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1. O01mme noJ1oKeHUus
1.1. HopmaTuBHO-TIpaBOBBIE OCHOBBI Pa3pabOTKH MPOQPECCHOHATHHON

o0pa3oBaTeIbHON MPOrpPaMMBbI

HopmatuBHOM 0CHOBOI pa3pabOTKH MPOrPaMMbl BHICTYTAIOT:

- ®epepanbHblil 3akoH 0T 29 nekabps 2012 r. N 273-03 «O6 obpazoBaHuu
B Poccuiickon denepanuny;

- [Topsimok opraHu3alu U OCyIIECTBICHUS 00pa30BaTEIbHOMN AESITEIIbHOCTH
10 OCHOBHBIM TIporpaMmaM NpoQecCHOHATLHOrO OOYy4YeHMs, YTB. IPUKA30M
MunucrepctBa oOpazoBanus u Hayku PD ot 18 anpens 2013 r. N 292;

- Ilepedens mpodeccuit pabouynx, MOKHOCTEH CHYyXKAlllMX, MO KOTOPBIM
ocyiecTBisieTcs: npodeccuoHaibHoe 0o0ydeHue, yTB. MpUKa3oM MUHHUCTEpCTBa
oOpa3oBanus 1 Hayku P® ot 2 mrong 2013 . N 513;

- IIpodcranmapt: 07.002 «CnenuanucT MO OpPraHU3alMOHHOMY U
JIOKYMEHTAIIMIOHHOMY OO€CTIC€UEHHUIO YIPABICHUsI OpraHu3aluein», yTB. MPUKa3oM
MuHnucTepcTBa Tpyaa U conraibHoi 3amutel PO or 6 mas 2015 r. N 276H - O6
YTBEPXKJIEHUM  TepeuHed  mpodeccuid M CIEUUATBbHOCTEH  CpeaHero
npodeccuoHaIbHOr0 00pa3oBaHus, peanus3anusi 00pa3oBaTENbHBIX MPOrpaMM IO
KOTOPBIM HE€ JIONYCKAEeTCS C MPUMEHEHHEM HCKIIOUUTEIBHO JJIEKTPOHHOTO
oOyuyeHus,  JUCTAHIMOHHBIX  O0pa3oBaTeNbHbIX  TexHosorud,  Ilpukas

MunucrepctBa o0pa3oBanusi U Hayku Poccuiickoit @eaepaumu ot 20.01.2014 N
22,

1.2 HopMaTuBHBIN CPOK OCBOCHHUS MPOTPAMMBbI U OpTraHU3aIus 00y4eHUS

[IpomomKUTETLHOCTh  O0yUeHHUS 1O TporpamMme MpodhecCHOHATBLHOM
MOJATOTOBKE ycTaHoBjieHa 272 4yacoB (136 wacoB — 10 kmacc; 136 wacos — 11
kiacc). ConepkaHue NpOrpaMMbl BKIIFOYAET:

TeopeTudYecKuil 6710k — 228 yacos;

ydueOHas mpakThka — 28 4acos;

KBAIM(PUKALUOHHYIO padoTy — 16 yacos.



2. KpammpukanuonHsie TpeOOBaHUSA K NPO(PecCHH AeT0NPOU3BOINTENb

[Io wroram oOydeHHs M YCHEIIHOW aTTECTAllMU CIYIIATENH TIOIYy4YaroT
CBuzerenscTBO 0 mpodeccuu pabovero, JOMKHOCTH CIYKAIIEero ¢ MPUCBOSHUEM
kBasnukanuu «Cekperapb-aIMUHUCTPATOP», Aaloliee MpaBo Ha BEJICHUE HOBOTO
BUa TpodeccCHOHaIbHOM  JESATENbHOCTH B cepe  JTOKYMEHTAIMOHHOTO

oOecrieucHu ACATCIIbHOCTHU OpraHu3alum.

Bo3mo:xxHOe HamMeHOBaHHe [0JLKHOCTH, mnpodeccuu: Cekperapb-

AJIMHUHUCTPATOP.

Bun npodeccuoHaIbHON nesrenpbHocTH: OPraHn3aloOHHOE u
JOKYMEHTAI[MOHHOE  OOecleyeHre  YIpaBJICHUS ~ OpraHM3alMsIMH  JIFOOBIX
OpTaHU3aIMOHHO-TIPABOBBIX (POPM.

