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1. O0mue moJI0KeHUs1

1.1. HopmaTuBHO-IpaBOBbIE OCHOBBI pa3pabOTKU MPOPECCHOHATHHON
o0pa3oBaTeabHON MPOrpaMMBbl

HopmaTtuBHOI 0OCHOBOH pa3paOOTKK MPOrpaMMbl BBICTYIAIOT:

- ®enepanbHbii 3ak0H OT 29 nexadpst 2012 1. N 273-03 «O6 o6pa3zoBaHuu B
Poccuiickon @enepanum»;

- [lopsinok opranu3alyy U OCYIIECTBICHHS 00pa30BaTEIbHON 1€ATEIbHOCTH
10 OCHOBHBIM TIporpammam Mpo¢decCUuOHANBHOT0 OOYy4YeHUs, YTB. MPUKA30M
MunncrepctBa o6pazoBanust u Hayku PO ot 18 anpens 2013 r. N 292;

- Ilepeuens mpodeccuilt pabouyux, MOHKHOCTEH CIYXKalUX, MO KOTOPHIM
ocylecTBisieTcs: npodeccuoHaabHoe 00ydeHue, yTB. MpuKazoM MuHHCTepcTBa
oOpazoBanus U Hayku P® ot 2 urona 2013 r. N 513;

- Ipodcrangapt: 07.002 «Cnenuaiuct 10 OpPraHU3aNUOHHOMY U
JOKYMEHTAallMOHHOMY OOECIEUEHUIO YIPAaBJICHUS OpraHU3alueil», yTB. MPUKa30M
MuHucrepcTBa Tpyaa U counanbHoi 3amuThl PO ot 6 mas 2015 r. N 276n - O0
YTBEpXKACHUM  MepeuyHed  mpodeccuii U CIEUHUATIBHOCTEH  CPEHEro
npodeCCUOHAIBHOTO 00pa3oBaHus, peaau3aiusi 00pa30BaTEIbHBIX MPOTrpaMM IO
KOTOPBIM HE JIOIMYCKAeTCsd C MPHUMEHEHHEM HCKIIOUUTEIbHO 3JIEKTPOHHOTIO
oOyueHusi,  JAUCTAHLUMOHHBIX  OOpa3oBaTeNbHBIX  TexHosnoruit,  Ilpuka3s

MunucrepcTBa 00pa3oBanus u Hayku Poccuiickoit @enepanuu ot 20.01.2014 N 22.

1.2 HopMaTUBHBINA CPOK OCBOCHHS IPOTPAMMBI M OpraHU3alus 00y4eHUs

[IpoioKUTENLHOCT,  OOyYeHHsT 1O TOporpamMme MnpohecCHuOHaIbHOM
MOATOTOBKE ycTaHoBjIeHa 272 vacos (136 wacoB — 10 kmacc; 136 wacoB — 11 kmacc).
Coneprxanue nporpaMMbl BKIIFOUAET:

TEOPETUUICCKHM OJIOK — 228 yacos;

yueOHast mpakThKa — 28 4acoB;

KBTU(PUKALUOHHYIO paboTy — 16 yacos.



2. Kpaandukanuonublie Tpe0oBaHusA K NPodeccHu AeJT0NPOU3BOAUTE/b

CTaHapTa CPpCaAHCTO HpO(i)eCCI/IOHaJ'ILHOFO O6p8,30BaHI/I$I I10 CIICOHUAJIBHOCTHU

46.02.01 «/lokymMeHTaImoOHHOE OOEeCTIeueHUE YIIPABICHUS U ApXUBOBEICHUEY.

[To utoram oOydeHuUs U YCIIEITHON aTTECTAIlMU CITYIIATENN MOIyqatoT
CBuzerenscTBO 0 npodeccuu padbovero, T0HKHOCTH CITYXKaIIero ¢ MPUCBOCHUEM
kBamMpukanuu «Cekperapb-aIMUHUCTPATOP», Jalollee IPaBO Ha BEJIEHUE HOBOTO
BUJIa MPO(PECCHOHATBHOMN AEATETbHOCTH B chepe TOKYMEHTAIMOHHOTO

o0ecreyeHus ACATCIIbHOCTH OpraHU3aliin.

Kpaindukanusi npucBanBaeTcs HA OCHOBAHNH BHINOJHEHHOH MMCbMEHHOM

padoThHI U HTOTOBOI'0 TECTUPOBAHUSI.
YpoBeHb KBaIM(pUKAITUU — 3.

