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[HosicHuTeIbHASI 3aANIHCKA

JlonojgHuTenpHas nporpaMMa NoBbileHUs KBanu@ukauuu «CoBpeMeHHbIH
CEeKpeTapb COBPEMEHHOTO pYKOBOJWTEINs KomIuiekca» (nmamee — IIporpamma)
paspaborana cneunanucramu AHO llenTtpa npaBoBoii noanepxku «lIpod3auuray ¢
Y4€TOM aKTyalbHBIX MOTpeOHOCTeH 00pa3oBaTeNbHBIX KOMIUIEKCOB I'. MOCKBBI H
3apOCOB  CTOJIMYHOTO  pBIHKA  TpyJa, 3aWHTEPECOBAHHOTO B  TIOBBILIEHHH
npo(eccHOHaIbHOr0 MacTepcTBa CHEeUMAalMCTOB [0 JAeJONPOU3BOJICTBY, KOTOpbIE
3HAKOMBI C OCOOEHHOCTSIMH OpraHH3aliH MPoQecCHOHATBHONW AEsITeIbHOCTH B cdepe
obOpazoBaHus.

B ocnoBy IIporpammbl jierinu 6a3oBbie NPUHIUITBL TPO(QEcCUOHATBHOIO CTaH1apTa
«CneuyanicT 1O OpraHM3alMOHHOMY M JOKYMEHTAlMOHHOMY oOecreyeHuro
ynpaBieHusi opranuzanueit» (ytB. Ilpukazom MunucTepcTBa Tpylda U COLMATbHON
3amuThl P@ ot 06 mas 2015 r. Ne276H, 3aper. B Muntocte Poccum 02 urons 2015 r.
Ne37509).

Hacrosimas Ilporpamma pernameHTHpyeT LM, OXHAAeMble pe3yJbTaThl,
cCo/epXKaHHWe W YCIOBHS peaiu3alli 00pa30oBaTeNbHOr0 Mpolecca, OLEHKY KadyecTBa
MOArOTOBKM  chymnateneil. Ilpenamonaraercss mNpUMeHEHWE eATEIbHOCTHOTO U
JMYHOCTHO-OPUEHTUPOBAHHOIO MMOJAXOA0OB K oO0ydeHHIO clyliareneid (aapecHoe
paccMOTpeHHe MpOoOIIEMHBIX CUTyalldid, pelleHHe KeHCOBBIX BOMPOCOB W3 MPAKTHUKH
KOHKPETHOIO yupexaeHusl, 0OOMEH OMbITOM).

[Iporpamma sBisieTcs MHTETPUPOBAHHOM: paccMaTpUBAaeT OTpaciu 3HAHUN B
cepe [eNONMPOU3BOJCTBA, ATUKH M TICUXOIOTMH JEIOBOTO OOLIEHHUS, Hay4YHOU
opraHu3alliy Tpy/Ja, MeTOAMKM OBIIaJIeHUs MPOPecCHOHAbHBIMUA HaBbIKAMMU.

CoBpeMeHHBIN ceKpeTapb PYKOBOJWTENs 00pa3oBaTelbHOTO KOMILIEKCa — 3TO
MOMOIIHUK, KOTOPbIA HE TOJbKO 3HAET NpaBuia oQopMIeHHUs TOKYMEHTOB, OpraHu3yeT
BCTpeYH, BeAeT [elOBYID [EpEeNHCcKy, KOHTPOIHUPYET BXOMSIIYHD M HCXOISALIYIO
UH(OpMaLKIO, HO U 00JajaeT LejblM PSAOM JOMOJHUTEIbHBIX MpodecCuOHANIbHBIX
KOMIIETEHLIMH, HEKOTOpble WX KOTOPBIX CTald OCOOEHHO BaXKHBIMH B CBETE MPOLECCOB
MOJEPHHU3aLUN CUCTEMbl CTOIMYHOTO 00pa3oBanusa. Bo MHOroM MacTepcTBO cekperaps
ompeneNsieT CIyXeOHYH KyIbTypy KOJUIEKTHBA W CIYKHT WHIAKATOPOM YpPOBHS
Pa3BUTHUSA YUPEXKICHUS.

ITporpamma kypca «CoBpeMeHHBIN CeKpeTapb COBPEMEHHOIO pPYKOBOIHUTEIS
KOMIUIEKCa» TMpeJHa3HaueHa /[Ais clyllaTened, JKeNarmlluX OBJaJeTh NpUeMaMHu
3¢ dexTuBHONW opraHu3alMK CcBoeil jAesTelnbHOCTU. [lonydyeHHble 3HAHUS T[OMOTYT
ayIUTOPUHA  CTaTh  HACTOSIIAMH  CHEHHAINCTaMH, CIOCOOHBIMH  00ECNEeYUTh
(yHKIIMOHUPOBAHHE COBPEMEHHOr0 00pa30oBaTElbHOTO KOMILIEKCa, CO3/aTh YCIOBHUS
s 3(pPeKTuBHON paboThl PYKOBOJCTBA M COTPYAHMUKOB opranuzauuu. Kypc Oyner
MoJie3eH M TeM, KTO o0JajaeT 3HAHMSIMH B O00BEME TpOrpaMMbl, HO XOYET HX
CUCTEMATU3HPOBaTh, @ TAK)KE MOBBICUTH CBOIO AP (PEKTUBHOCTH 3a CUET HOBBIX MPHUEMOB
U METOJI0B PabOTBHI.



Pasgea 1. XAPAKTEPUCTHKA MPOI'PAMMBbI»

1.1. Hean peanu3zanuu nNporpamMmmbli

CoBepilleHCTBOBaHMe  0a30BbIX W CHELHHANBHBIX  HPOQECCUOHATBHBIX
KOMIEeTeHLMI o0y4aroluxcs B 00JacTH COBPEMEHHOrO J1eJONPOU3BOJICTBA, HAYUHOMH
OpraHW3alMd TpyJa, OSTUKH W TICUXOIOTHH JElOBOrO OOLIEHHS B YCIOBHSX
(YyHKIIMOHUPOBAHUS MHOTOYPOBHEBBIX 00pa30BaTEIbHBIX KOMIUIEKCOB U MOJIEpHH3ALIUH
o0Opa3oBaTesbHOI cpe/ibl.

