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L. OBIIAST XAPAKTEPHCTHKA OBPA3OBATEJILHOI ITPOTPAMMEI

TIOBBICHUS KBaTHQUKAIHH, TPoheccHOHaTLHOMN NEPEerorOTOBKH): «Cexpe"rapl,-a,zmunnC'rpaTop»
(nasee — IIporpamma), peamnsyemas O6mecTBO ¢ orpanuyYeHHO OTBETCTBEHHOCTBH) «AKAaJxeMHs
AIO» paspaborana B COOTBETCTBHH ¢ (DenepaibHBIM 3aKOHOM OT 29.12.2012 Ne 273-®3 «0O6
obpasoBanuu B Poccuitckoii Denepanuuy, [Mprkazom Munobpuayku Poccun ot 26.08.2020 roga N
438 «O6 yTtBep:xneHnn lopsinka opranmsamum u OCYIIECTBICHHS 00pa3oBaTeNbHOM NeSTENBHOCTH Mo
OCHOBHBIM IIpOrpaMMaM Npo(eCcCHONANTBHOrO o0yuenus», [pukazom Munsapasconpassutus Poccuu
ot 17.05.2012 Ne 5591 «O6 YTBepiKaAeHun Enunoro kxeamupukannonsoro CIIPABOYHHKA JIOJKHOCTEH
PYKOBOIUTENEH, CHOEIHATHCTOR H Clayxamnx, pasgen «KBamnduxaunonspre XapaKTePHCTHKH
AOJCKHOCTEH pyKOBOmMTENEH 1 CICIHATHCTOB, OCYIIECTBIIOMMX PaboThl B 06/1acTH OXpaHbI TpyAa»,
IIprkazom Munucrepcrsa o0pa3oBanus u Hayku Poccuiickoii OQenepanuu mpukas ot 2 Hios 2013
rona Ne 513 «OG6 yrBepxnenun Tepedns npodeccui pabouux, nomKHOCTEH CITy>KallHX, 0 KOTOPBIM
OCYILECTBIIACTCS MPOPECCHOHANBHOE 06yYeHHUe, TprkasoM MunHCTepeTBa Tpyna W commannHOl
3amuTEl PO or 15 mions 2020 r. N 333y «O6 yTBepxKICHHH npodeccuoHanpHOro CTaHOapTa
«Cnenmanuer o OPraHH3alMOHHOMY | AOKYMEHTallHOHHOMY  OOecleueH IO YIIpaBIIeHHS
OpraHu3anueiy.

1.2. Temsto peanmsanmu IIporpammel  siBnseTcs UOTyqeHne o0ydvaromuMucs —3HaHui,
HEOOXOMUMBIX YISl OpraHH3aIHi pabor mo mpodeccun «Cel(peTapb-a,I[MHHPICTpaTOp>), a TaKxe
(opmupoBanne npaxtHueckux YMEHHH H HaBHIKOB 110 peaM3aimu obecneunBaronmx  hyHKIHit
YIPABJICHHUA OPTaHH3aliel, BHEAPEHUE IYUIINX TeXHHIECKIX Pa3paboTOK U HOBEUIINX TEXHOIOTHI B
obecrieyenne ynpapienus OpraHu3auueii,

1.3. 3amaun kypca — TOJIyYeHHe 00yYaromuMes 3HAHMiA, HEOOXOIMMBIX JUIst Opranusanuu pabot
o mnpogeccun «CeKkpeTapb-aIMEHHCTPATOPY, a TaKKe opmupoBanue npaxTHueckux YMEHHH H
HAaBBIKOB 110 peanH3alMi  00eCHeUHBAOIUX (ymxuuit  ynpasnenns OpraHu3aimeli; BHeIpeHHe
JYHIINX TCXHHYECKHX pa3paboTOK M HOBeHIImX TEXHOJIOTHH B
OpraHH3anueii.

obecrnieyeHne ympasnenus

1.5. O6pasoBarensuas OPTaHH3alKs OCYIIECTBIIET OOyYeHHE [0 IIporpamme
THICH3AIO HANIPABO BEACHHS 00Pa30BaATENBHOM eI TeIbHOCTHL

1.6. Tlo 3aBepenun 00y4enus no IIporpamme POBOZIATCA MTOrOBas arrectalus B (opme
KBaIIM(DUKALIHOHHOTO 3K3aMeHa i 00yyaromumcs, yenemso ee IIPOIIE/IIINM, BBIIAETCS CBHIETEILCTRO
C IPHCBOEHHEM (TIOATBEPIKICHHEM) pasps/ia B Ipoeccuu ciryxKaiero (paboyero).

