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YueOHBIN JIAH

HaunmenoBaHmue pa3aejia

Bcero uyacon

10 xa 11 xa

Paznen 1. Opranmsamnus Tpyna B oduce 16 -
Pazgen 2. Ocnamenne odrica opraHu3alioHHO- 16 -
TEXHUYECKUMU CPEJICTBAMU
Pazgen 3. Opranuzanus 1e100pOru3BOICTBA 80 76
Pazpnen 4. IlnanupoBanue U opraHu3aiys JAeI0BbIX 12 28
KOHTAKTOB
YyeOHas npakTUKa 4 24
Hrorosas pabora 8 8

HUTOI'O: 136 u 136 u

Conep:kanue pa3aesioB U TeM

Bcero yacos

Pasjnen 1. Opranuszauus Tpyaa B oduce

16

Tema 1.1. Benenue. Cekperapp B OpraHU3allUH.
Cekperapp B OpraHu3alii, CeKperapb Ha TernedoHe,
CeKpeTapp reception, cekperapb oduca, cekperapb-

pedepeHT, oQuc-MeHeKep aAMUHUCTPATOP),
CEKpeTapb-NepeBOIYUK, MTOMOITHUK (JTM4HBII
CEKpETaph) PYKOBOIUTES, PYKOBOJIHMTEIb

cekperapuata Ksanu¢ukanuonHsle TpeOOBaHUS K
cekperapio. OCHOBHblIE (QYHKIMM U OOS3aHHOCTH
cekperaps. JlenoBele U TUYHBIE KayecTBa CeKpeTaps.
O3HakoMJIECHHE C OCHOBaMM CEKPETapCcKOoro jena B
pabote cekperapsi pyKoBoauTes. M3ydeHne oCHOBHBIX
(GyHKIUHN 1 00s13aHHOCTEN CeKpeTapsl PyKOBOJUTENS

Tema 1.2. Opranuzanus pabodero mecra cekperaps
CoBpeMeHHOE OCHAIIICHHE TTOMEIIECHU
yrpaBiieH4ecKux ciayx0. TpeOoBaHUs K MOMELICHUAM
C yY4eToM BHUJOB  JCSTEIBbHOCTH, CIEUU(DUKH
BBIMOJIHAEMBIX ~ pabOT ¥ OKa3bIBa€MbIX  YCIYT.
NudopmannonHoe Tabmo, CTEHAbI: WX Ha3HAYEHUE,
UCTOJIb30BaHUE, TPEOOBAHUS K PACIIOI0KEHUIO.

Tema 1.3 Ocnarmenue pabodero mecrta cekperaps.

PabGouee mpocTpaHCTBO CceKpeTapsi: COOCTBEHHOE
paboyee MecTo, 30Ha IpHeMa  IOCETUTENEH,
BCIIOMOTaTeNbHas (Xo3siicTBeHHast 30Ha). VHTephep
pabouero mecra. CpeacTBa OprTeXHUKH Ha pabouem
Mmecte. KomnbrotepHoe obecrieuenue pabouero Mecra.
TpeGoBaHus K pa3MENICHUIO TEXHHYECKUX CPEJICTB Ha
pabouem MecTe. 3HayeHue panmoHanbHOe
opraHmszanuu pabouyero mecra cekperaps. I[IpaBuia
TEXHUKU O€30MaCHOCTH, TUTHEHBI, JPrOHOMHKH U
pecypcocOepekeHus Tpu  paboTe CO  CpeACTBaMH
uHpopMaTU3auuu Uil OOecreueHHsl  HaJeKHOTO
(GYHKIIMOHUPOBAHUA ~ CPEACTB  WH(OPMAIMOHHO-
KOMMYHUKAIMOHHBIX TEXHOJIOTHI (UKT).
DopMUpPOBaHUE TaOJTHITBI «OCHOBHbBIC




JOKYMECHTAI[MOHHBIE M OpTraHU3aIllMOHHBIE OTICpaIHU
oduca» Co3maHue CTPYKTYpbl aBTOMATU3UPOBAHHOTO
pabouero mecta (APM) cekperapsi.

Tema 1.4. [lnanupoBaHue W opraHuzamys padodyero
BpEMEHU [Topsmox paboTsI PYKOBOJIUTEIIS.
Opranu3zaniys JAYHOTO TPYAOBOTO mporecca. Pabouee
BpeMs U Bpemsi oTabixa. CocTaBlieHUE U COTIaCOBAaHUE
pabouero rpaduka ¢ pykoBoautenem. [lmanuposanue u
opranuzanus pabodero nHs. BzaumonelictBue c
PYKOBOJICTBOM W  COTPYJHUKAMH  OpTaHHU3AIIHUH.
Koopmunamuss ~ pabGotrel  oduca.  Yyactue B
TUTAHUPOBAHUY pab0Yero JTHS PYKOBOJIHUTEIS

Paznean 2. OcHamenune odguca OpraHu3allioOHHO -
TeXHUYECKMMH CPe/ICTBAMH

16

Tema 2.1. IlpaBuna paGoTel ¢ O(PHUCHONW TEXHUKOU
CpencTBa Majol OPITEXHUKH KaK 3JIEMEHT KYJbTYPhI
ympasieHdeckoro Ttpyaa. Kiaccudukamust cpeacts
OPITEXHUKA M WX OCHOBHBIC XapaKTCPUCTUKH.
W3ydeHne OCHOBHBIX XapaKTePUCTHK OPTTCXHHUKH.

