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1. IEJIM U 3AJIAYYA OCBOEHUSI U CLATIIMHBI

Iean ocBoeHUs AUCHUILIMHBI (MOIYJsS): O3HAKOMUTH CTYACHTOB C OpraHuzamuei
COBPEMEHHOI'0 CEKPETapCKOTo 00CIYyKUBAHUS, PACKPHITH CYIIECTBO OCHOBHBIX MpoOJieM
JAaHHOM TTPOo(eCCUOHATILHON JIEATEIbHOCTH.

3amaum:

— TPOCIEIUTh COJEpKaHUE COBPEMEHHBIX TpeOOBaHMM K CEKpeTapcKoi
NEATENbHOCTH;

-  paccMOTpeTh pOJIb CEKpEeTapel pa3jIMuHbIX KAaTerOpuid B COBPEMEHHOM
YIIPaBJICHYECKOM allapare;

- O3HAKOMHUTHb CTYACHTOB C JIOJDKHOCTHBIMU OOSI3aHHOCTSMH  CEKpeTaps,
opraHu3aluel COBpeMEHHOTO CEKPETapCKOTO 00CITYKUBAHUS;

- pacKpbIThb CYIIECTBO OCHOBHBIX MpoOJieM JaHHOW MpodheCcCUOHATBHON
NeATeNIbHOCTH C(POpMUPOBATH MPAKTUUYECKHUE MTPOPECCUOHATIbHBIE HABBIKH.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII BO
JlaHHass OUCHMIUIMHA  OTHOCHTCS K TPOdeCCHOHATbHOMY IMKIY (BapuaTHUBHAs
yacTh). M3ydeHwe auCHMIUIMHBI Oa3upyeTcs HAa 3HAHUU CTYJACHTAMH CICAYIOITUX
JTUCIUIUIMH y4eOHOoro 1aHa: «Pycckuit si3bIK U KyJabTypa peun», «JlokyMeHToBeaeHUeY,
«/lokymMeHTHast TMHTBUCTHKAY», «Opranuzanus u texuosgorus JJOVY».
IIporpamma ajmanTupoBaHa Uil MHBAJIWAOB U JUI C  OrPaHUYCHHBIMU
BO3MOXHOCTSIMU 310POBBSI.

3. TPEBOBAHMSI K PE3VJLTATAM OCBOEHHUSI COJIEPKAHUS
T CHUTIITAHBI

[Ipomecc wu3ydeHUs JIUCHMIUIMHBI HaIpaBlieH Ha (OPMUPOBAHHUE DJIEMEHTOB
ciaenyromux komneTeHuil B cooTBercTBUM ¢ PI'OC BO mo jgaHHOMY HampaBjCHUIO
MOATOTOBKH (CHIEIUAIBHOCTH):

a) npodeccuonaabubIx (I1K)

IIK-17 BnageHneM METOJIaMH 3alUTHl HH(OOPMAIIHUH;

I1K-18 BnageHue cCOBpeMEHHBIMU CHCTEMaMH WH()OPMAIMOHHOTO M TEXHUYECKOTO
obecrieueHUsT JOKYMEHTAIIMOHHOTO O0ECTICUCHHS YIIPABJICHUS 1 YIIPABICHUS apXUBaMU;

IIK-19 cnocoOHOCTh HCIOIB30BaTh TMpaBUja TOJATOTOBKH — YIPaBICHUYSCKUX
JIOKYMEHTOB U BEJICHHUS JI€JIOBOM MEPEIUCKH;

[IK-25 BnageHue HaBbIKAMH MOATOTOBKH YHPABJICHUYECKUX JOKYMEHTOB U BEICHHUS
JETIOBOM MEPETUCKHU.

[1K-35 3nanue TpeOOBaHUMN K OpraHU3alMU CEKPETAPCKOro 00CIyKUBAHMUS.

B pe3ynbTaTte ocBOSHUS TUCIUTUIMHBI 00YJaIONTUECS JOKHBI:

3namo:

- COBpEMEHHbIE KBaJIU(UKALMOHHbIE TPEOOBAHUS K PaA3IMUYHBIM KATETOPHUSAM
ceKpeTapei, Ux J0TKHOCTHBIE 00SA3aHHOCTH;

- HOPMaTUBHO-METOIMUECKYI0 0a3y paboThl ceKpeTaps;

- OpraHU3alMIo TPYJla CEKpeTaps;



- JICJIOBBIE U JIMYHbIE KaUeCTBa, HEOOXOUMBIE CEKPETAPIO;

- METO/Ibl OpTraHU3alMK Pad0Yero JHS PYKOBOIUTES;

- TpeOOBaHUS K BEJCHUIO U TOKYMEHTUPOBAHUIO TeJIE(POHHBIX IEPETOBOPOB;

- O0COOEHHOCTH TOJATOTOBKM M JOKYMEHTHPOBaHHUA COOpaHUM, COBELAHUH,
IIEPErOBOPOB;

- TOPSAOK TOATOTOBKM JTOKYMEHTOB K JIOKJIaAy M HMX PAacCMOTPEHUS
PYKOBOJUTETEM;

- IpaBUJIa COCTaBJICHUA U 0OPMIICHHUS YIIPABICHYECKUX JOKYMEHTOB;

- CUCTEMAaTHU3AIMIO U KJIAacCU(UKAIMIO JOKYMEHTOB B OpraHU3aluy;

- IPaBWJIA pUEMa IOCETUTENEM;

- ICUXOJIOTUYECKHE OCHOBBI OOIIEHHUSI, MPOPECCUOHATBHYIO ITUKY.

Ymemo:

- HCTIOJIb30BaTh HOPMATUBHO-METOANYECKUE JOKYMEHTHI B paboTe;

- IUIAHUpOBaTh CBOM pabouuil JIeHb M palMOHAILHO OPraHMU30BBIBATH PAOOTY
PYKOBOIUTENS;

- palMoOHaJbHO OpraHu30BaTh pabodee MecTo cekpeTaps U pabodyee MecTo
PYKOBOIUTENS;

- TOTOBUTh U JOKYMEHTHUPOBATH COOpaHMUsI, COBELIAHUS, IEPETOBOPHI;

- COCTaBJIATH U OPOPMIISTH YIIPABICHYECKUE TOKYMEHTHI;

- TOTOBUTH JOKYMEHTHI ISl PACCMOTPEHUS PyKOBOJAUTEIIEM;

- CUCTEMAaTU3HPOBATh U KJIACCU(DUIIMPOBATH JOKYMEHTHI B OpraHU3aIINH;

- HUCKaTh, CHCTeMaTH3UpOBaTh, XpaHUTh, 0OpabaThiBaTh HH(MOpMAIHIO,
HEOOXOIMMYIO JIJIsl PYKOBOAMUTEISI OpraHu3aluy;

- BECTHU JIeJI0BbIE Oece/ibl U TeseOHHBIE TIEPETOBOPHI;

- OPraHU30BbIBATh JEJIOBBIC MMOE3KH, KOMaHIUPOBKHA PYKOBOIAUTEIIS;

- pallMOHAJIBHO OPTaHU30BbIBATH IIPUEM ITOCETUTEIIEH;

- YCTAaHAaBJIMBATh JICJIOBBIE B3aMMOOTHOLIEHUS C Pa3JIMYHBIMU KaTErOPUSIMHU
[IepCoHaJa.

Bnaoemy:

- HaBbIKaM# pabOTHI ¢ YIPaBICHUYECKUMHU JOKYMEHTaMU;

- HaBbIKaMU paboThl Ha EPCOHAIBHOM KOMIIbIoTEpE U HTEepHET;

- OCHOBaMH JI€JIOBOY 3THUKH U JEI0BOI0 3TUKETA.

IIpuoOpecTH ONBIT 1€ATETbHOCTH:

- MH(OPMAIIMOHHO-JOKYMEHTAIIUOHHOTO  00ECTICYeHHUsI  yNPaBICHYECKON
NEATENBHOCTH B CTPYKTYPE OPraHU3aIUY;

- HCTOJIb30BaHUA MHGOPMAIMOHHBIX TEXHOJIOTHH U CPEACTB OPITEXHUKHU B
JOKYMEHTAIIMOHHOM 00ECTICeYEeHUH YIIPaBICHUS.

4. CTPYKTYPA U COAEP KAHUE JUCHUIIJIMHbI

4.1. CTpyKkTypa AUCHUILINHBI

OO01mmas TpyI0eMKOCTh TUCIUIUIMHBI cocTaBisier 4 3adeTHbIX equnull (144 daca).



