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1. EJIA U 3AJIAYA OCBOEHUSI TUCIUATLINHBI

ILeau ocBoeHUS TUCHUIUIMHBI (MOIYJIs): O3HAKOMUTH CTYICHTOB C OpraHH3alueil
COBPEMEHHOTO CEKPETAPCKOTr0 OOCIYKUBAHUS, PACKPHITh CYIIECTBO OCHOBHBIX MPOOJIEM
JAHHOM MPO(ECCUOHAIBHON AESTENBHOCTH.

3agaun:

— TPOCIEAWTHh COJEpKaHUE COBPEMEHHBIX TPEeOOBaHU K CEKpeTapCKOi
JESITEIbHOCTH;

- paccMOTpeTh pOJb CEKpeTaped pa3lIUyHBIX KaTeropuili B COBPEMEHHOM
yIpaBJIECHYECKOM anmnapare;

- O3HaKOMWUTb CTYJEHTOB C JIOJDKHOCTHBIMH OOS3aHHOCTSIMH  CEKpeTaps,
OpraHu3aliel COBpEMEHHOT'O CEKPETapCKOT0 00CITy KHBaHMUS;

- PACKpbITh CYyIIECTBO OCHOBHBIX Hpo0JieM JaHHOM mpodeccrnoHaTbHOM
AESTeNbHOCTH C(HOPMUPOBATH MPAKTUUECKHE MPOJPECCHOHANTBHBIE HABBIKH.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII BO
JlaHHas AMCHMIUIMHA OTHOCUTCS K IUKIY JUCUUIUIMH IO BBIOOpPY (BapuaTHBHAs
yacTh). M3ydeHuwe AMCHMIUIMHBI 0a3upyeTcsi Ha 3HAHUM CTYJEHTAMU CIETYIOMIMX
JUCLUIUIMH y4eOHOro raHa: «Pycckuid sI3bIK M KyJIbTypa peun», «JoKyMeHTOBeaeHuE,

«JloKyMeHTHas1 IMHTBUCTUKA», «Opranuzanus u TexHosaorus JJ0VY».

3. TPEBOBAHMSI K PE3YJBTATAM OCBOEHUSI COJEPKAHUS
JUCHUIIIAHBI

[Ipouecc wu3yueHuss MAUCHUIUIMHBI HampaBieH Ha (OPMHUPOBAHHUE HJIEMEHTOB
cneayronmx komnereHuMd B cooTrBeTcTBUM ¢ PI'OC BO mo maHHOMY HampaBJEHUIO
MOATOTOBKH (CHEUATIBHOCTH):

a) npogeccuonaabubIx (ITK)

[1K-1 CocraBnenue u opopMieHue yrnpaBIeHYECKON JOKYMEHTAIINH,

[1K-2 Opranuzanuss paboThl € JOKYMEHTAaMH B YCJIOBHSIX TPaJULMOHHOTO H
AJIEKTPOHHOI'O JOKYMEHTO000pOTa,;

B PE3YJIbTATC OCBOCHUS AUCHUIIIINHBI O6y‘-IaIOI]_II/IeC$I JOJIDKHBI.

3uamo:

OCHOBHBIE METO/Ibl, CIOCOOBI M CpEICTBA IMOJYYEHUs, XPaHEHHUs, MepepadOTKU
uH(popMaIuy;

OCHOBHBIE HaBbIKM pPabOThl C KOMIIBIOTEPOM KaK CpEICTBOM YIPABJICHUS
uH(popmalmei;

3aKOHO/MATEIBHYI0 ¥ HOPMAaTHBHO-METOAWYECKYI0 0a3y JAOKYMEHTAI[MOHHOTO
oOecrieueHus yupaBieHUs;

TEHACHIIMA  Pa3BUTUSA  WH(GOPMALMOHHO-IOKYMEHTAIMOHHOTO  o0ecredeHus
YIIPaBJICHUS).

Ymemo:

JIOTHYECKH BEpHO, apTyMEHTHPOBAHO U SICHO CTPOUTH YCTHYIO U MUCbMEHHYIO peyb;

paboTaTh ¢ nHpOpMaIKel B TI00aTbHBIX KOMIIBIOTEPHBIX CETAX;



CTPOUTH JIEIOBYI0 KOMMYHHKAIIMIO, YUYUTHIBAsE HOPMBbI STHKU;

BECTH JICJIOBYIO JJOKYMEHTAIINIO, B COOTBETCTBUH C YCTAaHOBJICHHBIMH MPABUJIAMU U
HOpMaMu

Bnaoemos:

- CHOCOOHOCTBHIO MOHUMATh CYIIHOCTh W 3HauYe€HHWE HMH(OpPMAIMM B Pa3BUTHU
COBpEMEHHOT0 WH(GOPMAIMOHHOTO OOIIECTBa, CO3HABaTh OMACHOCTH U  YIPO3HI,
BO3HUKAIOIIME B ATOM IIpOLECCE, COOJII0IaTh OCHOBHBIE TPeOOBaHUS MH(POPMALMOHHOM

0€30MacHOCTH, B TOM YHUCJIE 3aIUThI TOCYIaPCTBEHHON TailHbI;

- HaBBIKaMU PabOTHI ¢ JOKYMEHTaMH, COACPKAIUMHU UH(POPMAITHIO OTPAaHUYCHHOTO
JOCTYTIA,

- HaBbIKAMHU HCIIOJb30BaHUS KOMIIBIOTEPHOM TEXHUKM U HWHOOPMAIIMOHHBIX
TEXHOJIOTHUH;

- MpaBWIAMH TOJATOTOBKHM YIPABICHYECKUX JIOKYMEHTOB U BEICHHS JIEIOBOU
MEPENUCKH;

- MpaBUJIaMU OpPTraHU3alMM BCEX ATallOB PabOThl ¢ JOKYMEHTaMH, B TOM YHUCIE
apXUBHBIMU JJOKYMEHTAMHU.

IIproGpecTn ONBIT AeATETLHOCTH:
- TH(GOPMAIIMOHHO-OKYMEHTAIIMOHHOTO O0ECIeYeHUs YIIPaBICHUYECKON JESTEIHHOCTU B
CTPYKTyp€E OpraHu3aluu;
- HUCTIOJB30BaHHUS WHMOPMAIIMOHHBIX TEXHOJOTUH U
JOKYMEHTAITMIOHHOM 00€CTICUeHUN YIIPABJICHHUS.

CpCACTB OpPITCXHHUKH B

4. CTPYKTYPA U COAEP) KAHUE JUCIIUIIJIMHBbI

4.1. CTpyKTypa IMCUMILINHBI

Jlis BAOUYHOT'O OTJIEJIEHUS:

OO11ast TPYA0EMKOCTb AMCIUILUIMHBI cocTaBisieT 4 3adeTHbIX eauuull (144 gaca).

