MMHUCTEPCTBO HAYKHU U BBICIHIEI'O OBPA30BAHNM S POCCUMCKOM ®EJEPAITN
benepanbHOE TOCYAapCTBEHHOE 00 PKETHOE 00pa30BaTEIbHOE YUPEIKICHHE
BBICIIETO 00pa30BaHUs
«TONBSITTUHCKUNA TOCYTAPCTBEHHBIA YHUBEPCUTET»

b1.B.JIB.04.01

(undexc oucyuniunb)

PABOYASA ITPOI'PAMMA JTUCHHUIIJIMHBI

Kanposslit 1oKyMeHTO000pOT

(Haumenosanue OUCYUNIUHbL)

10 HAIPABJICHUIO OJTOTOBKH
38.03.03 YnpasieHnue nepcoHanoM

dopma 00ydIeHHS: 3a0UHAS
I'onx maGopa: 2021

Oo6mas Tpynoemkocts: S 3E

PacnpenesieHue 4acoB JUCIHHNJIMHBI

Kypc 5

dDopMa KOHTPOJIA | DK3aMEH Hroro
Bun zanarui
Jlexknuu 4 4
JlaGopaTopHbie
[IpakTnueckue 6 6
PykoBonicTBO: KypcoBbie paboThl (mpoekTsl) / PI'P
IIpomesxyTouHas arTectanus 0,35 0,35
KonraktHas pabota 10,35 10,35
CamocrosiTenpHas padbora 161 161
Kontpoinb 8,65 8,65
Hroro 180 180




Pabouyto mporpamMmmy coctaBui(u):
noueHt, K.1.H. JI.JI. Kuga

(dondrcnocms, yuenoe 36anue, cmenensb, Pamunus 1.0.)

(doadicHocmy, yueHoe 38anue, cmenensb, Pamunus 1.0.)

Penen3upoBanue paboyveit mporpaMMbl AUCITUTUTHHBI:

OtcyTcTBYET

Peniensent

(doadicHocmy, yueHoe 38anue, cmenensb, Pamunus U.0.)

Pabouast mporpamma auciuruinHbl coctaBiieHa Ha ocHoBaHuu PI'OC BO u yyeOHOrO miana
HarpaBieHus: noaArotToBku 38.03.03 «YmpaBieHue NepcoHaIoOM.

Cpok peiicTBus pado4eil mporpaMMsbl AUCHMILIMHBI 10 «31» aBrycra 2026 r.

YTBEPXIEHO

Ha 3acemanum nenaprameHnrta OakamaBpuaTra (9KOHOMHYECKHX M YIPABICHYECKHX IIPO-
rpamm)

(mpotoxomn 3acemanust Ne_1 ot «01» centsaops 2020 r.).



1. Ilean ocBOEHUNA THCHUILIHHBI

Heab: 3akmoyaeTcs B OBJIAJCHUN OCHOBAMU MPABIIIBHOTO U CBOCBPEMEHHOTO O OPMIICHHUS
KaJIpOBOM JOKYMEHTAIlMd W HaJIeXaIlel opraHu3anyeld JOKyMEHTOOOOpOTa B COOTBETCTBUHU C
TPYJIOBBIM 3aKOHOJIATEIHCTBOM U HOPMATUBHO-IIPABOBBIMU aKTaMHU JIEJIOMPOU3BOJICTBA.

2. Mecto nucuumiauHbl B cTpykrype OITIOIT BO

JIMCIUTITMHBI U TIPAKTUKH, HA OCBOSCHUH KOTOPBIX Oa3WpyeTcs JdaHHAs JAUCIHUIUIMHA: Me-
HE/DKMEHT, YTpaBlieHHe nepcoHanioM, Opranusanus npeAnpUuHUMAaTeIbCKON NeITeIbHOCTH

JIMCUMIUTMHBI U IPAKTHKH, ISl KOTOPBIX OCBOCHUE JAHHOW JUCUUILUIMHBI HEOOXOIMMO KaK
IpeIeCTBYIOLIEE: MPEATUIUIOMHAs MPAKTUKA, BBHIIIOJHEHUE BBIMTYCKHON KBaNIM(HUKAIMOHHOMN pa-

0OTHI

3. [InanupyemMble pe3yJbTaThl 00yUYeHHs

®opmupyemMbie 1 KOHTPOJIHPYe-
Mble KOMIIeTeHIMH

HNuaukaropsl
JMOCTHKEHHUS
KOMIIEeTeHI NI

KOJ 1 HANMCHOBAHUE )

IInanupyemMsle pe3yJbTaThl 00y4e-
HHUSA

TIK-2 Crioco0eH mosib30BaThes I10-

[1K-2.2 Cnocoben

3HaTh: O IMOMCKOBEIX CHCTEMax JIIsL

UCKOBBIMM CHCTEMaMU U HUHQOpP- | IPUMEHSTh UH- | 00ecrieueHHsl IEPCOHATIOM
MalMOHHBIMH pecypcaMu B 00ja- | popMalvOHHbIE YMeTb: TOIB30BaThCA IOUCKOBBIMHU
CTH 00€CTIeueHHMsI IEPCOHATIOM TEXHOJIOruu B ce- | cucreMaMu
pe yrnpasieHusi | Bjaagerb: HaBBIKOM TNPUMEHEHUS I10-
NIEPCOHATIOM UCKOBBIX CHUCTEM JUIsl IOJYYEHHs HH-
dopmanuu st oOecriedeHus nepcoHa-
JIOM OpraHu3aluu
[IK-3 Cnocoben mpumensats Tex- | [IK-3.1 Crnocoben | 3HaTh: TEXHOJIOTUU U METOJUKH TIOUC-

HOJOTUM W METOJIUKH IIOWCKA,
IpUBJICYCHHS, TIog00pa U oTbOopa
KaH/IWJaTOB Ha BaKaHTHBIC JOJIK-
HOCTH (mpodeccuu, CrenuanbHO-
CTH) B COOTBETCTBHE C WX CHEUH-
(UKo, B TOM YHUCIIE U C UCTIOIB30-
BaHMEM ITOMCKOBBIX CHCTEM U WH-
(opMaLMOHHBIX pecypcoB B o0a-
cTu o0OecreueHuns MepcoHaIoM

