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1. IACIIOPT PABOYEH NPOT'PAMMBI
MNPO®ECCHUOHAJIBHOI'O MOAYJIA

Opraﬂmaunonﬂaﬂ JCATECJIBbHOCTD

1.1. Ob6aacTh NpUMeHEeHHUs TPOTPAMMBbI

Pabouas mporpamma mnpodeccuoHanbHOr0 MOIyJs (#anee pabouas mporpaMma) — sIBISIETCA
4acThl0 pabodeil OCHOBHOM MpodeccHoHaNbHOM 00pa3oBaTeNbHOM MPOrpaMMmbl B COOTBETCTBHU C
OI'OC no npodeccun CIIO 46.01.01 «Cexperapb» B 4aCTH OCBOEHMSI OCHOBHOT'O BHa Ipodeccuo-
HanpHOU nestenbHOcTH (BII/]): Opranum3anMoHHasi AesiTeIbHOCTh U COOTBETCTBYIOIIMX Mpodec-
cuoHanbHbIX KomnereHuuit (I1K):

1. KoopaunupoBatb paboTy opuca (IpueMHOI pyKOBOJUTENS), OPraHU30BbIBATH IPUEM IOCe-
TUTEJEH.

2. Ocy1ecTBiIATh TeaePOHHOE 00CIyKMBAaHHUE, IPUHUMATh U NepeaaBaTh (PaKCUMHUIIbHBIE CO-
o01IeHusl.

3. OcyuiecTBasATh paboTy MO MOATOTOBKE M IMPOBEICHUIO COBELIAHWH, 3acelaHHi, JEeIOBbIX
BCTpEY, IPUEMOB U TPE3ECHTAIINH.

4. OcyuecTBasATh MOATOTOBKY JEJIOBBIX MOE3A0K (KOMaHIMPOBOK) PYKOBOIMTENS U JPYTUX
COTPYAHHUKOB OpPTaHU3AIHH.

5. Opranu3oBbIBaTh paboyee MECTO CeKpeTapsi U pyKOBOIUTEIIS.

PabGouas mnporpamma npodecCHOHAIBLHOIO MOJIYJS MOXET ObIThb HCIIOJNB30BaHa B
JONOJTHUTEIBHOM TNPO(GECCHOHAIFHOM O0pa30BaHUM CIEIHAINCTOB B O0JIACTH JIOKYMEHTOBEIICHHS,
IpU HAIUYUM CpeiHero (MOJHOro) obuiero o0pa3oBaHust U OCHOBHOTO oO1iero obpa3oBaHus. OnbIT
paboThl He TpebyeTcs.

1.2. llesan 1 3aaa4u MOAYJISI — TPEOOBAHMSI K Pe3yJbTaTaM O0CBOEHHSI MOIYJIsl

C uenplo OBIAJEeHUS YKa3aHHBIM BHJIOM MPOGECCHOHATBHON JeSTEIbHOCTH U COOTBETCTBYIO-
MIMMHU TIPOPECCUOHATBHBIMU KOMITETEHIIUAMHU O0YUYaIOMIMKCS B XOA€ OCBOCHUS MPOPECCHOHATHLHOTO
MOJTYJISI TOJIKEH:

HMeTh NPAKTHYECKUH ONBIT:
®  ICIIOJIb30BAHMS OPTaHU3ANMOHHON TEXHHUKH sl oOecredeHus mpodeCcCHOHATBHON e TeNbHO-
CTH;
® y4YacTHA B MMOJATOTOBKE U MPOBEJCHUH JIETOBBIX MEPOIPHUATHIA, TpHeMa MOCETUTENEH;
e BeneHUs TeneoHHOro 00CTyKUBaHUA, TpUEeMa U Tiepenadyn nHpopMaluu 1o dakcy;

yMeThb:

® OpraHM30BBIBATH paboyee MECTO CEKPETaps U PyKOBOJIUTENS C yUETOM TpeOOBaHMUI;

®  BBINOJIHATh TEXHUUECKUE (YHKIUU CEKpeTaps 1Mo 00ecleyeHn o U 00CITyKMBaHUIO paboThI py-
KOBOJMTENS OPTaHU3aLUH, IOAPA3ACICHUS;
M0JIb30BaThCsl HOPMAaTUBHBIMU JJOKYMEHTaMH, perilaMeHTUPYIOLUIMMH paboTy cekpeTaps;
OpPraHM30BBIBATH IPUEM ITOCETUTENIEH, MCIIOIb30BAaTh BU3UTHBIE KapTOYKHA IIPU OPraHHU3aLUN
[IpyueMa IOCETUTEIICH;
OCYUIECTBJISATh MOJATOTOBKY JEJIOBBIX MOE3J0K (KOMaHAMPOBOK) PYKOBOJIUTENS U APYTUX CO-
TPYZHUKOB OPraHU3ALINH;
palMOHAIBHO OPraHU30BBIBATH pabouee MecTo;
cobummo1aTh TpeOoBaHUs O€30MaCHOCTH TPY1a CEKpeTaps;
IPOBOJIUTH MOJTOTOBKY M 00CTYKMBAHHUE COBEIIIAHUHN U 3aCE€AaHUN PyKOBOJUTEIS;
BECTH Tesie(hOHHOE OOCTyKHBAaHUE, IPUHUMATh M OTIIPABIISATH COOOIICHUS, NEepelaBacMble 110

bakcy;
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UCIIOJIb30BaTh KOMITBIOTEPHBIE TEXHOJIOTHH B CEKPETAPCKOM OOCITYKUBAHHH;
UCIIOJIb30BaTh CETEBbIE MHPOPMALIMOHHBIE PECYPCHI;
oOecrneynBaTh Kaue€CTBO BBIIOJIHAEMBIX paboT;

HOPMATUBHBIC JTOKYMEHTBI, pETJIaMEHTHPYIONINE ACSITEILHOCTh CEKpeTaps (OKHOCTHYIO WH-
CTPYKIIHIO);

MPUHIIUIBI OPTaHU3alMU U BUABI pabOT MO 0€3I0KyMEHTHOMY OOCIY>KHBAaHUIO PaOOThI PYKO-
BOJIUTEIIS;

OCHOBBI TUITAHUPOBAHUS PabOTHI CEKpETaps;

npaBUiIa BEJCHHUS JCJI0BOTO Pa3roBopa;

npaBuiIa TeaePOHHOTO 00CITy)KUBaHUS, IPHEMa U repenadn nHdopmaiuu mo dakcy;
00513aHHOCTH CEKpeTaps MO MOJATOTOBKE IpUeMa MOCETUTENEH;

IpaBuJia OJATOTOBKU U OOCITYy)KHBaHHsI COBEIIAHUIA, 3aCeaHHIi;

00SI3aHHOCTH CEKpeTaps MO MOJATOTOBKE JENOBBIX MOE3A0K (KOMaHIUPOBOK) PYKOBOAUTENS U
JIPYTHX COTPYTHUKOB OPTaHHU3AIINH;

TpeOOBaHUs K 00ECIIEYCHUIO OE30MTaCHOCTH TPY/Ia CEKpeTaps;

OCHOBBI HH(POPMAITMOHHBIX TEXHOJIOTUH B MPO(HECCHOHAIBHON ACITEITBHOCTH

1.3. Kosiu4ecTBO 4acoB HA 0CBOEHHE MPOrpaMMbl NPo¢eCCHOHATBHOI0 MOLYJIA:

Bcero — 348yacos, B TOM 4YHCIIE:
MaKCUMaJIbHON y4eOHOU Harpy3ku oOyuarorierocsi—168 yacos, BKIIoUas:
00s3aTeNbHOM ayIUTOpHOM yueOHON Harpy3ku oOywatromierocsi— 114 gacos (nuddepeHuupoBaHHbIiM

3a4CT —

2 ceMecTp);

CaMOCTOSITEIbHON paboThl 00ydaromierocs: — 54 Jaca;

y4eOHOM U TPOU3BOJCTBEHHON MPAaKTHUKU—180 yacoB:

y4eOHOI MpakTHK — 72 yacoB (quddepeHIpoBaHHbIN 3a4eT — 2 CEMECT));
IPOM3BOJICTBEHHOM MpakTuku — 108 yacoB (nu¢hepeHupoBaHHbIi 3a4eT — 2 ceMecTp);
KBanmdukannoHHbIH SK3aMeH 110 TPo(ecCHOHATBEHOMY MOIYIIO — 2 CEMECTp



2. PE3YJIBTATBI OCBOEHUA ITPO®ECCHOHAJBHOI'O MOAYJIA

PesynbraToM  OCBOEHHsSI TpOrpaMMbl  MPO(GECCHOHAIBHOTO  MOXYJISL  SIBISIETCS  OBJIAJICHHE
o0yyaromuMucss  BUJIOM  MpO(EeCcCHOHATBHOW  JAEATENbHOCTH  CEeKpeTapb, B TOM  YHCIe
npodeccronanbapME (I1K) n 06mmmu (OK) kommereHImsIMu:

Kon HaumeHoBaHue pe3yJibTaTa 00y4yeHHust

K 2.1. Koopaunuposats paboty oduca (mpueMHOl pyKOBOIUTEINS), OPraHU30BHIBATH MPHUEM
ITOCETUTENEH.

K 2.2. OcymiecTBiATh TenepoHHOE 00CITy)KUBAaHHE, TPUHUMATh U NIepeaaBaTh (GaKCUMIIbHbIC
CO00IIeHU.

IK 2.3. OcyuiecTBisITh pabOTy MO MOArOTOBKE M IPOBEACHUIO COBELIaHWM, 3aceqaHuid, aeio-
BBIX BCTpeY, IPUEMOB U MPE3CHTAIIUH.

