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Llesab ocBoeHMs TMCHUIIMHBL: opmupoBanue komnerenuuu: [1K-28 - cnocoOHOCTh MIaHUPOBATH U

OpPraHU30BBIBATH CIYXKEOHYIO JESTEIbHOCTh UCIIOIHUTENEH, OCYIIECTBISITh KOHTPOJIb €€ Pe3yIbTaTOB.

Ilian kypca:

Tema 1. JIokymMeHTBI 110 IOMCKY, OTOOPY U HAIMY MePCOHAJIA: co/iep:KaHNe U OPAA0K 0(hopMIIeHUS

3asBieHNEe Ha TOUCK U OTOOp mepcoHata. KpammdukamoHHble TpeOOBAaHHMS K COMCKATEII0 BAaKAHCHUU.

OObsBneHne 0 BakaHcuu. Pe3tome kak 1okymeHT. TpeOoBanus k pestome. Buapl pestome. Ankera. TpeOoBaHus K

ankere. Jluct Gecenpl ¢ coMCKaTeneM BakaHCHM. 3asBIeHHE O mpueme Ha pabory. IlpaBmna odopmirenns

3asBieHui. [IpotuBopeuns B moaxoaax K opopMIICHUIO 3asiBIICHUI. ABTOOHOrpadus.

Tema 2. TpynaoBoii 10roBop ¢ padoTHUKOM: cofiep:KaHue U MOPAI0K opopMiIeHust

JIOKyMEHTBI, TpEIbsABIAEMbIE NPHU 3aKIOYEHUH TPYyNOBOro jorosopa. JloroBop Kak IOKymeHT. Buabl

noroBopoB. OOIIMe BOMPOCHI 3aKITIOYEHHST TPYAOBOro JoroBopa. CopepikaHue TPYIOBOTO JIOTOBOpA.

OOs3atenbHble  YCIOBUS  TPYIOBOIO JOroBopa. JlONMOJHUTENbHBIE —YCIOBUS  TPYAOBOIO  JIOrOBOpA.

Jemonpon3BoacTBO 10 goroBopaM. (OCOOEHHOCTH TIOJITOTOBKH TPYIOBBIX JOTOBOPOB, COIEPKAIINX

crieri¢puyeckue yciaopusa. OpopMiieHHe TPYI0BOTO JOrOBOPA.

Tema 3. JIuunas (yueTHas) KAPTOUKA M JJUYHOE 110 PA0OTHUKA NMPeNPHATHS: CO/IeP:KaHUE U TOPSIIOK
oopmiIeHHS

Conepxanve ¥ TOPAIOK O(OpMIIEHUS JMYHOM KapTouku paboTHHMKa. (OCOOEHHOCTH COACpKaHUS U

ohopMmIIeHHs IMYHOW KapTOYKU TOCYIAapCTBEHHOrO ciykarero. OcCoOeHHOCTH coiepKaHust U 0OpMIICHUS

JIMYHOM KapTOYKM HAY4HOTrO (Hay4HO-TIE€larormyeckoro) padorHuka. ConepxaHue W HOPSAOK OPOpMIICHUS

JM4HOro jena padotHuka. [IpaBuia xpaHeHust IMYHBIX A€ U IMYHBIX KapTOYeK pabOTHHUKOB.

Tema 4. TpynoBasi KHMKKA pa0OTHHKA NPeANPHUATHS: COeP:KaHKe U MOPSI0K oGopMIeHHs

Conepxanue TpynoBod KHWKKU. [lopsaok odopmiieHus] TpyJOBOM KHMKKHA IPH YCTpPOICTBE Ha padoTy.

[IpaBuna BeneHust TpynoBbIX KHIKEK. [lopsiiok odopmienus cBeneHuil o mpuéme Ha paboTy, O MepeBoie, O

HarpaxaeHusx, o0 yBompHeHMH. OdopmieHue B TpYAOBOW KHM)KKE 3amMCeld O COBMECTUTENBCTBE.

