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Pabo4yas nporpamma gUCUUNMHBI COCTaBEHa B COOTBETCTBUU C (hefepanbHbIM roCyAapCTBEHHbIM 06pa3oBaTeNbHbIM
CTaHOapToM Bbicwero obpasoBaHust Mo HanpaeneHuto nogrotoBkn 46.03.02 [JokyMeHTOBeAeHME WM apXMBOBeAEHUE,
yTBEPXOEHHBIM NpukazoM MuHobpHaykm Poccnm ot 29.10.2020 r. Ne 1343

CoctaButensb (1):

KaHaMaaT negarormyeckmx Hayk, 3aBefyowmi kacgpeapon BunbuunHckas-byTeHko
MapuHa OayapgoBHa

Ot kadenpbl cocTaBUTENS: BunbunHckas-

3aBegywownii kadeopon ncTopum M Teopum au3arHa U ByTteHko MapuHa

MeanakoMMYyHUKaumm OpyapooBHa

Ot BbINycKatoLleln kadeapsbi: BunbuynHckas-

3aBenyowmii kadbeapon ByteHko MapuHa
OpyapooBHa

MeToauyeckuin otaen:




1 BBEOAEHUE K PABOYEW MPOrPAMME AUCLIUIMJIUHbI

1.1 Uenb ancumnnuHbl: copmMupoBaTb KoMneTeHumn obyyatoieroca B obnactu kagpoBOro MEHeKMEHTa,
TEoOpUN 1 NPaKTUKN COBPEMEHHOIO KagpoBOro Aenonpon3BOACTBA, HEOOXoAMMble B NPOdECCMOHANbHON OeATENbHOCTH
ONs opraHnsaumm n OyHKUNOHNPOBaHNS KagpoBOWN CryObl yHpEXAEHNIN rocygapCTBEHHON CryXObl.

1.2 3agaum gucuMNInHLI:

- PackpbITb NPpMHUMMbI KAAPOBOro MEHEKMEHTA.
- PaccmoTpeTb npobnembl Teopun 1 NPakTUKM opraHM3aunm 4OKyMeHToo60poTa KaapoBon CryXObl.
- PackpbITb NPUHLUMMNbLI TEOPETUYECKMX U MPAKTUYECKMX OCHOB AOKYMEHTMPOBAHMWS KaApOBOW OESTENBHOCTY.
Moka3aTb OCOBGEHHOCTM TEXHOSOIMYECKMX MNPUEMOB  COCTaBMEHUS W OGOPMIEHUS  Pa3NUYHbIX
YHUULMPOBAHHbBIX (DOPM JOKYMEHTOB KaapOBOW CIy»0bl

1.3 TpeboBaHus K NnpeaBapuTeNibHOM NOAroTOBKe OOy4aloLerocs:

I'Ipe,uBapMTeanaﬂ noAroToBKa npeagnonaraeT co3gaHne OCHOBbI OA (bOpMVIpOBaHVIﬂ KOMMeTEeHUUN, YKa3aHHbIX
B M. 2, npun n3yv4eHnmn ancunniinH:

KoHduaeHumanbHoe 4enonpor3BoACcTBO U apXMBbl JOKYMEHTOB MO NIMYHOMY COCTaBy
OpraHusauus 4enonpon3BoACTBa B rocyAapCTBEHHbIX CTPYKTypax
OpraHu3sauua 4enonpov3BoAcTBa B opraHax MyHULMNanbHON BRactu

2 KOMNETEHUMUN OBYYAIOLWEIOCA, ®OPMUPYEMBbIE B PE3YJIbTATE OCBOEHUA OUCLIUMNIIUHBI

MK-5: CnocobeH opraHM3oBaTb AOKYMEHTOOG0OPOT B OpraHu3auum

3HaTb: MeToAbl M MPUEMbI YNpaBeHYeCckoro Tpyaa KaapoBbiX NoapasaeneHui.
YMeTb: opraHn13oBbiBaTh paboTy KaapoBo CryXObl opraHM3aLmmn U rapMOHUYHYIO KaapoBYIo NOMUTKKY U pa3pabaTbiBaTb
KOMMJIEKCHbIE MEepPONpPUSTUSi NO 06GecneyeHmnio MHGopPMaLMOHHO 6e30NacHOCTY KagpoBOro AefonponsBoacTBa

BnageTb: OMNbITOM CO34aHWUsi MHPOPMAaLMOHHO-CNPaBOYHbIX CPEACTB K AOKYMEHTaM MO FIMYHOMY COCTaBy, NMpuemamu
opraHv3aLuy KagpoBOro Aernonpou3BoACTBaA U JOKYMEHTUPOBAHUS TPYAOBbIX OTHOLLEHWI.




