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Pa6ouas nporpaMmma JUCIUTIAHBI «OpraHu3alMOHHO-T0KYMEHTAIUOHHOE
obecrevyeHue 1esiTeIbHOCTH PYKOBOAUTEISI» JIsI 00yJarOIIUXCsI IO HAMTPABIICHUIO TIOJITOTOBKU
46.03.02 J[loxymenrtoBenenue u apxuBoBenenue (IIpodunb: Iludposas Ttpanchopmanms
JOKyMEHTOOOOpPOTa W apXMBHOTO JieJla) COCTaBlieHa Ha OCHOBaHWMU DenepanbHOro
rOCyAapCTBEHHOT0 00pPa30BaTEIbHOrO CTAaHJapTa BBICHIETO OOpa3oBaHMs — OakajiaBpuaT IO
HalpasJIeHHI0 NoAroToBku 46.03.02 JlokyMEeHTOBEAEHHE M apXUBOBEJAEHUE, YTBEP’KICHHOIO
Npuka3oM MUHHUCTEpPCTBA HAyKH M BhICIIEro oOpa3oBaHus Poccuiickoit deneparuu ot 29
okTsi0ps 2020 r. Ne 1343 (¢ w3m. u jom.), llopsaka opraHuzauuy M OCYIIECTBICHUS
00pa30BaTeNIbHOM JIEATENBHOCTH 10 00pa30BaTENbHBIM MPOTrpaMMaM BBICIIET0 00pa3oBaHUS —
mporpaMMmaM  OakajaBpuaTta, IporpaMMaM CICIHAIUTeTa, NporpaMMaM MarucTpaTyphl,
YTBEPKACHHOTO TMpUKa3oM MUHHCTEpCTBA HAyKW M BhIcIIero oOpa3oBanus Poccuiickoit
Oeneparun ot 06 anpenst 2021 r. Ne 245 (¢ u3M. U J0I1.), B COOTBETCTBUU C YUCOHBIM IJIAHOM,
yTBepxkAeHHBIM YueHbiM coBeToM OI'BOY BO «Jlonl'Y» nnsa nabopa 2026 roaa.

Pazpaborunk:
JOLEHT Kadeapbl HH(POPMAIIMOHHBIX CUCTEM
yIIpaBJI€HUs, KaH/l. JKOH. HAYK, TOLIEHT H.E. Mamenko

Pabouas mnporpamMma ongoOpeHa Ha 3acefaHud Kadeapbl HH(OOPMALMOHHBIX CHCTEM

YIpaBICHUS.
ITporokon ot 13.04.2026 r. Ne 14.

3aBenyronuii kadenpoit H.III. TTonoMapeHko

COI''TACOBAHO:

Bpuo nexana ¢akynbrera MaTeMaTUKHU U
WH(GOPMAIIMOHHBIX TEXHOJIOTUI H.E. Mamenko
16.04.2026

Y4eOHo-MeToanYecKast KOMUCCHs (haKyJIbTeTa MaTeMaTHKH U HHPOPMALIMOHHBIX TEXHOJIOTHUH.
[Tporokomn ot 15.04.2026 1. Ne 3.
IIpencenarens 10.B. AGpamenkoBa

PykoBoguTenr ~ OCHOBHOW  00pa3oBaTeIbHOU
IIPOrpaMMBI, 1-p 3KOH. HAayK, JOLI. H.III. ITonomapeHko
15.04.2026 r.
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1. MECTO JUCLIUITIMHBI B CTPYKTYPE OBPA3OBATEJIBHOM ITPOI' PAMMBI

1.1. TpeboBaHus K MpenBapUTENBHON MOATOTOBKE 00YYaIOUINXCS, MPEIIIECTBYIOIINE
Y CONYTCTBYIOIIME TUCLMILIMHBI, HA KOTOPBIX OCHOBBIBAECTCS U3YUEHUE TAHHOM:
JlokymenroBeaenue, Jlenooe muceMo, JlenoBoe oOIIeHHE B yIpaBlieHUH, MeHE)KMEHT B
MH(OPMaIIMOHHO-A0KYMEHTAI[MOHHOM IS TENbHOCTH.
1.2. JlucuuIuidHbl, KypcOBbIE pa0OTHI M MPAKTUKH, JJII KOTOPHIX OCBOCHHWE JTaHHON
JUCIUIIMHBI HEOOXOIMMO KakK MPeIeCTBYIOIIEE:
TexHnueckoe peJakTUpOBaHUE U JU3aiH JOKYMEHTOB.

