Ofman xXapaKkTepHCTHRA NPOrpaMMEl MPoheccHOHANLHOI NIepenoaroToBKy
«¥Ipas/ieHHe HePCOHAT0M»
324 vaca

Heas nporpaMme:: GOPMHPOBAHHE H COBEPIISHCTBOBAHHE KOMIETEHILN,
HeoOXOMMMBIX JINR MOMyYeHHS HOBOH KBaTMOHKALMM B 0BNaCTH YIpaBNeHHS
[EPCOHANOM, TIPHMEHEHNe NpHHIHNIoE HR-MenemmmenTa Ha ofsexTax Beex dopm
cOOCTBEHHOCTH, COBCPUICHCTEOBAHHE WABHIKOB TO DPAsIHYHEIM  AcTeKTaM
npodeccHonansHol NESTENRHOCTH, OCBOCHME CHVIDATENAMH HOBEIX CHOco0OB
PeIEHHA NpodeccHOHATEHEX 3a1ad, PABHTHA KAAPOBOM0 NOTCHUMATA [O1H
MOBRINEHHS  3QMEKTHBHOCTH  JEATENEHOCTH  OPraHH3aldd ¢ YHETOM
Npo{eccHOHANEHEIX CTAHEPTOB.

Iepevens HOPMATHBHLIX JOKYMEHTOR, ONPEIEAAIONIHE KBaTHpHKS IHOHHbIE
TpeDOBAHHA K BLINYCKHHUKY NPOrpaMME]

1. Tlpodecenonansimit crangapt 07.003 «CoenHamvcT no yOpasicHURO
nepcodanos»  (IIpukaz Muutpyoa Poecud ot 09.03.2022 M 109H.-
(3aperncTpupoBano 8 Mumocre Pocemm 08.04.2022 MNe 68136) B uacmm
ODoDimeHHER TPYIOBE (yHKIME:

- JokyMeHTANHOHHOS oDecnedenre paboTi ¢ mepcoHanoM (A);

- JestensHocTs no oflecnedesnio nepcoHanoM (B);

- JesaTensHoCTs N0 OLeHke W arTecTanuy nepeonana (C);

- JeaTensHoCTs N0 pazeHTHIO mepeonana (D);

- JesTeNbHOCTE N0 OPraHK3aHK TPY/A M OIATH nepeonana (E);

- HearensHocTs 10 (OPMHPOBaHHID KOPTOPaTHBHON  cONHANRHON
MOAHTHEH (F).

2, @I'OC BO mno xHanpasneswo nogrorosku 38.03.03 «VYnpasnenue
nepcoHanoMy  (yvposeHs Oaxanaspuara)s ([Ipuxaz MuawoSpuaykw Pococun oT
12082020 N 935 «00 yreepmoensas (eIepanbHOTO TOCYIAPCTECHHOTO
00pasoBaTENEHOTO CTAHOAPTA EBHICHEro o0paiosaHus - OaKanaBpHar 1o
HAMPAaBICHHID NOArOTOBKH 38.03.03 Ynpamnenne nepcoHamoM”.
3aperncTpuposano B Munwocre Poceun 25 agryera 2020 r. Ne 59446)

XapakTepHerura npodeccHoHAIEHBIX KOMIETEHIHA, M0/ 1eRalux
COBEPIIEHCTBOBAHKI0, H/HIH NEpeqeHh HOBLIX KOMITETEHIIHI,
fopMHPYHIHXCA B NPOLECee OCBOCHHH NPOTrPaMMbl

Cnymarene, ycnemmo  npomexmmi  ofydeHHE mo  nporpamMe
npotdeccHoHaTEHON  MepenoaroToBkd  «YOpaBieHHe [EPCOHANOM®, [JOJKEH
oDMaATE CACAYVIOUIHMHE KOMITETEHIIHAMH, HeOGXOMHMEIMH A BEIMONHEHHA HOBOTO
B npodeccHoRansHof TeqTeNsHOCTH B 00/18CTH VIIPARNEHHA [TePCOHATOM:

— CH0coDHOCTE BECTH JOKYMEHTAIHIO N0 YHeTY H IBMKEHHID MepcoHana;

— cnocoDHOCTE pa3paboTaTe THIIOBEIE QOpME! NOKYMEHTOE MO YUeTy M



IBWAEHHIO [EPCOHATA, CONPOBOMICHME npousayp oOdOpPMISHME TPYIOBBIX
OTHOWISHHIE;

= cnocobHocTe  ocyiuecTsaxTs cbop wabopmanun o  noTpebHOCTAX
OPraHU3ALHH B [IEpeoHane;

