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1. O0mme nmoJioKkeHUs

1.1. HopmaTuBHO-IpaBOBBIE OCHOBBI pa3zpabOTKH MpodhecCUuOHATBHON
o0pa3oBaTeIbHON MPOrpaMMBbI

HopMmaTtuBHOI 0CHOBOI pa3pabOTKK MPOrpamMMbl BHICTYHAIOT:

- ®enepanbHblil 3akoH OT 29 aexadps 2012 r. N 273-03 «O6 o6pazoBaHuun
B Poccuiickon denepanuny;

- [Topsimok opraHu3alyy U OCYIIECTBICHUS 00pa30BaTEIbHON 1EATEIbHOCTH
0 OCHOBHBIM MpOrpaMMaM MPOQPECCUOHAIBHOTO OOyYEHHMs, YTB. MPUKA30M
MunuctepctBa oOpa3zoBanus u Hayku P® ot 18 anpens 2013 r. N 292;

- Ilepeuens mpodeccuii pabounx, NOBKHOCTEH CIY)KalllUX, MO KOTOPBIM
ocymiecTBisieTcs: npodeccruoHasbHoe OOydeHHEe, YTB. MPUKa30M MUHHCTEpPCTBA
oOpazoBanus u Hayku P® ot 2 utons 2013 r. N 513;

- Ilpodcranmapr: 07.002 «CrnenuanucT 10 OpPraHU3AIMOHHOMY H
JOKYMEHTAIIMOHHOMY O0€CTI€UEHHUI0 YIIPABIEHUSI OpraHu3alueil», yTB. MpPUKa30M
MuHucTepcTBa TpyAa M coruanbHOU 3amuThl PO ot 6 mas 2015 r. N 276H - O6
YTBEp)KJIEHUU  TepeuHed  mpodeccuid W CHENHATBHOCTEH  CpeaHero
npodeccroHaILHOr0 00pa30BaHMs, pean3alus 00pa3oBaTEeIBHBIX MPOTPAMM II0
KOTOPBIM HE JIOMYCKAETCS C MPUMEHEHHEM HCKIIOYUTEIbHO 3JIEKTPOHHOTO
oOydeHMsl,  JUCTAHIMOHHBIX  OOpa3oBaTeNbHBIX  TexHomoruit,  [lpukas

MununctepctBa oOpazoBanusi U Hayku Poccuiickoir @eneparuu ot 20.01.2014 N
22.

1.2 HopMaTuBHBIN CPOK OCBOEHUS MPOTPAMMBI M OpTaHHU3AIUs O0yICHHUS

[IpononKuUTEIbHOCT, O0yYEeHHs] 1O MporpaMme NpoPecCHOHATBHOU
MOATOTOBKE ycTaHOBieHa 272 dvacoB (136 wacoB — 10 xmacc; 136 wacoB — 11
kiacc). ComeprkaHue NporpaMMbl BKIIFOYAET:

TEOPETHYCCKUU OJI0K — 228 JacoB;

ydeOHas pakTuka — 28 4acos;

KBaIU(UKALIMOHHYIO paboTy — 16 4acos.



2. KpasndukaunonHsie TpedOBaHMA K NPOodeCcCuu AeJI0NPOnu3BOAUTENb

[lo wToram oOyueHHs M YCHEIIHOW AaTTeCTAllMM CIYIIATeNu TONYy4yaroT
CBuaeTenseTBO 0 Npodeccu padoyero, AOJKHOCTU CIYXKAIEro ¢ MPUCBOCHUEM
kBasn(pukanuu «CekpeTapb-aIMUHUCTPATOP», AalOllee MpaBo Ha BEJEHHE HOBOTO
BUJa MNPOPECCHOHAIBHON  NeATEeIbHOCTH B  cdepe  JTOKYMEHTALMOHHOTO

obecrieueHus ACATCIIbHOCTU OpTaHHU3aIUN.

Bo3mo:kHOe  HamMeHOBaHHMe  JOJIKHOCTH, THpogeccun: Cekperapb-

aJMUAHUCTPATOP.

Bug npodeccroHaIbHON nearenbHoCcTH: OpraHn3aluoHHOe U
JIOKYMEHTAIIMOHHOE  OOECICUYCHHE  YOpaBJICHUS  OpraHU3aIlUsIMHU  JIIOOBIX
OpraHU3aIMOHHO-TIPABOBHIX (POPM.

