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1. O0mme noJiokeHUst

1.1. HopmaTuBHO-IpaBOBBIE OCHOBBI pa3pabOTKH MPodhecCUuOHATBHON
o0pa3oBaTeIbHON MPOrpaMMBI

HopMmaTtuBHOI 0CHOBOI pa3pabOTKK MPOrpaMMbl BHICTYHAIOT:

- ®enepanbHbiil 3akoH OT 29 nexadbps 2012 r. N 273-d3 «O6 ob6pazoBaHuun
B Poccuiickon ®enepanuny;

- [Topsiok opraHu3alivy U OCYILECTBIEHUS 00pa30BaTEIbHON J1EATEIbHOCTH
0 OCHOBHBIM MpOrpaMMaM MPO(PECCUOHAIBHOTO OOy4YeHHMs, YTB. MPUKA30M
MunucrepctBa oOpa3zoBanus u Hayku P® ot 18 anpensa 2013 r. N 292;

- Ilepeuens mpodeccuii pabouux, MODKHOCTEH CIyXalluX, MO KOTOPBIM
ocyuiecTBisieTcsl npodeccruoHanbHoe OOy4eHHe, YTB. MpUKa3oM MMHHCTEpCTBA
oOpazoBanus u Hayku P® ot 2 utons 2013 r. N 513;

- Tlpodcranmapr: 07.002 «CnenmuanucT 1O OpPraHU3AIMOHHOMY U
JOKYMEHTAIIMOHHOMY 00€CIIEUEHHUI0 YIIPaBIEHUSI OpraHu3aleil», yTB. MpuKka3om
MuHucTepCcTBa TPYya U COUMAIbHOM 3anuThl PO ot 6 mas 2015 r. N 276H - O6
YyTBEpXKJECHUN  mepeuHed  mpodeccuii U CHEUUAIbHOCTEH  CpeHero
npodecCHOHaNbHOIO 00pa3oBaHMs, pean3alnns 00pa30BaTENbHBIX MPOrPaMM IO
KOTOPBIM HE JOMYCKAeTCsl ¢ IPUMEHEHHEM MCKIOYUTEIBHO 3JIEKTPOHHOIO
oOyueHus,  JUCTAaHLUMOHHBIX  OOpa3oBaTelnbHBIX  TexHonoruii,  Ilpuka3s

MunwnctepcTBa oOpazoBanuss U Hayku Poccuiickoii deneparuu ot 20.01.2014 N

22.

1.2 HopMaTuBHBIN CPOK OCBOCHHUS MPOTPAMMBI U OpraHU3alns 00ydeHUs

[IpomomkuTenbHOCT O0ydYeHHs MO TporpamMme  MmpodecCHoHaTbHOMI
MOATOTOBKE ycTaHoBieHa 272 4acoB (136 wacoB — 10 wmacc; 136 wacoB — 11
kiacc). ComeprkaHue NporpaMMbl BKIIFOYAET:

TEOPETHIYCCKUM 010K — 228 4acoB;

ydeOHas mpakTuka — 28 4acos;

KB (pUKanmnoHHY10 padboty — 16 gacos.



2. KpanmugpukanuonHbie TpedoBaHKs K Npodeccru 1eI0NPOU3BOAUTENb

CTaHJapTa CPeIHET0 MPO(HEeCCHOHATEHOTO 00Pa30BaHUs 110 CIIEIUATBHOCTH

46.02.01 «/lokyMeHTalIMOHHOE 00ECIIeYEeHUE YIPABICHUS U aPXHUBOBEICHUE.

[lo utoram oOy4eHHs ¥ YCIIEUTHOM aTTeCTalluy CAYLIATENH MOTy4YatoT
CBuaeTenscTBO 0 nNpodeccuu paboyero, TOJKHOCTHU CIIYKaLIEro ¢ IPUCBOCHUEM
kBamupukannu «Cexkperapb-aIMUHUCTPATOPY, JAIOLIEE IPABO HA BEEHUE HOBOT'O
BU/a PO(ecCUOHANIBHOM 1€ATENBHOCTH B CPpepe JOKYMEHTALIMOHHOTO

obecrieueHus ACATCIIBHOCTHU OPTaHU3aIUU.

KBasmmpukauus npucBauBaeTcs HA OCHOBAHUHU BbINIOJHEHHON MMCHMEHHOM

padoThI M HTOTOBOI0 TECTHPOBAHHUS.
VYpoBenb kBanupukaum — 3.

