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3aBeayroumii
no y4yebHo-MeTou4eckoi pabore

7/41 Qg/ “H. A. MBamkuna

Paboyas nporpaMma cocrapieHa B COOTBETCTBHH ¢ TPeGOBAHHAMHU KBaTH(HKAIMOHHBIX
xapakTepucTuk 1o npodeccun (ETKC).

IIpukaza MUHOBP P® Ne 292 or 18 anpens 2013 r. «O6 yTBepikIeHHH NOPs/IKa OpraHA3aIin
M OCymeCTBICHHS  00pa3oBaTeNbHOM  JIGATENBLHOCTH 1O  OCHOBHBIM  MpOrpaMMam
npoheccCHOHATBHOTO 00yYeHHs »;

KBau(uKalMoHHOro CrpaBoOYHHKA JIOIKHOCTEH pPYKOBOJMTE/EH, CHELHATIMCTOB M JIPYTHX

CIIyKalux

Opranunsauus-pa3paboTynK: rocyapcTBennoe Olo/pkeTHoe yupex/enue KanmHHHrpajackoii
obnactu npodeccnoHanbHas obpasoBarenbHas opranusauus «TeXHOMOrHYECKHH KOMIEMKY
(I'BY KO ITOOTK)

Pazpaborunkmu:
nenarornyeckue paborauku 'BY KO I[TOOTK

PaccmoTpeHa Ha 3ace/laHMH METOIMYECKOH KadyeIphl MAaTEeMaTHYECKHX, eCTECTBEHHOHAYYHBIX
JWCIMIUTHH 1 HHPOPMALIHOHHBIX TEXHOJIOI i

—_— YibsaHoBa O.M.
COI''TACOBAHO:
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MNOSACHUTEJIBHAS 3AIIMCKA

