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1. O0uue mos10xeHUA

1.1. HopmaruBHO-TIpaBOBbIE OCHOBBI pPa3palOTKU MPOECCHOHATBLHOM
o0Opa3oBaTesIbHOI MPOrpaMMbl

HopmartuBHO# 0CHOBO# pa3pabOoTKU MPOTrpaMMBbl BHICTYHAIOT:

- Oenepanbhblii 3ak0H OT 29 nekabps 2012 r. N 273-03 «O6 obpa3oBanuun
B Poccuiickou @enepannmn»;

- [lopsaok opranu3anuu U OCymecTBICHUS 00pa30BaTEIbHON AEITEIbHOCTH
M0 OCHOBHBIM IpOrpaMMmaM Mpo(hecCHOHATBFHOTO OOYy4YeHHs, YTB. MPUKA30M
MunuctepcrBa oopazoBanus u Hayku PD ot 18 ampens 2013 r. N 292;

- Ilepeuenp mpodeccuit paboumx, JOIKHOCTEH CIIyXKalluX, MO KOTOPHIM
ocyuiecTBiserca mnpodeccuoHanbHOe OoOyueHue, yTB. NMpUKa3oM MUHUCTEpCTBa
oOpazoBanus 1 Hayku P® ot 2 uronsg 2013 r. N 513;

- Ipodcranmapt: 07.002 «Croenuanuct 1O OpPraHU3AMOHHOMY U
JOKYMEHTALIMOHHOMY OOECIIEUeHHIO YTpaBJICHHsI OpraHu3alfei», yTB. IpUKazom
MunuctepcrBa Tpyaa U conuanbHoi 3aumtsl PO ot 6 mas 2015 r. N 276H - O6
YTBEP)KICHUM  TepeuHed  mpodeccuid UM CIEHUATBHOCTEH  CPEIHEro
npodeccuoHaNIbHOTO 00pa3oBaHMsl, peanu3anus 00pa30BaTEIbHBIX MPOTPAMM I10
KOTOpPBIM HE JOIYCKAaeTcs € NPHUMEHEHUEM HCKIIOYUTENBHO 3JIEKTPOHHOTO
oOydeHusi,  JUCTAHIMOHHBIX  OOpa3oBaTeNbHbIX  TexHojoru#,  Ilpuxas

MunuctepcrBa obpasoBanust U Hayku Poccuiickoit @enepauuun ot 20.01.2014 N

22.

1.2 HopMaTHBHBII CPOK OCBOCHUS IPOTPAMMBbl U OpraHU3aIus 00ydeHus

[IpogomKUTeNbHOCT  00y4YeHHs MO mporpamme Mnpo¢eCcCHOHAIBHOM
MOATOTOBKE ycTaHoBieHa 272 uacoB (136 uwacoB — 10 xmacc; 136 wacoB — 11
kiacc). CoaeprkaHue NporpaMMbl BKITFOYAET:

TeopeTHIecKuil 6JI0K — 228 Jacos;

yueOHas mpakTuka — 28 4acos;

KBaIM(PHUKAITMOHHYIO paboTy — 16 yacos.



2. KpanundukannoHHbie Tpe00BaHUA K NPO(ecCHu AeJI0NPON3BOANTEIb

[Io wtoram oOydeHHMSs M YCIEUIHOW aTTECTAlMd CIYIIATEIH IOJy4aroT
CunerenscTBO 0 mpodeccun padbodero, JOHKHOCTH CIYKAIIETo ¢ MPUCBOCHUEM
kBanuukanun «Cekperapb-aAMIUHUCTPATOPY, AA0IEe MPaBO Ha BEJIEHUE HOBOTO
BUJa TpodecCHOHANBHOM  JeATeNbHOCTH B cdepe  JTOKyMEHTAIMOHHOTO

obecrieueHust ACATCIIbHOCTU OPraHU3aIun.

Bo3mo:kHOe HauMeHOBaHHWE JOJLKHOCTH, mpodeccun: Cekperaps-

aIMHAHHUCTPATOP.

Bun npodeccuoHaNbHOU nearenbHocTU: OpraHu3aluoOHHOE "u
JOKYMEHTAllMOHHOE  OOecreyeHre  yOpaBJICHUS  OpraHu3alUsIMU  JIIOOBIX
OpraHU3aIMOHHO-TIPABOBBIX (OPM.

