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1. O6mue cBeaeHus O JUCHUIUIUHE (MOJTYJIE).

[{enssMu OCBOCHMS TUCIIMIUIAHBI (MOYJISI) SIBJISTFOTCSI:

- W3y4YeHUE  CTyJECHTaMM TEOpUM W  TPAKTUKU  OpraHU3aluu
JOKYMEHTOOOO0pOTa B YIIPABJICHUU TIEPCOHATIOM PA3IMYHBIX KOMITAHUM;

- U3y4YEHHE CTYJCHTaMH OCHOBHBIX JIOKYMEHTOB, IO3BOJISIOIIUX
aIMUHUCTPHUPOBATH MIPOIIECC B YIIPABICHUH TIEPCOHATIOM.

3agayamMu JUCHUILIIMHBI (MOMYJIs) SIBIISIFOTCS

- (hopmupoBaHHE HABBHIKOB Pa3pabOTKH M MOMICPKKN (HYHKIIMOHUPOBAHUS
CHUCTEMBbI BHYTPEHHEro JOKYMEHTOOOOpOTa OpTaHM3aIliu, a TaKKe OTACIbHBIX
IPOEKTOB KOMIIAaHUY;

- (opMupoBaHME HaBHIKOB TMOJATOTOBKM OTYETOB TIO pe3yjbTaTam
UH(OPMAITMOHHO-aHATUTHYECKOU IeATeTbHOCTH;

- OBJIQJICHUE METOIOJIOTUEN OpraHu3aluu padboThl UCTIOJHUTENCH (KOMaH bl
WCITOJTHATEIICH ) TSl OCYIIIECTBICHUS KOHKPETHBIX IPOSKTOB, BUIOB JICSITCIIBHOCTH,
paboT B chepe TOKyMEHTOOOOpOTa KOMIIAaHUH.

2. [Inanupyemsble pe3yJbTaThl 00y4eHUs 10 AUCIUIUIMHE (MOAYJIIO).

[lepeuenb GopmMuUpyeMBIX pe3yJbTaTOB OCBOCHUS 00pa3oBaTEIbHOU
porpamMmsbl (KOMIIETEHLIU) B pe3yIbTaTe 00yUYeHHUs 10 AUCHMILTMHE (MOYIIO):

OIIK-2 - CriocobeH ocymiecTBIsATh cOOp, 00pabOTKy M aHaNU3 AaHHBIX TS
penieHus 3a1a4 B cepe yrpaBieHUsI IEPCOHATIOM;

OIIK-4 - CnocoOeH TPUMEHSTh COBPEMEHHBIC TEXHOJIOTHH M METOJIbI
OTEpPaTHUBHOTO  YIPaBJICHHUS  TEPCOHAIIOM,  BECTH  JOKYMEHTAI[MOHHOE
COTIPOBOXKJICHHUE U YYET;

IIK-6 - CnocobeH npuHUMAaTh y4acThe B aIMUHUCTPUPOBAHNUHN MTPOIIECCOB H
OCYIIECTBIISATH OPTAHU3AIHIO TOKyMEHTO000pOTA 10 YIIPABICHUIO MTEPCOHATIOM.

OO0yueHnue 1Mo JUCIUIUTHHE (MOTYJII0 ) IPEIOIaraeT, 4YTo 1Mo ero pe3yJIbTaraM
oOyyarommiicst Oyier:

3Harth:

- 0c0O0EHHOCTH (POPMHUPOBAHUS TOKYMEHTOOOOPOTa KOMIIAHUU;

- crienuUKy KaJIpOBBIX M MHBIX JOKYMEHTOB I10 YITPABJICHUIO IEPCOHATIOM B
KOMTaHUSIX;

- KJIFOUEBbIE IOKyMEHTbI, HEOOXOIUMBIE JIJIsl IEATEIbHOCTH KOMITAHUU;

- crneunduky oQopMIEHHS ~JOKYMEHTOB B  OTHEIbHBIX  BHAAX
paboT(Hanpumep, oOydeHHE TMEpPCOHAIOM, OILIEHKa [epCOHaa, aTTecTalus
nepcoHana u T.1.);



- CTaHJIapThI B 00J1aCTU JOKYMEHTOOOOPOTA.

YMmern:

- TIPUMEHSTh COBPEMEHHBIE WH()OPMAIMOHHBIC CHCTEMBI M IPOTPAMMHBIC
KOMIUIEKCHI [Tl JOpMUPOBaHUS JOKYMEHTAIINHN KOMIIAaHUY;

- AaHAJIM3UPOBATH CYIIECTBYIOIIUH JOKYMEHTOOOOPOT KOMITAHHH;

- HalTH COOTBETCTBYIOIIHME CHUTYyallMM HOPMATUBHBIC aKThI, CTaHAAPTHl U
WHBIE JOKYMEHTHI, pETJIaMEHTUPYIOIINE TCHCTBUSI KOMITAaHHUH.

Baaners:

- HaBBIKAMH PEUIEHHUS OPraHW3alMOHHO-YIPABICHUYECKUX 3adady ¢
HCIIOJIb30BAaHUEM COBPEMEHHBIX UH()OPMAITMOHHO-KOMMYHHUKAITMOHHBIX
TEXHOJIOTHUH;

- HaABBIKAMHM dHAJIKM3a W HHTCPIIPCTALIU I/IH(l)OpMaHHH O COCTOsIHHNHU
IIOKYMCHTOO60pOTa KOMIIaHHH,

- HaBbIKaMH O(l)OpMJ'IeHI/IH )51 p33pa60TKI/I JOKYMCHTAIIlMK C Y4YCTOM
Tp€6OBaHI/H>’I CTaHIapTOB U HOPMATHUBHBIX dKTOB.