HomxHocTHBIE 00s3aHHOCTH. OcyliecTBIsIET paboTy MO OpraHU3aluOHHO-
TEXHUYECKOMY 00ecIeueHuto aIMUHUCTPATUBHO-PACIIOPAIUTEILHON
NEATENIbHOCTA PYKOBOAMUTENS MNpeanpusatus. [IpuHMMaer mnocTynarimyr Ha
PaccCMOTPEHUE PYKOBOAUTEISL KOPPECIIOHIEHIIUIO, IEPENAET €€ B COOTBETCTBUU C
IPUHATBIM PELICHUEM B CTPYKTYPHBIE [MOJPA3ACICHUS WIM KOHKPETHBIM
UCTIOJIHUTENSIM [T MCTOJB30BaHMs B Ipoliecce paboThl MO0 TMOArOTOBKH
OTBETOB. Bener nenonpousBOJACTBO, BBINOJHIET pa3jIdyHbIE ONEpauuu ¢
MIPUMEHEHUEM KOMITBIOTEPHOU TEXHUKH, MTPeHA3HAYCHHOU It cOopa, 00paboTku
W TIPEeACTaBICHUSA WHPOPMAIMK TPU TOATOTOBKE M TMPUHATHH PpEHICHUH.
[IpyHuMaeT OOKYMEHTBI M JIMYHBIE 3a4BJICHUS HA IOAINCH PYKOBOJMUTENS
npeanpustusa. [logroraBnuBaer JOKYMEHTBHI U Marepuaibl, HEOOXOIUMbBIC s
pabotsl pykoBoauTens. CieauT 3a CBOEBPEMEHHBIM PAaCCMOTPEHUEM U
MPEJICTABIEHUEM  CTPYKTYpPHBIMM  MOJAPA3JACICHUSMHU W KOHKPETHBIMU
WCIOJIHUTENSIMA ~ JOKYMEHTOB, TOCTYNHMBIIMX HAa HCHOJHEHUE, NPOBEPSET
MpPaBUIBHOCTh  O(OpPMJIECHUS  TMOATOTOBJICHHBIX  MPOEKTOB  JOKYMEHTOB,
NepeaBaeMbIX PYKOBOAUTENO Ha MOANUCH, OOECIEeUMBAET KAYECTBEHHOE HX

penaktupoBanue.  OpraHu3yeT  MpoBeJeHHE  TelAe(OHHBIX  IEPEroBOPOB



PYKOBOJIUTENS, 3alUCHIBACT B €r0 OTCYTCTBHE IMONYYCHHYIO HH(pOpMAIUo U
JIOBOJIUT IO €r0 CBEIICHUS €€ COoAcpKaHue, IepenaeT U MPHHNMAeT HHPOPMAIIHIO
0 TTPUEMHO-TIEPETOBOPHBIM YCTPOHCTBaM (Tenedakcy, TEIEKCy U T.IL.), a TaKXKe
TeNeOHOTPaMMBI, CBOCBPEMEHHO JIOBOJHUT JO €r0 CBEICHUS HWH(POPMAIIHIO,
MOJy4YEeHHYI0 MO KaHaidaMm CBsi3H. llo MOpy4YeHHio pPyKOBOIWTENsSI COCTaBISIET
MUChMa, 3alpoChl, JPyrue JOKYMEHTBI, TOTOBHT OTBETHI aBTOpaM ITHCEM.
BeimosiHsier paboTy 1O TMOATOTOBKE 3aceaHWil M COBEMIAHWN, MPOBOIUMBIX
pykoBoauteneM (cOOp HEOOXOAUMBIX MaTepUaioB, OMNOBEIICHHE YYAaCTHUKOB O
BPEMEHU W MECTE€ NPOBEJCHUS, IOBECTKE JHS, WX PETUCTpalus), BEACT WU
oopmIiieT MPOTOKONBI 3aceAaHuii M coBemaHuii. OCYIIECTBISIET KOHTPOJIb 3a
UCIIOJTHEHUEM PaOOTHUKAMHM MPEANPUITHS U3TaHHBIX MMPUKA30B U PACTIOPSIKCHUH,
a TaKKe 3a COOJIIOJICHMEM CPOKOB BBINIOJIHCHUS YKa3aHUH W TMOPYYCHHM
PYKOBOJIWTES MPEANPHITHsI, B3SATBIX HAa KOHTPOJb. Bemer KOHTPOJBHO-
perucTpanmoHHyr kaproteky. OOecreuunBaeT pabouee MECTO PYKOBOIUTENS
HEOOXOJMMBIMU ~ CPEACTBAMU  OPTraHU3AIMOHHOW TEXHUKH, KaHIEISIPCKUMHU
NPUHAJICKHOCTAMH, CO3JAeT YCJIOBHs, CMocoOCTByomue ero 3¢hdeKTUBHOM
pabore. IlewaTaeT mO YyKa3aHUIO PYKOBOAMUTENA CIIy)KeOHbIE MaTepHabl,
HEOoOXoAuMBIE i €ro paboThl, WKW BBOJAUT TEKYIIYH HH(pOpMAIUi0 B OaHK
naHHbIX. OpraHu3yer TNpueM TIOCETUTENeH, COACHCTBYEeT OINepaTUBHOCTH
paccMOTpeHuss Tpoch0 U mpeioxeHud paboTHukoB. dopmupyer nema B
COOTBETCTBHH C YTBEPKICHHOW HOMEHKIIATYpO, 00€CTIeUnBaET UX COXPAaHHOCTh U
B YCTAHOBJICHHBIE CPOKH CIaeT B apxuB. Konmupyer JOKyMEHTHI Ha MEPCOHAIIBHOM
KCEpOKCe.