TIK 2.4. OcymiecTBISTh MOATOTOBKY JIEJIOBBIX MOE3/10K (KOMaHIUPOBOK) PYKOBOJIUTENS U JPY-
T'MX COTPYJHUKOB OpraHU3aIHH.

1K 2.5. Opraan3oBbIBaTh pabodyee MECTO CEKpeTaps U PYKOBOIUTEIIS.

OK 1. [ToHnMaTh CyIIHOCTh M COLMAJIBHYIO 3HAYMMOCTh CBOCH Oymyiei nmpodeccuu, mposiB-
JIATh K HEW YCTOMYMBBIM MHTEpEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JESTEIBHOCTh, UCXO/I U3 LIEJIH U CIIOCOOOB €€ JIOCTH-
KEHUsI, ONPEJECIECHHBIX PYKOBOAUTEIIEM.

OK 3. AHanmM3upoBaTh pabOUyl0 CUTYAIMIO, OCYIIECTBIATh TEKYIIHH U UTOTOBBIH KOHTPOJIb,

OIICHKY W KOPPEKIMI0 COOCTBEHHOW JEATeThHOCTH, HECTH OTBETCTBEHHOCTH 3a
pe3yNbTaThl CBOEH pabOTHI.

OK 4. OcyuecTBiIsITh NOUCK MH(pOpMaLUK, HEOOX0IUMOM Ui 3¢ (EKTUBHOIO BBITOJIHEHUS
npodecCHOHATBHBIX 33/1a4.

OK 5. Hcnons3oBath MH(}OPMallMOHHO-KOMMYHHUKAIIUOHHBIE TEXHOJIOTUH B
npoecCHOHATLHON IEATEIbHOCTH.

OK 6. Hcnons3oBate MH(}OPMallMOHHO-KOMMYHHUKAIIUOHHBIE TEXHOJIOTUH B
npodecCUOHATLHON IEATEIbHOCTH.

OK 7. VcnonHATh BOMHCKYIO OOS3aHHOCTb, B TOM YHCJIE€ C HPUMEHEHHEM IOJyUYEHHBIX

npoeCCUOHATBHBIX 3HAHUH (1151 IOHOLIEH).

OK 8. Co0:roaTh 1€10BOM 3TUKET, KyJIbTYypy U IMCHUXOJIOTHYECKHE OCHOBBI OOIEHHS, HOPMBI
Y TIpaBUJIa TIOBEJIEHUS; UCTIOIb30BaTh METObI U CPEJCTBA JIETOBOTO OOIICHHUS.

OK 9. CamocCTOATeNbHO ONpeAeNaTh 3aa4d NPOPEeCCHOHATBHOTO M JTMYHOCTHOTO Pa3BHUTHS,
3aHMMaThCS CaMOOOpa30BaHNEM, OCO3HAHHO TUIAHUPOBATH MOBBIIICHUE KBATH(DUKAIIH.

OK 10. CobmronaTth TpeOoBaHUs 0€30MACHOCTH TPY/Ia, MOKAPHOW O€30MacHOCTH, CAHUTAPUU U
TUTHUEHBI, OXPaHbl TPYAa.

JP 1 Oco3Haromuii ceds rpakJaHUHOM U 3allITUTHUKOM BEJIMKOM CTPaHbI.

JIP 2 [IposBistOIIN AKTUBHYO IPAXKJAHCKYIO IMO3ULUIO, IEMOHCTPUPYIOLUI ITPUBEPIKEH-
HOCTb IIPUHIIMIIAM YE€CTHOCTH, OPATOYHOCTH, OTKPBITOCTH, SJKOHOMUYECKH aKTUBHBIN
Y YYaCTBYIOIIUI B CTYJJ€HYECKOM U TEPPUTOPUAILHOM CaMOYIIPaBJICHUH, B TOM YHCIIE
Ha YCJIOBHSIX J10OPOBOJIbYECTBA, MPOIYKTHUBHO B3aUMOACHCTBYIOIIUI U yYaCTBYIOIINN B
JeSITEIbHOCTH OOIIECTBEHHBIX OPraHU3aluil.

JIP 3 Cobmrogaronuiit HOpMbI TPABOTIOPSIKA, CACAYIOIMINM U IeajiaM TPaXKJaHCKOTO 00IIecTBa,
obecrieueHus: 6€30MaCHOCTH, TIPaB ¥ cBOOO rpaxknaH Poccun. JIOsUTbHBIN K yCTaHOB-




KaM U IPOSIBJICHUSAM MPEACTaBUTENEH CyOKYJIbTYp, OTIMYAIOLIUI UX OT IPyHI C JECT-
PYKTHBHBIM U I€BUAHTHBIM NOBEJCHUEM. [IeMOHCTPUPYIOIIMI HENPUIATHE U TIPELY-
IPEXIAIOUINNA COLMAIBHO ONACHOE MOBEIECHHE OKPY KAIOLIMX.

JIP 4

[IposBistroImINiA U JEMOHCTPUPYIOLIMK YBAXKEHUE K JIFOAAM TPyAa, OCO3HAIOIINN LEH-
HOCTBh COOCTBEHHOTO Tpyaa. CTpemsmuiics K GOpMUPOBAHHUIO B CETEBOU Cpee JINIHO-
CTHO ¥ TPO(ECCHOHATHHOTO KOHCTPYKTUBHOTO «IIU(POBOTO CIIEIAY.

JP 5

JIeMOHCTpUPYIOLIUI IPUBEPKEHHOCTD K POAHOU KYJIBTYPE, HCTOPUUECKOU ITaMATH Ha
ocHoBe J100BH K PoiHe, pojHOMY Hapoay, Majloil poJiuHe, MIPUHATHIO TPAIUIIMOHHBIX
LIEHHOCTE! MHOTOHAaLMOHAIbHOI0 Hapoaa Poccuu.

JP 6

HpOfIBJ’IHI-OH_II/Iﬁ YBa’XXCHHUEC K JTOOAM CTapUIETO IIOKOJCHUA U TOTOBHOCTD K YYaCTHIO B
COLIMAJIbHOM MOoAACPIKKE U BOJIOHTCPCKUX JIBUKCHUAX.

JP 7

Oco3Haronuii MPUOPUTETHYIO HEHHOCTh JIMYHOCTH YEJIOBEKA; yBaXKatOIUH COOCTBEH-
HYIO M Yy>KyI0 YHUKAIILHOCTh B Pa3JIMYHbIX CUTYallUsAX, BO BceX (popmax U BUAAX Aes-
TEIBLHOCTH.

JIP 8

[IposiBnsromni U JEMOHCTPUPYIOLIUHN YBAXKEHUE K IIPEACTABUTEISIM PA3IIMYHbBIX 3THO-
KYyJIbTYpPHBIX, COLMAJIBHBIX, KOH()ECCUOHAIBHBIX U MHBIX Ipynil. COpUYacTHBIN K CO-
XPaHECHUIO, IIPEYMHOKEHUIO U TPAHCIIILIUU KYJIbTYPHBIX TPAJAULIMNM U LICHHOCTEH MHO-
TOHALMOHAJILHOI'O POCCUIMCKOI0 rOCY1apCTBa.

JP9

Coburogaronuii ¥ mpornarasAupyOMNNA MTpaBuiia 310pOBOro U 6e30macHoro odpasa
JKU3HU, CIIOPTA; MPEAYNPEKIAONIHIA TUO0 MPeoI0IeBAIOIINI 3aBHCUMOCTH OT aJIKOT0-
JIA, Ta6aKa, MCUXOAKTUBHBIX BCIICCTB, A3apPTHLIX UI'Pp U T.I. COXpaHSIIOH_II/Iﬁ IICUXOJIOI'U-
YECKYI0 YCTOWYMBOCTh B CUTYaTHBHO CIIOKHBIX MJIH CTPEMHUTEIFHO MEHSFOIIUXCS CH-
TyalusX.

JIP 10

3aboTsmuiics o 3alIUTe OKPYKArOIIel Cpeibl, COOCTBEHHOU U 4y»KOi 0€30MacHOCTH, B
TOM YHCJIe IU(PPOBOH.

JP 11

[IposBnstonuii yBakeHHe K 3CTETUYECKUM IIEHHOCTSIM, 00JIaJaloNINii OCHOBAMH ACTe-
THUYECKOM KYJIbTYPBI.

JIP 12

[TpuHnMaronuii ceMeiHble HEHHOCTH, TOTOBBIN K CO3JaHUIO CEMbHU U BOCITUTAHUIO JIE-
TeW; AEMOHCTPUPYIOIIUM HENPHUSATHUE HACUIIUS B CEMbE, YX0/1a OT POJAUTEIHCKOM OTBET-
CTBEHHOCTH, OTKa3a OT OTHOIIEHHUI CO CBOMMHU JIETbMHU U UX (PUHAHCOBOTO COJIepKa-
HUSL.

