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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
JAHHOU MPO(ECCUOHAIBHON JEATEIbHOCTH.

3agaun:

— TPOCIEAWTHh COJEpKaHWE COBPEMEHHBIX TpPEeOOBaHW K CEKpPEeTapCKOi
JESITEIbHOCTH;

- paccMOTpeTh pOJb CEKpeTaped pa3lIUyHBIX KaTeropuili B COBPEMEHHOM
yIpaBJIECHYECKOM anmnapare;

- O3HaKOMWUTb CTYJEHTOB C JIOJDKHOCTHBIMH OOS3aHHOCTSIMH  CEKpeTaps,
OpraHu3aleil COBpeMEHHOI'O CEKPETAPCKOT0 00CITy)KUBaHMSI,;

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

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII BO
JlaHHas AMCUMIUIMHA  OTHOCHUTCS K MPO(ECCHOHAIbHOMY LMKy (BapuaTHBHAas
yacTh). M3ydeHuwe AMCHMIUIMHBI 0a3upyeTcsi Ha 3HAHUM CTYJEHTAMU CIETYIOMIMX
JUCLUIUIMH y4eOHOro raHa: «Pycckuid sI3bIK M KyJIbTypa peun», «JoKyMeHTOBeaeHuE,
«JloKymMeHTHas1 IMHTBUCTUKA», «Opranuzanus u texHosorus JJ0VY».
IIporpamma ajganTUpoBaHa Ul MHBAJIWAOB M JIML C  OIPAHUYECHHBIMU
BO3MOKHOCTSIMU 3/10POBBS.

3. TPEBOBAHMSI K PE3VJBLTATAM OCBOEHUSI COJEPKAHUS
JUCHUIIIAHBI

[Ipomiecc wu3yueHusl IUCHUMIUIMHBI HampaBjieH Ha (QopMHpOBaHUE DSJIEMEHTOB
cieayronmx komnereHuid B cootrBeTcTBUM ¢ PI'OC BO mo maHHOMY HampaBJICHUIO
MOJATOTOBKH (CIEUAIBLHOCTH):

a) npogeccuonaabHbIx (ITK)

[IK-2 Opranumzainus paboThl C JOKYMEHTAMH B YCJIOBHSX TPAAUIIMOHHOTO U
AIIEKTPOHHOTO JJOKYMEHTOO0O0pOTA.

B pesynbTaTe 0cBOCHUS TUCIUTIIIMHBI 00YYaIONIUEeCs JOIKHBI:

3uamo:

- COBpPEMEHHbIC KBaM(PUKAIIMOHHBIE TpPeOOBaHUS K PaA3JIUYHBIM KaTErOpUsIM
ceKpeTapei, UX JOJDKHOCTHBIC 00513aHHOCTH;

- HOpPMAaTHUBHO-METOANYECKYI0 0a3y pabOThl CEKpeTaps;

- OpraHu3aIuIo TpyJla CeKpeTaps;

- JICJIOBBIE U JIMYHBIC KAYECTBA, HEOOXOIUMBIE CEKPETAPIO;

- METOJIbl OpPTraHU3aluK pab0Yero JHS PyKOBOIUTEIS;

- TpeOOBaHMS K BEICHUIO U IOKYMEHTUPOBAHUIO TEIE(POHHBIX TIEPETOBOPOB;

- OCOOCHHOCTH TOJATOTOBKM M JOKYMEHTHPOBAHHS COOpaHMii, COBELIAHHH,
IIEPErOBOPOB;

- TOpSAJ0K TOATOTOBKM JIOKYMEHTOB K JOKJIaAy M HMX PacCMOTPEHUS
PYKOBOJUTENEM;



- IpaBUJIa COCTABIICHUS U O()OPMIIEHUS YIIPaBICHYECKUX TOKYMEHTOB;

- CUCTEMaTH3aIUIO U KIacCU(PHUKAINIO JOKYMEHTOB B OpraHU3aIiy;

- IpaBuUJjIa IpUeEMa ITOCETUTENIEH;

- ICUXOJIOTHYECKHE OCHOBBI OOIICHHUS, TPO(HECCUOHATEHYIO 3TUKY.

Ymemo:

- HCIIOJIb30BaTh HOPMATUBHO-METOANYECKUE JOKYMEHTHI B padoTe;

- IUIAHMPOBAaTh CBOW palbouMil JAEHb W PAUMOHAIBHO OPraHHU30BBIBaTH PabOTy
PYKOBOIMTEIS;

- palMOHAIBHO OpraHu30BaTh paboyee MeECTO CceKkpeTaps H padodee MECTO
PYKOBOIMTEIS;

- TOTOBUTH U JOKyMEHTHPOBATh COOpaHUsl, COBEIIAHNS, IEPETOBOPHL;

- COCTaBJIATh U OPOPMIIATH YNPABICHUECKHUE JOKYMEHTHL;

- TOTOBUTH JIOKYMEHTBI JIJIs1 PACCMOTPEHUS PYKOBOJIUTEIIEM;

- CUCTEMATH3UPOBaTh U KIACCU(PUUUPOBATH IOKYMEHTHI B OpraHU3alluu;

- HUCKaTh, CHUCTEMAaTU3HpPOBaTh, XpaHUTh, 0O0padaThiBaTh  HMHPOPMALIHIO,
HEO0OXOAMMYIO Il PYKOBOJIUTENSI OpraHU3allNH;

- BECTH JIeJIOBbIE Oece/bl U Teae(OHHBIE IEPETOBOPHI;

- OPraHU30BBIBATH JIETOBBIE MOE3/IKH, KOMAHAUPOBKH PYKOBOJAMUTEIIS;

- pallMOHANIBHO OPTaHU30BBIBATH PUEM MTOCETUTEIIEH;

- YCTaHABIMBATh JEJIOBbIE B3aWUMOOTHOILIEHUS C Pa3IMYHBIMU KaTEropUsMU
nepcoHaa.

Bnaoembs:

- HaBbIKaMU palbOTHI C YIPABIEHYECKUMH IOKYMEHTAMU;

- HaBbIKaMU pabOTHI Ha MEPCOHATIBLHOM KOMITbIoTEepe U IHTEpHET;

- OCHOBaMH JIEJIOBOM 3TUKHU U JEJIIOBOIO ITUKETA.

IIpuoGpecTn ONBIT AeATEILHOCTH:

- “HGOPMALIMOHHO-TOKYMEHTAIUOHHOTO
NEATEILHOCTH B CTPYKTYPE OpraHu3allvu;
- HWCNOJIb30BaHUA HH(OPMAIIMOHHBIX TEXHOJIOTUA M CPEACTB OPITEXHUKH B
JTOKYMEHTAIIUOHHOM O0€CTICYCHUN YIIPABJICHUS.

oOecrieyeHusl  yNnpaBJIeHYECKOU

4. CTPYKTYPA U COAEP KAHME JTUCIHUITJINHBI

4.1. CTpyKTypa AUCHUILIUHBI
Hns BAOYHOI'O OTAEJIEHUA:

OO01mmas Tpy10€MKOCTh TUCIUIUIMHBI COCTaBIsAeT 4 3aueTHBIX eauHull (144 daca).

§ Bunsr yuebHoii DOopMBI TEKYLIETO
o 3 paboThIL, BKIIIOYAs KOHTPOJISI
5 > CaMOCTOSITENIHYIO |  YCIIEBaeMOCTH (10
Ne Pasnen o o
= = paboTy CTyIEHTOB HeoelaM
/o IUCIAILINHBI (5 2
@) S U TPYAOEMKOCTH (B cemecmpa)
2 qacax) dopma
JI \ I1 \ 1 CP IIPOMEKYTOYHOU




3 aTTecTaluu (no
cemecmpam)
1 Ponb cexperaps B cTpyKType 2 20
yIpaBJIeHUs
2 Kareropun  cekperapeit u 1 10
cucrema TpeOoBaHUI K HUM
3 HopmaTtuBHo-mMeTonnueckas 1 10 ceMHUHap
0asa J1eTeIbHOCTH CeKpeTapsi
4 Opranmzanus ¥ yCIIOBUSA 10 CEMHHAp
paboThI cekpeTaps
5 Jlenonpoun3BoICTBEHHbIE 2 10
GyHKIIUHU cekpeTapsi
6 AMUHUCTpAaTUBHBIE (DYHKLIUU 2 10 TECT
ceKperapsi
7 Opranuzaivonuble  (QyHKIUU 10 TPEHUHT
ceKperapsi
8 AHanuTHYECKUE byHKIIUN 5
ceKperapsi
9 DTuKa cekperaps 5
10 TpynoycTpoiiCcTBO cekpeTraps 1
U ajianramnus K padore
9K3aMeH 45
Htoro: 2 6 91 144

4.2. Temaruueckuii IJAH OCBOEHHMsl JUCHMILUIMHBI 10 BHAAM Yy4eOHOM
HAeSITeJIbHOCTH M BUJBI CAMOCTOSATEILHON (BHEAyIUTOPHOI) padoThl

HaumenoBanue
pa3aesioB u TeM

Conep:xaHue yueOHOro MaTepuaJia
(TeMBI, NEepeYeHb PACKPBIBAEMbIX BONIPOCOB):
JIEKI[UH, IPAKTHYECKHUE 3aHATUS (CEMHHAPBI),
UHIUBHAYAJIbHbIE 3aHATHSA, CAMOCTOSAITEIbHAsA padoTa
o0yyawimmxcs, KypcoBasi padora

Dopmu-
pyemMbIe
KOMIIe-
TeHIHH

(1o Teme)

Oobe
M
JacoB
/ 3.e.

