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I. IlosicHUTEALHAA 3aIIMCKA

1.1. Heas u 32024y JUCHUILTHHBI (MOTYJIA)

Llenb AMCUMIUIMHBL — W3YyYHTh OCHOBHBIC HANPaBIICHUS OPraHU3aLMOHHON W HMH(POPMAIIMOHHON

pa6OTBI, OC}’H.[CCTBJ'IHCMOﬁ CCKPCTApeM 1A obecrieueHus ACATCIIBHOCTHU PYKOBOAUTCIIA, 4 TAKIKC BBIABUTH

HanOoJsee 3PEKTUBHBIE METOIBI ATOH PAOOTHI.

3aaun JUCIUTIIIMHBI COCTOSIT B CJICYIOIIEM:

- YCTAHOBJICHUC POJIM CCKPLETAps B obecreueHUN ACATCIIBHOCTHU PYKOBOAUTCIIA;

- OTCJIC’)KMBAHHUEC (bOpMI/IPOBaHI/IH HpO(l)eCCI/II/I CCKPCTAaps U ONPCACIICHUA MECTA PA3JINYHBIX KaTeFOpI/If/’I

CeKpeTapeil B COBpEMEHHBIX CTPYKTYpax yIpaBJIeHHS;

- OMMpPEACIICHUC OCHOBHBIX Tpe60BaHI/If/’I, MIpCABbABIACMBIX K CCKPETAPAM U OPraHU3aluu UxX pa60TBI;

- OIMMCAHUEC OCHOBHBIX HaHpaBJ'IeHI/Iﬁ pa60TBI CCKpCTaps 1o 00€eCIeYeHUIO ACATCIIBHOCTH PYKOBOAUTCIIA]

- OCBEIICHUE BOMPOCOB IPaAMOTHOT'O TIOCTPOCHUSI OpraHU3AIIMOHHO-UHPOPMAITMOHHO paboThI;

- (l)OpMI/IpOBaHI/IC OCHOBHBIX HpO(l)eCCI/IOHaIIBHBIX HaBBIKOB.

1.2. ®opmupyeMble KOMIETEHIHMH, COOTHECeHHble C INUIAHHPYEMBbIMH pe3yJbTaTaMu

00y4YeHus1 10 TUCHMILINHE (MOIYJII0):

Koabt Conep:xxanue Ilepeuennb IVIAHUPYEMBIX  Pe3yJibTAaTOB
KOMIIeTEeHUMd | KOMIIeTeH il 00y4eHMsI M0 TUCIUIJINHE
OK-4 Cnoco6HOCTh 3HaTh:
HUCIIOJIB30BAaTh OCHOBBI | OTpacCiu mpaBa, UCTOPUIO UX (l)OpMI/IpOBaHI/I}I u
MpaBOBBIX ~3HaHMil B | PasBuTHA B Poccu.
Pa3IMYHBIX cepax Ymers:
JEATETBHOCTH HUCIIOJIB30BAaTh 3HAHUA B 06J'Ia€TH ImpaBa U IPaBOBBIC
pecypcehl B IpodecCHOHAIbHOM ACSTEILHOCTH.
Bnanerts:
HaBbIKaMMU IIOHMCKAa HW HUCIIOJIb30BaHUSA HpaBOBOﬁ
nHpopMaIu TSt peueHus 3a/1aq
po(heCCHOHAIBHOMN IESTEIbHOCTH.
OK-5 CnocoOHOCTB K 3HaTh:
KOMMYHHKALIMU B yCTHOH | rpaMMaTtuydeckue u opdorpaduyeckre OCHOBBI
1 IMCbMEHHOM (hopMax PYCCKOTO ¥ HTHOCTPAHHOTO SI3BIKOB.
Ha PYCCKOM U YMeTs:
HWHOCTPAHHOM A3bIKaX JJIL HUCIIOJIB30BaTh pyCCKI/Iﬁ u I/IHOCTpaHHHﬁ SA3BIKH OJIs1
pelieHus 3a1a4 peanu3aiuu 3a1a4 npodecCHoHaATbHON
MEXJINYHOCTHOI'O U ACATCIBbHOCTU.
MEXKKYJIBTYPHOIO Brnaners:
BBaI/IMOZ[Cf/’ICTBI/IH HaBBbIKaMH YCTHOﬁ U MUCHbMEHHON KOMMYHUKAIU
Ha PYCCKOM M MHOCTPAHHOM SI3bIKaX Ha MPAKTHUKE.
TIK-35 3Hanue TpeOOBaHUS K 3HaTh:
opraHusanuu -OCHOBHBIC (byHKLII/II/I CCKpPCTap;
CEKpPEeTapCKOro -mpaBuia, TeJIe()OHHBIX IEPEroBOPOB, BEIACHHS
00CITy)KHBaHUS nprveMa TOCETUTENEH, MOATOTOBKM KOMaHAMPOBOK
PYKOBOAUTECIIA U [AP.




-IIOPSTIOK HOJrOTOBKHU u [IPOBEICHUS
KOH(EPEHTHBIX MEpONpUATHI (coBemanui,
3aceaHuii, KOHPEPEHIUH 1 ap.)

Ymers:

-obecnieunBaTh pabOTy IPHUEMHONU PYKOBOTUTEIS;
-IUIAaHUPOBATH pabodee BpeMsi pYKOBOJAHUTEIIS;
-OpraHU30BBIBATH nepegavdy pacrnopspKeHu i
PYKOBOAMTEIS TI0 YPOBHSM YTIPABICHUS;

-BECTH  KOHTPOJIb 32 CpPOKaMH  HCIIOJIHEHUS
MOpYYEHUHN PYKOBOAHUTEIIS;

Buianers:

-HaBBIKaMU OpraHu3anuu YIpaBICHUIESCKUX
MPOIIECCOB;

-ITaHUPOBaHMS pabovero BpeMeHu;

-paboTHI C JOKYMEHTAITHCH.

1.3.

JUCIUITIINH y‘IGGHOI‘O I1J1aHa.

chopMUpOBaHHBIE B XOJAC H3YYCHHS
«/loKkymMeHTOBEIEHUE »,

YIIPABJICHUSA»,

MecTo nucHUNIHHBI (MOIYJIfAA) B CTPYKTYPe OCHOBHOM 00pa30BaTe/ibHOI NMPOrpaMMbl

JucturumHa (Moaynb) «CekpeTapckoe /1ei10» OTHOCHUTCS K BapUaTUBHOW yacTu OJOKa

JIst OCBOCHMSI JUCHUILIMHBI (MOIYJsl) HEOOXOAMMBI 3HAHWSA, YMEHUS W BIIAJCHUA,

TpaXxaaH».

CICAYIOINUX AUCHUIINIMH MW IPOXOXKACHHUA IIPAaKTUK:
«OpraHmaumI U TCXHOJOrUd HJOKYMCHTAIlMOHHOI'O obecrneucHUs

«KanmpoBoe nemonpousBoACTBO», «TeXHONOTHS pabOThHl C OOpalIeHUSMHU

B pesynbrare ocCBOGHMSI NUCHUIUIMHBI (MOAyJsi) (OPMUPYIOTCS 3HAHUS, YMEHUSA H

BJIaaACHUA, HCOGXOI[I/IMBIG AJid U3Y4YCHHUA CICAYIOIUX AUCHUILUIMH U MPOXOKACHHUA MNPAKTHK!

«MHpopMannoHHOE 0OecrieueHre yIpaBIeHUs ».

2. CTpyKTypa IMCHUILTHHBI (MOTYJINA)

Cmpykmypa oucyuniaunvt (MoOyns) 01a 04HOU hopMbl 00yUeHUs

(2017 2. nabopa)

Obwas mpyooemrocms oucyuniunvl cocmaegisgem __5_ 3. e., _180__ u., 6 mom uucne
KOHmakmuas paboma odyuarowuxcs c npenooagamenem_70__ u., camocmosmenvbHas
paboma obyuarowuxcsi_92__ u., konmpois camocmosmenshot pabomel 18 u.
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cmpykmypax 1abopamopHoll
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P 4 IIposepka
pabomul cekpemapsi .
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Pazoen 4. 4 10 12 Onpoc
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PYKOBOOUmEIS.
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Icuxonoeus Jloknaowi
0bweHus: cekpemapsl.
llenosoti smuxem.
16 IIposepka
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pabomuwl
UTOTO: 22 48 92

Cmpykmypa oucyuniaunvl (MoOyns) 0na 04HOU hopMbl 00yUeHus

(2018 200 nabopa)




Obwas mpyooemkocms OUCYunIuHbl cocmagnsem __4_ 3. e, _144__
KOHMaxkmuas paboma ooOyuarowuxcs ¢ npenooagamenem_56__ 4., CaAMOCMOAMENbHAL
paboma obyuarowuxcs _70__ 4., KoHmpoab camocmosamensvhol pabomoi- 18 u.

u.,
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KOHMPONbHOU
pabomuwl

HUTOTO:

18

38 70

3. Coaep:xanue TUCHUIJIMHBI (MOYJIs1)

HaumenoBanme pa3jaena
JTACHHUILTHHBI

Conepxanue

Pa3zgen 1. Beegenue

enu u 3amaun kypca. IcToOuHMKH 1 IUTEpaTypa.
AKTyaJlbHOCTb Kypca B CBE€TE€ COBPEMEHHOIO
COCTOSIHMSI pbIHKa TpyAa. Mecrto Kypca B
npodeccroHanbHOI MOATOTOBKE CTYJICHTA.
Tepmunosiornyeckuii anmapar. CBsi3b Kypca coO
CMECXHBIMHU JUCHUITIIIMHAMU n KypCaMu:
JOKYMEHTOBE/ICHHE; OpraHu3alusl MU TEXHOJOTHUS
AOKYMCHTAIIMOHHOT O O6€CH€‘IGHI/IH YIpaBJICHUA,
KOMITbIOTEPHBIE TEXHOJIOTUH; MICUXOJIOTHS JEI0BOTO
oOrmieHwsl, 1e10BOM ATUKeT. OCHOBHBIC HCTOUHUKH U
nuteparypa. [lepuonnueckue n3znanus.

