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1. XapakTepHCTHKA NPAKTHKH

IIporpamma y4eOHOW NpaKTHKU yCTAHABJIMBAET MOPSAOK OpraHU3alMy MPaKTHYECKOH
NOJATOTOBKM  ciymiatesied.  YyeOHas  MpakThKa  SBISETCS  4acTbl0  MPOrPaMMbI
npo¢eCCHOHATBHOIO OOYyYEHHUsI M0 OCHOBHOHM IporpamMme MpoQecCHOHaNbHOTO OOyuYeHHs o
JOJKHOCTH ciykaiux «Cekperapb-aIMUHUCTPATOP».

OcHoBHas mnporpamma mnpodeccuonaimbHoro ooOyuenus (III1O0) mno momxHOCTH
«CekpeTapp-aIMUHUCTPATOP», MPEJCTABIIET COO0M CHUCTEMY JOKYMEHTOB, pa3pa0OTaHHYIO U
YTBEPKJICHHYIO C Y4€TOM TpeOOBaHUI phIHKA TPYy/1a HA OCHOBE:

- [Ipukaza MunoOpnayku Poccun ot 02.08.2013 Ne 657 «OO0 yTBEep)KaeHUU
(benepaabHOro rocy1apcTBEHHOI0 00pa30BaTeIbHOIO CTaHIAPTa CPEIHEr0 NPOoQecCHOHaIBLHOIO
obpazoBanus mo npodeccun 034700.01 Cekperapw» (3apeructpupoBano B Muntocte Poccun
20.08.2013 Ne29483) (B pen. [Ipukaza Munobpuayku Poccun ot 17.03.2015 Ne 247);

- [Ipodeccronanproro  crapmapra  «CHnemuanucT 1O  OpPraHU3allMOHHOMY |
JOKYMEHTAllHOHHOMY  OOECIIEYEeHHI0  YIpaBJIECHUs  OpraHu3auuei»  (YyTB.  IpUKa30M
MunuctepcTBa Tpyaa u counanbHoi 3auuTsl PO ot 15 nrons 2020 roxa Ne 333n);

- [Ipukaza MunoOpuayku Poccum ot 2 mrons 2013 roma Ne 513 «O6 yTBepkIeHHH
[lepeunss mnpodeccuit paboumx, MOHKHOCTEH CIIyXKallMX, MO KOTOPBIM OCYIIECTBISETCS
npodeccuoHaIbHOe 00yUeHUe» B AIEHCTBYIOLIEH pellakiuiy;

- [Ipukaza Munmucrepcra IIpocsemenns Poccuiickoit ®deneparyn ot 26 aBrycra 2020 r.
438 «OO0 yTBEepKIECHUU TIOpSJIKA OpPTraHW3AMH W OCYIICCTBICHUS 0O0pa30BaTeIHHOU
JEeSITeIbHOCTH TI0 OCHOBHBIM MPOrpaMMaM Mpo(hecCHOHATBHOIO 00y4YeHUs». 3aperucTpUpOBaAHO
B Muntocte Poccun 11 certsops 2020 r. Ne 59784,

- [lono>xeHnst O MPAaKTUYECKOH MOATOTOBKE OOYyYaroIIMXCs, YTBEP)KICHHOE MPUKA30M
MunucrepcTBa Hayku U Bbicuiero oOpazoBaHusi Poccuiickoit ®denepauvu u MuHucTepcTBa
npocsenieHust Poccuiickoit ®@enepauuu ot 5 aBrycra 2020 r. Ne 885/390 (3apeructpupoBaH
MunucrepctBom toctunuu Poccuiickoit @enepanun 11 centsadpst 2020 r., peructpaiOHHBIHN
Ne 59778);

- [lucekma MunoOpHaykn Poccum ot 05.12.2017 Ne 06-1793 «O wmeTogmyecKux
pexomeHnauusax» (BMecre ¢ «MeToguueckMMHM pEeKOMEHJAMSIMHM 0  OpraHu3aluu
IPOXOXKJEHUsI 00y4aromMUMHUC NMPOo(ecCHOHAIBHOr0 00yUeHUs] OJHOBPEMEHHO C IMOJyYeHHEM
cpenHero oomero o6Opa3oBaHUs, B TOM 4HCIE, C HCIHOJIb30BaHUEM HH(MPACTPYKTYpPHI
npodeccHOHAIBHBIX 00Pa30BaTEIbHBIX OPraHU3aMi»);

- YcraBa AHO T10 «Komtemx nanoBaruit «IIpodeccrnonamy.

2. Leau u 3a1a4u y4eOHO# MPAKTHKHU

[IpakTuka opranmzoBaHa B (opme mpakTuyeckoil mnoAroToBku. Ilporpamma yueGHOM
IIPAKTUKN PETIAMEHTUPYET MOPAJOK OpPraHW3alluy W IPOBEJIEHUS NMPAKTHYECKON MOATOTOBKH
oOydaromuxcs (J1ajnee - mpakTuieckasi HoJAroToBKa, MPaKTHKa) B ABTOHOMHOM HEKOMMEpPYECKOM
OpraHu3any MnpodecCHoHAIBHOTO 00pa30BaHUsl «YHUBEPCUTETCKHM KOJUIEIX» 10 OCHOBHOM
nporpaMMe MpodeccHoHaTbHOrO O0yuYeHuss 1O JOJDKHOCTH  ciyxamux «Cekperapsb-
aIMUHHUCTPATODP».

[IpakTryeckas MOAroOTOBKa MOKET OBITh OPraHN30BaHa!

1) memocpencteenHo B Koiiemke, B TOM 4YHclie B €€ CTPYKTYPHOM IIO/pa3JIelICHHH,
IpeHa3HaYeHHOM JJIsl IPOBEJCHHSI MPAKTUYECKON MOATOTOBKH;

2) B OpraHu3allld, OCYLICCTBIISIONICH IEATENLHOCTh 10 MPO(HII0 COOTBETCTBYIOLICH
00pa3oBaTenbHOM MTporpamMMBI (J1ajee - mpoduiIbHass OPTaHU3allks), B TOM YHCIIe B CTPYKTYPHOM
NOJpa3eIeHuH TPOGMIBHON OpraHU3aly, MpeIHa3HAueHHOM JUIS TPOBEIEHHs IPAKTUYECKOM

MOJTOTOBKM, HAa OCHOBAaHUHU JOTOBOpPA, 3aKIIOYAEMOT0 MeEXAy KOJUIEIKEeM U MPO(HUIBHOM
OpraHu3aIen.



[IpakTHyeckass TMOATOTOBKAa MpHU MPOBEACHUM MPAKTUKU OpraHu3yeTcs IMyTeM
HEMOCPECTBEHHOTO BBINOJIHEHHUSI 00yYalOIIMMUCS ONPEAEICHHBIX BUIOB padoT, CBSI3aHHBIX C
Oymyiei mpogecCuOHATBPHON AeATETbHOCTHIO

Bunpl mpakTuku M cHocoObl €e TNMPOBEJCHUs ONPEAENSIOTCS OCHOBHOM IpOrpamMMoit
npodeCCHOHATHLHOTO 00YUYCHNs, YTBEpKAeHHO! B KoJutempke B yCTaHOBJICHHOM TTOPSIIKE.

OOyuaromuecsi, coBMmenamomue oOyuyeHHEe C TPYIOBOH JIeSTEIbHOCTBbIO, BIIPaBe
IPOXOJUTh MPAKTUKY MO MECTY TPYIOBOW JEATEIBHOCTH B CIy4asx, €CIU IPodecCHOHATIbHAS
NeSITeIbHOCTh, OCYIIECTBIsieMas MMM, COOTBETCTBYeT TpeOOBaHMAM 00Opa3oBaTeIbHOM
MPOTPAMMEI K IPOBEJICHUIO TTPAKTUKH.

IIpu opranuzanum NpakTHYECKOW MOArOTOBKM oOyuatommecs M pabotHuku Kommemxa
00s13aHBI COONIONIATh MPaBHIa BHYTPEHHETO TPYIOBOTO pacIoOpsIka MPOQIIFHON OpTaHU3aIiH
(ctpyktypHOro moapasaenenus Komemka, B KOTOPOH — OpraHM3yeTcsl —IpaKTHYecKas
MOATOTOBKA), TP€OOBAHUS OXpPaHbI TPyAa U TEXHUKH 0€301MaCHOCTH.

IIpu opraHmzanu MpPaKTUYECKOW MOATOTOBKU C OOYHYAIOLIMMCS MOKET 3aKJII04YaTbCs
CPOYHBI TPYAOBOW JIOTOBOP O 3aMENICHWH BaKaHTHOH JOJDKHOCTH (NIPH HAJWMYUU B
npoduiIbHON opraHu3auuu win B Komnemke Takol HOMKHOCTH, a Takke paboThl, HA KOTOPOH
COOTBETCTBYET TPEOOBAaHUAM K IPAKTUYECKOH ITOATOTOBKE).

YyeOHass MNpakTHKa MPOBOJUTCA IOCIE OCBOCHUS MPOTPaMMbl TEOPETHYECKOTO U
MIPaKTUYECKOTO O0YUEHUSI.

Hean npakTUKM:

[Tpuobperenne mnpodecCHOHATBHBIX KOMIIETECHIMNA, HEOOXOAMMBIX ISl BBITIOJHEHHS
HOBOT'O BHJAa MNPOQECCHOHANBHON JESITEeIbHOCTH - OPraHU3allMOHHOE U JIOKYMEHTALIMOHHOE
o0ecrieyeHne yrpaBJIeHUs] OpPTraHU3aLUAMH JIIOOBIX OPTraHU3alMOHHO-TIPABOBBIX (POPM.

[IpakTrKa NMPOBOAUTCS C LENBIO OBIAACHHUS BHJIAMH NPO(PECCHOHANTBHOMN AeATEIbHOCTH
10 TOJDKHOCTH «CeKpeTapb-aJMHHUACTPATOPY

1. O3HakomyieHHMEe C OpraHu3anued W  TEXHOJOTUSAMH paboThl  CeKpeTaps-
aJIMAHUCTPATOPA.

2. IlpuoGpeTreHue onpiTa NPaKTHUECKOW pabOThl O U3y4aeMOM TOKHOCTH.

3aiauu NPaKTUKH

1. O3nakomienue ¢ npoduIbLHON Opranu3anuen

2. IlpuoOpereHue OnbITa MPAKTUIECKOH PabOThI 10 N3y4aeMON TOIKHOCTH

3. O3HaKOMJICHHME C OPTaHU3ALMOHHO-TIPAaBOBON CTPYKTYpOH NPOPUIbHON OpraHU3aliH.

4. O3HakomsieHue ¢  paboToil, JOJKHOCTHBIMH  OOSI3aHHOCTSMM  CEKpeTaps-
aJIMUHUCTpaTOpa

5. Ocy1ecTBiIeHHE TPAKTUKO-OPUEHTUPOBAHHOTO MOAX0/1A.

6. OcBoeHue ciaymarensMd HOpOrpaMMbl MPO(PECCHOHANBHBIX KOMIETEHIMHA  JUis
BBITIOJIHEHHSI HOBOTO BHU/1a PO ECCHOHATBHOMN IeATEIbHOCTH

7. OCBOUTH TEXHOJIOTUH pabOThI CEKpeTapsi-aIMUHUCTPATOPa

8. Ilpeobpa3oBarh MPHOOpPETEHHBIE TEOPETHYECKHX 3HAHUS B CHUCTEMY HaBBIKOB W
YMEHHUH crienuaiucTa

9. OpranuzoBats s ciaymaTelieldl mpogecCHOHaTbHO-00pa30BaTeIbHOS MTPOCTPAHCTBO,
IPUOPUTETHO HANPABJICHHOTO Ha:

a) CHCTeMAaTH3allMI0 OCBOCHHOTO KOMIUIEKCAa TEOPETHYECKUX 3HAHWA B 00JacTh
CeKpeTapcKoil paboThl;

0) pasBuTHE Ha TNPEANICCTBYIONIMX JTamax oOOyYeHHs YMEHHUH U HaBBIKOB IIO
npodeccHoHaIbHOMN 1S TETbHOCTH;

B) NpHUOOpPETEHHE OMbITa CaMOCTOSTENBHON  HMCCIEeNOBATEIBCKOW  TBOPYECKOM
JIeSITebHOCTH B PYCJe MOBEIEHUYECKON CTpaTeruu, JMYHOCTHOTO CaMOONpEeeHUs B 00JacTu



OpraHU3aIMOHHOE U JOKYMEHTAIIMOHHOE OOeCreYeHHUE ACSITSIPHOCTH OpPTraHu3aIui JTI00bIX
OpPTraHU3aI[MOHHO-TIPABOBBIX (HOPM.

3aKperyieHHe M COBEPUICHCTBOBAHME MPAKTUYECKUX MNPOPECCHOHANBHBIX YMEHUMN

o0yyJarouuxcsi.

3. IlporpaMma npakTHKH

IIporpamMmma npakTuku
Buabl BbInoiHAEMbIX padoT

2

O3HaKOMUTKCS C MTPaBUIIaMU BHYTPEHHETO TPYIOBOTO PACIIOPSIIKA U MPONUTH HHCTPYKTAXK
10 OXpaHe TpyJa, TEXHUKE 0€30IacCHOCTH, MTOKapHO 0€30MacHOCTH.

[ToxroroBuTeNbHBIN ATAM MPakTUKH. O3HAKOMIICHHE TPEOOBAHUSAMH K MPAKTUKE 0a30BOM
npodUIbHONW OpraHU3alK, PYKOBOIUTENS MIPAKTHKH C LENAMU, 3a]JauaMy, COJIepKaHueM
MpaKTUKU. HCTpYKTakH, O3HAKOMJIEHUE C HOPMaTUBHOM 0a30l OpraHu3alyy.
WHCTpYKTHBHOE COBELaHWE MO OPTaHU3alUK U TIPOBEICHHUIO MPAKTHKH (3aauu
MIPAKTUKH, BUBI I€ATEIBHOCTH CIIyIlIaTele Ha IPaKTUKE, TOATOTOBKA CIylIaTeNel K
NPaKTUKe, 00513aHHOCTH MpakTuKaHTa). COOp M aHAIN3 JIUTEPATYPHBIX HCTOYHUKOB 110
TeMe 3aJ]aHusl Ha IPAKTHKY.

3HaKOMCTBO c 0a30ii mpakTuku. BcTpeda u Oecena ¢ pyKoBOIUTENEM U KOJUIEKTUBOM
OpraHU3alMH.

3HaKOMCTBO CO CIIeHU(PUKON AEATEIbHOCTH OpraHU3alHH.

3HAKOMCTBO C IJIaHOM paloThl yupexaeHus. Onpenenenre HCTOYHUKOB IJIaHUPOBAHUSI.
N3yudenne GyHKIIMOHAIBHBIX 00s13aHHOCTEN paboTHUKOB. Halmronenue u anamus
JesITeIbHOCTH PAOOTHUKOB apXUBa U OTJIEN1a KaJApOB.

CocraBiieHne MHIMBUYaIbHOTO IIJIaHa TPOXOKACHUS TpakTUKU. CocTaBiIeHUE 3a1aHus
Ha npakTuky [lomydyeHue 3ajaHuii B COOTBETCTBUU C TPEOOBAHUSIMU COJIEPIKAHUS
MPAKTUKH

[Ipon3BOACTBEHHBIN ATAl MPAKTUKU (B COOTBETCTBUHU C 33JIaHUSIMH MPAKTUKH):

1. O3nakomiieHue C:

- OpraHu3allMOHHBIM 00ECTIeUeHUEM JIEATEIHbHOCTH OpTraHU3aluu -(PYHKIUSIMHU, 3aJa4aMH,
CTPYKTYPOIl OpraHu3alnHu, €€ CBA3SIMU;

-IPaBWJIAMHM  B3aUMOJEHUCTBHS C TNApTHEpAMH, KIMEHTAMH, CpPEICTBAMH MAacCOBOM

uHpOpManuy,

-CTPYKTYpOW OpraHm3aliii u pacrpeneicHue (yHKUUHA MEXIy CTPYKTYpHBIMHU

MOJpa3ICICHUSIMU U CIICIIUATUCTAMU;

- OCBOCHHE U BBIMOJIHEHHE (PYHKIIMOHAIBHBIX 00sI3aHHOCTEH cekpeTapsi-aIMUHUCTpATOpa

MOJl PYKOBOACTBOM U KOHTPOJIEM PYKOBOJMUTEISI IPAKTUKHU

2. BpinonHeHHe NPAKTUYECKUX 3aJaHUl C HCIOJIB30BAHHMEM W3YYEHHBIX METOOB,

WHCTPYKUMI OPraHu3allfK, a TAKKE BBIIIOJIHEHUE OTAECIBHBIX CAMOCTOSITEIbHBIX 3aJIlaHHUI

[0 TOPYYEHHIO PYKOBOJMTENS TMPAKTUKM B paMKax JoJKHOCTH —«Cekperapb-

aAMUHUCTPATOP»

O0paboTka 1 aHAIIN3 MMOTYYCHHON HH(POPMAIIH, TOATOTOBKA OTYETA 10 MPAKTHKE
Otuer 1o mpakTHKe.

