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1 BBEOEHME K PABOYEW NPOrPAMME OUCLUMNIIUHBI

1.1 Uenb aucumnnuHbl: cchbopmmpoBaTb KOMNETEHLMM 0by4YatoLlerocs B 06nacTv kaapoBOro MEHEKMEHTA, TEOPUN
N NPaKTUKM COBPEMEHHOIO KagpoBOro [AernonpousBOACTBa, HeobxoouMMmble B NpodheccuoHanbHOW LeATenbHOCTU Ans
opraHmsaummn n yHKUMOHMPOBAHWS KaapOBOW CNYXObl yYpeXaeHU rocyaapCTBEHHON CryXObl.

1.2 3apaum gUCUUNNUHDI:

- PackpbITb NPUHLUMNbI KAAPOBOrO MEHEXKMEHTA.

- PaccmoTpeTb npobnembl TeOpUU 1 NPaKTUKN OpraHn3aLum 4OKyMeHTO000poTa KagpoBon CryxXobl.

- PacKpbITb NPUHLMMNBbI TEOPETUYECKNX N MPAKTUHECKNX OCHOB JOKYMEHTMPOBAHMSA KagpoBOW AeATENbHOCTH.

- NokasaTb 0COBEHHOCTU TEXHOMOrMYECKNX NPUEMOB COCTaBMEHUS U OPOpPMIIEHMST Pa3NNYHbIX YHUDULMPOBAHHbIX
hopM JOKYMEHTOB KaapOBOW CryX0bl

1.3 TpeboBaHuA K NpeaBapuTeNibLHON NOAroToBKE OOy4aloLerocs:
MpenBapuTenbHas NOAroTOBKa NpeanonaraeT co3aaHne OCHOBbI Anst POPMUPOBAHNST KOMMETEHLMIA, yKa3aHHbIX B M.
2, PN U3y4eHUN OUCLUUMIINH:

2 KOMMNMETEHUWU OBYYAIOWEIocsd, ®OPMUPYEMbBIE B PE3YJIbTATE OCBOEHUA OUCLIUMIINHDI

MNK-5: Cnoco6eH opraHM3oBaTb 4OKYMEHTOOG0POT B OpraH1M3auum

3HaThb: MeTOobl 1 NpueMbl ynpaBrieH4YeCKoro Tpyaa KagpoBbiX nonpa3,qeneHvu7|.

YMeTb: opraHv3oBbIBaTb paboTy KagpoBOM CryXObl OpraHusaumMu M rapMOHUYHYIO KaApOBYHO MOMUTUKY U paspabaTbiBaTb
KOMMMEKCHbIe MeponpuaTUs No obecneveHmnio MHdopmaLMoHHoN Be3onacHOCTM KaapOoBOro AenonporM3BoacTBa

Bnapetb: onbiToM co3gaHust I/IH(bOpMaLI,I/IOHHO-CI'IpaBO‘-IHbIX cpeactB K AOKyYyMeHTaM no JIM4HOMY COCTaBy, npunemamum
opraHunsauunn KagpoBoro genonpon3sogcrtea U AOKYMEHTUPOBaAHNA TPYyO0BbIX OTHOLLUEHUNA.




3 PE3YJIbTATblI OBYYEHUA MO AUCLUMITNHE

O |KoHTakTHas
%f‘(’ pabora MHHOoBaL.
HaumeHoBaHWe n cogepxaHue pasgenos, g Z CP OpMbI
TEM U y4eOHbIX 3aHATUI S 3| ek Mp. (4achbl) SAHSTHIA
o é (vacbl) | (vachbl)
=
Pasgen 1. CoBpeMeHHbI kKaapoBbIn
MEHEeIKMEHT
Tema 1. KagpoBbii MEHEDKMEHT Kak Hayka
06 ynpaBneHum KrnioYeBbIM pecypcoMm
opraHusaumi. MecTto u ponb kKagpoBoro
MEeHeI)KMeHTa B CMCTEME YnpaBrieHuns
npeanpusatTuemMm. O6beKT n cyobekT > 16 HU

ynpaBneHus kagpamu. 3agaun kagpoBow
cnyx6bl. Kagpbl npeanpuatns kak o6bekT
ynpaBneHusi. HopmaTuBHo-npaBoBblie
OOKYMEHTbI, UCMOMNb3yeMble B AESATENbHOCTH
no ynpaserneHuto kagpamu

Tema 2. 3agaun n pyHKUMM KagpoBbIX
cnyx6. CTpykTypa kagpoBon cnyxosbi.
OCHOBHble HanpaBneHsi NePeCTPONKM
paboTbl KagpPoBbIX CNYXO B COBPEMEHHbIX
opraHusaumsix. TeHAeHUMM pasBUTUS
LEHTPOB MO YNpaBfeHWK MepcoHanoM B
cTpaHax 3anagHow EBponbl, B CLLUA 1 2 16 HA
AnoHnn. MeTogbl KaapOBOro MEHeKMEHTa.
dakTopbl, BO3AENCTBYOLLME HA NepcoHan
opraHunsaumu. XapakrepucTmka MeTogoB
KagpoBoro MeHemxkMmeHTa. Ctunm
PYKOBOACTBA M NMaepcTBa.