JloikHOCTHBIE 00s13aHHOCTH. OcCylecTBisieT paboTy MO OpraHU3alMOHHO-
TEXHUYECKOMY obecreueHunto aJIMUHUCTPATUBHO-PACIIOPSAIUTEIBHOM
NESITENbHOCTH PpyKOBOAWUTENsS npeanpusitus. IlpuHuMaer mnocTynarouyi Ha
paccMOTpEHHE PYKOBOAMTENS KOPPECHOHEHIMIO, TIEPEAeT €€ B COOTBETCTBUU C
OPUHATBIM ~pEHIEHUEM B CTPYKTYPHbIE TMOAPA3JIEICHUS WIM KOHKPETHBIM
UCIIOJIHUTENSAM /111 MCIOJB30BaHUs B TMporecce padoTbl MO0 MOATOTOBKHU
OTBETOB. Beaer nenonpou3BOJACTBO, BBINOJHSAET pa3dUYHbIE ONEPALMH C
NPUMEHEHUEM KOMITbIOTEPHON TEXHUKH, MPEIHA3HAYEHHOM JUIsl cOopa, 00paboTKH
U TpPeNCTaBICHUS HMHPOPMALMH NPHU MOATOTOBKE M MPUHATHH PELICHUH.
[IpyHuMaeT JOKYMEHThl M JIMYHBIE 3asBJICHUS Ha TMOANKHCH PYKOBOJIUTEIS
npennpusatud. lloaroraBiauBaer AOKYMEHTbl UM MaTepHalibl, HEOOXOIUMBIE IS
pabotsl  pykoBomutens. CleauT 3a CBOEBPEMEHHBIM PACCMOTPEHHEM U
OpPEICTaBICHUEM  CTPYKTYPHBIMH  MOJPA3JCICHUSMU U KOHKPETHBIMU
UCTIOJIHUTENSAMU  JTOKYMEHTOB, IIOCTYNUBUIMX Ha HWCIIOJIHEHUE, IPOBEPSET
OPaBUIBHOCTh  O(OPMJIEHUS  HOATOTOBJIEHHBIX  IIPOEKTOB  JTOKYMEHTOB,
nepelaBaeéMbIX PYKOBOAMUTENIO Ha MOANHUCH, OOECHEUYMBAET KAaueCTBEHHOE HUX
penaktupoBanue.  OpraHuzyer  NpoOBEAEHUE  TeNEPOHHBIX  IEPErOBOPOB

PYKOBOAMTENS, 3alUCHIBAET B €r0 OTCYTCTBHE MOIYYCHHYIO HH(POPMAIHUIO U



JIOBOJUT JIO €r0 CBEJICHUS €€ CojAepKaHHUe, MepeaacT U MPHHUMAECT HHPOPMAIUIO
10 TIPUEMHO-TIEPErOBOPHBIM yYCTpOHCTBaM (Tenmedakcy, TEIeKCy U T.IL.), a TakkKe
TeneOHOTPaMMBI, CBOCBPEMEHHO JOBOAWT JO €ro CBEICHUS WH(HOPMAIIHIO,
MOJYYCHHYI0 TI0 KaHaliaMm CBs3U. [lo MmopydeHuio pyKOBOIUTENSI COCTaBISET
NMUChMa, 3alpoChl, JPyrue JJOKYMEHTHI, TOTOBUT OTBETHl aBTOpaM ITHUCEM.
Bremmonnser paboTy Mo IMOATOTOBKE 3acedaHWi M COBCIIAHUH, IPOBOJIMMBIX
pykoBonuteneM (cOop HEOOXOIUMBIX MaTepUajoB, OMOBEIIEHWE YYaCTHUKOB O
BPEMEHU W MECTE€ MPOBEJCHUS, IOBECTKE JHsS, WX PErucTpanus), BeEAeT U
oopMIIsieT MPOTOKOJIBI 3aceaHuil U coBemlanuil. OCyIIecTBISIET KOHTPOJb 3a
UCIIOJIHEHHEM PaOOTHUKAMM MPEANPUATHS U3IaHHBIX MIPUKA30B U PACTIOPSIKEHUH,
a TakkKe 3a COOJIIOJICHHEM CpPOKOB BBIMIOJIHEHHUS YKa3aHUH M MOPYYECHHI
PYKOBOIUTENS TMPEANPHSITHS, B3SATHIX Ha KOHTPOJIb. Bemer KOHTPOIBHO-
perucTpanoHHyro kKaptoreky. OOecmednBaer pabodee MeECTO PYKOBOIHUTEIS
HEOOXOIMMBIMU ~ CPEJCTBAMH  OPTAaHW3AIMOHHOW TEXHHWKH, KaHIICIIPCKUMHU
PUHAICKHOCTSIMH, CO3/Ia€T YCJIOBHS, crmocoOcTByomue ero 3¢hdEeKTHBHON
pabore. IlewataeT mO YyKa3aHUIO PYKOBOJUTENS CIYXEOHBIE MaTepUabl,
HEOOXOIMMbIE NIl ero paboThl, WM BBOAUT TEKYIIyH0 HH(OpMaiuio B OaHK
naHHbIX. OpraHu3yer TnpHeM TOCETHTENel, COACHCTBYET OINEepaTUBHOCTH
paccMOTpeHus Mpocb0 U MpeiokeHuid padoTHUKOB. dDopmupyer Jena B
COOTBETCTBHH C YTBEPKIACHHOW HOMEHKIIATYPOH, 00ECIICUNBACT X COXPAHHOCTH U
B YCTAHOBJICHHBIC CPOKH CIacT B apxuB. KonmupyeT TOKyMEHTHI Ha TIEpCOHATBHOM
KCEpOKCE.