Bunpr yueOHoii
< @OopMBI TEKYILETO
8, paboThl, BKIIOYAst
= KOHTPOJIS
o 3 CaMOCTOSATEIbHY
g yCIIEBAEMOCTH (10
o = 10 paboTy
No Paznen ) Q Heoensam cemecmpa)
= = CTYACHTOB
n/n JACHUILIMHBI o 5 ®opma
@) 15 U TPYAOCMKOCTb o
=6 IPOMEKYTOUHOM
e (8 uacax) aTTecTaluu (no
J| 11| ] CP
3 , cemecmpam)
1 Ponw cekperaps B ctpykrype | 3 2 5
yIpaBJICHUS
2 Kareropum  cekperapeit wu | 3 2 4 5
cucteMa TpeOOBaHUI K HUM
3 HopmartuBHo-meToanueckas 3 2 4 5 ceMUHap
0a3a IesITeITbHOCTH CeKpeTapst
4 Opranusanuss ©  yCluoBUs | 3 2 2 5 CEMUHAp
paboThl cekpeTaps
5 Jlenonpou3BOICTBEHHBIE 3 2 2 5
(GYHKIMH cekpeTapst
6 AnvuaucTpaTuBHble QyHKIMKA | 3 2 4 5 TECT
cekperaps
7 OpranuzanuoHdsle  (GyHKOUH | 3 2 4 5 TPEHUHT
ceKperaps
8 AHanuTHYECKHE byskuum | 3 2 4 5
CeKpeTaps
9 DTHKa CEKpeTaps 3 4 5
10 TpynoyctpoiicTBo cekperaps | 3 2 6
W ajanranus K pabote
9K3aMEeH 3 45
HUroro: 16 | 32 51 144
Jis BAOUYHOI'O OTAEJIEHUA:

OO6mast TpyI0€MKOCTh JUCITUIIINHBI COCTaBIsIeT 4

3aueTHBIX eauHwmIl (144 daca).

Buner yueGHoiA DopMBI TEKYLIETO
g paboThI, BKIIOYAS KOHTPOJISI
o %23 Cal\6/IOCT0$ITeJ'IBHy'IO ycneBaeaMocm (no
No Pasien 3 5 paboTy CTyJIE€HTOB HeoeniaM
= U TPYIOEMKOCTH (B cemecmpa)
n/n JMCLUTUTMHBI 3 )
o qacax) dopma
) J| 11| | CP IIPOMEKYTOYHOU
- 3 f aTTecTaluu (no
cemecmpam)
1 Ponb cexperaps B cTpykType 2 20
yTIpaBJICHUS
2 Kareropum  cekperapei u 1 10
crcremMa TpeOOBaHUN K HUM
3 HopmarusHo-MeToauueckas 1 10 ceMHUHap
0a3a JeaTeIbHOCTH CeKpeTaps




4 Opranuzauuss W yCIOBHS 10 CEMHUHap
paboThI cekpeTapsi
5 Jlenonpou3BoICTBEHHbBIE 2 10
(GyHKIIMU ceKpeTapsi
6 AnMUHUCTpAaTUBHBIE (DYHKIUU 2 10 TECT
ceKperaps
7 OpranuzanuoHubsie  GYyHKIUU 10 TPEHUHT
CeKpeTaps
8 Ananutnyeckue byHKINN 5
ceKpeTaps
9 OTuKa cekperaps 5
10 TpynoycTpoicTBO cekperaps 1
Y ajanTaius K padote
JK3aMEH 45
Wroro: 2 6 91 144

4.2. TeMaTHYeCKHMii IIAH OCBOCHHMSl JUCIHILINHBI

AeATeJIbHOCTH U BBl CAMOCTOATE/IbHOM (BHEAyAUTOPHOI) padoThl

no BHAaAM Yy4yeOHOH

HaunmeHnoBanme Conepxxanue yueOHOro Marepuasa Dopmu-
pa3iesioB U TeM (TeMbl, epedeHb PACKPbIBA€MbIX BOIIPOCOB): Oo0bem | pyembie
JIEKIIUHU, MPAKTHYECKHEe 3aHATUA (CEMUHAPDI), yacoB / | Komme-
HHIMBUAYAJIbHbIE 3aHATHS, CAMOCTOSITeIbHAs padoTa 3.e. TeHUHHU
00y4almuxcs, Kypcosasi pabora (1o Teme)
1 2 3 4
3cemecTp
Pa3znen 1. Posb cexperapsi B CTPYKTYype yIpaBJIeHUs.
Tema 1.1. Jlexuuu: Beenenwe. Ilpenmer m 3amaum kypca. Llens u 1IK-17
Poanb cekperapsi B | 3amaun  yueOHOro kypca. Mecto Kypca B cHuCTEMe 1IK-18
CTPYKTYpe npodeccuonansHoro 00yueHus ctyaeHToB. Ponb cexperaps 1IK-19
ynpasBJieHHSI. B COBPEMEHHOM YIPABJICHUYECKOM armapaTre U B CTPYKTYpe 11K-20
CIIY’)KObl JJOKYMEHTAI[MOHHOTO OOECTeueHUs] YIpaBICHHUS. 5 1IK-25
Ucrtopus cekperapckux Ciayx0 B JOPEBOJIOLUOHHON 1IK-35
Poccun u B coBerckoe Bpems. Bospactanuwe 3HaueHus
cekperapckoro obciyxubanus B 1990-e ronsl. [Toaroroska
npodeccuoHanbHbBIX cekperapeil B Poccun u 3a pyoexxom.
JlestensHOCT MexayHApOAHON acCOIUAIIUU CEKpETapen.
[IpakTuyeckue 3aHATHs (CEMUHAPHI):
CamocrosrenbHas padora: M3yuenue yueOHOTro MaTepuaa 5
Paznea 2. Kareropuu cexperapeii u cucrema Tpe0OBaHHIl K HUM
Tema 2.1 Jlekumu: Kareropum cekperapeit (cexkperapb Ha 1IK-17
Karteropun TenedoHe, IUYHBIA CeKpeTapb, TEXHUYECKHH CEKpeTaph, 11K-18
cekperapeii u CeKpeTapb CTPYKTYpPHOTO MOJpa3JelIeHusi, CeKpeTapb- 5 11K-19
cucremMa pedepeHT, cekpeTapb KOJUIETHH, YYEHBIH CEKpeTaph). 11K-20
TpedoBaHuii kK HUM | [IpuHIMIUANbHEIE OTIIMYMA OOSI3aHHOCTEH cekperaps H ITK-25
cekperaps-pedepeHTa, CeKpeTrapsi KOJUIETHH, YYEHOTo ITK-35




CeKpeTapsl. WNHunumaTtuBHOCTS, OpPraHU30BAHHOCTb,
OTBETCTBEHHOCTb, IIYHKTYaJIbHOCTh, HH()OPMHUPOBAHHOCTD —
OCHOBHBIE JIEJIOBBIE KadecTBa cekperaps. PopMupoBaHue
KOMIIETEHTHOCTU.  J[0OpOo’KenaTenbHOCTh,  CKPOMHOCTD,
aKKypaTHOCTb, TpynoJitooue, SMOLIMOHAIbHAs
YPaBHOBEUIEHHOCTh — BaKHEMILME JIMYHOCTHBIE KAadyecTBa,
HeoOxoaumble B pabore cekperaps. basoBble 3HaHus
cekperapsi-pedepeHTa — KOMIBIOTEP, AEIONPOU3BOJICTBO,
MaIIMHOIIUCh, WHOCTPAHHBIA s3BIK. lIpodeccroHanbHBIC
3HaHMsI W HaBblku. KBanmudukannonHele TpeOoOBaHUS K
CEKpeTapsiM Pa3IMUHBIX KaTETOpHil.

[paktrueckue 3aHaTHs (cemunHapbl) KBannpukannoHHbIC
TpeOOBaHUS K  CEKpeTapsiM  pa3JIM4HbIX  KaTeropui
(cexperapp Ha TenedoHe, JIMUHBIN CEKpeTapb, TEXHUUYECKHUI
CEKpeTapb, CEKpeTapb CTPYKTYpPHOTO  MOJApa3JeNeHus,
cekperapb-peepeHT,  CeKpeTapb  KOJUISTHH,  yICHBIN
cekpeTaph). MexayHapoaHble TpeOOBaHHWS K JIOJDKHOCTH
cekperaps. OCHOBHBIE JIEJIOBbIE KauecTBa CeKpeTaps.
JIM9HOCTHBIE KauyecTBa, HEOOXOMUMBIE B pabOTe CEeKpeTapsl.
ba3oBble 3HaHUS, YMEHUS CEKpeTapsl.

CamocrosrenbHas pabora M3ydenue yue6HOro Matepuraia

Pa3znen 3 HopmaTuBHO-MeTOAMYeCKAas 0a3a 1eiTeJIbHOCTH CEKpeTaps.