Wtoro B cemecTpe (Ha kypce anga 3A0) 4 32

KOHch'IbTaLI,VIM N NpoOMeEXyTo4YHad atrectauma
- HET

Pasgen 2. KagpoBasi nonntuka B cucteme
rocyaapCTBEHHON CryX6bl




Tema 3. Jlek: OCHOBHbIE NPUHLIMNbI
OYHKLMOHNPOBAHNS CUCTEMBI
rocyaapctBeHHon cnyxbbl. CpaBHUTENbHANA
XapakTepucTumka 6ropokpaTUieckom u
MeHeaxXepuanbHoOM Mogenen
rocyaapCcTBEHHOro ynpasneHusi. Peectp
OOIMKHOCTeN dheaepanbHON rocyaapCcTBEHHOM
rpaXxgaHCKow cryx0bl, yTBEPXAEeHHbIN
Yka3om lNpes3nageHTa Poccuiickon ®enepaumnm
oT 31 pekabpsi 2005 r. Ne 1574.
HanpaBneHusa aeatenbHOCTN kKagpoBOn
paboTbl. TexHonornsa Habopa nepcoHana.
OcCHOBHbIE (PYHKLMOHANbHBIE MOHATUS —
nogbop, oTbop, HaM, MapkeTUHI NepcoHana.
OcHoBHbIe npouenypbl nogdopa, otéopa,
Havima. KOHKypC Kak OCHOBHasi npoueaypa
oTtbopa npu nocTynneHun Ha
rocyaapcTBeHHyto cnyx0y. MNepcnekTuBbl
pasBUTUSI KaZPOBbIX TEXHOMOMMI NpU
NOCTYNMEHMUN HA rOCYAapCTBEHHYHO Cryx0by.
KoHkypc Ha 3ameLlLieHne BakaHTHOM
[OMMKHOCTW rocyAapCTBEHHOW rpaxaaHCKon
cnyx6bl. Obwue nonoxeHusi. Cneunduka
oTOOpa kagpoB Ha roCyAapCTBEHHYHO CryXOy.
Llenn npoBegeHnsa koHkypca. 3agaun
npoBefeHus koHkypca. MNoarotoska kK
NpOBeAEHMI0 KOHKypca. JTanbl KOHKypca.
Pa3paboTka OCHOBHbIX 1 cneumarnbHbIX
KpuTepueB oTOOpa 1 OLIEHKM KaHAWAATOB.
OCHOBHbIE MOHSTUSI O KBANUPUKALNOHHBIX
TpeboBaHUSIX K BaKaHTHOW JOIMKHOCTY U
OOJMKHOCTHBIX pernaMmeHTax
roCy4apCTBEHHbIX FPaXXOaHCKUX CryXKallMX.
MepeyeHb OCHOBHBIX KBanMrKaLMOHHbIX
TpeboBaHUiA K BaKAHTHOW JOIHKHOCTMU.
Cneunduka npoBeaeHUst atTectaLuum Ha
rocygapcrteeHHown cnyxbe. Llenb n 3agaun
npoBeAeHVs aTTecTaunm rocyaapCTBEHHbIX
rpakgaHckux cnyxatmx. HopmatmsHo-
npaBoBoe obecrneyeHne NpoBeaeHNs
aTTecTaumm rocygapCTBEHHbIX rpaXaaHCKMX
cnyxalmx. [ocygapcTBeHHbIe rpaxaaHckue
cnyxalume, He nognexaluue attectauuu.
MepunognyHOCTb NPOBEAEHNS aTTecTauum.
OpraHnsauus npoeaeHUs atTectaumm.
ATTecTaumoHHas komucens. Mpaduk
npoBeneHus attectaumm. OT3bIB 00
WCMONHEHUN FrOCYAaPCTBEHHBLIM FpaXaAaHCKUM
Cny>XaLlMM AO0MKHOCTHbIX 0653aHHOCTEN.
MpoBenexue atrectauun. MNpoueaypa
nposenexus atrectaummn. OcHoBaHUSA
rnepeHeceHns aTTecTaunm rocyAapcTBEHHOro
rpakaaHCKOro Crnyallero Ha Apyron Cpok.
OueHka npodeccnoHanbHON crnyxebHomn
[esTeNbHOCTU rocy4apCTBEHHOIO
rpaxxgaHckoro cnyxatero. Mecto
KBanu@uKaLMoHHOrO 3K3aMeHa B CTPYKType
WHCTUTYTA rocy4apCTBEHHOW CIy>XObl.
MpakT: CogepxaHne kBanuMUKaLnMoHHOro
3K3aMeHa: YyCTaHOBIEHWE COOTBETCTBUS
npodeccroHanbHbIX 3HaHWUA, YMEHUI Y
HaBbIKOB MPaXXAaHCKOro criykallero
UCMOIHSAEMbIM UM JOMKHOCTHBIM
06513aHHOCTSIM MO rpynne 1 KaTeropuu
[OMKHOCTEN, K KOTOPbIM OTHOCUTCS EF0
[OMMKHOCTb. OTnuymne kBannuKaumoHHOro
3K3aMeHa OT KOHKypca Ha 3ameLLeHne
BakaHTHOWM JOMKHOCTU 1 OT aTTecTaumu.
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Tema 4. Jlek: Pas3Butne nepcoHana kak
3MNEeMEeHT CUCTEMbI YNpaBrieHNs NepcoHanoMm.
Cneuundpmka kagpoBoro pesepsa Ha
rocygapcreeHHom cryxbe. OcHoBbI
HOpMaTUBHOW NpaBoBon 6as3bl,
perynupytoLwen opMmpoBaHue n BegeHne
KaZpOBOro pe3epBa Ha rocygapCTBEHHOM
rpaxgaHckown cnyxbe. Llenn 1 3agaun
KaZpOBOro pesepBa rocygapCTBEHHOM
cnyxo6bl. MpuHUMNbI bopMmpoBaHUs
KagpoBoro pesepsa. opmupoBaHue u
BefeHne degepanbHOro KagpoBoro pesepsa
rocygapcrtBeHHoON cnyxobl. Cneumdmka
dhegepansbHOro kagposoro pesepsa. OTnnyms
BeAeHUs pedepanbHOro KagpoBoro pesepsa
OT BeJeHWs KaapoBOro pesepsa
rocygapcrBeHHoOro opraHa. PopmunpoBaHue
KagpOoBOro pesepsa rocygapCTBEHHOM
rpaxkgaHckom cnyx6bl. OCHOBHble
HanpaBneHnsa AesTeNbHOCTU KaapOBbIX
cnyx6 rocyaapcTBeHHbIX OpraHoB B obnacTu
hopmMMpoBaHUS KagpoBOro pesepsa.
MogroTtoBka KagpoBOro pe3epsa
rocygapcTBeHHON cnyx0bl.  [Mporpammel
TEOpEeTUYECKOW NOATOTOBKM, MPOrpaMmbl
nHAMBUAyansHoro obyyeHus. BoigsmxeHne
Ha AOMKHOCTb M3 coCcTaBa KagpoBOro
pesepBa. Crnewumduka BO3HArpaxxaeHms u
BbICBOOOXAEHUSI NepcoHana Ha
rocygapcTtBeHHon cnyxbe. HopmaTtusHo-
npaBoBoe obecneyeHne BO3HarpaxxaeHns
nepcoHana Ha rocygapCTBeHHON cryxbe.
B3anMmocBsi3b OLeHkM NnepcoHana u
BO3HarpaxgeHus nepcoHana Ha
rocygapcrBeHHom cnyxbe. Cneuunduka
BbICBOOOXAEHMSA NepcoHana Ha
rocygapcrBeHHoM cryxbe. HopmaTneHo-
npaBoBoe obecneyeHne BbICBOOOXAEHUS
nepcoHana. Metogbl 1 MexaHU3Mbl
BO3HarpaxgeHus nepcoHana.

