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1. O6mue cBeaeHus O JUCHUIUIMHE (MOTYJIE).

LenssMu OCBOEHUS AUCIUILIUHBI (MOJTYJIS) SIBIISIFOTCSI:

- WU3y4YeHUE CTYACHTAaMH TEOPUU U TMPAKTUKU ACATEILHOCTU CITYXKO
yIpaBJeHUs IEPCOHATIOM

- U3y4yeHue cryaeHtamu TpyaoBoro kogekca Poccuiickon @enepamnuu

- U3Yy4YEHUE CTYJCHTAMH HOPMAaTUBHBIX aKTOB, KAacaloIUXCA TPYIOBBIX
OTHOLLICHUI

3aavyaMu JUCIUTUTMHBI (MOJIYJIS) SIBJISIFOTCSL:

- (opMHpOBaHME HaBBIKOB IO CO3JAHUI0 U M3MEHEHHUIO KaJpOBBIX
JIOKYMEHTOB KOMITAaHUH

- (hopMuUpOBaHKME HABBHIKOB IO HCIIOIH30BAHUIO MH(POPMAIMOHHBIX CHCTEM B
KaJpoBoH cepe

2. Ilnanupyemblie pe3ynbTaThl 00YUEHHS IO JUCUUILIMHE (MOIYJIIO).

[lepeuenb (GopMUpPYEMBIX pe3yJbTAaTOB OCBOCHUS 00pa3oBaTEIbHOMU
porpamMmbl (KOMIIETEHIIUM) B PE3yJIbTaTe 00yUeHHUS 10 AUCHUIUIUHE (MOIYJIIO):

OIIK-4 - Cnoco0OeH MNpPUMEHSTb COBPEMEHHBIE TEXHOJOTMH M METO[bI
OIIEPATUBHOIO yIIPaBJICHUS IIEPCOHAJIOM, BECTU JOKYMEHTALIMOHHOE
CONPOBOKJICHHUE U YUET;

IIK-6 - Crioco6eH mpuHUMAaTh y4yacTHe B aJIMHHHUCTPHUPOBAHUH MPOIIECCOB U
OCYILECTBIIATh OPTAHU3ALMIO TOKYMEHTOO00POTA 110 YIIPABICHUIO IEPCOHAIIOM.

OOyuenue 1O JUCHUIUIMHE (MOJYJI0) TMpeArnoiaraeT, 4YTo IO €ro
pe3ynbTatam o0ydaromuiics OyaeT:

3HaTh:

- 0c00eHHOCTH (DOPMHUPOBAHUS KAJIPOBOTO JOKYMEHTOO00OpOTa KOMITIAHUH;

- crenu(UKy KaJapoBBbIX U UHBIX JIOKYMEHTOB MO YIPABJICHUIO IEPCOHATIOM B
KOMIIAHUSX;

- KJIIOYEBBIE KAJIpOBbIE JIOKYMEHTBHI, HEOOXOAUMBIC [JIsl JESATEILHOCTH
KOMITIaHUH;

- CTaHJAPTHI B 00JIACTH KaJIPOBOTO TOKYMEHTO000POTA.

Ymern:

- NPUMEHSATHh COBPEMEHHbIE WH(OPMALMOHHBIE CHCTEMbl U MPOrpaMMHBIE
KOMILJIEKCHI AJ1 (POpMUPOBAHUS KapOBOM JOKYMEHTAIIMN KOMIIAHUY;

- aHAJIM3UPOBATH CYIIECTBYIOIINNA KaJAPOBBIM TOKYMEHTOOOOPOT KOMITAHUU;

- HaWTH COOTBETCTBYIOLIME KAJApOBOM CHUTyallud HOPMAaTUBHBIC aKTHI,
CTAaHJAPTHl U UHBIE JOKYMEHTBI, PEMVIAMEHTUPYIOLIME JEHCTBUSA KOMIIAHUY;



Baagern:

- HaBBIKAMH PEIICHMsI KaIpOBBIX 3a/Jad C HCIIOJIb30BaHUEM COBPEMEHHBIX
UHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH;

- HaBBIKaMHU aHaJIM3a U UHTEPIIPEeTaluy WHHOPMAIIUK O COCTOSITHUH KaJPOBOTO
JIOKyMEHTO000pOTa KOMIIAaHUY;

- HaBBIKAaMH O(OPMIICHUS U Pa3pabOTKU KaJIpOBOH JOKYMEHTAIIUH C y4ETOM
TpeOOBaHUI CTAHIAPTOB M HOPMATHBHBIX aKTOB.

