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. HACHOPT IPOT'PAMMBI

OcHoBHas mporpamma npodeccHoHaIbHOTO0 00y4eHHs MporpaMmma npodeccHoHaIbHOW MOrOTOBKU
no mpodeccusM pabouMx, MOJDKHOCTAM ciyxamux  «Cekperapp — aIMHHUCTpaTtop»  (maiee —
[Iporpamma) pa3spaboTtana B cooTBeTCTBUU ¢ HOpMamu DenepanbHOro 3akoHa oT 29 nmekabpst 2012 r.
Ne273-®3 «O6 obpazoBanuu B Poccuiickoii ®Dexepanumn», mpukaza MuHnpocsemieHus Poccuiickoi
®enepaunu ot 26 aBrycra 2020 roga Ne 438 «O06 yrepxkaenun [lopsiaka opraHu3aliviy U OCyILECTBICHUS
00pa3oBaTeNbHON AEATEIBHOCTH 10 OCHOBHBIM Iporpammam MpodeccnoHambHOro o0ydeHus», Ilpukas
Munnpocsemienust Poccun ot 14.07.2023 N 534 "O06 yrBepxxnenuun llepeunsi mpodeccuil paboumx,
JOJDKHOCTEH  CIIy)KalluX, [0 KOTOPBIM oOcyllecTBisieTcss mpodeccuoHanpHoe o0ydenue", Ilpukas
Muntpyna Poccum ot 15.06.2020 N 333n "OO yrBepkIeHWH MpO(EeCcCHOHATBFHOTO CTaHIapTa
"CrienuaaucT 1o OpraHu3allMOHHOMY U JOKYMEHTAIIMOHHOMY OOECIEUeHHIO YIpaBIeHUs OopraHu3anueil”
(3apeructpuposano B Munrocre Poccun 15.07.2020 N 58957).



[Tnanupyembie pe3yabTaThl OOy4YeHHUS:

|.|.Pe3yibTaThl 060y4eHUA IO NpOrpaMme

Buna nesiteJIbHOCTH

IIpodeccnonanbHas
KOMIIeTeH M I

IMpakTHYecKUid ONBIT

YMmenus

3HaHuA

Opraau3aimoHHoe
obOecIieueHue IeITeIbHOCTH
OpraHu3aInu

[IK1 IIpunumats u
pacnpenensiTh
Tene) OHHbIE 3BOHKH
OpraHu3aIuu

1.Ilepenamnpasnenue
Tene) OHHBIX 3BOHKOB
PYKOBOJICTBY H
COTpYTHUKAM
OpraHu3alyu

2.Perucrparms
MOCTYITAFOIINX
Tene) OHHBIX 3BOHKOB

3.Ilonyuenue
HEo0X0ANMOit
nHGOPMAITHH U TIepeaada
CaHKIIMOHHPOBAHHOM
HHPOPMAITUH TI0
teneoHy

1.Mcnonp30BaTh TEXHUYECKUE U
MpOrpaMMHBIE CPEICTBA IS
MIPOBECHHUS TOJIOCOBOM HJIM BUJICO-
KOH(epeHI[-CBsI3H

2.HMcnonp30BaTh CpeacTBa
KOMMYHUKaIIMOHHON OPTTEXHUKH
JUTSL TIOJTYYeHHS U TIepeaadn
UHpOpMaITUH

3.BecTtu y4ueTHbIe
perucTpauoHabie (hOPMEI,
UCTIONIL30BATh UX JIIS
nH(pOpMaITMOHHON PaboTHI

4.YcraHaBIMBaTh KOHTAKT C
co0eceJTHNKOM, MTOJ/IeP)KUBATH U
pa3BHBaTh AEIOBYIO Oeceny B
niporiecce Tened OHHBIX
HIepEroBOPOB

5.CrnaxuBaTh KOH()IUKTHBIE U
CJIOXKHBIE CUTYaLH
MEXJINIHOCTHOT'O
B3aUMOJECHCTBHS

6.Coliro1aTh CITy»KeOHBIN 3TUKET

1.DynaKIMN, 3318490, CTPYKTYpa
OpraHM3allNH, €€ CBA3H

2.1IpaBuia B3auMOJICHCTBUSA C
MapTHEPaAMH, KIINEHTAMU,
CpeACTBaMH MacCOBOM
UHpOpMAITUH

3.DTHKa nenoBoOro OOMeHus
4.IlpaBuia peueBoOro STUKETa
5. TpeboBaHus OXpaHbI TPYAA
6.1IpaBuita 3aTUTHI

KOH(UICHIINATBHOMN CITyXeOH O
nHhOopMaIH




IIK2 Ymetb
OpPTaHU30BaTh pabOTy C
IIOCETUTECIIIMHU
OopraHu3anuu

1.BcTrpeua mocerurenei,
NoJTydeHHe epBUIHON
UHPOPMAIUH O
MOCETUTENSX U TIOMOILb B
OpraHu3alfy UX MpremMa
PYKOBOJHTENEM H
COTpYTHHKAM

2.Benenue xxypHaa
3aIIMCH TTOCETUTENEH

3.Yuer noceruteneii u
ohopMIIEHHUE TTPOITYCKOB

4.CopeiicTBue
OIlepaTHBHOMY
pPacCMOTPEHUIO TTPOCHO U
MPEAJIOAKEHUMN
MIOCETUTENEH

5.IIpuem u nepenaya
JIOKyMEHTOB [IOCETUTENEH
PYKOBOZCTBY U
COTPYIHHKAM
OpraHu3anuu

6.0Opranuzauus u
OpoHHpOBaHUE
TIEPEroBOPHBIX KOMHAT

7.CepBHpOBKa YallHOTO
(xotetinoro) cromna B
ouce

1.061maTees ¢ MOCETUTENAMU

2.Mcnionb30BaTh yCTaHOBJICHHBIE
IIpaBUjIa U NMPOLEeLyphl
KOMMYHHUKAaIlMA BHYTPU
OpraHu3alyu

3.Bectu yuerHbie GOpMBIL,
UCIIONIL30BATh UX JJIsl paboTHI

4.Co31aBaTh HOI0KUTEIBLHBIN
UMUK OpFaHI/ISaHI/II/I

5.1IpuHUMaTE MEpHI 11O
paspenieHnio KOHGIMKTHBIX
CUTyaluit

6.IlpumeHaTh HHPOPMAITMOHHO-
KOMMYHUKAIIHOHHBIC TEXHOJIOTHH

7.006ecrieunBaTh
KOH(HUIEHITNATLHOCTD
nHpopMarm

1.IIpaBuna opranu3anuu npuemMa
MIOCETUTENEH 1 ACIOBOr0 OOLICHNUS

2.CTpyKTypa opraHu3aiuu u
pacrpenencHrie GyHKIUH MKy
CTPYKTYPHBIMH MOJIpa3IeNIeHUIMHU
U CTIeIHaICTAMH

3.IlpaBuna opranu3aiuy IPUEMOB B
ouce

4.1lpaBumna cepBUPOBKH YaHHOTO
(kodetinoro) crona, moga4u
ropAa4nx HAlIMTKOB U 3aKyCOK K HUM
5.2THKa nenoBoOro O0MIeHus
6.1IpaBuiia pe4eBoOro dTUKETa

7. TpeboBaHUs OXpaHbI TPYAA
8.IIpaBuiia 3amTUTHI

KOH(UICHIINATBHOMN CITyXeOH O
nHbOopMaIH




8.IlpuroroBnenue
HANUTKOB (4ai, Kode,
POXJIaUTENbHBIE
HAIUTKH)

T1K3 Brimonaars
KOOPJIUHUPYIOIIUE U
o0ecIIeunBaroIue

(dyHKIM

1.Benenue xypHamna
pa3be3oB pabOTHUKOB
OpraHu3aIvu

2.Koopmunamus paboTe
KypbEpOB U BOAUTENEH
OpraHu3alyu

3.Benenne xypHaia
pa3be3noB KypbepoB
OpTaHH3alNU 1
MapIlIpyTOB BOJIUTENEN

4.CocTaBieHHE CIIPAaBKH O
pasbe3nax pabOTHHKOB,
KypbepoB W MapuipyTax
BOJUTENEH OpraHu3aliu

1.CocTaBiiTh U BECTU yUETHbIE
JOKYMEHTBI

2.IlpuMeHsTh cpencTBa
KOMMYHHUKAIIMH JUIS [IEpenadn
MIOPYYEHUN PYKOBOJUTEIS U
COTPYIHUKOB OpraHU3aluu

3.1IpuMeHSTh COBpEMEHHBIE
cpenctBa coopa, 00paboTKu U
nepenadn HHGOpMaIuy

4.01eHuBaTh pe3yabTaThHI B
paMKax IMOCTaBJICHHBIX 3a]a4

5.0cymiecTBasATh KOHTPOJIb
WCITOJIHEHUS [TOPY4YECHUM
PYKOBOAMTEIISL COTPY IHUKAMHU

1.OTHuka nenoBoro oOImeHMst
2.IlpaBuna pedeBoro 3TUKETa
3. TpeboBaHus OXpaHbl TPyAa

4.ITpaBuia 3amuTH
KOH(HUICHIIHATBHOMN CITy»eOH O
WHpOpMAITUH

5.CTpyKTypa opraHu3auy U
pacrpesieneHue QYHKIA MEKITY
CTPYKTYPHBIMH MOJIpa3ieIeHUSIMU
U CIICIaICTAMK




I.1l. KonTpoJsb 1 oneHka pe3y1bTaToB 00y4eHusl 10 porpaMmme

PesyabraTel 00yuenus (nmpeamer

OcHoBHbBIE KPUTECPHUHA OLICHKHU

OlLlCHUBAHMS) pe3yJjbTara

(npogpeccuonanvuvie komnemenyuu (I1K)

no Kaxcoomy eudy desmenvnocmu (B/]))

B OpraHu3aioHHOe obecrnieueHue

JIeSITeIbHOCTH OpraHu3aluu

K1 Ilpuaumats u pacnpenenarts Tenedonnsie | HaBbik HaJIa)XABaHUs KOHTAKTa c

3BOHKH OpTraHHU3aluU co0OECeIHUKOM, TIOAJEP)KaHUE W Pa3BUTHA
nenoBord  Oecenmpl B mporecce  Tene(oHHBIX
IIEpETOBOPOB. Ilpu BxomdmieM  3BOHKE
CeKperapb JODKHA B  COOTBETCTBHU  C
MpaBUJIaMU JEIOBOTO 3THKETa IPENCTAaBUTHCH,
Ha3BaB KOMIIAHWIO, Jo/bKHOCTE u  DHO.
OOmeHue  JOJDKHO  OBITh  BEXKIMUBBIM U

JOOpoXenaTenbHbIM, HEOOX0ANMO YCTaHOBHUTH

KOHTaKT ¢ co0€eCeTHIKOM, CIJIaKUBATh
KOH(i)HI/IKTHI)Ie CI/ITyaHI/II/I MCKJINYHOCTHOI'O
0o0IIEeHNS.

K2 VYmMmern OpTaHNU30BaTh
TTOCETUTEIISIMU OpTaHU3AIIH

pabory ¢ | [lormmanue mpaBUIBHONW OpTraHWU3AIMH PaOOTHI
M0 BCTpEYE IOCETUTENEH, OKa3aHHe OBICTPOMY
COJICHCTBHIO B  pEIICHUH  KOH(MDIUKTHBIX
CUTyaluii, yMeHHE OBICTPO PEIIUTHh CIIOKHEIE
3a7a9d  TpH  OpPOHHPOBAHUHM  TIEPETOBOPHBIX
KOMHAT C 0Os3aTEIbHON CEpBUPOBKOHM CTOJA.
OneHka TNPaBWIBHOTO TOHUMAHHS  IPaBUT
oopMIICHUST TIPOIYCKOB M BEICHUS JKypHaja
yuera noceruteneil. I[IpuMeHeHne Ha MpakTUKE
MPaBUJI PEYEBOTO, JIENIOBOTO OOIICHHUS, MPABUII

OXpaHbI TPyJa.

OrneHka TIOCTaBJICHHBIX 3a/1a4, BBISBICHHE
MPUOPUTETHBIX  HAINPABICHUN  JEeATENHHOCTH.
YMeHHue BEpHO BECTH IKYpHAJbl pa3be3/ioB
KyppepoB H pabOTHUKOB oOpraHusanuu. B
COOTBETCTBHU CO CTPYKTYpOH OpraHW3aIiH
KOOPJIMHHUPOBATh pa0bOTy KyphepOB U BOIUTENCH
opranmzanuu. CoOfomaTh IMpaBUa 3aIUTHI
KOH(HUICHIINATLHON HWH(POPMAIIUH, PEUEBOro,
JISTIOBOrO OOIICHHUS, TPABUIT OXPaHbI TPY/A.

