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1. O6mue cBeaeHus O JUCHUIUIMHE (MOTYJIE).

[lenstMmu  ocBOCHHS y4eOHOW MUCHUIUIMHBI SIBISETCS (OPMHUPOBAHUE Y
CTYJIIEHTOB CHCTEMHOTO TIPEJCTaBJICHUS O KaJApPOBOM aJMUHUCTPUPOBAHUH,
HEOOXOJMMOT0 JJisl OCYIIECTBICHUS MPO(PECCHOHANBHON IEATENBHOCTH, a TaKXKe
HABBIKOB TI0 COCTaBJICHHUIO M O(DOPMIICHHIO CITYy)KEOHBIX JOKYMEHTOB B CHCTEME
yIPaBICHUS YEJIOBEUCCKUMHU PECYPCAMH.

3amauyn AUCHUIUIMHBI — YIIIyOJIGHHE W Pa3BUTHE CHUCTEMHOrO IMOAXOJa K
yIPaBICHUIO BOOOIIE M yNPABICHUIO YSIOBECYECKHUMH peCcypcaMi, B YaCTHOCTH, B
TOM YHCIIE:

- I3yYUTh OCHOBHBIC TTOJIOKEHUS, IPUHIIUITHI U TIOHITHUS TUCIUIUIAHEI;

- YCBOWTH OCHOBHBIC HOPMATHBHBIC TPABOBBIC AKTHI, PETIAMCHTHUPYIOIIHUC
MOPSAOK U IIpaBUiia pabOThI C IEPCOHATIOM;

- OCBOHUTH TOPSAJIOK W TpaBuja pa3pabOTKH W BHEIPEHUS KOPHOPATHUBHBIX
CTaHJapTOB KaJpOBOr0 OOECIEeUEHUsl, a TakXKe COCTABJICHUS U 3alOJHEHUS
OCHOBOITOJIATAIONIMX ~ KaJIpOBBIX JIOKYMEHTOB, B TOM 4YHCJE, JIOKAJbHBIX
HOPMATHUBHBIX aKTOB IO JINYHOMY COCTaBY, OJJAHKETHBIX U IPYTUX (POPM.

2. [Inanupyembie pe3ynbTaThl 00YYEHHS IO TUCHUILIINHE (MOYIIIO).

Ilepeuenp GopMUPYEMBIX pe3yJbTAaTOB OCBOSCHHS  00pa3oBaTeIbHOU
porpamMmsbl (KOMIIETEHIIMI) B pe3ysbTaTe 00y4eHHUs 10 AUCLUIUIUHE (MOAYIIO):

OIIK-5 - CpnocoGeH UCHOJB30BaTh COBPEMEHHbIE HWH(GOPMAIIMOHHbBIE
TEXHOJIOTHH U TIPOTPAMMHBIEC CPEJICTBA TIPH PEIICHUH MPOo(eCcCHOHATBHBIX 33/1a4. ;

IIK-1 - CnoocobeH OCyHIECTBIATh JCSITEIBHOCTL TI0  OOCSCIICUCHHIO
MEPCOHAJIOM, B TOM YHCJI€ TUIAaHUPOBAaHUE, TIOUCK, OTOOP M MOJI0O0p MepcoHata, a
TakKe€ aJIMUHUCTPUPOBAHUE TMPOIECCOB M JOKYMEHTOOOOpOoTa obecreueHus
MIEPCOHAJIOM C MPUMEHEHUEM COBPEMEHHBIX HHPOPMAIIMOHHBIX TEXHOJIOTHUH.

