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1. LEJU ¥ 3AJAYHA OCBOEHMUSI JUCLATIIMHBI



Hean ocBoeHUsT AUCHUIUIMHBI (MOIYJs): O3HAKOMUTH CTYAEHTOB C OpraHu3aluein
COBPEMEHHOTO CEKPETAPCKOro OOCTY>KMBAaHUS, PACKPBITh CYIIECTBO OCHOBHBIX MPOOIEM
JTaHHOU NMpoheCCHOHAIBHON e TEIHHOCTH.

3agaun:

— TPOCIEAWTH COJAECpPKAaHUE COBPEMEHHBIX TpeOOBaHUUA K  CEKpEeTapcKou
NEeSITENBHOCTH;

- paccCMOTpPETh pOJIb CEKpeTaped pa3IMYHbIX KaTeropuii B COBPEMEHHOM
YIIPaBJICHUYECKOM arapare;

- O3HAaKOMHTHh CTYJCHTOB C JIOJDKHOCTHBIMH OOSI3aHHOCTSIMH  CEKpeTapsl,
OpraHu3alie COBPEMEHHOTO CEKPETAPCKOT0 0OCITYKUBaHUS,

- PacKpeITh CYIIECTBO OCHOBHBIX TIpOOJeM JaHHOW TpodecCHOHATHLHOM
TesATeILHOCTH CPOPMUPOBATH MPAKTHIECKUE TTPO(PECCHOHATLHBIC HABBIKH.

2. MECTO JUCHUIIVIMHBI B CTPYKTYPE OIIOII BO
JlanHast QUCHMIUIMHA OTHOCHUTCS K LUKy AMCLUMIUIMH MO BHIOOPY (BapuaTUBHAs
yacTb). M3ydyeHue JuCHUIUIMHBI Oa3upyercs Ha 3HAHUM CTYJIEHTaMHU CIEIYIOIIHNX
JUCHMIUIMH y4eOHoro miuaHa: «Pycckuil si3bIK U KyJIbTypa peun», «JoKkymMeHTOBeneHHeY,
«/loxyMeHTHass nuHrBUCTUKa», «Opranuzamuss u TtexHosorus JOYy», «ConuanbHbie
KOMMYHUKALIMWY, «JleJI0OBOM dTUKETY.

3. TPEBOBAHMSI K PE3VJIbLTATAM OCBOEHUSI COJEPXAHUSA
TV CHUTLIAHBI

[Ipouiecc wW3yyeHUss AUCIHUIUIMHBI HAaNpaBieH Ha (OPMHUPOBAHUE DIEMEHTOB
cieayromux komnereHuid B cooTrBeTcTBUM ¢ PI'OC BO mno maHHOMY HampaBJIEHUIO
MOATOTOBKH (CHEIIMATLHOCTH):

a) npogeccuonaabubix (ITK)

[1K-17 BnagenremM MeToAaMu 3alllUuThl UHPOPMAITUY;

[1K-18 BrnageHue COBpEMEHHBIMU CHCTEMaMu MH(POPMALKUOHHOTO M TEXHUYECKOTO
obecrnieyeHus: TOKYMEHTAI[MOHHOTO 00eCTIeUeHUsl YIIPaBICHUSI U YIIPABJICHUS] apXUBaMU,

[IK-19 cnocoOHOCT, UCHOJIB30BaTh MpPaBWJIa MOATOTOBKM  YNPABIECHYECKUX
JIOKYMEHTOB U BEJCHUS JICTIOBOM MEPEIUCKHU;

[TK-20 cmocoOHOCTh MCIMOJIB30BaTh MpPaBHJIa OPTaHU3AIMKM BCEX ATANOB PabOTHI C
JIOKYMEHTaMH, B TOM YUCJIE apXUBHBIMU JOKYMEHTAMU;

[IK-25 BnaneHue HaBbIKAMU MOJTOTOBKH YIPABICHUYECKUX JOKYMEHTOB U BEICHUS
JEJIOBOU MEPEINCKY;

[1K-35 3nanneM TpeOGoBaHMIA K OPTaHU3AIUN CEKPETAPCKOTO 00CTYKUBAHUSI.

B pe3ynbpTaTe 0CBOSHUS IUCHUIUIMHBI 00YYaIOUINecs TOJKHBI:

3uamo:

OCHOBHBIE METO/Ibl, CIOCOOBI M CpPEICTBA IMOJYYEHHUS, XPaHEHHUs, MepepadOTKU
uH(popMaIuy;

OCHOBHbIE HaBbIKU pPabOThl € KOMIIBIOTEPOM KaK CpEJICTBOM YIPAaBIICHUS
uH(popmaImei;



3aKOHO/ATEIbHYI0 M HOPMAaTHBHO-METOAWYECKYI0 0a3y JAOKYMEHTAI[MOHHOTO
o0ecrnieueHns ynpaBICHUS;

TEHACHLIIMA  pa3BUTUA  HH(OPMALMOHHO-IOKYMEHTAIMOHHOTO  O0ecredeHus
yIpaBJICHUS).

Ymemo:

JIOTHYECKH BEPHO, apTyMEHTUPOBAHO U SICHO CTPOUTH YCTHYIO U TMCBMEHHYIO peyb;

paboTaTh ¢ nH(pOpMaLKEN B ITI00ATbHBIX KOMIIBIOTEPHBIX CETSIX;

CTPOUTH JICTOBYI0 KOMMYHHUKAIIUIO, YIUTHIBAsi HOPMBI STUKU;

BECTH JICJIOBYIO IOKYMEHTAIIMIO, B COOTBETCTBUH C YCTAaHOBJICHHBIMH MPABUIIAMU U
HOpMaMu

Bnaoemow:

- CHOCOOHOCTBHIO TMOHUMATh CYIIHOCTh W 3HAuYe€HHWE HMH(OpPMAIMM B Pa3BUTHU
COBpEMEHHOT0 WH(GOPMAIMOHHOTO OOIIeCTBa, CO3HABaTh OMACHOCTH W YIPO3HI,
BO3HUKAIOIIME B 3TOM IIpoOLEcce, COOJII0IaTh OCHOBHBbIE TpeOOBaHUs MH(GOPMALMOHHON

6€3OH3CHOCTI/I, B TOM 4YHUCJIC 3al1IUTHI FOCYIIapCTBeHHOﬁ TaﬁHBI;

- HaBBIKaMU PaOOTHI ¢ JOKYMEHTAaMH, COACPKAIMMU UHPOPMAIIUIO OIPAaHUYCHHOTO
JIOCTYIIA;

- HaBBIKAMHU HCIIOJb30BAaHUS KOMIIBIOTEPHOM TEXHUKM H HHOOPMAIIMOHHBIX
TEXHOJIOT UM,

- TpaBUJlaMH TIOJATOTOBKHM YTNPABICHYECKUX JIOKYMEHTOB W BEACHUS J1€TIOBOM
NEPEINCKU;

- MpaBUJaMU OPTaHU3AIMU BCEX ATANOB PabdOThl ¢ JOKYMEHTaMH, B TOM YHUCJE
apXUBHBIMHU JJOKYMEHTAMHU.

IIpuoGpecTn ONBIT AEATEILHOCTH:
- TH(HOPMAIIMOHHO-JOKYMEHTAIITMOHHOTO O0ECIIEYEHUsT YIIPaBICHYECKON JesSTETLHOCTH B
CTPYKTyp€ OpraHu3aluu;
- HUCTOJB30BaHUS HWHMOPMAIIMOHHBIX TEXHOJOTUA U  CPEJACTB OPITEXHUKH B
JOKYMEHTAITMOHHOM 00€CTIeUeHUN YTIPABJICHHUS.

4. CTPYKTYPA U COAEP KAHUE JUCHUIIJIMHbI

4.1. CTpyKTypa QM CUMILINHBI

Jns BAOYHOI'O OTAEJIEHUA:

OO01mmas Tpy10eMKOCTh TUCIUIUIMHBI COCTaBIseT 4 3aueTHbIX eauuull (144 vaca).

