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1. MACMNOPT PABOYEIO YYEBHOIO KYPCA
MNomowHuK pykoBogutens (Cekpetapb-genonponssoaunTterb).
KapgpoBoe genonponsBoacTBO ANA HaUMHAKOLWMNX

1.1. O6nacTb npMeHeHnA NporpamMmmbi:

Pabouaa nporpamma yyebHoro Kypca no npodeccun «Cekpetapb»
Ncnonb3yeTca - B gononHuTenbHoM npodeccnoHanbHOM 06pa3oBaHumm (B mporpammax
NOBbILEHNA KBaNNdrKaLnm 1 NepenoaroToBKU CNeunanmcToB) Npu Hanuimum
npodeccnoHanbHOro obpasoBaHNA cpefHe - cneynanbHOro, He3akOHYEHHOr O BbICLIETO,
BblCLLEro o6pa3oBaHuA;

1.2. Lenn n 3apaum gucunnamnHbl — Tpe6oBaHmsA K pe3yibTaTaM OCBOEHUA Kypca:
Ob6yuatowmiica , OCBOMBLLMIA NMPOrpammy, AomxKeH obnagaTb 06GLMMU KOMNETEHYNAMMU,
BKJTIOYAOLLMMU B ce6A COCOOHOCTD:

1. TTOHMMaTb CYLHOCTb 1 COLManbHYI0 3HAYMMOCTb ByayLen npodeccrn, NPOABNATb
K HeWn yCTOMYMBbIV NHTEpeC.

2. OpraHun3oBbIBaTb COOCTBEHHYIO AEATENbHOCTb, NCXOAA U3 Lienn 1 cnocobos ee
AOCTUXKEHUA, ONpeaeneHHbIX PYKOBOAUTENEM.

3. AHanu3unpoBaTb pabouyio CUTyaL Mo, OCYLECTBAATb TEKYLLNI N UTOTOBbIN
KOHTPOJIb, OLEHKY 1 KOppPeKLnio COOCTBEHHOW AeATENbHOCTU, HECTU
OTBETCTBEHHOCTb 3a pe3yfibTaTbl CBOEN PaboTbl.

4. OcywwecTBNATb NOUCK MHOPMaL MK, Heobxoaumon ana 3¢pPeKTUBHOro
BbINONHEHUA NPodeccMoHaNbHbIX 3aaau.

5. Wcnonb3oBaTb MHGOPMALMOHHO-KOMMYHUKALMOHHbIE TEXHONOTUM B
npodeccnoHanbHOM AeATENbHOCTH.

6. PaboTtaTb B KOMaHAe, 3P PeKTUBHO 0bLWaTbCA C KoNeramm, pykoBoAaCTBOM,
KNneHTaMMu.

7. Cobnopatb f4enoBOn, STUKET, KyNbTYpY 1 MCUXONOrMyeckmne oCHOBbI 06LLeHNS,
HOPMbI 1 MpaBuia NOBEAEHWA; UCMONb30BaTb METOAbI M CpeAcTBa AENTOBOro
oOLeHus.

8. CamocTtoAaTenbHO onpeaenATb 3agaun NpodeCcCMoHanbHOro U IMYHOCTHOTO
pa3BUTUA, 3aHMMaTbCA cCamoobpa3oBaHMEM, OCO3HAHHO MITAHNPOBATb MOBbILWEHWE
KBanudpurKauunm.