JlomxHOCTHBIE 00s13aHHOCTU. OCyIIECTBIsIET paboTy MO OpraHU3aIMOHHO-
TEXHUYECKOMY o0ecrie4eHnIo aJIMMHHACTPATUBHO-PACHIOPSAUTEIBLHOM
JESITEeIbHOCTH PYKOBOAUTENA Mpeanpustus. llpuHHMaeT NOCTyNaromylo Ha
paccMOTpeHre PyKOBOJUTENSI KOPPECHOHACHIINIO, TIEPEJAET €€ B COOTBETCTBUU C
OPUHATHIM PELIEHUEM B CTPYKTYpHBIE TOJAPA3JeNeHus WIH KOHKPETHBIM
UCIIOJIHUTENSAM Uil HCHOJb30BaHUS B Tmpolecce padoTbl JuO0 MOATOTOBKH
OTBETOB. Bener Aenonpou3BOACTBO, BBINOJHIET pa3IUYHbIE OINEpaluu ¢
MPUMEHEHUEM KOMIBIOTEPHON TEXHHMKH, MpeJHa3HaueHHON st cOopa, 00paboTku
W TpEeACTaBiICHUS HMHPOPMAIMU NPU MOATOTOBKE M TMPUHATUU PELICHUIL.
[IpyHrMaeT OOKYMEHTHl W JIMYHBIE 3asBJICHUS Ha MOANHUCH PYKOBOJIUTEIS
npeanpustus. [loaroraBnuBaer AOKYMEHTBI M MaTepUalbl, HEOOXOIUMBIE IS
pabotel pykoBoautens. Crnenur 3a CBOEBPEMEHHBIM PAacCMOTPEHUEM U
MPEACTAaBICHUEM  CTPYKTYPHBIMH  TOAPA3ACICHUSIMH W KOHKPETHBIMH
UCIIOJIHUTENSAMH  JOKYMEHTOB, TIOCTYNHMBIIMX Ha HCIOJHEHUE, TPOBEPSET
NPaBWIBHOCT, ~ O(GOPMJIECHHS  TOJTOTOBJICHHBIX  MPOEKTOB  JOKYMEHTOB,
nepeaBaeMblX PYKOBOAMUTENO Ha TMOANKUCH, OOECHeYHBAeT KayeCTBEHHOE UX

penaktupoBanue.  OpraHusyer  IpoBeleHHE  Tele(OHHBIX  NEPErOBOPOB



PYKOBOJUTEIS, 3alUCBHIBAET B €ro OTCYTCTBHE MOJYYEHHYIO HH(POPMALUIO U
JIOBOJUT JI0 €0 CBEJICHUS €€ COJepKaHue, MepeaaeT U MpUHUMAeT WH(OPMALIHIO
M0 MPHUEMHO-TIEPETOBOPHBIM YCTpOUCTBaM (Tenedakcy, TEIeKCy U T.II.), a TaKxkKe
TeaeOHOTpaMMBbI, CBOEBPEMEHHO JOBOJHUT JO €ro CBEACHUS HH(OpMAIHIO,
MOJIyYCHHYIO IO KaHajiaM cBsi3u. [lo mopydeHHIo pPYKOBOAMTENS COCTaBISET
MUChbMA, 3alpoChl, JAPYrue JOKYMEHTBl, TOTOBUT OTBETHl aBTOpPAM ITHCEM.
BeimonHsier paboTy MO MOATOTOBKE 3acelaHUil M COBEIIAHHM, MPOBOIUMBIX
pykoBoauTeneM (cOOp HEOOXOIMMBIX MaTepHaJIOB, OTOBEIICHUE YYACTHUKOB O
BpEMEHHM M MECTE€ MNPOBEIACHUs, TMOBECTKE [HSA, WX PpErucrpanusi), BEACT H
oopMIISIET MPOTOKOJIBI 3aceaHuii U coBemanuil. OCyIIecTBIsEeT KOHTPOJb 3a
UCIIOJIHEHUEM PAOOTHUKAMU MPEINPHUATHS U3JaHHBIX MPUKA30B U PACHOPSIKEHHI,
a Takke 3a COOJIIOJICHUEM CPOKOB BBIMOJHEHUS YKa3aHUM M TMOPYUYCHHM
PYKOBOJUTENST TMPEANPUATHSA, B3ITHIX Ha KOHTPOJb. Bemer KOHTPOIbHO-
perucTpanonHyro kaptoTeky. OOecneunBaer pabodee MECTO PYKOBOJIUTEINS
HEOOXOMMBIMH  CPEICTBAMHU  OPraHU3AIMOHHON TEXHHUKH, KaHUEISIPCKUMHU
MPUHAJISKHOCTSIMU, CO3JaeT YCIOBHUS, CIOCOOCTBYyIOIIME €ro 3(QexkTuBHOMN
pabore. Ileyaraer 1O YyKa3aHHIO PYKOBOAMTENS CIIy)KeOHble MaTepHuabl,
HEOOXOMMBIE Ui €ro paboThl, WIM BBOJAMT TEKYILIyI0 HH(pOpMalui0 B OaHK
naHHbIX. OpraHu3yer MpueM [OCETUTENCH, COAEHCTBYEeT ONEepaTUBHOCTHU
paccMoTpeHust Mmpocb0 M mpenioxkeHuil paboTHukoB. dDopmupyer naena B
COOTBETCTBUU C YTBEPKACHHON HOMEHKJIATypOil, 00€CTIeunBaET UX COXPAHHOCTb U
B YCTAQHOBJICHHBIE CPOKH CAaeT B apxuB. KonmupyeT JOKYMEHTHI Ha MEePCOHATBLHOM
KCepoKce.