Tema 3.1 Jlexumnu: TpynoBoe mpaBo Poccuiickoit denepanun 1IK-17

00 oxpaHe Tpyda, NpHEME U YBOJbHEHUHU, 3aIHUTE 1IK-18
HopMmaTuBHO- WHTEPECOB U MpaB pabOTHHKA, MPEJOCTABICHUE OTIIYCKOB U 1IK-19
MeToanuyeckas 6a3za | npror. Peanusanusa npaB pOCCHHCKUX JKEHIIWH HAa TPYHA B 1IK-20
NesiTeIbHOCTH COBPEMEHHBIX ycioBusax. HopmartuBHo-metoauueckas 6a3za 1IK-25
cekpeTapsi. KBaJIM(DUKALIMOHHBIX TpeOoBaHu K npodeccumu. 1IK-35

BuyTtpuyupexaeHueckass perjamMeHTalnus JIOJDKHOCTHBIX

obOs3aHHOCcTel  cekperaps. llopsgok u  ocoGeHHOCTH

pa3paboOTKU  JTOJDKHOCTHBIX ~ HMHCTPYKUMH  cekperapei

pa3JIMYHBIX KaTeropui. /[0JPKHOCTHOM M YMCIIEHHBIN COCTaB

IPUEMHON PYKOBOJUTENS, paclpeesieHne 00sS3aHHOCTeN B

cekperapuatax. J{ODKHOCTHOM  cTaryc PYKOBOIUTENs

CeKpeTrapuaTa,  OTHOILIEHUS C  MOAYMHEHHBIMH U

HEMOJYMHEHHBIMU  CTPYKTYPHBIMH TOJpa3ACICHUSIMU U

JNOJKHOCTHBIMU ~ Jinniamu.  OOydvaromiass —~ MHCTPYKIUS

CeKpeTapsi.

[IpakTnueckue 3aHATHS (ceMmuHaphl) JlODKHOCTHAs W

oOyyaroniasi MHCTPYKIIUU CEKpeTapsl.

CamocrosrenbHas pabora M3ydyenne yueOGHOro Marepuaia

Paznen 4 Opranunsanus 1 ycJaoBusi padoThI ceKperaps.
Tema 4.1. Jlekuuu: OpraHuzanus pabodyero Mecra cekperaps, IIK-17
Opranm3anus | xapakrepuctuka mMeOenu u 00OpyAOBaHUS, HEOOXOIUMBIX 11K-18

U yCJIOBHSI PaGoThI | TEXHUYECKUX CPEJICTB, KAHLEISPCKUX NPUHAIISKHOCTEH, 11K-19
ceKkpeTaps. OpPITEXHUKU. YCIOBUS TpyAa — OCBEUICHHOCTb pabodero 11K-20

MecTa, IIy™m, TeMmIepaTypa BO3ayxa. Pexum Ttpyma u 11K-25

orapixa. OCHOBHBIE TpaBWJIa TEXHUKH OE30MacCHOCTH. 11K-35




HopmupoBanue Tpyna — HOpMBI BPEMEHHM Ha BBIIOJHEHHUE
MAIIIMHOIIMCHBIX, CTCHOTPahUICCKUX,
JIeTIOTIPOU3BOACTBEHHBIX paboT. Pexxum pabodero BpeMeHH.
CBepxypouHass pabora. OpraHu3allMOHHBIE TMPUHITUTIBI
pactiopsiika JHs cekpetaps. lIpumepHsiii mian pabodero
IHA. Vcronp3oBaHHE KOMIBIOTEpA Il [UIAHUPOBAHHUS
pabouero aHs.

[Ipaktuueckue 3aHsatus  (cemuHapnl) [lnanupoBanue
paboyero 1Hs ceKkpeTaps.

CamocrosrenbHas pabora M3ydyenne yaeOHOro Marepuasia

Pa3pea 5.

JenonpousBoacTeeHHble QyHKINH CeKpeTaps.

Tema 5.1.
HeaonpousBoacree
HHbIE pynkuun
cekperaps.

Jlexnuu: cucreMarusanus W NepBUYHas — 00paboTka
JOKYMEHTOB. [TpenBapurensHOE paccMOTpeHue,
perucTpanys U pacrupeaeieHUue MOCTYMUBITUX JOKYMEHTOB.
[lepeqaya moxymeHTOB Ha  wHcnojHeHHWe. KoHTposb
(Texymuii 1 mpenynpeauTenbHbiit). CHATHE TOKyMEHTa C
koHTposisi. Co3manme ©0a3bl  JaHHBIX O  JOKyMEHTax
VIPSKICHUS W WH(DOPMAIMOHHO-CIIpaBoYHas paboTa.
OO6paboTka W  OTHpaBKa HCXOISAIMIMX  JIOKYMEHTOB.
CucremaTHu3alys JOKYMEHTOB U OpraHU3aIis UX TEKYIIETO
XpaHEHUS. Homenkmarypa  nem. TpeboBanus K
dbopmupoBaHuio nen, WX OGOPMIICHHIO W XPaHEHHIO.
[ToaroToBka nen K apXxuBHOMY XpaHeHHI0. CpOKHM XpaHEHUS
nokyMeHToB. OdopmiieHne Aen A apXUBHOTO XPaHEHUS.
CocraBnenne omnuceil. Crmaya 1enm B apXuB. 3alluTta
nHpopManuu B paboTe cekpeTaps ¢ KOHPHUIACHIHMATbHBIMUA
nokymeHntamu. OmnpenenieHrne cocTaBa KOH(HIEHIIMATIBHBIX
JOKYMEHTOB, Opranusanus paboTsl C HUIMH, UX Y4eT.

IIpakTryeckue 3aHATUA (CCMI/IHaDI)I) . [TonsTne
,Z[OKYMCHTOO60pOTa M IIpaBHJia €ro OpraHusanuu.

CamocrosrenbHas pabora Mzydenue yue6HOro Matepuania

1IK-17
ITK-18
ITK-19
1TK-20
ITK-25
ITK-35

Pa3znpea 6.

AJIMMHHCTpPATHBHbIE QYHKIINH CeKpeTapsi.

Tema 6.1.
AJIMHUHHCTPATUBH
ble GyHkuun
ceKkperapsi.

Jlekumu: Opranuzanus paOoudero JHA PYKOBOJUTEIS,
rpaduKk HeAelabHOH palboThl, KOPPEKTUPOBKA IUIAHOB.
CoortHomienne  rpaduka  pabOTBl  PYKOBOJUTENS U
cekperaps. AHanM3 HWTOroB IaHWpoBaHus. [IpuHLHKIBI
OpraHM3aluM IIPUEMa Pa3InYHbIX KATETOPUM MOCETUTENIEH.
OcoOeHHOCTH TpuUeMa KOMaHIUPOBAHHBIX M JeJeralui.
[IpueM rpaxkiaH 1o JUYHBIM BOIPOCaM Kak crienuuyeckuit
BUJ Tpuema, 0COOEHHOCTH opranuzanuu. KommbloTepHble
TEXHOJIOTMM B JEATEIBHOCTH cekpeTapsa. MHTepHeT —
sppexTUBHOE CPEACTBO COBPEMEHHOM JIEJI0BOM
KoMMyHUKalu. [Touck u pacnpocrpaHeHrne nHGOpMaluu B
cetn MHTepHeT. Vcnosb30BaHne 2IIEKTPOHHOMN MOYTHI.

IIpakTuyeckue 3aHATHS (CEMUHAPHI): PEIICHHIE
CUTYAallUOHHBIX 3a71a4

CamocrosrenbHasg pabora: M3ydyenne yueOGHOro marepuasia

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




Paznen 7.

OprannzannoHHble PYHKIUM CeKpeTaps.

Tema 7.1.
OpranuszanuoHHble
byHkuun
cekperaps.

Jlekumu: OCOOGEHHOCTH TOATOTOBKM JICJIOBBIX BCTpEY U
eperoBopoB pykosoautens. [lpaBuna BenaeHus AEIOBOU
Oecenpl. Tumbl COBEIIAHMN M TMpaBHUJa WX MOJITOTOBKH MU
opranmzaiun. CocraBieHne H OQOpPMIICHHE MPOTPaMM,
3asBOK, TOBeCTKH JHSA. (OCOOEHHOCTM  OpraHu3aluu
3aceJaHUil KOJIJIETHAJbHBIX OpraHoB. JlOKyMEHTHpOBaHME
coemanud M 3acemanumii.  Ilopspgok  cocraBieHus,
opopMIICHHSI W XpaHCHHs] TMPOTOKOJIOB. (COOCHHOCTH
JOKYMEHTUPOBAHHS 3aCEIaHUil MOCTOSHHO JEWCTBYIOIIMX
KOJUIETHANIbHBIX opraHoB. [IpaBuiia odopMiieHHs BBITUCKU
u3 npoTokona. Ponp  cekperaps B OpraHuzanuu
KOMaHJIMPOBOK  pykoBomutens. lIporpamma  nenoBoit
MOE€3JIKU PYKOBOJAUTEIS, 3HAUEHUE, CTPYKTYpa, COAEpPKaHUE,
nopsiiok pazpadotku. CepBUCHBIE QYHKIIUUA — OPraHU3aLNS
Ko(e-nay3sl, Qypiiera, IpUEMOB.

