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1. ACIIOPT PABOYEM TPOT'PAMMBI TIPAKTUKH
MPOPECCHOHAJIBHOI'O MOAYJIA IIM 02. OPTAHU3ALIMOHHASA
JAEATEJIBHOCTbD

1.1. Ob6aacThr npuMeHeHHus padoueii MporpaMMbl

[Iporpamma mpaktuku npodeccuonanpHoro wmoayias [IM.02  OpranuzanuoHHAs
JESITEIbHOCTD SIBIISIETCSl YacThIO OCHOBHOM MpodeccHOoHaIbHOW 00pa3oBaTeIbHON MPOrpaMMbI B
coorBercTBUM ¢ PI'OC mo mpodeccun cpeanero npodeccruonanbHoro obpazoBanus 46.01.01
Cekperapb B YacTH OCBOCHHMS OCHOBHOTO BHAA MPOo(ecCHOHATBHON NEATENbHOCTH —
OpraHu3aIMOHHAs IEITENLHOCTh - U COOTBETCTBYIOMMX npodeccrnonanbubix kommneTrenuuii (I1K):

IIK 2.1. KoopaunupoBath paboty oduca (IpUeMHON PyKOBOJMTENSA), OPTaHH30BHIBATH
IIPUEM TIOCETUTEIICH.

I[IK 2.2. OcymectBusate TtenedoHHOE OOCITyKMBaHUE, NPUHUMATh U TEpPEAaBaTh
(hakCHUMUIIBHBIC COOOIIICHUSI.

IIK 2.3. OcymiectBiaTh paboTy MO MOATOTOBKE M MPOBEACHHUIO COBEIAHUM, 3aceqaHHi,
JIEJIOBBIX BCTPEY, IPUEMOB U NPE3EHTALUI.

[IK 2.4. OcymiecTBasTh MOATOTOBKY JAEIOBBIX MOE30K (KOMaHIMPOBOK) PYKOBOAMUTENS U
JPYTUX COTPYAHUKOB OpPTaHU3alUH.

[IK 2.5. Opranu3oBsiBaTh pabodyee MEeCTO ceKpeTapsi U pyKOBOAUTEIIS.

1.2. Mecto mnpodeccHOHAIBHOI0O MOAYJS B CTPYKType OCHOBHOH NPo¢ecCHOHAILHOMI
o0pa3oBaTe/ibHOI MPOrpaMMBbl: TUCIUIIINHA BXOJIUT B MPOGECCUOHATBHBINA UK.

1.3. Heaun u 3aga4yu npogeccHoOHAIBHOI0 MOAYJIA — TPeOOBaHUSI K pe3yJibTAaTaM OCBOCHMA
npogeccuoHAJIBHOI0 MOAYJISA
C menpi0 OBIAJCHUS yKAa3aHHBIM  BUJAOM TPOPECCHOHATIBHOH JAEATENbHOCTH U
COOTBETCTBYIOIIUMHU MPOGECCHOHATHHBIMA KOMIIETEHIIUSAMU OOYyYarolIuiicss B XOAE€ OCBOCHHUSA
po(hecCuOHATBHOTO MOAYJISI TOJIKEH:
HMeTh MPAKTHYECKHUIl ONBIT:
- MCTIOJIb30BAHUS OPTTEXHUKH JIISl 0OecriedeHus Mpo(hecCHOHAIBHON JesITeTbHOCTH;
- y4acTHs B IIOJATOTOBKE U MPOBEICHUU JACTOBBIX MEPOTIPUATHH, PHUEMA MTOCETUTENEH;
- BeJleHus TesieOHHOro 00CTyKUBaHus, pUeMa U nepeaadn nHpopMauu 1o ¢pakcy.
yMeThb:
- OPraHM30BBIBATH Pad0OYEe MECTO CEKPETAPS U PYKOBOIUTEIIS;
- BBITIOJIHATH TEXHUYECKUE (PYHKIIMU CEKpeTaps M0 00eCIeYeHUIO pabOThl PyKOBOIUTENS;
- TTOJTB30BAThCSI HOPMATUBHBIMH JIOKYMEHTAMH, PETIIAMEHTHUPYIOIUMHU padOTy CeKpeTaps;
- OPraHU30BBIBATh MPUEM ITOCETUTEINEH;
- OCYIIECTBIIATH MOJATOTOBKY KOMaHJUPOBOK PYKOBOJIUTEIIS U JAPYTUX COTPYAHHUKOB;
- paIMoHaJIbHO OPTaHU30BBIBATH pabouee MECTO;
- cobmroaTh TpeOoBaHUs 0€30MTaCHOCTH TPY/A;
- POBOJUTH MOATOTOBKY U OOCTYXKHUBaHUE, IPUHIUMATh, OTIIPABIIATH COOOIICHHS 1O (dakcy;
- HCTIOJIH30BaTh KOMITBIOTEPHBIE TEXHOJIOTHH B CEKPETAPCKOM OOCTYKHBAHHM;
- HCIIOJIB30BATh CETEBbIC MH(OPMAIIMOHHBIEC PECYPCHI;
- obecneunBaTh Ka4eCTBO BHITIOJIHIEMBIX PaOoOT.
3HATh:
- HOpMaTHBHBIE JOKYMEHTHI, PETJIAMEHTHPYIOIIHE JEeSITeTHHOCTh CEKpeTaps;
- IPUHIIMITBl OpPTaHHW3AllMK W BHUABI PAdOT MO O€3JT0KYMECHTHOMY OOCITYKHBaHHIO
paboOTHI pYKOBOIUTEIS;
- OCHOBBI TUITAHUPOBAHUS PabOTHI CEKpeTaps;
- IpaBUJIa BEJICHUS JIETIOBOTO Pa3roBOpa;
- mpaBwia TejaeOHHOTO OOCTY)KUBAHUS, IPUEMa U Tepeaur HHPOPMAIIHH 10 (aKcy;
- 00513aHHOCTH CeKpeTaps MO MOATrOTOBKE MpueMa MOCETUTENeH;



- MpaBWJIa MMOATOTOBKH U O0CTYKMBAHUS COBELIAaHUH, 3aceIaHUM;

- 00513aHHOCTHU CEKpeTapsl MO MOJArOTOBKE KOMAaHIUPOBOK PYKOBOIUTEINS U IPYTUX COTPYAHUKOB
OpraHu3alnu;

- TpeboBaHus K 00ecredeHnI0 0€30MaCHOCTH TPyia CEKpeTaps;

- OCHOBBI HTH(OPMAITMOHHBIX TEXHOJIOTUH B TPOPECCHOHAILHON e TEIHLHOCTH.

1.4 . PexoMeHayeMoe KOJHYECTBO YacOB Ha ocBoeHHe nmpodeccuoHaabHoro moayas IM. 02
Opranu3zannoHHasi 1esiTeJIbHOCTh

Bcero — 864 yacoB, B TOM YHCJIE:

MJIK 02.01 Opranusarus cekperapckoro oocmyxuanus — 180 yacos
yaeOHo# mpakTuku — 180 yacos

IPOM3BOJICTBEHHO MpakTuku — 504 gacos.



2. PE3VJIbTATBI OCBOEHHSI HNPAKTUKHU MNPO®ECCHUOHAJIBHOI'O

MOAYJA

[Tporpamma nmpakTUkK# Npo(ecCHOHAIBHOTO MOAYJIS pa3paboTana Ha ocHOBE DenepaabHOro
rocyJIapcTBeHHOTO oOpasoBatenbHOro cranmapra (mamee — PI'OC) mo mpodeccnn «46.01.01
Cekperapb» B 4YacTH OCBOCHHS OCHOBHOTO BHJa TNpodeccroHanpHoU aestensHoctu (BIT/):
«Opranu3zaoHHas JesITeIbHOCTh» U COOTBETCTBYIOLINX Mpodeccnonanbubix komnerenuuii (I1K):

I[IK 2.1. KoopaunupoBatb pabory o¢uca (IpueMHON), OPraHU30BBIBATH IPUEM
MIOCETUTENIEH

K 2.2.  OcymecTBisiTh TelnepOHHOE OOCITy)KHMBaHUE, TepefAaBaTh W NPHUHUMATH
bakcuMUIIbHBIE COOOIICHUS

K 2.3.  OcymecTBisTh padoTy MO MOATOTOBKE M MPOBEACHUIO COBEIIAHUM, 3aCEIaHHH,
JIEJIOBBIX BCTPEY, IPUEMOB U MIPE3EHTAIIHIA

[IK2.4. OcymecTBisiTh MOATOTOBKY JEJIOBBIX MOE3/I0K (KOMaHAMPOBOK) PYKOBOJIUTENS
U IPYTUX COTPYIHUKOB OpraHU3aIUu.

[IK 2.5..  Opranu3oBbIBaTh pabodyee MECTO CEKpeTapsi U PYKOBOIUTEIIS.

Pe3synbratom ocBoeHMs TPO(hecCHOHATEHOTO MOYIIS SBJSIETCS OBJIaJIeHUE 00Yy4arOIIUMUCS
BUJOM TPOECCHOHATBHON AEATENHHOCTH, B TOM uucie npodeccrnoHanbHbiMu (IIK) u oOmmmu
(OK) xoMrmieTeHIIUSIMU:

Kon HaumenoBanue pe3ybTara 00yueHust

[IK 2.1. | KoopauaupoBaTh paboTy oduca (mprueMHOM), OpraHU30BbIBATH IPUEM
IIOCETUTEJIEU

IIK 2.2. | OcymiecTBasaTh TenedoHHOE 00CITy)KMBaHUE, TIepeaaBaTh U IPHHUMATh
(hakCUMUIIbHBIE COOOIIIEHUS

IIK 2.3. [ OcymecTBasaTh paboTy MO NOATOTOBKE U MIPOBEJACHUIO COBELIAHUMN, 3aCeJaHHH,
JICJIOBBIX BCTPEY, IPUEMOB U MTPE3ECHTAINH

I[IK 2.4. | OcymiecTBaAsSTh MOATOTOBKY JAETOBBIX MOE3I0K (KOMaHAMPOBOK) PYKOBOJIUTENS U
PYTUX COTPYIHUKOB OpraHU3alliy.

I1K 2.5.. |OpranuzoBsiBaTh pabouee MECTO CEKpeTaps U pyKOBOJHUTEISL.