OOydenne 1O JUCHHUIUIMHE (MOAYNIO) TMpEAINoiaraeT, 4Yro TO €ro
pe3yiibTaram oOydJaromuiics OyieT:

Ymerb:

- BECTU YYeT W PErUCTPAIMIO KaJPOBBIX JTOKYMEHTOB B HMH(POPMAIMOHHBIX
CHUCTEMAxX U HA MAaTEPUAIbHBIX HOCUTEIISX;

- OpPraHU30BbIBATh XPAHEHUE KAJPOBBIX JOKYMEHTOB B COOTBETCTBUHU

c TpeOOBaHUSIMU TPYJOBOrO, ApPXMBHOI'O 3aKOHOAATENbCTBA Poccuiickoit
denepalviv ¥ JOKAUTbHBIMA HOPMATUBHBIMU aKTaMHU OpTraHU3alluy;

- 0OpMJISITh YUYETHBIE JOKYMEHTBI, MPEIOCTABISIEMbIE B T'OCYIaPCTBEHHbIE
opraHbl, MPO(PECCHOHATLHBIE COIO3bl W JAPYTHE MPEICTaBUTEIBHBIE OPTaHbI



pPabOTHUKOB;

- o0ecrieunBaTh COXPaHHOCTh KOHPHUAECHIMATBHON HHPOPMAIUK (MCKIOYUTh
CJIOBA «IIpHU MPOBEIECHUN OLICHKHNY);

- naBaTb OOpAaTHYIO CBsI3b [0 peE3yJibTaTaM MPOWJIEHHBIX OLICHOYHBIX
MEpOIPUATHH;

3HATh:

- OCHOBBI TPYJIOBOTO IPABA;

- TpeOOBaHMS TOCYJApPCTBEHHBIX OpPraHOB TMPHU TPOBEICHUU IPOBEPOK
OpraHu3alyi 1Mo BOmpocaM KaJapoBOro aAMUHUCTPHUPOBAHUS,

- BUJIBI KaJIPOBBIX JOKYMEHTOB, UX COJIepKaHHUE U OCOOCHHOCTH O(OPMIICHUS
B 3aBUCUMOCTH OT CUTYallUH;

- AJITCOPUTMBI IPOBEJICHUS KaJIPOBBIX MEPOIIPHUSITHIA;

- OCHOBBI JOKYMEHTOO0OOpPOTa U JOKYMEHTAIIMOHHOTO 00€CTICUCHUS;

- OpraHu3alMI0 XPaHEHUsS JOKYMEHTOB B COOTBETCTBUM C TPEOOBAHUSIMHU
TPYAOBOI0, ApXUBHOTO 3aKoHOAaTeNbcTBA Poccuiickon denepanuu;

Y JIOKAJIbHBIMA HOPMATUBHBIMU aKTaMHU OpraHU3alllH;

- mopsAnoK mnpencraBieHus otdeTHocTH B IIDP, ®CC, MBJI, B ciyx0y
3aHATOCTH, Ha TopTai Pabora B Poccuu u apyrue opranbl

Baangers:

- TEXHOJIOTMSMHM, METOJaMH W METOAUMKAMHU TMPOBEICHUS aHaIu3a |
CUCTEMATU3ALMU JOKYMEHTOB IO JIMYHOMY COCTaBY U MEPCOHAIBHBIX TaHHBIX;

- "aBbikaMu pabotel ¢ EK ACVYTP, cepBUCHBIM TOpTaIoM, KapbepHBIM
noptaiom OAO «PXX», EAC/;

3. O0beM TUCHUTUTUHBI (MOJTYJIS).
3.1. O6mias Tpy10eMKOCTb JTUCIUIUIMHBI (MOIYJIA).

OOmrast TPpyAOEMKOCTh JUCHMUIUIMHBI (MOIyJisa) cocTaBiusier 4 3.e. (144
aKaJeMHYeCcKuX Jaca(oB).