Hcnpaenenue 3anuceid B TpYI0BOM KHIKKE.

Tema 5. Ilpukassl (pacnopsizkeHus1) 10 MEPCOHANY: COAEPKaHUE H MOPSI0K 0(popMIIeHHSsI

[puka3 kak gokymeHT. Tunsl nprka3os. [Iprka3bl 10 OCHOBHOM JNESTENHHOCTH U 10 JIMYHOMY cocTaBy. Oorime

BOIPOCHI TOATOTOBKU IPUKa30B MO mepcoHany. OCOOEHHOCTH COJepkaHusl W Mopsaka O(hopMIIeHHs

OT/AENbHBIX BHJOB MPUKA30B (pacropspKeHH) MO TmepcoHany. YHUDUIMpOBaHHBIE (HOPMBI MEPBUYHOM

y4€THOM nokymeHTauuu. Ilpuka3 o mpueme Ha paboty. IIpukaz o mepeBosme corpynHuka. IIpukaz o0

YBOJIbHEHUH.

Tema 6. [loKyMeHTBI 10 OTKOMAHIMPOBAHMIO M OTIYCKAM IIEPCOHAJIA: CO/CPMKAHHE M TMOPSIOK

oopmiIeHust

[onsiTne KoMaHaMpPOBKU. ["apaHTHK paOOTHUKAM MPH HANpaBICHUH B KOMaHIUPOBKY. Ciy:xeOHOe 3a/1aHue.

[Ipuka3z o HampaBieHMH pabOTHHKA B KOMaHAMpPoBKY. KomanaupoBouHoe ynocroBepenue. ConepikaHue U

NOPAIOK 0QOpMIIEHUSI JOKYMEHTOB 110 OTKOMaHIMpOBaHuIo niepcoHata. Cozeprkanue U Hopsaok oopmieHus

JOKYMEHTOB MO oOTIyckam nepcoHana. [lonstue ormycka. Tumel ormyckoB. [Ipuka3z o mpenocraBieHUn

ormycka. I'paduk ormyckoB. BHecenne m3meHeHuii B rpaduk OTITyCKOB. JIOKyMEHTHpOBaHWE OT3bIBA U3

OTIyCKa. YUeOHBIN OTITYCK.

@®opMbI TEKYLIET0 KOHTPOJISI M IPOMEKYTOYHOM aTTeCTAllUN:



B xome peanusaunun

mucuumuHbibl.B.JIB.11.1«Kangposoe
cnenyromuye GoOpMbl M METOABI TEKYIIETO KOHTPOJISI YCIIEBAEMOCTH OOYYarOIIMXCS: YCTHBIM OIMpPOC,

CUTYallUOHHBIC 3a1a4u, TCCTUPOBAHHC.
HpOMe)KYTO‘IHaH aTTeCTalusd IIPOBOJUTCA B BUAC 3aUCTa B (bopMe YCTHOTI'O OIIpOcCa.

B pe3ynbrate 0ocBOEHUS NIUCHUIUIMHBI Yy CTYJEHTOB JOJIKHBI OBITH CHOPMUPOBAHBI:

Kon JTana

OCBOEHHS Pe3yabTaTsl 00yueHust

KOMIIETEHI[HH
BepHo COCTaBJIAET u IIPaBUJIBHO odopmisier JOKYMEHTEI:
perilaMeHTHpYyIole OTOOp TMepcoHana, pPErJIaMeHTHPYIONIHE padoTy)|

MK-28.1 OpraHu3aIyu.
[[paBUIIbHO aHAMKM3UPYET U CUCTEMATU3UPYET JaHHBIC O PaOOTHUKAX.
Pa3pabaTpiBaeT BEpHBIE KPUTCPUU OIICHKH COWCKATEICH Ha BaKaHTHOE
MECTO.
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