OK 1. [ToHnMaTh CyIIHOCTH U COLMATIbHYIO 3HAUUMOCTh CBOEH Oyayuieil mpodeccun,
IIPOSIBJIATH K HEW YCTOWYUBBINA UHTEPEC

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JA€ATEIbHOCTb, UCXOMS U3 LIETU U CIIOCOO0B €€
JOCTUKEHMSI, ONPEJCIICHHBIX PYKOBOIUTEIEM

OK 3. AHanmM3UpoBaTh pabOUyIO CUTYAIHIO, OCYIIECTBIISATh TEKYIIHI 1 UTOTOBBIM

KOHTPOJIb, OLICHKY M KOPPEKIII0 COOCTBEHHOM /1€ATEIbHOCTH, HECTH
OTBETCTBEHHOCTb 32 PE3YJIbTAaThl CBOEH pabOThI

OK 4. OcymiecTBIATh MOUCK MHPOPMAITIH, HEOOX0IUMOH 1711 3 PEKTUBHOTO
BBINOJIHEHUS TPO(hEeCCHOHAIIBHBIX 3a/1a4
OK 5. Hcnonp3oBath HHGOPMaIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B

npoeccCHoHABLHOM e TENbHOCTH

PabGotare B KomaHae, A(GGEKTHBHO OOIIaThCcs C KOJUIETaMH, pPYKOBOJCTBOM
OK 6. KIIMEHTaMU

OK 8. Cobmro1aTh 1€70BON ATUKET, KYJIbTYPY U IICUXOJIOTHYECKUE OCHOBBI OOILIEHUS,
HOPMBI ¥ MIPaBHJIA TIOBEICHUS; HCIIOJIF30BaTh METOBI M CPEJICTBA JIEIIOBOTO
oOIeHUs

OK 9. CamocTosTeIBHO ONPEACIATH 3aa4u MPOGeCCHOHATHHOTO W IMYHOCTHOTO
pa3BUTHUS, 3aHUMATKLCSI CAMOOOpa30BaHUEM, OCO3HAHHO TUTAHUPOBATH MOBBIIICHUE
KBaJTA(pUKAITIH

OK 10. Cobaronate TpeboBaHMs O€30MIACHOCTH TPYA, MOKapHOI 0€30MacHOCTH,
CaHHTapUH ¥ THTHEHBL, OXPaHbl TPy/a.




3. CTPYKTYPA U IPUMEPHOE COAEP KAHUE ITPOPECCHOHAJIBHOI'O MOAYJIA
3.1. TemaTnueckuii u1aH NpogecCHOHATBHOI0 MOLYJIS

Oobem BpPEMEHU, OTBEI€HHbII HA 0CBOECHHE

IpakTuka
MEKTUCUUIIJIMHAPHOTO Kypca (KypcoB)
Beero Oobs3atenbHas ayauropHass | CamocTosiTeJIbH IIpousBoacreeH
YACOB yuyeOHasi Harpy3Ka ast padora Had (1o
(naxc o0y4aromerocst o0y4aromerocst npoguio
Ko HanmeHnoBanus pa3iejioB yqe6ﬂéﬂ B T.9. CHENUATBEHOCTH
npopeccHonaLl NpodecCHOHATLHOr0 MOAYJIS | Hazpy3Kk nadoparop o vocona | Yeona )
bIX KOMIIETE€HIH I P y Py HbIE Kypcos Kypcosa o, 4acoB
au Bceero A60TEL I ast Bceero 1 HACOB (ecnu
npakmu , p pabota , pabora
npaKkTuyec npeoycmompen
Ku) YacoB (mpoek | 4aco | (mpoekT
KHe 1) ) a
3aHATHSA, ’ ’ paccpedomoyen
4acoB 4acoB
JacoB Has npakmuxa,)
1 2 3 4 5 6 7 8 9 10
MJIK 02.01 270 180 58 90
Opzanu3zayuonnas
oeamebHOCHb
Yueonaa npakmuxa 180 180
IIpousBoacTBeHHAs 504 504
NnpakTuKa (mo npoduiro 108 (2 xypc)
CHeNuaIbHOCTH), 9aCOB (eciu 396 (3 xypc)
npeodycMompeHa umozo8as
(KOHYeHmpuposanHas)
NPAKMUKQ)
Bcero: *954 | *180 | | 90~ | *180 *504

* Pazzien IpOQECCHOHAIBHOTO MOJYJISl — YacTh NPUMEPHOM MPOrpaMMBbl MPO(ECCUOHATEHOTO MOJLYJIsS, KOTOpas XapaKTEPU3YETCs JIOTHYECKOM 3aBEPIIEHHOCTHIO W HAIPAaBJIEHA HA
OCBOCHHME OJHOM WM HECKOJBKHX IMPO(ECCHOHAIBHBIX KOMIEeTeHIHH. Pa3nen mpodeccnoHanbHOTO MOIYNS MOXET COCTOSATh M3 MEXIWUCHHMIDIMHAPHOTO Kypca WM €ro 4acTH U
COOTBETCTBYIOIIMX YacTe yueOHOH M IPOM3BOJCTBEHHON NMpakTHK. HanMeHoBaHMe paznena npogecCHOHaIbHOTO MOIYIIS JOJDKHO HAYMHATHCS C OTIVIAr0JIbHOTO CYLIECTBUTEIHLHOTO
U OTPa)aTh COBOKYIMHOCTh OCBAMBAEMbIX KOMIETEHIUH, yMEHUI U 3HAaHUH.
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. CTPYKTYPA M COIEPXKAHUE YYEBHOM MPAKTUKH ITPO®ECCUOHAJILHOI'O MOJIYJISI

Ne . Buabl pador KosnyecTBo yacoB
Hcnosib30BaHne OPrreXHUKH /sl o0ecniedeHnst NpogecCHOHAIBHOI 1eATeJIbHOCTH 36
1. CpenctBa OprTeXHUKU: ONpEesieHne, Ha3HauUCHUE, Ki1accuuKams 6
Cobmronenue TpeboBaHMl 6€30MACHOCTH TPy
2. CpencTBa 1y COCTaBJICHUS! OPUTUHAIIOB TEKCTOBBIX JOKYMEHTOB 6
3. CpencTBa KOTMPOBAHMS U ONEPATUBHOTO PA3MHOKEHUS TOKYMEHTOB 6
4. CpencrtBa 00pabOTKH JOKYMEHTOB 6
5. CpenctBa cBs3U 6
6. KommbroTepHoe obecrieueHue 6
HNUTOI'O 3a 2 kypc 36
Opranuszanus ceKpeTapcKoro aeJa 108
7. JlenoBbie U TMYHOCTHBIEC KauecTBa cekperaps [IpodeccuonanbHas aTuKa ceKpeTaps 6
8. Opranuzanus paboyero MecTa cekperaps U pyKOBOAUTEINS C Y4eTOM TpeOOBaHUI 6
9. PanmonansHoe HcIonb30BaHre paboyero Mecta 6
10. Hcnonp30BaHne OPrTEXHUKH AJ1sl o0ecrieueHus: NpohecCUOHATBbHON NesTeIbHOCTH 6
11. HcnonHenne HOPMAaTUBHBIX JOKYMEHTOB, pErJIaMEHTUPYIOIIMX paboTy cekpeTaps 6
12. Cobmronenue TpeboBanmii 0€30MaCHOCTH TPyAa 6
13. Opranu3anus npueMa moceTuTeNeH 6




Ne . Buabl pador KosnyecTBo yacoB
14. CobumtoieHre 3JIEKTPOHHOTO ITUKETa 6
15. OO0cnyXrnBaHNE U TIOJrOTOBKA COBELAHUs, COOpaHus, 3aCeIaHus 6
16. Opranu3zanys Ae10BbIX IPUEMOB 6
17. Benenue tenedoHHBIX IEPErOBOPOB 6
18. Opranu3anys KOMaHIUPOBOK PYKOBOJUTENS U JPYTUX COTPYAHUKOB 6
19. Co3aHue ¥ MOoAroTOBKa BUBUTHBIX KapTOUYEK 6
20. Pabora ¢ koHpUIEHIINATHLHBIMU TOKYMEHTAMHU 6
21. JlokymMeHTHpOBaHHE KOH(PHUACHIINATEHON HH(DOpMAITIH 6
22. [TpaBuna paboThl ¢ KOH(pUICHINATBHBIMHA JOKYMEHTAMH 6
23. dopmupoBanue U 0hopMIICHHUE JIET 6
24. VYyer KOH(PUIECHINATBHBIX TOKYMEHTOB 6

Hcnonb30BaHHe KOMIBIOTEPHBIX TEXHOJIOTHI 36
25. Co3znanue u peakTupoBaHue TekcTa u Tabmui B MS Word 6
26. Co3nanue 1 perakTupoBaHue 6a3bl 1aHHBIX B MS Access 6
27. Co3nanue >nexTpoHHOM Tabnuisl B MS Excel 6
28. Coznanne myonmkaiuii B MS Publisher 6
29. Coznanue u peakTHpoBaHue ciaiiioB B mporpamme MS PowerPoint 6




Ne nim. Buabl pador KoanuecTBo yacoB
30. 3auer 6
HUTOTI'O 3a 3 kypc 144
BCEI'O 180
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Conep:kanue y4eOHOH NPAKTHKHA