CJIYKOBbI

Pa3nen 2. UcTopusi cekperapckoi

3apoxaeHue cekperapckoil ciyx0sl B Poccum.
Cnyxunble JIOOM B TpUKa3aX, KOJUJIETHSX.
I'enepanbHblil pernameHT 1722 r. Kak  INEpBBIH
HOPMATUBHBIA  JTOKYMEHT, PErIaMEHTUPYIOIIHI
paboty  cekperapeir. Mcropust  cexperapckoit
cyx0bl  popeBomonnoHHON Poccuu. Oco3HaHue
3HaYUMOCTH  MpPO(ECCHOHATBHOW  MOJATOTOBKH
cekperapeil.  OtkpeiTHe 1O  Bceil  Poccuu
CEKPETAPCKUX KYpCOB, n3JlaHue
CHEIHATM3UPOBAHHBIX  KypHAJIOB. Ponb
CEKpeTapeil B COBETCKMX YYpexIeHusx XX Beka.
Brenenne KaTEeropuiiHOCTH CEKpPETapCKUX
00s13aHHOCTEH. VYpaBHuBaHUE CeKpeTaper ¢
KaHLIEISPCKO-TEXHUYECKUMU paboTHUKAMHU.
[TocranoBnenuss CHK CCCP 1925 u 1932 rr.
[Tonvem 3HaYUMOCTHU CEKPETapCKOro
obciyxuBanus B 90-x rogax XX Beka B KOHTEKCTE
pa3BUTUS  YacTHBIX  (GOpM  COOCTBEHHOCTH.
CoBpeMEHHOE COCTOSIHME CEeKpeTapcKoil paboThl B
YCIIOBUSAX  WHTCHCHU(PHUKAIUU  yIPaBICHUECKUX
MPOIIECCOB, PACIIMPEHUs] MACIITA00B ACATEIbHOCTH
rOCyJIapCTBEHHBIX U KOMMEPUYECKUX CTPYKTYP.

Pa3zgen 3. PoJb u MecToO
ceKpeTapsl B COBPeMEHHbIX
CTPYKTYpax ynpaBJieHUsI

Kareropun cekperapeii. Cekperapb B CTPYKTYype
ciyx0b1 JIOY, B animapaTte pyKOBOJUTENS, B COCTAaBE
CTPYKTYPHOTO NOApAa3ACIICHHUS.
KBanudukaoHHble XapaKTEPUCTHUKU CEKpETapei.
DYHKIIUU 1 JODKHOCTHBIC 00sI3aHHOCTH CEKpeTapeit




B 3aBHCHUMOCTH OT KaT€TOPHUHU CEKPETapCKOro
o0CITy>)KUBaHUSI. Cucrema CITYKEOHBIX
B3aMMOOTHOIICHNH, BO3HUKAIONIMX B IpoLEcce
BBITIOJTHEHUSI CEKPETapeM BO3JIOKEHHBIX Ha HEro
¢bynkuuid.  TpebGoBaHuS  TMpenbsBISEMBbIE K
cekpeTrapsM: K o0pazoBaHHIO, MPodhecCHOHATBLHBIM
3HAHUSM, TEXHUYECKHM YMEHUSIM ¥ HaBBIKaM.
XapakTepucTUKa JeJOBbIX U JIMYHBIX KadyecTB
cekperaps. HaBbIKM 1O TICHXOJOTMM OOIIEHHMS.
CamoaxkTtyanuzanus cekperaps. Oco3HaHue
cekperapeM cebs B mpodeccun. CTpykTypa padboThl
CeKpeTapsl.

Pa3nen 4. Opranusanusi pa6éoTsl
ceKkperaps

[IpaBoBble  OCHOBBI ~ JIEATENBHOCTH  CEKpeTaps

(3aKOHO,Z[aT€JIBHO—HpaBOBa}I nu HOpMaTI/IBHO-
MeToaudeckass 0a3a): KOIEKCHI; benepabHbIC
3aKOHBI;  CTaHAAPTBI; HWHCTPYKLUMH; IIPaBUIIA;
ITOJI0KEH NS, HOPMAaTUBHBIC JIOKYMEHTHI,

coJepKallle HOPMBI BpeMEeHHM.  PerynmpoBanue
TPYIOBBIX B3aUMOOTHOLIEHHH paboTomaTtens U
CeKpeTapsl.

JIOIKHOCTHAasT ~ WMHCTPYKLHUS — CEeKperaps,  Kak
OCHOBHOM OpraHU3allMOHHO-IIPABOBOM JOKYMEHT:
MIPaKTUYECKOE 3HAYCHHE JOJIKHOCTHOM
MHCTPYKLUH, METOJMKA COCTaBJIEHUs, CTPYKTYpa,
coctaB  MHQOpMAIMK, CIyd4aud W  TOPSIOK
nepecMoTpa, ohopMIIeHHUE.

Opranu3zanus pabodero Mecta cekperapsi:
[IpuemHass kak paboyee MeCTO  CEKpeTaps.
30HUpPOBAaHUE MIPUEMHOM. Ocobennoctu
OpraHMu3aLu 30H IIPUEMHOM: UHTEPBED,
OCBEILEHUE, 03€JICHEHHE, OCHAILEHUE OPITEeXHUKON
U CcIpaBOYHBIMH MaTepuanamu. OOopynoBaHue
paboueii 30HbI cekperaps. Crienuduka opraHu3anuu
IIPUEMHON  pYKOBOJUTENSA,  BEAYIIET0  IPUEM
MIOCETUTENEH M0 JINYHBIM BOIPOCAM.

VYcnoBust TpyAa: CTaHAApThl 0€30MacHOCTH TPYAA,
CaHWTapHbIe MpaBuia. XapaKTEPUCTHUKU OCHOBHBIX
(akTOpOB, COCTABIISAIOUINX ONTHUMAJIbHBIC YCIOBUS
Tpyna cekperaps (CaHUTapHO-TUTMEHUYECKUE -
OCBEILLEHHOCTb, IIyM, BJIAXHOCTb, TEMIEpATypa H
np.;  NCUXO(pU3UOJIIOTUYECKUE;  ICTETHUYECKHUE).
be3zonacHocTh Tpyna npu paboTe 3a KOMIBIOTEPOM.
Opranuzanus paboyero BpeMEHH  CEKpeTaps:
pasrpy3ka pyKOBOIMTENS KaK OCHOBHas (DyHKITHS
CeKpeTapsi, IMOMOLIb B IUIAHMPOBAaHUM paboOUero
BPEMEHM PYKOBOIUTENS (IOJITOCPOUHOE, TEKYILEE),
MOPANOK 3alMUCH  IJIAHUPYEMBIX  MEPOIPHUSTHIA,
opraHuzamyst ~ paboyero  JHA  PYKOBOJMTEIS,
METOJIMKA COCTaBJICHHE CEKpeTapeM IUIaHa CBOETO
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pabodero mHs, SKETHEBHUK U €KECHEINEIBHUK Kak
WHCTPYMEHTHI IUIAHUPOBAaHUSI pab0Yero BpeMeHHU.

Pa3znea S. OpranuzanuoHHo-
aMUHUCTPATHBHAasI
AeSITeJIbHOCTh CeKpeTaps

Opranmzanus npuema nocerurened. Mertonuka
npueMa  pas3jinuHbIX  KaTEropuil  IMOCETUTEIICH:
COTPYJHHUKOB 1o CITy>KE€OHBIM BOIIpOCaM,
COTPYZHUKOB IO JIMYHBIM BOMNPOCAaM, CTOPOHHHX
IIOCETUTENEHU o IIpeABapUTEIILHON
JOTOBOPEHHOCTH U 0€3 Hee, MpHeM Jeserarui.
IIpropHUTETHOCTE B IMIPEICTABICHUU II0CETUTEICH
pykoBonutento. IlpaBuna mnepeHoca WM OTMEHBI
npuema. [loBeneHue cekperaps C OXHIAIOLIUM
MIOCETUTEIIEM.

Opranuzanus npueMa rpaxxiad. 3allich Ha MPHUEM,
rpaduKyd  IpueMa, perucTpanus IMOCETUTENEH,
JOKYMEHTUpOBaHHE IpHeMa, HH()OpMUPOBAHHE
rpakJaH.

Opranuzanusi TeneOHHBIX IEPEroBOpoB. Bumibl
Tene(OHHBIX IeperoBopoB. I[IpaBmiia NmOArOTOBKH
«ACXOIAUIMX» TIeperoBopoB. IlpaBuna BeneHus
«BXOJAIIUX» TeperoBopoB. Cucremaruzauus Hu
pacnpezeneHue 3BOHKOB, aIpECOBAHHBIX
pykoBopuTento.  Mcronb3oBaHue — Tesne()OHHOTO
Onmanka Juia cekpetaps. Tenedonorpamma. [IpaBuna
teneponHoro  obmeHus.  Cnermuduka  CBSI3U
aboHeHTOB  pa3Horo  craryca. OOecnedyeHue
KOH(PHUACHITMATHHOCTH TeJIe(OHHBIX MTEPETOBOPOB.

- IloaroroBka AENOBBIX BCTPEY U IIEPETOBOPOB.
Otanbl NOJArOTOBKM BCTPEUHU: ONPEAEICHHUE MECTa,

BpEMEHU BCTpEYH, cocTaBa YYaCTHUKOB,
OIIOBEIIECHHE YYaCTHUKOB, MMOATOTOBKA
HEOOXOIMMBIX MaTepHaioB. ITomornn

PYKOBOJMTEIIO BO BPEMsI TIPOBEICHUSI TIEPETOBOPOB.
- IlogroroBka M NPOBEIECHUE COBEILIAHUM
(3acemanuil) KOJUIETHAIbHBIX  OpPraHoB.  TwHmbI
COBCIIaHMI. DOTambl IOATOTOBKHA  COBCIIAHMS:
noixydyeHue  uWHPOpMAMU  OT  PYKOBOJIUTENS
OTHOCHTEIHLHO OpraHU3aIlMOHHBIX BOIIPOCOB
MIPOBEACHUS COBCILIAHMS; COCTaBJICHHEC
MpEeABAPUTEIILHBIX CMET PACXO0J/IOB, MOBECTKH JHA,
CIIUCKA YYaCTHUKOB, TMpOBEJACHUE PabOThI IO
YTOUHEHHUIO CIUCKAa M OIMOBEUICHUIO YYaCTHHUKOB,
pacchuika MIPUTJIAIEHUH, MIPOBE/ICHHE
OpraHU3alMOHHBIX MEpOTIPUSTHI (3aka3
TOCTHHHMIIBI, TpPaHCIIOpTa, OWIIETOB, oOecreyYeHue
KYJIbTYPHO-MAaCCOBBIX ~ MEpPOINPUSATHA U Tp.);
BOCTpPEOOBAaHHME TMPOCKTOB PEUICHUN; MOATOTOBKA

HEOOXOAUMBIX MaTepUasos; KOHTPOJIb 3a
OCHALICHUEM MECTa MPOBEACHUS COBEIIAHHUS.
OyHKIMH ceKpeTaps 1o 00CITy’)KUBaHUIO

coBellannii. Benenue nporokosna.
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[ToaroroBka KOMaHAUPOBOK. BHIIbI KOMaHIUPOBOK
PYKOBOJUTEISI. DTanbl MOATOTOBKM KOMaHIUPOBKHU:
coop wuH(pOpMAMM OTHOCUTEIHHO IUIAHUPYEMOU
KOMaHJMPOBKHU, CO3/JaHUE IUIaHA KOMaHIWPOBKH,

MOATOTOBKA HEO0OXOTUMBIX PYKOBOJIUTEIIO
JOKYMEHTOB M MaTepuaioB, 3aka3 OWJIETOB,
TOCTUHMUIIBL. JlokymeHTanbHOe odopmiieHue

KOMaHJIUPOBKU. MHCTpyKIMs Uisi CeKkperaps Ha
BpEMSI OTCYTCTBHUSI PYKOBOJUTEIS: CIIOCO0 U BpeMsI
CBSI3U C PYKOBOJMTEJEM, MOANUCAHUE JOKYMEHTOB
3aMeIIaONIIMH JIUIIAMH. [Ipuem
KOMaHJIMPOBAHHBIX COTPYTHUKOB.