JINYHOCTHBIE Pe3yJIbTAThI

peanqu3sani nporpamMmbl BOCIIMTAHHSA, ONMPEACJICHHBIC OTPaCJI€BbIMHA Tp@ﬁOBaHI/IﬂMI/I K AeJ10-
BbIM KadeCTBaM JIMYHOCTH

JIP 13

I[CMOHCTpI/Ip}/'IOH_[I/Iﬁ TOTOBHOCTB U CIIOCOOHOCTH BECTHU Auainor ¢ ApyrumMu JroaAbMU,
JOCTUTaTh B HEM B3aMMOIIOHHMMAaHMsA, HAaXOAUTH O6HII/IC eI U COTPpYAHUYATD IJId UX
JOCTHIKCHHUS B HpO(beCCHOHaHBHOﬁ JACATCIIBHOCTH

JIP 14

[IposBrstonInii CO3HATETFHOE OTHOIICHHE K HEMIPEPHIBHOMY 00Pa30BaHUIO KaK yCIIO-
BHIO YCTICIITHON TPO(EeCCHOHATEHON U OOIIECTBEHHOMN ACATEIHHOCTH

JIP 15

[IposBnstomuii rpaxk/1aHCKOE OTHOILIEHUE K TPO(ECCUOHATIBHON JEATENbHOCTH KaK K
BO3MO’KHOCTH JINUHOTO YYacTHs B PELICHUHU OOILECTBEHHBIX, TOCY1apCTBEHHBIX, 00I11e-
HallMOHAJIBHBIX MTPoOJIEM

JIP 16

[TpuHUMarOIIMii OCHOBBI YKOJIOTHYECKON KYJIbTYPbI, COOTBETCTBYIOIIEH COBPEMEHHOMY
YPOBHIO 3KOJIOTHYECKOTO MBIIIJICHHUS, IPUMEHSIOIINN OIBIT 3KOJIOTMYECKU OPUEHTUPO-
BaHHOM pe(IeKCUBHO-OLIEHOYHOW U MPAaKTHUYECKOH eATeIbHOCTH B )KU3HEHHBIX CUTYa-
IUSIX ¥ IPO(heCCHOHAIBHON A TeIbHOCTH




JIP 17

[IposiBasrOmN HEHHOCTHOE OTHOLIEHHUE K KYJIbTYpPE U UCKYCCTBY, K KYJIbTYpE PEUH U
KYJIbTyp€ MOBEJEHUs, K KPaCOTe U TApMOHUU

JInYHOCTHBIE pe3yJIbTaThI

peajindanuu nporpaMmMsbl BOCIIUTAHHUSA, ONIPEACTICHHBIC KITIOYC¢BbIMHA paﬁoTonaTe.lmMn

JIP 18 Brimonustonmii Tpe6oBaHus 1EHCTBYIOLIETO 3aKOHOIATEIbCTBA, PABUII U TOJI0XKEHUH
JIP 19 CrnocoOHOCTB K IPO(ecCHOHATBHOMY PAa3BUTHIO MO CHEMATBHOCTH, podeccuu
JIP 20 YMeHue rpaMOTHO HCIIONIB30BaTh MPO(EeCCHOHATBHYIO JOKYMEHTAITHIO
JIP 21 ["'oTOBHOCTB NOAIEPKUBATH TAPTHEPCKUE OTHOLIEHUS € KOJUIEraMU, paboTaTh B KOMaH-
Ie
JIn4yHOCTHBIE pe3yJIbTaThI
peaju3alii MPorpaMMbl BOCIIMTAHMS, ONpede/éHHbIe cCy0ObeKTaMu 00pa30BaTe/IbHOIO Mpolec-
ca
[TposBistromuii cyOBEKTHYIO MO3UIMI0 OTBETCTBEHHOI'O WIEHA POCCUIICKOro O0IIEeCTBa,
JIP 22 OCO3HAIOILEr0 CBOM KOHCTUTYLIMOHHBIE IIPaBa U O0S3aHHOCTH U MPUMEHSIOIIETO CTaH-
JapThl aHTUKOPPYILIMOHHOT'O ITOBEJCHUS
JIP 23 CriocoOHBIN K caMOOOPa30BAHUIO U CAMOPA3BUTHIO




3. CTPYKTYPA HCOAEP KAHUE TPOPECCUOHAJBHOI'O MOAYJIA

3.1. TemaTu4yeckuii mJiaH Npo¢ecCHOHAIBLHOI0 MOAYJIs1 OpraHu3alMOHHASA AeATEeJbHOCTD

O0beM BpeMeHH, OTBe/ICHHbII HA OCBOCHHE

IIpakTnka
Kob MERIMCUUIIMHAPHOI0 Kypca (KypcoB)
npodec Beero Oo0si3aTesibHAs ayAUTOPHAS
CHO- 4acoB y4eOnast Harpy3ka Camocrosite- HoaKTiaeckas
HAJIb- HaumeHoBaHUs pa3IesioB (maxc. oby4aromerocs JbHAs P
Beero B T.U. IIpou3zeoocm-|  MOATOTOBKA,
HBIX npogeccHOHATBHOTO MOAYJISA | yyeOHas ’ padora YuyeOnas,
4acoB JIabopaTopHbie 6€HHaA, Jyacos
KOMIIe- HazpysKa u 5 o0yyarome- | 4acos HACOB
TeHIUi NpaKmuKu) pabOTLL i rocsi,
NpaKTHYECKHe
3aHSTHSA, Hacos
4aCoOB
1 2 3 4 5 6 7 8 9
MK 2.1 — | Pa3nen 1. Koopaunanus pado- 62 42 20 20 24 20
2.2,2.5 | T 0huca
IIK 2.3- | Pa3gen 2. OcHalenue oguca 20 14 8 6 12 14
2.4 OpPraHU3alMOHHO-
TeXHUYECKMMH CPeICTBAMH
Pa3nen 3. Opranusamnus jeJio- 86 58 30 28 36 30
BBIX IPHEMOB M BCTpeY
YuyeOHas NPAKTHKA 72 72
IIpousBoacTBeHHAs] MPAKTHKA 108 108
Bcero: 348 114 58 54 72 108 58




3.2. Conep:xkanue 00yueHusi mo npoheccioHaIbHOMY MOAYJI10 Oprann3anoHHas 1eITeIbHOCTD

HaumenoBanue pa3ne- | Coaep:kaHue y4eGHOro MaTepHuasia, NpaKTHYeCKHe 3aHATHS, CAMOCTOsITe/IbHasi pa- | O0bem ya- | Ilpakrude- YpoBeHb
JIOB PodeCCHOHAIb- 6oTa o0y4arommxcs COB CKasi OATo- | gcpoenust
Horo moxayJas (IIM), roia
MEKINCHUIITTHHAPHBIX
kypcoB (M/IK) u Tem
1 2 3 4
M/K 02.01. Opranmu- 168 58
3alUA CEKPETAPCKOIro
00cIyKUBaHUS
Pasznen 1. Koopaunanus 42 20
pa6oThl oduca
\Tema 1.1. Opranuza- | Coxep:kanue 22 2
1usi paboyero Mecra Byl 1 HanpaBIeHUs CEKPETapCKOM AESTEIBHOCTH.
ceKpeTapsi M pyKoBo- | HopmarusHo-mMeTOnMueCcKHe TOKyMEHTEI B paboTe cekpetapst. HopmupoBanue Tpyaa B 06;1acTu cekpe-
AMTeIs Tapckoro obciyxuBanus. KsaaupukanuoHHpIe XapaKTepUCTHKU U TPeOOBAaHHS K CEKpeTaplo.
Pacnpenenenne o0s13aHHOCTEN B CEKPETAPCKUX CITyKOaX.
JlesIoBBIE M JIMYHOCTHBIE Ka4ecTBa B paboTe cexpeTapsl.
HupopmanmoHHas 6e30macHOCTb B paboTe cekperapsl.
Opranuzanus pabodero Mecta cekpeTapsi u pykoBoautens. TpeboBanus 6e30macHOCTH Tpyaa B paboTe
ceKpeTapst
ITpodeccronanpHast ITHKA CEKpeTaps.
[Ncuxonmornyeckue aceKThl B3anMOICHCTBHS CEKpeTapsi ¢ pyKOBOJUTENIEM H KOIUICKTHBOM. KOHQITHKTEI
Ha paboTe, IIOBEJICHIE CCKPeTapsi B KOH(IINKTHEIX CHTYAIHsX.
Buemnnit Bun cexperapsi.
[TnaHrpoBaHUE M OpraHU3aLysl pabovero BpeMEeHH CeKpeTapsi.
[TnanupoBaHUEe W OpraHU3AIHs PAabOIero BpEMEHH PYKOBOIUTEIS
IIpakTHYyeckue 3aHATHSA 20
CocrapieHne JODKHOCTHOW MHCTPYKIUHU CEKpeTapsl. 2
Paspabotka oOyuaromielt HHCTPYKITUH JUIST CEKpeTapsl. 2
JINYHOCTHBIC U ICJIOBBIC KAYECTBA CeKPEeTapcKoil paboTel. HOpMBI 1€7I0BOr0 ITHKETA. 2
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HNudopmanronHas 6€30MacHOCT B paboTe ceKpeTaps

OcCo0eHHOCTH MOBECHUS CeKpeTaps B KOH(IMKTHBIX CHUTYAIHsIX.

Nmumx cexperapst.

Pacrnipenenenue 308 paboyero Mecta cekperapsl.

OpFaHI/BaHI/Iﬂ pa60qer0 MECTa CCKpeTaps.

Cocrapnenue rpaduka pabodero qHS ceKpeTapsi B COOTBETCTBHH C TPAQHKOM pabOTHl PyKOBOAUTEIIS.

AmHanu3 uToros TJIaHUPOBAHUA ACATCIBHOCTU CEKPETApsI.

NININININININ

CamocrosiTesibHasi padoTa. Cucrematnyeckas npopaboTKa KOHCIEKTOB 3aHATHH, y4eOHO suTe-
patypsl (110 BompocaM K naparpadam, TiaBaM y4eOHBIX TOCOOUIl, COCTaBICHHBIM IIPEIoaBaTeeM) ¢ Iie-
JIBIO BBIJIETICHNUS TJIABHBIX JJIEMEHTOB M3y4aeMbIX TeM. [10/IroToBKa K MpakTUYECKHM paboTaM C HCIIOJb-
30BaHUEM METOJMUYECKHX PEKOMEHAAINH MperofaBaress, opopMIeHHe PaKTHIeCKuX paboT, OTUYETOB U
MOJIrOTOBKA K UX 3aIlIUTE.

