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1. O6mue cBeaeHNs O JUCHUIUIUHE (MOJIYIIE).

HensiMu 0CBOCHUS AUCLMIUIUHBI (MOJTYJIS) SBJISIOTCS:

- K3y4YeHUE  CTyJIEHTaMU TEOpUM W  TPaKTUKU  OpraHu3aluu
JIOKYMEHTO00O0pOTa B yNPaBICHUH IIEPCOHATIOM PA3IUYHBIX KOMIIAHUIA;

- U3y4YEHHE CTYJACHTAMH OCHOBHBIX JIOKYMEHTOB, IO3BOJISIOIINX
aJIMUHUCTPUPOBATH IPOLIECC B YIPABICHUH IEPCOHATIOM.

3ajauamMu TUCIUTLIUHBI (MOTYJIs1) SIBJISTFOTCS:

- (hopMupoBaHKME HABBIKOB Pa3pabOTKU U MOAJNEPKKU (HYHKIMOHUPOBAHUS
CUCTEMBI BHYTPEHHEIro JOKYMEHTOOOOpOTa OpraHu3allid, a TaKKe OTAENbHBIX
MPOEKTOB KOMIIaHUH;

- (opMupoBaHHE€ HABBIKOB MOATOTOBKM OTYETOB IO pe3yJbTaTam
UH(GOPMAIIMOHHO-aHAIMTUYECKON JAESITEIbHOCTH;

- OBJIQJICHUE METOJI0JIOTHEN OpraHu3aluu paboThl UCTIONHUTENEH (KOMaH bl
UCIIOJIHUTENIEN) AJ1 OCYIIECTBICHHS KOHKPETHBIX MPOEKTOB, BUIOB JIEATEIbHOCTH,
paboT B chepe JOKYMEHTO0O0pOTa KOMITAaHUH.

2. [Inanupyemsble pe3yibTaThl 00yUeHHUs 10 AUCIUILUIMHE (MOIYJIIO).

[lepeuenb ¢GopmMupyemMbiX pe3ylbTaTOB OCBOCHUsSI 00pa3oBaTeIbHOMU
porpamMmbl (KOMIIETEHLIUI) B pe3yJbTaTe 00yUYeHUs M0 AUCHMILIMHE (MOIYIIO):

OIIK-2 - CriocoOeH ocymIiecTBIATh cO0p, 00pabOTKY M aHAIN3 JaHHBIX IS
penieHus 3a7a4 B chepe yrupaBiIeHHs TEPCOHATIOM;

OIIK-4 - CnocoOeH TPUMEHSTh COBPEMEHHBIE TEXHOJOTMU M METOJIbI
OMEPATUBHOIO  YIpPaBJICHUS  MEPCOHAIOM,  BECTH  JOKYMEHTaIlMOHHOE
COTIPOBOK/ICHUE U YUET;

IIK-6 - Cioco6eH npuHUMaTh y4acTUe B a/IMUHUCTPUPOBAHUM TPOIIECCOB U
OCYILECTBIISATH OPTraHU3aIUI0 JOKYMEHTO000pOTa 0 YIPABIICHHUIO ITEPCOHATIOM.

OO0y4eHue 1o JUCUUILIMHE (MOAYJII0) MPEANOaraeT, YTo MO0 €ro pe3yJibTaram
oOyuatoruiicst 0yier:

3HaTh:

- 0co0eHHOCTH (HOPMHUPOBAHUS IOKYMEHTOOO0OPOTa KOMITAHUU;

- crienuPUKy KaJpOBbIX U UHBIX IOKYMEHTOB TI0 YIIPABJICHHUIO TIEPCOHATIOM B
KOMITaHUSIX;

- KJIFOYEBBIC JOKYMEHTBI, HEOOXOAMMBIE ISl IESITEIbHOCTH KOMITAHUU;

- cnemuduky odopmiIeHHs JOKYMEHTOB B  OTACIBHBIX  BHUAX
pabot(Hanpumep, OOyuye€HHE TIEPCOHAJIOM, OIIEHKA TIepcoHana, aTTeCTalus
nepcoHazia u T.1.);



- CTaHAAPTHI B 00JaCTH JOKYMEHTOO00pOTA.

YmMmeTh:

- TMPUMEHSTh COBPEMEHHBbIE MH(POPMAIMOHHBIE CUCTEMbI W MPOrpaMMHBIC
KOMIUIEKCHI 1T (POPMHUPOBAHUS JOKYMEHTAIIMH KOMITAHUH;

- AaHAIM3UPOBATDH CYIIECTBYIOIIUH JOKYMEHTOOOOPOT KOMITAHUH;

- HAWTU COOTBETCTBYIOIIHME CUTYAllMM HOPMATHUBHBIC AKTHI, CTAHIAPTHI U
WHBIE JJOKYMEHTBI, PErJIAMEHTUPYIOIINE JCUCTBUA KOMITAHUH.

Baaners:

- HAaBBIKAMHU PEIIEHUS OPraHW3alMOHHO-YNPABICHUYECKUX 3aJad4 ¢
HCITOJIL30BaHUEM COBPEMEHHBIX UH()OPMAITMOHHO-KOMMYHUKAITMOHHBIX
TEXHOJIOT UM,

- HaBbIKAMU aHAlU3a W HHTEpHpeTalud HWHOOpPMAIMU O COCTOSHHUH
JIOKYMEHTO000pOTa KOMITaHUY;

- HaBbIKaMu oOQoOpMmIIeHHS U pa3pabOTKU JOKYMEHTallUd C Y4EeTOM
TpeOOBAHMI CTAaHIAPTOB U HOPMATUBHBIX aKTOB.