[IpoBecTu cucrtemaTuzanuio U 00001IIeHre MaTepHaIoB Tl oTyeTa. OIeHKa UTOTOB
yueOHO MPaKTUKH
[TonBeneHue UTOTOB IPAKTUKHU

4, Hay‘lHO-HCCHeHOBaTeJILCKI/Ie H HAYYHO-IPOU3BOJACTBCHHbIC TEXHOJIOIMH,

HUCII0JIb3YEMbIC HA IPAKTUKE

B xoxe HpOHSBOHCTBGHHOﬁ MMPAKTUKU JOJI’KHBI OBITh HMCIOJIB30BAHbI CJICOAYIOIINC

TCXHOJIOTHH:




- TEXHOJIOTHH cOOpa U UHTEPIPETAIINH HHPOPMAIIHH,

- TEXHOJIOTUH BEJICHUS JETIOBBIX MIEPETOBOPOB,

- TEXHOJIOTHH JHATHOCTHKH, KOHCYJIbTUPOBAHHS, IICHXOKOPPEKIIHH,

- TEXHOJIOTHH 00pa0OTKM MOTYYCHHOW HHPOPMALINY;

- KOMIIBIOTEPHBIE TEXHOJIOTUH;

- METOIbI HaOJII0IeHNS, Oeceibl, aHKETUPOBAHUE, KOHTEHT-aHAIN3a, YIIPABICHHS

5. Y4deOHO-MeTOaAMUYECKOE 00ecleyeHe CaMOCTOATEIbHOI padoThl ciaymiaresieil Ha
y4eOHOIl MpaKTHKe

VYyebHas mpakTUKa JOJDKHA CIIOCOOCTBOBATh BXOXKICHHWIO CIyIIATeNIss B POJb
po(hecCHOHATBFHOTO CIIEIUATHCTA.

B nporiecce npoxoxaeHust yaeOHOM MPAKTUKK CIYIIATeTN 00S3aHbI:

® BBITIOJIHATH YKA3aHUS PYKOBOJUTENS MPAKTUKU B YUPEIKICHHH,

® BECTU ©KEJIHCBHBIC 3AIIMCH B JHEBHUKE O TIOJYYCHHBIX HOBBIX 3HAHUAX, O
BBHITIOJTHEHHOH paboTe, 0TMEYaTh CBOU BIICYATIICHUS;

e COOO/IaTh TpaBUJIa BHYTPEHHETO PACIIOPSIKA, YCTAHOBJICHHBIC B YUPEIKICHHH,
UCKJTIIOYUTH OMO3/IaHUS U JIOCPOYHBIE YXOJIbI C Pa0OTHI;

® 110 3aBEPIICHUN IPAKTHKH ITOATOTOBUTH TUCHMEHHBIN OTYET

I'padmk cBoelt paGoOTHI cIymIaTeNlb COTIACOBBIBAET CO CIHEIUAIMCTOM, 32 KOTOPHIM OH
3aKpEIUICH.

OO01mue 3a1aHus IPAKTHKYU CIYHIATENS BKIIOYAIOT:

a) ©XKEeTHEBHOE 3aIT0JTHEHHUE OTUCTA;

0) MOATOTOBKA OTYECTA,

B) 03HAKOMJICHHE C pa0OTOW COTPYJHUKOB OT/EIa KaAPOB, C MPAKTHUYCCKUMH YMEHUSMH,
HABbIKAMHU BXOXJCHHUA B KOHTAaKT C KJIMEHTOM, CIyllaTh, Ha0JI0/laTh, 3a7aBaTh BOIIPOCHI,
YTOYHSTH, OIICHWBATh, IMOHUMATh BHYTPEHHUI MHUpP M YyBCTBa COTPYIHHUKOB, BBI3bIBATH Ha
OTKPOBEHHOCTb, TIOJIBOJAUTH UTOTH, KOPPEKTHO 3aKaHYUBAThH pabOTy C KIIMEHTOM U JIp.;

I') €XKEIHEBHOE BBINIOJIHEHUE ONPEIECICHHbIX OOA3aHHOCTEM W 3adaHMil Ha pabodyem
MECTE;

1) ONHCAaHHE B OTYETE MPAKTUYCCKUX CHUTYallMid, BCTPCYAIONIMXCS BO BpeMs
MIPOXOXKACHUS MTPAKTUKU CTYJEHTOM B KOHKPETHOM YUPEKICHUH,

€) yJacTue B BOJIOHTEPCKOH (100pOBOIIBUECKOI) padoTe;

) €XKEIHEBHOE BBHITIOJHEHHE WHIUBUIYATbHOTO 3a/IaHUs, OMPEICIIEHHOTO TIAHOM
MIPOXOXKACHUS MPAKTUKHA. VITOTH IPOXO0XKACHUS TPAKTUKU TIPEICTABICHBI CIICTYOIIMMH BHIAMU:
JTHEBHUK, OTYET, OT3BIB PYKOBOJIUTEIS MIPAKTHUKHU OT YUPEKICHUS (XapaKTEPUCTHKA).

OT4eTHBIC JOKYMEHTBHI COCTABJISIOTCS B TEUCHHE BCETO TEPUOJA TPAKTHKH, JIOJDKHBI
ObITh TIOATOTOBIIEHBI ~ CAylIaTeleM KO BPEMEHM HWTOTOBOIO COOpaHUs, YKa3aHHOTO
MIpErno/iaBaTesieM, PYKOBOISIIUM MTPAKTUKOM.

6. @opMbI MPOMEKYTOUHOI aTTecTanMu (10 UTOraM Y4eOHOIi MPAKTHKN)

YCnoBusMH MOJYy4YEHHsI 3a4€Ta HA 3aLIUTE IPAKTUKU SBISECTCS YCIEIIHOE BBIITOJIHEHHE
BCEX TEOPETUYECKUX U NIPAKTUYECKUX 3aJaHUMN.

dopmamu MPOMEKYTOUHOM aTTeCTallMH (3a4eTa) [0 UTOTaM IIPAKTUKU MOTYT BbICTYIIaTh:

e [Inan paGoThl NMpPaKTUKAHTA U €r0 €KEJAHEBHBIM OTYET O MPOJEIaHHON padoTe
(GUKCHUPYIOTCS B THEBHUKE IPAKTHKHU.

o OT3bIB, 3aBEpEHHBIN [1€YaTHI0 OPTaHU3ALUN, B KOTOPOU CIIyLIaTeNb IPOXOIHII
MIPaKTUKY.

Pe3ynbTaThl IpakTUKK OLICHUBAIOTCS B BUJE 3a4€ETa.

[Ipu oneHke pe3yabTaToB NPAKTUKHU B MEPBYIO OYEPE]b YUUTHIBAKOTCS CIIEIYIOIINE
COCTaBJIAIOLIHE:



-ypOBEHb  TEOPETHYECKOTO  OCMBICICHUS  CIOyIMIaTeIsIMA  CBOCM  MPaKTHYECKOU
JeATebHOCTH (€€ Lenel, 3a1ad, CoAep>KaHus, METOOB);

-CTeTieHb C(HOPMUPOBAHHOCTH MPO(HECCUOHATBHBIX YMEHUM, SBISIIONTUXCS TTOKA3aTEIISIMH
c(hOpMHUPOBAHHOCTH HEOOXOIUMBIX KOMIIETCHIIHIA;

- MHCHHE, BBICKQ3aHHOE PYKOBOIUTEIIEM MPAKTHUKH B OT3bIBE;

- COJIEp’KaHME 3alUCeN B THEBHUKE U aKKYPAaTHOCTh €r0 BEJICHUS,

- Ka4eCTBO OTYCTHOM JOKYMEHTAIIUU M CBOEBPEeMEHHOCTH ee caadn B OO.

6.1. KoHTpoabHble BoOmpochbl [Jisi TpPOBeJeHHs TeKylleil aTTecTalUu 1O
MOATOTOBUTEJBLHOMY, OCHOBHOMY, 3aK/JKYHMTEJIbHOMY 3Tally NPAKTHKH, OCBAaMBaeMOMY
cayniaTejaeM caMOCTOSATEJbHO:

1.Ponb cekperaps B cUCTEME yIIpaBJICHUSI.

2. N3yuenne u (QopMHUpOBaHUE TODKHOCTHBIX HMHCTPYKIIMH CEKpeTapeil pa3lndHbIX
KaTeropui

3. IlpumeHeHue Ha TMpPaKTHKE 3aKOHOAATEIbHOH W HOPMATHBHON IpaBOBOM 0as3bl,
peraamMeHTupyolel padboTy cexperaps

4.Vicionb30BaHUE 3aKOHOJATENBHOM M HOpPMAaTHMBHO-METOAMYECKOW 0a3pl B paboTte
cekpeTaps

5. Opranuzanus paboThl cekpeTapsl.

6. Opranuzauus pabo4ero JHs pyKOBOAUTEIIS.

7.0Opranuzanus npuéma rnocerTureneit

8.PaboTa ¢ muCbMEHHBIMU OOpaIEHUSIMU TPaKIaH

9.IloxroroBka u obciayxuBanue coperannii Opopmienue cirykeOHbIX KOMaHIUPOBOK

10. Benenue teneOHHBIX IEPETOBOPOB

1. CymHocTh JOKYyMEHTALHOHHOI0 00ecrevyeHusl yIpaBJIeHus
OcHOBHBIE BUIbI OPTaHNU3aLllMOHHO-PACIIOPIUTENBHON TOKYMEHTALUN
Opranuzanus 10KyMeHToo0opoTa
[TpaBwiia nepegaun JOKYMEHTOB B apXUB U OPraHU3alMsl apXUBHOI'O XpaHEHUS
TexHu4yeckue cpecTBa, UCIOIb3yEMBIE B JIETOMPOU3BOICTBE
ApxuTeKkTypa TepcoHaTbHOTO KommbloTepa. OcHoBHble Onoku IBM TIK.
[Tepudepuiinbie ycTpoiicTpa.

ok wn

1. VYerporictBo D9BM u npuHIuns! e€ padboThl.

8. TexHHuUecKue JaHHbIE COBPEMEHHBIX NEPCOHAIBHBIX KOMIIBIOTEPOB.

9. OO61ue cBe1eHNs O KOMITBIOTEPHBIX CETSIX

10.  KommbloTepHbIe TEXHOJOTHH OOpabOTKH JOKYMEHTAllMOHHON HHpopManuu B
3ajiagax JeJ0MpPOU3BOICTBA

11.  Peanu3zanust opUCHBIX NPHIOKEHUH KOMIIBIOTEPHBIMH CPEJCTBAMU

12. HudopmammoHHO-CIIpaBOYHBIE CUCTEMBI. bUOIMoTekn. ApXUBEI

13.  JloxymeHTHI 1 ux 00paboTKa

14. CocraBneHnue 1 opopMiieHHE JOTOBOPOB

15. Pa0ora ¢ TabiunamMu U cXxemMamu

16.  Co3znmaHue peKJIaMHOTO MPOCIIEKTa

17.  OdopmieHue 10KyMeHTa JOMOJHUTEIbHBIMU 00BEKTaAMU

18.  ABTOMaTHM3auus MOUCK M 3aMEHBI ()ParMEHTOB B JOKYMEHTE

19.  Pabora c opraHu3aimoOHHO-PACIIOPSIUTEIIBHON TOKyMEHTAIUEH

20.  CocraBneHue 1 0pOpMIICHHE IPUKA30B U PaclopsKeHUN

21.  ABromMaTHu3anus yrnpaBJICHUS OPraHU3alMOHHBIMUA CUCTEMAMU

22.  Opranuzanus 3JeKTPOHHOTO JOKYMEHTO00O0poTa

23.  IlomroroBka 3J€KTPOHHBIX JOKYMEHTOB K XpaHEHHUIO

24.  Druka Kak HayKa: peIMeT, UCTOPHs pa3BUTHs, OCHOBHbIE KaTeropuu. JlemoBoe

O6H1€HI/I€: BUJIbI, NPHUHIOUIBI H q)YHKHI/II/I DTHYECKHE MNPpUHIOUIBEI W HOPMBI B [JCJIOBBIX
OTHOIICHUAX



25. OTHKET KaK COLMAIIbHOE SIBJICHUE: MOHATHUE, UCTOPUS Pa3BUTHUA, BUIbI. JlenoBoit
ATHUKET: TIOHATHE, CTPYKTYpa, MPUHIMITEI U PYHKLIUU

26.  IIpodeccuonanpHas U KOPHOpPaTUBHAS KYyJbTypa: MOHATHS, CTPYKTYpa, QyHKIIHH
MexaHn3MBI MMPUBUTHA STUYCCKUX IIPUHIUIIOB, BHCAPCHUA IPABUJI U HOPM ACJIOBOI'0 3TUKETA.
27.  DTukeT CIy)KeOHBIX B3aMMOOTHOIICHHA PYKOBOJAUTENSS W IOJTYHHCHHBIX,

COTPYAHUKOB, MY>KYMHBI U JKEHIIWHBL. UMUK AET0BOTO YeloBeKa Kak (akTop 3PHEeKTHUBHOCTH
On3Hec B3aUMO/ICHCTBUS

28.  KonHduuktel B 1enoBbIX oTHOmEHHAX. CTpaTeruss W TNpaBWiia IOBEACHUS B
KOHGIUKTHON cuTyauuu. Pa3pemnienne KOHQIUKTHON CUTyalluu B TPYIIIE.

29. CyOopmuHamusi Kak CHCTEMa CIIY)KEOHBIX OTHOIICHUH. OTUKO-ITUKETHBIC
ACIHEKThI B3aUMOJICHCTBUS COTPYIHUKOB MEIULIMHCKUX YUPEIKICHHMI

30.  DTHKeT IeJIOBBIX KOMMYHHKAIIMH DTHKET JEIOBBIX MEPOIPUSITHI

31. CyOopauHammsi Kak CHUCTEMa CIIY)KCOHBIX OTHOIICHHH. OTHUKO-ITUKETHBIC
ACTICKTHI B3aUMOJICHCTBUS COTPYTHUKOB

32. OTHUKET JIeIOBbIX KOMMYHHMKAIIMI DTUKET AEIOBBIX MEPOIIPUSTHI.

33.  JlenoBble MPUEMBI.

34.  CobecenoBaHue pu MpreMe Ha padoTy.

35.  TpeboBaHus, npeabsBIsieMble K CEKPETApPI0 PyKOBOIUTEINS OpraHU3aIUH.

36.  OYHKUMHU U JTOJHDKHOCTHBIE OOS3aHHOCTH CeKperaps - pedepeHra pyKOBOAWUTEIs
COBpEMEHHOM opranu3anui. HopMaTuBHO-MeTOAMYECKHE OCHOBBI CEKPETAPCKOM 1eATEeIbHOCTH

37.  YcraHOBIIEHHE JAETOBBIX B3aMMOOTHOIICHUH CEKpeTaps

38.  [lenmompou3BoCTBEHHBIE (PYHKITUU CEKpeTaps

39.  IInanupoBaHme pabovero BpeMeHH CEKpeTaps

40.  Opranuzanus npuema noceTuTenei

41]. Opranuzanys coBenaHui

42.  TloaroroBka M MpOBeIEHUE MPE3CHTAUI

43.  OpraHuzanus AeJ0BbIX MOE370K PYKOBOIUTEISA

44.  KoMMyHMKAIIMOHHAsl COCTaBISIONIAsl ACSITEIbHOCTH COBPEMEHHOTO CeKpeTaps,
JIeJI0OBbIE Oecenibl ceKpeTapst

45.  Opranuzarnus TeaeOHHOTO 00CTy)KUBaHUS

46.  Pabouee mecto cekperaps. Opranuzaius pabOTBl CeKpeTaps; pabodee MecTo;

pa60Ta CCKpeTapss II0 COCTABJICHHIO U O(bOpMJ'ICHI/II-O JOKYMCHTOB, €TO 0053aHHOCTH TIO
OpraHru3alri UX XpaHCHUA U UCITIOJIb30BAHUA

47. DTuHKa cekperaps

48.  Opranuzanus npuema - pypiiera u Ou3HeC —IaH4a

49.  OyHKUMU U JOJDKHOCTHBIE OOS3aHHOCTH CEKpeTaps - pedepeHTa pyKOBOIAMTEIS
COBpPEMEHHOM opranu3ann. HopMaTuBHO-METOIMYECKHUE OCHOBBI CEKPETAPCKOMN AEATETbHOCTH

50.  VYcraHoBIeHHE AETOBBIX B3aMMOOTHOIIECHUH CeKpeTapst

51.  Jlenmompou3BoACTBEHHbIE (QYHKIIUU CEKPETAPS

52.  IlmanupoBaHue pabouero BpeMEHH CeKpeTaps

53.  Opranmsanus npuemMa noceTHTenen

54, Opranuzanus coBeniaHui

55.  Hudopmannonnoe odecrieyeHre AEATEILHOCTH PYKOBOANUTEIIS

56.  Opranuzauus ¥ KOHTPOJIb pabouero BpeMEeHU PyKOBOIUTEIS

57.  Onrtumwusanus JesTEIbHOCTH CeKpeTaps

58.  ABromaru3zauus AesTeIbHOCTH CEKpeTaps

59.  OcHOBBI KOMMYHUKAaTHBHON KOMIIETEHTHOCTH

60.  KommyHuKanuu B KOHQIMKTHBIX CUTyalUAIX

61. HopmaruBHO-MeTOnmueckass 0a3a  KBaTM(PHUKAIMOHHBIX  TpeOOBaHUH K
npodeccun. BHyTpuyupexieHueckas periiaMeHTalus JOLKHOCTHBIX 00s3aHHOCTEN cekpeTapsl.

62.  Tlopsaok M OCOOCHHOCTH pa3pa0dOTKH JODKHOCTHBIX MHCTPYKIMi. Cekperapuar

KaK CHelMaIu3upOBaHHAs CIIy>K0a B CTPYKTYpE anmapara yrnpaBJeHHs.
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63.  TumoBble CTPYKTYpBhI CEKpeTapCcKux Ciayk0. @OYHKIIUM CeKkpeTaps © HX
3aBUCHUMOCTh OT KATETOPUU CEKPETapCKOTO OOCITYKHMBAaHHS, YPOBHS  PYKOBOAMTEIS,
HANpaBJICHUH JIEATEIIbHOCTH OpraHW3aliy, JJOKYMEHTAI[HOHHOTO OOECIIeYeHHs —ammapar
YIpaBIEHUS, CHCTEMBI JISIIOMPOU3BOJICTBA, TEXHOJIOTHH JOKYMEHTHPOBAHHSIL.

