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1. O0mue moJ10KeHUs1

1.1. HopMmaTuBHO-TIpaBOBbIE OCHOBBI pa3pabOTKH MpodhecCuOHATBHON
00pa30BaTeNbHOM MPOTrPAMMBI

HopmaTuBHO# 0CHOBOH pa3pabOTKU MPOrpaMMBbl BBICTYIAIOT:

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

- [lopsimok opraHu3alvu U OCYIIECTBICHHS] 00pa30BaTEIbHON 1eITeIbHOCTH
10 OCHOBHBIM TIporpamMMmaM Mpo(ecCHOHAIBHOTO OOY4YeHHs, YTB. IPUKa30M
MunucrepctBa oOpa3zoBanus u Hayku PD ot 18 anpensa 2013 r. N 292;

- Ilepeuenp mpodeccuit pabouux, AOHKHOCTEM CIyXKaIlMX, MO KOTOPBIM
OCYULIECTBJISIETCS MpOQecCHOHAIbHOE OOy4YeHHe, YTB. MpUKazoM MuHucrepcTBa
oOpazoBanus u Hayku PD ot 2 urong 2013 r. N 513;

- Ipodcrangapt: 07.002 «Choenmuanuct M0 OPraHU3aAMOHHOMY U
JOKYMEHTAIMOHHOMY OOECIEUYECHHIO YNPABICHUSI OpraHUu3aluen», YTB. NPUKa30M
MunucrepcTBa Tpyaa U couuanbHoi 3aumTthl PO ot 6 mas 2015 r. N 276u - O0
YTBEPKIIEHUH  TepeuyHerd  mpodeccuid W CHEHHAIBHOCTEH  CPEIHEro
npodeccuoHanbHOTO 00pa3oBaHusl, peann3alus 00pa30BaTelbHBIX MPOTpaMM IO
KOTOPBIM HE JIOIYCKAeTCsi C NPHUMEHEHUEM HCKIIOUYNUTEIBHO 3IIEKTPOHHOTO
oOydeHMs,  JUCTAHUMOHHBIX  OOpa3oBaTeNbHBIX  TexHosorui,  Ilpukas

MunucrepcTBa oO6pazoBanusi u Hayku Poccuiickoit @enepamuu ot 20.01.2014 N
22.

1.2 HopmaTuBHBIN CPOK OCBOEHHUS IPOrPaMMbl U OpraHU3aIis 00yueHus

[IpoIoKUTENLHOCT,  OOyYeHHsST 1O TOporpaMme MnpodhecCHuOHaIbHOM
MOATOTOBKE ycTaHoBiieHa 272 4acoB (136 uwacoB — 10 wiacc; 136 gaco — 11
kiacc). ComeprkaHue nporpaMMbl BKIIFOYAET:

TeopeTUYecKuil 010K — 228 yacos;

ydeOHast mpakThKa — 28 4acoB;

KBIM(PUKALUOHHYIO paboTy — 16 yacos.



2. KpanmupukanuoHHbie TPeOOBAHUA K NPodeccum 1ej10NMPoOu3BOAUTEIb

[lo wroram oOydeHHs W YCHEIIHOW AaTTECTAllMM CIIYIIATEIW IOIY4aroT
CBuneTenbeTBO 0 Npodeccuu padouero, AOHKHOCTH CIIYKaIero ¢ MPUCBOEHUEM
kBanupukannu «Cexperapb-aIMUHUCTPATOP», JA0IIee MPaBo Ha BEACHUE HOBOTO
BUJa TMPOPECCHOHANBHON JAEATETbHOCTH B  cdepe  JOKYMEHTAIMOHHOTO

o0ecreyeHus ACATCIIPHOCTH OpraHU3allin.

Bo3moxxHOe HamMeHOBaHHMe  [I0JIKHOCTH, mpodeccun: Cekperapb-

aAMUHHACTPATOP.

Bun podeccuoHaATbHON neaTebHOCTA: OpraHnu3aluoHHOE 17§
JOKYMEHTAallMOHHOE  O0ecreueHue  YIpaBlICHUS  OpraHu3alUsIMu  JIIOOBIX
OpraHU3aIMOHHO-TIPABOBBIX (POPM.