OcHoBHas neinb BHAA NpodeccHOHATIBHOH AesiTeJIbHOCTH B COOTBETCTBHHU C
npogeccHOHaNbHBIM ~ CTaHAAPTOM — peanu3alus oOecrneuyuBarOlMX  (QYHKUUNA
yIpaBlieHHs] OpraHu3alyeii; BHeApeHUe Ty YlIMX TeXHUYECKUX pa3paboTOK U HOBEHIIHUX
TeXHOJIOTHIi B o0ecrieueHure yrpaBieH|sl OpraHu3alueii.

COBepmeHCTBYEMBIe KOMIIETEHIHHH
B COOTBCTCTBHH C TPYAOBBIMH (l)yHKHHHMI/I HpOC];)eCCI/IOHaJIBHOI’O cTagapra «CrenmaaicT no
Oprau3aliHOHHOMY H JOKYMCHTAllHOHHOMY 00eCTICUCHHIO YIIpaBJICHHUA OPFSHH?:&HHeﬁ »

(yTB. Ilpukazom MuHHCTEPCTBA TPYAa U collMaibHOM 3auThl P@ ot 06 mas 2015 r. Ne276H, 3aper. B
Munrocte Pocenn 02 wronst 2015 r. Ne37509)

Ne Komnerenuun Kox Tpynosoii gyaxkomun
n/n
1. CniocobeH opraHu30BbIBATE PAdOTY C MOCETUTEIISIMUA A/02.3
2. ["'0TOB BBINOJHATE KOOPHHUPYIOLIHE U 00ECIIEYHBAOIINE A/03.3
(hyHKIMH
3. CniocobeH opraHu30BEIBATh pabOTy C JIOKYMEHTAMH B/01.4
4, CniocoOeH opraHM30BbIBATh TEKYLIEE XPAHEHHE JIOKYMEHTOB B/02.4
o Cnoco0eH miaHupoBath pabounii IEHb ceKpeTaps C/02.6
6. CriocoOeH cocTaBISATh H 0(hOPMIIATE YITPABICHUCCKYIO C/10.6
JIOKYMEHTAITHIO
- Crnioco0OeH opraHu30BbIBATH HH(POPMAIHOHHOE B3aUMOJIEHCTBHE C/14.6
PYKOBOJHMTENS ¢ OAPA3IeieHUAMH H JIOJDKHOCTHBIMH JTHIIAMA
OpraHu3aiu

1.2. Tlnanupyemble pe3yabTaThl 00y4eHHUS

Ne 3HarTh Kox Tpynosoii gyakomun

n/n

1. OcobeHHOCTH COBpEMEHHON METOAMYECKOH 0a3bl 110 B/01.4
JIEJIONIPON3BO/ICTBY

2. Crermuduky npodeccHoHaTLHON IeATEILHOCTH ceKpeTaps B A/03.3, B/01.4, B/02.4,
yCIOBUSIX (PYHKIMOHHPOBAHHS 00pa30BaTeIbHBIX KOMIUIEKCOB C/10.6, C/14.6

3 OcHoOBHBIE BHEI IOKYMEHTOB B OO, 0COOCHHOCTH HX CO3JaHUA B/01.4, B/02.4, C/10.6
U XpaHEHHS

4. OcobeHHOCTH OpraHHu3alii JAeaTeIbHOCTH ceKpeTaps © B/01.4, C/02.6
WCIIOJIL30BaHHEM HH(OPMAIMOHHBIX TEXHOJIOTHIt

5. OcobeHHOCTH TPYIOBBIX OTHOIICHHIT U IPo(hecCHOHATEHOTO A/02.3, A/03.3, C/14.6
noseienus: B OO

Ymersn
I, CocTaB/iTh U BECTH JIOKYMEHTHI B pAMKaX CBOMX MOJIHOMOYHH B/01.4, C/10.6




2. Pemrarek npodeccuoHanbHbIe 3a/1a91 B YCIOBHAX A/03.3, B/01.4, B/02.4,
(OYHKIHOHHPOBaHHs 00pa30BaATENBHBIX KOMIIJIEKCOB C/10.6, C/14.6

3. Bectu j1en0By10 niepenucky A/02.3, A/03.3, B/01.4

4. OcCymecTBISTh JIOKYMEHTO000POT, B T.4. JIEKTPOHHBIH A/03.3, B/01.4

5. Bectr HOMEHKIATypY JIe] ¥ XpaHUTh WH(OPMAITHIO B/01.4, B/02.4

6. [IpuMeHSATE cOBpeMeHHBIC HH(GOPMAITHOHHBIC TEXHOIIOTHH TTPH B/01.4, C/02.6
OpraHu3aliy CBOEN JeITEIbHOCTH

7. BelcTpanBarh KOHCTPYKTUBHOE OOIIEHHE ¢ CYOBEeKTaMu A/02.3, A/03.3, C/14.6
00pa3oBaTesIbHOIO NpoIecca, MPUMEHSS Ha IIPAKTHKE
COBpPEMEHHBIE KOMMYHUKATHBHBIE TEXHOJIOI MU

1.3. Kareropus o0y4arIuxcs (caymareJieii): CeKpeTapH,
NEeTONpPOU3BOAUTENIN,  PYKOBOOWTENIM M COTPYOHHUKH  TOApa3delieHHd 1o
JIOKYMEHTaUMOHHOMY 00€eCIeYeHHUIO 1eATeIbHOCTH 00pa30oBaTesibHbIX KOMILJIEKCOB.

1.4. dPopma o0yuyeHusi: O4Has

1.5. Pexxum o0yueHusi: 1Ba pa3za B HEHEJII MO TPHM 4Yaca B COOTBETCTBUMU C
YTBEPKI€HHBIM TpauKOM.

1.6. Cpok ocBoeHusi nporpaMmbl — 38 4., U3 HUX:
Jekuuud — 10 u.;

IMPAKTHYCCKHUE 3aHATHSA — 24 Y.,
CaMOCTOATCIIbHaA paGOTa -2 9.
UTOroBas arrecranus — 2 4.