20

Y4yeOHas npakTuka, BUALI padoT:

Wzydenne HOpMaTHBHO-METOANIECKUX JOKYMEHTOB B paboTre cekperaps. KBammpukamoHHbIe XapakTepUCTUKA U TPeOOBaHUS K CEKpeTa-
pto. CocraBieHue JODKHOCTHON M OOydaroliedl MHCTPYKIMU cekperaps. M3ydeHue NOKHOCTHBIX CTYIIEHEH cekperapsi, TpeOOBaHHH,
MPEIbSIBIAEMBIX K CekpeTapro. MHpopMmannoHHas 6e30macHOCTh B paboTe cekpeTaps. Opranusaiiysi pabodero Mecta ceKperapsi 1 pyKoBoO-
nutensi. TpeboBanus nHOOPMAITHOHHON Oe30MacHOCTH B paboTe cekperapst Pacnpenenenue 30H pabodyero mecta cekperaps. JIMUHOCTHBIE
" OCJIOBBIC KAUCCTBA CereTapCKOﬁ pa6OTLI. HCHOBOIZ OTHUKET B CereTapCKOﬁ pa60Te. I/IMI/IZ[)K B HpO(i)eCCHOHaHBHOfI ACATCIIBHOCTHU CEKpE-
Taps. OcobennocTu IMOBEACHUA CEKpETapsa B KOH(I)J'II/IKTHI)IX CUTyalludX. HHaHI/IpOBaHI/Ie pa60qero BPEMCHHU CCKpETapsa U PYKOBOIUTCIIA.
AHann3 UToros TJIAHUPOBAHUA ACATCIIbHOCTH CECKPETAPSI.

24

Pa3nen 2. Ocnamenue ogu-
Ca OpraHu3aHoOHHO-
TEeXHHYECKHMH CPeICTBAMH

14

Tema 2.1. Texuuueckoe oc-
HameHue oduca

Conep:xanue

CpexacTBa MOATOTOBKY, H3TOTOBIECHUS M 00paOOTKH JOKYMEHTOB. XpaHEHHE U TPAaHCIOPTHPOBAaHHE [0~
KYMEHTOB

CpencTBa aIMHHHACTPATUBHO-YIIPABICHYECKOMN CBSI3H.

Hcnonn3oBanue KOMHBIOTepHOﬁ TCXHHUKH B pa60Te CeKpeTaps.

IIpakTnyeckmne 3aHATHS

be3onacHocTh pa6OTLI C TCXHUYCCKUMU CPEACTBAMU. HOpMaTI/IBHble AKThbI 110 OXpaHe TpyJa. 3apy6e>1<HLIe
CTaHAapThl 0E€30IMaCHOCTH TEXHUYECKUX CpPCACTB.

CO3HaHI/Ie CTPYKTYPblI aBTOMAaTU3UPOBAHHOT'O pa60qero MECTa CCKpeTaps.

TpeboBaHus K pa3MeIIeHIIO TEXHUIECKUX CPEJCTB Ha pabodeM MecTe.

Hcnons3oBanue y3KOCHeHI/I(1)I/I‘-IeCKI/IX anmnaparoB B pa60Te CCKpeTaps.

NININ N

CamocTosiTesbHAasI paGOTa Cucremarndeckast mpopaboTKa KOHCIIEKTOB 3aHATHH, yaeOHOH iHTepa-
TypHI (110 BoIIpocaM K maparpadam, riiaBaM y4eOHbBIX IT0COOMH, COCTaBICHHBIM MTPENOAaBaTEIeM) C LEIbIO
BBIJICJICHUS TJIABHBIX 3JIEMEHTOB HM3y4yaeMbIX TeM. [10AroToBKa K MpakTHYECKUM paboTaM ¢ MCHOJIb30Ba-
HHEM METOJIMYECKHX PEKOMEHJIAIMH npenoaasarens, opopmiieHHE MPAKTHYECKUX padoT, OTYETOB M MOJ-
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I TOTOBKA K MX 3aIIMUTC.

Y4yeOHas npakTHKa, BUABI padoT: 12
BbezomacHoCcTh paboTHl ¢ TEXHMYECKUMH CpeicTBaMU. HopmaTuBHBIE aKThl IO OXpaHe TpyJa. 3apyOexHble cTaHaapThl O€30IIaCHOCTH TeX-
HUYECKHX CpeICTB. Pa3MeleHne TEXHUYECKHX CPEeJICTB Ha pabodyeM MecTe CeKpeTapsl U MX HCIoib30BaHMe. PydHoe cocraBiieHHE TOKY-
MEHTOB. Vcnonb3oBaHne AMKTO(MOHHON M BHJICO3ANMCHIBAIOIICH TEXHUKHU Ul COCTaBJICHUS IOKYMEHTOB. lcronbp30BaHHe CPelCcTB MyJIb-
THMenra B paboTe cexperaps
Pa3nen 3. Opranusauus 58 30 2
0€310KyMEHTAIIMOHHOT0
00CTy’KMBAHUS CeKpeTaps
Conep:xanue 4
Crnemuduka tenegonHol komMmyHHKarmu. [IpaBuna Benenns tenedoHHOro pasroBopa. CTpykTypa odu-
uaneHOU TenedoHorpamMmbl. OCHOBHBIE ITPaBHIIa ITpHeMa Terne(oHorpamMm.
[ToxroToBka cripaBOYHBIX ¥ HH()OPMAITMOHHBIX MaTepHaJIOB TeaeGoHHOH KoMmMmyHHKanuu. CpeacTsa (ak-
CUMIJIFHOH Tepenadn cooOIeHnit
Tema 3.1. Tenedonnoe 00- IpaKTHYeCKHe 3aHsITHS 8
clyAuBanue CocraBiieHHEe ONIOPHON TAaOJMIIBI TIPaBHII TENEPOHHOTO 00CTY )KUBAHHUSI. 2
Crparerus moBeaeHHs B KOHQIMKTHBIX CUTyalUsAX B TeJIe()OHHBIX PasroBopax. 2
IToaroroBka 1 UCHOJIL30BaHUE AJOKYMEHTOB B Tene(oHHOM pa3roBope. CocTaBieHue Tesle(OHOrpaMMBL. 2
Benenue xypHaja BXOASIMINX M UCXOIIINX Tese()OHOTpaMM
[Tpuem u nepenava GakCUMHIBHBIX COOOIIEHHH. 2
Conep:xanue 4 2
OpFaHI/ISaHHH InmpuemMa 1o JUYHBIM BOIIpOCaM.
Tema 3.2. TIpuem moceTiTe- Pabora ¢ JoKyMeHTaMH K pUeMY JIMYHBIM BorpocaM. [IpueM coTpyTHHKOB CBOEH OpraHU3aLuH 110 Te-
. KYIIAM BOIIPOCAM.
Jied 10 TeKYIMM H JJHYHBIM
Bonpocam IIpakTHYecKHe 3aHATHA 4
Pabota ¢ mokyMeHTamMH npuemMa moceTUTeNel Mo JHIYHBIM BOIIPOCaM. 2
Hcnonp3oBanne BUSUTHBIX KAPTOUCK B AENOBHIX Oecenax. [IporpaMMHble cpeicTBa co31aHnsi BU3UTHBIX 2
kaprouek. OopmieHne u IpUMEHEHNE BU3UTHBIX KapTOYeK
Conep:xanue 20 2

Tema 3.3. IloaroroBka, op-

TaHU3AlUs U peain3anus

MepPONPUATHI PA3TUIHOTO
THIA.

PeueBoii >THKET B 1€JI0BOM 00mIeHNH. TeXHUKA BEACHUS IEI0BON OeCeabl

Ilonstre o JUIIIIOMAaTHYCCKOM 3THUKCTC. HpaBI/ma OJICKTPOHHOI'O 3THUKETA. BI/II[I)I IMPUEMOB 110 TUITY 00-
CJIIY’KUBAHUA

Pa3pa60TKa IJIaHa CliCHapus ACJIOBBIX MIPHUEMOB. HpaBI/ma BCACHUSA ITPOTOKOJIOB ACJIOBBIX TPUCMOB.

OpraHu3zanys 1 IOATOTOBKA NMPOBEIEHNS coBenanuil. OCOOCHHOCTH OPTaHU3AINH 1 JOKYMEHTHPOBAHUS
3ace/laHui KOJUIETHANIbHBIX OPraHOB

Odopmitenue nHbOPMAIIMOHHO-CITPABOYHOTO MaTepHalia, OCHAIIICHHE MOMeeH s, HeoOxoauMbiMu TCO
JIJ1s1 TPOBEACHUS COBEUIAHUMN

JlokyMeHTHpOBaHHE COBeIIaHui 1 3aceaanuii. [lopsaaok cocTaBieHust, 0POPMIICHUS U XPaHCHHS [IPOTO-
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KOJIOB

[Ipuem neneranuii. [IpaBuna npuema aeneramuid. OpraHu3anyst KyJIbTypHOU IPOTPaMMBI

OCOOCHHOCTH BEICHUS MIEPETOBOPOB C MPEACTABUTEIIAMH pa3HbIX cTpaH. OpraHusaius padoThl C MPe/-
CTaBUTEJISIMU MPECCHI, PaJIN0, TEJIEBUICHUS

Opranusanys ¥ MpoBeJcHre KOHQUICHIIMALHBIX COBEIaHMN. 3amuTa HHpopMaI KOH(PHICHIINATb-
HBIX COBEIIaHUN

Opl"aHI/BaHI/IH cnyxce6H0ﬁ IIOC3IKHU. HOJ_'[FOTOBKa KOMaHAWPOBOK. Z[OKyMCHTa]_[I/IOHHOG Oq)OpMJ'IeHI/Ie JACJ10-
BBIX ITOC30K. HOI[I‘OTOBK&, o6pa60TI<a 1 pasMHOXKCHHC CJ'Iy)KeGHLIX JOKYMCHTOB JJIsI ACJIOBBIX MMOC3J0K.