Opranuzanus U NPOBEACHUS MPUEMOB, ITHUKETHHIE
MUChbMa, TMOJAPKH, npaBuiaa oQOpMIICHUS |
WCIOJIb30BaHUSI BHU3UTHBIX KapTouek. JlemoBoit
JTHKET.

6 | Pa3zgen 6. PaGora cexperapsi no
HH(OPMAUOHHOMY
00CJIyKUBAHUIO PYKOBOTUTEJS

PaGora cekperaps mo cOopy U aHaIHM3y
nHpopManuu. Hcrounukn, criocoObl IIOMCKa,
MeToauka cbopa u  00paboTKM HH(OPMAIHH.
CnocoObl  mpescTaBiieHHsT HWHGOPMAIMH:  KOTTHH
JOKYMEHTOB, BBIITUCKU, AQHHOTAIUH, pedeparsl,
0030ps1. [ToaroroBka BEICTYIUICHHH PYKOBOIUTEIS.
Opranmszanus cBsized ¢ OOIIECTBEHHOCTHIO.
CpenctBa pacnpocTpaHeHuss WH(OOpPMALUKU BHYTPU
opranusamuu.  Pabora co CMMU, mnaptHepamu,
KJIMEHTaMH, KOHKYPEHTaMH.

OyHKIMHA cekperaps o 00ecTeYeHnIo
oe3onacHocT uHpopManuu. Paborta cekperaps c
KoHuaeHManbHOiH HHpOopManueil. OmnpeneneHue
KOH(pHUACHITMATBHOW HHGOPMAITUU U KOMMEPUYECKON
Taiinpl. Kareropuu CcBeNEHUN, OTHECEHHBIX K
KoMMepueckor TaiHe. CrnocoObl TpeicTaBICHUS
caHKIMoHHpoBaHHOW  wmHopMmaruu.  CrnocoOs
3aIuThl HHOOPMAITUH.

7 Pasznen 7. Ilcuxosiorust o0Imenus
ceKperaps

Cekperapb u PYKOBOJUTEIb. ToukocTu
B3aMMOOTHOUICHUS TOJIOB. YUYeT TMCHUXOJIOTHMYECKUX
0CcOOEHHOCTEH PYKOBOIUTEIIS.

Koudmukraeie curyanuu. [Ipuunnel, ctaauu, mytu
BBIXOJIA. YMeHue yhpaBisTh OMOIUSMU U
YyBCTBAMH.

[Icuxonornyeckue MIPUEMBI BIIUSTHUS Ha
cobecennuka. HeBepOanbHBIE CpeACTBa B JIEJIOBOM
OOIICHHH.

B3anmootHomenus ¢ komeramu. Kak wuzbexaTh
MaHumynsanuii Ha pabore. Ponbp  cekperaps B
dbopMUpOBaHUHM  OJArONMPHUATHOTO  KiIUMara B
KOJIJIEKTHBE.

4. Oopa3oBaTe/ibHbIE TEXHOJIOTHH
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OoOpa3oBare/ibHbIE TEXHOJIOTUH

Ne Buowt yueonoi
Haumenosanue pazoena Obpa3zosamenvhble mexnonozuu
n/n paoomul
1 2 3 4
1. |Pa3zoen 1. Beeoenue. Jexyus 1. IIpobnemnasn nexyus
J[uckyccus
Camocmosmenvnas
paboma Iloozomoeka k 3ansamuro ¢
UCNONb308AHUEM UHPOPMAYUOHHBIX U
9IEKMPOHHBIX PECYPCO8
2. |Pazoen 2. Ucmopus Jlexyus 2 IIpobremnas nexyus
CeKpemapcKotl CyHcovl
/[ucxyccus
CamocmosimenvHhas
paboma Iloozomoeka k 3anamuro ¢
UCNONb308AHUEM UHPOPMAYUOHHBIX U
9NIEKMPOHHBIX PECYPCO8
3. |Pazoen 3. Ponv u mecmo  |Jlexyus 3 IIpobremnas nexyus
cexpemaps 6 CO8PEMeHHbIX
CMPYKMYpax ynpaeieHus uckyccus
Camocmosimenvnas
paboma Iloozomoeka k 3ansamuro ¢
UCNONb308AHUEM UHPOPMAYUOHHBIX U
9IEKMPOHHBIX PECYPCO8
4 |Pazoen 4. Opeanusayus  |/lexyusn 4 IIpobremnas nexyus
pabomul cekpemapsi
Ipaxmuueckoe Juckyccust
sanamue 1
Iloozomoeka k 3ansamuro ¢
Camocmosmensuas |UCNOIb308aHUEM UHDOPMAYUOHHBIX U
NEKMPOHHBIX PECYPCO8
paboma
Iloozomoska k KOoHmMpoabHOU pabome
5 |Pa3zoen 5. Jlexyus 5 IIpobnemnasn nexyus
Opeanuzayuonuo-
AOMUHUCMPAMUBHASL lpaxmuueckoe Juckyccus
0esamenbHOCmyb cekpemaps |sanamue 2
Iloozomoeka k 3anamuro ¢
Camocmosmensnas |UCNOIb3068aHUEM UHGDOPMAYUOHHBIX U
IIEKMPOHHBIX PECYPCO8
paboma
6 |Pazoen 6. Paboma Jlexyus 6 IIpobremnas nexyus
cexpemapsi no
ungopmayuonHomy lpaxmuuecroe uckyccus

00CIYAHCUBAHUIO
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pyKogooumens 3ausmue 3 Iloozomoska x 3auamuio ¢
UCNONb308AHUEM UHPOPMAYUOHHBIX U
Camocmosmenvnas |s1ekmpoHHbIX pecypcos
paboma
Iloozomoska k KoHmpoabHOU pabome
7 |Paszoen 7. Ilcuxonozus Jlexyusn 7 IIpobremnas nexyus
00wWeHus cekpemapsi
J[uckyccus
Camocmosmenvhas |[Jodzomoeka K 3aHAMUIO C
padoma UCNONb308AHUEM UHPOPMAYUOHHBIX U
INEKMPOHHBIX PECYPCo8
Tloozomoeka Kk dK3ameHy

S. OneHkKa IAHUPYEMBIX pPe3yJIbTATOB 00y4eHus!

5.1. CucreMa oleHUBAHUSA

®opmMa KOHTPOJIS Makc. K0J1M4ecTBO 0aJJI0B
3a oany Bcero
pabdoty
Tekymuii KOHTPOJIb:
- onpoc u yuacmue 8 OUCKYCcuu Ha cemunape (memwvl |5 6annos 35 6annos
1-7)
- KOHMPOILHAS pabOmMa HA CEMUHAPCKOM UL 10 6annos 10 6annos
npakmudeckom 3anamuu (memvi 3-4)
- KOHMPONLHASL PAOOMA HA CEMUHAPCKOM UTU 15 6annos 15 6annos
npaxkmuieckom sauamuu (memvt 5-6)
[IpomexyTouHas arrectanus 40 6annos
(nucomenHvIll OMeem Ha 2 eonpoca)
HToro 3a cemecTp (Oucyuniumy) 100 6annos
3a4ém ¢ OYeHKOU

ITony4yeHHBIN COBOKYIHBINA PE3yIbTAaT KOHBEPTUPYETCS B TPAAULMOHHYIO IIKaIy OLICHOK U B
mKany oreHok EBpomneiickoii cucteMbl mepeHoca u HakorieHus kpeautoB (European Credit
Transfer System; nanee — ECTS) B cooTBeTCcTBUM ¢ TaOIHIICH:

100-0ayupHas Tra oHHA e kana
mKana Pa/MIHOHHAs Tk ECTS
95 -100 OTJIUYHO A
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83 -94 3a4TCHO B

68 — 82 XOPOIIIO C

56 — 67 D
YIIOBJICTBOPUTEIIEHO

50 -55 E

20-49 FX
HEY/IOBJICTBOPHUTEILHO HE 3a4YTEHO

0-19 F
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5.2.KpuTepun BbICTABJIEHUS OLIEHKHU MO JUCIUIJIMHE

Baanwl/
HIxanaa
ECTS

Onenka nmo
JTUCIHUILINHE

Kpurepun oneHKH pe3yJibTaTOB 00y4eHus M0
AUCHUILINHE

100-83/
A,B

«OTIANYHO»/

«3a4TEHO
(oTIIMYHO)»/

«3a4YTCHO»

BricraBisiercst o0yyaromemMycs, €Ciii OH ITyOO0KO U
IIPOYHO YCBOUJI TEOPETUYECKUM U MPAKTUYECKUI
MaTepHaj, MOXET ITPOJEMOHCTPUPOBATE 3TO Ha 3aHATHUIX
U B XOJi€ IPOMEKYTOYHOU aTTECTALUH.

OO0yuaromuiicst KICUEPIBIBAIOIIE U JIOTHYECKH CTPOUHO
u3naraet yueOHbIi MaTepua, yMeeT YBSA3bIBaTh TEOPHIO C
MPAKTUKOM, CTIPABIISIETCA C PEIICHUEM 3aad
npodeccroHaTLHON HAIIPABICHHOCTH BHICOKOTO YPOBHS
CJIOKHOCTH, IPAaBUJIIBHO O6OCHOBBIBa€T IIPUHATHIC
pelIeHuUs.

CB0OOIHO OPUEHTUPYETCS B YUeOHOH U
npodeccuoHaBLHOM TUTEpaType.

OreHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYalOmEeMycs C
y4E€TOM PE3yNIbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTEeCTaLlUN.

Komnereniuu, 3akpeni€éHubie 3a AUCUUTUIMHOM,
c(hOpMHUPOBAHEI HA YPOBHE — «BBICOKUI».

