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1. O0mme moJioxKeHust

1.1. HopMaTuBHO-NpaBOBbIE OCHOBBI pa3paboTKM MPOPECCHOHATBHON
00pa3oBaTeNbHOM MPOrpaMMbl

HopmatnBHO# 0OCHOBOM pa3pabOTKM MPOrpaMMbl BBICTYIIAOT:

- ®enepanbHblil 3aK0H 0T 29 nexadps 2012 . N 273-03 «O6 o0pa3oBaHuun
B Poccuiickoit denepaunny,

- [Topsimok opraHu3anuu U OCYIIECTBIEHUS 00PA30BaTENbHON NEATEIBHOCTH
N0 OCHOBHBIM TNporpaMmaM Npo(ecCHOHATBHOTO OOYYEHHUs, YTB. NPHUKA30M
MunucreperBa oOpaszoBanus 1 Hayku PO ot 18 anpens 2013 r. N 292;

- Ilepeuenr mpodeccuii padboumx, AOHKHOCTEH ClyKalmuX, MO KOTOPhIM
OCYIIECTBISAETCS NPOPECCUOHATBHOE OOyYEHHME, YTB. NMPHKAa30oM MHUHHUCTEPCTBA
oOpazoBanus 1 Hayku PO ot 2 utons 2013 r. N 513;

- Ilpogcranpapr: 07.002 «ChnenuaaucT 0O OPraHu3alMOHHOMY H
JOKYMEHTAMOHHOMY O0€CIICUEHHUIO YIPABICHHUS OPraHU3alleiy», YTB. TPUKA30M
MuHucTepcTBa TPYyJa U COlMAIbHOMN 3amuThl PO ot 6 mas 2015 r. N 276n - OO
VTBEP)KACHUA  MEpe4yHeld  mpodeccHii MW CHEUHATBHOCTEH  CPEIHEro
npo(eCcCUOHaTBEHOTO 00pa30BaHus, peanu3anus 00pa30BaTE/IbHBIX MPOrpaMM I0
KOTOPBIM HE JOMYCKAaeTCs C NPUMECHEHHUEM HCKITFOUUTEIIBHO 3JIEKTPOHHOTO
oOyueHusi,  JUCTAHLMOHHBIX  OOpa3oBaTeNbHBIX  TexHonorwii,  Ilpmkas
MunucteperBa o0pazoBanus U Hayku Poccuiickoit denepanuu ot 20.01.2014 N
22.

1.2 HopmaTHBHBIH CPOK OCBOCHHS MPOrPAMMBI M OpraHu3anust 0Oy4eHust

[TpomomkuTenbHOCT  O0YYEHHS N0 OporpamMmme  MnpoQeCCHOHATBHON
NOJArOTOBKE ycTaHOBieHa 272 wacoB (136 vacoB — 10 knacc; 136 waco — 11
knacc). CoaepaHue MPOrpaMMbl BKITFOYAET:

TEOPETUUECKUM OJI0K — 228 4acoB;

y4eOHas MpakThKa — 28 4acoB;

KBAIM(PUKALIMOHHYIO paboTy — 16 4acos.



2. KpasmdukanuonHbie TpeGOBaAHUA K NPOQeccHu AeI0NPOu3BOAUTENb

[To uroram oOyuyeHHs M YCIELIHOW AaTTECTAllMK CHYLIATEd MOJy4YaroT
CBHIETENBCTBO 0 Mpodeccru pabovero, AOJKHOCTH CITY>Kallero ¢ MpUCBOCHUEM
kBaukaiu «Cekperapb-aIMUHUCTPATOPY, JAIOIICe MPABO HA BEICHUE HOBOTO
BUJa NpoQECCUOHAILHONW  AEATENIbHOCTH B cepe  JOKYMEHTAIMOHHOTO

odecreueHUs ACATCIIbHOCTH OpraHru3alnu.

Bo3MokHOe  HauMMeHOBaHWE  J0JLKHOCTH, npodeccun: Cexkperapb-

AAMUHUCTPATOP.

Bun npo¢eCCUOHATTLHOMN aesTenbHoCTH: OpraHn3alioHHOe u
JOKYMEHTALMOHHOE  OOECMEUYeHUE  YIpPaBJCHMsS ~ OpraHu3alusiMu  JTHOOBIX
OPraHU3aLMOHHO-TPABOBBIX (POPM.