JloJokeH 3HaTh: TIOCTAHOBJICHMS, PACIOPSDKEHUSA, TNPUKA3bl U Jpyrue
PYKOBOJSIIIME  MaTepuaibl W HOPMATHUBHBIE  JOKYMEHTBI,  Kacalol[Uuecs
JESITEIbHOCTH TPEANPHUSITHS W BEICHUS JeJONPOU3BOJACTBA; CTPYKTYpPYy U
PYKOBOJSIIMIM COCTaB MPEANPHUATHS M €ro IOApa3JeiCHH; OpraHU3aluio
JeJIONPOU3BOJICTBA; METO/bI OpOpMICHUS U OOpabOTKU JOKYMEHTOB; apXUBHOE
7IeNI0;  MAIIMHOINUCh;  NpaBWJa  IOJIb30BaHUSA  MPUEMHO-TIEPETOBOPHBIMH

YCTPOMCTBAMH; CTaHAAPThl YHU(PUIMPOBAHHON CHUCTEMBbl OpTaHU3ALMOHHO-



paclopsIUTENIbHON JTOKYMEHTAIlMM; TpaBuUja IeYaTaHus JCJIOBBIX IHMCEM C
MCIOJIb30BAaHUEM THUIIOBBIX (DOPM; OCHOBBI 3THKH M 3CTETUKH; MPaBHJIA JCIOBOTO
oOlIeHMs; OCHOBBI OpPraHHM3alMHM TPYyJa M YNPaBIEHUS; MpaBHia SKCILIyaTalllH
BBIUMCIUTEIBHON  TEXHHMKH;  OCHOBBI  QJMHHHCTPAaTUBHOTO  TpaBa U
3aKOHOJATENbCTBA O TpPyJe; IpaBuja BHYTPEHHErO TPYIOBOIO PpAaCIOpSIKa;
MpaBUJIa U HOPMBI OXpaHbl TPYJa.

O6nacte npohecCHOHATBHON NEATENHHOCTH BBIMYCKHUKA: JIEATEIBHOCTh B
CeKpeTapuaTax, CIyx’0ax JOKYMEHTAIMOHHOTO OO0eCleueHHUs, KaIpOBbIX CIy:k0ax
U apXHUBaX TOCYAAPCTBEHHBIX OPraHOB M YUYPEKICHHUH, B OpraHax MECTHOTO
CaMOYTIPABJICHUS, HETOCYJapCTBEHHBIX OpPTaHU3alUAX BceX (popM COOCTBEHHOCTH,
OOIIECTBEHHBIX OpraHu3aluix (YIpeKaeHHX).

