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BusHec-npouecc «lpruem coTpyaHMKa» Faa Y m
Cema

1 HasHa4yeHue npouecca

Mpouecc onucbiBaeT MNOpAAOK npvema Ha paboTy HOBOrO COTPYAHWKA W OMUCbIBAeT AencTBuA
noApasaeneHnin KoMnaHuM B XoZe YKasaHHOro npotecca.

PesysnbTaToM npouecca ABAseTcs opopmaeHne coTpyaHMKa Ha paboty u obecneyeHne ero paboumm
MECTOM.

2 YyacTHUKM npouecca

e 3aKa3uYMK BaKaHCUU — BCE NOJIb30BATE/IN CUCTEMDI;

e Cneumanucrt otaena Kagpos — CNeLnanmcT, BbINoAHAWMN odopmaeHme coTpyaHMKa Ha pabory;

e HauanbHukK IT-otaena — nosb3oBaTteslb, CO3AAOWMN yYEeTHbIe 3aNMCU A8 HOBOrO COTPYAHMKa B
aBTOMaTM3MPOBAHHOM CUCTEME KOMMNAHUW.

3 Cocras peleHua

Ne | O6bekTt/Mpouecc | HanmeHoBaHue MpegHasHayeHme
1. | Npouecc Mpuem Ha paboty OnpepenaeT nocnefoBaTelbHOCTb AeUCTBUMA YH4aCTHUKOB
npotecca no Npuemy CoTpyaHMKa Ha paboTy

CBA3b € ApPYrMumu NnpunoKeHnamm nu moaynamm ELMA:
e  TpebyeTt Hannuma npunoxeHusa «ELMA: YnpasneHne busHec-npoueccammy;
e  TpebyeT Hanmums npunoxeHns «kELMA: dn1eKTPOHHbIN AOKYMEHTO060pOoTY.
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BusHec-npouecc «lpruem coTpyaHMKa»

4 Kaprta npouecca «[pruem Ha paboTy»

Oama

3akasumnk BakaHcun

CneunanucT oTaena kagpos

HavansHuk UT- otaena

Kangnpat He
NPUHAT

I

Cratyc OtkasaHo

A

¥

Buibop
COTpyAHWKA U3
kaHaupata

l

&pumacurb

KaHgupaTa Ans

[ TPYAOYCTPOUCTB
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Bbinor|HeHo

BbingnHeHo

~ \ emn ‘ CucTema ynpasneHun
% Bu3Hec-npoueccamm

Puc. 1. KapTa npouecca «lpuem Ha paboTty»

5 [epBoHavanbHaA HacTpoOiKa BuU3Hec-npoLecca

5.1 Hacrtpoitka npouecca «lpuem Ha paboTty»

1) B [dusaliHepe ELMA Ha rpaduuyeckon cxeme npouecca B CTAaTUYECKOW 30HEe OTBETCTBEHHOCTU
«CneumanncT oTaena Kaapos» yKasaTb A0IKHOCTb N0/1b30BaTENA, KOTOPbIM ByAeT NpoM3BOANTb MPUeM
COTPYAHMKa;

2) B [usaiiHepe ELMA Ha rpaduuyeckoit cxeme npouecca B CTaTUYECKOW 30HE OTBETCTBEHHOCTU
«HavanbHuK UT-oTmena» yKasaTb AO/IKHOCTb MO/b30BaTens, KOTOpbIM OyaeT co3paBaTb yyeTHble
3anucy aNa BXoAa B aBTOMaTU3NMPOBaHHbIE CUCTEMbI KOMMAHWUK;
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BusHec-npouecc «Mpuem coTpyaHUKa» s
Qcma

3) B Beb-npunoxenun ELMA B pasgene «AgMUHUCTPUPOBaHUE» - «busHec-npouecci» - «Mpoueccbl» -
«Mpuem Ha paboTy» Ha3HaYUTb NpaBa AOCTyNa K npoLeccy.

ﬂgumewaHue: Ona KOppEKTHOﬁ pa6OTbI npouecca He pekomeHAayeTcA B CTaTU4YECKMUX 30HAX OTBETCTBEHHOCTU

YKa3blBaTb 3/1IEMEHTbI OPrCTPYKTYpPbI «Ipynna coTpygHUKoe» anbo « COTpyaHUK oTaena», eCam B rpynne uam
otaene 6onee 1 nonb3osarens.

6 3anyck npouecca

3anycKk 6usHec-npouecca NPOUCXOANT C INAaBHOM CTPAHWULbI HaXKaTMeM KHOMKM «3anycTUTb NPOoL,Eecc» M
Bbl6opom npouecca «Mpuem coTpyaHNKa».

TaKe npouecc MOXKeT 3anycKaTbCA B KayecTBe nognpouecca B npouecce «3asBKa Ha nogbop
nepcoHana».