JlomkeH 3HaTh: TOCTAHOBJICHUS, PACIOPSDKCHUS, TPUKA3bl U APYTHE
PYKOBOIAIIME MaTepuaabl ¥  HOPMATHUBHBIE  JIOKYMEHTBHI, KacaroIIuecs
NEATENHbHOCTH TPENNPHUSATHS ¥ BEICHUSA JACIONPOU3BOJICTBA; CTPYKTYpy U
PYKOBOIAIIMNA COCTaB TMPEANPUATHS U €ro IMOJApa3JeieHUui; OpraHu3aIfio
JIEJIONPOU3BOICTBA; METOABl OpopMiIeHUs U 00paOOTKHU JTOKYMEHTOB; apXHBHOE
JIeNI0;  MAIMHONKUCh;  TMpaBWUja  TOJIb30BAaHUSA  MPUEMHO-TIEPETOBOPHBIMU
YCTPOMCTBAMHU; CTaHAAPTHl YHUPHUIIUPOBAHHOW CHUCTEMBI OPraHHU3aI[MOHHO-

paCHOpHI[HTGHBHOﬁ AJOKYMCHTAIMHW, IIpaBHJIa IICHAaTaHUA JCJIOBBIX IIMCEM C



UCIIOJIb30BAHMEM THUIIOBBIX (DOPM; OCHOBBI 3THKH M ICTETHKH; MPABHJIA JICJIOBOTO
OOIIEHHs; OCHOBBI OpPraHW3AlMKM TPyJda W YIpaBICHUS; MpaBWiIa SKCIUTyaTalldy
BEIYUCITUTEIPHONM  TEXHWKH;  OCHOBBI  aIMWHUCTPAaTUBHOTO  TpaBa |
3aKOHOJATENhCTBA O TPyJe; MpaBWIa BHYTPEHHErO TPYAOBOTO PACIOPSIKA;
IpaBWJIa U HOPMBI OXPaHBI TPY/IA.

O6macth MPOPeCCHOHATBEHON JESITEIBHOCTA BBITYCKHUKA: JIEATEILHOCTh B
CeKpeTapuarax, CiIyx0ax JOKYMEHTAIIMOHHOTO 0OecTeueHus, KaJpOBBIX CIyKOax
¥ apXuBaxX TOCYAapCTBEHHBIX OpPraHOB M YYPEXKICHUW, B OpraHax MECTHOTO
caMOyTpaBlieHUs, HErOCYJapCTBEHHBIX OpraHu3alusix BceX (OpM COOCTBEHHOCTH,
0OIIIECTBEHHBIX OpraHu3aIuaX (YUpeKIeHusX).

