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Leas ocBoeHHs AUCHMIUIMHBI: CHOPMHUPOBATH KOMIIETCHIUIO - CIIOCOOHOCTh K
MPOBEACHUIO pabOT C TEpPCOHAIIOM OpraHW3allMd C [eNbl0 O0TOOpa KaapoB M CO3JAHHS
TICUXOJIOTUYECKOTO KJIMMaTa, CIIOCOOCTBYIOIIETO ONTHMHU3ALWU TPOM3BOJICTBEHHOTO TIpoliecca
(ITK-13)

Ilian kypca:

Tema 1. JlokymMeHTBI 110 IOMCKY, 0TOOPY U HAIIMY IepcoHAJIA: cojiep KaHue U OPSAA0K 0opMIICHUS

3asBiieHHE Ha TOWUCK M 0TOOp mepcoHana. KeamidukaimoHHble TpeOOBaHHS K COMCKATEIIO
BakaHcuu. OObsiBIeHHE O BakaHcHUU. Pe3tome kak JNokymeHT. TpeOoBaHusi K pe3tome. Buapl pestome.
Amnkera. TpeOoBanust k aHkeTe. JIuct OGecepl ¢ couckaTeneM BakaHCHUU. 3asBJIEHUE O ITpUeMe Ha paloTy.
[IpaBuna odopmnenus 3asenenuit. [IpotuBopeuns B MoJIX0/1aX K O(GOPMIICHHUIO 3asiBICHUIM.
AsToOuorpadwusi.

Tema 2. TpynoBoii 10roBoOp ¢ pabOTHMKOM: CO/iep:KaHUe U TMOPSI0K o opMiIeHHusT

JIOKYMEHTBI, IpebsBIsIEMbIE MIPU 3aKIFOYEHUN TPYAOBOrO A0roBopa. JloroBop Kak JOKYMEHT.
Buner moroBopos. OOmme BOMpPOCH 3aKIIOYEHHsS TPyAoBOro jaoroBopa. CojaepaHue TpPyAOBOTO
noroBopa.  Obs3aTenbHbIe YCIOBHSA TPYIOBOIO JIOroBOpa. JIOMOJHWTENBHBIE YCIOBUS TPYAOBOIO
norosopa. JlenonponsBoAactBo mo JoroBopaM. OCOOEHHOCTH HOJITOTOBKM TPYAOBBIX JIOTOBOPOB,
coiepkanux crenpduueckue yciaosust. OdopmiieHne Tpy10Boro JoroBopa.

Tema 3. JInunasi (y4eTHasi) KAPTOUKA U JIMIHOE /110 PA0OTHUKA NMPEANPHSITHS:
cofiep:KaHue U NMOPsiA0K 0(popMIICHUS

Coneprxanue ¥ MOPSIOK OPOPMIICHHS JTMYHON KapTOuKu paboTHHKA. OCOOCHHOCTH COCPKAHUSI
u o(opMIICHUS] JIMYHOW KAPTOYKH TOCYIapCTBEHHOro ciyxaiero. OCOOCHHOCTH COJCPYKAHUS |
odopMIIeHHs JMYHOW KapTOYKU HAy4HOTO (Hay4dHO-Tienarorudeckoro) paborHuka. CojepikaHue H
NOPSZIOK 0(OPMIICHHS JIMYHOTO Jieia paboTHHKA. [IpaBuiia XpaHeHHs JIMYHBIX JIe M JIMYHBIX KapTOUeK
pabOTHHUKOB.

Tema 4. TpynoBasi KHMKKa pa00THUKA NPEINPHSTHSI: COTEPKAHUE U TIOPSIIOK 0opMIIeHHs

Conepxanue TpyioBoi KHIDKKH. TTopsiiok odopmiieHus Tpya0BOM KHIUKKU MPU YCTPOICTBE Ha
pabory. IlpaBuna BefeHus TpyIOBbIX KHIDKEK. [lopsnok odopmienus cBeneHuii o npuéme Ha paboTy, o
NepeBoJie, O HarpaxIeHUsAX, o0 yBojbHeHHH. OdopmieHHe B TPYJIOBOW KHIDKKE 3amuceil o
COBMECTUTEIBCTBE. VIcTpaBiieHue 3ammceii B TpYI0BOM KHIDKKE.