9. Cobniogatb TpeboBaHNA 6e3onacHOCTY TPYAA, NOXKapHOWM 6€30NacHOCTY,
CaHMTapPWUW 1 TUTNEHbI, OXPaHbl TPyAa.

Ob6yuarowunnca , 0CBOMBLUMI Nporpammy, AosmkeH obnagatb npogeccnoHasbHbIMU
KoMmneTeHUNAMMU, COOTBETCTBYIOLNMIN BUAAM AeATENbHOCTH:

1. MHdOpMaUMOHHO-AOKYMEHTAUMOHHAA AeATENbHOCTb.

v CocTaBnsTb, pefakTnpoBaTb U 0GOPMIIATb OPraHN3aUMOHHO-PACoPAANTENbHYIO
AOKYMEHTaLNio, CO3/1aBaeMyto B OpraHn3aunm, CornacHo TpeboBaHmAM



v
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locypapctBeHHbIx ctaHAapToB (FTOCT) no opopmneHnto LOKYMEHTOB C
MCNONb30BaHNEM COBPEMEHHbIX BUAOB OPraHn3aLiOHHON TEXHUKMN.
OpraHu130BbIBaTb JOKYMEHTOOOOPOT B OpraHn3aumnm C UCrnosib30BaHNEM
COBPEMEHHbIX BUAOB OPraHn3auiOHHON TEXHUKMN.

CoctaBnAtb 1 0GOpPMNATb HOMEHKNATYPY AeNn opraHusaunmn, popmmposaTtb gena B
COOTBETCTBMU C YyTBEPXKAEHHON HOMEHKaTypou, obecrneunBaTb X COXPAHHOCTb B
TeKyLeM Aenonpon3BOACTBE C UCMOJIb30BaHNEM COBPEMEHHbIX BUAOB
OpraHM3aLIOHHON TEXHUKMN.

OcyLuecTBnATb NOArOTOBKY AN K Nepefaye Ha apXUBHOE XpaHeHMe.

BbIMONHATbL MaWMHONKCHbIE PAaOOTbI PA3fIMYHOWN CTEMEHU CITIOMXHOCTN.

2. OpraHusaunoHHasa AeATenbHOCTb.

1.3.
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KoopauHupoBaTtb paboTy oduca (mpremMHom pyKkoBoANTENA), OPraHN30BbIBaTb
npuem noceTuTenemn.

OcylectBnATb TenepoHHoe 0bcnyKrBaHMe, MPUHMMaTb U NepeaaBaTtb
dbaKkcMMnnbHble COOBLLEHUA.

OcywecTBnATb paboTy MO NOArOTOBKE 1 NPOBEAEHMIO COBELLAHWIA, 3acefaHuni,
[leNoBbIX BCTPEY, NPMEMOB U Npe3eHTauni.

OcywecTBnATb NOAFOTOBKY AEMOBbIX MOe340K (KOMaHANPOBOK) PYKOBOAUTENA U
APYrX COTPYAHMKOB OpraHmn3aLuun.

OpraHn3oBbIBaTb pabouyee MeCTO ceKpeTapa N PyKOBOAUTENA.

PekomeHayemoe KONM4YeCTBO YacoB Ha OCBOEHMe nporpammbl Kypca lMomowHnk
pykoBoautens (Cekpetapb-genonpounssoauTresnb).

KaApOBOe AenonpomnsBoacrteo A4JiA HaYMNHaLWNX

MaKCMManbHOWM y4ye6HoWM Harpyskm obyyvatouwieroca 50 yacos, B TOM Ynche:
06A3aTeNnbHOM ayaMTOPHONM YuebHOM Harpy3Kku obyyatoweroca 35 yacos;
npakTuyeckue 3aHATUA obyuatowieroca 15 yacos.

2. CTPYKTYPA U COOEPXAHUE YYEBHOIO KYPCA
MomowHuK pykoBogutensa (CekpeTapb-genonponssogutenb).
KagpoBoe genonpounsBoaCcTBO A HAUMHAOWMNX

2.1. 06bem yueb6HOI ANCLUMINHDI U BUAbI y4e6HOI paboTbl

Buabl yue6HoI paboTbi O6bem
YacoB

MakcumanbHasa yyue6Hasa Harpyska (Bcero) 50

O6asatenbHan yuebHasa Harpyska (Bcero) 35

B TOM yncne:

npakTnyeckne 3aHATUA 15

NTorosas atTrectauma B popme auddepeHUnpoBaHHOro 3a4éTta




2.2. TemaTnyecknin NnaH n cogepkaHne yueb6Horo Kypca
MomowHuk pykosoauTtens (Cekpetapb-genonpounssoautenn). Kagposoe genonponssoacTBo ANA HAUNHAOWNX .