OOBeKTHI TIPO(ECCHOHATBLHON JEATeILHOCTH BBITYCKHUKA: -TOKYMEHTHI,
CO3/IaHHBIC JTH00BIM criocobom JTOKYMCHTHPOBAHUS, -CHCTEMBI
JOKYMEHTAIITMOHHOTO  OOCCTICUCHHS  yMPaBICHUS, -CHCTEMBI DJIICKTPOHHOTO

I[OKYMGHTOO60pOTa; -~APpXUBHBIC NOKYMCHTHI; -TICPBUYHBIC TPYJAOBLIC KOJIJICKTHBBI.



3. JIOKyMeHTbl, OIpeAesiouue
o0pa3oBaTeJbHOI0 Mpouecca

3.1 KanengapHblii yueOHbIH rpadpux

cojiep:KaHue

HopmaTuBHBIN CpOK OCBOEHMS TPOTPAMMBI: 2 TOJ1a

dopma 00ydeHHS: OUHO-3a0THAS.

[IpomomkuTeIbHOCTh O0OyUeHus: 272 yaca.

3.2 Y4eOHBIN IJIaH

"

OPraHu3anuIo

HaumeHnoBanue pasaena Bcero uyacos
10 xn 11 ka

Paznen 1. Opranuzamnus tpyaa B oduce 16 -
Pazgen 2. Ocnamenne odrica opraHu3anioHHO- 16 -
TEXHUUYECKUMU CPEJICTBAMU
Paznen 3. Opranu3aius 1eI0MpOU3BOJICTBA 80 76
Paznen 4. IlnanupoBaHue U OpraHu3aIs 1€T0BbIX 12 28
KOHTAKTOB
VYdeOHast mpakTHKa 4 24
Hrorosas pabora 8 8

NUTOI'O: 136 4 136 u

Conep:xkanue pa3aeyioB U TeM

Bcero uacos

Paznea 1. Opranusanus Tpyaa B opuce

16

Tema 1.1. Beenenme. Cekperapb B OpraHU3alLUu.
CekpeTapp B OpraHu3alliy, CEKpeTaph Ha TeiedoHe,
ceKperapb reception, cekperapb o¢uca, CeKpeTaphb-
pedepenr, oduc-MeHeKED aIMUHUCTPATOP),
CeKpeTapb-IIepeBOIUHK, MIOMOIITHUK (JTUaHBINA
CEeKpeTapb) PYKOBOJUTEI, PYKOBOJUTED
cekperapuata KpanmupukanmonHsle TpeOOBaHUS K
cekperapto. OcHOBHble GYHKIUM W OO0S3aHHOCTH
cekperaps. JleroBble U JTUYHBIE KadecTBa CEKpeTaps.
O3HakoMJIEHHE C OCHOBaMH CEKpPETapCcKOro Jeina B
pabote  cekperaps  pykoBomuTens.  M3yuenue
OCHOBHBIX (yHKIMH U o0si3aHHOCTEH cekpeTaps
PYKOBOJTUTENS

Tema 1.2. Opranuzanus pabodero mMecra cekperaps
CoBpemMeHHOE OCHAIIICHHE MOMEIICHUI
yIpaBJIeHUIECKHX CIyk0. TpeOoBaHUS K MOMEIIEHUSM
C y4eToM BHWJIOB  JCATEIBHOCTH, CHEIHU(DUKH
BBIMOTHSIEMBIX ~ padOT W OKa3bIBAaEMBIX  YCIYT.
NudopmanmonHoe Tabiio, CTCHIBI: WX Ha3HAYCHUE,
WCTIOJIb30BaHUE, TPEOOBAHNUS K PACTIOIOKEHUIO.




Tema 1.3 OcHamenue pabouero Mecta ceKpeTapsi.
Paboyee mpOCTPAaHCTBO CeKpeTaps: COOCTBEHHOE
paboyee  MecTo, 30Ha IpUEeMa  IOCETUTEJNIEH,
BCIIOMOTaTeNbHas (Xo3siiicTBeHHast 30Ha). MHTepbep
pabouero Mmecta. CpencrBa OprreXHUKH Ha pabouemM
Mmecte. KommpiotepHoe obecrieyenne pabouero mMecra.
TpeGoBanus K pa3MeIICHNUI0 TEXHUYECKUX CPEICTB Ha
pabouem MecTe. 3HayeHue palroHaIbHOE
opraHuzanuu pabouero mecta cekperaps. I[IpaBuna
TEXHUKH O€30MaCHOCTH, THIHEHbI, JPrOHOMHUKH U
pecypcocOepexkeHus Tpu  paboTe CcoO CpelcTBaMHu
uHpOpMaTU3aLMU  JUIsL  00eCredeHus] HaJeKHOTO
(GYHKIMOHUPOBAHUS ~ CPEACTB  WH(OPMAIMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTUHN (UKT).
dopmMupoBaHUe TaOTUIIBI «OCHOBHbBIE
JOKYMEHTAIIMOHHBIE M OPTraHU3alMOHHBIC OMNEpPaAIUH
oduca» Co3naHue CTPYKTYpbl aBTOMaTH3HUPOBAHHOTO
pabouero mecta (APM) cekperaps.