JlomkHOCTHBIE 00s13aHHOCTH. OcyllecTBIseT padoTy MO OpPraHU3allMOHHO-
TEXHUYECKOMY o0ecne4yeHnIo aJIMMHHUCTPATUBHO-PACTIOPSIIUTEIBHON
JESTENIbHOCTH PYKOBOAWUTENS TpennpusaTtus. [lpuHHMaeT mocTymaromym Ha
pPaccMOTpEHHE PYKOBOJUTEISI KOPPECIIOHICHIIUIO, IEPEJAET €€ B COOTBETCTBHUHU C
OPUHATHIM pEIICHHWEM B CTPYKTYpHBIC TMOJApA3JelieHUuss WIA KOHKPETHBIM
UCTIONTHUTENISIM NIl WCIIOJIb30BaHMSI B Tpolecce padoThl JuO0 MOATOTOBKU
OTBETOB. Bezner 1nenonpou3BOACTBO, BBHIMOJHIET pa3jiMyYHble ONEpalUU C
PUMEHEHUEM KOMIBIOTEPHOW TEXHUKH, IPEITHa3HAYEHHOMU 7151 cOopa, 00paboTKu
U TpeAcTaBieHUs HWHGOpPMALMU TpPU MOATOTOBKE U MPHUHITHH PEIICHUH.
[IpuHuMaeT AOKYMEHThl M JIMYHbBIE 3asBJICHUS Ha TMOANHCH PYKOBOJIUTEIS
npennpusitus. [loarotaBaMBaeT JOKYMEHTHI W MaTepHalibl, HEOOXOIMMBIC st
pabotel pykoBoguTens. CrneauTr 3a CBOEBPEMEHHBIM PACCMOTPEHHEM U
NPEICTaBICHUEM  CTPYKTYPHBIMH  TOAPA3JCICHUSIMH W KOHKPETHBIMHU
UCIIOJTHUTENISIMA ~ JIOKYMEHTOB, TMOCTYNUBUIMX Ha HCIOJHEHUE, TMpOBEpsEeT
OPaBUWIBHOCTh ~ O(QOPMJIEHHS  TMOJTOTOBJIICHHBIX  IMPOEKTOB  JTOKYMEHTOB,
NepeaBaeMbIX PYKOBOJIUTENIO Ha TMOAMNHCH, OOECHEYMBAET KAYECTBEHHOE WX

penaktupoBanue.  OpraHuzyeT  TpoOBEACHHE  TENEPOHHBIX  TIEPETOBOPOB



PYKOBOAMTENS, 3alUCHIBAET B €ro0 OTCYTCTBHE TMOJYYEHHYIO HH(POPMAIUIO U
JIOBOJUT JI0 €T0 CBEJCHUS €€ COoAep)KaHMe, TepeacT U MpUHUMaeT MHPOPMAIUIO
10 MPUEMHO-TIEPETOBOPHBIM YCTPOUCTBAM (Tesedakcy, TEIeKCy U T.I.), a TakkKe
TeneOHOrpaMMBbl, CBOEBPEMEHHO JOBOJUT JO €ro CBEACHUS HWH(GOPMALHUIO,
MOJYYECHHYIO MO0 KaHainaMm cBsi3U. [lo MOpy4YeHWIO pPYyKOBOJWTEINS COCTABIISAET
MMChbMa, 3alpoChl, JPYyrH€ JTOKYMEHTbI, T'OTOBUT OTBETHl aBTOPAM IHCEM.
Bremmonusier paboTy MO TMOATOTOBKE 3acelaHuil M COBEIIAHWUN, MPOBOIUMBIX
pykoBoauTesneM (cOop HEOOXOAMMBIX MaTepHUaJiOB, OMOBEIICHHUE YYACTHUKOB O
BPEMEHH M MECTE€ INPOBEJCHHUSA, IOBECTKE MHS, WX PpErucTpamusi), BEAET U
oopMIISIET TPOTOKOJBI 3acelaHuii u coBemiaHuid. OCyIIECTBISAET KOHTPOJb 3a
UCIIOJIHEHHEM PaObOTHUKAMU MPEANPUSITHS U3TaHHBIX MMPUKA30B U PACTIOPSKEHUH,
a TakKe 3a COOJIIOICHHEM CPOKOB BBIIIOJHEHUS YKa3aHUH M MOPYYEHUU
PYKOBOAMTEINS MPEANPHUATUSA, B3ATBIX Ha KOHTPOJb. Beaer KOHTPOJBHO-
perucTpallMoHHyl0 KapToTeKy. (OOecrneunBaer pabodyee MECTO PYKOBOJIUTEIS
HEOOXOJMMBIMH  CPEJICTBAMH OpPraHU3allMOHHOM TEXHHUKH, KaHIEISIPCKUMU
IPUHAJICKHOCTSIMH, CO3/Ia€T YCIIOBUS, CIOCOOCTByOIIKME €ro 3¢ (eKTUBHON
pabote. Ilewataer MO yKa3aHUIO PYKOBOAMUTENS CIy)KEOHBbIE MaTepHUalbl,
HEOOXOAUMbIC NJiIsi €ro paboThl, WIM BBOJUT TEKYIIyI0 HHPOpMaIUiO B OaHK
NaHHbIX. OpraHu3zyeT @pUEM IIOCETUTENIEH, CONEHCTBYET ONEPATUBHOCTU
paccMOTpeHus Tpocb0 U mpeioxkeHud paboTHukoB. dopmupyer gema B
COOTBETCTBHUHM C YTBEPKICHHON HOMEHKJIATypOil, 00ecTieYnBaeT UX COXPAHHOCTh U
B YCTAHOBJIEHHBIE CPOKH cJIaeT B apxuB. Konupyer JOKYMEHTBI Ha IEPCOHATILHOM
KCEpOKCE.