JlomxkeH 3HaTh: TOCTAHOBJICHUS, PACIOPSDKEHUS, TPUKa3bl W JIPyTUe
PYKOBOISAIIME MaTepuaabl W  HOPMATHUBHBIE  JIOKYMEHTBI,  KaCaIOIIUECs
JESTENBbHOCTH TPEANPUATHS W BEJACHUS JCIONPOU3BOJCTBA; CTPYKTYPY H
PYKOBOISAIINNA COCTaB TMPEANPUATHS M €ro MOAPA3ACIICHUI;, OpPTaHU3aIUI0
JIEJOMPOU3BOICTBA; METOABl OPOpMIICHHSI U OOpabOTKH JOKYMEHTOB; apXHWBHOE
JIeN0; ~ MAIIWHONHUChH;  TpaBWja  MOJIb30BAaHUS  MPHUEMHO-TIEPETOBOPHBIMU

YCTpPOMCTBAMH; CTaHAAPThl YHUDUIUPOBAHHONW CHUCTEMbl OPraHU3alMOHHO-



pacopsAUTENBHON JOKYMEHTAllMW; IpaBWIA N€YaTaHWUs JEIOBBIX IIHCEM C
HCIIOJIb30BAaHUEM TUIOBBIX (POPM; OCHOBBI ATHKM U 3CTETUKH; MPABHUIIA JI€TOBOTO
OOLIEHUs; OCHOBBI OpraHU3alliyd TpyJda M YIPABICHUS; MpaBHJIa SKCILTyaTallUH
BBIYMCIIUTENBHON  TEXHUKH;  OCHOBBl  AJMHUHHCTPATHBHOTO  IIpaBa U
3aKOHOJATENICTBA O TPYAE; IpaBW/a BHYTPEHHETO TPYIOBOrO paclopsIKa;
IIPaBUJIa U HOPMBI OXpaHbl TpyAa.

O6nactb nmpodeccuoHanbHON NESITEIbHOCTH BBIYCKHUKA: JIEATEIbHOCTh B
CeKkpeTapuarax, ciiy’)0ax JOKYMEHTAIIMOHHOTO o0ecreueHusl, KaJJpoBbIX CIIyx’0ax
U apxuBax TOCYIAapCTBEHHBIX OPraHOB M YYPEKICHHM, B OpraHax MECTHOTO
caMOYIIpaBJIeHUs, HETOCYJapCTBEHHBIX OpPraHU3alUsAX BceX POopM COOCTBEHHOCTH,
OOIIECTBEHHBIX OpraHU3aAIUAX (YUPEKACHUIX ).