3 PE3YNIbTATbI OBYYEHUA MO AUCUUNITUHE

KoHTakTHas
paboTa

MHHoBAaL.

dopmbl
3aHATUN

cpP
Nex. Mp. (4achbl)
(4acel) | (4achbl)

HanmeHoBaHue n cogepxaHue pa3genos,
TEM U y4eOBHbIX 3aHATUI

CewmecTp
(kypc gns 3A0)

Pasgpen 1. CoBpeMeHHbIn  KagpoBbIN
MEHEKMEHT

Tema 1. KagpoBblil MEHEOKMEHT Kak Hayka
006 ynpaBneHUM KYEBbIM  PECYPCOM
opraHusaumm. MecTo u ponb KagpoBOro
MeHeKMEeHTa B CUCTEMe ynpaBreHus
npeanpuatnem. OBGbEKT M cybbekT
yrnpaBneHusa kagpamu. 3agaun KagpoBou
cnyx6bl. Kagpbl npegnpuatvs kak o6bekT
yrpaBneHus. HopmaTtuBHO-npaBoBbIe
OOKYMEHTHI, ncnonb3yemble B
OEeATENBHOCTW MO YNPaBAEHWIO Kaapamu

Tema 2. 3agaum M @QyHKUMM KaOPOBbIX
cnyx6. CTpyktypa KagpoBOW CryxObl.
OcCHOBHblE  HampaBMneHUs  NepecTPoVKu
paboTbl KaapoBbIX CrYyXO B COBpPEMEHHbIX
opraHu3aumsXx. TengeHuun pas3BuTHA
LEeHTPOB MO yNpaBfeHW0 MepcoHanoMm B
cTpaHax 3anagHon Eponbl, B CLUA wu 2 16 HWN
AnoHun. MeToapl KagpoBoOro
MeHeaxMeHTa. PakTopbl, BO3AENCTBYOLLME
Ha nepcoHan opraHm3auum.
Xapakrepuctuka METOAOB  KagpoBOro
MeHegxmeHTa. CTunu  pykoBOACTBA W
nuaepcrsa.

WUtoro B cemecTpe (Ha kypce ansa 3A0) 4 32

KoHcynbTaumm n npoMexyTodHas
aTtTecTauus - HeT

Pasgen 2. Kagposasi nonutuka B cucteme
rocynapCTBEHHOM Cnyobl




Tema 3. Jlek: OCHOBHblE  MPUHLMNbI

PYHKUMOHNPOBaHMS CUCTEMBI
rocygapctBeHHon cnyxbbl. CpaBHUTenbHas
XapakTepuctuka OopoKpaTmnyeckom 7
MeHeKepuarnsHou mMoaenem
rocy4apCTBEeHHOro yrnpaBneHus. Peectp

OOIMKHOCTEN hbedepanbHON rocyaapCTBEHHOW
rpaxkgaHckow cnyx0bbl, yTBEPXAEHHbIA YKa3oMm
MpesngeHta Poccuinickon depepaumm ot 31
aekabps 2005 r. Ne 1574,

Hanpasnenus [eATenbHOCTU KagpoBOM
paboTbl. TexHonorns Habopa nepcoHana.
OcCHOBHble ~ (QYHKUMOHAnNbHbIE  MOHATUA  —
noabop, oTbop, HaM, MapKETUHI NepcoHana.
OcHoBHble npouenypbl nogbopa, oTbopa,
Havma. KOHKypC Kak OCHOBHasi npouenypa
oTtbopa npu NOCTYNNeHnN Ha
rocygapctBeHHyio  cnyx0Oy.  [lepcnekTuBbl
pasBuTUA KagpoBbIX  TEXHOMOrumn npu
MOCTYMNNEHNUN HA TFOCYAAPCTBEHHYH CIyX0y.
KoHKypC Ha 3amellieHe BakaHTHOW JOJMKHOCTU
rocydapCTBEHHOW  FpakdaHCKOW  CNyXObl.
Obwme nonoxeHuss. Cneunduka oTbopa
KagpoB Ha rocygapCTBeHHyl cnyxby. Llenu
npoBeaeHns KoHKypca. 3agadn npoBeAeHust
KOoHKypca. [logrotoBka K  MNpOBEAEHMIO
KOHKypca. Otanbl KOHKypca. PaspaboTtka
OCHOBHBbIX U creuumanbHbiX KpuTepmeB otbopa
N oueHkn kaHanaatoB. OCHOBHblE MOHSTUS O
KBannuKaLMOHHbIX TpeboBaHmsx K
BakaHTHOW  OOIMKHOCTM U OOSMKHOCTHbIX
pernamMeHTax rocygapCTBEHHbIX MPaXKOAHCKMX

cnyxawmx. MepeyeHb OCHOBHbIX
KBanM@UKaLUMOHHbIX TPeOOBaHUN K BakaHTHON
OOIMKHOCTH. Cneuundumka npoBeeHus

aTTecTauum Ha rocydapCTBEHHOM cnyxbe.
Llenb v 3agauM npoBedeHus artTectaumu
rOCY4apCTBEHHbIX TPaXAAHCKMX  CryXKallmXx.
HopmaTtumeHo- npaBoBoOe obecneyeHne
npoBefeHus artTectaumm rocygapCTBEHHbIX
rpaxgaHckmx cnyxawux. [ocygapcTBeHHble
rpaxgaHckne cnyxawme, He noanexawme
atrectauun. [lepuoamyHoCTb  NpoOBeAEeHUS
aTTecTauun. OpraHusauusi npoBeeHus
aTTectaumMn.  ATTecTauuoHHas  KOMMUCCUS.
Mpaduk npoBepeHusi attectaumu. OT3biB 00
WCMONMHEHNN TOCYOAaPCTBEHHBIM FPaXXgaHCKUM
CnyXalWmm  OOMKHOCTHbIX  00si3aHHOCTEN.
MpoBeneHue aTTectayuu. Mpoueaypa
npoBefeHus atTecrayumu. OcHoBaHus
nepeHeceHus1 aTTecTaumm rocygapCTBEHHOro
rpaXkQaHCKOro Chyxalero Ha [Opyron Cpok.
OueHka  npodeccuoHanbHOM  CcriykebHow
OEeATenbHOCTH rocyaapCTBEHHOTO
rpaXkgaHcKoro cnyxauiero. MecTto
KBanMUKaLMOHHOIO 3K3aMeHa B CTPYKType
WHCTUTYTa rocyaapCTBEHHOW CINyXObl.