[pakTnueckue 3ansaTus (ceMuHap): Opranuzanus u
00cIyKMBaHUE COBEUIaHMI, IEPEeroBOPOB, COOpaHUIA.

CamocrosrenbHas pabora: M3yuenne yue6HOro MaTepuaia

1IK-17
ITK-18
ITK-19
1TK-20
ITK-25
ITK-35

Pa3nea 8.

AHajuTHYeCcKHe (PYHKIUH CEKpeTaps.

Tema 8.1.
AHaJIuTHYECKHE

byHkuun
ceKkpertaps.

Jlexkiuu: Pabota ¢ TekcTamMu ynpaBlieHYECKHX JTOKYMEHTOB
MPU  COCTABJICHUU OO30pPHBIX JOKYMEHTOB (IOKJIA/IOB,
OTYETOB, BBICTYIUICHU PYKOBOJUTEIISA).
Kondunenmumanpasie  cBenmenus. [loarotoBka  Tekcra,
pemaKkTUpoBaHUE, coryacoBaHue. Pabora 1o  cOopy
nHpOpMaUM — €€ IeJIeBO€ Ha3HAuYeHHEe, CIOCOOBI
MoJTydeHusi, 00paboTku u xpaHeHusi. OcoOeHHOCTH pabOTHI
C BEJIOMCTBEHHBIMH H3JIAaHUSIMU, IMYOJIUKAlUsSMU B IIpecce,
CIICIIMAILHOM JIMTEPATypPOH.

[IpakTtuueckue 3aHsaTus  (cemuHapbl):  Pedepentckue
(GYHKIIUU CeKpeTapsi TOMOITHUKA PYKOBOIUTEIIS.

CamocTtosarenbHas pabora: M3yuenue yueOHOro MaTepuania

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

Paznen 9.

JTHKA ceKpeTapsi.

Tema 9.1.
JTHKA ceKperaps.

Jlexkimu: IloHATHS <«OTHKET», «ITHUKA», «CIY>KEOHBIN
ITHKET». ITUYECKHE OCHOBBI B3aUMOOTHOIICHUN MEXITY
pykoBoauTeneM u cekperapeMm. CinyxxeOHas cyOOpAUHALIUA.
[IpaBuna BenmeHusi TeneOHHBIX MEPEroBOpoB. Peueroii
stukeT. JlokymeHTHpoBaHue TeneOHHBIX COOOIICHHIH,
TeneoHorpamma, Tenekc, TenerpamMmma. IMumk cekperapsi.
Buemnuii BUI cekpeTaps — OJekaa Ha cIyxkOe, JeToBOM
CTHJIb, MakuspK. [loArOoTOBKa TOKYMEHTOB, BHU3UTHBIX
KapTo4eK, OM3HEC-CyBEHHPOB.

IIpakTryeckye 3aHATHUS. HpO(i)eCCI/IOHaHLHaH OTHKa H
JIEIIOBOM ATUKET CCKpCTaps.

CamocrosTenbHas padora: VM3ydyenue yueOHOro marepuasia

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

Pazgean 10.

TpynoycrpoiicTBo cexkperapsi M ajanrtanus K padore.

Tema 10.1
TpynoycTpoicTBo
cekpeTaps u

Jlekumuu:  CoBpeMeHHbIE  CIIOCOOBI  TPYAOYCTPOHCTBA.
HanpaBnenuss mnoucka paboTsl. Pestome — mopsaok
COCTaBJICHUSl W  HUCHOJb30BaHus. PexomeHnaTesbHblE

IIK-17
1TK-18
11K-19
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ajanranus K nuchMa. CobeceoBaHUE U UHTEPBBIOMPOBAHKE MIPH NIPHEME 1TK-20
pabore. Ha pabory. TectupoBaHme U coOeceqoBaHUE KAk 1TK-25
COBPEMEHHBIE METOJbl MoJa0opa nepcoHana. TpynoBoi ITK-35
KOHTpakT. BBopHas Oecena B KaapoBOil ciyxOe W Kpyr
JOJDKHOCTHBIX ~ 0Osi3aHHOCTEH.  McnbITaTenbHBI  CpOK.
Apnanranust kK pabdore. Bunsl amanranuu. O3HaKOMJIEHHE ¢
pabouuM  MEeCTOM. 3HAaKOMCTBO C  PYKOBOJHUTEJEM,
KOJIJIETaMH, TEeXHHUYECKUM mepcoHanoMm. IlepBas Oecema c
pykoBoauTeneM. Pexxum pabodero Bpemenu. CBepXypouHas 6
pabora.  KopmoparuBHasi  KyJabTypa W TpaJWIUH.
DUPMEHHBIN CTUIIB.

[pakTnueckue 3ansaTus (cemMuHap): Pestome cexperaps.

CamocrosrensHas pabota: M3yuenne yueOHOTO MaTepuaia

[IpumepHas TemaTHKa KypcoBOi pabOThI

CamocTosTenbHas pabota oOyyaronmxcst HajJ KypcoBoil paboToi

Bua ntoroBoro koHTpoJs (3a4er, sxk3aMeH, AU QepeHIIPOBAHHBIN 3aUeT) 45 9K3aMeH

BCEI'O: 144

5. OBPA3OBATEJIBHBIE TEXHOJIOI'U

B coorBerctBun ¢ TpeboBanusiMu DPI'OC BO 1o HanmpaBieHHIO MOATOTOBKH
«/lOKyMEHTOBEICHUE W apXMBOBEICHUE» peanu3alus KOMIETEHTHOCTHOIO IOAX0Ja
npenycMaTpuBaeT IIMPOKOE UCIOJNb30BaHWE B Yy4eOHOM IIpollecce AaKTHBHBIX |
MHTEPAKTUBHBIX (POPM IPOBE/ICHUS 3aHATUH.

CrpykTypa U coiepkaHue Kypca MpeIrnojaraloT aKTHBHYIO WHTEIUIEKTYaJbHYIO U
KOMMYHUKAaTUBHYIO JESTEIbHOCTh CTYNEeHTOB. Kypc BhICTpoeH TakuM oOpa3oM, 4TOObBI
o0ecreyuTh Pa3BUTHE COOTBETCTBYIOIIMX MPO(ECCHOHATBHBIX KAdyeCTB y CTYICHTOB.
Kypc nexkmuii, ceMHUHapCKHe€ W MNPAKTUYECKUE 3aHATHSA OTJIMYAKOTCA YCTAHOBKOM Ha
CO37laHNE TMAPTHEPCKUX OTHOIIEHUU, YTO HAXOIUT OTPAKEHHUE B METOoAax OOydeHUS.
[IpuopuTeTHRIME METOAAMHU OOY4YEHHUS SBIAIOTCS aKmMueHbvle Memoosl, THAE TIABHOE
BHUMAaHUE yACISICTCS MPAKTUIECKON 0TpabOTKE 3HAHUM, YMEHHI 1 HaBBIKOB.

Jlexyuonnvie 3anamus MPEANONIATAIOT MIPEABAPUTEIBHYIO IOATOTOBKY, CBA3AHHYIO C
OCMBICIICHUEM 3asBJICHHBIX MPOOJEM, M HE HCKIIOYAIOT AHAJOTHYECKOro OOIIEeHUs
CTYZIEHTOB C IIPETIOaBaTEIIEM.

Ha cemunapckux 3anwsamusx WCHONB3YIOTCS COBPEMEHHBIE METOJbI OOY4YEHHS -
JIeJIOBbIE UIPbl, MUHU-KOH(EPEHIINH, TUCKYCCUH, MO3BOJISIONINE H30€KaTh MacCUBHOTO
BOCHPHATHS HMHQOPMaUMM W MAKCUMAJIbHO HCIOJIb30BaTh TBOPYECKUN MOTEHIMAI
CTYJICHTOB.

6. OLEHOYHBIE CPEACTBA i1 TEKYLEIO KOHTPOJIA
YCHEBAEMOCTHU U MIPOMEXYTOUYHOM ATTECTALIUU

6.1. KoHTPOJb 0OCBOEHHUS JUCITUTIMHBI
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KoHTponps 0cBOEHUS TUCUMIUIMHBI IPOU3BOAUTCSA B cOOTBETCTBUU C [lonoxxeHuem o
MIPOBEJEHUN TEKYIIETO KOHTPOJI YCIIEBAEMOCTH W IPOMEXYTOYHOM AaTTECTALUU
cryneatoB ®I'bOY BO «KpacHomapckuii rocyaapCTBEHHBI HHCTUTYT KYJBTYPBI».
IIporpaMmoli JNHMCIMIUIMHBI B LENAX IPOBEPKM NPOYHOCTH YCBOEHHs Marepuasna
Mpe1ycMaTPUBAETCS IPOBEACHUE PA3TUYHBIX (POPM KOHTPOJIS.

