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1. IlosicHuTeNIBbHAA 32N CKA

[Iporpamma npenHasHaueHa AJis NPOPECCUOHATBHOIO OOYUYEHUS ydalluXCs
10-11-x kmaccoB cpeaHeidl oO0meoOpa3zoBaTeIbHON IMIKOJIBI MO mpodeccuu
«CekpeTapb - agMuHucTpaTop» (naiee - [Iporpamma).

Ocnoenas npozpamma npogeccuonarbHo2o obyyeHus no npogeccuu
«Cexpemapsb - aOMuHUCMpamop» peanuzyemcs 6 cemesoi gopme pearusayuu
OCHOBHOU NPOSPAMMbL NPOPECCUOHATLHO20 00YyUeHus Ha baze 06pa306amenbHol
op2aHu3aYUU -Y4ACMHUKA, NPeO0CMAaBIAIouell pecypchbi.

Lens mporpamMmbl — CO3[laHHWE YCIOBUWM [JJIsi TOBBIIMIEHUS TOTOBHOCTHU
oOydaeMbIX K Tpo(hecCHOHATBFHOMY CaMOOTIPEIETICHUIO.

OTO0 mpeanoiaraeT peleHue CIeayonux 3a1au:

1. ®opmupoBanue y o0yJyaroumxcsi TEOPEeTUYECKUX 3HAHUN O COBPEMEHHOMU
CUCTEME JICJIONPOU3BOJICTBA U COAEPKaHUU TPYJa B HEH.

2. ®opMHUpOBaHUE 3HAHWM, YMEHUN U HABBIKOB JIEIOMPOU3BOICTBA.

3. ®opmupoBaHuE OOLIECTBEHHO IIEHHBIX MOTHUBOB BbIOOpa mpodeccuit
COOTBETCTBYIOLIETO  mpoduis, pa3BUTHEe Yy  OOyYarOMIMXCA  BBICIIUX
MO3HABATEIBHBIX MPOIIECCOB, a TAK)KE OPraHU3aTOPCKHUX CIIOCOOHOCTEH, JIIOOBU K
TPYAY U YEJOBEKY, TBOPUYECKOIO MOAX0a K PEIICHUIO TPOU3BOJICTBEHHBIX 33]1a4 U
Ap.

4. ®opMupoBaHUE OCHOB 3TUKH JICJIONPOU3BOJICTBA.

5. Bocniuranue npodeccuoHaJIbHO Ba)KHBIX KayeCTB JIMYHOCTH, TAKUX Kak
TUCUMITIMHUPOBAHHOCT, BBIIEP)KKA, TEPIUMOCTb, BHUMATEIbHOE M UYYTKOE
OTHOILIEHUE K JIFO/ISIM, CKPOMHOCTb, aKKYPaTHOCTb, HCIIOJTHUTENIBHOCTh, YECTHOCTD,
TYMaHU3M U T.II.

2. O0uIue moJ1oKeHust

2.1. HopmaTuBHO-TIpaBOBBICE OCHOBBI Pa3pabOTKH MPOodhEeCCHOHATHLHOM
00pa3zoBaTeIbHOM IPOrpaMMBbI

HopmaTuBHOM 0CHOBOM pa3pabOTKH IPOrpaMMbl BEICTYIIAIOT:

- ®enepanbHbiil 3aK0H OT 29 nekabps 2012 r. N 273-d3 «O6 ob6pazoBanuu
B Poccuiickonn ®enepanuny;

- [Topsimok opraHu3anuy U OCYIIECTBICHUS 00pa30BaTEIbHON IEATETLHOCTH
10 OCHOBHBIM TIporpamMmaM MpoGeCcCHOHAIBHOTO OOYYeHHs, yTB. MPUKA30M
MunuctepcrBa oOpa3oBanusa u Hayku P® ot 18 anpens 2013 r. N 292;

- Ilepeuenr mpodeccuii paboumx, JOJDKHOCTEH CIIyXKaIluX, M0 KOTOPBIM
ocymiecTBisieTcs: mpodeccruonanbHoe OOy4eHHe, YTB. MPUKa30M MUHHCTEpCTBA
oOpazoBanus u Hayku P® ot 2 utons 2013 r. N 513;

- Ipodcranmapr: 07.002 «Croemuanuct 1O OpPraHU3AIMOHHOMY U
JOKYMEHTAIIMOHHOMY OO€CIEUECHUIO YIPABICHUSI OpPraHu3alueil», yTB. MPUKA30M
MunucTepcTBa Tpyaa U conuanbHou 3amutel PO ot 6 mas 2015 r. N 276u - O06
YTBEPXKIECHUU  TepeuHed  mpodeccuit ¥ CHEUAIbHOCTEH  CPEeaHEro
po¢eCCUOHALHOTO0 00pa30BaHUs, peanu3aius o0pa3oBaTEeNbHBIX MPOrPaMM IO
KOTOPbIM HE JIONMYCKAeTCsi C MPUMEHEHUEM HCKIIOUUTENIBHO 3JIEKTPOHHOTO
o0y4yeHus,  JUCTAHIIMOHHBIX  oOpa3oBaTeldbHbIX  TexHojoruil,  Ilpukas



MunuctepctBa obpa3oBanus u Hayku Poccuiickoii ®enepanuun ot 20.01.2014 N
22.

