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IHOACHUTEJIBHAA 3AIIUCKA

OcHoBHass mporpamMma TpO(EecCHOHAIBHOTO O0ydYeHHsl - TporpaMma MpoQecCHOHATBHON
NOATOTOBKM N0 JOJDKHOCTH ciyxkamiero Cekperapb - agmuHucTtpatop (nanee — «IIporpamma)
IpelycMaTpUBaeT HU3YYEHHE BOIIPOCOB, CBA3AHHBIX C YJIOBJIETBOPEHHEM OOpa30BATEIbHBIX U
podeCCHOHATBHBIX MOTPEOHOCTEH 00YUaIOIIUXCSL.

CopepxaHuie MPOrpaMMbl TMPEACTaBISET COOONW KOMIUIEKC IO H3YYEHHIO TEOPETUYECKUX U
NPaKTUYECKUX OCOOCHHOCTEH B cdepe ympapieHHs opranuzanuedl. OCBO€HHE NPOrpaMMbl JaeT
00y4aromuMcsi BO3MOKHOCTh MOATOTOBUTHCS K OPraHU3alMK U OCYILECTBICHUIO MpodecCHOHaTIbHON
NeSITeTbHOCTH.

Hannas Ilporpamma paszpaborana B coorBercTBuM ¢ Ilpukazom MunaTpyna Poccum ot
15.06.2020r. Ne 333u «O06 yrBepknenun npodeccuonanpHoro cranaapra 07.002 «Cnemuanuct 1o
OpraHM3alMOHHOMY ¥  JOKYMEHTAI[MOHHOMY  OO€CIEYeHHMIO  YIpaBJICHHUS  OpraHu3anuei»
(3apeructpupoBad B Muntocte Poccun 15.07.2020r. Ne 58957).

Henu peanusanuu Ilporpammbi:

OCHOBHOM  1ENBI0  TPOTPAaMMBI  SBISETCS  pealu3alus  BO3MOXXHOCTH  IOJIy4eHUs
NpopEeCCHOHATPHBIX KOMITETCHIIMHA 10 JOJDKHOCTH — cirykamiero  «Cekperapb-aMHHUCTPATOPY.
[Iporpamma pa3paboTana ¢ IeNbI0 MPOPECCHOHATBHOTO PA3BUTHS, OOECIEYCHHS] COOTBETCTBHS
KBaJTH(UKAIIMYA MEHSFOIIUMCSI YCIIOBHSIM MTPO(GECCHOHATLHON AESTEIBHOCTH M COIIMATBHOM CPEIIBL.

Cpok 00y4yeHus:

Bcero — 320 gacoB, B TOM 4ucie:
- MakcuMalibHas yueOHas Harpy3ka — 240 yacos:
- yueOHas mpaktuka — 80 4acos.

Pesxum 3ansTuii: 4 pa3a B Heiemo 10 4 akaIeMUYECKHUX Yaca.

®opma oO0yyeHHMsI: OYHO-3a0YHasi (C TPUMEHEHHWEM JWCTAHIIMOHHBIX OO0pa30BaTEIbHBIX
TEXHOJIOTHM ).

Kareropusi ciaymareieii: nuia, UMEIONIUE BhHICIIee MPOQPECCHOHATHHOE 00pa3oBaHUE HIIU
cpenHee npodeccuoHaIbHOE 00pa3oBaHue.

TpeOoBaHus K pe3yJjbTaTaMm 00y4eHUsl.

B pe3yabTare 0CBOGHHMSI NPOrpaMMbl Yy CJAyHIaTeJsl JAOJKHBI ObITh C(HOPMHPOBAHBI
cileayomue KOMNneTeHIHM:

B pesynbrare 0cBOGHUS MPOTrPaMMBI CIIYILATEINb JOJKEH:

3HATh:

- (hyHKIIMM, 3a71a9H, CTPYKTYPY OpTraHU3aIUH, €€ CBA3H;

- CTPYKTypy OpraHu3alMd H  pacrpenencHue (QyHKOIUH  MEXAy  CTPYKTYPHBIMH
NOJpPa3/ICNICHUSIMH U CTIICLIUATNCTAMH;

- IpaBWJIa B3aMMOJICHCTBUS € TTAPTHEPAMH, KIIMEHTAaMH, CPEICTBAMU MacCOBOW MH(popManny;

- IpaBUJIa 3aIUTHl KOH(DUICHIMAIBHON CiTy>)keOHOH nH(popMaIuy;

- IpaBWJIa OPraHN3aIMK IpHeMa ITOCETUTENEH;

- IpaBUJIa JIEIIOBOTO OOIICHNUS;

- IpaBWJIa OpPraHN3alK IPUEMOB B oduce;

- IpaBHJIa CEPBUPOBKH YaitHOTO (KO(eitHOro) cToa;

- IpaBWJIa IPUTOTOBJICHUS M TIOJaYH TOPSYMX HAIIUTKOB U 3aKyCOK K HHM;

- IpaBUJIa PEUEBOTO ITHKETA;

- 9THKY JIEJIOBOTO OOIICHUS;



- TpeOOBaHUs OXpaHbI TPy/a.

yMeThb:

- HCTIOJIB30BAaTh TEXHUYECKHUE U IPOTPaMMHBIC CPEICTBA AJIsI TPOBECHUS TOJIOCOBOW WITH BHJICO-
KOH(EpEeHII-CBSI3H;

- HCIIOJIb30BAaTh CPEICTBA KOMMYHHKAIIMOHHON OpPITEXHUKH [UIsl TIONYYCHUS U Tepefadu
nHpopmanuu;

- MPUMEHSTH CPEJICTBA KOMMYHUKAIIUH JUIS TIEPEIadyl MOPYICHUH PYKOBOIUTEINS U COTPYTHUKOB
OpTaHH3aIIH;

- MPUMEHSATH HHPOPMAITTOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUH;

- MPUMEHSTH COBPEMEHHBIE CPEACTBA cOOpa, 00pabOTKH U mepenadr HHGOPMAIIHH;

- BECTH YYETHBIC PETUCTPAIMOHHBIC (DOPMBI, HCIIOIB30BATh UX JIJIsi HHPOPMAITMOHHOM paboTHI,

- obecrieunBaTh KOHPUIACHITMATHHOCTh HH(POPMAIIHH;

- OIIEHUBATh PE3y/IbTATHl B paMKaX MOCTABICHHBIX 3a/a4;

- OCYIIECTBIIATh KOHTPOJIb UCIIOJTHCHHS TOPYICHUH PYKOBOJUTES COTPYIHUKAMU;

- 00IIATHCS C TOCETUTEIISIMHU;

- YCTaHaBJIWBATh KOHTAaKT C COOECEJTHHMKOM, IOJJICP)KMBATh W pa3BHBATh JICJIOBYIO Oeceny B
nporecce TeJIeOHHBIX IEPETOBOPOB;

- CIUTAKUBATh KOH(MIMKTHBIC U CIIOKHBIC CHTYAIlMH MEKITMYHOCTHOTO B3aMMO/ICHCTBHS,

- MPUHUMATh MEPBI M0 PA3PEIICHUI0 KOH(DIUKTHBIX CUTYaIUi;

- HCIIOJIB30BaTh YCTAHOBJICHHBIC IIPABHJIA U MPOIICTyphl KOMMYHUKAIIUK BHYTPH OPTaHU3AIIHH;

- CO3/1aBaTh MOJOKUTEIBHBIN UMUK OPTaHU3AIIHH;

- COOMIOATh CITYKEOHBIN STUKET.

HMeTh MPAKTUYECKHI OMbIT:

-  WCTIOJB30BAaHUS OPraHW3AIMOHHON TEXHUKH JJs oOecredeHus MpoecCHOHATHHON
NeSITeITbHOCTH;

- Y4acTus B IIOATOTOBKE U IIPOBEIACHUU ACIIOBBIX MEPOIPUATHH, IIPUEMA II0CETUTENEH;

- BeZICHUS TeNe(pOHHOTO OOCTYKUBAaHUSI, IPUEMa U Tepeaun HHPOPMAIIUH.

B pe3yabTaTre 0CBOCHHSI NMPOrpamMMbl CHENHMAJTHCT AoJKeH o0jgagath oommMu (OK) u
npogeccuonanbubiMu (IIK) koMnerennusamm:

Kon HaumeHnoBaHue pe3yJbTaTta 00y4eHHs
OK 1. [ToHrMaTh CYIIHOCTH M COLMATIBHYIO 3HAUMMOCTh CBOEH Oyaymiei mpodeccun,
MPOSIBJISITh K HEM YCTOWYMBBIN HHTEPEC
OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JEATENBHOCTh, MCXOAS M3 LEIU M CIIOCOOOB ee
JOCTH>KEHUS], ONPEAETICHHBIX PYKOBOAUTENEM
OK 3. AHanu3upoBaTh pabOYyl0 CHUTYAIMIO, OCYHISCTBIATh TEKYIIMH W HTOTOBBIN

KOHTPOJIb, OLEHKY M  KOPpPEKLIHI0O COOCTBEHHOW  JEATEIbHOCTH, HECTH
OTBETCTBEHHOCTD 32 PE3YJIbTaThl CBOEH pabOTHI

OK 4. OcymiecTBISITh TOUCK HHPOPMAIHH, HEOOX0IUMOH 7151 3(h(PEKTUBHOTO BBHITIOTHEHUS
pohecCHOHANBHBIX 33124

OK 5. Hcnonb3oBaTh HHPOPMAITMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHUHU B
poecCHOHATLHOM e TEIILHOCTH

OK 6. Co0mroaTh AEI0BOM ATHUKET, KYIbTYPY U IICHXOJIOTHYSCKHE OCHOBBI OOIIICHMS,
HOPMBI U ITpaBUJIa MMOBCACHUA; UCITIOJIB30BaTh MCTOABLI U CPCACTBA ACTIOBOTO
oOuIeHus

OK 7. CaMocCTOsATEILHO ONPEACIIITh 33]Ja4H MPO(HeCCHOHATBHOTO M IMYHOCTHOTO
Pa3BHUTHSI, 3aHUMATLCS CAMOOOpPa30BaHNEM, OCO3HAHHO IJIAHUPOBATH IMOBBIIICHUE
KBTI (DUKAITIT




OK 8. Cobmronats TpeboBaHMs 6€30MaCHOCTH TPYAA, MOXKAPHON O€30MaCHOCTH,
CaHUTAPHBIX HOPM M HOPM OXpaHbl TpyAa

K 1. Koopaunuposats paboty oduca (mpueMHON pyKOBOAUTEINS), OPraHHU30BHIBATh
MIpUEM MOCETUTEIEH

IIK 2. OcymecTBIATh TeneQOHHOE 00CTyKUBAaHHUE.