Y4eOHblil IU1aH, TeMaTUYeCKHE IUIAHBI U MPOTrpamMMbl MPOPECCHOHANBHON MOATOTOBKH
KBaJM(HUIIMPOBAHHBIX paboUnX MO MPOo(eccuul  «ceKpeTapb-peepeHT» COCTABICHbI HA OCHOBAaHUU
denepanbHOr0 KOMIIOHEHTAa TOCYJAapCTBEHHOTO  CTaHJApTa HA4YajJbHOrO MPOoQecCHOHAIBHOTIO
obpazoBanus 1o npodeccun «cekperapb-pedepent» ( OCT 9 I1O 02.38.16 — 2003), nepeuns
npodeccuit npodeccuoHaNbHON MOATOTOBKU, YTBEPKACHHOW MuUHUCTEpCTBOM 00pa3oBaHUs
Poccwuiickoit @eneparuun 29.10.2001r Ne 3477 u Mopenu ydebHoro rurana mpukasza Ne4(7 ot
21.10.94r.
Hasnauenue npogpeccuu:  BuimonHser TexHWUYecKHe (GYHKIMA W TOPYYEHHUS PYKOBOIUTEIS,
MPUHUMAET pallOHaJIbHbIE METOJBI Pa0dOThl C MOCETUTENIAMH M JOKyMeHTamu. Peructpupyer u
CHCTEMAaTU3HPYyeT MUChMaA, JOKYMEHTHI, BEIET TeJIe(OHHBIC IEPErOBOPHI, BBHIOIHIECT MOPYUYCHUS
PYKOBOIMTENS, MepeaaeT MO Ha3HAUYEHHIO €ro 3aJaHus, y4acTBYeT B IOATOTOBKE 3aceqaHuil u
COBEIIAHWH, BEIET MX CTEHOTPaMMBl, TOTOBUT HH(OPMAIIMIOHHO-0030pHBIE MaTepHAabI,
TUPAXUPYET HEOOXOIUMYIO TOKYMEHTAIUIO, UCTIOJb3yeT B pabote [I9BM, oprrexHuky.
Honoxcen  3namv: cnenunuKy ACATEIBHOCTH NPEANPHUSATHS, CTPYKTYPY MPEINpUATHS U
PYKOBOJSIINI COCTaB; OCHOBBI YIPAaBICHUECKON NEATEIbHOCTH; OCHOBHBIC MPHUHIMIIBI U METOIbI
VIpaBJICHUS  TPEANPHUATAEM; TOPSIOK  JOKYMEHTAlMOHHOTO  OOecneueHuss W IpaBuiia
oOcimyxuBaHUsI pabOThl PYKOBOJAUTENS MNPEANPUATHSA;, BHUABI JOKYMEHTOB, WX Ha3HAYeHUE,
TpeOOBaHUS K HUM, IIPAaBUIIA COCTABICHUS U OPOPMIICHHS JOKYMEHTOB;
MOPSAIOK pabOTHI ¢ JOKYMEHTAMU MPEANPUATHS; TPaBUIIa XPaHEHUS TOKYMEHTOB;
MOPSIOK  OCYIIECTBIICHHWSI KOHTPOJS 32 HCIHOJHEHHWEM JOKYMEHTOB M PaCIOpsHKCHHN
PYKOBOJUTES; MpaBuiia 6e3 JOKYMEHTHOTO OOCTYKUBAaHUS M BUABI padOT Mo 0e3 JOKYMEHTHOMY
OOCITy’)KMBAaHHIO; TOPAJOK 0OpabOTKM MMOYTOBOM KOPPECIOHACHIMH, OpTraHU3alMd IpHuemMa
MOCETUTENeH U MPOBEJEHUS KOHCYNbTAllMi; MOpsAoK cOopa M pedepupoBanus HUHGOPMAIUY;
OCHOBBI PEIAKTHUPOBAHHUS TEKCTOB, ITOKYMEHTOB, JOKYMEHTOB, MH()OPMAIMOHHBIX MaTEpPHAJIOB,;
BUJIbl COBPEMEHHOI OpPITEeXHUKH, Ha3HAu€HHE, YCTPOWCTBO MpaBWJIa HCIOJIb30BAHUSA; TEXHUKY
PYCCKOM M JTaTWHCKOW MAIIMHONKCH, TPEOOBAaHUS K JOKYMEHTaM, 0(pOpMIIIEMBIM MAIIMHOTIHCHBIM
CII0CO00M;
COBpEMEHHbIE BHUbl KOMIbIOTEpHOH TexHUKH ([I9BM); ux TexHuueckne BO3MOXXHOCTH U
IPUMEHEHHE B JIOKYMEHTALlMOHHOM YIIPABJIEHUU IMpeIIpUATHEM; TpeOOBaHUS K OpraHU3aluu
WHTEpPhEPA, CONEPKAHHWIO TMOMEUICHWH, YIPABICHUYECKHX CIYy)KO TPEaNpusTHsS; IpaBuia
OpraHu3alM TpyJa, OpraHu3aluu pabodero Mecrta cekperaps-pedepeHTta; ciy>KeOHBI ITHKET,
HOPMBI ¥ MIPaBHJIa MIOBEICHUS U OOIICHUS;
CEpBUPOBKY CTOJIA C YUETOM TpeOOBaHMI ITUKETA Ha JENIOBBIX U HE(POPMAIbHBIX BCTpEUax.
Jlonsicen ymems: BBITIONHATh TEXHUYECKHE (DYHKIIMHU MO 0OECTICUCHUIO U OOCITYKUBAHUIO PabOTHI
PYKOBOJIUTENSl OpraHu3allMii MM ee Mojpa3/ieleHuii; olecrneynBaTh JOKYMEHTAIMOHHOE
o0ecrnieueHre U 00CIy)KUBaHHE padOThl PYKOBOAUTENS MIPEANIPUATHS; MOJTYy4aTh JUIsl PYKOBOJUTENS
CBEIEHM OT pabOTHMKOB TMOApA3eNeHUH, OCYIIECTBIATh BBI30B WX IO €ro MOPYYEHHIO,
OpTaHU3aIMI0 MpHEeMa TOCETUTENEH; 00ecreunBaTh ONEPAaTHBHOE IMEpPEMEIICHNE W HWCIIOJHEHUE
JOKYMEHTOB; OPraHH30BbIBAaTh JOKYMEHTALIMOHHOE OOCTY)KMBAHHUE COBEIIAHUHN, NPOBOAMMBIX
PYKOBOJICTBOM; COCTaBJIATb U OQOPMIISITH CIyXEOHbIE JTOKYMEHTHl (TpPUKa3bl, MPOTOKOJIBL,
JIOTOBOPBI, MUChbMA, (hakChl U Jp.); KOHTPOJIMPOBATH HUCIIOJHEHUE PpEIIeHU pPYyKOBOAWUTENS WU
MPOXOXKJICHHE TOKYMEHTOB; TMOJTrOTAaBIMBATh M CIaBaTh JIOKYMEHTHl B apXWB; MPOBOAUTH 0O€3
JOKYMEHTHOE 00CTyXHBaHHE pabOThl PYKOBOJUTENS: OPraHU3allMOHHO-TEXHUYECKoe o0ecrieueHe
paboTBl PYKOBOIUTENS, TOJATOTOBKA M OPraHU3aIllUsl MaTepUAIbHO-TEXHUYECKOTO O0eCTIeueHHS
3acefaHui, 0O6paboTKa MOYTHI, BBINOJHEHHE MAIIWHOMUCHBIX padOT, OpraHU3alMs MeperoBOpPOB;
OCYIIECTBIIAATE cOOp M pedepupoBanre HWHPOPMAIIMU, COCTABIATh TEKCTHl M MEMOPAHIyMBbI,
pedepatsl, TOKIAbI, AEIOBbIE OTYETHI U Jp.; IPUHUMATh y4yacTHE B OPraHM3ALUHU U MPOBEICHUN
JICJIOBBIX BCTpPEY, MEPEroBOpoB, Oecel, MPUEMOB M T.A.; OPraHU30BBIBATH MPHUEM MOCETUTENECH,
MIPOBE/ICHUE KOHCYIbTAUN, KAaCAIOIIUXCS NEATEIbHOCTH MPEANPUITUS; TOTOBUTh, PEAAKTUPOBAThH
U TeyaTaTh TEKCThl, HH()OPMALMOHHbIE MAaTepUAIIbl, JOKYMEHTBI C MPUMEHEHUEM KOMITbIOTEPHON
TEXHUKHU; UCIOIB30BATh B pab0oTe COBpEMEHHBIE BUBI OPITEXHUKH 110 Ha3HAUEHHIO; 00eCTIeYrBaTh



