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1. HEJIM X 3AJAYU OCBOEHUSA JUCIHUITJIMHbI

Henn ocBOEHUS NUCUMIUIMHBI (MOAYJS): O3HAKOMUTH CTYJIEHTOB C OpraHu3aluei
COBPEMEHHOTO CEKPETAPCKOr0 OOCIYKUBAaHUS, PACKPBITh CYIIECTBO OCHOBHBIX MpPOOIeM
JTaHHOU Mpo(eCCUOHATIBHON eI TeIbHOCTH.

3apaum:

— TPOCIHEAWTHh COJIEp)KaHHE COBPEMEHHBIX TpeOOBaHUM K CeKpeTapcKou
NEATEIbHOCTH;

- PacCMOTpPETh PpOJIb CEKPETAPEN PA3IUUYHBIX KATErOpUM B COBPEMEHHOM
YIPaBIEHYECKOM aIllapare;

- O03HAaKOMHUTb CTYJEHTOB C JIOJDKHOCTHBIMM OOSI3aHHOCTSIMU  CEKpeTaps,
OpraHu3alKel COBPEMEHHOTO CEKPETAPCKOTO 00CTYKUBAHUS;

- PAacCKpBITh CYIIECTBO OCHOBHBIX TMpoOJieM JaHHOW mpodeccroHaIbHON
JesTeIbHOCTH CPOPMUPOBATH MPAKTHUECKUE TPO(PECCHOHATEHBIC HABBIKH.

2. MECTO JUCHUIIVYIMHBI B CTPYKTYPE OIIOII BO
JlanHass JUCHMIUIMHA  OTHOCUTCS K MPOGECcCHOHANTBHOMY IHMKIY (BapuaTHUBHAS
4yacTh). M3ydeHuwe AUCHUIUIMHBI Oa3upyeTcss Ha 3HAHUU CTYJICHTAMH CJIEIYIONIUX
JTUCIUIUIMH y4eOHoro rmaHa: «PycCcKui sI3bIK M KyJIbTypa peun», «JokyMmeHToBeaeHuE,
«JloKyMeHTHas TMHTBUCTUKA», «Opranuzanus u texHosuorus JOVY».
[IporpamMmma amanTupoBaHa [Ji MWHBAJIUMAOB M JIMIl C  OTPAaHUYECHHBIMHU
BO3MOKHOCTSIMH 37I0POBBSI.

3. TPEBOBAHMSI K PE3VJLTATAM OCBOEHUSI COJEPXKAHUS
I CTUTIIAHBI

[Ipomiecc wm3ydeHUsT NUCHMIUIMHBI HAmpaBlieH Ha (QOpMUpOBAHHE DJIEMEHTOB
ciaenyromux komnereHd B cootBeTcTBUU ¢ PI'OC BO mo gaHHOMY HanpaBiICHHIO
MOJATOTOBKH (CIEIUATIBHOCTH):

a) npogeccuonaabubIx (ITK)

[IK-2 Opranuzanus padboTbl C JOKYMEHTaMH B YCJIOBHUSIX TPAIUIMOHHOTO H
ANIEKTPOHHOIO JJOKYyMEHTOO0OpOTA.

B pe3ynbTaTe 0CBOCHHUS TUCUUIIIMHBI 00yYaromuecs JOJKHBIL:

3namo:

- COBpPEMCHHbIE KBAIU(PUKAIMOHHBIE TPEOOBAaHUS K PA3IMYHBIM KaTETOPUAM
CeKpeTapei, X JIOJKHOCTHBIE 00513aHHOCTH;

- HOPMaTUBHO-METOIMYECKYIO 0a3y pabOThl CeKpeTapsi;

- OpraHu3aluIo Tpyaa CEKpeTaps;

- IEJIOBBIC U JIMYHbBIE KauecTBa, HEOOXOUMbIE CEKPETapIO;

- METOIbI OPTraHU3aIMi paboydero THS PYKOBOJIUTEIIS;

- TpeOOBaHUS K BEJICHUIO U IOKYMEHTUPOBAHUIO TEIE(POHHBIX IEPETOBOPOB;

- OCOOEHHOCTH TMOATOTOBKA M JIOKYMEHTUPOBAHHUS COOpaHMi, COBEIIAHMI,
IIEPErOBOPOB;

- TOpSJ0K TOATOTOBKM JIOKYMEHTOB K JOKJIaAy H WX PacCMOTPECHUS
PYKOBOJIUTEIIEM;



- MpaBUJIa COCTABJICHUS U ODOPMIICHHS YIIPABIEHYECKUX TOKYMEHTOB;

- CHCTeMAaTH3aIMI0 U KJIACCU(PUKAIIUIO TOKYMEHTOB B OpTraHU3aIlNH;

- IpaBuUJIa IPUEMA ITIOCETUTEIIEH;

- ICUXOJIOTHYECKUE OCHOBBI OOIIEHUsI, TPO(PECCHOHATIBHYIO ATHKY.

Ymemo:

- UCTIOJIb30BaTh HOPMATUBHO-METOIUIECKUE JOKYMEHTHI B paboTe;

- TUTAaHWPOBATh CBOM palbouMii JCHH W PAIMOHAIBHO OPTaHU30BBIBaTH pPabOTy
PYKOBOJIUTEIIS;

- palMOHANIBHO OPraHW30BaTh pabouee MeCTO CceKpeTaps W pabouee MecTo
PYKOBOJIMTEIIS;

- TOTOBHTH M IOKYMEHTHPOBATh COOpPaHUS, COBEIIIAHHUS, TIEPETOBOPDI;

- COCTaBJISATh U OOPMJISITH YIIPABIICHUYECKHUE TOKYMEHTHI;

- TOTOBHTH IOKYMEHTHI JIJI1 PACCMOTPEHUS PYKOBOIUTEIIEM;

- CUCTeMAaTU3UPOBATh U KIACCU(PUITUPOBATH IOKYMEHTHI B OpraHU3alluN;

- UCKaTh, CHUCTEMATU3MPOBATh, XpaHUTh, 0OpabaTeiBaTh  HMHQPOPMAIIUIO,
HEOOXOAUMYIO JIJIsi PYKOBOJIUTENISI OpTraHU3AIINH;

- BECTH JIeJIOBBIEC OeceIbl U Telne(OHHBIC IEPETOBOPHI;

- OPTaHU30BBIBATH JIETOBBIC MOE3/IKH, KOMAaHAUPOBKH PYKOBOIUTEIS,

- palMoOHAJIBHO OPTaHU30BBIBATH MPUEM MTOCETUTEIIEH;

- yCTaHaBJIMBATh JEJIOBbIE B3aMMOOTHOIIECHUS C PA3JIUYHBIMU KaTErOPUSIMHU
nepcoHana.

Bnaoemo:

- HaBBIKaMU Pa0OTHI C YIIPABICHUYCCKIMH JTOKYMCHTAMH,

- HaBBIKaMU pabOTHI HA TIEPCOHAILHOM KOMITbIOTEpE U IHTEepHET;

- OCHOBAMH JICJIOBOM STUKHU U JIEIOBOTO STHUKETA.

IIpuoOpecTH ONBIT AESITEILHOCTH:

- MH()OPMAIIMOHHO-JOKYMEHTAIIMOHHOTO
NEATENBHOCTH B CTPYKTYPE OpraHU3allvH;

- HCTOJB30BaHUsA UHPOPMAIMOHHBIX TEXHOJIOTMH M CPEACTB OPITEXHUKHU B
JTOKYMEHTAIIUOHHOM O0€CTICYEHUH YTIPABJICHUS.

obecrieuyeHns]  yMpaBJICHYECKOMN

4. CTPYKTYPA U COAEP KAHUME JUCIIUIT/IMHbI

4.1. CTpyKTYypa QM CUMILIHHBI
Jiia 3AOYHOI'O OTAEJIEHMA:

OO6mr1ast Tpy1I0€MKOCTh JTUCITUTIIMHBI COCTaBIsieT 4 3aueTHBIX equHull (144 gaca).

g Buner yueGHoiA DopMBbI TEKYIIETO
o 3 paboThI, BKITIOYAs KOHTPOJIS
5 2 CaMOCTOSITENIBHYIO |  yCIIEBa€MOCTH (7110
Ne Paznen o 5]
= = paboTy CTyIEeHTOB Heoensm
n/n JUCLATUIAHEI 0 =
O S U TPYJIOEMKOCTH (B cemecmpa)
2 yacax) ®opmMma
JI | I1 | 1 CP ITPOMEKYTOUYHOU