H HMeEeT

1.2. TpeGoanus k coaep:xxanuio Ilporpammer

IIporpamma oTBewaet cieayromm TpeboBaHMAM:
OTPAKACT KBATH(UKAIMOHHEIE TPeGOBAHHS K CIICIHATICTaM, OCYIIECTBIIOMMM PaboTHI
B 00J1aCTH OXpaHHI Tpya;

HE TPOTHBOPEYUT (eEPANBLHBIM OCYIAPCTBEHHEIM obpa3zoBarenbHbIM CTaHJapTaMu H
IPO(ECCHOHANBHBIM CTaH apTaM;

OPHEHTHPOBAHA HA OBDEeMEHIILIS

XHOJIOI'H

(oby4enne mpoBouTCs ¢ HCIIOIB3QBAHNEM AUCTAHIIOHHELX TEXHOIIOTHH);

COOTBETCTBYET YCTAHOBIEHHBIM NpaBHiIaM ofopi
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ObbexTamu npogeccnonannHoif ACATEILHOCTH BBITYCKHUKOB SBIISIOTCS:

- JOKYMEHTEL, CO34aHHEIe MOGEM CIIOCOGoM AOKYMEHTHPOBAHHS;

- CHCTCMBI IOKyMEHTAIHOHHOTO 06eCIeYeH s YIpaBJIeHHS;

- CIpPaBOYHO-MH(OPMAIIHOHHEIE CPEACTBA 1O y4eTy M IoucKy JOKYMEHTOBR,

O6aacre npodeccnonansroii AEATENLHOCTH BBITYCKHHKOB: BBINOJTHEHHE OpraHH3aIHOHHO-
TEXHHYECKHX ()YHKIHH 110 AOKYMEHTalHOHHOMY O0ecIIeYeHmIo ACATEIBHOCTH OpraHu3auii.

OcHoBHbIE BHBI PO eccHOHAILHOI AesTebHOCTH:
BJI 1. Opranusanuonnoe obecreyenue nesrenpHoCTH OpraHu3aIuu
TpynoBbie pynxnun:
Ilprem u pacnpenenenue TeNIeOHHBIX 3BOHKOB A/0].3
Oprarmzanms paGoTsr ¢ IIOCETHTENISIMH OpraHu3anuu A/02.3
Bemonnenue KOOpPZMHHPYIOIHX 1 06eceunBaromux GyrKuMi A/03.3

3. TpeGoBanusn k pesyabTatam ocsoenns Iporpammer

3.1. OGyuarommecs B Pe3ynbTate ocBoeHus IIporpaMMbI JOIBKHET o0yamate creayrommMu
IPO(eCcCHOHATLHBIMH KOMIETe ISV

IIK 1.1. Ilpuaumare u PacupenienaTs Teae(OHHbIE 3BOHKH OpraHu3anuu
IIK 1.2. OpranusossBats paboty ¢ mocetuTeIsIMH OpraHu3aiuu
IIK 1.3. Bemonusars KOOpAuHMpYyromue 1 obecneunBaromue byHKIHIH

3.2. O6yuarommuecs, YCICTHO  ocBouBwKe IIporpammy, mommb obJlamate craeayromuMu

3HAHUSIMH:

- MHOPMAaTHBHEIC [pPaBOBBIE AaKTEL, MOJOMKEHHS, UHCTPYKIMH, IPYTHE pPyKOBOZSIIME
MaTCpHaJIbl ¥ TOKYMEHTEI 110 BEIECHUIO ACTIONIPOU3BOACTBA HA IPEAIIPUATHHY,

T  OCHOBHBIC TOJIOXKEHHS EauHOMN TOCYNapCTBEHHOH CHCTEMBI JOKYMEHTAIHOHHOrO
obecrieyenus ynpapnennus, FOCYNApCTBEHHBIX CTAHIAPTOB 110 0(OPMITEHHIO JIOKYMEHTOB;

=  CTPYKTYpY NPEUIPHATHS U ero NOJpa3ie/ieHus;

T CTaHAapTel  YHHQUIHPOBAHHON  CHCTEME OPraHU3aMOHHO-  PACHOPIIUTENBHOMN
JOKYMEHTAllHH;

- TIOPAIOK KOHTPOJIS 33 IPOXOXKACHHEM CITy3KeOHBIX AOKYMEHTOB M MaTepHAJIOB;

- TIpaBHJIa OpraHu3anuK IPHEMa OCETHTElIelt;

- IpaBHIa IeI0BOro OONICHH S,

~ CIPYKTYpa OpraHM3alM¥ M  pacHpe/escHHe yskmmit  mexmy CTPYKTYPHBIMH
TI0Ipa3NEeNCHUAMA U CTICLHATHCTAMH;

- TlpaBuia OpraHu3aluu NPUEMOB B odce;

= IIpaBHIIa CEPBUPOBKH YAHHOIO (koeitroro) crona;

- TIpaBuJIa IPUTOTOB/ICHHs U OAAYH TOPSYHX HATHTKOB K 3aKYCOK K HUM;

~  OCHOBEI OPraHM3all{HU TPY/Ia;

~  TIpaBHIA 3KCILTyaTali¥ BEIYHCIHTEILHOMN TEXHUKH;

=  OCHOBBI 3aKOHOJATENBECTBA O TPYIE;

= TpaBHJIa ¥ HOPMEI OXPaHbI i 5 A o vt T10i»06 U%% N
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=  TpeOOBaHHS OXPaHHI TPy/a;
~  TpaBHJIA 3alIMTH] KOHDUIEHIHATLHOMN ciysxebHol HHOpMaIHu;

T  CTPYKTypa OpraHM3aMM W  pacIpejeeHHe byHkumit  mexmy CTPYKTYPHBIMU
TIOZPasIENCHUSMHE U CTICLHATHCTAMY;

