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AHHOTANUS K NPOrpaMmme

«/lesiTeJIbHOCTD CeKpeTapsi-hpumiaHcepa
mo odecnevyeHnI0 JAeJ0NMPON3BOACTBA OPraHHu3auN»

Ieab nmporpammel: ocBocHUE 0000MEHHON TPyAoBOoH (pyHKIMU «Hpopmanu-
OHHOE O0ECTECUCHUE ACATEIBbHOCTH PYKOBOAWUTENS OPraHW3alus» B COOTBETCTBUM C
npo(ecCHOHATBHBIM CTaHAApTOM « OpraHu3allMOHHOE, JOKYMEHTAMOHHOE U MHQOp-
MAIMOHHOE O0ECIIEUCHUE YIPABJICHUS MPEANPUATHSIMHI, OPraHu3alusIMy JTHOOBIX Opra-
HU3AUMOHHO-NIPABOBBIX (popM H 1000 (HOPMBI COOCTBEHHOCTH) WHBAMIAAMH C HapY-
HICHHEM KOPOHAPHOTO W/WIIM LEHTPATLHOTO KPOBOOOPAILCHHUS ISl YIATEHHOTO BBITOJI-
HEHUS MPO(ECCUOHATBHBIX 33124 MOCPEACTBOM CeTH MHTEPHET.

Caymarens mporpaMmbl KypCOB TMOBBIIICHUsT KBATU(PUKALUK JOJDKEH OBJIAIETh
CJICAYIOIIAMU MPO(ecCHOHATBHBIMH KOMIICTCHIMSIMH

[IK 1. MUcnonb3oBaTh JIOKAJIHBIE CETU U C€Th MIHTEpHET AJ1g moucka, coopa, Xpa-
HEHUS, 00padOTKH, MPENOCTABIICHUS, PACTPOCTPaHEHHsI MH(OpPMaLUK

[TK 2. OcyiecTBasTe HHPOPMALMOHHOE B3aUMOJICHCTBUE PYKOBOIUTEINS C MO
PA3ACTIEHUSIMU U TOJDKHOCTHBIMH JIML[AMU ITOCPEICTBOM CETH MIHTEPHET.

TpeGoBanus K caylIaTeIsIM NPOrPaAaMMBbI OBBILICHUS KBAJTH(PHKALNH

Kareropust ciymareneid — AHBATMABI ¢ HAPYLIEHMEM KOPOHAPHOTO W/WIIHM LEH-
TPAJIbHOTO KPOBOOOpAILEHUSI.

Kareropust nmun ¢ o0mum 3a001€BaHUEM HEOJHOPOAHA MO CBOEMY cocTaBy. K
avnam ¢ 3a00JIEBAHUSIMA BHYTPEHHUX OPraHOB OTHOCSTCS:

- runieproHnyeckas 6onesns Il cranum;

- KOPOHApHAasi HEAOCTATOYHOCTh, PE3KO BBIPAKCHHAS Y JIML, MEPEHECIIAX WH(PAPKT
MHUOKApJA, CO 3HAYMTEIIbHBIMA M3MEHEHUSIMHA CEPACYHOW MBIILBI U HAPYLICHUIMHA
kpoBooOpauienus 11 crenenuy;

- IOPOKHM CEPALA PYA HAIMYMHU CTOHKKX HApyIEeHUuH kpoBooOpaweHus I crenenu;

- XpOHHYECKUE 3a00JICBaHMsI JIETKAX, COMPOBOXKAAMOIIMECS CTONKOM AbIXaTeabHON
HEIOCTATOYHOCTHIO III cTeneHun u cepacyHOi HEAOCTATOUHOCTHIO,

- XpOHHYECKUI HEPPUT MPU HAJTMUMK CTOMKUX BBIPAKCHHBIX SIBJICHUN MOYEYHON HE-
JNOCTATOYHOCTH,

- IMPPO3 NEYCHH C HAPYIIEHUEM MOPTATHLHOIO KPOBOOOpaIIeHUS (aCIUT),

- caxapHblil quadeTt — Tskenas popma Npy ALETOHYPUHU U CKIIOHHOCTH K KOMATO3HBIM
COCTOSIHUSIM;

- 3]I0KAY€CTBEHHBIE HOBOOOPA30BaHUsI HHKYPAOUIIbHBIE U JIP.

