PE®EPAT

Ceuxko Mapunbl CepreeBHbI

Tema: JlokyMeHTHUpOBaHUE JIESITEIBHOCTH KaJpPOBOW CIyKObl U HaNpaBIICHUS
e€ COBEepIIeHCTBOBaHUS B OOIIECTBE C OrPAaHUYEHHOW OTBETCTBEHHOCTHIO
«CoACTPOUKOMITIIEKT.

KaroueBbie cioBa: OO0 «ConcTpoKOMIUIEKT», pPaOOTHUK, KaJapoBOe
JIeTIONPOU3BOJICTBO, KaIpoBas cllyx0a, JOKYMEHT, TPYI0Bble OTHOIIEHUSI.

AKTYyaJIbHOCTh: KaueCTBEHHOE M CBOEBpPEMEHHOE BeJleHHe W OdopMIIeHUE
Ka/JIpOBOM JIOKYMEHTAllUd OYEHb BAXXKHO JJISI HEMPEPhIBHON paOOThl OpraHu3allvu, a
TaKXke IS KaxJoro COTpyAHUKA B OTIENBbHOCTH, TaK KakK OT 3TOTO 3aBUCHUT
odopMIIeHHE eTO TPYIOBOH NeSTebHOCTH, y4eT cTaxa, 00ecriedeHre COIuaIbHbIMU
rapanTusMu. B Hactosmee Bpems okono 75% pabodero BpeMeHU COTPYIHUKOB
OpraHu3aluii TpaTUTCS Ha MOJATOTOBKY, COMPOBOXJEHUE, 3aM0JHEHNEe, KOTUPOBaHHE
U Tepenadyy JOKYMEHTOB, B TO € BpeMs MNPOXOAUT MHOXKECTBO pPazINUUYHBIX
CEMUHAPOB, TPEHUHTOB B 001acTh 0GOPMIICHHS KAJIPOBBIX JOKYMEHTOB, CO3JIAIOTCS
MpaKTHYeCKHe PYKOBOACTBA M TocoOus [isi paOOTHUKOB KaapoBbIX. Bcé aTo
MoA4YEPKUBAET aKTyaTbHOCTh BBIOPAaHHOMN TE€MBI UCCIIEOBAHUS.

LHear  aumiaoMHoii  paGoTrel —  pa3paboTka  MPENJIOKEHHH  T0o
COBEpPIIEHCTBOBAHUIO JesaTedbHOCTH oTAena kaapoB OO0 «ConcTpoRKOMILIEKT
nyTéM aHanu3a JesTebHOCTA KaJlpoBOM ciyXObl opranuzanuu. (Q0bekToM
UCCJIeIOBaHMsl SIBJISIETCSl TOKyMEHTallMs, u3jarolascs u odopmisiemMas B mpoliecce
nesitesbHOCTH oTaena kajapoB OO0 «Concrpoiikommuiekt». Ilpeamer vcciaenoBanus
COCTaBJISIIOT TpeOOBaHMs JAENONPOU3BOJICTBA, MNpPUMEHsieMble Mpu O(GOPMIICHUU
KaJIpOBBIX JOKYMEHTOB, a TaK)K€ HOPMbI TPYZOBOrO MpaBa.

3apaum: 1. PaccMoTpeTh OCHOBBI BeIEHHUS KaIpOBOro AENONPOM3BOJICTBA U
OCHOBHbBI€ JOKYMEHTBI, PEryJUpylolie KaIpOoBYIO NeATeIbHOCTh B OpraHU3alllH;
2. OnpenenuTh MECTO M 3HaUYCHHUE KaJpOBOM CIIy>KObI B JesITeIbHOCTU OpraHu3alluu;
3. BoisiBuTh mpo0GsieMbl M HENOCTAaTKW B JAESTENBHOCTH KaapoBoil ciyx0br OO0
«Concrpoiikomruiekt»; 4. Pa3paboraTh npenyoxkeHus IO COBEPLICHCTBOBAHUIO
pabotsl kagpoBoi ciayx0ob1 OO0 «CoacTpONKOMILIEKT.

