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1. O0mue moJ10KeHUs1

1.1. HopmaTuBHO-paBOBbIE OCHOBBI pa3pabOTKU MPOPEeCCHOHATHHON
o0pa3oBaTeabHON MPOrpaMMBbl

HopmaTtuBHOI 0OCHOBOH pa3paOOTKK MPOrpaMMbl BBICTYIAIOT:

- ®enepanbHblil 3ak0H OT 29 nekadbps 2012 r. N 273-d3 «O06 obpa3zoBanuu
B Poccutickon ®denepanumny;

- [lopsinok opranu3alyy U OCYIIECTBICHHS 00pa30BaTEIbHON 1€ATEIbHOCTH
10 OCHOBHBIM TIporpamMmam Mpo¢decCHOHANBHOTO OOYy4YEeHHs, YTB. MPUKA30M
MunncrepctBa o6pazoBanus u Hayku PO ot 18 anpenst 2013 r. N 292;

- Ilepeuens mpodeccuilt pabouyux, MOHKHOCTEH CIYXKalUX, MO KOTOPHIM
ocylecTBisieTcs: npodeccuoHaabHoe 00ydeHue, yTB. MpuKazoM MuHHCTepcTBa
oOpazoBanus U Hayku P® ot 2 urona 2013 r. N 513;

- Ipodcrangapt: 07.002 «ChnenmuainuctT 1O OpPraHU3ANUOHHOMY U
JOKYMEHTAallMOHHOMY OOECIEUEHUIO YIPAaBJICHUS OpraHU3alueil», yTB. MPUKa30M
MuHucrepcTBa Tpyaa U counanbHoi 3amuThl PO ot 6 mas 2015 r. N 276n - O0
YTBEpXKACHUM  MepeuyHed  mpodeccuii U CIEUHUATIBHOCTEH  CpEIHEro
npodeCCUOHAIBHOTO 00pa3oBaHus, peaau3aiusi 00pa30BaTEIbHBIX MPOTpaMM IO
KOTOPBIM HE JIOIYCKAeTCsi C NPHUMEHEHUEM HCKIIOUYNUTEIBHO 3IIEKTPOHHOTO
oOyueHusi,  JAUCTAHLUMOHHBIX  OOpa3oBaTeNbHBIX  TexHosnoruit,  Ilpuka3s

MunucrepctBa o0pasoBanusi 1 Hayku Poccuiickoit @enepauuu ot 20.01.2014 N
22,

1.2 HopMaTUBHBINA CPOK OCBOCHHS IPOTPAMMBI M OpraHU3aLMs 00yUeHHUS

[IponomkUTeNbHOCT,  OOyYeHHsT 1O TporpaMme MmpodhecCHOHATLHOM
MOATOTOBKE ycTaHoBJeHa 272 dvacoB (136 wacoB — 10 kmacc; 136 wacoB — 11
kiacc). ComeprkaHue mporpaMMbl BKIIFOYAET:

TeOpeTUICCKHM 0110k —2284acoB;

ydeOHas mpakThkKa —284acos;

KBATH(UKAIMOHHYIO paboTy — 16 yacos.



2. KpanupukanuoHHbie TPeOOBAHUA K NMPOodeccun 1ej10NMpPoOu3BOAUTEIb

CTaHJapTa CPeIHETO MPO(HEeCCHOHATBHOTO 00pa30BaHMUs IO CIECIUATBHOCTH

46.02.01 «JlokymMeHTaIIMOHHOE O0ECIICUeHHE YIIPABIICHUS U apXUBOBEICHUE.

ITo uroram oOyudeHuUs U YCIIEITHON aTTECTALlMU CIIYIIATENH [TOJIy4atoT
CBunerenbeTBO 0 Mpodeccuu pabouero, J0KHOCTH CIyKalllero ¢ IPUCBOSHUEM
kBanupukannu «CekpeTapb-aAMHUHUCTPATOP», AA0IIee MPaBoO Ha BeIEHUE HOBOTO
BUJIa TPO(PECCUOHANTBHOM EATEIbHOCTU B Cepe JOKYMEHTAMOHHOTO

o0ecreyeHus ACATCIIbHOCTHU OpraHu3aluu.

Kpaindukanusi npucBanBaeTcs HA OCHOBAHNH BBINOJHEHHOH MMCbMEHHOM

PadoThl U HUTOTOBOI'0 TECTUPOBAHUSI.
YpoBeHb kBampuKanmu — 3.