OObexThl Tpo(decCHOHATBFHON JeATEeNbHOCTH BBIMYCKHUKA: -TOKYMEHTHI,
CO3JJaHHbIE JOOBIM crocooom JOKYMEHTUPOBAHUS; -CUCTEMBI
JOKYMEHTAIIMOHHOTO  OOECIEYEeHHs]  YNpaBIEHUS; -CHUCTEMbI AJIEKTPOHHOTO

,ZIOKYMGHTOO60p0Ta; -~ApXHUBHBIC JOKYMCHTEI, -IICPBUYHBIC TPYIOBBIC KOJUICKTHUBEI.



3. JloKyMeHTBI, omnpejeisilollue COAepKAHME W  OPraHU3ALHI0
00pa30BaTeJLHOIO NIpoLEcCca

3.1 KasengapHbiii yueOHbIN rpa@uk

HopmaTuBHBINM CpOK OCBOEHUS IMTPOTPaMMBL: 2 roia

®opma 00y4eHHsI: OUHO-3a0YHAS.

[IpopomxuTenbHOCTh O0yUeHus: 272 yaca.

3.2 Y4eOHBIN JIaH

HaumenoBaHue pa3aesia Bcero yacoB
10 ka 11 kn
Paznmen 1. Opranusamus Tpyaa B opuce 16 -
Pazgen 2. Ocnamienne odrica opranu3anuoHHO- 16 -
TEXHHUYECKUMU CPEJICTBAMU
Paznen 3. Opranu3aius J1eI0IpOU3BOJICTBA 80 76
Pazgen 4. IlnanupoBanue U opraHu3aIys JAeTOBIX 12 28
KOHTaKTOB
VYyeOHas npakTUKa 4 24
Hrorosas padota 8 8
NUTOI'O: 136 u 136 u
Conep:xanue pa3ieyjoB U TeM Bcero uyacosn
Pa3nen 1. Opranuszanus Tpyjaa B opuce 16
Tema 1.1. BBegenume. Cekperapp B OpraHU3aLHH. 4 -

Cekperapp B OpraHu3allii, CeKpeTrapb Ha TenedoHe,
CeKpeTaphb reception, cekperapp oduca, CeKperapb-

pedepeHT, oduc-MeHeKep aMUHHUCTPATOP),
CeKpeTapb-TIePEBOTIHK, MIOMOTITHUK (JTYHBINA
CEeKpeTaph) PYKOBOJIUTEIIS, PYKOBOJIUTEIH

cekperapuata KsanudukanmoHHsle TpeOOBaHUS K
cekperapto. OcHOBHble (YHKIMH U OOS3aHHOCTH
cekperaps. JlenoBble U JIMYHBIE KayecTBa CEKpeTaps.
O3HakOMJICHHE C OCHOBAaMH CEKPETapcKOTO Jeia B
pabote  cekperaps  pykoBoautens.  M3yuenue
OCHOBHBIX (YHKIMH u oO0sf3aHHOCTEH cekperaps
PYKOBOIUTEIIS

Tema 1.2. Opranusanusi pabo4yero mecra cekperaps 4 -
CospemMeHHOE OCHAILIEHUE MIOMEIEHUN
yIpaBlieH4ecKuX ciayx0. TpeboBaHUs K MOMELICHUSIM
C y4eToM BHUJAOB JEATENbHOCTH, CHEeUUPUKU
BBIMOJIHAEMBIX ~ pabOT ¥ OKa3bIBaeMbIX  YCIIYT.
WudopmanrionHoe Tabno, CTEHIBl: WX Ha3Ha4YeHUE,
UCIOJIb30BaHUE, TPEOOBAHUS K PACHIOIOKEHHUIO.




