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1. O0mue MoJI0KEeHUS

1.1. HopmaTuBHO-TIpaBOBbIE OCHOBBI pa3pabOTKU MpodhecCuOHATBHOM
o0pa3oBaTeILHON MPOTPAMMBI

HopmatuBHO# 0CHOBO# pa3paOOTKU MPOTrpaMMBbl BBICTYTIAIOT:

- ®enepanbHbiil 3akoH OT 29 nexadbpst 2012 r. N 273-D3 «O6 ob6pazoBaHuun
B Poccuiickoit denepannny;

- [Topsiiok opraHu3aliy U OCYIIECTBICHUSI 00Pa30BaTEIbHON ACSITEIILHOCTH
M0 OCHOBHBIM MporpamMmaM MpoPeCcCUOHATLHOIO OO0Yy4YeHHs, YTB. MPUKA30M
MunucrtepctBa oOpa3zoBanus u Hayku P® ot 18 anpens 2013 r. N 292;

- Ilepeuens mpodeccuii paboumx, AOHKHOCTEH CIYKAIlUX, MO KOTOPHIM
OCYIIECTBISIETCST TIpopecCHoHaIbHOE 00y4YeHHue, YTB. MpUKa3oM MuHHCTEpPCTBA
oOpazoBanus u Hayku PD ot 2 utons 2013 r. N 513;

- Ilpodcrangaptr: 07.002 «Cnenuaiuct 1O OpraHU3AIMOHHOMY U
JIOKYMEHTAITMOHHOMY OO€CTICYCHUIO YNPABJICHUS OpraHu3alueit», yTB. MpUKa3zoM
MuHnucTepcTBa Tpyaa U conranbHou 3amuTbl PO ot 6 mas 2015 r. N 276H - O6
yTBEp)KICHUM  TepeuyHerd  mpodeccuit M CHEHUAIBHOCTEH  CPEIHEro
npodeccruoHanbHOT0 00pa30BaHMsl, peaan3anus 00pa30BaTEIbHBIX MPOTPAMM II0
KOTOpPBIM HE€ JIOMYCKAaeTcsd C MPUMEHEHUEM HCKIIOUYUTENBHO 3IEKTPOHHOTO
oOyuyeHus,  JUCTAHIIMOHHBIX  OOpa3oBaTeNbHBIX  TexHosoruit,  IIpukas

MunucrepctBa oOpa3oBanusi u Hayku Poccuiickoit @eaepanuu ot 20.01.2014 N

22.

1.2 HopmaTuBHBIN CPOK OCBOSHHS IPOTPaMMBbI I OpTaHU3aIUs 00yUeHUs

[IponomxurensHOCTh OOyYeHHs TI0O TporpamMmme TMpodeCCHOHATBHON
MOATOTOBKE ycTaHoBiieHa 272 dacoB (136 wacoB — 10 wmacc; 136 uwacoB — 11
kiacc). Cozeprkanue NporpaMmMbl BKITFOYAET:

TEOpEeTUUYECKHUA 00K — 228 9acoB;

y4yeOHas mpakThKa — 28 4acos;

KBIU(PUKALUOHHYIO paboTy — 16 yacos.



2. KpanmupukauuoHHbie TPeOOBaHUA K NPO(peccuu Aej10NpoOu3BOAUTEIb

[Io wtoram oOyueHUS W YCHEIIHOW aTTecTaluy CIyIIaTead MOJydYaroT
CBuzerenscTBO 0 mpodeccuu paboyero, AOHKHOCTU CIIYXKAIIero ¢ MPUCBOCHUEM
kBanmnpukannn «Cexkperapb-aIMUHUCTPATOP», JAIOIIEE MPABO HA BEAECHUE HOBOTO
BUJa TNpPO(PECCHOHANbHOM  JAEATEIbHOCTH B  cdepe  JOKYMEHTAlMOHHOI'O

oOecreueHus ACATCIIbHOCTH OpraHu3aln.

Bo3mo:xkHOe  HamMeHOBaHHe  JOJKHOCTH, Tmpogeccun: Cekperapb-

aAMUHHCTPATOP.

Bun npodeccruoHanbHON nesarenbHoCcTH: OpraHu3aloOHHOE 151
JIOKyMEHTAIlMOHHOE  OOecrieueHre  YNpaBICHUS  OpraHu3alusIMu  JHOOBIX
OpraHU3alMOHHO-TIPABOBHIX (POPM.

