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1. IACHIOPT PABOYEM ITPOT'PAMMBI TIPO®ECCUOHAJIBHOI'O
MOAYJIA IIM.01 Opranu3anusi CEKpeTapcKoro 00CayKuBaHus

1.1. O6a1acTh npuMeHeHUs1 padoyeil MPOrpaMmbl

PabGouass mporpamma mpodeccrmoHansHOTO MOIyNs (mamee — pabodas
mporpamMma)  SBJSIETCS  4YacThl0  0Opa30BaTENbHOM  MPOTPAMMBI  CPEITHETO
MpoeCCHOHATEHOTO 00pa30oBaHUs — TPOTPAMMbl TIOJATOTOBKH CIEIIHATHCTOB
cpennero 3BeHa (manee IIIICC3) m cocrtaBieHa B COOTBETCTBUHM C MPUMEPHOU
nporpammoii npodeccronansuoro moayist (IIM.01 "Opranuzanusi cekpeTapcKkoro
obcnyxuBanusa") mo cneruaibHocTd 46.02.01 JlokyMeHTalmoHHOE OOecIeueHUe
YIOpaBICHUS U apXUBOBEJACHUE B YAaCTU OCBOEHHUSI OCHOBHOTO BHUJA JACSTEIbHOCTH
(B): Brpmonnenue pa®oT MO OAHOW WM HECKOJIBKUM MpodeccusiMm pabdoyux,
TOJDKHOCTSIM ciykamux (npuioxkenue k Hactosiemy @I'OC CIIO).; Opranuzaius
apXUBHON U CIPaBOYHO-MH(OPMALIMOHHON PabOTHI MO JOKYMEHTaM OpraHU3alluu.;
Opranuzanus JIOKYMEHTAIMOHHOTO obecrieueHus yIpaBJICHUS u
(GYHKIIMOHUPOBAHUS OpraHU3alMi. W COOTBETCTBYIOIIMX MpOo(decCHOHATBHBIX
kommneteHiui (I11K):

I[IK 1.1 KoopaunupoBaTh paboTy opraHu3anuu (IprueMHON PyKOBOJIUTEIS ), BECTH
IIPUEM TTOCETUTEIIEN.

I[IK 1.2 OcymecTBisaTh pabOTy IO MNOATOTOBKE M MPOBEICHHUIO COBEUIAHUM,
JIEJIOBBIX BCTPEU, MPUEMOB U MPE3CHTALIHI.

IIK 1.3 OcymecTBiIsSITh MOATOTOBKY JEIOBBIX IMOE30K PYKOBOIUTEINS U JIPYTHX
COTPYJHUKOB OpraHHU3alNH.

[IK 1.4 OpranuzoBsiBaTh pabouee MECTO CEKpETapsi U PyKOBOAUTEIIA.

I[IK 1.5 Odopmidarb M perucTpupoBaTh OPraHU3AMUOHHO-PACTIOPSAUTEIILHBIE
JIOKYMEHTBI, KOHTPOJIMPOBATH CPOKU UX UCTIOJTHEHUS.

I[IK 1.6 OO0pabarbiBaTh BXOAAIIUE U UCXOAAIINE TOKYMEHTBI, CHCTEMATU3UPOBATh
UX, COCTaBJISITh HOMEHKJIATYPY Aea U (OpMUPOBATh JOKYMEHTHI B Jiea.

I[IK 1.9 OcymecTBasTh NOATOTOBKY /€I K IIEPEAaUe Ha apXUBHOE XPAHEHHE.

1.2. Hean u 3apaun npogeccuoOHAIBHOT0 MOYJII — TPe0OBaHUA K pe3yibTaTaM
0CBOEHMS NMPO(PeCcCHOHATBLHOT0 MOIYJIS

C 11e71bI0 OBJIAJICHUS YKA3aHHBIM BHJIOM JCSATCIIBHOCTH U COOTBETCTBYIOIIMMHU
po(heCCHOHAILHBIMA ~ KOMIICTCHIIMSIMA ~ OOYYalOIIUACA B XOJe  OCBOCHHSI
PO eCCHOHATTEHOTO MOIYJIS TOJDKEH:

3HaTh:

» HopMaTuBHBIC TIPaBOBBIC aKThl B O0JIACTH OpraHU3aIllMU YIIPABICHYCCKOU
JCSATEIIBHOCTH.

* OCHOBHBIC ITPABHIIa XPAHEHHUS U 3aIUTHI CIYKCOHON MH(POPMAITUH.

Ymers:



* [IpumeHATs HOPMATUBHBIE PABOBBIE AKTHI B YIIPABICHYECKON AEATEIBHOCTH.

* [loararaBnuBaTh MPOEKTHI YIIPABIEHYECKUX PEIICHNN.

» CocTaBisiTh HOMEHKIIATYPY Jes U (POPMUPOBATH JOKYMEHTHI B JIEJa.

 J'OTOBUTP M IPOBOJWUTH COBEIIAHMS, JCJIIOBBIE BCTPEUYH, IIPUEMBI U
IIPE3EHTALMH.

1.3. KoinyecTBO 4acOB Ha 0CBOeHHE padoyeii MporpaMMbl NPodeccHoHAILHOT0
MO/YJISI 110 y4eOHOMY IUIaHY:

Bcero - 156 yac.

B Tom uncxe:

MakcumainbHas yaeOHas Harpy3ka ooyuatomierocs - 156 vac.

