OO6pa3oBaTejibHOE YacTHOE YUYpesKIeHHe
AOMOJHUTEJIbHOTO NpodeccCHOHATBHOT0 00pa30BaHHA
«denTp KomMnbIOTEpHOTrO 00y4eHus: «Cnennanuct.Py»

Yue6Hno-Hayunoro uearpa npu MI'TY um. H.J. baymana»
(O9Y «Cnennaauct.Py»)

123317, ropon Mocksa, ynuna 3ooigorudeckas, noM 11, ctpoenue 2, momenieHue I, stax 2,

KoMHaTa 14
WHH 7701345493, OT'PH 1037701927031
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JonosiHuTEIbHAS TPO(ecCHOHATIbHASA MPOrPpaMMa
NpPo(decCHOHAIBHON NEePenoAroTOBKHU

«PykoBoaurenb KaapoBoii cayx0bl co 3HaHUeM 1C:IlpeanpusiTue

8. Ynpasyenue nepconanom (pexaxkuus 3.1) - HoJHBIH Kype))

Codepa nesaTebHOCTH: JKOHOMHKA U yHpaBJIeHHE

Cpoxk oOyuenusi: 25 Henenb (6 MecCsILEB)
®opma o0ydeHHUs: OYHO-3a0YHas

MockBa, 2019



PazpaboTunku nmporpaMMsl:

YeborapeBa Cernana BnanumupoBHa npenogaBarens OUY «Cnemuanucty», MpakTHKYIOUIHHA
KaJ[pOBHK ¢ 0oJiee YeM JIECATUIICTHUM OIBITOM aMUHUCTPATUBHON U YIPaBIEHYECKON pabOTHI.
JTUIIOMAPOBAaHHBIN crienanuct B chepax: "Menemxment”, "Ilcuxonoro-negarorudaeckoe
obpazoBanme", "CommanpHas ¢dumocodusa”, PyKOBOJAWTENIb HANpaBICHUS  KaJAPOBOTO
MEHEI)KMEHTA LIEHTpa COACHCTBUS TPYI0YCTPONUCTBY

bepesanckas Aunna IllynmumoBHa - mpenonaBarens OUY «Cnemuanucty, cepTuGuImpoBaHHBINA
CHEIUAIUCT:

CsetnpimieBa Onbra FOpbeBHa - mpenogaBaTelb-MPaKTHK, CEPTUGUIIMPOBAHHBIN CHEIHATUCT B
001acTH KaJpoBOr0 MEHEKMEHTa, wieH HaumonampHOro coro3a kaapoBukoB Poccum, aBTop
MHOTOYMCIICHHBIX IyONUKalMii 1o mpoljeMaMm YNpaBiCHUsS IMEPCOHAIOM, TPYIOBOTO
3aKOHOJATENbCTBA U KaJIpOBOI0O JIEIOIPOU3BOJICTBA (B TOM uHcie, B xKypHaie «Kagposoe nemno»
u B HR-coobmecTBe Ha moprasne Superjob.ru); KaHAUIAT IOPUANYECKUX HAYK, KOHCYJIBTAHT IO
Borpocam HR-meHexmeHTa.

Koctiok U.B. - mpenogasarens OUY «Cnennaiucty.
Kykona T.b. - npenonaBatens OUY «Cneruanucty.

I'peuxo E.B. - npenogaBarens OUY «Cnenuanucty.

PenensenTrr:

« » 20 T

[Iporpamma pexkomenagoBana k peanusamnuu [lenarornueckum coperom OUY «Cnenuanuct
AHHOTANuA

[Iporpamma npodeccnoHaTbHONH TMEpPenoAroToBKH «PyKOBOIUTENb KaApOBOH CIyk OBl CO
sHaaueM 1C:Ilpeanpustue 8. YmnpapneHue mnepcoHamoMm (pemakmus 3.1) - TOMHBIA Kype»
COOTBETCTBYET TpeOOBaHMUSIM HpPOPECCHOHATBHOrO craHaapTa «CIenuanucT MO YHPaBICHUIO
nepconanom» (Ilpukaz Muntpyna P® ot «06» oxTs16ps 2015 1. Ne 691n).

TpeboBanusi K mOCTynmaromydM Ha oOOydeHHe: cpeaHee NpodecCHOHATbHOE WM BBHICIIEE
oOpazoBaHue, OOydeHHWE II0 TporpaMmam OakajgaBpuaTa, CICHHAINTETa W MarucCTPaTyphbl.
[Iporpamma HampaBiieHa Ha COBEPUICHCTBOBAHHE MMEIOLIMXCS y CIylIaTeleld KOMIIETCHIUM, a
TakK€ Ha TOJyYEeHHUE HMU HOBBIX KOMIIETEHIIMM, HEOOXOAUMBIX Ui MpodhecCHOHATHLHON
nearenbHoCcTU. [locie ycnemHoro OCBOGHMS Kypca M 3allMThl MTOTOBOM aTTECTALMOHHOM
paboTHI CITyIIATENH TOMYYaAIOT ITUTIIIOM O MPOPECCHOHATBHON MEPENOrOTOBKE 0€3 MPHUCBOCHUS
KBAJTM(HUKAIIMA M HMMEIOT IpPaBO Ha BeACHHE MPO(ECCHOHATBFHOU EeATEIBbHOCTH B cdepe
Byxranrtepckuii yder. IIporpamma peanusyercs B oObeme 288 akageMuueckux yacoB. Cpok
00ydeHUs1 6 MECSIIEB U COCTABIISIET 25 HECIb.
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COJAEPXAHUE

OO0m1ast xapakTepUCTUKA IPOTPAMMBI

1 Ilens mporpaMmsl

[Tnanupyemsble pe3ynbTaThl 00yUeHHs

Yy4eOHblIil I1aH

Kanennapusriii yueOHblIii rpaduk

I'paduk aTrecranuit

OpranuzanvoHHO-NIEAArOTHYECKUE YCIIOBUS PEATM3ALUN IPOIPaMMBI

N N | R W N

q)OpMBI aTrTeCTallu, ONCHOYHLIC MaTCpUAJIbl U KPUTCPUU OLICHUBAHUS

pe3yabTaTOB OOYICHHS

[Tpunoxenue 1. Paboune nmporpaMmel y4eOHBIX TUCITUTUIHH

[Ipunoxenue 2. [IporpaMma HTOroBoM aTTeCTalluu




OBLIASA XAPAKTEPUCTHUKA ITPOI'PAMMBbI

[Tporpamma npodeccruoHanbHOM MepenoAroToBku «PykoBoaUTENh KaJpOBOW CIykKObI CO
sHaaueM |C:Ilpenmpustue 8. Ympasinenue nepconanom (pemakuus 3.1) - TOTHBIA Kypey,
SBIISICTCS JIOMIOJHUTEIBHON NMpodecCHoHaNbHOM MPOrpaMMOil U IIpeACTaBiIsieT COO0ONH KOMILIEKC
OCHOBHBIX XapaKTEPUCTHUK 00pa3oBaHUs (00BEM, COIEp)KaHHE, IUIAHUPYEMBIC PE3yJbTaThl),
OpraHU3aIlMOHHO-TIEJATOTHYECKUX  yCIIOBUK, (opm  arrectanuid, pa3paOOTaHHBIA U
yrBepkaeHHbld  OUY «Cnenmanuct» ¢ y4eToM MOTpeOHOCTEH  OOIMIEPOCCHMCKOTO |
PErHOHANBHOTO PHIHKA TPYAA.

[Tporpamma pa3paboTaHa Ha OCHOBE CIEAYIOIINX HOPMAaTHBHBIX JOKYMEHTOB:

—  Tpynosoii kogekc Poccuiickoit @enepannu ot 30 nexadps 2001 r. Ne197-D3;

— @epepanpHblii 3ak0oH 0T 29 nekabps 2012 1. Ne273-®3 «O06 obpa3oBaHuu B
Poccuiickoit denepanuny;

— Ilpukaz MunHHCTEpCTBAa TpyAa M COLMAIBbHON 3amuThl Poccuiickoi denaepanuu OT
12 ampenst 2013 1. Nel48u «O06 yTBepkIeHHH YpOBHEH KBanu(UKAIMKA B IENIX pa3paboTKu
IIPOEKTOB MPO(HECCHOHATILHBIX CTAHIAPTOBY;

— Ilpukaz MunuctepctBa oOpa3oBanusi U Hayku Poccuiickoit deneparuu ot 1 urons
2013 1. Ne499 «O6 yrBepkaenuu [lopsiaka opraHu3alii U OCYIIECTBICHUsT 00pa30BaTEIbHOM
JeSITeILHOCTH 10 JIOMIOHUTEIBHBIM NMPO(eCcCHOHAIBHBIM IPOTpaMMam»;

—  KanuukaumoHHBIA CHPAaBOYHHUK JOJDKHOCTEH PYKOBOJUTENCH, CHELHUATNCTOB U
OpYTUX CiIyXalux 4-€ u3JaHue, TONOJHEHHOE, YTBEP)KJIEHHOIO MOCTaHOBIeHHEM MuHTpyna
P® ot 21 aBrycra 1998 r. N 37;

— Ilpuka3z MunucrtepcTBa Tpyaa u conuanbHOl 3ammuThl Poccuiickoit deneparun «O06
yTBEpkKACHUH MpodecCHoHaIbHOro crannapra «CHenuamucT MO YIPaBICHUIO MEPCOHATIOM)
(ITpukaz Muntpyna P® ot «06» oktsiops 2015 r. Ne 691h)

- Ilpuxaza MunuctepcTBa o0pa3oBanus W Hayku Poccuiickoit ®denepanuu «O0
YTBEPXKICHUH (hefepalbHOTO TOCYJapCTBEHHOTO 00pa30oBaTeIbHOIO CTAaHAAPTAa BBICHIETO
oOpazoBanus mo HampasieHuto noarotoBku 38.03.03.  «YmpasneHue nepcoHanrom» oT 14
nexadps 2015 r. N 1461.

—  VYcraB OUY «Cnenuanucty;

— Ilonmoxxenne o mopsinke pa3pabOTKU W YTBEPXKIEHHUS  JOMOJHUTEIbHBIX
npodeccuoHabHBIX TiporpamMm B OUY «Crienmanucty.

Cpox oOyuenust coctaBisieT 6 MmecsneB (25 Henmens). [Iporpamma npodeccrnoHanbHOM
nepenoAroToBku  «PykoBoauTenp KamapoBoil cimyxkObl co 3HanmeMm 1C:llpegnpusitue 8.
VYnpasienue nepcoHanoMm (pemakiust 3.1) - MOMHBIA Kypec» COACPKUT paboune MpOrpaMMBI
y4eOHBIX TUCHUIUIMH: 9 0053aTENbHBIX AUCUUIUINH (KypCcOB), IIPOTPaMMy MUTOTOBOW aTTeCTAIlH
(mpunoxxeHue 2).