K3 Brinonuars KOOPIUHUPYIOIIHE u
obecriednBarome pyHKIUI

3Hanus, COOTBETCTBYIOLIHME
KOMIIeTEeH LIMAM

yKa3aHHBbIM | 3HaHUE CTPYKTYpPhl OpraHH3allH, €€ OCHOBHBIX
¢yakumii. [IpaBun nenoBoro, peaeBoOro ITHKETA,
IOpaBUI OXpPaHbl TPyHda, NMPaBUI OpPraHU3ALUH
IpUeMOB, TenehOHHBIX IEPEroBOPOB, IPABUI
3aIMUTHl  KOH(GUACHIIMANBHOW  HH(pOpManuy.

3amaun opraHu3aIyy.

Il. HIOACHUTEJIbHASA 3AIIMCKA
OcHoBHas mporpamMma  Mpo(EeCCHOHATBLHOIO O0ydeHHs mporpaMma  npodeccrHoHalbHON
MNOJATOTOBKM MO  mpodeccusiM  paboyux,  JOJDKHOCTSM  CIY)KalIUX «Cekperapp  —
aJIMUHUCTpaTop»,pazpaboranHast u npunsatas aias peanuszanun AHO JIIO «IIITA» pykoBoACTBYeTCs
nosioxkeHusimu  PenepanbHoro 3akoHa ot 29.12.2012 Ne 273-®3 «O6 obpazoBanuu B Poccuiickoii
®enepanumn», [Ipuka3 Munucrepcra npocsemenuss PO ot 26 asrycra 2020 r. N 438 "OO yrBepkIeHHH
ITopsinka opraHu3alMi M OCYIIECTBICHUS 00pa30BaTENbHOM NESATEIHHOCTH MO OCHOBHBIM IPOTpaMMaM



npodeccuoHanbHOro 00y4eHus".

lenpto oOyueHHMS  SBISETCS MOATOTOBKA  CIYXAaIlIero, OOJAJaroIiero  HeoOXOTUMBIMH
TEOPETUYECKMMH 3HAaHUSMH M TNPAKTHYECKMMH HaBbIKaMH B cdepe OpraHu3alMoOHHOTO U
JOKYMEHTAI[MOHHOTO  OOECIEeYEeHUsl YNPaBICHHUS JCATEIbHOCTbIO OpraHu3alyel, OTBEYAIOIINMU
TpeOOBAHUSAM COBPEMEHHOT'O POCCUHCKOTO 3aKOHOIATEIbCTBA.

B pesynbrate mpoxoxkaenus oOyudenus mo Ilporpamme ciymarend NpuOOpETaroT 3HaHHUA 00
OCHOBaX MEHEKMEHTAa OpraHM3allid, HOPMATHBHO-TIPABOBOMY  OOECHEYEHHUIO0  CEKpeTapCcKOn
NEATeNbHOCTH, JOKYMEHTAIIMOHHOMY ¥ OpraHH3allMOHHOMY OOECIIEYCHUIO YIPaBJICHUS, OCHOBaM
JEeTOTPOU3BOACTBA, HHYOPMAITHOHHBIM KOMITBIOTEPHBIM TEXHOJIOTHSM U 3TUKOH JIETOBOTO OOIIECHHS.

Oo6yuenmue o [IporpaMMe MOXKET OCYIIECTBIISATHCS TOIBKO Ha OCHOBE JIMIICH3UH Ha TPABO BEJCHUS
00pa30BaTEIILHOM JICATEIIBHOCTH.

VYpoBenr kBamudukammu-3. Popma oOyueHus — ounas. OO6vem mporpamMmbl coctaBisieT 160
yacoB. Pexum 3ansTuit: 1-3 Henenu - €XKeIHEBHO MPU MATUIHEBHON pabouelt Hezene; 4-5 nenenu- 4 aHs B
HEZIeIIo MIPH MATHIHEBHOM paboyeil Henene. Y CTaHOBIIEH CIEYIOIINNA PEXKUM 3aHITUMN:

- IPOJIOJKUTENFHOCTh aKaIEMHUECKOTO Yaca — 45 MUHYT;

- IpeniebHasl THEBHAS Harpy3Ka - He 0ojiee 8 (BOChbMHU) aKaJIleMUUYECKUX YacOB;

- TIpH MPOJOKUTEIILHOCTU 3aHATUH B TeueHue Aus 6omnee 6 (Lllectn) akaneMuyecKux 4acoB, OJIUH
U3 NEePEPHIBOB JIOJDKEH UMETh MTPOJOJDKUTENbHOCTh He MeHee 30 (Tpuanatu) MUHYT.

OOpa3oBarenbHas JEATENBHOCTh CIyIIaTeJed INpH OCBOCHWHM [Iporpammbl TpeaycMaTpuBaeT
CIIEAYIOIINE BUABI YUEOHBIX 3aHSATHIA:

° JIeK1moHHbBIE 3aHATHS,

. [IpakTHueckue 3aHATHS;

. [Ipomexyrounas aTTecTanus;
. KBanudukannoHHbIi S5K3aMeH.

[Ipu peanuzarnuu [Iporpammsl (0OydueHHE W MPAKTUKA) KCIOJIB3YIOTCS MPUHLMIBI HATJISIHOCTH,
JOCTYITHOCTH, CHCTEMaTHYHOCTH U TOCIEAO0BATEIbHOCTH, IPOYHOCTH YCBOEHUS, CBSI3UM TEOPHUH C
MPaKTUKON. 3aHsATHS TPOXOJSAT B OCHAUICHHOM, COTJIaCHO TpeboBaHMsIM,  KaOWHETe, KOTOpPBIH
COOTBETCTBYET BCEM CaHUTAPHBIM HOpMaM. YueOHas MpakTUKa peanu3yercs Ha 0a3e opraHU3aluM, s
3TOTO CO3J]aHbI BCE YCIOBHUS.

[To 3aBepmienun oOydenwus no [Iporpamme mpoBOAUTCS KBATU(DUKAITMOHHOTO dK3aMEHA, KOTOPBIHA
BKJIIOYAET B ce0sl MPAKTUYECKYI0 KBATU(PUKAIMOHHYIO pabOTy U MHPOBEPKY TEOPETUYECKUX 3HAHUU.
CrnymarensiM, yCHEIIHO €ro MPOUIeANINM, BbIAAETCS CBUIETENHCTBO O Mpodeccuu paboyero, J0KHOCTH

CITyIKAIIEero.
1.1 KagpoBoe o0ecrieyeHne nporpaMmmbl

K peanmzanmm 00pa3oBaTenbHONM NPOrpaMMbl  TPHUBIICKAIOTCS —IEIArOTMYEcKHe paOOTHUKH,
uMeone Bbicliee oOpazoBaHue, ¥ (WJIM) JOMOJHHUTENBFHOE MpodeccHoHalbHOe 00pa3oBaHue,
HAIpaBJICHHOCTH (MPO(MIIB) KOTOPOTO, COOTBETCTBYET peaM3yeMOMy Y4eOHOMY MpeaMeTy, TUCLIUILUINHE
(Moymio).

JIns meparornvyeckux KaJapoB, MPUBJICKAEMBIX K peaqu3alud 00pa30oBaTeNbHOW IMPOrpaMMBI
o0s3aTeNbHO OOyYeHHE TI0 JIOTIOJHHUTENBHBIM NPO(ECCHOHAIBHBIM IpOrpaMMaM — IIpOrpaMMam
MOBBIIIEHUS KBAIM(UKALMKU, B TOM 4YHcie B (OpPME CTAKUPOBKU B MPOQMIBHBIX OpraHU3alusiX HE pexe
OJIHOTO pa3a B Tpu roja. Takke medaroruuyeckue pabOTHUKH, YJYacTBYIOIIME B peaau3aluu
00pa3oBaTeIbHON MPOTrpaMMbl, UMEIOT JOMOJHUTENbHOE MPo(decCHoHaIbHOE 00pa3oBaHue, O3BOJIAOLIEE
uM pabotath (00yuyaTh) oOydarommuxcs ¢ OB3.

JUis TOBBIIIEHUS KadyecTBa peajau3aliyd oOpa30BaTeNbHOM MpOrpamMMmbl € Y4eTOM TpeOOoBaHMM
npoeccHOHANBHBIX CTAaHIAPTOB HAPSAY C MEAArOrHYeCKUMH KaJpaMH MOTYT BKIIOYAThCsl IPECTaBUTENN
pabotoxareneit u (WiM) o0ObeqMHEHUST paboToaaTeNel, KOTOpbIe JIOJHKHBI UMETh OIBIT pabOThl B 001aCTH
npoeccHOHANBHONW JICATENIbHOCTH HE MEHee OJHOT0 ToJia, COOTBETCTBYIOUIEH HaNpaBICHHOCTH
00pa3oBaTeIbHON MPOTrPAMMBI.



Cognepxanne mpodecCHOHAILHOTO OOYYeHHS W YCJIOBHSI OpraHu3alid OOy4YeHHs JIHUI[ C
OTPAaHWYCHHBIMH  BO3MOXKHOCTSIMH ~ 3JIOPOBbSI  ONPEHACISAIOTCS  aJanTUPOBAaHHOW 0Opa3oBaTenbHOM
MpOrpaMMoOl, KOTOpas pa3pabarbIiBaeTCs 1O HEOOXOAUMOCTH (TpU HAMWYUU  OOyJarouIuXxcs
BBIIIICYKA3aHHOW KaTETOPHH U TI0 UX 3asBIICHUIO).

11.11. CBenenusi 0 MaTepuaJIbLHO-TEXHHYECKOM OCHAIIICHUU

Ne HaumeHoBaHHe clieNHATU3UPOBAHHBIX AYIUTOPHIi ¢ MepeuHeM Anpec
n/n OCHOBHOTI'0 000PY10BAHHS
1. Vuebnblii Kaacc 115191, r. Mockaa,

v cron s npenogasaTens -1 wmr., yiuna Iopozckas, oM
v cryn qus npenogasaTens -1 mr., 8, stax 4, nomerenye I,
V' cron qus obydaromumxcs -6 wmr., KoMHaTa 28
V' cryn qus obydaromumxcs -6 mr.,
v JI0CKa MarHMTHO-MapKepHas Ha Kojecax -1mir. ,
v" HOyTOYK -1 1.

Peanu3zanus nporpaMMsbl OCYIIECTBIISIETCS B OUHOM popme 00yueHus:

- popmupoBaHue 0a3bl 3HAHUM;

- IPOBEpPKa YCBOEHHUS MaTepHaa (MpOMeXyTOouHas aTTecTallusd U KBaTU(pUKAIIMOHHBIN K3aMeH ).
VY4uebHo-MeToAndecKas MOMOIIb O0yJarOIUMCsI OKa3bIBA€TCsl IPENOIaBaTEIbCKIM COCTaBOM.

I1.111. Ba3zoBble TpeGoBaHus k coaep:kanuio [IporpamMmmsbl

Hacrosimas [lporpamma He nmpoTHBOpeUUT TpeOOBaHUSAM 3aKOHOAATEILCTBA B YaCTH 0(OPMIICHUS
U CoJIep>KaHusl.

B Ilporpamme peanu3oBaH MEXaHU3M BaPbUPOBAHUSA MEXAY TEOPETUUYECKOW MOIATOTOBKOW H
MPAKTUYECKUM O0Y4YE€HHEM pEelleHus 3a1au.

Copepxanue [IporpamMmbl ornpesiesaeHo y4eOHBIM IUIAHOM, KaJeHJIApPHBIM Y4eOHBIM TpauKkoM U
pabounMu MporpaMMaMy YI€OHBIX TUCITUTIIIUH

OTpaxkeHbl yCIOBUS peaan3alii MporpaMMbl U OLIEHKA Ka4ecTBa OCBOCHUS MPOTPAMMBI.

1.1V Peamu3anus [Iporpammel pis jgui ¢ OB3 n unBajauaos

Copepxanue mnpodeccnoHamTbHOTO O0OY4YEeHHUS W YCIOBHUS OpraHu3allud OOy4YeHHs JHUI[ C
OTPAaHUYEHHBIMU  BO3MOKHOCTSIMH ~ 3JIOPOBbS  OMNpPENAENSAIOTCS  aJanTHUPOBAaHHOW 00Opa3oBaTeabHOM
MIPOrpaMMoi, KOTopasi pa3padaTbIBaeTCs 10 HEOOXOAUMOCTH ISl TAKUX OOYYaIOIUXCSI B COOTBETCTBUU C
nMeronieics Hozomoruen (. 8 ct. 79 denepanpHoro 3akoHa oT 29.12.2012 N 273-d3 «O6 o6pa3oBanuu
B Poccuiickoit deneparumny).

