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1.  O6aacts npumenenns

1.1. Tlonoxenue o nmoabope, orbope, HaliMe W  amanTanEu
4IMUHUCTPATUBHO-yNpaBneH4eckoro nepconana AO «Yuusepcurer KA3[IOY
nvmenn M.C. HapukGaeBa» (manee — ITomoxkeHue) sBisercs BHYTPEHHUM
JoKkanbHbIM akToM AO «YHrusepcurer KA3I'HOY mmenun M.C. Hapuk6aeBay,
PETIaMEHTHUPYIOLIUM TOPSIAOK Moadopa M 0T6opa KaHAWJATOB HA WMEROIIHECs
BaKaHCHM, a Tak)Ke HaliMa M aJanTaldd HOBBIX coTpyaHukoB AVII
AO «Yuusepcurer KA3I'HOY umenu M.C. Haprk6aesay.

1.2. Hacrosmee IlonoxeHne IpUMEHSETCS BCEeMH CTPYKTYPHBIMHU
NOApasACICHUAMI ¥ yCTaHABJIMBACT IOPSIOK MPOBENEHUs oaGopa, otbopa,

HaiiMa M ajanTalMd  aIMHHHCTPATMBHO-YIIPABIEHUYECKOTO nepcoHaia
AO «Yuusepcuter KA3T'TOY umenu M.C.HapukGaesay.

2. HopmaTuBHbI€e CCHLIKH

2.1. B nacrosmem IToloXeHUH HCIIOIB30BAHEI CCHUIKM Ha CIIeOYIOIINeE
HOPMAaTHBHbIE TOKYMEHTEI:

2.1.1. Koncruryuus PK;

2.1.2. Tpynosoii kozexc;

2.1.3. 3akon PK «OG6 akuuoHepHbIX ol1ecTBax»;

2.1.4. 3axon PK «O6 o6pazoBanumny;

2.1.5. 3axon PK «O nepcoHabHBIX JAHHBIX U MX 3aLUTEY;

2.1.6. Tlonosxenue 06 AVII

3 Tepmunbl, nOHATHS, 0003HAYEHHS H COKPAIECHHSI
3.1. B HacTOslIeM TIONOXEHUH HCIIONB30BAHE! ClIe/IyIOLIHE TEPMUHEI,
TIOHATHS, 0003HAUEHUS ¥ COKPALIECHNUS;

3.1.1. TK PK — TpynoBoii konekc Pecrry6nuku Kasaxcran;

3.1.2.. MOH PK - MHHHCTEpCTBO 00pasOBaHUSA M HAyKH Pecny6nuku
Kazaxcran;

3.1.3. KA3I'HOY - AkuuoHepHoe 0OLIECTBO «YHusepcurer KA3TTIOVY
nmenn M.C. HapukGaeBay;

3.1.4. VIIO — Ynpasnenue npaBoBoro obecreyeHus;

3.1.5. ACIIuVII - ]lemapTaMeHT CTpaTeru4ecKoro IUIAHMPOBAHUS |
YIPAaBIIEHHUS IEPCOHATIOM;

3.1.6. AVII - AnMHHHCTPaTUBHO-YIIPABIEeHYECKHI IEPCOHAI

3.1.7. Axtel paGorojaTenss — IIPUKa3bl, PACTOPSIKEHMS, HHCTPYKLIHH,
MOJIOKEHUS, IMpaBH/a BHYTPEHHEN0 TPYJOBOIO PpAacHOpsKa, H3IaBaeMble
paboroxaresem.

3anpemaemcﬂ HECAHKUHOHUPOBAHHOE KORUPOGaNilie, MUPAXNCUPOSAHIE U pacnpocmpanenue ()OK_WHGHHI&
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3.1.8. Amanranus nepconana — mporecc O3HAaKOMJIEHUSI, TPUCTIOCOOICHHUSI
PabOTHUKOB K CONEPKAHUIO U YCIOBHSM TPYNOBOH IEATENIbHOCTH, 4 TaKKe K
COLMAIBHOM Cpelie Y HUBEpCUTETa.

3.1.9. BakaHcuss - HamHume HE3aHSTOroO paboyero mecra wiu
HE3aMEIEHHOH JIOJDKHOCTH, Ha KOTOPBIE MOXKET OBITh IPUHAT HOBBIMH pabOTHHUK.
3.1.10. lomKHOCTHAS HMHCTPYKIUSIT — 3TO OpraHU3alMOHHO-IIPaBOBOIT

AOKYMEHT, B KOTOPOM OIpEENAIOTCS OCHOBHbIE (YHKIMH, 0GSI3aHHOCTH, IIpaBa
U OTBETCTBEHHOCTH COTPYy[HHKA OPraHU3alM{ [PUA OCYLIECTBICHHHM UM
JACATEIIBHOCTH B ONPEIeIeHHOM I0IKHOCTH,

3.1.11. MHTepBHIO — PA3HOBHIHOCTD pasroBopa, Oecensl MeXXIy OBYMS U
Oosee JIOABMH, HAIpPABIEHHOW HA MONyYEHHE HEOGXOIMMOI] uHGOpMAUU ©
KaHIuaTe IIOCPENCTBOM  BONPOCOB, 3aJaBaeMBIX HHTEPBBIOEPOM  CBOEMY
Co0eCeIHUKY U MOJTy4eHHeM Ha HUX OTBETOB.