3. O0beM AUCIUTLIUHBI (MOIYJIs).
3.1. O6mias TpyI0eMKOCTb JUCIUILUIMHBI (MOTYJIS).

OO6mast TPyJOEMKOCTh AUCIHUILIMHBI (MOIyJsl) cocTaBisier 6 3.e. (216
aKaJeMUYEeCKUX yaca(oB).

3.2. O6bem pguctuIuMHbBl (MOAyJsi) B (opMe KOHTAaKTHOW paboTh
oOydJarommxcss ¢ MENarorTMYeCKUMH  padOTHUKAMU U (WIKM)  JIHUIAMH,
MPUBJICKAEMBIMHU K peau3aiui 00pa3oBaTeIbHON MPOTpaMMBbl Ha MHBIX YCIIOBUSX,
TIPY MIPOBEJICHUHN YUCOHBIX 3aHITHI:

KomnuectBo yacos

Turm yueOHBIX 3aHITHI
Bcero | Cemectp Ne6

KonTtakTHas paboTa mmpu npoBeieHNH yUeOHBIX 3aHATHH (BCET0): 144 144
B tom uncne:

3aHATHSA JIEKIHOHHOTO THIIA 64 64
3aHATUS CEMUHAPCKOTO THIA 80 80

3.3. O06bemM mucHUIUIMHBI (MOIYJiA) B (OpME CaMOCTOSITENIBHONW pabOThI
oOydJaroruxcsi, a Takke B (opMe KOHTAKTHOW pabOThl OOyYarOMMXCS C
nearoruaecKuMy paboTHUKAMHK U (WITH ) JIMIIaMU, IIPUBJICKACMBIMH K peaTU3aIliH
oOpa3oBaTeNpHON TIpOrpaMMbl HA HWHBIX YCIOBUSAX, TP  IPOBCICHUU
IPOMEKYTOUHOM aTTECTAIIMK COCTABIIACT 72 akaJleMHUECKUX Jaca (OB).




3.4. ITpu oOy4eHnu o UHAUBUAYAJTLHOMY YY€OHOMY ILJIaHY, B TOM YHCJIE IPU

YCKOPEHHOM 00Yy4YeHUHU, 00BEM JUCITUTUTHHBI (MOIYJIsI) MOXKET OBITh peain30BaH
MOJIHOCTBIO B (POpPME CaMOCTOSITENFHOM pabOThl 00yUaIOUINXCs, a TakKe B hopme

KOHTaKTHOW padO0Thl OOy4YaIOMIMXCA C MEJAroru4ecKuMu pabOTHUKAMHU U (WJIN)

JIMLaMH, IPUBJICKACMBIMHA K PCAJIN3allUH O6pa3OBaTGHBHOﬁ IIporpaMmMbl Ha MHBIX

YCII0BHAX, ITPHU ITPOBCACHUN HpOMe}KYTOqHOﬁ aTTcCTaluu.

4. ConepxaHue JUCUUIUIAHBI (MOIYJIA).

4.1. 3aHsaTus JIEKIIUOHHOTO THIIA.

/o

TemaTnka JEKIMOHHBIX 3aHATUH / KpaTKO€ COACPIKAHUC

AJMHHHCTPUPOBAHKE MTPOIIECCOB U JOKYMEHTOO00POTA 110 YUETY U JIBIKEHHIO KaIpOB
PaccmaTprBaemble BOTIPOCHI:

- TPyZIOBO JOTOBOD;

- IMYHAS KapTOUKa,;

- IIPUKAa3Bbl 110 IEPCOHAITY, CBA3aHHBIE C OTITyCKOM, KOMaHJUPOBKaMH, O/1arolapHOCTSIMH, B3bICKaHHAMU,
o0ydeHHeM, aTTecTaliel, yBOJIbHEHUEM, IEPEBOJIOM Ha JIPYTYIO JOJLKHOCTb, TIEPEBOJIOM B JPYyTHE
OpraHHU3alUH.

AI[MI/IHI/ICTpI/II)OBaHI/Ie IIpouecCCcoOB U I[OKYMGHTOO60pOTa 10 IpCACTABJIICHUIO JOKYMCHTOB

10 TIEPCOHAY B TOCY/IapPCTBEHHBIE OPTaHbI
PaccmaTprBaemble BOTIPOCHI:

- oT4eT B (pepepanbHbIi IEHCHOHHBIH (HOHT;

- oT4eT B (POHJ 0053aTEIBHOTO MEAUIIMHCKOTO CTPAXOBaHUS;

- BCEBO3MOJKHBIE CBEJICHUS O IIEPCOHAJIE, CBSI3aHHbIE CHCIIOIHEHHEM POCCHHCKOTO 3aKOHOAATEIbCTRA.

AJMMHHCTpUPOBaHKE MPOLIECCOB U JOKYMEHTOO00pOTa 00ecreueH s epcoHalIoM
PaccmarpuBaembie BOIPOCHL:

- aHKeTa COMCKaTelIs;

- aHKeTa CHEIHAINCTa, IPodeccroHana, pykoBOAUTEIS;

- OJIaHK ISl CHATHS TIPOQUIIS TTO3HIIUH;

- 3asBKa Ha KaHJU/aTa;

- OJIaHK IIPOBEPKH PEKOMEHIAINI COMCKATEIIS;

- aHaJM3 JIOJDKHOCTH;

- aHaJIM3 MOTPEOHOCTH B HOBOM COTPY/IHHKE.