OO0BeKThl MPOPECCUOHATBHONW JAEATEIbHOCTH BBITYCKHHUKA: -JI0KYMEHTHI,
CO3/laHHbIE JTH00BIM crocobom JOKYMEHTUPOBAHHUS; -CUCTEMBI
JOKYMEHTALIMOHHOTO  00€CTeYeHus]  YIpaBJiCHHs; -CUCTEMbI  3JIEKTPOHHOTO

Z[OKYMCHTOO6OPOTEI; -~dpXHBHBIC JJOKYMCHTBI; -IICPBUYHBIC TPYAOBBIC KOJIJICKTHUBLI.



3. [okyMeHTBI, oOmnpeAeasilOINe CcOAepKaHHe M  OPraHU3ALMI0
00pa30BaTeJILHOIO MpoLecca

3.1 Kanennapubiii y4eOHblil rpaguk

HopmaTuBHBII CPOK 0CBOEHHUS POrpaMMBbl: 2 Toa

dopma 00yueHus: OUHO-3a0YHasl.

[IpopomxuTensHOCTh 00yUeHus: 272 4yaca.

3.2 Y4eOHbIN JIaH

HaumeHoBaHue pa3nena Bcero yacos
10 ka 11 ka
Paznen 1. Opranusanms tpyna B oduce 16 -
Paznen 2. OcHamenne oguca OpraHu3aHOHHO- 16 -
TEXHUYECKUMU CPEICTBAMH
Paznen 3. Opranuzauust AeI0NpON3BOACTBA 80 76
Pa3znen 4. [InannpoBanue u OpraHu3ays JeI0BbIX 12 28
KOHTAKTOB
YueOHas mpakTuka 4 24
Hrorosas pabora 8 8
HUTOI'O: 136 u 136 u
Copep:xanue pa3iejioB H TeM Bcero yacos
Pa3nen 1. Opranu3zauus Tpyna B oduce 16
Tema 1.1. Beenenme. CekpeTapp B OpraHu3aluy. 4 -

Cekperapb B OpraHHM3aliH, CEKpeTapb Ha TenedoHe,
CeKpeTaph reception, cekperapb oduca, cexperapb-

pedepeHT, oduc-MeHemKep aIMUHHCTPATOP),
CEKpETapb-NIEPEBOAUUK, MIOMOITHUK (muHBII
CEKpeTaphb) PYKOBOIMUTES, PYKOBOJMTEIb

cekperapuata Kammdukanmonnsie TpeOOBaHHA K
cekperapto. OCHOBHbIE (YHKIMH U O0OS3aHHOCTH
cekpetaps. [lenoBble W JIMYHBIE KadecTBa CEKpeTapsi.
O3HakOMJICHHE C OCHOBAaMH CEKPETapCKOTO Jefa B
pabote  cekperaps  pykoBoauTensa. — M3ydeHme
OCHOBHBIX (YHKIMH ¥ 00S3aHHOCTEH CeKperaps

PYKOBOAMTESI
Tema 1.2. Opranuzamus pabodero Mecra cekpeTaps 4 -
CoBpeMeHnHOE OCHaIICHIE TTOMETICHII

yIpaBIeHIEeCKUX CIYyKO0. TpeOoBaHUS K MOMEIICHUSIM
C Y4eTOM BHIOB JESTEIbHOCTH, CICHU(PHKH
BBITTOJIHSAEMBIX ~ PadOT M OKa3bIBa€MBIX  YCIYT.
WudopmannonHoe Tabno, CTEHIBI: WX Ha3HAYCHHE,
UCTIOJIb30BaHNe, TPeOOBaHHS K PACIIOJIOKEHHUIO.




Tema 1.3 OcHarenue pabodyero Mecta cekpeTapsi.
PaGodee mpocTpaHCTBO CekpeTaps: COOCTBEHHOE
pabouee MecTo, 30Ha TIpuUEMa TIOCETHUTENEH,
BCIloMoOrarenpHasi (Xxo3slcTBeHHass 30Ha). WHTepbep
pabouero mecra. CpeacTBa OPITEXHHKH Ha padodem
Mmecre. Kommprorepaoe obecrniedenne pabodero mecra.
TpeboBaHus K pa3MEIICHHIO TEXHHYECKUX CPENICTB Ha
pabouem MecTe. 3HavyeHne pamnroHaIbHOE
opraHuzanuy paboyero mecra cekperaps. I[IpaBuia
TEXHUKH O€30MacHOCTH, TUTHUEHBI, JPTOHOMHKH U
pecypcocOepekeHusl Tpu  paboTe €O  CpeacTBaMu
nHpOpMaTH3aMN Uil OOECTIeYeHUsT HaISKHOTO
(GYHKIIMOHUPOBAHUS ~ CPEICTB  WH(POPMALUOHHO-
KOMMYHUKAITMOHHBIX TEXHOJIOTHI (MKT).
dopmupoBanme TaOIHIIBI «OcHOBHBIE
JOKYMEHTAIlHOHHbIE W OPTaHWU3AIMOHHBIC OTIEpPAlIuU
ouca» Co3mgaHue CTPYKTYpHI aBTOMATH3UPOBAHHOTO
pabouero mecra (APM) cekperapsi.