NEPEYEHB ONPEJEJEHUNA U COKPAIIIEHUI

BO — Bricmiee oOpa3zoBaHue

JIIIT — nononauTenbHas npodeccuoHaNbHas TporpaMma
OK — o0mue (001eKyabTYpHbIC) KOMIIETCHIINN

OIIK — o6menpodeccnoHanbHbIE KOMITETEHITUN

OT® — o6o0mmeHHas Tpya0Bast QyHKIHS

1K — npoeccnoHanbHbie KOMIETEHIINU



I1C — npodeccnoHanbHBINA CTaHIAPT

[ICK — mpodeccrnonanbHO-CIIeIUaTH3UPOBAHHBIE KOMITETEHITUT

T® — tpynoBas pyHKuusA

VK — yHuBepcajabHble KOMIIETCHIIUU

@I'OC — penepanbHbIi rOCy1apCTBEHHBINH 00pa30BaTENbHBINA CTaHAAPT

Tabmuma 1 — CBs3b JOMOTHUTETHHON MPOodheCCHOHATBLHON MPOrpaMMbl ¢ TPOPECCHOHATBHBIMU

CTaHJapTaMH
HanmenoBanme HanmenoBanmue Yposens kBamdukanun OTD u (nau) TD
IIPOrPaMMBI BBIOPAHHOTO
po¢eCCHOHAIBHOTO
cTa”aapTa (0THOTO
WJTH HECKOJIBKHUX ),
OT® u (wm) TD
«PyxoBonureins «Y1paBiieHHE YpoBenb kBaaupukanum — 6
KaJIpOBOM CITY>KOBI MIEPCOHAIOM» OTo:
CO 3HAHUEM IIpukas E.6. [lesTenbHOCT IO OpraHu3alyy Tpyaa u
1C:IIpeanpusitue 8. MunucrepcTBa OIuIaThl MEPCOHANIA
VYpasneHue Tpyza u conuanbHo | Td:
MepCOHAIIOM 3aIUThI E/01.6 Opranuzamnus Tpyna nepcoHana
(penaxius 3.1) - Poccutickoi
TIOJTHEIN Kype» denepanun «O6 E/02.6 Opranu3aius omiaTsl Tpyaa MepcoHania
YTBEPXKICHUH
POdECCHOHATBHOTO E/03.6 AnMuHUCTpHUpPOBaHHE MTPOLIECCOB U
CTaHJapTa JOKYMEHTO00O0pOTa IO BOIIPOCAM OpTraHU3aliH
«CnenmanucT Mo | Tpyjaa u OIIaThl epcoHaia
YIIPaBICHUIO
MEPCOHATIOM
(ITpuka3 MunTpyna
P® ot «06» oxTAOps
2015 r. Ne 691n)

Ta6muia 2 — ComnocTaBlieHHE ONMMCAaHUs KBaTU(UKAITUN B TPOPECCHOHATBHOM CTaHIAPTE C
TpeOOBaHUSIMU K pe3yibTaTam noarotoku mo ®I'OC BO

[TpodeccrnonanbHbIi dI'OC BO 38.03.01 DKOHOMUMKA (ypoBenp bakanaBpuar)
CTaHJapT
TpynoBbie pyHKIUM: Buasbi npodeccnoHaJIbHOM 1eATEILHOCTH:

E/01.6 Opranuzanus OPraHu3alOHHO-YNIPABJIEHYECKAs U IKOHOMHYECKas
Tpy/a IepcoHana AeSITeJIbHOCTh:

e 3HaHUEM OCHOB pa3pabOTKH U pealu3aluu KOHLIENINH
yIpaBJIEHUS EPCOHAIOM, KaJIpOBON MOJUTUKN
OpraHu3aliM, OCHOB CTPATErMYECKOI0 YIIPAaBICHUS
[EPCOHATIOM, OCHOB ()OPMHUPOBAHHUS U HCIIOIB30BaAHUS
TPYAOBOIO NOTEHIMAJIAa U MHTEJUIEKTYaJIbHOIO KaluTasia
OpraHu3aIiy, OTACIFHOTO PA0OOTHUKA, a TAK)KE OCHOB
yIpaBJIEHUS] HHTEIUIEKTYalbHON COOCTBEHHOCTBIO U
yYMEHME NPUMEHATh UX Ha npaktuke (I1K-1);




3HAaHMEM OCHOB Pa3pabOTKH W BHEIPEHUS TPEOOBAHMM K
JOJKHOCTSIM, KPUTEpUEB MO00pa U PACCTaHOBKU
nepcoHalia, OCHOB HaiimMa, pa3paboTKy U BHEAPEHUS
porpamMm M mpoueayp noadopa u oroopa nepconana,
BJIAJICHUEM METOJaMH JIEJIOBOW OLIEHKHU IEPCOHAJIA MTPU
HaliMe U yMeHUe puMeHATh ux Ha npakTtuke (I1K-3);
3HanueM TpynoBoro kojaekca Poccuiickoit @enepanuu u
HWHBIX HOPMATHUBHBIX IPABOBBIX dKTOB, COACPKAIIUX
HOPMBI TPYJOBOTO MIpaBa, 3HAaHUEM MPOLETYp MpUeMa,
YBOJILHEHUS, TIEPEBO/Ia HA IPYTYIO padoTy U
nepeMeneHusl IepcoHasa B COOTBETCTBUU ¢ Tpya0BbIM
kogexkcoM Pocculickoit denepanuu U BlIageHUEM
HaBbIKaMU 0()OPMIIEHUS COITPOBOXKAAIOIIEH
nokymentanuu (I1K-10);

E/02.6 Opranusamus
OILJIaThI TPY/a EPCOHANA

OPraHUu3aluOHHO-YIIPABJCHYECCKAA H IKOHOMHUYECKasA
AEATECJIBbHOCTD:

3HaHHWEM IPUHLIUIIOB U OCHOB (POPMHUPOBAHUS CHCTEMBbI
MOTHBAIIMH U CTUMYJIMPOBAHUS NIEpcoHaIa (B TOM YHCTIe
OIUIATHI TPYAQ), MOPSAKA TPUMEHEHHUS TUCHUTLTUHAPHBIX
B3bICKAHUM, BJa/IeHUE HaBbIKaMH 0(OpMIICHUS
pe3yJIbTaTOB KOHTPOJIS 3a TPYJAOBOM U UCIOJHUTEIBCKOU
JTUCIUIUIMHOM (JOKYMEHTOB O MOOUIPEHUSX U
B3BICKAHUSAX) U1 YMEHUEM MPUMEHSTh UX HA MPAKTUKE

(ITK-8);

nn(l)opMaunonno-aHaJanquRaﬂ AeATECIbHOCTD:

3HAHUEM OCHOB MPOBEJCHHUS aAyAUTa U KOHTPOJUIMHTA
nepcoHala U YMEHUEM IPUMEHSTh UX Ha MPaKTHUKE,
BJIQJICHUEM BaXXHEHITUMU METOAAMH SKOHOMHYECKOTO U
CTaTHCTUYECKOTO aHAJN3a TPYAOBBIX MTOKa3aTesei,

MeToaMu 010 KeTHpoBaHus 3aTpart Ha nepcoHan (I1K-
26);

E/03.6
AMUHUCTPUPOBAHUE
IPOLIECCOB U
JIOKYMEHTO000pOTa 110
BOIIPOCAM OpraHHU3aluu
TPyZa ¥ OIUIaThl IEpCOHAA

OPraHu3alMOHHO-YIIPABJICHYCCKAA U IKOHOMHUYCCKANA
AEATCJIbHOCTD:

3HAaHMEM OCHOB Pa3pabOTKH U BHEAPEHUS KaJAPOBOM U
YIPABJICHUYECKON TOKYMEHTALUHU, ONTUMHU3ALIII
JIOKYMEHTOO000pOTa M CXeM (PYHKITHOHATHHBIX
B3aUMOCBSI3EH MEX1y MOApa3IeICHUsIMU, OCHOB
pa3paboTKU U BHEAPEHUS MPOLEAYp PETYIUPOBAHUS
TPYJIOBBIX OTHOIICHHUH 1 COMPOBOKIAIOIIEH
nokymentanuu (I1K-12);

YMEHHUEM BECTH KaJPOBOE JAEIIONPOU3BOJCTBO U
OpraHU30BBIBATH APXUBHOE XPAHEHHUE KAJAPOBBIX
JIOKYMEHTOB B COOTBETCTBUU C JICUCTBYIOIIMMHU
HOPMAaTHUBHO-TIPABOBBIMU aKTaMH, 3HAHUEM OCHOB
KaJIpOBOM CTATHCTHKH, BIaJICHUEM HaBbIKAMHU
COCTaBJICHUS KaJIpOBOM OTYETHOCTH, & TAK)KE HaBbIKAMU
03HAaKOMJICHHSI COTPYHUKOB OPraHU3aLUH C KaJpOBOM
JOKYMEHTAlUEN U AEHNCTBYIOIIMMU JJOKAIbHBIMU
HOPMAaTUBHBIMH aKTaMH, yMEHHE 00ECIIEUNUTD 3alIUTy
NEPCOHAIBHBIX JaHHBIX coTpyAHHKOB (I1K-13);

I/IH(l)OpMaHI/IOHHO-aHaJII/ITPl‘IeCKaH AEeATECJIBbHOCTD:




BJIaJICHHEM METOJaMH M MMPOTPAMMHBIMH CPEIICTBAMH
00paboTKH Jem0BoM H(pOpMaIuy, HaBEIKAMH pabOTHI CO
CHEIUAM3UPOBAaHHBIMU KaJJPOBBIMH KOMITHIOTEPHBIMH
poTrpaMMaMH, CIOCOOHOCTHIO B3aUMOJICHCTBOBATH CO
ciry>k6amMu HH(POPMALIMOHHBIX TEXHOJIOTUNA 1
3(PEKTUBHO HUCIIOIH30BATH KOPITOPATHBHBIC
UH(POPMALIMOHHBIE CUCTEMBI ITPU PELICHUH 33134
ynpasienus nepconangom (ITK-27);




1. IEJIb IPOI'PAMMBI

Lenpio HacTOAIIEH MPOrpamMMbl SIBISAETCS HMOATOTOBKA OOydYarOMMXCsl A7 paboThl B
cpepe byxrantepckoro ydera, ¥ B YacCTHOCTH, JJIsi BBIMOJHEHHUS BUAA NPO(HECCHOHAIBHOM
JeATEIbHOCTH:

OPraHu3alUuOHHO-YIIPABJCHYCCKAA H IKOHOMUYECCKaA 1€ATCJIbHOCTD,
I/IH(l)OpMaHI/IOHHO-aHaJII/ITPl‘IeCKaﬂ AEATECJIBbHOCTD

KBanudukamonHsiii ypoBeHb — miecToil. J[nsg BbImogHEHHs pabOT MO PEIICHUI0
IIPAKTUYECKUX 3a1a4: JesATeJbHOCTD 110 OPraHUu3alMy TPYAA U OILIATHI EPCOHAJIA

Bo3moxxHoe mecTo paboThl (THUIBI MPEANPUATHIA): KOMMEPUYECKHE M HEKOMMEPUYECKHE
OpraHu3aIug.

2. INIAHUPYEMBIE PE3YJIbTATBI OB YYEHUA

BeimyckHUK,  OCBOMBHIMK  MPO(ECCHOHAIBHYIO  MPOrpPaMMy  JOMOJHHUTEIHLHOTO
obpaszoBanust (TmpodecCHOHATIEHONW TMEepPEenoATrOTOBKM) JOJDKEH 00J1alaTh KOMIIETSHITUSIMA
MeHe/IKepa Mo MepPCOHAJy, MO3BOJISIONIEM BBHIMONIHATHL TpynoBbie (GyHkimu E/01.6-E/03.6 B
chepe ynpaBiieHHS MEPCOHATIOM

[lepeuenr KoMIleTEHIMM, QOPMUPYEMBIX B MpPOILECCE OCBOCHUS MIPOrpaMMBbI
cootHeceHHbIX ¢ ®I'OC BO npezacrasnen B Tabmuie 3.