MPUMEHSTh TEXHO-
JIOTUM U METOIUKHU
MOKCKa, TMPHUBJICYE-
HUs, Tombopa W
orbopa KaHaMIA-
TOB Ha BaKaHTHEIE
JIOJKHOCTH

Ka U IPUBJICYCHHUS] TIEpCOHAa

YMeTh: NPUMEHATH TEXHOJIOTUH Pado-
THI C IEPCOHATIOM

Bnaners: HaBBIKOM TOMCKA, TpPUBIIE-
YeHUs1, Mo00pa U 0TOOpa KaHIHUIaTOB
Ha BAaKaHTHBIC JTOJDKHOCTU B COOTBET-
CTBHE C MX CHEeNHU(PHUKOH, B TOM YHCIIE H
C HCIIOJIB30BAHHUEM IIOHUCKOBBIX CHUCTEM
1 MH(POPMAIMOHHBIX PECYpCOB B 00JIa-
cTi 00ecTeyeHHs IePCOHATIOM




CTpyKkTypa M coiep:KaHue JUCUMIIMHBI

®opMbI TEKYLIETO

Bu .
MO}]yJIb ! o HaumeHoBaHHe TeM 3aHATHH KOHTPOJIA (HaI/IMeHO-
yueOHoM . Cemectp | O0beM, 4. banasl | UHTEpakTHB, Y.
(pa3ne.n) 260ThI (y4eOHOI1 padoTHI) BaHHeE OLIEHOYHOI0
P cpeacTBa)
Jlex 1 CocraB u cogepxaHue KaapoBoi gokymeHTanuu. [Ipa- 5 2 5 -
Bmia opopmiteHust nokymMeHTOB. [Topsmok odopmiteHus
JIOKYMEHTOB ITpH paboTe ¢ IepcoHaIoM
CP1 CamocrositesnibHas paboTa ¢ yueOHO-METOANYECKON JIU- 5 40 -
TepaTypou, BEIMOJIHEHNE 3aJaHUI
31 CocTaB opraHu3allMOHHOM-PacOPsAUTEIbHON AOKY- 2 30 3ananusi, IpoBepsieMble
MEHTALUU BPYUHYIO -
Keiic-3anaua 1
Jlex 2 Opranuzanus JokymeHToobopora. [Topsiok ydera kaj- 5 2 5 -
poB
CP2 CamocTrosTenpHas padoTta ¢ yaeOHO-MEeTOAMIECKOH JIH- 40
TepaTypoOu, BBITIOJIHEHUE 3aJJaHUN
I1P2 CocraBneHue KaJpoBbIX JOKYMEHTOB 5 2 30 - 3anaHus, IpoBEPsieMbIe
BPYYHYIO -
Keiic-3amaua 2
CP3 CamocTrosTenpHas padoTta ¢ yaeOHO-MEeTOAMIECKOH JIH- 5 40 -
TepaTypoOu, BHITIOJIHEHUE 3aJaHUN
I1P3 Homenxkmnarypa e 5 2 30 - 3amaHus, IpoBepsieMble
BPYYHYIO -
Ketic-3amaua 3
CP4 CamocTrosTenpHas padoTta ¢ yaeOHO-MEeTOAMIECKOH JIH- 41
TepaTypou, BHITIOJIHEHUE 3aJJaHUN
TTpomexxyTodHast aTTeCTAIHS 5 0,35 -
IToaroToBka k sK3aMeHy 5 8,65
Hroro: 180 100




5. O6pa3oBare/ibHbIE TEXHOJIOTHH

C uenbto popMupoBaHUs KOMIIETCHIUH Y CTYACHTOB B Y4€OHOM IMPOIECCE UCTIONb3YeTCs
TEXHOJIOTUS TPAJAULIUOHHOTO O0yUYEeHHUS

6. MeToanueckne YKazaHudA M0 OCBOCHUIO NTUCHUIIJIMHBI

Bun yaeOHBIX 3aHs-
TN

Opranu3anus aesTeIbHOCTH CTYICHTa

Jlextus

Hamnucanne koHcmeKkTa JEKLU: KpaTKo, CXeMaTU4YHO, MOCIEI0BATEIIbHO
(bUKCUPOBATh OCHOBHBIE MOJIOKEHHS, BBIBOJIBI, (DOPMYIUPOBKH, 00001I1e-
HUs; IOMEUYaTh BaXKHbIE MBICIH, BBIICIATH KIIOUEBBIE CIIOBA, TEPMHHBI.
[IpoBepka TEPMHUHOB, MOHATHI C MOMOUIBIO SHLUMKIONEAUMN, CIOBapeEH,
CIPaBOYHHMKOB C BBINUCHIBAHWEM TOJKOBaHUN B TeTpaab. OO03HAYUTH
BOIIPOCHI, TEPMHUHBI, MaTEpHUaJl, KOTOPbII BBI3BIBAET TPYIHOCTH, MOMeE-
TUTh W TONBITaTbCSI HAWTH OTBET B PEKOMEHAYeMoW nureparype. Eciau
CaMOCTOSITENILHO HE YyAaeTcs pa3o0parbcsd B Marepuasie, HeoOXOAUMO
chopMyIHUpOBATh BOIIPOC U 33/1aTh MPENoaBaTellio Ha KOHCYJIbTalluu, Ha
MPAaKTUYECKOM 3aHSATHUU.

[IpakTrueckue
3aHATUA

PaboTa ¢ KOHCIIEKTOM JIEKIIUH, HOArOTOBKA OTBETOB K KOHTPOJIbHBIM BO-
mpocaM, MPOCMOTP PEKOMEHIYEeMOW JIUTepaTypsl, paboTa C TEKCTOM.
[IpocnymuBanue ayauo — U BUACOMATEPUAIIOB 110 3aJaHHOU TEME, pellie-
HHE KeiC-3a/1a4, BBIOJIHEHNE TBOPUECKUX 3aIlaHUN U Jp.