Bo3Mo:xHOe HAaMMEHOBaHUE 0JKHOCTH, mpodeccun: Cexkperapb-

aAMUHHACTPATOP.

Bun npodecCuOHATbLHON nearenbHocTh: OpraHn3alnoOHHOE 151
JOKYMEHTAllMOHHOE  O0ecrieueHue  YIpaBleHHUsS  OpraHu3alUs MU  JIIOOBIX
OpraHU3aIMOHHO-TIPABOBBIX (POPM.

KBamudukauus,  mpucBamBaemasi  BBIIYCKHUKaM  0Opa3oBaTEeIbHOMN
IPOrpaMMBbI: CEKpeTapb pyKOBOJIUTENS, 2 KATErOpusl.

JomxHoCcTHBIE 00s13aHHOCTH. OcyliecTBIseT paboTy MO OpraHU3alMOHHO-
TEXHUYECKOMY o0ecnevyeHnIo aJIMUHUCTPATUBHO-PACTIOPSIIUTETHHON
JESTEIbHOCTH PYKOBOAWUTENS TpennpusaTtus. [lpuHHMaeT mocCTymaromym Ha
pPacCMOTpPEHUE PYKOBOJUTENST KOPPECHOHEHINIO, IEPEJAET €€ B COOTBETCTBUU C
OPUHATBIM pEHICHHEM B CTPYKTYpHbIE TMOAPA3JEICHUS WIM KOHKPETHBIM
VCITOJIHUTEIISIM JJI1 UCTIOJIb30BAHUS B MpoIlecce padoThl MO0 MOJTOTOBKU OTBETOB.
Bener nenonpou3BOACTBO, BBIMOJHSET PAa3IMYHbIE ONEpald € MPUMEHEHUEM
KOMITBIOTEPHOM  TEXHUKH, TMpeAHa3HAYeHHOW nns  cOopa, 0O0paboOTKu U

npeacTaBiieHust HGOPMAIMKU TTPU MOATOTOBKE U MPUHATUU petueHui. [Ipunumaer



JOKYMEHTbl M JIMYHBIC 3asBJICHUS Ha MONNUCH PYKOBOJUTENS MPEAIPUITHUS.
[TonroraBnuBaeT JOKYMEHTHI U MaTepHallbl, HEOOXOAMMBIE sl PpabOThI
pykoBoguTtensa. Cineaur 3a CBOEBPEMEHHBIM PAaCCMOTPEHUEM U IPEICTaBICHUEM
CTPYKTYPHBIMH TIOJIpa3eIEHUIMU U KOHKPETHBIMU HCIIOTHUTEISIMU TOKYMEHTOB,
NOCTYMUBIIUX HA HUCIOJIHEHWE, TMPOBEPSiET MPABWIBHOCTH  O(QOpMICHUS
MOJATOTOBJICHHBIX TPOEKTOB JIOKYMEHTOB, IE€peaBaeMbIX PYKOBOIUTENIIO Ha
MOJIMUCh, OO0ECIeUYnBaeT KadeCTBEHHOE WX pefakTupoBanue. OpraHusyer
poBe/ieHHe TeNe(OHHBIX TMEPEroBOPOB PYKOBOAMTEINS, 3alKMCBhIBAET B €ro0
OTCYTCTBHE TIOMYYCHHYI0O HWHGOpMAIMI0O M JOBOAWT JO €ro CBEACHUS €€
cCoZepKaHue, MepeaeT U MPUHUMAET WH(OPMALIUIO IO TPUEMHO-TIEPETOBOPHBIM
ycTrpoiictBam  (Tenedakcy, Telekcy M T.al.), a TakKXke TeleQOHOIpaMMBlI,
CBOEBPEMEHHO JIOBOAMT JI0 €r0 CBEACHHS MH(POPMALIHIO, TOJYUYCHHYIO 110 KaHaJIaM
cBsi3u. [lo mopyuyeHUI0 PYKOBOIMTENS COCTABIISET MUCbMA, 3alpOChl, JPYyrHe
JOKYMEHTBI, TOTOBUT OTBETHI aBTOpaM NMUCEM. BrinonHseT paboTy 1o nmoJAroToBKe
3acelaHnii U COBELIAHWM, MPOBOJUMBIX PYKOBOAMTENEM (COOp HEOOXOAMMBIX
MaTEepUajoB, ONOBEIIEHNE YUAaCTHUKOB O BPEMEHHU U MECTE IPOBEICHNUS, TOBECTKE
JIHSI, UX PErUcTpanus), BeAeT U 0POopMIIIeT IPOTOKOJIbI 3aCEJaHUI U COBEILIAHUN.
Ocy1iecTBiIeT KOHTPOJIb 32 UCHIOJHEHHUEM Pa0OTHUKAMH IPEANPUITUS U3JaHHBIX
NPUKA30B M PacCHoOpsKEHHH, a Takke 3a COOJIOAEHHEM CPOKOB BBIMIOJHEHUS
yKa3aHUW U TIOPYYCHUH PyKOBOJIUTENS MPEANPHUATHS, B3SATHIX HAa KOHTPoIb. Bener
KOHTPOJIbHO- PETUCTPAllMOHHYI0 KapToTeky. OOecneunBaer paldodee MeCTO
PYKOBOAMTENST HEOOXOAMMBIMU  CPEICTBAMU  OpPTaHHM3AI[MOHHON  TEXHUKH,
KAHLIEJIAPCKUMH TPUHAJJICKHOCTIMHU, CO3JA€T YCIOBHUS, CIOCOOCTBYIOLIUE €ro
abdextuBHON pabore. IlewataeT MmO yKa3aHWUIO PYKOBOJIUTENS CIIy>KEOHbIE
MaTepuaibl, HEOOXOAUMBIE JIJIsl €T0 PabOThI, HIIM BBOAUT TEKYIYIO HHPOPMAIIHIO B
O0aHk gaHHbIX. OpraHu3yer NpuUeM IOCETUTENEeH, COJIEHCTBYET OINepaTUBHOCTU
paccMOTpeHuss Tpoch0 U mpeioxkeHud paboTHukoB. Dopmupyer nema B
COOTBETCTBHUH C YTBEP)KICHHONW HOMEHKIJIATYypOil, 00€CTIeYNBAET MX COXPAHHOCTH U
B YCTaHOBJIEHHBIE CPOKH cJlaeT B apxuB. KonupyeT JOKYMEHThI Ha NMEPCOHATBHOM

