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IHHOSICHUTEJBHAS 3ATIUCKA

Ilporpamma mpodeccHoHanbHOro obydenust «CekpeTapb pPYKOBOIUTEIS
HalpaBileHa Ha (JOPMUPOBAHHME y CITyIIaTelel NPO(eCcCHOHATBHEIX 3HAHUH, YMEHHU
M HaBBIKOB 10 mpodeccun «CekpeTapb pPyKOBOIUTENS» B pamkax 6 YpOBHS
KBAIU(UKALUA BHAA NPODYECCHOHATIBHON esaTenbHOCTH «OpraHU3alMoOHHOE |
JAOKYMEHTAlMOHHOE  O0eclieyeHWe  YNpaBl€HHs  OPraHM3alMsAMH  JIHOOBIX
OPraHM3alIOHHO-NIPABOBEIX  (OpPM», IPETYCMOTPEHHOTO  MPO(heCcCHOHANBHBIM
crapgaproM «CHenuanucT IO OpraHM3aIMOHHOMY U JIOKYMEHTAI[HOHHOMY
00ecneUYeHHIO YIIpaBIeHHs OpraHu3allie».

Ieas ob0yvenus ciymareneidl B KOHTEKCTE NaHHOM HPOrPaMMBI COCTOUT B
hOpMHUpPOBaHMM TIPO(ECCHOHANLHON KOMIETEHTHOCTH CEKpeTaps PyKOBOIMTENS B
paMKaX MpoGecCHOHANBHOTO cTaHAapTa «CIELMAIMCT 10 OPraHM3aLHOHHOMY |
JIOKYMEHTAIlHOHHOMY OOECIIeUeHUIO YIpaBleHUs opraHu3alieil» ¥ UCIOIb30BaHMU
B IIEATEIBHOCTH TEXHONOIH, Hauboee 3((eKTUBHBIX Ui €r0 peanr3alii.

C y4eToM mpodecCHOHANBHBIX MOTPEGHOCTEH CeKpeTaps PyKOBOLHMTENS B
IporpaMMe IPEe/CTaBIeHbl B4 BAapUATHBHBIX MOIYNS: 0OiienpodeccuoHaNbHbIH
npogeccronanbHbii. OGIIenpoheccHORANbHbIE UK NpeiHa3HAYeH 1A 6a30BOil
npodecCHOHaATBHON IIOATOTOBKH, IIpodeccuonansHbIi MOZYIIb -
CICHHANN3UPOBAHHAA YacTh MPOTPaMMBbl JAJA HpHOOpeTeHHs MpodeccCHOHATbLHBIX
3HAHHA W yMeHWH, HEOOXOIMMBIX Iy  peaH3alHu IIpo(eCcCHOHANBEHOMN
JeATEIBHOCTH CeKpeTaps PyKOBOIUTEIIS.

B cozepxaHHH IpOrpaMMel MpodecCHOHANBHOTO 00ydeHHs 10 IpodeccHu
26341 «Cexperapb pyKOBOAMTEJS», B COOTBETCTBHH C KpanuduxanuoHHem
CIIPABOYHUKOM NIOJDKHOCTEH PYKOBOIMTETIEH, CNEIMANNCTOB M APYIHMX CIYKAIHX
(yreepxnen IMocranoBnennem MurTpyna P® or 21.08.1998 Ne 37 ¢ M3MeHEHHSIMU
or 12.02.2014), npodeccronansubv cranmaprom 07.002 OTpaKeHBI ACTICKTEI
NPOYECCHOHAIBHOH KOMIIETEHTHOCTH CEeKpeTaps pyKOBOJMTEINS, HEOOXOMUMBIE IS
BBIIOJIHEHHA ~ pabOTBl [0  OPraHM3ALMOHHO-TEXHHIECKOMY  OOECIIeUeHHIO
aIMHHUCTPATUBHO-PACHIOPAAUTEIBHON JIEATEIBHOCTH PYKOBOJMTENS OpraHH3alliH,
NPEANpHUATHs €3 H3MEHEHUS YPOBHs 06pa30BaHHUs.

O6nexThI NpodeccHOHATLHO eI TeILHOCTH:

JOKYMEHTHPOBaHHas MH(OpMars;

IPOILECC TeXHUYECKOro 00CIyKUBaHUS paGOTEl PyKOBOIHATENS;

OpraHM3alloOHHAs TEXHHUKA.

Bujibl mpodeccHoHANLHOMN JesTe/IbHOCTH, HA KOTOPHIE OpPHEHTHPOBaHA
IIporpaMma:

HH(QOPMAaIFOHHO-TOKYMEHTAI[MOHHAS AeSTebHOCTE;

OpraHU3allMOHHAA OeSTEIbHOCTE.

CormacHo npukasy MurKCTepeTBa Tpyha M coupansHOi 3ammTsr PO oT
06.05.2015 Ne 276m «O0  yTBepXIeHWH TPOGECCHOHANBLHOTO —CTaHIAPTa
«CrenyamicT 10 OpraHM3alMOHHOMY U JOKYMEHTAllAOHHOMY 00€eCIIe4eHUI0
YIIpaBII€HUsl OpraHU3aIlie ONpeeICHb:
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06GOOIIeHHBIe  TPYAOBBIE  (QYHKIHH (OT®) -  Op2aHU3AYUOHHOE,
JOKYyMeHmAayuoHHoe U ungpopmayuonnoe — obecnedenue OeamebHOCU
PYKOGOOUmMens op2aHusayuy, ypoBeHb kBambukamn 6; xox C;

tpynossie Gyuxun (TP):

oKa3aHue NOMOWU pYKOBoOuUmento 6 NIaHuposaHuu paboue2o 8peMeHu
(C/01.6),

nnanupoeanue pabouezo OHsL CeKpemapa (C/02.6),

opeanu3ayUsA menegoHHbIX Nepecosopos pyxoeodumens (C/03.6),

op2aHu3ayus KOMaHOUpoeox pyrosooumens. (C/04.6),

opeanusayus pabomel ¢ HOCEMUMENIMU 6 NpuemMHOl  pyKO8OOUmens.
(C/05.6),

opeanu3ayus. NOO2OMOBKY, npoeedenust U 0OCTYHCUBAHUA KoHGhepeHmHbIX
meponpusimuti (C/06.6),

opeanu3ayus UCNONHEHUS. PEWEH U, OCywecmenenye KOHmMpoi UCNOTIHEH U
nopydeHuti pyKkosooumerns (C/07.6),

opeanuzayua U noooepicanue yHryuonansHozo pabouezo NpocmMpancmea
npuemHoti u Kabunema pyKosooumens (C/08.6),

paspabomKa NOKANbHEIX HOPMAMUBHBIX AKMOS, peznamenmupylouux pabomy
cexpemaps (C/09.6),

cocmasnenue u ogpopMmieHUe YPAsNenyeckot QOKyMeHmayuu (C/10.6),

opeanusayus pabomsl ¢ OOKyMeHmMamu 6 npuemnoil pykosooumens (C/1 1.6),

opeanu3ayus XpareHus OOKyMeHmMos 6 npuemHoti pykogooumens, ( C/12.6),

obecneuenue pykosooumens ungopmayuen (C/13.6),

opzanuzayus.  UHHOPMAYUOHHOZO g3qumodeticmeus —~ pykogooumens ¢
noopasdeneHusMU U OONIHCHOCIHBIMU JUYAMY Op2aHU3AYUL (C/14.6),

ypOBeHb KBaTHGUKAIKH 0.

