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T.A. IIOI'OPEJIOBA, crapmuii npenojgoBatenb, HTY «XITN»

COBPEMEHHBIE ITOAXOAbI K OTBOPY IEPCOHAJIA

B craree ynmeneHO BHHUMaHHE HEKOTOPBIM MpOIEAypaM oOTOOpa MepcoHanda, a HWMEHHO,
paccMOTpCHa MPEABAPUTCIIbHAA OLCHKA KaHAuJaTa MO0 BHCIIHEMY BHUAY W NMOBCACHYCCKHUM
npusHakaM (face — control).

In article the attention is paid to some procedures of selection of the personnel, namely,
considered a tentative estimation of the candidate on appearance and behavioral signs (face —
control).

KuoueBble ciioBa: nepcoHal, ciyxoa ynpasieHHs epcoHanoMm, (haiic —
KOHTPOJIb, aHKETa, aBTOOMOrpadusi.

BBenenmne. PabGota 10001 opraHu3zauuu HEU30€kKHO CBs3aHa C
HEOOXOJUMOCThIO KOMIUIEKTOBaHUA mTata. OTOOpP HOBBIX paOOTHUKOB HE
TOJBKO  OOecleyrnBaeT  pPeXHM  HOPMaJIbHOTO  (YHKIMOHUPOBAHUS
OpraHu3allu¥, HO U 3akjajbiBaeT pyHaameHT Oyayuiero ycmexa. OT Toro,

157



HAacKoOJIbkO 3¢ (eKTUBHO TMOcCTaBiIeHa pabdoTa MO OTOOpPY IMepcoHasna, B
3HAYUTEIPHONW CTENEeHU 3aBHCHT KAayeCTBO UYEIOBEUECKHX PECypCcoB, HUX
BKJaJ B JOCTIKCHHE Ielied OpraHW3alid W KadeCTBO IPOU3BOJUMOM
OPONYKIIMH WIIH TPEAOCTABISIEMBIX YCIYT.

IHocranoBka 3aaauyu. llenpr0 [OaHHOrO MCCIENOBAHUS  SABIISICTCS
paccMoTpeHue mpobiieM, ¢ KOTOPBIMH CTaJKHUBAIOTCSA CIIYXKObI yIpaBICHUS
MEepPCOHAJIOM MPHU 0TOOPE KaHAUIATOB HA BaKAHTHBIC TOJKHOCTHU

PesyabraTel  ucciaegoBanusi. OpgHUM W3 BaXHBIX OTamoB B
HEATENPHOCTH CIYXOBl TepcoHala SBIsAETCS MpeABapHUTEeNbHAs OICHKA
KaHaAuJaTa N0 BHEINIHEMY BHAY W TIOBEJCHUECKUM mpu3HakaM («doiic-
KOHTPOJbY»), KOTOpas MPHUMEHSETCS Mepel aHKeTUpoBaHWeM. YacTto 3TOT
CaMbIii KOHTPOJIb MTPOBOJUTCS B JOBOJIBHO KOPOTKHI MEPHOJ — OT MOMEHTA,
KOrjJa KaHAuJAT MEepecTynui nopor kabuHeTa ciyxObl MepcoHana, 10
MOMEHTa TMONYy4YeHUs UM aHKETHl IS 3amnoiHeHus. JlelicTBUTENBHO,
OTBITHBIC COTPYIAHUKH CIYXKOBI TIOCJIE TEPBOr0 B3TISAa Ha IOCETUTENS
MOJIy4aroT KaKue-Tu0O0 CUTHAJIbl Ha IMOJCO3HATEIPHOM YpPOBHE WIIU TPSIMO
yJIaBIUBAIOT ONpEJeJCHHbIC BHEIIHUE MPU3HAKU, MHTEPIPETAIUs KOTOPHIX
HE B TONB3Yy COHUCKATeNls MOXET IIOCTaBUTh IOJ COMHEHHE
1eJIecoo0pa3HoCTh JAajbHelmme paboTel ¢ HUM. KoHedHO, YacTo 3TO
OPOUCXOMUT HHTYUTHUBHO. OIHAKO TPEACTABISCTCS MPABUIBHBIM, UYTOOBI
9TO JEHCTBO OBUIO TMPHU3HAHO OJHOW U3 OTOOPOYHBIX MPOIEAYpP, C
MOCTAHOBKOW COOTBETCTBYIOIIUX I€JeH U TPAMOTHBIM HX JTOCTH)KCHUEM.

