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1. lean u 3agaun AUCHUATIHMHBI

1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:
[IK-4 CnocoGeH OCyIIeCTBIsATh OpPraHU3ANMOHHOEC W HMHGOPMAIIMOHHOE OOECIIeYeHUE ACSITCIBHOCTH

PYKOBOIUTENS

1.2 Tumbl 3amad mpodecCHOHATBHOW JEATETLHOCTH, K KOTOPBIM TOTOBATCS OOydYaroluecs B paMKax

OCBOCHMHA NJUCLHMITIIIMHBI:

- OpPraHU3aLMOHHO-YIIPABICHYECKUN

1.3 JlucumriinHa OpUEHTHPOBAHA Ha MOATOTOBKY OOydYaroUIMXCs K MPo(ecCHOHaIbHOM AEATEIbHOCTH B
coepe: 07 AIMUHUCTPATHBHO-yIpaBiIeHYeCKast M oucHas AeATeNbHOCTh (B cpepe OpraHu3aliOHHOTO U

JOKYMEHTAIIHOHHOTO 00eCIeueH s YIPaBICHUs OPTaHU3aIMsIMU)

1.4 B pe3ynbTare 0CBOCHHS JUCHUIUIMHBI y 00YYarOIUXCs TOJKHBI OBITH C(OPMUPOBAHBIL:

O06001TIeHHBIEC TPYIOBEIE
(yHKIMH / TPYAOBBIC
(YHKIMY / TPYAOBBIC HIIH
npodeccroHaIbHBIC
JercTBUs (IPU HATTUYIAN
npodcTangapra)

Konx n HammeHoBaHme
xommnerenuu ®I'OC BO,
HEOOXOIUMOM 1151
(hopMHUPOBaHUS TPYIAOBOTO
WIH PO CCHOHATBLHOTO
JIeHCTBHS

MHankaTopbl JOCTHKEHUS] KOMIIETEHIIAM




- A OpranusainoHHoe
obecrieueHue IesITeIbHOCTH
OpraHu3alru

- A/01.3 [Ipuem u
pacnperneneHue
TeNe(OHHBIX 3BOHKOB
OpraHu3alru

- A/02.3 Opranuzanus
pabOoTHI C ITOCETUTEISIMHU
OpraHu3aIyu

- C OpraHuzaimoHHoe,
JTOKYMEHTAIIMOHHOE U
WHPOPMATHOHHOE
obecrieueHue IesITeIbHOCTH
PYKOBOZIUTEINS OPTraHU3aIHn

- C/01.6 Okazanue
TIOMOIIY PYKOBOIUTEIIO B
TUIAHUPOBAHUH PaboUYero
BpEMEHHU

- C/02.6 [InanupoBanue
pabouero JHS ceKkperaps

- C/03.6 Opranusamus
TeNe(OHHBIX MTEPErOBOPOB
PYKOBOAUTEIIS

- C/04.6 Opranusamus
KOMaH/IUPOBOK
PYKOBOIUTEIIS

- C/05.6 Opranusamus
pabOoTHI C TTIOCETUTEISIMU B
MPUEMHON PYKOBOIUTEIS

- C/06.6 Opranusamus
MO/ATOTOBKH, MTPOBEACHUS U
o0CITy)KHBaHUS
KOH(EpEeHTHBIX
MEpOIPUITHI

- C/07.6 Opranusamus
UCTIOJTHEHHS PEIICHUH,
OCYIIECTBIICHUE KOHTPOJIS
UCTIOJTHEHHS TIOPYYCHUH
PYKOBOIUTEIIS

- C/08.6 Opranuzamnus u
HO/ITICPIKaHNE
(YHKIHOHATEHOTO
pabouero mpocTpaHcTBa
NPUEMHOHN U KaOMHeTa
PYKOBOAUTEIIS

- C/09.6 Pazpabotka
JIOKAJbHBIX HOPMATHBHBIX
aKTOB, PErIaMEHTUPYFOLIHX
paboty cekperaps

-D
HNubopMamoHHO-aHATUTHY
ecKas u
OpraHu3allMOHHO-aIMHHHICT
paTuBHAs MOJICPIKKA
JEATEITBHOCTH
PYKOBOZIUTEINS OPTraHU3aIiu

- D/01.6 ®opmupoBanue
UH(OPMALTIOHHOTO
B3aUMOJICHCTBHS
PYKOBOZIUTEINS C
OpraHU3aIusIMu

-D/0D 6 Awranunr

[1K-4 Cnocoben
OCYIIECTRIATh
OpTaHU3aIMOHHOC U
WHPOPMATHOHHOE
obecreueHue aeITeIbHOCTH
PYKOBOIHUTEIISI

OcymecTBisieT TeiaeQOHHBIE MEPETOBOPHI, IOATOTOBKY,
IIPOBEIICHUE u o0cmyKuBaHue KOH(EPEHTHBIX
MEPONPHUITUH, OPraHU3aLUI0 PaOOTHI C MOCETUTENSIMH, B
TOM YHUCJIE C UCTIONBb30BaHEM HU(POBBIX TEXHOIOTHI




1.5 CornacoBanue MEXAUCITUTUTMHAPHBIX CBA3EH MUCIUTIINH, 00€CIIEYNBAIOIINX OCBOCHUE KOMITCTCHITHI:

[IK-4 CnocoOeH OCyImIeCTBIATh OpPTaHW3alMOHHOE M HH(POPMAIMOHHOE obecreueHne
JESITeTbHOCTH PYKOBOTUTEIIS

Ne HaumenoBanue dopma

n/m JIMCITUILINH, oOyueHwMst
OTIPEIEIIONINX 3aouHast

MEXTUCITUTUTMHAPHBIS (cemectp)

CBs3HU 2 5 7 8

1 |HayuyHo-uccnenoBaren +
bCKasl AESITETHHOCTD B
corranbHOU cepe

2 |IIpakTHka mo +
MOy YEHUIO
podecCHOHATBHBIX
YMEHHH U OMbITa
npodeccrnoHaTbHON
JIESTeTbHOCTH

3 |Comnonorus +
KOMMYHUKaIH

4 |Coumonorus +
YIpPaBICHHS

5 |[TexHonoruu padoTsl + | +
oduca

2. Mecto nucuunimnHbl B cTpykrype OIl 6akanaBpuara:

Hucuunnuna «Cekperapckoe 0OCTy>KMBAHUE» OTHOCHTCS K 4acTd, (OpMUPYEeMOM y4YyaCTHHUKaAMH
oOpa3oBaTelbHBIX OTHOIIEHUH, ydeOHoro mmana OIl mo wnHampaemenuro mnoarotroBku 46.03.02 -
JIOKyMEHTOBEZICHHE U apXUBOBE/ICHUE.

HuctumnimHa «Cekperapckoe 00CIyKHUBaHUE) U3ydaeTcs B 8 ceMecTpe.

3.00beM u conepxaHue TUCUUILIUHBI
3.1.00peM QUCIUIUIHHEL: 6 3.€.
3aoyHas: 6 3.€.

Bun yueGHOM paboThI (BCB;(:;I‘?;:OB)
OO0mas Tpyn0éMKOCTb 1M CHUILTTHHBI 216
KonTaktHas pabora 58
Jlexuuu (Jlexummn) 26
[Tpaktuueckue (IIpakr. pab.) 32
CamocrosrenbHas padota (CP) 149
DK3aMeH 9

3.2.ConepxaHue Kypca:

Ne Ha3zBanue Bun yuebHoli | DopMBbI TEKyIIETO
TEMBI paszena/TemMsl pabotsl, yac. KOHTPOJIS
Jlex |IIpa| CP
IIUH | KT.
pao.
31313




8 cemecTp

1 MecTo u 3HaueHue [Tucemennas pabota
ceKkperaps B (ITucemennas
CTPYKTYype CaMOCTOSITeNIbHAS
ympasieHus. Obmas| 2 | 2 | 12 pabora)
XapaKTepUCTUKA
NeSITeIbBHOCTH
ceKpeTaps.