3naHue, B KOTOPOM pAaclojIOXKeH Y4eOHBIM KJ1acc, COOTBETCTBYET YCIOBHUSM, OOECIEUHBAIOIIUM
koMpopTHOoe nmpedbiBanue aull ¢ OB3 u WHBaNMAOB M OTBEYAET CIAEAYIOIIUM TpeOoBaHUAM: oOecreueHne
OecpensITCTBEHHOIO J0CTya 00YYarOIIUXCs ¢ OTPAaHUYCHHBIMU BO3MOKHOCTSIMU 3/I0pPOBbS, B TOM YHUCIIE
MMEIOLUMU HapYyIICHHs OMOPHO-/IBUraTENILHOTO armnapara B yueOHbIe MOMEIICHUE U JPyrue MOMEIICHHs
(Bx01 B 3maHMe OCHAIIEH CIEIHATM3MPOBAHHBIM MMAHAyCOM C TIOpydHeM. [lomeleHrne pacioiokeHo Ha 4
staxke. [Ipu 3TOM uUMeroTcs MUQTHI, ¢ MHUPOKUMHU TpoéMaMu. JIBepHBIE MPOEMbI pacIIMPEHbl KaK MPH
BXOJIe B caMO 3JlaHWE, TaK M B y4eOHBIH kiacc). Oka3bIBaeTCsl Pa3HOCTOPOHHSS MOMOIIb ACCUCTEHTa
(moMomiHuKa). Y BXOJa B 3/1aHUE UMEETCS KHOIKA BHI30BA OXPAHBI.




1. YHEBHBIN IIJTAH U KAJJEHJAPHBI YYEBHBIN TPA®UK OCHOBHOM

MNPOI'PAMMBI TPO®ECCHUOHAJIBHOI'O OBYYEHUSA
«CEKPETAPB-AIMUHUCTPATOP»

Leab — nonyyeHue ciymareasiMi He0OXOAUMBIX 3HAHHH A1 ocBoeHus npodeccun: «Cekperapp —
aJIMUHUCTPATOP»
Kareropus ciaymaresieii:— j1ia UMerOIIMe cpegHee odliee 00pa3oBaHue, paHee He 00yJaroluecs
110 OCHOBHOH ITporpamme npogeccruoHanbHoro ooyuenus «Cekperapb-aAMUHUCTPATOP.

Cpok o0yuenusi: 160 gacoB, MpOJOJDKUTEIBHOCTh OOydeHUS — 5 Henenb. Pexxum 3amstwii: 1-3
HEJIEJIH - €KETHEBHO IPH MATHIHEBHOUN pabodyeil Hezene; 4-5 Henenu- 4 IHA B HENEIO NPH MATHIHEBHON
paboueii Henee. Y CTaHOBIICH CIICAYIOIIHA PEXKUM 3aHITHIA:

- TIPOJIOJKUTEIHHOCTh aKaJIEMHUYECKOTO Yaca — 45 MUHYT;

- IpeliebHas THEBHAS Harpy3Ka - He 0osiee 8 (BOChbMHU) aKaJIeMUYECKUX YacOB;
- TIPU TPOJOIKUTEIHHOCTH 3aHIATHI B TeueHue aHs O6onee 6 (Illectn) akameMUyYecKUx 4acoB, OJIUH
U3 NEePEPHIBOB JIOJDKEH UMETh MTPOJOJLKUTENbHOCTh He MeHee 30 (Tpuanati) MUHYT.

I11.]1 Y4eOHblii nj1aH 0CHOBHO NpoOrpaMmbl Npo¢)ecCHOHAIBLHOT0 00y4eHHs MPOrPaMMbI
npodeccuoHAJIbLHON MOATOTOBKH MO NMpodeccusiMm padouunx, J0JKHOCTAM cayxammx «Cekperapb —

aJIMUHUCTPATOP»

HaumenoBanue
JTUCHHUILIMHBI

Oouas
TPYAOEMKOCTb,
4acoB

B Tom uncie

Jlekuuu

IpakTHUyeckue
3aHATHA

dopma KOHTPOJIsI/Yachl

BBenenue B
npodeccuto

12

2

3auer/2

OCHOBEI
MEHEKMEHTA
OpraHu3aIH

18

12

3auer/2

Hopmatusno-
MIpaBOBOE
obecrnieueHue
CEKpeTapCcKoi
JeSITeNIbHOCTH

14

3auyer/2

OxpaHa Tpyna

16

14

3auyer/2

JIOKyMEHTAIIMOHHOE
obecrieueHue
yIIpaBJICHUS

18

12

3auyer/2

Opranu3anuoHHOE
obecrieuenue
yTpaBJICHU

16

10

3auyer/2

KondunennuansHoe
JEI0NPOU3BOICTBO U
3aluTa
uHpopMauU

18

12

3ayer/2

WudpopmannonHsle,
KOMIBIOTEPHbBIE
TEXHOJIOTUH U
TEXHUYECKUE
CpeICTBa

12

3auyer/2




YIIPaBJICHUS

9. IIcuxomnorus
JICTIOBOTO OOIICHUS.
[Mpodeccronanbuas 14 8 4 3auet/2
3THKA U ACJI0BOM
ATHKET CEKpeTapsl.

VY4ebHast mpaKkTUKa 14

10. 16 - 3auer/2

KpanudurkaunoHHsli
9K3aMEH: TeCTUPOBaHUE-
KBanudukannoHHbI - 3;

1 9K3aMeH MpaKTUYECKast
KBaJIM(DUKALIMOHHAS
pabota -3

11.

Hroro 160 92 42 26

1.1l Kanennapublii yueOHbIi rpadguk ocHOBHOI NporpaMMbl NPogh)ecCHOHAIBLHOI0 00y4eHus!
nporpamMmsbl npogeccHOHAIBHOM MOAT0TOBKH 10 NMpodeccusiM padoyux, J0JKHOCTAM CJIYKALUX
«Cekperapb — aIMHUHUCTPATOP»

Ne HaumeHoBanme Moy.s KoauvecTBo yueOHbIX YacoB no Heaeasm (H) Hroro
n/n H1 H2 H3 H4 H5 Yacos, 4.

1. Brenenue B nmpodeccuto 12 12

2 OCHOBBI MEHEKMEHTA 18 18
OpraHu3aIuu
HopmaTtuBHO-TIpaBoBO€E

3. obecreueHne CeKpeTapcKon 6 8 14
NESITETHHOCTH

4, OxpaHa Tpya 16 16
JIoKyMeHTaIlMOHHOE

> obecrieueHne yrpaBJICHH 16 2 18

6. Opraau3anioHHOE 16 16
obecrieueHne yrpaBJICHH
KonduaenmnuanpHoe

7. JIEJIOTIPOU3BOJICTBO U 18 18
3aIuTa HHPOPMaLUH
HNudopmanmonHeie,

8 KOMIIBIOTEPHBIC TEXHOJIOT U 12 12
1 TEXHUYECKHUE CPEJICTBA
yIpaBJICHU
[Tcuxosiorust 1eI0BOTO

9 oOmIeHwMs. 14 14
[IpodeccronanbHas STHKA U
JIEIOBOI 9TUKET CEKpeTapsl.

10. YuebHas mpaKkTUKa 16 16

11 KBanudukanmoHHbIi 6 6
9K3aMeH

Bcero yueOHbIX YacoB 36 40 36 26 22 160




IV.YYEBHO-METOJNYECKHUE YCJIOBUSA

Koncrurynus PO.

Tpynosoii koxekc Poccuiickont @enepanny.

I'paxxnanckuii koaekce Pocculickont denepanumu.

Konekc P® 06 aiMUHUCTpaTUBHBIX IPABOHAPYILIECHUSIX.

VYronoBHbI KOAeKC Poccuiickoit denepanumu.

®enepanbHblil 3ak0H "O06 00pazoBanuu B Poccuiickoit @enepauun” ot 29.12.2012 Ne 273-D3.

@enepanbublii  3akoH  "OO0 wHpOpManuu, WHPOPMANMOHHBIX TEXHOJOTHAX W O 3alluTe

unpopmanuu" ot 27.07.2006 Ne 149-03.

®denepanpHblil 3ak0H "O nepcoHanbHbIX JaHHBIX" 0T 27.07.2006 Ne 152-D3.

9. 3akoH P® "O rocynapcrtBenHoit taiiHe" ot 21.07.1993 Ne 5485-1 (¢ u3meHeHussMu Ha 4 aBrycra
2023 rona) (pemaxmus, neiictByromas ¢ 1 pespans 2024 rona).

10. ®enepanbHblil 3ak0H "O kommepueckoi TaiiHe" oT 29.07.2004 Ne 98-D3.

11. ®enepanpubiii 3ak0H "O mopsiike paccMoTpeHus oOpamienuit rpaxaan Poccuiickoit @eneparn’

o1 02.05.2006 Ne 59-®3 (ucm. Ot 004.08. 2023 r).

12. ®enepanbHblil 3ak0H "O06 anexTponHOM noanucu" ot 06.04.2011 Ne 63-03.

13. denepanbHbIi KOHCTUTYIHOHHBIA 3akoH OT 25.12.2000 Ne 2-®K3 "O Tl'ocymapcTtBeHHOM repbe

Poccuiickoit ®enepanun’.

14. ®enepanpHbii 3ak0H "O rocynapctBeHHOM si3bike Poccuiickont @enepannn” ot 01.06.2005 Ne 53-

3.

15. [Ipukaz MunmncrepctBa mpocBemenuss PO ot 26 asrycra 2020 r. N 438 "OO yrBep)IcHUHU

[lopsinka opraHu3alMy W OCYLIECTBJICHHS 0Opa30BaTEbHOM NEATEIBHOCTH MO OCHOBHBIM MpoTrpamMmam

npodecCuoHaIBHOTO 00ydeHus".

16. [Tpuka3z Munnpocsemenus: Poccun ot 14.07.2023 N 534 (pexn. ot 29.02.2024) "O6 yTrBepkaeHUH

Ilepeunss mpodeccuit  paboumx, AOHKHOCTEH  CIOy)KalluX, 1O  KOTOPBIM  OCYIIECTBIISICTCS

npodeccuoHaibHOE 00ydYeHHE"

17. [Ipukaz Muntpyna Poccum ot 15.06.2020 N 333 "OO yrBepxaeHUU MpodeCcCHOHATBHOTO

cragaapra "CreuuanucT MO0 OpPraHU3allMOHHOMY M JIOKYMEHTAllMOHHOMY OOECIEUEHHUIO YIpPaBIICHUS

OpraHu3aiuen.

18. "TOCT P 7.0.97-2016. HanmonanpHseiii ctanaapt Poccuiickoit denepanuu. Cuctema cTaHIapTOB

no wuHbopManuy, OUOIMOTEYHOMY U H3AaTeIbCcKOMY Jeny. OpraHu3zalnOHHO-pACHOPSIUTEIbHAS

nokymeHTarus. TpeboBanus k odopmiieHuto nokymeHToB" (yrB. Ilpukazom Poccranmapra ot 08.12.2016

Ne 2004-cT).

19. [TocranoBnenune IlpaButensctBa P®D ot 15.06.2009 No 477 "O6 yrBepxkaeHun IIpaBun

JIeTIONIPOU3BOICTBA B (pe/iepalibHBIX OpraHaxX UCTOTHUTEIBHOM BIacTH".

20. [Tpuka3 ot 24 nmexabps 2020 r. N 199 «OO0 yTBepKICHMM METOAWYECKUX PEKOMEHAALUN IO

pazpaboTke HMHCTPYKIHMA MO  JIEJIONPOU3BOJACTBY B IOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO

CaMOYTIPaBICHUS.

21. "OK 011-93. OOmepoccuiickuili kiaccuukarop yrnpaBleHUeCKOM gokymeHTaruu" (yTB.

[ToctanoBnenunem ['occrangapra Poccuu ot 30.12.1993 Ne 299)pen ot 12.08.2021 r..

22. Oenepanbhblii 3akoH "OO0 apxuBHOM nene B Poccuiickoit @enepanuu” ot 22.10.2004 Ne 125-

®3.Pexor 11.06. 2021 r.

23. ITpuka3 MunkyneTypsl Poccun ot 31.03.2015 N 526 "OO6 yTBepkA€HUU MpaBUI OpraHU3alUd

XpaHEHMs, KOMIUIEKTOBAHHUSA, ydeTa M HCIOJb30BaHUS NTOKyMEHTOB ApxuBHOTO (onaa Poccuiickoit

denepanyii U APYrUX apXUBHBIX JTOKYMEHTOB B OpraHax roCyAapCTBEHHOU BIIACTH, OpraHax MECTHOTO

caMOYIpaBJI€HUS U OpraHu3anusx’.

