UMECTECHALMER!

MH®OPMALIMOHHASI PABOTA B NEPBUYHOM
MPO®COIO3HON OPTAHW3ALIMA




Hudbopmayun doaxcna nodbydume padommuusa K
dedcmeusm, MoALKO mozoa ona docmusiem yeau!

MHPOPMALIMOHHAS PABOTA

MH®OPMALIMOHHASA PABOTA

9T0 BakHeHmmil daxrop 3¢dexTHBHOM
ACATCABHOCTH NEPBHYHOI OPraHu3alinH.
CocrouT U3 KOMIJIEKCa OpraHH3almoH-
HBIX, M3[ATE]BCKHX, TEXHHYCCKHX H
JAPYIHMX MEPOINPHATHHA, HANpaBIeHHbIX
Ha ODBEKTHBHOE M IOJIHOE OTPAKEHHE
npod)coiO3HOM paboThI.
HUudopmanmonnass pabora sABseres
NPOBOJIHUKOM MPO(COIO3HBIX HICH B
TPY/IOBOM KOJUICKTHBE, CIOCOOCTBYET
YKPEIUICHHIO HMHDKA OpraHM3alluH |
MIPHBJICYEHHIO HOBBIX YJICHOB TIpodcoiosa.
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LIEJIV M 3AJIAYY UHOOPMALIMOHHOM PABOTDI

OcHOBHBIMH NEJISIMH SBISIOTCH:

® & ¢ & ¢ 0

NPOCBEILEHNE YWICHOB Ipodcorosa;

BHEAPCHHE HOBbIX GopM HHOOPMALMOHHOIO
obmena Mexay npopkoMoM M wWieHaMM
npodcoiosa;

YHaCTHE B pPa3sBHTHH ﬂpO(bCOlO3HOFO IBHAKCHHA B
OTpaciim;

cDop MaTepHaioB O JAEATEILHOCTH NPOdCOI03HOM
OpraHM3alMy M0 BCEM HANpaB/ICHHAM paboThl;

cBoeBpeMeHHoe  MHPOPMHpOBaHHE — YWICHOB
npodceowsa o pabore npodrkoma, BHILECTOAIIMX
NPO(COIO3HBIX OPraHoB;

HHQOPMHPOBAHHE O  CBOCH  JICATESIBHOCTH
BBIIECTOANIME OPraHU3alMK B paMKax «obpaTHO#H
CBA3NY,

YCHJIEHHE MOTHBALMH MPOMCOIO3HOIO YJICHCTBA H
POCT aKTHBHOCTH WJIEHOB npod)coio3a Mo 3auure
CBOMX TPYIOBBIX H COLHAIBHO-9KOHOMHYECKHX
1pas.



OCHOBHBIMHU 3AJIAYAMM ABAAIOTCH:

’ pacckasath pabOTHHKAM O TIePBHYHOMN OpraHHu3alHu
n orpaciesom [lpodceoroze, ero uensx, sajayax M
HanpasseHusx paborsl;

‘ HH(pOPMHPOBATH 0 TeKyIe# npodcoo3Hoii pabore,
Bl Haubollee BaXKHbIC M 3HAYMMBIE COOBLITHA B
[EATESILHOCTH ITPO(KOMa, TPYIOBOIO KOJUIEKTHBA,
['oponckoro Cosera [IMP, LIK npodcoroza, MPII u
OHITP;

’ HHQOPMUPOBATE M PasbACHATL WIMEHEHHs B
JIOKIBHBIX ~ HOPMATUBHBIX  AKTaX  [PEIPHATHA
(opranu3aimin ), 3akoHonaTesbeTee PO,

MOTHBHPOBATH PADOTHHMKOB HA BCTYIUICHHE B WICHDI
npod)coio3a 1 aKTHBHOE yyacTue B pabore nepBHYHOMN
OpraHH3aIm;

@ cosmasate W NONIEPKMBATL  IOJOKHTE BHBIA
UMHIDK 11podeorosHoit opranuzatmu 1 [podeorosa B
HEJIOM.




HATIPABJIEHWUSA Y TIPUHLIMTIIBI
MHOOPMALIMOHHOM PABOTHI

Ocnosnpie panpasienns HHOPMAHOHHOT
pabornr:

’ CO3/IaHNE W PEryJiApHOe 0OHOBJICHHE MPOGCOIO3HOTO
CTEHJIa,

0 BHITYCK TUIaKaToB, Opounop, OYKICTOB, KypHaIOB,
JIHCTOBOK, MPECC-PEITH30B;

‘ pasmeinende  npodcorosHoii  HHOpMalHH B
MeYaTHBIX W3JIaHMAX, CAWTEe MW B JIOKAJIBHOH CCTH
MPEANPHATHA;

‘ pasmemniense wHpopMauun Ha caiite [IMP, B
COLMANbHBIX  CETAX, MOOWJIBHBIX  MPHIOKCHHUAX
WhatsApp u Viber;

pasMenieHue crareii 0 mpod)co3HOMH ACATEIBHOCTH B
CMMU;

‘ BRICTYIVIGHHE  TIpo)aKkTHBa HA  COBCHIAHMAX,
ceMHHapax, cobpaHHAX TPYIOBOI0 KOJLICKTHBA;

’ noanucka Ha rasety «ConmMaapHOCTb.