JloikHOCTHBIE 00s13aHHOCTH. OCYILECTBASET PadOTy MO OpraHMW3alloOHHO-
TEXHUYECKOMY 00€CTEeUEHHIO aIMUHUCTPATUBHO-PACTIOPSIUTENLHOM
JESITENbHOCTH PYKOBOAMTENs mpeanpustus. [IpuHUMaeT NOCTYNAKOUIyl0 Ha
PacCMOTPEHHUE PYKOBOAMTENST KOPPECTIOHAEHLIMIO, MEPEAAET €€ B COOTBETCTBUH C
OPUHSATBIM ~PELICHUEM B CTPYKTYPHbIC TOJPA3ACICHUS WM KOHKPETHBIM
UCTIOJIHUTENSIM JUIsl  MCIMOJIb30BAHUS B Mpolecce padoThl MO0 MOArOTOBKU
OTBETOB. Beaer Aenompou3BOACTBO, BBHIMOJHSAET pa3MUYHbIE OMNEpalui ¢
NPUMEHEHUEM KOMITBIOTEPHON TEXHUKH, TPEIHA3HAYCHHO! i1 cOopa, 00paboTKu
U TMpeAcTaBjicHUss HMH(POpPMAlMM MpPU MOATOTOBKE W NPUHATHH PELICHUN.
[IpuHUMaeT JOKYMEHTHI M JIMYHBIE 3asBJCHUS HA MOANUCH PYKOBOAMUTEIS
npeanpusatus. [loarorapnuBaeT AOKYMEHTHI M MaTepualibl, HEOOXOIUMBbIE Jis
paGoTel pykoBoautens. CleauT 3a CBOEBPEMEHHBIM  PACCMOTPEHHEM U
OPEACTABJICHUEM  CTPYKTYPHBIMM  MOJAPA3JACICHUSMM U KOHKPETHBIMHU
UCTIOJIHUTENIIMU ~ TOKYMEHTOB, TOCTYNUBIIAX HA WCHOJHEHUE, MPOBEPSET
OpaBUIBHOCTH  O(OPMIJICHUS  TOATOTOBJICHHBIX  MPOEKTOB  JOKYMEHTOB,
nepeaBacMbIX PYKOBOAUTENI0 Ha TMOJMUCH, 00ECNEUYMBAET KAYECTBEHHOE MX

penaktupoBanue.  OpraHusyer  MpoBeAcHUE  TeNC(OHHBIX  MEPETOBOPOB



PYKOBOJAMTENS, 3aMUCHIBACT B €r0 OTCYTCTBUE TMOJYYCHHYIO HHQPOPMALMIO W
JOBOAMT JO €r0 CBEICHUS €€ COACP)KAHUE, MEPEIACT U NPUHUMACT UH(OPMALIIO
N0 TMPUEMHO-TIEPETOBOPHBIM yCTpOicTBaM (Tenedakcy, TENEKCY | T.IL.), a4 TAKKE
TENePOHOTPAMMBL, CBOEBPEMEHHO JOBOOUT JAO €ro CBEACHUS WH(OPMALHIO,
NOJYYEHHYIO MO KaHajlaMm CBs3W. [lo MOpy4YeHHIO PYKOBOAMTENS COCTABIISET
NUChbMa, 3aMpOChl, IPYrHE€ JOKYMEHTBI, TOTOBUT OTBETHl ABTOPAM IHCEM.
BeimonHseTr paboTy MO MOArOTOBKE 3acelaHWii M COBELIAHWN, MPOBOJMMBIX
pykKoBoauTeaeM (COOpP HEOOXOIUMBIX MATE€PUAOB, OMOBEUICHUE YYAaCTHUKOB O
BPEMEHM M MECTE MPOBEICHUS, TMOBECTKE JHSA, WX PEruCTpalusi), BEACT W
oopmIIIET TPOTOKONBI 3acedaHuii W coBelmaHuil. OCyIIECTBISET KOHTPOIb 3a
UCTIIOJTHEHUEM PAOOTHUKAMM NPEANPHUATHS U3IAHHBIX MPUKA30B U PACTIOPSKEHUH,
a TaKXke 3a COONIOJACHHEM CPOKOB BBINOJHEHUS YKA3aHWH W MOPYUYEHUA
PYKOBOAMTENSL NOPEANPHUSITHS, B3ATBIX HA KOHTPOIb. BeENeT KOHTPOJBHO-
PETUCTPALMOHHY0 KapToTeKy. ObecreunBacT padodee MECTO PYKOBOAUTENS
HEOOXOOUMBIMUA ~ CPEJCTBAMH  OPraHW3alMOHHONH TEXHUKH, KAHICIIPCKUMU
NPUHAUIC)KHOCTIMH, CO3Aa€T YCIIOBUsS, CHOCOOCTBYHOIME €ro 3 (HEKTHBHON
pabore. Ilewaraer N0 yKa3aHWK PYKOBOAWTENS CIIy>)KEOHBIE MAaTEPHAIIBL,
HEOOXOaUMBIE JUIsl €ro paboThl, WM BBOJAMT TEKYINYH0 WH(pOpMaUWi0 B OaHK
naHHbIX. OpraHuM3yeT TOpHEM [OCETHTENEH, COACHCTBYET ONEPATUBHOCTH
paccMOTpEeHUsT MPOCkO M MPEANoKeHW paboTHHKOB. DOpMHUpYeT Jefa B
COOTBETCTBUM C YTBEPKACHHOW HOMEHKIIATYPOil, 00ECIEUNBACT UX COXPAHHOCTD U
B YCTAHOBJIEHHBIE CPOKHM CIAET B apxuB. KOMUPYET JOKYMEHTHI HA MEPCOHAIIBHOM
KCEPOKCE.