Bxutrouas:

00s3aTENbHYIO ayJUTOPHYIO yUeOHYI0 HAarpy3Kky oOyuyatomerocs - 136 gac.;
CaMOCTOATENbHYIO paboTy obyuatomerocs - 20 yac.

Hpyras dopma kontposs - 0 yac.;

[IpomexyTouHas artectanus B hopme aAudGepeHIImpoBaHHOTO 3aUeTa

1.4. Ucnoan3oBanue yacoB BapuatuBHoil yactu OII IIIICC3

B muctummae MJIK.B.01.03 "Opranuzanus cexkperapckoro o0cimykuBaHus"
IPEeIyCMOTPEHO TPUMEHEHUE BapUATUBHOM YacTh HAarpy3ku B o0bEMe 156 yacoB.



2. PE3YJIBTATBI OCBOEHMUS INTPO®ECCUOHAJIBHOT'O MOAYJIA

Pe3ynbraToM ocBoeHHsI NMPOGECCHOHAIBHOTO MOMIYJSl SIBJISETCS OBJAJCHHUE
oOyuvarorumucs BuaoM nesrenbHocTd (B/): Beimonnenue pabor mo omgHOW win
HECKOJbKUM TpodeccusiMm pabouymux, IOJDKHOCTSAM CHyKalux (IPUIOKEHHE K
Hactosimemy @OI'OC  CIIO).; Opranuzanusi apxXuBHOM U CIPaBOYHO-
nH)OpPMAIMOHHOW paboThl 1O JOKYMEHTaM opranusanuu.; OpraHu3anus
JOKYMEHTAIIAOHHOTO  OOeCTedeHHusl  yOpaBieHUS W (PYHKIIMOHUPOBAHHUS
opranm3amuu., B ToMm uucie mnpodeccuoHanbHbiMi (IIK) m o6mumu  (OK)
KOMITETEHIIUSIMHU:

Kon HaumenoBanue pe3yjbrara 00y4yeHus

I[IK 1.1 KoopanaupoBaTs paboTy opranu3anuu (IpUeMHON pyKOBOIUTEIS ),
BECTH IPUEM ITOCETUTEIIEH. ;

[IK 1.2 OcymiecTBasATh pabOTy MO MOJATOTOBKE U MPOBEICHUIO COBEILIAHUM,
JIEJIOBBIX BCTPEY, NIPHUEMOB H MPE3CHTALININ.;

I[IK 1.3 OcymecTBIsATh HOATOTOBKY JETOBBIX MOE3A0K PYKOBOJAUTENS U
JPYTUX COTPYJHUKOB OpTraHU3alUu.;

IIK 1.4 OpraHu3oBbIBaTH pabovee MECTO CEKpeTapsi U PyKOBOJAUTEIIS.

[IK 1.5 OdopMIIATh U PETUCTPUPOBATH OPraHU3AIMOHHO-
pacrnopsauTeIbHbIE JOKYMEHTBI, KOHTPOJIUPOBATH CPOKHU UX
VCITOJIHEHHS].

IIK 1.6 OO6pabaThIBaTh BXOIAIINE U UCXOMSIINE TOKYMEHTHI,
CUCTEMATU3UPOBAThH UX, COCTABJISATH HOMEHKIATYPY J1€7 U
(dbopMHpOBaTh JOKYMEHTHI B J€Na.;

IIK 1.9 Ocy1iecTBIsATh MOJTOTOBKY A€ K Nepefadye Ha apXUBHOE XPaHEHHUE.




3. CTPYKTYPA U COAEP KAHUE TPOPECCUOHAJIBHOI'O MOAYJIA

3.1. TemaTudyecknii mjiaH npoghecCHOHAILHOT0 MOLYJIsA

O0bem BpeMeHH, OTBeICHHbI HA 0CBOEHHE

[MpakTuka, 4

Bcero MekIuCHUIUINHAPHOTO0 Kypca (KypcoB), 4
Koanl JacoB CamocrosTeabHas
HaumenoBanust Oobs13aTesibHAsE AYIUTOPHAS yUeOHast
npodgeccuo- (makcn- padora
pasiesos HArpy3ka o0y4aromerocst
HAJIBHBIX MaJIbHasA o0yuyawuerocs
npodeccuoHaIbLHOr0 IIpousBoacTBeHHast
KOMIIe- yueOHast B T.4.
. MOIYJISA B T.4. yueOHas | (mo mpoguJiro
TeHI U HArpy3Ka B T.4. KypcoBast
KypcoBasi CIEeUAJIBHOCTH)
U Npak- BCEro | MpaKTH4yeckKkue pabora BCero aGora
THKH) 3aHATHUSA (mpoekr) P
(mpoekr)
1 2 3 4 S 6 7 8 9 10
Bcero:




