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1. MMOSICHUTEJIBHAS 3AIINCKA

HopMmaTuBHBIE ~ OCHOBaHWS Ui  pa3pabOTKM  OCHOBHOM  00pasoBaTeNbHOH  MPOrpamMBbl
npodeccruoHansHoro o0yuenus 1o npodeccun «Cekperapb-aIMHHUACTpaTOp» (Hasee - IIporpamma):

- OepepansHbiii 3akoH oT 29 nmekabps 2012 roma Ne 273-®3 «O6 obpasosanuu B Poccuiickoit
Denepanumy.

- TIlpuxas Ilpukas MunnpocBemenus P® or 14.07.2023 N 534 «O6 yteepxnenun Ilepeuns
npodeccuii pabourx, TOIDKHOCTEH CITyKAIIKX, [0 KOTOPEIM OCYIIECTBIIAETCA NPOoheCCHOHANBHOE 00y IEHUEN.

- IIpuxa3 MunuctepctBa obpasoBanus U Hayku Poccuiickoii @enepauuu ot 18 anpens 2013 r. Ne292
«O6 yTBEPKIEHUHU TMOPSAKA OPTraHU3alMUd U OCYLIECTBIECHUS 00pa3oBaTeNbHOH JEATENBHOCTH M0 OCHOBHBIM
nporpaMmam podhecCHOHATBHOTO 00y4eHHsAY.

-  Epuueii kBaM(OUKAUHOHHBIA CIIPABOYHHMK JOJDKHOCTEH PYKOBOJWTENICH, CIIECLHATIMCTOB U
cayxamux (pepaxius ot 9 anpess 2018 roaga, B TOM 4ucie ¢ M3MEHEHHSAMH, BCTYIUBIIMMY B cuuty 1 wmrons 2018
rona).

- Ilpodeccronansueiii cranmapT «CHELHATMCT IO OPraHU3alUMOHHOMY M IOKYyMEHTalHOHHOMY
obecIeueHHIo YIIpaBJIeH s opranu3anueiin» (yTBepiKIeH Npruka3oM MHHHCTEPCTBA TPY/Ia M COUMAIBHON 3aIUThI
Poccuiickoit @enepauuu 15 urons 2020 Ne333H)

ITox mpodeccHoHaNbHBIM 06yYeHHEM 10 IPOrpaMMaM MpohecCHOHATBHOM MOArOTOBKH 10 NPOoheccHsIM
paboYux M JOJDKHOCTAM CIYXKAIlMX MOHMMaeTcs NpodeccHoHanbHOe OOy4eHWe JML, paHee He HMMEBIIUX
npodeccur pabodero WM A0DKHOCTH CIIyKAIIETO.

IpodeccroHanpHOoe 06ydeHHe II0 MpPorpamMmaM MpO(EeCcCHOHANBHONW IOArOTOBKH IO npodeccusm
paboumx, TOHKHOCTSM CIyXKaIUX HaNpaBJIeHO Ha NPHOOpETeHHe 3HAHWMH, YMEHHH, HABBIKOB, B TOM 4HCJIE [VIA
pabOoThI ¢ KOHKPETHBIM 060pyI0BaHHEM, TEXHOIOTHAMH, TOJy4eHHE YKa3aHHBIMU JIMLAMH KBaTH(QHUKALMOHHBIX
paspsa0B, KATeropuit 1o npodeccrun pabodero MK A0KHOCTH CITYKaIero 6e3 H3MEeHeHHA yPOBHA 00pa3oBaHMI.
Opranu3anus MpoheccHOHATBHOT0 00y YeHIs PeriaMeHTHpPYeTCs POrpaMMOi PO(ecCHOHANBHOTO o0yueHus, B
TOM uHCie Y4eOHBIM IUIAaHOM, KaJeHJApPHO-TEMATH4eCKUM ILUIaHOM, paGoYMMHM MporpaMMmaMH AUCIHUIUIMH H
NpoeCcCHOHANBHBIX MOJYJIeH, pacIUCaHWeM 3aHATHA M JIOKaJIbHBIMM HOPMATHBHO TpPaBOBBIMA aKTaMu
MyHHIMIATFHOTO aBTOHOMHOTO 06meoGpasoBaTebHoro yupexaenus rumuasus Ne 120 (MAOY rumuasus
Ne120).

OCcHOBHBIMH (opMamMu TIPO(GECCHOHAIBHOTO O00y4eHUs ABJISIOTCS TEOPETHYECKHE M TPAaKTHYECKHE
3aHATHs. OCOGEHHOCTHIO PeaTu3alui NPo(hecCHOHATBHOTO 00yYEHHs SBIETCS CTPYKTYPHPOBAHHUE CONEPIKAHIE
06ydeHHs B aBTOHOMHBIE OPraHH3aLHOHHO - METOqUYECKUE OJIOKH — pas/iensl.

Pasmen — IENOCTHBIM Ha60p MOMIEKANIMX OCBOSHHIO YMEHMH, 3HAHMA, OTHOLICHWM M OIBITA
(KOMIIETEHIWIA), ONHMCAHHBIX B (hopme TpeGoBaHMI MPO(ECCHOHANBHOTO CTaHAAPTa MO MPO(ECCHH, KOTOPEIM
JOJKEH COOTBETCTBOBATH OOYYAIOIIMICS MO 3aBEepLICHUH 00y4YeHHs pasjieNa, U TpPeACTABIMIOIMI COCTaBHYIO
yacThk GoJiee 00mIel QyHKIMH.

Pasmensl (GOPMHpYIOTCS Kak CTPYKTypHas eIMHMIA ydeOHOro IUiaHa 1o mpogeccuu; Kak
OpraHM3aIOHHO-METOIUMECKas MEXIAMCLMIUIMHAPHAs CTPYKTypa, B BHAe Habopa pasHBIX [MCIMIUINH,
00BeqUHAEMBIX 10 TEMATHYECKOMY MpU3HAaKy 0a3oi; WM KaK OpraHM3allMOHHO METOAHYECKas CTPYKTYpHas
eIMHHIA B paMKax NpoeccHOHaTbHOM mporpamMmel. OOydeHue IO MporpamMMme MpearoJiaraeT MpoBeJCHUE
aTTEeCTALUH - 110 OKOHYAHUIO y4eOHOIro MOJIYrofus U y4eOHOro roja NpoBOAUTCS MPOMEKYTOYHAA aTTeCTallu,
oGydeHue 110 TIPOrpaMMe 3aBepLIaeTCsi HTOroBOM aTTecTanueli B popme KBaTH(UKaHOHHOTO SK3aMeHa.

ITporpaMma TeOpeTHYECKOro 00y4eHHUs COCTaBJIeHa C y4eTOM 3HAaHUM, MOJYHEHHBIX 00yJaromuMucs B
0611e06pa3oBaTebHON MIKONE, W NPEedyCMAaTpUBaeT IPHOOPETEHHE TEOPETHYECKHX 3HAHMM, HEOOXOIUMBIX
CEKpeTapIo - aIMUHMCTPATOPY AN MpaKTHYeckoi pabGoTel. B Heil npuBeneHa NpHUMEpHas M0CIE0BaTeIBHOCTE
HU3YUYESHUS TEM.



21, e u afan@BIIAS XAPAKTEPHCTHKA IIPOTPAMMEI

Ilenn nporpaMmsl - podeccronansHoe obydenue obydaromuxcs MAOVY rumuasus Nel20 mo
npodeccun «CekpeTapb-aqMUHUCTPATOPY.

OCHOBHBIMH 3a/Ia4aMU IIPOTPAMMBI SBJISIOTCS:

- (dopmupoBaHHe y OOYYarOIIMXCS COBOKYIHOCTH 3HAaHUMM M yMEHHMM, HEOOXONMMBIX [UIs
OCYILECTBJIEHHS TPYIOBBIX JEUCTBUI M TPYIOBHIX (GYHKIMH 1o npodeccun «Cexperaphb - aMUHHCTPATOPY;

- pasBUTHe y 06yYaroIMXCs MOTUBHUPYEMO#i TOTPeGHOCTH B IOTYYEHUH BOCTpeOOBaHHOM Ipodeccuy,
B OpraHM3alliy CaMO3aHATOCTH Ha PBIHKE TPY/a;

- okasaHue OOyYaromMMCs TPAaKTHKO-OPHEHTHPOBAHHON TMOMOIIM B  NMpOo()eCCHOHATEHOM
CaMOOIpEIEIEHHH, B BEIOOPE ITyTH MPOAODKEHUS IPO(hecCHOHAIBHOr0 006pa3oBaHHs.

OGy4aromuMCsl, YCIENHO COaBIIAM KBATH()UKAIIMOHHbIH 3K3aMEH 110 pe3yJIbTaTaM Mpo(ecCHOHAIBHOTO
oOydueHMs, BBIOAeTCS  CBUIETENBCTBO  YCTAaHOBIeHHoro obpasma. OOydyarommecs, He — CcOaBIIde
KBaTH(HMKALMOHHBIN 9K3aMeH, MOy4aloT CIPaBKy yCTaHOBIEHHOro obpasia.

