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YueOHBIN JIAH

HaumenoBaHue pa3jaeia

Bcero yacos

10 ki 11 kn

Paznen 1. Opranu3anus Tpyna B oduce 16 -
Paznen 2. OcnHamenne ouca opraHu3aimoOHHO- 16 -
TEXHHUYECKUMU CPEIICTBAMU
Paznen 3. Opranuzanms 1eI0MpOU3BOJICTBA 80 76
Paznen 4. IlnanupoBanue U opraHu3anus AeJI0BbIX 12 28
KOHTAKTOB
VYyeOHast mpakTUKa 4 24
HTorosas pabota 8 8

HUTOI'O: 136 4 136 u

Conep:xkanue pa3aejoB U TeM

Bcero yacos

Pasnen 1. Opranusanus tpyjaa B oduce

16

Tema 1.1. BBemenme. Cekperapp B OpraHH3allUH.
Cekperapb B OpraHM3aliy, CeKperapb Ha Tene(doHe,
ceKpeTapp reception, cekperapb oduca, CeKperapb-

pedepenr, ouc-menemxep aJIMUHUCTPATOP),
CEKpeTaph-NIePEeBOIUMK, MOMOIITHHUK (MTU4HbBIT
CEKpeTaphb) PYKOBOAUTES, PYKOBOJIUTEIH

cekperapuata KBanu¢pukanuonHele TpeOOBaHUS K
cekperapio. OCHOBHblE (QYHKIMM U OOS3aHHOCTH
cekperaps. JlenoBele U JIMYHbIE KayecTBa CEKpeTaps.
O3HakoMJIeHHE C OCHOBaMH CEKpPETapcKOro Jena B
pabote  cekperaps  pykoBoauTens.  M3yuenue
OCHOBHBIX (YHKIMI U 00s13aHHOCTEH ceKpeTaps
PYKOBOJIUTES

Tema 1.2. Opranmzainus paboyero Mecra cekperaps
CoBpemenHoe OCHaIlleHue MOMEIIEHU
ynpaBieH4YecKuX ciayx0. TpeboBaHUs K TOMEUIEHUSIM
C y4eToM BHUJAOB  JEATENbHOCTH, CHEIU(UKU
BBIMTOJIHAEMBIX ~ pabOT M OKa3bIBAEMBIX  YCIIYT.
NudopmannonHoe Tabio, CTEHIbI: MX Ha3HaueHHE,
UCTIOJIb30BaHUE, TPEOOBAHUS K PACTIOIOKCHUIO.

Tema 1.3 OcHamienue pabodero Mecrta cekperapsi.

PaGouee mpocTpaHCTBO ceKpeTapsi: COOCTBEHHOE
pabouee  MecTo, 30Ha TIpUeMa  IOCETUTENeH,
BCIIOMoOrarenpHasi (Xo3siiicTBeHHas 30Ha). HTepbep
pabouero mecra. CpeacTBa OpPrTeXHUKM Ha pabodyem
Mmecte. KomnbiorepHoe obecrnieuenue pabodyero Mecra.
TpeboBaHMs K pa3MELICHUIO TEXHUUECKUX CPEACTB Ha
pabouem MecTe. 3HavyeHne pannoHaIbHOE
opranuzaiuu paboudero mecra cekperaps. llpaBuia
TEXHUKU O€30MaCHOCTH, TUTHEHbI, 3PrOHOMHUKH U
pecypcocOepexeHuss mpu paboTe co CpeacTBaMHu
uHpopmMaTuzanmuu  IE  OOECIeYeHUsT  HaJIe)KHOTO
(YHKIMOHUPOBAHUS  CPEACTB  HMH(OPMALUOHHO-
KOMMYHHUKAITMOHHBIX TEXHOJIOTHI (MKT).




dopmupoBaHHe TaOTHITBI «OCHOBHBIE
JOKYMCHTAIIUOHHBIC W OPraHU3allMOHHBIC OIICpalun
odpuca» CozmaHue CTPYKTYpbl aBTOMATU3UPOBAHHOTO
pabouero mecta (APM) cekperapsi.

Tema 1.4. [InanupoBaHue W OpraHu3aius padoOyero
BpPEMEHHU [Topsox paboThI PYKOBOJUTEIIS.
Opranuzanus JUYHOTO TPYAOBOTO mporecca. Pabodee
BpeMsi U Bpemst oTAbixa. CocTaBieHUE U COTJIACOBaHHE
pabouero rpaduka ¢ pykoBoauteneM. [InanupoBanue
U opraHuzanus pabodero aHs. BzaumopeiictBue c
PYKOBOJCTBOM M  COTPYJIHHUKAaMU  OpraHHU3aIUU.
Koopaunammss ~ pabotrel  oduca.  Yyactue B
TJIAHUPOBAHUM pab0yero JTHS PYKOBOIUTEIIS

Paznen 2. OcHamenue oduca OpraHu3aliMiOHHO -
TeXHHYECKHMMH CPeICTBAMH

16

Tema 2.1. IlpaBmwia paboTel ¢ O(PHCHON TEXHUKOMI
CpenctBa Manoil OPrTEXHUKU KaK JIEMEHT KYIbTYpBI
ympaBieH4eckoro Tpyaa. Kiaccuduxanms cpeacts
OPITEXHUKH ¥ WX OCHOBHBIC XapaKTCPUCTUKH.
V3y4eHrne OCHOBHBIX XapaKTePUCTHK OPTTEXHUKH.

