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1 BBEJAEHUE

BaxHyo 4acTh TeopeTHYeCcKON U MPOPECCHOHATHLHON MPAKTUIECKON TOrOTOBKH 00YYarOIInX-
Csl COCTaBIISIFOT MPAKTHUECKUE 3aHATUS

CoctaB M cojepkaHUE TPAKTUYCCKUX 3aHATHIA HalpaBlieHbl Ha peanu3anuio DenepaibHOroO
rOCYJIapCTBEHHOT'O 00pa30BaTeIbHOI0 CTAaHAAPTA CPEIHETO MPOPECCHOHATEHOTO 00pa30BaHUs

Benymieid qunakTHYeCKOW LENbI0 MPAKTHYECKUX 3aHATHH sBIsieTCs (OpMHUpPOBaHUE TIpodeccu-
OHAJIBHBIX MPAKTHYECKUX YMEHHUU (YMEHHWI BBINOJHATH OINPEIEIICHHBIC JCHCTBUS, ONEpalnuu, Heo0-
XOZMMBIE B TOCIEAYIOMEM B MPOGECCHOHATBHON AESITeIbHOCTH), HEOOXOIUMBIX B IOCIEIyIOIei
y4eOHO e TeTbHOCTH.

B cootBercTBUM ¢ paboueii mporpammoii [IM. 01. Opranusaiust JOKyMEHTAI[HOHHOTO o0ecrie-
yeHus yrpasiieHus U pyHkiuonupoBanus opranuzanuu, MJIK 01.03. Opranuzamusi cekpeTapcKkoro
00CITy’)KHBaHUS TPEyCMOTPEHO MPOBEICHUE MPAKTUYESCKUX 3aHATHIA.

B pe3ynbrare ux BBIIOIHEHUSI, 00y4arOIUNCs JOIKEH
YMETh:
- IIPUMEHATh HOPMaTUBHbIE IIPABOBBIE AKTHI B YIIPABIECHUYECKOU NESITEIbHOCTH;
- IIOArOTABJIMBATH IPOEKTHI YIIPABICHUYECKUX PEIICHUN;
- 00pabaTbIiBaTh BXOJAILIME U HUCXOJSALIME JTOKYMEHTBI, CUCTEMATHU3UPOBATH UX, COCTABIIATh
HOMEHKJIATypy /1e71 U GOpMUPOBATh JOKYMEHTHI B JI€Ia;
- TOTOBUTH U IPOBOAUTH COBEIIAHUSA, J€JI0BBIE BCTPEUYH, IPUEMBI U IIPE3CHTALIUU

[TpakTryeckue 3aHATUSL HAmpaBieHbl Ha GOPMUPOBAHUE OOIIUX U MPO(ECCHOHATBHBIX KOMIIE-
tenuuii: CopepkaHre MPaKTHYECKUX U JIAOOPATOPHBIX 3aHATHI OPUEHTHUPOBAHO Ha (HOPMHUPOBAHUE OOIIUX
KOMITIETEHIIMI 10 Mpo(heCCHOHATTbBHOMY MOJYIIIO MPOrpaMMbl MOJATOTOBKHU CIEUAIMCTOB CPETHETO 3BEHA
IO CHELMATIbHOCTH U OBJIAZICHUIO NPOheccuonanbHbIMu KOMREMEHUUAMU

[1K 1.1. KoopaunupoBath paboTy opraHu3anuu (IpUeMHON pyKOBOAWUTENS), BECTHU MPHUEM IO-
CeTuTeNnen.

1K 1.2. OcymecTBisTh pabOTy MO MOATOTOBKE M MPOBEACHUIO COBEIAHUH, /JETOBBIX BCTPEY,
IIPUEMOB U IIPE3CHTALUN.

1K 1.3. Ocy1iecTBiiTh MOATOTOBKY JIEIOBBIX MOE3J0K PYKOBOJHUTENS M APYTHMX COTPYJHHKOB
OpraHH3aIiHy.

1K 1.4. Opranu3oBbIBaTh pabouee MECTO CeKpeTapsi U pyKOBOAUTEIS.

I1K 1.5. OpopMasTh U peruCTpUPOBATH OPraHNU3AUOHHO-PACIIOPAIUTENIbHbBIE JOKYMEHTHI, KOH-
TPOJIUPOBATh CPOKH MX HUCIIOJHEHHUS.

[1K 1.6. O6pabareiBaTh BXOISAIINE U UCXOISAIINE JOKYMEHTHI, CHCTEMATH3UPOBATh UX, COCTAaB-
JSTh HOMEHKIATYpPy 11 U GOpMUPOBATh JOKYMEHTHI B JIEa.

[1IK 1.7. CamocTosTEeNbHO paboTaTh C JOKYMEHTAaMH, COJAEPKAIUMH KOHPUACHIIMATHHYIO HH-
dbopmaruio, B TOM 4HcIe C JOKyMEHTaMHU M0 TUYHOMY COCTaBY.

[1K 1.8. OcymecTtisTh TenedoHHOE 00CTy)KHUBaHUE, TPHHUMATH U TIEPEAaBaTh (HaKChl.

1K 1.9. OcymiecTBisTh NOATOTOBKY /€1 K Iepejaue Ha apXHUBHOE XpaHEHHE.

1K 1.10. CocTaBisTh OMKCH JACJ, OCYIIECTBIIATH TOJTOTOBKY JIeN K Iepeiade B apXUB OpraHu3a-
L[UU, TOCYAAPCTBEHHBIE U MYHULIUIIAJIbHBIE APXUBBI.

A Taxxe GOpMHUPOBAHUIO 0OU{UX KOMNEMEHUUTL
OK 1. IToHuMaTh CyIIHOCTh M COLMAIBbHYIO 3HAYMMOCTb CBOEH Oyayuiel mpodeccuu, mposis-

JIATh K HEW yCTOMYMBBIA HHTEpEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO J€STEIbHOCTb, BEIOMPATH THUIIOBBIE METOJBI U CIOCOOBI
BBITMIOJTHEHUS MPOPECCUOHANBHBIX 33/1a4, OLEHUBATh X 3(P(HEKTUBHOCTh U KaueCTBO.

OK 3. IlpuHuMare pemieHus B CTAaHAAPTHBIX W HECTAHJAPTHBIX CUTYalMSX WM HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymiecTBasTh IOUCK U UCIIOJIb30BaHKE MH(pOpMaLUU, HE00X0AUMOH A1 3 HEKTUBHOTO



BBITOJIHEHUS TPO(ECCHOHATIBHBIX 3a/1a4, TPO(PECCUOHATBHOTO U TMYHOCTHOTO Pa3BUTHSI.

JIeATEIbHOCTH.

OK 5. Hcnonb3oBaTh HHGYOPMAITHOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUH B MTPO(HECCHOHATEHON

OK 6. PaGotate B KOJUIEKTUBE H KOMaHze, J(P(GEeKTUBHO OOMIAThCS € KOJUIETaMH,
PYKOBOJICTBOM, IIOTPEOUTEIISAMHU.

OK 7. bpatb Ha ce0s OTBETCTBEHHOCTb 3a pabOTy UIEHOB KOMaH/bl (IIOJJUUHEHHBIX ), PE3yJIbTaT
BBITOJIHCHMS 3alaHUN.

OK 8. CamocTosATeNbHO ONpEAEATh 3aJaud MPO(PECCHOHATBHOIO U JIMYHOCTHOIO Pa3BUTHS,
3aHUMAaTbCs CaMOOOpPa30BaHUEM, OCO3HAHHO MJIAHUPOBATh MOBBIILIEHUE KBATU(DUKALINY.

OK 9. OpueHTHpOBaTECS B YCIOBHAX YaCTOW CMEHBI TEXHOJOTHH B IMpOQecCHOHaTbHON
JIeSATEIbHOCTH.

BrinonHeHre 00yJaronuMucs MpakTHIeCKUuX 1/uin jabopatopHbix padot no [IM. 01. Opranu-
3a1usl JOKYMEHTAlMOHHOTO oOecreueHus yrpaBiieHHs ¥ (YHKIMOHHpOBaHUS opranuzanmu, MK
01.01. JoxymeHTalnOHHOE OOeCcIieueHre yIpaBIeHHs HapaBJiIeHo Ha:

* 00001IIeHe, CHCTEMATH3AINIO, YIITyOJIeHNE U 3aKpEeIUICHUE TTOIyYeHHBIX TEOPETHUECKUX 3HA-
HUM 0 KOHKPETHBIM TemaM [IM;

* popMupoBaHUE YMEHUIN IPUMEHATh NOJyUYE€HHbIE 3HAHUS Ha MPAKTUKE;

* pa3BUTHE UHTEJUIEKTYyaJbHBIX YMEHUN Y OyAyIIHX CHELHATUCTOB;

* BBIpa0OTKa MPHU PELICHUH ITOCTABJICHHBIX 33/1a4 TaKUX MPOPECCHOHATBHO 3HAYMMBIX KaueCTB,
KaK CaMOCTOSTEIbHOCTb, OTBETCTBEHHOCTb, TOUHOCTb, TBOPYECKAsi MHULMATHBA.

[IpaxTryeckue 3aHATHS IPOBOASATCS MOCIIE COOTBETCTBYIOIIEH TEMBbI, KOTOpasi 00eCIeYrBacT
HaIM4Ue 3HaHUH, HEOOXOIUMBIX JUIS €€ BBIIOTHEHHUSI.

Kpurepun oueHku

Onenka "OTJIMYHO'" BBICTABISIETCA CTYJIEHTY, €CIM OH INTyOOKO M IPOYHO YCBOMWJI IIPO-
IrPaMMHBII MaTepuall, NCYEPIBIBAOIIE, TOCIEN0BATEIBHO, YETKO U JIOTUYECKH CTPOMHO €ro U3Jaraer,
yMEET TECHO YBA3BIBATH TEOPHUIO C MPAKTHUKOM, CBOOOIHO CIpaBiIETCs C 3aJadaMy, BOIPOCAMH U
JPYTMMH BHJAMU NPUMEHEHUS 3HAHWI, IPUYEM HE 3aTPYJHSAETCS C OTBETOM IIPU BUJOM3MEHEHHH
3a/laHui, UCIIOJIB3YET B OTBETE MaTepral MOHOIpadUUECKOM TUTepaTypsl, PaBUIbBHO 00OCHOBBIBAET
IIPUHSTOE PEIIEHUE, BIaJEeT Pa3HOCTOPOHHUMHU HAaBBIKAMU M IIPUEMAMU BBIIIOJIHEHUS NIPAKTUIECKUX
3anad. OdopmiieHHbIE JOKYMEHThl COOTBETCTBYIOT HOPMATHUBHBIM JIOKYMEHTAaM, IIPaBUJIaM M CTaH-
JlapTam.

Ounenka "xopomo' BBICTaBISETCS CTYAEHTY, €CJIM OH TBEPJAO 3HAET MaTepuaj, rpaMOTHO U
10 CYLIECTBY M3JIaraeT €ro, He JOIyCKasl CYIIECTBEHHBIX HETOUHOCTEW B OTBETE HA BOIPOC, IIPAaBUIIb-
HO MPHUMEHSIET TEOPETUUECKHUE MOJIOKEHUS TIPU PELICHUH MPaKTUYECKUX BOIPOCOB U 3a/ay, BIIAJEET
HEOOXO/IMMBIMU HaBBIKAMHU M NPHUEMaMHU MX BbINoJHEHHUs. O(popMIIeHHbIE TOKYMEHTBI COOTBETCTBY-
10T HOPMaTUBHBIM TOKYMEHTaM, MpaBUjaM U CTaHAapTaM.

Ounenka "ynoBJIeTBOPUTEJIBHO' BBICTABIAETCS CTYJEHTY, €CIIM OH UMEET 3HaHUS TOJIBKO OC-
HOBHOT'O MaTepHalia, HO He YCBOMWJI €T0 JIeTajlei, T0MyCKaeT HETOUHOCTH, HEIOCTATOYHO MPAaBUIIbHbIE
(GOpMyYIMPOBKH, HAPYLICHUs JIOTUYECKOM MOCIIE0BATENILHOCTH B M3JI0)KEHUH MPOTPaMMHOTO Mare-
puana, UCTIBITHIBAET 3aTPyIHEHUS IPY BHITOJHEHUH MTPAKTUUYECKUX Pa0oT.