1

2

3

4

3cemecTp

Pa3zpea 1.

PoJib cexperapsi B CTPYKTYpe ylpaBJieHHs.

Tema 1.1.
Poab cexperaps B

CTPYKTYpe
yIpaBJeHHS.

Jlexuuu: Beenenue. IIpenmer u 3amaum kypca. Llens u
3ajaun  yyeOHOro Kypca. Mecto Kypca B cuCTeMe
npoeCCHOHATBHOTO  O0y4eHust  CTyAeHToB.  Poib
ceKkpeTapsi B COBPEMEHHOM YIIPABJIEHYECKOM aIllapare u
B CTPYKTYpE CIIy>KOBI IOKYMEHTAIIMOHHOTO 00eCTeueHHs
yopasinenusi.  Mcropust  cekperapckux — ciyxk0 B
JOPEBOIIOLIMOHHON Poccun M B COBETCKOE  BpeEMs.
Bo3spacTtanue 3HaueHusi CEKPETapcKOro oO0CIyKUBaHUS B
1990-¢  rompr.  IloaroroBka  mpodecCHOHANBHBIX
cekperapeii B Poccum u 3a pybOexkom. [lesTenbHOCTH
MexayHapoaHOU acCOLMallU CEKpeTapen.

[IpakTrueckue 3ausThsA (CEMUHAPEL):

1IK-2




CamocrosTenbHas paborta: M3ydenne yaeOHOTO
Marepuaia 5

Pa3znen 2. Karteropuu cekperapei u cucreMa TpeOGOBaAHUI K HUM

Tema 2.1 Jlekmmun: Kareropum cekperapeit (cekperapb Ha 1IK-2
Kareropuu TenedoHe, TMYHBIA CEeKpeTapb, TEXHUYECKUN CEKpeTaph,
cekperapeil u CeKpeTapb CTPYKTYpPHOIO IOAPA3/AENICHUs], CEKpeTaphb-
cucremMa pedepeHTt, cekperapb KOJUIETHH, YYEHBIH CEKpeTapsb).
TpeboBaHuii kK HUM | [IpuHIIMNIMANTBHBIE OTAWYMS OOSI3aHHOCTEH CEKpeTaps H
cekperaps-pedepenTa, cekperaps KOJUIETUH, YYEHOTO
cekperaps. NHUIMaTUBHOCTS, OpraHU30BaHHOCTb,
OTBETCTBEHHOCTb, IIYHKTYaJbHOCTb,
MH()OPMHUPOBAHHOCTh — OCHOBHBIC JIETIOBBIE KadecTBa
CeKpeTapsl. dopmupoBaHue KOMIIETEHTHOCTH.
JloOpoxenaTenbHOCTh,  CKPOMHOCTb,  aKKypaTHOCTb,
TpyAoIo0re, SMOIMOHAIBHAS YPaBHOBEIIEHHOCTh —
BaKHEHININE JIMYHOCTHBIE KayecTBa, HEOOXOIUMbIE B
pabore cekperaps. ba3oBbie 3HaHUS  cekpeTaps-
pedepeHTa  —  KOMIIBIOTED, JIEJIONPOU3BOCTBO,
MalIMHOIMCh, MHOCTPAHHBIN sI3bIK. [IpodeccronanbHbIC
3HaHUA W HaBbIKU. KBanmudukanuoHHele TpeOOBaHUS K
CEKpETapsiM pa3IMYHbIX KaTETOPUH.

[IpakTUueckue 3aHATUS (ceMHHApBI)
KBanudukanuonnele  TpeOboBaHUS K CEKpeTapsim
pa3IMYHBIX KaTeropuit (cekperaph Ha TenedoHe, IUIHBINA
CeKpeTapb,  TEXHHYECKHUH  CEeKpeTapb,  CEKpeTaphb
CTPYKTYPHOTO TOJpa3JelieHusi, CeKpeTapb-peepeHT,
CeKpeTaphb KOJUJIETHH, Y4EHBII CEKpeTaph).
MesxayHapoaHble TpeOOBaHUs K JOJKHOCTH CEKpeTapsl.
OcHoBHBIE JIe0BbIE KauecTBa cekperaps. JIMUHOCTHbBIE
KayecTBa, HeoOXonuMmble B pabore cekperaps. ba3oble
3HAHHUS, YMEHHUSI CEKpeTapsl.

CamocrodrenbHas pabora M3yuenue yueOHOTO
Marepuaia 5)

Pa3znen 3 HopMmaTtuBHo-MeToquyeckasi 0a3a 1esiTeJIbHOCTH CEKpeTaps.

Tema 3.1 Jlexuuu: Tpynosoe  mpaBso Poccuiickoi 1IK-2
Oenepanu 00 oxpaHe Tpyda, MpPUEME U YBOJIbHEHMH,
Hopmatusno- 3alIUTe MHTEPECOB M MpaB pabOTHHKA, MPEJIOCTABICHHUE
MeToaM4ecKas 0a3al OTHycKOB M JIBroT. Peanuzanmss npaB pPOCCHICKHX
AeATeJbHOCTH KEHIIMH Ha TPyA B  COBPEMEHHBIX  YCIOBHSX.
ceKkperaps. HopmatuBHO-MeTomnueckass 0a3a KBamu(UKAITMOHHBIX
TpeboBaHuil Kk mpodeccun. BryTpuyupexaeHueckas
peraamMeHTanus JOHKHOCTHBIX 00s13aHHOCTEN ceKpeTaps. 2
[Topsimok M 0COOEHHOCTH pa3pabOTKH JOJKHOCTHBIX
WHCTPYKLIHNA  CEKpeTapel  pa3jiu4yHbIX  KaTeropui.
JIOJDKHOCTHOM M 4YMCIIEHHBIM  COCTaB  IPUEMHOHN
PYKOBOIUTENSA,  paclpeiereHue  o0sf3aHHOCTEH B
cexkperapuarax. JlODKHOCTHOM CTAaTyCc pPyKOBOIAUTENS
CEKpeTapuaTa, OTHOIICHHA C IOAYMHEHHBIMH U
HENOJYMHEHHBIMU CTPYKTYPHBIMH IOJAPA3JCICHUSIMU U




JIOJDKHOCTHBIMU  Jinnamu.  OOydaromias WHCTPYKIHA
CEeKpeTapsi.

[IpakTuueckue 3aHsaTus (cemuHapbl) [loKHOCTHAs u
oOyuarolasi MHCTPYKIIUHU CeKpeTapsl.

CamocrodarenbHas pabora M3yyenue yueOHOTO
Marepuana

Pa3znen 4

Opranusanus v ycjaoBusi padoThbl CeKpeTap.

Tema 4.1.
Opranunzanu
i W YyCJOBHS
padoThI
ceKpeTaps.