KCEpPOKCE.



JlomkeH 3HATh: TIOCTAHOBIICHWS, PACTIOPSDKEHUS, TPUKA3bl WU APYTHE
PYKOBOISAIIME MaTepuaabl ©W  HOPMATHUBHBIE  JOKYMEHTBI, Kacalolluecs
JESATEIIBHOCTH TPEANPUATHS W BEACHHUS JIEJONMPOU3BOJCTBA; CTPYKTYpy U
PYKOBOISAIINNA COCTaB TPEANPUATHS ¥ €r0 MOJApa3IeieHUi; OpraHu3aIuio
JICIONPOU3BOCTBA; METOIBI O(GOpMIICHUSI U 00pabOTKH JTOKYMEHTOB; apXHBHOE
JIeNI0;  MAIIMHOMWCh,  MpaBWja  TOJB30BAHHUS ~ MPUEMHO-TIEPETOBOPHBIMH
YCTPOWCTBAMH;, CTAaHAAPTHl YHU(PUIIMPOBAHHOW CHUCTEMBI OPTaHHU3AI[MOHHO-
pacopsSANTENIFHOM JOKYMEHTAIlMU; TpaBWia TIeYaTaHUs JACJOBBIX IIHCEM C
WCITOJIb30BAHUEM THUIIOBBIX ()OPM; OCHOBBI ITHKH M 3CTETHKH; MIpaBUja JCIOBOTO
OOIIEHNUS; OCHOBBI OpPTaHW3allUd TPyJa W YIPABJICHHS; MPaBHJIA IKCILTyaTaIlHH
BBIYMCIIUTEILHOM  TEXHUKH;,  OCHOBBI  aJMHUHHUCTPATUBHOTO  MpaBa U
3aKOHO/JATEIhCTBA O TpYJE; MpaBuja BHYTPEHHETO TPYIOBOTO paCHOPSAKA;
npaBujia U HOPMbI OXpaHbI TPy/a.

