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Pabouas mporpamMma nucuumiinHbl «OpraHu3anusi padoThl KaIpOBOM CITY>KOBD».

ABTOp(BI): I
CTapIlUi MpenoaaBaTellb ’ I0.H. An

Penensent(b1): Kyrnynun E.A., 3aMecTUTEb T€HEPATIBHOTO AUPEKTOPA 10 IEPCOHAITY U PEKUMY
AO «OMCcKO€ MalIMHOCTPOUTENBHOE KOHCTPYKTOPCKOE OIOpPO», K.3.H.

Pabouas nmporpamma paccmotpena pykoBoautenem OITOIT:

H.C. EpmakoBa

Pabouas mporpamma ogo0peHa Y4ueHbM coBeToM HHCTUTYTA (TipoTokoi Ne 4/]] ot 11 suBaps 2021 r.)

(c usmenenusamu u gononHeHusiMu ot 01 centsiOps 2021 r., mpotoko:n pemenus YC Ne 1)
(c u3MeHeHUusIMH ¥ 1onosiHeHusIMU 0T 26.01.2022 1., mpotokon pemenust YC Ne 6)

(c u3smenenusimu 1 gonosiHeHussMu ot 31.08.2022 r., mporokon pemenus YC Ne 13)

HopmaTtuBHo-npaBoByt0 0a3y pa3paboTku pabodeil mporpaMMbl AUCHUILIMHBI COCTABIISIOT:

- @epepanbHbI TOCYJApPCTBEHHBIN 00pa30BaTENbHBIA CTAHIAPT BBICHIETO OOpa3oBaHUS -
OakanaBpuaT 1Mo HampasjeHuto nmoarotoBku 38.03.03 YmpasineHnue nepcoHaaoMm (rpuka3 MuHoOpHaAyKH
Poccun ot 12.08.2020 r. Ne 955)

- Ilpukaz «O0 ytBepxkaenuu I[lopsaka opraHuzaluu U OCYIIECTBIEHUS 00pa3oBaTEIbHOMN
JeSITeIbHOCTH 110 00pa30BaTeIbHBIM IIPOrpaMMaM BBICIIEr0 00pa30BaHUs — IporpaMmamM OakanaBpuara,
nporpaMMmam crelnuanuTeTa, mporpaMMmaM mMaructparyps» oT 06 anpenst 2021 r. Ne 245.

- [Ipuka3 «OO6 yTBepKIEHUU MOpsAKA MEepeyHer CreluaabHOCTeH U HalpaBIeHUH MOATOTOBKU
BbIcIIero oopazoBanus» ot 12 centsopsa 2013 r. Ne 1061.

- OcHoBHasg mnpodeccroHanbHas oOpa3oBaTelbHasi MPOrpaMMa BBICHIETO OOpa30BaHMs
HampaBiIeHUuss MNOAroToBKM OakanaBpuara 38.03.03 VmpaBieHue mepcoHaIOM (HANpPaBICHHOCTh
«YTpaBiieHHE MTEPCOHAIOM OpraHU3aIluny), yITBEpKIeHHas pektopom 11.01.2021.

- TlonoxeHue O KOMIUIEKTaX OLEHOYHBIX MAaTE€pHaJOB OCHOBHOH mpodeccnoHaIbHOM
oOpa3zoBarenbHOM nporpamMmsl Beiciiero odpazoanuss B AHOO BO «Cubupckuii HHCTUTYT OM3HECa U
MH(OPMALMOHHBIX TEXHOJIOTUIY», yTBEpKIAeHHOe pekTopoM 31.08.2020 r.



1. HEPEYEHD IVTAHUPYEMBIX PE3YJIbTATOB OBYYEHUA 110 JUCHUIIJIMHE,
COOTHECEHHBIX C IINTIAHUPYEMBIMHU PE3YJIbBTATAMHN OCBOEHUSA OIOII
BAKAJIABPUATA

Lenv oucyunaunvt « Opeanusayus pabomsi Kaopogou ciyscovly - HOPMUPOBAHUE y CTYIEHTOB
TEOpeTUYEeCKOM 0a3bl 3HaHUM B 001acTH co3aanus u 3pdexTuBHoro ynpasieHus HR — cimyx00ii, yuntsiBas
TEHJECHIIMY COBPEMEHHOI'0 Pa3BUTHsI OpraHU3alui, a TAKKE HaBbIKOB IIPUHATHS U peaIn3aluu KaJpOBbIX
YIIPaBICHYECKUX PELICHUH.

3aoauu oucyuniunol:

- (hopMupoBaHue peacTaBIeHus 00 0COOEHHOCTIX KaJpOoBOH pabOThl Ha MPEAIPUATHH;

- mpuOOpeTeHne TEOPETHYECKMX 3HAHMKA M MPAKTUYECKHX YMEHWH M0 peaju3aluu Ienei,
(GyHKLUH 1 METOZI0B KaJJpOBOM CITy»ObI Ha IPEANPUATHH;

- U3y4eHHUe 0COOCHHOCTEH KaJpPOBOH M yIpaBIEHUYECKON TOKYMEHTAIUY;

- BBIpa0OTKA YMEHMH IO pa3pabOTKe JIOKAIbHBIX HOPMATUBHBIX aKTOB JUIsl OOecredeHus
3¢ heKTUBHON PaOOTHI KQAPOBOM CITYKOBI;

- (opMupoBaHue NPaKTUYECKHMX YMEHHUH pa3paOOTKH, MPUHATHA W pPEIN3alUU KaJpOBbIX
YIIPABJICHYECKUX PELICHUM.

B pesynbrare ocBoenuss OITOIT OakanmaBpuara 0Oy4aromuiics TOJDKEH OBJIAJETh CIICTYIOIIUMU
pe3ysbTaTaMu 00YUEHHUS 110 TUCIUILIHHE:

Ko u HaumeHnoBanue Kon n HaumeHnoBanue nnnuka- | llepedenp mmaHupyeMbIX pe3yiabTaToOB

KOMIIETEHIIUH TOpA JOCTHXKCHHS KOMITETEHIIUN 00y4eHus MO TUCIUIIINHE
[Ipodeccuonansusie kommnerenunu (I1K)

I1K-7 Cnoco6ed|I1K-7.1 3HaeT  coaepkaHue|3HaATh:
OCYIIECTBIISATh WHHOBAIIMOHHBIX 1poekToB u|l. Tlopsmok odopmieHHS KaapOBBIX
NEeSTENIbHOCTh M0 CO3/IaHUI0|0COOCHHOCTH U3 pa3paboTKu JIOKYMEHTOB 51 pUIaHus UM
51 pea3anyu FOPUIMYECKOMN CHITBI
WHHOBAIIMOHHBIX TPOEKTOB 2. llopsgok ¢dopMupoBaHus, BeIeHUs
B o0iacth  yIpaBJICHHUS 0aHKa TaHHBIX O TIEPCOHAJIC OPTAHHU3AIHH
MEPCOHAIOM Y TIPEIOCTABICHUS OTYETHOCTH

3. [lopsanok peanuzaluu MEpONpPUITHH B
00JacTH YNpaBJICHWU TIEPCOHAIOM B
paMKax pasinyHbIX HaIpaBJICHUN
KaJJpOBOM MOJIMTUKH OpraHU3aIIH

IIK-7.2 VYwmeer pa3pabarbiBaTh|YMeThb:
WHHOBAIlMOHHBIE mpoekThl  B(l. [lmaHmpoBaTh, OpPraHMW30BHIBATE U
obnacTu yIIpaBJIEHUS |[KOHTPOJIUPOBATH JAEATEILHOCTD KaIpOBOM

TEPCOHAJIOM U 00eCIeYnuBaTh UX
peanu3anuo

CITYKOBI

2. OpraHu3oBbBIBaTh W KOHTPOIUPOBATH
BBITIOJTHCHUE MEPOIPHUATHA B  paMKax
peanu3anuyu UHHOBAIIMOHHBIX TPOEKTOB B
00IaCTH VIIDABICHNS IENDCOHAIOM

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOIl BAKAJIABPUATA
Hucyunnuna « Opeanuzayus pabomul KaOpoeou ciyicovly 6x00Um 6 uacms, opmupyemyio

VUACMHUKAMU 00PA308AMENbHBIX OMHOWEHUL, Y1eOH020 niana 610Ka «/ucyuniunot, MOOYIU» OCHOBHOU
npogeccuonanvroll oobpazosamenvrot npoepammsl (b1.B.12).
Hannas oucyuniuna npedycmompena yueOHbiM niaHom 8 7 cemecmpe no 04Hou popme obyuenus,
8 9 cemecmpe no 0UHO-3A0YHOU U 3A0YHOU hopmam 0OyUeHUs.
[Tpy M3ydeHWH TAHHOTO Kypca CTYACHTHI ONMUPAIOTCS HAa 3HAHUS W YMEHUS, TMOJIyYCHHBIC B
pe3yJIbTaTe OCBOCHUS CICAYIOIINUX TUCIIUILINH:
"KagpoBas moauTuka U KaapoBoe MIaHupOBaHUuE"




"TpynoBoe npaso"

3HaHUA U YMCHHA, MOJIYUYCHHBIC B PC3YJILTATC U3YUCHUA I[aHHOI\/II AUCHUIIIIMHBI, UCTIOJB3YIOTCA B

MOCJICTYIOIEM TSI U3YUCHUS:
"SddexTuBHOCTH Tpya"

"BpINonHeHNe U 3alIMTa BBITYCKHOM KBaJIM(UKAITMOHHON paboThI"
"[lonroToBka K caye u cjladya rocy/1apCTBEHHOIo 3Kk3ameHa"

"[IpenaumioMHas mpakTuka"

3. OBBEM JUCHUILIAHBI B 3AYETHBIX EJUHUIAX C VYKA3ZAHHUEM
KOJIMYECTBA AKAJIEMHYECKHUX YACOB, BBIJEJEHHBIX HA
PABOTY OBYYAIOIIUXCSI C TPEMOJABATEJEM (II0 BUIAM 3AHSATHII) U HA
CAMOCTOSITEJIbHYIO PABOTY OBYYAIOILIUXCS

OO6mmas TpyI0eMKOCTh (00beM) TUCIUTUIHHBI COCTaBisIeT 4 3.¢., 144 .

KOHTAKTHYIO

Ounas popma Quuo-3a0uHaA | 5, o dopma
Bun yae6HO# paboThI p ¢dopma p
7 ceMecTp 9 cemMecTp 9 cemectp

O01mas Tpya10eMKOCTb U CHUNIIUHBI 144 144 144
KonTakTHasi padora, B TOM 4Yucie B
3JICKTPOHHOM MH(OPMALMOHHO- 76 52 12
o0pa3oBaTeJILHOM cpenae (Bcero):
JIeKIMOHHBIC 3aHIATHS 36 24 4
[IpakTuyeckue 3aHATHS 36 24 4
Koncynbranuu 4 4 4
CamocrosiTesbHast padoTa 00y4arOIINXCH 41 33 123
(BCEro), B TOM 4HCJIE:
dopMa NPOMeKYyTOUYHOM aTTecTAlNH
o0yyaromerocs - IK3aMeH 27 9 9

4. COJAEPXAHME JUCHHUIIZIMHBI, CTPYKTYPUPOBAHHOE II0 TEMAM
(PA3JIEJIAM) C YKA3AHUEM OTBEJIEHHOI'O HA HHUX KOJIMYECTBA
AKAJIEMNYECKHUX YACOB 1 BUJ10OB YYEBHbIX 3AHATUN

4.1. Pa3zaebl AMCUMILUTHHBI (MOAYJISA) U TPYA0EMKOCTh 10 BUAaM y4eOHbIX 3aHATHII (B Yacax)

7 cemectp, ouHast hopma 00ydeHuUs

O0beM yacoB (110 BUIaM YU4eOHBIX 3aHSTHI)
KonraktHast padora (1o Koz
P =
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l. Opranuzanus paboThI
KapoBOii ClyxObl B chcTeme| s 10 6 4 5 IK-7.1,
YIIPABIICHUS HIePCOHAIIOM IK-7.2
OpraHu3aIuu
2. Mecro KaapoBOH CIyXObl
COBPEMEHHOM OpraHuzaluu B K71
UepapXxuu yrpasieHus u cucreme| 18 12 6 6 6 HK—7‘ 2’
BHEITHHUX U BHYTPEHHUX
KOMMYHHKAIII OpraHu3aiun
3. Mecto U poab KaapoBOM
CILYKOBI COBPEMEHHOH| | 10 4 6 6 I1K-7.1,
opraHuzaiuu B (GopMUpPOBaHUHU U I1K-7.2
peann3alny KaapoBOi MOJIUTUKH
4. HopmaruBHO-TIpaBOBOE€ U IK-7.1
METOUYECKOE obecrieuenue| 14 8 4 4 6 HK—7. 2’
pabOTHI KaJIPOBOI CIYKOBI )
5. [TpodeccnonanbHbIe
KOMIIETEHIIHH u [K-7.1
npodeCcCHOHATBLHO-POJIEBOM 18 12 6 6 6 TIK.7 2’
npoduib pabOTHUKOB KaJpOBOM '
CIYXKOBI B OPTaHU3AIIUSIX
6. CoctaB JIOKYMEHTAIINH,
UCIIOJIB3YEMOM B KaJpOBOH
ciIyxoe. OO0t COCTaB| 14 6 3 6 I1IK-7.1,
JIOKYMEHTaluu KaJpOBOM TIK-7.2
CITYKOBI. OpranuzaiuoHHO-
KaJIpoBas JOKVMEHTAIUs
7. OTBETCTBEHHOCTh 3a K-7.1
HapylIeHue TpymoBoro| 16 10 4 2 4 6 HK—7. 2’
3aKOHOJATEIbCTBA
BCEI'O| 144 76 36 36 4 41 | 27
9 cemecTtp, ouHO-3a04Has hopMa 00yUeHUs
O0beM "9acoB (110 BUIaM y4eOHBIX 3aHSATHI)
KonTakTHas pa6ora (110 o Koz
y4eOHBIM 3aHATUSIM), Yac. g 5 HHIUKATO
b = pa
Pasnen/TemMa IUCIUIIIUHEI, Bcero, 5 =) =
coziepyKanne gac. | Bcero, 3 S S | & a| g |noommxe
< R = 3 | E HUS
1ac. = S el 2= & 5§ 5| & |xommeren
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l. Opranunszanus paboThI
KaJIpOBOM CIIy)KOBbl B CHCTEME 16 6 4 ) 10 IK-7.1,
YIIPABJICHUS [IEPCOHAIIOM [IK-7.2
OpPTaHU3AINHT




2. Mecro KaapoBOH CITyKObI
COBPEMEHHOM  OpraHu3auuud B K-7.1
HepapXxuu yNpaBjieHUs U cucreme| 22 10 4 4 2 12 MK-7 2’
BHEITHUX u BHYTPEHHUX
KOMMYHHKAIIMI OpraHu3aiuuu
3. Mecro u poib KagpoBoil
CITYXKOBI COBPEMEHHOM 18 6 ’ 4 12 IK-7.1,
Oopranu3ani B (pOpMHUPOBAaHUH U [K-7.2
peanu3anuy KaJpoBoi MOJUTHKU
4.  HopmaruBHO-TIpaBOBOE€ U K-7.1
METOINYECKOE obecneuenne| 16 4 2 2 12 HK—7‘ 2’
pabOTHI KaJIPOBOI CIYKOBI '
5. [IpodeccuonanpHbIC
KOMITETCHIIUH u IK-7.1
podeCCHOHAIBHO-POJIEBOM 20 8 4 4 12 K7 2’
npoduiab pabOTHUKOB KaIpOBOM '
CIIYKOBI B OPraHU3aUIX
6. Cocras JIOKyMEHTalluH,
HCTIOIB3YyEMOH B KaJ[pOBOM
ciyxoe. OO0t cocTaB| 5 3 4 4 12 I1IK-7.1,
JIOKYMEHTaIuu KaJpoBOM TIK-7.2
CILYKOBI. Opranu3anroHHO-
KaJIpoBas JOKVMEHTAIIUS
7. OTBETCTBEHHOCTh 3a K-7.1
HapylieHue TpyaoBoro| 23 10 4 4 2 13 HK-7. 2’
3aKOHOJATEIbCTBA
BCEI'O| 144 52 24 24 4 83 9
9 cemectp, 3a0uHas popma o0yUueHus
O06BeM yacoB (10 BUIaM YUEOHBIX 3aHSTHI)
KonrakTHas pa6ora (1o o Koz
yueOHBIM 3aHSITHSIM ), Yac. g o MHIIKATO
Pasnien/Tema TUCIMILIMHBL, Bcero, 2 5 = pa
) O o 5] g & | JocTmxe
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1. Opraauzanus paboThI
KaJIpoBOM CIy>KObI B CHCTEME 17 2 2 15 [K-7.1,
yIpaBICHUS MEePCOHATIOM [1K-7.2
OPTaHMU3aIIU
2. Mecro KkagpoBoil ciryxObI
COBPEMEHHOI  OpraHu3aluu B K7 1
uepapxuu yrpasieHus u cucreme| 20 2 2 18 K-7 2’
BHEITHUX u BHYTPEHHUX
KOMMYHHKAIMI OpraHu3aiuu




3. Mecro u poab KaapoBOH
CITYXKOBI COBPEMEHHOM 20 ’ 2 13 IK-7.1,
opraHuzanu B GOpMUPOBAHUU U I1IK-7.2
peanu3anuy KaJpoBoi MOJIUTHKU
4.  HopmaruBHO-TIpaBOBOEC U

[K-7.1,
METOAMYECKOE obecnieuenune| 20 2 2 18 K72
pabOTHI KaJIPOBOI CIYKOBI )
5. [IpodeccuonanpHbIC
KOMIIETCHITHH } u MK-7.1,
po(hecCHOHATLHO-POJICBOM 20 2 2 18 K72
npoduiab pabOTHUKOB KaapOBOW ’
CIIYKOBI B OPraHU3aUIX
6. Cocras JIOKyMEHTalluH,
HCIONBb3yeMOl B KaJpoOBOM
ciyxoe. OO0t cocTaB| ¢ 13 IK-7.1,
JIOKYMEHTaIuu KaJpoBOM I1IK-7.2
CILYKOBI. Opranu3zaluoHHO-
KaJIpoBas JOKVMEHTAIIN
7. OTBETCTBEHHOCTh 3a MK-7.1,
HapylieHue tpyaoBoro[ 20 2 2 18 K7 2
3aKOHOJIATEIILCTBA

BCEI'O| 144 12 4 4 4 123 | 9

@DopMBbI TEKYILIET0 KOHTPOJIS — JIOKJIaJ, COOOLIeHNe, TPAKTUYECKOe 3a/laHie, TECT, KOJNIOKBUYM
(TeopeTnyecKkuil orpoc), UTOTOBbIM TeCT

CDopMa HpOMe)KYTOHHOﬁ aTTcCTaluu — 3K3aMCH.

4.2. CopeprxaHue JMCOMILIMHBI, CTPYKTYPHPOBAaHHOE 10 pa3jenaM (TeMam)
Tema 1. Opranunsanusi padoThbl KaAPOBOii C1yKObI B CHCTeMe YIIPaBJIeHUs EePCOHATIOM
OpPraHM3aunu

Jleknuonuble 3ausaTus 1.

Tema 1. Opranuzanus pabOThl KagpoBOW CIIyKObl B CHCTEME YIPABICHHS IE€PCOHAIOM
OpraHu3aIuu

Hctopus pa3BuTtHs ciayx0 ynpaBieHUs mnepcoHaioM. Poib M MecTo KaJpoBOHM CiykObl
OpraHM3aliy B CUCTEME YIIpaBiieHUs epcoHanoM. [IpuHiune!l paboTsl KaJpoBOil ciy>KObl OpraHU3aIiy.
Metoanueckue TpeOOBaHMS K OpraHu3anu paboThl KaJpoBOH CiyxObl opraHu3auuu. HampaBieHus
JEeSATENIbHOCTH U (QYHKIIUHU KaJAPOBOM CIyX Obl OpraHu3alH.

IIpakTHYeckune 3aHATHSA 2.

[IpakTnueckoe 3anarue (cemuHap) 1

Bonpocs! 1uist 06cyxienus:

1. CooTHolIeHNE MOHATUN CHCTEMa YIpaBJIEHUS MEePCOHAIOM, KaJpoBas MOJUTHKA, KaJpoBas
ciTy»0a COBpEeMEHHOM OpTraHU3aIliu.

2. CraTyc KaJIpOBbIX CIIy>KO B OpraHU3aluu U UX QyHKIUU

3. Opranuzamusi paboThl KaJpOBOM CITY»)ObI OopraHu3aiui. Poib U MECTO KaJpoBOH CITyKObI B
CUCTEME YIPABIEHUS MIEPCOHATIOM.

4. MecTto U poib KaJpoBOW CIYKObl B CHCTEME CTPATErMYECKOrO YIPaBIEHUS KaJpPOBBIM
HalpaBJIEHUEM JIETETbHOCTH OpraHU3alllu.

5. Meroandeckue TpeOOBaHUS K OpraHU3aluyd padOThI KaIpOBOM CITY>KOBI.

[IpakTuueckoe 3ansTue (BeinoaHeHnue 3aaanuii) 2 (Ilpunoxenue 2)




Tema 2. MecTo KaapoBoii ¢JIy:K0bl COBPEeMEHHOH OPraHN3alMi B HepPapXuM yIPaBJeHUs U
CHCTeMe BHEIIIHMX M BHYTPEHHUX KOMMYHUKAIUI OPraHu3aunu

Jlekunonuble 3anaTus 1.

Tema 2. Mecto KaapoBOil CiyXObl COBPEMEHHOW OpraHM3allil B HMEPAPXUU YIPABICHHUS U
CHCTEME BHEUIHMX M BHYTPEHHUX KOMMYHUKAIUI OpraHu3aluu

KanpoBass cinyx0a B OpraHu3alMOHHON CTPYKTYpe COBPEMEHHOM oOpraHu3anuu. TuroBas
CTPYKTYpa KaJpoBOH ciyxObl opranmzanuu. CucTeMa BHEIIHUX KOMMYHHMKAaIMHA KaJpoBOH CiIyKObl
opranuzaiuu. CuctemMa BHyTPEHHUX KOMMYHUKAIMHI KaJpOBO CITy>KObI OpraHU3alIHH.

IIpakTnyeckue 3aHATHSA 2.

[IpakTrueckoe 3ansTue (cemuHap) 3

Bomnpocs! 1u1st 06cyKaeHus:

1. TunoBsle CTPYKTYpbl COBPEMEHHBIX KaJPOBBIX CIIY>KO OpraHU3aIui.

2. CucreMa BHEIIHUX KOMMYHHMKAIM{ CIyXObI IIepCOHANa B OpraHU3allMH; B3aUMOJICHCTBHE C
rOoCyJapCTBEHHBIMM OpraHaMHu; B3aUMOJEHCTBME C KaJApPOBBIMHU CIy)KOaMHM Jpyrux OpraHu3aLui;
B3aUMOJICHICTBUE C PEKPYTHHTOBBIMH areHTCTBAMH; B3aMMOJACUCTBHE C NPOPECCHOHATBHBIMU
00pa30BaTebHBIMU YUPEKICHUSAMHU; B3aUMOJCHCTBUE ¢ KOHCAITUHIOBBIMU LIEHTPAMU U a/IBOKATCKUMHU
0r0p0; B3aMOCHCTBHE CO CPEICTBAMU MacCOBOW MH(POPMALINH.

3. CucteMbl BHYTPEHHUX KOMMYHHKAILMH CI1y>KOBI IIEpCOHaNa B OpraHu3alyy; B3auMoJieicTBUE ¢
PYKOBOJIUTENSIMH ~ CTPYKTYPHBIX —IOJpa3/eiCHNN; B3aMMOJEHCTBHE C (PMHAHCOBOH  CIIy»KOOM;
B3aUMO/IEICTBHE CO CIIy>KOOH 6€30IaCHOCTH.

[IpakTuueckoe 3anstue (BeinmoaHenue 3ananuii) 4-5 (Ipunoxenue 3).

Tema 3. MecTo M poJib KaJpOBOi CJIYK0bI COBPEeMEHHOI opranu3anu B GopMHUPOBAHUHU
W peau3aluy KaJpoBoil NOJUTHKH

JlekunonHble 3ansaTHA 1.

Tema 3. MecTto U poiib KaIpoBOW CIIy>KObI COBPEMEHHOH OpraHu3aluuu B (OPMHPOBAHUU U
peanu3anuy KaapoBOH NOJUTUKU

OcCHOBHbBIE TNOHATHS W KAaTeropuu KaJpoBOM IIOJIUTUKM COBPEMEHHOW OPraHU3aldU. OTallbl
dbopMHUpOBaHUS KaapOBOW MONUTHKUA. KpuTepuu OIEHKHM KaJApPOBOM MOJUTUKH. METOIUKH OLEHKH
3¢ (EeKTUBHOCTH JIEATENBHOCTH KaIpOBOH CITYKOBI.

IIpakTnyeckue 3aHATHA 2.

[IpakTuueckoe 3anarue (BoionHeHue 3aganuil) 6-8 (Ilpunoxenue 4).

Tema 4. HopmaTuBHO-IpaBOBOE M MeTOANYecKOe o0ecnieueHre padoThl KaApPOBOii CIyKObI

JlekunonHble 3ansaTH 1.

Tema 4. HopmMaTuBHO-IIpaBOBOE M METOMUECKOE oOecrieueHre paboThl KaJIpOBOH CITyKObI

HopmatuBHo-mMeToanueckas 0a3a A JOKYMEHTHUPOBAHUSA JESATENBHOCTH KaJpOBBIX CITYXKO.
BHeniHue pernamMeHThl, peryjupyronme AesTelbHOCTh KaApoBOi ciaykObl. BHyTpeHHHE HOpMaTHBHO-
METOIUYECKHE TOKYMEHTbI KaJpOBOU CITYKOBbI.

IIpakTnyeckue 3anaTHA 2.

[IpakTrueckoe 3ansTue (cemuHap) 9

Bomnpocs! k 06cyxaeHHI0:

1. HopmaTuBHO-TIpaBOBbl€ aKThl, PErJIaMEHTHUPYIOIIME BONPOCHI OPraHU3allUd U BeJEHUs
KaJIpOBOT'O JEJIONPOU3BO/ICTBA.

2. llItpadHblie caHKIINMK 32 HApYIIEHHUE JeMCTBYIONIEr0 3aKOHO1aTENbCTBA.

3. IIpoeKThI 3aKOHOAATENBHBIX AKTOB, PETYIUPYIOIIUX TPYAOBbIE OTHOIIEHHS ¢ PAOOTHUKAMH.

4. OrtBeTcTBEHHOCTh paboTojaTesniel W JODKHOCTHBIX JIMI] 32 HapylIEHUs TPYAOBOTO
3aKOHOJATEIbCTBA.

5. Bunbl u TpeOoBaHMS K COCTaBJICHUIO U YTBEPKACHUIO BHYTPEHHUX JIOKAIbHBIX HOPMATHUBHBIX
aKTOB.

[Ipaktrueckoe 3anstue (Beimoanenue 3ananuii) 10 ([punoxenue 5).



Tema 5. IIpodeccuonaibHbIe KOMIIETEHIMH U MPOdecCHOHAIBLHO-POJIeBO MPoPuJIb
Pa0OTHUKOB KA/IPOBOii C/1y:KObI B OPraHu3alusix

JleknuoHHble 3aHATHA 1.

Tema 5. [IpodeccronanbHble KOMIIETEHIIUU U MTPO(HECCHOHATEHO-POIEBON MPOQPHIIH paOOTHHKOB
KaJIpOBOH CITy>KOBI B OpraHU3aIUsIX

[IpodeccrnonanbHble KOMIETCHIIMM PAOOTHUKOB KaJIpoBOW CiyxObl. BrajeHue HaBbIkaMu
OpraHM3ali ¥ KOOpPAMHALMU Mexay oabMu. [IpodeccronanbHble poiau pabOTHHUKOB KaJpOBOH
CITYXOBI.

IpakTuyeckue 3aHATHSA 2.

[IpakTrueckoe 3ansTue (BeimoaHenue 3aaanuii) 11-12 (Ipunoxenue 6)

[Ipaktuueckoe 3anstue 13 «/lomkHocTHAas WHCTpyKIus» (pabora B rpymnmax mno 3-4 dei.)
(ITpunoxxenue 6)

Tema 6. CocTaB 10KYMEHTALMH, HCIIOJIb3YeMO B Ka/IpoBoii ciayx0e. O0mmii coctas
AOKYMEHTAIlUM KAAPOBOM Ci1yk0bl. OpraHn3anuoHHO-KaApPoBasi JOKyMEHTAIUS

Jleknnuonuble 3aHATHA 1.

Tema 6. CocrtaB JOKyMEHTallMM, MCIOJIb3yeMOHM B KajapoBod ciyxbOe. OOmmii cocrtaB
JOKYMEHTAIUU KaJpoBoii ci1yx0b1 OpraHu3alimoOHHO-KapoBas JOKYMEHTAIIHS

[Topsanox opopmiieHus mpuema, yBoJIbHEHHUS], U IEPEBOJIa COTPYIHUKOB B opranusanui. [lepeuenn
JOKYMEHTOB MO JHUYHOMY cocTtaBy. CucremMa ydeTra KaJpOBBIX JOKYMEHTOB XpaHEHHE KaJpOBOM
JIOKYMEHTaluu (HOPMAaTHUBHbBIE CPOKU XpaHEeHUs). POpMUPOBAHUE U XPAaHEHHME JTUYHBIX J€JI. XpaHEHUE
TPYIOBBIX KHIKEK.

O6mwme monoxenus o0 ycrase. [lomoxxenune o moxapasnenenuu. Buasl monoxenuit. [IpaBuia
BHYTPEHHETO TPYAOBOTrO pacmopsiaka. UTo mpeactaBiseT coOON CTPYKTypa M IITaTHAas YHCIEHHOCTh
nepcoHasa. KakuMy HOpMaTUBHBIMH aKTaMH IIPEAYCMOTPEHO COCTABIIEHUE IOKYMEHTA, ONPEIEIISIOIIEro
CTPYKTYpY W INTAaTHYIO YHCIEHHOCTh opranu3aiuu. llltaTHoe pacmucaHue Kak JOKYMEHT, KOTOPBIM
OTIpEeIENAETCS CTPYKTypa YUPEXKACHHUS W UYHUCICHHOCTh JOJDKHOCTEH MO KaXXKJAOMY HaWMEHOBAHHUIO B
KOHKPETHBIX NOJAPA3ICICHUAX U B IIEJIOM IO yUpeKIAeHHIO0. JOJDKHOCTHAsE MHCTPYKLUS KaK OCHOBHOM
OpraHU3AIMOHHO-TIPABOBOM JOKYMEHT, OMPENENSIOMUNA 3a1aun, QyHKIIMHA, OCHOBHBIE OOS3aHHOCTU U
OTBETCTBEHHOCTb COTPYJIHHUKA NPEANPUATHS NPU OCYLIECTBICHHUM WM CIyXeOHOW IesTeTbHOCTH
COTJIACHO 3aHMMAEeMOM JOJIKHOCTH.

Bunsl cornamenunii. HopmatuBHo-nipaBoBasi 6a3a, ucnosb3yeMasi Ipu 3aKJII0YEHUN COTJIAIeHUH.
3axmtouenue cornameHus. CopepkaHue U CTPYKTypa KOJUIEKTUBHOTO J10roBopa. TpynoBoil 10roBop:
3aKJII0UYEHNE, U3MEHEHHE U ITpekpaieHue. Conepkanue

IIpakTnyeckue 3anaTHA 2.

[IpakTnueckoe 3ansTue (cemuHap) 14. OpraHu3zalnMOHHO-NIPABOBOE OOECIEUEHHE KaJApOBOM
paboThI IpH MTpUeMe Ha paboTy.

Bonpocs! k 06cyx1eHuno:

1. OdopmiieHre TPYAOBBIX OTHOLIEHUWH C paOOTHUKOM: MPOBEpKa MOJIMHHOCTU JOKYMEHTOB,
NPEIbABISEMBIX COUCKATEIsIMU; COIJlacMe Ha IMOJIydeHHe U 00paboTKy NEepCOHAIBbHBIX [aHHBIX;
0c00eHHOCTH O(OPMIICHHS HEKOTOPHIX KaTeropuil paOOTHHUKOB; MpPOBEpKAa HaIM4Yus y paboTHHKa
NEPUOAOB TOCYAAPCTBEHHOM CIYy>KObl MU MYHHUIIMIAIBHOMN CIIy>KOBI, MOPSIIOK YBEAOMIJIEHHMSI; IIPOBEpKa
HaJIM4Ms y pabOTHUKA AUCKBATH(PUKALNH, NeHCTBUSA paboToIaTeNsl.

2. TlocnenoBaTesnbHOCTh IpoLeayp OGOPMIIEHUS TPYAOBBIX OTHOIIEHUI: O3HAKOMJIEHHE C
HOPMAaTHUBHBIMHU JIOKAIBHBIMU aKTaMH (00513aTebHBIMU U PEKOMEHIATEIbHBIMHU).

3. TpynoBoii [oroBop: 00s3aTeNbHBIE U JONOJIHHUTENBHBIE YCIOBHS TPYIOBOrO JOrOBOPA;
0COOEHHOCTH 3aKJIIOUEHHs] CPOYHOTO TPYAOBOIO JOrOBOPA; TPYIOBOH OTOBOP C PYKOBOAWUTENIEM H
[JIABHBIM OyXTaJITepOM; OCOOCHHOCTH 3aKJIFOUEHUS TPYAOBOIO JOTOBOPA C COBMECTUTEISIMH.



[TpakTrueckoe 3ansTue (cemuHap) 15.

Opranu3zalinoHHO-TIPAaBOBOE 0OecIeueHNe KaIpoBOi padOThI MPHU MPEKpaIIeHUU (PacTOPKEHUE)
TPYZIOBOTO JOTOBOPA ¢ paOOTHUKOM (YBOJIbHCHHE)

Bomnpocs! k 06CcyXa1eHHIO

1. OOmas mpoueaypa MNpeKpalieHus TPyaoBoro poroBopa. OcHOBaHUS Ui TMpEKpalleHUs
TPYJAOBOTO JOTOBOpA: MO WHUIMATHBE pPAa0OTHUKA, MO HWHUIIMATUBE Pa0OTOAATENs, MO COTJIAIICHUIO
CTOPOH, IO 00CTOSATEILCTBAM, HE 3aBUCSIIUM OT BOJIM CTOPOH.

2. [Mopsimok ohopmMIieHHS MPUKa3a O MPEKPAIICHUH TPYIOBOTO JOTOBOPA, OKOHYATEIHHBIN pacyeT
C pabOTHHMKOM, pacueT KOMIIEHCAIMH 32 HEUCIOJIb30BaHHBIA OTIYCK, MOPAIOK OQOPMIICHUS U BbIAAUU
TPYAOBOUN KHUKKH.

3. OcHOBaHUS MpPEKpalLIeHUs] TPYAOBOTO J0roBopa ¢ paboTHUKOM. OT3bIB 3asiBieHud. Cpoku
yBOJIbHEHUH. KOMIIEHCAllMOHHBIE BBITUIATHI.

4. [IpaBoBble OCTEACTBHS HECOOIIOICHUS TIPOLIEAYPbI YBOJIbHEHHUS.

[Ipaktuueckoe 3anstue (pemenue keiicor) 16-17 (Ilpunoxenue 7).

Tema 7. OTBeTCTBEHHOCTDH 32 HAPYLIEHHE TPYAOBOI0 3aKOHOAATEIbCTBA

JlekunoHHbIe 3ansaTHA 1.