3 « & Bunel yueGHoii DOpMBI TEKYIIETO
No 3 5 5 paboThI, BKIIIOYAs KOHTPOJISt
i = é} g CaMOCTOSITENIFHYIO |  YCIIEBa€MOCTH (7110
Pasnen O 54 paboTy cTyIeHTOB HeoeAM
U TPYJOEMKOCTH (B cemecmpa)




JTUCIUTUTAHBI qacax) dopma
MIPOMEKYTOUHOMU
aTTecTaluu (no
cemecmpam)
J|] II| U| C
3 3 P
1 Ponw cekperaps B CTpykType 2 2
yIpaBJICHUS 0
2 Kareropum  cexperapeii u 1 1
cucrema TpeOOBaHUI K HUM 0
3 HopmaTtuBHO-MeTO1MUEeCKast 1 1 CEMUHap
0a3a eI TeNbHOCTH CEKpeTaps 0
4 Opranmzanus ¥ yCIOBUS 1 CEMHHAp
paboTHI CeKpeTapst 0
5 Jlenonpoun3BoICTBEHHbBIE 2 1
(GyHKIIMM cekpeTrapst 0
6 AJIMUHUCTpATHBHBIE (DYHKINH 2 1 TECT
cekperaps 0
7 OpranuzanoHubie  QyHKIUU 1 TPEHUHT
cekperaps 0
8 AHanuTnyeckue GyHKIUN 5)
CeKpeTaps
9 OTuKa cekpeTaps 5)
10 TpynoycTpoicTBO cekperaps 1
U ajianramnus K padore
IK3aMeH 3
0
Utoro: 2 6 9 144
1

4.2. TemarnueckHidi IJIAH OCBOCHHUHA JHUCIHUILIHHDI

AESITeJIbHOCTH M BUABI CAMOCTOSATEILHOM (BHEAYAMTOPHOM) padoThI

N0 BHAAM Y4eOHOH

HaumenoBanue Conep:xaHue yuedOHOro MaTepuasa ®opmu-
pa3aesioB U TeM (TeMBI, NEpeYeHb PACKPBIBAEMbIX BOIIPOCOB): O0bem | pyemble
JIEKIIH, IPAKTHYECKH e 3aHATHUS (CEMUHAPBI), yacoB/ | komme-
HHIUBHIYaJbHbIE 3aHATHS, CAMOCTOSITeJIbHAS padoTa 3.e. TeHIUH
o0yyaouuxcsi, Kypcopasi padora (1o Teme)
1 2 3 4
3cemecTp
Paspea 1. Pousib cexperapsi B CTPYKTYype YIIPaBJICHHS.
Tema 1.1. Jleknmu: Beenenuwe. Ilpenmer m 3amaum kypca. Llenp u TIK-17
Poab cexperapsi B | 3a1aun  yueOHOro Kypca. MecTto Kypca B CHCTEME 11K-18
CTPYKTYpe npodeccnoHanbHOTO 00y4eHUsl CTy/IeHTOB. Ponb cexperaps 1 I1K-19
ynpasJieHMs. B COBPEMEHHOM YIIPaBJIEHYECKOM amrmapare U B CTPYKType 11K-20
CIIy’)kObl JJOKYMEHTAllMOHHOTO OOEeCIeUeHusl YIpaBJICHUS. I1K-25
Vctopus cekperapckux ciyx0 B JIOPEBOJIOIUOHHOU 1TK-35




Poccun u B coBerckoe Bpemsi. Bospacranue 3HaueHUs
cekperapckoro oocnyxuBanus B 1990-e rogsr. [Tonroroska
npodeccuoHanbHbIX cekperapeil B Poccun u 3a py6exom.
[earenbHocTh MEXyHApOAHON aCCONMALIMN CEKPETAPEH.

[IpakTHYecKHe 3aHITHS ( CeMI/IHaDBI)Z

CamocrosrenbHas padbora: M3ydyenue yueOHOro Marepuaina
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Pazgea 2.

Kareropuu cexperapeii u cucrema Tpe0oBaHMii K HUM

Tema 2.1
Karteropuu
cekperapei u
cucremMa
TPeO0OBaHNH K HUM

Jlekumn: Karteropuu cekperapeid (cexperapb Ha
TenedoHe, JTUYHBIA CeKpeTapb, TEXHUYECKUH CeKpeTapb,
CeKperapb CTPYKTYPHOTO IOAPA3ACICHHUs, CEKpeTapb-
pedepeHT, cekpeTapp KOJUIETHH, YYEHBIH CeKpeTaph).
[MpuHnunuanbHbple OTAMYMS OOS3aHHOCTEH CekpeTaps u
cekperapsi-pepepeHTa, cekperaps KOJUIETMH, YYE€HOTO
cexperapsi. MHAIMAaTUBHOCTS, OpraHU30BAHHOCTb,
OTBETCTBEHHOCTb, TYHKTYaJIbHOCTh, UH()OPMHUPOBAHHOCTH —
OCHOBHBIE JICJIOBBIE KadecTBa cekperaps. dopmupoBaHue
KOMIIeTeHTHOCTH.  J[oOposkenarenbHOCTh,  CKPOMHOCTb,
AKKypaTHOCTb, TpyAoaooue, AMOLMOHAJIbHAS
YPaBHOBEIIEHHOCTh — Ba)KHEHIINE JIMYHOCTHBIE KAuecTBa,
HeoOxonuMmble B pabore cekperaps. bas3oBble 3HaHuA
cekperapsi-pepepeHTa — KOMIIBIOTEp, EIOMPOU3BOJICTBO,
MaIllMHONUCh, HWHOCTpaHHBIN s3bIK. [IpodeccnonanbHbIC
3HaHUA W HaBblkU. KBanmudukanuoHHsle TpeOOBaHUSA K
CEKpeTapsM pa3In4HbIX KaTErOpUI.

[Mpaktuueckue 3aHaTus (cemunHapbl) KBamudukannoHHbIC
TpeOOBaHUSI K  CEKpeTapsM  pazIM4HbIX  KaTeropui
(cexperapp Ha TenedoHe, TUYHBIN CeKpeTapb, TEXHUYECKUN
CEKpeTapb, CEKpeTapb CTPYKTYpPHOTO MOJpa3JelieHus,
ceKpeTapb-peepeHT, CeKpeTapb  KOJJIETMH,  Yy4YCHBIH
cekperaph). MexayHapoJHble TpeOOBaHMUS K JIOJDKHOCTH
cekperapss. OCHOBHBIE JIEJIOBbIE KadecTBa CEKpeTapsi.
JInuHOCTHBIE KauecTBa, HEOOXOUMbIE B paboTe ceKpeTaps.
ba3oBble 3HaHUs, yMEHUS CEKpeTapsl.

CamocrositensHas pabora 3yuenue yueOHOTO MaTepuaia

10

1IK-17
11K-18
11K-19
11K-20
1TK-25
11K-35

Pa3nea 3 HopmaTtuBHo-MeTOaMYecKkas 0a3a 1esiTeIbHOCTH CEKpeTaps.

Tema 3.1

HopMmatusHo-
MeToauYecKas 0a3a
JAeATeJIbHOCTH
cekperaps.