O6nactb npodecCuoHAIbHON AESTEIBHOCTH BBITYCKHUKA: JIEATENBHOCTh B
CeKpeTapuaTax, Cly’)k0ax JOKYMEHTAI[MOHHOTO OOECIedeHus, KaJpOBbIX CIIyk0ax
U apxXWBaxX TOCYIapCTBEHHBIX OPraHOB M YUYPEXKJACHHM, B OpraHax MECTHOTO
caMOYIIpaBJICHUS, HETOCYaPCTBEHHBIX OPTaHU3AIUAX BCEX (OPM COOCTBEHHOCTH,
OOIIECTBEHHBIX OpraHu3aIusaX (yUpexKaeHHsIX).

OOBeKThl MPOQPECCHOHATIBHON JIEATETbHOCTH BBIITYCKHHUKA: -JIOKYMEHTHI,
CO3JaHHBIC JIFOOBIM CIIOCOOOM TOKYMEHTHPOBAHUS; ~-CUCTEMbBI IOKYMECHTAIIMOHHOTO
oOecrieueHusi YIpPaBICHUS; -CHCTEMBbl DJIEKTPOHHOTO JOKYMEHTOOOOpOTa; -

APXUBHBIC TOKYMCHTEI; -TICPBUYHLIC TPYAOBBIC KOJIJICKTHUBEI.



3. JIOKyMEHTBI, OnpeAe/silOlie CoAep:KaHHe W  OPraHM3aluIo
o0pa3oBaTeJIbHOIO Ipouecca

3.1 KajiengapHblii yueOHblil rpaduk

HopMmatuBHBIN CPOK OCBOEHUS TPOTPAMMBI: 2 roaa

®opma 00ydeHUs: OUHO-3a0UHAs.

[TponomxkuTenbHOCTh 00yUeHHs: 272 yaca.

3.2 YuyeOHBIN IJIaH

HaumenoBanme pa3jaena Bcero yacos
10 xa 11 xa
Pazgen 1. Opranuzamnus Tpyaa B oduce 16 -
Pazgen 2. OcnHamenre orica opraHu3almoOHHO- 16 -
TEXHUYCCKUMH CPEIICTBAMU
Paznien 3. Opranuzainus Ae10Mporu3BOJICTBA 80 76
Pazpnen 4. IlinanupoBanue u opraHu3aiys JAeI0BbIX 12 28
KOHTaKTOB
YyeOHast npakTHKa 4 24
Hrorosas pabora 8 8
HUTOI'O: 136 u 136 u
Conep:xaHue pa3iesioB U TeM Bcero uyacos
Paszpnen 1. Opranusanus Tpyaa B oduce 16
Tema 1.1. Bpemenme. CexpeTapb B OpraHu3alllH. 4 -

Cekperapb B OpraHu3aliu, ceKperapb Ha TeiedoHe,
CeKkpeTapb reception, cekperapb oguca, CeKpeTapb-

pedepeHT, oduc-MeHeKep aJIMUHHUCTPATOD),
CEKpeTaph-TICPEBOIUHK, TTOMOTITHUK (JTU9HBII
CEKpeTaph) PYKOBOJUTES, PYKOBOAUTEND

cekperapuata Ksanmdukanmonnsie TpeOOBaHUA K
cekperapto. OcHOBHblE (YHKIMM U 00S3aHHOCTH
cekperapsi. JlenoBele M JTUYHBIE KadecTBa CEKpeTaps.
O3HaKkoOMJIEHHE C OCHOBaMM CEKPETapCcKOro Jjena B
pabote cexkperaps pykoBoauTesns. M3ydeHne oCHOBHBIX
¢GyHKIMH ¥ 00s13aHHOCTEN ceKpeTapsi pyKOBOAMTEIS
Tema 1.2. Opranuzanus pabouyero mecra cekperaps 4 -
CoBpemeHnHOe OCHAIllEHUE MOMEUIeHU]
yIIpaBIeHYECKHX CITyk0. TpeOoBaHUS K TOMEIIECHHSIM
C Yy4eToM BHJOB JAEATEIbHOCTH, CHEUU(pUKU
BEIMIOJIHAEMBIX ~ pabOT W OKa3bIBAEMBIX  YCIYT.
WudopmannonHoe Tabio, CTEHIbl: WX Ha3HAavYeHUE,
UCIOJIb30BaHKE, TPEOOBAHUS K PACTIOIOKEHUIO.