Tema 7. OTBETCTBEHHOCTH 32 HAPYIIEHUE TPYIOBOTO 3aKOHOIaTEIHCTBA

[ToHsiTue OTBETCTBEHHOCTH. 3aKOHOJATEJIbHOE peryjaupoBaHue. TpyaoBas HMHCHEKIIUA.
locynapcTBeHHBIM HaI30p W KOHTPOJIL 3a COOJIOJEHHEM TPYIOBOTO 3aKOHOJATEIhCTBA W HWHBIX
HOPMAaTHUBHBIX ITPABOBBIX aKTOB, COACPKAIIMX HOPMBI TPY10BOTO MpaBa. OTBETCTBEHHOCTh 3a HAPYIIIEHUE
TPYZIOBOFO 3aKOHOOATCIIBCTBA U MHBIX HOpMaTI/IBHLIX HpaBOBI)IX aKTOB, conepxcanmx HOpMI)I prI[OBOFO
npaBa. Hopmbl, perimamMeHTHUPYIOIHE BOMPOCH PETYJIUPOBAHMS COIMATIBHO- TPYIOBBIX OTHOIICHUN H
YpEryJIMpOBaHUS KOJJIEKTUBHBIX TPYJIOBBIX CIIOPOB. OTBETCTBEHHOCTD 32 HAPYIICHUE 3aKOHOIaTEIhLCTBA
0 KOJUIEKTHBHBIX TPYJIOBBIX CIIOpAX.

IIpakTnyeckue 3anATHA 2.

[IpakTrueckoe 3ansTue (cemuHap) 18

Bonpoce! k 06cyx1eHn10:

1) OTBETCTBEHHOCTh 3a HapylIeHHE TPYJOBOTO 3aKOHOJATEIbCTBA: MaTepHajbHAas, YrOJOBHAs,
IpaXXAaHCKO-IIPaBOBast U aJMUHUCTPATUBHAS

2) CioxHbIe CIy4an 3aKJI0YEeHUs] CPOYHBIX TPYIOBBIX IOTOBOPOB.

3) TunuuHble oMMOKU B COJIEPIKaHUU TPYIOBOTO JI0IOBOPA, IyTH UX UCIIPABIICHUS.

4) INopsinok B3auMoJecTBUS pabOTOATENS U JUCTAaHIIMOHHOTO paOOTHHKA.

5) Opranuzanus TpyJa AUCTAHIIMOHHOTO paOOTHHKA.

6) [TpoGaembl pacTOpKEHUS TPYIOBOTO JJOTOBOPA C AMCTAHIIMOHHBIM PAOOTHUKOM 10 MHUIIUATHBE
paboronaTens.

7) BpeMeHHbI# epeBo/] Ha AUCTAaHIIMOHHYIO paboTy MO MHULIMATUBE pabOTONATENs .

5. INEPEYEHD YYEBHO-METOJAUYECKOI'O OBECIIEYEHUSA JJIA
CAMOCTOSITEJTbHOM PABOTBI OBYYAIOIIUXCS 1O JJUCIHUTIINHE

5.1. Buabl ¥ opranuszanms caMoOCTOSITEIbHOM padoThl 00y4ar0IIUXCH

YcnemHoe OCBOGHHE TEOPETUYECKOro MaTepuana Mo guciumimHe «OpraHuzanusi paboTs
KaJIpoBOH CIykOb» TpedyeT caMOCTOATEIbHOW padoThl, HAlleIEHHOM Ha YCBOEHHUE JIEKIMOHHOIO
TEOPETUYECKOT0 MaTepuala, pacllipeHre W KOHKPETU3allMI0 3HAaHUW MO Pa3HOOOpa3HBIM BOMpPOCAM
KaJIpOBOM  TOJUTUKH ¥  KaapoBoro IuianupoBaHus. CamocTosATeNnbHass paboTa  CTYJIEHTOB
MPEAYyCMaTPUBAET CIEAYIOIIUE BUJIbL:

1. AyautopHas caMOoCTOsITeIbHasT paboTa CTYyJIEHTOB — BBITIOJHEHNE HA CEMUHAPCKUX 3aHITHIX
3a/laHui, 3aKPEIUSIOMUX TOMyYeHHbIE TEOPETHYECKHE 3HAHUS JIMOO paCIIMpPSIONINEe HX, a TaKXKe
BBITIOJITHEHHE PA3HOOOPa3HBIX KOHTPOJIBHBIX 3aJlaHW WHIWBUIYAIIBHOTO WJIM TPYIMIOBOTO XapakTepa
(TOATOTOBKAa YCTHBIX MTOKJIAJIOB WM COOOIIEHUN O pe3yibTaTax BBHITOJHEHHs 3aJaHHi, BBIOJHEHUE
CaMOCTOSITENIbHBIX TPOBEPOYHBIX padOT MO UTOTAM M3yUEHUS OTAENIbHBIX BOIPOCOB U TEM TUCIUILINHEI);



2. BHeaymuTopHasi caMOCTOsITelIbHasi padoTa CTYAEHTOB — IOATOTOBKA K JIEKIMOHHBIM H
CEMHHApPCKUM 3aHSTHUSAM, IIOBTOPEHHUE U 3aKPEIUICHUE paHEE M3YyYEHHOI'O TEOPETHUECKOI0 MaTepuaa,
KOHCIIEKTUPOBaHUE YUEOHBIX MOCOOUN U MePUOANYECKUX M3aHUI, U3ydeHue npolsaeM, He BBIHOCUMBIX
Ha JICKI[MH, HAMCaHUE TEMAaTUYeCKUX peepaToB, BHIMOJIHEHUE MPAKTUYECKUX 3aaHUH, MOATOTOBKA K
TECTUPOBAHUIO MO TUCIUILIMHE, BHITOJIHEHNUE UTOTOBOM pabOTHI.

bonbiioe 3HaueHWe B MPENoOJaBaHUM AUCLMIUIMHBL OTBOAMUTCS CAMOCTOSATEIBHOMY IIOUCKY
CTyJIeHTaMH UH(OPMALIMU [0 OTAEIBHBIM TEOPETHUYECKUM U MPAKTHUYECKUM BOIIPOCaM U mpoliemMam.

IIpy naHMpoOBaHMM M OpraHU3alMKM BPEMEHU [UIsl M3YYEHUS JOUCLUIUIMHBI HEOO0XOIUMO
pykoBojacTtBoBaThcsi M. 4.1.1 mmm 4.1.2 pabGoueir mporpamMMmbl JUCHUILIMHBI «OpraHu3aius padoThI
KaJpOBOH CIyXOb» M 00eCHeUnuTh IOCIEA0BATEIbHOE OCBOCHHE TEOPETHUYECKOrO MarepHajia IIo
OTJICIIbHBIM BOIIPOCAM U TEMaM.

Haunbonee menecooOpa3eH cleayrOmuil MOPSAOK H3YYEHUS TEOPETUYECKHX BOIPOCOB IO
muctuminie «Opranuzanus paboThl KaIpoOBOM CITy>KObD»:

1. I3ydenue cupaBOYHUKOB (CJIOBAapel, SHIUMKIIONEANI) C 1EJIbI0 YSICHEHUS 3HAYCHUSI OCHOBHBIX
TEPMHUHOB, TOHATHM, ONPEICTICHUN;

2. N3yuenne yueOHO-METOIMYECKUX MATEPUAIIOB JUIsl JICKIIMOHHBIX U CEMUHAPCKUX 3aHITUH;

3. U3ydyenune pexoMeHIyeMOW OCHOBHON M JOMOJHUTEIBHOW JHUTEPATypbl M DIEKTPOHHBIX
UH(POPMALMOHHBIX HCTOYHUKOB,

4. W3ydeHue NOMOJHUTEIBHOW JUTEPATypbl U SJIEKTPOHHBIX HH(MOPMAIIMOHHBIX HCTOYHUKOB,
OIIpE/ICNICHHBIX B PE3Y/IbTATE CAMOCTOSTENILHOTO MOKCKA HH(OPMALINN;

5. CamocrosTenbHas IpOBEpKa CTENEHU YCBOCHMSI 3HAHUW MO KOHTPOJBHBIM BOIPOCaM H/HIIN
3a/laHusAM;

6. IloBTOpHOE W AOMOJHUTENbHOE (YrIyOJIeHHOE) M3ydyeHHE PACCMOTPEHHOro Bompoca (mpu
HEOOXOAUMOCTH).

B mpouecce camocTosTenbHOM paboThl HaJl y4eOHBIM MaTepUAIOM PEKOMEHIYeTCs COCTAaBUTh
KOHCIEKT, IJIe KPaTKoO 3alucaTh OCHOBHBIE MOJIOKEHMSI U3yyaeMol TeMbl. [lepexonuTs K cienyronemy
paszzienly MO>KHO IOCJIe TOr0, KOrJa MpeIlIecTBYIOMUNA MaTeprall MOHAT U yCBOEH. B 3aTpy HUTENbHBIX
ClIy4asiX, BCTPEYAIOIIMXCS INPU HU3YUYEHUU Kypca, HEOOXOIMMO OOpaTUThCS 3a KOHCYyJbTaluel K
IIPETIOAABATEIIIO.

[Ipn u3yyeHuM AMCUMIIMHBI HE PEKOMEHIYETCSI MCIOIb30BaTh MaTepUallbl, MOJArOTOBIIEHHBIE
HEM3BECTHBIMHM aBTOPAaMH, pPa3MELICHHble Ha HEO(QUIMANbHBIX CcailTaXx HEIeNIOBOro COAEpIKaHUs.
XKenarenbHo, 4TOOBI HCTIOIB3YyEMbIE OMOIMOrpaprUecKre HCTOYHUKH ObUIM U3aHbl B TOCeIHuE 3-5 NeT.
CryneHTbl TpU  BBINOJHEHHUM CaMOCTOSATENBHOM  paboThl MOTYT  BOCHOJB30BATHCA  Yy4eOHO-
METOJMYECKUMH MaTepuajllaMd 1o JuciumuimHe «OpraHusanus paboThl  KaJpoBOM  CIIy:KObI»,
NPECTAaBICHHBIMUA B 3JIEKTPOHHOW OMOJIMOTEKEe MHCTUTYTA, U NPEAHA3HAYEHHBIMU JJIS MMOJATOTOBKH K
JIEKIMOHHBIM U CEMUHAPCKUM 3aHATHUSIM.

IlepeyeHb OCHOBHBIX y4eOHO-METOAMYECKUX MAaTEpUAIOB JJIS JIEKIIMOHHBIX M CEMUHApCKUX
3aHSTHUN Mpe/ICTaBJIeH B I1. 7. pabouell mporpaMMbl JUCIUIUINHBI.

KoHTponbs ayaAuTOpHON caMOCTOATENBbHOM paboThl ocyllecTBIsieTcsl B GopMme cobecenoBaHMs,
JUCKYCCUM U KpPYIJIBIX CTOJNOB. KOHTpOJIb BHEAyIUTOPHOM C€aMOCTOSTENbHONM pabOThl CTYJEHTOB
ocCylIecTBIsIeTCs B (hopMe YCTHOTO MJTH MUCBMEHHOTO OIpOca.

[IpoMexyTOUHBIII KOHTpOJb 3HAHUKH B (opMe »dK3aMeHa OCYIIECTBISETCS IOCPEICTBOM
MMCbMEHHOTO TECTUPOBAHUS, BKIKOYAIOIIEr0 BOIPOCH! U 3aJaHUs 111 CAMOCTOATEIBHOTO N3YUEHHUS.

OuHo-
Ounasg 3aoyHas 3amgaHud I dopma
Tema, pazaen 3aouHast o
dhopma (bopma dbopma [ camoCTOATENTHEHON PaOOTHI KOHTPOJISI
Pabota c yaeOHoii|becena, onpoc.
JIATEPaTypOi. 3amura pedepara.
1. Opranuzanus  paboThl patyp muTa pegep
N [ToaroroBka pedepara. ITpoBepka
KaJIpOBOM CIyX OBl B CUCTEME
5 10 15 |IloproroBka K|T€CTOBOro 3aJaHHs.
yIpaBIeHUS MEPCOHAIIOM
MpaKkTUYeCKUM 3aHaTusiM.  |OneHka paboThl Ha
OpraHu3aIu
IToaroroBka K|IpakTU4eCKuX
TECTUPOBAHUIO 3aHITUIX.




. Pabora C ebnoii|becena, omnpoc.
2. Mecto kaIpoBOil CITyKObI . i Aa, ofp
. JTUTEPATypPOH. 3amuTa pedepara.
COBPEMEHHOM OpraHu3aluu B
[TonroroBka pedepara. IIpoBepka
UepapXuu  yIOpaBieHUs U
6 12 18 |I[Tomroroska K|TecToBoro 3amanus.
CUCTEME BHEIITHUX "
. MpaKkTUYeCKuM 3aHatusiM.  |OneHka paboThl Ha
BHYTPEHHUX KOMMYHHUKAIIUH
[ToaroroBka K|mpakTuyeckux
OpraHu3aluu
TECTUPOBAHUIO 3aHATHUSX.
PaGora c yueOHoli|becena, onpoc.
3. Mecto W poab KaapoBOM JIUTEPATYpPOil. 3amura pedepara.
CILYKOBI COBPEMEHHOMN [ToaroroBka pedepara. IIpoBepka
OpraHu3auu Bl 6 12 18 |I[Toxroroska K|TecToBoro 3amanus.
(hOPMUPOBAHUHU U PEATH3AIIH MpaKkTUYeCKUM 3aHatusiM.  |OneHka paboThl Ha
KaJIpOBOM MOJUTHKU [ToaroroBka K|mpakTuyeckux
TECTUPOBAHUIO 3aHATHUSX.
Pabota c yueOHoli|becena, onpoc.
JUTEPATypPOH. 3ammra pedepara.
4. HopMaTHBHO-IIpaBOBOE H [TonroroBka pedepara. [TpoBepka
MeToau4eckoe obecrieyeHue| 6 12 18 (IloagroroBka K|[TecToBoOro 3asanus.
paboThI KaIpOBOH CITYKOBI MpakTU4YeCKUM 3aHsaTusiM.  (OueHka paboThl Ha
[TonroroBka K|mpakTudaeckux
TECTUPOBAHUIO 3aHITHSIX.
Pabora c eonoii|becena, onpoc.
5. [TpodeccrnonanbHbie . yi » O
JTUTEPATypPOH. 3amuTa pedepara.
KOMIIETEHITHH u
N [TonroroBka pedepara. IIpoBepka
poecCHOHATLHO-POJICBOI
6 12 18 |IlomgroroBka K|TecToBOro 3amanus.
npoduib pabOTHUKOB
. MPAKTUYECKUM 3aHATUsIM.  (OLeHka paboThl Ha
KaJIpOBOM CITYKOBI B
[ToaroroBka K|mpakTuyeckux
OpTraHHU3aIUIX
TECTUPOBAHUIO 3aHSATHUSX.
Pabora c ebHoii|becena u omnpoc.
6. CocraB JOKyMEHTalVH, . ye A P
. . JTUTEPATYPOH. 3amura pedepara.
UCIIONIB3YEMOH B KaJpOBOM
. [TonroroBka pedepara. Ornenka paboThl Ha
ciyxbe.  OOmmii  cocras
.| 6 12 18 (IloagrotoBka K|TIPaKTUYECKHUX
JIOKYMEHTAIUU KaJIpOBOI
MPAKTUYECKUM 3aHATHSIM.  [3aHSITHSIX.
cnyx0b1  OpraHu3anuoHHO-
[ToaroroBka k|[IpoBepka
KaJIpoBasi JOKyMEHTAITUS
TECTUPOBAHUIO. TECTOBOTO 33JIaHUS.
Pabota c yaeOHo# [becena u ompoc.
JTUTEPATypPOH. 3amuTa pedepara.
7. OTBETCTBEHHOCTh 32 [TonroroBka pedepara. Onenka paboThl Ha
HapylIeHue TpyaoBoro[ 6 13 18 (IlogroroBka K|IIPaKTUYECKUX
3aKOHOJATEIbCTBA MPAKTUYECKUM 3aHATUSIM.  |3aHSTHSIX.
IToaroroska k|IIpoBepka
TECTUPOBAHUIO. TECTOBOI'O 3aJJaHUsl.
NTOI'O 41 83 123

5.2. Y4eOHO-MeTOoAUYEeCKOE 0O0ecrieueHue CAaMOCTOATEILHOMH padoThl 00y4arommXxcst
Y4eOHo-MeTouYecKoe 0OecreyeHre CaMOCTOSTENbHON pabOThl 00Y4aIOIIUXCS OTPAKEHO B 1.7
paboueil mporpaMmbl IUCHUILTUHBL «Opranu3anus padoThl KaJpOBON CITY>KOBD».




6. KOMILNVIEKTBI OHEHOYHBIX MATEPHUAJIOB JUJId IIPOBEJIEHUSA
MPOMEXKYTOYHOM ATTECTAIIMA OBYYAIOIIIUXCSA MO JUCIHATIIMHE

6.1. IlepeyeHb KOMIIETEHIMI ¢ YKa3aHMEM 3TANOB NX GOPMHUPOBAaHMS B Npolecce OCBOCHUS
0o0pa3oBaTeJIbHOM MPOTrPaMMBbI

OcBocHHE TUCIHUIUIMHBI HAITPABIICHO HA (DOPMHUPOBAHHE:

npogheccuoHanbHbIX KOMnemeHyutl

[MIK-7 CrocobGeH OCyIIECTBISITh ACSITEILHOCT 1O CO3JAHUI0 M PeaTu3allid WHHOBAI[MOHHBIX
MIPOEKTOB B 00JIACTH yIPABJICHHUS ITEPCOHAIIOM

JlaHHbBIE KOMIIETEHIIUN (POPMUPYIOTCS B MIPOLIECCE U3YyUSHUS JUCIUIINHBI Ha IBYX dTamax:

aTamn 1 — TeKyumi KOHTPOJIb;

aTan 2 — MIPOMEKYyTOUHAs aTTeCTalUs.

6.2. Onucanue noka3zaresjie U KpUTepUeB OLIEHUBAHUA KOMIIETEHIIUI HA Pa3/IMYHBIX 3Tanax
UX (pOpMHUPOBaHUS, ONIMCAHUE KA OLlEHMBAHUS

OneHka KOMITETEHIMI Ha Pa3IMYHBIX ATarnax ux GopMUPOBAHHUS OCYIECTBIISIETCS B COOTBETCTBUU
¢ TlonoxxeHnnem O TEKyIlleM KOHTPOJIE M MPOMEXKYTOUYHOW aTTecTaruu, [lojoxkeHuem o OayuibHOW M
PEUTHHIOBOM cHCTEMaxX OIEHUBAHUS W TEXHOJOrmueckod kaprod mucturuimiel (IIpunoxenue 1),
NpUHATBIMU B UHCTHUTYTE.

6.2.1. Ilokazamenu u Kpumepuu oyeHUBaAHUsA
KOMnemeHyutl Ha dmane mexkyuje2o KOHmpoJisl

Ne n/m| IMoka3arTeyin olleHUBaHHUS Kpurepun oneHuBaHusi HIxkaJuaa
OlleHUBAHUSA
1 [llocemenue wu pabora Ha|l. IlocemeHue 3aHATHIA: a) TIOCEIICHHUE 0-35

JIEKIIMOHHBIX U MPAKTHYECKUX [IEKIIUOHHBIX W MPAKTUYECKUX 3aHATUH, O)
3aHATHAX  (coOecenoBaHue,|COOMIOACHIE JUCIUILIUHBL.

KOHTpOJIbHAs pabora,|2. PaboTa Ha JEKIMOHHBIX 3aHATUAK: a)
KPYIJIBIHA CTOJ U AUCKYCCHs) [BeeHMEe KOHCNEKTa JieKUui, ©0) ypoBeHb
OCBOEHHSI TEOPETHYECKOTO Marepuana, B)
aKTUBHOCTb Ha JEKIHH, yMeHue
(hOopMyYIHPOBATH BOMIPOCHI JIEKTOPY.

3. Pabora Ha NpPaKTUYECKUX 3aHATHUSIX: a)
YPOBEHb  3HaHHS  y4eOHO-NPOrpPaMMHOIO
MaTepuana, 0) yMeHHE BBINOJHITH 3aIaHus,
MPEyCMOTPEHHbIE TMPOTrpaMMOi  Kypca, B)
MPAaKTUYECKHE HAaBBIKU PabOTHI C OCBOCHHBIM

MaTepUaIoM.
2  |IImceMeHHOE 3aaHue 1. HoBu3Ha TekcTa: a) aKTyaJlbHOCTb TEMBbI 0-25
HCCIIEIOBAHUS; 0) HOBHM3HA "

CaMOCTOSITENTLHOCTh B MOCTAHOBKE MPOOJIEMBI,
(dhopMylpoBaHHE HOBOTO aCMEKTa H3BECTHOU
MpoOJieMbl B YCTAaHOBJICHHHM HOBBIX CBSI3EH
(MEXITpeIMETHBIX, BHYTPHUITPEIMETHBIX,
WHTETPAIlMOHHBIX); B) yMEHHE paboTarth C
HCCIEA0BAHUAMHY, KPUTHYECKON JIMTEPaTypou,
CUCTeMaTH3UpOBaTh U CTPYKTYypHUPOBATH
MaTrepua; T') SBICHHOCTh aBTOPCKOM MO3UIIUH,
CaMOCTOSATENIbHOCTh OLIEHOK M CYXXJIEHUU; 1)
CTHJIEBOE  €AMHCTBO  TEKCTa,  €JUHCTBO
KAHPOBBIX YEPT.

2. CrerneHb pacKphITUSI CYIIHOCTH BOIIPOCA: a)
COOTBETCTBUE IUIAHA TEME€ MHUCbMEHHOIO
3a1anus; 0) COOTBETCTBHE COJIEPKAHUS TEME H
IUIaHY TUCHBMEHHOTO 3a/IaHus; B) IMOJIHOTA H
IyOMHA 3HAHWH 110 TeMeE; T') 000CHOBAHHOCTH




Croco00B U METOZOB PabOThI C MATEPHATIOM; 1)
yMeHHue 000011aTh, eaaTh BBIBOJEI,
COTIOCTABIISITh PA3IMYHBIE TOYKH 3PEHUS TI0
OJIHOMY BoOTIpoCy (mpobiieme).

3. OGOCHOBaHHOCTH BBIOOpPa MCTOYHHKOB: Q)
OIICHKA WCTIOJIb30BaHHOU JUTEPATYPHI:
IPUBJICUEHBI JTM HanboJiee M3BECTHBIE pabOTHI
[0 TEME HCCIeNOBaHUs (B T.4. JKypHAJIbHBIC
nyOJIMKAallMU  TOCIEIHUX  JIET, TIOCJICIHHE
CTAaTHCTUYECKUE JTAHHBIC, CBOJKHU, CIIPaBKU U
T.J.).

4. Cobmonenue TpedoBaHul K 0OpPMIICHUIO: a)
HACKOJIbKO BEPHO OQOPMIICHBI CCBUIKA Ha
UCTIONIE3YEMYIO TUTEPaTypYy, CITUCOK
auTeparypel; 0) OlEHKa T'pPaMOTHOCTH U
KYJIBTYPBI H3II0KEHUS (B T.9.
opdorpadpuyeckoiu, MYHKTYaI[MOHHOM,
CTHJIMCTUICCKOM KYJIBTYPHI), BIIQJICHHC
TEPMHUHOJIOTHEN; B) COOMIOCHUE TPEOOBAHUH K
00BEMY MTUCEMEHHOTO 3a/IaHU.

3 |[IpakTuueckoe 3agaHue 1. Anamu3 mnpoOieMbl: a) yMEHHE BEpHO, 0-50
KOMIUIEKCHO U B COOTBETCTBUM  C
JNEHCTBUTENBHOCTBIO  BBIICIUTh  MPUYUHBI
BO3HUKHOBEHHUS MpPOOJEMBbl, ONUCAaHHOW B
MPAKTUYECKOM 3aJJaHUH.

2. CTpyKTypupOBaHHE MPOOJIEM: a) HACKOJIBKO
YeTKO, JIOTUYHO, TIOCIEA0BATENbHO  OBLIU
U3JI0’KEHBI MPOOJIeMbl, YYACTHUKH MPOOJIEMBI,
HOCJEICTBHSI TPOOJIEMBI, PUCKH JUTsI OOBEKTA.
3. [Ipennoxenue CTPATETUYECKUX
aIbTEPHATUB: a) KOJMYECTBO BapUaHTOB
pemieHuss mpodsempl, 0) yMeHue CBs3aTh
TEOPHIO C MPAKTUKOHN MPH PEeLICHUH POOIIEM.
4. OOocHOBaHME pEIIEHUs: a) HAaCKOJIbKO
apryMeHTHpPOBaHA MO3UIMS  OTHOCUTEIHHO
NPEJIOKEHHOTO  PEUIeHHUs]  IPaKTUYECKOTo
3aJlaHus; 0) YPOBEHb BJIAJICHUS
poeCCUOHAIBHON TEPMUHOJIOTHEH.

5. JIorM4HOCTh H3JIOKEHHsI MaTepuana: a)
HACKOJIBKO COOTIOCHBI OOIIEPUHSITHIE HOPMBbI
JOTUKH B MPEUVIOKEHHOM  peleHuH, O)
HACKOJIBKO MPEUIOKEHHBIN TJIaH MOXET ObITh
pealn30BaH B TEKYILUX YCIOBHUSX.

6.2.2. [lokazamenu u Kpumepuu oyeHU8aHuUs
KOMNnemeHyutl Ha smane npoMedHCymoyHou ammecmayuu

ITpomesxyTouHas aTTecTalys Mo JUCUUIUIMHE TPOBOAUTCSA B (pOopMe SK3aMeHa B BUJIE BHIITOTHEHUS
TECTUPOBAHUS U/UJIU UTOTOBOU PabOTHI.

HtoroBele 3ajjaHus pa3pabaThIBalOTCS IO OCHOBHBIM BONPOCAaM TEOPETHUECKOTo MarepHalia U
MO3BOJIIIOT OCYHIECTBIIATH TPOMEXYTOUHBIN KOHTPOJIb 3HAHUI U CTENIEHH YCBOCHUS MaTepHara.

IIpn npoBeaeHMM NPOMEXYTOUHON aTTECTAllMU CTYAEHTOB IO AMCHUIUIMHE «OpraHuzanus
paboThl KagpoBOil cIyKOb» MOTYT (POPMUPOBATHCS BAapHAHTHI TECTOB, OTHOCALIMXCA KO BCEM TeMaM
JUCLUIUINHBL.

OreHka 3HaHUN CTYACHTOB OCYIIECTBISETCS B COOTBETCTBHHM ¢ llomokeHueM o OamibHOW WU
PEUTUHIOBOM CUCTEMAX OLICHUBAHUs, IPUHATON B IHCTUTYTE, U TEXHOJIOTMYECKON KapTON AUCLUIUIMHBI



Ne Iokazarenu Kpurepun onenuBanus IIxana
n/n OLICHUBAHUS OLICHNBAHWS

1 |HUrorosas pabora |KommdyecTBOo 0auioB 3a TECT MPOMOPIHUOHATBHO KOJIWYECTBY 0-25
NpaBWIBHBIX OTBETOB HAa TECTOBble 3ajmanus. llocne
MPOXOXKICHHUS TECTa CYMMHPYIOTCS PE3YJIbTaThl BBITOTHEHHS
BCEX 3/IaHUM JUIS BRICTABJICHHUS OOIICH OIIEHKH 32 TECT.

6.3. TunoBble KOHTPOJIbHbIE 3aJaHNSI WJIN MHbIE MATEPHUAJIbI, HEOOXOANUMbIE /JIsl OlleHKH
3HAHUMN, YMEHUi, HABBIKOB M (MJIM) ONBITA [JeATEJbHOCTH, XAPAKTEPU3YIOIIMX ITAIbI
(¢opMupoBanus KOMIIeTEeHIIUI B poLecce 0CBOEHHS 00pa30BaTeIbLHOI MPOrpaMMbl

6.3.1. Tunosvle KOHMPOILHBLE 3A0AHUS UNU UHBLE MAMEPUATLL
Ha amane mexywe20 KOHmpos
Ioceuienne U padoTa HA JEKIMOHHBIX U MPAKTHYECKUX 3aHATHUIX (co0ecel0BaAHNE, KOHTPOJIbLHASA
padoTa, KPYIJbIi CTOJ U AUCKYCCHUS)

[Ipu mpenogaBaHuyM JUCHHUILTUHBI «OpraHu3anusi padoThl KaJpPOBOW CIYKOBI» MPUMEHSIOTCS
pa3zHooOpa3Hbie 00pa30BaTeIbHBIE TEXHOJIOTHH B 3aBUCIMOCTH OT BUJA U LIeJel yueOHBIX 3aHATHH.

Teopernueckuii MaTepuan u3JIaracTcs Ha JICKIIMOHHBIX 3aHATUSAX B CleAyromux Gopmax:

- IpoOJIeMHBIE JICKIIHH;

- nexnusg-0ecena;

- IEKUUU ¢ pa300poM MPAKTUYECKUX CUTYALIUN.

Cemunapckue 3aHsTHsS 10 gucnuiummHe «OpraHuzamus pabOThI  KaIpoBOW  CIIyXOBI»
OPUEHTUPOBAHBI Ha 3aKPEIUICHUE TEOPETUYECKOT0 MaTepraia, H3JI0KEHHOTO Ha JIGKIIMOHHBIX 3aHSTHSIX,
a TaKKe Ha MpUOOpETEeHNE AOMOJIHUTENbHBIX 3HAHUN, YMEHUHN U TPAKTUYECKUX HaBBIKOB OCYIIIECTBIICHUS
npoecCHOHANBHOM  JIeATENBHOCTH MOCPEACTBOM AKTUBM3AIlMM M YCWICHHS CaMOCTOSTEIbHON
JESATETLHOCTH O0yUYarOIIUXCA.

BonbmMHCTBO MPaKTUYECKUX 3aHATUI MPOBOJISATCS C IPUMEHEHUEM aKTUBHBIX OpM 00yUeHHUs], K
KOTOPBIM OTHOCSTCS:

1) ycTHBIN OIpOC CTYZEHTOB C JIEMEHTaMU Oece/ibl [0 BOIPOCaM, BBIHOCUMBIM Ha MTPAKTUYECKHE
3aHSTHS,

2) rpymmoBas paboTa CTYAEHTOB, HpEANojararolias COBMECTHOE OOCYXJEeHHE Kakoi-mudo
npoOsemMbl  (BOMpoca) W BBIPAOOTKY €AMHOTO MHEHUs (MO3WIMU) MO Hel (MEeTox TpPYHIOBOTO
o0CyXIeHUs ),

3) KOHTpoOJBHAsT paboTa, TECTUPOBAHWE IO OTACIBHBIM BOIMPOCAM, IEIbI0 KOTOPBIX SIBISETCS
IIPOBEpPKA 3HAHWM CTYIAEHTOB M YpPOBEHb IOATOTOBJIEHHOCTH I YCBOEHHMS HOBOIO MaTepuana Io
JTUCIUIUINHE;

Ha cemuHapckux 3aHATHSAX OLIEHWBAIOTCS U YUUTHIBAIOTCS BCE BUABI aKTUBHOCTH CTYACHTOB:
YCTHBIE OTBETHI, TOTIOJHEHUSI K OTBETaM JPYTUX CTYJIEHTOB, y4acTHE B AUCKYyCCUSX, paboTa B TpyImax,
MHHUIMATUBHBIN 0030p MpoOJIeMHOI0 BONIpOca, MMChbMEHHas paboTa.

bonee moapobHO ¢ copepkaHMEM JIEKIIMOHHBIX 3aHATUA U (opMaMH NPAKTHUECKUX 3aHSITUN
MOKHO O3HAaKOMHTHCA B M. 4.2 paboueil mporpaMmbl TUCHUILUIMHBI «Opranuzanus paboTsl KaJpoBOi
CITYKOBI».

IIucbMeHHOe 3a1aHue

(dopmupyembie komnerenuuu: [1K-7)

enu u 3amaun pedepara.

[{enpro paboOTHI sIBIISIETCS 0000IIEHUE M CHCTEMATH3AIUs TCOPSTHYSCKOTO MaTepralia B paMKax
UCCIIelyeMO TPOOIIEMBI.

B miporiecce BBIMOTHEHHS paOOTHI PEMIAIOTCS CIICTYIOIIAE 33 [a9H:

1. ®opmupoBanue HHGOPMAITMOHHOM Oa3bl:

* aHAJIM3 TOYEK 3PEHUI 3apyOeIKHBIX M OTCYCCTBEHHBIX CIESIIHATMCTOB B 00JIACTH TUCITUTUTHHEI;

* KOHCTIEKTHPOBAaHUE U pedepupoBaHHE TMEPBOMCTOYHHKOB B KadecTBE 0asbl IS CpaBHEHUS,
MIPOTUBOIIOCTABIICHHUS, 0000IICHUS;

* aHaM3 U 00OCHOBAHUE CTETICHU U3YYEHHOCTH UCCIIEyeMON TPOOIIEMBI,

* OJIrOTOBKA OMOIMOTpaduueCcKOro CIUcKa UCCIIeI0BAHMUS.

2. ®opMyIUPOBKA aKTyalbHOCTH TEMBI:



* OTpa)KE€HHE CTEMEHU BaXKHOCTH HCCIIEAYEeMOU MPOOIEMbl B COBPEMEHHON TEOPUH U MTPAKTHKE;

* BBISIBJICHUE COOTBETCTBHUS 33/1a4aM TEOPUHU U TIPAKTHKH, PEIIAEMbIM B HACTOSIIIEE BPEMS;

* OIIpeJIeIeHHe MeCTa BHIOPAHHOM JIJ1s1 Mcciie10BaHus TPOOJIEMbl B TUCIUILINHE.

3. ®opMynupoBKa IeNU U 33124 PaOOTHI:

* U3JI0KEHHE TOro, KaKOW KOHEYHBIA pe3yNlbTaT MpPEIoiaraeTcs MONMY4YUTh MpPU MPOBEICHUU
TEOPETUUECKOI0 UCCIIEIOBAHMUS;

* yeTKas (OpMYJIMPOBKA 1IEJIU U pa3J/ieJIeHHE MpoLecca ee JOCTUKEHHS Ha dTallbl;

* BBISIBJIIGHHUE OCOOCHHOCTEW pelIeHUs 3ajad (3a/1a4ud - 3TO T€ ACUCTBUS, KOTOPhIE HEOOXOIUMO
HOPEIPUHSTD JUIsl TOCTHXKEHUS TIOCTaBJICHHON B paboTe LENH).

B pesynbrare Hanmucanusi pedepara oO0yJaromuiics U3ydaeT ¥ aHAIM3UPYEeT HHPOPMAIIMOHHYIO 0a3y ¢
LEJIbI0 YCTAHOBJICHUSI TEOPETHUECKUX 3aBUCUMOCTEH, (pOopMynupyeT MOHATHIHBIN amnmnapar, ornpeeser
aKTyaJIbHOCTb, LIEJIb U 3a]1a4H pabOTHl.

O0s13aTENIbHBIMU COCTABIISIIOIIMMHU 3JIEMEHTaMu pedepaTa sIBISIOTCS:

- TUTYJIbHBIN JIUCT;

- co/IepKaHHUE;

- BBEJICHUE;

- OCHOBHOE€ COJEep)KaHue, pa3leleHHOoe Ha pasnensl (maparpadpbl, MYHKTHI, MOAIYHKTHI),
pacroyio’keHHbIE ¥ TOUMEHOBAaHHBIE COTIIACHO IIJIaHy; B HUX apTyMEHTHPOBAHO U JIOTUYHO PACKPHIBAETCS
n30paHHas TeMa B COOTBETCTBUU C TIOCTaBJICHHOM 1IE€JIbI0; 0030p IUTEPaTyphl; ONMUCAaHNE TPUMEHSIEMbIX
METOJIOB, WHCTPYMEHTOB, METOIHUK, HPOIEAYpP B pPaMKaxX TEMbI HCCICIAOBAHUS, aHAIU3 MPUMEPOB
POCCUHCKOTO U 3apyOEKHOTO OIBITA, OTPAKAIOIINUX TEMY HCCIEAOBAHUS U T.1I.

- 3aKJII0YECHHUE;

- CIIUCOK UCTOJIb30BaHHBIX UICTOYHHUKOB;

- MIPUJIOKCHHSI.

TpeboBanust k 0OPMIICHHIO MMCbMEHHBIX Pa0OT MPEICTaBICHb B MeTONNYECKUX YKA3aHUAX K
CoJIepKaHut0, O(OPMIICHHIO 1 KPUTEPHUSM OIICHUBAHUS IMMCbMEHHBIX, IPAKTHYECKUX M KyPCOBBIX padoT,
YTBEpXKACHHBIX penienneM HayuHo-meTonnyeckoro coBeta (mporokoi Ne§ ot 07.06.2018 r.).