BBITyCKHUK, OCBOMBILME IPOrpamMmy npodeccuoHaIbHOro  00y4eHus,
noJDKeH OBITh IOTOB K npoQeccHOHANbHOM AEATENBHOCTH IO npodeccun 26341
«CexpeTapb pyKOBOIHTEIs» B KA9€CTBE CCKPETapA PYKOBOZHTENS 3 KaTeTOPHUH.

PaspaboTanHas mporpamMma oTBevaeT OCHOBHBIM TpeOOBaHUAM,
IpeIbABNSEMBIM K IporpaMmam  JIOTNOJHHMTENBHOTO po(hecCHOHAIBHOTO
o6pa3oBaHus.

IInanupyemMbie pe3yabTaThbl o0y4eHHs:

ByayT 3HaTh:
Bl JOKYMEHTOB, HX Ha3HAYCHUC
Bumel HOMeHKnaTyp, obmme TpefoBaHHA K HOMCHKIATYPS, METOJMKa €€
COCTaBIEHHS ¥ OQPOPMIICHUS
["paMMaTHYecKie NPaBUiIa PyCCKOTo A3bIKa
IleficTBytolnye  MpaBOBBIC  aKTHL HOPMATHUBHO-METOMYECKHEe  [IOKYMEHTEI,
rOCYapCTBEHHEIE ~CTaHJApThI, OMPEC/IAIOLINE MOPSIJIOK  JTOKyMEHTaI[MOHHOTO
obecrieueHust yIpaBiIeHH



WHCTpYKUMK 1O [ENONpPOM3BOACTBY U APYIHMM JIOKANBHEIM HOPMATHBHBEIM aKTaM,
YCTaHABIIHBAIOLIUM IOPSIOK PeaM3alliy YIPABICHIECKUX MPOLEYD

Mcrounnky, BUEI, KTAaCCHYUKALMIO yIPABIeHIECKOH HH(OpMAIT

Kommieke  opraHM3alMOHHO-TEXHMYECKAX MEpOIPHSATHH [0 TOArOTOBKE H
MPOBEJICHHIO COBEILAHUI 1 TIEPETOBOPOB, B TOM YHCIIE MEXKIYHAPOIHbIX

Meroauky oT60pa HCTOUHHKOB HHGOPMALIUH

HopmaTuBHBIE — NPaBOBble  aKTE,  HOPMATUBHO-METOAMYECKHE  JOKYMEHTEI,
FOCYIapCTBEHHBIE CTaHIAPTBI, ONpEENSIOIUe IOPSJIOK JIOKYMEHTAlMOHHOTO
obecrieueHus ymnpasieHus

Obume TpeGoBaHKA K CpPOKaM HMCIIOJIHEHHS TOKYMEHTOB M KOHTPOIBHEIM byHKIIHEIM
CILy>KOBI JOKYMEHTAI[HOHHOIO 0becreyeH s

OCHOBBI aJIMHHHMCTPAaTHBHOTO IpaBa M TPYJOBOIO 3aKOHOLATENBCTBA PoccHiickoii
Deneparuu

OCHOBBI TOKYMEHTHO JTMHIBHCTHKH

OcCHOBBI HANKCAHUS pede U TOKIAN0B PYKOBOIUTETS

OCHOBBI ~ NpaBUIIBHOH OpraHMW3alMd TPyJa M  METOABl TOBBIIIEHHS €ro
addexkTHBHOCTH

OcHOBEI yIIpaB/ieHHS BpeMeHeM

OcCHOBBI 3prOHOMHKY 0(Hca U QIOPUCTHKU

Ocobernoctd  odopmieHns —IUTaHMpOBIMKA (Ha DIIEKTPOHOM H  OyMakHOM
HOCHTEJISIX)

Ocobennoctu hopMupoBanus 6a3 JaHHBIX B OpraHH3aIMH

OcobeHHOCTH HOPMUPOBAHIS BHELIHUX U BHYTPEHHUX HHMOPMALMOHHBIX TOTOKOB
Ilopsimok paboTe! ¢ JOKYMEHTaMH, CXeMBI JOKYMEHT0060poTa

ITopsIoK IOATOTOBKHM U IIPOBE/IEHHUS KOMAH JUPOBOK

Hopsimox opopMIeHHs JOKYMEHTOB [l KOMAHAMPOBKH ¥ OTYETHBIX JOKYMEHTOB I10
KOMaHAUPOBKE PYKOBOIUTEILSI

Ilopsnox ¢opmupoBanms U odopmieHHs el C  yKasaHHeM CHEeM(PUKH
(pOpPMHPOBaHMS OTHETBHBIX KATETOPHUIL 1en

IIpaBuna BeeHNs, MOATOTOBKA ¥ OQOPMIEHHMS IIPOTOKONA W APYTUX JTIOKYMEHTOB,
CO3/1aBacMBIX B IIPOLIECCe MOArOTOBKM KOH(DEPEeHTHOrO MEPOIPHATHUS

IlpaBuna B3auMoneHCTBHA C NapTHepamM, KIMEHTAMH, CPEICTBAMH MACCOBOI
UHQOpMaUu

IIpaBuia BEIIa4H U HCIIONB30BAHUS JOKYMEHTOB M3 C(OPMUPOBAHHBIX AT

I[IpaBuia nenxoBoro o0IeHuUs, AEI0BOr0 STUKETA

IIpaBuia JOKYMEHTAIIHOHHOTO 00ECTIEYEH S IeATeIBHOCTH OPraHH3AINY

IIpaBua 3aUTEl KOHGUIEHIHAIEHON CITy)e6HOH HH(pOpMALHHU

IIpaBuna OpraHu3aluy KOHTPOJS HCIOJNHEHHS IOKYMEHTOB W THIIOBHIE CpOKH
HCIIOJIHEHUS JOKYMEHTOB

IIpaBuia OpraHu3aluu IpHeMa IIoceTUuTeNel, IprueMoB B odrce

IIpaBuiia IOArOTOBKY U NIepPefady Il B aDXHB OPraHU3ALHN

I1paBuia oANuCaHus ¥ YTBEPXKIEHUS JJOKYMEHTOB



[IpaBuia TPUICOTOBIEHHS W IIOJAYd TOPSYMX HAIUTKOB H 3aKyCOK K HIM,
CcepBUPOBKH gaiiHoro (kogeitHoro) croia

TTpaBuiia mpoBeJeHHs [IEIOBBIX TIEPETOBOPOB

[IpaBuia pe4eBoOro THKETa

TIpapuiia COrJIacoBaHUs JOKYMEHTOB OpraHu3alliy (BHYTpPEHHETO U BHEIIIHETO)
[IpaBuna COCTAaBIGHHsS aHAIMTHIECKUX CIIPaBOK IO opraHm3aliy paboThl C
JOKYMEHTaM¥ ¥ KOHTPOJIFO HCIIOTHEHHS JOKYMEHTOB