NpaBUIbHOE COZAEp)KaHUE MOMEUICHUH YIPaBICHUYECKOW CIyXObl mpeanpustusi, Gpupmsl, oduca;
cobnoaaTh TpeOoBaHUs OE30IIaCHOCTH TPYZa; COOIIOAATh CIYKEOHBIM ITHKET, HOPMBI M MpaBHiIa
MOBEJCHUST U OOIICHHUs; 00ECIeYrBaTh COOTBETCTBYIOIIYIO CEPBHUPOBKY C Y4E€TOM TpeOOBaHUI
STHKETa Ha JIeJOBBIX U He()OPMAIbHBIX BCTpeYax; MCIOJIb30BaTh 3HAHUS MHOCTPAHHOIO SI3bIKA B
JIETTIOBOM OOILIEHHH, B IETIOBOM MEPENUCKE, TPU TeNe(OHHBIX EPEroBopax M T.J.

Hopmamusnuiii cpox oo6yuenus: 2 mecsinia (224 4gaca).

Yposenwv keanugurxayuu, norydaeMplil 1o 3aBepIICHUN 00YUIEHUS: «CEKpeTapb-peepeHT.

[TpodeccnonanbHas XapakTepUCTUKAa OTPaKaeT OCHOBHbBIE BHUJbI NPO(PECCHOHATBHOM
JESTEeIbHOCTH, a TAKXKE UX TEOPETUUECKHE OCHOBBI.

CooTHOLIIEHHE TEOPETUYECKOI0 M IPAKTUYECKOro OOydeHMs omnpefenserca ydeOHO-
IIPOrpaMMHOM JOKYMEHTALIMEH.

Tpebosanus k pesynbmamam o6yyenus: OCBOCHUE y4eOHBIX 3JEMEHTOB, a TaK )€ YPOBEHb
OCBOCHHS COJCPKATENbHBIX IapaMETPOB JICATEIBHOCTH, YKa3aHHBIX B MPOpecCHOHATbHOU
XapaKTepUCTHUKE, SBISIOTCS OCHOBHBIMM IapaMeTpaMd IIpU OLIEHKE KayecTBa IOATOTOBKHU
CTIELIMAIIACTOB.

Beinmonnenne stux TpeOoBaHMM, a Tak jK€ Y4YEOHBIX IUIAHOB M IPOIPaMM  CIYXKUT
OCHOBAHHWEM JUIsI BBIIAYH BBITYCKHUKAM JIOKyMEHTa 00 ypOBHE KBaTH(PHUKAIIHH.

[Ipou3BojcTBEHHAs MpaKTHKA 10 NPO(PecCun «CeKpeTapb-pePepeHT» OCyLIECTBIACTCS
Ha MPEANPUATUSAX PETHOHA PasHBIX (POpPM COOCTBEHHOCTH.
Ha wnToropoil arrectanuy NpOBOJUTCS BBIMTYCKHAs MpakTHUecKas KBalu(HUKalMOHHas pabora Io
npodeccun.