Tema 1.3 OcHaienne pabouero Mecra cekperapsi.
Paboyee mpocTpaHCTBO cekpeTapsi: COOCTBEHHOE
pabouee  MecTo, 30Ha TIpUeMa  TOCETUTEINEH,
BCIIOMoOrarenbHas (Xo3siicTBeHHast 30Ha). MHTepbep
pabouero mecta. CpencTBa OprTeXHUKH Ha pabouem
Mecte. KoMmnbrorepHoe o0ecnieueHne paboyero Mecra.
TpeboBanus K pa3MENICHUIO TEXHUYECKHX CPEJICTB Ha
pabouem MecTe. 3HaueHue panmoHaIbHOe
opraHuzanuu pabouyero mecrta cekperaps. IlpaBuia
TEXHUKH O€30MaCHOCTH, THTHUEHBI, JPTOHOMHUKH U
pecypcocOepexxeHnuss mpu paboTe CO CpeACTBAMH
uHpopmartuzauuu JUIsi  oOecreyeHus  HaAeKHOTOo
(YHKIIMOHUPOBAHUS ~ CpPeACcTB  MH(GOPMAIMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTHI1 (HUKT).
dopmupoBaHHE TaOTHIIBI «OCHOBHBIE
JOKYMEHTAI[HOHHBIE M OPraHW3aI[MOHHBIC OTEepaIiy
odpuca» CoznaHue CTPYKTYpbl aBTOMATHU3UPOBAHHOTO
pabouero mecta (APM) cekperapsi.

Tema 1.4. IlnmanupoBanue W opraHuzaiysi padbodyero
BpEMEHHU [Mopsimox paboThI PYKOBOIUTETIS.
Opranu3zanus TUYHOTO TPYJAOBOTO Tporiecca. PaGouee
BpeMsi U BpeMs oTAbixa. CocTaBlieHNEe U COTJIACOBAHUE
pabouero rpaduka ¢ pykoBogutenem. [lnanupoBanue
U opraHuzamus pabouero aHs. B3aumopeiicTBue ¢
PYKOBOJICTBOM U COTPYOHHKAaMHU  OpraHU3allHH.
Koopaunarmust  paGotel  odmca.  Yyactme B
TUIAHUPOBAHUM paboyero HS PyKOBOAUTENS

Pasnea 2. OcHamenue oduca OpraHu3alMOHHO -
TeXHUYeCKHMH CpeACTBAMM

16

Tema 2.1. IlpaBunma paboThl ¢ OPHUCHONW TEXHUKOU
CpenctBa Manoil OPrTeXHUKH Kak 3JEMEHT KYIbTYpPbl
yrnpaBiieHueckoro Ttpyna. Kinaccudukanus cpencts
OPITEXHUKM U HMX OCHOBHBIE XapaKTEPUCTUKH.
W3ydyeHne 0CHOBHBIX XapaKTEPUCTUK OPITEXHUKHU.

Tema 2.2. Ucnonp3oBanue CTaHJIapTHOTO
MpPOrpaMMHOTO  oOecriedeHusl Al OpraHU3aIluu
nenomnpousBoactBa  OCOOEHHOCTH — UCHOJIB30BaHUS
3JIEKTPOHHOM, TenerpadHo, TEJETAUITHOH,
(aKCUMUIILHOMN CBSI3H.

[IpuBuMIIa MOATOTOBKU U MpOIeAypa mepeaaun/mpruemMa
JOKYMEHTOB. MeTo/iuKa MPOBeIeHUs TPE3EHTALIUHI.

OducHble HHPOPMAIIMOHHBIE CUCTEMBI.

OneKkTpoHHble JNOKyMEHThl OdopmieHue OT4eTHO -
IIJIAaHOBOM JOKYMEHTALNH c MI0JIb30BAHNEM
CTaHJAPTHOI'O MPOTrPAMMHOI0 00ECTIEYeHHUS.

Pa3nes 3. Oprannsanus 1eJ10NpPOU3BOACTBA

80

76

Tema 3.1 Opranmzanusa nenonpousBojcTsa [lonstue
«IOKYMEHTAllMOHHOE  OOecleueHue  yInpaBICHHSD)
(Ienompou3BOICTBO). Opranuzanus
JEIONIPOU3BOCTBA. @3 «O6 uHpOopMaluy,
uHbOpMATU3aALMKU M 3aluTe  HWHGOpMAIUN.
Vicnonp3oBaHue CpEeACTB KONMMPOBAHUS JIOKYMEHTA.

20

20




N3ydyeHne coBpeMEHHBIX TPEOOBAaHUN K OpraHU3aluu
JOKYMEHTAl[MOHHOTO  OOEecCHeYeHus  yIpaBJeHUS,
IIPUMEHEHUIO COBPEMEHHOM oducHO U
BBIYMCIUTEIBHON TEXHUKU.