2. OIMMCAHUME AMCLHUITIIMHBI

2.1. OOmas xapakTepucTUKa

HaumeHnoBaHue mokaszaTesns 3Ha4YeHHE IOKA3aTEeNsI
HasBanue o0pa3oBaTelbHON MTPOTpaMMBbI 46.03.02 JIokyMEHTOBEICHUE U
apxusoBezenue (IIpoduns: Hudpposas
TpaHnchopmanus J0KyMEeHTO000poTa U
apXHMBHOTO Jieja)

Iudp u Ha3BaHUE B COOTBETCTBHHU C b1.B.O/l.7. OpranusanuoHHo-
y4eOHBIM TIJITAHOM JIOKyMEHTAITMOHHOE 00eCIIeYeHHUE
JeSITeIbHOCTH PYKOBOIUTEJIS
Yactb 00pa3oBaTenbHON NPOrpaMMBI BapuaTuBHas yacTb: BEIOOp By3a
KoinuecTBO 3a4€THBIX €UHHALL / BCETO 4YacOB 3,5/126

B caywae mpenpsBieHHss OT oOydaromierocs WIM €ro poauTens (3aKOHHOTO
MIpe/ICTaBUTENsI) 3asBJICHUS Ha OOy4YeHHe MO aJanTHpPOBaHHOW 0Opa3oBaTENbHOW MpOrpaMme
BBICIIIETO 00pa30BaHMs, MOJKPEIUICHHOTO 3aKIIOUYEHHUEM IICHXO0JIO0I0-MeInKO-TIeqaroruuecKom
komuccuu (IIMIIK) nnu menuko-conuanbHo# sxcneptussl (MCD) ¢ pekoMeHIalusIMU CO3/1aHus
WHAMBUIYalIbHOM mporpammsl peabunurainuu u  abuiuramun (MUITPA), nannas pabouyas
MporpaMMa MOKET OBITh aJalTHPOBAHA C YYETOM HHAMBUAYAJIbHBIX OCOOEHHOCTEH 310pOBBS
00y4aroIerocs.

2.2. Pacnpenenenue 4acos 1o (popMam u nepuogam o0ydyeHus

O01Iee KOJIMIECTBO YaCOB
= CaMOCTOS-
dopma 28 .
> | S | nexkum- nabopa- | MpaKkTH- | TEIbHOU dopma
o0yueHus 2| 3 BCEro
s OHHBIX | TOPHBIX | YEeCKUX | PabOTHI + KOHTPOJIS
KOHTPOJIb
Ounas 3 6 28 — 42 56 126 JK3aMeH
OuHo- 3 6 8 - 12 106 126 SK3aMEH
3a04YHasi

3. [EJU JUCIUTUIAHBI

[TonyyeHnue CTyJeHTaMu TPEACTaBICHUI 00 OCHOBHBIX NPHUHIMIIAX OpraHU3alUU
OpraHU3alMOHHO-0KYMEHTAHOHHOI'O obecrieueHus JeSITeIbHOCTH PYKOBOJIUTEIIS:
opranu3anui O(UCHOH pabOThl, B3aUMOOTHOIICHHH C PYKOBOIUTEIEM H COTPYJHHKAMH,
METOJMKH pabOThl C UICTOYHUKAMHU UH(POPMALUH.
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4. KOMIIETEHIIMM OBYYAIOIIEI'OCA, @OPMUPYEMBIE B PE3VJIPTATE
OCBOEHMA KOMIIOHEHTA OBPA30OBATEJIbHOU ITPOI'PAMMEBI, X MTHIANKATOPLI
N INTAHUPYEMBIE PE3VIJIBTATBI ObYUEHUA

Komnerenimu Nunukatopsl Pe3ynbrathl 00y4eHHs
ITK-1. Croco6en | ITK-1.3. I1K-1.3.1. 3HaeTr Buabl paboOT PyKOBOIUTENS,
OCYIIIECTBIIATH OcymiecTsisier 00CITy’)KHBaeMbIE CEKpeTapeM
OpraHU3alMOHHOE, opranuzanuonHoe | I1K-1.3.2. Ymeer OpraHu30BBIBAThH
JOKYMEHTAIlMOHHOE | | JeSITETLHOCTh PYKOBOTUTEIIS
u uHpopmannonHoe | uHpopmarmonHoe | I1K-1.3.3. Bnageer HaBbIKaMU
obecrnieueHne obecricueHne MH(POPMAIIMOHHO-TOKYMEHTAIIHOHHOTO
JeSITeTbHOCTH JeSITeTbHOCTH obecrieueHUs AeITeIbHOCTH PYKOBOIUTES
PYKOBOJIUTEIS PYKOBOJIUTEIIS
OpraHu3aluu
(ITpoheccronanbHbIi
CTaHaapT 07.002
«Crneunanuct 1o
OpraHU3alMOHHOMY U
JIOKYMEHTALlMOHHOMY
o0ecreueH o
yIpaBJICHUS
opranuzarueiny, C)