82-68/

«XOpOIIO»/

«324TEHO
(xoport110)»/

«3a4YTCHO»

BricraBisiercst o0yyaromemMycs, €Cii OH 3HaeT
TEOPETUYECKUI U IIPAKTUYECKUN MaTepuai, rpaMOTHO U 10
CYILECTBY M3JIaraeT €ro Ha 3aHATUAX U B XOJE
IIPOMEKYTOUYHON aTTECTAlUU, HE JOIIYCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaromuiicst MpaBMUIBHO MPUMEHSET TEOPETHICCKUE
MTOJIOXKEHUS MTPU PEIICHUH TPAKTUYECKUX 3a/1a4
npodeccroHaAbHOM HAMPaBICHHOCTH PA3HOTO YPOBHS
CII0)KHOCTH, BJIaJIeeT HEOOXOAUMBIMH VISl 3TOTO HaBBIKAMHU
A IpUEMaMH.

JIOCTaTOYHO XOPOIIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCHOHATIBLHOM ITepaType.

OrneHka no JUCHUILIMHE BBICTABIISAIOTCS 00ydaromeMycs ¢
YYETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTecTaluu.

Komnerenium, 3akperiéHuble 3a AUCHUIUIMHOM,
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banasl/ Ouenka no Kpurepun ouesnku pe3yjbTaToB 00yueHuUs M0
xana AUCHHUILINHE AUCHUILINHE
ECTS
c(OPMHUPOBAHBI HA YPOBHE — «XOPOIIU».
67-50/ «YIOBIIETBOPH- BricraBisiercs: o0yyaromemycs, €ciii OH 3HaeT Ha 6a30BOM
TEIBHO»/ YPOBHE TEOPETUYECKUN U ITPAKTUYECKUM MaTepUall,
DE JIOTMTYCKAaET OTACNbHbIC OMIMOKH MTPH €T0 U3JI0KEHUHU Ha
(«ATATEHO 3aHATUSAX U B XOJ€ MPOMEXYTOYHOU aTTECTALUH.
(ynoBneTBopH-
TENbHO)»/ OOyuaromuiicst HICTIBITHIBAET OMPEICAEHHBIC 3aTPYIHEHUS
B IPUMEHEHHUH TEOPETUYECKUX MOJI0KEHUN NPU PEILICHUH
(GAATEHO> MPaKTUYECKHX 3a7a4 MpodeccnoHaNbHOM HAlIPaBICHHOCTH
CTaHAAPTHOI'O YPOBHSI CIIOXKHOCTH, BJIaJICET
HEO0OXOTMMBIMHU ISl 5TOTO 0a30BBIMH HABBIKAMU U
NpUEMaMHU.
JIeMOHCTpHpPYET 1OCTaTOYHBIN YPOBEHb 3HAHUS YUEOHOM
JUTEpaTypsl 10 AUCIUIIIMHE.
OrneHka no JUCHUILIMHE BBICTABJISAIOTCS 00ydaromeMycs ¢
Y4ETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTalUu.
Komnerenium, 3akperniéHuble 3a AUCHUIUITMHOMN,
c(OpMUPOBAHBI HA YPOBHE — «JI0CTATOUHBIII».
49-0/ «HEYIOBJIETBOpUTE | BricTaBisercst oOydaromemMycs, eCiu OH He 3HAeT Ha
JIBHO»/ 0a30BOM ypOBHE TEOPETUUECKHUMN M MPAKTHICCKUIN
FEFX Marepua, J0MmycKaeT rpyObie OmMUOKY MPH €ro
HE 3a4TEHO

W3JIOKEHUH Ha 3aHATHSIX U B XOJI€ POMEKYTOUHOU
aTTeCTallUU.

OOyuaronuiicss UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUUECKUX ITOJI0KEHUN IIPU PELLICHUN
MPAKTUYECKHX 33/1a4 MPO(hecCHOHATLHON HANPaBIEHHOCTH
CTaHJapTHOI'O YPOBHS CJIIO)KHOCTH, HE BIaEET
HEOOXOAUMBIMU JIJIS1 3TOTO HAaBBIKAMU U MIPUEMAMHU.

JleMoHCTpUpYET (parMeHTapHbBIE 3HAHUS YICOHOU
JUTEPATyPhI IO JUCIUTUIAHE.

OreHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYalOmEeMycs C
y4E€TOM PE3yNIbTATOB TEKYILEH U IIPOMEKYTOYHOU
aTTECTaLlUN.




17

banasl/ Ouenka no Kpurepun ouesnku pe3yjbTaToB 00yueHuUs M0
xana AUCHHUILINHE AUCHUILINHE
ECTS

Kommerenmum Ha ypoBHE «1OCTaTOYHBIN», 3aKPETUIEHHBIC
3a TUCITUTLIMHOW, HE CPOPMUPOBAHBI.

5.3. OuenouHble cpeacTBa (MaTepuabl) AJI51 TEKYIIET0 KOHTPOJISI yCIIeBAeMOCTH,
NPOMEKYTOYHOM aTTecTANMU 00y4Aal0IIMXCS N0 JUCHHUILIMHE (MOOY10)

Konmponwsnsie 6onpocol 0131 meKywieii u npOMeNCymouHoi ammecmauyuu

[IpodeccrnonanpHpie TPEOOBAHUS K CEKPETAPIO PYKOBOIUTENIS
Oco0eHHOCTH OpraHu3aIuK pabovero MecTa CeKpeTaps;

[IpaBuna BeaeHus TeneOHHBIX IEPETOBOPOB;

O0s13aHHOCTH ceKpeTapsi 10 OPraHu3aIluK EPErOBOPOB PYKOBOIUTEIIS;
Crnenudrka maHupoBaHUE PabOYero JHS PYKOBOJUTENS H CEKpeTaps;
[IpaBoBasi U HOpMaTHBHAS peTJIaMEHTAIUs paOOThI CeKpeTaps;
Opraamzarus paboThl IPUEMHON PYKOBOTUTEIS;

Pabora cexperapst B chepe HHGOPMAITHOHHOTO 00ECIICUCHHUS;

© 2 Nk Wb

IIpaBuna  nenoBoro  OOIIEHUST C  PYKOBOAMTENEM,  COTPYIOHHUKAMH,  IOCETUTEISIMH,
[OTYMHEHHBIMH;

10. O6s3aHHOCTH CEKpeTaps IO TOATOTOBKE U MTPOBEICHUIO COBEIIIAHUH;

11. Ponb cexpeTraps B NOArOTOBKE KOMaHANUPOBOK PYKOBOJIUTEIIS;

12. IlpaBuia MoBEAEHYECKOTO ATUKE CEKpeTaps;

13. Mecto cekpeTaps B yIIpaBJI€HYECKON CTPYKTYpE OpraHU3allluu;

14. KonpuneHnuanbHOCTH B paboTe cekpeTaps;

15. TlpaBuna moBeaeHus cekperapsi B KOHQIUKTHBIX CUTYalHsIX.

Bapuanm 6auy-xonmponvnoii pabomaol

1. Bunpl 1esTenbHOCTH CeKpeTapsl.
2. TpeboBanus, IpeabIBIsSEMbIE K CEKPETapIO: UTO OH JIOJKEH 3HATh U YMETh.

3.CocTaBUTh pe3tOMe MPETEHACHTA Ha JJOJLKHOCTh CEKpeTaps.
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6. YueOHO-MeTOAMYECKOEe U HH(OpMALIMOHHOE 00ecniedeHne T CIUTITHHbI

6.1. CnHuCOK HCTOYHMKOB H JIUTEPATYPHI

Hemounuku

ObszamenvHoie

®enepanpublit 3akoH 0T 27.07.2006 Ne 149-03 «O6 undopmaruu, nHGOPMAITHOHHBIX
TEXHOJIOTHSIX W 3amuTe WHpopManmuu» [DIEeKTpOHHBIM pecypc] — Pexum mgoctyma:
http://www.garant.ru.

®enepanbublii 3akoH oT 02.05.2006 Ne 59-@3 «O mopsiike paccMOTpeHHs! 0OpaleHui
rpaxaan  Poccuiickoii  @enepauun»  [DIeKTpoHHBIM  pecypc] — Pexum  goctyma:
http://www.garant.ru.

O®enepanbubiii 3akoH oT 27 wuronsgs 2006 r. N 152-®3 «O mnepcoHaNbHBIX JaHHBIX»
[DnexTpoHHBIi pecypc] — Pexxum nocryna: http://www.garant.ru.

[Ipodeccuonanbuerii cTanmapT «CHEIHAIMCT M0 OPraHWU3aIMOHHOMY W JOKYMECHTAIIHOHHOMY
00CCIICUCHUIO  YIIPaBJIICHHIO —OpraHu3amuenn» [DNeKTpoHHbIA pecypc] — Pexum pocrymna:
http://www.garant.ru.

Jlumepamypa

Obszamenvhas

beikoBa T.A. JlokymeHTanimoHHOe oOecreueHrne YIpaBieHUs (JIeJIOTPOU3BOICTBO)
[DnexTponHsIit pecypc]; yuedHoe mocodue/ T.A. brikoBa, T.B. Ky3Hernoga. -2-e u3a. nepepad. u
JIO1I. - Mockaa: HNudpa-M, 2018. -304 C. —Pexum JOCTyTa:
http://znanium.com/go.php?id=942800/

Jlononnumenvhas

Jlykam, 1O. A. Beith cekpetapeM pykoBoautess GUpMbI [ IIEKTpOHHBIA pecypc] : yueO.
nocobue / FO. A. Jlykam. - M.: ®@aunra, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
noctyna: http://znanium.com/catalog/product/455324

[Tpodeccus - momormumk pykoBoautens: [Ipuemsr «Bbiciiero muiotaxa» / Jlazapes K. -
M.:Anpriuaa  Ila6m., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexum pgocryna:
http://znanium.com/catalog/product/917159

6.2. Ilepeyenr pecypcoB HH(POPMALMOHHO-TETEKOMMYHUKAIIMOHHOH  CeTH
«AHTepHeT»

I'apanT [OnexTpoHHsIl pecypc]. Pexum goctyna: http://www.garant.ru.
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OnexTpoHHO-OMOMMoTeyHast cucrteMa [DnekTpoHHBIH pecypc]. Pexxum moctyma: http://www.

znanium.com

7. MarepuajibHO-TeXHUYECKOe o0ecnedeHne TUCHUNINHBI (MOTYJIs)

AynuTopuu AfA MPOBENEHMS JIEKIMH M CEMHUHApCKHUX 3aHATHH C TEXHUYECKHMHU CPENCTBAMHU
o0y4eHus (MyIbTHMEANA-TIPOEKTOP (BUACONPOEKTOP), IKpaH (IEPEHOCHOH WK CTAllHOHAPHBIN)).

CoctaB nporpammuoro odecnedenus (II0), coBpemeHHBbIX podeccHoHATBLHBIX 0a3 naHHbIX (B]) 1
uHpopManuoHHo-cnpaBounkie cuctem (MCC) (2017 r.)