64. Opranms3anus pabodero MecTa CEKpeTaps, XapaKTepUCTHKa MeOenmu U
0o0opysoBaHUs, HEOOXOAMMBIX TEXHHYECKUX CPEACTB, KAHIICTISPCKUX MPHHAJICKHOCTEH,
oprrexHuku. [IpuemMHas kak padbodyee MECTO CeKpeTapsi.

65.  3onupoBanue npueMHON. OCOOCHHOCTH OpraHU3alliy 30H MPUEMHON: HHTEPhED,
OCBCIIICHUE, O3CJICHEHUE, OCHAIICHWE OPIrTEXHUKOW W  CIPABOYHBIMH  MaTepUalIaMH.
O6opynoBanue pabodeil 30HBI ceKpeTaps.

66.  YcnoBus TpyJa -OCBEHICHHOCTh pab0Yero MecTa, IyM, TeMIeparypa Bo3ayxa.

67. Pexxum Tpyna u otnbixa.

68.  Opranumzammst pabodero mHS pPyKOBOAWTENsA, rpaduK HEACIbHOW paboTHI,
KOPPEKTHPOBKA IIAHOB.

69.  Amnanus utoros maaHupoBaHus. Opranusaius npruemMa MmoceTuTese.

70. Meronvka mpueMa pasIMYHBIX KaTEroOpuid IOCETUTENIEH: COTPYIHUKOB IIO

CIIy’)KeOHBIM BOIIPOCaM, COTPYAHUKOB IO JIMYHBIM BONPOCAM, CTOPOHHUX ITOCETUTENEH 10
IpeBapUTENbHON T0TOBOPEHHOCTH U 0€3 Hee, IPUEM Jeleralni.

71.  IlpuopureTHOCTH B MPEACTABIEHUU TNOceTUTENEl pykoBoguTento. [IpaBuna
IepeHoca Ui OTMEHBI ITpHeMa.
72. Opranmzanusi TnpuemMa TpakJaH. 3amuch Ha TMpHeM, Trpaduku Tmpuema,

perucTpanus TIOCeTHTeNeH, [TOKyMEHTHpPOBaHHE TMpuemMa, HHMOPMHUPOBAHUE TpakIaH.
Opranu3zanus Tesie(hOHHBIX TIEPErOBOPOB.

73. Bugasl TenedoHHBIX meperoBopoB. [lpaBuia MOATOTOBKH — «HUCXOJSIIMX)
neperoBopoB. [IpaBuia BeeHUsT «BXOASIIUX» MeperoBopoB. CucteMaTu3aius U pacinpeneiieHue
3BOHKOB, a/IPECOBAHHBIX PYKOBOIHUTEIIIO.

74.  TlpaBuna tenedonnoro obmenus. Cnemnuduka cBs3u aOOHECHTOB Pa3HOTO CTaTyca.
Obecnedenne KOHQUAECHINATBHOCTH TelIe()OHHBIX EPErOBOPOB.
75. [loaroroBka JENOBBIX BCTPEY M MNEPETrOBOPOB. OTallbl MOATOTOBKM BCTPEUU:

OIIpCACIICHUC MCCTA, BPCMCHHU BCTPCUHU, COCTaBA YYACTHHUKOB, OIIOBCIICHUC YYACTHUKOB,
HOATOTOBKA HGOGXOHI/IMBIX MaTCcpHraJIoB.

76.  IloMorb pyKOBOAMTENIO BO BpeMsl IPOBEICHNUS IIEPETrOBOPOB.

17. [ToaroroBka u mpoBeleHUE COBEIIAHUN (3acelaHMil) KOJJIETHAJIbHBIX OpPraHoB.
Tunoel coBelanui.

78.  Drampl MOATOTOBKHM COBCINAHUS: IONYYCHHE HWH(POPMAIIMH OT PYKOBOIUTEIIS

OTHOCUTENIbHO  OPTraHW3allMOHHBIX  BOMPOCOB  MPOBEIEHUS  COBELIAHHS;  COCTaBJIICHHE
MIPEIBAPUTEILHBIX CMET PACXOJIOB, TOBECTKHU JIHS, CITMCKA YYACTHHKOB; IMMPOBEICHNUE PAOOTHI TIO
YTOYHEHHIO CIHCKAa W OINOBEHICHUIO YYAaCTHUKOB, PACChUIKA MPUIJIANIECHUH, MPOBEICHUE
OpraHU3AIlMOHHBIX MEPONPUITHI (3aKa3 TOCTHUHHUIIBI, TpPAHCIOpPTa, OWJIETOB, OOEcCreYeHHE
KyJIbTYPHO-MAaCCOBBIX MEPONPUSATUI U Tp.); BOCTPEOOBAHME MPOEKTOB PEIICHUM; MOATOTOBKA
HEO0OXOAMMBIX MAaTEPHAJIOB; KOHTPOJIb 32 OCHAIIIEHUEM MECTa MPOBEACHUS COBEIIAHUS.

79. Benenue nporokona.

80.  JlokymeHTHpoBaHHWE COBeIIaHWH © 3acemaHuid. [lopsoK  COCTaBIICHUS,
oopMIICHHS ¥ XpaHEHHSI TPOTOKOJIOB.

81l.  OcoOecHHOCTH JIOKyMCHTHPOBAHHSI 3aceJaHWl  IOCTOSHHO JCHCTBYIONIUX
KOJIJICTHAJILHBIX OPTaHOB.

82.  IIpaBuna opopmieHHS BBITUCKHU U3 IPOTOKOJIA.

83. [ToaroroBka KOMaHIUPOBOK

84.  Pabora ¢ TeKCTaMH YyNPaBICHYCCKHX JOKYMEHTOB IPU COCTABJICHHH OO30pPHBIX

JAOKYMCHTOB (I[OKJ'I&,Z[OB, OT4YCTOB, BBICTYHHGHI/Iﬁ p}/KOBO,Z[I/ITeJ'ISI).



85. Kondunennmaneuple  cBemeHus. [loarotoBka  TekcTra,  peaaKkTHPOBAHUE,
cornacoBanue. Pabora mo cbopy mHPOpMaIMK ee [eJeBOe Ha3HAYCHHE, CTIOCOOBI MONYYCHUS,
00paboTKHU M XpaHEHUS.

86.  HcrouHuku, criocoObI MOMCKa, METOANKA cOOpa 1 00paboTKH HHPOPMALIUH.

87. CrocoOpl  mpenctaBieHus HMH(QOpPMAIMM: KOMWU JOKYMEHTOB, BBIIUCKH,
aHHOTaIuu, pedeparsl, 0030pHI.

88. Ocob6eHHocTH PabOTHI ¢ BEAOMCTBEHHBIMH M3JIaHHUAMU, ITyOJIMKAIIUSIMH B TIpecce,
CIIELMAJIbHOM JINTEpaTypOH.

89.  Opranuzanus NpOTOKOJbHBIX MEPOIIPHUATHIA.

7. Cpoku npoBejaeHusi y4eOHoii npakTuku - Ha npoBeaeHue yueOHON MPaKTUKH

B pPaMKax OCHOBHOH MpOrpaMMbl Mpo(eCCHOHATBLHOTO OOyUYeHHsI IO JOJDKHOCTU CITYKaIIUX
«Cekperapb-aIMHHUACTpaTOp», oTBomUTCs 1 Heaens (30 yacos).

B pesynbTare mpoxokIeHUsI MPAKTUKA OOYYAIOIIUHCS TOKEH MMETh MPaKTHYeCKHi
ONBIT:

Opranu3allnoOHHOTO 0OecTeyeH s AeSITeIbHOCTH OpraHu3alun

ITpuema u pacripenenenue Tene(OHHBIX 3BOHKOB OpraHU3aIuu

Opranu3zaiuu padoThl C MOCETUTEISIMU OPraHU3aluN

BrInoHeHNST KOOPIUHUPYIONINX U 00SCTICUNBAIOIINX (QYHKITUH

JIOKYMEHTAI[MOHHOTO 00ecTieueH s e TEIbHOCTH OpraHu3alluu

BoimyckHUK  gomkKeH ObITh  TOTOB K NpO(ECCHOHAIbHOM  JEATENbHOCTH IO
OpPTaHU3AIIOHHOMY H JIOKyMEHTAIIMOHHOMY O0ECIICYCHHIO YIIPABICHHUS OPTaHU3AIUSIMH JTFOOBIX
OpraHU3aI[MIOHHO-TIPABOBBIX (OPM.

B Otuer mo mpakTHKe CHUCTEMAaTHYECKH BHOCSATCS 3allUCH O IMpojenaHHO pabote. K
OTYETy TPUIIAraroTCs 3aloJHEHHBIE MaTepHalibl, COOpaHHBIE U 00pabOTaHHBIC CIYIIATENISIMU B
NEPUOJ TPAKTUKH.

Htorom yuyeOHOW NpPaKTUKU SBISETCS OLEHKA, KOTOpas BBICTABISIETCS PYKOBOIHTEIEM
IPAaKTUKUA (OTBETCTBEHHBIM JIMIIOM) OT Y4eOHOro 3aBeJCHUs HAa OCHOBAHWUHU HAOJIOJEHUH 3a
NPAaKTUYECKOH paboTOl MPaKTUKAHTA, BHITIOTHEHUS UM UHIWBUAYAIBHBIX 3a/1aHUI.

VY4yebHas npakTUKa OPOBOJUTCSA B MPOQUIBHBIX OpraHU3alUAX, CIIOCOOHBIX 00ECIEeUUTh
KBaJIN()ULIMPOBAHHOE PYKOBOJCTBO NpakTUKOM. [IpakTrka npoBoauTcs Ha ocHoBaHuU JloroBopa
0 MPAKTUYECKON MOATOTOBKE 00ydYaromuxcs, 3aKiouaeMoro Mmexxay Kosemkem u npouinbHOM
OpTraHM3aIMeH, OCYIIECTBIISIIONICH EATEIBPHOCTh MO MPOQIII0 COOTBETCTBYIOMIEH OCHOBHOM
pOrpaMMbl PO(ECCUOHATIBHOTO 00YUYESHHUS.

Ilepea BHIX0I0M HA MPAKTHKY 00y4AKOIIUICSH 10 KEH 03HAKOMUTHCS C:

e [JookeHneM o NMPaKTHKE;

e Pa0oueii mporpaMMot MpakTUKH;

o [IpaBuiiaMu oxpaHsbl Tpy/ia, TEXHUKH O€30MaCHOCTH M IPOU3BOJCTBEHHONW CAHUTApPUH HA
paboueM MecTe.

B nepuoa npoxoxaeHus NPaKTUKHA 00y4arouuiicsi 00si3aH:

® BLIMNOJIHATH MpaBuUja BHYTPEHHETO pPacHopsKka OpraHU3alUy M IpPaBUI IPOXOXKIACHUS
MIPaKTUKH;

e CTpOTO  cOONMIOJaTh  MpaBWJIa  OXpaHbl  Tpyda, TEXHUKH  O€30MacHOCTH U
IIPOU3BOACTBEHHON CaHUTApHH;

® BLITIOJHATH TPEOOBAHUS IPOTPAMMBI, IPOSIBIISAS HHUITUATHBY U TBOPUYECKOE OTHOIICHUE K
Jeny;

® BECTH JTHEBHUK MPOXOKICHMSI IPAKTUKU, €KETHEBHO BHOCUTH 3aIIMCH O BBIIIOJIHEHHOU
pabore;
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® CBOCBPCMCHHO U TOYHO BBIINIOJIHATE BCC YKa3aHUA pYKOBOHHTCHGﬁ IIPAaKTUKH,
® COCTaBUTH OTUCT O NPOXOXKIACHUHU IIPAKTUKH.

8. PykoB0JCTBO MPaKTUKOI
PykoB0aCTBO IPAKTHKOH OCYLECTBJIACTCH:
-PykoBomutenem ot 00pa3oBaTenbHON OpraHU3alN
-PykoBomutenem npakTuku ot npopuiIbHON OpraHU3aIuu:
PykoBoauTe/ b NPAKTUKHU OT NPO(PUILHON OPraHU3alMu:
e o0ecreyrBaeT BBICOKOE KAaueCTBO IPOXOXKACHUS MPAKTHKM OOydaromMMHUCSH B
COOTBETCTBUU C IPOIPAMMON;
® OCYIIECTBISICT TEKYIIUH KOHTPOJb 32 XOJOM IMPAKTHKH U OCBOCHHEM OO0YJarOIIUMUCS
MaTepHaia MporpamMmbl MPaKTHKH, TPOBOJUT Oeceibl U KOHCYJbTAllUU, OKa3blBaeT MOMOILIb B
COCTABJICHMH OTYETOB I10 IPAKTHUKE;
® COTPY/IHUYAET C PyKOBOJHUTEIEM PAKTUKU OT 00pa30oBaTeIbHON OpraHu3aluu;
® IPUHHUMAET, MpPOBEPAET OTYETHl MO NPAKTUKE M OLEHUBAET pPE3yJbTaThl pPaOOTHI
IIPAKTHKAHTA.

PykoBoauTes b NPAaKTHKH OT 00pPa30BaTeIbLHON OPraHUu3alum:

L4 obecrneyuBaeT OpraHu3anuro O6paSOBaTCHLHOﬁ JACATCIIBHOCTH B (I)OPMG
HpaKTquCKOﬁ IMOATOTOBKHU IIPpH pCaIn3alliui KOMIIOHCHTOB 06p330BaTeHBHOﬁ IMporpaMmal;
L4 OpTraHu3yCT y4acCTUuC 06yqa}01unxc;1 B BBIINIOJIHCHUUN OIIPCACIICHHBIX BUI0B pa60T,

CBSI3aHHBIX ¢ Oyaymed mnpodecCHoHANBHOM NEATeTbHOCTBI0 B TOJDKHOCTH «Cekperaph-
aIMUHUCTPATOP;

° OKa3bIBaA€T MCTOANYCCKYIO IIOMOIIIb 06y‘-IaIOIJ_II/IMC$I npu BBITIOJIHCHUHN
OTpefieNieHHBIX BUIOB paboT, CBS3aHHBIX C OyAyuliedl npodeccMOHANIbHON AeATeIbHOCTHIO B
JIOJKHOCTH cltykamunx « Cekperapb-aIMUHUCTPATOPY;

° HECET OTBETCTBEHHOCTh COBMECTHO C OTBETCTBEHHBIM paboTHUKOM [IpodunbHoit
OpraHM3alli 32 pealu3alldi0 KOMIIOHEHTOB 00pa3oBaTelbHOW MporpaMMmbl B (opme
MPAKTHYECKON MOJArOTOBKH, 32 JKU3Hb U 3/I0pOBbe oOyuaromuxcs U paboTHHKOB OpraHusaium,
coOroficHre UMU TMPaBWJI MPOTHBOIOKAPHON 0€30MaCHOCTH, TPaBUI OXPaHbl TPYAa, TEXHUKH
6630HaCHOCTI/I " CAHUTAPHO-DIHUACMHUOJIOTNYCCKUX MMPAaBUJI U THTUCHUYCCKUX HOPMATHUBOB;,

J MIPU CMEHE PYKOBOJIHWTEIS 1O MPAKTHYECKOW TOATOTOBKE B TPEXIHEBHBINH CPOK
opranu3anys oos3ana coodbumTs 00 3Tom [IpodunbHoil opranuzanuy;

J o0ecrieuynBaeT KaueCTBEHHOE M CBOEBPEMEHHOE IPOBEIACHHE WHCTPYKTaXKa IO
OXpaHe TpyJa U TeXHUKe 0e30MacHOCTH;

J obecrieuynBaeT WHAWBUAYAIBHBIM 3aJaHHEM (OpTaHM3yeT CaMOCTOSTEIBHYIO
paboty) oOyuaromuiicss Ha y4yacTKe, ONpeIeJICeHHOM POrpaMMOil MPaKTHUKH;

J CO3/1aeT HEOOXOMUMBIC YCIOBHSA JUIA TIOJyYEHHs M 3aKpEIUICHHS YMEHHUA W
HaBBIKOB O0YYAIOIIMMUCS B TIEPHOJT IPOXOXKICHHUS PAKTHKY;

J OCYIIECTBIIICT €XKEJHEBHYIO MPOBEPKY, Yy4eT paboTel ¥ IMOJ00paHHBIX

JOKYMEHTOB, OLIGHMBAe€T KaueCTBO BBINOJHEHHOW pabOThl MPAKTUKAHTOB, IPOBEPSIET H
MOATBEPK1AET NPABUIBHOCTD 3alIUCEN B JHEBHUKAX CBOCH MOANKCHIO;

. ocyllecTBIIsAeT oOliee HaOJIOJCHUE 3a MPAKTUKAHTAMM IPU BEJCHHUU JIEJIOBBIX
OTHOILIEHUI C KOHTPareHTaMH U COTPYJHUKAMHU OpraHU3allNH;

. KOHCYJIbTUPYET PAaKTUKAaHTOB Ha paboueM MecTe;

. [0 OKOHYAaHMHU TPAKTUKH JAeT OT3bIB 00 YPOBHE IMOJArOTOBKU U JEJIOBBIX

Ka4yeCTBax KaXXxaoro 06yqa101uer0c51-npaKTHKaHTa.
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9. TEMATUYECKHWM IVIAH ITIPAKTUKMH.