Tema 1.3 OcHaienue pabouero MecTta cekperapsi. 4 -
PaGouee mpocTpaHCTBO cekpeTapsi: COOCTBEHHOE
pabouee  MecTo, 30Ha IpUeMa  IOCETUTENEH,
BCIIOMOTaTeNbHas (Xo3siicTBeHHast 30Ha). VHTepnep




pabouero mecta. CpeacTBa OPITEXHHKH Ha pabodem
Mmecte. KomnbrotepHoe obecrieuenue pabouero Mecra.
TpeOoBaHus K pa3MELICHUIO TEXHHUECKUX CPEICTB Ha
pabouem MecTe. 3HavyeHue panroHanbHOe
opraHM3zanuu pabodero mecrta cekperaps. llpasuia
TEXHUKH O€30MaCHOCTH, THUTHEHbI, SPrOHOMHKH H
pecypcocOepexxeHust mpu pabore €O CpeacTBaMH
uHbopMaTH3aUUMU JUIsT  OOecCreueHHuss HaJEKHOTO
(GYHKIIMOHUPOBAaHUS ~ CPEACTB  HMH()OPMALMOHHO-
KOMMYHUKAIMOHHBIX TEXHOJIOTHI (UKT).
dopmupoBaHue TaOJIHIIBI «OcHOBHEBIE
JOKYMEHTAI[MOHHBIE M OPraHU3allMOHHBIC OIEpaluu
otpuca» Co3ganue CTPYKTypbl aBTOMATH3UPOBAHHOTO
pabouero mecta (APM) cekperaps.

Tema 1.4. [lnanupoBaHue W opraHu3amys padodyero
BpEMEHU [opsanox paboThI PYKOBOJUTEIIS.
Opranu3zaniys JUYHOTO TPYAOBOTO mpoiecca. Pabouee
BpeMs U Bpems oTabixa. CocTaBiieHUE U COINIaCOBaHUE
pabouero rpaduka c pykoBoaurtenem. [Ilnanuposanue u
opranusanus pabodero nHs. B3zaumonelictBue c
PYKOBOJCTBOM U  COTPYAHHKAaMU  OpTraHU3alIHU.
Koopaunamuss  paboret  oduca.  Yuactue B
TUTAHUPOBAHUH pabovero JTHs PYKOBOAUTENS

Paznean 2. OcHamenune odguca OpraHu3allioOHHO -
TeXHUYECKMMH CPe/ICTBAMHM

16

Tema 2.1. IlpaBuna paGoTel ¢ O(HUCHONW TEXHUKOU
CpencTBa Majaol OPITEXHUKH KaK 3JIEMEHT KYJbTYPhI
ympasieHdeckoro Ttpyaa. Kiaccudukamust cpeacts
OPITEXHUKA M WX OCHOBHBIC XapaKTCPUCTUKH.
W3ydyeHne OCHOBHBIX XapaKTePUCTHK OPTTEXHHUKH.

Tema 2.2. Hcnonws3oBanue CTaHAApTHOTO
ImporpaMmMHOIO obecrmeueHust JIIsL OopraHu3anvun
nenonpousBogacTBa OCOOCHHOCTH  MCMOJIb30BaHUS
3JIEKTPOHHOM, TenerpadHou, TEJETalImHOM,
(haKkCUMUITLHOM CBS3H.

[IpuBHIa MOATOTOBKHU U TIPOLIEIypa TIepenadn/mpruemMa
JOKYMEHTOB. MeToiuKa MpoBECHUS TPE3CHTALIUMN.

OducHble nHDOPMALIMOHHBIE CUCTEMBI.

OneKkTpoHHble JOKyMeHThl OdopmieHue OTYEeTHO -
IJIaHOBOM JIOKyMEHTaluu C M0JIb30BaHUEM
CTaHJAPTHOTO MPOTrPAMMHOTO 00ECTIEYEHHU.

Pa3nes 3. Opranusanus 1eJ10NpoOu3BOACTBA

80

76

Tema 3.1 Opranmzanusa aenonpousBoiacTBa [lonsarue
«JJOKYMEHTAallMOHHOE  OOecleueHue  yIpaBlICHUs»
(1emonpon3BOICTBO). Opranu3anus
JIEJIONPOU3BOCTBA. @3 «O6 uHopManuy,
uHbOpMATH3alMU W 3amUTe  WHOOPMAIHN.
Vcnonb3oBaHue CpeicTB KONMHUPOBAHUS JIOKYMEHTA.
N3ydyeHue coBpeMeHHBIX TpeOOBaHUIN K OpraHU3aluu
JOKYMEHTAIMOHHOTO  OOECleYeHus  yIpaBieHHUS,
IIPUMEHEHUIO COBPEMEHHOM oducHoOI u
BBIUUCIINTENIbHOW TEXHUKH.