Howmep Tembl aiis BeimonHeHus pedepara onpenensercs no tadnuue (Ipunoxenue §)

ITpumepHbie TeMbl pedepaTos

1. Bo3pactanue posii KaJpoBOW MOJUTHKU U CTAaHOBJIEHHME CHCTEMbI YIPABICHUS MEPCOHATIOM
(TIIK7, 33)

2. 3axkoHOJATeNbHbIE W HOPMATHUBHO-METOJIWYECKHE JOKYMEHTbI, perjJaMeHTHpYIOIINe
NesITeIbHOCTD CITYyk0 ynpasnenus nepconaiom (I1K7, 31)

3. Benenue kaaposoro yuera u oryetHoctH (I1K7, 32)

4. IlpodeccrnonanbHble KOMIETEHIIUH PaOOTHUKOB KaJIpoBOi city:x0bl B opranu3zanusx (ITK7, 33)

5. IIpodeccuonanpHbie poau pabOTHUKOB KaapoBoil ciyx0s! (I1K7, 33)

6. O630p TUNUYHBIX HAPYLIEHWH TPYJOBOTO 3aKOHOJATEIbCTBA, BBIABISIEMBIX NPH HPOBEpPKE
®enepanbHoil uucneknuen Tpyaa PO (I1K7, 33)

7. KondunenuuansHas nHpopmaius B kaaposoii ciyx6oe (I1K7, 32)

8. OCHOBHBIE pa3JieNbl MOJ0XKEHHUS O CIIYKO0e yrpaBJeHHs! IEPCOHATIOM, IOPSAAO0K €ro pazpaboTku
(IIK7, 31)

9. OcHoBHBIE TTOKa3aTeH 3(PPEKTUBHOCTH JIEATETLHOCTH KaapoBoi ciyk0sl (ITK7, 33)

10. B3aumocBsI3b MKy CTpaTeruell pa3BUTHsI OPraHU3alMK U CTPATEruel pa3BUTHS €€ KaJpoBOn
cyx0s1 (ITK7, 33)

11. TleperoBopHsIii mporiecc MexAy padoToaarenem u npodceorozom 9I1K7, 33)

12. Meronnueckue TpeOOBaHUSl K OpraHu3aluu paboThl KaapoBoil ciayxObl opranuzanuu (I1K7,
33)

13. Kanpogas cinyk0a B opraHHU3aIllMOHHON CTPYKType coBpemeHHou opranu3anuu (I1K7, 33)

14. Cucrema BHEITHUX KOMMYHUKAIUH KapoBoii ciyx0b1 opranuzanuu (I1K7, 33)

15. Cucrema BHYTpEeHHUX KOMMYHUKAIMHA KaJipoBo# cityk0bl opranuzauuu (I1K7, 33)

16. Peanu3anus 0CHOBHBIX HampaBieHui paboTsl kapoBoii ciayx0sl (I1IK7, 33)

17. OntumaiibHOE pacmpeiesieHue MOJTHOMOYUN TPU OpraHu3anuu padOThl MO YIPABICHHUIO
kanpamu (I1K7, 33)



18. DyHKIIMOHANBHOE pa3lielicHue TpyAa CICHHAINCTOB B CIY)KO€ yMpaBIICHUs TEPCOHATIOM
(IIK7, 33)

19. CucreMHBI MOAXOJ K YOPABJICHHUIO TEPCOHATIOM M OCOOCHHOCTH €ro pealu3alud B
pasnnyHbIX cdepax aesrensHoctu (I1IK7, 33)

20. JIoiKHOCTHBIE MHCTPYKIUMU KaK OCHOBHOW HOpPMAaTHB 10 OpraHU3aluu TpyJda paOOTHHUKOB
kagposoi ciyx0s! (ITK7, 33).

IIpakTH4Yeckoe 3a/1aHuE
(D®opmupyembie komrieTeHun: 11K-7)

Keiic - onucanue peanbHbIX SKOHOMHUYECKUX, COL[MAJIBHBIX U OU3Hec-cuTyauuil. O0yvaromuecs
JOJIKHBI UCCIIEIOBaTh CUTYAIUIO, pa3o0paThCsl B CyTU MpoOieM, MPeAsIoKUTh BO3MOXKHBIE PELICHUS U
BBIOpaTh Jydmiee M3 HUX. Kelcbl OCHOBBIBAIOTCS Ha pealbHOM (PaKTHUECKOM MaTepuane WU XKe
npUOIMKEHBI K pealbHON CUTYaIUH.

Lenp kelica - HAYYUTHh 00YYAIOLINXCS AHATTU3UPOBATH MTPOOJIEMHYIO CUTYAIIHIO, BOSHUKIIYIO IPU
KOHKPETHOM IIOJIO)KEHUHU JIeJ, U BBIpa0OTaTh pelIeHUE; HAy4uTh padboTaTh C HHYOPMAIMOHHBIMU
HCTOYHHKAMHU, IepepadaThiBaTh €€ U3 OJHOU (OPMBI B IPYTYIO.

B nponecce BbInoHEHUs Kelica PelatoTcs CIeYIOIue 3a/1a4uu:

* @opMUpPOBaHUE U PA3BUTHE UHPOPMALIMOHHON KOMIIETEHTHOCTH;

* Pa3zBuTHie yMEHUI UCKAaTh HOBBIE 3HAHUS, aHAIM3UPOBATh CUTYALIUH;

* Pa3BuTHE HaBBIKOB CAMOOPraHU3alUY, CAMOCTOSITEIbHOCTH, MHUIIMATUBHOCTH;

* PazBuTHie yMEHUI IPUHUMATH PELICHUS, apTyMEHTUPOBATh CBOIO NO3ULUIO.

O0s13aTeNbHBIMY COCTABIISIIOIIMMHU DJIEMEHTAMU KeHca SIBIISTFOTCS:
- TUTYJIBHBIH JIUCT;

- OCHOBHAs 4acTh;

- 3aKJIIOYEHHE;

- CIIMCOK MCITOJIb30BAHHBIX NCTOYHHUKOB;

- MIPUIIOKCHHS

TpebGoBanus K 0HOPMIICHUIO TPAKTUUYECKUX PAOOT MPEACTABICHBI B METOIUYECKUX YKA3AHUIX K
coJiepKaHnI0, O(POPMIIEHHIO U KPUTEPHSIM OLICHUBAaHUS MMCbMEHHBIX, IPAaKTUYECKUX U KYPCOBBIX padoT,
YTBEpXACHHBIX perienneM HayuHo-MeTonnyeckoro coBeta (rmporokoi Ne® ot 07.06.2018 r.).

[TpakTuueckoe 3ananue (keiic) (IIpunoxenue 9)

6.3.2. Tunogvie kKoHmponbHbIe 3A0aAHU UU UHBLE MAMEPUATILL
HA amane nPoMedACYmo4HOU ammecmayuu
(®opmupyemblie komnerenuuu: [1K-7)

TecroBeie 3ananus no nucrumuinbe (Ilpunoxenue 10)
IIpuMepHBIii IEpeYEHBb BOIIPOCOB K DK3aMEHY

1. [lonsTe, cymHOCTh U (DYHKIIUU CITY>KOBI yIIpaBlIeHUS IEPCOHAIOM Ha MPEANPUSATHH

2. Bujpl opraHu3aiioHHBIX CTPYKTYP CIIYKOBI yIIpaBJIeHUs IEPCOHAIOM.

3. CocTtaB ciy:x0bl yrpaBleHUsI IEPCOHAIOM Ha MPEANPUATHH.

4. OcHOBHBIE 3371a4¥ KaJIPOBOH CITY)KOBI U €€ MECTO B CTPYKTYpE OpraHu3aiuu

5. Opranuzanus paboThl KaAPOBOM CIYXObI: IEPBbIE 1Al B HOBOI OpraHu3aluu.

6. PykoBoautens HR-ciyxObl: (yHKIMM, TpodeccHOHATbHBIE KauyecTBa, B3aMMOJEHCTBHE C
PYKOBOAUTENSMU, TUPEKTOPOM U COOCTBEHHUKAMHU

7. COTpyAHUKH KaJPOBOH CITY>KOBI: YUCICHHOCTb, 110100p, MpoQeccuoHaIbHbIe KOMIIETCHIIUN U
ITHYECKUH KOJIEKC.

8. DOddextnBHOE BHYTpEHHEE KOHCYJbTUPOBAHWE U  B3aWMMOJIEUCTBHE C APYTHMH
HoJIpa3iesICHUsIMHU

9. Pa3paboTka KOpHOpaTUBHBIX CTAHAAPTOB U HOPMATUBHBIX JOKYMEHTOB

10. IlnanupoBaHue U OTYETHOCTH KAAPOBOU CIYKOBI.



11. bromket KaapOBOH CITYXKOBI.

12. KanpoBslii yyeT u aBTOMaTU3anus KaapoBoi CIIykKOBbI.

13. ITokazaTenu 3(ppekTUBHOCTH PaOOTHI KaIPOBOU CITY>KOBI.

14. HR-ciy>x0a Kak co3aTeib U TPAHCIISITOP KOPIOPATUBHON KYJIBTYpPbI

15. IlnanupoBaHue U yrpaBieHUe YUCIEHHOCTBIO MepcoHaa Kak (GyHKIIHUS KaAPOBOM CITykKObI

16. ITouck, oTO0p, HaliM MepcoHala KaK GyHKIUS KaAPOBOH CIIykKObI

17. AnanTanus nepcoHania Kak GyHKIHS KaJpOBOU CITyKOBI

18. Pa3Butue u oOyueHue nepcoHana Kak GyHKIUS KaJAPOBOH CITyKObI

19. OnieHka u arrectanus nepcoHana Kak PyHKIUs KaJIpOBOU CITy>KObI

20. MotuBanus nepcoHaia Kak GyHKIUs KaIpOBOH CITyKObI

21. KomannoobpazoBanue Kak (pyHKITUS KaIPOBOM CITY>KObI

22. YupapneHue KOHPIUKTaMHU KaK QYHKIUS KaJAPOBOH CIyKOBI

23. Opra"u3zanusi KOpIopaTUBHBIX MEPOTIPUITHI Kak (PYHKITUS KaIPOBOM CITY>KOBI.

24. CoctaB ® conepaHHe JAOKYMEHTAIMH, DPErJIAMEHTUPYIOMIEH MAEATeNbHOCTb CITY:KOBI
yIpaBieHUs MEPCOHATIOM U paboTy C MEPCOHATIOM

25. JIoKyMEHTBI, pEriiaMeHTHPYIOLIUE JeSATEIbHOCTh KaJIpOBOM CIY:KObl OpraHu3aluu |
MPOLIECCHI YIIPABJICHHUSI IEPCOHATIOM.

26. JlokyMeHTBI, co31aBaeMble IpU 0POPMIEHUH (JOKYMEHTHUPOBAHUM) (PYHKIIMM, BBITOIHIEMbIX
KaJIpOBOM CITy>kO0H OpraHu3aIiu.

27. TpeboBaHMs MEXIYHAPOIHBIX, MEKIOCYIAPCTBEHHBIX U TOCYJAPCTBEHHBIX HOPMATHUBHBIX
JIOKYMEHTOB K pa3paboTke v 0(OPMIICHHIO HOPMATUBHBIX TOKYMEHTOB KaJpOBOMl CIy>KObI OpraHU3aIiu.

OOpa3zern mpakTHYECKOro 3a/IaHus K AK3aMeHy 1o Tuciuiuinae «Opranu3anus padoThl KaapoBOn
ciyx0b1» ipencraniex B [Ipunoxennn 11 (bopmupyemsie kommnereHuu [1K-7).

6.4. MeToguyeckue MaTepuaJibl, ONpeae/siloIue Npoueaypbl OlleHUBAaHUS 3HAHMI, YMEHH,
HABBIKOB M (MJ1H) ONBITA 1eATEJIHLHOCTH, XapaKTepu3youlye 3Tanbl GopMHUPOBAHUS KOMIIETEHIUI

[Ipouenypa oneHUBaHUs 3HAHUHN, YMEHHI, HABBIKOB U (WJIM) OMbITA AATEIHHOCTH 00yYarOIINXCs
no aucturuimae «Opranu3anys padoThl KaIpoBOM CIIy)ObD» OCHOBaHa Ha MCToJib30BaHUU [lomoxenus o
OaIbHON U PEHTHHTOBOM CHCTeMax OIICHUBAHMS, MPUHATOW B MHCTUTYTE, U TEXHOJIOTUYECKON KapThl
JACIATLIHHEL

Ne i/ IToxa3arenu oneHUBaAHUA HIxana
OIlCHMBaHNA

Texkymuii KOHTPOJIb
1 [Tocemenue u paboTa Ha JTEKIMOHHBIX U MPAKTHYECKUX 3aHATUSIX 0-35
(cobecenoBanmne, KOHTPOJIbHAs paboTa, KPYIJIbIM CTOJ U IUCKYCCHUS)

2 IIuceMenHoe 3aganue (pedepar) 0-25
3 ITpakTrueckoe 3aganne (Keunc) 0-50
Hmozo mexywuii koumponio 75
IIpomMeskyTOUHASI aTTECTALUS
4 [Urorosas pa6ora 25
HUmozo npomexcymounas ammecmayus 25
HUTOI'O no aucuuninHe 100

MaxkcuMalibHOE KOJIMYEeCTBO 0ayuioB no aucouruinae — 100.
MakcumanbHOE KOJIMYECTBO OAJIIIOB MO PE3yIbTaTaM TEKYIIET0 KOHTPOJIsS — 75.
MaxkcuMalibHOE KOJIMYECTBO 0aJUIOB HA dK3aMeHe — 25.

VYpoBeHb  MOJArOTOBIEHHOCTH  OOYYarOLIErocs COOTBETCTBYET TPEXYPOBHEBOH  OLIEHKE
KOMITETEHIIMH B 3aBUCUMOCTH OT HAaOPaHHOTO KOJIMYEeCTBA OAJIIOB 10 TUCIMILIIMHE.

YpoBeHb OBJIACHUS

IToporoBbIiii IpoaBuHYTHIH IIpeBocxoaHbIi
YPOBEeHb YPOBEHb YPOBEeHb
HaOpantbie 50-69 70-85 86-100
0a/JIbI




[IIkana WUTOTOBBIX OIEHOK YCHEBAEMOCTH MO auciuiummHe «OpraHu3zanus paOdoThl KaJpoBOH
CITYOBI» COOTBETCTBYET [10s10KEeHNI0 0 OaUTbHOW M PEUTUHTOBOM CUCTEMaX OIICHUBAHUS U OTPaKCHA B
TEXHOJIOTHYECKOUN KapTe TUCUUILIAHBI.

3auér
KosmuectBo 0as10B Ouenka
50-100 3a4TEHO
0-49 HE 3a4TEHO
OKk3ameH
KosmuecTBo 0as10B Ouenka
86-100 OTJINYHO
70-85 XOPOIIIO
50-69 YZIOBJIETBOPUTEIILHO
0-49 HEYZOBJIETBOPUTEIBHO

7. IEPEYEHb OCHOBHOM M JOMNOJIHUTEJBbHONU YYEBHOM JUTEPATYPBI,
HEOBXOAUMOMU JJis1 OCBOEHUSA ANCHUIIJIMHBI
OcHosHnas numepamypa:

. 1. Kpacunosa C. B., bykaruna E. I'. YnpaBnenue nepconaiom [ D1€KTpOHHBINA pecypc |: IIPaKTUKYM.
- Momxkap-Omna: IToBomkckuil rocy1apcTBeHHbIN TeXHOIornueckuil yausepeutet, 2020. - 90 ¢. — Pexxum
noctyma: https://biblioclub.ru/index.php?page=book&id=612642

2.Benukanosa, C. C. UndopmarimoHHbIe pecypchl KaIpoBOM CITY»KOBI : yueOHOe rmocodue : [12+]
/ C. C. BenukanoBa. — Mocksa: Jupekr-Menua, 2022. — 144 c.: un., tabn. — Pexum pocryna:
https://biblioclub.ru/index.php?page=book&id=683128

3.Konomuen, A. 1. KaapoBoe nenonpousBocTBo: yuebHoe nocodue: [12+] / A. U. Konomuer.
— MockBa:  [Hupext-Meama, 2023. - 248 c.. wn, Tabn. — Pexum jgocryna:
https://biblioclub.ru/index.php?page=book&i1d=696314

Jlonoanumenvnas numepamypa:

1. Kyxos A. JI., Xabaposa /. B. Ayaut yenoBedyeckux pecypcoB OpraHu3aluu [DIeKTPOHHBIN
pecypc]:yuebnoe mocobue. - MockBa, bepnun: upexkr-Memuna, 2019. - 363 c. — Pexxum noctyma:
https://biblioclub.ru/index.php?page=book&id=497388

2. 3ronnuk, JI. B. Opranusanuonnoe noseaenue: yaeonuk / JI. B. 3ronnuk. — 4-e u3m., crep. —
MockBa:  Jamkos w  K° 2022, - 231 c.: wr, Tabn. — Pexum  gocryma:
https://biblioclub.ru/index.php?page=book&id=684510

3. Kysuemnos, U. H. Jlenonpou3Boacteo: yuebnoe nocodue: [16+] / M. H. Ky3unenos. — 10-e uza. —
Mockaa: JlamkoB u K°, 2021. - 406 c.: TaOII. - Pexum
nocryna: https://biblioclub.ru/index.php?page=book&id=684221

4. KypnsikoBa A. B. DKOHOMHYECKHE OCHOBBI yIpaBJeHHs [DIEKTPOHHBIH pecypc]:yueOHoe
nocobue. - MockBa, bepnaun: [upexr-Memma, 2021. - 185 c¢. — Pexum pgocrymna:
https://biblioclub.ru/index.php?page=book&i1d=602439

5. Hanununa, E. W. VIHHOBanMOHHBIA MEHEIKMEHT B YIIPABJICHUU MTEPCOHAIOM: Yy4eOHUK /
E. U. Janununa, /. B. ['openos, . . Manukosa. — 3-e uza. — Mocksa Jlamkos u K°, 2021. — 208 c.: ui.,
TalmI., CXEM. — (YuaeOubie W3JIaHHS TUTSt OakagaBpoOB). — Pexum
nocrtyna: https://biblioclub.ru/index.php?page=book&id=621626



8.

MNEPEYEHb PECYPCOB UH®OPMAIIMOHHO- TEJEKOMMYHUKAIIMOHHOM

CETHU "UHTEPHET", HEOBXOAUMBIX JIUIS1 OCBOEHUA JUCHUIIJINHBI
Hnghopmayuonnwvie pecypcol 0bpazosamenvHol opeaHu3ayuu:

0O N KW~

. http://www_.sibit.sano.ru/ - opunmanbHeIi caiiT 00pa30BaTENbHON OPraHU3AIIH.

. http://do.sano.ru - cucrema aucranimonHoro ooyuenus Moodle (CIO Moodle).

. http://www ksrf.ru - Caiit Koncturynuonnoro Cyna Poccuiickoit @enepanu.

. http://www.gov/ru - denepanbHble OpraHbl BIacTH.

. http://mpesunent.pd - Cait [Ipesunenta Poccutickoit denepammm.

. http://www.duma.gov.ru - Caiit 'ocynapcrennoit JJymsr @enepansaoro Codpanus PO.
. http://www.garant.ru/ - CipaBouyHasi npaBoBasi cucteMa «l apanT».

. http://rostrud.ru - @eaepanbHas ciyx0a 1Mo TPyAy U 3aHATOCTH.
0.

http://www.kadrovik.ru - HaninonaibHblIil 003 KaJIpOBUKOB.

10. http://www.rosmintrud.ru - MUHHUCTEPCTBO TpyJa U COLUAIbHOM 3amUThl PD.

11. http://www.hr-portal.ru - CoobmectBo HR- menemxepoB.

12. http://www.diss.rsl.ru/ - DnekTponnas oubnuoreka nuccepranuii PI'b.

13. http://www.ebiblioteka.ru/ - 6a3s1 qannbix East View.

14. https://scholar.google.ru - MmexxyHapoHas HaydHas pedeparuBHas 6a3a JaHHBIX.

9.

METOAUYECKHUE YKA3AHHUA JIA OBYYAIOIIUXCA IO OCBOEHHIO

JAUCHUIIJINHbI

VYuebublii man Kypca «OpraHuzanusi padOThI KaapOBOW CIIyKOBI» IpEAIoyiaraéT B OCHOBE
U3y4eHMsI MIpeIMeTa HMCIO0JIb30BaTh JEKIMOHHBIA MaTepual M OCHOBHbIE MCTOYHUKHU JIMTEPATYyphl, a B
JIOTIOJIHEHHUE - IPAKTUYECKUE 3aHATHS, BEIEHUE TETPAAM JIsI KOHCIIEKTOB.

Kpome TpaauioHHbIX JEKIUI 1 CEMUHAPCKUX 3aHATUH (epeueHb U 00beM KOTOPBIX YKa3aHBbI)
1es1€c000pa3Ho B Ipoliecce 00yUeHUs UCIO0Ib30BaTh U aKTUBHBIE (POPMbI O0yUEHUSI.

IIpuMepHbIii epedeHb akTUBHBIX (hopM 0OydeHus:

1) 6ecenpl U AUCKYyCCUU;

2) KeHCBl ¥ MPaKTUUECKUE CUTYAINH;

3) MHIWMBHUIyAIbHBIE TBOPUECKHUE 3aJaHNUS,

4) TBOpUECKUE 3a/laHUs B IPYIIax;

5) mpakTryeckue paboTHhI.



Ha nexuusix cTyneHThl JOJDKHBI NOJIyYUTh CUCTEMATU3MPOBAHHBIN MaTepuai 10 TeMe 3aHATHS:
OCHOBHBIC TOHATUS M TIOJOXKEHUS, KIacCU(UKAIMU H3YyYaeMbIX SIBJICHUH M TPOLIECCOB, METOJIBI
OpraHu3alMi KaJpoBoil ciayxkObl Ha npennpuatud. Ha OcCHOBE JIEKIIMOHHOrO Marepuana CTYIEHTBI
JIOJDKHBI TTOJTYYHUTh PECTABICHNUE O HAPABJICHUSIX IESTEILHOCTH KaIPOBOU CIIY>KOBI IPEATIPHSITHS.

[IpakTHyeckue 3aHATHS MOpPEANoNaratoT Oojee AETaNIbHYIO IMPOpadOTKY TeMbl IO KaXIOH
u3ydaeMoii nmpobieme. s 3Toro pa3paboTaHbl MOAPOOHBIE BOIPOCH, OOCYKAaeMbIe Ha MPAKTUICCKHX
3aHATHUSX, IPAKTUYECKHUE 3a/1aHUsl, TECTbl U KOHTPOJbHbIE pa®oThl. IIpu MoAroroBke K MpakTUYECKUM
3aHATHUSAM CIIEAYET aKIICHTUPOBATh BHUMAHUE Ha 3HAUYUTEIBHYIO YaCTh CAaMOCTOSITEIbHON MPaKTHUYECKOM
paboThI CTYJCHTOB.

Ocoboe BHHMMaHHWe cieayeT oOpaTuTh Ha HEOOXOAUMOCTh (OPMHUPOBAHUSA Yy CTYIEHTOB
HEo0X01uMOM NpohecCHOHAIbHONW TEPMUHOJIOTUH 110 ITpeaMeTy. OueHb BaXKHO, UTOOBI M HA CEMMHAPCKUX
3aHATUSAX, U B IIpoIiecce 0OCYXKIEHUS IPAKTUYECKUX 33/1a4, TECTOB, CTYACHTHI HAYYMIIUCh UCIIOJIb30BaTh
9KOHOMHYECKHE TEPMUHBI, HOPMYIUPOBATH MPOOIEMHBIE BOIIPOCHI.

Kpome 3t0ro, mo temaM, KOTOpbl€ MpPEAyCMaTpPHUBAIOT 00S3aTEIbHOE PELIEHHE MPAKTUYECKUX
3ajiay, CTYIEHTBl HE TOJIBKO JOJDKHBI OYAyT MpoJesiaTh paboTy MO MPAKTUKE IPUMEHEHHUs] HOPMAaTHUBHBIX
JOKYMEHTOB JIJIsl MX PELICHHUs, HO M MPOAHAIN3UPOBATh MOJTYYEHHBIE PE3yJIbTaThl (OCOOCHHO B Cllyyae
HaJIM4Ms aIbTEPHATHB MPH PELLICHUM 3aJ1ay) ¢ TOUKU 3PEHUS BIMSHUS HA IOKA3aTeIN OTYETHOCTH.

Jiig GoJiee yCrenHoro u3yueHus Kypca IpernoiaBaTeso ciaeayeT IOCTOSIHHO OTChIIaTh CTYAEHTOB
K yuyeOHUKaM, IepUOANYECKON TeYaTH.

bonpmioe 3HaueHue Npu MpOBEPKE 3HAHUM U YMEHHUM NPHUIAETCA TECTUPOBAHUIO U IOATOTOBKE
pedeparoB no TemMam Kypca.

AxTuBHBIE (POPMBI CEMHHApPOB OTKPHIBAIOT OOJBIINE BO3MOXHOCTH JJISI MPOBEPKH YCBOCHUS
TEOPETUYECKOI0 M MPAKTUYECKOI0 MaTepHara.

OcHoBHast yueOHas JHUTEpaTypa, MpeICTaBICHHAs Y4YeOHMKaMH W YYEOHBIMH ITOCOOHSIMH,
OXBaTBIBACT BCE pa3zeiibl IPOrpaMmbl o JucHuiInHe «Opranuzanus paboTsl KaJpoBoil ciayxOb». OHa
U3y4aeTcs CTy/IEHTaMU B MPOIECcCe MOATOTOBKH K CEMUHAPCKUM U MPAKTHYECKUM 3aHSATHIM, SK3aMEHY.
JlononHuTtenbHas yueOHas TUTepaTypa peKOMEHAYeTCs Ul CaMOCTOSITEIbHON paboThl 1O MOArOTOBKE K
CEeMHHAPCKHUM U MPAKTUICCKUM 3aHATHSIM, TIPU HAITMCAHUU pedepaToB.

10. COBPEMEHHBIE IMPO®ECCHUOHAJIBHBIE BA3bl  JTAHHBIX n
NH®OPMALMNOHHBIE CITPABOYHBIE CUCTEMbI

[Ipy noAroToBKE M NPOBEACHUM YYEOHBIX 3aHATUNH 1O JUCHUIUIMHE CTyJEHTaMu U
IPEenoJIaBaTesIMH  MCIIOJIB3YIOTCS CIIEYIOIME COBpPEMEHHBbIE INpodeccHoHaNbHble 0a3bl JaHHBIX U
MH(OPMaLMOHHO-CIPABOYHbIE CHCTEMBI:

1. DnekTtpoHHass OMOIMOTEYHast cUCTeMa «YHMBEpPCUTETCKas OMOIMOTeKa OHJIAHH» (IOroBOp
Ne 109-08/2021 na okazaHue YCIYT IO MPEJOCTABICHHUIO JOCTYyIMAa K JIEKTPOHHBIM H3aHHUSAM 0a30BOU
kotekun  ObC  «YHuBepcuterckas OubOnmoreka onmaiim» ot 01  centsaOps 2021 .
(http://www.biblioclub.ru).

2. UnTerpupoBannas 6ubnuoreyHo-uHpopmanuonnas cucrema MPBUC64 (norosop Ne C 2-08 -
20 o mocraBKe HayYyHO-TeXHUUECKOH npoaykiuu — Cuctemsl ABTomaruzanuu bubnuorexk MPBUC64 — ot
19 aBrycra 2020 1., B cocTaB KOTOpoil BXoAUT ba3a gaHHBIX ekTpoHHOr0 Katajgora oubimorexku CUBUT
Web-UPBUC 64 (http://lib.sano.ru).

3. CopaBouHo-npaBoBas cucrema Koncynbrantllntoc (monmonnurensHoe cornamenue Nel k
noroopy Ne 11/01-09 ot 01.09.2009).

4. DnexrponHas crpaBouyHas cucreMa I UC Omck.



11.

MATEPUAJIBHO-TEXHUYECKOE M IIPOI'PAMMHOE OBECIIEYEHME,

HEOBXOJIUMOE JUUIA OCYHECTBJIEHUA OBPA3ZOBATEJIBHOI'O INPOLHECCA ITIO

T CHATIIAHE

I[HSI IMPOBCACHU A y‘le6HBIX 3aHATUH TI0 AUCHUIUIMHE HCHOJIB3YIOTCA CICAYIOIMHUE IMMOMCUICHUA,
OCHAaIlICHHBIC O60py,I[OBaHI/IeM N TCXHUYCCKHUMHU CpEACTBAMU O6yLIeHI/I${I

HanmenoBanue y4eOHBIX ayAUTOPHUI U
HOMEIIEHUH JUIsl CAMOCTOATENbHOM paboThI

OcHanieHHOCTh 000PY/I0BAaHUEM U TEXHUYECKUMHU
CpeAcTBaMu O0Y4eHUs

MynbpTumenuitnas ydeOnas ayautopuss Ne 102.
JUISL TIPOBEJICHUS 3aHSATHH JIGKIIMOHHOTO THIIA,
3aHATHA CEMHUHApPCKOro THMa (MPAKTHYECKUX

3aHSTHIA), TPYMIOBBIX KOHCYJIbTAIIHH,
WHIUBUIYAJIbHBIX ~ KOHCYJIbTAIlUM, TEKYILETO
KOHTPOJIS, MIPOMEXKYTOYHOMN aTTecTaluy,

rOCyJIapCTBEHHOW UTOTOBOM aTTECTALIMU

VYyebnas wmebenp (17 cromoB, 42 cryma, go0cka
MapkepHas, TpuOyHa, CTOJ U CTYJ IPENnoJaBaTels).
MynpTUMeINIHOE AEeMOHCTPallMOHHOE 000pyA0BaHKE
(mpoekTop, F3KpaH, KOMIBIOTEpP C BbIX010M B IHTEpHET,
ayIMOKOJIIOHKU - 2mT.). [Iporpammuoe oOecrieueHnue:
Microsoft Windows 8.1 (32) Professional Russian. ID
MPOJYKTa 00261-80356- 95595-AA367
(xomMmepueckas JUTEH3US, WHOCTPAHHBIN
npou3BoauTenb); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
619604997Z7E0903 (xommepueckas JIMIICH3MUS,
MHOCTpaHHBIH  mpou3Boautens); Adobe  Acrobat
Reader, nunensus freeware; Kaspersky Endpoint
Security - Russian Edition, nunensuss No 1356-
181109—064939—827—947 (kommepueckas JUIICH3UA,
oreuecTBeHHbIN MpousBoautens [10); Skype, Bepcus
8.65 (cBoOOIHO pacnpocTpansemoe [10, nHOCTpaHHBIH
npousBoauTelp). Obecneyen noctyn k cetu HTepHer
U B DIIEKTPOHHYIO HH(POPMALIMOHHO-00pa30BaTENbHYIO
Cpelly OpraHu3aluu.

MynsTumenuitnas ydeOHas aynutopus Ne 210.
JUIsL TIPOBENEHUS 3aHSITUH JIEKIIMOHHOIO THIIA,
3aHATHH CEeMUHApCKOro Tuma (MpaKTUYECKUX

3aHATHUH), IPYIIOBBIX KOHCYJIbTaIIHH,
WHAUBUAYAJIbHBIX  KOHCYJIbTAlUUN, TEKYILEro
KOHTPOJIS, IIPOMEXYTOYHOMN aTTecTaluy,

rOCYJIapCTBEHHOW UTOTOBOM aTTECTALINU

YueOnass wmebenp (36 cromoB, 74 crynma, 1ocka
MapKepHas, TpuOyHa, CTOJ W CTYJI TpErojaBaTelis).
MynsTUMEINITHOE TEMOHCTPAIMOHHOE 000pYyI0BaHUE
(TIpoeKTOp, PKpaH, KOMITBIOTEP C BBIX0JI0M B IHTEpHET,
ayauoKosoHku - Smt.) IlporpamMHoe oGecneueHue:
Microsoft Windows XP Professional Russian, Number
License: 42024141 OPEN  619604997Z7E0903
(koMMepUecKas JIALICH3U, WHOCTPaHHBIN
npousBoauTens); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499Z7ZE0903 (xomMMepueckas JULEH3US,
MHOCTpaHHBIH mpousBoautens); Consultant Plus -
Horosop 11/01-09 ot 01.09.2009 r. [dom.cornameHue

Nel (aBTomposonranus) (KoMmepueckas JTUIEH3HS,
OTEYeCTBEHHBIN mpousBoauTens); Adobe Acrobat
Reader, JIALIEH3US freeware; (cB0GOTHO
pacupocTpaHsIeMoe [0, WHOCTPAaHHBIN
npousBogutens) Kaspersky Endpoint Security -
Russian  Edition, mmmensus Ne  1356-181109-
064939-827-947 (komMepuecKas JUTIEH3HS,

oTedecTBeHHbIN npousBoauteis [10); 2GIS, nuuenszus
freeware  (cBoOomHO  pacmpoctpansemoe  I1O,
OTEUYECTBEHHBIN MPOoU3BOAUTENH). OOecnedeH 10CTym K
cet MHTEepHET U B 3JEKTPOHHYIO MHGOPMAIMOHHO-
00pa30oBaTeNbHYIO CPEy OpraHU3aIUH.




MynbsTumenuiinas yueOnas ayauropus Ne 211.
JUId TIPOBEJCHMS 3aHATUH JISKIMOHHOIO THUIIA,
3aHATHUM CEMUHApCKOro Tuma (IpaKTHYECKUX

3aHATUR), IPYIIOBBIX KOHCYJIbTAIIHH,
WHJIUBUIYAJIbHBIX ~ KOHCYJbTAIlUM, TEKYIIEro
KOHTPOJIS, MIPOMEXKYTOUYHOMN aTTecTaluy,

rOCyIapCTBEHHOW UTOTOBOM aTTECTALIMU

VYuebnast mebenb (27 cronos, 54 cryna, MapKepHas
JocKa, TpuOyHa, CTOJ W CTYJ TMpEenojaaBaTes).
MynbTUMenHOE AEMOHCTPALIMOHHOE 000pyI0BaHNE
(poexTop, FKpaH, KOMIbIOTEP C BBIX0/10M B MIHTEpHET,
ayIuoKoNIOHKK - Smit.) IIporpamMmmHoe obecrieueHue:
Microsoft Windows XP Professional Russian, Number
License: 42024141 OPEN  61960499Z7ZE(0903
(xomMmepueckas JTUIEH3US, WHOCTPaHHBIN
npousBoautenb); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499Z7E0903 (xommepueckas JULEH3US,
WHOCTpaHHBIA Tpou3BoauTenb); Consultant Plus -
Horosop 11/01-09 ot 01.09.2009 r. [dom.cornameHue
Nel (aBTomposoHramnus); (KoMMmepueckas JTUIECH3HS,
OTEUECTBEHHBIM mpou3BoauTens); Adobe Acrobat
Reader, nunensus freeware; Kaspersky Endpoint
Security - Russian Edition, mumen3us Ne 1356-181109-
064939-827-947 (komMMepUecKast JILICH3HUS,
oTedecTBeHHbIN npousoauteis [10); 2GIS, nunen3us
freeware  (cBoOomHo  pacmpoctpansemoe 110,
OTEYECTBEHHBIN MPoU3BOAMUTEIND). OOecmeueH T0CTYII K
cet MHTepHET U B 3JEKTPOHHYIO MH(MOPMALHOHHO-
00pa3oBaTeNIbHYIO Cpely OpraHU3aluy.