3.1.12. KomreTeHIMss  —  COBOKYNHOCTb  IIOBEJEHMS, SIBJISFOLLASICSI
Pe3y/bTaToM 3HAHUH, yMEHHH, HABBIKOB M JIMYHOCTHBIX KauecTB COTPYIHUKA,
KOTOpBIE TPEOYFOTCst €My ISl YCIIELIHOTO BEITOMHEHNS HeOOXOMUMBIX 32144,

3.1.13. JINYHOCTHBIE KOMIIETEHIIMH — 3TO KOMIIETEHIIUH, KOTOpEIE
OCHOBBIBAIOTCS HA MHTEJUICKTYalIbHBIX, KOMMYHHUKATHBHBIX, SMOIMOHAIBHEIX U
BOJIEBBIX KAY€CTBAX YeN0BeKa (IMOLMOHANBHEI HHTEIUIEKT, JINYHEIE KauecTBa).

3.1.14. Menemxep o moxbopy u aganTanuy mepcoHaa - HR-menemxep.

3.1.15. Ot6op mepconana — npouecc BHIIBICHUS U BEIOOpa MO KpHUTEPHSIM
oTOopa Haubonee MOAXOAAUIMX KAHAMAATOB W3 OOIIEr0  KONHYECTBA
COHCKaTEJIeH, IPETeHIYIOUIMX Ha BAKAHCUIO.

3.1.16. Ilonbop nepconana — 3ran B paboTe ¢ epcoHaaoM, BKIIOYAIOIIHM
pacyeT MoTpeGHOCTH B MEpPCOHANe, OMMCAHUe BAaKAHCUM, TOUCK M NPUBICUCHHE
KaHIu/IaTOB, 9bM IMPOQECCHOHANbHBIE KA4eCTBA, HABBIKM M YMEHHS
COOTBETCTBYIOT TPEOOBAHUSIM JIOJIKHOCTH.

3.1.17. Ilpousb HOMKHOCTH — BTO IepeveHb TpeGOBaHHUI, IPeNbIBIIEMbIX
AO/DKHOCTBIO K COTPYAHHKY, COOTBETCTBHE KOTOPEIM IIO3BOJUT COTPYIHHUKY
BBINIOJIHATH CBOM JIOJDKHOCTHBIE OOSI3aHHOCTH C TpeGyeMbIM KadyeCTBOM WU
3G (EeKTUBHOCTBIO.

3.1.18. IlpodeccuonansHeple (crennanbHble) KOMIETEHIMH - 9TO 3HAHMS,
YMEHUS U HaBBIKH, HEOOXomumble Uil 3((EKTUBHOrO BEHINOJIHEHUS PaGOTHl B
OIpeNIeTIEHHOMN chepe NesTeTbHOCTH.

3.1.19. PaboTHuK - husuueckoe JIHLO, COCTOSINEE B TPYAOBBIX OTHOIIEHHSIX
¢ AO «Yuusepcurer KA3I'TOY umenu M.C. HapukGaeBa» 1, HeocpeICTBEHHO
BBIIIOJIHSIOIIIEE PaOOTy MO TPYZAOBOMY JIOTOBOPY.

3.1.20. Paboromatens — AO  «VYuusepcurer KA3['TOY  umenu
M.C. Hapux6aesa» B nuue [Ipencenaresns [Ipasienns, NpUHUMAOILETO PELICHHUS
0 mpuemMe Ha paboTy Ui YNPaBICHYECKUX JOJDKHOCTEH; B JIMLE PYKOBOIMUTEINs
CTPYKTYPHOI'O IIOJpA3Je/IeHus, YIOIHOMOUYEHHOTO IIPUHUMATH pPEIIeHUusI O

3(!!3‘08!{{&8?”88 HECAHKUHOHUPOCANN0E KORUPOGAHIIe, MUPANCUPOCAHIE U pACRpOCMIPAHERUe Ookymennra
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IpHEME Ha paboTy mrofed AN HOKHOCTEH CpenHero 3peHa (cieunanucr,
MEHeDKep U Ap.).

3.1.21. CmexHBIE CTPYKTypHBIe NOAPAa3JC/ICHUsI — 3TO CTPYKTYpHBIE
TIOAPasACICHAsA, C KOTOPBHIMM MPOUCXOAMT MM MOXKET IPOUCXOIHUTD
B3aUMOJeHCcTBHe 1o  paGounm  Bompocam  (Kpoce - GyHKIHOHATBHOE
B3auMoJelcTBurE).

3.1.22. TenedonHoe MHTEPBBIO — ITO 3aILTaHUpOBaHHAS Oecea mexnay HR-
MCHEIDKEPOM 1 KaHIUIATOM Ha BaKaHTHYIO JODKHOCTb, KOTODAs HPOHCXOMIHT
IIOCPENCTBOM Tesle()OHHOM CBSI3H.

3.1.23. VuuBepcurer - AKIHOHEpPHOE 0GIIECTBO «YHuusepcurer KA3['TOY
umenu M.C. HapukGaesay.

3.1.24. Vrpasnenueckue  (MeHe/KEPCKHE)  KOMIETEHLHH -  5TO
KOMIIeTCHIIMH, KOTOPBIE HEOOXOAMMBI ~PYKOBOIMTENSM IS YCIIEIIHOTO
JOCTHXKEHHSI Ou3Hec - uenell. Pa3paGarTeIBalOTCSI TONBKO s COTPYIHUKOB,
3AHATBIX  YIPABICHYECKOM NEATENBHOCTBIO M HMEIONMX pabOTHHKOB B
MOYMHEHHU: JINHEWHOM (IIOCTOSIHHOM ) HJIH IIPOEKTHOM.