Bo3Mo0:kHOe HAUMEHOBaHHe I0JKHOCTH, podeccun: Cekperapb-

aAMUHHACTPATOP.

Bun npo¢ecCuOHaIbHON nestenbHocTH: OpraHu3aloOHHOE U
JOKYMEHTAallMOHHOE  OOECHe4YeHHe  YNpaBJICHUS  OpraHu3alUsIMU  JIHOOBIX
OpraHU3allMOHHO-TIPABOBBIX (POPM.

KBanudukanus,  npucBamBaeMas  BBIIIYCKHUKaM  0Opa3oBaTeIbHOM
IIPOTPaMMBI: CEKPETAPh PYKOBOAUTEINS, 2 KATETOpH.

JlomkHOCTHBIE 00s13aHHOCTH. OcyllecTBiIseT paboTy MO OpraHU3allMOHHO-
TEXHUYECKOMY o0ecreyeHuno aAMUHHACTPATUBHO-PACTIOPSIUTEIBHOM
JNEATENIBHOCTH PYKOBOAWTENA mpennpusatvsd. [IpuHMMaeT nocTynarouyro Ha
pacCMOTpPEHNE PYKOBOJIUTEISI KOPPECTIOHICHIIUIO, IIEPENAET €€ B COOTBETCTBUU C
NPUHATBIM PEIICHHEM B CTPYKTYpPHBIE TOAPA3ACICHUS WIA KOHKPETHBIM
UCIIOJTHUTENISIM Il KCIIOJIb30BaHUSA B Ipolecce paboThl JIMOO TOArOTOBKHU
OTBETOB. Bener nenonpous3BOACTBO, BBINNOJHSAET PA3JIMYHbIC ONEpPAlUHA C

NPUMEHEHUEM KOMIBIOTEPHOU TEXHUKH, IPEeIHa3HAYeHHOMU 7151 cOopa, 00paboTKu



U TpeAcTaBieHUs HWHGOpPMALMKW TpPU TMOATOTOBKE M TMPUHSATHH PEIICHUM.
[IpuHuMaeT AOKYMEHThl W JIMYHBIE 3asBICHHUS Ha TMOANUCH PYKOBOAMUTENS
npeanpustus. llogroraBnuBaeT JAOKYMEHTHI M MaTepHalibl, HEOOXOJUMBIC IS
pabotel pykoBomuTens. CrneauT 3a CBOEBPEMEHHBIM PACCMOTPEHHEM U
OpPEJCTaBICHUEM  CTPYKTYPHBIMH  TMOApAa3AeNeHUSIMH U KOHKPETHBIMU
UCTIOJIHUTENSIMUA ~ TOKYMEHTOB, TIOCTYINHMBIIMX HAa HCIOJHEHHE, MPOBEPSET
OPaBUWIBHOCTh  O(QOPMIIEHHS  TOJATOTOBJICHHBIX  IMPOEKTOB  JTOKYMEHTOB,
nepeaaBaeMbIX PYKOBOAUTENIO Ha MOJMNHCH, O0OEClevYrBaeT KauyeCTBEHHOE UX
penaktupoBanue. OpraHuzyer  mpoBeneHHE — TeleOHHBIX  TMEPErOBOPOB
PYKOBOAMTENS, 3alHChIBAET B €r0 OTCYTCTBHE TMOJIYYCHHYIO HH(POPMAIUIO U
JOBOJUT JI0 €0 CBEJCHUS €€ COJAEpKaHUe, IIepeacT U NPUHUMaeT UHPOPMALUIO
10 TIPUEMHO-TIEPETOBOPHBIM yCTpOCTBaM (Tenedakcy, TeleKCcy U T.I.), a TakKe
TeNe(OHOTpaMMBbl, CBOEBPEMEHHO JOBOJUT JO €ro CBEIEHUs HH(popmaluio,
NOJyYEHHYIO MO KaHajaMm cBs3U. llo mopydeHHio pyKOBOAMTENS COCTaBIISET
MUChMa, 3aMpoChl, IPYrHe JJAOKYMEHTBI, TOTOBUT OTBETHl aBTOpPaM IHCEM.
BemmonHser paboTy MO MOATOTOBKE 3acelaHuil M COBEIIAHUN, MPOBOJUMBIX
pykoBoauteneM (cOOp HEOOXOIMMBIX MaTepHUaNiOB, OMOBEIICHWE YYACTHHKOB O
BPEMEHH M MECT€ IPOBEJICHUS, TOBECTKE [HSA, HX perucrpamnus), BeIeT U
oopmiiieT TpPOTOKOJIBI 3acefdaHuii W coBemaHuil. OcyliecTBIsSET KOHTPOJb 3a
UCTIOTHEHHEM PaOOTHUKAMH MIPEANPHUATHS U3IaHHBIX MMPUKA30B M PACTIOPSIKEHUH,
a Takxke 3a COOJIOJICHHEM CpPOKOB BBINOJHEHHUS YyKa3aHUW M MOPYYEHH
PYKOBOAMTENS TMPENNpHATHs, B3ATBIX Ha KOHTPOJb. Beaer KOHTPOJIbHO-
perucTpalMoHHyl0 KapToTeky. (OOecrmeunBaeT pabodyee MECTO PYKOBOIUTEIS
HEOOXOJUMBIMU  CPEICTBAMU  OPraHU3allMOHHOM TEXHUKH, KaHIEISIPCKUMU
MPUHAJISKHOCTSIMH, CO3/Ia€T YCJIOBHUA, CIOCOOCTByMomMe ero 3hdexTuBHON
paGote. IlewaTaer 1O YyKa3aHUIO PYKOBOAMUTENS CIIy)KEOHBIE MaTepHAaIbI,
HEOOXOUMbIEC ISl €ro paboThl, WM BBOAMUT TEKYIyl0 HHGpOpMalKi0 B OaHK
naHablX. OpraHm3yer TpHEM TOCETHTENeH, COIEHCTBYeT ONEepaTUBHOCTU
paccMOTpeHust Tpochd U mpemIokeHud padoTHuKOB. dopmupyer npema B