VYueOnas aymuropus Ne 301. mias mpoBeneHHS
3aHATHH JICKUMOHHOT'O THUIIA, 3aHATHI
CEMHUHAPCKOTo THMA (MPAKTUYECKHX 3aHATH),
TPYIIOBBIX KOHCYJIbTAIlUW, WHANBUIYaTbHBIX
KOHCYJIbTAIIHH, TEKYILETro KOHTpOJIS,
IIPOMEKYTOUYHOHN aTTECTALMM, TOCYAAPCTBEHHON
HWTOTOBO# aTTeCTalluu

Yyebnas mebens (15 cromoB, 30 cTynbeB, I0CKa,
TpuOyHa, CTOJX W CTyJl Mpenojasarens). YueOHO-
HarsHbIe Tocoous. TemaTHuecKkue NLTIoCTpaIiui

VYuebnas aymutopus Ne 302. mig npoBeneHus
3aHATHH JIEKIMOHHOT'O THUIIA, 3aHATHI
CEMMHApCKOro THMa (MPAKTHUYECKUX 3aHATHUH),
IPYNIOBBIX KOHCYJIbTallUl, WHIMBUAYAIbHBIX
KOHCYJIbTAlIUM, TEKYLIETO KOHTpOJI,
IIPOMEKYTOUYHOM aTTECTAllMK, TOCYAAPCTBEHHOU
UTOTOBOW aTTECTALUU

VYuebnass mebenbp (15 cromos, 30 cTynbeB, n0OcCKa
MapkepHas, TpuOyHa, CTOJI M CTyNl NpernofaBaTens).
YueOHO-HarIsIHbIE mocoous. TemaTnueckue
WJLTIOCTPAIUH

VYuebnas aynutopuss Ne 303. nmist mpoBeneHHs
3aHATHH  JIEKIMOHHOIO THUIIA, 3aHATUN
CEMHUHApPCKOro TUNa (MPaKTUYECKUX 3aHATUN),
IPYNIOBBIX KOHCYJbTallMi, WHIUBUAYAIbHBIX
KOHCYJIbTALNH, TEKYILIETO KOHTPOJIA,
IIPOMEXYTOUHOM aTTECTALlUU, FOCYAAPCTBEHHON
WUTOTOBOM aTTECTalluU

Vuebnas mebenp (15 cromos, 30 cTynbeB, m0ocKa
MapkepHas, TpuOyHa, CTOI W CTyN TpernojaBaTens).
Y4yeOHO-HarIAIHbIE mocoous. TemaTnueckue
WJLTIOCTPAIHH




MynbsTumenuiinas yueOnas ayauropus Ne 304.
JUIS. TIPOBEJCHMS 3aHATHH JICKIIMOHHOTO THIIA,
3aHATUH CEMUHAPCKOro TUHa (IMPaKTUYECKUX

3aHATUR), IPYIIOBBIX KOHCYJIbTAIIHH,
WHJIUBUIYAJIbHBIX ~ KOHCYJbTAIlUM, TEKYIIEro
KOHTPOJIS, MIPOMEXYTOUYHOMN aTTecTaluu,

rOCYJIapCTBEHHOW UTOTOBOM aTTECTALIMU

VYyebnas wmebens (22 croma, 44 cryma, J0CKa
MapKepHas, TpuOyHa, CTOJ W CTyJ NpenojaBaTes).
MynbeTuMenuitHoe o0opyoBaHue (IMMPOCKTOP, IKPaH,
KOMIIBIOTEP C BBIXO0M B VIHTEpHET, KOJIOHKH - 2 WIT.).
VYuebHO-  HarnmsaHble  mocobus.  Temarumueckue
wmtoctparuu. [IporpamMuoe obecnieuenue: Microsoft

Windows 10 pgomamiHsag mad oOAHOro s3bika, ID
MPOJIYKTa: 00327-30584-64564- AAOEM;
(komMMepUecKas JIMIEH3HS, WHOCTpPAaHHBIN

npousBogutenb) Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499Z7ZE0903 (xomMMmepueckas JULEH3US,
WHOCTpaHHBIA Tpou3BoauTenb);, Consultant Plus -
Horosop 11/01 -09 ot 01.09.2009 r. [omn.cornamenue
Nel (aBTomposoHranus) (KoMmepueckas JIUIEH3HS,
oreuecTBeHHbIN npousBoautenb [10); Adobe Acrobat

Reader, JTUICH3US freeware (cBoOOIHO
pacrpocTpaHsaemMoe [0, WHOCTPAHHBIN
npou3BoauTenb); Kaspersky Endpoint Security -
Russian  Edition, mmnensus Ne  1356-181109-

064939-827-947, 2GIS, nuuensus freeware (CB0OOOHO
pacrpocTpaHsaeMoe [0, OTEYECTBEHHBIN
npousBoauTelnb). Obecnedyen noctyn K cetu MHTepHeT
U B DJIEKTPOHHYIO HH()OPMAIIIOHHO-00pa30BaTEIbHYIO
Cpely OpraHu3aluu.

JlaGopatopus COLIMAJIbHO-TYMaHUTaPHBIX
muctumind Ne 307 - uig mpoBelieHUsl 3aHATUI
JIEKLIIMOHHOT'O THIIA, 3aHATHI CEMUHAPCKOI0 THIA
(mpakTUYecKuX 3aHATUH U J1a00paTOPHBIX
pabor), TPYIIIOBBIX KOHCYJIbTAIIHH,
UHIUBUIYAIBHBIX ~ KOHCYJIbTallUH, TEKYIIEro
KOHTPOJIS, MIPOMEXYTOUYHOMN aTTecTaluu,
roCy/1apCTBEHHOW NTOTOBOW aTTECTALIUH.

YueOnast wmebenbp (26 cronoB, 52 cTyna, Aocka
MapKepHasi, TpUOyHa, CTOJ W CTYJ TPENoJaBaTes).
MynbTuMeauiiHoe 00opyJoBaHue (IIPOEKTOp, JKpaH,
KOMIIBIOTEP C BBIX0O0M B VIHTEpHET, KOJIOHKH - 2 WIT.).
Y4ebHO-HarIsAJHbIE nocoous. Temarnueckue
wumoctpanuu. [IporpamMuoe obecnieuenue: Microsoft
Windows 7 Professional Russian, Number License:
61555010 OPEN 91563139ZZE1502 (xomMepueckas
JIMIIEH3Us, UHOCTPAaHHBI MpPOM3BOIUTENB); Microsoft
Office Standart 2007 Win32 Russian, Number License
42024141 OPEN 61960499ZZE0903 (xomMmepueckas

JUIEH3Us, THOCTpaHHbIM nmpousBoauTens); Consultant
Plus - Jorosop 11/01-09 ot 01.09.2009 .
Jlom.cornamenue Nel (aBTOTIpONOHTAITH)
(komMmepueckas JIALIEH3HS, OTEYECTBEHHBII
npousBogutens [10);  Adobe Acrobat Reader,
munen3ust freeware; Kaspersky Endpoint Security —
Russian Edition, JINIECH3UA No
1356-181109-064939-827-947 (komMmepueckas

JULEH3Ms, 0TeueCcTBeHHbIN mpousBoautens [10); 2GIS,
nunieH3us freeware (cBoOoaHO pacmpoctpansemoe 110,
OTEUYECTBEHHBIN MPou3BOAUTENH). OOecnedeH T0CTym K
cetu VHTEpHET W B AJEKTPOHHYIO WH(OPMAIMOHHO-
00pa3oBaTeNbHYIO Cpely OpraHU3aIuu.




Jlaboparopus ynpaBiICHUYECKUX AUCHUIUIMH Ne
309 - nna npoBeaeHUs 3aHATUN JIEKIIMOHHOTO
TUIIA, 3aHATUN CEMHHApPCKOT0 THIIA
(mpakTUYeCKUX 3aHATUH ©  J1a00paTOPHBIX
pabor), IPYIIIOBBIX KOHCYJIbTAIIHH,
WHAUBUAYAIBHBIX ~ KOHCYJIBTAllUH, TEKYIIEro
KOHTPOJIS, MIPOMEXYTOUYHOMN aTTecTaluu,
rOCyIapCTBEHHOW UTOTOBOM aTTECTALIUU.

Yyebnas mebens (21 crom, 42 cryna, Jocka MapKepHas,
TpuOyHa, CTeIax, CTON M CTYJI MpernofaBaTelis).
MynbetuMennitHoe o0opyoBaHue (IMPOCKTOP, IKPaH,
KOMIIBIOTEP, KOJOHKM - 2 IIT.). Y4eOHO-HarjsiaHbIe
noco6us. Temarnueckue uinroctpanuu. [IporpamMmmuoe
ob0ecneuenue: Microsoft Windows 8 Professional
Russian, Number License: 61555010 OPEN
91563139Z7E1502 (xomMMepueckas JULEH3US,
WHOCTpaHHBIA mpousBoautelp); Microsoft Office
Standart 2007 Win32 Russian, Number License
42024141 OPEN 61960499ZZE0903 (xomMmepueckas
JULEH3Us, MTHOCTpaHHbIM npousBoauTeins); Consultant
Plus (komMmepueckass JMIEH3US, OTCUYECCTBEHHBIN
npousBoauTenb); Adobe Acrobat Reader(cBoOomHO
pacrpocTpaHsIeMoe 10, WHOCTPAHHBIN
npousBogutens); Kaspersky Endpoint Security —
Russian Edition, JINICH3USI No
1356-181109-064939-827-947 (komMepueckas
JUIIEH3MA, OTCYECTBCHHBIM mpou3BoauTenb); 2GIS
(cBoOomgHO pacmpoctpansemoe I1O, oTeyecTBEHHBIN
MIPOU3BOJIUTEID).

MynbsTuMenuiiHas yueOHas ayauropus Ne 312.
JUISL TIPOBEJCHUS 3aHSITUH JIEKIIMOHHOTO THIIA,
3aHATUI CEMUHApCKOro Tuma (MPaKTUYECKHX

3aHTHI), IPYIIIOBBIX KOHCYJIbTAIUH,
WHIUBUYAJIbHBIX  KOHCYJIbTAllUM, TEKYIIEro
KOHTpOJIS, IIPOMEKYTOUHON aTTeCcTaluH,

FOCy,Z[&pCTBCHHOﬁ HTOTOBOM aTTeCTalluu

YueOnass mebens (50 cromos, 100 crymbeB, Aocka
MapKepHas, TpuOyHa, CTOJ W CTYyJ TpEojaBares),
MynsTuMenuiiHoe o0opyaoBaHue (IIPOEKTOpP, SKpaH,
KOMIIBIOTEp, KOJIOHKM - 2 IIT.). Y4yeOHO-HarjsiHbIe
nocobus. Temarnueckue uimoctpanuu. [IporpamMmmuoe
obecnieuenue: Microsoft Windows XP Professional

Russian, Number License: 42024141 OPEN
61960499Z7ZE0903 (xomMMmepueckas JTULEH3US,
WHOCTpaHHBIA mpousBoauTenb); Microsoft Office

Standart 2007 Win32 Russian, Number License
42024141 OPEN 61960499ZZE0903 (xomMmepueckast
JUIEH3Us, THOCTpaHHbIM nmpousBoauTens); Consultant
Plus - Joroop 11/01-09 ot 01.09.2009 r.
Homn.cormamenue Nel (aBromposonrarusi); Adobe
Acrobat Reader, muunensusa freeware; Kaspersky
Endpoint Security - Russian Edition, nunensus
Ne 1356-181109-064939-827-947 (koMMepueckast
JUIEH3Us, 0TeueCTBEeHHbIN npousBoautens [10); 2GIS,
nurnensus freeware (cBo6oaHO pactpocTpansemoe [10,
OTEUYECTBEHHBIN Mpou3BoauTENb) ObecneueH JOCTYI K
ceti VIHTepHET M B 3JEKTPOHHYIO MH()OPMAIMOHHO-
00pa3oBaTeNbHYIO Cpely OpraHU3aliy.




MynberumenuitHas yueOHas ayautopus Ne 422,
JUISL TIPOBEJCHUS 3aHSATHN JIEKIIMOHHOTO THIIA,
3aHATUA CEMHHAPCKOro TUMNa (MPaKTUYECKUX

3aHATHI), IPYIHIIOBBIX KOHCYJIbTALUH,
WHIVBUAYAJIBHBIX  KOHCYJIBTAllU{, TEKYILEro
KOHTpOJI, IIPOMEKYTOYHOU aTTeCcTaluy,

FOCY,HapCTBCHHOﬁ HUTOTOBOM aTrTecTaluu

VYuebnass mebens (18 cromo, 36 crymnbeB, OOCKa
MapkepHas, TpuOyHa, 1mKad, CTOM ®  CTyl
MPEnoiaBaTeis). MynsTUMEaUIHHOE
JEMOHCTpallMOHHOEe 000py/noBaHuE (MHTEpPAKTHUBHAs
JIOCKa, KOMIIBIOTEp C BBIXOJIOM B HWHTEpHET, 2
ayJIMOKOJIOHKH). [IporpammHoe obecrieueHue:
Microsoft Windows 8 Professional Russian, Number
License: 61555010 OPEN  91563139Z7E1502
(komMMepueckas JWLICH3U, WHOCTPaHHBIN
npou3BoauTeNb); Microsoft Office Standart 2007
Win32 Russian, Number License 42024141 OPEN
61960499Z7ZE0903 (xomMMmepueckas JIUTIEH3US,
MHOCTpaHHbIH mnpousBoautens); Consultant Plus -
Horosop 11/01 -09 ot 01.09.2009 r. [lon.cornaimienue
Nel (aBTomposonranus) (KoMmepueckas JUILEH3US,
oteuecTBeHHBIN MpousBoauTenb [10); Adobe Acrobat

Reader, JTULEH3Us freeware (cBoOOIHO
pacrpocTpaHsiemMoe 110, MHOCTPaHHBIN
npousBogutens); Kaspersky Endpoint Security -
Russian  Edition, munensus Ne  1356-181109-

064939-827-947; 2GIS, nuuensus freeware (cB0OOOIHO
pacnpocTpaHsieMoe I10, OTEUECTBEHHBIH
npou3BoauTens). OdecnedeH goctyn k cetu MaTEpHET
U B 3JICKTPOHHYIO MH(OPMAIMOHHO-00pa30BaTEIbHYIO
Cpedy OpTraHU3aIIH.

Ayautopus Ne 420. momenieHue st XpaHSHHs 1
IpopHIAKTHYECKOTO OOCITY>KUBaHHS y4eOHOIrO
000pyI0BaHUS - KOMIIBIOTEPHOTO 000pY/10BaHUS
U XpaHEHHWs DIIEMEHTOB MYJIbTHMEIUIHBIX
nabopaTtopuii

MebGens (4
MEePCOHATBHBIX

crona, 4 cTyna,

KOMIIBIOTEpPA UL
aMHHHCTPATOpA, BEIYLIETO crenuaincra
MH(OPMaLIHOHHOTO oTaena, HHXEeHepa-
annekTpoHmuka, 10 cepsepos. IlasnbHas craHnus,
cTeuiax, 15 NmuaHmEeTHBIX KOMIIBIOTEPOB, HAYLIIHUKH
JUls JTUHraOHHOro KaOWHeTa, 3amacHble YacTH JUIs
KOMITBIOTEPHOTO 000PY/I0BaHHUS.

cremiaxu), 4
CUCTEMHOTO

Ayautopus Ne 003. nomenieHue sl XpaHEHHs U
npo(UIAKTUYECKOTO OOCITYy)KUBaHHUSI y4eOHOIO
o0opymoBaHus

CraHok mansi cBepJeHMs, yrioBas HuUIMdOBaIbHAs
MallliHa, HaOOpbl CIECapHBIX HMHCTPYMEHTOB JJIs
oOciyxuBaHusl y4eOHOro oOOpyNOBaHUs, 3alacHbIe
YaCTH JJIs CTOJIOB U cTyJbeB. CTemnax, MaTepuaisl is
COIPOBOXKJCHUS YI€OHOTO IpoIecca.

Ayautopus  And
CTYJICHTOB Ne

CaMOCTOSITENIbHOW ~ paboTHI
305. TIOMEIIEHHE IS
CaMOCTOSITENIbHOW ~ paboThl  oOyuarommxcs,
HAYYHO -HCCIIeIOBATENbCKOM paboThI
0o0yJaroImuxcsi, KypcOBOIO  IMPOEKTUPOBAHMS
(BBITIOJIHEHUS KYPCOBBIX paboT)

VYyeOnast me0ensb (10 cToI0B OJHOMECTHBIX, 3 KPYTJIBIX
cTona, 27 CTyabeB, JOCKa MapKepHas, JOCKa
uH(popMaloHHasi, TpHOyHa, CTeNJIaX - 2 MT., CTOJI U
CTYIN IpernoiaBaTes). MynbsTUMeauiiHOe
obopynmoBanue (IIPOEKTOp, OJKpaH, KOMIIBIOTEP C
BO3MOXKHOCTBIO TOJKIIIOUEHUsI K ceTu «HTepHeT» n
obecrieyeHneM JOCTyTIa B AIIEKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaATENbHYIO cpeny
Wuctutyta, KonoHKH - 2 wT.). Hoyr6yk DELL - 8 mT.
Hoyt6yk HP - 2 m. IlepconanbHelii kKoMnbioTep - 1
mr. CIIC «KoncynsranT IDLmrocy. IIporpammuoe
obecneuenne: Microsoft Windows 10 Pro Russian,
Number License: 69201334 OPEN 99384269Z7E1912
(koMMepuecKkast JUICH3US, MHOCTPaHHBIN
npou3BoauTenb); Microsoft Office 2016 standart
Win64 Russian, Number License 67568455 OPEN




975749287Z7E1810 (komMepueckas JILICH3HS,
MHOCTpaHHbIA mpou3BoauTensb); Consultant Plus -
Horosop 11/01-09 ot 01.09.2009 r. Jlom.cornamieHue
Nel (aBrompomnonramusi); Adobe Acrobat Reader,
nuneH3us freeware (cBo6oHO pacapocrpansemoe 110,
MHOCTpaHHbIA mpousBoauTenb); Kaspersky Endpoint
Security — Russian Edition, mumien3us Ne 1356-181109-
064939-827-947; (koMMepuecKas JIAIEH3US,
oTedyecTBeHHBIN npousBoauTensb [10); 2GIS, munensus
freeware.  (cBoObomHO  pacmpoctpansiemoe  IIO,
OTEYECTBEHHBIN TPOU3BOAUTEIND). OOecIeueH T0CTYII K
cet MIHTEpHET W B 3JEKTPOHHYIO WH(GOPMAIMOHHO-
00pa3zoBaTeNbHYIO Cpely OPTaHU3aIluH.

AyauTopus I CaMOCTOSTEIBLHOH  PadOThI
ctyneHToB Ne 413, 6ubnnoTeka (YuTaIbHBIN 3a1),

MOMEIIEHUE JUISI CaMOCTOSITSIBHOH — pabOThI
00yJaromuxcs, HAy4YHO-HCCIIeI0BATEIIbCKOM
paboThI 00yYaOIINXCS, KypCOBOI'O
MPOCKTUPOBAHUSA  (BBIIOJIHCHHS ~ KYpPCOBBIX
pabor)

VYuebnas mebenb (9 cronos, 23 cryma, MArkas 30Ha).
[lepconasibHble  KOMMBIOTEPHI C  BO3MOXHOCTBIO
noakitoueHuss Kk cetu "MHtepHer" m olecrieueHueM
JIOCTYTIa B AIICKTPOHHYIO nH(pOPMaITMOHHO-
oOpazoBarenpHyr0 cpeny HWMuacturyra - 6 mrT.
[Tporpammuoe oGecnieuenue: Microsoft Windows 8.1
Pro Russian, Number License: 63726920 OPEN

91563139Z7E1502 (komMmepueckas JUTCH3US,
MHOCTPAHHBIA IPOU3BOAUTENL); Microsoft Windows
10 Pro Number License 67568455 OPEN
975749287Z7E1810 (xomMMmepueckas JIMLICH3HUS,

MHOCTPaHHBIA Mpou3BoauTeb); Microsoft Office 2007
standart Win32 Russian, Number License 42024141
OPEN 6196049977E0903 (koMMepUecKas JHICH3HS,
MHOCTpaHHBIM mpousBoauTenb); Microsoft Office
Standart 2019 Number License 67568455 OPEN

975749287Z7E1810 (xomMMmepueckas JILICH3HS,
WHOCTpaHHBIA  mpou3BoauTens); Consultant Plus
(xomMmepueckas TUIEH3US, OTE€UYECTBEHHBIN

npousBoauTens); Adobe Acrobat Reader (cBoGomno

pacmpocTpaHsIeMoe 10, WHOCTPaHHBIN
npousBoauTens); Kaspersky Endpoint Security -
Russian Edition, JIALICH3US
No 1356—181109—064939—827—-947

(komMMepueckas JIUTIEH3US, OTE€UECTBEHHBIN

npousBoauTens); 2GIS (cBoGOgHO pacmpocTpaHsieMoe
[10, oTedecTBeHHBIM NpoU3BOAUTENR). (ObecmeueH
JOCTYyn K ceTh VHTepHET W B  3JIEKTPOHHYIO
nH(OPMAIIMOHHO-00Pa30BaTETHLHYIO cpeny
OpTraHM3aIIH.

Jlisa mpoBenieHUs y4eOHBIX 3aHATUH IO

JUCHUIUIMHE HCIIOJB3YIOTCA CICAYIOIHNE KOMIIICKTBI

JJUICH3MOHHOI'O H CB060,Z[H0 pacnpoCcTpaHiacMoro mnporpaMMHOro 06CCHC‘{CHI/IH, B TOM 4YHCIIC

OTCYCCTBCHHOT'O ITPONU3BOACTBA:




HaumenoBanue OcHoBaHue Onucanue
Homn.cornamenue Nel k gorosopy
Consultant Plus Ne 11/01-09 o1 01.09.2009 OCC KoncynpTanT+
1C82 At mprevacnepenasn [
' 13/00000000901 ot 27.02.2013 T. P b :
penakuus 2.5
Microsoft Office Professional Plus Open License 62668528 ITakeT 3J1IeKTPOHHBIX
2013 PEIaKTOpPOB
Microsoft Office Standard 2016 Open License 66020759 Haker o1eKTpoHHBIX
pPEIaKTOPOB
Microsoft Office Standard 2013 Open License 637269920 Haker o1eKTpoHHBIX
pPEIaKTOPOB
Microsoft Office Standard 2007 Open License 42024141 Haker o1eKTpoHHBIX
pPEIaKTOPOB
ITakeT mporpamm s
Adobe Acrobat Reader Freeware COSHANHA | HPOCMOTPa |
OJICKTPOHHBIX HY6J'II/IKaIII/II/I
B popmarte PDF

12. CPEACTBA AJAINTAIMU [PEINOJABAHUA JUCHUIIVIMHBI K
MNOTPEBHOCTSAM JIML C OTPAHUYEHHBIMHW BO3MOKHOCTSAMHU 340POBbSI N
HMHBAJILAOB

B ciyuae HeoOXoaMMOCTH, OOYHYaIOIMIMMCS M3 YHUCIA JIMI] C OrPAaHHYEHHBIMH BO3MOXKHOCTSIMH
3I0pOBbsI M1 MHBAJIUAOB (IO 3asiBIEHUIO OOy4aroIIerocs) MOTYT IpelaratbCs OJHU U3 CIEAYIOIIHUX
BapHaHTOB BOCHPUSITHS UHPOPMAIMK C YUETOM UX HUHJIUBUIYAJIbHBIX NCUXO(U3UUECKUX OCOOCHHOCTEMH,
B TOM YHCJIE C IPUMEHEHHEM HJIEKTPOHHOTI'0 O0YUYEeHHUS U IUCTAHLIMOHHBIX TEXHOJIOTUH:

- JJIA JIMI C HAapyLIEHUSIMU 3pEHHUS: B IMe4aTHON (opme yBeIWYEeHHbIM ipudrtom; B dopme
9JIEKTPOHHOTO JIOKYMEHTa; B GopMme ayauodaiina (mepeBoj; yueOHbIX MaTepualioB B ayauodopmar); B
neyatHoll @opme Ha s3blke bpaiing; uHOUBUAYyanbHbIE KOHCYJNbTAIMM C  MPUBJIEYEHUEM
TU(IIOCYPIOTIEPEBOAUNKA; NHIUBUAYaAIbHbIC 33/1aHUSI U KOHCYJIbTAIMH.

- IS JMI C HapyIIEHUSIMU CiIyXa: B IedaTHOW ¢opme; B GopMe 3JIEKTPOHHOIO JOKYMEHTA;
BUJIEOMATEpHaJIbl C CyOTUTPaAMM; MHANBUyalbHbIE KOHCYJIBTAI[MH C IPUBICYEHUEM CYpAONEPEBOIUHKA;
WHJIAWBUAYAJIIbHBIC 3aJaHNUA U KOHCYJIbTallhuU.

- 7S JMII C HapyLIeHWsSMU ONOPHOBHUraTeNbHOIO almnapaTta: B nedatHol ¢opme; B (opme
3JIEKTPOHHOTO JIOKYMEHTa; B (popMme aynunodaiisia; MHIMBUIYAIbHBIC 3aIaHUS M KOHCYJIbTAIlUH.

IIpu mpoBeneHUM MpOLEAYpPbl OIICHWBAHUS pE3yNbTaTOB OOYYEHHsS HWHBAIUIOB U JHUI[ C
OIrpaHUYC€HHBIMH BO3MOXKXHOCTAMHU 3J0POBBA IMPEAYCMATPUBACTCA UCITOJIB30BaAHUEC TCXHUICCKUX CPEACTB,
HEOOXO/JMMBIX UM B CBS3M C UX HHIUBUAYAJbHBIMH OCOOCHHOCTSAMH. OTH CpPEACTBa MOTYT OBITH
mpeaoCTaBJICHBI BYy30M WJIM MOTYT HCIIOJb30BATHCA COOCTBEHHBIE TEXHUYECKHE cpeacTBa. HpOBe)IeHI/Ie
IpoIeTyphl OLICHUBAHUS PE3YIbTaTOB O0YUEHUSI MHBAIM/IOB U JIUI C OTPAaHUUYEHHBIMH BO3MOKHOCTSIMU
3II0OPOBBSI IOMTYCKAETCS C MCIIOJIB30BAHNEM TUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHIA.

[Ipy HeoOXOAMMOCTH WHBAIWIAM U JIMIIAM C OIPAaHUYEHHBIMH BO3MOXXKHOCTSMHU 3]I0POBbS
MpeaoCTaBIACTCA OOIOJIHUTCIBHOC BPEMA JJI IIOATOTOBKH OTBETA HA BBIITOJHCHUC 3a)1aH1/1171 TEKYIIETO
KoHTpoJs. [Ipouieaypa nmpoBeaeHUs MPOMEXYTOUHOM aTTecTaluy sl 00y4YaromuXCsi C OrpaHUYCHHBIMU
BO3MOXHOCTAMU 310POBBA U 06yqa101111/1x051 HHBAJIMIOB YCTaHABJIUMBACTCA C y’—IéTOM HHIUBUAYAJIbHBIX
ncuxoduznueckux ocoOeHHOCTeH. [IpoMexyTodyHas aTTecTanus MOXET MPOBOIAUTHCS B HECKOJIBKO
JTAIOB.




TexHogornueckas KapTa THCHUIIIMHBI

[Tpunoxenue 1

HaunmenoBanue JUCITUITIINHBI

Opranuzanus paboThl KaAPOBOH CIIyXKObI

KonnuecTBO 3aUE€THBIX €QUHHUIL 4
dopma NpOMEKYTOYHON aTTECTALUN OK3ameH
Ne Buabl yueOHO# neITeJIbHOCTH dopma Baniabl
B CTYAE€HTOB OTYETHOCTH (MakcuMyM)
Texynmmii KOHTPOJIb
[Tocemenue u paboTa Ha JTEKIIMOHHBIX U IPAKTUICCKUX
1 |3amsaTusx (coOecemoBaHWEe, KOHTPOJbHAs padoTa,
KPYTJIBIN CTOJI U AUCKYCCHS)
2  |BelmosnHeHME NHCHEMEHHOIO 3a1auus (pedepar) ITuceMeHHas padora
3  |BoimonHeHHe NPAKTHYECKOTO 3aJaHus (KeHc) ITuceMeHnHas padbora
IIpoMeKyTOYHAS aTTECTAIUS
4 |BLIH0J1HeHHe WTOrOBOU pPabOTHI | Wrorosas padora, Tect
HTOoro nmo aucuuiinge: 100
« » 20 T.
[IpenonaBatenb /

(y4. crerneHsb, yd. 3BaHue, JOKHOCTh, VO npenonaBatens)

TToanuch




[Tpunoxenue 2

IIpakTHyeckoe 3aHATHE (BBINOJTHEHUE 3aJaHNIH) 2
3ananue 1. Onpenenure NpUHIUIBL GYHKIIMOHUPOBAHUS U METOIUYECKHE TPeOOBaHUS K
abote kaapoBoit cinyx0sl opranmzarun (KCO), 3amonanTte Tabauiy.

[punnuns! pynkunonupoBanusi KCO Metoauyeckue TpeboBanus Kk pabore KCO

3amanue 2. 3amonHuTe TabaMily, 00O3HAYMB OCHOBHBIC HAINPABICHUS JEATEILHOCTH
KaJIpPOBOM CITy»OBI M KOPOTKO HX COJICpKAHUE

Hanpasnenus gesreapHoctu KCO Copep:xaHue HapaBJICHUI

3ananue 3. «IlocTpoeHue cucTeMsbl yIpaBaeHHs IEPCOHATIOM

Onucanue 3a0anus

CoryiacHO TEOPEeTHYECKMM AaCIeKTaM paclpeieinTe MEepeunclICHHbIe (QYHKIHU TI0
nojcucreMaM cucteMbl ynpasienus nepcoHamom (CVYII), chopmmpoBaB momens CVYII. Ha
OCHOBaHHH TIOJIy4YCHHOW MOJIENIN CAETalTe 3aKII0OYCHUE O COBEPIICHCTBE CHCTEMbI YIIPaBICHUS
NIEPCOHAIIOM JTAHHOTO TPEATIPHUSITHSA.

Ilepeuensv gynryuil ciyscovl ynpasieHus nepcoHaiom:

YIpaBJICHUC OTACJIbHBIMHU (bYHKIII/IOHaJII)HBIMI/I u MMPON3BOACTBCHHBIMU

nmoapas3aCJICHUAM,

aHaJIN3 KaJ[poBOI0 IOTEHIUAJIA;
moAACPIKAaHUEC B3AUMOCBA3H C BHCITHUMU UCTOYHUKAMU,;

opraHu3anus codece10BaHUs, OLEHKH, 0TOOpa U IpHeMa IepcoHaa;
B3aUMOJICHCTBHE C IPOPCOI03AMU;

co0utoIeHre TpeOOBaHHUM TEXHUYECKOM 0e30MacHOCTH 1 OXpaHbl TPY/a;

y4eT NpueMa, epEMEILCHH, TOOIPEHNI U YBOJIBHEHNUS IEPCOHANIA;

OpraHu3alysl  palMOHAIM3AaTOPCKOM M M300peTaTeNbCKOM — JAesTeNbHOCTH,

HOPMHUPOBaHKE U Tapu(UKaLKs TPYAOBOTO MpoIieCcca;

OpraHM3aLysl COIUATBHOTO CTPAXOBAHMS;
HOPMHUPOBaHUE U Tapu(UKaIMs TPYAOBOTO Mporecca
obecrniedyeHre MOTPeOHOCTH B MTEPCOHAIIE;
UCIIOJIb30BaHUE MIEPCOHAIA,
pa3paboTKa CHCTEMBI 1IeJIel YIpaBICH!s IEPCOHAIOM;
OIpeIeTICHUE COJICPIKaHMsI TPy/Ia Ha paboveM MecTe;
BBIOOD MyTEW MOKPBITUS MOTPEOHOCTH B IIEPCOHATIE;
npodopueHTaIHs U TPY/J0Bas aJanTalus MepcoHania;
ornpezeneHue PyHKIUNA U OPTCTPYKTYPhI CIYKOBI yIIpaBICHUS IEPCOHATIOM;
(bopMHpOBaHUE CUCTEMBI YIIPABICHHS IIEPCOHAIIOM;
IUIAHUPOBAaHHE KA4YEeCTBEHHOW M KOJIMYECTBEHHON MOTPEOHOCTH B TEPCOHANE;
0TOOp MepcoHana;
NPOM3BOICTBCHHAS COIUATM3AIINS IEPCOHAIA;
CTUMYJIMPOBAHHE IIEPCOHAA;
yIpaBJIeHUE Kapbepoil mepcoHala,
BBICBOOOXK/ICHHE ITEPCOHAA;



JIeJIOBasi OLIEHKA EPCOHAA;
pa3BUTHE IIEPCOHATIA;
opranusanys o0y4eHus nepcoHasia.



[Tpunoxenue 3

IIpakTnyeckoe 3aHsiTHE (BBINOJTHEHUE 3a1aHuil) 4-5

3aganue 1. 3anonHuTe npaBble Ipadbl TaONMIBI, OTpPa)KAIOIIUE COAEPIKAHUE BHELIHMX
KOMMYHHMKAIMI OpraHu3aluuu

HanpagiieHue BHEIIHEW KOMMYHHUKALUN Copep:xaHue BHEITHEN KOMMYHUKALIUU

KCO — rocynapcTBeHHbIE OpraHbl
KCO — rocynapcTBeHHbBIE CITYKObI 3aHITOCTH.
KCO — pekpyTHHTOBBIE ar€HTCTBA.
KCO - npodeccuonanbubie 00pa3oBaTeIbHBIE
YUPEKIACHUS.
KCO — KOHCAJITUTOBbIE LICHTPBHI.
KCO — ropuanyeckue Gupmsl.
KCO - CMHA

3aganue 2. 3anonHuTe IpaBble rpadbl TAOIUIBI, OTPAKAIOLINE COEPKaHIE BHYTPEHHHUX

KOMMYHHMKAIMI OpraHu3aluuu

HanpasneHnue BHyTpeHHEH KOMMYHUKAIMH CopneprxaHue BHyTpeHHEH KOMMYHHUKALUU
KCO — nupekuusi opraHu3aluu.
KCO - pykoBoguTenn  CTPYKTYpPHBIX
IOAPA3ACIICHUMN.
KCO — dbunaHCcOBOE noipasieneHue.
KCO — cnyx0a 6e30macHOCTH
KCO-.......

3ananue 3. 3amosiHUTE MpaBblii cTosnOel TaOJMIbI, MEPEeYUCIUB 3a/1adll CTPYKTYPHBIX

€/IMHUI KaJIPOBOM CITy>KOBbI OpraHU3aIiH.
HawnmeHnoBaHue 1ogpa3/iesieHust 3agauu noapa3aesIeHus

Cayx0a npuBjieyeHus: ¥ MOHUTOPUHTA MTEpCOHANA
Cayx0a pa3BUTHs IIepcoOHaIa
Cayx0a onieHKH epcoHaia
Cayx0a KaipoBOT0 y4eTa M JeJIONPOU3BOJICTBA
Opuct
[Tcuxonor

3ananue 4. XapakTepucTHKa OpraHu3aluu

[Ipodune gesTenbHOCTH — TOPrOBO-IIPOMBILIUICHHBIN XOJIIUHT, OBITOBAsI TEXHUKA.

UYucnenHocTh nepcoHasa — okoso 200 yennosex .

Cpox paboThI Ha poccuiickoM peiHKe — 10 JteT.

OOmas cutyarus

Bbl Bo3riiaBuiM BHOBb cO37aBaeMylo ciy)kOy mnepcoHana. IlepBoe 3HaKoMmMcTBO ¢
KOMITaHuel (U3 HaOMIOJeHNH, U3yUeHUsl JOKYMEHTAluN U Oecell C pyKOBOAUTENSMHU) BBISIBUIIO
CJIEAYIOUIYIO CUTYaIHIO:

1. 3a 10 ;meT cBOero CymieCcTBOBaHMsI KOMIIAHMS BBIIUIA HAa HEIUIOXME IOKA3aTelnu U
3aHHMAaeT yCTONYMBOE IMOJIOKEHHE B CBOEM CETMEHTE pblHKa. KoMnaHus MHTEHCHBHO pocia U
IPOJIOJDKAET PacTH, OTKPBITO COOCTBEHHOE IMPOM3BOJACTBO, c(hopMupoBaHa AWJIEPCKasi CETb,
IUTAHUPYETCS PACIIUPEHNE KaHAJIOB COBITA.



2. PykoBoauTenp — Xapu3MaTU4Hasl JTUYHOCTb, PELICHHs NPUBBIK IPUHUMATh OBICTPO U
ennHonu4HO. OH SICHO MPEJCTaBIsIeT cebe CTPATErnio pa3BUTHS KOMIIAHUH, HO PEIKO TOBOPHUT O
Hell. [laxke Onypkaiiiiee OKpyKeHHE BECbMa CMYTHO INPEJCTaBIIsAeT ce0e MepCeKTUBBI PA3BUTHUS.
CBou peuieHuss pyKOBOJIUTENb OOCYXKJaTh HE MPHUBBIK, CUATACT, YTO W TaK BCE MOHATHO. Y
IIEPBOTO JIMIA KaTacTPO(UUECKHU HE XBaTaeT BPEMEHH, B UTOT€ KTO CYMEET €r0 «OTJIIOBUTHY, TOT
U peliaeT BOIpoc.