Ne . Buasl pador Conep:xanue pador KosnuectBo Koabl komnerenumii ®opmbI U 11}/ (0]
4acoB OK K MeTOoABI PYKOBOIUTEJISI
KOHTPOJIsI yiu
1. Cpe,[[CTBa 3HaKOMCTBO CO CpPeICTBaAMHU 6 OK1 IIK 2.1 HAOIIOICHUE
OPIrTCXHHUKH. OPITEXHUKU OK 2 IIK 2.5 YCTHBI OIIpOC,
OIIpEJICIICHUE, OK3 OIHCaHME,
Ha3HAUYCHHE, OK 6 OLICHKA
KJIacCU(pUKALIUS OK 10 NPaKTHYECKUX
CoOmonenue pador
TpeboBaHMit
0€30MacHOCTH TpyJa NTOro 6
2. Cpenctsa st CocraBieHue OpUrnHaIOB 6 OK1 IIK 2.1 YCTHBIH ONpoc,
COCTaBJICHHUSA AOKYMCHTOB OK 6 1K 2.3 OIMCaHMUeE,
OpUTHHAJIOB OK 8 IIK 2.5 OLICHKA
TEKCTOBBIX OK 10 MPAKTUICCKUX
JIOKYMEHTOB pabor
UTOI'O 6
3. Cpencrsa PaGota Ha cpenctsax 6 OK 1 TK 2.1 yCTHBIH onpoc,
KOITMPOBAHUSA U KOIIUPOBAHUS U OK o6 IIK 2.3 OIMCaHMUE,
OIlepaTHBHOrO Pa3MHOXEHUsI JOKYMEHTOB OK 8 MK 2.5 OlleHKA
Pa3MHOKEHHs OK 10 MIPAKTHYECKUX
JIOKYMEHTOB pabor
UTOI'O 6
4, Cpe,Z[CTBa 3HAKOMCTBO CO CPEICTBAMHU 6 OK1 K 2.1 YCTHBIH OTpOC,
00paboTKH 00paGOTKH JOKYyMEHTOB, OK 6 MK 2.2 omHcaHue,
JTOKYMEHTOB OK 8 K 2.5 OLIEHKa
OK10 MIPAKTHYECKUX
pabot
HUTOI'o 6
5. CpencTsa cBs3u Pa6oTa Ha cpeJicCTBAX CBS3H, 6 OK 1 1K 2.1 YCTHBIH 01POC,
paboTa ¢ TUKTOPOHHOM OK 6 MK 2.2 OIMKCaHHUE,
TEXHUKOHN OK 8 IIK 2.5 OIIEHKa
IIK 2.3 MIPaKTUYECKHUX
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pabot
UTOro 6
6. KommberorepHoe Pabora ¢ BEIUHCTUTENTEHON 6 OK1 K 2.1 YCTHBIH 01poc,
obecrieueHne TEeXHUKOH, pabora Ha [1K OK 6 1K 2.2 OIMCaHMUeE,
OK 8 IIK 2.5 OILICHKA
OK 10 MPAKTHYECKUX
pabort
UTOIro 6
HUTOI'O 3a 2 kypce 36
7. JlenoBelie u OmnpeneneHue QENOBBIX U 6 OK1 IIK 2.1- YCTHBII OIIPOC,
JIUYHOCTHBIC JINYHOCTHBIX Ka4€CTB OK 2 IIK 2.5 OIHMCaHUE,
KauecTBa CeKpeTaps | CeKperaps 3HAKOMCTBO C OK3 OLICHKA
IIpodeccronanpras | PEOOBamMI OK 6 MPaKTHYECKHX
THKa ceKpeTaps pohecCHOHATPHON 3THKH OK 8 pabor
cekperaps
UTOI'O 6
8. Opranusanus paboyero | BelnojHeHHE NPHEMOB 6 OK1 IIK 2.1 YCTHBIN OMpOoC,
MECTa CeKpeTaps u MIPABIIILHONW OpTaHU3AIHN OK2 K 2.5 onucaHue,
pykoBoauTelst ¢ yaerom | PM cekperapst u OK 10 OLICHKA
TpeOoBaHUit PYKOBOAUTEIIS HPAKTHUECKIX
pabor
UTOIro 6
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0. PammmonansHoe 3HaKOMCTBO C MPUHIUTIAMU OK1 IIK 2.1 YCTHBIN OMpOC,
HUCIIOJIb30BaHUE panoHaIbHOI0 OK 2 IIK 2.5 OIMCAaHUE,
pabouero mecra ucnoyb3oBanus PM OK 10 OILIEHKa

CeKpeTapst MPaKTHIECKNX
pabot
UTOIro

10. Hcnonb3oBanue 3HAKOMCTBO C yCTPOHCTBOM OK 1 IIK 2.1 YCTHBIH OMpOC,
OPITEXHUKU I Y TIPUHIUIIOM JCHCTBUSA OK 2 IIK 2.5 OIlMCaHUE,
obecreueHus Pabora ¢ oprrexHuKoi OK 10 OllEHKa
npodecCuoHATbHON MPAKTHYECKUX
JIEATENBHOCTU paboT

UTOIro

11. Hcnonnenue N3ydeHne HOpMAaTHBHBIX OK1 IIK 2.1 YCTHBIH ompoc,
HOPMATUBHBIX JIOKyMEHTOB U UX OK 2 K 2.5 OIUCAaHME,
JIOKyMEHTOB, MPUMEHEHHUE B paboTe OK 4 OIEHKA
periaMeHTUPYIOLINAX MIPAKTHIECKAX
paboty cekperaps pabot

UTOI'o

12. | CoGmronenue Nzyuenune npasui OT u Th OK 1 MK 2.1 YCTHBIH OTIpOC,
Tp€6OBaHI/II71 npu pa60Te C OpFTeXHI/IKOﬁ OK?2 IIK 2.5 ONHCAaHUE,
0e30MacHOCTH Tpyaa OK 10 OIICHKA

MIPAKTHYECKUX
pabort
UTOI'o
13. Opranuzanus npuemMa Nzydenune TpeboBanmii k OK1 IIK 2.1 YCTHBIN OMpOoC,
moceTuTeNneH OpraHM3aIuy IpreMa OK?2 K 2.5 OIHCaHHE,
noceTuTenen OK 3 OIEHKA
OK o6 MIPAKTHYECKUX
OK 8 pabot
UTOIro

14. | CoOmronenue 3y4eHue npaBul OK 1 MK 2.1 YCTHBIH OTIpOC,

OJICKTPOHHOT'O OTUKETA 3JICKTPOHHOI'O 3TUKETa OK?2 IIK 2.5 OIIMCAHUE,
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OK3 OIICHKA
OK 6 MPAKTUYECKUX
OK 8 pabot
UTOIro
15. OOcnyXuBaHHE U Nzyuenue nopsiaka OK1 K 2.3 YCTHBIN OTpOC,
HOArOTOBKA MOArOTOBKU COBELIAHUH, OK 2 IIK 2.5 OIIMCaHHE,
COBeIlIaHus, coOpanus, | COOpaHMH M 3aCeaHUH, H X OK 6 OIlEHKa
3acemaHus obciyKuMBanHs OK 8 NPAKTHIECKUX
pabot
UTOI'o
16. Opranu3anus A€I0BbIX | M3yueHne mopsaka OK1 IIK 2.3 YCTHBIH ompoc,
IIPUCMOB TIOATOTOBKH J€JIOBBIX OK 2 MK 2.5 OIMCAHMUE,
nmpuemMoa, 1 ux OK 6 OILICHKA
o0cTyXKUBaHU OK 8 NPaKTHYECKHX
pabor
UTOIro
17. Benenue TenedonHbIx N3ydenune npaBui BeeHUS OK1 IIK 2.3 YCTHBII ompoc,
MIEPErOBOPOB TeneOHHBIX pa3TOBOPOB OK 2 IIK 2.5 OIHCaHHE,
OK 6 OIICHKA
OK 8 MIPAKTHYECKUX
pabort
UTOI'O
18. Opraauzanus M3yuenue mpaBui OK 1 MK 2.1 YCTHBIN OMpOC,
KOMaHIUPOBOK IIOArOTOBKY KOMAaHIMPOBOK OK 2 IIK 2.4 OIIMCAaHUeE,
PYKOBOJIUTEIIS U APYTUX OK o6 OIlEHKa
COTPYIHUKOB OK 8 MIPaKTUYECKUX
pabort
UTOIro
19. Co3anmue ¥ MOArOTOBKA | PaboTa 1mo Co3aaHuio 1 OK1 IIK 2.1 YCTHBIN OMpOC,
BHU3UTHBIX KaPTOUYCK O(bOpMJ‘leHI/I}O BU3UTHBIX OK 2 1K 24 OIHNCAaHUE,
KapTOUYeK C OK 5 OIEHKA
UCIIOJIb30BaHHEM OK 6 NPaKTHYECKHX
OPTITEXHHUKHU OK 8 pa60T
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UTOoro

20. Pabora c JloxyMeHTHpOBaHME OK1 K 2.1 YCTHBIH omnpoc,
KOH(pHICHIIMATbHBIMU KOH(UACHIIUATBHON OK 2 IIK 2.4 OIlMCaHUE,
JOKYMEHTaMH MH(POPMALIUH, 3HAKOMCTBO C OK 5 OLICHKa

MpaBUJIaMHU PaOOTHI C OK 6 MPaKTUYECKHUX
KOH(UACHIINATbHBIMA OK 8 pabot
JIOKYMEHTaMH

UTOIro

21. JlokyMeHTHupOBaHUE HoxymeHTUpOBaHHE OK 1 IIK 2.1 YCTHBIH OMpOC,
KOH(HUICHIIMAIBHOM KOH(HICHINATEHON OK?2 K 2.4 OIIMCaHMUE,
HHPOPMALHH HMH(POPMALIUH, 3HAKOMCTBO C OK 5 OLIEHKa

MpaBUiIaMu pabOTHI C OK 6 MPaKTUYECKHUX
KOH(UACHIIUATbHBIMH OK 8 pabort
JIOKyMEHTaMH

UTOI'O

22. | [IpaBuna paboTsi ¢ [IprMeHeHHEe TIPaBUIT OK 1 MK 2.1 YCTHBIH OMpoc,
KOH(UICHIINATEHBIMH pabotsl ¢ KT OK 2 K 2.4 OIIMCaHHE,
JIOKYMEHTaMH OK 5 OLIEHKA

OK 6 MPaKTUYECKUX
OK 8 pabort
UTOI'O
23. dopmMUpOBaHHE U PaboTa o ¢popmupoBaHuIo n OK1 MK 2.1 YCTHBIH ONpoc,
odopmnenue aen o(opmiIeHHIO 1eNT OK 2 MK 2.4 ommcaHye,
OKS OTICHKA
OK o6 MIPAKTHYECKUX
OK 8 pabort
UTOIro
24, VYuer N3yuenue npasun yuera OK1 IIK 2.1 YCTHBIN OMpOC,
KOH(pHICHITHATbHBIX KOH(HIECHIHATbHBIX OK2 K 2.4 ONKCaHue,
JOKYMEHTOB AOKYMCHTOB OK 5 OLIEHKA
OK 6 MPAKTUIECKUX
OK 8 pabor
UTOIro
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25. Co3nanue u Pa6ora B MS Word 6 OK 4 MK 2.3 YCTHBII OTpoC,
pENaKTHPOBAHUE OKS OIIHCaHue,
TeKCcTa U Tabnuir B MS OrcHKa
Word MPAKTHYECKUX
pabot
UTOI'O 6
26. Co3nanue u Pa6ora na IIK 6 OK 4 K 2.3 YCTHBIH OTpoc,
penaKTUpoBaHUE Oa3bl OK S5 OIMCaHMUE,
maHHBIX B MS Access OLICHKA
HPaKTHYECKUX
pabor
UTOI'O 6
27. Co3znanue 3MeKTpOHHOM | Pa6ota Ha 1K 6 OK 4 MK 2.3 YCTHBIH OIpoc,
ta0me B MS Excel OK 5 OIMCaHNE,
OIICHKA
MPAKTHYECKUX
pabort
UTOI'O 6
28. Co3nanne myonukanuii | PaGora na IK 6 OK 4 K 2.3 YCTHBIH onpoc,
B MS Publisher OK 5 ONKCaHue,
OIICHKA
HPaKTHIECKUX
pabort
UTOI'O 6
29. Coznanue u Pabota na 1K 6 OK 4 K 2.3 YCTHBIN OMpOoC,
peaaKTUPOBaHUE OK S5 OIMCaHUeE,
CJIalI0B B MpOrpaMMe OLICHKA
MS PowerPoint IPAKTHYECKUX
pabort
UTOI'O 6
30. Jud. 3auer HUTOI'O 6
HUTOI'O 3a 3 kype 144
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. CTPYKTYPA M COIEPXKAHUE IMPOU3BOJACTBEHHOMN MPAKTUKHA
IMPOPECCHUOHAJIBHOI'O MOAYJIA

Ne mim. Buasbi pador Koau4ecTBo 4acoB
Hcnonb3oBanne OprreXHUKH ISl o0ecriedeHus mpodeccnoHaTbLHOM 1eITeTbHOCTH 108
1. CpeacTBa OpPITEXHUKHU: ONpeIeieHIe, Ha3HAYeHHE, KiIacCuUKaIIHs 6
2. Cobumoienne TpedoBaHmii 0€30MaCHOCTH TPyIa 6
3. CpezcrtBa Uit COCTaBICHUS! OPUTHHAIIOB TEKCTOBBIX JIOKYMEHTOB 6
4. Pyunble numyiiue cpeactsa [umnyiue MaaHbl 6
5. JlukTtodoHHAs TEXHUKA 6
6. [TeuaTaromue ycTpoiicTBa KOMITbIOTEPA U TpaonoCTponTenH 6
7. [Tewararomue ycTpoicTBa KOMIBIOTEPA U TPadONOCTPOUTEIH 6
8. CpeacrBa KOIMTUPOBAHUS U ONIEPATUBHOIO PA3MHOKEHHS JOKYMEHTOB 6
9. CpencrBa KOMMPOBAHUS U ONEPATUBHOTO Pa3MHOKEHHS JOKYMEHTOB 6
10. CpenctBa 00pabOTKH JOKYMEHTOB 6
11. CpencTBa cBA3U 6
12. CpencTBa cBA3U 6
13. daKkcUMUIIBHAS CBS3b 6
14. DIIEKTPOHHAsS 10YTa 6
15. KommbroTepHoe obecreueHme 6
16. KoMIbroTepHOe 06ecreueHne 6
17. CxaHepsl 6
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18.