Jlexuuu: Tpynosoe npaso Poccuiickoii denepanuu
o0 oxpaHe TpyHda, NpUEMe U YBOJbHEHUH, 3allUTe
MHTEPECOB U MpaB pabOTHUKA, IPEJOCTaBICHUE OTIYCKOB U
nerotT. Peanusanus nmpaB pocCHWCKHMX JKEHIIMH Ha TPYyI B
COBpPEMEHHBIX ycioBUsX. HopmaTtuBHO-MeToanyeckas 06a3a
KBaJIU(PUKAITMOHHBIX TpeOoBaHU K npodeccuu.
BuyTpuyupexneHdyeckass periamMeHTanus —JIOJKHOCTHBIX
obOsi3anHOoCcTel  cekperaps. Ilopsimok w  ocoOeHHOCTH
pa3paboTKKM  JOJDKHOCTHBIX ~ MHCTPYKIMH  cekperapei
Pa3IMYHBIX KaTeropui. JJomKHOCTHON U YUCIEHHBIN COCTaB
MIPUEMHON PYKOBOJUTENS, pacipeiesieHue o0s3aHHOCTel B
cekperapuartax. JIOJDKHOCTHOM  CTaryC pPYKOBOJIWTENS
CEeKpeTapuaTa, OTHOUIEHMS C  TOAYMHEHHBIMH U

1IK-17
I1K-18
11K-19
I1K-20
1TK-25
I1K-35




HENOJYMHECHHBIMU  CTPYKTYPHBIMHM TOJPA3ACICHUSAMU U
JODKHOCTHBIMU  jinuamu.  OOydvaromasi ~ MHCTPYKIHA
CEeKpeTapsl.

[IpakTuueckue 3aHsATUS (ceMuHapbl) JlOMKHOCTHAasT H
oOyuarolasi MHCTPYKIIUU CeKpeTapsl.

CamocrosrenbHas pabora M3ydenne yueOHOTO MaTepuaia
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Pa3znen 4

Opranmaum{ n yCJIoBUsA paﬁoTLI CeKpeTaps.

Tema 4.1.
Opranusanus

U YCJI0BHS PadoOThI

ceKkpertaps.

Jlekmmu: Opranu3anus pabodero mecra cekperaps,
XapakTepucThka mebOenu U 000pyJoBaHMs, HEOOXOIUMBIX
TEXHUYECKUX CPEACTB, KAHLEISIPCKUX IPUHANICKHOCTEM,
OpPITEXHUKU. YCIOBHUS TpyJda — OCBELIEHHOCTh pPabouero
MecTa, ILIyM, TemIeparypa Bo3ayxa. Pexum Tpyaa u
oraeixa. OCHOBHBIE TMpaBWiIa TEXHUKH O€30MaCHOCTH.
HopMupoBanue Tpyna — HOpMBI BPEMEHH Ha BBIIIOJHEHUE
MaIlIMHONUCHBIX, cTeHorpaduyecKux,
JIeJIONPOU3BOJICTBEHHBIX paboT. PesxuM pabouero BpeMeHH.
CepxypouHast pabora. OpraHu3alMOHHBIE MPUHIIUIIBI
pacriopsiika 1HsA cekpetaps. lIpumepnslii mian pabouero
nHs. Mcnonb3oBaHWe KOMIbIOTEpA IS [UIAHUPOBAHUSA
pabouero JaHsl.

[paktnueckue  3aHsTus  (cemuHapwl) [lmanupoBanue
paboyero IHS ceKpeTapsl.

CamocrosTelnpHas pa60Ta I/I3yquI/Ie yqe6H0ro Marcpuraia
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1IK-17
1IK-18
11K-19
11K-20
1TK-25
11K-35

Pa3pen 5.

JesonpousBoacTBeHHble QyHKINH CeKpeTaps.

Tema 5.1.
Henonpoussoacrsee
HHbIE pynxuun
cekperaps.

Jlexnuu: cucreMarusauus W TNepBUYHas — 00paboTka
JIOKYMEHTOB. IIpenBapurenbHOE paccMOTpeEHHE,
perucrpanusi U pacrnpeaeacHue MoCTyNUBUINX JOKYMEHTOB.
Ilepenaua noxkymeHToB Ha ucnosHeHue. KoHTpois
(Texyumii 1 npeaynpeauTenbHbiil). CHITHE JOKYMEHTa C
koHTponsi. Co3nanue 0a3bl  JaHHBIX O JIOKyMEHTax
yuUpexJIeHuss U HMH(OpPMalMOHHO-CIIpaBouyHas paloTa.
O6paGoTka M  OTHpaBKa  HMCXOJAIIMX  JIOKYMEHTOB.
CucremaTu3zanus 10KyMEHTOB M OpraHU3alusl UX TEKYIIEro
xpanenusa.  Homenkxmarypa  gen.  TpeOGoBanus K
¢dbopMupoBaHHIO J€N, HX OQOPMIICHHI0O U XpaHEHHUIO.
IlonroroBka nen k apxMBHOMY XpaHeHUI0. CpOKM XpaHEHUs
NokyMeHTOB. OdopmiieHue Jies A apXUBHOTO XPAHEHUS.
CocraBnenne omnuceid. Cpaga ne1 B apxuB. 3aliura
nHpopmanuu B paboTre cekperapsi ¢ KOHPUACHIHUATbHBIMU
nokymeHtamu. OmnpeneneHue coctaBa KOH(HIEHIIMAIbHBIX
JIOKYMEHTOB, Opranu3zanus padoTsl C HUIMH, UX y4eT.

[IpakTuyeckue 3aHATUS (cemuHapbl): [Tousarue
JIOKYMEHTO00O0pOTa 1 IpaBUJiia €ro OpraHu3alluu.

CamocrodrenbHas pabora M3ydyeHne yueOGHOro MaTepuaia
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1IK-17
11K-18
I1K-19
11K-20
I1K-25
1TK-35

Pa3pgea 6.

AIMHUHUCTPATHBHBIE QYHKIHMHU CEKpeTaps.

Tema 6.1.

| Jeximu:  Opranmsanms paGowero nms pykosomurens,

1IK-17




AJIMMHHUCTPATUBH
ble ¢pyHxnun
cekperaps.

rpaguk HEAeNbHOW pPabOThI, KOPPEKTUPOBKA ILIAHOB.
CoortHomienne  rpaguka  pabOTBl  PYKOBOIUTENS U
cekperapss. AHalIM3 HWTOrOB IUIAHMpOBaHUs. [IpuHIMIEBI
OpraHu3alMy MpHUEMa Pa3IUYHBbIX KATErOPUN MOCETUTEIICH.
OcoOenHocT TpHeMa KOMaHAMPOBAHHBIX U JAeNeranui.
[Ipuem rpaskaaH Mo JMYHBIM BOIIPOCAM KakK CIenU(PUIeCKUN
BUJI MpueMa, 0COOCHHOCTH opraHuzanuu. KommbroTepHbie
TEXHOJIOTMM B JCATEIBHOCTU cekperaps. WurepHer —
s dexTrBHOE CPENCTBO COBPEMEHHOM JI€JI0BOM
koMMyHHKaIuu. [louck u pacnpocrpaneHne nHGOPMAIUHU B
cetu MnTepner. Mcnonp30BaHNe 3J€KTPOHHOM MOYTHI.

IIpakTHyeckue 3ausaTud (CEMHUHAPEL): PELICHUE
CUTYAIIMOHHBIX 3aJ]1a4

CamocrodrenbHas pabora: M3ydyenne yueGHOro mMarepuaia
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1IK-18
11K-19
11K-20
1TK-25
11K-35

Pa3znen 7.

OprannzannoHHble QYHKIUHM CEKpeTaps.

Tema 7.1.
Opranu3anuoHHbIe
byHkunn
ceKkperapsi.

Jleximu: OcoOGeHHOCTH TOJATrOTOBKM JEJOBBIX BCTped U
IIeperoBopoB pykosoxutens. IIpaBuna BenaeHus neI0BOU
Oecenpl. Tumnbl COBEIlAaHUN U MpaBUia UX HNOATOTOBKU U
opranuzaiuu. CocraBieHue M 0QOpPMIIEHHE IPOrpamm,
3asBOK, MoBeCTKM JHS. (OcoOeHHOCTH  OpraHu3aluu
3ace]aHuil KOJUIETHAIbHBIX OPraHoB. JlOKyMeHTHpOBaHHE
coemauui u  3acemanuil.  Ilopsgok  cocraBieHus,
opopmieHuss M XpaHeHHs HPOTOKOJIOB. OcobOeHHOCTH
JIOKYMEHTUPOBAaHUS 3aCeNaHUN IOCTOSHHO JEWCTBYIOIIMX
KOJIJIETHAJIbHBIX opraHoB. [IpaBmiia odopMieHHs BBIUCKU
u3 nportokona. Ponab  cekperaps B opraHuzanuu
KOMaHIUPOBOK  pykoBojutend. IIporpamma  nenoBoit
MOE3KU PYKOBOJUTEINS, 3HAUEHUE, CTPYKTYpa, COJIepKaHUE,
nopsok pazpabotku. CepBUCHBIE GYHKIUN — OpraHU3alus
Ko(e-nays3sl, Qypliiera, IpUEMOB.