3.2. Conep:xxanue 00yuyeHUs MO NPO(PeCcCHOHATBHOMY MOIYJII0

Koasbl
HaumeHoBaHue pa3ae/ioB KOMIIeTeHLM i,
npogeccunoHaIbHOr O ¢opmupoBanuro
Moyt (TTM), Copep:xaHue yueOHOI0 MaTepHaJia, JIaGopaTopHbIe padoThl M MPaAKTHYECKHE 3aHATHS, O6bem Yposensn KOTOpbIX
caMoCTOsITeJIbHAsI padoTa 00y4aroIIUXCs 4acos OCBOCHHS
MeRIUCHUIIIHHAPHBIX crnoco0cTBYyeT
kypcoB (MJK) u Tem 3JIeMEeHT
MpPOrpaMMbl
1 2 3 4 5
Tema Tewma 1. 3HaueHue u Copneprxanue yueOHOTO MaTepHaa; 4 MK 1.1, IIK 1.2,
HEOOXOIUMOCTh 1. IIK 1.3, 11K 1.4,
CEKpeTapcKoil NesATeTbHOCTH | 3HaYeHHE W HEOOXOTIUMOCTh CEKPETapPCKOM NESTeTFHOCTH Ha COBPEMEHHOM STalle COMUAIBHO- K 1.5, IIK 1.6,
Ha COBPEMEHHOM 3Tane SKOHOMHYECKUX OTHOIICHHUH B OOIIECTBE. K 1.9
COLMATBHO-?)KOHOMHYECKHX | 2
OTHOIIEHHUH B 0OIIECTBE. OCHOBHBIE 3Talbl Pa3BUTHS CEKpETapcKoii ciyxk0bl B Poccnn.
Poccuiickuii n 3apyOexHBIH OIBIT OPTaHU3ALIH CEKPETAPCKOT0 00CTY KUBAHUSI.
[IpakTHueckoe 3aHsATHE 4
I13 Ne 1.Ponb cexperaps B CTPYKType TOKYMEHTAIMOHHOTO 00ECIIeUCHHUS YIIPABIICHHUS.
I13 Ne2. Cemunap Hctopus pa3BUTHS ceKpeTapcKoi ciry>k0bI B Poccun.
CamocrosiTenbHas paboTa 00y4aromuxcs 2
CocTaBieHne TePMHHOJIOTHYECKOTO KPOCCBOPAA IO TEME.
CocraBienne 0JI0K-CXeMbI «DTarbl GOPMUPOBAHUS CEKPETAPCKOM cITykObI B Poccumy.
Hcroprorpaduueckuii aHaJIN3 JIMTEPATYPHI 110 TEME.
Dcce 1o TeMe «3HaueHUe CEeKpeTaps B ACITEIbHOCTH OPTaHU3AIHI)
CamocrositenpHas pabota 2 ConepxaHue yaeOHOTO MaTepHuaa; 2 MK 1.1, IIK 1.2,
CamocrosiTenpHas paboTta CocraBieHne TEpMUHOJIOTHYECKOTO KPOCCBOP/Ia TI0 TEME. K 1.3, TIK 1.4,
oOyuaromuxcs CocraBneHune 0J0K-cXeMbl «DTambl (OPMHUPOBAHUS CEKPETAPCKON CITyKObI B Poccumy. IIK 1.5, IIK 1.6,
Hcropuorpadudeckuii aHaIH3 JIUTEPATYPHI I10 TEME. K 1.9
Dcce 1o TeMe «3HaueHUe CEeKpeTaps B ACITEIbHOCTH OPTaHU3AIII))
Tema Tema 2. Kareropuun ConepxaHue yaeOHOTO MaTepHuaa; 2 2 MK 1.1, IIK 1.2,
CeKpeTapen. 1 K 1.3, 1K 1.4,
[IpodeccronanbHbIe Krnaccudukarus cexperapeil B COBpEMEHHBIX YCIIOBHAX. IK 1.5, TIK 1.6,
TpeOOBaHUS K Pa3TMYHBIM PernamenTarys JODKHOCTHBIX 00sI3aHHOCTEH CEKpeTapsl. K 1.9
KaTerOpHUsIM.
TTpakTHYECKOE 3aHATHE 2
113 Ne 3 Cemunap IlpodeccrnonansHbie TpeOOBAaHHS K Pa3INYHBIM KaTETOPHUSIM.
CamocrosTenpHas paboTa 00ydJaromuxcs 3




Koapl

HaumeHoBaHue pa3aesioB KOMIIeTEeHIIH,
npodeccnoHaILHOIr0 ¢popmupoBanuio
woyst (TTM), Copep:xanue y4eOHOr0 MaTepHaJia, JIaGopaTopHbIe pa0oThl M NPaKTHYECKUE 3aHATHS, O0bem YpoBeHb KOTOPBIX
caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHUSA
MEKIMCIUNIIMHAPHBIX crnocodcTByeT
kypcoB (MJK) u Tem 3JIEMEHT
MPOrpaMMBlI
1 2 3 4 5

Cocrasnenne cxemsl "Kiaccudukaims cekperapein»

AHanu3 JOJKHOCTHBIX HHCTPYKIUH CEKpeTapeil B pa3IHIHbIX cepax AesiTeIbHOCTH.

CocraBiicHHE TE3UCHOTO IJIaHa
CamocrosiTenbHas paboTa 1 Copneprxanue yueOHOTO MaTepHaa; 2 MK 1.1, IIK 1.2,
CamocrosiTenbHas padoTa CocraBieHne pe3oMe, rapaHTHHHOTO MICEMa, XapaKTePUCTHKH. MK 1.3, 1IK 1.4,
oOygaromuxcs CocTaBUTh pEKOMEHAALMH 0 aJaNTalUH CIIEHUAINCTA B OpraHU3alUH IIK 1.5, TIK 1.6,

Pa3paboTath miiaH THYHBIX HENEH. IIK 1.9

Amnanu3 yka3a [Ipe3unenra PO «O npoBeaeHUH aTTeCTallMi FOCYAapCTBEHHBIX ClTyKaux POy,

3aII0JTHEHHE TAOJIHIIBL.
Tema Tema 3. ConeprxaHne yueOHOTO MaTepHaa; 6 K 1.1, 11K 1.2,
TpynoycTpoiicTBo u 1 K 1.3, 11K 1.4,
ajanTanus ceKpeTapsl. Oprasn3anys 1 MpoBeAeHUE MPohecCHOHATHHOTO 0TOOopA. K 1.5, IIK 1.6,
OLeHKa JesITeNIbHOCTH TpynoycTpoicTBO U aganTamnus K padbote cexperapsi. K 1.9
ceKpeTaps. 2

MerToKa OLIEHKH CEKPETAPCKOM ACSTEIHHOCTH.