Hud. 3auer

HUTOTI'O 3a 2 kypc

108
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Ne . Buabi pador KosmyecTBo 4acos
Opranu3anusi CeKpPeTapcKkoro aesia 198
L. JlenoBeie 1 TMYHOCTHBIE KauecTBa cekpetaps [Ipodeccuonanphas aTuka cekperaps 6
2. Opranuzanus pabodero Mecta cekperaps ¢ yueToM TpeboBaHu 6
3. Opranu3zanus pabodero Mecta pyKOBOJIUTEINS C yUeTOM TpeOOBaHUI 6
4. PannonaneHOE HCoNb30BaHue pabodero MecTa 6
3. Hcnonp3oBanne OprreXHUKH T ooecnedeHus npodhecCHOHAbHON AeITEeTbHOCTH 6
6. HcnonHenne HOpMaTUBHBIX JOKYMEHTOB, PETJIIAMEHTHPYIOIIUX PadoTy CeKpeTapst 6
7. Cobmoienue TpeboBaHmii 6€30MacHOCTH TPyaa 6
8. Opranuzanus npreMa rnoceTuTenei 6
9. Opranuzanus nprueMa rnoceTuTenei 6
10. Co0mroieHue AIEKTPOHHOTO ATUKETA 6
11. OOcyXUBaHHE U MOJTOTOBKA COBEIIAHUS 6
12. OOcy»XHUBaHHE U MOJTOTOBKA COBEIIAHUS 6
13. OO6cnyxrBaHNE U TIOJATOTOBKA COOpaHUs 6
14. OO6cnyxMBaHUE U TOATOTOBKA COOpaHus 6
15. OO0cnyxMBaHKE U TIOJTOTOBKA 3aCeTaHUS 6
16. Opranu3zanys Ae0BBIX IPUEMOB 6
17. Opranuzanys Ae0BbIX IPUEMOB 6
18. Benenue tenedoHHBIX TEPErOBOPOB 6
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19. Benenue tenedoHHBIX TEPETOBOPOB 6
20. [Tpuem u oTnpaBka PaKCUMIIIBHBIX COOOIICHUN 6
21. [Tpuem u oTnpaBka GaKCUMILUIBHBIX COOOIICHUH 6
22. Opranuzanys KOMaHAMPOBOK PYKOBOJUTEIS U APYTUX COTPYAHUKOB 6
23. OdopmieHre KOMaHTUPOBOYHOTO YOCTOBEPEHUS U OTYETA O KOMAHIUPOBKE 6
24. Co31aHue ¥ MOArOTOBKA BUBHTHBIX KAPTOUYCK 6
25. Pabora ¢ koHpUACHIINATBHBIMU TOKYMEHTAMHU 6
26. Pabora ¢ koHpUAECHIINATBHBIMU TOKYMEHTAMHU 6
217. CocraBieHue TIepevHs: KOHPHUICHIIMATbHBIX JOKYMEHTOB 6
28. JlokymMeHTHpOoBaHHE KOH(PHUACHINATFHON HH(POpMAIIH 6
29. [IpaBuna paboTsl ¢ KOHPUACHINATBHBIMU JOKYMEHTaAMHU 6
30. [IpaBuna paboTsl ¢ KOHPUAECHINATBHBIMU JOKYMEHTaAMHU 6
31. dopmupoBanue U 0hopMIICHHUE JIET 6
32. dopmupoBanue U opopmiIeHHE e 6
33. V4eT KoH(DUIEHINATLHBIX JOKYMEHTOB 6
Hcnonb3oBaHne KOMIIBIOTEPHBIX TEXHOJIOTHIl 198
1. TexHuka 0€30MacHOCTH M CAHUTAPHO-TUTHEHUYECKHe HOpMBI rpu padote ¢ [TK 6
2. CucTteMbl MOATOTOBKY TEKCTOBBIX TOKYMEHTOB 6
3. CucTeMBl TOATOTOBKY TEKCTOBBIX TOKYMEHTOB 6
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Ne . Buabi pador KosmyecTBo 4acos
4. Co3nanue 1 peJaKTHPOBaHNE TEKCTOBOTO JIOKYMEHTA 6
5. dopmaTnpoBaHnE TEKCTOBOTO TIOKYMEHTa 6
6. dopmaTnpoBaHnE TEKCTOBOTO TOKYMEHTa 6
7. ['uneprexct 6
8. KommnbroTepHble c10Bapy U CHCTEMBI MAITMHHOTO IEPEBOIa TEKCTA 6
9. CozniaHue TEeKCTOBBIX JOKYMEHTOB Ha OCHOBE MaKeTa 6
10. Cosnanue ¥ pelakTHpoBanue Tekcta B MS Word 6
11. Cosnanue u penakTupoBanue Tadaui B MS Word 6
12. Co3nanne 1 peJakTHPOBaHNE H300paKeHUSI B TEKCTOBOM PEIaKTOPE 6
13. Co3naHue 1 pelakTUpOBaHHE N300paKeHHsI B TpaQueCKOM peaKTope 6
14, MynbTUMEANAa TEXHOTOTUS 6
15. MynbTuUMEANAa TEXHOTOTUS 6
16. CucTembl MOATOTOBKH TaOJIUYHBIX TOKYMEHTOB 6
17. [TpaBuna opopMieHus TAOIHUIHBIX TOKYMEHTOB 6
18. Co3nanue >nexTpoHHOM Tabnuisl B MS Excel 6
19. Co3nanue >nexTpoHHOM Tabnuisl B MS Excel 6
20. ['paduka B 3JIE€KTPOHHBIX TabIMIAX 6
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Ne . Buabi pador KosmyecTBo 4acos
21. I'paduika B 371€KTPOHHBIX TaOIUIIAX 6
22. Coznanue u pegakTupoBaHue 0a3bl TaHHBIX B MS Access 6
23. Coznanue u pegakTupoBaHue 0a3bl TaHHBIX B MS Access 6
24, Co3zanue 3anpocoB U OTYETOB 6
25. Cosznanue myonukanuii B MS Publisher 6
26. Co3nanue u peakTupoBaHue ciaiiioB B mporpamme MS PowerPoint 6
217. Co3nanue u peakTupoBaHue ciaiiioB B mporpamme MS PowerPoint 6
28. [Tepenaua nndopmanuu. JIokaabHbIe KOMIBIOTEPHBIE CETU 6
29. OcHoBHbIE pabOTHI ¢ Opay3epom 6
30. DJeKTpOHHAs M0YTa U TeIEKOH(PEPEHINH 6
31. Texuomnorust Word Wide Web 6
32. [TpaBoBas oxpaHa UHGOpMAaLIH 6
33. Juo. 3auer 6

HUTOTI'O 3a 3 kypc 396
BCEI'O 504
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ConepskaHue NpOU3BOJACTBEHHON NMPAKTUKHA

No . Bujabl pador Conep:xanue padoT KoaunuectBo Koabl koMIneTeHui DopMbI U DdPHUO
4acoB OK K MeTO/BI PYKOBOAUTES
KOHTPOJIA yil
1. CpencrtBa OprrexHUKU: | 3HAKOMCTBO CO 6 OK 1 IIK 2.1 HaOII0IeHUE
orpezieNieHue, CpeacTsamMu OK 2 IIK 2.5 YCTHBIN
Ha3Ha4YCHHE, OPITCXHUKH OK 3 onpoc,
KJIacCU(UKALIHS OK 6 OITMCaHue,
OK 10 OIICHKA
MPAKTUYECKHUX
pabor
UTOT'O 6
2. Cobnronenue 3HAKOMCTBO C IIpaBUJIaMHU 6 OK 1 IIK 2.1 HaOI0IeHNe
TpeGoBaHuii Tbu OT OK 2 MK 2.5 YCTHBIN
0€30MMacHOCTH TpyJa OK 3 ompoc,
OK 6 OIHCaHue,
OK 10 OLIEHKa
MPAKTHICCKHIX
pabort
UTOT'O 6
3. Cpenctsa st CocraBiieHHE OpUTHHAJIOB OK1 K 2.1 YCTHBIN
COCTAaBJICHUS JOKYMEHTOB OK 6 IIK 2.3 ompoc,
OpUTHHAJIOB OK 8 IIK 2.5 OnHcaHue,
TEKCTOBBIX OK 10 OIICHKA
JTOKYMEHTOB MPAKTUICCKIX
pabot
UTOT'O 6
4, Pyunble numymnme CocraBieHrne OpUTrHHAIIOB 6 OK 1 IIK 2.1 YCTHBIN
cpenctna [lumymue JAOKYMEHTOB OK 6 K 2.3 ompoc,
MaIlUHbI OK 8 IIK 2.5 OIMCaHME,
OK 10 OLICHKAa
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PAKTHYCCKUX
pabor