COOTBETCTBHUHM C YTBEPKJACHHOW HOMEHKIIATypOi, 00€CIIE€YNBAET UX COXPAHHOCTh U



B YCTaHOBJIEHHBIE CPOKH cJlaeT B apxuB. KonmupyeT JOKYMEHTHI Ha MEPCOHATBHOM
KCEpOKCE.

JIoJoKeH 3HaTh: TIOCTAHOBJICHUS, pPACHOpsDKEHUs, INpUKa3bl U Jpyrue
PYKOBOZSIIME MaTepuajibl W  HOPMATHUBHBIE  JOKYMEHTHI, Kacaroluecs
NEATENIbHOCTH TNPEANpPUATUS U BEACHUS JIEJONPOU3BOJACTBA; CTPYKTypy U
PYKOBOJSIIMIM COCTaB TMPEANPUATUS M €ro MOAPA3JEICHUN; OpraHU3alUIo
JIEIIONPOU3BOACTBA; METOJBI O(GOpMIIEHUS U 00pabOTKH TOKYMEHTOB; apXHUBHOE
JIeJI0;  MAIMHOMNKCh,  MpaBUia  IOJb30BAHMUS  NPUEMHO-TIEPETOBOPHBIMU
yCTpOMCTBAMH; CTaHAAPTHl YHU(MUIMPOBAHHON CHUCTEMBI OpPTraHU3AIMOHHO-
pacmopsiAUTeIbHON JAOKYMEHTAIMH, TpaBujia TedYaTaHWs JEJOBBIX IHCEM C
UCIIOJIb30BaHUEM THUIOBBIX (POPM; OCHOBBI 3TUKH M 3CTETUKHU; MpaBUiIa JEIOBOTO
OOIIIEHNS; OCHOBBI OpraHU3allMU TPyJda U YMPaBJICHHS; MpaBWIa IKCIUTyaTalllH
BBIUMCIUTENLHOM  TEXHUKW;  OCHOBBl  QJAMMHHMCTPAaTMBHOIO  IpaBa U
3aKOHOJATEIbCTBA O TpPYJE; MpaBuia BHYTPEHHEIO TPYIOBOTO pacHopsaKa;
IpaBHJia ¥ HOPMBI OXPAHbI TPY/Ia.