4.  OTBETCTBEHHOCTH M MOJTHOMOYHSI

4.1. Hacrosmee monoxenue yreepxaaet Ilpencenarers IIpaBnenus.

4.2. OTBETCTBEHHOCTh 3a BHEApPEHHe TPeGOBAHMIA, YKa3aHHBIX B
HacrosimeM Ilonmoxenun HecyT pykosogutenu JICITuVYII, PYKOBOOUTEIIH
CTPYKTYPHBIX noapaszaenenuit, YIIO.

4.3. OTBETCTBEHHOCTb 33 COOTBETCTBUE TpeOOBaHUN  HACTOSILEro
IlonoxKeHus, 3aKOHONATENBHEIM U PErVaMEHTUPYIOIMM TPeGOBAHUSM HECeT
pykoBoautens YIIO.

4.4, OTBETCTBEHHOCTD 3a OpraHU3alHI0 U KOOPAMHALIMIO ASSITEILHOCTH 110
BBIITOJIHEHUIO KOHKpeTHBIX 3TanoB HeceT JJCITuVII.

4.5. OTBETCTBEHHOCTh 332 COXPAHHOCTD M  HECAHKIMOHUPOBAHHOE
KonuposaHue IloNOXKeHWs, HaXOAAMMUXCA B IOAPAasfeleHUH, H yTeuKy
Ciy’)KeOHOM HH(POPMALUK HECYT PyKOBOJHUTEINH CTPYKTYPHBIX MOPA3 IeICHHUIA.

S. eau u 3agaun vacrosimero IosoxeHus

5.1. OcHoBHO#  uenbto  IlosoXeHHsT — SIBISIETCS  CBOEBpEMEHHAs
KOMIUICKTAIMsl 1ITaTa YHHMBEPCHTETa M KaXJOrO0 U3 €ro CTPYKTYpHBIX
nozpasaenenuii sgpdextuBHo pabotarompm AVYII B HYKHOM KOJHYECTBE IS
JOCTHIKEHHS ITOCTABJIEHHBIX CTPATETHYECKUX U TAKTHYECKUX LIeNIeH.

5.2.  OcHoBHbIMU 3a1a4aMu [1010KeHUS SBISIOTCSA: -
- - popmupoBanue 3¢ PeKTHBHON crucTeMsl paboThI MO MoAGOpY, 0T6OpPY, HaiiMy
u anantanuu  AVII, ee B3aUMOCBSI3M ¢ OCHOBHBIMH HAIIPaBJIEHUSMH U
(QyHKOMAMH, HCIOMB3YyeMBIMH B paboTe IO YNPaBlIEHUIO IEPCOHAIOM
YHuBepcurera,

3anpewjaemen HeCanKUUOHUPOGAHHOE KONUPOGAHUE, MUPANCUPOBAHNUE U PACHPOCHIPAHENIE O0KYMenma
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- OTIPCACIICHHE MOPsAAKA U [OCICI0BATEIBHOCTH NEHCTBUH U Mpoueayp B pabore
1o 3¢ dexTUBHOMY MOAGOPY, 0TGOPY, HaiiMy U aganTauuu AYTL,

6. IlnanupoBanue NOTpeGHOCTH B MepcoHaTe

6.1. HR ynpaBieHne OCyIIECTBISET IAHUPOBAHHE NOTPeOHOCTH B
IIEpCOHANEe C  IEJEI0 obecrieyeHuss  YHuUBepcUTETa  HEOOXOIUMBIM
KOJIMYECTBEHHBIM M Ka4eCTBEHHBIM KaApPOBBIM COCTABOM C MUHHUMU3AIHEH
U3CPIKEK, B ONTUMAIbHBIE CPOKH.

6.2. IloTpeGHOCTB B IEpCOHATE [peayCMaTPHBALT:

- KOJIMYCCTBCHHBIC IIOKAa3aTeNM - YUCIEHHOCTh PabOTHHKOB OIpeeleHHOM
KBaTH(QUKAIMA B TEKyIEM K [EPCIEKTUBHOM I[IepUONE Ui BBIIONHEHHUS
CTOSILUX IIepe] HUM 3a1a4;

- Ka4eCTBEHHYIO COBOKYIIHOCTH pa3sIMYHBIX KBaJIM(UKANUA pabOTHUKOB
CTPYKTYPHOTO IMOAPA3AE/ICHUsI B COOTBETCTBUU C IPEIBSBISIEMBIMU K pabodum
MecTam  TpeboBaHusMH  (ompenensercs MOTPeGHOCTE MO mpodeccuw,
CIELNaNbHOCTH, KBAJM(UKALNHY, CTENIEHH, YPOBHIO 00pa30BaHMUS, CTAXKY).

6.3. PykoBomutenu CTIPyKTYpHBIX INoApasieideHuii BeIChUIaloT B HR
ynpasjieHue 3anojiHeHHyro @opmy «IloTpebHOCTs B mepconaine» (NMpuioxkeHue
A). B namnolt Qopme comepxutcs MHQOPMAIMS O MOIDKHOCTHBIX €MHHUIIAX
CTPYKTYpHOI'O MOJApa3/eNieHus, Halu4he BaKaHTHBIX MeCT U WH(OpMaIHs O
MPEAIIOIaraéMblX HM3MEHEHUSAX B KAJPOBOM coOcTaBe (BBIXOA COTPYJHHMKA Ha
MEHCHUIO, B JICKPETHBIH OTIYCK, y4eOHBIH OTIyCK, OTIyCK 0e3 coXpaHeHHus
3apabOTHOM IUIaThl, HECOOTBETCTBHE 3aHMMAEMOM JOKHOCTH 1 JIp.)