3. CneuuanucTtbl HHM30BOTO 3BE€HA JIOBOJBHO KBAJU(HUIMPOBAHHBI, HO I'PAMOTHBIX
pYKOBOJUTENECH HEMHOro. PykoBoIuTENM YacTo pabOTalOT KakK CIEHUAIUCTHI, ITycKas paboTy
CBOMX I10JIpa3/ie]IeHni Ha caMoTeK. YacTo y HUX POCTO HE XBAaTaeT BPEMEHH, YTOObI 3aHUMAThCS
COOCTBEHHO YNPABJICHUEM, T. K. OHH IOCTOSHHO BBIMOJHSIOT HECBOMCTBEHHBIE UM (DYHKINH, a
TaKXe MOPY4YEHUs MepBOro juua. I'paHUIlbI OTBETCTBEHHOCTH PYKOBOJUTENCH MOApa3aesieHU
pasziereHbl HeYeTKO, OBIBACT, UTO OJHO M TO K€ 3a/laHHe JAETCs cpa3y JABYM IOApa3ACICHUSIM,
XOTsl OHU pelIaroT Bpo/ie Obl pa3nuyHble 3a1a4i. MHOTHe pyKOBOAUTENN BBIPOCIN B KOMIIAHUU C
CaMbIX HU30B, €CTh JJaKe TaKHe, KOTOpble pabOTal0T CO JHS OCHOBAHUS KOMITAaHUH.

4. B nenom armocepa B KOJJIEKTHBE JOOpoOKenarenbHas M TBopyeckas. JMpeKTop
3apakaeT BCEX CBOMM JHTY3Ma3MoM. [IpomoBeayeTcst CTHIIb OTKPBITHIX IBEPEH, K pyKOBOIUTEIIO
MOJKET 3alTH IOTOBOPHUTH JII000N COTpyAHUK. HacTo ujaeu psIoBbIX COTPYJHHKOB AKTUBHO
MOJJICP)KUBAIOTCS. U PEAIM3YIOTCS. BhIBaeT, YTO BHEOPEHUE KAaKOH-IMOO HMIIEM TOPMO3HTCS Ha
YPOBHE PYKOBOJUTEJEH CPEeTHETO 3BEHA, T. K. OHM HE TIOHUMAIOT €€ CMBbICIA.

5. HekoTopble 30HBI HAPSKEHUST HAOIIOJAIOTCS OTHOCUTENBFHO OIICHKH TPY/Ia U CITIOCOO0B
HAUUCJIEHUS 3apIuvlaThl. B KOMIaHUM NpakTHUeCKd He ObIBAaeT MpeMui, TOJIbKO okjiaael. O
BEJIMYMHE OKJIAZIOB PYKOBOIHTEIbh JOTOBAPHBAETCS caM Mpu mpueme Ha pabdoty. Kakumx-mmbo
CHUCTEMaTHYECKUX IEepecMOTPOB 3apIulaThl HET. 3apIjiary MOTYT HOBBICUTb, €CIM XOJUTb U
IPOCHTb.

6. Texydyectp HeOoOsbIIasg, HO KaJpbl MOCTOSIHHO HY)XHBI, T. K. KOMIIAHHMs pacTerT.
PykoBoauTenn nmoapasneneHuii caMu 3aHUMAIOTCS TIOA00OPOM, T. K. B OTJIEJIE€ KaJApOB BCErO JIBa
YeJ0BEKa, KOTOpbIE YCHEBAlOT TOJBKO BECTH KaapoBblii yuyer. Kpome Toro, cam aupexTop
NPUHUMAET aKTUBHOE YJ4acTHe B TO00pe, BCTPEUasiCh CO BCEMH KaHIUaTaMH Ha BCE JIOJDKHOCTH.

7. B KoMmaHuM He MNPUHATO OGOPMIATH pErjaMEeHTUPYIOIIHe, HOPMAaTHUBHBIE H
pacriopsiiuTeNbHbIE JTOKyMEHTH. Kpome mpuka3oB O TmpHeMe U YBOJBHEHHUH JAPYTHX
pacropsUTeNbHbIX JOKYMEHTOB He cocraBiseTcs. Her IlonoxeHuit o mnopapasaeneHusx,
JOJKHOCTHBIX MHCTpyKUUH, [Tonokenuit o cucremMe MoTHBAIMM, nogdopa u 1p. Bee Bompocs!
pewatoTcst B pabouem nopsigke. Cpoku (€Clii OHU CTaBATCS) PETYISIPHO HApYILIAKOTCS.

3aoanue:

1. BeisiBute npo0ieMHble 001acTH B chepe yrnpaBieHus 4eI0BEUECKUMHU PECYpPCaMHU.

2. HameThTe 1OATOCPOUHBIH TUTaH pabOTHI CITYKOBI TIepCOHAIA.

3. Omnpenenute CTPYKTYpY CHYKObl TIE€pCOHANA, pacHpeAeiauTb (QYHKIUH MEex1y
COTPYAHHUKAMH C YYE€TOM TOTO, YTO IPUHSATH cpa3y OOJbIIE TBYX HOBBIX CIIEUAINCTOB BaM BPSIT
JM yJIaCTCA.

4. Onpenenute NepBOOYEPETHBIE MEPHI, KOTOPBIE MOKHO PEATU30BaTh OBICTPO.

3aganune 5. UcxoaHble TaHHBIE

Cayx0a ynpaieHHs IepCOHAIOM MAaIIMHOCTPOUTENHFHOIO 3aBOJIa BKIIOUAET HECKOJIBKO
GbyHKIMOHAIBHBIX ToAcucTeM. CpenHecnucouHass 4YMCIEHHOCTh paOOTHUKOB 3aBoja - 4300
yenoBek. CoctaB (yHKIMHM A7 Kaxaoi mojcuctemsl conepxkurca B Ilomoxxkenun o ciyxOe
ynpasieHus nepconanoM. [lonesnsiii pon padodyero BpeMeHH 0JHOTO paboTHUKA - 1940 4 B ro.
KoadduiumeHT 10MONMHUTENBHBIX 3aTpaT BPEMEHH, HE YYTEHHBIX B IUIAHOBOW TPYIOEMKOCTH, -
1,15.

Paccuntana rojgoBas TPYAOEMKOCTb (DYHKIUH s KaXIOM IOACHUCTEMBI CIY>KObI
yIpaBiIeHUS NEePCOHATIOM (Yell.-4):

- yIpaBieHUE HaiMOM U y4eToM nepcoHana 11510

- yIIpaBJIEHUE pa3BUTHEM ITepcoHana 8230



- MJIaHUPOBAHUE M MapKETHHT mepcoHana 13 600

- yhpaBjeHUe MOTUBaluel noseaenus nepconana 10 110

- yIpaBJIeHUE TPYJOBBIMUA OTHOILIEHUSIMU 5108

- o0ecrnieueHre HOpMalbHbBIX YcioBui Tpyaa 6120

- ylpaBieHUE COUaIbHBIM pa3BuTreM 1380

- MpaBOBOE OO0ECIIEYCHUE CUCTEMBI yIIpaBieHus epconanom 2070

ITocTanoBka 3anaun

1. PaccuuTaiiTe MIaHOBYIO YHMCICHHOCTh KaXKIOM MOJCUCTEMBI CIYXObI YIpaBlICHUS
HEPCOHAIIOM.

2. CocraBbTe OINEpPOrpaMMbl CIEAYIOUIMX YIPABICHYECKUX MPOLEAYP U ONpEeeuTe
TPYZAOEMKOCTh OIIE€palHil 10 3TUM IPOLEAYPAM:

- oTOOp mepcoHana;

- YBOJIbHEHUE pAaOOTHHKA,

- TUTAHUPOBAHKE 00YYCHHUS ITePCOHANA,

- IUTAHUPOBAHKE MOTPEOHOCTH B IIEpCOHATIE.

3aganue 6. McxomHble JaHHBIE

CpennecnincoyHasi YUCIEHHOCTh pAOOTHUKOB MAIIMHOCTPOUTEIHHOTO 3aBOJA COCTABIISET
4300 yenoBek. B ammapar ynpasieHus 3aBo/ia BXOJUT €IMHAs CIIyk0a yrpaBiIeHUsI IEPCOHATIOM,
COCTOSIIIAs U3 OTACIBHBIX (PYHKIMOHAIBbHBIX mojcucteM. CiyxOy BO3IIaBISET 3aMECTHTENb
JUPEKTOpa O NEPCOHANy, Yy KOTOPOrO HMEETCS NOMOIIHUK [0 COIMAIbHOMY pa3BUTHIO.
@dakTuyecKkas YHCIEHHOCTbh OTIEJIbHBIX IOJCHUCTEM CHUCTEMBbl YIIPABICHHUS IEPCOHAIOM
COCTaBIISIET (YETOBEK):

yIpaBieHUE HAUMOM M YYETOM MepcoHaa 8

- yIpaBJIeHUE pa3BUTUEM IIepCOHAIIA 3

- IJJAHUPOBAHUE U MAPKETUHT IepcoHana 9

- ylpaBjieHHEe MOTUBalMEl MOBEIeHUS TiepcoHana 7

- yIpaBJIeHUE TPYAOBBIMU OTHOIICHUSIMU 3

- yIpaBjeHUE COLUAIIbHBIM Pa3BUTHEM §

- IIPaBOBOE OOECIeUEeHNE CUCTEMbI YIIPABIICHUS IEpCOHAIOM |

- o0ecrieyeHre HOPMAJIbHBIX YCIOBUH TpyJa 5

[TocTanoBka 3agaun

1.  Onpenenure  OOIIyI0  YHCICHHOCTb  CIYKOBl  YIOpPaBICHHMS  HEPCOHAIOM
MalIMHOCTPOUTEIBHOIO 3aBOJA.

2. PaccuuTaiite 10710 pPaOOTHUKOB CIY)XOBbl YIIpaBlIEHUs IE€pPCOHAJOM B 0OIeH
YHUCIIEHHOCTU pabOTHUKOB 3aBoja. CpaBHUTE MOIYUYECHHBIN MOKa3aTellb CO CPEAHUMHU JaHHBIMU
OTEUYECTBEHHBIX U 3apyOeKHBIX KOMITAHUH.

3. Paccumraiite, CKOJIbKO paOOTHHUKOB 3aBOJia MPHUXOAUTCA Ha OJHOIO CIYXAaIEro Io
yIpaBICHUIO IEPCOHANIOM (T.€. «kHOPMY 00cTykuBaHusA»). CpaBHUTE C 3apyOEKHBIMU JaHHBIMHU.

4. Tlpoananu3upyiite, kKakue (aKTOPbl BIUSIOT HA YHUCICHHOCTh PAaOOTHUKOB M COCTaB
3BEHbEB CIIYKOBI YITPaBICHHS IEPCOHATIOM 3aBOJIA.

5. CpaBHuUTE (PaAKTHUYECKYIO YHCICHHOCTh KaXKIOW TOJCHUCTEMBI C IIJIAHOBOW,
paccuMTaHHOM B 3a7aue

6. PazpaboraiiTe MEpONPHUATHS TIO COKPAIICHUIO PaOOTHUKOB B TOJICHCTEMAaX CITYXKOBI
yIpaBlIeHUS TIEPCOHATIOM 3aB0/i1a JIMOO MO MX JOMOIHUTEIHPHOMY MIPUBJICUEHUIO.



[Tpunoxenue 4

IIpakTnyeckoe 3aHsiTHE (BBINOJTHEHUE 3a1aHMIT) 6-8
3amanue 1. 3amoaHuTe TAONMIly, MalTe XapaKTEPUCTUKY METOJHMKAM OILICHKH

s dexkruBaOCTH AesrenbHOocTH KCO

MeTtoauku olleHKU 3P PEKTUBHOCTH AEATENBHOCTU KaJJPOBOU CIIYKObI

MeTtonuka

Conepxanue

BuyTtpennue 0030psl

AyIuT niepcoHasa

KunroueBbie nokasarenu
¢ dexTuBHOCTH

HR-otnen xak nentp
PUOBLITN

ROI Metodology: msatb
YPOBHEHN OLIEHKH

Mopnens JIpriBa Yibpuxa

DKCrnepTHasi OIICHKa

HR-6enumapkuHr

Human Resources Accounting

praBHeHI/Ie 110 OCJIsiM
(MBO)

3ananue 2. 3amnojHUTE MpaBblil cTONOEl TaOJIMIbI, OXapaKTEpU30BaB BUJbI KaJpOBOM

CJIy>KOBI OpraHU3alHH.

Turnbl KaAPOBOW MOJUTUKU XapakTepucTrKa BUIOB KaJIpPOBOU CITY>KOBI

OopraHu3anvun

OTKpBITaH KaZpoBas MOJIMTHKA

3aKpI>ITa5[ KaapoBas IMOJIMTHKA

3amanue 3. 3anonHUTe TabIUIly, CHOPMYITUPOBAB OCHOBHBIC 3a7a4M KaJIPOBOU CITYKObI
OpTraHM3aIHi Ha KAKIOM dTarne GopMUpoBaHUS KaAPOBOU MOJIUTHUKH.

Oransl popmupoBanus kaaposoi nmonutuku (KII)

3amauun KaJipoBOM CITY>KOBI Ha KaXXOM
JTare

Hopmuposanue

[TporpammupoBaHue

MOHUTOpPHHT IEpCOHATA.

3ananue 4.3anoiHuTe MpaBylo rpady TaOIUIbI, OTPAXKAIOIIYIO COIEpPIKaHUE KpUTEPUEB

OLCHKH Ka)IpOBOﬁ ITOJIMTHUKHU.

Kputepun o1ieHKH KaJpoBOi MOJIUTUKU

Conepxxanue

KauecTBeHHBIN 1 KOJIMYECTBEHHBIA COCTAB
repcoHala

ypOBeHB TCKYYCCTH MEPCOHAJIA OpraHnu3alumn

['uOKOCTh IPOBOIUMOM MOJUTUKH

Crenens yuera MHTEpECa
paboTHUKA/OpraHu3aIuu

3ananue 5. 3amonmHuTEe TAOMUIly, OTPaKAIOLIYI OIEpaTHBHbIE (DYHKIMU KaJpOBOM
ci1y>k0bI opranu3zaiuu (o oopasny ¢pyHkun «KaapoBoe niaHupoBaHUEY)
OnepatuBHbIE PYHKIIMU KaJIPOBOM CIIy>KObl OpraHu3aluu




Hamnpasnenue OyHKIIUHN KaJpOBOH CITYKObI Hpyrue
KaJpOBOH paboOThI YYaCTHUKHU
Kanposoe [TnanupoBanue TpeOOBaHUH K KBAIM(UKAITMOHHBIM PyxoBogurenu
IUIAHUPOBAHUE JUYHOCTHBIM KayeCTBaM KaHAMJIaTOB HA 3aMELICHHUE CTPYKTYPHBIX

KOHKPETHBIX pabodnx MecCT (JI0JDKHOCTEH), [10/Ipa3/ieJICHU M.

opraHu3zanys pa3paboTku IpopecCHOHATIBHBIX Hupekuus
CTaH/IapTOB Ha OCHOBE yKa3aHHBIX TPEOOBaHUII. OpraHu3aluu.
[InannpoBaHue TEKYIIMX U IEPCIEKTUBHBIX Cnyx0a
noTpeOHOCTEH OpraHu3aluy B YEJIOBEUECKUX pecypcax, MapKETHHTIA.
(bopMHUpOBaHKE U NTOCIIEAYIOIAs KOPPEKLIUS Ha 3TON dunaHcoBas
OCHOBE €€ IITAaTHOI'O PACIIMCAHU. ciyx0a.

[InanupoBaHue U3MEHEHUH CaMOW CUCTEMBI
YIPABJICHUS TIEPCOHATIOM, aJIEKBATHBIX U3MEHEHUSIM
(hakTOpOB MaKpO- ¥ MUKPOCPEIbI, BIUSIOIINX Ha
OpraHu3aIHIo.

[InanupoBaHue npoiecca AOMOIHUTEIBHOTO 00yUeHUs
repcoHara.

[TnanupoBaHue oOUUX MOTPEOHOCTEH OpraHu3aIuy B
HOBBIX PYKOBOJUTEIISIX, POPMUPOBAHUE TIPOTHOZHBIX
rpauKOB OCBOOOKICHUS WU CO3TaHUS
COOTBETCTBYIOILIUX pabOYUX MECT.

Pabora Ha BHeLIHEM
pBIHKE

Pa6oTa o
OTIEPaTHBHOMY
PEryJIUpOBaHHIO
YUCIIEHHOCTH
nepcoHaa

Kanpossiit
KOHTPOJIb, OLICHKA,

yder

Onenka nepconaia

Kanpossiit yuer n
OTYETHOCTh

Kanpossiit
JOKYMEHTO0000pOT

JlomonHUTEIBHOE
o0ydeHue
nepcoHaa

VYnpasnenue
npodeccnoHanbHOMI
Kapbepon
COTPY/IHUKOB

Opranuzanus Tpyaa
repcoHaja

DKoOHOMHUYECKAS
MOTHUBALNA
TepcoHasa

MopainbHas
MOTHUBALIHS
IIepCcoHaJIa




ConnanpHas
MOJIJICPIKKA
nepcoHaia

Ilcuxonornueckas
moaACpIKKa
IICPCOHAJIA

B3aumoneiicteus ¢
npodcorozamMu

3ananue 6. 3amoigHUTE MpaBbld CcTONOEI TaONMIIBI, OXapaKTEPU30BaB CTPATETUUYECKHE

3aia4M IICPCOHAJILbHOTI'O MCHCIPKMCHTA.

CTpaTCFI/I‘IeCKI/IC 3aJlavy IICPCOHAIIBHOI'O
MCHCIPKMCHTA

XapakTepucTuKa 3aauu

3amanue 7. 3amonHATe TAOMUIYy, CHOPMYIMPOBAB OCHOBHBIC HAMPABICHUS KaJAPOBOM

a00THI OpraHu3alvu U UX XapaKTCPUCTUKU.

HanpasiieHue kaapoBoil paboTsl

XapaKkTepuCTUKU

3ananue 8. 3anoyiHUTE MpaBblid CTOJIOEI] TaOIUIIbl, ONKMCAB HANPABICHUS AEATEIbHOCTU
PaOOTHHUKOB KaJIpOBOM CITYKOBI OpraHU3aIiK MO PEIICHHIO0 (YHKIMOHAIBHBIX 33/1a4, CBSI3aHHBIX

C KaAPOBBIM INIAHUPOBAHHCM.

3amaun KaapoBOH CIIyKObI OpraHu3aluu

HarmpaBiieHus nesiTebHOCTH
pabOTHUKOB KaJPOBOH CITyKOBI
OpraHu3aluH

Pazpabotka mporneaypsl KagpoBOro TIaHUPOBAHHS,
COIIACOBAHHOMW C APYTHMH €r0 BUIAMH.

VYBs13Ka KaJpOBOro INIAHUPOBAHUS C IUTAHUPOBAHUEM
OpraHM3alMH B LIEJIOM.

Opranuzanus >QPEeKTUBHOTO B3aUMOJICHCTBUSI MEXKTY
TUTAHOBOM TPYNION KaJAPOBOM CIIyKObI U IIIAHOBBIM
OTJZIEJIOM OpraHU3alINH.

[IpoBesneHue B )U3Hb pelIeHUH, CIOCOOCTBYIOIIMX

CopnelicTBHE OpraHu3alliy B BbISIBICHUH IJIABHBIX
KaJIpOBBIX MPO0JIEM U MOTPEOHOCTEN Npu
CTpaTErN4eCcKOM IUIAHUPOBAHUH.

VYayumenue oOMeHa nHPpOpMaIen 1mo mepcoHany
MEX]y BCEMH I10/Ipa3/ieJIeHUIMU OpraHU3alHH.

YCICHIHOMY OCYIIECTBJICHHUIO CTPATCTUN OpraHU3alu.

3amanue 9. 3amonHuUTE TMpaBylo rpady TaONMIBL, PacKphlB COAEp)KaHUE 3ajad,
HEOOXOIUMBIX JJIsi PELIeHHUs MOCTaBJICHHBIX ILIeJe KaJpoBOM ciyxObl opraHu3aluu B cdepe

CTYJIMPOBAHUA YUCIICHHOCTHU MICPCOHAJIA.

O YHKIIMOHAIBHBIE 33141

Crpaternyeckue noaxo/ bl (BapuaHThI
peann3alun)

[ToBpIlIEHNE KOHKYPEHTOCIIOCOOHOCTH
OpraHu3anyy (IpeAnpUsaTHs) B PhIHOYHBIX
YCIIOBHSIX.

[ToBbIenue 3¢)(heKTUBHOCTH MPOU3BOJICTBA U
TPYAa, B YaCTHOCTH JOCTIKEHHE MaKCUMAITbHOU
IPUOBLIH.

O0ecneueHre BHICOKOH COLUAIBLHOMN




3¢ GeKTUBHOCTH (PYHKITMOHUPOBAHUS
KOJUIEKTUBA.

3aganue 10. 3amonHUTE  MpaBylO

4acTh  TaONWIBI, TEpPEYUCITHB  (HOPMBI

JOKYMCHTHUPOBAHUA, HGO6XOI[I/IMBIG AJid pClICHUSA q)yHKLII/IOHaJ'IbHBIX 3a4a4d, CBA3aHHBIX C

BCJICHUEM KaJIpOBOIro ydyeTa 1 OTYCTHOCTH.

DyHKIHMOHAIBHBIC 3a1a41

@opMBI TOKYMEHTUPOBAHHUS KaJPOBOU
CJ1y’KOBbI OpraHu3aIu

CocraBiieHHE aKTyaJIbHOI'O IITATHOI'O PACIIUCAHUS
HE TOJIBKO B Ka4eCTBE OyXTalTepCKOro
JIOKYMEHTA, HO M B KAUE€CTBE PEAJIbHOU
CTPYKTYpHU3allUi KOMIIAHUH, YTBEPKAAeMOMN
COBETOM JIMPEKTOPOB WJIH YUPEIUTENIEH.

CocraBieHre YeTKUX JOKHOCTHBIX HHCTPYKIIHHA,
MPOINUCAHHBIX JJIS1 KQKAOW IITATHOW €IMHULIBI C
OIMKMCaHUEM Pa0OTHI TS KaXKI0TO COTPYIHHKA,
HOPMHUPOBaHHEM Pabodero JHs, MOCTPOCHHEM
(dhoTorpaduueckoi CXeMbl, TOCTPOSHUEM CBS3EH C
JPYTUMH OTJICJIAMH.

I'paMOTHBII KaApOBBIN y4eET — KaIpOBOE
JnokyMeHTupoBanue. [loctpoenue no npuHuuIy
cootBercTBUs TK, npu 3T0M coctaBieHue ¢
Y4€TOM CTpaxoBaHus paboTojaTesns oT
JMCLUUIUIMHAPHBIX M TPYAOBBIX KOH(JIMKTOB.

3amanune 11. 3amonHWTEe MpaBblii CTOJNOCH TAOJMIIBI, OMHCAB ACHCTBUS PaOOTHHUKOB
KaJ[POBOH CITy)KOBI OpTaHHM3AINK 110 PEIICHUIO (PYHKIIMOHAIBHBIX 337a4, CBSA3aHHBIX C OLEHKOMN

HIepCOHAIA.

3anauu KaJpoBoil cayk0bl OpraHu3aluu

JleiicTBus paOOTHUKOB KaJpOBOM CITY>KObI
OpraHu3auu

OI_IGHKa u OT60p KaHIUAaTOB Ha BAKaAHTHBIC
JOJIDKHOCTH HJIN pa60qu MECTa

Onpenenenne MecTa COTpyIHUKA B
OpraHU3alMOHHON CTPYKTYpe

Pa3paboTka mporpamMmbl pa3BUTHUS COTPYIHUKA

Onpenenenye KpUTEPUEB U Pa3MEPOB OILIATHI
Tpyaa

3ananue 12. 3anonHuTe NPaByIO YacTh TaOJIMIIBI, ONUCAB 3TAIbl PAOOTHI IO 0OECTIEUEHUIO
A3BHUTHUSI IEPCOHANA, CBA3AHHbIE C MIOCTABJICHHOM 1IEIBI0 KaIPOBOH CIY:KObI OpraHU3aliu.

Lenb

Otanbl paboThl KaJpoBOil c1ykObl IEpcoHaIa
110 00eCIIeUeHHIO pa3BUTHSI IEPCOHATIA

ObecnieueHne OpraHu3aluu
BBICOKOKBATU(DHIIMPOBAHHBIMU PAOOTHUKAMH B
COOTBETCTBHH C €€ ISIIIMH U CTPaTETHeH
pa3BUTHA.

3a,Z[aHI/IC 13. BrimenuB OCHOBHBIE 3adauu KaﬂPOBOﬁ CJ'Iy>K6LI OpraHu3anv 35TalloB

PaBJICHUA PE3CPBOM Ha BBIIBUIKCHHC, 3AITI0JTHUTC

IPUBEICHHYIO HIKE TaOIuILy.

Otansl KaIpoBoil caykO0bl OpraHu3aluu

3ajauu KaipoBoil caykObl OpraHu3aluu

[TnanupoBaHue pe3epBa Ha BBIIBIHKCHUE

(DOpMI/IpOBaHI/IC PE3CpBa HA BBIIBUKCHHUC




Opranuzanus GyHKIMOHUPOBAHUS pe3epBa Ha
BBIJBIKEHUE

3amanue 14. Ucxoadple JaHHBIE U IOCTAHOBKA 3a4a4u

Ha ocHoBanuu TUIOBOM CTPYKTYpPHI MOJOKEHUS O TIOJIPA3/IEJICHUU COCTABUTH MOJIOKECHHS
0 TOJIpa3ICICHUIX, BHITOTHIIOMNX (YHKIIUN CICAYIOMNX TOJICUCTEM:

- obecrieueHre HOPMAJIbHBIX YCIIOBUHM TPYAa;

- yIpaBJIeHUE TPYAOBBIMU OTHOIICHUSIMU;

- yIpaBJICHUE HATMOM M YYETOM IEpCOHAA;

- MJIaHUPOBAHUE U MAPKETHHT MEPCOHAA;

- YIPaBJICHUE PA3BUTHUEM TIEPCOHANIA;

- yIpaBJICHUE MOTUBAITUEH TPYAOBOTO MOBEICHHS TIEPCOHAA;

- MIPaBOBOE 00ECTICUEHUE CUCTEMBI YIIPABIICHUS IEPCOHAIIOM;

- YIPaBJICHUE COIUATILHBIM Pa3BUTHEM;

- Pa3BUTHE OPTCTPYKTYPHI YIIPABJICHHUS;

- nH(OPMAIMOHHOE 00ECTICUeHNE CHCTEMBI YITPABJICHUS TIEPCOHAIIOM.

3amanue 15. Vicxoaubie 1aHHbIE M TOCTAHOBKA 33/1a4l

W3yunte u mnpoaHanu3upyilTe TMPUBEACHHYIO HIDKE JTOJKHOCTHYIO HWHCTPYKIUIO
MeHeKepa 1o nepcoHany. ConocTaBbTe €€ ¢ TUIIOBOW CTPYKTYPOU JTOJPKHOCTHON MHCTPYKLIUU.
JlaiiTe 3aKkiroueHre 0 STOW JOHKHOCTHOU HHCTPYKIIUU:

- 3aMEYaHus M JIOTIOJHEHHUs oOmero xapakrtepa (IO CTPYKType M MOJHOTE
COJIepXKaHUsA);

- 3aMEYaHusl W JOTOJIHEHHsSI KOHKPETHOTO XapakTepa: MO YETKOCTH U SCHOCTH
MOJMYMHEHHOCTH JIAaHHOTO JOJHKHOCTHOTO JIMIIA, IO €ro JAEATeIbHOCTH, B3aUMOCBSI3U C IPYTHUMHU
pabOTHUKAaMHU OpraHM3aIlMH; OTBETCTBEHHOCTH, MIPaBaM, COOTHOIICHUIO OOS3aHHOCTEH, NpaB U
OTBETCTBEHHOCTH,

- BO3MOXKHBIE TIOCJEICTBUS MJIsi OOILIero Tpolecca YIpaBIeHHUs IEPCOHAIOM
OpTraHM3aIH B C1yuae HeKa4eCmEeHHO U HeNOIHO COCMABNEHHOU 00NN CHOCTMHOU UHCMPYKYUU.

Londxcnocmuas uHcmpyKyus meHeoxcepa no nepCcoHaLy

Obwue nonooxcenus. BBITOMHAET OTBETCTBEHHBbIC AaJIMUHUCTPATUBHBIE (DYHKIUU U
PYKOBOJUT KaJpoBOi paboToil B Opranm3anuy win ydpexaeHnn. OTBedaeT 3a INIaHUPOBAHUE U
IPOBE/ICHUE TPOTPaMMBI B OOJIACTH KaJPOBOM TOJMTHUKH, B TOM YHUCIIE 32 HAOOp, MPOBEACHUE
TECTUPOBaHUs, OIEHKY, Ha3HAUYEHUE, MPOJBIKEHHE TIO CIIy:KOe, MepPeBOJ] U PeKOMEHAAINH IO
U3MEHEHHIO CTaTyca COTPYAHUKOB OPTraHHM3aIllH, a TAK)KE 32 CHCTEMY JOBEJICHHS HEOOXO MO
uHpopMaLnu 10 pabOTHUKOB.

Paboraer mox Havanmom OOIIEro pyKOBOACTBA OPTaHWU3ALWH, TPOSBISAS WHHIUATHBY U
HE3aBHCHUMOCTbH CY)KJICHUH TIPU BHITIOJTHEHUH BO3JIOKEHHBIX Ha HETO 3a/1ad.

OcHosHbie hynkyuu:

- y4acTByeT B O0OIEeM IJIaHUPOBAaHWU U ONpeNeNseT Kypc Ha oOecredeHue
abdexTuBHON pPaOOTHI W PABHOMEPHOW 3arpy3kd TmiepcoHana. JloBoauT wuHpOpManuio o
BOXHEHIIUX pEIIEHUSIX IO KaJpOBBIM BOMpOCaM J0 BCEX YpPOBHEH OpraHm3aiuy depes
OIOJUIETeHH, COOPAHUS U MPU JTUYHBIX KOHTAKTAX;

- MPOBOAWT coOEceloBaHWE C HAHMMAKIIMMHUCA Ha pPadoTy, OIICHHBAET
BBITYCKHUKOB y4eOHBIX 3aBEJCHHU, KiIacCH(PUIMpyeT 3asBICHUS O IpHeMe Ha pabory.
OcymecTBisieT To100p HOBBIX COTPYAHHUKOB IS 3aII0JIHEHUS BAKaHCUH, aHATU3UPYET 3asBICHUS
KBTH(DUIIUPOBAHHBIX CIICITUAIACTOR;

- COBEIIIAETCS C PYKOBOJUTENSIMA HU30BOTO 3BEHA MO KaIpPOBHIM BOIPOCaM, B TOM
Yrclie MO BOMPOCaM Ha3HAYCHWH, HaiiMa WM yBOJBHEHHUS PAaOOTHHUKOB IO OKOHYaHWH HMU
UCIBITATEIPHOTO CPOKa, MO BOIMpOCaM MEpPeBOJa, MOHMKEHUS B JIOJDKHOCTH U YBOJIbHEHUS
MOCTOSTHHBIX pa0OTHUKOB;



- OpraHu3yeTr 00y4eHHe IepCoHaa, OpraHu3yeT MEPOIPHUATHS IO 00YUEHHIO KaJJpOB
C JOJDKHOCTHBIMH JIMIIAaMH M PYKOBOJHMTEISIMH HH30BOTO 3BeHa. Pa3pabaTbIBaeT cucremy
peifTuHra pabOTHUKOB M OpraHU3yeT O0yueHUE PYKOBOAMTENECH HU30BOTO 3BEHA IO BOIIPOCAM
OLICHKH TPYJOBOM JESITEIbHOCTH paOOTHUKOB;

- BEJICT JIMUHBIE Jiefia pabOTHUKOB. PyKOBOIUT HEMOCPEACTBEHHO HIIM YePe3 CBOUX
NOJYMHEHHBIX PaboToil cOoTpyAHHMKOB. Il0 MOpy4YeHHIO PYKOBOJCTBA BBHIMONHSAET OTACIbHBIC
3aJjaHus ¥ IOPYUYEHHUSI, OTHOCSIIHECS K cpepe ero esTenbHOCTH.

OcnosHule Kéanugukayuoruvie mpedo8aHus.

1. OnBIT ¥ MOATOTOBKA: JOJDKEH 00J1a/1aTh 3HAUUTEIbHBIM OIBITOM I10 YIPaBICHUIO
IIEPCOHAJIOM.

2. O6pa3oBanue: Beicliee 00pa3oBaHuE CO clienuain3alueil B 001acTu yrpaBieHUs
IIEPCOHAIIOM.

3. 3HaHUs, HABBIKK U CIIOCOOHOCTH: JIOCTATOYHOE 3HAHME MPUHIUIIOB U MPAKTUKU
yIpaBJIEHUS MEPCOHAIOM, OTOOpa M Ha3HAUYEHUS COTPYAHMUKOB, BOIPOCOB OLIEHKH TPYAOBOM
JEeSTEIbHOCTH PaOOTHUKOB.

3ananue 16. cxonHele JaHHbIE U IOCTAHOBKA 3a/1a4U

Ha ocHoBaHMM TUIIOBOM CTPYKTYPbI TOJKHOCTHON MHCTPYKIIMU COCTaBUTh JOKHOCTHBIE
MHCTPYKLMU JJIS CIIEAYIOIINX TOJKHOCTEH:

1) 3amecTuTeNs PyKOBOAUTENSI OpraHU3al|U 110 [IEPCOHATY;

2) MeHepKepa 110 NepCcoHaly;

3) pyKOBOAMTENCH MOAPA3ICIICHHIA, BBITIOTHIIONMX (YHKITUH CISTYIONIUX ITOACHCTEM:

- o0ecrieyeHre HOPMAJIbHBIX YCIOBUH TPY/a;

- YIPaBIEHUE TPYJOBBIMUA OTHOLICHUSIMH;

- YIIPAaBJICHUE HAIMOM M YYETOM IIEpCOHAIA;

- IUTAHUPOBAHKME U MAapKETHHI IIEPCOHAIIA;

- yIpaBjeHUE Pa3BUTHEM IIEPCOHAIIA;

- yIpaBjeHNEe MOTUBALMEN TPYIOBOTO MMOBEJACHUS IEPCOHANIA;

- IpaBOBOE 00ECIIEUEHNE CUCTEMBI YITPABIICHUS IEPCOHATIOM;

- yIpaBieHUE COL[UAIbHBIM Pa3BUTHEM;

- pa3BUTHE OPICTPYKTYPHI YIIPaBJICHHUS,

- UH(POPMaLMOHHOE 00eCIIeYeHHE CUCTEMBI YIIPaBJIEHUS IEPCOHAIIOM.



[Ipunoxenus 5

IIpakTH4eckoe 3aHsAATHE (BbINOJTHEHHE 3a1aHmii) 10
3amanne 1. 3amoysiHWTE TmTpaBbId CcTONOEN TAOJIUIBI, pPACKPbIB HAaWUMEHOBAHHS
JIOKYMEHTOB HOPMATHBHO-METOJUYECKOW 0a3bl IO TpymmaM JOKYMEHTOB, PEryIHPYIOIIHX
JOKYMEHTUPOBaHUE TPYAOBOH 1eATEIbHOCTH MepCOHAa.