Jlexiuu: Opranuzaius pabodero Mecta ceKperaps,
XapaKTepUCTHKA mebenu u o0opynoBaHus,
HEOOXOUMBIX TEXHUYECKUX CPEJCTB, KaHLEIIPCKUX
NPUHAIIISKHOCTEH, OPITEXHUKU. YCIOBHA Tpyda —
OCBEILIEHHOCTh paboyero MecTa, IIyM, TeMIiepaTypa
Bo3ayxa. Pexum Tpyna m otapixa. OCHOBHBIE TpaBMIIa
TEeXHHUKHU Oe3omnacHocTd. HopMupoBaHnue Tpyaa — HOPMBI
BpPEMEHHU Ha BBITIOJIHEHHE MAaIIWHOMUCHBIX,
CTeHOTpaUUYECKUX, JEJIONPOU3BOJICTBEHHBIX  paboT.
Pexxum pabGouero Bpemenu. CBepxypouHas pabora.
OpraHuzalliOHHBIE ~ MPUHIUIBL  paclopsaka  JHS
cekperapsi.  IlpumepHbrii  miaH  pabodero  JHS.
Hcnonb3oBaHue  KOMIIbIOTEpa  JiA  IUIAHUPOBAHUS
pabodero JHs.

[MpakTnueckne 3aHaTus (cemunapbl) IlmanupoBanue
pabouero THS cekpeTapsl.

CaMocrosTenbHas pabora M3yuenue yueOHOTO
MaTtepuaia

1IK-2

Paznen 5.

Jenonpon3BoAcTBeHHbIC (PyHKIIMH CeKpeTaps.

Tema 5.1.
Jesonpoun3BoacTs
eHHbIe (PYyHKIUH
cekperaps.

JlekMu: cuctemMatusalus W NepBUYHAas 00paboTka
JIOKYMEHTOB. [IpenBapurenbHoe paccMOTpeHue,
peructpanust W pacnpeiereHue  MOCTYMHUBIIMX
nokyMeHToB. Ilepenaya JOKYMEHTOB Ha HCIOJIHEHHE.
Kontpons (Tekymmii u mnpenynpeantenbHbiit). CHsATHE
nokymeHTa ¢ KoHTposs. Co3manme 0a3bl JaHHBIX O
JOKYMEHTaXx  YyupexJIeHus U HH(POpMAIMOHHO-
crpaBoyHas padora. O6paboTka U OTIpPaBKa UCXOSAITUX
JOKYMEHTOB. Cucremaruzanusi  JIOKyMEHTOB u
opraHm3anus X Tekyulero xpaHeHus. HomeHkiaTtypa
nen. TpebGoBanuss K  (GOPMHPOBAHUIO  JA€d, UX
opopmiiennto u xpaHenuto. IloaroroBka gen K
apXuBHOMY XpaHeHHMI0. CpOKH XpaHEHHs JTOKYMEHTOB.
Odopmnenne  gen Uil apXUMBHOTO  XpaHEHUS.
CocraBnenue omnuceil. Crgaua nen B apxuB. 3amuTa
nHpopManuu B pabote cekpeTaps c
KOH(QHUIECHIIMATbHBIMU  JOKyMeHTaMu.  OrmpeneneHue
cocTaBa KOH()MIEHINANBHBIX JOKYMEHTOB, OpraHU3aLus
palboThl ¢ HUMH, UX yUeT.

IIpakTueckue 3aHITHS (ceMuHapBHI): [Tousarue
JIOKYMEHT0000pOTa U IPaBHJIA €T0 OPraHU3aIIUH.

CamocrosTenpHas pabora M3yuenue yue6GHOTO

1IK-2




MaTepuana

Pa3znea 6.

AJIMUHHMCTPAaTUBHbIE GYHKIMH CeKpeTaps.

Tema 6.1.
AJIMMHUCTPATUBH
ble pyHxuun
ceKkperaps.

Jlexnmu: Opranuzanus paboyero AHs PYKOBOJUTENS,
rpaduK HeAenbHOH paboThl, KOPPEKTUPOBKA ILIAHOB.
CoortHomienne rpaduka pabOTBl PYKOBOAUTENS U
ceKperaps. AHaIu3 UTOroB IUTaHMpoBaHMs. I[IpuHIMIIBI
OpraHu3aluu npueMa pa3IUYHbIX KaTeropui
nocerureneil. OcoOEHHOCTH IpUeMa KOMaHAWPOBAaHHbBIX
u penerauuid. [Tpuem rpaxaaH 1o JUYHbIM BOIPOCaM Kak
cneunpuyeckui BUJ pueMa, 0COOEHHOCTH
OpraHu3alMHu. KomnerorepHsie TEXHOJIOTHH B
NesTelnbHOCTH cekperaps. MHrepHer — sddexTuBHOE
CPEACTBO COBPEMEHHOM AEI0BOM KOMMYHHUKauu. [louck
U pacrnpocTpaHeHue HH(opmanuun B cetu HHTepHerT.
Hcnons30BaHKe 2IEKTPOHHOM ITOYTBHI.

IIpakTHYecKHe 3aHITHUS (CCMI/IHaDLI)I PCIICHUC
CUTYallMOHHBbIX 3a1a4

CamocrodrenbHas pabora: M3yuenue yueOHOro
MaTepuana

1IK-2

Pasznen 7.

Oprasu3zannoHHble PYHKIHHN CEKpeTaps.

Tema 7.1.
Opranu3anoHHbI
e pynxuun
ceKperaps.

Jlexiuu: OcoOEeHHOCTH MOATOTOBKH JIEJOBBIX BCTPEY U
MeperoBopoB pykosoautens. [IpaBuna BeneHus aenoBoit
Oecenpl. TUMBI COBEIIAHUI U TIpaBUiIa UX MOJITOTOBKU U
opranmzanuu. CoctaBieHue U 0GOpMIICHHE MPOrpamw,
3asiBOK, MOBECTKM JHA. OcoOeHHOCTH OpraHu3aluu
3acelaHui KOJUIETUAJIbHBIX OpraHoB.
JIokyMeHTUpOBaHHE COBEIIAHUN U 3acenanuil. [lopsaok
cocTaBieHHs, O(OPMICHUS M XPAHEHHUS MPOTOKOIIOB.
Oco0eHHOCTH TOKYMEHTHUPOBAHUS 3aCEIaHNUN TIOCTOSTHHO
JNEUCTBYIOIIMX  KOJUIETHAIbHBIX  opraHoB. [lpaBuna
odopMmIIeHHs BBIIUCKU U3 IpoToKoja. Ponb cexperaps B
OpraHu3aly KOMaHJIMPOBOK pykoBoauTend. [Iporpamma
JIJIOBOM TMOE3JKHU PYKOBOJAUTENS, 3HAUEHUE, CTPYKTYpa,
coliepKaHue,  TOpsmoK  pa3paboTku.  CepBHCHBIE
by  — opraHm3anus  kKode-mayssl, (QypiierTa,
MIPUEMOB.

[pakTuyeckue 3aHsaTHs (cemMuHap): Opranuzanus u
00CITy’)KMUBaHHE COBELAHHH, IEPEroBOPOB, COOpaHUil.

CamocrosTenbHas pabora: M3ydyenue yue6HOTro
MaTepuaia

1IK-2

Pazgea 8.

AHauTHYeCKHEe (PYHKIIUM CeKpeTapsl.

Tema 8.1.
AHaJIUTHYECKHE
GyHkumnu
ceKpeTaps.

Jleximu: ~ Pabora Cc  TeKCTaMM  yOpaBlIE€HYECKHX
JOKYMEHTOB TPU COCTaBJIEHUU OO30pPHBIX JIOKYMEHTOB
(10K7am0B, OTYETOB, BBICTYIUIEHUH PYKOBOJIUTEIS).
Koudunenmmansubie cBenenus. IloaroroBka Tekcra,
penakTupoBaHue, corjacoBaHue. Pabora mo cOopy
uHboOpMaMM — €€ LEeNeBOe Ha3HAuYeHHUE, CHOCOOBI
nonydeHus, oOpaboTtkm u xpaHeHus. OcoOEHHOCTH
paGOTBI C BCIJOMCTBCHHBIMH HM3OaHUAMU, Hy6JII/IKaI_[I/I$IMI/I

I1IK-2




B IIpecce, CIENUaIbHOM JIUTEPaTypOil.
[IpakTrueckue 3ansaTus (cemuHapbl): Pedepentckue

(GYHKIMHU CeKpeTapsi HOMOITHUKA PYKOBOAUTEIIS. 5
CamocrosTenbHas pabora: M3yuenue yueOHOTO
Marepuaia
Paznen 9. JTHKA CeKpeTapH.
Tema 9.1. Jlexuyu: TIoHATHS <«OTHKET», «ITHKA», «CIYXEOHBIH | 2 1IK-2
IJTHKA ceKpeTapsl. | STUKET». ITUYECKHE OCHOBBI B3aMMOOTHOILICHUNA MEXIY
PYKOBOAUTEIIEM u CeKpeTapeM. CiyxxebHast
cyOopauHaIus. [IpaBmwia BemeHuss TeICPOHHBIX

neperoBopoB. PeueBoid stuker. JloKyMeHTHpOBaHUE
TeIePOHHBIX COOOIICHNH, TeeoHOorpaMmMa, TeEJeKC,
tenerpamma.  MmMugx  cekperaps. BHemHuit  BHA
CeKperaps — oOnaexna Ha ciyxO0e, JeI0BOM CTHIIb,
MakuspK. [lororoBka JOKyMEHTOB, BUSUTHBIX KapTouek, | 6
OM3HEC-CYBEHUPOB.