IloxroroBka
K 9K3aMEHY

[Ipy mOATrOTOBKE K AIK3aMEHY HEOOXOAMMO OpPHUEHTHUPOBATHCS HA KOH-
CTIEKTBHI JIEKLIUH, PEKOMEHYEeMYIO JTUTEPaTypy, MaTepH alibl MPOPUIBHBIX
CalTOB U JIp.

7. OneHoYHbBIE CPeACTBA

7.1. IIacnopT OLEHOYHBIX CPEICTB

Koa xonTposmmpyemoi
A po.tpy HaumeHoBaHue
CemecTp | KOMIIETEeHIUM (WM ee
OLICHOYHOI'0 CPeCTBA
YacTH)
5 3aaHus, IpPOBEPSIEMbIE BPYUHYIO —
TBOpUecKoe 3ananue 1,2.
1K -2 Bormpocs! MpoMeKyTOYHON aTTeCTaluu
NoNe 1-23
5 3azaHue, NpPOBEPSIEMOE BPYUHYIO —
TBOpPUYECKOE 3a/I1aHue 3
1K -3 Bomnpocsl mpoMexyTo4HOM aTTeCTaluu
NoNe 24-60

7.2. Tunosble 3alaHUS WJIN UHbIe MaTepUAJIbl, HEOOXOAMMbIE ISl TEKYIIero KOH-

TPOJIs




7.2.1. TBopueckoe 3ajaHue 1 «COCTABJIEHUE 14 ODPOPMIJIEHUE
OPI'AHU3AILIMOHHBIX JOKYMEHTOB I10 JIUYHOMY COCTABVY»

Ienw:

- IOHUMAaTh CYTh JOKYMEHTOB I10 JINYHOMY COCTaBY, 3HaTb UX CTPYKTYDY;
- YMEHHE COCTABIIATH OPraHU3aLMOHHBIE JOKYMEHTHI I10 TUYHOMY COCTaBYy
- HaBBIK KOHCTPYUPOBAHHUs, TBOPYECTBA;

Teopemuueckue ceedenus:

K noxymeHTam, periiaMeHTUPYIOUIUM yIpaBieHHE epPCOHAIOM, OTHOCSATCS OpraHu3a-
[MOHHBIE  JIOKYMEHTBI: CTPYKTypa M INTaTHas YUCJICHHOCTh, IITATHOE pacCIUCaHHE, MpaBHIia
BHYTPEHHET0 TPYJOBOIO PaCMOPAIKa, MOJTOKEHHUS O CTPYKTYPHBIX MOJpa3fesieHusIX, IOJI0XKe-
HUE O MepCcoHase, JOHKHOCTHBIC HHCTPYKIIUHU, TPAPUKU OTITYCKOB H JIp.

Ha ocHoBanuu ycraBa opranuzanuu (B KOTOPOM, IOMUMO OCHOBHBIX MPaBUJI, PErYIHPY-
IOIUX €€ JIeATEIbHOCTh, OBITh OMPE/ICIICHBI IPaBe M 00S3aHHOCTH yUpEIUTENIel U IPyrue moJo-
JKEHUs O TIepCcoHaje), pa3pabarbiBaeTcsi €€ (yKa3bIBalOTCS CTPYKTYPHBIC TOJApA3JCICHUS) H
OTIpEICIISIeTCS IMITaTHAS YUCIECHHOCTD (JIOJDKHOCTH, KOJIMYECTBO SAMHHII).

B nokxymenre «lllmamnoe pacnucanue) 3aKperuisitOTCS JOJKHOCTHOM, YHCICHHBIN
COCTaB OpraHU3alliH, YKa3bIBAIOTCS CBEJICHUS O JODKHOCTHBIX OKJIaJlaX, Hag0aBKaX U MECIYHOM
¢donze 3apabOTHOM MMJIaThl OpraHU3alUU B LEJIOM, HITATHOE PACIHCAHUE YTBEPXKIAETCSI PYKOBO-
TUTENIEM OpTaHU3allNH.

Ha ocnoBanuu Tpynooro Koaexca P® TpynoBoil pacnopsiiok B OpraHu3aiuy Oonpesae-
nsiercst «Ilpasunamu enympennezo pacnopaoka». B Hactosiee Bpems Kaxaasi KOHKPETHAs Op-
TaHU3AIMs ¢ YIETOM CHEU(PHUKN TeaTeTbHOCTH, (OPMBI COOCTBEHHOCTH, HA KOTOPOH OHA OCHO-
BaHa, OPraHU3aIMOHHO-TIPABOBOM ()OPMBI, YUCICHHOCTH PAOOTHUKOB, HAJTMUHS WA OTCYTCTBUS
CTPYKTYPHBIX HOJIpa3fiesieHUui BIpaBe yTBEP:KIaTh CBOM IMpaBmiia. B To ke Bpems CyIIeCTBYIOT
OTpesieieHHbIE HOPMBI, KOTOpPhIE OpPTraHM3aIlys HE BIPaBE M3MEHUTH: TapaHTUU PAOOTHUKAM,
MPOJOKUTEILHOCTh pab04yero BpeMEeH!, Mephl TUCIUIUIMHAPHOTO B3bICKaHUS U Apyrue. Takum
o0pa3oM, opraHu3anus HEe MOXKET yXyIIIaTh YCJIOBHs paOOTHUKOB MO CPABHEHHUIO C 3aKOHOMA-
TenbCcTBOM PO.

[IpaBuia BHYTpEHHETO pacmopsiika COCTaBISCT aJIMUHUCTPALUS OpraHu3auu (B YaCTHOCTH,
9TOI pabOTON MOXKET 3aHMMAaThCsl KaapoBas cly)k0a), BABUPYET IOPUCT; ITH MpaBmiia 00Cyxaa-
IOTCSl Ha 001IeM coOpannu (KOH(epeHIINN) paOOTHIUKOB U YTBEP)KIAIOTCSI PyKOBOAUTEIIEM Opra-
HU3ALUU.