MpakT: PazpaboTka nporpamMmm nogrotoBKu
KaZpoBOro pesepBa (Kypcbl, MporpamMmbl,
UHOVBMAYanbHble 3a0aHus).

Tewma 5. lMpobnembl pedhopMmpoBaHns
CUCTEMbI FOCYAapCTBEHHOTO yNpaBreHusl.
KagpoBasi nonutrka B opraHax
rocygapCTBEHHOM BNacT U MECTHOTO
camoyrnpaBfieHUs Ha COBPEMEHHOM 3JTare.
OcHOBHbIE HanpaBneHWs rocygapCTBEHHON
NonuTMKM B 06nacT NpoTMBOAENCTBUSA
KOppYynumu1M Ha COBPEMEHHOM 3Tarne.
OcHOBHblE  BUAbI NpaBOHapPYLUEHWN
KOPPYMNUMOHHOIO Xapaktepa B CUCTEME
rocygapcrBeHHON cnyxobl. Cuctema
AHTUMKOPPYMNUUOHHbIX TpeboBaHUn 1
OrpaHvYeHni Ha rocyaapcTBEHHOW
rpaxgaHckon cnyxbe. Popmbl JOKYMEHTOB,
CBSI3aHHbIX C NPOTUBOAENCTBUEM KOPPYNLUUN,
NOPSAOK MX 3aNOMHEHNS N NPOBEPKU.
PaspelueHne npobnem, cBA3aHHbIX C
3anofiHeHVem 1 NpoBepKamu CrpasokK,
yBeOMIEHMI N 3aABMEHNA, CBA3aHHbIX C
NPOTUBOAENCTBNEM KOPPYNLNN.
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Pasgen 3. KagpoBsoe aenonpou3soacTso 1
OOKYMEHTUpOBaHME TPYAOBbIX OTHOLLEHWI B
cucTemMe rocygapCTBEHHON CryX0bl
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Tema 6. Jlek: MNepcnekTnBbl Nnepexona K
3NEeKTPOHHOMY KaZipOBOMY
[enonpon3BoacTBY. DNEKTPOHHOE
B3aMMoencTBME C HAaA30PHBLIMU OpraHamMu.
lMpakTka NpUMMEHEHNA N3MEHEHMWIA: HOBbIE
npasura opraHnsauny 1 ocyLecTBNeHus
rocyaapCTBEHHOrO  KOHTPONs v Haasopa 3a
06paboTKOM NepcoHanbHbIX AAHHbIX,
aucnaHcepusaumsi paboTHNKOB,
OOKYMEeHTUpOoBaHWe gucnaHcepusauum u
npobnemHble MOMeHThI. [1pegocTaBnexHve
€XerogHoro onnaynBaemoro oTnycka
MHOrogeTHbIM paboTHMKam (KOMMEHTapui
MwuHTpyaa Poccun). NameHeHuns B
onpegeneHun ycnosun Tpyaa paboTHUKOB-
UHBanNnAaoB. JlokanbHble HOpMAaTUBHbIE aKTbI:
nopsigoK paspaboTku, BHEOPEHUS,
N3MEHeHNs1 1 OTMeHBbI. [paBuna BHYTPEHHEro
TpygoBoro pacnopsgka, lNonoxeHune o
3almTe NepcoHarnbHbIX AaHHbIX PAOOTHUKOB,
MonoxeHue o6 onnate Tpyaa u
MaTepuanbHOMYy CTUMYMNMPOBAHUIO
nepcoHana (uHgekcauusi 3apaboTHoMn
nnatbl). O693aHHOCTM CTOPOH TPYOOBbIX
OTHOLLUEeHMI B ob6nacTn NpoTMBOAENCTBUS
Koppynuuu.