IIK 3. OcymecTBisTh paboTy MO MOATOTOBKE M MPOBEICHUIO COBEIIAHUMN, 3aCETaHUI,
JICJIOBBIX BCTPEY, IPUEMOB U MPE3EHTALNI

TIK 4. Ocy1iecTBISITh NOJATOTOBKY JIEJIOBBIX MOE3/10K (KOMaHIUPOBOK) PYKOBOAUTEIS U
JIPYTUX COTPYAHUKOB OpraHU3aluu

IIK 5. Opraan3oBbIBaTh paboyee MECTO CEKpeTapsi U PYKOBOIUTEIIS




YUEBHBIN ILJIAH

Ne HaumenoBanue moayJis Bcero B Tom umncie ®opma
n/n 4acoB Jleknun | Ilpaktuy. | IIpomesxk. | KOHTPOJIA
3aHATHUSA U UTOT.
KOHTPOJIb
1 | BBenenne B npogeccuro 6 2 2 2 3auer
2 | OCHOBBI MEHEIKMEHTA 6 2 2 2 3auer
OpPraHM3aluHu
3 | HopmaTuBHO-IpaBoBoOE 6 2 2 2 3aver
o0ecreyeHue neATeILHOCTH
cekperaps
4 | Oxpana Tpyaa 6 2 2 2 3auer
5 | Opranm3zanuoHHoe 80 46 32 2 3auer
o0ecrieyeHue ynpaBJeHH sl
6 | JlokyMeHTallHUOHHOE 50 24 24 2 3auver
o0ecrieyeHue ynpaBJieHU s
7 | KonpuaenuuaabHoe 16 2 2 2 3auer
AeJIONPOU3BOJACTBO U
3alUTa HHPOPMALMHU
8 | HudopmanunoHHblie 30 8 20 2 3auer
KOMIILIOTEPHbIE
TEXHOJOTUM U TeXHUYeCKHe
CpeACTBa yIpPaBJeHUs
9 | [Icuxos0rus A€JI0BOTO 30 22 6 2 3auver
o0neHus.
IIpodeccuonanbHas ITHKA
M J1eJIOBOI DTHKET
cekperaps
10 | YyeOHasi npakTUKa 80 - 78 2 3auer
11 | KpanuduxkaumoHHbII 10 10 Tect
IK3aMeH J.9.
BCET'O 320 120 170 30




YUEBHO-TEMATHYECKHH ILJTAH

HaumenoBanue moayJist

Bcero
4acoB

B ToM uncie

Jlexknuu

IpakTuy.
3aHATHUSA

Ipome:xk.
U UTOT.
KOHTPOJIb

dopma
KOHTPOJIsA

BBenenue B npogeccuio

2

2

3auer

1.1

OCHOBHBIE TEPMUHBI U
ompeneneHus B cepe
OpraHM3alUOHHOTO U
JTOKYMEHTAI[HOHHOTO
o0ecrieyeHus yrpaBieHUsl.

1.2

Nudopmanusi, ee BUIBI 1
cBoricTBa. QyHKIIUU
nH(popMaIuu.

[IpoMexkyTouHas arrecTauus

OCHOBBI MEHEI;KMEHTA
OpPraHM3auuu

3auer

2.1

[TpyHIMIIBI 1 METOABL
ynpasieHus. OyHKuuu
YIPaBJICHHUS.

2.2

Opranu3zanus Kak cucTeMa.
Omnpenenenue u oo1IIMe
XapaKTEPUCTHKH
OpraHu3aIMH.

[IpoMexkyTouHas arrecTauus

HopMaTtuBHO-nnpaBoBoOE
ol0ecrieyeHue
AeATeIbHOCTH CeKpeTaps

3auer

3.1

[IpaBoBas cucrema
Poccutickoii ®enepanuu.

3.2

l'ocynapcTBeHHbIE
CTaHJapTHI B cepe
JeTOTIPOU3BOICTBA U
MH(POPMAIIMOHHOTO
oOecrieueHrs ynpaBJICHHUS.

[IpoMexxyTouHas arrecTauus

[\

Oxpana Tpyaa

3auer

4.1

OxpaHa Tpyza u TEXHUKA
0e30macHOCTH Ha paboueM
MecTe.

4.2

TpeboBanust oxpansl Tpyaa B
aBapHUIHBIX CUTYalHUsIX.

[IpoMexkyTouHas arrecTauus

OpranusanuoHHoe
olecreyeHne ynpaBjaeHHs

80

46

32

3auer

5.1

[ToHsiTHE OpraHU3alIMOHHOTO
o0ecrieyeHus yrpaBiieHus,
ero BUJIBL, CTPYKTYDA,
GyHKIMH.

5.2

Nudopmanmonnoe




o0ecrieyeHre yIpaBIeHHUS.

53

Opranu3zanus Tene@oHHbIX
IIEPETOBOPOB.

54

Opranm3anus padoThl ¢
IIOCETUTCIIAIMU B HpI’IGMHOﬁ.

5.5

Opranuzanus
KOMAaHJIUPOBOK
PYKOBOJMTEIIS.

5.6

Opranuzanus coBeuiaHui,
IIPOTOKOJIBHBIX
MEPOINPHUSTHUM, IPE3CHTALIUH.

5.7

CepBupoBKa 4aitHOTO
(xodeitHOr0) CTONA B OhHCE.

5.8

Koopaunarust paboTbl
KYpPbEpOB M BOAUTEIIEH.

5.9

[TnanupoBanue pabouero
BPEMEHH PYKOBOJIHTEIISI.

5.10

[TnanupoBanue pabouero
BPEMEHH CEeKpeTapsi.

5.11

Opranuzanus pabodero
HPOCTPAHCTBA CEKPETAPS.

5.12

KoopauamnpoBanue paboTsI
COTPYIHUKOB OpraHU3aI[HH.

[IpoMexxyTouyHas arrecTauus

JdoxkymMeHTAMOHHOE
olecreyeHne ynpaBjieHHs

50

24

24

3auer

6.1

JIOKyMEHTUPOBaHUE
YIPaBICHUYECKOU
nestensHocTH. O0IIHe
HOPMBI U MTpaBuiIa
odopmIIeHHS TOKYMEHTOB.

6.2

[Tonstue cucremsr JJOY.
Opranunzanus ciryxo6s1 JJOY.
CTpyKTypa U OCHOBHBIE
¢bynkuuu ciyx6st JJOVY.

6.3

Knaccudukanms
JOKYMEHTUPOBAHHOU
nH(opMaIuu.

6.4

HopmartuBHO-1ipaBoBOE
obecrieueHre paboTHI C
AOKYMCHTAMH.

6.5

Knaccudukamms
OpraHHU3aIOHHO-
pacToOpsANTEIBLHBIX
nokymenToB (OPJ1).

6.6

[IpaBuna cocraBneHus u
odopmiteHus
OpraHu3alMOHHO-TIPABOBOM
JIOKYMEHTAIUH.

6.7

[IpaBuna cocraBneHus u
odopmiteHus
pacnopsIuTeIbHON




JOKYMCHTAIIUH.

6.8

[IpaBuna cocraBneHus u
odopmiteHus
MH(pOpPMaIMOHHO-
CIIPAaBOYHOM JOKYMEHTAIUH.

6.9

[TonsTne
JOKYMEHTO000pOTa, €T0
KOJIMYECTBEHHBIE
Ka4C€CTBCHHBIC
XapaKTEPUCTHKH.

6.10

IIpuem u nepBuyHas
00paboTKa BXOISAIINX
JIOKYMEHTOB.

6.11

CnpaBoyHo-
uHpOopMalMoHHAas paboTa ¢
nokymeHTamu. Pabora ¢
0azaMM JaHHBIX
OpraHM3aIlHH.

6.12

OnepatuBHOE XpaHEHHE
JOKYMEHTOB.

[IpoMexxyTouyHas arrecTauus

Konduaenunanbnoe
AeJI0NPOU3BOACTBO H
3alUTAa HHPOPMALMHU

16

12

3auer

7.1

CymHocTb, 387124 U
0COOEHHOCTh
KOH(PHUACHITHATHHON
uHpopmanuu. Buss
KOH(HUACHITHATHHON
uHpOopMaLUu.

7.2

[TepconanbHbie TaHHBIE.
CayxeOHas TaitHa.
[IpodeccuonanpHas TaitHa.
Kommepueckas TaitHa.

7.3

Onpenenenue cocraBa
KOH(UICHITHATEHBIX
JOKYMEHTOB.

7.4.

JIOKyMEHTUPOBaHUE
KOH(HUACHITHATHHON
uHpOopMaLUu.

7.5

Opranm3anus padoThl ¢
KOH(UICHIMATEHBIMH
JTOKYMEHTaMH. ¥Y4eT
KOH(UICHITHATEHBIX
JOKYMEHTOB.

7.6

[IpuHIUIIBI 3aIUTHI
nHpopmaruu. MeTonsl u
CpEeICTBA 3aIIUTHI
nH(popMaIuu OT yTepH,
Kpa)X¥l WJTU TIOPYH.

7.7

[ToreHmanbHbIE YTPO3BI
nHGOPMAIIMOHHOMN




0€30I1aCHOCTH.

[IpoMexxyTo4yHas arTecTanus

HNupopmannoHHbIe
KOMIIBIOTePHbIE
TeXHOJIOTUH U
TeXHHYECKHE CpeacTBa
yIpaBJeHUs

30

20

8.1

Knaccudukamms
TCXHHUYCCKHUX Cpe,Z[CTB
VIIpaBJICHUSI.

8.2

TekCcTOBBIN TPOLIECCOD
Microsoft Word.

8.3

TabmauaHbI poneccop
Microsoft Excel.

8.4

[Iporpamma nmoaAroToBKu
npe3eHTanmii Microsoft
PowerPoint.

