PE®EPAT

TI'onyGeBoit Anacracun CepreeBHbI

Tema: Opranuzanus KagpoBOro IeJ0onpouBoacTBa B OTAeNe NASOIOTnYECKON
paboThl, KyJIBTYpHI U TI0 AejiaM MOJIOAEKH [ OpOJOKCKOTO pailucioikoMa.

KuiroueBble cioBa: kagpoBas AESITENbHOCTb, KaJApOBOE EJIONPOU3BOACTBO,
pabota c KaJapamu.

AKTYyaJbHOCTh. 3Hau€HHE JOKYMEHTOB, O(OPMIIEMBIX W H3/1aBa€MbIX
OtpenoM  KaapoB, BEJIMKO, a OpraHu3alds M CcamMO BEIECHHE KaJpOBOTO
JEJONPOU3BOACTBA HA NPEANPUATHAX HMMEET MacCy CIOXHOCTEeH. J[oIKHOCTHBIE
JUIAa HE BCErjaa HMMEIT JOJDKHOE MPEJACTaBICHUE O BEACHUM KaJpOBOIO
JICIIONPOU3BOCTBA, YMEHBIIAIOT €r0 3HAYUMOCTh B OOIIEM JTOKyMEHTOoOOpoTe. A
3TO B CBOK OYEpEIb MOMKET NPUBECTH K 3HAYUTEIBHBIM mpobieMaM. Benb
NPaBUIBHOCTH BEACHUS KaJIPOBOTO JEJIONPOU3BOICTBA BIMIET HA PEIIEHUE BOITPOCOB
NEHCUOHHOT0 00eCIeYeHus], HAJIOrOBOr0 3aKOHOIATENbCTBA U T. 1.

Hen»  aumiomMHoil  padoTel —  BBIPAa0OTKA  NPEAJIOKEHHA IO
COBEPILIEHCTBOBAHUIO ~ KaJpOBOr0  JEJONPOM3BOACTBa Ha mnpumepe Otaena
UJCOJIOTUYECKOM paldoThl, KyJIbTYphl W MO JAelaM MosoA&xu ['opomokckoro
PaNUCIIONKOMA.

O0BeKT — KaapoBOE JeIonpou3BoAcTBa B OTneNne UACOJOrHYeCKOd padoThI,
KyJbTYpPBI H 110 JeJIaM MOJOJIEXHU [ 0poJOKCKOro palucIonKoma.

Ilpeamer — BeaeHHWE KaIpOBOM JOKYMEHTALMM W OpraHu3anus padoThl
KaJpoBOoi ciykObl OThena WACOJOTHMYECKOM padoThl, KyJbTYphl M IO JelIaM
MoJoAExH ['0poTOKCKOTO palrCIIONKOMa.

OcHOBHBIC MOJI0KEHUS], BbIHOCMMBbIe Ha 3amury. Corpyanuku Otaena
KaJpOB JOJDKHBI OBICTPO M KA4eCTBEHHO coOMpaTh HHGOPMAIMIO O YEJIOBEKE,
oOpaboTaTh €€, MPOBEPUTH €€, a 3aTeM MPEIOCTABUTh HAYAJIbCTBY. B MOCTOSIHHO
M3MEHSIOIUXCS YCIOBUAX HY)KHO 0CO00€ BHUMAHUE YJEIUTh TUHAMHUKE U3MEHEHHUS
uH(popMmanuu U HamboJiee ObICTPOMY JOCTYNy K Heil. IMEHHO ¢ HMCHOJb30BaAHHEM
BBIYMCIIUTEILHOM TEXHUKU JOCTUTAIOTCS BBICOKHE pE3yJbTaThl B  CKOPOCTH
NOJIy4eHHUs] HHPOpMaluu U yao0cTBa padoThl ¢ HEH. B COBpeMEHHBIX YCIOBHSIX IJIS
NOBBIIIEHUS 3P(HEKTUBHOCTH YNPABIECHUS HEOOXOIMMO COBEPILICHCTBOBAHUE PAOOTHI
C JIOKYMEHTaMH, TaK KaK BCSIKO€ YINpPaBIECHYECKOE pelIeHue Bcerjaa 0aszupyercs Ha
uH(popMaIuu, Ha CIIy>)KeOHOM JJOKYMEHTE.

CTpykTypa n 00beM IMILIOMHOH padoThbl. [{unioMHas paboTa cOCTOUT U3
BBEICHUS, TpEX TIJaB, 3aKIIOYEHHUS, CHHCKAa MCIOJIb30BAHHOW JIUTEPATYpHI,
npwioxkeHuil. O6mmit  odbem pabdotel — [0 crpanun. W3 Hux: cnMcok
UCIOJB30BaHHOM JuTepatypbl — 7 ctpanun (73 HawmMmeHoBaHus), pedepaT Ha
pYyCCKOM, OETOPYCCKOM U aHTJIMACKOM SI3bIKaxX — 3 CTPAHULIBI.



POD®EPAT

TI'ony6esaii Hacracci CsipreeyHbl

Thma: Apranizanpls KaapaBara CHOpaBaBOJCTBa y AJj3ene igdamaridyHait
paboThl, KyJIbTYpHI 1 Ia cripaBax MoJaza3i ['apamorkara paiiBbIKaHKaMa.

KurouaBbisi c10BBI: KaJpaBas J3€idHaAcUb, KaJpaBae CIpaBaBOACTBa, padoTa 3
KaJipami.