Ta6muma 3 Tlepedenp komneTeHIMH, HOPMHUPYEMBIX B MPOIECCE OCBOCHHS MporpaMmbl cooTHeceHHBIX ¢ DT'OC BO

BBIHYCKHI/IK JOJI2KCH O6Ha[[aTb HpO(bGCCI/IOHa.HBHBIMI/I KOMIICTCHIHUAMU, COOTBETCTBYIOIIIMMU BUIaM ACATCIILHOCTU (O6H3&TGHBHBIG p€3yJ'H>TaTI:I)Z

Bupa nesite1bHOCTH/TPYI0Bast

HaumenoBanue npogeccuonaabHbIX komnerenunii (PIrocC BO)

IIudp n Hazpanue komnerennnu B JAIIII, nas popmupoBanus

dyHkuns TPYAOBBIX (PYHKIUIA, onIpee/IeHHbIX MPO(CTAHAAPTOM
OpraHu3anuoOHHO- - 3HAaHUEM OCHOB pa3pa60TKH U pcain3alini KOHICIIIUN - 3HAHUEM OCHOB pa3pa60TKH " pcain3aliu KOHICIIIIUN
ylnpasBjieHYecKas U YIPABJIECHUS IEPCOHATIOM, KaJPOBOM MOJIUTUKU YIIPaBJICHUS TIEPCOHATIOM, KaJPOBOW MOJUTUKHA OPraHU3aIUH,
IKOHOMHYECKasA opraHu3ali, OCHOB CTPATCTUICCKOTO YIIPABJICHHUA OCHOB CTPAaTCru4CCKOro yrnpaBJICHUA IIEPCOHAIOM, OCHOB
e TEeJIbHOCTD: MEPCOHAIOM, OCHOB (POPMHUPOBAHUS U HCIIOIb30BAHUS (hopMHUPOBAHKS M UCTIOIB30BaHUS TPYAOBOTO MOTCHIIMAIA U

E/01.6 Opranusamus Tpyna

TPYAOBOI'O NOTCHIMAJIA U UHTCIJICKTYAJIbHOTO KallnuTaia
opraHu3anuu, OTACIBHOT'O pa6OTHI/IKa, d TaKXXE€ OCHOB

WHTEJUIEKTYaJIbHOTO KanuTaia OpraHu3alnu, OTAEIbHOTO
paboOTHUKA, a TAK)KE OCHOB YIIPaBJICHUS MHTEJUIEKTYalbHON

nepcoHaia
P yIIpaBJICHUS! HHTEJUIEKTYalbHON COOCTBEHHOCTBIO U COOCTBEHHOCTBIO U YMEHHE IPUMEHSTH uX Ha npaktuke (ITK-
yMeHue mpuMeHsATh ux Ha npaktuke (I1K-1); 1);
- 3HAHHEM OCHOB Pa3pabOTKU U BHEAPEHHs TPEOOBAHUH K - 3HAHWEM OCHOB Pa3pabOTKU M BHEAPEHHs TpeOOBaHUH K
JOJDKHOCTSIM, KPUTEpUEB MOA00pa ¥ pacCTaHOBKH JIOJKHOCTSIM, KpUTEpUEB 110AOOpa U PAaCCTaHOBKU IIEPCOHANA,
IepcoHaia, OCHOB HaiiMa, pa3pabOTKU M BHEAPEHHUS OCHOB HaiiMa, pa3pabOTKU ¥ BHEAPEHHs IPOTPaMM U
porpamMm M Ipoueayp moadopa u oroopa nepconana, mporeayp moaoopa u 0oToopa rnepcoHaia, BaaacHueM
BJIa/ICHUEM METOJaMHU JI€JIOBOM OLIEHKH IEpCOHAaja IPM  METOJaMHM JI€JI0BOM OLIEHKH IepCOHaja Ipu HaliMe U yMEHHE
HaliMe ¥ yMeHUe puMeHATh ux Ha npakTuke (I1K-3); npuMeHaTh ux Ha mpaktuke (I1K-3);
- 3HaHueM Tpynosoro kogekca Poccuniickont denepanun - 3HaHueM Tpynosoro konekca Pocceuniickoit denepanuu u
Y UHBIX HOPMATUBHBIX NIPABOBBIX aKTOB, COAEPIKALINX MHBIX HOPMaTHBHBIX IIPABOBBIX aKTOB, COJIEPKAILUX HOPMBI
HOPMBI TPYJOBOI'O IIpaBa, 3HaHUEM IIPOLELYp pUEMa, TPYJIOBOI'O IIpaBa, 3HAHUEM IIPOLEAYp IPUEMaA, YBOJIbHEHHUS,
YBOJIBHEHUS, IEPEBOA HA IPYTYIO paboTy U NepeBo/ia Ha APYyryo paboTy U NepeMelleHus IepcoHaa B
[IEPEMEILICHHS IIEPCOHANIA B COOTBETCTBUU ¢ TpynoBelM  cooTBeTCTBUU ¢ TpynoBsiM KojekcoM Poceniickoit
koziekcoM Poccuiickoil denepanyiu v BiiaIcHUEM denepanuu U BlIaJieHUEM HaBBIKaMH O(pOpMIICHUS
HaBBIKAMHU O()OPMIICHHUS COITPOBOKIAIOIIECH conpoBoxaaromen gokymentanuu (I1K-10);
nokymenTaruu (ITK-10);
OpPraHu3anuoOHHO- OpraHH3aNMOHHO-YIIPABJIEHYECKAs M IKOHOMHYECKasl - 3HAHUEM MPUHIMIIOB U OCHOB (POPMUPOBAHUS CUCTEMBI
ylnpasJieHYecKasi 1 AeSITeJIbHOCTh: MOTHBAIUHU U CTUMYJIMPOBAHU NepcoHasa (B TOM YUCIIe
IKOHOMHYECKas - 3HAHWEM NPHUHIIMIIOB U OCHOB (DOPMUPOBAHUS CUCTEMBI  OILIATHI TPYAA), MOPAIKA TPUMEHEHUS AUCIUILTHHAPHBIX
AeSITeJIbHOCTh: MOTHUBALMH U CTUMYJIUPOBAHMs IEPCOHATA (B TOM UUCIIE B3bICKAHWM, BIaJJeHHE HaBbIKaMU O0()OPMIIEHUS Pe3yJIbTaTOB
HH(OPMaLITOHHO- OIIaThl TPYAQ), HOPSAAKA IPUMEHEHUS AUCUUIIIIMHAPHBIX |KOHTPOJIS 3a TPYAOBOM M UCIIOIHUTEIbCKOM TUCIUIUIMHON
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AHAJIUTH4YEeCKas
AEeATECJIBbHOCTD:

E/02.6 Opranuzamms
OILIATHI TPYAa IIEpCOoHAala

B3bICKaHMI, BIIaJIcHHE HaBBIKaMHU 0(OPMIICHUS
pe3yJIbTaTOB KOHTPOJIS 3a TPYJOBOM U UCIOJIHUTEIBCKOU
JUCHUTUTMHON (JIOKYMEHTOB O MOOMIPEHUSX U
B3BICKAHUSX) U YMEHHEM MPUMEHSAThH UX Ha MPAKTHUKE
(TIK-8);

HH(OPMAIMOHHO-AHAINTHYECKAS 1eSITeIbHOCTh:

- 3HaHUEM OCHOB IIPOBE/ICHU ayIUTa U KOHTPOJUIMHTa
NepcoHala U yMEHHEM IPUMEHSTh UX Ha MPaKTHUKE,
BJIa/ICHNEM BaXXHEUIIMMU METOJaMH 3KOHOMUYECKOI0 U
CTaTHUCTUYECKOTO aHaJIN3a TPYAOBbIX MTOKa3aTeNe,
MeToaMu 010 KeTHpoBaHus 3aTpart Ha nepcoHan (I1K-
26);

(TOKyMEHTOB O MOOIIPEHUSAX U B3BICKAHUSX) U YMEHHEM
npuMeHaTh ux Ha mpaktuke (ITK-8);

— 3HAHMEM OCHOB IIPOBEACHUS ayAUTa U KOHTPOJUIMHIA
NepCOHAaIa U YMEHUEM IPUMEHATh UX Ha IIPAKTHUKE,
BJIaJICHUEM Ba)KHEHIIIMMHU METO/IaMU 3KOHOMUYECKOT0 U
CTaTUCTHUYECKOIO aHaJIN3a TPYJOBbIX IOKa3aTesael, MeTo1aMu
OroKeTHpoBaHus 3aTpat Ha nepconai (I1K-26);

HNupopmannonHo-
aHAJIMTHYECKAs

AeATeTbHOCThD:
E/03.6

AJIMUHUCTPUPOBAHUE
MPOLIECCOB U
JIOKYMEHTO000pOTa 110
BOIIPOCAM OpraHHU3aluu
TpyJa U OIUIaThl IepcoHaa

OPraHM3alOHHO-YNIPABJIEHYECKAS U YIKOHOMHYECKAS
AeSITeJIbHOCTh:

- 3HAaHUEM OCHOB pa3pabOTKU U BHEAPEHUS KaIPOBOU U
YIPABJIEHYECKON TOKYMEHTALUH, ONTUMHU3 AT
JIOKYMEHTO0000pOTa U cXeM (YHKITMOHATBHBIX
B3aUMOCBSI3€1 MEXY NOAPA3IeICHUSIMHI, OCHOB
pa3paboTKu U BHEAPEHUS MPOIEAYP PETYIUPOBAHHUS
TPYAOBBIX OTHOLIEHHUN W COMPOBOKIAIOIIEH
nokymentanuu (I1K-12);

- YMEHHMEM BECTH KaJIPOBOE EIONPOU3BOJICTBO U
OpraHU30BBIBATH APXUBHOE XPAHEHHUE KAJAPOBBIX
JIOKYMEHTOB B COOTBETCTBUU C JICUCTBYIOIIIMMHU
HOPMAaTHUBHO-TIPABOBBIMU aKTaMH, 3HAHUEM OCHOB
KaJIpOBOM CTATHCTHKH, BIaJCHUEM HaBbIKAMHU
COCTaBJICHUS KaJIpOBOM OTYETHOCTH, & TAK)KE HaBbIKAMU
03HAaKOMJICHHSI COTPYHUKOB OPraHU3aLUH C KaJpOBOM
JOKYMEHTAUEW U AEHUCTBYIOIIMMU JJOKAIbHBIMU
HOPMAaTUBHBIMH aKTaMH, yMEHHE 00ECIIEUNUTD 3alUTy
NEPCOHAIBHBIX JaHHBIX coTpyAHHKOB (I1K-13);
HHGpOPMALMOHHO-AHAJIUTHYECKAS 1eATEIbHOCTD:

- 3HAHUEM OCHOB Pa3pabOTKU U BHEAPEHHSI KaJPOBOU U
YIpaBJIEHYECKON TOKyMEHTAllUN, ONTUMU3ALUN
JTOKYMEHTO000pOTa U CXeM (PYHKIMOHAIBHBIX B3aUMOCBS3EH
MEXy NOJpa3/IeleHUsIMHI, OCHOB pa3pabOTKH U BHEIPEHUS
MIPOLIELyp PEryIUPOBAaHUS TPYJIOBbIX OTHOIICHUNA U
conpoBoxaarorieit qokymentamnuu (I1K-12);

