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1. HEJIM 1 3AJAYN OCBOEHUSA JUCIHUIIJIMHBI

Hean ocBoeHUS! NUCHUIUIMHBI (MOAYJS): O3HAKOMUTH CTYJEHTOB C OpraHU3alfei
COBPEMEHHOT'O CEKPETAPCKOro OOCTY>KUBAHUS, PACKPBITh CYIIECTBO OCHOBHBIX MPOOIEeM
JTaHHOU Mpo¢heCcCHOHAIBHON e TENbHOCTH.

3agaum:

— TPOCIEAWTH COAECpPKAaHUE COBPEMEHHBIX TpeOOBaHUUA K  CEKpEeTapCKon
NEATEIIbHOCTH;

- paccMOTpeTh POJb CEKpeTapeil pa3auyHbIX KaTeropuii B COBPEMEHHOM
YIPaBJICHYECKOM aIrapare;

- O3HAaKOMHTH CTYJCHTOB C JIOJDKHOCTHBIMH OOSI3aHHOCTSIMH  CEKpeTaps,
OpraHu3ale COBPEMEHHOTO CEKPETAPCKOI0 OOCTYKUBAHUS;

- PacKpeITh CYIIECTBO OCHOBHBIX TIpOOJeM JaHHOW TpodecCHOHATHLHOM
JesTeNbHOCTH C(POPMUPOBATH MPAKTHUECKHE MPO(HEeCCUOHATBHBIE HABBIKH.

2. MECTO JUCHUIIVIMHBI B CTPYKTYPE OIIOII BO
JlanHast QUCHMIUIMHA OTHOCHUTCS K LUKy AMCLUMIUIMH MO BBIOOPY (BapuaTuUBHAs
yacTtb). M3ydyeHue JUCHUIUIMHBI Oa3upyercs Ha 3HAHUM CTYJEHTaMHU CIEIYIOIINX
JUCLMILIMH y4eOHoro miuaHa: «Pycckuil si3bIK U KyJbTypa peun», «/JoxkymeHToBeneHue»,

«/loxyMeHTHas1 TMHIBUCTHKa», «Opranuzanus u textoaorus J0VY».

3. TPEBOBAHMSI K PE3VJBTATAM OCBOEHUSI COJIEPKAHUS
TV CHUTLIAHBI

[Tpouiecc wu3y4yeHWs JUCHUIUIMHBI HampaBlieH Ha (OPMUPOBAHHUE HIIEMEHTOB
cienyromux kommnereHuuid B coorBercTBUM ¢ ®PI'OC BO 1no maHHOMY HampaBICHHUIO
MTOATOTOBKH (CIEIUAIbHOCTH):

a) npogeccuonaabHbIx (ITK)

[1IK-1 CocraBnenue u opopMieHue yrnpaBIeHYECKON JOKYMEHTAIUH,;

[IK-2 Opraauzanus paboThl C JOKYMEHTaMHU B YCJIOBHUSIX TPAaJULIUOHHOTO H
ANIEKTPOHHOI'O JJOKYMEHTOO0O0POTA,;

B pesynbrate 0CBOCHUS JUCHUIUIMHBI 00YUYaIOIIUECS JOJKHBI:

3uamo:

OCHOBHBIE METOJIbI, CIIOCOOBI W CpPEICTBA IMOJYYEHUS, XpPaHEHUs, NepepadOTKU
uHpopmanuu;

OCHOBHBIE HaBbIKM pabOThl C KOMIBIOTEPOM KaK CpPEACTBOM YIpPaBJICHHUS
uH(popmaIue;

3aKOHOJATEJIbHYI0 M HOPMAaTHUBHO-METOJMWYECKYI0 0a3y JAOKYMEHTAI[MOHHOTO
oOecrnieueHus ynpaBieHUs;

TEHACHIIMA  pa3BUTUSA  WH(GOPMAIMOHHO-IOKYMEHTAI[MOHHOTO  OOeCredeHus
YIPABJICHUS).

Ymemo:

JIOTUYECKH BEpHO, apTyMEHTHPOBAHO U SICHO CTPOUTH YCTHYIO M MMCbMEHHYIO peyb;

pabotath ¢ nH(pOpMaue B II100ATbHBIX KOMIBIOTEPHBIX CETAX;



CTPOUTH JICJIOBYIO KOMMYHHUKAIIUIO, YYUTHIBAsI HOPMbI 3TUKHU;

BECTH JICJIOBYIO JJOKYMEHTAI[UIO, B COOTBETCTBUU C YCTAHOBJICHHBIMH MpPaBUIaMU U
HOpMaMU

Bnaoembw:

- CIIOCOOHOCTHIO TMOHMMAaTh CYIIHOCTh M 3HaueHHWe HWHQOpManuu B pPa3BUTHU

COBPCMCHHOTI'O I/IH(I)OpMaHI/IOHHOFO 06HI€CTB8,, CO3HaBaThb

BO3HHUKAIOIIME B 3TOM Ipolecce, coOMI01aTh OCHOBHbIE TpeOOBaHUS MH(POPMALMOHHOM

OIIaCHOCTH M  YI'PO3HI,

0€30MacHOCTH, B TOM YHUCJIE 3alUTHI TOCYTaPCTBEHHOMN TailHBbI;

- HaBBIKaMH PaOOTHI C JOKyMEHTaMH, COACPIKAITUMU HHPOPMAITUIO OTPAHUICHHOTO
J0CTyNa,;

- HaBBIKAMHU HCIIOJb30BAaHUS KOMIIBIOTEPHOM TEXHUKM M HHOOPMAIIMOHHBIX
TEXHOJIOTHUH;

- MpaBWIAMH IOATOTOBKHM YIIPABICHYECKUX JIOKYMEHTOB U BEICHHS JIEIOBOU
MIEPENUCKH;

- MpaBWIaM{ OpPTraHM3allMM BCEX JTANoOB palbOThl C JOKYMEHTAaMH, B TOM YHCIE
apXMBHBIMU JJOKYMEHTAMU.

IIprodpecTn ONBIT AEATEIBLHOCTH:
- UH(OPMAIIMOHHO-AOKYMEHTAILIMOHHOTO O0ECIeYeHUsI YIIPaBICHUYECKON AEesTENbHOCTU B
CTPYKTyp€ OpraHU3aluu;
- HUCHOJB30BaHUS MWH(MOPMAIMOHHBIX TEXHOJOTUH U
JOKYMEHTAIMOHHOM 00€CIIEUEHNUN YIPABIICHHUS.

CpeacTtB OpPITCXHHUKH B

4. CTPYKTYPA U COAEP KAHUE JTUCHUIIJIMHBI

4.1. CTpyKTypa QM CUMILINHBI

Jia BAOHYHOI'O OTAEJIEHUA:

OO1mmas Tpy10eMKOCTh TUCIUIUTHHBI COCTaBIseT 4 3aueTHBIX eauHull (144 Jaca).

