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IIpukazom pekropa CKOJIKOBCKOIO
HHCTUTYTA HAYKHN U TEXHOJIOTUH
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Order of the President of the Skolkovo

Institute of Science and Technology
dated 13.12.2021 No 1160

IHogoxxeHnue

o /lemaptamMeHTe 1o padoTe ¢ MEPCOHAJIOM

Regulations

on Human Resources Department



2.1.

1. O0mmue mo10KeHUS
[Tonmoxenne o JlemaprameHTe Mo
paboTe C MepCOHAIOM OIPEACIISICT €ro

byHKIIAN U OpraHU3alHOHHYIO
CTPYKTYpY, IpaBa U 0OSI3aHHOCTH €O
paOOTHHUKOB,  B3aUMOJICUCTBHE  CO
CTPYKTYPHBIMH NO/Ipa3/IeICHUSIMHU
HNuctutyTa.

JlenapTameHT SIBJISICTCSI
CTPYKTYPHBIM noJipas/ieICHUEM

CKOJIKOBCKOTO HHCTUTYTA HAYKH U

TexHonorud (mamee — MHcTHTyT).
JleaTenbHOCTh Jlemapramenrta
KYpUpPYEeT NOpsIMOM  NOJYMHEHHBIN
pEeKTOpa W3 YHCIa PYKOBOACTBA B
COOTBETCTBHUM C  PaCIpelIeICHUEM
00s13aHHOCTEH (TToTHOMOYHIA)

pykoBoJicTBa (nanee — Kypatop).

B CBOCH IEITEIbHOCTHU
JlemaprameHT PYKOBOJICTBYETCSA
3aKOHOJIaTEILCTBOM Poccuiickoi

Oenepannu, YcraBoM, [lonoxeHuewm,
JIOKaJIbHBIMM HOPMATHUBHBIMH aKTaMH
HNucturyTa, JIOKYMEHTaMU
CTPATETUYECKOTO0 M  OIEPALMOHHOTO
IJIAHUPOBAHMS, TPUKA3aMU PEKTOPA.

2. OyHKIUM
JlemaprameHT
cieayromnme QyHKIIN:
1) dopmupoBanne wu  peanmzanus
KaapoBOW TmOJUTUKU HHCTUTYTA,
BKJIFOYAsl TIOJIMTUKY TI0 OIUIaTe
Tpy/Ja, KOMIIEHCAIIUSIM W JIbIOTaM.
ObecrieueHue BBITIOJIHCHUS
KaJIpOBOTO 3aKOHOJIaTEILCTBA
Poccuiickont ®enepanuu,
IJIJAaHUPOBAHME, yIpaBJICHHUE
u KOHTPOJIb YUCJICHHOCTH
repcoHania, Oromkera (oHma
omatsl Tpyaa (OOT) u UHBIX JIBrOT
1 KOMITCHCAINA paOOTHHUKAM,
MPUBJICUCHHE, TTOA00pP, afamnTarius,
oOydyeHue, pa3BUTHE M OIICHKA
nepcoHana,

BBIITOJIHACT

2)

3)

1.1.

1.2.

1.3.

2.1 The Department

1)

2)

3)

4)

1. General Provisions
The Regulations on Human
Resources Department define its
functions and organizational
structure, rights and obligations of its
employees, liaison with the Institute’s
structural units.

The Department is the structural
unit of the Skolkovo Institute of
Science and Technology (hereinafter
— Institute). The Department is
supervised by the President’s direct
subordinate from among the senior

management in accordance with
Delineation  of  responsibilities
(authorities) of the senior
management (hereinafter -

Supervisor).

In its activities the Department is
governed by the legislation of the
Russian Federation, Charter, present
Regulations, institutional policies and
procedures, documents of strategic
and operational planning, President’s
orders.

2. Functions
performs the
following functions:

forming and executing HR policy,
including total reward policy.
Ensuring compliance with the labor

legislation of the Russian Federation,

planning, managing and control
over headcount, budget for total

reward, other benefits and
compensations to the personnel,
personnel attraction, selection,
adaptation, development and
assessment,

HR administration,



4)
5)

3.