TpynoBon JOroBop: TUMbl TPYAOBbLIX
[OroBOpOB, CTPYKTypa TPyAOBOro 4OroBopa,
TpeboBaHWA K TPy4OBOMY AOrOBOpPY, NOPAOOK
3aKnoYeHnsa TpygoBOro 40roBopa, nopsaok
U3MEeHeHNs U JONONTHEeHUs TPya0BOro
[0roBopa, nopsiiok pacTop>KeHUst
(NpekpallLeHus) TpyaoBoro orosopa.
OcobeHHoCcTM paboyero BpeMeHn 1 Bpems
oTabixa (nepepbiB Ha 06ef No HOBbIM
npasunam). lNpaBo Ha HenonHoe paboyee
BpeMms4.

MpakT: MNpurkasbl N0 KagpoOBOMY COCTaBY:
npuem, nepesof (kagpoBoe nepemelleHme),
yBOfbHeHue. [Npukasbl No OTNyckam:
€XerogHblil ornnaynBaemMblii OTNYCK,
OONOSTHUTENbHbIN OnnavyMBaeMbli OTMYCK,
oTnyck 6e3 coxpaHeHusi 3apaboTHOM NNaTtbl,
OoTnyck No 6epeMeHHOCTM 1 pogam, OTNYCK Mo
yxogay 3a pebeHkom o 1,5 n go 3-x ner.
JIndyHas kapTodka paboTtHuka T-2. [Nopagok
0POPMIIEHUSA AUCLMNITMHAPHBIX B3bICKAHUN.

Tema 7. Jlek: OTMeHa TpyAOBbIX KHIDKEK Ha
H6ymaxHom HocuTerne. BegeHune n xpaHeHue
TPYAOBbIX KHWDKEK. 3aKOHOAaTENbHbIE 1
HOPMaTUBHO—METOANYECKUE OCHOBBI
BeJEeHUs TPYAOBbIX KHUDKEK.

MpakT: MNMopsaok BeAeHus, y4eTa 1 XpaHeHus
TPYAOBbIX KHWXEK U BKNagbIWen B HUX.
XKypHan yyeTa OBMWKEHUSA TPYOOBbIX KHUXEK U
BKNaabllWen B HUX, XXypHan y4yeTa 6rnaHkoB
TPYAOBbIX KHWXEK U BKNaabIWen B HUX.
OTnpaBka TPYyOOBOW KHUXKM MO NoYTe.
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Utoro B cemecTpe (Ha kypce ansa 3A0)

16

KoHcynbTauum 1 npoMexyTodHas attectaums
(3auer)

71

17,25

Bcero koHTakTHasa pa6ota n CP no
AVCLUMUNNnHe

37,25

103




4 KYPCOBOE NMPOEKTUPOBAHUE
KypcoBoe npoekTpoBaHue y4ebHbIM MnaHoM He NpedycMOTPeHo

5. ®OHAl OLIEHOYHbIX CPEACTB AN NPOBEAEHUSA MPOMEXYTOYHOW ATTECTALMU

5.1 OnucaHue nokasarteneun, KpUTepmeB U CUCTEMbI OLleHUBaHUA pe3ynbTaToB 00y4YeHus
5.1.1 NMokasaTtenu oueHUBaHUA

Kon HanmeHoBaHWe oLeHOYHOro
lMokasaTenu oueHUBaHWsA pe3ynbTaToB 0byyeHus
KOMMNeTeHuuu cpeacTea