3. O0beM TUCHUTUTUHBI (MOJTYJIS).
3.1. O6mas Tpy10€MKOCTh JUCITUTIINHBI (MOTYJIs).

OO0masi TPyIOEMKOCTh JUCHUIUIMHBI (MOAyJsi) cocTtaBiser 6 3.e. (216
aKaJieMUYeCKUX Jaca(oB).

3.2. O6bem mucummuiiHbl (Monmynsi) B (opmMe KOHTAaKTHOW pabOThI
oOyvaromuxcsi €  MeJarorM4eckuMu  pabOTHUKaMU ¢ (WIM)  JIMIAMH,
MPUBJICKAEMBIMU K peaTn3alyd 00pa30oBaTeIbHON MPOTpaMMBbl Ha HHBIX yCIOBUSX,
IPY IPOBEJICHUY yUESOHBIX 3aHITHI:

KonmgecTBo gyacos

Tum yaeOHbIX 3aHATHN
Bcero | Cemectp Ne6

KonrakTHas paboTa rmpu npoBeiecHUH Y4eOHBIX 3aHATHH (BCEro): 144 144
B toMm uucane:

3aHATHS JIEKIIMOHHOTO THIIA 64 64
3aHATUSA CEMUHAPCKOro TUIA 80 80

3.3. ObpeM muctUIUIMHBI (MOAYJs) B (popMe CamMOCTOSITENbHOM pPabOTHI
oOyyaromuxcs, a Takke B (opMe KOHTAKTHOM paboOThl OO0ydYaroIuXxcs ¢
MeAarorndecKuMM pabOTHUKAMU U (WJTH) JIUIIAMH, TPUBIIEKAEMBIMH K peaTn3aliu
0o0pa3oBaTeNpbHOW MpOrpaMMbl HA HMHBIX YCIOBHUSX, IpU MPOBEACHUU
IPOMEXYTOUHOM aTTeCTallMM COCTABIIAET 72 aKaJeMHUECKUX Jaca (OB).




3.4. ITpu oOy4yeHnH N0 MHIUBUAYAIbHOMY YUYEOHOMY ILIaHY, B TOM YHCIIE IPU

YCKOPEHHOM O0y4Y€HHH, 00BEM TUCIUIUIMHBI (MOJYJIs1) MOXKET ObITh peaan3oBaH

MOJIHOCTBIO B (DOPME CaMOCTOSITENIbHOM paboThl 00yJaroumxcs, a Takxke B opme

KOHTaKTHOM pabOThl 00ydYaloOIUXCs ¢ MeAarorudecKuMu pabOTHUKAMH U (WJIH)
JUIAMU, TIPUBJIEKAEMBIMH K peasiu3alliu 00pa3oBaTEIbHON MPOrpaMMbl HA HHBIX

YCIOBUAX, IIPHU IIPOBCACHUN HpOMe)KYTOLIHOﬁ aTTcCralnu.

4. ConepxaHue JUCHUTUIAHBI (MOIYJIA).

4.1. 3aHsaTus JIEKIIMOHHOTO TUIIA.

TemMaTuka JIEKIIUOHHBIX 3aHATUH / KpaTKO€ COACPIKAHUC

AJIMUHUCTPUPOBAHKE TIPOIIECCOB U JOKYMEHTOO0O0POTA IO YUYETY U IBHIKESHUIO KaJpOB
PaccmaTpuBaeMble BOIIPOCHI:

- TPYZIOBOM JOTOBOP;

- INYHAS KapTOUKa,;

- IPUKA3bI 110 IEPCOHAITY, CBI3aHHBIE C OTITYCKOM, KOMaHIHPOBKAMH, 0J1arolapHOCTSIMH, B3bICKAHUSIMH,
o0y4eHueM, aTTecTaleii, yBOJIbHEHUEM, TIEPEBOJIOM Ha IPYTYIO JOJIKHOCTh, IEPEBOIOM B JIpyTHUe
OpraHHU3alHH.

AIMUHUCTPUPOBAHKE MPOLIECCOB U JJOKYMEHTOO0O0POTA IO MPEACTABIEHUIO JOKYMEHTOB

I10 TIEPCOHAJy B TOCYIapCTBEHHBIE OPTaHbI

PaccmatpuBaeMbIe BOITPOCHL:

- oT4eT B (hemepanbHBIN IEHCHOHHBIN (OHT;

- ot4eT B hoH 0053aTENFHOr0 MEAUIIMHCKOTO CTPaXOBaHWUS;

- BCCBO3MOXHBIE CBEJICHUS O IIEPCOHAJIE, CBSI3aHHbIC CUCTIOTHEHUEM POCCHICKOTO 3aKOHOAATENIBCTBA.

AJIMUHHCTpPUPOBAHHE MIPOIIECCOB U JJOKYMEHTOO00pOTa 00ecreueH s IepcoHaIoM
PaccmatprBaemble BOIIPOCH:

- aHKeTa COUCKATeJLs,;

- aHKeTa CIIeNUAJINCTa, NPodecCHOHaa, PYKOBOIUTELS;

- OnaHK 1St CHATHS POGUIIS TO3HULIUH;

- 3asIBKa Ha KaHAW/ATa;

- OJTaHK MTPOBEPKU PEKOMEHIAIMN COUCKATEIIS;

- QaHaJIU3 JOJDKHOCTH;

- aHaJIM3 MOTPEOHOCTH B HOBOM COTPY/IHHKE.