Tema 1.4. IInanupoBanue W oOpraHu3aius padoyvero
BPEMEHHU [Topsinok paboThI PYKOBOJMTEIIA.
Opraau3zanus JUYHOTO TPYAOBOTO mporecca. PaGouee
BpeMs U Bpemsi oTabixa. COCTaBIE€HUE U COTJIACOBAHUE
pabouero rpaduka ¢ pykoBoautenem. [lmanupoBanue
U opraHuzanus pabouero nHs. BsaummopneiicTBue ¢
PYKOBOACTBOM UM  COTPYAHUKAaMHU  OpraHu3alluu.
Koopaunamuss ~ paGotel  oduca.  YyactHe B
IIJIAaHUPOBAHUU pa60qer0 JHA PYKOBOAUTCIIA

Paznen 2. OcHamenue oduca OpraHM3alMOHHO -
TeXHHYECKMMH CpPe/ICTBAMH

16

Tema 2.1. IlpaBuna paboTel ¢ OQHUCHON TEXHUKOM
CpencTBa Maoll OPrTEXHHKH KaK AJIEMEHT KYJIbTYPhl
ynpaBiieH4eckoro tpyaa. Kiaccudukanus cpeacts
OPITEXHUKH ¥ WX OCHOBHBIC XapaKTCPUCTUKH.
N3ydeHne 0CHOBHBIX XapaKTePUCTHK OPTTEXHUKH.

Tema 2.2. Hcnonb3oBanue CTaHJApPTHOTO
MPOrpaMMHOTO  OOCCIIEYCHUsT Ui  OpraHUu3aIluu
nenonpousBojictBa OCOOCHHOCTH — HCIIOJIB30BAHUSA
AJIEKTPOHHOM, TesnerpadHoM, TEJICTAHITHOM,
(haKCHMHITLHOM CBSI3U.

[IpuBmIIa TOArOTOBKY U IpoLEeAypa Nepeaadn/mpruemMa
JOKYMEHTOB. MeToquKa IpOBEAEHUS NIPE3CHTALUMN.

OducHble HOOPMALIMOHHBIE CUCTEMBI.

OnexTpoHHble JOKyMeHThl OdopMieHue OTYEeTHO -
IJIaHOBOM JOKYMEHTalluu c M0JIb30BAaHUEM
CTaHJAPTHOI'O NPOTrPAMMHOTO 00ECTICUEHHUSI.

Pa3nes 3. Opranusanus 1eJ101pOU3BOACTBA

80

76

Tema 3.1 Opranuzauusa nenonpousBojcTBa Ilonarue
«JJOKYMEHTALlMOHHOE  O0ecledYeHue  yrnpaBlICHUs»
(1eonpou3BOACTRBO). Opranuzanus
JIeJIONPOU3BOICTBA. @3 «06 uHpopMaLuy,
uHpopMaTU3alMM M 3alUTe  MHQOpMAaIUN».
Vcnonb30BaHUE CpEACTB KONMMPOBAHUS JIOKYMEHTA.

20

20




N3ydyeHne cOBpeMEHHBIX TPEOOBAHUN K OpPraHU3AINH
JOKYMEHTAIlMOHHOTO ~ OOecHeyeHHus  yIpaBleHUs,
MPUMEHEHHUIO COBPEMEHHOM oducHOI u
BBIYMCIUTENIbHON TEXHUKHU.