IlpakTHYecKkHne 3aHATHS 18
OTtpaboTKa mprueMoB BeIeHUs JesI0BOi Oecenpl B mapax u rpynmax. [Tonbop dpas-ximime genoBoii becens 2
Benenue nenoBoit Oecenpl B mapax v rpymnmax 2
CocraBiieHre IU1aHa 1e0Boro npremMa. CocrapieHHe MPUTITAIICHNS Ha COBELIaHHE. 2
CocTraBneHre IpOTOKoJa coBemaHus. OCOOEHHOCTH JOKYMEHTHPOBaHMS 3aCeAaHUM IOCTOSHHO JAEHCT- 2
BYIOIIMX KOJUIETHAIBHBIX opraHoB. [1paBuia odopmiieHHs BRITHCKU U3 IPOTOKOJIA
CocraBnenue HHGOPMAILIMOHHO-CIIPABOYHOTO MaTepHana JUisl IPOBEACHHUS JEeTIOBBIX IPUEMOB 2
[ToAroToBKa K MPUEMY M PAa3MEIICHHUIO JIeTIeraToB U3 IPYTHUX TOPOJIOB 2
CocraBiieHHE IPOrPaMMbl KYJIbTYPHBIX MEPOTIPHUATHH /sl yYaCTHUKOB KOH(EpeHIHH 2
CocraBieHue IaHa JenoBoil moe3axu. CocraBleHUe MAMATKU CeKpeTapro: (paspl-kiuile 3aka3a Ouie- 2
TOB, TOCTHHUIIBI
[ToAroToBKa JOKYMEHTAIMH IUIs CIy)eOHO# moe3aku. OCOOSHHOCTH MOATOTOBKU 3arpaHUYHBIX KOMaH- 2
JUpoBOK. POpMUPOBaHKE OTYETA IO PE3yIIETATAM KOMAaHIUPOBKH

CamocrosiTe/ibHasi padoTa NPH U3yYeHNH pa3jesa. Cucremaruyeckas NpopaboTKa KOHCTIEKTOB 3aHATHIA, y4eOHOI TuTeparTy- 28

pHl (10 BonpocaMm K naparpadam, riaBaM yueOHbIX IT0COOMii, COCTaBICHHBIM NPETOIABATENIEM) C LIEJIBIO BBIICICHHS TIIaBHBIX DJIEMEHTOB

u3ydaeMbIX TeM. [IoAroToBKa K MpakTHIeCKUM paboTaM C HCIIOIb30BaHUEM METOHIECKUX PEKOMEH Al MperofaBaTes, ohopMIeHue

IpaKTUUecKuX padoT, OTUETOB U IOArOTOBKA K Ux 3amute. [loaroroska pedeparos 1o 3anaHHol TeMaTuke: «COBpEMEHHBIE CPEJCTBA CBSI-

3u», «Pob UHTEpbEpa B CO3IaHUH OJIArONPUATHON MCHXOJIOTHYECKOH 00CTaHOBKH Ha pabodeM MecTe», «[IpreM Mo JUYHBIM BOIIPOCaM:

0COOCHHOCTH TIOATOTOBKU M MPOBEICHHSY.

YueOHasi npakTHKa, BUABI padoT: 36

ITpaBuia B3aUMOAEHCTBUS CEKpeTaps ¢ MapTHEpaMM, KIMEHTaMH, CpeICcTBaMu MaccoBoi mHpopmaimu. Tenedonnoe obOciy-
JKUBaHue B pabore cekperapsi. CTpaTeruu MOBEJACHUS B KOHQIMKTHBIX cUTyauusx. [1oIroToBka 1 NCIONIb30BaHKE TOKYMEHTOB
B TeneoHHOM pasroBope. CocraBiieHue TenedoHorpaMMbl. BeneHne xypHaia BXOSIIMX M UCXOMASIIMX Tele(OHOTrpaMM.
Hcnonp3oBanne MHGOPMALMOHHO-CIPABOYHBIX MaTepualioB B TeaeQoHHOH kommyHuKauuu. [Ipuem n nepenada ¢axcumans-
HBIX coobmenunil. [Ipuem moceruteneit mo Mu4HBEIM BompocaM. Benenne moxymenrtarnuu. [IporpamMHbie cpencTBa cO3IaHUS
BU3UTHBIX KapTouek. OdopmiieHHE U MPUMEHEHNUE BU3UTHBIX KapToueK. OTpadoTKa TEXHUK BEAEHHSI JEJIOBBIX IIEPETOBOPOB.
IIpaBumna 3meKTpOHHOTO 3THKeTa. Pa3paboTka IuaHa mpoBeneHHs MeponpuaThid. OpraHuzanust 1 IPOBEJCHUE NEPETOBOPOB.
Cocrasnenue nporokosa. Opranusanus u nposeneHue copemmanuii. Cocrasnenue npotokosa. OdopmieHne BHIIUCKU U3 IPO-
Tokona. Opranu3anysi, MPoBeICHUE U TOKYMEHTHPOBaHHE 3aceIaHNi KOJUIETHANIbHBIX opranoB. CocraBiieHre HH)OPMAIIUOH-
HO-CIIPaBOYHOI'0 MaTepuaya Jyis MPOBEJACHMsI 1eJ0BbIX MpueMoB. CocTaBieHHE MPOrpaMMbl KYJbTYPHBIX MEPONPHUITHHA IS
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y4acTHUKOB KoH(pepeHuu. [IpoBeneHne meperoBopoB ¢ MpeACTaBUTEISIMUA pasHbIX cTaH. CoCcTaBjieHUE IUIaHa JEJIOBOHM IO-
e31ku. PopMHUpOBaHUE OTYETA M0 PE3YJIFTATAM KOMAaHIUPOBKH.

IIpousBoacTBeHHast npakTuka. Buasl pador

JIMYHOCTHBIC U JIENOBBIE KadecTBa CEKPETapCcKOM paboThl. JIeIoBoi ATHKET B cekpeTapckor paborte. MMumk B nmpodeccHoHaIbHON Aes-
TEJILHOCTH cekpeTapsi. OCOOEHHOCTH MOBENECHUS CEKpeTapsi B KOHGUIMKTHBIX cuUTyauusx. [lmanupoBaHue pabouero BpeMEeHU ceKpeTaps u
pykoBoauTeNsl. AHAIN3 UTOTOB IIAHUPOBAHUSI JESITEIBHOCTU CeKpeTaps. bezonacHocTh paboThl ¢ TEXHUUECKHMU cpencTBamu. HopmaTus-
HBIE aKTHI [0 OXpaHe TpyJa. 3apyOexHbIe CTaHIapThl 0€30MaCHOCTH TEXHUYECKUX CPeACTB. PyyHoe cocTaBieHue TOKyMEeHTOB. Pa3merie-
HHE TEXHUYECKHX CPEICTB Ha pabodyeM MecTe CeKpeTaps M MX HCIOoJib30BaHue. Mcnonb3oBaHue AUKTO(OHHON M BHIIE03aNHCHIBAIOIIEH
TEXHUKH JUIsl COCTaBJICHHs JOKyMEHTOB. Vcronp30BaHme cpeicTB MylibTHMena B pabote cekperaps [IpaBuiia B3aumMoieiicTBUsI cekpeTapsi
C apTHEpaMH, KIMEHTaMH, CPeJICTBaMK MaccoBoi nHpopmManyu. TenedonHoe obcinyxuBanue B pabore cekperapsi. CTpaTeruu MoBeaeHUs
B KOH()JIMKTHBIX cuTyanusix. [IoaroroBka u HCHonb30BaHue JOKYMEHTOB B TeslepoHHOM pasroBope CocraBneHue TenedoHorpammel. Bene-
HHE JKypHaJIa BXOSIINX U MCXOISIIUX TenedoHorpaMM lcnonb3oBanue MHGOPMaMOHHO-CIPABOYHBIX MaTEpPHUAJIOB B TEIE(OHHOH KOM-
myHnukanun. [Ipuem n nepenada gaxkcumanpHbeIX coodmenuil. [Iprem moceruresneii mo nuaHEIM BorpocaM. Benenne noxkymenrarmu. I1po-
TpaMMHBIE CPEJCTBA CO3MAaHMS BU3UTHBIX KapTouek. OdopmileHre n MpuMEeHeHHe BUBNTHBIX KapTodek. OTpaboTka TeXHUK BEACHHS JIEJI0-
BBIX TeperoBopoB. [IpaBuia anekTpoHHOrO 3THKeTa. PaspaboTka mmana nmpoBeneHus: Meponpusatrii. OpraHusanys U IpoBeJeHUE ITEPEroBo-
poB. CocraBienue mpotokosia Opranu3amus 1 nposefeHne copemanuii. CoctaBienue npotokona. OdopmiieHHe BBITUCKA U3 MPOTOKOIIA.
Opranuszanys, IPOBEJEHNE U JOKYMEHTHPOBAHNE 3aCeIaHUN KOJIETHAIbHBIX opraHoB. CocTaBieHHe HH(OPMAIMOHHO-CIIPABOYHOIO Ma-
Tepuana A7 TIPOBEAEHUS JIENOBbIX MpueMoB. COCTaBICHUE MPOrPaMMBbl KyJIbTYPHBIX MEPOMPHITHI I Y4acTHUKOB KoH(pepeHuH. [1po-
BeJICHHE MEPEroBOPOB C MPEICTaBUTENISIMH pa3HbIX craH. CocTaBieHue MiiaHa AejaoBoi moe3aku. dopmMupoBaHue oT4eTa Mo pe3ysbraram
KOMaH/IMPOBKH.