2 HopmaTtusHo-MeTO [Tucemennas pabota
WYECKHUE (ITucemennas
JOKYMEHTHI, 5 | o | 14 | cavocTOMTENBHAS
permaMeHTHPYIOIIHE pabora)
NesITeNIbHOCTh
ceKpeTaps.

3 [InanoBas u Konnoksuym
OTYeTHAas 412 |12 (KonTponbHbIit
JIOKYMEHTAIUs B cpes)
pabote cekperaps

4 TpynoycTponcTso u [InceMenHas pabora
aganTtaius kK padore ) ) 14 (ITucbmennas
ceKperaps CaMOCTOSITeNIbHAS

pabora)

5 Opranuzanus u [ToaroroBka u
o0opynoBaHue 3amuTa
pabouero mecta >l 2 | 12 Ipe3eHTaIiH
cekpeTaps (ITonrotoBka

IIEKTPOHHON
MIPE3CHTAIIIH)

6 Opranuzanus [Tucemennas pabota
WH()OPMAITMOHHOTO (ITucemennas
o0CTyKUBaHU 5 | o | 1o | camocTosTEnBHAS
COTPYIHUKOB U pabora)
MIOCETUTENEH
(bupmBI

7 Jenoas Konnoksuym
MEePEINCKA. (KonTtposnbHbIit
Opranunzanus 212 |12 cpes)
paboThI ¢
JOKYyMEHTaMHU

8 ITonroroska u CemuHapckoe
o0CITyKHBaHHE 2 |2 |14 3aHsTUE
COBELLIAHUI

9 be3nokymenTHoe [Tucemennas pabota
o0cy>)KuBaHUE > a1 (ITucemennas
PYKOBOIUTENS CaMOCTOSITeNIbHAs

pabora)

10 ITonroroBska KomnokBuym
JIEJIOBBIX MOE3/I0K 2 4 |12 (KoHTpOnbHBIH
PYKOBOJMTEIIS cpes)




11 DTuKeT B padore [ToaroroBka u
cekpeTaps 3almTa
>l 4|12 IIpe3eHTalUN
(ITonrotoBka
IIEKTPOHHON
IIPE3EHTALIH )
12 AHaIUTUYECKUE, TecTtupoBaHue
CEPBHCHBIE U >l alp
TEXHUYECKHE
(byHKIIUU ceKpeTaps

Tema 1. MecTo 1 3HAUEeHHE CeKpPeTaps B CTPYKTYpe ynpasieHus. O0mas XxapakrepucTuKa
nesiteqbHOCTH cekperaps. (IIK-4)

Jlekumus.
[losiBneHne AOMKHOCTH CeKpeTapss B yIpaBieH4YeCcKoM arrmapare. COBpPEMEHHBIE TPAKTOBKU IOHSATHSA
"cexkperapp". Pomb M MecTO cekpeTaps B CTPYKType YNpaBieHUs opraHuzauuu. Mcropusi pa3BUTHS
CEKpETapCKOM AESITeTbHOCTH. 3HAU€HHWE OPraHU3allMOHHOTO U JIEJONPOU3BOACTBEHHOIO 00€CIeUeHUs
CEKpeTapeM JeATeIbHOCTH PYKOBOIUTENS B COBpPEMEHHBIX ycioBusix.ComepxaHue paOOThl cekperaps.
TpeboBanus, npenbsBisgeMble K cekperapto. TpeOGoBaHUS K JIE€JOBBIM W JMYHBIM KauecTBaM CeKpeTapsl.
JlenoBble W OpPraHM3aTOPCKHE CHOCOOHOCTHU. XapaKTepUCTHKAa JMYHBIX KauecTB  CeKpeTaps:
KOMMYHHUKa0€IbHOCTb, BHEIIHWNH BHJ, YMEHHE CO3/[aTh I[CUXoJorndeckuil komdopr B oduce,
T00pOXKENaTeTbHOCTh. YPOBHH KBaTM(DHUKAITUU CEKpeTaps

IIpakTnyeckoe 3ansATHE.
Bomnpocs! a5 06cyxaeHus:
1. Bo3uukHoBeHue npodeccuu cexkperaps B Poccun.

1.1 [Ipeanockutky NOSBICHUS CeKpeTapckoi mpodeccuu B Poccun
1.2 TlosiBneHue u craHoBiIeHUE Tpodeccun cekperaps B Poccum.

2. PazButue npoeccun cekperaps B 1917 — 1990-e rr.
3. [Ipodeccust cekpeTaps Ha COBpEMEHHOM JTarle.

3anaHus AJ51 CAMOCTOSITEILHOI padoThI.
[ToaroroBka crucka JIUTEPATYpHI [0 CEKPETAPCKOMY 0OCITYKMBAaHUIO 32 MOCIETHUE 5 JIeT

Tema 2. HopMaTUBHO-MeTOAHYECKHE JOKYMEHTBI, perNIAMEHTHPYIOLIHE AeITeJIbHOCTh CeKpeTaps.
(IIK-4)
Jlexknus.
HopmaruBHO-MeToqMUecKHe JTOKYMEHTBI 1O OpraHu3alMu Tpyaa B cdepe ympaBieHus. JommKHOCTHas
UHCTPYKLUSI CEKpeTapss KaKk OCHOBHOM HOpPMAaTWBHBIA JTOKYMEHT, PENIAMEHTUPYIOLIUN JEeSATEIbHOCTh
cekpetapsa. CTpyKTypa ¥ COAEpKaHUE AOJKHOCTHOW MHCTPYKLMH cekperaps. JloJKHOCTHAs MHCTPYKLUS
cekpeTaps pykoBoAUTeNs. JJoMKHOCTHAS MHCTPYKLUS CEKPETaps CTPYKTYPHOTO MOpa3AeICHUS
IIpakTH4eckoe 3aHATHE.
BbIsBUTE 1 poaHanu3upoBaTh Npo(hecCUOHAIbHbBIE CTAHAAPTHI, Kacaroliuecs npodeccun cekperaps
N3yuuTh NOKHOCTHBIE MHCTPYKIUU CEKPETApen Pa3IndHbIX KaTETOPUM
3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
[ToaroroBka pa3BepHyTOM XapaKTEPUCTUKU MPOPECCUOHATBHBIX KAYeCTB PA3TUYHBIX KaTeropuit
cekperapen

Tema 3. Il.1anoBas U oTYeTHas1 JOKYMeHTanusA B padore cekperaps (I1K-4)

Jlekuus.
[TonsiTue mnanoBast okymeHTanusi. Ha3zHaueHne U cOCTaB MIAHOBOW MOKyMeHTauuu. [loHATHE OT4YeTHas
nokyMeHTtanusa. HazHauenve u coctaB OTYETHON JOKYMEHTALIMH.

IIpakTnyeckoe 3ansATHE.