Paspnen 2. «COAEP KAHUE MPOI'PAMMBbI»

2.1. YyeOHblii (TeMaTH4YeCKHH) NJaH

Ne HanmenoBanue TeM Bceero, Buabl yuedHbIX 3aHATHIA, Dopmbl
n/m gac. y4eOHBIX padoT aTrecTanun
Jlekmmun |  Ilpakrt. | Camocr.
3aHATHA | padorta
1. | OcoOeHHOCTH /1eJ0TPOM3BO/ICTRA B 8 2 6 BxoHoe
COBPEMEHHOM 00pa30BaTeILHOM TECTHPO-
KOMILJIEKCE BaHHE
2. | Jlenonpou3BoACTBO HAa KOMIIBIOTEPE 12 2 10
3. | Opranuzanus parHoHalIbHOI 6 2 4
JIeATeIBHOCTH CEeKpeTaps NOCPEACTBOM
EKTPOHHBIX pecypcoB. Outlook xak Texymmii
ONTHMAJIbHOE PEIlICHHE B KOHTPOJIb
ITPAKTHYECKOM IJIAHHPOBAaHHH.
4. | DTUKa U ICUXOJIOTHs JIEJIOBOTO 4 2 2
0011IeHHs
5. | KoMMyHHKaIMH B JICJIOBOM OOIIEHHH 4 2 2
6. | Urorosag arrectanus 4 2 Peienue
KelCcoR, 2 4.
HUTOI'O: 38 10 24 2 2
2.2. YyeOHast nporpaMmma
Tembi Bubi yuednbix Coaepxanue
3aHATHI/padoT,
yac.
Tema 1. Jleknust, 2 u. 1.1. CoBpemeHnHast MeToMuecKas 0asa 1o
Ocobennoctu JIeTIOTIPON3BO/ICTRY. THIOBAasS MHCTPYKIIHS T10
JICIIONPOU3BOICTBA nenorpou3BoAcTBY oT 27.11.2000 roga. 3axon ot
B COBPEMEHHOM 10.01.2002 ropna Ne 1-@3 «O06 anexrponnoi mudpoBoi
o0pa3oBare/lbHOM IO IITHCH .
KOMILJIEKCE 1.2. Cexperaphb B CTPYKTYpE yIpaBJIeHUs
obpazoBaTelbHBIM KOMIUIeKcoM. TpeboBanus,
npebsBIsSeMbIe K cekpeTapro. HopmaruBel BpeMeHH Ha
ceKpeTapckue padoThl.
[TpakTHyeckoe 1.3.CocTaB ynpapieHUYECKHX JIOKYMEHTOB

3aHsTHE, 2 4.

00pa3oBaTeIbHOr0 KOMIUIEKCA, PaclopsAUTENbHbIE U
HH(OPMAITHOHHO-CITPABOYHBIC JTOKYMEHTHIL

1.4. TpeboBanust Kk 0(OPMICHHIO TOKYMEHTOB.
Oobs3aTeNnbHBIE PeKBU3UTHI JOKYMEHTOB. TpeboBanus k
otopmiennto 6nanko. CripaBouHbIE IaHHBIE 00 aBTOpE
JokyMeHTa. OCHOBHBIE TIOMCKOBbIE PHU3HAKK: JlaTa U
MHJIEKC JIOKYMEHTA; ajipecalus; NOpsI0K COrIacOBaHHUs U
YTBEPKJICHHS TOKYMEHTORB. Pe3omonus. [lomerkn na
JOKYMEHTE.

[TpakTHueckoe
3aHsTHE, 2 Y.

1.5. CocraBnenne TOKYMEHTOB. THIIOBbIE TEKCTHI.
JIMHrBUCTHYECKHE OCOOEHHOCTH CITYKEOHBIX
JIOKYMEHTOB. 3aroJioBOK, MPUJI0KEHHUS.




1.6. Jlenosas nepenucka. PEKBU3UTHI 1€710BOTO MMHChMA.
BryTtpennss nepenucka. Baeuinss nepenucka:
KOMMepUYecKHe ITNCbMa, JIEIOBEIE MHCEMa,
HeperjlaMeHTHPOBaHHBIE MHCEMA. S3BIK U CTUIIB
HEePENHCKA. AHATH3 MPAKTHYECKHX OMHUO0K. DTHKA
JeN0Boro nucema. OcoGeHHOCTH o(popMIIEHHS
COOOIIEHU, NEPEABAEMBIX 110 JIEKTPOHHBIM CPE/ICTBAM
cBsi3u. CpaBKM, JOKIA/IHbIE U OOBSICHUTEIBHBIE 3aITUCKU.
CocTapieHHe pacOPAAUTENBHBIX JOKYMEHTOB (ITPHKa3bI,
pacriopsizkeHus ). AKT. [IpoTokoil, ocoOeHHOCTH
cocrapJieHusi. JIOKyMeHTalus 110 JITYHOMY COCTaRBY.

[IpakTHueckoe
3aHsaThE, 2 4.

1.7. Opranusamnus J0KyMeHTO000pOTa B
obpa3zoBaresibHOM KoMmiulekce. [IpueM u neppuyHas
00paboTka. Peructpanus v y4eT JOKYMEHTOB.
[Tpoxo#xieHne JOKYMEHTOR BHYTPH OpraHH3alluH.
KoHntpous uenonHenus JokymeHToB. [locTpoenue
UH(POPMAITMOHHO-TIOUCKOBOI CHCTEMEI 110 JOKYMEHTAM.
1.8. Texyiiee XxpaHeHHE TOKYMEHTOB B 00pa30oBaTelIbHOM
KoMIuiekce. Pa3spaborka U BeJleHHE HOMEHKIIATYPbI JeJ1.
[TpaBuiia GopMHUPOBAHMSI M BEJIEHHS JI€Jl. XPaHEHUE JIeJl.
DJIEKTPOHHBIE JIOKYMEHTHI H UX XPaHEHHE.