YMEHHIAMH:
—  CIIIaXHBaTh KOH(QIHKTHEIE U CIIOKHEIE CHTYalHH MEXIIHYHOCTHOTO B3aHMOIeHCTBHS;
~  BCCTH y4eTHBIC (OPMEI, HCIIOIB30BATE UX JIA paboTsr;
—  CO3/1aBaTh MONOKMTENBHbIH HMHDK OpraHH3alum;
—  TIPHHUMATE MEPBI 110 PA3PEIICHHIO KOH(DIIMKTHEIX CHTYAIIHii;
~  HPHMEHATH HH)OPMAHOHHO-KOMMYHHKAIHOHHBIE TEXHOJIOTHH;
—  obecreynBaTh KOH(pHICHIHATBHOCTS uHpopManuu;
~  OLCHHBATH PE3yNIbTAaThl B PAMKAX MOCTAB/IEHHBIX 3a/1a4;
~  OCYIIECTBILATS KOHTPOIh HCIOHEHHS! IOPYYEHHI PYKOBOIHTEIs COTPYIHHUKAMH;
—  COCTABJIATH M BECTH YYETHBIC IOKYMEHTEL,
~ UPHMCHATE CPEICTBA KOMMYHHKALMH U  Iepefayu TIOPYYEHHH DPYKOBOJUTENS M
COTPYIHHKOB OpraHH3AIIHH;
~ TIPHMEHATE COBPEMEHHEIE Cpe/icTBa cGopa, 06paboTku 1 nepenavyn uHdGopmanmy;
—  OLCHHBATE PE3yILTATHI B PaMKaX MOCTABIEHHEIX 3a/1a4;
~  OCYIIECTBIATH KOHTPOJIb HCIIONHEHHS IOPYYCHMi PYKOBOJIUTENA COTPYAHHKAMH.

4. Tpynoemkocts u dopma o0y4enus. Pexum 3ansTuii

4.1. HopMaTuBHAs TPyRoeMKOCTD 00y4YeHHs 1Mo JaHHOM [Iporpamme cocTapmsier 160 YacoB, BKIIKOYAsS
BCC BU/IBL ayIMTOPHOM U BHEAYAUTOPHOMH (camocrosTenbHOI) yuebHo paboTel 00yuaromerocs.

4.2. [Iporpamma mpejmonaraer OYHO-3204HYI0 OPMY OOYUEHHMS C HCIIONB30BAHMEM JUCTAHIIMOHHEBIX
00pa30BaTebHBIX TEXHOIOTHIL.

4.3. Tlpu moGoit popme 0Gyuenus y4eOHas Harpyska ycTaHaBIHBaeTcs He Gomee 40 YacoB B HEJIEII,
BKIOYasd  BCC BUIABI AyJUTOPHOH H  BHEAYTHTOPHON (camocTosTeNbHOM)  yueGHOi paboThI
oOy4aromierocs.

4.4. Obywarommiics CcaMOCTOSTEILHO YCTaHABIUBACT pEXHUM 3aHATHH 110 COIVIACOBAHHIO C
lIperionasaresieM 00pa3oBaTeNbHON OpraHH3aIuHy.

II. CTPYKTYPA U COJIEPKAHUE ITPOI'PAMMBI

2.1. YYEBHBIA IIJIAH
nporpaMmMel npogeccHOHANLHON MOATOTOBKY 110 npodeccun
«Cekperaph-am\mﬂncrpamp»

Hens - nonyuenne o6yuarommmucs 3HaHMH, HEOOXOMMBIX /Ul OpraHH3alum JIEITOTIPOU3BO/ICTBA, 4
TakKe (OPMHPOBAHHE IPAKTHYECKUX YMEHHH M HaBBIKOB B 00JacTH JIOKYMEHTAIHOHHOLQ

ODECIICUCHHS OpraHU3aIuu. ) e

SOAAOAL G el luiabe Ve | B
Kareropus o6yuaomuxcs — UL, HMEIOIIHUE OCHOBHOg g@mwoﬁpmﬂﬂﬂue Vet -Ua
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@opmMbl  00ydeHMs —OYHO-3304HAT C HCIIONB30BAHMEM  JIUCTAHIHOHHEIX  00Pa30BaTETbHBIX
TE€XHOJIOTHH.
HanvienoBanue npodeccuonannupix Obmasn B Tom uncie ®opma
MOJ1yJIei, pa3iesioB, Tem TPYAOEMKO NpOBedeHH
CTh, 4acoB | Jlexkumn | Ilpakr. b
3aHATHSL | IPOMEKYTO
YHOI1
aTTeCTAIHH
Paznen 1. Teoperuueckoe o0y4yenmne 136 66 70
Monyns 1.1. Oxpana Tpyna, 3auer
3J1eKTPOOE30IacHOCTD, TOKapHAs 4 2 2
0€30MacHOCT, CAHMTAPHS X THIHEHA
Monyns 1.2. IlpaBoBoe oGecneucrue 4 5 5 3auer
PO eCCHOHANBHOI IEATETEHOCTH
Monyiib 1.3. OCHOBBI 5KOHOMHYECKHX 3HAHMI 8 4 - 3aver
Mopnysns 1.4. Jlenosas kyisTypa 8 4 “} -
Monyns 1.5. MadopMalHOHHEIE TEXHOTOIHH 24 4 20 -
Mozys 1.6. OCHOBBI 1ETTONPOH3BOACTEA H 28 18 10 -
CEKPETapCKOro aena
Monyns 1.7. Opranusanyonsas TexHuka 12 6 6 -
Moznyis 1.8. OcHOBBI lenonpousBocTRa 22 13 9 -
Monyns 1.9. OcHoBEI apxuBHOTO 1ema 26 16 10 3auer
Paznen 2. IlponssoacTBenHoe o0yyeHHe 20 - 20 3auer
HroroBas arrecranus Kpanunpuk
4 - - ANMOHHBII
3K3aMeH
Hroro 160 yacosn 69 87

2.2. KAJJEHJAPHBII YUEBHBII I'PAGUK

YueOHBle 3aHATHS B paMKax Npo(ecCHOHATEHOTO 00y4YeHHs IPOBOIATCS B TCUEHHE BCETO
KaJIeHJIapHOTO T0/1a IT0 Mepe Habopa rpyriL.