1.IToaroroButs npesenTanmio Ha TeMy «lIpaBuina opopmieHus iaHa ciayKeOHbIX KOMaHAUPOBOK
3ajanus 1J151 CAMOCTOSITEJIbHOM PadoThlI.
1. OdopmieHre nepBUYHOMN KaJIpOBOM JOKYMEHTAIIH

Tema 4. TpynoycrpoiicTBo u agantanus k padore cekperaps (ITK-4)

Jlexknus.
HcTtounuku HaiimMa mnepcoHana oduca. Opranuzamusi mporecca oT0opa KaHAWIATOB Ha JODKHOCTD
CeKpeTapsi, METOMbI MOJ00pa COOTBETCTBYIOIIErO mepcoHana. CoBpeMEeHHbIE CIOCOOBI TPYIOYyCTPOUCTBA.
3HayeHWEe pPEKOMEHJAlMH. OTambl aJanTallud CeKpeTaps. 3ajadd ATHYECKOT0, OpPIraHHU3allMOHHOIO
XapakTepa, pelaeMble B Tpoliecce aJanTaluy. BeisicHeHHe Nenonpou3BOACTBEHHBIX (pyHKIMA. M3yuenue
o0OpyZIOBaHUs, OpraHu3alui CcHaOXeHus: oduca. 3HAKOMCTBO C KOJUIETAaMH U PYKOBOAUTEIIEM.
KopniopartuBHas KynsTypa u Tpaauuuyd. @UpMEeHHBINH CTHIIb

IIpakTnyeckoe 3ansATHE.
1. Iyt moucka sl yyacTHsi B KOHKYpCE Ha JI0JIKHOCTb.
2. XapakTepucTHKa JOKYMEHTOB Ul y4acTHUs B KOHKYpPCE Ha JOJIKHOCTb.
3. IIpaBuiia npoBeAEHMSI IEIOBBIX 3BOHKOB 110 IOBOAY TPYAOYCTPONUCTBA.
4. DTanel cobece0BaHUS U TECTUPOBAHMS B XOJI€ TPYIOYCTPOIMCTBRA.

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
AHaJn3 HOPMAaTHUBHBIX AKTOB, HEOOXOJUMBIX JJISi COCTABIEHUS TOJKHBIX HHCTPYKLUI

Tema 5. Opranuzanus u odoopynoBanue padouero mecra cexkperaps (I1K-4)
Jlekumus.
TpeboBanust Kk 000PYIOBaHHUIO TOMEIIEHUS W OpraHuU3anuu pabodero mecra. [lmanupoBanme pabouero
BpeMeHHn. OnTUManbHBI puTM paboTel. [IpumepHass cxema pabodero mHs cekperaps. Pexxum Tpyna u
oTabixa. PexkomeHnanuu mo opraHu3zanuu BpeMeHH. J[omonHuTenbHBbIE CpelcTBa ONTHUMH3AIUU PAOOTHI.
Axkceccyapsl pabodero mecra

IIpakTnyeckoe 3aHsATHE.
3ananue 1.
[TonroroBuTh Mpe3eHTanuio Ha Temy "Pa3paboTka cxembl pabodero qHs cekperaps"
3ananue 2
[Tepeuncnuth 000pyIOBaHKE MPUEMHON Oduca.
3ananus AJ51 CAMOCTOSITEILHOI padoThI.
Ha ocnoBe niiana paGouero 1Hs pyKOBOAMTENS COCTaBUTH IJIaH pabodero AHs ceKperaps

Tema 6. Oprannzanus HHGOPMALHOHHOIO 00CIYKMBAHNS COTPYIHHKOB M MoceTUuTe el (pupMbl
(IIK-4)
Jlexknus.
Ponp nHamisagHON uHbOpManmu B npueMHOM oduca. MHpopManMoHHBIN CTEHA - JOCKAa OOBSABICHUN LIS
corpynHukoB (Gupmbl. HMHpopManmoHHBI cTeHn s moceTtuteneil. MHbopMalmoHHbIE aBTOMAThI
(uapomartsr). MHPOpMaLmoHHBIE OIOJUIETEHH (BEIOMCTBEHHbIC U3JaHNS).

IIpakTnyeckoe 3ansATHE.

ITonroroBka "HeMbIX" CIIPABOK [UIsl IPUEMHON IPEANIPUATHS, YUPEKIECHUS, OpraHUu3alun
3aganus 1J151 CAMOCTOSITEJIbHOM PadoThlI.

CocTtaBuTh nIepeueHb 003aHHOCTEN CeKpeTaps M0 OpraHnu3alu paboThl IPHEMHOM PYKOBOIUTESA

Tema 7. JlenoBasi nepenucka. Oprannsanus padorsl ¢ 1okymentamu (ITK-4)
Jlexknus.



[Tonatue nenoBoe MUCHMO. BuIbl CIy)XeOHBIX MHUCEM: COMPOBOIUTENHFHOE MUCHMO, OJIaroJapCTBEHHOE
MUCbMO, MUCbMO-HAIIOMUHAHKE, MUCHMO-3aMPOC, MHUCHhMO-TPeOOBaHUE, MUChMO-pEKJIaMallys, PEKIaMHOE
MUCbMO, TUCbMO-TIPHUITIAIICHHE, MMCHhMO-U3BEIIEHUE, MTMChMO-TIOATBEPKICHUE, HHPOPMALIMOHHOE IMHCHMO,
rapaHTUHHOE  THUCbMO,  IMHCHMO-NIO3JPABICHHUE,  MHCbMO-U3BMHEHHE,  MHUCbMO-COOOJIE3HOBAHMUE,
nucbMo-tpeiokenne  (ogepra). IlpaBuna  odopmiienust  gemoBoro  mucbma.  CmyxkeOHas U
MH(POPMALIMOHHAS YacTU JeJoBOoro mnucbMa. CTpyKTypa TeKCTa NHCbMa (IIPUBETCTBHE, OOpalleHue K
azipecary, JIu-a03all, 3aKII0YUTEeNbHAS (POpPMYSIa BEXINBOCTH, TIOANUCH, TOCTCKPUIITYM).

IIpakTH4eckoe 3aHATHE.

Cocrasnenne 1 0pOpMIICHHE AETOBBIX MTUCEM PA3IMYHBIX BHIOB

3ananus AJ51 CAMOCTOSITEILHOI padoThI.

[ToaroroBka pe3roMe, COAEPIKAILETO CBEACHNUS 110 HCTOPUH KaHIEISIPCKUX MPHHAIICKHOCTEH

Tema 8. IloaroroBka n odcayxuBanue copemanuii (IK-4)
Jlekuus.

Knaccudukanus nenosix coBemnianuii. [logrotoBka copemranuii. Ilens npoBeaeHus: copemanus. Cocras
y4acTHHKOB. Bpems mpoBenenusi coBemanus. Mecto mpoBeneHusi copemanus. [loBectka aua. Cnmcok
y4acCTHUKOB coBemmanus. OTOBEIICHHEe YYaCTHUKOB coBemiaHus. [lonrotoBka MarepuanoB st
paccMoTpeHus Ha coBenianuu. OmnpeneneHue 3aTpar Ha MpoBefeHue copemanus. OpraHuzanus padoueit
TpyNIbl Ui TPOBENEHUs coBemanus. [IpoBeneHne oOpraHW3alMOHHBIX Meponpuatuid. [IpoBepka
TOTOBHOCTH ToMmerieHus. OOcCay)KMBaHHE COBEIIaHWil. BcTpeya ydacTHMKOB coBemranus. Peructparus
YJaCTHUKOB COBelIaHuWs. Bpems BemeHusi coBemanus. JlokymMeHTHpoBaHWE coBemaHus. [Ipunsitue
pereHusl.

IIpakTnyeckoe 3ansATHE.