KaJpOBO€ aIMUHUCTPUPOBAHMUE,

OopraHu3anus MUTPALMOHHON
MOACPKKHU WHOCTPAHHBIX
pabOTHUKOB, YJICHOB HX CEMeE,

BOMHCKOI'O y4eTa paOOTHHKOB.

Oprasnu3annoHHAs CTPYKTYypa

3.1.PykoBoauTens JlenapraMmeHra:
3.1.1. Opranmsyert padoty Jlenapramenra 3.1.1. Organizes work of the Department

3.1.2.

3.1.3.

3.1.4.

3.1.5.

3.1.6.

U PYKOBOOUT  HM. Hecer
IEPCOHAJIBHYK) OTBETCTBEHHOCTh
34 KAa4eCTBO U CBOEBPEMEHHOE
BBIIIOJITHEHNE  BO3JIO)KECHHBIX  Ha
JenaprameHT PyHKIHI, TPYIOBYIO
Y HCHOJHUTEJIBCKYIO JHCIUIUINHY
€ro pabOTHUKOB.

CornacoBbIBaeT KaJpOBYIO
JOKYMEHTAIMI0 MO OpraHu3aluuu
NEeATENbHOCTH JlenaprameHnra,
BKJIFOYAsI JOJKHOCTHBIE
MHCTPYKIUHU €r0 paOOTHUKOB.
CornacoBbIBaeT paboTHUKAM
JlenapramMeHnTa CITyKeOHbIC
3a/1aHus O KOMaHJIMPOBaHUH,
OTYeThl 00 WX  BBINOJHEHUH,
3asIBJICHUS 0 MPEJOCTABICHUH
OTITYCKOB.

Brocur MIPEIIIOKEHUS 10
MTOOIIPEHUIO pabOTHUKOB
JlenmapraMeHTa, VHHALIMUPYET
MIPUMEHEHNE K HUM

TUCIUIJIMHAPHBIX B3bICKAHUN B
YCTaHOBJIEHHOM MOPSIKE.
OcyliecTBis€T IUIAHUPOBAHUE H
KOHTPOJIb HCIIOJHEHUsI OoKeTa
JlemapraMeHTa, HECeT
IIEPCOHANIBHYI0  OTBETCTBEHHOCTH
3a LIEJIEBOE pacxo0BaHue
BBIJICJICHHBIX CPEJICTB.

Buocur Kyparopy mnpennoxenus
o COBEPILIEHCTBOBAHUIO
nearenbHocTH JlemaptaMeHTa, B
TOM qucie M3MEHEHUIO
OpraHU3alUOHHON CTPYKTYpPhl H
IITATHOTO PACIMCaHMUS.

5) organization of migration support for
foreign employees, including their
family members, military registration
of employees.

3. Organizational structure

3.1.Head of Department:

3.1.2.

3.1.3.

3.14.

3.1.5.

3.1.6.

and leads its activities. Bears
personal responsibility for quality
and on time performance of
functions of the Department, labor
and executive discipline of its the
employees.

Approves HR documentation on
organization of activities of the
Department, including job
descriptions of its employees.

Approves business travel requests,
reports on their implementation,
vacation requests to employees of
the Department.

Submits proposals for incentives
to employees of the Department,
initiates disciplinary sanctions to
them in due order.

Plans and controls execution of the
budget of the Department, bears
personal responsibility for targeted
use of allocated funds.

Submits to the  Supervisor
proposals for improving activities
of the Department, including
changes in its organizational
structure and a personnel list.



3.2. Jlenaprament ocymectBisieT cBoro 3.2.The Department conducts its activities

AESITETPHOCTh 10 (DYHKIIHOHAIEHBIM

HANpaBJICHUSAM, B paMKaX KOTOPBIX

peIIaroTCes CIeIyoNe 3a1aun:

3.2.1. Ilog0op 1 pa3BUTHE MEpCOHATA!

1) obGecrieueHne MoO0PA U aJaNTAUN
PabOTHHKOB,

2) opraHu3amys Iporecca OOydeHHS
U pa3BUTHUS paOOTHHUKOB,

3) paspaboTka mpolecca  OICHKH
pabOTHUKOB U (OpMHUPOBaAHHUE
KaJpOBOTO pe3epBa,

4) mpoBeneHue aHATMTUYECKUX

UCCIEI0BaHU B 00JacTU paboThI
C IIEPCOHAIIOM,

5) pa3memeHue KaJpOBOU
uHpOpMAIIMM  HA  BHYTPEHHHX
pecypcax MucTuTyTa,

6) npu  ywactum  JlemaprameHTa
CTPATerMYecKuX  KOMMYHHKAIUi
GopMupoBaHHE W peanu3aIs
cTpaTermd  pa3BuUTHA  OpeHIa

WNucturyTa Kak paboromaTens.
3.2.2. KoMmnencauuu 1 JIbrOTHI.