IIpakTuyeckue 3anaTus (cemunap): Opranuszanus u
o0cyKMBaHUE COBEUIaHUI, IEPEroBOpOB, COOpaHUI.

CamocrogrenbHas pabora: M3ydyeHue yueGHOro Marepuaia
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1IK-17
11K-18
11K-19
11K-20
1TK-25
11K-35

Pa3pea 8.

AHanuTHYecKHe PYHKIUM ceKpeTaps.

Tema 8.1.
AHaJIUTHYECKHE
GyHxuumn
ceKkperaps.

Jlekinu: Pabora ¢ TekcTaMu yIMpaBlI€HUYECKUX JTOKYMEHTOB
NP COCTABJICHUU OO30pPHBIX JIOKYMEHTOB (JOKJIa/IOB,
OTYETOB, BBICTYIUICHUU PYKOBOJUTEIS).
Kondunenmnmanpasie  cBenenus. IloarotoBka  Tekcra,
penakTupoBaHue, coriacoBaHue. Pabora mo  cOopy
nHpopMallui — ee I1eNeBOe Ha3HaueHue, CIoCcOoOb
nojry4eHus, o0paboTku u xpaHeHusi. OcobeHHOCTH pabOTHI
C BEJIOMCTBEHHBIMU HU3JaHUSAMH, MMyOJIMKalUsSMU B Tpecce,
CIELMAIbHOM JINTEpaTypOH.

[IpakTrueckue  3aHsATUsA  (cemuHapbl):  Pedepentckue
(GYHKITUU ceKpeTaps MOMOIIHUKA PYKOBOJAHUTETIS.

CamocrosrenbHas pabora: M3ydyenne yuebHoro matepuana
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1IK-17
1TK-18
11K-19
11K-20
1TK-25
I1K-35

Pa3zgen 9.

JTHKa ceKpeTaps.

Tema 9.1.
JTHKA ceKpeTaps.

Jlekiuu: [loHATHS <«OTHUKET», «ITHKA», «CIY>KEOHBIN
ATUKET». DTUYECKHE OCHOBBI B3aUMOOTHOIIECHUW MEXKITY
pykoBoguTeneM u cekperapem. CiyxeOHasi CyOOpHAIIMSL.

1IK-17
I1K-18
11K-19
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[IpaBuna BemeHuss TeneOHHBIX TIEPErOBOPOB. PeueBoi 11K-20
THKeT. JlOKyMEeHTHpOBaHHE TeNe(pOHHBIX COOOIICHUH, 1TK-25
TesiepOHOrpamMMa, TeJleKe, TeiaerpamMma. MIMupk cexkperapst. 11K-35
Buemnuii BuJ cekperaps — OJeXIa Ha CIIyxOe, N1elI0oBOU
CTWIb, MakusK. [loAroTroBka JOKYMEHTOB, BHU3UTHBIX
KapToueK, OM3HEC-CYBEHUPOB.

IIpaktuyeckue 3ansatus: [IpodeccuonanpHas 3THKa U
JIEJIOBOM ITUKET CEKpeTapsl.

CamocrosrenpHas pabora: Mi3yuenue yueOHoro Marepuana | 5

Paznen 10. TpyaoycTpoiicTBO cekpeTaps U aganrauus K padore.

Tema 10.1 Jlekimu:  CoBpeMeHHBIE  CIIOCOOBI  TPYJOYCTPOWCTBA. 1IK-17

TpynoycrpoiictBo | HampaBnenus moucka pabotel. Pestome — mopsaok 1IK-18

ceKkperaps COCTABJIICHMS U  MWCHOJb30BaHUA. PexomeHpareibHbIe 11K-19

ajanraums K nuceMa. CobeceroBaHre U UHTEPBBIOUPOBAHUE MIPU IIpUEME 1IK-20

padore. Ha pabory. TectupoBaHme U coOecemoBaHUE Kak 1IK-25
COBpEMEHHBIE METOAbl Moadopa mepcoHana. TpyaoBoun 1IK-35

KOHTpakT. BBonmHas Oecema B KagpoBol ciayxk0Oe W Kpyr
JOJDKHOCTHBIX ~ 00si3aHHOCTEH.  McmbITaTenbHbI  CPOK.
Ananranus k padore. Bunpl agantauuu. O3HaKOMIJIEHHE C
pabouuM  MecTOM. 3HAaKOMCTBO C  PYKOBOJUTEIEM,
KOJUIeraMM, T€XHMYecKuM nepcoHaioMm. IlepBas Oecena ¢
pykoBojuTeneM. Pexxum paboyero Bpemenu. CBepxypouHas
pabora. KopropartuBHas  KyiabTypa W TpaauLUH.
DOUpMEHHBIN CTUIIb.

IIpakTuyeckue 3anaTus (cemunap): Pesrome cekperaps.

CamocTosTenbHas pabora: M3ydenne yueOHOTO MaTepraia 6

ITpumepHas TeMaTHKa KypcoBoil pabOThI

CamocrosiTenbHast paboTa o0yyaronmxcs Haj KypcoBoi paboToi

Buja utoroBoro koHTpoJs (3auet, sx3ameH, nudhepeHIInPOBaHHBIN 3a4€T) 30 9K3aAMEH

BCEI'O: 144

5. OBPA3OBATEJIBHBIE TEXHOJIOI'MHN

B cootBerctBum ¢ TpeboBanusamu @I'OC BO no HanpaBiieHUIO NOATOTOBKU «JlOKYMEHTOBEIEHUE U
apXMBOBEACHNUE» pean3allis KOMIIETEHTHOCTHOTO MO/IX0/a MPeaycMaTpuBaeT IIMPOKOE UCIOJIb30BaHUE
B y4eOHOM IpoIecce aKTUBHBIX U MHTEPAKTUBHBIX ()OPM MTPOBEACHUS 3aHATHH.

Ctpykrypa U coiep)kaHHE Kypca MpelnojiaraloT  aKTHBHYIO  MHTEIUICKTYaJbHYIO U
KOMMYHHUKATHBHYIO JI€SITEIbHOCTh CTYyAEHTOB. Kypc BBICTpOEH TakuM o00pa3oM, 4TOObI 0OECHEeUYUTbh
pa3BUTHE COOTBETCTBYIOIIMX MpO(ecCHOHANBbHBIX KauecTB y CTyAEeHTOB. Kypc nekuuii, ceMuHapcKkue U
IIPAKTUYECKHUE 3aHATUS OTJIMYAIOTCS YCTAHOBKOW HA CO3/IaHME MAPTHEPCKUX OTHOLUEHWH, YTO HaXOAMT
OoTpakeHHe B MeTosax o0ydeHus. [IpuoputeTHBIMU MeTOAaMH OOyUEHUS SIBISIFOTCSI aKMuUgHbule Memookbl,
IJie TJ1aBHOE BHUMaHUE y/IeIsIeTCsl MPAaKTUYECKOM 0TpaboTKe 3HAHWH, YMEHUN 1 HaBBIKOB.

Jlexyuonnvle 3ansamus MPEANONATalOT MPEIBAPUTENIBHYIO IOJTOTOBKY, CBA3aHHYIO C OCMBICICHUEM
3asBJICHHBIX POOJIEM, U HE UCKIIIOYAIOT TUAIOTHYECKOro OOIICHUs CTYACHTOB C IPEnoiaBaTeseM.