Mpakt: CopepxaHve  KBanUUKaLNUOHHOrO
3K3ameHa: yCTaHOBMeHWe COOTBETCTBUS
npodeccnoHanbHbIX  3HAHUR,  YMEHUA 1
HaBbIKOB rpakgaHcKoro cnyxawero
NCMNONHAEMbIM UM OOIMKHOCTHbBIM
00s3aHHOCTAIM MO Tpynne U KaTeropum
OOMMKHOCTEN, K KOTOPbIM OTHOCUTCA  €ro
JormkHoCcTb.  OTnmnumne  KBanudurKaunoHHOro
3K3aMeHa OT KOHKypca Ha 3amelleHune
BakaHTHOW JOMKHOCTU 1 OT aTTecTayuu.

18

HU




Tema 4. Jlek: PasBuTMe nepcoHana kak
3NeMeHT CUCTEMbl YNpaBrieHUs MnepcoHanoM.
Creuudumika KagpoBOro pesepBa Ha
rocyaapCTBEHHOW cnyxoe. OcHoBI
HOpMaTMBHOWN NMpaBoBOW 6a3sbl, perynupytoLen
cdopmmpoBaHne U1 BedeHWe  KagpoBOro
pesepBa Ha roCygapCTBEHHON rpaXadaHCKoW
cnyxbe. Llenn n 3agaun kagpoBoro pesepsa
rocyaapCTBEeHHOW CNyx0bl. MpuHUMNbI
dopmmpoBaHms KagpoBoro pesepB.a.
dopmupoBaHne u BefeHwe denepanbHOro
KagpoBoro pesepBa rocyaapCTBEHHON
Cnyx06bl. Cneuuduka denepanbHoro
kagpoBoro pesepea. OTnuuma  BeOeHus
cdepepanbHOro  KagpoBoro  pesepBa  OT

BeOeHus KagpoBoro pesepBa
rocynapCcTBeHHoro opraHa. <dopmupoBaHue
KagpoBOro pesepBa rocyaapcTBeHHOW
rpakgaHckom CNyX0bl. OcCHoBHble

HanpaBneHust AesaTernbHOCTU KagpoBbIX CryX0
rocyqapCTBeHHbIX  opraHoB B obnactu

dhopmmpoBaHus KaJpoBoro pesepsa.
MoarotoBka KaJpoBOro pesepBsa
rocyqapCTBEHHON  CryXobbl. Mporpammbl

TEopeTU4ecko  MOAroTOBKW,  MPOrpamMmmbl
nHAnBMAYyanbHoro obyyeHns. BoligsmkeHue Ha
OOIDKHOCTb M3 COCTaBa KagpoBOro pesepsa.
Cneuundwmka BO3HarpaxxgeHus "
BbICBOOOXOEHMNS nepcoHana Ha
rocygapctBeHHon  cnyxbe.  HopmaTtusHO-
npaBoBoe obecrneyeHne  BO3HarpaxaeHus
nepcoHana Ha rocygapcTBeHHou cnyxbe.
B3avmocBs3sb OLIEHKM nepcoHana n

BO3HarpaxgeHus nepcoHana Ha
rocyfapcTBeHHOW cnyxbe. Cneuudpmka
BbICBOOOXAEHUSA nepcoHana Ha

rocyoapctBeHHon — cnyxbGe.  HopmaTtuBHO-
npaBoBoe  obecrneyeHne  BbiCBOGOXAEHUS
nepcoHana. MeTonbl n MeXaHW3Mbl
BO3HarpaxaeHus nepcoHana.

MpakT: PaspaboTka nporpaMMm MNOATOTOBKM
kagpoBoro pesepBa (KypcCbl, MpoOrpammbl,
nHOVBMAYanbHbIe 3a0aHns).

Tema 5. T[lpobnembl pedopmMupoBaHus
CMUCTEMbl  FOCYQApPCTBEHHOro  yrnpaBreHus.
KagpoBas nonuTuka B opraHax
rocyqapCTBeHHOW  BMactM¥ U MECTHOrO
CaMOynpaBrieHNsl Ha COBPEMEHHOM JTane.
OcHOBHblE HamnpaBneHusi TroCyAapCTBEHHON
nonuTMkM B  00nactM  NpOTUBOAENCTBUS
Koppynuu1 Ha coBpeMeHHoM 3aTane. OCHOBHbIe
BMObl  MpaBOHapPYyLEHWA  KOPPYMLMOHHOIOo
Xapaktepa B  CUCTeMe [OCyaapCTBEHHOM
Cny>0obl. Cucrtema AHTMKOPPYNUMOHHBIX
TpeboBaHui n orpaHu4eHun Ha
rocygapctBeHHOM rpakaaHCcKowm cnyxoe.
dopmbl AOKYMEHTOB, CBSI3aHHbIX c
NPOTMBOAEWNCTBMEM KOPPYNUMM, MOPSAOK WX
3anonHeHns n  nposepkn.  PaspelueHune
npobrnem, CBSA3aHHbIX C 3anoflHeHWEM U
npoBepkamy  CnpaBoOK,  yBeOOMIIEHUA U
3asBEHNNA, CBSI3AHHbLIX C MPOTUBOAENCTBMEM
KOppynuuu.