AJIMUHHCTpPUPOBAHHE MPOIECCOB U JOKYMEHTOO0OPOTa 0OECIIeYeHus IIEPCOHAIOM
PaccmaTprBaemble BOIIPOCHI:

- OIO/KET Ha MOA00P HOBOTO COTPYAHUKA;

- BOTIPOCHI JUIs IIPOBE/ICHHSI COOECEeI0BaAHMS;

- BOTIPOCHI JUIsl CUTYaIllHOHHOTO HHTEPBbIO;

- rpauK BCTped U cobeceT0BaHUL;

- JJOJDKHOCTHASI UHCTPYKIIUSI HHTEPBBIOEPA;

- JIOJDKHOCTHASI MHCTPYKIIUS XSIXaHTEPa;

- 3aIpOC PEKOMEHAALIMIA;

- 3asiBKa Ha TIOA00p IepcoHala;

- JIUCT OLIEHKH NIEpCOHAJIA;

- OTYET O KaHJMJaTaxX, He MPOILIEeAINX cobeceI0BaHNe;

- OTYET O KaHIUJaTaX, BBIIICAIINX HA padoTy.




n/n

TemaTrKa JICKIIMOHHBIX 3aHATHH / KpaTKOE COJIepIKaHue

AJMUHUCTPUPOBAHKE MPOIECCOB U JOKYMEHTOOOOPOTa IPU MPOBEIECHUH OLEHKU U

aTrTeCTalu 1nepcoHaia

PaccmatprBaemble BOIIPOCH:

- QKT aTTECTALNH TIEPCOHAA;

- TIOJIO’KEHHE 00 aTTeCTaINy IIePCOHAA,;

- IpUKa3 00 aTTecTaluy epcoHaa;

- aHKeTa aTTeCTyeMOro;

- aTTECTALOHHBIH JINCT, aTTECTALMOHHBIH OJaHK, aTTeCTAllMOHHAs KapTa, aTTeCTAl[HOHHbBIA OTYeT
COTPYAHUKA;

- GaspHO-(haKTOPHAS MaTPHIIA;

- OJIaHK aTTECTallUH 110 Pe3yJIbTaTaM HCIBITATEIEHOTO CPOKa;
- BOIIPOCHI JUIs cOOECEI0BAHUS 10 KOMIIETCHIIHSM;

- rpadMK IPOBEAEHHS aTTECTAIIMU COTPYAHUKOB;

- IPUKAa3 110 pe3yJbTaTaM aTTeCTally COTPYIHUKOB;

- OJIaHK OLIEHKH;

- OJIOXKEHHE 00 OLIEHKE MepCoHaa;

- OICHOYHBIC NHCTPYMCHTHI.

AJIMUHUCTPUPOBAHKE IPOLECCOB U JJOKYMEHTOO0OpOTa IIPU MPOBEICHUU OLEHKU U

arTecTalu 1epCcoHaia

PaccmaTpuBaemble BOTIPOCH:

- OJIaHK aTTECTAIMH 110 PE3yJIbTaTaM HCIIBITATEIbHOTO CPOKA;
- BOTIPOCHI JUIsl COOECEI0BaHMS 110 KOMITETEHIIHSIM;

- rpadMK IPOBEACHHS aTTECTAIIMU COTPYAHUKOB;

- IpUKa3 M0 pe3yIbTaTaM aTTeCTAl[UH COTPYAHUKOB.

AJIMHHHCTpPUPOBAHHE MIPOIECCOB U JOKYMEHTOO00POTA IO Pa3BUTHIO U

npodeCCHOHATBLHON Kapbepe, 00yUeHHIO, a/IalTAlluy ¥ CTA)KUPOBKE MEPCOHATIA
PaccMarpuBaeMble BOIIPOCHL:

- welcome! Tpenunr;

- TIOJIOXKEHHE 00 aJanTally COTPYIHUKOB,;

- QaHKETa HOBOT'O COTPYIHHKA;

- QaHKETa MOJIOJIOTO CIICIIHAITHCTA;

- BHyTpCHHEE MOJI0KEHHE O CTAXKHUPOBKE;

- TIOJIOXKEHHE O KaJPOBOM PE3EPBE;

- TIOJIOKeHHe 00 00yUYCHHUH U Pa3BUTHH IIEPCOHANA;

- 3aKJIFOYCHUE 00 aIanTaliy MOJIIOAOTO CIICHHATNCTA;

- MHAWBUIYAJIbHBIN IUIAH aIalTallii MOJIOAOTO CIICIUAINCTA.

AJMUHUCTPUPOBAHKE MIPOLIECCOB U JJOKYMEHTOO0OpOTa MO Pa3BUTHIO U

npodeccnoHanbHOM Kapbepe, 00y4eHHI0, aJanTallui U CTaKUPOBKE MepcoHana
PaCCManI/IBaeMI)IC BOIPOCHI:

- I/IHI[I/IBI/l[lyaJ'H)HI)II‘/II IJIaH agarnTanuu MOJIOJ0TO CIiICHUaIucTa,

- MHCTPYKUHWHU 1TO BBEACHUIO B JOJPKHOCTb HOBBIX COTPYAHUKOB;

- KHUT'a HOBHUYKa KOMIIaHUU,

- JIUCT agalTaluu,

- OT3BIB KypaTOpa-HaCTaBHHUKA O PE3YyJIbTaTax adarTairuyi HOBOTO COTPYAHHUKA,
- OTYET COTPYAHHUKA ITOCJIE MPOXOKIACHUA adalTalluu,