3.2. O6bem aucuMIUIdHBL (Monaynsi) B (opMe KOHTAKTHOW paboOThI
oOyJarommxcsi C  MeJarorM4ecKuMu  paboTHUKaMU ©  (WIM)  JIMIAaMH,
MPUBJIEKAEMbBIMHU K peaau3alii 00pa30oBaTEIbHONW MPOrpaMMbl Ha MHBIX YCIIOBUSX,
IPU MPOBEJCHUHN YUE€OHBIX 3aHITHI:

KonuuectBo yacos

Tun y4eOHbIX 3aHATHI
Bcero | Cemectp Ne3

KonrakTHas paboTa 1pu npoBeleHUN YUeOHBIX 3aHATHI (BCEro): 80 80

B toMm uncie:

3aHATHS JIEKIHOHHOTO THIIA 32 32




|3aH}ITI/I}I CEMHMHAPCKOI'0 THIIA | 48 | 48 |

3.3. O0beM AUCHUIUIMHBI (MOIYJisA) B (OpME CaMOCTOSTEIbHON paboThI
oOydJarommxcs, a Takke B (QopMe KOHTAKTHOM pabOThl OOYy4aromuxcsi C
NEeAarorn4ecKuMu pabOTHUKAMH U (WJIH) JIMIIAMH, TTPUBJICKAEMBIMU K pealli3aluu
o0pa3oBaTeNpbHOM TPOrpaMMbl HA  HHBIX  YCJIOBHMSIX, TMPH  IPOBEICHUU
IPOMEKYTOUHOM aTTeCTALIMK COCTaBIIsAET 64 akaleMHUYECKHUX yaca (OB).

3.4. ITpu oOy4eHnH MO UHIUBUIYAIBHOMY y4eOHOMY IJIaHYy, B TOM YHCIIE TIPH
YCKOPEHHOM OOYYeHHUH, 00BhEM TUCHUILUIMHBI (MOIYJISI) MOXKET OBITh pPeaTu30BaH
MOJIHOCTBIO B (DOpME CaMOCTOSITENIbHOM pabOThl 0OOyYarOIINXCs, a TaKke B opMme
KOHTAKTHOM paboThl OOydYarolmUXCAd C TMEJAarorMuyeCKuMU paOOTHUKAMU W (WJIH)
JUIIAMH, TIPUBIIEKAEMBIMH K peaqn3alii 00pa30oBaTEIbHON MpPOTrpaMMbl HAa MHBIX
YCIIOBUSIX, TIPH MPOBEICHUHU POMEXKYTOUHOM aTTECTAILINH.

4. ConeprkaHue JUCHUTUIMHBI (MOIYJIA).

4.1. 3aHITHA JTEKOIUOHHOTO THUIIA.

/ TemaTuka JEKIIMOHHBIX 3aHATHUM / KPATKOE COJEPIKaHNE
/1

1 |[loHsiTHE TOKYMEHTAIIMOHHOTO 00ECTICUCHHSI YITPABICHUS TTEPCOHATIOM
PaCCManI/IBaeMLIG BOIIPOCHI:

- MIOHATHUE TOKYMEHT.

- KiaccuduKanus JOKyMEHTOB.

- yHH(UKaIKA ¥ CTaHIAPTU3AIMS JOKYMEHTOB.

2 OpFaHI/BaI_[I/IOHHO'paCHOpHI[I/ITCJ'ILHaH AOKYMCHTaIH4.
PaccmaTpuBaemble BOTIPOCH:

- TpeOoBaHUs K 0pOPMIICHNIO PEKBH3HUTOB.

- OJIaHKM IOKYMEHTOB ¥ TPEOOBaHUS K HHUM.

- JJOKJIbHO-HOMPaTUBHBIE aKThI.

- opopMIIEHHE TIPUKA30B 10 JINYHOMY COCTaBY

3 |CoctaB 1 BUIBI KaJIPOBOI TOKYMEHTALIUH.
PaccmarpuBaemble BOIPOCHI:

- TOpsAA0K 0popMIICHHS JOKYMEHTOB IIPY IIpHeMe Ha padoty.
- TOKYMEHTHPOBaHHE ABIDKEHHS MIEPCOHANA B OPTaHU3AIHH.
- JOKyMEHTHUPOBAaHHUE NPOLEAYPHl YBOJIbHEHHUS PaOOTHHUKA.

4 |Opranuzanus paboThl ¢ JOKYMEHTaMH
PaccmarpuBaembie BOIPOCHI:

- TOKYMEHTOOOOPOT B OpraHU3aIliy.