1) nnaHupoBaHUE u KOHTPOJIb
yuciaeHHoctu nepcoHana, DOT,
WHBIX JIBTOT ®  KOMIICHCAITUH
paboTHUKAM,

2) BHEIPCHHE U IMOJICPIKKA CHCTEMBI
OIIEHKH JOJIKHOCTEM,

3) KOHCYJIbTUPOBaHUE PAOOTHUKOB IO
MPEIOCTABISIEMbIM KOMIICHCALIASIM

U JIbFOTaM.
3.2.3. KagpoBoe aqMUHUCTpHUPOBAHKE:

1) BenmeHue KaJI[pOBOTO
JICJIONPOU3BO/ICTRA,
MIPEACTABICHUE KaJI[pOBOM
OTYETHOCTH,

2) yder pabodero BPCMCHH
pabOTHUKOB,

3) npoBeneHue MEPOTIPUSATHH,
HAIpPAaBICHHBIX HA  KOHTPOJIb
UCTIOJTHEHHSI TPYHAOBOM
TUCIATUTAHBL;

4) opraHuzanysi ~ MHUTPAIMOHHBIX
yCIyT IS WHOCTPaHHBIX

by functional directions, within which
performs the following tasks:

3.2.1. Personnel Recruitment  and
Development:
1) ensuring recruitment and

adaptation of employees,

2) organization  of  professional
training and personnel
development,

3) development procedures
for personnel assessment,
forming a personnel pool,

4) conducting personnel
research,

5) placing HR information at internal
resources of the Institute,

6) with participation of the Strategic
Communications Department
development and implementation
of the Institute’s brand as
employer.

3.2.2. Compensation and Benefits:

1) planning and control over the
headcount, total reward budget,
other compensation and benefits to
employees,

2) implementation and support of job
evaluation system;

3) consultancy support to employees
on provided compensation and
benefits.

3.2.3. HR Administration:

of

analytic

1) personnel records  keeping,
submitting HR reporting;
2) accounting working time of

employees,
3) conducting activities aimed to
control labor discipline execution;

4) organization of migration services
for foreign employees and their



Pa0OTHUKOB U YJICHOB UX CEMEH,

buznyeckux JIULY 1o
TPaXXTaHCKO-TIPABOBBIM
JIOTOBOpaM;

5) opranuzamys BOWMHCKOTO ydYeTa
pabOTHUKOB;

6) apxuBHpOBaHUE u yuer
KaJIpOBBIX JTOKYMEHTOB B
YCTaHOBJICHHOM TIOPSIIKE.

3.2.4. KoHCynbTHpOBaHHE  PaOOTHUKOB

o BOIIPOCAM TPYAOBBIX

OTHOLICHUM.

4. TlpaBa u 00513aHHOCTH
4.1. PabGorHuku JlemapTaMeHTa BIIpaBe
1 00s3aHBI:
1) cBOEBpEeMEHHO ¥  KAaueCTBCHHO
BBITIONHATh (QYHKIUM H  3a7a4H,

yKa3aHHBIC B HACTOSIIIIEM
[Tonoxxenunu,

2) BBITOJIHATH JOJKHOCTHBIE
00SI3aHHOCTH B COOTBETCTBUU C
JOJKHOCTHBIMUA MHCTPYKITUSIMU,

3) 3ampamiBarh u MOJTy4aTh
uH(pOpMaITUIO y Jpyrux
pabOTHUKOB HNHctutyTa,

HEOOXOJIUMYIO JIJISl  BBITIOJIHECHUS
JOJKHOCTHBIX 00SI3aHHOCTCH,

4) BBITIOJIHATH YKa3aHUS U TOPYYCHUS
pykoBoaurens [lenmapramenTa.