Bunsr yaeOHoi DopMBI TEKYLIETO
§ paboThI, BKITFOYAs KOHTPOJIS
o 3 CaMOCTOSITENIbHYIO yCIIEBAEMOCTH (10
5 2 paboTy CTYIEHTOB Heoesim
Ne Pazgen 0 8
= = U TPYIOEMKOCTH (B cemecmpa)
n/n JTUCIUTLTAHBI 3 5
O 3l yacax) ®dopma
CQIZI) J| 11 CP MIPOMEXYTOUHOU
3 aTTecTaIuu (no
cemecmpam)
1 Ponb cexperapsi B CTpyKType 2 20
yIpaBIeHUS
2 Kareropun  cekperapeii u 1 10
cuctemMa TpeOOBaHUI K HUM




3 HopmaTtuBHO-MeTOtMuecKas 10 CeMUHap
0a3a IeATeIhbHOCTH CEKpeTaps
4 Opranmszanuss W yCIIOBUSA 10 CEMUHap
paboThI cekpeTapsi
5 Jlenonpoun3BoOICTBEHHBIS 10
(byHKIMU cexpeTaps
6 AJIMUHHUCTpATUBHBIC ()YHKITMH 10 TECT
cekperaps
7 Opranu3anioHHbie  QYHKIIUA 10 TPEHUHT
cekperaps
8 AHaMTHYECKHE byHKIMH 5
cekperaps
9 OTuKa cekperaps S)
10 TpynoycTpoiicTBO cekpeTaps 1
W ajianramus K pabore
JK3aMeH 45
Utoro: 2 6 91 144

4.2. TemarHueckHidi IIIaH OCBOCHHS JUCIUILIHHDI

AeSITeJIbHOCTH M BUABI CAMOCTOSATEILHON (BHEAyAMTOPHOI) padoThI

Mo BHAAM Y4eOHOH

HaumenoBanue Coaep:xxanue yueOHOro MaTepuaJia Dopmu-
pa3iesioB U TeM (TeMBl, NepeYeHb PACKPbIBaeMbIX BOIIPOCOB): O0bem | pyemble
JIEKIIM U, MPAKTHYECKHE 3aHATHS (CEMUHAPDI), qacosB / KOMIIe-
HHIMBHUAYAJbHbIE 3aHATHS, CAMOCTOSITeIbHAS padoTa 3.e. TeHUHMH
o0yyaumuxcsi, Kypcopasi pabora (1o Teme)
1 2 3 4
3cemecTp
Pazpea 1. Pouib cexperapst B CTPYKTYype ypaBJIeHUS.
Tema 1.1. Jlexnuu: Beenenwme. Ilpenmer m 3amaum kypca. Llens wu 1IK-1
PoJb cexperapsi B | 3a1aun  yueOHoro Kypca. MecTto Kypca B cCHCTEME 1IK-2
CTPYKTYype npodeccnoHanbHOro 00y4eHus cTyeHToB. Ponb cexperaps
ylnpaBJieHHS. B COBPEMEHHOM YIIPABJIEHYECKOM ammapaTe U B CTPYKType
CITy’)KObl JTOKYMEHTALIMOHHOTO OOECIEeYeHHs YIpPaBICHHUS. 5
Uctopust cexperapckux ciayxk0 B JOPEBOJIOLUOHHON
Poccun u B coBerckoe BpeMmsa. Bospacranue 3HaueHus
cekperapckoro obcnmyxuBanus B 1990-e roast. [loaroroska
npodeccuoHaIbHBIX cekpeTapeil B Poccuu u 3a pyOeskoM.
JearenbHOoCT, MEXIyHApOAHON aCCONMALINKN CEKPETAPEH.
IIpakTrdeckue 3ausTsA (CEMUHAPEL):
CamocrodarenbHas pabora: M3yuenune yuebHOro Matepuaia 5
Paznea 2. Kareropuu cexperapeii u cucrema Tpe0OBaHMIl K HUM
Tema 2.1 Jlexnmu: Kateropum cekperapeir (cexperapp Ha I1K-1
Kareropum TerneQoHe, JUYHBIA CEeKpeTapb, TEXHUYECKUN CEeKpeTapb, 2 11IK-2
ceKkperapeil u CEKpeTapb CTPYKTYpHOIO IOAPA3JIEICHUs, CEKpeTapb-
cucremMa pedepeHT, CeKpeTapb KOJUIETHHM, YYEHBI CeKpeTaph).




TpeOOBAHUI K HUM

[IpuHnMNUanbHbIE OTIAMYMS OOS3aHHOCTEH CeKpeTaps H
cekperaps-pedepeHTa, CeKpeTrapsi KOJUIETHHM, YYEHOTO
CeKpeTapsi. NHunmaTuBHOCTD, OpraHU30BAHHOCTb,
OTBETCTBEHHOCTH, TyHKTYaJIbHOCTh, MH(POPMHPOBAHHOCTh —
OCHOBHBIE JIEJIOBBbIE KauecTBa cekperaps. DopmMupoBaHue
KOMIIETEHTHOCTH.  J{0OpOKenaTeabHOCTh,  CKPOMHOCTD,
aKKypaTHOCTb, TpyAoaooue, SMOILIMOHAIbHAS
YPaBHOBEIIEHHOCTh — Ba)KHEWIIUE JIMYHOCTHBIE KadyecTBa,
HeoOxonuMmble B pabore cekperaps. basoBble 3HaHUA
cekperaps-peepeHTa — KOMIBIOTEp, AEIONPOU3BOICTBO,
MalIMHOMUCh, WHOCTpPaHHBIA s3bIK. [IpodeccronanbHbIe
3HaHUS W HaBbIKH. KBamudukanuoHHble TpeOOBaHUS K
CEKpeTapsiM pa3InYHbIX KaTEerOpUH.

[paktuyeckue 3aHsaTus (cemuHapbl) KBanudukamnoHHbIC
TpeOOBaHUSI K  CEKpeTapsM  Pa3IMYHBIX  KaTerOpui
(cekperapp Ha TenedoHe, TUIHBIN CeKpeTapb, TEXHUYECKUN
CeKpeTapb, CEKpeTapb CTPYKTYpPHOIO NOJpa3JeieHus,
CeKpeTaph-peepeHT, CeKpeTapb  KOJUICTHH,  yYCHBIN
CeKpeTaph). MexayHapoaHble TpeOOBaHUS K JIOJDKHOCTU
cekperaps. OCHOBHBIC JIEJIOBbIE KadecTBa CEKpeTapsi.
JIMYHOCTHBIE KauecTBa, HEOOXOAMMBIE B padOTe CEKpeTaps.
ba3oBble 3HaHMS, yMEHUS CEKpETaps.

CamocrosTenpHas r)a60Ta I/I3yquI/Ie y‘lC6HOl"O Marcpuraia

Pa3nen 3 HopmaTruBHo-MeTOoanYecKas 6a3a esiTeIbHOCTH CeKpeTaps.

Tema 3.1

HopmaTusHo-
MeToauUYeckas 0aza
AeSITeJIbHOCTH
ceKpeTaps.

Jlexkumu: Tpynosoe npaBo Poccuiickoit denepanuun
o0 oxpaHe Tpyna, TNpUEeME U YBOJHHCHUH, 3allUTe
MHTEPECOB U MpaB pabOTHUKA, MPEJOCTABICHHE OTIYCKOB U
nerot. Peanuszanus mpaB pOCCHUCKHUX >KCHIIUH HA TPy B
COBpEMEHHBIX ycnoBusX. HopMmaTuBHO-MeTOonuueckas Oasza
KBaJIN(PUKAITMOHHBIX TpeOoBaHUI K npogeccuu.
BuyTrpuyupexneHueckass periiaMeHTanusi JOJKHOCTHBIX
oOsi3anHOCTEN  cekperaps. Ilopsimok u  ocoOeHHOCTH
pa3paboTKM  JOMKHOCTHBIX ~ WHCTPYKUMH  cekpeTapei
pa3IMYHBIX KaTeropui. JoJKHOCTHOM M YHCIIEHHBIN COCTaB
MPUEMHON PYKOBOJUTENS, paclpe/eieHne 00sS3aHHOCTEeH B
cekperapuarax. JIOJDKHOCTHOM  CTaryC  pyKOBOJIMTENS
ceKkperapuara, OTHOUIEHUS C  MOJYMHEHHBIMH U
HETIOAYMHEHHBIMA  CTPYKTYPHBIMH  TIOAPA3JACICHUSIMU U
JNOJKHOCTHBIMU ~ Juiamu.  OOydwarommass —~ MHCTPYKIUS
CeKpeTapsl.