8.5

[Ipunoxenue mis
yIpaBieHUs: 6a3aMu JJaHHBIX
Microsoft Access.

[IpoMexxyTo4yHas arTecTanus

Ilcuxosaorus 1ejoBOro
o0neHus.
IIpodeccnonanbHas ITHKA
M J1eJIOBOH DTHKET
cekperaps

30

22

9.1

CymHocTh, PyHKITUN U
CTpYKTypa oOreHus. Busibr
1 (hOpPMBI 1ETTOBOTO
o01IeHusl.

9.2

KoMMyHHKaTHBHAS CTOPOHA
o6mmenust. Ctriin oOLIEHNS.
HeepbanpHoe 0011ICHHE.

9.3

KynsTypa peueBoro
obmenus. [Tyomuunbie
BBICTYIUJICHHSI.

94

HpagscTBenno-
IICUXOJIOTUYECCKUEC
0COOEHHOCTH Cropa.

9.5

[Icuxonorunueckue
MCXaHHU3MBbI BIIUAHUSA HA
naptHepa. KynbTypa
CIyLIaHUSA ITapTHEpA.
Bapbepsl B 00111eHUN U X
MIPEO0JI0JICHUE.

9.6

JlenoBeie Oecennl. JlemoBbie
IIEPETOBOPBL. DTUKA
JIEJI0BOT0 OOIIEHUS

9.7

Ilcuxomorus KoaJeKTHUBA.
Oco0eHHOCTH O0IIEHUS B
KOJIJIEKTUBE «I10
TOPHU30HTAIIN.

10




Oco0EHHOCTH OOLLIEHUS «II0
BEPTUKAIIY.

KoHduukTe! B 1emoBoit

9.8 | cpene, UX TUIOJIOTHSI. 2 2
Paspemienrie KOHQIMKTOB.
DTHUKET TeNePOHHBIX
9 | [EPEroBopos. KynsTypa 3 5 1
" | nemoBol nepenucku. [Ipuem
1 OOIIICHHE C TTOCETUTEIISIMHU.
MMk cexperaps.
910 HckycerBo ) ’
caMmoIIpe3eHTallH U
BHEIIHUH BU]L.
Ctpecc u cTpeccoBbie
911 | cuTyauuu. Crioco0s1 1 } 3 ) 1
MIpUEMbI IMOLMOHAIIbHOM
CaMOpETYJISALHH.
[IpoMexxyTo4yHas arTecTanus 2 2
10. | YueOHasi NPAKTHKA 80 - 78 2 3a4er
1. | BBenenue B mpodeccuro. 4 - 4
5 OCHOBBI MEHEKMEHTA 4 i 4
OpraHu3alyu.
HopMmaruBHO-TIpaBoBOE
3. | obecnieueHue AeATEILHOCTH 4 - 4
CeKpeTapsi.
4. | OxpaHa Tpyna. 2 - 2
5 OpranuzanuoHHOE 20 i 20
o0ecrieyeHre yIpaBIeHHUS.
6 JlokyMeHTaIlmoHHOE 14 i 14
" | obecnieueHue ynpaBieHusl.
Kondunenmansuoe
7. | menonpou3BOACTBO U 3alllUTa 8 - 8
uHpOopMaLUu.
Nudopmannonnbie
g | KOMIBIOTEPHBIE TEXHONOTHA 14 i 14
Y TEXHUYECKHUE CPeACTBa
yIpaBIeHUSL.
IIcuxomorust neiIoBoro
OOIICHHUS.
9. 8 - 8
[TpodeccuonanpHas 3THKA U
JICTIOBOM ITUKET CEKPETapsl.
[IpoMexxyTo4yHas arTecTanus 2 2
11. KBamndukanuoHHbIii 10 10
IK3aMeH
TectupoBanue. 4 4 Tect
JleMOHCTpaliMOHHbIN 6 6 e
9K3aMEH.
BCEI'O: 320 120 170 30 —

11




YUYEBHAS ITIPOI'PAMMA
MOAYJIb 1. Beenenue B npogeccuro

Tema 1.1 OcHOBHBIE TEPMHUHBI U ONIPEICIICHUS B CPepe OPraHu3aIMOHHOTO 1
JOKYMEHTAITMOHHOTO 00ECTIeUYeHHsI YIIpaBICHUSI.

Jlexuusa. OCHOBHbBIE TEPMUHBI U ONIpeieNieHus B cepe OpraHu3aluoOHHOTO 1
JOKYMEHTAITMOHHOTO 00eCTIeUYeHHsI YIIpaBICHUSI.

Tema 1.2 Uudopmarnus, ee Bunbl u cBoiictBa. yHkiuu nndopmauu.

Jlexnus. Uadpopmanus, ee BuabI 1 cBoiicTBa. @yHKIIMKU HHPOPMALIUH.

[TpakTrueckue pabOTHI:

1. ITucbMeHHBIN WM YCTHBIN ONPOC HA 3HAHHE TEPMUHOB U ONpEIeNeHH B cepe
OpPraHU3aI[MOHHOTO U IOKYMEHTAIMOHHOT'O 00eCreueH s YIpaBICHUS.

2. [Ipoananu3upoBaTh TEKCT JOKYMEHTA U ONPEIEIINUTD:

a) Ka4ecTBO MHGOPMAIIMH C TOYKU 3PCHUSI HATMYHUS BCEX HEOOXOAMMBIX CBOHCTB HH(POpPMAIINH;

0) nHpOpPMAaLIMOHHBIE YPOBHU JIOKYMEHTA;

B) nH(OpMaIMoOHHBIE OaphePhl, MEMIAIONTNE BOCIPUATHIO HHPOPMAIIUH.

MOAYJIb 2. OcHOBbI MEHEIKMEHTA OPraHu3aluu

Tema 2.1. [TpuHUMIBI U METOABI yIIpaBiieHUsI. DYHKIIUU yIIPaBICHUS.

Jlexuus. IIpuHuyne!l 1 MeToas! ynpasiieHUs. DyHKIUY yIIpaBICHUS.

Tema 2.2. Opranuzanus kak cucrema. OrnpeeneHne 1 00IIre XapaKTePUCTUKHA OpTaHu3aIiH.

Jlexnus. Opranuzanus kak cucrema. OnpeeneHue 1 o0Ime XapaKTepUCTUKNA OPTaHU3aIIH.

[TpakTrueckue pabOTHI:

1.CripoeKkTupoBaTh OPraHU3aLMOHHYIO CTPYKTYPY OPTaHU3aLUU U CXEMbI HH(OPMAIIHOHHBIX
MOTOKOB MEXJ1y CTPYKTYPHBIMHU MOIpa3/iesieHus MU (B OyMa)KHOM HJIH AJIEKTPOHHOM BapHaHTE)
1100011 opranu3anuu Ha BbIOOP.

MOAYJIb 3. HopmMaTHBHO-TIPaBOBOe o0ecneYeHne 1esiTeIbHOCTH CeKpeTaps

Tema 3.1. IIpaBoBas cuctema Poccuiickoit denepanun.

Jlexuwus. [IpaBoBas cuctema PO.

Tema 3.2. 'ocynapcTBeHHBIE CTaHIAPTHI B chepe eTONpPOU3BOJICTBA U HHPOPMAIITMOHHOTO
obecrieueHus yrmpaBicHUsI.

Jlexnus. ['ocynapcTBeHHBIE CTaHAAPTHI B chepe 1eT0NPON3BOICTBA U MHPOPMALIMOHHOTO
obecrieueHus yrpaBicHUsI.

[IpakTuyeckue pabOTHI:

1. ITouck 3ajaHHBIX HOPMAaTUBHO-IIPABOBBIX aKTOB B cucTeMe «KOHCYIbTaHT-ITIOCY.

2. Pabota ¢ xinaccupukaTopaMyu TEXHUKO-3KOHOMHYECKOM U COIMaIbHONW MH(POPMALINH.

MOAYJIb 4. Oxpana Tpyaa

Tema 4.1. Oxpana Tpyna 1 TEXHUKA O€30MaCHOCTH Ha paboyeM MecTe.

Jlexmmsi. OxpaHa TpyJa ¥ TEXHHKA 0€30MaCHOCTH Ha paboueM MecTe.

Tema 4.2. TpebGoBaHusI OXpaHbI TPYAA B aBAPUHHBIX CUTYAIHIX.

Jlexmus. TpeGoBaHus OXpaHbI TPyAa B aBAPUIHBIX CUTYAITUIX.

[IpakTuyeckue pabOTHI:

1. OtpaboTka onpeeeHHBIX CUTYyaluil (KEHCOB), CBI3aHHBIX C OXPaHOU Tpyaa B oduce u
ABapHUITHBIMU CUTYaIUSIMHU.
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MOAYJIb 5. Opranu3zanuoHHoe odecrneyeHue yrpaBJjieHUus

Tema 5.1 [ToHsITHE OpraHU3AIIMIOHHOTO 0OECTICUCHHS YIIPABIIECHUS, €r0 BUJIBI, CTPYKTYpAa,

byHKINN.

Jlexuus. [lonsiTue opraHu3aliOHHOTO OOeCTIeUeHHs YIIPaBICHUs, €r0 BUAbI, CTPYKTYpa,
byHKIMN.

Tema 5.2. UndopmarnmonHoe oOecriedeHre yrpaBIeHUs.

Jlexuust. MapopmannonHoe odecrieueHre yrpaBieHusl.

Tema 5.3. Opranuzanus TenaedOHHBIX TEPErOBOPOB.

Jlexnust. Opranu3anus TeaeQOHHBIX IEPETOBOPOB.

Tema 5.4. Opranusaius padOThI C TOCETUTESIMU B IIPUEMHOM.

Jlexnust. Opranusanus padOThI C TOCETUTENSIMU B IPUEMHOIA.

Tema 5.5. Opranuzanus KOMaHIUPOBOK PYKOBOJIUTENS.

Jlexuusa. Opranu3zanus KOMaHANPOBOK PYKOBOIAUTES.

Tema 5.6. Opranuzanus COBeIIaHUM, MPOTOKOIBHBIX MEPOIPUSATHIA, MPE3ECHTALIHIA.