3

HopwmariBHo-TIpaBoBO€e 0OecriedeHne aTTEeCTAIMY IIEPCOHAIa.

CamocrosTenbHas padoTa 00yJaromuxcs 2

CocraBneHne pe3roMe, rapaHTHHHOTO MMMChMA, XapaKTePUCTHKH.

CocTaBUTh PEKOMEHAAINH TI0 aJaNTAllNK CIEUAINCTa B OpraHNu3alnu

Pa3paboTate miaH THYHBIX HENCH.

Amnanu3 yka3a [Ipesunenra PO «O npoBeeHUH aTTeCTalli FOCYAaPCTBEHHBIX ClTyKauux PDdy,

3aIOJIHEHHE TAOJIHIIBL.
Tema Tema 4. HopmatusHO- | CoxepskaHue yueOHOTO MaTepHaa: 10 K 1.1, IIK 1.2,
MeToamdeckast 6a3a paboThl 1 IIK 1.3, 11K 1.4,
cekperapsl. CrpykTypa 3aKOHOJATEIBHON U HOPMATUBHO-METOAMIECCKON 0a3bl M0 JOKYMEHTAITHOHHOMY K 1.5, TIK 1.6,

00ecIeueHnI0 yIpaBIIeHNUSI. K 1.9

TpynoBoii Kogekc B paboTe cexpeTapst.

2

®enepanbHbIe 3aKOHBI, PETYJINPYIOLINE OT/ICJIBHBIE aCTIEKThI JOKYMEHTHPOBAHHUS U PAOOTHI C
JIOKyMEHTaMH.

OcHOBHBIE NpaBmiIa pabOTHI BEIOMCTBEHHBIX apXUBOB.

3

TuroBast HHCTPYKIHS MO JIJIONPOM3BOACTBY.

4.




Koapl

HaumeHoBaHue pa3aesioB KOMIIeTEeHIIH,
npodeccnoHaILHOIr0 ¢popmupoBanuio
woyst (TTM), Copep:xanue y4eOHOr0 MaTepHaJia, JIaGopaTopHbIe pa0oThl M NPaKTHYECKUE 3aHATHS, O0bem YpoBeHb KOTOPBIX
caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHUSA
MERIUCHUTIIHHAPHBIX crnocodcTByeT
kypcoB (MJK) u Tem 3JIEMEHT
MPOrpamMmbl
1 2 3 4 5
IIporpammuO-nH(pOpManOHHOE OOECTIEUeHHE HOPMATHBHO-METOANIECKOH 0a3bl B JEATEIFHOCTH
CeKpeTaps.
[IpakTrdeckoe 3aHATHE 2
113 Ne 4 HopmaTtnBHO-MeToquaecKasi 6a3a paboTHI CeKpeTapsi.
CamocrosTenpHas padoTa 00ydJaromuxcs 1
Cocrasnenne cxembl: CTpyKTypa 3aKOHOJATENILHOM 1 HOPMAaTUBHO-METOANIECKON 0a3bl 110
JOKyMEHTAI[HOHHOMY OOECIICUCHHUIO YIIPaBIICHHUS.
AHanu3 TpyI0BOTO KOJIEKca.
CocraBneHne KapTOTEKH 3aKOHOIATEIbCTBA B pAMKaX CEKPETapCKOM NEeITEILHOCTH.
AHanu3 UHCTPYKUUH 1O ASTONPOU3BOACTBY U 1€ATENbHOCTH CTPYKTYphl IOY KOHKpEeTHOM
OpTaHM3AIHH.
AHanu3 HHTEPHET UCTOYHHUKOB I10 BOIIPOCAM OpraHU3aluK JoKyMeHTooOopoTa. CocTaBieHue
pabouel manku cexpeTaps
CaMocrosTenpHas padoTa 2 ConeprxaHne yueOHOTO MaTepHaa; 16 MK 1.1, 1IK 1.2,
CamocrosiTenpHas paboTa IMoxaroroBka coodmiennit mo TeMe «CHCTEMBI aBTOMATH3AINH ICIOPON3BOICTBA U IIEKTPOHHOTO IIK 1.3, TIK 1.4,
JIOKYMEHTO000POTa. K 1.5, TIK 1.6,
CocraBnenne cxembl «TpedoBanns CAH [TMHA no opranuzanuu pabo4ero Mecta ceKkpeTaps. K 1.9
CocrtaBuTh IJ1aH pabOTHI HA HeAemro B mporpamme Microsoft Outlook.
CocraneHne 1raHa paboTbl pyKOBOANTENSI HA OJIUH JACHb.
Cocrasnenne koHcrekTa «OgpopMIIeHre U ydeT MaTepralbHbIX HOCUTeIeld KOH(QHICHINATbHON
HHPOPMALIAN.
XapakTepucTHKA 3apyOesKHOTO OIbITa HOPMHUPOBAHUS TPY/Ia YIPABJICHYECKOTO annapaTa ceKperaps.
Tema Tema 5. Opranuzauus ConeprxaHue yueOHOTO MaTepHaa; 10 K 1.1, IIK 1.2,
paboTHI cekpeTapsi. 1. MK 1.3, 11K 1.4,
[Ipumenenne HOBBIX OxpaHa Tpy1a 1 SKOJIOTHYecKas 0€30ImacHOCTb. K 1.5, TIK 1.6,
TEXHOJIOTHH B CEKpeTapckoM | 2. K 1.9

00CITy)KHBaHUH.