B mpaBuiax BHyTpEeHHETO TPYIOBOTO PACTIOPSIKA YKA3BIBAIOTCS CIICAYIOIINE PA3ACIbl:

- 0011Iee MOJIOKEHNE;

- IOPSIIOK TIpHEMa, TIEPEeBOIa U YBOJIBHEHUS CITY)KaIUX;

- OCHOBHBIE 0053aHHOCTH aIMUHUCTPALINH;

- pabouee BpeMs H €ro HCI0JIb30BaHHE;

- TIOOII[PEHHUSI 32 YCIIEXH B paboTe;

- OTBETCTBEHHOCTH 33 HAPYIICHHS TPYIOBOU JUCIIUILINHBI,

- BHYTPHOOBEKTHBINA PEXKUM;

- opraHu3anus padoThl.

CoBpeMeHHbIE KOMMEPUECKHE CTPYKTYPhI pa3pabaThIBalOT B KAUECTBE OPraHU3aIllMOHHO-
ro nokymenrta «llonosycenue o nepconane», B KOTOPOM, IOMUMO OOIIUX BOMPOCOB Pa3BUTHUS
TPYJOBOTO KOJIJIEKTHBA, MOTYT pacCMaTpUBaThCS M Ba)KHBIE BOMPOCHI: MOBBIIICHUS KBaU(UKa-
[[UU TIEPCOHANIA, YIaCTHs MIEPCOHANA B MPUOBLIAX, MPaBUIa JIEJIOBOTO OOIICHHUS IEpCOHaNa U Jp.

Opranu3zaiuu, COCTOsIINE U3 HECKOJIBKUX CTPYKTYPHBIX HOJpa3AeNeHui, 00s3aHbl pas-
pabotats «llonoxcenue 0 cmpykmypHom noopazoeieHuu», B KOTOPOM OIpEIeICHBI 3a/1a4H,
byHKIIMY, TpaBa U 00513aHHOCTH MOpa3AeaeHusl. TeKCT MonoxKeHus: 00 oTaese KaApoB TOJIKEH
COJIEPIKATh CIETYIOIINE OCHOBHBIE pa3/Ieibl:

- 00III1E MOJIOKEHUS;



- OCHOBHBIC 3a1a4U,

- CTpYKTypa u PyHKIIUH;

- B3aMUMOOTHOIICHHUA C APYTUMHU IMOAPA3ACITICHUAMN OPraHu3alun;

- IpaBa 1 00S3aHHOCTH,

- OTBETCTBEHHOCTD.

[TonoxeHne O CTPYKTYPHOM TIOIPA3JCIICHHH IIOCIIE COTJIACOBAHUS C IOPUCTOM, C JAPYTHMHU
AOJDKHOCTHBIMU JIMIIAMU YTBECPIKAACTCA PYKOBOAUTCIICM OPraHU3aluu.

JloIDKHOCTHASL MHCTPYKIHS - JOKYMEHT, PETIIaMEHTHPYIOIIUH MTPaBOBOE MOJIOXKEHUE paOOTHHKA
B OpraHu3anuu.

B 10/KHOCTHOM WHCTPYKIMH OTPEACIISIOTCS 3a/1a41, YCTAaHABIUBAIOTCS (DYHKIIUH, TIpaBa v 00s-
3aHHOCTH pa0OTHUKA COTIIACHO 3aHUMAEMOMN JJOJKHOCTH.

Dopma ookymenma «Cmpykmypa u wimamuas YUci1eHHOCHb OPZAHUAULUY

HanmeHnoBanue opranuzanuu

YTBEPXIAIO
CTPYKTYPA H LIITATHAA HaunMeHoBaHue NOIKHOCTHU
YUCJIEHHOCTH PacmmmdpoBka moamnucu
00.00.202__
00.00.202__ Ne
MecTto n3nanus
Anmnapara ynpaBiaeHHUs
HanmeHnoBaHue CTPYKTYPHBIX MOJIpa3AeICHUI IlITaTHas YUCIEHHOCTh
HaunmenoBaHnue nOKHOCTH NOONUCH 1.0. ®amunus

Bussl cornacoBanus

Dopma ookymenma «Illpasuna enympennezo mpyooeozo pacnopaoka»

HaunmenoBanue opranuzanuu YTBEPXIAIO
HaunmenoBanue nomxkHOCTH
ITPABHIJIA L Pacmudposka moanucu
00.00.202
00.00.202 Ne

MecTto n3nanus
GHYmMPEHHEe20 MPY006020 PACHOPAIKA

CTpykTypa Tekcra




OO01mue mooKeHus

[Topsimok nmpuema, nepeBosia U yBOJIbHEHHSI CITY>KaIINX
OcHoBHBIE 00S3aHHOCTH CITYXKAIIHX

OcHoBHbIE 0053aHHOCTH aIMUHUCTPALIUN

PaGouee BpeMst 1 ero UCIIOJIB30BaHUE

[Toompenus 3a ycrexu B padbore

B3bickanus 3a HapylIeHHUEe TPYIOBON AUCLIUIUIMHBI
BHYTpHOOBEKTHBIN pexUM

Busmr

COI''TACOBAHO
HaunmeHnoBanue nokymeHTa
00.00.202__ Ne

Dopma ookymenma «lllmamnoe pacnucanuey

HanmenoBanue opranuzanuu

mTaT B KOJIUYCCTBEC

YTBEPXIAIO

C MECSTYHBIM (POHJIOM
3apabOTHOM IJIaThI
HauMeHoBaHue NOIKHOCTHU

e JUHHUIL

pyoneit

HITATHOE PACIIHCAHHE Pacmm¢poBka noanucu
00.00.202
00.00.202__ No
MecTto n3nanus
AnmnapaTta opraHu3aiuy Ha roj
Kon n Hanme- Kon u Komn- Homxknoct- | HagbaBku Mecsiunsiii | [Ipume-
HOBaHUE HanM€EHO- YECTBO HBIE nepco- npo- | ¢hoHx 3a- JaHue
CTPYKTYPHOTO | BaHUE IITATHBIX | OKJIAAbI HaJbHbEIE | yMe | paboT-HOM
No/pa3iesieHus | TOHDKHOCTU | €IUHUIL [LIAThI
1 2 3 4 5 6 7 8

HaunmenoBaHue nOKHOCTH NOONUCH 1.0. ®amunus

Bu3rbl cornacoBanusa

3AZJAHME: CoctaBuTh TpH JOKYMEHTA, OTpaxaromue padboTy ¢ kaapamu Barei opraHuzanum.