Buapr yaeGHoi DopMBI TEKYIIETO
§ paboThI, BKITtOUYast KOHTPOJISI
3 § CaMOCTOSITENTEHYIO yCIIEBaEMOCTH (10
No Pasren 3 5 paboTy CTy/IeHTOB HeoesAM
= = U TPYJIOEMKOCTH (B cemecmpa)
1/ NUCIUTLTNHE] () =
O 3} qacax) dopma
= .
é J| 11 CP MPOMEKYTOUHOMN
3 aTTeCTaIluu (1o
cemecmpam)
1 Ponb cexperaps B cTpyKType 2 20
yIpaBJeHUs
2 Kareropum  cexperapeii. u 1 10
cucreMa TpeOOBaHUN K HUM




3 HopMmatuBHo-MeTonnueckas 10 ceMHUHap
0asa J1eATeIbHOCTH CeKpeTapsi
4 Opranmzanus ¥ yCIIOBUSA 10 CEMHHAp
paboThI cekpeTaps
5 Jlenonpoun3BoICTBEHHbIE 10
GyHKIIUU cekperaps
6 AJMUHUCTpATHBHBIE (DYHKITUH 10 TECT
ceKperaps
7 Opranuzanvonable  (QyHKIIUU 10 TPEHUHT
ceKperaps
8 AHanutuueckue byHKIUU 5)
ceKperaps
9 DTuHKa cekpeTraps 5
10 TpynoycTpoicTBO cekperaps 1
U ajianranus K padore
IK3aMeH 45
Htoro: 2 6 91 144

4.2. Temarnyeckuidi ILIaH OCBOCHHUHA JHCIUILIAHDI

AeAITeJIbHOCTH M BUABI CAMOCTOATEILHOM (BHEAYAUTOPHOM) padoThl

N0 BHAAM Y4YeOHOH

HaumenoBanue Coaepxxanue yueOHOro MmaTepuaJia ®opmu-
pa3aesioB U TeM (TeMBl, NEpeYEeHb PACKPBIBAEMbIX BOIIPOCOB): O0bem | pyembie
JIEKIIUM, MPAKTHYECKHE 3aHATHS (CEMHHAPDI), yacoB/ | komme-
HHAUBHUIYAJbHbIC 3AHATHS, CAMOCTOAITEIbHAsA padoTa 3.e. TeHIHH
o0yyamomuxcs, KypcoBasi padora (110 Teme)
1 2 3 4
3cemecTp
Pazpnea 1. Poab cexperapsi B CTPYKType YIPaBJICHHUS.
Tema 1.1. Jleknmu: Beenenue. Ilpenmer m 3amaum kypca. Llens u T1K-1
Poab cekperapsi B | 3amaun  ydyeOHOrOo Kypca. MecTto Kypca B CHCTEME 1IK-2
CTPYKTYype po¢eCCUOHAIBHOTO 00YUYeHHUsI CTyACHTOB. Poib cekperaps
ylpasBJieHHS. B COBPEMEHHOM YIPABJICHUYECKOM ammapaTre U B CTPYKType
CIIy’KObl JTOKYMEHTAallMOHHOTO OOEeCIeYeHusl YIpaBJICHHUS. 2
Hctopus cekpeTapckux CIy’)k0 B JIOPEBOJIOIUOHHON
Poccun u B coBerckoe BpeMmsa. Bospactanue 3HaueHus
cekperapckoro oociyxuBanus B 1990-e rogsl. [Toaroroska
npodeccuoHanbHbIX cekperapeil B Poccun u 3a pyGexom.
HesarenbHocTh MeEXIyHapOAHOM aCCOLMALIMU CEKPETAPEH.
[TpakTHyeckue 3aHITHS (CEMUHAPBI):
CamocrosTenbHas pabora: M3ydenue yuedbHOro Matepuasna 5
Pazpnea 2. Kareropuu cexperapeii u cucrema TpedoBaHMii K HUM
Tema 2.1 Jlekmmu: Karteropum cexperapeld (cexperapb Ha 1IK-1
Kareropun TeneoHe, JUYHBIA CEKpeTapb, TEXHUYECKUH CEKpeTapb, 2 11IK-2
ceKkpeTtapeii u CeKpeTaph CTPYKTYpHOTO TMOJpa3/eieHHsl, CeKpeTapb-
cHUCTeMAa pedepeHT, CceKpeTaph KOJUICTHH, YYCHBIH CEKPETaph).




TpeOOBaHNH K HUM

[IpuHIMNHUaIbHBIE OTIAMYMS OOS3aHHOCTEH Ccekperaps H
cekperaps-pedepeHTa, CeKpeTrapss KOJUIETHHM, YYEHOIo
cekperapsl. MHAIMATUBHOCTS, OpraHU30BAHHOCTb,
OTBETCTBEHHOCTb, ITyHKTYaJIbHOCTh, HHPOPMHUPOBAHHOCTD —
OCHOBHBIE JICJIOBBIE KadecTBa cekperaps. dopmupoBaHue
KOMIIETEHTHOCTH.  J{0OpoxkKenaTeabHOCTb,  CKPOMHOCTbD,
AKKypaTHOCTb, Tpyaomooue, SMOLMOHAJIbHAS
YPAaBHOBELIEHHOCTh — BaKHEHILINE JINYHOCTHBIE KA4yeCTBa,
HeoOXonuMble B pabore cekperaps. ba3oBble 3HaHHA
cekperaps-pedepeHTa — KOMIBIOTEp, AEIONPOU3BOICTBO,
MalIMHONUCh, WHOCTPaHHBIA s3BIK. lIpodeccruoHambHBIC
3HaHUS U HaBblkU. KBamudukanuoHHble TpeOOBaHUS K
CEKpeTapsiM pa3Iu4HbIX KaTErOpUH.

[Mpaktrueckue 3aHaTUs (cemuHapbl) KBamudukanuoHHbIE
TpeOOBaHUSI K  CEKpeTapsM  pPa3IUYHbIX  KaTeTOpPHM
(cexperapp Ha TenedoHe, TUUHBIN CeKpeTapb, TEXHUYECKUN
CEKpeTapb, CEKpPeTapb CTPYKTYPHOIO  IOApAa3JEICHHUS,
ceKkpeTapb-peepeHT, CceKpeTapb  KOJUIETMH,  Y4YeHBIN
cekperaph). MexayHapoJHble TpeOOBaHMS K JIOJKHOCTH
cekperaps. OCHOBHBIE JIEJIOBbIE KadecTBa CEKpeTapsi.
JInuHOCTHBIE KauecTBa, HEOOXOAUMbIE B paboTe ceKkpeTaps.
ba3oBble 3HaHUs, YMEHUS CEKpeTapsl.

CamocrosTenbHas padbora M3yuenue yuebHoro matepuana

Paznen3  HopmaTuBHO-MeTOnMuecKasi 6a3a 1eATeJbHOCTH CEKpeTaps.

Tema 3.1

HopmatusHo-
MeToau4YecKasi 0a3a
AeATe1bHOCTH
ceKkpertaps.

Jlekuuu: Tpynosoe mpaBo Poccuiickoit ®denepaunu
o0 oxpaHe TpyAa, NpUeMEe U YBOJbHEHUH, 3alIUTE
MHTEPECOB U MpaB pabOTHUKA, MPEJOCTaBICHHE OTIIYCKOB U
nerot. Peanuzanus mpaB pOCCHUHCKUX >KEHIIMH Ha TPYI B
COBpEMEHHBIX ycioBusiX. HopmaTuBHO-MeTonueckas Oasza
KBaJTM(UKAIIMOHHBIX TpeGoBaHUI K npodeccuu.
BryTpuyupexaeHueckas perlaMeHTalusl  JIOJKHOCTHBIX
obs3aHHOCTe  cekperaps. Ilopsmok M ocobGeHHOCTH
pa3paboOTKM  JOJKHOCTHBIX ~ HMHCTPYKLMH  cekpeTapei
Pa3IMYHBIX KaTeropui. /JoJKHOCTHON U YMCIIEHHBIN COCTaB
MIPUEMHON PYKOBOJUTEINIS, pacipeesieHne 00sS3aHHOCTEN B
cexkperapuarax. JIOJDKHOCTHOM  CTaryC  PYKOBOJIUTEIS
ceKkperapuata, OTHOLIEHUS C  NOJYMHEHHBIMH U
HEMOAYMHEHHBIMU CTPYKTYPHBIMHU TOAPA3ACICHUSIMU U
JNOJDKHOCTHBIMU  Junamu.  OOywaromiass —~ MHCTPYKUUS
cekperapsi.

[IpakTrueckue 3aHATHS (ceMuHaphbl) JIOMKHOCTHaAsT W
oOyuJarolasi MHCTPYKIIUU CeKpeTapsl.

CamocrosTenbHas pabora M3ydenue yuebHOro matepuaia

1IK-1
1IK-2

Pa3gea 4

Opranunsanus u ycJaoBHsl padoThI ceKpeTaps.