6.4. Ilo momyyenHelM naHHBIM, HR-MeHempkep ruianupyeT paGoTy IO
YKOMIUIEKTOBAHHMIO HA HEOOXOAMMBIM 3aaHHBIN [EPUOJ KOJIMUYECTBEHHBIM MU
Ka4YeCTBEHHBIM KaJIPOBBIM COCTaBOM.

5 Ilopsinoxk mnoaGopa agMHHHCTPATHBHO - YHPaBJEHYECKOIO
NEepPCoHAIA HA BAKAHTHbIE 10/I’KHOCTH

5.1.  PyxoBomuTenb CTPYKTYpHOTO MOJpa3sielieHus, Npu 0Opa3oBaHUU
BakaHCcuu, 3anonHsgeT ¥ HanpasisgeT B JICITuYII 3asBky Ha 3aKpeITHE BaKaHCHU
(manee - 3asBKa) yCTaHOBIEHHOro obpasua Ha ums pykosoautens JCIInVII u
HR-menemxepa (mpunoxenue b).

5.2. K 3agBKke pyKOBOJHTENb CTPYKTYPHOTO IOAPA3/ENICHUsI IOKEH
MPUIOKUTE pa3spadOTaHHBIN M yTBEpXkAEHHbIM B YHuBepcurere I[Ipoduis
JIOJKHOCTH Ha BAKaHTHYIO [TO3UIIHIO.

5.3. IloWck KaHOMIATOB BO3MOXKEH TOJBKO TWpU Hamuuuu [Ipoduiis
JIOJKHOCTH Ha BAaKaHTHYIO [TO3UIIMIO.

3anpemaemm HECAHKUHOHUPOGAHHOE KORUPOSAHHE, MUPANCUPOGANHIE U pachpocmpaneniie ()mcy.-ueﬂma
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5.4. Ecnu Ha BaKkaHTHYIO JOJDKHOCTH B YHHBEPCUTETE He paspaboran
IIpohunb JOMKHOCTH, TO OH paspa0aThIBaeTcsl PYKOBOLHTENEM CTPYKTYPHOTO
noapasaeneHust copMectHo ¢ HR-MeHemxepom 10 pasmelneHus oObsBiaeHus o
BakaHcuu B CMU.

5.5. Tlocne nomydenust 3asBku u IIpoduns HOIKHOCTH, HR-menemxep
NePEeNacT CBEJCHMA O BaKAHCHHM COMIACHO YCTAHOBJICHHOMY 00pasiy B
JlemapraMeHT MapKeTHMHIra W MpOIaXxk Ui pa3MeIleHHs] OObSBIEHHS Ha caiiTe
YuuBepcutera (puiioxenue B).

5.6. MakcuManbHELH CpOK pasMelleHus oObABICHNS [TOCIE TOIauH 3asBKH
cocrasiisieT 3 pabodyux mHS.

5.7. Cpok, HasHa9aeMbli 171 HCTIONHEHMs 3asBKH HA 3aKPHITHE BaKAHCHUI
YPOBHsl CIELMAINCTOB, MEHE/DKEPOB, DPYKOBOJAMTENEH CpeiHero ypoBHs, He
AOJDKEH NPEBBIIATh OAHOTO KaJE€HIAPHOro Mecsilla C MOMEHTA PErucTpalluy ee
TIOJTy4€HHS, €CIH He YCTAHOBJICH MHOM CPOK CIIELUaIbHOTO IOPYYEHHUS.

5.8. Cpok, HasHa4aeMbIH JUIS UCIIONHEHUs 3asBKU Ha 3aKPHITHE BaKaHCHIA
BBICHIECrO YIPABICHYECKOrO YPOBHS, B TOM 4YHUCIIE, [IPU HEOOXOAMMOCTH MOUCKA
KaHAuaatyp 3a npenenamu Pecriyonuku Kazaxcran, ycraHaBiuBaeTcs mo 1IecTH
MECSILEB.

5.9. Ilpu nmox6ope xannunara HR-mMeHemxep pyKoBoaCTByeTCS !

- NOJDKHOCTHOW MHCTPYKITHEH;
- mpoduIIeM JT0IKHOCTH;
- 3a51BKOM Ha 3aKpBITHE BAKaHCHH,

5.10. ITonGop KaHAMAATOB Ha 3asBIEHHYIO BAaKaHCUIO ocyliecTBiser HR-
MEHEIKEeP, UCTIOIb3ysl METO/Ibl II000pa Ha CBOE YCMOTPEHHE.

5.11. JlormyckaeTrcst TOMCK KaHAUAATOB U3 PA3IMYHLIX HCTOYHUKOB!

- BeD-caliT YHuBepcureTa;

- cnenuanusupoBannble nopransl: Head-hunter, Nur.kz, Hipo.kz, Kizmet.kz u np;
- AO «lleHTp MeXIyHApOIHBIX IporpaMmy» («bomamaky);

- KazipoBble (peKpyTHHIOBBIE) areHTCTBA,

- Conuansnsle cetu (LinkedIn, Facebook u mp.);

- LlenTp 3aHSTOCTH aKMMaTa ropoja ACTaHBl.

6. ITopsiiok oT0OpPa AAMUHHCTPATHBHO - YIIPABJEHYECKOr0 MepcoHana
Ha BAKaAHTHbIE JOJIKHOCTH

6.1. HR-meremxep ocyuecTBisier 0T00Op pe3toMe [0 KPUTEPUSIM,
yKa3aHHbBIM B 3asBKe U [Ipodune JomKHOCTH U HapaBisieT 0TOOpaHHbIE pe3toMe

3anpeumemm HECAHKKUOHUPOBAHHOE KORUPOBAHUE, MUPANCUPOCAHUE U PACRPOCMIDAHEHHE doxymeﬂma
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Ha  pacCMOTPEHHE  PYKOBOIMTENIO  3aHHTEPECOBAHHOTO  CTPYKTYPHOTO
IoJpa3aeIeHHs.