Lenu popMynupyroTCs AOCTATOYHO MPOCTO:

1) »oakcmpecc-olleHKa BHEIIHEH MOATOTOBIEHHOCTH KaHAWIaTa K
OOIIEHHIO C MOTEHIIMAIBHBIM pab0oTOaTeNIeM WIIH €r0 COTPYIHUKAMH:

a) HEAaKKypaTHOCTh B OJIEXK/IC;

0) HeuuIlleHas U CToNTaHHas O0YBb;

B) HECOOTBETCTBHUE OJCK bl M O0YBU CIydalo;

I') HeaKKypaTHas npuvecka, 00poja U ycbl, HEOPUTOCTE;

1) )KeBaTelibHasl pe3WHKA BO PTY;

€) HaJTu4Yue U3JTUITHET0 KOJNYECTBA YKPAIICHUH U IPYTHX aKCeCCyapoB;

K) HaAJTU4Yue KaKUX-IUO0 CyMOK, mopTdeneil, SBHO JUIIHUX JJIsI IePBOM
BCTPEUH C MIPEANPUITHEM;

3) HEMPUATHBINA 3amax WM HEYMEPEHHOE HCIOJb30BaHUE OJCKOJIOHOB H
np.;

2) olleHKa TOTOBHOCTH K OOIIIEHHIO:
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a) MepBbIC CIOBA MPU BXoje, popMa O0IIEHUS B 0OUepeIu KaHIUIaTOB;

0) U3JIMINTHUE U3BUHEHUS;

B) C1a00CTh U JPOXKAHUE B T'0JIOCE;

') TOXOJIKA;

1) 3aMCKUBaHKUE B OOLICHUM U TIP.;

3) BBISIBJICHHE BHEIIHMX M PEUYEBBIX NPU3HAKOB, XapaKTEPHBIX JJIs
pa3IUYHOTO BHUJA 3aBUCHUMOCTEH W OTKJIOHEHUU (3JI0ymoTpeOistoniue
aJKOTO0JIEM, HAPKOMAaHbI, ICUXUUYECKU HEYCTOMYUBBIC U T.1I.).

Ilenn yka3zaHbl HECKOJIBKO HEIMOJHO M aOCTPaKTHO, MOCKOJBKY 37JeCh
HEBO3MOXKHO OIHUCaTh BCIO HH(POpPMAIUIO, KOTOPYIO MOXHO TOJIY4YUTh U3
aHaJu3a BHENIHUX NPU3HAKOB COMCKaresei. 3ajaueil ke MeHeIKepa IIo
MepCoOHANy SIBJISIETCA YeTKas IOCTaHOBKAa IMeJlel, mnpucymux «daiic-
KOHTPOJIIO», U UX MOCJENYIoasi OTpad0oTKa MOYNHEHHBIMH.

JIro60e BO3HUKIIIEE MOJ03PEHUE B OTHOIICHUM KaHIHUAATa JOJIKHO OBITh
MPOSICHEHO, & €CJU 3TO HEBO3MOXXHO — HCTOJIKOBAHO B MOJIb3Y KOMIIAHWH.
[Ipu sTOM HEO0OXO0AUMO OOpaTUTHh 0cOO0OC BHHUMAaHHE Ha JIOTOJIHUTEIBHOE
o0ydeHHe COTPYAHUKOB CIIY>KOBI TIepcoHaNIa, KOTOPBIE MEPBBIMU BCTPEYAIOT
u pabotaroT ¢ KaHauaatamu. KW pedsb 3dech HIET HE 00 U3YYCHUH
MICUXOJIOTUU BOMIPOCA, a JIMIIb O MPAaBUIbHOW TPAKTOBKE MPU3HAKOB M HX
coBOKymHOCTeH. COBEPIIEHHO OYE€BUIHO, YTO HUKAKON OJIMHOYHBIN MpU3HAK
HE MOXET OBITh TOJO0XXEH B OCHOBY BBIBOJIOB O 4YE€JOBEKE — TOJBKO HX
KOMILJIEKC.