Tema 4.1.
Opranusanus

U yCJOBHUSI padoThI

ceKkpeTapsi.

Jleximu: Opranuszanus pabodyero mecra cekperaps,
XapaKTEepPUCTHKa MeOenu U 000pyIOBaHUS, HEOOXOIUMBIX
TCXHUUYCCKUX CPCACTB, KaHLCIAPCKUX HpHHaI[He)KHOCTCﬁ,
OPITEXHUKH. YCIIOBUSI TPyAa — OCBEHICHHOCTh padodero

1IK-1
1IK-2




MecTa, LIyM, TemIeparypa Bo3ayxa. Pexum Tpyna u
orapixa. OCHOBHBIE TMpaBWiIa TEXHUKU O€30MaCHOCTH.
HopMmupoBanue Tpyna — HOpMbI BPEMEHH Ha BBIIIOJHEHUE
MallMHONUCHBIX, CTEeHOrpaUUECKUX,
JICIIONPOU3BOICTBEHHBIX paboT. PesxuM pabouero BpeMeHH.
CepxypouHas pabora. OpraHu3alMOHHbBIC MPUHIUIIBI
pacopsiaka AHS cekperaps. [IpumepHbiii miaH pabodero
nHs.  VMcnonb3oBaHWe KOMIbIOTEpA I [UIAHUPOBAHUSA
paboyero JHsl.

[pakTuueckne  3aHsaTus  (cemuHapel)  [lnmanumpoBanue
pabouero JiHs cekpeTapsi.

CamocrosrenbHas pabora M3ydenue yuebHoro marepuasia

Pasnen S.

JenonpousBoacrBeHHble GyHKIUM CeKpeTaps.

Tema 5.1.
denonpousBoacree
HHbIE byHkuun
cekperaps.

Jlekiuu: cucreMarusauus W TNepBUYHas — 00paboTka
JOKYMEHTOB. [IpenBapurenbHOE paccMoTpeHue,
perucTpanus U pacrpenejeHue MOCTYMUBIINX JOKYMEHTOB.
[lepemaga nmoxkymMeHTOB Ha wucnoiiHeHHWe. KoOHTpoOIb
(Texymuii M mpeaynpenuTenbHbii). CHITHE TOKYMEHTa C
koHTposis. Co3ganue 0a3bl  JaHHBIX O  JIOKYMEHTax
yupexxJaeHuss U HUH(OpMalMOHHO-CIIpaBoyHas paboTa.
O6paboTka W  OTIpaBKa  HUCXONAIIUX  JIOKYMEHTOB.
CucremaTu3anus J10KyMEHTOB M OpraHU3alusi UX TEKYIIETro
XpaHEHUS. Homenkmarypa  gen. TpebGoBanus K
dbopMupoBaHHIO €N, HX OQOPMIICHHIO U XpaHEHHUIO.
[ToaroroBka Jen kK apXuBHOMY XpaHeHHt0. CpOKH XpaHECHUS
nokyMmeHToB. OdopmiieHne Aen A apXUBHOTO XPaHEHHUS.
CocraBnenue omnuceir. Cpada nenm B apxuB. 3alura
uHpopmanuu B paboTe cekperapsi ¢ KOHPUACHIUATHLHBIMU
nokymeHntamu. OmpeserieHne cocraBa KOH(HIEHITUATBHBIX
JOKYMEHTOB, OpraHu3aiusi padoThl C HUMHU, UX yUeT.

IIpakTuueckue 3aHATUSI (ceMuHapbI): Tlonsarue
JIOKYMEHT0000pOTa U IIPaBUJIa €r0 OPraHU3alIUH.

CamocrodrenbHas pabora M3ydyenue yueOHOro matepuana

1IK-1
1IK-2

Pa3pea 6.

AIMHUHUCTPATHBHBIC (QYHKLIHNH CEKpeTaps.

Tema 6.1.
AJIMMHHUCTPATUBH
ble (pynxuun
ceKkperaps.

Jlektmu: Opranuzanus paboyero JHS PYyKOBOJUTEIS,
rpaduk HeAenbHOM paboOThl, KOPPEKTHPOBKA IIJIAHOB.
CoortHomenne  rpaguka  pabOTBl  PYKOBOIUTENS U
cekperaps. AHalM3 WTOTOB IUTAHUPOBaHUS. [IpHHIMTIBI
OpraHu3aly MpUeMa Pa3IUYHbIX KaTEeropuil MmoceTuTenei.
OcobeHHOCTH TIpHeMa KOMAaHIMPOBAHHBIX W JIEJICTaIlHi.
[Tpuem rpaskaaH 1Mo JUYHBIM BONIPOCAM Kak Crielu(puyecKuit
BUJ TIpreMa, 0COOEHHOCTH opraHu3aiyu. KoMIbloTepHbIe
TEXHOJIOTUM B JIEATEIIHOCTH cekperaps. MHrepHer —
s dexTuBHOE CPENCTBO COBPEMEHHOM pi (&3 (0):10)%
KoMMmyHuKaiuu. [Touck u pacnpocTpaneHue HHPOPMaLUHU B
cetu MaTepHet. Micnonb30BaHue 3JIEKTPOHHOM MOYTHI.

IpakTiueckue 3auaTHs (CEMUHAPEI): PELICHUE
CUTYAITMOHHBIX 337124

IIK-1
11IK-2




| CamocrogrenbHas padbora: M3ydyeHue ydyeOHOro Marepuaia | &) |

Paznen 7. Opranusanuonnbie GyHKIUN CeKpeTapsi.
Tema 7.1. Jlektmu: OCOOEHHOCTH TOATOTOBKH JICJNIOBBIX BCTPEY U 2 1IK-1
OpranusanuoHHblie | neperoBopoB pykoBoauTens. [IpaBuna BeaeHus AeNI0BOM 1IK-2
GyHKuun Oecenpl. Tumbl COBEIIAHWK W TpaBHUIa MX MOJITOTOBKHA M
cekperaps. opranmzanuu. CocrtaBieHue U OQOpPMIICHHE MPOrpam,

3asBOK, INOoBeCTKM JHS. (OcoOeHHOCTH  OpraHuzanuu
3acelaHuil KOJUIETHAIbHBIX OpraHoB. JloKymMeHTHpOBaHHE
coBemauu U 3acemanuii.  Ilopsgok  cocraBieHus,
opopmieHus M XpaHeHHs HPOTOKOJIOB. OcobeHHOCTH
JIOKYMEHTUPOBAHHS 3aCEIaHUN MOCTOSIHHO JCHCTBYIOLIMX
KOJIJIETHAJIBHBIX OpraHoB. [IpaBmiia odopMieHHs BBIIHUCKU
n3 mporokona. Poinp  cekperaps B OpraHu3aluu
KOMaHIUPOBOK  pykoBogutend. IIporpamma  nenoBoit
MIOE3KU PYKOBOJAUTENS, 3HAUEHUE, CTPYKTYpa, COAEpKaHUE,
nopsok pazpabotku. CepBUCHBIE (GYHKLIUU — OpraHU3anus
Kode-nays3sl, QypuieTa, IpueMoB.

[IpakTryeckue 3aHaTus (ceMuHap): Opranu3anus u 8
00CITy’)KHBaHHE COBEIIAHHI, IEPErOBOPOB, COOpAHUIA.
CamocrogrenbHas pabora: M3ydyeHue yueOHOro Marepuaia S)
Paznen 8. AHanuTHYecKUe (PYHKIMHU ceKpeTapsi.
Tema 8.1. Jlexnuu: Pabora ¢ TekcTamMu ynpaBlIEHYECKUX JIOKYMEHTOB 5 1IK-1
AHaIUTHYeCKHe IPU COCTaBJIEHUM OO30PHBIX JIOKYMEHTOB (JIOKJaJOB, 1IK-2
pynxuun OTYETOB, BBICTYTUICHUN PYKOBOJUTENS).
ceKkpeTaps. Kondpunennuansusle cBenenus. IloaroroBka — Tekcra,
penakTupoBaHue, coryiacoBanue. PabGora mo  cOopy
uHbopMaMu — ee IleJleBoe Ha3HauyeHue, CrocoObl

noytyueHus, 00padoTku u xpaHeHuss. OcoOEHHOCTH padOThI
C BEJOMCTBEHHBIMH H3JIaHUSIMHU, IMyOJUKAIUSIMU B Tpecce,
CIELMAIBHOM JINTEPaTypOi.

