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AHHOTAIIUSI PABOYEH TPOTPAMMBI JIJUCHUTLIAHBI

JOKYMEHTAINIMOHHOE OBECHEYEHHWE YIIPABJIEHUSA NEPCOHAJIOM

ABTOp: HayaabHUK oTaeaa KaapoB Kb «MUA» M.A. KaneBckast

Kon wm namMeHoBaHme HampaBiieHHUs MoAarotoBku, npoduis: 38.03.03 Ynpasiaenue
MEePCOHAIOM, «YNIPABJIEHHE YeJI0BEeYeCKMMH PeCypcaMu B MeKIYHAPOIHOM OH3Hece»

KBanudukanus (cTeneHs) BEITYCKHUKA: 0aKaJIaBp

dopma 00yuyeHUs: OUHASA

eab ocBOEHUA TMCUMILINHBI:

3nanue TpynoBoro koaekca Poccuiickoit degepanui U MHBIX HOPMAaTUBHBIX MPABOBBIX
aKTOB, COJIEPXKAIllMX HOPMBI TPYAOBOrO TIpaBa, 3HAHUE MPOLENYyp NpHUEeMa, YBOJbHEHUS,
nepeBojia Ha ApPYrylo paboTy W TIepeMelleHHs] MepcoHalla B COOTBETCTBUH C TpPyAOBBIM
kojiekcoM Poccuiickoit denepanun U BiIaJCHHEM HaBbIKaMH O(DOPMIICHUS COMPOBOXKIAIOIEH
JIOKYMEHTALUU.

YMeHHe BECTH KaJpoBOE JACJIONPOU3BOACTBO M OPraHM30BBIBATH APXHUBHOE XPAHEHHUE
KaJIpOBBIX JIOKYMEHTOB B COOTBETCTBUM C JIEWCTBYIOIMMH HOPMATHBHO-IPABOBBIMU AKTAMH,
3HAHUE OCHOB KaJPOBOW CTATHCTHKH, BJIAJICHUE HABBIKAMH COCTABJICHUS KaJPOBOW OTYETHOCTH,
a TaKXE€ HAaBbIKAMHU O3HAKOMJIEHUS COTPYIHHMKOB OPraHM3alldd C KaJpOBOW JOKYMEHTALMEH U
JNEHCTBYIOIIMMHU  JIOKAJIIbHBIMH ~ HOPMATHBHBIMH ~ aKTaMH, YMEHHE OOCCIICYUTh 3alIuTy
MIEPCOHAIIBHBIX IAHHBIX COTPYIHUKOB.

B PE3YIbTAaTC OCBOCHUA NTUCHUIIIIMHBL Y CTYACHTOB NOJIKHBI OBITE C(i)OpMI/IpOBaHLII

Ha YPOBHE 3HaHUM!

— OCHOBHBIX 3aJa4 H (byHKuI/H‘/'I KaJpoBO cnymGH OpraHu3amuy, OCHOBHBEIX JOKYMEHTOB,
PETIIaMEHTHUPYIOIUX YIIPABJICHUE TIEPCOHATIOM;

— CHCTEMBl JOKYMEHTAllUW, KJIacCU(QHUKALUIO AOKYMEHTOB KaJpOBOI CIyXObl OpraHu3aluH,
BUJIbI, HA3HAYEHUE U COCTaB KapOBOI JOKYMEHTAIVH;

— TOpsIKa MPUMEHEHUs TUCIUIUTMHAPHBIX B3bICKaHUI;

— Mpoueayphl IpueMa, yBOJIbHEHHS, IEpeBoa Ha APYTyIo padoTy U NepeMelieHHs IepCcoHaia B
coorBeTcTBUM ¢ TpynoBeiM konexcoM Poccuiickoit denepaunu, BiajgeHHeM HaBbIKAMHU O(QOpMIIEHUS
COIPOBOXKIAIOIIEH JOKYMEHTALINH;

— OCHOB pa3pabOTKH M BHEIPEHHS NPOIENyp PETYJHPOBAaHUS TPYIOBBIX OTHOLIEHUH U
COIPOBOXKIAIOIIEH JOKYMEHTALINH;