Tema 3.2 JlokymeHT, ero (yHKIHMH, OCHOBHBIC
crocoObl JOKyMeHTHpoBaHUs. [loHsATHE O TOKyMEHTE.
Nudopmanus u aokymeHT. DYHKIMU JTOKyMEHTA.
O3zHakoMIIcHHE c OCHOBHBIMU criocobamu
JIOKYMEHTUPOBAaHUS M MaTepUAIbHBIMU HOCHUTEISIMU
uHpopmanuu. Opranuzanus paboThl C TEKCTOBBIMH,
rpauuecKUMU U IPOYUMHU JOKYMEHTaMH.

20

20

Tema 3.3 Cucrembl TOKyMEHTalUuu. YHUPUKALUSI U
CTaHJapTH3aIUS. [Tonsartue «Cucrema
JIOKYMEHTAITUNY, ee MIPU3HAKH. [TonsTue
«yHUUIIUPOBAaHHAS cuctema JOKYMEHTALIH.
[Nonsitne OnaHK MOKyMeHTa. Buibl O1aHKOB, 0OIIMit
OnaHk, OlaHK NHUChbMa, OJIAHK KOHKPETHOTO BHUAA

JOKYMEHTA. IIpaBuna oopmiIeHHUs, ydera,
UCIOJb30BAHUS M XpaHEHHs OJAHKOB M PEKBU3UTOB
OpraHu3aIuy. XapakTepucTuka u COCTaB

OpPraHU3alMOHHBIX JIOKYMEHTOB. XapaKTepUCTHKA WU
coctaB WH(GOPMAIMOHHO -CIPABOYHBIX JTOKYMEHTOB.
Osnakomnenue ¢ I'OCT P 7.09 -2016 TpeGoBanus k
0(OPMIICHHUIO IOKYMEHTOB.

20

20

Tema 3.4 Homenkmarypa aen. OdopmieHue u
XpaHeHUE JOKYMEHTOB 3aKOHOJATEIbHbIE AaKThl H
HOPMAaTUBHBIE JOKYMEHThl IO OPTraHU3alMOHHO -
MPaBOBBIM (OpMaM OpTaHM3AIMs W TPEIIPUITHH.
Cucrematuzanus JOKYMEHTOB U HUX XpaHEHHE.
Homenknatrypa pmen. Opranumzanus paboThl  C
MOCTYHAOIIUMHU JIOKYMEHTAMU: perucrpanus,
paccMOTpeHUe pyKOBOACTBOM, UCHIOIHEHHE. OTIpaBKa
UCXOIAIIMX JOKyMeHTOB. Ilepemaya JgOKyMEHTOB
BHYTpU OpraHm3anuu. TpeOoBaHUS K OQPOPMIICHHIO
JIeNT ¥ XpaHEHUIO IOKYMEHTOB.

20

16

Pasznea 4. [lnanupoBanue U opraHu3anms J1eJ10BbIX
KOHTAKTOB

12

28

Tema 4.1 JlenoBas kynbTypa B HpOoQeCcCHOHAIBHOU
chepe. [Ilonarue penoBast Kynbrypa. JlemoBas
KyJIbTypa KaK KOMIUIEKC OTHOIICHHWI 4YelIOBeKa K
npoieccy Tpyaa. KiroueBble KOMIIOHEHTHI J€JI0BOM
KylnbTypbl. DOpMUpPOBaHHE TO3UTUBHOTO JEJIOBOTO
MMUJIKA OpraHU3alMU. 3HAYEHUE JICJIOBOM KYJbTYpPhI
B OpraHu3alld  CEKPEeTapcKoro  OOCITyXUBaHUS.
IlonsiTue KOpHopaTUBHAs KyJIbTYpa.

Tema 4.2 PaGorta cekperaps 1o 0€310KYMEHTHOMY
obcrnyxuBanuto. Paborta cekperaps B NIPHEMHOM.
Opranuzanus npueMa  IOCETUTEIEH. IIpuem
COTPYZHUKOB II0 TEKyLIUM BONpOCaM, IPHEM IO
JUYHBIM ~ BONpOCAaM, IpPHUEM  IOCETUTeNeH  u3
CTOPOHHMX OpraHW3aluid, MpUeM KOMaHAWPOBAHHbIX,
npueM pgeneranuii. OpraHuszaiysi JeJIOBbIX KOHTAKTOB

10




(maHupoBaHue, COrjacoBaHHUe, MOJIFOTOBKA
nomMenieHus u ap.) Hopmatussl ciryxe0HOr0 peueBoro
STHUKETa MO NpPEIBapUTENIbHOM OpraHuzalud U
perimaMeHTy TpoBeACHHsS BcTped. TpeboBaHus K
nmapamMeTpam nu TCKCTY BU3UTHOU KapTOYKH.
OpFaHI/ISaHI/Iﬂ )41 IMPOBCACHUC MMPOTOKOJIbHBIX
MEPOTPUSITHH.