IIpakTuyeckne 3aHATUS (cemuHapbl) JloJKHOCTHas W
o0yyaroasi MHCTpYKLIUU CEKpeTapsl.

CamocrosrenbHas pabora M3yuenne yuebHoro matepuania

1IK-1
1IK-2

Pa3znen 4

Opranusanus 1 ycJIoBHs pa0d0oThI CeKpeTaps.

Tema 4.1.
Opranu3anus

U YCJIOBHS PpadoThl

ceKkperaps.

Jleximu: Opranuzanusi paboyero mecra cekperaps,
XapaKTepucTHKa Mebenu U 00opydOBaHUs, HEOOXOIUMBIX
TEXHUYCCKUX CPCACTB, KaHUCIAPCKUX HpHHaJIHe)KHOCTeﬁ,
OPITEXHUKU. YCIIOBUSI TPy/Aa — OCBEHIEHHOCTh pabodero

1IK-1
1IK-2




MecTa, IIyM, TeMIlepaTypa BO3ayxa. Pexum Tpyma u
oraeixa. OCHOBHBIE TpaBWJIa TEXHUKH O€30MaCHOCTH.
HopmupoBanue TpyJa — HOPMbI BPEMEHH Ha BBIITOJIHCHHE
MAIIHHOIUCHBIX, cTeHorpaduuecKux,
JICJIONPOU3BOICTBCHHBIX paboT. PexxuM pabodyero BpeMeHH.
CeepxypouHast pabora. OpraHu3alMiOHHBIC TMPUHITUITHI
pacrniopsaka AHS cekperaps. [lpumepHblid miaH pabodero
nHs.  Vcmonb3oBaHWE KOMITBIOTEpA JUISl  TUIAHUPOBAHUS
pabouero JHsl.

[paktuueckue  3aHsATus  (cemuHapol) I[lmanupoBanue
pabouero JTHs ceKpeTapsi.

CamocrosTenbHas paborta M3ydenue yuebHOTO MaTepuaia

Pa3pgen 5.

JesonpousBoacTBeHHble QyHKINH CeKpeTaps.

Tema 5.1.
Jdenonpoussoacree
HHbIE pynxuun
ceKkperapsi.

Jleknmu: cucremMatMzauusi W [epBUYHAs  00paboTka
JOKYMEHTOB. [IpenBaputenbHoOe paccMoOTpeHue,
perucrpaumsi U pacrpeaeacHie MoCTYNUBUIMX JOKYMEHTOB.
Ilepenaua n1okymMeHTOB Ha  ucnoiHeHue. KoHTpousb
(Texyummii u npeaynpeauTenbHbiil). CHITHE JOKYMEHTa C
koHTpois. Co3ganue 0a3bpl  JaHHBIX O JAOKYMEHTax
VUpPSKACHUS W  HUHPOPMALMOHHO-CIIpaBOYHAas padora.
O6paboTka ¥  OTIOpaBKa HCXONAIIUX  JIOKYMEHTOB.
CucremaTu3zanus 10KyMEHTOB M OpraHU3alusl UX TEKYIIEro
xpanenusi.  Homenkmarypa  gen.  TpeGoBanus K
dbopmupoBaHHIO eN, MX O(GOPMIICHHIO W XPaHEHHIO.
[ToaroroBka en Kk apXxuBHOMY XpaHeHUI0. CpOKU XpaHEHUs
nokymeHToB. OdopmiieHue Jen st apXUBHOTO XPaHEHHS.
CocraBienue onuceid. Crmaya ngen B apXMB. 3alludra
uHpopManuu B paboTe cekperaps ¢ KOH(UICHINATbHBIMA
nokymeHTamu. OmnpeneneHne coctaBa KOH(HIEHIMAIbHbBIX
JIOKYMEHTOB, OpraHu3aiusi paboTbl C HUMHU, UX y4eT.

[IpakTuyeckue 3aHITHS (ceMHHapBI): [Tonstue
JJOKYMEHTO00O0pOTa U IpaBUJia €r0 OpraHu3alllu.

CamocrosTensHas padbora U3yuenne yueOHOTO MaTepuaia

1IK-1
1IK-2

Pasznea 6.

AMMHHMCTPATUBHBbIE QYHKIIUM CEKpeTaps.

Tema 6.1.
AJIMUHUCTPATHBH
ble pynxuun
cekperaps.

Jlexnmu: Opranuzanus pabodyero JAHS PYyKOBOJAWUTEINS,
rpaduK HeAeTbHOM pPabOThl, KOPPEKTUPOBKA ILIAHOB.
CootHomieHne rpaduka  pabOTBl  PYKOBOJIUTENS U
cekperaps. AHanu3 WTOrOB IUIaHWpOBaHMs. [IpuHIMIIBI
OpraHu3alyM MPUEMa Pa3IMYHbIX KATETOPUA IOCETUTEIICH.
OcobeHHOCTH TpUeMa KOMAaHIMPOBAHHBIX M JEJeTalui.
[Ipuem rpaxkaaH 1mo JMYHBIM BOIIPOCaM Kak crienuduyeckuit
BUJ TIpuemMa, 0cOOEHHOCTH opraHuzanuu. KommbloTepHble
TEXHOJIOTUM B JIeATENbHOCTH cekperaps. HWHTepHer -—
3 dexTuBHOE CpeACTBO COBPEMEHHOM JIEJI0BOM
koMMyHHKauu. [louck u pacnpoctpanenre HHGoOpMaIu B
cetn MHTepHeT. Mcnonp30BaHue 3JIEKTPOHHOMN MOYTHI.

IIpakTryeckue 3ausaTud (CEMHUHAPE]): PELICHNE
CUTYAIIMOHHBIX 3a]a4

1IK-1
1IK-2




| CamocrosTensHas pabora: M3yuenne yueOHOro Marepuaia |

5

Pa3znen 7.

OprannzannoHHble QYHKIUH CEKpeTaps.

Tema 7.1.
Opranun3anmuoHHbIe

byHkunn
cekperaps.

Jlexiuu: OcoOGeHHOCTH TMOJTOTOBKM JEJOBBIX BCTped U
MeperoBopoB pykosoautens. I[lpaBuna BeaeHus AENOBOM
Oecenpl. Tumbl COBEIIaHWW W TpaBHJa UX IMOATOTOBKH U
opranmzaiuu. CocraBieHne u OQOpPMIICHHE MPOrpamM,
3asiBOK, TOBecTKM JHS. OcoOeHHOCTH  OpraHu3aluu
3aCelaHUi KOJUIETHAJIbHBIX OpPraHoB. JIOKyMEHTHPOBAHHE
coBemlannii  u  3aceganuid. [lopsamok  cocraBieHus,
opopmiieHHuss W XpaHEHHs] TMPOTOKOJIOB. OCOOCHHOCTH
JOKYMEHTUPOBAHUS 3aCeaHUil MOCTOSHHO JAEWCTBYIOIIMX
KOJUIETHAIILHBIX OpraHoB. IIpaBmia odopmileHUs BBITUCKU
u3 mnpoTtokona. Ponab  cekperaps B opraHuzanuu
KOMaHAUPOBOK  pykoBoautend. IIporpamma  nenoBoit
MOE3KU PYKOBOJIUTEINS, 3HAUEHUE, CTPYKTYPA, COJIepKaHue,
nopsIoK pazpadorku. CepBUCHBIE PYHKIIMH — OpraHU3aus
ko(e-nay3sl, Gpypiiera, IpUEeMOB.

[IpakTuueckue 3aHsaTus (cemuHap): Opranuzanus u
00CIIy’)KUBaHHE COBELIaHH, IEpEeroBOPOB, COOPaHUIl.