Kpurepum ouenku:
6 — 3a1aHM€e BBIIOJIIHEHO
4 — 3amaHne BBIIOJIHEHO C 3aMEeYaHUSIMU

1- 3a1aHUC BBIITOJIHCHO € CYIICCTBCHHBIMH HECAOCTATKaAMHA

0 — He BBIITOJIHEHO

7.2.1. TBopueckoe 3aganue 2 «Ilyranumna ¢ Tpy10BbIMM KHHAKKAMM»




O3HaKOMbBTECh C CUTyallUH M MUCBMEHHO U3JIOKUTE OTBETHI HA IOCTABJIEHHBIE BOIPO-
Cbl. YKa)KUTE, KAKUMH HOPMATUBHO-IIPAaBOBBIMU aKTaMH BbI IIPHU 3TOM MOJIb30BAINUCH (Ha3BaHUE,
CTaTh).

B OOO «I"opu30HT» NPUHSIIM JABYX COTPYIHUKOB. Bnagumup A. opopmisiics Ha JTOIDK-
HOCTh HMHJ)KEHEpAa-CMETYMKA B IIJIAHOBO-dKOHOMHYeckuil otnen, a IOpwuii II. — Ha nomkHOCTB
TEXHUYECKOI0 MUcareisi B KOHCTpYKTOpckoe 0ropo. Ho kaapoBuk nepenyrana Tpy10Bble KHUXK-
K1 paboTHUKOB. B kHmkke Brnanumupa oHa cienana 3amuch 0 IpueMe Ha JOKHOCTh TEXHHUYE-
CKOro mucareiis, a B JokyMeHTe KOpus — Ha 10JIKHOCTh MH)KEHEepa-cMeT4YMKa. B To ke Bpems B
npuKas3e o mpuemMe Ha padoty no crnucodHoit Gpopme Ne T-la moKHOCTH paOOTHUKOB U CTPYK-
TypHBIE MOApa3AeICHHs ObUIH yKa3aHbI IPABHIIBHO.

OmubKy 3aMeTHIIM TOJBKO yepe3 rof. 3a 3To BpeMs FOpwuii ycren yBOJUTBCS ¢ HEmpa-
BIJIBHOM 3amKChIO B TPYI0BOM KHMKKe. OH-TO U yKa3alsl ObIBIIEMY paOOTONATENI0 HA JOMYIICH-
HYIO HETOYHOCTb. Bianumup ocrancs padorats B OOO «'opr30HT», HO OBLT NEPEBEICH HA JIPY-
I'YI0 JOJKHOCTh. O HEeNpaBUJIBHOW 3allMCH OH IIOKAa HUYEro He 3HaeT. TpyAoBble KHUKKU PaboT-
HUKOB cel4ac BBIMVIAIAT TakK:

Tpyoosasa knuscka FOpusa I1.
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Bomnpochnr:

1. ¥Opuii TpeOyeTr ucrpaBUTh OMIMOOUYHYIO 3aIIUCh B €r0 TPYIOBOW KHIDKKE. JloymkeH nu
kapoBuk OO0 «["opu30HT» HUCHPaBIATh OMHUOKY? ONUIIUTE TOPSAIOK JEHCTBUM KaIpOBHKA B
CJIO’KUBUICHCS CUTYaIHH.

2. U3menutcs nu mopsgok aeictBuit kaapouka OO0 «IopuzonT», eciu KOpwuit ycTpo-
UTCSI Ha HOBYIO pabOTy U B €0 TPYJIOBYIO KHIDKKY yXe OyleT BHeCeHa 3aIiCh O IPHEeMe Ha pa-
00Ty B APYT'yIO OPTaHU3AIHIO?

3. HyxHo nu cooOmare Brnagumupy o nomymenHoi ommoOke? HykHO 1M MCTIpaBisiTh
3aluCh B TPYJAOBOM KHIDKKE Branmummupa, ecnu cam oH 06 3ToM He mipocut? Eciu ga, To Kak 310
IIPABWJIBHO ClIenaTh?

Kpurepuu onenkn:

6 — 3a1aHy€e BBEIIOJIHEHO

4 — 3aaHKC BBIIIOJIHCHO C 3aMCUYaHUSIMU

1 — 3ayianue BBITTOTHEHO C CYIIECTBEHHBIMH HEIOCTaTKAMHU
0 — He BBIIOJTHEHO

7.2.3. TecToBble 3aaaHus. B 3ananusx ¢ 1 mo 10 BeiOepuTe HOMEp NMPABUILHOTO OTBETA!

1 Kaxoit peKBU3UT ONpeeIsieT MO TMHHOCTh IOKyMeHTa?
1. Iloamwuck
2. OTtTHCK TIeUaTu
3. PerucrtpanroHHbI HOMEpP JOKYMEHTA
4. Jlata

2 Kakue TOKyMEHTBI OTHOCSATCS K HOpPMaTUBHBIM?
1. Huadopmupyromme o npeacrosiieM dakre
2. Hcxonsmue 10KyMEHTHI
3. JIOKyMEHTBHI, yCTaHABIIMBAIOIINE KaKHe-TM00 HOPMBI U TIPaBUIIa
4. Bxopsume JOKYMEHTBI