AKTyajbHacUb. 3HauUdHHE JaKyMEHTay, ITO adapMisionia i BbIAAOIIA
ajj3enaM Kajapay, Mae BsUTiI3Hae 3HAUDHHE, a apraHizambld 1 caMoO BSJI3CHHE
KaJpaBara CIpaBaBOJCTBA Ha MPAANpPHIEMCTBAX Mae€ Macy CKJIaJaHacCLsy.
Cy>x00BbIst acOOBI HE 3ayCENbI MAOLb HAJIEIKHAE YSAYIICHHE Mpa BAJI3EHHE KaJpaBara
CIPAaBaBOJCTBA, MaMSHINAIONb Sr0 3HAYHACIL Yy aryJibHbIM JaKymMeHTaabapoue. A
raTa ¥ CBal0 Yyapry Moska MphIBECIIi Ja 3HauHbIX npadsieM. bo npaBiabHACHb BAI3EHHS
KaJjpaBara CHpaBaBOJCTBA VIUIbIBA€ HA pallldHHE TBITAHHSY TMEHCIHara
3a0ecrsiudHHS, MaJaTKoBara 3aKkaHajaaycrna i r. 1.

MbTra ABIIVIOMHAH Npanbl — BBIIpAllOyKa MpanaHoy Na YAacKaHaJeHH1
KaJipaBara CIpaBaBOJICTBA Ha MPBIKIAA3€ ajJ3ei1a 13anariyHail padoThl, KyJIbTYypHI 1
na cupasax Moiaasi ['apagorkara paiiBbIKaHKaMa.

AD'eKT — KagpaBae CpaBaBOACTBA ¥ aji3ele 11panariyHai padboTel, KyJIbTypbl
1 ma cripaBax MoJiaza3si ['apagoiikara paliBpiIkaHKama.

IIpagmer — BsA3€HHE KaApaBail JakyMEHTalbll 1 apraHizambld Iparbl
KajapaBall cimykObl Anjizena ipanariuHail paboThl, KyJbTYphl 1 Ia cpaBax Moaaa3l
I"apagonkara paiiBbIKaHKama.

ACHOVHBISI NAJIAKIHHI, fAKIA BbIHOCANUIA Ha adapony. CymnpanoyHiki
ajn3ena Kajapay MaBiHHBI XyTKa 1 sikacHa 30ipaupb 1H(apMaipllo Ipa yalaBeka,
amparaBalp sie, IpaBepbIlb s€, a 3aThIM JIallb HAYaJIbCTBY. Y MacTassHHA 3MEHJIIBBIX
yMOBax Tpa0a acaliiByro yBary Hajallb JIbIHAMIKy 3MEHbI 1H(papmalbli 1 HailOooJIbIII
XyTKara JOCTymy Jna sie. MeHaBiTa 3 BBIKapPbICTAHHEM BbUIIYAJIbHAM TAIXHIKI
JacsATarolla BBICOKIS BBIHIKI ¥ XyTKacll aTpbIMaHHs 1H(papmMallbii 1 BbIraJibl padoThI 3
€. Y cyyacHbIX ymoBax Ui TaBBIIIDHHS 3(EKThIYHAcLl KipaBaHHS HeaOXo/Ha
VaackaHajieHHE paloThl 3 JaKyMEHTaMl, TaK SK YyCsKae KipayHILKae palisHHE
3ayc€npl rpyHTYyela Ha iH(dapMallbli, Ha CITY>KOOBBIM TaKyMEHIIE.

Crpykrypa i ab'ém abluiomHai npanbl. J[pirioMHas pabota ckiagaeria 3
VBAI3€HHS, TPOX KIpayHIKOY, 3aKIIOUdHHSA, CHICY BBbIKapbICTaHAW JiTapaTyphl,
nanatkay. ArynbHbl a0'ém mparnel — /0 crapoHak. 3 iX: CIIC BBIKapbICTaHaH
mitapatypbl — 7 crapoHak (73 HaliMeHHsY), padepaT Ha pyckai, Oemapyckail i
aHrJickail MoBax — 3 CTapOHKI.



SUMMARY
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Theme: Organization personnel records management in the Department of
ideological work, culture and youth affairs of the Gorodok District Executive
Committee.

Key words: personnel activity, personnel records management, work with
personnel.

Relevance. The importance of documents issued and published by the
personnel Department is great, and the organization and management of personnel
records in enterprises has a lot of difficulties. Officials do not always have a proper
understanding of the conduct of personnel records, reduce its importance in the
overall document flow. This, in turn, can lead to significant problems. After all, the
correctness of personnel records management affects the resolution of pension issues,
tax legislation, etc.

The purpose of the thesis is to develop proposals for improving the personnel
records on the example of the Department of ideological work, culture and youth
Affairs Gorodok district Executive Committee.

The object is personnel records in the Department of ideological work, culture
and youth Affairs Gorodok district Executive Committee.

The subject matter is the maintenance of personnel documentation and the
organization of work of the personnel service of the Department of Ideological Work,
Culture and Youth Affairs of the Gorodok District Executive Committee.

The main provisions to be defended. Employees of the personnel Department
should quickly and efficiently collect information about a person, process it, check it,
and then provide the authorities. In a constantly changing environment, special
attention should be paid to the dynamics of changes in information and the fastest
access to it. It is with the use of computer technology that high results are achieved in
the speed of obtaining information and ease of working with it. In modern conditions,
to improve the efficiency of management, it is necessary to improve the work with
documents, since any management decision is always based on information, on the
official document.

The structure and volume of the thesis. Thesis consists of introduction, three
chapters, conclusion, list of references, appendices. The total amount of work — 70
pages. Among them: list of used literature — 7 pages (73 items), abstract in Russian,
Belarusian and English — 3 pages.