CamocrodarenbHas pabora: M3ydyeHne yueOGHOro Marepuasia

1IK-1
11IK-2

Pazpgea 8.

AHaauTudeckue GyHKINHU ceKpeTaps.

Tema 8.1.
AHaJIuTHYECKHE
pyHxuun
ceKkperaps.

Jlexiuu: PaGota ¢ TekcTaMu ympaBleHYECKUX JIOKYMEHTOB
IIPU  COCTAaBJIEHUU OO30pPHBIX JIOKYMEHTOB (JOKJIAJO0B,
OTYETOB, BBICTYIUICHU PYKOBOJUTEIS).
Kondunennuaneupie  cBeaenus. lloaroroBka — Tekcra,
penakTHpoBaHUE, coriacoBaHue. PaGora mo  cbopy
uHboOpMaIMM — ee IIeJIeBO€ Ha3HAa4YeHHE, CIOCOOBI
noyiyueHusi, o0paboTku u xpanenus. OcoOeHHOCTH PabOTHI
C BEJIOMCTBEHHBIMU HU3JaHUSAMH, MyOJIMKalUsSMU B Ipecce,
CIICLIMAJILHOM JIMTEPATYPOU.

[IpakTrueckue  3aHsATUs  (cemuHapbl):  Pedepentckue
(GYHKITUH cekpeTaps MOMOIIHUKA PYKOBOAMUTETIS.

CamocrogrenbHas pabora: M3ydyeHne yueGHOro mMarepuasia

1IK-1
11IK-2

Pasznen 9.

ITHKA ceKpeTapsl.

Tema 9.1.
JTHKA ceKpeTaps.

Jlexumu: [lOHATHA <«OTHUKET», «ITHKA», «CIYKCOHBIN
STUKET». OJTUYECKHE OCHOBBI B3aMMOOTHOILUEHUN MEXAY
pykoBoauTeneM u cekperapeM. CiysxkeOHast cyOopIuHaIus.
[IpaBuna BeneHus TenedOHHBIX IMEPErOBOPOB. PeueBoit
aTuKeT. JlokyMeHTHpoBaHUE TeNe(OHHBIX COOOIICHUH,
TenegoHorpamma, Teneke, TenerpamMmma. MUK cekperaps.
Buemnuil BUJ cekpeTtaps — OJeXJa Ha ciyxk0Oe, JeI0BOU
CTUIb, MakuspK. IloAroTroBka JOKYMEHTOB, BHM3UTHBIX
KapTOYeK, OM3HeC-CyBEHHUPOB.

IIpaktuyeckue 3ansatus: [IpodeccuoHanpHass dTHKAa U
JIETIOBOM ITUKET CEKpeTaps.

CamocrogrenbHas pabora: M3ydyeHne yueOGHOro Marepuasia

1IK-1
1IK-2

Pa3pean 10.

TpyaoycTpoiicTBO cekpeTapsi M aganranus K padore.

Tema 10.1
TpynoycrpoiicTBo

Jlekimu:  CoBpeMeHHBIE  CIIOCOOBI  TPYJOYCTPOWCTBA.
HanpaBnenuss mnoucka pabGotsl. Pe3tome — mnopsaok

I1K-1
11K-2




ceKperaps u COCTaBJICHMS M  MCIOJIb30BaHUA. PexomeHnarenbHbIe
aganraums K nucbMa. CobeceoBaHNE U HHTEPBBIOMPOBAHKE MIPH NPHEME
pabore. Ha paOory. TecrtupoBanue u coOeceloBaHME Kak
COBpPEMEHHBIE METOJbl Moadopa mepcoHana. TpynoBoi
KOHTpakT. BBonHas Oecena B KaapoBoil ciyxk0Oe U Kpyr
JOJDKHOCTHBIX ~ 00si3aHHOCTEH.  VCIBITATENBHBIN  CPOK.
Ananrtanus k padore. Buasl apantauuu. O3HaKoMiIeHHE ¢
pabounM  MecTOM. 3HAaKOMCTBO C  PYKOBOJUTEIEM,
KOJIJIeraMH, TeXHU4eckuM mnepcoHanoMm. Ilepsas Gecena c
pykoBoauteneM. Pexum pabouero Bpemenu. CBepXypouHas 6
paGora.  KopnopartuBHas  KyiabTypa W TpPaJMLUU.
DUPMEHHBIN CTUIIb.

IIpakTuyeckue 3anaTus (cemuHap): Pestome cexperaps.

CamocrosTenbHas pabora: M3ydenue yuebHoro matepuania

ITpumepHas TemaTuka KypcoBoi paboThI

CamocTosiTenbHasi paboTa 00yyaroumxcs Haj KypcoBoi paboToi

Bu HTOroBoro KOHTpoJI (3a4er, sk3ameH, auddepeHnnpoBaHHbIi 3a9€T) 45 9K3AMEH

BCEI'O: 144

5. OBPA3OBATEJIBHBIE TEXHOJIOI'NU

B cootBerctBuu ¢ TpeboBanusmu GI'OC BO no HanpaBiieHUIO MOATOTOBKH «J{0KyMEHTOBEIEHUE U
apXMBOBECHUE)» pealln3allusl KOMIETEHTHOCTHOTO OX0/1a MPelyCMaTpUBAET IIMPOKOE UCIIOIb30BaHUE
B y4eOHOM MpoIecce aKTUBHBIX U HHTEPAKTUBHBIX ()OPM MTPOBEACHUS 3aHITHH.

CrpykTypa UM coiep)KaHHME Kypca MpPENIoJIaraloT  aKTHBHYKO  MHTEIUIEKTYyaJbHYIO U
KOMMYHHUKATHBHYIO JESITEIBHOCTh CTYACHTOB. Kypc BBICTpOGH TakuM 00pa3oMm, 4TOOBI 00eCnednTh
pa3BUTHE COOTBETCTBYIOIIUX NMPO(ECCHOHANBHBIX KauecTB y cTylaeHToB. Kypc nekuuil, ceMuHapckue u
[IPAKTUYECKHUE 3aHATUS OTJIMYAIOTCS YCTAHOBKOW HA CO3/1aHHE MAPTHEPCKUX OTHOLIEHWM, YTO HaXOAMT
OTpa)keHHE B MeTojax oOyueHus. [IpuopureTHpIMU MeTOJaMU O0YUEHUS SIBIISIOTCS aKMUGHbLIE MEMOObL,
I/l TJIABHOE BHUMAHUE YAEISAETCS IPAKTUYECKON 0TpabOTKe 3HAaHUM, yMEHUI U HABBIKOB.

Jlexyuonnvie 3anamus MPEANONAraoT NPeABApPUTEIbHYIO IIOATOTOBKY, CBA3aHHYIO C OCMBICIEHUEM
3asBJICHHBIX IPOOJIEM, U HE UCKIIIOYAIOT JUATIOTMYECKOro OOLIEHUs CTYAEHTOB € IIPENoJaBaTeIeM.

Ha cemunapckux samsamusx MCHONB3YIOTCS COBPEMEHHBbIE METO/bl OOYYEHHUS - JeNIOBBIE WIDBI,
MUHU-KOH(EPEHLUH, IUCKYCCHUHU, IMO3BOJISIONIME H30€KaTh MAaCCUBHOTO BOCHPUATUS HH(DOpMALUU U
MaKCHMaJbHO HCII0JIb30BaTh TBOPYECKUI MOTEHIUAI CTYEHTOB.