ObnacTh NpodeccCHOHaNbHON AESITEIbHOCTH BBITYCKHUKA: JEATEIBHOCTD B
ceKpeTrapuaTax, cily*k0ax TOKYMEHTAllMOHHOTO 0OecleyeHus], KaJIpoBbIX CIIy:K0ax
U apxXuBax TOCYJapCTBEHHBIX OPraHOB M YUPEXKICHWH, B OpraHax MECTHOTO
caMOyTpaBJIeHUs, HErOCYJapCTBEHHBIX OpPraHu3alusax Bcex (hopM COOCTBEHHOCTH,
OOILIECTBEHHBIX OpraHu3ausaX (yUpexaeHHsIX).

OObekThl MpOo(ecCHOHANBHON JEesTEbHOCTH BBIMYCKHUKA: -JIOKYMEHTHI,
CO3/IaHHBIE TH00BIM crocoooM JOKYMEHTHUPOBAHUS; -CHCTEMBI
JIOKYMEHTAITMOHHOTO  OOECTICUeHHUsI  yMPaBJICHHs; -CUCTEMBI 3JIEKTPOHHOTO

I[OKYMGHTOO6OPOT3; -~dpXHUBHBIC JOKYMCHTBI, -IICPBUYHBIC TPYIOBBIC KOJIJICKTHUBEI.



3. JoxymeHTBI, omnpeaeJA0IIHe
o0pa3oBaTeIbHOTO Mpolecca

3.1 KajiengapHblii yueOHblil rpaduk

cojiep:KkaHme

HopMmatuBHBIN CPOK OCBOEHUS TPOTPAMMBI: 2 roaa

®opma 00ydeHUs: OUHO-3a0UHAs.

[TponomkuTenbHOCTh 00yUeHHs: 272 yaca.

3.2 YuyeOHBIN IJIaH

4 |

OpraHu3anuio

HaumenoBaHue pa3jaesa Bcero uacos
10 xa 11 xn

Paznen 1. Opranusanus Tpyaa B oduce 16 -
Paznen 2. OcnHammenne oduca opraHu3aimoOHHO- 16 -
TEXHHYECKUMU CPEIICTBAMU
Paznen 3. Opranu3aius AeI0NPOU3BOCTBA 80 76
Paznen 4. IlnanupoBanue U Opranu3anus JeJI0BbIX 12 28
KOHTAKTOB
YyeOHast mpaKTHKa 4 24
Hrorosas pabora 8 8

HUTOI'O: 136 u 136 u

Conep:kanue pa3aeyoB U TeM

Bcero yacos

Pa3pnen 1. Opranusanus Tpyaa B opuce

16

Tema 1.1. BBemenme. Cexkperapb B OpraHH3allUHU.
Cekperapb B OpraHu3alii, CeKperapb Ha TenedoHe,
CeKpeTapb reception, cekperapb oduca, CeKpeTapb-
pedepeHT, oduc-mMeHemxep aJIMUHHUCTPATOD),
CeKpeTapb-TIePEeBOTIHK, MTOMOIITHUK (JTUYHBIH
CeKpeTaphb) PYKOBOAUTES, PYKOBOJUTEIH
cekperapuata Ksanmudukanuonnsie TpeOOBaHUSA K
cekperapto. OcHOBHBIE (YHKIMM U OO0S3aHHOCTU
cekperapsi. JlenoBele U JIIMYHBIE KayecTBa CEKpeTaps.
O3HakoMJIEHHE C OCHOBAaMH CEKPETapCcKoro jeia B
pabore  cekperaps ~ pykoBoauTens.  M3ydeHue
OCHOBHBIX (YHKUMH U oO0s3aHHOCTEHl cekpeTraps
PYKOBOJIUTEIS

Tema 1.2. Opranuzauus pabodyero mecra cekperaps
CoBpeMeHHOe OCHAIIICHUE MTOMEIICHU I
yIlpaBiieH4eCKUX ciyxk0. TpeboBaHMs K MOMEIIECHUSIM
C y4eToM BHUJOB  JESATENbHOCTH,  CIEeUU(PUKH
BBIMOJIHAEMBIX ~ pabOT M OKa3bIBAEMBIX  YCIIYT.
NudpopmanmonHoe Tabiao, CTEHABI: UX Ha3HAYEHUE,
UCIIOJIb30BaHUE, TPEOOBAHUS K PACIIOI0KEHUIO.