Nook~wdpE

®



24.  TIPUKA3 ot 20 nexabps 2019 roga N 236«00 yrBepxaenuu Ilepedns TUMIOBBIX yIpaBIeHYECKUX
apXMBHBIX JJOKYMEHTOB, 00pa3yIOIIUXCs B MPOLIECCE AESITEILHOCTH TOCYIapCTBEHHBIX OPraHOB, OPraHOB
MECTHOT'O CaAMOYIIPABJICHUS U OPraHU3aLUil, C yKa3aHUEM CPOKOB UX XPaHEHUS».


https://docs.cntd.ru/document/564112333#64U0IK
https://docs.cntd.ru/document/564112333#64U0IK
https://docs.cntd.ru/document/564112333#64U0IK

PABOYHE ITIPOIr'PAMMbBI INUCLHHUIIVIMH

110 OCHOBHOM INPOTPAMME ITPO®ECCUOHA/ILHOT'O OBYYEHUA
nporpamMmmMe npogecCHOHAJIbHON MOArOTOBKH 10 nMpodeccusim padbouux,

AOJZKHOCTHM CJIYKAIIIAX
«Cexkperapb — A AIMUHUCTPATOP»



|. PaGoumne nporpaMmbl JMCIUILIINH OCHOBHOM
NporpaMmbl NpogeccCHOHAIBLHOIr0 00yueHnst «Cexkperapb-aAMHHHCTPATOP»

HaumeHnoBaHue y4eOHBIX JUCHUILINH (BCET0
4acoB)

KarouyeBbie TeMbl

BBenenue B npogeccuio (12 yacon)

Tema 1.OcHOBHBIE TEPMUHBI U OIIPEICTICHUS B cepe
OpPraHU3aIMOHHOTO U
JIOKYMEHTAITMOHHOTO 00ECTICUCHUS YITPABJICHHUS.

Tema 1.Mudopmarus, ee BUIbI 1 CBOHCTBA. DyHKITUN
uHpOpMaIHH.

Tema 3. JlenoBble ¥ TUYHbIE KAUECTBA CEKPETAPSI.
Opranu3zanus pabo4ero Mecra ceKperapsl.

[IpakTuueckas padoTa: U3ydeHUE OCHOBHBIX (DYHKIIMH U
00s13aHHOCTEN cexkpeTaps B opranuzammu. Onucanue
APM (aBTOMaTH3UPOBAHHOTO pabOYEro MecTa
cekpeTapsi).

OcHoBbI MeHe:KMeHTa opranusauuu (18
4acoB)

Temal. OnpeneneHue NOHATUN «KMEHEIKMEHT» U
«ytipaBieHuey. [[pUHIUIIBI 1 METOABI YIIPABICHUS.
QDYHKINHN yIPABICHHUS.

Tema 2. Opranmuzanus kKak cucrema. OnpeneneHue u
o011Me XapaKTepUCTUKU OpraHu3aIii.

Tema 3. BHyTpeHHss M BHEIIHSAA Cpela OpraHn3auu

Tema 4. Oprann3anuoHHO-TIPaBOBbIE (POPMBI
opranu3aiuii. PykoBoIUTENb B CUCTEME YIIPABJICHUS.
JKM3HEHHBIN UK OpraHu3aluu.

[IpakTrueckas padota: GopMHPOBAHHE OTIOPHON CXEMBI
TEXHOJIOTUH MPUHSATHUS YIIPABICHYECKOTO PEIICHHSI.

HopmaTuBHO-IpaBoBoOE o0ecreyeHue
ceKkpeTrapckoil gesiteqibHOCTH (14 yacoB)

Tema 1. OnpeneneHre HOPMaTUBHO-MPABOBOTO AKTA.
[IpaBoBas cuctema P®. Uepapxus u BubI
HOPMAaTUBHO-TIPaBOBbIX akTOB P®. [Ipu3Haku
HOPMAaTUBHO-TIPABOBOTO akTa. HopMaTuBHO-1IpaBOBHIE
aKThl B cepe AeTONPOU3BOACTBA U MHPOPMAITUOHHOTO
obecreyeHust ynpapaeHUsl.

Tema 2 Koncturynusa PO. Oenepanbubie 3akoHbl PO 1
KOJIeKChI. 3aKoHbI CyOBekTOB PD. [Tom3akoHHbIC
HOPMAaTHBHBIC aKThl. JIOKaabHBIC HOPMATHUBHBIC AKThI
opranuzanuu. ['ocynapcTBeHHbIE CTaHIAPTHI B cpepe
JICIIOTPOU3BOJICTBA U MH(POPMAIIMOHHOTO O00eCIIeUeHUs

yIpaBIeHUS.
Tema 3 OpranuzaliluOHHO-PACIIOPSIUTENbHAS
JOKYMEHTAIHSI. TpeGoBanus K  odopmieHHIO

nokymentoB" (yrB. Ilpukazom Poccranmapra ot
08.12.2016 Ne 2004-ct). IIpuxa3 PocapxuBa oT
22.05.2019 N 71 "O6 yrBepxnaenun IlpaBun
JIeTIOTIPOU3BOJCTBA B TOCYIApCTBEHHBIX  OpraHax,
oprasax MECTHOTO camoynpaBieHus"
(3apeructpupoano B Muntocte Poccun 27.12.2019 N
57023). Ilpuxa3 PocapxuBa ot 24 nexabps 2020 r. N
199 "O6 yrBepkaeHUn MeTOAMYeCKUX PEeKOMEHIAINN
o pa3pabOTKe WHCTPYKUUH MO JeJONPOU3BOJCTBY B
TOCYJApCTBEHHbIX ~ OpraHax, oOpraHax MeCTHOTO




camoyrpaBiieHus".

[IpakTuyeckas paboTa: COCTaBUTh aHHOTHPOBAHHBIN
[epeyeHb HOPMATUBHBIX IIPABOBBIX AKTOB,
periiaMeHTUPYIOIIUX AEATEIbHOCTh KOHKPETHOM
opranuzanuu (Ha npuMepe Jr00i BEIOpaHHOM
CIIyIIaTeJIeM OpraHu3alng).

Oxpana tpyaa (16 yacoB)

Tema 1 O6mue TpeboBaHUs OXpaHbl TPYyAa.
TpeboBanus oXpaHbl TpyAa Nepea Ha4aaoM padOTHI.

Tema 2 TpebGoBanust 0XpaHbl TpyAa BO BpeMs
paboTel. TpeboBaHus OXpaHbl TpyJia B aBapUIHBIX
CUTYaIIHsX.

Tema 3 TpebGoBaHus OXpaHbl TpyAa MO OKOHYAaHUU
pabot. Oxa3zaHue nepBoi TOMOIIIH.

JlokyMeHTallMOHHOE
ynpasJjenus (18 yacon)

odecrmeueHue

Tema 1 Knaccudukanus OpraHU3alMOHHO-
pacniopsauTenbHelx  AokyMeHTOB (OPJ]).Ilonsitne wu
Bunbl OmankoB OPJI.TpebGoBanus k odopmieHnro
omankoB.CoctaB pexBuzutoB OPJ[. TpebGoBanus «
0(OPMIICHHIO PEKBU3UTOB.

Tema 2 [IlpaBuna cocraBieHuss U 0¢pOpPMIICHUS
OpTraHW3aIMOHHO-TIPABOBOM JTOKYMEHTAIIUU: TpaBuJa,
MOJIOKCHUS, WHCTPYKIMH. [IpaBwiia cocraBiieHHS U
opOpMIICHHSI ~ PACHOPSIUTECILHON  JIOKYMCHTAIIHH:
IpHKa3 o OCHOBHOM JICSITEIILHOCTH,
pacnopsbxenue.lIpaBuna cocraBieHuss U 0GOpMICHHUS
MH(GOPMALIMOHHO-CIIPAaBOYHO N JOKYMEHTaIUU:
IPOTOKOJI, aKT, [MHChMO, CIpaBKa, 3asBJICHHE,
TenedoHOTpaMMa, (hakcorpamma, coo0IIeHne
JNIEKTPOHHOU TOYTHI, MEpPeueHb, CBOJKA, 3aKIIIOYCHHE,
CIyxeOHasi  3amucka, OOBSICHHUTEIbHAS  3arucKa,
JOKJIa{Has 3aIlicKa

Tema 3 Bugasl mucem. [lorsTHE TOKYyMEHTOOOOPOTA, €TO
KOJIMYECTBEHHbIE W KAYeCTBEHHBIC XapaKTECPHCTHKH.
I[Ipuem wu  mnepBuyHas  00pabOTKAa  BXOMISIIMX
JOKyMeHTOB. Peructpanusi nokymeHToB. [Ipoxosxaenue
BHYTPCHHHX JIOKYMEHTOB.

Tema 4 O6paboTka ucxoaaumx T0KyMeHToB. KoHTpoib
WCIIOJIHCHUS JIOKYMEHTOB. CnpaBoyHo-
uHpopmalmoHHas paborta ¢ gokymeHTamu. Paborta c
0a3zaMu JaHHBIX opraHu3amuu. OnepaTuBHOE XpPaHCHUE
JTIOKYMEHTOB

[IpakTtrnueckas pabdorta: OPJ/I, Bxonsmias U ucxosmias
KoppecnoHaeHuus. KypHan ydera BXOASAIIMX U
UCXOIAIIMX NMCeM. ba3pl TaHHBIX OpraHu3aluy.

Opranunzannonxoe
ynpasJienus (16 4acoB)

odecrmeyeHue

Tema 1 IloHATHE OpraHU3alMOHHOTO OOECIIeYEeHUs
yIIpaBJIEHUs], €0 BUABL, CTPYKTYpa, GYHKLIUH.
HNudopmannonHoe obecrieueHre ypaBaeHHsL.

Tema 2 Opranusanus Tese(pOHHBIX TEPETOBOPOB.
Opranuzanus paboThl ¢ TOCETUTENSIMU B IPUEMHOM.
Opranuzanys COBEIAHNN, TPOTOKOIbHBIX
MEPONPHUATHM, IPE3CHTALNN.

Tewma 3 CepBupoBka yaitHoro (ko¢eiHOro) crosia B
oduce. Koopaunarms paboTel KypbepOB U BOJIUTENCH.




Tema 4 IlnanupoBanue pabovero BPEMEHH CEKpeTaps.
Koopmunanus paboThl COTPYTHUKOB OpraHU3aAIUN.

[IpakTnueckas pabora: Jlemosas urpa «MoaenupoBaHue
JIeTIOBOTO pa3roBopa 1o tenedony». CepBupoBka
yaifHoro croJia. CruianupoBaTh CBOM pabouuil 1eHb B

oduce.
Konpuaenunaannoe aeaonpousBoactBo u | Tema | CymHocTh, 3amaun ¥ OCOOCHHOCTH
3ammrTa nupopmauuu (18 yacon) KOH(UICHITNATLHO nHpOpMAITUH. Bunbr
KOHpuIeHManpbHOH  uHpopMmanuu. [lepconanbHbIE
JTAHHBIC.

Tema 2 CmyxeOnas Taitna. [Ipodeccronansnas Taifna.
Kommepueckas TaiiHa.

Tema 3 Omnpenenenue cocrtaBa KOH(PHIEHIUAIBHBIX
JOKYMEHTOB. JloKyMeHTHpOBaHHE KOH(UICHIIMAIBLHOU
uH(popMaLnu. Opranu3zanus paboThI C
KOH(UIEHIINATBHBIMU JOKYMEHTaMHU.

VY4yer KOH(UIEHIIMAIBHBIX JOKYMEHTOB.

Tema 4 Ilpunnuns! 3amuTel ©HGopMauu. MeTonsl u
CpEICTBa 3alIUThl MHPOpPMAIMU OT YTepU, KPaku WM
nopuu. IloTeHnmanbHble Yrpo3bl HHPOPMAIMOHHOM
0€3011aCHOCTH.

[Ipaktrueckas pabota: OCOOCHHOCTH BEICHUS
JIETIOTIPOU3BOICTBA, 00ECIIEYNBAOIIETO YUET

U COXPaHHOCTb IOKyMEHTOB, COJEPKAIINX
KOMMEpYECKYIO TaliHYy.

[Ipoananu3upoBaTh 3aJaHHBIA JOKYMEHT U OIPEACIIUTH
HaJM4He ¥ COCTaB KOHPHUACHIIMAIBHONW HHPOPMAITUHU B
HEeM HH(OpMaITnH.

HNudopmaunonnbie, KOMIIbIOTEPHbIE,
TEXHOJIOTMH ¥ TeXHUYeCKHe Cpe/icTBa
ynpasJienus (12 yacos)

Tema 1 IloHATHE TEXHUYECKUX CPEACTB YIPABJICHUA.
Knaccudukanus TeXHUYECKUX CPEICTB YIPaBICHHUS.
Hocurenu wundopmanuu.Cpencrtsa cocTaBieHUS H
U3TOTOBJICHUSI ~ TEKCTOBBIX  JOKyMeHTOB.CpencTBa
KOMUPOBAaHUA U ONEPaTHMBHOTO  Pa3MHOXKECHUS
nokyMeHTOB.Cpe/icTBa CKaHUPOBAHUS JJOKYMEHTOB.
CpencrtBa 00pabOTKU TOKYMEHTOB.

Tema 2 CpenctBa  XpaHeHwUH, MoUCKa |
TPAHCIIOPTUPOBKU JOKYMEHTOB. Mamnasi OprrexHuKa.
OducnHas mebens 1 0600pyIOBaHHE.