6 OHEHOYHBIE CPEACTBA JJIsI TEKYHIETO KOHTPOJISI
YCIIEBAEMOCTH U ITPOMEKYTOYHOU ATTECTALIMHU

6.1. KoHTpoJIb 0OCBOCHUS TUCUMIJIMHBI

KoHTponpe ocBOEHUS TUCHMIUIMHBI POU3BOAUTCS B COOTBETCTBUU ¢ IlonoxeHuem o
MMPOBECHUH TEKYIIETO KOHTPOJS YCIEBAEMOCTH M INPOMEKYTOUHOM aTTecTaluuu
ctynentoB ®I'bOY BO «KpacHomapckuii rocyaapCTBEHHBI HHCTUTYT KYJIbTYPBD».
[IporpaMmoil JUCHMIIMHBI B LEJIAX MPOBEPKH NPOYHOCTM YCBOEHHUS MaTepualia
MpeaycMaTpuBaeTCs MPOBEACHUE PA3IUYHBIX (HOPM KOHTPOJIS.

Texywuii KOHmMpOZb YCIEBAEMOCTH CTYAEHTOB NO JIUCHHUIUIMHE TNPOU3BOAUTCSA B
cnenyromux Ghopmax:
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- OLICHKHM, BBICTaBIIEMBbIC CTyJEHTaM Ha CEMHHApax 3a OTBETHl Ha BOIPOCHI,
CoJIeprKaIIrecs B MJIaHaX CEMUHAPCKHUX U MPAKTUYECKUX 3aHATHM.

Pybesicnviti  konmponv TpemycMaTpuBaeT OILIGHKY 3HAHWH, yYMEHHA W HaBBIKOB
CTYJCHTOB IO TMPOWIEHHOMY MaTepHaily MO JaHHOW MUCIUIUIMHE Ha OCHOBE TEKYIIUX
OIICHOK, TTOJTyYE€HHBIX MU Ha 3aHATHUAX 32 BCe BUABI paboT. B xome pyOe)XKHOTO KOHTPOJIS
MCTIONB3YIOTCS CIICAYIOIINE METOIBI OIICHKU 3HAHUI:

o YCTHBIC OTBET;

¢ TpaKTHUECKUE PAOOTHI;

IIpomesicymounulii KOoHmpob TIO pe3ybTaTaM CeMeCTpa MO TUCIUIUINHE TPOXOIUT B
dbopme 3auéra (9K3aMeHa).

6.2. OueHounbie cpeacTsa

6.2.1. Ilpumepsl TeCTOBBIX 3aaHUI (CUTyaLMIA)
IIpakTuueckoe 3ansatue 1. JoxHocTHAsE U o0yyawinas MHCTPYKUMH O(uc-
MeHe/IKepa.

lle.flb 3anAamusd: HN3Yy4YCHHC MCTOAUMKH COCTAaBJICHHA, IIOpAIKa 0(1)0pMJ'I€HI/IH,
COIJIaCOBaHUA MW YTBCPXKIACHHA TOJIKHOCTHBIX I/IHCTp}IKI_II/Iﬁ CCKPLCTAPCKOIo IICpCOHAJIA,
HpHO6peT€HI/I€ HAaBBIKOB COCTAaBJICHUA I[OH)I(HOCTHOﬁ HHCTPYKIHNH O(bI/IC-MCHGII}Kepa.

B pesynbrare BBINOJHEHUA 3aJaHUA IPAKTUYECKOIO 3aHATHA CTYIAEHTHI JOJKHBI:
3HaTh Ha3HAuY€HUE, TMOPSAIAOK COCTaBICHUs, O(OpPMIIEHUS, CTPYKTypy U COCTaB
uHbOpMallMu  JOJDKHOCTHOM — MHCTPYKUHMU  OQUC-MEHEIKEepa; yMETb COCTaBUTh
JOJKHOCTHBIE MHCTPYKIIMH PA3JIMYHBIX KaTErOPUNA CEKPETAPCKOr0 NEPCOHAIA.

3aoanue:
1. CpaBHUTH KBAIM(PUKAIMOHHBIE TPEOOBAHUS PA3ITMYHBIX KATETOPUIl CEKpETapen.

2. Pa3paborarh JOHKHOCTHYIO MHCTPYKLHMIO B 3aBUCHUMOCTH OT KaTerOpHH
CeKpeTapsl.

3. U3yunTh 00y4aronIyt0 HHCTPYKLIHIO IJIsi CEKpeTapsl.
IpakTnueckoe 3ansarue 2. [lnannpoBanue padouyero qHs ceKpeTaps.

Llenvy 3amamus: M3ydyeHUE NPUHLMUIIOB PALMOHAIBHOTO IUIAHUPOBaHUS paboyvero
BPEMEHHM CEKpeTaps; 3aBUCUMOCTH paboyero AHs CeKperapss OT IjlaHa paboyero JHs
PYKOBOJIUTEIIS; MPUOOPETEHNE HABBIKOB COCTaBJICHUS Tpaduka pabodero THS CeKpeTapsl.

B pe3ynbTaTe BBINOJHEHUS 3a1aHUs IPAKTHYECKOTO 3aHATUS CTYIEHTHI JTOJDKHBIL:

e 3HaTh Ha3HA4YE€HHUE, TNOPAIAOK pa3pabOTKH, COIJIACOBAaHUS, YTBEPIKICHUS,
CTPYKTYpY U cocTaB uH(popmaiuu rpaduka pabodero IHg CEKpeTaps;

®  pAIMOHAJILHO MIAHUPOBATH PaOOYMil I€Hb CeKpeTaps;

e 3natb HOT B pabote cekperapsi;

® yMETh COCTAaBUTH IUIaH paboyvero JHS CeKpeTaps.

3aoanue: CoctaBuTh rpaduk paboyero JIHs ceKperapsi-peepeHTa pyKOBOAUTEIIS.

IIpakTnueckoe 3ansaTue 3. Pedepenrckue QyHKUUM ceKpeTaps PyKOBOAUTEJIA
OpPraHu3auuu.
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Llenv 3amamus: w3ydyeHUE METOJUKM TIOMCKA, CHCTEMaTu3alud, OO0pabOTKU
uH(popMaIi, HEOOXOAUMOW PYKOBOJIMTEIIO OpraHU3alluM;, MPUOOPETEHUE HABBIKOB
CUCTEMaTHU3alMK U 00pabOTKU JOKYMEHTHOM HH(OpMaIUK.

B PE3YJIbTATC BBIIIOJHCHUSA 3aldHUS IIPAKTHYCCKOTO 3aHATHUA CTYACHTBI JOJIZKHBI:

® 3HATh Ha3HAUCHHWE, METOJMKY BEICHHS M WUCIIOJIB30BAHUS CPEICTB XPAHCHUS H
noucka WHQPOpPMAIMU: IUIOCKUX  OOO3PHMBIX  KAapPTOTEK, CPEACTB  BHU3YaJIBHOTO
0TOOpakeHHsI CTPOYHOU HH(POPMAIIUH;

® 3HATh METOJUKY W YMEThb BECTH «IEPCOHAIMU» JICJIOBBIX IAapPTHEPOB
OpraHu3aIui;

® yMETh PEIAKTHPOBATh YIIPABICHUECKUE JOKYMEHTHI;

® 3HATh [IPUEMBI K YMETh aHHOTHUPOBATH U pehepUpOBaTh UCTOUHHUKH.

3aoanue:

1. CdhopmupoBath HMHGOPMALMOHHYIO TOIOOPKY O E€JIOBOM MapTHEpe
OpraHu3aLMH.

2. CrnpoekTupoBaTh CHCTEMY BHU3YaJbHOTO OTOOpPaKE€HUS CTPOYHOM
uH(popmanuu.

3. CocTaBUTh aHHOTALMIO HOPMATUBHO-METOJUYECKOTO JOKYMEHTA.

4. Ha ocHoBe npeyioKeHHBIX aIrOpUTMOB COCTaBUTh pedepaT cTaThu.

5. CocTaBUTh CHHMCOK CHPAaBOYHBIX M3JaHUM, HEOOXOIUMBIX ISl PabOThI
cekperapsl.

IIpakTnueckoe 3ansatue 4. Pe3rome cexperaps.