COJEPXAHUE ITIPAKTUKH
O0BpeM
Conep:xanue y4edOHOTro MaTepuasa 4acoB
Beimonaenune pabot 1o J0KHOCTH ciyskaimux « Cekperapb-aMHUHACTPATOPY
30 gacoB

OpranusanuoHHoe odecrevyeHue JesiTeJJbHOCTH OPraHu3aluu
[Ipuem u pacnpenencHue TeaePOHHBIX 3BOHKOB OPTaHU3aIlUN
Opranmzais padoThI C MOCETUTEISIMU OpTraHU3AINH
BrinonHeHne KOOPIUHUPYIONINX U 00eCTIeYNBAIONINX (YyHKITUH

JloKyMeHTallnOHHOe o0ecneyeHne AesATeJJbHOCTH OPraHu3aluu
Opranuzanust paboThI C TOKYMEHTaMHU

Opranuzanus TeKyIero XpaHeHus JOKyMEHTOB

Opranuszanus o0paOOTKH A€ 1S IOCIEAYIOLIEr0 XPaHEHUS
OpraHu3annoHHOE, TOKYMEHTAllMOHHOE U HH(OpMAIIMOHHOE 0OecrieueHue
JESTEIbHOCTH PYKOBOJUTENS OPraHU3aluH

OxazaHue NOMOIIM PYKOBOAUTEIIIO B IJIAHUPOBAHUU pabouero BpeMeHu
[InanupoBanue pabouero JHs ceKpeTaps

Opranuzanus TeaeQOoHHBIX IEPErOBOPOB PYKOBOAUTEIS

Opranu3zaiusi KOMaHJIUPOBOK PYKOBOJUTENS

Opranuzanust paboThl C IOCETUTENISIMU B IPUEMHOM PYKOBOIUTEIS
Opranu3zanus NoAroTOBKH, IPOBEIEHUS U 00CITYKUBAHUS KOHPEPEHTHBIX
MEPOIPUATUI

10. OTYETHOCTbDb OBYYAIOIUXCSA

Crpykrypa ordera mo mnpaktuke Otder odopmisercs Ha mnucrax ¢opmara A4 B
cootBercTBUM ¢ CTO1.701-2010 «TexcToBbie MOKyMeHTHI. O01IHe TpeOOBaHUS K TOCTPOCHHIO U

0(OPMIICHUIOY.
OdopmieHue u TIaH COCTaBICHUS OTYETA
[Ipunoxenue 1

OT4eT 1Mo mpakTUKE COCTaBIIsIeTCS Ha TUcTaxX popmata A4 1 TOJDKEH CONEPKATh:

1. TUTYIBHBIN JIUCT, KOTOPBIN TOJKEH COAEPKATh HAMMEHOBAHUE MECTO IIPAKTHKH,

nepuo mpoxoxaenusi, DO obyuaromerocs, rpyIiy;
3. OT4eT MO BBIITOJIHEHHLIM 3alaHUsAM .
3.1. BeinosiHeHue 3a1auuii

3.2. nnuBuayansHOE 3a/1laHue K MPAKTUKE (3aJaHueM 00eCTIeunBaeT pyKOBOIUTENb

MPaKTUKH OT PO MIHLHON OpraHU3aInm).
- pacCcydCThl U OIMMCAHUA 10 UHAUBHUAYAJIbHOMY 3aJIaHUTO.

OTueT omKeH coaepxkarh 4-3 MAITMHONMCHBIX JINCTOB, IPUQT - 12 Kerib, MeKCTPOUHBIH

uHTepBan -1,5.

[Tocne mpoBepky PyKOBOJUTENEM MPAKTHKU OTYETA MO MPAKTHKE, OTYET BHIHOCUTCS Ha

3alIUTy B CJIyda€ COOTBCTCTBUA €TI0 YCTAHOBJICHHBIM Tpe6OBaHI/I}IM

[lo okOHYaHMM MPaAKTUKU JUIsSl MOJTYYEHHs] MEPBUYHBIX MPOGECCHOHATBHBIX YMEHUN U

HABBIKOB CITYIIATEIb JOJIKEH MPEICTaBUTh:
OTtyer 1o mpakTUKe
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11. KPUTEPUU OHEHKU OTYETA

Oruenka

Kpurepuu

3a4YTCHO

W3noxxeHne MatepuaoB MOJIHOE, IOCIEI0BATENBHOE, TpaMOTHOE. OTYeT
HaIMCaH aKKypaTHO, 0e3 ucrpasieHuil. [IpunoxeHsl oT4eTHbIE
JNOKYMEHTHI. [Tpuiio>keHns JOrMYHO CBSI3aHbl ¢ TEKCTOBOW 4acThIO
otueta. OTYET CIaH B yCTAHOBJICHHBIN CpOK. [Iporpamma npakTuku
BbINOJIHEHA. OT3bIB MOJIOKUTEIBHBIMN.

HE 3a4YTCHO

N3noxenue MaTepralioB HeMoMHoe, beccuctemMuoe. CyImecTBYIOT
omnOku, oopmiieHUE HEe akKypaTHoe. [IpuiokeHus: OTCyTCTBYIOT.
OTuer He cllaH B YCTaHOBJICHHBIN CPOK. OT3bIB OTPUIIATEIbHBIM.
[IporpamMma mpakTHKU HE BHITIOJIHEHA.

12. KpaaugukauMoHHAs XapaKTePUCTUKA BbIMYCKHUKA

CrnymaTenb, OCBOMBIIMI MporpamMmy, B COOTBETCTBHHM C BHJIaMU NPO(ecCHOHATBHOM
JeSITEIbHOCTH, Ha KOTOPbIE OpPHUEHTHPOBaHA IpPOrpaMMa, JOJKEH OBbITh T'OTOB BBINOJHSTH
cJeayIolue 101 KHOCTHbIE 003aHHOCTH:

B o6s3anHOCTH CekpeTapsi-aIMUHICTPATOPA BXOIUT:

1. OpraHu3anuoOHHOe o0ecreyeHne AesiTeIbHOCTH OPraHu3aluu

-IIpuem u pacnpezenenue TeneOHHBIX 3BOHKOB OpraHU3aI[uu
-Opranusanus paboThl ¢ TOCETUTENSIMU OPraHU3aLMU
-BrinonHenne KOOpAMHUPYIOUIUX U 00€CTICUNBAIOMINX (DYHKITHIHA

2. JlokymeHTanMOHHOe o0ecneyeHne JesiTeIbHOCTH OPraHu3alnuu

BbinycKHUK OCHOBHOW NMpPOrpaMmbl NpPo(hecCHOHAJBHOI0 00y4YeHHUsI MO J0JKHOCTH
cayxamux «Cexkperapb-aAMHHUCTPATOP», 10/2KEH

3HaATh:

@dyHKIUY, 3a]1a41, CTPYKTYpa OpraHUu3aliy, ee CBA3U
[IpaBuna B3aUMOJEWUCTBUA C NapTHEpPaAMH, KIMEHTAMH, CPEACTBAMU MacCOBOMU

uHpOpMALIUU

DTUKY JIEJIOBOTO OOITICHUS

IIpaBuia peueBoOro dTUKETA

TpeboBaHust 0XpaHbl TPyAa

[IpaBuna 3ammThl KOHPHUIESHIMATBHOHN ciy)eOHON nHpopMaIuu

yMeThb:

Hcnonp30BaTh TEXHUYECKHE U IPOTPAMMHBIE CPEZCTBA JJIsl IPOBEICHUS TOJIOCOBON WIIN
BUICO-KOH(EPEHI-CBSI3U
Hcnonp30BaTh cpencTBa KOMMYHHKALMOHHON OPITEXHUKHU JJIS TTOJyYCHHUS M Tepeadn

uHpOpMALIUU

Bectu yuetHble peructpanroHHbIE (OPMBI, HCHOIB30BaTh UX Ui WHGOPMAIIMOHHON

paboThI

VcTaHaBIUBAaTh KOHTAKT C COOECETHUKOM, MOICP)KUBATh U Pa3BUBATh JICJIOBYIO Oecery
B IIpo1iecce TeJIeOHHBIX IEPETOBOPOB

CriaxuBaTh KOH(QIUKTHBIC U CIIO)KHBIE CUTYallUH MEXIIMYHOCTHOTO B3aUMOJICHCTBHS

Cobnronath ciyKeOHBINH ATUKET

OOIIaThCst ¢ HOCETUTEIISIMH

Bectu y4yerHbie Gopmbl, HCIIONB30BATh MX JUIS PAOOTHI

Co3aaBaTh HOJIOKHUTEIBHBIA HMHUJDK OpPTaHH3aIH

[MpumeHsaTh HHPOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIC TEXHOJIOTHU

[TpuMeHsTH COBpEeMEHHBIE CpeICTBa cOopa, 00pabOTKH U epenaun HHOpMaIUU
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Ocy1ecTBISITh KOHTPOJIb UCIIOJIHEHUS IOPYUYEHUHM PYKOBOJAUTENS COTPYJHUKAMU

BJIA/ICTh HABBIKAMU  OPraHU3alMOHHO-OKYMEHTALIHOHHOIO o0ecrieueHHs J1eSTEIbHOCTH

OpraHu3anuu.

KBamudukanus, yka3piBaemMas B CBUAETEIBCTBE O JODKHOCTH CIIY’)Kallero, JaeT ero

oOiagaTenro TpPaBO 3aHUMATHCS OIpPENEIeHHOW MPO(EeCCHOHANBFHONW JesTeIbHOCThIO0. Jlis

BBIMOJIHEHUSI ~ NMPO(ECCHOHAIBHOW  JeATeNbHOCTM B cepe  OpraHM3allMOHHOTO U

JIOKYMEHTAllMOHHOTO O00€CIEeYeHNs YIPABJICHUS OpraHU3alUsIMH JIIOObIX OpraHU3alMOHHO-

paBoBbIX (Gopm» 1o kBamudukanuu «Cexperapb-aIMUHUCTPATOP) - CIYIIATEIHN JODKHBI:
Obaanarn npodeccuoHATIBLHBIMU 00s13aTeJIbHBIMH KOMIIETeHIUSIMH,

onpeaejsieMbiMu  Ha ocHoBaHuu IIpodeccuonanbHoro cranaapra «Cneumaaucr Mo

OPraHU3aliOHHOMY M JAOKYMEHTALMOHHOMY 00eclie4eHHUI0 YNPaBJICHHSI OpPraHM3aluei,

YTBEPAKJAECHHOr0 NpHKa3oM MuHHCTepCTBa TpPyAa W CONUAJIBHON 3amuTbl Poccmiickoit

®egepanum ot 15 nrons 2020 roxa Ne 333u

IIpodeccnonanbHbIe KOMIIETCHUH

[1K-1 IlepenampaBneHue Tene(OHHBIX 3BOHKOB PYKOBOJACTBY M COTPYAHUKAM OpTraHHU3aLUU

(A/01.3)

[TK-2 Peructpanus nocrynaromux TeneoHHbIX 3BOHKOB (A/01.3)

[1K-3 ITomyuenune HeoOxoauMoON MHPOPMALUU U Teperada CaHKIMOHUPOBAHHONW MH(OpMauu

o tenedony (A/01.3)

[T1K-4 Bctpeua nocerureneil, nojgyuyeHue NepBUYHON MHPOPMAIUU O MOCETUTENSAX U OMOIIb B

OpraHu3aliM UX MpUeMa pyKOBOAMUTENIEM U coTpyaHHKamHu (A/02.3)

[1K-5 Benenue xypnaina 3anucu noceruteneit (A/02.3)

[1K-6 Yuer noceruteneit u opopmieHue npomyckos (A/02.3)

[1IK-7 CopeiicTBue ONEpPATHUBHOMY PpPAacCMOTPEHUIO MPOChO U MNPEIJIOKEHUN TOCETUTENeH

(A/02.3)

IIK-8 IIpuem u nepenada JOKYMEHTOB IIOCETUTENIEH PYKOBOACTBY M COTPYJHUKAM OpraHH3aluu

(A/02.3)

[TK-9 Opranusanus 1 OpoHUpOBaHKE NEPEroBOPHBIX KOMHAT (A/02.3)

[TK-10 CepBupoBka vaiiHoro (kogeiinoro) crona B opuce (A/02.3)

[TK-11 [IpuroTtoBneHue HaMUTKOB (Yail, Kode, MpoxiaauTesbHble HaMUTKK) (A/02.3)

[1K-12 Benenue xypHaia pa3be3noB pabOoTHUKOB opranuzanuu (A/03.3)

[TK-13 Koopaunauust paboTsl KypbepoB U BoguTenei opranuszanuu (A/03.3)

[1K-14 Benenue xypHaja pa3be3/loB KypbepOB OpraHU3aluy U MappyToB Bogutesnei (A/03.3)

[1K-15 CocraBieHue CrnpaBKd O pazbe3ngax PaOOTHHKOB, KYpbepOB M MapIIpyTax BOJIUTEICH
opraam3anmu (A/03.3)

[TK-16 Cobmronenue TpebOBaHUN OXpaHbl TPYAA, TUTUEHBI TPy, IPOU3BOICTBEHHOM
caautapuu. CobroaeHune TpeOOBaHU MOXKaPHOH 0€30MaCHOCTH.

13. [IpakTHyeckue 3aJaHUs K IPOBEJCHUIO IPAKTHYECKOIl MOATOTOBKH 00y4aromuxcs -
yueOHOH NPAKTUKHU

1. 3akperuieHne HaBBIKOB OpraHM3alMd  paboyero MecTa TIOCPEACTBOM  pa3paboTKH
MPUMEPHOTO IJIaHa 0(urca C YIEeTOM BCEX BHJIOB TPEOOBAHUU.

2. OCHOBBI TUTAHUPOBAHUS PAOOTHI CEKpeTaps

3. IloaroroBka miana paboThI ceKpeTaps Ha JACHb.

4. CocraBieHHe MHCTPYKIIMOHHO-TEXHOJOTHYECKONW KapThl MOCIEA0BATEIbHOCTH BHIITOJIHEHUS
pabor.

5. Pabora no peructpauuu BXoAsend U UCXOIALIEH JOKYMEHTalUH.

6. 3anoaHeHue KypHaJIOB ydeTa pe30Ir0LHii, KOHTPOJIS UCIIOJIHEHHS JOKYMEHTOB.

7. O6paboTka uHpOpMaIUK B TeKCTOBOM pepakrope MS Word, Excel

8. IlonyyeHue wuHpOpPMALMUM C [OMOIIBIO  CETEBBIX PECYpcOB  (JIOKaJbHas

KOMITbIOTEpHAs CETh, riobanpHas cetb HTepHeT).
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10.
11.

12.
13.

14.
15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

217.
28.

29.

[IpaBuna tenedoHHOTO OOCTYXKMUBaHUS, pUeMa W Tepenaun uHGopMmaruu 1o (akxcy.
CocraBrieHre ONOpHOMN TaOIHIIBI TPAaBUI TeIEHOHHOTO OOCTYKUBAHUS.

Jlenoas urpa « 9TUKET TeJIePOHHOTO Pa3rOBOPA».

PoneBas wurpa «KoHbaukTHbI KiueHT». [loAroToBKa maMsITKH 10 BBIXOAY W3
KOH(JINKTHOW CUTYallUH.

CocraBiieHne HWHCTPYKLIMOHHO-TEXHOJOTUYECKOM KapThl OTHPAaBKH M  IOJYyYECHUS
Tesie()OHOTpaMMBI, JOBEJACHUS HHPOPMALIUHU 10 PYKOBOIUTEIIS.

[Touck napOpMaIK ¢ KCTIOTB30BAaHUEM JIOKATBHONW KOMITBIOTEPHOW CETH.

[Mounck nHPOpMAIHH ¢ UCTIONH30BAHUEM TII00aNBHOM ceTH HTepHeT.

CocraBnenue 0J0K-CXeM MpuemMa-tepeaadyn pakCUMHIIIBHBIX COOOIIeHW. Bxonsmue u
ucxondaue TeneGoHHble 3BOHKHM. Dpas3pl-KiIHIlE Hayaja, 3aBEPLICHHUS pPa3roBOpA.
YTouHsIOLME BOMPOCHI, MPEJOTBpAIleHHEe KOHQIMKTHBIX CUTyalUd B TeJIepOHHOM
pasroBope. DTUKET B JICJIOBOM JHUAJIOTe MO Tele(oHy.

TpeboBanus K cofep>KaHUIO JIETOBBIX Tele(OHHBIX Pa3rOBOPOB; OCHOBHBIEC JIEMEHTHI
nuasnora. TpeGoBaHMs K YaCTHBIM pa3roBOpaM IO TeJae(oHy B 1€JI0BOI 00CTaHOBKE.

Crpyktypa W CTWib o¢uuHuambHON TenedoHorpammbl. OOmMMA TOPAIOK MOATOTOBKH
teneponorpamm. OdopmieHne u otnpaBka TenegoHorpaMMbl. OCHOBHBIE TpaBWiia MpHEMa
TenedoHOTpamMM.

HNudopmanmoHHO-CIIpaBOYHbIE  MaTepuasibl  TeneOHHOM KoMMyHHUKanuu. lloaroroska
HEOOXOMUMBIX JOKYMEHTOB M MaTepHalloB, MX HCIOIb30BaHHE B Mpolecce TeaePOHHOTO
pasrosopa.

CpenctBa dakcuMmwibHOM Tepenadn cooOmennit. Krnaccudbukamus ¢akco. IIpuHIun
JercTBUS (PaKCHMUIIBHOTO arapara, MpaBuiia IPUMEHEHHS.