- HOMEHKJIaTypa JIe.

- popmMupoBaHue ned.

5 |dokyMeHTHUpOBaHHE ITpUeMa Ha paboTy
PaccmarpruBaeMbie BOIPOCHI:
- O1eHKa TPYJIOBBIX PECYpPCOB.




TemaTuka JIEKIMOHHBIX 3aHATUN / KpaTKOE COJIEpKaHHE

- JlokyMeHTHpOBaHHE 0TOOpa IepcoHaa.
- AHanu3 JOKYMEHTOB COMCKATEIS.

I[OKYMGHTI)I I10 YCTaHOBJICHHUIO TPYAOBBIX OTHOIICHUH

PaccmarpuBaeMblie BOpOCHI:

- [lepBuuHBIe TOKyMEHTHI TPYJOYCTPOHCTBA (3asiBJICHHE, aHKETa, aBTOOHOrpadus, pe3rome).

- JloKyMEHTHPOBAHHE TPOLELYP 3AKIFOUCHHS, N3MEHEHHS, TIPEKPAICHNS TPYLOBOTO JOTOBOPA, ydeTa
pabotdero BpeMeHH, MPEJOCTABICHUS OTITYCKOB, HANIPABJICHHS B CITy)K€OHBIC KOMaHANPOBKH M CIIyKEOHBIC
MOE3KH.

- [lopsimok 3aKimOYEeHUs TPYIOBBIX JOTOBOPOB € TIOCTOSIHHBIMY M BDEMEHHBIMHU PAOOTHUKAMH.

I[OKYMCHTI/IPOBaHI/Ie OLICHKU ACATCIIbHOCTU MMEpCOHAIA.
PaccmatpuBaembie BOPOCHI:

- coJiep>KaHHe OLICHKH.

- METOJIBI OLICHKH. ATTeCTall¥sl IEPCOHANA; MOPSA0K MPOBEICHHS U 0(OPMIICHUE.
- TOKyMEHTHPOBAHHE MEP MOOIIPEHUS U B3bICKAHMUS.

JIOKyMEHTUPOBaHHE YyU€Ta U IBUKEHUS IEPCOHAIIA
PaccmarpuBaeMbie BOTIPOCHL:

- Yyer pabodero BpeMeHH.

- OdopmiteHue epeBoa, MepeMenIeHNs, KOMaHIUPOBAaHUS PAOOTHUKOB.

- OdbopmIieHue oTImycKa.

- OdbopmIiieHre YBOJbHEHUS paOOTHHUKOB.

- OTBETCTBEHHOCTh PaObOTOIATENS 32 HE3AKOHHOE YBOJIbHEHHE PAOOTHUKOB.
- Bengenne BOMHCKOTO y4eTa BOGHHOOOSI3aHHBIX paOOTHUKOB.

I[OKYMGHT&]'ILHOC BSaHMOHCﬁCTBHe CO CTOPOHHHUMH OpraHU3aAlUuAIMHU

PaccmarpuBaembie BONPOCHI:

- JlenoBble nucbMa.

- B3aumopeticTBre opranuzamnyu ¢ ['ocynapcTBeHHOH ciy)00if 3aHATOCTH, KaAPOBBIMH areHTCTBAMH,
OpraHaMH IT0 HA/I30py ¥ KOHTPOJIIO 32 COOFOIEHIEM 3aKOHOJATEIbCTBA O TPY/IE U OXpaHe TPYAa, BOCHHBIM
KoMHEccapuaToM, [IeHCHOHHBIM (OHIOM U Jp.

10

OpFaHI/BaHI/IH XpaHCHUA JOKYMCHTOB B cny>1<6e YHpaBJICHUA TICPCOHAIIOM.
PaccmarpuBaemble BOIPOCHL:

- MOJITOTOBKA KaPOBBIX JOKYMEHTOB K apXUBHOMY XPaHEHHIO.

- 9KcriepTHas komuccus. OpopmIeHHe ae.