BocnpousBogut cucteMy NOHSATUIA U TEPMUHBI KAAPOBOro MEHEKMEHTA
Kak npakTuku paboTbl C NepcoHarnom, 3akoHoaaTenbHbIe U
HOpPMaTMBHbIE MPABOBbIE aKTbl, PpernameHTUPYoLLNE NOAroTOBKY
OOKYMEHTOB MO NIMYHOMY COCTaBY K ONepaTtUBHOMY U AONrOBPEMEHHOMY
xpaHeHuto. OopMnseT OCHOBHbIE JOKYMEHTbI  AMa nepeaayn
HOMEHKNaTypbl AeN Ha XpaHEeHNe B COOTBETCTBUM C PEKBU3UTAMMU
(onwucm, obnoxku gen, NUCT-3aBepuTenb UTOrOBOW 3anncy o0 KonmM4yecTse
W KaTeropusix 3aBeeHHbIX Aen B OTAeNe KagpoB U T.4.); UCMoNb3yeT
WHCTPYMEHTbI U MeToabl B 06nactu nogbopa, agantaumm, NCMxonorum
ynpaeneHusi, MOTMBaLMM U ANArHOCTUKM NepcoHana; KOppekTHO
dopmynupyeT TpeboBaHUA Kk Npuemam U Metoaam paboTbl ¢
nepcoHanoM, METO4aM OLIEHKM KayecTBa U pe3ynbTaTUBHOCTU Tpyaa
nepcoHana B CUCTEME roCyAapCTBEHHON cnyObl. [MpaBunbHO
COCTaBnsieT TPYAOBOW JOrOBOP KOHKPETHOW OpraH13auum, BapuaHThbl
WHOMBWAYaNbHOIO U KONMNEKTUBHOMO TPYAOBOro orosopa u
Ap.KagpoBon JOKYMeHTaumm

Cnucok BonpocoB Ans
cobecenoBaHWsa 1 NPaKTUKO-
OPVEHTUPOBAHHbIE 3aaaHus

MK-5

5.1.2 Cuctema n KpuTEPUN OLlEHUBAHUSA

KpuTepun oLeHMBaHUA COPMMPOBAHHOCTU KOMNETEHLIMIA

LLikana oueHmnBaHusA
YcTHoe cobecenoBaHme MncemeHHasa paboTta

Ob6yuyatowmmnca cBoeBpeEMEHHO rOTOBUIICS K
NPakTUYECKNM 3aHATUSIM N aKTUBHO
yyacTBoBarn B HuX. B pamkax
BbINOMHSAEMbIX 3aaHnii onycKaeT
He3HauuTenbHbIE OLUMOKN U KOPPEKTHO
HaxXoauT NyTb UX YCTPAHEHWSI.
YuutbiBatoTcsl 6ansbl, HAaKOMMEHHbIE B
TeyeHue cemecTpa.

3ayTeHo

O6yyvaroLmiics He NpeacTaBnan Ha
NPaKkTUYECKNX 3aHATUSX pe3ynbTaThbl
BbIMOMNHEHHbIX 3a4aHui. [lonyckaeT

He 3auTteHo CYyLLEeCTBEHHbIE OLUMOKM NpY OCBELLEHUM
npobnem ancumnnuubl. He yunTbiBatoTCA
©annbl, HAKOMMEHHbIE B TEYEHUE
cemecTpa.

5.2 TunoBble KOHTPOJNbHbIE 3alaHUSA UNU UHbIe MaTepuanbl, Heo6xoAMMble ANA OLeHKU 3HaHUWA, YMEHUN,
HaBbIKOB U (UNK) onbiTa AeATeNbHOCTU
5.2.1 MNepeyeHb KOHTPOSIbHbLIX BONPOCOB

Ne n/n | dopMynnpoBKM BONpoCoB

Kypc 5

MecTo 1 ponb KagpoBOro MeHe)KMEHTa B CUCTEME ynpaBrneHus npeanpusatuem. O6bekT u cyobekT
ynpaeneHus kagpamu. 3agauyv KagpoBOW CryxXObl.

HOpMaTI/IBHO-I'IpaBOBbIe OOKYMEHTbI, UCNOoJ1Ib3yeMble B OEATEJIbHOCTU NO ynpaBlieHN0 KaapamMun

3agaun u dyHKUMK kagpoBbIx cnyx6. CTpyKTypa KagpoBoOW CriyX0Obl.

OcCHoOBHble HanpaBneHus I'IepeCTpOIZKM pa6OTbI KagpoBbIX cny>+<6 B COBPEMEHHbIX OpraHn3aumax.

TeHOeHUMM pas3BUTMA LEHTPOB MO YyNpaBfeHW0 nepcoHanoM B cTpaHax 3anagHou Esponbl, B CLUA 1
AnoHuun.

XapaKTepVICTVIKa MEeTOA0B KagpoOBOro MeHepKMeHTa. Ctunn pykoBOoACTBa U nuaepcTBa.

OcHOBHblE NpUHUMNbI beHKLI,VIOHVIpOBaHVIﬂ CUCTEMbI FOcyD,apCTBeHHOVI CJ'Iy)K6bI.

HanpaBneHus gesatenbHOCTU kagpoBol paboTbl. TexHonorms Habopa nepcoHana. OCHOBHbIE NpoLeaypbl
nogbopa, otbopa, HarMma.