S. [TPOT'PAMMA JTUCHHUITIINHBI

Ha3BaHue TeMbl Kpatkoe conepxaHue TeMbl (BOIPOCHI TEMBI)
Hcropus pasBUTHS CEKPETAPCKON 1.0Bomonus cekpeTapcko-pePpepeHTCKOro ena.
JeATENBHOCTH 2.0Tanbl pa3BUTUS CEKPETapCKOM CiyXObl IpH
ITetpe 1.

3.0Tanbl pa3BUTHS CEKPETApCKOW CIYXObI BO
BpeMeHa Exarepunsi 1.

4.3nauenue npodeccuu cexperaps B Hauane XIX
BEKa.

5.Cekperapckas ciryx0a mocie oOKTsIOpbCKOTo
nepesopora 1917 roga.

3HaueHUE U POJIb CEKPETAPCKOTO 1.Ponp cekperapckoro mnepcoHaga B CTPYKType
TIepCOHala B CTPYKTYpe JOKYMEHTAlMOHHOTO 00eCHeueHus! YIpaBIeHHUS.
Kareropuu cexperapckoro nepcosana.

2.JlenoBbIe 1 JIMYHBIE KAYECTBA CEKPETapsL.
3.00s13aHHOCTH cekperaps o
JOKYMEHTAIlMOHHOMY O0CITy>KHBaHHUIO.
4.00s13aHHOCTH CeKpeTaps Mo 0€310KyMEHTHOMY
00CITy>)KHBaHUIO.

JIOKYMEHTallMOHHOTO 00eCIeueHus
yOpaBlIeHUs

HopmartuBHo-nipaBoBoe peryiaupoBanue | 1.0061mas xapakTepucTHKa 3aKOHOJATEIbHbIX U
JesATENbHOCTH CeKpeTaps APYTUX HOPMATHBHO-TIPABOBBIX aKTOB,
HOPMAaTHBHO-METOJMUYECKUX JOKYMEHTOB,
KOTOpBIE PETYIHUPYIOT IEATENBHOCTh CEKpETapsl.
2.00ecrevyeHue NpaBoBOi rPaMOTHOCTH
ceKpeTaps.

3.PernameHTanusi 1esITeIbHOCTH CEKpPeTaps.

TpynoycTpoiicTBo u aganramus k padore | 1.Opranuszanus u IPOBEECHHE

CEKPETapCKOro MepcoHala npodeccuoHaIbHOTO ~ 0TOOpa  CEKpPeTapcKOro
nepcoHaia.
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2.CoBpeMeHHBIE CIOCOOBI TPYAOYCTPOMCTBA Ha
JOJKHOCTh CeKpeTapsl.

3.PexoMeHqauu 1o moBeICHUIO IIPETSHICHTA ITPU
TPYJIOYCTPONCTBE HA TOJDKHOCTH CEKpeTapsl.
4.Anantanus k paboTe cekperapsi.

OnrtuManbHble yCI0BUS PaOOTHI
cekperaps

1.PanmonansHO€ MIaHUPOBAHUE paboyero Mecra
cekperapsi. DProHOMHUYECKUE TPeOOBAHNSI.

2. CaHHUTapHO-TUTMCHUYECKHE M JCTETHUYECKHUE
ycloBus Tpyaa. Pexum Tpyaa u oTabIxa.
3.0Opranu3zanus pabo4ero Mecta pyKOBOJIUTEISI.

OpranuzanuoHHas 1 UHGOpMaIIMOHHAs
MO/JIEPKKA ONEPATUBHOM JI€SITEIbBHOCTH
PYKOBOAMTENS

1.Opranuzanus npoBeIeHUsI COBEIIAHUH.
2.Y4actue cekpeTapsi B MOATOTOBKE BHICTABKH.
3.Yuacrue cekpeTaps B OpraHu3aIuu
MIEPETOBOPOB.

4.0co0EHHOCTH OpraHu3allid IEPEroBOpOB €
WHOCTPaHHBIMU TOCTSIMHU.

5. YdacTtue cekperaps B OpraHu3aliu JEJTOBBIX
MIPHEMOB.

6. Opranuzanus 1 IpoBeICHUE JEIOBbIX MOE30K
PYKOBOIUTEIIS.

7.0cobeHHOCTH TeNne(OHHOTO JEIOBOTO OOIICHUS
B pabote cekperapsi. Pa6ota Cc
TesneoHOrpaMMaMH.