Lenv 3anamus: n3y4eHUe METOJIUKU U TPUOOPETEHNE HABBIKOB COCTABJICHUS PE3IOME
CEKpEeTapCKOro NepPCoHaa.

IIpu coctaBiaeHun pe3omMe 0O0paTUTh 0COOO€ BHMMAHHUE Ha JMYHBIE KadyecTBa M
HenocTaTku. [IpaBUIIbHO omucaTh MPEXHUE MecTa padOThl M MPUYMHBI yBOJIbHEHUsA. B
pe3roMe C/ieNiaTh aKIeHT Ha Ballld JTy4YlIue KayecTBa.

B pe3ynbraTe BhINOJHEHUS 3a]aHUS TPAKTUYECKOTO 3aHATHUS CTYICHTBI IOJKHBI:

® 3HATh Ha3HA4Y€HHUE, MOPSAJOK COCTABJICHUS, CTPYKTYpY M COCTaB MHMOpMaLUU
pe3rome;

® yYMETb COCTABUTH PE3IOME.

3aoanue: CoCTaBUTH pE3IOME COMCKATENs JIOJDKHOCTH CeKperaps-pedepeHTa Wiu
CEKpeTapsI-MOMOIIHUKA PYKOBOAUTENSI OpTaHU3allUHU.

6.2.2. KoHTpoJIbHBIE BONPOCHI /ISl IPOBEAEeHHS TEKYILIEro KOHTPOJIs
Kakue paszensl COIepKUT JODKHOCTHAS HHCTPYKIHUS?
Kaxue 1oKkyMeHTbI OTHOCSTCS K MUHPOPMAIIMOHHO-CIIPAaBOYHBIM?
KakoBbl 0COOEHHOCTH HAITMCAHUS TEKCTA TeJIETPaMMBbI?
Yro Takoe akcorpamma?
KakoBbI peKBU3UTHI TEIETPAMMBI?
JlaiiTe onpeneneHne MOHATHS «TOKYMEHTOO00POTY.
Ha3oBuTe ocHOBHBIE onepanuu npoecca 00paboTKU BXOSIIUX JOKYMEHTOB.
HazoBuTe ocHOBHBIE onepaiuu npoiecca 00paboTKHU UCXOISAIINX TOKYMEHTOB.
Kakum 00pa3oMm ocymiecTBiIseTcs perucTpanus BXOISAIUX JOKYMEHTOB?
10 Jlaiite onpeneneHne MOHIATUS «UCXOASIIUN JTOKYMEHT)
11. Ha3oBHTE OCHOBHBIE ITAIbI MOATOTOBKH UCXOISIINX JOKYMEHTOB.

CoNoUA~AWNE
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36.
37.

38.
39.
40.
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14.
15.

0.
1.
12.
13.

Kakue ucxonsime J0KyMEeHTbI 0pOPMIISIOTCS B OJTHOM dK3eMIUIsApe?

Kakue nanHbple 00 HCXOAfIIeM AOKYMEHTE 3alMCHIBAIOTCA B JKypHal PETUCTPALUU HMCXOMASIIUX
JIOKYMEHTOB?

Kem nmoanuceIBaroTcst HCXOASIINE JOKYMEHTBI?

Ha3zoBuTe 0CHOBHBIE 3TAIbI MPOLIECCa MOATOTOBKH U 0()OPMIICHUS! BHYTPEHHHUX JTIOKYMEHTOB.

Kak opranusyercs pabota ¢ BHyTpEHHUMH JOKYMEHTAMU Ha 3Tarne UX UCHOTHEHUS?

Kakue onepanuu BKIIOYAET MPOIecC KOHTPOIIS UCIIOTHEHHS JOKYMEHTa?

Kak ycranaBnuBaroTCsi TUIIOBBIE CPOKH HCIIOJHEHUS JOKYMEHTOB?

Kak ycraHaBiMBaroTCs HHIUBUAYAJIbHBIE CPOKH UCIIOTHEHUS JOKYMEHTOB?

Jaiite onpeseneHne NOHATUS «KHOMEHKJIAaTypa aen». HazoBute BUIbI HOMEHKIATYD Jell.

Kro pa3pabarbiBaeT THIIOBBIEC M IPUMEPHBIE HOMEHKIIATYpHI 1en? KeM onun yTBepxaatoTcs?

B Tedenue kakoro cpoka IeHCTBYET yTBEpKACHHAs HOMEHKJIATypa JeJl OpraHu3auu?

B yem cyTh niporniecca popmupoBanus gen?

[To xkakuM mpHU3HAKaM MOTYT IPYIIHPOBATHCS TIOKYMEHTHI B j1ea?

B kakoli mocienoBaTeabHOCTH JA0HKHBI pacioiaraTbCsi JOKYMEHTHI B Jiene?

JJig KakuX JIeJ1 COCTaBISIETCSl BHYTPEHHSISI OMUCH?

Ha3zoBute ocHOBHBIE ATarbl pabOTHI IO MOATOTOBKE TOKYMEHTOB K apXUBHOMY XpaHEHHIO?

Kakue 30HBI BKIIIOUAET OTNIENbHOE MMOMENICHHE paboyero Mecta pykooauTensa? KakoBo HazHaueHHe
K101 U3 HUX?

[lepeuncnure cpencTBa OCHaIIEHHUS paboYero MecTa pyKOBOIUTEIIS.

Ha3zoBuTe 0CHOBHBIE MTpaBHJIa COCTABICHUS ACIOBOTO MMHCHMA.

[lepeuncnure TpeGoBaHMs, MPEABABIAEMbIE K COCTABICHUIO TEKCTA TeNEe(PAKCHBIX COOOLICHHIA.
HazoBure mnpenmymniectBa Tene(OHHON CBS3M 10 CpPAaBHEHHIO C IUCHBMEHHBIMH CPEICTBAMU
KOMMYHHKAIUH.

[epeuncnure pakTopsl, 0OECIEUNBAIONINE PALMOHATBHOE Telne(hoHHOE OOIICHHE.

[lepeuncnure 00A3aHHOCTH CEKpeTapsl B MpoIiecce MprueMa MOCETUTENCH.

HazoBurte mpaBmiia BeJeHHS CITy)KEOHOTO Tele()OHHOTO pa3roBOpa B TEX CIIydasX, KOT/Ia 3BOHST
PYKOBOJUTEIO; KOT/Ia 3BOHUT CEKPETAPh.

Kakux mpaBui1 ciieiyeT npuIepKUBaThCs CEKpeTapro Mpu nepeaade renedoHorpamms?

KakoBa ponb cexpeTaps B mpoliecce MOArOTOBKY U MPOBEACHHUS IJIAHOBBIX COBEIIAHUMN, OTIEPATUBHBIX
COBEIIaHNI?

Kak ocymiecTBisieTcst MOArOTOBKA U OpraHU3aIUsl I€TIOBBIX MOE3/I0K PYKOBOIUTENS?

KakoBbI 00513aHHOCTH CEKpeTapsi BO BPEMsi OTCYTCTBUS PyKOBOJIUTEIS?

HazoBute TpeboBanus, mpeabsBiIsieMble K JEII0OBOM peyuH.