- TEXHOJIOTHH, METObI U METOJMKH IPOBE/ICHNS aHAIN3a M CHCTEMaTH3aI[lH JIOKYMEHTOB 1 HH(popManuy;
- repeiaya Jiell Ha apXUBHOE XpaHEHHE.

11

KoHTpouns 1 Tekyiee XxpaHeHHe TOKYMEHTOB

PaccmarpuBaemble BOIPOCHI:

- [TocraHOBKa JOKyMEHTa Ha KOHTPOJIb.

- [IpenBapuTenpHas MpoOBEpKa U PETYIMPOBAHUE XOAa UCTIOIHEHHS JOKYMEHTA.
- TpeGoBaHus, MpeabSBIIAEMBIE K 3aTOJIOBKAM JIEJI.

12

ABTOMaTI/ISaI_II/ISI MponecCcoB NOKYMCHTAIIMOHHOT' O obecreyeHus YIpaBJICHHUA IIEPCOHATIOM
PaccmarpuBaeMblie BOpOCHL:

- MeTO/1bl 00pabOTKN KaJJpOBOIl JOKMEHTALINH.

- o01mas xapaKkTepuCTHKa MPOrpaMMHOTO 00ecTieueHHSI.

- clenuanu3upoBaHHble IporpaMMHsle npoaykTel. EK ACYTP, cepBucHslii nopran, kapsepHii nopran OAO
«PX», EACH;

4.2. 3aHATHS CEMUHAPCKOTO TUNA.

[IpakTrueckue 3aHATHS




TemaTnka MpaKTHUECKUX 3aHATHI/KPATKOE COJIEpKAHNUE

[lonATHE TOKYMEHTAIMOHHOTO 00ECIICUeHHs YIIPABJICHUS IIEPCOHATIOM

3ananue "CocTaBbTe IEpeYeHb U YKXKNUTE QYHKIMH OpPraHn3allMOHHO-PaCIIPeIeTUTEIbHON TIOKYMEHTALUH,
KOTOpasi UCTIOJIb3yeTCs B KaJPOBOM JE€I0IPOU3BOICTBE"

B pesynbTate BBINOIHEHHS 331aHHs 00YYaIOIINECs: CUCTEMATU3UPYIOT M 3aKPeIUIIOT yMEHHs 0hopMIICHUS
OPraHU3aOHHO-PACIOPSAIUTEILHON JOKyMEHTALUH

Opranu3aliOHHO-PACIIOPSAUTENIbHAS IOKYMEHTALIUS.
3amanne "CocrtaBsTe 00N OaHK M OJIaHK uchMa'.
B pesynbTate BbIMOIHEHHS 3a1aHus 00YYaIOIIUECs OBJIaJICBAlOT HABBIKOM Pa3pabOTKK OJaHKOB JOKYMEHTOB.

Opranu3alluOHHO-PACTIOPSAUTENIbHAS TOKYMEHTALIHSL.

3aganue "CocTaBbTe MPOEKT UHCTPYKLIUH 110 KaPOBOMY J€JIONPOU3BOACTRY"

B pesynbTate BhINOIHEHHS 334aHKs 00y4aIOIIMeCs OBJIaJeBalOT HAaBBIKOM Pa3padOTKH OpraHn3alMOHHON
JIOKYMEHTAIIH

OpFaHI/ISaL[I/IOHHO'paCHOpHI[I/ITeJ'ILHaH AOKYMCHTaIu4.
3amanwne "[IpoaHanu3upyiite IpoQeccHOHANBHBIN CTaHAAPT"
B pesynbTaTe BRINOTHEHHS 3aAaHHUS 00y4JaloIuecs HayduTcs: paboTaTh ¢ Mpo(ecCHOHANBHBIM CTaHAAPTOM

Opranu3aluoOHHO-PACTIOPSIAUTENIbHAS IOKYMEHTAIIUS.