Bo3moxkHoe HaMMeHOBaHUe J0JKHOCTH, Mpodeccuu: CexpeTapb-

AIMUHHUCTPATOP.

Bun npodeccruoHaIbHOMI nearenbHocTH: OpraHu3almoHHOE U
JOKYMEHTAIIMOHHOE  oOeclieueHrue  yIpaBJICHHUs  OpPraHu3alUsAMH  JIFOOBIX
OpraHu3alMOHHO-TIPABOBHIX (POPM.

KBamudukanusa,  npucBanBaemasi  BBIIYCKHMKaM  00pa3oBaTelbHOMN
IpPOrpaMMBbl: CEKpPETaph PYKOBOJIMTEIIS, 2 KAaTETOPUSL.

HomxHocTHBIE 00s3aHHOCTH. OCyIIeCTBIsET pabOTy MO OpPraHU3alMOHHO-
TEXHUYECKOMY 00ecCIeYeHUI0 aIMHUHUCTPATUBHO-PACIIOPATUTEIBHON
NEATENbHOCTA PYKOBOAMUTENS MNpeanpusatus. [IpuHMMaer mnocTynaromyr Ha
pPaccMOTPEHUE PYKOBOAUTENSL KOPPECIIOHICHIINIO, MIEPENAET €€ B COOTBETCTBUU C
NPUHATBIM PEIICHUEM B CTPYKTYPHBIE MOAPA3JACICHUS WIA KOHKPETHBIM
UCIIOJTHUTENSAM JJIsl MCHOJIb30BaHMSI B Mpolecce padoThl JUOO MOATOTOBKHU
OTBETOB. Bener nenonpons3BOJCTBO, BBINOJHIET pa3IUyHbIE ONEpauuu C

MIPUMEHEHUEM KOMIIBIOTEPHOM TEXHUKH, TPeAHA3HAYCHHOU I cOopa, 00paboTKu



W TIPEACTABICHUS WHPOPMAIMK TIPH TOATOTOBKE H TPUHATHH PEHICHUH.
[IpyHUMAET AOKYMEHTHI W JIMYHBIC 3asABICHUS Ha TMOAMNKHCH PYKOBOIUTEIS
npeanpusatus. [loaroraBnuBaeT MOKYMEHTHI W MaTEpHANbl, HEOOXOAWMBIC IS
paboTel pykoBomuTens. CneauT 3a CBOCBPEMEHHBIM pPAacCCMOTPEHHUEM U
MPEACTABIICHUEM  CTPYKTYPHBIMH  TOJpa3feiCHUSIMH W KOHKPETHBIMHU
UCIIOJIHUTEISAIMA ~ JJOKYMEHTOB, IIOCTYIUBIINX HA HWCIOJHEHHUE, TPOBEPSICT
MPaBWIBLHOCT  OPOPMJICHUS  TOATOTOBJICHHBIX  IMPOCKTOB  JIOKYMEHTOB,
NepeIaBacMbIX PYKOBOJMTEIIO Ha TOJMKCH, OOECICUMBACT KAUYECTBEHHOE WX
penaktupoBanue.  OpraHuzyeT  TpoBeACHUE  TeICPOHHBIX  IEPETOBOPOB
PYKOBOJIMUTENS, 3alUCBIBAET B €r0 OTCYTCTBHE IMOJYUCHHYHO HWH(MOpMAIUoo u
JIOBOJIUT JIO €r0 CBEJICHUS €€ COACpKaHue, IepeiaeT U MPHHUMACT HHPOPMAIIHIO
110 TIPHEMHO-TIEPETOBOPHBIM yCTpOHCTBaM (Tenedakcy, TEIeKCy U T.IL.), a TaKKe
TeNePOHOTPaMMBI, CBOCBPEMEHHO JIOBOJAUT JO €ro CBEJICHUS WH(POPMAIIHIO,
NOJYyYSHHYI0O TI0 KaHaiaM cBsi3u. [lo TOpydeHWIo pPYyKOBOIUTENS COCTAaBIISICT
NUChbMa, 3allpoChl, APYTrde JOKYMEHTHI, TOTOBHUT OTBETHl aBTOpPaM ITHCEM.
BemonHseTr paboTy 1O MOATOTOBKE 3aceNaHWil M COBEIIAHWH, MPOBOIUMBIX
pykoBoauTeneM (cOOp HEOOXOAMMBIX MAaTEepPHAIIOB, OMOBEIICHHWE YYAaCTHHKOB O
BPEMEHH W MECTe TPOBEJCHHs, IOBECTKE IHS, MX PETUCTpalus), BEACT H
oopMIIsieT MPOTOKOJBI 3acefdaHuil M coBemanuil. OCyIecTBIsIeT KOHTPOJb 3a
UCTIOJTHCHHEM pa0OTHUKAMHU TPEIIPUATHS U3JaHHBIX IPUKA30B U PACIOPSKCHUH,
a TakXke 3a COOJIFOJICHHEM CpPOKOB BBHITIOJHCHHS YyKa3aHUH W TMOPYYCHHH
PYKOBOAMTENS TPEINpPHITHS, B3ATBIX Ha KOHTPOJb. Bemer KOHTPOJIBHO-
pEerHCTpalMoOHHy0 KapToTeky. OOecrieunBaeT pabouee MECTO PYKOBOIUTEIS
HEOOXOIMMBIMU  CPEJCTBAMU  OPTAHM3AIMOHHOW TEXHUKH, KAHIIEISIPCKUMU
MPUHAIICKHOCTIMH, CO3JAaeT YCJIOBHS, CMOCOOCTByOmue ero 3PheKTHBHON
pabore. IlewaTaeT mO yKa3aHWIO PYKOBOAUTENS CIYKEOHBIE MaTepHUAbI,
HEOoOXoMUMbIE IJIsi er0 paboThl, WJIM BBOAUT TEKYIIYI0 WH(MOpMAIUio B OaHK
naHHBIX. OpraHm3yer mnpueM TIOCETHTENeH, COACHCTBYEeT OIEepaTUBHOCTH
paccMOTpeHuss TPOChO U MpeioxkeHud padoTHukoB. dopmupyer nema B