['pynnel 10KyMEHTOB, Bunbl rpynn 10KyMeHTOB, HanmenoBanusi JOKyMEHTOB
PEryJIUPYIOIINX PEryJIUPYIOIIMNX TOKYMEHTUPOBAHUE | HOPMATUBHO-METOIMYECKON
JIOKYMEHTUPOBAHUE TPYZIOBOH AEATEIBHOCTH ITIEPCOHAIIA 6a3bl
TPYAOBOM IESATEILHOCTH
IepcoHasia
[TepBas rpynmna denepanbHble HOPMATUBHBIE AKTHI,

Kacarolluecs: BOIIPOCOB TPYLOBOIO
1paBa pabOTHUKOB

Bropas rpynma HopmatuBHO-MeTOJMYECKUE
JOKYMEHTBHI 10 TPYY, Y4ETY,
JICTIOTPOU3BOACTBY IO Kaapam,
KJIacCU()MKALMU U CTAaHIAPTH3AIIH
Ka/IpOBOIl IOKyMEHTALIUH, APXHUBHOMY
Jeny

Tpetbs rpynmna Jluteparypa 1o Tpya0BOMY IpaBy,
JEJIONPOU3BO/ICTBY I10 KaJpam,
JOKYMEHTHPOBAaHUIO TPYI0BOM
JIeSITEJIbHOCTH paOOTHUKOB U JIp.

Yersepras rpymnmna HopMaTuBHBIE JOKYMEHTHI 110 KaJpaM
CaMUX OpraHU3alHN, KOTOPbIE
BKJIIOYAIOT OOIIME HOPMATUBHBIE
ITOJIOXKEHUS, U3BJIICUCHHBIE U3
benepanbHBIX U BEIOMCTBEHHBIX
HOPMATHUBHBIX U METOJMYECKUX
JIOKYMEHTOB U creluduueckue
ITOJIOXKEHUS, IPUMEHSIEMBIE B
OpraHu3alnusx

3ananue 2. B mpaBoit yacTu TaOnMIbI ONpeaeuTe BEpHBIA MOPAIOK TEXHOJIOTHYECKON
LEMOYKH COCTABJICHUS] OPraHU3alIOHHO-IIPaBOBOM JOKYMEHTAllMU IO paboTe C MEePCOHAIOM B

OpraHM3alMH.
Texnonornyeckas COop u n3yueHue IeHCTBYIOMIMX 3aKOHOAATEIbHBIX 1 HOPMaTUBHBIX
LIENOYKA MTPOLEAYPBI IIPABOBBIX aKTOB, YTBEP>KIEHHBIX THUIOBBIX U IPUMEPHBIX
COCTaBJICHUS MTOJIOXKEHUM, HHCTPYKIUI, pEKOMEHIallni U METOAMK, pPaHee
OpraHHU3aIIOHHO- JIeMICTBOBABIINX OPraHNU3aLIMOHHO-IIPABOBBIX IOKYMEHTOB

IpaBoBOM foKyMeHTanuu | CobecenoBaHHe ¢ pyKOBOJACTBOM OPTaHU3AIMU M OCHOBHBIX
CTPYKTYPHBIX MOJpa3esieH!H, BEAYILIMMH CIIEHATUCTAMHU,
pabOTHUKaMHU T10 3apaHee pa3padOTaHHON cXeMe BOTIPOCOB C IENBI0
BBISICHEHHS] X MHEHUS 110 TIOBOJIY COJIepKaHUs OyayIero
OpraHu3aIMOHHO-TIPABOBOTO JOKYMEHTA

Pa3paboTka KOHILENIUN OPraHU3allMOHHO-TIPAaBOBOIO JJOKYMEHTA
(Ha3HaueHue, CTPYKTypa, OCHOBHBIE pa3JieNbl, IPUHIUINAIBHbBIE
MOJIO’KEHHUS U T.I1.); COTJIACOBAaHHE KOHLIETIIIUH C
3aWHTEPECOBAHHBIMU JIOJHKHOCTHBIMU JIMLIAMHU U PAOOTHUKAMHU

CocraBieHue IICPBOr'0 BapHaHTa OpraHU3allMOHHO-IIPABOBOI'0




JIOKYMEHTA, PACCBLIKA €r0 B KOMHAX 3aUHTEPECOBAHHBIM
JOJIKHOCTHBIM JIMIaM U pabOTHHKAM, cOOp 3aMEUYaHHH,
MPEJI0KEHUN U MOKEJTAHUI

O060011eH1e U aHaIN3 NT0JTyYEHHbBIX OT3bIBOB, COCTaBIEHUE
OKOHYATEJIbHOT'O BapHaHTa (MPOEKTa) OpraHU3alMOHHO-IIPABOBOTO
JIOKYMEHTa

CornacoBanue (BU3MPOBaHUE) IPOEKTA IOKYMEHTA C
3aWHTEPECOBAHHBIMU JIOJDKHOCTHBIMHU JIMLIAMH U PYKOBOIUTEIISIMU
COOTBETCTBYIOIIMX (DYHKIIMOHAJIBHBIX CTPYKTYPHBIX MOJIPA3/ICICHUI

Perynsipnoe BHeCEHHE U3MEHEHUH U IONOJIHEHUH B
OpraHU3aIMOHHO-TIPABOBOI IOKYMEHT B COOTBETCTBUHU C IBOJTIOLIUEH
HAIPAaBIICHUH JESITEIbHOCTU OPraHU3alMH, CTPYKTYPHBIX
MOJpa3/IeIeHuil, METOOB yIIpaBieHHs, CIOCOOO0B
JIOKYMEHTHUPOBAHHUS U TEXHOJIOTUH ITPOU3BOJICTBA

KoHTpob co cTOpOHBI pYKOBOAUTENEH BCEX PAHIOB 3a peanu3anueil
TpeOOBaHUI U IIPABUJI, YCTAHOBJICHHBIX OPraHU3aI[MIOHHO-IIPABOBBIM
JIOKYMEHTOM

COop u u3yueHue pacnopsaIuTEIbHBIX JOKYMEHTOB OpPraHu3alllu,
Kacaromuxcst 00beKTa perimaMeHTanuu (yapeauTesbHbIe JOKYMEHTHI,
MPUKA3bI O CO3/IaHUU CTPYKTYPHBIX MOJIpa3AesieHuil, ITaTHOe
pacnucaHue u ap.)

[Moanucanue, yTBepkKICHHE TOKYMEHTA, PACCHUIKA €TO B
CTPYKTYPHBIE TOJIpa3/IeJICHUs ISl U3yUYeHUsI pAOOTHUKAMU U
UCIIOJIL30BAaHUS B pa0OTE; MPOCTaBICHHE HAa JOKYMEHTE POCIHCEH
pabOTHUKOB 00 O3HAKOMJICHUH C JOKYMEHTOM

3a,Z[aHI/Ie 3. 3aroHUTE IIpaByro rpa(I)y Ta6J'II/II_IBI, HAIllMIINTC HAUMCHOBAaHUS NTOKYMCHTOB,
COOTBCTCTBYIOIIINX onpeneneHHoﬁ TpyHImne J0KyMCHTAOWH 110 JIMYHOMY COCTABY B OpraHu3aluu.

prnnbl JOKYMCHTOB HanmenoBaHus JOKYMCHTOB

PaCHOple[I/ITeJ'II)HBIG JOKYMCHTEI

WHpopMalmoHHO-pacueTHbIE JOKYMEHThI

Odunmanbraast
BHYTPEHHsIS CyKeOHas Mepenucka

XKypHanbl (KHUTH) y4eTa M PErucTpaluu
JOKYMEHTOB




[Tpunoxenue 6

IIpakTHyeckoe 3aHATHe (BbINOJTHEeHUE 3aganmii) 11-12

3amaane 1. Onummre cucteMy NTPOPECCHOHAIBHBIX W JIMYHOCTHBIX KOMIICTCHITHI
COTPYAHUKA KaJPOBOT0 MOPA3/ICIICHUs], 3aIIOJIHUTE TaOJIHILY.
[TpodeccronaibHbIE KOMITETEHITUN JIMYHOCTHBIE KOMITETEHLIUU

3amaane 2. Onumure cojaepkKaHUE KIIIOUEBBIX poJiel pabOTHHKA KaJIpOBOTO
110/Ipa3IeJICHUS.

Haszpanue posin CoJiepkanue pojau
= - = |

3amanwue 3. [lepeuncnure sTHYecKre TpeOOBaHUS K paOOTHUKAM KaJIpOBOM CITyXKOBI.

3ananue 4.

Kommanus Gosee 6 set Ha peiHKe. OO0I1Iee Koj-Bo coTpyaHukoB 150 ven + dumuanst B 4
crtpanax EBpombl. CyiiecTByroT 3 OCHOBHBIX HampaBiieHus aesteabHocTH (toprosist THII,
MIPOM3BOJICTBO CTPOUTENBHBIX MaTEPHATIOB, CTPOUTEIHCTBO)

[Tepen coznaBaemoii ciry:k001 repcoHalia Ha TEKYIIUH TOJl CTABATCS CIEAYIONINE 3aaUH:

- opranu3oBath moabop mnepcoHana (80 BakaHcWii B Toj, ceiiyac B pabote 48
BaKaHCHUN),

- HAIaIuTh paboOTy MO OPTaHU3AIMH U MIPOBEICHUIO PErYJISIPHBIX MEPONPUATUN MO
OLICHKE M aTTECTAllUU NIepcoHalIa (paHee He IPOBOJUIINC);

- OIICHUTh CYIIECTBYIOIIME B KOMIIAHHMM CHCTEMbl MOTHBAIlMHA, U TpHU
HEOOXOJMMOCTH, PEKOMEHI0BaTh M3MEHEHHs (IIPUMEHSEMbIE B HACTOSIIEE BpPEMS CXEMBbI HE
YIOBIIETBOPSIIOT COTPYTHUKOB M HE COOTBETCTBYIOT LIEJISIM KOMITAHHH ),

- OpPraHU30BaTh MPOLIECC TMOCTOSIHHOTO OOy4YeHHUs U TOBBIINICHUs KBalU(UKAIUU
COTPYAHUKOB KOMITAHUH, COOTBETCTBYIOIIETO 1EISIM KOMITAaHHH.

3aoanue:

1. VYkaxurte, kakas uHpopMmaius Bam noHagoOUTCs JOMOIHUTENBHO.

2. VYkaxure, Kakue pecypchl (OpraHn3aluoHHbIe, MaTepHalbHble, THPOPMALMOHHBIE,
YyeJI0BEYECKHE, BpEMEHHbBIE) BaM MOTPEOYIOTCS /1JIsl BBIMOIHEHUSI TaHHBIX 3a/1a4."

3. W3noxxute cBOE BUACHHUE IOCIEIOBATEIIBHOCTH W COACpXKaHUS JEHCTBUH,

HEOOXOUMBIX JIJIsI BBITIOJIHEHUSI JAHHBIX 3a71a4, YKaKUTE MOCIEI0BATEIbHOCTD, OIICHUTE CPOKHU
BBITIOJTHEHHUS M COCTaBLTE IUIaH Bammmx neiicTBUN.

3ananue 5.

Bbl y)xe HeckonbKO JIeT paboTaeTe B KOMIIAHUU B OTJelne oOydeHus nepcoHaina. Bamm
00513aHHOCTH BeChMa 0JIHO00pa3HBbL, HO B TO K€ BpeMsi Bbl He oTBevaeTe 3a KOHEUHBIN pe3yabTar,
TaKk KakK Hapsy ¢ JIPYrUMHU COTPYAHHKAMHU BBIMOJHSETE pabOTy MO MOPYUYEHHUIO PYKOBOJIUTEIS
oTaena o0y4eHus epcoHana. Bel BeINONHAETE IMIaBHBIM 00pa3oM TakHe CTaHJapTHBIE IeHCTBUS:

- MoJlyyaeTe 3aKa3 Ha 0OydeHHE OT PYKOBOJUTENS OTHela U BHOCHUTE €ro B 0asy
TUTAHUPOBAHMSI 00yUeHHUS;

- COCTaBJIsieTe CIUCOK PAOOTHUKOB Ha 00y4€HUE WM MOBBIIICHNE KBATH(PHUKAIIH 1O
3asiBKaM pPYKOBOJIUTEJICH OAPA3AEICHU;

- BHOCUTE BCE€ [aHHBIE [0 COTPYAHMKAM U TEpeAacTe 3Ty 3asBKY CBOEMY
PYKOBOAMTEIIIO.

B o6mem, Bol gomu 10 To# cTaguu B paboTe, KOrjaa cTajo CKy4Ho, HO 3aTo Bbl umeere
BO3MOXXHOCTh OTIPAILIUBATBCS MO HEOOXOJUMOCTH, M B KOJUIEKTUBE OYEHb XOPOIIUN
ncuxonorudyeckuid  kimMar. OpHako B mocnenHee  Bpemst  Bbl uyBcTByeTe,  UTO



HEYIOBJIETBOPEHHOCTh TPYAOM YCHUJIMBAETCS, @ BBl TOTOBBI BBIOIHATH O0Iee CI0XKHYIO paboTy
Wi xoTs Okl monpoboBath, npuueM Bam xotenock Obl, 4ToObI Bamma paborta He 3aBHcena oT
pe3yibTara paboThl Apyrux. B o6uem, Bl yBepeHbl, 4TO pyKOBOIUTENb MOT Obl YK€ IPEAJIOKUThH
Bam mecto mosbime. B otBer Ha Bamy npock0y O MOBBIIICHMH PYKOBOJIUTENb CKas3all, 4TO
OTBETUT uepe3 HECKOoIbKo IHei. Uepe3 Tpu IHS HayalbHUK Npeuiokuwil Bam cienyromue
YCIIOBHS:

- [0 pe3yJbTaTaM paboOThl 3a MpeablIyliee BpeMs OH HE BHUIUT OCHOBAaHWM JUIs
NOBBIIIIEHUS, HO Tpe/uiaraeT BaM B TeyeHue ClenyloIuX JBYX MECSIEB BBINOIHATh (DYHKIIMA
BEYILETO CIIeLUalINCTa BMECTE ¢ TEMHU, 4TO y Bac yxe ects;

- oumagbHOE pactnopsbKeHHE O IMOBBILICHUH OyzaeT crenaHo, eciau Bor Oynere
OTJIMYHO CHPABJIATHCA CO BCel paboToii;

- oIlIaTa HE MEHAETCs, HO eclIM paboTa Oy[eT BBINOJIHEHA KauyeCTBEHHO, TO BEI
HOJIy4YUTE IPEMHUAIIbHBIE, pa3Mep KOTOPBIX TakKe Oy/leT 3aBUCETh OT Pe3yJbTaTa.

Bonpocuel u 3a0anus:

1. OueHute NpeuIoKEeHUEe PyKOBOIUTENS IO KAXKJAOMY IIYHKTY.
2. Kaxkue ycnoBus Bel xoTenu 6b1 U13MEHUTH?

3. [Ipennoxute pyKOBOIUTEINIO CBOM BapHAHT PEILICHUS.
3agaHue 6.

KanpoBoe areHTcTBO «Anb(a» crnennanu3upyercst Ha MoaA00pe Pa3IMdyHOro IMEepPCOHANA.
Ha mponutoif Hemene B areHTCTBO OOpaTwics KIMEHT - HapKoJormdeckuii neHtp «bera» - c
3asBkoi mono0pate 10 % oT o0mero cocraBa COTPYJHHKOB LIEHTpa. 3aka3 ObUT KPYHHBIH H
CIIOXKHBIHM TT0-CBOEMY, TaK KaK Ha PBIHKE TPY/Aa PECypc CHEIHAINCTOB, HEOOXOAUMBIX LEHTPY,
OYCHb OTPAHUYCH.

Cucrema ynpaBiieHHsI HAPKOJIOTUYECKUMH MEAMIUHCKAMH YUYPESKICHUSMH TaKOBa, YTO
BBICOKOKBAJIM(DUITUPOBAHHBIEC CIICIUAINCTHI MBITAIOTCS HAWTH MECTO B KOMMEPYECKHUX IIEHTPAX.
OTO co37aeT HEKOTOPYIO CTarHallMI0 Ha pbIHKE B JaHHOM cekrope. l[lomyuaercs, 4TOObI
BBITTOJIHUTH 3TOT 3aKa3, HY)KHO OOPAaTUTHCS K PHIHKY MEAUIIMHCKUX paOOTHUKOB, KOTOPHIE HITYT
paboTy B JApPYrMX CeKTOpaxX, M HPEJIOKUTh UM JOJDKHOCTH B HAPKOJOTHYECKOM KIMHUKE-
3aKa3yMKe.

C mnepBbIX TeneQOHHBIX MHTEPBBIO MEHEDKEp IO IMOJ00PY CTOJKHYNIACh C TEM, YTO
COHCKATeNIM OTKa3bIBAUINCH OT MPEAJIOKEHHS MEePEKBATUPHUIIMPOBATHCS, OOBACHSSA 3TO TE€M, YTO
OHHU HE XOTAT JICUYUTHh TE€X, KTO, BO3SMOXHO, Ha MMOYBE HAPKOMAHUU COBEPINWIH MPECTYIUICHHUS.
Menemkep mo moadopy crana noaduparb MHGOpMAIuio, 4TOoOBl pa300paThCs, MOYEMY Tak
OTHOCATCSL K OTOW paboTe, W BBIACHWIA, YTO CYIIECTBYET COBEPIIEHHO IPOTHBOIIOIOKHAS
no3unus. EcTh cnenuanucTel, KOTOpble CYUTAIOT, YTO HAPKOMAHBI U aJIKOTOJIMKHU HY>KHBI HAallIEeMY
o0IIeCTBY, TaK KaK OHHM CTHUMYJIHPYIOT POCT PBIHKAa Tpylda B OOJIACTH JKCIIEPHUMEHTAILHOU
IICUXOJIOTHH, HAPKOJIOTUH U IpYTUX chepax MeAUIUHCKON esTenbHoCTH. To ecTh ecnu He OyzeT
JFO/Iel YMOMSIHYTBIX KaTeropuil B HalleM OOIIecTBE, TO M MPOMAIET MOTPEOHOCTh B pabOTHUKAX,
KOTOpBIE UX JieyaT U 00CITyKUBAIOT.

[epen MmeremKEPOM 10 TOAOOPY BCTAJ BBHIOOP - MTPOJAOIDKATH TIOUCK U BCTYECKH CTapaThCs
IPUYKPACUTh pabOTy B HAPKOJIOTUYECKOM LIEHTPE, YTOOBI BHIIOJHUTD 3aKa3, WIIM OTKA3aThCs OT
HETO 110 MOPATBHBIM YOEXKIEHUSIM, KOTOPBIX OHA TOXKE MPUICPKHBATIACH.

Bonpocver u 3a0anus

1. JlaiiTe CBOIO OLIEHKY CUTYyalluH.
2. Useii Touku 3peHust Bol npuaepxuBaerech?
3. MoxxHo 1M Ha3BaTh OTHOUIEHME MeEHEeIKepa MO0 T1oa0opy IepcoHana

HenpodeccHoHaNbHBIM?

3amanue 7.
PykoBonuTens HEOOIBIION KOMIIAHUU TONIPOCUIT MEHEKepa 10 MepCcoHally MPUHATH Ha
paboTy J0Yb OJTHOTO OYEHH BXKHOTO JJIsl KOMIIAHHUH MapTHepa. J{oub mapTHepa MHOTO JIET HUT/IE



He paboTtana u xorena OoJsbiie ObITH cpenu Jroaei. Hukakux amMOuUIuii o moBOy Kaphephl B
KOMIaHUM He mposiBisia. OCHOBHAS 1edbh OblIa B TOM, YTOOBI JEBYIIKA MOYYBCTBOBaja ceOs
BOCTpeOOBaHHOM. MeHemkep Mo nepcoHally He cTajia Mpeajarath ee KaHauaaTypy B JHUHEHHbIE
noJpa3ieliecHuss W TPHUHSTIA JEBYIMIKY K cebe Ha JOKHOCTh CIEeNUaNnCcTa 1o Kaapam. Ei
MPEJIOKUIN OCBOUTD MPOCTEiIre (YHKIIUU U BBIIOIHATH UX [0 MEPE BO3MOXKHOCTEH.

B pesynprare OCHOBHBIMH, Hamboyiee KaueCTBEHHBIMH HAaBBIKAMH, KOTOpPHIE OHAa
npuoOperna 3a BpeMsl aJalTalyd, CTalIW: MPUEeM BXOISAIIMX JIOKYMEHTOB, BHECEHHE YYETHOMN
3anucH, pachacoBka 1o marnkam KOprnopaTUBHOW JOKYMEHTAIUH.

B TedyeHue HecKONbKUX MeCSIEB BCe ObUIM JOBOJBHBI, U pabOTa BBIMOIHSIIACH CBOUM
yepenaoM. Yepes mosaromaa 0CBOOOIUIOCH MECTO BEAYIIETO CIEIUAIKNCTA 110 JOKYMEHTOOOOpOTY.
[Toka pemany HaWTH 4YeIOBEKAa CO CTOPOHBI WU BBIOpATh M3 CBOMX, IUPEKTOP BbHI3BAJ
PYKOBOAMTENSI OTJeNia TepcoHalla C MPEAJIOKEHHWEM TIOBBICUTh HEJABHO MPHUHATYIO 0Yb
napTHepa, o ero Npocsoe. 3Has, 4TO B OT/AEJIE €CTh COTPYIHHIIBI, KOTOPbIE OOJIbIIE MOAXOAST Ha
JOJKHOCTB BEIIYILETO CIICIHATNCTA, MEHEDKEP 10 MePCOHATY HEe MOTJIa OTAATh 3TY JOJKHOCTh
HOBOW pabOTHUIIE, HO U TEHEPAIbHOTO AMPEKTOpa OHAa HE MOIJIa MOCTaBUTh B HEyn00HOE
MOJIOKEHUE TIEpe]] TTAPTHEPOM.

Bonpocwi:

1. Kak, mo Bamemy MHEeHMIO, TOJ>)KHA TOCTYNUTH IJ1aBa OTAENa IEpCoHana B JaHHOM
cutyauu? MoxHo 71 ObLTO U30€KaTh TaKOW MPOOIEeMbI?

2. Kak moBimuseT Ha KOJJICKTUB IMOBBIMICHUE JTOYCPH MapTHEPA, €CIIM TeHepaTbHBINA
JUPEKTOP HACTOMT HA ITOM pEIICHHH M TJaBe OTJela MepCoHala MPHUAETCS BBIIOIHUTH ATO
pacnopsbkenue?

3. [IpenoxuTe CBOM BapUAHTHI PEIICHUS TPOOIEMBI.

3agaHue 8.

Wucrpykuus: «Bpl Ha4alIbHUK OT/AENa KagpoB (COTpYAHUKH oTAena kaapo). [lepen Bamu
CTOUT 3aJja4ua 0TOOpaTh COTPYIHUKOB Ha JIOJKHOCTD

BbI 10KHBI ONIpEIenTh:

1) KakoBbl (yHKIMOHANbHBIE 00sf3aHHOCTH 3TOro coTpynHuka? HeoOxoaumo
NEPEYUCIIUTD ITH 00513aHHOCTHU U 3aIUCaTh UX.

2) ITo kakMM KayecTBaM WJIM MHBIM XapaKTepUCTUKaM Bbl OyJieTe OTOMpaTh COTPYIHUKOB
Ha 3Ty 1oJKHOCTh? KakoBbl Bamm TpeOoBaHus?

CocraBbTe J1Ba CIIMCKA:!

1. Ilepeuncnure 10 KayecTB, KOTOPHIMU JOJKEH 00JIa/IaTh «HJI€aTbHBIN KaHAWAAT» HA
pabouee MecTO ¢ TOUKH 3peHHsI paboToaTeNs.

2. Ilepeuncnure 10 xauecTB WM MPUYMH, KOTOPbIE MEMIAIOT MOJYYUTh pabOTy € TOUKU
3peHus paboToaaTens.

IIpakTnueckoe 3ansTne 13 «Jlo/kHOCTHAA HHCTPYKIUsS» (padoTa B rpynnax mno 3-4

yeJl.)

Ilpakmuyeckoe 3ausamue NpPOBOOUMCS 6 UHMEPAKMUBHOU ¢hopme, 6 pe3yivmame
Op2aHu3yemcs. aKmueHbulll Oualoe CMyOeHmo8 ¢ npenooasamenem U mexcoy coboul, umo
n0360.J1em pa3eueams HAGbIKU MENCIUUHOCIHOU KOMMYHUKAYUU U NPUHAMUS DeUeHULL:

Onucanue 3a0anus

Ha ocHoBaHuU MpeICTaBIEHHBIX B TA0IHUIIE S5 TPYJOBBIX (PYHKIMH 13 TPOodecCHOHATBHOTO
crangapra «CIenuasucT 1Mo yrnpaBIeHHIO TIEPCOHAIIOM» COCTaBbTE OJHKHOCTHBIE HHCTPYKIHH
JUIS CJIEAYIOIIMX KaTeropuil pabOTHUKOB KaJpOBOM CITy>KOBI:

1 CHEIHAJIUCT T10 JIeJ0NPOU3BOJICTBY;
2 CHEIHAJIUCT 10 YIPABICHUIO IEPCOHATIOM;
3 HayvaJIbHUK KaJPOBOU CITy>KOBI.

OYHKIIUM CHEIUAINCTA TI0 YIPABIECHUIO TIEPCOHATIOM (COCTaBJIEHO MomnpodcTaHaapTy
«CHenuanucT 1Mo yrnpaBJIeHUIO IEPCOHATIOM))



O0001IEHHBIE

Tpynossie pyHKIUU

TPYJIOBbIE PYHKIHMH
Kong A Benenue opraHn3anuoOHHON U PACIOPSAAUTEIBHOU JOKYMEHTAUU
JlokymeHTaumoHHo€e 10 IEPCOHATY
obecrnieyeHue paboTeic | BeneHue JOKYMEHTAIMH 110 YUETY H JABUKCHHIO KaJPOB
NepCOHAIIOM AJMUHUCTPUPOBAHKE TPOIIECCOB U IOKYMEHTOO00pOTa [0 YUETy U

JBUKEHMIO KaJpOB

Kon B COop nndopmaimu 0 noTpeOHOCTIX OpraHU3alMU B IEpCOHAIIE
JleqarenbHOCTb 10 [Touck, mpuBnedeHue, Noa00p U 0TOOp MepcoHasa
00ecreveHuo AJIMUHUCTPUPOBAHKE IIPOLIECCOB U IOKYMEHTOO00OpOTa
TIEPCOHAJIOM o0ecrnedeHus NepcoHaIoM
Kon C Opranusanus 4 IpoBeICHHE OLIEHKH IepcoHaia

JlesTenbHOCTD 10
OIIEHKE M aTTeCTaIluu

OpFaHI/ISaHI/IH H ITPOBCACHUC aTTECTAIMU IICPCOHAJIA

AJIMHUHUCTPUPOBAHHUE IIPOIIECCOB U IOKYyMEHTO000pOTa IPU

IIepcoHaIa IIPOBEJICHUH OLICHKU U aTTECTALlMK IEPCOHAIIA

Kox D Opranu3zanys 1 NpoBeACHNE MEPOIPUATUIN IO PA3BUTHIO U

JlesTenbHOCTD 11O MIOCTPOSHMIO PO ECCHOHATILHON Kapbepbl IepcoHalIa

Pa3BUTHIO ITEPCOHANA Opranu3zanus o0yyeHus nepcoHaia
Opranuzanys aganrainuu U CTaXXKMPOBKHU IIEPCOHAIIA
AJMHUHUCTPUPOBAHKE IPOLIECCOB U IOKYMEHTO000pOTa IO
Pa3BUTHIO U TPO(ECCHOHANBHON Kapbepe, 00ydeHHI0, aaanTaluuu
CTa)KMPOBKE IEPCOHAIIA

Kon E Opranuzanus Tpy/Ja nepcoHana

JeaTenpHocTs 110
OpraHu3anuy Tpyaa u
OIUIATHI IIEPCOHANA

Opranu3zaniys omiaThl TpyAa NepcoHaia

AJIMHUHUCTPUPOBAHKE MPOIIECCOB U IOKYMEHTO000pOTa IO
BOIPOCaM OpraHu3aliy TpyJia epcoHana

Kon F
JlesaTenpHOCThII0
OpraHu3auu
KOPIIOPaTUBHOU
COLIMAIbHON MTOJIMTUKHU

Pa3paboTka KOpIOpaTUBHOM COIUATLHOM MOJTUTHKU

Peanuzanus KOpnopaTUBHOW COLMAIIBHON IMOJUTUKHU

AJIMUHUCTPUPOBAHKE MPOIIECCOB U TOKYMEHTOO0OpOTa IO
BOIPOCAaM KOPIOPATUBHOW COLMAIIBHON MOJIUTHKH

Kon G

Paspa60TKa CUCTCMBI OINCPATUOHHOTO YIIPABJIICHUA IICPCOHAIIOM U

OnepanroHHoe paboThl CTPYKTYPHOTO MOJPA3AeICHUS

yIpaBIEHHUE Peanu3anus onepanoHHOrO yIpaBlIeHHs IEPCOHATIOM U PaOOThI

NIEPCOHAJIOM H CTPYKTYPHOT'O IMOJAPA3AECICHUS

N0/Ipa3JieJIeHUEM AJMUHUCTPUPOBAHKE MPOIIECCOB U TOKYMEHTOO00pOTa IO

OpraHu3anuu OTIEPALIMOHHOMY YIPABJIECHUIO IEPCOHATIOM U paboTe CTPYKTYPHOTO
IOAPa3JIEIICHUS

Koxg H PazpaboTka cMCTEMBI CTPATETHUECKOTO YIPaBIECHUS IEPCOHAIOM

Crparernueckoe OpraHu3alyu

yIpaBJiIcHUE Peanusanus cucTeMbl CTPATETMUECKOr0 YIIPaBICHUS IIEPCOHATIOM

[IEPCOHAIIOM OpraHu3ayu

OpraHHh3anrn AJMHUHUCTPUPOBAHKE MPOIIECCOB U IOKYMEHTO000pOTa 1O

CTpaTernyecKoMy yIpaBJICHHUIO IEPCOHATIOM OpraHHU3aI|H

[Tpunoxenune 7

IIpakTHyeckoe 3ansaTHe (pelienue keiicon) 16-17
Keiic 1

B cBsi3u ¢ pemernemM pabOOTHHKOB 3aKJIIOUYUTh KOJUIEKTUBHBIN IOTOBOP, OBLT pa3padoTaH

IMPOCKT AOTr0BOPA, B KOTOPOM IIPUCYTCTBOBAJIN YCIIOBHS:




- 0 50-THEBHOM €KETOTHOM OTIYCKE /I BCeX PaOOTHUKOB,

- 0 3aIpeTe 3aMEHbI OTITYCKa JCHEKHON KOMIICHCALIUEN;

- 0 mpaBe paboTojaTens CHHXKATh 3apa0OTHYIO IUIaTy paOOTHHKAM B CBS3H C
(MHAHCOBBIM KPU3HCOM, TIOCIIE MIPEIBAPUTEIILHOTO YBEIOMIICHUS TPO(COI03a;

- 0 MaTepHalIbHOM MOMOIIK PabOTHHUKY, MOCTPAAABIIEMY IIPU HECYACTHOM CiIydae
Ha npousBojcTBe B pazmepe 150 000 py0. u cembe norudiero padorauka — B cymme 1 000 000
pyo.; -

- 0 3arpeTe Ha MpoBe/IeHUE 3a0aCTOBOK.

Omeemvme Ha BONPOCHL CO CCHIIKOU HA CIMAMbU MPYO0B020 KOOEKCA:

1. Bce nmu ycrnoBusi MpoeKkTa KOJJIEKTUBHOTO JloroBopa COOTBETCTBYIOT TpeOOBaHUSM
TPYZOBOI'O 3aKOHO/ATEIbCTBA?

2. PacnipoctpansieTcst in KOJUIEKTUBHBIN JOTOBOP Ha BCeX paOOTHUKOB OpraHU3aIMH WU
TOJIBKO Ha WICHOB Mpodcoro3a?

3. HmewT M mpaBO O3HAKOMHUTHCS C KOJUICKTUBHBIM JIOTOBOPOM YJIEHBI ceMel
paboOTHUKOB?

Keiic 2

[IpukazoM TreHepalibHOTO JUPEKTOpa TOCYIApCTBEHHOIO MPEANPUATUS HHXKEHEpa
OpexoBa (c ero coryiacusi) MepeBer Ha MOCTOSIHHYIO pa0doTy B (uiman, HaXO SIIUICS B IPYToOi
MecTHOCTU. EMy BBITUIaTHIIN €TMHOBPEMEHHOE TTOCOOHE B pa3Mepe MECSIUHOTO OKJIa/1a, OIIaTHIIN
CTOMMOCTH ITpoe3a u T.1. [Ipopaboras 13 mecsieB, OpexoB 1moaai 3asiBIeHHE 00 YBOJIEHSHUH 110
CcOOCTBEHHOMY KEJIaHUI0. PYKOBOACTBO YAOBIETBOPUIIO €T0 MPOCKOY, HO MOTPeOOBaIO, YTOOBI OH
BEpPHYJI BCE KOMIICHCAIIMOHHBIE CYMMBbI, MOJIyY€HHblE UM IHpu nepeBoae. OpexoB OTKazajcs
BEPHYTh YKa3aHHbIE CYMMBI U, KPOME TOTr0, HACTauBaJ Ha IOMOJHUTEIHLHOM BHITUIATE MOAbEMHBIX
Ha cembio B pasmepe 50% ero Mecs4Horo OKjiaga W CTOMMOCTH TPOE€3/a KEHBl U JIOYEpH,
MpHUEXaBIINX K HEMY 3a JBE HeNenu A0 yBOoJbHeHHs. Pabotomarens oOpaTuics ¢ UCKOM B
pailoHHBIM CyZl O B3bICKAHMM BCEX KOMIIEHCAI[MOHHBIX CyMM, IoJyuyeHHbIX OpexoBbiM. B
cyneOHoM 3acenanun OpexoB MpeAbsBUI BCTpEYHOE TpeOOBaHHE O B3BICKAHUU PACXOJIOB I10
NPOE31y CEMBbH H 3asBHJI, YTO CK pabOTOAATEINS SBISETCS HEOOOCHOBAHHBIM.

Keiic 3

CrnoxxHoe YBOJNIBHEHHE: KaK OBbITh, €CIIH PYKOBOJIUTEND MPOCUT YBOJIUTH JPYKECTBEHHOTO
KoJutiery 0€30 BCSIKUX OCHOBaHUMN»

Bac BeBBan Kk ceOe reHepanbHBIA AUPEKTOP (COOCTBEHHUK, HEMOCPEICTBEHHBIN
PYKOBOJMTEIb) M MPHUKa3al 3a MATh pabouux JHEH mpopaboTaTh BOMPOC YBOJIBHEHHUS BaIlIero
KOJUIETH.

XKectkoe ycioBHe — HUKTO HUYETO 3HATh HE JIOJKEH.

Otsryatoniye 0OCTOATEIbCTBA: BbI CUUTAETE KOJUIETY OTIMYHBIM CIEIMATUCTOM; BBl HE
3HAETE 3a KOJUIETOM HUKAKUX PEAbHBIX «TPEXOBY»; BOJCIO CyIeO BBl APYKHUTE CEMbSIMH; BbI
MPEKPACcCHO 3HAETE, YTO Ball KOJUIETA B 3aIajieé MOXET HEe MOAYyMAaTh O MOCIEACTBUAX CBOUX CJIOB
(ycTh 9TO OyJEeT ero OOMEeNnPUHITHIM HEIOCTATKOM) U, €CJIH BBl C HUM TTOJIEITUTECh MPOOIEMOH,
TYT ke MOOESKUT K ey U BaM MPUIETCS HECTAAKO.

Keiic 4 (anTHukeiic)

3ajgadya He peElIeHa, HeyJadHas I[IONbITKA €€ peluTh IpuBela K HEraTUBHBIM
MIOCJIEICTBUSM.

I'epoem aHTHKelCa PO pacyeT YUCIEHHOCTH SABISETCA PYKOBOJUTEID OT/IEIa IEPCOHAA,
pelaBIunii 3a1a4y 000CHOBAHHUS JOJDKHOCTHOT'O COCTaBa M YUCIIEHHOCTH OTJIeNIa TIepCoHaIa.

UYucnennocts npeanpustius — 200 coTpynHUKOB, cepa AESITENbHOCTH — YCIYTH JUIS
O6usHeca. 3a mpenplIynuil roJ nNpuHATO 12 pabOTHUKOB, YBOJEHO — 54, OOJIbIIE MOJIOBHUHBI
YBOJICHHBIX TIOKMHYJIM KOMITAHUIO B PE3YJIBTATE PEOPraHU3aL1H.



