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1.Heab 1 3a7a4M M CHUNIMHBI:

Lenv uzyuenus oucyuniuHvl — aKTUBHO 3aKPENUTh, YIIIYOUTh U PACHIUPUTD
3HAHMS, MOJTYYEHHBbIE NMPU U3YYeHUH O0a30BBIX NUCIMIUIMH, MPUOOPECTH HOBBIC
3HaHUA U CHOPMUPOBATH YMEHUS M HaBBIKH MO OPraHU3AIMK pabOThI C KaJPOBOH,
OpraHu3alMOHHO-PACIIOPSIAUTEIEHON U UH(GOPMAITMOHHO-CIIPABOYHOMN
JOKYMEHTalMeH, perIaMeHTUPYIOEH  AESTENbHOCTh  JOJDKHOCTHBIX  JIWILL
opranuzanuu, QyHKIUU U MPOLEAYpPhl YIPABICHHUS MEPCOHATIOM B OpraHHU3aIUH
JUTSL IOCTIEAYIOIIEN NeATEIbHOCTH OaKaiaBpa.

3a0auu Oucyuniunbl 3aKIIOYAIOTCS B HW3YYEHUU OOMIMX MpPaBWI H
NPUHITUIIOB JTOKYMEHTAI[MOHHOTO 00€CTeUeHUs YMpaBICHUsS TMEPCOHAIOM, C
MOPSJIKOM  JIOKYMEHTHPOBaHUS WH(OpMAIUU; OpraHu3alueid paiuoHaIbHOTO
JBIDKEHUS JOKYMEHTOB Ha MPEANPHUSATHH; YMEHHEM KayeCTBEHHO M OBICTPO
oOpabarpiBaTh  WH(MOpPMAIMIO B IEJSIX  CBOEBPEMEHHOTO  TMPUHATHUS
COOTBETCTBYIOIIMX YIIPABJICHUYECKUX PEUICHUN; MpPaBUIIAM JI€JIOBOM MEPENHCKH,
o0ecrieueHneM CEKpETHOCTH; (POPMUPOBAHUEM U ITepeIayeii JOKyMEHTOB B apXUB.

2. MecTo nucuniuidabl B cTpykrype OITOII:

JlokyMeHTallMOHHOE 00€eCIeueHre YNpaBJICHUs MEPCOHATIOM OTHOCUTCS K
aucuumiiHaM  6a3oBoit  yactu  B1.6.10  ocHoBHOM  mpodeccruoHanbHOM
00pa3oBaTeabHOI MPOrpaMMBbl.

3. TpeGoBanusi Kk pe3yjJbTaTaM OCBOCHHSI AMCUMILIMHBI: IpOLECC
U3y4YeHMsl MCUMIUIMHBI HampaBJjieH Ha (OpMHpPOBaHHE M OCBOEHHE
KOMIIeTEeHIUIi:

OK-4 cnocoOHOCTBhIO HCMOJB30BAaTh OCHOBBI IMPABOBBIX 3HAHWM B
pa3nUYHbBIX cepax AesTeIHLHOCTH;

OIIK-9 cnocoOGHOCThIO OCYHIECTBIISITH JI€JI0BO€ OOIeHne (ImyOrMuHbIe
BBICTYIUIEHUS, II€PErOBOPHI, MPOBEICHUE COBEIIAHUM, JI€JI0OBasl IEpENNCKa,
AIEKTPOHHBIE KOMMYHHKALINH );

OIIK-10 criocoOHOCTBIO peliaTh CTaHAApTHHIE 3a7a4u MPOo(ecCHOHATBHOMN
NEATEeILHOCTH HAa OCHOBE MH(MOPMAIMOHHON W OMOIMOTpaduueckoil KyJabTyphl ¢
MPUMEHEHUEM HWH()OPMAIIMOHHO-KOMMYHHUKAITMOHHBIX TEXHOJOTUA U C Y4eTOM
OCHOBHBIX TpeOoBaHMUM HHGOPMAITMOHHON OE30MaCHOCTH,

[IK-10 3naame TK P® u WHBIX HOPMATUBHBIX IPAaBOBBIX AaKTOB,
coJiep KallluX HOPMbl TPYJIOBOTO IIpaBa, 3HAHUEM IPOLEIYp MpUeMa, YBOJIbHEHMUS,
nepeBo/ia Ha JIPYryro paboTy W MepeMenieHuu nepcoHana B cooTBerctBuu ¢ TK
P® u BnanenneM HaBbIKaMu 0()OPMIICHHUS COMTPOBOKAAIOIICH TOKYMEHTAITUY;

[IK-12 3nanue OCHOB pa3pabOTKM W  BHEAPECHHS KaJgpOBOM U
YOPABJICHUYECKOW JOKYMEHTAIMH, ONTHUMH3AlMA JTOKYMEHTOO0OpOTa, CXeM
(GYHKIIMOHATBHBIX B3aMMOCBSI3€H MEXIy MOJpa3IeICHUsIMU, OCHOB Pa3pabOTKH U
BHEJIPEHUS TIPOLIEAYP PETYIUPOBAHUS TPYIOBBIX OTHOIICHHUI U COMTPOBOXKIAOLIEH
JIOKYMEHTAINH;