JomxHocTHBIE 00s13aHHOCTH. OCyIecTBIsET PaboOTy MO OpraHU3AIMOHHO-
TEXHUYCCKOMY o0ecIieueHuno aJIMUHUCTPATHUBHO-PACTIOPSIUTEILHOM
NEATETHPHOCTH PYKOBOAUTENS TPEANpUATHSA. [IpuHMMaeT MOCTymamoIyro Ha
paccMOTpEeHHE PYKOBOAUTEIS KOPPECIOHICHIINIO, TIEPE/IaeT €€ B COOTBETCTBUU C
OPUHATBIM pEUICHUEM B CTPYKTYpPHBIE TMOJpa3AesieHuss WM KOHKPETHBIM
WCIIOJIHUTEIISIM JIJIE WCIOJIb30BaHUSL B TMpoIlecce padoThl JMOO MOATOTOBKHU
OoTBETOB. Bener nemompou3BOJCTBO, BBHIMOIHSAET pa3IUYHBIC ONEPAIH  C
PUMEHEHUEM KOMIbIOTEPHON TEXHUKH, IPEeIHa3HAYEHHOMU JIJIsl cOopa, 00paboTKu
U TIpeAcCTaBieHHWs WHGOPMAIMM TIPH TOATOTOBKE ¥ TPHHITHU PEIICHUM.
[IpyHuMaeT JOKYMEHTbl U JIMYHBbIC 3asBJIECHUS HA TMOJIUCh PYKOBOAMTENS
npeanpusatus. IloAroraBnuBaeT MOKYMEHTBHI M MaTepHalbl, HEOOXOIUMBIC IS
pabotel pykoBomutens. CleauT 3a CBOEBPEMEHHBIM PACCMOTPEHHEM U
MPEACTABIICHUEM  CTPYKTYPHBIMH  TOJPA3JACICHUSIMH W KOHKPETHBIMU
WCTIOJIHUTENISIMA ~ TOKYMEHTOB, TIOCTYIIUBINIUX HA HWCIOJHEHUE, TPOBEPSET
NPaBUIBHOCTh  OQOPMJICHUS  TMOJATOTOBJICHHBIX  INMPOCKTOB  JIOKYMCHTOB,
NepeIaBacMbIX PYKOBOJIUTENIO Ha IOINMUCH, OOSCIEYMBAET KAYSCTBEHHOE WX

penaktupoBanue.  OpraHuzyer  NpoBeAeHUE  TeNEPOHHBIX  MEPETOBOPOB



PYKOBOIMTENS, 3alUCHIBAET B €r0 OTCYTCTBHE TMONYYCHHYIO HH(POPMAIUIO U
JIOBOJIUT JI0 €0 CBEJCHMS €€ COJEp)KaHMe, MepeaaeT U NMPUHUMAET WH(OPMAIUIO
10 MPUEMHO-TIEPETOBOPHBIM YCTpOUCTBaM (Tenedakcy, TeIeKCy U T.II.), a TakkKe
TeneOHOrpaMMbl, CBOEBPEMEHHO JTOBOJUT JO €ro CcBeIeHus uHdopmalumio,
NOJyYEHHYI0 MO0 KaHajaMm CBs3U. [lo MOpy4YeHHIO PYKOBOAMTENS COCTaBIISET
NUChbMa, 3aMpoChl, IPYrHe€ JOKYMEHTBhI, TOTOBUT OTBETHl aBTOpaM IIHCEM.
Breinonuser paboTy MmO MOJATOTOBKE 3aceJaHUi M COBEIIAHUM, MPOBOJAUMBIX
pykoBoauteneM (cOop HEOOXOJIMMBIX MaTepUajoB, OMOBEIIEHHWE YYAaCTHUKOB O
BPEMEHH M MECT€ IPOBEJEHUS, TOBECTKE [HSA, WX pEerucrpamus), BeIeT u
oopMIISIeT TPOTOKOJIBI 3acelaHuii W coBemiaHuil. OCyIIECTBISET KOHTPOJIb 3a
UCIIOJIHEHHEM PabOTHUKAMU MPEANPUITHS U3JAHHBIX NMPUKA30B U PACTIOPSIKEHUH,
a TakXke 3a COOJIOJCHHEM CpPOKOB BBINIOJHEHUS YKa3aHUW M TNOpYyYEHUH
PYKOBOIMTENSL MPEANpHUSATHs, B3ATHIX Ha KOHTPOJb. Beaer KOHTPOJbHO-
pEeTUCTpallMOHHYI0 KapToTeky. (OOecmeunBaeT pabodee MecTO PYKOBOTUTEIS
HEOOXOJUMBIMUA  CPEACTBAMU  OPTraHU3alMOHHOW TEXHHUKH, KaHIEIIPCKUMU
MPUHAJICKHOCTSIMU, CO3/1a€T YCIOBHUS, CHOCOOCTByIoIIMEe ero 3(QeKTuBHON
pabote. Ilewataer Mo yKa3aHUIO PYKOBOAMTENS CIIy)KeOHbIE MaTepHAaIbI,
HEO0OXoaUMbIEe NIl €ro pabOThl, WJIM BBOJUT TEKYIIyI0 HHPOpMAIMIO B OaHK
naHHbIX. OpraHuszyer TMpHeM [OCETUTENeH, COJEHCTBYET OMNEepaTUBHOCTU
paccMOTpeHHs TpOockd W TpemsokeHuid paboTHukoB. DopMmupyer nena B
COOTBETCTBHUH C YTBEP>KICHHON HOMEHKJIATYpOH, 00ecieunBaeT X COXpPaHHOCTh U
B YCTaHOBIICHHBIE CPOKH CJaeT B apxuB. KomupyeT JOKYMEHTHI Ha MEPCOHATBHOM
KCEpOKCe.

