CorJjacoBaHo

Jupexrop
T'KY MO Jdomonenosckoro 1I3H

[Mpunoxerue Ne 8
k Kontpaxry Ne 16/2020
oT «@» mapra 2020 T.

; o/ Y4eOHbIH IVIAH nporpaMMH'

%, Ha okasam{e oﬁpasosa'renbﬂux ycayr no nepeody4ex
KBaTHpHKANHH meﬂmml, HAXOAAIIMXCSI B OTIYCKE [0 YXOY 32 peGeHKOM B BO3pacTe /10 Tpex
JIeT, a TAKuKe HeHIUH, HMEIOIIUX AeTell JOMKOILHOr0 BO3PACTa, He COCTOSIIMX B TPYAOBBIX

H MOBBINICHHU IO

OTHOIIEHMSIX U 00PATHBIIMXCS B OPraHbl CIyKObI 3aHATOCTH 10 00pa3oBaTe/ILHOMN
nporpamme: "MeHexxep"

Ilenb oGy4yenusi: mepeoOyueHHe M MOBBINIEHHE KBATH(DUKALUK JKEHIIHMH, HAXOAAIIMXCSA B
OTIIyCKE IO YXOHy 3a pPeGEeHKOM B BO3pacTe N0 TpeX JIET, a TAKKe JKCHIIHH, UMEIONUX NeTei
JOLIKOJIBHOTO BO3pAacTa, HE COCTOSINMX B TPYAOBBIX OTHOLIEHHAX M OOpPATHBIUMXCA B OpPraHbl

cyk0BI 3aHATOCTH 10 00pa30BaTeNsHOM mporpamme: "MeHemkep"
YK p

Kareropun o0y4aeMbIX: >KCHIIMHEI, HAXONALIUXCA B OTIYCKE IO YXOAy 3a PEOEHKOM B
BO3pacTe JO TpeX JIET, a TaKKe S>KEHIIMHBI, MMEIONMX JeTed NOIKOJIBHOrO BO3pacra, He

COCTOSIIIMX B TPYAOBBIX OTHOIIEHUSIX M 0OPaTHUBIINXCS B OPTaHbl CIIY:KOBI 3aHATOCTH
IIponoyxuTensHOCTH 00yuyeHus: 260 yueOHBIX (akaleMUIECKHX) JacCOB.

®opma o0yueHHusi: c ompwvigom om pabomvl / 6e3 ompviea om pabomei.

PekuM 3aHATHIA: 6 3a6ucumocmu om ¢hopmsl 06yueHuUs.

Ne KonnyectBo B ToM 4yncie:
‘it /;1 HauMeHOBaHHE JUCIHILIHHBI JacoB, Teopernuyeckue | IIpakTnyeckue
BCEro 3aHATHS 3aHATHSA

1. | YnpaBneHue nepcoHaioM 30 14 16

2. | MeHeXMEHT 16 12 4

3.| MapkeTuHr Ha pBIHKe paboueit 16 10 6
CHJIBI

4. | MadopMalMOHHEIE TEXHOJIOIHH B
YIPaBJICHHH IEPCOHAIOM. 40 10 30
«1C: YrpasiieHuE IEPCOHAIIOM»

5. | @yHKUHMOHAIBHEIE 00A3aHHOCTH 16 10 6
MEHEe]DKepa 110 IEPCOHATY

6. | OcHOBBEI TPYZOBOTO 12 10 9
3aKOHOJATENbCTBA

7k Jlenonpo‘flsnoncmo U BEJECHUE 108 36 o
KaJpOBOH JOKYMEHTALUU

8. | Ilcuxonorus paboThl c 12 g 4
KJIHEHTAMHU

9. | KoncyasTanus 2 2 -

10| KpanndukannoHHbIi 5K3aMeH 8 8 -

UTOro 260 u. 130 4. 130 u.
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B nporpammy o6y4yeHust BXOAUT:

Ynpasienne nepcoHaiom

— Ilepconan kak KIIOYEBOH pecypc opraHu3auuu. IICHXONOrMYECKHE XaPAKTEPHCTHKH
PaGOTHHKOB M HX BIMAHUE Ha 3P HEKTHBHOCTE IPOYECCHOHATHEHON EATENHOCTH.

— JIOIDKHOCTHAS MHCTPYKLUS: AEKJIapalys U pearbHoCTs. CrenuduKanms J0KHOCTH.

— Ananranus nepcoHana. Bunel amanrtaumu. [Iporpammel anantanuu. MCmeITaTensHbIH
cpok. Kpurepuu onenku aganranum.