18
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Paspgen 3. Kapgposoe pJenonpousBoOACTBO U
OOKYMEHTUPOBAHME TPYOOBLIX OTHOLUEHWIA B
CUCTEME TOCYLaPCTBEHHOM CryXObl

Tema 6. Jlek: [lepcnektuBbl nepexoga K
3MNEKTPOHHOMY KajpOBOMY AENONpOM3BOACTBY.
OneKTpPOHHOE B3aUMOAEWCTBUE C HAA30PHBLIMU
opraHamu. [NpakTuka NpMMEHEHUsST N3MEHEHWI:
HOBbIE npasuna opraHusaumm "
OCYLLECTBMNEHUS FOCY4AapCTBEHHOINO KOHTPOMS
N Hagsopa 3a 00paboTkon nepcoHanbHbIX
OaHHbIX,  gucnaHcepu3auuss  pabOTHUKOB,
OOKYMEHTUpOBaHWEe  AucnaHcepusaumm  u
npobnemHole  MomeHThbl.  [MpepocraBneHue

€XerogHoro onfia4ynBaemMoro oTnycka
MHOrogeTHblM  paboTHMKaM  (KOMMeEHTapwi
MuHTpyaa Poccun). MN3meHeHuns B

onpegeneHnM ycrnosuni Tpyaa paboOTHUKOB-
nHBannaoB. JlokanbHble HOPMAaTUBHbIE aKTbl:
NOpPSIAOK pa3paboTku, BHeAPeHUsi, U3MEeHeHNs
N oTMeHbl. [lpaBuna BHYTPEHHeEro TPyAoOBOro
pacnopsaka, MonoxeHne o] 3awmre
nepcoHarnbHbIX AaHHbIX paboTHUKOB,
MonoxeHne 06 onnaTte Tpyda n
mMaTepuanbHOMy CTUMYMNMPOBaHWIO NepcoHana
(nHaekcaums 3apaboTHown nnarbl).
O6a3aHHOCTN CTOPOH TPYOOBbLIX OTHOLUEHWI B
obnactu NpoTMBOAENCTBUSA KOPPYNLUK.
Tpynoson A0roBop: TUMbI TPYOOBbIX
AOroBOpOB, CTPYKTypa TPyAOBOro AOroBopa,
TpeboBaHWA K TPyAOBOMY AOrOBOPY, MOPSAOK
3aKMioYeHns TPyAOBOro [[Orosopa, MopsiAoK
M3MEHEHNs1 W [JOMOMHEHUs  TPyAoBOro
Aorosopa, nopsigok pacTopXKeHus
(NpekpalleHms) TpyaAoBOro 4Orosopa.
OcobeHHoCcTM pabouyero BpemMeHW W Bpems
oTabixa (nepepblB Ha o06eg Mo HOBbIM
npasunam). [lpaBo Ha HenonHoe paboyee
BpeMms.

Mpakt: [pukasbl NO KagpoBOMY COCTaBy:
npuem, nepeso (KagpoBoe nepemelleHune),
YBOSIbHEHNE. Mpukasbl no  oTnyckam:
exerogHbIv onnayvBaembli OTMYCK,
OOMOMHUTENbHBIA  ONnaynBaeMblii  OTMYCK,
oTnyck 6e3 coxpaHeHuss 3apaboTHOM nnaThbl,
OTMNycK Mo GepeMeHHOCTV 1 pogam, OTMYCK No
yxony 3a pebeHkom go 1,5 m pgo 3-x ner.
NnyHasa kaptodka paboTHuka T-2. [lMopsgok
0hopMNEHUST AUCLUNIIMHAPHbBIX B3bICKAHWIA.

Tema 7. lNlek: OTMeHa TpyAOBbIX KHWXEK Ha
OymaxHom Hocutene. BepgeHue un xpaHeHwe
TPYOOBbLIX  KHWXeK.  3akoHodaTteribHble U
HOPMaTUBHO—METOANYECKME OCHOBbI BEAEHUS
TPYOOBbIX KHMKEK.

MpakT: Mopanok BedeHUs, yyeta U XpaHeHus
TPYOOBbLIX KHWKEK W BKMagbIlen B HUX.
KypHan ydeTa ABMXEHUS TPYAOBbLIX KHUXEK W
BKNagbilen B HUX, XypHan ydyeta OGnaHKoB
TPYOOBbLIX KHWKEK W BKMagblllen B  HUX.
OTnpaBka TPYAOBOW KHVDKKM NO NOYTE.