AJMMHHCTpPUPOBaHHE MPOLIECCOB U JOKYMEHTO000pOTa 00ecreueH s IepcoHalIoM
PaccmarpuBaembie BOIPOCHL:

- OI0JKET Ha TTOJI00P HOBOTO COTPYTHHUKA;

- BOTIPOCHI ISl TIPOBE/ICHHsI COOECeI0BaHMS;

- BOTIPOCHI JUIsl CHTYaIIHOHHOT'O HHTEPBBIO;

- rpadK BCTped U cobeceJOBaHNH;

- TOJDKHOCTHAsI MHCTPYKIUSI HHTEPBBIOEPA;

- TOJDKHOCTHAsI MHCTPYKIHUS XeIXaHTepa;

- 3aIPOC PEKOMEHAIIHIA;

- 3as1BKa Ha MoI00p TepcoHana;

- JINCT OLIEHKH MepCOoHaIa;

- OTYET O KaHJMJaTax, He MPOILIEeAINX cobece0BaHue;

- OTYCT O KaHAWJAaTaxX, BRIIICAINNX Ha pa60Ty.




/o

TemaTyka JTEKIMOHHBIX 3aHATUHN / KPAaTKOE COJIEpKAHNE

AJMUHUCTPUPOBAHKE MIPOIIECCOB U JOKYMEHTOOOOPOTA MPH MPOBEACHUH OLICHKH U

aTTeCTaluu IepcoHaia

PaccmarpuBaembie BOIIPOCHL:

- aKT aTTeCTalluH epCoHaa;

- IIOJI0KEHHE 00 aTTeCTalK IEPCOHAA,;

- IpuKa3 00 aTTecTaluy NepcoHaa;

- aHKETa aTTeCTyeMOTro0;

- aTTECTAI[OHHBIN JINCT, aTTECTA[OHHBIN OaHK, aTTECTAI[MOHHAS KapTa, aTTECTAl[MOHHBIN OTYET
COTpPYTHHKA;

- ObapHO-(haKTOpPHAS MaTPHIIA;

- OJIaHK aTTECTAINH 110 Pe3yNIbTaTaM UCTIBITATEIbHOTO CPOKA;
- BOIIPOCHI JUIsl COOECEI0BaHMS 110 KOMITETEHIIHSIM;

- rpad¥K NPOBEACHUS ATTECTALIMN COTPYAHUKOB;

- IIPUKa3 10 pe3yIbTaTaM aTTECTAllMH COTPY IHHUKOB,

- OJIaHK OLIEHKH;

- OJIOXKEeHHE 00 OIIEHKE IepCoHaa;

- OIIGHOYHBIE HHCTPYMEHTBHI.

AJMUHUCTPUPOBAHKE IIPOLECCOB U JOKYMEHTOO0OPOTA IIPU NMPOBEIEHNUHN OLIEHKH U

arrecTalnuu rnepcoHaia

PaccmarpuBaembie BONPOCHL:

- OJIaHK aTTECTaIMHU 110 Pe3yJIbTaTaM UCIBITATEIbHOIO CPOKA;
- BOIIPOCHI ISl COOECEI0BaHMUS 110 KOMITETEHIIHSIM;

- rpad¥K NpOBEACHUS ATTECTAIIMN COTPYAHUKOB;

- IIPUKa3 110 pe3yabTaTaM aTTECTALlMU COTPYIHUKOB.

AJMHHUCTPUPOBAHHE MPOIIECCOB U JOKYMEHTOOO0POTA MO Pa3BUTHIO U

npodeccuoHanbHOM Kapbepe, 00y4eHHnI0, aanTallli U CTaKUPOBKE NepcoHaia
PaccmarprBaeMbie BOTIPOCHI:

- welcome! TpenwuHr;

- TIOJTO’KEHHE 00 aJanTaliui COTPYTHUKOB;

- aHKeTa HOBOT'O COTPY/HUKA;

- aHKeTa MOJIOJIOTO CIIeIINAIINCTA,;

- BHYTPEHHEE MOJIOKEHHUE O CTAKUPOBKE;

- MIOJIOKEHHE O KaJ[POBOM PE3epBe;

- TI0JIOXKeHHe 00 00yUeHHH U Pa3BUTHH MEPCOHATA,

- 3aKJIIOYCHHE 00 aJanTaIii MOJIOJIOTO CICIHANCTA;

- MHANBHUIYATbHBIN TUTaH aJalTallii MOJIOJIOTO CICIIAANHCTA.

AJMUHUCTPUPOBAHKE IPOLECCOB U JOKYMEHTO00O0POTa IO Pa3BUTHUIO U

npodeccCHOHaIBHON Kapbepe, 00YUYEeHHUIO, alalTallii M CTA)KUPOBKE IIEpCOHaa
PaccmarpuBaembie BOIPOCHL:

- MHAVBHUIYaTbHBIH IUTaH aJalTallii MOJIOJIOTO CIEIIHANINCTA,

- MHCTPYKIIMH TI0 BBEACHHUIO B TOJDKHOCTh HOBBIX COTPY/IHUKOB,

- KHATa HOBMYKA KOMITAaHUH;

- IUCT aJlalTallny;

- OT3BIB KypaTOpa-HaCTaBHUKA O Pe3y/ibTaTax aJalTalii HOBOTO COTPYAHUKA;
- OTYET COTPYJHMKA MOCTIE MPOXOXKIEHUS alalTaluy;

- MaMsATKa HOBOMY COTPYJHHUKY;

- IUIaH aJanTaluy;

- TIOJIO’KEHNE O HACTABHUYECTBE;

- IporpamMmMa afanTtauyd HOBOTO COTPYIHHKA.