CTpykTypa KaleHTapHOro y4eGHOro rpaduka yKaselBaeT IIOCIEIOBATENHLHOCTS peanuzanum
IPOrpaMMEl IIPO(HECCHOHATEHOTO 00yYeHUs O Hememsv/ HelemsM | JHSIM, BKIIIOYasi TEOPETHYECKOE
00y4eHHe, CaMOCTOATEIBHYIO paboTy 00y4alomMXCs M HTOrOBYIO AaTTECTALMIO. 3a04Has bopma
00y4enns (8 4acoB B JeHB). 6 jHeBHas yuebHas Henenms. C OTpBIBOM OT npousBozacTBa. ['paduk
y4eOHoro mponecca 6e3 OTpbIBa OT IPOM3BOICTBA opmupyeTcs 00y4aIOMUMCS CAMOCTOSTEIBHO |
cornacyercss ¢ o0pa3oBaTeNbHON OpraHM3alueil TOIBKO B IIEPHOJT BBIXOJla HA IIPOHM3BOJICTBEHHOE
00y4eHHe H KBaTH(DUKALMOHHBIN SK3aMeH.

HeJeIu 1 Hexenn 2 "Hegenst
JTHH 1 2 3 4 5 6 1 2 3 4 5 6
KOJIH4ecTBO | § 8 8 8 8 8 8 8 8 8 8 8
9acoB
10| TO. | TG TO {10 | 70 | TO TO TO 10 [ T0] TO
HeleTH 3 Hemensn 4 nemens
JTHH 1 ¥ 3 4 5 6 1 2
KOJIH1ecTBO | & 8 8 ¢ | & | & 8 S N
4acon ool okl AN AR B DD L S
200 1O | To | TO | Y0 | 1165 G | HOD oy et B
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TO — reopernueckoe 06yuernme
I1O - npoussoncreennoe obyueHus
K - sk3amen kBamHUKATHOHHLTH
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II. PABOYHE IIPOI'PAMMBI YYEBHBIX PA3JIEJIOB (TEM)
Pazen 1. Teopernueckoe o0y4enune

Tema 1.1. OcHoBBI IKOHOMHYECKHX 3HAHUI

Crpykrypa Poccwmitckoif 5KOHOMMKH. OKoHOMMYecKuil moTeHIman Poccmu u e€ MecTo B
MHPOBOH  5KOHOMHUKE. DaKkTOpsl,  ONpemeNAroIHe CTPYKTYPY 3KOHOMHKH Poccuu.
Focynapcreenusiii u HETOCYAapCTBEHHEIH CEKTOPBI SKOHOMHUKH. O heKTHBHOCT POM3BO/ICTRA
1 IIPOU3BOJIUTENLHOCTE Tpyaa. [IponsBocTeenHas XapaKTePUCTHKA S3KOHOMHKH OTPACIIH.
llonatHe o peHKAX 1 PBIHOTHBIX  OTHOWICHHSX. CyIIHOCTE PBIHOYHBIX OTHOLICHMIA:
CaMOCTOATENLHOCTE CyOBbeKTa XO3SHCTBOBAHMS, OTBETCTBEHHOCTS UCTIOJTHHUTENS, KOHKYPEHIIHUS,
cBoGoza 1eHoo6pa3oBanms, TIPaBOBBIE TAPaHTHH JIESITENBHOCTH IPEANPUHUMATENS; YacTHAas
COOCTBEHHOCTE Kak Gasmc PBIHOYHBIX OTHOWICHHMH. QUHAHCOBO-Kpe/UTHAs chcTeMa Poccui.
Ponb punancoBo-kpeuTHON CHCTeMEI B SKOHOMHKE CTpaHbl. ['OCynapcTBEHHBIN W MecTHbIH
OI0MKeTEL: (pOPMUpPOBAHKE U MCIIOTEZOBAHKE cpencts. Kpenur: cymuocts, ucrounuxy, (bopMaL.
Bankosckas cicrema. B3anmooTHOmeHMS OpeanpUATHS ¢ OaHKOM.

®opMbI  GaHKOBCKOT0O OOCITy>KUBaHHs HaCeIeHHS. Perymiposanue nenesxmoro obpamenus.
HWHuBecTHIIMM

Hanoroobnoxxenue B Poccmiickoii ®enepannn. Hamorosas cucrema s YCIIOBHSAX pPBIHKA:
IIOHATHE HAOTa M €ro BHIBL, CTAaBKH, OOmMe wu CICHHANBHBIE JIBrOTEL  OOBEKTH
Hajiorooboxenus. [lopsamok ucuncienus u CPOKH YIUIATBI HAOroB. Hanoromnarensmuky, ux
00513aHHOCTB M OTBETCTBEHHOCTH. HaTOroBki KOHTPOJIb 32 JI€ATETLHOCTBIO MPEPUITHS, TIPaBa
1 00513aHHOCTH HAJIOTOBBIX HHCHIEKIHIL.