[lpaBuna  cOCTaBlIeHH  H odopMieHHs ~ HMHPOPMAIMOHHO-CIPABOYHEIX,
yIpaBIeHYeCKUX JOKyMEHTOB H CITy>KeOHBIX IIHCEM

TTpaBusa COCTaBIEHMS OPTraHM3ANMOHHBIX NOKYMEHTOB (monOXKeHNH, HHCTPYKIUH,
perjiaMeHTOB)

[IpaBuia yCTAHOBNEHHsS KOHTAKTa, IOJIEPXKAHHMi W PasBATHA MEKITHIHOCTHBIX
OTHOILIEHHH

[IpaBuia XpaHeH:s [ell, B TOM YHCIIe C TOKyMEHTaMU OTpaHIieHHOTO nocTyna
[IpaBoBElE OCHOBBI yIpaBieHWs (OCHOBBI aAMHHMCTPATHBHOIO, TPYIOBOIO H
rpakIaHCKOIO IIpaBa)

[TpUHILUITEI ¥ PABHJIA [ITAHAPOBAHU pabodero BpeMeHH

I[TpuHIHIIBL, CIIOCOOB! HH(YOPMHUPOBAHKS COTPYAHUKOB

PyKOBOIAILMM COCTaB OpPraHMU3aIHy 1 €€ noipa3aeieHuH

CHcTeMBI JIEKTPOHHOIO TOKyMeHT0000poTa

CoBpeMeHHbIe HHPOPMALIMOHHBIE TEXHOIOTHH paboTEL ¢ JOKyMEHTaMU
CoBpeMeHHBIe HayYHBIE METO/bI U TEXHUIECKHE CPE/ICTBA, criocobeTByOIIKE cOOpy,
o6paboTke, COXpaHEHHIO U IIepeaate uHGOPMAITHOHHEIX TOTOKOB

CocTaB BHEIIHUX HHOOPMAIIHOHHBIX IOTOKOB

CocTaB BHYTPEHHIX HHPOPMAIMOHHBIX IOTOKOB

CocTaB OpraHU3alMOHHOM TEXHUKH, €€ YCTPOHCTBO U IOPANOK paboTHI C HEMH
CocraBlieHHe CMEThI pacXol0B

CrenuhHuKy OCHOBHOH [IeATe/IBHOCTH OpraHu3aluy

CraHmapThl ¥ peKOMEHIAIUH TI0 000pyI0BaAHHIO O(GUCHBIX IOMENIEHUH

CTpyKTypy OpraHM3al[iH, IOPAIOK B3aMMOJIEHCTBIS TIO/PA3NeeHuit U CIyxO,
pacmpenenene  QYHKOMA — MeXITy — CTPYKTYyPHBIMH noApa3feieHusIMA U
CIIEI[HaICTaMH

CTpyKTypy OpraHH3allid, PYKOBOJACTBO CTPYKTYPHBIX nofipasaeneHuii, o6pasiel
MOJIIMCeH JIAI, UMEIOIMX [PaBO TOMNMKMCAHWUS M YTBEPKACHHA HOKYMEHTOB, H
OrpaHHYEHHUS UX 30H OTBETCTBEHHOCTH

TenedoHHbIE KOHTAKTHI PYKOBOIUTEL

TpeboBaHus OXpaHbl TPYIa, IIPOM3BOJICTBEHHOM CaHUTapHH, IIPOTHBOII0XKAPHOM
3aIIUTEI

Tpe6oBaHus, HpelbsBIAeMble K JTOKYMEHTaM B COOTBETCTBUH C HOPMAaTHBHEIMH
aKTaMH{ ¥ TOCYJAapCTBEHHBIMU CTaHIapTaMK

TpeGoBaHus, NPEIBSIBIACMBIC K yIIpaBlieHdecKoi HHpOopMalH



YIIpaBIeHYeCKyI0 CTPYKTYypy OpraHM3allid, PYKOBOACTBO OpPTaHH3aIMM, OOpasibl
MOJNHUCEH PYKOBOISIIMX COTPYAHUKOB, KPYT HX [IOJHOMOYHM ¥ OrpaHMYEHHUS UX 30H
OTBETCTBEHHOCTH

DOpMBI TIPEIOCTaBIEHHS YIIPABICHIECKOH HHPOPMALIUK

DyHKIMM caMOMeEHEHKMEHTA

DyHKUMH, 3a/1a9H, CTPYKTYPy OPTaHU3ALMH, €€ CBS3HU 110 BEPTUKAIM U TOPH30OHTAIH
OTUKy IeToBOro O0LIEHHS

OTHKET M OCHOBBI MEXIyHapOIHOI'O IIPOTOKOJIA

OCHOBBI 3KOHOMMKH OTPACIIH, OPTaHU3AIHH;

OcHOBHBIE aCIEKTHI Pa3BUTHA OPTaHM3ALWM Kak XO3SHCTBYIOIIEro cyOBeKTa B
PBIHOYHOU 3KOHOMHKE;

BynyTt ymertn:
AHaIHM3MpOBaTh IPUYHHEI HEBLITOIHEHHUS 3312y
BBogute B maMaTh KOMIBIOTEpA 3IEKTPOHHBIE 00pa3bl JOKYMEHTOB
BBOIUTE HOBEIE aHHBIE B CIIPABOYHO-UHPOPMAI[MOHHBIE CHCTEMEI
Bectr IHEBHUK (Ha 3MEKTPOHHOM H /UK 6yMa)KHOM HOCHTENE)
Bectu jxypHana npeaBapuTeIbHOM 3aMUCH Ha TIPUEM
Bectu u wucnone3oBaTh B paboTe 0asy JaHHEIX TeleOHHBIX KOHTAKTOB
PYKOBOIUTEJIS, CPOKOBYIO KAPTOTEKY
BecTy y4eTHbIe PerHcTpalMOHHEIE (POPMBI, HCIIOIE30BATh UX 718 HH(POPMALHOHHON
paboThl ¥ paboTEI IO KOHTPOITIO UCIIOHEHHUS PEIIeH i PYKOBOATENS
BHocuTs uH(OpMAITHIO B IITaHUPOBIIKK (OpraHaisep)
BeiGupath  onTHManbHBIE CHOCOOBl WH(GOPMHPOBAHMS HAPTHEPOB, KIHEHTOR,
NOCETUTENEH, PYKOBOAWTENEH MOAPA3AENeHHi U COTPYAHHKOB O IIAHUPYEMbIX
MEPONPUATHAX, MECTO M BpeMS IIPOBEICHUS MEPOTIPHATHS
Bribupats onTUMaNBHEL PUTM paGOTEI
O¢opmyiATh KOMAaHIMPOBOYHOE YyNOCTOBEPEHHE X €r0  pEerucTpoBaTh  IIPH
HeoOXO0IUMOCTH
JloBeuTs 10 cBeneHus pabOTHUKOB OpraHU3aIuK PACTIOPSIKEHHH PYKOBOIUTEIIS
JloxyMeHTaIbHO 0(OPMIISTS PEIEHHS PYKOBOJUTEIS
JIOKyMeHTHpPOBAaTh ~pasHblE 3Tambl IPOLEAYPH MOATOTOBKH M  IIPOBEJEHHS
KOH(EPEHTHOI'O MEPOTIPHATHS
3aKasplBaTh  KENE3HONOPOKHBIE M aBHAOGHIIETBl, TOCTHHHII, TPAHCIIOPTHOE
obecrieueHue pyKOBOAUTEIS
3aKynarh KaHLeNIpCKHe TOBApEHl, TMITHEHWYECKHE TOBAPHI, HMPOIYKTH I[HUTAHHUS W
IPOJYKTHI Ui obecnieyeHus Kode-mays
MHQOpMUPOBaTE PYKOBOIUTENA O pPErllaMEHTE HAMEYEHHBIX MEPOIpPHSTHH, 06
0OpaIleHusX COTPYIHUKOB IT0 paGourM U JTHYHBIM BOIIPOCAM
Hcrions30BaTh HOMEHKIATYpy Jiel [PH H3YyYeHWH CTPYKTYphl OpraHH3aIliy,
COCTaBJIEHMH ONHUCEH Ael
HWcnone30Bate cpeacTBa KOMMYHHKALMM IS OOECIIeUeHMS B3aMMOJEHCTBHS C
PYKOBOJHUTENIEM BO BPEMs €T0 [EI0BOM [10€31KU