Texywuii KOHmMpoOZb YCIEBAEMOCTU CTYAEHTOB MO JUCLUIUIMHE IIPOU3BOAUTCS B
cienyomux Gpopmax:

- OLICHKM, BBICTaBIIIEMBIE CTyJEHTAaM Ha CEMHHApax 3a OTBETHl HA BOIPOCHI,
CoJieprKallrecs B IJJaHAX CEMUHAPCKUX U TPAKTUYECKUX 3aHITHI.

Pybesicnviii  konmpons TpenycMaTpuBaeT OIEHKY 3HAHWWA, YMEHHUHW ¥ HaBBIKOB
CTYJICHTOB IO TMPOWJICHHOMY MaTepHaly IO JaHHOW TUCIUIUIMHE HAa OCHOBE TEKYIIUX
OIICHOK, IOJTYYCHHBIX MU Ha 3aHATHUAX 3a BCE BHUJBI paboT. B X01e pyOeKHOTO KOHTPOJIS
UCTIONB3YIOTCSI CIIEAYIONIUE METOABI OIICHKU 3HAHUIA:

e YCTHBIC OTBET;

e TIPaKTUYCCKUEC PAOOTHI;

IIpomesicymounsiii KOHMPOIb IO PE3yabTaTaM CeMecTpa MO JUCIUILTHHE TIPOXOINT B
dbopme 3auéra (FK3aMEHA).

6.2. OueHo4HbIe CPEACTBA

6.2.1. Ilpumepsbl TeCTOBBIX 3aJaHUH (CUTYaI[Hii)
IIpakTnueckoe 3ansitue 1. JloJLKHOCTHAsA W 00y4Yyawias HWHCTPYKUHMHU
cekperaps-pedepenra.

Llenv 3amamus: W3y4eHHE METOAMKHU COCTABJICHMS, TMOpsaka odopMIIeHuUs,
COTJIACOBAHMSI W YTBEPKICHUS NOJKHOCTHBIX HHCTPYKLUWA CEKPETApCKOro MEpcoHana,
IpUOOPETEHNE HAaBBIKOB COCTABIICHUS JOMKHOCTHON MHCTPYKIIMHU CEKpeTaps.

B pesynbrare BBINOJHEHHS 3aJaHHs] MPAKTUYECKOTO 3aHATHUS CTYACHTHI JTOJKHBI:
3HaTh Ha3HAY€HHWE, TMOPSAOK COCTaBiIeHUs, OG(OPMIICHHS, CTPYKTYpy M COCTaB
uH(MOpPMAIMN JTOJDKHOCTHOM WHCTPYKIIUU CEKpeTaps; YMETh COCTaBUTH JOJKHOCTHBIC
MHCTPYKLHH PA3JINYHBIX KATETOPUM CEKPETAPCKOTO MEPCOHANA.

3aoaHue:
1. CpaBHUTH KBAM(PUKAITMOHHBIC TPEOOBAHUS PA3IMYHBIX KATETOPHUHA CEKpeTapeit.

2. PazpaboraTh JODKHOCTHYIO WHCTPYKIMIO B 3aBUCUMOCTH OT KaTErOpUU
ceKpeTapsi.

3. I3yunuTth 00y4aroyt0 HHCTPYKIUIO JIJISl CEKpeTaps.
IIpakTuyeckoe 3ausiTue 2. [llianupoBanue padouyero JHs ceKpeTaps.

Lenv 3anamus: M3ydeHWE TPHUHIUIIOB PAIMOHATLHOTO IUJIAHUPOBAHHS PabOYero
BPEMEHHM CEKpeTaps; 3aBUCUMOCTH paboyero AHS CEKpeTapsi OT IjlaHa pabodero JHs
PYKOBOJUTENS; MPUOOPETEHUE HABBIKOB COCTaBIEHU rpaduka pabouero AHs ceKpeTaps.

B pe3ynbrare BBIIOJHEHUS 33/IaHUS] TPAKTUUECKOTO 3aHSATUS CTYJIEHTHI JOJIKHBI:

e 3HaTh Ha3HAuY€HHWE, TOPSAOK pa3pabOTKHU, COTJACOBaHUS, YTBEPKIACHUS,

CTPYKTYpY U cOocTaB UH(popMaIuu rpaduka padoyero IHs ceKpeTaps;
12



®  palMOHAJIBHO IJIAHUPOBATh pa0OUMid IEHb CEKpeTaps;

e 3Hath HOT B pabote cekperaps;

® YMETh COCTAaBUTH IIJIaH PabOYEro JHs CEKpeTaps.

3aoanue: CoctaBUTh rpauk padboyero JHs cekperaps-pepepeHta pyKoBOIUTENS.

IIpakTnueckoe 3ansaTue 3. Pedepenrckue pyHKuuHM cexkperapsi pyKOBOIUTEIsI
OpraHM3anMH.

Llenv 3anamusa: W3ydeHUE METOAMKM IIOMCKA, CHCTeMaTu3aluu, oOpaboTKU
nHpopMan, HEOOXOJAMMON PYKOBOJIUTENIO OpraHu3aluu; MTPUOOPETEHHE HAaBHIKOB
cUcTeMaTH3aluu U 00pabOTKU JOKYMEHTHOM MH(pOpMAaIIUH.

B PE3YIbTATC BBIMMOJIHCHUA 3aJdHUS IMIPAKTUYCCKOT'O 3aHATHA CTYACHTHI JOJI’KHbBI:

e 3HATh Ha3HAYEHUE, METOJAMKY BEICHHUS M HCIIOJIb30BaHUSl CPEICTB XPAaHECHUS U
novcka HH(OpMaALUU: TUIOCKMX O0O3pPUMBIX KapTOTEK, CPEICTB  BHU3YaJbHOIO
0TOOpa)KeHHUsl CTPOUHON UH(POPMALINH;

® 3HaTh METOAUKY M YMETb BECTH «IIEPCOHAJIUW» JEJIOBBIX MAapTHEPOB
OpraHu3aluu;

® yMETh PEAAKTHUPOBATH YNPABICHUYECKUE TOKYMEHTHI;

® 3HATh MPUEMBI U YMETh aHHOTHPOBAThH U pedeprupoBaTh HCTOUHUKHU.

3aoanue:

1. CdopmupoBarh WHGOPMAIMOHHYIO TIOJOOPKY O JEIOBOM IapTHEpe
OpTaHU3AIIHH.

2. CrpoeKkTHpoBaTh CHCTEMY BH3yallbHOTO OTOOpaXXCHHsI CTPOYHOMN
uHdopMaImm.

3. CocTaBUTh aHHOTAIIMIO HOPMAaTHBHO-METOUYECKOTO JOKYMEHTA.

4. Ha ocHOBe mpeyI0)KeHHBIX aITOPUTMOB COCTaBUTH pedepar CTaThH.

5. CoCTaBHUTh CIHCOK CIPABOYHBIX H3JIaHUMA, HEOOXOIUMBIX ISl PabOTHI
CeKpeTaps.

IIpakTuyeckoe 3ausitue 4. Pe3rome cekperaps.

L]env 3anamus: N3y4eHre METOUKHN U IPUOOPETEHNE HABBIKOB COCTABJICHUS PE3IOME
CEKpEeTapCcKOro rnepcoHasa.

[Ipu coctaBnenun pe3tome oOpaTUThL 0co00O€ BHUMAHHWE Ha JIMYHBIE KayecTBa U
HejocTaTku. [IpaBUIIbHO omucaTh MpEKHUE MecTa PaboThl M MPUYUHBI yBOJbHEHUS. B
pE3IoMe ClIeNaTh aKICHT Ha Ballly JIYUIIINE Ka4ecTBa.

B pesynbTate BHIMOTHEHUS 3aJaHUS MPAKTUUECKOTO 3aHATHS CTYICHTHI JTOJKHBI:

® 3HaTh HAa3HAYCHHE, MOPSJAOK COCTABIEHUS, CTPYKTYPy U COCTaB WHGMOpMAIIU
pE3IoME;

® YMETh COCTABUTH PE3IOME.

3aoanue: CoCTaBUTH PE3IOME COMCKaTeNs JOJKHOCTU CceKperapsi-pedepeHTa uiu
CEKpEeTapsI-MIOMOIITHUKA PYKOBOIUTENSI OPTaHU3AINH.