WUTOI'O 6
JukroponHas TexHuka | CocTaBlICHHE 3aIIUCH 6 OK 1 IIK 2.1 YCTHBIN
OpPUTHHAJIOB IOKYMEHTOB OK 6 K 2.3 orpoc,
OK 8 IIK 2.5 OIHMCaHue,
OK 10 OLICHKA
MPaKTUYECKUX
pabor
UTOI'O 6
[Teqaratourie [TeyaTh OPUTHHAJIOB 12 OK 1 MK 2.1 YCTHBIN
yCTpOMcTBa JTOKYMEHTOB Ha OK 6 1K 2.3 ompoc,
KOMIIbIOTCpA W | mpUHTEpax pas3IMuYHbIX OK 8 K 2.5 OIIMCaHHE,
rpadonocTpouTenn KJIACCOB OK 10 OLICHKa
MPAKTUYECKUX
pabort
HUTOT'O 12
CpenctBa PaGora Ha cpeacTBax 12 OK1 IIK 2.1 YCTHBIN
KOIIMPOBAHUA U KOIIMPOBAHUsA U OK 6 IIK 2.3 ompoc,
OIIEPAaTUBHOTO PasMHOXKCHUA OK 8 IIK 2.5 OIIMCaHHEC,
Pa3MHOXXEHHUS AOKYMCHTOB OK 10 OIICHKA
JTOKYMEHTOB MPAKTHYECKHUX
pabot
HUTOT'O 12
CpenctBa 00paboTku | 3HAKOMCTBO CO 6 OK 1 IIK 2.1 YCTHBIN
JTOKYMEHTOB CpeACTBaMU OK 6 IIK 2.2 o1Ipoc,
00pabOTKH TOKYMEHTOB, OK 8 K 2.5 OIIHCaHHE,
OK10 OIICHKA
MPaKTHYECKUX
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pabort

HUTOI'O 6
9. Cpencrsa cBA3U Pabora Ha cpencTBax 12 OK1 MK 2.1 YCTHBIN
CBsI3H, OK 6 IIK 2.2 o1mpoc,
pabota ¢ TUKTOPOHHOI OK 8 K 2.5 OIIMCaHHE,
TEXHUKOH IIK 2.3 OIICHKA
MIPAKTUYECKHUX
pabor
HUTOI'O 12
10. dakcummiibHas cBsi3b | PaboTa Ha cpencTBax 6 OK1 IIK 2.1 YCTHBIN
CB3H, OK 6 IIK 2.2 o1poc,
[Ipuem u ornpaBka (akca OK 8 K 2.5 OITMCaHHE,
IIK 2.3 OIICHKA
MPAKTHICCKHIX
paboT
UTOTO 6
11. | DnekTpoHHas moyra PaGoTa ¢ 6 OK 1 MK 2.1 YCTHBII
BEIYHCIIMTETEHON OK 6 TIK 2.2 OIIpoc,
TeXHUKOHU, padota Ha [1K OK 8 K 2.5 OITHCaHUE,
OK 10 OLICHKA
MPAKTHYECKHUX
pabort
UTOI'O 6
12. | KommbroTepHOE PaGora ¢ 12 OK 1 MK 2.1 YCTHBIH
obecrieueHue BBIYMCIIUTEILHON OK 6 IIK 2.2 ompoc,
TEeXHHUKOM, paboTa Ha [1K OK 8 K 2.5 OIIMCaHUE,
OK 10 OIICHKA
MPAKTUIECKHIX
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pabort

HUTOI'O 12
13. Ckanepsl Pabota ¢ 6 OK1 K 2.1 YCTHBII
BBIYHCIIUTEILHOMN OK 6 K 2.2 OIIpoc,
TEeXHHUKOMU, padora Ha [1K OK 8 K 2.5 OITMCaHue,
OK 10 OLICHKa
MPAKTUYECKHUX
pabor
UTOI'O 6
14. Hud. 3auer mo I1I1 2 6
Kypc
UTOI'O 3a 2 kypc 108

26



I[CJIOBBIC u OrnpexeneHue AeNOBBIX U OK1 IIK 2.1- YCTHBIN OMpOC,
JIAYHOCTHBIE JINYHOCTHBIX KAYECTB OK 2 IIK 2.5 OIIMCaHMUE,
KayecTBa CereTap;[ CCKpCTaps 3HAKOMCTBO C OK 3 OLICHKAa
HpO(beCCHOHaHBHa;I Tpe6OBaHHﬂMH OK 6 MIPAKTUYCCKUX
npodeccuoHaIbHOM STUKHU
STUKA CEKPETAPs pod OK38 pabot
cekperaps
NUTOIo
Opranuzanus pabo4yero | BeimoiaHeHHEe MPHEMOB OK1 K 2.1 YCTHBIH 01poc,
MECTa CEeKpeTaps ¢ MIPABIIILHONW OpTaHU3AIHN OK?2 K 2.5 OIUCAaHME,
y4€TOM TpeOOBaHMI PM cekperaps OK 10 OLIeHKa
MPAKTHYECKUX
pabort
HUTOI'O
Opranuzanus pabouyero | BeimonHeHue IIPUEMOB OK1 IIK 2.1 YCTHBIA OMpOC,
MECTa PYKOBOIUTEIIS C MIPaBIIILHON OpTaHU3aAIHN OK 2 K 2.5 OIHCaHHE,
y4eTOM TpeOOBaHHI PM pyxkoBonuTens OK 10 OlIEHKA
MPAKTHYECKUX
pabor
HUTOI'O
PanmonanbHoe 3HaKOMCTBO C IPUHIUIIAMU OK1 IIK 2.1 YCTHBIN OMpOoC,
HCIIOJIb30BAHHUE panroHaJILHOTO OK2 IIK 2.5 OIMCaHuE,
pabouero MecTa ucronb3osanus PM OK 10 OLIeHKa
ceKpetaps IPAKTUYIECKUX
pabort
UTOI'oO
HUcnonb3oBanue 3HAKOMCTBO C YCTPOMCTBOM OK1 IIK 2.1 CTHBIH OTIpocC,
yctp y p
OPI'TEXHUKHU IS Y TIPUHITUTIOM JICHCTBUS OK 2 nK 2.5 OIHCaHHE,
obecneyeHus Pabora ¢ oprrexHukoi OK 10 OllEHKa
npodeccuoHaIbHON MPAKTHIECKUX
JEATEITbHOCTH pabor
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HUTOTr'O 6
6. Hcnionuenue M3yueHne HOpMaTUBHBIX 6 OK 1 IIK 2.1 YCTHBIH OTpOC,
HOPMAaTHBHBIX JIOKYMEHTOB U HX OK 2 IIK 2.5 OIIMCaHME,
JIOKyMEHTOB, MPUMEHCHUE B paboTe OK 4 OIIEHKA
perIaMeEHTHPYIOIIAX MPAKTUIECKUX
paboty cexperaps pabor
UTOIr'O 6
7. Cobumoienne Nzyuenne npasmwt OT u Th 6 OK 1 IK 2.1 YCTHBII OTIpOC,
TpeOoBaHMt pH paboTe C OPrTEXHUKOM OK?2 IIK 2.5 OIHCaHue,
0e30MacHOCTH Tpyaa OK 10 OIICHKA
MPAKTUICCKUX
pabot
UTOr'O 6
8. Opranuzanus npuema N3yuenue TpeGOBaHMI K 12 OK1 MK 2.1 YCTHBIHN OIpoC,
MMoCeTHTEIIeH OopraHu3anuy rnpuemMa OK 2 IIK 2.5 OIMCaHuE,
HOCGTHTeHeﬁ OK 3 OIIEHKA
OK o6 MIPAKTHYECKUX
OK 8 pabor
HUTOI'O 12
9. Cobmronenue W3yueHune npaBuit 6 OK1 MK 2.1 YCTHBIH OIpoc,
QJICKTPOHHOT'O OTUKETA 3JICKTPOHHOI'O 3TUKETa OK?2 IIK 2.5 ONHCAaHUE,
OK3 OIICHKA
OK o6 MPAKTHYECKUX
OK 8 pabot
HUTOIr'O 6
10. | OOciyxuBaHUE U W3yuenue nopsiaka 12 OK 1 IIK 2.3 YCTHBIH o11poc,
HOATOTOBKA COBEMIAHUS | IOATOTOBKU COBCIIAHUM, OK?2 IIK 2.5 ONHCAaHUE,
coOpaHHii 1 3acelaHuil, U UX OK 6 OIEHKA
00CITy>KUBaHHSA OK 8 NPaKTHYECKUX
pabor
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UTOI'O 12
11. | OGcnyxuBaHUE U W3yuenne nopsiaxa 12 OK 1 MK 2.3 YCTHBII 0TIpocC,
MOATOTOBKA COOpaHUs IIOJITOTOBKH COBEIIAHUH, OK 2 IIK 2.5 OIMCAaHUE,
coOpaHuii ¥ 3acenaHnil, U UX OK 6 OIlEHKA
00CITyKHBAHHS OK 8 MIPAKTHIECKAX
pabort
UTOT'O 12
12. | OGcmyXuBaHUE H Usy4enne mopsiaka 6 OK 1 MK 2.3 YCTHBII OTIpOC,
MOJArOTOBKA 3aceaaHu s IIOJITOTOBKH COBEIIAHUH, OK 2 IIK 2.5 OIMCaHuE,
coOpaHWMii ¥ 3acelaHuil, U UX OK 6 OIlCHKA
obcyKuBaHUs OK 8 MIPAKTHIECKAX
pabot
WUTOI'O 6
13. | OpraHu3anus A€lOBBIX | M3ydeHue nopsaka 12 OK 1 MK 2.3 YCTHBII OTIpOC,
IIpUEMOB MMOATOTOBKHM JIEJIOBBIX OK 2 IIK 2.5 OIMCaHuE,
MPUEMOB, H UX OK 6 OIIEHKa
obcyKUBaHUst OK 8 MIPAKTHYECKUX
pabort
UTOI'O 12
14. Benenue tenedoHHbIX W3yyenune npaBui BeaeHus 12 OK1 K 2.3 YCTHBIN OMpOoC,
IIEPErOBOPOB TeJIeQOHHBIX Pa3rOBOPOB OK 2 IIK 2.5 OIMCaHuE,
OK 6 OIICHKA
OK 8 MPAKTHYECKUX
pabor
UTOI'0 12
15. Ipuem u oTnpaBka HW3ydeHre npaBuil npueMa u 12 OK1 IIK 2.3 YCTHBII OTpoc,
@aKCHMHHLHBIX OTIIPABKH (l)aKCI/IMI/IJ'IBHBIX OK?2 IIK 2.5 ONHCAaHUE,
COOO0IIEeH it coobmennit OK 6 OIleHKa
OK 38 MPAKTUIECKUX
pabor
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UTOIo 12
16. Opranu3zanus N3yuenue npasui 6 OK 1 IIK 2.1 YCTHBIH OTpOC,
KOMaHIUPOBOK MOJITOTOBKH KOMAaHIUPOBOK OK 2 K 2.4 OIUCAaHME,
PYKOBOAUTENSA U APYIUX OK 6 OIIeHKA
COTPYAHHKOB OK 8 MPAKTHYECKUX
pabot
UTOr'O 6
17. Odopmnenue N3ydeHne nmpaBui 6 OK1 1K 2.1 YCTHBIH OTpoC,
KOMaHJIUPOBOYHOTI'O MOJITOTOBKY KOMAaHIUPOBOK OK 2 K 2.4 OIIMCaHME,
YIAOCTOBEPCHUS U OK 6 OLICHKa
0TYeTa O KOMaHIUPOBKE OK 8 NPaKTUIECKUX PadboT
UTOr'O 6
18. Co3zpanue v MOAroToBKa | Pa6oTa 1o co3paHuio u 6 OK1 IIK 2.1 YCTHBIH 0OMpOC,
BU3UTHBIX KapTOYEK 0(OPMIICHUIO BUSUTHBIX OK2 1K 2.4 OIUCAaHME,
KapTo4deK C OK S5 OILICHKA
HCIIOJIb30BaHUEM OK 6 MPAKTHYECKHIX
OPITEXHUKH OK 8 paGor
UTOT'O 6
19. | Pabotac JIOKyMEHTUPOBAHHE 12 OK 1 MK 2.1 YCTHBIi OT1poc,
KOH(HICHIIMATHHBIMH KOH(UACHIINATBHON OK 2 IIK 2.4 OIMCaHue,
JIOKYMEHTaMH WH(pOpPMAIUH, 3HAKOMCTBO C OK S5 OLICHKA
MIpaBHIIaMHU PaOOTHI C OK o6 MIPaKTUYECKUX
KOH(HICHINATEHBIMH OK 8 pabor
JIOKyMEHTaMH
UTOro 12
20. CocrapneHue nepeuHs JoxymeHTUpOBaHNE 6 OK1 IIK 2.1 YCTHBIH onpoc,
KOH(UICHITHATEHBIX KOH(UICHIUATILHOM OK 2 IIK 2.4 OIMCAaHUE,
JIOKyMEHTOB MH(POPMALIUH, 3HAKOMCTBO C OK 5 OLICHKA
MpaBUIaMu pabOTHI C OK 6 MPaKTUYECKHUX
KOH(HICHIIUATEHBIMH OK 8 pabot
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JOKYMCHTaMHU