HanmeHoBaHue pasgenos n tem CopepxaHve yue6HOro matepmana, npakrmnyeckme O6vem MpakTnyeckoe
3aHATMA, oOyuvalowmxca yacoB OCBOEHUe
1 2 3 4
Tema 1.1.
Be3pnokymeHTHOe obcnyxKrBaHmne 16
CTpykTtypa ynpasneHus.
e MecTo cekpeTapa 1 KagpoBOro paboTHMKa B CTPYKType
yrnpasneHus. 4 3
e JlenoBble 1 NMNYHbIE KayeCcTBa ceKpeTapA, KaapoBoro
paboTHMKa.
e (OCHOBbI A€N10BOro 3TUKeTa
Kynbtypa n ncuxonorus o6weHmnsa
e CocraBnawowme NnpodpecCcMoHanbHOM KynbTypbl.
e PeueBoW 3TUKeT. 6 5
e TpeboBaHMA K BHELIHEMY BUAY.
o [Ipném nocetuntenen.
O6ecneuyeHune n punbrpauna TenepoHHbIX KOHTAKTOB
e TenedpoHHble KOHTaKTbI. [IpaBuna npeacTaBneHus.
OcobeHHOCTN coefnHeHNA abOHeHTa C pyKOBOAUTENEM. 6 4

e [lpaBuna tenepoHHoro obueHna. OcobeHHOCTH
TenepoHHOro 3TMKeTa.




Tema 1.2.

[lokymeHTaunoHHoe obecneyeHune
ynpasneHusa. TpebosaHuna FOCT p
6.30-2003 K opopmneHuio

LLOKYMEHTOB.

16
MNpaBuna opopmneHna AOKYMEHTOB, B T.4. KaAPOBbIX.
e [loHATME O JOKYMEeHTe
e Buabl LOKYMeHTOB
e TpypoBou goroop: popma, o6A3aTenbHble, 4
AOMONHUTENbHbIE YCI0BWA TPYAOBOro OroBopa.
e [IpnKasbl N0 TINYHOMY COCTaBY
e [lopAanok BeaeHNA TPY[OBbIX KHMKEK PabOTHUKOB
OpraHvsaunoHHO-pacnopaanuTenbHas y CNpaBoOYHO-
nHpopMaLMOHHaA JOKYMeHTaL A,
e Buabl opraHnM3aLMOHHO-NPABOBbIX JOKYMEHTOB 4
e PacnopaguTenbHble JOKYMEHTbI.
NHopmaLMOHHO-CpaBOYHbIEe JOKYMEHTbI
KoppecnoHaeHuumsa.
¢ [lucbma. PasHoBUAHOCTU Cny»kebHbIX NncemM.OCHOBHble 4
060pOTbl NNCbMa.
OpraHmsauusa JOKyMeHToo6opoTa
e Pab6oTa c BxogALLen, Cxoaawemn,  BHYTPEHHEN
AOKYMeHTaunen.
e Perucrtpauyusa n KOHTPOSb UCNOSTHEHUA JOKYMEHTOB 4

e Cuncrtematmsauyma [OKyMeHTOB. HomeHKnaTtypa gen.
e DopmunpoBaHune n opopmneHne gen.
e [loaroToBKa fLOKYMEHTOB K CJaye B apXmB




Tema 1.3
OcHoBbI KapgpoBol pa6oTbl.

18

KappoBbin ayant

Llenn Kagposoro aygura.

e ANropuTtm nNpoBefeHna KagpoBOro ayauTa.