JIOmKEeH 3HaTh. TOCTAHOBJICHUS, PACIOPSDKECHUS, TPUKa3bl MW APYTUE
PYKOBOJSIIME  Marepuaibl W HOPMATHBHBICE  JOKYMEHTBI,  KaCArOIIUAECS
JEATEIbHOCTA MPEANPUATHS W BEACHUS JICIONMPOM3BOJACTBA, CTPYKTYpy |
PYKOBOJSIIMA COCTaB MPEANPHUITHS M €ro NOAPA3JACIICHUIH, OpPraHU3alMIo
JEIONPOU3BOACTBA, METOABI O(GOpMIEHUS W 00pabOTKH NTOKYMEHTOB, apXHBHOE
J€NI0;  MAIIWHOIMWCH, TMpaBWIa  MOJIb30BAHWUS  MPHUEMHO-NIEPETOBOPHBIMHA

YCTPOHCTBAMH, CTAHAAPThl YHU(PUIMPOBAHHOM CUCTEMBI OPraHU3alMOHHO-



pPacHopsSAUTENbHOM JOKYMEHTALMK; TpaBWjia MeYaTaHus JEJIOBBIX MHUCEM C
UCIMOJIb30BAHUEM TUIOBBIX (POPM; OCHOBBI STUKU M ICTETUKH;, MpPaBUia JAEI0BOIO
OOIIEHNs; OCHOBBI OpraHu3aliM TPyZJa W YIPaBJICHUS, MPaBHia JKCIUTyaTaluu
BBIUUCIIUTENIbHOM ~ TEXHUKW;,  OCHOBBl  QJMHUHUCTPATMBHOTO  MpaBa U
3aKOHOJATENLCTBA O TPYyJE, MpaBWJia BHYTPEHHETO0 TPYIOBOIO PaclopsiKa;
npaBujia U HOPMbI OXpaHbl TPy/a.

O6nacth NMPOPECCUOHAIBHON JEATENBHOCTA BBITYCKHUKA: JCITCIIBHOCTH B
ceKpeTapuatax, ciyx0ax TOKYMEHTAIIMOHHOTO 00ECTEUYECHU S, KaJAPOBbIX CIIy>K0ax
U apxMBax TOCYJApCTBEHHBIX OPraHOB M YUPEXKICHWH, B OpraHax MECTHOIO
CaMOYIIpaBJIEHUS, HETOCYIAPCTBEHHBIX OpraHu3alusax Bcex (opM COOCTBEHHOCTH,
OOLIECTBEHHBIX OPraHu3ausaX (YUPEKACHHUSIX ).