3. O0beM AUCIUILIUHBI (MOIYJIS).
3.1. O6mias Tpy10€MKOCTb JTUCHUIUIUHBI (MOIYJIA).

OO6miast TpyAOEMKOCTh JUCHMIUIMHBI (MOIyJs) cocTaBisier 4 3.e. (144
aKaJeMU4YecKux yaca(oB).

3.2. O6bem pgucHUIUIMHBL (MOAYJsl) B (QopMe KOHTAKTHOM pabOThI
oOyyarommxcsi C  MeJarorM4ecKuMM  paboTHUKaMU ©W  (WIM)  JIMIIAMH,
MIPUBJICKAEMBIMHU K peaInu3aini 00pa30BaTEIbHON MPOTPaMMBbI Ha MHBIX YCIOBHUSX,
[P MPOBEJICHUHN yUEOHBIX 3aHITHI:

KommaecTBo yacoB

Tun yaeOHBIX 3aHATHI
Bcero | Cemectp Ne6

KonTtakTHas paboTa pu NpoBeIeHNH yUeOHBIX 3aHATUH (BCEro): 54 54

B ToMm uucne:

3aHATHSI CEMUHAPCKOTO THIIA 54 54

3.3. O0peM pucuMIUIMHBI (MOAYJsl) B (popMe camMOCTOSATEIbHOM padOThI
oOyyarommxcsi, a Takxke B (opMe KOHTAKTHOM pabOThl 0O0ydYaronmxcs ¢
NEeAarorn4ecKUMU pabOTHUKAMH U (WJIH) JMIIAMH, TTPUBJICKACMBIMU K pealli3aluu
o0pa3oBaTeNbHOM  TPOrpaMMbl  HAa  HHBIX  YCJIOBHSIX, TPHU  MPOBEICHUU
MIPOMEKYTOUHOM aTTecTaiuu cocrapisier 90 akagemMuueckux yaca (oB).

3.4. Ilpu oOydeHuu Mo UHIMBUIYaJIbHOMY y4€OHOMY IJIaHy, B TOM YHCIIE TIpU
YCKOPEHHOM OOy4YeHHUH, 00BhEM JUCIHMIUIMHBI (MOIYJISI) MOXKET OBITh peaqnu30BaH
MOJIHOCTBIO B (hOpME CaMOCTOSITENIbHOM paboThl 00ydaronIuxcs, a Takke B Gpopme
KOHTaKTHOM paboThl OOydaromuxcsl ¢ MeAarornyecKuMu pabOTHUKAMH M (HJIN)
JWIIAMH, TIPUBIIEKAEMBIMH K peanu3alii 00pa3oBaTEIbHON MpOTrpaMMbl Ha MHBIX
YCIIOBUSIX, ITPU MPOBEICHUHU POMEXKYTOUHOM aTTECTALIUU.

4. ConepxaHue JUCUUIUIAHBI (MOZYJIS).

4.1. 3aHsATHs JIEKIIUOHHOTO THUIIA.



He nmpenycMoTpeHO yueOHbIM TIaHOM

4.2. 3aHATHS CEMHUHAPCKOTO THUIIA.