2.2 HopMaTuBHBII CPOK OCBOSHHSI IPOTPAMMBI M OPTaHU3AIHS O0yUCHHS

[IpogomkuTenbHOCT, OOyYeHHS TO TporpamMme MpoQecCHOHATHLHOU
MOATOTOBKE ycTaHOBJeHa 272 wyacoB (136 wacoB — 10 kmacc; 136 wacoB — 11
kiacc). ComeprkaHue NporpaMMbl BKIIFOYAET:

TEOpeTUUYECKUi 010K — 228 4acos;

yueOHasl mpakTuka — 28 4acos;

KBaJIM(pUKAMOHHYIO paboTy — 16 yacos.

3. Kpanupukanuonubie TpedoBaHus K Npodeccuu 1e/10Mpon3BoAUTE b

[lo wToram oOyueHHs M YCHEIIHOW AaTTeCTallUd CIYIIATeNu TMOIy4yaroT
CBunerenscTBO 0 mpodeccun padovero, AOHKHOCTH CIYXKAIIEro ¢ MPUCBOECHUEM
kBanupukanun «CexpeTapb-aIMUHACTPATOP», AatOllee MPaBo Ha BEJICHHE HOBOTO
BUJa Tpo(ecCHOHaIbHOM  NESITeNbHOCTH B cepe  JTOKYMEHTAIMOHHOIO
oOecrieueHust AesTEIbHOCTH OpraHU3allHH.

Bo3moxkHoe HauMMeHOBaHHE JIOJKHOCTH, mnpodeccun: Cekperaps-
aIMUHUCTPATODP.

Bun npodeccruoHaIbHOMI nesitenbHOoCTH: OpraHu3alMoOHHOE u
JOKYMEHTAIIMOHHOE  oOeclieueHrue  yIpaBJIeHHs  OpPraHu3alusIMH  JIFOOBIX
OpraHu3alMOHHO-TIPABOBHIX (POPM.

JomxHocTHBIE 00s3aHHOCTH. OCylIecTBIsIET pabOTy MO OpraHU3aluOHHO-
TEXHHUYECKOMY 00ecCIeueHuIo aJIMUHUCTPATUBHO -PACTIOPSAUTEIHHON
JESTENbHOCTH PYKOBOAUTENS mpeAnpusTus. [[puHUMaeT MOCTYMaIIyl0 Ha
paccMOTpeHne PYKOBOJUTENS KOPPECTIOHIAEHITNIO, MEPEAacT €€ B COOTBETCTBHUH C
OPUHSTHIM PEIICHHEM B CTPYKTYpPHBbIE TMOAPA3CICHUS WM KOHKPETHBIM
WCIIOJIHUTENISIM JIJIT  MCTOJIb30BaHUs B TMporecce paboThl JHOO0 MOATOTOBKH
OTBETOB. Bener nemompou3BOJCTBO, BBHIMOIHSIET pa3IUYHBIC OMNEPAMH  C
MIPUMEHEHUEM KOMITHIOTEPHOU TEXHUKH, TIPETHa3HAYCHHOH JjIsi cOopa, 00paboTKu
W TIPEeACTaBICHUSA WHPOPMAIMK TPU TOATOTOBKE M TMPUHATHH PpEHICHUH.
[IpyHUMaeT AOKYMEHTHl W JIMYHBIC 3asABJICHUS Ha TMOAMKHCH PYKOBOIUTEIS
npeanpusatusa. [loaroraBnuBaeT MOKYMEHTHI M MaTepuaibl, HEOOXOIWMBIE s
pabotel pykoBomuTens. CreaguT 3a  CBOEGBPEMEHHBIM  PAacCMOTPEHHEM U
MPEACTaBICHUEM  CTPYKTYPHBIMH  TOAPA3ACICHUSIMH U KOHKPETHBIMH
WCIIOJIHUTEISIMA ~ IOKYMEHTOB, TOCTYNHUBIINX HAa HWCIOJTHEHUE, TPOBEPSIET
MPaBWIBLHOCTh  OPOPMJICHUS  TMOATOTOBJICHHBIX  MPOEKTOB  JIOKYMEHTOB,
MepeIaBacMbIX PYKOBOAUTEIIO HA TMOAMHUCH, OOECIECUYMBACT KAYECTBEHHOE WX
penaktupoBanue. OpraHuzyeT  TpoBeAcHHE  TEICPOHHBIX  TEPETOBOPOB
PYKOBOJUTENS, 3aNUCHIBAET B €r0 OTCYTCTBHE IMOJYYCHHYI0 HH(OpPMAIUI0 U
JIOBOJIUT /IO €r0 CBENICHUS €€ COACpKaHue, IepelacT U MPUHUMAET HHHOPMAIIHIO
[0 MPUEMHO-TIEPETOBOPHBIM YCTpoiicTBaM (Tenedakcy, TeNeKCy U T.0.), a TaKkKe