— TpeboBaHMIA O 00ECIICUEHHIO 3aLUThHI HEPCOHABHBIX JaHHBIX COTPYIHUKOB;

— OCHOB KaJIpOBOH CTaTUCTHKH, BJIaJICHUE HABBIKAMU COCTABIICHUS KaAPOBON OTYETHOCTH

Ha ypOBHE YMEHMIA:

— pa3pabatbiBaTh U 0HOPMIIATH HOPMATHBHBIC JIOKYMEHTHI KaJ[pOBOM CITY»KObI OpraHU3aIINy;

— COCTaBJIATh  0OQOPMIISITH OPTraHU3AIUOHHO PACTIOPSTUTENBHbIE JOKYMEHTHI H JIOKYMEHTEI,
COIIPOBOXKAIOIIUE TPYIOBBIE IPOLIECCHI;

— BECTH YyYeT KaJpoB;

— BECTU KaJpOBOE AEJIONPOU3BOJACTBO U OPTaHU30BbIBATE APXUBHOE XPAHEHHUE KAIPOBBIX
JTOKyMEHTOB B COOTBETCTBHH C AEHCTBYIOIIMMU HOPMATUBHO-ITPABOBBIMHU aKTaMH

Ha ypOBHE HaBHIKOB:

— pa3pabOTKU JOKAIBHBIX HOPMATHUBHBIX aKTOB, KAacaloIUXCS OpraHu3aluu TpyAa (mpaBuia
BHYTPEHHETO TPYAOBOTO paclopsiaKa, IMOJIOKEHUE 00 OTIYCKaX, MOJIOKEHUE O KOMaHUPOBKAX H TIp.);

— othopMIcHHUS pPE3yNbTaTOB KOHTPOJIA 3a TPYAOBOH W HCHOJHUTEIHCKON IUCIUTUTHHOMN
(cocraBisieT JOKYMEHTHI O TIOOIPSHUSAX W B3BICKAHUSX);

— O3HAKOMJICHHSI COTPYJIHHKOB OpPTaHU3allUHd C KaJpOBOM NOKYMEHTAIlMCH W NCHCTBYIOIIUMHU
JIOKaJHHBIMH HOPMATHBHBIMH aKTaMU;
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— 10 00ECIIeYCHHIO 3aIUTHI IEPCOHATBHBIX JIAHHBIX COTPYIHHKOB;
— KOHTPOJISI 33 UCTIOJIL30BaHUEM paboUuero BpeMeHH.

Ilinan kypca:

Tema 1. Opranuzanus kagapoBoi padoTel. OOIIUK COCTaB U BUIbI KAJAPOBBIX IOKYMEHTOB

Tema 2. OcHOBHBIE TOKYMEHTHI YIIPaBIEHUs IEpCOHAIOM. BHYTpeHHME JTOKallbHbIE
HOPMATHBHBIEC AKTHI

Tema 3. PabGora ¢ mnepcoHaJbHBIMM JaHHBIMH. 3alUTa [EPCOHAJBHBIX JaHHBIX.
XpaHeHue

Tewma 4. IIpuem Ha paboty. Tpynosoit norosop. Kaprouka T-2. JInanoe aemno

Tema 5. U3menenue Tpynosoro gorosopa. [lepeBoasl. CoBmecTuTenu

Tema 6. [Ipekpaienue TpyaoBoro noropopa. Hanoxenue quCUIIMHAPHOTO B3bICKAHUS

Tema 7. ITopsimok paboTsI C TPYAOBBIMU KHH)KKAMU

Tewma 8. Otnycka. Bubl u mopsaku npeaocTaBIeHus

Tema 9. KomanaupoBanue. [Toompenue. Yuer pabouero BpeMeH!

Tema 10. Hetpynocnoco6HOCTs paOOTHHKA

Tema 11. ApxuB B oTzene KajipoB. XpaHeHHE JOKYMEHTOB. Peructpanus

Tema 12. KanpoBoe 1e10npon3BoICTBO

(I)OprI TEKYLIECro KOHTPOJIA U l'lpOMe)KyTO'—lHOﬁ aTrecraumum:
Tect, onpoc, KOHTpOJIbHAsE pabOTa, 3aUeT.
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