Tema 3.2 JlokymeHnt, ero (yHKOHH, OCHOBHBIC
crnocoObl JoKyMeHTHpoBaHus. [loHATHE O TOKyMEHTE.
Wudopmanmst u  gokymeHT. DyHKIUU JTOKYyMEHTA.
O3HakoMJIeHHE c OCHOBHBIMU criocobamu
JOKYMEHTUPOBAHUSA U MaTepUabHBIMM HOCHUTEISIMU
nHpopmanuu. Opranuzanus paboThl C TEKCTOBBIMH,
rpadMUYeCKUMH B TPOYNMHU JTOKYMEHTAMH.

20

20

Tema 3.3 Cucrembl HOKyMEHTauuu. YHUPHUKAUSI U
CTaHIapTH3AITHS. [TonsTHE «Cucrema
JTOKYMEHTAIHH, ee TIPU3HAKH. [Monsitre
«yHUDUITUPOBAHHAS cucTeMa  JOKyMEHTAIIHH».
[Tonarue Onmank AokyMeHTa. Bumel OaHkoB, 00U
OmaHk, OJaHK mHCbMa, OJaHK KOHKPETHOTO BHJA

JIOKYMEHTA. [IpaBuna odopmteHHS, y4era,
HCIIOJIb30BAHHUA W XPAaHCHUSA OJIaHKOB H PEKBU3UTOB
OpraHu3aIuHy. XapakTepucTuka u coCTaB

OpPraHM3allMOHHBIX JOKYMEHTOB. XapaKTepHUCTHKA W
cocTaB MH(GOPMAIMOHHO -CIPABOYHBIX JOKYMEHTOB.
Oznakomnenue ¢ ['OCT P 7.09 -2016 TpebGoBanus k
0(hOPMIICHHUIO JOKYMEHTOB.

20

20

Tema 3.4 Howmenknarypa pen. Odopmienue u
XpaHEHHe JIOKYMEHTOB 3aKOHOJATENbHBIE aKThl U
HOPMAaTUBHbIE JOKYMEHThl IO OpPraHU3al[MOHHO -
MpaBoBbIM (opMaM OpraHu3alusg U MPEANPUATHH.
CucremaTuzanuss JOKyMEHTOB U HUX XpaHEHHe.
Howmenknarypa pgen. Opranuzamusi paboTel €
MOCTYHAIOIIUMHU JIOKYMEHTaMHU: perucrparus,
paccMoTpeHHe pyKOBOJCTBOM, UcnoiHeHue. OTnpaBka
ucXomsamux JokymMeHToB. Ilepemaua JoKymMeHTOB
BHYTpU opraHuzanuu. TpeOoBaHus K 0GOPMIICHHUIO
JIeJl ¥ XPaHEHHIO TOKYMEHTOB.

20

16

Paznea 4. [lnannpoBaHue U OpraHu3amnus AeJJ0BbIX
KOHTaKTOB

12

28

Tema 4.1 [lenoBas kynapTypa B mIpodeccuoHalbHOM
chepe. Ilonstue penoBas KynbTypa. Jlemosas
KylIbTypa KakK KOMIUIEKC OTHOLIEHUN YeJOBEKa K
npoueccy Tpyaa. KiroueBble KOMIIOHEHTHI J1€JI0BOU
KyapTypel. DopMHupoBaHHWE TO3UTHUBHOIO JEIOBOTO
MMHJIKA OpraHU3aliK. 3HAYEHUE JIETOBOM KYyJIbTYpbI
B OpraHu3alld  CEKPEeTapcKoro  oOCTyKHBaHUS.
[ToHsTHE KOpHIOpaTUBHAS KYJIbTYypa.

Tema 4.2 PaGorta cekperaps mo 0€310KYMEHTHOMY
oOciyxuBanuto. Paborta cekperaps B NPHEMHOI.
Opranmzanua  npuema  noceruteneid.  I[lpuem
COTPYOHMKOB IO TEKYyIIMM BONpPOCAM, IPHUEM IIO
JUYHBIM  BOINpOCAaM, TPUEM  TIOCETUTENIEeH U3
CTOPOHHMX OpraHM3alMi, MpHeM KOMaHIUPOBAHHBIX,
npuem aeneranuid. Oprasuzanus J€JIOBBIX KOHTaKTOB

10




(mIaHupoBaHUe, COIJIaCOBaHUE, IOArOTOBKA
nomMenieHus u ap.) HopMaTussl ciy:ke0HOTO peueBoro
9TUKETa [0 MPEIBAPUTEIBLHOM OpraHu3allud U
periaMeHTy TMpOBEICHHS BCTped. TpedoBaHus K
rnapamerpaM M TEKCTy  BU3UTHOM  KapTOYKH.
Opranuzanusg ¥ [POBEIEHUE  MPOTOKOJBHBIX
MEpONPUITUM.