Opranuzanys v IIaHupoBaHue paboydero

BPEMEHM CEKpeTapsl. Y IIpaBlIeHUE
BpEMEHEM

1.Opranuzarmus pabo4yero BpeMeHu ceKpeTapsl.
2. MeTop1 ynpaBIeHUS BPEMEHEM.

Opranuzanys npruemMa rmoceTuTenein

1.06mme  BOmpOCH!
IIOCETUTENIEH.
2.1Ipuem coTpyJHUKOB IO TEKYIIUM BOIIPOCAM.
3.IIpuem paGOTHUKOB MO JUYHBIM BOIIPOCAM.
4.1lpuem nocetuTesel u3 Ipyrux OpraHu3alui.
5.IIpuem rpaxxaaH no JMYHBIM BOIIPOCAM.
6.1IpremM He3amIaHUPOBAHHBIX TOCETUTEIIEH.

opraHusanuvu mnmpuemMa

AHanutnuyeckue GyHKIUU CeKpeTaps

1.Pabora cekperaps o cOopy nHpopmanuu.
2.0cobeHHoCTH paboThI cekpeTaps c
uHpopManuei 11 pyKOBOJAUTEIS.
3.IloarotoBka  BBICTYIUICHUU
CrinypaliTUHT.

PYKOBOJIUTEIS.

J1es10BOM MPOTOKOJI U 3TUKET B paboTe
PYKOBOJUTENS U CEKpeTapst

1.Tlcuxonorudeckre acreKThl padoThI CeKpeTaps.
B3aumooTHOmeHsT ¢ pYKOBOIUTEIEM U
KoJuteramu. B3anMOOTHOIIICHUS C TIOCETUTEISIMHU.
2. mumx cekperaps.

3.IIpaBuiia 1e10BOrO 3TUKETA.

JlenoBas nepemnucka B pabote
PYKOBOJUTENS U CEKpeTapst

1.0coGeHHOCTH J/1€7I0BOI Nepenucku B pabore
ceKpeTapsl.
2. BeneHue 3JIEKTPOHHOM J1€710BOM EPENUCKH.

6. CTPYKTVYPA U COAEPXAHUE JUCLHUITIJINHBI

6.1. ®dopwma oOydeHus — O4Hasl, Kypc — 3, ceMecTp — 6

KoandecTBo yacoB

HaumenoBanus pa3zaenos u tTeM
pasa Jleku. | Jla6op. | IIpakr. | CPC+K | Beero
UcTopust pa3BuTHs CEeKpeTapCcKoOu
cropus pa3 CEKpETapCKo 5 B 2 6 10
JeATeITbHOCTH




3HaYeHKE U POJIb CEKPETAPCKOTO MEpCoHala

B CTPYKTYpE€ JOKYMEHTAIIMOHHOTO 2 — 4 5 11
o0ecrieyeHysl ynpaBJIeHUs
HopmaTuBHO-TIpaBOBOE peryInpoBaHHe 5 B 4 5 11
JIeSITEIbHOCTH CeKpeTaps
TpyaoycTpoiicTBO U ajanTanus K padore 4 B 4 5 13
CEKPETapCKOro mepcoHasa
OnTuMalbHbIE YCIIOBHS paOOTHI CEKpeTapst 2 — 4 5 11
OpranuzannoHHas 1 UHGOpMaIIMOHHAs
MOAAEPKKA ONEPATUBHOM IESATEIbHOCTH 4 — 4 5 13
PYKOBOAMTENS
Opranuzanus v IIaHupoBaHue pabodero 4 B 4 5 13
BpPEMEHU ceKpeTapsi. YIpaBiIeHHe BpeMEeHEM
Opranu3zanus npueMa rnoceTuTenei 2 — 4 5 11
AHanutnyeckue GyHKIUU CEeKpeTaps 2 — 4 5 11
J1enoBo# MTPOTOKOJ M 3TUKET B paboTe 5 B 4 5 11
PYKOBOJIUTEIISI U CEKpeTapsi
JlenoBast mepenucka B paboTe pyKOBOJUTEIS 5 B 4 5 11
U CeKpeTaps
HUTOI'O 3A CEMECTP 28 — 42 56 126