Jlexuusa. Opranu3zanus COBeLaHUM, TPOTOKOJIBHBIX MEPOIIPUATHH, TPE3CHTALIUH.

Tema 5.7. CepBupoBka vaiiHoro (koeitHoro) crona B opuce.

Jlexnus. CepBupoBKa yaitHoro (koeitHoro) croina B oduce.

Tema 5.8. KoopauHanusi paboThl KyphEpPOB U BOJIUTEICH.

Jlexnus. Koopaunanust paboThl KypbepOB U BOJUTEIICH.

Tema 5.9. IInanupoBanue pabouero BpeMEHH PYKOBOIUTEIS.

Jlexnus. ITnanupoBanue paboyero BpeMEeH! PYKOBOJIUTEIIS.

Tema 5.10. IlmanupoBanue pabouero BpeMEeHH CeKpeTaps.

Jlexnus. [TnanupoBanue paboyero BpeMEeHU CeKpeTapsl.

Tema 5.11. Opranuzarust pabo4ero mpocTpaHCTBa CEKpeTaps.

Jlexnust. Opranuzanus pabo4ero NpoCcTpaHCTBA CEKpeTapsl.

Tema 5.12. KoopauaupoBaHue paboThl COTPYIHUKOB OPTaHU3AIUH.

Jlexnus. KoopauaupoBanue paboThl COTPYAHUKOB OPTaHU3AIUH.

[TpakTrueckue pabOTHI:

1. lenoBas urpa «MoaenrpoBaHue IeI0BOTO Pa3roBopa Mo TenedoHy».

2. JlenoBas urpa «MojenupoBaHue pabOThI C TOCETUTEIISIMU B IPUEMHOM.

3. Opranu3zanus KOMaHIMPOBKH PYKOBOJIUTENS (110100p ONTUMAIbHON TOCTUHHIIBI U
aBHaperica).

4. CepBUpOBKa 4ailHOTO CTOJIA.

5. CrutanupoBath CBOM pabouuii 1eHb B oduce.

6. CipoeKTHpOBaTh BU3YaJIbHO B BU/I€ CXEMBI WJIM PUCYHKA (Ha OYMa)>KHOM MJIH 3JIEKTPOHHOM
HOCHTEIE) pabouee MECTO CeKpeTaps.

MOAYJIb 6. lokymMeHTallMOHHOE o0ecrieYeHre YIIPaABJIeHUs

Tema 6.1. JlIokyMeHTHpOBaHHUE YIIPABICHUECKOM AeaTenbHOCTH. OOIIHe HOPMBI U MTPaBUJIa
o OopMIICHHS TOKYMEHTOB.

Jlexmust. JlokyMeHTHpOBaHWE yIIPaBICHUYECKON JiesTeabHOCTH. O01I1e HOpMBI U TIpaBuia
o OopMIICHHS TOKYMEHTOB.

OO6111ue noa0KeHus o0 JOKYMEHTUPOBAHUIO YIIPABICHUECKOH J1eITeIbHOCTH.
YHu(UUIMPOBaHHBIE CUCTEMBI TOKYMEHTAIIMU. Y HU(PHUKAIMS ¥ CTaHIApTU3AIUs YIIPABICHUECKUX
JIOKYMEHTOB. Busbl 1okymMeHTOB; kiaccupukanus. OpraHu3aliOHHO-PACTIOPAIUTENbHbBIE TOKYMEHTHI
(OP[]). FOpunuyeckoe 3HaUCHUE TOKYMEHTOB.

Tewma 5.2. Tlonstue cucremsr [IOY. Opranuzanus ciayx0s1 JIOY. CTpykTypa 1 OCHOBHBIE
¢ynkuuu ciyx6s1 JJOVY.

Jlexmus. [Tonsitue cuctemsr JIOY. Opranuzanus cinyx0s1 JIOY. CTpykTypa 1 OCHOBHBIE
¢ynkuuu cyx6s1 JJOVY.
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[Ipouecc ynpaBieHus NpeaAnpusTHEM; IETIONPOU3BOJICTBO KaK YacTh yrpaBieHus. JJoKyMeHT.
Cxema opranuzaiuy paboThl ¢ JOKYMEHTaMH npeanpustus. Dopma opraHu3anuu AeI0MPOU3BOICTBA.
HupopMalinoHHO-A0KYMEHTAIIMOHHOE 00CTy>KUBAaHUE; CIIEIUAINCTHI Cy»0bl. OpraHnusaius Tpyaa B
OpraHu3alMOHHO-YIIPaBIEHUYECKOH cepe; yciaoBus Tpyna. JJokyMeHTalmoHHoe u
0e3/T0KyMEHTAIIMOHHOE O0CTYKUBaHHE PAOOTH PYKOBOIUTEIIS.

Tema 6.3. Kinaccudukarus 10KyMEeHTUPOBaHHOW HHPOPMALINH.

Jlexmus. Knaccudukarus JOKyMeHTHPOBaHHOW WH(OpMaITUH.

I'pynnbl 1OKYMEHTOB: BXOASIINE U UCXOIALINE; BHYTPEHHHUE U BHEIIHUE. OpraHnu3alioHHbIE U
HOPMAaTHUBHO-METOINYECKUE TOKYMEHTBI, UX UCIOJIb30BaHUE B IETIONPOU3BOICTBE. Buabl pabot ¢
JOKYMEHTaMH: 00paboTKa MOCTYNAIOIIUX U OTIPABIISEMbIX JOKYMEHTOB, YU€T KOJHUECTBA
JIOKYMEHTOB, pErucTpalus U UHAEKCHpOBaHUE JOKyMeHToB. HdopmannoHHo-cripaBoyHas pabora.
[opsiok BeeHUS ¥ UCTIONB30BaHMS CIIPABOYHBIX KapToTeK. MIHPOpMaImOHHO-TOUCKOBAs CUCTEMA
JUIst pabOoThI € TOKYMEHTaMH.

Tema 6.4. HopmatuBHO-IpaBoBo€ o0ecrieyeHne padoThl C TOKYMEHTaMHU.

Jlexuusa. HopmaTuBHO-1ipaBoBoe o0ecnieueHrne paboThl C TOKYMEHTAMHU.

Tema 6.5. Knaccudukaius opraHu3aiMOHHO-PaCTIOPIIUTENbHBIX JoKyMeHTOB (OP/I).

Jlexmust. Knaccudukarust opraHu3aiimOHHO-PaciopAIuTebHBIX JoKyMeHTOB (OP/T).

Tema 6.6. IIpaBuna cocraBienust 1 0(OpMIICHUS OpPraHU3alMOHHO-TIPABOBOM TOKYMEHTALIUH.

Jlexmms. [IpaBuna coctaBineHus 1 0OpPMIICHUSI OPTaHU3AIMOHHO-TIPABOBOM JOKYMEHTAITUN

Tema 6.7. IlpaBuna cocraBieHus: 1 0o(OpMIICHUS paciopIUTEIbHON TOKyMEHTAIUH.

Jlexmus. [IpaBuna coctaBneHus u 0OPMIICHUS PACIIOPSIAUTEIBHON JOKYMEHTAIINH.

Tema 6.8. IIpaBuna cocraBienust 1 odpopmiIeHUs HH(OPMAIIHOHHO-CIIPAaBOYHOMN
JIOKYMEHTAI1H.

Jlexnus. IIpaBuna cocraBienus U opopmiieHUs UHOOPMAITIOHHO-CIIPAaBOYHON JTOKYMEHTAIIUH.

Tema 6.9. TlonsiTHE TOKYMEHTOOOOPOTA, €r0 KOJNYSCTBEHHBIE M KAYECTBEHHBIE
XapaKTEPUCTHKH.

Jlexuus. [Tonsitue OKyMEeHTOOOOPOTA, €70 KOJTUYECTBEHHBIE U KAUYECTBEHHbBIE
XapaKTEPUCTHKH.

Tewma 6.10. [Ipuem u nepBuyHas 00pabOTKa BXOISIINUX JOKYMEHTOB.

Jlexnus. ITpuem u nepsuyHast 00paboTKa BXOIAMIUX JTOKYMEHTOB.

Tema 6.11. CnpaBouno-uH(popmaImoHHas padbota ¢ fokyMeHTamu. PaboTa ¢ 6azamu JaHHBIX
OpraHH3aI1H.

Jlexmus. CripaBouHO-uH(MOpMaImoHnHas pabora ¢ JokymMeHTamu. Pabora ¢ 6azaMu JaHHBIX
OpraHH3aI1H.

Tema 6.12. OnepaTuBHOE XpaHEHUE JOKYMEHTOB.

Jlexuus. OnepaTuBHOE XpaHEHNE JOKYMEHTOB.

[IpaBuiia xpaneHus A€l B CTPYKTYPHBIX MOAPA3ACTICHUSIX MPEANPUATHSI. APXUB MPEATIPUATHUSI.
OnTuManbHbII CPOK UCMONIB30BAaHUS JOKYMEHTOB J€I0NPON3BOACTBE. CpOKM XpaHEHUS JIE.
JIOKyMEeHTBI JOITOBpEMEHHOT0 XpaHeHus. [lopsaok yHuuToXeHus JoOKyMeHTOB jaen. OdopmiieHne
JIeJ1 [T apXUBHOT'O XpAaHEHUS; TIpUEM, Tlepeaaya aedl.

[IpakTrueckue pabOTHI:

[IpaBuna opopmiieHHUs] TOKYMEHTOB.

Ctunb ciyxe0HBIX TOKYMEHTOB.

OdunuanbHO-AETOBOM CTUIIb.

O61ue TpeboBaHMs K TEKCTaM JOKYMEHTOB yIpaBieHHs], HOPMBbI TEKCTOB JOKYMEHTOB.
Crioco0Obl TOKYMEHTUPOBAHUSI.

Cxema opranuzanuu paboThl C TOKYMEHTAMU MTPEANPUATHS.

Nzyuenue cnyx0b1 IOY opranuzanum.

Knaccudukanusi 1okyMEeHTUPOBAHHON HHGOPMAIIHIH.

O06paboTka BXOJAIMINUX TOKYMEHTOB.

O6paboTka HCXOAAIINX JOKYMEHTOB.