3 aTTeCTaIluu (1o
cemecmpam)
1 Ponb cexperapss B CTpyKType 2 20
yIpaBJIeHUs
2 Kareropun  cekperapeit u 1 10
cucteMa TpeOOBaHHUI K HUM
3 HopmaTtuBHO-MeTO1MUeCKast 1 10 CEMUHap
0asa J1eTeNbHOCTH CeKpeTapsi
4 Opranmzanus W yCIIOBUSA 10 CEMHUHAp
paboTHI CEKpeTapst
5 Jlenonpon3BOICTBEHHbIE 2 10
GyHKIMH ceKpeTaps
6 AIMUHHCTpAaTUBHBIC (DYHKITUH 2 10 TECT
ceKpeTapsi
7 Opranm3anioHHbie  (QYHKIMHA 10 TPEHUHT
ceKpeTapsi
8 AHanmuTHYECKHE byHKIMHA 5
ceKpeTapsi
DTHUKA CeKpeTaps
10 TpynoycTpoiicTBO cekpeTaps 1
W ajanTaius K padorte
JK3aMEH 45
Utoro: 2 6 91 144

4.2. TemaTrnueckmii IIUIaH OCBOCHHUSl JHCHHUILIMHBI

AeITEeJILHOCTH U BBl CAMOCTOSAITE/IbHOM (BHEAYIUTOPHOM) padoThI

Mo BHIAM Yy4eOHOH

HaunmenoBanue
pa3aesioB U TeM

Coaepixkanue yueOHOro MaTepuajia
(TeMbl, NepeYeHb PACKPbIBAeMbIX BOIPOCOB):
JIeKIIMH, MPAKTHYeCKHe 3aHATHS (CEeMUHAapPBbI),
HHIUBHYyaJbHbIE 3AHATHS, CAMOCTOSITe/IbHAS padoTa
o0yyalomuxcs, KypcoBasi padoTa

®opmu-
pyembie

KOMIIe-

TeHUHH
(1o Teme)

O0BbeM
qyacoB /
3.e.

1

2

3 4

3cemecTp

Pa3zpen 1.

Poab cexperapsi B CTPYKTYype ynpaBJieHHsI.

Tema 1.1.
Poasb cexperaps B

CTPYKTYype
ylnpaBJieHusl.

Jlekuuu: Beeaenue. Ilpenmer u 3agaum kypca. Llenp u
3ajaun  yuyeOHOro Kypca. Mecto Kypca B CUCTEME
po¢eCCHOHABPHOTO 00YYEHUsI CTYyIeHTOB. Poib cekperaps
B COBPEMEHHOM YIMPABJICHUYECKOM armapaTe U B CTPYKTYpe
CIIy>)kObl JJOKYMEHTAIlMOHHOTO OOECTeUeHUsl YIpaBIICHUS.
Hcrtopus cekpeTapcKkux CiIyx0 B JIOpEBOJIOLUOHHOM
Poccum u B coBerckoe Bpemsi. Bo3pacranue 3HaueHUs
cekperapckoro oocmyxuBanus B 1990-e ronsr. [logroroska
npodecCuoHAIBHBIX cekpeTapeil B Poccun m 3a pyOexom.
JesrenbHoCcTh MEKIYHAPOIHON aCCOLMALIMU CEKPETAPEH.

1IK-2

[IpakTueckue 3ausaTUs (CEMHUHAPEI):

CamocrodrenbHas pabora: M3yuenue yuebHOro Marepuana




Pazpea 2.

Kareropuu cexperapeii u cucreMa Tpe0OBaHNH K HUM

Tema 2.1
Karteropuu
cekperapei u
cucremMa
TPeO0OBaHUH K HUM

Jlexnmu: Kateropun cekperapel (cekperapb Ha
TenedoHe, JIMYHBIA CEKpeTapb, TEXHUYECKUU CEKpeTaph,
CEKpeTapb CTPYKTYpHOTO TOJpPA3AEICHUs, CEKpeTapb-
pedepeHT, cekperapb KOJJIETHH, YYEHBIM CEKpeTaph).
[TpuHtMnUanbHBIE OTAMYUS OOS3aHHOCTEH cekpeTaps u
cekperaps-peepeHTa, CeKpeTapss KOJUIETHH, YY€HOIo
CEeKpeTapsl. WNHnnpmaTtuBHOCTS, OpPraHU30BAaHHOCTb,
OTBETCTBEHHOCTb, NyHKTYaJIbHOCTh, HH()OPMUPOBAHHOCTD —
OCHOBHBIE JIEJIOBBIE KadecTBa cekperaps. PopMupoBaHue
KOMIIETEHTHOCTH.  J{0OpoxXkenaTeabHOCTb,  CKPOMHOCTD,
aKKypaTHOCTb, Tpynomooue, AMOLIMOHANIbHAS
YPaBHOBEHICHHOCTh — BaXHEWINNE JIMYHOCTHBIE KA4eCTBa,
HeoOXoauMble B pabore cekperaps. ba3oBble 3HaHMA
cekperaps-peepeHTa — KOMIBIOTEp, AEIONPOU3BOACTBO,
MAaIlIMHONUCh, HMHOCTPaHHBIM s3bIK. [IpodeccrnonanbHbie
3HaHUS U HaBblkU. KBamudukanuoHHble TpeOOBaHUS K
CEKpETApsIM PA3JIMYHBIX KATETOPUH.

[IpakTrueckue 3aHaTHs (ceMuHaphl) KBamuduxanmoHHbIC
TpeOOBaHUSI K  CEKpeTapsM  pPa3IMYHBIX  KaTeropuit
(cexperapp Ha TenedoHE, JIUYHBIN CEKpETaph, TEXHUUCCKUN
CEKpeTaph, CEKpPeTaph CTPYKTYPHOTO MOJAPA3JEICHUS,
cekpeTapb-pe()epeHT,  CeKpeTapb  KOJUICTHH,  YYCHBIN
ceKpeTaph). MexayHapoaHbie TpeOOBaHUS K OIKHOCTH
cekperaps. OCHOBHBIE JIENIOBBIE KadyecTBa CEKpeTaps.
JluaHOCTHBIE KayecTBa, HEOOXOMMMBIE B paboTe cekperapsl.
bazoBbie 3HaHMS, YMEHUS CEKpeTapsi.

CamocrodrenbHas pabora M3ydyenue yueOHOro MaTepuana

1IK-2

Pa3nen 3 HopmaTtuBHo-MeTOoaMYeckas 0a3a 1esTeJIbHOCTH CeKpeTapsi.

Tema 3.1

HopmaTusHo-
MeToaAnYecKasa 0a3a
IeATEJIbHOCTH
cekperaps.

Jlekuuu: TpynoBoe npaBo Poccuiickoit denepanyu
o0 oOxpaHe TpyAa, TNpUEeMEe U YBOJBHEHUH, 3alIUTE
MHTEPECOB U MpaB pabOTHHUKA, IPEJOCTABIECHUE OTIIYCKOB U
neror. Peanusanus mpaB pOCCHNMCKUX KEHIIWH Ha TPYI B
COBpPEMEHHBIX ycioBusaX. HopMmaTtuBHO-MeToanueckas 6aza
KBaJTM(UKAITTOHHBIX TpeOoBaHU K npodeccuu.
BHyTpunyupexneHdecKass perjaaMeHTalHs — JIOJDKHOCTHBIX
oOs3anHOCTEH  cekperaps. [lopsimok u  ocoOeHHOCTH
pa3pabOTKK  JODKHOCTHBIX ~ WMHCTPYKIIMH  CEKpeTapei
pa3IMYHBIX KaTeropui. /J0JKHOCTHOM M YUCIICHHBIA COCTAB
MIPUEMHON PYKOBOAMTEIS, pacupeeicHue 00s3aHHOCTEH B
cexkperapuarax. JIOJDKHOCTHOM  cTaryc pPyKOBOJIMTEIS
CEKpeTapuaTra, OTHOHUICHMS  C  IOAYMHEHHBIMA U
HENOJYMHEHHBIMU  CTPYKTYPHBIMHM IOJpa3AciCHUsIMU U
JNOJDKHOCTHBIMU  jMuamu.  OOydvaromass ~ MHCTPYKLHUSA
CEKpeTapsi.

[IpakTyeckue 3aHsaTUsA  (ceMuHapbl) JlOMKHOCTHAS |
oOyuaroiasi ”HCTPYKITUHU CeKpeTapsl.