Bun 5KOHOMMYECKOH JIeATENIEHOCTH (xon OKB3 D) 82.11 - JlesATeIbHOCTD
aJIMMHHCTPAaTUBHO-X03CTBEHHAs: KOMIUIEKCHAs M0 00eCTeYeHnIo paboThl OpraHu3alH

B yue6HOM MpOIlEcCe HCIONB3YeTCsl MaTepHalbHO-TeXHHYecKkas 6asa W kanposele pecypchl MAOY
rumHazusa Nel20.

2.2, Kateropuu o6y4aromuxcs. Cpokn ocsoenns IIporpammer

Kateropusi oGyuarommxcs. Ilporpamma npodeccHOHambHOro  obydeHus 1o — mpodeccuu
«CexpeTapb-aIMHHICTPATOP)» apecoBaHa JIMIaM, HMEIOIIMM OCHOBHOE 00mee oGpasoBaHHe, BKIIOYas JIMII C
OrpaHUYEHHBIMH BO3MOXKHOCTAMM 3/10POBbsl M HHBAJTHIHOCTBIO.

®opmbl 00yuenns, NpuVMeHsieMble B pamkax o0y4enuss mo Ilporpamme - o4Has, OYHO-3a04YHAf,
3aoyHass. Kaxaas u3 ¢popM oOydeHHS MOXKET OBITh YaCTHYHO pealn30BaHa ¢ NPUMEHEHHUEM JUCTAHLHOHHBIX
06pa3oBaTesbHBIX TEXHOIOTHH U SJIEKTPOHHOTO 00y YeHHSL.

Cpok ocBOeHHsI mporpammbi, pexxum 3ausTuii Cpok ocBoeHus IIporpammsl po¢ecCHOHATBHOTO
o6yuenus no npodeccun «CekpeTapb-aJMUHUCTPATOP)» COCTABIAET 1,5 roza.

O61mee KoaM4ecTBO YacoB mo IIporpamme: 108 yacos.

N3 Hux:
- 1 rom obyueHus - 72 yaca

- 2-ti rox oOy4eHus - 36 4acoB

PexxuM 3aHaTHi. PexuM 3aHATHI ONpesenseTcs CTPYKTypoil ydeOGHOro (TeMaTHYECKOro) IUIaHa M
pacnucaHueM 3aHATHH.

3aHATHE: 2 aKaJeMUYECKHX Yaca ¢ IepepsIBOM 15 MHUHYT.

ITpOAOJKUTENIBHOCTE OXHOTO aKaJeMHUYECKOro Jaca cocTaBisieT 40 MUHYT.

ITeprioguyHOCTE: 1 pa3 B HEAEIIO.

2.3. ®opma arrecranun. JlokymenT 00 oceoenud IIporpaMmsl

dopma HTOroBOil aTTECTANNH - KBATH(QUKAIIMOHHBIA SK3aMeH.

Kpanudukanus, npucBanBaemMas BLIIyCKHAKaM 00pa3oBaTeIbHOH NPOrpamMMbl:
ceKkpeTraph -aIMHUHUCTpPATOp 3-€ro paspsija.

BripaBaemblii JOKYMEHT - CBUJICTEJILCTBO YCTAHOBJICHHOI'O o6pa3ua.



CooTBeTCTBHE ONHCAHHA KBATH(HKANNHA B NPodecCHOHANBLHOM CTaHaapTe
¢ TPeGOBAHMIMHE K pe3ybTaTaM noaroTosku no Ilporpamme
OGo6mennbie TPyAOBBIE TpynoBrie pyHKIuH

GyHKOHH
KO HalMEHOBaHHE YPOBCHD HAaUMEHOBaHHE KOJI
KBaJTH (O UKALTHHA
A OpraHu3anyuoHHOe 3 IIpueM u pacnpenencHue Tene(hOHHBIX A/01.3
obecrieueHue 3BOHKOB
JIeSITEILHOCTH
Opra”u3alyu

Opram/l:«xauym pa60TBI C IIOCETUTECIIAMHA A/02.3

BEIIOIHEHNE KOOPAMHUPYIOMMX u A/03.3
oOecrieynBarOIKX QyHKIHI

2.4. Tlnanupyemble pe3yabTaThl ocBoeHHs IIporpaMmebl
OcHOBHaA 1eJb BH/Ia PO(ECCHOHANBHOM IeITeTFHOCTH: pealu3alysd 06ecreynBaroIuX (yHKIAH
yIpaBJieHUs OpraHM3aliiedl; BHEOPEHHE JIyYIIMX TEXHMYECKHMX pa3pabOTOK U HOBEWIIMX TEXHOJIOTHIA
obecriedeHus yIpaBIeHUs OpraHu3aluei.

CooTBeTcTBHE pe3yabTaToB ocBoeHns [IporpaMmel Npo(hecCHOHANLHOMY CTAHAAPTY

IIpodeccnonanbHbIi IIporpamma npodeccHOHATBLHOT0 00yIeHH st
CTAHAAPT
Bux npodeccuoHansHoif  (OpraHM3allioHHOE W JOKYMEHTAlMOHHOe  ofecrieueHHe  yIpaBieHus
JeATENbHOCTH OpraHM3aLMAME JIOOBIX OPraHHU3aLOHHO-IIPAaBOBBIX HOpM
OGo6ImeHHas TpyIoBas OpraHH3aLMOHHOE ObeCIIeYeHHE AeSTEeNBHOCTH OpraHU3aliu
GbyHKUIHS
Tpynosas ¢yHKums [TpreM U pacnpesieJeHre TeNlehOHHBIX 3BOHKOB OpPraHHU3aIuy
Opranu3anys paboTel ¢ TIOCETUTENSIME OpPraHU3aluy
BhINoIHeHHEe KOOPAUHUPYIONIMX M 00€eceunBalonMX QYHKIMIA
Tpynosoe neficTaue ITepeHanpapiieHye Teae(GOHHBIX 3BOHKOB PYKOBOJICTBY U

Peructpaliys MOCTYMAKIIUX Telle(OHHBIX 3BOHKOB
IMonyuenue He0OX0MUMOM HH(POPMALMHY M TIepenaya

BcTpeya MoceTUTeNEl, IOTyYeHHe NepBUYHON HH(OPMaliK O

BeneHue XypHala ydeTa oceTHTeNIen

'Yuet nocerurenei 1 ohopMIleHHE MPOITYyCKOB
CozeiicTBHE ONepaTMBHOMY PACCMOTPEHHIO MPOCKO U
IlpreM # nepenada JOKYMEHTOB IIOCETUTE/IeH PYKOBOICTBY U

Opranusais ¥ OpOHUPOBaHUE EPErOBOPHBIX KOMHAT

CepBupoBka yaitHoro (kodeifHoro) crona B opuc
ITpuroToBJieHUe HAMUTKOB (4al, Kode, MPOXJIaUTENbHBIE

BeneHue XKypHaIa pa3be3/IoB paOOTHUKOB OpraHU3alin

KoopauHanys paboThl KypbepOoB U BOJUTEIEH OpraHu3aliy
BezeHue KypHajia pa3be3IoB KyphepoB OpraHu3alliy U MapIipyToB
CocTaBJIeHHE CIIPaBKH O pa3bes3iax pabOTHUKOB, KyPhEPOB U




VYmMmenue

Hcnonp30BaTh TEXHUYECKUE U IIporpaMMHBI€ CPEACTBA I

[IPOBEJICHKS T'OJIOCOBOM MIIM BHJIe0-KOH(DEPEHII-CBA3U

Hcrnons30BaTh CpercTBa KOMMYHHKALOHHOM OPITEXHUKH IS

[I0JIYUEeHHS M ITepeaadyn HHGopMaluu

BecTH yueTHBIE perucTpalioOHHbIE GOPMBI, HCIIOIB30BATh MX

U1 “'HOOPMALMOHHOM Pa0OTHI

|VCTaHaBHI/IBaTL KOHTAaKT C COGeCCI{HI/IKOM, NOAACPKMBATh M PA3BUBATH
IenoByro Oecemy B mpoliecce TenedhOHHBIX TIEpEroBOPOB CriaxxuBaTh
KOH(l)HPIKTHLIe U CJIOXKHBIC CUTYalluHnu