COOTBETCTBUHU C YTBEPKICHHOM HOMEHKIIATYPOU, 00eCIeunBaeT UX COXPAaHHOCTb U



B YCTaHOBJICHHBIE CPOKU CJaeT B apxuB. KomupyeT 10KyMEHThI Ha IEPCOHATBLHOM
KCEpOKCe.

JloJbKeH 3HaTh: TOCTAHOBJIICHUS, PACHOPSDKEHMS, MPUKA3bl U JAPYyrue
PYKOBOJSIIIIME  MaTepuaibl M  HOPMATUBHBIE  JOKYMEHTBI, KacCaroIIuecs
NEATeIbHOCTH TPEANPUSITUS U BEACHUS JEJIONPOU3BOJACTBA; CTPYKTYpY U
PYKOBOJSIIMNA COCTaB TPEANPHUSATAS W €ro TMOApa3AeiCHUN; OpraHu3aiuio
JIEJIOMPOU3BOICTBA; METOABI oPopMiieHUST U OOpabOTKH JOKYMEHTOB; apXUBHOE
JIe70; ~ MAIllMHOMNKCh,  TpaBWia  TOJIb30BaHHUS  MPUEMHO-TIEPETOBOPHBIMU
YCTPOUCTBAMU; CTAaHAAPTHl YHU(PUIIMPOBAHHOM CHUCTEMBI OpPraHU3AIMOHHO-
pacropsAuTeIbHON JOKYMEHTAIlMU; TMpaBWwia Tie4aTaHUsS JCJIOBBIX IIHCEM C
UCIIOJIb30BAHUEM TUIIOBBIX (DOPM; OCHOBBI ATUKH W ACTETUKU; MpaBUia JEIOBOTO
OOIIIeHMS; OCHOBBI OpraHM3allMi TPyAa W YIPaBJICHHS; NpaBUjia IKCIUTyaTalluH
BBIYMCJIIMUTEIIBHON ~ TEXHHUKH;,  OCHOBBI  QJIMUHUCTPATUBHOIO  TMpaBa M|
3aKOHOJATENIbCTBA O TPYZAE; MpaBHiia BHYTPEHHETO TPYAOBOIO pPacIoOps/IKa;
IpaBUJIa U HOPMbI OXpaHbl TPY/a.