Ha cemunapckux samsamusx MCHONB3YIOTCS COBPEMEHHBIE METO/bl OOYYEHHUS - JENIOBBIE WIDBI,
MUHHU-KOH(EPEHINH, TUCKYCCHM, IMO3BOJSAIONIME H30€XaTh MAacCUBHOTO BOCHPUATHUS HHPOPMALUU U
MaKCHMaJIbHO HCI0JIb30BaTh TBOPUYECKUI MOTEHIHAI CTYEHTOB.

6 OHEHOYHBIE CPEACTBA JJIsI TEKYHIEIO KOHTPOJISI
YCIIEBAEMOCTHU U TIPOMEXKXYTOYHOU ATTECTALIUN
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6.1. KoHTpoJIb 0OCBOEHMS TN CIUIJINHBI

KoHTponp ocBOEHUS TUCHMIUIMHBI IPOU3BOAUTCSA B COOTBETCTBUU C [lonoxkeHueM o
NPOBEACHUN TEKYIIET0 KOHTPOJISI YCIEBAEMOCTH W MPOMEXKYTOUYHOW aTTECTALMU
ctynentoB ®I'bOY BO «KpacHomapckuid rocyaapCTBEHHBI HHCTUTYT KYJIbTYPbD».
[IporpaMmoil JUCUUIUIMHBI B LEJIAX MPOBEPKH MPOYHOCTH YCBOECHHUS Marepualia
Ipe1ycMaTpPUBAETCS MTPOBEICHHUE PA3TUYHBIX (POPM KOHTPOJIA.

Texywuu KoOHmMpob YCIIEBAEMOCTH CTYAEHTOB IO IUCLMIUIMHE TNPOU3BOAUTCA B
cieayrmmux gopmax:

- OLECHKH, BBICTABJISIEMBIE CTYJICHTAM Ha CEMHHApax 3a OTBETHl HAa BOMPOCHI,
coAepKaIrecs B INIAHAX CEMUHAPCKUX U MPAKTUYECKUAX 3aHATHH.

Pyb6eoxcnvii konmpons TpeaycMaTpuBaeT OLEHKY 3HAaHWW, YMEHH M HaBBIKOB
CTYAEHTOB IO MPOMAECHHOMY MAaTe€puanay IO JAHHOW JUCHMIUIMHE HAa OCHOBE TEKYIIMX
OIICHOK, TIOJTyYCHHBIX UMU Ha 3aHATHUSAX 32 BCe BUJIBI paboT. B Xo1e pyOexHOro KOHTPOJIs
VCIIOJIB3YIOTCS CIIEAYIOIME METOAbI OLICHKU 3HAHUM:

e YCTHBIE OTBET;

o TPAKTUYECKHE PAOOTHI;

LIpomedicymounsiii KoHmpoib O PE3YIAbTATAM CEMECTPA MO JTUCLUIUIMHE TPOXOIUT B
dopme 3auéra (IK3aMeHa).

6.2. OueHouHble cpeacTBa

6.2.1. IIpumepsbl TECTOBBIX 3aaHuil (CUTYyaIUIi)
IIpakTuueckoe 3ansatue 1. JoxHOocTHAsE W o0ydawinass MHCTPYKUMU O(uc-
MeHeIxKepa.

Llenv 3amamusa: W3y4eHUE METOJUKH COCTAaBJIECHUS, TMOpsSAKa OQOopMIIEHUS,
COTJIACOBAHUS WU YTBEPKICHMS IOJDKHOCTHBIX WHCTPYKLIHMM CEKPETAPCKOTO IEpPCOHAaa,
MpUOOPETEHNE HABBIKOB COCTABJICHHUS IOJKHOCTHOM MHCTPYKLIMK O(HrCc-MEeHeKepa.

B pesynprare BBINOTHEHUS 3aJaHUS NMPAKTUYECKOTO 3aHATHSA CTYICHTBI JIOJKHBL:
3HaTh HA3HAUYCHHUE, TOPSAIOK COCTaBIeHUs, OGOPMIICHMS, CTPYKTYpy M COCTaB
uHboOpMaIMK  JOJDKHOCTHOW  MHCTPYKIIMU — O(uc-MEHemKepa; yMETh  COCTaBUTH
JOJ>KHOCTHBIE HHCTPYKLIMU PA3JIMYHBIX KATETOPUN CEKPETAPCKOrO IIEPCOHAIIA.

3aoanue:
1. CpaBHUTH KBAIM(PHKAIIMOHHBIE TPSOOBAHUS PA3IMUHBIX KaTCTOPHI CEKpETapeH.

2. Pa3paborath JOMKHOCTHYIO HMHCTPYKIHMIO B 3aBUCUMOCTH OT KaTeropuu
cexperapsl.

3. U3yunTh 00y4aroniyto MHCTPYKIIMIO IJIs1 CEKpeTapsl.
IIpakTuueckoe 3ansaTue 2. [liannpoBanue padouyero JHs ceKpeTaps.

Llenv 3anamus: W3ydeHUE TPUHIMIIOB PALMOHAIBLHOTO IUIAHUPOBAHUS paboOyvero
BPEMEHU CEKpeTaps; 3aBUCUMOCTU paboyero JHs CeKperaps OT IiaHa pabodero IHs
PYKOBOJUTEIIS; MPUOOPETEHNE HABBIKOB COCTaBJICHUS Tpaduka pabodero JHs ceKpeTapsi.

B pe3ynbraTe BBINONIHEHUS 3a1aHUSI TPAKTUYECKOTO 3aHATUSI CTYJICHTBI JOJKHBI:
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e 3HATh Ha3HAUYCHHE, TOPSAAOK pa3pabOTKH, COTJIACOBaHUS, YTBEPIKICHUS,
CTPYKTYpY U cocTaB uHdopmaiuu rpaduka padbodero IHsS CEKpeTaps;

®  paIMOHAJILHO MIAHUPOBATH PabOUMil IEeHb CeKpeTaps;

e 3Hatb HOT B pabote cekperapsi;

® yYMETh COCTABUTH IJIaH PaO0OYEro JAHs CEKpeTaps.

3aoanue: CoctaButh rpadpuk padoyero qHs cekpeTapsi-pedepeHra pyKoBOIUTEIIS.

IIpakTuueckoe 3ansitue 3. Pedepenrckue PyHKIUM cekperapsi pyKOBOIHUTEsI
OpPraHu3alnuu.

Llenv 3amamusA: W3yd4eHUE METONWKM TIOWMCKA, CHCTEMaTHU3aluu, oO0paboTKH
UHpOpMaLMK, HEOOXOAWMOW PYKOBOAMTEIIO OpraHM3allui; NPUOOpPETeHHE HaBBIKOB
cUCTeMaTHU3aluu U 00paboTKU JOKYMEHTHOU HHGOpMaIUH.

B PE3YJIBbTATC BLINMOJHCHUS 3aJaHUs IIPAKTUICCKOT'O 3aHATHA CTYACHTBI JOJIKHBI:

e 3HATh HA3HAYCHHE, METOJMKY BEICHUS W HMCIOJIb30BAHMS CPEACTB XPaHEHUS U
Moucka MHPOPMALMK: IUIOCKUX OOO3pUMBIX  KapTOTEK, CPEACTB BH3YaJbHOIO
0TOOpaXeHMsI CTPOYHOU MH(pOpMaLIUY;

® 3HAaThb METOJMKY M YMETb BECTH «IIEPCOHAIMW» [JEJIOBBIX IAPTHEPOB
OpraHu3alNy;

® yMETbh PEAAKTUPOBATH YIPABICHYECKUE JOKYMEHTHI;

® 3HATh IPUEMBI U YMETh aHHOTUPOBATh U peheprupoBaTh HICTOUYHUKH.

3aoanue:

1. CdopmupoBaTh MHPOPMALMOHHYIO MOJIOOPKY O JEJI0BOM MapTHEpE
OpraHu3aIMH.

2. CrpoekTupoBaTh CHCTEMY BH3YaJbHOTO OTOOpPaKEHUS CTPOYHOM
uH(bOopMaIuu.

3. CocTaBUTh aHHOTAIUIO HOPMATUBHO-METOIUYECKOTO JJOKYMEHTA.

4, Ha ocHOBe npeioxeHHbIX aJTOPUTMOB COCTaBUTh pedepaT CTaThu.