6



VCIIONIb30BaTh TEXHAUECKHE U IIPOrPaMMHEBIE CPEICTBA JUIA IPOBENEHUS FOIOCOBOH
WIIA BUZIE0-KOH(DEPEHI-CBA3H

MHOrOKpaTHO HCIOJIB30BATh IOTYYEHHYI0 HH(OPMAIHIO, MOCTOAHHO OOHOBIIATE
TTaHHBIE

O6ecrieanBaTh 0E€30MacHOCTh  JESTENbHOCTH — OpraHW3anmuy, B TOM — HHCIC
HHGOOPMALIMOHHYIO

O6ecrieunBaTh KOM(GOPT YYACTHUKOB KOH(EPEHTHOTO MEPONPHATHS, IIOMOTaTh B
BOIIPOCAX IPOKUBAHHS, TPAHCTIOPTHOTO OOecIeyeH s

O6ecreurBaTh KOHQUICHIWATEHOCTh B NPHEMHOH M KaDMHETe PYKOBOXHMTEIL,
COXpaHATh KOH(QHUACHIHATEHYIO HHPOPMALHIO B TAHHE

O6ecreunBaTh OIEPaTHBHOCTE HHPOPMAI[HOHHEIX IOTOKOB

OGecreunBaTh paboTy odrica BO BpeMsl OTCYTCTBUS PyKOBOAUTEIS

Ob6ecrmeunBaTh COXPaHHOCTh JOKYMEHTOB OpraHU3alUuK

OGopynoBaTh pabodee MECTO OPITEXHHUKOH, II€PCOHANBHBIM —KOMIIBIOTEPOM,
BCIIOMOTATEIbHON TEXHUKOM

O6pabaTeBaTh JOKYMEHTEI M MaTepUAIbl 110 Pe3yIbTaTaM [Oe3KH PyKOBOMUTEIIs
OmnpeaensaTh MPUOPUTETHOCTh M OYEPEJHOCTH BBIONHEHUS pabot U 3 EeKTHBHO
pacrpezeniTs pabodee BpeMs

OpraHH30BaTh 00CIY)KUBAHHE PYKOBOLUTEIIA M €r0 IENOBbIX apTHEPOB B oduce
Oprasuszosats 0(OpMIeHHE HHTEPbepa IPHEMHOH PYKOBOIUTEN]

OpraHn30BaTh OATOTOBKY MPE3HIMyMa i pabodrX MECT yIaCTHHKOB
OpraHu30BbIBaTh U 00€CTIeYHBaTh TUYHBIC KOHTAKThl PyKOBOIUTEIA

OcymiecTBISTh TOBCEAHEBHBIM yXOJ[ 32 KONHPOBAJBHBIM allapaToM, 3aMeHy H
XpaHeHHe KapTpHIKeH, TOHEpa

OCyILIeCTBIATS [POBEPKY JOCTOBEPHOCTH, IONHOTEI W HEMPOTHBOPCYHBOCTH
TAHHBIX, UCKITIOYeHHe AyOIHpoBaHus HHOOPMAIH

OcyLIecTBIAT, PETUCTPALHIO, HAKOIUIEHWE M Iepefiady, CHCTEMAaTH3HPOBAHHOS
XpaHeHWe U BeIady HHGopMaluy B Tpebyemoii hopme

OcymiecTBiaTh cOop, 00pabOTKy U aHAIU3 WHGOPMAIMA B COOTBETCTBUU C
TpeGOBaHMAMH  KPATKOCTH,  9ETKOCTH  (OpMYIMPOBOK,  CBOSBPEMEHHOCTH
[IOCTYIUIEHHs, TOYHOCTH U JOCTOBEPHOCTH, ONTHMAJBHOCTH CHCTEMaTH3AlHH,
HeIpepLIBHOCTH c6opa i 06paboTKK WHPOpMAIUK

OdOpMIIATE aBAHCOBbIE OTYETHI PYKOBOIHUTEIs, KOMaHIHPOBOTHBIC JOKYMEHTEI
OchopmIATh KaccoBsle GUHAHCOBBIE TOKYMEHTBI H JOKYMEHTSI 110 yH4eTy HaklaJHBIX
pacxonoB

[lepeHanpaBisTh OTAENbHBIE Tene(OHHBIE 3BOHKH 3aMECTUTENM PYKOBOIUTEI,
IpYTUM COTPYAHUKAM

[TeuaTath ciry)eOHBIE JOKYMEHTOB M IpYTUe MaTepUalbl

[ToAroTaBnuBaTh H 0O0OPYHOBaTH CTON IpPe3UAMymMa U pabodme MecTa y4acTHHKOB
coBelanus (3acemanus)

[ToArOTOBUTE JOKYMEHTEI UL PACCMOTPEHHS PYKOBOJUTEIEM

[TOArOTOBHUTE JOKYMEHTEI K IIO€3/IKE PYKOBOAUTEILA

IToArOTOBUTE JOKYMEHTHI Ha MOTyYeHHE BU3bI, 3aTPaHUIHOrO0 IacropTa
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IToaroTOBUTE MPOEKT NPUKa3a O CIIyKeOHONH KOMaHJUPOBKE

[ToATOTOBUTE NPOEKT CIyKeOHOTO 3a/1aHUs PYKOBOIUTEII

[TommepKUBaTh UMUK OPTaHU3aLUH

[JomygaTs HeoOxomuMmyro HWHGOpPMALMIO U IepeaBaTh CAHKIHOHUPOBAHHYIO
HH(OPMALIHIO 110 TenehoHy

ITonp30BaThCS 3IEKTPOHHOM OYTON

[IpuMeHATs HMHQOPMAIMOHHO-KOMMYHHMKAIIMOHHBIE TEXHONOTHH i PalOThIl ¢
JIOKYMEHTaMH

[IpumeHSTH cIIOCOOBI IETOBOTO OOITIEHHUS

IIpparMaTe MepBl 10 COXPAaHEHUI0 KOMMEpPYEecKOM TaWHBI B XOAe IIpHeMa
TIOCeTUTEIeH U X HaXO0XIEHHS B IPHEMHOM U KaOMHETe PYKOBOIUTEIIS