MEXJIMYHOCTHOTO B3aUMOICHCTBUS

Co06mronarte ciIyKeOHBIH STHKET

OO61IaTECS C TOCETUTEIAMUA

Hcnonp30BaTh YCTaHOBICHHbIE MPaBUIA U NpOLe Ty PBI

KOMMYHHUKAaAIMHY BHYTPH OpraHyu3alun

Bectu yueTHBIE (hOPMEI, HCIIOJIH30BATh MX LIS paboThI

Co31aBaTh MOJIOXKUTEJIFHBIA UMUK opraHusanuy, IPUHUMAaTh

MCEPEHI 10 pa3pCIICHUIO KOHGJIUKTHBIX CUTYalluN

IIpuMeHATh HHOOPMAIMOHHO-KOMMYHHMKAIIMOHHBIE TEXHOJIOTHH

O6ecrieunBaTh KOHOUIEHIMAILHOCTh HHDOPMAIIMKU

CocCTaBJISITh U BECTU YYETHBIE NOKYMEHTHI

HpI/IMCHﬂTB CpeacTBea KOMMYHHKaIlUH I

nepenayy MopyueHuid pyKoBOAMTENS U COTPY IHHKOB

opraHusanny

ITpuMeHATh COBpEMEHHBIE cpezicTBa cbopa, 06paboTKU U Nepefayn

“HGOpMaIUH

O1leHUBaTh PE3YJIFTAThI B paMKax IIOCTABJICHHBIX 3a/1a4

OCyIEeCTBIATh KOHTPONIb HCIIOJHEHMS IIOpYYEHHMH PYKOBOIMTEIIS
COTpPYIHUKAMH

3HaHue

(DYHKQI/IH, 3a7a4yy, CTPYKTYypa opraHusanuiy, €€ CBA3N

HpaBma B3aHMOJICHCTBYA C napTHepaMmu, KJIMEHTaMH,

CpeICTBAMHU MacCOBOM vHOOpPMAITNH

OTHKA IEJIOBOr0 00mIeHHs

IIpaBujia peuyeBOro 3TUKETA

TpeboBaHus OXpaHbI TPyJia

IIpaBuia 3amuThl KOHQUISHIHAILHOM ci1yxkeOHOoM HHPOopMaIil

ITpaBuia opraHu3aliyy npueMa MoceTuTeNeH

IIpaBwiia gea0BOro 0ob1IeHUs

CTpyKTypa OpraH{3aliy U pacnpeeaeHue QyHKuuii

MEXAY CTPYKTYPHBIMHU NMOAPA3ACIICHUAMHA U ClICHAIMCTaAMH

IIpaBuia opraHu3aliy IPUEMOB B oduce

IIpaBwia cepBUPOBKY YaiiHoro (kodeiiHoro) crosa

TpaBuia IPUrOTOBJIEHUS U TOJAYH FOPSIHX HAIMTKOB H 3aKyCOK K HUM




3. CTPYKTYPA NIPOTPAMMBI TIPO®PECCHOHAJIBHOI'O ObYYEHUMS

3.1. YyeOHbIi mjIaH

Ne |HanmMeHoBaHuUE pa3fesioB Bcero B Tom 4ucne
/11
"ACOB | exmmm [IpakTrka CamMocTosATenpHas
paboTa
I. |O6menpodeccnonabHbIH 58 18 32 g
MOIYJIb
4
1.1. 12 6 2
OCHOBBI peTaKTUPOBaHHs JOKYMEHTOB
1.2. |/lenoBas KynsTypa 2 2 B B
1.3. |OcHOBBI AEJIONPOU3BOLCTBA 14 4 8 )
1.4. [Texuuka manaomucH Pazgen Nel 14 8 )
1.5. [Texuuka mammaonucy Paznen Ne2 10 ) 6 )
1.6. TexHrka MamuHonucy Pazen Ne3 6 ) 4 -
II. |ABTomaru3amus OY 4 2 2 -
5 1. [OducHoe obopynoBaHHe 5 2 5 -
29, DJIeKTPOHHBIH 0(uC ) ) ) -
III. [IpodeccronaNbLHBIH MOXYIb 28 11 14 3
3.1 |[Iesompou3BOACTBO B OPraHU3aLMH 78 11 14 3
IV. |CoenuanbHbIi MOLYIb 10 4 6 -
4.1. [KampoBoe obecrieueHre 10 4 6 -
V. K - N
OHCYJIbTAIHH 3 "
VI |AtTect - -
TTECTANHASA 6 p
[Ipo OYHAs aTTecTa - -
6.1. PR i 2 2
Toroeas aTrecTanys 4 - 4 -
6.2.
Hroro | 408 = 62 11




3.2. YueOHbIii (TeMaTHYeCKH) IIaH

B tom yncne

Ne Bceero Dopma
n/m R EEHEeR [T 4acoB Jlexiuu | IlpakTuka Camocr. KOHTPOJIA
pabora
1 rox o0yuenus
I. |[O6menpodeccnonaIbHBIN 42 4
16 22
MOIYJIb
1.1. OCHOBBI peJaKTHPOBaHMS JOKYMEHTOB 8 4 4 TecTupoBaHue
1.2. |[denoBas KyJaeTypa 2 2 = = eJioBasi urpa
1.3. |OcHOBBI OETONPOU3BOACTBA 10 4 5 1 3ageT
1.4. |Texnmka mammHomnucH Pazmen Nel 14 4 8 2 [pakTudeckue
1.5. |Texuuxa mamuHonucu Pazmen No2 8 2 5 1
1.6. |Texnmka mMamuHomucu Pazmen Ne3 - - - - SaaHHi
II. |ATromaruzanus OY 2 1 1 -
2.1. |OducHoe 06opyaoBaHUE 2 1 1 Omnpoc
2.2. |[DnexTpoHHBIHI oduc = = = = B
III. |[[IpodeccnoHaIbLHBIN MOIYJIb 18 7 9 2 [IpakTU4yeckue
3.1 €JIOTIPOM3BOJICTBO B OPraHU3aLMH 18 7 9 2 3agaHus.3a4eT
IV. |CnenmajbHbli MOAYJIb 6 2 4 =
4.1. |[Kappooe obecrieyeHHe 6 2 4 a 3auer
V.  |Koncyabramun 2 = 2 -
VI |ATTecTamus 2 2 -
6.1. [[IpomexxyTouHas aTTeCTal|d 2 - 2 = 3ayer
6.2. |HToromas arrecTanys = = - -
Hroro 1 roa 72 26 40 6
2 rox o0y4eHHs
I. |O6menpodeccuonaIbHbIH 16 5 10 4
MOIYJIb
1.1. OCHOBBI peJaKTHPOBaHUS JOKYMEHTOB 4 - 2 2 TecTrpoBaHUE
1.2. |denoBas KyJIeTypa - = = = =
1.3. |OCHOBEI A€J0NPOU3BOACTBA 4 = 3 1 TecTHpOBaHHE
1.4. [Texnuka mammHonmcu Pazgen Nel - - - -
1.5. |Texnuka MamuHoMcH Pazgen No2 2 - 2 - [TpakTuieckue
1.6. [Texuuka mamunonucu Pa3gen Ne3 6 2 3 1 3aJaHusd. 3a4yeT
II. |[ABromaTm3amusa OY 2 1 1 -
2.1. |OducHoe 00opyioBaHHE - = < = -
2.2. [DnexkTpoHHBIH oduc 2 1 1 - Omnpoc
II1. IIpodeccHoHaJBHBIH MOXYJIb 10 4 5 1 [ IpakTHieCKHe
3.1 |[1eaomnpou3BOJICTBO B OpraHU3alliy 10 4 5 1 3aJaHus
IV. (CunennajbHbIi MOAYIb 4 2 2 -
4.1. [KagpoBoe obecriedeHue 4 2 2 = TecTupoBaHue
V. [Komcyabramum - - - -
VI |ATTecTanmus 4 4 -
6.1. [[IpomexyTOUHAs aTTECTALIMA = = - B
6.2. [MToroBas arrecTaLys - ) 4 ) KﬁanmbHKaHHOHH
bIii SK3aMEeH
Hroro 2 roa 36 9 22 5
Hroro 108 35 62 11




3.3. Conep:xanue Y4eOHOro (TeMaTHYECKOr0) IUIAHA

Pasgen 1. O6menpodeccnonansubiii Moayab (S8 yacos)

1.1. OCHOBBI peJaKTHPOBAHHAS JOKYMEHTOB.

Teopus. KyapTypa denoBeka ¥ KyibTypa pedd. OcHOBHbIE QyHKIMH A3bIKa. B3aUMOCBA3b KyJIBTYPhI YeJIOBEKa
U KyJbTYphl peun. HopMaTUBHBIN, KOMMYHHUKATUBHBIA U STUYECKHH acleKThl peueBoil KynbTyphl. DyHKIMOHAIBHBIE
CTHIIK pyccKoro aureparypHoro. Ctunmu peud. OCHOBHBIE YePTHI, OCOOCHHOCTH M IpU3HaKM Beex cruiied. Hopmer
pycckoro peueBoro stukera. Opdosnus, opborpadus. Cunrakcuc u myHKTyauus. IIpHHEIMNEl 1 QYHKIUH PYCCKOH
nyHkTyarui. CMBICIOBas pOJIb 3HAKOB npenvHaHusi. Crioco6sl 0hOpMIIEHHS 1yKOH PEYM.