WUtoro B cemecTpe (Ha kypce ansa 3A0)

KoHcynbTaumm n npoMexyTodHas attectauus
(3auer)

Bcero koHTakTHas pabota u CP no
AUCLMNNUHe

2 2 15 HU
1 2 16 HU
8 8 71

17,25

37,25 103




4 KYPCOBOE NPOEKTUPOBAHUE

KprOBOG npoekTnpoBaHune y‘-le6HbIM nrnaHoM He npeayCcMOTpeHO

5. ®OHAl OLIEHOYHbIX CPEACTB AN NPOBEAEHUSA NMPOMEXYTOYHOW ATTECTALMU

5.1 OnucaHue nokasaTeneun, KpuTepmeB U CUCTEMbI OLleHUBaHUSA pe3ynbTaToB 00y4yeHUs
5.1.1 NMokasaTtenu oueHUBaHUA

Koa
KOoMMNeTeHUun

lMokasaTenu oueHUBaHWsA pe3ynbTaToB 0byyeHus

HanmeHoBaHWe oLeHOYHOro
cpencTea

MK-5

Bocnpou3BoguMT  cucTeMy  MOHATUA M TEPMUHbI  KagpoBOro
MEeHeKMEHTa Kak NpakTukn paboTbl C NepcoHanoMm, 3akoHogarternbHble
W HOpMaTUBHblE MPaBOBblE akTbl, PeErnaMeHTUpyloLiMe MOArOTOBKY
OOKYMEHTOB MO  NMYHOMY  COCTaBy K  ONepaTMBHOMY U
[onroBpeMeHHoMy xpaHeHuto. OcpopmnsieT OCHOBHbIE JOKYMEHTbI AfS
nepegayn HOMEHKNaTypbl Aen Ha XpaHeHWe B COOTBETCTBUMM C
pekBuauTamu (onucu, OBNOXKW [en, InWCT-3aBepuTenb WTOroBOW
3an1cum O KONMYeCcTBE N KaTeropusix 3aBefieHHbIX Aen B oTAene kagpos
M T.0.); NCnonb3yeT MHCTPYMEHTbl M MeToabl B obnactu nogbopa,
ajantaumu, MNCUXOMOTMM  YNpaBleHUsi, MOTMBALUW W OUArHOCTUKU
nepcoHana; KOppekTHO dopmMmynupyeT TpeboBaHuA K npuemam w
mMeTogaM paboTbl C nepcoHanoM, MeToJaM OLEHKM KavecTBa W
pesynbTaTUBHOCTM TpyAa MepcoHana B CUCTEME roCy4apCTBEHHOWN
cnyx06bl. lMpaBunbHO cocTaBnseT TPyOooOBOW [OrOBOP KOHKPETHOM
opraHusauun, BapuaHTbl  WHAOMBMAYaNbHOTO U KONNEKTUBHOIO
TPYAOBOro ,oroBopa 1 Ap.KafpoBon AOKYMEHTaLUM

Cnucok BOMPOCOB ans
cobeceoBaHMA M MPaKTUKO-
OPUEHTUPOBaHHbIE 3afjaHus!

5.1.2 Cnctema 1 KpuTepumn oLueHUBaHus

LLikana oueHnBaHusA

Kputepuun oueHnBaHnsa cchopMMpoOBaHHOCTU KOMMETEHLNIA

YcTHoe cobecenoBaHve MncemeHHasa paboTta

3ayTeHo

OOGy4yatowmiica CBOEBPEMEHHO TFOTOBUIICSA
K MPaKTUYECKUM 3aHSTUSIM U aKTUBHO
y4acrsoBarn B HUX. B pamkax
BbINOMHAEMbIX 3afaHuii JornyckaeT
He3HauyuTenbHble OWUOKN U KOPPEKTHO
HaxoguT nyTb nx yCTpaHeHus.
YyntbiBaoTCA 6aJ'IJ'IbI, HaKonmneHHble B
TeyeHve cemecTpa.

He 3auTteHo CYLLECTBEHHbIE OLIMOKM MpU OCBELLEHUN

Obyvalowniica He nNpeacTtaensan  Ha
MPaKTUYECKNX  3aHATMSIX  pesynbTaThbl
BbIMOMHEHHbIX 3ajaHuin. Oonyckaet

np06neM ancumnnuHel. He Y4nUTbiBalOTCA
6annbl, HaKonsmeHHble B TeYyeHune
cemMecTpa.

5.2 TunoBble KOHTPOJbHbIE 3aAaHUA UNU UHbIe MaTepuarbl, HEO6X0AMMbIe ANl OLeHKN 3HAHUNA, YMEeHUN,
HaBbIKOB U (MNK) ONbITa AeATEeNIbHOCTU
5.2.1 Nepe4yeHb KOHTPOJbHbLIX BONPOCOB

Ne n/n |

DopMynNmnpoBKM BONPOCOB

Kypc 5

MecTo v ponb KagpoBOro MeHegXMeHTa B cucteme ynpasrieHus npegnpuatmem. O6bekT u cyobekT
ynpaBneHust kKagpamn. 3agayvm KagpoBon Crnyxobl.

HOpMaTI/IBHO-I'IpaBOBbIe OOKYMEHTbI, UCnosb3dyemMble B OeATENIbHOCTU MO ynpaBlieHUO Kaapamu

3agaun n pyHKLMKM KagpoBbix cryx6. CTpyKTypa kagpoBoK CryXobl.