JIoJDKeH 3HaTh: TIOCTAHOBJICHUS, PACHOPSIKEHUS, MNpPUKa3bl WU ApPYIHe
PYKOBOJAIIME Marepuagbl M  HOPMATUBHbIE  JOKYMEHTBI,  Kacaroluecs
NEATEIbHOCTH NPEANPUATUS M BEIEHUs JEJIONPOU3BOJCTBA; CTPYKTYpy U
PYKOBOIAIIMKA COCTaB MPEANPUATHS M €ro MNOApa3JEICHUN; OpraHu3aluio
JIEJIOMPOU3BOCTBA; METOJbI OPOopMIIeHUSI U O0OpaOOTKH JOKYMEHTOB; apXHUBHOE
JIeJ0;  MAIIMHOIMCh;  MpaBWIa  IOJb30BAaHHUS  NPUEMHO-IIEPErOBOPHBIMU

YCTPOMCTBAMM; CTAHJIAPTHl YHU(PUUUPOBAHHOW CHUCTEMBI OPTraHU3ALMOHHO-



pacnopsAIUTEILHON JOKYMEHTAllUW; TpaBWiIa I[I€YaTAHUS JEIOBBIX TTHUCEM C
WCITOJIb30BAHUEM THUITOBBIX (JOPM; OCHOBBI THKH W ICTETUKH;, TPABHIIIA JIETIOBOTO
OOIIICHNST, OCHOBBI OpTaHW3alliy TPyJa M YIpPaBICHUS; MpaBuja IKCILTyaTalluu
BBIYMCIUTEIILHOM  TEXHUKW;  OCHOBBI  QJIMHHHCTPAaTHBHOIO  IpaBa |
3aKOHO/ATENIbCTBA O TpYJe; MpaBuja BHYTPEHHETO TPYIOBOTO pPaCHOPSAKa;
IpaBwJia ¥ HOPMBI OXPAHbI TPY/IA.

Oo6macth mpodecCHOHANTBHON JEATEIHPHOCTH BBITYCKHHUKA: JCSITCIBHOCTH B
CeKpeTapuaTax, Cly’)k0ax JOKYMEHTAI[MOHHOTO OO0eCTeueHus, KaJpOBbIX CIIyk0ax
U apXWBaxX TOCYIAapCTBCHHBIX OPraHOB M YUYPEXKJACHHN, B OpraHax MECTHOTO
caMOYIIpaBJICHUS, HETOCYJaPCTBEHHBIX OPTaHU3AIMAX BceX (OpM COOCTBEHHOCTH,
OOIIECTBEHHBIX OpraHu3ausaX (yUpexaeHHsIX).