Tene(OHOTpaMMbI, CBOEBPEMEHHO JOBOAHMT IO €ro CBEACHHS HWH(POpPMAIHIO,
MOJy4YEeHHYI0 MO KaHaiaMm CBs3H. [lo MOpydYeHHio pyKOBOIWUTENSI COCTaBISIET
MUChbMa, 3ampochl, APyrue JOKYMEHTBI, TOTOBUT OTBETHl aBTOpaM IIHCEM.
BeimonHser paboTy MO MOATOTOBKE 3acelaHuii M COBEIIAHWN, MPOBOJIUMBIX
pykoBoauTeiaeM (cOOp HEOOXOIMMBIX MAaTEpPHAJIOB, OIOBEIICHHE YYAaCTHHUKOB O
BPEMEHH M MECTE IMPOBEICHUS, IOBECTKE MHS, WX PETUCTpAlHs), BEACT U
oopmIiieT MPOTOKONBI 3aceAaHuii U coBemaHuil. OCymecTBIsIET KOHTPOJIb 3a
WCITOJITHCHUEM PaOOTHUKAMHM MPEATIPUITHS U3AAHHBIX MMPUKA30B U PACTIOPSKCHUH,
a TakkKe 3a COOJIIOJIEHHEM CpPOKOB BBINOJHEHUA YKa3aHU M NOpPYyYECHHI
PYKOBOJIUTENS TPEANPHITHs, B3ATBIX HAa KOHTPOJb. Bemer KOHTPOJIBHO-
PETUCTPALIMOHHYI0 KapToTeky. ObecrmeunBaeT pabodee MeECTO PYKOBOAMTENS
HEOOXOJMMBIMU  CpPEACTBAMH  OPTaHMU3AIMOHHOW TEXHUKH, KAaHIICIIPCKUMHU
NPUHAJICKHOCTIMHU, CO3JAeT YCIOBHS, CIOCOOCTByMOmUE ero 3¢ ¢GeKTUBHOMI
pabote. Ilewataer 1O YyKa3aHWIO PYKOBOIUTENS CIy)KEOHBIE MaTepuabl,
HEOOXOAMMBIE I €ro paldoThl, WIM BBOJIUT TEKYIIyl0 HH(pOpMamuio B OaHK
naHHbIX. OpraHu3yeT TpUeM IIOCETUTEICH, COACHCTBYET OIEPaTUBHOCTH
paccMOTpeHUsT TPochd M TpeanokeHud paboTHHKOB. Dopmupyer nema B
COOTBETCTBHH C YTBEP)KIACHHONH HOMEHKIIATYpOU, 00ECIIEYnBACT MX COXPAHHOCTh 1
B YCTaHOBJICHHBIE CPOKH CHAeT B apxuB. KomupyeT TOKyMEHTHI Ha MEPCOHATHLHOM
KCEpOKce.

