MynununanbHoe 0r0IKETHOE 00111e00pa30BaTEIbHOE YUPEKICHUE
«I1lapanoBckas cpeansisi o0ieoOpa3zoBaTeIbHas IIKOJIA
HoBoockomnbckoro paitona benropoackoit o61acTu

AHHOTALIUA

OcHoBHasi 00pa3oBaTe/IbHAs MPOrpaMMa NpogecCHOHAIBLHOTO 00yYeHUst

oOyuaroruxcs X-XI kimaccoB 0011e00pa3oBaTeIbHBIX OpPraHu3aIHii
o podeccun
«CEKPETAPDb -~ AJIMUPHUCTPATOP»

(¢popma moaAroToBKM — 0YHaAA

Kpamundukanus: Cekperapb-aIMUHUCTPATOP

[ITapamnoska, 2023 r.



1.1. Heap peasu3anuy NporpaMmal

[lenpto  mporpamMmbl  sBIseTCS  Tpod)ecCHOHANbHAs  TOJTOTOBKA
obyuarommuxcst X-XI kiraccoB o0111e00pa3oBaTeIbHBIX OPTaHU3aLMK 110 TTpodeccruu
«Cekperapb-aIMUHUCTPATOPY.

1.2. Ilnannpyemble pe3yabTaThl 00y4eHHUs

B pesynpTate ocBoeHuss mporpamMmbl MPOPECCHOHATBHOTO OOy4YeHUs Yy
ciymiaress AOJKHBI ObITh C(OPMHPOBAaHBI KOMIIETEHLIMH, B COOTBETCTBHM C
pasnenoMm 2 IIporpaMmsl.

B pe3ynbTaTe 0CBOCHHS MPOTPaMMBI CIIyIIATENb JOJKEH:

3uame:

—  IIOCTAHOBJICHMS, PACIOPSDKEHUS, NPUKa3bl U JIPyrue PyKOBOISAILNE
MaTepuaJbl W HOPMAaTHBHBIE  JIOKYMEHTBI, KacCaloIIHeCs  JAESITEIbHOCTH
IPEANPUATHS U BEICHHUS 1€JIONPOU3BOJICTBA;

—  CTIPYKTYpy HW PYKOBOJSIIMA COCTaB MPEANPUATUHS U €r0
NO/Ipa3/ieJIEHUI; OpraHU3alMIO IeJIONPOU3BO/ICTBA;

—  MeTofbl 0opMIIeHUS U 00pabOTKU JOKYMEHTOB;

—  apXMBHOE JIEJIO0;

—  MAIMHOIIUCE;

—  IpaBWJIa NIOJIb30BAHUS TPUEMHO-TIEPETOBOPHBIMH YCTPOUCTBAMM;

—  CTaHJIapThl  YHUPUIMPOBAHHOW  CHCTEMBl  OpPraHU3aLMOHHO-
pacnopsAaIuTENbHON JOKYMEHTALUY;

—  IIpaBWJIA [I€YATaHUS JEJOBBIX IMCEM C MCIOJb30BAHUEM THIIOBBIX
opm;

—  OCHOBBI 3TUKH U 3CTETUKH;

—  TpaBujia JeJI0BOT0 OOIICHHUS;

—  OCHOBBI OPTaHH3aLUU TPyAa U yIPaBJICHUS;

—  IIPaBWJIA DKCILTYaTALMK BBIYMUCIUTENBHON TEXHUKY;

—  OCHOBBI a/IMUHUCTPATUBHOTIO MTpaBa U 3aKOHOAATENIbCTBA O TPYIE;

—  TpaBUJIa BHYTPEHHETO TPYAOBOIO PAaCHOPAIKa;

—  IPaBWJIA U HOPMBI OXpaHbl TPYJa.

ymemp:

—  COCTaBUTb U O(OPMUTH OCHOBHBIE JIOKYMEHTHI 10 MEepCOHATY
NpEeANpUATHS;

—  paspabaThiBaTh U OPOPMIISITH JOKYMEHTBI, COCTaBIIsIEMbIE B IIPOLIECCE
TPYAOBOH AESITENbHOCTH PAOOTHUKOB.

1.3. Kareropusi o0y4yarwommxcs
VYyanuecs X-XI kimaccoB 00111e00pa3oBaTeIbHbIX OpraHUu3aIui.

1.4. HopMaTHBHO-IPABOBbIE OCHOBAHMSA Pa3padOTKH MPOrPaMMBbI
HopMaTtuBHO#1 0CHOBO# pa3paOOTKK MPOrpaMMbl BBICTYHAIOT:



- ®enepanbHbIil 3akoH OT 29 nekabps 2012 r. N 273-d3 «O6 ob6pazoBaHuun
B Poccutickon ®denepanumny;

- [lopsimok opraHu3alvu U OCYIIECTBICHHS] 00pa30BaTEIbLHON 1eATeIbHOCTH
10 OCHOBHBIM IporpamMmam Mpo¢decCHuOHANBHOTO OOYy4YEeHUs, YTB. MPUKA30M
MununctepcTBa 06pazoBanus 1 Hayku PD ot 18 anpens 2013 r. N 292;

- Ilepeuens mpodeccuit paboumx, MOHKHOCTEH CIYKalUX, MO KOTOPBIM
ocyIecTBisieTcs: mpodeccuoHaabHoe 0oOydeHue, yTB. MpuKazoM MuHHCTEpCTBa
oOpazoBanust 1 Hayku PO ot 2 uromns 2013 r. N 513;

- IIpodcranmapt: 07.002 «Choermuanuct 10 OPraHU3AIMOHHOMY |
JIOKYMEHTAIIMOHHOMY OOECTICUEHUIO YIPaBICHUSI OpraHu3alfeil», yTB. MPUKa30M
MuHucrepcTBa Tpyaa U couranbHoi 3amuThl PO ot 6 mas 2015 r. N 2761 - O0
YTBEPXKJICHUM  TiepeuHerd  mpodeccuit U CHENHMAIBHOCTEH  CPEIHEro
npodeccuoHanbHOTO 00pa3oBaHusl, peann3alus 00pa3oBaTeNbHBIX MPOTpaMM IO
KOTOPBIM HE JIOMYCKAeTCs ¢ TMPUMEHEHHEM HCKIIOUUTEIFHO JJIEKTPOHHOTO
oOy4eHMs,  JUCTAHIMOHHBIX  OOpa3oBaTeNbHBIX  TexHoyoruii,  [lpukas

MunucrepctBa oOpazoBanusi U Hayku Poccuiickoit @eaepanuu ot 20.01.2014 N
22.

1.5. TpynoemkocTh 00y4eHus 272 daca.

1.6. ®opma o0yueHust
dopma oOydeHuUss — OUHasl.

1.7. HroroBasi arrectanmus: npodeccroHampHOe O0Oy4YeHUE 3aBepIIaeTCs
UTOTOBOM aTTecTalue B opMe dK3aMeHa.