- cMoco0HOCTE OCYIIECTBIATE MOWCK, NMpHBIedYeHke, nogbop W othop
NepcoHana;

— CnocoDHOCTR DPI'EI-IH!GEEIEETE H II'pDEﬂJI[Iﬂ'E OUEHEY M ATTECTALMNEDY
NEpcoHANa;

= CIOCODHOCTE OPraHfI0BREIEATE H [OPOBOOETE MEPONOPHATHAR 4
PA3BHTHIO H MOCTPOCHARO NpodieccHoHanbHol Kapbephl NepcoHana;

- CrnocoDHOCTE NPOBOAMTE O0YYEHHE, AfanTalMilo H  CTARAHPOBKY
nepcoHana;

- crocobHOCTL OCYLIECTBIATE OpPraHH3alMI0 TpYIA H ONN&TEL Tpyla
NEPCoOHANA;

- cioco0HOCTE paipabaTeiBaTh KOPNOPATHBHYIO COUMANEHYIO MOTHTHKY
M BHEHPATE ¢€ B ACHTENEHOCTE OPraHu alHu;

- cnocofHocTe  paboTats B KODPNOPATHBHEIX H  BHEMIHHX
HHPOPMALHORHEIX CHCTEMAX M HCTIONL3IOBATE IHQPOBEE CEPBHCEI,

- enocofHOCTL OCYIECTRIATE KOHTPpONs B cdiepe YTIpaBieHHA TIepCoHaTa
H OCYIIECTENATE DIODKETHPOBAHKE B QVHKLIMOHANEHEX MOAPA3Ae/ICHIAX CITyiOb!
YIPaRIEHHA TEPCOHATOM.

IinanHpyeMBle PeIVILTATEL 0OYUCHHNA NPOrPAMMEBI

Ilo vToram OCBOSHHA OPOIrPaMMEL CIIYIIATENH JOAKHEL

IHATE:

- NOpANOK ohopMICHHEA, BENEHHA H XpaHEHHA JOKYMEHTOR 110 0hopMIeHHIO
TPYOOBHX OTHOWEHHHA, [0 YOpasIeHHIo NEepCcoHATOM B COOTBETCTBHH C
TpeboBaHNAME 3aKoHOLaTenbcTEa Poccmifckoll denepailin 1 KOPNOpaTHBEHBIMH
MONHTHEAMHS

- TPYIOBOE 3aKOHOOATEMLCTBOD W MWHBIE &KTHE, COACPEAIMC HOPMEL
TPYAOBOrO Npaea;

- TEXHOIOTHH M METOIHKH NOHCKA, NpHBncHeHHA, moabopa 1 ordopa nepcoHana;

- CHCTEMEI, METOOE © (OPME MATEPHATLHOIO H HEMATEPHAITBHOTO
CTHMYTHPOBAHHA TPYAA NEPCOHANA;

- TAPUHHO-KEATHOHKAIMOHHELE CIPABOYHIKY padoT W npodeccuil paboynx
H KBATH(HKALHOHHEIE XapaKTepHCTHKH DOIAHOCTEH CITYALIHX,
NpoflecCHOHANEHEE CTAHAaPTS;

- OCHOBL! JKOHOMMKH, OPraHH2aLHN TPYIa H VIPABIEHHA MEPCOHANOM;

- MOPAICOK H TEXHOIOTHA MPOBEJEHHES ATTECTALHH NCPCOHATA;

- TEXHONOMHH H METOOEl OIpeOCIEHHA H OUEHEH Hpﬂd:l-BEEHDHE.TI:BHHH
SHAHME, YMeHHH B KOMITETEHITHE;

- OcHOBHI of0meld # conMansHOH MCHXOMOMHH, CONMOMOrHH H MCHXOMOTHH



Tpyaa,

- CHCTeMEl,  cmoco0bl,  METOOBl,  HHCTPYMEHTH  [TOCTPOEHHRA
npofeccHOHANEHON Kapbephi;

- METOIBl, HHCTPYMEHTEl Hccnenobanus notpebHocTH B o0yueHMH
NEpcoHand H METOMONOTHH ﬂﬁ}"{EHHH;

- MOPAACK pa3paboTHH MIAHOB NOATOTOBKH, NEPENOArOTOBKH | NOBEINEHM
KBaNHHKALIHMY NepcoRana, yHeOHEX NIaH0B H MporpaMM;