OOBEKTH TPO(PECCHOHAIBHON NEATCTHOCTH BBITYCKHHUKA: -TOKYMEHTHI,
CO3/IaHHBIE JTHO0BIM crocooom JTIOKYMEHTUPOBaHUS; -CHCTEMBI
JIOKYMEHTAI[MOHHOTO ~ OOECIEYEeHHsS]  YMPaBICHUSA;, -CHUCTEMbl 3JIEKTPOHHOIO

I[OKYMCHTOO60pOTa; -~APpXUBHBIC TOKYMCHTEI,; -TICPBUYHBIC TPYAOBLIC KOJIJICKTUBBI.



3. JIOKyMeHTbl, OIpeaeJsonue
o0pa3oBaTeJIbHOIO Mpouecca

3.1 Kanenpapublii ydaeOHbIH rpaguk

cojiep:KaHue

HopmaTuBHBIN CpOK OCBOSHHS IPOTpaMMBbl: 2 Toaa

®dopma 00ydeHUs: OUHO-3a0UHAs.

[IponomxurensHOCT 00ydeHus: 272 yaca.

3.2 YuyeOHDLIN JIaH

"

OpraHms3anunio

HaumenoBaHue pasjaesa Bcero uyacos
10 ki 11 xkn

Pasnen 1. Opranuzanus tpyaa B oduce 16 -
Paznen 2. OcnHamenue odrca opranu3amoHHO- 16 -
TEXHUYECKHMU CPEACTBAMU
Paznen 3. Opranu3zaius 1eI0MpPOU3BOJICTBA 80 76
Paznen 4. [lnanupoBaHue U opraHU3aIys ICITOBBIX 12 28
KOHTaKTOB
VYyeOHas mpakTUKa 4 24
Htorosas pabota 8 8

NTOI'O: 136 4 136 u

Conep:xaHue pa3aesioB U TeM

Bcero uacos

Pazgea 1. Opranu3anus Tpyaa B oduce

16

Tema 1.1. Bpemenme. Cexkperapb B OpraHH3allUHU.
Cekperapb B OpraHu3allM, ceKperapb Ha TenedoHe,
CeKpeTapb reception, cekperapp oguca, CeKpeTraphb-
pedepeHT, oduc-mMeHemxep aJIMHUHHUCTPATOD),
CeKpeTapb-TIepPEeBOTIHK, MTOMOIITHUK (JTUIHBITR
CeKpeTaphb) PYKOBOJAUTES, PYKOBOJUTEIH
cekperapuata Ksanmudukanuonnsie TpeOOBaHUSA K
cekperapto. OcHOBHBIE (YHKIMM U OO0S3aHHOCTU
cekperaps. JlenoBble U JIMYHbIE KayecTBa CEKpeTaps.
O3HakOMJIEHHE C OCHOBaMH CEKPETapCcKOro Jjeia B
pabote  cekperaps  pykoBoauTens.  M3yuenue
OCHOBHBIX (YHKIMH U 00si3aHHOCTEH ceKpeTaps
PYKOBOJUTES

Tema 1.2. Opranuzanus pabodero mecra cekperaps
CoBpeMeHHOE OCHAII[CHHE IIOMEIIEHUN
yIpaBJIeHYeCKUX CIyk0. TpeOoBaHUs K MOMEIEHHUSIM
C y4eroM BHUJOB  JESTENbHOCTH,  CIEeUU(PUKH
BBIMOJIHAEMBIX ~ pabOT M OKa3bIBAEMBIX  YCIIYT.
NudpopmanmonHoe Tabiao, CTEHABI: UX Ha3HAYEHUE,
UCTIOJIb30BaHUE, TPEOOBAHUS K PACHIOIO0KEHUIO.




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. KomnbrotrepHoe obecrieuenue paboyero mecra.
TpeboBaHMs K pa3MELICHNUIO TEXHUYECKUX CPEACTB Ha
pabouem MecCTe. 3HaueHue paloHaIbHOE
opranuzanuu paboudero mecra cekperaps. lIpaBuia
TEXHUKA O€30MacCHOCTH, THTHUEHBI, JPrOHOMHUKH H
pecypcocOepexxeHuss mIpu  paboTe €O CpeacTBaMU
uHpopMaTU3auuu Uit oOecreueHHsl  HaJeKHOTO
(YHKIMOHMPOBAHUS  CPEACTB  HMH(OPMALUOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTHUI (UKT).
dopmupoBaHue TaOIULIBI «OCHOBHBIE
JOKYMEHTAllMOHHbIE U OpraHMU3alMOHHBIE OIllepaluu
opuca» CoznaHue CTPYKTYpbl aBTOMAaTU3MPOBAHHOTO
pabouero mecta (APM) cekperaps.