UTOIr'O 6
21. JloxyMeHTUpOBaHuE JloxyMeHTHpOBaHME 6 OK1 K 2.1 YCTHBIH omnpoc,
KOH(UICHIIHATLHOM KOH(pHICHIINATHEHOM OK 2 K 2.4 OIMCaHuE,
uHpOpMALU MH(pOpPMaINH, 3HAKOMCTBO C OKS5 OIlEHKa
MIpaBHJIaMHU paObOTHI C OK 6 MPAKTHYECKUX
KOH(UACHIINATbHBIMH OK 8 pabot
JIOKYMEHTaMH
UTOIr'O 6
22. | IlpaBuna paboTs ¢ [IpuMeHEHUE TIPAaBHIT 12 OK 1 IK 2.1 YCTHBII OTIpOC,
KOH(UICHIINATEHBIMH paboter ¢ KT OK 2 IIK 2.4 oIMcaHue,
JOKYMEHTaMHU OK'S OIleHKa
OK 6 MPAKTHYECKUX
OK 8 padot
HUTOI'O 12
23. dopmupoBaHUE U Pabora o hopmMupoBanuto u 12 OK1 IIK 2.1 YCTHBIN OMpOC,
odopmiieHHe Aen o(popMIeHHIO e OK 2 MK 2.4 OIHCaHHE,
OKS OIICHKA
OK o6 MIPAKTHYECKUX
OK 8 pabor
HUTOI'O 12
24. NA G Nzydenue nmpaBun yuera 6 OK1 IIK 2.1 YCTHBIN OMpOoC,
KOH(pHICHITHATbHBIX KOH(HIECHIHATbHBIX OK2 K 2.4 ONKCaHue,
JIOKYMEHTOB JAOKYMEHTOB OK 5 OIleHKa
OK o6 MPAKTHYECKUX
OK 8 pabor
HUTOIr'O 6
25. Texauka Uzyuenne npasun Tb u OT 6 OK 4 K 2.3 YCTHBIN ONpoc,
0€30MMacHOCTH U OK 5 ONKCaHue,
OIICHKA
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CaHUTapPHO- IMPAKTHYCCKUX
TUTUECHUYECKHUE HOPMBI pador
npu padote ¢ [IK ATOT'O 6
26. | CucTeMbl NOATOTOBKM | Pagora B MS Word 12 OK 4 MK 2.3 YCTHEI Ompoc,
TEKCTOBBIX JJOKYMEHTOB OK 5 OIMCaHME,
OIIeHKa
MIPAKTUYCCKUX
pabot
HUTOI'O 12
27. Coznanue u Pa6ora B MS Word 6 OK 4 MK 2.3 YCTHBII onpoc,
penaktupoBanue T/ OK 5 OITMCaHME,
OIIeHKa
MMPaKTUICCKUX
pabot
UTOIr'O 6
28. dopmaTupoBaHue Pa6ora B MS Word 12 OK 4 MK 2.3 YCTHBIH OIpoc,
TEKCTOBOT'O TOKYMEHTA OK S oITMcaHue,
OLICHKa
MMPAKTHYCCKUX
pabor
HUTOI'O 12
29. l'umeprekcr Padora B MS Word 6 OK 4 MK 2.3 YCTHBIIT O1Ipoc,
OK 5 OIIMCaHHE,
OIIEHKa
MPAKTHUYCCKUX
pabor
HUTOIr'O 6
30. | KomnbrorepHsie PaGora B mporpaMmmax 6 OK 4 1K 2.3 YCTHBIH 01IPOC,
ClIoOBapu W  CHUCTCMBI | repeBOIUYUKAX OK 5 OIIHCaHHE,
MaIIMHHOTO  TIepeBOja OlleHKa
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TCKCTa

MPaKTUIECKUX
pabort

UTOro
31. Coznanue TekcToBbIX | Pa6ora B MS Word OK 4 MK 2.3 YCTHBIH o1poc,
JIOKYMEHTOB Ha OCHOBE OK 5 OTIHMICaHue,
MakKeTa OIICHKa
MPaKTHIECKAX
pabor
UTOro
32. Coznanue u Padora B MS Word OK 4 MK 2.3 YCTHBIH OIpoc,
penaxkTupoBaHue OK 5 OIMCaHME,
tekcta B MS Word OLICHKA
[PAaKTHIECKUX
pabot
UTOro
33. Coznanue u Pa6ora B MS Word OK 4 MK 2.3 YCTHBIH OIpoc,
peaakTupoBaHue OK 5 OITHCaHHE,
tabmui 8 MS Word OLICHKA
MPAKTHYIECKUX
pabor
UTOro
34. Coznanue u Pa6ora B MS Word OK 4 MK 2.3 YCTHBIH OIpoc,
pENaKTUPOBAHUE OK 5 OIHCaHHE,
n3o0paxenus B TP OLICHKA
MPAKTHYIECKUX
pabor
UTOro
35. Co3nanue u Pa6ora B Paint OK 4 MK 2.3 YCTHBIN OIpoC,
pENaKTUPOBAHUE OK 5 OIlMCaHHE,
OLICHKA
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n3oopaxenus B ['P IPaKTUICCKIX
pabort
WUTOI'O 6
36. | Mynbrumenna PaGoTa C BHIEO, 3BYKOM, 12 OK 4 MK 2.3 YCTHBIH OMpOC,
TEXHOJIOTUSI doto OK 5 OIIMCAaHHE,
OIlEHKA
MIPAKTHYECKUX
pabor
HUTOI'O 12
37. CucreMbl  MOATOTOBKH | PaGota ¢ IPOrpaMMaMM 6 OK 4 IIK 2.3 YCTHBIH ompoc,
TaOJMYHBIX IS CO3/IaHUS U OK 5 omHcaHue,
AOKYMCHTOB pPEAAKTUPOBAHUS TAOJIHII OILICHKA
MPAKTUICCKUX
pabot
WUTOI'O 6
38. ITpaBuia  ohopmiIeHHS | 3HAKOMCTBO C 6 OK 4 IIK 2.3 YCTHBIH onpoc,
Ta6J'II/ILIHI>IX Tp66OBaHI/I${MI/I CO3JaHUA U OK S OIMCaHue,
I[OKyMeHTOB O(l)OpMJ]eHI/IH Ta6nHu OIIEHKA
MPaKTUYCCKUX
pabor
WUTOI'O 6
39. Coznianue 27eKTPOHHON | Pelnenue nmpakTHYECKUX 12 OK 4 K 2.3 YCTHBIN OMpOoC,
Tabauiel B MS Excel 3azgad B OT OK 5 OIIHMCaHME,
OIICHKA
MPaKTUYCCKUX
pabor
UTOIr'o 12
40. I'paduka B Pelenue npakTHYECKHUX 12 OK 4 MK 2.3 YCTHBIN OIpoC,
3JIEKTPOHHBIX 3a1a4 B OT ¢ BU3yanbHbIM OK S5 OTHCAaHME,
MIPEJICTABICHUEM OLIeHKA
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Ta0IMIIax pe3yIbTaTOB HPAKTHYECKUX
pabot
UTOI'O 12
41. Coznanue u Cosznanwue pensionHoi B[ 12 OK 4 MK 2.3 YCTHBIH OIpoC,
penaKTHupoBaHuEe Oa3bl OK 5 OIIMCaHHE,
maHHBIX B MS Access OIICHKA
MPaKTHYECKUX
pabor
HUTOI'O 12
42, Co3znanue 3anpocoB Pa6ora na 1K 6 OK 4 MK 2.3 YCTHBIN OIpoC,
OTYETOB OK 5 OIMCaHuE,
OlIEHKa
NPaKTHYECKUX
pabot
NUTOI'O 6
43. Coznanne myonukanud | Pa6ora na I[IK 6 OK 4 MK 2.3 YCTHBII OTpoC,
B MS Publisher OK 5 OIIMCaHHE,
OIICHKA
IPAKTUYECKUX
pabor
UTOTO 6
44, Coznanue u Pa6ora na I1K 12 OK 4 MK 2.3 YCTHBIN OIpoC,
peaaKTUPOBaHUE OK S5 OIMCAaHUeE,
CJIalI0B B MpOrpaMMe OIICHKA
MS PowerPoint IPAKTHYECKUX
pabort
NTOI'O 12
45, [Tepenava Pa6ora na 1K 6 OK 4 MK 2.3 YCTHBIN OIpoC,
UHpOpMaLINH. OK 5 OIHCaHHe,
JlokanbHbIE OIICHKA
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KOMITBIOTCPHBIC CETU