7 OnucaHue 3agay npouecca

7.1 TpurnacuTb KaHaUAATa ANA TPYAOYCTPOUCTBA

MpurnacnTe KaHAVAATa AN\ TPYLA0YCTPOACTBa

¥ WHipopmauma o npouecce

[MagHaA cTpaHuua McTopua

JaKa34YHK BAKAHCHK * AMUHKMCTPETOP ELMA (KoMMepyeckui | 1
Kanguoat KaHawaaTt Ha JomEHoCTE MeaHoe Bacunui MeTpoeny
DamMuUnuA - MeaHoOB

Wmn * Bacunui

OTuecTeO MeTpoBry

Moapasznenenne * T

DonkHocTs * CHCTEMHEIA 3OMUHWCTPATOP

KommeHTapui *

KaHgupat He NpuHAT Ha paboTy He npoeepAemcd ofRIaMensHOCTIE 3aNMTHEHUR Taned

Puc. 2. 3agaua «lpurnacutb KaHanAaTa ANA TPYAOYCTPOMCTBAY.,
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BusHec-npouecc «Mpuem coTpyaHUKa» “
Qcma

UcnonHutenb: CneunanmcT otTgena Kagpos.

3apaua: YKasaTb 3aKa3uMka BaKaHcuM (pyKoBoauTens noapasfeneHus, B KoTopoe odopmaseTcs
pPabOTHMK) U3 CNMCKa COTPYAHUKOB KOMMaHMMK. 3ano/IHUTL Heobxoaumble Nona Aas npuema coTpyaHMKa.

Ecan npouecc «lMpuem coTpyaHWMKa» 3anycKaeTcs KaK noAanpouecc npouecca «3asaBKa Ha noabop
nepcoHana», To Ha popme AaHHOM 33aaun oTobparkaeTca 06bEKT «KaHAMAAT Ha A0MKHOCTbY TO/IbKO ANA
yTeHuA.

MNepexopbl:

e  [lpuHATb — HauyaTb Npoueaypy NpMema Ha pabory.

e KaHgmpat He NpuHAT Ha paboTty — 3aBeplieHMe npouecca npuema Ha paboTy, 3ano/HeHue

0b653aTeNIbHbIX NONEN He NpoBepseTcs.

7.2 BbinonHAeTcA pacnapannennsaHue npouecca
I'Ipou,ecc pa3genAaeTca Ha Tpu napannesibHble BETBU ANA OAHOBPEMEHHOIO NCNOJTHEHUA 3a4au.

7.2.1 ToaroToBuTb paboyee MecTo HOBOMY COTPYAHMUKY

MoaroToBUTE paboyee MecTo HOBOMY COTPYAHMKY

*» Whdhopmauma o npoyecce

[MagHaR cTpaHKUaA McTopus

TaMunnA MeaHoe

e Bacunuia

OTyecTeO MeTpoBny

Jon#HoCTE CUCTEMHEIA AOMUHUCTRATOR
MogpasgeneHne T

Puc. 3. 3agaya NoAroToBKM paboyero mecra.

UcnonHutenb: 3aKa3unK BakaHCUK

3apava: MNoarotoBnTb paboyee MecTo A4/1a HOBOTO COTPYAHMKA.
Mepexopbl:

e  BbinonHeHo — paboyee mecTo NOArOTOB/EHO.
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BusHec-npouecc «Mpuem coTpyaHUKa» s
Qcma

7.2.2 Co3paaTb y4eTHble 3anucu 4NA BXO4a B aBTOMATU3UPOBAHHbIE CUCTEMDI

Co3paThk YHETHBIE 2aNCc ANA BXO4a B aBTOMATU3WMPOBAHHBLIE CUCTEMEI

» Wndoopmauma o npouecce

[MaeHan cTpaHuua McTopwa

CaMunuA KeaHoB

MmA Bacunui

OTyecTeo [MeTpoBry

Jon#HOCTE CHCTEMHBIA agMUHWCTRATOR
MogpazgeneHne AT

BinonHeHo

Puc. 4. 3agava co3gaHuna y4eTHbIX 3anuce.

UcnonHutenb: HavyanbHuk IT-oTaena.

3apaua: Co3gaTth yyeTHble 3anncu Aaa BXO4a B aBTOMATU3MPOBAHHbIE CUCTEMDI.
Mepexopbl:

e  BbInonHeHo — 3aBepLleHMe NpoLecca npuema CoTpyaHuKa.
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BusHec-npouecc «Mpuem coTpyaHUKa» £
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7.2.3 OdopmUTb AOKYMEHTbI Ha MPUEM MO HOBOMY COTPYAHUKY

OdOpPMUTL AOKYMEHTLI Ha NpYemM No HOBOMY COTPYAHWKY

¥ WhdpopmauwAa o npouecce

[MaeHanA cTpaHkua McTopua

CoTpyOHWE KaHauaoaT Ha Aom#HoCTs MEaHOE Bacunuil MeTpoeny
PaMUnuA eaHoe

MmA Bacunuid

OmyecTeO MeTpoeny

Oom#HOCTE CHCTEMHEIN 80MUHWCTRATOR

MogpaszgeneHne T

JaKA3UME BAKAHCHK AOMWHICTRETOR

Horosop odopmned

Puc. 5 3agaya opopmaeHMa JOKYMEHTOB MO HOBOMY COTPYAHUKY

UcnonHutenb: Cneunanncr otaena Kaapos.
3apgaua: MoarotoBuUTb AOrOBOP A8 0POPMIEHNA TPYAO0BbLIX OTHOLLEHMI C HOBbIM COTPYAHUKOM.

MNepexoabl:
e  [Nlorosop odpopmneH — [loroBop obopmieH, NOANNUCAH COTPYLHNUKOM.

7.3 3aBeplueHWe NapannenbHbIX BETBEN npouecca
[Mocne 3aBepuweHnAa napaanenbHbiX 3a4a4 npouecc 3aBepLluaeTca.
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