3 Kakue pekBU3UTHI YCTAaHABIMBAIOTCS B PABOM BEPXHEM YIIIy TOKyMeHTa?
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1.I'pud yrBepxaeHUS
2. Anpecar
3.Pe3omonus

4. Bce nepednciieHHOE

4 Ha3zoBuTe mpaBHJIbHOE PACIONIOKEHNE PEKBU3UTA «J1aTay Ha TOKYMEHTE
1. Ilepen moamuchio aBTOpa
2. B mpaBoM BepXHEM yTiy
3. Ha Gnanke — B IeBOM BEpXHEM YyIIIy IMOJ HAUMEHOBAaHUEM aBTOPA JOKYMEHTa
4. IIpou3BoabHO Ha CBOOOTHOM MECTE

5 Yto Takoe «BH3a» HA JOKYMEHTE?
1. CormnacoBanue 3aUHTEPECOBAHHBIX B UCIIOIHEHUU MUChMA JIHI]
2. Tlonmuce aBTOpa
3. PacnopspkeHne pyKoBOIUTENS
4. Otmertka 00 UCIIOTHEHUH JTOKYMEHTA
6 OObsAcHUTE HA3HAUYCHUE PEKBU3UTA «PE30TIOLIHS»
1. Yxka3aHue o BBIIOJHEHUH HEMIOCPEICTBEHHOMY UCIIOIHUTENIO WIIK CO3IaHHE APYTOTro
JIOKyMEHTa
2. CornacoBaHue C TEKCTOM 3aMHTEPECOBAHHBIX B JJOKYMEHTE JIUIT
ITogmuce aBTOpa
4. JlupextuBa (pacmopspKEHHE) PYKOBOJICTBA

(98]

7 B xakux ciydasix HaJl0 3alOJHATh PEKBU3UT «CChUIKA HAa UHACKC U JaTy JOKYMEHTa»?
1. Tlpu cocraBieHuM JOOOTO MUCHMA
2. 2.Tonwko B cay4yae COCTABJICHHS AyOJIMKaTa MUChMa
3.Ilpu oTBeTE HA MUCHEMO
4.Ilpu cocTaBieHUH NEPBOHAYAIBHOIO MUChMa (MHUIIUATUBHOTO)

8 JlaitTe onpeneneHue JOKyMeHTa
1.bnank ¢ pekBu3UTAMU
2. TekcT ¢ neyaTpro
3. TpadapeTHsiii TEKCT, cOAepk AN BOIPOCHI IO OMPEIETICHHON TeMe U MECTO JIsT OTBETa
Ha HUX
4. Vladopmariis Ha MaTepHaTLHOM HOCUTENE, MMEIOIAst FOPUANYECKYIO CHITY

9 OxapakTepu3yiTe ¢ TOUKH 3PECHUS PEKBU3UTOB JOKYMEHTA CIEAYIOUTUI (pparMeHT:
«3am.upektopa B.liBanoBy. O6ecnieunTh BHIMOJHEHNE YCIIOBUM IMOCTABOK (JTMYHAS TIOIUCH
JTUPEKTOPA, MOAMUCH, 1aTa)»

1.I'pud yrBepkaeHus

2. Buza cornacoBanus

3.Pe3omronusa

4. PacniopspxeHue

10 ABTOp MHCHhMa — JIUIO IOPUANYECKOE, KOTOPOMY MOHAZ00MIOCH COCTABUTh MTUCHMO JINYHOTO
xapakrepa. Boconbs3yercs 1 aBTop 071aHKOM TSl TUChMa?

1. [a, B cmydae noka3aTenbcTBa OJHOMOYMI aBTOpa

2. Her, opurnmanpabie 0JaHKH MpeHA3HAYEHBI TOJIBKO JUTSI CITY>)KEOHBIX TTUCEM

3. 3aBucut oT aapecara

4. Jla, Tak KaK IOpUANYECKOE JIUIIO BEIET CBOIO JOKYMEHTAIUIO TOJIBKO Ha OJIaHKax



Kpurepun onenkmn:

«otinyHOo» - 80-100 GanoB
«xopomro» - 60—59 Ganos
«ynoBieTBoputeabHO» 40-59 Gannos
«HeynoBneTBopuTeabHO» 0-39 6amos

TeMbl NUCbMEHHBIX PadoT

VY4eOHBIM MJITAHOM JUCIUIUIMHBI HE TTPETYCMOTPEHO

7.3. OneHOYHbIE CPEACTBA /ISl IPOMEKYTOYHOM aTTeCTAMH MO0 UTOraM OCBOEHUS JTUCIH-
IIMHEI

7.3.1. Bonpochl K NPpOMeKYTOYHOM aTTecTaluu

Cemectp 5
Ne Bonpocs! k 3k3aMeHy
n/n
1 [TonsTHE TOKYMEHTA U €T0 KiIacCuUKaIsl.
2 CucTeMbl TOKYMEHTAIINH, IPUMEHSIEMbIE B KaJPOBOU CITyxk0e.
3 OCHOBHBIE JOKYMEHTHI, pETIIaMEHTHPYIONINE YIPaBICHUE IEPCOHATIOM: TIPAaBHIIa BHYTPEHHETO TPYAOBOTO

pacnopsiika

OCHOBHBIE JOKYMEHTHI, pETIIAMEHTHPYIONIHE YIPaBICHUE IEPCOHATIOM: IITATHOE PACIIHCAHHE

OCHOBHBIE JOKYMEHTHI, pETIIAMEHTHPYIONINE YIPaBICHHE IEPCOHATIOM: JOJDKHOCTHBIE HHCTPYKIIHH.

[TpaBmia oopMIICHHS TOKYMEHTOB: COCTaB PEKBU3UTOB, TPEOOBAHMSI K X O(DOPMIICHHIO.

[TpaBmia oopMiIeHHS TOKYMEHTOB: TpeOOBaHMS K OJJaHKaM JOKYMEHTOB M UX 0(hOPMIICHHIO.