Tema 1.4. [lmanmpoBanue W opraHm3anus padodero
BpeMEHHU [Mopsimox paboThI PYKOBOIHUTETISL.
Opranuzanust TMYHOTO TPYAOBOTO Tporecca. Pabouee
BpeMs U Bpemsi oTapixa. COCTaBlIeHUE U COTIIaCOBAaHUE
pabouero rpaduka ¢ pykoBogutenem. [lnanupoBanue
u opraHusauusi pabodero nHs. BzaumoneiictBue c
PYKOBOACTBOM M  COTPYOAHHKaMH  OpTraHM3ALHUH.
Koopnunanms ~ paboter  oduca.  Yuactne B
IUIAHUPOBAHUK paboyero AHs PYKOBOAUTEI

Pa3znen 2. OcHamenue ouica OpraHu3alUOHHO -
TEXHUYECKMMHU CPeCTBAMHU

16

Tema 2.1. IlpaBuma paboThl ¢ O(PHUCHOW TEXHUKOU
CpencTBa Maoil OPrTEXHUKH KaK 3JEMEHT KyIbTYphI
yIpaBieHdeckoro Tpyna. Knaccudukanms cpeacts
OPITEXHUKH W WX OCHOBHBIC XapaKTEPUCTUKH.
M3ydeHne OCHOBHBIX XapaKTEPUCTHK OPTTEXHHUKH.

Tema 2.2. Hcnonp3oBanne CTaHJIAPTHOTO
MpOrpaMMHOr0  OOEecHeueHus: [Uig  OpTaHU3aluu
nenonpoun3BoacTBa  OCOOCHHOCTH — HMCHOJIB30BAaHUS
3JIEKTPOHHOM, TenerpadHoOi, TEJIETANITHON,
(akCUMUIIBHO CBS3H.

[TpuBHIIa MOATOTOBKH U MPOIIEIypa Tepeaadn/mprueMa
JOKyMEHTOB. MeTouka MpoBeNeHUS PE3EHTALUM.

OducHbie HHPOPMAITMOHHBIE CHCTEMBI.

DnexkTpoHHBIE JOKyMEHTH OQopmiieHHe OTYETHO -
TUTAaHOBOM TOKYMEHTaIu! c TIOJIb30BaHUEM
CTaHAApPTHOTO MPOTPAMMHOTO 00ECTICYSHHSI.

Paznen 3. Opraﬂn3amm ACJOMPOU3BOACTBA

80

76

Tema 3.1 Opranuzauus aenonpousBoicta llonstue
«IOKYMEHTAI[MOHHOE  OOECIICUCHHE  YIPaBICHHS»
(memonpon3BOICTBO). Opraaun3anms
JeJIOTPON3BOACTBA. o3 «O06 uHpOpMaLnH,
uHbOpMaTH3aMK W 3amUTe  WHGOpMAIUN.
Vcrionp30BaHne CPEACTB KOMHPOBAaHUS JTOKYMEHTA.

20

20




W3ydenne coBpeMeHHBIX TpeOOBaHWI K OpTaHHU3aluU
JOKYMEHTAlHOHHOTO  OoOecreyeHusi  yImpaBJICHHS,
NPUMEHEHUIO COBPEMEHHOM oducHOM u
BBIYMCIATEIBHON TEXHHUKHU.