Opranuzanus npuema noceruteneid Llens paboTel: mpuoOpeTeHre HABBIKOB MO COCTABJICHUIO
TabmIuI[ HeomnpeaeneHHoW (opmbl 3amaHue: pa3paboraTh TAOMUIy O TPUEMHBIX Yacax H
oOpaszer xypHaja npuéma MmoceTuTeneil pykoBoauTeneMm opranuzanuu. OTpaboTka HaBBIKOB
cocTaBiieHUsl Tpaduka TmpHeMa moceTtuTeneil. Peructpamuss MaTepuasoB K - IpUEMY
roceTuTenei. 3amoaHeHne KypHalla yuera HoCeTUTeNeH.

[IpaBuna BemeHust jaenoBoro pasroBopa I[lombop ¢pas-kimuine CcorimacHo OmpeneIeHHON
cuTyanuu gaenoBoil Oecenpl. OTpaboTka MPUEMOB BEACHHUS JEIOBOM Oecelpl B mMapax H
rpymmnax. Co3manue npoekra «Jlemosas 6ecenar.

[IpaBuna moAroToBKH U 0OCITY)KMBaHUsI COBELIaHM, 3acenanuii OTpaboTka mpueMoB paboThI B
MS Word, Excel. Publisher npu moAroroBke COBEIIaHUIN U 3aCeTaHUiA.

[ToaroroBka ei0BBIX MOE3I0K (KOMaHAMPOBOK) U BCTped. Pa3zpaboTka cXeMbl MOATOTOBKH K
JIEIIOBOM ITOE3/IKE.

CocraBiieHrne MaMsITKU CeKpeTapro: (pa3pl-KIMIIe 3aka3za OWUIeTOB, rocTUHUIBL. OTpaboTka
MIPUEMOB 3aKa3a OUJIETOB, TOCTUHUIIBL.

OtpaboTka TpHEMOB 3aMOJHEHUS KOMaHIUPOBOUHBIX yaocTtoBepeHuid. I[loaroroBka
CITy’K€OHBIX JJOKyMEHTOB C MCIIOJIb30BAaHHEM CKaHepa, KOMUpa.

OtpaboTka mpHUEeMOB JTaMUHHPOBAHUS JOKYMEHTOB. OTpaboTka MpUEeMOB OpPOIIIOPUPOBAHUS
JIOKYMEHTOB.

Odopmienue oTuera Mo pe3yabTaTaM MOE3AKH.

OcHOBBI HH(OPMAITMOHHBIX TEXHOJIOTHH B MMPodecCHOHAIBHON aesTebHOCTH. Vicnonp30Banne
MH(OPMALIMOHHBIX TEXHOJOTHM B CEKpeTapckoM obOcmyxkuBanuu. OTpaboTaTh METOMbI
COBEPILICHCTBOBAHMS BBITIOJHEHUSI MEPONPHUATHNA C YYETOM HCIOJIB30BAHUS TEXHHYECKUX
CPEICTB yIpaBieHUs B oduce.

[lepeyeHb MeEpPONPUATHIA, TPOBOISAIMIUXCA C IEIbI0 TOBBIICHUS 3SPPEKTHUBHOCTH
pabouero JHs pyKOBOAUTEIIS.
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14. OueHo4HbIe MATEPHAJIBI

ITpu onieHke 3HAHUIT Ha 3a4eTe MO Y4eOHOU MPaKTUKE YUUTHIBACTCS:
1. YpoBeHb cpopMHUPOBAHHOCTH KOMIIETEHITUH.
2. YpoBeHb YCBOCHHUS TMPAKTUYECKUX TIOJNOKEHUN HABBHIKOB M YMEHUW, TMPABUIBHOCTD
(hOpMYITUPOBKH OCHOBHBIX MOHSATUH M 3aKOHOMEPHOCTEH.
3. YpoBeHb 3HaHUS (PAKTUYECKOTO MaTepraia B 00beMe MPOrpaMMBbl.
4. Jloruka, CTpyKTypa U TPAaMOTHOCTh U3JIOKEHHSI BOTIPOCA.
5. YMeHue cBs3aTh TEOPHUIO C MPAKTUKOM.
6. YMeHue nenath 0000IIECHNUS, BEIBOIBI

TecTupoBanus

Ne i Onenka HIxana

1 O1inyHO KonuyectBo BepHBIX 0TBETOB B HHTEepBae: 7/1-100%
2 Xoporro KomaecTBo BepHBIX OTBETOB B MHTEpBaie: 56-70%
3 Y 10BIETBOPUTEIBEHO KonnuectBo BepHBIX 0TBETOB B MHTEpBaie: 41-55%
4 HeynosnerBopurensao | KomudecTBo BepHbIX oTBeTOB B MHTEpBate: 0-40%

5 3adreHo KonnyecTBo BepHBIX 0TBeTOB B HHTEpBasie: 41-100%
6 Hesauteno KomugectBo BepHbIX 0TBETOB B MHTEpBae: 0-40%

14.1. IEMOHCTPAIIMOHHBIA BAPUAHT TECTA

TecroBble 3a1aHus /51 TPOBeAEHUS MPOMEKYTOUYHON ATTECTAIIUM MO y4eOHOM
NMpaKTHKe:

YT1o TaKoe J0KyMeHT?

+ DTO Kakoi-TubO MaTepuaibHBIM HOCUTENh C MH(OpMaLUEH, KOoTopas o0yiamaer
ONpEeJIETICHHBIMU PEKBU3UTAMU;

- 910 OyMakKHBIN JTUCT C HAHECEHHBIM Ha HETO MEYaTHBIM TEKCTOM;

- OT0 00BEKT MaTepUAIBbHOTO MHpPa, KOTOPBIA COAECPKHUT KaKyro-Tu00 HH(OpMAIHIO,
HE0OXOAUMYIO JIJIsi paboyero mpoiecca.

HNudopmanus, koTopas muMeeT CTPYKTYPY U COAEPKUTCS HA HOCUTeJIe — ITO:

+ noKyMeHTHpOBaHHas HH(opMaIus;

- o(UIHATBHBIN JOKYMEHT;

- IEJIONPOU3BOJICTBO.

Ilepenaua undopmanmu, KOTOpasi COAEPKUTCH B JOKYMEHTe, B MPOCTPAHCTBE H
BpeMeHH — 3TO:

+ KOMMyHUKaTHBHAs (QYHKIIUS TOKYMEHTA;

- conManbHas (YHKIMS TOKYMEHTa;

- mouTUYecKast PyHKIIHS JOKYMEHTa.

Kakoii u3 yka3aHHBIX [OKYMEHTOB NpuoOpeTaeT MNPaBoOBYW (yHKIUIO HaA
onpeeJIeHHbII MPOMEKYTOK BPpeMeHH:

+ IIpoToKon 3aceiaHnsl aTTECTAllMOHHON KOMHMCCHU;

- 3aKoH;

- [InaTexnoe nopyyeHue.

B yem 3akir0yaercs aTpuOYyTUBHOCTD JOKYMEHTAa?

+ B HaiMuuu B TOKyMEHTE JBYX COCTAaBISIONMX (MaTepUaTbHOW U HH(POPMAIIHOHHOM ),
0€3 KOTOPBIX OH CYIIECTBOBATH HE MOXKET;

- B ero npeHa3zHauyeHHOCTH /17151 IEpeAaydu B IPOCTPAHCTBE U BPEMEHU;

B TecHoil B3aMMOCBSI3M €ro OTAETBHBIX JJIEMEHTOB U IOJACHCTEM, KOTOpPHIE
00€ecTeunBaroT €ro eJIOCTHOCTh U COXPAHEHUI CBOMCTB MPHU Pa3INYHBIX BHEITHUX U3MEHEHUSIX.

15




Cnoco0HOCTb JOKYMEHTA NMOBJIeYb 32 c000il MpaBoBbIe MOCJEICTBHS — ITO €ro:

+ 10puanYeCKas CUIIa;

- JOpUINYECKAs] 3HAYUMOCTD;

- IOCTOBEPHOCT.

Konmust nokymeHnra — 3t1o:

+ 3K3EMILIAP, KOTOPBIH IOJHOCTBIO TOBTOPSAT COAEPKAHUE ITOAJINHHUKA;

- IOBTOPHBIN DK3EMILIAP MOAJINHHUKA;

- €ro JICKTpOHHAS (hopma.

O0s13aTeabHbII 3J1eMeHT 0OopMJICHHUS JIOKYMEHTA HAa3bIBACTCH:

+ PEKBU3UTOM;

- hopmyIsipom;

- oOpasiom.

PexBu3uT, KOTOpBLIHA (hUKCHpPYeET pelreHune Juna (corjacue WM Hecorjiacue) 1o
MOBO/Y COJCP/KAHUA JOKYMEHTA, HA3bIBACTCH:

+ BH30i1;

- rpudom;

- pE30JIIOLIHEM.

Pe3onronust opopmisiercs:

+ Ha caMOM JIOKyMEHTE WM Ha OTJEJIbHOM JIUCTE;

- TOJIBKO Ha CAMOM JIOKYMEHTE;

- TOJIBKO Ha OTAEIBHOM JIUCTE.

Ot Kakoro JuIa H3Jaraercs TeKCT MPOTOKoJa?

+ OT TpeTbero Juia MHO)KECTBEHHOTO UUCIIa;

- OT TpeThero Juia eIMHCTBEHHOTO YUCIIa;

- OT epBOro JINLa MHOKECTBEHHOTO JIUIIA.

Kakue ycraHoB/1eHbI cTaHAapTHBIE (pOpPMATHI 0J1AHKOB T0KYMEHTOB?

+ A4 n AS;

-AS5u A3;

- Tonbko A4.

JleBoe 1oJie JOKYMEHTA J0JIKHO ObITh He MeHee:

+ 20 Mm;

- 30 MmMm;

- 10 mm.

Kakoii 1okyMeHT opranuzaumuu HeJib3s 0(pOpMUTH Ha 001eM OJ1aHKe?

+ IIucemo;

- [Ipukas;

- Otuer.

Kakoii pexkBM3MT OpPraHM3alMOHHO-PACTIOPSAUTENBHOIO [OKYMEHTA SBJISETCS
nepeMeHHbIM?

+ JlaTta noxyMeHTa;

- HanmeHoBanue opranuzanuy;

- Kox ¢popmel nokymenTa.

IIpn xakom BapmanTe 0QOpPMJICHHSI PEKBH3HMTA 3aroJ0BOYHasi 4YacTh OJIaHKa
Npo/JieBaeTcs 10 TPAHUIbI IPABOro Nnojas?

+ IIpu mponoapHOM;

- [Ipu neHTpUpOBaHHOM;

- [Ipu pmaroBom.

Takoil peKBH3MT Kak 3M0J1eMa OPraHu3anuu:

+ He MOXeT ObITh pa3MellleH Ha OJaHKe TOKyMEHTa, €CIM Ha HeM yxke uMeetcs repo PO
WM rep6 ogHoro u3 cyonrexra PO;

- MO>KET 3aMEHATh PEKBU3UT HAMMEHOBAHUS OPTaHU3ALINN;

- pa3MeniaeTcs B HIOKHEM I10JIe IOKyMEHTA.
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Kakoii M3 yka3aHHBIX PeKBH3HTOB XapaKTepeH TOJBLKO /sl 0JaHKa CJIy:KeOHbIX
nucem?

+ CnpaBouHbIe TaHHBIE 00 OpraHNU3aluY;

- Kox hopmer nokymenra;

- HammenoBanue Bua JOKyMeHTA.

B xakoMm nopsijike oopmJisieTcs apec B MeKIYHAPOIHOM nepenucke?

+ Wms u pammnus anpecata, 10M, yiIuLa, rat (rpadcTBo), MOYTOBBINA HHIEKC, CTPAHa;

Nwmst u hbamunus agpecara, TOYTOBBIN HHAEKC, CTpaHa, ropo/ (mrat, rpadCcTBO), YIUIIa,
A0M;

Nms m pamunust agpecata, cTpaHa, ropof (mrar, rpadcrBo), yaumna, JOM, MOYTOBBINA
MHJIEKC.

Yro U3 yKa3aHHOTO He COAEPKUT B cede pe3osronus?

+ C0BO «YTBEpKIAI0»;

- CoaeprkaHue MOpy4eHHUs;

- QaMMIMIO U MTHULIMAJIBI HCIIOTHUTEIS.

Ha kakxom ¢popmaTe 0J1aHKAa JOKYMEHTA MOKeT OTCYTCTBOBATH 3ar0JI0BOK?

+ AS;

- A4;

- 3aroJIoBOK SIBJISIETCS 00S13aTEIbHBIM PEKBU3UTOM JJIs1 J1I000r0 hopmaTa OJIaHKOB.

Eciu K 10KyMeHTY HMeeTCcsl HeCKOJIbKO NPUJI0KeHUIi, TO OHM:

+ HyMepyroTcs nociie cinosa «lIpunoxeHue» noj TeKCToM;

- IEPEUNCIISIIOTCS Yepe3 3anATYIO 110CIIE TEKCTA;

- HUKaK He 0003HAa4aroTCsl, a IPOCTO MPUIIATAIOTCS K OCHOBHOMY JJOKYMEHTY.

Eciau mepea J0KHOCTBIO B KOHIIE JOKYMEHTa PYYKOil CTaBHUTCSl Kocasi 4epTa,
NPUIINCBIBAETCH «U.0.» M CTABUTCA MNOANUCH He TOr0 JIMIA, [aHHbIe KOTOPOro
pacmin¢poBaHbl, TO TAKOH JOKYMEHT;

+ TepsieT CBOIO IOPUIUYECKYIO CUITY;

- IMEET TaKyI0 K€ IOPUANYECKYIO CHITY, YTO M TOAMMCAHHBIN JOKHOCTHBIM JIMIIOM, Ybs
pacmmdpoBKa ykazaHa;

- ABJIsieTCs (habCUPUKATOM.

Ha kakoif 4acTH KONIMH OTHPABJISIEMOTI0 JOKYMEHTA MPOCTABJIsIeTCs] BU3a?

+ B HWKHEW 4acTy JTUMLIEBO CTOPOHBI;

- B HIkHEH yacTH 000POTHON CTOPOHHI,

- B BepxHel 4yacTu JIMLIEBOM CTOPOHBL.

Y10 noHMMaeTcs MoA MUTrpanueii 3JIeKTPOHHBIX TOKYMEHTOB?

+ Mx nepemenieHne u3 oAHOM MH()OPMAIMOHHON CUCTEMBI B APYTYIO IPU COXPAaHEHUU
UX JIOCTOBEPHOCTH, IIEIOCTHOCTH, AQyTEHTHUYHOCTH ¥ TPUTOAHOCTH JUISl JIajbHEUIIEero
UCIIOJIb30BaHUS;

Wx nepBuYHAas poBEpKa MpH MOCTYIUIEHUH B OPraHU3aAIHIO.

I110THOCTH TOKYMEHTONOTOKA ONpee/sieTcs:

+ COOTHOILICHHEM 4YHCia JOKYMEHTOB, KOTOpBIE MPOXOAAT 4Yepe3 KOHKPETHBIM ITyHKT
00paboTKH, K €IMHULIE BPEMEHH;

- CooTHOIIEHHWEM KOJIMYECTBA JOKYMEHTOB, IOCTYNHUBIIMX B OpraHM3aluioo, K
AQHAJIOTMYHOMY IOKAa3aTeIo 3a MPOLIEAIINI EPUOT;
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- Uucnom 006paboTaHHBIX OpraHu3alueil JT0KyMEHTOB 3a BCE BPEMs €€ CYILIIECTBOBAHMS.
Y10 noHUMMAETCH MO AYyTEHTUYHOCTHIO YJIEKTPOHHOI0 JOKYMeHTa?
+ ["apaHTHs COOTBETCTBUS JIEKTPOHHOTO JJOKYMEHTA 3asIBJICHHOMY;
- OTCcyTCTBHE MPABOK B TEKCT JIEKTPOHHOTO JIOKYMEHTA MOCJIE€ €T0 CO3/IaHMUs;
- Bo3MOXHOCTB B 110001 MOMEHT yCTaHOBUTH MECTOHAXOXK/ICHUE JTOKyMEHTa U
BOCITPOM3BECTHU €T0.
JlokyMeHTaluOHHOe o0ecnevyeHHe YpaBJjaeHus — 3To:
+ NeSTeNbHOCTh, KOTOpasi UMEET CBOEH IeNbI0 00eceunTh (YHKIMH yIPaBICHUS
JIOKyMEHTaMU;
- JIeATEeTbHOCTh COOTBETCTBYIOIIMX JIUI] IO IOKYMEHTOOOOPOTY, TOKYMEHTUPOBAHUIO,
ONEPATUBHOMY XPaHEHHUIO, a TAK)KE MCIOJIb30BaHUIO JOKYMEHTOB OpraHU3allly;
Yro M3 yKa3aHHOI'0 He MOKeT ABJIATHCS MOJJIMHHMKOM J0KYMeHTa?
+ Komnus 1oKkyMeHTa B 2JIEKTPOHHOM BU/IE;
- [lepBbIii SK3EMIUISP JOKYMEHTA;
- ENMHCTBEHHBIN 3K3EMILISAP JOKYMEHTA.
Kaxoro Buga neyatu He cymecTByer?
+ YHUBEpPCAIBHOM;
- repboBOI;
- IPOCTOM.
Kakoii u3 nmepeyHCIeHHBIX JOKYMEHTOB He OTHOCUTCA K  rpynme
OPraHM3aluOHHBIX?
+ Ciy>xe0HO€ HCHMO;
- YupeauTenbHbIi 10r0BOD;
- llltatHOE pacnucaHue.
OCHOBHBIMH 33Ja4aMHM ABTOMATH3AIlUM  JOKYMEHTO00OpPOTa M [0CTABKH
uHGoOpMaALUH ABJIAOTCAH. ..
a) HHTerpauus TeXHOJIOTuii 1eJI0NPOU3BOACTBA B €IMHBII MPOLEcc;
0) NOArOTOBKA TEKCTOBBIX JIOKYMEHTOB;
B) HCIIOJIb30BAaHUE CPEACTB BHEUTHUX KOMMYHUKAIINM;
I') IPUMEHEHUE ayJTUOBU3YalIbHBIX CPEJICTB.
TexH0JI0rMH ABTOMATH3MPOBAHHOT0 IOKYMEHT0000POTA BKJIIOYAIOT. ..
a) IJTAaHWPOBAHUE U YIIPABJIEHUE PECypcCaMu;
0) gopMupoBaHNe U HAKOIJIEHHE 0a3bI YJIEKTPOHHBIX IOKYMEHTOB,
B) MPOTpaMMHO-aNMapaTHYO MIaThopMy;
T) IEJIOBYIO TpaduKy.
K noxkymMeHTAaIMOHHOM cHcTeMe, BHINOJIHAOMEH (YHKIUU J0CTABKH
uHopManuu,NpeIbABJIAIOT CIeAYIOIINE TPeOOBAHNS. ..
a) onepaTuBHOE (DOPMHUPOBAHUE YKA3AHMUIA,
0) JOCTOBEPHOCTH MEPEAABACMBIX TOKYMEHTOB;
B) MOJrOTOBKA IJIAHOBBIX JOKYMEHTOB;
r) pa3padoTka NporpaMMHBIX aJTOPUTMOB.
TexHosiornu KJjacca «Pabouasn rpynna s JOKyMeHTAMOHHbIX
CHCTEM XapaKTEePHU3YHTCH. ..

a) OTCYTCTBUEM CTPYKTYpH3allii B OpraHu3alnuu pador;

0) HAKOMJIEHHEM YJIEKTPOHHBIX JOKYMEHTOB B MH(OPMAIMOHHOI 0a3e;

B) reHepanueid 0TYETOB ¢ MCNOJIb30BaHUEeM HHGOPMAIMHU U3 0a3bl JAHHBIX;
') HACTPOMKOM JIETIOTIPOU3BO/ICTBA 110 TPEOOBAHUIO 3aKa3UHKa.
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IJIA...