Tema 3 INakt npuxiagasix nporpamm MicrosoftOffice.
TekcroBblii iporieccop MicrosoftWord. TabmuunbIii
nporeccop MicrosoftExcel. ITporpamma moaroToBku
npesenTanuii MicrosoftPowerPoint.ITepconanbHblii
kommyHHKatop MicrosoftOutlook. ITpunoxenue s
ynpaBiieHus: 6a3amu 1aHHbBIX MicrosoftAccess.
PenaxtupoBanue u popmaTrpoBanue HHGoOpMaIuH,
NoJIy4eHHOU u3 Internet.

[Tpaktuueckas padora: Co3gaHue Npe3eHTaluu U3
HECKOJIbKUX Pa3HOTUIIHBIX ciaiiioB. [louck 3a1aHHOM
UH(OpPMAIIUU B CETH UHTEPHET.

00IIeHHus.
H JeJIOBOil

IIcuxoutorus A€JIOBOI0
IIpodeccuonanbHasgs ITHKA
THKeT cexkperaps (14 yacos)

Tema 1 CymHoCTb, GYHKIMH U CTPYKTYpa OOIIEHUS.
Bunst u (bopmbl JIEJI0BOTO OOLIEHHUS.
KommyHnukaTtuBHas cropoHa oOmeHusi. IHTepakTuBHas




cropona obuieHus. [lepuentuBHas cTopoHa OOLICHUS.
Crunm o6menus. HesepbanbHoe obmenne. KynsTypa
pedeBoro oOIEHUsI.

Tewma 2 I1yGnuuHble BHICTYIUIEHHUS.
HpaBcTBEHHO-TICHXOJIOTMUECKUE OCOOCHHOCTH CTIOPA.
[Tcuxonornvyeckne MexaHM3Mbl BIUSHUS HA MTapTHEPA.
Kynbsrypa cnymanus naptaepa. bapeepst B 001ieHnn u
ux npeojosienue. [lenoseie Oecenpl. JlenoBbie
neperoBopsl. KynbTypa JenoBbIX COBELIAHUM.
Oco0eHHOCTH OOIIEHHS C UHOCTPAHHBIMU APTHEPAMH.
OTHKa JeI0BOro OOIIECHUS.

Tema 3 TIlcuxomorus xosuiektuBa. OcoOEHHOCTH

oOLIeHUS B KOJIJIEKTHBE «I10
ropuzoHTan».Oco6EeHHOCTH oOLIeHNs «I10
BepTukain». Kondnukrel B neigoBoil  cpeme, HX
tunosiorus.  Pa3pemieHne  KOHQIUKTOB.  DTHKET

tenedoHHbIX  meperoBopoB.  KymbTypa  nesnoBoit
nepenucku. Ilpuem u oOleHHEe C TOCETUTENSIMH.
ITomapku, cyBenmpbl. Mmumx cexperaps. HckyccTBo
caMmompe3eHTanuu u  BHemHW Bua. Crpecc u
cTpeccoBble  cutyanuu. CnocoGbl W MHpUEMBI
SMOLMOHAIBHON CAMOPETYIISLIMH.

[TpakTrdeckas paboTa: COCTaBUTh CIIOBAPh OCHOBHBIX
peueBbIX 000POTOB M KOHCTPYKLIUN, UCIIOJIB3YEMbIX B
paboTe cekpeTrapsi.

OCOOCHHOCTH BHEIITHETO BHJIA CEKPETapsl.

1. KoHTpoJb 1 0O1leHKA pe3yJ/IbTATOB 00YyUYeHusI

Jlsst TIPOMEXKYTOYHOTO KOHTPOJISI 3HAHHWW CIYIIATENSIM 110 Pe3yJIbTaTaM OCBOCHHUS MaTEpUAIIOB TO
JIMCUIUIUIMHAM TIpeyIaraeTcsi caath 3a4eT (OTBETHl Ha BOIPOCHI MPETOAABATENs COTJIACHO MPONACHHBIM
TEMaTHKaM JUCIHUIUINH). 3a4eT CYUTACTCS YCIEIIHO CIAHHBIM MPH MOJyYCHUN TOJIOXKHUTEIHHON OI[CHKH.
Kpurepun onenku 3Hanuii. OneHka 5 («OTJIUYHO») BBICTABJSICTCS MPH YCIOBHUH TOYHOTO W IOJHOTO
OTBETa HAa OCHOBHOH BOIIPOC TIpernojaBareisi W OTBETa Ha JOTOJHUTEIBbHBIC BOMPOCHL. [Ipu 3TOM
VUUTHIBACTCSI HE TOJIBKO O00BEM OTBETa, HO M YMEHHE OOyd4aromerocss mpodeccHoHAIBHO
apryMEHTHPOBAHO M3yarath Matepuai. [Ipu u3noxxeHnn MaTepuaiia TakKe OICHHUBACTCS YMEHHE CTPOUTh
JIOTUYECKOE YMO3aKITFOUCHHE.
Onenka 4 («XOpoIIO») BBICTABISIETCS NPU YCIOBHHM MPABWJIBHOTO OTBETAa HA BOMPOC, HO TIpH
HE3HAYUTEIIbHBIX ~ HETOYHOCTSX OTBETa, KOTOPble OOYyYarOIIUKCS  BOCIOJHSET, OTBeyas Ha
JOTIOJTHUTEIIBHBIE BOIIPOCHI MPETIOAABATEINS, YTO MO3BOJISET BOCCTAHOBUTS IIEJIOCTHYIO KAPTUHY OTBETA.
Onenka 3 («yZOBIETBOPUTEIBHO») BBICTABISETCS MPU YCIOBUM B OCHOBHOM MPaBHIBLHOTO OTBETa Ha
MOCTaBJICHHBIC BOTIPOCHI, HO HECMOCOOHOCTH OOY4YaroUIerocsi OTBETHTh Ha JIOTIOJIHUTEIBHBIC BOIPOCHI,
HEYETKOCTHU OTBETA.
Onenka 2 («HEYIOBJIETBOPUTEIHLHO») BBICTABISAECTCA TPU YCIOBHU HEMPABHIBHOTO OTBETa Ha
MOCTABJICHHBIM BOMPOC, 32 OTKa3 OT OTBETa MO MPUYMHE HE3HAHHUS BOIMPOCA, 32 HECAMOCTOSTEIHHYIO
MOATOTOBKY K OTBETY.

PaboTta Ha mpakTUYECKUX 3aHITHUIX YYUTHIBACTCS MIPH MOTYUYEHUHU OIICHKH Ha 3a4eTe.

Pe3ynbTaThl mpOMEKYTOYHOM aTTECTAllMM YYUTHIBAIOTCA MPU JOMYCKE K UTOTOBOM aTTeCTAallMu B
dbopme KB (UKAIIMOHHOTO dK3aMEHa.




RBROoo~NoGa~WNE

0.
. IIpuem u nepBu4Hasg o0pabOTKa BXOAIIEH KOPPECTOHICHIIUH.
12.
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14.
15.
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18.
19.
20.
21.

I11.KoMnieKT OLleHOYHBIX CPEACTB
IIpuMepHBIe BONPOCHI K MPOMEKYTOYHOM aTTecTaluu (3a4eT):

[IpaBuna BeneHus Tesne()OHHBIX IEPETOBOPOB.

[IpaBuna paboThI C HOCETUTEISIMH B IPUEMHOM.

Opranu3zaiys COBEIaHui U MPOTOKOJIBbHBIX MEPOIIPUSITHI.
Opranu3zaiys KOMaHAUPOBOK PYKOBOIUTEIISL.

[InanupoBanue paboyero BpeMEHU PyKOBOAUTEIIS.

Opranuzanus pabouyero MpoCTpaHCTBa CEKpeTapsi.

[IpaBuna peueBoro 3TUKETa CEKpeTapsl.

OCHOBHBIE TIPUHIMIIBI ISIOBON ITUKH U 3TUKETa CEKpeTaps.
TpeGoBanwus oXpaHbl Tpyaa B paboTe cexperapsl.

TexHuueckue cpeacTBa yrnpapieHus: Ha3HaYeHHE, IPUHLIUI paOOTHI.

O06paboTka OTHPaBIIEMOMN KOPPECTIOHAECHLIUY.

[IpoxosxeHre BHYTPEHHUX JOKYMEHTOB B OpraHU3alliH.

Perucrpanus qoOKyMeHTOB.

KoHTposb ucnonHenns JOKyMEHTOB.

Knaccugukanus 1enoBbIX JOKYMEHTOB.

TpeboBanus k hopMyssipy U OJaHKY TOKYMEHTA.
CripaBouHO-MH(pOPMAIIOHHAS paboTa C JOKyMEHTaMHU.

HopmartusHO-ipaBoBO€ 06€ciedeHre e TeIbHOCTH CEKpeTaps.

Crioco0pl 3amuThl KOH(UIEHITUATEHON HHGOPMAIIMH B OpraHU3aIIAHN.

[ToHsiTHE OpPraHN3allMOHHOTO U JOKYMEHTAllMOHHOT'O 00€CIIeYeH sl YITPaBJICHNUS.



PABOYAS TPOTPAMMA YYEBHOH IMIPAKTHKH

110 OCHOBHOM NPOTPAMME ITPO®ECCUOHAJILHOT'O OBYYEHUA
nporpamMmmMe npogecCHOHAJIbHON MOArOTOBKH 10 nmpodeccusim padbouux,

AOJZKHOCTHM CJIYKAIIUX
«Cexkperapb — A AIMUHUCTPATOP»



|. IACIIOPTPABOYEM ITPOI'PAMMBI YUEBHOM IMPAKTHUKH

[IporpaMma y4eOHON NPAKTUKH YCTAHABIMBACT MOPSJAOK OpPraHU3aIMd MPAKTHYECKOW IMOATOTOBKHU
ciymarenei. YueOHas MpakTHKa SBIAETCS YacTbi0 MNPO(ecCHOHANBHOTO OOydYeHHs] 1O OCHOBHOM
nporpamMmme npodeccHoHaIbHOTO 00y4eHHs TpoTrpaMMe Mpo(HecCHOHATBFHON MOATOTOBKH 10 TPOQeccusim
pabounx, TOIDKHOCTAM ciaykammx «CeKkperapb — aJIMUHUCTPATOPY.
[Iporpamma npakTUKX HampaBiieHa HA OCBOCHHE PO (PEeCCHOHATBHBIX KOMITETCHITHHA:

e [IK1 IIpunumare u pacupelnensTh TeleQOHHbIE 3BOHKH OpraHU3allY;

e [IK2 Ymers oprannsoBarb paboTy C IOCETUTEISIMU OPraHU3ALINY;

e [IK3 BrInoaHATh KOOPAUHUPYIONIUE U 00ECTIeYNBAIOIINE (YHKITHIH.
B xone peanusanuu 0cBOEHUS MPOrpaMMBbl IPAKTUKH, 00YYaroIIUiCs JTOKEH MOJIYYUTh MPaKTHYECKUM
ONBIT B W3YyYEHUU OPraHMU3AIMOHHBIX JOKYMEHTOB YYpEXKJIEHHUS, HWHCTPYKTaXeW IO OXpaHe Tpyaa,
MO’KapHOW  OE30MaCHOCTH, HOPMATHUBHO-METOJMYECKOW JOKYMEHTAllMM OpraHu3alid, OINbIT B
0COOEHHOCTSAX 0(hOpMIIEHUS JOKYMEHTOB, HCIIOJIb3YEMBIX B paboTe cekpeTapsi-aIMUHUCTpaTopa. A Takxke
OMBIT Pa3BUTHSA Ha MPEALIECTBYIOIIMX 3Tanax OOy4YeHHs YMEHHMH W HaBBIKOB IO MpPodecCHOHAIbHOU
NeSITEIbHOCTH
YMeTh: OpUEHTHPOBATHCS B CTPYKType OpraHH3allMH, YCTaBHBIX, JIOKAIbHBIX aKTaX, JOJDKHOCTHBIX
MHCTPYKUHUAX COTPYIHUKOB. Onucarh COCTaB HOPMAaTHBHO-METOIMYECKOW 0a3bl JEJIONpPOU3BOJICTBA HA
npeanpusaTuu (MpeuMyllecTBa U HeaocTatku). lIpoananusupoBaTh crOCOOBl CO3aHUSI JIOKYMEHTOB,
OTMETUTbh, KTO HW3rOTaBIMBAET, 3alOJIHSAET, KOHTPOJIMPYET BeIeHHE AOKYMEHTOB. OTMETHTb, Kakue
MPOrpaMMHBIE U TEXHHUUYECKHUE CPEACTBA UCIOJIB3YIOTCS B paboTe cekperapsi Al JOCTHXKEHHUS LETH IO
BBITIOJIHEHUIO KOOPAMHUPYIOLIEH 1 o0ecrieunBaroeil GyHKINH.
Mecto npoBenenust npaktuku: 6aza AHO JII1O «I1ITA».

Il. COJAEPXKAHUE ITIPOI'PAMMBI YUEBHOM NPAKTUKH

Buasbi pador O0bem yacoB

O3HaKOMUTBCS € MpaBUIIaMH BHYTPEHHETO TPYAOBOTO 2
pacrnopsiKa ¥ MpoMTH HHCTPYKTAX MO OXpaHe Tpy/a,
TEeXHHMKe 0€30MacCHOCTH, OXKapHOH 0€30MaCHOCTH.