Tema 3.2 JlokymMeHT, ero (QyHKOHH, OCHOBHBIC
cnocoObl ToKyMeHTupoBaHus. [loHsTHE O JOKyMEHTe.
Wudopmanms u moxkyment. DyHKIUU TOKYMEHTA.
O3zHakomIeHue c OCHOBHBIMH criocobamu
JOKYMEHTHPOBAaHUS M MaTepUAIBHBIMH HOCHUTEIAMHU
nHpopmanuu. Opranu3anus padoThl C TEKCTOBBIMH,
rpadUuecKUMH U IPOYNMH JOKYMEHTaMH.

20

20

Tema 3.3 CucteMbl NOKyMEHTAMH. YHUQPUKAIUA U
CTaHIapTHU3AITHSL. IMoustne «Cucrema
JOKYMEHTAIIWH, ee MPU3HAKH. IMonsrne
«yHHPUIPOBAHHAS cucreMa JIOKYMEHTAITH.
[Monstrie OnMaHK JOKyMeHTa. Bujubl 0JIaHKOB, OOITHiA
OmaHk, ONaHK mMHChMa, OJaHK KOHKPETHOTO BHJIA
JOKYMEHTA. IMpaswiia ohopMIICHHUS, yuera,
WCIIOJIb30BaHUSI M XPaHCHUS OJAHKOB M PEKBU3UTOB
OpTraHH3aIlVH. XapakTepucTrka u COCTaB
OpPTaHM3AIlMOHHBIX JIOKYMEHTOB. XapaKTepUCTHKA W
cocTaB MH(pOPMAIIMOHHO -CIPABOYHBIX JOKYMEHTOB.
Oznakomnenune ¢ ['OCT P 7.09 -2016 TpeOGoBanusi
0(OPMIICHUIO JJOKYMEHTOB.

20

20

Tema 3.4 Howmenknarypa pen. Odopmienue u
XpaHEHHWE JIOKYMEHTOB 3aKOHOIATENbHbIE aKThl W
HOPMATHUBHBIC JTOKYMEHTBI TI0 OpTaHU3AIMOHHO -
MpaBOBBIM (OpMaM OpTaHU3AIUS € TPEIIPUATHIA.
CucremaTm3anus JOKYMEHTOB W WX XpaHCHHE.
Homenkmatypa nmen. Opranmzamus — paboTel €
MOCTYMAIOIUMHU JTOKYMEHTaMH: perucrparnms,
paccMOTpeHHe pyKOBOICTBOM, HcoiiHeHne. OTnpaBka
UCXOIAIIMX JTOKyMEHTOB. llepemada JOKYMEHTOB
BHYTpH opraHu3amuu. TpeGoBanus K 0(OpMIEHHUIO
JIeTl ¥ XpPaHEHUO JIOKyMEHTOB.

20

16

Paznen 4. HJIaHHPOBaHHe U OpraHm3anms a€J0BbIX
KOHTAKTOB

12

28

Tema 4.1 [lenoBas KymbTypa B TNpodecCHOHATBHON
chepe. Ilomstme nemoBas KymbTypa. JlemoBas
KyJIbTypa Kak KOMIUIEKC OTHOILIEHHUH dYeloBeKa K
mpoueccy tpynaa. KiroueBble KOMIIOHEHTHI [1€J0BOI
KynbTypbl. DOpMHpOBaHHE MO3UTHBHOIO [EIOBOTO
UMUK OpraHU3alMH. 3HAYCHHE ACNIOBOW KYJIBTYPHI
B OpraHM3allul  CEKPETapCKOrO  OOCITYKHBAHHAL.
[ToHsiTHE KOPHIIOPATUBHASL KYJIBTYpa.

Tema 4.2 Paborta cekperaps mo O0e310KyMEHTHOMY
oO0cnyxuBanuio. Pabora cekperaps B NPUEMHOU.
Opranuzanus mpuemMa  TOCETUTENEH. IIpuem
COTPYOHHKOB 10 TEKYIIMM BOIpOCaM, MNpPHEM IO
JUYHBIM  BOINpOCaM, MpHEM  MOCEeTUTEeNed U3
CTOPOHHUX OpraHu3alui, IPUEeM KOMAaHIUPOBAHHBIX,
npueM neneranuii. Opranu3anysi J1eI0BbIX KOHTAKTOB

10




(nmanupoBaHue, COTJIACOBAHMUE, MIOATOTOBKA
noMerieHus u 1p.) Hopmatusel ciry:keOHOTO pedeBOTro
JTHKETa 10 TMPEABAapUTEILHON OpraHu3allMh H
perinaMeHTy TpoBeNeHUs BCTped. ITpeboBaHUA K
rmapaMeTpaM W TEKCTy  BH3WUTHOM  KAapTOYKH.
Opranmzanuss ©W  [POBEACHHE  NPOTOKOJBHBIX
MEPOTIPHUSITHI.