JlomkeH 3HaATh: TOCTAHOBJICHUS, PACIOPSDKEHUS, MPHUKa3bl W JIpyrue
PYKOBOIAIIME  MaTepuagbl M  HOPMATUBHBIE  JIOKYMEHTBI,  Kacalolluecs
NESTENbHOCTH TMPEANPUSATHS U BEIEHHUs JCJIONPOU3BOJICTBA; CTPYKTYpYy U
PYKOBOISAIIMKA COCTaB TMPEANPUATHS M €ro MOoJApa3leNieHUuH; OpraHu3alMIo
JIEJIONIPOU3BOICTBA; METOABl OopMIICHHS U OOpPaOOTKM JTOKYMEHTOB; apXHBHOE
JIeN0;  MAIIMHONHUChH;  TpaBuja  MOJIb30BAaHUS  MPUEMHO-TIEPETOBOPHBIMU
yCTPOIMCTBAMU; CTaHAAPThl YHUDHUIIMPOBAHHOW CHUCTEMBI OpPTAHH3AIMOHHO-
pacHopsAIUTENbHOM JTIOKYMEHTAIlMW; TMpaBuUjia TeYaTaHUs JCJOBBIX IHCEM C
MCIIOJIb30BaHUEM TUTIOBBIX (DOPM; OCHOBBI ITHKU W ICTETUKU; TPAaBHUJIA JIETIOBOTO
OOIIIeHHUs; OCHOBBI OpraHW3allid TPyJa M YIPABJICHHS; MpaBHIIa IKCILTyaTallH
BBIYMCIUTEILHON  TEXHWKW;  OCHOBBI  aJMHHHCTPATUBHOTO  TIpaBa U
3aKOHOJATENbCTBA O TPYJAE; TMpaBHiia BHYTPEHHETO TPYAOBOTO pPACIOPSIKa;
MpaBUJIa ¥ HOPMBI OXpaHbI TPy/a.

O6mactb mpodecCHOHANBHON NESITEIBHOCTH BBIITYCKHUKA: NIEATEILHOCTh B
CeKpeTapuarax, ciiy’)k0ax JOKYMEHTAIIMOHHOTO o0ecreueHus, KaIpoOBbIX CIIyX)Oax
M apxXWBaxX TOCYJAapCTBEHHBIX OPTaHOB M YUYPEXKICHUN, B OpraHax MECTHOTO
caMOYIIpaBJIeHUs, HETOCYJaPCTBEHHBIX OPTaHU3AIUAX BCeX OpM COOCTBEHHOCTH,
OOIIECTBEHHBIX OPTaHU3AMUAX (YIPEKIACHUSIX ).

OO0BexThl TIPO(EeCCHOHATBFHON JEATETHPHOCTH BBITYCKHUKA: -TOKYMEHTHI,
CO3/1aHHBIE JTH00BIM crocobom JTOKYMEHTHPOBAHUS; -CHCTEMBbI
JOKYMEHTAIIHOHHOTO  OOECTEUeHUs]  YIPaBJICHHUS; -CUCTEMBl AJIEKTPOHHOTO
JTOKYMEHTO000pOTa; -apXUBHBIC TOKYMEHTHI; -TIEPBUYHBIC TPYAOBBIC KOJUICKTHUBEI.



4. JIoKyMeHTBI, omnpejeisiloOllMe COAepKAHME W  OPraHU3ALHI0
o0pa3oBaTeJIbHOIO NpoLecca

4.1 KanenaapHblii y4eOHbIii rpaduk

HopmaTuBHBINM CpOK OCBOEHMS TPOTpaMMBL: 2 TOJ1a

®dopma 0OydeHHS: OUHO-3a0YHAs.

[IpopomxuTenbHOCTh O0yUeHus: 272 yaca.

4.2 YueOHblii I1aH

HaumenoBaHue pa3nena Bcero uacoB
10 xkn 11 kn
Paznen 1. Opranusanus Tpyaa B oduce 16 -
Pazgen 2. Ocnarnenue oduca opraHu3aluoOHHO- 16 -
TCXHUYCCKUMHU CPEACTBAMU
Paznmen 3. Opranu3anus 1eI0IpOU3BOJICTBA 80 76
Pazgen 4. IlnanupoBanue U opraHu3aIys AeT0BbIX 12 28
KOHTAaKTOB
VYyeOHas npakTUKa 4 24
HroroBas pabora 8 8
NTOI'O: 136 u 136 u
Conep:xanue pa3ieyoB 4 TeM Bcero uyacos
Pa3nen 1. Opranusanus Tpyjaa B opuce 16
Tema 1.1. BBegenme. Cekperapp B OpraHU3aLHH. 4 -

Cekperapp B OpraHu3aliiy, ceKperapb Ha TeiedoHe,
CeKpeTaph reception, cekperapb o¢wuca, CeKperapb-

pedepeHT, oduc-MeHeKep aMUHHUCTPATOP),
CeKpeTapb-TIepPEeBOTIHK, MTOMOTITHUK (JTIYHBINA
CEKpeTaph) PYKOBOJIUTEIIS, PYKOBOTUTEITH

cekperapuara KsanudukanmoHHsle TpebOBaHUS K
cekperapto. OcHOBHbIE (YHKIMH U OOA3aHHOCTHU
cekperaps. JlenoBble U JIMYHBbIE KayecTBa CEKpeTaps.
O3HakOMJIEHHE C OCHOBAaMH CEKPETapcKOTo Jena B
pabote  cekperaps  pykoBoautens.  M3yuenue
OCHOBHBIX (YHKUMH ¥ 00s3aHHOCTEH ceKpeTaps
PYKOBOIUTEIS