JIroObie  HEOOBSICHUMBIC OTpUIIATEIbHBIE BIIEUATICHUS OT TEPBOU
BCTPEUM C KaHAUAATOM IIOTOM TIPAKTUYECKH BCErJa IOJATBEPKIAIOTCS
HETAaTUBHBIM TOBEJACHUEM COTPYAHHUKA WIJIM BBIPAXKAIOTCA B JIPYrux
(dbaTanbHBIX MOCIEICTBUSAX.

Takum oOpazom, mepBoi mpoueaypoit ordéopa siBisieTcs 3PHEeKTUBHBIN
(hdiic - KOHTPOJIb.

Jlanee xoTenoch Obl OCTAHOBUTBHCA Ha I11€J€COO0PAa3HOCTH 3aMOJIHEHUS
KaHJIUJaTaMu aBToOHOTpaduii, KOTOpble HEOOXOIMMBI JUISI OpPraHU3aIUH C
TOUYKHU 3peHUS KaapoBoi OezonacHocTH. M3 aBTOOMOTrpadi MOKHO Y3HATh:

1) comepxkanue. B aHKeTe HSTOro «CoAepKaHHS» 3HAYUTEIHLHO
MEHBIIIE, a BEJb OpraHMU3aIMM eII¢ BaXHAa W TNEPEKPEeCTHas MpOBEpKa
colmepxkanusi  aBroomorpadum ¢ camMod  aHKETOM W APYTUMHU
MpEeICTaBICHHBIMU KaHAUJAATOM JTOKYMEHTaMH U cBefaeHusMHu. Ocrtaercs

TOJIBKO BOOPYXKHUTHCA KapaHAAIIOM U OTMCYATDh 3TH PACXOXKIACHU,
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2) IPaMOTHOCTb,  BBIJICP)KHBAHHE  XPOHOJOTHH  H3JIOKCHUS,
HaJTu4Iue

CTHJISI, OOraTCTBO UM OETHOCTH CIOBAPHOIO 3araca;

3) noyepk. ApTobuorpadus mnpencTtaBisier coOOM uAeaNbHbIN
oOpaszeln] moyepka JO0OT0 COTpPYJHHKA. 3a TakOM JOKYMEHT BaM CKa)XeT
cnacu6o ciyx06a 6e30macHOCTH M cleJcTBeHHbIe opranbl. He nait bor, eciaun
Ha BalleM NPEeANpUATHH OyAET COBEPIICHO BHYTPEHHEE NPECTYyIUICHUE,
CBA3aHHOEC C TMOAACIKONW JOKYMEHTOB. WaeHTHPUUIHPOBATH aBTOPCTBO
dbanbcudpukaTa B pamMKax Aaxe cyneOHOW MOYEPKOBETUECKOW IKCIEPTHU3HI
BO3MOYXHO TOJBKO TPU HAJIWYUH OOJNBIIOTO KOJTUYECTBA PYKOIHCHOTO
TEKCTa, a y Hac Bedb IMOJABISIONIee OOJIBIINHCTBO COTPYAHUKOB KpOMe
CBOCH MOJATHUCH CIIOB HUKAaKUX OT PYKH M HE MUIIET. ABTOOMOTpadus — 3TO
0aza [ TPOBENCHUS IMCHXOJOTHYECKOW OIEHKH HEKOTOPBIX CBOWCTB
JUYHOCTH, CBSI3aHHas C rpadOJOTUYECKUM aHAIU30M PYKOMHUCHOTO TEKCTA.
[Ipouenypa uMeeT HEKOTOPYI0 CTOMMOCTb, OJHAKO €€ IpOBeJcHHE Ha
HayaJbHOM 3Tamne paboThl ¢ KaHAWAATAMH MOXET OBITh ONpaBAaHO Oymymen
PKOHOMHEH CpeNICTB, €l OYAYT BBISIBICHBI OTPUIIATEIbHBIC HAKJIOHHOCTH H
CIIOCOOHOCTH YeJIOBEKa;

