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Tema: CoBepiiieHCTBOBaHHE JIEJIOMPOU3BOACTBA KaJAPOBOU CIIY>KOBI OTKPBITOTO
aKIMOHEpHOro oOmecTtBa «MHHCKHAN TpPAaKTOPHBIM 3aBoA» (Ha HpPHUMEpPE BTOPOIrO
MEXaHUYECKOIO 11€Xa).

KiloueBble cjoBa:  JeNONpPOM3BOJICTBO, KajapoBas  cioyx0a, BTOpoi
Mexannueckui 1ex, OAO « MUHCKUN TpaKTOPHBIM 3aBOA», CTPYKTypa KaJapoBOil
CITy>KObI, OpraHmu3ais padoThI.

AkTyajabHocTh. KauecTBo opranmsanum paboThl € JOKYMEHTAIMe 1o
YOPaBICHUIO KaJpaMM Ha NPEANPUSITAM CYLIECTBEHHO BIMSAET HAa KayeCTBO
YOPaBJIEHUSI B LEJIOM, OpPraHu3ys KyJbTypy TpyJa yHpaBIEHYECKUX KaapoB. OHO
JNEpPKUTCS Ha OCHOBAaxX HAy4YHOW oOpraHuszanuu Tpyna. Bmecre ¢ Tem, MHOrme
PYKOBOJIUTENIM OpPraHU3AlMiA, B COBEPIIEHCTBE BJIAJICIOIINE 3HAHUSAMU B O0JAaCTH
KOHKPETHOTO MPOMU3BOJICTBA, CJIa00 3HAKOMBI C OCHOBaMHU COBPEMEHHOIO
JOKYMEHTOBEACHUA. VIMEHHO TOATOMY €ro HW3y4eHHE SBISETCA BAXKHBIM U
aKTyaJIbHbIM Ha CETOJIHAILIHUN JIEHb.

Hear aumioMHOi padoTrbl — BbIPAOOTAaTh IYyTH COBEPILICHCTBOBAHUS
JEJONPOU3BOACTBA KaapoBoi ciyk0bl npeanpudtust OAO «MUHCKUAN TPaKTOPHBIM
3aBOJI» (Ha MpUMepe 2-0ro MEXaHUYECKOTo 1I€XA).

OcCHOBHbBIE I10JI02KEHH S, BBIHOCHMbIE HA 3AILMUTY.

OAO «MMHCKMM TpPAaKTOPHBIA 3aBOJ» BXOJHUT B BOCBMEPKY KPYIHEHIINX
IIPOU3BOJIUTENIEH CEIBbCKOXO35IMCTBEHHON TEXHUKUM B MHUPE, BMECTE C TEM SBIECTCS
roCyJapCTBEHHOM OpPraHu3alyer U MoaYuHAETCSI MUHUCTEPCTBY MPOMBIIIIEHHOCTH.
OH sABnseTCA OOHUMM W3 IJIABHBIX MCTOYHHMKOB J0OXOJa TOCYJIapCTBa M CO3JaeTC
3HAUMTEIbHAS YacTh BAJOBOIO BHYTPEHHEro NPOJYKTa, OOECIEeYMBaeTCi pOCT
HAIMOHAJIBHOTO 0JaroCOCTOSIHHUS .

KagpoBoe nenonpou3BoACTBO SBIAETCS OOHUM M3 TJIABHBIX DJIEMEHTOB
npeanpuatug. bl mpennokeHbl MyTH COBEPUIEHCTBOBAHUSA pPadOThl KaapOBOU
ciyk0b1 OAO «MUHCKUN TPaKTOPHBIA 3aBOJI» B II€JIOM U BTOPOIO0 MEXaHUYECKOTO
1I€Xa B YACTHOCTH.

CTpykrypa n 00beM IMIUIOMHOM padoThbl. /[urniomuas paboTa COCTOUT U3
BBEJCHUS, YETBIPEX TIJIaB, 3AKJIIOYCHMS, CIMCKA HCIIOJIb30BAaHHBIX HCTOYHHUKOB H
JauTepaTypsl, mpuiokenuit. Oommii 06beM paboTsl — 66 cTpanuil. M3 HUX: CIMCOK
UCTOYHHUKOB M jHuTepaTypbl — Scrpanui (55 HanMeHoBaHUs), pedepaT Ha PyCCKOM,
0eJIOpYCCKOM U aHTJIMMCKOM SI3bIKaX— 3 CTPaHMULIb, IPUIIOKEHUS] — 2 CTPAHUIBI.
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Thma: VYnjackananeHHe CHpaBaBOJCTBA KaJapaBall CHyKObl aJKpbITara
aKIpITHEpHAra TaBapbicTBa «MIHCKI TpakTapHBI 3aBOJ» (Ha MPBIKIAA3€ IPyrora
MeXaHIYHara 1pxa).

KirouaBbisi ¢JIOBBI: CIIPaBaBOJICTBA, KaapaBasi ClIy:k0a, Ipyri MEXaHIuHBbI 119X,
CTPYKTYpa KaJpaBaii CITyKObl, apraHizalibls mpaiibl.