Tema 4.3 CoBemanus, OIEpaTUBHBIE COBELIAHMS, 4 10
MEPEroBOphl, Tpecc -KOH(EpEeHIUs, HWHTEPBbIO,
JIEJIOBbIE MPUEMBL. 3HAUYEHUE MPOTOKOJIbHBIX JEHCTBUI
B Opram3anuyd pabouumx BCTped, OQHUIHUATBHBIX W
HEO(DUIIMAIIBHBIX ~ BU3UTOB, TPUEMOB  JIEJIETAIlUM.
JenoBbie mpueMbl. YTOLIEHHE TOCETUTENEN B
kabuHere  pykoBoautens. CepBHpOBKa  CTOJA.
@ypmier. [IBenckuit cron. KokreibHeblii cToi. busHe
-nmaHd. [loaroroBka KOMaHIMPOBOK M JIEJIOBBIX
MIO€3/I0K PYKOBOIUTENSI W JPYTUX COTPYAHHUKOB

OpraHu3aIuu. Opranu3zanmoHHOE obecrnieueHue
KOMaHAUpOBOK. KomaHAMpPOBOYHBIE YIAOCTOBEPEHHS.
Kypnan perucTpanuu KOMAaHINPOBOYHBIX

yaoctoBepeHnil. CxeMa MOArOTOBKM KOMAaHIUPOBKH.
KopriopatuBHBIe CTaHIAPTHI TEICPOHHOTO OOMICHUS.
CnyxebHas wuepapxus B Tele(OHHOM pas3roBoOpe.
Cekperbl ycnexa TeneGOHHBIX MeperoBopoB. TemOp
rojoca, HWHTOHauWu, JAuknus. TpeboBaHus K
npaBuibHON peun. [IpaBwma m Tpadapersl ydTHBOM
Oecenpl. Bxomsmue m ucxomdgmue 3BOHKA. Hadamo u
3aBepuIeHNe TeJIePOHHOTO Pa3roBopa

YyeOHas npakTUKa 4 24

Wrorosas pabora 8 8

HUTOoroBelii KOHTPOJIb M OLEHKAa PE3YJIbTATOB OCBOCHHUS MPOrPaMMbl

IPOXOJUT B (hopMe DK3aMEHA.



KOHTPOJIb U OINEHKA PE3YJIbTATOB OCBOEHMUS

Pe3yabTarsl OcHOBHBIE TOKA3aTEIH OLEHKHU
pe3yJbTara
Koopmuauposats paboTy * odrca (mpuéMHON | Ka4eCTBO BBITIOJTHEHHUS TEXHUYECKUX

PYKOBOJIUTEA),
IIOCETUTENEN

OpPraHu30BbIBAaTh  MPUEM

GyHKIMIT cexperaps MO OO0ECIEYEeHUI0 U
OOCITY)KUBaHUIO  pabOTBl  PYKOBOIMTEISI
OpraHH3aluH, HOAPa3ICTICHHS;
UCII0JIb30BaHUE OPTaHU3AIIMOHHON TEXHUKU U
CeTeBBIX  pecypcoB  mig  obecreyeHUs
po(eCcCHOHATBHON JIEATEIbHOCTH; YMEHHE
OpraHu30BBIBaTh pabodyee MECTO CeKpeTaps

pykoBomuTeNsl ¢ Y4€TOM  TpeOOBaHMIA
0€30MacHOCTH U SPrOHOMUKHU
OcymiectBiaTh TeneoHHOE OOCTYy)KMBaHUE, | OIICHKA HABBIKOB BEACHHUS  TeIe(hOHHOTO