Tema 1.2. Opranuzanus pabodero mecrta cekperaps 4 -
CoBpemeHnHoe OCHAII[EHUE MOMEIICHH
yImpaBJieHYecKux ciyx0. TpeGoBaHus K TOMEIICHUSIM
C y4eToM BHUJOB JESATEIbHOCTH, cCleuupuKu
BBITIONHAEMBIX Pa0OT U OKa3bIBa€MBIX  YCIYT.
NudopmanronHoe Tabmo, CTEHABI: WX Ha3HaueHUE,
MCI0JIb30BaHUE, TPEOOBAHMUS K PACTIOTIOKEHHIO.

Tema 1.3 OcHaiieHre pabouero Mecta cekperapsi. 4 -
PaGouee mpocTpaHCTBO cekpeTapsi: COOCTBEHHOE
pabouee  MecTo, 30Ha TIpUeMa  IOCETUTENeH,
BCIIOMOTaTeNbHas (X03sicTBEHHast 30Ha). MHTepbep
pabouero Mecta. CpencTBa OprTeXHUKH Ha pabouem
mecre. KoMmbroTepHoe obecnieueHrue pabouero MecTa.
TpeboBanus K pa3MEIIEHNIO TEXHUYECKUX CPEJCTB Ha
pabodyeM MECTE. 3HaueHue palyoHaIbHOE




opranuzaiuu pabouero mecra cekperaps. llpasumia
TEXHUKH O€30MaCHOCTH, THTHEHbI, JPrOHOMHKH H
pecypcocOepexenuss mpu paboTe CO CpeACTBAMH
uHbopMaTH3aLMK I oOecredeHus  HaJeKHOTO
(GYHKIMOHMPOBAHUS ~ CPEACTB  MH(POPMALMOHHO-
KOMMYHUKAI[MOHHBIX TEXHOJIOTUH (UKT).
dopmupoBaHue TaOITHUIIBI «OCHOBHBIE
JOKYMEHTAIIMOHHBIE M OPraHU3aI[OHHBIC OIepaIiy
oduca» CoznaHue CTPYKTYphl aBTOMATH3UPOBAHHOTO
pabodero mecra (APM) cexperapsi.

Tema 1.4. IlnanupoBanue W opraHuzaiusi paboyero
BpPEMEHHU [Mopsimox paboTHI PYKOBOJUTETIS.
Opranu3zanus TUYHOTO TPYJAOBOTO Tporiecca. PaGouee
BpeMmst 1 BpeMsi oT/1bixa. CocTaBIIeHHE M COTIIACOBAHHE
pabouero rpaduka ¢ pykoBogutenem. [lnanupoBanue
u opraHuzauus pabouero aHs. BsaumoneiicTBue c
PYKOBOJCTBOM ¥  COTPYAHHKaMH  OpraHH3alUH.
Koopaunamust  paGotel  odmca.  Yyactme B
TUTAHUPOBAHUH PabOUero JTHS PyKOBOUTEIS

Pazpen 2. OcHamenue ouca OpPraHM3alMOHHO -
TCXHUYCCKHUMHU CPEACTBAMU

16

Tema 2.1. IlpaBunma paboTel ¢ OPHUCHONW TEXHUKOU
CpencrBa Majloli OPITEXHUKN KaK 3JIEMEHT KYJIbTYpbI
ynpasieHdyeckoro Ttpyaa. Kiaccuduxauus cpencts
OPITEXHUKH M HUX OCHOBHBIE XapaKTEPUCTUKH.
M3yueHre OCHOBHBIX XapaKTEPUCTUK OPITEXHUKH.

Tema 2.2. HUcnonp3oBanue CTaHJIapTHOTO
MpPOrpaMMHOTO  oOecriedeHust Al OpraHU3aluu
nenomnpousBojacTBa OCOOEHHOCTH  UCHOJIB30BaHUS
3JIEKTPOHHOM, TenerpadHoi, TeJICTAUITHOM,
(haKCUMUIILHOMN CBSI3H.

[IpuBmIa NOATOTOBKU U IpoOIeaypa rnepeaadn/mpruemMa
JOKYMEHTOB. MeTo/iMKa MpoBeIeHUs TPE3CHTALIUH.

OducHbie nHPOPMALTMOHHBIE CHCTEMBI.

DneKTpoHHbIE JTOKyMEHThl OdopmileHHe OTYETHO -
TJIAHOBOM JOKYMEHTAINH c MOJIb30BaHUEM
CTaHJIaPTHOTO MIPOrPaMMHOTO OOecTeueHusI.