IIpakTuyeckue 3aHATUS  (cemuHapbl):  PedepeHTckue
(YHKIIMHU ceKpeTapsi MOMOIIHUKA PYKOBOIUTEIIS.
CamocrosTenbHast pabora: M3yuenue yuebHOro Mmatepuaia

Pa3nea 9. JTHKa ceKpeTaps.

Tema 9.1. Jlekiuu: [loHATHS  «OTHKET», «ITHKA», «CIyKEeOHBIN | 2 IIK-1
JTHKA CeKpeTapsl. | dTUKET». OTHUYECKHE OCHOBBI B3aWMMOOTHOILICHHI MEXITY 1IK-2
pykoBoguTeneM u cekperapeMm. CiyxeOHasi CyOOpIHAIIHSL.
[IpaBuna BeneHus TenedOHHBIX IEperoBopoB. PeueBoit
sTukeT. JlokymeHTHpoBaHHE TenedOHHBIX COOOIICHHH,
TenegoHorpamma, Teneke, TenerpaMmma. IMupk cekperaps.
Buemnuil BUI cekpeTaps — OJeXIa Ha cIykOe, JAeToBOU
CTHIb, MakmsK. [loAroToBKa JOKYMEHTOB, BH3WUTHBIX
KapToueK, OM3HeC-CyBEHUPOB. 6
[lpaktuueckue 3ansatus: IlpodeccuonanbHas »5>TUKa H
JIEJIOBOM ATUKET CEKpeTapsl.

CamocrosTensaas padora: M3yyenue ygeOHOro Matepuana | S

Paznea 10. TpynoycTpoiicTBo cekperapsi M afanTanus K padore.
Tema 10.1 Jlexumu:  CoBpeMEHHBIE  CIOCOOBI  TPYAOYCTPOMCTBA. 1IK-1
TpynoycrpoiictBo | HanpaBnenuss moucka paboTel.  PesioMe —  moOpsiiok 1IK-2




ceKkpeTaps u COCTaBIICHUS M  HUCIOJb30BaHUSA. PekoMeHnaTenbHbIC
ajanranus K nucbma. CobeceioBaHNE U NHTEPBBIOUPOBAHKE IIPU NIPHEME
pa6ore. Ha pabory. TecrtupoBanume u coOecenoBaHHE Kak
COBpPEMEHHBbIE MeTOJbl Ioadopa mnepcoHana. TpynoBoit
KOHTpakT. BBomHas Oecena B KagpoBOW Ciyk0e M KpyT
JOJDKHOCTHBIX ~ 00si3aHHOCTEeH.  McmbITarenbHbI  CpOK.
Apnanranust Kk padore. Bunpl amantanuu. O3HaKoOMIIEHHE ¢
pabouuM  MecTOM. 3HAKOMCTBO C  PYKOBOJIUTEIEM,
KoJIJIeTaMH, TeXHUYecKuM mnepcoHanom. Ilepsas Gecenma c
pykoBoauteneM. Pexxum pabouero Bpemenu. CBepxypodHast 6
pabora.  KopnopartuBHasi  KyJapTypa W TpPAJAHLHUH.
DOUPMEHHBIN CTHIIb.

[IpakTuyeckue 3aHsaTus (cemuHap): Pesrome cekperaps.

CamocrosTenbHas pabora: M3ydyenue yuebHOro matepuania

[IpumepHas TemaTuka KypcoBoil paboThl

CaMocTosTenbHas paboTa o0yyaroumxcs Haj KypcoBoi paboToi

Buja uToroBoro KoHTpoJIsi (3a4eT, 3K3aMeH, 1uddepeHITMPOBaHHBIN 3a4€T) 45 OK3AMEH

BCEI'O: 144

5. OBPA3OBATEJIBHBIE TEXHOJIOI'NU

B cootBerctBum ¢ Tpedoanusmu @I'OC BO no HanpaBiieHUIO NOATOTOBKHU «/l0OKyMeHTOBeieHUE U
apXUBOBEICHUE» pealin3aliis KOMIETEHTHOCTHOIO M0/1X0/1a MPEAyCMaTPUBAET IIUPOKOE HUCII0JIb30BaHUE
B y4eOHOM IMPOLIECCE AKTUBHBIX M HHTEPAKTUBHBIX ()OPM MPOBEACHHUSI 3aHITHIA.

CtpykTypa U© coJep)aHHEe Kypca IMpearojiaraloT  aKTUBHYIO  MHTEIUIEKTYaJbHYI0 U
KOMMYHUKaTHBHYIO J€ST€IbHOCTh CTYAEHTOB. Kypc BBICTpOEH TakuM 00pa3oM, u4TOOBI 00eCrednuTh
pa3BUTHE COOTBETCTBYIOIIMX MpO(ecCHOHANbHBIX KayecTB y CTyAeHTOB. Kypc nekuuii, ceMuHapcKue u
IIPAKTUYECKHUE 3aHATUS OTJIMYAKOTCS YCTAHOBKOW HA CO3/IaHME MAPTHEPCKUX OTHOLIEHWH, YTO HaXOAMT
OTpakeHHEe B MeToz1ax 00ydeHus. [IpuopureTHpiMu MeTogamMu 0Oy4EHUs SIBISIFOTCS aKmMugHbvle Memookbl,
IJie TJ1aBHOE BHUMAaHUE yIENIeTCsl MPAaKTUYECKOM 0TpaboTKe 3HAaHUN, yMEHUI U HaBBIKOB.

Jlekyuonnvie 3anamus NPEANONaraoT NpeABapUTEIbHYIO OITOTOBKY, CBS3aHHYIO C OCMBICIIEHUEM
3asBJICHHBIX POOJIEM, U HE UCKIIIOYAIOT JUAIOTHYECKOro OOIIEHUs CTYIEHTOB C MPeIo/aBaTeIeM.

Ha cemunapckux samamusix MCHONB3YIOTCS COBPEMEHHBIE METOJbl OOYYEHMsI - JEJIOBBIE WIDBI,
MUHHU-KOH(EPEHIIH, JUCKYCCHH, IMO3BOJIAIOUIME H30€XaTh MAacCUBHOTO BOCHPUATUS HHGPOpPMALUU U
MaKCHMaJIbHO HCII0JIb30BaTh TBOPUYECKUI MOTEHIMAI CTYI€HTOB.

6 OHEHOYHBIE CPEACTBA JJiId TEKYWEI'O KOHTPOJIA
YCHEBAEMOCTHA U MIPOMEXYTOYHOM ATTECTAIIUA

6.1. KoHTpOJIb OCBOCHUS TUCUMILIIMHBI

KoHTposb 0OCBOCHMS TUCHMUIIMHBI IPOU3BOJUTCS B COOTBETCTBUU C [lonoxkeHuem o
MPOBEACHUHA TEKYILIEr0 KOHTPOJISI YCHEBAEMOCTH M IPOMEKYTOUYHOW AaTTECTALUU
ctynentoB ®I'BOY BO «KpacHomapckuil rocyaapCTBEHHBIH HMHCTUTYT KYJIbTYpPbD».
[IporpamMmoil AUCHMIUIMHBI B LENAX MPOBEPKH IPOYHOCTHM YCBOEHUs Marepuasa
MpeayCMaTPUBACTCS MMPOBEACHUE PA3IUIHBIX (HOPM KOHTPOJIS.