6.2. Ilocie  orGopa  pesfoMe  PYKOBOIHMTENEM  CTPYKTYPHOTO
MOApasAe/IeHus, HWHULHHUpoBaBuiero 3asgBKy, HR-meHemxep mposogur ¢
KaHIMIaTaMu  Tele(OHHOe MHTepBbIO. [lo ero pesysnpTaTaM  KaHAHIAT
MPUITIAIAETCs Ha IepBUYHOE cobecei0Banue, KoTopoe mpoBoaut HR-Menemxep.

60.3. Ilpu MOJIOXUTENBHBIX UTOraX MEPBUYHOrO COOECeIOBAHMS KAHIUIAT
HanpaelgeTCs  Ha  coOeceoBaHME C  PYKOBOAHUTEIEM  CTPYKTYpPHOTO
Io/Ipa3/iesIeHusl, HTHUIMKUPOBABIIEro 3asBKy, B Cilydasx moxabopa KaHauaaTa Ha
YTIPaBJICHUECKYIO TIO3UIIUIO - Ha cobecenoBanue ¢ pykoBoautenem JCIIuYIL

6.4. Ilpu neobxomumoctr, HR-MeHemWKep NPOBOMUT JHATHOCTHKY
(TecTHpOBaHUE, KeliC - MHTEPBBIO, HHTEPBBIO 110 KOMIETEHIIHAM, aHKETHPOBAHHE
M JIp.) JIMYHOCTHBIX U YIIPABJIEHUECKUX KOMIIeTeHIHH. [ToydeHHbIe pe3yIbTaThl
auarHoctuku HR-menemkep otpaxaer B 3axmoudeHun «CoNpoBOAMTENBHOE
MCEMO» U HamnpasiseT pykosoautemo JCIuYII (mpunoxenue ).

6.5. 3akmouenme mo KaHmMEaTy («CONPOBOAMTENBHOE ITHCHMOY)
Pykosomurens JICIIuYII npenocrasiser Ha pacemoTperue PaGoTtonarerto.

6.6. B cimyuae ycmemHoro mnpoxoxaeHus ot6opa, PyKOBOIUTEID
CTPYKTYypHOTO Tmozpasaenenus Hamnpasasier HR wmenemxepy Ilpencrasienue
(mpunoxenue JI) COrMacHO YTBEpXKACHHOM MpOUEAype O IpHEME HOBBIX
COTPYIHUKOB.

7. Tlopsinoxk Haiima aJMHHHCTPATHBHO — YIPaBJIEHYECKOro
nepcoHaJjia

7.1. B ciaydae ycnemrHoro mpoxoxJIeHus IpoLeayps! moabopa u orbopa
kagaunarom, HR-menemxep noBogur no cBepeHust OyAylIero COTpyAHUKA
npuHaToe PaboromareneM pelneHwe ¥ COOOIIAET CIIMCOK  HEOOXOIUMBIX
JOKYMEHTOB /I TPYAOYCTPONCTBA.

7.2. B nenax cBoeBpeMEHHOH opraHuM3aluuu pabodero Mecra HOBOI'O
corpyaHuka HR-meHemxep 3a narte pabouymx gHed OO0 BBIXOJA HOBOIO
COTpyAHHKA Ha paboTy HaIlpaBiIseT 3asBKU:

- PYKOBOIMTEIIO YIPaBJIEHUS XO34MCTBOM Ha IOATOTOBKY pabodero croJja,
CTyJ1a, KOP3UHBI [ Mycopa, KaHIIeIIPCKIX TOBapOB,;

- PYKOBOJMTEIIO OTJAeja HH()OPMAUUOHHBIX TEXHOJOTUHM Ha YCTAaHOBJIEHHE
KOMIIBIOTEpA, IPUHTEpPA, CO3JaHUWE HOBOM Y4YeTHOW 3amUCH B DJIEKTPOHHOM
KOpITopaTHBHOM moute, mporpamMmax «1 C Jloxkymernto6opor» u «Ilnartorycy» (mmo
HEOOXOTUMOCTH).
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7.3.  HR-meHemxep HH(POPMHPYET HOBOIO COTPYAHHMKA O T'OTOBHOCTH
pabouero mecTa (cMc, e-mail).

7.4. Tlocne mpenocraBieHHs BCeX HEOOXOAMMEBIX  JOKYMEHTOB,
meremxepom  JCIuVII, oTBeTCTBEHHBIM 3a KaIpOBOE IENOMPOHM3BOICTBO,
COIJIACHO YCTAHOBJICHHBIM TPeGOBaHUAM (DOPMHUPYIOTCS HOKYMEHTEHI: MPHUKa3 O
IIpUeMe HOBOIO COTPYIHUKA, TPYIOBOIl JOrOBOp U T.1.

8. Ajanranus nepcoHana

8.1.  BHOBBL NPUHATEIH COTPYJHUK IIPOXOIUT AAANTAMOHHEIN EPHOI.

8.2.  IIpoAo/KUTeNbHOCT afaNnTalMOHHOTO MEPHUOa MIPHUPABHUBACTCS K
JJTATEIIBHOCTH UCTIBITATENIEHOTO CPOKa.

8.3. MHcmbiTaTenbHbI CPOK HE MOXET IPEBBIUAT TPU Mecsla s
pabornukoB AVII cpennero 3sena. s pykoBoauTenedl M MX 3aMecTHTeENei,
[JIABHOTO OyXrajaTepa HCIBITATENBHBIH CPOK MOXKET OBITh YBEJIMYEH 0 LIECTH
MECsLEB.

