeTobl yrpaBiaeHus pa3BUTHEM U 3((HEKTUBHOCTHIO OpraHU3aIIH,
METObI aHAIN3A BBIITOJIHEHUS IUIAHOB U IIPOTPaMM, OIPEIEICHUs




X SKOHOMHYECKOH 3(PEeKTUBHOCTH, METOJIbI 00ECTICUCHHUS
KaIpOBOI OE30MTACHOCTH

MGTOI[LI MMPOBCACHUA ayIUTa, KOHTPOJIA OIICPATUBHBIX
YOpaBJICHYCCKUX IMMPOUECCOB, COONMOJIOTMYCCKUX I/ICCJ'ICI[OBaHI/Iﬁ

busHec-1u1an u OM3HEC-NPOLIECCHl OPraHU3AIH

BIO,[[)KCTHOG IMPOCKTUPOBAHHNC

OpraHI/ISaHI/IOHHOG ITPOCKTUPOBAHUC

DOopMBI, METOJIBI U CUCTEMbI MAaTEPUATILHOTO U HEMATEPHAIBHOTO
CTUMYJIMPOBAHUS TPyia IepcoHaIa

CucTeMbl CTaHIAPTOB 1O OM3HEC-TIpolieccam, podeccusim
(CeruanbHOCTSIM), HOPMBI TPy

MeToapl aHaIM3a KOJIUYECTBEHHOI'0 U KAaYEeCTBEHHOI'0 COCTaBa
IICPCOHAJIA

TlonuTHka OpraHr3anuu 110 1nmepCoHally

[Topsiiox hopMUPOBAHUS, BEACHHS 0a3bl TaHHBIX U MPEAOCTABICHHUS
OTYETHOCTH TI0 CUCTEMAaM YIPaBIIEHUS IEPCOHAIIOM U paboTe
CTPYKTYPHBIX MOJIpa3ACICHUI

(OCHOBEI JAOKYMCHTAalIlUOHHOT'O 06CCHC‘ICHI/IH, IMOpAa0K Oq)OpMJ'IeHI/IH
JIOKYMCHTOB, ITPEACTABIIACMBIX B rOCYAapCTBCHHBIC OPraHbl,
HpO(I)eCCI/IOHaHBHBIe COIO3BhI, O6H.I€CTBCHHBI€ OpraHn3anun

]_IGJH/I N CTPATCrus pasBUTHA OpraHHU3allun

[Topsimok poBeIEHUS 3aKyITOYHBIX MPOLEAYP U 0)OPMIICHUS
COIYTCTBYIOIIEH JOKYMEHTAIUU

HopmaTuBHBIE IPABOBBIE AKTHI, PETYJIMPYIOLIUE IIpaBa U
0053aHHOCTH rOCYIapCTBEHHBIX OPraHOB M OPraHU3alUil 110
[PEAOCTABICHUIO YYETHON JTOKYMEHTALUH

OpranuzalioHHasi CTPYKTYypa OpraHU3alliy U BaKaHTHBIC
TOJDKHOCTH (Tpodheccr, CreUaaTbHOCTH)

TapudHo-kBanudpuUKaMOHHbIE CIPAaBOYHUKHU paboT U npodeccuit
pabounx u KBaTH(PHUKAIMOHHBIE XapaKTePUCTUKH JOIDKHOCTEH
CIIy)KallKX, MpoecCHOHATbHbIE CTAaHAAPTHI

Criennanu3upoBaHHble HH(OPMaLMOHHbIE CUCTEMBI, IU(POBBIE
YCIYTH U CEPBUCHI B 00JIACTH aAMUHUCTPUPOBAHUS IPOLIECCOB
CTPaTErn4eCcKOro yrnpaBJIeHUs IIEPCOHAIOM, B 001aCTH
ITOKYMEHTO000pOTa, I'PAaHUIIbl UX PUMEHEHUS

HopMaTuBHBIE IPaBOBBIE AKThI, ONPEAEIAIOIINAE HOPMBI TPYZAOBOIO
MpaBa

(OCHOBBI apXMBHOTI'0 3aKOHOJATEIbCTBA 1 HOPMATUBHBIE IIPABOBBIE
akThl Poccuiickoit denepanuu B 001acTy BeACHUS TOKyMEHTALUU
[10 IEPCOHAILY

(OCHOBBI HAJIOTOBOT'O 3aKOHOAaTesbeTBa Poceniickon denepannn

(OCHOBBI MUTPALIMOHHOTO 3aKOHOIaTeNbCTBA Poccuiickoit
Denepanun B 0071aCTH MPUBJICUEHUS U TPYI0YCTPOIMCTBA
MHOCTPAHHBIX TPaXKJAH U TUI] 0€3 rpakJaHCTBa