MPaKTUIECKUX
pabort

UTOIro
46. OcHOBHBIE Pa0OOTBI  C | 3HAKOMCTBO C Pa3TMYHBIMH OK 4 IIK 2.3 YCTHBIH OMpOC,
Opaysepom Opay3epamMu, BX HaCTpOHKa OK 5 OIIMCaHue,
JUTsE paboTHI OIIEHKA
MIPAKTHIECKAX
pabot
UTOro
47. OJNEeKTpOHHAs 1O4YTa U | Permcrpams HOYTOBOTO OK 4 IIK 2.3 YCTHBIH 0MpOC,
TeJaeKoH(epeHIIUN SAIUKA, TIPaBUIIA BEJCHUS OK 5 OIUCAaHME,
MIEPETINCKH, yJacTHe B OLIEHKA
TeneKkoH(epeHInn TPaKTHYECKHX
pabot
UTOro
48. TexHonorus Word | 3nakoMcTBO ¢ paziuaHBIME OK 4 K 2.3 YCTHBIN OMpOC,
Wide Web BO3MOKHOCTSIMH CETH OK 5 OIIMCAHuE,
HNnrepuer OIlEHKA
MIPAKTHYECKUX
pabort
UTOro
49. [TpaBoBas OXpaHa | 3HaKOMCTBO C OK 4 IIK 2.3 YCTHBIH onpoc,
I/IH(I)OpMaI_II/II/I Tpe6OBaHI/IHMI/I OXpaHbl OKS OIIMCAHUE,
WHGpOpMAIUH, U3YICHUE OllEHKA
MIPaBOBBIX OCHOB 3AIIIATHI NPAKTHYECKHX
uHpOpMaIH paGor
UTOro
50. Mud. 3auer UTOIro
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BCEI'O

504

37




4. YCJIOBUSA PEAJIM3ALIUU MTPO®ECCHUOHAJIBHOI'O MOAYJIA
4.1. TpeGoBaHusl K MUHUMAJIbLHOMY MATEPUAJIBLHO-TEXHHYECKOMY O0ecrieYeHH 0

Peanu3anusi mpakTuku Mpo(ecCHOHAILHOTO MOMAYMSl MPEANoiaraeT Haaudue J1adopaTopuu
«Opranu3aoHHas JesITeIbHOCTH.

Kommsrotepasie maboparopuu ocHaieHbl coBpeMeHHbIMH [IK ¢ 00s3aTeNbHBIM HAMYHEM
CTaIlMOHAPHOTO MPOEKTOPA.

B cocTaB mporpaMMHBIX CpEACTB IOJKHBI BXOIUTH orneparonHas cuctema WINDOWS,

Microsoft Office.

YyeOupie  nmaboparopuu  coiepXaT  HEOOXOAUMBIN  KOMIUIEKT  y4eOHO-METOIUYECKOM
JOKYMEHTAIUH, CTAaHIaPTOB 10 0(hOPMIICHUIO TOKYMEHTOB U WX XPaHEHUIO, Pa3JaTOYHbI MaTepHal JIs
WHAUBUIYAILHON pabOThl CTYACHTOB MO BCEM pa3jeliaM MPOrpamMMbl MPAKTHUKUA MPOPECCHOHATHHOTO
MOJTYJIS.

4.2. UudopmanuonHoe odecrieyeHne o0yueHust
Ilepeuenb pexkoMeHAyeMbIX Yy4eOHbIX W3AaHuii, WHTepHeT-pecypcoB, [ONOJHHUTEJIbHOM
JUTEepaTypbl

OcCHOBHbIE HCTOYHHKH:

1.  Kysuenos, U. H. JlokymeHTanmonHoe obecrneueHue ympasieHus. [[oKkymMeHTO000poT u
JIEJIONPOU3BOICTBO : yueOHUK u npaktukym st CI1O / W. H. Ky3nenos. — 3-e u3j., nepepad. u 1om. —
Mockga : U3narenbctBo FOpaiit, 2018

2. Iposoma, O. C. JlenonpousBoacto : yued. mocooue st CITO / O. C. I'pozoBa. — MockBa
: U3narenwsctBo FOpaiit, 2018.

3. OpranuzannoHHOE U MPaBOBOE obOecreueHrne NHPOPMAIIMOHHON 0€30TIaCHOCTH @ YICOHUK
u npaktukyM st CI1O / T. A. TlonskoBa, A. A. Crpensiios, C. I. UyOykoBa, B. A. Huecos ; otB. pex. T.
A. Ilonsxosa, A. A. CrpenbuioB. — Mocksa : U3narensctBo FOpaiit, 2018

I[OHO.]IHI/ITCJIBHLIG HCTOYHHUKMU:

1. BricokokBanuuIMpOBaHHbI CeKpeTapb pedepeHT: S3bIK U CTUIb YIPaBIECHUYECKUX
TOKyMEeHTOB. M.: «Akanemusi», 2008.

2. BricokokBanupuIMpoBaHHbI  CEKpeTapb-pePepeHT: opraHu3aIus  CEeKPEeTapCKOro
oOciyxuBanus. M.: «Akanemus», 2011.

Kypnansbr:

«CereTapCI<oe JACI0», «Z[eJ'IOHpOI/BBOI[CTBO.

HHurepHer pecypcnl:

OnexkTpoHHbIN pecypc Exxemecsunslii npodeccronanbHbli xkypHan «Cekperapckoe Ie51o». —
Pexxum noctyna: http:// www.sekretarskoe-delo.ru
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4.3. O6mue TpeGoBaHus K OPraHu3aniy 00pa3oBaTeJbLHOIO Mpoiuecca

OcBoennto Moaynst «OpraHuzalluoOHHAsE JESATEIBHOCTBY JIOJKHO IIPEIIIECTBOBAThH
U3y4eHHEe JUCUUIUTMHBI «OpraHu3aius CeKpETapcKoro 00CIyKUBaHU .

IIpy noaroroBke K KBaIM(UKALMOHHOMY O3K3aMEHY OOYydYarOUIMMCS OKa3bIBAIOTCS
KOHCYJIbTAIMH.

Bo Bpems caMoCTOATENbHOH IOAIOTOBKM YYallUMCSl JIOJDKEH OBbITh IPENOCTaBlICH
noctyn B IHTepHeT.

4.4. KagpoBoe o0ecnieueHne 00pa3oBaTeIbHOIO Npouecca

TpeboBanus Kk KBaJIM(UKALMK [IE1arOrMYECKUX KaJpoB, 00eceunBarouX 00ydeHue 1o
MEXIUCIUIUIMHAPHOMY Kypey (Kypcam): cpenHee TNpodeccHoHaIbHOE 0Opa3oBaHHE -
IporpaMMbl HOJATOTOBKM CIIELUAIMCTOB CPEAHEro 3BEHa WM BbICIIee OOpa3oBaHUE -
OakanmaBpuaT, HAIMpPaBICHHOCTH (MPOQMIb) KOTOPOro, KaK IMPaBHIIO, COOTBETCTBYET 00IacTh
npo¢eCCHOHATILHOM 1eATEIbHOCTH, OCBAaUBAEMON 00yUarOIIUMUCS.

JlononHuTEeIHOE npodeccruoHaibHOe oOpazoBaHue Ha 0aze CPEIIHETO
npodeccuoHaIbLHOro 00pa3oBaHus (IPOrpaMM MOATOTOBKH CHELUAINCTOB CPEIHEro 3BeHa) WM
BhICIIEro 0Opa3oBaHus (OakanaBpuaTa) - mpodeccuoHanbHas MEPENnoAroTOBKA, HAPABICHHOCTh
(mpo¢hnib) KOTOPOW COOTBETCTBYET 00IACTH MPOGECCHOHATBLHON NEATEIBHOCTH, OCBAaUBACMOI
00y4arIuMucs.

[Tpu OTCYTCTBHM IeIarormyeckoro o0pa3oBaHus - JOMOIHUTEIBHOE MPOPECCHOHATEHOE
nejaroruyeckoe oOpazoBaHMe B 00JIACTH HPOPECCHOHATIBHOIO OOYYEHHs; JOMOIHUTENIbHAS
npodeccruoHaIbHast IPOrpaMMa MOXKET OBITh OCBOEHA TIOCIIE TPYIOYCTPOKCTBA.

Jlis mpenojaBaHus IO OCHOBHBIM IporpaMMmaM Npo(ecCHOHANIbHOTO 00pa3oBaHus
o0si3arenbHo obyuenue mo JIIIIT - mporpaMMam TOBBIMIEHHS KBATM(UKAIMH, B TOM YHCIE B
dopMe CTaKUPOBKU B IPOPHIBHBIX OPraHU3aLUAX HE PeXe 0JTHOTO pa3a B TPU rojia

[lenarornueckue pabOTHUKH OOSI3aHBI POXOIUTH B YCTAHOBIEHHOM 3aKOHO/IaTEIIECTBOM
Poccuiickoii denepanuu nopsake oOyueHre 1 IPOBEPKY 3HAHUM M HABBIKOB B 00J1aCTHU OXpaHbI
Tpyaa.

Pexomenayercss oOydyeHHE MO JOMOJHUTENBHBIM NPO(ECCUOHATBHBIM MPOrpaMMaM I0
npodUIII0 Nearornyeckoi AeTeIbHOCTH HE PeXKe OJHOT0 pa3a B TpH roja.

OO6s3arenieH OMBIT padOTHI B 00JaCTH MPOPECCHOHAIBHON NIEITEIbHOCTH, OCBAaWBAeMOM
00yJaromuMHucs.
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5. KOHTPOJIb 1 OLHEHKA PE3YJIbTATOB OCBOEHMUSA .
IMPOPECCHUOHAJIBHOI'O MOAYJIA (BUAA IIPOPECCHOHAJBHOU

JNESITEJBHOCTH)

Pe3yabTaThl (0OCBOEHHBbIE
npogeccuoHaIbHbIE
KOMIIeTEeHIIMH)

OcHoOBHBIE TOKA3aTeJIN
OLIEHKH pe3yJibTaTa

®opmMbI U METOABI
KOHTPOJISA M Oll€eHKH

[K 1.

Koopauauposats padboty oduca
(MpueMHON PYKOBOJIUTEIIS),
OpPTaHU30BBIBATH MIPHEM

[IpaBuibHOCTH
KOOPJIMHUPOBAHUS PaOOTHI
oduca u opraHu3auy npuemMa
nocerureneit Cobnronenne

- TECTUPOBAHHUE;
- HAOJIFOICHYE 3a JIEMCTBUSIMU
Ha MMPaKTHKE

o0cCiTy’)KuBaHHe, IPUHUMATh U
nepeaBaTh (akCUMUIIbHBIE
COOOIIIEHNS

noceTuTesne ATHKETa TeNe(OHHOTO
00CITy)KMBaHUS
[IK 2. [IpaBUIBHOCTD BBIMOJHEHUS - TECTUPOBAHHE;
OcymecTBIATh TeIePOHHOE mporecca rnepeaaydu pakca - 3a4eT;

- HaOIIOEeHHUE 3a NEHCTBUAMU
Ha MPaKTUKE

1K 3.
OcyiecTBiaTh paboTy
10 TIOATOTOBKE U ITPOBEICHUIO

HpaBI/IJ'ILHOCTb n CO6J'IIOI[CHI/IC
MOCJICA0BATCIbHOCTHU B
[IOAT'OTOBKE U ITPOBCACHUU

- HaOIIOEeHHUE 3a NEHCTBUAMU
Ha MIPaKTHUKE;
- XapaKTepUCTHKA C

Ocy1ecTBIATh MOATOTOBKY
JIeTIOBBIX MOE3/I0K
(KOMaHIUPOBOK)
PYKOBOJIUTENS U IPYTUX
COTPY/ZIHUKOB OpTaHU3aIIH

OCYILIECTBICHUS OJATOTOBKU
IEJIOBBIX MOE3/I0K
KOMaH/IMPOBOK )
[PYKOBOIUTENS U IPYTUX
COTPYJHUKOB OpraHU3aINH

COBEIIAHUI, 3aceIaHuH, COBCIIIaHUM, 3aCeIaHn, MPOU3BOJACTBEHHOMN

JIEIIOBBIX BCTPEY, IPUEMOB U [ICIIOBBIX BCTpEY MPaKTHUKH.