OObeKkThl MPO(PecCHOHATBHOM AEATENBHOCTA BBIMYCKHUKA: -TOKYMEHTHI,
CO3/IaHHBIC JHOOBIM crocoOoM JOKYMEHTUPOBAHUS; -CUCTEMBI
JOKYMEHTALMOHHOTO  OOECMEUYEHHs  YIPABJICHUS, -CUCTEMbI  AJIEKTPOHHOTO

I[OKYMGHTOO60pOTa; -aPXHUBHBLIC JOKYMCHTLI, -IICPBUYHLIC TPYAOBBIC KOJUJICKTHBEI.



3. JIOKYMEHTBI, OnpeAe/siiomme
00pa30BaTeILHOTO Mponecca

3.1 Kanennapuvblii yueOHbIi rpaguk

co/iep KaHmne

HopmaTtuBHBIi CPOK OCBOEHUS TPOrPAMMBI: 2 TOAA

dopma 00yUYEeHHS: OYHO-3a04HAS.

[TpomormxuTenbHOCTh 00yUYeHHs: 272 4aca.

3.2 YueOHDII mjaH

H

OpPraHu3aIuI

HaumenoBanmue pasaena Bcero uacos
10 xkn 11 xkn

Pazpen 1. Opranusauus tpyna B opuce 16 -
Paznen 2. Ocnamenue odrica opraHu3aiOHHO- 16 -
TEXHUYECKUMHU CPEICTBAMU
Paznen 3. Opranuzanust 1enonpon3BOACTBA 80 76
Pasnen 4. I1nanupoBanue U OpraHu3aLys AEJIOBBIX 12 28
KOHTAaKTOB
YuebHast mpakTHuKa 4 24
Hrorosas pabora 8 8

HUTOI'O: 136 u 136 u

Coaep:kaHue pa3iesioB U TeM

Bcero uacos

Paszpen 1. Opranusanus Tpyaa B oduce

16

Tema 1.1. Benenmne. Cexperapb B OpraHH3aLIUM.
Cekperapp B OpraHu3allH, CeKperapb Ha TenedoHe,
CeKpeTapb reception, cekperapp oduca, CeKperapb-
pedepenr, ouc-menemxep aIMIHUCTPATOD),
CeKpeTapb-NePEBOAUNK, MIOMOIITHUK (TuuHBIRA
CeKpeTaphb) PYKOBOIHUTEIS, PYKOBOIHTEb
cekperapuara KpamudpukannoHHeie TpeOOBaHUS K
cekperapro. OcHOBHble (QYHKIUH W OOS3aHHOCTH
cekperapsi. [lenoBrele U JMYHBIE KayecTBa CEKpeTaps.
O3HakoMJIeHHE C OCHOBaMH CEKPEeTapCKoro naeia B
pabore  cekperaps  pykosomutens.  3yuenme
OCHOBHBIX (YHKIMI U 0O0sS3aHHOCTEH cekperaps
PYKOBOIUTEJISI

Tema 1.2. Opranuzanusi pabouero mecra cekperaps
CoBpemenHoe OCHAIICHUE MOMEIIeHU
yrpaBieHIecKux ciyk0. TpeOoBaHMs K MOMEIIEHHSIM
C y4eTOM BHIOB JAEATEIBHOCTH, CHelU(PUKU
BBIMOJIHSAIEMBIX ~ padOT M OKAa3bIBAEMBIX  YCIYT.
HUnpopmanonHoe Tabio, CTEHIOBI: WX HA3HAYCHUE,
UCTIONb30BaHME, TPEOOBAHMS K PACTIONOKEHHIO.