Ounenka '""Hey10B/I€TBOPUTEIbHO' BBICTABIISIETCSA CTYAEHTY, KOTOPBI HE 3HAET 3HAYUTEIIb-
HOM 4acCTH MPOrpaMMHOI0 MaTepuasa, 10MyCKaeT CyllleCTBEHHbIE OMMOKH, HEYBEPEHHO, C OOJIBIINMHU
3aTPyAHEHUSIMH BBIMOJHAET MpakTHyeckue padoTel. OopMieHHbIE JOKYMEHTHl HE COOTBETCTBYIOT
HOPMAaTUBHBIM JOKyMEHTaM



2 METOAUYECKHUE YKA3AHUSA
MK 01.03. Opranu3anusi CEKpeTapcKoro 00cjayKuBaHus
Tema 1.1 Ilpodeccusi-cekperaps. Kapbepa cekperaps

IpakTnyeckoe 3ansitue Ne 1
IIpogeccuonanbHbIi 0TOOP M TPYIOYCTPOICTBO CeKpeTaps

Leapb padoThi: TPUOOPECTH HABBIKH TPYO0YCTPONCTBA IO JOKHOCTH «CEKPETAPhY.
Boinosnus padory, Bl Oyaere:
ymemy:

IIPUMEHATh HOPMATUBHBIC IIPABOBBIE AKThI B YIIPABJICHYECKON JEATEIBHOCTH;

MarepuaabHoe odecnieyenme:

- Y4yeOHO-MEeTOANUECKOE TOCO0KE;

- YueOHo-MeToIu4ecKas JuTeparypa;
- KoHcnekThl neknui

- aTepHeT pecypcebl

3ananmne:

1. [Ipoananuzupyiite conepanue BakaHCUH «CEKPETapb» Ha CalTax MpeIoKeHnH o pabore

2. IIpoananm3upoBaTh YPOBHH Kapbepbl, KBATU(HUKAIIMOHHBIE TPeOOBaHUS K O(QUC - MEHEKe-
PY ¥ OJATOTOBUTH TOJDKHOCTHYIO HHCTPYKIHH.

3.M3yuuB TpeboBaHMS K PEe3tOME MOJITrOTOBBTE CTPYKTYPY AOKYMEHTA JJIsi COMCKAHUS JIOJKHO-
CTH «CEKPETaphy.

3. IloarotoBhTE MaMATKY JJIS1 y4acTusi B COOECETOBaHUH.

Kpartkue Teoperuyeckue cBeleHUs:

Kaprepa — ycnemHnoe npoABMKeHHE B OOIIECTBEHHOM, HAYYHOU NESTENIbHOCTH, MOCTYNATEb-
HOE MPOJBMKEHHE T10 CITy>KEOHOM JIECTHUIIE, U3BMEHEHHE HABBIKOB, CIIOCOOHOCTEH, KBaU(pUKa-
LIMOHHBIX BO3MOYKHOCTEN M pa3MepOB BO3HATPaXJACHUS, CBA3AHHBIX C HEIOCPEICTBEHHOU nes-
TEIbHOCTBIO.

B coBpeMeHHOM pakTUKe yIpaBiIeHUs CIOKUIUCH JOJKHOCTHBIE CTYIIEHU CEKpeTapsi:

- CeKpeTaph (MAIIMHUCTKA, Ha Tele(OoHe, TEXHUIECKUH CEKPEeTaph);
ceKpeTapb-pedepeHT;
pedepenT;
PYKOBOAMTEIH CEKpETapHara;
oduc-MeHemKep.

B aTOM Bompoce MOKHO BOCIIONIBb30BaThCs okyMeHToM ESPS (CkanaunaaBckoit rpymms EBpo-
neickoit acconuanuu npoecCHOHANBHBIX cekperapeit). B aTom nokymenTe 4 ypoBHS:

A — COOTBETCTBYET YPOBHIO CEKpeTaps-MallMHUCTKH B Poccuu;

B — cekperaps;

C — cekperaps-pedepenTa,

D — pedepenta, pykoBouTENs cCeKpeTapuarta, opuc-MeHemKepa.

Oco0bIi UHTEPEC TIPEICTABIIAECT YPOBEHB JOHKHOCTHBIX TpeOOBaHUN U TPO(ECCHOHATBHBIX Ka-
yecTB cekpetapeii rpynn B, C, D

CTYIIEHHU KAPBEPBI 1 ITOBBIIIEHUS KBAJIM®UKAIINNA CEKPETAPS



Conep:xanue padoThl

YpoBeHsb oTBeT- Oo6pa3zoBanue n JIn4Hble
Yposensb (1015KHOCTHBIE 00513aH-
CTBEHHOCTH CTaxK padoThI Ka4yecTBa
HOCTH)
1 2 3 4 5
B [leyats (Ha pogHOM si3bIKe 1 | 3a CBOIO cOOCTBeHHYI0 | Tpw rona uzydeHus 1. ParpoHanbHOCTS U
(COOTBETCTBYET | aHIVIMICKOM) C PYKOIIUCH M | padoTy OusHeca u OpraHU30BaHHOCTh
YPOBHIO CEKpe- TOJT TUKTOBKY 3a cocTaBieHue A0Ky- | AEJIONpPOH3BOICTBA CrnocoOHOCTB BBIOU-
taps B Poccun) PenakTupoBaHue TOKyMEH- | MCHTOB OOy4eHue ceKpeTap- | parh MPUOPHTETHI
TOB O0s13aHHOCTH 3HATH CKOMY CrpemiieHue K
XpaHeHre TOKyMEHTOB CTPYKTYpY KOMITAaHUH | JEIy COTPYTHUYECTBY.
OOcy>KrBaHHE KOMaHANUPO- | U Nm WuannmatuBHOCTE
BOK M COBEILAHUH HalpaBJIeHUs ee Jesl- Heckonbko J1eT cra- AKKypaTHOCTb.
TeneKoMMyHHUKALNH, BKIFO- | TETBHOCTH ’Ka B 00J1aCTH JIEJIO- CKIIOHHOCTS K paboTe

Yast PaCCHUIKY JOKYMEHTOB
6.CamocrosTenbHas pabota
(HammrcaHue YepPHOBHKOB
HECIIOJKHBIX MHCEM, paboTa
1o cozeprkanuio oduca,
IPOBEPKa CUETOB U pellie-
HHE MPOOJIeM, CBSI3aHHBIX €

TpOnU3BOACTBA.
I[OHOJ'IHI/ITCJ'H)HOG
H3Yy4YCHUC
HWHOCTPAHHOT'O A3bI-
Ka.

B 00JIaCTH CcepBHCca

KOMAaH/IUPOBKaMH)
C Iedats (Ha poxHOM si3bike U | 1. OOs3aHHOCTH 1. Tpu ropa uzyue- 1. CriocoGHOCTH py-
(cootBerctByer JIBYX MHOCTPAaHHBIX) C PyKO- | OCYIIECTBIATH CBSI3b HUS OM3HECA M IETIO- | KOBOJIHTb M B3aHMO-

YPOBHIO CEeKpeTa-
ps-pede-peHTa B
Poccumn, 6azupy-
eTcs Ha ypoBHe B
IUTIOC JIOTIOJIHU-
TeNbHOE 00pa3o-
BaHHE U CTAX

TIMCH U TIOJ] IUKTOBKY
CocrapieHre rmiceM, HakcoB
Y IPYTUX JTOKYMEHTOB
ITpoBepka ¢akToB, H3J10-
JKCHHBIX B OTYCTAX U APYTUX
JIOKYMEHTaX

Ipuem u nepenava coodrrie-

MEKITY pPYKOBOIUTENIEM
¥ BCEMH OCTaJILHBIMHA
2. OTBETCTBEHHOCTH 3a
MPOBEPKY HCTIOJTHEHHS
3aJJaHUI U OTYETHOCTh
3. O0s13aHHOCThH 3HATh

CTPYKTYpY KOMIIAHUU

TIPOHM3BOJICTBA.
2. O0y4eHue cexpe-
TapCKOMY JIely He

MEHee OJJHOTO rojia

Nm
1. He menee maru net

JIeHCTBOBATH C MIEPCOo-
HaJIOM

2. Xopolue opranu-
3aTOPCKHUE CIIOCOOHO-
CTH

3. Xopormii utepa-
TYpPHBIH CTUIIb

paboThI Ha HMI 10 KaHaJIaM CBSI3U U HaIlpaBJICHUS €€ paboThI cexpeTapeM 4. Coco6HOCTb
yposHe B) (paxe, E-mail u T.1.) JIeSITeFHOCTH, 3HATh ypoBHs B CIIPaBIATHCS CO

OpraHu3arims KOMaHIHpo- CIIeIHATH3ALHIO CO- 2. JIONONHUTENBHOE | CTPECCOBBIMHU CUTYa-

BOK Y COBELLIAHUH TPYJHHKOB M BHEIIIHUE | WU3y4YCHHE HHOCTPAH- | LHAMH

Benenue npoTokosia M KOH- | CBSI3W KOMITAHHH HBIX S3bIKOB, OCHOB

TPOJIb 32 BBINOJHCHUEM yIpaBJICHHs, OCHOB

NPHHATBIX PEILCHHH TPYIOBOTO MpaBa,

CamocTosTenbHas paboTta KOMIBIOTEPHBIX MPO-

(cocraBrieHre KOMaHIUPO- rpaMm.

BOYHBIX OTYETOB U MPEANU- 3. Hpe}IHO‘ITI/ITeHeH

CaHMH, MepeBoJ1 TOKyMEH- ONBIT PabOThI 3a py-

TOB, paboTa C IEPCOHAIIOM, 6exxoM

cOop 1 00paboTKa TAHHBIX,

MPOEKTHAs paboTa)
D [NoaroToBka u BeJCHUE 3a cBOM HCCIIEA0Ba- Tpu roga usyuenuss | Bonbinas sHeprus
(COOTBETCTBYIOT | 3acelaHMil, COBETOB M Py- | HHS U OTYETHI. OuzHeca U Jeno- TBopueckue cro-
YPOBHIO pede- THX COBELIaHUH 3a cBO# OrOIKET. MPOM3BOACTBA COOHOCTH
peHTa, pykoBo- | Benenue agMuHHCTpaTuB- | 3a IMEepCOHAI. OOGyueHue cexkpe- CnocoOHOCTH K JIH-
JIUTENs CeKpeTa- | HOil paboTbl 3a ocymiecTBIeHUE TapcKOMY Jeiy He JIEpCTBY
puarta, opuc- KoHcynbpTupoBanue Bo CBSI3U MEX]y PYKO- MeHee osHOTrO roga | HanexHocts

MeHe/Kepa B
Poccun; ypo-
BeHb D 6aszmpy-
eTCsl Ha yPOBHE
C + gomoaHu-
TeNbpHOE 00pa3o-
BaHMeE, CTAXK
paboTHI Ha
yposHe C)

BpeMsl IpueMa cexperapei
Ha paboTy, TOMOIIIH B HX
O6y‘-ICHI/II/I U IIOBBIIICHUH
KBaTU(UKAITUN
Opranu3zanus npe3eHra-
WU, TPeACTaBUTEIbCKAS
JIeSITEIEHOCTD
JesTenpHOCTH O obecte-
YEHHIO MHpOpMaruen
(KOHTAKTBI CO CpeACTBAMH
MaccoBOH MH(pOPMAIH,
penakTupoBaHue HHQOp-

BOAMTEIIEM H JTOJIXK-
HOCTHBIMU JTUIIAMHU
BBICOKOTO paHTa.

Nnu

Bousbuioit oneIT pa-
0O0THI cCEKpeTapeM
ypoBHs C
N3yuenue Ha yHU-
BEPCUTETCKOM
YPOBHE UHOCTpaH-
HBIX f3BIKOB,
yTpaBJeHus Ou3He-
COM, 3HaHHUE IKOHO-
MUYECKUX 3aKOHOB
1 TPYAOBOTO 3aKO0-




MaIlHOHHBIX OroJIeTeHEH HOIATCJIbCTBA, IICHU-

JUTSL COTPYHHKOB KOMIIa- XOJIOTHH OOIICHHUS
HUU U TIp.) U UHGOPMAIIHOH-
CaMocrosiTenpHas padboTa HBIX TEXHOJIOTHI
(T.e. cCOOCTBEHHBIE HCCIIE- [IpenmouTuTensHO
JIOBaHUs, IepeBo]] OU3HEC o0y4YeHHEe WU CTa-
Y TEXHUYECKUX OTUYETOB, JKUPOBKA 3a pyde-
KOMITBIOTEPHBIE HCCIIEI0- KOM

BaHUs, PyKOBOJICTBO HPO-
€KTaMH, PyKOBOJACTBO
MIEPCOHAJIOM, PYKOBOJICTBO
paboToii, cBsI3aHHOM C Op-
raHu3anuel KOMaHIupo-
BOK)

7. llpuem u nepenaya co-
oO0IIeHuH 1o KaHaJlaM
cesi3u (ake, E-mail u 1.11.)

[Ipennaraetcs cieayomuii BApHAHT KBATU(PHUKAIIMOHHON XapaKTEPUCTHKH O(HC-MEHEIKepa:

JoKHOCTHBIE 00S13aHHOCTH. YUYaCTBYET B ONPEEIICHUN MUCCHH OpPTraHU3aIiy, B pa3paboTKe U Iia-
HUPOBAHUH BOIIPOCOB CTPATETUUECKOTO PA3BUTHS: YCTAHOBIIEHNE PHIHKOB COBITA W MOTEHIUATBHBIX KINEHTOB,
COBEpIICHCTBOBAaHUM KauecTBa OKa3bIBA€MBIX YCIIYT, KOOPAMHALMK M KOHTpOJIE 32 JOTOBOPHOM JesTeNbHO-
CTBIO; B ONpENEeNeHNH MCTOYHUKOB OOecreyeHrs: HEOOXOAMMBIMU KaJpaMH; OCYIECTBISIET NpPEeICTaBUTEIb-
ckre (QyHKITHH.