4) namsTe. Kpurtepuii, KoHeUyHO, (aKyIbTaTUBHBIH, HO MOXET
OMOYb MPOBEPUTH JAOJTOBPEMEHHYIO MaMmsaTh. OOpaTuTe BHUMaHHUE Ha TO,
CKOJIKO COHCKaTeJdb 3aTpaTW BpPEMEHH Ha HalucaHue CcoOCTBEHHOM
aBToOMorpaduu: W3JIHIITHEE 3aTSATUBaHUE KOCBEHHO MOXET
CBUJICTEILCTBOBATh O TOM, YTO KaHAWIAT, KOTOPOMY IO CIEIHATbHOCTH
(mpodeccun) HEOOXOAUMBI XOpOIINE W TBEPAbIC 3HAHUS (PyHIaAMEHTAIBHBIX
OCHOB HayKH M CBOEHW MHpeaMeTHOW oOnacTu (KOHCTPYKTOpa, WHKECHEPHI,
TEXHOJOTH, (PM3UKU W T.I.), MOJYYCHHBIC JaBHBIM-JaBHO B MHCTHTYTaX U
YHUBEPCHUTETAX, UCIIBITHIBAET MPOOIEMBI C TPUMEHEHUEM ITUX 3HAHUH.

Jlns nocTukeHUs Leneld KaapoBOW 0e30MacHOCTH HEOOXOAUMO JJid
HalucaHusg aBTOOWMOTpauu JaBaTh YHCTHIM JIMHOBAaHHBIM OJaHK C
NEepEeUYUCIIEHNEeM 4Yepe3 3amiaTyl0 B ero IIanke OCHOBHBIX MOMEHTOB
ouorpaduu, BBIAETATH ISl TOTO MECTO WM MOMEIICHHUE W HE0OXOIuMoe
BpeMsi (He OoJjiee OJHOTrO uyaca). 3alojiHEHUWE aBToOMorpaduu Jydiie
OPOBOAUTh Ha CIENYIIINX TOCIe aHKeTHPOBaHUS OdTamax paboThl C

KaHAnaaToM C HpeHBapHTCHBHOﬁ HpOCB6OI>i MMOATOTOBUTHLCA K 9TOMY.
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Emé onHoil M3 BaxHBIX mpobiieM mpu oTOOpEe KaHAMAATOB SIBISETCS
U3y4YeHUE NPEeJCTaBICHHBIX NOKYMEHTOB. llpu sTom ciyxba ynpaBieHUs
IIEPCOHAJIOM PELIAET CIEAYIOIHE 3a1aUu:

1) wuaenTudUKanus JTUYHOCTH KaHAMAATA - COTPYAHUK CIIYKOBI
nepcoHana JoJkeH OBITh YBEPEH, YTO 00IIaeTCsl UMEHHO C TeM KaHAUAATOM,
JOKYMEHTBI KOTOPOTO MPEACTABIICHBI;

2) u3y4yeHHE MPEeACTaBIIEMBIX JOKYMEHTOB Ha MpeaMeT OOHapyX eHHs
banbcudukannm, NoaaeIKU, HECOOTBETCTBUS (hakTaM Ouorpaduu;

3) cBepka JOKYMEHTOB CO CBEICHHUSIMH, 3aABIIEMBIMHU B HMHBIX
UCTOYHHMKAX (aHKeTe, aBToOnorpadun);

4) olleHKa COCTOSIHMS JOKYMEHTOB, a TaKXe H3yueHUE BCEro, 4TO
XpaHUTCS BMECTE C JOKYMEHTaMu (3alKCH, BKJIAJBIIIN U TIP.).

Cnenuanuctsl chnyx0bl TepcoHajda HE YacTO CTAJIKUBAIOTCS C
NOAJEIbHBIMU JTOKYMEHTAMHU, HO U PEAKOCThIO 3TO HE HazoBellb. OOmUMHU
3aJjayaM¥ HecTleIMaIu3uPOBAHHON MPOBEPKU TOKYMEHTOB SIBJISIOTCS :

- YCTaHOBJICHUE MPU3HAKOB HECOOTBETCTBUS (POPMBI JOKYMEHTA UIIH €T0
OT/I€IbHBIX YaCTEH;

-ycTaHOBJeHHE (aKkTa H3MEHEHUH TE€PBOHAYAJIBHOTO COAEPHKAHUS
JOKYMEHTOB;

- YCTaHOBJICHHME MPHU3HAKOB HECOOTBETCTBUSA CBEJICHUN, YKa3aHHBIX B
IOKyMeHTe, ¢ (pakTamu 6uorpaduu.