20

20




Tewma 3.2 JIokyMeHT, ero (yHKIIMH, OCHOBHBIE CTIOCOOBI

JOKYMEHTUPOBAHHUS. IlonaTne 0  JIOKyMEHTe.
Nudopmanus u JgokyMeHT. DYHKIHMH JOKYMEHTA.
O3HaKOMIICHUE C OCHOBHBIMU cnocobamu

JOKYMEHTUPOBAaHUSI M MaTepUAIbHBIMU HOCHUTEISIMU
uHpopmanuu. Opranuzamusi paboThl C TEKCTOBBIMH,
rpadM4eCKUMHU U IPOUYUMHU TIOKYMEHTAMHU.

20

20

Tema 3.3 Cucremsl nOoKyMeHTanud. YHU(UKAUSA U
cragaaprusanys. [lonstue «Cucrema TOKyMeHTaum»,
ee npusHaku. [ToHsTHE «yHUPHUIMPOBaHHAS CHUCTEMa
nokyMmeHTarumn». [loHsTue OmaHkK AokymeHTa. Buipl
O1aHKoB, o0OmMK OmaHk, OJIaHK IHMCbMa, OJaHK
KOHKPETHOTO BU/a ToKyMeHTa. [IpaBuia odopmiienus,
ydera, HCIOJIb30BaHUSI M XPaHCHUS OJAHKOB U
PEKBH3UTOB OpraHM3aIMH. XapaKTePHCTHKA U COCTAB
OpPraHM3alMOHHBIX JIOKYMEHTOB. XapaKTEpPUCTHKA U
cocTaB MH(pOPMAIIOHHO -CIIPABOYHBIX JIOKYMEHTOB.
Osnaxomnenne ¢ 'OCT P 7.09 -2016 TpeboBanus
0(hOpMIICHHIO JOKYMEHTOB.

20

20

Tema 3.4 Howmenxnarypa pgen. OdopmieHue u
XpaHEHHE JIOKYMEHTOB 3aKOHOJATENbHbIE AaKThl MU
HOPMATUBHBIC OJOKYMCHTBI II0 OpraHu3alfMOHHO -
NpaBOBBIM (OpMaM OpraHH3alusl M HPEATPHATHH.
CI/ICTeMaTI/I?;aHI/I?I AOKYMCHTOB MW HUX XPAHCHHUC.
Homenknarypa pen.  Opranuzanuss paboTel ¢
MMOoCTynaromrMun JOKYMCHTaMMU: peructpanus,
paccMOTpeHHEe PyKOBOJCTBOM, UcnojaHeHue. OTipaBka
UCXOAAIMX JOKyMEHTOB. llepemaya TOKyMEHTOB
BHYTpH opranuszanuu. TpeboBanus K 0hOPMIICHHIO eI
Y XPaHEHUIO JIOKyMEHTOB.

20

16

Pa3nea 4. [lnannpoBanne M opraHu3anus AeJ10BbIX
KOHTAKTOB

12

28

Tema 4.1 [lenoBast KynbTypa B Ipo(hecCHOHATIBbHON
coepe. [lonsTue nenosas KyiabTypa. JlenoBas KynbTypa
KaKk KOMIUIEKC OTHOIICHHWM 4YeJIoBeKa K IpoLeccy
Tpyna. KiroueBble KOMITOHEHTBI JEI0BOW KYJIbTYpHI.
@opMHpOBaHUE IO3UTUBHOIO JCIIOBOIO HMMHJIKA
OpraHM3alnuu. 3HauyeHUe JIeJIOBOM KYyJIbTyphl B
OpraHu3alMK CeKpeTapcKkoro oocayxuanus. [lonstue
KOpIIOPATHBHAs KYJIbTYpa.