108

Bcero

348
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4.YCJIOBUS PEAJIM3AINU ITPOT'PAMMBI ITIPO®ECCHUOHAJIBHOI'O MOAYJIA
4.1. TpeboBaHUSI K MUHUMAJILHOMY MATE€PHAJIbLHO-TEXHHYECKOMY 00ecneyeHn o
Peanuzarus mporpaMMbl MOYJIs TIpEIIoaraeT Hallnuue yueoHoi tabopatopuu uHpop-
MAI[MOHHBIX TEXHOJIOTHI B MPo(ecCHOHANBHOM 1eATeTbHOCTH.
OO6opyoBanue 1ad0paTopun U paboUNX MeCT J1abopaTOpUu:
® aBTOMAaTH3MPOBAHHOE paboyee MECTO MPEIoIaBaTess;
® KOMITbIOTEpU3UPOBAHHBIC pa0OUNEe MECTA MO KOJUYECTBY O0yUaIOIIUXCS,;
® [I0CAJ0YHBIC MECTA MO KOJTUYECTBY O0YUaAIOLTUXCS;
® KOMIUIEKT Yu4eOHO-HATJISAHBIX TOCOOUiA;
® KOMIUIEKT AUJAKTUYECKUX MAaTePHAIIOB;
TexHUYEeCKHE Cpe/ICTBA OOYUCHHUS:
® MyJIbTUMEAUIHOE 000PYI0BaHUE;
® CTpyHHBIN NPUHTED;
® KOMMPOBAIbHBIN anmapar;
e OpOIIIOPOBANILHBIH ammapar;
® JIAMHUHATOP.
Peanu3zanust mporpaMmbl MOAYJISl MPEATIONAracT o0s3aTeNbHy0 (KOHIICHTPUPOBAHHYIO) MPOU3-
BOJICTBEHHYIO IIPAKTHKY.

4.2. UudopmanuonHoe odecreyenne o0ydeHust
Ilepeyenb pexkoMeHayeMbIX y4eOHbIX U31aHuii, UHTepHeT-pecypcoB, JONOJHUTEIbHON JH-
TepaTypsl

OCHOBHBIE UCTOYHUKH:

1. TanuteikoBa A.H. MHpOpMaMOHHO-TOKYMEHTAIIMOHHAS JIESITEIbHOCTD: YUYCOHUK IS
cTyn.yupexaenuii cpea.npod.odbpazosanust A.H.TanuieikoBa, T.H. PsouanueBa, E.M.Houka —
M.: U3n.uentp «Akaaemus»,2016

2. JlokyMeHTOBeIeHUE: YUCOHHUK U TIPAKTHKYM ]ISl CPETHETO MPOodeCCHOHATBHOTO 00pa-
soBanus / JI. A. Jloporuna [u ap.] ; mox penakuueit JI. A. JloporuHo. — 2-¢ u31., nmepepad. u
nor. — Mocksa : UznatensctBo Opaiit, 2021. — 309 c. — (IlpodeccuonansHoe oOpa3oBa-
Hue). — ISBN 978-5-534-04330-3. — TekcT : anextpoHHbIl // OOpa3oBaTenbpHas 1uiatgopma
IOpaiir [caiit]. — URL: https://urait.ru/bcode/469701.

3. KazakeBuu, T. A. JIokyMeHTallMOHHOE OOECIIEYCHUE YNPABIICHUS ;| YICOHUK U TIPaK-
TUKYM JJIs1 cpeaHero npogdeccruonansHoro oopaszosanus / T. A. Kazakesuu, A. W. Tkammu. — 2-
€ u3a., uctp. u gon. — Mocksa : M3natensctBo FOpaiit, 2021. — 177 ¢. — (IIpodeccuonaib-
Hoe oOpazoBanue). — ISBN 978-5-534-06291-5. — Tekcr : anexTpoHHbIi // OOpa3oBarenbHas
miatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/471615

4. Aoynanmze, JI. I'. JlokymeHTalimoHHOE OOECIICUCHHE YIIPABICHUS MIEPCOHAIIOM : yueO-
HUK ¥ TPaKTHKYM s CpeaHero mnpodeccuoHaibHoro ooOpasoBanus/ JI. I'. AGynanze,
. b. Bempsbkkuna, B. M. MacnoBa. — 2-e u3j., nepepad. u mpon. — Mocksa : 3marenscTBo
IOpaiir, 2021. — 370 c. — (Ilpodeccrnonanvuoe obpazoanue). — ISBN 978-5-534-15076-6.
— Tekcr : onexrponnwnii // OOpa3oBatenbHas 1iargopma FOpaiit  [caliT]. —
URL: https://urait.ru/bcode/487121

5. Kopnees, U. K. JlokymeHTaniMOHHOE OO€cIieYeHUe YIPABICHUS : YIEOHUK U MPAKTHU-
KyM I cpeaHero mnpodeccuoHanpbHoro ooOpazoanusi/ U. K. Kopnees, A. B. Ilmenko,
B. A. Mamypues. — 2-e¢ u3f., nepepad. u gomn. — Mocksa : M3mparensctBo HOpaiit, 2021. —
384 c. — (ITpodeccuonanbuoe obpazoanue). — ISBN 978-5-534-05022-6. — Texkct : smek-
TPOHHBIN /! OOpazoBaTenbHas maTdopma Opaiit [caiiT]. —
URL: https://urait.ru/bcode/472550

I[OHOJ'IHI/ITGJ'IBHBIC HNCTOYHUKU:
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1. Bopremko, .51, Kupcamosa M.B. Oducusie texnonoruu [Texcr]/S..Boprenko,
M.B.Kupcanosa. — HoBocubupck: ]I «adpa-M», 2016.

2. Tanaxos, B.B. Cekperapb-pe(pepeHT BHICOKOH KBaIM(pUKALMK: OPraHU3allis CEKPETAPCKO-

ro nena [Tekct]/ B.B.I'anaxos. — M.: OULl Axagemus, 2017.

KabanoBa, JI.A. [lenoBas kynbrypa [Tekct]/JI.A.KabanoBa. — M.: «AkanemkHuray, 2020.

Kucenés, C.B. Oducnoe obopynoanue [Tekcr]/ C.B. Kucenés, O.H. Henunosuu. —M.:

OMUII Akagemus, 2018.

5. Ceupumosa, M.IO. UH}OpMALMOHHBIE TEXHOIOTUH B O(UCE: IPAKTHIECKHE YIPAKHEHMUS
[Texcer]/ MLIO.Ceupunosa. — M.: OUI Akanemus, 2018.

6. Kny6 npodeccuoHanbHBIX cekpeTapeil [DaekTpoHHBI pecypc]. — Pexum pocryma:
http://old.clubsecretary.ru/, ceo6oaHbIi. — 3ari. ¢ 3KpaHa.

7. PRO-CekperapuaT: cooOLIECTBO ceKpeTapeii, opuc-MeHeIKEPOB, TOMOIIHUKOB PYKOBO-
autens. [DnekTpoHHbI pecypc]. — Pexxum nocryna: http://e.sekretariat.ru, cBo0oHbIi. —
3ari. ¢ ’KpaHa.

B~ w

8. TlepedeHb MOIKHOCTHBIX MHCTPYKIMA[DJIEKTpOHHBIH pecypc]. — Pexum mocryma:
http://www.d-instrukciya.ru, ceo6oiHbIN. — 3ari. ¢ 3KpaHa.

9. Cekper@ps: nudOpPMAIMOHHBIH MOpTan Juls cekperapeil [DnexTponHslil pecypc]. — Pe-
*xuM nocryna: http://www.sekretary.net, ceoboubIii. — 3ari. ¢ 9kpaHa.

[Tepuonnueckue u3gaHus:

1. XKypnan «Cekperapckoe 1e10»

2. Kypnan «/lenonpoun3BoiacTBo»

4.3. O6mue TpedGoBaHNs K OPraHu3aniu 00pa3oBaTe/bLHOI0 npomecca

3aHATHSA TEOPETUUYECKOTO LIUKJIA HOCAT IIPAKTUKO-OPUEHTUPOBAHHBIN XapaKTep U MPOBO-
JTCs B y4eOHOH naboparopuu MH(GOPMALMOHHBIX TEXHOJIOTHH B MpodeccuoHaIbHON J1esTeNb-
HOCTH. YueOHast MpaKTHKa MIPOBOIUTCS B yueOHOH 1abopaTopry HH(POPMAIIMOHHBIX TEXHOJIOTHMA
B IIpo(hecCHOHANBHOM JIeATENbHOCTH PacCpelOTOYEHO, YePEAYSACh C TEOPETUYECKUMU 3aHATUIMU
B paMKax Npo(ecCHOHAIBHOTO0 MOIYJsA. YUYeOHYI0 MPaKTHKY PEKOMEHIYeTCs MPOBOIUTH IPH
JIEJIEHUHU TPYIIbI Ha MOATPYIIIBI, YTO CIIOCOOCTBYET MOBBIIICHUIO KauyecTBa OOyUYEHUs U UHAU-
BUAyanu3auuu o0ydeHus. Peanuzanus mporpaMMbl MOAYJIsl TIperionaraeT o0s3aTenbHy0 Ipo-
U3BOJICTBEHHYIO MTPAKTHUKY, KOTOPAsi MPOBOJUTCS B OPTaHU3ALUAX COOTBETCTBYIOLIETO MPO(HUIIS.
[Tpu m3ydenun mMoayns ¢ 0OydarOIIMMUCS HMPOBOJSATCS KOHCYJIBTALMU, KOTOPbIE MOTYT IIPOBO-
JUTHCS KaK CO BCEH TPYMION U, TaK U MHIUBUIYalbHO. CaMOCTOSTENbHYI0 pa00Ty 00y4daromux-
cs1 HEOOXOJJMMO OpraHU30BaTh B y4eOHOM J1abopaTopuy MH(GOPMAIIMOHHBIX TEXHOJOIHH B IpO-
(eccoHaTbHON JESITeIBbHOCTH C MCIIOJIb30BAaHHEM MYJIBTUMEIUHHBIX MOCOOUH ISl CaMOCTOS-
TEJILHOTO 00yYeHUs] U KOHTPOJIS 3HAHUH.