Tema 1.3 OcHamienue pabodero Mecta cekpeTrapsi.
PabGoyee mpocTpaHCTBO cekpeTapsi: COOCTBEHHOE
pabouee  MecTo, 30Ha IpUeMa  IOCETUTEINeH,
BCIIOMOraTenpHas (Xo3siicTBeHHas 30Ha). HTepbep
pabouero mecra. CpeacTBa OpPrTeXHUKM Ha pabodyeM
mecte. KomnbroTepHoe obecrieuenue paboyero mecra.
TpeboBaHMs K pa3MELICHNUIO TEXHUUECKUX CPE/ICTB Ha
pabouem MecCTe. 3HaueHue paloHaIbHOE
opranuzanuu paboudero mecra cekperaps. lIpaBuia
TEXHUKA O€30MacCHOCTH, THTHUEHBI, JPrOHOMHUKH H
pecypcocOepexxeHuss Ipu paboTe €O  CpelcTBaAMU
uHpopMaTU3auuu Uit oOecreueHHsl  HaJeKHOTO
(YHKIMOHUPOBAHUS  CPEACTB  HMH(OPMALMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTHUI (UKT).
dopmupoBaHue TaOIULIBI «OCHOBHBIE
JOKYMEHTAIIMOHHBIE M OpTaHU3AIMOHHBIC OIepaIiy
opuca» CoznaHue CTPYKTYpbl aBTOMAaTU3MPOBAHHOTO
pabouero mecta (APM) cekperaps.

Tema 1.4. [lnaHupoBaHue M opraHuzanus pabodero
BpEMEHU [Mopsimox paboTbI PYKOBOJTUTETIS.
Opranuzanys JMYHOTO TpyAoBoro mnpouecca. Pabouee
BpeMs U BpeMs oTnbixa. CocTaBIeHUE U COTIIACOBaHHE
pabouero rpaduka c pykoBoaureneM. IlnanupoBanue
W opraHuzanusi paboyero naHsi. BsaumoneiictBue c
PYKOBOJCTBOM U  COTPYIHUKaMH  OpraHU3ALUU.
Koopnunammst  pabotel  odmca.  Yyactue B
IUIAaHUPOBAHUU PabOYero JHs pyKOBOJIUTENS

Pa3znesn 2. OcHamenue oduca OpraHu3aliMiOHHO -
TeXHHYECKMMH CPeICTBAMH

16

Tema 2.1. IlpaBuna paboThl C OPUCHON TEXHUKOU
CpenctBa Manoil OPrTEXHUKU KaK DJIEMEHT KYIbTYpBI
ympaBieH4Yeckoro Tpyaa. Kiaccudukanms cpeacts
OPITEXHUKHM U HMX OCHOBHBIE XapaKTEPUCTHKHU.
V3y4eHrne OCHOBHBIX XapaKTePUCTHK OPTTEXHUKH.

Tema 2.2. Hcnonb3oBanue CTaH/JIapTHOTO
MMporpaMMHOTO oOecrieueHus JJIA OopraHu3anun
nenonpousBoacTBa  OCOOEHHOCTH — MCTOJIb30BAHUS
AJIIEKTPOHHOM, TenerpadHoi, TeJETaNuTTHOM,
(bakCUMUIILHON CBSI3H.

[IpuBuia MOATOTOBKH U MPOLIEIypa NIepeaadn/mprueMa
JOKYMEHTOB. MeToiuKa MpoBeACHUs TPE3CHTALIUMN.

OducHble nHOOPMALIOHHBIE CUCTEMBI.

OneKTpoHHbIE NOKyMeHTbl OdopmieHue OTYEeTHO -
IJTAaHOBOM JOKYMEHTaIu1 c M0JIb30BAHHUEM
CTaHJAPTHOT'O POTPAMMHOT0 00eCTIeUeHHS.

Pa3nes 3. Opranusanus 1eJ10NpoOU3BOACTBA

80

76

Tema 3.1 Opranuzanusa aenonpousBojactBa [loHsTue
«TOKYMEHTAlIUOHHOE  O0ecreueHue  yIpaBICHUS»
(1emoTpOn3BO/ICTBO). Opraauzanus
JIEJIONPOU3BO/ICTBA. o3 «06 uH(pOpMaIHH,
uHpOpMATH3alMA  HW  3aluTe  HWH(QOpMAIHmy.
Vcnonp30BaHue CpPEJCTB KOMUPOBAaHUS JOKYMEHTA.

20

20




N3yuenne coBpeMEHHBIX TpeOOBAaHWUN K OpraHU3alUH
JMOKYMEHTAI[MOHHOTO  OOEeCIeYeHUs  yIpaBleHUs,
MIPUMEHEHHUIO COBPEMEHHOM oducHoOI u
BBIYHMCIIUTEIIbHON TEXHUKHU.