- YMEHHEM BECTH KaJIpOBOE AEIONPOU3BOACTBO U
OpPraHU30BBIBATh APXUBHOE XPAaHEHHUE KAJAPOBBIX JOKYMEHTOB
B COOTBETCTBHUH C ACUCTBYIOIIMMH HOPMATUBHO-TIPABOBBIMU
aKTaMM, 3HaHHEM OCHOB KaJIpOBOM CTaTUCTHKH, BIalCHUEM
HaBBIKAMU COCTABJICHUS KaJPOBOIl OTUETHOCTH, a TAKXKe
HaBbIKAMU O3HAKOMJIEHUS COTPYIHUKOB OpraHU3aluy ¢
KaJpOBOW TOKYMEHTALMEN U JEHCTBYIOIIMMH JIOKAIbHBIMU
HOpPMaTHBHBIMU aKTaMH, yMEHHE 00€CIIeUnTh 3alUTy
NEPCOHATBHBIX AaHHBIX cOTpyaHUKOB (ITK-13);

- BIIQJICHUEM METOJaMH U POTPaMMHBIMU CPEACTBAMHU
00paboTKH AeT0BOI HH(pOpMaIMK, HABBIKAMHU pabOTHI CO
CHEeLUATU3UPOBAHHBIMU KaJAPOBBIMU KOMIIBIOTEPHBIMU
[porpaMMaMH, CIIOCOOHOCTBIO B3aMMO/IEHCTBOBATh CO

ciry)x0amMu HHOOPMAITMOHHBIX TEXHOJIOTUH U 3(HPEKTUBHO
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- BIIaJIGHUEM METOJJaMH U TIPOTPaMMHBIMU CPEACTBAMHU
00paboTKH JemoBoM HH(pOpMaIuy, HaBEIKAMH PabOTHI CO
CHEIUAIM3UPOBAHHBIMU KaJJPOBBIMH KOMITBIOTEPHBIMH
porpaMMaMu, CIOCOOHOCTHIO B3aUMOICHCTBOBATH CO
ciry>x6amMu HH(POPMALIMOHHBIX TEXHOJIOTUNA 1
3(PEKTUBHO HUCIIOIH30BATh KOPITOPATHBHBIC
UH(POPMALIMOHHBIE CUCTEMBI ITPU PELICHUH 33734
ynpasienus nepconanaom (ITK-27);

HCII0JIb30BATh KOPIIOPATUBHBIC I/IH(bOpMaI_[I/IOHHBIe CHUCTEMbI
[P pEIIeHUH 3a/1a4 ynpasiieHus nepconaiom (I1K-27);

BrInTyCKHHK, OCBOMBIIHI MPOrpaMMy CITIOCOOEH K BBIMTOJTHEHUIO TPYIOBBIX (PYHKIIUH U HEOOXOAMMBIX JJISI 3TOTO TPYAOBBIX AciicTBui (Tab. 4)
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KAPTA KOMIIETEHIIMIA

Kapra kommereHIMi mporpaMMbl MPOGECCHOHATBHOW IEPErOAroTOBKA MPEACTABISICT JACKOMIIO3UIIUIO BBINICYKA3aHHBIX KOMIICTECHITHNA
(Tabmuma 3) Ha ypOBHE «3HATh, YMETHY.

Tabmuua 4 — CooTHeceHne TPYAOBbIX (YHKIUN, TPYIOBBIX ASHCTBUH, yMEHUI U HABBIKOB MPO(PECCHOHATBHOTO CTaHAapTa C POpPMUPYEMBIMHU

TpynoBble neiicTBUA YMenusn 3Hanus ugp
TpynoBbie KOMIIETeHIIUH
GyHkuMH JIIII
AHanusz mpoueccoB, npaBwi M nopaakoB | Odopmisite  mokymeHThl  no  BompocaM | [lopsimok  odopmitenus,  Bemenus  u | [[K1
E/01.6 OpraHM3aluu IpHU MPOBEACHUU Me}zonpmmﬁ NIPOBEAEHUS o0y4eHwus, aJanTaluuu W | XpaHCHWS JIOKyMCHTALMH, CBSI3aHHOM C [IK3
OpraHu3ars [0 Pa3BUTHIO W NMPOQECCHOHATBHON Kapbepe, | CTAXKUPOBKM,  PAa3BUTHA W TIOCTPOEHHS | CHCTEMOW  OOydeHHs,  ajanTanud W K10
p o0ydeHHIo, ajanTalud W CTAXHUPOBKE | MPO(PECCHOHANBHOW  Kaphephl  IEPCOHANA, | CTAXKHPOBKH, pPA3BUTHA W MOCTPOSHHUS
Tpyna nepcoHana JloKyMeHTaIMOHHOE O(QOpMIICHHE | MIPEAOCTaBIsIEMbIE B TOCYAApPCTBEHHBIE OPTaHbl, | MPO(EeCCHOHANBHON Kapbephl IepcoHaNa
nepcoHajia pe3yIBTATOB MEPONPUATHA O PAa3BUTHIO H | MPOo(eCCHOHATHHEIC COIO3BI " apyrue | Ilopsmox ¢opmupoBanus, BeneHHs OaHKa
npodecCHOHaNbHONH  Kapbepe, OOydYeHHMIO, | IPEACTaBUTEIbHbIC OpTaHbl pabOTHHUKOB | JaHHBIX O IIEPCOHANC OPTaHM3aAlMH |
ajanTaud W CTaXHpoBKe  mepcoHana | ObecmeunBaTh JOKYMEHTALIMOHHOE | MPEIOCTaBICHUS OTYETHOCTH
[MoaroroBka MHAWBUIYaJIbHBIX NPEIUIOKEHUH | COMPOBOXKICHUE OOydueHMs, anantaumd U | HopmaTuBHBIE [IpaBOBLIE aKTBhI,
Ha  OCHOBE  pPE€3yJAbTaTOB  IMPOBEIEHUs | CTAXXUPOBOK,  Pa3BUTHIA M TOCTPOCHUS | PEerylupylouue mnpaBa H  005S3aHHOCTH
MEPOIPUATHUIL 1o pPa3BUTHIO U | mpodeccrHoHaIbHON Kapbepbl [EPCOHANIA | TOCYAAPCTBEHHBIX OPraHOB U OpPraHU3aIUuU
npodeccHOHAILHOM  Kapbepe, 00ydeHHIO, | AHamM3UpOBaTh  [paBUia, HPOLEAYpsl U | IO [IPEOCTABICHUIO Y4ETHOM
ajanTaMd W CT@XUPOBKE  IIEPCOHANIA | MOPSIKU MPOBEACHHs OOYYeHHs, ajanTaluu U | gokyMeHtauumu llopsgok — odopmieHus
IToaroroska [IPEII0KEHU I [0 | CTAXUPOBKM,  Pa3BUTUA U IOCTPOEHHUs | JOKYMEHTOB, MIPEAOCTABIISIEMBIX B
COBEPLICHCTBOBAHUIO  CHCTEM  OOydYeHHS, | MpodecCHOHATbHON Kapbephl [IepCcoHaNa | TOCYAapCTBEHHBIE  OpraHbl M HHBIE
ajganTanui W CTAXHUPOBKM, pa3BuTus U | OpraHu3oBBIBaTH XpAaHEHHE JOKYMEHTOB B | opranm3anuu OCHOBBI JTOKYMEHTOOOOPOTa
MOCTPOEHHUA  NPOGECCHOHATBHON  Kapbhephl | COOTBETCTBUH ¢ TpeOOBaHUSAMHA | H JIOKYMEHTallHOHHOT O obecrieueHns
nepconana ConpoBOXAEHUE IOroBOpPOB IO | 3akoHomarenscTBa Poccuiickoit @enepanuu u | [opsaok NIPOBEAEHUSA 3aKyIOYHBIX
OKa3aHUIO KOHCYJBTAllHOHHEIX, | JIOKAJbLHBIMU aKTaMu OpraHM3aliy | TPOoLexyp U OGOPMIIEHHUS COIYTCTBYOLIEH
MH(OPMALMOHHBIX YCIYT, HEOOXOMUMBIX ISl | AHAJIM3UPOBATh JIOKYMEHTBI W NEPEHOCUTH | AoKyMeHTauuud CTpyKTypa OpraHu3aluu U
NpoBeJCHUsI  OOy4eHWs, ajantaudd W | nHpopMauuioo B MHOOPMALMOHHBIE CHCTEMbl M | BaKaHTHbIC JIOJDKHOCTH (mpodeccun,
CTOXHUPOBOK,  pa3BUTUsl ¥  TOCTpOeHHUs | 0a3bl JaHHBIX BecTn y4er U perucTpauuio | CrelnuagbHOCTH) 24 Tpynosoe
npodecCHOHANBPHON  Kapbepbl — NEpPCOHANa, | JOKYMEHTOB B WMH(OPMAIMOHHBIX CHUCTEMax M | 3aKOHOIATEIbCTBO 51 HHBIE aKTBhl,
BKIIIOYAs TpEeABAapHUTEIbHBIC TPOLEAYphl IO | HA MaTepHAJIbHBIX HOCHTEIIX PaboraTh cC | comepkamipe HOPMBI TPYJOBOTO IIpaBa
UX 3aKJII0YCHUIO BrinonHnenne TpeboBaHuii 10 | HMHPOPMALMOHHBIME ~ cucTeMaMu W 0azamu | OCHOBBI apXHMBHOTO 3aKOHOJATENbCTBA H
XpaHeHHI0O MH(GOpPMAaLMK O pe3ysbTaTax | JaHHBIX 110 BOIpocaM OOYYeHHs, alalTalid ¥ | HOPMaTHBHBIC NPaBOBBIE aKkThl Poccuiickoi
oOydeHus, ajanTallii W  CT@KUPOBKHM, | CTAXXMPOBKM,  pa3BUTHA W mnoctpoeHus | Dexeparuw, B 4acTH BEJICHUS
pasBUTHSL M TIOCTPOCHHS IMPOQPECCHOHATIBHON | MPO)ecCHOHAIBHOW  Kapbephl  MNEpCcOoHaNa, | JOKyMEHTauu 10 rnepcoHany OCHOBHI

Kapbepbl epcoHaa

BCACHUA Y4Y€Ta KaHAWAATOB HAa BaKAHTHBIC

HaJIOrOBOTI'0 3aKOHOJaTelbcTBa Poccuiickoi
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JIOJDKHOCTH  (TIpodpeccur,  CIICHHAIBbHOCTH)
Bectu nenoByro nepenucky Co0moaats HOPMEI
STHKH JIEJIOBOTO OOILEHHUS

®epepanun 3akoHoAaTENbCTBO Poccuiickoit
Oepepauii 0 MEPCOHAIBHBIX  JAaHHBIX
TexHonoruu, MeToAbl U  METOAMKH
MPOBE/ICHUS aHalN3a W CHCTeMAaTH3aI[iH
JIOKyMeHTOB M wuH(popmarmn JlokansHBIE
HOpPMAaTHBHBIC aKTHI OpTaHH3aINH,
perymupyromue TMOpSAOK  pa3BUTHA U
MTOCTPOSHHSI TPO(PECCHOHATBHON Kapbepel,
oOydeHHs, aJanTalii ®  CTAXHUPOBKH
repcoHaa TTopsnox 3aKJIFOUEHHUS
JIOTOBOPOB  (KOHTpakToB) HopMmbI 3THKH
JenoBoro  oOmeHuss ba3oBble  OCHOBBI
MH(OPMATUKH, CTPYKTYpHOE MOCTPOCHHE
MH(OPMALIMOHHBIX CHCTEM W OCOOCHHOCTH
paboThI ¢ HUMH