Paznea 3. Opranuszanus /1eJ10nMpou3BOJACTBA

80

76

Tema 3.1 Opranuzanusa aenonpousBoacTBa [lonsarue
«IOKyMEHTAllMOHHOE  o0ecreueHnue  yrnpaBiICHHUS»
(1emonpOU3BOJICTBO). Opranuzanus
JEIONIPOU3BOCTBA. 3 «O6 uHpOopMaluy,
uH(bopMaTU3ANH u 3aI1uTe uH(pOpMaITUN.
Hcnonp3oBaHue CpencTB KOMUPOBAHUS JOKYMEHTA.
N3ydeHne coBpeMeHHBIX TpeOOBaHUN K OpraHH3aI[MN
JOKYMEHTAI[MOHHOTO  OOecredeHus  yrnpaBIeHUs,
MIPUMEHEHHIO COBPEMEHHOM oducHon i
BBIUHCIIUTCIILHON TEXHUKH.

20

20

Tema 3.2 JlokymeHT, ero (yHKUHH, OCHOBHBIE
crocoObl JOKyMeHTHUpoBaHus. [loHATHE O TOKyMeEHTe.
Wndopmanms u  1gokyMeHT. DyHKIUU JOKYMEHTA.
O3HakoMJIEeHHE c OCHOBHBIMU crnocobamu

20

20




JOKYMEHTUPOBAHUS M MaTepUAIIbHBIMU HOCHTEISIMU
uHpopmanmu. OpraHuzanusi pabOThl C TEKCTOBBIMH,
rpadMueCKUMH ¥ TPOYUMHU JTOKYMEHTAMH.

Tema 3.3 Cucrembl AOKyMEHTaUuu. YHUPUKAIMA U
CTaHIapTHU3AITHS. [Tonsitue «Cucrema
JTOKYMEHTAIUN, ee MIPU3HAKH. [onsitue
«yHUDUITUPOBAHHAS cUCTeMa  JOKYMCHTAIIWH.
[Tonsite OnmaHK MOKyMeHTa. Buubl OaHKOB, 00U
OnmaHk, OnmaHK THChbMa, OJIAHK KOHKPETHOTO BHIA

JIOKYMEHTA. IIpaBuna odopmiieHuUs, y4era,
HCIIOJIb30BAHHUA W XPAHCHUSA OJIaHKOB H PEKBU3UTOB
OpraHu3aIuy. XapakTepucTuka u COCTaB

OpPraHM3allMOHHBIX JOKYMEHTOB. XapaKTEpHCTHKA W
cocTaB MH(POPMAIMOHHO -CIPABOYHBIX JOKYMEHTOB.
Oznakomnenue ¢ ['OCT P 7.09 -2016 TpebGoBanus k
0(OPMIICHHUIO JOKYMEHTOB.

20

20

Tema 3.4 Howmenknarypa gen. OdopmieHue u
XpaHCHHUE JOKYMCHTOB 3aKOHOJIaTeHBHBIe aAKThl H
HOpPMATUBHBIC OOKYMCHTBI II0 OpPraHU3alfMOHHO -
MpaBOBBIM (opMaM OpraHu3alusg U MPEANPUSTHH.
CI/ICTeMaTI/I?;aHI/ISI JOKYMCHTOB N HUX XpaHCHHUC.
Homenknarypa nmen. Opranuzamus paboThl ¢
IMOCTyHHaromuMun JOKYMCHTaMM: perucTpanus,
paccMoTpeHre pyKOBOJCTBOM, UcHofHeHue. OTnpaBka
UCXOoIsAmMX JoKyMeHToB. Ilepemaua JoOKymMeHTOB
BHYTpH opranuzanuu. TpeboBaHus K OQOpPMIICHUIO
JIe]l ¥ XPaHEHHIO TOKYMEHTOB.

20

16

Pasznen 4. [liianupoBaHue U OPpraHu3anus J1eJ0BbIX
KOHTAKTOB

12

28

Tema 4.1 JlenoBas KyapTypa B HpOQeCCHOHAILHON
chepe. llonstue penoBas KynbTypa. Jlemosas
KyJIbTypa KaK KOMIUJIEKC OTHOLIEHHH dYeloBeKa K
npoueccy Tpyaa. KirodeBble KOMIIOHEHTHI [I€IOBOM
KynbTypbl. DOpMUpOBAaHHE TO3UTUBHOTO JEJIOBOTO
UMUJDKA OpraHu3aliy. 3HaueHue JIeJI0BON KYyJIbTYphI
B OpraHu3allid  CEKPEeTapcKoro  oOCITyKHBaHUS.
[TonsiTe KopnopaTUBHAs KyJIbTypa.