JlomkeH 3HATh: TIOCTAHOBJIICHUS, PACIOPSIKEHUS, TPUKa3bl U Apyrue
PYKOBOJSIIIME  Marepuajgbl M  HOPMATHUBHBIE  JIOKYMEHTBI,  Kacarolluecs
NESATeNIbHOCTH TMPEANpPUATHS U BEACHUS JIEJONPOU3BOJICTBA; CTPYKTYpy H
PYKOBOJSIINUNA COCTaB TMPEANPHUSATHS M €ro MOAPA3NEICHHI; OpraHU3aIrio
JIEIONPOU3BOACTBA; METOABI O(GOpMIIEHUS U 00pabOTKH ITOKYMEHTOB; apXHBHOE
JIeJ0;  MAIIMHOMUChH;,  TMpaBWia  MOJb30BAaHUA  MPUEMHO-TIEPETOBOPHBIMU

YCTPOMCTBAMM; CTAHIAPTHl YHU(PUUIHUPOBAHHOM CHUCTEMBl OpPraHU3aLUOHHO-



pacnopsaIUTEIPHOW JOKYMEHTAIMM, TIpaBWJIa T€YaTaHUs JEJOBBIX ITHCEM C
UCTIOJIb30BaHUEM THIIOBBIX ()OPM; OCHOBBI 3THKH M 3CTETUKHU; MPaBUIA JIEJIOBOTO
OOIICHHS; OCHOBBI OpraHW3alliy TPpyJa M yNpaBICHUS; MpaBuUja dKCILTyaTaluu
BBIYMCIIUTEILHON  TEXHUKH,  OCHOBBI  aJMHHHCTPATUBHOTO  TIpaBa U
3aKOHOJATENICTBA O TpPYJE; MpaBuia BHYTPEHHErO TPYJIOBOTO PACIOPSIKA;
MpaBujIa ¥ HOPMBI OXPaHbI TPya.

O6mactb MpodeCcCHOHATBHON JESTEIHPHOCTA BBITYCKHUKA: JCSITEIILHOCTh B
CeKpeTapuaTax, cliy>k0ax JTOKYMEHTAllMOHHOTO 00ecredYeHns, KaJpoBhIX CIyKOax
U apXWBaxX TOCYJAapCTBEHHBIX OPraHOB W YUYPEXKACHHH, B OpraHax MECTHOTO
CaMOYTIpaBJIEHUsI, HETOCYJAPCTBEHHBIX OPraHU3aIMAX BCeX (POpM COOCTBEHHOCTH,
OOIIIEeCTBEHHBIX OpraHu3aIusax (YUpexKIeHUsAX ).