IIpoBepsATh OOCTOBEPHOCThH, IOJHOTY M HENPOTHBOPEYMBOCTh JAHHBIX, MCKIIOUATH
oyOnupoBaHue HHGOpMaIUU

ITpoBepsTH UCTIONHEHHS TOPYYEHUM PYKOBOIUTENS B YCTAHOBIICHHBIH CPOK
IIpou3BOANUTE MOATOTOBKY A€ [UIs TIepe/ladui B apXUB

[Ipon3BOOUTE IOMCK HHGOPMAIMM B CYLIECTBYIOIIMX 0a3ax MaHHBIX, BECTH
MH(QOPMAIMOHHO-CIIPABOYHYI0 paboTy Ha OCHOBE PpAa3NUuYHBIX KOMOHHAIHWiA
IIOMCKOBBIX IIPH3HAKOB

Pacmpenenates paboyee BpeMs (Ha 1eHb, HEJEIIO, IEPCIIEKTHRY )

PaccTaBisiTh IPHOPUTETHI, BEIIENATE BAXKHOE M CPOYHOE

Peructpuposars NOCTynamIye B IPHEMHYIO TeledOHHBIE 3BOHKH

PenakTupoBaTh TEKCTHI CIIyKeOHBIX JOKYMEHTOB

CobupaTb TEKCTHI JOKIAJIOB H IIPOEKTOB UTOTOBEIX JOKYMEHTOB Y JOKJIAIYMKOB
CrinaxxuBaTh KOH(DIUKTHBIE U CIIOXKHBIE CHTYAITMH MEXIHYHOCTHOIO OOIIEHUS
CepBupoBath 4ailHbIH (Ko(eHHbIH) CTOI BO BpeMs IIPOBeAeHus Ko(e-rays3
CobimronaTs IpaBmIIa JeJ0BOTO 3THKETA U [IPOTOKO/IA

CobGmoaTh CiryKeOHBIA STHKET

CornacoBaTh TeneOHHBIE MEPErOBOPEI, BCTPEYM U MEPOIPHATHS C MApTHEPAMH,
KIIHEHTaMH, PYKOBOZAHUTEIIMH [10Apa3ieTeH I U COTPYIHUKAMH

CocraBnaTe  TIPOEKTHl  paCIOPSOUTENbHBIX  (MPUKA3sl,  PACIOPSDKEHMS) H
HH(QOPMAIMOHHO-CIIPABOYHEIX ~ JOKYMEHTOB  (CIy)keOHble IIHMCbMa,  CIIPaBKH,
JOKJIaHbIe U CIIy)KeOHbIe 3aTIUCKH)

YUHTEIBaTh IICUXOJIOIMYECKHUEe OCOOCHHOCTH IHYHOCTH [IPU Pa3iIM4HBIX BHOAX
Ipo(ecCHOHAIBEHOT0 00IIeH s

DopMHUPOBATh pe3ePB BPEMEHH JUIsl HeMpPeABUIEHHBIX CUTYAIHHA

®opMHpPOBaTE U OPOPMIIATH JeNa B COOTBETCTBHH C YTBEPKICHHON HOMEHKJIATY PO
7ie]l OpraHu3aliK

[IpyMeHATE 3KOHOMHYECKH OOOCHOBaHHBIE BHUABI paboT W MPHEMBI OpPraHU3aLUH
TpyJa IpH 0O0CITy)KHBaHUH pabOTHEl PyKOBOAUTENSI OPraHU3allMH MM CTPYKTYPHOTO
MoApa3/IeIeHHUS.

Byayrt Baagers:
HaBbeikoMm y4eTa JOKYMEHTOB, ITOCTYHAIONTHX HA HMS PYKOBOLHUTEIIS
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HageikaMy paboTBl € BXOMAIICH, MCXOAIIel, BHyTpeHHe# NOKyMeHTalueH, ¢
mH(GOpMaIHei 0 KOHTPOIIO, CUCTEMATU3ANH €€ 1 TIPEICTABIECHNSA B BUA/Ie CBOJHBIX
JOKYMEHTOB

Haprikamu pabOTEI CO BCEH COBOKYMHOCTBIO MHGbOPMAIMOHHO-T0KYMEHTallHOHHBIX
pecypcoB OpraHu3aluy

HaBLIKaMyi OKA3aHHUs IIOMOINHM PYKOBOAMTENIO B pAaCIpelleleHHH €T0 pabouero
BpeMeHH, OTIOBENIeH s PAOOTHHKOB O MPeCTOAIINX MEPOTIPUATHIX

Happikamu  BeleHus — MH(OPMALOHHO-CTIPABOYHOH paboTsl,  IPOTOKOJA
MEPOIIPUATHS

MeTonamu 06paboTki HHGOPMANKK C MPUMEHEHHEM COBPEMEHHBIX TEXHUYECKHUX
cpeficTB KOMMYHUKAIMI 1 CBA3H, BBIUUCTHTEIIEHON TEXHUKA

HaBpIkaM¥ I0Jb30BaHus 6a3aMHy JaHHBIX, B TOM THCJIE yAaTICHHBIMU 6azamMu JTaHHBIX
HaBBIKaMy [10J1530BaHKS IIAKETOM (TeKCTOBBINA PENaKTop, TaOTHILIB])

HaBBEIKAMHY HCIIONB30BaHHS IEpUGEPHIAHEIX YCTPOHCTB M OPTTeXHUKH

CrcTeMaMy  SIEKTPOHHOTO JOKYMEHTOOOOpOTa Ul  PeriCTpalii, KOHTPOILA
JIOKyMEHTOB H uH)OPMATIMOHHO-CIIPABOYHON PabOTHI ¢ IOKYMEHTaMH

HaBBIKaMH 110 pa3pelieHHI0 KOHQIUKTHBIX CUTyalui

Pe3ysnbraroM OCBOEHHs IIPOrpaMMbI Ipo(eCCHOHATBHOIO MOAYIA ABISETC
oBNIaieHHe O00y4aroIIMMHUCS BHAOM NpOQECCHOHANBHON NeATEIBHOCTH CEeKpeTaph
PYKOBOZWTENA, B TOM YHCIEC npodeccuonansupiva  (1IK) H obmumu  (OK)
KOMITETEHIIUSMH:

OK.1. TloHMMaTh CYIIHOCTH M COLMATBHYIO 3HaYMMOCTh cBoel Oynmyuien
npodeccu, IPOABIATH K HEH yCTOWYMBBIM HHTEPEC

OK.2. OpranHu3oBbIBaTh COOCTBEHHYIO NEATENBHOCTH, OIPEACIATH METOABL M
CII0cO6BI BBITTOIHEHMS IPO(ecCHOHANIBHBIX 3a/1a4, OUCHUBATh HX 5(hGheKTUBHOCTD U
Ka4eCcTBO.

OK.3. Pemars mnpoGneMsl, OLEHMBATh PHUCKA M TPUHUMATH PCIICHAT B
HeCTaHAapTHBIX CUTyalniaX.

OK.4. OcyiiecTBIATh IIOMCK ¥ UCIIONIB30BAHHE nHGOpMAaIUH, He0OXOIUMOM IS
[TOCTAHOBKH M pEIIeHHs MNPO(peCCHOHANBHBIX 3a1at, Ipo(ecCHOHANBHOTO H
JTUYHOCTHOTO Pa3BUTHSL.