Tema 4.2 PaGora cekperaps mo O0€30KyMEHTHOMY
oOcnyxuBanuto. Pabora cekperaps B TNPHEMHOM.
Opranmzanua  npuema  noceruteneid.  IIpuem
COTPYOHMKOB IO TEKyIIMM BONPOCAM, IIPUEM IIO
JUYHBIM  BOIPOCaM, IIPUEM  IIOCETUTENIEH U3
CTOPOHHUX OpraHU3allvii, NPUEeM KOMAaHIUPOBAHHBIX,
npueM aenerauui. Oprasuzanus JEJIOBBIX KOHTaKTOB
(mmaHupoBaHUe, COTJIACOBAHUE, MIOATOTOBKA
nomMenieHus u ap.) HopMaTussl ciry’keOHOTO peueBoro
JTUKETa [0 MPEIBAPUTEIBLHOM OpraHu3alid U
periaMeHTy TIpoBelIeHHs BCTped. TpeGoBaHUS K
rmapamerpaM M TEKCTYy  BU3UTHOM  KapTOYKH.
Opranmzanusg ¥ [POBEIEHUE  NPOTOKOJBHBIX
MEpOIPUITHH.

10




Tema 4.3 CoBemanus, OIEpaTUBHBIE COBELAHUS, 4 10
NIEPEroBOpbl, TMpecc -KOH(EpeHIUs, HHTEPBbIO,
JIEJIOBBIE MPUEMBL. 3HAYEHUE MPOTOKOJIbHBIX JEUCTBUI
B Opram3anuu pabouumx BCTped, OQHUUIUATBHBIX W
HEO(ULMANBHBIX BHU3MTOB, MPUEMOB JEJeTaIil.
JenoBble mpueMbl. YTOLIEHHE TOCETUTEIEN B
kabmnere  pykoBogurtens.  CepBHpOBKa  CTOJIA.
@ypuer. [IBenckuit cron. Kokreibnsiii cTosn. busHe
-naHy. [loaroTtoBka KOMaHAMPOBOK U JEJOBBIX
MOE3JJ0K PYKOBOJAUTENSI M JAPYrUX COTPYAHHUKOB
OpraHu3aIuy. Opranu3zaimoHHOE obecrieueHue
KOMaHJUpoBOK. KomaHAMpOBOYHBIE yIOCTOBEpPEHUS.
Kypnan perucrpamuu KOMaHAUPOBOYHBIX
ynoctoBepeHnid. CxeMa MOArOTOBKM KOMaHAMPOBKHU.
KopnopaTuBHble cTaHIapThl TEIEPOHHOTO OOLIECHUS.
CnyxeOHasg wuepapxus B Tele(OHHOM pas3roBoOpe.
CekpeTsl ycrnexa TeleQOHHBIX MeperoBopoB. TemOp
rojoca, HWHTOHauuW, JAuknus. TpebGoBaHus K
npaBuwiIbHOM peun. IlpaBuna u Tpadapersl yuTHBOMN
Oecenpl. Bxonsamue u ucxonsgmue 3BoHKH. Hauano u
3aBepuIeHNe TeJIePOHHOTO Pa3roBopa

VYyeOHast mpakTHKa 4 24

Wrorosas pabora 8 8

WTOroBbIii KOHTPOJIb M OLIEHKAa pE3yJbTaTOB OCBOCHUS MPOrPaMMBbl
IPOXOJUT B (hOpMe DK3aMeHa.

KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMSA

Pe3yabTarnl OcHOBHBIE MTOKA3aTEJH OLEHKU
pe3yJjbTarta

Ka4eCTBO BBITIOJTHECHHS TEXHUYECKUX
GYHKIIMKA cekpeTaps MO OO0ECHeYeHHI0 |
OOCITy’)KMBaHUIO  pabOThl  PYKOBOIMTEIS
OpraHu3aIuy, TI0Jpa3/ICIICHHS,
UCIIO0JIb30BAHUE OPraHU3AIIMOHHON TEXHUKH U
CETEeBBIX  pEecypcoB Uil  OOecreueHHS
npo(eCCUOHATILHON JICATEIIbHOCTH; yMEHHE
OpPraHM30BBIBATH paboyvee MECTO CeKpeTaps U

Koopauauposate paboty * odpuca (nmpuéMHoOH
PYKOBOJIUTEINSA), OPraHU30BBIBaTH  MPUEM
IoceTuTenen

pykoBoguTens ¢ ydéroM  TpeOoBaHMiA
0€3011aCHOCTH U S)PrOHOMUKHU
OcymecTBiATh Tene(poHHOE OOCITY)KHMBaHHUE, | OLlEHKA HABBIKOB BEACHUS TeJIePOHHOIO
IpUHUMATh W TepenaBaTh (aKCUMUIIbHBIE | OOCTY)KUBaHUs, MNpuéMa MW Ieperadu