CamocrosTensHas pabora M3ydenue yueOHOTO MaTepraia

1IK-2




Paznen 4

Opranunsanus 1 ycJIoBHs padoOThI ceKpeTaps.

Tema 4.1.
Opranusanus

U YCJOBHUSI padoThI

ceKkpeTaps.

Jleknuu: Opranuzanus pabodyero Mecra cekperaps,
XapakTepUCTUKa MeOenu W 000pyIOBaHUS, HEOOXOIUMBIX
TEXHUYECKHUX CPEICTB, KaHIEIAPCKUX INPUHAMICKHOCTEM,
OPITEeXHUKU. YCIOBUS TPyAa — OCBEIIEHHOCTh pabodero
MecTa, IIyM, TeMmIepaTypa Bo3ayxa. Pexum Ttpyna u
orabixa. OCHOBHBIE TIpaBWJIa TEXHUKH O€30MAaCHOCTH.
HopMupoBanue Tpyaa — HOpPMbI BPEMEHHU Ha BBINOJIHEHHE
MAaIlMHONHUCHBIX, CTEHOTpapUUECKHUX,
JeTIOTIPOU3BOACTBEHHBIX paboT. Pesxum pabouero BpeMeHH.
CepxypouHasi pabora. OpraHu3allMOHHBIE TPHHIIUIIBI
pacriopsiika AHA cekpetaps. [IpumepHbIit TuiaH pabodero
nHs. Mcnonb3oBaHue KoMIblOTEpa Ul  IUIAHUPOBAHMS
pabouero JHsl.

[IpakTtrueckne  3aHsATUA  (cemuHapbl) [lmanmpoBaHue
pabodero THS cCEKpeTaps.

CamocrosTenbHas pabora M3ydenue yueOHOTO MaTepuaia

1IK-2

Paznen 5.

HenonpounsBoacTBeHHble QyHKIUMN CeKpeTapsi.

Tema 5.1.
denonpounsBoacree
HHbIE pynxuun
ceKkperaps.

Jleknuu: cucremaruzalus M IepBUYHAs  oOpaboTka
JIOKYMEHTOB. [IpenBaputenbHoe paccMoTpeHue,
perucTpanus u pacnpeaeseHue NOCTYIUBIINX JOKYMEHTOB.
[lepenaua gokyMeHTOB Ha ucnojiHeHUE. KOHTpoib
(Texkyumii 1 npegynpenuTenbHbli). CHATHE TOKyMEHTa C
koHTpois. Co3ganue ©0a3bl  JaHHBIX O JIOKyMEHTax
VUpEKIEHUS W  HMHPOPMAIMOHHO-CIIpaBoyHas paboTa.
O6paboTka M  OTHpaBKa  HMCXOIANIMX  JOKYMEHTOB.
CucremaTu3zaius T0KyMEHTOB U OpraHu3alus UX TEKYIIEro
XpaHEHHUs. Homenkmarypa  pgen. TpeboBanus K
dbopmupoBaHuiO nen, WX OQGOPMICHHUIO W XPaHEHHIO.
[ToaroToBka e K apXUBHOMY XpaHeHUI0. CpoKu XpaHeHHS
nokyMeHToB. OdopmiieHne Aen A apXUBHOTO XpaHEHHS.
CocraBnenue omnuceir. Cpaya pgen B apXuB. 3alluTa
nHpopMmanuu B pabote cexpeTaps ¢ KOHPHUACHIIMATbHBIMA
nokymeHTamu. OrnpenesieHue cocraBa KOH(HUIACHIIMATbHBIX
JOKYMEHTOB, OpraHu3auus padoThl C HUMHU, UX yUeT.

IIpakTHueckue 3aHATUS (ceMuHapsbl): [Tousarue
JOKYMEHT000O0pOTa U IIPaBUJIa €r0 OpPraHU3aIINH.

CamocrosTenbHas pabora M3ydenue yueOHOTO MaTepraia

1IK-2

Pazpgea 6.

AJIMMHUCTPaTUBHbIE (PYHKIMHU CEKpeTaps.

Tema 6.1.
AJIMUHHCTPATUBH
ble byHKuun
cekperaps.

Jlekmmu:  Opranuzanmst pabodyero JHS PYKOBOJIUTEIS,
rpaduK HeAETbHOM pPabOThl, KOPPEKTHUPOBKA IUIAHOB.
CooTtHomienue  rpaduka  pabOTBl  PYKOBOAMTENS U
cekperapsi. AHalW3 WTOTOB IUTAHUPOBaHWS. [IpUHITUIIBI
OpraHu3aly NpHeMa Pa3JIUYHBIX KAaTErOPHUM MOCETUTENECH.
OcoOeHHOCTH TIpHeMa KOMaHAMPOBAHHBIX U JEJETalui.
[Ipuem rpakaaH 1mo JMYHBIM BOIIPOCaM KakK crielupUUecKuii
BUJ Ipuema, ocoOeHHOCTH opranuzanuu. KommbeloTepHble

1IK-2




TEXHOJIOTUM B JICSITEIBHOCTU ceKperapsa. HMHTepHer -—
s dexTuBHOE CPENCTBO COBPEMEHHOM pi (3 (0):10)%
KomMmyHUKaiuu. [Torck u pacnpocTpanenue HHPOPMALUHU B
cetu MaTepHet. Mcnonb30BaHKe 3JIEKTPOHHON MTOYTHI.

IIpakTiueckue 3auaTHs (CEMUHAPHI): PELLICHUE
CUTYAIIMOHHBIX 3a]1a4

CamocrogrenbHas padora: M3ydyeHue yueOHOro Marepuaia

Pa3znen 7.

OprannzanuoHHbie PyHKIHMHU ceKpeTaps.

Tema 7.1.
OpranusanuoHHbIe
byHxuun
cekperapsi.

Jlekiu: OCOOGEHHOCTH TOJTOTOBKM JIEJOBBIX BCTpeY H
neperoBopoB pykooautens. I[lpaBuna BeaeHus AeI0BOM
Oecenpl. TUMbl COBEIMAaHWK W TpaBHUIAa WX MOJITOTOBKH W
opranmzanuu. CocrtaBieHne U 0GOPMIICHHE MPOTPAMM,
3asiBOK, TOBeCTKH JHSA. (OcoOEHHOCTH  OpraHU3AIHUH
3acejaHuil KOJUIETMaJbHBIX OpraHoB. J[OKyMeHTHpOBaHHE
coBemanui 1 3acemanuii.  Ilopspgok  cocraBieHus,
obopMIIeHUST H XpaHEHUs MPOTOKOJOB. (coOEHHOCTH
JOKYMEHTUPOBAHHUS 3aCE€IaHUN TOCTOSHHO JAEHCTBYIOIIUX
KOJUIETHalIbHBIX opraHoB. [IpaBuiia ogopmiieHHs BBITUCKU
u3 mporokona. Poiab  cekperaps B OpraHu3aluu
KOMaHJIMPOBOK  pykoBomutensa. [Iporpamma  gemnoBoit
MOE3/IKK PYKOBOAUTEIS, 3HAUCHUE, CTPYKTYpa, COAEpKaHUE,
nopsiiok pa3padoTku. CepBucHbIE GYHKIIMH — OPTaHU3ALINS
Kode-nays3sl, pypuiera, IpueMoB.

[IpakTryeckue 3aHaTus (ceMunap): Opranu3anus u
00CITy>)KHUBaHHE COBELIAHH, IEPErOBOPOB, COOpaHUIl.

CamocrosTensHas pabora: M3yuenne yueOHOro Marepuana

1IK-2

Pazngean 8.

AHaauTH4YeckHe QyHKIMH CeKpeTaps.

Tema 8.1.
AHaJIUTHYECKHE
byHkuun
cekperaps.

Jlekmmu: PaGoTa ¢ TekcTamMu ympaBIeHUYECKUX JOKYMEHTOB
IpPU COCTaBJICHUH OO30pPHBIX JOKYMEHTOB (JOKJIAJOB,
OTYETOB, BBICTYIUICHUM PYKOBOJUTES).
Kondunenmmansupie  cBenenus. lloaroroBka — Tekcra,
pelaKkTHUpoBaHWEe, corylacoBanme. Pabora 1o  cOopy
uHdpopMaui — €€ IeJeBOe Ha3HAueHUe, CIOCOOBI
nmorydeHusi, 00paboTku u xpaneHus. OcoOEHHOCTH PabOTHI
C BCAOMCTBCHHBIMHM H3JaHHUAMMH, HYG.HI/IKaI_[I/ISIMI/I B IIpecce,
CIICIMAIbHOMN JTUTEPATYPOU.