MeTon0/I0rHYECKYI0 OCHOBY JaHHOTO HCCIEIOBaHMUSI COCTAaBISIOT OOlIue
METO/Ibl HAyYHOTO WCCJIEJOBaHMs: aHalu3, CHUHTe3, CpaBHEHHE, WHAYKIUS U
JeTyKIMsl, 0000IIeHHeE.

IIpakTHYeckass 3HAYUMOCTH PabOTHI COCTOUT B TOM, UTO B HEW cojaepxkaTcs
pPEeKOMEHJIallMi [0  COBEPIICHCTBOBAHWIO  JI€ATEIbHOCTH  OTHeja  KaJpoB
000 «ConcTpoHKOMILIEKT», KOTOPbIe MOTYT OBbITh MPUMEHEHbI B OpraHU3aliH.

O61bém padoTbl — 68 cTpanull. JlumiomHas paboTa COCTOUT U3 BBEACHUS, TPeX
IJ1aB, 3aKJIFOYEHUS], CIUCKA UCTOYHUKOB U TPUIIOKESHHH.



PODEPAT

Csiuko Mapbinbl CsipreeyHbl

Toma: JlakymeHTaBaHHe [3elHacIi KaapaBaid CIy’)KObl 1 Hampamki sie
VaackaHaneHHs ¥ TaBapbICTBe 3 abMexaBaHall agkazHaciio «CONCTpOUKOMILIEKT.

KmouaBbiss ciaoBbl: TAA «ConcTpolkoMIUIeKT», pabOTHIK, KaJpaBae
CIIpaBaBOICTBA, KaJpaBas CIy»xk0a, TaKyMeHT, MPaIlOyHbIS aJTHOCIHBI.

AKTyaJbHacHb: SKacHae i cBoedacoBae BSJ[3eHHE 1 adapMIleHHe KaapaBait
JaKyMEeHTaIlbli BeJIbMi BakKHA Jyisi OecriepallblHHAN Tpallbl apraHizallpli, a Takcama
JUTSI KOYKHAra CyTpaloyHika ¥ acoOHacIli, TaK sIK aJi raTara 3ajeXbillb adapMIIeHHEe
AT0 TpaloyHail A3eiHaci, YK CTaxy, 3a0ecnsYsHHe CalbIsJIbHBIMI TapaHThIsIMi. Y
IATIepantdi yac kKanus 75% mparoyHara 4acy CyIparjoyHikay apraHizarblii Tparlima
Ha TMAJIpBIXTOYKY, CyIpaBajpkdHHE, 3alayHeHHe, KallipaBaHHE 1 Tiepamady
TaKyMeHTay, y TOW jka Yac Mpaxoi3illb MHOCTBA PO3HBIX ceMiHapay, TpaHIHTaYy ¥
rayine adapMIICHHS KaJIpaBbIX JaKyMeHTay, CTBaparoIla MPaKTEIYHbBIS KipayHINTBa i
JamaMmori Juis TpanayHikoy KaapaBeiXx. Yc€ TATa MajkpaciiBae akTyalbHACIlh
abpaHall TOMBI AacielaBaHHS.

MbTa apInjioMHall mpanbl — pachpalnoyka MpamnaHoy Ta YaacKaHaleHHI
n3eitHacti aanzena kaapay TAA «ConcTpolKOMITIEKT» LUIsIXaM aHali3y J3eiHactl
KagpaBaii  crmykObl  apradizamnpli.  AO'eKkTam  JaciefaBaHHS  3'Sysierna
JMaKyMEHTallbls, sKas BbIFaelia 1 adapmisenia ¥y mpamdce I3edHacIli aji3erna
kaapay TAA «Coacrpoiikommiekt». Ilpaamer gacienaBaHHs — CKJaJarolb
narpabaBaHHI CIPaBaBOJICTBA, SIKiS MPBIMSHSIONIA Npbl adapMIICHHI KaJpaBbIX
JaKyMEeHTay, a Takcama HOpMbI TpalioyHara rnpasa.