Texnosorun kiaacca «Padounii morox» MJIA JOKYMEHTAIMOHHBIX CUCTEM CIIYKaT

a) aBTOMaTH3alMK JOKYMEHTO000POTa B CPETHUX M KPYIHBIX Ooucax;

0) KOHTPOJISI BEPCUI MTPOTPAMMHBIX MPOTYKTOB;

B) OIpeIeICHHsI TPOTPAMMHO-AINIAPATHON KOHPHUTYpallii CHCTEMBI;

r) NpeI0CTABJIEHHS YCJIYT 10 HMUTALIMOHHOMY MO/IeJIMPOBAHUIO.
CpencrBa opuCHON aBTOMATH3AIIMU 00€eCIIeYNBAIOT. ..

a) peaju3anMIo AJrOPUTMOB 00PadOTKH JOKYMEHTOB B OPraHU3alUH;

0) OLIEHKY MPOTrpaMMHO-aINIapaTHONH KOH(PUTYpalluy TOKYMEHTAIIMOHHON CHCTEMBI;

B) OTKa30yCTOWYMBOCTb CUCTEMBI (pEe3epBUPOBAHIE PECYPCOB);

I') ONEPaTUBHYIO0 00Pa0OTKY TaOJIMYHBIX JAHHBIX.

CeTteBble KOMIBIOTEPHI B IOKYMEHTAMOHHBIX CHCTEMAX 00eCeYHBaIOT. ..

a) SKCIEAUIMOHHYI0 00pabOTKY JOKYMEHTOB;

0) KOHTPOJIb UCTIOJIHEHHSI 110 CYIIECTBY ITOCTABJICHHBIX 3a/a4;

B) KOJUIEKTHBHBIH IOCTYII K PeCypcaM CeTH;

T') UCCIIEIOBAHUE 3HAKOBBIX CUCTEM.

AJITOPUTM NPOXO0KIEHUA HCXOAAUIUX JOKYMEHTOB BKJIIOYAeT. ..

a) yueT U IJIaHUpOBaHKE pabovero BpeMeHH;

0) cocTaBJIeHHEe NPOEKTA JOKYMEHTA;

B) OTKa30yCTOWYMBOCTb CUCTEMBI;

I') IPEI0CTABICHUE BBIYMCIUTEIBHBIX PECYPCOB.

B AOKYMCHTAIMOHHBIX CHUCTEMAX /Il MOMCKA PErUCTPAIIMOHHBIX KAPTOYECK

NPUMEHSIOT. ..

a) HHTErpalMIo TEXHOJIOTUH 1eJI0NPON3BO/CTBA;

0) aBTOMaTH3aLHUIO AIMUHUCTPATUBHO-YIIPABICHYECKIX (PYHKIINH;

B) MPEIMETHBIN MPU3HAK CHCTEMAaTU3aLINN;

T') CPEIICTBA MAKPOIIPOTrPAMMHUPOBAHHSI.

KonTpoJsbHasi 1eJbHOCTH JOKYMEHTAIMOHHOI cCCTeMbI 00ecreYnBaer...
a) KATAJOTH3alMI0 PerucTPAlMOHHBIX (JOPM MO CPOKAM HCHOTHEHHS;

0) PKCIIEANIIMOHHYIO 00pabOTKY BXOISIINX JOKYMEHTOB;

B) UCIIOJIb30BAHUE CETEBBIX MPOTOKOJIOB;

T) yrpaBJeHue nepenadeit nnpopmanuu

Kaxkue cymecTByOT BUAbl 0apbepoB 001eHus1?

a) MEXKbSI3bIKOBBIC;

0) MUPOBO33PEHUYECKHE;

B) NICUXOJIOTUYECKHE;+ I') COMAaTUUYECKHUE;

1) COIUAbHBIE;

€) TeXHUYECKHE;+

Ha xakom M3 JaHHBIX IPUHIIUIIOB HE MOKET ObITH OCHOBAHO /1eJIOBOE O01eHne?

a) 10OpOKeIaTeITHHOCTS;
0) MOPSAOYHOCTS;

B) TAKTUYHOCTb;

T') YBaXKUTEIBHOCTB;

1) arou3M+
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OTHyeckasi KaTeropusi, KoOTopasi mepelaeT MOPAJbHYI0O HEO0X0IUMOCTh
BBINIOJTHEHHS 00IECTBEHHO MOJIe3HBIX 00S3aHHOCTE:

a) 6maro;

0) mour;+

B) CHACTHE;

T) 4YeCTh

BepHo Jiu yTBep:K/ieHne, YTO KOHKYPEHIUsI IBUTAET /110, OpUEHTALMA Ha
COTPYAHHYECTBO — YKPEILIfAET €ro, a CTpeMJIeHie Pa3IaBUTh KOHKYPEHTAa — YHHYTOXKAaeT?

a) Jlat

0) Her

KoMnoHeHThI, KOTOpbIe BKJIKYAET B ce0s1 KYJIbTYpPa /1eJ10BOr0 00IIeHUs

a) BCE OTBETHI BEPHBI;+

0) MCUXOJIOTHIO JICJIOBOTO OOIICHHMSI;

B) CIIy>KEOHBII STUKET;

') TEXHUKY JICJIOBOT'O OOIICHHUS;

1) TUKY JEJIOBOTO OOIIEHUS

Yt U3 HUIKE MEPEYUCTEHHOT0 OTHOCUTCS K CTWISIM PYKOBOACTBA?

a) [MomuTnueckuit

0) JIuGepanpHbIli+

B) JlemokpaTuueckuii+

r') ABTOpUTapHBIH+

YueHue, HIeHTPAIbHOIT MP00JIeMOii KOTOPOTro ABJISIETCS 100PO U 3J10 HA3LIBAETCS:

a) ITHKOM;

0) MOpabIo;

B) HPAaBCTBEHHOCTHIO.

Kaxue 3;1eMeHTBI BXOASAAT B CTPYKTYPY 3TUKH?

a) HpaBbl — 00BIYAl - MOpAJIb;

0) MCTOpUS STUKU — TEOPHUSI MOPAITH - TIPUKJIATHAS dTHKA;

B) MOpaJiIbHOE CO3HAHHE — MOPAJIbHOE MOBe/IeHHe — MOPaJIbHbIe HOPMBbI.

IcTeTHKAa KaK T'YMaHUTApHasi HAyKa MPeAnojaraer oco0blid crmocod MmoCTHKEHHS
CBOEro nmpejaMeTa yepes;

a) paMOHAJIU3ANMIO Xy/105KeCTBEHHOT0 MUPA;

0) mepeXKMBaHUC;

B) ONMCaHUE MUPA TIPU TIOMOIIH CUMBOJIOB.

ITHKA — ITO ...

a) HayKa, MpeMeTOM KOTOPOii SIBJISIETCS MOPaJb;

0) HayKa, IpeIMETOM KOTOPOil sIBJIsIeTCs 0OLIECTBO;

B) HayKa, IPEeIMETOM KOTOPOM SBISETCS MHUPOBO33PEHHE

IIpodeccnonanbHasi ITUKA OTHOCUTCH K ...

a) TEOpUU MOpPAJIH;

0) HOpMaTUBHOM ITUKE;

B) NPUKJIAHOM dTHKeE

I'ymanucTHYeckas 3TUMKA ...

a) BKJIIOYAET BHEIIHEE BIUSHUE HA YEJIOBEKA C TIO3UIIMH BJIACTH U CUJIBL;
0) cuMTaeT, YTO YEJIOBEK HE UMEET CBOCH LIEHHOCTH;

B) PacCCMATPHUBAET YeJ10BeKA B TEJIECHO-TYXOBHOM LEeJIOCTHOCTH
ABTOpUTAPHAA ITHKA ...

a) CYMTAET, YTO YEJIOBEK HE UMEET CBOEH IIEeHHOCTH;

0) paccMaTpHBaeT YeJIOBEKa B TEJIECHO-TyXOBHOM LIETOCTHOCTH;

B) CYUTAET, YTO LeJIb YeJ0BEeKa — ObITh CAMHM €000
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IIpukaaagHas 3THKA BKJIOYAET ...

a) TEOPHIO MOPAJIN;

0) STUKY JEJIOBOTO OOIICHMS;

B) HOPMAaTHBHYIO 3TUKY

JlejioBOE 001IEHME OCHOBBLIBAETCS HA 3HAHUSX.

a) COIUOJIOTHH;

0) ICUXO0JIOTHH;

1) MEHEHDKMCHTA;

T') JTOTHKHU;

K BepOaibHBIM cpeacTBaM 00LICHUSI OTHOCSATCS:

a) yCTHasl peub;

0) MUCbMEHHAs peyb

B) YCTHasl U MUCbMEHHAS PeUb;

I') UHTOHALIMU TOJI0Ca.

Kakue U3 nepednciaieHHBIX CPeICTB 00LIEHUSI OTHOCATCS K HeBepOaIbHbIM?

a) )KECTHI;

0) MO3bI;

B) MUMMUKA;

r) Bce NMmepevyuciieHHble;

1) BBIpa)KEHUE JTUIIA.

151 pe3yJIbTATHBHOIO NPOBeE/IeHHUS 1eJ10BbIX BCTpey, Oece/l, IeperoBopoB:

a) He00X0JUMO KOHTPOJIMPOBATh CBOU JIBUYKEHUS U MUMUKY;

0) crapaTbcsi HHTEPIPETUPOBAThH PEAKIMH MAPTHEPA;

B) IOHUMATh SI3bIK HEBEPOAIbHBIX KOMIIOHEHTOB OOILIEHUS;

) N0Jb30BaThCHA BCEMH BbIlIIe NepeYyucJIeHHbIMU MyYHKTAMH.

Kondauxr — 3t0:

a)0opb0a MHEHUI;

0)crop, AUCKYCCHUs IO OCTPOIA Ipodieme;

B)IIPOTUBOOOPCTBO HA OCHOBE CTOJIKHOBEHUS MPOTUBOIIOIOKHO HAIIPABJIEHHBIX MOTHBOB
WJIU CYXKICHUN;

I')CONEPHUYECTBO, HAMPABICHHOE Ha JOCTHKEHHUE 110OE b B CIIOPE;

A)CTOJKHOBEHHE NPOTUBOMOJIO0KHBIX MO3ULIMIA.

IIporuBoGopcTBO — 3TO:

a) OTKPBITOE BBICKA3bIBAHNE HECOTJIACHS TT0 KAKOMY-JIHOO BOIIPOCY;

0) CTOJIKHOBEHHE UHTEPECOB;

B) HAaHECEHHE B3aMMHOTO y1iep0a;

r) 60ppOa MHEHHIA;

1) CONEPHUYECTBO M0 MOBOAY KAKOr0-JIn00 nmpeamera.

JdyxoBHOE MJIM MEKJINYHOCTHOE 001IEeHHe — 3TO B/ O0IEHHS, IPA KOTOPOM ...

a) YYUTBIBAIOT OCOOEHHOCTH JIMYHOCTH IMapTHEpa, HO MHTEPECHl Jena Oeliee 3HAYMMBI,
9YeM BO3MOXKHBIC INYHOCTHBIC PACXOKICHUS;

0) MOKHO 3aTPOHYTH JIO0YI0 TeMy U He00s13aTeJIbHO NPUOeraTb K NOMOIIY CJIOB;

B) TJIABHOE - U3BJICYCHHUE BBITOBI OT COOECETHUKA C TIOMOIIIBIO PAa3HBIX TPHEMOB

Kakue no3unum cooTBeTcTBYIOT 3(p(PeKTHBHOI 1e/10BO Oecene?

a) B TIIpoIlecce JIeIOBOTO OOIIEHUSI COOECEITHUK 3aHSAT CBOMMHU  MBICIISMH,
NepeKUBAHUSIMU;

0) B Xxoae oOumeHMS MNapTHePY MNPeIOCTABJSAETCH BO3MOKHOCTh TMOJHOCTHIO
U3J105KMTHh CBOIO TOUKY 3PEHHsI HA pelliaeMyIo npoodjemy,

B) MIAPTHEP CIBIIIMT TOJBKO TO, UYTO XOUET YCIIBIIIATh,

T') B IIpoliecce OOIIeHUs JTy4IIUii TapTHEP TOT, KTO YMEET XOPOIIIO TOBOPHTH;

1) TY4IIAM COOECETHUKOM SIBIIICTCS TOT, KTO YMEET CITyIIaTh;

KoMmyHukaTHBHasi CTOPOHA 00LIEHUS — 3TO ...
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a) 00MeH MH(pOpPMaALMU MEeKY JIOAbMM;

0) opranu3aIys B3auMOICUCTBUS MEXKTY JIFOJIbMU;

B) IIPOILIECC BOCIIPUATHUS APYT Ipyra NapTHEPAMHU

IlepuenTuBHAs CTOPOHA O0LIEHUSA — ITO ...

a) 00OMeH nHPOPMAITUU MEKTY JTFOIbMH,

0) opraHu3aIys B3auUMOJICHCTBUS MEXTY JIOIbMU;

B) IIPOLIECC BOCTIPUATHA APYI APYyra napTHepamMu

HNHTepakTHBHAS CTOPOHA O0LIEHHUSA — ITO ...

a) 00OMeH nHGOPMAITUU MEKTY JTFOIbMH;

0) opranu3anusi B3auMoJAeiCTBHA MeKY JIIbMHU;

B) MpoIiecc BOCIPUATHUS APYT Apyra mapTHEPaMu

Cucrema ¢JIOB, BbIPAKeHUI U MPABUJI UX COeIMHEHUS — ITO ...

a) MHTOHAIINS,

0) A3BIK;

B) MUMHKa

KonduukrHas cutyauus — 310:

a) CITy4aifHbIe CTOJIKHOBEHHS HHTEPECOB CYOBEKTOB COIMAILHOTO B3aUMOICHCTBUS;

0) HakonmUBIIMECH TIPOTHBOpPEYHsi, CBS3aHHbIE C JAeATEJbHOCTHI0 CYOBEKTOB
COLHAJILHOTO B3aUMO/IeHiCTBUSI, KOTOpPbIe CO3JAKT MOYBY /JJsl NPOTHBOOOPCTBA MEXKAY
HUMM;

B) IIpoIleCC TPOTHUBOOOPCTBA MEXKAY CYObEKTaMH COLMAIbHOIO B3aWMOJIEHCTBUS,
HAIPaBJICHHBIN Ha BBIACHEHUE OTHOLIEHU;

T') IpUYMHA KOH(IIUKTA;

1) 3Tan pa3BUTUSA KOHPIIMKTA.

IIpuunHa KOHGIUKTA — ITO:

a) MPOTHUBOIOJIOKHBIE MOTUBBI CYOEKTOB COIIMATIHLHOTO B3aUMOICHCTBUS;

0) creueHue 00CTOSATEIBCTB, KOTOPBIE MPOSBIISAIOT KOHPIUKT;

B) SIBJIEHHS, COOBITHS, (PAKTHI, CHTYallul, KOTOPbIe MPeAIIeCTBYIOT KOH(JINKTY U
NpU omNpeaeeHHbIX YCJIOBHAX HAeATEIbHOCTH CYyOBEKTOB COLMAJIBHOIO B3aMMOJECTBHUS
BbI3bIBAIOT €I0;

T') HAKOIIMBILMECS TIPOTUBOPEUHSI, CBSI3aHHBIE C JCATEIBHOCTHI0 CYOBEKTOB COITUAIEHOTO
B3aMMOJICHCTBYSI, KOTOPBIE CO3JAI0T MOYBY IS PEAbHOTO MPOTUBOOOPCTBA MEKIY HUMU;

1) TO, U3-32 YETO BO3ZHUKAET KOH(IHUKT.