6.2.2. KOHTpOJILH])Ie BOIIPOCHI AJA IPOBECACHUA TEKYIICI'0 KOHTPOJIA
Kakue paznenbl coaepKuT T0/KHOCTHAs HHCTPYKLUSA?
Kakune 10KyMeHTbI OTHOCATCS K MHPOPMALIMOHHO-CITPABOYHBIM?
KakoBbl 0COOEHHOCTH HANMCaHUS TEKCTA TeJIErpaMMBbI?
Yro takoe ¢axkcorpamma?

el N>
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14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
217.
28.

29.
30.
31.
32.

33.
34.
35.

36.
37.

38.
39.
40.

CoNoO~WNE

KakoBbl peKBU3UTHI TEJIErPaMMBI?

JlaiiTe onpeneneHne NOHATUS «TOKYMEHTO000POT».

Ha3zoBute ocHOBHBIE OTiepaliy mpoiecca 00paboTKH BXOIAIINX TOKYMEHTOB.
Ha3zoBuTte ocHOBHBIE Oniepaliy mpoiecca 00paboTKH HCXOSIINX JOKYMEHTOB.
Kakum 00pa3omM OCyIIeCTBISCTCS PErUCTPaIis BXOIAIINX JOKYMEHTOB?

. laiTe onpenenenye NOHIATUS «UCXOIAIINNA JOKYMEHT»

. HazoBuTE OCHOBHBIE ATAITBI MOATOTOBKH UCXOAAIINX TOKYMEHTOB.

. Kakune ucxosmue 1oKkyMeHTH! 0pOPMIISIOTCS B OJJTHOM dK3eMILIpe?

. Kakue nannHple 00 nCXoAAmeM JOKYMEHTE 3allMCBIBAIOTCS B JKypHAJl PETUCTPAIMH HCXOJSIINX

JIOKYMEHTOB?

Kewm noanuceiBaroTCst HCXOIAITNE JOKYMEHTHI?

HazoBute 0CHOBHBIE ATaIbI MpoIiecca MOArOTOBKU U OPOPMIIEHHUSI BHYTPEHHUX JOKYMEHTOB.

Kax opranusyercst paboTa ¢ BHyTpEHHHUMH JOKYMEHTAMH Ha 3Tare UX UCIOJIHCHUS?

Kaxkue onepariu BKIIOUaeT Mpo1ecc KOHTPOJISI UCTIOTHEHUS TIOKyMEHTa?

Kax ycranaBiamBarOTCsi THTIOBBIE CPOKH UCIIOJTHEHUSI IOKYMEHTOB?

Kak ycranaBimBaroTCsi HHANBUYaTbHBIE CPOKH MCTIOTHEHUS TOKYMEHTOB?

JlaiiTe ompeneneHne MOHITHS «KHOMEHKIIaTypa fien». HazoBuTe BUIBI HOMEHKIIATYD JE.

Kto pa3pabaTbiBaeT TUIOBBIE U TPUMEPHBbIE HOMEHKIATYPHI 1e1? Kem oHM yTBepxkaaoTcs?

B teuenune kakoro cpoka JIeUCTBYeT YTBEPKICHHAss HOMEHKIIATypa /el OpraHu3aum?

B gem cyth nponiecca popmupoBanus aen?

ITo kakuM TIpU3HAKaM MOTYT TPYIITUPOBATHCS TOKYMEHTHI B fenia?

B kako# mocneaoBaTenbHOCTH IOJKHBI PACOIaraTbCsi JOKYMEHTHI B fiefie?

JInst Kakux 7€ COCTaBIIETCS BHYTPEHHSISI ONUCH ?

HazoBute ocHOBHBIE ATanbl pabOTHI IO MOJATOTOBKE JOKYMEHTOB K ApXUBHOMY XpaHEHUIO?

Kakwue 30HBI BKIIIOUAET OTENbHOE MOMENIeHHE pabouero Mmecra pykooautens? KakoBo HazHaueHue
KaXIOU U3 HUX?

[lepeuncnure cpencTBa ocHaIEHUS pabOUYEro MecTa pyKOBOIUTEIIS.

Ha3oBuTe 0CHOBHBIE ITpaBUjIa COCTABIICHHUS I€JIOBOTO MUChMA.

[lepeuncnure TpeOoBaHUSs, IPEABSABIAEMbIE K COCTABICHHUIO TEKCTA TeIePAKCHBIX COOOLICHHIA.
HazoBure mnpeumymectsa TteneOHHOW CBSI3M IO CPAaBHEHUIO C IHCbMEHHBIMH CpPEICTBaAMU
KOMMYHHUKAaIUH.

[lepeuncnure akTopsl, oOecneunBarolue paluoHalbHOE TeJIeOHHOE 00IIEeHHE.

[lepeuncnure 06s13aHHOCTU CeKpeTapsl B Mpoliecce MpreMa MoCeTUTeNe.

HazoBure mpaBuna BeneHUs ciaykeOHOro Tesle(OHHOTO pa3roBopa B TeX clyyasX, KOTJa 3BOHST
PYKOBOJMTEIIO; KOT/1a 3BOHUT CEKPETAPh.

Kakux mpaBui ciaenyer npuaepKuBaThCsi CEKpeTapro npu nepeaayde tenedoHorpaMmbl?

KaxoBa poJib cekperapsi B mpouecce NoJAroTOBKM M MIPOBEACHUS TUIAHOBBIX COBEIIAHUM, ONIEPaTUBHBIX
coBelaHui?

Kak ocymecTisiercs noarotoBka 1 Opranu3anusi AeJI0BbIX MO€310K pyKOBOAUTEIS?

KakoBbl 00513aHHOCTH CeKpeTapsi BO BpeMsi OTCYTCTBUS PYKOBOIUTENs?

HazoBute TpeOoBaHusl, MpeIbIBIsSEMBIE K EIIOBOI peUH.

6.2.3. TemaTuka 3cce, pepepaToB, npe3eHTANUIM
Pounb u MecTO cexperaps B yIpaBIeHYECKOW CTPYKTYPE OpraHU3alUu.
Hctopus cexperapckoit cimyx0bl B Poccun.
[Tpodeccus cexpeTapst Ha COBPEMEHHOM PBIHKE TPYJa.
CoBpeMeHHas HOpMaTUBHO-METOAnYECKasl 6a3a, periaaMeHTUupyooLas AeITeIbHOCTb CEKpeTapsl.
ITpodeccronanbHble HaBBIKU, 0053aHHOCTU U (DYHKIIMU CEKpETaps.
JloIKHOCTHBIE 00513aHHOCTH cekpeTapsi-pedpepeHTa (Ha npuMepe Kakoi-1ub0 opraHu3anun).
KoMMyHHUKallMOHHBIE aCIIEKTHI JEATENBHOCTH CEKpETaps.
Bupl npuema nocetuTenei, IpoBOAUMBIX PYKOBOJUTEIEM U CEKPETapEM.
beznokyMmeHTHOE 00OCITYKMBaHUE B PaOOTE CEKpeTapsl.
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KynbeTrypa nemoBoro oOmieHust B mpo(ecCHOHAIBHON AeITEeIbHOCTH CEKpeTaps.

[Tpo6nembl TIIAHUPOBAHUS M OPraHU3alUU pabovero AHS CEKpeTaps.

[Tpocdeccus cexperaps — reHACPHBIA aCIEKT.

XapaKTepuCTUKAa COBPEMEHHBIX TEXHUYECKUX CPEJICTB M MPOrPaMMHBIX IPOAYKTOB, UCIIOJIb3YEMbIX
B JICATEIIBHOCTH CEKpeTapsi.

WuTepHer B paboTte cekpeTapsi.

Poub cexperapst B opranuzauy JOKYMEHTO000POTa MPEIPUSATHSL.

Vcnonp30BaHuE CIPaBOYHO-TIOMCKOBBIX CUCTEM B pabOTe ceKpeTaps.
Opraan3anroHHO-HH(OPMAIIIOHHOE O00eCIeueHHe JeSTEIbHOCTH PYKOBOIUTENS KaK OCHOBa
CEKPETapCKOil pabOTHI.

OpraHu3anroHHbBIE U TEXHHYECKHE MTPOOIEMBI TIOATOTOBKU KPYITHBIX COBEIaHHUM.

[ToBenenue cekperaps B KOHOIMKTHON CUTYaIUH.

Ocob6eHHOCTH JIeTOBBIX KYJIbTYp 3amnana u Bocroxka.