OCHOBHble HarnpaBrieHUs NepecTpoky paboTbl KaAPOBLIX CIYXO B COBPEMEHHbLIX OpraHU3aumsX.

TeHOeHUMM pasBMTUSA LEHTPOB MO YNpaBfieHUI0 MepcoHanoMm B cTpaHax 3anagHon Esponbl, B CLLUA un
AnoHum.

XapaKTepMCTMKa MeTOo40B KagpoBOro MeHep)KkMeHTa. Ctnnm pykoBoACTBa U nunaepcTea.

OCHOBHblEe NPUHLMMNBLI PYHKLNOHUPOBAHUS CUCTEMbI FOCYAAPCTBEHHOM CIYX6bI.

w0 |N|o] O [MlWIN]

HanpaBneHus geAtenbHOCTH kaapoBoy paboThl. TexHonorms Habopa nepcoHana. OCHOBHbIE NpoLeaypbl
nogbopa, otbopa, Hanma.




KoHKkypc Kak ocHOBHasi mpoLeaypa oTbopa npy NOCTYNMeHUN Ha rocyAapCTBEHHYO Cryx0y: 3agauu,

9 MOArOTOBKa, aTanbl KOHKypca.

Cneunduka NnpoBefeHNs aTTecTaumm Ha rocygapcTBeHHon cnyxbe: uenb 1 3agayun, NepnognyHoCTb,

10 |HopmatueHo-npasoBoe obecneyeHne npoBeaeHNs aTTeCcTauun rocygapCTBEHHbIX MPaXX4aHCKMX CryXKaLLmWX.
"ocypapcTBeHHble rpaXkaaHCKue cryxallume, He nognexaluve atrectaumm,

11 CopepxaHue KBaJ‘IVI(t)VlKaLI,VIOHHOFO ak3ameHa. OTnnyme KBanMUKaLMOHHOIo ak3aMeHa OT KOHKypca Ha
3ameLLeHre BakaHTHOW JOIMKHOCTM U OT aTTecTauuu.

Cneumnduka KagpoBoro pesepsa Ha rocyaapcTBeHHou cnyxbe. Cneuundmka dpegepanbHOro KagpoBoro

12 pesepBa. OCHOBHbIE HaNpaBNeHNs AeATEeNbHOCTY KaapoBbIX CMyX0 rocyaapCTBEHHbIX OpraHoB B 06nacTtu
dhopMMpoBaHMSA KagpoBOro pesepsa.

13 MoaroToBka KagpOBOro pe3epBa rocyaAapCTBEHHON CryXObl.

Cneunduka Bo3HarpaxaeHus 1 BbiIcBOBOXAEHMS nepcoHana Ha rocyaapcTBeHHou cnyx6e. Baanmocsasb

14  |oueHKu NnepcoHana v Bo3HarpaxaeHus nepcoHana Ha rocyaapcteseHHon cnyx6e. Cneumnduka BolcBObOXAEHUS
nepcoHana Ha rocyfapCTBeHHON crnyxobe.

15 HopmaTtumeHo-npaBoBoe obecneyeHne BbIcBOBOXAEHMSA nepcoHana. MeToabl U MexaHW3Mbl BO3HarpaXxaeHus
nepcoHana.

OcCHOBHbIE HanpaBrneHns rocyAapCTBEHHOM NONMUTUKN B 06nacTy NpoTUBOAENCTBUA KOPPYNLUUN Ha

16 |coBpemeHHOM aTane. OCHOBHble BWAbl NpaBOHapPYLUEHW KOPPYMNLUUOHHOIO Xapaktepa B cucteme
rocyfapCTBEHHON CNYXObl.

Cuctema aHTMKOPPYMNUMOHHbIX TpeboBaHMIA U OrpaHMYEHNIA Ha FTOCY4apCTBEHHON rpaXaaHckom crnyxbe.

17 ®opMbl JOKYMEHTOB, CBA3aHHbIX C NPOTMBOAENCTBUMEM KOPPYNLWK, NOPSA0K NX 3aMOMHEHMA 1 NPOBEpKM.
PaspelueHve npobnem, cBA3aHHbIX C 3aMofIHEHWEM U NPOBEpPKaMy CNpaBoK, YBEAOMIIEHUN U 3asiBREeHNI,
CBSA3aHHbIX C NPOTUBOAENCTBUEM KOPPYNLIMK.

18 MepcnekTnBbI Nepexoa K areKTPOHHOMY KagpoBOMY OENOMNPOU3BOACTBY. DNEKTPOHHOE B3auMOAENCTBUE C
HaA30pHbLIMWU OpraHamu.

19 |OokymeHTupoBaHWe gucnaHcepusauum paboTHUKOB U NPOBrieMHbIe MOMEHTHI.

20 |3meHeHus B onpegeneHun ycnosuin Tpyaa paboTHMKOB-MHBANUOOB.

21  |JlokanbHble HOPMATUBHbIE aKTbl: NOPAAOK pa3paboTku, BHEOPEHUS, UBMEHEHNSI U OTMEHbI.

22 0O06a3aHHOCTM CTOPOH TPYAOBbLIX OTHOLLEHMI B 061acTu NpOTUBOAENCTBUSA KOPPYNLUN.