[Ipaktuueckue 3anatus: [Ipodeccuonanphas sTHkKa U

JICJIOBOM STUKET CEKpeTapsl. )
CamocrodrenbHas pabora: M3yyenue yueOHOTo
Martepuaia
Pazpnen 10. TpyaoycTpoiicTBO cekpeTaps M aJanTainus K padore.
Tema 10.1 Jlexiuu: CoBpeMEHHbIE CHOCOOBI TPYAOYCTPOWUCTBA. 1IK-2
TpynoycrpoiicrBo | HampaBnenust moucka paboTsl. Pestome — mopsmok
ceKperaps u COCTaBJIEHUS M HCIOJb30BaHUA. PexomeHnaTenbHbIe
ajanTtanus K nucbma. CobecenoBaHMEe W WHTEPBBIOMPOBAHHE IPH
pabore. npuemMe Ha pabory. TectupoBanue u cobeceoBaHUE KaKk

COBpPEMEHHBIE METOAbl MoJ0opa mepcoHana. TpynoBoi
KOHTpakT. BBogHas OGecena B kaapoBoi city»k0e U Kpyr
JOJDKHOCTHBIX  00s13aHHOCTEN. McnblTaTenbHBIH  CpPOK.
Ananranus k padore. Bunpl anantanuu. O3HakomieHne
Cc paboyuM MecTOM. 3HAaKOMCTBO C PYKOBOJHUTEIEM,
KOJUIeraMH, TEXHU4YEeCKUM nepcoHanioM. Ileppas Oecena c
PYKOBOJUTEIIEM. Pexum pabouero BPEMEHH.
CepxypouHast pabora. KopmnoparuBHas KylnbTypa U
Tpaguunr. DUpMEHHBIN CTUIIb.

[IpakTuyeckue 3ansaTus (cemuHap): Pesrome cekperaps.

CamocrosTensHas pabora: M3yuenue yueOHOTO 6

MaTepuaa

[TprimepHas TeMaTrKa KypcoBOi paboThI

CamocTosTenbHasi paboTa o0ydyaronmxcs HaJ KypcoBoi paboToin
Bu HTOroBoro KOHTpoJI (3a4er, sk3ameH, auddepennrpoBanubiii 3auet) | 45 9K3AMEH

BCEI'O: | 144

5. OBPA3OBATEJIBHBIE TEXHOJIOI' TN
B cootBerctBun ¢ TtpedoBanusmu DPI'OC BO 1o HampaBIeHWIO MOATOTOBKH
«JlokyMeHTOBE/IGHHUE U apXUBOBEJACHHUE» pealn3alis KOMIIETCHTHOCTHOTO IOAXO0/a
npeaycMaTpuBaeT IIMPOKOE MCIOJIb30BaHME B YUYEOHOM IIpOIECcCe aAKTHUBHBIX W
WHTEPAKTUBHBIX (DOPM IIPOBEACHUS 3aHATUM.
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CrpykTypa U coaepKaHue Kypca MNpPEANoJararoT aKTUBHYH) HHTEIUICKTYAIbHYIO U
KOMMYHHKATHUBHYIO JESITENbHOCTh CTYACHTOB. Kypc BBICTpOE€H TakuM 00pazoMm, 4TOObBI
o0ecneunTh pa3BUTHE COOTBETCTBYIOIIUX MPO(ECCHOHATBHBIX KadeCTB Y CTYJIEHTOB.
Kypc nekuwmii, ceMuHapCcKhe€ W NPAKTUYECKUE 3aHATHS OTJIAYAKOTCS YCTAaHOBKOM Ha
CO3/IaHME€ TMAPTHEPCKUX OTHOILICHHUM, YTO HAXOJUT OTPAKCHHE B METOAAaX OOYyUCHHS.
[IpuopuTeTHBIMU METOJaMU OOYYEHHS SIBISIIOTCA AKMUBHbIE MemoObl, TAE TIaBHOE
BHUMAaHHE YJEISIETCS MPAKTUYECKON 0TpabOTKe 3HAHUM, YMEHHUI U HaBBIKOB.

Jlexyuonnvie 3anamus TPEANONATalOT MPEABAPUTEIBHYIO TTOATOTOBKY, CBSI3aHHYIO C
OCMBICIICHUEM 3asBJICHHBIX MpOOJEM, U HE HCKIIOYAIOT JAHATIOIMYECKOro OOIeHus
CTYJEHTOB C IIPENOIABATEIIEM.

Ha cemunapckux 3anamusx WCHONB3YIOTCSI COBPEMEHHBIE METOAbl OOy4YEeHUS -
JIeJIOBBIE UTPbl, MUHU-KOH(EPEHIIUH, TUCKYCCUH, MO3BOJSIOLINE H30€KaTh MaCCUBHOTO
BOCHpUATUS HH(OpPMALIUM M MaKCUMalbHO HCIIOJIB30BaTh TBOPYECKUI MNOTEHLUAN
CTYJECHTOB.

6. OLEHOYHBIE CPEJIACTBA JJiId TEKYHIEIO KOHTPOJIA
YCIHEBAEMOCTHU U MIPOMEXYTOYHOM ATTECTAIIUA

6.1. KoHTpOJIb OCBOCHUS TUCUMILIMHBI

KoHTposib 0CBOCHMS QUCHMIUIMHBI IPOU3BOJIUTCS B COOTBETCTBUU C [lonoxenuem o
IIPOBEICHUM TEKYLIEr0 KOHTPOJIA YCHEBAEMOCTH M IIPOMEKYTOYHOM AaTTECTALUU
ctynentoB ®I'bBOY BO «KpacHomapckuil rocynapCTBEHHBIM HMHCTUTYT KYJIbTYPbD).
[IporpaMmoil AUCHMIUIMHBI B LEIAX MPOBEPKH IIPOYHOCTHM YCBOEHHUs Marepuania
IpeIyCcMaTpPUBACTCS MTPOBEACHHUE PA3IUYHBIX (HOPM KOHTPOJISL.

Texywuii KOHmMpONb YCIIEBAEMOCTH CTYAEHTOB MO IUCLHHUIUIMHE TPOU3BOAUTCA B
cieayronmx gpopmax:

- OLICHKW, BBICTaBIIEMBIC CTYJCHTAM Ha CEMHHAapax 3a OTBETHl Ha BOMPOCHI,
coAepKallrecs B INIAHAX CEMUHAPCKUX U MMPAKTUUYECKUX 3aHATUH.

Py6eoicnviti  konmponv TpenycMaTpuBaeT OLEHKY 3HAHHUM, yYMEHHH U HaBBIKOB
CTYJEHTOB IO MPOWIEHHOMY MaTepHualy MO JaHHOW NHCUUIUIMHE Ha OCHOBE TEKYIHX
OLICHOK, MOJIyY€HHBIX UM Ha 3aHATHUAX 3a Bce BUABI paboT. B xone pyOeKHOro KOHTPOJIS
HCIIOJIb3YIOTCS CIIETYIOIINE METO bl OLIEHKH 3HAHUM:

e YCTHBIE OTBET;

e TMpPaKTUYECKHE PAOOTHI;

IIpomedsicymounwiti KOHmMpoOb O pe3yJbTaTaM CeMecTpa Mo AUCIUIUIMHE MPOXOIUT B
dbopme 3auéra (IK3aMeHa).

6.2. OueHouyHbIe cpeacTBa

6.2.1. Ilpumepsnl TeCTOBBIX 3aJaHUI (CUTyaIIHii)
IIpaktnueckoe 3ansatue 1. J[JosxHOocTHAsE HW  00y4yawIias MHCTPYKIMH
ceKkperaps-pedepeHra.
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Llenv 3amamusa: W3y4yeHUE METOJUKH COCTaBIEHUS, MopsAaka ohOpMIICHHUS,
COIJIACOBAHUSI M YTBEP)KJCHUS JOJDKHOCTHBIX MHCTPYKIMUA CEKPETAPCKOro IEpCOHaa,
MpruoOpETEHNE HABBLIKOB COCTABJICHHUSI IOJDKHOCTHOW HHCTPYKIIUUA CEKpeTapsl.