E/02.6
Opranuzanus
OTUIaTHI TPyAa
nepcoHasa

AHau3 yCHENHBIX KOPIOPATHBHBIX MPAKTHK
[0 OpTaHU3allMd HOPMHUPOBAHHS TpyHa IS

Pa3IHMYHBIX KaTeropui nepcoHana,
0COOEHHOCTE MPOU3BOJICTBA U JEATEILHOCTH
OpraHu3aiiu PazpaboTka CHUCTEMBI

OpTraHW3allii TpyHa MEepcoHaja M TOpsIKa
HOPMHUPOBAHUS TPyAa Ha pabOYMX MeCTax ¢
OIICHKOH 3aTpaT Ha IiepcoHal BHeapeHwue
CHUCTEMBl OpTraHU3alMU TPyla IMepcoHala H
KOHTPOJISI HaJ HOPMHUPOBAHUEM c
OTPE/ICTICHUEM TPYIO0EMKOCTH, HOPMATHUBHOM
YHUCJIEHHOCTH, TrpadMKoB pabOT M YCIOBHH
omaTel  TpyZJa IepcoHana  BeisBrneHHe
PE3epPBOB TOBBIMICHUS TPON3BOIUTEIHLHOCTH
TpyAa ¥ KauecTBa HOPMHPOBAHUS Tpy[a,
MOJITOTOBKA TIPEAJIONKCHAN I0 W3MEHCHHSIM
yCIIOBMI ¥  OIDIaTBI  Tpyda IMepcOHaia
ITonroroska MpeII0OKEHU I o
(hopMHUpPOBaHMIO OOKETa HA OpPraHU3aIUI0
Tpyaa IepcoHana Onpenenenune
3¢ HEKTHBHOCTH paboThl CHUCTEMBI
OpraHu3alui TPyJa W HOPMHPOBAHHUSA TPyAa
Ha pabounx MecTax

BHGL[pﬂTL METOAbI paHHOHaﬂLHOﬁ OpraHm3zanuun

TpyOa PaspabatsiBaTh TUTaHBI
OpTaHN3aIMOHHBIX u TEXHUYECKUX
MEpOIPUSTHA o MTOBBITIICHUIO

MPOM3BOJIMTEIBHOCTH Tpyla AHAIU3UPOBATH
COCTOSIHME HOPMHPOBAHUS TpPyJa, KadecTBO
HOpM, TIOKa3aTelicl 1Mo TPyAy AHAIU3HPOBATh
3¢ GEKTHBHOCTh PabOTHI CHCTEMBI OpPraHU3alUU
TpyAa IEpCcOoHaja W HOPMHPOBAHUS TpyJda Ha
pabounx MecTax CocCTaBnsTh u
KOHTPOJHPOBATh CTAThU PACXOJOB HA OILIATY
TpyAa  TepcoHana A [UIAHUPOBAHUS
oromxeroB Paborath ¢ WHPOPMAIHOHHBIMHU
cUCTeMaMu u 06azaMi  JIaHHBIX o
HOPMHUPOBAHUIO M OIUIATe TPyda MepcoHana
PaspabareiBaTh ¥ OQOPMIIATH JAOKYMEHTHI IO
HamnpaBneHuto  gestensHoctn  CobmromaTh
HOPMBI 3TUKH JIEIOBOTO OOIICHUS

@®opMBl M cHCTEMBI 3apa0OTHOW IUIATEHI,
HOPSJOK COCTaBJIeHUs O0r0keToB CHCTEMBI,
Mertonbl W (GOPMBI  MaTEepUaJIbHOIO |
HeMaTepHalbHOTO CTUMYJIHPOBAHUS TpPyZAa
nepcoHana  TeXHOJOTMM W METOIbI
(dhopmupoBaHUSI U KOHTPOJS OIOKETOB H
¢onnoB Ilopsimok Tapupukanuum pabot u
paboumx, YCTaHOBJEHHUS JOJDKHOCTHBIX
OKJIaJI0B, JIOTUIAT, Ha/10aBoOK u
k03¢ ¢uurMeHTOB K 3apaboTHOW  miare,
pacyera CTUMYJIHMPYIOMINX BBIIUIAT MeToabI
OIpEe/IeJIeHUs] YUCIICHHOCTH pPaOOTHUKOB
Tapu¢Ho-KBamH(UKATHOHHBIC

CIpaBOYHHUKH paboT u mpodeccuii padoanx
U KBaJIM(HUKALMOHHBIE XapaKTePUCTUKH
JOJDKHOCTEH Cciyxammx MeTonsl ydera M
aHaIM3a  [OKasaTeled 1Mo  Tpyay W
3apaboTHOi miaTe TeXHOJIOTUH, METOABI U
METOJIMKM  TPOBEJCHUS  aHalu3a U

CUCTEeMaTH3aLuU JIOKYMEHTOB u
uapopmanmun  KanpoBas monutuka o
CTpaTerus OpraHU3aIIH CrpykTypa

OpraHuM3ani MW BAKAaHTHBIC JOJDKHOCTH
(mpodeccun, cnenmansHOocTH) TpymoBoe
3aKOHONATENbCTBO W WHBIE  aKTH,

ITIK8
I1K26
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coep)Kallie HOPMbI TPYAOBOTO IpaBa
OCHOBBI  HAJIOTOBOTO  3aKOHOJATEJILCTBA
Poccuiickoit denepannn 3akoHOIATENHCTBO
Poccuiickoit denepanyii 0 MepCcoOHAIBHBIX
MaHHbIX JIoKanbHBIE HOPMATHBHBIE AaKTHI
OpPTaHM3aIlH, PETYIHPYIOIUEe  OIUIaTy
Tpyaa OCHOBBI TEXHOJIOTHH IPOU3BOJICTBA
W JIeATeNFHOCTH opranm3anud  OCHOBEI
JIOKYMEHTO000pOTa U JTOKYMEHTAIIHOHHOTO
obecreyeHus [Mopsmox 3aKITIOYECHUS
JIoroBopoB (KoHTpakToB) OCHOBBI 00IIEH U
COIMAJIbHOM TICUXOJIOTUH, COIMOJIOTHU U
NcUXoyoruu Tpyaa HopMmel 3TUKH A€T0BOTO
obmennsi bazoBble OCHOBBI MH(OPMATHKH,
CTPYKTYpHOE IIOCTPOCHHE
WHPOPMAIIMOHHBIX CHUCTEM U OCOOCHHOCTH
paboThI ¢ HUMH

E/03.6
AJIMUHUCTPUPO
BaHUE
MIPOLIECCOB U
JTIOKYMEHTO000p
oTa 1o
BOIIpOCaM
OpraHu3aluu
TpyZa ¥ OILIaThI
nepcoHaa

AHanu3  TpOLECcCOB  JIOKYMEHTOO0OpOTa,
JIOKAIBHBIX ~ JIOKYMEHTOB [0  BOMpPOCaM
OpraHM3alii OIUIaThl W TPyJa I[epcoHaia
OcdopmiieHre JOKYMEHTOB IO  BOIIPOCAM
omiatel W TpyAa mnepcoHana [lomroroBka
MPEUIOKEHUIA IO BOIPOCAM OIUIATHI U TPYAa
nepconana [loaroToBka NpESIOKCHHNA IO

COBEPIICHCTBOBAHHIO CHCTEMBI OIUIATBl H
OpraHu3aIuH Tpyna nepcoHaa
JIOKYMCHTAIlMOHHOE H  OPraHU3alMOHHOEC

COIIPOBOXKJCHUE CHCTEMBI OpraHW3allld H
omratsl Tpyda mnepcoHana IlogroroBka u
00paboTka 3ampocoB U YBEJOMJICHHH O
pabOTHHKAaX B TOCYHAapCTBEHHBIC OpPTaHBI,
npoQecCHOHANBHBIE ~ COIO3BI WM ApYIHe
MIPEACTABUTENbHBIC OpraHbl PaOOTHUKOB, IO
cUCTeMaM oOIlIaThl M OpraHu3alud TpyAa
nepconana CoOMpoOBOXKAEHHE IOTOBOPOB IO

OKa3aHUIO KOHCYJIbTAaIllHOHHBIX,
WH(QOPMALMOHHBIX ~ YCIYr 10  CHUCTEMaM
OIIaThl M OpraHu3allMd TpyJa IepcoHaia,

BKJIIOYass MHOPEABAPUTCIBHBIC IMPOUECAYPLI II0
nX 3aKIIOYCHUIO

O6ecnieunBaTh JIOKYMEHTAIIMOHHOE
COIPOBOXKJCHUE MEPONPUITUN 10 OIulaTe |
opraHm3amuu Tpyga mnepcoHama OdopmisaTh

JOKYMEHTBl 10  BOIPOCaM  OIUIATBl |
OpraHu3aluu Tpyaa nepcoHana,
MPENOCTABISIEMbIE B TOCYIAPCTBCHHBIC OPTaHbl,
npodecCHOHANIBHBIE ~ COFO3BI WM JPYTHE
NpencTaBUTEIbHBIE ~ OpraHbl  pabOTHHKOB

AHaJ’II/ISI/IpOBaTL HOPMAaTUBHBIC U METOAUYCCKUC

JOKYMCHTbI 1o BoIpocaM OIlJIaThI )44
OpraHu3aLUH Tpyna nepcoHaia
OpraHu3oBBIBATE XpaHEHHE JOKYMECHTOB B
COOTBETCTBUH c TpeOOBaHUAMHU

3akoHoAarenscTBa Poccuiickoit ®denepaunu u
JIOKaJBbHBIMHU aKTaMu opraHu3anmu Bectu yder

u PETHCTPALIHIO JOKYMEHTOB B
nH(pOpMaMOHHBIX crcTeMax u Ha
MaTepualibHBIX ~ HocuTensix — Pabortath ¢
nH(pOpMALMOHHBIMM ~ CUCTEMaMH U 0azamu

JAHHBIX IO CHUCTEMaM OIUIAThl U OpraHUu3aluu
Tpyza IepcoHana IIpousBoauts
MpEeABApUTEIIbHBIC 3aKYIIOYHBIC MNPOUCAYPBI H
0pOPMIISITh COMYTCTBYIOMIYIO TOKYMEHTAITHIO

Iopsinok  odopmieHus, BemeHHS U
XpaHeHHs JOKYMEHTAllMH TI0 CHCTeMaM
OIJIaThl W OPTaHW3AIMH TPyHa MepcoHana
HopmaTuBHBIE TIPaBOBBIE aKTHI,
peryiupylomue TmpaBa ¥ O0SI3aHHOCTHU
TOCYAApCTBEHHBIX OPTaHOB M OpraHu3aluu
o MPEIOCTABICHUIO YUETHOM
JIOKyMEHTAalMU TeXHONOTHH, METOAbl U
METOIMKM  TPOBEJACHUS  aHamu3a |
CHUCTEMATHU3allunu JOKYMCHTOB )44
uHpopmanuu JlokanbHBIE HOPMATHBHEIC
AKTHI OpraHu3aIuH, perynupylomue
MOPSIOK  OIUIATBl,  OpraHM3aldd |
HOPMHPOBAHUS Tpyaa OCHOBHI
JOKYMEHTO000pOTa U JTOKYMEHTAIIHOHHOTO
obecieuernss  [lopsamox  QopmupoBaHUs,
BCACHUS 6aHKa JaHHBIX W MPEAOCTABJICHUA
OTYECTHOCTHU 1o CUucreMam OIlJIaThI )44
OpraHu3aly Tpyaa mnepcoHana TpymoBoe
3aKOHOAATCIIBCTBO n HUHBIC aKThI,
coJiepKale HOPMBI TPYIOBOTO mpaBa 29
OCHOBBI apXHMBHOTO 3aKOHOJATEIhCTBA U
HOPMAaTHBHBIE MPaBOBbIE aKThl Poccuiickoi