Wzyuenne  mpodeccuonansHoro  moayist — «WHpopMannoHHO-TOKYMEHTallMOHHAS
NEeSTEIbHOCTDY, TUCHUIIINH « OCHOBBI 3THUKH U IICUXOJIOTUU MPOPECCHOHATIBHOMN AEATEIbHOCTI
u «[IpaBoBbIe OCHOBBI MPO(PECCHOHATBHON NEATEIEHOCTUNIIPEIIIECTBYET OCBOSHHIO JaHHOTO
MO1yJist (BOBMOXKHO M3YYCHHE YKa3aHHBIX YUeOHBIX TUCHUILIMH MapaUICIbHO C MOIYJIEM).

4.4. KanpoBoe o0ecnieueHue 00pa3oBaTe/ibHOIO NMpoiecca.

TpeboBanus K KBaTM(UKANUU TEIArOTUYECKUX (MHKEHEPHO-TIEaroriiecknux) Kapos,
o0ecrneynBaronnx 00yyeHne Mo MEXIUCHUIUTMHAPHOMY KYpCy: HalHuue cpeaHero mpodeccuo-
HAJIBHOTO WJTU BBICIIETO TPO(ECCUOHATHFHOTO 00pa30BaHuMsl, COOTBETCTBYIOIIETO MPOQHITIO TIpe-
M0J1aBa€MOT0 MOJTYJIS.

WHxeHepHO-TIeJarorHuecKuil cocTaB: cpenHee npodeccHoHAIbHOE WM BhIcmiee mnpodec-
CHOHANIbHOE 00pa30BaHME, COOTBETCTBYIOIIEE MPO(UIII0 MpernoaaBaeMoro Moayis. OneIT aes-
TEJBHOCTH B OPTaHU3AIMAX COOTBETCTBYIOLIEH MPOQeCcCHOHANBHON Chephl, CTAXKUPOBKA B TPO-
GuIbHBIX OpraHu3aIUsaX He pexe 1 paza B 3 roga sBisercs o0s3aTeIbHBIMU AJIS MpernoiaBare-
JIeii, OTBEYAIOIINX 32 OCBOCHUE 00YJarOIUMCS MPO(HECCHOHAIBHOTO ITHKIIA.
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5. KOHTPOJIb 1 OLIEHKA PE3YJIBbTATOB OCBOEHUSA TPO®PECCHUOHAJIBHO-

'O MOJY.JISL.

PesyiabTarhl
(ocBoeHHbIE MpOdeccuo-
HAJIbHbIE¢ KOMIIETCHIIH)

OcHOBHbIE MOKA3aTeJIN OLIEHKH Pe-
3yJbTaTa

@®opMBbI M METOAbI KOHTPOJISI U
OLIEeHKH

Koopaunuposats paboty
ouca (nprueMHOi pyKo-
BOJIUTEJS ), OPraHU30BBI-
BaTh IIPHEM MOCETUTENEH.

- INTAaHUpOBaHUE pabovero AHsS ceKpe-
Taps COIVIACHO OCHOBHBIX TPeOOBaHUIA;
- 00paboTKa (COPTUPOBKA, PETUCTPA-
11s1) OCTYTAIOLIEH Ha pacCMOTpPEHHE
PYKOBOJUTEIST KOPPECTIOH ICHIINH, CO-
OTBETCTBEHHO AJITOPUTMY ACUCTBUH U
BUJIaM JOKYMEHTOB;

- IOJITOTOBKA JJOKYMEHTOB K IIPHEMY
MMOCETHUTEIIEH TT0 JIMYHBIM BOIIpocaMm C
ucnonb3oBanuem [1K;

WNHTtepnperanus pe3yiapTaToOB Ha-
OmofeHU 3a  J1eATENIbHOCTBIO
oOyuarolierocss B Ipolecce Oc-
BOGHUS 00pa3oBaTeiabHON mpo-
IrPaMMBI

OcymecTBusiTh Tenedon-
HOE 00CITy’)KUBaHHE, TPHU-
HUMAaTh U IepeaBaTh
(bakcumuIBbHBIE COOO0IIE-
HUSL.

- OCYyIIECTBJICHHE TeJIe(OHHOTO 00CITy-
KUBAHUS COOTBETCTBEHHO TPEOOBaHMIA
JIEIIOBOTO TUKETA,;

- Iepeiava u mpueM uHpopMaium mno
Tese(OoHy COTJIacHO MPaBUII ATUKETA
Tesne(hOHHOTO pa3roBopa u TpeOOBaHUI
K PEYCBBIM XapaKTEPUCTHUKAM;

- OCYILIECTBIICHUE MTPHEMa-TIepeIadun
(haKCUMUJIBHBIX COOOIICHUM;

Wuteprperanus pe3yabTaToB Ha-
ONIOJICHUH 3a  JIeITCIbHOCTHIO
o0yyJaromerocss B IPOIECCE OC-
BOCHHS 00pa3oBaTeIbHOH MpO-
rpaMMBbI

OcymecTBIsITh padoTy MO
HOJTrOTOBKE U MPOBE/e-
HHUIO COBEIIaHWM, 3acea-
HUMH, IeJIOBBIX BCTpEY,
IIPUEMOB U IIPE3EHTALUN.

- CO3/IaHUE MPE3CHTAMOHHOTO CIIala
10 33JJaHHOM TeMe COrIacHo TpeboBa-
HUI K 0(OPMIICHHIO MPE3EHTALNH;

- o(hopmIteHHE TPOTOKOIIA COBEIIIAHUS
cornmacHo 'OCT P 6.30-2003;

WNHTtepnperanus pe3yapTaTOB Ha-
OmofeHui 3a  J1eATENIbHOCTBIO
oOyuyaromerocsi B IpOLECCE OC-
BOGHHs 00pa3oBaTeIbHON Mpo-
I'PAMMBI

OcCymIecTBISITh MOATOTOB-
Ky JI€JIOBBIX TIO€3/10K (KO-
MaHAHPOBOK) PYKOBOIH-
TEJIA U IPYyTUX COTPYAHU-
KOB OpTaHM3aIHH.

-II0ATOTOBKA IOKyMEHTOB ISl IEJIOBBIX
MOE€3/10K PYKOBOJUTENS U IPYTUX CO-
TPYAHUKOB,;

WuTepnipetanusi pe3yabTaToB Ha-
OJMIOEHUH 3a JESITEIBLHOCTBLIO
oOydarorierocss B MpoIecce Oc-
BOEHHUSI 00pa3oBaTENbHON IpO-
IrpaMMBbl

OpranuzoBbIBaTh pabouee
MECTO CEeKpeTaps U pyKo-
BOJIUTETIS.

- obecrieueHne paboyero Mecra pyko-
BOOUTECIIA H€06XOI[I/IMI>IMI/I cpeacTBaMu
OPITEXHUKU;- COONI0IeHNE TpeOOBaHUIA
TEXHUKH 0€30MaCHOCTHU TPYy/Ia.

WuTepnpeTanust pe3yabTaToB Ha-
OMroJIeHN 3a  JIeSITEIHbHOCTBHIO
oOyJaromerocss B MPOIECcCce OC-
BOEHHUSI 00pa30BaTEIbHOM IPO-
IpaMMBbI
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@opMBI U METOBI KOHTPOJISI U OLIEHKH PE3YyJIbTAaTOB 00YUYEHHS JOKHBI IO3BOJIATH IIPOBEPATH Y
00yyaromuxcst He TOJbKO C(OPMHPOBAHHOCTh NPOPECCHOHATBHBIX KOMIIETEHIMH, HO U pa3BUTHE
00X KOMIETEHIMH 1 00ecnIeYnBarOIINX UX YMEHUH.

Pe3yiabTarhl
(ocBOEHHBIE 001U E
KOMIIETEHIIMH)

OcHoOBHbIE NOKA3aTeJIU OIlEeHKH pe3yJibTaTa

DopMbI U METOAbI KOH-
TPOJIAA U OLlEHKHU

[ToruMaTe CymHoOCTh U
COLMAIBHYIO  3Ha4yH-
MOCTb CBOEH Oynyieit
npodeccuu, MpPosBIATH
K HEWl yCTOMYMBBINA WH-
Tepec.

- 3¢ (peKTUBHOE BBIMOTHEHUE CAMOCTOSTEIHHOU
paboThI IPU OCBOEHUHU NMPO(HECCHOHAIBHOTO MO-
JUyJIst;

- J0OpOCOBECTHOE BBINOJIHEHHE Y4eOHBIX 00s-
3aHHOCTEM MpPH OCBOCHUM MPO(HECCHOHATBHOTO
MOJTYJIS;

WNHrepnperanus pe3yiib-
TAaTOB HaONIOJEeHUHA 3a
JIeATETLHOCTBIO 00y-
YaloIlerocs B IpoLECCe
OCBOCHHSI 00pa3oBaTelb-
HOH IIPOrPaMMBI

OpraHu3oBbIBaTh CO0-
CTBGHHyIO HCATCIIb-
HOCTb, UCXOJS U3 LIEIH
U CIIOCOOOB €€ JOCTH-
KCHHSI, OTPEICIICHHBIX
PYKOBOUTEIIEM.