B pesynbrare BBINOJHEHUS 3aJaHUS NPAKTHYECKOTO 3aHATHSA CTYIEHTHI JOJIKHBIL:
3HaTh Ha3HAUY€HUE, TOPAIOK COCTaBICHUS, OQPOPMIICHUSA, CTPYKTYpy H COCTaB
nH(pOpPMaILlK JTOJDKHOCTHOM HWHCTPYKLUHU CEKpeTaps; yMEThb COCTAaBUTH JIOJKHOCTHBIC
MHCTPYKIMH PA3JIUYHBIX KATErOPUNA CEKPETAPCKOIO IEPCOHANIA.

3aoanue:
1. CpaBHUTH KBaM(UKAIIMOHHBIE TPEOOBAHUS PA3IMUHBIX KaTETOPHI CEKpeTapen.

2. Pa3paborath MOMKHOCTHYIO WHCTPYKIIMIO B 3aBUCUMOCTH OT KaTETOpHUHU
CeKpeTaps.

3. UByunTh 00y4arouyo HHCTPYKIIUIO JJISI CEKpETapsl.
IpakTnueckoe 3ansarue 2. [lnannpoBanue padouyero qHs ceKkpeTaps.

Lenv 3amsamus: W3ydyeHUE NPUHIMUIIOB PAlMOHAIBHOTO TUIAHUPOBaHUS pabodero
BPEMEHH CEKpeTaps; 3aBHCHUMOCTH pabouyero IHS CEKpeTaps OT IUlaHa padouero IHsS
PYKOBOIMTES; MPUOOPETEHNE HABBIKOB COCTABIICHUS Tpaduka pabodero JHs ceKpeTapsl.

B pesynbrare BeIMONMHEHUS 3aJaHUS IPAKTUYECKOTO 3aHATHS CTYACHTHI TOJDKHBI:

e 3HaTh Ha3HA4YE€HHUE, TNOPAIAOK pa3pabOTKHU, COTJACOBAHHUA, YTBEPKACHUS,
CTPYKTYpY U cocTaB uHpopmaiuu rpaduka pabodero IHS CEKpeTaps;

® palMOHAJILHO IJIAHUPOBATh paOOUMil IEHb CEKpeTaps;

e 3Hatb HOT B pabote cekperapsi;

® yMeTh COCTAaBUTH IUIaH paboUYero JHS ceKpeTaps.

3aoanue: CoctaButh rpauk paboyero JHs ceKperapsi-pePepeHTa pyKoOBOIUTEIIS.

IIpakTnueckoe 3ansaTue 3. Pedepenrckue QyHKIUM cekperaps PyKOBOJAUTEJIA
OpraHu3aumu.

Llenv 3anamus: W3y4yeHUE METOAMKU TIOMCKA, CHCTEMaTh3aluu, O0O0paboTKu
uHboOpMaIK, HEOOXOAMMOW PYKOBOJUTEIIO OpraHU3aluM;, MPUOOPETEHUE HABBIKOB
CUCTEMaTHU3AINH 1 00pabOTKU JOKYMEHTHOM HH(OpMAIIUK.

B PE3YyJIbTAaTC BBIMMOJHCHUS 3aJaHUS ITIPAKTUICCKOT'O 3aHATHA CTYACHTBI JOJIKHBI:

e 3HATh HAa3HAYCHHE, METOJIWKY BEACHHUS WM WCIIOJIb30BAHUS CPEICTB XPaHEHUS U
noucka WHQPOPMAIMHU: TUIOCKUX OOO3PHMBIX KapTOTEK, CPEICTB BH3YyalbHOTO
OTOOpaKEHUs CTPOUHON MHPOPMALINH;

® 3HaTh METOAMKY M YMETh BECTH «IIEPCOHAIUU» JCJIOBBIX MAapTHEPOB
OpraHu3aluy;

® yMeTh PEeaKTUPOBAThH yNPABICHUYECKHE TOKYMEHTHI,

® 3HATh MPUEMBI U YMETh aHHOTUPOBATh U PePeprUpPOBaTh NCTOUHUKH.

3aoanue:

1. CdopmupoBaTh MHOOPMALIMOHHYIO MOJ0OPKY O JEJI0BOM MapTHEpE
OpTraHHU3aIIH.

2. CrpoeKkTupoBaTh CHUCTEMY BHU3YaJIbHOTO OTOOPa)KEHUS CTPOYHOU

uH(pOpMaInu.
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3. CocTtaBuTh AHHOTAllMIO HOPMATUBHO-METOJUYCCKOTI'O JOKYMCHTA.

4, Ha ocHoBe npeyiokeHHBIX aIrOPUTMOB COCTaBUTH pedepaT cTaThu.
S. CocTaBUTh CHHMCOK CHPAaBOYHBIX M3JaHHUM, HEOOXOAUMBIX I pabOTHI
CEeKpeTapsl.

IIpakTuyeckoe 3ansitue 4. Pe3rome cexperaps.

L]env 3anamus: N3y4eHNE METOJUKN U IPUOOPETEHNE HABBIKOB COCTABJICHUS PE3IOME
CEKPETAPCKOT0 MEPCOHANIA.

IIpu cocraBiaeHun pe3tomMe oOpaTUTh 0cOO0O€ BHUMAHUE Ha JIMYHBIE KauyecTBa U
HepocTaTku. [IpaBunpHO omucaTh HpeXHUE MecTa pabOThl U MPUYMHBI YBOJbHEHUS. B
pe3toMe ceNaTh aKLIEHT Ha BAIlY JIyYIIUe KaueCTBa.

B pe3ynbrare BeINONHEHNS 3aJaHUS IPAKTUYECKOTO 3aHATHUS CTYACHTHI I0JKHBI:

® 3HAThb HAa3HAYEHHUE, MOPSAOK COCTABIIEHUSA, CTPYKTYpy M COCTaB HMH(pOpMauuu
pE3IoME;

® YMETh COCTaBUTh PE3IOME.

3aoanue: CoCTaBUTh PE3IOME COMCKATENs JOJDKHOCTH CeKperaps-pedepeHTa Wiu
ceKkpeTaps-IOMOLTHUKA PYKOBOJUTEIS OpPraHU3aLHH.

6.2.2. KOHTpOJILHLIe BOIIPOCHI AJIA NMPOBEACHUSA TEKYIIEIr0o KOHTPOJISA

Kakue paznensl COaepKUT T0JKHOCTHAS. HHCTPYKLNSA?

Kakue 1oKyMeHTBI OTHOCSTCS K HHPOPMAIIHOHHO-CIIPABOYHBIM?

KakoBbI 0cOOEHHOCTH HANMMCAHUS TEKCTA TEIETPaMMBbI?

UYro Takoe akcorpamma?

KakoBBI peKBU3HTHI TEJICTPAMMBI?

JlaiiTe onpeieieHre NOHATHS «IOKYMEHTO000pOT».

HazoBuTe ocHOBHBIE onepaiuu npoiecca 00paboTKH BXOIAUINX JOKYMEHTOB.

Ha3zoBuTte ocHOBHBIE onepaliy mpoiecca 00padoTKN UCXOAAIMNX JOKYMEHTOB.

Kaxum 06pa3om ocymiecTBiseTcss perucTpalus BXOIAIINX JOKYMEHTOB?

0. aiiTe onpeeneHue MOHATUS «HUCXOIALIUIN TOKYMEHT»

11. HazoBHuTE OCHOBHBIC ATANbI TOJATOTOBKHA UCXOSIINX JTOKYMEHTOB.

12. Kakue ucxoasiiye J0KyMeHTbl OQOPMIISIFOTCS] B OJJHOM SK3eMILIsApe?

13. Kakue naHHBIe 00 HMCXOZSIIEM JOKYMEHTE 3alMCHIBAIOTCS B JKYPHAJI PETHUCTPAIMHA HMCXOJSIINX
JIOKYyMEHTOB?

14. KeM noAMUCHIBAIOTCS UCXOISIINE TOKYMEHTHI?

15. Ha3oBuTe 0CHOBHBIE ATaIbI MIPOIecca MOATOTOBKH 1 0(OPMIICHHSI BHYTPEHHUX IOKYMEHTOB.

16. Kak opranusyercs paboTa ¢ BHyTPEHHHMH JJOKyMEHTaMH Ha JTare WX UCIOTHEHUs?

17. Kakue omneparnuu BKJIFOYAET MPOIECC KOHTPOJIS UCTIOTHEHUS TOKYMEHTa?

18. Kak ycTaHaBIHMBAaIOTCS! THITOBBIE CPOKH MCIIOJTHEHUS JIOKyMEHTOB?

19. Kak ycraHaBIMBAIOTCS MHAUBHUAYAIbHBIE CPOKH HCIIOTHEHUS JOKYMEHTOB?

20. [Maiite onpeneneHe MOHATHS «KHOMEHKIIaTypa ae». Ha3oBuTe BUIBI HOMEHKIATYP JIEI.