Texywuii KoHmponb YCIEBAEMOCTH CTYAEHTOB MO JUCLUMIUIMHE MPOU3BOAUTCS B
cienyromux popmax:
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- OIICHKH, BBICTABISIEMBIC CTY/JCHTaM Ha CEMHUHApax 3a OTBETHl Ha BOMPOCHI,
coJiep KalIrecs B TUIAHAX CEMUHAPCKUX U MPAKTUICCKUX 3aHATHH.

Py6eosicnviti  konmponv TpenycMaTpuBaeT OLEHKY 3HAHHUM, yYMEHHH W HaBBIKOB
CTYJICHTOB IO MPOHJACHHOMY MaTepuaay MO JaHHOW NUCIUILIMHE Ha OCHOBE TEKYIIHX
OIICHOK, TIOJTy9YCHHBIX MU Ha 3aHATHUAX 33 BCe BHIBI paboT. B Xoae py0exHOTro KOHTPOJIS
MCIIOJIB3YIOTCS CIIETYIOIINE METO bl OLEHKH 3HAHUM:

o YCTHBIC OTBET;

o TIPAKTHUYECKHE PAOOTHI;

IIpomedsicymounulii KOHmpob TIO pe3yIbTaTaM CeMecTpa MO TUCITUTUINHE TPOXOIUT B
dbopme 3auéra (IK3aMeHa).

6.2. OueHouHbIe cpeaCcTBA

6.2.1. [Ipumepsbl TECTOBBIX 3aJaHuil (CUTYyaIUIl)
IIpakTnueckoe 3anstue 1. JoxHocTHAsE U o0ydawinas MHCTPYKIHU Ouc-
MeHeaxKepa.

Llenv 3amamusa: W3y4eHUE METOJUKH COCTAaBJIECHHUS, TMOpsSAKa OQOopMIIEHUS,
COTJIACOBAHUS W YTBEPKICHHS IOJDKHOCTHBIX WMHCTPYKLIHMM CEKPETAPCKOTO IEpPCOHAaa,
MpUOOpPETEHNE HABBIKOB COCTABJICHHMS IOJKHOCTHOM MHCTPYKIIMH O(HrC-MEHeKepa.

B pesynbrate BBINOJHEHUS 3aJaHUS NPAKTHYECKOTO 3aHATHSA CTYICHTHI JOJIKHBIL:
3HaTh HA3HAUYE€HHWE, TMOPSAJOK COCTaBleHUs, OG(OpPMIIEHHsS, CTPYKTYpy U COCTaB
uHpOpMaMK  JOJDKHOCTHOW  HMHCTPYKLUMH  O(QUC-MEHEIKEepa; YMETb COCTaBHUTH
JOJKHOCTHBIE MHCTPYKIIMU PA3JIMYHBIX KATErOPUNA CEKPETAPCKOro NEPCOHAIA.

3aoanue:
1. CpaBHUTH KBAIM(PHKAIMOHHBIC TPSOOBAHUS PA3IMUHBIX KaTCTOPHI CEKpPETapeH.

2. Paspaborarh JODKHOCTHYIO MHCTPYKIIMIO B 3aBUCHUMOCTH OT KaTerOpHH
cekperaps.

3. UByunTh 00y4aronryr0 HHCTPYKIIUIO JJISI CEKpETapsl.
IIpakTuueckoe 3ansaTue 2. [LiannpoBanue padouyero JHs ceKpeTaps.

Lenv 3amamus: W3ydyeHUE TPUHIMUIIOB PAlMOHAIBHOTO TUIAHUPOBaHUs pabodero
BPEMEHH CEKpeTapsi; 3aBUCHMOCTH paboyero AHs CeKperaps OT IjilaHa paboyero JHs
PYKOBOIMTEIS; MPUOOPETEHNE HABBIKOB COCTABIICHUS Tpaduka pabodero JHs ceKpeTaps.

B pe3ynbrare BRIMONMHEHUS 3aJaHUs IPAKTUYECKOTO 3aHATHS CTYACHTHI JTOJDKHBI:

e 3HaTh Ha3HAUYC€HHE, TOPSAIAOK pa3pabOTKH, COTJIACOBaHUS, YTBEPKICHUS,
CTPYKTYpY U cocTaB uHpopmaruu rpaduka pabodero IHS CEKpeTaps;

® PpalMOHAIHLHO MJIAHUPOBATH PaOOUYMIl IEHb CEKpeTaps;

e 3Hath HOT B pabote cekperapsi;

® yMeTbh COCTAaBUTH IUIaH paboyero JHsS CeKpeTraps.

3aoanue: CoctaBuTh rpaduk pabodero IHS ceKpeTaps-pedepeHTa pyKOBOIUTEINS.

IIpakTuyeckoe 3ansitue 3. Pedepenrckue pyHKuuM cekperaps pyKOBOAHUTEJIS
OpraHu3aumm.
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Llenv 3amamusa: W3yd4eHUWE METONMKM TIOMCKA, CHCTEMaTu3aluuu, o0paboTKu
uHpOpMalii, HEOOXOIUMOM PYKOBOAMTEIIO OpraHM3allid; NPUOOPETEHHE HaBBIKOB
cUCTeMaTHU3aluu U 00paboTKU JOKYyMEHTHON HHGOpMAIUH.

B PE3YyJIbTAaTC BBIIMOJHCHUS 3aJaHUS IIPAKTUICCKOT'O 3aHATHA CTYACHTBI JOJIKHBI:

e 3HATh HA3HAYCHHUE, METOJIMKY BEJCHMS M HUCIOJI30BAHUSA CPEACTB XPAHEHUS U
NOUCKa MH(pOpMALMMU: IUIOCKUX OOO3PUMBIX KapTOTEK, CpPEICTB  BHU3YaJbHOTO
0TOOpa)XeHMsI CTPOYHOU MH(pOpMaLUY;

® 3HATb METOAUKY M YMETb BECTH «IIEPCOHAIMW» JIEJIOBBIX IAPTHEPOB
OpraHu3alNy;

® YMETh PEJAKTHUPOBAThH YNPABICHYECKHE TOKYMEHTHI,

® 3HATh IPUEMBI U YMETh aHHOTUPOBATh U PePeprupOBaTh HCTOUYHUKH.

3aoanue:

1. CdopmupoBaTh MHPOPMALMOHHYIO TOJIOOPKY O JEJIOBOM MapTHEpE
OpraHMU3aIH.

2. CrpoeKkTupoBaTh CHUCTEMY BHU3YaJIbHOTO OTOOPa)KEHUS CTPOYHOU
uHbopMaIuu.

3. CocTaBUTh aHHOTALIMIO HOPMATUBHO-METOANYECKOTO JOKYMEHTA.

4. Ha ocHOBe mpeyiokeHHBIX aIrOPUTMOB COCTaBUTH pedepaT cTaThu.

S. CocTaBUTh CIMCOK CIPAaBOYHBIX W3JAHHUM, HEOOXOIUMBIX I pabOThI
CeKpeTapsi.

IIpakTuueckoe 3ansaTue 4. Pe3rome cekperaps.

Llenv 3anamus: n3y4eHrue METOIUKU U TPUOOPETEHHE HABBIKOB COCTABJICHUS PE3IOME
CEKpEeTapCKOro nepcoHara.

IIpu cocraBieHuun pe3tomMe oOpaTUTh 0co0O€ BHUMAHUE Ha JIMYHBIE KadyecTBa U
HepocTaTku. [IpaBunbHO omucath mpexkHHEe MecTa paboThl M MPUUYMHBI YBOJIbHEHUs. B
pEe3IoMe C/IeIaTh aKIEHT Ha BalllK Jy4IlIne KayecTBa.

B pesynpTraTe BbINOJHEHUS 3a1aHUs] IPAKTHYECKOTO 3aHATHS CTYACHTHI JOJIKHBL:

® 3HAThb Ha3HAYEHHWE, MOPSAOK COCTaBIICHUS, CTPYKTYpy M COCTaB HMH(OpMauuu
pe3oME;

® yMETh COCTABUTh PE3IOME.