1. Ilepeuens IO

Tabauya 1

Nent Haumenosanue [10 [TpouzBogutens | Crmocod pacmpocTpaHeHUs
/i (tuyenszuonnoe unu
c60000HO
pacnpocmpansemoe)
1 Adobe Master Collection CS4 Adobe JINIIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JINIIEH3UOHHOE
3 Windows 7 Pro Microsoft JINIIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JINIIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JINIIEH3UOHHOE
11 Kaspersky Endpoint Security Kaspersky TUIEH3NOHHOE
2. Ilepevens Bl u UCC
Tabauya 2

Neni/mn HammMeHnoBanme

Web of Science

Scopus

Mexaynapoansie pedepaTuBHbIe HayKoMeTpudeckrue b/I, mocTymHbie B paMkax
HaIMOHAIBHOHN moamucku B 2017 1.

2017 1.

SAGE Journals

Kypnans! Taylor and Francis

Kypnanst Oxford University Press
ProQuest Dissertation & Theses Global

HpO(i)CCCI/IOHaIIBHBIe IIOJTHOTCKCTOBBIC BH, AOCTYIIHBIC B paMKax HaHHOHaHBHOﬁ IOAIINCKH B

JSTOR

IIpodeccruonanbHbie MOTHOTEKCTOBBIC B/
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W3 nanust mo oO1iecTBEHHBIM M T'YMAaHUTAPHBIM HAyKam

KOMHBIOTCPHBIC CIIPpaBOYHBIC IIPABOBLIC

KouncynsranT Ilntoc,
l"apanT

CHUCTEMbI

CoctaB nporpammuoro odecnedenus (II0), coBpeMmeHHBbIX podeccuoHATBLHBIX 0a3 naHHbIX (B1) 1
uHdopmauunoHHo-crupaBoynsie cucrtem (MCC) (2018 r.)

1. Ilepeuens 11O

Tabauya 1
Nen Haumenosanue [10 [TpouzBogutens | Crmocod pacmpocTpaHeHUs
/i (tuyenszuonnoe unu

c60000HO
pacnpocmpansemoe)
1 Adobe Master Collection CS4 Adobe JINIIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JINIIEH3UOHHOE
3 Windows 7 Pro Microsoft JINIIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JINIIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JINIIEH3UOHHOE
11 Kaspersky Endpoint Security Kaspersky TUIEH3NOHHOE
2. llepeuens BJI u UCC
Tabauya 2

Neni/mn HammMmeHnoBaHme

HaIMOHAJILHON moanucku B 2018 T.
Web of Science

Scopus

Mexaynapoansie pedepaTuBHbIC HayKoMeTpudeckre b/I, mocTymHbie B paMkax

2018 r.

Kypnanst Oxford University

SAGE Journals
Kypuainsr Taylor and Francis

Press

ProQuest Dissertation & Theses Global

HpO(i)CCCI/IOHaIIBHBIe IIOJTHOTCKCTOBBIC BI[, AOCTYIIHBIC B paMKax HaHHOHaHBHOﬁ IOAIINCKH B

JSTOR

[IpodeccruonanbHbie TOTHOTEKCTOBBIC B/

W3nanus no o01eCTBEHHBIM U TYMaHUTAPHBIM HayKaM

Koncynprant Ilmoc,
["apanT

KommeroTepHble cripaBOYHbIE TIPABOBBIE CUCTEMBI
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8. Oblecneyenue o0pa3oBaTeJbHOr0 Ipolecca sl JHUI € OrPaHUYEHHBIMH

BO3MOKHOCTHAMHU 310POBbS

[Ipn HEoOxomuMoCTH pabodas MporpaMMma JHCIMILIAHBI MOXET OBITh aJalTHpOBaHA IS
obecrieueHnss 00pa30BaTEIHLHOTO MPOIECCa JIMIAM ¢ OTPAaHUICHHBIMA BO3MOYKHOCTSIMH 370POBBS, B TOM
YUCiIe I AUCTAHIIMOHHOTO oOydeHwms. (s 3Toro oT cTymeHTa TpeOyeTcs MpeNCTaBHTh 3aKIIOYCHHUE
TICUXoJIoro-MeauKo-regarornaecko komuccnu (IIMIIK) u muuHoe 3asBieHue (3asBICHHE 3aKOHHOTO

MpPEICTABUTEIA).
B zaxmouennu [IMIIK momkHO OBITH IPOITHUCAHO:

- pekoMeHayemasi yuyeOHas Harpy3ka Ha oOydaromerocs (KOJIHYecTBO THEH B HEAENIO, YacoB B

JI€Hb);
- 000pyIOBaHNE TEXHHUECKUX yCIOBUH (TIpH HEOOXOIUMOCTH);

- COMNPOBOXJCHHE W (WJIM) MPUCYTCTBUE POAUTENCH (3aKOHHBIX MpEACTaBUTENEH) BO BpeMs

ydeOHoro mporecca (Ipyu HeOOXOIUMOCTH);

- OopraHu3anus IICUXOJIOTO-IICAArOrudeCKoro COmnpoBOXIACHUC 06y11a10mer0c;1 C YKa3aHUEM

CIICOUaJIMCTOB U HOHYCTHMOﬁ Harpys3ku (KOHI/I‘lCCTBa 4aCoOB B HCI[CJ'IIO).

Jns  ocyllecTBIEGHUS MPOLEAYp TEKYIIEr0 KOHTPOJS YCIEBAEMOCTH U IPOMEKYTOYHOM
aTTecTalliu OOYYarOIIUXCS MPH HEOOXOAMMOCTH MOTYT OBITh CO37aHbl (JOHIBI OIIEHOYHBIX CPEJICTB,
aJanTUPOBAHHBIC IJIA JIUIL C OrPAHUYCHHBIMM BO3MOXKHOCTSIMU 3J0POBbSl U IO3BOJISIIONINE OLICHUTH
JIOCTHKEHHE UMU 3aIUIAaHUPOBAaHHBIX B OCHOBHOM 00pa30BaTENbHOI MporpaMMe pe3ynbTaToB O0yUeHHS U

YPOBCHB C(i)OpMPIpOBaHHOCTI/I BCEX KOMHGTCHHHﬁ, 3asBJICHHBIX B O6paBOBaTeJ'H:HOfI nmporpamMmme.

dopma mpoBeleHUS TEKyIIeH M HTOTOBOM aTTeCTallMM Ui JIMI C OrPaHWYEHHBIMH
BO3MOXKHOCTSIMH ~ 37I0POBbSl  YCTaHaBIMBAaCTCSI C YYE€TOM WHAWBUAYAJIbHBIX TMCUXO(PHU3MUECKHX
ocobeHHocTel (YCTHO, MUCHbMEHHO (Ha Oymare, Ha KOMIbIOTepe), B (opMe TecTHpoBaHUs | T.11.). Ilpu
HEOOXOIUMOCTH CTYJIEHTY MPEIOCTABISECTCS TOTOTHUTEIBHOE BpeMs I TIOATOTOBKH OTBETA Ha 3a4eTe

HJIN DK3aMCHC.

9. MeToauyeckne MaTepHaJIbl

9.1. Il;1anbl 1200pATOPHBIX 3aHATHI

Tema 1. Posib 1 MecTO ceKpeTapsi B COBPEMEHHBIX CTPYKTYPaX yIpaBJieHusI.
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Opranuzanusi paGoThl ceKpeTapsi.

Llenv 3anamua: OnpenenuTh OpPraHU3alMOHHBIE W IMPABOBBIE OCHOBBI JEATEIHHOCTU
CEKpeTapel, HayuuTbCs OINPEAEIATh IMEPCOHAIBHYIO 3arpyKEHHOCTb CEKpeTapsi, COCTaBIATH
JIOKaJIbHBIC HOPMATHBHBIE aKThI B c(epe ero IesTeIbHOCTH.

Dopma nposedenusi — nabopaTopHas padbora.

3aoanus:

1.M3y4nTh THUIIOBBIE CTPYKTYPHI CIYKO IENONPOU3BOJCTBA (KaHILESAPUI), ONMpPEaeIuTh
MECTO CEKPETAPUATOB U CEKpeTapell PyKOBOAUTENS B CTPYKTYpE YIPaBICHHUS.

2. B coorBercTBHM ¢ mpemioxeHHON «pororpadueit» pabouero mgHS cekperaps, U
NPEJIOKEHHBIMA HOPMAaTUBHO-METOJIMYECKUMU MaTepuajlaMd pacCuuTaTh MEPCOHANbHYIO
3arpyK€HHOCTb CEKpeTapsl.

3.Ha ocHoBanuu npodeccuoHansHOro crangapra «CrenuanucT Mo OpraHiu3aliOHHOMY U
JOKYMEHTAallMOHHOMY OOECHEYEHUI0 YIPaBICHUIO OpraHu3alueil» U TUIOBOW CTPYKTYpPHI
JOJIKHOCTHOM MHCTPYKLIMHU, pa3paboTaTh 3TOT TOKYMEHT Ha CEKpeTapsl pyKOBOAUTES.
VYkazanus no evinonnenuro 3a0anuii:

1. W3yuutb TpeACTaBICHHBIE CXEMbl C THIOBBIMH  CTPYKTypaMH  CIIyXO
JEJIONPOU3BOJICTBA (KaHIEIAPHUIi), YCTAHOBUTH KaKO€ MECTO B CTPYKTYpE YIPaBJIECHUS 3aHUMAET
CeKpeTapuaT, Kakue CEKpeTapd BKIIOUYEHBI B COCTAaB CEKpeTapuaTra, Kakue METOAMYECKH UM
pykoBogsaTcsi. OTBETUTH HA BONPOC, K KAKON KaTeropuu OTHOCUTCS CEKpeTapb PYKOBOAMTEIS.
[TogunHEeHHOCTD ceKpeTapsi PyKOBOAUTENS OTPA3UTh CXEMATHUECKH.

2. U3yunth «potorpaduio» pabodero JHS CeKperaps, CAETIaTh BBIBOJ O COCTaBE €ro
byHKIM, onpeaenuTs, Kakue u3 QYHKIUHN SBISIOTCS HOPMUPOBAHHBIMH, Kak HeT. C OMOIIIbIO
dbopMyn pacuera SIBOYHOM YHMCICHHOCTH M HOPM BpPEMEHH, 3aKPEIJICHHBIX B OTPACIEBBIX U
MEXXOTpPACIEBbIX HOPMATUBAX BPEMEHH, PACCUMTATH MEPCOHAIBHYIO 3arpy>KEHHOCTh CEKpeTapsl.
CraenaTh COOTBETCTBYIOIIMIA BBIBOJ O MEPAxX IO ONTHMH3ALNU €ro padOoTHI.