1.9. Iloaroroeka zen k ciade B apxus. [lopsnok u sransl
MIPOBEACHHS DKCIEPTH3EI, IICHHOCTH JIOKYMEHTOB.
[lepeunu nokymMeHTOB co cpokamu XpaHeHus. [lopsok
yHHUUTOKEHHs Jiea. O0paboTKa Jen Uisl C/ladd B apXHB.

Tema 2.
JlenonpouspoicTRO
Ha KOMIIbIOTEPE

Jlexumg, 2 4.

2.1. Cnenuduka qeonpou3BOACTBAa B 00pa3oBaTeIbHOM
KOMILJIEKCE: THITUYHbIE ITPOOJIEMBI M TEH/ICHLIHH.
Oco0eHHOCTH JIETONPOU3BOJICTBA U UCIIOJIB30BAHHEM
HK-texnonornii. MuUHHManLHBIE TpeOOBAHHUS K
ocHaIleHnuio paboyero Mecra (MarepuaIbHO-
TexHHueckomy obecneueHHo). IIpodeccnonanbHas
KOMIIETEHTHOCTh ceKperaps B 061acTi HH(OpPMAIIHOHHEIX
TEXHOJIOTHi{, perilaMeHTHpOBaHHas HOpMaTHBHBIMH
JIOKYMEHTaMH.

[IpakTHueckoe
3aHsATHE, 2 4.

2.2. OdopmieHHe OCHOBHBIX PEKBH3HTORB JIOKYMEHTORB.
ITpaBuiia opopmiieHHsI OCHOBHBIX PEKBU3HTORB, HX
pacriosio’keHue B JokyMeHTe. TpeboBanus k
odopmienuio 6nankoB. OdopMiIeHHE PEKBU3UTOB,
TIPHIAIOIIAX JTOKYMEHTY IOPHIHIECKYIO CHITY.

[TpakTiueckoe 2.3. OdopmIieHHE pacopsSIHTEIIHEHON JOKYMCHTAIHH.

3aHATHE, 2 U. Odopmiienne nprkasza 1o oduiei 1esTeIbHOCTH
oOpazoBareslbHOro KomIuiekca. BHyTpeHHee
corjiacopanue jjokyMeHTa. OdopmiieHne pacropsuKeHusl.
Peenus.

[TpakTuueckoe 2.4. CnipaBoyHO-HH(POPMAIIMOHHAS JIOKYMEHTAIIHSL.

3aHsiTHeE, 2 9.

PaznoBuHOCTH CciyxeOHbIX mucem. O0ime npapuia
otopmaenus. Komnosumnus 1enoBoro nucbMa.
Odopmnenne pa3IUYHBIX AETOBBIX THCEM: THCHMO-
IIpeUI0KEeHHE, THChbMO-TIPUTIIALICHHE,
COIPOBOAMTENILHOE MHCHMO. ["apanTHiinoe MHCEMO.
Coy:xeOHble 3anucku. PekBH3UT «pe3ommonusa». PeKBU3UT




«OTMETKA 0 3aBepeHnH Konuii». OdopmiieHne BITHCKN
13 JIOKYMEHTA.

ITpaktueckoe | 2.5. OpopmieHHe OTIENBHBIX BUJIOB JOKYMEHTOB.
3aHsTHE, 2 4. [TpoToKOJIbL, aKThI.
ITpaktrueckoe | 2.6. OdopMieHHE HOMEHKIATYPHI A€ ¢ HCIOIb30BAHUEM

3aHsATHE, 2 4.

TabauL,.
2.7. OdopmIieHns akTa yHHUTOKEHUS JOKYMEHTOB, CPOK
XpaHEHHUS KOTOPBIX HCTEK.

Tema 3.
Opranuzanns
palHoOHAIBHON
JIeATETbHOCTH
cekperapsi
HOCPEACTBOM
SIIEKTPOHHBIX
pecypcos. Outlook
KaK ONITUMAJIBHOE
peuieHue B
IIPAKTHYECKOM
IJIAaHUPOBAHWH.

Jlexnug, 2 4.

3.1. CoBpeMeHHBIE 3JIEKTPOHHBIE PECYPCHI,
obecrieunBaroIme padoTy cekpeTaps.

3.2. Cnenuduka AesTeIbHOCTH CHEIHAINACTA 110
OPraHU3alHOHHOMY M JIOKYMEHTAIHOHHOMY
o0ecrieueHHIO ynpaBieHusi 00pa3oBaTelIbLHON
OpraHH3alMeii ¢ y4eToM 0COOEHHOCTEH HCIIOIb30BAHMS
pa3MYHBIX 3JIEKTPOHHEIX PECYPCOB.

3.3. AUC «KontuareHT»: Kparkuii 0030p.

[IpakTHueckoe
3aHsaTHE, 2 4.

3.4. Outlook kax onTUMaNbLHOE pelIcHUE B TPAKTHIECKOM
IIaHupoBaHUHU. Mcnoab30BaHne KaleH1aps.
Hactpoiika napamerpos kayieHaapsi. M3menenune
MacuITaba BpeMEHHOM 1IKaJIbl, K3MEHEHHE NIAPaMETPOB
paboueii He/leH.

3.5. beicTperlii 00630p KaneHaapHbIX M1aHoB. Co3aHue
Pa30BBIX H MOBTOPSIOIIHAXCSA BCTPEd H COOBITHIA.
YcTaHOBKa OMOBEIIEHHH.

3.6. Co3nanue u paboTa ¢ HECKOJIBKMMU KaJleH1apsIMH.
3.7. Ilnanuporanue coOpanuii. [Tpoueypa
IUIaHMPOBAHHsl COOpaHHUs, IPUTIIAIICHHE YIACTHUKOB.
OTBeT Ha npuIIamenue. AHaJIN3 OTBETOB Ha
npurnamenue. M3menenne nadpopMannu o coOpaHun
110¢JI€ OTIPAaBKH NPUIJIALIEHHH, OTMEHA cOOpaHus.

[IpakTHueckoe
3aHATHE, 2 1.

3.8. Pabora ¢ 3agavamu. Co3jaHue pa3oBoil U
noBTOpstoLIeiics 3anaun. Orodpaxenue 3auay B
KaJicHaape.

OOnoBnenue 3ajaun, BeINIOIHEHKE 3a1aun. Haznauenue
3aja4. [IpreM u OTKIIOHEHHE 3a/1a4H, Tepeaapecarus
nopydeHus. KoHTpob BeINIOIHEHHS 3a/1a4. Paccbuika
0TYeTa O COCTOSIHUY 3a/1a49H.