6.2. ®Popma o0yueHHsI — O4YHO-3a04Has, Kypc — 3, ceMecTp — 6

HaumeHoBaHus pa3/ienoB U TeM KonriecTso 4acop

Jlexu. | JlaGop. | Ipakr. | CPC+K | Beero

Hcropust pa3BUTHS CEKPETapCKOM 1 — 1 10 12
JeSTEeIbHOCTH
3HAaUEHUE U POJIb CEKPETAPCKOTO MEpCOHAIa 1 — 1 10 12
B CTPYKTYpE€ JOKYMEHTAITHOHHOTO
oOecreyeHusl yIpaBlIeHUs
HopmartuBHO-paBoBOE perynnpoBaHUe 1 — 1 10 12
JeSITEIILHOCTH CEKpeTaps
TpynoycTpoiiCTBO 1 amantanus K paboTe 1 — 1 10 12
CEKPETapCKOro rnepcoHaa
OntuManbHbIe YCIOBUS PaOOTHI CEKpeTaps 1 — 1 10 12
OpranuzanuoHHas ¥ vHGOPMAITMOHHAS 1 1 10 12
MOJIJIEPKKA ONIEPATUBHON JESTEIbHOCTH
PYKOBOJIUTEIIS
Opranuszanus ¥ MiaHupoBaHUE pabovero 1 1 10 12
BpPEMEHU ceKkpeTapsi. YIIpaBiIeHHe BpeMEeHEM
Opranuzanys npuema noceTuTenei 1 — 1 9 11
AnanuTtHueckue pyHKIMH CeKpeTapst 1 — 1 9 11
J1eJI0BO# MMPOTOKOII U 3TUKET B paboTe 0,5 — 0,5 9 10
PYKOBOIMTEISL U CEKpeTapsi
JlenoBas nepenucka B paboTe PyKOBOIUTESA 0,5 0,5 9 10
U ceKpeTaps
WUTOI'O 3A CEMECTP 10 - 10 106 126
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7. OLEHOYHBIE MATEPHAJIBI (CPEAICTBA) ULA1 TEKYIIEI'O KOHTPOJIA
YCIIEBAEMOCTU, IPOMEXYTOYHOU ATTECTALIMN

7.1.  KoHTpoJIbHBIE BOIIPOCHI

1. Vcropus pa3BuTHs CEKpETapCKO AESITEIbHOCTH.

2. 3HaueHHe U PpOJIb CEKPETapCcKOoro TMepcoHalia B CTPYKType JOKYMEHTAI[MOHHOTO
oOecrieueHHs yrpaBIeHUsI.

3. JlenoBbie U JINYHBIE KaYeCcTBa CeKpeTaps.

4. OOs13aHHOCTH CeKpeTapss MO JIOKYMEHTAllMOHHOMY oOciykuBaHuio. (OO0sS3aHHOCTH
cekpeTaps o 6€3JOKyMEHTHOMY OOCITYKHUBaHHIO.

5. OOmas XapaKTEpUCTHKA 3aKOHOJATENIBHBIX M JPYTMX HOPMAaTHUBHO-IIPABOBBIX AaKTOB,
HOPMAaTUBHO-METOJAMYECKUX TOKYMEHTOB, KOTOPBIE PETYIHUPYIOT AESTEIBHOCTh CEKpeTapsl.

6. OOecreyeHne MPaBOBO IPAMOTHOCTH.

7. PernmameHTanus qesiTeNbHOCTH cekpeTapsa-pedepenta. JJomKHOCTHAsS HHCTPYKLUS.

8. Opranuzaius u npoBeaeHUEe MPOHECCHOHATHLHOTO 0TOOPA CEKPETapCKOro MepcoHaIa.

9. CoBpemeHHbIe cIOCOOBI TPYIOYCTPOMCTBA HA JTOJKHOCTh cekpeTaps. Pekomennanuu no
MOBEJICHUIO MPETEHCHTA TIPU TPYIO0YCTPOHCTBE HA IOJKHOCTH CEKPETapsL.