0 [Nl OO |[A|WIN]|




KOHKpr KaK OCHOBHasA npouenypa 0T60pa npn NOCTynneHnn Ha rocyaapCTBEHHYO cny>|<6y: 3ajaum,

9
MOAroTOBKA, dTanbl KOHKypca.

Cneunduka NnpoBefeHNs atTecTaumMm Ha rocygapcTBeHHon cnyxbe: uenb 1 3agayu, NepnuognyHocTb,

10 HOpMaT1BHO-NPaBoBOEe obecneyeHne NpoBeeHUst aTTecTaummn rocyaapCTBEHHbIX MPaXKOAaHCKUX CryKaLmX.
ocypapcTBeHHbIe rpaXaaHCckue cryxallume, He nognexalume arrectaumm.

11 CopepxaHue kBanmdurkaumMoHHOro ak3ameHa. OTnmymne KBannuKaLMoHHOro ak3aMeHa OT KOHKypca Ha
3ameLLeHre BakaHTHOW JOIMKHOCTM U OT aTTecTauuu.

Cneumnduka KagpoBOro pesepsa Ha rocyaapcTBeHHoum cnyxbe. Cneuundmka degepanbHOro kKagpoBoro

12 pesepBa. OCHOBHblE HaNpaBNeHNs 4eATEeNbHOCTY KaapoBbIX CMyX0 rocyaapCTBEHHbIX OpraHoB B 0bnacTtu
hopMMpPOBaHNS KaapOBOro pesepsa.

13 MoaroToBka KagpoOBOro pe3epBa rocyaapCTBEHHOM CryXObl.

Cneunduka Bo3HarpaxaeHus 1 BbiIcBODOXAEHMS nepcoHana Ha rocyaapcTBeHHou cnyx6e. Baaumocsasb

14 OLeHKWN NepcoHarna 1 Bo3HarpaXKaeHus nepcoHarna Ha rocygapcTBeHHol cnyxbe. Cneunduka
BbICBODOXEHWSI NepcoHana Ha rocyaapCTBeHHOM crnyxoe.

15 HopmaTtuneHo-npaBoBoe obecneyeHne BbICBOBOXAEHMSA nepcoHana. MeToabl U MexaHU3Mbl BO3HarpaXaeHus
nepcoHana.

OCHOBHbIE HanpaBreHns rocyAapCTBEHHON NONUTKKN B 06nacTy NpoTUBOAENCTBUA  KOPPYMNLUMKN Ha

16 coBpeMeHHOM aTane. OCHOBHble BWAbl NPABOHAPYLUIEHUA KOPPYMNUMOHHOrO XapakTepa B CUCTEME
rocynapCTBEHHON CryXObl.

Cuctema aHTMKOPPYNUMOHHbIX TpeboBaHWIA U OrpaHMYEHIA Ha TOCY4apCTBEHHOW rpaXaaHcKom crnyxobe.

17 ®opMbl JOKYMEHTOB, CBA3aHHbIX C NPOTUBOAENCTBUEM KOPPYNLIUK, MOPSAOK UX 3aNOfMHEHNS U MPOBEPKU.
PaspelueHne npobnem, cBA3aHHbIX C 3aMoSIHEHWMEM M NPOBEPKaMy CNPaBoOK, YBEAOMITEHUI U 3a8BIEHNIA,
CBSA3aHHbIX C MPOTNBOAENCTBMEM KOPPYNLIMK.

18 MepcnekTyBbI Nepexoa K areKTPOHHOMY KagpoBOMY OeMNOonNpon3BOACTBY. DNEKTPOHHOE B3auMoaencTBne ¢
HaA30pPHbLIMWU OpraHamu.

19 [okymeHTMpoBaHue gucnaHcepusaumm paboTHVKOB U NPoBNeMHbIE MOMEHTHI.

20 M3meHeHus B onpeaeneHun ycnosui Tpyaa paboTHNKOB-UHBaNMAOB.

21 JNokanbHble HOpMaTUBHbIE aKTbl: NOPAAOK pa3paboTku, BHeAPEHUS, U3MEHEHNUS U OTMEHbI.

22 0O6a3aHHOCTM CTOPOH TPYAOBbLIX OTHOLLEHMI B 061acTu NPOTUBOAENCTBUSA KOPPYNLUN.

TpyaoBow 4OroBop: TUMbI TPYAOBbLIX JOFOBOPOB, CTPYKTYpa TPYAOBOro Aorosopa, TpeboBaHms kK TpyA0BOMY

23 O0roBopy, NOPSAOK 3aKMoYeHUs TPy4OBOro OroBopa, NopsAoK U3MEHEHMS 1 AOMNOMHEHNS TPYLOBOro
JoroBopa, NopsifoK pacTopXKeHus (NpekpalleHus) Tpy4oBOro Aorosopa.

24 OcobeHHocTn paboyero BpemeHn 1 Bpems oTabixa. [1paBo Ha HenonHoe pabodee Bpems.

25 Mpuka3bl NO KaApPOBOMY COCTaBY: NpueM, Nepesos (KagpoBoe nepemeLleHne), yBornbHeHne.

Mpuka3sbl No OTNyCcKaM: eXerogHbli onnavnsaembliin OTNYCK, AONOMHUTENbBHBIN OnnavYnBaembli OTNYCK, OTRYCK

26 6e3 coxpaHeHus1 3apaboTHON NnaTbl, OTAYCK N0 GepeMeHHOCTM 1 podam, OTMyCK No yxoay 3a pebeHkom go 1,5
n oo 3-x ner.