[ToaroToBuTENbHBIN 3TAN MPAKTUKU. O3HAKOMIICHHE C 4
LEISIMH, 3a/1a4aMU, COJICPKAHUEM TTPAKTHUKH.
HNHcTpyKTaXXH, 03HAKOMJICHHE C HOpPMAaTUBHOW 0a30i
OpraHu3aIuy.

HHCcTpyKTUBHOE COBElLIaHHE 110 OPraHu3aliy U
MIPOBEACHUIO MTPAKTUKH (337291 MPAKTHKH, BUIBI
JEeSITeNbHOCTH CyliaTeneil Ha MpakTUKe, OArOTOBKa
CIIyIlIaTeNel K MpakTuKe, 00A3aHHOCTHU MPAKTUKAHTA).
COop u aHanu3 TUTEPATYPHBIX HCTOYHHUKOB 10 TEME
3a/laHUs Ha MPAKTUKY.

3HaKoMCTBO ¢ 6a30i mpakTuku. Berpeua u Gecena c
PYKOBOJMUTENEM U KOJJIEKTUBOM OPraHHU3aIUu.
3HAKOMCTBO CO crienu(pUKOn AeITeIbHOCTH
OpraHu3aIuy.

3HAKOMCTBO C TJIAaHOM PabOThI YUPEKICHUSI.
OrnpeneneHre UCTOYHUKOB MJIAHUPOBAHUSI.

Nzydenue GyHKIIMOHAIBHBIX 00s3aHHOCTEMN
pabotHukoB. CocTaBieHNe HHINBUIYAIBHOTO TIJIaHA
NpoxXoXkAeHUs NpakTuku. CocTaBieHUE 3aJaHus

Ha npakTuky [lonyyeHue 3a1aHuii B COOTBETCTBHUH C
TpeOOBAHUSMU COJCPIKAHUS MPAKTUKH




[Ipou3BOICTBEHHBIN 3Tall IPAKTUKU (B COOTBETCTBHUHU C 6
3aJJaHUSAMU IIPAKTHKH):

1. O3HakomileHue C:

- OpPraHu3alMOHHBIM O0ECIIEUEHUEM AEATEIbHOCTU
OpraHu3aluu

-QYHKIUSAMH, 3a/1a4aMi, CTPYKTYPOI OpraHu3aluy, ee
CBSA3SAMM.

-IIpaBUJIaMM B3aUMOJICHCTBHS C MTapTHEPAMH,
KJIMEHTaMH, CPEJICTBAMU MacCOBOW MH(OPMAILIUU
-CTPYKTYpOH OpraHu3alluy U pacupeaencHne QyHKIun
ME¥Ky CTPYKTYPHBIMU MOAPA3ACICHUAMU U
CIELUATUCTaMU.

- OCBOEHHE U BBINOJIHEHHE (PYHKIIMOHAIBHBIX
00s13aHHOCTEN ceKpeTapsi-aIMUHUCTPATOPa MO
PYKOBOJCTBOM M KOHTPOJIEM PYKOBOIUTEIS IPAKTUKU.
2. BrinosHeHne NpaKTUYECKUX 3a/laHui C
HCIIOJIb30BAHUEM M3YyYEHHBIX METOIOB, MHCTPYKLIMI
OpraHu3aliy, a TaK K€ BBIITOJIHEHUE OTIACIbHBIX
CaMOCTOSITENIBHBIX 33JJaHUH IO OPYYEHHUIO
PYKOBOJMTEIS PAKTUKU B PaMKaX JOJKHOCTH
«Cekperapb- aIMUHUCTPATOP»

OT4eT no npakTHKe. 4

[IpoBectu cuctemaruzamuio 1 0000IIEHNE MaTepUaIoB (u3 HUX 2 yaca Ha 3a4eT)
i otdera. OlieHKa UTOTOB y4eOHON MPAKTUKHU.
[loaBeneHne NTOroB MPakTHKU.

Bcero yacos 16

B HavanbHBIN MepHOA MPAKTUKK CIyHIATEIH JO/UKHBI MOJYYWTh HHAWBHIYAbHOE 3aJaHHe Yy
PYKOBOAWTENS MPakTHKHW. [IpakTWka HaYMHAETCS C OOINero O3HAKOMJCHHS C 0a30i MPaKTHKA
OpraHu3alliy, CTPYKTYPOM, HAIpPaBACHHUIM JICATEIbHOCTH. [lepen HauaaoM pabOTHI CIIyHIATeIb JOJDKCH
03HAKOMHUTBCSI CO CBOMMHM 00S3aHHOCTSAMH, IIPONTH B BOJHBIH MHCTPYKTAK MO0 TEXHUKE OE30IAaCHOCTH U
HHCTPYKTaXX Ha paboyeM MecTe.

3areM ciyImaTesb J0JKEH COCTaBHTh KallCHAAPHBIM IUIaH pabOThI O BBINOIHEHHUIO 3aJaHHs Ha
[IPAKTUKY M COTJIACOBATh ATOT ILJIAH C PYKOBOAUTEIEM IPAKTHKH.

Bxoje npakTuKy ciyiiareib A0/UKEH aHATM3MPOBAaTh BBIMOJHEHHUE 3aJaHUi KaJeHIapHOTro I1aHa
U JIeaTh B HEM COOTBETCTBYIOIIHE MOMETKH. BO BpeMsl MPaKTUKK CIIYIIATEIH JOJKHBI y4acTBOBAaTh B
JEATCILHOCTH OpPraHu3alliy, MPOSBIIATH CBOM NPO(ECCHOHANbHBIC 3HAHHS M yMEHHE paboTarh ¢
pa3IMYHBIMU KATErOPHSIMHU HACEIEHUS.

VY4eOHasi MpaKTHUKa JIOJKHA CIIOCOOCTBOBATH BXOXICHUIO CIIyIIATENS B POJIb MPO(HECCHOHAIBHOTO
crieranrcta. B mporiecce mMpoxokaeHNs yueOHOM MPAKTHKK CITYIIATENIH O0sI3aHbI:

* BBIMOJIHSATh YKa3aHUsI PYKOBOAUTEIS TPAKTHKH,

* BECTH ©)KCIHEBHBIC 3aIMCH B THEBHUKE O MOJYYEHHBIX HOBBIX 3HAHHSIX, O
BBITIOJTHEHHOW paboTe, 0TMEYATh CBOU BIICUATIICHHSI,

* COOJTIOIaTh MPaBHJIa BHYTPEHHETO PACTOPSIIKA, UCKIIIOYUTh OTIO3JIaHUS M JIOCPOYHBIE YXOIBI C
MIPaKTHKH;

* 10 3aBEPIICHUH MMPAKTHKH MTOATOTOBUThH MIUChMEHHBIN OTUET.

OOmire 3aaHus MPAKTUKH CITYIIATENs] BKIFOYAIOT:

a) eXKEIHEBHOE 3aI0JIHEHUE OTYETa;

0) MOAroTOBKA OTYETA;

B) O3HAKOMJICHHUE C pabOTOM COTPYIHHUKOB, C TPAKTUUCCKUMHU YMCHHUSIMHU, HABBIKAMHU BXOXK/ICHUS B
KOHTAKT C KJIMEHTOM, CIyIlIaTh, HAOJIO/NaTh, 3aJaBaTh BOIMPOCHI, YTOYHSTH, OICHHBATh, MOHUMATh
BHYTPCHHUH MHUpP M YyBCTBA KIHMCHTA, BBI3BIBATHh HA OTKPOBEHHOCTH, IMOJBOJUTH HTOTH, KOPPEKTHO
3aKaH4YMBATh PabOTY C KIIMEHTOM H JIp.;



I') ©KEJHEBHOE BBITIOJHEHUE ONPEICIICHHBIX 00s3aHHOCTEH U 3aaHui;
J1) ONUCAaHUE B OTYETE NPAKTHUUECKUX CHUTYyalluil, BCTPEYAIOIIMXCA BO BpPEMs IPOXOKICHUS

MPAKTUKHA 00yYarOIUMCsl.

[1l. KOHTPOJIb U OIIEHKA PE3YJBTATOB ITIPOXOXJIEHUA YUYEBHOM MPAKTUKH

Pe3y.]'ll>TaTbl MPOXOKICHUSA yqeﬁﬂoﬁ NMPaKTUKHU

OCHOBHbIE KPUTEPUH OLEHKH
pe3yJibTaTa

[lonyueHue NPaKTUYECKOTO ONbITA B  HU3YyYEHUU
OpraHu3alMOHHBIX JOKYMEHTOB YUPEKIACHMUS,
UHCTPYKTaXE 1O  oXpaHe TpyJa, [OXKapHOU
0€301acHOCTH, HOPMaTHUBHO-METOAUYECKON

JOKYMEHTAI[UU OPTaHU3aIMH, OMBIT B OCOOCHHOCTSIX
odopMIIeHHs] JOKYMEHTOB, HCIOJIb3YeMBIX B padoTe
CeKpeTaps-aJIMUHUCTPATOPa, ONBIT pa3roBopa IO
TenedoHy, BCTpeYa TOCETUTENEeH. A TakXKe OIbIT
pa3BUTHS Ha TMPEIIISCTBYIONIUX JTanmax oO0ydeHHs
YMEHUW W HABBIKOB MO  MpodecCHOHATBHOMN
eI TETFHOCTH

YMeHHe  OpUEHTHpPOBAaTbCs B  CTPYKType
OpraHM3alli{, YCTaBHBIX, JOKaJbHBIX aKTax,
JOJDKHOCTHBIX ~ MHCTPYKUHUSAX  COTPYAHMKOB.
Onucath COCTaB HOPMAaTHBHO-METOIUYECKOM
0a3pl  IENONpPOM3BOJACTBA HA MPEIIPUITHU
(mpeumytiecTBa u HEIOCTaTKH).
ITpoananu3upoBaTh CII0cO0bI CO3aHUs
JIOKYMEHTOB, OTMETHTb, KTO W3TOTaBIUBAET,
3aIl0JHsIET, KOHTPOJUPYET BEJICHHE
JToKyMeHTOB. OTMETHTh, KaKUe IMPOrpaMMHBIE U
TEXHUYECKHE CPEJCTBA UCIOIB3YIOTCS B pabore
cekperapss JnsS  JOCTIDKEHHS  Iedu 10
BBITIOJTHEHHUIO KOOPAWHUPYIOIIEH u
oOecneunBaronien GpyHKIUN

OI.[GHO'—IHI)Ie Cp€ACTBA K OTUCTY IO HNPAKTUKE MPUMCHAIOTCA B aHAJIOTMH C OUCHOYHBIMH CpPCACTBAMHU,

HCIIOJIb3YEMBIMU Ha KBaHH(i)HKaHI/IOHHOM OK3aMCHCE.




®O0H/J OHEHOYHbIX CPEACTB

OCHOBHOM IMPOrPAMMbBI TIPO®ECCHOHA/ILHOTO OBYYEHH A
IIporpammbl npodeccuoHaANBLHON MOATOTOBKY 1O NpodeccusiM padouunx,

AOJZKHOCTHM CJIYKAIIIAX
«Cexkperapb — A AIMUHUCTPATOP»



|. ®opmbI aTTECTAIIUM

IIpomexyrounass arrecranus. JlIs KOHTpOJISI 3HAHUM CIylIaTeNsiM IIO Pe3yJbTaTaM OCBOCHUS
MaTepHUaJIOB 0 JUCLMIUIMHAM IIpeAIaraeTcsl caTh 3a4eT (OTBETHI HAa BOIPOCHI MPENoJaBaTelis COINIACHO
IIPOMJEHHBIM TEMaTUKaM JUCLUIUIMH). 3a4eT CYUTAeTCsd YCHEIIHO CAAHHBIM @pU MOJIYy4EHHUH
IIOJIOKUTEIIbHOU OLICHKH.
Kpurepun ouenku 3HaHui. OueHka 5 («OTIMYHO») BBICTABISETCS MPHU YCIOBHMM TOYHOTO U IOJIHOTO
OTBETa Ha OCHOBHOI BOIIPOC IMpenojaBaTesis W OTBETa Ha JOINOJIHUTENbHbIE Bompochl. Ilpu stom
YUUTBIBAETCSI HE TOJBKO O00BEM OTBETa, HO UM YyMEHHE oOydaromierocss mnpogpeccnoHaIbHO
apryMeHTHPOBAaHO M3JlaraTh Marepuai. [Ipu n3noxkeHun maTepuasia TakkKe OLIEHUBAETCS YMEHHUE CTPOUTH
JIOTUYECKOE YMO3aK/IIOUEHHUE.
Onenka 4 («XOpollo») BBICTaBISIETCd NPU YCIOBUM IPaBWIBHOTO OTBETAa HAa BOMNPOC, HO IIpH
HE3HAYUTENIbHBIX  HETOYHOCTAX OTBETa, KOTOpble OOy4aroluiicss BOCHOJHSET, OTBe4as Ha
JIOTIOJTHUTEIbHBIE BOIIPOCHI IIPETIOAABATES, UTO [TO3BOJISIET BOCCTAHOBUTD LEJIOCTHYIO KAPTHUHY OTBETA.
Onenka 3 («yaOBIETBOPUTEIHbHO») BBICTABISETCS NPU YCIOBUM B OCHOBHOM IPaBHJILHOTO OTBETa Ha
MIOCTABJIEHHBIE BOIPOCHI, HO HECIOCOOHOCTH OO0Y4YaroIlerocsi OTBETUTh Ha JOTMOJIHUTEIbHBIE BOMPOCHI,
HEYETKOCTHU OTBETA.
Onenka 2 («HEYTOBJIETBOPHUTEIBHO») BBICTABISETCS TIPH YCIOBUM HEMPaBUIBLHOTO OTBETa Ha
MIOCTABJICHHBIM BOMpOC, 3a OTKa3 OT OTBETa IO MPUYMHE HE3HAHUS BOIPOCA, 33 HECAMOCTOSATEIbHYIO
MOATOTOBKY K OTBETY.