4

5

6 OCHOBHBIE JOKYMEHTBI, PETIIAMEHTHUPYIONINE YIIPaBICHHUE MEPCOHATIOM: TPYAOBBIE TOTOBOPHI (KOHTPAKTHI).
7

8

9

ITopsimox oopmIIeHNsT JOKYMEHTOB NP IpHUeMe Ha padoTy;

10 | Iopsimokx oopmiteHNsT JOKYMEHTOB IPH TIEPEBOJIC;

11 Pacropykenue Tpy10Boro qoropopa (KOHTPAKTa);

12 ITopsinox moArOTOBKM MPUKA30B IO JINYHOMY COCTaBY;

13 [opsimok oopmMieHNsT TOKyMEHTOB P KOMaHAHPOBAHUH,

14 | Topsimox oopmIIeHUsT JOKYMEHTOB NPH OOBSIBICHHH MOOITPEHUSI.

15 ITopsimokx oopmITeHNsT JOKYMEHTOB NPH OOBSIBICHUH B3bICKAHHMS.

16 | OcHOBHEIE ITpaBHJIa BEJCHNS TPYIOBBIX KHIKEK.

17 Benenune qu4HBIX A€

18 OpraHu3anus TOKyMeHT0000poTa.

19 CucreMaru3anys JOKYMEHTOB

20 | XpaHeHue KaIpoBOW JOKYMEHTAITUH.

21 JIoKyMEeHTHpOBaHHE MPOIIECCOB MOATOTOBKU K HAMYy IepcoHasa

22 | JIokyMEeHTHPOBaHHE NPOIECCOB HaliMa MepcoHaa

23 JloxyMeHTHpOBaHHE MPOIIECCOB aaNTAIMH PAOOTHUKOB

24 | JIokyMEHTHPOBaHHE MIPOIECCOB 00YICHHSI pAOOTHUKOB

25 | JlokyMeHTHpOBaHHUE MIPOIECCOB MPOXOKICHHS HCIBITATEIHLHOTO CPOKA

26 | JIokyMEHTHPOBaHHE MPOIECCOB 00YICHHS pAOOTHUKOB

27 | JlokyMeHTHpOBaHHE MPOLECCOB MPHUBIICUSHHUsS] 00YUAIONEro nepcoHaia

28 | JlokyMeHTHpOBaHHUE IIPOIECCOB YIPABICHUS KapbepOl COTPYTHIKOB

29 PaboTa 1o 3amuTe nepcoHaNbHBIX JAHHBIX

30 | Homenknatypa nmen

31 [TpaBwia 3anonHeHns TUIHOHN KapToukH (T-2)

32 | JIokyMEeHTHPOBaHHE MIPOIECCOB NMPHU YBOJIBHEHHUHN M0 MHUIIMATHBE paOOTHUKOB

33 JloKxyMEeHTHpOBaHHE MPOIIECCOB NMPH YBOJIHHEHHUH 110 HHUIIMATUBE pabOTOAATEIS

34 | JlokyMEeHTHpPOBaHHUE IIPOIIECCOB YBOJBHEHNS IO HE 3aBUCAIINM OT CTOPOH MPUINHAM

35 OCHOBHBIE JOKYMEHTHI, pETIIAMEHTHPYIONINE YIPABICHNE IEPCOHAJIOM: TIOJIOKEHUE 0 KaJPOBOii cyx0e

36 | OcHOBHBIE TOKYMEHTHI, pETJIAMEHTHPYIOIINE YIIPaBJICHIE IEPCOHAIOM: TTOJIOKEHHE O MIEPCOHATIE

37 | OcHOBHBIE TOKYMEHTHI, PETJIAMEHTHPYIOIINE YIIPABICHIE IEPCOHAIOM: ITOJIOKEHHE 00 aTTeCTallnu




38 OCHOBHEIE JOKYMCHTHI, PCIJIaMCHTHUPYIOIINWEC YIIPABJICHUC IIEPCOHATIOM: TOJIOKCHUC O TPEMUPOBAHNU

39 | OcHOBHBIE TOKYMEHTHI, pErJIaMEHTHUPYIOLINE YIIPABJICHHE IIEPCOHAIOM: IOJIOKEHUE 00 oruIaTe Tpyaa

40 OCHOBHEIE JOKYMCHTHI, PCITIAaMCHTHUPYIOMINEC YIIPABJICHNUC IIEPCOHATIOM: TIOJIOKCHUC O Haiime rnepcoHaja

7.3.2. Kputepun U HOPpMbI OLEHKH

dopma npose-
Cemectp AeHms Kpurtepuu u HOpMbI OLlEHKH
MPOMEKYTOYHOM
aTTecTaluu

COTIIUIHOY 85-100 GayoB
5 9K3aMeH «XOpOILIOY 70 — 84 GamnoB
«yJIOBJIETBOPUTEIHHOY 55-69 6amnoB