I1K12
I1K13
I1K27
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MO 3aKJIIOYEHHUIO JOTOBOPOB BecTu enoByro
nepenucky CoOJr01aTh HOPMbI 3THKH JIEJIOBOTO
o01IeHns

Ddeneparum, B 4acTu BEJICHUS
JIOKyMEHTaUMu 1o nepcoHany OCHOBBI
HAJIOTOBOT'O 3aKOHOJaTelbcTBa Poccuiickoit
®denepanum 3akoHOAATENBCTBO Poccuiickoit
Qenepaii. 0 TEPCOHANBHBIX  JTAaHHBIX
Hopsnok 3aKITIOYCHHAS JIOTOBOPOB
(KOHTPAKTOB) Hopsnok MIPOBEACHUS
3aKyMOYHBIX Tpomnenyp ¥ 0ohOopMIICHUS
CONYTCTBYIOIIEH JOKyMeHTauun Hopmsbl
STHKH JEJI0BOT0 00IeHusT ba3oBbie OCHOBHI
UHPOPMATUKH, CTPYKTYPHOE IOCTPOCHHE
MH(OPMALMOHHBIX CHCTEM W OCOOCHHOCTH
paboThI ¢ HUMH
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IJIAHUPYEMBIE PE3YJIBTATHI ®OPMUPOBAHUS KOMIIETEHIIAM U KPUTEPUU UX OLIEHVUBAHU A

Tabnuna 5 — CooTHeceHHE IUTAHUPYEMBIX PE3yIbTaTOB (POPMHUPOBAHUS KOMIIETEHIIUN C KPUTEPUSIMHU UX OLICHUBAHUS

IInanupyemblie pe3yabTaTbl 00y4eHHs

Kpurepun oneHuBaHus pe3yJIbTaTOB 00y4eHH

(cm. Tabauua 4) 2 3 4 \ 5
«He 3auTeHo» «3auteHo»
«YMeTb» YMeHus oTcyTCTBYIOT | YMeHus cpopmupo- YMeHus B 11eJI0M YMenus
1160 chopMUpOBaHBI | BaHBI HE TIOJHOCTHIO chopmupoBansl (70- chopMupOBaHbI B
MeHee yem 1o 50% ot 50 1o 70% 90%), HO TOMYCKAIOTCSl | TTOJIHOM 00BEME TI0
MEPEYUCIICH-HOTO MIEPEYUCIIEHHOTO OLIMOKHU, KOTOPbIE BCEM
MOTYT OBbITh BBISIBIIEHBI | NIEPEYUCICHHBIM
Y UCTPaBJIEHbI CAMUM BUJIaM
cllylaTesaeM
«3HaTb» 3HaHUs OTCYTCTBYIOT | 3HaHUS CPOPMUPO- 3HaHUS B LIEJIOM 3HaHus
1100 chopMUpPOBaHBI | BaHbI HE TIOJHOCTBIO | cpopmupoBansl (70- c(OpMHPOBAHEHI B

MmeHee yeM o 50%
MEePEUYHCIIEH-HOTO

ot 50 no 70%
MEePEYHCIIEHHOTO

90%), HO mOmyCKarOTCs
OLINOKH, KOTOpbIE
MOTYT OBITh BBISIBIICHBI
U HCTIPaBIICHBI CAMUM
CITymaTesneM

MOJIHOM 00BbeMeE IO
BCEM
MIEPEYNCIICHHBIM
BUIaM

ITPOBEPKA PE3VJIbTATOB ®OPMUPOBAHUSA KOMIIETEHIINU
Pesynbrarsel hopMupoBaHHsS KOMIETECHIIUI TPOBEPSIIOTCS B IPOIIECCE OCBOSHUS YU€OHON AUCIUILTUHBI, IPOMEKYTOUYHON aTTeCTaluu
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MATPHIIA KOMITETEHIIWIA

Tabmuma 5- MaTpuiia KOMIETEHITUH ¢ yKa3aHUEM OLIEHOYHBIX CPEJICTB

K1 | I[IK3 | IIK8 | IIK | IIK | [IK | [IK |IIK
Ne O 10 |12 |13 26 27 Bug/dopma ®opma
n/n JAucuunianaa/xype A aTTecTanmuu KOHTPOILHOTO
MepOonpUATHSI

1 Menepxep 1o nepcoHainy. MIIEPC + + + + + + + + [TpomexxyTouHas TECTUPOBAHUE

Yposens 1. 1-A /3auer
) PykoBoauTens CTpyKTypHOTO PYKIIO + + + + + + + + IIpomexyrounas TECTUPOBAHUE

noJipa3ziesieHus JIP1 /3auer

Kanposas paboTa B cOBpeMeHHOU KAIP-T' + + [IpomexxyTouHas TECTUPOBAHUE
3 opraHu3aiu. YpoBeHb 1. /3a4eT

[Iponenypsr opopmiaeHus

TPYAOBBIX OTHOLLICHUI

Kanpogast paboTta B coBpeMeHHO# KAIP1- + + [TpomexxyTouHas TECTUPOBAHUE
4 OpraHu3aIyu. Y POBEHb 2. r /3auer

Opranu3zanus KaJpoBOro

JIEJIIONPOU3BOJCTBA

Kanpoast pabota B coBpeMeHHO KAIP2- + + [TpomexxyTouHas TECTUPOBAHUE
5 OpraHu3aIyu. YpPOBEHb 3. | /3auer

BayTpenHuii ayaguT KaapoBbIX

JIOKYMEHTOB

Kanpogast paboTta B coBpeMeHHO KAIP3- + [TpomexxyTounas TECTUPOBAHUE

OpraHuzaii. YpoBeHb 4. b /3auer
6 | Iloaroroska K MpoOBEPKE

l'ocynapcTBeHHON HHCTIEKIUU

Tpyna
7 KanpoBas paboTa B coBpeMeHHOU KA/JIP4- + + [IpomexxyTouHas TECTUPOBAHUE

opraHu3aru. YpoBEHb 5. b /3a4eT
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[IpakTUKYM 110 KaJpOBOMY y4eTy
2019. Pa306op cuTyallmOHHBIX
3a/1a4

1C:IIpennpustue 8. 3apmiaTa u 1CY-b IIpomexyrounas TECTUPOBaHUE
yIpaBJieHHE TiepcoHanioMm pen. 3.1. /3a4eT

Yposens 1. Kanposslii yuer

1C:IIpeanpusitue 8. PaboTa ¢ 1C3YOT [TpomexxyTouHas TECTUPOBAHUE
OTUeTaMHM B IporpamMme 3apriaTta q /3auer

U yIpaBJeHHUE TIEPCOHATIOM
(penaxius 3.1)
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3. VUYEBHBIN IIJIAH

TpynoemkocTs: 288 akaieMHUUECKHX YaCOB. Cpoxk o0yuenus: 25 Henenb (6 MecsIeB)
Pexxum 3anstuit: 8-14 akagemuyeckux yacoB B Heaelnto (B T.4. 8-10 ayautopubix yac. u 2-4 CPC)
@ B ToM uncie Bun
OpMa KOHTPOJIA aKazeM.gac. arrecranun/go
pma
Ne Bcero ayAUTOpPHBIE KOHTPOJIbLHOTO
HaumeHoBaHUe TUCUUILIMHBI/Kypca
n/n aK.4acoB MeponpUsITUSsI
JK3aMeH 3auer B Tom.uncie: CPC
Bcero
Jlexuuu IIpakr. 3aH.
1. Menemxep 1Mo nepcoHainy. Y poBeHsb 1. _ 3 60 40 20 20 20 THO{’{‘;";Z‘;YCC .
2. PykoBoauTENb CTPYKTYPHOTO MOIPA3ACIICHUS - 3 56 40 20 20 16 THO{’{‘;";Z‘;YCC 1.
Kanposast pabora B coBpeMeHHOMH - 3 TH()F:{‘;IL;Z’/‘;ZC i
3. opranuzanuu. Yposens 1. [Ipouenypsi 44 32 16 16 12 '
odopmIIeHUs TPYAOBBIX OTHOIICHHH
Kanposast pabota B COBpeMEHHO OpraHu3aIum. - 3 THOF:;“;’/‘;YW o
4. VYposens 2. Opranuzanus KaapoBoro 24 16 8,5 7,5 8 '
JIEJIONPOU3BOJICTBA
Kanposas pabora B coBpeMeHHOMH - 3 THO{’{‘;";Z‘;YCC 1
5. opraHusanuu. YpoBeHb 3. BHyTpeHHuUl ayauT 24 16 4,5 11,5 8 '
KaJIpOBBIX TOKYMEHTOB
Kanposas pabora B COBpeMEHHOMN - 3 TH()F:{‘;IL;Z’/‘;ZC -
6. opranu3anuu. YposeHb 4. [Toaroroska k 16 8 6 2 8 '
poBepke I'ocy1apCcTBEHHON HHCIIEKIIUU TPYAa
Kanposas pabota B COBpeMEHHOI OpraHU3aIliy. - 3 THOF:I‘L"QZ‘;{:C o
7. VYposens 5. [IpakTukym 1o KagpoBOMY y4eTy 24 16 0,5 15,5 8 '
2019. Pa36op cuTyarimoHHBIX 337124
. _ IIpomexy-
] 1C:Ilpennpustue 8. 3apmiarta u YIIPaBIICHAE 3 24 16 ] ] 8 | rommamrecup.
nepconanioM pef. 3.1. Yposenb 1. Kagposslii yuer
9. 1C:Ilpennpusitue 8. Pabora c otTuetamu B - 3 16 8 4 4 8 T“(E{‘;“;i’/‘zc i
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nporpamMme 3apruiaTa U yrpaBiieHHUe epCOHAIOM
(penakuus 3.1)

11. Koncynbranusa mo MA! 2 0 2 -
Urorosas arrecranus (MA) 2 2 - - - IT/IE:TC(;;%?:;HHG
HrTor: 288
4. KAJEHJAPHBIV YYEBHBIV T'PA®UK
Mecsin Ne 1 2 3 4 5 | 6
Henens Ne 1 [2 3 T4 |5 708 o w2l 3]af15]1e] 17187192021 22 [23]24 25
Akuacsmeremo | 12| 122|122 2[4l aa|2]1228 [12|12]2]12]8 [8|12]12] 12 [12] 8] 8 4
Buxg arrecrannn 3 3 3 3 3 3 3 3 3 2
AK.4. B 60 54 44 24 24 16 24 24 16
JUCIUILTHHE/Kypce
/ MIIEPCI-A PVKIIO/IP1 KAJIP-T KAl | KA |KAJX |KAJ | ICY-B | 1C3V | ATIKOH
Aucunniuna/kype PI-T | P2-1 | P3-b | P4-b OTY C,
(xon)
A
3 —3auer