Tema 4.3 CoBemanus, OIEpaTUBHBIE COBEIIAHUS, 4 10
MEPeroBophl, Mpecc  -KOH(EpEeHIHs, HHTEPBBIO,
JICTIOBBIE TIPUEMBL. 3HAYCHIE MPOTOKOJIHHBIX JAEHCTBHNA
B OpraHM3alid pabdOYMX BCTpEY, OQHUIMATBHBIX M
HEO(PUITMALHBIX ~ BU3UTOB, IPUEMOB JICJCTaIlUH.
HenoBple OpueMbl. YTOILIECHHE TOCETUTEIEH B
kabuHere  pykoBomutens.  CepBuUpOBKa  CTOJIA.
Oypmrer. IBenckuit cron. KokrelnsHbIN cToN. busHC
-mand. [logroToBKa KOMaHAMPOBOK H  JIEJIOBBIX
MMOE3/I0OK PYKOBOAWTENS © APYTUX COTPYIHUKOB

OpraHH3alNy. Opranu3zaoHHOe obecrieyeHue
KOMaHAMpPOBOK. KoMaHIUpOBOYHBIE YHIOCTOBEpPEHUSI.
Kypnan perucrpanuu KOMAaHIMPOBOYHBIX

yaoctoBepeHuil. Cxema MOArOTOBKM KOMaHIUPOBKH.
KopriopaTuBHBIE CTaHIApTHI TENEPOHHOTO OOIICHHUS.
CnyxebHass wuepapxusi B Tele(OHHOM pasroBope.
Cekpetsl ycriexa Tele(OHHBIX MEPEroBOpOB. TeMOp
rojxoca, WHTOHAUWHW, JWKOHA. TpeboBaHusS K
npaBwibHOW pedn. [IpaBuna m Tpadapersl ydTHBON
Oecenpl. Bxoasmuye n ucxoasmme 3BoHKH. Havano u
3aBepIIeHHe TeJIe(POHHOTO pa3roBopa

YueOHas npakTuka 4 24

Hrorosas pabora 8 8

WTOroBeIi KOHTPOJIL M OLCHKA pPeE3yJbTaTOB OCBOCHUSA IIPOTrPAMMBI

MPOXOJIUT B GopMe IK3aMeHa.



KOHTPOJIb 1 OHEHKA PE3YJIBTATOB OCBOEHUA

Pe3yabTaThl

OcHOBHbBIE MOKA3aTEJH OLIEeHKH
pe3yJjbTaTa

Koopnuauposars paboty  oduca (mpuémuoit
PYKOBOAMTENS), OpPraHU30BBIBATE  NPHUEM
[TOCETUTENEH

Ka4ecTBO BBITTOJTHCHHS TEXHUYECKUX
GyHKIIUH cekperaps 1O OOECIECYCHHI0 H
o0CIyXMBaHHIO  pabOTBl  PYKOBOJIUTEIS
OpraHu3aINH, TIOJIpa3ICIICHHS;
WCIOJIb30BaHNE OPTAaHU3ALMOHHOW TEXHUKU U
CETEBBIX  PECYpPCOB Ui  OOECIeUCHHS
mpo(ecCHOHANBHON NIEATETBHOCTH; YMEHHUE
OpTraHU30BBIBATh pab0OdYee MECTO CeKpeTaps H
pykoBomuTens ¢ y4€roM  TpeOOBaHWi
0€30MaCHOCTH U SPTOHOMHKH

OcymecTBisATh TeneGoHHOE O00CTYyKUBAHHE,
NpUHUMATh ¥ TepeaBaTh (PaKCHMUIBHBIC
cooOuieHus

OIICHKa HAaBBIKOB BEIEHHUS TeNe(POHHOTO
oOciyxuBaHus, TpuéMa H  Tepemayn
nHpopManuu 1o Qaxcy