Haubonee pacnpocTpaHeHHBIM CIOCOOOM MOJJEIKH JOKYMEHTOB
ABJSIETCS. BHECEHUE H3MEHEHHH B COAEpX)aHUE NOJJIUHHOTO JOKYMEHTa
NyTeM TMOJYMCTKH, JOMUCKH, TPaBJICHUS, 3aMEHbl OTJEJbHBIX JIUCTOB
nokymeHta wunu ¢ororpadbun (dactuyHas mnojazaenka). IlpuszHaku >TUX
NepeiesIOK ONPENeNSIOTCA C TOMOIIBIO JIYTIbl U CUIIBHOM JTAMIIBI.

[lepexneiika ¢oTokapTOouek OOBIYHO TPOUZBOJUTCA B JOKYMEHTaX,
yIOCTOBEPSIOMMUX  JUYHOCTh. OTH  JOKYMEHTbl  W3rOTOBJEHBI  Ha
CIelIMaJIbHBIX OJaHKaX, UMEIOIHUX TUMOTPAPCKUNA TEKCT, 3alIUTHBIE CETKH,
nuaun  rpaduenus. I[lpu 3ToM cmocobGe moaaenku JAOKYMEHTa JHOO
MEepeKIeuBaeTCd KapTOUKa, paHee HaXOJIMBINASICA B JAPYroM JOKYMEHTE,
nubo HakieuBaeTcs HoBas ¢ororpadus, auO0 MNPOU3BOAUTCI MOHTAX
(GOTOKapTOYKU C OTTHCKOM IIe4aTH MyTeM NOJKJIEUBaHUS K HEW HOBOU
dororpaduu co cpezaHHbIM yrioMm. Bo Bcex ciaydasx ocTaroTcs HMpU3HAKH,
MO3BOJISAIONIME YCTAHOBUTH (DaKT 3aMeHbl poTorpaduu.
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Hepenko BeIABIISIETCS M 3aMEHA YacTeH JOKYMEHTa, KOTOpas MOXKET OBbITh
MPOU3BEJCHA B JJOKYMEHTaX, COCTOSAIINX M3 HECKOJIbKHX JIMCTOB (MacIopT,
TpyAoBas KHWXXKa W T.I.). [IpuW3HakaMu 3aMEHBI JIUCTOB B JOKYMEHTE
SBISIOTCS Pa3jIuyds B HyYMEpallMH CTPaHUIl, CEPUM M HOMEPOB, CTCICHD
3arpsi3HEHMS, Pa3jIuYMs pPa3MEpoB JIUCTOB, WX I[BETA, HAJWYHUE JUITHHUX
CJIEIOB MPOKOJIA OT CKPETOK, CIAEbI MEePEACIKA HyMepauu CTPaHUIl MyTeM
MOJPUCOBKH, TMTOJIKJICHKH U T.11.

CymecTBYylOT W JApyrue CchnocoObl BBEICHHUS B 3a0JyXKICHHUE
MOTEHIIMAIBHOTO paboTomaTenss NTyTeM MOAASIKH IOKyMmMeHToB. llenw,
KOTOPBIX TPH 3TOM XOTSIT JOCTHYh KaHAWAATHI, pa3HbIe, HO BCE W3 HHX
PEACTABISIIOT OIMPENCICHHYI0 OMacHOCTh I KaapOBOH 0e30TacHOCTH
OpraHHU3aIHH.

Takum 00pa3oM, HCIOIB3YS 3JIEMCHTAapHBIC TEXHHYECKUE CPEACTBA M
HECIIO)KHBIC TO3HAHMS, COTPYIHHK CIYXObl TepcoHana, paboTaromuii c
JTOKYMEHTAMH KaHJIHMJATOB, CIOCOOCH IPOBOJWTH IEPBUYHYIO OICHKY
GbOpMBI TOKYMEHTOB W TpPH OOHApPY)KCHUU MPU3HAKOB TOJJIACIKH OO0s3aH
co001aTh 00 3TOM B ClIyk0y 6€30IMacHOCTH.

BoIiBoABI. TEpEUYUCIICHHBIE MPOIEAYpPhl OTOOpa NEpCcOoHana SBISIOTCS
pe3yNbTATUBHBIMU  TOJBKO TIPU KAYECTBEHHOM IOJXOJAEC H  JIAIOT

paboTonaTeNnsiM 1OCTaTOYHO MOJIE3HON nH(popManuu.
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