9 - 3K3aMeH

JITKOHC — xox koHCYabTaluu

WA - uroroBas arrecranus

1 Kox — JIMKOHC
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5. TPA®UK ATTECTAIIAN

Ne Kypc, Bxoasimmii B T Axanem. | Henenst Atrtecrauus/gpopma
n/n (KOJ) 4acoB Texymas: IpomeixyT.
Ne mopyns (popma)
1 MeHnemxkep 1o nepcoHany. VYer. 3auer
VYposens 1. 60 5 IIpOBEpKa (Tectup.)
2 | PykoBoauTenb CTpyKTYpHOTO VYer. 3auer
MoApa3aesICHUs 56 9 MpOBEPKa (Tectup.)
3 | Kagposas pabota B VYer. 3auer
COBPEMEHHOM MPOBEPKA (Tectup.)
OpraHu3anuu. YpoBeHb l. 44 13
[Ipouenypst odopmiieHHst
TPYIOBBbIX OTHOILIECHUM
4 | KagpoBas pabota B VYer. 3auer
COBPEMEHHOM OpraHU3allH. IIPOBEPKA (Tectup.)
24
VYposens 2. Opranu3zanus 15
KaJJpOBOT'0 JIEJIONPOU3BOICTBA
5 | Kagposas pabora B VYer. 3auer
COBPEMEHHOM IIPOBEPKA (Tectup.)
OopraHu3aiuu. YpoBEHb 3. 24 17
BryTpeHHuii ayauT KagpoBbIX
JIOKYMEHTOB
6 | Kagposas pabota B VYer. 3auer
COBPEMEHHOM MpOBEPKa (Tectup.)
OpraHu3anuu. YpoBeHb 4.
16
[ToaroroBka k mpoBepKe 19
l'ocynapcTBeHHON HHCTIEKIUU
Tpyna
7 | KagpoBas pabota B VYer. 3auer
COBPEMEHHOM OpraHu3aIlnH. MPOBEPKA (Tectup.)
VYposens 5. [Ipaktukym 1o 24 21
kagpoBomy yuery 2019. Pa36op
CUTYaIlMOHHBIX 3334
8 1C:IIpennpusitue 8. 3apmiara u VYer. 3auer
YIPABJICHUE MEPCOHATIOM pEL. 24 23 MIpOBEpPKA (Tectup.)
3.1. Yposens 1. KanpoBslii yuet
9 1C:IIpeanpusitue 8. PaboTa ¢ VYer. 3auer
OTYETaMHU B IPOrpPaMMe 16 IIPOBEPKA (Tectup.)
3apruiaTta u yrnpaBJeHUE 25
nepcoHayioM (pemakius 3.1)
Koncynpranusa no A 2 25
(AIIKOHC)
Hrorosas arrecranus (11A) 2 25 DK3aMeH (TeCTUPOBaHUE)

HUTOI'O, akageM. 4acoB:
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6. OPTAHU3ALIMOHHO-IIEJAT'OI'HMYECKHUE YCJIOBUSA PEAJIM3ALIUN
ITPOI'PAMMBI

Peanuzanus AONOMHUTENBHOM MpodecCHOHANBbHOW MporpamMMbl (IpodeccuoHaTbHON
MEPETOArOTOBKN)  OCYIIECTBISIETCSI B COOTBETCTBHM C  TpPeOOBAaHUSMU  POCCHICKOTO
3aKOHOJATEIbCTBA, HOPMATHUBHBIMU aKTaMH MHHHUCTEPCTBAa OOpa3oBaHus Hayku P®D, ycraBom
OuVY «Cnemumanuct» auuensueid Ne037306 ot 25 maprta 2016 r., [Ipunoxenuem 1.1. k nuneH3nmn
Ha OCyIIeCcTBJIeHHE oOpa3oBaTenbHOM AestenbHOCcTH. Cepust 77JI01Ne0008124 (pa3memieHa Ha
caiite o0Opa3oBaTeNbHOW opraHu3amuu  http://baumtech.ru/upload/documents/license-ochu-
specialist.pdf).

6.1 TpeOoBaHus K KBAJIM(pPHKANMHU NTeJATOTHYECKUX KAIPOB

Peanuzanuss mporpammbl  npodecCHOHaIbHOW  MEpPenoJroTOBKM  00eCreurnBaeTcs
PYKOBOJSIIIMMH M HAYYHO-TIEJarOTHYECKHUMH pAaOOTHUKAMU OpraHU3allid, a TaKXe JUIaMH,
MPUBJIEKAEMBIMH K pPean3alliy MporpaMMbl Ha YCIOBHIX IPaXAaHCKO-IIPABOBOTO J10rOBOPA.

TpebGoBanus K KBAIM(PUKAMK TTEIarOTHYECKUX KaJApOB, 00ECIICUNBAIOIINX PEaTU3aIINIO0
oOpa3zoBaTenpHOr0 Tpouecca, ¢Gopmynupyiores corimacHo IIpukaza Muntpyna Poccun ot
08.09.2015 N 608x "OO6 yrBepxkaeHun mnpodeccuoHanbHoro crangapra "llemaror
npodecCHOHaIBHOTO 00y4YeHHs, NPOo(ecCHOHAIBHOTO O00pa3oBaHUsI M JIOTOJHUTEIHEHOTO
npodeccuonanbHoro obpasoBanus” (3apeructpupoBano B Muntocte Poccun 24.09.2015 N
38993) - «lIpemogaBanue mo mnporpammam OakamaBpuara u JIIIII, opueHTHpOBaHHBIM Ha
COOTBETCTBYIOIIHI ypoBeHb kBanubukaumn» (H 7).

6.2 MartepuajibHO-TeXHUYeCKasi M pecypcHas 0a3a

Jlnst peanu3alMyu MPOrpaMMbl MCHOJIB3YeTCsl COOCTBEHHAs MaTepHabHO-TEXHHYECKas
6aza.

JUid peanuzaluy NporpamMmbl IPEAIOJaraeTcss HMCHoJb30BaHME HMMewomuxcs B OUY
«Creunanuct» y4eOHBIX ayAUTOPHUI IUIsl MPOBEICHUS 3aHATHHI JICKIMOHHOTO THIA, 3aHATHN
CEMHUHApPCKOTO THUIMA, BBHIMOJHEHUS TMPOEKTHBIX paboOT, TPYNNOBBIX W HWHAWBHUIYaJIbHBIX
KOHCYJIbTAIIMM, TEKYIIEro KOHTPOJISI U IPOMEXKYTOUHOM aTTecTaluy, a TakKe MOMEHIeHUs s
CaMOCTOSITENIbHOIM pabOoThl U MOMEIIEHUS U XpaHEeHUs U NPOQUIAKTHIECKOr0 00CTyKUBAaHUS
y4eOHOT0 000pyI0BaHMUS:

- KOMITBIOTEpHBIE KJIAcChl, 00eCleunBaroniie A0CTyn B VIHTEpHET, ¢ yCTaHOBICHHBIM
JTU3CH3UOHHBIMU TIPOTpaMMaMH, HEOOXOTUMBIMH JIJIsl U3yYSHUS TUCIMILIMH/KYPCOB IPOTPAMMBI
(M55044: Microsoft Excel 2013/2010, Microsoft Project Professional 2013/2010), ocHamieHHbIE
IPOEKTOPOM HJIM MHBIMU CPEACTBAMH BU3yaJIH3allMK y4eOHOT0 MaTepHuaia.

- JOCTYym B DJIGKTPOHHYIO  HH(GOpMAIMOHHO-0Opa3oBatenbHylo cpeny OUY
«CrrenmmanucTy;

- CTaHJApPTHOE TPOrpaMMHOE oOecredeHue /i padoThl HajJ pa3paboTKoW ydeOHO-
METOJIUYECKIX MaTEpUasoB.

CrenuanbHBIX MOMEUICHUH, MPEANoaralouux HaJU4ue Kakoro-mudo CHenuaIbHOTro
000pyI0BaHUS 7S peau3aluy JaHHOH MPOrpaMMbl HE TPEeIyCMaTPUBACTCA.
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6.3 O0mme TpeOOBaAHUSA K OPraHU3anuM 00pa30BaTEeJILHOIO Mpoiecca

OOydenne mpeAmnoyaraeT KOHTAaKTHYH paboTy ¢ mpemnogaBareneM  (JICKIIHH,
MPAKTUYECKHUE 3aHITHS), 1 aCHHXPOHHOE B3aMMOJCHCTBHE, MPEIOJIararoliee UCIoIb30BaHNe
COBPEMEHHBIX JIMCTAHIIMOHHBIX OOpa30BATENBHBIX TEXHONOTUH. B mporpamMmy 3amoskeH
JIOCTAaTOYHO OOJBIION 00bEM CaMOCTOSTEIHFHON (KOMAaHIHON) pabOThI 00yUYaIOIINUXCH.

AKTUBHBIE (OPMBI 3aHATUN BKIIOYAIOT KaK TEOPETHUYECKYIO YacTh (HAMpPaBJICHHYIO Ha
MOJIyYeHUE WJIM TIONOJHEHUE HMEIOIIUXCS 3HAaHWM), TaK M MPAKTUYECKYI0, HMEIOIIYIO
MIPEUMYIIECTBEHHO 00menpodecCHoHaIbHYI0 HampaBieHHOCTh. Ha gopMupoBanue npakTuko-
OpUEHTUPOBAHHBIX KOMIIETEHIIMI CIIyIIaTenae HampaBlIeHO AaKTUBHOE WCIOJIh30BAaHUE B
yueOHOM TIpollecce HMHHOBAIIMOHHBIX  O0pa30BaTeNbHBIX  TEXHOJOTWH, AaKTHUBHBIX W
WHTEPAKTUBHBIX (POPM MPOBENCHUS 3aHATUH.

B mporiecce ocBoeHuUst JONOTHUTEIBHON MPOQECCHOHATBHOM MPOrpaMMBbl 00yUaroIHecs
bopMHPYIOT TOPTQOINO TIO pe3yIbTaTaM OCBOCHHS YU4EOHBIX MOTYJICH.

HtoroBass arTecrauus mpeanojiaraeT ONpeleleHHe YPOBHS CPOPMUPOBAHHOCTH
KOMITETCHIIMM Ha OCHOBE OIEHKH MOPTHOIHNO (Pe3yibTaT NEATEILHOCTH) U MPUOOPETEHHBIX
3HaHWN (MOXKET OCYIIECTBIATHCS Kak B YCTHOW (opme, Tak u B (opMe HTOTOBOTO
TECTUPOBAHUSA).

OOpazoBaTenbHast AEATEILHOCTh OOYYAIOMIMXCS IMPEAyCMaTPUBACT CICAYIOIINE BHUIBI
y4eOHBIX 3aHITHIA M y4ECOHBIX PAOOT: JICKINH, MPAKTUYECKUE U CEMUHAPCKUE 3aHSTHSI, KPYTIIbIC
CTOJIBI, MAaCTEpP-KJIACChl, TPECHUHTU, CEMUHAPHI N0 OOMEHY OIBITOM, MPOBEACHHE OTKPBITHIX
3aHATUN, KOHCYJIbTAMW M Jpyrue BUIbl Yy4eOHBIX 3aHATHM U METOAMYECKOHl paboThl,
orpezieNIeHHbIE YUeOHBIM IJIaHOM.

[lo 3aBepuieHHM peanu3allud TPOrpaMM, Kak IMPaBUIIO, MPOBOJIUTCS aHKETHPOBAHHE
00yJaronuxcst ¢ 1eIbl0 U3YYEHUs] MHEHHUS IO BOMPOCY 3P(HEKTUBHOCTH U WH(POPMATHBHOCTH
POBEJCHHOTO0 OOy4YeHHUs, YPOBHIO OpraHu3alMu Yy4eOHOTo Ipoliecca, YAOBIECTBOPEHHOCTU
y4eOHO-METOMYECKUM  MaTepuajoM, paboTHHKamMu  0Opa30BaTENIbHOW  OpraHU3aIllUuH
MIPOBOANTCS aHATHM3 BBICKA3aHHBIX MPEUIOKECHUIA U TIOKETaHHH.