/o

TemaTyka JTEKIMOHHBIX 3aHATUHN / KPAaTKOE COJIEpKAHNE

AJMHHHCTPUPOBAHHE MPOIIECCOB U JOKYMEHTOO00POTA 110 BOIIPOCaM KOPIIOPATHBHOM

COHI/IaHLHOﬁ ITOJIMTHUKH

PaccmarpuBaembie BOIIPOCHL:

- TIOJIO’KEHHE O KaJpOBOH MOJIUTHKE;

- IPUKa3 O BBEICHUH B JIEUCTBUE KOPIOPATHBHOHN COIMAIbHOMN MOJUTUKU OpraHU3aluy;
- corylacue Ha 00pabOTKY MepPCOHANBHBIX IaHHBIX COTPYAHUKA;

- KOJUIEKTHUBHBIN 10TOBOP;

- MEXXPETHOHAIFHOE MEXXOTPACIIEBOE COTIIAIICHHE.
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AJMHHHCTpPUPOBAHHE MPOIIECCOB U JOKYMEHTOO00POTA 10 BOIIPOCaM KOPIIOPATHBHOM

COLIMAJIbHON ITOJIMTUKU

PaccmarpuBaembie BOIPOCHL:

- MIOJI0KEHHE O TOOPOBOJILHOM MEIUIIMHCKOM CTPaXOBaHHUH;

- CTpaxOBaHHE OT HECYACTHBIX CIIy4acB;

- CTpaxOBaHHE BBIEIKAIOIINX 32 PYyOEkK COTPYIHHUKOB;

- MOJI0KEHHE O TIPEOCTABICHUH IIyTEBOK B JIOMa OTAbIXa U CAHATOPHH;
- TIOJIOXKEHHE O TIPEJOCTABICHUH IyTEBOK B AETCKHE JIareps;

- IOPSIIOK KOMITEHCAIIMH MTPOE3/1a K MECTy PabOThI U COTOBOII CBSI3H.

11

AJMHHHCTPUPOBAHKE MPOIIECCOB U JOKYMEHTOO00POTA 110 BOIIPOCaM KOPIIOPATHBHOM

COLMAIIBHOW MOJUTUKHU

PaccmaTtpuBaeMble BOIIPOCHI:

- MOJI0KEHHE 00 00eCTIeUeHNH JKIITLEM OT/ICNIbHBIX KaTerOpuil COTPYIHUKOB;
- IOJIOKEHUE O JIBI'OTHBIX KpE€AUTax OT KOMIIAHUU,

- ITIOJIOKCHHUC O JOJICBBIX IICHCUOHHBIX B3HOCAX;

- TIOJIOKEHUE O NOIOJHUTEIBbHOM KOPIIOPATUBHOU [IEHCUM;

- TIOJIOXKEHHE O MOAJEPIKKE HOBBIX MPOCKTOB COTPYIHUKOB.

12

AJMUHUCTPUPOBAHKE MIPOLECCOB U JOKYMEHTO00O0POTa IO BOIIPOCAM KOPIIOPATUBHOM

COLMAIIBHOW MOJUTHUKHU

PaccmarpuBaembie BOIPOCHL:

- HarpajaHas 1noJIMTUKa,

- KOPIIOPATHBHBIE TIOOIIPEHHUS;

- TIOJIOKEHUE O MPUCBOCHUUN MMOYETHBIX 3BaHUH.

13

AI[MI/IHI/ICTpI/IpOBaHI/Ie MponecCcoB U I[OKYMeHTOO60p0Ta 110 BOIIpOCaM OpraHu3aluun

Tpy/Zla ¥ OIUIATHI IEPCOHANA
PaccmaTprBaemble BOIIPOCHI:

- IpaBWJIa BHYTPEHHETO TPYI0BOTO PAacHops/IKa;
- IIOJIOXKEHHE 00 oruIaTe Tpy/a;

- TOJDKHOCTHASI MHCTPYKIIHS.

14

AIIMI/IHI/ICTpI/IpOBaHI/IG MpoLeCCoOB U IIOKy'MCHTOO60pOTa I10 BOIIpOCaM OpraHu3anuu

TpyAda U OIUIATHI IIEpCOHAJIa
PaccmarpuBaembie BOIPOCHL:

- HHCTPYKIIMH 110 OXpaHe ¥ 0e30MacHOCTH TPYAa;
- IU1aH paboTHI;

- OTYET I10 pe3yJibTaTaM paboTbl;

- MIOJIOKEHHE O TI0/IPA3/IeTICHNH.

15

AIIMI/IHI/ICTpI/IpOBaHI/IG MpoLeCCOB U IIOKy'MCHTOO60pOTa I10 BOIIpOCaM OpraHu3anuu

Tpyda U OIUIATHI IIEpCOHAJIA
PaccmarpuBaembie BOIPOCHL:
- Tabenpb yuera pabodero BpeMeHH U pacueTa OIIaThl TPYaa;




/o

TemaTyka JTEKIMOHHBIX 3aHATUHN / KPAaTKOE COJIEpKAHNE

- INIATE)KHO-paCcYCTHASA BEAOMOCTD,
- paCUCTHBIC JIMCTKU,
- 32[pHJ'IaTHLII7[ IMPOCKT.