PabGora mnpeanpusTHs WMeeT BBIPAXEHHBIM CE30HHBIA XapakTep, OobImas dYacTh
HaHMMAaEMbIX COTPYIHUKOB — BBITYCKHUKH MPOQUIBHBIX BY30B.

JlupekTop mpeanpuaTvs HaHAJI PYKOBOAMTENS OTHela IepcoHalla Ha IMYCTOBaBIIYIO B
TE€YEHHE I10JIyT0/1a BAKAHCHIO.

PykoBonuTenb HaHST, €My [TOCTABIIEHA 3a/1a4ya MOJArOTOBUTH IIaH paboThI OTAENA, CIyCTs
MecsII TTocyie Havaia paboThl COCTOSIIOCH 00CYKACHUE TIIaHa paboThl ¢ AUPEKTOPOM.

[1nan Bo3paskeHUi He BBI3BAJ, HEJOYMEHHUE Y AUPEKTOPA BHI3BAIO MPEAJIOKEHNE HAHATD
AJId YCHICHIHOTO pCHICHUA CTOAIUX IICPEA OTACIIOM 3a1aY €€ KaK MUHUMYM JABYX CIICHHUAJIMCTOB.

Panee ¢ wumerommmcs o6beMoM paboThl 0€3 CYIIECTBEHHBIX 3aMEYaHWM BIIOJIHE
CIIpaBJIAJICA OAUH COTPYAHUK, IIOITOMY HNPCHAJIOKCHUC YBCIWYUTHL LITAT BBI3BAJIO Yy JUPCKTOPA
COMHEHHUS B €r0 000CHOBAHHOCTH.

[Tpomomxkasi COMHEBATBCS, IUPEKTOP 3apPOCHI PACUeThl, KOTOPHIE MOATBEPIMIN OBl
HEOOXOUMOCTh PACHIMpPEHUs 1ITaTa, U YK€ K Beuepy MOIY4YHJI BOT TaKyl0 TaOJUIly, KOTOpas
OTpaskaJia MPOrHO3UPYEMBIH YPOBEHB 3arpy>KEHHOCTH COTPYIHHUKOB OT/IeJa IIEPCOHAIA B TCUCHHE
HEIeIH.

JIOIDKHOCTB O yHKIMOHAI Bpems | YUactora/B | UTor
HEZIEII0

Hauvansauk | CocraBieHue U BeJIeHHE aHAJIUTHUYECKON

oTnena OTYETHOCTH:
baza Excel mo 601bHHYHBIM JHCTaM 90 1 90
baza Excel no nocemaemoct (KOHTPOJIb 90 1 90
TPYAOBOW AMCLUILIMHBI)
baza Excel mo ncnoap30BaHUIO OTITYCKOB 90 1 90
PaboTa ¢ HayaJIbHUKAaMH OT/IEJIOB T1O:
CoxkpallleHre 0CTaTKOB €KEr0/IHbIX OTITYCKOB 15 3 45
YXoay OT MHIMBHUIYaJIbHBIX TPadUKOB pabOTHI 15 0 0
HenpenocrapneHue IIMTENbHBIX OTITYCKOB 3a C/C 15 1 15
[TepemernieHuIo U pOTAIMH ITEPCOHATA 15 0 0
[ToBbImeHus 3 HeKTUBHOCTH pabOTHI 15 1 15
HanaxxuBanue pa6otsl 1C B yacTu npaBUIbLHOCTH 180 1 180
dopmuposanus otyetoB 1 popMm (UTO, LA,
Oyxranrepusi)
[ToaroToBka K annapaTHbIM COBEUIAHUSIM 30 1 30
VYyacTue B annapaTHbIX COBEIIAHUX 90 1 90
IToaroToBKa JaHHBIX IS IPE3EHTALUU K 120 1 120
COBEULIAHUSAM
YyacTue B annapaTHbIX COBEIAHUAX 90 1 90
Bsaumopeiicreue ¢ BY3amu
KoMMyHHKamu o Borpocam npou3BOJICTBEHHOU 15 1 15
PAKTUKH
IToaroroBka u yuactue B JIHE Kapbepbl 240 1 240
[TpoBepka U KOPPEKTUPOBKA IPUKA30B T1O:
IpUeMy 3 3 9
IIEPEBOY 3 1 3
YBOJIbHEHUIO 3 1 3
Hag0aBKaM 3 1 3
paboTe B BBIXOJHbBIE 3 3 9
€AMHOBPEMEHHBIX BBIILIATAX 3 1 3
KOMaHAMPOBKAX CIYKEOHBIX 3 3 9
KOMAaHJIUPOBKAX MOJIEBBIX 3 1 3
oTIyckam (c/c, ouepeiHOM, TOMOTHUTEIbHBIN) 3 23 69




Benenue mraTHO-CIIMCOYHOM YUCIICHHOCTHU 20 1 20
IIpoBepka BHEIIHUX OTYETOB 30 5 150
Poranus:
CorjacoBaHue ¢ PyKOBOJUTEIEM 20 0 0
CornacoBaHue ¢ COTPYJIHUKOM 30 2 60
YBoibHEHUE:!
[IponanbHOE UHTEPBBIO 20 0 0
OdopmiieHne cyKeOHBIX 3aITMCOK 15 1 15
OdopmieHue oTyera N0 KOMaHIMPOBKE 40 1 40
OTBeT B 3JIEKTPOHHOM BUJE I10 OYTE 20 15 300
ITpoBepka 3anonHeHus Gopmei4 1 1 otnena 15 2 30
CoBelianue y IMpeKkTopa 180 1 180
KoHcynbTanuu ¢ otesaMu 3KOHOMUKHU U 20 7 140
(hUHAHCOB, OyXTaJITepUeH
Koncynpranuu ¢ LA 1o usmeHeHusm u 15 3 45
HOBOBBE/ICHUSIM
B nepcnekruse:
ITon6op nmepconana
CornacoBaHue I0roBopa HHTEPHET CANTOB 60 1 60
Onucanne BaKkaHCHH 20 0 0
CKpUHUHT pe3rome 120 0 0
[Tpurnamenue KaHauaaToOB 30 0 0
ITpoBenenue codeceqoBaHU 720 0 0
CornacoBaHue KaHauaaTa ¢ pyKOBOAUTEIEM 20 0 0
CornacoBanue kanaugara ¢ 1A 15 0 0
CornacoBanue KaHaujara ¢ 1 oraenom 20 0 0
Benymmit KJIIT (mononHeHue)
cnenuanuct | KoHcynpranus mo 3amnojiHeHuo Gopmel 4 mis 1 10 3 30
oTnena
OdopmiieHne npuka3a Ha OT3bIB M3 OTITYCKa 15 1 15
Odopmienne npukasa Ha OT3bIB U3 KOMAHIUPOBKH 20 4 80
Odopmiienne nprka3a Ha HaJI0aBKU 15 2 30
Odopmienne npukasa Ha paboTy B BbIXO/IHbIE 15 3 45
Odopmitenne nmpukasza 0 eTMHOBPEMEHHBIX 15 1 15
BbIIJIATaxX
OdopmiieHne nprkasza o0 NpeMHUH 15 1 15
Odopmiienue npukaza 06 aAMUHUCTPATUBHBIX 15 0 0
B3BICKAHMIX
Odopmienne npuka3oB 0 BHECEHUH U3MEHEHUN B 15 1 15
ITonoxenus, JIHA
Odopmiienue NpuKa3zoB Ha OCHOBAHUHU 15 2 30
pacnopspkenuit [1A
OdopmiieHne nmpruKa3a UTOTOBbIE MTOJIEBBIE 180 0 0
OdopmieHune cupaBoK COTPYAHUKAM 10 2 20
OdopmiieHne apXUBHBIX CIIPABOK 120 1 120
Benenue tabens o oraeny 10 1 10
Odopmnenne 3asBok B I'T Ha mpomyck 5 3 15
KoHcynpTanum coTpyAHUKaM 10 OCTaTKaM 5 10 50
OTITYCKOB
CornacoBarenbHble nuchbMa ¢ 1A
O npeoCcTaBICHNUN JUTUTEIIBHOTO OTITYCKA 32 C/C 15 0 0




O npenocTaBieHUU MaTepUaAJIbHON OMOIIU 15 1 15
O npeMupoBaHUU Ha I0OWIICH 15 1 15
006 oTnycke qupekTopa Quimana 15 0 0
O coryiacoBaHUM NEPEBOJIA HA JPYTYIO TOJHKHOCTh 15 1 15
O HarpaxJieHUu rpamMoTOu 15 0 0
OTyYeThl BHELIHUE:
OTYeT B LIEHTP 3aHATOCTH 20 1 20
Ortuer B [leHcHMOHHBIH QOHT 240 1 240
OTyeT B OTIEN CTAaTUCTUKU 60 0 0
Otuet B JA no o0y4eHuto 30 1 30
Otuet B 11A 110 npuHATHIM/YBOJIEHHBIM 30 1 30
Ortuer B [IA 110 cTaTUCTHYECKUM JTaHHBIM 40 1 40
CocrapieHre nuchbMa 1mo ohopmIICHUIO 25 1 25
TOCCITYXaIUX
[TpoBeieHNE MHBEHTAPU3ALIUU TPYIOBbIX KHHKEK 60 0 0
IIpenocTaBiieHre JaHHBIX IO BOMHCKOMY YYETY 45 1 45
CkaHMpoBaHUE JIOKYMEHTOB:
06 obpa3zoBanuu 5 3 15
TpynoBble KHMKKU 15 3 45
TpynoBbie 10rOBOPHI 5 3 15
CepTtudukarsl 10 MOBHILIEHUIO KBAIH(DUKAIIH 5 3 15
ConpoBoauTeNbHBIE TUChMA K oT4eTaM B [1A 15 3 45
Iloe3nku:
B nenTp 3aHsitocti 90 1 90
B otnen cratuctuku 90 1 90
B nencuonHssblil Gonn 30 1 30
Koncynpranuu ¢ A no usmeHeHusm u 10 5 50
HOBOBBEJICHUSAM
B3anmopeiicTBue ¢ oTIeIaMu 110 TEKYIIUM 10 140 1400
BOIIpOCaM
O3HaKOMJIEHHE CO BXOAIIEH JOKYMEHTAaIMen 10 20 200
OTtnpaBka 3JIEKTPOHHBIX TUCEM 15 25 375
2235
Crnennamucr | CrangaptHoe K/II:
10 KaJpam [IpueM coTpynHHKa
Odopmnenue npukaza B 1C 10 3 30
3anojHeHue JMYHOM KapTouku T2 20 3 60
Odopmienue Tpya0BOro 10roBopa 30 3 90
3anojaHeHUe TPYAOBON KHUKKU 15 3 45
3anoJIHEHHE XKypHala BEJEHUS TPYAOBBIX KHIKEK 10 3 30
Odopmiienne HanpaBiIeHHs Ha MeJ] KOMUCCHIO 10 2 20
Buecenue nadopmanuu B 6a3zy Access 10 3 30
Buecenue nngpopmanuu B lllTatHo-cicounoe 5 3 15
3aMeLICHUE
BeneHue )ypHaiia TpyJOBBIX JOTOBOPOB 10 3 30
IlepeBoa coTpyIHUKA
Odopmnenne npukaza B 1C 5 0 0
3anonHeHue KapTouku T2 10 0 0
IToaroroBka IOm. COTIALLIEHUS 15 2 30
3anoJiHeHHE TPYIOBOM KHIKKH 10 1 10
Buecenue nadopmaruu B 6a3zy Access 5 3 15




Buecenune nadopmaruu B LltaTHO-CicouHOE 5 1 5
3aMelIeHe

YBOJIBHEHHE COTPYAHUKA

Odopmnenue npukasza B 1C 5 1 5
3anosHeHue KapTtouku T2 10 1 10
Brecenune nndopmaru B 6a3y Access 5 1 5
3anoJiHeHUE TPYIOBOM KHUKKHU 15 1 15
OdopmieHne 3aMCKU-pacyeTa 20 1 20
OdopmieHne 00X0THOTO JIHCTA 15 1 15
Buecenune nadopmanuu B LLTaTHO-CIicOuHOE 5 1 5
3aMelIeHe

OTtmyck 3a c/c

Odopmnenue npukasza B 1C 5 2 10
3anosHeHue KapTtouku T2 10 2 20
OTtnyck 3a ¢/c puTensHbld (Oonee 14 k.1.) 5 1 5
CocTaBJieHHE COracoBaTesIbHOTO nuchbMa ¢ [HA 15 0 0
Odopmnenue npukaza B 1C 5 2 10
Brecenne nadopmanmu B 6a3y Excel 5 2 10
OTtnyck ouepeaHon 10 17 170
KoHcynbTanust COTpyIHHUKOB IO OCTaTKam 5 10 50
OTITYCKOB

[IpocTaBiienue Ha 3asBJICHUU OCTABIIUXCS THEH 5 17 85
OUYEpEIHOr0 OTIyCKa

Odopmnenue npukaza B 1C 5 17 85
Brecenne nadopmanmu B 6a3y Excel 5 17 85
OTnyck 1o yxoay 3a peOeHKOM

Odopmiienne nmpukasza B 1C 10 0 0
Buecenue nngpopmanuu B llltatHo-cicounoe 5 0 0
3aMelleHue

Buecenne nndopmariu B 6a3y Access 5 0 0
OTnycK JTIOMOJTHUTEIBHBIN MTOJICBHKAM

Odopmiienne nmpukasza B 1C 5 3 15
Buecenue nngopmanuu B 06a3y Excel 5 3 15
OdopmieHre KOMaHIUPOBOK CIYKEOHBIX

Odopmnenue npukaza B 1C 5 \ 3 | 15
OdopmieHne KOMaHIUPOBOK MOJIEBBIX

Odopmnenne npukaza B 1C 5 1 5
Odopmnenue npukasa o dpopme 30 2 60
C.JO.MutpodanoBa

3anosHeHne OOJILHUYHBIX JIUCTOB 10 9 90
3anoneHre KHUTH OOJTHHUYHBIX JIUCTOB 5 9 45
[IpommBaHue TUYHBIX €] U c1aya B apXUB (HE 20 0 0
cnansl nena ¢ 2014 roga — Beero 96 nen)

B3aumopeiicTBue ¢ oTieaamMu 1o TeKyumm 10 105 1050
BOIIPOCaM

(O3HaKOMJIEHHE CO BXOSIIEN TOKYMEHTAIMEN 10 20 200
OTnpaBka 3JIEKTPOHHBIX MUCEM 15 15 225

3aoanue: TlpoBecTr OLIEHKY TPEACTABICHHBIX PACUYETOB, OIICHUTh UX OOOCHOBAHHOCTb,
yKa3aTh OIINOKH.






[Tpunoxenue 8

Howmep Tembl asist BeinoaHeHUs pedepara onpezensercs no Tabaure:

[TepBas OykBa Ne remb1 pedepara
baMuIMu CTyJIeHTA
A 1.
b 2.
B 3.
r 4.
i 5.
E, E, K3 6.
154 7.
K 8.
J 0.
M 10.
H 11.
0] 12.
I1 13.
P 14.
C 15.
T 16.
Y, ® 17.
X, 1, 4 18.
11, 111 19.
3,10, 4 20.




[Tpunoxenue 9

Keiic
CoBepiieHCTBOBAHHE CTPYKTYPbI M YHCJIEHHOCTH CJIYKObI yIpaBJIeHH s
MEePCOHAJIOM OPTraHU3aNH

Hcxoonvle dannvle

[IpeanpusiTie O MPOU3BOACTBY aBTOMOOUIILHBIX MpHIleNoB GyHKIHoHupyeT ¢ 2001T.
YucneHHOCTh PaOOTHHUKOB mpeanpusitus coctariser 1500 yenoBek. B Tabnuiie naHa cTpykTypa
CYILIECTBYIOIEH CIIyKObI YIIpaBJIeHUs IEPCOHAIOM: TIEpEeUYeHb MOAPAa3AeICHHI, UX YUCICHHOCTb
Y BBITIOTHSIEMBIE (YHKITHH.

OcHoBHBIE ()YHKIIMU U YUCICHHOCTh MOJPa3/ICIICHIH cIyKObl YIPaBICHHUs IEPCOHAIOM

HanmenoBanue | UucneHHocTh OcHOBHBIE PYHKIIUT
NOpa3JelIeHusl | Ionpaszeiie-
HUS,4eTl.
Otnen Haiima u 8 — odopmiieHHE U YUeT IpUeMa, YBOJIbHEHUH,
YBOJIbHEHUS HepeMeIEHUH;
IepcoHaa — uHPOpPMaAIMOHHOE 00ECIIEYEHUE CUCTEMBI KaIpOBOTO
YIIPaBJICHMUS;

— BEJICHHE KaJpOBOIO y4eTa;
— pa3MmelneHue BepOOBOYHbBIX OOBSBIECHU;

— oT0op nepcoHana;

— paboTa ¢ YBOJBHAIOUIMMUCS

Otnen kagpoBoro 2 — aHa)M3 pbIHKA TPyJa U NOTPEOHOCTH B IEPCOHAJIE;
ITaHUPOBAHUA — [DoAgACPKaHUC CBSI3EH C BHCIIHUMHU, HCTOYHUKaMH
MOKPBITHS TOTPEOHOCTH B IIEPCOHAIIE;

— pacuer 3arpar Ha epcoHaj

Otnen pasBurud 3 — o0ydeHue rnepcoHana,

nepcoHaja — paboTa ¢ KaJIpOBbIM PE3EPBOM;

— IINIAHUPOBAHUEC U KOHTPOJIb I[GJ'IOBOI\/'I KapbEphI;

— ajanTanus HOBBIX paOOTHUKOB;

— JIenoBasi OlleHKa pabOTHUKOB

Otpen 5 — HOPMHUpPOBaHHE U Tapu(UKaLUs TPYJOBIX ONEpaLUii;
OpraHu3aluu — paszpabotka meponpustuit HOT;

MOTHBAllMH — OpraHu3alus OXpaHbl TPyAa U COOTIOACHUS TEXHUKU
Tpynaa 0€3011aCHOCTH;

— pa3paboTKa CHCTEM OILIaThl TPY/Ia;
— pa3paboTKa CUCTEM MOPAJIBLHOTO MOOIIPESHHUS

Otnen 2 — paspelicHHe MPaBOBBIX BOIPOCOB B TPYIOBBIX

IOPUINYECKOTO OTHOILEHUSAX;

obecrieuenns YII —  COTJIacOBaHHE PACHOPSAAUTEIBHBIX JOKYMEHTOB IO
YIIPaBJICHUIO TIEPCOHATIOM

Otaen 2 — obecliedyeHue IbrOTaMi B COOTBETCTBUH C

COLMAIIBHBIX 3aKOHO/IaTEIHLCTBOM;

JIIOT UBBIIIIAT —  pacueT W pacnpeie]eHHe BHYTPU(DHUPMEHBIX JIBIOT

3aoanue:

1 [Ipoananmu3upyiiTe CyIIECTBYIOIIYIO CTPYKTYpYy KaJApOBOW CIykObl U e€e
cooTBeTcTBUE pekoMeHayemoit crpykrype (ITIK7, Y1)



Pexomenayemast uncieHHOCTh KaapoBbiX ciuyx0 — 1,0-1,5% ot oOrmieit YncieHHOCTH
paboTaronmx.

PexomenayeMoe COOTHOIICHHE TPYAOEMKOCTH  BBIMOJHACMBIX  IOAPA3ACICHUSIMU
¢ynkuunii: HaiiM 1 yBoibHeHHE — 15%, ruanupoBanue — 15%, paszButue mepconana — 50%,
MoTuBanus Tpyaa — 12%, ropuanueckoe odecredeHue — 3%, COmMaIbHBIC JIbITOTHI M BBITIIATHI —
5%.

2 Pa3zpaboraiiTe mpoekT Mo ee peopraHu3anuu (IUisl MPUBEIACHUS B COOTBETCTBHUE C

peKOMeHI[yeMBIMI/I HOpMaMI/I); 110 BOSMO)KHOMY N3MCHCHHUIO COCTaBa BBIITOJIHACMBIX q)YHKI_II/Iﬁ
(IIK7, ¥2)

3 Ecnu yncneHHOCTh MOJpa3/iesieHus] COKPAIAeTcs, TO 3a CYET Yero IUIaHHPYeTCs
COKpaTUTh TPYAOEMKOCTh BhIMoJHsAeMbIX padot? (ITK1, Y1)
4 Ecnmu mnmanupyercss yBeNTWYCHHE YUCICHHOCTH TOJPA3ACICHUsS, TO 32 CUET Yero

Oynet yBenudeH o0beM BoimoaHseMbix padot? (IIK1, Y1)



[Tpunoxenue 10
HNTOroBelil TECT IO AUCIHUIIIMHE

1. Kakyto poJib Urpaet MEHepKep 10 HEepCOHATY, KOTOPBIA OCYIIECTBISICT aJMUHUCTPATHBHBII
KOHTPOJIb 32 COOJI0IeHUEeM TPeOOBaHUI 3aKOHOIATEIILCTRA!

1) CHEIHAJIMCTA 110 TPYAOBBIM JOTOBOpaM (KOHTpPAKTaM)
2) OTICKyHa CBOMX PAaOOTHHUKOB

3) apXUTEKTOpa KaJpoBOT0 MOTEHIHAIa

4) MHCTPYKTOPA IO KaAPOBOH paboTe

2. Kakumu MOryT ObITh IOJTHOMOYHSI UHCIIEKTOPA KaJIpOB BHYTPU MPEATIPUATHSA?

1) JTUHEHHBIMU, PYHKIIMOHAIBHBIMU
2) JINHEMHBIMU, TTapaJuIeIbHbBIMU

3) MIPSIMBIMH, OTIOCPEICTBOBAaHHBIMHU
4) (GyHKIIMOHATBHBIMU

3. Otaen nepcoHana NpearpusaTUs He UMEET IIpaBa:
1) MOOMIPATH PAOOTHUKOB 32 BRICOKOIIPOTYKTHBHBIN TPYA

2) KOHTPOJIMPOBATh HCIOJb30BAaHWE DPAOOTHHUKOB B COOTBETCTBHHM C WX Tpodeccusmu,
CHEIHMAIIbHOCTSIMU U KBaJIM(UKaL1en

3) TpeOOoBaTh OT MEHEKEPOB MHPOPMALIHIO 0 paboTe C MEPCOHATIOM
4) MPEJCTABIATH 10 BOIIPOCAM CBOUX 00S3aHHOCTEN MPEANPUITHE B IPYTUX OpraHU3alusixX

4. yCTpaI/IBaHCL Ha pa60Ty BIICPBBIC, pa6OTHI/IK AOJDKCH NIOAATh B OTACI IIEPpCOHANA CICAYIONUC
JOKYMCHTHI:

1) [acropT, JOKyMEHTHI 00 00pa3oBaHuH, pe3toMe

2) 3as1BJICHUE U JIMYHBIN JINCTOK IO yYETY KaJpOB

3) TPYIOBYIO KHUXKKY, PE€3YJIbTaThl MEAUIIMHCKOTO 00CTIE0BaHUS
4) MaCIOPT, YAOCTOBEPEHUE BOIUTEINSL, 3asIBIICHHUE

5. KakoBo ri1aBHOE Ha3HAYCHUE oTacia HepCOHaJIa?
YBCIUUYCHUC HapymeHI/Iﬁ TEXHOJIOTHYSCKOU U HpOPI?;BO}ICTB@HHOﬁ JAUCHUIUIMH Ha MMPCATIPUATUA

1) CBOEBPEMEHHOE OOeCTieueHrne MPEeANPUITHS HYXKHBIM KOJIUYECTBOM U Ka4eCTBOM
paboTHUKOB

2) HaJIM4YMe pe3epBa MOATOTOBICHHBIX PaOOTHUKOB

3) YBEJIWYCHUE TEKYUECTH MTEpCOHANA

6. K ocHOBHBIM (DyHKIIMSM MEHeKepa o MEPCOHATY B cepe CTPaTErnyecKoro U OnepaTUBHOTO
yIpaBJIEHUS PUHAJIEKAT:



1) MOMOIIb PYKOBOJCTBY B OCYIIECTBICHUM KaJApPOBOW MOJMTHUKH IO BOMpPOCAM Haiima,
IMPOABHIKCHUSA, IICPCABUIKCHUA, OCBO60)KILCHI/ISI, COKpalICHUs ITAaTOB

2) aKTUBHOE Y4acTue B pa3pabOTKe OPraHu3aluOHHON CTPYKTYPHI IPEAPUATHS

3) MIPEIOCTaBIIEHUE MTOMOIIY JUHEHHBIM U (PYHKIIMOHAIBHBIM PYKOBOIUTENSIM B paboTe ¢
MIEPCOHANIOM C LIEJIbIO JOCTHXKEeHUs Hanbosee 3 PeKTUBHBIX Pe3yIbTaTOB

4) (hopMupoBaHKE KAIPOBOW MOJUTHKU TTPEATIPUSTHS

7. CTpyKTypa KaJipoBO# CIIy>KObI 3aBUCHUT OT:

1) MacIITa0oB JIEATEIbHOCTH MPEANPUATUS
2) CTpaTreruu padboThI C MEPCOHATIOM

3) TaKTUKU pabOTHI C IEPCOHATIOM

4) HET BEpHOI'0 OTBETA

8. K ¢pyHKIMAM KaapoBOil ciaykObl IpeIIpUITUS TPUHAIIICKAT:
1) olpelieieHue MOTPeOHOCTH B KajapaX, IUIAHMPOBAHUE KaJapoBOro oOecledeHus M|

JABHIKCHHA KaJIpOB, OpraHru3aiusa noz[60pa M[epcoHala; yIydlCHUue YCJIOBI/Iﬁ pa6OTI>I H pCIICHUC
COLIMAJIBHBIX BOITPOCOB

2) HCCICOOBAHUEC N aHAJIU3 AOCJIOBBIX, HpO(i)CCCI/IOHaIIBHLIX Hn JIMYHBIX Ka4YCCTB pa6OTHI/IKOB
NpCAnpuATrA; Opranu3anusda ACJIOIIPOU3BOACTBA OTHOCUTCIIbBHO pa6OTLI C IICPCOHAJIOM; OLICHKA U
aTTeCTalM: ICPCoOHAIA IIPECAIIPUATUA

3) opraHu3anys yueObl 1 MOBBIIIEHUE KBaTU(PUKaLUU epcoHana; GopMrupoBaHUE KaJpOBOTO
pesepBa, MOAroTOBKa PYKOBOISAIIMX KaJPOB U YIPaBJIEHUE MIPOBIXKEHUEM 10 CIIyX0€; pa3BUTHE
MOTHUBAINH, Kapbepbl PAOOTHUKOB

4) HET BEPHOI'0 OTBETA

9. Bo3HUKaIOT 1M TPYJOBbIE OTHOUICHUS MEX]y paOOTHUKOM M paboToAaTeaeM, eciiu paboTHUK
ObUT (pakTHUECKH JOMYIIeH K paboTe ¢ Begoma paborojaTens, HO TPYJIOBOM JOrOBOp HE ObLI
oQopMIIeH B MUCbMEHHOU hopme?

1) BO3HUKAIOT TIpU YCIOBUH, €ciau paboTomareneM ObUIO HampaBieHO pabOTHUKY

MMUCBbMCHHOC IMPEAJIOKCHUC O pa60Te

2) BO3HHUKAIOT MIPpHU YCIIOBUU, €CIIN pa60T0,[[aTCJIeM COCTaBJICHO ITUCbMEHHOE 0013aTEIILCTBO
0 3aKJIFOUYCHUHN TPYAOBOT'O JOTOBOpA C pa6OTHI/IKOM

3) BO3HUKAIOT B JIIOOOM ciydae (HE3aBUCUMO OT COONIOACHHS YCIOBHM, yKa3aHHBIX B
MYHKTaX «@», «0»)

4) HE BO3HHUKAIOT

10. Kakue ycnoBus He SBJISIFOTCS 00s13aTE€ILHBIMU JIJIsI BKITFOUEHUS B TPYI0BOM TOTOBOP?
1) MeCTO paboThI

2) YCIJIOBHSI OILJIATBI TPYa



3)

YCIIOBUSI PACTOP>KEHUS TPYAOBOTO JI0TOBOPa

4) BCE yKa3aHHBIE YCIIOBUS SBISIOTCS 0053aTeNIbHBIMU IS BKJIFOUYEHUS B TPYAOBOH J10TOBOP
11. CooTHecUTE JOKYMEHT U JIUIO, OANKCHIBAIOIIEE €r0
1. I'paduk otnyckoB 1) PykoBonuTens
2. JInunyro KapToOuKy 2) PaGoTHuk KaapoBOW CiIykObl, TJIABHBIN
oyxranTep
3. IIpukas 0 MpeaoCTaBICHUN | 3) PaboTHuK KaapoBO CITyKOBI
OTIIyCKa
4. IlITaTHOE pacniucanue 4) PykoBoauTenh KaapoOBOH CITY)KOBI
1.-4,2.-3,3.-1,4. -2
12. lenbio AesATeNnbHOCTH KaapOBOM CHY>KObl OpraHU3alMd [0 pealu3ald TMOJTUTHUKH
NICHXOJIOTHYECKOM MOJAECPIKKH MEPCOHANIA SABISETCS CO3/IaHUE CUCTEMBbI, 00eCTIeYNBaIOIIECH.
1) 3aMHTEPECOBAHHOCTh PAOOTHUKOB B I0OPOCOBECTHOM HUCIIOJIHEHUU O00S3aHHOCTEH
2) ycnoBusi GOPMUPOBAHUSA U TIOJACPKAHHUSI KOPIOPATUBHOTO TyXa
3) HEOOXOMMBIN KBaTH(PUKALMOHHBIA YPOBEHB,
4) YPOBEHb OTBETCTBEHHOCTH U JIOAJIBLHOCTU PAOOTHUKOB Y/I0BJIETBOPEHUE
13.  BxemHue periaMeHThl, peryIHpyIOIIHe AesITeIbHOCTh OpraHu3aliuy B chepe yrnpaBiIeHUs
MIEPCOHAJIOM OTHOCSTCA K ...
1) HOPMAaTUBHO-METOAMYECKOMY 00ECIEUCHUIO
2) MH(POPMALIMOHHOMY 00€CTIEYEHUIO
3) MHCTPYMEHTApHOMY 00€CIIEYEeHUIO
4) TEXHOJIOTHYECKOMY 00€CTICUCHHIO
14.  UYucneHHOCTH CiIyXObI IEpCOHANIA HA MIPEANPUATHH JT0JIKHA COCTABISATD. ..
1) 1 kagpoBeIi paboTHUK Ha 40 yenoBeK nepcoHana
2) 1-1,5% ot obm1elt uncaeHHOCTH pabOTAIOIINX
3) 1 xanpoBblii paboTHUK Ha 70 YemoBeK nepcoHana
4) 0,5% oT o011elt YMCIEHHOCTH PabOTaIOIINX
15.  PaszpaboTka cucteM MOTHBALIUU COTPYIHUKOB BXOJUT B KPYT 00sI3aHHOCTEH
1) CIIELIMAJIMCTA IO PA3BUTHIO
2) CHEIHAMCTa TT0 TTIOUCKY U TIOJ00PY
3) HMHCIIEKTOPA 10 YYETHO-IECHEKHOMY PACIPEICIICHUIO
4) CHelHaIucTa 1Mo paboTe ¢ COUUaIbHBIMU IPOrpaMMaMu




16.  Ilpu orOope KaHAMJATOB B COCTAB Pe3epBa Ha BBIIBUIKECHUE NMPUOPUTETHBIM SIBIISETCS
KpUTEpUH ...

1) H€O6XOI[I/IMBI€ JIMYHOCTHBIC Kayd€CTBa, OOIIOJHACMBIC BBICOKUM HpO(l)CCCI/IOHaJ'II/IBMOM,
OTBCTCTBCHHOCTBIO M JIOAJIBHOCTBIO

2) BBICOKAA JTIOAJIBHOCTD pa60Toz[aTemo, JOIIOJIHAEeMasd IPOYUMHU Ka4€CTBaAMU

3) BBICOKHIM HpO(l)eCCI/IOHaJ'II/BM, HOHOHHHGMBIﬁ OTBE€TCTBCHHOCTBIO, JIOSAJIIBHOCTBIO H
COOTBCTCTBYIOIIIUMHU JIMIYHOCTHBIMU Ka4C€CTBAMHU

17. OCHOBHBIM BHEIIHUM PETIIAMEHTOM, PETYJIUPYIOIIMM JACSITSIBHOCTh KaAPOBOH CIY)KOBI,
SIBJIAETCS

1) HaJIOTOBOE 3aKOHO/IaTEILCTBO

2) Koncturynus

3) TPYZIOBOE 3aKOHOATEIBCTBO

18. KanmpoBas cnyx0a mpeaocTaBisieT CBEACHUS O CIIMCOYHON YHCIEHHOCTH Pa0OTHUKOB,

nporyjiiax, TCEKy4€CTU KaIapoOB, Tabenn ydcTa pa60qero BpEMCHHU, CBCIACHHA O IIPHCMC,
NepeMCICHUN, YBOJIbHCHUM ...

1) B IIPOM3BO/ICTBCHHBIC TIOIpa3/ICICHUS

2) B OyXranTeputo

3) B FOPUINYECKUN OTHEN

4) BO BCE CTPYKTYPHBIC TIOIpa3eiICHUs

19. Kanposas nonutuka - 3710 ...

1) OJIHO U3 HAMPABJICHHI CTPATErHH OPraHU3aluu

2) COBOKYITHOCTb IIefiel W CIMOCOOOB MX JOCTIDKEHHUS IO KaJpOBOMY HAlpaBICHHUIO

JIeATETbHOCTH OpraHUu3aluN
3) rporpamMma 1o o0y4eHHIO U TTOBBIIIEHUIO KBATM(UKAIIMY TIEPCOHANIa KOMITAHUH

20. K opraHuzanusM-ocpeJHUKaM, C KOTOPbIMH B3aMMOJEHCTBYeT KajapoBas Ciyx0a
OpraHM3aIiy NP MPUBJICUEHUHU TIEPCOHAIIA, OTHOCATCS ...

1) PEKPYTHHIOBBIE ar€HTCTBA

2) KOHCAJITHHIOBbIE (DUPMBI

3) HaJIOTOBbIE OPraHbl

21.  3a paboty mo mpodUIAKTHKE CTPECCOB IMEpPCOHANA B KaJAPOBOW CIy)k0€ OpraHu3aluu
OTBEYAET....

1) PYKOBOJUTEINb KaIpOBOil CITyKObI



2)
3)

22.

KaxK ...

1y
2)

IITATHBIN ICUXOJIOT

BCE COTPYIHUKHU KaJIPOBOH CITy>KObI OpraHu3aliuu

OpraHI/ISaHI/IOHHHe U TCXHOJOIMYCCKHE AacCIICKThI 3alMTHI IEPCOHAJIBHBIX OaHHBIX B
KaHPOBOﬁ CJ'Iy>K6C HaxXoJdAT OTpaXC€HUC B TaKOM PCIIIaMCHTHUPYIOIIEM JOKYMCHTC OpraHHU3aluu,

KOJIJICKTUBHBIN JA0TOBOP

MHCTPYKLUA, OTPAXKAOIIAasl 3Tallbl, IPOLEAYPBl U METOABI IPUMEHAEMON TPaIULIMOHHON

NI aBTOMaTH3I/Ip0BaHHOﬁ TCXHOJIOI'HNH 06pa6OTKI/I N XpaHCHUA NEPCOHAJIBHBIX JAaHHBIX

3)
4)
5)
23.
1y
2)
24.
1)
2)
3)
4)
5)

25.

PYKOBOJICTBO 1O (hOPMUPOBAHHIO 0a3 JaHHBIX

ycTaB

ITOJIOKCHHUC O IICPCOHAJIBHBIX JaAHHBIX pa6OTHI/IKOB OpraHu3anmuu

yTBep)K,I[eHI/IC IIPOCKTa KaHpOBOﬁ IMMOJIMTUKU OCYLICCTBIIAICTCA ...

MEPBBIM PYKOBOJHUTEIEM OPraHU3alu

PYKOBOJUTENEM KaJpOBOMl CIIy>KObI OpraHu3aluu

Kakoii pa3nen He CONEPKUT JOTKHOCTHASI MHCTPYKITUS?