IpaxTrika. Hanrcanue TekcTa moJ QUKTOBKY. AHaIu3 TekcTa. PeakTupoBaHue TeKCTa.

1.2. JenoBasi KyJabTypa.

Teopus. UMuIK cekpeTaps-aAMHUHUCTpaTopa. JIMIHOCTh CEKpeTaps M ero poJib B IEATEILHOCTH COBPEMEHHOM
opranusanu.  JIOJDKHOCTHas  MHCTpYKuus. JlemoBele M JIMYHBle  KadecTBa  cekperaps.  JlenmoBas
MKeHIUHA-podeccuoHa. Pabouee MecTo cekperaps. DTUKET B CiIyxeOHbIX oTHomeHUAX. KopriopatusHas KyJieTypa,
(GupMeHHEBIH cTHb opranusauuy. CiyxxeGHas BepTHKaIb (OTHOIIEHUS B CHCTEME «PyKOBOIWMTEND - MOJYMHEHHBIH).
Crnyxe6Has TOpH30HTAIb (OTHOIICHHE B CHCTEMe Kojulera- kouiera). Cimyxxe6nas cybopaunanums. Hopmel 1 ipaBuia
OTHOIIEHUH COTPYIHHKOB C IMPEJCTABUTENIMH CTOPOHHHMX OpPraHHM3allii, MapTHEPaMM, KIMEHTaMH, MOCETUTEIMH.
Cy6opauHanys. DMOLHMOHAIBHO-HEHTpaIbHBIH Jer0Bol XapakTep. KonduaeHIHansHOCTS.

IIpakrtuka. [lenoBas urpa: «Opranusanys COBEIIAHM»

1.3. OcHOBBI €JIONPOH3BOACTBA

Teopus. JlokyMeHTaUMOHHOe oOOecreyeHHe YINpaBieHYeckol nesTenbHoCTH. Cekperape B CTPYKType
ynpasnenus. HopmaTusHO-MeTOIuYecKast 6asa 1e10nporu3BoacTsa. OCHOBHBIE TEPMUHBI B AEIONPOU3BOJCTBE. 3afaun
enonpousBoscTBa. TpeGoBanue k odopmieHno gokymenToB Ha ocHoBe I'OCT. JloxymeHTupoBaHue. J[OKyMEHT,
BHUJIbI JOKYMEHTOB, UX KJIacCU(HKalHs. PEXKBUSUTEI JOKYMEHTOB

I[IpakThka. AHanu3 [OOKYMEHTa, IPHHIMI IOCTPOCHHUs. bBaHKd JOKYMEHTOB. PEKBH3HTBI IOKYMEHTa.
JloKyMeHTHpOBaHHUe, BUBI U criocobbl. TpeGoBaHms K TEKCTY AOKyMeHTa. TpeGoBaHUs K H3rOTOBICHHIO JOKYMEHTA.
3auer «HopMaTuBHO-MeTOAMYECKas Ga3a Jenonpon3BosicTa. TpeGoBaHUe K OQOPMIIEHHIO JOKYMEHTOBY.

1.4. Texumkxa mamunonuch. Pazgea Ne 1 «Cnenoii» necarunanbuesbiii MeTon nedatn na ITK

Teopust. OCHOBHBIE TIPUHIIATIBI «CIETION0» AECATUIATBLIEBOr0 METO/Ia MedaTy Ha muurymed Mamuske i K.
ITo3uLKK MANBLEB Ha KIaBHaType. JOKyMEHT, BUIBI JOKYMEHTOB, HX KIacCHUKaIus. PEKBU3UTEI JOKYMEHTOB. 3HAKH
npenuHanusi. Apabekue madpsl. KonudecTBEeHHBIE, INOPAAKOBBIE YMCIUTENbHble. Hymepauws MyHKTOB. PuMckue
uudpel. Hanmucanue nar

IpaxTuka. ObopmiieHre TOKYMeHTOB. IledaTh necaTumaiblieBbiM mMeTogoM. Odopmienue rpanui. Ilons
JOKYMeHTOB. YcTaHoBKa moneif. ITpakTwdeckue 3ajmanms. «OrpaboTka medatd Ha kiasuarype. Habop TexcroB»
«OdopmneHne 1oKyMeHTOB. IledaTs JecATUIANBLEBHIM METOAOMY. 3a4eT.

1.5. Texanka mamuaonucH. Pazgen Ne 2. Visyuenne TeXHHKH HeYaTH

Teopust. OCBOeHME TIPUEMOB TEXHHKH IicbMa. O6paboTka KpUITOrpamMM IVIACHBIX OYKB. OdopmieHue
3aroJIOBKOB M TIO/3arojioBkoB. HyMeparus crpanmi. TekcToBsle coxpameHus. IIpamas peus, uuratel. OdopmieHue
npuMeyanuii, npwioxenuit. Ucnpaenenue omubok. Mcnpasnenne ommbok Ha IIK O6paboTka KpunTorpaMM OYKB
OCHOBHO# MO3UIAH NAJIBLEB. KpAIITorpaMMb! TacHbIX GYKB. Iledars CIIOroB «COrIacHas - [JIacHas - 2 CONIACHBIXY; «2
COTJIACHBIX - TJIACHAS - COIVIacHasy, paboTa cO CIOraMH THIIA - «COIJIACHAs - COrNiacHas riacHasy. KpumrorpaMmel
OCHOBHOM T03MLMK TansleB. O6paboTka KpunrorpaMMm OyKB Beel KiiaBuaTypel. IledaTs CIIOroB, medarsb IBYX - H
TpexGYKBEHHBIX KOHEWHBIX OykBocoderaHuil. OQOopMIIeHHe MANIMHONHMCHBIX PaGoT. Tabmuupl. OdopmiieHne U
M3rOTOBJIEHHE TaGIMYHBIX GOPM JOKYMEHTOB. IIpaBriia BEIOJHEHHUS CIIOXKHBIX TabIIHLL

IpakTuka. Pa6oTa ¢ TekcToBBIM JOKyMeHTOM. Habop TekcTa moa AMKTOBKY. Pabora ¢ TabIUIaMU.
OdopmiieHre ¥ H3rOTOBIECHHE TaOIUYHBIX HOPM JOKYMEHTOB.

1.6. Texnuka mamuuonucu. Pazgen Ne 3. CkopocTh ne4aTu

Teopusi. Onpenenenue ckopocTy neyati. CKOpoCTh NedaT U kavectso pabor Ha IIK.

IIpakTuka. Habop TekcTa Ha ckopocTs. KauecTBeHHEBIH HAGOp TeKCTa.



Pazpmen II. ABTromatuzanusa OY (4 uaca)

2.1. Oducnoe obopynoBanme.

Teopus. OpraHu3aliOHHAs TEXHUKA. BUOBI U yCTPOMCTBO opraHu3alMoHHON TexHUKH. Kcepokc. dakc.
IMpuntep. Cxanep. IlepcoHanpHbI KoMIbioTep. MynbTuMmenuiiHoe obopynoBanue. IleuaTHoe M MHOXUTEIEHOE
o6opynosanue. JleMoHCTpauroHHas TexHuka. CucteMa cBs3u. MynsruMenua. CKkaHUpOBaHHE M300paXKeHHUI.

IIpaktuka. Pabota ¢ oprrexaukoii (opucHbeM 060pynoBanueM). CkaHHpOBaHHE

2.2. DaeKkTpoHHBIH opuc.

Teopust. OducHsle mnpwioxkeHus. JIONONHUTEIBHBIE BO3MOXKHOCTH. AMIEpaHTHOEe obecredeHue
NepCOHATIBHOro KoMmbioTepa. Oneparponnas cuctema Windows. Ciry:xeOHble mporpaMMbl. TeKCTOBBIN pelaKkTop
MS Word. Penakrop snekrpornsix Tabnun MS Excel. IIporpamma MS PowerPoint. TectoBelit pegakrop MS Word.
Bamyck ¥ Hayano pabGoTel. BBomm pemaktupoBanue Tekcta. @opMmarupoBaHHe TekcTa. OdopmileHME CTpaHUIL.
OdopmiieHre JOKYMEHTOB ¢ roMouibio Tadyinsara. OdopmieHue 6J1aHKOB JOKYMEHTOB. MEHIO M OCHOBHBIE ITOHATHSA
MS Excel. Dnexrponnas Tabnuna. 3HakoMcTBO ¢ 3kpanoM MS Excel. ITanenu unctpymentoB MS Excel. Bog u
penakTHpoBaHWe OaHHBIX. AHamm3 W obpaborka maHHbIX. IIpesenraumss MS PowerPoint. Bosmoxzoctu MS
PowerPoint. Cnaiigel. Pabota ¢ TeKcTOM. OJEKTPOHHBIE JOKYMEHTHI M HMX XpaHEHHe. OKCIIEPTH3a IEHHOCTH
JIOKyMEHTOB.