16

AI[MI/IHI/ICTpI/IPOBaHI/Ie IIpoLeCCOB U I[OKYMGHTOO60p0Ta I10 BOIIpOCaM OpraHu3alun

TpyZa U OIIaThI IICPCOHAIIA
PaccmarpuBaeMbIe BOIIPOCHL:

- rpaduk paboTHL;

- IITATHOE PACIIICAHUE;

- IPHUKA3bI O IIOOMIPEHUSX;

- IPHUKA3bI O BBIIIATE MAaTePUAIBHON TOMOIIY;

- IPUKa3bl 00 yepKaHUAX U3 3apaOO0THOH IJIaTHI.

4.2. 3aHATHS CEMUHAPCKOTO THUIIA.

[IpakTrueckue 3aHATHS

/o

Tematuka MPAaKTUICCKUX 3aHATHH/ KpaTKOC COACPIKAHNC

[IpakTuueckoe 3ananue "MapKeTUHIOBBIN IUIaH 10 NepcoHany"”
B PE3YJIbTATC BBIMMOJIHCHUSA NPAKTUYCCKOTO 3aJaHUs CTYJCHT IOJTYyYacT HaBbIKU CO3JaHU
MAapKETUHI'OBOI'O IUIaHA 11O NIEPCOHATTY.

[Ipaktrueckoe 3aganue "Kaaposerit muran"
B PE3yJbTATC BBIMIOJIHCHUA NPAKTUYCCKOTO 3aJaHUs CTYACHT I10JIYy1acT HABBIKU (I)OpMI/IpOBaHI/IFI KaapoBOI'O
IJ1aHa.

[Tpaktnueckoe 3ananue "[Ipoduns nomkaocTH"
B PE3YJIBbTATE BBIMIOJTHEHUA NPAKTUYCCKOTO 3aJaHUs CTYJCHT MOJIYyYacT HAaBBIKU T10 q)OpMI/IpOBaHI/IIO
MpOoGHISA TOMKHOCTH.

[Ipaktrueckoe 3amganue "[Ipodeccuorpamma”
B PE3yJbTATC BBINIOJIHCHHUA NPAKTUYCCKOTO 3aJaHUs CTYACHT I10JIYy4acT HABBIKU 110 q)OpMI/IpOBaHI/IIO
poQeCcCUOorpaMMBL.

[Ipaktrueckoe 3aganue "Pa3meniennas Bakancus"
B PE3YJIbTATE BBIMIOJTHEHUSA NPAKTUYCCKOTO 3aJaHUs CTYJCHT MOJIYyYacT HABBIKU I10 ¢)OpMI/IpOBaHI/IIO
pa3MenIeHHOM BaKaHCHH.

[Ipaktuueckoe 3ananue "Tpynosoil norosop"
B PEIYJIBbTATE BBIMIOJTHEHUA NPAKTUYCCKOTO 3aJaHUs CTYJCHT MOJTYy4YacT HaAaBBIKU T10 q)OpMI/IpOBaHI/IIO
TPYAOBOTO JOTOBOpA.

[IpakTuueckoe 3aganue "3ananue Ha UCHBITATEIbHBIA CPOK"
B PE3yJbTATC BBINIOJIHCHHUA NPAKTUYCCKOTO 3aJaHUsl CTYACHT I10JIYy1acT HABBIKU 110 Q)OpMHpOBaHI/IIO
3aJ1aHuA Ha HCIbITATEIIbHBIN CpOK.

[IpakTnueckoe 3aganue "Yek-IuCT UCTIBITATEILHOTO CpoKa"
B PE3YIBTATE BBIMIOJTHEHUA MPAKTHYCCKOTO 3a1aHUA CTYACHT ITOJIY4a€T HABBIKU 110 (pOpMI/IpOBaHI/I}O YCK-
JIMCTA UCIIBITATCIILHOI'O CpOKa.

[Ipaktuueckoe 3ananue "[lonoxenue 06 oxpane Tpyaa'"
B PE3yJbTATC BBIMIOJIHEHHUSA NPAKTUYCCKOT'O 3aJaHUs CTYJCHT I0JIYy4acT HaBbIKU 110 (1)0pMI/IpOBaHI/IIO
TIOJIO’KEHHUS1 00 OXpaHe TpyJa.

10

[TpakTueckoe 3ananue "llonoxxenue 06 ajanTay HOBBIX COTPYIHUKOB"
B PE3YIBTATE BBIMIOJTHEHUA NPAKTUYCCKOTO 3aJaHUA CTYACHT ITOJIYy4acT HABBIKU I10 ¢)OpMI/IpOBaHI/IIO
MIOJIOXKEHHUS 00 aJanTaIiii HOBBIX COTPYIHUKOB.




/o

TemaTuka MpakTHYECKUX 3aHATUI/KpPAaTKOE COEepKaHHE

11

[Ipaktuueckoe 3ananue "Ilonoxenue 06 omnare Tpyna”
B PE3YyJIbTATC BBIMIOJTHCHHUSA NPAKTUYCCKOTO 3aJaHUs CTYJCHT IOJIYy4acT HaBbIKU 10 (bOpMI/IpOBaHI/IIO
[OJI0’KEHHUS 00 OIlIaTe TpyAaa.

12

[TpakTuueckoe 3ananue "Ilonoxenue ob oreHke nepconana”
B PE3YyJIbTATC BBIMIOJIHCHHUSA NPAKTUYCCKOTO 3aJaHUs CTYJCHT MOJIYy4acT HaBbIKU 10 (bOpMI/IpOBaHI/IIO
OJIOXKEHUA 00 OLICHKE II€pCOHAaJIa.

