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r. HoBeit Ockon
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Y4yeOHDLIN IJIaH

HaumenoBanmue pasaena Bcero yacos

10 ka 11 ka

Paznen 1. Opranusanus Tpyaa B oduce 16 -

Paznen 2. OcnHamenue oduca opranu3amoHHO- 16 -
TEXHUYECKHMU CPEACTBAMU

Paznen 3. Opranu3zaius 1eI0MpPOU3BOJICTBA 80 76

Paznen 4. IlnanupoBanue U opraHu3arys AeJI0BbIX 12 28
KOHTAaKTOB

VYyeOHas nmpakTUKa 4 24

Htorosas pabota 8 8

HNTOI'O: 136 4 136 u

Conepmaﬂl/le pa3aesioB U TEM Bcero uacos

Pasnen 1. Opranusanus Tpyaa B opuce 16

Tema 1.1. BBenenume. Cekperapb B OpraHH3allUH. 4 -
Cekperapp B OpraHu3allii, CEKpeTrapb Ha TenedoHe,
CeKpeTapp reception, cekperapb oduca, CeKperaphb-
pedepenr, ouc-menemxep aJMMHHCTPATOD),
CEKpeTapbh-NIePEeBOIUMK, MOMOIITHHUK (MTU4HBIN
CEKpeTaphp) PYKOBOJUTEIIS, PYKOBOAMTEID
cekperapuata Kpanmudukanuonunsie TpeOOBaHUS K
cekperapto. OcHOBHble GYHKIMH H  OO0S3aHHOCTH
cekperaps. JlenoBble M JIMYHBIE KauecTBa CEKpeTaps.
O3HakOMJIEHME C OCHOBAaMH CEKPETapCKOro Jeina B
pabote  cekperaps  pykoBoauTens.  M3yuenue
OCHOBHBIX (YHKIMI U 00s13aHHOCTEH CceKperaps
PYKOBOIMTES

Tema 1.2. Opranuzanus pabodero mecra cexkperaps 4 -
CoBpeMeHHOe OCHAIIICHUE MTOMEIICHU I
ylpaBiieHYeCKUX ciyxk0. TpeboBaHMs K MOMELIECHUSIM
C y4eToM BHJOB JEATENbHOCTH, CHEUU(PUKU
BBIMIOJHSAEMBIX  pabOT W OKa3bIBa€MbIX  YCIYT.
NudopmannonHoe Tabio, CTEHIbl: UX Ha3HA4yEHHE,
HCIIOJIb30BaHuE, TPEOOBaHUS K PACIIONI0KEHHUIO.

Tema 1.3 OcHamenue pabodero Mecta cekperapsi. 4 -
PaGouee mpocTpaHCTBO cekperapsi: COOCTBEHHOE
pabouee  MecTo, 30Ha IpUeMa  IIOCETUTEIEH,
BCIIOMoOraTenbHast (Xo3stiicTBeHHast 30Ha). VHTepwep
pabouero mecra. CpeacTBa OPrTEXHUKH Ha paboyem
mecte. KomnbrorepHoe obecrieueHne pabodero Mecra.
TpeGoBanus K pa3MENICHUIO TEXHUYECKUX CPEICTB HA
pabodyem MECTE. 3HaueHue paloHaIbHOE
opraHusanuu pabodero mecra cekperaps. Ilpasuia




TEXHUKA OC30MaCHOCTH, THTHUCHBI, JPTOHOMHUKH H
pecypcocOepexeHuss mpu paboTe co CpeacTBaMu
uHpOpMATU3aMU  JUIsl  OOeCHeueHHs]  HaJeKHOTO
(YHKIMOHUPOBAHUS  CPEACTB  HMH(OPMALUOHHO-
KOMMYHHUKAITHOHHBIX TEXHOJIOTHI (MKT).
dopmupoBanue TaOIUIIBI «OCHOBHBIE
JOKYMCHTAITMOHHBIC ¥ OPTaHU3alOHHBIC OICpaIiH
oduca» CoznaHue CTPYKTYpbl aBTOMATU3UPOBAHHOTO
pabouero mecta (APM) cekperapsi.

Tema 1.4. [InanupoBaHue W OpraHu3anus padovero
BpPEMEHHU [Topsox paboThI PYKOBOJUTEIIS.
Opranuzanus JHYHOTO TPYAOBOTO mporecca. Pabodee
BpeMs U Bpemst oTabixa. CocTaBlIeHUE U COTJIACOBaHUE
pabouero rpaduka ¢ pykoBoaurenem. [lnanupoBanue
U opraHuzanus pabodero aHs. BzaumopeiictBue c
PYKOBOACTBOM M  COTPpYOIHHKaMH  OpraHHU3alyM.
Koopaunammst  pabotet  oduca.  Yyactue B
IJIaHUPOBAHUHA pa60qer0 JHA PYKOBOJUTCIIA

Pazgen 2. OcHamenue oduca OpPraHu3alMOHHO -
TeXHHYECKHMU CPeCTBAMH

16

Tema 2.1. IlpaBuna paboTel ¢ OPUCHOM TEXHUKOM
CpencTBa Malioll OPITEXHUKHU KaK 3JIEMEHT KYJIbTYpPbI
ymnpaBieH4eckoro Tpyaa. Kiaccudukanus cpenacTts
OpPITEXHUKA U HX OCHOBHBIE XapaKTEPUCTUKH.
V3ydyeHne OCHOBHBIX XapaKTePUCTHK OPTTEXHUKHU.