IMpaktuka. Pa6ota ¢ Tabnuuamu u rpadukoit. Opopmienue npezenTtanuu B MS PowerPoint.

Paznen III. IlpodeccHonanbublii MoAyb. e 10npou3BOACTEO B opranusanun (28 4acos)

Teopus. CocTaB ymIpaBleHYECKHX [OKYMEHTOB opraHuzauuu. OpraHusanoOHHBIE HOKYMEHTBI
PacriopsauTenbHble TOKyMeHTHl. MHQOPMAlMOHHO - CIpaBOYHBIE JOKYMEHTHL JlenoBas nepemucka. IlpaBuia
ohopMiIeHHs, CTPYKTypa W BHOBI JEJOBBIX IHMCeM. JIOKyMeHTals [0 MOTOBOPHBIM IPAaBOOTHOIICHHUAM.
Opranmzanys paboTsl ¢ JokymeHTamMu. OpraHusanus AOKyMeHToobopoTa. Peructpaums HoKkyMeHTOB. Tekyiuee
XpaHeHue nokyMeHToB. HoMeHKaTypa fei. ApXUBHOE XpaHeHHe JOKyMeHTOB OCHOBHBIE PEKBU3HUTHI M TPEOOBAHHS
Kk opopMieHdo H0roBopoB. JlokymeHThl mnpeanpuaTHs Knaccudukanus HIOKyMEHTOB —YIpaBJICHYECKOM
nestenbHocTH. Ycras. Ilonmoxenws. IlltatHoe pacmucanue. IIpaBuina BHYTPEHHEro TpPYIOBOTO paclopsika.
Vkazanus. IloctaHoBneHusa. IIpukassl MO OCHOBHOM IeATENBHOCTH. Beimmcka u3 mpuka3oB. PacnopspkeHue.
Pemenue. IIpoTokon (monubii u kpartkuif). Akr. CrnpaBku. JloknanHad samucka. OObsACHMTENbHAs 3alMCKa.
Tenerpamma, Teneponorpamma. PexBu3uThl muckMa. ITiucsMo-npock6a. ITiuceMo-oTeeT. IIpuriacutensHoe MUCEMO.
ComnpoBoguTenpHoe muckMo. [Tucemo - coobmenue. ITuceMo-oTkas. KpeautHsiii gorosop. JloroBop XpaHeHHs.
JoroBop mocTtaBky. Jorosop mpokara. Kommepueckuii gorosop. IToHsaTHe "NOKyMEHTOOGOPOT" W pa3sBUTHE ero
HOPMATHBHOM METOIMYECKOM periamMeHTaliy. XapakTepUCcTHKa JOKyMEHT0060poTa. DTalbl JBIKEHHS U IOPAI0K
06paboTKH OKyMeHTOB. Paora C BXOISIIMMH JOKYMEHTaMM. OTambl 006paGOTKHM HOKyMeHTOB. KoHTpois
JICTIOJTHEHHST JOKYMEHTOB. Perucrparusi JOKYMEHTOB, BUIBI peructpaiud. OmnpejesieHHe CPOKOB XPaHEHMA.
Iopsimok Benaum geit. [ToaroToBKa fen u nepesada B apxus. GopMa omucH U akTel. Ilepesiada nen B apxus. PaGora
¢ KOHQUOESHIMATBHBIMUA JOKYMEHTaMH

IpakTrka. COpPTHPOBKA JOKyMEHTOB M0 Kiiaccupukaryy. CocTaBleHHe MTaTHOro pacmucanys. Pabora ¢
pacTopsAUTEIBHBIME ToKyMeHTamMH. CocTaneHie HHPOPMAIMOHHO - CTIPaBOYHOH HokymeHTamuu. OpopmieHue
nenoBeix nuceM. OdopMileHHe THIOBBIX AOroBOpoB. PaGoTa ¢ MCXOMSIIMMHM M BHYTPEHHHMH JOKYMEHTaMH.
Odopmiienre HoOMEHKIATypel Aei. OdopMileHHe JOKYMEHTALHHU VI apXUBa.

Paznen IV. Cnennanbubiii moayias. Kaxposoe o6ecneuenne (10 gacos)

Teopus. Tpynosoii kogekc P@. TpynoBoit moroBop, ero 3akmoyenre. OpopMieHHe TPyAOBOro JI0roBopa.
CTpyKTypHBIil NpUKa3 MO MPeINpUITHIO. 3HaYeHHe TPYAOBOTO AOroBopa. 3akio4eHHe TPYIOBOro JOroBopa Ha
OTpe/Ie/IeH bl M HEeOMpe/e/eHHbIH cpoK. OCHOBHBIE PEKBU3HTBI TPYHOBOro porosopa. TpymoBele mpaa u
06s13aHHOCTH paboTHUKOB. ITopsnok npuema Ha paboty. JIOKyMEHTHl IIpH TpueMe Ha paboTy. AsTtobuorpadus.
XapakreprcTuka. 3aspnenue. Pesiome. ITpuka3 o mpueme Ha pa6oTy. IIpocToit u CiI0XKHSBIA npHKas. TecTUpoBaHUe.
IlepeBon Ha mapyryio paGoty. Ilpekpamienue TpynoBoro norosopa. IIpukasel O MOOMPEHWHM M HAIOXKCHHH
B3bICKaHMH. JIMYHAs KapTOuKa, MOpAAoK odopmieHus 1 XpaHeHue. ITopsIok BeieHus TPY/IOBBIX KHIDKeK. Benenue
JIMYHBIX J1€J1, OCHOBHBIE JOKYMEHTBHI.

TMoAroToBKa JOKYMEHTOB K apXWBHOMY XpaHeHMIO. IIeHCHOHHBIH (QOHI: chada OTYETHOCTH W NOKYMEHTE UL
oopmitenns nencu. OhopmiieHre apXUBHBIX CIIPaBOK.

IIpaktuka. CocTaBieHHe TpyAoBoro xorosopa. CocTapieH#e NPUKa30B. 3aloIHEHHE JIMYHOM KapTOYKH.
3anojHEHHe TPYHOBBIX KHiDkek. CocTaBieHMe OT4YeTHOCTH. COCTaBIeHHE MNpHKa3a. CocTaBiieHHE aKTa.
Cocrasnenue MHCTpyKIHUH.
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Paznen V. KoncyabTanuu (2 yaca)

KoHcyJbTalpe npoBosTes Ais obydaromuxcs no IIporpaMme B TeueHHE BCEro neproja oOy4eHUs M I10
uroraM 1 roma oOydeHHS Mepel MPOMeXyTOUHOU arrecranueld. KoHcynpTanuu Mo M3y4eHHOMY MaTepualy,
NpPOIOJDKEHHI0 TMpodeccHoHanbHOro 00pa3oBaHMsA, TPYyAOyCTpoicTBY. IloJBeleHHE MTOrOB TEOPETHYECKOrO
o0yueHus (6ecena, TECTOBBIN KOHTPOJb U Ap.)

Paszpen VI. Arrectanus (6 4acoB)

6.1. TIpomexyrounas arrectanus. JJuddepeHMpoBaHHbI 3a49eT

6.2. Utorosas arrecramus. ATTecTalys OOydYarOIIMXCS B COOTBETCTBHHM C NPOQecCHOHATBHBIMU
TpeOOBaHUAMH M KBATU(UKAIIMOHHOH XapakTepucTUKON «CekpeTaph - aIMUHUCTPATODY.

3.4. KanenpapHubiii y9eOHbIi rpadux
O6yuenwe o IIporpaMme OCyIIECTBISIETCS HA OCHOBAaHUH Y4€0HOT0 IJJaHa B COOTBETCTBUM C
YTBEPKICHHBIM PacIIMCaHUEM.
®opma Koanuectso uacoB B | Koamuectso wacop B | KoamiecTso O6beM mporpamMmsl
00yueHust He/leJTIo ji(3:18 nueii (uac.)

OYHas, OYHO--
3a04Hasl, 2 2 54 108

3a09Han

4. OPTAHMU3AIITMOHHO-IIEJATOTUYECKUE YCJIOBUS PEAJIM3AIIAU
IMPOI'PAMMBI

4.1. Kanporoe ooecnedenne IIporpaMmmel

Peanuzanus IlporpamMmsl oGecrieudBaeTCsl BBICOKOKBATM(DUIMPOBAHHBIMY IIe/IarOTHYECKHMH KaZpaMH,
HMEIOLIAMH JOCTaTOYHBI TEOPETUUYECKMI W NPAKTHYECKHH OMBIT PaboThl B 00MacTH MNpoQeCcCHOHATBHOM
IeATeHHOCTH, COOTBETCTBYIOIEH HanpasieHHoctd IIporpammel. K peanusanum IlporpaMmbl  BO3MOXKHO
TIpUBJIEYEHHE CIIELMAIMCTOB Ha YCJIOBHAX JOTOBOpPa IPaXkIaHCKO-IPABOBOTO XapakTepa, B TOM YMCIIE U3 YHCIA
pyKOBOZMTeIeil M PaGOTHUKOB OpraHM3aLui, HalpaBIeHHE EATETBHOCTH KOTOPBIX COOTBETCTBYET OONACTH
npo¢eCCUOHATIBHOM EATEIBHOCTH.

