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K.COII.H., IOIEHT Kadeapsl KoprnopaTuBHoro yrnpasieHus Jemymmuna O.H.

Kox u HaumeHOBaHue HampaBJieHHsl MOATOTOBKH, npoduisi: 37.03.01 "[Icuxonorus",
«[Icuxonornyeckoe KOHCYJIbTUpOBaHue», Habop 2020 r.

KBamundukanus (crenensb) BoIMyCKHNKA: bakanasp

®opma o0yueHHsI: OUHAs

Lesb ocBoenust AucuMnaInHbl: CHopMUpOBaTH KOMIIETEHIIHIO:

CIIOCOOHOCTH K MPOBEIECHUI0 PadOT C MEPCOHAJIOM OpPraHU3AlMH C LIETbI0 0TOOpa KaapoB U
CO3JIaHMsI TICMXOJIOTHYECKOTO KJIMMAaTa, CIIOCOOCTBYIOIEIO ONTHMHU3AIUN IPOU3BOJCTBEHHOTO
nporiecca (ITK-13)

Iliian xypca:

Tema 1. /lokyMeHTBI 110 MIOUCKY, 0OTOOPY M HAIIMY IIEPCOHAJIA: COEPKAHUE U MOPAIOK 0OpMIICHHS

3asBiieHHEe Ha TOWCK M OTOOp mepcoHana. KBamudukainmoHHble TpeOOBaHUS K COHCKATEIIO
BakaHcuu. OObsiBJIeHHE O BakaHCcHU. Pestome kak JOKyMeHT. TpeOoBanus Kk pestome. Buibl pestome.
Amnxera. TpeboBanus k ankere. JIuct 6ecenbl ¢ couckareneM BakaHCUH. 3asBJICHHUE O ITpUeMe Ha padoTy.
[IpaBuna odopmnenus 3asrnenuid. [IpoTuBopeuusi B noaxomax K O(OpMIICHHIO 3asBICHUIA.
Astobuorpadwusi.

Tema 2. TpynoBoii 10roBoOp ¢ pA0OTHMKOM: CO/iepPKaHMe U MOPAIOK 0GopMiIeHHUS

JIOKyMEHTBI, TIPESTBSBIISIEMBIC TIPH 3aKIFOUCHUH TPYIOBOTO JIOTOBOpa. JJoroBOp Kak JIOKYMEHT.
Buaer morosopoB. OOmiye BOMPOCHI 3aKIIOUEHHS TPYAOBOro aoroBopa. CopepkaHue TPYAOBOTO
noroBopa.  OOs3aTeNbHBIE YCIOBUS TPYIOBOTO JIOrOBOpa. JIOTOMHUTENBHBIE YCIIOBUSI TPYIOBOTO
noroBopa. JlemomnpousBoacTBo 1o jgoroBopaM. OcOOEHHOCTH TOATOTOBKH TPYIOBBIX JIOTOBOPOB,
copepkanumx cneruduueckue ycnosus. OdopmiieHre TpyI0BOro J0roBopa.

Tema 3. JIuunas (yueTHas) KAPTOUKA M JTMYHOE 1eJ10 PaOOTHUKA NMPeANPUSITUS:
coJep kaHue ¥ NopsaoK oopmIIeHus

CopneprxaHue 1 NOPSIIOK O(POPMIIEHUS] TUYHON KapTOUKH paboTHUKA. OCOOCHHOCTH COIEpPIKaHUs
U Oo(pOpMIICHHS JIMYHOM KapTOYKU TOCYHApCTBEHHOIO Cirykamero. OCOOEHHOCTH COZEpXKaHUS U
ohopMIIeHHs JMYHON KapTOYKM HAy4HOro (HaydHO-Tlegarorndeckoro) pabortHuka. ConepxaHue H
HOPSIIOK 0(OPMIIEHHUS JIMYHOTO Jiefia paboTHUKA. [IpaBriia XpaHeHus IMIHBIX 7N U JIMYHBIX KapToueK
PabOTHHUKOB.

Tema 4. TpynoBasi KHHKKa pa0OTHHKA NMPEINPHUATHSA: COlePKAHNE U NIOPSA0K 0(OpMJICHUS

Conepxanue Tpy1oBoi KHIDKKU. TTopsiiok odopmiieHHs TpyI0BOM KHIDKKH TPU YCTPOMCTBE Ha
paboty. [IpaBuna BeneHust TpyoBbIX KHIDKEK. [lopsimok oopmiieHns cBeieHuii o npréme Ha padboTy, o
NepeBoie, O HarpaxaeHusX, o0 yBojbHeHHH. OdopmieHue B TPYIOBOM KHIDKKE 3ariced o
COBMECTUTENBCTBE. VcTIpaBieHne 3armce B TPYI0BOM KHHAKKE.