O6nactb npodeccCHOHaNBbHON NESITEIbHOCTH BBIITYCKHUKA: JIEATEILHOCTh B
CeKpeTapuarax, ciiy’)k0ax JOKYMEHTAIIMOHHOTO o0ecreueHusl, KaIpoBbIX CIIyx)Oax
U apXyMBaX TOCYJAapCTBEHHBIX OPraHOB M YUYPEKJIEHUW, B OpraHax MECTHOIO
caMOYIIpaBJIeHUs, HErOCYJapCTBEHHBIX OpPraHU3aIusiX BceX (popM cOOCTBEHHOCTH,
0OIIIEeCTBEHHBIX OPTaHU3ANMAX (YUPEIKICHUAX ).

OO0bexThl Tpo(decCHOHATBFHON JEeATENHbHOCTH BBITYCKHUKA: -TOKYMEHTHI,
CO37IaHHbIC JOOBIM crocooom JIOKYMEHTHUPOBAHUS; -CHCTEMBbI
JOKYMEHTAllMOHHOTO  00€CIeYeHUs1 YNPABICHUS; -CUCTEMBI  3JIEKTPOHHOIO

I[OKYMGHTOO60pOTa; -~dpXHUBHBIC JOKYMCHTEI, -IICPBUYHBIC TPYIOBBIC KOJLUICKTHBEI.



3. JIoKyMeHTBI, OHNpeAe/silolHe COAepKAHHEe M  OPraHHU3aLHUI0
o0pa3oBaTeJIbHOIO NpoLecca

3.1 KasengapHbiii y4eOHbIH rpa@uk

HopmaTuBHBINM CpOK OCBOEHHS TPOTrpaMMBL: 2 TO1a

®dopma oOydeHHS: 0UHO-3a0YHAS.

[IpopomxuTenbHOCTh O0yUeHus: 272 yaca.

3.2 Y4eOHDBIN IJIaH

HaumenoBanue pa3nena Bcero uacos
10 ka 11 kn
Pazgen 1. Opranuzanus tpyaa B opuce 16 -
Pazgen 2. Ocnamienne odrica opranu3aluoHHO- 16 -
TCXHUYCCKUMHU CPEACTBAMU
Paznen 3. Opranu3aius 1eI0pOU3BOJICTBA 80 76
Paznen 4. IlnanupoBanue U opraHu3aIys JAeTOBBIX 12 28
KOHTAKTOB
YuyeOHas npakTUKa 4 24
HroroBas pabora 8 8
NTOTI'O: 136 u 136 u
Conep:xanue pa3ieyjoB 4 TeM Bcero yacosn
Pa3nen 1. Opranusanus Tpyaa B opuce 16
Tema 1.1. BBegenme. Cekperapp B OpraHU3aLHH. 4 -

Cekpetapb B OopraHu3alii, CeKkperapb Ha TenedoHe,
CeKpeTaphb reception, cekperapp oduca, CeKperapb-

pedepeHT, oduc-MeHeKED aIMUHUCTPATOP),
CeKpeTapb-TIePEBOTIHK, MIOMOTITHUK (JTYHBINA
CEKpeTaph) PYKOBOJMTEIS, PYKOBOJIUTEIb

cekperapuara KsanudukanmonHsle TpebOBaHUS K
cekperapto. OcHOBHbIE (YHKIMM U OOS3aHHOCTH
cekperaps. JlenoBble U JIMYHBbIE KayecTBa CEKpeTraps.
O3HakOMJIEHHE C OCHOBaMHU CEKpETapCcKoro Jena B
pabore  cekperaps  pykoBoautens.  M3yuenue
OCHOBHBIX (YHKIHUNA ¥ 0O0si3aHHOCTEH cekperaps
PYKOBOIUTEIIS

Tema 1.2. Opranuzanusi pabouero mecrta cekperaps 4 -
CoBpemeHnHoe OCHAII[EHUE MOMEIIeHU
ympaBieHuYecKux ciyx0. TpeboBaHUsS K MOMENIEHUSIM
C y4eToM BHUJOB JEATEIbHOCTH, CHEUUPUKU
BBITIONHAEMBIX  Pa0OT U OKa3bIBA€MBIX  YCIYT.
NudopmanronHoe Tabmo, CTEHABI: WX Ha3HAuY€HUE,
HCII0JIb30BaHUE, TPEOOBAHMUS K PACTIOTIOKEHHIO.