27 JInyHas kapTouka paboTHuka T-2.

28 Mopsaok ohopMneHnss AUCUUNIMHAPHbBIX B3bICKaHWA.

29 3akoHogaTternbHble 1 HOPMATUBHO—METOAMYECKUE OCHOBbI BEAEHUS TPYAOBbLIX KHXKEK. [opsaaok BeaeHus,
yyeTa n XpaHeHus TPYLOBbIX KHUXKEK U BKNaAbILLEen B HUX.

30 KypHan yyeTa OBWKEHNS TPYAOBbLIX KHIDKEK U BKIaAbILLEN B HUX, XXypHan yyeTa 6raHKoB TPYAOBbIX KHUXKEK U

BKnagblwen B HUX. OTnpaBka TPYOOBOW KHWXKM NO MoYTe.




5.2.2 TunoBbIe TecTOBbIe 3aAaHusA

He npefyCMOTPEHbI
5.2.3 TunoBble NPaKTUKO-OPUEHTUPOBaHHbIE 3afaHNA (3apaym, Kerchbl)

1) B kapgpoBbli opraH BefomcTBa 0OpaTuncs 3a KOHCynbTauuen rpaxaaHuH Poccuiickon ®epepaumm
Cupopos T.I., 25 net, umewwWwmni BbiCLUEE 3IKOHOMUYECKOE 0Opa3oBaHuMe 1 CTax paboTbl B KAYECTBE TOProBOro
npeacTaBuTens 3 roga, KenawLwmi NPUHATL y4acTMe B KOHKYpCe Ha 3aMeLLeHne BakaHTHOM AOMKHOCTM PYKOBOAUTENS
oThgena npaBOBOrO KOHCYNbTUPOBaHUSA MpaBoOBOro AenaptameHTta BegomcTtea. OkaxuTte Cugoposy .M. nomoLyb u
pa3bsCHUTE:

1. CooTBeTCTBYET N OH TPEBOBAHUAM K BAKaQHTHOW AOMKHOCTN?

2. CocTaBbTe nakeT 4OKYMEHTOB, HEOb6X0OMMbIX A4S y4acTus B KOHKypCe.

3. PasbsacHuTe npouenypy npoBeaeHns KOHKypca.

2) NpaxpgaHckun cnyxawmn [etpoB W.M. 6bin oTCTpaHeH OT 3aMeliaemMon SOSMKHOCTU FpaXKaaHCKoN
cnyx06bl Ha 55 gHen Ans yperynMpoBaHusa KOHNMKTa MHTepecoB. 3a 3TOT Nepmuos emy He BbiNnavyeHo OEeHEXHOoe
cofepKaHue, Tak Kak OH He UCMOSHAN JOMKHOCTHbIe 06a3aHHOCTU. OxapakTepusyiiTe AaHHYH CUTYaLunio U1 OTBETbTE Ha
cnepgyoLime BOMNpochI:

1. OB6ocHOBaHO nu He npou3BeaeHa Bbinnara?

2. B Kakux crniyqasix U Ha Kakon CPOK rpayKgaHCKU CriyxaLimii MoXeT BbITb OTCTPaHEeH OT 3aMellaemMon
[OJMKHOCTU FpaXkaaHCKoN cryObl (He 4oNYLEH K UCMOSTHEHMIO AOMKHOCTHbIX 0693aHHOCTEN)?

3. Kakoi HopMaTuBHbIN NPaBOBOW aKkT PerynMpyeT BOMPOChl OTCTPAHEHUS OT 3amMeLL.aeMon 4OMKHOCTH
rpakgaHcKom crnyxobl?

5.3 MeToanyeckue maTepuansl, onpegensitowme npoueaypbl oLeHMBaHUSA 3HaHUN, YMeHUI, BnagaeHuin (HaBbIKOB
M (MUNM) NPaKTUYECKOro onbiTa AeATEeNbHOCTH)

5.3.1 YcnoBusa gonycka o6y4aroLlerocs K NpoMeXXyTo4YHOM aTrecTaumm M NopAAoK NMNKBUAALUN aKageMUyecKom
3a00MKEeHHOCTHU

MpoBeaeHre NPOMEXYTOYHON aTTeCTaLUMN perfnameHTUPOBaHO NOKanbHbIM HOPMaTUBHBLIM aktoM CI6IYITaA
«lMonoxeHne 0 NpoBeAeHNN TEKYLLEro KOHTPOIS yCneBaeMOoCTU Y NPOMEXYTOYHOW aTTecTauumn obyqatoLmxcs»

5.3.2 ®opma npoBeaeHNs NPOMEXYTOYHON aTTecTaLuMu No AUCLUNIINHE

YcTHas + MucbMeHHada KomnbloTepHoe TecTupoBaHue UHas

5.3.3 Ocob6eHHOCTU NpoBeAeHUs NPOMEXYTOYHOM aTTecTaumMm No gUcuuniimHe

Bo Bpems coaum 3adeTta obyvaroLemMycs He pa3peLuaeTcs NoNb30BaTbCA CNOBAPSIMU, CNIPABOYHMKAMMU U UHBIMA
y4ebHO-MeToaNYECKMMM U HayYHBIMW MaTepranamu no n3y4eHHoMy Kypcy.