Tema 1.4. [lnaHupoBaHue M opraHuzanus pabodero
BpEMEHU [Mopsimox paboThI PYKOBOJIUTETISI.
Opranuzanys JMYHOTO TpyAoBoro mnpouecca. Pabouee
BpeMs U BpeMs oTnbixa. CocTaBIeHUE U COTIIACOBaHHE
pabouero rpaduka c pykoBoaureneM. IlnanupoBanue
U opraHuzanus pabodero aHs. BsaumopeiicTBue c
PYKOBOJCTBOM U  COTPYIHUKAaMH  OpraHU3allUu.
Koopnunammst  pabotel  odmca.  Yyactue B
IUIAaHUPOBAHUU PabOYero JHs pyKOBOJIUTENS

Pa3znesn 2. OcHamenue oduca OpraHu3aliMiOHHO -
TeXHHYECKMMH CPeICTBAMH

16

Tema 2.1. IlpaBuna paboThl ¢ OPUCHOM TEXHUKOU
CpencrtBa Malioll OPTTEXHUKU KaK 3JIEMEHT KYJbTYpPbl
ynpasieHuyeckoro Tpyaa. Knaccudukanus cpencrts
OpPITEXHUKHM H HX OCHOBHBIE XapaKTEPUCTUKH.
N3yueHne 0CHOBHBIX XapaKTEPUCTUK OPTTEXHUKH.

Tema 2.2. Hcnonb3oBanue CTaH/JIapTHOTO
MMporpaMMHOTO oOecrieueHus JJISL opraHnu3anvn
nenonpousBoacTBa  OCOOEHHOCTH — MCTOJIb30BAHUS
AJIEKTPOHHOM, TenerpadHoi, TeJETANTTHOM,
(bakCUMUIILHON CBSI3H.

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

OducHble nHOOPMALIOHHBIE CUCTEMBI.

OneKTpoHHbIE NOKyMeHTbl OdopmieHue OTYEeTHO -
IJTAaHOBOM JOKYMEHTaIu1 c M0JIb30BaHUEM
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(pOpMaIny,
uHpOpMATH3alMA  HW  3aluTe  HWH(QOpMAIHmy.
Vcnonp30BaHue CpPEJCTB KOMUPOBAaHUS JOKYMEHTA.

20

20




N3yuenne coBpeMEHHBIX TPEOOBAaHWUN K OpraHU3allud
JMOKYMEHTAI[MOHHOTO  OOEeCIeYeHUs  yIpaBleHUs,
MIPUMEHEHHUIO COBPEMEHHOM oducHoOI u
BBIYHMCIIUTEIIbHON TEXHUKHU.

Tema 3.2 JlokymMeHT, ero QyHKIUA, OCHOBHBIC
crocoObl JoKyMeHTHUpoBaHus. [loHATHE O TOKYyMEHTE.
Uudopmanusa u nokymeHT. DYHKIMU JOKYMEHTA.
O3zHakoMJIeHHE c OCHOBHBIMU crocobamu
JOKYMEHTUPOBAHUS U MaTepHATbHBIMH HOCHTEISIMU
uHpopmanuu. Opranuzanust paboThl ¢ TEKCTOBBIMH,
rpaduuecKUMU U IPOYUMHU JOKYMEHTaMHU.

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, OJaHK KOHKPETHOT'O BHJIA

JIOKYMEHTA. IIpaBuna odopmIieHuUs, y4yera,
UCIIONIb30BAaHUSI M XpaHEHUs OJIaHKOB U PEKBU3UTOB
OpraHu3aIu. XapakTepucTuka u COCTaB

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

20

20

Tema 3.4 Howmenknarypa pgen. OdopmieHue wu
XpaHEHUE JOKYMEHTOB 3aKOHOJATENIbHbIE aKThl U
HOPMAaTUBHBIE JOKYMEHThl IO OPraHHU3aIOHHO -
NpaBoOBBIM (OopMaM OpraHu3alys W PEIIPUSTHIH.
Cucrematuzands JOKYMEHTOB U HX XpaHEHHE.
Homenknarypa gen. Opranuzamuss paboTel €
NOCTYNAIUMH JOKYMEHTaMHU: perucrpanus,
paccMoOTpeHHe pyKOBOJCTBOM, ucnoHeHue. OTpaBka
UCXOJAIMX JOKyMeHTOB. Ilepemaua moxkymeHTOB
BHYTpU OpraHusanuu. TpeOoBaHUS K OQPOPMIICHUIO
JIeJI ¥ XPaHEHUIO JOKYMEHTOB.