OOBekTh TIPOPECCHOHATIEHON NIEATETLHOCTH BBITYCKHHUKA: -JTOKYMEHTHI,
CO3/JJaHHbIE JTHO0BIM CrIocoooMm JOKYMEHTHUPOBAHMS; -CUCTEMBI
JIOKyMEHTAITMOHHOTO ~ OOCCIIEYCHHUSI  YNPABIICHUS; -CHCTEMBI 3JICKTPOHHOTO

I[OKYMeHTOO60pOTa; -~APpXUBHBIC JOKYMCHTLI; -TICPBUYHBIC TPYIOBLIC KOJIJICKTHBBI.



3. JIOKyMeHTbI, OmpeaeJsiionime
o0pa3oBaTeJbHOIO Mpouecca

3.1 Kajiengapublii yueOHblil rpaduk

cojiep:kaHue

HopmaTtuBHBIi CpOK OCBOEHUS IPOTPAMMBI: 2 roAa

®opMma 00yUyeHUs: OUHO-3a0UHASL.

[IponomxurensHOCTh 00yUeHus: 272 yaca.

3.2 Y4yeOHBIH IJIaH

141

OpraHu3anunio

HaumeHoBaHue pa3jaesia Bcero uacos
10 ka 11 ka

Pasnen 1. Opraam3anus Tpyna B odrce 16 -
Paznen 2. OcHamienue opuca opraHu3allioOHHO- 16 -
TEXHHUYECKUMU CPEJICTBAMU
Paznen 3. Opranuzanus 1e100pon3BOJICTBA 80 76
Paznen 4. IlnanupoBanre U opraHu3aIys AeIOBbIX 12 28
KOHTAKTOB
YueOHas mpakTUKa 4 24
Hrorosas paboTa 8 8

HNTOI'O: 136 u 136 u

Conep:xanue pa3aeoB U TeM

Bcero uacos

Pa3pes 1. Opranusanus Tpyaa B opuce

16

Tema 1.1. BBepenue. Cekperapb B OpraHU3AIMH.
Cekperaph B OpraHu3alliM, CEKpeTapb Ha TenedoHe,
ceKperapb reception, cekperapb o¢uca, CeKpeTapb-
pedepeHT, odurc-MeHeKED aIMUHUCTPATOP),
CeKpeTapb-TIepeBOIUHK, TTOMOTITHHK (TMIHBIT
CeKpeTapb) PYKOBOJIUTEIIS, PYKOBOJIUTEITH
cekperapuata Kpamupukanmonusie TpeOOBaHUS K
cekperapto. OCHOBHBIE (YHKIIMM W OOSI3aHHOCTH
cekperaps. JlenoBble W JIMYHBIE KayecTBa CEKpeTaps.
O3HakOMJIEHHE C OCHOBAaMH CEKPETapCcKOro Jeia B
pabore  cekperaps  pykoBoauTens.  M3yuenwme
OCHOBHBIX (YHKIIMH ¥ 00sA3aHHOCTEH CekpeTaps
PYKOBOJTUTES

Tema 1.2. Opranuzanus pabodyero mecra cekperaps
CoBpeMeHHOe OCHAIIICHUE MTOMENICHU I
ynpaBiieH4ecKuX ciyx0. TpeboBaHUs K MOMEIEHUSIM
C y4yeToM BHJAOB  JCATENbHOCTH, CHEUU(PUKU
BBIMIOJHSEMBIX ~ pabOT W OKa3bIBa€MBIX  YCIYT.
NudopmannonHoe Tabno, CTEHIbl: MX Ha3HaueHHE,
HCIIOJIb30BaHuE, TPEOOBaHUS K PACIIONOKEHHIO.