3.M3yunTh KBaIM(PUKAIMOHHBIE XapaKTEPUCTHKUA CEKpeTaps pykoBoautens (U3
npodeccuoHanbHoro cranaapra «CHelUalucT MO0 OpPraHu3aluOHHO-A0KYMEHTAIIHOHHOMY
00eCnevYeHNI0 IeITeTbHOCTH OPHTaHU3aIluN»), CAeNIaTh BBIBOJ O COCTaBe (DYHKIUN ceKpeTaps.
Ha ocHOBaHuM TUTIOBOM CTPYKTYpHI, pa3paboTaTh JOIKHOCTHYIO CEKpeTaps PyKOBOIUTEIS.

Pasmensl  MOJDKHOCTHOM  WMHCTPYKIMHM — «IpaBa» M «OO0S3aHHOCTH»  CJIEIYET
chopmynupoBaTh UCXOIS U3 PYHKITUN CEKpeTapsl.

B kauectBe pabouero marepuaiga K COCTABICHUIO TODKHOCTHOM HHCTPYKIIUH MOKHO

oopMuTh TAOIHILY:
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DOyHKkuM (10JKHOCTHBIE IIpaBa OTBeTCTBEHHOCTD

00513aHHOCTH)

Cnucox ucmouyHuKos u Jumepamypbol.’

HUcmounuxu:

®enepanbublit 3akoH 0T 27.07.2006 Ne 149-03 «O6 undopmaruu, nHOOPMAITHOHHBIX
TEXHOJOTHSX W 3amuTe HWHPopMarmu» [DIeKTpoHHBIM pecypc] — Pexum mocryma:
http://www.garant.ru.

®enepanbublii 3akoH oT 02.05.2006 Ne 59-@3 «O mopsiike paccMOTpeHHs! 0OpaleHui
rpaxaan Poccuiickoii  @enepauun»  [DIeKTpoHHBIM  pecypc] — Pexum  goctyma:
http://www.garant.ru.

O®enepanpubiii 3akoH oT 27 wuronsgs 2006 r. N 152-®3 «O mnepcoHaNbHBIX JaHHBIX»
[DnexTpoHHBIi pecypc] — Pexxum nocryna: http://www.garant.ru.

[Ipodeccuonanbuerii cTanmapT «CHEIUAINCT M0 OPraHWU3aIMOHHOMY W JOKYMECHTAIIHOHHOMY
00CCIICUCHUIO  YIIPaBJIICHHIO —OpraHu3amuenn» [DNeKTpoHHbIA pecypc] — Pexum pocrymna:
http://www.garant.ru.

Jlumepamypa

Obs3amenvhas

beikoBa T.A. JlokymeHTanimoHHOe oOecreueHrne YIpaBieHUs (JIeJIOTPOU3BOICTBO)
[DnexTponHsIit pecypc]; yaueoHoe nmocooue/ T.A. brikora, T.B. Ky3nenosa. -2-e¢ uzz. [lepepab. u
JIO1I. - Mocksa: Hndpa-M, 2018. -304 c. —Pexum JOCTYyIIa:
http://znanium.com/go.php?id=942800/

Jlononnumenvhas

Jlykam, 1O. A. Beith cexperapeM pykoBoautesss GUpMbI [ IIEKTpOHHBIA pecypc] : yueO.
nocobue / FO. A. Jlykam. — M.: ®@munra, 2012. — 98 ¢. — ISBN 978-5-9765-1374-7 — Pexum
noctyna: http://znanium.com/catalog/product/455324

[Tpodeccus — momontHuK pykoBoauTes: [IpuemMsl «Briciiero nunotaxa» / Jlazapes K. —
M.:Anpriuaa  [1a6n., 2016. — 144 c.: ISBN 978-5-9614-1706-7 — Pexum pocryna:
http://znanium.com/catalog/product/917159

Mamepuaﬂbﬂo-mexHutteCKoe obecneuenue 3aHAMUA:
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PazgaTounsiit MaTepuan:

1. Beigepxku u3 npodeccuoHanbHOro crangapra «CHoenuaiuct Mo OpraHUu3aluOHHO-
JIOKYMEHTAITUOHHOMY 00€CIICUEHUIO IeATEIbHOCTH OpraHU3alum»

2. Marepuansl nenoBoii urpsl («dororpadusi» pabodero IHS ceKpeTaps).

3. COOpHUKH C HOpMAaTUBaMU BPEMEHHU.

4. CxeMsl cITy>K0 IeJI0NpOU3BOICTBA (KAaHIEISIPUIA).

Tema 2. Oprauu3anuoHHO-aIMUHHCTPATHBHASL 1eATEILHOCTH CEKpeTapst

Lenv 3amamus: OnpenenuTb OCHOBHBIE OpPraHMW3AaLMOHHBIE (YHKLIUU CEKpeTaps,
oTpaboTaTh TEXHOJIOTHIO BEJIEHUsS TMpHeMa I[OCETUTENCH, TMOATOTOBKH  COBEIIAHUS,
KOMaHAUPOBOK PYKOBOUTEIS.

Dopma nposedernusi — nabopaTopHas padbora.
3aoanus:

1.U3yunte @3 «O mopsaKe paccCMOTpEeHUs OOpallleHH TpakiaaH», OIpPEaeIuTh
00s3aHHOCTH CeKpeTaps B XOJ€ MPOBEACHMsS] NpHeMa TpaxJaH [0 JUYHBIM BOIPOCAM.
[ToaroToBuTh ¢GopMy peructparuu moceruteneii. Ha ocHoOBe marepuanoB AEOBON HIPBI
0(OPMUTH KOHTPOJIBHYIO KAPTOUKY Ha TTOCETUTEIIS.

2. V3yuuTh MOMIATOBYI0 HHCTPYKIIMIO MOATOTOBKH COBEIIAHUS, OPOPMUTH JOKYMEHTHI,
CO3/1aBaeMbl€ B XOJ/I€ 3TOU MPOLETYPHI.

3. Ilpoanamu3upoBaTh MaTepuaibl JACIOBOM WIphl (MHMOpPMAIMIO O KOMaHIMPOBKE
pykoBoguTelns), O(GOPMUTH JOKYMEHTBI, CO3[laBaéMble B XOJAE MOJATOTOBKH K TOE3/IKE

PYKOBOIUTEIS.

Vkazanus no evinonnenuro 3aoanuii:

1. Nzyante @3 «O nopsiike paccMOTpeHHsI 00pallieHui rpaxaan», cieiarb
BBIBOJ] , KAKHW€ BOMPOCHI MPUEMA IPAKJAH PErIAMEHTUPOBAHBI B JAHHOM 3aKOHE. Y CTaHOBUTH
MOPSAOK IpUeMa IpaKAaH, TOKYMEHTHI, oopmiiseMble B Xoae ux npuema. OpopMuTh B BHIE
MOIIArOBOM MHCTPYKIIUH.

Ha ocHOBe mMaTepuasioB Ie0BOI UTPHI, coAepkaimieid HHOOPMALIUIO O TOCETUTENE, [EH
MOCEIICHHs, MPEAOCTABISIEMbIX MaTepHalax 3aperucTpUpoBaTh MOCETUTENSI B JKypHale

perucTpanum noceTuTeneil M opopMUTh KOHTPOJIbHYIO KapTOUKY.
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2. W3y4nTh MoIIaroByr0 MHCTPYKIMIO TMOJATOTOBKU K COBEILAHUIO, CAENATh
BBIBOJI O COCTaBe JOKYMEHTOB, O(OpPMIIIEMBbIX CEKpeTapeM B XOJieé €ro IOATrOTOBKH U
MOCJIE0BATENbHOCTH MX co3fgaHusd. OQopMUTh COOTBETCTBYIOIIME JTOKYMEHTHI (CIHCOK
YYaCTHUKOB, TOBECTKA JIHS, SBOYHBIN JIUCT, IPUTJIAIICHUE HA COBEILIAHUE).

3. Hcnonb3yst MaTepuabl Je710BOM UTPBI 0hOPMUTH KOMIUIEKT JTOKYMEHTOB
K TI0€3]IKE PpYKOBOJOUTENSA: IUIaH TMOE3JKH, NpHUKa3 O HanpaBiICHUH PYKOBOIUTENS B
KOMaHAMPOBKY, MIPUKaA3 O BO3JIOKCHUU OOS3aHHOCTEH PYyKOBOJIUTENS Ha ero 3amecturens. [Ipu
pa3paboTKe mpuKa3a O HAIPABICHUU PYKOBOJIUTENSI B KOMaHIUPOBKY MOKHO BOCIIOJIb30BAaThCS
yHUUIMpoBaHHon hopmoii T-9 mimm cocTaBUTh €ro Mo 00IMM MpaBriIaM 0(QOPMIICHHS TaHHOTO

BHJIa JOKYMEHTA.

Cnucox ucmoyHuKos u Jumepamypbol.’

Hemounuku:

®denepanbublil 3ak0H 0T 27.07.2006 Ne 149-D3 «O6 unbopmaruu, nHOOPMAITMOHHBIX

TEXHOJOTHSX W 3amuTe uWHPopMaruu» [DIeKTpoHHBIM pecypc] — Pexum pocryma:
http://www.garant.ru.

®enepanpublii 3akoH 0T 02.05.2006 Ne 59-03 «O mopsiake paccMOTpeHHUsT OOpalIeHHi
rpaxaan Poccuiickoii  @enepauun»  [DIeKTpoHHBIM  pecypc] — Pexum  goctyma:
http://www.garant.ru.

O®enepanpubiii 3akoH oT 27 wutonsgt 2006 r. N 152-®3 «O mnepcoHaNbHBIX JaHHBIX»
[DnexTponHbii pecypc] — Pexxum goctyma: http:/www.garant.ru.

[Ipodeccnonanbuerii cTanmapT «CHEIUAINCT M0 OPraHWU3aIMOHHOMY W JOKYMEHTAIIHOHHOMY
00CCIICUCHUIO  YIIPaBJICHHIO —OpraHu3amuenn» [DNeKTpoHHbIA pecypc] — Pexum pocrymna:
http://www.garant.ru.