— Onenka nepcoHana. OLEHKa pe3ylbTaTOB JesATeNbHOCTH. OneHKa cnoco0oB
JNOCTHKEHMs pPe3ynbTaToB. Mertoaukun H mponenypsl. Mcnonb3oBaHHE pe3yJbTATOB
OLIEHOYHBIX MEPOTIPHATHIA.

— MoruBanus. Bosnarpaxnenue. OCHOBHBIE NPaKTHYECKHE MPABUIA PEryITHPOBAHUS
TIOBEJICHHS.

— OOyuenue u passuTHe nepcoHana: Buael oOyuenus. OGydeHHE W pasBUTHE TOI
MEHEDKMEHTA.

— Konduukrer B ynpasnennn mepconanoM: Ilpuumael. Cramum kxoHduukra. Crwim
NOBEACHUS B KOHQIUKTHBIX CHTyalMAX. TaKTHKa IOBEJEHHA B KOHQIMKTHBIX
CUTYalUsX.

MenexkmMeHnT

CyOnexThl 1 00BeKTH MeHeUKMeHTa. DYHKIMH MEHEKMEHTA: 00IIHe, TEXHOIOTHIECKHE,
ColMaNbHO-TICuXomorndeckue. [lenenonaranye n niraHUpoBaHUEe KaK BaKHEWUIINe QYHKIUKA
MEHEDKMEHTA.

Muccus  npeanpuatua.  OCHOBHBIE CmOcoOBI  BBIpaGOTKM — CTpaTerMd, 00nacTu

CTPaTErH4eCcKOro IIAHUPOBAHMS.

[lonarue opranmsanuu. OpraHu3alfOHHAs CX€Ma  INPEANPUATHS, ONTHMAIBHOE

pacnpezenenne o0a3aHHOCTEH MexXmy oTAenaMu. BHyTpeHHsss W BHEmHsAA Cpena

opranu3anuu. OpraHusanuoHHas (KOPIOpaTHBHAs) KYJIBTYPa, €€ JIEMEHTHI U THIIBL.

MenemkMenT TepcoHana: 3ajadd, MOJCIM YIPABJIECHUS, METOJbI, TEOPHH MOTHUBAIUH,

anbTEPHATHBHBIE HOPMBI OPraHU3aLNK TPY/IA.

MapkeTHHT Ha PbIHKe paboueil CHIbI

— Onpenenenue mapketunra. OCHOBHBIE TIOHATHS: HYX/a, IIOTPEGHOCTH, CIPOC, PHIHOK.
Lenu, 3ama4u u dynknuu MapketnHra, CTpaTeruy MapKeTHHTa.

— Knaccuduxanma  peIHKOB. Ynpasiexnue aCCOPTUMEHTOM (popmupoBanune
acCOPTHMEHTHON moyuTHKH). [leno06pazoBaHue, ero METOIBI U CTPATETHH.

— Mapkerunrossie koMMmyHuKkaiuu. IIpsmas pexnama B CMU. Ilomurpaduueckas u
HapyxHas pexknama. PR-meponpusrtus. Pexiiama B UntepHeTe.

WHpopmanuonnsie TEXHOJOrMH B ymnpaBjieHHH mnepconaiom. «1C: Vmpasiaenme

IMEPCOHAIOM»

— Pernamentuposanusii yuer. HauansHoe 3anonsenne HHOOPMAIHOHHOH Ga3bl

— Kanposeiit yuer B oprammsanmu. IlltatHOoe pacmucanue opranusauuu. CsejeHHs O
paGOTHHUKAX OpraHM3alM{. Y4eT KaJpoB OpraHu3aluu. BOMHCKHMI yueT pabGOTHHKOB
OpraHusauuu. Yduer orpaboTaHHOro BpeMeHH. POpMHpOBaHHE pPErIAMEHTHPOBAHHOM
OTYETHOCTH.

— VYmpaBlieHUeCKUil yder. 3amojHeHHe MHOOPMALMOHHON 0a3bl.  YmpaBieHue
nepcoHanoM. CeelieHuss o paboTHukax npexnpusitus. IIpuem Ha paGoTy, KaapoBbie
MEPECTaHOBKH, YBOJIbHEHHE PAOOTHHKOB NPEANPUATHS

— Iloxbop nepconana.

— 3aHATOCTH mepcoHana (OTCyrcTBHE Ha paGoTe, ydYacTHE B  MEPONPUATUAX),
TIAHAPOBaHUE 3aHATOCTH.

— Ornycka. IlnanupoBanye, yTBepKIeHHE OTIIYCKOB, IPadMK OTITYCKOB.

— ArtTectanus pabOTHUKOB, OLIEHKA KOMIIETEHTHOCTH PabOTHHUKOB.

— IDlnanupoBanne oOydeHMs IEpPCOHANA, IPOXOXKICHHE KYpCOB OOYYEHWs, pa3sBUTHE
KOMIIETEHIUA.