Oco0ble 00pa3zoBaTeabHbIE MOTPEOHOCTH JIMIL ¢ OOIIUM 3a00JIEBAHUEM |

B cTpykTypy 0co0bIX 00pa3oBaTeNbHBIX MOTPEOHOCTEH JIHIL C 3a00I€BAHUSIMA BHYT-
PEHHUX OPraHOB BXOJST:

- opranu3anusi 0co00i 00pa30BaTEIbHONW CPElbl, & UMEHHO. CO3JaHUE CAHUTAPHO-
OBITOBBIX MOMEUICHUN, TYyaJETHBIX KOMHAT, MPEAHA3HAYEHHBIX /ISl TIOJIb30BaHUsI HTOU
KaTeropue Jui;



- AHIVBUAYyIH3AIUs 00OyUYEHHs UL ¢ 00IUM 3a00JEBAHUEM C YUYETOM MX BO3MOXK-
HOCTEHN 1 0cOOBIX 00Pa30BATENBHBIX NOTPEOHOCTEH;

- ycnoBHs 00y4YeHUs, 0OECNIEUYNBAIOIINE JIETIOBYI0 U SMOLIMOHAIBHYI0 KOM(OPTHYIO
aTMoc(epy, COCOOCTBYIOIIYIO KaYECTBEHHOMY OOPa30BaHUIO U JTMYHOCTHOMY Pa3BH-
THUIO CIyLIATENeH, paCIMPEHUIO UX COLIMAIBLHOTO OMBITA;

- CO3/IaHUE Y 3TOM KATEropuu PEUUIUECHTOB YCIIOBUI Ui Pa3BUTHUS WHUIIMATUBBI,
MO3HABATEIBHOM aKTMBHOCTH, B TOM YMCJIE 32 CUET MPUBJICUEHUS K YYACTUIO B pa3jiny-
HBIX (IOCTYIIHBIX ) BHJIAX JEATEIBHOCTH.

KoMmnekcHoe conpoBOKIECHUE OO0PA30BATENBHOIO MPOLECCA WHBAIMIOB M JIUL C
OB3 ocylecTBasSeTcss B COOTBETCTBUM C PEKOMEHAAUMSIMH CIY>KOBI MEIUKO-
COLMAJIEHON SKCIEPTU3bI UM MICUXOJIOTO-MEAUKO-TIEIAarOrMYECKONH KOMUCCHH.

TpeGoBanus K pe3yabraTaMm 00y4eHHs
[nanupyemvie pe3yiomamsi 00y4eHUsl
B pesynbrare 0CBOCHHS MPOrpaMMBbl CIYINATENb AOKEH MPUOOPECTH CIEMYHO-
HIME 3HAHUS W YMEHMS, HEOOXOAMMBIE JUIsl KAYECTBEHHOTO OCBOCHHS KOMIECTECHLIWM,
VKa3aHHBIX B II. 1
CJIyLIATENb TOJDKEH 3HATD:
— COCTaB BHEIIHUX MH(POPMALIMOHHBIX TOTOKOB OPraHH3allHH,
— COCTaB BHYTPEHHUX MH(OPMALMOHHBIX TOTOKOB OpPraHu3alii;
— COBPEMCHHBIE HAYYHBIE METOJBl M TEXHUYECKHE CPEACTBA, CIIOCOOCTBYIOLIME
cOopy, 00pabOTKE, COXPAHEHUIO U NiEpeiade HH(HOPMAILIMOHHBIX TOTOKOB;
— MeTozbl 00padoTKH MH(POpPMAUKA ¢ TPUMEHEHUEM COBPEMEHHBIX TEXHUYECKUX
CPEICTB, KOMMYHUKALWI U CBSI3W, BEIYUCIUTEIBHONW TEXHUKH,

CJIyLIATENb TOJDKEH YMETh:

— cobuparb, oOpadaTeiBaTh U AHAIM3UPOBATH MH(OPMALMIO B COOTBETCTBUU C TpE-
OOBaHUSMU: KPATKOCTh, YETKOCTh (POPMYJIMPOBOK, CBOEBPEMEHHOCTD MOCTYILIE-
HUS, TOYHOCTh U JTOCTOBEPHOCTH, ONTUMAJIBHOCTh CUCTEMATH3ALMH, HEMPEPHIB-
HOCTh cOopa 1 00paboTKH MH(OPMALINN,

— oOpabarbiBaTh M CTPYKTYpUpOBaTh WH(pOpMaLuio, o0pa3ys HH(PpOPMALMOHHBIC
pecypcer,

— BBOJUTH B MAMSATh KOMITBIOTEPA JIEKTPOHHBIE 00Pa3bl JOKYMEHTOB,

— HKCKaTh MHPOPMALMIO B CYIIECTBYIOIIMX 0a3ax AAHHBIX, BECTH MH(POPMALMOHHO-
CIPABOYHYIO pabOTy HA OCHOBE Pa3IMUYHBIX KOMOWHALM I MOMCKOBBIX TPA3HAKOB,;

— pabotate ¢ koMmnberoTepoM, OC, karanoramu (nankaMmu) U Qaijiamu, CKaHEPOM;

— pabotath B rno0anbHO# cetn MHTEPHET,

— paboTaTh B JIOKAJTLHOH CETH;