21. Ko pa3pabaTsiBaeT TUTIOBBIC U PUMEPHBIE HOMEHKIATYpHhI Aen? Kem oHu yTBep:KaaroTcs?

22. B TedeHune KaKkoro CpoKa IEHCTBYET yTBEpKIeHHAss HOMEHKIIATypa JAe OpraHu3amun?

23. B ueMm cyTh nipotiecca GopMUPOBAHUS €77

24. Tlo xakuM MPU3HAKaM MOTYT IPYIITAPOBATHCS JOKYMEHTHI B Jieiia?

25. B xakoii mocae10BaTeIbHOCTH JIOJKHBI PAcIionaraTbCsi IOKyMEHTHI B Jiefie?

26. Jlyis KaKuX JeJT COCTaBJISIETCS BHYTPEHHSSI OTTUCH?

27. Ha3oBuUTE OCHOBHBIE 3TaIlbl paOOTHI MO MOATOTOBKE TOKYMEHTOB K apXUBHOMY XPaHEHUIO?

28. Kakue 30HBI BKJIIOYAET OTAENbHOE MoMelleHne padodero mecra pykoBoautens? KakoBo HazHaueHue
KaXXJ10i U3 HUX?

29. Tlepeuncnure cpeacTBa OCHAIEHUS pab0OUEro MecTa PyKOBOJIUTEIIA.

BOooNooa~WONE
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30.
31.
32.

33.
34.
35.

36.
37.

38.
39.
40.

RBoOoo~Nooa~WONE

14.
15.
16.
17.

18.
19.
20.

wmn

©ooN O A

0.
11.
12.
13.

HazoBuTe OCHOBHBIE ITpaBUIIa COCTABIICHUS 1€JI0BOI0 TUChMA.

[lepeuncnure TpeOGOBaHMS, TPEIBIBISEMBbIC K COCTABICHHUIO TEKCTa TeJIe()aKCHBIX COOOIICHUH.
HazoBure mnpenmymiectBa Teie(OHHOM CBSI3M 10 CpPAaBHEHMIO C IHMCbMEHHBIMH CPEICTBAMHU
KOMMYHHUKAIUU.

[lepeuncnure pakTopsl, 0OecneunBaroLIMe paluoHaIbHOE Tene(oHHOE OOLICHHE.

[lepeuncnure 00A3aHHOCTU CEKpETapsl B IpoOLiEcce IpreMa OCETUTENEH.

Ha3zoBute npaBmia BeJeHMs CIIy>)KEOHOTO Tesle()OHHOTO pa3roBopa B TeX ClIydasX, KOI/la 3BOHST
PYKOBOAMTEIIO; KOI'Ia 3BOHUT CEKPETaph.

Kakux npaBui ciieyeT npuepKuBaThcs CEKpeTapro Ipu nepeaaye renedoHorpammsl?

KaxkoBa poib cekperaps B IpoLecce NOArOTOBKU U IMTPOBEACHUS IUIAHOBBIX COBEILIAHMI, OITEPAaTUBHBIX
COBEIIaHUN?

Kak ocymiecTBisieTcst IOAroTOBKa U OpraHU3alus A€J0BbIX 0€310K PyKOBOIUTENS?

KakoBbI 00513aHHOCTH CEKpeTapsi BO BpeMsl OTCYTCTBUS PyKOBOAUTENS?

HazoBwure TpeboBaHMs, MPEIBSBIsIEMBbIC K ICTIOBO peUu.

6.2.3. TemaTuka 3cce, pepepaToB, npe3eHTANMNI
Poib 1 MecTO cexpeTaps B yIpaBI€HUYECKOW CTPYKTYPE OpraHU3alnH.
HcTopus cexperapckoit ciry0b1 B Poccun.
[Tpodeccus cexperaps Ha COBPEMEHHOM PhIHKE TPYAA.
CoBpeMeHHAass HOPMAaTUBHO-METOIMYECKas 0a3a, periiaMeHTUPYIOIIAs ACITEIbHOCTh CEKpeTapsl.
[IpodeccronanbHble HABBIKU, 00S3aHHOCTU M (DYHKITUH CEKpeTapsi.
JIOJDKHOCTHBIE 00sI3aHHOCTH ceKpeTaps-pedepeHTa (Ha mpumepe Kakoi-11u00 OpraHu3aium).
KOMMYHI/IKaHI/IOHHI)IG ACIICKThI ACATCIbHOCTU CCKPLETApPH.
Busl npuema noceTuTeneit, mpoBOUMbBIX PYKOBOJIUTEIIEM U CEKpETapeM.
be3nokymenTHOE 00CITy)KMBaHHE B pabOTe CEKpeTaps.
KynbTrypa nenoBoro o0mieHus: B mpodecCHOHANbHOMN NesITeIbHOCTH CEKpeTaps.
[Tpobnembl IIIaHUPOBAHUS M OPTaHU3ALNHU pabOvero JHS CeKpeTaps.
ITpodeccus cexperaps — reHIEPHBIN aCHeKT.
XapaKTepI/ICTI/IKa COBPCMCHHBIX TEXHUYCCKUX CPCACTB U MPOTPaMMHBIX IMPOAYKTOB, UCIIOJIb3YyEMbIX
B JICATEIILHOCTH CEKpeTapsl.
WuTepuer B pabote cexpeTaps.
Ponb cexperapsi B opraHusanyu J0OKyMEHTO000pOTa MPEATIPHSATHSL.
Hcnonp30BaHne CIPaBOYHO-TIOMCKOBBIX CHCTEM B paboTe CEKpeTaps.
Opraan3annoHHO-UH(OPMAIMOHHOE O0ECTIeUeHHe JeSTENPHOCTH PYKOBOJHUTENS KaK OCHOBA
CEKpeTapcKoil paboTHI.
OpFaHI/ISaHHOHHBIe U TCXHUYCCKHUEC HpO6J’I€MBI MOATOTOBKH KPYITHBIX COBCHI&HI/Iﬁ.
[ToBenenue cexpeTapsi B KOH(QIMKTHOW CHTYaIHH.
OcobeHHoCTH JIENOBBIX KyIbTyp 3amana u Bocroka.

6.2.4. Bonpocsl Kk 3a4eTy N0 AMCHUILIHHE

1. Ponp u 3HaueHHe cekpeTaps-pedepeHTa B CTPYKType JAOKYMEHTAIlMOHHOTO oOOecredyeHus
YIpaBJICHUS.
ITpodeccronanbHast MOArOTOBKA CEKpeTapel: 0TeUeCTBEHHBIN U 3apyOeKHBIN OIBIT.
Kareropum cekperapeii (cekperapb Ha Tene]oHE, JIMYHBIM CEKpeTaph, TEXHUYECKHUH CEKpeTaph,
CeKpeTapb CTPYKTYpHOTO TOJpa3JesieHus,, CeKpeTapb-pedepeHT, CeKpeTapb KOJIJIETHH, YYEHBIH
CeKpeTaph): 00IIas XapaKTePUCTHKA.
IIpodeccuonanbuble TpeOOBaHUS, IPEABSIBIEMbIC K KATETOPUIM CEKpeTape.
JIn4HOCTHBIE KayecTBa ceKpeTapsa-pedepenTa.
HopmartuBHo-MeTo1Mueckas 6a3a paboThl ceKpeTapst.
JloJKHOCTHASE MHCTPYKIHMS CEKpeTaps.
Texnonorust opranuzanuu oduca: 000py10BaHMs, TN3ANH, TEXHHIECKUE CPEACTBA.
Opranuzanus 1 060py10BaHHE PadOYEro MECTa CEKpeTaps.
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10. ITnanupoBanme, pacrpeaesieHue U UCIIOIb30BaHUE pabovyero BpeMeH! CeKpeTaps.
11. AnanTamus cekperaps K padore.