Tema 4.2 Paborta cekperaps 1no 0e3JOKYMEHTHOMY
oOciyxuBaHuto. PabGorta cekperaps B NIpHUEMHOM.
Opranmszanus  npuema  noceruteneil.  I[lpuem
COTPYAHUKOB TII0 TCEKYIIMM BOIIpOCaM, IIPpUEM II0
JIMYHBIM BOIIPOCaM, IIPUEM MTOCETUTENEH U3 CTOPOHHHUX
OpraHu3alyii, NpueM KOMAaHIMPOBAHHBIX, IPUEM
neneraiuii.  OpraHuzanus — JEJIOBBIX  KOHTAKTOB
(rutanmpoBaHwe, COTJIacOBaHUE, HOJTOTOBKA
nomMenieHus u ap.) HopMaTussl ciiy>keO0HOro peyeBoro
3THKETAa IIO Hpe}IBapHTeHBHOﬁ opraHmzaliu u
periaMeHTy TIpoBeJNeHHMs BCTped. TpeboBaHUs K
rmapamMeTpaM W TEKCTy BU3WTHOW  KapTOYKH.

10




Opranuzanuss U MPOBEJICHUE MIPOTOKOJIBHBIX
MEpONPHUITHH.

Tema 4.3 CoBemnjanus, ONEpPaTUBHBIC COBEIIAHUS, 4 10
MEPETOBOPBI, Tpecc  -KOoH(epeHIusi, HHTEPBbIO,
JICJIOBBIE TTPUEMbl. 3HAYEHUE MPOTOKOJbHBIX JEHCTBUI
B OpraHu3aluyd pabouux BCTpeY, OQPHUIHMAIBHBIX H
HEO(UIIMATILHBIX  BU3WTOB, IPUEMOB JICJICTAIIUM.
JenoBple npueMbl. YTOLIEHHE [OCETUTEIEN B
kabuneTe pykoBoautessi. CepBupoBka crosia. Oypimer.
HIBenckuii cron. KokrelnbHBIM cTON. BU3HC -1aHd.
[ToarotoBka KOMAaHAMPOBOK M JCJIOBBIX IMOE30K
PYKOBOJAMTEIS U JIPYTUX COTPYAHHKOB OpraHU3aIUu.
Opranm3annoHHoe  oOecrieyeHne  KOMaHJIHPOBOK.
KomanaupoBouHbie YIOCTOBEPEHMUS. Kypnain
perucTpauvy  KOMaHJIUPOBOYHBIX  YIAOCTOBEPEHUM.
Cxema moJarotoBku KomanaupoBku. KopnopatuBHbie
crannaptel  TenedoHHoro obmeHus. CmyxeOHas
uepapxus B TesnieponHOM pasroBope. CekpeTsl ycrexa
TeneOHHBIX IEperoBopoB. TeMOp rojioca, ”HTOHAITUH,
nukius. TpeboBaHus K nmpaBwibHON peun. [IpaBumna u
TpadapeTsl yuTuBO# Oecepl. Bxoasmue u ucxoasiue
3BOHKM. Hawamo w 3aBepmieHue TelIePOHHOTO

pasroBopa
YyeOHast npakTHKa 4 24
Hrorosas pabora 8 8

N TOroBeIi KOHTPOJIb U OLIEHKA PE3YJIBTATOB OCBOCHUS IIPOIPAMMBI ITIPOXOIUT

B (hopme dK3aMeHa.



KOHTPOJIb 1 OEHKA PE3YJIbTATOB OCBOEHUA

Pe3yabTaTsl OcHOBHBIC ITOKA3ATEJIH OLIEHKH
pe3yJabTara
Koopauauposatk paboty ¢ oduca (mpuéMHON | KAYECTBO BBIIIOJTHEHUSI TEXHUUYECKUX

PYKOBOJMTES), IpUEM

OCETUTEIEH

OpPraHnu30BbIBATH

GbyHKIMH cekpeTrapss MO OO0ECIEYECHUIO H
00CIyXUBaHUIO  pabOThl  PYKOBOJUTEIsS
OpraHu3aluy, MIO/Ipa3CIICHUS;
UCIOJIb30BaHNE OPTraHU3aI[MOHHON TEXHUKU U
CeTEeBBIX  pecypcoB i oOecreyeHHs
npodeccCuoHaNbHOM N1eATeNbHOCTH; yMEHHE
OpraHM30BBIBAaTh pabouee MECTO ceKpeTraps U

pykoBoauTenss ¢ y4€TtoM  TpeOOBaHUiA
0€30MaCHOCTH U 3PTOHOMHKH
OcymiecTBisaTh Tene(OHHOE OOCITY)KUBAHHUE, | OLCHKA HABBIKOB BEICHUS  TelIe(hOHHOTO
NpUHMMATh W IMepelnaBaTh (PaKCUMUIIbHBIE | OOCIY)KHMBaHUA, TNpuémMa U Ieperadu