4.2. MaTtepuanbHo - TeXHHYecKkoe o0ecnedenne IIporpammbl

IToMeleHus TPEACTaBISIOT co6oif yueOHBle ay[WTOpMM JUId TIPOBEACHWS 3aHATHH BCEX BHJIOB,
HpeLyCMOTPEHHBIX IIPOrpaMMoii IpoQeccHoHaNBHOro 00yYeHHs, B TOM YHCIIE IPYNNOBBIX W WHIMBHAYalbHBIX
KOHCYJIBTALIWH, TEKYIIEro KOHTPOJIS M TIPOMEXKYTOYHON aTTECTAllMH, a TakKKe MOMEMIEHHs Ul CaMOCTOATEIBHOM
paboTEI, OCHaIIEHHBIE 060pYA0BaHHEM, TEXHHYECKHMU CPENICTBAMH 00y YeHHs.

OG6pazopaTeNbHAs ~ OpraHM3als, pealusyiollas IporpaMMy IO  mpodeccud, — pacrojaraet
MaTepUaNbHO-TeXHUUECKOl 6a3ol, obecreynBaromel NpoBeIeHHe BCEX BUIOB MEXIUCIMIUTHHAPHOMN MOATOTOBKHY,
TIpaKTHYecKOil paGoThl 06yYAIOIKXCs, IIPeLyCMOTPEHHBIX Y4eOHBIM IUTAHOM M COOTBETCTBYIOMIEH JEHCTBYOMINM
CAHWTAPHBIM M TPOTHBONOXAPHBIM [paBWIAM M HOPMaM B pa3pe3e BBIOPaHHBIX TPaeKTOPHH MuHHUMAaJIEHO
HeoOX0IUMBIi [t peamusanui HITO nepeueHb MaTepUalbHO-TEXHHYECKOTO 00eCTIeYeH s, BKIIIOYAeT B ce0s:
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O6opynoBanue y1e0HOro KadnHeTa:

L
2

MOCaI0YHbIE MECTA MO KOJIMIECTBY 00yJaromuxcs;
pabouee MecTo mpernoaasares, obopynoBaHHoe OBM.

Kannensipckne NpHHANIEKHOCTH:

Bymara kcepokcras A4 INanka Ha kHomnke [lanka-peructparop Ilanka 2 konsua Xyprain
PErrCTpaliy HCXOIAIINX JOKYMEHTOB Ha ckperke (48 nmucToB, odeet) XKypHan peructpaiyy BXOAAIUX
JIIOKYMeHTOB Ha ckpernke (48 muctos, odeet) @aiin Binansinu Kineit [IBA Hoxaurpsl Ctariep
KaHLUEJIApcKuii JIpIpoKo

Yuebubie kabuneTsl Ne 20 (B COOTBETCTBHM C yUeOHBIM ILIaHOM)

Tym6a myst Tabiury

Ilkad nms xpaHeHUsT yIeOHBIX noco6pm

CTOJ1 KOMIIBIOTEPHBIA Y4eHNUECKUI

Kpecio yuurens

Cron yuurens

Kpecno koMIbIOTepHOE

Cucrema XpaHeHHs: MHOTO(GYHKIHOHATBHBIMU Pa3IBIKHEIMHU JJOCKaMH.

HoyT0yk ¢ AUCKPETHOM BUNEOKAPTOM M IIPOrpaMMHBIM 00ECTIEYEHHEM B KOMILIEKTE
HHTepakTHBHBIA IPOrpaMMHO-AINapaTHEIA KOMILIEKC B KOMIIIEKTE

Jlocka MarHUTHO-MapKepHas

CereBoit puisTp

MHoro¢yHKIHOHAIEHOE YCTPOHCTBO

KommeloTep yumtens ¢ Tepudepueit (JIMIEH3MOHHOE IPOrpaMMHOE obecreveHwe,

06pa3oBaTeIbHBIN KOHTEHT M CHCTeMa 3all[HTHl OT BPEJIOHOCHOM HH(pOpMAaIHK)

ITnanmeTHbIM KOMIIBIOTEP, B TOM 4YHCJI€ JIMICH3WOHHOE IIPOrpaMMHOC O6CCHC‘{CHI/IC,

OGpﬂBOBaTeHBHLIﬁ KOHTEHT, CUCTEMA 3allHUThI OT Bpe,IIOHOCHOﬁ I/IH(I)OpMaI.II/II/I

JoxyMeHT-Kamepa

Hctounuk OecriepeO0HHOr0 MUTaHMs

DJIEKTPOHHBIE CPEe/ICTBA 00YYECHHUS 10 IIPEAMETY

KOMILIEKT JEMOHCTPALMOHHBIX Y4eOHBIX TaOHIL

Tenexka-XpaHWIHINE ¢ CUCTEMOH MOA3apAIKH W BMOHTHPOBAHHBIM MapLIPYTH3aTOPOM Ui

opraHusainiyu 6eCHpOBO,I[HOI71 JIOKAJIPHOM CEeTH B KJlacce, B KOMIUIEKTE MOOMJTBHEBII KOMIIBHOTEP YUCHHUKA U €TI0
KOMIUICKTYIOIIIHE.
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4.3. NudopManuoHHO-MeTOAHYECKOE 00ecnedeHHe

3ansTus no IIporpamMMe NpoBOASTCS C UCIIOJIB30BAHUEM:

- TeMaTH4YeCKON MoAGOPKHM JIKLMOHHOTO M NMPaKTHYEeCKOr0 MaTepHana B COOTBETCTBHUH C y4eOHBIM
IUIAHOM;

- y4eOHO-MEeTOOUYECKHX MOCOOHM, BKIFOYAIOMMX AUAAKTHYECKUl, HHHOPMALMOHHBIH, CIIpaBOYHBIN
MaTepHallbl Ha pa3IMYHbIX HOCUTEJIAX;

- npenmycraHoBiaeHHoro Ha IIK ofydarommuxcsi KIaBUaTypHOTO TpeHaxepa A OOy4YeHHS CIIeToMy
METO/Iy TeUYaTH.

ITpumeHsieMOe Ha 3aHATHAX OUIAKTHYECKOE M Y4eOHO-MeTommdeckoe obecrieueHue BKIIOYaeT B cebs
3JIeKTPOHHBIE yueOHBIE ITOCOOMs, CIpaBOYHBIE MaTepHalbl, TECTOBBIE MaTEpHUaIbl U CHCTEMBI HUCIIOJB3YyEMBIX
nporpamyM; nporpammHoro obecneuenue (I10): craHmapTHBIM mMakeT OGHMCHBIX NMPUIOKESHUH Mg paboTel B
COOTBETCTBUH Y4e€OHBIM IUIaHOM, Joctyna B MHTepHeT. TpeboBanue k cetu MHTepHET: ckopocTh He Hibke 10
Mbwurt/c.

OcHoBHasl JIATepaTypa:
JlokyMeHTaIlHOHHOEe oOecTieueHue ynpaBieHus (C OCHOBaMM apXUBOBeIeHUA): yueOHoe nmocobue /
M.H. Backakos.-M.: KHOPYC, 2013.-216 c.-(HauanpHoe u cpenHee npodeccHoHaIbHOe 00pa3oBaHuUE).

JomonuTeLHAS TATEPATYpa (A5l caM000pa30BaHHA):

1. Bacaxos M.H. llenonpouseozactso. / M.U. Bacakos.- PocToB - Ha - JloHy: «®enukc»,2013, -
192 c.

2. JlenoBoe MACHMO: METOIMKA U TpaBuia odhopmieHus: mpakt. nocodbue/H. H. Anonuna. - M.,
2013.

3. JenompoussoactBo: O6pasupl, AoKyMeHTHL. OpraHusanus H TexHojorus pabotel. bomee 120
nokymeHToB. ITox pemakimeid kaHaunaTa 3KOHOMHYeckux Hayk, poueHTa MLK. Kopneesa, - M.: M3narenscTBo
ITpocnekr, 2014. - 456 c.

4, Eropos B.II. JlokyMeHTOBe[eHHE W IOKYMEHTallUOHHOE OOecreYeHHe YINpaBJe€HHA B YCIOBHAX
nudpoBoit skoHOMuUKH: yuyeGHoe mocobme misi CIIO / B.UIIL Eropos, A.B. CanbHHKOB.- 3-¢ H3A., CTep. -
Cankr-Iletepbypr: Jlanp, 2023.-327 c.