To, u3-3a 4ero BO3HUKaET KOHPIMKT, — ITO:

a) MOTUBBI KOH(JINKTA;

0) Mo3uIK KOHPIUKTYIOIUX CTOPOH;

B) nipeaMeT KOHQJINKTA;

T') CTOPOHBI KOH(JIUKTA,

1) 00pa3 KOH(GIMKTHON CUTYaIIUH.

O0pa3 KOHPIMKTHOMH CUTYalUMU — 3TO:

a) TO, U3-32 Yer0 BOSHUKAET KOH(MIIUKT;

0) cyOBEKTUBHOE OTPAKEHUE B CO3HAHUH CYOBEKTOB KOH(IMKTHOTO B3aUMOJICHCTBUS
npeaMeTa KOH(PIUKTa;

B) UICTHHHBIC  BHYTPCHHHE IMOOYIUTEIbHBIC CHJIBI, TOJTAIKHBAIOIIHEC CyOBEKT
COILIMATILHOTO B3aUMOJICHCTBUS K KOH(IIHUKTY;

T') TO, O YeM 3asBIISIFOT IPYT APYTY KOH(MIUKTYIOIIHAE CTOPOHEI;

1) CyObeKTUBHOE  OTPa:kKeHWe B CO3HAHMM  CYObeKTOB  KOH(JIMKTHOIO
B3anMoOelCTBHS Hesieil KOHPIAnKTa.

HNuuuaenr —7ro:
a) cTeyeHne 00CTOATEIHCTB, ABJISIIOIIUXCH MTOBOAOM ISl KOH(JIMKTA;
0) UCTMHHAs IPUYMHA KOH(IIUKTA;
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B) HAKOITMBIIIMECS TPOTUBOPEUUS, CBSI3AHHBIE C JACSITEILHOCTHIO CYOBEKTOB COUATBHOTO
B3aMMOJICHCTBYSI, KOTOPBIE CO3JAI0T MOYBY IS PEAbHOTO MPOTUBOOOPCTBA MEKIY HUMU;

T') TO, M3-32 YeTO BO3HUKACT KOH(JIHKT;

1) He00X0IUMOE yCIIOBHE KOH(IIUKTA.

CropoHbl KOH(}IHKTA — 3TO:

a) cy0ObeKThl COLMAJIBLHOIO B3aUMOJEHCTBHUSI, HAXOASIIUECSI B COCTOSTHUM
KOH(IMKTA WK MOJiePKUBAIOIINE (IBHO UM HESIBHO) KOH(PJIMKTYIOLIUX;

0) TOMBKO CYOBEKTHl COIMAILHOTO B3aUMOJCUCTBUS, HAXOMAIIUECS B COCTOSHHUH
KOH(JIHKTA;

B) KOHKPETHBIE TUYHOCTH, HAXOSAIINECs B COCTOSTHUM KOH(DIUKTA;

') CyOBEKTHI COIMAILHOTO B3aUMOJICHCTBHUS, HAXOMSAIIUECS B COCTOSHUU KOH(JIMKTA W
MOCPEAHHK (MEIUaTOP);

1) KOHQIMKTYOIIUE CTOPOHBI B IEPETOBOPHOM IPOIIECCE MO Pa3PEIICHUIO KOH(MIUKTA.

IIpoBoas kagpoBy Oeceqy, pyKOBOAUTEND J0JKEH YYUTHIBATh TUIHYHbIE YEPThI
XapakTepa cBoero codeceJHHKa, KOTOpPbIE 10 — PA3HOMY NPOSIBJISIOTCS B OTHOLIEHHH K:

a) CBOeMY KOJUIEKTUBY

0) neay

B) TOJIUTHKE

I') HICKYCCTBY

IIpu npueme Ha padoTy B KaJpoBoii Oecele OLEHUBAIOT NMPETEH/IEHTA N0:
a) YMEHMIO CIIOPUTH
0) CHOCOOHOCTH K 001IEHUI0
B) BHEIIIHEMY BHULY
') HeBHIMATEIFHOCTH K TOBOPSIIIEMY
HNudopmanus 3to
1. cooOuieHus, HAXOSAIIUECS B TAMSTH KOMITBIOTEPA;
2. CcoOOIeHHs, HAXOIAIIMECs B XpaHWINIIAX JTaHHBIX;
3. mpeABapUTEJbHO o0pa0oTaHHble JaHHbIE, TOAHbIe [Jsi MNPHHATHSA
YIPaBJIECHYECKHUX PeLIeHUH;
4. cooOmeHnus, 3aMKCUPOBAHHBIE HA MAIIIMHHBIX HOCUTEJISIX.
NudopmManuoHHAA TEXHOJOIHA 3TO
COBOKYIHOCTbh TEXHUYECKHUX CPEJICTB.
CoBOKYITHOCTH ITPOrPAMMHBIX CPECTB.
COBOKYMHOCTbh OpraHU3alMOHHBIX CPEJICTB.
MHoxecTBO HH(POPMAIIMOHHBIX PECYPCOB.
o. CoBOKYNIHOCTH onepauuii mo coopy, o6padoTke, nepeaayu U XpaHeHHIO
JAHHBIX € UCIOJb30BAHHEM METOA0B U CPeICTB ABTOMATH3ALMH.
Ykaxure QyHKIUM 3JIEKTPOHHOI'0 JOKYMEHT0000poTa
Pemenue npukiiaiHbIX 3a/1a4.
XpaHeHue 3JIEKTPOHHBIX JOKYMEHTOB B apXHBe.
Ilouck 3J1eKTPOHHBIX IOKYMEHTOB B apXHBe.
Opranu3zanus petieHus TpaH3aKIMOHHBIX 33]1a4.
MapumpyTu3zanus u nepeaayda J0KyMeHTOB B CTPYKTYPHbIe oApa3/ieleHHs.
MOHUTOPHHT BbINOJHEHUS PACTIOPSKEHU .
Opranu3aius penieHus aHATUTHYECKUX 3a]1ad.

el N =

Noook~whE

YKkaxkuTe rJ1aBHYI0 0CO0EHHOCTDH 0a3 JaHHBIX

1. OpuenTanus Ha nepenavy JaHHBIX.

2. OpueHTalUsl HA ONMEPATHBHYI 00pPadOTKY JAaHHBIX M PadoTy ¢ KOHEYHbIM
N0JIb30BaTeseM.
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3. OpueHTanus Ha MHTEIUIEKTYaIbHYI0 00pa0OTKy JaHHBIX.

4. OpueHTanus Ha NPEAOCTaBICHUE aHAIUTUYECKOW HH(OpMaLIUK.

YkakuTe r’1aBHYI0 0CO0EHHOCTh XPAHUJIUIL TAHHBIX

1. OpuenTanus Ha ONepaTUBHYIO 00paOOTKY TaHHBIX.

2. OpueHTALMS HA AHAJIUTHYECKYI0 00pPa0OTKY JaHHBIX.

3. OpueHTanus Ha UHTEPAKTUBHYIO 00paOOTKY JaHHBIX.

4. OpueHTanus Ha UHTETPUPOBAHHYIO 00PabOTKY TaHHBIX.

Karteropusi cexkperapeii, 3aHMMalOIMXCSd NpPHEeMOM TeJe(OHHBIX 3BOHKOB M
CO001IeHUI

-ceKpeTapb oduca

-YUYE€HBIN CEeKpeTaphb

+cexkperaps Ha TeJjieoHe

-CeKpeTapb KOJUIETUI

Creumanuct He TOJBKO B 00JacTH CEKPETapcKOro jeia, HO U B cdepe OCHOBHOI
JIEATEIbHOCTH OpraHu3allid, OH TOTOBUT pPEUICHMs, JOKIAJbl, OTYEThbl, BBICTYIUICHUS
PYKOBOJUTEIIO U T.[I.

-CeKpeTapb IPUEMHOE

+cekperapb-pedepeHT

-CeKpeTapb CTPYKTYPHOIO IOJIpa3AcICHUs

-JIMYHBIN CEeKpeTapb

Ha3zoBuTe 0OCHOBHBbIE KATErOPHHU CeKpeTapei

+cexkperapb NprMeMHOMI

+cexkperapb ouca

+IHYHBIH CeKpeTapb

+cexperapb-pedepeHT

-CeKpeTapb-pyKOBOIUTEID

+TeXHUYeCKHUil ceKkpeTapb

Bce 00s13aHHOCTH cekpeTapsi MOKHO Pa3JeJuTh Ha 2 OCHOBHbIE IPYIIbI:

+(yHKIMH 110 JOKYMEHTAUMOHHOMY 00eCIe4eHHI0 YIIPABJICHUS

+(pyHKUMH 110 0€3J0KYMEHTAPHOMY 00C/IY;KUBAHUIO

-(YHKIMH [0 a]MUHUCTPATUBHO-TIPABOBOMY 00€CTICUEHHIO JI€ATEIHbHOCTH OpraHu3alun

HasoBute 10KyMeHTBI, COCTaBIISIOIINE ITPABOBYIO OCHOBY JEATEIBHOCTH CEKpETaAps

+Koncruryuus PO

-Hanoroseiii Kogekc

+TpynoBoii koxekc

+OCHOBBI 3AKOHOJATEJIBCTBA 00 OXpaHe TpyjAa

-Hanorosoii kozekc

Hay4yHo-TexHMYeCKasi, KOMMepPYeCKasi, OPraHM3alMOHHAsl WM WHASI MCIIO0JIb3yeMast
B NPeANPMHUMATEIbCKON NeATeJJbHOCTH HH(popManus, KoTopas 00/1a1aeT peaJbHONl WJIN
MOTEeHIUAIBHOI IKOHOMUYECKOH IIEHHOCTHIO M He SIBJIAAETCS 001Ien3BECTHOMH — 3TO....

KOMMepUecKas TaiiHa

Kakne koMnoneHTsl BKiI0O4aeT cxema 711?

+IIpUBETCTBHE

+mporanue

+110ABEIEHNE UTOTOB

+IpHU3HATEIBHOCTD

+IpuinHa

+npobiema

-IIPOEKT

-TMIOsSICHEHUE

+npexacraBineHue
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PacnoJio:kute B NpaBHJILHOM MOC/IE10BATEILHOCTH Bee 3JieMeHThI cxembl 711
7npolianue

InpuBercTBUE

4npobiema

5TI0ABEICHNE UTOTOB

3npudrHa

6IpU3HATENBHOCTD

21npeAcTaBIeHIE

OnTumanbHast NPOJOJIKUTEIBHOCTD /1€JI0BOT0 Tesie)OHHOT0 pa3roBopa:

-2 MUH

-3 MmuH

+4 muH

-5 MUH

IIpuem nocerunreieii ycJIOBHO MOKHO pa3JieJIMTh HA cJIeyIOLe BU/IbI:

+IpHeM o TEKYIIUM BOIIpocaM

-TIpUEM T10 ONepaTUBHBIM BOIIPOCAM

+1pueM 110 INYHBIM BOIIPOCAM

+1preM OCEeTUTENEN U3 IPYTUX OpraHu3alnui

+IpreM KOMaHAMPOBAHHBIX paOOTHUKOB

+npuem generanui

-TIpUEM I10 aKTYaJIbHBIM BOIIPOCaM

B kakoii 1oxymMeHTe cekperapb GUKCHpyeT HH(OPMAIUIO O IPHeMe MoceTuTe el ?

+iKypHaJ

-KHUTa

-IIPOTOKOJI

-perucTpanoHHas KapTouka

CBoa HOPM M MpaBUJI HauboJ1ee 1HeJ1eco00Pa3HOro NOBeJeHH A, KOTOPOeE 10J/KHO
CIOCOOCTBOBATH JOCTH/KEHHIO ycIeXa B 1eJIOBbIX OTHOLIEHUSIX

JeJIOBOM DTHUKET

Ha3zosute ocHoBHBIe CI/I, Hcnob3yeMble CeKpeTapeM B /1eJ10IPOU3BOICTBE

+Jleno

+EBdpar-n0okymeHTO000pOT

-Outlook

-Lotus Organizer

B xakoM Beke MosiBUJIaCh 10JKHOCTD ceKkpeTraps?

+B 18 Beke

-B 19 Beke

-B 15 Beke

-B 20 Beke

OCHOBHBIM /I0KYMEHTOM, perjiaMeHTHPYIOLIHe COCTAB U 00beM 00s13aHHOCTEeH
ceKperaps sBJSIeTCH:

-ycTaB

-TI0JI0KEHUE

+10/1’KHOCTHASI HHCTPYKIMS

-IITaTHOE paclrCaHue

Ilepenaua mnoguMHEeHHOMY 3aJa4d ¢ TMPABOM NPHUHATHS  pelleHUs H
OTBETCTBEHHOCTH 32 €¢ BBINOJHEHHE, — ITO...

+aejierupoBanue

-IELEeHTpaAIN3aus

-IOpy4YeHHe

25



HOprI BPEMEHU MOI'YT ObITHh HCIOJbL30BAHDI AJIS OIMpEeacJaCHUA

-TOJIOBOH TPYAOEMKOCTH padoT M0 JOKYMEHTAIIHOHHOMY OOECIICUYCHHUIO yIPaBICHUISCKUX
CTPYKTYp

+pacueTra HOPMATUBHON YMCJIEHHOCTH PA0OOTHUKOB, BbINOJHSOIIUX Pad0ThI 1O
AOKYMEHTAIHOHHOMY 00eCIeYeHNI0 YIIPABJIEHYEeCKUX CTPYKTYP

PersiamentupoBannas YHCJIEHHOCTh pPadoOTHMKOB onpe/e;IeHHOT 0
Nnpo(ecCuOHATBLHO-KBATU(PUKAIIMOHHOTO0 COCTABA, HeoOXoauMasi il Ka4YeCTBEHHOIO
BBINOJIHEHUS] TOW WM MHOH (YHKIHHM B OMNpeeeHHbIX OPraHU3aUMOHHO-TEXHUYECKHX
yCJI0BHSAX, — ITO ...

+HOPMAaTHUB YHCJIEHHOCTH

-HOPMBI YIIPaBJISIEMOCTH

-HOPMBI BBIPaOOTKH

MaxkcuManbHOE YuCI0 PaOOTHUKOB, TOTYMHEHHBIX OJTHOMY PYKOBOAMUTENIO, — ATO ..

-HOPMAaTHUB YHUCJICHHOCTHU

-HOPMBI BBIPaOOTKH

+HOPMBI YIPaBJISIeMOCTH

O0beM padoT (KOJINYECTBO JOKYMEHTOB), KOTOPbIil 10J15KeH ObITH BHINMOJHEH 32
omnpe/eJIeHHbIN 0TPe30K BpeMeHH (4ac, CMeHy), — 3TO0 ...

-HOPMAaTHUB YUCIIEHHOCTHU

-HOPMBI YIIPaBIsIEMOCTH

+HOpPMBI BBIPA0OTKH

Hopw™e! BeIpabOTKH PUMEHSIOTCS

-JI1  HOPMHpPOBaHMS TpyJa U pacdyeTa YUCICHHOCTHM OCHOBHBIX pabouux-
MHOTOCTAaHOYHHUKOB
-1 pacyeTa YHCICHHOCTH pabOTaroNMX, IUTAHUPOBAHHS TPOU3BOAMTEILHOCTH TPYIA,
OpraHu3aIy 3apaboTHOI MIaThI

+npu ydyere TPyA0eMKOCTH PadoT MO 00CHYKMBAHHUIO eAMHHUIBLI 000PY/10BaAHUS
NMPOM3BOJACTBEHHBIX ILIONIA/Ieil B TeYeHHe ONpe/ieIeHHOr0 epuoaa

IMox paGo4yum MeCcTOM CJIy:Kaliero NOHMMAaeTCs

-IIPOCTPAHCTBO, B Ipelaeiax KOTOporo paOOTHHUK, HE TMepeMellasch, BbBIIOIHIET
BO3JIO)KEHHYIO Ha HETO padoTy

+30Ha TPYAOBOM IESATENLHOCTH PAaOOTHUKA, OCHAIEHHAs HEOOXOAMMBIMU CPEIICTBAMU
Tpyna

- OIHUCaHHE OCOOCHHOCTEW OMpeNeNeHHON mpodeccun, pacKphIBaIOLIee COJEpKaHUE
npoheccuoHambHOTO TPy/aa

-4aCTb MOMCUICHUS, B KOTOPOM COBEPIIACTCA TPyaOBasd ACATCIbHOCTD

Pexxum Tpyna u orabixa — 310

+yCTaHOBJICHHBIM B OpraHu3alii PaclopsiOK, PErJaMEeHTUPYIOUIUN ONpeaeIeHHOe
YepeI0BaHNE BPEMEHH pa0OTHI M OT/IbIXa COTPYIHUKOB

-IIpaBUJIa BHYTPEHHETO TPYOBOTO pacIopsiaKa

-HOPMAaTHBbI BpECMCHHU, MPCAHA3HAUCHHBIC JJI pacucTa IITATHOU YMJIEHHOCTH

IIpoxo/KUTEILHOCTh HEeNPePbIBHOM PadoThI ceKpeTapsi ¢ KOMIIBIOTEPOM 0e3
perjiaMeHTMPOBAHHOIO NepepbiBa He 10/KHA NMPEBbIIIATH

+2 gaca

-3 gaca

-4 qaca
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CekpeTapb pyKOBOAUTEJISI OTHOCHTCS K KATErOpUuU

-pyKOBOJUTENN

+CHenuaaInCThl

-TeXHUYECKHE UCTIOJIHUTEIN

OO01epoccHiicCKUM ~ IOKYMEHTOM,  perjaMeHTHPYIOUUM  KBaJu(pUKALHOHHbIE
Tpe0OBaHUS K CEKpeTapsiM, sIBJsIeTCS

-Tpynosoii konexc PO

+O61mepoccuiickuii kinaccudukarop npodeccuit paboumnx, AOHKHOCTEH ClyKalux U
Tapu(HBIX pa3psIoB

-O01mepoccHiickuM JOKYMEHTOM, PEryIaMeHTUPYIOIIMM KBaTHU(PHUKAlMOHHbIE TPeOOBaHUS
K CEKpeTapsM, SIBISCTCS

KBainpukanmoHHbie XapaKTePUCTHKH MOTYT

-IIPUMEHATHCS B KAYECTBE HOPMATUBHBIX IOKYMEHTOB IPSMOTO JCHCTBUS

+CIyKUTh OCHOBOH JUIsl pa3pabOTKU JOJKHOCTHBIX MHCTPYKIIUN

[ToMOIIHUK pyKOBOAUTENSI OTHOCHTCS K KATETOPHH

-pPyYKOBOJUTENHN

+CHeIaJInuCThl

-TeXHUYECKHE UCTIOIHUTEIN

Ha xakue kaTeropum KJiacCu(pMuUpyrTCs caykammue?