Opranusanmus 3agaTocTs 1 Tpynoyctpoiictsa B Poccuiickoit ®enepanmm. DopMHpOBaHKE PEIHKA
TpyAa. Ilonatne u (opMmel 3amHsaTOCTH. IIpaBa rpaxnan u rapantus rocynapcrea B o0JiacTu
3aHATOCTH. MUHMMANBHBIA  TPOKHTOUHBIH YPOBCHB,  TapaHTHPYEMBIH  TOCYIapCTBOM.
Hunexcanus noxoos.

HesrensHOCTE TpenmpHATHS B cHCTeMe XO35HCTBEHHOTO MEXaHMW3Ma. Ilpeanpustie u ero
OPraHM3alMOHHAs CTPYKTypa. OCHOBHBIE NPHHIMILI €ro 9KOHOMMYECKOH [eATeIbHOCTH.
OYHKIIMOHAIBHBIH IIOIXO1 K OIPENCTICHUIO COCTaBa CITyK0 U NIOApasACNCHUI NIPEIPHSTHIA,
DUHAHCHI NPEAMPHSTHS. Ctpykrypa QunaHCOBOH HesTenbHOCTH npennpustus. Ilnanuposanue
(unaHcoBOM nesTensHOCTH IpeanpusaTHsa. CeGecToMMOCT M HPHOBLTE. @®opMHpOBaHHE H
HCronb30BaHue HoHMOB npeanpuaTus. CHcTeMa Oyxranrepckoro ydera u oryetHocTH. [TOHSTHE
0 OyXranrepckoM OallaHCE M ero CTarhbsx. JIOKyMEHTEI, Texuuka yuera m hopmer
Oyxrantepckoro ydera. OpraHusarms Oyxranrepckoro yyera TOCYAapCTBEHHBIX, YaCTHBIX H
HETOCY/IapCTBEHHBIX ITPEANPHITHIA.

Opranusanus oniats Tpyza. CyIHOCTE B OCHOBHBIE IPHHIHIEI OIIATE! Tpyna. DopMupoBanue
(ona norpebnenns na TIPCIIIPHATHH | €TO MCHONIb30BaHKE. B3aMMOCBS3E HATOroo6I0KeHs
IPHOBUIA M CPECTB, HAIIPABISIEMBIX Ha omnary Tpyna. Hamoroo6moxenne sapmars: u 10xo108
HaceneHus. Jlekmapanus 10Xomos.

Tema 1.2. lenoBasn KyJbTypa

ObIfast XapaKkTepucTuka npogeccuu «Cer_eTapb-aﬂMHHHcg)aTo )». JTHKA JEI0BOr0 OOIIEHHS.

s0AIAOAD Yo 1o Yo 3 t»Ué U%ts °
STquCKaH, 3CTETHYECKas uU opI“aHI/I%ﬁﬁHOHHaH Kyﬂ;,"ﬁ}pp@,”b eS| HOHSATHE 0 Ky ABTYpE U ee ponu

B obmectse. [lonaTue 0 genoBoit kyapType. Obmee. THE Q ¥uH,, CYIHOCTE KYIBTYDEL
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oOmenns. Ocretnka. OGNACTH 3CTETHUECKOH NesTeNbHOCTH YCIOBEKA. DCTETHYECKHH BKYC.
Otnka. [loBeneHne dYenoBeka, mpaBuna u HOPMEL. HpascTBenHBIC TpeGoBamms k
NPO(ECCHOHATBHOMY OBEAECHHIO: BEKIIABOCTD, TaKTHIHOCTb, IOOPOXKENAaTeNBHOCTE | JIp.
Oruker. Cheps! neiicTBES ITHKETA.

OcHoBBI TicHXONMOrUM O6GmIeHHS. [ICHXONOrHUYeCKHe IPOLECCHI:  OLIyIIEHHEe, BOCIPHATHE,
BOOOpaXKeHHE, MBIIUICHHE, SMOIHME, UyBCTBA, BOJS. [ICHXUYECKHe CBOMCTBA: TEMIIEPaMEHT,
XapaKTep; MX BHAbI U 0cOGeHHOCTH. Onpelenenue TeMIepaMenTa u XapakTepa 4eoBeKa 110 ero
BHEIIHeMY BuAy. Ilcnxuyeckue cocTosHms yenosexa: Goxpocts, YCTaIOCTh, YIOBIETBOPEHHOCTD,
aKTHBHOCTD U [JIp., UX BIHAHUE HA TIPOLIECC OOIIECHHS.

Tcuxonornyeckue OCHOBEI O6meHHs. YpOBHH OBMICHHS: IPUMHTHBHBIH, MaHUITYIATHBHEII,
CTaHIAPTU30BaHHBIA, MIPOBOM, JETOBOM, JYXOBHBLL, UX XapakrepucTuka. Pons ncuxonoruu B
TIOBBIICHUK  KyIbTYphl — oOmienus.  JImgHocTh;  mpomece bopmupoBanus  THUHOCTH.
IIpodeccuonanbras HanpaBlIeHHOCTD JTHYHOCTH. 3aBHCHMOCTE NpO(eCCHOHANBHEIX KAYeCTB OT
TICHXHICCKAX CBOMCTB JIMYHOCTH. XapaKTEPUCTHKA MIPOLECCa AeOBOTO (npodeccronansHoOro)
OOIIEHHS C NCHXONOTMYEcKO TOuKM 3peHHs. KOHTakT B OOIIEHNH; 3HAYEHHE YCTAHOBJIEHUS
KOHTAaKTa B IEJIOBOM OOIIEHUH.