Tema 2.2. Hcnonb3oBanue CTaH/IapTHOTO
IporpaMmMHOIO O6€CH€‘I€HI/I$I JIIA OopraHu3anuun
nenonpousBogacTBa OCOOCHHOCTH  MCHOJIb30BaHUS
3JIEKTPOHHOM, TenerpadHou, TEJETalImHOM,
(haKkCUMUITLHOM CBS3H.

[IpuBHIa MOATOTOBKHU U TIPOLIEIypa Tiepenadn/mpruemMa
JOKYMEHTOB. MeToiuKa MpoBEACHUs TPE3EHTALIUMN.

OducHble nHDOPMALIMOHHBIE CUCTEMBI.

OneKkTpoHHble JOKyMeHThl OdopmieHue OTYEeTHO -
IJIaHOBOM JIOKyMEHTaluu C M0JIb30BaHUEM
CTaHJAPTHOT'O MPOTrPAMMHOTO 00ECTIEYEHHU.

Pa3nes 3. Opranusanus 1eJ10NpoOu3BOACTBA

80

76

Tema 3.1 Opranuzanus nenomnpousBojactBa [lonsitue
«JJOKYMEHTAallMOHHOE  OOecleueHue  yIpaBlICHUs»
(1emonpon3BOICTBO). Opranu3anus
JIEJIONPOU3BOCTBA. @3 «O6 uHopManuy,
uHbOpMATH3alMU W 3amUTe  WHOOPMAIHN.
Vcnonb3oBaHue CpeicTB KONMMPOBAHUS JTOKYMEHTA.
N3ydyenune coBpeMeHHBIX TpeOOBaHUN K OpraHU3aluu
JOKYMEHTAIlMOHHOTO  OOECle4YeHuss  yIpaBieHHUS,
NIPUMEHEHUIO COBPEMEHHOM oducHoI u
BBIYUCIINTENIbHOW TEXHUKH.

20

20

Tema 3.2 JlokymeHT, ero ¢ yHKIMH, OCHOBHBIE CTIOCOOBI
nokyMeHTupoBaHus.  [lonstTue 0  JOKyMeEHTe.
Nndopmanus u pokymeHT. DYHKIMM JOKYMEHTA.
O3HakoMJIEHHE c OCHOBHBIMH criocobamu
JOKYMEHTUPOBAHHUS M MaTepUAIbHBIMU HOCHUTEISMHU
uHpopmanuu. Opranuzanusi paboTbl C TEKCTOBBIMH,
rpadM4eCKUMHU U IPOYUMU TOKYMEHTAMHU.

20

20

Tema 3.3 Cucrembl nOKyMeHTanud. YHUQUKAIUSA U
cragpaprusamys. [lonstue «Cucrema TOKyMEHTaum»,

20

20




ee mpusHaku. [loHsTue «yHuduimpoBaHHas cucreMa
nokymeHTtanumy. [lonarue OnaHk goxkymeHTa. Busl
OnaHKOB, OOmMK OnaHk, OJIAHK NHCbMAa, OJIaHK
KOHKpETHOTO BHJa ToKyMeHTa. [IpaBuna odhopmieHus,
y4eTa, WCIOJb30BaHUs M XpaHEHHs OJIAHKOB W
PEKBU3HUTOB OpraHU3aIMU. XapaKTepUCTUKA U COCTaB
OpraHU3AIMOHHBIX JOKYMEHTOB. XapaKTePHUCTHKA U
cocTtaB MH(POPMAIIMOHHO -CIPABOYHBIX JOKYMEHTOB.
Oznakomienue ¢ 'OCT P 7.09 -2016 TpebGoBanus k
0 OPMIICHHUIO TOKYMEHTOB.