TpynoBow 4oroBop: TUMbI TPYAOBbLIX JOFOBOPOB, CTPYKTYpa TPYAOBOro Aorosopa, TpeboBaHns K TpyA0BOMY

23  |moroBopy, NOPSIAOK 3aKMOYEHUsI TPYAOBOro OroBOpa, NOPSA0K UBMEHEHUS U JOMONHEHUS TPYOOBOMO
Aorosopa, NopsgoK pacTopxeHus (NpekpalleHns) Tpy4oBoro gorosopa.

24 OcobeHHocTn paboyero BpeMeHun 1 Bpems oTabixa. [1paBo Ha HenonHoe pabo4yee Bpems.

25 Mpuka3bl No KaApPOBOMY COCTaBY: NpueM, nepesos (KagpoBoe nepemeLleHne), yBorbHeHe.

Mpurkasbl NO OTNyCKaM: exxerogHbln onfnaynBaeMblin OTMYCK, AOMOSTHUTENbHbLIN OnradYMBaeMblii OTNYCK, OTMAYCK

26 6e3 coxpaHeHus1 3apaboTHON NNaTbl, OTAYCK N0 6epeMEHHOCTM U podam, OTMYCK No yxoay 3a pebeHkom go 1,5
n oo 3-x ner.

27 JInyHas kapTouka paboTHuka T-2.

28 Mopsagok odopMeHns ANCUUNANHAPHbBIX B3bICKAHWN.

29 3akoHopaTernbHble U1 HOPMATUBHO—METOANYECKME OCHOBbI BEAIGHUS TPYZIOBbIX KHIDKEK. Mopsipok BeaeHus,
yyeTa n XpaHeHus TPYLOBbIX KHUKEK U BKNaAbILLEN B HUX.

30 >KypHan yyeTa OBWKEHUS TPYAOBbIX KHDKEK U BKNaAbllen B HUX, XypHan yyeTa 6raHKoB TPYAOBbIX KHUXEK U

BKknagbiwen B HUX. OTnpaBka TPYOOBOW KHVXKKM NO MOYTE.




5.2.2 TunoBble TeCTOBbIE 3aAaHUA

He NpeayCMOTPEHbI
5.2.3 TunoBble NPaKTUKO-OpUEeHTUPOBaHHbIE 3afaHus (3apaym, Kenchbl)

1) B kagpoBbli opraH BegomcTBa 0OpaTuncs 3a KOHCynbTauuew rpaxgaHuH Poccuiickon ®Pepepauun
Cupgopoe TI.IM., 25 net, umewwWwMin BbiCllEe 3KOHOMUYECKOE OOpa3oBaHWE M CTaX paboTbl B Ka4ecTBe TOProBOro
npeacTaBuTens 3 roga, Xenarwowni NPUHATL y4acTUe B KOHKYpCe Ha 3aMelleHne BakaHTHOW OOSMKHOCTU pyKOBOAMTENS
oTAena npaBOBOro0 KOHCYMbTUPOBaHWS MpaBoBOro pAenaptameHta BegomcTBa. OkaxuTte Cuagoposy [1.I1. nomowb u
pa3bsACHUTE:

1. CooTBeTCTBYET N OH TPEBOBAHUAM K BaKaHTHOW OMKHOCTN?

2. CocTaBbTe NakeT JOKYMEHTOB, HEOBXOOUMBIX OIS y4acTUsi B KOHKypCe.

3. PasbacHuTe npouenypy npoBeaeHus KOHKypca.

2) MNpaxpgaHckuin cnyxawmn [etpos W.M. ©Obin oTCTpaHeH OT 3aMellaemMon OOIDKHOCTU rpaXaaHCKOoW
cnyx0bl Ha 55 gHen Ans yperynvpoBaHua KOH(NMKTA MHTepecoB. 3a 3TOT Mepuod emy He BbiNfaydeHo AeHEeXHoe
coaepXaHue, Tak Kak OH He UCMOMHAN AOMMKHOCTHbIE 06a3aHHOCTU. OxapakTepuaynTe AaHHY CUTyauuio U OTBETbTE Ha
cnepytoLLme BONpPOChI:

1. OBGocHoBaHO N He Npou3BeaeHa BbinnaTa?

2. B KakuMx criyyasx M Ha KakoW CPOK rPaXOaHCKWMM crnyxXawmi MOoXeT OblTb OTCTpaHeH OT 3amellaemon
OOJMKHOCTW FPaXKaaHCKON Criy»Obl (He JonyLeH K UCMONTHEHMWIO OOIMKHOCTHBIX 0653aHHOCTEN)?

3. Kakonm HopmaTuBHbIM MPaBOBOM aKT perynupyet BOMPOCbI OTCTPAHEHMS OT 3aMellaeMon LOMKHOCTU
rpaxkgaHckom cnyxobl?

5.3 MeToamnyeckue matepuansi, onpegensiowme npoueaypbl OLleHMBaHUSA 3HaHUN, yMeHU, BrageHui (HaBbIKOB
1 (UNK) NPaKTUYECKOro onbiTa AeATEeNIbHOCTH)

5.3.1 YcnoBusa gonycka o6y4aroLlerocsi K NpoMexXyTo4yHon atrectauum 1 nopsaok NMMKBUAaUUM akageMnyeckomn
3aJ0MKEHHOCTU

lMpoBeaeHe MPOMEXYTOYHOW aTTecTauum pernameHTUpoOBaHO rfokanbHbIM HOpMaTuBHbIM aktom CII6IMYMNTA
«lMonoxeHne o NpoBeAeHNM TEKYLLIEro KOHTPONSA YyCneBaeMOoCTH U NMPOMEXYTOYHOM aTTecTaumm obyyaowmxcay»