Ha nogrotoBKy K OTBETY No Bonpocam 3a4eTa obydatoemycs gaetcst 20 MUHYT.

Mpun oTBETE Ha BONpOCHI 3a4eTa obyvaroWwmuncsa JomkeH bbiTb cnocobeH CBA3HO ManaraTth (a He YMTaTb)
NOArOTOBIEHHBIV OTBET U CBOOOAHO NepexoanTb K OTBETaM Ha BONPOChI NpenofasaTtensi, TeMaTU4eckn CBA3aHHbIE C ero
3ajaHneMm.

6. YYEBHO-METOOMYECKOE U UH®OPMALMOHHOE OBECMNEYEHUE ONCUUNIIUHBI
6.1 YyebHasa nutepartypa

ABTOp 3arnasue | MN3paTenbcTBO | [op n3paHua | Ccblinka
6.1.1 OcHoBHas y4ye6GHas nuTepaTypa
Bypmuctpos, A. H., Kagposoe CankT-MeTepbypr: CaHkT- https://www.iprbooks
CuHasuHa, M. 1., OEenonpon3BOACTBO U MeTepbyprekuii hop.ru/116130.html
KanuHuha, O. B. CTaHAapTu3auus Tpyaa NOMUTEXHUYECKNIA 2020
yHuBepcuTeT NeTpa
Benwukoro

KysHeuoBa, U. B., KoHdmaeHumansHoe https://www.iprbooks
XayvaTtpsiH, I'. A. OEenonpon3BOACTBO U . hop.ru/97083.html

3alMLLEHHbIN SNEKTPOHHLIN Mockaa: At N Ap Meava 2020

AOKyMeHTOo0b0pOoT
HormxeHkoBa, tO. B., Monbop nepcoHana: https://lwww.iprbooks
CwupopkuHa, C. B, COBpeMeHHble KagpoBble hop.ru/153464.html
Monesas, M. B., TEexHorormu Mocksa: MNpomeTen 2024

KamHeBa, E. B.,
[NomkeHkoBon, 0. B.

6.1.2 lononHuTenbHaa yyebHaa nutepatypa




EpmuHa M. A. KomnbloTepHoe http://publish.sutd.ru/
Aenonpon3soAcTBO. ) tp_ext_inf_publish.ph
PaspaboTka nHrepdelrica Ca%(;-gl_egﬁq%ypr. 2022 p?id=2022101
noacucTembl
[OKyMeHToobopoTa
Cblyes, 0. H. CraHgapTbl http://www.iprbooksh
WHOopMaLMOHHOWM op.ru/72345.html
6esonacHocTn. 3awumTa n CapartoB: BysoBckoe 2018
obpaboTka obpasoBaHue
KOHUAeHUManbHbIX
[OKYMEHTOB
BunbuuHckas-byTteHko | Kagposoe http://publish.sutd.ru/
M. 3., baHwukosa I". Aenornpou3BoACTBO U CaHkT-leTepbypr: 2020 tp_ext_inf_publish.ph
n. apxvBbl AOKYMEHTOB MO cnerynTa p?id=202036

JNTIMYHOMY COCTaBy

6.2 Nepe4veHb NpocdheccuoHanbHbIX 6a3 AaHHbIX U UH(OPMaLIMOHHO-CMPABOYHbIX CUCTEM

CnpaBoyHo-nouckoBas npaesoBasi cuctema KoHcynbTaHTtlntoc» http://www.consultant.ru.
CnpaBo4Has npaBoBasi cuctema «lrapaHT» http://www.garant.ru.

CanT no kagpoBOMY 4eNONPon3BOACTBY [OnekTpoHHbIn pecypc]. URL: http://www.kadrovik-praktik.ru,
Bce o penonpounsBoacTtee [OnekTpoHHbI pecypc]. URL: http://delo-ved.ru/,

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

6.3 NMepe4veHb NNLEH3UOHHOIO U CBOGOAHO pacnpocTpaHAeMoro NporpaMmMHoOro obecneyeHus
MicrosoftOfficeProfessional

MporpammMHasi cuctema ans obHapy>XeHUsl TEKCTOBbLIX 3aMMCTBOBAHMWIN B Y4EOHbIX M HAay4YHbIX paboTax
«AHTUNNarnat.BY3» Bepcum 3.3

6.4 OnucaHme maTepmanbHO-TEXHMYECKOMN 6a3bl, HEO6X0AMMOW ANA OCcyLIeCcTBNIeHNA obpa3oBaTeNnbLHOro
npouecca no AucumunnuHe

Ayautopus OcHaleHne

MynbTuMeguinHoe obopyaoBaHue, crneunanmanpoBaHHas mebenb, Jocka
JlexumoHHas Y A PYA H P A
aygutopusi

Y4yebHasa aygutopus

CneuunanuanpoBaHHasa mebernb, Aocka
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