10. ApamTamus kK paboTe cekpeTaps.

11. OnTumanbHbIE YCITOBUS paOOTHI CEKpeTaps.

12. Opranuzanus pabodero Mecta cekperapsi U pyKOBOJUTEIIS.

13. Opranuzanus u MPOBEJCHUE COBEIIAHNN.

14.  Opranuzanus OpOTOKOJIBHBIX MEPOIPUSATHIH.

15.  Opranuzanus npoBeACHUS [IEPETOBOPOB, IPUEMOB, ITPE3CHTAIIHIH.

16. Opranuzanus u NpoBeJCHUE AETIOBBIX MOE3I0K PYKOBOIUTEIIS.

17. OcobGennoctu TenedOHHOTO AEIOBOrO OOIIEHHWS B pabore cekperaps. Pabota ¢
Tese(hOHOrpaMMaMHU.

18. TlpumepHas cxeMa pabouero JHs cekpeTaps. [LtanupoBanue padbodero JHS.

19.  Meronbl ¥ NPUHIMIIBI YTIPABIEHUS paO0OYHM BPEeMEHEM.

20. IIpuem moceTuTene U3 APYrux OpraHU3ANMNA U KOMAaHAUPOBAHHBIX.

21. IlIpuem COTpyAHUKOB IO TEKYIIUM M JUYHBIM BorpocaM. [IpreM rpaxaaH 1o JUUYHbIM
BOTIPOCAM.

22. Ilpuem neneraruid.

23. Pabora cekperaps o coopy nHpopmanuu. @opMbl peICTaBICHUS HHPOPMAIIHH.

24. TloaroroBka BBICTYIUIEHUH pykoBoauTenss. COMUpaiTHHT.

25. OcoGeHHOCTH pabOTHI ceKpeTapsi ¢ HHpOpMaIuei 11k pyKOBOAUTEIISA.

26. Ilcuxodwusmonornueckue yciaoBusi Tpyaa cekperaps. CaHUTapHO-TUTHEHHUYECKHUE
yCIIOBUS TpyAa. DCTETUUECKHE YCIOBUS TPYyAa.

27. Tlcuxonorudeckue acreKThl padoThl ceKkpeTaps. B3aMOOTHOIIEHHS C PYKOBOIUTEIIEM,
COTPYJTHUKAMH.

28. Hmumx cexperaps-pedepeHnra.

29. [IlpaBuia sTukera B paboTe cexpeTaps-pedepeHTa.

30. OcobeHHoOCTH /1€I0BOI NIepenucKu. Buasl mucem.

31l. BeneHnue 3JIEKTPOHHOH ACIOBOM MEPETTUCKHU.

32. Curyanwms «JleTOBOI CTUIIB B OJICKICH

33. Curyamus «KynbTypa TeneOHHOT0 OOIICHUS

34. Curyanus «PannoHaabHOE IIIAHUPOBAHUE BPEMEHID

35. Curyamus «IleperoBopsn».

36. 3amanue «/lenoBoii mpuem» (3aBTpak, 00el, YXKHUH, Yail, PypmeT) 1 0COOEHHOCTH €To
OCYIIECTBIICHUSI.

37. Curyamusa «Cekperapb-MeHEIKEP».

38. 3anmanue «IloaroToBka K COBELIAHUIO.

39. 3amanme «Bumbl mcem.



40.
41.
42.
43.
44,
45.
46.
47.
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3ananue «OQopmiieHUs TPOTOKOIIA COOpaHUs PAaOOTHUKOBY.

Curyauus «Pacniopsiok 1Hs».

Curyanust «ConpoBoXKIeHUE KOMaHIUPOBKI.

Curyanus «Opranu3anus npueMa rnoceTuTene.

3ananue «Tenehonubie Gpaszby.

3ananue «IIpaBuia 1e10BOr0 OOIICHUS.

3ananue «OdopmiieHne ciykeOHOro MUchMa U OIpe/IeICHUE €0 BUJIA.
3ananue «PexinaMHOE MHCHMOY.