Tema 2.2. Ucnonws3zoBanue CTaHJapPTHOTO
nporpaMMHOro  oOecredeHus s OpraHu3aluu
nenonpou3BoAcTBa  OCOOCHHOCTH — HCIIOJIB30BaHHS
3JIEKTPOHHOM, TenerpadHoi, TEJETAUITHOM,
(aKCUMUIBLHOM CBSI3H.

[TprBHIa MOATOTOBKU M MpOLEAYpa Meperadyn/mprueMa
JIOKYMEHTOB. MeToiMKa NpoBEICHUS TPE3EHTALNMN.

OducHble nH(POPMAIMOHHBIE CUCTEMBI.

OneKTpoHHbIE JOKyMeHTHl O¢dopmieHHEe OTYETHO -
IUIAHOBOM JOKYMEHTalu1 c II0JIb30BAHUEM
CTaH/IapTHOIO MIPOrPaMMHOT0 OOECIIeUEHUSI.

Paznea 3. Opraﬂmamm ACJTONPOU3BOACTBA

80

76

Tema 3.1 Opranuzanusa nenonpousBoxactsa [lonsatue
«JTOKyMEHTAallUOHHOE  OOecreueHue  yHpaBJIECHUS»
(IeIonpOU3BOACTBO). Opranuzanus
JIeJIONPOU3BO/ICTBA. o3 «O6 nH(popmanuu,
uHpOpMaTU3allMM M 3ammre  MHGOpPMALUN».
Hcnonp3oBaHue CpelCTB KOMUPOBAaHUS JOKYMEHTA.
N3yueHne cCOBpeMEHHBIX TPeOOBaHUI K OpraHU3allH
JOKYMEHTAIlMOHHOTO  OOecreveHus  yrnpaBlieHus,
IIPUMEHEHHUIO COBPEMEHHOM oucHoi u
BBIUMCIUTEIbHON TEXHUKH.

20

20

Tema 3.2 JlokymeHT, ero (yHKIHMH, OCHOBHBIE
crocoObl JokyMeHTHpoBaHus. [loHATHE O JOKyMEHTe.
Wudopmanus u A0KyMeHT. DYHKIMU JOKYMEHTA.
O3HakoMJIeHHE c OCHOBHBIMH criocobamu
JOKYMEHTUPOBAHUS ¥ MaTEpPUAIbHBIMH HOCHUTEISIMHU

20

20




uHpopmaruu. Opranuszainus padoThl C TEKCTOBBIMU,
rpadu4ecKUMHU M IPOYUMHU TOKYMEHTAMH.

Tema 3.3 Cucrembl JOKyMeHTalud. YHUDUKAIUAS U
CTaHIapTH3AIHSI. ITousarue «Cucrema
JTIOKYMEHTAITUN, ee MIPU3HAKH. Ilonsarue
«yHUPUITUPOBAHHAS cHucTeMa JOKYMEHTAIIUN.
[TonsiTne OnmaHk AOKyMeHTa. Buibl OIaHKOB, OOIIMIA
OyaHk, OJaHK THUChbMa, OJIAHK KOHKPETHOTO BHUIA

JIOKYMEHTA. [TpaBuna odopmiieHuUs, yuera,
UCIIONIb30BAaHUsSI M XPAaHEHUs OJIAHKOB U PEKBU3UTOB
OpraHH3aIiH. XapakTepucTuka u COCTaB

OpraHU3alMOHHBIX JOKYMEHTOB. XapaKTEPUCTHKA H
COCTaB MH(OPMAIMOHHO -CIIPABOYHBIX JIOKYMEHTOB.
Oznaxkomnenue ¢ 'OCT P 7.09 -2016 TpeOGoBanus k
o(opMIIEHHIO JOKYMEHTOB.