OK.5. Vcronb30BaTh MHPOPMAIMOHHO-KOMMYHHUKAIMOHHBIE TEXHOJIOTHH A
COBEpIICHCTBOBAHIS IIPO(ECCHOHAIBHON JIEATEIBHOCTH.

OK.6. PaGoTaTh B KOJUIEKTHBE ¥ KOoMaHJe, 0OecrnednBaTh €ro CIIIOHUCHHE,
3 ()eKTHBHO 0OMATECs C KOJUIETaMH, PyKOBOACTBOM, IIOTPeOUTEIAMH.

[IK.l. IlpuauMars NOCTYNAMOIYI0 HAa  PacCMOTPEHUEC PYKOBOJHUTEIS
KOPPECIIOH/IEHIUIO, TIepefiaBaTh ee B COOTBETCTBHH C IPUHATEIM pelIeHneM B
CTPYKTYpPHBIE TIOJPa3/IeIeHHs] WM KOHKPETHBIM HCIIOTHUTCIAM IUIs MCITIOJIb30BaHUSA
B TIpoliecce paboTsl TMO0 OArOTOBKH OTBETOB.

[TK.2. BecTH [ENONPOM3BOACTBO, BHIMOJNHATE paslMYHBIE OICPALNH  C
IIpUMeHEHHEM KOMIIBIOTCPHON TEXHUKH, TpeaHa3HavYeHHOM JuIa cOopa, 00paboTKy H
TIpeicTaBNEHIs HE(QOPMAIUH TIPH TIOJTOTOBKE 1 IIPHHATHH peleHuH.
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IIK.3. IlpuHuMaTh [OKYMEHTHI M JIMYHBIE 3asBJICHMS HA IOAIUCH
PYKOBOIMTEIIS.

ITIK.4. ITonroraBnuBaTh HOKYMEHTHI U MaTepHaibl, HEOOXOIUMEIE IS paboThI
PYKOBOJIUTES.

IIK.5. Cremute 3a CBOEBPEMEHHBIM DAacCMOTPEHHEM M IIpeACTaBIEHHEM
CTPYKTYPHBIMH IIOApasIEICHUSIMUA M KOHKDETHBIMH HCIIOJIHHTEISIMH NOKYMEHTOB,
MOCTYIIMBIIMX  HA  HCIOJHEHHE, IPOBEPATH  I[IPAaBHIBHOCTE  O()OPMIIEHHS
IIOATOTOBIICHHBIX IPOEKTOB JOKYMEHTOB, IlepefdaBaeMblX pPYKOBOIMTEIID Ha
TIO/IIKCh, 00eCTIeUNBAET KaueCTBEHHOE HX PEaKTHPOBAHHE.

I1K.6. Opranu30BsIBaTh IPOBE/ICHIE TeNe(OOHHBIX IEPErOBOPOB PYKOBOIUTEIS,
3allMChIBaTE B €r0 OTCYTCTBHE IIONYYEHHYI0 HMH(OPMAIUI0 ¥ JOBOLUTH IO €ro
CBEJICHHA €€ COJep)KaHue, INepe/iaBaTh ¥ IPHHAMATh MHOOPMAIMIO T10 IPHEMHO-
IIGPErOBOPHBIM  YCTpOWCTBaM  (Tenedakcy, Telekcy © T.L), a TaKkKe
Tene(pOHOrpaMMbl, CBOEBPEMEHHO JOBOIWTH [0 €ro CBEJEHHS WH(OPMALHIO,
IIOJyYEHHYIO 110 KaHaJIaM CBS3H.

IIK.7. 1lo mopy4eHMIO PYKOBOAMTENS COCTABIATH IHCHMA, 3aIpOCHI, JPYIHE
JOKYMEHTEI, FOTOBHUTE OTBETHI aBTOPAM IIHCEM.

IIK.8. Bemonnars paboTy IO I[IOArOTOBKE 3acefaHHil M COBEIIAHHI,
IIPOBOJUMBIX pyKoBomuTeneM (cOop HeoOXOIMMBIX MAaTepHaliOB, OIOBEICHHUE
YIaCTHHKOB O BPEMEHH 1 MECTe IIPOBEIEHHS, IOBECTKE [THS, UX PETHCTPAl[¥isl), BECTH
4 0OPMIIATE IPOTOKOJIBI 3aCEIaHMi M COBEIaHUIA.

[IK.9. OcymecTBisaTs KOHTPONb KCIONHEHHMS pabOTHHKAMH  H3JaHHBIX
TPUKA30B M PACHOpPSKCHHM, a TakkKe 3a COONIOJEHHEM CPOKOB BBIIONHEHUS
yKa3aHHUH U [OPYYEHHH PYKOBOJUTENS, B3ATHIX Ha KOHTPOIb.

I1IK.10. BecTu KOHTPOTBHO-PETUCTPALIMOHHYIO KAPTOTEKY.

IIK.11. OGecneuuBaTe pabovee MeCTO pPYKOBOOUTENS HEOOXOMUMBIMH
CPeNCTBaMH OPraHM3AlMOHHOHW TEXHUKH, KAHIESIPCKUMH IPHHAIJIEKHOCTSIMH,
CO371aBaTh YCJIOBHUS, CIIOCOOCTBYIOMLIME ero 3()heKkTHBHOM paboTe.

IIK.12 .IlewataTh IO YyKa3aHHIO DPYKOBOIUTENS CIIyXeGHBIE MaTepUalkbl,
HeOoOXOIUMBbIE [T €T0 paboThl, WK BBOAKT TEKYIILYIO HH(POPMALHIO B GAHK JaHHBIX.

IIK.13. Opranu3oBeIBaTh IpUeM IIOCETHTENEH, COMefcTBOBATE OEpPaTHBHOCTH
paccMOTpeHHMs IPOCEO U NIPEATOKEHNH pabOTHHUKOB.

IIK.14. ®opmupoBaTh Jena B COOTBETCTBHM C YTBEPIKACHHOM HOMEHKIIaTypOH,
obecrieurBaTh MX COXPAHHOCTb U B YCTAHOBJIGHHBIE CPOKH CIABATH B apXuB.

1K 15. KomupoBath JOKyMEHTEI Ha MHOKHTENBHOM TEXHUKE.

Ilporpamma mpejcTaBmseT coGOM KOMIUIEKC HOPMATHBHO-METOIHYECKOR
AOKYMCHTAIIMH, DETNIAMCHTUDPYIOIEH COJAEpIKAHWE, OpraHM3alMi0 |  OLEHKY
Pe3yNbTaTOB HOATOTOBKH.

Ilpomenmyii MOArOTOBKY M HTOTOBYK) AaTTECTAllMIO JOJDKEH OBITH I'OTOB K
MPO(ECCHOHANBHOR  NEATENFHOCTH B KadecTBE CEKpeTaps 3-To paspsna B
OpraHu3aliaX (Ha NPEeNPHATHAX) pas3IMYHOM OTPAC/IEBOH HANPaBIEHHOCTH
HE3aBHCUMO OT UX OPraHU3alliOHHO-IIPABOBEIX (GOPM.
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Crnymarenb B Ppe3yjibTaTe OCBOCHHS porpamMMsl  JOJDKEH — 00anath
CIIeAYIOMHUMHE PO(eCCHOHATBHBIMA KOMIICTCHITMAMI.