8.4.  Ilocne mopnmcanus npuxasa o npueme Ha paGory HR-menemxep
HHGOPMUPYET COTPYIHUKOB Y HUBEPCHUTETA 110 KOpriopatuBHOH nourte «Outlooky
O BBIXOJIE HOBOIO COTpPyJHHMKa Ha paboTy IO YTBepXKAECHHOW Qopme
(npunoxenue E).

8.5. B nepsr1ii pabounit qeHs HOBoro cotpyanuka HR-menemkep:

- 3HAKOMHUT COTPYIHHKA C MUCCUEH, IEHHOCTSAMHU, CTPATETUEH, TTPaBUIIAMH,
IPUHATBIMU B Y HUBEPCUTETE;

- TMPEeAOCTaBIIAET MHYOPMALUIO 00 OpraHU3alluOHHON CTPYKTYPE;

- npoBoXkaeT corpynHuka B Ciyx0Oy Oe3omacHOCTH YHHUBepCUTETa ISl
NPOXOXKACHHUSI BBOJHOTO Kypca o Teme: «TexHuka ©Oe30MmacHOCTH M OXpaHa
Tpyna»;

- TPOBOXKaeT Ha pabodee MeCTO M MPEICTABISET HOBOI'O COTPYIHHKA
KOJUIeraM CTPYKTYPHOIO II0J{pa3Ie/IeHus], B KOTOPOe OH MPUHUMAaeTCs Ha paboTy.

8.6. PykoBomuTenb CTPYKTYpHOrO IIOJIpasfelieHuss B TEYEHUE IISTH
pabo4ux MOHEH COBMECTHO C BHOBb MPHHSATBIM COTPYAHHUKOM COCTaBJISIOT
WunuBunyanbHeld mnaH paboTel Ha IEpUOJ] HCHBITATENILHOIO CpOKa IIO
yTBepXkAeHHOH popme (mpunoxenue JK).

8.7. WnmuBupyanbHbI IUtaH pabOThI IOAMMCHIBAETCS PYKOBOIUTEIEM
CTPYKTYPHOTO IOApa3/iejeHNsI, BHOBb IPUHATHIM COTPYIHHUKOM W yTBEPXKIAETCS
pykoBojutresnem JCITuVYII.

8.8. 3amaHus, ycTaHOBIEHHBIE B IUIAHE, HE JOJDKHBI BBIXOJUTH 338 PaMKH
JOJDKHOCTHOM MHCTPYKUUU U [Ipoduist qomKHOCTH.
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8.9. Ilpu HeOOXOIMMOCTH, HEMOCPEJCTBEHHBIH pPYKOBOJHTENb MOYKET
Ha3HAYUTh HaCTABHUKA U3 YHCJIa COTPYAHUKOB CTPYKTYPHOTO IIOAPa3AeIeHHUs.

8.10. PyxoBonutens (HACTaBHHK) €XEHEIENHHO IIPOBOIUT MOHUTOPUHT
BbINONHEHUs IHAWBHIyanbHOro mnaHa paGOTEHl, OLEHMBAET M OOCYXKIAeT
pe3yIbTaThl JOCTUKEHUSI IOCTABIEHHAIX 33a1a4 C HOBBIM COTPYIHHKOM.

8.11. HR-MeHe/DKep He pesxe 0JHOTrO pasa B MeCSAIl TPOBOJUT MOHUTOPHHT
ajanTaluy coTpyJHUKa (BCTpeun, Gece/ibl, OKa3aHHe HeOOX0JUMOM TTOMOIIH).

8.12. B ciydae, ecnu COTpYAHMK He CIIPABISETCS C [OCTABJIEHHBIMU
3a71a4amMy, PyKOBOJIUTEIb CTPYKTYPHOro noapasaenenus HamnpasisgeT B JCIIuYII
CITyKeOHYIO 3aIMCKy 110 (OpMe COITIACHO MPUIIOKEHHUIO 3.

8.13. Onpenenenre ypoBHS YCHEIIHOCTH MPOXOKISHHUS HCIIBITATENHHOTO

CpoKa ¥ INPUHSATHE UTOIOBOI'O PEIICHHUs O COTPYAHUKE IPOBOIUTCS [IOCPEICTBOM
KOMIUIEKCHON KOJIJIETHaJIbHON OLIEHKH.

9. Tlopsigok npoBeJeHHs] KOMILIEKCHOH KOJIJIErHAJBHONH OUEHKH
MPOXO0KIEHHs HCIBITATEIbHOTO CPOKA
9.1. KomruiekcHas oLeHKa MpoXoKIeHHs HCTIBITATENBHOTO CpoKa (nalee

- Onenka) NpOBOUTCS KOJUIEMHAILHO.

9.2. He mosgnee naATHaAIlaTH KaJeHIAPHBIX JAHEH 10 OKOHYAHHS
HCIBITaTeIBHOTO  cpoka HR-meHemxep HampaBiser  yBeJOMIEHHE IO
SJICKTPOHHOW  MOYTE  PYKOBOIHTENIO CTPYKTYpHOTO  MOAPA3JENeHUus O
HeOOXOAMMOCTH ITOJBEICHHs] HTOTOB Pe3yJIbTaTa UCIbITaTeIbHOI0 CPOKA.