IIpuMepEI ydyeta IICHX0JIOTHYECKHX aCIeKTOB B IPO(ECCHOHAIBHOM IEI0BOM OGIIEHHH

Kymerypa ofmenns B mpodeccronansuoi chepe. Kommynukamus. Cpencrsa BepOaIbHOTO
obmenus. HeBepGansuble cpencTsa o6menns. DTHKET B AenoBoM obmennn. CTuam oOmeHuHs.
OCHOBHEIE TIpaBHIA TOBEJEHYECKOTO 3THKETA: NPUBETCTBUS, 3HAKOMCTBA ¥ 1p. HopMmer
OTHONICHUH B KOJUIeKTHBE. OTHOLICHHS DPYKOBOIMTENS M IIOTUHHEHHBIX. MexmuaHoCTHEIE
KOHTaKTEl. OpraHu3aiius 1eJI0BEIX KOHTAKTOB

Wmumpx. CocTasiisiione HMHIDKA: BHEITHHH 00JIMK, MaHEPHI TIOBE/IEHHS, pe4b, YMEHHE 00Imarses
¢ moxpMu. COCTaBISIONIME BHEWUIHETO OGNHKA JENOBOTO YelOBEKA: KOCTIOM, IIpHYECKa,
axkceccyapsl, MakusDk. OcaHka, MOX0Ka, JKeCThI

KondmukTel, mx npuummer; crpaterns mosemenus. [ICHXOTOTHS KOH(IMKTA: onpeneneHune
KOH(IMKTA, THIBI KOH(JIUKTOB, KOH(IMKTOrEHBI, BO3HHKHOBEHHE KOH(IUKTA, HPUYMHBI H
HOCHE/ICTBHA  KOH(GIMKTOB, CTaaMH KOH(IHKTA, KOHCTPYKTHBHBIC CHOCOOBI paspelieHus
KOoHQuKTOB. CTHIL TNOBEIEHHS B KOHQUIMKTHOM CHTyauuu: CTpaTerdd IOBEICHHA B
KOHQIMKTHOH  cHTyamuu  (COTpyIHHYECTBO, KOMIIDOMMCC, ~ CONEPHHYECTBO, H30eranmue,
NPHUCIIOCOOJIEHHE); KOJEKC IIOBEeHHs B konbmukre. [Teuxonoruyeckuii anamms KOH()JIMKTOB:
QITOPHTM Pa3pPEIICHUs CHTYaIUi U KOH(IUKTOB

Kynsrypa peun. OcHoBHBIE TpeGoBaHUS K pedn: TOH, apTHKYJLLHUS, IPOU3HOIIEHHE, TPOMKOCTb,
TOYHOCTH B 0AOOpE C/10B. PedeBoil TuKeT B [EN0BOM OBIIEHHH. DIeMEHTE] PEYEBOT0 ITHKETA:
opMmBI 00LIeHHS, H3TOKEHHE TIPOCKO, BBIpaKEHHS NPH3HATENBHOCTH, CIIOCOOB! apryMEHTAIHH B
JENIOBBIX CUTYAIIHSIX U JIp.

TexHuka MOBENCHHS M ITHKET IETOBOM OecesInl. CymHocts menoBoit Gecempl. Bumpr Oecep.
Ioaroroska Gecensl. CTpyKTypa menoBoit GecesL. Merozibl, HCIIONB3YeMBIE HA PasHBIX HTanax
AeI0BOM Oecenbl. DTHKET Je10B0# Gece bl

Tema 1.3. Uudopmanuonnbie TeXHo10run

CoBpemeHHbIe HH(OPMANMOHHBIE TexXHONOrMH. [lOHSTHE HHQOPMALMOHHBIX  TEXHOJIOTHIA.,

CHOBHBIC HANDABNCHHUA HX Pa3BUTHA. [IPHMECHEHHE KOMIBIOTEPHBIX TEXHONOIHI B PasHBIX
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Onepanuonnas cucrema Windows. T paduyecknit nomb3oBaTe LCKMIL uHTepdeiic: obmme
TOHATHS. 3allyCK M 3aBepiieHue paboter Windows. PaGorta c OKHaMH. M3MeHeHMe BHemmero
opopmrerns Windows. Ipuknaguste  mporpammsr, lporpamma TIpoBoamuk'. daiim "
AOKYMEHTBL. Pabota ¢ Qaiimamu w mamkang Opranusauus cuctemp XpaHeHus (aiios-
AOKyMeHToB. Hactpoiika paGouero croa. CnpaBounas cucrema, VYipasnenue ONEPANHOHHOH
CHCTEMOIA.

[Iporpamma g CKaHHPOBaHHA  JOKYMEHTOB, Ckanupopanue AOKymMeHTa.  Omneparus
CETMEHTHPOBaHus. PacriosnaBanme Texcra, IIpeoGpazoBanue HOKYMEHTa B Ipyroii Gopmar.
Pabora B cetn Internet. HporpaMMLI-6pay3epH: Internet Explorer. ITouckogsie CHCTEMBI.