COOOLICHUS uHpopManuu o paxkcy

OcymecTBnaTh paboTy MO TMOATOTOBKE M | OLEHKA HAaBBIKOB IHOJTOTOBKHU M MPOBEACHUS
IPOBEJICHUIO COBEIIaHUM, 3acelaHul, | IeNOBBIX  MEPONpPUATHH,  0OCIyXKMBaHHUS
JITIOBBIX BCTpEY, MPUEMOB U IIPE3CHTAINH COBEUIaHMUH U 3aceaHuil pPyKOBOJAUTEIS
Ocy1ecTBiATh MOJITOTOBKY JICTIOBBIX | OCYIIECTBJICHHE  MOJTOTOBKM  JIEJIOBBIX

MOE€3J0K (KOMaHANPOBOK)PYKOBOIUTENS H
JPYTUX COTPYJHUKOB OPraHU3aLNH

N0e3/I0K (KOMaHIUPOBOK) PYKOBOJAUTENS H
JPYTUX COTPYJHUKOB OpraHU3aliu

Opranu3oBbIBaTh pabouee MECTO CeKpeTaps U
PYKOBOJUTEIS

OIICHKAa YMEHHI OpraHMU30BBIBaTH pabouee
MECTO CEKpeTapsi U PYKOBOIUTENSI C Yy4ETOM




| TpeGoBanuii 6e30MaCHOCTH M YPrOHOMUKH

S. MATEPUAJ/IBHO-TEXHUYECKOE n METOAUYECKOE
OBECHHEYEHME ITPOI'PAMMBI

Jlisi mpoBeneHUsT TMPAKTUYECKUX 3aHITHH B ayJIUTOPHH, HCIIOIB3YETCS
KOMITBIOTEPHBIN KJ1acc, OOOpYyJAOBAHHBIA KOMIBIOTEpAMHU, MYJIbTUMEAUINHBIMU
cpencrtBamu oOydeHHsl (TIPOSKTOP, SKpaH) U OPUCHON TEXHUKOW: IPUHTEP, CKaHEP
u ¢akc, KONMMPOBAIbHBIC almapaThl, W TMEPEIUICTHAs MallliHA, CKaHEephl W
OpONTIOPATOPHI.

Hnst  obecneuenus »pdexkTUBHOrO  00pa3oBaTeNbHOrO  Mpolecca ¢
NPUMCHCHUEM  JUCTAHIIMOHHBIX  TEXHOJOTHUH  CHOyImIaTelas M  HEOOXOJMMO
ClIeyIolee MaTeprUaIbHO-TEXHHUECKOe 00eCTieUeHre: TePCOHATBHBIA KOMITBIOTEP
C BBIXOJOM B HMH(POPMAIMOHHO-KOMMYHHKAIIMOHHYIO ceTh «lHTepHeTY,
rapHuTypa (HaymIHUKH) W [porpaMMHOE obOecriedeHue (makeT O(UCHBIX
IPWIOXKEHUM, BeO-Opaysep).

JUIsE  yCIIENTHOTO OCBOCHHS JIMUCTAHIIMOHHBIX y4YEOHBIX MOAYJICH OT
oOyJarommxcs TpeOyeTcsi HaBBIK HCITOJIb30BAHUS MIEPCOHAIIBHOTO KOMIBIOTEPA Ha
YpOBHE TIOJIb30BATENsI — OCHOBHBIE INpUEMBbI PabOThI C TEKCTOM, (daillaMu u
nankamMd B nOpwioxkeHusx — Windows, pabora B mH(OpPMAIMOHHO-
TEJIEKOMMYHHUKAIIMOHHOW ceTu «VHTepHeT» (B TOM 4YMCIEe HCIOJIb30BaHHE
CEPBHUCOB JICKTPOHHOMU MOYTHI).

B kauecTBe METOAMYECKOTO COMPOBOXKIEHUS Tpeljaraercs y4eOHO-
METOJMYECKAN MaTepuas, BKIOYAIOMMN: 3JIEKTPOHHBIM KOHCHIEKT JICKIIWM,
AIIEKTPOHHBIE yUYCOHUKH, MPAKTUUECKHE 3aJaHus, METOAMYECKHE PEKOMEHIAINH
0  BBINIOJIHEHUIO  MPAKTHYECKUX  3aJaHWi,  BOMPOCHI K  HWTOTOBOM
KBTM(UKAITMOHHOH padoTe.
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