13

[Ipaxtuueckoe 3axanue "Ilonoxenne o6 arrecranuu nepcoxana’
B pesynpraTe BRINOIHEHUS MPAKTHYECKOTO 3aJaHUs CTYICHT MOTydaeT HaBBIKU 110 (POPMHUPOBAHUIO
MTOJIOKEHHUS 00 aTTeCTaluu IepcoHala.

14

[IpakTnueckoe 3ananue "[lonoxxeHne o kKaaApoBOW MOJUTUKE"
B PE3YyJIbTATC BBIMIOJIHCHHUSA NPAKTUYCCKOTO 3aJaHUs CTYJCHT IOJIYy4acT HaBbIKU 10 (bOpMI/IpOBaHI/IIO
IIOJIOKCHHUSA O Kaz[posoﬁ ITIOJIUTHUKE.

15

[IpakTuueckoe 3ananue "[IpaBuiia BHyTpEHHETO TPYAOBOIO pacrnopsjaka”
B PE3yJbTAaTC BBIMIOJIHCHHUA NPAKTUYCCKOTO 3aJaHUs CTYACHT I0JIYy4acT HABBIKU 110 (I)OpMI/IpOBaHI/IIO
MIPaBUJI BHYTPEHHETO TPYIOBOTO pacnopsiKa.

16

[IpakTuueckoe 3ananue "YueHnueckuit 10rosop”
B PE3YJIbTATC BBIMIOJTHEHUSA NPAKTUYCCKOTO 3aJaHUs CTYJCHT OJIYy4a€T HABbIKU 11O (I)OpMI/IpOBaHI/IIO
YYEHHYECKOTO I0TOBOPA.

17

[TpakTueckoe 3aganue "llonoxxenue 06 00yueHUU U pa3BUTUU IIepcoHaa"
B PE3YJIbTATC BBIMIOJTHCHUSA NPAKTUYCCKOTO 3aJaHUs CTYACHT IMOJIYy4YacT HaBbIKU I10 q)OpMI/IpOBaHI/IIO
ITOJIOKEHUSI 00 O6y‘{€HI/II/I " pa3BUTUH IICPCOHAIA.

18

[Ipaktrueckoe 3aganue "[lonoxxkeHne 0 KOPMOPATUBHON COIMAIIBHON MOUTHUKE"
B PE3yJbTAaTC BBIMIOJIHCHHUSA NPAKTUYCCKOTO 3aJaHUs CTYACHT I1OJIYy4acT HABBIKU 110 (I)OpMI/IpOBaHI/IIO
ITIOJIOXKCHUA O KOpHOpaTPIBHOﬁ COHI/IaJILHOﬁ IIOJIMTHUKE.

19

[TpakTrueckoe 3aganue "PernmameHT 00 opraHuzanuu Tpyja nepconana"
B PE3YJIBbTATE BBIMIOJTHEHUSA NPAKTUYCCKOTO 3aJaHUs CTYJCHT MOJTYyYacT HAaBBIKU T10 q)OpMI/IpOBaHI/IIO
periaMeHTa 00 OpraHu3alKy TPy/ia nepcoHaa.

20

[IpakTuueckoe 3ananue "I'paduk oTmyckos”
B PE3yJbTATC BBINIOJIHCHHUA NPAKTUYCCKOTO 3aJaHUs CTYACHT I0JIYy4acT HABBIKU 110 q)OpMI/IpOBaHI/IIO
rpaduka OTIIyCKOB.

21

[IpakTuueckoe 3ananue "[lonoxxeHre o pa3penieHuu TPyA0BbIX KOHQIMKTOB, CIOPOB"
B PE3YJIbTATE BBIMIOJTHEHUSA NPAKTUYCCKOTO 3aJaHUs CTYJCHT IOJIYy4acT HABBIKU T10 (1)OpMI/Ip0BaHI/IIO
TIOJIOKEHHUSI O pa3pelIeHHH TPYAOBBIX KOH(QIUKTOB, CIIOPOB.

22

[Ipaktuueckoe 3ananue "l[1nan kagpoBoro ayaura komnaHuu"
B peSynLTaTe BBIITOJIHCHUA HpaKTI/I‘IeCKOI‘O 3a1aHUs CTyI[eHT HonyqaeT HaBBIKHU 110 q)OpMI/IpOBaHI/IIO IIJIaHA
KaapOBOT'O ay/iuTa KOMIIAHWH.

23

[Ipaktrueckoe 3aganue "[lonoxkeHne o CTAXKUPOBKE MepcoHana"
B PE3yJbTATC BBIMIOJIHEHHUSA NPAKTUYCCKOT'O 3aJaHUs CTYJCHT I0JIYy4acT HaBbIKU 110 (1)0pMI/IpOBaHI/IIO
IMOJIOKEHHUA O CTAXKMPOBKE MEPCOHAIA.

24

HpaKTI/ILIeCKOC 3aJaHucC "[TonoxxkeHwue o BHCIPCHNU WHOBAIIMOHHBIX METOJ0B

yIpaBJIeHUs TIEPCOHAIOM"
B PE3YIBbTATE BBIMIOJTHEHUA NPAKTUYCCKOTO 3aJaHUA CTYACHT ITOJIYy4acT HABBIKU I10 q)OpMI/IpOBaHI/I}O
TTOJIOKEHHMA O BHCAPCHU N MHHOBAIIMOHHBIX METOJI0B YIIPABJICHUSA IIEPCOHATIOM.