3amanue "CocTaBbTe MPOEKT AODKHOCTHON HHCTPYKIIMK Ha OCHOBE MPO(eCCHOHANBHOTO CTaHAapTa"
B pesynpraTe BHINONHEHHMS 3a1aHKsI O0YUAIOIIMECs OBJIAAECBAIOT HABBIKOM pa3pabOTKU TOJDKHOCTHOM
MHCTPYKTIUH Ha OCHOBE NMPO(EeCCHOHATIBHOTO CTaHIapTa

OpFaHI/ISaI_[I/IOHHO'paCHOpHI[I/ITCJ'ILHaH AOKYMCHTaIu4.

3ananue "CocTaBbTe MPOEKT MpHKa3a MO0 OCHOBHOM JIeATEIHHOCTH"

B pesynbTaTe BBITOIHEHHS 3aaHus 00YYAIOIIHUECs OBJIaCBAIOT HABBIKOM Pa3pabOTKH PaCTIOPAAUTEIbHON
JIOKyMEHTAINN

OpranuzanroHHO-pacopsIuTeNbHAs TOKYMEHTaLUS.

3ananue "CocraBbTe NPOEKT AOKIAAHOM 3anucKu"

B pesynbrare BeIMOTHEHNS 3a/1aHUsT 00y4JaOIIMECs OBJIAJIEBAIOT HABBIKOM Pa3paboTKU CIPaBOYHO-
MHPOPMATIIMOHHOHN TOKYMEHTAIIMU — TOKJIaHOH 3aUCKH

CocraB u BUbI KaﬂpOBOﬁ JAOKYMCHTAIUH.

[enosas urpa "JlokyMeHTHpOBaHUE PEKPYTHHTa IepcoHana"

B pe3ynbTaTe BBIIOMHEHHMS 3aJaHIs 00yYaIOIIUecs JOJDKHBI HAYYUThCS COCTABIIATh U 0(OPMILITH
JOKYMEHTEHI IIpH IIo100pe epcoHana

Opranuzanus padoThl C TOKYMEHTaMU

3aganue "OdopMuTe B MMCHMEHHOM BHUJIE OT3bIB Ha pabOTHHKA, MOJUIEKAIIET0 aTTecTanuu (mpodeccus,
JIOJDKHOCTB, MIPEANPHUATHE, Cepa IeATeIbHOCTH BRIOUPAIOTCS 10 COOCTBEHHOMY YCMOTPECHHUIO)"

B pesysbrare MpakTHYSCKOTO 3aHITHS CTYACHT 3aKPEIUISICT HABBIKK 0(OPMIICHHSI ITPOICYP OLCHKH U
aTTeCTalMy MepcoHaa

10

JlokyMeHTupOBaHHE ITpUeMa Ha paboTy

3ananue "Odopmute npueM Ha padboty”

B pesynbTaTe MpakTHYECKOT0 3aHATHS CTYAEHT 3aKPEIUIIET HaBBIKM U YMEHUS 0OpMIICHHS IIpHeMa Ha
pabory

11

JIOKYMEHTBI 0 YCTaHOBJICHUIO TPYAOBBIX OTHOLLICHHUI

3amarne "OGHopMUTH CPOUHBINA TPYIOBOH 10TOBOD"

B pesynbTaTte npakTHYECKOTo 3aHATHUS CTYACHT 3aKPEIUIIeT HABBIKU COCTABICHUS] HOMEHKIIATYPHI JIeN B
OpraHu3aiiu

12

I[OKYMCHTBI IO YCTaHOBJICHHUIO TPYAOBBIX OTHOIIICHU M

3aganue "AHanu3 CTPYKTYpbl IPaBUJI BHYTPEHHETO TPYIOBOIO pacnopsaka'

B pe3ynbTare npakTUUECKOro 3aHATUS CTYACHT Y3HAET CTPYKTYPY IPaBUI BHYTPEHHETO TPYIBOTO
pacropsiiKa OpraHu3alii 1 0COOEHHOCTH COJCPIKaHMsI ITAHHOTO JOKYMEHTA.