6.2.4. Bonpocsl Kk 3a4eTy N0 IMCUMUILINHE

1. Ponp u 3HaueHue cekperaps-pedepeHTa B CTPYKType JOKYMEHTAI[MOHHOTO OOecredeHus

yIpaBiIeHUs.
[IpodeccrnonanpHas MOATOTOBKA CEKpeTapeil: OTEUECTBEHHBIN 1 3apyOeKHBIH OTIBIT.
Kareropuu cekperapeit (cekperapb Ha Tene]oHe, JUYHBIM CEKpeTaph, TEXHHUYECKHUH CEKpeTaphb,
CeKpeTapb CTPYKTYPHOTO TMOJpa3fiefieHusl, ceKpeTapb-pedepeHT, CeKpeTapb KOJUIETHUH, Y4YeHBIH
CeKpeTaph): 00Ias XxapakKTeprucTrKa.
[Ipodeccronanbubie TpeOOBaHUS, NPEIbIBISIEMbIE K KATETOPUSIM CEKpeTapeit.
JInuHOCTHBIE KayecTBa cekpeTapsa-pedepeHTa.
HopmaTtuBHO-MeTomnueckast 6a3a paboThl cekpeTapsi.
JlomKHOCTHAS MHCTPYKIIMSI CEKpeTaps.
Texnonorust opranu3zanuu oduca: o0opynoBaHus, TU3aiH, TEXHUYECKHE CPEICTBA.
Opranu3anus u 060pya0oBaHue paboyero Mecra cekperaps.
[1nanupoBaHue, pacnpeeneHue U UCI0JIb30BaHUE Pab0oUero BpeMEHH CeKpeTapsl.
Ananranus cekpeTaps K padore.
KommbrotepHbie TexHOIOTUU U IHTEpHET B 1€ATEIbHOCTH CeKpeTapsl.
[TonsiTHe TOKyMEHTOOOOPOTA, IPABUIIA €r0 OPraHU3AIIHUH.
[Ipuem 1 06paboTKa BXOAAUIUX JOKYMEHTOB.
Pacrnipenenenue u peructpaius, KOHTPOJIb 32 UCIIOTHEHUEM TIOKYMEHTOB.
O06paboTka Jen i MOCIEIYIOMEro XpaHeHHUs.
dopmupoBaHue jaed.
Howmenkuarypa nein.
Opranuzanus ceKkpeTapeM IpreMa NoceTUuTeNel, IPoBeIeHHE EIOBBIX Oece].
Kynbrypa ciayxeb6Horo TeineoHHOro pa3roBopa.
Tenedhonorpamma, Tenerpamma, Tenedakc.
Buiel mpou3BOICTBEHHBIX COBEIIAHUM.
Opranuzanus 1 00CTy)KMBaHUE MIEPETOBOPOB, COBEIIAHUM U Tpe3eHTalN.
IToaroroBka cekperapeM KOMaHIUPOBOK PYKOBOIUTEIIS.
Pabota ¢ nenoBoit nHdopmarmein. MeTouka 1 alropuTMbl peepupoBaHHUSL.
OcHOBBI ITpoeccnoHaTBLHON 3TUKU U JIEIOBOTO ATUKETa B paboTe ceKpeTaps.
Nmumk cekperaps: TpeOoBaHUs K BHEITHEMY BUAY, KyAbTypa MOBEACHUS U OOIICHHUS.
BusutHbIe KapTOUKH U PABUIIA UX BEACHMUS.
TpynoyctpoiicTBO cekperapsi, COCTaBIEHUE JTUYHOTO PE3IOME.

6.2.5. Bonpochbl K 3K3aMeHy N0 THCHHILINHE (He npedcmompeno)

6.2.6. IlpuMepHasi TeMaTHKA KYPCOBBIX PA0OT ( e npedycmompeno).
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7. YYEBHO-METOINYECKOE n NHO®OOPMAIMOHHOE

OBECHEYEHME JUCHMIIJIMHBI (MOY.JISD)

7.1. OcHoBHas TUTEpaTypa

. ITerpoma, FO.A. IIpodeccus - cekperaps [dnekTponnsiii pecype] / FO. A. Ilerposa ; FO.A. Iletposa. - M.
: U3n. nom "PaBuoBecue", 2010. - 1 37€KTpOH. ONT. AUCK.

. BbacakoB, M.U. JlenonpousBoactBo. [JlokymeHTanmonHoe obecrneuenue ynpasienus| [Tekcr] : yue0.:
[CIIO]: [rpud MO] / M. U. bacakos, O.U. 3ambikoBa. - 14-¢ u3n, nepepad. - PocroB H/[| : Denuke,
2014. - 375 c. - (Cpemnee nmpodeccrnoHanbHOe o0pazoBanue). - ISBN 978-5-222-23063-3

. MaxkapwbiueB, M. I'. Opranmzanuonnas nesteabHocTh [Texcer] : yue0. / M. I'. Makaperues, E. B. 3yes. -

M.

10.
11.

12.
13.
14.
15.
16.
17.
18.
19.

20.

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

7.2. JlonoJiHUTEILHAS JTUTEpPaTypa

. beixoBa T.A. IloAroToBKa MOKYMEHTOB K MOCJEAYIONIEMY XPaHCHHIO W MCIIOJb30BaHUIO: YUeOHO-

MmeToanueckoe nocooue/ T.A. beikoBa, O.B.Mocsruna. — M.: MUU®U, 1996. — 68c¢.

. brixoBa T.A. IloaroroBka coBemanuii u 3acefganuii: mpakt. mocodue /T.A. beikosa, T.B. Ky3nernoga. -

M.,2000. — 60c.

. Becenos I1.B. Ilpodeccust — cexperaps/ I[1.B. Becenos. — M., 1994,
. 'amumosa E.f.CnpaBounslii anmapat pedeperta: YaeOHoe mocodue. - M3m.2-e, mepepad. u gom. /

E.A. l'amamosa, H.I'. Ilep6a.- Kpacnomap, 2001.-144c.

. 'OCT 6.30-2003: VYCJI. VYuuduxanmuoHHas CHCTEMa OPTaHU3AIMOHHO-PACTIOPSAUTEIHHON

nokymeHTaruu. TpeboBanus Kk opopmieHuto okymeHToB. — M.: M31-Bo cranmapTos, 2004.

. TOCT P 51141-98: Jlenonpou3BOACTBO U apXUBHOE Je710: TepMuHbI U onpeneneHus. - M.,1998.
. Jlenonpou3BoACTBO: 00pa3ibl, JOKYMEHTBI, OpraHu3alus U TEXHOJOrus paboThl C y4ETOM HOBOTO

I'OCT P 6.30-2003 «YHUGUIUPOBAHHBIE CUCTEMBI TOKYMEHTAIUH. ...». — 2-€ U3/., Iepepad. u oI —
M.: IIpocnekt, 2004. — 456¢.

. KBaJ'II/I(bI/IKaI_[I/IOHHHﬁ CIIpaBOYHHUK ,Z[O.]'I}KHOCTGI\/'I pYKOBOHHTeHefI, CIICHUAJIMCTOB W HWHBIX CIIY>XXKalluX

/UBHT Muntpyna Poccutickoit ®eneparuu. — M., 2004. — 348c.
Konrynosa M.B. SI3bik u menoBoe obmenue: Hopmel, puroprka, STHKET: yueb. mocodue st By30B/
M.B. KoarynoBa. — M.: DkoHoMuueckas aqureparypa, 2002. — 288c.
Ky3un @©.A. Kynbrypa nenosoro obmenus/ @.A. Ky3un. — M., 1997.
Kyszuenos C.JI. Jlenonpou3BoacTBO Ha KommbioTepe. 3-¢ u3a., uci. u gon/ C.JI. Kysnernos. - M.:
3A0 «busznec-mxkona "Muren-Cunres"y», 2000.
Kysnenoa T.B. J[lenompousBonactBo (/[lokymeHntanmonHoe obOecrneuenue ynpasinenus)/ T.B.
Kyznenona.- M.: 3A0O «busnec-mkona Muaren-Cunresy, 2002. — 256¢.
Onkok JI. Yuutech pabotath cekperapem: PykoBonacTBo ans menemkepa /. Onkok— M.: @unnpecc,
1998. — 96¢.
Opranu3anus ceKperapckoro oocimyxuBanus: yue6. nocodue ans crynentos / CI'COVY. - Caparos,
2006. - 80 c.
CankoB B.B. Hu(popmannoHHbIE TEXHOIOTHM M KOMIIBIOTEPHU3AIUS JIEIONPOU3BOJICTBA: Yy4eO.
nocodue a7 Had. mpod. obpazoBanus. - 4-e uza., crepeotun/ B.B. Camnkos. - M.: Akanemus, 2008. -
288 c.
CounoBres 2.51. CoBpemenHblit aTukeT. [lenoBoit nmporokosn/ 3.5 Conosees.- M., 2003.
CripaBOo4YHUK 110 J1€70BOM nepenucke.- M.: Mexperuoncepsuc,. 1996.-362c.
CrentokoB M.B. Cekperapckoe neno/ M.B. Crentokos. — M.: IIpuop, 2001. — 192c¢.
TenepoHHBIH pa3roBOp ¢ MHOCTPAHHBIM MAPTHEPOM: CIIpaB. NOCOOME IS YCIEUIHOTO JIENIOBOTO
obmenus / coct. I'. [lepmun u ap. - CII6.,1996.
[leitnoB B.I1. Cekperaps: Cexpetsl npodeccun/ B.I1. [leitnoB. — M., 2002. — 128c.
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21. Dunuknoneaus cexperaps / B.W. Anapeea, T.A. brikoBa, JI.M. BsoBa u ap. — M.: MLI®DP, 2004.