Onrumuzanys pabodeii cpeabl B cucTeMe "dernoBek - opucHoe obopynoBanue".

3.

[TnanupoBaHKe HCTIOIB30BaHMUs pabovero BpeMeHH. Mcnonp30BanNe NpOrpaMMHBIX CPE/ICTB
ianupoBanus BpeMeHu (Microsoft Outlook).

4,

MeroKa TUIAHUPOBAHUS JIMYHOM paboThl cexpeTaps. ObecnieueHne 3(h(heKTUBHOCTH UCIIONB30BAHMS
pabouero BpeMeHH.

5.

HopmupoBanue Tpya cexperapsi.




Koapl

HaumeHoBaHue pa3aesioB KOMIIeTEeHIIH,
npodeccnoHaILHOIr0 ¢popmupoBanuio
woyst (TTM), Copep:xanue y4eOHOr0 MaTepHaJia, JIaGopaTopHbIe pa0oThl M NPaKTHYECKUE 3aHATHS, O0bem YpoBeHb KOTOPBIX
caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHUSA
MERIUCHUTIIHHAPHBIX crnoco0cTByeT
kypcoB (MJK) u Tem 3JIEMEHT
MPOrpamMmbl
1 2 3 4 5

6.

CucteMbl aBTOMATH3aIMH JISJIONPOM3BOACTBA U SIEKTPOHHOTO IOKYMEHTO000poTa.

TexHoMOrHYECKNE N3MEHEHHS B 00J1aCTH KOMMYHHKATHBHBIX (DYHKITHH.

[IpakTrdeckoe 3aHATHE 8

I13 Ne 5 Cemunap Opranmzamnus paboTsl cekpetaps. [IpuMeHeHre HOBBIX TEXHOJIOTHII B

CEKpPETapPCKOM O00CITYKHBAaHHH.

CamocrosTenbHas padoTa 16

IToaroroska coobmennii mo Teme «CrcTeMbl aBTOMATH3aINH JETIONPON3BOJICTBA H IIEKTPOHHOTO

JOKyMEHTO000pOTaY.

CocraBnenne cxembl «TpedoBanns CAH [TMTHA no opranuzanuu pabod4ero Mecta ceKpeTaps.

CocrtaBuTh IJ1aH pabOTHL Ha HeAelo B mporpamme Microsoft Outlook.

CocrasneHne 1miaHa padoThl pyKOBOANUTEIS Ha ONUH JCHb.

Cocrasnenne koHcIekTa «OpopMIIeHHE U ydeT MaTepHalbHBIX HOCUTEIeH KOHPHICHINATHHON

HHPOPMALIAN.

XapakTepHuCTHKA 3apy0eKHOTO ONbITa HOPMHUPOBAHHUS TPYy/ia YIPABJICHUESCKOTO amnnapaTa CeKperaps.
Tema Tema 6. Opranuzauus ConeprxaHre yueOHOTO MaTepHaa; 20 K 1.1, 1IK 1.2,
paboTHI cekpeTapst 1Mo 1. MK 1.3, 11K 1.4,
JIOKYMEHTHOMY CrmapaiitepcTBO — QYHKIUS ceKpeTaps-pedepenra. K 1.5, TIK 1.6,
00CITy)KHBaHUIO 2. K 1.9
PYKOBOANTEIS PaboTa c TeKCTOM B IEATEILHOCTH CeKpeTapsi-pedepeHTa: TEXHUKA YTSHUs, peepupoBaHIe,
OpraHHU3aIUH. peIaKTupoBaHueE.

3.

Poib cexperapst B oprann3alyy J1eJI0BOH NEPETTHUCKH.

4.

Pa6ota cekperapst ¢ OP/] (oprann3ainuonHast, pacriopsiAnTeabHas1, THGOpMaMnOHHO-CITPaBOYHbIC

JIOKYMEHTHI).

5.

IToaroToBka u perucTpanus JOKyMEHTOB.

6.

KonTponb cpokoB HCTIONHEHHS JOKYMEHTOB.

7.

Texymiee xpaHeHHEe JOKYMEHTOB.

8.

HpOBGﬂCHI/IC IMMPOBEPOK HAJITUYIHA JOKYMEHTOB, 1€, HOCHTEICH I/IH(bOpMaIII/II/I.
9.




HaumeHoBaHue pa3aesioB
npodeccnoHaILHOIr0
moayas (ITM),
MEKTUCHUILITHHAPHBIX
kypcoB (MJK) u Tem

Cozlepmalme yqeﬁﬂoro MartrepuaJa, naﬁopaTopnble paﬁOT])I U IMIPAKTHYECKUEC 3AHATHUSA,
CaMOCTOATEC/IbHAA paGOTa 06yqalo11mxca

Oo0neMm
4acoB

Yposenn
0CBOEHHS

Koapl
KOMIIETeHIIHIA,
¢popmupoBanuio
KOTOPBIX
crnocodcTByeT
3J1eMEeHT
MPOrpamMmbl

2

5

Iopsnok yHUYTOKEHUS JOKYMEHTOB, Je)l, HOCUTENIeH HH(POPMAaLH.