12. KomnbroTepHbIE TEXHOJIOTUU ¥ IHTEpHET B JACSITEIBHOCTH CEKpeTapsl.

13. TlonsaTue 1OKyMeHTO00OpOTA, MPaBHIIA €TO OPraHU3AIUH.

14. TTpuem u 06paboTKa BXOIAIIUX TOKYMEHTOB.

15. Pacnpenenenue u perucTpanysi, KOHTPOJIb 32 UCIIOJHEHUEM JIOKYMEHTOB.

16. O6paboTKa Jen sl MOCIEeTYIOMIEro XpaHCHHMS.

17. ®opmupoBanue aei.

18. Homenknatypa nen.

19. Opranuzanus cekperapeM npuemMa MoceTUTENeH, MPOBEIeHUE IEIOBBIX Oece].
20. Kynberypa cinyxeOHOro TenedoHHOro pa3roBopa.

21. Tenedonorpamma, TeaerpamMma, Tenedakc.

22. Bubl pOM3BOICTBEHHBIX COBEIIAHUH.

23. Opranusaius 1 00CITy>)KHBaHHE TIEPETOBOPOB, COBEIIAHUN U TIPE3CHTALINN.

24. TloaroToBka ceKpeTapeM KOMaHIUPOBOK PYKOBOIUTEIIS.

25. Pabora ¢ nenoBoii nHopmarmeir. MeTouka 1 anropuTMbl peeprupoBaHHSL.

26. OcHOBBI IPO(eCCHOHAIBHOM ATHKH U JICJIOBOTO STHKETA B PadOTE CeKpeTapsi.

27. Umumx cekperapsi: TpeOOBaHUS K BHEITHEMY BHILY, KyJIbTypa IMOBEICHUS U OOIICHUSI.
28. Bu3uTHBIC KAPTOYKH U TIPABUIIA UX BEICHUSI.

29. TpynoycTpoicTBO cekpeTapsi, COCTaBICHUE INYHOTO PE3IOME.

6.2.5. Bonmpochkl K dK3aMeHY 0 AUCHHUILINHE (He npedcmompero)

6.2.6. IlpumepHasi TeMaTHKA KYPCOBBIX PAadOT ( e npedycmompeno).

7. YYEBHO-METOJAUYECKOE | WUH®OPMALIMOHHOE
OBECMEYEHUE JUCHUILIMHBI (MOIY.JIST)

7.1. OcHoBHas JauTEpPaTypa
Iletpoga, F0.A. IIpodeccus - cekperaps [Dnextponnsiit pecype] / FO. A. Tlerposa ; FO.A. Ilerpoga. -
M. : U3n. nom "PaBHoBecue", 2010. - 1 3neKTpoH. ONT. AUCK.

BbacakoB, M.U. J[lenonpou3soactBo. [JlokymeHTannoHHoe obecriedenue ympabneHusi| [Tekcr]
yue6.: [CIIO]: [rpud MO] / M. U. Bacakos, O.U. 3ambimikoBa. - 14-e u3n, nepepad. - Poctor w// :
®ennkc, 2014. - 375 c. - (Cpennee npodeccuonanbHoe odbpazoBanue). - ISBN 978-5-222-23063-3

MakapbiueB, M. I'. Opranuzanuonsast nesrenbHocTh [Tekct] : yue6. / M. I'. Makaperues, E. B. 3yes.
- M. : Akanemus, 2016. - 189 c. - ISBN 978-5-4468-0986-8

7.2. lonoJIHUTE/ILHASA JIUTEPATYypa

1. BbrikoBa T.A. IloaroToBKa JOKYMEHTOB K IOCIIEAYIOUIEMY XPaHEHUIO W HCIOJIb30BaHUIO: YUeOHO-
MeTogudeckoe mocodbue/ T.A. beikoBa, O.B.Mocsruna. — M.: MU®DH, 1996. — 68c.

2. beikoa T.A. IloaroroBka coBemanuii 1 3aceqanuii: npakt. nocooue /T.A. beikosa, T.B. Ky3nenosa. -
M.,2000. — 60c.

3. Becenos I1.B. IIpodeccus — cexperaps/ I1.B. Becenos. — M., 1994.

4. Tanumoa E.f.CnpaBounslii anmapar pedepenta: Ydyebnoe mocobue. - U3n.2-e, mepepad. u mgom. /
E.A. N'amumosa, H.I'. llep6a.- Kpacnonap, 2001.-144c.

5. TOCT 6.30-2003: VYCJ. VYuuduxanmoHHas cHUCTeMa OPraHU3alMOHHO-PACTIOPSAUTEIBHON
JTOKyMeHTauu. TpeboBaHus K oopMIIeHUIO TOKyMeHTOB. — M.: 31-Bo crangapTos, 2004.

6. 'OCT P 51141-98: Jlemonpou3BOACTBO U apXUBHOE J1e10: TepMuHbI 1 onpeaenenus. - M.,1998.
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7. Jlenompou3BOACTBO: 00paslibl, JOKYMEHTBI, OpraHu3alus U TEXHOJOTHsS pabOThl C y4eTOM HOBOIO

I'OCT P 6.30-2003 «YHUPUIIPOBAHHBIC CHCTEMbI JOKYMEHTAIIHH. ...». — 2-€ U3]., mepepad. u oM. —
M.: IIpocnekt, 2004. — 456¢.

8. KBanmu(ukannoHHbI COPaBOYHUK JODKHOCTEH PYKOBOIMTEINECH, CIEIHAINCTOB M HWHBIX CIYXKaIluX

9.

10.
11.

12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.

23.

24,

25.

/UBHT Muntpyna Poccuiickoit deneparuu. — M., 2004. — 348c.

Konrynosa M.B. SI3bik u aenoBoe obiienue: Hopmbl, putopuka, STHKET: y4ueO. mocodue s By30B/
M.B. KontynoBa. — M.: DxoHoMuueckas aureparypa, 2002. — 288c.

Ky3un ®@.A. Kynbrypa nenooro obmenus/ ®@.A. Ky3un. — M., 1997.

Kysnernos C.JI. [lenonpon3BoAcTBO Ha KoMibioTepe. 3-¢ u3a., ucn. u gon/ C.JI. Ky3nemos. - M.:
3AO0 «busznec-mkona "NUnaren-Cunres"», 2000.

Kysnenoa T.B. [enonpousBoactBo (JlokymeHTanmoHHoe obecrneuenue ympasieHus)/ T.B.
Ky3nenosa.- M.: 3A0 «buznec-mxkona Muren-Cunres», 2002. — 256¢.

Onxok JI. Yuutech paborath cekpetapeM: PykoBoactBo s menemxkepa /[1. Onkok— M.: @unnpecc,
1998. — 96¢.

Opranu3zanus cekpeTapckoro odciaykuBanusi: yueb. mocodue ans cryaentos / CI'CDY. - Caparos,
2006. - 80 c.

CankoB B.B. HubopmanmoHHble TEXHOIOTUHM M KOMIIBIOTEPHU3AIUS JIEJIOMPOU3BOJICTBA: yueo.
nocobue as Had. mpod. oOpazoBanus. - 4-e u3a., crepeorun/ B.B. Cankos. - M.: Axagemus, 2008. -
288 c.

ComnosbeB D.4. CoBpemenHbIii aTuKeT. [lenoBoit mporokon/ 2.5 Conosres.- M., 2003.

CnpaBo4HUK MO J1e7I0BOM Tepenucke.- M.: Mexperuoncepsuc,. 1996.-362c.

CrenrokoB M.B. Cekperapckoe neno/ M.B. Crenrokos. — M.: IIpuop, 2001. — 192c.

TenedoHHBI pa3roBOp ¢ MHOCTPAHHBIM MAPTHEPOM: CIpaB. MOCOOME AJ YCIEHIHOTO JEIOBOrO
obmenwst / coct. I'. [lepmmn u np. - CI16.,1996.

HleitnoB B.I1. Cekpetaps: Cekpetsl nmpodeccun/ B.I1. leitnos. — M., 2002. — 128c.

Ouuuknonenus cexkperaps / B.M. Aunpeesa, T.A. boikosa, JI.M. Bsnosa u ap. — M.: MLI®OP, 2004.
Ouuuknonenus oguca. [IpakTudeckoe pykoBoACTBO st cekpertaps / coct. CambikuHa W.B. —
M.:BMHOM, 1995. — 305c.