Tema 1.3 OcHarienue pabodero Mecra cekperapsi.
PabGouee mnpocTpaHCTBO ceKpeTapsi: COOCTBEHHOE
pabouee MecTO, 30Ha IpUeMa  IOCETUTEINEH,
BCIIOMOTraTeNpHas (Xo3siicTBeHHas 30Ha). MHTepbep
pabouero mecra. CpeacTBa OprTeXHUKH Ha paboyem
mecte. KomnbroTepHoe obecrieuenue paboyero Mecra.
TpebGoBaHus K pa3MEIICHNI0 TEXHUYECKUX CPEJICTB Ha
pabouem MECTE. 3HaueHue panoHaIbHOE
opraHuszanuu pabouyero mecrta cekperaps. [IpaBuia
TEXHUKH O€30MaCHOCTH, THIHEHbI, JPrOHOMHKH H
pecypcocOepexxeHuss mpu paboTre CcO CpeiAcTBaMHU
uHpOpMaTU3aUK  JUIsT  oOecreueHus  HaJeKHOTO
(GYHKIIMOHUPOBAHUS ~ CPEICTB  MH(POPMAIMOHHO-
KOMMYHHUKaIlHOHHBIX TE€XHOJIOTHUI (MKT).
dopMuUpoOBaHUE TaOHIIBI «OCHOBHBIE
JIOKYMEHTAllMOHHbIE U OpraHM3allMOHHBIE ONEpaluu
opuca» CoznaHue CTPYKTYpbl aBTOMAaTHU3UPOBAHHOTO
pabouero mecta (APM) cexpeTtapsi.

Tema 1.4. [InanupoBaHue W opraHu3aius padboyero
BpEMEHHU [Mopsimok paboThI PYKOBOJIUTEIIS.
Opraausanys JU9HOT0 TPYIOBOTO Tporiecca. Pabouee
BpeMs U Bpemst oTabixa. CocTaBlieHHE U COTIIacCOBaHHE
pabouero rpaduka ¢ pykoBoautenem. [InmanupoBanue
U opraHuzanus pabodero aHs. BzaumopeiictBue c
PYKOBOACTBOM U  COTPYAHMKAaMH  OpraHU3alllu.
Koopnunammst ~ paGotel  oduca.  Yyactue B
TUTAHUPOBAHUM Pabovero THS pPyKOBOAUTENS

Pazgen 2. OcHamenue oduca OpPraHu3alMOHHO -
TEXHU4Y€CKHUMH CPeACTBAMH

16

Tema 2.1. IlpaBuna paboTel ¢ O(PHUCHOM TEXHUKOU
CpenctBa Manoil OPTTEXHUKU KaK 3JIEMEHT KYJIbTYphI
ympaBieH4Yeckoro Tpyaa. Kiaccudukanms cpeacts
OPITEXHUKHU U HMX OCHOBHBIE XapaKTEPUCTHKH.
V3ydeHrne OCHOBHBIX XapaKTePUCTHK OPTTEXHHUKH.

Tema 2.2. Hcnonb3oBanue CTaHJapTHOTO
NPOTPAMMHOTO  OOecredeHus] UIsl  OpraHu3aluu
nenonpousBoactBa  OCOOEHHOCTH — MCIIOJB30BaHUS
AJIEKTPOHHOM, TenerpadHoi, TEJETANUTTHOM,
(aKCUMHIIBHOH CBSI3U.

[TpuBHIa MOATOTOBKU M MpOLEAYpa Mepenadn/mprueMa
JIOKyMEHTOB. MeToiuKa POBEICHUs IPE3CHTALINMN.

OducHble nHPOPMALIMOHHBIE CUCTEMBI.

OneKTpoHHbIe JNOKyMeHTbl OdQopmiieHHEe OTYETHO -
IJTAHOBOM JIOKYMEHTaIluU C M0JIb30BaHUEM
CTaHJApTHOTO IPOTrPAMMHOT0 00ECTIeUeHHS.

Pa3nes 3. Opranusanusi 1eJ10POMU3BOACTBA

80

76

Tema 3.1 Opranuzauusa nenornpousBojctBa [lonstue
«JOKYMEHTAllMOHHOE  O0ECHeYeHuEe  YIpPaBICHUSD
(1emompon3BOJICTBO). Opranuzanus
JIeJIOTIPOU3BO/ICTBA. @3 «O6  uHpoOpMaluy,
uHPOpPMATH3AMK W 3am|Te  WHPOPMALUN.
Hcnonp30BaHue CpeACTB KONMPOBAaHHS JOKyMEHTA.

20

20




W3ydeHnue coBpeMEeHHbIX TpeOOBaHUI K OpraHu3aluu
JOKYMEHTAllMOHHOTO ~ oOecrieueHus  yNpaBiIeHUs,
IIPUMEHEHUIO COBPEMEHHOMN oducHon 51
BBIYHCIIUTEIbHON TEXHUKHU.