Opranuzyer, KOOPAMHUPYET U KOHTPOJUPYET BOMPOCH BHYTPECHHEU JICATEIBHOCTH OpTaHM3AIUU:
YYacTBYET B IMOJTOTOBKE, U3aHUM OPTaHU3AIMOHHO-PACTIOPSIINTEIBHBIX JOKYMEHTOB; pa3pabaThiBacT opra-
HU3AIMOHHYIO CTPYKTYPY MPENNpPUITHS, TPOrpaMMBI Pa3BUTHS NEPCOHANA; YYacTBYeT B pa3padoTke Om3Hec-
IUIAHOB, @ TAKXKE B TEKYILUEM U JOITOCPOYHOM IUIAHUPOBAHUU JEATEIBHOCTH OPraHM3alMd, B TOM YHCIE BO
BHEJIPCHUHU HOBBIX WH(MOPMAIIMOHHBIX TEXHOJIOTHIT; OPraHU3yeT U IMPOBOJUT COBEIIAHMUS, TICPErOBOPEI, IPE3CH-
TaIuy, peKJIaMHble KaMITAHUH;, OCYIIECTBIISIET MTOA00P, OIIEHKY, CTUMYJIMPOBAaHHUE, TIOBBIIICHNE KBaTH(UKAIIH
MepcoHala; IPOBOIUT pabOTHl IO HOPMHUPOBAHUIO TPY/a U OTPEACIICHUIO YNCICHHOCTH TIepCOHAa.

PykoBomut pabdotoii cimyx0b1 JJOY u obecnieunBaeT 3(EeKTUBHOE BHIMOIHEHUE € (QYHKIMH (y4er,
KOHTPOJIb UCIIOJHEHUSI, MTOUCK, CIIpaBOYHasl padoTa, SKCIEPTHU3a IEHHOCTH JIOKYMEHTOB, UX ONEpaTHBHOE M
apXWBHOE XpaHEHHWe, aHAIUTHYecKas paboTa ¢ mH(popManuen aJs IPUHATUS PEIIeHNH); OPTaHNU3yeT BHEIpe-
HUE aBTOMATU3UPOBAHHBIX MH(OPMAIMOHHBIX CUCTEM, IIPUHUMACT y4acTUE B MPOCKTHPOBAHUU U aKTyaju3a-
Uy 0a3 ¥ OAHKOB JIAHHBIX; MPUHUMAET MEPBI 0 YIOPAIOUYCHHIO COCTaBa JIOKYMEHTOB U JIOKYMEHTOIIOTOKOB;
pa3pabaThiBaeT HOPMATHBHO-METOIWYECKHE TOKYMEHTHI IO BOMPOCAM JIOKYMEHTAIIMOHHOTO OO0eCIIeueHHs
yIpaBIeHUs OpraHu3alii; OpraHu3yeT U KOHTPOJIUPYyeT padoTy Mo 3amure WHGOPMAIUK, COBMECTHO C JIPY-
TUMH PYKOBOJHTEISIMH OpraHU3yeT paboTy Mo MpHOOpeTeHHIo, BBOAY B IKCILTyaTanuio, 3¢gdekrnBHOMY wHc-
MOJIE30BAHUIO M 00ECIIEYCHHIO COXPAHHOCTH OPT TEXHHKH.

Hossken 3HaTh. 3aKOHOJATENbHBIE U HOPMATUBHBIE aKThl, PErJIAMEHTUPYIOIINE MPEAIPUHUMATENb-
CKYI0 M KOMMEpYecKylo, MH(QOPMAIIMOHHYI0 U JOKYMEHTAIIMOHHYIO NIeSITEIbHOCTh OpraHW3alliu, padoTy ¢
MEPCOHAIIOM; PHIHOYHYIO SKOHOMUKY, MPEANPUHUMATENLCTBO U BeJeHNE OM3HEca; OCHOBBI MapKEeTHHIa U Me-
HE/DKMEHTA; JIeIOBOE aJIMUHUCTPUPOBAHUE; TEOPUIO M MPAKTHKY PaOOTHI ¢ MEPCOHANIOM; (GOPMBI M METOJBI
BEJICHHsI PEeKJIAMHBIX KOMIIaHUH, pabOTHI ¢ 00IIECTBEHHOCTHIO, TIOPSIOK Pa3padOTKH KOMMEPUYECKHUX COTJIAIIe-
HUI U yCJIOBUH, TOTOBOPOB; OCHOBBI OYyXy4ueTa; OCHOBBI COIIMOJIOTUH M TICHXOJIOTHHU; 3THUKY JIEJIOBOTO 00IIIe-
HUS; JIEIONPOU3BOJICTBO; TEXHOJOTHIO Pab0OThl BEIYUCIUTEIBHON U OprrexHuKU cinyx0 JIOY; ocHOBBI Tpyna u
SPrOHOMUKHU.

TpeGoBanus k kBaaudukanuu. Bricuiee npodeccnonanbHoe 00pa3oBaHue WM BbICIIee MpodeccH-
OHaJIbHOE 00pa30BaHUE U JIOTIOJHHUTENBHAS TIOATOTOBKA B 00JIACTH TEOPUH M NMPAKTUKHA MEHEJKMEHTA H JIOKY-
MEHTAIIMOHHOTO 00ECTICUEHMsI YIIPaBIICHHs, CTaX PaOOTHI 10 CIIEUATBHOCTH HE MEHee 2 JIeT.

[pennaraercst ClemyolIas CTPYKTypa pe3ioMe:

JIMYHBIE CBEAEHUA
e damwus, Umsa,0T4uecTBO
Anpec: HHIIEKC, TOPOJ, YIIHIA, I0M, KBAPTHPa
Tenedon, e-mail
Jata poxxaenust (1mo TpeGOBaHUIO)
CemeitHOE MONIOKEHHE
CrnoBo pe3fome 00b9HO He mumiercs. Jlyume Hanmmure KpynmHeIMHA OykBamu (18-20 mpudr), mo meHTpy, cBepxy
BaIly (aMHIINIO, UMS U OTYECTBO. TaKoi 3arojIOBOK MOMOKET OBICTPO HAMTH Balle pe3foMe B CTOTKE M3 COTEH IMOT0OHBIX




Oymar. He 3a0ynpTe ykasaTh naTy pOKACHHS, paiioH NPOXXMBaHHS M ceMelHoe mojoxeHne. OTCyTCTBHE TaKOH diieMeH-
TapHOI HHOpPMAINU HACTOPAKMBAET PA0OTOAATES.

IIpenocraBnss agpec MecTa >KUTEIbCTBA, XKEIATeIbHO YKa3aTh SBJISETCS JIM 3TOT afpec BPEMEHHBIM WM MOCTOSH-
HbIM. Ecinn anpec BpeMeHHBIH, TO JI0 KAKOT0 CpOoKa Bac MOKHO 3acTaTh 10 HeMy. Eciii ykas3piBaeTe HECKOJIBKO Telae(OHOB,
NOMEThTE MO0 KaKOMY, B KaKOe BpeMs 3BOHUTh. Eciii BaM MOCTYITHBI JPYTHe CPEACTBa CBsi3H, Hampumep, dakc, e-mail,
nermkep, 1CQ, Takke yKakUTe MX, JETATU3UPYs M0 BOZMOXXHOCTH YCIIOBUS CBS3HM ¢ Bamu. [lomHHTE: YeM ObicTpee co-
TPYZHHUK KaJIpOBOTO areHTCTBA WM OTAETA KaJ[POB CBSDKETCS C BAMH, TEM OOJBIIE Y Bac IIAHCOB OOOWTH BaIIMX KOHKY-
PEHTOB B MOJYYSHHUH TOM WM WHON pabOTHI.

LEJIb: YkaxuTe JOMKHOCTH WM BAKaHCHUHU, HA KOTOPYIO IIPETEHAYETE.

OBPA30OBAHUE:

[epeuncnure yueOHbIC 3aBEEHUE, IIKOJIBI, KYpPChl, HHCTUTYTHI, U T.J. KOTOPBIE BBl YK€ 3aKOHYMIM WU €lie Ipo-
JIOJDKAeTe YUUTHCS: -

Hcnons3yiiTe 00paTHBIN XPOHOJIOTHYECKHil MOPSAAOK, T. €. MOCJIEAHEE MECTO y4eObl YKKUTE HEPBBIM, HIIH
NPUHLUIT 3HAYUMOCTH, T. €. YKa)KHTE CHauaa MEeCTo yueObl HanboJiee 3HaUnMOoe JIsi HCKOMOH paboThL. —

Jnst KaXa0ro MecTa y4eObl IpeIocTaBbTe CIEAYIONTYI0 HHPOPMAIHIO: IIEpPHUOA 00yUeHHSI ¢ TOYHBIM (MecsL, TO.)
yKa3aHHEM JaT Havaja W OKOHYaHWs OOydYeHWs; MeCTO y4eObl (eciH W3 Ha3BaHUS y4eOHOTO 3aBEJCHHS HE CICAYET ero
pacIoNoXXeHNE, YKAKUTE TOPOJ, CTPaHy) M, HAKOHEIl, YKaKUTE Ty KBaJTH()UKAIMIO, KOTOPYIO BbI momydmin mo okoH4a-
HHIO 00ydYeHHS, T. €. YKaKUTE 3BaHHUE (ATTECTaT, IUIUIOM, CEpTU(HKAT U T.JI. N0 cnennansHocTh). Pacmmdpyiite momHo-
cThl0 Ha3BaHue BY3a, pakynprer, crienuanbHOCTh. Y4ueba B IIKoJIe OOBIYHO HE YKA3bIBAETCS, €CIIH, KOHEUHO, HET 0COOBIX
NPUYUH €10 TOPIUTHCS. —

[epeuncnure TOIBKO TE MECTa y4eOBl, KOTOPBIE BaKHBI AT TaHHOH, HICKOMOW paboThl. - Kpome ocHOBHOTO 00pa-
30BaHUA YKAXKUTC CEMUHAPBI, KYPChl, TPDEHUHT'H, KOTOPBHIC BbI IPOXOANJIIN. ECHI/I, KOHCYHO, OHU MPUTOAATCA Ha Npearojia-
TracMbIC BaMHU TOJDKHOCTH.

BkJirounte B pe3toMe HHPOPMAIMIO O BAIIMX HArpajiax W JAOCTIKeHUsX( BBIMTPAaHHBIE ITPaHThI, KOHKYpChI(Jlyurmii
MPOEKT U T.1))

OIIBIT PABOTBI:

[epeuncnure mecra Bameil ObBIIeH padoTsl: MHpOpManus o mpeaslaymux MecTax pabdoTbl OOBIYHO BBITIISIHUT
CJIeyIONTMM 00pa3oM: AaThl (Mecsl, rof); Ha3BaHWE KOMIIAaHWH, HAINPaBJICHHUE JESTEIHFHOCTH, Ballla JOJDKHOCTH, BAIIH
¢ysknmu (orydmne 06 aTom nogpodHee). - Mcnmoib3yiiTe 00paTHBI XpPOHOJIOTHYeCKHT MOPATOK, T.-¢. [locnenHee me-
CTO PabOThI YKaXKUTE MEPBHIM, WM NMPHUHIMI 3HAYUMOCTH, T. €. YKOKHUTE CHAa4ana MEcTO pabOThI, I/l MOTyYeHHBIH BaMU
OTIBIT HamboJiee 3HAYNM 1S Oy Iyteit paboTsr; -

Jnst kaxxaoro mMecta paboThl IPEIOCTaBbTE CIIEAYIOTYI0 HHPOPMALUIO: IEPHO] 3aHATOCTH C TOYHBIM (Mecsll, TOJ)
yKa3aHUe JaT Havyajla U OKOHYaHMs paboThl; paboToaaTelnb (yKaXKuTe Ha3BaHHE (PUPMBI, TOPOJI, CTPaHY); NODKHOCTB; 005~
3aHHOCTH (B TpeX-4eThIpeX NPEATIOKECHUIX U3JIOKUTE KPYT BaIIMX 00sI3aHHOCTEH). —

[TepeuncinTe TOJIBKO T€ MECTa PabOThI, KOTOPHIE BAXKHBI I HCKOMO# paboThl. - He ocTapstiite mpo0esioB B gaTax
nepro/ia 3aHsaTocTu. - Korjga Bl mUIUTe 0 CBOMX (PYHKLMSAX U JOCTHXKEHUSIX — Oy/IbTe KOHKpETHbI. Jlake eciu BbI — y3-
KUl CIIELUAIIICT, KaproH JIydIlle He UCIOIb30BaTh. Helb3s J0CIOBHO KOMTMPOBATH 3aMMCH TPYA0BOM KHUKKH.