Hopmatusbi TpygoBbix oTHOWeHUN B TpygoBom
Kopekce PO

[NoHATME TPYAOBbIX OTHOLIEHWUI

OcHOBaHMWA TPYAOBbIX OTHOLIEHWUI

CTOpOHbI TPYAOBbIX OTHOLEHU

MNopAagok npnema, nepeBofa nepcoHana
[NpekpaleHne TpygoBoro gorosopa. lopagok
YBOJNIbHEHUNA PAOOTHUKOB MO Pa3INYHbIM OCHOBAHUAM.

Mopapok BeaeHNA TPYAOBbIX KHIKEK paGOTHNKOB.

MpaBuna BefeHUA 1 XpaHeHUA TPYAOBbIX KHUXEK,
N3roToBieHNA 6N1aHKOB TPYAOBOWM KHIKKA U
obecneueHnsa umm pabotoaatenen

Kak nogroroButbca K nposepke NT

e 3akoHopaTtenbctBo PO o nposeaeHun nposepok [NT:
npaBa un 06a3aHHOCTM paboTogaTenenm N MHCNEKTOPOB

YT0 npoBepAeT nHCNeKkTop?

e AnropuTtm fencTBUM B Cy4vae npuxoga nHcnexktopa MNT




3. YCNOBUA PEAJIUZAUNUN YHEBHOIO KYPCA
MNomowHuk pykoBoauTtensa (Cekpetapb-genonponsBoguTtenb).
KapgpoBoe genonponsBoacTBO ANA HaUMHAKOLWMNX

3.1. Tpe60BaHNA K MMHMMaNbHOMY MaTepuasibHO-TeXHNYECKOMY obecneueHuno
Peanusauma nporpammbl AUCUMMANHBI TpebyeT Hannuuna KabrHeTa JOKYMEHTALNOHHOIO
obecneyeHns ynpaBneHna, JOKyMeHTOBEAEHUA.

O6opypnoBaHue KabrHeTa AOKYMEHTaLUMOHHOro obecrneyeHns ynpasneHns:

- paboune mecTa obyyatoLnxcs;

- paboyee mecTo npenojaBaTens;

- KOMMJIEKT Y4e6HO-MeToAMYECKOW OKYMEHTALNN;

- KOMIMJIEKT 3N1EKTPOHHbIX 06pa3oBaTeNbHbIX PeCcypCoB.

TexHnuecKkne cpeacTsa obyyeHus:
- MK;

- POEKTOop;

- MynbTMeannHana focKa

- NIPUHTEp;

- CKaHep;

- KCEPOKC;

- TenedoHHbIN annaparT, dakc;

- nepennéTHaA MalmnHa;

- TaMNHaTop;

- Ha6opbl KAaHLENAPCKNX NPUHALIEXKHOCTEN, B T.4. NANKN pa3sHbiX BUAOB

3.2. UupopmaLmoHHOe ob6ecneyeHne obyueHun

MepeueHb peKomeHAyeMbIX yueOGHbIX N3aaHuN, UHTepHeT-pecypcoB,
AONOJIHNTENbHON INTepaTypbl

OCHOBHbIE NUCTOYHUKMU:

1.J1.AJleHkeBnY CekpeTapb-pedepeHT. [lenonponsBoactso: YuebHoe nocobure gnsa Hau.
npod. O6paszoBaHuA. - M.: U3gaTenbckum ueHTp «Akagemua», 2007

2.J1.AJleHkeBny CekpeTapb-pedepeHT. CeKpeTapckoe aeno: YuebHoe nocobure ana Hau.
npod. ObpaszoBaHuA. - M.: U3gaTenbckum ueHTp «Akagemuax», 2007

3. PymbiHnHa J1.A. [lokymeHTaunoHHOe obecneyeHmre ynpasneHua: yuebHuK ana cpegHero
npog. O6paszoBaHuA. — M.: ispatenbckuii LueHTp «Akagemua», 2010

[lononHuTenbHble NCTOUYHUKN:

1. W.B. MauunHa JokymeHTaunoHHoe obecneyeHune ynpasneHus. [pakTtmkym no
opraHunsauymn pabotol opnca/W.B. MaumHa, A.l. KonecHuk. — P-Ha-LloHy: M34-Bo «DeHUKC»,
2007.