OCHOBHBIE HNPUHLMITBI UHOOPMALIMOHHOM
PABOTbI:

I'nacuHocTh OTKPBITOCTh

WUndopmanmonnas  pabora  npu3BaHa  obecrneuHBaTthb
MAKCHMAJIBHYIO OTKPBHITOCTE M IOCTYIHOCTE K 0DCYKIeHHIO
pabotel npodcorsnoro komurera U lNopoackoro Cosera.
Pabora pnomikHa ObiTh BCECTOPOHHEH, MOCTPOCHHOI Ha
OCHOBE (PAKTHYECKOr0 MaTepHana, MpoleccoB H fABJICHMIA,
MPOHCXOIANNX B PeaIbHOI AH3IHH TPYAOBOIO KOJUIEKTHBA H
npodeolosnoit  opranmsammd.  Beersza  npospaudoii  u
MOHATHOH KaxkaAoMYy pabOTHHKY.

,']UCI'_\ MHOCTh, AKTYAJIBHOCTDL H ONIEPATHBHOCTDL

WNudopmaiisa fomkHa OBITE MAKCHMATEHO CBOEBPEMEHHOIH,
aKTyaabHOMH, 10sIe3HOH U anpecHoi. BaxkHo, uTob ona Onina
JICTKOH B [OHHMAHHM M [POCTOH B NPHMEHCHHH.
JonoauurenpHOH  HHGOpMaume  JoKHEL  00J1a/1aTh
npeacesaTeb MM OTBETCTBEHHLIN 1ieH npodKoMa, KoTophie
00A3aHbl PA3BACHATL W OTBEYATH HA BOIPOCH PabOTHHKOB.
HenonyctuMo pasmeniats HOBOCTL MPOIIEAIIEH 1aTOi.




O6bexTHBHOCTL H YO IHTEILHOCTD

Mudopmanna 10/mKHA YECTHO, HEMPEAB3ATO H 0OCTOATE/ILHO
OTPakKaTh COCTOAHNE YCJIOBHI TPY/a, COLHAILHO-TPYOBHIC
MPOLECCHl, MOMOKECHWE JCN Ha MpPeIpUATHH H B
MpodopraHu3aiiy, OTMeYas Kak MoJIOKHTE IbHLIE MOMCHTHI,
TaK H HEOCTATKH,

YETKoCTh H CTPYKTYPHPOBAHHOCTD

Mudopmaums no/mwkHa ObiTh TOMHOH, APKOH M KOHKPETHOI.
Jaxe Gonbimme o6beMbl HHOOPMALMH YCBAHBAIOTCH JICTKO,
CCJIM OHM HMEIOT JIOTHYECKYIO H IIOHATHYIO CTPYKTYPY.

Jlakonuunocrs n paznoobpaszne

Mudopmaims nomiknHa ObITh KpaTKoH, MHOM00OpasHoH H
NoOAaBaTLCA MO-pasHOMY. Pasnoobpasue nofa4x
HHPOPMALMKY SBIACTCA 34/I0rOM TMOCTOAHHOIO BHHUMaHHSA
PabOTHHKOB K NMPO(PCOIO3HOM AEATEIbHOCTH.

PHTMHYHOCTD H peryaspuocrsb

Bo mHOrix HanpasieHuax HHQOPMAMOHHOH paboThl BaXHO
nodusareea nocrosucrsa. Hanpumep, obHobieHne creHna
pa3 B HeOemw, CTpaHul caiTa H coucerci no mepe
MOCTYIVICHHA HOBOCTEH, HO HE pelKe O/IHOrO pasa B TPH JIHA.