Tema 3.2 JlokymMeHT, ero (QyHKIMH, OCHOBHBIC
crocoObl JoKyMeHTHUpoBaHus. [loHATHE O TOKYyMEHTE.
Uudopmanus u noxkymeHT. DyHKUHUU JOKYMEHTA.
O3zHakoMJIeHHE c OCHOBHBIMU crocobamu
JOKYMEHTUPOBAHUS U MaTepHATbHBIMH HOCHTEISIMU
uHpopmanuu. Opranuzanust paboThl ¢ TEKCTOBBIMH,
rpaduuecKUMU U IPOYMMHU JJOKYMEHTaMHU.

20

20

Tema 3.3 Cucremsl NOKyMeHTaUuu. YHUPUKAIUSA U
CTaHAPTU3AIHS. [Tonstue «Cucrema
JIOKYMEHTAIUN, ee MIPU3HAKY. [Monsitue
«yHH(pHUIIEPOBaHHAS cucrema JTOKYMEHTAIUH.
[TonsiTne OnmaHK MOKyMeHTa. Buibl OMaHKOB, 0OIIMit
OyaHk, OJaHK mHChbMa, OJAaHK KOHKPETHOTO BHJIA

JIOKYMEHTA. [IpaBuna oopmrenus, yuera,
UCIIONIb30BAaHUSI M XpaHEHUs OJIaHKOB U PEKBU3UTOB
OpraHu3alIiHy. XapakTepucTuka u COCTaB

OpPraHU3aI[MOHHBIX JOKYMEHTOB. XapaKTepUCTHKa U
coctaB MH(POPMAITMOHHO -CIPABOYHBIX JTOKYMEHTOB.
Oznakomnenue ¢ 'OCT P 7.09 -2016 TpebGoBanus k
0(hOPMIICHUIO JIOKYMEHTOB.

20

20

Tema 3.4 Howmenknarypa pgen. OdopmieHue wu
XpaHEHHE JOKYMEHTOB 3aKOHOJATEIbHBIE aKThl W
HOPMAaTUBHBIE JOKYMEHThl IO OPraHHU3aIOHHO -
PaBOBBEIM (hOpMaM OpraHU3alNUs W TMPEATPUATHH.
Cucrematuzands JOKYMEHTOB U HX XpaHEHHE.
Howmenkmarypa nmen. Opranuzamus pabOTBl  C
MOCTYNAOIINMHU JOKYMEHTaMHU: perucrpanus,
paccMoOTpeHHe pyKOBOJCTBOM, ucnoHeHue. OTpaBka
UCXOAIIMX JTIOKyMeHTOB. Ilepemaua 1OKyMEHTOB
BHYTpH oOpranuzanuu. TpeboBaHus K o(OpMICHHUIO
JIe] U XPaHEHUI0 JOKYMEHTOB.

20

16

Paznea 4. [lnanupoBanne U opraHu3anms JAeJ10BbIX
KOHTAKTOB

12

28

Tema 4.1 [lenoBas kynbTypa B IpodeccrnoHalbHON
cpepe. Ilonsartme penoBas KynbTypa. Jlemoas
KyJIbTypa Kak KOMIUIEKC OTHOIIEHHH 4YeJoBeKa K
npoueccy Tpyaa. KirodeBble KOMIIOHEHTBI JEJIOBOM
KyJIbTypbl. DOpMUpOBaHUE IO3UTUBHOTO JEJIOBOTO
UMUJPKAa OpraHu3aliy. 3HAUYEHUE JIEJI0BOM KYJBTYpPHI
B OpPraHU3alMU  CEKPETapcKoro  OOCIyXHBaHHUS.
ITonsiTie KOpHOpaTUBHAs KYJIbTYpa.