HOHFOTOBK& n O(bOpMHeHI/Ie JOKYMCHTOB A OpraHu3aly IJIAaHOBOTI'O COBCUIAHUA
3aganus 1J151 CAMOCTOSITEJIbHOM PadoThlI.

Odopmienne pa3TuUHbIX BUIOB IPOTOKOJIA

Tema 9. Be3nokymenTHoe o0cayxuBanue pykosoauress (IIK-4)
Jlexknus.

[IpueM COTPYIHHKOB IO TeKylmIMM BompocaMm. llpuem pabGoTHMKaM 1O JUYHBIM Bompocam. Ilpuem
MoceTuTeNel U3 Apyrux opranusanuii. [IpuemM koManaupoOBaHHBIX paOOTHUKOB. OCOOEHHOCTH CITy>KeOHOTO
TeneoHHOro pasroBopa. 3BOHAT CEKpeTapio. 3BOHUT cekperapb. llcuxomormueckne OCOOEHHOCTH
tenedonHOro pazrosopa. OdopmiieHre TeerpamMmm 1 TenedoHOrpaMM

IIpakTH4Yeckoe 3aHATHE.

[TonroroBka u odopmiieHHE JOKYMEHTOB ISl IpUEMa JIeJIeraliii HHOCTPAHHBIX TTAPTHEPOB
3ananus AJ51 CAMOCTOSITEILHOI padoThI.

CocraBiieHHe MAMATKUA CEKPETAPIO 10 MPUEMY TIOCETUTENICH

Tema 10. IToaroroBka aesioBbIX moe310k pyxkosonurtess (ITK-4)
Jlekumus.

OyHKIMU ceKpeTapst MPH MOATOTOBKE KOMaHIAUPOBKU. JJOKyMeHTHI, oopMmiisieMble PU KOMaHAUPOBAHUHU:
cly>)keOHO€ 3a/laHHe U OTYET O €ro BBIMOJHEHUH, NMPUKA3 O HAlpaBiIeHUU PabOTHHKA B KOMaHAHUPOBKY,
KOMaHJMPOBOYHOE yaocToBepeHue. OrmiaTa KOMaHIHNPOBOYHBIX PACX0/I0B

IIpakTH4eckoe 3aHATHE.
Cocragnenne u 0hOpMIICHHE TOKYMEHTOB VISl CITYKEOHOW KOMaHIUPOBKH
3ananus AJ51 CAMOCTOSITeILHOI padoThI.
[ToaroroBka miaHa KOMaHAUPOBOK COTPYAHUKOB KOHKPETHOM OpraHM3aliy Ha TEKYIIUH TO1

Tema 11. ITuker B padore cexkperaps (I1K-4)
Jlekumus.

10
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CiyXeOHbIII STHUKET W JEJIOBOM MPOTOKOJI. OTHKA B3aMMOOTHOLICHHWH PYKOBOAMTENS U CEKpeTaps.
CrnyxebHas cybopauHanusi. B3anMoneiicTBue ¢ koieramu, 3TUKET B pabore ¢ mocetureasiMu. [IpaBuia
NPUBETCTBUS, TPEACTABICHUS, OOpalleHus. 3HAY€HHWE BU3UTHBIX KapTO4eK, MX OQOpPMIICHHE, BHUJIBI.
PeueBoii sTukeT B nenoBoM oOmeHun cekperaps. Kymbrypa tenedonnoro obuienus. TpebGoBanus k
BezieHuto Oecenpl.lloBenenne cexperaps B KOH(QIMKTHBIX cUTyalusx. JlomycTUMbIe IOJapKU B CIIY>KEOHOM
nestenbHOCTH. UMk cekpetaps. TpeOoBaHMS K CTHIIIO OJEKIbI

IIpakTn4yeckoe 3ansATHE.

1.Kynerypa neinoBoro o0mmeHus cexpeTapsi.

2.DTUKET ¥ UMUK IEJIOBOTO YEJIOBEKA.

3.BusuTHas kaprouka.

4. DTUKET NPUBETCTBUI U MO3PaBICHUMN.

5. [lomapku B 1€7I0BOM OOIIIEHUH.

6. BHemuuii oOOJIHK IEJI0BOI0 YEJIOBEKA.

7. OcoOeHHOCTH BHEUTHETO 00JIMKA IeTIOBOM JKESHIITIHBI
3ajaHus 1J151 CAMOCTOSITEJIbHOM PadoThlI.

[ToaroroBka CpaBHUTENLHON XapaKTEPUCTUKU MPOBEICHHS MEXTyHaPOAHON KOH(EPEHLINH, CUMIIO3UYyMa,
cbhe3Jla, KOHrpecca, MeXayHapoaHoro Gopyma

Tema 12. AHaJIMTHYECKHUE, CEPBUCHBbIE U TexHN4Yeckue pynkuun cekperapsa (I1K-4)
Jlekumus.
Pedepentckas pestenbHOCTb, paboTa C TEKCTaMU YHIPABICHUYECKHMX JOKYMEHTOB TIPH TMOATOTOBKE
JIOKJIaJIOB, BBICTYIUIEHUHN pykoBoauTens. CocTaBlIeHHE OTYETOB, CBOJOK. AHamu3 u cOop uH(bOpMaIuu.
Co3nmanne 0a3 MaHHBIX MO JOKYMEHTaM, KoppecmoHJeHTaM u mpodee. OcobeHHOCTH paboThl CcO
CHeIUaTU3UPOBAHHOM JIUTepaTypoil. AHanmu3 myonukaruii B mpecce. CocTaBlieHHe aHHOTAITUH.

[IpaBuna cepBHCHOTO OOCTY)KHMBaHHMsSI TIPUEMOB, Tpe3eHTanuil. CepBHUPOBOYHBIE U XO35AHWCTBCHHBIC
omepanuu. YTOIICHUE TIOCETHTeNed B KaOuHeTe pykoBomuTens. Opranusanusdypiiera, Opeik-kode,
Ou3Hec-J1aHya.

OO0s13aHHOCTH CeKpeTapsl MO MeYaTaHHI0, THUPAKUPOBAHMIO, pacCchbUIKe NOKyMeHTOB. IIpuem u mepenaua
¢akcorpamm. [lepegaya JOKyMEHTOB B CTPYKTypHBIE nIoApazaeneHus. ObecneyeHne nopsiika B IpUeMHON U
KaOMHEeTEe PYKOBOAUTEIIS. YXOJI 32 PACTCHUSAMHU

IIpakTn4yeckoe 3ansATHE.

W3yueHne npaBui CEpBUCHOTO 0OCITYKUBAaHUSI IPHEMOB, ITPE3CHTALIUI
3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.

AHanu3 UCTOPUM Pa3BUTHS CPEJICTB CBA3H

4. Konrpoab 3HaHMI 00y4alOLINXCS M THIIOBbIE OLICHOYHbIE CPEICTBA
4.1. Pactipenenenue 0auioB:
banbHO-pEUTHHIOBBIE MEPOIIPUATHUS HE IIPELYCMOTPEHBI

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
KossioxkBuym (KoHTpoOJILHBIH cpe3)

Tema 3. [1nanoBast ¥ oT4eTHAs TOKYMEHTALUs B paboTe ceKpeTaps
1. Kakue BBIIETSAIOT COBEUIAHUS IO COCTABY YYaCTHUKOB?
2. Yro Ttakoe xkoH(pepeHIHs?
3. Kakoli mepBblid TOKYMEHT COCTABJISAECTCS MPU MOATOTOBKE COBEIIAHU?
4. Kaxoil BUJ IIprieMa OTHOCUTCS K JHEBHOMY?
5. Kako¥li BuJ1 nmpuema OTHOCUTCS K Be4epHEMY ?
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Tema 7. [lenoBas nepenucka. Opranuszanus paboThl C TOKYMEHTaMU

Tewma 10. ITogroroBka A€I0BBIX MOE310K PYKOBOAUTENS

IIncbmennas padora (IlmcbmenHasi caMocTosiTe/IbHAsS padoTa)

Tema 1. MecTo u 3HaYeHHE CEKpeTaps B CTPYKType ynpapieHus. OO01mias XapakKTeprucTruKa IeaTeIbHOCTH
ceKpeTaps.