Tema 3.2 JlokymeHT, ero (QyHKIHUH, OCHOBHBIC
crocoObl JOKyMeHTUpoBaHMs. [loHsATHE O TOKYMEHTE.
Nudopmanus u goxkymeHT. DyHKIIMM JOKYMEHTA.
O3HakoMJIeHHE c OCHOBHBIMH criocobamu
JOKYMEHTUPOBAaHUS U MAaTE€pHAIbHBIMH HOCHUTEISIMU
uHpopmauuu. Opranuzanus paboThl C TEKCTOBBIMH,
rpaduuecKUMU U NPOYUMHU JOKYMEHTaMHU.

20

20

Tema 3.3 Cucrembl JOKyMEHTanuu. YHUPUKAIHUS U
CTaHIapTH3AIHS. ITousTre «Cucrema
JIOKYMEHTAIU, ce MPU3HAKU. ITousiTue
«yHUPUITUPOBAHHAS cucTeMa JIOKYMEHTALIAN.
[Tonsitne OnaHK MOKyMeHTa. Buibl OmaHKOB, 0OIIMit
OmaHk, OJaHK TMCbMa, OJaHK KOHKPETHOTO BHJIA

JIOKYMEHTA. ITpaBuiia oopmieHus, yuera,
UCIIOJIb30BAaHUSI U XpaHEHUs OJaHKOB M PEKBU3UTOB
OpraHu3aliHy. XapakTepucTuka U COCTaB

OpraHM3aIlMOHHBIX JOKYMEHTOB. XapaKTepUCTHKa U
cocTaB MH(GOPMAIIMOHHO -CIPABOYHBIX JOKYMEHTOB.
Oznakomnenue ¢ ['OCT P 7.09 -2016 TpebGoBanus k
0(hOPMIICHUIO TOKYMEHTOB.

20

20

Tema 3.4 Howmenknarypa pen. Odopmienue u
XpaHEHUE JOKYMEHTOB 3aKOHOJATENIbHbIE aKThl U
HOpPMATUBHBIE JIOKYMEHTBl 110 OpIraHU3alMOHHO -
NpaBOBBIM (hopMaM OpraHu3alus W MPEIIPUSTHA.
Cucremaruzanst JIOKyMEHTOB W HUX XpaHEHHE.
Homenxnarypa gen. Opranuzanust paboTel €
MOCTYIAOIINMH JIOKYMEHTaMHU: peructpanus,
paccMOTpeHHEe PyKOBOJCTBOM, HcHOIHEHHEe. OTIpaBKa
UCXOAAIIMX JOKyMeHToB. Ilepemasa JOKyMeHTOB
BHYTpU oOpranuszanuu. TpeOoBaHUS K OQPOPMIICHUIO
JIe]l ¥ XpaHEHHUIO JOKYMEHTOB.

20

16

Paznen 4. IlnanupoBaHue U OpraHu3anus JAeJ0BbIX
KOHTAaKTOB

12

28

Tema 4.1 [lenoBas KyabTypa B Hpo(ecCHOHAIBHOU
chepe. Ilomsarue pmenmoBas KynbTypa. Jlemosas
KyJlIbTypa KakK KOMIUIEKC OTHOIICHMH YeJoBeKa K
npoiieccy Tpyaa. KiroueBble KOMIIOHEHTHI J1€JI0BOM
KylnbTypbl. POpMUPOBaHHE TO3UTUBHOTO JEIOBOTO
UMUK OpraHMu3alvy. 3HAYEHHUE JIEJ0BOM KYJIbTYpBI
B OpraHu3allud  CEKPETapCcKoro  oOCIyKUBaHUS.
[TonsiTre KopropaTuBHas KyJIbTypa.

Tema 4.2 Pabora cekperapss mo 0e310KYMEHTHOMY
oOcnyxuBanuto. Pabora cekperaps B NPHEMHOM.
Opranuzanus npreMa MMOCETUTEIICH. [Tpuem
COTPYAHUKOB II0 TEKYIIMM BONpOCaM, IPHEM IO
JUYHBIM  BOIIpOCAaM, IpUEM  TMOCETUTeNed U3
CTOPOHHUX OpraHU3aluid, MPUEM KOMAHJIUPOBAHHBIX,
npueM Jeneranuii. Opranu3anusi AeJ0BbIX KOHTaKTOB

10




(mnaHupoBaHUeE, COIIACOBaHUE, IIOATOTOBKA
noMerieHus u ap.) HopMaTussl city’keOHOro peyeBoro
OTUKETa 10 MPEABAPUTEIIBHOW OpraHM3alud U
periaMeHTy IpoBeleHus BcTped. TpeboBaHUS K
mapamMeTrpaM M TEKCTy  BU3UTHOM  KapTOYKH.
Opranmzanus ¥ NPOBEAECHHE  IPOTOKOJIBHBIX
MEPONPHUATHH.