— MortuBanuus pabOTHHKOB.
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Ankeruposanue. Co3aHue TUNOBBIX aHKET, ONPOCHI, PACCHUIKH, aHAIN3 PE3yIbTATOB
AHKETUPOBAHHUS.

(I)y}lKIlIlOHaJ]bele 00sI3aHHOCTH MeEHeIKepa o mepcoHa y

OyHKIMOHANIBHEIE 0053aHHOCTH MEHEXKepa [0 IIepCOHAY.
OTansl HaliMa nepcoHala.
Wntepspio. Bumel uHTEpBRI0. OCHOBHBIE 33/1aud MHTEpPBBIOEpa. BOIPOCH], KOTOpHIE

CIIEAYET 3a/1aTh KaHIUaaTam. KaBep3HBIe BOITPOCEHI. (Dalc'ropm, KOTOPBIE MOI'YT HCKA3HUTh
OLICHKY KaHIHuaarTa.

OcHOBBI TPYAOBOr0 3aKOHOAATEIbLCTBA

IToHsiTHE TPYIOBOrO MpaBa.

Tpynoso#t morosop: conepxkanue, odopmienue, nercreue. CTOPOHBI TPYHOBOIO
norosopa. I[IpaBa u 0643aHHOCTH pabOTHHKA U pabOTOHATENS.

Pabota o coBmecTuTenscTBy. M3MeHeHNE TPYIOBOTO JOrOBOPA.

IlepeBonsl M mepeMelICHUs. YBOJIBHEHHS: OCHOBAaHHSA M TIOPANOK IIPEKPaICHUS
TPYJAOBBIX OTHOIIEHMH. 3ammra TpaB M 3aKOHHBIX HHTEPECOB pabOTHUKOB W
paboTonaTenei.

Pabouee Bpems, HEHOPMHPOBAaHHBIN pabouuil JeHb, CBEpXypouHble paboTel. Bpems
OT/IbIXA: BBIXOJHBIE M MTPA3HUYHBIE JHH, OTIIYCKA.

3apaboTHas miata. OrpaHuyeHHas ¥ NOJIHAS MaTepHaibHas OTBETCTBEHHOCTh

I[e.rlonpomnoncr BO H BCJACHHC KMPOBOﬁ AOKYMEHTAlUN

HopMaTuBHEIE U 3aKOHOJATENIbHBIE JOKYMEHTHI 110 JOKYMEHTAIMOHHOMY 00€ecIeueHn o
ynpasieHus. OOmwme npaBuia cocTaBleHns U OGOPMIIEHHA  YIIPaBICHYECKHX
JIOKYMEHTOB.
®opMyisip JOKYMEHTa: COCTaB M IpaBWiIa OQOPMIICHHS PEKBU3HTOB, IOpPHUAMYECKAs
Chiia JOKYMEHTa, IIpaBo Tnoanucu. TpeGoBaHuA K OQOPMICHHUIO JOKyMEHTOB
KOMITBIOTE€PHBIM CIIOCOO0OM.
OcHOBHBIE [OKYMEHTHl npennpusatus. OpraHu3alMOHHBIE JOKYMEHTHL CIpaBOYHO-
MHO)OPMALMOHHBIE TOKYMEHTHI. JIOKaIbHbIE HOPMATHBHBIE JJOKYMEHTEI.
Opranusanums pabotel ¢ pokymeHTamu. OO6paGoTka BXONSINMX, HCXONAINUX MU
BHYTPEHHHMX JIOKyMEHTOB. Perucrpauus ¥ KOHTpodb wucrnonHenus. CocraBieHue
HOMEHKJATYypHl fei. PopMupoBaHHe ell. ApPXHBHOE XpaHEHHE.
PaboTa ¢ mokymeHTaMu, comepkaniuMu KOMMEPYECKYIO TalHYy.
ITpuem na paboty. JIoKyMEeHTBI, HEOOXOIUMBIE IS 3aKIIOYEHUs TPYAOBOrO AOroBOpa,
MEIMIMHCKOE 00CIeI0BaH)E TIPH TIpUeMe Ha paboTy.
Tpynoso#t jmorosop: conep:xaHue, BHABI (CpPOYHBIN, GECCPOYHBIN), HMCIBITATENLHEINA
cpok. I'paxxnancko-npaBoBoit JOroBop.
Odopmienne TUYHOH KapTOYKH, JHIHOro aena. OdopMieHUe TPYIOBOH KHHKKH MPH
npueme Ha pabory. OdopmieHne BHECEHHS W3MEHEHHMH B INEPCOHAJIBHBIE JIaHHBIE
paboTHUKA, UCIIPABJICHUI U TONIOIHEHUIA.
Buner craxa. O6mmit TpymoBoii, cTpaxoBO#, cTa)k, MAIOMMH IPaBO Ha JOCPOYHOE
odopmienne nencuil. IlocraHoBKka M BeJileHHE BOMHCKOrO yuera. B3ammojeiicTBue c
IIEHCHOHHBIM (POHIOM, ¢ (HOHIOM MEUIIMHCKOTO CTPaXOBaHHS.
Bune! orimyckoB. OdopMiteHHe eXeroHbIX OIIAYUBAEMBIX OTITYCKOB, JOIOJHUTEIBHBIX
€XKETOJHBIX OTIYCKOB, YCIOBHSA IPEJOCTaBIIEHHS JOMOJIHUTENBHBIX OIUIAYHBAEMBIX
ormyckoB. Odopmienne yd4eOHBIX OTIYCKOB, OTIYCKOB 0e3 coXpaHeHus 3apaboTHOMI
TUIaTHL.
Pazpaborka u yreepkaenue rpaduka ormyckoB. OdopmireHne 60ILHAYHOTO JIHCTA.
Ilepeson paboTHMKa Ha IOCTOAHHYIO OCHOBY. BpemeHHBIN 1epeBox paboTHHKA.
Odopmiienre TOKYMEHTOB O NEPEBOJIE, BHECCHUE H3MEHEHUH B JOKYMEHTEL.
HokymeHnrtaipHoe  oopMIIEHHE ~ COBMEIIEHHHA, BHYTPEHHEE M BHEIIHEE
COBMECTHTEJILCTBO, PacHIMPEHHE 30HBEI OOC/IY)KMBaHMS, BHECEHHE OMOJHHTEIBHEBIX
TPYIOBBIX 0053aHHOCTEIA.
Komanmuposka. JlokymentansHoe odopmieHue (mpukas, ciyxeOHOE 3a/laHuE,
KOMaHMPOBOYHOE YIOCTOBEPEHHE).
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VBoneHeHue paboTHuKa. [IpaBa paboTHMKA Y YBOJIBHEHUH, BHIIIIaTa KOMIIEHCALIMH 32
HEHCIIOJIb30BaHHBIN OTIIYCK. JIOKyMEHTanbHOE 0OpMIICHHE.