[IK-13 ymeHue BecTH KaJpOBOE MAEIIONPOU3BOJACTBO U OPraHH30BBIBATH
apXMBHOE XPaHEHHUE KAJIPOBBIX JOKYMEHTOB B COOTBETCTBUU C ACHCTBYIOIIUMU
HOPMAaTUBHO-TIPABOBBIMU  aKTaMH, 3HAHUEM OCHOB KaJpOBOW CTaTUCTHKH,
BJIAJICHUEM HABBIKAMHM COCTABJICHHUS KaJpOBOM OTYETHOCTH, & TAaK)KE€ HaBbIKAMU
O3HAKOMJIEHUSI COTPYJIHHKOB OpPTraHU3alMM C KaJpOBOM JOKyMEHTAallMEN U
JEUCTBYIOIIUMHU JIOKAJbHBIMU HOPMATHBHBIMM aKTaMH, YMEHUE O00eCleuuThb
3aIIMUTY MEPCOHAIIBHBIX TAHHBIX COTPYIHUKOB;

[1K-17 3nanueM OCHOB pa3paOOTKU M BHEApPEHHUs NpOodecCHOHATBHBIX, B
TOM YHCJE€ KOPMOPATHUBHBIX, CTAHJAPTOB B OOJIACTH YIPaBJICHUS IEPCOHAJTIOM,
YMEHHEM COCTaBJISATh OMHMCAHUSA U paCHpenessiTh (YHKIUH U (PyHKIIHOHAIbHBIC
00SI3aHHOCTH COTPYAHMKOB, a Takke (YHKIMH MOAPA3/EICHUA Pa3HOTO YPOBHS
(kapTbl ~ KOMIIETCHLIMM,  JIOJDKHOCTHBIE  HMHCTPYKLUHH,  IOJIOKEHUS O
MOApa3ACICHUSX);

[IK-27 BnajmeHueM MeTOJaMU W TPOrPAMMHBIMH CpPEJCTBaMU 00OpabOTKHU
JIeJI0BOM MH(OpMAaIMK, HaBbIKaMU Pa0OTHI CO CIIEUATIN3UPOBAHHBIMU KaJPOBBIMU
KOMIBIOTEPHBIMU  [POTrPaMMAaMH,  CIIOCOOHOCTBIO  B3aMMOJEHCTBOBATH  CO
ciy:)xk0aMu  MH(POPMAIMOHHBIX TEXHOJNOTMM U 3(Q(QEKTUBHO HCIOIb30BaTh
KOPIIOPATUBHbIE MH(MOPMAIIMOHHBIE CHUCTEMBl MpPHU PEIICHUU 3a]ad YIpaBICHUS
IIEPCOHAIIOM,;

[1K-38 nexomMmepueckum maptHepcTBoM "BBK - HanuonanbHbll cor03
KaapoBUKOB', "HanmoHambHBIM COO30M OpraHu3alui IO MOArOTOBKE KaJpOB B
obnmactu ympapieHusi nepcoHanoM ("HauuoHanbHbld coro3  "YmpaBieHue
nepconanom")", Accouuanueil oOpraHuzanuil ynpaBIEHYECKOro 00pa3oBaHUS,
npodcoro3aMy, JAPYrUMH  OOILIECTBEHHBIMU OpPraHU3alUsIMU W TPYAOBBIM
KOJUIEKTUBOM.

B pe3ynprare nzydyeHus: JUCHUILIMHBI CTYICHT JOJIKEH:

3HAMb:

1.OcHOBBI pa3pabOTKH U BHEAPEHHUS MPOIEAYP PETYIUPOBAHUS TPYIOBBIX
OTHOLIEHUW U COITPOBOKIAIOIIYIO JTOKYMEHTALUIO;

2. HopMaTuBHBIE JOKYMEHTHI 110 CTAaHAAPTU3AIMH B 00JIaCTH
JIEJIONPOU3BOACTBA, ACUCTBYIOIINE Ha Tepputopun Poccuiickon denepannu;

3. Cucrempl JOKyMEHTAINH, TPEOOBAHUS K COCTABICHUIO U O(POPMIICHUIO
JIOKYMEHTOB, COBPEMEHHBIE CITOCOOBI U TEXHUKY CO3/IaHUS JJOKYMEHTOB;

4. TunoBble UHCTPYKITUH TI0 JACIONPOU3BOJICTRY.

ymems:

1. I'paMoTHO pa3pabaThIBaTh yIIpaBICHUECKUE JOKYMEHTHI, UCIIOIb3YEMbIC B
JNEATEIbHOCTH PEANPUATUI;

2. Ucnionb3oBaTh B CBOEH NpodeccuoHaIbHON AesTeTbHOCTH MTPUKIIAIHbIC
IIPOrPaMMHBIE CPEACTBA U CPEACTBA OPTTEXHUKH.

871a0emb HaABbIKAMU.

a. Cocmasenenus ynpagneH4eckux OOKyMeHmo8 Ha npeonpusimu;

b. Pabomwsi na nepconanshom komnviomepe Ok HOOOMOBKU INEKMPOHHbIX
OOKYMEHMO8;



C. Pabomwl ¢ cospemennbiMU BUOAMU OPSMEXHUKU U UCNONb308AHUS CDEOCME
MANOU OPeMEXHUKU.

OO0mas Tpya0eMKOCTb JUCIUIIMHBI COCTABISIET 4 3a4CTHBIC €TUHUIIBI.

3. CocTaBHTEIID:

[TnakcueBa C.B., monieHT kadeapsl OpraHu3aiiuy U ypaBieHus, K.3.H.