25

[TpakTueckoe 3aganue "OTuer B denepanbHbI NIEHCHOHHBIN poHT"
B pesyibTaTe BEIIOIHEHUS IPAKTHIECKOTO 3a/IaHNs CTYICHT IIOTydYaeT HaBbIKK 110 GOPMHPOBAHHUIO OTYETA
B (heqiepasibHbIH IEHCHOHHBIN (QOHI.




/o

TemaTuka MpakTHYECKUX 3aHATUI/KpPAaTKOE COEepKaHHE

26

[TpakTuaeckoe 3aganue "OTdeT B GoHT 003aTEILHOTO METUIIUHCKOTO CTpaxoBaHus"
B PE3YyJIbTATC BBIMIOJTHCHHUSA NPAKTUYCCKOTO 3aJaHUs CTYJCHT IOJIYy4acT HaBbIKU 10 (bOpMI/IpOBaHI/IIO oT4yeTa
B (1)01—1[[ 0053aTEILHOTO MCINIHUHCKOI'O CTpaxOBaHMs.

27

[TpakTuueckoe 3ananue "[lonoxenne o 100pPOBOTFHOM MEIUIIMHKOM CTpaxoBaHUU"
B PE3YyJbTATC BBIMIOJIHCHHUSA NPAKTUYCCKOTO 3aJaHUs CTYJCHT IOJIYyYacT HaBbIKU 10 (bOpMI/IpOBaHI/IIO
TIIOJIOKCHHSA O ,HO6pOBOJIbHOM MECIUITUHKOM CTanOBaHI/II/I.

28

[TpakTueckoe 3ananue "lIpuka3sel no nepconany"”
B pesynbprare BRINOTHEHHUS MPAKTHYECKOTO 33JaHUS CTYIEHT MTOy4YaeT HaBBIKU 10 (OPMHUPOBAHUIO
MIPHUKA30B TI0 TIEPCOHAITY.

29

[IpakTnueckoe 3ananue "{0mKHOCTHBIE HHCTPYKIIMK"
B PE3YyJIbTATC BBIMIOJIHCHHUSA NPAKTUYCCKOTO 3aJaHUs CTYJCHT MOJIYy4acT HaBbIKU 10 (bOpMI/IpOBaHI/IIO
JOJIZKHOCTHBIX HHCprKHPIﬁ.

30

[TpakTueckoe 3ananue "llonoxxeHne o NoAAEPIKKE HOBBIX POEKTOB COTPYAHUKOB"
B PE3yJbTAaTC BBIMIOJIHCHHUSA NPAKTUYICCKOTO 3aJaHUs CTYACHT I0JIYy1acT HABBIKU 110 (I)OpMI/IpOBaHI/IIO
MOJIOKEHHUA O MMOAACPIKKEC HOBBIX MIPOCKTOB COTPYAHUKOB.

4.3. CamocrosiTenbHas padoTa 00ydaroImmxCs.

/o

Bua camocrosTenbHOM paboThI

Pabota c nurepatypoi.

HOIIFOTOBKa K IPAKTUYCCKHUM 3aHATHAM.

CamocTosTeNnbLHOE HU3YUYCHUC TCM JUCHUIIINHBI.

Berinonnenue kypcoBoii paboThI.

IToaroToBKa K MPOMEXKYTOYHOM aTTECTALINH.

o O | W N| B

IToaroroBka k TCKYILIEMY KOHTPOJIIO.

4.4. ITpumepHbIN IEpeUeHb TEM KYPCOBBIX padOT
1. Co3naHue KOMIUIEKTa KaJApPOBBIX W aJMUHUCTPATUBHBIX JTOKYMEHTOB

komrmanuu "Bekrop miroc".

2. COS}IaHI/IC KOMIUJICKTa KaJApOBbBIX MW AJIMHHUCTPATUBHLIX OOKYMCHTOB

KOMIaHuM " XyaHJIOKKOMIIaHU".

3. CO3I[aHI/Ie KOMIUICKTA KaJIpOBbIX H AAMHHHCTPATUBHBIX IJOKYMCHTOB

kommagnu "MODCK".

4, COSI[aHI/Ie KOMIUICKTA KaApOBBIX W AJMHHUCTPATUBHLIX ITOKYMCHTOB

KoMImanuu "ArponpoMOaHk".

5. COS,}IaHI/IC KOMIUICKTa KaJApOBbIX MW AJIMHHUCTPATUBHLIX IOOKYMCHTOB

kommanuu "Kysbaccyronspaszpes".

6. COB)IaHI/IC KOMIIZICKTa KaApOBbBIX MW AJMHHUCTPATUBHLIX IOKYMCHTOB

komnaHuu "TpaHcoHmaitH".



7. COBI[aHI/Ie KOMIIJICKTa KaJApOBbIX MW aJIMHHUCTPATUBHBIX

komnanuu ""Pemenus".

8. Co3naHue KOMIUIEKTa KaJpOBBIX M aJIMHHHCTPATHUBHBIX

KOMITaHUH 'Y pasiBaroH3aBon".

9. COBI[aHI/Ie KOMIUICKTA KaIpOBBIX W AAMHHHCTPATUBHBIX

kommauuu "Cumriuiexkc-T".

10. CO?)I[aHI/Ie KOMIUICKTA KaApPOBBIX WM AAMHWHHCTPATUBHBIX

QJICKTPOACIIO «HJIaHepHOC».

11. Co3nanuve KOMIUIEKTa KaJpOBBIX M aJIMHHUCTPATHBHBIX

JJOKOMOTHBHOI'O JCIIO.