Tema 2.2. Hcnonp3oBanue CTaHJAPTHOTO
MporpaMMHOI O oOecrieueHus JJISL oprannu3anvun
nenonpousBoacTBa  OCOOEHHOCTH — MCHOJIb30BAHUS
AJIIEKTPOHHOM, TenerpadHoi, TeJETaNuITHOM,
(bakCUMUIILHON CBSI3H.

[IpuBuia MOATOTOBKH U MPOLIEIypa Nepenadn/mprueMa
JIOKYMEHTOB. MeToiuKa MpoBeACHUs TPE3CHTALINMN.

Oducubie nHGOPMAIITMOHHBIE CUCTEMBI.

DOneKTpoHHbIE JOKyMeHTHl OdopMmieHHe OTYETHO -
TJIAaHOBOM JIOKYMEHTAIU! c MOJIb30BaHUEM
CTaH/IapTHOTO MPOTrPAMMHOTO O0ECTIeUeHUSI.

Pa3nes 3. Opranusanusi 1eJ101POU3BOACTBA

80

76

Tema 3.1 Opranmszanus aenonpousBoacTBa [lonsrue
«JOKYMEHTALlMOHHOE  00ecredyeHue  yImpaBICHHS»
(1emompon3BOJICTBO). Opranu3zanust
JIEJIONIPOU3BO/ICTBA. @3 «006 uHpOopMaIuy,
uHpOpMATH3AMK W 3amTe  WHPOPMALUN.
Hcnonb30BaHue CpeicTB KOMUPOBAHUS JTOKYMEHTA.
W3ydyeHue coBpeMEHHBIX TpeOOBaHUM K OpraHU3aluu
JOKYMEHTAITMOHHOTO  o0ecleyeHus  yIrpaBlieHUs,
IIPUMEHEHHUIO COBPEMEHHOMN oducHon u
BBIYUCIUTEIbHON TEXHUKH.

20

20

Tema 3.2 JlokymeHT, ero (QyHKIHH, OCHOBHBIE
crocoObl JoKyMeHTupoBaHus. [loHsaTHE O TOKyMeEHTe.
Undopmanusa u nokymeHT. DYHKIUHU JOKYMEHTA.
O3zHakoMieHHE c OCHOBHBIMH criocodamu
JOKYMEHTHPOBAaHUS U MaTepUAIbHBIMU HOCHUTEISIMU
uHpopmanuu. Opranuzanust paboThl ¢ TEKCTOBBIMH,
rpau4ecKUMHU ¥ IPOYUMHU TOKYMEHTAMH.

20

20

Tema 3.3 Cucremsl IOKyMeHTaUMd. YHUUKAIUSA U
CTaHIapTHU3aLIHS. Tloustue «Cucrema

20

20




JIOKYMEHTAITUN, ee TIPU3HAKH. ITousrue
«yHUPUITUPOBAHHAS cHucTeMa JOKYMEHTAIIAN.
[Tonsitne OnmaHk AOKyMeHTa. Bumbl OlaHKOB, OOIIMA
OylaHk, ONaHK THUChbMa, OJIAHK KOHKPETHOTO BHUIA

JIOKYMEHTA. [TpaBuna odopmieHus, yuera,
UCIIONIb30BAaHUsSI M XPAaHCHUs OJIAHKOB U PEKBU3UTOB
OpraHH3aIiH. XapakTepucTuka u COCTaB

OpraHU3alMOHHBIX JOKYMEHTOB. XapaKTEpPUCTHKA H
COCTaB MH(OPMAIIMOHHO -CIIPABOYHBIX JIOKYMEHTOB.
Osnakominienne ¢ 'OCT P 7.09 -2016 TpeGoBanus k
0(OPMIICHHIO TOKYMEHTOB.