Tema 4.3 CoBeuianusi, ONEpPaTUBHBIC COBECIIAHUS, 4 10
MEPETOBOPHI, Tpecc  -KOH(EepeHIUsi, HHTEPBBIO,
JI€JI0BBIE NTPUEMBI. 3HaUEHUE POTOKOJIBHBIX JEHCTBUN
B OpraHu3anud padouux BCTPEY, OQPHUIHAIBHBIX H
HEO(pUIMAIBHBIX BU3UTOB, TMPUEMOB JeJNETalui.
HenoBble mpueMbl. YTOLIEHHE IOCETUTEIEH B
kabunere  pykoBomutens. CepBUpOBKa  CTOIa.
@ypumer. [lIBeacknii crton. KokrelnbHblii cToi. busHe
-nandy. [loAroToBKa KOMaHIUPOBOK U  JIEJIOBBIX
MOE37J0K PYKOBOJMTENSI M JPYrUX COTPYAHUKOB

OpraHu3alLuu. OpranuzalnoHHOE obecrieueHue
KOMaHIUpoBOK. KomaHAMpOBOUYHBIE YIOCTOBEPEHUSI.
Kypnan perucTpanyu KOMaH/IMPOBOYHBIX

ynoctoBepeHuil. CxemMa NOJArOTOBKH KOMaHAHPOBKU.
KopropaTuBHble cTaHIapThl TeIe(OHHOrO OOIIEHUS.
CnyxebHast uepapxusi B Tele(OHHOM pa3roBOpe.
CekpeTbl ycrnexa Telae(QOHHBIX MeperoBopoB. TemOp
rojoca, WHTOHauWu, JAukOus. TpeboBaHus K
npaBuibHON peun. IlpaBuna u Tpadapersl yuTHUBOH
Oecenbl. Bxonsmue u ucxonsume 3BoHKH. Hauano u
3aBeplleHue TelIe(OHHOTO pa3roBopa

S

VYueOHast mpaKkTHUKa 24

[}
o

Hrorosas pabora

WTOroBelii KOHTPOJb M OILIEHKA PE3YJIbTATOB OCBOEHUS MPOrpaMMBbI

OPOXOJUT B (pOpME IK3aMeHa.



KOHTPOJIb U ONEHKA PE3YJIbTATOB OCBOEHMUMA

Pe3syabrarTsl

OcHOBHbIE NM0KA3aTeJIN OLIEHKH
pe3yJabTara

KoopaunupoBats paboty * oduca (mpuémuoit
PYKOBOJUTENS), OpPTaHW30BBIBATH  NPUEM
IIOCeTUTENeH

Ka4yecTBO BBITTOJIHEHHS TEXHUYECKUX
GbyHKIMI cekpeTaps 1O OOECHEYeHHI0 U
OOCIIy’)KMBaHHIO  pabOTBl  PYKOBOAUTEIIS
OpraHM3aLUH, HOJpa3/IeICHHS;
MCTIOJIb30BaHUE OPTaHU3AIMOHHON TEXHUKH U
CETEeBBIX  PECypcoB i  OOecredYeHUs
npoeCCHOHABHON JIEATEIbHOCTH; yMEHHE
OpraHM30BBIBAaTh pabovee MECTO CeKpeTaps u

pykoBoamTenss ¢  y4€ToM  TpeOoBaHWMIA
0€30MacHOCTH ¥ SPrOHOMUKH
OcymectBiatrh TenedoHHOE OOCITy)KMBaHUE, | OIEHKAa HABBIKOB BEJICHHS TEIePOHHOTO
NpPUHUMATh W TiepenaBath (aKCUMHIIbHBIC | OOCIyXKHBaHUsA, TNpuéMa W Mepeaadu