7. ®OPMbI ATTECTAIIUU, OHEHOYHBIE MATEPUAJIbBI U KPUTEPUU
OINEHMUBAHUA PE3YJIBTATOB ObYYEHUA

HtoroBas arrtecTanusi HPEAINONAracT IMPOBEPKY PpE3yJIbTaTOB OCBOCHHS IPOrPaMMBI
npo(ecCHOHAIBHON TEPENoArOTOBKH, T.€. OLEHKY C(HOPMHPOBAHHOCTH BCEX KOMIICTEHIIHH,
IPEIYCMOTPEHHBIX MPOTPAMMON.

ATTecTanus oCymiecTBIseTcs B (popMe 3alIuThl UTOTOBOW aTTECTAIlMOHHOM PabOThHI U
IPOCMOTPOM C(HOPMUPOBAHHOTO MHIUBUAYAIBHOT'O TOPT(OIHO.
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Ta6muma 6. — [IpeameT 1 00BEKT OIEHUBAHUS C YKa3aHUEM KPUTEPUEB M IITKAJI

O0bexT
IIpenmer OLleHUBAHH
OICHUBAHUA | A - IPOAYKT
1 poiy IMoxka3zaTenn
3HAHU, fesITeJTbHOC J— Kpurepuu oneHkn Ikajbl OLeHKH
YMeHHUH, TH IpoILecC,
BJIaJIeHHE NMPOAYKT U
nporece
3HaHus OtBer Ha |AkTyanbHOCTh |ChymaTenb CIOCOOCH MPUMEHATH
Bonpocel | Hayunocts 3HaHHWA B IIUPOKOM oOmactu Ormano
IIK1 "JICHOB Ilonnora nMpohecCHOHATBHO IESATENBHOCTH, | KoMmeTeHImH
[1K3 KOMHUCCHH | U3JIOKEHUS .
YCIIEIIHO JEHCTBOBaTh Ha OCHOBE| OCBOCHHI B
IK8 o 0 MIOJIHOM 00beMe
[IK10 oTCyTCTBHE IPUOOPETEHHOTO0  IPAKTHYECKOTO vaety
K12 OTBETOB ONbITa TPH pPEUICHUH OOUIMX U (100 - 90%)
T1IK13 KOHKPCETHBIX 3aJ1a4
I1K26 Cnymarens crnocoOeH NPUMEHSATh
K27 .
3HaHWS B IIHPOKOM  0OJacTu Xopomo
HpO(l)eCCHOHaHBHOﬁ ACATEIIBHOCTH, | KoMmIeTeHIINH
YCIIEIIHO JEHCTBOBaTh HA OCHOBE| OCBOEHBI OT
66% 10 89%
IPUOOPETEHHOTO  MPAKTHYECKOTO (1 °
OTIBITA IPU PELICHUH O0IUX 3a1a4
Cnymarens crnocoOeH NPUMEHATH| Y I0BIETBOPUTE
3HaHUS B OTPAaHUYEHHON 00JIACTH JIBHO
NnpoeccHoHANbHOI esTenbHocTy | KOMIETEHIMA
OCBOEHBI OT
50% no 65%
Cnymrarens HE crocoOeH
NPUMEHATH  SHAHMA B MIMPOKOH| Hovyonrerpopu
obsactu npodeccuoHanbHON TelLHO
NEeSITeNIbHOCTH, ycnemHo | KoMrereHun
JIECTBOBATH Ha OCHOBE OCBOCHBI
0
pHOGPETEHHOro  IpakTHyeckoro| MEHbIIE 50%

OIIbITa IpU PCIICHUN O6H_[I/IX 3aJga4d

Cnymarens crnocoO0eH NPUMEHSATh
IIMPOKOW U
obnactu

3HAHUSA B
OTpPaHUYECHHOMN
npodeccuoHaNbHON eATeIbHOCTH
IpU PEUICHUH TEOPETHUECKUX U
MPaKTUYECKUX 3a/1a4

3auTeHo
KomMmnerennun
OCBOEHBI OT
50% wu 06oJ1ee

Caymarens HE crioco0eH
NPUMCHSATh 3HAHUS B IIHPOKOM
o0mactu npodeccuoHaIbHON
NEATCIBHOCTH  NPU  PEIICHHU

06I_HI/IX M KOHKPCTHBIX 3a1a4

He 3auTeno
KomMmnerennun
OCBOEHbDI
MeHbIe 50%
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YmMenus Brimonnen |Jloctrxenue Cnymarenb crnoco0eH TpPUMEHSTh
ue TJIAHOBOTO i
K1 yMEHHMsI B IIMPOKOM  obmactu OrmamHo
TIPAKTHHCCK | pesyIbTaTa nMpoecCHOHATBHO IESATENBHOCTH, | KoMmeTeHIMH
T1IK3 HUX 3aJaHuN o
YCIICIIHO JEHCTBOBaTh Ha OCHOBE| OCBOCHHI B
[1K8 B MEPHUO] AXTHBHOCTB, 5 HOHOM OBbeMe
K10 [OATOTOBK | MHMIMATHEA, npuOOPETEeHHOTO  MPAKTUYECKOTO 100~ 50%
K12 K TOJNEpaHTHOCTD, |OTPITA TPH  PEICHUH o0mux u 0
TIK13 WTOTOBOM  |JIMIEPCTBO KOHKPETHBIX 3a1a4
3aluTe
T1K26 o Caymarens crnocoO0eH NPUMEHSATh
K27 paboThl KauectBo 1 . 5
HOTHOTA yMEHUSI B IIHPOKOH  00JacTu Xopoto
apryMeHTOB, HpO(l)eCCI/IOHaJ'IBHOI/I ACATEIIBHOCTH, | KoMOeTeHIINH
yMEHHue YCIIEIIHO JEHCTBOBaTh Ha OCHOBE| OCBOEHBI OT
0 0
OTCTOSATB CBOIO |mpHOOpeTeHHOro mpaktHueckoro| 66% 1o 89%
TOUKY 3pCHUA | oripITa MPU PEIIEHUH OOIIMX 3a71a4
Cnymarens crnocoOeH NPUMEHATH| Y I0BIETBOPUTE
YMEHUSI B OTPaHMYCHHOH 00J1acTH JIBHO
NpoeccHoHANbHOI esTenbHocTy | KOMIETEHIA
OCBOEHBI OT
50% no 65%
Cnymrarens HE crocoOeH
NPUMEHATh  YMEHMA B MIMPOKOH| Hovyonrerpopu
obsactu npodeccuoHanbHON TelLHO
NEeSITeNIbHOCTH, ycnemHo | KoMrereHIun
JIECTBOBATH Ha OCHOBE OCBOCHBI
0
pHOGPETEHHOro  IpakTHyeckoro| MEHbIIE 50%
OTIbITA IPU PEUICHUH O0IUX 3a1a4
Caymarens crnocoOeH NPUMEHSATh
yMEHUS B IITUPOKOM u 3auTeHo
OTpaHUYEHHOMN obmactu| KoMIeTeHIMH
npodeccCuoHaNbHON /eATeIbHOCTH OCBOCHLI OT
50% wu OoJ1ee
IpU PEUICHUH TEOPETHUECKUX U
MPAKTUYECKHX 3a7a4
Caymarens HE crioco0eH
NPUMEHATh YMEHHS B LIMpoKojf| He 3a4TeHo
o0nactu npodeccuoHaIbLHON Komnerenuun
OCBOEHBbI
eSATETLHOCTH  IIPH CILICHUH
A P p MeHbIe 50%
0o0LINX U KOHKPETHBIX 3a/1a4
Hagbiku Ucnonb3oB | JlocTrxkeHue Cnymarenb crnoco0eH TpPUMEHSTh
(onbIT aHue TOCTABNCHHOH |3pamus B WHPOKOH  o6macTd| ¢y oo
eATENbHOCT |TOJYyYEHHBI |IENIN B o
YHCHHBI | 1L . |mpodeccnonanbHOl EATENBHOCTH, | KommeTeHmun
H) X 3HaHUW B |IIPAKTUYECKOU .
YCIIEIIHO JIeHICTBOBAaTh HAa OCHOBE| OCBOEHBI B
[IK1 MPAKTUYECK | AESITETLHOCTH
- IPUOBPETEHHOTO  TPAKTHYECKOTrO | IOJHOM 00beMe
[IK3 ol Ha 5 (100 - 90%)
ITK8 nesaTensHoc |npeanpustan (B |OTMbITa P PCHICHAM  OOMIHMX M
TIK10 TH Ha opraHu3ainum) - | KOHKPETHBIX 3aJ1a4
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[1K12
[IK13

[1K26
K27

NPEINPUIT
HH B
1(S )5 (O
CTaXXUPOBK
Hu
IIOJITOTOBK
H K
HTOTOBOM
3alINATE
paboThl

CaMOOIIEHKA

Crnymatens cnocoOeH NpPUMEHSTh

3HaHWS B IIHPOKOH  0OJacTu Xopomo
npo(eCCHOHANBHON JEATENBHOCTH, | KoMIeTeHuu
YCIIEIIHO JIeHICTBOBaTh HAa OCHOBE| OCBOEHBI OT
nprobpeTeHHoro  mpaktHueckoro| 06% 10 89%
OTIBITA IPU PEUICHUH O0IUX 3a1a4
Cnymarens crnocoOeH NPUMEHATH| Y I0BIETBOPUTE
3HaHUS B OTPAaHMYEHHON O0JIACTH JIBHO
NpoeccHoHANbHOI fesTenbHocTy | KOMICTEHIMA
OCBOEHBI OT
50% 1o 65%
Cnymrarens HE crocoOeH
IPUMEHATh 3HAHWS B IIUPOKOH HeyioBeTBOpH
obsactu npodeccuoHanbHON TelLHO
NesITebHOCTH, ycrmemHo | KomneTeHuu
JIeCTBOBATH Ha OCHOBE OCBOCHBI
pHOGPETEHHOro  IpakTHueckoro| MEHbIIE 50%

OIIbITa IpU PCIICHUN O6H_[I/IX 3aga4d

Crnymatens cnocoOeH NpPUMEHSTh
IIUPOKOW U
obnactu

3HAHUSA B
OTpaHUYECHHOMN
npodeccuoHaNbHON eATeIbHOCTH
IpA pELUIEHUH TEOPETUUECKUX U
MPaKTUYECKUX 3a/1a4

3auTeHo
KomMmnerennun
OCBOEHBI OT
50% wu 06oJ1ee

Caymarens HE crioco0eH
IIPUMEHATh 3HAHUSA B IIMPOKOU
obnactu npodeCcCHOHAIBHON
NESTEIbHOCTH ~ NPH  PEIICHUH

06I_HI/IX M KOHKPCTHBIX 3aa4

He 3aureno
Komvmnerennnn
OCBOEHbDI
MeHbIIe 50%

OreHOYHBIC MaTepHAIbI, METOJAMYECKHIE YKa3aHUs W apyras WHPOpPMAIHs, Kacaromasics
OILICHKH PE3YyJIbTaTOB OCBOCHHS MPOTPaMMbl NMPUBOAUTCS B MPOTPaMME HTOTOBOW aTTECTAIMU
(ITpunoxxenwue 3).
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