-pPYKOBOJUTEIH, CIIEIIUATUCThI, TEXHUUECKUE CIICIIUATHCTHI

+PYKOBOJUTENH, CLIELIMATUCThI, HHCIIEKTOPBI, BCIIOMOIaTelIbHbIE PAOOTHUKU

-pPYKOBOJIUTEIH, CTICIIUATUCTHI, HHCTIEKTOPHI

VYnpasieHue nepcoHajiom

Opranusanus — 310

+rpynmna Jojeii, 1eaTeJJbHOCTh KOTOPbIX CO3HATEIbHO KOOPIMHUPYETCS ISt
JOCTHKEHHUS 00Iel mean

-mobast  dQQeKTUBHAS OpraHu3alUsl HE3aBUCUMO OT (OpMBI  COOCTBEHHOCTH,
OpraHU3alMOHHO-TIPaBOBON ()OPMBI U OTPACIIEBOM TPUHAAICKHOCTU

-COBOKYITHOCTh BCE€X COTPYAHHMKOB OPraHM3alliH, JUYHBIM TPYAOM YYacCTBYIOLIMX B €€
JeSITEebHOCTH

J1s 0003HAYeHHS] COBOKYNHOCTH BCeX COTPYAHMKOB OPraHM3alMH, JHYHBIM
TPYOM YYACTBYIOIIHX B ee /JesiTeIbHOCTH, B COBPEMEHHOI JuTepaType MCIOJIb3YIOTCS
cjleayiolue TepMHHbI:

+KapeI

+KaIpOBbIM MOTEHIHAI

+4eI0BeUECKUE PECypChI

+repcoHan

+yenoBeuecKuil Kanura

-TpyIIa Jaei

+TpyAOBBIE PECYPCHI

-OpraHU3alMOHHBIA TOTEHIIHAT

IIpouecc ucnoab30BaHMSI WHANBUAYYMOB (COTPYAHMKOB) /UISl JOCTHKEHHS Lesei
KOMIIAHUM — ITO ...

yIpaBJICHUE YEJIOBEUECKUMH PeCypcamMu
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B cooTrBeTrcTBUM ¢ 0a30BOH KiIaccuukanueil mepcoHa a BbIAesIeTCs:
+IpOU3BOICTBEHHBIH NIepcoHa (paboune)

-pPYKOBOISIITUH ITepcoHa (YTIPaBIISIOIINE)

+yTpaBieHYECKUN TEPCOHAT (CITy>Kallue)

CoBOKYNHOCTH NpOLIECCOB AHAJAM3a TPYAOBBIX oONepauMii, IUIAHNPOBAHUS

YyeJIOBEeYeCKHX pecypcoB, noadopa u oTdéopa KaapoB — 37O ...

KaJIpOBOE 00ECTICUCHHE
COBOKYNHOCTH MPOLECCOB MJIAHMPOBAHNS KaPbhepbl, 00y4eHUsI COTPYTHUKOB,

OIICHKA Pe3yabTaTOB ACATCJIbHOCTH COTPYAHUKOB — 3TO

3TO...

pa3sBUTHE YEJIOBEYECKHX PECYPCOB
CoBOKYNHOCTH NPOLECCOB MOTHMBAIIMM M CTUMYJIMPOBAHUSI TPYAa COTPYIAHUKOB -

-[MMOOLIPCHUEC
+BO3HarpaxJicHue
-IopullaHue

CoBOKYIIHOCTH NpoueccoB o0ecnedeHnsi HOPMAJIbHBIX YCJIOBHM TPyAa: CO0/MI0IeHUe

TpeGoBaHNii )PrOHOMHMKH, OXPAHbI TPYA U OKPY:KaloLlel cpeAbl — 3TO

+o0ecneyenne 0€30MaACHOCTH TPYAA H 310POBbSI COTPY/AHUKOB

-OCYLIECTBJIICHUE PEryJUPOBAHUSA TPYAOBBIX OTHOIIECHUN

-pa3BUTHE YEJIOBEYECKHX PECYPCOB

-CHUCTEMa MOOLIPEHUI

JL0JIZKHOCTHOE JIMI0 WM CTPYKTYPHOe NoJpa3ieieHue OPraHu3aluum, sBIsIOIHecs

HOCHUTEJIAMH (PYHKIUI yIIPABJEHUSA NIEPCOHAIOM — ITO ...

+cy0beKT ynpaBJ/ieHHs YeJ10Be4eCKUMHU pecypcaMu

-00BEKT yIpaBlIEHUS YEJIOBEUECKUMHU pecypcaMu

-TIpeMET yNpaBIEHUS YEIOBEUYECKUMU pecypcaMu

-CTPYKTypa yIpaBlIeHUs YeJIOBEUECKUMHU pecypcaMu

Buabl cy0beKkToOB ynpaBJieHUs IEPCOHATIOM:

-CTPYKTYpHbIE Opa3/AeICHUS OpraHu3alun

+MEeHeKep M0 epCcoHally, OT/Ie KaJpoB, YIPaBIEHUE KaJpOB

+ayTcopcuHr

+IIMHEWHbBIE PYKOBOIUTEIH

+IIEHTPBI OTBETCTBEHHOCTH: IICHTPHI 3aTPaT, LIEHTPHI I0XO00B, IICHTPHI MPUObLIH
-MaTePHAIbHO-TEXHUUECKHUE LIEHTPbI

JloKyMeHT, B KOTOpPOM coo0uaeTcsi HH(pOpMalusi OTHOCHTEJbHO Pado4ux 3aJaHui,

o0si3aHHOCTEN 1 OTBETCTBCHHOCTH, CBA3AHHBIX C KOHerTHOﬁ HOJIZKHOCTBIO

-yCTaB OpraHu3aluu

+10/12KHOCTHASI UHCTPYKIMS

-IITaTHAs YUCICHHOCTD

-IITaTHOE PACIHUCAHKE

YBoJ/IbHeHHe PA0OTHMKOB, MO NPUYUHAM, He CBSI3AHHBIM C NPOU3BOJCTBEHHON

HEO0XO0AUMOCTBIO: 10 COOCTBEHHOMY JKeJIAHUIO, 32 HAPYLIEHHE TPYAOBON IMCUMILUIMHBI U

T.J.

+TeKy4ecTh Ka/IpoB
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-KaJpOBBIC NIEPECTAHOBKU

-IJIAHUPOBAHUE NIPEEMCTBEHHOCTH

OcHoBHOE HampaB/eHHE [1eATeIbHOCTH, KOTOPOe BBIOMPAET YeJ0OBEK C LeJIbI0
CJ1eI0BaTh €My Ha NPOTSKeHUH Bceil cBOel TPyI10BOii ;KU3HU — 3TO ...

-KapbepHBIN Iy Th

+Kapbepa

-IJIAaHUPOBAHUE Kapbephl

-TPyAOYCTPOHUCTBO

Kakue BuabI INIaHUPOBAHUS Kapbepbl CYIIECTBYIOT?

+MHAUBHAYAJIbHOE IVIAHMPOBAHHE Kapbepbl

-CaMOCTOATEIbHOE IUIAHUPOBAHUE KaPbEPhI

+0OpraHu3alMoOHHOE INIAHUPOBAHUE Kapbephl

-KOPIIOPAaTUBHOE IIIAHUPOBAHUE KapbEPbI

O¢puunanbHbIi NMOAX0A, HUCHOJb3YEeMbIil OpraHu3anue, 4rodbl MOMOraTb CBOMM
COTPYAHMKAM NPHOOPETATH ONBIT M HABBIKH, HEOOX0AUMBbIe /IS BHINOJIHEHUsI HACTOs LI el
U Oyayuieit padoThl — 37O ...

pa3BUTHE KapbePbl

IIpucnoco6/ieHne U nocreneHHoe BXOk/JAeHHe Pa0OTHMKA B NMPOM3BOJCTBEHHbIE
YCI0BHS, XapaKTePHbIEe I OPraHu3anun-padoroaaress — 370 ...

-IICUXO0JIOTUYECKas aJlanTarus

-COLMaNIbHAs ajanTalus

+TpynoBas agamnTamnus

-npodeccroHaNbHAS aTanTaIHs

Ona BbIpaxkaercss B ONPENEJICHHOM YPOBHE OBJIaJeHHsA MPO(ecCHOHAIbLHBIMHU
HABBIKAMH M YMEHHMSIMH, B ()OPMHPOBAHNH HEKOTOPBIX NPOGecCHOHATBHO He00X0AUMBIX
Ka4eCTB JIMYHOCTH, B Pa3BUTHH YCTOMYHMBOIO MOJIOKMTEJbHOI0 OTHOLIEHUsSI PA0OTHHKA K
cBoeil npogeccun

-TpyZlOBas ajantanus

+npodeccuoHaIbLHASA afaNTANMA

-COLMAJIbHO-TICUXOJIOTUYECKas aJlanTalus

-IICUXO0JIOTUYECKas aianTarus

Komnanus, koTopasi co3naer ycJ0BUs AJIsl MOJYYCHHS COTPYAHUKAMHU HABBIKOB H
YMEHHH HCHOJIb30BAHMS HAKOIUIEHHBIX TeOpeTHYeCKMX 3HAHUI B HMX HNPAKTHYECKOM
AeATEJBHOCTH — 3TO ...

-penynpexaaroliee ooydeHmue

+o0yyaromasicsi OpraHu3anus

-KpU3HUCHOE 00y4YeHHe

-Mo/IepKHUBaroIee 00yueHue

ColecenoBaHue 1o pe3yjibTaTaM OLEHKH JAeATeJbHOCTH COTPYAHMKOB — 3TO

...OLICHOYHOE MHTEPBBHIO

@DaxTOpHl, BIUSIOUIME HA MPOILECC OLIEHKH Pe3ysbTaTOB ACSITEIbHOCTU COTPYIHUKOB,
MOTYT OBITh

-(akTOpaMu KOPIOPATUBHOU KyJIbTYPbI

+dakropamu BHEIIHEN cpeibl

+daxTopamMu BHYTpEHHEN CpeJIbl
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-(pakTOpamMu OIIEHKH Pe3yIbTATOB JAESITEIHHOCTH
IIpu onenke moaxoAa K (popMHMPOBAHMIO CHCTEMbI BO3ZHAIPAKICHUS CJIeAyeT
paccMaTpHUBaTh CJEAyIOIINe aCNeKThl CIIPABEVINBOCTH:
+BHEIIHIOK0 CIPABEIINBOCTh
+MHIAMBUAYAJIBbHYIO CIIPABEVIUBOCTH
-Npo(heCCHOHANIBHYIO CIIPAaBEAIUBOCTh
-MacCOBYIO CIIPaBEIJINBOCTh
+BHYTPEHHIOIO CIIPABEIJINBOCTh
+IrpynmnoByI0 cipaBeAJIuBOCTb
Padora, He oTIMUaOMIasiCsl CI0KHOCTHIO BBHINOJIHEHHS, He TPpeOylomas 0co0bIX
3HAHUI, HABBIKOB, ONIbITA U MPEBAPUTEIBHOI0 NPO(eCCHOHAIBHOT0 00y4eHHUs — 3TO ...
-KBaTU(PUIPOBAHHBIN TPYT
+HeKkBaJIN(PUIHPOBAHHBIN TPY]
-crienManbHas TPYyA0CIOCOOHOCTh
-npodecCHOHANBHAS TPYA0CIIOCOOHOCTh

15. UndopmanuonHoe odecnevyenne yueOHON NPAKTUKH
15.1. OcHoBHas quTEpaTypa
1. IllysamoBa, H. H. [lokymMeHTanmoHHOE oOOeCICUCHHE YIPaBICHUS: YYCOHHK JUIs
cpennero npodeccuonanbHoro oopaszosanus / H. H. IllyBanoBa. — 3-e¢ u3a., mepepad. u 1om.
— Mocksa : M3gatenbctBo FOpaiit, 2025. — 234 ¢. — (IIpodeccrnonanpHoe 00pa3oBaHue). —
ISBN 978-5-534-20349-3. — Tekct : anekrponHbiit // O6pa3oBarenbHas mwiardopma HOpait
[caitT]. — URL.: https://urait.ru/bcode/561049
2. Ilysamoa, H. H. OcHOBBI Aenonpou3BoACTBa. SI3BIK CITy’)K€OHOTO JIOKyMEHTa :
yuebnuk ans ByzoB / H. H. Ilysanoa, A. 0. MBanoBa ; mox oOmel pemakumeir H. H.
[llyBamoBoit. — 3-e u3m., nmepepad. u gom. — Mocksa : U3marensctBo FOpaiit, 2025. — 355 c.
— (Beicmee oOpazoBanme). — ISBN 978-5-534-20343-1. — TekcT : 3JCKTPOHHBIA //
O6pasoBarenbHas wiathopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/560174

15.2. lonoHuTeIbHASA YUyeOHas TUTepaTypa

1. Mandunosa, A. I1. Kynbrypa peun u aenoBoe oOmeHHe: Y4eOHUK U MPAKTUKYM
JUIsl cpenHero npodeccuonanbHoro oopasosanus / A. Il. Ilangunosa, A. B. JlonmaroB. —
Mocksa: UznatensctBo Opaiit, 2025. — 488 c¢. — (IIpodeccuonanpHoe oOpa3oBaHue). —
ISBN 978-5-534-16686-6. — TexcT : snexkrponHsIid // OOpa3zoBarensHas miardopma FOpaitt
[caitr]. — URL.: https://urait.ru/bcode/568542

2. Kadpran, B. B. [lenoBas »Tuka : y4eOHMK M TIPAKTHUKYyM ISl CPEIHETrO

npodeccuonansHoro obpazoBanusi / B. B. Kadran, JI. U. YepnbimoBa. — Mocksa :
NznarensctBo HOpaiit, 2025. — 301 ¢. — (IIpodeccuonansHoe obpazoanue). — ISBN 978-
5-534-03916-0. — Tekcrt : anmexkTpoHHBbIH // OOpazoBarenbHas muatdopma FOpaiit [caiit]. —

URL.: https://urait.ru/bcode/561129
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15. MATEPUAJIBHO-TEXHUYECKAS BA3A
OO6pa3zoBarenbHasi OpraHu3aiys 00Ja1aeT MaTepUalIbHO-TEXHUYECKOH 0a30i,
COOTBETCTBYIOILEH IEHCTBYIOIIMM TPOTUBOIOKAPHBIM IIPaBUIAM U HOPMaM U
oOecrnieunBarollell IPOBEICHUE BCEX BUOB 3aHATUN ciaymaTeneil. J{ns peanuzanuu
IIPOTrpaMMBbI NIPEyCMOTPEHBI CIIEAYIOIINE KAOUHETHI:

Kabuner coumanbHO- ryMaHUTapHbIX AucuunmH (mo bTH 15):

- pabodee MecTo mpenoaBaTess - 11miT.;

- CTOJIbI YYEHUYECKHE - 13 mT.;

- CTyJIbsl yUEHUYECKHE -26 1IT.;

- MapKepHast Jocka - 1 mrT.;

- KoMIptoTep - 1 mr.;

- IpoekTop - 1 mir.;

- JIOCKa Jyisl mpoekTopa - 1 mit.;

- HarJsAOHbIE TOCcOOus - 26 IIT.;

- KOMIDICKTBI y9e0HO-METOIMICCKOM JOKYMEHTAIIUU 110 JUCHIUTUINHAM - 26 IIIT.

KaOuner uHopManMOHHBIX TEXHOJIOTHH B PO ecCHOHAIBHON AeATeJbHOCTH (110
bTH 16):

- pabouee Mecto npeniogaBarensi  (mporeccop Intel Core 15, oneparuBHas mamsth 16
I'6) - 1 mr.;

- aBTOMAaTH3UPOBaHHBIE paboune Mecta obydarontuxcs (mporeccop Intel Core 15,
oneparuBHas nmamsate 8 '6) - 10 mr.;

- MapKepHas 1ocka - | mr.;

- IPOEKTOP U AKpaH - | mrT.;

- IOCKa JUIsl IpOeKTopa - 1 mrT.;

-IporpaMMHoOe obecrieuenue oouero HazHadenus - 10 mr.
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