= METOIBRI ATANTAIHH H CTAXHpOBOE MIEPCOHANA, a Takee [I0pHI0K
paspafloTkH N7aHOB AJaNTADMH TNepeOHATa HA HOBBIX pafodmxX MecTax,
MOOrOTOBKH, NEpenoiroTOBKM M NOBLINCHMA KBRANW(HKAMH [NEPCOHANE M
OpPraHH3alHH CTAKHPOBOK;

- METOIB! Y4YeTa M aHa/IH3a nokasateneil no Tpyay ¥ onnare Tpyna

- METOOR ONpeleleHHA, OUEHEKEH W CpPaBHEHHA HWHEBQAC'FEEHHUH
HHTCHCHBHOCTH H HaNpEOEeHHOCTH Tpyida, COBpEMEHHBIS l'.'b'DPHH, CHCTEME!
OTINATHl H Y9eTa NPOH3BOANTENRHOCTH TPYIA NEPCOHANA;

- METOORI OMPENENEHH YHCIEHHOCTH MERCOoHana,

- OCHOBR! SKOHOMHEH TPYIa;

- METOAEI aHANHEE BRIMGMHCHHA KOPHNOPATHEHEX COLMANEHRIX MporpaMM H
onpeaeneHHd WX IxoHoMuYeckoi adderTHRHOCTH;

- CNSHHATHIHPOBAHHEIE HHOOPMAILIHOHHEIE CHCTEME], LHEPOBBIE YCIYTH H
CEPBHCH MO BEOCHHID YHETa H IBHECHHKD NEPCOHATE, TPEHHIE HX NPHMCHECHHA.

¥meTh:

- [JOKYMEHTHPOB&THR TpPYHOBHIE OTHOLIEHHA pasiHYHEIX KareropHi
PalOTHHKOE H CHEUHATEHEX CYOBEKTOER TPYIOEOTO TpaBa B COOTBETCTBHH C
nelicTEyiomuAM 3akoHonarenscTeoM Pocculickolt ®enepaumn, pernameHTaMu
(CTAHAAPTAMH) JOKYMEHTOODOPOTE OPraHHIalHH;

- BHABIATE OMMOKH, HETOYHOCTH, WCTPABACHHA M HEIOCTOBEPHYIO
HHQOPMALIHI0 B JOKYMEHTEX, ONPEAeNsTE NONIHHAHOCTE [PEACTABIEHHEX
IOKYMEHTOR,

- BECTH YHeT H PerHCTPalHiy JOKYMEHTOE B HH(OPMALHOHHEIX CHCTEMAX H
HA MATEPHANBHEIX HOCHTENSNX;

- paboTaTe CO CNENHATHINPOBAHHEIMH HHOPMAIHOHHEIMH CHCTEMaMH H
UHPPOBEIMH CEPBHCAME [0 BENCHHIO VUETA H IBIKEHHIO ePCOHANA;

- cobuparh, aHAMHIKPOBATE W CTPYETYPHpOBaTE HHGOpManHio ob
0coDSHHOCTAX OpraHH3aluy paboT Ha paziHvHBIX YYACTHAX NPOH3BOACTEA H Ha
KOHKPETHEIX pabouHX MECTAX ¢ YYeTOM [eneH, 38084, NIAHOB M CTPYKTYDHI
OpPraHHIaIHE,

- co0Mparh, AaHANM3HPOBATE H CTPYKTYPHpPOBaTh HHQoOpMauHio o
OCcODEHHOCTAX W BOIMOMHOCTAX NepCOHANa OpraHdzaltie,

- CODHpaTh, AHATHIHPOBATE W CTPVETYPHPOBATE HHODOPMANHIO 0O
OCODEHHOCTAX phIHKA TPYAY, BRUOYAH NPCUIOKEHHA YOIYT 1[0 [OHCKY,
NpHEBMEYEHHI0, Monfopy ¥ oTdopy nepcoHana;

- (OPMHPOBATH TNPEIIOKEHHA [0 ABTOMATHIAUHH M HdpOBH3AIINY



ta

OTEpalMii M npoileccor chopa NoTpedHOCTH B nepcoHane;

- OOpeleNaTh KPHTEPHH NOWCKA, NpHBNeYeHHA, nogbopa B oThopa
NepCOHANa;

- co0HpaTb, aHAIMIKUPOBATE W CTPYKTYPHPOBATE HMH(OPMALHID 0O
KAHZHIATaX H NPeqIoKeHHAx Ha pelHKe Tpyda;

- MPHMEHATE TEXHONOIHH H METOOHKH [IOHCKA, NPHRNEYeHHs, mogdopa H
0TOOPa KaHAHAaTOR Ha BAKAHTHHE IODKHOCTH (MpodeccHH, CNCUHMANEHOCTH) B
COOTBETCTBHM C HX crelmduoi;