[IpakTudeckne 3aHATUS  (cemuHaphl):  Pedepentckue
(GYHKIIMHU ceKpeTaps MOMOIIHUKA PYKOBOIUTEIIS.

CamocrogrenbHas padora: M3ydyeHue yueOGHOro Marepuaia

1IK-2

Pa3zmen 9.

ITHKA ceKpeTapH.

Tema 9.1.
JTHKA ceKpeTaps.

Jexkmuu: TloHATHS <«OTHKET», <«OTHKA», «CIYKEOHBIN
ATUKET». JTUYECKHE OCHOBHI B3aUMOOTHOIICHUN MEXKIY
pykoBoauTeneM u cekperapeM. Ciy:xeOHast cyOopaIuHAIIHS.
[IpaBuna BeneHus TenedOHHBIX IEPEroBOpoB. PeueBoit
aTukeT. JlokymeHTHpoBaHWE Tele(OHHBIX COOOIICHHH,
TeneoHorpamma, Teleke, TenerpaMmma. MUK cekperapst.
Bremnnii Bua cexperaps — oAekaa Ha Ciayk0e, J1eJI0BOM
CTHJIb, MakuspK. [loAroTroBKka JOKYMEHTOB, BHU3HUTHBIX
KapTOYeK, OM3HEC-CyBEHUPOB.

IIpaktuyeckne 3austus: [IpodeccuoHanpHas STHKA H

1IK-2




JICIIOBOM STUKET CEKpeTapsl.
CamocTosTenbHas padora: M3ydenne yaeOHoro Mmatepuana | 5

Paznen 10. TpynoycTpoiicTBo cekperaps M agantanus K padore.

Tema 10.1 Jlekimu:  CoBpeMeHHBIE ~ CIIOCOOBI  TPYIOYCTPOWCTBA. 1IK-2
TpynoycrpoiictBo | HampaBnenuss momcka paboTel. Pe3toMme — mopsigok

ceKperapsi U COCTaBJIEHUS M  MCHOJb30BaHUsA. PexkoMeHnarenbHbIE

ajanraums K nuceMa. CobeceroBaHre U UHTEPBLIOUPOBAHUE TIPU ITPUEME

pabore. Ha pabory. TectupoBaHme U coOecemoBaHUE Kak

COBpPEMEHHBIE METOABl TO0a00pa TepcoHana. TpymoBoi
KOHTpakT. BBozmHas Oecena B KaapoBoil cinyx0Oe M Kpyr
JOJDKHOCTHBIX ~ OOsi3aHHOCTEH.  VICmbITaTeNbHBIA  CPOK.
AnanTamus k pabdore. Buapl amanramuu. O3HaKOMIIEHUE C
pabounM  MecTOoM. 3HAKOMCTBO C  PYKOBOJAMTEJEM,
KOJUIeTaMH, TEXHHYECKUM TmepcoHanoM. llepBas Oecema ¢
pykoBoauTeneM. Pexxum padouero Bpemenu. CBepXypouHas 6
pabora. KopmopatuBHas  KyiapTypa W TPaJIdIUU.
DOUPMEHHBIN CTHIIb.

[IpakTuueckue 3anatus (ceMuHap): Pe3tome cekperapsi.

CamocrodrenbHas pabora: M3ydyenne yueGHOro Marepuasia 6

[TpumMepHast TeMaTHKa KypCcOBOI pabOThI

CamocrosTenbHas paboTa 00yJaonmxcs HaJl KypcoBoil paboToi

BuJ HTOroBoro KOHTpoJIs (3a4er, k3aMeH, AuddepeHnrpoBanHbIi 3a4eT) 45 9K3AMEH

BCEI'O: 144

5. OBPA3OBATEJIBHBIE TEXHOJIOI'NHA

B coorBerctBun ¢ TtpeboBanmsamMu PI'OC BO 1o HampaBieHUIO ITOATOTOBKH
«JloKyMEeHTOBEIECHUE W AapXMBOBEACHHE» pealn3alsi KOMIIETEHTHOCTHOTO IMOJaX0/4a
IIpeayCcMaTpUBaeT IMHPOKOE HCIIOJIb30BaHWE B YYCOHOM Mpolecce AaKTUBHBIX U
MHTEPAKTUBHBIX (DOPM IIPOBEIACHHUS 3aHITHIA.

CtpykTypa M cojep)kaHHE Kypca MpeArnosaraloT aKTUBHYIO HHTEIIEKTYaIbHYIO U
KOMMYHHUKATHUBHYIO JEATEIBHOCTh CTYyACHTOB. Kypc BBICTpOCH TakMM 00pa3oM, YTOOBI
o0ecreunTh pa3BUTHE COOTBETCTBYIOMIMX MPOGECCHOHANBHBIX KAaueCTB Yy CTYACHTOB.
Kypc nekunuii, ceMHUHapCKWe M TMPAKTUYECKUE 3aHATUSI OTIMYAIOTCS YCTAaHOBKOM Ha
CO3/IaHUE TAPTHEPCKUX OTHOIIEHUN, YTO HAXOJUT OTpPaXE€HHWE B METOJax OOyYCHHUS.
[IpuopuTeTHEIMU MeETOJAaMU OOYUYCHHMS SIBISIOTCS aKmMueHvle Memoowvl, TJE TJIaBHOE
BHUMAaHUE YACISIETCS MPAKTUIECKOU OTpaOOTKE 3HAHUW, YMEHUM U HABBIKOB.

Jlexyuonnvie 3anamus PEANIONAraroT MPeIBaApPUTEIIbHYIO MOATOTOBKY, CBS3aHHYIO C
OCMBICJIICHUEM 3asBJICHHBIX MPOOJIEM, U HE HCKIIOYAIOT JAUAJIOTHYECKOrOo OOIICHUs
CTYZEHTOB C IIpeIojiaBaTeIeM.

Ha cemunapcxkux 3amsamusix WCIONB3YIOTCS COBPEMEHHBIE METOJbI OOydYeHUS -
JIEJIOBBIC UTPBI, MUHU-KOH(PEPEHIINN, TUCKYCCUH, IMO3BOJISIONINE M30€KaTh ITACCHBHOIO
BOCHIpUATHS HMHOOPMAlMK W MAaKCHMAaJIbHO HCIIOJIb30BaTh TBOPYECKUN ITOTSHIIHAII
CTYJICHTOB.
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6. OHEHOYHBIE CPEACTBA I TEKYHIEI'O KOHTPOJIA
YCIIEBAEMOCTHU U TIPOMEXYTOYHOU ATTECTALIUN

6.1. KoHTpoJIb 0OCBOEHMS TN CHUIIJINHBI

KoHTponp 0CcBOEHNs TUCUMIUIMHBI POU3BOAUTCSA B COOTBETCTBUHU € [lomoxxkeHuem o
IIPOBECHUHA TEKYIIETO KOHTPOJIS YCIEBAEMOCTM M INPOMEKYTOYHOM aTrTecTauuu
crynentoB ®I'bOY BO «KpacHomapckuii rocyaapCTBEHHBI HHCTUTYT KYJIbTYPBD).
[IporpaMmoil AUCUMILIMHBI B LEJISIX IPOBEPKM IIPOYHOCTH YCBOCHHMS MarepHalia
MpeayCMaTpUBAETCS MPOBEACHUE PA3IUUHBIX (POPM KOHTPOJIS.

Texywuii KOHmMpOZb YCIEBAEMOCTH CTYACHTOB MO JUCLHMIUIMHE IPOU3BOAUTCSA B
cieayrmmx gopmax:

- OUEHKH, BBICTABIIEMBIE CTYACHTAM Ha CEMHHapax 3a OTBEThl Ha BOMPOCHI,
COZIEpIKAILMECS B IIJIJAHAX CEMUHAPCKUX U IPAKTUYECKUX 3aHATUH.

Py6eosicnviti  konmpons TpenycMaTpuBaeT OLEHKY 3HAHUM, yYMEHHM W HaBBIKOB
CTYJICHTOB IO MPONJACHHOMY MaTepuaay MO JaHHOW NHUCIMILUIMHE Ha OCHOBE TEKYIIMX
OIICHOK, TTOJIyY€HHBIX MU Ha 3aHATHIX 32 BCE BUIBI paboT. B xome pyOeKHOTO KOHTPOIS
MCTIONB3YIOTCS CIIAYIOIINE METOIBI OIICHKU 3HAHUI:

o YCTHBIC OTBET;

o TIPAKTHUECKHE PAOOTHI;

IIpomesicymounulii KOHmMpOb TIO Pe3yabTaTaM ceMecTpa Mo TUCITUIUINHE TPOXOIUT B
dhopme 3auéra (9K3aMeHa).