OCHOBBI aIMUHUCTPATUBHOTO 3aKOHOJATENbCTBA Poccuiickoi
Denepannn B 0071aCTH YIIPaBIEHUS IEPCOHAIIOM U OTBETCTBEHHOCTH
TOJKHOCTHBIX JIUIT




3axoHonarenscTBO Poccuiickoit denepannu o nepcoHaIbHbIX
TaHHBIX

JlokabHBIC HOPMATHUBHBIC aKThl OPTaHU3AIMH B 00JIACTH
yIIpaBJIeHUS] IEPCOHAIOM

[lopsi /10K 3aKJIFOUEHUS T0TOBOPOB (KOHTPAKTOB)

HOprI 9THUKH JCJIIOBOT'O O6H_I€HI/I${

JIpyrue
XaPAKTCPHUCTUKNU

IV. CBenenusi 00 opranusanusx - paspaéorunkax
npo¢ecCHOHAIBHOI0 CTAHAAPTA

4.1. OTBeTCTBEHHAS OPraHN3ANUA-PA3ZPAOOTUNK

Coget 110 npohecCHOHATLHBIM KBATH(HUKALIMSAM B 00JIaCTH YITPABICHHSI IEPCOHATIOM

[Ipencenarens ByukoBuu Asia AnekcanapoBHa

4.2. HamMeHOBaHUS OPraHU3alMii-pa3padoTYNKOB

1  |Arpoxonaunr "CTEIIB", ropog PoctoB-Ha-JloHy

2 |AO "Konnepn Pocaneproarom”, ropox Mocksa

3 |AO "OMK", ropox Brikca, Huxeroponackas o6actsb

4 [Kommanus "Meramnounsect”, roponx MockBa

o |[MockoBcKHiI MeTpoIoInTeH, ropos MockBa

6 |[UMucturyt 3ansaToctu U npodeccuit PI'AOY BO "HayuHo-uccnenoBaTenbckuit
yHuBepcuTeT "Boiciiast mkona s3koHOMHKH'", Topog MockBa

7 [HOYY "HHcTuTyT npodeccnoHaibHOro KajapoBuka", ropog Mocksa

8 |OOOP "Coro3 paboroaareseil pakeTHO-KOCMUYIECKOW MPOMEBITIIIEHHOCTH Poccnn”,
ropox Mocksa

9 |OOP "Poccuiickuii CO103 MPOMBIIINICHHUKOB U NpennpuHuMareseii”, ropoq Mocksa

10 |[TAO "T"asmpom HedT1H", ropoa Cankr-IlerepOypr

11 |[TAO "Pocrenexom", ropog Mocksa

12 [[TAO "Pycl'mapo", ropon KpacHosipck

13 |[TAO "Cesepcrans", ropon Yepenosen, Bonoroackas o6mactb

14 |[TAO A®K "Cucrema", ropoq Mocksa

15 |CPOO "Accomuanusi pyKoBOJUTENIEH U CIIEUAIUCTOB MO YIPABIECHUIO YEIOBEUECKUMHU

ecypcamu', ropost ExkarepunOypr
16 ([@I'BOY BO "MOCKOBCKHi1 aBUAITMOHHBIA HHCTUTYT (HAIIMOHATBHBIN

MccrieoBaTeIbCKUi yHUBEpcHUTET)", ropog MockBa




17 |®I'bY "BHUU tpyna" Muntpyaa Poccun, ropox Mocksa

18 [UY "LlenTp muaHupOBaHUS U UCIIOJIB30BAHUS TPYIOBBIX pecypcoB ["azmpoma", ropon
MockBa

<1> OO6mmepoccuiickuii k1accuukaTop 3aHATHA.
<2> OO0mepoccuiickuii ki1accuukaTop BUAOB IKOHOMUYECKOHN IEATEIIbHOCTH.

<3> EnuHbplii KBaTu(UKAIMOHHBIM CHPABOYHUK JOJDKHOCTEH PYKOBOJIUTENEH, CIEIHAINCTOB U
JIPYTUX CIY>KaIlHX.

<4> Oobmepoccuiickuii kiaaccuduraTop npodeccuit padbounx, TOJDKHOCTEH CIyKaluX U TapuHBIX
pas3psIoB.

<5> O0mepoccuiickuii Ki1accu(UKaTop CrenralIbHOCTEN TT0 00pPa30BaHUIO.
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