W3ydenne HOpMaTHBHO-TIPABOBOM TOKYMEHTALUHU IO 0()OPMIICHHIO JOKYMEHTOB.
Pabora ¢ oprannzannoHHO-pacoOPsIUTENbHBIMU JOKYMEHTAMH.
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13. Cocranenue 1 0OpMIICHHE TOJDKHOCTHOW HHCTPYKIIUM CEKPETaps-aIMUHUCTPATOPA.

14. Cocrasnenue u opopmileHHEe IPUKa3 IO OCHOBHOM JIeATETHHOCTH.

15.  CocraBnenue u ohopmiieHHE MECEM Ha OyMaXHOM HOCHTEIIE.

16.  CocraBnenue u ohopMIIeHUE MUCbMA-COOOIIEHUS YIEKTPOHHON TTOUTHI.
17. Knaccudukanms 1em0BbIX JOKYMEHTOB.

18. OdopmiieHne xKypHaiaa perucTpaliy BXOISAIUX JOKYMEHTOB.

19. Odopmienue xypHaia perucTpanii HCXOIAIINX JOKYMEHTOB.

20.  Odopmiienue nen i apXUBHOTO XpaHEHUS; IpHeM, Tiepeiada Jell.

MOAYJIb 7. KonpuaeHuuajabHoe 1eJJONPOU3BOACTBO H 3alIMTAa HH(POPMaLUH

Tema 7.1. CymHocTb, 321241 ¥ 0COOEHHOCTH KOH(pUACHIINATbHONH HHPOpMauu. Buas
KOH(puAeHIIMAIbHON HH(OpMaIuu.

Jlexnust. CymHoOCTb, 3314 U OCOOCHHOCTh KOH(pUASHIMaTbHON HHpOopMarun. Bus
KOH(puAeHIMAIbHON HH(OpMaIuy.

Kondunenmnmansnas qokymeHTHpOoBaHHas nHGopMarus. Llens u yciaoBust obecriedeHus
COXpaHHOCTH UH(OpMaIK Ha npeanpusituu. OcoOeHHOCTH BEJCHHUS 1E€JI0MPOU3BOJICTRA,
00€CTIeYNBAIOIETr0 YUEeT U COXPAaHHOCTh JJOKYMEHTOB, COJIEPKAINX KOMMEPUYECKYIO TaiHY.
OTBETCTBEHHOCTH 33 JJOKYMEHTHI.

Tema 7.2. Ilepconanbublie qannelie. CiayxeOHas TaitHa. [IpodeccnonanbHas TaifHa.

Kommepueckas Taiina.

Jlexnus. Ilepconanbubie nannusie. CiayxeOHas TaitHa. [IpodeccnonanbHas TaitHa.

Kommepueckas Taiina.

3akoHOJaTeNbHAS M HOPMATUBHAS 0a3a MPABOBOTO PETYIUPOBAHUS BOIPOCOB 3AIUTHI
NEePCOHAIBHBIX JaHHBIX. PyKoBosIIME TOKYMEHTBI IO 3alllUTE MEPCOHATBHBIX JaHHbIX. DenepanbHoe
3aKOHOJIATENILCTBO B 00JIACTH 3aLIUTHI IEPCOHATBHBIX JaHHbIX. DeaepanbHblil 3akoH oT 27 utong 2006
roaa Ne 152-®3 «O nepcoHaIbHBIX TaHHBIX». YKa3bl [Ipesuaenta Poccun u [ToctanoBnenus
[IpaBurensctBa PO, pernamentupyiomnme o0padoTKy MepCOHANBHBIX JaHHBIX. PykoBoasmye
TOKyMeHTHI peryisatopoB (Pockomuamzop, ®CTIOK, ®CB Poccun).

PykoBoasie TOKYMEHTHI 110 BoIIpocaM WH(popMaIoHHo#i 6e3onacHoctu. Konnenmus
nHpopmarmonHoi 6e3omacHocTy. [lonmutruka nHbOpMarmonHon 6e3omacHocTu. [lomoxxenue o
nopsiake 00paboTKM EpCOHANBHBIX JaHHBIX. O0eceueHne 0e30MacHOCTH MEPCOHAIBHBIX JaHHBIX
MIpU HEaBTOMATU3UPOBAaHHOM 00paboTke. ObecmneueHne 6€30MacHOCTH TPU AaBTOMATH3UPOBAHHOM
00paboTKe epCOHANBHBIX JaHHBIX B MH(POPMAIIMOHHBIX CHCTEMaX MEPCOHATBHBIX JAHHBIX.

Tema 7.3. Onpenenenne cocraBa KOH(OUICHIIMAIBHBIX TOKYMEHTOB.

Jlexnus. OnpeneneHne cocTaBa KOHPUACHIMATBHBIX TOKYMEHTOB.

Tewma 7.4. JlokyMeHTHpOBaHNE KOHPHUACHITMATHHOW HHPOPMAIIUH.

Jlexnus. JIokyMeHTUpOBaHHE KOH(PHICHIIMATHLHON HH(POpMAIUH.

Tewma 7.5. Opranuzanus padboThl ¢ KOHPUICHITUATLHBIMI TOKYMEHTAMH.

VY4er koH(UIESHITNATBHBIX JOKYMEHTOB.

Jlexuusa. Opranu3zanusi paboThl ¢ KOH(PUIEHITHAIBHBIMHI IOKYMEHTAMHU.

VY4er koH(UIEHITNATBHBIX JOKYMEHTOB.

Tewma 7.6. IIpuHIMTIBI 31U THI HH(DOPMAITUH.

MeTo/bI U CpeaCTBA 3aIIUTHl THPOPMAIIUU OT YTEPH, KPaXKH MU TTOPYH.

Jlexmust. [TpuHIMIIB 32U TH HH()OPMAITUH.

MeTo/b1 U CpeaCTBA 3aIIUTHl HHPOPMAIIUU OT YTEPH, KPaKH MU TTOPYH.

®opMbI HETaTUBHOTO BO3/IeHCTBHs Ha HHpopMaIuio. CriocoObl OTPUIIATETLHOTO BO3ICHCTBHS
Ha nHpopMmarmio. CpencTsa U METOABI 3aITUTHl HHPOPMAIUH.

Tewma 7.7. IloTeHnmaibHBIE YTPO3bI HHGOPMAIIMOHHON O€30MaCHOCTH.

Jlexnus. I[Torenmuanbable yrpo3bl HHOOPMAITMOHHON 6€30aCHOCTH.

[TpakTrueckue paboTHI:

1. OcoOeHHOCTH BeICHUS ICIOIPOU3BOJICTBA, 00ECIIEYMBAIOIIETO YUET U COXPAHHOCTD
JIOKYMEHTOB, COJIepKaIllUX KOMMEPYECKYIO TalHy.
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2. [Ipoananu3upoBaTh 3aJaHHBIA TOKYMEHT ¥ OMPEACIUTh HAJTUYUE U COCTAB
KOH(HICHIIMATHHON HH()OPMAIIH B HEM.

3. OTtpaboTKa ONpeeICHHBIX CUTYyallui (KEMCOB), CBSI3aHHBIX C 3allIUTON WH(OpPMAIUHU B
OpTraHH3aIIH.

4. N3yueHnne 1OKyMEHTOB MO BOIIpocaM HHGOPMAIIMOHHON O€30MacHOCTH.

5. W3ydenune koMIuiekca Mep 1o oxpaHe KOH(UACHIHNAIbHOW HHPOPMALIUH.

6. AHTHBUpYCHAs 3aIIUTa UHPOPMAIIHH.

MOAYJIb 8. UudpopManimoHHbIe KOMIIbIOTEPHbIE TEXHOJOTHN M TEXHUYECKHE CPeACTBA
ylpaBJeHus

Tema 8.1. Kinaccugukaius TeXHUYECKUX CPEACTB yIPaBICHUS.

Jlexnus. Knaccngukanus TeXHUUECKUX CPEACTB YIPaBICHHUS.

Pabouee mecTo nenonpousBoauTeNs. AnnapaTHOE U IporpaMMHoe obecrieueHrne DBM.
Knaccudukanms cpencts cBs3u. Tenekommynnkanun. KommbrorepHas cethb. JIokanbHast CeTh.
Knaccudukanus cpeacts THpaXXUPOBaHUSI.

[TpakTrueckue pabOTHI:

1. CpencTBa THPa)KUPOBAHUSI TOKYMEHTOB.

2. OO0cnyxuBaHHE KOMIIBIOTEPA: IPOBEPKA JUCKOB, AeparMeHTalus IUCKOB, 3alUTa OT
BUPYCOB, CPE/ICTBA aHAJIN3a pabOTHl KOMITBIOTEPA.

3. Tenedponnas cs3w. Tenedonnsie anmapatel. Munn-ATC. @akcuMUIbHAS CBS3b.

4. Pabora ¢ nokanbHOil ceThbio npeanpusTus. Pabora ¢ aneKTpoHHON TOYTOM.

Tewma 8.2. Texcrosriii mporteccop Microsoft Word.

Jlexnus. TexcToBslii mporeccop Microsoft Word.

Okpan Word. Mento u cuctema komana. Co3gaHue HOBOTO TIOKyMeHTa. PenaktupoBanue
TekcTa. KOHTeKCTHBIN TOMCK U 3aMeHa. PacionokeHue TeKCTa Ha HECKOJIBKUX YPOBHSIX CTPOKH.
MaremaTnueckne CUMBOJIBI. BcTaBKa CHMBOJIOB M CIIEIIMAIBHBIX CUMBOJIOB. COXpaHEHHE U OTKPBITHE
nokymeHTa. [IpoBepka opdorpaduu u rpaMMaTuku. PexxuMbl IpeicTaBICHHs TOKYMEHTOB Ha dKpaHe.
VYcranoBka napametrpoB ctpaHuilsl. [lpudTel, rpanuie! u 3anuBka. OTCTYIBI M BRIpAaBHUBAHUE.
[To3unuu Tabynanuu U MEXCTPOYHBIC HHTEPBAbl. MapKUpOBaHHBIE U HYMEPOBAHHBIE CITHCKHU.
Pacnionosxenne tekcta kosionkamu. CHOCKY U ipuMedanusi. Paborta ¢ Tabimmamu. Jlo6aBneHue
rpaduku K JOKyMeHTY. Pa3nensl, cTpaHuiibpl M KOMOHTUTYIEL. OrnaBnenue, ciiucku. CTuimu u padbora ¢
Humu. [IppuMeHeHne aBToMaTuueckoro gopMaTupoBaHus K TOKYMEHTY. PaboTa ¢ HeCKOIbKUMU
nokymeHTamu. [ledaTs JOKyMEHTOB, OochUTKa GakcoB. Co3aaHme HAKIIEEK U TedaTh aJpecoB Ha
koHBepTax. CepuitHbie ToKkyMeHThI. PaboTa ¢ mabmonamu. Co3nanue U uCnoyib3oBanue Gopm.
JlokyMeHThI cnusiHUS. JlomonHuTenbHBIe BO3MOKHOCTH MS Word. BeraBka runepcchuiok.