3.9. Hactpoiika JIH4HO# CHCTEMBI IIJIAHUPOBAHHS.
Hcnonb3oBanue kareropui s 3gpdexTuBHOro
IJIaHUPOBaHUSL.

Tema 4. DTuKa 1
TICHXOJIOTHS
JIENIOBOT0 OOIIEHUS

Jleknus, 2 u.

4.1. Umnjox cexpertapsi. PaGodee mecTo cekperaps.

4.2. AkTyanusanus coluaibHol ToTpeOHOCTH B
MOBBIIIEHUH KYJIBTYPBI JEOBOTO MOBEICHUS pabOTHHKOB
ctepst oOpazoBanus. HopMel U paBuia 1e10BOH ITHKH.
Henogoit atuker. [ToBceIHEBHBIH, Pa3/IHUYHBIH ITUKET.
4.3. Druker B cinyxeOHbIX oTHOLIeHUs1X. KopriopatusHas
KYJIBTYpa, (GHPMEHHBIH CTHIIE 00pa3oBaTeILHOTO
koMmIUtekca. CiryrxeOHas BEpTHKATb (OTHOIICHHUS B
CHCTEME «PYKOBOUTENb-TIOAUMHEHHBIH ). CiyKeOHas
TOPU30HTAJIb (OTHOLIEHHUS B CUCTEME «KOJIJIEra-
KoJuteray). CiyxkebHas cybopaunanusi. HopMel 1




IIpaBHJIa OTHOLIEHUH COTPYIHUKOR € IPEJACTABUTEISIMU
CTOPOHHUX OpraHW3alMii, IOCETUTEISIMU.

ITpaktyeckoe | 4.4. BzauMooTHOLIEHHs ¢ pyKoBoauTeaeM. OkazaHue
3aHsTHE, 2 . 3¢ ek TUBHON MTOMOIIM B paMKax CITyKeOHBIX
MIOJTHOMOYH. DMOIIMOHAIIBHO-HEHTPaIbHBIH, JIEJI0BOH
xapakrep ornomenuii. Konduaenunansnocrs. YMeHue
BeCTH cels B CII0KHBIX cuTyarmax. Cekperaphb Kak 4ieH
KOMaH/Ibl.

4.5. BzaumooTHOIIEHHS B KOJUIeKTHBE. PoJib cexperaps B
MoJUIEPKaHruK OJIaronpUsITHOIO MUKPOKJIMMATA B
KOJIJIEKTHBE.

4.6. TexHOIIOTHS U ITHKET JEJIOBBIX CHTYaIHM.
Tenedonnslii pazrosop. Mexoasiue 0 BXOASIIHE 3BOHKH.
®a3pl TeneOHHOTO Pa3roBopa. ITHKET HCIOIL30BAHUS B
padoTe HOBBIX TEXHUYECKUX YCTpoicTB. Opranusamus
npuema nocerurenei. [lmanuposanye U NoAroToBKa
npuema nocerutesied. MIMuK pHeMHON pyKOBOIHTEIIS.
JlenoBeie MpueMBI.

Tema 5. Jlexmms, 2 4. 5.1. KommyHuKamus B IeI0BOM OOINCHUN: THITHUHBIC

KomMmyHuKanuu B OIMMOKHU ¥ MX TOCJIE/ICTBHS.

JIEJIOBOM OOIIIEHHH 5.2. CoBMECTHMOCTE XapaKTEPOB B CUTYalMH JIEJIOBOIO
o01IeHHsL.
5.3. IIporno3 kouduuktos. [penynpexieHne
KOH(IUKTOB.

5.4. lloABMKHOCTD IMYHOCTH: THITBI TEMIIepaMeHTa, KakK
OHH COYETAIOTCs C XapaKTepaMH.

5.5. Jlenosoe o01ieHHe ¥ «MacKuy» JIHUHOCTH. Kak ux
pacIo3Hars.

5.6. YHHKaJIbHOCTB JIMYHOCTH Ha CTBIKE XapakTepa,
TEMIIEPaMEHTA B «MacoK»: TIOYEMY MBI TAKHE pa3HbIE.
Pa300p THIIMYHBIX U CIIOMKHBIX CIIyYaeB

[Tpaktyeckoe | 5.7. HeypaBHoBeleHHbIi onnoneHT. Kak noHsTs: Hopma
3aHATHE, 2 4. WJIH [1aTOJIOTHA?

5.8. IsmeHeHus XapakTepa ¢ BO3pacToOM: MOAX0/ K
HOKUIIOMY ONIIOHEHTY

5.9. Pa3060p JIMYHOCTHBIX THIIOB YYACTHHKOB

Pasznea 3. «®OPMbI ATTECTAIIUHN U ONEHOYHBIE MATEPHUAJIBI»

OueHka ypoBHS  C(OPMHUPOBAHHOCTH  NPO(PECCHOHATbHBIX  KOMIETEeHLIH
clylartesield BKIoUaeT B ce0sl TEKYIIYH0 U UTOTOBYHO OLIEHKH.

Ha nepBom npakTrueckoM 3aHATAH 1O TeMe 1 «OcoOeHHOCTH AeoNnpon3BOACTBA
B COBPEMEHHOM 00pa30BaTeJbHOM KOMILJIEKCe» MPOBOJAMUTCS BXOAHOE TeCTHPOBAHHE,
TIPU3BAHHOE BBISIBUTH YPOBEHb BIAJEHUs CIyIIaTeIsIMH 0a30BBIMU 3HAHUSIMH MO TeMe
Kypca.

[TpumepHBIe BapHaHThI BOITPOCOB:

1. Homenknamypa den — smo:



a) Marnku ¢ JOKYMEeHTaMH;

0) niiad no padoTe ¢ J0OKYMEHTaMH;

B) CUCTEeMaTUM3MpPOBaHHBIM MepevyeHb 3aroJoBKOB /el ¢ yKa3aHHeM CPOKOB HX
XpaHeHus!, 0(hOpMIIeHHBIH B YCTAaHOBJICHHOM TTOPSIIKE.