12. Co3naHue KOMIUIEKTa KaJpOBbIX U aIMHUHHCTPATHUBHBIX

MOTOPBAroHHoOro AcCIIo.

5. llepeyeHb wW3IaHUN,

OCBOCHHUU JUCHUIUIUHBI (MOIYJIA).

JOKYMCHTOB

JOKYMEHTOB

JOKYMCHTOB

JOKYMCHTOB

JIOKYMEHTOB

JIOKYMEHTOB

KOTOPBIC PCKOMCHAYCTCA HCIIOJIB30BATh IIPU

Ne

y bubmmorpaduyeckoe onucanne Mecro nocryna
II/11
1 Abynanze, /1. I'. JlokymeHTanmoHHOE 0OecrieueHne O6pasoBarenbHas

yIOpaBlIeHUS IEPCOHANIOM : YYEOHUK U IPAKTUKYM JUIS
By30B / JI. I'. Abynanze, U. b. Beimpsikkuna, B. M.
MacnoBa. — 3-e uzja., nepepa0. u non. — Mockaa :
UznatensctBo FOpaiit, 2024. — 374 ¢. — (Boiciiee

mwiardopma FOpaiit [caiit].
— URL:
https://urait.ru/bcode/536724
(mara obparieHus:

obpazoBanue). — ISBN 978-5-534-16669-9. — Tekcr : 10.04.2024).
AJIEKTPOHHBIN
2 Ky3snenos, 1. H. [lokymenTanimonHoe obecrieueHme OG6pasoBarenbHast
yIpaBJIEHHs TIEPCOHAIIOM : YUEOHHK M IIPAKTHKYM JIJIs mardopma Opaiir [caiit].
By30B / U. H. Ky3nenoB. — 3-e u3za., nepepab. u fomn. — — URL:
Mocksa : M3narensctBo IOpaiit, 2024. — 397 c. — https://urait.ru/bcode/536192
(Bbiciiee oGpazosanie). — ISBN 978-5-534-16692-7. — | (AaTa obpaienus:
. 10.04.2024).
Tekcr : 27IeKTpOHHBIN
3 Hoponuna, JI. A. Opranu3anus u TeXHOJOTUS Oo0pasoBatenbHast

JIOKYMEHTAllMOHHOTO 00eCIieueHus yIpaBIeHUs : Y4eOHUK
U IpakTUKyM Juid By30B / JI. A. Jloponusna, B. C.
WputukoBa. — 2-e u3l., nepepad. u gon. — Mocksa :
W3narensctBo HOpaiit, 2024. — 270 ¢. — (Boiciiee

wiatdopma FOpaiiT [caiit].
— URL:
https://urait.ru/bcode/536404
(mata obparmeHus:

obpasosanie). — ISBN 978-5-534-16016-1. — Texer: | -0-042024).
JJIEKTPOHHBIN
6. IlepeueHb COBpEMEHHBIX MPOPECCHOHANBHBIX 0a3 JaHHBIX U

MH(OPMAIIMOHHBIX CHPABOYHBIX CUCTEM, KOTOPbIE MOTYT HCIOJB30BATHCS MPH

OCBOEHUU JUCUUIUIAHBI (MOAYJIA).



®enepanbHblii  00pa3oBaTeNbHBIN MOpTan «OKOHOMHKA. COLMOJIOTHS.
Menemxment» (http:/www.ecsocman.edu.ru/);

Kypnan «xcnept» (http:/www.expert.ru);

Kypnan «Kommepcant» (https://www.kommersant.ru/);

Kypnan HBR (https://hbr.org/);

[Touckonas cuctema Anaexc (http:/yandex.ru);

Hayuno-texuuueckas oubnuoreka PYT (MUUT) (http:/library.miit.ru).

7. IlepeuyeHb  JUIEH3UOHHOTO W  CBOOOAHO  PACIPOCTPAHSIEMOTO
MpOrpaMMHOr0 OO€CTedYeHus, B TOM YHCJIE OTEUECTBEHHOI'O MPOU3BOJICTRBA,
HEO0OXOMMOTO JIJI1 OCBOCHHMSI TUCIIUTUIMHEI (MO JIS).

1. Microsoft Internet Explorer (wim npyroii Opaysep);
2. OnepauunonHas cuctema Microsoft Windows;

3. Microsoft Office;

4. Microsoft Teams;

5. Windows Media Player.

8. Omucanue MaTepHAIbHO-TEXHUUYECKON 0a3bl, HEOOXOAUMON ISt
OCYILIECTBJICHHUSI 00pa30BaTEIbLHOIO Mpoliecca Mo IUCIHUILUTHHE (MOIYJIIO).

1. VueOHBIC ayauTOPUHU ISl TPOBEACHHS 3aHATHH JICKIMOHHOTO THIIA,
OCHAIIICHHBIC KOMITBIOTEPHOW TEXHHKOW M HaO0OpaMH JIEMOHCTPAIlMOHHOTO
000pyTOBaHUS.

9. ®opma MPOMEKYTOUHOM aTTECTALINU:

3auer B 6 cemecTpe.
KypcoBas pabota B 6 cemectpe.

10. OneHoYHBIC MaTEpHUAIBI.

OneHOYHbIE MAaTEpUAIIBI, TPUMEHSIEMBIE TIPU MPOBEICHUH ITPOMEKYTOUYHON

aTTecTalny, pa3padaThiBalOTCSI B COOTBETCTBUM C JIOKAJbHBIM HOPMATHBHBIM
aktom PYT (MUUT).
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