Ecnm Bam HaxBaTaeT ombITa paboTHI 1O CIEHATBHOCTH, HEOOXOJUMO BKJIIOYHTH B PE3IOME BECh OMBIT PabOTHI
(TpOM3BOACTBEHHYIO IIPAKTHKY; JIETHIOIO PadOTY; BpEMEHHY10 paboTy; BOJIOHTEPCTBO)

BbI 1ODKHBI TOKA3aTh , 4YTO yMeeTe paboTaTh U JOOMBATHCS pe3ynbTaToB. Ecim ombita paboThl HET COBCEM , TO TO-
I71a Ha/I0 ITOJPOOHO OCTAHOBHUTHCS HA 0OPAa30BaHUM.

JOITOJIHUTEJIbHBIE CBEAEHWA:

Hanpumep, Brl ymeere paGotaTs Ha KOMIBIOTEpE, 3HA€TE MHOCTPAHHBIE SI3BIKM, BJIAJI€€T€ MAIIMHOINMKCHIO, Y Bac
€CTh BOAMTENbCKHE ITpaBa. Eciu kakue-mnbo M3 3TUX HaBBIKOB ITIOMOTYT BaM CIIPABSITCA C BAalIMMHU OYyIyIIMMHU 00sS3aHHO-
CTSIMH, TO YKaXUTE UX, CO3/1aB COOTBETCTBYIOIINE 3ar0JIOBKH, HAIIPUMEDP, 3HAHHE KOMIIbLIOTEPA, HHOCTPAHHBIE A3BIKU U
T.41. CnenmanucraM, HampuMep, MPOrpaMMECTaM, PEKOMEHAYI0 yKa3zaTh OoJiee NeTaubHYyI0 HHPOPMALUIO (S3BIKH IIPO-
TPaMMHUPOBAHUS, OTIEPAIIMOHHBIE CHCTEMBI, 0a3bl TaHHBIX, MpOorpaMMupoBanue noa MarepreT). B pa3xene mHocTpaHHbIe
SI3BIKU JKEJIATEIbHO YKA3aTh HE TOIBKO YPOBEHb BIAJCHUS A3bIKOM, HO U [JI€ U KaK JOJITO BBl €10 YYUIU

Ecnm BBl yuacTByeTe B mpo)ecCHOHANIBHBIX JIBH)KEHHSX, KiTy0ax, accolManusax — 3To Ball Iumoc. Hamuaue Boau-
TEJILCKOTO YJJOCTOBEPEHHS], aBTOMOOMIIS TOKE OYZET PacleHeHO KaK MOJOKUTEIbHBINH 3HaK. Y4acTue, a TeM Oojee moode-
JIbl B Ipo(ecCHOHANIBHBIX KOHKYpPCaxX CKaXKyT pabOTO/ATEeNo O BallleM CTPEMJICHUH OBITh CIIEIIMAINCTOM BBICOKOTO YPOB-
HSl.

JATA IMOAITNCH N.0.OAMUIINSL.
HOMI/IMO 3TUX OCHOBHBIX pa3;1en013 B pe3}0Me MOXHO yKaBaTI) prr HHTCpeCOB, IIOABCCTU UTOT CBOUM KadyeCTBaAM U
HanOoJIee BaXKHBIM CITOCOOHOCTSIM.

ITopsinok BbINOJIHEHHS PadOTHI:



1.Ilpoananu3upyite coaep:kaHue BaKaHCUN «CEKPETaphy Ha calTax MpeyIoKeHU 0 paboTe
(Headhunter, rabota.yandex, job.ru u npyrue) u 3amosHute B TeTpanu Ta0IuILy:

Tpebosa- TpeboBa- TpeboBa- Tpebona- Jomx-
HUsI K 00pa3oBa- | HHSI K OIBITY pa- | HUS K 3HAHUSAM U | HHSI K JIMIHOCT- HOCTHBIE 00sI-
HHUIO 0OTHI U CTAXY YMCHUAM HBIM KaueCTBaM 3aHHOCTHU

2.CocTaBbTe pe3roMe IS COUCKAHHS JOKHOCTH «CEKpeTapby. VICIob3yst CTPKTYpy pe3toMe U
I10 «MS Office»

3. C wucnonb3oBaHuem komnbioTepHoi nporpammbl 10 «MS Office» cocrabte [lamsaTky s
COMCKaTeJIeH 10 IOJDKHOCTH CEKpeTaph
dopma npeacTaslieHus pe3yJbTaTa: BeimoaHerHas padbora

Kpurtepun ouenxu: /s oneHkn o0pa30BaTENbHBIX JOCTHKEHUN 00yUYaIOMIUXCSI IPUMEHSETCS
yYHUBEpCcajbHas IIKaJla X OLICHKU

[TporeHT pe3ynbTaTHBHOCTH KauecTBeHHast OlIeHKA YPOBHS IIOATOTOBKH
(mpaBUIILHBIX OTBETOB) 0ay1 (oTMeTKa) BepOaJIbHBINA aHAJIOT
90 +100 5 OTIIMYHO
80 +~ 89 4 XOpOIIO
7079 3 YJIOBJICTBOPUTEIIHLHO
menee 70 2 HEYI0BJICTBOPUTEIILHO




Tema 1.3. YcioBusi Tpyaa padOTHUKOB CJIY:KO0 JOKYMEHTAUH

IIpakTHyeckoe 3ansaTHe Ne 2
YcnoBus Tpyaa pabOTHUKOB CITYKO JTOKYMEHTAIIUU

Ieanb pagoThi: O3HAKOMUTHCS C YCIOBUS TPyJa PAOOTHHKOB CITy>KOBI JOKYMEHTAIHH.
U OpraHusanueii paboTsl cekpeTapsi.

Boinosinu pa6ory, Bel Oynere:
ymems.
IIPUMEHATh HOPMATUBHBIEC IPABOBBIE AKThI B YIIPABICHYECKON NEATEIbHOCTH;

MarepuajbHoe o0ecrieueHue:

- Y4eOHO-MeTOAnYECKOE mocodue;
- nTepHer - pecypchl;

- KOHCIIEeKThI TEKLHiA.

3ananmne:

1. OpranuzoBatb paboyee MECTO C yU€TOM ONTHUMAIbHBIX YCIOBUH Tpya.

2.. OxapaxrepusyiiTe (hakTOphI BIHUSIOIIUE HA 37J0POBbE B PaOOTOCTIOCOOHOCTD
2. Ilpoananu3upyiite cuTyanuu

ITopsinok BbINOJIHEHHS PadOTHI:
1 .CocTaBUTh XapakTepUCTHKY (PaKTOPOB U HOPMATHBOB B COOTBETCTBUHU C HOPMATUBHBIMH J0-
KYMEHTaMH.

Bugpl dpakTopoB OcCHOBHbIE HOPMAaTHUBBI OcobenHoctu

ITomemenue u ero ImIomagb

TeMrmiepaTypHBbIi peXKUM U COCTaB
BO3/1yXa

OcCBeIIEeHHOCTD U IIYM

L[BeToBOC OhopMITeHHE

Pexxum Tpyna u oTIbIXa

2. [Tpoanamm3upyite GakTopsl, obecneunBarImue KOMPOPTHBIC YCIOBUS pa0OTHI CeKpeTapst
( Iemonpou3BOAUTENS ) HA paboyeM MecTe.

[Ipoananu3upoBaTh U MOSCHUTH CUTYALHIO:

[To cnenyromemy anropurmy:

1.BpIBUTH HapyLIEHHs] B IPUEMHOM.

2. YcTaHOBUTH, HOPMaTHBHBIE YCIOBUS TPYAaA.

3. [IpenokuTh KOHKPETHBIE MEPHI PELLIEHUSI CUTYaluu.( MOXXHO OOPMUTH B TaOJIHILY)

2.1.Bo1 mpunun Ha paboty 15 mas. OkHa BaIero moMenieHus BBIXOST Ha BOCTOK. Temmepa-
Typa Bo3ayxa B momenieHuu 24 °C. OtHocuTenbHas BiaxHOCTh 40 %. Pabodee MecTo HaxoquT-
Csl B IIEHTPE KOMHATHI, MPU 4eM PabOTHHUK CHAWUT CIMHOW K OKHY. Ha cTone mMeercst MecTHOe
ocserenue. O6mas miom@aas KoMHATHl 18 M2, paboraer B Heil 1 demoBek. CTEHBI OKJICCHBI
000sIMH TIEPCUKOBOTO IIBeTa. MICKyCCTBEHHOE OCBEIICHHE YCTAaHOBJCHO B MAHENSAX MEXKIYy CTe-
HOHM W MOTOJIKOM B BHJI€ TOUEUYHBIX Jiamrl. B koMHaTe nMmeeTcs: 00IbII0e KOTUYECTBO KPYITHBIX
HCKYCCTBEHHBIX pACTCHHI. YPOBEHb IiryMa He npeBsbimaeT 40 6.

2.2.Bsl npunum Ha padoty 20 HosiOpsi. OKHa Ballero NOMEIIEHHUs BEIXOAT Ha CeBep, TeMIIe-
patypa Bozayxa npuMmepno 20 °C., oTHocutenbHas BIaxxHOCTh 60 %. Pabodee mecTo HaxoauTCst
B yIJly, IPUYEM CBET MaJIaeT Ha CTOJI C MpaBoi cTopoHbl. Ha cTonax paOOTHUKOB OTCYTCTBYET

11



MecTHOe ocBermeHne. O0mas iomaab KoMHaThl 15 M2, paboratoT B Heil 2 yenoBeka. CTeHbI
OKJIEEHBI 0005IMH CBETJIO-CUPEHEBBIX TOHOB. MCKyCcCTBEHHOE OCBELIEHHE HAXOAUTCS HA MOTOJ-
K€ B BHJIC JIaMIT THEBHOT'O CBeTa. B KoMHaTe 00JbI10€ KOJTMYECTBO KPYITHBIX )KUBBIX PacTEHU,
PAcIIOIOKEHHBIX Ha MOJTy U IOJOKOHHHUKAX, UMEETCsl 00JIbIION aKBapHyM.

®opma npecTaBieHus pe3yabTara: Beimonnennas padora

Kpurepun ouenku: /s oneHku o0Opa3oBaTeNbHBIX JOCTHKEHUM OO0YYarOIIMXCs MPUMEHSETCS
YHUBEpCalIbHas IIKajJa UX OLEHKU

HpOHeHT PE3YJIbTAaTUBHOCTH KauecTBenHnas OLICHKA YPOBHJ IMOATOTOBKH

(IpaBUIIBHBIX OTBETOB) 6asu1 (0TMeTKa) BepOAJIbHBINA aHAJIOT
90 +100 5 OTJIUYHO
80 + 89 4 XOpOIIO
70 ~79 3 YJOBJIETBOPUTEIHLHO
meHee 70 2 HEYJIOBJICTBOPHTEILHO




Tema 1.4. Opranuzanus padodero mecra

IIpakTHyeckoe 3ansaTue Ne 3
Opranuzanus pabodero mecta

Hean padotrbl: HayuuThest panioHaibHO, OpraHM30BbIBATh paboyee MECTO

Boinosinus pa6ory, Bel Oynere:
ymems.
IIPUMEHATh HOPMATUBHBIEC IPABOBBIE AKThI B YIPABICHYECKON NEATEIbHOCTH;

MarepuajbHoe o0ecrieueHue:

- Y4eOHO-MeTOAnYECKOe mocodue;

- YyeOHO-MeToANYeCKas TUTepaTypa;

- KoHcnekThl nexknuii

- UutepHet pecypchl

3ananue:

1. Co3zpate rpaduyeckuii MPOEKT MPUEMHOM ¢ 000pYAOBaHHBIM PaOOYHM MECTOM CCEeKpeTaps
( cenmanucTa aeIonpon3BOICTBA)

2. IlpeacraBuTh MPOEKT B BHUJIE MIPE3EHTALIMU U OOOCHOBATH €TO.

KpaTtkue TeopeTudeckue cBeJleHUs:

Bce Tpe6OBaHI/I$I K IIPOCKTHUPOBAHUIO ITPOCTPAHCTBA YCIIOBHO MOKHO PAa3ACJIUTh HA T'PYIIIbIL:

NoakowhE

TpeboBaHMs K SKOHOMUH TLIOLIA]TH.

TpeboBanus K MeOCIH.

Pacnonoxenne u Hanmuyre OPrTeXHUKHU.

30HUPOBAHNE IPOCTPAHCTBA.

[Topsnok XpaHEeHHUs IMYHBIX BELIEH U IEJTOBBIX IPUHAUICKHOCTEN.

I[BeToBOE pElLIEHHE UHTEPBEPA.

[IpumepHbIil rpaduueckuii MpOEKT MPOCTPAHCTBA MPUEMHOMN mpezacTasieH Hipke. Lluppamu
0003HaueHBI BBIJIEJICHHbBIE 30HBI B IPOCTPAHCTBE.