5. Poroxua M. JO. Opranusanus ynpapieHHs NepCoHaIoM mpennpusTis]:Vue6. - mpakt. ITocobue /
M.IO.Poroxud - M.: Usa-so PIJL, 2015 - 224c.

6. Cemenuxun B.B. KanpoBelii 10OKyMEHTOOO0POT: npakTHIeckoe pykoBoacTso / B.B.

CemenuxuH. -M.: Oxemo, 2014, - 384 c.
7. Kpyrasuckas JI. 5. HacronsHas kuura cexpetaps: Cnpasounnk - CII6, 2014.

HNHTEpHET-pECcypChI

KitaBuaTypHsIii TpeHaxep StaminaSetup: hitps:/stamina.ru/keyboard trainer/download KnaBuatypHelii

TpeHaxep Stamina-online: https://stamina-online.com/ru

Odurmansaeiii caiit kommanuu «KoucynsranT ITmocy [DnekTpoHHBIA pecype]: 3aKOHONATENECTBO P®:
KOJEKCHI, 3aKOHBI, yKa3bl, NOCTaHOBJIEHMs mNpaBuTenbcTBa PD. OmexTpoH. jgaH. - 1997. - Pexum nocryma:
http://www.consultant.ru - 18.05.2018.

HHupopMarmoHHo-TipaBoBoii mopTtan «I"apaHT» [DIeKTpOHHBIN pecypc]: 3aK0HOATENBCTBO
(KOJEKChl, 3aKOHBI, yKa3 bl, [OCTAaHOBNEHHI) P®, aHanuTHKa, KOMMEHTapuH. OJEKTPOH. [aH - M.: HINI
«CAPAHT-CEPBHUC- YHUBEPCUTET»: https://www.garant.ru/
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5. KOHTPOJIb 1 OITEHKA OCBOEHMUSI ITPOT'PAMMBI
5.1. KoHTpoab KauecTBa HOATOTOBKH

Tekymuii KOHTPOJIb YCIIEBaeMOCTH OOYydaroIUXCs IpEeACTAaBISET CHUCTEMAaTHYECKYIO IIPOBEPKY
yueOHBIX JOCTIXKEHUN O0O0ydaroluxcs, IPOBOAMMYIO IIperojaBaTelieM B XOJE OCYILECTBIICHUA
00pa3oBaTeNIbHOM [IeSTETHFHOCTH B COOTBETCTBHH C OCHOBHOM 00pa3oBaTenbHOM porpaMmMoii. IlpoBenenue
TEKYIIEro KOHTPOJIA YCIEeBAEMOCTH HAmpaBlieHO Ha oOecriedeHHe BBICTPaWBaHHSA 00pa30BaTEIHHOTO
mporecca MakCUMaTbHO 3G (eKTHBHBEIM 00pa3oM Ui JOCTIDKCHHS Ppe3yJbTaTOB OCBOCHUS OCHOBHOM
obpa3oBaTebHON MPOrpaMMEI.

Tekyluii KOHTPOJIb YCIEBAEMOCTH OOYYAIOIUXCsl MPOBOJUTCS B TeUeHHE yuyeOHOro mepuona B
LeJISX:

1. KOHTpOJIS YPOBHS JOCTHXKEHMS YJalIUMUCS Pe3yJIbTaToB, MPeLyCMOTPEHHBIX 00pa30BaTeIbHOM
MpOrpaMMOii;

2. OIEHKH COOTBETCTBHS PE3yJIHTaTOB OCBOCHUS 00pa30BaTeNIbHOM NPOrpaMMBl;

3. mpoBejeHHs 00YYAIOIAMCS CAMOOIIEHKH, OLIEHKH €ro paboThl MefarornieckuM paboTHHKOM C
1IeJIBI0 BO3MOYKHOTO COBEPIIEHCTBOBAHUS 00pa30BaTeIbHOrO IpoLecca.

@opMbI TEKYLIEro KOHTPOJIS OIpeIeNseT MPernoiaBaTellb ¢ y4eTOM KOHTMHIEHTa 00ydYaroImuxcd,
cofepykaHus yueGHOro MaTepraia U UCIOJIb3yeMbIX 00pa30BaTeIbHBIX TEXHOJIOTHIA.

Tekyluii KOHTPOJIb [0 TEOPETHYECKOMY OOYYeHHIO OCYIIEeCTBIsAeTcs B (OpMe YCTHOrO OmIpoca
(bpoHTANBHEIN, TpyNNOBOM, MHAMBHIYAJIbHBI) M IHCBMEHHOTO oOmpoca (caMocTosTeNbHas paboTa,
TECTOBBIN KOHTPOJIb, COCTABJICHUE TE3UCOB M ONOPHBIX KOHCIIEKTOB M JIOKJIA/IOB).

IIpomMexxyTO4YHAs aTTeCTAIHSA

I{ensMu MpoBEAEHUS IPOMENKYTOYHOM aTTECTALUH ABJISAIOTCH:

1. 06BEKTUBHOE YCTaHOBJIEHHE (DAKTHHECKOTO YPOBHS OCBOEHHMs 00pasoBaTebHOM MpOrpamMMbl U
IOCTHIKEHHUS PE3yJIBTATOB OCBOEHHS 00pa3oBaTe/IbHOM NPOrpaMMbl;

2 .COOTHECEHHE 3TOr0 YpOBHS C KBaIH(QUKAIMOHHBIMM TPeOOBaHWAMH, YKa3aHHBIMH B
KBaTM(UKAMOHHON XapaKTepUCTHKe npodeccuy;

3.0lIeHKA JOCTIDKEHHH KOHKPETHOrO 00y4YaroIerocs, o3BOJIAIOIas BEIABUTE IPOOENbI B OCBOSHHH
UM 06pa3oBaTeNbHOM MporpaMMsl W YYWUTBIBATh WHAUBHIYalbHBIE MOTPEOHOCTH yYallerocs B
OCYIECTBIIEHHH 00pa30BaTeNIbHON AEATENEHOCTH;

4.01/eHKa JUHAMUKY MHAMBHAYAIBHBIX 00pa30oBaTeNbHBIX JOCTIDKEHHH, MPOJBIDKEHHUS B
IOCTIOKEHUH TUIAHUPYEMBIX PE3YJIBTATOB OCBOSHHUS 00pa30BaTeNIbHOM MPOrpaMMBEl.

I[TpoMesKyTodHas aTTeCTALMs IPOBOAMTCS B COOTBETCTBHHM C KaJeHIapHBIM rpadukoM y4eGHOro mporecca.

HroroBas aTTecTanus

[IpodeccHoHanbHas  MOATOTOBKA  3aBeplIaeTCs  MTOroBoM  arrectammedi B dopme
KBaJTU(HUKAIIIOHHOTO 3K3aMeHa.

KBanu)HKALMOHHBIX JK3aMeH BKIIOYaeT B ce0sl MPAaKTHYECKYI0 KBATM(MHKAIMOHHYIO paboTy H
NIPOBEpPKY TEOPETUYECKMX 3HAHWH B MpefenaxX KBalM()HKALMOHHBIX TpPeOOBaHH, YyKa3aHHBIX B
KBaIM(UKALMOHHON XapaKTePUCTHKE IPOo(ecCHu.

B nepuo MOArOTOBKH K BBITYCKHOMY KBAJIH(QUKAMOHHOMY 5K3aMEHY NPOBOAMTCSA KOHCYJIBTALS
3a CYET CIIeIMAIbHO OTBEAECHHOIO Ha HEE BPEMEHH.

K WTOroBoi aTTecTalMH OIYCKAIOTCSA JIMIA, BBITOJHMBIINE TpeOOBaHMsA, MPEIyCMOTPEHHEIC
TIpOrpamMMoii npod)ecCHoHaNBHOro 06ydeHHus 110 MPO(ecchu U yCNEITHO NPOIIe/IUINE BCE ATTECTALMOHHBIC
UCIIBITAHMS, TIPeLyCMOTPEHHBIE IPOrpaMMOi.

JIunaM, NpPONMEANIAM COOTBETCTBYIOIlee OOydeHHe B TONHOM o6beMe | IOJYYHBIINM
TIOJIOJKATENBHYIO OLIGHKYy Ha HTOTOBOH aTTeCTAal|W, NpHCBaMBaeTCA Ksanudukays Mo mnpodeccuu
«CeKpeTaph - a[MUHUCTPATOP» 3 paspsia M BBIIAETCS JOKYMEHT yCTaHOBJICHHOT0o 00pasiia.
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5.2. Omneno4Hble cpeacTBA

3aBepiraeTcs o0yueHuHe Mo y4yeOHOM IpaKTHKe NPoBeAeHUEM TU(epeHIIIPOBAHHOIO 3a4€eTa.

IlepedeHb BOPOCOB AJI NPOBEICHUS 3a4eTa:

AnpecoBaHue qOkyMeHTOB. BiiaHk u ero cocrtas.