Tema 4.3 CoBemanus, ONEpaTUBHBIE COBELIAHMS, 4 10
MEPEroBOPhl, Mpecc  -KOH(epeHIUs, HHTEPBbIO,
JIEJIOBBIC PUEMBI. 3HAYEHHUE MMPOTOKOIBHBIX JEHCTBUI
B OpraHu3amuu padouux BCTped, ODHUIMAIBHBIX H
HEOPHUIMATBHBIX BU3UTOB, TIPUEMOB JIEJCTaIUil.
JenoBbie mpueMbl. YTOIIEHHE TOCETUTEIEH B
kabuHeTe  pykoBomutens. CepBHpOBKa  CToJA.
Oypurer. HIBeackuii cron. KokreinbHblil cToa. buzHe
-nan4. [loAroToBKa KOMAaHIUPOBOK M  JIEIOBBIX
MOE3/10K PYKOBOJAUTENS U JIPYIrUX COTPYAHHUKOB

OpraHH3alyH. OpranuzanmoHHoOe oOecrieueHue
KOMaHAUpOBOK. KomMaHIMPOBOYHBIE yIOCTOBEPEHHUS.
Kypnan perucrpanuu KOMaHIMPOBOYHBIX

yaoctoBepeHuil. CxeMa MOJArOTOBKH KOMAaHIHPOBKH.
KopropaTuBHble cTaHIapThl TEIEPOHHOTO OOIICHHS.
CnyxeOHast uepapxust B Tele(OHHOM pPas3roBOpE.
Cekpetbl ycnexa TeneOHHBIX TEeperoBopoB. TemOp
rojoca, UWHTOHAaUMHW, JuKousA. TpebGoBaHus K
npaBwibHON peun. IlpaBuna um Tpadapersl ydTHUBOM
Oecenpl. Bxogsmue n ucxoasume 38oHKU. Hauvano u
3aBepIeHue Tele()OHHOTO pa3roBopa

YyeOHasi mpakTHKa 4 24

Wtorosas pabora 8 8

Hrorossiit KOHTpPOJIb W OLCHKA pPEC3YyJIbTATOB OCBOCHHA IIPOTIpaMMBbI

IPOXOJUT B (pOopME IK3aMeHa.



KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA

PesyabTarhl

OcHOBHbIE MOKA3aTeJIN OIIEHKH
pe3yJabTara

Koopaunupoats padoty * opuca (npuéMHOM
PYKOBOJUTENS), OpPraHWU30BBIBATH  NPUEM
[IOCETUTENEN

Ka4eCTBO BBITTOJTHEHUS TEXHUYECKUX
byHKIMI cekpeTaps 10 OOECNEYEeHUI0 U
OOCITy’)KUBAaHUIO  pabOTBl  PYKOBOAMTEINS
OpraHu3aIui, HOZpa3/IeIeHS;
UCIIOJIb30BaHUE OPraHU3allMOHHON TEXHUKH U
CeTEeBBIX  pecypcoB  Juig  oOecredeHus
npodecCUOHATBHON JIEATEIbHOCTH; YMEHHE
OpTaHM30BBIBAaTh pabodee MECTO CeKpeTaps u

pykoBoguTens Cc  yd4éroM  TpeOoBaHUI
0€30M1aCHOCTH U SPrOHOMUKHU
OcymiecTBisATh TeneoHHOE OOCITY)XMBaHHUE, | OLICHKA HABBIKOB BEACHUS  Telne(OHHOTrO
NpUHUMAaTh ¥ TepefaBaTh (aKCUMWIBHBIC | OOCTy)XKMBaHMsA, mpuéMa W Tepeaadu