[Ipremer 1 MeTo eI PadoTEI cO CKATBIMH MAHHBIMM, Teopernueckue ocuoBEI Cikarus JAHHBIX:
OBBEKTBI CiKaTHs, 06paTHMOCTD CHKATHA, aNrOPUTMBI CxkaThs. [TporpamMmubie CPeJICTBA CHKATHS
AQHHBIX: 0A30BBIE H JONOJIHUTEIBHLIE TpeOOBaHUA K JmcreTdepam apxuBoB. IIporpammugie
CPeACTBA  YNIOTHEHHS HOCHTENeH: TCOPETHICCKHE OCHOBEI, MpaKTHYecKas peanu3anus
KOHICIIHH YIUIOTHEHHS TUCKOB, Le1€C000PasHOCTD YITOTHEH)S HOCHTe e}

Cosnanne ny6nukanmit u Web-ctpannn ¢ momompbio MS Pablisher. 3anyck u IapamMeTphl.
Cosnanne ny6nukammu. PaGora c TeKkCToM. Pabota ¢ pucynkamu u o0BeKkTamu. Memonszosanue
MS Pablisher npu paGore s Hureprere (cozmanme u paspaborka Web-ctparun, scraska
THIEPCCBIIOK, Hcnonb3oBanne Web-dopm).

OcHOBEI rHTEpTeKCTORO PasMeTku nokymeHnrta. ['mmeprexcropas Pa3sMeTKa MOKYMEHTa, S3BIK
HTML. IlBer Texcra, mser hoHa, pacmonoxenue Texcra Ha CTpanuue. Pasmep, nauepranme
mpudra. Beraska rpapuyecknx o0beKTOB. TekcT u KapTHHKa Ha cTpaHune. Beraska

IIpakTHyeckne 3ansTus

Texuonorns 06paborku TexcroBoii HH(pOpManun (TekcToBbIit Tiponeccop Microsoft Word).
Okpan Word. Menio u cucrema Komann. Co3madme HOBOroO AoKyMeHTa. Penaktuporanme Tekcra,
KonrtexcTHeli momck u 3amena, Pacnonoxkenne Texcra ma HECKOJIBKHX YPOBHSX CTPOKH.
Marematuyeckue cumBonel, Beraska CHMBOJIOB M CHELHAJIBHBEIX CHMBOJIOB, Coxpanenne u
OTKpBITHE HoKymeHTa. [IpoBepka opporpadun u rpammarTHkm. PexuMel  npencrasnenns
JOKYMCHTOB Ha 3KpaHe. YCTaHOBKA apamMeTpoB cTpamunbl. Ilpudrel, rpanums u sammsxa,
Orerynet u BeIpasuuBaHwe. TTo3mmuu TaOyJISIMUE ¥ MEKCTPOYHEBIE HHTCpBalbl. MapkupoBanusie
H HYMEPOBaHHEIE CIUCKH. Pactonoxenue Texcra KoJonkamu. CHOCKH W npuMmeuanus. PaGora ¢
Tabnunamu. Jo6asnenne rpaQuky K AOKyMeHTy. Pasnensl, crpaHumer u KOJIOHTHTYJIBL.
Ornapnenwue, cucku. Crumi u pabota ¢ Humu. [Tprmenenne aBTOMAaTHYECKOr0 (hopMaTHpoRaHus
K nokymeHnty. Pabora ¢ Heckompkumm AOKYMEHTaMu. Iledars NOKYyMeHTOB, mochuika taxcos.
Cosnanme Haknmeek w mewats anpecoB Ha KoHBepraX. CepmiiHble JOKyMeHTHI. PaBora ¢
mabnonamu. Coszjanue u HCTIONB30BaHHE (GopM. JIOKYMEHTBI CITHSHIUS, JlononauTe TEHEBIE
BO3MOXXHOCTH MS Word. Beraska THIIEPCCHIIOK.

Texnonorns o6paGoTku rpadudeckoit uHGOpMaImy. Pactposas u BexTopHas rpaduxa. Cozganue
H PCaKTHpOBaHHE H300paKCHHMI B PacTpoBOM H BEKTOPHOM penakTope. OkHO TIPOrpaMMEL.
ATpuGYTHl M306paXKeHHs. Ha6op wunctpymenTos. Iamutpa useror. PaGora c thparmenTanmu

——m3obpaxenmt. BBox Tekcta, Chcrena ABTOMATH3UPOBAHHOTO HJJOG(IJ(’IHLIJ)O/B‘/E[HHH KOMIIAC 3D.
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obbexrax 3T, crnocobbl BEIEICHNS o6sextoB OT). Jlansle, XpaHsmuecs B o0bektax T (THibl
AaHHBIX, GyHKIME H bopmyisr). Beox n TIpaBka NaHHBIX. Tunoskle mefictBus Hax o6bexTamy,
Co3nanue, pPeNaKkTHpOBaHue TabIIMYHOrO AOKYMEHTa M coxpaHeHue aitnos paboueil KHHTH.
O1xpeiTHe, moOMCK W 3akpeITHE Qaitnor paboueit kuurH. ®opmatHpoBanue TabaHUHOrO
AoKyMeHTa. Co3nanMe M KONHpOBaHHe hopmyn B TaGmmunoM AOKyMeHTe. OyHKIMH
(MaTemaTHyecKme, orHYecKue, CTATHCTUYMECKHE, NaThl M BPEMEHH, TEKCTOBEIE). AHATH3 W
00paboTKa JaHHEBIX. DopMaTHPOBAHUE YHCIIEHHBIX BEIHYHH. W3menenue BHemHEr0 BHIA TekcTa,
Hcnonesopanue o6pamneHus u 3ateHenns.