7.2.  Tewms! noxmnanos (pedepaToB)

1. MudopManoHHble TEXHOJIOTHH B PadOTE CEKpETapsi KaK METOJl COBEPIICHCTBOBAHHUS
JeSITETbHOCTH.

2. O6ecnieuenne HG(HEKTUBHBIX KOMMYHUKAaIMA B oduce — KiIodyeBas (QyHKUIUA
CeKpeTaps.

3. Kak «unrtarts cobeceJHIKa» ¥ MCUXOJIOTUIECKU YIIPABIISAThH HM.

4. KoMMyHUKaIIMOHHBIN MPOIECC B paboTe CeKpeTaps.

5. OcHOBBI OpraHM3aIfy TpyJaa CeKpeTaps.

6. PeryraMeHTaIus JTOJDKHOCTHBIX 00SI3aHHOCTEH ceKpeTaps.

7. YcnoBus TpyAa cekperaps.

8. AaMuHHCTpaTHBHBIC (QYHKITUH CEKpeTapsl.

9. OpranuzanuoHHbIe QYHKIIUU CEKpETapsl.

10. Jlemonpou3BOJICTBEHHbIE (DYHKIIMH CEKPETAPSL.

11. Couupaiitunr — BakHas GpyHKIUA B paboTe cekperaps-pedepeHra.

12. Texuuueckue GpyHKIH CEKpEeTaps.

13. TpynoyctpoiicTBO cekperapsi.

14. TlmanupoBaHue U OpraHU3aIUs paboYero BpeMeH! ceKpeTapsl.

15. KoMmaHaupoBKa pyKOBOJUTENS: JEHCTBUS CeKpeTapsl.

16. MeTtotbl 60pEOBI CO CTpeccOM B paboTe cekpeTaps.

17. MoruBanus B paboTe cekperaps.

18. B3auMOOTHOIIEHUS € PYKOBOJAWTENEM, KOJUIETAMH, MOCETUTEISIMH: OCHOBHBIC
TICUXOJIOTHYECKHE aCTIEeKTHI.

19. JlenoBoii STHKET MPpHU OPTaHU3AIUH IPHEMOB: Y9aCTHE CEKpeTapsi.

20. 3HaveHHe U OCHOBHBIC TPEOOBAHUS K JACIOBBIM M IMIHBIM Ka4yecTBaM CEKpeTapsi.

21. ®opmMmbl 00CYXICHHS IETTOBBIX TTPo0JIeM B paboTe ceKkpeTapsi.

22. OyHKUUH CeKpeTaps MPH OpraHu3aluy KaapoBoil paboTHI.

23. Pabora cekperapsi ¢ MMCbMEHHBIMU OOpAIICHUSIMH TPaXKIaH.

24. Mertonuka COCTaBICHHS aHATUTHYECKUX 0030POB.

25. Knaccudukanus u xapakTepuCTHKa OCHOBHBIX BUI0B 0030pa.

26. AHHOTHpOBaHUE H pedeprpoBaHe B paboTe cexperapsa-pedepeHTa.

7.3. OoOpa3sen coaepaHHus 3K3aMEHAIIMOHHOTO Owmiera (MpU HAJIMYMK SK3aMEHa 10
JTUCIIATIIINHE)

B ciiyuae BeneHust ydyeOHOro mporiecca ¢ MCIOJIb30BAHUEM 3JIEKTPOHHOTO OOYYCHHUS M

JUCTaHIIMOHHBIX 06pa3OBaTCJIBHBIX TGXHOJIOI‘PIﬁ, COACPIKaHnC OoujaeTa MOXET OTIMYATBCS OT
IIPpUBCIACHHOI'O.

I.

DK3aMeHanOHHbII onteT Ne 1

[Icuxodusmonoruyeckue yciaoBusi Tpyna cekperaps. CaHHTapHO-TUTHEHHUYECKUE

yCIIOBUS TPyAa. DCTETUUECKHE YCIOBUS TPYyAa.
2. Opranuzanus pabo4ero Mecta CeKpeTapsi ¥ pyKOBOIUTEIIS.
3. Curyauus «CekpeTapb-MEHEIKEP.
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8. PACIIPEJJEJIEHUE BAJIJIOB, KOTOPBIE ITOJIVHAIOT ObYHYAIOUIUECA

Onenka pe3yJbTaToB 00y4eHHsl IPOBOJUTCS Ha OCHOBE HAKONMTEJBHOH CHCTEMBI,
KOTOpast o0ecreynBaeT yueT UHIMBUAYAIbHBIX JOCTHKEHUH 00y4JaroLerocs U 0TpaxaeT ypOBEHb
OCBOCHHS UM KOMITETCHIIUH, IPEyCMOTPEHHBIX paboyeil mporpaMMon TUCIUILTUHEI.

ITo pucuumuinHE NpPeayCMOTPEHBI CIEAYIOIIME BUABI KOHTPOJSA: TEKYWIHH KOHTPOJIb
(omleHMBaeT pa3NUYHBIC BU/IBI AYAUTOPHON U BHEAYAUTOPHOHN yueOHOW NEATEILHOCTH CTY/ICHTA);
NPOMEKYTOYHAsl aTrecTanus (OLEHUBAET yPOBEHb U KaUECTBO MOATOTOBKH IO AUCLUIUIMHE B
nenoM). Texkymmii KOHTPOJIb OCYIIECTBIAETCS B TEUEHHE CEMECTpa IO KaXIOMy pasleiry
JUCLMIUIMHBL U MpEAINoiaraeT HayucjaeHue OaljioB 3a BBIIOJHEHHME Pa3IMYHBIX BUJOB padoT,
BKJIIOYAsl OP2AHU3ZAUUOHHO-YUeOHyl0 padomy 6 ayOumopuu (BBIIOJIHEHUE JA0OPAaTOPHBIX,
MPAKTUYECKUX U KOHTPOJIBHBIX PaboT, yyacTue B OOCYKICHUAX, U JP.) U CAMOCHIOAMENbHYIO
Ppadomy (BbIIOJHEHHE TOMAILHUX, HHANBUAYaIbHbBIX, IPOEKTHBIX 3aJJaHUI U IIp.).