- COCTABAATE M KOHTPOAMpOBaTE CTATHH pacxoloB Ha oDecrnedeHHe
MEPCOHANOM [T MIAHHPORAHKA DHOJDKETOR;

- TpPHMEHATE TEXHONOCHH H METOOE ONpenencHua npodeccHoHATHHEX
IHAHWH, YMEHHA B KOMIIeTEeHLIHI;

- HCMOMB3I0BATE TEXHOMOTHH H METOOB OLCHKH NHIHOCTHLIX KIYecTs H
XAPAKTEPHCTHE;

- (OpPMHPOBATE CHCTEMBI, METOZH H ¢OpMBEl MATEPHANBHOIO H
HEMATEPHANMBHONO CTHMYNTHPOBAHKA TPY/Ia NepcoHana;

- MPHMEHATE TEXHOMOTHH H METOAL GOPMEPOREHHA H KOHTPOJL OHIKETOR;

- HCMOAB30BATE CHEHMANHIMPOBAHHEIE HHOOPMALMOHHEIE CHCTEME,
UHppOBBIE YCOVIH M CCPBHCH B OONACTH OLEHKM [EPCOHANA, IPaHMLE! HX
NPAMEHEHHA;

- paboTath ¢ OCHOBHEIMH METPHEAMH H AHANHTHYSCKHMH CpelaMH B
0OMACTH OLEHKH MEPCOHA;

- OMPENENATE NapaMeTphl M KPHTEPHH aTTECTALMK NepcoHana;

- OTIPEASNATE H MPHMEHATE CPEICTBA H METOAR ATTECTAllHH,

- BRIJIE/INTE PYNINE NepcoHana ANd NpoBeleHHs aATTeCTAHH;

- oDecneydBaTe OOKYMEHTALMOHHOE  CONPOBOMICHHWE  ATTECTALHH
nepcoHana,;

= COCTABMATE H EKEOHTROAHPOBATE CTaTRH PACXONOB HA aTrTecTalHBD
MepcoHana AnA MUTaHHPOBaHHs OI0KETOR;

- paboTaTh ¢ HHQOPMANMOHHHEIMM CHCTEMAMH, LAGPOBHIMH YCIYTaMH H
CEPBMCAME 110 [TPOBENEHWHY aTTECTALHHA MepCoHaANR,

-  AHAH3HPOBATE YPOBEHb ODMIEr0 pasBHTHA o npodeccHoHATBHOH
KBAMHQUEAIHN DepooHana;

- OTNpPEeNeNdaTs KPaTHOCPOYHEIE H IOArocpouHBE NOTPe0HOCTH pA3BHTHA
MepCoHANA H NMOCTPOLHHR ¢I'0 NPpOdeccHOHATRHOR KaphePhl;

- COCTABNATE HHAHBHAYANLHEE MTAHE KaPLEPHOI0 Pa3sBHTHA NIEPCOHAIA;

- MPHMEHATE TEXHOMOIHH H METOIR DasBHTHA TMepcoHANa H MOCTPOSHHA
npodeccHOHANEHOH Kapheps;

- OTPeeATE pabovHe MEcTa /A MPOBSICHHA CTAMHPOBKH W ANANTAHH
NepeoHana;

- AHATHIHPOBATH COCTOAHHE HOPMHPOBAHWA TPYJ4, KAuecTBO HOPM,
nokazatenel no Tpyay;

- AHAMHIMPOBATE JPPEKTHEHOCTE PabOTHl CHCTEMEl OpraHH3ALHH Tpyaa
NepcoHATA H HOPMHPOBAHHA TPY.a Ha pabounx MecTax;



- MPHMEHATE TEXHONOIHH MATePHANRHON MOTHBALHH B  YIPaRIeHHH
NEPCOHAIOM;

- AHATHIHPOBATE COBPEMCHHEIE CHCTEMBI OILTATE M MATCPHANBHOH
(MOHeTapHOH) MOTHBALIMI TPYOA /TN UEnei OpraHH3ain;

- AHATHIUPOBATE GOPMBl MATEPHATEHOTO CTHMYTHPOBAHNA, KOMIIEHCALNH H
MBOT B OIUIATE TPYIA [EpCOHaNaE;

-  ONpeaensTE UeNeBsle PYONE  NepcoHana 418 pa3paboTiH
CIIENHATHIHPOBAHHEIX COMMAIBHEIY [TPOTPanM;

- TPOBOARTE MOHHTOPHHD VCNSIIHBIX KOPNOPATHBHHEX  COUHLTBHEIX
nporpaMm;

= ONpegenaTs JQPERTHBHOCTE MEPONIPHATHI peanHIyeMoii KOpnopaTHBHOH
COLIMANEHON NOMHTHKH.