- MaMsATKa HOBOMY COTPYIHUKY;

- IJIaH aJganTalyu,

- IIOJIO’KCHHUEC O HACTaBHUYCCTBE,

- [IporpaMMa ajianiTaliuia HOBOro COTpyAHUKA.




n/n

TemaTrKa JICKIIMOHHBIX 3aHATHH / KpaTKOE COJIepIKaHue

AJIMUHUCTPUPOBAHHE NPOIIECCOB U JOKYMEHTOO00POTA IT0 BOIPOCAM KOPITOPATHBHOM

COILIMAJILHOHN ITOJIUTHUKU

PaCCManI/IBaeMI)Ie BOIPOCHI:

- IIOJIO)KEHHUE O Ka)lpOBOfI TIOJIMTHUKE,

- [IpUKa3 O BBCJACHUU B I[eflCTBPIe KOpHOpaTHBHOﬁ COHI/I&J’ILHOﬁ TMOJIMTUKHU OpraHrU3aluu;
- coryacue Ha 00pabOTKy MEPCOHATBHBIX JAHHBIX COTPY/IHHKA;

- KOJUIEKTUBHBIN J10TOBOP;

- MEXPErHOHAILHOE MEKOTPACIIEBOE COTIIAIIICHHE.

10

AJIMUHUCTPUPOBAHKE MIPOLECCOB U JJOKYMEHTOO0OPOTa IO BOIIPOCAM KOPIIOPATUBHOM

COHH&J’IBHOﬁ INOJIMTHUKH

PaccmaTpuBaemble BOTIPOCH:

- TIOJIO’KEHHE O TOOPOBOJIILHOM MEIUIIMHCKOM CTPaXOBaHUH;

- CTpaxOBaHUE OT HECUACTHBIX CIIy4aes;

- CTpaxOBaHHE BBIEIKAIOIINX 32 PYOEk COTPYTHUKOB;

- TTOJIO’KEHHE O MPEOCTABICHUH ITyTEBOK B JOMa OTAbIXa M CAHATOPUHY;
- OJI0’KEHHE O NPEJOCTABICHUH IyTEBOK B IETCKHE JIareps;

- OPSIIOK KOMIICHCAIINH MTPOe3/1a K MECTy PabOThI U COTOBOH CBS3H.

11

AJIMUHUCTPUPOBAHKE MIPOLECCOB U JJOKYMEHTOO0OPOTa IO BOIIPOCAM KOPIIOPATUBHOM

COI.[PI&J'IBHOfI IIOJIMTUKH

PaccmarpuBaeMble BOIPOCHL:

- IOJIOXKEHHE 00 00ECTICUCHNH KIITLEM OT/ICNIbHBIX KaTeropuil COTPYTHUKOB;
- IIOJIOKECHUE O JIBFOTHBIX KPEAUTaX OT KOMIIAHUH;

- IIOJIOKCHHUC O OOJICBBIX IICHCUOHHBIX B3HOCAX,

- IIOJIOKEHUE O NONOJHUTEIBHON KOPIIOPATUBHOM IIEHCUY;

- IIOJIOKEHUE O TIOJAEPHKKE HOBBIX IIPOEKTOB COTPYIHUKOB.

12

AJMUHUCTPUPOBAHUE MPOIECCOB U JOKYMEHTO00O0POTa IO BOIIPOCAaM KOPIIOPATUBHOM

COHH&J’IBHOﬁ IIOJIMTHUKH

PaCCManI/IBaeMBIC BOIPOCHI:

- HarpajHas IoJIMTUKa,

- KOPHOPAaTHBHBIC TOOLIPCHUSA

- MMOJIOKCHUE O MPUCBOCHUU TMTOYCTHBIX 3BaHUU.

13

AZIMI/IHI/ICTpI/IpOBaHI/Ie mponeccoB u I[OKYMCHTOO60p0Ta 10 BOIIpOCaM OpraHu3annu
TpyJla ¥ OIUIATHI IEPCOHANA

PaccmaTpuBaemble BOTIPOCHI:

- IpaBUJIa BHYTPEHHETO TPYA0BOTO PACHIOPSIKA;

- IOJIOXKEHHE 00 oIIaTe Tpyaa;

- IOJDKHOCTHASI HHCTPYKIIHSL.

14

A,Z[MI/IHI/ICTpI/IpOBaHI/Ie mponeccoB u I[OKYMCHTOOGOpOTa 10 BOIIpOCaM OpraHu3anuu
TpyJa U OIJIaThl IICPCOHAJIA

PaccmatpuBaeMble BOIIPOCHL:

- HHCTPYKIIMH [0 OXpaHe U O€30I1aCHOCTH TPYAa;

- IUTaH PabOTHL;

- OTYET 110 pe3yJbTaTaM padoTHl;

- TIOJIOXKEHHE O MOAPA3ICICHHH.