Jumepamypa

Obszamenvhast

beikoBa T.A. JlokymeHTanmoHHOe oOecreueHrne YIpaBieHUs (JIeJIOTPOU3BOICTBO)
[DnexTponHbIii pecypc]; yuedHoe nocobue/ T.A. beixosa, T.B. Ky3unenosa. -2-e uzz. [lepepa0. u
JIO1I. - Mocksa: Hndpa-M, 2018. -304 c. —Pexum JOCTYyIIa:
http://znanium.com/go.php?id=942800/

JlononnumenvHas
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Jlykam, }O. A. Beith cekpetapeM pykoBoautels GUpMbI [ IIEKTpOHHBIA pecypc] : yueO.
nocobue / 0. A. Jlykam. — M.: ®nunTa, 2012. — 98 ¢. — ISBN 978-5-9765-1374-7 — Pexum

noctyna: http://znanium.com/catalog/product/455324

[Tpodeccus — nomomHUK pykoBoautens: [Ipuemsl «Beicuiero nunotaxa» / Jlazapes K. —
M.:Anpriuaa  [1a6n., 2016. — 144 c.: ISBN 978-5-9614-1706-7 — Pexum pocryna:
http://znanium.com/catalog/product/917159

Mamepuaﬂbno—mexyuquKoe obecneuenue 3aHAMUA:

PazgaTounsiit MaTepuan:

1. Boiiepku u3 npaBOBBIX aKTOB;
2. Marepuansl  1e10BOM  WUrpbl  (IIpUEM  IIOCETUTEIEH, COBEILAHMUE,
KOMaHAMPOBKA).

Tema 3. Padora cexperapst 1o HHGOPMALHOHHOMY 00CTYKHBAHUIO PYKOBOXHTEJISt
Lenv s3anamusn: W3yuuTh (QyHKUMH cekpeTaps M0 HH(DOPMALMOHHOMY OOCITYKHBAaHUIO

PYKOBOJIUTES, OTPaOOTaTh HAaBBIKK WH(GOPMAIIMOHHOM paboTHI.
@opma npogedenus — naboparopHas paboTa.
3aoanus:

1.Ilpoananu3upoBaTh  NPEUIOKEHHBIE  WCTOYHHKH  WHPOpPMAMM H  BBIOpaTh
HEOOXOMMBIN B COOTBETCTBHH C 33/1aHUSIMH JICJIOBON HIPBHI.

2. IToAroToBUTH Mpecc-pein3 O MPEACTOSIIEH BEICTaBKE, B KOTOPOH Y4acTBYET KOMITAHUS
U PYKOBOJIUTEITb.

3.MI3yunTh CTaTUCTHYECKUE JaHHBIC 00 MCIOIHUTEIHCKOW MUCIUIUITMHE B OpTaHH3aIud
3a OTYETHBIN MEPUOJ, TOATOTOBUTH AHAIUTHYECKYIO CIIPABKY.
VYkazanus no evinonnenuro 3a0anuii:

1.M3yunTh Marepuanbl [EJIOBOW WIPHI, BBISICHHTH, Kakas HH(opmMaus HeoOXoaumma
PYKOBOJIUTEIO TIO YCJIOBUSIM HIPBI. YCTaHOBHTh KaKW€ MCTOYHHKH HAMOOJIee COOTBETCTBYIOT
3aJaHHBIM ycioBusAM. ChenaTh BBIBOA 00 UX JOCTOBEPHOCTH, CBOEBPEMEHHOCTH, JOCTYITHOCTH,
MOJTHOTE, TEPBUYHOCTH WM BTOPUYHOCTH HMCTOYHHKOB HH(pOpMauuu. Pe3ynmpTaThl aHamuza

MOTYT OBITh O()OPMJICHBI B BUJIC TAOJIHIIBI:

Hcro Kpurepun onieHkn ncToUHMKA

YHUK I Iocto CaoeBpe Iloct ITepBHYHOCTB/BTO
uH(pOpMAIIUU | onHOTA BEPHOCTH MEHHOCTh YIHOCTb PUYHOCTB
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2.3yunTh Marepuayibl AENOBOM Hrpbl  (ydacTME B BBICTABKE), HAa OCHOBAHUHU
MpeIOKEHHOW TUTOBOM  ¢dopMbl  mipecc-penu3a, odopmuth Ilpecc-penuza mis CMU,
colepKalii MHPOPMALMIO O NPEACTOSIIEM MEPONPUATHM M y4acTUU PYKOBOIUTENS B
OTKPBITUU BBICTABKHU.

3. U3yuuTth npencraBieHHbIC B TaOJMIIE CTATUCTUYECKUE JaHHbIE 00 HCIIOIHUTEIbCKOM
JTUCIUIUIMHE B OpraHM3allMy 3a OTYETHBIM nepuoj. Pa3paboTaTh aHaIUTHUECKYIO CIIPaBKY C
y4eToM TpeOOBaHUM K CTPYKType TeKCTa 3Toro jokymeHTa u TpedoBanuii 'OCT P. 7.0.97-2016

npu ee 0pOPMIICHHH.

Cnucox ucmoyHuxkos u Jumepamypbol.

HUcmounuxu:

®enepanbhblii 3akoH oT 27.07.2006 Ne 149-D3 «O6 undopmanuu, HHGOpMAITHOHHBIX

TEXHOJIOTHSIX W 3amuTe uHpopManmuu» [DIEeKTpOHHBIM pecypc] — Pexum mgoctyma:

http://www.garant.ru.

@enepanbublii 3akoH oT 02.05.2006 Ne 59-@3 «O mopsiike paccMOTpeHHs! 0OpaleHui
rpaxkgan  Poccuiickoit  ®denepanuun»  [OnekTpoHHBII  pecypc] — Pexum  noctyma:
http://www.garant.ru.

O®enepanpubiit 3ak0oH oT 27 uronsg 2006 . N 152-®3 «O mepcoHAIBHBIX JaHHBIX»
[DnexTpoHHBIi pecypc] — Pexxum nocryna: http://www.garant.ru.

HpO(l)eCCI/IOHaJIBHBIﬁ CTaHaapT <<CH€I_[I/IaJ'II/ICT N0 OpraHu3allMOHHOMY M AJOKYMCHTAIITUOHHOMY
o0eclieYeHNIo  yNpaBJiICHUIO opraHu3auueil» [DIeKkTpoHHBII pecypc] — Pexum npocryna:

http://www.garant.ru.

I'OCT P 7.0.97-2016. CucremMa cTaHmapToB 10 HHGOpMAIUK, OHOIMOTCUHOMY U
U3JaTeNIbCKOMY Jeiry. OpraHu3alMmoHHO-PACTIOPIIUTENbHAS JOKyMeHTanus. TpeOoBaHus K 0(OPMIICHUIO

JIOKyMEHTOB. [ DIIEKTpOHHBII pecypc] — Pexxum nocryna: http://www.garant.ru.

Jumepamypa

Obsazamenvhas

beikoBa T.A. JlokymeHTanmoHHOe oOecreueHrne YIpaBieHUs (JIeJIOTPOU3BOICTBO)
[DnexTponHbIii pecypc]; yuedHoe nocobue/ T.A. beikosa, T.B. Ky3unenosa. -2-e uzz. [lepepa0. u
JIO1I. - Mockaa: HNudpa-M, 2018. -304 C. —Pexum JOCTYyTa:

http://znanium.com/go.php?id=942800/

JlononnumenvHas
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Jlykam, }O. A. Beith cekpetapeM pykoBoautels GUpMbI [ IIEKTpOHHBIA pecypc] : yueO.
nocobue / 0. A. Jlykam. — M.: ®nunTa, 2012. — 98 ¢. — ISBN 978-5-9765-1374-7 — Pexum
noctyna: http://znanium.com/catalog/product/455324

[Tpodeccus — nomomHUK pykoBoautens: [Ipuemsl «Beicuiero nunotaxa» / Jlazapes K. —
M.:Anpriuaa  [1a6n., 2016. — 144 c.: ISBN 978-5-9614-1706-7 — Pexum pocryna:
http://znanium.com/catalog/product/917159

Mamepuanvro-mexuuueckoe obecneyerue 3aHIMusL:
PazgaTounsliit Matepuan:

1.TOCT P 7.0.97-2016. Cuctema cranaapToB 1Mo uHGOpMAIUH, OUOIHOTCYHOMY U
u3maTeascKkoMy neny. OpraHu3aoHHO-PACTIOPSIUTEIbHAS JOKYMEHTanus. TpedoBanus K 0(hOpMIICHUTO
AOKYMCHTOB.

2.Matepuanbl 1enoBOM Wrpbl (3a4aHue PYKOBOAWTENS Ha TMOHMCK HWH(OpManmu, MUCBMO 00
y4aCTHU B BBICTABKEC, CBOAHAA Ta6m/1ua o0 CTPYKTYPHBIM IMOAPa3aCJICHUAM 00 HCIIOJIHHUTENLCKOM
JHCIUTIIMHE)

TeMbI 10KIAT0B:
1.UcTopust cekpeTapckoii Ciry>k0bI 10peBOIOLMOHHOM Poccun.
2.Ponb cekperapeil B COBETCKUX YUPEKICHUAX XX BEKa.
3.Anekcanap ITockpeoOsimieB — cekperaps 1.B.Cranmna
4.T'anuna benucnasckas — cekperapb C.A.Ecenuna
5.AnHa CHutkuHa — cekpetapb @.M.JlocToeBckoro
6.Muxaun Criepanckuii — cekpetapb Anekcannpa |
7.I'aBpuna JlepxkaBuH — cexperapb Exatepunsi 11
8.Anekceit MakapoB — cekpetaps I[lerpa 1
9.Anekcanap bezbopoako — cekperaps Exarepunsr 11
10.JIugus @otuea — cekperaps B.W. Jlennna
11.ITetp KproukoB — cekpetaps M. ['opbkoro
12. Banepus Jlebenena — cexperaps M.M. [Ipumsuna
13. "Ban benkoii — cexkperapp ExkaTtepunnr 11
14.Bnagumup Ilo3nep — cexperaps C.5. Mapaka
15.A.C. I'paueB — npecc-cexkperaps M.C. 'opbaueBa
16. Jlrommuna bapmesa — cekperaps A.H. Toncroro

17. A.A. I'pomoB — npecc-cekperaps B.B. Ilyruna
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18. CoBpeMEHHOE COCTOSHHE CEKPETapCKOW CIyXObl B YCIOBUSIX HWHTECHCHU(PUKAIINN
YIPaBICHUYECKUX MPOLECCOB, PACUIMPEHHUs MAacIITa0OB JESATENbHOCTH TOCYIapCTBEHHBIX H
KOMMEPYECKHUX CTPYKTYP.

19..Kareropuu cexperapeii. Cekperapp B cTpykType cinyx0bl JIOY, B anmapaTte pyKOBOIUTEIS,
B COCTaBE CTPYKTYPHOTO TOAPa3/ICICHUS

20.OyHKIMK ¥ JOJKHOCTHBIE OOS3aHHOCTH CEKpeTapeld B 3aBHCUMOCTH OT KaTeropuu
CEKPETAPCKOTO OOCITYKHBaHUS

21.J1enoBOM ATUKET B paboTe CeKpeTaps
22 IlpaBuna moBeAeHUs CeKpeTaps B KOH(PIUKTHBIX CUTYAIHIX

23.IlpaBuna gemoBoro OOIIEHUS C PYKOBOAWTENEM, COTPYIHUKAMH, TIOCETUTEIISIMH,
IIOAYNHCHHBIMHU

24. TpyaoycTpoHCTBO CEKpeTaps U afianTaiys Ha HOBOM MeCTe
25. CekpeTapb U pyKOBOAUTEIb, B3AUMOOTHOLIEHUS MTOJIOB.

26.Ctpecc Ha pabodem Mecte. Kak m30exath cTpecca u Kak ¢ HUM O0pOThCS.
27.Croco0bl IoMcKa padoThI, aHAJIN3 BaKAHCUH Ha PHIHKE TPyAa, 3PPEKTUBHOE pE3OME.