Bxog ®

IpHEMH .
TTT 2

Buog B
EafmHeT

ITopsinok BbINOJIHEHHS PadOTHI:
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1. Axryanusupyiite TpeOOBaHUs, IPEIbABIIEMbIE K OpraHu3alui pabouero npocTpaHCcTBa

MIPUEMHOM.
3anosHUTE TabIMIy palMOHAIFHON OpraHu3aly padboyero MecTa

HopmaTtuBHBIE MEpOTIPUATHS OpraHu3anun padbo- CoBpeMeHHbIE MEPOTIPHUATHS OPTaHU3aINN pado-
4ero Mecra 4Yero Mecra

2. C ucnonp3oBanueM [10 «Paint» cosznaiite rpaduueckuii pOSKT MPHEMHON PYKOBOHUTEIS C
y4eToM TpeOOBaHUH, MPEAbSIBISIEMbIX K IJIAHUPOBAHUIO IPOCTPaHCTBA odrca.
3. Cospaiite npesenrtanuio B [10 «Power Point», mo teme «ParroHanpHasi opranusanus pabo-
4yero Mecra» ¢ 000CHOBaHHMEM IPOEKTa (B TOM YHcIie BRIOOp Bua MeOesu, B3auMOpacioio-
JKEHUE MeOeNH, HATMYUE 30H B POCTPAHCTBE, [IBETOBOE PEIICHUE).

®dopma npeacTaBiaeHns pe3yabTaTa: Beinonnennas padora.
Kputepuun ounenku: /Iy oleHKH 00pa30BaTeNbHBIX JOCTHKCHUH OOYYaIOMINXCsl MPUMEHSCTCS
YHHUBCPCAJbHaA 1IKajla UX OLCHKU

[TporieHT pe3yIbTaTUBHOCTH KauecTBeHHas OllEHKA YPOBHS MOJTOTOBKH
(mpaBUIILHBIX OTBETOB) Oay (0OTMETKA) BepOaIbHBINA aHAIOT
90 +100 5 OTIUYHO
80 + 89 4 XOPOIIIO
70 ~79 3 YJOBJIETBOPUTEIHLHO
meHee 70 2 HEYJIOBJICTBOPHTEIHHO




Tema 1.5 IlnannpoBanue padodero 1Hs

IIpakTnyeckoe 3ansaTue Ne 4
[InanupoBanue pabouero IHs cekpeTaps U pyKOBOAUTEIS

Lesas padoThi: HayunThes nmiaanupoBaTh pabounii 1eHb CEKpeTapsi U pyKOBOJUTEIIS.

Boinosinus padory, Bel Oynere:
ymems.
- IIPUMEHATh HOPMATUBHBIEC IPABOBBIE AKThl B YIPABICHYECKON NEATEIbHOCTH;
- FOTOBUTH U MPOBOJUTH COBEILLIAHUS, JI€JIOBbIE BCTPEUH, IPUEMBI U IIPE3EHTALINH;

MarepuajbHoe o0ecrieueHue:

- Y4eOHO-MeTOAnYECKOe mocodue;
- nTepHer - pecypcsl;

- KoHCIIeKThI TEKLHiA.

3ananue:

1. AkTyam3upoBaTh 3HAHUS PUHITUIIOB TUNIAHKPOBAHUS pab0Overo JIHS.

2. HpI/IMerlTB B XOJI€ pCIICHHUA 3aaa4 Pa3IMYHBIC ITOAXOJAbI K IINITAaHUPOBAHUIO

3.CocTaBbTe IJIaH COBMECTHOM pabOTHI Ha JieHb crieranucTa ciyxosl JJIOY u pykoBoauTens
OpTraHMU3aINH. ¢ PA30UBKON 110 BPEMECHHU.

4.0mpenenuTh 0ananc pabovyero BpeMeHHU.

ITopsiiok BHIOJHEHUS PadoThI:
1. CocraBbTe KpuTepuu 3(h(HEeKTUBHOTO TUTAHUPOBAHUS B CBOOOIHOM (hopMe.
2. Ilpoananusupyitme u nosacuume cienyrolly0 CUTYalHIoO.
BHumartenbHO npouynTaliTe CHTYallUI0O U NONPOOYIiTe ONpeae/inTh, KaKue U3 MpeaioKeH-
HBIX JIeJ] HA IaHHbII MOMEHT «BAa)KHbIC M CPOYHbIC», «BAKHbIC U HECPOYHbIC», «HEBAKHbIC U
CPOYHBbIE», «KHeBAKHbIE H HECPOYHBIE).
Bb1 npumm Ha paboty B noneaensHUK B 09.00 yacoB. U3 pakca, crosiero Ha aBTomare, CBH-
caeT JUIMHHAsl JIEHTa MOJy4YeHHBIX cooOeHunil. Bol mpenmnonaraere, 4To CTOIBKO )K€ X HAKOMUIIOCH B
3JIEKTPOHHOM TOYTOBOM sIIuKe. YacTh U3 HUX, O€3yCIOBHO, BakHAa U TpeOyeT oTBeTa. Ha crose Bac
KJET 3alucKa, U3 Kotopoi cienyer, uro B 09.30 BaM HY>KHO NPEACTaBUTh PYKOBOJUTENIO AHATUTH-
YEeCKYI0 CIpPaBKy (2 CTpaHHUIIbl), KOTOpas B MPHHLHUIE TOTOBA, HO €€ HaJO0 elle pa3 MPOCMOTPETh U
pacneudaTtaTh B ABYX dK3eMIuisipax. OT 3TOl cpaBKH 3aBUCUT MOJArOTOBKA PyKOBOJUTEIEM BapUaHTOB
pelleHus K BaXXKHOM BCTpede, HazHaueHHoH Ha 15.00 B 10 vacoB yTpa coBemanue, Marepuaisl K KO-
TOPOMY Bac €Ille B MATHUILY MPOCUJIN Pa3MHOXKUTH 110 KOJIMYECTBY YYaCTHUKOB (8 cTpanuil Ha 14 ye-
noBek). CamMux MaTepuasnoB J0 CHX IOp HET, U Hal0 3BOHUTH B OTHE] PEalu3alud NPOIYKLUH,
HAllOMHUTb, YTOOBI UX IPUHECIIH.
Crnennamucr u3 pexsiaMHoro otaena B 13.00 yneraer B komaHaupoBKy. OH IpHILENT C OTPOMHOM
poch00it 0ThOpPMATHPOBATH M paclieuaTaTh BAXKHOE COOOIEHNE, KOTOPOE OH XOUYET B3ATh C Co00i (B
YeThIPeX IK3EMIUIAPAX).

Eie BbI mOMHHUTE, YTO HAJI0 MO3BOHUTH B PUPMY, KOTOpasi 3aHUMAETCS PEMOHTOM OpraHu3a-
LIMOHHON TEXHUKU W IMPUIJTACUTHh MAacTepa IO PEMOHTY NPUHTEPA, KOTOPBIM MHOIZA IUIOXO MOAAET
OyMmary. A BBbI, K COXKaJIEHHUIO, HE YCIIEIH 1103aBTpaKaTh U3-3a IOMAIIHUX MPoOJIeM U OYeHb HaJIEeTECh
XOTs1 OBl Ha YAIIKY Yasi.

JlanHbIC 3anTUIIUTE B TAOIHUILY:

HaumenoBanue onepanuii Bunasr nen

«BaKHBIC U CPOYIHBICY,

«BaKHbIC U HECPOYHBICY,

«HEBAKHDLIC U CPOYHBIC»,».

«HEBAKHbIC 1 HECPOUYHBIC
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3.CocTaBuTh IJ1aH COBMECTHOM pabOTHI Ha JICHB crieruanucTa ciyx0bl JIOY u pykoBoauTens

OpraHu3aIu.
Y4uThIBas ClIeIyIOUINE OTICPAILIUH.

3.1.Ha rexymmii nens cnenuanucty JJOY HeoOXoauMo IIaHUPOBATh CIACAYIONINE JIea:

e PaccMmoTpenue u nepenada KOppeCIOHICHIINH PYKOBOIUTEIIIO;

e [IpoBeneHue onepaTUBHOTO COBEIAHMS HAYaJIbHIUKOB OT/ICJIOB!
e JlenoBasi BCTpe4a pyKOBOJIUTENS ¢ pe3uieHToM MocT-0aHka ;
[ ]

[Tonbop maTepuana, cocraBieHre u 0popMIICHHE JOKIaAa PyKOBOIUTENSI HA COBET JTU-

PEKTOPOB;

e [loamucanue TOKYMEHTOB;

e [lpuem no IMYHBIM BOIIPOCAM;
e [loxbop nOKyMEHTOB JUIs OeceIbl PyKOBOJHUTENS ¢ HAYAIbHUKOM OT/IENa MO MEPCOHATY O
HarpaxJI€HUU COTPYIHUKOB.
3.2.CocTaBbTe 1I1aH paboyvero JHS CEKpeTaps Mo BpeMeHH ( iepBasi IOJI0BUHA JIHS., BTOpast
MOJIOBUHA JIHS., KOHEIl pabo4ero JHs.), €CIIM MPEICTOAT CIeIyIOIHe BUIbI padoT :

[Toxbopka Ha TeKymIui IeHb HYKHBIX JOKYMEHTOB H Jeir; Pabora ¢ TeneoHOM U TIoceTuTe-
asmu; O6paboTKa U perucTpanus noaydyeHHoM koppecnonaeHuy; [lepenada no tenedony u TM4HO
yKazaHui pykooaurensi; COop ¥ MoAroToBKa MOANKMCEN HCIOJHEHHBIX T0KyMEHTOB.; [IpocmoTtp
eXeJIHeBHUKA U WH(OPMUPOBAHHE COOTBETCTBYIOIIMX CIIy>K0. BpINonHeHne neyaTHbiX padoT; KO-

POBAHUC U PASMHOKCHUEC JOKYMCHTOB.

JUnist cocTaBiieHMs MJIaHa UCTIONIB3YHTE CIEAYIONYI0 hopMmy:

Pacnipenenenue BpeMeHn

Bunwl nesrenbHOCTH

4.Ha ocHOBaHHMHM THUITOBBIX HOPMATHBOB BPEMEHH M TPOBeIeHHOW (oTorpaduu pabouero
BpeMeHH crenuanucTa ciyx0sl JJOY, onpeaenuts 6ananc pabodero BpeMeHHU U ClieiaTh BBIBOJBI 110
palMoOHAIFHOMY HCIIOJIB30BAHUIO Pa00Yero BpeMEeHU

HaumenoBanue 3arpar pabouero | Unaexc | Ilpono/ukuTe/IbHOCTD | YIeJbHBIN Bec 3aTpaT pa-
BpeMeHHU B MHHYTax 0ouero Bpemenu, B %
[TpomomxuTeILHOCT pabouero THs
H
OmnepaTtuBHOE BpeMs (BpeMsi HCIIOJ-
HEHHUs pabouuX 3aj1a4) OIl
[ToAroTOBUTENBHO-3aKIIOYUTEIBHOE
BpeMs (MoAroToBka cedst u pabouero | I13
MecTa K paboTte)
Bpemst opraHu3aniioHHOro 00CITyXH-
BaHus pabouero MecTa 00
BpeMmsi HepernamMeHTHPOBAHHOIO OT-
IbpIXa U JIMYHBIX HAJOOHOCTEH I1P
OO6eneHHbIH epephIB OT
[TepexpbiBaeMoe Bpems (Bpems, B Te-
YeHHe KOTOporo BblnoyHseTcs cpasy | [IB

0oJsiee OHOM omepalim)

®opma npeacrapiaeHus pesyabTara: BeinonHenHas pabora.
Kpurtepun ouenku: [y onieHKH 00pa30BaTENbHBIX JOCTHXEHUNH 00yUalOMIMUXCsl PUMEHSETCS

YHHUBEPCaJIbHAA 1IKajla UX OLICHKHN

| IIpoueHT pe3yIbTaTHBHOCTH

| KauecTBeHHas olleHKa ypOBHS OJATOTOBKU |




(TIpaBUIILHBIX OTBETOB)

0amn (oTMeTKa)

BepOAJIbHBIN aHAJIOT

90 +100 5 OTJIMYHO

80 + 89 4 XOpOIIO

70 ~79 3 YJOBJIETBOPUTEIBHO
meHee 70 2 HEYJIOBJICTBOPHUTEIHHO
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Tema 2.4. TesiedoHHBIE IEPETOBOPBI

IIpakTnyeckoe 3ansaTHe Ne 5
Tenedonnsie meperoBops

Heab padorhi: Hayuntbes mprueMam paboThl ¢ TeIe(OHOM U OCYIIECTBIIAThH MPUEM H Iepeiady
cooO1eHus ,uHGOPMAITHIO.

