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1. LIEJIU U 3AJIAYM OCBOEHUS JUCLUATIIMHBI

Hesu IIM.01 Opranusanus AOKYMEHTALMOHHOIO YIPABJICHHUA M
(PYHKIIHOHUPOBAHUS OPraHU3ALMY :

M3ydenueM NUCHMIUIMHBI JOCTHTAeTCsT (OPMUPOBAHUE Y CICHUATUCTOB
NPEACTaBICHUA O HEPa3pPhIBHOM e€AMHCTBE A(P(EKTUBHON TMpodhecCuoHATBLHOM
JESITEIbHOCTH C TpeOOBaHUSIMU K O€30MacHOCTH M 3alIMIICHHOCTH YelloBEeKa.
Peammzanmst 3tux TpeOOBaHHMM TapaHTHPYET COXpaHEHHE pabOTOCTIOCOOHOCTH H
3/I0pOBbS UETOBEKA, TOTOBUT €r0 K JICUCTBUSIM B SKCTPEMAIbHBIX YCIOBHSX.

3agaum moay.as:

crocoOCTBOBaTh (POPMHUPOBAHHIO HABBIKOB M 3HAHUN MPO(ecCHOHATBHOM
JeSITeTbHOCTH.

2. MECTO JUCIMIIINHBI B CTPYKTYPE OIIOII CITO

[IM.OL1. Opranuzarus JIOKYMEHTAIMOHHOTO YIPaBJICHUS u
(GYHKIIMOHUPOBAHUS OpTaHW3AIlMM BXOAUT B COCTaB  MpPO(eCCHOHAIHLHOTO
y4eOHOT0 IUKJIa, TPO(PECCUOHATILHBIE MOTYJIH.

N3yyenuto  mpoeCCUOHATBHOTO  MOAYJS — MOPEAIIECTBYET  M3Y4EHHUE
CIACNyIOMMX JIUCIUIUIMH: «l'ocyaapcTBeHHass W MYHUIMNAIbHAS —CIyxKO0a»,

((HpO(I)GCCI/IOHaJIBHaSI 9THKA U IICUXOJIOTHA ACJIOBOI'O O6H.[€HI/I$I».

3. TPEBOBAHUSA K PE3YJIbTATAM OCBOEHUSA COJAEPKAHUS
JUCIHHAIIJIMHBbI

[Iporecc n3ydeHus MUCIMILIMHBI HApaBiieH Ha ()OpPMHUPOBAHUE IJIEMEHTOB
caeayroumx komnereHuuid B cooTBercTBUM ¢ DI'OC CIIO no paHHOM
CIICAIbHOCTH.
a) o0mmx komneteHuuii (OK)
OK 1. Tlommmare CyImIHOCTh W COIMAIBLHYIO 3HAYMMOCTh CBOEU Oymyrien
npodeccuu, NposIBIATh K HEW YCTOWUYMBBIN HHTEPEC.
OK 2. OpranuzoBsiBaTh COOCTBEHHYIO JI€ATEIHLHOCTD, BEIOUPATh TUIIOBBIE METO/IbI
U CTOCOOBI BBITIOJTHEHUS MPO(HEeCCHOHATBHBIX 3aj1a4, OI[EHUBATh UX

3¢ (HEKTUBHOCTD U KQU€CTRBO.



OK 3. IlpuHuMaTh peuieHus: B CTaHAAPTHBIX U HECTAHAPTHBIX CUTYALUsAX U HECTH
38 HUX OTBETCTBEHHOCTb.

OK 4. OcymiecTBiATh TMOWCK W MCTIOJB30BaHUE WH(MOpMAIUU, HEOOXOIUMON JIJIst
3¢ (GEKTUBHOTO BHITIOJHEHUSI TIPO(HeCCUOHATIBHBIX 3aa4, PO (ecCUOHATBHOTO U
JMYHOCTHOI'O PA3BUTHSL.

OK 5. MHUcnoms3oBath HHPOPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHU B
pOo(ecCUOHANBLHOM eATENbHOCTH.

OK 6. PaGoTath B KOJUIEKTUBE U KOMaHAE, 3PPEKTUBHO OOIIATHCSA C KOJUIETaMH,
PYKOBOJICTBOM, TIOTPEOUTEINSIMHU.

OK 7. bparp Ha ce0s OTBETCTBEHHOCTb 3a pabOTy UJIEHOB KOMAaHIbI
(MOTUMHEHHBIX), PE3YNbTAT BHITIOJHEHUS 3a/1aHUH.

OK 8. CamocTosiTeIbHO OTIPEETAThH 337a4u MPO()EeCCHOHATBHOTO M IMYHOCTHOTO
pa3BUTHS, 3aHUMATbCA CaMOOOPa30BaHUEM, OCO3HAHHO IJIAHUPOBATh MOBBIIICHUE
KBaJTM(pUKAITHH.

OK 9. OpueHTHUpOBaThCS B YCJOBHSIX YacTOM CMEHbl TEXHOJIOTUA B
pOoQecCUOHANTBLHOM eATENbHOCTH.

