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IIporpamma npogeccnonaabHOro 00yuenus no npogeccnu «Cexperapn-
aIMMHUCTPATOP»

Cpok o0yueHus 2 Mecsma

®opma 00yueHHsI OYHO-3a04HAs C IPUMEHEHHUEM JUCTAHIIMOHHBIX 00pa30BaTEbHBIX
TEXHOJIOTUH

Ceprues Ilocag 2019r.



MHNOACHUTEJBHASA 3AIINCKA

[Iporpamma mpodeccuonanpHOoro 00ydeHuss mo mpodeccun «Cekperaph-
aJIMUHUCTpATOp» pa3paboTraHa B cooTBeTcTBUU C¢ DenepanbHbIM 3akoHOM "OO
oOpazoBanuu B Poccuiickoit ®@eaeparuu" ot 29.12.2012 Ne 273-®3, [Ipukazom
Munoopuayku Poccun ot 18.04.2013 Ne 292 "O6 yrtBepxkaenuu Ilopsaka
OpraHM3allMd U OCYILECTBICHHUS 00pa30BaTENbHOM AEATEIbHOCTU MO OCHOBHBIM
nporpamMmmam mpodeccuoHanbHoro ooyuenus", Ilpukazom Muntpyaa Poccuu ot
06.05.2015 Ne 276m "OO6 yTBepkiaeHun NpodecCHOHATHLHOTO CTaHaapTa
"Crneuuaauct MO OpraHU3allMOHHOMY U JOKYMEHTAIlMOHHOMY OOECIEeUEHHUIO
ynpasienus: opranuzanueii”, Ilpukazom MunoOpHayku Poccun ot 02.07.2013 Ne
513 "OG6 yrBepxkaenuu llepeuns npodeccuit pabounx, J0HKHOCTEN CIyKaITUX, 0
KOTOPBIM OCYIIECTBIIIETCS TTpodecCuoHalIbHOE 00yUueHue".

Lenp peanu3anuu OporpamMMbl — MOATOTOBKA CIy’Kallero, o0Jalarolero
HEO0OXOIMMBIMU TEOPETUUECKUMH 3HAHUSAMH U MPAKTUUECKUMH HaBbIKaMU B chepe
OpraHU3allMOHHOTO O00€CNeUeHUs JAESITEIbHOCTH OpraHu3alii, OTBEYAIOIIMMHU
TpeOOBaHUSM COBPEMEHHOI'O POCCUHCKOTO 3aKOHO1aTEIbCTBA.

[Iporpamma cocTouT U3 2 OJOKOB: TEOPETHYECKOTO W MPAKTHYECKOTO.
OcBoeHuEe TEOPETUYECKOTo OJIOKa MPOUCXOAUT ayAUTOPHO, B YUYEOHBIX KJlaccax.
OcBoeHue MPaKTUYECKOro OJIOKa MPOXOAWT B YUPEKACHUSIX, MPEANPUITHSIX H
OpraHu3alusX MO IOTOBOPY O MPOXOKIACHUU MPAKTUKH.

[Io okoOH4YaHMM TEOpEeTHYECKOro OJIoKa, Mepe] MNPaKTHUYECKOH YacThlo,

IIPOBOJIUTCS MMPOMEXKYTOUHAs arrectauuss. PopMa NpoMEKyTOUHOM aTTECTALNU —



3ayeT. [lo oxkoHuaHMM OOy4YeHHs, TOCJIE TMPaKTUKUA, MTPOBOAUTCA HTOTOBas
arrectanua. @opMa UTOrOBOM aTTECTAI[H — SK3aMEH.

HToroBblil KBanu(UKAMOHHBIN 9K3aMEH MPOBOAUTCS MO Ometam. Kaxaprit
OMJIET COCTOUT U3 4 BOIPOCOB, 2 BOIIPOCA TEOPETHUECKUX U 2 MPAKTUYECKUX.

K xoHIty 00y4eHust Kaxaplii 00y4aromuics J0KEeH YMETh CaMOCTOSITEIIHO
BBITMIOJHSATH BCE pabOThI, IPEyCMOTPEHHBIE KBATM()UKAIIMOHHOM XapaKTePUCTUKON
o npodeccuu.