MPE3EHTaLMI

TIK 4. [ [paBUIIBHOCTH - HAOJIFOIEHYE 3a JIEMCTBUSIMU

Ha MPAKTHUKE;
- XapaKTEpUCTHKA C
MPOU3BOJACTBEHHOMN
MPaKTHUKU;

- 3a4€T;

[IK'S.

OpraHu3oBbIBaTh pabouee
MECTO CEeKpeTaps U
PYKOBOIMTENS

CobmroieHue HOpM MpU
OpraHu3auy paboyero MecTo
CEKpeTapsi 1 pyKOBOIUTEIS

[ [paBUIIBHOCTD B
MICTI0JIb30BaHUU TPEOOBAHUM K
OpraHu3aly padouero Mecta

- XapaKTEepUCTHKA C
MIPOU3BOJCTBEHHON PAKTUKH
- TECTUPOBAHUE;

- HAOJIIOJICHHE 3a JCHCTBUIMH
Ha MPaKTHUKE

KoMmekcHbIi 5K3aMeH 110
MOJYJTIO

®opMBl U METOABl KOHTPOJII M OIIEHKH PE3yJbTaTOB OOYy4YEHHUs JOJDKHBI TO3BOJSTH
MPOBEPATH Y 00YYAIOMIMXCs HE TOJIBKO COPMUPOBAHHOCTH MPO(HECCHOHATBEHBIX KOMITETCHIIUH,
HO M pa3BUTHE OOIINX KOMIETEHIINN U 00€CTIEUNBAIOIINX UX YMEHHM.

DopmyIMpOBKa
KOMIICTEHIIMU

OcHOBHBIE OKA3ATEIH
OIleHKH pe3yJbTara

D®opMbI U METOABI
KOHTPOJIA U
OLICHKH

YpoBeHb
copmupoBan
HOCTH
2-penpo.
3-npon.
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OK 1.  Ilonumarb | - 00OOCHOBBIBAET DKCnepTHOE HAOII0ICHUE
CYIIHOCTH 1 | cOOCTBEHHBIN BBIOOP

COIHAITBHYO

3HAYUMOCTh  Oymymieit

npodeccuu, TPOSBIATH

K HEd  ycToN4MBBIN

UHTEpEC.

OK 2. - 000CHOBBIBAET 3amura pedepara
OpranuzoBbIBaTh COOCTBEHHBIH BBHIOOD

COOCTBEHHYIO METOIO0B U CIIOCO00B DKCnepTHOE HAOII0IeHUE

JACATCIIbHOCTDh, HCXOA4A
U3 LeJIA U CII0CO00B
ee JTOCTIIKEHHS,

pereHus
poeCCHOHATTBHBIX
(yueOHBIX) 33724 B

U OLICHKA Ha
NPaKTUYECKUX 3aHITUSAX,
IIPU pELICHNH 3a1a4

OTIpeIeIICHHBIX o0nactu pa3paboTKu npogecCuOHaTbHON
PYKOBOJIUTEIIEM TEXHOJIOTUIECKUX HaNpaBICHHOCTH

IPOIIECCOB;

- ICMOHCTPHPYET

s dheKkTuBHOE U

Ka4yeCcTBEHHOE (B

COOTBETCTBHUH C

TpeOOBaHUSAMHU,

HOpMAaTUBaMH,

CTaHJAPTOM) BBITIOJTHCHUE

PO eCCHOHATBHBIX

(yueOHBbIX) 3aj1a4.
OK 3. Ananu3upoBarth | - NPOSIBISIET CIOCOOHOCTH | 3a4eT
pabouyro CUTyallno, | IPUHUMATH PELICHUS B DKcrnepTHOEe HAOII0JIeHNe
OCYILECTBIISITh CTaHJAPTHBIX U " OIICHKA Ha
TEKYIIM U UTOTOBBIA | HECTAHJAPTHBIX MPAKTHYECKUX  3aHATHSIX,
KOHTPOJTb, OIICHKY H CUTYaIlUSX ¥ HECTH 3a HUX | MPHU BBITIOJTHCHUH
KOPPEKIIHIO OTBETCTBEHHOCTb. CaMOCTOSITENILHBIX PadoT,
cOOCTBEHHOM npu pabote Haj
JEeSITENIbHOCTH, HECTU pedeparom

OTBETCTBEHHOCTH 32
pe3ysbTaThl CBOCH
paboThI

OK 4. OcymiecTBisTh
MOUCK WH(pOPMAIINH,
HEOOXOIUMOM IS

3P PEKTUBHOTO
BBITTOJTHEHHSI
npodeccHoHaTbHBIX
3amad

- HAXOJIUT ¥ IPAMOTHO
UCIIOJIB3YET MOTyYCHHYIO
uH(pOpPMALIUIO JTSt

3P HEKTUBHOTO
BBITTOJTHEHUSI
npodeccuoHaNbHBIX
(yueOHBIX) 33124,
pohecCHOHATBFHOTO U
JIMYHOCTHOTO Pa3BUTHSL.

BricTymiienue ¢ Joknagom
3amura pedepara
DKCrepTHOE HAOIIIOICHHE
u OlIeHKa Ha
MPAKTHYECKUX  3aHATHIX
npu HamMCaHUuU
coobmieHuit u peeparon
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YpoBeHb

®opmyIMpOBKa OcHoBHBIE MOKA3aTEJHN Popmel i MeTO/IbE copvuposan
KOMIIeTeHIUH OLIeHKH pe3yJ/ibTaTa KOHTPOIS H Hoeru
OIlEeHKH 2-pemnpo.
3-mpoj.

OK 5. Ucnonb3oBarh | - A€MOHCTpUpYET HaBblku | KomnbroTepHoe 3
nH(pOPMaLMOHHO- UCIIOJIb30BaHUs TECTUPOBaHUE
KOMMYHHKAIIMOHHBIE | HH(OPMAITHOHHO- DKcrepTHOE HAOIIOJCHUE
TEXHOJIOTHH B KOMMYHUKAIIIOHHBIE U OIICHKA Ha
npodeccuoHaIbLHON TEXHOJIOTUH B MPAKTUYECKUX  3aHATHUSAX,
JESITeIIbHOCTH npodeccuoHanbHOM Ipu HamucaHuu pedepara,

(y4eOHOI1) NesSTeNbHOCTH. | JOKJIaaa, COOOIICHHUS
OK 6. PaGoTtatsh B - appexTrBHO OOIIAeTCsI ¢ | DKCEpTHOE HAOII0ICHUE 2-3
KOMaH/Ie, o0yyaromuMmucs, u OLICHKa Ha
s dexTuBHO MpenoaaBaTeNsiMu U MPAKTHYECKUX  3aHATHSIX,
o0marecs ¢ MacTepaMH B XOJIe npu BBITIOJTHCHUH
KOJUJIETraMu, 0o0y4deHus1, IPOSBISET IpyNnoBoi paboThl TpU
PYKOBOJICTBOM, HaBBIKH HanucaHuu pedepara
KITUEHTaMH KOMMYHHKATHBHOTO

o0LIeHMSI.
OK 8. Cob6mronarn - 3ppexTrBHO OOIIAeTCs ¢ | DKCIEpTHOE HAOII0ICHUE 2-3
JIeTTIOBOM ITUKET, oOyyaromumucs, U OIICHKA Ha
KYJIbTYPY U MpenoaaBaTeNsiMu U MPAKTHYECKUX  3aHATHSIX,
MICHXOJIOTHYECKUE MacTepaMH B XOJIe npu BBITTOJIHEHUH
OCHOBBI OOIIICHUS, 0o0y4eHus1, IpOsBISET IpynmnoBoil paboThl mpH
HOPMBI U TTPaBUIIA HaBBIKH HanucaHuu pedepara
MIOBEJICHHUS; KOMMYHHKATHBHOTO
WCIIOJIH30BaTh METOBI | OOIIEHUS.
U CpEJICTBA JIEIIOBOTO
o01eHus
OK 9. - HAXOJIUT U TPaMOTHO BricTymuienue ¢ qoknagom 2
CamMocTosTenbHO HCIOJIB3YET MONTy4YeHHY0 | 3amuTa pedepara
OTIpeNIeNATh 3aJauu UHPOPMALIUIO A1 DKcrnepTHOE HAOIIOJIeHNE
npodecCuoHAIBbHOTO | 3((HEKTUBHOTO u OIIEHKA Ha
Y JINYHOCTHOTO BBITIOJTHEHUS MPAKTHYECKUX  3aHITHUAX
Pa3BUTHS, 3aHUMATHCS | TPOPECCHOHATBHBIX npu HaIMCaHUuU
camMo00pa30BaHUEM, (yueOHbIX) 33124, cooOuieHuit u pedepaTton
OCO3HAHHO MPOPECCUOHAIBHOTO U
TUTAHUPOBATh JMYHOCTHOT'O Pa3BUTHS.
TIOBBIIIICHHE
KBaJTU(DUKAITIH
OK 10. Cobmronath - HaXOJUT U TPAMOTHO DkcrniepTHOE HaOMIOACHNE | 3
TpeOoBaHUS UCTIOJIB3YeT MOJIyYeHHYIO | M OI[eHKa Ha
0e30macHOCTH Tpy/Aa, | HHGOPMAITHIO TSt MPAKTUYECKUX 3aHATHUSX,
HOXKapHOM 3P HEKTUBHOTO P HAMMCAHUU
0e30MacHOCTH, BBITIOJTHEHUS coobmieHuit u peeparton
CaHUTApUU U npodeCCHOHATBHBIX

TUTUCHBI, OXPaHbI
Tpyda

(yueOHBIX) 33124,
pohecCHOHATBFHOTO U
JMYHOCTHOTO Pa3BUTHS,
coOumo1aTh TpeOoBaHUS
0€30macHOCTH TPy/Ia,
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Mo’KapHON OE30MacHOCTH,
CaHUTapuu U TUTruCHbI,
OXpaHBI TPy/a.
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