15

AI[MI/IHI/ICTpI/IpOBaHI/Ie poneccoB u ,I[OKYMCHTOO60pOTa 110 BOIIpOCaM OpraHu3anuu

TpyZAa U OIUIaThl IIEPCOHAIIA
PaccmatprBaemble BOIIPOCHI:
- Tabelb yueTa pabouero BpeMEeHHU M pacueTa OIuIaThl TPy,




TemaTrKa JICKIIMOHHBIX 3aHATHH / KpaTKOE COJIepIKaHue

/1
- HJIaTe)KHO'paC‘IeTHaH BCIIOMOCTb,
- paC‘IeTHBIe JINCTKH,
- 3apIUTATHBIA TPOEKT.
16 |AAMHHHCTPHPOBAHUE MPOIIECCOB U JOKYMEHTOOOOPOTA MO BOMPOCaM OpPraHU3aluu

TpyJa ¥ OIUIaThl IEPCOHAIIA
PaccmaTprBaemble BOIIPOCH:

- rpauk pabOTHI;

- INTaTHOE PacIICaHUE;

- IPUKA3bI O MOOLIPEHUSX;

- IPUKA3bI O BBIIUIATEe MaTepUaIbHON MOMOIIH;

- IPUKA3bl 00 YAEpKaHHUAX U3 3apabOTHOM IIIaThI.

4.2. 3aHATHS CEMUHAPCKOTO TUIIA.

[IpakTueckue 3aHsaTHS

TemaTuka IMPAKTUYCCKUX 3aHATHH/ KpaTKO€ COACPIKAHUC

IIpakTnueckoe 3ananue "MapKeTUHIOBBIN IUIaH 110 NIEpcoHaIy"
B PE3YIBbTATE BBINTOJTHECHUA MPAKTUYCCKOTO 3aJlaHus CTYACHT MMOJYYacT HaBbIKH CO3J1aHUA
MAapKETHUHI'OBOI'O IIJIaHa IO MEpCOHAITY.

[IpaxTnueckoe 3ananue "Kanpossiii mian"
B PE3YIbTATE BBITOJIHCHUS MPAKTUYCCKOIO 3a/laHus CTYACHT MMOJY4YaCT HABbIKH (1)0pMI/Ip0BaHI/IH KaapoBOTO
II1aHa.

[Tpaktrnyeckoe 3aaanue "lpoduns nomxHOCTH"
B PE3YIbTATE BLINMOJTHCHUS MMPAKTUYCCKOIO 3a/laHus CTYACHT MMOJYy4YacT HABbBIKU 110 (bOpMPIpOBaHI/IIO
POQUIIS JOJKHOCTH.

[Tpaktuueckoe 3apanue "[Ipodeccuorpamma”
B pesynbpTarte BRITIOTHEHHUS MPAKTHYECKOTO 3aJaHUs CTYACHT MOJTyYaeT HaBBIKH 1O (POPMIPOBAHUIO
po¢eCCHOTPaMMBL.

[IpakTrueckoe 3ananue "Pa3zmeniennas BakaHcus'"
B PE3YyAbTATE BBINTOJIHCHUS MMPAKTUYCCKOIO 3a/laHus CTYACHT MMOJYy4YaCT HAaBbIKU 1O (bOpMI/IpOBaHI/IIO
pa3MeIlleHHOM BaKaHCHH.

ITpakTnueckoe 3ananue "TpynoBoil nrorosop"
B PE3YIBTATE BBINTOJTHCHUA MPAKTUYCCKOTO 3aJIlaHuA CTYICHT MMOJYy4YacT HaBbIKH 11O (I)OpMI/IpOBaHI/HO
TPYJIOBOTO JIOTOBOPA.

[TpakTrueckoe 3ananne "3aganre Ha UCTIBITATENbHBIA CPOK"
B PE3YAbTATE BLINTOJIHCHUS MPAKTUYCCKOIO 3a/laHus CTYACHT MMOJy4YaeT HAaBbIKU 110 (I)OpMI/IpOBaHI/IIO
3alaHHus Ha HCHLITaTCHBHLIfI CpOK.

ITpakTnueckoe 3aganue "Yek-IuCT UCIBITATENBHOIO CpOKa"
B PE3YJIbTATE BBINTOJTHECHUS MPAKTUYCCKOIO 3aJlaHus CTYACHT MMOJy4acT HaBbIKH 110 q)Ole/IpoBaHI/IIO YCK-
JINCTA UCTIBITATCIIBHOTO CPOKaA.

[Tpaktuueckoe 3amanue "[lonoxenue 06 oxpane Tpyna"
B pesynprare BRIIOTHEHUS MPAKTHYECKOTO 3aJaHNs CTYACHT MOJTyYaeT HAaBBIKH 1O (POPMIPOBAHUIO
MIOJIOXKEHHS 00 OXpaHe Tpyaa.

10

[TpakTuueckoe 3aganue "[lonoxkenne o0 aganTaluu HOBBIX COTPYAHUKOB"
B PE3YIbTATE BLINTOJIHCHUS MPAKTUYCCKOIO 3a/laHus CTYACHT MMOJy4YaeT HAaBbIKU 110 (I)OpMI/IpOBaHI/IIO
MOJIOKEHHS 00 aAanTalK HOBBIX COTPY/JHUKOB.




n/n

TemaTHka MPaKTHYECKUX 3aHATHI/KPaTKOE COIEep KaHNe

11

[Tpaktrueckoe 3amxanue "[lonoxxenne 06 ormnare Tpyaa"
B pesynbprarte BRIIOTHEHHUS MPAKTHYECKOTO 3aJaHUs CTYACHT MOTyYaeT HAaBBIKH 1O (POPMIPOBAHUIO
IIOJIOXKEHHS 00 oInIaTe TpyAaa.

12

[TpakTueckoe 3aganue "[lonoxxenue o0 oneHke nepcoHana"
B pe3ynLTaTe BBIITOJIHCHUA HpaKTI/I‘IeCKOFO 3aaHus CTy}IeHT HonyqaeT HaBBIKH 110 (I)OpMI/IpoBaHI/IIO
TIOJIOXKCHUA 06 OIICHKE IIE€pCOHAaIa.