1. Onucarp opranu3anuio padboThl MPUEMHOH (peryIMpOBaHUE IMOTOKA TPUEM U PETUCTPAIUS
MOCETUTENEH).

2. [lepeuncnuts TpeOOBaHMS K OpPraHU3alui paboThl Ha KOMITBIOTEPE.

3. IlepeuncnuTh BUbI IPUEMOB: ITOJIOTOBKA U IIPOBEICHHUE.

4. CocTaBUTb IUIaH pabOYEro JTHS CEKpeTaps.

5. IloAroToBUTH A€JI0BBIE MUCbMA Pa3IMYHBIX BUJIOB.

Tema 2. HopMaTuBHO-METOANYECKHE JOKYMEHTBI, PEIJIAaMEHTHPYIOIINE ACSITEIbHOCTh CEKPETapsl.

Tema 4. TpynoycTpoicTBO U afanTanus K paboTe cekperaps

Tema 6. Opranuzaiust ”HOOPMAITMOHHOTO 0OCITY)KHBaHUS COTPYTHUKOB U TIOCETUTENECH PUPMBI

Tema 9. be3nokymeHTHOE 00CTYKMBaHUE PYKOBOIUTEIS

IMoaroroBka u 3amura npe3enranuii (IloaroroBka 3j1eKTPOHHOM NMpe3eHTANH)

Tema 5. Opranuzarust u o0opymoBaHue pabodero MecTa cekperaps
1. 3ammra KoH(pUACHIIMAIEHOW HHPOPMAIIUH IIPH MTPOBEICHUH COBEILIAHHI U TIEPETOBOPOB.
2. Posib cexpeTraps B OpraHu3aliy IprueMa rmoceTuTeseH.
3. Pabota ¢ muCbMEHHBIMH 00paIleHUsIMH TPaKIaH.
4. JlenoBo# 3TUKET B paboTe CeKpeTaps.
5. Texuuueckoe obecnieueHue ACITEIBHOCTH MEPCOHANa oduca.

Tema 11. Dtuker B pabote cexperaps

CemuHapckoe 3aHsiTHE

Tema 8. IloaroroBka u 00CTyKHBaHHE COBEIAHUN
1. Ponb cexperaps B anmapare yrnpaBieHHs U B CTPYKTYpE CIyKObl JOKYMEHTAI[HOHHOTO 00ecrieueHus
YIpaBIEHUS
2. [ToaroroBka mpodeccuoHalbHBIX cekpeTapeil B Poccun 1 3a pyoexom.

3. [IpaBoBast 0CHOBa ceKpeTapcKoil nesTenbHOCTH: TpymoBoe npaBo PD 06 oxpane Tpyna, mpueme u
YBOJIbHEHUH, 3alllUTE UHTEPECOB U MpaB paOOTHUKA, IPEJOCTABIEHUHU OTITYCKOB U JIBIOT.



4. ITopsioK 1 0COOEHHOCTH Pa3padOTKU TOMHKHOCTHBIX HHCTPYKLUN CeKpeTaps.

5. CpaBHUTENbHBIE XapaKTEPUCTUKU KBaTU(UKANOHHBIX TPEOOBAHUH K pa3IMYHBIM KaTerOpUsM
cekperapen

TecrupoBanue

Tema 12. Ananutuueckue, CEpBUCHBIE U TEXHUYECKUE (PYHKIIMU CEKpeTapst

1. Bug cBsi3u, UCTIoNb3yeMblid IS Iepeiadr Ha PaccTosHUE WH(OpMAIUU B BUJIE TEKCTOB, YEPTEKEH,
PHUCYHKOB, Ha3bIBAa€TCA:

TenedoHHas CBSI3b

AIIEKTPOHHAS CBS3b

(hakcUMMITIbHAS CBSI3b

2. TenedoHHast rapHUTYpA - TO:

YCTPOWCTBO, TIPEHa3HAYEHHOE /ISl HAHECEHUS Ha OyMary IIaCTHKOBOTO ITOKPBITHS

C LEJIBI0 3alIUTHl OT BHEIIHUX BO3JCUCTBUM; YCTPOMCTBO Ul IEepefadd SJIEKTPOHHBIX JIOKYMEHTOB,
XPAHSIIMXCS B TAMATH KOMIIBIOTEPA

YCTPOWCTBO, COCTOAIIEE U3 MEXAaHHMYECKU OObEAMHEHHBIX HAYIIHUKOB U MHKPO(QOHOB, UCHOIb3YeMOE s
CBA3U

3. OcHoBHast 3a/1aua cekpeTaps B padbote ¢ TeneoHOM
OCBOOOXKJICHHE PYKOBOAMTEINSI OT BBI30BOB, K HEMY HE aJIpeCOBaHHBIX
COEMHEHHUE PYKOBOIUTEIS C a0OHEHTOM

pelleHe ONepaTuBHBIX BOIPOCOB MO Tese(hoHy

4. BeiOepuTe npaBuiIbHYIO (hOpMY IPOCHOBI IPEICTABUTHCS
[IpencraBpTech, moxanyncra

A xt0 BB1?

Kro rooput?

T'oBopute

5. Kak copmymnupoBats 11€16 3BOHKA

Ckaxwure, k10 Yy Bac 3anumaercst opopmieHrneM Bu3?
Horanaittech, 3auemM 51 Bam 3BoHI0?!

ITo mopy4eHnIo MOETO pyKOBOAMUTEIA 51 XOTeNa Obl yTOUHUTb. . .

4.3 TIpomexxyTouHas aTTecTalus 10 AUCIUILINHE IPOBOAUTCS B OopME IK3aMeHa

Tunosbie Bonpockl 3xk3ameHna (I1K-4)
1. Umumx cexperaps.
2. TpeboBaHUs K TUYHBIM Kau€CTBAM CEKpeTapsl.
3. ApanTanus cekperaps K yCI0BUSIM Tpyaa.
4. Opranuzanus pabo4ero BpeMEeHH CEKpeTapsl.
5. [loBenenune cekperaps B KOHMIMKTHON CUTYaIUH.

Tunosble 3aganusa s 3x3amena (I1K-4)
[MonroroBka maana pabodero JHs.
[TonroroBKa JOKYMEHTOB JJIsl CITYKEOHOW KOMaHIUPOBKH.
YcTaHOBIEHHE CPOKOB XPAHEHHUS JOKYMEHTOB 110 IEPEUHSIM.
[TonroToBka pa3aTuYHBIX BUOB MTHUCEM.

AN

[MoaroroBka TenedoHOrpamMMBI.