[TpakTrueckue pabOTHI:

1. Co3znanue u peJakTUPOBAHUE JOKYMEHTA.
2. dopmaTUpPOBAHKUE JOKYMEHTA.

3. Pabora ¢ TabnumaMu, KOJIOHKaAMH.

4. Ileyatb nOKyMeHTA.

Tema 8.3. Tabnuunslii nporeccop Microsoft Excel.

Jlexmust. Tabmuunsnii nporeccop Microsoft Excel.

Crtpykrypa unTepdeiica 371eKTpOHHOM TaOmuIbl. MeHI0 U OCHOBHBIC TOHATHS. OOBEKTHI
AJICKTPOHHOM TAONHIIBI U UX TTapaMeTphl (MoHATHe 00 00bekTax DT, crnocoOsl BhIIEICHUS 00BEKTOB
OT). lanusble, xpansmmecs B oo0bekrax DT (Tunsl gaHHbIX, QyHKIMH U popmyibl). BBoa u mpaBka
naHHbIX. TunoBsle AeiicTBUs Hag oObekTamu. Co3anue, peJakTHpOBaHUE Ta0JIMYHOTO TOKYMEHTA U
coxpaHeHue ¢aitioB padoueit kHUTH. OTKPBITHE, TOUCK U 3aKpbITHE (ailiioB paboueil KHUTH.
dopmarupoBaHue TaOIMIHOTO qOKyMeHTa. Co3/laHre U KomupoBaHue (GopMys B TAOJIMYHOM
nokymenrte. yHKIMM (MaTeMaTHYeCcKHe, JJOTUYeCKHe, CTATUCTHYECKHUE, AaThl U BPEMEHH, TEKCTOBLIE).
AHanu3 u 00paboTtka naHHbIx. DopMaTHpoBaHKEe YHCIECHHBIX BEIUYUH. MI3MeHeHe BHEITHETO BUAA
tekcTa. Mconb3oBanue obpamienus u 3ateHenus. [ledars paboueii kuuru. Co3ganue u 00padoTka
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nuarpamm. Pabota ¢ 6a30it manabIX. JloOaBieHue runepcchuiok. JomoaHUTEIbHBIE BO3MOKHOCTH MS

Excel.

[TpakTrueckue pabOTHI:

I. PaGora ¢ popmynamu.

2 Craructudeckas o00pabOTKa TaHHBIX.
3. Pabora ¢ auarpammamu.

4 Koxcomunmanyst naHHEIX.

Tema 8.4. IIporpamma noarotoBku npe3entanuii Microsoft PowerPoint.
Jlexnus. IIporpamma noaroroBku npesenrtanuii Microsoft PowerPoint.
[Ipencrasnenune o Power Point. O6bexT npunoxenus Power Point, 3anmyck u HacTpoiika

npunoxkenus Power Point. Coznanue npesenranuu. J{o6aBnenue s3pdexro mynbrumenua. Co3mpanue
MIPE3CHTAINH, COCTOSIIECH U3 HECKOIBKUX CiaioB. PaboTa ¢ coptupoBmmkom cnaiinoB. Co3nanue
YOPABJISIIOUIUX KHOTIOK.

[TpakTrueckue pabOTHI:

I. Co3nanue npe3eHTauu.
2. dopmaTHPOBAHUE TPE3CHTAINH.
3. BcraBka 3Byka, BUJ1€0, TUIIEPCCHUIOK.

Tema 8.5. Ilpwnoxenue 11 ynpasiaeHus: 6azamMu 1aHHbIX Microsoft Access.
Jlexnus. ITpunoxenue ams ynpasieHus 6a3amu g1anHbIX Microsoft Access.
[Ipencrasnenue o 6a3ze nanubix 1 CYB]] (ocHOBHBIE TOHATHS 0a3bl naHHBIX, CYDBJ] Access u

ee unTep(eiic). 3amyck u 3aBepiieHne paboThel Access. DIEeMEeHThI SKpaHa. IHCTpYMEHTBI CUCTEMBI
ynpasieHus 6a30ii manabix. Co3znanue, coxpanenue u 3akpoitue bJ[. OTkpeitue cymectByromux b/I.
Co3nanue Tabnuil 6a3bl JaHHBIX U TOCIEAyIoIIee n3MeHeHne. BBo nanubix. @opmMaTtupoBaHue
tabnuiel. [Touck nanubix. COpTUpOBKA U UCTIONIb30BaHUE (GUibTpoB. OpraHu3amus CBA3EH MEKITY
tabmuiamu. Co3nanue v u3MeHeHue Gopm. 3arpockl: OHATHE U OCHOBHBIE BUbI. Co3/1aHue U
u3MeHeHue 3anpocoB. Co3gaHue OTUeTa U U3MEHEHHE €ro BHEITHEro Buaa. [louToBble HAKIEHKH.
[Teuats oTueroB. MHTErpalus JOKYMEHTOB, CO3/IaHHBIX B Pa3JIMUHbIX MPUKIAIHBIX cpeaax. BeraBka
TUIEPCCHUIOK.

[TpakTuyeckue pabOTHI:

1. Co3zanne pensimoHHON 0a3bl JaHHBIX.

2. CoprupoBka 1 puabTpays JaHHBIX B 0a3e JaHHBIX.
3. Cozmanne GpopM, 3apocoB, OTYETOB.

MOAYJIb 9. [Icuxosnorus nenoBoro odouenusi. [IpogeccuonanbHas 3 TuKa u 1eJ10BOI

ITHKET CeKpeTaps

Tema 9.1. CymHocTh, PYHKIIUH U CTPYKTYpa 001eHus. Buasl u popMbl 1e10BOr0 00IIEHUS.
Jlexmust. CymHOCTh, GYHKIIMN ¥ CTPYKTYpa 00mmeHus. Buasl u popMbl 1€710BOTO OOIIECHUS.
Tema 9.2. KommyHukaTtuBHast ctopoHa oouienus. Ctunu oomenus. HeBepbanbHoe oO1ieHue.
Jlexms. KommyHukatuBHas cropona oomienus. Ctuim oomenus. HepepOanpHoe oOI1ieHue.
Tema 9.3. Kynbrypa peueBoro obmieHus. [TyOnudHbIe BRICTYIIIICHUS.

Jlexust. Kynbrypa peueBoro oomenus. [1y0nuanbpie BEICTYIUICHHUS.

Tema 9.4. HpaBCTBEHHO-TICUXOJIOTMYECKHE OCOOCHHOCTH CIIOPA.

Jlexmusi. HpaBCTBEHHO-TICMXOJIOTHYECKHE OCOOCHHOCTH CITOpA.

Tema 9.5. Ilcuxonoruueckre MEXaHU3MbI BIUSHUS HA TapTHEpPA.

Kynbrypa caymanus naptHepa. bapbepbl B 00111€eHUN U UX TIPEOA0TICHHUE.

Jlexuus. Ilcuxonornueckue MeXaHU3MbI BIUSHUS HA MapTHEpPA.

Kynbrypa caymanus naptHepa. bapbepbl B 00111€eHUN U UX TIPEOA0JICHHUE.

Tema 9.6. JlenoBeie Oecenpl. JlenoBbie IEPEroBOPhl. ITUKA JEIIOBOTO OOIICHUSI.

Jlexmus. JlemoBeie Oecenpl. [lenoBpie eperoBOphl. DTHKA JAEIOBOTO OOIICHHUS.

Tema 9.7. Ilcuxonorus komiekTuBa. OCOOEHHOCTH OOIIEHHUS B KOJUIEKTHUBE «I10 TOPU3OHTAIIN.
Oco0EHHOCTH OOIIECHHS «ITO BEPTHUKATIN .
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.HCKHI/IH. IIcuxonorus komrekTrBa. OCOOCHHOCTH O6I_HCHI/I${ B KOJIJICKTHUBE «I10 TOPHU30HTAIN).

Oco6eHHOCTH OOIIEHUS (10 BEPTUKAIM.

Tema 9.8. KonaukTsl B 1€710BOM cpefie, UxX TUMoNIOTHs. PazpernieHue KOH(IUKTOB

Jlexnust. KoHduuKTh B A€70BO# cpelie, X Tunojorus. Pazpenienre KOHQIUKTOB

Tema 9.9. Druker Tenedonnpx neperoBopoB. KynbTypa aenoBoit nepenucku. [Ipuem n
0O0IIeHUE C TOCETUTEISIMH.

Jlexmust. Otuket TenedoHHbIX eperopopoB. KymbTypa aenosoit nepenucku. [Ipuem u
00IIIeHUE C TOCETUTEISIMH.

Tema 9.10. Umux cekpetapsi. ICKycCTBO caMOIPE3€HTALIMU U BHEIITHUM BH/I.

Jlexuusa. Umumk cexperaps. FIcKyccTBO caMOIIpE3eHTAlMY U BHEILIHUM BUJL.

Tema 9.11. Ctpecc u crpeccoBsie cutyaruu. CriocoObl ¥ TPUEMBI SMOITMOHATBHOM
CaMOpETYIISILIUH.

Jlexmust. Ctpecc u crpeccoBblie cuTyanui. CriocoObl ¥ MPUEMbI SMOIIMOHATBLHOM
CaMOpPETYIISILIUH.

[TpakTrueckue pabOTHI:

1. Ilpaktukym «Ilo3Haii ceOs» (IICUXOIOTHYECKOE TECTUPOBAHHUE).

2. JlenoBbIe UTPBHI IO MEXIUYHOCTHOMY OOIIEHHUIO.

Y4yeOHasi NpaKkTUKA

Pazgen 1. BBenenue B npodeccuto

Tema 1.1. 3HaKOMCTBO C OpraHu3anueil, ee CTpyKTypoid, CITy>k00# cekpeTapuara.