3aoanue: CocCTaBUTh pE3IOME COMCKATENsl JOJDKHOCTU ceKkperaps-pedepeHTa Wiu
CeKpeTaps-NIOMOUTHUKA PYKOBOJUTENS OpPraHU3aLHH.

6.2.2. KoHTpO/ILHBIE BONPOCHI /ISl IPOBEIEHUST TEKYIIEr0 KOHTPOJIS
Kakue pa3nensl conepKuT JOKHOCTHAS MHCTPYKLUSA?
Kakue 10KkyMeHTBI OTHOCATCS K HH(GOPMAIIMOHHO-CIIPaBOYHbBIM?
KaxoBbl 0cOOEHHOCTH HaNKMCaHUS TEKCTa TeJIerpaMmbl?
Yro Takoe (akcorpamma?
KakoBbI peKBHU3UTHI TENETPAMMBI?
JaiiTe onpeeneHue NOHATHS «IOKYMEHTO000POT».
Ha3zoBute ocHOBHBIE onepaluy nporecca 00paboTKH BXOAALIUX TOKYMEHTOB.
Ha3oBuTe 0cHOBHBIE OnIepanuy rnporecca 00pabOTKU UCXOIAIIUX JOKYMEHTOB.
Kakum 00pa3oM ocyiecTBiIseTcs perucTpanus BXOASAMUX JOKYMEHTOB?
10 JaiitTe onpeneneHre NOHATUS «UCXOIAIMN JOKYMEHT
11. Ha3oBuTe OCHOBHBIE JTAlbI MOATOTOBKH UCXOISIIUX JOKYMEHTOB.

CoNoOR~WNE
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12.
13.

14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
27.
28.

29.
30.
31.
32.

33.
34.
35.

36.
37.

38.
39.
40.

RRpoOoo~NoO WD E

14.
15.

0.
1.
12.
13.

Kakue ucxonsmme 10KyMeHTbI OOPMIISIOTCS B OTHOM SK3eMILIsIpe?

Kakue nanHble 00 HMCXOJSIIEM JOKYMEHTE 3alMCHIBAIOTCA B KYPHAJI PETHUCTPAIMU HMCXOJSIIUX
JIOKYMEHTOB?

Kem noanuceIBaroTcs UCXOASIINE JOKYMEHTHI?

Ha3zoBuTte 0CHOBHBIE 3TalbI POLECCa MOJTOTOBKHY U O()OPMIIEHUSI BHYTPEHHUX JOKYMEHTOB.

Kak opranusyercs pabota ¢ BHyTPEHHUMH JIOKyMEHTaMH Ha 3Tare WX UCHOTHEHUs?

Kakue onepanuy BKIIIOYAET NPOLIECC KOHTPOJIS HCIIOJIHEHUS JOKyMEHTa?

Kak ycranaBnuBaroTCsl TUIIOBBIE CPOKH MCIIOJHEHUS JJOKYMEHTOB?

Kak ycranaBnMBarOTCs MHAWBUIyaJIbHBIE CPOKH MCIIOJIHEHUS JJOKYMEHTOB?

JlaiiTe onpenenenye NOHATHS «<HOMEHKIIaTypa nem». Ha3oBuTe BUIbl HOMEHKIIATYD J€.

Kto pa3pabarbiBaeT TUIIOBBIE U IPUMEPHBIE HOMEHKJIATYpHI Aei? KeM oHu yrBepxkaatorcs?

B Teuenue kakoro cpoka I€HCTBYET yTBEPKACHHAs HOMEHKIATYpa JeJ1 OpraHu3aiu?

B 4em cyTh npouecca popmupoBanus nen?

[To kakuM mpU3HaAKaM MOTYT IFPyIIHPOBATHCS JOKYMEHTHI B jieja?

B kaxoii mociie10BaTeIbHOCTH JODKHBI Paclolararbes JOKYMEHTHI B fene?

Jljig Kakux J1eJ1 COCTaBIISAETCSl BHYTPEHHSS ONUCH?

Ha3zoBute ocHOBHBIE 3Tanbl paboThI 10 MOATOTOBKE TOKYMEHTOB K apXUBHOMY XPaHEHUIO?

Kaxue 30HBI BKIIIOUAET OTJIENbHOE MOMELIEHHE paboyero Mecta pykopoautensa? KakoBo Ha3HaueHue
KaXI0U U3 HUX?

[lepeuncnure cpercTBa OCHALIEHUS pabOYEro MecTa pyKOBOJUTEIS.

HazoBuTe 0OCHOBHBIE ITpaBHJIa COCTABIEHUS J1€JI0BOIO IIMChMa.

[lepeuncnure TpeGoBaHUs, PEABABIAEMbIE K COCTaBICHUIO TEKCTA TENE(PAKCHBIX COOOLICHUIA.
HazoBure mnpeunmyiiectBa Tene(OHHOM CBSI3M 10 CPAaBHEHMIO C IUCBbMEHHBIMH CPEICTBAMHU
KOMMYHHKaIUH.

[lepeuncnure pakTopsl, 0OecnednBaroLIie paluoHaIbHOE Tene(oHHOe OOLIeHHE.

[lepeuncnure 00A3aHHOCTH CEKpeTapsl B MpoIiecce MprUeMa MOCETUTENEH.

Ha3zoBute mpaBmiia BeJeHHs CIIy’)KEOHOTO Tesle(h)OHHOTO pa3roBopa B TEX CIIydyasX, KOI/la 3BOHST
PYKOBOAMTEIIIO; KOT/1a 3BOHUT CEKPETAPb.

Kakux npaBui ciiefyeT npuiepKuBaThcs CEKpeTapro MpH nepeaaye reneoHorpamMmms?

KaxkoBa poib cekperapsi B mpouecce NOArOTOBKU U ITPOBEACHUS TUIAHOBBIX COBEIIAHMM, OITEPAaTUBHBIX
COBEILIaHUI?

Kak ocymiecTBisieTcst mOArOTOBKa M OpraHU3alus AEJI0BBIX MOE3/I0K PYKOBOIUTENS?

KakoBbI 00513aHHOCTH CeKpeTapsi BO BpeMsl OTCYTCTBUSL PyKOBOJUTES?

HazoBute TpeboBanusl, mperbsaBIsieMble K JEI0BOM peuH.

6.2.3. TemaTuka 3cce, pepeparoB, npe3eHTaAIHIT
Poib 1 MecTO cekpeTaps B yIIpaBJIE€HUECKOW CTPYKTYpe OpraHHU3aluu.
UcTopus cexperapckoil ciyx6s1 B Poccun.
ITpodeccus cexperaps Ha COBPEMEHHOM pPhIHKE TPYAA.
CoBpeMeHHass HOPMAaTHBHO-METOIMYECcKas 0a3a, periaMeHTHPYIOIas AeITeTbHOCTh CEKpeTapst.
[IpodeccronanbHble HABBIKU, 00SI3aHHOCTU M (DYHKIIUH CEKpeTapsl.
JlomkHOCTHBIE 00513aHHOCTH ceKpeTapsi-pedepeHTa (Ha npumepe Kakon-11u00 opraHu3aiyi).
KoMMyHUKaIIMOHHBIE aCTIEKThI JeSITeIbHOCTH CEKpeTaps.
Buael nprema noceturenei, poOBOIUMBIX PYKOBOJUTEIEM H CEKPETAPEM.
be3znokymeHTHOE 00CTy)HBaHHE B paboOTe ceKpeTaps.
Kynbrypa nemoBoro o0mnieHust B mpodecCHOHANBHON NesITeTHHOCTH CEKPETaps.
[Tpo6nembl mIIaHUPOBAHUS M OPTraHU3ALUU PabOYero AHS CEKpeTaps.
[Tpodeccus cekperapsi — reHIECPHBINA aCIICKT.
XapaKkTepuCcTUKa COBPEMEHHBIX TEXHUYECKHX CPEICTB M MPOrPAaMMHBIX HPOIYKTOB, HUCIIOJIb3YEMBIX
B JICATEIBHOCTH CEKpeTaps.
WutepHer B paboTte cekpeTapsi.
Poinb cexperapsi B opraHu3zay JOKyMEHTO000pOTa MPEIPUATHS.
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16.
17.