PaboTta Ha nmpakTUUYECKUX 3aHATHUIX YYUTHIBACTCA MPH MOJIYYEHUN OLIEHKH Ha 3a4eTe.

PGSYJ'II)TaTI)I HpOMe)KYTOHHOfI aTTeCTallu YYHUTBIBAIOTCA IIPU JOITYCKE K UTOTOBOU arrecraluuunu B
(hopme KBaM(PHUKAITMOHHOTO IK3aMEHa.

Onenku o YueOHON MpaKkTHKE BBICTABISAIOTCS MPETogaBaTesieM Mo UTOraM paboThl 00yJaromerocs
BO BpeMs MPAKTUKH, a TaK K€ MUCHbMEHHOTO OTYETHI MO KaXIOMY 3Tamy MPaKTUKU, OOIIEMY OTYETY.
OneHuBanue oT4yeTa MO y4eOHOI NMpaKTUKE MPOXOIUT IO OLEHOYHBIM MaTepuaiaM, MPUMEHsSeMbIM Ha
KBaJIN(DUKAIIMOHHOM 3K3aMeHe

Kanudukanmonnsiii 3x3ameH. K MTOroBoil arrecTranuu JOMYCKAIOTCS CIyIIATEIH, OCBOWBIINE
y4eOHBI TUTaH B TIOJHOM oObeme. KBanmdukammoHHBIM 3K3aMEH MPOBOJUTCS OpTaHU3aUeH i
OTIpE/ICTICHUSI COOTBETCTBUSI TIOJYYEHHBIX 3HAHHWM, YMEHUH M HaBBIKOB IpOrpamMme MpoQecCHOHATBHOTO
o0yuenus. KpanudukarmoHHbIi SK3aMEH IPeIyCcMaTPUBAET MPAKTUUECKYIO0 KBATM(PUKAIIMOHHYIO PaboTy
Y MIPOBEPKY TEOPETUUECCKUX 3HAHUH.

[IpakTnueckas xBaguduKalmoHHas paboTa BKIIIOYAET B ce0sl BHIMOJIHEHHE MUCbMEHHOW pabOThl U
ee 3amuThl. [IpoBepka TeopeTuuecKux 3HaAHUN MPOBOAUTCA B opme TecTupoBanus. Tect coctouT u3 30
BOIIPOCOB, OTBETUTH Ha KOTOpble HeoOxoaumo B TeueHue 30 MunyT. Ha mpoxoskieHue Tecta OTBOAUTCS
TPH TOIBITKH.

Pe3ynpTaThl KBaIH(UKAIIMOHHOTO SK3aMEHa PAaCCMATPUBAKOTCSA ATTECTAI[MOHHOW KOMHUCCHEH B
cocTaBe 3 dYeloBeK (B TOM YHCIC IMPEACTaBUTEIM paboTogaTesed WM WX OObEAWHCHUH) IMyTeM
OObEKTUBHOM W HE3aBUCHMOW OICHKM KavyecTBa MOJArOTOBKHM ciymiareneit. Ilo  pesyiabratam
PacCMOTpPEHHsI aTTECTAIIMOHHAST KOMUCCHS IPUHUMAET PEIICHHE 00 YCIEIIHOM 3aBEPIICHUH CITyIIATeIIeM
oOyueHwusl.

Il. Ouenounnie MaTepuabl (KOMIJIEKT OLIEHOYHBIX CPE/ICTB)

ITpumMepHbIe BOIPOCHI K MPOMEXKYTOUHOM aTTecTalluy (3a4er):

Ilonsatue OpTraHHU3allMOHHOTO U JOKYMCHTAIIHUOHHOT'O oOecreueHust YIIpaBJICHU.
HpaBI/IJ'Ia BCACHUA TCJIC(I)OHHBIX MEpETrOBOPOB.

HpaBI/IJ'Ia pa6OTBI C IIOCCTUTCIIIMHA B HpI/ICMHOﬁ.

OpPaHI/IBaI_[I/I}I COBeIaHUH U IMPOTOKOJIBHBIX MepOHpHﬂTHﬁ.

el N>



5. Opranuzanys KOMaHIUPOBOK PYKOBOIUTEIIS.

6. IlmanupoBaHue pabodero BpeMEHH PyKOBOTUTEIIS.

7. Opraau3aius pabodero NpoCTPaHCTBA CEKpeTapsl.

8. IlpaBuia pedyeBOro STHKETa CEKpeTapsl.

9. OcHOBHbIEC IPUHLIUIIBI ICTOBOM ITHKH U ITUKETA CEKpPeTapsl.

10. TpeGoBanus oxpaHsl TpyAa B paboTe CeKpeTaps.

11. TexHuueckue cpeacTBa yIpaBiIeHNUs Ha3HAYEHUE, TPUHLIUI PaOOTHI.
12. ITpuem u nepBuyuHasi 06paboTKa BXOIAIIEH KOPPECIOHICHIINH.

13. O6paboTKa OTHpPaABIIEMON KOPPECTIOHICHIIHH.

14. Tlpoxosx/ieHue BHYTPEHHUX IOKYMEHTOB B OpraHU3aliu.

15. Perucrpanus JOKyMEHTOB.

16. KoHTpOIb HCIIOTHEHUST JOKYMEHTOB.

17. Knaccudukanus 1en0BbIX JOKYMEHTOB.

18. TpeGoBanus Kk GopMymsipy U OJIaHKY JJOKYMEHTA.

19. CrpaBouHo-uH(pOpMaIoHHast paboTa ¢ TOKYMEHTaMHU.

20. HopmaTiBHO-TIpaBOBOE 0OECIIeueHE IeSITETLHOCTH CEKPETapsl.

21. CriocoObl 3anTuThl KOHGUACHIINATHFHON HHPOPMAITUH B OPTaHU3AIIHH.

JIst BBITIOJIHEHUST TPAKTHYECKON KBATM(PHUKAIIMOHHON pPaOOTHI CIyIMIATENI0 MpeIaraeTcs Ha BBIOOP
HECKOJIBKO TeMaTUYECKUX OJIOKOB:

1. CocraBnenue omnopHoil TaOnuupbl mpaBui TenedoHHOro obcmyxuBaHus. [loaroToBka muiaHa
paboThl cekperapsi Ha JeHb. Pa3zpaboTka Tabmuilbl 0 MpUEMHBIX Yacax W oOpaslia >KypHasa
npuéMa NoceTuTeNnei pyKoBOIUTEIIEM.

2. 3aKkperuieHHe HaBBIKOB OpraHW3allid pabodyero Mecrta MOCPEACTBOM pa3pabOTKH MPHUMEPHOTO
miaHa oduca ¢ ydeToM BceX BHJIOB TpeOoBaHmii. CocTaBicHHE MaMATKH cekpeTaps: (passi-
KJIMIIE 3aKa3a OMJIETOB, TOCTHHUIBI. OmHcaHWe STAalloB BEICHHS TelNe(OHHBIX MEPEroBOPOB B
COOTBETCTBUH C IPABUIIAMH JICTIOBOTO ATHKETA.

3. 3amoyiHeHHE >XypHAJIOB YydeTa pe30JIOIUi, KOHTPOJIS HMCIOJIHEHHS AOKyMEHTOB. Pa3paboTka
CXeMbl TOJATOTOBKM K JENOBOW TMOE3[qKe. OTambl BBIXOJA W3 KOH(JIUKTHON CHUTyallud C
MIOCETUTETIEM.

4, TpeboBaHHS K COJEPKAHHUIO JEIOBBIX TEIC(POHHBIX PA3rOBOPOB; OCHOBHBIC DJIEMEHTHI JUAJIOTa.
TpeGoBaHMs K YaCTHBIM Pa3roBopaM 1o TejaedoHy B JEIOBOKM 00CTaHOBKE. 3aroIHEHUE )KypHaIa
3alUCH MOCETUTENEeH. 3alloJIHEHHE JKypHalla Pa3be3/lI0oB KypbepOB OpraHU3allMi U MaplIpyTOB
BOJMUTEIIEH.

5. VYTouHsomMe BOMPOCH], NMPEAOTBpAIlleHUE KOH(MDIMKTHBIX CUTyalluii B Tele()OHHOM pa3roBOpe.
DTUKeT B Aej0BoM auanore mno tenedony. [IpaBuia cepBupoBku 4aitHOTO crosia. Opranuzanus u
OpOHMpPOBaHUE MEPErOBOPHBIX KOMHAT. 3amojiHEHHe 00paslia KypHaja pa3be3oB pabOTHHKOB
OpraHu3aIuu.

PaGora cnaetcst B meyatHOM BUE; pazMep mmpudTa — 14., MHTepBaI MeXIy CTpokaMu — 1,5. moms:
BepxHee — 2 cM, HIKHee — 1,5 cm, cmeBa — 2,5cMm, cmpaBa — 1,5 cM. O6beM pabOTHI 3aBUCHUT OT
BBIOPAHHOTO TEMaTHYECKOTO OJIOKA.

3amura MpaKkTUYeCKON KBamU(PUKAIIMOHHON paboThl MPOXOJUT B Gopme Oecenpl ciymaTens H
aTTECTAllMOHHON KOMUCCHH.

[Ipu orieHke 3HAHUHN TIO TPAKTHYECKON KBaTU(UKAIMOHHON PabOTe yUUTHIBACTCS:

— YpoBeHb yCBOCHUS IPAKTUUYECKUX MOJIO)KEHUN HABBIKOB U YMEHMM, MPaBUIIBHOCTh
(hOpMyITUPOBKH OCHOBHBIX TIOHATUH M 3aKOHOMEPHOCTEH.



— YpoBeHb 3HaHHUA (HAKTUIECKOTO MaTeprana B 00beMe MPOrpaMMBl.
— Jloruka, cTpyKTypa U TPaMOTHOCTb M3JIOKEHHSI BOTIPOCA.

— YMeHue cBA3aTh TEOPUIO C MPAKTUKOM.

— VYwmenue nenatb 0000ICHUS, BBIBOIBI.

C 1enpro MpoOBEPKH TEOPETHUECKUX 3HAHUN HA UTOTOBOM aTTECTALMH, CIYIIATEIh TPOXOIUT
TECTUPOBAHUE.
1. Ha xaxkwe JBe OCHOBHBIC TPYIIIBI MOKHO pPa3lIeiUTh OOS3aHHOCTH CEKpeTapsi-aJIMHHHACTpATopa

a)
6)

B)

2.
a)
6)
B)

3.
a)
0)
B)

4.

a)
6)

B)
S.

a)
6)

B)

6.
a)
6)
B)

7.
a)
0)
B)

COBPEMEHHOU KOMIaHuu?