B obnacTH opraﬁnsauHOHHo-ynpaBJIqueCKoﬁ IIEATETLHOCTH:

- cobTroIeHHE [TPABUI M HOPM OXPaHbl TPYAa (TIK-34);

- 3Hanue TPeOOBaHNH K OpraHU3aluy CEKPeTapeKoro o6cnyxusanms (ITK-35).

[Iporpamma paspaboTaHa Ha OCHOBE HeffcTBYIOIETO  3aKOHOJATENbCTBA
Poccuiickoii ®emepanuu B 00MacTH  MOTOTHUTEIHLHOTO mpodeccHOHaIBPHOIO
o0Opa3oBaHus:

1. MemepanbHOro 3aKOHA «06 obpazosanny B Poccutickon @enepariim) N 273-
@3 B (pen. DeneparbHBIX 3aKOHOB OT 07.05.2013 N 99-®3, ot 23.07.2013 N 203-
@3).

2. Ipukasza MunoOpuayku Poccuu OT 01.07.2013 r. Ne 499 «O6 yTBepXOCHHH
[lopsnka OpPTaHU3ALMH M OCYIIECTBIICHNAS 00pa3oBaTeNbHON [eATENBHOCTH 110
JIOTIOJNHHTEIEHEIM [IPOMECCHOHATEHBIM [IPOrPaMMAaND?.

3. Tlpuka3 MunucTepcTBa TpyAd U connanpHoM 3aumTel PO ot 06.05.2015 Ne
2761  «O6 yTBepXIeHHH TMPOGECCHOHAIBHOrO CTAHAAPTA «CrenuanucTt 1o
OpraHM3alFOHHOMY W JIOKyMEHTAIMOHHOMY obecreyeHn0  yIPaBICHUS

opraHu3aLueny.
4, ®enepalbHOTO rOCYIapCTBEHHOTO 00pa30BaTeIBHOr0 CTAaHApTa CPEAHEr0
npoheccHOHATBEHOTO 00pa3zoBaHus 1o CIIEMAIBHOCTH 46.02.01

«JIoKyMeHTaLHOHHOe 00eCTIeueHAEe YIPABICHUS 1 apXMBOBE/ICHUEY.

5. Tlpukas MunobpHayku Pocchn OT 02.07.2013 Ne 513 «O6 yTBepX/ASHHU
[Tepeunss  mpodeccHi pabounx, JOJDKHOCTeH — CiyXamux, IO KOTOPBIM
OCYIIECTBISIETCS TPO(PEeCCHOHATIBHOS obyueHue».

Ob6vem npozpammut: 330 Jacos.

Dopma peanuzayuu: MOJyIbHAL.

®opma obyuenua: OUHO; OTHO-3209HO; C WCIIOB30BAHHEM JUCTAHIIMOHHBIX
06pa3soBaTeIbHEIX TEXHOTIOTHH.

Pestcum 3anamuii: e Gonee 8 4acoB B ICHb.
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YYEBHO-TEMATUYECKHMH ILIAH

IIporpamma npodeccronansHOro 06y4enus 1o npodeccun:
«Cexkperapb pyKOBOIHTE/IA)

Ilean kypea — GpopmMupoBadue NPodhecCHOHATBHON KOMIETEHTHOCTH ceKpeTaps
PYKOBOAWTENL B paMKaX MOpOQecCHOHANbHOro craHgapra «CHemuaiucT 1o
OpPraHU3allHOHHOMY H JOKYyMEHTALlHOHHOMY obecrieueHnI0 yIIpaBJICHUS
OpraHu3alle» M HUCIONB30BAHUS B  JIESTEILHOCTH TEXHOJIOru#, Hauboee
3} HEeKTHUBHBIX [UIS €T0 peaTH3aliH.

KaTteropun o6yyaempix:
[IporpaMma po(ecCHOHATBHOTO 00yYeH s MpeiHA3HAYCHA [T JIHILL, HKeTAIOIIIX

nprodbpecty mpodeccmo ««CekpeTapb pyKOBOIHTEIS

IIpoao/uKHTeTbHOCTD (TPY/10EMKOCTB) o0y4eHus:
330 akageMHUYECKHMX YacOB. Ins Bcex Bumos ayOUTOPHBIX 3aHATHH
aKaJIeMUYECKUN Yac yCTaHaBIHBACTCS IIPOJODKUTENBHOCTHIO 45 MHUHYT.

®opMbI 00yueHHus:

Ounag (c OTPEIBOM OT paboTHI), OYHO-320YHAs (C YaCTHYHBIM OTPBIBOM OT
pabortel), 3a04Has (6e3 oTpsIBa OT PABOTEI). Ilpu peanmsanuy NporpamMMel IpUMeEHSIETCS
¢opma opranuzanuu 06pazoOBaTENBHOMN AEATENIBHOCTH, OCHOBaHHAs Ha MOJYJIBHOM
HPHHIUIIC NPECTABICHNUs CONEPKaHUsA 00pa3oBaTENbHON MPOrPAMMEl M IIOCTPOCHUS
Y4eOHOro TIaHa, MCIIONB30BAHMHM Da3lHYHBIX 00pa30BaTeIbHEIX TEXHOJOTHH, B TOM
HHCTIe TUCTaHIHOHHbIX 00pa30BaTEeNbHBIX TEXHOIOTH M HIeKTPOHHOTO o0y4eHus.

Pexxum 3amsiTmii: 8 akajeMHUecKHMX YaCOB B JCHb. IIpenycmarpuBaercs
BO3MOXHOCTb OOyYeHHs IO WHIMBHIyaTbHOMY y4eOHoMy mmaHy (taGmuna 1) B
Ipefenax  OCBaMBAGMOH  JIONONHUTENBHOM  MpodecCHOHATbHOM IIpOrpaMMBbI
IPO(ECCHOHAIBHOMN TIEPEIOATOTOBKH.
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Ne HavMmeHoBaHHE y4eOHBIX MOyIEH Becer | B Tom gmcie | DopMEI