HpI/IHI/IMaTB %1 nepe):[aBaTL q)aKCI/IMI/IJ'II)HI)Ie
COO0IIIEHUSI

oOcnyxuBaHus, mpuémMa U
uHpopmaluu 1o dakcy

nepenavn

OcymiectBiaTh paboTy MO TMOATOTOBKE U

OIICHKAa HABBIKOB ITIOATOTOBKHU W MPOBCACHHA

MIPOBEACHUIO COBEIIIaHMI, 3acellaHMi, | IE€JIOBBIX  MEPOINpPUATHH,  OOCITYKUBaHUS
JIEJIOBBIX BCTPEY, IPUEMOB 1 MPE3ECHTALHNI COBEIIIAHUH Y 3aCeJaHUN PYKOBOIUTEIISI
OcymiecTBIATh MOJITOTOBKY JIETIOBBIX | OCYIIECTBIICHUE MOJTOTOBKH JIENOBBIX

Moe30K  (KOMaHAWPOBOK)PYKOBOJUTENS H
JPYTUX COTPYJHUKOB OpraHU3alNH

noe3Z0K (KOMaHAWPOBOK) PYKOBOJAUTENS U
JIPYTUX COTPYJHUKOB OpraHU3aliH

Oprann3oBbIBaTh pabouee MECTO CeKpeTapst u
PYKOBOJUTEIIS

OIICHKa YMEHHU OpraHW30BBIBaTh pabouece
MECTO CEKpEeTapsi U PYKOBOIHUTENS C y4ETOM
TpeboBaHU 6€30MACHOCTH U SPTOHOMUKH




4. MATEPUAJIBHO-TEXHUYECKOE U METOINYECKOE
OBECIIEYEHUME TPOI'PAMMOBI

Jlns mpoBeneHUs] TPaKTUUECKUX 3aHATUW B ayJAUTOPUHU, HCHOJIb3YeTCs
KOMIIBIOTEPHBIA KJlacc, OOOPY/IOBAaHHBIM KOMIBIOTEPAMH, MYJIbTUMEIUNHBIMU
cpencTBamMu oOydeHust (MPOEKTOP, SKpaH) U OPUCHON TEXHUKOW: TPUHTEP, CKAaHED
u (akc, KONMMPOBAJIbHBIC ammapaTbl, WU TMEpeIUIeTHass MallliHa, CKaHephl |
OpONTIOPATOPHI.

Hnst  obecneuenus »pdexkTUBHOrO  00pa3oBaTENbHOrO  Ipolecca ¢
NPUMEHEHHEM  JIUCTAHIIMOHHBIX  TEXHOJIOTMH  CIOymaTessiM  HEoOXOAMMO
clenyroliee MaTepruaibHO-TEXHUYECKOe 00ecreueHune: MepCcoOHaIbHBIA KOMITbIOTEP
C BBIXOJIOM B HWH(POPMAIIMOHHO-KOMMYHHUKAIIMOHHYIO ceTh «MHTepHeTY,
rapauTypa (HaymIiHMKM) W TporpaMMHOe oOecrieueHrne (makeT o(UCHBIX
PWIOXKEHUM, BeO-Opaysep).

JUist  yCHemrHoro OCBOEHHS JIUCTAHIMOHHBIX Yy4eOHBIX MOAYJEH Ot
oOy4aromuxcs TpeOyeTcsi HaBbIK MCIOJb30BaHUS MEPCOHAIBHOIO KOMITBIOTEPA Ha
YpOBHE TOJIb30BATENsl — OCHOBHBIE INpUEMbl PabOThl C TeKCToM, (aitmamMu u
nankaMu B npuioxkeHusx — Windows, pabora B uHGOPMAIMOHHO-
TEJIEKOMMYHHKAalIMOHHOW cethn «VHTepHET» (B TOM 4YHUCJIE UCIOJIb30BaHUE
CEPBHUCOB AJIEKTPOHHOM MOYTHI).

B kauecTBe METOAMYECKOTO COMPOBOXKACHHUS TMpejaraerca ydeOHo-
METOAUYECKHN MaTepuall, BKIIOYAIOIIUN: HJIECKTPOHHBIM KOHCIICKT JIEKIHH,
ANEKTPOHHBbIE YYEOHMKH, MPAKTUYECKHE 3aJaHUsl, METOJUYECKHE PEKOMEHIAINU
[0  BBINOJHEHUIO  MNPAKTUYECKUX  3aJlaHhii, BONPOCHl K  HUTOrOBOM

KBATH(PUKAIIMOHHOM padoTe.
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