Tema 1.3 OcHaienne pabouero Mecra cekperapsi.
PabGouee mpocTpaHCTBO cekperapsi: COOCTBEHHOE
pabouee MecTto, 30Ha TIpUeMa  IOCETUTENEH,
BCIIOMOraTesbHasl (Xo3siicTBeHHast 30Ha). MHTepbep
pabouero mecra. CpencTBa OPITeXHHKH Ha pabouem
Mecte. KoMmnbrorepHoe obecrieueHne paboyero Mecra.
TpeboBanus K pa3MENICHNIO TEXHUYECKUX CPEICTB Ha
pabouem MecTe. 3HavyeHne panmoHaIbHOe
opranuzaiuu pabouero mecra cekperaps. [Ipasuia
TEXHUKH O€30MaCHOCTH, THTUEHBI, JPrOHOMHKH H
pecypcocOepexennuss mpu paboTe CO CpeACTBAMH
uHbopMaTH3aUK ST 0OecredeHus]  HaJIeKHOTO
(YHKIIMOHUPOBAHUS ~ CpPeACTB  MH(GOPMAIMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTHI (HKT).
dopmupoBaHHE TaOHIIBI «OCHOBHBIE
JOKYMEHTAI[HOHHBIE M OPraHW3aIlOHHBIE OTepaIny
opuca» CoznaHue CTPYKTYpbl aBTOMATH3UPOBAHHOTO
pabouero mecta (APM) cekperapsi.

Tema 1.4. IlnmanupoBanue W opraHuzaiysi padbodyero
BpEMEHHU [Topsimox paboTHI PYKOBOTUTETIS.
Opranuzanys JJHYHOTO TPYAOBOTO Tporiecca. Pabodee
BpeMs U BpeMs oTeixa. CoCTaBlIeHHE U COTJIACOBaHUE
pabouero rpaduka ¢ pykoBoautenem. [lnanupoBanme
U opraHuzamus pabouero mHs. B3aumopeiicTBue ¢
PYKOBOJICTBOM W COTPYAHHKAaMH  OpraHU3alldu.
Koopaunarmust  paGotel  oduca.  Yyactme B
TUIAHUPOBAHUM paboyero HS PyKOBOAUTENS

Pasnea 2. OcHamenue oduca OpraHu3alMOHHO -
TeXHUYeCKHMH CpeICTBAMH

16

Tema 2.1. IlpaBuma paboThl ¢ OPHUCHONW TEXHUKOU
CpenctBa Majioll OPrTEXHUKH KaK 3JIEMEHT KYJIbTYpPhI
yrnpaBiieHueckoro Tpyaa. Kiaccudukanus cpencts
OPITEXHUKM M HUX OCHOBHBIE XapaKTEPUCTUKH.
W3ydyeHne 0CHOBHBIX XapaKTEPUCTUK OPTTEXHUKH.

Tema 2.2. HUcnonp3oBanue CTaHJIapTHOTO
MPOrpaMMHOTO  oOecriedeHusl sl  OpraHU3aluu
nenonpousBoAcTBa OCOOEHHOCTH — MCHOJIB30BaHUS
3JIEKTPOHHOM, TenerpadHo, TeJIETAITHOMH,
(aKCUMUIILHOMN CBSI3H.

[IpuBuMIIa MOATOTOBKU U MpOIeAypa mepeaaun/mpruemMa
JOKYMEHTOB. MeTo/iMKa MPOBEACHUS TPE3CHTALIUH.

OducHbie nHPOPMAITMOHHBIE CHCTEMBI.

DneKTpoHHBIE JTOKyMEHThl OdopMmieHHE OTYETHO -
TJIAHOBOM JOKYMEHTAINH c MOJIb30BaHUEM
CTaHJIAPTHOTO MIPOTPaMMHOTO OOecTieueHusl.

Pa3nes 3. Oprannsanus 1eJ10NpPOU3BOACTBA

80

76

Tema 3.1 Opranmzanusa aenonpousBoncTBa [lonsaTue
«IOKYMEHTAllMOHHOE  O0ecleuyeHue  yImpaBICHHsD)
(1enonpou3BOCTBO). Opranun3zanus
JEIONIPOU3BOCTBA. o3 «O06 uHpOopMaluy,
uHbOpMATU3ALMU M 3aluTe  HWHGOpPMAIUN.
Vcnosp30BaHue CpENCTB KONMPOBAHUSA JOKYMEHTA.