6.2. OeHo4YHbIE CPeICTBA

6.2.1. IlpumepsI TeCTOBBIX 3aJaHNI (CHTYaLHi1)
IIpakTuyeckoe 3ansitue 1. JlosokHOCTHAsE W o0y4amlasi MHCTPYKIUH
ceKkperaps-pedepeHra.

Llenv 3anamus: W3ydyeHUE METOJMKH COCTaBIICHHUS, TMOpAaKa odopmiieHus,
COTJIACOBAHUS WU YTBEP)KICHUS IOJDKHOCTHBIX MHCTPYKLIMH CEKPETApCKOIO IMEPCOHANA,
NpUOOpPETEHUE HABBIKOB COCTABIICHUS JIOJDKHOCTHON MHCTPYKIIUHU CEKpeTapsl.

B pesynbrare BBINOJHEHUA 3aJaHUA NPAKTUYECKOIO 3aHATUA CTYLEHTHI JOJKHBIL:
3HaTh HAa3HAYE€HHE, TOPSAJOK COCTaBJeHUsA, O(OpMIEHUS, CTPYKTYpy U COCTaB
uH(pOpMaIUN JTOJBKHOCTHOM MHCTPYKIUHU CEKpeTaps; YMETh COCTaBUTh JOJKHOCTHBIE
WHCTPYKLHMH PA3JIUYHBIX KATETOPUNA CEKPETAPCKOIO MEPCOHANIA.

3aoanue:
1. CpaBHUTH KBJIM(PUKAIMOHHBIE TPEOOBAHUS PA3TMUHBIX KATETOPHUIl CEKpeTape.

2. Pazpabotarh [OMKHOCTHYIO HMHCTPYKLHIO B 3aBUCHUMOCTH OT KaTE€ropuu
cekperaps.

3. UByunTh 00y4aronyr0 HHCTPYKIIUIO ISl CEKPETapsl.

IIpakTnueckoe 3ansarue 2. [lnannpoBanue padouero qHs ceKpeTaps.
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Llenv 3anamus: W3ydeHUE TPUHIMUIIOB PAIMOHAIBHOIO IJIAHUPOBAHUS padboyero
BPEMEHH CEKpeTaps; 3aBHCHUMOCTH pabouero IHS CEKpeTaps OT IUlaHa padouero JTHsS
PYKOBOIUTEIIS; MPUOOPETEHUE HABBIKOB COCTABIICHUS Tpadrka pabodero JHS CeKpeTapsi.

B pe3ynbTraTe BBINONMHEHUS 3aJaHUS TPAKTUYECKOTO 3aHATHS CTYACHTHI IOJKHBI:

® 3HAaThb Ha3HAY€HHUE, TOPSJIOK pa3pabOTKU, COTJIACOBAHUSA, YTBEPXKICHHUS,
CTPYKTYpY U cocTaB nHbopmaluu rpaduka paboudero aHs CEKpeTaps;

® pAIMOHAJILHO MIAHUPOBATH PAOOYMIl IEHb CEKpeTaps;

e 3Hatb HOT B pabore cekperapsi;

® yMETh COCTAaBUTH IUIaH paboyvero JHS CEKpeTaps.

3aoanue: CoctaButh rpaduk pabodero IHs ceKpeTaps-peepeHTa pyKOBOIUTEINS.

IIpakTnueckoe 3ansaTue 3. Pedepenrckne QyHKIMU ceKpeTapsi PyKOBOIMTEJIA
OpPraHM3aluMu.

Llenv 3anamus: W3y4eHUE METOAMKUA TIOMCKA, CHCTEMaTH3alud, OOpadOTKU
uHpopMany, HEOOXOAMMON PYKOBOJMUTENIO OpraHU3alliy; MPUOOPETEHHUE HaBBIKOB
CUCTEMaTHU3alMKU U 00pabOTKU JOKYMEHTHOM HHPOPMALIUU.

B PE3YyJIbTATC BBIIIOJHCHUA 3adaHUA ITPAKTHYCCKOTO 3aHATUSA CTYACHTBI JOJI2KHBI:

® 3HATh Ha3HAYCHUE, METOJUKY BEICHHsI W WCIOJIb30BAHUS CPEJCTB XpaHEHHS U
noucka uWHQPOpPMAIMK: IJIOCKAX O0O3PUMBIX  KApTOTEK, CPEACTB  BH3YaJIbHOTO
0TOOpaXXeHHsI CTPOYHOM HH(OPMALINY;

® 3HATh METOJWKY W YMETh BECTH «IEPCOHAIMU» JICJIOBBIX IapTHEPOB
OpraHu3alIluiy;

® yMETh PEIAKTUPOBATh YIPABICHYECKHE JOKYMEHTHI;

® 3HATh NPUEMBI U YMETh aHHOTUPOBATh U pePeprupoBaTh NCTOYHHUKH.

3aoanue:

1. CdopmupoBath HHPOPMAIMOHHYIO TOAOOPKY O JIETOBOM IMapTHEPE
OpraHU3aLMH.

2. CrpoekTupoBaTh CHCTEMY BHU3YaJbHOTO OTOOPAXKEHUS CTPOYHOM
uH(popManuu.

3. CocTaBUTh aHHOTAIIMIO HOPMATUBHO-METOIMYECKOTO JOKYMEHTA.

4. Ha ocHOBe npeioKeHHbIX aJrOPUTMOB COCTaBUTh pedepar CTaThu.

3. CocTaBUTh CIUCOK CIPABOYHBIX U3AaHUI, HEOOXOAUMBIX JJIsI PabOThI
cekperaps.

IIpakTuueckoe 3ansitue 4. Pe3roMe cexperap.

L]env 3anamus: n3ydeHue METOMKU U MPUOOPETEHNE HaBBIKOB COCTABIICHUS PE3IOMe
CEKpEeTapCKOro NepCcoHaa.

[Ipu cocrtaBieHuu pesromMe 00paTUTh 0CO0OE€ BHUMAHWE HA JIMYHBIE KAauyecTBa H
HejocTaTku. [IpaBuiibHO oOmucaTh MpexHUE MecTa padoThl U MPUYHMHBI YBOJIbHEHUS. B
pe3I0Me ClIeNIaTh AKLIEHT Ha Balllu Jy4YlIMe KaueCTBa.

B pe3ynbraTe BBINONIHEHUS 3aaHUS IPAKTUYECKOTO 3aHATHUS CTYIEHTBI IOJKHBI:

® 3HATh Ha3HAYCHHUE, MOPSIOK COCTABIICHUS, CTPYKTYpy M COCTaB HH(pOpMAIUU
pe3toMe;

® yMETh COCTaBUTh PE3IOME.
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3aoanue: CocTaBUTh pE3IOME COMCKaTellsd JOJDKHOCTU cekperaps-pedepeHTa WU

CEKpEeTapsI-MOMOIIHUKA PYKOBOJAUTENSI OpraHU3alluH.

A e

—_— = \O
W N—= O

14.
15.
16.
17.
18.
19.
20.

21

29.
30.

31

33.
34.
35.

36.
37.

38.
39.
40.

6.2.2. KoHTpoOJIbHBIE BONPOCHI JJIMl POBEACHUS TEKYIIEr0 KOHTPOJISA
Kakue paznensl conepKut T0MKHOCTHAS HHCTPYKIUS?
Kakne 10KyMEHTBI OTHOCATCS K MHPOPMALMOHHO-CIIPABOYHBIM?
KakoBbI 0cOOCHHOCTH HANMMCAaHUS TEKCTA TEJIETPaMMBbI?
Yro takoe pakcorpamma?
KakoBbI peKBU3UTHI TEIETPAMMBI?
Jaiite onpeeneHne MOHATUS «TOKYMEHTOO000pOT».
HazoBuTe ocHOBHBIE onepaiuu npoiecca 00paboTKHU BXOIAUINX JOKYMEHTOB.
Ha3zoBuTte ocHOBHBIE omepalyu nporecca 00paboTKH HCXOAAIMINX JOKYMEHTOB.
Kaxum 06pa3om ocyIiecTBIsSeTCs pETUCTPALlUs BXOIALINX JOKYMEHTOB?