13

JIOKYMEHTBI [0 YCTaHOBJIEHHUIO TPYAOBBIX OTHOLICHHM




/o

TemaTnka MpaKTHUECKUX 3aHATHI/KPATKOE COJIEpKAHNUE

3amanue "3amoHeHNe, BeICHUE U XPaHEHUE TPYAOBBIX KHIKEK"
B pe3ynbTare npakTHYECKOTO 3aHATHS CTYACHT OyIeT 3HaTh OCOOCHHOCTH 3aIIOJTHCHMUS, BEICHUS U XPAaHCHUS
TPYAOBBIX KHIKCK.

14

J_IOKYMGHTI)I I10 YCTaHOBJICHHUIO TPYAOBBIX OTHOIICHUH

3ananue "OcoOeHHOCTH BECHUS JIEKTPOHHBIX TPYIOBBIX KHIDKEK"

B pe3ynbpTaTe NIpakTHYECKOTO 3aHATHA CTYIAEHT OyeT 3HaTh OCOOCHHOCTHU BEICHHUS JICKTPOHHBIX TPYIOBBIX
KHIDKEK.

15

I[OKYMCHTI/IPOBaHI/Ie OLICHKU ACATCIIbHOCTU MMEPCOHAIA.

Ketic "IemoBas oreHKa mepcoHana"

B pe3ynbTaTte npakTHYECKOro 3aHATHUS CTYACHTHI (OPMHUPYIOT HABBIKU JJOKYMEHTAIEHOTO O(OPMIICHHS
MpOLEYPHI ATTECTALUK MIepCoHaa

16

I[OKYMGHTI/IPOBB.HI/IG y4€Ta U ABUKCHUS IIEPCOHAJIa
3aganue "OdopmuTh Tabenb yuera pabouero BpemeHn"
B pe3ysbTaTe MpakTHYEeCKOro 3aHATHS CTYICHT GOPMUPYIOT HABBIKH KOHTPOIIS U y4eTa pabouero BpeMeH!

17

JIOKyMEHTHPOBaHHUE y4yeTa U ABUKECHUS IIEPCOHAIA
3amanne "OdhopMuUTh rpaduK OTIYCKOB"
B pesynpTaTe NIpakTHYECKOTO 3aHATHS CTYACHT (OPMHPYIOT HaBbIK 0(OpMIICHHS IrpaduKa OTIYCKOB

18

I[OKYMGHT&]'IBHOC BSaHMOﬂCﬁCTBHe CO CTOPOHHHUMH OpraHU3alUuAIMHU

3ananue "CocTaBbTe MPOEKT CIIyKeOHOro muchma"

B pesynbraTe BHINONHEHHMS 3a1aHus 0Oyyaronyecs: GopMHUPYIOT HaBBIKK pa3paboTKu 1 0(hOpMIICHUS
CIIy»)eOHOTO THChMa.

19

I[OKYMGHTaJH)HOe B38,HMOI[CﬁCTBI/IG CO CTOPOHHHUMHM OpraHU3alUusIMn

3amanue "OHopMUTh TUCHMO B CIYKO0y 3aHATOCTH 10 TIOBOJTY MACCOBOTO COKpAIIEHUS IepcoHana"
B pesynbTaTe mpakTHYECKOro 3aHATHS CTYACHT (POPMUPYIOT HABBIKM IPUMEHEHUS! IEIOBOTO CTIIIS B
MHCHMEHHOM OOIIEHHH CO CTOPOHHUMHM OpPTaHHU3alUsIMHU

20

OpFaHI/BaHI/IH XpaHCHUA JOKYMCHTOB B cny>1<6e YHpaBJICHUA IECPCOHAIIOM.