13

[IpakTuueckoe 3aganue "[lonoxxenue o0 aTTecTanuu nepcoHana”
B pesynprare BRIIOTHEHHUS MIPAKTHYECKOTO 3aJaHNS CTYACHT MOJTyYaeT HaBBIKH 1O ()OPMIPOBAHUIO
IIOJIOKEHHS 00 aTTeCTalluu epCcoHaJIa.

14

[IpakTuueckoe 3ananue "[lonoxenre o kKaaApoBOM MOJUTUKE"
B PE3YJIbTATE BBINTOJIHECHUS MMPAKTUYCCKOIO 3a/laHus CTYACHT MMOJYy4Ya€T HABbBIKU 110 (bOpMI/IpOBaHI/IIO
ITIOJIOKCHUS O Ka].'[pOBOﬁ ITIOJIUTHUKE.

15

[Ipaktuueckoe 3aganue "[IpaBuia BHyTpeHHETO TPYJIOBOTO pacrnopsiaka”
B pesynbrate BBITOTHEHHS IPAKTHIECKOTO 3a/1aHNS CTY ICHT IOJIy4aeT HaBBIKU 110 (JOPMHUPOBAHUIO
MIPaBUJI BHYTPEHHETO TPYAOBOTO PAcIOpsIIKa.

16

[IpakTuueckoe 3ananue "YueHU4eCKUil 10roBop"
B PE3yIbTATE BBIITOJIHCHUS IPAKTHUICCKOIO 3a/laHus CTYACHT IMOJYyYacT HAaBbIKHU I10 (I)OpMI/IpOBaHI/IIO
YUCHHUYCCKOI'O J0roBopa.

17

ITpaktuyeckoe 3ananue "llonoxenne 06 00y4eHUH U pa3BUTUU IepcoHana"
B PE3YIBTATE BBINTOJTHCHUSA MPAKTUYCCKOTO 3aJIlaHNA CTYICHT MMOJYy4YacT HaBbIKH 110 (I)OpMI/IpoBaHI/HO
MOJIOKEHHSI 00 O0YUICHUHU M Pa3BUTHH MEPCOHAIA.

18

[TpakTrueckoe 3amanne "[lo0xkeHne 0 KOPIIOPATUBHOM COIIMATBLHOM MOTUTUKE"
B pesynbraTte BRIIOTHEHHUS MPAKTHYECKOTO 33JaHUs CTYACHT MOJTyYaeT HaBBIKH 1O ()OPMIPOBAHUIO
IIOJIOKCHHA O KOpHOpaTHBHOﬁ COHHaHLHOﬁ ITOJIMTHUKE.

19

[TpakTrueckoe 3amanue "PermameHT 00 opraHu3amnuu Tpyaa nepcoHana"
B PE3YIbTATE BBINMOJTHCHUS MMPAKTUYCCKOIO 3a/laHus CTYACHT MMOJYy4YacT HAaBbIKU 110 (bOpMPIpOBaHI/IIO
periaMeHTa 00 OopraHuianuu Tpyaa nepcoHajia.

20

[TpakTuyeckoe 3amanue "I'paduk oTmryckos"
B pesynbprarte BRIIOTHEHHUS MPAKTHYECKOTO 3aJaHNs CTYACHT MOJTyYaeT HaBBIKH 1O (POPMIPOBAHUIO
rpaduka OTIyCKOB.

21

[TpakTrueckoe 3amanue "IlonoxeHne o pa3peieHuy TPYIOBbIX KOHPIMKTOB, CTIOPOB"
B PE3YyAbTATE BLINTOJIHCHUS MPAKTUYCCKOIO 3a/laHus CTYACHT MMOJY4YaCT HABbIKU 1O (bOpMI/IpOBaHI/IIO
TMOJIOKCHUA O pa3pCllICHUU TPYAOBBIX KOH(I)J'II/IKTOB, CIIOPOB.

22

ITpakTnueckoe 3aganue "Ilnan kaxpoBoro ayura KOMInaHuu"
B PE3YIBTATE BBINTOJTHCHUA MPAKTUYCCKOTO 3aJIlaHus CTYICHT MMOJYy4YacT HaBbIKH 11O (I)OpMI/IpOBaHHIO IJj1aHa
KaZpoOBOI0 ayAUTa KOMIIAHUH.

23

[IpakTnueckoe 3aganue "[losoxkeHne o cTaxkupoBKe mepcoHana”
B pesynprare BRIIOTHEHUS MPAKTHYECKOTO 3aJaHNs CTYACHT MOJTyYaeT HAaBBIKH 1O (POPMIPOBAHUIO
IMOJIOKCHUSA O CTAXKUPOBKE MIEPCOHAJIA.

24

ITpakTnueckoe 3ananue "lIlonoxeHne 0 BHEAPEHUN NHOBALIMOHHBIX METOOB

YIpaBJIEHUS IEPCOHATIOM "
B PE3YJIbTATE BBINTOJTHECHUSA MPAKTUYCCKOIO 3a/laHus CTYACHT MMOJy4acT HaBbIKH 110 (bOle/IpOBaHl/IIO
TIOJIOKEHHUS O BHEAPECHUHN NHHOBAIITMOHHBIX METOAOB YIIPABJICHUS IIEPCOHATIOM.