10

[IpuHIMIBL AeATEIBHOCTH CeKpeTaps PYKOBOAUTENS B 00SCIIEYSHHUH 3aIIUThHl KOH(DUACHINATEHOH
HHPOPMAITHHL.

IIpakTuueckoe 3aHATuUE.
I13 Ne 6 A3BIK 1 CTHIIH OPUIHATHHOTO JOKYMEHTHPOBAHMUSL.
I13 Ne 7 Cemunap Pois cekpetaps B paboTe ¢ TOKyMEHTaMHU

CamocrosTensHas paboTa 00yJaromuxcst

CocraBneHne BEICTYIUICHHS Ha TEMY TI0 BEIOOPY CTy/ICHTA.

BrimonHenue 3a1aHuii Ha peIaKTHPOBAHHE.

CocraBneHne KOHCIICKTA Ha TeMy: «JleIoBast epenncKkay.

PazpaboTka 00pa3oB OpraHN3aMOHHO- PacIOPSIIUTENbHBIX JOKYMEHTOB.
PazpaboTka 00pa3IoB XypHAIOB yueTa HCXOAAIINX U BXOAAIINX JOKYMEHTOB, KAPTOUYEK KOHTPOIIS
UCTIOJTHEHUS IOKyMEHTOB.

CocTaBUTh KOHCIICKT«BHUIBI KOHTPOJISI HCTIONTHEHHUS JOKYMEHTOBY.

PazpaboTka 00pa3ioB HOMEHKIATYPHI A€ MO BHIAM.

PazpaboTka 00pa3oB JOKYMEHTOB I10 ITPOBEPKE.

CocraBneHne KOHCIIEKTa Ha TeMy: «CIucanue ¥ yHH4TOXXEHUE JJOKYMEHTOB).
CocraBiieHHE TEXHOJIOTHYECKON KapThl KOH(UASHINAIBLHOTO JeI0NPONU3BOJICTBA.
CocraBiieHHE TE3UCHOTO IJIaHa

12

Tema Tema 7. Opranuzauus
0€3I0KyMEHTHOTO
CEKpEeTapcKoro
00CITy)KUBaHUS

CoznepxaHue yueOGHOro MaTepuara:

1.

CpencTBa KOMMYHHKATHBHOM TEXHUKH. TeXHHYECKUE BOSMOKHOCTH U BUJIBI COBPEMEHHBIX
tenedoHHBIX anmnaparos. VicronszoBanne MUHA ATC 1 MOOHIIBHBIX TeJIe)OHOB B CEKPETAPCKOM
obciyxuBaHuu. Benenue tenedoHHBIX neperoBopoB. Opranuzanus oOmeHus no tenedoHny.
OurpTpanus TenedoHHBIX 3BOHKOB. [IpreM 1 nepenaya TesieOHHBIX COOOIECHHUH.

2.

JlokyMeHTHpOoBaHHe Npoliecca Tele(OHHbBIX IIEPErOBOPOB, yUET TelNe(OHHBIX COOONIICHUH.
OdopmiteHne TeneoHOrpaMM.

3.

[ToaroroBka u poBeeHNE MEPOTIPUSTHH.

Buzp! 1 3HaueHne KOH(YEPEHTHBIX MEPONIPUATHI B YIIPABIEHUECKOH €I TEIILHOCTH.

4,

[MoaroroBka, npoBeieHNE, U IOKYMEHTHPOBaHNE COBEIIAHHH.

5.

NK 1.1, 11K 1.2,

MK 1.3, 11K 1.4,

MK 1.5, IIK 1.6,
MK 1.9




HaumeHoBaHue pa3aesioB
npodeccnoHaILHOIr0
moayas (ITM),
MEKTUCHUILITHHAPHBIX
kypcoB (MJK) u Tem

Cozlepmalme yqeﬁﬂoro MartrepuaJa, naﬁopaTopnble paﬁOT])I U IMIPAKTHYECKUEC 3AHATHUSA,
CaMOCTOATEC/IbHAA paGOTa 06yqalo11mxca

Oo0neMm
4acoB

Yposenn
0CBOEHHS

Koapl
KOMIIETeHIIHIA,
¢popmupoBanuio
KOTOPBIX
crnocodcTByeT
3J1eMEeHT
MPOrpamMmbl

2

5

INoaroToBka 1 NPOBEICHNUE IEJIOBBIX IIEPETOBOPOB.
6.

OpraHu3anys IPHEMOB U NIPE3eHTalHUH.

7.

Opranu3zanys npruemMa IoCceTUTeNeH.

8.

Pabora ¢ oOpameHnsIME rpaxaaH.

9.

[oaroToBka ciykeOHBIX KOMaHIHPOBOK.

[IpakTHueckoe 3aHATHE
I13 Ne 8 Opranmzarys, TpoBeICHHE U JOKYMEHTHPOBAHHUE IIPOTOKOJIBHBIX, PETYJIIPHBIX U
HEPETYISPHBIX MEPONIPHATHH.

Tema Tema 8. DTHueckue
ACIEKTHI IEITENLHOCTH
ceKpeTaps.

Conepxanue yaeOHOTo MaTepuana:

1.