Baanern:

- HABRIKOM O(OpPMICHUA JOKYMEHTOB, PErNAMEHTHPYHOWMX TPYIOBRIC
OTHOLIEHHS ¢ KOHKPETHEIM paboTHHEOM,

- HABEIKOM TOArOTOBKH M odopwmicHHA no sanpocy palOoTHHKOB M
OOMEHOCTHEIX [IHL KOMHA, BEINHCOK H3 KAOPOBMX J0OKYMeHTOB, CLIPaBOK,
HEQOPMAIHH ¢ CTAXE, NBIOTAX, MAPAHTHAX, KOMNEHCAIMAN H WHLIX CBEIEHHA O
paboTHHKAX,

- HABHIKOM pafoThl B KOpPNOPATHBHEIX M BHEIIHHN HHOOPMAIHOHHEIX
CHCTEMEX H HCNONE30BAHHE UHQPOBLIX CEPBHCOB, BRIMOIHARMEX (QYVHKLIHH
BEJIEHHA DOKYMEHTALHHA M0 IBHMEHHKD H VYETY NEPCOHAA;

- HABEIKOM (QOPMHPOBAHHA [EpevHEH BAKAHTHBIX H MMAHHPYEMEX K
YKOMIUIEKTOBAHHIO IOMTAKHOCTEH (Npodeccrii, cienHansHoCTel) OprammMIaiiiu;

- cnocobHOCTBHY OCYIIGCTBARTE MOHCK BO BHYTPEHHMX W BHENIHHX
HCTOUHHKAX WHQOPMAUMH O KaHJWIATaX, COOTBETCTEVIOUIMX TpehoBaHMsM
BAKAHTHOH MOMKHOCTH (MpodeccHH, CHSOHATEHOCTH) H HHEIM MOTpedHOCTAM
OPraHH3EUH B IEPCOHANE;

- HABHIKOM pazpaloTKH TNaHa OleHKH MepCcoHand B COOTBETCTEHH ¢ LENaMHy
OpPraHn3aLmHi;

- CMOCODHOCTEIO ONPEIensaTh NapaMeTPhl H KPHTEPHH OLIEHKH NEpCOHala;

- HABBIKOM paboTate B HHPOPMALHOHHEIX CHCTEMaX, HCMONLIOBATE
usdpoBse VCIYIH H cepBHCH N0 00CTYHHBAHMIO GQVHKUHE 00 YIOpaBIeHWR
HEI]EDHE.FEDM:

- HABRIKOM pa3paloTKH NPOSKTOB JOKYMEHTOR, OTIPEIendlomuX Mopaiok
ATTECTALNH NepeoHana;

= CnocoDHOCTHIO TIPOEKTHPOBATEL [OKYMEHTEL, ONPeleNsiouiHx MOpsioK
PA3BHTHA MepcoHata # MOCTpOoeHHA NpodecCHOHANHHOH Kapbepd ¢ OUCHEKOH
TATPAT;

- HABLIKOM paspaloTKH NA2HOB NpofecCHOHANRHON Kaphephl NEPCoHANa;

= HARLIEKOM 'FEHF.EI.EIEI‘TH.‘EI CHETEME] I:ZIF-E'B.I-IEHB:E.L'I,'I-IH H HﬂpMHpﬂB-ﬂHHﬂ' "I'P'}",.El;ﬂ.
[epCOHANA, 3 TAKME BHeOPEHHE CHCTEME! OPraHM3aUNH H HOPMHPOBAHHA TPy.a



MepcoHana ¢ ONpefiefleHHeM TPYJOEMKOCTH, HOPMAaTHRHOW YHCTEHHOCTH,
rpaduros paboT M VCIOBMI OIIATH TPYIA NEPCOHANA;

- HABLIKOM PaspadoTRH CHCTeME! OIUTaTh TPYIA NepcoHana;

- COOCOOHOCTRIO PaspaboTKH KOPIOPATHBHEIX COLMATBHEIK TIPOTPaMM;

- CHOCOBHOCTHID BHCAPHTE KODIODATHBHEIE COLMANBHEE NPOIPAMMEL M
QIEHHTE HPHEKTHBHOCTE MEPONPHATHH KOPTIOPaTHBHON COUMATEHON MOMTHTHICH.