. [laiite onpeneneHne NOHATUSA «UCXOAAIMNA TOKYMEHT»

. HazoBuTe OCHOBHBIE ATaIbl TOATOTOBKH UCXOISAIIUX JOKYMEHTOB.

. Kakue ucxonsmime 1oKyMeHTH 0QOPMIISIOTCS B OTHOM dK3eMILIsipe?

. Kakue panubpie 00 wWcxonsmieM JOKYMEHTE 3alMCHIBAIOTCS B JKYpPHAJl PETUCTpAIlUU HCXOISIINX

JIOKYMEHTOB?

KeMm noamnuceiBaroTcst HCXOASIINE JOKYMEHTbI?

HazoBuTe 0CHOBHBIE ATaIbl POIEcca MOATOTOBKH 1 0(OPMIICHHSI BHYTPEHHHUX JTOKYMEHTOB.
Kaxk opranusyercs paboTa ¢ BHyTpEHHUMHU JOKYMEHTAMH Ha dTare UX UCIIOTHEHUS?

Kaxkue oneparnuu BkIIto4aeT mpoiecc KOHTPOJISI UCTIOMHEHUS IOKyMeHTa?

Kak ycranaBimBaroTCsl THTIOBBIE CPOKH UCITOJTHEHHS TIOKYMEHTOB?

Kaxk ycranaBnuBaroTcst ”HANBUYaTbHbBIE CPOKH UCTIOTHEHUS TOKYMEHTOB?

JlaiiTe onpeneneHune MOHATHS «HOMEHKIIaTypa Jei». Ha3oBuTe BUIbI HOMEHKIIATYD JIeTI.

. KTo pa3pabarpiBaeT THIIOBBIE U TPUMEPHBIE HOMEHKIATYPHI f1en1? KeM oHu yTBepKIatoTcs?
22.
23.
24.
25.
26.
27.
28.

B Tedyenue kakoro cpoka JeHCTBYET YTBEPKICHHAA HOMEHKJIATYpa A€ OpraHu3alum?

B yem cyTh npornecca popmupoBaHus aen?

[To xakuM mpHU3HAKaM MOTYT IPYIIUPOBATHCS JOKYMEHTHI B Aesna’?

B xaxoii MOCJICA0BATCIIbHOCTU OOJIKHBI pacoiaratbCsa JOKYMCHTLI B ;[ene?

JInst KakuX J1e71 COCTaBIAETCS BHYTPEHHSISI ONUCH?

HazoBuTe 0CHOBHBIE ATarbl PA0OTHI IO MOATOTOBKE JOKYMEHTOB K aQpXUBHOMY XpaHEHUIO?

Kakue 30HBI BKIIIOUAET OT/ENbHOE MOMEIIeHHE pabouero Mecra pykopoautens? KakoBo Ha3HaueHUe
KaXXJI0M U3 HUX?

[lepeuncnure cpencTBa OCHaUIEHUs pabOYero MecTa pyKOBOAUTEIIS.

HazoBure ocHOBHEIE ImpaBujia COCTaBJICHUS JCJIOBOIO IMHUCbMa.

. [lepeuncnure TpeGoBaHUsl, MPEABIBISIEMBIE K COCTABICHUIO TEKCTA Tele(aKCHBIX COOOLICHHIHA.
32.

HazoBure mnpenmymiectBa TeneOHHOW CBS3M 1O CPAaBHEHUIO C MHCHMEHHBIMH CpPEICTBAMHU
KOMMYHHKAIUH.

[Tepeuncnure hakTopsl, 0OECIIEUNBAIOINIUE PATMOHATEHOE TeIePOHHOE O0IIEeHNE.

[lepeuncnure 00A3aHHOCTHU CEKpeTaps B MpoIiecce MprueMa MoCeTUTeNe.

Ha3zoBute mpaBmiia BeIeHHs CIy)KEOHOTO Tene(OHHOrO pasroBopa B TEX CIydasx, KOTJa 3BOHST
PYKOBOJUTEIIO; KOTAa 3BOHUT CEKPETaph.

Kakux mpaBui cienyer npuaep>KuBaThCsl CEKpeTapro Mpu nepeaade TesnedoHorpaMmmb?

KaxkoBa poib cexpeTaps B mpoliecce IOArOTOBKY U MPOBEACHHUS IJIAHOBBIX COBEIIAHUMN, OTIEPaTUBHBIX
COBEIIaHnii?

Kak ocymiecTBisieTcst mOArOTOBKAa M OpraHU3alus AETOBBIX MOE3/10K PYKOBOAUTENS?

KaxoBbl 0053aHHOCTH ceKpeTapsi BO BpeMsl OTCYTCTBUS PYKOBOIAUTEIS?

HazoBute TpeGoBanus, MpeabsSIBIsIEMBIC K ICTOBOM peUHn.

6.2.3. TemaTuka 3cce, pepeparoB, npe3eHTALUI
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14.
15.
16.
17.

18.
19.
20.
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Poinb 1 MecTO cekperaps B yIpaBIe€HUYECKOH CTPYKType OpraHU3aluu.

Hcropus cexperapckoit ciyx0b1 B Poccun.

ITpodeccus cexperaps Ha COBPEMEHHOM PhIHKE TPYAA.

CoBpeMeHHass HOPMATUBHO-METOUEcKas 0aza, peraaMeHTUPYIOIIas AeITeIbHOCTh CeKpeTaps..
[TpodeccnonanpHbIC HABBIKK, 00S3aHHOCTH U (DYHKIIMH CEKpETaps.

JIOJDKHOCTHBIE 00513aHHOCTH CeKpeTaps-pedepenTa (Ha mpumepe Kakoi-m100 opraHu3aium).
KoMMyHHMKaIIMOHHBIE ACTIEKTHI ESTEIbHOCTH CEKpETaps.

Bunsl npuema nocetutenei, MpoBOJIUMBIX PYKOBOJIUTENIEM U CEKPETAPEM.

be3nokymeHTHOE 00CITY)KHBaHKE B pabOTE CEKpeTaps.

Kynbrypa nemnoBoro o0rieHus: B IpopecCHOHANBHOMN NeTETbHOCTH CEKpeTaps..

. TIpoGieMbl MTAHUPOBAHUS U OPTaHU3AIMH PAOOYEro THS CeKpeTapsi.
. IIpodeccus cexperaps — reHACPHBINA ACMEKT.
. XapakTepucTHKa COBPEMEHHBIX TEXHUYECKUX CPEICTB U MPOrPAMMHBIX MPOIYKTOB, UCIOIb3yEMbIX

B JICATEILHOCTH CEKpETapsl.
WuTepHer B pabote cexpeTaps.

Pounb cekperaps B opraHu3aiuu JOKYMEHTO000pOTa MPEIIPUSITHS.

Hcnonb30BaHne CIpaBOYHO-IIOUCKOBBIX CUCTEM B paboTe CeKpeTapsl.
OpranuzaninoHHO-MHGOPMAITMOHHOE O0ecleYeHne MACSITeNbHOCTH PYKOBOAUTEIS KaK OCHOBA
CEKpEeTapCKOil pabOoTHI.

OpFaHI/I3aL[I/IOHHI>I€ U TCXHUYCCKUEC HpOGH@MBI MMOATOTOBKHU KPYIHBIX COBGIHaHHﬁ.

[ToBenenue cekperapsi B KOHQIMKTHON CUTYaIlUH.

OcobeHHoCTH /1eT0BBIX KyabTyp 3anana u Bocroka.

6.2.4. Bonpocel K 3a4eTy MO AUCHUIIIMHE
1. Ponmp wm 3HaueHue cekperaps-pedepeHTa B CTPYKTYpe JOKYMEHTAIMOHHOTO OOecreueHHs
yIpaBiIeHUS.
[TpodeccronanbHast MOArOTOBKA CEKPETApEl: 0TEYECTBEHHBIN U 3apyOeKHBIN OTIBIT.
Kareropum cekperapeii (cekperapb Ha Tene(oHE, JIMUHBIA CEKpeTaph, TEXHUYECKUU CEKpETaph,
CeKpeTapb CTPYKTYpHOTO TOJpa3JesieHusi, CeKpeTapb-peepeHT, CeKpeTapb KOJIJICTHH, YYEHBIH
CeKpeTaph): 00IIas XapaKTEPUCTHKA.
ITpodeccronanbuble TpeOOBaHMS, TPEABIABISEMBIC K KATETOPHIM CEKpPETapen.
JlmuHOCTHBIE KayecTBa cekpeTrapsi-pedepeHrTa.
HopmartuBHo-MeToqrueckast 6a3a paboThl ceKpeTaps.
JIoKHOCTHAsI MHCTPYKIIHS CEKpeTapsl.
TexHomnorus opranuzanuu opuca: 000py10BaHUs, AU3alH, TEXHUYECKHE CPEJICTBA.
Opranmzanus 1 000pyaoBaHue paboyero Mecra cekperapsi.