Boinosinu pa6ory, Bel Oynere:
ymems.
- [IPUMEHATh HOPMATUBHBIEC IPABOBBIE AKThI B YIIPABICHUYECKOMN J€ATEIbHOCTH;
- FOTOBUTH U MPOBOJUTH COBEILIAHUS, I€JIOBbIE BCTPEUH, IPUEMBI U IIPE3EHTALINY;

MarepuajabHoe o0ecrieyeHue:

- Y4yeOHO-MeTOJuUeCKOe IOCo0ue;

- YyeOHO-MeToAnueCcKas JTUTepaTypa;
- KoHcnekThl nexknui

- UutepHet pecypchl

3amanmne:
1. U3yunth sTHUECKHE TPEOOBaHMSI, IPEABSABIISAEMBIE K BEICHUIO TEIE(POHHBIX IEPETOBOPOB.
2. Ilpoananu3upoBath TeaePOHHBIE IEPETOBOPHI IO KPUTEPUSIM.
3. OCBOUTH TEXHOJIOTHIO OTIIPABKH TeIe(HOHOTpaMM.

IMopsinok BHINOJIHEHHUS PAadOTHI:
1. Ilpoananu3upyiite CBOM 3HAHUS O KyJIbType Telne(OHHOro 0OIIeHNUs, OTBETUB Ha BOIPOCHI
TecTa: .
TECT «BJJAJAEETE JIX Bbl KYJIbTYPOU TEJE®OHHOI'O OBLLIEHUS»
B Tecte matorcs ¢opMynupoBKu Hauboliee pacpOCTpaHEHHBIX MpaBUil O0IIeHus 1o Tenedo-
Hy. Ecniu BBl Becerjia coOmrojaetTe JaHHOE MPaBuiio, 3anumiute cede 2 6anna, nHoraa — 1, HUKorma —
0.
1. S uabupatro HOMED TenedoHa TOJBKO TOTIA, KOTJIa TBEPAO YBEPEH B €r0 MPaBUILHOCTH.
2. S TmarenbHO TOTOBIIOCH K JETOBOMY Tele(OHHOMY Pa3roBOpY, JOOUBAsSCh MaKCH-
MaJbHON KPaTKOCTH.
3. Tlepex ocob60 OTBETCTBEHHBIMU TeNe(OHHBIMU MEPETOBOPAMU JIeTIal0 HY)KHBIE 3allMCH Ha
aucTe Oymaru.
4. Ecnu npeacTouT AOJTUN pa3roBOp, CHpAIINBAI0 cOOeCeTHUKA, pacroaraet JIu OH J0CTa-
TOYHBIM BpEMEHEM, €CJTH HET, TO IEPESHOIIy Pa3roBOp Ha JAPYTOi COTJIACOBAHHBIN JICHD U Yac.
5. JloOuBmiuce coequHeHUs MO Tene(oHy ¢ HY>KHBIM YUPEXKICHHEM, Ha3bIBalo0 ce0s U CBOE
TIPEITPHSITHE.
6. Ecnu s He Tyna noman, U3BUHSIOCH, @ HE BEIIal0 Moi4a TpyOKy.
7. Ha ommOo4HBIN 3BOHOK BEXKIJIMBO OTBEUaI0: «Bbl ommbInce HoMepoM» — U KiIaay TPyOKy.
8. Pabotas Hax BaHBIM JOKYMEHTOM, BHIKITIOYAIO TeNIe(OH.
9. B nenoBeIX TeneOHHBIX pa3roBopax JIepiKy ceOs B pyKax, JaKe €CIU J0 3TOTO ObLIT YeM-
TO 3aHST.
10. Haxopsce Ha cimyx0e, B KauecTBE OT3bIBa Ha Tele()OHHBIA Pa3roBOp Ha3bIBalO CBOKO (a-
MUJTHIO.
11. Bo Bpems MpOAOKHTEIILHOIO MOHOJOra cobeceqnuka mo tenedoHy Omaromapio code-
CE/IHMKA M JKEJal eMy ycIexa.
12. Ecnm kosutera, KOTOPOTo CHPANIUBAIOT 1O Tele()OHY, OTCYTCTBYET, CIIPAITUBAIO, YTO EMY
nepeaaTh, U OCTABIISIO 3aMMCKY Ha €ro CTOJe.
13. 3amepmas TeneOHHBINA Pa3roBOP, MPOIIAICH C COOSCETHIKOM.



Pesynbratsl Tecra:

25 u 00J1ee — BBI BIIOJTHE BJIQJICETE KYJIbTYpO TeIe(OHHOTO OOIICHUSI.

Ot 20 10 24 — B 11€JIOM BHI BIaJIe€Te UCKYCCTBOM TeJIe(pOHHOTO pa3roBopa, HO €IIe eCTh pe-
3€pBbI JJIsl COBEPILIEHCTBOBAHUSI.

Menee 20 — rieniecooOpa3HO BHUMATEIHHO 03HAKOMUTHCS C TIPABUIIAMHU BEACHUS TelIe(hOHHBIX
MIEPETOBOPOB.

2 Ilpoananu3upyiTe v MOSICHUTE CUTYAIIUU :
Ilposeoume ananuz meneghonHo2o paseo6opa , €CIU 3BOHAT CEKPETapio., 10 MPUBETCTBUIO; IO
IPEJICTaBICHNUHU: 110 IPUYMHE; 110 NTOABEAECHNN UTOIOB: 10 IPOIIAHNUE.
-Aunno!
-A KTO 3BOHUT?
-I"oBopuTEe rpomue
-OH 3aHsT, NEPE3BOHUTE TI03KE
-Onny munyTtouky. Ceituac 51 y3Hato ( Mcye3aeTe Ha HeCKOJIbKO MUHYT)

IIposeoume ananus menegponno2o pazeo060pa , €CIV 3BOHUT CEKPETaphb., 10 MPUBETCTBUIO; I10
IIPEACTABJICHUU: 110 IPUYMHE; 110 ITOBEACHUN UTOTOB: 110 IIPOLIAHUE.
-3npaBcTByiiTe 51 U3 GupMel «Beray.
-Ckaxure, K10 y Bac 3anumaercs opopmiaeHueM Bu3?
-Bce. [lo ceunanue. [1oHATHO.
JlaHHbIe aHaJIM3a 3aHECTU B Ta0JIUILY

Buns! TenedoHHBIX pa3roBOPOB U UX KPUTEPHH TpeboBanus BeneHus pa3rosopa

IIpaBunbHO HenpaBunpsHo

EcJn 3BOHST cekpeTapio:

ITo nmpuBecTBHIO

ITo npeacraBieHnn

ITo npuuuHe

Ilo IMOABECACHUN UTOI'OB pa3roBopa

o npomanuio (3aBepIICHUN Pa3roBopa)

Ecsn 3BOHUT cekpeTapsb

ITo npuBecTBUIO

ITo npeacraBiieHU

[To npuuune

Ilo NOoABECACHUHN UTOI'OB pa3roBopa

ITo nporanuio (3aBepIIeHUH pa3roBOpa)

3. IlpoBenute aHanu3 npuema TenedOHOTPaMMBbI C YYETOM OCHOBHBIX NPaBUJI IpUeMa U Iepeiadn
JIOKYMEHTA.
[TpumuTe Tenedonorpammy. Cexkperapb B OJOKHOT 3alMChIBAET TEKCT, COKparaet ero. [loiHocThio
HE TMOBTOPSISl TEKCT, IEpeaeT JoJKHOCTHOMY suity. [Ipu nepenaue nndopmarus Obu1a HE CpoOUHasi, C
penko ynorpeOnseMbiMu ciioBamu. [Ipu nepenave u npueme tesneoHOrpaMMbl He ObUTH COOOIIIEHBI
bamMuIMK JOMKHOCTHBIX JIULL.

JlaHHble aHaNTM3a 3aUIIUTE B TAa0IMILY.

OcHOBHBIC MpaBWiIa IpueMa Inepemauu Tteiaedono- | JleicTBus nmpueMa — nepeaadn TejeOHOrpaMMbl
TrpaMMBbl

[IpaBuiibHO HenpasunpsHO

®opma npeacrapiaeHus pesyabTara: BeimonHenHas pabora.
Kpurepun ouenku: /s oneHku oOpa3oBaTeNbHBIX JOCTHKEHUM 00yYaromuxcs MpUMEHseTcs
yYHUBEpCcaabHas IIKaJla UX OLIEHKU
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[TpoueHT pe3yabTaTUBHOCTH
(IpaBUIIBHBIX OTBETOB)

KauecTtBennas OILICHKA YPOBHJ NOATOTOBKHU

Oayu1 (0OTMETKa)

BepOAJIbHBINA aHAJIOT

90 +100 5 OTJIUYHO

80 + 89 4 XOpOIIO

70 ~79 3 YJOBJIETBOPUTEIBHO
Menee 70 2 HEYJIOBJIETBOPUTEIHHO




Tema 2. 5 Opranuzaunusi npuéMa noceTuresiei.

IIpakTuyeckoe 3ansaTue Ne 6
Opranuzanys npruema rnoceTuTese.

Hesan padoTbi: HayunThcs NpaBUIbHONW OpraHU3alluy pueMa MoCeTUTENEH.

Boinosnus padory, Bl Oyaere:

ymemy:

MNPUMCHATH HOPMATUBHBIC IIPABOBBLIC AKTLI B praBHquecxoﬁ ACATCIIBHOCTH,
TOTOBUTH U MPOBOAUTL COBCIIAHUA, NCJTIOBLIC BCTPCUHU, IPHUCMBI U IIPE3CHTALIUU

MarepunanbHoe obecrieyeHue:

- Y4yeOHO-MeTOqUUECKOE TOCO0KE;

- YueOHo-MeToIu4ecKas JuTeparypa;
- KoHcnekThl neknui

- HTepHeT pecypcebl

3amanue:
1.M3yuuB o01Iue BOMPOCHl OPraHU3aIluH MPHEMa MTOCETUTENICH, OCYIIIECTBUTE MTPUEM U YUET T0-

CETUTEJIEN.

2.YuuTbIBasg KaTErOPUU MOCETUTEIEH TOATOTOBBTE TOKYMEHTALIHIO.

ITopsinok BbINOJIHEHHS PadOTHI:

1.ITpoananu3upyiTe CUTyallUU U ONPEAETUTE TUIIBI IOCETUTEICH.

1.1. Ilonos M. T, crapimuii Hay4HbI COTPYAHUK UHCTUTYTA, IpULIe Ha npueM 23.mapta 2015 r.
B 14-00 x pykoBoauTento mo BorpocaMm « 06 u3MeHEeHHH Y4eOHBIX TUIaHOB ISl PO eccro-
HaJIbHOM MOJTOTOBKY CIIELIUATIUCTOBY.

1.2. CasenbeB C.JI, nmxkeHep 3aBojia « ABTOTPAHCIIOPT», XOTEI OBl 3aIMCaThCSI HA TIPUEM K PY-
KOBOJUTEII0 KOMMEpUECKOro otjena «MexaHopeMHTay 1o Bonpocy « O 3amacHbIX 4acTsx 3a-
BOJIa — MocTaBImKay . Ha 17 ampens 2015r. Bpems 10-00.

1.3. Octporopckas I'.}O. nmpuiuia Ha mpueM K pyKOBOAMTENIO OpPraHU3aLUH 110 JINYHOMY BO-
MPOCY KOTOPbIN poxoauT B nATHUILY ¢ 16-00 mo 18-00. J{nst oka3aHusi TOMOIIHU B MOJTYYEHUN
CaHATOPHOTIO JICYEHHUs AJIsl CBOETO pebeHKa.

I[aHHBIe 3aHCCUTC B Ta6n1/1uy.

Kareropuu nocerureneit u MotuBbl nocenieHus JelicTBus pu npreMe MoceTu-
TeleH.

2.
2.1.TIpoBenute yueT moceTUTENeH B )KypHAIBbHOUN popme.
Kypnan yuema nocemumeneii

Damuus,
nMs elnb rocele- | Pesynbrar npue- Koutposb
HawnmenoBanue ’ Haran BriepBeie 1 H Y P P
OTYECTBO U HUYS1, HATYHE Ma 32 UCTIOJTHEHHEM
OpraHM3alin BpeMs IipreMa WM N
JIOJDKHOCTb MTCBMEHHBIX (pemieHus  |[OpYYeHMi pyKo-
(monpaszenenms) (TIoce1eHus) | TOBTOPHO
TIOCETUTEIIS, MarepuasoB PYKOBOZIUTEIIS) BOJIUTEIIS
KOHTAKTHBII
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2.2.IlpoBecTr mpreM MOCETUTENS U TIOJITOTOBUTH PE3YibTaT MpueMa B opMe JucTa Oecebl.
B opranuzanuu ObLI 3anMcaH Ha IPUEM CTapIINil COTPYIHUK MHCTUTYTA IO BOIPOCY BHECTH U3MEHE-
HUS B YU4eOHBIC IIaHbI U TPOQECCHOHATBHOM MOJITOTOBKH clielanucToB. [1o TpeboBaHuIO pyKO-
BOJIUTEIISI CEKpETaph J0JDKEH coOpaTh Kak MOYKHO Oouiblie nH(OPMAIMK OT IOCETHTENS I TOTO
YTOOBI PYKOBOJIUTENb MOT IIPHHSTH BEPHOE PEIICHHE.