[erunckas H.b. AnanTanus cTyI€HTOB ¢ OTPaHUYEHHBIMU BO3MOXHOCTSIMU 3[I0POBbSI K YCIOBUSIM
o0y4eHus: B By3e KyJbTypbl: MeToaudyeckue peKOMEHJaluu JJisl npernojaasateneir. — KpacHonap:
KT'HUK, 2016. - 42 c.

[lernackas H.b. Pa3BuTme KOMMYHMKAaTHMBHOM KOMIIETEHTHOCTH CTYACHTOB C OTIPaHUYEHHBIMHU
BO3MOXXHOCTSIMHU 3710pOBbsi: MeTtoauueckue pekomeHnauuu ans ctyaeHToB. — Kpacnonmap: KI'UK,
2016. — 28 c.

Pycekun B.M. CoumokynbTypHas peaOHIUTAIMs CTYJSCHTOB-MHBAIUIOB CPEACTBAMH HCKYCCTBAa B
Ipolecce IMeJarornyeckon aesaTenbHocTH: Meroanudeckue pekoMmennanuu. — Kpacnomap: KI'HK,
2016. - 22 c.

7.3.Ilepunoanyeckue U31aHMsI

I[CJ'IOHpOI/ISBO,Z[CTBO

Cexkpertapckoe Aeno

Cekpertapb-pedepeHT

CrnipaBouHUK cekpeTaps U opuc-MeHeKepa

VYipasieHue nepcoHaIoM

7.4. UnuTepHeT-pecypcehl
http://www.termika.ru/
http://www.top-personal.ru/
http://www.rusarchives.ru/ « Apxussl Poccumy;
http://sekretarskoe-delo.ru/
http://www.profiz.ru/sr
http://sekretar-info.ru/

G e
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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

7.5. MeToguyeckue yKazaHusi M MAaTepHAJIbI 10 BHAAM 3aHSITHI

JIJisi MOATOTOBKM K 3aHATHSIM PEKOMEHIYEM HCIOJb30BaTh dSJIEKTPOHHYIO 0a3y
JAHHBIX 10 JOKYMEHTOBEJACHUI0O M JOKYMEHTOBEIUECKUM HCCIEIOBAHUSIM, KOTOpas
COJIEPKUT METOJIMYECKUE MAaTepuajbl MO TMOATOTOBKE K CEMHHAPCKUM, MPAKTUYECKUM
3aHATHUSM, 3a4€Ty, pa3pabOTKe riioccapusi, MOJArOTOBKE BUIACONPE3CHTAIIN, BBIMOIHEHUIO
IpYyTUX 3afaHuil 3aJJaHui B paMKaxX CaMOCTOSITEIbHON paOOThl . A TaKkKe JIIEKTPOHHBIC
SHUUKJIONEANM O IETOMPOU3BOJICTBY U APXUBOBEICHUIO
JIns caMoCTOATENbHOM pabOThl, MOJATOTOBKE MPAKTUYECKUX (CEMUHAPCKUX) 3aHSITHH,
MOATOTOBKE K TECTOBBIM HCIBITAHUSIM, a TakKe MJId HalucaHus 3cce, pedepaTos,
Hay4HBIX JIOKJIAJIOB PEKOMEHIYETCS CIECAYIOIIEE:

1 MOArOTOBKM K TIEPEUYUCICHHBIM BHAAM padOT NPEeayCMOTPEHBbI 3aJaHus,
pa3BUBAIOIME€ HABBIKM CaMOCTOSITEJILHOIO aHalii3a M OCMBICIICHUS MPEIJI0KEHHBIX
npobiieM u TeM. [l OCBOEHUS TPEJIOKEHHBIX TEM, CTyJEHTaM He0O0X0IuMO
O3HAKOMHUTHCSI C TPEIJIOKEHHOW JUTEpaTypoil, BhIOpaTh HEOOXOIMMBIE HCTOYHUKH,
COCTaBUTh IUJIaH TMpejacrtosmed padbotel. s pedepupoBaHUsS HCTOYHUKOB CTYACHTY
HEOOXO/IUMO O3HAKOMHUTBCA C TEKCTOM, CHeNaTh HEOOXOIUMbIEC BBIMUCKH, ITUTATHI,
COOTBETCTBYIOIIME TIJIABHOW MpoOiieMe WCCIeAOBaHMs, CKOMIIOHOBATh OSTH IIUTATHI,
npoayMaTh WX, U3JI0KUTh COOCTBEHHOE BHJEHWE CBOMMH CJIOBaMH, HaMETUTh
HEO0OXOIUMBIE CBSI3KH U CTPYKTYpy Oynyiero tekcra. PedeprpoBanre nepBOMCTOYHUKOB
MPEoiaraeT CaMOCTOSTEIbHBIC HABBIKA M3YUCHHS TEKCTA, W3JIOKEHUE MPEJI0KEHHBIX
TOYEK 3PEHUs, NMepecKas, aHaIu3 MPOOJEMHBIX BOMPOCOB, BBIJEICHUE TJIaBHBIX HAYYHBIX
Mo3uIui aBTOpOB. [l BeIMONIHEHUST pedepara HEOOXOAUMO HAUYMHATHL C OOOCHOBAHUS
BBIOOpA TEMBI, 3aT€M MIPUBECTH MEPEUEHDb KITIOUEBBIX MOHIATUI COACPKAHUS, IJIaH paOOThI
(0 uem paboTa, KaKre BOMPOCHI BKIKOYEHBI), 3aT€M MEPEXOIUTh K (HOPMYIUPOBKE TE3UCOB,
MPEJCTABIAIONINX KpPAaTKOE COJEep)KaHuEe KaxJoro Bormpoca Tembl. Jlamee, mpuBoasITCS
CTPYKTYPUPOBAHHBIE TE3UChI (OCHOBHBIE TPYNIBI TE3UCOB M0 paszaeinam paboThi).
CrpynnupoBaB Te€3UChl (OCHOBHBIE MBICIH), YCTAHOBHUB MEXIYy HUMHU OCHOBHBIE H
COTIOTYMHEHHBIC CBSI3H, COCTABUTH JIOTUYECKYIO MOJIENb COfiepKaHus padoThl (pedeparta).
Bo3MmoxHO nepBoHaYaIbHO TTOCTPOUTH MOJIEH COACPIKAaHUs PAaOOThI U OCHOBHBIX OJIOKOB
(MBICTIEH), a 3aTeM KaXIblii TE3UCHBIM OJIOK HAMOJHUTHL CTPYKTYPHBIM KPAaTKUM
coliepKaHUEeM. DTO TO3BOJUT B JalbHEHIIIEM pacKphIBaTh padoTy, €€ cojaepkaHue ¢
Pa3HOM CTENEHBIO MOAPOOHOCTH.

7.6. IIporpammMHoe obecrieueHmne
1. Adobe Master Collection CS 6

2. MS Windows Bepcuu XP, 7,8,10

3. MS office professional plus 2007 MS office professional plus 2010
4. T'apanTt

5. KoncynbTanTt +
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http://cde.osu.ru/demoversion/course139/3_1html
http://www.bibliotekar.ru/biznes-60/index.htm

6. Cucrema Jlemno 8.5

8. MATEPUAJIBHO-TEXHUYECKOE OBECHHEYEHUE JUCHOUIIJIMHBI
MOAYJIs)
IIpr 0cBOGHMM JUCHHUIUIMHBI PEKOMEHAYIOTCA NOCTYIl B MIHTEpHET, KOMIIBIOTEPHBIN
KJIacC JUIA IIPOBEACHUS PAKTUYECKUX 3aHATUM.
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JlonmoTHeHus1 M U3MEHEeHH s
K pado4eil mporpaMMe y4eO0HOM IMCHUILTHHBI (MO1YJINA)

Ha 20 -20_ y4.rox

B pabouyto mporpammy y4eOHON AUCIUIUIMHBI BHOCSTCS CIEAYIONINE U3MEHEHUS:

JlononHeHus: U U3MEHEHHs K paboyeil mporpaMmme pacCMOTPEHbBI U PEKOMEH10BaHbI
Ha 3ace/laHuu Kadeapsl

(HauMeHOBaHUe)
IIporokoi Ne OT «__ » 20 r
Ucnonuurens(n):
/ / /
(TOMKHOCTB) (moxmuck) (®.1.0.) (mara)
/ / /
(TOMKHOCTB) (moxmuch) (®.1.0.) (mata)
3aBenytomuii kadenpoit
/ / /
(HaumeHoBaHue Kadeapbl) (momnuce) (®.1.0.) (nara)
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