Hcrounnku u aureparypa:

beikoBa T.A. JlokyMeHTalMOHHOE OOECIICUeHUE YIpaBICHHS (JIEIOMPOU3BOJICTBO)
[DnexTponHsIit pecypc]; yaueoHoe nmocodue/ T.A. brikora, T.B. Ky3nenosa. -2-e¢ uzz. [lepepab. u
JIOII. — MockBa: Nudpa-M, 2018. -304 C. —Pexum JOCTyMa:
http://znanium.com/go.php?id=942800/

Jlykam, FO. A. BTk cekpeTapeM pyKoBoauTeNst GUPMBI [DNEeKTpOHHBIN pecype] : yued.
nocobue / 0. A. Jlykam. — M.: ®nunTa, 2012. — 98 ¢. — ISBN 978-5-9765-1374-7 — Pexum
nocTtytma: http://znanium.com/catalog/product/455324

[Tpodeccus — nomomHuK pykoBoautens: [Ipuemsl «Beiciiero nuiaotaxa» / Jlazapes K. —
M.:Anprimaa  [labm., 2016. — 144 c.: ISBN 978-5-9614-1706-7 — Pexum npocryma:
http://znanium.com/catalog/product/917159

KonecuukoBa H. JI. [lenoBoe o6menune. Business Communication [D1eKTpOHHBII
pecypc] : yueb. mocobue / H. JI. Konecnukona. — 5-¢ u3a., crep. — M.: @nunTta, 2012. — 152 ¢. —
ISBN 978-5-89349-521-8. — Pexxum noctyna: http://znanium.com/catalog/product/495986

JlenoBoe o6Omenue. JlemoBoit sTukeT: Y4ebd. mocobue sl CTyJIeHTOB BY30B / ABTOp-
cocrasurenb M.H. Kyznenos. — M. : KOHUTU-AAHA, 2017.- 431 c. — ISBN 978-5-238-01337-

4. — Tekcr : anextponHsblid. — URL: http://znanium.com/catalog/product/1028716

Kyzueno U.H. JlenoBoe oOmienue. — 7-¢ usf., nepecMm. — M.:JlamkoB u K, 2018. — 528
c.: ISBN 978-5-394-02951-6 — Pexxum noctyma: http://znanium.com/catalog/product/411372




30

JlenoBoe oOmenne: YueOHoe mocobue / Jlepesukun E.B., - 2-e wusm., crep. —
M.:®nunTa, U3n-Bo Ypan. Yu-ta, 2017. — 48 c¢. ISBN 978-5-9765-3088-1 — Pexxum pocryna:
http://znanium.com/catalog/product/946644

Ipunoocenue 1

AHHOTAINUA JTUCHUITJINHBI

HNucuumnuHaa  (MOayns) peanu3yercs Ha — (QakylbTeTe  JOKYMEHTOBEACHUS W
TEXHOTPOHHBIX apXUBOB Kadeapoil ITOKYMEHTOBEICHUS, AayAHOBU3YyaJbHBIX M HAYy4HO-
TEXHUYECKUX apXUBOB.

[lenb AUCHMIUIMHBI — MOATOTOBHTH CIICIUATINCTA, O0JAJAIOIIET0 3HAHHSMH OCHOBHBIX
HalpaBJICHUH OPraHU3alMOHHOW U MH(OPMAIIMOHHOW palbOoThI, OCYIIECTBISEMON CEKpeTapeM
JUIsE 00ecTieueHUs JIeITeTbHOCTH PYKOBOAMTENS, a TakKKe BBIIBUTh Hambonee 3¢hdekTHuBHBIC

METO/IbI ATOU PabOTHI.

321,[[3.‘-11/1 JUCHUITIINHBI:

- YCTAHOBJICHUC POJIKM CCKPLTApsd B obecrieueHUH ACATCIIbHOCTU PYKOBOAUTCIIA;

- OTCleXUBaHuE (GOpMUPOBaHUSA MTpodeccuu CeKpeTaps U ONpeeieH s MECTa Pa3InYHbIX

KaTeropuil ceKkperapeil B COBPEMEHHBIX CTPYKTYpax YIpaBIICHUS;

- OIpeJielIeHHe OCHOBHBIX TpeOOBaHUIl, MPEABABISEMBIX K CEKpETapsM U OpraHU3aIH UX

paboTsr;

- ONMCaHNe OCHOBHBIX HAIPaBJICHUN pabOThI CEKpeTaps 0 00ECIeUeHHIO IeATEIbHOCTH

PYKOBOJMTEIIS;
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- OCBEIIIEHHE BOIIPOCOB 'PAMOTHOTO IMIOCTPOCHUS OpPraHU3aIlMOHHO-HH(DOPMAIIHOHHON paObOTHI;

- (opmupoBaHNE OCHOBHBIX MPOPECCHOHATHHBIX HABBIKOB.

Jucuumimza (MOyJb) HanpaBjieHa Ha (JOpMUPOBAaHUE CIETYIONUX KOMIIETEHIIUMA:

- CIIOCOOHOCTH UCITOIh30BATh OCHOBEI IMpaBOBBIX 3HAHHI B Pa3INYIHBIX C(I)ean JACATCIBHOCTH (OK—

4);

- CIIOCOOHOCTh K KOMMYHHKAIINA B YCTHOH M MUCHMEHHOH (popMe Ha pycCKOM M MHOCTPaHHOM

SI3BIKAX JUIS PEIICHUS 3a/1a4 MEKIMYHOCTHOTO U MEXKYIbTypHOTO B3aumojenctaus (OK-5);
- 3HaHUE TPeOOBaHUS K OpraHu3anum cekperapckoro odcmyxkupanus (I11K-35).

B pesynbpTaTe 0CBOCHMS TUCIUIUIMHBI (MOJYJIS) 00YYaIOMIUNUCS TOJDKEH:
3name

- POJIb ¥ MECTO CEKpeTaps B COBPEMEHHBIX YIIpaBieHUIeCKuX cTpykTypax (ITK-35);
- TpeOOBaHUS, IPEIBABIAEMBIC K CEKPEeTapsM pa3audHbIX kaTeropwii ( [TK-35);

- OCHOBHBIE (DYHKIIMU ¥ JOJDKHOCTHBIE 00S3aHHOCTH CEKpeTapsl 10 OpraHU3aI[MOHHO-

MHQOPMaTMOHHOMY 00ecIieueH IO aesiTenbHOoCcTH pykoBoauteis (I1K-35) ;
- MpaBUJIa PALIMOHAILHOTO ITOCTPOCHUS OPraHU3alMOHHO-UHpopMaIoHHoi pabotsl (ITK-35);

-METOAMKH paboThI IO JOKYMEHTHOMY U 0€3I0KyMEeHTHOMY o0ciyknBaHuio pykoBoautens (I1K-

35).

Ymemo

- OPTaHM30BBIBATh padboTy mpueMHoi pykoBogutens ( I[1K-35);

- OpraHu30BHIBaThH TeleoHHbBIE TeperoBopsl pykosoautens (I1K-35);

- TOTOBHTH JICTIOBBIC BCTPEUH U TeperoBopsl pykoBoautens (OK-4, TIK-35);

- y4acTBOBaTh B IOATOTOBKE U MpoBeaeHUN KoH(pepeHTHBIX Meponpusitii (OK-4, ITK-35);
- BECTH paboTy IO MOATOTOBKE KOMaHAUPOBOK U JIETIOBBIX Toe3/10K pykooautens (ITK-35);
- OPTaHHU30BBIBATH M MMPOBOIUTE MPOTOKONIbHBIE MepornpusaTus (OK-4, I1K-35);

- BecTd uHpopmaIrmonHyr padoty (OK-5);

- obecrieyrBaTh KOHQUACHIHATBHOCTh HH(opMariuu (OK-4).

Braoemuw

- opraHusaiuu ynpasieHueckux npoueccos (ITK-35);
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- addexTuBHOrO yrpasnenus Bpemerem (ITK-35);

- pabotsl ¢ moceturensmu (I1K-35);

- opranm3anuu copemanuii u 3aceqanuii (I11K-35);

- METOAaMH MoKcKa, cOopa u cTpykTypupoBanus nuapopmanuu (OK-5).

[To muctumniamHe (MOIYIO) MPEIyCMOTPEHA TPOMEKYTOUHAS aTTeCTalus B opme 3auera
C OLICHKOM M DK3aMEHa.

PaGoueii mporpaMMoii TpeIyCMOTPEHBI CIICAYIOMINE BHIBI KOHTPOJIS: TEKYIUA KOHTPOJIb
ycreBaeMocTd B (hopMe ompoca U KOHTPOJBHBIX paboT, MPOMEKYTOUHasl aTTecTanus B Gopme
3aueTa ¢ OIICHKOM 1 SK3aMeHa.

OO0mmas TpyI0eMKOCTh OCBOCHHS TUCIUIUIMHBI (MOJIYJIsI) COCTaBisieT 5 (4) 3a4eTHBIX

€IUHMUIL.
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Ipunooicenue 2

3. Obnoenen cocmas npoepammuozo obecnewenus (110),
coB8peMeHHbIX npogheccuoHanvublix 6az oannvix (B/) u
ungopmayuonuo-cnpasoynvie cucmem (MCC)

Ne TexkcT akTyanuzanuu Ui npuiaraemsiil Kk PITJI nokymeHT, Hara Ne
coJiepKauii N3MECHEHHUSI MPOTOKOJIA
1. 1. ObHOGIEH CRUCOK UCMOYHUKOS U TUMEePamy ol 13.09.2017 a. No 1
2. ObHo81IeHA CMPYKMYPA OUCYUNTIUHBL 0151 OYHOU (hopmbl
0Oyuenus
2. 3. Obnoenen cocmas npoepammuozo obecnewenus (110),
CcOo8peMeHHbIX Npogeccuonarbhbix 6asz oannvix (B/]) u
ungopmayuonuo-cnpasoynvie cucmem (MCC)
3. 1. ObHo6AEH CNUCOK UCMOYHUKOS U TUNEPAIYpbl 05.09.2018 e. Ne 1
2. Obnosnena cmpykmypa OuUCYunaunbl Ojisi OYHOU (hopmbl
0byyeHus
4,