®OPMbl U METO/1bI
UHOOPMALIMOHHOM PABOTDI

MemamanocTias KOMMYHHKaIHs

Vermwit  crnoco®  nowecenma  mudopmanmm,
bnaronapa BO3MOKHOCTH MIHOBEHHOTO [IHAJIOTA,
772 (hopMa cuHTAeTCA camoii HfxperTHRHOIM,

[MyGanunoe BpICTYIUIEHHE

210 peiicTeennnii cnocod uHdopMHpODaHA
wienos npodicoosa. Heobxonnmo naMepenno =
HCKaTh M, Tem Oonee, He ynyckats modywo =
BOAMOAHOCTD BRICTYNHTH Tepen paboTHHKaMm,
Hanbornee peaynbTaTHBHO  BRICTYNJIEHHE Ha
cofipanni, wondepeHiiM, KpyrimoMm  CToje, TOPKECTBEHHBIX
seponpuaTiax. Craenyer HCnoab30BATh BOIMOKHOCTL BBICTYIUICHHS
Ha MPOM3BOJACTBECHHLIX 3ACEJAHHAX, COBCINAHUAX M MJaHepKax.
OfubexkTHBHR  BRICTYIUICHHA mnpeaceaaTens npodoprandianun B
MOAPA3ACIICHHAX M HA YIATCHHBIX YHACTKAX MPS/IIPHSTHSL.

Mucopmannonnniif crens m—— SR
ITO OCHOBHAA TPAHIIHOHHAA TUTONIAa/Ika JUia —J- |

pasMeneHns Mpoicor3Hoi HHpOPMAIHH, 1 ce

HCOGXO;’IHMO CHCHaTh MAKCHMAJILHO

fubexrusroi.  Yrobet  crewanl  npuBnexann
BHHMaHHe, JKenarTesbHo, 4TOOM OHM Jae BHeImHe H3jaieka
OTAMYAIHCE 0T cTerios npeanpusTis, Mndopmanna nosmkna 6wite
pabura Ha Temarmveckne Onoxn, Heobxommmo onepaTtHsHO
OOHORBJIATL WIH YAANATH YCTapeBiuyio HHGopMaImio,



Konrakraan undopmanms u obparnas ceaib

«OOparHas CBA3bY — AKTHBHBI METON BHIACHEHHS (‘ @ ' ¢
MHEHHA pabOTHHKOB, NODYIKAAOIMIT HX TPOARIATE

HHMIMATHBY B 00pamarses B npodeowsunit komurret. Mndopmanms
0 MECTOHAXOMACHHH NpOKOMA, CNHCOK WICHOB npodkoma ¢
AOMKHOCTAMH M KOHTAKTHhIMH  Tenedonamu  gomkna  Owms
001Ie0CTYTIHA.

TMewaTnas npoayxmns *
ArHTAUHOHHBE MIAKATH, JTHCTOBKH, DYK/IETH, ra3eTh,
HKypHaTsl, OpOIOPLI, MHCbMa, KAICHAAPH, NO31pasic-

HHS, TAMATKH, TIPECC-PEITHIEL. A
Pabora no BeOycky ne4aTHoN NMPOAYKIHH  NPEayCMaTpHBAaeT
(PHHAHCHPOBAHKE M3 cpeacTs Npodico3noro GIOIKeTa Opranu3alyn,

JJEKTPOHHBIE CPEACTBA HH®OPMAILIMH

Caiit. B coBpeMeHHBIX YCIOBHAX caliT 1oMkeH Outh B
Kot npodicolosHoil  OprasuIalie  He3aBHCHMO OT ¢é
gucieHHocTd. Ha caiite fo/nxHet ObiTh NMpeACTABTEHb
BH3NTHAA KapTOYKa, KPaTKasg CrOpapbka, coctap npodroma,
opUUHANBHBEC  JIOKYMCHTB, KOJ/UIGKTHBHE  [OTOBOP,
HOBOCTH, Pe3V/ILTATH CMOTPOB-KOHKYPCOB H COPCBHOBAHMIA,
Tarke He0DX01IMo Pa3sMeCTHTb

CCBUIKH, [O3BOMSIOIIME [epelTH Ha e "¢ Uy
CallThl  BHILCCTOAUMX  HPO(COKBHEIX Qs u &N
Opranu3aliii, OpraHoB 3aKOHOIATC]Ib - & & +
HOH M HCIIOJTHHTEJIBHOI RITACTH,

. INEKTPOHHAN [OMTA (JIOKAIbHAN CeTh)
Q CrpasmiKs B COUMANBHBIX CETAX.

. SMS 1 MoGHIBIBIE NPWICKEHNS




Jna senenns onepatunoii nudgopmannonnoii
padoTbl HeoHX0IHMO:

HainaunTs OTBETCTBEHHOE M0 WIM  M3DpaTh Opu
Npodicol03HOM KOMHTETEe KOMHCCHIO N0 HHPOPMAITHOHHON
pabore. JKenarensHo, HTOD OTBETCTBEHHOE JTHMUO WM
npeacenaTeb  HHQOPMALMOHHON  KOMHCCHH — ABJIAIHCH
wieHaMs  npocozHoro  KomMHTETa,  IJTO  MO3IBOJIHT
ONEPATHEHD PACTIPOCTPAHATE HHGOPMALHIO M HCKIOMHTH
HCEAHeHHe PaKTon.