Cucrema ynpasienns 6asamMu naHHBX Microsoft Access. ITpencrasienue o 6aze AaHHeIX H CYBJ]
(OCHOBHBIE TOHATHS Ga3bI MaHHbX, CYBJ] Access u ee uHTep(eiic). 3amyck u 3aBepuieHue
paboTel Access. DeMeHTHI 9KkpaHa. HMHCTpymeHTHI cHeTeMmBr yupaBlieHHs: 0azoif [aHHBIX.
Cosnanme, coxpanenune u sakpeitie b/, OTkpsITHE CymecTBYIOMMX BJI. Co3nanve TaGmmm 62351
AGHHBIX H MOCIEAYIOIIECE U3MEHEeH e, BBo T aHHEIX.

®opmarupoBanne Tabmuubsl.  Ilomck NaHHbIX. COPTHPOBKA H HCIOIB30BAHME ¢GHIBTPOB.
Opranusamnms cessei Mexy Tabminamu. Co3aHHe W M3MeHeHue (opm. 3anpockr: monsTHE M
OCHOBHBIE BH/BL. Co3maHHE W H3IMEeHEeHHe 3anpocoB. CosnaHme oTY4eTa W W3MeHeHHe ero
BHeIHero Buza. [louroBsie Hakmeiiku. [TeyaTs 0TUETOR. Hurerpanus noxymenTos, cozmansex s
PasJIMYHBIX NIPHKIANHBIX cpenax. Beraska rumepecsuiok.

ABTOMAaTH3HPOBAHHEII TepeBo JOKYMEHTOB.

Cosnanue mpesenTanmii B cpene PowerPoint. [lpencrasienue o Power Point. Q6bexr
npunokenus Power Point, samyck wu HacTpolka mnpuinoxenns Power Point. Cosmamue
lpeseHTauuu. JloGasnenue s¢p¢dekToB MynsTHMEIHA. Cosnanne mnpesenrtamun, cocrosmed us
HECKOJIBKHX ClIaliIoB. PaGoTa ¢ copThpoBImKOM craiios. Cosnanme ynpaisromumx KHOmox

CamocrosiTenbHas padora

Cospanue npesenranmii B cpese PowerPoint. Cospanue npesenTanmy, COCTOAIIEH H3 HECKONBKIX
CrnainoB. PaboTa ¢ CopTUPOBIMKOM ClaiioB. Co3szanne yrpaBnsrommx KHOMoK.

Cucrema snexTporHOM moutsr Outlook Express. Pabota ¢ mouroit. Ucnonssosanue azpecHoit
kHurd. Co3[aHWe IOYTOBBIX COOOmEHHi. Berapka 00BEKTOB B coOOMmeHHs. VYcTanoBka
T1apaMeTpoB JICKTPOHHOH MOUTHL. OpraHU3aMs OTIPABISEMBIX 1 IIOJIy9aE€MbIX COOOIIEHHIA.

Tema 1.4. OcHoBBI perakTHpOBaHAS JNOKYMEHTOB

OcHoBHBIE TOIOKEHHS CTHITHCTHKH, JIEKCHKH ¥ (paseonorun. Beenernue. 3anaun IpeaMeTa;
Cro conepxaHue. 3HAYEHHE MPEAMETa IS OBIANCHHUS npopeccuit. [lonstue o NIPaKTUYECKO
CTHIIUCTHKE. OCHOBHBIE pa3lelibl TEOPHH PEIaKTHPOBaHUS. OCOOEHHOCTH OCHOBHEIX paszielion
HayKd 0 A3bike. COBpPEMEHHEBIH pyccKumii JHTEpaTypHbId 361K, O6lIee moHsTHE 0 COBPEMEHHOM
PYCCKOM JIMTEPATYPHOM si3bike. CTHIH COBpeMEHHOTo pycckoro s3eika. Jlexcuka u ppazeonorus.
Iaponumer. Ilepudpasel. CHHOHEMBL OMOHHMEL AuTonuMEL IIneonasmer. TaBTOTOTHH.
CMBIC/IOBOH M CTHIIHCTHYECKMiIT 0TOOp JIEKCHYECKHX cpencTs. OmmMOKH B JIeJIOBOM CTHIIE,
CBA3AHHLIC ¢ MHOTO3HAYHOCTHIO CI0Ba. Ppa3eonorus B Ae/0BON peun. Omubku, cBA3aHHEBIE ¢
ynorpedienneM (bpaBGOJIOFI/I‘-IeCKHX 0060poToB B nenoBoit peuyn.CreumancHas —jexenka

Tepmunonorus. Ionsrue o TEPMHHAX 1 Té%p&\agnﬂon%rgg}% CW fepexoza TEPMHHOB B Pa3psIbl
KHIOKHBIX CJIOB. TepMHHOJIOTHS JIe/I0BOM peuw. Hpasonmcanue! Tepuiros) FnotpebigeMpx B
. LACNOBOM  peun. EQ@%%W&?QW%%@%W@ /ONpenenenre  pdUIEATLHO-TETOBOTO (*CTH IS,
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