«HEYJOBJIETBOPUTEIILHO 0-54 Gannos




8. YueOHO-MeTOAMYecKOe U MH(POPMAIIMOHHOE o0ecnevYeHre JUCHMIITIMHBI

8.1. O0s13aTesnbHAA TUTEpPATYypa

Tun (yueOHUK, yueOHOE

Ne ABTOpBI, CO- nocooue, yueoOHo- I'ox us3- KoanuecTBo B Hay4YHO# 0M0/M0-
3arnaBue (3aroJjioBoK)
n/n CTABUTEJIN MeToauYecKoe nmocoomue, TaAHUSA Teke / HaumenoBanue DbC
NPaKTHKYM, Ap.)
1 Cycnos I'.B. VYrpaBneHue nepcoHaqIoM OpraHU3aluu yue0. mocobue 2020 ObC «ZNANIUM.COM»
I'amxuesa CoBpeMeHHOE KaJIpOBOE JIETIOMPOU3- 2017 9BC «IPRbooks»
2 E.1IO. BOJICTBO IIPAKTUKYM
3 Eropmmn A.I1. OCHOBBI yIIpaBJIEHUS MTEPCOHATIOM yue0. mocobue 2020 «ZNANIUM.COM»
https://znanium.com/catalog/docum
ent?pid=1067790
8.2. lonosiHMTE/ILHAS JIUTEPATYPa
Tun (yueOHUK, yueOHOE
Ne | ABTOpBI, cocTa- nocooue, yueoOHo- I'ox us3- KoanuecTBo B Hay4YHO# 0n0IM0-
3arsiiaBue (3aroJi0BoK)
n/n BUTEJIN MeToauYecKoe nmocoomue, TaAHUA Teke / HaumenoBanue DbC
NPaKTHKYM, Ap.)
4 | CornukoBa C. 1. | VYmnpasieHue nepcoHanoM [ DJIEKTPOH- 2016 OBC «ZNANIUM.COM»
HBI pecypc] : JlenoBas kapeepa VYu4eb. mocobue
5 2018 OBbC «IPRbooks»

Cremnanosa E.H.

Cucrema 2JIEKTPOHHOTO JOKYMEHTO-
obopora

yaeOHOe mocodune




8.3. Ilepeuyens npogeccnoHANBHBIX 023 JaHHBIX U HH(POPMAIIMOHHBIX CIIPABOYHBIX
cucTeM

- KagpoBoe cooOmiecTBo u myonukanun - Pexxum nocryna: http://hr-portal.ru
- Kagposoe nemno. [Ipaktuueckuii sxypHa o KaapoBoii padore - Pexxum pocryna:
http://www .kdelo.ru

- MunucTepcTBO 3KOHOMUYECKOTro pa3BuTusi PO [DnexktpoHHslil pecypce]| - Pexxum nocryna:
http://economy.gov.ru/minec/main

- MuHHCTEpCTBO TPYAA, 3aHATOCTH U MUTPALIMOHHOM nonuTuku Camapckoit obsacTtu [ Diek-
TpOHHBIN pecypc] - Pexxum noctyma: http://trud.samregion.ru/home/slugba.aspx

- MuHucTepCcTBO TpyAa U counanbHou 3amuTel PO [DnexkTponHslil pecypce] - Pexum nocryna:
http://www.rosmintrud.ru/

8.4. Ilepeuenb NMpOrpaMMHOro odecrnevyeHust

Ne Haumenopamme [O PexBu3uTHI IIOFOB?pa

n/n (naTa, HOMep, CPOK /el CTBHA)
1 Windows Jorosop Ne 690 ot 19.05.2015r., cpok neicTBUSI - OECCPOIHO
2 Office Standart Horosop Ne 690 ot 19.05.2015r., cpok aelicTBUs - 6€CCPOUHO;

Jorosop Ne 727 ot 20.07.2016r., cpok neHCTBUSI - OECCPOIHO

8.5. Onncanne MaTepuaIbHO-TEXHUYECKOH 0a3bl, HEOOXOAUMOI JIA OCylIeCTBJIe-
HHs 00Pa30BATEIbHOI0 MPOLECcCa 0 AUCHUIIMHE

HaumeHoBaHne 000py10BAHHBIX YUeOHBIX KAOMHETOB, J1200-
paTopuii, MacTepcKuX M Ap. 00bEKTOB /AJIsl MPOBEIeHUsA

Ne . . IlepeuyeHb OCHOBHOTO
o/ | TPAKTHYECKHX 1 JzaﬁopaToprlx 3aHATHH, HOMEIUECHH I 11 oGopyXoBaHmsI
CaMOCTOSITEJILHOM padoThl 00y4yarommxcsi (HoMep ayJauTo-
pun)

Aynutopust BeOkoHpepeHuil. YueOnas ayauropus it npose- | CTOJbI yYeHUYECKHE,

J€HNS 3aHATUH JIEKHMOHHOIO Tuna. Yd4eOHas ayAuTOpHUs AJS | CTYJbsl yYEHHUYECKHE,

MIPOBE/ICHUS 3aHATUI ceMuUHapckoro Tuma. YuebHnas ayxutopus | [IK ¢ BeIxomom B ceTb
| | AUt KYPCOBOTO NPOEKTHPOBAHUA (BBIOJIHEHUSI KypcoBbIX pa- | MHTepHeT

60T). YueOHas ayIuTOpHs AJIs IPOBEACHUS TPYNIOBBIX M UH/IU-

BUJYaJIbHBIX KOHCYJbTaLUN YdeOHas ayquTOpus JUIsl IpoBeje-

HUS 3aHATUM TEKYILEr0 KOHTPOJIS U IPOMEXYTOYHOM aTTeCTa-

nuu. (YJIK-301)

Aynutopust BeOkoHpepeHuil. YueOnas ayauropus it npose- | CTOJIbI yYeHUYECKHE,

J€HNs 3aHATUH JIEKUMOHHOIO TuUna. Yd4eOHas ayAuTOpHUs AJS | CTYJbsl yYEHHUYECKHE,

MIPOBE/ICHUS 3aHATUI ceMuHapckoro Tuma. YuebHas ayautopus | [IK ¢ BeIxomom B ceTh
5 | AlA KypCOBOIO MPOEKTHPOBAHNs (BBIOJIHEHUSI KypcoBbIX pa- | HTepHeT

60T). YueOHas ayIuTOpHs AJIs IPOBEACHUS TPYNIIOBBIX M UH/IU-

BUIYaJIbHBIX KOHCYJbTaLMN YdeOHas ayquTOpus JUIsl IpoBeje-

HUS 3aHATUM TEKYLLEr0 KOHTPOJI U IPOMEXYTOYHOM aTTeCTa-

nuu. (YJIK-314a)

[TomerieHue 1st CAaMOCTOSITENBHOM pabOTHI CTYIEHTOB Crounbl yyeHHUECKHE,
3 (I'-401) CTYJIbsSl YYCHUYECKHUE,

I1K ¢ BBIXOIOM B CETH
Nutepuer
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