20

20

Tema 3.4 Howmenknarypa pnen. OdopmiieHue u
XpaHEHHE JOKYMEHTOB 3aKOHOJATeNbHbIE AaKThl MU
HOPMATUBHBIC JOKYMCHTBI 110 OpPraHMU3allMOHHO -
NpaBOBBIM (OpPMaM OpraHM3alUsl W HPEANPUATHH.
CI/ICTCMaTI/I3aIII/I$I JOKYMCHTOB MW HMX XPAaHCHHUC.
Homenknarypa gen. Opranuzanus paboTel ¢
MOCTyIMaromuMunu AOKYMCHTAaMM: perucTpanys,
paccMOTpeHHEe PYKOBOJICTBOM, ncnoiaHeHue. OTipaBka
HCXOOAINX JOKYMCHTOB. Hepeﬂaqa JOKYMCHTOB
BHYTPH OpraHu3anuu. TpeboBaHus K OGOPMIICHHUIO
JIeTT ¥ XpaHEHHUIO TOKYMEHTOB.

20

16

Pa3znea 4. [lnanupoBanue U OPpraHu3anus JAeJ0BbIX
KOHTAKTOB

12

28

Tema 4.1 [lenoBas kynbTypa B MpodeccrnoHalbHOI
cpepe. Ilonarue penoBas KynbTypa. JlemoBas
KyJIbTypa KakK KOMIUIEKC OTHOLIEHMH 4YeJOBEKa K
nporneccy Tpyzaa. KirodeBble KOMIIOHEHTHI [J€JI0BOM
KyJbTypbl. DOpMHUPOBaHUE IO3UTUBHOIO JEJIOBOTO
UMUJKa OpraHu3aliy. 3HAUYEHUE JIEJI0BOM KYJIbTYpHI
B OpPraHM3alMU  CEKPeTapcKOro  OOCIyXHBaHMUS.
[TonsiTvie KopriopaTHBHas KyJIbTypa.

Tema 4.2 Pabora cekperaps mo 0e€310KyMEHTHOMY
oOcnyxuBanuto. Paborta cekperaps B NPHUEMHOM.
Opranmszanus  npuema  noceruteneil.  Ilpuem
COTPYAHHUKOB TI0 TEKYIIMM BOMpPOCAM, IPHEM TIO
JUYHBIM ~ BONpOCAM, IpPHEM  IOCETUTEeNeH U3
CTOPOHHHX OpTaHW3alMid, PUEM KOMaHIWPOBAaHHBIX,
npueM aeneranuid. OpraHu3anus JeJ0BbIX KOHTAKTOB
(TTaHUpoBaHUeE, COTJIaCOBaHHUE, MOJrOTOBKA
nomerieHus u ap.) HopmaTussl ciry>ke0HOTO peyeBoro
ITHKETa T1I0 TPEIBAPUTEIBHON OpraHu3aluil U
periaMeHTy IMpoOBeIeHUs BcTped. TpeboBaHUS K
mapamMerpaM M TEKCTYy  BH3WTHOM  KapTOYKH.
OpranuMzanus U TNPOBEJCHHE  MPOTOKOJIBHBIX
MEPOIIPUATHH.

10




Tema 4.3 CoBenianus, OmnepaTUBHBIE COBEIIAHUA, 4 10
NEPEroBOphl, Mpecc  -KOH(pEpeHIMs, HHTEPBbIO,
JIeJIOBBIE ITPUEMBI. 3HaYEHUE MPOTOKOJBHBIX JEHCTBUM
B OpraHm3anuu pabouux BCTped, OQHUIHATBHBIX U
HEO(PUIMATBHBIX  BU3UTOB, IPUEMOB JeJerauil.
JenoBble mpueMbl.  YTOILIEHHE TMOCETUTEIEH B
kabuHere  pykoBomutens.  CepBUpOBKa  CToja.
Oypuer. [lIBeackuii cron. KokrelnbHblii cToil. busHe
-nany. [loaroroBka KOMaHIUPOBOK U  JIEJIOBBIX
NOE370K PYKOBOOUTENIS M JPYIMX COTPYAHHUKOB

OpraHu3aIu. OpraHu3anoHHOe obecrieueHue
KOMaHIUPOBOK. KoMaHIMPOBOUYHBIC YIOCTOBEPCHHSI.
Kypnain perucrpanuu KOMaHUPOBOYHBIX

ynoctoBepeHuil. CxeMa IOATOTOBKH KOMaHIWPOBKHU.
KopriopatuBHble cTaHIapThl TeIe()OHHOTO OOLICHHUS.
CnyxeOHast uepapxust B Tele(OHHOM DPa3roBOpE.
Cekperbl ycnexa TeleQOHHBIX TEeperoBopoB. TemOp
rojioca, WHTOHAIMM, JAUKOMA. TpeOoBaHus K
npaBwibHON peun. IlpaBuna u Tpadapersl yuyTUBOI
6ecenpl. Bxonsamue n ucxopnsmue 3BoHKU. Hauvano u
3aBeplICHUE TeIC(POHHOTO Pa3roBopa

N

Y4eOHast MpakTHKa 24

Hrorosas pabora 8 8

WNTOroBei1 KOHTPOJbL M OLEHKA PE3YJIbTATOB OCBOEHHS IIPOTrPaMMBbI

IPOXOJUT B POpMeE HK3aMeHa.



