AHHOTAIIASA K PABOYEH TPOTPAMME
OCHOBHAS ITIPOI'PAMMA TPOPECCHOHAJIBHOI'O
OBYUYEHHS 1O IPO®ECCUH «CEKPETAPh-MAIIMHUACTKA»

HanpasiieHHe OATOTOBKH: «CEKPETAPB-MAIIIMHUCTKA» xon npodeccuu 26353
Ypogens o6pasosanus: IPOOECCAOHAJIBHOE OBYUYEHHE
®opma obyuenus: OUHASL.

OcHoBHas oOpasoBaTenbHas IPOTpaMMa  TIPOGECCHOHATBHOIO ofyuenus - mporpamMma
pOdeCCHOHANBHOM TOATOTOBKM IO TPOGheccHH «Cekperapb-MallHHACTKA» (Janee — TPOTpamma),
[peHAa3HAYEHA JUIS TTOATOTOBKH JIMII, PATHYHOr0 BO3PACTa, B TOM YHCIIE HE MMEIOIIHX OCHOBHOTO obmero
MM CPETHETO 0Omero oGpa3’oBaHus, BKIIOYAS JIHI C OTPAHHYCHHBIMH BOIMOMHOCTAMH 3I0pOBbS C
BO3MOKHOCTBIO paboTHI 10 IPOQeccHit: CeKpeTapb-MaIlHHUCTKA.

[porpamma COAEPKHMT IUIAHHPYCMBIE PE3YIbTATHI o0yueHHs, KaneHAapHBIH ydeOHBIH TpaduK,
yaeGHBIH TLIaH, pabodue IPOrpaMMbl y9eOHBIX IMCIHILIMH, OPraHH3aIHOHHO-TIELarornieckie YCIIOBHA
peanu3aliy MpOrpaMMbl, OLEHOYHBIE MaTEPHaIbl, 3K3aMCHAIHOHHEIC OuneTsl.

1. IIEJIA OCBOEHHS ITPOTPAMMBbI:

[IpodeccuonanbHoe 00y4eHHE HANPABICHO Ha npHoOpeTeHHe JIHMIIaMM  PasHOTO  BO3pacTa
IPO(ECCHOHATBHON KOMIIETEHIMH B Ccepe JOKYyMEHTalHOHHOTO oOecrieYeHHs OpraHMU3aln| s
BRIONHEHHS paGoT MO  MOMWKHOCTH — ciyxkamero  «CeKpeTaph-MAIIWHHCTKa»  C  IOIyHCHHEM
KBaTH(MHUKAIMOHHOr0 Pa3psA/a Mo J0/DKHOCTH CITYKaIlero 6e3 u3MeHEH s YPOBHA 00pa3oBaHUs.

2. OBJIACTH IPUMEHEHMSA PABOYE ITIPOI'PAMMBI

OcHOBHAs MPOTPaMMa IPO(ECCHOHATBHOrO O00ydeHHUA (mamee mporpamMma) SBISIETCA YacCTbHO
0Gpa30BaTeNbHOM MPOrPaMMEl TIO MPOHECCHOHATBHOMY obyuenno mo mpodeccun 26353 Cexperaps-
MAITHHACTKA B cooTsercTBuH ¢ ®I'OC M pekomeHpaumamMu paboTofaTenel mo npodeccun 034700.01
Cekperapp B 4acTH OCBOGHHA OCHOBHOTO BHIA npodecCHOHANBHOH — AeATEIPHOCTH (BITD):
HH(HOPMAIMOHHO-TOKYMEHTAIIHOHHAS JEATENBHOCTE M COOTBETCTBYIOIIHX npodeccronansrbx (IK) n
06mux (OK) KoMIIETEHIHA!

[IK 1.1. Cocrapnsith, pEeIAKTHPOBATE M OQOPMILTE OPraHM3alHMOHHO-PACIIOPATHTCIBHYTIO
JTOKYMEHTAI[HI0, CO3/1aBaeMyi0 B OPraHH3allvH, COTIACHO tpeGoBanusiM ['0Cy1apCTBEHHBIX CTaHIAPTOB
(TOCT) mo oQOpMICHHIO TOKYMEHTOB C WCTIONb30BAHHEM COBPEMEHHEIX BHIOB OpPraHH3allMOHHOH
TEXHUKH

T1K 1.2. OpraHu30BbIBaTh IOKYMEHTOOOOPOT B OPTaHHM3aLMH C HCIONB30BAHAEM COBPEMEHHBIX BHIOB
OpraHM3al[MOHHON TEXHHKH

IIK 1.3. CocraBnars ¥ oQopMiIATh HOMEHKIATYPY J€jl OpTaHH3alvH, bopMmupoBaTh [ena B
COOTBETCTBHH C YTBEPXKIEHHOIl HOMEHKNATypoH, ofecrednBaTe HX COXPaHHOCTR B TEKYILEM
IeTOTPOU3BO/ICTBE C HCIIONb30BAHHEM COBPEMEHHEIX BH/0B OPTaHH3ALMOHHON TEXHHKH

TIK 1.4. OcymecTBIATh TOATOTOBKY [l K IIepe/laie Ha apXHBHOC XPAHCHHC

1K 1.5. BBIMOIHSTS MAIIHHOITMCHEIE PA0OTHL Pa3THYHOA CTEMEHH CIIOKHOCTH

OK 1. [TonuMars CyIIHOCTh M COIIHAIBHYIO 3HAYUMOCTh ceoeil OyayuieH npo(eccHy, MPOABIATE K
Hell yCTOMYMBBIH HHTEPEC.