22. Dunuknoneaus oduca. IIpakTuueckoe pykoBOACTBO aist cekperapsi / coct. Campikmna W.B. —
M.:BHOM, 1995. — 305c.

23. llernnckas H.b. Ananramus cTyJeHTOB C OTpaHUYEHHBIMUA BO3MOYKHOCTSMU 370POBBS K YCIOBHSIM
oOy4eHHs B By3e KyJbTypbl: MeToauuyecKre peKOMEHIaluu sl mpenojasareneid. — Kpacnonmap:
KT'UK, 2016. —42 c.

24. llernnckas H.b. Pa3BuTHe KOMMYHUKAaTHBHOW KOMIIETEHTHOCTH CTYIACHTOB C OTIPaHHYCHHBIMH
BO3MOKHOCTAMU 310pOBbs: Meroauueckue pekoMeHaanuu s cryaeHTtoB. — Kpacnomap: KI'HK,
2016. - 28 c.

25. Pyceknna B.M. CommokynbTypHas peaOWiIMTaIMs CTYISHTOB-HHBAJIHMIOB CPEICTBAMH HCKYCCTBA B
Ipolecce IMeJarornueckon aesrtesnbHocTH: Meronnueckue pexkoMenpanmu. — Kpacnomap: KI'UK,
2016. - 22 c.

7.3.Ilepuoanyeckue M3IaHUA
Jlenonpoun3BoACTBO

Cexkperapckoe Aeno

Cekperapb-pedepeHT

CripaBOYHUK cekpeTaps U opuc-MeHeKepa
VYrpaieHue nepcoHanoM

7.4. UuTepHeT-pecypchl
http://www.termika.ru/
http://www.top-personal.ru/
http://www.rusarchives.ru/ « Apxussr 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

SR

7.5. MeTonu4eckue yKa3aHusi 1 MaTepPUAJIbl 10 BUJAAM 3aHATHH

JIns1 MOATOTOBKU K 3aHATHSIM PEKOMEHAYEM HCIOJIB30BaTh AJIEKTPOHHYIO 0a3y
JAHHBIX 10 JOKYMEHTOBEJACHUI0O U JIOKYMEHTOBEIUYECKHM HCCIIEIOBAHMIM, KOTOpas
COJIEPKUT METOJIMYECKUE MAaTepHUalibl MO MOATOTOBKE K CEMUHAPCKUM, MPAKTHYECKUM
3aHATHSIM, 3a4€Ty, pa3pabdOTKe Tiioccapus, MOArOTOBKE BHICOMPE3CHTAIIUN, BHITTOJIHCHUIO
JIPYTUX 3aJlaHiil 3aJlaHiil B paMKaX CaMOCTOSITENIbHOW palbOThl . A TakKe JJIEKTPOHHBIC
SHUUKJIONEIUH 1O JETONPOU3BOACTBY U apXUBOBEACHUIO
JInst camocToATENbHOM paldOThl, MOATOTOBKE MPAKTUYECKUX (CEMUHAPCKHUX) 3aHATHIA,
MOATOTOBKE K TECTOBBIM HCHIBITAHHUSM, a TaKKe IJs HalWCaHus dcce, pedeparos,
Hay4HBIX JOKJIAJ0B PEKOMEHIYETCS CIIEIYIOIIEE:

JI1s TMOATOTOBKM K TEPEYHUCICHHBIM BHAAM pabOT MNPEeayCMOTPEHbI 3aJaHusl,
Pa3BUBAIONIME HABBIKM CaMOCTOSITEJIBHOTO aHajiu3a U OCMBICICHUSI MPEIOKEHHBIX
npobiieM u TeMm. [[ns OCBOGHUS MPEMJIOKEHHBIX TEM, CTyAEHTaM HEO0OXOAUMO
O3HAKOMUTBHCA C TMPEJIOKEHHOW JIUTEpaTypol, BbIOpaTh HEOOXOAMMBbIE HCTOYHUKH,
COCTaBUTh IUIaH mpeacrosiuied pabotel. s pedepupoBaHus HCTOYHUKOB CTYIACHTY
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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

HEOOXOIMMO O3HAKOMHUTBCS C TEKCTOM, CJENaTh HEOOXOIUMBIC BBITTUCKH, ITHTATHI,
COOTBETCTBYIOIIIME TJIABHOW TMpOOJEME UCCIEeNOBaHUS, CKOMIIOHOBAaTh JTH IIMTATHI,
MpoayMaTh WX, W3JIOXKHUTh COOCTBEHHOE BHUJCHUE CBOMMH CJIOBAaMH, HAMETHUTh
HEOOXOIUMBIE CBSI3KU U CTPYKTYpY OynyIero Tekcra. PedepupoBanue mepBOMCTOYHHKOB
MIPEAIoaraeT cCaMOCTOSATEIbHBIC HABBIKM M3YyYCHUS TEKCTA, WU3JIOKCHHE TMPEIIOKCHHBIX
TOUYEK 3pCHUS, TIEPEecKa3, aHaIU3 MPOOJIEMHBIX BOIIPOCOB, BBIJCICHHUE TJIaBHBIX HAYYHBIX
MO3UIMKM aBTOpPOB. [lnsi BeIMosiHeHUsT pedepara HEOOXOAUMO HAUYMHATH C OOOCHOBAHUS
BBIOOpA TEMBI, 3aT€M TPUBECTH MEPEUCHb KITFOUEBBIX MOHATUH COACP)KAHUS, TUIaH pabOThHI
(0 yem paboTa, KaKre BOMPOCH BKITIOYCHBI), 3aTEM IEPEXOIUTh K POPMYITHPOBKE TE3UCOB,
NPECTABIIAIONINX KPAaTKOE COACpKAHME KaXKIOTO Bompoca Tembl. Jlamee, TMPHUBOASTCS
CTPYKTYPHPOBAaHHBIE TE3WCHl (OCHOBHBIC TPYIMIBI TE3UCOB IO paszzaeiaMm paboThI).
CrpynmupoBaB Te3WChl (OCHOBHBIC MBICIIM), YCTAaHOBHUB MEXJy HHUMH OCHOBHBIE U
COTIOJTYMHEHHBIC CBS3U, COCTABUTH JIOTHYECKYIO MOJENb COACpKaHus padoThl (pedeparta).
B03MOXHO MepBOHAYAIBHO TIOCTPOUTH MOJIENb COJIEPKaHUS paOOThl M OCHOBHBIX OJIOKOB
(MBICTIEH), a 3aTeM KaXIbli TE3UCHBIM OJIOK HANOJHUTh CTPYKTYPHBIM KpPaTKUM
coliepkKaHreM. DTO TO3BOJHUT B JalbHEHIIEM pacKpbiBaTh paboTy, €€ colepiKaHHue C
pa3HOM CTENEeHBIO MOAPOOHOCTH.

7.6. IlporpamMHoe o0ecriedeHue
Adobe Master Collection CS 6

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

1

2

3

4. T'apaHTt
5. KoncynbTaHT +
6

Cucrema /Jlemno 8.5

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIHUIIJIMHBI
MOAYJIA)
[Ipr ocBOEHMHM OUCHUILIMHBI PEKOMEHAYIOTCS O0CTYIl B MIHTEpHET, KOMIBIOTEPHBIN
KJIACC JUISl IPOBEICHUS NPAKTUYECKUX 3aHSITUH.
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Ipunoowcenue 2

JlonmoJiIHeHUsI M U3MEHEeHHUS
K padoyeil nporpaMmme y4e0HOMH AUCUMUILIMHBI (MOLYJIs1)

Ha20 -20  y4.rox

B paGouyro nporpamMmmy y4eOHON TUCIMIUIMHBI BHOCSTCS CIEAYIONTNE U3MEHCHHUS:

JlomosTHeHHsI ¥ U3MEHEHHUS K paboueil mporpaMMe pacCMOTPEHBI U PEKOMEHTOBAHbI
Ha 3aceaHuu KadeIpsl

(HaMMEHOBaHHUE)
[IpoTokoi Ne OT «___ » 20
Ucnonuutens(n):
/ / /
(OMKHOCTD) (moamuck) (D.1.0.) (nata)
/ / /
(mOmXHOCTD) (moamuce) (®.1.0.) (mata)
3aBeayromuii Kapeapoi
/ / /
(HaumeHoBaHue Kadeapbr) (nmoamucek) (®.1.0.) (nara)
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