2. Kax wHa3zvisaemcsa OOKyMeHm, KOMOpPbIll NOOmMeepiHcoaem YCmAaHo8l1eHHble
Gaxmul, cobvimun iy Oetcmeus U COCMABIAemcs npu ceudemensx’?

a) CIipaBKa;

0) ciyxebHas 3anucKa;

B) aKT.

3. Kakasa uz wacmeii 6yoem uznuuiHel npu cocmasieHuu npuxkaza?

a) BBOJHAas;

0) KOHCTaTHpYIOLIAs;

B) pacnopsauTesbHas.

4. Pacnopsaxcenus, uzdasaemvie pyKo80OCMBOM OpPeaHU3AYUU, CUUMAIOMCSL!

a) MPaBOBBIMHU aKTaMH;

0) pacnopsaAuTeIbHbIMU TOKYMEHTaMU;

B) ApYroi BapuaHT.

Texkymmii KOHTPOJIb MPOBOIUTCS B opMe pelleHus IpodIeMHbIX 3a1a4, Oeces,
aHanM3a MPaKTUYECKUX CUTYallhi, JOKyMEHTOB, MaTepHalloB yueOHO-MeTOAMYECKHX
TOCOOUH.

B paMmkax uToroBoii arrecTauuu NpoBOAUTCS pa3zd0p KEHCOBBIX CUTYALUHA.

OcHOBHOH 3ajaveidl aHaiW3a W pelleHus KelcoB sBJSETCS IOJydeHHe
00BEKTHBHBIX Pe3yNbTATOB 00 YPOBHE BIIaJICHUsI CIyIIaTeIsIMKA 0a30BBIMU MIPUHIIUIIAMH
OpraHM3alMOHHOIO u JNOKYMEHTALHOHHOTO obecrnieyeHus ynpaBleHUs
o0Opa3oBaTeIbHBIM KOMIUIEKCOM B YCIIOBUSIX COBpeMeHHOW MOCKBBI.

B kayecTBe aTTeCTAalMOHHOIO  MCMBITAHUA  CAyLIATeAsM  Ipeajaraercs
03HAaKOMHUTBHCS C MUHM-KEHCOM — MpaKTUYecKOl cuTyalmel, Kotopasi B KpaTkoi (Gopme
OMUCHIBACT Ty WJIM MHYIO M[podieMy, Jexalylo B 00JacTh NpodeccuOHabHBIX
KOMIIETEHLIHH, a TaKkKe (aKThbl, CBI3aHHbIE ¢ HEKOTOPOI CUTYalHel N0 ee COCTOSHUIO Ha
onpe/eNeHHbli MOMEHT BpeMeHU. YKa3zaHHbli 00beM HMH(OpMalUK JOCTaTOYeH s
TOTO, YTOOBI CIyIIATeNH, 00Ia1atolIe HeOOXOAMMBIMU 3HAHUSMHU U HaBBIKAMH, MOTIIH
MPUHSTH 000CHOBaHHOE pelieHue. Eciu A5id norcka BbIxoa U3 rpeajiaraeMoi ciioKHoN
CUTyallid He XBaTaeT CBeJeHWH, oOyuarolidecs MOTYT OTpPaHHYHUTHCS OMHCAHHEM
CTpaTeruy pelleHus mpodIeMBbl.

OTBety caywmareeii npeauecTByeT AByX4acoBasi caMocTosiTeIbHAsi padoTa,
KoTopasi 3akiitouaercss B O(QOpMIEHHH IOKYyMEHTAlMH, TPEeAyCMOTPEHHOM KaXIbIM
KOHKpeTHBIM Keiicom. Bce paccmaTpuBaembie CHTyalUH SIBISIFOTCS peanbHBIMH. MX
pelieHre HOCHUT NPaKTUKOOPUEHTUPOBAHHBIM XapakTep — MOJYyYeHHbIe 3HAHHUS MOTYT
OBITH MPUMEHEeHBI CTyIIaTeIIMU Ha pabounx MecTax. B KauecTBe KOHEYHOTO MPOAYKTA
oOyyarougyecs nojyyaror o0pasiibl 0QOpMIEHHUS JTOKYMEHTOB, HauboJsiee 3HAYUMBIX C
TOYKH 3pEHUS] OpTraHU3al|H eI TeIILHOCTH 00pa30BaTeIbHBIX KOMIIJIEKCOB.

[Ipu BbibOpe Keifca mnpenojaBaTead  AUCLMIUIMHBI  PYKOBOACTBYHOTCA
ClIeIyFOLIUMHU MTPUHIUTIAMHU:
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® CyThb Keilica [0JOKHAa COOTBETCTBOBATh COJEPKAHHUIO MPOoQecCHOHaNbHON
JIeSITeJIbHOCTH;

e onucaHHas CUTyalMs J0J/bKHa  obecneduBaTh  BO3MOYKHOCTb,  4TOOBI
OTBEYANOIIHUKN MPOSIBUII MAKCUMYM HEOOXOIMMBIX KOMITETEHILIUH;

® B 3aJaHWU JOJOKHA colaep)aTbcs HHpOpMalus, AOCTaTOYHAs Ui aHaau3a
CUTyalluy U MPUHSATHS pelIeHHUS;

e Kelic J0/DKeH OBbITh aKTyaslbHbIM HA CEroJHSAIIHUM [eHb W HEe YyCTapeBaTh
CITUILLIKOM OBICTPO;

e KeiC JOJDKEeH WIMIOCTPUPOBATE TUITHYHBIE CUTYAllNH;

® KeliC JOJDKEeH pa3BUBaTh aHAJIMTUYECKOE MbIIILJIEHHE.