20

16

Pa3nen 4. [lnanupoBanne U opraHu3anus AeJ10BbIX
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. @OpMUPOBaHHE TO3UTUBHOIO JEJIOBOTO
UMUK OpraHu3alvy. 3HAYEHUE NIEJI0BOM KYJIBTYpHI
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 BONpOCAaM, IpPHEM IIO
JUYHBIM  BOIIpOCaM, TMpUEM  TOCeTUTeNled U3
CTOPOHHMX OpraHM3aLMN, IPUEM KOMaHIUPOBAaHHBIX,
npuem Jeneranuii. Opranu3anus JeJ0BbIX KOHTaKTOB

10




(mmaHupoOBaHUeE, corJIacoBaHHue, MOATOTOBKA
nomenieHus u ap.) HopMaTusel ciiyke0HOTO pedeBoro
S9THUKETa 1O MpeIBapUTEeNbHOM OpraHuzaluuud U
perIaMeHTy TMpOBEACHUS BCTped. TpeboBaHuUs K
mapaMerpaM M TEKCTYy  BHU3UTHOM  KapTOUKH.
Opranuzauuss W NOPOBEAEHUE  MPOTOKOJIBHBIX
MEpOIPHUATHIA.

Tema 4.3 CoBewanus, oOIepaTUBHbIE COBELIAHUA, 4 10
MEPEeroBOphl, Mpecc  -KOH(epeHIMs, 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. KokreitnbHblil cTO. br3He
-nany. [loAroroBka KOMaHIUPOBOK U  JIETIOBBIX
MOE3J0K PYKOBOOUTENSA U JPYIHMX COTPYAHUKOB

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

ynoctoBepeHuil. CxeMa IOArOTOBKH KOMaHIUPOBKH.
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 ucxopsmue 3BoHku. Hauvano u
3aBeplICHUE TeIe(POHHOTO Pa3roBopa

YueOHast mpaKkTHKa 4 24

oo
o

Htorosas pabota

HTOroBelii KOHTPOJIL M OLEHKA pPE3YyJIbTaTOB OCBOCHUS ITPOIPAMMBI

IPOXOJUT B POpME IK3aMeHa.



KOHTPOJIb 1 ONEHKA PE3YJIbTATOB OCBOEHUA

PesyabTaTsl

OcHOBHbIE MOKA3aTeJIN OLIEHKH
pe3yJabTara

Koopauauposats paboty ¢ oduca (nmpuéMHoin
PYKOBOIMTENS), OPraHU30BBIBATH  MPHEM
IIOCETUTENIEH

Ka4yecTBO BBINOJIHEHUS TEXHUYECKUX
GyHKIMH cekpeTrapss MO OO0ECIEYEHUI0 H
OOCIIy’)KMBaHUIO  pabOTBl  PYKOBOIMTEJS
OpraHu3alui, M0JIpa3/IeJIeHus;
MCII0JIb30BaHNE OPraHU3alMOHHON TEXHUKH U
CeTEeBBIX  pecypcoB Uil  oOecreyeHus
npoeCCUOHATILHON JIEATEIIbHOCTH; yMEHHE
OpraHU30BBIBAaTh paboyee MECTO cekpeTraps U

pykoBomuTenss C¢  y4€toM  TpeOOBaHMIA
0€301acHOCTH ¥ SPTOHOMHKH
OcymiecTBisATh TeneoHHOE OOCITYy)KHBaHHUE, | OLICHKAa HABBIKOB BEAEHUS TeIe(pOHHOIro
IpUHUMATh W IHepenaBaTh (aKCUMMWIIbHBIE | OOCTY)KMBaHUSA, INpuéMa U IepeJadu