S. CocTaBUTh CIIMCOK CIPABOYHBIX W3JAHHUM, HEOOXOIUMBIX I paOOThI
CeKpeTapsi.

IIpakTuueckoe 3ansaTue 4. Pe3rome cexperaps.

L]env 3anamus: N3ydeHUe METOIMKU U MTPUOOPETEHUE HABBIKOB COCTABIIEHUS PE3IOME
CEKpEeTapCKOro nepcoHara.

IIpu coctaBiaeHun pe3oMe O0OpaTUTh 0COOO€ BHMMAaHWE Ha JIMYHBIE KadyecTBa U
HenocTatku. IIpaBuibHO omnucath MpeXxHUE MecTa padoThl U MPUYMHBI YBOJIbHEHMs. B
pe3roMe C/IeNIaTh aKIEHT Ha Ballld JTy4lIue KayecTBa.

B pe3ynbTaTe BBINOJHEHUS 3a/1aHUs IPAKTUYECKOTO 3aHATUS CTYAEHTBI JOJIKHBL:

® 3HATh HAa3HAYEHHUE, MOPSIAOK COCTABIECHUS, CTPYKTYpPy M cocTaB HH(pOpMaluu
pe3rome;

® yMETh COCTaBUTh PE3IOME.

3aoanue: CocCTaBUTH pE3IOME COMCKATENsl JOJDKHOCTU ceKkperaps-pedepeHTa Wiu
CeKpeTaps-MOMOITHUKA PYKOBOJIUTENSI OpraHU3alUH.

6.2.2. KoHTpoJIbHBIE BONPOCHI ISl IPOBEAEeHHS TEKYIEro KOHTPOJIsI
1. Kaxkue pa3nesnsl COIEpKUT AOKHOCTHASI UHCTPYKLINSA?
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12.
13.

Kakne 10KyMeHTBI OTHOCATCS K MHPOPMALMOHHO-CIIPABOYHBIM?

KakoBbI 0cOOCHHOCTH HAIMMCAHUS TEKCTA TEIETPaMMBbI?

Yro takoe pakcorpamma?

KakoBbI peKBU3UTHI TEIETPAMMBI?

Jaiite onpeseneHne NOHATUS «TOKYMEHTOO00pOT».

Ha3zoBute ocHOBHBIE onepalnuy nporecca 00paboTKU BXOAALIMX TOKYMEHTOB.

Ha3zoBute ocHOBHBIE onepaliy mporecca 00padoTKN HCXOIAIMINX JOKYMEHTOB.

Kakum 00pa3oM ocyuiecTBiIseTcs perucTpanus BXOASMUX JOKYMEHTOB?

JlaiiTe onpeneneHue NOHATHUS «UCXOMSAIIANA TOKYMEHT»

Ha3zoBuTe 0OCHOBHBIE 3Talbl IOATOTOBKH UCXOISIIUX JOKYMEHTOB.

Kakwne ucxonsmme J0KyMEeHThI 0(pOPMIISIOTCS B OJTHOM dK3eMILIApe?

Kakue nanHble 00 HMCXOZSIIEM JOKYMEHTE 3alMChIBAIOTCA B KYpPHaJd PETUCTpallUKd HMCXOISIIUX
JIOKYMEHTOB?

KeM noanuceiBaroTcs HCXOAAILIME JOKYMEHTHI?

Ha3zoBuTe 0CHOBHBIE 3TAIbBI MPOLIECCa MOATOTOBKH U 0()OPMIICHHUS! BHYTPEHHHUX JTOKYMEHTOB.

Kak opranusyercs pabora ¢ BHyTpEHHUMH JIOKyMEHTaMU Ha 3Tare uX UCIOIHEHUs?

Kakue onepauny BKIIIOUaeT MPOLEcC KOHTPOJISI UCIIOIHEHUS JOKYMEHTA?

Kak ycraHaB/iMBarOTCS TUIIOBBIE CPOKH UCIIOJIHEHUS IOKyMEHTOB?

Kak ycranaBnmBaroTCs HHIUBUAYAJTbHBIE CPOKH UCIIOTHEHUS JOKYMEHTOB?

JlaiiTe onpezieseHre NOHATUS «HOMEHKIaTypa Jien». HazoBuTe Buibl HOMEHKIJIATYP JIEll.

Kro pa3pabarbiBaeT THIIOBBIC M IPUMEPHBIE HOMEHKIIATYpHI 1en? Kem oHn yTBepkaarorcs?

B Teuenue kakoro cpoka JIeHCTByeT yTBEep)KICHHAs HOMEHKJIATypa J1eJl OpraHu3auuu?

B uem cyTh nipouiecca popmupoBanus aen?

ITo kakMM pU3HAKAM MOTYT IPYHNIIMPOBATHCS JOKYMEHTHI B 1ena?

B kaxoii nociie1oBaTeabHOCTH JOKHBI paclolaratbes JOKYMEHTHI B Jeie?

JU1sl KakuX JIe]1 COCTABIISACTCSI BHYTPEHHSISL OUChH?

HazoBuTe 0cHOBHBIE ATanbl pabOTHI 1O NOJATOTOBKE JOKYMEHTOB K ApXUBHOMY XpaHEHUIO?

Kakue 30HBI BKIIIOYaeT OTJENIbHOE MOMeleHHe pabodero Mecta pykoBoauTens? KakoBo Ha3HaueHue
Ka)KJ0W U3 HUX?

Ilepeuncnure cpeacTBa ocHaleHUs pabodero Mecta pyKOBOAUTES.

HazoBuTe 0CHOBHBIE ITpaBHIIa COCTABIEHUS J1€JI0BOTO TUChMA.

[lepeuncnure TpeboBaHMsI, IPEAbABISEMBbIE K COCTABICHUIO TEKCTa TelNe(aKCHBIX COOOIIEHUH.
HazoBute mnpeumymiectBa TeaepOHHONM CBA3M 1O CPaBHEHUIO C IHUCBMEHHBIMHU CpEACTBAMHU
KOMMYHHUKAIUH.

[lepeuncnure pakTopsl, 0OECTIEUNBAIOIINE PAIUOHATIEHOE TEIEPOHHOE 0OIIEHUE.

[lepeuncnure 00513aHHOCTH CEKpeTapst B IIpoliecce MpuemMa MmoceTuTesNe.

HazoBute mpaBuia BeaeHHUs CiykeOHOro Tene(OHHOrOo pa3roBopa B TeX cCiydasX, KOTJa 3BOHST
PYKOBOJUTEIIO; KOT/1a 3BOHUT CEKPETAPBb.

Kaxux mpaBui cienyer npuaepKuBaThbcsi CEKpeTapro Mpu rnepegaue teaedoHorpaMmMbl?

KakoBa poib cekperaps B mpoliecce MOAr0OTOBKU M MPOBEJCHUS TUIaHOBBIX COBELIAHUMN, ONepaTUBHBIX
COBEIIaHUN?

Kak ocymecTBisercst MoAroTOBKa M OpraHU3alus I€T0BbIX MOE3/J0K PYKOBOIUTENS?

KaxoBbl 00s13aHHOCTH cekpeTapsi BO BpeMs OTCYTCTBUSI PyKOBOJUTENs?

Hazoure TpeboBanus, MpeabsBIsieMble K 1€JI0BOH peun.