4.4. Illkana orieHMBaHMsI IPOMEXKYTOUYHOU aTTECTALIMU



JleckpunTopsl (YpOBHH) — OCHOBHBIC IPU3HAKH OCBOCHHUS (ITOKA3aTeIn

Ornenka Komnerentuu
TOCTHKEHHMSI pe3ynbTaTa)

IK-4 Ha BpICOKOM ypOBHE OCYIIECTBISICT Teae(OHHBIE TEPETrOBOPHI,
«OTIIHYHO» MOATOTOBKY, TPOBEACHHWE ©  OOCIy)XHBaHHUE KOH(EPEHTHBIX
MEpPOTIPUSATHIA, OPTaHU3AIHIO PAOOTHI C TOCETUTEISIMHU

[IK-4 Ha pgocraTroyHO BBICOKOM YpPOBHE OCYILECTBISAET Tele(hOHHbIE
NEPEroBOphl,  IMOATOTOBKY, IpPOBEACHHE U  OOCIYXHBAaHUE
KOH(EpPEeHTHBIX  MEpONpPUATHH,  OpraHM3aunuio  paboTel €
MOCETUTEIISIMU

«Xopomo»

[IK-4 Cnabo ocymectBisier TenedOHHbIE MEPEroBOPHl, IOATOTOBKY,
«YIOBJICTBOPHUTEIHLHO» NPOBEICHUE H OOCITYy)XKMBaHHE KOH(PEPCHTHBIX MEPOINPHSATHIH,
OpraHHU3aIUio0 PabOoThI C OCETUTEISIMU

IK-4 He cniocoGen ocymecTBisaTh TenedOHHBIE IEPETOBOPHI, TTOITOTOBKY,
«HEYIOBJIETBOPUTEIILHO NpoBeeHNEe U OOCITy)XKMBaHWE KOH(PEPEHTHBIX MEPOIPUSATHI,
OpTaHU3aII0 pabOTHI C TOCETUTEIIIMHU

5. Metoanueckue yKkazaHus JJisi 00y4al0UUXCsl IO OCBOCHHM IO TMCIUILIMHBI (MOXYJIA)
5.1 Meroauueckue yKa3aHus IO OpraHU3aIlUN CaMOCTOSITEIbHOI paboThl 00yUYaromuXCs:

[Tpuctynas x M3y4EHHIO AMCLUIUIMHBI, B IEPBYIO odepelb OOydarolMMcs HEOOXOIUMO O3HAKOMMTBCS
conepkanreM paboueii mporpammbl aucturummabl (PIT[]), koTopast ompenenseT comepskaHue, oObem, a
TaKXKe MMOPAJOK U3yUeHHsI U IIPENoAaBaHus ydeOHON AUCIUILINHBI, €€ Pa3/elia, YacTH.

Jlnist caMOCTOSTENbHON pabOThl BAKHOE 3HaUEHUE UMEIOT paszieibl «O0beM U copepikaHue TUCIUILTHHBDY,
«Y4eOHO-MeToauuecKkoe U HH(popMaIMOHHOE 00ecTedeHne TUCIUILTMHBD U «MarepruaibHO-TEXHUIECKOe
obecriedeHre TUCIUILINHEI, IPOrpaMMHOE obecrieueHue, mpodeccHoHaIbHbIe 0a3bl TaHHBIX U
MH(POPMALMOHHBIE CIIPABOYHBIC CUCTEMBI.

B pasgene «O0beM U conepkaHWe IUCIMIUIMHBD) YKa3bIBaIOTCS BCE pasfelibl M TEMbl H3y4aeMoil
JTMCLUIUIMHBIL, @ TAKXKEe BUJBI 3aHATHH U TNIAHUPYEMBI 00bEM B aKaJJeMHUYECKUX Yacax.

B pasgene «YuebHO-MeTommyeckoe W HMH(OpMAIMOHHOE oOecreueHre AUCHUIUIMHBDY — yKa3aHa
peKoMeHayeMasi OCHOBHAs U IONOJIHUTEIbHAS JINTEpATypa.

B pasgene «MarepuaabHO-TEXHUYECKOE OOECIeYeHne IUCLUUIUIMHBL, MPOrpaMMHOE OOeCIeyYeHuUe,
npodeccruoHabHble 0a3bl JaHHBIX U MH()OPMAIMOHHBIE CIIPABOYHBIC CHUCTEMBD» COAEPKUTCS MEpeuyeHb
npo¢eCCHOHANBHBIX 0a3 TaHHBIX U MH()OPMAIIMOHHBIX CIPABOYHBIX CHCTEM, HEOOXOAUMBIX IS OCBOCHUS
JTUCUUTUIAHBL.

5.2 Pexomennaruu o0y4aromumcs 1o padbore ¢ TEOPETHUECKUMHU MaTepHallaMy 110 TUCIUILIIMHE

[Tpu n3yuennu u npopaboTKe TEOPETUUECKOTO MaTepraia HeoOX0IUMO:

- IPOCMOTPETH €Ile pa3 npe3eHTaluo Jekuu B cucteMe MOODLe, noBTOpUTh 3aKOHCIIEKTUPOBaHHBIN Ha
JEKUMOHHOM 3aHATUM MaTepual M JOMNOJIHUTh €ro € YYE€TOM PEKOMEHJOBAaHHOM [IOMOIHUTEIbHOU
JUTEPATYPHI;

- IPY CaMOCTOSATEIIBHOM U3yYEHUH TEOPETUUECKON TEeMBbI C/eNaTh KOHCIIEKT, UCTIONIb3Yysl PEKOMEH/I0BAHHBIE
B PITJI ucrounuku, npogeccuoHanbHble 0a3bl JaHHBIX U HMHPOPMALMOHHBIE CIIPAaBOYHBIE CUCTEMBI:

- OTBETUTDH Ha BOIIPOCHI JIsl CAMOCTOATEIILHON pabOoThI, TTO TeMe MpeacTaBieHHbIe B myHKTe 3.2 PIT/I.

- TP MOATOTOBKE K TEKYIIEMY KOHTPOJIIO HCIIOIb30BaTh MaTepralibl (hoHIa oreHouHbIX cpencts (POC).
5.3 Pexomenmanuu mo paboTe ¢ HayYHOU U y4eOHOM JIUTepaTypoit

PabGota ¢ OCHOBHOM M JONOJHUTENBHOM JIHUTEPAaTYpOl SIBISETCS IIaBHOM (POpMOIl caMOCTOATENbHOM
paboThl M HEoOXOoOMMa MPH MOATOTOBKE K YCTHOMY ONpPOCY Ha CEMUHAPCKUX 3aHATHAX, K Jebaram,
TECTHUPOBAaHHUIO, 3Kk3aMeHy. OHa BKIIOYaeT MpopabOTKy JIEKIMOHHOTO MaTephalia M PEeKOMEHIOBAHHBIX
MCTOYHUKOB M JIUTEPATYPhI IO TEMATHKE JCKIIHA.

KoHCHeKT JIeKInu JOJKEeH coliepKaTh peepaTuBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKIIUH, B TOM YHCIIE C
ornopoii Ha pa3MmeleHHble B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIUTEPATYphl IO
TeMaM, BBIBOJBI MO KaXKAOMY Bompocy. KoHCeKT MOXKeT OBITh BBITIONIHEH B paMKax paclieuyaTKH BbIIa4uH
MPe3eHTAlUi JIEKIUH WM B OTACNIBHOW TeTpaau mo mpeamery. OH JOKeH OBITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKAaTh HE OTHOCALIYIOCS K TeMe UH(POPMAIUIO HITH PUCYHKH.