COOO0IIEHUS

uH(popManuu 1o hakcy

OcymiecTBiATh pabOTy IO TOATOTOBKE H

OLICHKAa HABLIKOB ITOATOTOBKHU W IMPOBCACHUA

MIPOBECHUIO COBEIIAHUH, 3aceaHuil, | IEJIOBBIX ~ MEPONPHITHHA,  OOCITYKHBAHHS
JIETIOBBIX BCTPEY, NPUEMOB U MPE3ECHTALMI COBCILIAHUH U 3aCeaHUil PYKOBOJUTEIIS
Ocy1iecTBISTh IIOATOTOBKY JIEJIOBBIX | OCYIIECTBIICHUE MOATOTOBKH JIEJIOBBIX

N0e310K (KOMaHIMPOBOK)PYKOBOAUTENS U
JPYTUX COTPYAHUKOB OpraHU3alNH

N0E370K (KOMaHAWPOBOK) PYKOBOJIUTENS U
JPYTUX COTPYAHUKOB OPraHU3aluU

OpraHn3oBBIBaTH pabodee MECTO CeKperaps 1
PYKOBOAUTEIS

OIICHKAa YMEHHWI OpraHu30BBIBaTH pabouece
MECTO CEeKpeTapsi U PYKOBOIUTENS C Y4ETOM
TpeOoBaHUH 0€30MaCHOCTH M SPTOHOMHKH




4. MATEPUAJIBHO-TEXHUYECKOE U METO/IMYECKOE
OBECIIEYHEHME ITPOT'PAMMBbI

JUist mpoBeleHUsT TMPAaKTUYECKUX 3aHSATUH B ayAUTOPUHU, HCIOJb3YyeTcs
KOMITBIOTEPHBIA KJ1acc, OOOpPYIOBaHHBIM KOMITBIOTEpAMH, MYJIbTUMEIUNHBIMU
cpencTBamMu oOyudeHus (IPOEKTOp, SKpaH) U OPUCHON TEXHUKOU: MPUHTEP, CKAHEP
u (dakc, KOMHpPOBAJbHBIC ammaparbl, U IMEpeIUieTHAas MalllhHa, CKaHephl H
OpOLIIOPATOPHI.

Just  obecnieuenust 3(PEeKTUBHOrO  00pa30BATENBLHOIO  Mpolecca C
NPUMEHEHUEM  JTUCTAHIIMOHHBIX  TEXHOJOTUHA  CIyIIATENsIM  HEOOXOJIUMO
CIIEIyIOLIee MaTepUaIbHO-TEXHUYECKOE 00eCIIeYeHne: MEPCOHAIBHBIA KOMIBIOTED
C BBIXOAOM B HMH(POPMAIMOHHO-KOMMYHHKAIIMOHHYIO ceTh «VIHTepHeTY,
rapuutypa (HayImIHUKH) U T[porpaMMHOEe oOecrieueHue (makeT O(UCHBIX
MIPUJIOKEHUH, BeO-Opay3ep).

JUIst  yCHemrHoro OCBOCHHSI JTUCTAHIIMOHHBIX y4e€OHBIX MOJyJeH OT
oOy4Jaronuxcst TpedyeTcss HaBbIK MCIIOJIb30BAaHUS IEPCOHATIBHOTO KOMITBIOTEPA Ha
YPOBHE TOJh30BaTENsl — OCHOBHBIE TpHUEMbl PabOThI ¢ TEKCToM, (aitnamu u
nankamMu B npwiokenusx — Windows, pabora B uH(OOpMaAIMOHHO-
TEJIEKOMMYHUKAIIMOHHON ceT «MHTepHeT» (B TOM 4YHUCIE HCIOIb30BaHUE
CEPBHUCOB JIEKTPOHHO MOYTHI).

B kadecTBe METOAMYECKOTO COMPOBOXKIECHUS Mpeajaraerca ydeOHO-
METOJIMYECKUN MaTepHUayl, BKJIIOYAIOMIMN: DSJICKTPOHHBIA KOHCIEKT JICKIHH,
AJIEKTPOHHBIE YUYEOHUKH, MPAKTHUYECKUE 3aJIaHUsl, METOJUYECKUE PEKOMEHIAITUU
MO0  BBIIOJTHCHWIO  TPAKTUYCCKUX  3aJaHWi, BOMPOCHI K  WTOTOBOM

KBATM(PUKAIIMOHHOM padoTe.
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