Tema 3.4 Howmenknarypa pnen. OdopmiieHue u
XpaHEHHE JOKYMEHTOB 3aKOHOAATENbHBIE aKThl W
HOPMATUBHBIC JOKYMCHTBI II0 OpPraHU3allMOHHO -
NpaBOBEIM (OPMaM OpraHM3alUsl W HPEANPUSTHHA.
CI/ICTeMaTI/I3aIII/I$I JOKYMCHTOB MW HX XPaHCHHC.
Homenknarypa gen. Opranuzanus paboTel ¢
MOCTyIMaromnuMunu AOKYMCHTAaMM: perucrpanus,
paccMOTpeHHEe PYKOBOACTBOM, UcoiaHeHne. OTnpaBka
HCXOOAINX JOKYMCHTOB. Hepez{aqa JOKYMCHTOB
BHYTPH OpraHu3anuu. TpeboBaHus K OGOPMIICHUIO
JIeNT ¥ XpaHEHHUIO TOKYMEHTOB.

20

16

Pasznea 4. [lnanupoBanue U OPpraHu3anus JAeJ0BbIX
KOHTAKTOB

12

28

Tema 4.1 [lenoBast KynbTypa B Mpo¢decCHOHATbHOU
cpepe. Ilonarue nenoBas KynbTypa. JlemoBas
KyJIbTypa KakK KOMIUIEKC OTHOLIEHMH 4YeJIOBEKa K
npoueccy Tpyaa. KirodeBble KOMIIOHEHTHI JEIIOBOM
KylnbTypbl. POpPMHUpPOBAHHE ITO3UTUBHOIO JEIOBOIO
UMUJKa OpraHu3aliy. 3HAUYEHUE JIeJI0BOM KYJIbTYpHI
B OpPraHM3allMU  CEKPeTapcKoro  OOCIyXHBaHMUS.
IlonsiTHE KOpHOpaTUBHAs KYJIBTYpa.

Tema 4.2 Pabora cekperaps mo 0e310KyMEHTHOMY
oOcinyxuBanuto. Paborta cekperaps B NpPHEMHOM.
Opranmszanus  npuema  noceruteneil.  Ilpuem
COTPYAHHUKOB TI0 TEKYIIMM BOMpPOCAM, TPHEM IO
JUYHBIM  BONpOCAaM, IPHEM  IOCETUTEeNIeH U3
CTOPOHHHX OpTaHW3aIlHii, IPUEM KOMaHJIUPOBAaHHBIX,
npueM jaesneranuii. Opranuszanus JelOBBIX KOHTaKTOB
(TTaHUpoBaHUeE, COTJIaCOBaHHUE, MOJrOTOBKA
noMerieHus u ap.) HopMaTussl ciry>keOHOro pedeBoro
ITHKETa 10 TPEeIBapUTEIbHON OpraHW3allukl U
periaMeHTy IMpoBeIeHHUs BcTped. TpeboBaHUS K
mapamMeTpaM W TEKCTY  BH3HTHOM  KapTOYKH.
Opranuzanus U TNPOBEJCHHE  MPOTOKOJIBHBIX
MEPOIIPUATHH.

10




Tema 4.3 CoBenianus, OmnepaTUBHBIE COBEIIAHUSA, 4 10
NEPeroBOphl, Mpecc  -KOH(pEpeHIHs, HHTEPBbIO,
JI€JIOBBIE ITPUEMBI. 3HaYEHUE MPOTOKOJBHBIX JEHCTBUM
B OpraHm3anuu pabouux BCTped, OPHUIUATBHBIX U
HEO(PUIMANBHBIX BU3UTOB, IPUEMOB JeJeraluil.
JenoBble mpueMbl.  YTOILIEHHE TMOCETUTENEN B
kabuHere  pykoBomutens. CepBUpOBKa  CTOJA.
Oypuer. [lIBenckuii cron. KokreinsHplid cToi. busHe
-nany. [loaroroBka KOMaHIUPOBOK U  JIEJIOBBIX
MOE370K PYKOBOOUTENIA U JPYIMX COTPYAHHUKOB

OpraHu3aIu. OpraHu3anoHHOe obecrieueHue
KOMaHIUPOBOK. KoOMaHIMPOBOUYHBIC YIOCTOBEPCHHS.
Kypnain perucrpanuu KOMaHUPOBOYHBIX

ynoctoBepeHuil. CxeMa NOArOTOBKUM KOMaHIWPOBKHU.
KopriopatuBable cTaHmapThl Tene()OHHOTO OOIICHHUS.
CnyxeOHast uepapxusi B Tesle(OHHOM DPa3roBOpE.
Cekperbl ycnexa TelneQOHHBIX IMeperoBopoB. TemOp
rojgoca, WHTOHAIMM, JAuKuuA. TpeOoBaHus K
npaBwiIbHON peun. IlpaBuma u Tpadapersl ydTHBOU
6ecenpl. Bxogsamue n ucxopsmue 3BoHkd. Havano u
3aBeplICHUE TeIC(POHHOTO Pa3roBopa

N

Y4eOHast MpaKTHKa 24

Hrorosas pabora 8 8

NTOroBeli1 KOHTPOJbL M OLEHKA PE3YJIbTATOB OCBOEHHS IPOTrPaMMBbI

MPOXOJUT B popMe HIK3aMeHa.