18.
19.
20.

ROONOoO O~

0.
. Kommnbrorepuslie TexHonoruu u VIHTEpHET B A€ATEILHOCTH CEKpeTapsl.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
27.
28.

Hcnonp30Banue CpaBOYHO-TIONCKOBBIX CHCTEM B paboTe cekperapsl.
OpranuszannoHHO-MH(pOpMaLMOHHOE o0ecreueHne JEATeIbHOCTH PYKOBOAMTENS KaK OCHOBA
CEKpETapCcKoil padoTHI.

OpraHu3anoHHbIE U TEXHHYECKHE MTPOOJIEMBI IOATOTOBKU KPYIHBIX COBEIIAHHH.

[ToBenenue cexpeTapsi B KOH(GIMKTHOW CUTYaIHH.

OcobeHHOoCTH /IeT0BBIX KyIbTyp 3amnaga u Bocroka.

6.2.4. Bonpocsl K 3a4eTy N0 JUCIUIIHHE
1. Pomp u 3HaueHHe cekperaps-pedepeHTa B CTPYKType JHOKYMEHTAIIMOHHOTO OOECIIeYCHUs
yIIpaBIICHHUS.
Kareropum cekperapeii (cekperapp Ha TeledoOHE, JMYHBIH CEKpeTapb, TEXHHYECKUIH CEKpeTapb,
CeKpeTapb CTPYKTYpHOTO TOJpa3JelieHus, CeKpeTapb-peepeHT, CeKpeTapb KOJUICTHH, YYCHBIH
CeKpeTaphb): 00Ias XapaKTepUCTUKA.
[Ipodeccronanbuble TpeOOBaHMS, PEABSIBISEMbIE K KATETOPHUIM CEKpeTapen.
JIMYHOCTHBIE KauecTBa ceKpeTaps-pedepeHTa.
HopmatuBHo-meToinueckas 6a3a paboThl cekpeTapsi.
JIOJDKHOCTHAst MHCTPYKLUS CEKpeTapsl.
TexHosorus opranuzanuu opuca: 000pyIOBaHUS, TU3aliH, TEXHHYECKUE CPE/ICTBA.
Opranuzanus 1 000pyioBaHre paboyero Mecra cekperapsi.
[TnanupoBaHue, pacnpeeicHIEe U UCIIOJb30BaHHE Pab0Yero BPEMEHHU CeKpeTapsi.
Agnantanus cekperaps K padoTe.

[TonsiTHE TOKYMEHTO000pOTA, IPaBUJIa €0 OPraHU3aIHH.

ITpuem u 06paboTKa BXOJAIIUX JOKYMEHTOB.

Pacnipenenenne u perucTparysi, KOHTPOIb 32 HCIIOJTHEHHEM JIOKYMEHTOB.
O06paboTka fien 715l MOCIeAYIOIEero XpaHEeHusl.

dopMHpOBaHUE JEN.

Howmenknarypa nen.

Opranusanus cekpeTrapeM rnpruemMa MoceTUTeNeH, IpoBeeHNe eTIOBBIX Oeces.
Kynbrypa ciayxeOHoro TeneoHHOro pa3sroBopa.

Tenedonorpamma, Tenerpamma, renedakc.

Buas! npon3BOICTBEHHBIX COBEIAHU.

Opranuzanus 1 00CIyKHBaHUE TIEPETOBOPOB, COBEIIAHUI U TIPE3CHTAIUH.
ITonroToBka cekperapeM KOMaHIUPOBOK PYKOBOAUTEIIS.

Pab6ora ¢ nenosoit nHpopMmarueil. Meronuka U alnropuTMsl peQeprupoBaHHUs.
OcHOBBI IpodeCCHOHATILHON 3TUKHU U JISJIOBOIO ATHKETA B paboTe CeKpeTaps.
vk cekperapsi: TpeOOBaHMS K BHEIIHEMY BUIY, KYJIbTYpa MOBEICHHS U OOIICHHUS.
BusuTHbIE KapTOUKU U MPaBUJIA UX BEJICHUS.

TpynoycTpoiicTBO cekpeTaps, COCTaBIEHHE JINIHOTO PE3FOME.

6.2.5. Bonpockl K IKk3aMeHY N0 JUCHUILIUHE
DK3aMeH He MPeTyCMOTPEH

6.2.6. IlpumepHasi TeMaTHKa KYPCOBBIX padoT
Kypcoas pabora He mpeycMOTpeHa

1. YUYEBHO-METOJINYECKOE n NHOOPMALIMOHHOE

OBECIHIEYEHME JUCHUIIJIMHBI MOAYJIs)

7.1. OcHoBHas TUTEpPATYypa
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1.

MaxkapwbiueB, M. I'. Opranuzanuonnas aestenbHocTh [Tekct] : yue6. / M. I'. Makapsrues, E. B. 3yes.
- M. : Akagemus, 2016. - 189 c. - ISBN 978-5-4468-0986-8 :

Munbko, 3.B. MenemkmenT kadectBa [Tekcr] : ydeb. mocobOue; mis OakajgaBpOB U CHECIIUATHCTOB:
[rpud YMO] / D. B. Munbko, A. D. Munbko. - Ctangapt tperbero nokojenus. - CII6. : [Tutep, 2013. -
268 c. : un. - ISBN 978-5-496-00040-6

MenemxmenT 11t 6akanaBpoB ceppuca [Tekct] : [rpud YMO] / A. U. lomkukosa, T.1O. Edppemosa. -
Pocro u/]] : ®enukc, 2013. - 412 c. - (Bricuiee o6pazoBanue). - ISBN 978-5-222-19936-7

7.2. JlonoJIHUTEJIbHAS JIUTEPATYypa

1. Ky3nenoB 1.H. Cekperapckoe zeno: riaBHbIe mpaBuiia aenoBoro oodmenus. - M.: IIpocmekr, 2005. -
478c.

. Poroxxun M.IO. Dkcnpecc-kypc noMoInHuka pykosoautens komnanuu. - CII6.: TTurep, 2008. - 272c.

3. TOCT 6.30-2003: VYCJ/I. VYuuduxkanmoHHas CHCTEMa OPTraHMU3ALHWOHHO-PACTIOPSIIUTECIHEHON
nokyMmeHTanuu. TpeboBaHus K opopMIICHUIO TOKyMEeHTOB. — M.: M3a-Bo cTtannaptos, 2004.

. T'OCT P 51141-98: Jlenonpou3BOACTBO U apXUBHOE J1e10: TepMuHbl U onpeaenenus. - M.,1998.

. Jlenonpoun3BoACTBO: 00pasibl, JOKYMEHTBI, OPraHU3allsg M TEXHOJIOTUS pabOThl C y4E€TOM HOBOTO
I'OCT P 6.30-2003 «YHUPHUIIMPOBAHHBIC CHCTEMbI JOKYMEHTAIHH. ...». — 2-€ U3]., Iepepad. u oM. —
M.: IIpocnekt, 2004. — 456¢.

6. KBanmnukannoHHbI CpaBOYHUK IODKHOCTEH PYKOBOIMTEINEH, CIEIHAINCTOB M HWHBIX CIYXKAIlUX

/UBHT Muntpyna Poccuiickoit ®enepanuu. — M., 2004. — 348c.
7. Konrynosa M.B. SI3bik u genoBoe obiienue: Hopmel, puropuka, STHKET: y4ueb. mocodue s By30B/
M.B. Konrynosa. — M.: DkoHomuueckas auteparypa, 2002. — 288c.
8. ConosseB J.4. CoBpemennslii aTukeT. Jlenosoit mporokoin/ 3.5 Conosbe.- M., 2003.