. [InaampoBanHme, pacpeaeneHue 1 UCIOIb30BaHHE Pabodero BpeMEeHH ceKpeTapsl.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.

Ananranus cekperaps K padore.

KommnbroTepHbie TeXHOIOTUU U IHTEpHET B JESITEIBHOCTH CEKPETaps.
[TonsiTHe TOKyMEHTOOOOPOTA, IPaBHIIa €r0 OPraHU3aIUH.

[Tpuem 1 06paboTKa BXOJAIMINX JOKYMEHTOB.

Pacrnipenenenuie u peructpanus, KOHTPOJIb 33 UCIIOJHEHUEM TOKYMEHTOB.
O06paboTka Jen A71s MOCIeAYIOIIEro XpaHeHusI.

dopmMupoBaHUE JIEII.

Homenkiarypa nein.

Opranu3zanys cekpeTapeM npremMa NoceTUuTeNel, IpoBeeHHE JEI0BbIX Oece].
Kynbrypa ciayxeOHOro TeneoHHOro pa3roBopa.

Tenedponorpamma, Temerpamma, Tenedaxc.

Bupl npon3BOICTBEHHBIX COBELIAHUM.

Opranmzanus u 00CITy)KHBaHUE TIEPETOBOPOB, COBEIAHNN U MTPE3CHTAIINN.
[ToaroroBka cekperapeM KOMaHIUPOBOK PYKOBOIUTEIIS.

Pabota c nenoBoit nHpopManmeit. MeToauka u anropuTMbl peeprupoBaHUsI.
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26. OcHOBBI TPo(heCCHOHATILHON ATUKU U JISTIOBOTO STUKETa B pabOTe CeKpeTaps.

27. MMumx cekperaps: TpeOOBaHUS K BHEITHEMY BHLY, KyJIbTypa IMOBEICHUS 1 OOLICHHUS.
28. Bu3WTHBIE KAPTOUKHU U MTPABUJIA UX BEACHUS.

29. TpynoycTpoicTBO CEKpeTapsi, COCTaBICHUE JIMUHOTO PE3IOME.

6.2.5. Borpochl Kk 3K3aMeHy 10 IMCHUILIMHE (He npeocMompeno)

6.2.6. IlpumepHasi TeMaTHKA KyPCOBBIX PAa0dOT ( e npedycmompeno).

7. YYEBHO-METOJINYECKOE u WH®OPMAIIMOHHOE
OBECMEYEHUE JACHUTIIAHBI (MOIYJIST)

7.1. OcHOBHas JUTEpPaTypa
IMerpoBa, FO.A. [Ipodeccus - cekperaps [Inextponnsiii pecypc] / FO. A. Ilerposa ; FO.A. Ilerposa. -
M. : U3a. nom "PaBHoBecue", 2010. - 1 351eKTpOH. ONT. AMCK.

. bacakoB, M.U. Jlenonpou3BoactBo. [JlokymeHTannmoHHOe obecrieueHue yrpasieHus| [Tekcr]
yue6.: [CIIO]: [rpud MO] / M. U. bacakos, O.U. 3ambiikoBa. - 14-e uzn, nepepad. - PoctoB H//] :
®enukce, 2014. - 375 c. - (Cpennee npodeccruonansaoe odbpazoBanue). - ISBN 978-5-222-23063-3

. MakapsiueB, M. I'. Opranuzanmnonnas nesareabHocTh [Teker]| : yue6. / M. I'. Makaperues, E. B. 3yes.
- M. : Akagemus, 2016. - 189 c. - ISBN 978-5-4468-0986-8

7.2. lonoJHUTEIbLHAS JIUTEPATYpPa
1. beikoBa T.A. IloaroroBka JOKYMEHTOB K TOCIEIYIOUIEMY XPAaHEHHMIO M HCIOJIb30BaHMIO: Y4eOHO-
MeToaudeckoe mocodue/ T.A. beikoBa, O.B.Mocsaruna. — M.: MUDU, 1996. — 68c.
2. beixosa T.A. IloaroroBka coBenianuii u 3acenanuii: npaxt. nmocooue /T.A. brikoBa, T.B. Ky3nenosa. -
M.,2000. — 60c.
3. Becenos I1.B. IIpodeccus — cexperaps/ I1.B. Becenos. — M., 1994.
4. Tanumoa E.f.CnpaBounsrii anmapar pedepenrta: YuebHoe mocodbue. - M3n.2-e, mepepad. u mgom. /
E.A. Namumosa, H.I'. lep6a.- Kpacuoaap, 2001.-144c.
5. TOCT 6.30-2003: VYCJI. VYuudukanmoHHas CcHCTEMa OpPraHU3alMOHHO-PACIIOPSIUTEIHLHON
nokymeHTauu. TpedoBanus k opopmieHuto 1oKkyMmeHToB. — M.: M3n-Bo ctangaptos, 2004.
6. 'OCT P 51141-98: Jlenonpou3BoACTBO U apXUBHOE Ae0: TepMuHbI U onpeneneHus. - M.,1998.
7. Jlenompou3BOACTBO: 00pa3lbl, JOKYMEHThI, OpraHu3alus U TEXHOJIOTHsI pabOThl C Yy4€TOM HOBOTO
I'OCT P 6.30-2003 «YHUPUIIUPOBAHHBIE CHCTEMbI JOKYMEHTAIUH. ...». — 2-€ U31., Iepepad. u Jaom. —
M.: IIpocnexrt, 2004. — 456c¢.
8. KBanm(pukanmoHHBIA CHIPAaBOYHHUK JOJDKHOCTEH PYKOBOIUTENEH, CHEIHMAIMCTOB M HMHBIX CIYXaIluX
/UBHT Muntpyna Poccuiickoit deneparuu. — M., 2004. — 348c.
9. KonrynoBa M.B. f3bik u nenoBoe obmieHue: Hopmel, puTopuka, STUKET: yued. mocodue st By30B/
M.B. KoaTtynoBa. — M.: DxoHoMuueckas nureparypa, 2002. — 288c.

10. Kyzun ®@.A. Kynsrypa nenosoro oomenust/ @.A. Kysun. — M., 1997.

11. Ky3nernor C.JI. Jlenonpou3BoacTBO Ha KommbioTepe. 3-¢ u3A., uct. u gon/ C.JI. Kysnemnos. - M.:
3AO0 «busnec-mkona "Uuren-Cunres"», 2000.

12. Ky3nenora T.B. [enonpousBonctBo (JlokymeHTanmonHoe oOecrnieuenne ympasienus)/ T.B.
Ky3znenosa.- M.: 3A0 «busnec-mxkona Muren-Cunres», 2002. — 256c¢.

13. Onxkok JI. Yuurtech paborarh cekperapem: PykoBoacTBo mist meHnemkepa /J1. Onkok— M.: @unnpecc,
1998. — 96c¢.

14. Opranuzanusi ceKpeTapckoro odcmykuBaHust: yued. nmocooue mis cryaerto / CI'COY. - Caparos,
2006. - 80 c.
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15. CankoB B.B. HubopmarmoHHbIe TEXHOJOTMM W KOMIIBIOTEPHU3AIMS JIEJIOMPOU3BOJICTBA: YyUeO.
nocobue ans Had. npod. oOpazoBanus. - 4-¢ u3a., crepeotun/ B.B. Cankos. - M.: Akanemus, 2008. -
288 c.

16. ConosbeB 3.5. CoBpemenHslIif aTHKeT. JlenoBoii mpotokon/ .51 ConosseB.- M., 2003.

17. ChnpaBouHMK IO A€T0BOM nepenucke.- M.: Mexpernoncepsuc,. 1996.-362c.

18. CrentokoB M.B. Cekperapckoe aeno/ M.B. CrentokoB. — M.: IIpuop, 2001. — 192c.

19. TenedoHHBI pa3roBOp ¢ MHOCTPAHHBIM MAPTHEPOM: CIpaB. MOCOOHME JIs YCIEIIHOTO JEIOBOTO
obmmenwst / coct. I'. [lepmun u np. - CI16.,1996.