D3. PyKkoBoauTeNb CTPYKTYpPHOIO MOApPA3fe/ieHHsl He IO3[Hee ecsTH
KaJICHAApPHBIX JIHEeW 10 OKOHYAaHUS MCIBITATeIBHOTO CpOKa IMPEHOCTaBIsSeT B
ACIInYII sanonnennyio Gpopmy cormacuo Ipunoxenuto XK, rje mpe1ocTaBiIeHb!
pe3yNbTaThl HCIIOJIHeHUs MinauBuayansHOro miana paboThl.

9.4, HR-meHemkep He rmno3gHee ISITM  JHEH 10  OKOHYAHUS
HCIIBITATEILHOTO  CPOKa  HMH(QOPMUPYET yYaCTHHKOB —  DPYKOBOJHUTENeH
CTPYKTYPHBIX IIOJApAa3/Ie/IEHUH, BO B3aUMOJEHCTBUH C KOTOPBIMU HAXOIUJICH
BHOBb ITPUHATEIN COTPYIAHUK, O npeacTosmeii OeHke.

9.5.  He nosanee, uem 3a tpu aust pykosoautens ACITuVYII yreepikaaer
COCTaB KOMHCCHMM M I[10 KOPIIOPATUBHOH IIOYTE YBEAOMIIIET €€ 4YJIEHOB O
IIPEJICTOSIIIEH OLIEHKE.

9.6. KomuecTBo 4IeHOB KOMUCCHH JJOJIKHO OBITH HEYETHBIM.

9.7. Pemenue IPUHUMAETCS [IyTeM TaliHOI'O rOJIOCOBAHUS
OOJIBIIMHCTBOM I'OJIOCOB TIOCPEACTBOM 3aIIOIHEHNs OrOJIIETEHEH.

9.8. B coctaB xomuccuu 1o OLEHKe CIeIHAIUCTOB BXOIST:
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IIpencenarens — pyKOBOAKUTEND CTPYKTYPHOI'O I1OApa3/1eIeHus;
YJieHbl KOMUCCHU:

- PYKOBOIUTENIN CMEXKHBIX CTPYKTYPHBIX IOIpa3AelIeHuii;

- pykosBoautens JCIIuVII;

- cexpeTtapb komuccuu - HR-menemxep.

9.9. B cocras komuccnu o OreHKe pyKOBOIUTENEH BXOIAT:

IIpencenarens komuccuu — Ipeacenarens [paBneHns;

YieHbl KOMUCCHHU:

- pykoBogutens ACITuVII;

- PYKOBOJMTENIM CMEXHBIX CTPYKTYPHBIX M0Apa3AeIeHHIH;

- CekpeTapb Komuccuu - HR-menemxep.

9.10. OueHKa NMPOXOKAEHUS HCIBITATEIHFHOTO CpOoKa BKJIOYaeT B ceOsl
CHCTEMATH3alMIO U aHalu3 o0beMa IOMyuYeHHOM MHGOPMAIMH COTPYIHHUKOM,
9 (EKTUBHOCTE BBINONHEHHUS TOCTABICHHBIX 3a/a4, Pe3yIbTaTHBHOCTH Ipoliecca
aZlaliTallid B IIEJIOM.

9.11. Tlpunumaercs KOJIJIETHaJIbHOE OKOHYATEJIbHOE pelenue:
paGotojarens omnpenenser, ycTpauBaeT JHM ero paGOTHMK, a paGOTHHK -
YCTPaMBAIOT JIH €T0 YCJIOBUSA pabOThl B JAHHOM KOJUIEKTHBE. Pe3yabTaTel OlleHKH
[IPOXOXKJCHUS HCITBITATEJIBHOIO CpOKa BHOCATCS B OJaHK «3ak/iIro4YeHHe o
pesyibraTax paboThl BO BpeMsl HCIBITaTeIbHOr0 cpokay (IIpuoxenne N).

10. ®ynxkunonaabHbIe 00SI3AHHOCTH CTOPOH

10.1. PyxoBoauTes CTPYKTYPHOTO MMO/IpasieieH s 00s3aH:

- paspabatbiBath [Ipoduiu Ha BaKaHTHBIE JOJKHOCTH, HAXOISIIIHAECS B €TI0
noAuMHEeHUH, coBMecTHO ¢ HR — menemxepom (B cirydae, eciu [Ipoduis emie He
paspaboTaHn);

- COCTaBJISITh ONMCAHUE BaKaHCHH,

- NPOBOAWTH HHTEPBEIO ¢ OTOOPAaHHLIMM KaHAWIATAMH HA BaKAHTHYIO
JOJIKHOCTb;

- aHanusmpoBarh W nepenasare B JICIIuVYII 3anonneHHBIE (OPMEI
«[loTpeOHOCTD B nepcoHaney;

- pa3padaTeiBaTh U IPOBOJUTH €XEHEAEIbHbIH MOHUTOPHUHI HUCIOIHEHUS
BHOBb TMPHUHATBEIM COTPYIHMKOM MHauBuayanpHOro miaana paGoThl Ha MEPUOL
UCTIBITATENIBHOTO CPOKa;

- MPENOCTaBIsATh B CPOK HMHMOPMALMIO O pe3ysibTaTaX IPOXOKIECHUs/
HEIPOXO0KAEHUsI UCTIBITATEIIBHOIO CPOKa;
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- Y4acCTBOBaTbh B KOMHCCHHU II0 PACCMOTPEHHIO PE3yJIbTATOB MTPOXOXKICHUS
HCIBITATEJIBHOTO CPOKA HOBBIM COTPYJHUKOM IT0 HMCTEYEHHIO 3 MECSIEB - IS
COTPYIHHMKOB CPEIHETO 3BeHa, 6 MeCsIeB — JIJIs1 PYKOBOIUTENIEH.