6.2.3. TemaTuka 3cce, pepepaToB, npe3eHTANNM
Pose 1 MecTo cexperaps B ypaBiIeHYECKOW CTPYKTYpE OpraHU3aIiu.
Hctopus cexperapckoit ciyx0b1 B Poccun.
[Ipodeccus cexperapsi Ha COBPEMEHHOM PBIHKE TPYyAA.
CoBpeMeHHas HOPMAaTHBHO-METOMUEcKas 0a3a, peraaMeHTUPYIOIas AeATeIbHOCTb CeKpeTaps.
[IpodeccnonanbHble HaBBIKK, O0S3aHHOCTH U (DYHKIIUU CEKpeTapsl.
JIOJKHOCTHBIE 00sI3aHHOCTH ceKpeTaps-pedepenTa (Ha mpumepe Kakoi-110o opraHu3anum).
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KOMMyHI/IKaI_II/IOHHBIe ACIICKTHBI ACATCIIbHOCTU CCKPETAPA.
Buipl mprema noceTuTeneii, mpoBOIUMBIX PYKOBOIUTEIEM U CEKPETapeM.
be3nokymeHTHOE 00CTyKUBAaHUE B pabOTe CeKpeTaps.

. Kynprypa nenoBoro oGmenus B mpoecCHOHANBHON AEATETLHOCTH CEKpeTapsl.

. IIpoGnembl MIaHUPOBAHUS M OPTraHU3ALUU PaOdOYEro JHS CEKpeTaps.

. Ilpodeccus cekperaps — reHICPHBIA aCTICKT.

. XapaKTepUCTUKa COBPEMEHHBIX TEXHUYECKUX CPEACTB U IPOrPAMMHBIX IIPOLYKTOB, UCIIOJIB3YyEMBIX

B JICSITEIILHOCTH CEKpeTapsi.

WutepHer B pabote cekpeTapsi.

Poib cekperapsi B opraHu3anuy JOKYMEHTO000pOTa IPEIIPHSTHSL.

Hcrnonb30BaHue CIPaBOYHO-NIOMCKOBBIX CUCTEM B paboTe cekperapsi.
OpraHu3alMOHHO-HHPOPMALMOHHOE O00CCICYCHHE MACATEIbHOCTH DPYKOBOAMTEIS KaK OCHOBA
CEeKpeTapcKoi paboTHI.

OpraHu3alMOHHbBIC ¥ TEXHUYECKHE MPOOJIEMbI TOJATOTOBKU KPYITHBIX COBEIAHU.

[ToBenenue cexkpeTapsi B KOH(GIMKTHOW CHTYaIHH.

OcobeHHOCTH J1eJIOBBIX KyJIbTYp 3amana u Bocroka.

6.2.4. Bonpocsl K 3a4eTy N0 AUCHUIIUHE
1. Ponp u 3HaueHue cekperaps-pedepeHTa B CTPYKType JOKYMEHTALlMOHHOTO obOecredeHus
yIIpaBJICHUS.
Kareropumn cekperapeil (cekperapp Ha TenedoHe, JMYHBIM CeKpeTapb, TEXHUUYECKHH CeKpeTapb,
CeKpeTapb CTPYKTYpHOTO TOApa3JesieHus, CeKpeTapb-pedepeHT, CeKpeTrapb KOJUIETHH, YYCHBIH
CeKpeTaphb): 001as XapaKTepUCTUKA.
[Ipodeccronanbuble TpeOOBaHUS, PEABSIBISEMbIE K KATETOPHUIM CEKpeTapei.
JINYHOCTHBIE KauecTBa ceKpeTaps-pedepeHTa.
HopmaTtuBHo-meTonueckas 6a3a paboThl cekpeTapsi.
JIOJKHOCTHAsI HHCTPYKIMSI CeKpeTaps..
TexHonorus opranuzanuu opuca: o00pyI0BaHus, 1U3aiH, TEXHUUYECKUE CPEICTBA.
Opranuzanus 1 060py10BaHHE pabOYero MecTa CeKpeTaps.
[InanupoBaHue, pacrpeaeneHue U UCI0Ib30BaHUE Pad0Uero BpEMEHH CEKpeTapsl.
Ananranus cekperaps K padore.
KomnbrotrepHsie TexHonoruu U IHTEpHET B 1€ATENbHOCTH CEKpeTapsl.
[TonaTue 1oKyMeHTO00O0pOTA, MPaBHIa €r0 OPraHU3aIUH.
[Ipuem 1 006paboTKa BXOAAMIMX JOKYMEHTOB.
Pacrnipenenenue n peructpanus, KOHTPOJIb 32 UCIOJHEHUEM IOKYMEHTOB.
O6paboTka J1en 715 TOCJIETYIONIETO XPAHESHHUS.
dopMHUpOBaHUE JEII.
Howmenkmnarypa nein.
Opranu3zanus cekperapeM nprueMa noceTuTeNnel, NpoBeIeHUe AeJI0BbIX Oeces.
Kynbrypa ciayxedHoro TenedoHHOro pa3roBopa.
Teneponorpamma, Tenerpamma, Tenedakc.
Buibl mpou3BOICTBEHHBIX COBEIIAHUI.
Opranuzanus 1 00cIy)KHBaHUE IEPETOBOPOB, COBEIAHUH U Mpe3eHTalUH.
[ToaroroBka cekperapeM KOMaHAHUPOBOK PYKOBOJIUTENSL.
Pabota ¢ nenoBoil nnpopmarmein. MeToauka 1 aNropuTMbl peepupoBaHHUsL.
OcHoBbI IpohecCUOHATBLHONM ITHUKHU U JIEJI0OBOT0 ATHKETa B paboTe cexpeTapsl.
Nmumx cekperapsi: TpeOOBaHMS K BHEIIHEMY BUY, KYJIbTypa MOBEACHUS U OOILICHHS.
BusuTHbIe KapTOUYKHU U MpaBUia UX BEACHHUS.
TpynoycTpolicTBO cekpeTapsi, COCTaBIEHUE JIMUYHOTO PE3IOME.

6.2.5. Bonnpocsl k 3k3aMeHYy N0 AUCHUILIMHE
DK3aMeH He NPEAYCMOTPEH
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6.2.6. IIpumepHasi TeMaTHKa KYpPCOBBIX padoT
Kypcogas pabora He mpexycMOTpeHa

7. YYEBHO-METOJUYECKOE n WUH®OPMALIMOHHOE
OBECHEYEHUE JUCUMUIITIUHBI (MOIY.JIST)

7.1. OcHoBHas TUTEpPATYypa
MaxkapwbiueB, M. I'. Opranuzanmonnas aestenbHocTh [Tekct] : yue6./ M. I'. Makapsiues, E. B. 3yes.

- M. : Axagemus, 2016. - 189 c. - ISBN 978-5-4468-0986-8 :

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

MenemxmenT it OakanaBpoB cepsuca [Teker] : [rpud YMO] / A. . lomwkukosa, T.1O. Edpemona. -
PocroB u/]] : ®enukce, 2013. - 412 c. - (Breicuiee oopazoBanue). - ISBN 978-5-222-19936-7

7.2. JlonoJIHUTE/ILHAS JIATEPATYpa

1. Kysnenos U.H. Cekperapckoe neio: riaBHble paBuiia aenooro odmenus. - M.: IIpocnekt, 2005. -
478c.

2. Poroxun M.}O. Dkcnpecc-Kypc TOMOITHIKA pykoBoauTelst kommanuu. - CI16.: ITutep, 2008. - 272c.

3. TOCT 6.30-2003: VYCHA. VYuudukanvoHHas cucCTeMa OPTraHU3AIMOHHO-PACIOPSIUTEIBHOM
IOKyMeHTaruu. TpeboBaHus K opopMIIEHHIO TOKYMEHTOB. — M.: M31-Bo crangapTos, 2004.

4. TOCT P 51141-98: [lenonpon3BOACTBO U apXUBHOE Aeno: TepMuHbI U ornpeneieHus. - M.,1998.

5. Jlenonpou3BOACTBO: 00pa3libl, JOKYMEHTbI, OpraHU3alus U TEXHOJIOTHUS pabOThl C Y4E€TOM HOBOTO
I'OCT P 6.30-2003 «YHUPUUIHPOBAHHBIE CUCTEMBI TOKYMEHTALIUU. ... ». — 2-€ U3]l., lepepad. U JI0M. —
M.: Ilpocnext, 2004. — 456¢.