0) npogeccuonanbubix komnereHuui (I1K)

[1K 1.1. KoopaunupoBaTh paboTy opraHuzanuu (IpUEeMHOM PYKOBOIUTESS ), BECTH
IIPUEM TIOCETUTEIIEH.

[IK 1.2. OcymectBiaTh pabOTy MO TOATOTOBKE W TPOBEICHUIO COBEIAHUH,
JIENIOBBIX BCTpEU, MPUEMOB U MPE3ECHTAIIHA.

[IK 1.3. OcymecTBiIATh MOJATOTOBKY JACIOBBIX MOE3O0K PYKOBOJAUTEIS U JAPYTrUX
COTPYIHUKOB OpraHU3al1u.

[1K 1.4. Opranm3oBsIBaTh pabouee MEeCTO CEKpeTapsi U PyKOBOTUTETI.

K 1.5. OdopmisiTh U perucTpupoBaTh OPraHU3aUOHHO -PACTIOPSIAUTEIHLHBIC
JIOKYMEHTBI, KOHTPOJIMPOBATh CPOKH UX HCTIOJIHEHHUS.

[IK 1.6. O6pabaTbiBaTh BXOSUIME U UCXOASIIME JOKYMEHThI, CHCTEMaTU3UPOBATh
UX, COCTaBJISITh HOMEHKJIATYPY 1€l U (POpMHUpPOBATH TOKYMEHTHI B JI€TIa.

[IK 1.8. OcymecTBisAiTh TenepoHHOE OOCIY>KMBaHUE, NMPUHUMATL U TEpeaaBarh
daxchl.

ITIK 1.9. OcyiecTBasITh MOATOTOBKY JI€J K Mepe1ade Ha apXUBHOE XpaHEHUE.



[IK 1.10. CocTaBnsiTh ONKCH A€M, OCYLIECTBIATh MOATOTOBKY JI€NI K NEpeaade B
apXvB OpraHU3aIluH, TOCYIapPCTBEHHBIC U MYHUIIMITAIbHBIC AP XUBBL
B pesynbrare ocBOSHUS AUCITUTUIMHBI 00 yJarOIIHeCs JOJIKHBI:
HMeTh NPAKTHYECKHH OMbIT:
OpraHu3aIuu JOKYMEHTAIMOHHOTO obecrieueHus yIpaBIICHHUS u
(GYHKIIMOHUPOBAHUSI OPraHU3aINML;
YMeTh:
- MPUMEHSTh HOPMATUBHBIE MPABOBBIC aKThI B YIIPABICHYECKOM IESITEILHOCTH;
- MOJIFOTABJIMBATh MPOEKTHI YIPABJICHYECKUX PEIICHUM;
- 00pabaTbIBaTh BXOASIIUE U UCXOISIIUE TOKYMEHTBI, CUHCTEMAaTU3UPOBATh UX;
- COCTaBJIATh HOMEHKJIATYPY JieJ1 U (GOPMUPOBATh TIOKYMEHTHI B JI€71a;
- TOTOBUTH U TIPOBOJIUTH COBEIAHUS, JIEJIOBBIC BCTPEUH, IPUEMBI M TIPE3EHTAIIHH;
3HaTh:
- HOpPMATWBHBIC TMPABOBBIC aKThl B O00JaCTH OpraHU3aldy YIPaBJICHYECKOU
JeATEeTbHOCTH;

- OCHOBHBIE MPaBUJIa XPAaHEHHUS U 3aIUTHI CITY)KeOHON MH(pOpMAaIIUK.

4. OBbEM YYEBHOM JUCLUTINHBI

MakcumarnesHas yaeOHast Harpyska oOydarormierocs — 1272 gac., BKIIroJas:
OO6s3arenbHas ayniuTOpHas yaeOHast Harpy3ka obydatomerocs — 872 gac.;
CamocTosTenbHas pabota oOyuaromierocs: — 400 gac.;

YuebHas npakTtuka — 36 yac.,

[Ipon3BoacTBEHHAs NMPAKTHKA — 36 4ac.

Conepxanue 00ydeHue 1o npodeccruoHaIbHOMY MOYJIIO:

TIM.O1 Opranuszanus 10 KyMeHTAUMOHHOTO YIIPaBJIeHUSs

U QyHKIIMOHMPOBAHUS OPraHU3A UM

MJIK.01.01. JloKyMEeHTalMOHHOE 00ECTIEUEHNE YIIPABICHHUS

MJTK.01.02. IIpaBoBOE€ perynMpoBaHue yIpaBICHYECKON

JESATEIIbHOCTH

MJIK.01.03. Opranu3zaiuys CeKpeTapcKoro 00CIyKUBaHUS

YILO1 VYueOHas npakThKa

r.o1 [IpousBoacTBeHHAas pakTHKa (10 Ipo QU0

' CIIELIMAIbHOCTH)




[Ipodeccronanbubit Moaysb peamsyercs B [II-VI cemectpax. Popma

IPOMEXYTOYHOM aTTecTaluu — 3k3aMeH (kBanudukaionnsiii) B VI cemectpe.