Tema 1.3 OcHamenue pabouero Mecra cekperapsi.
Pabouee mpocTpaHCTBO cekperapsi. COOCTBEHHOE
paboyee MecTo, 30Ha TIpHEMa  IOCETUTENEH,
BCIIOMOTATeNbHast (XO3sHMCTBEHHAast 30Ha). MHTEphep
pabouero mecra. CpencrBa OprrexHUKH Ha pabodem
mecte. KomnproTepHoe obecnieueHue padodyero mecra.
TpeOoBaHusI K pa3sMELICHUIO TEXHUUECKUX CPEACTB Ha
pabouem MecTe. 3HaveHue paLuoHaIbHOE
opraHuzauiu pabodero mecra cekperaps. Ilpasuia
TEeXHUKH O€30MacHOCTH, TMIHEHbl, JPrOHOMHKH H
pecypcocOepexernsi mpu padoTe €O CpeAacTBaMu
uHpOpMaTH3aUK  UI1  OOECHEeUeHHs] HaAEKHOTO
(YHKLUMOHMPOBAaHUS  CPEACTB  HMH(OPMAIMOHHO-
KOMMYHUKAITHOHHBIX TEXHOJIOTHI (MKT).
dopmupoBaHie TaOJHLIbI «OCHOBHBIE
IOKYMEHTAL[IOHHbIE M OpraHU3alMOHHbIE OIepalun
opuca» Co3gaHue CTPYKTypbl aBTOMATH3UPOBAHHOIO
pabouero mecta (APM) cexperapsi.

Tema 1.4. IlnanupoBaHue u opraHusauus padodero
BpPEMEHU IMopsinox padoThI PYKOBOIUTEIIS.
Opranuszanuys JUYHOTO TPyAOBOro mnpouecca. Pabodee
BpeMs 1 BpeMmst otabixa. COCTaBJIEHUE U COTIIACOBAHHE
pabouero rpaduka ¢ pykoBogutenem. [InanupoBaHue
U opraHuzauus pabouero nHs. BsaumoneiictBue ¢
PYKOBOACTBOM W COTPYAHUKAMH  OPTaHU3ALHM.
Koopnuuamuss  pabotet  oduca.  Ywactue B
TUIAHUPOBAHUN PabOYero JHsI PYKOBOIUTEIS

Pazgen 2. OcHamenue oduca OpraHu3alMOHHO -
TCXHHYCCKHUMHU CpeaACTBAMHU

16

Tema 2.1. IlpaBuna pabotbl ¢ OQHUCHON TEXHUKOM
CpencrBa Majioil OPrTEXHUKHU KaK SJIEMEHT KYJbTYPHI
ymnpasieHdeckoro Ttpyaa. Kiaccudukammst cpencts
OPITEXHUKH W WX OCHOBHBIE XapPaKTEPUCTHUKH.
M3yyeHne OCHOBHBIX XapaKTEPUCTHK OPTTEXHUKU.

Tema 22 Hcnone3oBanue CTaHJAPTHOIO
NpOrpaMMHOro  obecneueHus [JIsl  OpraHu3aluu
nenonpousoacTea  OcoOEHHOCTH — HMCIOJIB30BAHUS
3JIEKTPOHHOM, TenerpadHOH, TEJIETANITHOMN,
(haKCHMMJTBHOM CBSI3U.

[IpuBHsa MOATOTOBKH M MpOIEaypa Nepenadn/mpuemMa
NOKYMEHTOB. MeToauka NpoBeAeHUsl MPE3CHTALUN.

OducHbie nHGOPMALIMOHHBIE CUCTEMBI.

OnexTpoHHble NOKyMeHTH OdopmieHne OT4eTHO -
IJIAHOBOM JOKYMEHTaL U c MOJIb30BaHUEM
CTaHIAPTHOTO MPOTPAMMHOI0 OOECTICYEHHUSI.

Pa3gen 3. Opranusanus 1eJ10NPOU3BOACTBA

80

76

Tema 3.1 Opranuzauus aenonpoussBoicTsa Ilonstue
«IOKYMEHTALIMOHHOE  O0ECIeYeHne  yIpaBJICHUS)
(menonpou3BOICTRO). Opranuzanust
JeIONPOU3BOCTBA. D3 «O006 uH(popMauuy,
uHpOpMaTH3aUK M 3ammTe  WHQOpPMaLUNy.
Hcnonp3oBaHue CpPEACTB KOMMPOBAHUS JIOKYMEHTA.

20

20




UzyueHne cCOBpEeMEHHBIX TPeOOBaHUN K OpPTraHU3ALNH
IOKYMEHTALIMIOHHOrO  O0eCle4YeHus:  yIpaBJIeHHS,
MIPUMEHEHUIO COBPEMEHHOMN oucHol 51
BBIYMCJIUTEIbHON TEXHUKU.