Hp AKTHYCCKHUC 3aHATHA

Temaruka MpakTUYECKUX 3aHITHI/KPATKOE COJIECPIKAHUE

[Ipeamer u 3agaun Kypca «KaapoBoe 1e10Nnpon3BO/ICTBO B YIIPABJICHUH ITIEPCOHATIOM)
Kanposeie ciyx0bl, UX GYHKIIHH
[Ipennoxenue o padote

[Tpuem Ha paboty

MoTrBHpOBaHHEIN OTKA3 B IpHEMe Ha padoTy

Knaccugukatopsl, HCIIONB3yEeMbI IIPH 3aII0JIHEHUH THYHON opmbl T2
HepCOHaﬂbHHe JaHHBIC pa60THI/IKOB

JIOKAJIbHbIC HOPMATHUBHBIC aKThl OpTraHU3alun

IIpe3enTanuy CTyIEHTOB € MOCIEAYIOLEN JUCKYCCUEH

Oco0eHHOCTH TIepcoHaNa Pa3INUHBIX chep AeATEIbHOCTH
OcobeHHOCTH PabOTHI aBUAIIMOHHOTO MepcoHaia (JIETHOTO COCTaBa)
OcobeHHOCTH PaOOTHI FOCCITYKALIHX

OcoGeHHOCTH PAabOTHI JKESHILMH, JIHL] ¢ CEMEIHBIMH 003aHHOCTAMH
[Ipe3eHTaMu CTYACHTOB C MOCICAYIOLIEH TUCKyccuen

BryTpenHune 1orosopa B KOMIaHUU
KonnexkTuBHbIN 10TOBOP
YueHnueckuil JoroBop

IIpe3enTanuy CTyIEHTOB € MOCIEAYIOLEN JUCKYCCUEH

4.3. CamocrosiTenbHas padoTa 00y4JaroImmuxcs.

o/

Bun camocrositensHoM paboTh

I/I3yquHe JIOIOIHUTEIIFHOM JIATCPATYPhI U UHTCPHET-UCTOYHUKOB.

IToaroroBka k MPAKTUYCCKUM 3aHATUAM.

IToaroroBka k HpOMe)KYTO‘-IHOI\/’I aTTeCTaluu.

W N

IToaroroBka k TCKYLIEMY KOHTPOJIIO.

5. llepeueHb wu3AaHWN, KOTOPBIE PEKOMEHIYETCS MCIOJb30BATh IMPHU

OCBOEHUU JUCHUUILUIUHBI (MOYJIA).

No
/ bubnuorpaduueckoe onucanue Mecro nocryna
n/m
1 Abyname, /1. I'. JlokymeHTanmmonHOE obecredeHme O6pasoBarenbHas
yIpaBIeHUS TIEPCOHATIOM : YUeOHUK U MPAKTUKYM JJis BY30B / miatopma FOpaiir [caiir].
I.T. A6ynanze, 1. b. Bemmpsokkuna, B. M. MacnoBa. — 2-e | — URL:

u3., nepepad. u non. — Mocksa : U3gartensctBo IOpaiir, https://urait.ru/bcode/477699

2021. — 370 c. — (Bricuree oopazoBanwme). — ISBN 978-5- (nata obpamenus:
25.05.2021).

534-14486-4. — TeKcT : 2JIEKTPOHHBIN




2 Kysnenos, 1. H. JlokymeHTaninoHHOe o0ecneueHme O0pa3oBaTenbHas
YIIPaBJICHUS TIEPCOHAJIOM : yU4eOHHMK U IIPAKTUKYM Juist By3oB / | Mtardopma FOpaiir [caiiT].
W. H. Ky3nenoB. — 2-e u3a. — Mocksa : 3naTenbcTBo — URL:
FOpaiir, 2021. — 393 c. — (Bsicuiee oOpa3zosanue). — ISBN https://urait.ru/bcode/487704
978-5-534-14830-5. — TeKCT : SIEKTPOHHBII (nata oOpameHus:
25.05.2021).

6. IlepedueHbp COBpEeMEHHBIX MNPOPECCHOHANBHBIX 0a3 JaHHBIX U
WH()OPMAITMOHHBIX CIPABOYHBIX CHUCTEM, KOTOPBIE MOTYT HCIIOJIb30BAaThCS IIPH
OCBOCHUHU JUCHUIUIMHBI (MOYJIA).

DIEeKTPOHHBIC MaTepUAIbI

1. http://library.miit.ru/ - snexTpoHHO-OMOMMOTEYHAss cucTtemMa HaydHo-
TeXxHu4YecKkou omonmmoreku MUNT.