PedeBoii 3THKET B 1eTOBOM OOICHUH CEKPETapsl.

2.

O6cranoBka obuienus n atndeckue Gopmsl «Tol n Bri-o0menue». [1paBuia npuBercTBus,
MPE/ICTAaBIICHU, OOpaIleHNSI.

3.

PeueBas kynbpTypa nenoBoii 6eceibl. KOrHUTHBHBIE acTIeKThI BEICHUS N1EPeroBopoB. TeXHUKHN 1
TEXHOJIOTHH BE/ICHHS TIEPETOBOPOB.

4.

Kunecnueckue 0coOEHHOCTH HEBEpPOAILHOTO OOIIEHHMS CEKpeTapsi M ATUKET AETOBBIX OTHOIICHHH.
5.

[Tonapku B nenoBble oTHOLIEHNS. [T0oATOTOBKa CyBEHHPOB ¥ MAaMATHBIX MoAapkoB. [logapku B
pabodeM KOJJIEKTUBE: MOJAAPKH PYKOBOJIUTEIIO, TOIapKN COTpYAHUKaM. JleHexxHsle nogapku. OOmeH
MOAAPKaMH C TIPEJICTABUTEISIMHU JPYTUX OpraHU3aluil 1 ¢ MHOCTPaHHBIMU MapTHepaMu. LIBeTsI.
OTHKET MoJlapKa: YIIaKoBKa, IIEpEMOHNS BPYUYEHHsI, HCKYCCTBO IPUHUMATh MOJIAPKH.

6.

OTuyeckue acneKThl UCTIONIb30BaHMs ceTH HTepHET B A€I0BBIX OTHOIIEHUSX.

7.

Ortuyeckue mpobaeMbl KOPIIOPATUBHBIX OTHOIIECHHUH.

K 1.1, 11K 1.2,

MK 1.3, 11K 1.4,

K 1.5, IIK 1.6,
K 1.9

[IpakTudeckoe 3aHATHE
13 Ne 9 OcoOeHHOCTH HAMOHATILHOM ATHKH B IPO(eCCHOHAIBHOM eITeIbHOCTH CeKpeTapsl.




Koapl

HaumeHoBaHue pa3aesioB KOMIIeTEeHIIH,
npodeccnoHaILHOIr0 ¢popmupoBanuio
woyst (TTM), Copep:xanue y4eOHOr0 MaTepHaJia, JIaGopaTopHbIe pa0oThl M NPaKTHYECKUE 3aHATHS, O0bem YpoBeHb KOTOPBIX
caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHUSA
MEKIMCIUNIIMHAPHBIX crnoco0cTByeT
kypcoB (MJK) u Tem 3JIEMEHT
MPOrpaMMBlI
1 2 3 4 5

Tema Tema 9. Copneprxanue yueOHOTO MaTepHaa; 4 MK 1.1, IIK 1.2,
IIcuxosornyeckre acueKTh 1 IIK 1.3, TIK 1.4,
B3aMMOJIeHCTBHSA cexpeTaps ¢ | B3ammoneiicTBre cexpeTaps-pedepeHTa ¢ pyKOBOAUTEIIEM H COTPYIHUKAMHU. MK 1.5, TIK 1.6,
PYKOBOJUTEIIEM, MotuBanus u Madunyasuus. [lpasuna HeliTpanu3any MaHUyJISILUN. K 1.9
COTPYOHHUKAMU 2

KoH}aukTe! B mpodeccHOHATBHON AESTETBHOCTH CEKPETaps.

[Icuxoruruena.

[IpakTHueckoe 3aHsATHE 5

Cocrasnenne cxeMbl «CTHII PyKOBOJICTBaY.

Cocrasnenne nogoopku crareii mo reme «CrocoOsl HEHTpAIN3aK MAaHHUITY THPOBAHUS.

Cocrasnenne npe3eHTanuy Ha TeMy «IloBeneHne cekperapsi B KOH(QIMKTHBIX CUTYaIHAX).

Cocrasnenne npezeHTanun Ha TeMy «IIpodunakTika npodeccHoHaIbHOTO BEITOPAHUSY.

113 Ne 10 KynbTypa nesnoBoro crnopa.
Tema Tema 10. Umumx Copneprxanne yueOHOTO MaTepHaa; 4 K 1.1, 11K 1.2,
cexperaps 1. MK 1.3, 11K 1.4,

HMumx v ero cocTaBiIsIOLIE. IIK 1.5, TIK 1.6,

2 K 1.9

Co3ianre IMHUJIKA: OCHOBHBIE TEXHOJIOTHH.

TpeboBanus ATHKETA K IMHJIKY JISJIOBOTO YEIOBEKA.

[IpakTryeckoe 3aHATHE 23

I13 Ne 11 Cemunap DTHUECKHE U TICUXOJIOTHYECKUE OCHOBBI JESTEIILHOCTH CEKpeTaps.

I13 Ne 12 koHTpOIBHAS paboTa

CocrasneHnne npe3eHTanuy Ha TeMy «VIMHDK 1eT0BOTO YeTIoBeKay.

CocraneHne 1moJ00PKH CTaTeil M0 TeME «TEXHOJIOTHS CO3/1aHHUs UMUK JETOBOTO YEIIOBEKa.

CocrasneHne cooOmieHus Ha Temy «Jlpecc-Kom.