Tema 1.1. 3HaKOMCTBO CHCTEMOW OPTaHU3AIMOHHOTO M IOKYMEHTAIIMOHHOTO 00ecTIeueHus
yIpaBIeHUS, TOTOKaMHU HH(POPMAIIHH.

Pazgen 2. OcHOBBI MEHEIKMEHTA OpraHU3aIuu
Tema 2.1. CocTaBiieHUE CXEMbI OPraHU3aINH, €€ CTPYKTYPHBIX MMOJPa3ACICHUN U TOTOKOB
uH(MOpPMAILIUU MEXTY MTOAPA3ICTCHHUSIMH.

Pasznen 3. HopmaTtuBHO-TIpaBoBOE o0ecTieueHre AeITeIbHOCTH CEKpeTapst

Tema 3.1. O3HaKOMJIEHHE C HOPMAaTUBHO-TIPABOBBIMU akTaMH Poccuiickoit denepauuu u
cyobekta Poccuiickoii @enepanuu, peryIupyomuMi e TeIbHOCTh OpraHu3alliu.

Tewma 3.2. O3HaKOMIIEHHE C JJOKaJIbHBIMU HOPMAaTUBHBIMH aKTaMHU OPTraHU3aLMH, B TOM YHUCIIE
perynmupyromux chepy AesITeTbHOCTA CEKPETapsl.

Pa3nen 4. Oxpana tpyna
Tema 4.1. IIpoxoxaeHre HHCTPYKTaXxa Mo OXpaHe TpyJa B OpraHu3alvu.

Pazgen 5. Opranuzanuonnoe odecrieueHue ynpaBieHUs

Tema 5.1. Ilpuem u pactpenenenue TeneOHHbIX 3BOHKOB.

Tewma 5.2. Ilpuem noceruteneii B MpUeMHON. YdeT MOCETUTENEH U 0(hOPMIICHHE TPOITYCKOB.

Tema 5.3. Opranuzanus KOMaHIUPOBOK pyKoBoauTens. 3aka3 ouneroB. OdopmieHue Bu3.

Tema 5.4. Opranuzaius COBEIIAHNH, TPOTOKOJIBHBIX MEPOTIPUAITUI, TPE3CHTAIIUMN.

Tema 5.5. CepBupoBka yaitHoro (ko¢eitHoro) crona B opuce. [Ipurorosienue ropauux u
IIPOXJIAUTEIIBHBIX HAITUTKOB.

Tema 5.6. KoopnuHanus paboThl KypbepoB U BOAUTEICH.

Tewma 5.7. IlnmanupoBanue paboyero BpeMEHH PYKOBOAUTEIIA.

Tema 5.8. IlnanupoBanue pabodero BpeMeHU CeKpeTapsi.

Tema 5.9. Opranuzanus pabodyero mpocTpaHCTBa CEKpeTapsl.

Tema 5.10. KoopaunupoBanue paboThl COTPYAHUKOB OPraHU3AIIUH.

Paznen 6. JlokyMeHTanIMoHHOE 0OecIieueHue yIpaBIeHUs
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Tema 6.1. CoctaBnenue, opopMiieHHE, peIaKTUPOBAHUE OPTaHU3AIMOHHO-PACTIOPSIUTEIbHBIX
JIOKYMEHTOB

Tema 6.2. CoctaBnenue, opopMiIeHHE, PEIaKTUPOBAHNE OPTaHN3AIIMOHHO-TIPABOBBIX
JIOKYMEHTOB

Tema 6.3. CoctaBnenue, opopMiieHHE, PEIAKTUPOBAHKUE PACTIOPSIAUTEIBHBIX JOKYMEHTOB:
MIPUKA30B, PACIIOPSHKCHUI;

Tema 6.4. CoctaBnenue, opopMiieHHE, PeIaKTUPOBaHHE HH(POPMAIIMOHHO-CITPABOYHBIX
JIOKYMEHTOB.

Tema 6.5. Pabota ¢ mokymMeHTaMu: NpueM, iepBuYIHasi 00paboTKa, pacrpeeICHHE 10
HUCITIOJIHUTECIIAM

Tema 6.6. PaboTta ¢ mOKyMeHTaMU: pErUCTpalysl TOKYMEHTOB, TOCTAHOBKA HA KOHTPOJIb,
CHSITHE C KOHTPOJIS, 00paboTKa U OTIIPaBKa UCXOSAIIUX JTOKYMEHTOB

Tema 6.7. PaboTta ¢ TOKyMeHTaMU: COCTaBJICHUE U OPOpMIICHUE TIATIOK ISl OTIEPATUBHOTO
XpaHEHUs JOKYMEHTOB.

Paznen 7. KonduaeHuuanbHoe qem0onporu3BOACTBO U 3aLIUTa HHPOPMALIUT

Tema 7.1. O3HaKOMIIEHHE C CUCTEMOW KOH(PUACHIIMAIHHOTO JIETOTPOU3BOJICTBA B
OpraHu3aIiu.

Tema 7.2. O3HaKOMJICHHE C CHCTEMOM 3aIUThl HH(OPMAITUU B OpTraHU3aIIH.

Pazgen 8. MadopmanimoHHbIe KOMITBIOTEPHBIC TEXHOJOTHH U TEXHUIECKUE CPEICTBA
YIIpaBICHUSA

Tema 8.1. PaboTa ¢ TeXHUYECKUMH CPEJCTBAMHU YIIPaBJICHUS, TPEICTABICHHBIMU B
OpraHu3aluu.

Tema 8.2. PaboTa Ha mepcoHATFHOM KOMIBIOTEPE C TAKETOM MPHUKIIATHBIX TPOTrpaMM
Microsoft Word.

Paznen 9. Ilcuxomnorus aenosoro obmenus. [IpodeccuonanpHas 3TUKA U JETOBOM 3TUKET
ceKkpeTaps

Tema 9.1. OnpeneneHue NCUXOJIOTMUECKOTO KIMMaTa B KOJIEKTUBE.

Tema 9.2. JlenoBoe oOmIeHHE.

Tema 9.3. CocraBieHue U pelakTHPOBaHUE TEKCTOB JOKYMEHTOB U TEKCTOB IYOJINYHBIX
BBICTYIUICHHH C TOYKH 3PCHHUS PEUEBOT0 3TUKETA M JOKYMEHTHOM JTMHTBUCTHKH.
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OLEHKA PE3VJIBTATOB OCBOEHUS ITPOI'PAMMBbI
@®opMbI ATTECTALMH:

Texkyumuii KOHTPOJIb 3HAHMIA:

[IpoBonuTcs mpemnogaBareneM, BEAYIIUM 3aHATHS B y4eOHOW Tpymie, Ha MPOTSIKEHUU BCETO
00yuenus mo [Iporpamme.

[IpomexyTouHAs aTTECTANMS:

OneHka KadecTBa YCBOCHHS OOYYarONIMMHCS COJEpXKaHUS dYacTh ydeOHOro marepuana.
HpOBO,Z[I/ITCSI B BUJC 3a4eTa nocpeaACTBOM TCCTUPOBAHUA niim BBITIOJTHCHUA 3aJaHusd,
npeaycMoTpenHoro [IporpamMmmoi.

HpOMe)KYTO‘-IHaH arTeCTalud 1o nporpaMme npcaHasHa4d4cHa ajid OUCHKU OCBOCHUS CIIYIIAaTCIIEM
MOyJIeH (pa3ienoB, MTUCIMIUIMH) TPOTrPaMMBbI U TIPOBOJIUTCS B BHJIC 3a4€TOB M (MJIK) 3K3aMeHOB. 1o
pe3yiibTaTaM JIIO6OFO N3 BUAOB UTOTOBLIX IMPOMCKYTOUYHBIX HCHBITaHHﬁ, BBICTABJIAKOTCA OTMETKH 11O
NBYXO0aTbHOM («yIOBIETBOPUTEIBHOY («3aUTEHO»), «KHEYIOBIECTBOPUTEIIBHOY («HE 3aUTECHO).

Ouenka Kpurtepun onenku

3auTeHo OrneHKa «3a4T€HO» BBICTABJISETCS] 00y4yaroneMycs, eCIl OH TBEpPIO
3HaeT Marepuaj, rPaMOTHO U MO CYIIECTBY HUCIOJIB3YET €ro, He
JIOTyCKasi CYIIECTBEHHBIX HETOYHOCTEM B OTBETE Ha TECTOBBIC
BOIIPOCHI WJIKM  BLBIIOJHAA  3adaHUA. HpaBI/IHBHO MMPUMCHSCT
TEOPETUYECKHE TOJIOKEHHs] TPU  PEHIeHUH  IPAKTHUECKUX
BOITPOCOB. Bna;[eeT HGOGXO,Z[I/IMBIMI/I HaBbIKaMU W NPUCMAMU HX
BbinosIHEHUA. Jlaetr He meHee 70% mNpaBUIBHBIX OTBETOB IpHU
pEIICHUH TECTOB.

He 3auteno Ornenka «He 3auTeHO» BBICTaBJISETCS 00yUYarOIIeMycsi, KOTOPBIN He
3HAE€T 3HAUYUTECIHLHOM JacTH Marcpuraia, J0IMyCKacT CYIICCTBCHHBIC
omuOku. HeyBepeHHO, ¢ OONBIIMMH 3aTPYJHEHUSMH PpEIIAeT
MPAKTUYICCKHUC BOIIPOCHL NN HE CIIPaBJIACTCA C HUMHAU
camocroATenbHO. Jlaer meHee 70% mnpaBUIIBHBIX OTBETOB MpHU
pEIICHUU TECTOB.

KBanngukanuoHHbIH 3K3aMeH:

OmeHka KadecTBa YCBOCHHUS OOYYAIOIIMMHCS COAEP)KaHHMS BCEro y4eOHOro Marepuana.
[IpoBomuTCS € LENBIO YCTAHOBIIEHUS YPOBHS 3HAHUN OOYYaIOUIMXCS, C YYETOM HPOTHO3UPYEMBIX
pe3ynbTaToB 0OydeHHs W TpeOoBaHUH K pe3ynpTaram ocBoeHus Ilporpammel. [IpoBoantcs B Buze
3ayeTa NoCPECTBOM TECTUPOBAHMS U TPOBEICHHS JEMOHCTPAIIMOHHOTO K3aMEHa.