5. B3zaumoaeiicTBHE €O CTPYKTYPHBIMH
noapasaeneHusamu Mucruryra
5.1. B memsx BbemosgHeHUs (YHKIIHH,

YCTaHOBJIEHHBIX [TonmoxeHnnem,
JlemapraMeHT B3aMMOAECUCTBYET C
VHBIMU CTPYKTYPHBIMU
MOJpa3ACICHUSMU HNucTuryTa,
BKJIFOYASL:

5.1.1.CtpykTypHBIE MOJpa3ICICHUS
NHcTuTyTa — B 4aCcTHU BOIIPOCOB
paboThI c MIEPCOHAIIOM,
rianupoBanust Oromxera POT.

5.1.2.®dunancoBo-
aIMUHUCTPATUBHBIN

families, individuals under paid
service agreements;

5) organizing military registration of
employees;

6) archive and accounting HR
documents in due order.

3.2.4. Advising employees on issues

related to labor relations.

4. Rights and Obligations
4.1. Employees of the Department have
the rights and obligations to:
1) timely and qualitatively perform
functions and tasks set by the
present Regulations,

2) perform employment duties in
accordance with job descriptions,

3) request and receive information
required to perform employment
duties from other employees of the
Institute,

4) perform tasks and instructions of
the Head of the Department.

5. Liaison with Institute’s structural
units

5.1.With a goal to perform functions

specified in the Regulations, the

Department liaisons with the other

Institute’s structural units including:

5.1.1.Institute’s structural units —
issues related to
personnel, planning
reward budget.

5.1.2.Finance and  Administration
Department — on issues related to

on
liaison with
the total



5.2.

AenapTaMeHT — B YacTH
dbopMHupOBaHUS W  KOHTPOJIA
ucnonuenus Omomkera DOT,

pacuera 3apaOOTHOM IUIATHI,
KaJpOBOU OTYETHOCTH,
ONEPALMOHHOMN MIOJEPKKU
JBIOT Ha MIPOKUBAHKE

pabotHukam MHucTuTyTA.
5.1.3.JlenapTaMeHT 6€3011aCHOCTH — B
YacTU BONPOCOB OXPaHbl TPYAa,
aTTecTaluu  pabo4ynx  MecT,
y4acTue B IPOBEIAECHUN
BHYTPEHHHUX ITPOBEPOK.
O YHKIIUOHAIBHOE PYKOBOJICTBO
KaJgpoBOM mnoJuTUKOM MHcTHTyTa B

OTHOIICHUH HAay4HO-
negarorn4ycCKux, HHXXCHCPHO-
TCXHUYCCKUX pa6OTHI/IKOB

OCYUIECTBJISIET IEPBBINA MPOPEKTOP.

5.3.PabGotHuku [lemaptameHTa BIpaBe

MPOBOJUTh paboyue BCTPEUH C
y4acTUEM pabOTHUKOB WHBIX
CTPYKTYPHBIX noApa3AeaeHUu
NHcTuTyTa, a TakXKe TMPUBJIEKAThH
TakKMX paOOTHUKOB K pean3aluu
OTHENBHBIX 3aJady C  coracus
PYKOBOAMUTENEH COOTBETCTBYIOIINX

CTPYKTYPHBIX NIOAPA3ACICHUM.

6. 3akiIrunTeIbHbIC

MOJI0KEeHUs
6.1. JenaprameHT co3JaeTcs,
pEOpraHu3yeTcsi, JUKBUIUPYETCA  Ha
OCHOBE MprKasa pekTopa

YCTAaHOBJICHHOM ITOPSIJIKC.

5.2.Functional

planning and control over total
reward budget, payroll calculation,
HR reporting, operational support
on benefits to Institute’s employees
related to housing.

5.1.3.Security Department — on issues

related to labor safety, attestation
of working places, participation in
internal investigations.

management of
recruitment, development, evaluation
of academic and engineering and
technical personnel is conducted by
the Provost.

5.3.Employees of the Department are

entitled to hold working meetings
with participation of employees of
other Institute’s structural units as
well as involve such employees in
implementation of select tasks upon
approval of the heads of
corresponding structural units.

6. Final Provisions

6.1. The Department is established,
reorganized, liquidated by the President’s
B order in due order.
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