25

[TpakTrueckoe 3amanne "OTueT B dheaepabHbIA TEHCUOHHBIN GoHT"
B pe3ynbpraTte BRIIOTHEHUS MPAKTHYECKOTO 3aJaHUs CTYACHT MOTydaeT HaBBIKK 1O ()OPMHPOBAHHUIO OTYETA
B (hemepanbHBIN IIEHCHOHHBIN (QOH.




n/n

TemaTHka MPaKTHYECKUX 3aHATHI/KPaTKOE COIEep KaHNe

26

[TpakTrueckoe 3amanne "OTyeT B HOHA 0053aTEIHHOTO METUIIMHCKOTO CTpaxoBaHUs"
B pe3ynbpraTte BRIIOTHEHHUS MPAKTHYECKOTO 3aJaHUS CTYICHT MOTydaeT HaBBIKK 1O ()OPMHPOBAHHUIO OTYETA
B (1)0H,I[ 065[33TGJ'ILHOFO MCIUIHUHCKOI'O CTPpaxOBaHUA.

27

HpaKTI/I‘-ICCKOC 3aJaHuc "[TonoxxeHue o ,Z[06pOBOJ'H>HOM MCIUIIMHKOM CTanOBaHI/II/I"
B pesynbrate BHIOIHEHHS TPAKTHYECKOTO 33/IaHHS CTYJICHT I10JTy4aeT HaBBIKU 10 (hOPMHUPOBAHHUIO
MIOJIOKEHUS O JOOPOBOIHHOM MEAMLIMHKOM CTPAaXOBaHMU.

28

[Ipaktuueckoe 3amganue "[Ipukassl mo nepconany"
B pesynprare BRIIOTHEHHUS MIPAKTHYECKOTO 3aJaHNS CTYACHT MOJTyYaeT HaBBIKH 1O ()OPMHIPOBAHUIO
MIPUKa30B 110 IEPCOHAITY.

29

[IpakTuueckoe 3ananue "J{0mKHOCTHBIE HHCTPYKIIMK"
B PE3YIbTATE BBINTOJIHCHUS MMPAKTUYCCKOIO 3a/laHus CTYACHT MMOJYy4Ya€T HABBIKU 110 (bOpMI/IpOBaHI/IIO
JOJDKHOCTHBIX HHCprK].[PIﬁ.

30

ITpakTnueckoe 3ananue "lIlonoxxeHne o MoaAEpKKE HOBBIX IIPOEKTOB COTPYIHUKOB"
B pe3ynprare BRIIOTHEHHUS MPAKTHYECKOTO 3aJaHN CTYACHT MOJTyYaeT HaBBIKH 10 (POPMHUPOBAHUIO
TIOJIOKEHHS O TTOAACPIKKE HOBBIX ITPOCKTOB COTPYAHUKOB.

4.3. CamocrosiTenbHas padoTa 00y4darOInXCs.

o/

Bun camocrosTensHO# paboThI

PaGota c nurepatypoii.

HOI[I‘OTOBKa K ITPAKTUYCCKUM 3aHATHUAM.

CaMocCTOSTEIIEHOC HU3YUYCHUC TCM JUCHUIIJINHBI.

BrinonHenue KkypcoBoii paOoTBHI.

[ToaroroBka Kk IPOMEKYTOYHOHN aTTECTALUH.

| O | W N|

HO)IFOTOBKa K TCKYILIEMY KOHTPOJIIO.

4.4. ITpumepHbIN IEpeUEHb TEM KYPCOBBIX pPadOT
1. Co3pnanuve KOMIUIEKTa KaJpOBBIX M aJMHUHHCTPATUBHBIX JOKYMEHTOB

komnanuu "Bektop mmoc".

2. COB}IaHI/IC KOMIUICKTA KaJIpOBbLIX W AIMHUHUCTPATUBHBIX OOKYMCHTOB

KoMnaHuu " XyaHIOKKOMMIaHu".

3. CO3I[aHI/Ie KOMINUICKTA KaJIpOBbIX MW AIMHHHCTPATHUBHBIX IJOKYMCHTOB

rkomnanuu "MODCK".

4. CO3I[aHI/IC KOMIUICKTa KaJApOBbIX M AIMHWHUCTPATHUBHLIX AOOKYMCHTOB

KoMIanuu "ArponpomOaHk".

5. COBI[aHI/Ie KOMIUICKTA KaIpOBbIX W AIMHWHUCTPATUBHBIX OOKYMCHTOB

kommnanuu "Kysbaccyronbpaszpes".

6. CO3I[3HI/IG KOMINICKTA KaJIpOBbIX MW AaIMHHHCTPATHUBHBIX IJOKYMCHTOB

komnaHuu "TpaHcoHmaitH".




7. Co3aHve KOMIUIEKTa KaJpOBBIX H

KoMmrmanuu '"Perenusa’.

8. Co3naHue KOMIUIEKTa KaJApOBBIX W

KommaHuu "YpanBaronsaBonu'.

9. COBI[aHI/Ie KOMIIJICKTAa KaJIpOBbLIX H

komnauuu "Cumriuiexc-T".

10. Co3nanvie KOMILUIEKTa KaJIpOBBIX H

anexrpoaeno «Ilmanepuoey.

11. Co3nanne KOMIUIEKTa KaIpOBBIX M

JJOKOMOTHUBHOTI'O ICIIO.

12. Co3nanue KOMILIEKTa KaJpOBBIX HU

MOTOPBAroHHOro ACIIo.

5. llepeuens wu3gaHu,

OCBOEHUHU JTUCIUIUIMHBI (MOJTYJIS).