Tema 3.2 JlokymeHT, ero (yHKIHH, OCHOBHBIC
cnocoObl foKyMeHTupoBaHus. IloHsATHE O TOKyMEHTE.
Unpopmaimss u nokymeHT. DPYHKIMH JTOKYMEHTA.
O3zHakomieHue c OCHOBHBIMU criocobamu
JOKYMEHTUPOBaHUs W MaTepUaIbHBIMU HOCHUTEJSIMU
uHpopmaruu. Oprarmzanusi padoThl ¢ TEKCTOBBIMH,
rpadIuecKUMH U IPOUYUMH JTOKYMEHTAMH.

20

20

Tema 3.3 Cucrembl noKymMeHTauuu. YHU(pUKALUS U
CTaHIAPTH3ALMS. [onsitue «Cucrema
TOKYMEHTALII», ee NPU3HAKH. [Tonsitune
«yHUPULIUPOBAHHAS cucreMa  JTOKYMEHTAIlHH.
[Mousitne Onmank nokymenta. Bunbl OnaHkoB, oOmuit
Onank, OymaHk mHChbMa, OJNIAHK KOHKPETHOTO BHUAA

JOKYMEHTA. IIpaBuna oopmnenus, yuera,
UCTIOJNb30BAaHUSI M XPAHEHUS! ONAaHKOB M PEKBHU3UTOB
OpraHU3aLMH. XapaxkTepucTuka u COCTaB

OpPraHU3alMOHHBIX JOKYMEHTOB. XapaKTepUCTHKA U
COCTaB WH(OPMALMOHHO -CIPABOYHBIX JOKYMEHTOB.
Osnakomnerne ¢ 'OCT P 7.09 -2016 TpebGoanust
Oo(hOpPMITEHHIO TOKYMEHTOB.

20

20

Tema 3.4 Howmenknarypa npen. OdopmieHue u
XPAaHCHUE OOKYMECHTOB 3aKOHOI[aTeJ'IbeIe dKTbl H
HOPMATUBHBIC HOOKYMCHTBI IO OpraHu3alluOHHO -
npaBoBbIM (pOpMaM OpraHHU3alMs U TMPEAIPUATHI.
CI/ICTeMaTI/ISaLII/Iﬂ AOKYMEHTOB MU HUX XPAHCHUC.
Homenkxnarypa gmen. Opraamsaumst paboTel ¢
MOCTYIarOLIMMHU JTOKYMEHTAMU: perucrpanusi,
paccMOTpeHne pyKOBOACTBOM, UcnonHeHue. OTnpaska
HUCXOAAINUX AOKYMECHTOB. Hepenaqa AOKYMEHTOB
BHYTpU oOpraHuzanuu. TpebGoBaHHs K OGOPMIICHUIO
J€J1 U XPAHEHUI) JOKYMEHTOB.

20

16

Paspnen 4. IlnaHupoBaHue U OpPraHu3anus A€J0BbBIX
KOHTAKTOB

12

28

Tema 4.1 JenoBas KyiabTypa B NpodeCCHOHATBLHOM
chepe. Ilomsatme nenoBas KynubTypa. Jlenoas
KyJIbTypa KaK KOMIUIEKC OTHOLICHUH 4YeJOBEeKa K
npoueccy Tpynaa. KirodeBble KOMIIOHEHTHI JAEJIOBOM
KylIbTypbl. POpMHpPOBaHHE IO3UTUBHOIO [EJIOBOTO
UMUJKA OpPTaHU3alUU. 3HAUYCHHE NEJIOBOU KYJbTYpPbI
B  OpraHM3allMM  CEKPETapcKoro  OOCIyKHBAHMUS.
IloHATHE KOpHIOpPAaTUBHAS KYJIbTYpa.

Tema 4.2 Paborta cekperaps mo Oe3MOKYMEHTHOMY
obcnykuBanmo. Paborta cekperaps B INPHEMHOM.
Opranuzanus npuemMa MOCETUTEJIEH. ITpuem
COTPYAHHMKOB MO TEKYIIUM BOIMpPOCAM, MpPUEM IO
JUYHBIM ~ BONpOCAM, TMpHEM  TMOCeTUTeJed  u3
CTOPOHHHMX OpraHW3alHi, MPUEeM KOMAaHIHPOBAHHBIX,
npueM aeserauni. OpraHu3aisi JeJIOBbIX KOHTAKTOB

10




(nnaHupoBaHUe, COIIaCOBaHUE, MOJATOTOBKA
nomelneHus u ap.) Hopmatussl cirykeOHOTO pedeBoro
S5TUKETAa MO MNPEABAPUTEIbHOM OpraHu3allUd H
pernaMeHTy TpoBeAeHuss BcTped. TpeboBaHus K
mapamMerpaM M TEKCTY  BU3UTHOW  KapTOYKH.
Opranuzauus ¥ TpOBENEHHE  MPOTOKOJbHBIX
MEPONPUATHI.