AOKYMEeHTAIlHOHHOe o0ecrieyeHre YIpaBjieHUus U 0e3 JOKyMeHTHOe 00CIy;KUBaHNe
JOKYMEHTAI[HOHHOE 00eCIICUeHUE YIPaBICHUS U 0030PHO-aHAUTHICCKAs (PYHKITHS
0030pHO-aHaNIUTHYECKas U MPEACTaBUTENbCKAs (QYHKIUS

UTo U3 mepeuncaeHHOro He OTHOCUTCS K (DYHKIIMOHAILHBIM 3a/1adyaM CeKpeTapsi-aaMuHucTpaTopa’?
JIEJI0OBas NEPENHUCKA U COCTABJICHUE IOTOBOPOB

OpPraHu3aIys BBICTABOK U BCTPEY C KIMEHTAMH

NpoBeJAeHNe BHYTPUKOPIOPATUBHBIX TPEHUHIOB U CEMUHAPOB

UT0 HE BXOAWT B CIHCOK MPO(ecCHOHATBHBIX TPEOOBAHMI K CEKPETAPIO-aIMUHUCTPATOPY?
COBEPIIICHHOE BIIAJICHUE COBPEeMEHHOM oprrexHukoi, MuHn-ATC, 3nanue [1K

ONBbIT COCTABJIEHHS MPeECC-PEJIN30B U PEKJIAMHBIX TEKCTOB

BBICOKaA IrpaMOTHOCTb, BBICOKAA CKOPOCTH I€YaTH

Uro sBisieTcss OCHOBAaHHWEM /ISl TMOCIENyIoled mepenaud KOH(GUIACHIMAIBLHOTO [OKYMEHTa Ha
UCIOJIHEHUE COTPYAHUKY?

pe3oJionus

YCTHOE pacropsbKeHue

CHEIHAIbHOTO pacropsKeHus: He TpeOyercs

Kak Ha3bpIBaeTcsi JOKYMEHT, KOTOPO TIOJTBEPIKIACT YCTAHOBIICHHBIE (PAKThI, COOBITUS HITH
JCWCTBUS M COCTABIISICTCS IPU CBUICTEISX?
cnpaBka
cITy)keOHas 3amicKa
aKT

YeMm nuchbMa-o0TKa3bl OTINYAIOTCS OT ApYyrux paSHOBHHHOCTeﬁ micem?
BCerjaa CoCToAT KaKk MUHUMYM M3 IBYX KOMMYHUKATHBHO-CMbIC/JI0BbBIX gacrei
HC Tpe6yeTCH COCTaBJIATH 3aroJIOBOK K TCKCTA IIHMCbMa
OTHACTCA MPCANIOUYTCHUC KOHCTPYKIIUAM, B KOTOPBIX 000CHOBaHHE MpeaAtICCTBYCT 3aKIIFOUCHUTO

Kakoe 13 npuBeieHHbIX BBIPQXKEHUI JIydllle He UCIOJIb30BaTh?
"Bac oxunmaer lIBan UBanosuu™
"CpouHno 3aiininte k UBany BanoBuuy"
"3aiinure, noxanyicra, k Misany llBanosuuy"

Kakas u3 yacreit Oyner u3nuiHei npu cocTaBaeHuH Npukasa?
BBO/IHAS
KOHCTaTUPYOLIas
pacnopsauTenpHas

Kak cekpertapb-aAMHHHCTpATOp MOCTYHAeT C KOPPECMOHACHIMEH sl PYKOBOJCTBA C MOMETKOM
" "
o "?



BCKPBIBACT U HE PETUCTPUPYET
BCKPBIBAET TOJBKO IO JIOTOBOPEHHOCTH C PYKOBOAUTENEM U PETUCTPUPYET
He BCKPbIBAET U HE perucTpupyer

qTO n3 Hepe‘II/ICHeHHOI‘O HC SBJISICTCA peI[aKTOpOM TCKCTOBBIX ,[[OKYMCHTOB?
WordPad
Notepad
PowerPoint

Bribepure npaBuibHOE yTBEPKACHUE!
BCE TOCTYMAIOIINE B OPraHU3AINIO JOKYMEHTBI PETUCTPHUPYIOTCS CEKPETapeM -aIMUHUCTPATOPOM
MOCTYAUBIIME B OPraHU3ALMIO JOKYMEHThI PETHCTPUPYIOTCS CeKpeTapeM-aJIMUHHCTPATOPOM
BHIOOPOYHO, B COOTBETCTBUH C YTBEP:KIEHHBIM MepevyHeM T0KYMEHTOB
M3 BCCX NMOCTYAUBIINX B OpraHru3alrio IOKYMCHTOB CCKPCTAPb-aIMUHHUCTPATOP PETUCTPUPYET
TOJIBKO T€, KOTOPBIE MEPEAAI0TCS Ha PaCCMOTPEHHE PYKOBOIUTENIO

PaCHOprKeHI/Iﬂ, HN3J1aBACMBIC PYKOBOACTBOM OpraHU3alli, CAUTAIOTCA:
IIpaBOBBIMU aKTaMU
PacnopsaauTC/IbHBIMHA JTOKYMEHTAMHU
JOpYro BapuaHT

Kakoii 13 TOKyMEHTOB PerIaAMEHTUPYET JIeSATSIIbHOCTh KOHKPETHOTO JIOJDKHOCTHOTO JIHTIA?
JOJI)KHOCTHAS MHCTPYKIUA
MoJIOJKeHUEe 00 oTaelIe
MIpHUKa3

C xakoil ¢pa3bl HE PEKOMEHIYeTCs HayuHaATh TeJe(OHHBIM pPA3roBOp C MapTHEPOM HIIU
KJIINEHTOM?
"3apaBcTBYiiTe, Bac 6ecnmokouT komnanus N(cekperapb komnanuu N)
"3apaBCcTBYyiiTE, C BAMU TOBOPAT M3 KoMmanuu N"
"3apaBctByiite, cekperapb NNu3 kommanuu N

Kaxkoii cpok ucroHeHus YCTaHOBJICH ISl TUCEM OT OpraHU3aluii?
3 guen
10 oueit
30 nuen

B kakom mopsiike, COrjaacHO IMpaBuiiaM JOKYMEHTO000pOTa, JOJHKHA CTPOUTHCS paboTa ¢
MOCTYHAIOIIMMH B KOMITAHUIO IOKYMEHTaMu?
IIpHeM - iepBoHavalbHasi 00paboTKa - MpeABApUTENILHOE PACCMOTPEHHE - PACCMOTPEHUE
PYKOBOJIUTEINIEM - UCIIOJIHEHUE YIIPaBIIEHUE B JEIIO0
NpHeM - IepBOHAYATbHASL 00pPad0TKA - MpeIBapUTeIbHOE PACCMOTPEHHE - perucTpanusi -
paccMoOTpeHue PYKOBOJAUTe el - HCIOJIHEHUE - HATIPaBJIeHHe B /1eJ10
odopmIIeHHE JOKYMEHTA - TOANUCAHUE - PETUCTPAIIUS - COTJIACOBAHHE - YTBEPKICHUE — OTIPaBKa

KakuMm ciocoOoM mpocTaBisieTcst jata B rpude yrBep:kKIeHNs JOKyMeHTa?
MAaIIMHOMHCHBIM CIIOCOO0OM
CEKpeTapb NPOCTABJISIET €€ OT PYKHU MOCIIE YTBEPKAECHUS JOKYMEHTA
ee POCTaBJIseT PYKOBOAUTEIb B MOMEHT YTBEepP:KICHHUS JOKYMEHTA

Kak Ha3bIBaeTcst JOKyMEHT, (GHUKCHPYIOUIMH XOA OOCYKIEHHS M MPHUHATHS pELIeHHs Ha
3acelaHuy B KOMIIaHUH?
peleHue



0) MNpPoOTOKO.I
B) pacnopspKeHHe

19. HyxHO 1 peructpupoBarh NuchMa-HAIOMUHAHUS?
a) HeET
0) na

B) 10 YCMOTPEHHUIO CEKpeTapsi-aIMUHUCTPATOPA

20.  Ecnwm mocieHuii 1€Hb CPOKa UCHIOIHEHUS JOKYMEHTA IPUXOAUTCS Ha HEpabouuii JeHb, KOT1a
HE00X0IMMO UCTIOTHHUTH JTOKYMEHT?

a) He M03JHee JIHS, CIECIYIOLIETr0 3a BHIXOJHBIM

0) He Mo3Hee JAHS, NPeALIeCTBYIONIEr0 BHIXOAHOMY

B) HAa YCMOTpEHHUE CeKpeTapsi-aIMUHUCTPATOPA

21. Ecimu s nepenadn JOKYMEHTA UCIIONB3yeTCs (haKCUMHIIBHAS CBSI3b, KAKOW 00BEM JOKyMEHTa
CUHMTACTCS MPENIETBHO TOMYCTUMBIM?

a) TpH JIHCTa

0) NSATh JIMCTOB

B) 10 nucroB

22. OcHOBHas 3a7a4a CeKpeTaps B padote ¢ TenedoHOM:

a) 0cBO0OKIEeHUE PYKOBOIUTEISI OT BHI30BOB, K HEMY He aJJpeCOBAHHbBIX
b) coemuHeHne pykoBoOAMUTENS C ADOHEHTOM

C) pelieHre OTIEPAaTUBHBIX BOMIPOCOB IO TeIe(HOHY

23. Kakyro hopmMyaupoBKY JT0KEH UMETh 3aroJIOBOK K TEKCTY MPOTOKoJIa?
a) B MPEUIOKHOM TAICKE

0) B JaTeILHOM MAJCKE

B) B POAUTEJbHOM MajesKe

24.  CKoJBKO ajpecaTtoB MOKET ObITh Ha OJHOM JOKyMEHTE?
a) He 0oJsee Tpex

0) He OoJiee YeThIpeX

B) He 0oJiee OJHOTO

25. Yto noHumMaercs noj TepMuHOM "KBOpym"?

a) MHHHMAJIbHO HE00XO0JAMMOE M /I0CTATOYHOE KOJIUYEeCTBO YJIeHOB KOJUIETHAJIbHOI0 OpraHa s
Hayajia padoTbl cOOpaHus

0) 1/3 4JICHOB KOJUIErHAIBHOTO OpPraHa

B) | 2 4jeHOB KOJUIETHAIILHOTO OpraHa

26. Kakoi TEPMUH, KaK IIpaBUJIO, UCIIOJIB3YCTCA B pa60Te C JOKYMCHTaMH, COACPKAITUMHU
KOMMCPUYCCKYIO TaﬁHy, KOHq)HI[eHHHaHBHBIe CBeILeHI/IH?

a) yuer
0) peructpamus
B) Ipyroi

27. Bam pyKOBOAUTENb BO3BPAIIACTCS M3 HEACIBHOW KOMaHIMPOBKH. UTO CTOUT C/IeNath K €ro
MIPUXOTY, YTOOBI IOMOYB ObICTpPEE BKIIOYUTHCS B paboTy?

a) NOATrOTOBUTH KPATKHMI OTYET O TOM, YTO NMPOU30LLIO 32 HEeJAEII0 ero OTCYTCTBHA

0) mocraparbcs Ha3HAYUTH HA MEPBBIN pabOUMil JEHb MAKCUMYM BCTPEY

B) BBIJCITUTH BPEMs HA COBMECTHBIM MPOCMOTP BHEIIHEH KOPPECTIOHACHIIH



Ha stane nepBonavanbHOi 00pabOTKU BXOIAIIENH KOPPECTIOHICHIIUU CEKPETapb-aIMUHUCTPATOP:
HE YHMUYTOXAET KOHBEPTHI, a MOAIIUBAECT UX BMECTE C JOKYMEHTaMHU
BCETrJla YHUUTOXKAET KOHBEPTHI, B JICJIO MOAIINBACT TOJIHKO JOKYMEHTHI
He YHMUTOKaeT KOHBEPTHI, €CJIM HA CAMOM JIOKYMEHTe HeJJ0CTATOYHO nH(popMauuu 00 aBTope
WIN XapakKTepe J0KyMeHTa

Kakoii 6;1aHK HCIIONB3yeTcst Ipu 0(OPMIICHHH ITPOTOKOJIA?
0JIaHK OpraHu3anuu
OJIaHK HE UCTIOJB3YyeTCA
OJIaHK CTPOTOM OTYETHOCTH

. Koro cnenyer oTHECTH K KaTeropusiM MOCETUTEIICH:

COTPYJHHUKHU CBOEH (PUPMBI 110 TEKYIIIMM BOIPOCAM, IPEACTABUTENN APYTrUX OpPraHu3aIuii
MTOCETUTENH T10 JINYHBIM BOIPOCAM U MOCETUTENH, OTaBIINE B OPUC 10 HEJOPA3ZYMEHHIO
BCE€ OTBEThI BEPHbI

Kpurepun oneHkn pe3ysIbTATUBHOCTH IIPOBEPKU TEOPETUUECKUX 3HAHUM:

KosunuyecTBo Ouenka
NPaBUIbHBIX
O0TBETOB
30-29 «OTJIIMYHOY
28-24 «XOPOIIIOY
23-20 «YIOBJICTBOPUTEIHLHOY
meHee2() «HEYIOBJIETBOPUTEIBLHO»

HToroBast oTMeTKa ompenensercss Kak cpeqHee apuMETHUECKOe pe3yabTaToOB MEPBOW M BTOPOW YacTH
KBaJTM(UKAIIMOHHOTO 3K3aMEHAa W BBICTABIISICTCSI B COOTBETCTBHM C TPaBWJIaM M MaTEeMaTHYeCKOTO
OKpYTJICHUSI.



	Основная программа профессионального обучения программа профессиональной подготовки по профессиям рабочих, должностям служащих  «Секретарь – администратор»  (далее – Программа)  разработана в соответствии с нормами Федерального закона от 29 декабря 20...
	Основная программа профессионального обучения программа профессиональной подготовки по профессиям рабочих, должностям служащих  «Секретарь – администратор»,разработанная и принятая для реализации АНО ДПО «ППА» руководствуется положениями Федерального ...