B xone wWTOroBOM arrecTalMH MpPU PEIICHWHM Keica CIaylIaTeasaM MOpeACTOUT
MPOUTH HECKOJIBKO 3TAIOB:

1) anamu3: wHccleaoBaHWE 3aJaHHOW MPaKTHYECKOH cuTyauuu | cOop
CYILIECTBEHHOM /ISl peleHus HHpOpMaIlHH;

2) BbISIBJIEHME aJbTEpPHATUB: OOHAPY)KEHHE BO3MOXKHBIX ajbTePHATHB pEILICHUS
CYIIECTBYIOLIMX 3a]1a4;

3) BbIOOp anbTepHATHB: BLIOOP Jydlled albTepHATUBBI 115 PELISHUS 3a/1a4;

4) pazpaboTka pelieHuii: pa3padoTKa BO BCeX JeTalsAX KOHKPETHbIX pelICHUH Mo
OCYIIIECTBIICHHIO BEIOpAaHHOMW allbTEPHATHUBEI;

S) npeacraBieHKe: NMpeJCcTaBlIeHHe pa3padOTaHHbIX PeLeHUH.,

OueHka oTBeTa 00y4YaloUIMXCs CBA3aHa B [EPBYIO OYepehb ¢ XapaKTepoM CaMoro
3a7jaHusl, TpeOyrollero JeMOHCTpalMH ONpeaelieHHbIX KOMIETeHIUM M IEHHOCTHBIX
opueHTtanui. [1pu pemenuu keiica 6yyT BocTpeOOBaHbI CleIYIOLIHEe YMEHMS:

® [IOHMMATh CMBbICII 3aaHHS;

® aHAJIW3UPOBATH NMPETOKEHHYIO YCIOBHYIO CHTYalIHIO;

e [IPUMEHATH MOJyUYeHHbIE 3HAHUA I pellleHHs MpakTHYeCKHX 3a1ady;

e JI0Ka3bIBaTh 0OOCHOBAaHHOCTH Tpe/JIaraeéMoro perieHus;

® [peABHJICTh IIOCICACTBUS OIpPEACICHHBIX JCHUCTBHA U COOCTBEHHOTO
MOBEJACHHS B KOHKPETHOM CUTYyalluy U T.[I.

Pemenue keiica olieHMBaeTCs 10 TAKUM KPUTEPHSIM, KaK:

® COOTBETCTBHE pellieHWs CchOpPMYJIMPOBAHHBIM B  3aJaHWM  BOIpOCaM
(amexkBaTHOCTH TIpoOJieMe, TOTPEOHOCTAM M BO3MOXKHOCTAM 00pa3oBaTelbHOTO
KOMILJIeKca);

® TPaMOTHOCTH OpOpMIIEHUS JOKYMEHTAlINH;

® [IPUMEHHUMOCTh PellleHHs Ha TIPAKTHKE;

e 00OCHOBaHHOCTh, YHHBEPCAIBbHOCTh M KOMIIJIEKCHOCTD PellIeHHUS;

e HajluM4yuMe  aJbTEPHATUBHBIX  BApPUAHTOB  pPEIICHMs, IPOrHO3UPOBAHHUE
CIIOKHOCTEH;

® BO3MOYKHOCTb J0JrOCPOYHOr0 NPUMEHEHHS, IePCNeKTUBHOCTD;

® 3/IeKBaTHOE MCMOJIb30BaHHE HOPMATUBHO-ITPABOBON 0a3bl MpH pellieHur Keica;

® CTPOMHOCTB, KPATKOCTh M Y€TKOCTh OTBETA.

IlpenogaBarens JUCIMIIIMHBI OIEHMBAEeT OTBET ClyIlIaTeledl Mo KaxIAoOMY
KpUTepHIO, BbicTapiss oT 0 1o 3 Gasios:
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0 OannoB — nMokazaTelb OTCYTCTBYET;

1 ©ann — nokasarelb BbIpakeH B HE3HAYUTENIbHON CTeNeH!;

2 Oasia — rnokasartellb MpeJCTaBleH Henocae0BaTe/1bHO;

3 Oanna — nokazaTelb BIPaKeH B BBICOKOU CTEIEHH, TI0CIIe10BaTEeIBHO.

MaxkcumanbHoe KojrdecTBo 0amnoB — 24. [Ipu aoctiwkenuu nopora B 18 6anios
CIylIaTellb CYUTAETCS aTTECTOBAHHBIM.

Paznen 4. «OPTAHU3ALIMOHHO-NIEJATOTHYECKHE YCJIOBHA
PEAJINSALIUH ITPOI'PAMMBbI»

4.1. MaTepua/ibHO-TeXHHUYECKOe oDecneyeHue

e JIeKI[MOHHAs ayJWTOPHS, OCHAIEHHAs KOMIIBIOTEPOM ISl MpernojaBaTensi ¢
YCTAHOBJIEHHBIM TporpaMMHBIM oOecriedeHreM (B T.4. Outlook) u mMynbsTHMe ZUHHBIM
o0opy10BaHHEM;

e yuyeOHass ayquTOpHsi, OOOpYIAOBaHHAs KOMIBIOTEpPAMH C YCTAaHOBIEHHBIM
NporpaMMHbBIM oOecreyeHueM W MpeaHa3HayeHHas A NPOBEJeHUs NPaKTUYECKUX
3aHSATUM;

® BBICOKOCKOPOCTHOI Aoctyn B MIHTepHeT;

e J0cKa WM Quumyapt, proMacTepsl.

4.2. YueOHO-MeTOAHYecKOe oOecrneyeHHe H HH(pOpMALHOHHOEe obecnedeHUe
NporpamMmbl

OcHOBHas TUTEpPaTYpa

1. ApacnanoBa B.A. ApxuB opraHu3anuu: Teopus u mpakTtuka / B.A. ApaciaHoBa,
B.A. Bacunenxo. — Upkytck, 2013. — 87 c.

2. Apxanrenbsckuii [ .A. ®opmyna Bpemenu. TaliM-meHemxmMeHT Ha Outlook-2013.
— M.: U3n-Bo «Mann, MUBanoB u @epbepr», 2014. — 224 c.

3. BonobGyeBa JI.LM. Jlenonpon3BoACTBO B JIOLIKOIBHOM 00pa30oBaTellbHOM
yupexaeHnn. YuedHoe nocobue. — M.: Ilpomereii, 2013. — 72 c.

4. luk H.®. Jlenonpou3BoACTBO K JIOKAJIbHbIE aKThl B IIKOJIE U Julee. — PocTos:
®enukce, 2007. — 352 ¢.