CO00IIEeHUS

nHpopmanuu 1o pakcy

OCYH_IGCTBJ'IHTL pa60Ty IO TIMOATOTOBKEC H

OLICHKAa HAaBBIKOB IMOATOTOBKH W IPOBCACHUSA

MIPOBEACHUIO COBELIaHUH, 3ace/laHuil, | IEOBBIX ~ MEpONPUATUH,  00CITYKUBaHUS
JIEJIOBBIX BCTPEY, NPUEMOB U NIPE3CHTALIUIM COBEILIAHUH U 3aCEIaHUN PYKOBOIUTEIIS
OcymecTBiATh MIOATOTOBKY JIEJIOBBIX | OCYILLECTBICHHUE IIOATOTOBKM  JI€JIOBBIX

Moe370K  (KOMaHAUPOBOK)PYKOBOAMUTENS U
JPYTUX COTPYAHUKOB OpPraHU3aliU

Moe370K (KOMaHAMPOBOK) PYKOBOJAUTENS H
JPYTUX COTPYAHUKOB OpPraHU3alH

Opranu3oBbIBaTh pabouee MECTO CEKpeTaps U
PYKOBOJIUTENS

OLICHKA YMCHHWIl OpraHM30BBIBaTh padouee
MECTO CEKpeTapsi U PYKOBOIUTEINSI C Y4ETOM
TpeOoBaHUi 0€30MaCHOCTH M SPrOHOMUKH




4. MATEPUAJIBHO-TEXHUYECKOE U METOANYECKOE
OBECIIEYHEHME ITPOI'PAMMBbI

Jlist mpoBefieHUsT TPAKTUYECKWX 3aHATHH B ayAUTOPUH, HCIOIB3YyeTCS
KOMITBIOTEPHBIN KJIacc, OOOpPYAOBaHHBIA KOMIBIOTEPAMU, MYIbTUMEIUWHBIMHU
cpencTBamu o0ydeHus (IPOEKTOp, IKpaH) U OQUCHON TEXHUKOM: IPUHTEP, CKaHED
U ¢akc, KOMUPOBAJIbHBIE almaparbl, W TMepeIuieTHas MalllMHa, CKaHephl U
OpOITIOPATOPHI.

Hns  oOecrieuennss  3¢h@dEKTUBHOTO  00pa3oBaTENbHOTO  Iporecca ¢
NPUMCHEHUEM  JTUCTAHIIMOHHBIX  TEXHOJOTHHA  CIyIIATEeNsIM  HEO0OXOIUMO
clenyllee MaTepualibHO-TEXHUUECKOE 00ECTIEeUeHUE: EPCOHAIbHBIN KOMITBIOTEP
C BBHIXOAOM B HWHGOPMAINMOHHO-KOMMYHUKAIIMOHHYIO CceTh  «HTepHETY,
rapautypa (HayImIHUKH) W TPOrpaMMHOE oOecredeHue (makerT OQUCHBIX
IpWIOKEeHHH, BeO-Opaysep).

JUJIss  yCHenmrHoro OCBOGHHUS JIUCTAHIIMOHHBIX YYE€OHBIX MOAYJEH OT
oOy4Jaromuxcst TpedyeTcss HaBBIK MCIIOIb30BAaHUS TIEPCOHATLHOTO KOMITBIOTEpA Ha
YPOBHE TOJIb30BATENsl — OCHOBHBIE MpPHUEMbl PabOThI C TEKCTOM, (aitamu u
nankamMd B mpwiokeHusx — Windows, pabora B uH(OpMalMOHHO-
TEICKOMMYHHUKAIIMOHHON cetn «MHTepHET» (B TOM 4YHCIIE WCIIOJIB30BaHUC
CEPBUCOB JIEKTPOHHOMU MOYTHI).

B kadecTBe METOAMYECKOTO CONMPOBOXACHHS TMpejaraeTcs ydeOHO-
METOJMYECKHM MaTeprall, BKIIOYAOMIWNA: SJIEKTPOHHBIA KOHCHEKT JICKIHUM,
ANIEKTPOHHBIE YUYEOHUKH, MPAKTUYECCKUE 3aJIaHUs, METOAMYECKUE PEKOMEHIAINU
10  BBIMIOJIHEHWIO  TPAKTUYECKUX  3aJaHWi,  BOMPOCHl K  WTOTOBOM

KBATM(PUKAIIMOHHOM padoTe.
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