6. KBanudukanunoHHbli COpaBOUYHUK JODKHOCTEH PYKOBOJIUTENEH, CHEIHMAIMCTOB M HMHBIX CIyXalluX
/UBHT Muntpyaa Poccutickoit ®enepanuu. — M., 2004. — 348c.

7. KonrynoBa M.B. fI3bik u nenoBoe obuieHue: HopMel, puTopuka, THKET: yued. mocodue ajst By30B/

M.B. KontynoBa. — M.: DxoHomuueckas jurepatypa, 2002. — 288c.
8. ConoseeB 3.5. CoBpemenHblii aTHKET. [lenoBoit nporokon/ 3.5 Conosbes.- M., 2003.

7.3.Ilepuoauyeckue U3aaHMsI
Jlenornpou3BoACTBO

CexkpeTapckoe Jeno

Cekpertapb-pedepeHT

CripaBOYHHK cekpeTaps U orc-MeHeKepa
YnpasieHue nepcoHaIOM

7.4. UnuTepHeT-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
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http://www.top-personal.ru/
http://www.rusarchives.ru/
http://sekretarskoe-delo.ru/
http://www.profiz.ru/sr
http://sekretar-info.ru/magazine-articles/
http://www.sekretary.net/
http://cde.osu.ru/demoversion/course139/3_1html
http://www.bibliotekar.ru/biznes-60/index.htm

7.5. MeToguyeckue yKa3aHusi M MATePHAJIbI 10 BUAAM 3aHSITHI

JIJIsi MOATOTOBKM K 3aHATHSIM PEKOMEHIYEM HCIOJb30BaTh JJIEKTPOHHYIO 0a3y
JAHHBIX 10 JOKYMEHTOBEACHUIO M JOKYMEHTOBEIUYECKUM HCCIEeIOBAHUSIM, KOTOpas
COJIEPKUT METOJIMYECKUE MAaTepuajbl MO MOATOTOBKE K CEMHHAPCKUM, MPAKTUYECKUM
3aHATHUAM, 3a4€Ty, pa3pabOTKe riioccapusi, MOJArOTOBKE BUACONPE3CHTAIINH, BBIMOJIHEHUIO
IpYruxX 3aJaHuil B paMKax CaMOCTOATENbHOM paboThl. A Takke  DJIEKTPOHHBIC
SHIUUKJIONEANH 10 JIETOTPOU3BOJICTBY U aPXUBOBEICHHUIO.

Jnst camocTosITeNnbHOM pPabOThl, MOATOTOBKE MPAKTUYECKUX (CEMUHAPCKUX)
3aHSITUMA, TMOJFOTOBKE K TECTOBBIM HCIBITAHUSIM, a TaKXe [JI1 HamuCaHUsi 3CCE,
pedepaToB, HAYYHBIX JOKJIAI0B PEKOMEHIYETCS CIACAYIOIIEE:

JInsi MOATOTOBKM K TIEPEUYUCICHHBIM BHJAM palbOT MPEeAyCMOTPEHbI 3ajaHus,
pa3BUBAIOIME€ HABBIKM CaMOCTOSITEJILHOIO aHalii3a M OCMBICICHUS MPEIJI0KEHHBIX
npobiieM u TeM. [l OCBOEHUS TPEJIOKEHHBIX TEM, CTYAEHTaM HE00X0IuMO
O3HAKOMUTHCSI C TPEIJIOKCHHOW JUTEpaTypoil, BBIOpaTh HEOOXOIUMBIE HCTOYHUKH,
COCTaBUTh IUIaH TMpexacrtosiied pabotrel. s pedepupoBaHUs HWCTOYHHKOB CTYACHTY
HEOOXO/IUMO O3HAKOMUTBCA C TEKCTOM, CJeNaTh HEOOXOIUMbIE BBIMUCKHU, IUTATHI,
COOTBETCTBYIOIIME TIJIABHOW TMpoOJieMe HCCIEI0BaHUs, CKOMIIOHOBATh OTH IUTAThI,
OpoayMaTh WX, U3JI0KUTh COOCTBEHHOE BHUJIEHWE CBOMMH CJIOBaMH, HaMETUTh
HEO0OXOIUMBbIE CBSI3KH U CTPYKTYpy Oyayiero tekcra. PedepupoBanre nepBOMCTOYHUKOB
MPENoiaraeT CaMOCTOSTEIIbHBIC HABBIKA M3YUYCHHS TEKCTA, WU3JIOKEHUE MPEJI0KEHHBIX
TOYEK 3PEHUs, MMepecKa3, aHaIu3 MPOOJIEMHBIX BOIPOCOB, BBIJEICHUE TJIaBHBIX HAYYHBIX
no3urui aBTopoB. s BeImosiHeHUs pedepara HEOOXOAUMO HAYMHATH C OOOCHOBAHUS
BBIOOpA TEMBI, 3aT€M MIPUBECTH MEPEUEHb KITIOUEBBIX MOHIATHI COACPKAHUS, IJIaH paOOTHI
(0 uem paboTa, KaKre BOMPOCHI BKIKOYEHBI), 3aTeM NMEPEXOIUTh K (HOPMYJIUPOBKE TE3UCOB,
MPEJCTABIAIONINX KpPAaTKOE COJEp)KaHuEe KaxJoro Borpoca Tembl. Jlamee, mpuBoasTCS
CTPYKTYPUPOBAHHBIE TE3UChI (OCHOBHBIE TPYMIbI TE3UCOB IO paszaenam paboThI).
CrpynnupoBaB Te3UChl (OCHOBHBIE MBICIH), YCTAHOBUB MEXJIy HHUMH OCHOBHBIE U
COTIOJTYMHEHHBIE CBSI3HM, COCTABUTH JIOTUYECKYIO MOJIENb Cojiep>KaHus padoThl (pedeparta).
Bo3moxHO nepBoHaYaIbHO TTOCTPOUTH MOJIEH COACpKaHUs PaOOThl U OCHOBHBIX OJIOKOB
(MbICTIEl), a 3aTeM KaXIblii TE3UCHBIM OJIOK HAMOJHUTh CTPYKTYPHBIM KpPAaTKUM
coJiepKaHUEM. DTO TO3BOJUT B JaldbHEHIIIEM pacKphiBaTh paboTy, €€ couepkaHue ¢
Pa3HOM CTENEHBIO MOAPOOHOCTH.

7.6. IIporpammHoe obecrieueHune
1. Adobe Master Collection CS 6

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

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

5. Koncynbrant +
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6. Cucrema Jleno 8.5

8. MATEPUAJIBHO-TEXHUYECKOE OBECHEYEHUE JUCHUIIJIMHBI
MOAYJIs)
IIpr 0cBOCHMM JUCHHUIUIMHBI PEKOMEHAYIOTCA NOCTYIl B MIHTEpHET, KOMIIBIOTEPHBIN
KJIACC JUIA IPOBEJICHMS IPAKTUYECKUX 3aHATUU.

Ipunoswcenue 2

JlonmoTHeHUsA M U3MEHEHH S
K pa0doueii nporpamMme y4e0HOM AMCUMUILIMHBI (MOIYJIA)

Ha20 -20  yu.roxg
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B pa6ouyto nporpammy y4eOHON AUCIUIUIMHBI BHOCSATCS CIAEAYIOIINE U3MEHEHUS:

JlomonmHeHus: U U3MEHEHHs K paboyeil mporpamme pacCMOTPEHbBI U PEKOMEH10BaHbI
Ha 3ace/laHuu Kadeapsl

(HaMMEeHOBaHHE)
[IpoToxon Ne OT «___ » 20 T
Ucnonuurens(u):
/ / /
(OMKHOCTH) (moxmuck) (®.1.0.) (mata)
/ / /
(TOMKHOCTB) (moxmuce) (®.1.0.) (mata)
3aBenyromuii kaheapoun
/ / /
(HammeHOBaHME KadeIphl) (moxmuce) (®.1.0.) (mata)
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