Tema S. Ilpuxa3sl (pacnopsizkeHHs) 1O MEPCOHATY: COAEPKaHHEe U NOPAIOK oopmiieHus
IIpuka3 kak JOKyMeHT. Tumnbl npukasos. IIpHKasbl 10 OCHOBHOM JEATENBHOCTH U 110 JINYHOMY

cocraBy. OO1me BOIIPpOChl MOATOTOBKH MPUKA30B 10 MepcoHary. OcoOSHHOCTH COJIep KaHus M TTOpsIIKa
oopmIIeHHSs OT/AETBHBIX BUIOB MPUKA30B (pacropshKeHHi) Mo TepcoHaty. Y HU(UIMpoBaHHbIE (POPMBI



MepBUYHON y4E€THON nokymeHTanuu. [Ipukasz o mpreme Ha paboty. [Ipukas o mepeBojie COTpyAHUKA.
[puka3 06 yBOJIBbHEHHH.

Tema 6. [lokyMeHTbI 10 0TKOMAHIUPOBAHMIO U OTILyCKAM IIEPCOHAJIA:
cofiepakaHue M NOPSiAOK oGopMIIeHHUsI

[lonsitne KomaHmMpoBKU. [apaHThyM pabOTHHKAaM TIpM HANpPaBJICHHH B KOMAHIUPOBKY.
Ciyxebnoe 3amanme. Ilpukaz o HampaBneHuM paOOTHMKa B KOMaHIUPOBKY. KomaHmmpoBouHOe
ynocroBepenne. Coaepxanue 1 opsamaok oGpopmIIeHHs JOKYMEHTOB M0 OTKOMAaHMPOBAHHUIO MIEPCOHATIA.
Coneprkanue 1 TIOPSIOK 0(OPMIICHHS JOKYMEHTOB TI0 OTIycKkaMm nepconana. [lonstre ormycka. Tursr
ormyckoB. [Ipuka3 o mpemocraBieHun otiycka. I'padguk oTmyckoB. BHeceHne m3mMeHeHMid B rpaduk
OTITyCKOB. JIOKyMEHTHPOBaHHE OT3hIBA U3 OTITYCKA. YUEOHBIN OTITYCK.

(I)OprI TCKYILIEIo KOHTPOJA YCIIEBAEMOCTH U HpOMe)KyTO‘IHOﬁ arTreCTanmu.

Pexomenayembie
JTan 0CBOEHUsI . IMoka3zarenp cpeacTBa
Kputepuii onennBanusi
KOMMETEeHI[UH OlleHUBAHUS (MeToaBI)
OIleHHUBAHMS
I1K-13.1 3HaeT TexHoJIOTHI0 Habopa | BepHo cocTaBmisieT u | YCTHBIN OMpoc.
dopmupoBaHHe u orbopa  mepcoHana, | IPaBUILHO CutyalmoHHbIE
YMEHHH W HaBBIKOB | pEKpyTHHTA  TepCOHAa, | opopMIIIET 3aa9u
MPUMCHCHHSI 3HAHUH B | TIOKYMEHTHPOBAHUS JIOKYMEHTBI: TectupoBanue
chepe KaJapoBoOro | oTObopa TepcoHaa | perIaMeHTUPYIOHE
JIEJIOTIPON3BOICTBA (pestome, aHKeTa, | OTOOp  TepcoHala,
TUIs opraHuzanuu | aproouorpadusi, JUYHOE | perIaMEeHTUPYIOLIUE
oTOOpa TepcoHanga W | eN0, TPYJAOBas KHIDKKA). | paboTy
CO3aHUA OpraHHu3aIiHy.
OIaronpusTHOrO [TpaBuibHO
TICUXOJIOTMYECKOT0 aHAIU3UPYET u
knmuMata  BripaboTka CUCTEeMaTU3UPYET
YMEHHH U HaBBIKOB TaHHbIE 0
MPUMEHEHHs 3HAHUI B paboTHHUKAX.
chepe PazpabareiBaer
JIeTIOTIPOU3BOCTBA BEpHbIE  KpUTEpUU
TS b HeKkTUBHOU OLIEHKU COMCKaTelen
paboThI c Ha BaKaHTHOE MECTO.
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