Tema 4.2 Paborta cekperaps mo 0e310KyMEHTHOMY
oOciyxuBanuto. PaboTta cekperaps B NPHEMHOM.
Opranuzanus npremMa MTOCETUTEIICH. [Tpuem
COTPYJHUKOB IO TEKyIIMM BOIpOCaM, IpPHEM IIO
JUYHBIM  BOIIpOCaM, TMpUEM  TOCeTUTeNled U3
CTOPOHHMX OpraHM3aLMN, IPUEM KOMaHIUPOBAaHHBIX,
npuem Jeneranuii. Opranu3anus JeJ0BbIX KOHTaKTOB

10




(rutaHupoBaHwue, corjacoBaHue, MOATOTOBKA
nomeneHus u ap.) HopMaTussl ciy:ke0HOTO pedeBoro
S9THUKETa 1O MpeIBapUTEeNbHOM OpraHuzaluuud U
perIaMeHTy TMpOBEACHUS BCTped. TpeboBaHuUs K
mapaMerpaM M TEKCTYy  BHU3UTHOM  KapTOUKH.
Opranuzauuss W NOPOBEAEHUE  MPOTOKOJIBHBIX
MEpOIPHUATHH.

Tema 4.3 CoBewanus, OIEpaTUBHBIE COBELIAHUA, 4 10
MEPEroBOpbl, Mpecc  -KOH(epeHIUs, HHTEPBbIO,
JIEJIOBBIE NIPUEMBI. 3HAUEHUE MPOTOKOIbHBIX 1EHCTBUI
B OpraHu3aluu padouux BCTped, OQUIUANBHBIX U
HEOPHUIMATFHBIX  BU3UTOB, TIPUEMOB JEJIETaIUil.
[enoBble mnpuemsbl. YTOLIEHHE IOCETUTENEH B
kabunere  pykoBoxutens.  CepBHpPOBKa  CTOJA.
O®ypuer. [IBenckuit cron. KokTelnbHbli cTOJ. br3He
-nany. [loAroroBka KOMaHIUPOBOK U  JIETIOBBIX
MOE3J0K PYKOBOOUTENSA U JPYIHMX COTPYAHUKOB

OpraHu3aIu. OpraHu3aioHHOe obecrieueHue
KOMaHIUPOBOK. KoMaHIUPOBOYHBIC YJIOCTOBEPCHHSI.
Kypnain perucrpanuu KOMaHUPOBOYHBIX

ynoctoBepeHuil. CxeMa NOArOTOBKH KOMaHIMPOBKHU.
KopriopatuBHble cTaHmapThl Tene()OHHOTO OOIICHHUS.
CnyxeOHast uepapxusi B Tesle(OHHOM DPa3roBOpE.
Cekperbl ycnexa TelneQOHHBIX IeperoBopoB. TemOp
rojgoca, WHTOHAIMM, JAUKOMA. TpeOoBaHus K
npaBwiIbHON peun. [lpaBuma u Tpadapersl ydTHBOU
6ecenpl. Bxonsmue n ucxopnsmue 3BoHkU. Hauvano u
3aBeplICHUE TeIe(POHHOTO Pa3roBopa

YueOHast mpaKkTHKa 4 24

(e
oo

Htorosas pabota

HTOroBelii KOHTPOJIL M OLEHKA pPE3YyJIbTaTOB OCBOCHUS ITPOIPAMMBI

IPOXOJUT B POpME IK3aMeHa.



KOHTPOJIb 1 OIEHKA PE3YJIBTATOB OCBOEHUA

Pe3yabTarsl OcHOBHBIC ITOKA3ATEJIH OLIEHKH
pe3yJabTara
Koopauauposate paboty * oduca (mpuéMHON | KAYECTBO BBIIIOJTHEHUSI TEXHUYECKUX

PYKOBOAMTES), IPUEM

IOCETUTEIIEN

OpTraHrU30BbIBATH

¢byHKIMH cekperapss MO OO0ECIEYEHUI0 H
00CIyXUBaHUIO  pabOThl  PYKOBOJUTENS
OpraHu3aluy, [IO/Ipa3CIICHUS;
MCIOJIb30BaHUE OPTaHU3AI[MIOHHON TEXHUKU U
CeTEeBBIX  pecypcoB sl oOecrneyeHus
npodeccCuoHaNbHOM N1eATeNbHOCTH; yMEHHE
OpraHM30BBIBAaTH pabouee MECTO CeKpeTraps

pykoBoguTenss ¢ y4€TtoM  TpeOOBaHUil
0€30MaCHOCTH ¥ SPTOHOMHKH
OcyuiecTBisiTh Teine(OHHOE OOCIY)KHMBAHHUE, | OLCHKA HABBIKOB BEICHUS TelIe()OHHOTO
OpUHUMATh W TepenaBaTh (PaKCUMUIIBHBIE | OOCTYXKHMBaHUsA, TpuéMa H  Tepeaadu