IIpomedsicymounas ammecmayus 1O IAUCUUIUIMHE IPOBOIUTCS B (opMe 3K3aMeHa,
KOTOPBI BKJIFOYAET OTBETHl Ha TEOPETUYECKHE BOIPOCHI M PEILICHUE MPAKTHYECKUX H
TEOPETUYECKUX 3a1au.

OneHuBaHMe TEKYLIETO KOHTPOJS M MPOMEXKYTOYHOW aTTECTAllUd IPOBOAUTCS 110
HaKONMUTENbHOW cucteme. MTorosas orneHka ¢GopMmHupyercss Kak cyMMa OaijioB, MOJyYEHHBIX

CTYJEHTOM 3a TEKYLIUI KOHTPOJIb M 3a MPOMEXKYTOUHYIO aTTECTAIHIO 32 CEMECTpP (MaKCUMYyM
100).

8.1. Cemectp 1

MakcumanbHOE
Howmepa paznenos Bunet pabor KOJIM4YECTBO
OaoB

Texywuii KOHMpob 70
OpranuzannoHHO-yueOHass ~ pabora B 50

ayIUTOPHUH (MPAKTHIECKUE paOOThI, TECTHI)

1 CaMmocrosiTenbHass ~ pabora  (IOMaIlIHUE
3aaHus, WHIBHUTyJTbHAS pabora, 20

pedepar)

Lpomesicymounas ammecmayus (3K3ameH) 30
OO0muit uTOT 32 cCemMecTp 100

CooTtBeTcTBHE OAIIIOB OLIEHKE

KOMIecTEO BALIOn OrieHKa 110 NATHOAUTFHOM IIIKAJIe
s 100 ECTS | Dxk3amen, ,HH(I)?(’i;ZI;iHHI/IpOBaHHHI/I 3auer
90-100 A OTJIMYHO
80-89 B
75-79 C XOPOIHO 3a4TEHO
70-74 D
60-69 E YJIOBJIETBOPUTEIHHO
35-59 FX
0-34 F HEYJIOBICTBOPUTEIHHO HE 3a4TCHO

9. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHUE YYEBHOI'O [TPOUECCA

VYueOHbIC 3aHATHS POBOIATCS B B 8-M yueOHOM Kopiryce (T. JloHenk, yi. YeatocKuHIIeB,
1. 198 a) ynuepcurera. [l npoBeaeHUs JIEKUMOHHBIX, NPAKTUYECKUX 3aHIATHH Tpebyercs
ayMTOpHs, 00OpYyIOBaHHAS MEJIOBOW WM MapKEPHOU JOCKOHM, MYJIBTUMEIUHHBIA MPOEKTOP U
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9KpaH, HOYTOYK, KOMIUIEKT y4eOHOIl Mebenu A CTYJeHTOB, pabouee MECTO MpernojaBaTes,
BbIX0]] B IHTEpHET — MPOBOIHO# MM ¢ Mcmoyib3oBaHueM Wi-Fi.

st caMocTOATENbHONM pabOThl HCIOJIB3YIOTCS TEKCTOBBIE U JJIEKTPOHHBIE PECYPCHI
Hayuno#i OMOIMOTEKM YHUBEpCUTETa U JPYTUX DJICKTPOHHBIX OHOIMOTEYHBIX 0a3 JTaHHBIX,
y4eOHO-MeTOIuYecKoe oOOecreueHue, MpPe/CTaBIeHHOE B Y4YeOHO-METOIUYECKOM KaOuHeTe
I'maBHoro xopmyca (ayn.405).

OOyyaronuecss HMMEIOT BO3MOXHOCTh HCIIOJIb30BaTh  y4eOHble MaTepuajbl IO
JTUCLIUIUIMHE, pa3MelieHHble Ha 1wiatgopme Moodle LlenTpa aucTtaHmMoOHHOTO 00pa3zoBaHUs
OI'BOY BO «/loul'V». [Ipu uzyyeHud IUCHUIUIMHBI IPUMEHSIOTCS 3JIEKTPOHHOE O0yuYeHUe U
JMCTaHIIMOHHBIE 00pa30BaTEIbHBIC TEXHOJIOTHH.

C  wucnonp3oBaHHMEM  pecypcoB  MmIaTGOpMbl  TUCTAHIIMOHHOTO  0Opa3oBaHUS
OCYLIECTBIIIETCS TEKYIIMH KOHTPOJb 3HAHUN OOYy4arolUIMXcs Ha OCHOBE TECTUPOBAaHUS U
MIPOBEPKHU PE3yIbTATOB CAMOCTOSATEIBHON paOOTHI.
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