COOOIIIEHNS

uH(popManuu 1o hakcy

OcymectBiATh pabOTy 1O TMOJATOTOBKE U

OILICHKAa HABBIKOB ITOATOTOBKHU W IMPOBCACHUA

MIPOBEACHUIO COBEIIaHUH, 3acejaHuil, | IEJIOBBIX ~ MEPONPUITHI,  OOCITYXKHBAHHS
JICJIOBBIX BCTPEY, NPUEMOB U MPE3EHTALMI COBCILIAHUY U 3aCeHaHUI PYKOBOJIUTEIISI
OcyiecTBiIATh HOATOTOBKY J€JIOBBIX MOE3/I0K | OCYIIECTBIICHUE MOJArOTOBKH JIETTOBBIX

(KOMaHIUPOBOK)PYKOBOAMUTENS U
COTPYJTHUKOB OpPTaHU3AINH

Apyrux

noe3foK (KOMaHAUPOBOK) PYKOBOJIUTENS U
JPYT'UX COTPYJHUKOB OpraHU3aINH

Opranu3oBbIBaTh paboyee MECTO CEKpeTaps U
PYKOBOIUTENS

OIICHKa YMEHHIl OpraHu3oBbIBaTH pabouee
MECTO CEKpEeTapsi U PYKOBOIUTENS C YUETOM
TpeboBaHul 6€30MaCHOCTH U H)PTOHOMUKHU




4. MATEPUAJIBHO-TEXHUYECKOE N METOINYECKOE
OBECIIEYEHME ITPOI'PAMMBbI

Jlis TpoBedeHUs TMPAKTUUYECKUX 3aHSATHH B ayIUTOPHH, HCIOJb3YETCS
KOMITBIOTEPHBIA KJ1acc, OOOpPYIOBaHHBIM KOMIIBIOTEpAMH, MYJIbTUMEIUNHBIMU
cpencrtBamMu oOydeHus (IPOEKTOp, IKpaH) U 0UCHON TEXHUKOM: MPUHTEP, CKAHEP
U (Qakc, KOMMPOBAIbHBIC ammaparbl, W TNEperyieTHAas MalllHa, CKaHephl U
OpOITIOPATOPBHI.

Hns  obecneuenusi d>ddexTuBHOrO 00pa3oBaTENBHOTO  Ipolecca ¢
NPUMEHEHHEM  JWCTAHIMOHHBIX  TEXHOJOTHH  CIymaTedsiM  HEOOXOAUMO
CIIEyI0Illee MaTePUATIbHO-TEXHUUECKOE 00ECIIeUeHUE: TEPCOHATbHBINA KOMITBIOTED
C BBIXOJIOM B HH(OPMAITMOHHO-KOMMYHHUKAIIMOHHYIO ceTh « HTepHET», rapHUTypa
(HaAyIITHUKKW) U TIporpaMMHOE oOecrieueHue (makeT O(pUCHBIX MPUIOKEHUHN, BeO-
Opay3ep).

JIis  ycmemrHoro OCBOCHMSI JUCTAHIIMOHHBIX Y4YEOHBIX MOIyNed OT
oOyuaromuxcs TpeOyeTcs HaBbIK MCIIOJIb30BaHUs NIEPCOHAIBHOIO KOMIBIOTEPA Ha
YPOBHE MOJIb30BATENsI — OCHOBHBIE TPHEMBI PaOOTHI C TEKCTOM, (pailiiaMu 1 MankaMu
B npuiiokeHusix Windows, pabota B HHOOPMAIIMOHHO- TEJIEKOMMYHUKAITMOHHON
cetu «HTEpHET» (B TOM YMCIIEe UCIOIB30BAaHUE CEPBUCOB 3JIEKTPOHHOM MOYTHI).

B kayecTBe METOIMYECKOTO COMPOBOXKACHHS MpejIaraeTcs ydeOHo-
METOAUYECKUN MATEpHUaJl, BKIIOYAIOIIMN: JJCKTPOHHBIA KOHCIEKT JICKIIUH,
AIIEKTPOHHBIE YUSOHUKH, TPAKTUUECKHE 3aJaHNSI, METOANYECKHUE PEKOMEH TN TI0
BBINIOJIHEHUIO TTPAKTUYECKUX 3a/IaHUid, BOMPOCHl K UTOTOBOM KBaIU(PUKALMOHHON

pabore.
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