-OpraHu3alys Mociae0BaTeIbHOIO BIMOIHEHUS
NeCcTBUA Ha 1a00paTOPHBIX U TPAKTHUUYECKUX
paborax, BO BpeMs y4eOHOH,
MIPOU3BOJICTBEHHOW MPAKTUKUA B COOTBETCTBUU C
UHCTPYKLUUAMHU, TPEOOBAHUSIMH U T.J.;

- BBIOOP PallMOHAIBHBIX CIIOCOOOB BBHIMOTHCHUS
MOCTaBJIEHHOM MpodeccroHalbHOM 3a1a4y;

- IUTAHUPOBaHUE pabouero ITHS CEKpeTapsl Co-
IJIACHO OCHOBHBIX TpeOOBaHUIA;

- 00paboTka (COPTUPOBKA, PETUCTPALIHS) TIOCTY-
Maroleil Ha pacCMOTPEHUE PYKOBOAUTENSI KOP-
PECIOHACHIIMN, COOTBETCTBEHHO  QJITOPUTMY
JEUCTBUM U BUAAM JOKYMEHTOB;

- ohopmIieHHE TPOTOKOIA COBEIIAHUS COTJIACHO
I'OCT P 6.30-2003.

WNHTtepnperamus pe3yiib-
TaTOB HAONIOACHUN 3a
JIeSITEIIbHOCTBIO 00y-
Yalolerocss B IMpoIecce
OCBOCHHSI 00pa3oBaTelb-
HOH IIPOrpaMMBl

AHanuzupoBath pabo-
4yl0 CHUTyalHulo, OCy-
LIECTBJIATh TEKYIIUH U
UTOTOBBI  KOHTPOJIb,
OLICHKY U KOPPEKIUIO
COOCTBEHHOM JesTenb-
HOCTH, HECTH OTBETCT-
BEHHOCTb 3a pe3yJjbTa-
TBHI CBOEH pabOTHI.

- OLIEHKA U pelleHue paboueil CUTyalu B COOT-
BETCTBUU C IIOCTaBJICHHBIMU LIEJISIMU U 3a7ada-
MU;

- OCYULIECTBJIEHUE KOHTPOJISI, OLIEHKH U KOPPEK-
UM COOCTBEHHOW NIEATENFHOCTH NPU BBITIOTHE-
HUU 3aJaHAN BO BpEMS NPAKTUYECKUX 3aHATHUH,
y4eOHOM M MPOU3BOACTBEHHON NPAKTHK, CaMoO-
CTOSITENILHON paboThI;

- MOATOTOBKA JIOKYMEHTOB ISl JI€JIOBBIX I10€3-
JIOK PYKOBOJUTEJIS U APYTUX COTPYJHUKOB;

WNHurepnperanus pe3yiib-
TaTOB HaONIOEHUN 3a
NEATEILHOCTRIO 00y-
Yarolierocss B Ipolecce
OCBOEHUSI 00pa3oBaTelb-
HOM MPOTPaMMBbI

OcCylecTBIATh MOUCK
uHpOpManuu, HeoOXo-
numoint i 3¢ deKTuB-

HOTO BBITIOJTHCHHUSI
PO eCCUOHATBHBIX
3ajad.

- BJIQJICHUE pa3UYHBIMH CIIoco0aMy TIOHMCKa
uHpOpMaINH;

- HCIIOJIb30BAHME HaWJAEHHON MH(OpMauu ISt
3¢ (HEeKTHBHOTO BBIMIOJIHEHUU MpodeccroHalb-
HBIX 33]1a4;

- CO3/laHHE TPE3eHTAIIMOHHOTO Cllaiifa 1o 3a-
JTAHHOM TeMe corjacHO TpeOoBaHMA K odopmIie-
HUIO TIPE3EHTAIINI;

WNHrepnperanus pe3yiib-
TAaTOB HaONIOJEHUHA 3a
JIeATETLHOCTBIO 00y-
YaloIllerocs B IpoOLECCE
OCBOCHHSI 00pa3oBaTelb-
HOH IPOrpaMMBbl

HWcnons3oBath HHBOP-
MaIuOHHO-
KOMMYHHUKAI[MOHHBIC
TEXHOJIOTHH B mpodec-
CHOHAJIbHOM  JESATEIhb-

- ucnonb3oBanue KT npu opopmnenun pede-
paToB, MpE3eHTALUN, OTYETOB IO MPOU3BOJACT-
BEHHOMU MPAKTUKE U T.1.;

- IOJArOTOBKA JOKYMEHTOB K IpUEMY IOCETUTE-
Jel MO JIMYHBIM BOIPOCaM C HCHOJIb30BAHHUEM

Wutepnperanus pe3yiib-
TaTOB HAOJIOAECHUHM 3a
JIEATENHHOCTBIO 00y-
YaroIIerocss B TIpoIecce
OCBOCHHSI 00pa30BaTelIb-
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HOCTH.

IIK;
- OCYyIIECTBICHHE TNpueMa-tiepenaun (paxcu-
MHJILHBIX COOOIICHHI;

HOM MPOTPaMMBbI

Paborate B KOMawHIe,
3¢ (heKkTUBHO 00IIATHCS
C KOJUIEraMH, PYKOBO-
JICTBOM, KJIMCHTAMHU.

- yMeHHue paboTaTh B IPYIIIIE;

- BIaJeHHe crnocodamMu O0ecKOH(IUKTHOTO 00-
IICHHSI K CAMOPETYJISIIUH B KOJUICKTHBE;

- cOoONIOICHHE TPUHIMUIIOB MPOdecCHOHANBHOM
9THKHU;

- OCyIIECTBIIEHUE Tele(OHHOTO OOCITYKHUBAHUI
COOTBETCTBEHHO TPEOOBAHMI JIEIIOBOTO ITHKETA,

WNHrepnperanus pe3yiib-
TAaTOB HaONMIOJEeHUH 3a
NEATEILHOCTHIO 00y-
YaloIlerocs B IpoLECCe
OCBOCHUSI 00pa3oBaTelb-
HOH IPOrpaMMBbl

HcnosHITh BOMHCKYIO
0053aHHOCTh, B TOM
quclie ¢ IPUMECHEHUEM
MOJyYEeHHBIX Mpodec-
CHOHAJIBHBIX  3HAHUU
(nmst roHOIIEH).

- OBICTPO M BEPHO MPUHUMATh PEILICHUS NP BbI-
MOJTHEHUHU NPO(eCcCUOHANbHBIX 3a/a4;

- 100pOCOBECTHOE BBINIOJIHEHUE Y4YEOHBIX 005-
3aHHOCTEH MpPHU OCBOCHUU NPO(PECCHOHATBHOTO
MOJTYJIS;

- coOnro/ieHNe JUCLUUIUIMHBL TpyJa B IEPHOA
IIPOU3BOJCTBEHHON NPAKTUKHI

WNHrepnperanus pesyiib-
TAaTOB HaONMIOJEHUHA 3a
JIEATETLHOCTBIO 00y-
YaloIlerocs B IpoLECCE
OCBOCHUSI 00pa3oBaTelb-
HOH IIPOrpaMMBbl

CoOmomate  [€NOBOI
STHKET, KYyJbTypy U
[ICUXOJIOTMYECKUE OC-
HOBBI OOIICHUS, HOP-
MbI U HpaBI/IJIa IIOBCAC-
HUS; HCIIOJIB30BAaTh
METOABI MW CpEICTBa
JIEJIOBOTO OOIIeHUS.

- COOJIIOJICHNE TPHUHLIUIOB MPO(EeCcCHOHATBHOM
ITHUKU;

- pe3yJbTaTUBHOE IPUMEHEHHE HOPM U IIPABUII
JIeJIOBOTO OOIEHUS B XOJI€ MPAKTUYECKUX 3aHs-
TUW U IPOU3BOACTBEHHOM NPAKTUKH;

WNHurepnperanus pesyiib-
TaTOB HAONIOEHUN 3a
JIEATENBHOCTBIO o0y-
Yarollerocs B Ipolecce
OCBOCHHUsSI 00pa3oBaTeib-
HOM MPOTpaMMBbl

CamocTosiTeIbHO  OIl-
penensTh 3amaadu mpo-
(dbeccuoHaIbHOTO u
JMYHOCTHOTO  pa3BU-
THs, 3aHUMaThCS Ca-
MOOOpa30BaHUEM,
OCO3HAHHO  IUIAHHPO-
BaTh IOBBIIICHUE KBa-
TuQUKaInm.

- aJeKBaTHas TOCTaHOBKa 3a1ad MpogeccHo-
HAJIBHOTO U JINYHOCTHOTO Pa3BUTHS;

- CaMOCTOSITENIbHOE TOBBIIICHNE KBAJIU(UKAITUH
yepe3 M3yueHHUE Pa3IMYHBIX HH(OPMAIMOHHBIX
HUCTOYHUKOB;

WNHurepnperanus pe3yiib-
TaTOB HaONIOEHUN 3a
NEATEILHOCTRIO 00y-
Yarolierocs B Ipolecce
OCBOEHUSI 00pa3oBaTelb-
HOM MPOTPaMMBbI

CoOmronath
HUSA 0e30ITacHOCTH
Tpynza, MOXKapHOI
0e30IacHOCTH, CaHU-
Tapuu U TUTHEHBI, OX-
paHbI Tpyaa.

TpeboBa-

- TNPUMEHEHHE TPaBHJ TEXHUKU OE€30MacHOCTH
ITIPpH BBIITOJHCHHUU MMPAKTUYCCKUX BUI0B pa60T;

- obecrnieueHre pabo4Yero Mecra pPyKOBOIMTEINS
HeO6XOJII/IMI)IMI/I Cpe€acTBaMu OPIrTCXHUKHU,

- OpraHu3anms padoYnx MECT ceKperapsi U pyKo-
BOJIUTENSI COTJIACHO TPEOOBAHUN CAHUTAPHH WU
THTHEHBI.

Wutepnperanus pe3yiib-
TaTOB HAOJMIOAECHUHA 3a
JESITEIILHOCTHIO o0y-
Yaromerocss B Tporiecce
OCBOCHHs 00pa3oBaTellb-
HOH IPOrpaMMBI
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