5. Jluxk H.®. JlokanbHble akThl U JIENOMPOMU3BOJCTBO B 00Ie00pazoBaTeIbHOM
yupexaeHun. — PoctoB: @enuke, 2008. —317 c.

6. 3apeuxas .. OcHOBBI 3TUKH U NICUXOJIOTKH J1eJ0Boro o0uenus. — M.: OHukc,
2010.—-224c.

7. JloueBa M.B., I'ankuna E.H., I'yposa E.B. [lenonpou3BoacTtBo B KaapoOBOi
cnyx0e. YuyeOHo-nmpakTHuyeckoe nocodoue. — M.: IlpocnekT, 2013. — 80 c.

8. Cankos B.B. HWH}popmalMoHHBIE TEXHOJIOTMM H  KOMIIBIOTEpHU3AIUs
NeJIONpPOU3BOACTBA. YueOHuUK. (7-e u3a., crepoturl.) — M.: Akaaemus, 2012. — 288 c.

JononHuTenpHas auTeparypa

1. AnexceeBa E.B. ApxuoBeneuue: yueduux / E.B. Anekceesa, JLIL
Adanacbea, E.M. byposa; noa pea. B.I1. Ko3nosa. — 3-e uzz., qon. — M.: Akanemus,
2005.-271 c.
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2. Jlenonpou3BoJACTBO B  00pa3oBaTeNbHBIX yupekaeHusix. Beimyck 1:
3akononartenscTBO PD. — M.: Cepa, 2004. — 64 c.

3. Jlenonpou3BocTBO B 00pazoBare/bHbIX yupexaeHusax. Boinyck 2: [IpaBoBoe
perymuposanue. — M.: Cdepa, 2004. — 80 c.

4. Epmonosa E.IL Ilcuxonorus counanbHO# peanuzauuu npodeccronana. — M.:
N3 p-Bo «MuCTUTYT nicuxoniorun PAH», 2008. — 347 c.

5. KynbeTypa ycTHOW M THCBMEHHOW peun JesoBoro dvenoBeka. CrnpaBOYHHK.
Ilpaktukym. — 18 u3n . — M.: @aunta, Hayka, 2012. — 320 c.

6. Kymnepyk C.I1. JIokymeHTHasi JTUHTBHCTHKA: Y4ed. mocoduwe. — 5 uzd., M.:
dnunTa, Hayka, 2012. — 256 c.

7. COOpHUK BceX KaJpOBbIX JOKYMEHTOB: MpPaKT. PEKOMEHJalUWd [0 MX
3aMOJHEHUIO:  [JOKYMEHTBbI  KaJpoBOHi  cayxObl npeanpuatud. JlomkHOCTHbIE
MHCTPYKUMH.  JIOKyMEHTHMpOBaHWe  OpUeMa W YBOJIbHEHUA  COTPYIHHUKOB.
JIoKyMeHTHpOBaHHE KOMaHAWPOBOK. IIpHWKa3el O TIOOWMIPEHUSIX W HAKa3aHMSIX
coTpyaHukos] / mox pen. @.H. ®ununoii. — M.: I poccMenua: Pocculickuii byxranrep,
2008. — 269 c.

8. Ceupunosa M. I0. MudopmarmonHsle TexHoimorun B oduce. [IpakTudyeckue
ynpaxkHeHus. Yueb. mocodue. (5-e u3 ., crepeotu.). — M.: Akagemusi, 2012. — 320 c.

0. Tepeutbe B.K. Mexnoycobuuibl B oOpraHd3alusix: PYKOBOACTBO [0
yIpaBlIeHUIO cly:kKeOHBIMU KoH(paukTamMu. M3a. 3-e, nepepad. u gon. — MockBa: VI
«Ilepcnextua», 2009. — 214 c.

10. Tpodhumoa O.B. OcHoBbl aenoBoro nucbMa. Yued. Ilocobue. — 2-e u3m.,
crepeotun. — M.: ®nunTa, Hayka, 2012. — 304 c.

HHTepHeT-pecypchl

1. ®opymM cekperapeii 1 aIMMHUCTPATUBHBIX paboTHUKOB http://sekretar-info.ru/
[2nexTponnslii pecype] URL: http://sekretar-info.ru/

2. Undopmaumonnsiii nopran ans Cexperapeii CekpeT(@pb [DIeKTPOHHBIH
pecypc] URL: http://www.sekretary.net/

3. Ilopran PRO-aenonpou3BoacTBO [DneKTpoHHbIH pecypc] URL.:
http://www.sekretariat.ru/

CHHcoK ToCcy1apCTBEHHBIX CTaHIAPTOB

1.TOCT 2. 105-95. ECK]I Obuiue TpeOoBaHHs K TEKCTOBBIM JOKYMEHTAaM.

2.I'OCT 6.15.1-75 YuuduumpoBaHHble CHCTeMbl JOKYMeHTauWu. OCHOBHBIE
TIOJIOXKEHHSI.

3.TOCT 6.38-72. VYHuduuupoBaHHble CHCTeMbl JoKyMeHTauuu. Cucrema
OpraHu3allMOHHO-PACIIOPSIUTENbHON JOKyMeHTauuu. TpeboBaHus K O(GOPMICHHIO
JIOKYMEHTOB.

4. TOCT 16487-70. Jlenonpou3BoACTBO M apxuBHOe [1eno. TepMuHbl M
oTnpeeseHus.

5.TOCT 17914-72. O6Gn0XKH Ael IIUTeIbHBIX CPOKOB XpaHeHus. TexHuueckue
yCIIOBHSI.
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6.TOCT P 6.30-2003. VaudbunupoBaHHbIE CHCTEMBI JOKYMEHTAI[HH.
Yuuduumposannas cuctemMa OpraHu3alMOHHO-PACHIOPAAUTENBHON JIOKYMEHTAalMH.
TpeboBanus K opopMIEHUIO JOKYMEHTOB.

7.TOCT P 51141-98. Jlenomnpou3BOACTBO MU apXxWBHOe Jeno. TepMHHBI H
onpeeneHusl.
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