10.2. ITpurrMaeMsblii Ha paGoTy COTPYAHHUK 00s3aH:

- CBOEBPEMEHHO IIPEIOCTaBHUTh ITOIHBIN aKeT JOKYMEHTOB, HEOOXOIUMBIX
JUISL TPYA0YCTPOKCTBA B Y HUBEPCHUTET;

- TPOMTH HHCTPYKT&K II0 TEXHHKE O0e30MaCHOCTH M  IIOKAapHOM
0e30ImacHOCTH;

- O3HaKOMUThCH ¢  JedctByromvMu  [lonokenusimu, IlpaBuiamu
BHYTPEHHETO TPYAOBOrO pacropsika U APYTMMH JIOKAJIbHBIMU aKTaMU
paboTozatesss, MMEIOIMME OTHOIIEHHE K paboTe, COOJIONEHHIO TPYHOBOIL
JMCLUIIIIMHEL, KOPIIOPATUBHOM KYJIbTYPE U 3THKE B Y HUBEPCUTETE,

- Ka4eCTBEHHO HCIONHATH 3a[a4d B COOTBETCTBHU ¢ VHIWBHIyalbHBIM
IJTAaHOM pabOoThI Ha IIEPHOJ HCIIBITATEIBHOTO CPOKA;

- jgocturatb nocraBiaeHHbIX nened (KPI B pamkax  cucTeMbl
cOaaHCHPOBaHHEIX MTOKa3aTelel);

- COONIOZAaTh TPYIOBYIO JHUCHUILIMHY, KOPIIOPATHUBHYIO KyIbTypYy, STHKY,
LIEHHOCTU Y HUBEPCUTETA.

10.3. HR — menemxkep o6s13an:

- 3aIONHATH M CBOEBPEMEHHO IpenocraBiiTh (opmy «MHbopMmamms o
BaKaHCUW» JlemapTaMeHTy MapKeTHHra M NpOJaX Ui IyOIMKaldd Ha caifre
YHuBepcurera,

- pasMenIaTth COOTBETCTBYIOMIYIO HH(OOPMALHMIO 00 OTKPBITHIX BAKAHCHUSX B
CMUY;

- OCYIIECTBJSTH KAadeCTBEHHBIH MOAGOp KAaHAMAATOB HA BAKAHTHYIO
JOJKHOCTB;

- NIPOBOJWTH Tele(hOHHOE HHTEPBBIO C COMCKATENSIMU;

- MPOBOIUTH MEPBUYHBIC HHTEPBEIO ¢ KaHIUIATaAMU;

- OPraHMU30BaTh UHTEPBBIO PYKOBOAUTENEH CTPYKTYPHBIX TOAPa3IeIeHUM ¢
OTOOPaHHBIMU KaHAUJATaAMMU;

- 3AI0JIHATH COIIPOBOAMTEIBHBIE TUCHEMa 110 OTOOPAaHHBIM KaHIWAATaM IS
pacCMOTPEHUS PyKOBOAUTEISIMHU CTPYKTYPHBIX ITOAPA3IeTIeHHH;

- OpraHu30oBarh pabouyee MecTO /I IpPUHHUMaeMoro Ha paborty
COTPYIHUKA;

- OCYIUECTBIISITh IpHUeM HOBOTO COTPYIHHKA;

- OpraHM30BaTh aJaNTal|i0 HOBOT'O COTPYIHHKA,;
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- OpraHU30BaTh KOMWCCHIO II0 OLEHKE pe3yJIbTATOB IPOXOKIACHUS
HCITBITATEIEHOTO CPOKA HOBBIM COTPYIHHUKOM.

10.4. PyxoBoautens ACITuYII 06s3an:

- IPOBOJUTH HHTEPBbIO C KAHAUJATaMU HA YIIPABJIEHYECKUE JJODKHOCTH;

- Y4acTBOBaTh B KOMUCCHH 10 PACCMOTPEHUIO Pe3YJIBTATOB MTPOXOKICHUS
HCTIBITATEJIBHOTO CPOKA HOBBIM COTPYIHUKOM;

- OCYWICCTBJIATh KOHTPOJb HAJ BHEJPEHWEM U HCIIOIHEHHEM NaHHOTO
[Tonoxenus:;

- IPUHUMATH HEOOXOJUMBIE MEPEI 10 ITOCTOSIHHOMY ITOBBIIIEHHUIO Ka4eCTBa
noxdopa, otbopa, HaliMa U aganTanuy IepcoHana.

11. IIpoume yciaoBusi

11.10. JIrxoOble wW3MeHeHuUs, BHOCSTCS B HacTosmiee II0JIOKEHUE TOJIBKO
Ilpencenarenem IlpaBneHns Ha OCHOBaHWH Clly)KeOHOW 3aImMCKHM IUPEKTOpaA
JACIu VI

11.11. Opurunan ITonoxenue o moxbope, or6ope, HaliMe M aganTALUK
aJIMUHUCTPATUBHO-YTIpaBjieHYecKoro nepcorana xpanurcs B JCITuVII, xomuu
NepeNaroTCs IJIsl HCIIOJIb30BaHMsI B paboTe BO BCE CTPYKTYPHBIE MOPa3/ENCHNUS
U pa3MelaeTcsi BO BHyTpeHHeM penosutopud [lomoxenuit KA3I'IOY.
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