6.2.3. TemaTuka 3cce, pepepaToB, mpe3eHTAIHIT
Posb 1 MecTo cexperaps B ynpaBiIeHYECKOW CTPYKTYpE OpraHU3aluu.
Hcropus cexperapckoit ciyx0bl B Poccun.
[Ipodeccus cexperapsi Ha COBPEMEHHOM PBIHKE TPYyAa.
CoBpeMeHHass HOpMAaTHBHO-METOJMuecKas 0a3a, peraaMeHTUPYIOIas AeATelbHOCTb CeKpeTaps.
[IpodeccrnonanbHble HaBbIKK, O0S3aHHOCTH U (DYHKIIUU CEKpeTapsl.
JIOJ>KHOCTHBIE 00s13aHHOCTH ceKpeTaps-pedepeHTa (Ha mpumepe Kakoi-1100 opraHu3aium).
KoMMyHMKaIIMOHHBIE aCMIEKTHI A€ATEIbHOCTH CEKPETapsl.
Bunel npuema noceturenei, NpoBOJUMBIX PYKOBOJIUTEIEM U CEKPETAPEM.
be3nokymeHTHOE 00CITY)KMBaHKE B pabOTE CEKpeTaps.
Kynbrypa nenoBoro o01ieHust B mpo(ecCHOHANbHOM NesITeIbHOCTH CEKpeTaps.
[IpoGiembl MIaHUPOBAaHUS U OpraHU3alMK Pabovero THS CEKpeTaps.
IIpodeccus cexperaps — reHIEPHBIN aCHeKT.
XapakTeprucTUKa COBPEMEHHBIX TEXHUYECKUX CPEICTB U MPOrPaMMHBIX MPOAYKTOB, HCIOIb3yEMbIX
B JIESITENIBHOCTH CEKpeTapsl.
WuTepHer B paboTte cexpeTapsi.
Ponb cexperapst B opranuszaliuu J0KyMEHT0000poTa MpeaIpUsTHSL.
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Hcnonb30BaHue CIPaBOYHO-TIOMCKOBBIX CUCTEM B paboTe CeKpeTapsi.
Opranu3aniioHHO-UH(POPMAIIMOHHOE O0EeCreYeHUE NEATCIbHOCTH PYKOBOJIUTENS KakK OCHOBA
CEKPETapCKOi pabOTHI.

Opranu3anioOHHbIC U TEXHUYECKHE MTPOOJIEMBI MOATOTOBKH KPYITHBIX COBEIIAHUM.

[ToBenenue cexperapsi B KOH(MDIUKTHOW CUTYaIINU.

OcobeHHOCTH eNOBBIX KyJIbTYp 3amana u Bocroka.

6.2.4. Bonpocsl K 3a4eTy M0 TUCUHUILIHHE
1. Ponmp um 3HaueHue cekperaps-pedepeHTa B CTPYKTYype [TOKYMEHTAMOHHOTO OOecredeHust
YIPABIICHHUS.
Kareropuu cexperapeii (cekperapp Ha TenedoHe, JUYHBI CEeKpeTapb, TEXHHUYECKHH CEKpeTaps,
CeKpeTaph CTPYKTYPHOI'O TMOJpa3fielieHusi, ceKpeTapb-pedepeHT, CeKpeTapb KOJUIETHH, YUEHBI
CeKpeTaphb): o0I1as XapaKTepUCTUKA.
[Ipodeccuonanbupie TpeOOBaHUS, MPEABSBISIEMbIE K KATETOPUSIM CEKpeTapen.
JIMYHOCTHBIE KauecTBa ceKpeTaps-pedepeHra.
HopmatuBHo-mMeToanueckas 6a3a paboThl cekpeTaps.
JlomKHOCTHAsI MHCTPYKIIMS CEKpeTapsl.
TexHonorus opranuzanuu opuca: 000pyI0BaHUs, TN3alH, TEXHUIECKHUE CPE/ICTBA.
Opranu3zanus u o0opy0BaHUE paboYero MecTa ceKpeTapsl.
[TnanupoBaHue, pacupeaeIeHre U UCIOIb30BaHHE Pad0Yero BPeMEHHU CeKpeTapsl.
AnanTanus cekperaps K padore.
KomnbrotrepHsie TexHonoruu U IHTEpHET B 1€ATENbHOCTH CEKpETapsl.
[TonsiTHE TOKYMEHTOOOOPOTA, IPABHIIA €T0 OPTaHU3AIINH.
[Tpuem u 06paboTKa BXOJAIMINX JOKYMEHTOB.
Pacnpenenenue u peructpanusi, KOHTPOJIb 32 UCIIOTHEHUEM JOKYMEHTOB.
O6paboTka Jen 1715l OCJIEIYIOIIETO XPAHECHHS.
®opMHUpOBaHUE JE.
Howmenxknarypa nein.
Opranu3zaniys cekpeTapeM npruemMa noceTuTeNel, MpoBeAeHHE JeIOBIX Oece].
Kynberypa ciayxeOHOro TeneoHHOro pa3roBopa.
Teneponorpamma, Tenerpamma, Tenedaxc.
Buibl npon3BOICTBEHHBIX COBELLIAHUI.
Opranuzanus 1 00cay)KHBaHUE IEPETOBOPOB, COBEIAHUM 1 Mpe3eHTalu.
[ToaroroBka cekperapeM KOMaHAUPOBOK PYKOBOJIUTENS.
Pabota ¢ nenoBoil nnpopmanmen. Metoauka 1 anropuT™Mbl peepupoBaHHUsL.
OcHoBbI IpohecCUOHATBLHON ITHKY U JIEJI0BOT0 3TUKETa B paboTe cekperapsl.
Nmumx cekperapsi: TpeOOBaHMS K BHEIIHEMY BUY, KYJIbTypa OBEACHUS U OOILIECHHS.
BusuTHbIE KapTOUYKHU U MpaBUia UX BEACHHUS.
TpynoycTpoiicTBO cekpeTapsi, COCTaBIEHHUE JIMUYHOTO PE3IOME.

6.2.5. Bonpocekl K 3K3aMeHy MO IMCUUILINHE
DK3aMeH He NPENYCMOTPEH

6.2.6. IlpumepHasi TeMaTHKa KYPCOBBIX padoT
KypcoBas pabota He mpeycMOTpeHa

7. YYEBHO-METOANYECKOE n NHOOPMALIMOHHOE

OBECIIEYEHHUE JUCIUIIJIMHBI (MOAYJIA)

7.1. OcHoBHasI JuTEpPaTypa
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1.

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

Munbko, 3.B. MenemkmenT kadectBa [Tekcr] : yueO. mocobwue; st OakajJaBpOB U CHCIIHATHCTOB:
[rpud YMO] / O. B. Munbko, A. D. Munbko. - Ctangapt tperbero nokojenus. - CII6. : [Tutep, 2013. -
268 c. : mi. - ISBN 978-5-496-00040-6

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

7.2. lonoJIHUTEIbHAS JTUTEpPaTypa
1. Kysnenos U.H. Cekperapckoe ne10: riaBHble IpaBuiia aenooro oodmenus. - M.: IIpocnekt, 2005. -
478c.
Poroxxun M.IO. Dkcnpecc-kypc nmoMoImHuka pykopoautenst komnaauu. - CII6.: [Tutep, 2008. - 272c.
3. TOCT 6.30-2003: VYCJ/. VYuudukangoHHas cHUCTeMa OPraHH3allMOHHO-PACTIOPSAUTEIBHON
IoKyMeHTanuu. TpeboBaHus K opopMIIEHHIO TOKYMEHTOB. — M.: M31-Bo crangapTos, 2004.
I'OCT P 51141-98: Jlenonpou3BoACTBO U apXUBHOE J1€10: TepMuHsbl U onpeaenenus. - M.,1998.
Jlenonpou3BoACTBO: 00pa3libl, JOKYMEHThI, OpraHU3alys U TEXHOJIOTHS pabOThl C y4E€TOM HOBOTO
I'OCT P 6.30-2003 «YHUPUIPOBAHHBIE CUCTEMBI JOKYMEHTAILIHH. ...». — 2-€ U3]., epepad. u oM. —
M.: Ilpocnekt, 2004. — 456c¢.
6. KBanupukanroHHbli CIIPAaBOYHUK JOJKHOCTEH PYKOBOIUTENEH, CHEIMATMCTOB M MHBIX CIYXaIIuX
/UBHT Muntpyna Poccutickoit @enepanuu. — M., 2004. — 348c.
7. Konrynora M.B. SI3bik u menoBoe obiienne: Hopmbl, puToprka, 3STUKET: yueo. mocodue s By30B/
M.B. KontynoBa. — M.: Dxonomuueckas iurepatypa, 2002. — 288c.
8. ComnosseB D.5. CoBpemenHsiii aTukeT. Jlenosoii nporokon/ 2.5 Conosres.- M., 2003.