KoHcnieKkThl HayyHOW JHUTEparypbl NMPU CaMOCTOSATENBbHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI COJEPIKaTh
OTBE€ThI Ha Ka)KI[BIﬁ IOCTaBJICHHBII B TEME BOIIPOC, HUMCTL CCBUIKY Ha HWCTOYHHUK I/IH(bOpMaI_[I/II/I C
00s13aTeNbHBIM YKa3aHUEM aBTOpAa, HAa3BaHMS W TOJa HW3AAHUS HUCIOJIb3YeMOH HaydyHOW JHMTEpaTyphl.
Koucmexkt moxer 6I>ITB OIMOPHBIM (COI[ep)KaTB JIUIIIb OCHOBHBIC KIIFOYEBLIC HOSI/II_II/II/I), HO TIpU 3TOM
MO3BOJISIIOIIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET ObITh MOAPOOHBIM. OO0bEeM KOHCHEKTa
OMpeaAciACTCa CaMUM CTYACHTOM.

B nporecce paboThl ¢ OCHOBHOM W JOTIOTHUTEIIBHON JTUTEPATYPOH CTYICHT MOXKET:

- JCJIaTb 3alluCu IO XOAYy UYTCHUA B BHUAC MPOCTOr0 WJIMW PAa3BCPHYTOIO IJIaHA (COB,Z[aBaTI: MEpCUCHb
OCHOBHBLIX BOITPOCOB, PACCMOTPCHHLBIX B I/ICTOLIHI/IKG);

- COCTaBJATH TE3HUCHl (LMTHpOBaHHE HauOoJee BAKHBIX MECT CTaTbu MJIM MOHOTpaduu, KOpPOTKOE
U3JI0KEHHE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 000011IeHe OCHOBHBIX BOIIPOCOB PabOTHI);
- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).
5.4. PexoMeHaIMK 10 IOATOTOBKE K OTAEIBHBIM 3a/IaHUSIM TEKYIETO KOHTPOJIS

CobecenoBanue MpennojaraeT OpraHu3aluio Oecelnpl MpernoAaBareist cO CTyAEHTaMH [0 BOIpOcam
MPAKTHYECKOTO 3aHATUS C LIEJbI0 Oojiee OOCTOATEIHHOTO BBISBICHHUS UX 3HAHUN MO OINpeneIeHHOMY
paszgeny, TeMme, mpobieme U T.I. Bce wieHbl Ipynmbl MOTYT Y4acTBOBaTh B OOCYXKIEHUU, J00aBIATH
nH(pOpMaIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1.

YCTHBIE OMpOC MOXKET TPUMEHATHCS B pas3audHbIX (Qopmax: (QpoHTaIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHBIA. OCHOBHBIE KaUY€CTBA YCTHOTO OTBETA MOJIJIEKAIIETO OI[CHKE:

- IPaBUJILHOCTH OTBETA IO CO/IEPIKAHUIO;

- IOJIHOTA U TITyOWHA OTBETA;

- CO3HATENIbHOCTh OTBETA;

- IOTUKa U3JI0KECHUS MaTepuaa;

- PalMOHAJILHOCTh UCIIOJIb30BaHHBIX PUEMOB U CTIOCOOOB PEIlIeHUs TOCTABIEHHON yueOHO! 3a1auu;

- CBOEBPEMEHHOCTh U A((HEKTUBHOCTH UCIIOIB30BAHMS HATMISIHBIX MOCOOM U TEXHUYECKUX CPEACTB MPHU
OTBETE;

- HCTIOJIb30BaHMUE JIOMOTHUTEIILHOTO MaTepuarna;

- palMoOHAJIbLHOCTD HUCIIOIB30BAaHUSI BPEMEHU, OTBEJICHHOTO Ha 3a/1aHue.

YCTHBIM OIIPOC MOXKET CONPOBOXKAATHCS IMPE3ECHTALUEH, KOTOpas IMOATOTaBIMBACTCA IO OAHOMY U3
BOIPOCOB MPAKTUYECKOTO 3aHATH. [Ipy BBICTYIUICHHH C MPE3eHTalMell HeoOX0MuMOo oOpaIiaTe BHUMAaHHE
HA TaKWe MOMEHTHI KaK:

- colep)KaHUE TPE3CHTALMU: aKTyalbHOCTh TEMbI, MOJIHOTA €€ PACKPBITHSA, CMBICIOBOE COMAEp)KaHUE,
COOTBETCTBHE 3asBJICHHOM TEMbI COJIEP)KaHNIO0, COOTBETCTBHE METOAUYECKUM TPEeOOBAHUAM (LIETTU. CCHUIKU
Ha PECYpChl. COOTBETCTBHUE COACpPKAHUS U JIMTEPATyphl), MpaKTUUeCKas HaNpaBIeHHOCTb, COOTBETCTBUE
cofiepaHusl 3asBICHHON QopMe, aJleKBaTHOCTh UCIOIb30BAHUS TEXHUYECKUX CPEACTB YUeOHBIM 3ajlauaM,
MOCJIEZIOBATENBHOCTD U JIOTUYHOCTD MPE3EHTYEMOT0 MaTepuara;

- odopMiieHHE TMpe3eHTAlMU: O00bheM (ONMTHUMaTbHOE KOJWYECTBO), AW3alH (YUTAEMOCTh, HAJIMYHE U
COOTBETCTBHE TpaUKd U aHUMAIMH, 3ByKOBO€ OQOpMIIEHHE, CTPYKTypUpOBaHHE UHOpMAINH,
COOTBETCTBHE 3asBICHHBIM TpPEOOBAaHUSM), OPUTHHAIBHOCTH O(OPMIIEHUS, SCTETHKA, HCIIOJIb30BaHUE
BO3MOXKHOCTH MPOTPAMMHOM CpPeIbl, COOTBETCTBHE CTaHIAapTaM o(pOpMIICHUS;

- TMYHOCTHBIE KaueCTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIOIEHUE PErIaMeHTa, SMOIIMOHATIBHOCTh, YMEHUE
OTBETUTH Ha BOIIPOCHI, CUCTEMaTU3UpPOBaHHbIE, INTyOOKKE U MOIHbIE 3HAHUS 110 BCEM pa3jiesaM MporpaMMmbl:
- coiep)aHWe BBICTYIUICHHUS: JIOTUYHOCTh H3JI0KEHHUS Marepualia, PacKpbITUE TEMBbI, JIOCTYIHOCTh
uznoxkenus, d3PpdextuBHoCcTh npuMeHeHus cpeacts HWKT, cmocoObl u  yciaoBHs —JIOCTHXKEHHUS
pPEe3yNBbTaTUBHOCTH W 3(P(EKTUBHOCTH U1l BBIMOJHEHHS 3a/1a4 CBOeH MpOo(eCCHOHAIBHONW WM Y4eOHOU
NeSITeNIbHOCTH, JI0Ka3aTeJIbHOCTh MPUHUMAEMbIX PEIICHUM, YMEHHE apryMEHTHPOBATh CBOM 3aKIIIOYCHMUS,
BBIBO/IB.

6. YueOHO-MeToAUYecKOe U MHPOPMALIMOHHOE 00ecnieYeHue TUCIHIINHBI

6.1 OcHOBHas nuTEpaTypa:
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1. YpaeBa U.B. Cekperapckoe oOciykuBanue : yueO. mocobue. - TamOoB: [MUzmar. nom TI'Y um. I'P.

HepxaBuna], 2014. - 229 c.