OK 2. Oprann30BbIBaTH COOCTBEHHYIO [IEATEILHOCTD, HCXOIUT 13 [ETH | CIIOCOD0B €€ JOCTHXEHHUA,
OIIPEIeNIeHHBIX PYKOBOTHTEIEM.

OK 3. AHanM3upoBaTh pabouyio CHTYalHI0, OCYIIECTBIIATE TEKyI{H H HTOTOBBIH KOHTPOIb, OLEHKY
¥ KOPPEKIMIO COGCTBEHHOM JIESTENEHOCTH, HECTH OTBETCTBEHHOCTD 34 pE3y/bTaTEl CBOEH pabOTEHL.

OK 4. OcymecTBIaTh HOUCK HH(OOPMALKH, Heobxomumoit A 3(Q@EKTHBHOTO BEIIOTHEHHS
npo¢eCCHOHANIBHBIX 3a/1ad.

OK 5. Hcrmons30Barh HH(GOPMALHOHHO-KOMMYHHKAI[MOHHEIE TEXHOIOIHH B npodeccuoHaTBHOM
JIeSTeTEHOCTH.

OK. 6. PaBoTaTh B KoManze, 3(pHEKTHBHO 00MmaThes ¢ KOIeraMy, pyKOBOICTBOM, KITHEHTaMH.

OK 8. Co6mionaTh [eI0BOH 3THKET, KyAbTypy M MCHXOIOTHYECKHE OCHOBBL oOlIeHMsa, HOPMBL H
[IpaBH/Ia IOBEJEHH; HCTIONB30BATh METOBI M CPEACTBA NIETI0BOTO 00IEeHHMS.

OK 9. CaMOCTOSITENBHO ONpENeATh 3adadd MPOHECCHOHANBHOr0 M IHIHOCTHOTO pa3BHTHS,



3aHHMAThCA caM00Bpa30BaAHHEM, OCO3HAHHO ITAHHPOBATE IIOBBIIICHHE KBTI UKAITHH.
OK 10. Cobmiomars TpeOGoBaHHS GE30MACHOCTH TpyAa, MOKapHOH Oe30IIACHOCTH, CAHMTApHH H
TUTHEHBI, OXPaHbl TPYAA.

YYEBHBIN IJIAH
O6mas Pa60(ra oﬁyqarom)eroc;l DopMt
B aKaz. Jac. "
No HaumeHoBaHKe yaeOHBIX g}g:el: HpOMe}KgTOqHOH
/11 KypCOB aan. | o [MpaxTHYECKHE HTOLOBOM
EKIHH 3aHATHA
Yac. aTTEeCTAIHH
1 | ObmeTeXHHYECKHH 32 16 16 334eT
2 | CnenHaiabHbIH 64 30 34 3a4eT
3 | IIpaktideckoe oOydeHue 18 - 18 3a4eT
Kranuduka
HTorosas aTTecTanus 4 4 IIAOHHEIH
3K3aMeH
HTOTO 116 46 70

JInmam, YCHEITHO OCBOMBIIMM COOTBETCTBYIOIIYIO OCHOBHYIO IIPOTPaMMy podhecCHOHATBHOTO
o6yderus mo npodeccur «CekpeTaph-MalTHHHCTKA» 3aKaHIHBACTCA HTOrOBOH aTTecTaledl M BhIAYeH
MTOrOBOrO TOKyMeHTa — CBHJIETENBCTBO O Mpotdeccnu pabodero, HOLKHOCTH CIIYKAIIETo ¢ MPUCBOCHHEM
kpanndukanuy - CexkpeTapb-MaIlHHHCTKA.

3. BUI ATTECTAIIUHA
OcBOEHHE TIPOrPaMMEI TIPO(ECCHOHATLHOrO 00yHYeHNA 3aKaHIHBACTCA HUTOrOBOM aTTecTalueH B
hopme KBATHOUKAIMOHHOTO 5k3aMeHa. KBanuHKAIMOHHBIH SK3aMEH BKITIOUACT B ce0s TIPaKTHYECKYHO
kBanuAKAMOHHYI0 pafoTy M TNPOBEPKY TEOPETHYECKMX 3HAHHH B IPCLCIax KBAIM(DHKAITHOHHEIX
TpeGoBanHMit ¥ MPOBOAXICS B COOTBETCTBHH € IIPOTPaMMOH KBAM(HUKALMOHHOTO 9K3aMEHa.

, ;%;%ar/nﬁyﬂmna AA.
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CocTaBHTEAR.