20

20




N3yuyeHne coBpeMeHHBIX TpeOOBaHUI K OpraHU3alUuu
JOKYMEHTAl[MOHHOTO  OOecHedeHus  yIpaBJeHUS,
IIPUMEHEHUIO COBPEMEHHOM oducHO U
BBIYHMCIUTEIBHON TEXHUKHU.

Tema 3.2 JlokymeHt, ero (yHKUHH, OCHOBHBIC
cnocoObl JOKyMeHTHpoBaHus. [IoHATHE O TOKyMEHTE.
Wudopmanmst u  gokymMeHT. DyHKIUU JOKYMEHTA.
O3HakoMJIeHHE c OCHOBHBIMH criocobamu
JOKYMEHTUPOBAHUA M MaTepUAIbHBIMU HOCUTEISIMU
nHpopmanuu. Opranuzanus paboThl C TEKCTOBBIMH,
rpadUYeCKUMH ¥ TPOYUMHU JTIOKYMEHTAMH.

20

20

Tema 3.3 Cucrembl JOKyMEHTAUWU. YHUPHKAIHUIA U
CTaHIapTH3AITHS. [TonsTHe «Cucrema
JTOKYMEHTAITUNY, ee MIPU3HAKH. [Monsitre
«yHUDUITUPOBAHHAS cucreMa  JOKyMEHTAIIHH».
[Tonarue Onank AokyMeHTa. Buawsl OmaHKOB, OOIIMIA
OnaHk, OJaHK mHUCbMa, OJaHK KOHKPETHOTO BHJIA

JIOKYMEHTA. IIpaBuna odopmIteHHS, y4era,
HCIIOJIb30BAHHUA W XPAaHCHUSA OJIaHKOB H PEKBU3UTOB
OpraHu3aIuHy. XapakTepucTuka u COCTaB

OpPraHU3allMOHHBIX JIOKYMEHTOB. XapaKTepUCTUKA U
cocTaB MH(GOPMAIMOHHO -CIPABOYHBIX JOKYMEHTOB.
Oznakomnenue ¢ ['OCT P 7.09 -2016 TpebGoBanus k
0(OPMIICHHIO JIOKYMEHTOB.

20

20

Tema 3.4 Howmenknarypa gen. OdopmieHue u
XpaHEHHe JIOKYMEHTOB 3aKOHOJATEIbHBIE aKThl U
HOPMAaTUBHbIE JOKYMEHThl IO OpraHU3al[MOHHO -
MpaBoBbIM (opMaM OpraHu3alus U MPEANPUATHH.
CucremaTuzanuss [JOKyMEHTOB U HX XpaHEHHE.
Homenknarypa nmen. Opranuzamus paboThl ¢
MOCTYHAIOIIUMHU JOKYMEHTaMHU: perucrparnus,
paccMoTpeHHre pyKOBOJCTBOM, UcHoigHeHue. OTnpaBka
ucxomsamux JokymeHtoB. Ilepemaua j10KymMeHTOB
BHYTpU opraHuzanuu. TpeOoBaHus K 0GOPMICHHUIO
JIeJl ¥ XPaHEHHIO TOKYMEHTOB.

20

16

Pasznen 4. [lllanupoBaHue U OPraHU3alMs 1eJT0BbIX
KOHTAKTOB

12

28

Tema 4.1 [lenoBas kynapTypa B mIpodeccuoHalbHOM
chepe. Ilonsarue penoBas KkynbTypa. JlenoBas
KylIbTypa KakK KOMIUIEKC OTHOLIEHUN YeJOBEKa K
npoueccy Tpyaa. KiroueBble KOMIIOHEHTHI J1€JI0BOU
KylnbTypbl. DOpMHUpPOBaHHE MO3UTUBHOIO JEIOBOIO
MMHJIKA OpraHu3aluy. 3HAYEHHUE JIEJI0BOM KYJIbTYpbI
B OpraHu3alld  CEKPeTapcKoro  oOCITyKHBaHUS.
[ToHsTHE KOpIIOpaTUBHAS KYJIbTYypa.