OcymiecTiATh pabOTy MO TMOATOTOBKE U

OIICHKAa HaBBIKOB IMOATOTOBKH W IIPOBCIACHUA

MIPOBEICHUIO COBEIIAHUM, 3acejaHui, | JEJOBBIX  MEpPONPHUATHH,  OOCITYKMBaHUS
JIETIOBBIX BCTpEY, NIPUEMOB M MPE3EHTALNI COBEIIAHMI U 3aceAaHU PYKOBOIUTEIS
OcymecTBiATh MIOATOTOBKY JIEJIOBBIX | OCYIIIECTBICHUE MTOATOTOBKH JIETOBBIX

Moe3A0K (KOMaHIUPOBOK)PYKOBOOUTENS H
JPYTUX COTPYIHHUKOB OpraHU3aliu

Moe3N0K (KOMaHIWPOBOK) PYKOBOJIUTENS H
JPYTUX COTPYAHUKOB OpTaHU3ALUU

Opranu3oBbiBaTh pabouee MECTO CeKpeTapsi U
PYKOBOIUTEIS

OIICHKa YMEHHWIl OpraHM30BBIBaTH pabouee
MECTO CeKpeTaps U PYKOBOAMTENS C YIETOM
TpeboBaHuil 0€30MACHOCTH M 3PTOHOMUKH




4. MATEPUAJIBHO-TEXHUYECKOE N METOANYECKOE
OBECIIEYEHUME NTPOTI'PAMMBI

JUis mpoBeleHHUS TPAKTUYECKUX 3aHATHA B ayAUTOPUHU, HCIIOJIb3YETCS
KOMITBPIOTEPHBIA KJacc, O0OPYNOBaHHBI KOMIMBIOTEPAMH, MYJIbTUMEIUHHBIMH
cpencTBaMu 00ydeHus (IPOEKTOp, IKpaH) U OPUCHON TEXHHUKOI: PUHTEP, CKAaHEP
u (¢akc, KONMUPOBaJbHBbIC amnmaparbl, W TeperyieTHas MalluHa, CKaHepbl H
OpoITIOpPaTOPHI.

Jus  oOecneuenust 3¢p¢GEeKTUBHOIO 00pa3oBaTeNbHOTO  Ipolecca ¢
NPUMEHEHUEM  JIUCTAHIIMOHHBIX  TEXHOJOTMH  ClymareiasiM  HeoOXO0IuMO
ClIeyIOIIee MaTepualbHO-TEXHUYECKOe 00eCTieueHUe: NePCOHATBHBIA KOMIBIOTED
C BBIXOJIOM B HH(POPMAIMOHHO-KOMMYHUKAIIMOHHYIO ceTb «lMHTepHeT,
rapautypa (HaylmIiHUKH) © TporpaMMHOEe oOecriedeHue (makeT oQuCHBIX
MIPUWIOKEHUM, BeO-Opay3ep).

JUis yCHemHoOro OCBOEHHUS JUCTAHLUMOHHBIX YYE€OHBIX MOIyJeld OT
oOy4aromuxcsi TpedyeTcsi HaBbIK UCIIOJIb30BAHUS MIEPCOHATIBHOTO KOMITBIOTEpA Ha
YpOBHE TIOJIb30BATENsl — OCHOBHBIE NpPUEMBI PabOThl € TeKCcToM, (aitmamu u
nankamMd B npuwiokeHusx — Windows, pabora B uHGOPMAIIMOHHO-
TEJIEKOMMYHUKAIIMOHHON ceTtu «MHTepHeT» (B TOM YHCIE HCHOJIb30BaHUE
CEPBUCOB AJIEKTPOHHOM MOYTHI).

B kauecTBe METOAMYECKOTO COMPOBOXKIEHHUS TpearaeTcs ydeOHo-
METOAUYECKAN MaTepUas, BKIIOYAOIIUN: JJIEKTPOHHBIA KOHCIIEKT JIEKIUH,
AJIEKTPOHHBIE YUY€OHUKH, MPAKTUUYECKUE 3aJaHMsl, METOAUYECKHE PEKOMEHIAINH
MO0  BBIIOJHEHUIO  MPAKTHYECKUX  3aJaHui, BONPOCHI K  UTOTOBOM

KBaJIM(PHUKAITMOHHOM paboTe.
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