N

o1~

7.3.Ilepuoanyeckue u3IaHus
Jenonpon3BoicTBO

Cekpertapckoe /1e10

Cexkpetapb-pedepeHT

CripaBOYHHK cekpeTaps U opuc-MeHepKepa
VYnpasieHue nepcoHanToM

7.4. UnTepHeT-pecypcehl
http://www.termika.ru/
http://www.top-personal.ru/
http://www.rusarchives.ru/ «Apxussl Poccuny;
http://sekretarskoe-delo.ru/
http://www.profiz.ru/sr
http://sekretar-info.ru/
http://www.sekretary.net/
http://cde.osu.ru/demoversion/course139/3 1html
http://www.bibliotekar.ru/biznes-60/index.htm

G e

7.5. MeToguyeckue yKa3aHusi M MATEePHAJIbI 10 BUAAM 3aHITHI
JlJiss TOATOTOBKM K 3aHSATHSAM PEKOMEHIYEeM HCIIOJIb30BaTh JIIEKTPOHHYIO 0azy
JAHHBIX 1O JOKYMEHTOBEACHUIO M JOKYMEHTOBEIUECKHM WCCJICIOBAHMUIM, KOTOpas
COJICPKUT METOJIMYECKUE MAaTephajbl MO TMOATOTOBKE K CEMHHAPCKUM, MPAKTUYECKUM

3aHATUAM, 3a4eTy, Pa3pabOTKe riaoccapus, MOArOTOBKE BUACONPE3CHTALNMN, BEIMOTHEHUIO
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http://www.termika.ru/
http://www.top-personal.ru/
http://www.rusarchives.ru/
http://sekretarskoe-delo.ru/
http://www.profiz.ru/sr
http://sekretar-info.ru/magazine-articles/
http://www.sekretary.net/
http://cde.osu.ru/demoversion/course139/3_1html
http://www.bibliotekar.ru/biznes-60/index.htm

IpYruxX 3aJaHuil B paMKax CaMOCTOATENbHOM paboThl. A Takke  DJIEKTPOHHBIE
SHIUKJIONEANH IO JIETOTPOU3BOJICTBY U aPXUBOBEICHHUIO.

Jnst camocTosITeNnbHOM pabOThl, MOATOTOBKE MPAKTUYECKUX (CEMUHAPCKUX)
3aHSITUMA, TMOJFOTOBKE K TECTOBBIM HCIBITAHUSIM, a TaKXe [JIs HamuCaHus 3CCeE,
pedepaToB, HAYYHBIX JOKJIAJ0B PEKOMEHAYETCS CIIEAYIOIIee:

JInsi MOArOTOBKM K TEPEUYUCICHHBIM BHJAM palbOT MPEeAyCMOTPEHbI 3aJaHus,
pa3BUBAIOIIME€ HABBIKM CaMOCTOSITEILHOI'O aHalii3a M OCMBICIICHHUS MPEIJI0KEHHBIX
npobiem u TeMm. /[l OCBOGHHS TPEIJIOKEHHBIX TEM, CTyJACHTaM Heo0X0IUMO
O3HAKOMUTHCSI C MPEIJIOKCHHOW JIMTEepaTypoil, BHIOpaTh HEOOXOAMMBIE HMCTOYHUKH,
COCTaBUTh IUJIaH mpejactosmed padbotel. s pedepupoBaHUs HCTOYHUKOB CTYACHTY
HEOOXOIMMO O3HAKOMUTBCA C TEKCTOM, CHENaTh HEOOXOIUMbIE BBIUCKH, IUTATHI,
COOTBETCTBYIOIIME TIJIABHOW MpoOiieMe WCCIeAOBaHMsI, CKOMIIOHOBATh OSTH IIUTATHI,
npoaymMaTh UX, U3JI0XHUTh COOCTBEHHOE BHJIEHWE CBOMMH CJIOBaMH, HaMETUTh
HEOOXOJIUMbIE CBA3KH U CTPYKTYpY Oyayiiero Tekcra. PedeprpoBanue nepBouCTOYHUKOB
MPEIoiaraeT CaMOCTOSTEIIbHBIC HABBIKA M3YUYCHHS TEKCTA, U3JIOKEHUE MPEJI0KEHHBIX
TOYEK 3PEHUs, MEePecKa3, aHaIu3 NPOOJIEMHBIX BOIPOCOB, BHIACICHUE IJIABHBIX HAyYHBIX
Mo3UIMK aBTOpPOB. [l BeIMOJNIHEHUST pedepaTa HEOOXOAUMO HAUYMHATHL C OOOCHOBAHUS
BBIOOpPA TEMBI, 3aTEM MPUBECTHU MEPEUCHb KIFOUEBBIX MOHITUN COJEpKaHUs, MJIaH PabOThI
(0 uem paboTa, KaKre BOMPOCHI BKIIOUYEHBI), 3aT€M MEPEXOIUTh K (HOPMYJIHPOBKE TE3UCOB,
MPEACTABISIIONIMX KPaTKOE COJEpkKAaHUE KaXKIOro Bompoca Tembl. Jlanee, mpuBoasTCs
CTPYKTYPUPOBAHHbIE TE3UChl (OCHOBHBIE TPYNIBI TE3UCOB IO paszaeinam paboThI).
CrpynnupoBaB Te€3UChl (OCHOBHBIE MBICIH), YCTAHOBUB MEXIYy HUMHU OCHOBHBIE H
COTIOJTYMHEHHBIE CBSI3HM, COCTABUTH JIOTUYECKYIO MOJIETh cojiepKaHus paboThl (pedeparta).
Bo3MoxHO nepBoHaYaIbHO TTOCTPOUTH MOJIENH COACpKaHUs PaOOThl U OCHOBHBIX OJIOKOB
(MbICTIEH), a 3aTeM KaXIblii TE3UCHBIM OJIOK HAMOJHUThL CTPYKTYPHBIM KpPAaTKUM
coJiepKaHUEM. DTO TO3BOJUT B JaJbHEHIIIEM pacKphiBaTh paboTy, €€ colepkaHue ¢
pPa3HOM CTENEHBIO MOAPOOHOCTH.

7.6. IlporpammHoe obecrieueHune
Adobe Master Collection CS 6

MS Windows Bepcuun XP, 7,8,10
MS office professional plus 2007 MS office professional plus 2010

1

2

3

4. T'apanT
5. Koncynprant +
6

Cuctema Jleno 8.5

8. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYEHUE JUCHOUIIJIMHBI
MOAYJIA)
IIpr OcBOGHMM JUCLHUIUIMHBI PEKOMEHAYIOTCA NOCTYIl B MIHTEpHET, KOMIIBIOTEPHBIN
KJIACC IS IPOBEICHMS NPAKTUYECKUX 3aHATUH.
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JlonmoTHeHus1 M U3MEHEeHH s
K pado4eil mporpaMMe y4eO0HO# IMCHUILTHHBI (MOIYJIs1)

Ha20_ -20_ y4.rox

B pabouyto mporpammy y4eOHON AUCIUIUIMHBI BHOCSTCS CIEAYIONINE U3MEHEHUS:

JlomonmHeHus: ¥ U3MEHEeHHs K paboyeil mporpaMmme pacCMOTPEHbBI U PEKOMEHI0BaHbI
Ha 3ace/laHuu Kadeapsl

(HauMeHOBaHUe)
IIporokoi Ne OT «__ » 20 r
Ucnonuurens(n):
/ / /
(TOMKHOCTB) (moxmuck) (®.1.0.) (mara)
/ / /
(TOIKHOCTB) (moamnuck) (®.1.0.) (mara)
3aBenytomuii kadenpoit
/ / /
(HaumeHoBaHHe Kadeapbl) (moanuce) (®.1.0.) (nara)
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