/1 0, JeKI | mpakTid | KOHTPOI
4ac. | uH ECKHE !
3aHATHA
1 Moayas 1. OGmenpodeccHoHaIbHBIH KypC 102 | 32 64 6
1.1 Mopemupopan#e TpodecCHOHAIBHOH AEATENBHOCTH:
[IOCTAHOBKA M peIeHre NPO(ECCHOHATBHBIX 3alatd. | 5, g 24 i
Sraxa nenoBoro obmenus. KoH(IHKTOTOTHIECKAs
KyJILTypa JINJHOCTH.
L2 OxpaHa Tpy/ia K TeXHHKa 6e30I1acHOCTH 16 8 8 &
1.3 [IpaBoBBIE OCHOBEI npoecCHOHANBHON 24 8 16 )
JIEATeTHHOCTH.
1.4 DKOHOMHKA OpraHu3aIHi 24 8 16
1.5 [TpoMeXyTOUYHELH KOHTPOJIb 6 6
2 Mony.is 2. lipodeccronaIbHBIH KypC 174 | 72 88 6
2.1, JlokyMeHTAIHOHHOE o0ecnieeHHe yIPaBICHHS 112 | 56 56
2.1.1. | Texuomorus co3naHus, 0YOPMIICHHS U
peNaKTHPOBAHHS OPraHU3alHOHHO- 32 16 16
pacIopsAHTEIEHOH JOKYMEHTAITHH
2.1.2 | Oprammsamus HOKyMEHTO000pOTa € 1 16 16
HCIIOJIF30BAHHEM COBPEMEHHBIX BHIOB OPITEXHAKH
2.1.3 | Benmenue JIen B TEKYIIEM JETONPOH3BOICTBE 24 8 16
2.1.4 | ITomroToBKa e K Iepeaade Ha apXMBHOC XPAHCHHE 24 16 8
2.2 Opranu3anus ceKpeTapeKoro 00C/Ty:KHBAHH 62 24 32 6
22.1 | Kooprunamus paboTe! oduca 32 16 16
2.2.2 | Opranuzalys AENOBbIX MPUEMOB U BCTPEH 24 8 16
2.3 ITpoMeKyTOHBIN KOHTPOJIb 6 6
3 Monys 3. [lpakTHyueckoe 00ydeHHE 40 0 40
3.1 ITpaBuiia obopMIEHHS TOKYMCHTAIHNH

yCTaHOBJIEHHOTO 00pasua (IpaKTHKYM).
«3HAKOMCTBO C OpraHH3aLHelf, ee CTPYKTYpOH,
cimysk60# cexperapuara (TIpH HaJIM4WH ), CHCTEMOH
OpraHM3alMOHHOTO U NOKYMEHTAIHOHHOT0 20 - 20
oBecreueHrs yIpaBIeH s, IOTOKaMH HH(POPMAIIAK).
«O3HAKOMJIEHHE C CHCTEMOH KOH(HICHIHAIEHOTO
JENONPOU3BO/ICTEA B Opranu3anyy. O3HAKOMJICHHE C
cucTeMOH 3amuThl HHGOPMAIMH B OpraHH3alliH .

3.2 CamocTosTensHas paboTa.
«MonenupoBaHue JeJI0BOr0 pasrosopa Io
tenedomry». «Moznempopanue paboTe! ©
IOCETHTENAMH B IPHEMHOR» (feoBas Hrpa). 20 20
IIpoexT (BH3yalbHO B BHAE CXEMBI HIIH pHCYHKa)
«Pabouee MecTO CeKpeTaps pyKOBOIUTEILD)

(koHTpOJIbHAs paboTa).
5. KoHcyIpTallHH H IOAT0TOBKA K IK3aMEHy 6 6
6. Kpamu@uKanHOHHBIH IK3aMeH 8 8
L7. BCEI'O: 330 | 86 224 20
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COAEPXAHUE
IIporpamma npodeccruoHanbHOro 00y4eHus
«CekpeTapb pyKoBOJHTEISN»
Moayas 1. O6menpodeccuonanbHblil Kype:

Tema 1.1 Modenuposanue npogheccuonansroii desmensHocmu: nocmanoska u
peuterue npogeccUoHanbHuIx 3aday. Imuka 0en06020 obueHus.
Kparkas ucropus cekperapckoro jena. KBanmdukanumoHHas XapaKTepHCTHKA
CeKpeTaps-aIMUHUCTPATOPA, €0 PONIb B CTPYKTYpe opranu3anuu. OyHKIUM cekpeTapsi.
YcnoBust pOpMHPOBAaHHUS U Pa3BUTHS HABBIKOB IPO(GECCHOHAIBHO - JTMYHOCTHOLO
pocra. XapakTepuCTHKa JENOBBIX M JIHMYHBIX KAa4ecTB ceKpeTaps. MMumk ceKpeTapsl.
HckyccTBO caMonipe3eHTaluy ¥ BHELTHUIH BHIL
Oruka gmenosoro obmenus. I[lpasuma pedeBoro stukera. JleNoBBIe 6ecersL.
Henoseie meperosopel. Kynsrypa nenosbix copemarmii. OCOGEHHOCTH OOIMIEHHS C
HHOCTpaHHbIMH MapTHepamu. Kynbrypa nemoBoif mnepermcku. IIpodeccronanbmas
STHKA W JIENI0BOH JTHKeT cexperaps. [Ipuem u obmenue ¢ mocerurensmu. Ilomapky,
CYBEHHUPBL.
Ilcuxomoruss  xommextuBa. OCOGEHHOCTH OOWICHHS B  KOMIEKTHBE  «IIO
ropu3oHTaIn». OCOOEHHOCTH OOIIEHNS K110 BEPTUKATINY.
Kou@nuktel B memoBoii cpene, ux tumonorus. Paspemrenue KOH(JIUKTOB. DTHUKET
TeJIe()OHHBIX [1ePETOBOPOB.
Crpecc u ctpeccosele cuTyauuu. CHOCOGEI M IIPHEMBI 3MOIMOHAIBHON
CaMOPETYIISITHH.
Tema 1.2 Oxpana mpyoa u mexnuxa 6ezonacHocmu.
OOurre TpeboBaHUS OXpaHEI TPy Ia.
TpeboBanus oxpaHk! Tpy/a Hepe HauanoM paboTsl.
TpeboBanus oxXpaHsl Tpy/ia Bo BpeMs paGOTEL.
TpeGoBanus oxpaHs! Tpyza B aBAPUHHEIX CHTYALHSIX.
TpeGoBanus oxpaHsl Tpya 10 OKOHYAHHUH PaGoT.
AnTeuka opraHu3alyy.
Ob11ue MeponpuATHS 110 6e30MaCHOCTH TPy/Ia.
IIpaBuia snexTpobesonacHoCTH.
IIpaBuna noxapHoii 6e3onacHocTy. IIpUUUHBI BO3HUKHOBEHHS I10XKapOoB.
IIpotuBonoxapHas npodunaxruka. [Toxapuste mocTsr. Cpescrsa IIOXKaPOTYIIEHHUS.

Tema 1.3 Ilpasoevie ochoswr npogeccuonansoii desmensHocmu

OcCHOBEI ~ KOHCTHTYILMOHHOrO mpaBa P®. IIpaBooTHOmIEHHs B  mpouecce
npoeccHOHaNBEHOM JieaTensHoCTH. OCHOBBI MPaIaHCKOTO npaBa. OCHOBEI TPYAOBOTO
npasa. ConnansHoe obecriedenne rpaxaas. OCHOBEI aJMUHUCTPATHBHOTO IIpaBa

1.4. Dxonomura opaanusayuu

Opranusarms (OpefnpusTHE) B CHCTEME HANMOHATBHON HKOHOMUKIL Pons
OKOHOMHKA B XM3HM oOmiectBa. OpraHusauus, IpeinpHaTHe, GUPMA — OCHOBHBIE
3BEHbsl S5KOHOMUKH. OpraHusaius (IpearnpUaTHe) — MOHSTHE M OCHOBHBIE IpU3HAKH.
Oprauusanyy, nOpeanpusTus, QUPMBI — IOPUIMYECKHE JIAIA IPOMBIIUIEHHOCTH.
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