no

S

7.3.Ileproauyeckue U3aaHusl
Jlenorpou3BoACTBO

CexkpeTapckoe Jeno

Cekpertapb-pedepeHT

CripaBOYHHK cekpeTaps u orc-MeHeKepa
YnpasieHue nepcoHaIoM

7.4. UuTepHeT-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. MeTogu4ecKkue yKa3aHusl M MATEPHAJbI 110 BUAAM 3aHATHI
JIJIsi MOATOTOBKHM K 3aHATHSM PEKOMEHIYEM HCIOJb30BaTh DJJIEKTPOHHYIO 0a3y
JAHHBIX TI0 JIOKYMEHTOBEICHHUI0O W JOKYMEHTOBEAYECKHM MCCIEIOBaHUAM, KOTOpas
COAEPKUT METOAUYECKUE MaTEpUANIbl MO MOATOTOBKE K CEMHUHAPCKHUM, MPAKTAYECKUM

3aHATHUSAM, 3a4€Ty, pa3pabOTKe Tiioccapusi, MOArOTOBKE BUACONPE3CHTALINHI, BBIMOJHEHUIO
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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

IpYTUX 3aJaHuil B paMKaxX CaMOCTOATENhHOM paboThl. A TakkKe  DIIEKTPOHHBIC
SHITMKJIONIEAHNH 10 IEJIONPOU3BOJICTBY U apXHUBOBEICHHIO.

Jiis  camocToATenbHOW paboOThl,  IMOATOTOBKE TMPAKTUYECKUX (CEMHUHAPCKUX)
3aHATUN, TOJATOTOBKE K TECTOBBIM HCIBITAHWSAM, a TaKXkKe [JIs HalWCaHUsA JcCCe,
pedepaToB, HAYIHBIX JOKJIAI0B PEKOMEHIYETCS CIeAYIOIIEe:

JlJis TOATOTOBKM K TIEPEYHCICHHBIM BHAaM pabOT NPeayCMOTPEHBI 3aJIaHusl,
pa3BHUBAIOIINE HABBIKM CaMOCTOSTEIILHOTO aHajiW3a W OCMBICICHHUS MPEAIOKEHHBIX
mpobdiemM wu TeMm. Jlg OCBOCHHMS TIPEMIOKEHHBIX TEM, CTyACHTaM HEO0OXOIMMO
O03HAKOMHUTHCSI C TPEIOKCHHOW JIUTEPaTypoi, BBIOpATh HEOOXOAMMBIC WCTOYHUKH,
COCTaBUTh IUIaH Tpeactosmieii pabotrel. Jlns pedepupoBaHUsS HCTOYHHKOB CTYACHTY
HEOOXOJMMO O3HAKOMHUTHCA C TEKCTOM, CJeNaTh HEOOXOIWMBIC BBIMUCKH, ITUTATHI,
COOTBETCTBYIOIIME TJIABHOW MpoOJieMe WCCIAEAOBaHMS, CKOMIIOHOBATh OSTH ITUTATHI,
mpoayMaTh WX, H3JI0KUTh COOCTBEHHOE BHJICHHEC CBOWMH CJIOBaMH, HaMETUTh
HEOOXOMMBIE CBSI3KU U CTPYKTYpPY Oyaymiero Tekcta. PedeprupoBanne nmepBONCTOYHUKOB
MPEANOJaraeT CaMOCTOSITENIbHbIE HABBIKM M3YUYECHHS TEKCTa, M3JI0OKEHHUE TMPEIOKEHHBIX
TOYEK 3pEHUs, MepecKas, aHaIN3 MPOOJEMHBIX BOIPOCOB, BBIJICICHUE TJIABHBIX HAYYHBIX
no3unuii aBTopoB. Jlyisi BeIMosiHEeHUs pedepara HEOOXOAMMO HAYMHATH C OOOCHOBAHUS
BBIOOpA TE€MBI, 3aT€M MPUBECTH NIEPEUCHb KIIOYEBBIX MOHATHI COJIEp KaHUs, TUIaH pabOThI
(0 yeM paboTa, Kakre BOMPOCHI BKIIFOUEHBI), 3aT€M MEPEXOAUTh K (HOPMYITUPOBKE TE3UCOB,
MPEACTABISIIONINX KPaTKOE COJEpkKaHUE KaKIOro Bompoca Tembl. Jlanee, mpuBOasTCS
CTPYKTYPUpPOBAaHHBIE TE3WCHI (OCHOBHBIC TPYMIBI TE3UCOB IO pas3aenaMm paboThI).
CrpymnmupoBaB Te3UChI (OCHOBHBIC MBICIHM), YCTAaHOBUB MEXKIy HHMH OCHOBHBIC U
COTIO/TYMHEHHBIC CBSI3U, COCTABUTD JIOTHYECKYIO MOJIEb CoJiepxaHusi paboThl (pedepara).
Bo3MoxHO mepBoHAYaIBbHO TTOCTPOUTH MOJIEH COACPIKAHUS PaOOTHI U OCHOBHBIX OJIOKOB
(MBICTIEH), a 3aTeM KaXIbli TE3UCHBIM OJIOK HANOJHUTH CTPYKTYPHBIM KpPAaTKUM
coJiep>)kaHueM. JTO TO3BOJUT B JAJbHEHIIEM pacKphIBaTh padoTy, €€ coiepkaHHe C
pa3Hoil CTENEeHbI0 MOJIPOOHOCTH.

7.6. IIporpammHoe obecnieueHmne
Adobe Master Collection CS 6

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

1

2

3

4. Tapant
5. KoncynbTant +
6

Cucrema Jleno 8.5

8. MATEPUAJIBHO-TEXHUYECKOE OBECHHEYEHUE JUCHUIIJINHBI
MOAYJIs)
[Ipn 0cBOGHMM JUCUUIUIMHBI PEKOMEHAYIOTCA NOCTYIl B MIHTEpHET, KOMIIBIOTEPHBI
KJIACC I POBEJICHUS TPAKTUUECKUX 3aHITUH.
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Ipunoowcenue 2

JlonoJITHeHUs1 ¥ U3MEHEeHU S
K pa0o4eii mporpaMMe y4eO0HOM IMCHUILTHHBI (MOIYJIs1)

Ha20_ -20_ y4.rox

B pa6ouyro nmporpammy y4eOHON AUCITUTUIMHBI BHOCSATCS CIACAYIONINE U3MEHEHUS:

JlomomHeHus: ¥ U3MEHEeHHs K paboyeil mporpaMmme pacCMOTPEHBI U PEKOMEHI0BaHbI
Ha 3aceanuu Kadeapbl

(HaMMeHOBaHHE)
ITporokoi Ne OT «__ » 20 r.
Ucnonuurens(u):
/ / /
(TOMKHOCTB) (moxmuck) (®.1.0.) (mata)
/ / /
(TOIKHOCTB) (moamnuck) (®.1.0.) (mara)

3aBenyromuii kaheapoun

/ / /

(HanMeHOBaHME Kagephl) (momucs) (®.11.0.) (mara)
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