Tema 4.3 Coselanus, OINepaTUBHbIE COBELIAHMS, 4 10
NEPeroBOpel, Mpecc  -KOHpEepeHIHs, HHTEPBBIO,
JIeJIOBbIE NTpHEMbIl. 3HaUeHHE MPOTOKOJIbHbBIX NeHCTBUI
B OpraHmzauuu padouumx BCTped, OPHUMATIBHBIX HU
HEOQULMATBHBIX ~ BU3UTOB, TNPUEMOB JIEJIETaLHi.
JenoBble mnOpuemMbl. YTOLIEHHE MOCETUTENEH B
kabunaere  pykoBomutens.  CepBHUpOBKa  CTONA.
Oypumer. IIsenckuii cron. KokrennpHelii cTos. busHe
-nand. Ilogroroeka KOMaHOUPOBOK M JEJIOBBIX
MOE3J0K PYKOBOOMTEN M APYIMX COTPYIHHUKOB

OpraHu3aLyH. OpranuzaLuoHHOe obecrieueHne
KOMaHAUpOBOK. KOMaHIUPOBOUHBIE yNOCTOBEPEHUS.
Kypnan perucTpanuu KOMaHIUPOBOYHBIX

ynocroBepeHnil. Cxema MOATOTOBKU KOMAaHIHPOBKH.
KopniopaTusHble cTraHmapThl TeaeQOHHOrO OOIIEHHS.
CnyxeOHast wuepapxust B TeneOHHOM pPasroBope.
Cexperbl ycnexa TeneoHHBIX meperoBopoB. TemOp
rojioca, UWHTOHAUMHM, JUKOUsA. TpeboBaHus K
npaBuiIbHON peun. IlpaBuna u Tpadapersl yuTHUBOU
Oecenpl. Bxomsmue u ucxopsiique 3BOHKM. Hadano u
3aBeplIeHne Tele(OHHOTO Pa3roBopa

YueOHasi mpakTHKa 4 24

Urorosas pabota 8 8

HTOroBelii KOHTPOJIb M OLEHKA PE3YJbTATOB OCBOCHUS IMPOTrPAMMBI

OPOXOAUT B POPME dK3aMEHA.



KOHTPOJIb 1 OIEHKA PE3YJIBTATOB OCBOEHUA

Pe3yabTaThl OcHOBHbBIE MOKA3ATEJIN OLEHKH
pe3yabTarta
Koopnunuposats padoty ¢ oduca (mpuémMHON | Ka4eCcTBO BBITIOJIHCHHUSI TEXHUYECKHUX

PYKOBOIUTETIS),
MOCETUTEINEN

OpPraHu3OBbLIBATH  IIPHEM

byHKIMHA cekperapss MO OOECNEYEHUI0 W
o0Cy’)KMBaHUIO  pabOTBl  PYKOBOAHTEJS
OpraHHU3aLuy, HIOZIpa3IeIICHHS,
HUCIIOJIB30BAHHE OpFaHHSaLIPIOHHOfI TEXHUKH U
CeTeBbIX  pecypcoB sl obecredeHus
npoeCCHOHANBHON NEATeNbHOCTH, YMEHHUE
OpraHU30BbIBATH padodee MECTO CeKperaps
pykoBoaWTeNssT ¢ y4éToM  TpeOOBaHMIA
0€30MaCHOCTH U SPTOHOMHKH

OcymectBisaTh TeneOHHOE OOCTyKUBaHUE,
NPUHUMATh W TepenaBarb (HaKCHUMHIIbHBIE
coolieHust

OLICHKA HABBIKOB BCACHHA Te.]'[e(bOHHOFO
oOcny>kuBaHUs, TNpuéMa W Iepenadyu
uHpopmauuu 1o axcy