Bunpl 61aHKoB. BUIBI JOKYMEHTOB.

Bupl npHKazoB 10 JIMYHOMY cocTaBy. JIOKHOCTHAS MHCTPYKLIMS U e OCHOBHBIE pa3zensl Kommepueckoe
mmuceMo (Odepra).

KoHTpo:16 3a MCIoIHEHHEM AOKYMEeHTOB. O0s3aTeNbHbIe PEKBU3UTEI IS ITHCEM.

OpraHu3aiyoHHO - PacIopsAAUTEbHBIE JOKYMEHThL. OpraHu3alliOHHbIE JOKYMEHTHI.

OpranusanoHHsle  (GOpPMBI  BEIEHHS [JeJonpou3BoacTBa. OpraHuzanmsa JOKyMeHTooOopoTra Ha
MPEIIPUSTHH.

Opranuzanus pabodero Mecta aenonpouspoauteis. OTTUCK eYaTy.

Odopmuth rapanTHitHoe mickMo. OGOpMUTE TOKIAHYIO 3aIHCKY.

OdopMUTh 3asBJeHHE O KOMAaHAMPOBAHMHM W H3JaTh MpPHKAa3 Ha OCHOBaHUM 3asBiieHHA. OQopMuUTH
3asBJICHHME O Ha3HAYEeHWH HA JOJDKHOCTD M M3[1aTh IPUKa3 Ha OCHOBAHWH 3asBJICHUA.

OhopMuUTh 3asBJICHUE O NMPEIOCTABICHUH OTILyCKa M U3aTh NIPHKa3 HA OCHOBAHUH 3asBJICHHI.

OdopMuUTh 3asBIE€HHE O MPEIOCTABICHUH OTITycKa 0 OEPEMEHHOCTH U pPoJaM U U3/1aTh CIIOXKHBINA NpUKa3
Ha OCHOBaHUH 3asBJICHUS.

OdopMuUTh 3asBJICHHE O MPEIOCTABIEHNH Y4eOHOro OTIyCKa U M31aTh NIPHKa3 Ha OCHOBAHUM 3asBJICHMI.

OdopMuts 3asBieHHEe O mpuUeMe Ha pabOTy M W3JaTh NPUKAa3 HAa OCHOBaHMHM 3asBieHHA. OPOpMHUTH
3agBjeHre 00 W3MEHEHWM (aMWIMK M WM3[aTh NPHKa3 HAa OCHOBAHWHU 3asBieHUs. OdopMHTH 3asBieHUE 00
YBOJIBHEHHHU M U3J1aTh [IPUKa3 Ha OCHOBAHUH 3asBJICHMI.

OdopmuTs KpaTkuii Ipotokoit. OGopMUTE MHCEMO — NpHriIamerue. OhopMHUTE MUCEMO - IPOCEOY.

OdopMuTh MUcbMO-0TBET \ ¢ TekcToM\ O)OPMUTE MUCBMO-0TKA3.

Odopmuts mucsMo-TpeboBanue. OhopMHUT MUCEMO-IMPKYIIIP. OGOPMUTE NPETEH3UOHHOE IIUCHMO.

OhopMHUTE NPHKa3 [0 OCHOBHOMU JeATeNIbHOCTH. O)OPMUTE IPOTOKOJI.

OdopMHTH CONPOBOANTENBHOE MHUCHMO. O opMiIeHHE aKTa.

Odopmnenue nucbMa nosapasieHus. OGopMiIeHHE MCbMa-TI0ATBEPHKICHHS.

OdopmiieHre nprKkas3a 0 Ha3HAYEeHUH Ha NOJDKHOCTH. OopMileHHe NpHKasa O NpeI0CTaBICHHH OTITYCKOB.
Odopmitenue npukasa 00 yBOJIbHEHUH.

O¢opmiieHue mprKasa mepeBoja Ha Apyryio pabory. OpopmMiieHre NpUKasa Mo OCHOBHOM AEATEIBHOCTH.
OdopmiteHre MPUKA30B MO JINYHOMY COCTAaBY.

OdopmiteHHe MpOTOKOJIA.

OdopMmiieHHEe pacopsAIUTeIBHBIX JOKyMeHTOB. OopMiieHHe PEKBU3UTOB

OdopmrneHue CrpaBKy.

O opMIleHHEe CIIPaBOYHO-MH()OPMALOHHBIX J0OKyMEHTOB. OdopMIleHHE TeJIerpaMMBl.

Odopmienue TeneponorpaMmmel. OGopMileHHE IITATHOTO PACIIMCAHU.

OdopmiieHns MUCHMa HAOMHMHAHWS U m3BenleHus. OQopmileHus nmpuKasa O IMOOIIPEHUH M B3bICKAHHH.
OdopmIleHHs CBOJHBIX TPUKA30B I10 JMYHOMY cOCTaBy. IIoHATHE O TOKYMEHTaX.

I[TpaBuiia OArOTOBKY O 0pOopMIIEHHs JOKYMEHTOB. IIpeTeH3rnoHHOe MHCEMO.

Peructpanus qokymentoB. Pexsusutel OPJl. Pexsiamnbie mucema.

Ciy>xeOHble IIChMa.

CocTaBieHHe U 0popMIICHHE [N (JIMCTA-3aBEPUTEIIs eI, JINCTA M KapThl-3aMECTHUTENIS ENa).

CocraBneHue 1 ohopMiIeHHe e (06JI0XKKY Hesa, BHyTpeHHeH omucH fena) CocTaBieHue 1 0popmieHHe
JIOBEpEHHOCTH.

CocTaeiieHrie ¥ 0pOpMIICHHE NOKIaJHOM 3aIMCKH.

CocrasieHue u OQOpMIEHHE MHCTPYKUuHM II0 penompousBonctBy CocTaBienne u 0dOpMICHHE
00BACHUTEIBHOM 3aIIUCKU.

CocraBiieHHe 1 0OpPMIIEHHE COTTIacks Ha 00paboOTKy NePCOHANBHBIX JaHHBIX PAOOTHHKA.
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5.3. [lnanupyembie pe3yabTaThbl ocBoeHHs IIporpaMmmbl

PesynpTaTs! (ocBoeHHbIE [1K)

OCHOBHBIE IT0Ka3aTEJIH OLICHKHU pe3yyipTaTta

Koopmunuposats paboty odpuca (mpuéMHoi
PYKOBOJUTEIS), OPraHU30BbIBATH IIPUEM
[OCETUTENIEN

Ka4eCTBO BBINIOJIHEHHUS TEXHUYECKUX (QYHKLUI ceKpeTaps 1o
obecreyeH 0 U 00CTyKIBaHIIO PabOTEl pyKOBOAUTEIS
OpraHU3alH, IOAPa3AEICHNUs; UCIIOIb30BaHHE
OpraHU3aI[HOHHOMN TEXHUKH U CETEBBIX PECYpPCOB IS
obecrnieueHus MPOoheCCHOHATBHOMN NeSTeIbHOCTH; YMEHHE
OPraHU30BBIBATH paboyee MECTO CEKpeTaps M PyKOBOIUTEINS C
yuéToM TpeboBaHHi 6€30IaCHOCTH U SPrOHOMHKHU

Ocy1ecTBiATh TeNleOHHOE 00CITyKUBaHUE,
NPUHUMATH U NepeaBaTh (GpakCUMUIbHbBIE
co00MEeH!

OLIEHKA HaBHIKOB BeJCHHUS TeJIeOHHOTO 00CITyKUBAHUS,
npuéMa | repeaadd HHhopMaIun o Gpaxcy

Ocy1ecTBIATE paboTy MO OATOTOBKE U
MPOBEIEHHUIO COBELaHUH, 3aCeJaHUH,
JICJIOBBIX BCTPEY, NPUEMOB U NPE3CHTALUN

OILIEHKA HABBIKOB MOJArOTOBKY Y IIPOBEEHHUS JEIOBBIX
MEPOTIPUATHIA, 00CITyKUBaHUS COBEIaHU U 3aceqaHHi
PYKOBOOUTEIS

OcyIiecTBIATh TOATOTOBKY JAEJIOBBIX
Moe3/10K (KOMaHIUPOBOK) PYKOBOIUTEINS U
JIPYTHX COTPYIHHKOB OpraHU3aLUH

OCYIIECTBIIEHHE MOATOTOBKH JEJIOBBIX IMOE310K
(KOMaHIMPOBOK) PYKOBOAMTENS ¥ APYTHX COTPYJHUKOB
OpraHu3aIHH

OpFaHHSOBBIBaTB pa601{ee MECTO CEKpeTaps
1 PYKOBOOHUTEIIA

OLIEHKA YMEHHI OpraHH30BBIBaTh pabodee MECTO CEKPETaps U
PYKOBOJIUTENS ¢ y4&TOM TpeOoBaHUI 6€30I1aCHOCTH U
SPrOHOMHKH
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