COOO0ILIEHUS

uH(popManuu 1o hakcy

OcymiecTBiiATh pabOTy MO TOATOTOBKE H

OILICHKAa HABLIKOB ITOATOTOBKH W IMPOBCACHUA

MIPOBECHUIO COBEIIAHUH, 3acejaHuil, | IEJIOBBIX ~ MEPONPHITHIA,  OOCITYXKHBaHHS
JIETIOBBIX BCTPEY, NPUEMOB U MPE3ECHTALIMI COBCILIAHUH U 3aCeaHUi PYKOBOJUTEIIS
Ocy1ecTBisITh MOATOTOBKY JIETIOBBIX | OCYIIECTBIICHUE MOJArOTOBKH JIETTOBBIX

noe3f0K (KOMaHIMPOBOK)PYKOBOAUTENS U
JPYTUX COTPYJHUKOB OpraHU3alMH

noe3f0K (KOMaHAUPOBOK) PYKOBOJAUTENS H
JPYTUX COTPYJHUKOB OpraHU3aINH

OpranuzoBbIBaTh paboyee MECTO CEKpeTaps u
PYKOBOJUTENS

OIICHKa YMEHHIl OpraHu3oBbIBaTH pabouee
MECTO CEKpETapsi U PYKOBOIUTENS C YUYETOM
TpeOoBaHUl 6€30MACHOCTH U SPTOHOMHKHU




4. MATEPUAJIBHO-TEXHUYECKOE U METOANYECKOE
OBECIIEYEHME ITPOI'PAMMBbI

JIisi mpoBeneHUs TPAKTHYECKUX 3aHATUH B ayJUTOPUHU, HCIOJIB3YeTCS
KOMITBIOTEPHBIA KJ1acc, OOOpPYIOBaHHBIM KOMIIBIOTEpAMH, MYJIbTUMEIUNHBIMU
cpencrtBamMu oOydeHus (IPOEKTOp, IKpaH) U 0UCHON TEXHUKOM: MPUHTEP, CKAHEP
u (dakc, KOMHMPOBAJIBHBIC aImmapaThl, W TMEpEeIUICTHAs MallliHa, CKaHEphl |
OpOITIOPATOPBHI.

Hns  obecneuenusi d>ddexTuBHOrO 00pa3oBaTENBHOTO  Ipolecca ¢
MPUMEHEHUEM  JTUCTAHIIMOHHBIX  TEXHOJIOTMH  CIyIIaTeliiM  HEOOXOAMMO
CIIEyI0Illee MaTePUATIbHO-TEXHUUECKOE 00ECIIeUeHUE: TEPCOHATbHBINA KOMITBIOTED
C BBIXOAOM B HWHPOPMANMOHHO-KOMMYHHKAIIMOHHYIO CceTh «MHTepHETY,
rapuutypa (HayImIHUKH) ¥ T[porpaMMHOEe obOecrnieueHue (makeT O(UCHBIX
MIPUIIOKEHMH, BeO-Opay3sep).

JUIsl  yCIIenmrHOTO OCBOCHMSI JTMCTAHIIMOHHBIX YYEOHBIX MOJYJICH OT
oOy4Jaronuxcsi TpeObyeTcsi HaBbIK MCIIOJIb30BAaHUS NIEPCOHATLHOTO KOMITBIOTEpA Ha
YPOBHE TMOJb30BaTENsl — OCHOBHBIE NpHUEMbI PabOTBI C TEKCTOM, (aillaMu u
nankamMu B npuiokenwsx — Windows, pabora B uH(OOpMaAIMOHHO-
TEJICKOMMYHUKAIIMOHHON cetn «MHTepHeT» (B TOM 4YHCJIE WHCIOJIb30BaHUE
CEPBHUCOB JIEKTPOHHO MOYTHI).

B kayecTBe METOIMYECKOr0 COMPOBOXKACHUS Mpeajiaraercss ydeOHo-
METOIMYECKUN MaTepUall, BKIIOYAIOIIAN: SJICKTPOHHBIA KOHCHEKT JICKIUM,
DIIEKTPOHHBIE YYCOHHMKH, MPAKTUYECKUE 3aJaHUs, METOAMUYECKHE PEKOMEHIAINU
MO0  BBINOJTHEHUIO  NPAKTUYECKUX  3aJaHUii, BOMNPOCHl K  WTOTOBOM

KBIM(PUKALIMOHHOM padoTe.
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