3apaubi: 1. Pasrienseunns acHOBBI BsiI3€HHS KajapaBara CIpaBaBOACTBa 1
ACHOYHBISI JaKyMEHTBI, SIKisl pIryJIIOOLb KaJIpaByro A3edHaclb y aprasizaubli; 2.
Bei3Haublp Meclia 1 3HaUdHHE KajpaBail Ciy»KObl ¥ A3eiHaciii aprasizaibli; 3.
BeisBine mpabnembl 1 Hemaxombl Y A3eiHacui  kagpaBaih  cimyxkObl  TAA
«Concrpoiikomruiekt»; 4. PacmpanaBaupb mnpanaHoBbl Ma YJacKaHalleHHI Mpallbl
kanpaBaii ci1yK0bl TAA «ConacTpodKOMILIEKT.

MeTaaajnariyHyo acHOBY Jaj3eHara JaciielaBaHHsl CKJIaJarollb aryJbHbIS
MeTaJbl HaByKoBara JacjefaBaHHsS: aHaji3, CIHT33, MapayHaHHe, IHAYKLbIA 1
JAYKIIbIS, abaryjibHEeHHE.

I[IpakThiyHas 3HAYHACHB TIpallbl CKIaAaela ¥ ThbiM, To ¥ &l 3MsIIvyaronia
pPKaMeHaalbli na YyaackaHaJeHH1 n3eiHacli azjazena Kajapay
TAA «ConcTpoiKOMIUIEKT», SIKisl MOTYLIb OBILb YXKBIThIS ¥ apraHizallbli.

AG'ém mparel — 68 craponak. JIplIsIoMHas Tpalia cKiajaaenia 3 YBSI3eHHS,
TPOX IJ1ay, 3aKJIFOUYIHHS, CITICY KPBIHIIL 1 JagaTKay.



ABSTRACT
Sechko Marina Sergeevna

Theme: Documenting the working of the personnel service and directions for
its improvement in the limited liability company Solstroykomplekt.

Keywords: Solstroykomplekt LLC, employee, personnel records management,
personnel service, document, labor relations.

Relevance: High-quality and timely maintenance and execution of personnel
documentation is very important for the continuous work of the organization, as well
as for each employee individually, since the design of his work activity, record of
seniority, and the provision of social guarantees depend. Currently, about 75% of the
working time of employees of organizations is spent on preparing, maintaining,
filling out, copying and transferring documents, at the same time, there are many
different seminars, trainings in the field of registration of personnel documents,
practical guides and manuals for personnel employees are created. All this
emphasizes the relevance of the chosen research topic.

The aim of the thesis: Development of proposals for improving the HR
administration in LLC «Solstroykomplekt» by analyzing the activities of the
organization's HR department. The object of the research is the documentation
issued and drawn up in the course of the activity of the personnel department of
LLC «Solstroykomplekt». The subject of the research is the requirements of office
work used in the preparation of personnel documents, as well as the norms of labor
law.

Tasks: 1. Consider the basics of HR administration and the main documents
regulating HR activities in the organization; 2. Determine the place and importance of
personnel service in the organization; 3. To identify problems and shortcomings in
the activities of the personnel department of Solstroykomplekt LLC; 4. To develop
proposals for improving the work of the personnel service of Solstroykomplekt LLC.

The methodological basis of this research is formed by the general methods of
scientific research: analysis, synthesis, comparison, induction and deduction,
generalization.

The practical significance of the work lies in the fact that it contains
recommendations for improving the activities of the personnel department of LLC
Solstroykomplekt, which can be applied in the organization.

The volume of work is 68 pages. Thesis consists of an introduction, three
chapters, a conclusion, a list of sources and applications.