Tema 5. Ilpukassl (pacnopsizkeHus1) 0 MEPCOHANY: COAepPKaHuEe H MOPSI0K o(popMIIeHHsI
IIpuka3 kak nokyMmeHT. Turbl npukas3os. IIpukasel 10 OCHOBHOM JEATEIILHOCTH U IO JINYHOMY

coctaBy. OOI11e BOIPOCH! MOJOTOBKH ITPUKA30B 10 NepcoHany. OCOOEHHOCTH COJEpKaHUs U MOpsiIKa
o(hopMIIEHHS OTIENBHBIX BUIOB MPUKA30B (pacropshKeHUi) 1O IepcoHaty. Y HUPUIMPOBaHHbIE (POPMBI



nepBUYHON yu€THOU mokymeHTtarmu. [Ipuka3 o mpueme Ha padory. Ilprkasz o mepeBose cOTpyIHUKA.
ITpuka3 00 yBOJIbHEHUHU.

Tema 6. [loKyMeHTBI 110 OTKOMAHAUPOBAHNIO U OTILYCKAM II€PCOHAJIA:
coJiepsKaHe U NOPSAI0K 0(hopMJIeHHUsI

[Tonsitne KoMaHIMPOBKH. l'apaHTy paOOTHMKAM TIIpU HANpaBJICHHM B KOMAaHIUPOBKY.
CnyxebHoe 3amanue. I[Ipukaz o HampaBneHuu paOOTHHMKAa B KOMaHIUpoBKY. KomanaupoBouHoe
ynocroBepenue. ConeprkaHue U Nopsaok oopMIICHHS JOKyMEHTOB 110 OTKOMaH/INPOBAHUIO IIEPCOHAIA.
Coneprkanue U MOpsIOK 0pOpMIIEHUS JOKYMEHTOB 110 OTIyckam nepcoHaia. Ilonstue ormycka. Turbl
otmyckoB. [Ipuka3 o mpenocraBneHuy oTiycka. I'paduk otmyckoB. BHecenne m3meHenuid B rpaduk
OTITYCKOB. JIOKyMEHTHPOBAaHHE OT3bIBA U3 OTITYCKA. Y UeOHbIN OTITYCK.

@opMbI TeKYIIET0 KOHTPOJISA YCIIeBAEMOCTH U NPOMEKYTOYHOM aTTecTALUM.

Pexomenayembie
JTan ocBoeHUs Kpurepuii IMoka3zarenn cpeacrsa
KOMIIeTEeHI[UH OlleHMBAHUS OlleHUBAHUS (MeToaBI)
OlleHUBaHUS

[1K-13.1 3HaeT W NOpaBWIbHO | JleMoHcTpupyer YcTHBIH ompoc.
dopmupoBanue PUMEHSIET 3HaHUE ocHOBHBIX | CHTyallnOHHBIE
YMEHHM ¥ HaBBIKOB | TEXHOJIOTHIO Ha0opa W | MOHATHI:  Habop U |3aaauu
NpUMEHEeHHs 3HaHWi | oTOopa  mepcoHana, | oToop nepcoHaia, | TectTupoBaHue
B c(epe KaIpoBOro | peKpyTHUHTa PEKPYTUHT T[epCcoHaa,
JIEJIONPOU3BOJCTBA | IEpCOHAIA, JTOKYMEHTHPOBaHHE
TUIS OpraHu3alyy | JOKYMEHTHPOBaHUS otOopa nepcoHaia,
oTtOopa mepcoHana u | oToopa [IepCcoHala | pe3rome, aHKeTa,
CO3HaHus (pestome, aHkeTa, | aBToOuorpadus,
0J1aronpusATHOTO aBTOoOMOTrpadus, JUYHOE €0, TPYAOBas
IICUXOJIOTHYECKOr0 | IMYHOE JIeTI0, | KHMXKKA
kiuMmaTa BripaboTka | TpyaoBast KHUXKKA). Cocrasnser e "
YMEHUH U HAaBBIKOB MPaBUIBHO O(opMmIsieT
NpUMEHEHHS 3HAHUH JOKYMEHTHI,
B chepe periaMeHTHpYIoLe
JIeJIONPOU3BO/ICTBA oT0Op nepcoHana
s 3PPEeKTUBHON AHanusupyer "
paboThI C CUCTEMAaTU3HPYET
JIOKYMEHTaMHU B JaHHbIE O Pa0OTHHKAX;
OpraHu3aluu pa3pabatbiBaeT

KpUTEPHUH OLIEHKHU

coMCKaresnen Ha

BAaKaHTHOE MECTO.

OcHoBHas MTEpaTypa:

1 Hemymmna O.H. KagpoBoe nenonpounsBojictBo. Bonrorpan: uza-so Bosrorpaackoro
¢ummana ®I'BOY BITIO PAHXul'C, 2014, 128 c.

2. KysznenoB W.H. Jlemompou3BoACTBO [DJEKTPOHHBIA pecypc]: ydeOHO-CIpaBOYHOE
nocobue. - M.: JlamkoB u K. — 2014. Pexxum nocryna: http://www.iprbookshop.ru/586 — 3arm. ¢
JKpaHa.
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