OcymecTBisATh paloOTy MO TOATOTOBKE M

OLICHKA HAaBbIKOB MOATOTOBKU W IMPOBCHACHUA

MIPOBENECHUIO COBEIIAHUH, 3aCeIaHMi, | IEJOBbIX  MEPONPUATHH,  OOCIyKHBaHUS
JIEJIOBBIX BCTPEY, MPUEMOB U MPE3EHTALMI COBELIAHUH U 3aCeAaHUN PYKOBOAUTEIIA
Ocy1ecTBiATh MOATOTOBKY JEJIOBBIX | OCYILECTBJICHHE MOATOTOBKH T €JI0BBIX

Noe30K  (KOMaHAWPOBOK)PYKOBOAUTENS U
OPYTUX COTPYAHUKOB OPraHU3aLUN

noe30K (KOMaHAMPOBOK) PYKOBOIUTENS H
OPYTUX COTPYAHUKOB OPraHU3aLUN

OpranunsoBbiBaTh pabouee MECTO ceKperaps u
PYKOBOIUTEJIS

OLICHKa YMEHMI OpraHU30BBIBaTH padouee
MECTO CEKpeTapst U PYKOBOAUTEIA C YUETOM
TpeOoBaHul 0€30MaCHOCTH M SPTOHOMHKH




4. MATEPNAJIbBHO-TEXHUYECKOE U METOANYECKOE
OBECIIEYHEHME ITPOT'PAMMBbI

JUIs TpoBeNEHUsT NPAKTHYECKUX 3aHATHH B ayJUTOPHH, HCIOJB3YETCS
KOMIBIOTEPHBIN KITACC, OOOPYNOBaHHBIA KOMIBKOTEPAMHU, MYJbTUMEIUHHBIMU
cpeacrBamu 00ydeHuUst (MIPOEKTOP, SKpaH) U OPUCHON TEXHUKOH: MPUHTEP, CKAHED
U (akc, KOMHMPOBAIbHBIE aMMaparbl, W NEPEIJIETHAS MalIMHA, CKAHEPBl M
OpONIFOPAaTOPHI.

Jist  obecnieueHust  3(PPeKkTUBHOrO  00pa30BATEIBHOIO  Mpolecca ¢
OPUMECHECHUEM  JUCTAHUMOHHBIX  TEXHOJOTHH  CIyIIATeNsiM  HEOOXOAMMO
CIIEIYOIIEE MATEPUATIBHO-TEXHUYECKOE 00ECNIEYCHUE. EPCOHATIBHBIA KOMITBIOTED
C BBIXOJOM B HWH(OPMAMOHHO-KOMMYHUKAIMOHHYIO ceTb  «HHTEpHETY,
rapHatypa (HaylmiHAKWM) W M[porpaMMHOE oOecnedeHue (makeT OQUCHBIX
NPWIOKEHUH, BEO-Opay3ep).

JUIs  yCHEIMHOTr0 OCBOCHHS JUCTAHLMOHHBIX YYEOHBIX MOIYyJIEH OT
oOyuaromuxcs TpeOyeTcs HABbIK MCIIOJIB30BAHMS TEPCOHATBHOIO KOMMBIOTEPA HA
YPOBHE TMOJB30BATENST — OCHOBHBIC NPHUEMBI PabOTHI ¢ TEKCTOM, (adinamu wu
nankaMu B OpwiokeHusx — Windows, pabota B MH(pOpPMAIMOHHO-
TEJIEKOMMYHUKAUMOHHONH cetn «WHTEpHET» (B TOM 4YHCIE HCIOJIb30BAHHE
CEPBHCOB JJICKTPOHHOM MOYTHI).

B kauecTBE METOAMYECKOTO COMPOBOKACHHS MpemiaracTcss y4eOHO-
METOAWYECKUI MaTeprall, BKIIFOYAIOIUI: DOJIEKTPOHHBIA KOHCIEKT JIEKIUW,
ANIEKTPOHHBIE YUYECOHUKH, MPAKTHYECKUE 331aHUsl, METOJUYECKHE PEKOMEHAALNN
N0  BBHIMOJHCHUIO  NPAKTUYECKMX  3aJaHWH,  BONPOCHI K  MTOrOBOM

KBaJIM(PpUKALIMOHHOM paboTe.
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