Tema 4.2 PaGorta cekperaps mo 0e30KYMEHTHOMY
oOciyxuBanuto. Paborta cekperaps B HpPHUEMHOI.
Opranmzanus  npuema  noceruteneil.  [Ipuem
COTPYIHUKOB 10 TEKYLIUM BOIpPOCAaM, IPHEM I10
JUYHBIM  BOIIpOCaM, TMpHEeM  TOCeTUTeNed  u3
CTOPOHHMX OpraHM3alMii, MpHeM KOMaHIMPOBAHHBIX,
npueM paeneranuii. Oprauuszanys JeJOBBIX KOHTAaKTOB

10




(mmanupoBanue, COIJIaCOBaHUE, MOATOTOBKA
nomMenieHus u ap.) HopMaTussl ciry>ke0HOTO peueBoro
9TUKETa [0 MPEIBAPUTEIBLHOM OpraHu3alud U
periaMeHTy IpoOBEAeHHS BCTped. 1peboBaHus K
rmapamerpaM M TEKCTy  BU3UTHOM  KapTOYKH.
Opranuzanusg ¥ [POBEIEHUE  MPOTOKOJBHBIX
MEpONPUITUH.

Tema 4.3 CoBemanus, ONEpaTUBHbIE COBELIAHMS, 4 10
MEPEroBOphl, Tpecc -KOH(EpEeHIUs, HWHTEPBbIO,
JIEJIOBbIE MPUEMBL. 3HAUYEHUE MPOTOKOJIbHBIX JEHCTBUI
B Opram3anuyd pabouumx BCTped, OQHUIHMAIBHBIX W
HEO(HUIMANBHBIX BH3WTOB, MPUEMOB JEJeTaIi.
JenoBble mpueMbl. YTOLIEHWE TOCETUTENEH B
kabuHere  pykoBoautens. CepBHpOBKa  CTOJA.
@ypuer. [IBenckuit cron. KokreinbHslil cTon. busHe
-maH4d. [loaroroBka KOMaHIMPOBOK U JIEJIOBBIX
MIOE3/I0K PYKOBOIUTENSI W JIPYTUX COTPYAHHUKOB

OpraHu3aIuy. Opranu3zaimoHHOE obecrieueHue
KOMaHAUpoBOK. KomaHAMpOBOYHBIE YIOCTOBEPEHHS.
Kypnan perucTpauuu KOMaHJAUPOBOYHBIX

yaoctoBepeHnil. CxemMa MOArOTOBKM KOMAHIMPOBKH.
KopnopaTtuBHble cTaHaapThl TeIeQOHHOTO OOLIECHUS.
CnyxebHas wuepapxus B TeJIePOHHOM pa3roBOpe.
Cekpetsl ycrnexa Tene(OoHHBIX NeperoBopoB. TemOp
rojoca, HWHTOHaUWW, JuKOUs. TpebGoBaHus K
npaBuibHON peun. [IpaBwima m Tpadapersl ydTHBOH
Oecenpl. Bxomsamue u ucxomsdmue 3BoHKH. Hadamo u
3aBepuIeHNe TeIePOHHOTO pa3roBopa

YueOHas npakTUKa 4 24

Wrorosas pabora 8 8

HUTOroBelidi KOHTPOJIb M OLEHKAa PE3YyJIbTATOB OCBOCHHUS MPOrPaMMbl

IPOXOJUT B (hopMe dK3aMEHA.



KOHTPOJIb U OINEHKA PE3YJIbTATOB OCBOEHMUS

PesyabTarhl

OcCHOBHbIE NMOKA3aTeJIU OIIEHKH
pe3yabTara

Koopaunuposats paboTy * opuca (nmpuéMHoMA
PYKOBOJUTENSA), OPraHW30BbIBaTH  MPUEM
IIOCETUTETICH

Ka4dyeCTBO BBITNTIOJIHCHUA TEXHHUYCCKHUX
GyHKIMI cexperaps MO OOECIEYCHHUIO W
OOCITY)KUBaHUIO  pabOTBl  PYKOBOAUTENS
OpraHH3aluH, HOAPA3ICITICHHS;
UCII0JIb30BAHUE OPTaHU3AIIMOHHON TEXHUKU U
CETeBBIX  pecypcoB  uig  obecredyeHus
poecCHOHATBHON JIeITeNbHOCTH; yMEHUE
OpraHM30BBIBaTh pabodyee MECTO CeKpeTaps H

pykoBoauTens ¢ y4€rom  TpeOOBaHMI
06€30MacHOCTH U SPTOHOMUKHU
OcymiectBiaTh TeneoHHOE OOCTYy)KMBAaHUE, | OIICHKA HABBIKOB BEACHHUS  TelIe(OHHOTO
NpUHUMAaTh W TMepenaBaTh (aKCUMUIIbHBIE | OOCHYy)XHMBaHUs, TpuéMa U  IMepeaavu