Cocrasnenne npe3eHTan « TexXHoIorus IMUDKUPOBAHMS: TIO3UIMOHHOE MPEICTaBICHNE

CaMOIIPE3EHTALUNY.
Bceero: 124




3.3. ConpoBoxieHHe peaju3alui 00pa3oBaTeJbHON MPOrPaAMMBbI C
NpUMeHEeHUEeM JIEKTPOHHOT0 00y4eHHsI M JUCTAHIMOHHBIX 00pa30BaTeIbHbIX
TEeXHOJIOTH I

OcBoeHME MPOrpaMMbl MOXKET MPOBOAUTHCA C MPUMEHEHUEM JJIEKTPOHHOTO
oOy4eHHs] M JIMCTaHLIHUOHHBIX 0Opa3zoBarenbHbIX TexHoJorui (manee — JOT) mpu
HaJIUYAH  OOBCKTUBHBIX  YBAXKHUTEIBHBIX NPUUYMH  W/WIM  OOCTOSITEIIBCTB
HETMPEOIOMMMON  CHITBI  (POpC-MaXKOPHBIX  OOCTOSITENIBCTB), MPEMATCTBYIOIIAX
0OyJaronuMcsl W/ WM TIPEToaBaTesiM JIMYHO MPHUCYTCTBOBATH MPH IMPOBEIACHHUH
3aHATHUS.

B sToM ciyuyae nomyckaercsl MpOBOAUTD 3aHATUE YIAJIEHHO B COOTBETCTBUM C
paclucaHueM, YTBEPKICHHBIM PYKOBOJIMTEIIEM CTPYKTYPHOTO MOApPA3JEiCHUsS Ha
wiatrgopmax MS Teams, Zoom 10 COTJIaCOBaHUIO C PYKOBOJICTBOM.



4. YCJOBUSA PEAJINBALIU ITPOPECCUOHAJIBHOT'O MOAYJIA

4.1. TpedboBaHUSA K MUHMMAJIBbHOMY MaTEePHAJIbHO-TEXHUYECKOMY
o0ecrne4eHn 1o

[Ipodeccuonanbupii  Moxyns  [IM.01  "Opranuzamusi  ceKpeTapcKoro
00CITy’kuBaHUSA" peann3yeTcs B ayJUTOPHUSIX C KOMIBIOTEPOM, MAPKEPHON JIOCKOU U

IIPOEKTOPOM
4.2. UudopmanuonHoe odecnevyenne 00yueHust
OCHOBHBIC HCTOYHHUKH:
Ne /i bubnmorpaduueckoe onucanue
1 Kysnenor U. H. JlokymeHTanmmonHoe odecrieueHue ynpapieHus. JJokyMeHTo000poT

U aenonpou3BoicTBo FOpaiit 2023

2 I'pozosa O. C. [denonpoussoactso FOpaiit 2023

HNuTepHeT-pecypcesl

OpraHuzanusi CeKpeTapcKoro o0cmyKuBaHUs
1. YueOHux

4.3. O0uue Tpe0OBAHUSA K OPraHM3alMH 00PAa30BaTEJIbHOI0 MPOLecca

4.4. KaapoBoe obecnieueHne 00pa3oBaTebLHOI0 nmpoiecca

Peanmuzamus IPOTPAMMBI po(heCCUOHATEHOTO MOIyNs  JIOJDKHA
o0ecIeunBaThCsl MEIaroTHIECKUMH KaJpaMH, UMEIOIUMH BBICIIIEE 00pa3oBaHUE,
COOTBETCTBYIOIIEE NPOGUII0 TpernoaaBaeMoro Momayis. OmnbIT AesITeTbHOCTH B
OpraHW3alMsIX  COOTBETCTBYIOIIEH  mMpodeccHoHambHONH  cepbl  sBIAETCS
o0s13aTeNbHBIM I TPENojaBaTesieii, OTBEUAIOIIMX 3a OCBOCHHE OO0YYarOIIUMCS
po(ecCHOHaTBHOTO UK, 3TU MPETNO/IaBaTeN JOHKHBI TPOXOIUTh CTAKUPOBKY B
MpOQIIBHBIX OPTAHU3AIMAX HE PE’Ke OJTHOTO pas3a B 3 roja.



5. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS }
MPO®ECCUOHAJILHOTO MOAY.JIS (BUJA MPO®PECCUOHAJIBLHOMI
JNESTEJBLHOCTH)

KoHTposib ¥ OIlEHKa pe3ylbTaTOB OCBOEHHS MNPO(ECCHOHATBHOIO MOJYJIS
[IM.01  "Opranuzauuss  CEKpETapcKOTO  OOCIyKMBaHUA"  OCYILECTBIACTCS
neJaroruyeckuM pabOTHUKOM B IPOIIECCEe MPOBENICHUS AYJUTOPHBIX 3aHSATUN, YTO
MO3BOJISIET TPOBEPUTH Yy OOydarommxcsi HE TOJbKO CHOPMUPOBAHHOCTH
npo(ecCHOHANBHBIX KOMIETCHIIMH, HO W pa3BUTHE OOMMX KOMIETCHIHHA U
00€eCIeYnBaAOIINX UX YMEHHUN.

@opMbl W  METOAbl KOHTPOJII W OLEHKM pe3ylbTaToOB  OOy4YeHUs
periiaMeHTUPOBaHbl COOTBETCTBYIOIIMM PoHI0M oneHouHbIX cpeacts (POC) nmo
npodeccHoHaTbHOMY  MOJYJIIO IIM.01 "Opranuzanus CEKPETApPCKOTO
oOcmyxuBaHus".