— coOnroaath MEPB HH(HOPMAITMOHHON OE30MaCHOCTH,

— HCIOJIB30BATh NEPUQPEPUHHBIC YCTPOHCTBA H OPITEXHHUKY,

— HCIOJIB30BAaTh O(PMCHBIC MAKETHI: TEKCTOBBIA PENAKTOP, TAOIULBI, TPE3CHTALNH,
0a3bl JAaHHBIX, HICKTPOHHYIO MOYTY;

— HKCIOJIB30BATh CUCTEMBI JJIEKTPOHHOIO JOKYMEHTO000pOTA.
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Kareropus crnymareneii — MHBAJIUABI ¢ HAPYIICHUEM KOPOHAPHOTO W/WJIM IIEH-
TPATLHOTO KPOBOOOpPAIIEHUS, UMEIOIINX cpeaHee mpodecCHoOHAILHOE 00pa30BaHUE

CoaepxaHue nporpaMmmbl

YueOHbIii MJIaH
NMPOrpaMMbl MOBBIIICHUSA KBATH(PUKATIHA
«JleITeJILHOCTEL CeKkpeTapsa-(hppuaancepa

mo odecnevyeHnI0 JAeJ0NMPON3BOACTBA OPraHHu3auN»

(nan noavyarommx) no cnermansHoCT 46.02.01 JIOKVMEHTAIMOHHOE 00€eCIeUeHHE

YIIpaBJICHUA U apXWUBOBCACHUC.

Cpok o0yueHus — 72 yaca
®dopma 00y4YeHUS — C OTPBIBOM OT PabOThI

Ne Hanmenopanue Bcero, B Tom umncne
/o pa3aenos Yac. JIEKIMH | MPAKTHY.
n ado-
par.
3aHATHS
Paznen 1. Mcnonb3oBaHue JOKaJIbHBIX 52
cereii U cetn VHTEpHET UIsl MOuMCKa,
cOopa, xpaHeHus, o0pabOTKH, MPEO-
CTaBJICHUs, pacnpocTpaHeHus uHOOP-
MaIun
Paznen 2. OcymecTtBienue uHpopMa- 20
[IUOHHOTO B3aUMOJCUCTBUS PYKOBO M-
TEs C NOAPA3ACICHUSIMH U JTIOJKHOCT-
HBIMH JIUIIAMU TIOCPEJACTBOM ceTu MH-
TEPHET
HTorosas arrecranus 3auer
YueOHO-TEMaTHUECKHI NJIaH
NporpaMMbl NOBbIIIEHUS KBAJTU(PHUKAIUH
«/lessITeILHOCTH cekperapsi-ppuiaancepa
Mo o0ecnevYeHHI0 JAeJJONMPON3BOACTBA OPraHH3AIHN
Ne i/ HanmenoBanue Bcero, B Tom umncne
pa3esion yac. JICKIINHT MPaKTHY.
u jadopar.
3aHATHS
1 2 3 4 5
1. | Paznen 1. Mcnonp3oBaHue Jio- 52 10 42

KJIBHBIX ceTel U cetu UHTep-
HET JUIsl TIOMCKa, cOopa, XpaHe-
HUs, 00padOTKM, MPEeAOCTaBIIC-
HUs, pacnpocTpaHeHUst UH(POP-
Maluu




1.1. Komnstorepasie U uH(pOP- 10 2 8
MAIMOHHBIE CETH
1.2. Pabora B cetn MIHTEpHET 10 2 8
1.3. Pa3memenue mHpopmanuu 10 2 8
B ceTl MHTEpHET
1.4. OcHoBbl 0€30MacHOCTH B 10 2 8
cetu MHTEpHET
1.5. PaGora ¢ makerom mnpu- 12 2 10
KIIQHBIX Tporpamm  Microsoft
Office

2. | Pazgen 2. OCylIeCTBICHUAE WH- 20 6 14
(OpPMAIIMOHHOTO  B3aMMO/ICH-
CTBUSl PYKOBOJMUTENSI C MOJApa3-
JEIICHUAMA W JOJHKHOCTHBIMU
JULAMH TOCPEACTBOM ceTh UH-
TEPHET.
2.1. CoBMecTHas paboTa B CETH 10 3 7
2.2, Opranuzainms  paboyero 10 3 7
MECTa CeKpeTaps-ppuiaHcepa

Hrorosas arrecrauus 3avem

CocraBure/in NporpaMmbl

CocraBuTeny NporpaMmsl:

Ky3nenosa Kcenns BnagumupoBna, 3amecturens aupekropa ['BITIOY CO «Up-
OUTCKMA ryMaHuTapHbIi Komuiemky, BKK

O6pocosa Enena BukroposHa, npenogasareias ['BIIOY CO «HUpdutckuii ryma-
HUTapHBIA KoJuek», 1KK