[0 BOAMOSKHOCTH 0BecnedHTE TEXHHYSCKHME CPENCTBAMH,
OPITEXHHKOH,  HOMOBIOTEpOM  (BIIOYAR  BRIXON B
HHTEPHET-TIPOCTPAHCTRO ), MHOMHTEIBHOH TeXHHKOH HIH
ofecreddTE JOCTYN K HHM, NPSABAPUTENBHO NOUTYYHE
cornacie paboTonaTens nMbo  3AKPENHE [TaHHM MOMCHT B
KOUUIEKTHEHOM JONOBOpE,

B Gombliux  npofcomsHBX  OPraHM3alMax  COenyeTr
npeayemMoTpers B cmere  npodOmkeTa  cpencTsa  Ha
NpOBEACHHE MHPOPMAIHOHHOH paboTEL.

Odyunts npodaxrus MHOOPMANHOHHEIM HaBkKaM. [lna
HAYMHAMIAX KOMTer OCHOBH HH(POPMAIHOHHOH pabOTH
NpPEACTABNIEHE B HACTOAMIEM mocobun. Paclumpurs cBon
3HaHHA 4ieH npodeowsa mower becniarHo, obydasck mo
MPOrpaMmMe BHEPEHAA NpodiorsHEIX SHAHMI
«BocxowaeHue», 4 TAKKE CAMOCTOATEBHO HIVUAB KHHTH H
CTaThH B HHTCPHETE,




OYHKLIHUHN OTBETCTBEHHOT'O JIMLIA
(MJIM KOMHUCCHH) 3A HH®OPMAIITMOHHYIO PABOTY

Perynsproe obrosnenue npodeoiosnoro creria. Msrorosnenne
0DBABNEHHH, JTHCTOBOK, IUIAKATOB M NPOYHX HH(OPMALHOHHBIX
MaTePHAJIOB.

Coase co CMHW. Hanpasnenue wundopmannn, nponarad-
[OHpYIOMEN  [AEATE/IbHOCTL  MPO(COIO3HON  OpraHH3alMH, BO
pHemnne U KopnopatueHuie CMMU, B BuimecTosme npadopradsi.

Hanpasnensie niopMaiini 0 MEPONPHATHAX NPAhOPrann3anum
U1t pasMeleHus Ha cafrax npeanpuatis u [IMP, na erpannuax s
COLCETAX H MOOHITBHBIX MPHIOKEHHAX.

O3HAKOMJICHHC €  HOBOCTSAMH  NEYATHHMX W WICKTPOHHLIX
NpoICOIO3HBIX  HCTOYHHKOB € LEC/IbI0 HHOPOPMHPOBAHHA ‘ICHOB
npocooaa.

Cozaats HHPOPMALHOHHYIO KOMHCCHIO M IPEIAMETHO 3aHHMATLCH
HHpOPMHPOBaHHEM 4WiICHOB MPOdCoI03a —~ ITO IHAYHT MOHHMATH
BCK) BAXKHOCTL H llCOGXOIIHMOCT b MOTHBAIIMH npod)cmmnoro
HJICHCTBA, COXPAHCHHA HHCJICHHOCTH ‘WICHOB llpOd)COIOBH,
TMOUIEPIKKH TOMOMKHTE/IBHONO MMHIDKA MEPBHYHOI OPraHH3aiiii i
PasBHTHA [IpO(lJCOIOBHOI‘O JABHIKCHHSA B OTPAciin,

ITpenceaarens aomKen 3naTh!

Ecin npegeenaress npoteorstoil opraiusaimy Oyuer ynensts
JIOJDKHOE BPEMA W CHJIBL, TO PE3YJIBTAT HC 3aCTABHT el waars. ¥
pabOTHHKOB TIOABHTCA MHTEpeC K MPodCOI3HON OpraHH3alud M
ACJTAHHE MPUHATD YYACTHE B e paﬁm*e.

Toabko uuopMUpOBaKIble, 3HAIOLIHE CBOH NPABA, IPAMOTHbIE
paboOTHHKH MOTYT OTCTAHBATL CBOH NpaBa W HHTepechl. MMenno
Takue wienbl npodeowia 13T NEPBHYHYI0  OPraHH3aIHIo
CHibHOH M neficrsennoit!

YCIEX B HHOOPMALIMOHHOM PABOTE 3ABUCHT
OT AKTUBHOTO U TTIPABHJIBHOTO UCTIOJIL30BAHWS
COBCTBEHHbBIX BO3MOKHOCTE!



MPOPRCOKD3 MYHULIMITAJIBHBIX
PABOTHHUKOB MOCKBBI
107023, Mocksa, Mazxopoe nepeyJiox, i1. 7
Caifr: www.union.ru
e-mail: org.pmr@bk.ru
Tenedow/hake: 8-499-369-61-89