Hasnusrosamms ope,

© MOCSTHTSTaM

{devmrmers, s, 0T9SCTEO, JOMEHOCTE, 0PTSHNIANHE, o pasTsneHmts]

1. Cogspmanms Osceqm 0o 00pamIsHED O

Bompoc
Oreat

Bompoc
Oreat

Boopoc
Orear

2. MusEms cTopoH 0 DODEIES DEITSHHS EOODOCE OOCSTHTSME

himsHEs pPYEOEDIHTSIE

MMuasgms noceTHTEnSE

3. Pemenms pyEOECIHTEOI

4. PemmsHEH: T0ESISHO J0 CESISHILT

IMoamece pyEOEOIHTENS,

IToamece mocaTHTENS,

3. JomonHMTSOEHESR VESSSHHI PYEOECIHTEIE

6. hisTepHanes OeceTEl TOMSIISHE E

IMoamece cexpeTaps

®opma npeacraBiaeHus pesyabTara: BeinonHenHas padora
Kpurtepun ouenku: [y onieHKH 00pa30BaTENbHBIX JOCTHXKEHUNH 00yUYaIOIIMXCs MPUMEHSETCS
yHUBEpcajbHas IIKajla UX OLIEHKU

[TponeHT pe3ynbTaTHBHOCTH KauecTBeHHast OI[eHKa YPOBHsI MOATOTOBKH
(TpaBUIILHBIX OTBETOB) Oami (oTMeTKa) BepOaTbHBINA aHAIOT
90 +100 5 OTJINYHO
80 + 89 4 XOpOIIIO
70 =79 3 YAOBJIETBOPUTEIBHO
meHee 70 2 HEYJIOBJICTBOPUTEIHHO




Tema 2.6. Opranu3anusi coBelaHuii

IIpakTnueckoe 3ansaTue Ne 7
[ToaroroBka m 00ciTy’)KUBaHHE COBEIIAHUI

Heap padorsi: O3HAKOMUTHCS U OTPabOTaTh MPUEMBI pabOTHI 110 OPraHU3aLMU COBEIIAHMUIL.,
JIeJIOBBIX BCTPEY, IPUEMOB.

Boinosnus padory, Bl Oyaere:

ymemy:

MNPUMCHATH HOPMATUBHBIC IIPABOBBLIC AKTLI B ynpaBnquecxoﬁ ACATCIIBHOCTH,
TOTOBUTH U MPOBOAUTL COBCUIAHHA, ACJTOBBIC BCTPCUU, IPUCMBI U ITPC3CHTALINH ;

MarepunanbHoe obecrieyeHue:

- Y4yeOHO-MeTOqUUECKOE TOCO0KE;

- YueOHo-MeToIu4ecKas JuTeparypa;
- KoHcnekThl neknui

- HTepHeT pecypcebl

3aganue:

1.Tlpoananu3upoBath MpaBuiia MOATOTOBKU U OOCTYKHBAHHUS JACTIOBBIX COBEIIAHUH.
2.COCTaBI/IT n O(i)OpMI/ITL IIOATOTOBHUTCIIBHBIC I[OKYMGHTI)I COBCIIIAHUSL.

3.CocTaBUTh IPOTOKOJI COBEIIIAHMS.

IMopsiiok BHINOJIHEHNSI PA0OTHI:

1. Ilpoananu3upoBaTh U MOSICHUTH CUTYAlHIO:

2.J1aTh XapaKTepUCTUKY COBEIIATEILHOMY MEPOIIPHUSATHIO;
3. HOIIFOTOBI/ITI) IIJIaH COBCHIAHUA U ITOBCCTKY OHA.
4.CocTaBUTh IPUTIIALIICHUE B BUIE TeIe(POHOTPaAMMBL.
5.CocTaBUTh TPOTOKOJ COBEIIAHUS

1. IIpoananu3upoBaTh U MOSACHUTH CUTYALHIO:

28 mapta 2016 roga B opraHu3alyy 3alyIaHUPOBAHO MIPOBECTH COBELIAHUE KOJIEKTHUBA C MpPHU-
TJIAIIEHHBIMU SKCIIEPTAMH, /IS IPUHSITHS PEIICHUS U UCTIPABIICHUS 3aMeYaHUl MOCIe dKCIIePT-
HOI nipoBepkH. B opranuzanuu yucienHsiii coctaB 100 uenoBex .

AHanu3 pe3ynbTaToB IKCIepTHO npoBepkn 1okyMentoB OAO «CTPOM XOJIJI» . B pe3yinb-
TaTe MPOBEPKHU BBISICHUIIOCH, YTO HET YETKOI'O KOHTPOJIA UCIIOIHEHUS! JOKYMEHTOB, BCE BBINOJ-
HseTCs B pyuHyo0. [Ipemioxenus npoaHaIM3upoBaTh MMyTH BHEIPEHUSI aBTOMATHU3UPOBAHHBIX
CUCTEM KOHTPOJIS JOKYMEHTOB; HEOOXO0IMMO MOATOTOBUTH WJIH ITPOBECTH MOJTOTOBKY JIOKY-
MEHTOB MTOCTOSTHHOTO CPOKa XpaHEHHS U JINYHBIX JENT U NepeaaTh B BEJOMCTBEHHBIN apXUB.

2. YuuThiBasg NPU3HAKK KiIaccH(UKAIIMM COBELIAHUI JalTe XapaKTepUCTUKY MEpOINPUSATHIO, B
cBOOOHOM dopMe.

3. CocTaBbTe MIIaH COBEUIAHMS , TIO CISAYIOUIUM KPUTEPHUSIM.
[TJTAH (coBemanus)
1. [lenb coBemanus:
[ToBecTka nHst ( TeMa COBEIIaHU)
JlaTta coBemaHus
PernamenT coBemanus
Mecto npoBeneHus
CocTaB y4aCTHUKOB
Benymmii coBemanus

ARG
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8. Cekperapb COBEIIAHUS

9. Coneprxanre 0COOCHHOCTEH COBEITAHUS

10. Boeinonuute HEMe1eHHO: -IlopyunTts: -CBsi3arbest: OnoBecTUTh: - J10I0KUTh: -

Hpyroe:
11.
4. OdopmuTe NOBECTKY THS COBEILAHUS U COIIACOBATH C PYKOBOAUTEIIEM.

I[TOBECTKA JIHA:

Io......

2.0

3o

5. HoxaroroButs npuriamenue ( B BUAE TeaehOHOIPAMMBI) ISl SKCIEPTOB, KOTOpPbIE OYIyT
BBICTYIATh .

B OAO «CTPOU XOJIJI» . 28 mapta 2016 roga , ¢ 16-00 cocTonTcsi cCoBenanue mo pe3yJib-
TaTtaMm dKCrepTHOM npoBepku. Obmas Tema « [lyTu BHeIpeHUsT aBTOMAaTU3UPOBAHHBIX CUCTEM
KOHTPOJIS IOKyMEHTOBY. Jlasiee TeKCT MPOJI0JKUTE CAMOCTOSITENIBHO.

6.ITpoBecTr TOKyMEHTHUPOBAHHUE COBEILAHUS B YCTAHOBJIEHHOW ()OpMe — COCTaBUTh MPOTOKOJI
B cooTBeTcTBUM ¢ TpeboBanusmu ['OCTa.
®opma npeacTaBiaeHus pe3yabTara: BrinoneHenHas pabora.

KpnTeme OIlCHKMH: [[J'Iﬂ OLICHKHU 06p830BaT€HBHBIX JTOCTHXKEHU o6yqa}oumx0ﬂ IIPUMCHACTCA
YHHUBCPCaJbHaA 1IKajla UX OLCHKU

[IpoueHT pe3ybTaTUBHOCTH KauecTBeHHast OIICHKA YPOBHSI MOATOTOBKH
(IpaBUIIBHBIX OTBETOB) Oay1 (oTMeTKa) BepOaJIbHBINA aHAJIOT
90 =100 5 OTJIMYHO
80 + 89 4 XOpOIIIO
70 =79 3 YAOBJIETBOPUTEIBHO
meHee 70 2 HEYJIOBJICTBOPUTEIHHO




Tema 2.7. Opranusanusi ¥ NpoBeJeHNe NPUEMOB M MPe3eHTALMIA

IIpakTnyeckoe 3ansaTue Ne 8
Opranusanys 1 IpoBeJCHNE IPUEMOB U ITPE3eHTALUI

ean padoThi:
O3HaKOMHUTBCS U OTPabOTATh MPUEMBI paOOTHI IO OPTaHU3ALMH, IPUEMOB U MPE3CHTAIUH.

Boinosinus padory, Bel Oynere:

ymems.

IIPUMEHATh HOPMATUBHBIEC IPABOBBIE AKThI B YIIPABICHYECKON NEATEIbHOCTH;
TOTOBUTH U MPOBOAUTL COBCUIAHMA, ACJTOBBIC BCTPCUU, IPUCMBI U IIPC3CHTALINH ;

MarepunanbHoe obecrieyeHue:

- Y4yeOHO-MEeTOANUECKOE TOCOOKE;

- YueOHo-MeToIu4ecKas JuTeparypa;
- KoHcnekThl neknui

- HTepHeT pecypebl

3ananmne:
1.M3y4nTh OpraHu3anuio ¥ NpoBeCHNE IPUEMOB U MTPE3CHTAIIH.
2.IlpoaHanu3upoBaTh CUTYaIHH.

ITopsinok BbINOJIHEHHS PadOTHI:
1.JlaliTe xapakTepucTUKy HanOoJiee MOYETHBIM BUaM IIPHEMA.

Buns! npuema XapaKTepUCTUKA [Ipouenypa NoArOTOBKU

Kpurepuu: Bpems; Koau4ecTBO Npu-
[JIAIIEHHBIX; (OpMa Ok bl

Yait

A-nist pyper

JlaiiTe XapakTepuCTUKY HauboJsee MOYeTHbIM BUIaM Ipe3eHTalui

Bua npesenranuu XapaKTepUCTUKa IIpouenypa noaroToBKU

Kpurepun: Bpems, Mmecto; MOTH-
BbI [TPOBE/ICHMSI;

IIpuBatHas npe3eHTanus

Kamepnas npesenTanus

[TyGnuyHas npe3eHTanus

2. [Ipoananu3upyiTe U MOSICHUTE CUTYALIUU:
2.1. Ilpoananu3upyite NOArOTOBKY K IPE3EHTALMU B OPraHU3alMHU - I10 BUAY; IO LIEJIH; 110 Op-
raHu3anuy; no npuriamenuto; Crenaire BEIBOJ U pacKpOTe OMINOKU €CIIN €CTh.

Jl1 mpuBieUeHNs HOBBIX KJIMEHTOB ( AEJIOBBIX MIAPTHEPOB) B OPraHU3alliU JOJKHA COCTO-
arcs npe3eHTanus. Cekperapro Mopy4eHO COCTaBUTh IUIAH MEPOIPUATHS.
IInan npe3eHTanuu:

v CexkpeTtapp pazpaboraina mpurianieHus Ha 20 4eIoBeK, HO He yKasalia BT TIpe-
3€HTAIlMM) U HE YTOYHMJIA CIUCOK MPUIJIAIICHHBIX.

v Ornpenenuna Hadano B 14-004uac.

v 3angaHupOBaHHbIE BBICTYIUICHUST 3aHUMAIOT Oosiee 30 MUH.

v Bsi1 BEIOpaH 3ai1 3aceanusl.

v bbut 3amianupoBa BUACO(UIBM (BHICOPOIIHK), TI€ MOTEHIMAIBHOTO KITUEHTa

HE BBIICIIWIIN, XOTs HeoOxoanumast nHpopmalms po3aaHa.
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v W3roMuHKa MeponpusTHs ObUIa 3aIUIaHUPOBaHA Ha KOHEI] MEPOIIPUSATHS.
v CexpeTaph MoAroToBMIAa HHPOPMAIIMOHHBIA MaTepral U CyBEHHUPHI.
v VYromenue Ob110 B cTUIIE «A T QyprieT».

2.2.IlpoBeaute aHanu3 OoQUIMAILHOTO pueMa ( yaii).

Havamm vaii mexnay 15.00 u 16.00. Hakpplau cTOMK, TOCTAaBUIIM Yalllka Ha OJI0/IIE, CIIpaBa —
Tapenovka U HOXKHUK, YalHUK PSIOM CO CTOIHMKOM. [Ipenoxensl Oya04uKku, KeKChl, 0yTepOpoab!
¢ celpom. Ha cTon mocraBuim CIMBKHU.