OOyuaromuiicss JOMycKaeTcsl K KBATU(HUKAMOHHOMY 9K3aMEHY ITOCIIe M3y4YeHUs BCEX MOIYIEH,
pasnenoB u Tem IIporpammel B o0beMe, MPEIyCMOTPEHHOM JUISI TEOPETUYECKUX U MPAKTHUYECKUX
3aHATHH, @ TAKXKE YCHEITHO MPOLIE/IINM BCE TPOMEKYTOUHBIE aTTECTAIHH.

OOyuatommiics, ocBouBmmMii IIporpamMmy W ycmemrHo mpomenmnid KBaTH(pUKALMOHHBIN
9K3aMeH, BBIIACTCS YIOCTOBEPEHNUE CBUIECTEIBLCTBO O TOJDKHOCTH CITYKAIIETO.

Ouenka Kpurepum oueHku

3a4TeHO Onenka «3a4TEHOY BBICTABJIACTCS o0yyaromemycs,
IIPOJIEMOHCTPUPOBABIIEMY TBEPIOE U BCECTOPOHHUE 3HAHUSA
MaTepuaga, yMEHHE NPUMEHATHh IOJYYCHHBIE B paMKax 3aHATHH
[IPAaKTUYECKUE HABBIKM M YMEHMs. JlOCTMXKeHus 3a IepuoX
o0yyeHMss M PE3yJbTaTbl  NPOMEXKYTOUYHBIX  aTTECTaLUi
JEMOHCTPUPOBAIM  OTJIIMYHBIA  YPOBEHb 3HAaHUW M yYMEHUU
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oOyuatomierocsi. [Ipu permieHnH UTOTOBOrO TeCTa JaeT HE MEHee
70% npaBHJIBHBIX OTBETOB.

He 3aurteno

Onenka «He 3aureHO» BBICTaBIIAETCS 00y4aromeMycs, KOTOPbIi B
HEJOCTaTOYHOM MeEpe OBJAAC TEOPETUYECKHMM MAaTepHalioM,
JOMYCTHII Psii TPYObIX OIIMOOK NMPH BBINOJHEHUU MPAKTUYECKHX
3aJJaHUH, a TAK)Ke HE BBINOJHWI TPeOOBaHUM, MPEIbSBIAEMBIX K
MIPOMEKYTOUHBIM aTTecTanusM. JIoCTHKEHUS 3a epuoJi 00ydeHus
U pe3ynbTaTbl HWTOTOBOIO TECTHUPOBAHUS  JEMOHCTPUPOBAIH
HEY/I0BJIETBOPUTENbHBIN YPOBEHb 3HaHUMI u yMEHUI
oOyuatomerocs. [Ipu pemenun utorosoro tecra gaet meHee 70%
IIPaBHJIbHBIX OTBETOB.
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YCJIOBHUSA PEAJIM3ALIUN ITPOI'PAMMBI

TpeOoBaHus K KBAJINPUKAIUYN MeJATOTHYECKUX KAJAPOB, NpeAcTABUTe el NpeAnpUusITHl 1
OopraHmu3anuii, 00ecne4YnBaAKIIUX Peajn3anuio 00pa3oBaTebLHOr0 npoiecca.

TpeboBanus k 06pa3zoBaHUIO0 U O0YUEHUIO JIMIIA, 3aHUMAIOIIETO JOJDKHOCTD MPENOaBaTest:

Briciiee o0pa3oBaHme — CHOCHUAIMTET WIM MarucTparypa, HampaBiIeHHOCTh (TIPOQHIIb)
KOTOPOT'0, COOTBETCTBYET MPEIOIaBAEMOMY y4eOHOMY KypCY, NUCIUILIUHE.

JononmuurensHoe mnpodeccuoHaabHOe oO0Opa3oBaHME Ha 0a3e BBICIIET0  00pa3oBaHUS
(cenpanuTeTa WIM MarucTparypsl) — TpodecCHOHaNbHAs TIEPernoAroTOBKA, HANpaBIEHHOCTh
(mpo¢uitb) KOTOPOH, COOTBETCTBYET MPEMOIaBAEMOMY yUeOHOMY KYpCY, TUCIUIUIHHE.

TpeOGoBaHMsI K ONBITY MPAKTHYECKON pabOTHI U1, 3aHUMAOIIETO JOKHOCTh MPEToaaBaTeIs:

Crax paboThl B 00pa3oBaTeIbHON OpraHu3alyi He MeHee | rofa.

[Tpu Hanuyuu yyeHo# creneHu (3BaHus) — TpeOOBAHUS K CTaXy PaOOThI HE MPEABSIBISIIOTCA.

Oco0Ople ycrioBUsI TOMyCKa K padoTe:

OTcyTcTBHME OrpaHWYCHH HA 3aHITHE TIEIarOTUYECKON JeATEIhbHOCThIO, YCTAaHOBIIEHHBIX
3akoHoJaTenbcTBOM Poccuiickoit denepanmu.

[IpoxoxxneHue B YCTAHOBIEHHOM 3aKOHOIATENbCTBOM Poccuiickonn ®enepauuu mnopsake
aTTecTally Ha COOTBETCTBHE 3aHUMAEMOH JIOJKHOCTH

TpeOoBaHMsl K MATEPUATBbHO-TEXHUYECKUM YCJIOBHSAM.
OO6yuenne mpoBoautcs mo aapecy: 121087, ropog Mocksa, ynuna bonbmas @unésckas, aom 4
(1 stax, momemnenue 1A, komHara Ne 2,3.4).
Bce 3anmmaemble TOMEIIEHUST COOTBETCTBYIOT 00s3aTeNIbHBIM HOPMaM TIOXKapHOH 0e301MacHOCTH
1 TpeOOBaHMUIM CAaHUTAPHO-ITUIEMHUOIOTHIECKUX CITYKO.
B yueOHOW ayauTopuu TPOBOMATCS TEOPETUYSCKUE U MPAKTUYCCKUE 3aHATHUSL
AyIUTOpUM OCHAILEHBI: MapTaMH, CTYJIbSIMH, BCIIOMOTaTelbHBIMM IIKaQamH, TOCKOMH,
TEJICBHU30POM.

Tpe6oBannsi K ”HPOPMAIIMOHHBIM U Y4eOHO-METOAMYECKUM YCI0BUSIM.

Cnmcox aurepatypsl

1. Boprenko, 5.51., Kupcanosa M.B. Oducusie Texuonoruu [Texcer]/ 51.51. Boprenko, M.B.Kupcanosa. —
Hosocubupck: N/ «udpa-M», 2006.

2. T'anaxos, B.B. Cekperapb-pedepeHT BBICOKOH KBalM(UKaLUK: OpraHU3alusi CEKPEeTapcKoro Jelna
[Texcr]/ B.B.I'anaxoB. — M.: OUII Axanemus, 2007.

3. KabGanosa, JI.A. JlenoBas kyneTypa [Tekcr]/JI.A.KabanoBa. — M.: «Axagemknura», 2010.

4. Kucenés, C.B. Oducnoe ocopynoBanue [Tekcr]/ C.B. Kucenés, O.H. Hemumosuu. — M.: OUIL]
Axanemus, 2008.

5. Kiumenko, C.B. JlokyMmeHnTrpoBaHue ypasieHueckoi aestenbHoctu [Tekcet]/ C.B.Kaumenko. — M.:
OUI] Axanemus, 2005.

6. JlenkeBuy, JI.A. Koutponbubie MaTepuansl mo mpodeccun "Cekperapp" [Texcr]/JLLA. JlenkeBuu. —
M.: OUL] Akagemus, 2010.

7. Jlenkesuy, JI.A. IlepconanbHblil komnbioTep B padote cexkperaps [Tekct]/JI.A. Jlenkesuu. — M.: OUL]
Axanemus, 2007.

8. Cankos, B.B. UH(hopMalinoHHbIE TEXHOJOTHH U KOMIIbIOTepU3alus aenonpoussoactea [Tekct]/ B.B.
Canxos. -M.: OULl Akanemust, 2010.

9. CeupuzioBa, M.IO. UH(hopMalmoHHbIE TEXHOJOTUU B o(uce: mpakTU4eckue ynpaxHeHws |[Tekcr]/
M.IO.CBupugosa. — M.: OUII Akagemus, 2010.

10. Ceupugora, M.}O. Co3nanue mpesenranuu B Powerpoint [Texcr]/ M.FO.Ceupumosa. — M.: OUL]
Axanemus, 2010.

11. Ceupunora, M.IO. TekcroBsiii penakrop WORD [Tekct]/ M.IO.Ceupugosa. — M.: OULl Axagemus,
2010.
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12. llenamora, I'.M. Dtuker nenosoro odmienus [Tekcr]/ I'.M.Illenamosa. — M.: OUIL] Axagemus, 2010.
13. llenuxoB B.B. Ilpocras u 3aka3nas nucbMeHHas koppecrnonaeHius [Tekcr]/ B.B.Illenuxos, H.H.
Iueipesa, I'.I1. 'aeproBckas. — M.: OUL] Axkanemus, 2009.

Iepuoguyeckne n31aHuA:
1. Kypnan «Cekperapckoe Aemno»
2. XKypuan «/lemomnpon3BoacTBO»

I[OIIOJIHI/ITQJIBHBIC HCTOYHHKH:

1. Tanenko, A.II. OdopmieHre TeKCTOBBIX M TpadMUYECKHX MaTepHaNoB MpPH TOATOTOBKE JHILIOMHBIX
MIPOCKTOB, KYPCOBBIX M MHCHMEHHBIX 3K3aMeHAIMOHHBIX pador (TpedoBanust ECKJI) [Tekct]/ A.Il. T'anenko,
M.N.Jlancaps. — M.: OULl Akagemus, 2008.

2.Kny6 mpodeccHOHANBHBIX — cekpeTapeil  [DIeKTpoHHEI  pecypc]. — PexuM  Jocryma:
http://old.clubsecretary.ru/, cBOOOHBIN. — 3arJI. C 3KpaHa.
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