5.3.2 ®opma npoBeaeHUs NPOMEXYTOYHOW aTTecTauMm No AuCLMNInHe

YcTHas + MNMucbmeHHas KomnbloTepHoe TecTupoBaHue MHas

5.3.3 Ocob6eHHOCTU NpoBeAeHUsi MPOMEXYTOYHOM aTTecTauMu nNo AUCLUUNInHe

Bo Bpemsi caaum 3aveta obydaroLemycs He pa3peLlaeTcs Nob3oBaTbCs CroBapsiMU, CNPaBOYHMKAMM U UHBIMA
y4ebHO-METOANYECKMMU U HAYYHBIMU MaTepuanamm no u3y4eHHoMy Kypcy.

Ha nogrotoBky K OTBETY N0 Bonpocam 3a4veTa oby4atowemycsi gaetcs 20 MUHYT.

Mpn oTBeTe Ha BOMpocbl 3ayeTa obyyarowmicsa AormkeH ObiTb cnocobeH CBSA3HO u3naratb (@ He 4uTaTbh)
MOArOTOBMEHHbIN OTBET U CBOOOAHO NEPeXoauTb K OTBETaM Ha BOMPOCHI NpenogaBaTens, TeMaTUYeCKM CBSI3aHHbIE C ero
3ajaHnem.

6. YYHEBHO-METOOWYECKOE U UHOOPMALIMOHHOE OBECNEYEHUE OUCLUUNIIUHBI
6.1 YuyebHasa nutepartypa

ABTOp 3arnasue | MN3paTenbcTBO ["og n3paHusa | Ccbinka
6.1.1 OcHoBHas y4yeb6Hasa nuTepartypa
Bypmuctpos, A. H.,|Kagposoe CaHkT-lNeTepbypr: CaHkT- https://lwww.iprbooks
CunsiBnHa, M. T1.,|genonponssoacTteo 7] MeTepbyprckumi hop.ru/116130.html
KannHuHa, O. B. cTaHgapTusaums Tpyaa NONUTEXHNYECKUI 2020
yHuBepcuTeT lNeTpa
Benukoro
6.1.2 lononHuTenbHasa y4yebHasa nutepartypa
BunbunHckas-byteHko [Kagposoe http://publish.sutd.ru/
M. 3., baHwwukoBa [.|genonponssoacTso " CaHkr-lNeTepbypr: 2020 tp_ext_inf_publish.ph
n. apxvBbl  [OKYMEHTOB MO cnerynrTa p?id=202036
NIMYHOMY COCTaBY
KysHeuoBa, W. B.,|KoHdungeHumanbHoe https://www.iprbooks
XauatpsH, I, A. Oenonpon3sBoacTeo " Mockea: Avi M Ap Meana 2020 hop.ru/97083.html

3alUMLLEHHbIN  3NEKTPOHHbIN
OOKYMeHTo060opoT




Epmuna M. A. KomnbloTepHoe http://publish.sutd.ru/
OEernonpon3BoacTBo. : . tp_ext_inf_publish.ph
Paspabotka nHTEepdenca Ca%(;ggﬁggypr. 2022 p?id=2022101
noacucTeMsl
OOKyMeHToo6opoTa

6.2 MNepe4yeHb npodeccMoHanbHbIX 6a3 AaHHbIX 1 UHPOPMAaLMOHHO-CNPABOYHbIX CUCTEM

CnpaBouHo-nouckoeas npasoBas cuctema KoncynbtaHtlIntocy» http://www.consultant.ru.
CnpaBoyHasi npaBoBasi cuctema «lrapaHTt» http://www.garant.ru.

Cant no kagpoBoMy AenonponsBoAcTBy [OnekTpoHHbIN pecypc]. URL: http://www.kadrovik-praktik.ru,
Bce o genonpoussoactee [OnekTpoHHbIN pecypc]. URL: http://delo-ved.ru/,

Cant «[eno-npecc» [OnekTpoHHbIv pecypc]. URL: http://www.delo-press.ru/

6.3 Mepe4yeHb NNLEH3MOHHOIO U CBO6OAHO pacnpoCcTpaHAeMOoro NporpaMMHoOro oéecnevyeHus
MicrosoftOfficeProfessional

MporpammHas cuctema aAns obHapyXeHUsi TEKCTOBbIX 3aMMCTBOBaHMIA B Y4ebOHbIX UM HayyHbIX paboTax
«AHTUNNarnat.BY3» Bepcun 3.3

6.4 OnncaHue maTepuanbHO-TEXHUYECKON 6a3bl, HEOOXO0AMMOWN ANns ocyLlecTBEeHMA o6pa3oBaTesibHOro
npouecca no gucumnnuHe

AyauTtopus OcHaleHne

MynbTuMegunHoe obopyaoBaHue, crneunanmanpoBaHHas mebenb, Jocka
JlekumoHHas Y A pyA H P A
aygutopusi

CneuunanuanpoBaHHas Mebenb, focka
YyebHasa aygmTtopusi
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