cooO01eHus

uHpOpMaLuu 1o pakcy

OcymecTBisTh paboTy MO MOJATOTOBKE U

OLICHKAa HABBIKOB IIOATOTOBKHU H IIPOBECACHHA

IIPOBEACHUIO COBELIaHUH, 3aceljaHuil, | IeJIOBBIX  MEPOIPUSITUH,  OOCITY)KMBaHUS
JICJIOBBIX BCTPEY, MIPUEMOB U IIPE3EHTALUH COBELIAHUHN U 3aceJaHUH PYKOBOJUTEIIS
OcymecTBiATh HOJIFOTOBKY JICJIOBBIX | OCYIIECTBIIEHUE HNOJATOTOBKHA  JIEJOBBIX

Moe310K (KOMaHIUPOBOK)PYKOBOAMUTENS U
JIPYTHX COTPYTHUKOB OPTaHHU3AIAH

Moe310K (KOMaHIWPOBOK) PYKOBOAUTENS U
JIPYTHX COTPYTHUKOB OpPTaHHU3AINH

Opranu3oBbIBaTh pabouee MECTO CeKpeTaps U
PYKOBOJHTENS

OIICHKa YMEHHI OpraHM30BBIBaTH pabouee
MECTO CEKpEeTapsi U PYKOBOIUTEINS C YUETOM
TpeOoBaHMil 0€30MACHOCTH U SPTOHOMHKHU




4. MATEPUAJIBHO-TEXHUYECKOE U METOINUYECKOE
OBECIIEYEHUE ITPOI'PAMMBbI

JIns mpoBeneHus NPaKTUYECKUX 3aHSATUH B ayJAUTOPUH, HCHIOJIb3YETCS
KOMITBIOTEPHBIA KJIacc, OOOpYJIOBaHHBIM KOMIIBIOTEPAMH, MYJIbTHMEIUUHBIMU
cpenctBamMu oOydeHHs (IPOEKTOP, IKpaH) U OPUCHON TEXHUKOM: MPUHTEP, CKAHED
u (¢dakc, KONMMpPOBaJbHbIE ammaparbl, W TMEpervieTHas MalluHa, CKaHephl U
OpONTIOPATOPHI.

Hns  obecnieuenust 3ddexTuBHOrO  00pa30BaTENBLHOTO  TMpolecca C
NPUMEHEHUEM  JUCTAHIMOHHBIX  TEXHOJIOTMM  ciymarelsM  HeoOX0JUuMO
ClIelyI0Illee MaTepHaIbHO-TEXHUUECKOEe 00eCIieueHre: ePCOHAIbHBIA KOMITBIOTEP
C BBIXOJAOM B HH(POPMAINMOHHO-KOMMYHHUKAIIMOHHYIO ceTh «VHTepHeTY,
rapHuTypa (HaymIHUKM) W TporpaMMHOe obOecrnedeHue (maker OQUCHBIX
MPUIIOKEHUH, BeO-Opay3ep).

JUIss  yCIemrHoro OCBOEHHSI JIMCTAHIMOHHBIX y4eOHBIX MOAYJIeH OT
oOyyJaronuxcst TpedyeTcss HaBbIK UCIOJIb30BAaHUS TIEPCOHATBLHOTO KOMIIBIOTEpA Ha
YPOBHE TMOJb30BaTEIsl — OCHOBHBIE MpHUEMBbl PabOThI ¢ TEKCToM, (aitmamMu u
nankamMu B npwiokeHusx — Windows, pabora B uHGOpPMAIMOHHO-
TEJIEKOMMYHUKALIMOHHON ceth «MHTepHeT» (B TOM 4YHUCIE HCIOIb30BaHUE
CEPBHUCOB AJIEKTPOHHOU MOYTHI).

B kauectBe METOAMYECKOTO COMPOBOXKIEHUS Mpenaraercss ydeOHO-
METOJIMYECKUN MaTepuall, BKJIIOYAIOLIWAN: SJICKTPOHHBIA KOHCHEKT JIEKIHU,
AJIEKTPOHHBIC YUYEOHUKH, MPAKTUUYECKUE 3aJIaHUsl, METOJUYECKHUE PEKOMEHAlUU
[0  BBIIOJIHEHUIO  NPAKTUYECKUX  3aJaHHii, BONPOCBI K  HMTOTOBOM

KBATHM(PUKAIIMOHHOMN padoTe.
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