2. Tpososa O. C. Jlenonpon3BoncTso : yueGHoe nocobue. - Momxap-Omna: TToBOmKCKHiT TOCYIapCTBEHHBIIA
TexHojornueckuii yusepcuret, 2015. - 124 c. - Tekcr : snexrponnbiii // OBC «YHuBepcuterckas
oubmuoTeka onnaite» [caidt]. - URL: http://biblioclub.ru/index.php?page=book&id=439196

6.2 JlononHUTENbHAS JIUTEPATYpA!

1. JIykam 0. A. BeITh cekpeTapem pykoBomuTesst GuUpMbl : yaeOHOe mocodue. - 2-¢ u3l., crep.. - Mockaa:
O®nunta, 2017. - 98 c. - Teker : snexkrponHsbI // DBC «YHUBEpcUTETCKas OMOMMOTEKA OHJIAWHY [CalT]. -
URL.: http://biblioclub.ru/index.php?page=book&id=114956

2. PribakoB, A. E. OcHoBbl nenonpons3BoacTBa : yueOHUK. - 2022-08-04; OCHOBBI 1€10NPOU3BOACTBA. -
Munck: Pecnybnukanckuii HHCTUTYT npodeccroHansHoro obpazosanus (PUIIO), 2016. - 320 c. - Tekcr :
anextpoHHbIi / [IPR BOOKS [caiit]. - URL: http://www.iprbookshop.ru/67690.html

3. XmenbHuuikas, O. E. Cekperapp - 110 KOMIaHUU (UMUK CEKpeTaps, ACJIOBOM 3TUKET U MPOTOKON). -
2023-05-21; Cexkperapp - MO KOMIAaHMM (MMHDK CEKpeTaps, JEJIOBOM JTHKET M HPOTOKON). -
HoBocubupck: Cubupckoe yHUBEepcUTETCKOE m3aaTenbeTBo, 2017. - 127 ¢. - Teker : anekrponnsiit // IPR
BOOKS [caiit]. - URL: http://www.iprbookshop.ru/65153.html

4. Jlazapes, K. IIpodeccrss — MOMOIIHUK PYKOBOAMUTEINS: MPUEMBI «BBICIIErO muiiotaxa». - 2020-12-31;
[Tpodeccust — MOMOITHUK PYKOBOAMTEINS: IPHUEMBI «BBICIIETO MHJIOTaxa». - MockBa: AnpnuHa [labmumep,
2020. - 152 c¢. - Tekcr : onekrponneii // IPR  BOOKS [caiit]. - URL:
http://www.iprbookshop.ru/93047.html

6.3 VlHble UCTOYHUKMU:
1. XKypnan "Cekperapb-pedepent. OdurmanbHeiii caiT - https:// www.profiz.ru/st/

2. XKypnan [lenonmpou3BOACTBO W JOKyYMEHTOOOOpOT Ha mnepanpusatuu. OduiumanbHeIA CcalT -
https://delo-press.ru/journals/documents/

3. DHIMKIIONE U JeIONPOU3BOACTBA - https://olimpoks.ru/enc/

7. MaTepuaibHO-TeXHHYECKOe o0ecnedeHue M CHUILIMHBI, IPOrPpaMMHOe odecrieveHne,
npodeccuoHaIbHbIe 0a3bI JAHHBIX U HHPOPMAIIMOHHBIE CTIPABOYHbIE CHCTEMbI

I[J'DI MMPOBCACHUA 3aHATUM TI0 JUCHUITINHEC HGOGXO,Z[I/IMO CJICAYIOIICC MAaTCpUAJIbHO-TCXHUYCCKOC
obOecrieucHue: y‘-Ie6HI>Ie AyaIuTOpruu JId TIPOBCACHUA 3aHATHI JICKIUOHHOI'O W CCMHUHAPCKOT0 THIIA,
IpynmnoBbIX W HWHIAWBHUAYAJbHBIX KOHCYHLTaLII/If/’I, TCKYLICTO KOHTPOJA H HpOMe)KYTOqHOﬁ arrecranuu,
IIOMCIICHUA 1A CaMOCTOSITEIIHbHOM pa6OTI:I.

VY4eOHble ayTUTOPUN U MIOMELICHHUS JJIS1 CAMOCTOSTEIbHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATIM3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMHU CPEACTBAMHU 00yUeHHUsI, CITy>KalllMMU JJIsl TIPeACTaBIeHUs yueOHoM nHpopManuu
OO0JIBIIION ayTUTOPHH.

[TomereHust A1 CaMOCTOSITEIBHON pabOThl YKOMITJIEKTOBAHBI KOMIIBIOTEPHOW TEXHUKOM C BO3MOXKHOCTBIO
MOAKITFOYEHHUS K ceTn "UnTepuer” u obecrieueHrEeM JloCTyna B AIEKTPOHHYIO
MH(pOPMAITMOHHO-00pa30BaTEILHYIO CPeNy YHUBEPCUTETA.

Jlnst mpoBeieHusl 3aHATHI JICKIIMOHHOTO THIIAa UCTIONB3YIOTCS HA0OPBI IEMOHCTPAILIMOHHOTO 000PY/I0BaHuS,
o0ecreYnBarole TEMaTHYECKHE WILTIOCTPAINH (TIPOEKTOP, HOYTOYK, SKpaH/ MHTEPaKTUBHAS JOCKA).

JlumeH3noHHOE U CBOOOHO pacpOCTpaHsIeMOe IPOrpaMMHOE 00eCTICUeHHE:
Onepanuonnas cucrema Microsoft Windows 10
Microsoft Office [Ipodeccuonansusiii moc 2007

Kaspersky Endpoint Security ans OusHeca - Cranmaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

[Ipodeccuonanpubie 6a3bl JaHHBIX U MH(POPMAITMOHHBIC CITIPABOYHBIE CUCTEMBI:
1. Hayunas snekrponnas 6ubianoreka eLIBRARY.ru. — URL: https://elibrary.ru
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2.  VYHuBepcuTeTcKas  OMOMMOTEKa  OHJAWH:  DJIEKTpOHHO-OMOmmoreunas  cuctema. —  URL:
https://biblioclub.ru

3. Poccwuiickas rocynapcrBenHas 6ubnuoreka. — URL: https:/www.rsl.ru

4. KoHCynpTaHT cTyaeHTa. ['yMaHUTapHbIE HayKd: OJEKTPOHHO-OMOmuoreunas cucrema. — URL:
https://www.studentlibrary.ru

5. [Ipesunentckas 6udnuorexa umenu b.H. Expriuna. — URL: https://www.prlib.ru
6. Poccuiickast HarmonanbHas Oubnanoreka. — URL: http://nlr.ru

7. ONEeKTpOHHBIN KaTrajor @yHIaMEHTaIbHON OoubmuoTeKn TTV. — URL:
http://biblio.tsutmb.ru/elektronnyij-katalog

8. KOpaiit: snexTponHo-0mbamoTeuHas cucrema. — URL: https://urait.ru
9. OBC «YHuBepcutetckas 6nbnuoreka onnain» . — URL: http://www.biblioclub.ru

10. OBC «KoHcynbTaHT cTyaeHTa»: KoJuleKIuu: MenunuHa. 3apaBooxpaHeHue. ['ymaHuTapHbele HayKu . —
URL: https://www.studentlibrary.ru

11. CripaBounas npaBoBas cuctema "KoncynbranT mitoc”. — URL: http://www.consultant.ru
12. Hudposoii odpazosarensHblii pecypc IPR SMART. — URL: http://www.iprbookshop.ru

JJIeKTPOHHasi HH(POPMALIMOHHO-00pa30BaTe/IbHAsA Cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

B3aumoneiictBue mpemnomaBaTenss M CTy[JEHTa B Ipolecce OOy4eHHUs OCYLIECTBISETCS MOCPEICTBOM
MYJIBTUMEMMHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHHUKAIIMOHHBIX TEXHOJOTHUH, HUCHOJIBb3YEMBIX B
ANIEKTPOHHOH MH()OPMAIIMOHHO-00PA30BATEILHON CPEie YHUBEPCUTETA.