AKTyaqbHacub. T5Ma JbpIIUIOMHAN Opanbl 3'Sysenla akTyalbHal, Tak sK
apra”izalplsi Tpalbl 3 JaKyMEHTAIbIAld Ma KipaBaHHI KaJapami Ha MpaarpbleMCTBE
ICTOTHA VTUIbIBAa€ Ha fAKaclb KipaBaHHS ¥ LPJBIM, apraHi3ylouybl KyJIbTypy Mpallbl
KipayHiublXx Kaapay. Tak, mpama 3 [JaKyMEHTAIbIAid TpbIMaellla Ha acHOBax
HABYKOBail aprasizanpli npampl. Pazam 3 ThIM, MHOTISI KIpayHIKI apraHizaublii, Kis
JackaHaja BaJloAalollb BeJaMi ¥ TalliHe KaHKPAITHaAM BBITBOpYACII, ciaba 3HaéMBbIS 3
acHOBaMl CydacHara JaKyMEHTa3HaycTBa. MeHaBiTa TaMy BBIBYYSHHE apraHizalbll
npaipbl 3 JaKyMEHTALbIIHM, siKasg na3Bajise aXbILLSYIsAlb KipaBaHHE NepcaHalaMm y
aprasizaipli 3'yJIgella BaXKHBIM 1 aKTyalIbHbIM Ha CEHHSAILIHI 13€Hb.

Mbra AbIVIOMHAH mpanmbl  — BbIIpalaBalb LHUIAX1  YAacKaHAJIEHHS
CIpaBaBOJACTBa KajapaBail ciyxObl mnpaanpeiemMmcTBa AAT «MeHCKI TpakTapHbI
3aBOJI» (HA MPBIKJIAA3€ 2-0r0 MEXaHIyHara 1upxa).

ACHOVHBISI NaJAKIHHI, sIKig BbIHOcANNA Ha abdapony. AAT «MiHcki
TpakTapHbl ~ 3aBOJ»  yBaxoJ3illb y BacbMEpPKy OyHHEHIIBIX  BBITBOpLAY
celbcKaracmajapyail TIXHIKI § CBelle, pa3amM 3 TbhIM 3'syisdenna A3spkayHau
aprasizanplfi i magmapagkoyBaenua MiHICTIPCTBY mpaMblcioBacii. EH 3'synsenia
aIHBIM 3 TAJOYHBIX KPBIHIL JaxoAy [3Sp>KaBbl 1 CTBapaellla 3HA4yHas 4YacTKa
BaJlaBora yHyTpaHara npajaykry, 3adsicriedBaeliiia pocT HallbISHAJIbHAara 1a0paosbITy.

KangpaBae cmnpaBaBoacTBa 3'synsenna aaHbIM 3 TAIOYHBIX 3JEMEHTay
npaanpeieMcTBa. bbUTl MpamaHaBaHbl HUIAX1 YJaCKaHaleHHs padoThl KajapaBai
ciy k06l AAT «MeHCKI TpaKTapHbI 3aBO» Y IJIBIM 1 Apyrora MexaHiyHara mpxa y
MPBIBATHACIII.

Crpykrypa i ad'ém abimiiomHaid npaubl. J[pImiomMHas npana ckiagaenia 3
VBAI3€HHS, YaTbIpOX KIPAYHIKOY, 3aKJIIOYIHHS, CIIICY BBIKAPBICTAHBIX KPBIHIL 1
JiTapaTyphl, MPBIKIagaHHAY. ArynpHBI a0'éMm mpansl — 66 crapoHak. 3 iX: cHic
KPBIHIIL 1 JliTapaTypsl — 5 cTaponak (55 HalimeHHi), padepar Ha pyckaii, Oenapyckaii i
aHTJIACKal S3bIKAXT — 3 CTapOHAK, MPBIKJIAIaHHS — 2 CTapOHaK.
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Theme: Improvement of customer service of the staff of the open joint-stock
company "Minsk tractor factory" (on the example of the second mechanical shop).

Key words: Office work, personnel service, the second mechanical shop, the
structure of the personnel service, the organization of work.

Relevance. The theme of the thesis is topical, since the organization of work
with documentation on personnel management at the enterprise significantly affects
the quality of management in general, organizing the culture of work of management
personnel. Thus, work with documentation is based on the principles of scientific
organization of work. At the same time, many heads of organizations that are
perfectly knowledgeable in the field of specific production are poorly acquainted with
the basics of modern document management. That is why studying the organization
of work with documentation that allows to manage personnel in the organization is
important and relevant for today.

The purpose of the thesis To work out ways to improve the records
management of the personnel service of the enterprise of the Minsk Tractor Plant
OJSC (on the example of the 2nd mechanical workshop).

The main provisions to be defended. OJSC "Minsk Tractor Plant" is one of
the eight largest producers of agricultural machinery in the world, at the same time it
IS a public authority and is subordinated to the Ministry of Industry.lt is one of the
main sources of state revenue and creates a significant part of the gross domestic
product, ensuring the growth of national welfare. Personnel records management is
one of the main elements of the enterprise. Ways were proposed to improve the work
of the personnel service of OJSC "Minsk Tractor Plant" in general and the second
mechanical workshop in particular.

The structure and volume of the thesis. The diploma work consists of an
introduction, four chapters, conclusion, a list of sources used and literature,
applications. The total amount of work is 66 pages. Of these: a list of sources and
literature -5 (55 titles), abstract in Russian, Belarusian and English - 3, applications —
2 pages.