«O01Me MOI0KCHUS»;
«OCHOBHEIC 3aJ]aUN»;
«J10KHOCTHBIC 00SI3aHHOCTH Y,
«YTpaBJIEHYECKUE MTOTHOMOYUS;
«BBIBOIBI».

Kakas nmoacucreMa KaApOBOTO MCHCIKMCHTA

HepCHeKTHBHOﬁ KaﬂPOBOﬁ IIOJIUTHUKMH:

26.

1)
2)
3)
4)

5)

1)

GyHKIIMOHATbHAS;
TaKTHYECKas;
yIpaBIsioas;
oOecIeunBaOIas;

CTpaTerudcckas.

HallpaBJICHAa Ha

pa3paboTKy

OHpCI{GJ’ICHI/IC KBaHI/I(bI/IKaLII/II/I crnenuaincra, YpOBHA 3HAaHUKW JUOO0 OT3BIB O €ro
CHOCOGHOCT}IX, JACJIOBBIX U MHBIX Ka4C€CTBax:

aTTecTalms;



2)
3)
4)
5)
27.
1y
2)
3)

4)

5)

28.

JTUCKPUMUHAIIUSA;
aBTOPHU3AIINS;

JOJDKHOCTHAS MHCTPYKITHUSA;

anpoOarnus.

BHyTpeHHHE KOMMYHHKAIIMK KAJAPOBOM CIYXKObI CIYXKAT CICAYIOIINM 3aauaMm:
(bOpMHUPOBAHUIO BHYTPEHHEH CaMOOPraHU3aIliH;

(bOpPMHUPOBAHUIO CHCTEMbI BHYTPEHHET0 OOMEHA UACSAMH U JIOCTH)KCHHUSIMU;
(bOPMHUPOBAHUIO PACTIOPAAUTEIHHO-TIOIOTYETHBIX OTHOIICHHIA;

(OPMUPOBAHUIO CHCTEMBI 0OMeHa WH(POPMAITUEH TI0 BOIPOCAM PeaTU3aIMH TI100aTbHBIX
LeJe U 3a7a4 OpraHu3auu

BCC OTBCThHI BCPHBI

KampoBas cnyx0a opraHu3anuu IO BOMNpPOCAaM KOOPAMHAIIMM 33Jad W JeHCTBHIA,

BO3HHMKAOOIUX B XOJA€ pcaru3allun 1eneu opraHus3alnu, HCIOCPCACTBCHHO KacCarOmUxcCs

nepconana (moAOOp HOBBIX COTPYAHHUKOB, JIOJDKHOCTHBIE TOBBIIICHHS, MOBBIIMICHHUS OIUIATHI

Tpyaa, GOPMBI OTUIATHI TPY/AA, MOTOJHUTEILHOES O0yUeHUE, YIPABICHUE KaIpPOBBEIM PE3ECPBOM)

OCYIICCTBIIACT B3aHMOJICHCTBHUE C:

1y
2)
3)
4)

29.

(MHAHCOBBIM TO/Ipa3/ieICHUEM
CITy»00i1 0€30MacHOCTH
PYKOBOIMTEISIMU NOApa3AcIECHUN
IOPUJINYECKOM ciryx00i

OTHolIeHUsT KaJIpoBOM CIyXObl OpraHu3aldyd IO BONpPOcCaM B OOJACTH YIPaBICHUS

KaZApOBBIM COCTABOM OpraHu3alun (pa3pa60TKH, YTBCPKACHUA U pCain3allui NCPCIICKTHBHBIX

(dopM oruIaThl TPya) OCYILECTBIISETCS C:

1y

2)

3)

4)
30.

1y

2)

3)

(bMHAHCOBBIM TO/Ipa3ielIEHUEM

CITy»00i1 0€30MMacHOCTH

PYKOBOIUTEISIMU NIOIpa3AcIeHUN

IOPUJINYECKOM ciTyx00i

B 3agaum cimyxObl pa3BUTHS NepcoHaa HE BXOIUT:
COCTaBJICHHE IJIaHA O0yUYEHUS;

COCTaBJIEHUE MPOTrpamMM O0yUYEHHUS;

MMPpOBCACHNUC TPCHUHI'OB U CCMUHAPOB,



4) ¢dopMupoBaHHE CUCTEMBI JOKYMEHTHUPOBAHUS B OpraHU3aI1H;
5) BeaeHHE YTBEPXKACHHOTO IITaTHOTO PAaCHHCAHMUS,
6) BBIJEICHNUE PA3BUTHUS U O0YUYEHHS B OTACNIbHYIO (GYHKIIHIO B CIIy:KO€ IepcoHaa;

7) opraHusanus B3aUMOJEUCTBHUS C HEIOCPEACTBEHHBIMU PYKOBOJIUTEISIMU 10 Pa3BUTHUIO
[IEPCOHAIIA;

8) ornenka 3¢ (HEeKTUBHOCTH MEp 10 Pa3BUTHUIO NIEPCOHAIA.
31. B 3anmauu ropucra B paMKax KaJpOBOW CIIy>KObI OpraHH3aIlMy BXOIHT:
1) 3amuTa npaB COTPYIHUKOB;
2) KOHTpOIIb 3a COOTIOCHUEM 3aKOHOAATEIbCTBA;
3) pelieHHE IPABOBBIX BOIIPOCOB TPYIOBBIX OTHOIICHUH;
4) mnpoduIaKkTUKa CTPECCOB, MOBBIIIEHUE CTPECCOYCTONYHBOCTH;
5) pa3paboTka U BHEJPEHUE CHCTEMbI MOPAJIbHON MOTUBAIIUU
32.  OcHOBHBIMHU IpHUHLHUIIAMHU (HOPMUPOBAHUS CTPYKTYP KaIPOBBIX CIYKO SBISIOTCS:

1) OpUCHTAallUd Ha BBICOKOKBB.J'II/I(i)I/IHI/IpOBaHHYIO U HWHUINUATHUBHYIO pa6011y10 cuiy,
HHTCIPHUPOBAHHYIO B CUCTCME IIPOU3BOACTBA,

2) HeNpepbIBHOCTH IMpoIiecca 00oTaleHus 3HaHUN 1 KBaTU(DUKAINH;

3) TMOKOCTH OpraHMU3aIuy TPY/a;

4) npenerupoBaHHE OTBETCTBEHHOCTH CBEPXY BHU3;

5) mapTHEpCKHE OTHOLIEHUS MEXIY YYaCTHUKAaMH IPOU3BOJICTBA;

6) HOBas OpraHU3alMOHHAS KYJIbTYpa, OPUEHTUPOBAHHAS HA pAOOTHUKOB;
7) BCE OTBETHI BEPHBI

33.  Kakoe meronnueckoe TpeOOBaHNE K OpraHU3aIK padOoThl KaJpOBO CITy:KObI peanusyercs
BHEJ[PEHHEM COBPEMEHHBIX METO/IOB BEJCHUS JICIIONPON3BO/ICTBA; 0OeceunBaeTcs pa3paboTKOM
U BHEJIPEHHEM HOPMAaTHBHBIX JOKYMEHTOB, CTaH/ApPTOB, JOJDKHOCTHBIX MHCTPYKIIHI; ocoboe
BHUMaHME yJeNseTcs MPaBUIbLHON pa3pabOTKOM TOMKHOCTHBIX HHCTPYKLIUI:

1) IlpaBunpHoe pasrpaHudeHre GQYHKOUNH MEXIAY OTICIbHBIMH HCIOJHUTEISIMU U
MOJIpa3/eNIEHUsIMHU 10 UX KBATH(PHUKAIUH.

2) Yerkoe opraHM3allMOHHOE MMOCTPOCHHE PA0OTHI OT/IETIOB KaIpOB.

3) PaumonanbHas opraHuzanusi paboduWx MeCT U oOecreueHue OJIaronpUsiTHBIX YCIOBUMN
Tpyaa.



34.

4)

[TocTosiHHOE TIOBBINIEHHE KBATM(UKAMU W KYJIBTYphl PaOOTHI MEpcoHala KaJpOBBIX
CITYX0.

Kakoe wmetoguueckoe TtpeOOBaHHE K OpraHu3aludd paboThl KaJIpOBOM  CIY>KOBI

o0ecrieynBaeTcss HOPMAJIBLHOU 3arpy3Koil paOOTHUKOB B T€YCHHE PabOYero JHs, HEAEIH, MecsIa,

rojia pu HOPMAJILHOW HANPSHKEHHOCTH TPYJa Ha KaKJI0M paboyeM MecTe:

3s.

36.

1y

2)

3)

4)

1y

2)

3)

[IpaBuiibHOE pasrpaHudyeHre (QYHKIUH MEXKIYy OTIEIbHBIMU HCIOJMHHUTEISIMU U
MOIpa3/ICIICHUSIMHU TI0 UX KBATH(PUKAIUH.

[TpaBuiibHOE HOPMHPOBAHUE TPY/Ia pAOOTHUKOB KaJIPOBBIX CITYXkKO.

PanmonaneHas opranuzanus paboyux MecT U obOecredeHHe ONaronmpHsITHBIX YCIOBHM
Tpyna.

[TocTosiHHOE TOBBINICHNUE KBATHU(PHUKALUK W KYJIbTYypbl pabOTHI MEpcoHalla KaJpOBBIX
ciyxO0.

[IpuHumn napanienbHOCTH, ONPEACIISIONINE HAPABICHUS Pa3BUTHSI KaIPOBOM CITYKOHI. ..

[Ipennonaraer OJHOBPEMEHHOE BBIOJHEHHE OTACIBHBIX YIPABICHUYECKUX (QYHKIUH,
IIOBBIIIAET ONIEPATUBHOCTH YIIPABJICHUS [IEPCOHAIOM

[Ipennonaraer oOIIyI0O METOIUYECKYI0 OCHOBY MPOBEACHHUS pabOTHl IO Pa3BUTHIO
CHCTEMBI YIIPaBJIECHUS MEPCOHAIOM Ha PAa3HBIX €€ YPOBHAX U Pa3HBIMU CIICIIUATUCTAMU

O3HayaeTr NpucnocoOIIEMOCTh CUCTEMbI YIPABIECHUS NEPCOHAIOM K HM3MEHSIOLIMMCS
LEJsIM 00bEKTa YIPaBICHUS U YCIIOBUSAM €Tr0 paboThI

HpI/IHI_[I/IH IMPEEMCTBCHHOCTH, OIPCACIAIONUEC HAIIPpaBJICHUA PA3BUTHA KaHpOBOﬁ

CILYXOBlI. ..

37.

1)

2)

3)

Hpez[nonaraeT OOTHOBPEMCHHOC BBIIIOJIHCHUC OTACIBbHBIX YIIPABJICHYCCKUX Q)YHKHHIZ,
MOBBIIIACT ONICPATUBHOCTDL YIIPABJICHUA IIEPCOHAIIOM

HpeﬂnonaraeT O6H_[y10 METOAUYCCKYHO OCHOBY IIPOBCACHUA pa6OTH o pas3sBUTHUIO
CUCTCMBI YIIPABJICHHUS IICPCOHATIOM Ha PAa3HBIX €€ YPOBHAX U PA3HBIMHU CIICHHUAIIMCTAMU

Os3Haugaer HpI/ICHOCO6J'I$IeMOCTL CUCTCMbI YIPABJICHUA NICPCOHAJIOM K H3MCHANOMIUMCS
OCIsIM 00BeKTa YIIpaBJICHUA U YCIIOBUAM CT'O pa6OTBI

[Tpunnun, xapaxkTepusyroomuil TpeOoBaHUsS K (POPMHUPOBAHUIO KaJPOBOH CIIyXOHI,

KOTOpLIﬁ npearojaract CBOCBpEMCHHOC ITPUHATUC peH_ICHI/Iﬁ 110 aHaJIM3y U COBCPIICHCTBOBAHUTIO
CUCTCMbBI YIHPABJICHUSA TMEPCOHAIOM, IMPCAYINPCIKAAOIMNUX HWIHA OICPATUBHO YCTPAHAIOIIHUX
OTKJIOHCHU A

1y
2)

3)

DKOHOMHUYHOCTH
[IporpeccuBHOCTH

OrnepaTuBHOCTH



38.

4)

ONTUMAIEHOCTHU

[Mpunnun, xapaktepusyrolmuii TpeOoBaHUS K (OPMUPOBAHUIO KaJIpPOBOM CIIYKOBI,

KOTOpBIﬁ 03Ha4a€T COOTBETCTBUC CUCTEMEI YIIPABJICHUA IIEPCOHATIOM NIEPEIOBBIM SaPY6C)KHBIM u

OTCYCCTBCHHBIM aHaJ10TraM

39.

40.

41.

1y
2)
3)

4)

1)
2)

3)

4)

5)

1y

2)

3)

4)

5)

1y

OKOHOMUYHOCTH

IIporpeccuBHOCTH

OrnepaTuBHOCTH

OnTuManbHOCTH

K npuHImmam noctpoeHusi COBpeMEHHOM CUCTEMBI KaJIpOBOM CITY>KObI OTHOCSTCS :
OddexTuBHOCTH MOAOOPA U PACCTAHOBKHU COTPYAHUKOB.

CHpaBeI[J'II/IBOCTL OIUIaThl TpyAda W MOTHUBAIMHU, BO3HAI'PDAXKICHHUEC HC TOJBKO 3a
WHAWBUAYAJIIbHBIC, HO U KOJUICKTHUBHBIC JOCTUKCHHU.

[IpoxBmwxkeHne paOOTHUKOB B COOTBETCTBUH C pE3y/bTaTaMH TpyJa, KBanupukanuei,
CHOCOOHOCTSIMM, TMYHBIMU UHTEPECaMU, HOTPEOHOCTSIMUA OpraHU3aLUH.

bricTpoe u 3 deKTHBHOE pelIeHne TUIHBIX TPOOIIEM.
Bce oTBeTsI BEpHBI
Kanposslit crparer — 370...

YJICH ynpaBﬂquecxoﬁ KOMaHbI, OTBEYAIOIIUNA 3a paspa60TKy KaHpOBOﬁ CTPAaTCruu,
OpTraHHU3allMOHHBIC MCXAHU3MbI €€ O6CCHC‘-ICHI/I5I, CHUCTCMBbI YIIPABJICHUA W PYKOBOJICTBA
CJ'IY)K68.MI/I, OCYHICCTBJIAOIIUMHA (I)YHKI_II/II/I KaJApoOBOI'0O MCHCIPKMCHTA.

pa3paboTUrK U peann3aTop TBOPUYECKUX MOAXOA0B B CrieU(UUECKUX AT MEHEIKepa 1Mo
NepCOHATY 00JIACTAX EATEIbHOCTH, KOMIIETEHTHBIN B CIICIIUAIBHBIX U TEXHOJIOTHUECKUX
3HAHUSIX, CIOCOOHBIM TMpHUBIEKaTh K paboTe BHYTPEHHHE U BHEIIHHE PECYpPChl M
WCIIOJIH30BATh WX JIJIS PEIICHHs MPOo(eCcCHOHATBHBIX 3a/1a4 MAaKCUMAIbHO (P PEKTUBHO.

J'II/I,I[ep-paSpaﬁOTLII/IK WHHOBAIIMOHHBIX ITPOCKTOB B obiactu KaJJpoOBOI'0 MCHCIPKMCHTA,
Tpe6y10m14x OOJIBIIIOT0 BHUMAHUS U TIIATEIbHOMI npopa60T1<H.

CIICIUaInCT, HMEIOIITHN IMaHOPaMHOC BUACHUC CHUTyallUU B OpraHu3alnu, 06J1az[arou11/11?1
MMPAKTUYCCKUMHU HABBIKAMH B oOiactu YIIpaBJICHUA IICPCOHAJIOM, HABBIKW OJSKCIICpPTA,
CBA3aHHBIC C Pa3BUTHEM OPraHU3allMOHHO KaAPOBOI'0 IMOTCHIHAJIA.

OpTraHu3aTOp padOTHI KAJAPOBBIX MOAPA3ICICHHIA.
KanpoBslit uHHOBaTOp — 3TO. ..

WIEH YNpaBleHYEeCKOW KOMaHIbl, OTBEUAIOLIUil 3a pa3palOTKy KaJpoBOH cTpaTeruw,
OpraHM3al[IOHHbIE MEXaHU3MBI €€ 00eCleYeHHs], CUCTEMbl YIPABJIECHUS U PYKOBOJACTBA
ciIy’)k0aMHu, OCYIIECTBISIOMMMU (PYHKIIUU KaJPOBOTO MEHEKMEHTA.



2) pa3paboT4MK U pean3aTop TBOPUECKHUX ITOAXOA0B B CIICIM(DUIESCKUX TSI MEHEDKepa 1o
NEepCOHATY 00JIACTSIX JAEATEIIbHOCTH, KOMIETEHTHBIN B CIIEIUAIBHBIX H TEXHOJIOTHUECKUX
3HAHUSX, CIIOCOOHBIN MpHBIEKaTh K padoTe BHYTPEHHHE W BHEIIHHE PECypChl H
UCTIOJIb30BaTh MX JJISl peIIeHHsI TPO(ECCHOHABHBIX 3a/1a4 MaKCUMAIIbHO 3P QEKTHBHO.

3) aunep-pa3paboTUYMK MHHOBAIIMOHHBIX MPOEKTOB B 00JACTH KaJpOBOTO MEHEKMEHTA,
TpeOyIoLX OONBIIOr0 BHUMAHUS U THIATEIBHON MPOPAOOTKH.

4) crneuuaaucT, UMEIONINN MaHOPAaMHOE BUJICHHE CUTYallMM B OpraHU3aluu, 00Jaqaroiuii
MPaKTUYECKUMH HaBBIKAMU B O0JIACTH YIpPaBJICHUS MEPCOHATIOM, HABBIKM JKCIIEPTa,
CBSI3aHHBIE C PA3BUTUEM OPraHU3AIIMOHHO KaJIpOBOTO MOTEHIIHAIA.

5) opranuzatop pabOThI KaIpOBBIX MOIPA3IEICHUH.
42.  Kopekc npodeccuoHanbHON 3TUKH PaOOTHIUKOB KaJAPOBOM CIYkKObI yTBEpkKAAETCS
1) pykoBoauTeneM opraHu3aluu
2) PYKOBOIHUTEJIEM KaIpOBOM CITYKObI
3) PYKOBOIUTEISIMH ITPOU3BOICTBEHHBIX MOIPA3/ICICHUI
43.  llensamu KagpoBOTO y4eTa U OTYCTHOCTHU SBIISIFOTCS:
1) cHMXEHHEe PUCKOB U yIydllIeHHe KaueCTBa KaJpOoBOTO JIEJIOMPOU3BOJICTBA;
2) mnoBblIeHHE 3PPEKTUBHOCTH padOTHI OpraHU3aKH (IPEATPHITHA);
3) ruOKOCTH B yHpaBJICHUH YUCICHHOCTBIO IEPCOHATIA;
4) Bce OTBEThI BEpHBI
44. K opranu3aiioOHHBIM JOKyMEHTaM OTHOCSITCSI:
1) ydpemuTenbHBIE TOKYMEHTHI (YCTaB U JOTOBOP);
2) CTpyKTypa M IITaTHAsi YUCIEHHOCTb;
3) 1wTaTHOE pacHucaHue;
4) mpaBuUiIa BHYTPEHHETO TPYIOBOTO PACIOPSIKA,;
5) TmoNI0KEHHE O CTPYKTYPHBIX MOJPA3IEICHUX;
6) IOKHOCTHBIE MHCTPYKLIUU paOOTHHUKAM;
7) Bce TOKyMEHTBI BEPHBI.

45. K noKymeHTaM, MOATBEPKAAIOIINM TPYAOBYIO IEATENBHOCTh PAOOTHUKA, HE OTHOCATCS:
1) tpynosas kHmKKa;

2) TpymoBOii 1OroBOP;



46.

47.

48.

49.

3)
4)
5)

1y

2)

3)

1y

2)

3)

1y
2)
3)
4)

5)

1y

CIPaBKa O TPYAOBOH J€ATEIbHOCTH;
KOIUU MPUKA30B O MpueMe Ha paboTy U yBOJIbHEHHH,

BCC OTBCThHI BCPHEIL.
Ilcuxonornueckuit TPEHUHTI II€pCOHAJIA — 3TO

WHUBUTyaJIbHOE MICUXOJIOTHYECKOE YIIPaBJIEHUYECKOE KOHCYJIbTUPOBAHUE
PYKOBOAMTENEH, IOCTPOEHHOE IO ONpPEIEICHHBIM METOJUKAaM, B KOTOPBIX KOYY
(mcuxoior) SIBJISIET MOJIEPaTOpPOM OeceIbl C MOJONEeYHBIMHU, IIOMOTasi UM CAMUM HaXOUTh
CBOM YIPaBJIEHYECKUE U MCUXOJOTUUYECKHE MPOOIEMBI U IYTH UX PELICHUS.

MHOTO(YHKIIMOHATbHBIA U MHTEHCUBHBIM METOJ OOY4YEHHS] COTPYJHUKOB OpraHU3aluy,
UCXOJs M3 TOCTaBJICHHBIX 3a/1ay, COYETAIOLIUI KpaTKHEe TEOPETUYECKUE 3aHATHS H
MPAKTHYECKYI0 OTPaOOTKY HaBBIKOB 32 KOPOTKHI CPOK.

q)opMa TICUXOJIOTHYECKON pa6OTH B I'pynIie, HO HHAUBUAYAJIbHO C Kaxkoi JJMYHOCTBIO,
CHOCO6CTBYIOH_18.$I HpO(i)eCCI/IOHaJIBHOMy CaAMOBBIPDAXKCHUIO W POCTY KaXJA0r'o 4YJICHa
TPYIIIBI.

prr[l'[OBOG MCHUXOJOTNYCCKOC KOHCYJIbTUPOBAHUEC IIEPCOHATIA — 3TO..

HHIUWBUIYAJIbHOC IICUXOJIOTHUYCCKOC YIIPaBJICHYCCKOC KOHCYJIbTUPOBAHUC
pYKOBO,[[I/ITeHeﬁ, IMOCTPOCHHOC 110 OIPCACIICHHBIM MCETOAHWKAM, B KOTOPBIX KOYY
(HCI/IXOHOI‘) SABJIACT MOACPATOPOM 66C€I[BI C IIOAOIICYHBIMU, ITOMOT'asd UM CaMHUM HaXOJUTb
CBOH YHPABJICHUYCCKHEC U IICUXOJIOTHYCCKUC HpO6J’ICMH " IYTHU UX PCUICHUS.

MHOFO(I)YHKI_II/IOHaJ'ILHLII‘/’I 1 WHTCHCHUBHBIA METOJ, o6yquI/1${ COTPYAHUKOB OpraHu3aliuu,
HCXO0Ad M3 IIOCTAaBJICHHBIX 3ajady, COYETarOIINN KpaTKUC TCOPCTUYUCCKHUC 3aHATHA U
MMPAKTUYCCKYHO OTpa60TKy HaBBIKOB 3a KOpOTKPII’I CpOK.

dopma MCUXO0JIOTHYECKO paboThI B IpymIie, HO UHAUBUIYAIbHO C KaXKA0H JTUYHOCTBIO,
crocoOcCTBytolIass MpopeCCHOHATILHOMY CaMOBBIPQKEHUIO M POCTY KaKJIOrO YJIeHa
TPYTIIBI.

Meps! HaKa3aHUs COTPYJIHUKOB BKIIFOUYAIOT:

00BsiBJICHHE pAaOOTHUKY 3aMEUaHus;

00BsiBIICHHE paOOTHUKY BBITOBOPA;

npenynpexaeHne paboTHUKA O HEMOJIHOM CITyKeOHO-/1€JI0BOM COOTBETCTBUMU;
JIOTIOJTHUTEIIbHOE TPEMUPOBAHME;

Harpak/IeHue [IEHHBIM IIOJJaPKOM.

Mepb! NOOMIPEHS COTPYIHUKOB BKIIOYAIOT:

00BsiBIICHHE PAaOOTHUKY 3aMEYaHus;
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2) oObsBICHNE paOOTHUKY BHITOBOPA;

3) oO®BsBIEHHE 0IarodapHOCTH;

4) NONOJHUTEIBHOE MPEMUPOBAHUE.

1y
2)

3)
4)
5)

6)

B 3amaun ciy:x0bl PUBIICYCHHS] © MOHUTOPHHTA TIEPCOHAJIA HE BXOJIHT:
corylacoBaHue TPeOOBAHUN K JOHKHOCTSIM, OITMCAHUE BAaKAaHCHIA;

NpoBECHUE MMOa00pa MEpCOHANa: pa3MElICHHe BaKaHCHH, BbIOOD
MIPOBEJICHUE COOCCEeIOBAaHUI U OIICHKH;

ydacTHe B MOHUTOpHHIre U oOHoBieHue JU;
y4JacTHe B COCTAaBIECHUH MPO(pECCHOrpaMM;
COCTaBJICHHUE NTPOTrpaMM 00YyUEHHUS,;

IMPOBCACHUC TPCHUHI'OB U CCMUHAPOB.

KaHIUaTOB,



[Tpunoxenue 11

Obpaszey npakmuyecko2o 3a0arusl K 3K3amery no oucyunaune « Op2anuzayus pabomosi KaOposou
cyarcowuly (hopmupyemvie komnemenyuu 11K-7)

3ananue 1 (I1IK-7)

Xapaxmepucmuka opeanu3zayuu

[Mpodune pesTensHOCTH - TOPTrOBO-IIPOMBINIICHHBIA XOJJIUHT, OBITOBash TEXHUKA.
YucnenHocTh nepconana - okoiio 200 genoBek . Cpok pabOThI Ha pOCCUHCKOM pBIHKE - 10 JieT.

Oowan cumyayusn

Bbl Bo3riiaBunuM BHOBb CO37aBacMylo cliy’kOy mnepconana. IlepBoe 3HaKoMcTBO ¢
KOMIaHUeH (13 HaOIIOACHUIA, U3YYCHUS TOKYMEHTAUU U Oecell C PYKOBOJMUTEISIMHU) BBISBHIIO
CIIEIYIOIIYIO CUTYaIUIO:

1. 3a 10 nmer cBoero cyiiecTBOBaHUSI KOMITaHUSI BBILIUIA HA HEIJIOXME MOKAa3aTelld U

3aHUMAacT YCTOI‘/'I‘II/IBOG IMOJIOKCHUC B CBOCM CCTMCHTC pPbIHKA. Kommanuss m”HTEHCUBHO pociia u
MpOoAOJIKACT pPAaCTH, OTKPBLITO COOCTBEHHOE IMIpOU3BOJACTBO, C(l)OpMI/IpOBaHa JUJICPCKasa CCThb,
IJIAaHUPYETCS PACHINPCHUC KaHAJIOB cObITA.

2. PykoBoauTenp - Xapu3MaTHUHas IMYHOCTb, PEIICHUS IPUBBIK IPUHUMATh OBICTPO
U eluHOIMYHO. OH SICHO Mpe/cTaBiIseT ce0e CTpAaTeruio Pa3BUTHS KOMIIAHUHU, HO PEJKO TOBOPUT
o Hel. Jlaxe Ompkaiiiiee OKpy>KeHUE BECbMa CMYTHO IIPEJICTABISET ce0e MepCIEeKTUBBI PA3BUTHS.
CBou peuleHuss pyKOBOJIUTENb OOCYX/JaTh HE HMPUBBIK, CUUTAET, YTO U TaK BCE MOHATHO. Y
NEPBOTO JIMIA KaTacTPO(YUIECKH HE XBAaTaeT BPEMEHH, B HTOTE KTO CYMEET €TI0 «OTJIOBUTHY, TOT
U pelIaeT BOIpocC.

3. CriennanucTbl HU30BOTO 3BEHA JOBOJHHO KBATU(UUIMPOBAHHBI, HO T'PAMOTHBIX
pykoBoauTenell HeMHoro. PykoBoauTenu yacto paboOTalOT Kak CHEUANIMCTHI, MycKas pabdoTy
CBOMX MOJPA3CICHUI HAa caMOoTeK. YacTo y HUX MPOCTO HE XBATa€T BPEMEHHU, YTOOBI 3aHUMAThCS
COOCTBEHHO YIIpaBJIEHUEM, T. K. OHU MTOCTOSIHHO BBITIOJIHSIIOT HECBOWCTBEHHBIC UM (DYHKITUH, a
TaKKe MOPYYCHHS MEePBOTO JHIa. [ paHUIIBI OTBETCTBEHHOCTH PYKOBOIUTENCH MOApa3aeieHUi
paszienieHbl He4eTKo, ObIBAaeT, YTO OJIHO U TO K€ 3a/JaHHe JAeTCs Cpa3y JABYM MOJpa3esICHUsIM,
XOTS OHH PEIIalOT Bpojie Obl pa3nuyHble 3aa4i. MHOTHE PYKOBOJIUTENN BBIPOCIH B KOMIIAHHUH C
CaMbIX HHU30B, €CTh JaKe TaKue, KOTOpbIe padOTaI0T CO JHS OCHOBAHUS KOMITAHUU.

4. B nenom armocdepa B KoiekTuBe 0OpokKenaTeNbHas U TBopueckas. Jlupexrop
3apakaeT BCEX CBOMM »HTY3Ma3MoM. [IpomnoBenyeTcs CTUIIb OTKPBITHIX JBEPEH, K PYKOBOIUTEIIO
MOJKET 3alTH TOTOBOPHUTH TIO0OW COTpYyTHUK. YacTo WIEH PSAOOBBIX COTPYAHHUKOB aKTHBHO
MOJJIEP)KUBAIOTCA U PEaU3yloTCs. BbIBaeT, 4To BHEAPEHUE KaKOW-THOO WAEH TOPMO3UTCS Ha
YpOBHE PYKOBOJIUTENEH CPEIHErO 3BeHA, T. K. OHU HE MOHUMAIOT €€ CMBICIA.

5. HekoTtopbie 30HBI HampspKeHUsT HAOMIOJAIOTCS OTHOCHTEIBHO OLCHKH Tpyda U
Croco00B HAUMCIICHUS 3apIUIaThl. B KOMITaHWY MPAKTUYECKU HE ObIBAeT MPEMUI, TOJIIBKO OKIIAIBI.
O BennMyMHE OKJIa/I0B PYKOBOJIUTENb JOrOBAPUBAETCS caM Ipu mnpuemMe Ha padoty. Kakux-nu6o
CHCTEMaTUYECKUX MEePECMOTPOB 3apIliaThl HET. 3apIuiaTy MOTYT TOBBICHTh, €CIH XOJIUTh W
MIPOCHTb.

6. TexkyuecTh HeOOJbINAsA, HO KaJpbl MOCTOSHHO HYXKHBI, T. K. KOMIIAHUS PacTeT.
PykoBoauTenu nmoxapasaesneHnii caMu 3aHUMAarOTCs MOA00POM, T. K. B OTJIeNIe KaJpOB BCEro JBa



YyelioBeKa, KOTOpbIe YCIEBAaIOT TOJBKO BECTH KaJapoBbli yueT. Kpome Toro, cam nupexTop
MPUHUMAET aKTHBHOE YY4aCTHE B TIOJ00PE, BCTPEUAsiCh CO BCEMH KaHUIaTaMH Ha BCE IOJDKHOCTH.

7. B kxomnanum He NpUHATO OQOPMIIATH PErIAMEHTHPYIOLIUE, HOPMATUBHBIE U
pacnopsiAMTeNnbHbIE JOKYMEHThl. KpoMe mpuka3oB O MpueMe U YBOJBHEHUU JPYIHX
pacropsiIUTENIbHBIX JOKYMEHTOB He coctaBisgercs. Her Ilonoxenuit o noapasaeneHusx,
JOJDKHOCTHBIX MHCTPYKIU, [lonoxkeHuit o cucreme MOTHBaMu, noaoopa u ap. Bee Bompocs
pemaroTcs B paboyem nopsizke. Cpoku (€Ciii OHU CTaBATCS) PETYISIPHO HAPYILIAIOTCS.

3AJIAHHUE:
1. BrisiBute npobnemusie o0nactu B cdepe ynpasieHus nepconanom. [lpenioxure

MEpONPUATHS TO WX perieHuto. Kakue WHHOBAaIMOHHBIC MPOEKTHI B OOJIACTH YIPaBJICHUS
NEPCOHAIOM MOJXKHO peallu30BaTh Ha mnpennpustud. Kakum oOpa3om Oyaer opraHu30BaH
KOHTPOJIb UX peanu3anuu?

2. HametbTe nonrocpounsii mian padboThl ClIy>KObI IEpCcOHAA.

3. Onpenenure CTPYKTYpy CIHYyXKObl MepcoHana, paclpeAenuTh (PYHKIUU MEXKITY
COTPYAHUKAMH C YYETOM TOTO, YTO MIPUHSATH Cpa3y OOJbIIE IBYX HOBBIX CIIECIUATHUCTOB BaM BPSI
JIM YAACTCA.

4. Onpenenure nepBoOvYEPEAHBIE MEPBI, KOTOPHIE MOYKHO peaan30BaTh ObICTPO.



JIMcT perucTpanuu u3MeHeHU, J0NOJTHEHU U peBU3Hil JOKYMEHTAa

N Jata JlokymeHT, Ha
I /il BHECEHUSA OCHOBAaHUU KpaTkoe conepxaHie N3MEHEHUS
U3MEHEHHUsI |KOTOPOIro BHECEHO
1 2 3 4
IIpoTokoun BHuecenue n3meHeHuil B esiepanbHble roCy1apCTBEHHBIE
peLeHus 0o0pa3oBaTesIbHbIE CTaHAPTHI BHICIIET0 00pPa30BaHUs
1 | 01.09.2021 r.
YCNelor (ITpuxa3z MuHUCTEpCTBAa HAYKU U BBICILIETO 00pa30BaHHUS
01.09.2021 r. |Poccuiickoit deneparuu ot 26 Hos0pst 2020 r. Ne 1456)
1. Axryanu3anus KOMIUIEKTOB OLICHOYHBIX MAaTepUalioB
Ui IIPOBEACHUS IIPOMEKYTOUHON aTTecTaluu
o0yyaromuxcs 1o AUCLUHUILINHE;
2. AkTyanuzanus IepeuHsi OCHOBHOM U JONOJHUTENbHOM
y4eOHOM JuTepaTypbl, HEOOXOIUMON JUIsI OCBOCHHS
JUCLUIUIMHBI,
3. AxrTyanuzauus IepeuHsi pecypcoB HH(OPMALMOHHO-
IIpoTokoun TEJIEKOMMYHUKAIIMOHHON ceTH «HTepHeT», He0OX0AUMBIX
> | 26.01.2022 1. pelieHus JUISL OCBOEHMSI TUCLUIUINHBI; }
VYC Ne 6 4.  Axtyanuzanus METOIUYCSCKUX yKa3aHUM VIS
o1 26.01.2022 r. |0Oy4aronuxcsi 1o OCBOESHUIO TUCHIUTLINHBI;
5. Akxrtyanuzanus nepeyHs COBPEMEHHBIX
npodeCCHOHANBHBIX 0a3 MaHHBIX W HH()OPMAITMOHHBIX
CIPAaBOYHBIX CUCTEM;
6. Axryanuzauus MaTepUaIbHO-TEXHUYECKOTO u
OporpaMMHOro  oOecreyeHHs,  HEOOXOOUMOro  JuIsd
OCyllecTBIIEHUs ~ 00pa3oBaTeNIbHOIO  Ipolecca IO
JUCLUTUIMHE.
1. YTBepxnenue [lopsaka opraHu3anu U OCYIIECTBICHUS
00pa3oBaTeNIbHOW JEATENbHOCTH 10 00pa3oBaTeIbHBIM
porpaMMaM BbICHIET0 00pa3oBaHUsl — IporpamMmam
Hporokox OakanaBpuaTa, MporpamMmaM CIELUaINTeTa, MporpaMmam
31.08.2022 gecmﬁ?llg Maructparypsl (IIpukaz MuHUCTEPCTBA HAYKU U BBICIIETO

or 31.08.2022 r.

oOpa3zoBanus Poccuiickoit @eneparnuu ot 06 anpenst 2021 r.
Ne 245);

2. AKTyanus3anuss JOKYMEHTOB, perilaMEHTHUPYIOLIMX
COJIep’KaHUE M OpraHM3alnI0 00pa30BaTENILHOrO Mpolecca
npu peanuzanuu OITOIT BO no HanpaBieHHIO IOATOTOBKH.