JluciuruinHapHble B3bICKaHUA, BUJIBI B3BICKaHU, TOJOKEHUE O HAJIO)KEHUM B3BICKaHMA
1 MaTepHaabHOMN OTBETCTBEHHOCTH.

Benenune Tabens ydera pabodero BpeMEHM, BBEICHHE COKPALICHHOro pabodero jHs,
MOHATHE COKPALIEHHOr0 pabo4ero BpeMEHH U HEMOMHOM paboueil Hexenu.
Howmenknartypa nen (pa3pabotka, yrBepxaeHue). [loaroroska u oTnpaBka A€l B apXUB.

8. Ilcuxoaorust paGoThl ¢ KJIHEHTAMH

OrmnpeyienieHue KOMMYHUKAUH. TOYHOE BOCIIPUATHE U MOIHOE NOHUMAaHUE HHPOPMALIAH
KaK OCHOBA YCIIETHOr0 B3auMozeicTBu. BepbanpHas KOMMyHHKALIKS.

Buzpl HeBepOanbHOH KOMMYHHMKalMu. BOKalibHBIE XapaKTEpUCTHKH rojioca. Barisn:
BHJBI M TeXHUKA. KMHeTHKa: BHEUIHWHA BHUJ, MHAMHKa, 1032 U XKeCThl. DH3HOrHOMHUKA:
OCHOBHBI€ THIIBL.

OcHoOBHBIE TPHEMBI aKTHUBHOTO cirymanus. [Icuxonorus BIMSHUSA: MPAaBUIIO B3AUMHOIO
obMeHa, cienoBaHue 00s3aTeNbCTBAM, IPHHIMI CONMAIBHOrO JIOKAa3aTelbCTBa,
GraropacronoxeHue, NpaBwiIo Ae(UIHTa.

MortuBauus ¥ moTpeGHOCTH: aKTyanu3auus norpedbHocTelt BeIcokoro yposHs. Ilonsrue
KoH(puKTa. THUOB! KOHGIMKTHBEIX THYHOCTEH, METOAMKa B3auMojeicTBua. CrocoObl
paspeneHus KOH(GIUKTA, CTUIH TToBeJeHUs. MeTo/ibl ICHXO0JI0rHYeCKOM CaMO3alUThIL.

HToroBulii KOHTPOJIb NPOBOIUTCH B BH/IEe KBAJIH(PHKANMOHHOT0 IK3aMEHA.
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