Tema 3.4 Homenkmarypa pgen. OdopmieHue u
XpaHEHHE JOKYMEHTOB 3aKOHOJATeNIbHbIE aKThl U
HOPMAaTUBHBIE JOKYMEHTHl MO0 OpPraHHU3al[MOHHO -
MpaBOBbIM (opmMaM oOpraHu3anvs M MPEANPUATHM.
Cucrematuzanus JOKYMEHTOB U HX XpaHEHHE.
Homenknarypa gen.  OpraHuzamust  paboOTBl ¢
MOCTYHAIOIIUMHU JIOKYMEHTaMHU: perucrparus,
paccMOTpeHHe PYKOBOACTBOM, UCIIOIHEHHE. OTIpaBKa
UCXOIIIMX JOKyMeHTOB. Ilepemaya JOKyMEHTOB
BHYTpH opranu3anuu. TpeOoBaHUsS K 0OPMIICHHUIO 1T
Y XpaHEHUIO TOKYMEHTOB.

20

16

Pa3nea 4. [liannpoBanne M opraHu3anus AeJ10BbIX
KOHTAKTOB

12

28

Tema 4.1 [lenoBas KyiabTypa B Ipo(dhecCHOHAIBHOU
cdepe. [lonsTre nenoBas KynbTypa. Jlenosas KynbTypa
KaKk KOMIUJIEKC OTHOIICHUI YelloBeKa K IPOIeccy
Tpyaa. KitoueBble KOMIOHEHTHI J1€0BOM KYJIBTYpBHI.
dopMupoBaHUE MO3UTHBHOTO JEJIOBOTO  HMMHU/DKA
OpraHu3ani. 3HaueHUe JeJOBOH KyJIbTyphl B
OpTaHU3aIH CEKPETapCcKOro oocyxuBanus. [loHsTrHe
KOpPIIOpaTHBHAS KYJIbTYpa.

Tema 4.2 Pabora cekperaps no 0e€310KyMEHTHOMY
obciyxkuBaHuio. PaboTta cekperaps B NPHUEMHOM.
Opranuzanus npueMa MOCETUTEIIEH. [Tpuem
COTPYJHHUKOB IO TEKYIIUM BONpPOCAM, IPHEM IIO
JIUYHBIM BOIIPOCaM, PUEM MTOCETUTENEN U3 CTOPOHHUX
OpraHM3aluii, IpHUEM KOMaHAMPOBAHHBIX, IPHUEM
neneranuid.  OpraHuzanysi  JI€JIOBBIX ~ KOHTaKTOB
(maHupoBaHue, COTJIaCOBAHUE, MIOATOTOBKA
nometieHus u ap.) Hopmarusel city:xe0HOro peueBoro
9THUKETa 1O NpPEIBApUTEIBbHOM OpraHu3aluud U
pernamMeHTy MpoBeAeHUs BCTped. TpeOoBaHus K
nmapaMerpaM M TEKCTYy  BHU3MTHOM  KapTOYKH.
Opranuzanus ¥ TPOBEIEHHUE  MPOTOKOJIBHBIX
MEpONPHUITHUH.

10




Tema 4.3 CoBemnjanus, ONEpaTUBHBIC COBEIIAHMS, 4 10
MEPETOBOPBI, TpecC  -KOH(epeHIusi, HHTEPBbIO,
JIEJIOBBIE ITPUEMBI. 3HaYEHUE TPOTOKOJIBHBIX JEHCTBUN
B OpraHu3aluyd pabouux BCTpeY, OQPHUIHMAIBHBIX H
HEOQUIMATBHBIX BU3UTOB, IPUEMOB JIEJeTaluil.
JenoBple mOpueMbl.  YTOLIEHHE IOCETUTENEH B
kabunete pykoBoautens. CepBupoBka ctoia. Oypiier.
HIsenckuii cron. KoxrelnbHBIM cTON. BU3HC -1aHd.
[logroroBka KOMaHAMPOBOK M JIEJOBBIX IOE3]I0K
PYKOBOJAMTEIS U JIPYTUX COTPYAHHKOB OpraHU3aIUU.
OpranuzanonHoe  o0OecrieyeHne  KOMaHIHPOBOK.
KomannupoBounsie YAOCTOBEPEHUS. Kypnan
perucTpanii  KOMaHJIUPOBOYHBIX  yJIOCTOBEPECHHH.
CxeMa moJarotoBku KomanaupoBku. KopnoparuBHbie
cranfaptel  TenegonHoro oOmieHus.  CiryxeOHas
uepapxus B TesneonHoM pasroBope. CekpeTsl ycmexa
TeJeOHHBIX MTEPEroBOPOB. TemMOp rojoca, MHTOHAIINH,
muknusa. TpeOboBaHus K IpaBuiibHOM peun. [IpaBuna u
Tpadapersl yaTuBoii 6ecenpl. Bxomsmme u ucxoasime
3BOHKM. Hawanmo wu 3aBepuieHue TeraeQOHHOTO

pasroBopa
YyeOHast npakTHKa 4 24
Wrorosas pabora 8 8

N TOroBeIil KOHTPOJIb U OLIEHKA PE3YJIBTATOB OCBOCHUS IIPOIPAMMBI ITIPOXOIUT

B (hopme 3K3ameHa.