2. DNeKTPOHHbIN yuebHnK «Odnc-meHegKep»



lNepnognueckne ngaHuma:
KypHan «CnpaBoYHMK ceKpeTapa 1 opuc-meHegKepa»
*KypHan «CeKkpeTapb-pepepeHT»

NHTepHeT- NCTOUYHUKN:

1. www.garant.ru - Pexum goctyna — ceobogHbin. CanT cogep>XnT TEKCTbl HOPMATUBHO-
NPaBOBbIX JOKYMEHTOB, NyONMKyeT BCe M3MEHEHUA B 3aKOHOZATeNbCTBE. TakKe
npencTaBnieHbl 6naHKN OKYMEHTOB U T.M.

2. www.consp.ru - Pexxum goctyna — ceob6ogHbin. CanT coaepXunT TeKCTbl
3aKOHOAATEeSIbHbIX aKTOB, HOBble TPeOOBaHNA KOHTPONMPYIOLUX OPraHOB, AAET
peKomMeHAZaunm No 3anofHeHno 61aHKOB ByXranTepCcKom OTYETHOCTN.

3. www.sekretariat.ru - Pexxum goctyna — ceobogHbIn. Ha cante npeacTaBnieHbl aHOHCbI
npodeccnoHanbHbIX XXypHanos cekpeTapa «CnpaBOYHUK ceKpeTapa N opuc-meHeKepay,
«CeKpeTapuaTt B BONpocax 1 oTBeTax»; BONPOChbl OpraHmn3saunmn 4enonponsBoacTsa;
npasuia oGOPMIEHUA N XPaHEHUA [OKYMEHTOB. 34eCb OpraHM30BaHO obLeHne Ha
bopyme cekpeTapen

4. KOHTPOJ1b N OLUEHKA PE3YJIbTATOB OCBOEHNA YYEBHOIO KYPCA

KoHTponb 1 oueHKa pe3ynbTaTOB OCBOEHUA AUCLUMNIIMHDI OCYLLeCTBNACTCA
npenogaBaTesieM B NpouLecce NpoBeAeHNA NPaKTUYeCcKNX 3aHATUIN, TECTUPOBaHMA..

Pesynbtatbl 06yueHns

(ocBOEHHbIE YyMeHMA, yCBOEHHbIe 3HaHNA)

®opmbl 1 MeToAbl KOHTPOJIA N OLLEHKMN pe3yNbTaToB 06yueHunsn

YmeTb:

odopMNATb pasfINyHbIE BUAbI NMNCEM

aHann3 1 oLeHKa pe3ysibTaTOB BbIMOSIHEHMA MNPaKTUYECKNX paboT

OCYLLEeCTBAATb JOKYMEHTUPOBaHME OpraHnU3aUOHHO-pacnopAanUTeNIbHON AeATENbHOCTH
yupexaeHus

aHann3 1 oLeHKa pe3ynbTaToB BbIMOJIHEHMA MPaKTUYeCcKnx pabot

3HaTtb:

OCHOBHbIe CBEEHUNA M3 UCTOPUN AENOMPON3BOACTBA

OTYET O BHEAYAMUTOPHOM CaMOCTOATENbHOM paboTe

o6Lne NoNoXeHNA NO AOKYMEHTMPOBAHMIO YNPaBNeHYeCKON AeATENbHOCTY

BMAbl QOKYMEHTOB: TPYAOBble KOHTPaKTbI, MPUKa3bl O NPUEMeE, yBOJNIbHEHMI, NepeBoe,
TPYLOBbIE KHUXKKW, TMYHbIE KAPTOUKN

aHanun3 1 oueHKa pe3ysibTaToB BbIMOMHEHMA NPaKTUYECKUX pabor,

KOHTPOJIbHbIX paboT;

OTYET O BHEAYAMTOPHOM CaMOCTOATENbHOM paboTe
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