2. http://elibrary.ru/ - Hay4HO-311eKTpOHHAs OMOIHMOTEKA.

3. IlouckoBeie cuctemsl: Yandex, Google, Mail.

4. DNeKTpOHHBIE MaTepUaJIbl Kypca, BbIJaBaeMble KaXI0MY CTYJCHTY

7. llepedyeHb  JHUIIEH3UOHHOTO U  CBOOOJHO  PaCHPOCTPAHSIEMOIO
IpPOrpaMMHOT0 OOecCreYeHusi, B TOM YHCIE€ OTEUYECTBEHHOTO MPOU3BOJICTBA,
HEO0OXOUMOTO JIJIsl OCBOCHUSI IUCUUTLTUHBI (MOYJIs).

IIporpamnaoe obGecrnieuenuel /[ mpoBeAeHUs 3aHATUM JISKIIMOHHOTO THIIA
TpedyeTcs:

Microsoft Windows, Microsoft Office

2. JIns  mpoBeneHWS — 3aHATHH  CEMHHAPCKOTO  THUMA,IPYMNIOBBIX U
WHIUBUTyJIbHBIX KOHCYJIbTAIIUi TpeOyeTCs:

Microsoft Windows, Microsoft Office

3. Iy mpoBeeHUSI CAaMOCTOSATENIbHON pabOThI TpeOyeTes :

Microsoft Windows, Microsoft Office

4. Jlns mpoBeneHus 3aHSATUN B JUCTaHIIMOHHON (hopme Tpedyetcs: Microsoft
Teams

8. OmnucaHue MaTepUaIbHO-TEXHUYECKOM ©0a3bl, HEOOXOIUMOU IS
OCYIIECTBJICHUSI 00pa30BaTEILHOTO MPOIecca MO AUCIUTUTHHE (MOIYIIIO).

MarepuanpHo-TexHuueckass 6azal./[ns mpoBeneHus 3aHATUN JIEKITMOHHOTO
TUTa TpeOyeTCs:

MapxkepHas 10CKa, SKpaH, akTUBHAsl 10CKa, 1Ba ipoektopa, [IK

2. Jln1  mpoBeneHUs ~ 3aHIATUHW  CEMHUHAPCKOrO  THUMA,rPYNIIOBBIX U
WHJMBUAYAJIbHBIX KOHCYJIbTAIUM TpeOyeTcs:

MynsTuMenuitHoe  00OpyJIOBaHME, WHTEpPAKTHUBHAs JOCKA,aKyCTHYECKas



CUCTEMA, IIEPCOHAIIBHBINA KOMIIBIOTED

3. I npoBEAEHUS CaMOCTOATEIbHON PabOTHI TpeOyeTcs :

[lepconanbHble KOMIIBIOTEPBI, TEJIEBU30D,ayJUOCUCTEMA. Aynuropus
o0opyzioBaHa BBIXOJOM B ceTb "MHTepHET" M 3JIEKTPOHHYI HH(POPMAIIMOHHO-
o0pa3oBaTeILHYIO CPEeIy

4. J1ns mpoBeieHus 3aHATUH B AUCTAaHIIMOHHOM opMme Tpebyercs: OTaenpHoe
nomenenue, [1K ¢ noctynom B oOpazoBarensHyio cpeny, WEB kamepa, HayliHUKA
C BCTPOCHHBIM MUKPO()OHOM (TapHUTYPA).

9. ®opma MPOMEKYTOUYHOU ATTECTALINU:

3audeT B 6 cemecTpe.

10. OueHouHbIE MaTEpHUAIIBI.

OI.[GHO‘IHBIG MaTcpuaibl, IIPUMCHACMBIC IIPHU IIPOBCACHHUU HpOMG)KYTO‘IHOﬁ
arTecranuu, p33pa6aTBIBaIOTC$I B COOTBCTCTBHUU C JIOKAJIbHBIM HOpMaTI/IBHBIM AKTOM
PYT (MUAUT).
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