YUEBHBIN IJIAH
Cexperapb-pedepeHT

Ne HaumenoBanue Bcero U3 unx Pacnpene-

n/ AUCHUTLINH 4YyacoB  MpPAakKT. JIeHHe

n 3aHATHS 10 Mecsam

1 2

1 OcHogubIe cBefeHus o pabore B OC Windows (0CHOBHBIE 10 10
cBeJieHus, pabora ¢ daiaamu, "MpoBOTHIUKOM")

2 CkopomneuaTaHue 16 16
Hcnons3oBanue TekcToBoro penakropa MS Word st 16 16
CO3JIaHus IOKYMEHTOB (0(OopMIICHUE TOKYMEHTOB, paboTa ¢
TabJIMIIaMH, TIeYaTh JOKYMEHTOB)

4 KounrponwsHas pabora MS Word

Pabora ¢ guckom 3,5/A, CD/DVD, ¢unenikamu. ApXuBaTopsbl 4 4

6 Tabnuunsiii mponeccop Excel (coznanue tabmuil, hopMyIsl, 26 26
JMarpamMMBbl, TIe4aTh JOKYMEHTOB)

7  KontpoawHas padora B Excel 8

Internet u asiekTpoOHHAs MoYTa (OCHOBHBIE CBEIICHHS, 8 4 4
MIOWCKOBBIE CHCTEMBI, COXpaHEHHE HH(OpMAIHH,
AIIEKTPOHHAS 110YTA)

9  OCHOBBI KOMITBIOTEPHOTO JICTIONPOU3BOCTBA 24 24
(ITpaBumna co3naHus TOKYMEHTOB, CXEMbI paOOTHI €
JIOKYMEHTaMH, IIPUEMbI 0()OPMIICHHSI PEKBH3UTOB
JIOKYMEHTOB)

10 Kaaposoe nenonpous3BoACTBO ((hOpMBI MPUKA30B, 12 12
3aroIHeHUEe JTUYHON KapTOUKH, 3aMUCh B TPYAOBON KHUXKKE,

KOMaHIUPOBOYHOE YAOCTOBEPEHHUE, ITATHOE PACITUCAHNE,
npuka3 00 yBOJbHEHUH, TUYHOE JIEJ0)

11 Pabota c oprrexHuKoi (0OCHOBBI pabOThI C IPUHTEPOM, 8 8
KCEPOKCOM, (haKCOM, CKAHEPOM )

12 JlenoBoii 3TUKET 18 18

13 IlpaxTuueckue 3aHITH 60 60 20 40

14 HWroroBas arrectanus 6 6
KBanupukanoHHbIi 5K3aMeH
Hroro 224 60 112 112




Cnucok Jureparypsi:

. JlokymeHTanroHHoe obecrnieueHue ynpasieHus : yueoOnuk / T.A. beikoBa, E.A. Ckpurnko,
FO.M. Kykapuna, A.1O. KonbkoBa, C.A. 'moroBa. — Mocksa : KnoPyc, 2018. — 266 c.
beikoBa T.A. JlokymMeHTaIlmoOHHOE oOecrieueHne ynpasiaeHus : yueOHuk / T.A. beikoBa,
E.A. Cxpunko, FO.M. Kykapuna, A.}O. KonbkoBa, C.A. I'noroBa. — M.: KnoPyc, 2018.
— 266 c.

[Tmenko A.B. JlokymeHTanimonHoe ooecnieuenue ynpasiaeHus (17-e uzn.) yueOHUK

. JlokymeHTanmoHHOE 0OecreueHre yrpaBIeHHs B OpraHu3anuu (s 6akaiaBpoB).
Yyebnoe nmocobue : yaueonoe nocodbue / O.H. Cokonona, T.A. AkumoukrnHa. — MOCKBa :
KnoPyc, 2019. — 156 ¢

bypoBa E.M. Opranu3zanusi apxuBHOH U CIIPaBOYHO-UH(OPMAITMOHHONW PabOTHI 1O
JnoKyMeHTaM opranusauuu: B 2 4. Y. 2 (3-e u3g., crep.) yueOHUK

byposa E.M. Y. 1 Opranu3zanus apXuBHOH U CIIpaBOYHO-UH(DOPMALIMOHHON PabOTHI MO
JOKyMeHTaM opranusauuu: B 2 4. (3-e usg., crep.) yueOnuk 103116678 2019

. JlokymeHTannoHHoe obecreueHne yrnpapieHus (C OCHOBaMU apXHUBOBEICHHUS) : yueOHOe
noco6ue / M.U. bacakoB. — Mocksa : KaoPyc, 2018. — 216 c.