COO0IIIEHUS

uH(popmMauu 1o dakcy

OcymectBiath paboTy MO TOATOTOBKE U

OICHKAa HABBIKOB ITOATOTOBKHU W MPOBCACHUA

MIPOBEACHUIO COBELIAaHUH, 3acelaHul, | AETOBBIX  MEpONPUATHH,  0O0CITyKUBaHUS
JIEJIOBBIX BCTPEY, MPUEMOB U MPE3ECHTALIHI COBEIIIAHUH U 3aCeJaHUN PYKOBOIUTEIISI
OcymiecTBIATh MOJITOTOBKY JIETIOBBIX | OCYIIECTBIICHUE MMOJTOTOBKH JIENOBBIX

Moe30K  (KOMaHAWPOBOK)PYKOBOJUTENS U
JOPYTUX COTPYAHUKOB OpraHU3alNH

noe370K (KOMaHAWPOBOK) PYKOBOJAUTENS U
JPYTUX COTPYJHUKOB OpraHU3aIiH

OpraHn3oBbIBaTh pabouee MECTO CeKpeTaps u
PYKOBOUTEIS

OIICHKa YMEHHU OpraHW30BBIBaTh padouee
MECTO CEKpEeTapsi U PYKOBOJUTEIS C YyIETOM
TpeboBaHU 6€30MACHOCTH U SPTOHOMUKH




4. MATEPUAJIBHO-TEXHUYECKOE U METOINYECKOE
OBECIIEYEHUME ITPOI'PAMMOBI

Jlns mpoBefeHUs MPAKTUUYECKUX 3aHITUH B ayJIUTOPUHU, HCIOIb3YETCs
KOMIIBIOTEPHBIA KJlacC, OOOPYIOBaHHBIM KOMIBIOTEpAMH, MYJIbTUMEIUMHBIMU
cpencTBamMu oOydeHust (MPOEKTOP, SKpaH) U OPUCHON TEXHUKOUN: MPUHTEP, CKAaHED
n (akc, KomMpoOBalIbHBIC ammapaThl, W TMEPEIUICTHAs MallliHa, CKaHEepbl U
OpONTIOPATOPHI.

Hnst  obecneuenus 3pdexkTUBHOrO  00pa3oBaTENbHOrO  Mpolecca ¢
OPUMEHEHHEM  JIUCTAHIIMOHHBIX  TEXHOJIOTMH  CIymaTessiM  HeoOXOAMMO
clenyromiee MaTeprualbHOTEXHUYECKOE 00ecreyeHne: NePCOHAIbHbBIN KOMIIBIOTED
C BBIXOJIOM B HWH(POPMAIIMOHHO-KOMMYHUKAIIMOHHYIO ceTh «MHTEepHeTY,
rapauTypa (HaymIHUKM) W TporpaMMHOe obecnedeHue (maker OQUCHBIX
IPWIOXKEHUM, BeO-Opaysep).

JUist  yCHemrHoro OCBOEHHUS JTUCTAHIIMOHHBIX Yy4eOHBIX MOAYJEH OT
oOy4aromuxcs TpeOyeTcsi HaBbIK MCIOJb30BaHMS MEPCOHAIBHOIO KOMITHIOTEPA Ha
YpOBHE TIOJIb30BATENsl — OCHOBHBIE MpUEMbl PabOThl C¢ TeKCTOM, (aitmamMu u
nankamMd B nOpwioxkeHusx — Windows, pabora B mHG(OpPMAIMOHHO-
TE€JIEKOMMYHHKAalIMOHHOW cethn «VHTepHET» (B TOM 4YHUCJIE UCIOJIb30BaHUE
CEPBHCOB AJIEKTPOHHOM MOYTHI).

B kauecTBe METOAMYECKOTO COMPOBOXKACHHUS Mpejaraercsa ydeOHo-
METOJAMYECKAN MaTepuall, BKIIOYAKOUIAM: 3JEKTPOHHBIM KOHCIEKT JIEKIHM,
ANEKTPOHHBbIE YYEOHHMKH, MPAKTUYECKHE 3aJaHUsl, METOJUYECKHE PEKOMEHIalNN
[0  BBIIOJHEHUIO  MPAKTUYECKUX  3aJaHUil, BOMNPOCHI K  HUTOrOBOM

KBATHU(PUKAIIMOHHOM padoTe.
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