®dopma npeacrasiieHus pe3yJjbTarTa: BeinonHennas padota

Kpurtepun ouenku: /[y oneHku o0Opa3oBaTeNbHBIX JOCTHKEHUM OO0YYarOMIMXCs MPUMEHSETCS
YHUBEpCalIbHAas IIKajla UX OLEHKHU

HpOI_IeHT PE3YJIbTATUBHOCTU KauecTBennas OICHKA YPOBHJ IMOATOTOBKH

(IpaBUIILHBIX OTBETOB) 0as1 (oTMeTKa) BepOaIbHBINA aHAJIOT
90 +100 5 OTIUYHO
80 + 89 4 XOpOIIO
70 ~79 3 YJOBJIETBOPUTEIBHO
meHee 70 2 HEYJIOBJICTBOPHTEILHO




Tema 2.8. busHec-noe31KH PyKOBOAUTEJIs

IIpakTnyeckoe 3ansaTHe Ne 9
busnec-noe3 Ky pyKoBOANUTENS

Hesab padorsi: O3HAKOMUTHCS ¢ OU3HEC-TTOE3/IKAMU PYKOBOAUTEINS , OCYIIECTBUTH TOATOTOB-
Ky OM3HEC-1I0€3/1KH PYKOBOIUTEIIS.

Boinosnus padory, Bl Oyaere:

ymemy:

MNPUMCHATH HOPMATUBHBIC IIPABOBBLIC AKTLI B ynpaBnquecxoﬁ ACATCIIBHOCTH,
TOTOBUTH U MPOBOAUTL COBCUIAHHA, ACJTOBBIC BCTPCUU, IPUCMBI U ITPC3CHTALINH ;

MarepunanbHoe obecrieyeHue:

- Y4yeOHO-MeTOqUUECKOE TOCO0KE;

- YueOHo-MeToIu4ecKas JuTeparypa;
- KoHcnekThl neknui

- HTepHeT pecypcebl

3aganue:

1.TIpoananu3upyiite 3Tamnsl MOArOTOBKU OU3HEC-TIOE3/IKH.
2. [ToaroToBhTE PpyKOBOAUTEINSI K OU3HEC MTOC3AKU

3. IloAroToBBTE JOKYMECHTAIIHIO.

ITopsiiok BHIOJHEHUS PadoThI:

2.IlpoaHanu3upoBaTh U MOSICHUTH CHUTYAIINIO:

2.1.Ilonyyeno npurnamenue (mucbmo 563 ot 03.04.20 r.) na Kangposerii ¢opym 20 roga B
Canxkr-IlerepOyprckuii UHCTUTYT ynpaBieHUs IEPCOHATIOM, KOTOPBIH MPOBOAUTCS ¢ 16 ampens
20 r. Henbto ABnsieTcs 0OMEH OMBITOM IO YIPABICHHUIO TEPCOHATIOM.

[Toctynuio npeaiokeHne BHICTYIIUTh Ha MJIEHAPHOM 3aceaHuu (popyMa o KaJpOBOU MOJIUTUKU
Ha 3A0 «Ycmex» W ero 0coOEHHOCTSAX KaJpoBOro obdecredeHus. bbuio mpuHATO perieHue
HAIpaBUTh B KOMaHAMPOBKY Ha NSATh KaJCHJApHBIX THEH nupekTopa mo mnepcoHany 3AO0
«Ycnex» Kopanesa Annpes Bukroposuua. C 14.04.20 .

2.2. 1511 KOMaHIHPOBAHUS PYKOBOJUTENSI HEOOXOAMMO MOATOTOBHUTH JJOKYMEHTAIIHIO:

B obmepoccuiickoii cipaBounoit cucreme «Koncynprant Ilnocy HaxoauM yHUUIIMPOBAHHBIE
dopmbl npukaza Ne T-9; komannupoBounoro ynoctoBeperus Ne T-10; cimyxebHoe 3amanue Ne
T-10a.

CocraBuTh npukas o komanauposanuu Kosanesa A.B.

CocTaBuTh KOMaHIMPOBOYHOE YOCTOBEPEHHUE.

[TonroroBuTh city’ke0HOE 3a/JaHUE Ha OM3HEC-TIOE3/IKY PYKOBOAMUTENS OPTaHU3aluu

2.3.0mpeaenuTe U COCTaBbTE MPOTrPaMMy OM3HEC ITOS3IKA PYKOBOIUTEIIS.
PykoBoauTens opraHU3aIiuu HaMPaBISIeTCsS B MEKIAYHAPOIHYIO Toe3AKy . Llenpio siBusercs o0-
MEH OMBITOM I10 YIPABICHHUIO IEPCOHAIOM. BOTIPOCHI BCTpeun KacaroTcsi CTPYKTYPHI, ITOJTHOMO-
YHii, B3aUMOJCHCTBHUS C JPYTMMH CTPYKTYpaMHU, pallMOHAIBHOCTh NEHCTBUM U JOHKHOCTHOU
craryc. CaMOCTOSTEIBHO JIOTIOTHUTE ITyHKTHI TIPOTPAMMBI.
[Tporpamma 6U3HEC-TIOE3IKU PYKOBOIUTEIS

1. Kareropus noe3aku

2. llenms moe3aku

3. HammeHoBaHme opraHuzanuu
4. Bpewms npeObiBaHUS

5. Mecro npeObiBaHus
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10. JlenoBbie BCTpeun

OO6cyxaaeMblie BOIPOCHI

Heo6xonumas nndopmarus
VcnonauTeNM B HOATOTOBKE MaTepHajoB
. Cnoco6 nepeaBuxeHus

11. TexHONIOrMYECKUE U TEXHUUECKUE BOIIPOCHI OATOTOBKU OU3HEC-TI0E3 KU
Ilomapku u CyBeHUPBI

2.4.TTo okoHYaHUH OU3HEC TIOE3/IKU COCTABIISICTCS OTYET

HupekTop no nepconainy 3A0 «Ycnex» BEpHYJICA ¢ KOMaHIUPOBKY , TJie ydacTBoBall B Kaapo-
BoM (hopyme 20 r. Beictynan Ha mieHapaoMm 3acenanuu Caskt-IlerepOyprckoro HMuctutyTa
yIOpaBIeHUS MIEPCOHATIOM, TOKJIAJl 3aTparuBall BOIPOCH! KaJIPOBOM MOJIUTUKH OpraHU3aIlH, 00-
CY>KJAJINCh OCHOBHBIC (DYHKIMU CITy>KOBbI, METOJbI yIPABICHUS MEPCOHATIOM, OTOOp W MPHEM

NIEPCOHANA U IyTH COBEPIICHCTBOBAHUSI.
Otuyera cocTaBIseTCs CEKpETapeM 0 YCTaHOBICHHOW (opMe.

YTBep)KI[aeTCH PYKOBOIHUTECIIEM OpraHU3alllu., 3aroJIOBOK K OTHUCTY., KyJla M [aTa MOC3AKH. Oc-

HOBAHUE KOMaHAUPOBKH., Llenb., Pesynprarsl., [lognuck 3anHTEpECOBAaHHBIX JIUL.

YTBEPXJIAIO

Hupekrtop
3A0 «Ycnex»

1N.0.®amunus

00.00.0000.

OTYET

C15.04.20 r.Ilo

O KoMaHIMPOBaHUU JUpeKTOpa no nepcoHany B Cankr-IlerepOypr

OcHoBaHue KOMaHIUPOBKH:

LIGJ'IB KOMaMHJIUPOBKH:

Pesynbrarsr:

OryeT 3aciymiad Ha ........

I'enepanbHbIi TUPEKTOP:

JupekTop 1o nepcoHainy

N.0.®amunusa

N.0.®amunusa

®opma npeacraBiaeHus pesyabTrara: BeinonHenHas padora

KpnTeme OLICHKH: I[J'IH OLICHKHU O6pa3OBaTeJ'IBHBIX JOCTHXKEHUI o6yqa}0umxca ITPUMCHSCTCA

YHHUBEPCaJIbHAaA 1IKajla UX OLCHKU

[IpoueHT pe3yIbTaTUBHOCTH
(TIpaBUIILHBIX OTBETOB)

KauectBennas OIICHKA YPOBHS NOJATOTOBKHU

Oami (oTMeTKa)

BepOAJIbHBIN aHAJIOT

90 +100 &) OTJIMYHO

80 +~ 89 4 XOPOIIO

70 =79 3 YJIOBJIETBOPUTEIHLHO
menee 70 2 HEYIOBJICTBOPUTEIBHO




Tema 2.9 KomMmepueckas TaiiHa B padoTe cekperapsi-pedepenrta

IIpakTnyeckoe 3ansaTue Ne 10
Kommepueckas TaiiHa B paboTe cekperapst

Hean padoTbl: O3HAKOMHUTHCS C PabOTOM cekpeTaps ¢ KOH(GUISHIIUATLHON HHPOpMAITHEH.

Boinosnus padory, Bl Oyaere:
yMmemy:
- MPUMEHSITh HOPMATUBHbIE ITPABOBBIC AKThI B YIPABICHYECKON 1€ TEIbHOCTH;
- TOTOBUTH U MPOBOAUTL COBCUIAHMA, ACTIOBBIC BCTPCUHU, IPUCMBI U ITPC3CHTALINH ;

MarepunanbHoe obecrieyeHue:

- Y4yeOHO-MeTOqUUECKOE TOCOo0KE;

- YueOHo-MeTou4ecKas JuTeparypa;
- KoHcnekThl neknui

- aTepHeT pecypcebl

3ananue:

1.03HaKOMBTECH C TIEPEYHEM JOKYMEHTOB U HOPMATHUBHOM JIOKyMEHTAIMEH 0 KOH(UICHIINATb-
HOW MH(POPMALINH.

2. [Ipoananu3upoBath ¥ MOSICHUTH CUTYAIUIO:

IMopsinok BbINOJIHEHUS PadOTHI:

1 B ob6mepoccuiickoit cpaBounoii cucteme «KoncymsranT [mrocy naiimute @3 «O rocymap-
cTBeHHOU TaliHe» U D3 «O KoMMepuecKkoil TailHe» U3y4YHMTe CTaTbHU 3aKOHA U COCTABBTE IEpe-
YEHb CBEJICHUM, COCTABIISIONINX KOMMEPUYECKYIO TallHy , KaK MPUIIOKEHHUE K MTPUKA3y «O MPHUHS-
THUU MEP M0 OXpaHe KOHPHUASHIUATHHOCTH HHPOPMALIIID)

[punoxxenue Ne 1
K mpukazy
Ot - Ne
[IEPEYEHb CBEJIEHUI
CocCTaBIsIOMNX KOMMEPUECKYIO TallHy
['eHepasIbHBINA JUPEKTOP N.O0.Pamunus
C nepeyHeM 03HAKOMJICHBI:

.2. [Ipoananu3upoBaTh U MOSACHUTH CUTYAIUIO:
[Ipoananu3upyiite paboTy cekpeTaps ¢ KOH(PHUACHIIMATbHBIMUA JTOKYMEHTAMU OpTaHU3aIIH.
CremnaiiTe BBIBOJI M pacCKpOMTE OIMINOKH.
B mpueMHy0 pyKOBOIUTENSI OpraHU3AIMHU TPHUIIEN MMOCETUTEIh, HE 3alMCAaHHBIA Ha TMPHUEM.
Cekperapb BBINIONHSS MOPYYCHHE PYKOBOAUTENS (popMHpoBaia HEOOXOIUMYIO HH(OPMALIUIO K
COBEIIaHNIO (KOHTPAKTHI U CIIMCKH KIIMEHTOB U CBEICHUS 110 JEJI0BOM mepenucke ¢ Humu ). Jlo-
KYMEHTBI OTKPBITO JIeXKaJId Ha cTolie cekpeTapsa. Cekperaph MepeKIiouniach Ha MOceTUTens (
3aIoJIHsIa PETUCTPAllMOHHYI0 (popmy mocetutens). 3aBsizaics pasroBop. Cekperapb OTBETHIIA
Ha TeJeOHHBIN 3BOHOK COTPYIHUKA OpraHU3aIiu Mo pabodum Bompocam. Jlanee momoxuia o
MOCETUTENIE PYKOBOJUTENIO JIMYHO M Mpuriacuia Ha Oeceny. [locerurens 3a0bpl1 HA CTONUKE
ManKy ¢ JOKyMEHTaMU U OJIOKHOT-OpraHaiizep.

JlaHHble aHaNM3a 3aHECTU B TaOIHILY.

JlelicTBUA BBINOJHEHBI TPABUIILHO JlelicTBUS BBINOJHEHbB! HEMPABUIIBHO

dopma npeacrasiieHus pe3yJbTara: BeinoiaHenHas pabora
Kputepun ouenku: J{ns oneHKH 00pa3oBaTeNbHBIX JOCTHKCHHH 00YYaIOIIUXCs MPUMEHSIETCS

YHHUBEpCAIbHAS IIKaIa UX OIEHKHU
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[TpoueHT pe3yabTaTUBHOCTH
(IpaBUIIBHBIX OTBETOB)

KauecTtBennas OILICHKA YPOBHJ NOATOTOBKHU

Oayu1 (0OTMETKa)

BepOAJIbHBINA aHAJIOT

90 +100 5 OTJIUYHO

80 + 89 4 XOpOIIO

70 ~79 3 YJOBJIETBOPUTEIBHO
Menee 70 2 HEYJIOBJIETBOPUTEIHHO