3ananue "OGopMUTH JIUYHOE AENO0 COTpyIHHUKA"

B PEIYILTATC MPAKTUYECCKOI'O 3aHATHUA CTYICHT 3aKPCTIIACT HABBIKH BEJICHUA U XpaHCHUS JIMYHBIX JICTT
pPabOTHUKOB

21

ABTOMAaTH3aIMS MPOIIECCOB IOKYMEHTAIIMOHHOTO 00€CTIeUeHUs YITPaBICHUS IEPCOHATIOM
3amanwue "[IpoBecTr cpaBHUTENBHBIN 0030p mporpamm mo apromartuzammu JOVYIT"

B pesynbTaTte MpakTHYECKOTo 3aHATHS CTYACHT (POPMUPYET HaBBIKA O(OPMIICHUS JOKYMEHTAIHH C
WCIIONIb30BAaHUEM aBTOMAaTH3NPOBAHHBIN CHCTEME

4.3. CamocrosiTenbHas paboTa 00y4aroImuxcs.

/o

Bun camocrositensHoM paboTh

W3yuenune AONOTHUTENBHON IMTEPATyPHI

IIoarororka k MPAKTUYCCKUM 3aHATUAM.

IToaroToBKa K MPOMEXKYTOYHOM aTTECTALNH.

AW N

IIoarororka k TCKYLIEMY KOHTPOJIIO.

5. Ilepedyenb wu3gaHUM, KOTOPBIE PEKOMEHIYETCS MCHOJIb30BATh IPHU

OCBOCHUU JUCHUTUIUHBI (MOIYJIA).
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6. IlepeueHb COBpEMEHHBIX MPOPECCHOHANBHBIX 0a3 JaHHBIX U
MH(POPMAILIMOHHBIX CIIPABOYHBIX CHCTEM, KOTOpPBHIE MOTYT HCIIOJIb30BAThCA IMpPHU
OCBOEHUU JIUCUUIUIMHBI (MOZYJIS).

Odummaneueiit caitt PYT (MUUAT) (https://www.miit.ru/).
Hayuno-texauueckas oubnuoreka PYT (MUUT) (http:/library.miit.ru).
O6pazoBartenbHas matdopma «kOpaitty (https://urait.ru/).

O6mume nHpOopMaIMOHHEIE, CITPABOYHBIC U TIONCKOBBIE CHCTEMBI
«Koncynbrant Ilmroc», «I'apanTy.

7. IlepeuyeHp  JHWIEH3MOHHOTO W  CBOOOAHO  PAaCIPOCTPAHSIEMOTO
MPOTPaMMHOr0 OOECIeUYeHUsI, B TOM YHCJIE OTEUCCTBEHHOI'O IPOM3BOJICTBA,
HEO0OXOIMMOT0 /I OCBOCHUS JUCIUTIIMHBI (MOTYJIs).

Annexc. bpaysep (wim apyroii Opaysep).
Omneparmonnas cucrema Microsoft Windows.
Oducnprit maket npuinoxenut Microsoft 365 u mpunoxenus: Office.

8. OmnucaHue MaTepuaJIbHO-TEXHUYECKOM 0a3bl, HEOOXOIUMOM IS
OCYILECTBJICHUSI 00pa30BaTEIbHOrO Mpoliecca Mo IUCIUILUIMHE (MOIYIIIO).

JUiss mpoBeleHUs JIEKIHMOHHBIX 3aHATHA HEo0XoauMa ayAuTOpus C
MyJIbTUMEAMA anmnaparypoi. s mpoBeAeHHs MPaKTUUYECKUX 3aHATUN TpeOyercs



ayquTOpHs, OCHaIlleHHas MyibTuMenua ammaparypoil u IIK ¢ HeoOxoaumbim
IPOrpaMMHBIM O00€CIIEYEHHUEM, U MOAKIIOYEHUEM K CETM MHTEPHET JUIsl paboThl B
JUCTAaHIIMOHHOM (hopmare.

9. ®opma nMpomMeKYyTOYHOU aTTEeCTaIUU:

DK3ameH B 3 ceMecTpe.

10. OueHouHbIE MaTEPHAIIBI.

OueHouHblE MaTepHalibl, IPUMEHIEMBbIE MPU MPOBEACHUH IMPOMEKYTOUHOU
aTTeCTallH, pa3padaThIBalOTCA B COOTBETCTBHUH C JIOKAJTbHBIM HOPMATUBHBIM aKTOM
PYT (MUUT).
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