20. Ieitnor B.I1. Cexperapb: Cekpersl npodeccun/ B.I1. lleiinos. — M., 2002. — 128c.

21. Duuuknonenus cexperaps / B.M. Anapeesa, T.A. beikosa, JI.M. Bsnoa u np. — M.: MLIODP, 2004.

22. Dunuknoneaus odwuca. IIpakTudyeckoe pykoBOACTBO ayis cekperaps / coct. CambikuHa M.B. —
M.:BMHOM, 1995. — 305c.

23. llerunckas H.b. AmanTanusi CTyIeHTOB C OTPaHUYECHHBIMU BO3MOXHOCTSIMU 37I0POBbSI K YCIOBUSIM
o0y4eHHs B By3€ KyJIbTypbl: MeTOAMUYECKHE pEeKOMEHIAIMU Juid mpenonaBaTencii. — Kpacnonap:
KT'HUK, 2016. — 42 c.

24. lerunckas H.b. Pa3BuTne KOMMYHMKAaTMBHOH KOMIIETEHTHOCTH CTYAEHTOB C OTPaHUYEHHBIMU
BO3MOXHOCTSAMHM 3I0pOBbs: Meroanueckue pekoMeHgauuu mis cryneHtoB. — KpacHogap: KI'MK,
2016. 28 c.

25. Pycekun B.UM. CoumokynbTypHas peaOuuTalus CTYISHTOB-MHBAJIUIOB CPEICTBAMHU HMCKYCCTBA B
IpoLecce MeJarornueckoi nesrenbHocT: Meronnueckue pexomenpauuu. — Kpacnomap: KI'UK,
2016. -22 c.

7.3.1lepuoanyeckue U3aAHUS
Jenonpon3BoacTBO

Cexkperapckoe Aeno

Cekperapb-pedepeHt

CripaBO4YHHK cekpeTaps U opuc-MeHeKepa
VYipasieHue nepcoHaIoM

7.4. UnTepHeT-pecypchl
http://www.termika.ru/
http://www.top-personal.ru/
http://www.rusarchives.ru/ «ApxuBsl 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

O N

7.5. MeToauyecKkue yKa3aHusl M MaTepHaJIbI 10 BUAAM 3aHATHH
JUIs MOATOTOBKM K 3aHATHSIM PEKOMEHIYEM HCIOJIb30BAaTh AJIEKTPOHHYIO 0a3y
JAHHBIX II0 JOKYMEHTOBEAEHUIO M JOKYMEHTOBEIUYECKUM MCCICAOBAaHUAM, KOTOpas
COEP)KUT METOAMYECKHUE MaTepuasbl 110 MOArOTOBKE K CEMHHAPCKUM, MPAKTUYECKUM
3aHATUAM, 3a4eTy, Pa3pabOTKe IiIoccapusi, MIOATOTOBKE BUAECONPE3CHTALNN, BEIIIOJTHEHUIO
IpYruX 3afaHuil 3aJlaHui B paMKax caMOCTOSATEIbHON padOThl . A TakKe 3JIEKTPOHHBIE
SHUHUKJIONEANH 1O IETONPOU3BOJCTBY U APXUBOBEICHUIO
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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

Jlist camocToATeNbHOM paboThl, TOJATOTOBKE MPAKTUYECKUX (CEMUHAPCKUX) 3aHSITHM,
MOJTOTOBKE K TECTOBBIM HCIHBITAaHUSM, a TakXKe /s HamucaHusl 3cce, pedepatos,
HAYYHBIX JIOKJIAJ0B PEKOMEHIyeTCs CIeayIOIIee:

JIsi TIONTOTOBKM K TEPEYHCICHHBIM BHJIaM paldOT MPETyCMOTPEHBI 3ajaHus,
pa3BUBAIOIINE HABBIKM CAaMOCTOSITEIBHOTO aHajih3a M OCMBICICHUS TPEIJI0KEHHBIX
npobieMm u TeMm. [l OCBOEHHUS TMPENJIOKEHHBIX TEM, CTyIeHTaM HeoO0XO0AUMO
O3HAKOMHUTHCSI C TIPEIOKCHHOW JIMTEepaTypoil, BHIOpAaTh HEOOXOIUMBIE HNCTOUYHUKH,
COCTaBUTh IIJIaH TpeAcToAledl paborel. s pedepupoBaHHs HCTOYHHKOB CTYACHTY
HEOOXOUMO O3HAKOMHUTBCS C TEKCTOM, CHAeNaTh HEOOXOAUMBIC BBIUCKH, IIUTATHI,
COOTBETCTBYIOIIME TJABHOW MpOoOJeMe WCCIEeIOBaHMs, CKOMIIOHOBAaTh JTH IIUTATHI,
OpoAyMaTh WX, H3J0XKUTh COOCTBEHHOE BHJICHHE CBOMMH CJOBAMH, HaMETUTh
HEO0OXOUMBIE CBSI3KH M CTPYKTYpY Oyaymiero Tekcra. PedepupoBaHre mepBOMCTOYHUKOB
MpEeIoiaraeT CaMOCTOSITEIbHbIC HABBIKA M3YyUEHHUS TEKCTa, MU3JI0KEHHUE IMPEIT0KEHHBIX
TOYEK 3pEHUs, MepecKas3, aHaIN3 MPOOJEMHBIX BOIPOCOB, BBIJICJICHUE TJIABHBIX HAYUHBIX
no3unuii aBTopoB. Jlyisi BeIMosHEeHUs pedepara HEOOXOAUMO HAYMHATHL C OOOCHOBAaHUS
BBIOOpA TEMBI, 3aT€M MPUBECTH NEPEUCHb KITIOUEBBIX TOHITHI collepKaHus, TIaH pPaboThI
(0 yeM paboTa, Kakue BOMPOCHI BKIIFOUEHBI), 3aTEM NEPEXOAUTH K (HOPMYIUPOBKE TE3UCOB,
MPEACTABISIIONINX KpaTKOE COJEpaHUE KaKIOro Borpoca Tembl. [lamee, mpuBomarcs
CTPYKTYPUPOBAHHBIE TE3UChI (OCHOBHBIE TPYMNIBI TE3UCOB IO pasaeiaM padoThl).
CrpynnupoBaB Te3UChl (OCHOBHBIE MBICIH), YCTAaHOBHUB MEXKJYy HHUMH OCHOBHBIC U
COTIOJTYMHEHHBIE CBSI3U, COCTABUThH JIOTUYECKYIO MOJIENb coJiepxkaHus padboThl (pedepara).
Bo03MOXHO nepBOHayanbHO NOCTPOUTH MOJENb COAEpPKaHUs PabOThl U OCHOBHBIX OJIOKOB
(MBICTIEH), a 3aTeM KaXIblii TE3WCHBIM OJIOK HANOJHUTH CTPYKTYPHBIM KPaTKAM
coJiep)kaHueM. JTO TO3BOJUT B JaJbHEUIIEM pAacKpbhIBaTh paboTy, €€ Ccoaep)KaHue C
pa3HOil CTENEHBI0 MOIPOOHOCTH.

7.6. IIporpammHoe obecrieueHmne
1. Adobe Master Collection CS 6

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

2

3

4. Tapant
5. KoHcynpTanTt +
6

Cucrema Jleno 8.5

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEHEHME JUCHUIIVINHBI
MOAYJIs)
IIpn OcBOEHMM TUCHUIUIMHBI PEKOMEHAYIOTCS AOCTYNl B MHTEpHET, KOMIIBIOTEPHBIN
KJIACC JUUIA IPOBEICHUS TPAKTUYECKUX 3aHATUU.
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Ipunoowcenue 2

JlomoJiHeHUsI 1 U3MEHEHHUS
K padoueii nporpamMme y4e0HOM TMCUUIIIMHBI (MOTYJIA)

Ha 20 -20__ y4.ron

B paGouyro nporpaMmy y4eOHOM TUCIUTIIIMHBI BHOCSATCS CJICAYIOIINE U3MEHEHUS:

5

5

JlonoJiHEHUSI ¥ U3MEHEHUs K paboueil mporpaMMe pacCMOTPEHBI U PEKOMEHI0BaHbI
Ha 3aceflaHuu KadeIphl

(HanMeHOBaHHME)
[TpoTokos Ne OT«__ » 20 T
HUcnonaurtens(u):
/ / /
(IODKHOCTB) (moamnucek) (®.1.0.) (nara)
/ / /
(IODKHOCTB) (moamnucek) (®.1.0.) (nara)

3aBenytronuii kadenpoit
/ / /

(HanMeHOBaHME KagepHhl) (mmomuce) (®.11.0.) (mara)
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