AIMHUHUCTPATUBHBIX

AIMHUHUCTPATUBHBIX

AIMUHHUCTPATHBHBIX

AIMHUHHUCTPATUBHBIX

AIMHUHUCTPATUBHBIX

AIMHUHHUCTPATHUBHBIX

JIOKYMEHTOB

JIOKYMEHTOB

JOKYMCHTOB

JIOKYMEHTOB

JIOKYMEHTOB

AJOKYMCHTOB

KOTOPBIC PCKOMCHAYCTCA MCIIOJIB30BATh IIPpU

Ne

y bubnuorpaduueckoe onucanue Mecro nocryna
/11
1 Aoymamge, /. I'. JlokyMeHTaIlmOHHOE 0OecTIeueHHe O6pa3zoBaTesbHast

yIpaBJI€HUs IEPCOHAIOM : YUEOHUK U MPAKTUKYM JJIs
By3o0B / JI. I'. AGynanze, U. b. Bempsiokkuna, B. M.
MacnoBa. — 3-e uzf., nepepad. u gon. — MockBsa :
W3narenscrBo FOpaiit, 2024. — 374 ¢. — (Bsiciiee

mwiardopma FOpaiir [caiit].
— URL:
https://urait.ru/bcode/536724

(mara obpareHus:

obpazoBanue). — ISBN 978-5-534-16669-9. — Tekcr : 10.04.2024).
3JIEKTPOHHBIN
2 Ky3znenos, 1. H. JlokymeHTarimonHoe o0ecrieueHme Oo0pazoBaTenbHas
yIpaBJICHUS TIEPCOHATIOM : YUEOHUK U MTPAKTUKYM JIJIS matdopma Opaiir [caiit].
By30B / U. H. Ky3nenos. — 3-e uzz., nepepad. u 1om. — — URL:
Mocksa : U3znatensctBo FOpaiir, 2024. — 397 ¢. — https://urait.ru/bcode/536192
(Biciiee oGpazosanie). — ISBN 978-5-534-16692-7. — | (AaTa obpamenm:
. 10.04.2024).
Tekcr : 2IeKTpOHHBIN
3 Hoponwuna, JI. A. Opranuzamus U TEXHOJIOTHS O6pazoBaTenbHast

JIOKYMEHTAIlMOHHOTO 00eCIeYeH s yIpaBIeHUs : y4eOHUK
U npakTUKyM 1715 By30B / JI. A. JloponuHa, B. C.
Wputukosa. — 2-e u3f., nepepad. u gon. — Mocksa :
W3narensctBo KOpaiit, 2024. — 270 ¢. — (Boiciiee

mnatdopma FOpaiT [caiit].
— URL:
https://urait.ru/bcode/536404
(maTa oOparueHus:

obpasosare). — ISBN 978-5-534-16016-1, — Texer: | -0-04+2024).
AIEKTPOHHBIN
6. IlepedueHb COBPEMEHHBIX NPO(ECCHOHANBHBIX 0a3 JaHHBIX M

WH(OPMAITMOHHBIX CIPABOYHBIX CHUCTEM, KOTOPHIE MOTYT HCIOJB30BAThCS MPHU

OCBOEHUHU JTUCLUIUIMHBI (MOTYJIS).



®enepanpHpiii  00pa3oBaTenbHbIl  mopTan  «OkoHOMHKA. COLUOIOTHS.
Menemxment» (http:/www.ecsocman.edu.ru/);

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

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

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

[TouckoBas cucrema Suaexc (http:/yandex.ru);

Hayuno-rexandeckas oubanorexka PYT (MUUT) (http:/library.miit.ru).

7. IlepeuyeHb  JUIIEH3UOHHOTO U  CBOOOJHO  PACHPOCTPAHIEMOTO
MpPOrpaMMHOT0 OOECIICUYCHHsI, B TOM YHCJIE OTEUECTBEHHOI'O MPOU3BOJICTRA,
HEO0OXOIUMOTO JIJISi OCBOSHUSI TUCITUTLIIUHBI (MOIYJIs).

1. Microsoft Internet Explorer (unu apyroii 6paysep);
2. OnepanuonHas cuctema Microsoft Windows;

3. Microsoft Office;

4. Microsoft Teams;

5. Windows Media Player.

8. Omnucanme MaTepHaIbHO-TEXHUYECKON 0a3pl, HEOOXOAUMON IS
OCYIIIECTBJICHUSI 00pa30BaTEILHOTO Mpoliecca Mo JUCIHUILTHHE (MOIYJIIO).

1. V4eOHBIC ayIUTOpHH JJIi TPOBEACHHS 3aHATHH JICKIIMOHHOTO THIIA,
OCHAIIIEHHbIE KOMIBIOTEPHON TEXHUKOW U HabopamMu JIeMOHCTPAIMOHHOTO
000pyI0BaHUS.

9. ®opma MpOMEKYTOUYHOM aTTECTALINU:

3ayet B 6 cemecTpe.
Kypcogas pabota B 6 cemectpe.

10. OneHoYHBIC MaTEPHUATIBI.

OH@HO‘{HLIG MaTCpualibl, IPUMCHACMBIC IIPpU IMPOBCACHUU HpOMe}I(YTOqHOﬁ

aTTecTally, pa3padaThIBAIOTCS B COOTBETCTBUM C JIOKAJIbHBIM HOPMATHBHBIM
aktom PYT (MUNT).
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CornacoBaHo:
3aBenyromuii kadenpoit DTuYUP N.A. Enumikux

[Ipencenarens yueOHO-METOIMUECKOM
KOMUCCHUH M.B. Uuixausaa