Caymarenb, TPUCTYMAIONIMKA K OCBOGHHUIO MPOTPAMMBI, JOJDKEH BIAICTh
OCHOBaMH pabOThI Ha TIEPCOHAIIBHOM KOMITBIOTEpPE, YMETh pad0TaTh C TEKCTOBBIM
penakropoM Microsoft Word unu ero ananoramu.

OOyueHue 1o nporpaMmMe BEJIETCS Ha PyCCKOM SI3bIKE.

[Iporpamma y4eOHOW TUCHUIUIMHBI COCTaBJIEHA C YYETOM BO3MOXXHOCTEH
CucrteMbl SJIEKTPOHHOTO O0O0yueHHs «AkageMus-Meaua», MPeaoCTaBIIeMbIX
I['BIIOY MO «CeprueBo-Ilocanckuii KOMIEMK» KakK OKCHEPUMEHTAIBHOU
wiomanake OPI'AY «DenepaibHblii MHCTUTYT pa3BUTHs oOpazoBanus» (OIAY
«D®UPO») mno Tteme «Pa3paboTka u ampoOanus HAYYHO-METOJIUYECKUX U
OpraHU3allMOHHO-TEXHOJIOTUYECKUX  YCJIOBUW  TMOBBIIICHHUS  KadyecTBa U
3G (HEKTUBHOCTH TOJATOTOBKH KBATU(DUIIMPOBAHHBIX KAaJpPOB B CHUCTEME CPEIHETO
npodeccuoHabHOrO 00pa3oBanus cyonbekta Poccuiickoit denepanni Ha OCHOBE
KOMILJIEKCHOTO MPUMEHEHHS 3JIEKTPOHHOro oOydeHus» (mpuka3z MwuHucrepcTBa
oOpa3zoBanus MockoBckoil obsactu ot 26.05.2016 r. Ne 1998, mpukaz OI'AY
«®UPO» ot 10.02.2016 1. Ne 33).



KBAJINMOUKAIIMOHHASA XAPAKTEPUCTUKA

Tpynossie necTBus:

[lepenanpasienne TeaeOHHBIX 3BOHKOB PYKOBOJICTBY M COTPYIHUKAM
OpraHHu3anuu

Peructpanus nocrymnaroniux Teine)OHHBIX 3BOHKOB

[Moxy4enune HeOOXOAMMO HHPOPMAIIHHU U TIepeada CAaHKIIMOHUPOBAHHOM
uHbopMaIuu 1o Tenedony.

Heo0xogumblie ymMeHus:

DyHKINH, 38]]a4H1, CTPYKTYypa OPraHU3ALNH, €€ CBA3U

[IpaBuiia B3aMMOIEMCTBUS C MAPTHEPAMH, KIIMEHTAMHU, CPEJICTBAMU
MaccoBOM HHGOpMAIUU

DTHKA IEJI0BOT0 OOIIEHUS

[IpaBuiia peueBoOro 3TUKETA

TpeOoBaHus 0XpaHbl TpyAa

[IpaBuiia 3anuThl KOHDUACHITUATLHOMN CTyKeOHOU UH(pOpMAaIUH.

Heo0xoaumpble 3HAHUA:

Hcronp30BaTh TEXHHYECKHUE M IIPOTPAMMHEBIE CPEJICTBA JIJISl IPOBEICHUS
rOJI0COBOM MJIM BUACO-KOH(EPEHII-CBSI3U

Hcmonp30BaTh cpeicTBa KOMMYHHKAITMOHHOW OPTTEXHUKH VIS TIOJTyICHHUS
U niepenayu uHdopmaium

Bectu y4yeTHble peructpaimoHabie (OpMbI, UCIIOIH30BATH UX JIJIS
uH(OPMAITMOHHON PabOTHI

YcraHaBIMBaTh KOHTAKT C COOECETHUKOM, TIOIJICP)KMBATh U Pa3BUBAThH
JIeJIOBYI0 Oecey B mporiecce Teae(OHHBIX EPETOBOPOB

CrnaxxuBaTh KOHMIUKTHBIE U CII0OKHBIC CUTYaITMH MEXINYHOCTHOTO
B3aUMOJECHUCTBUSA

CoOmroaTh CIIyKeOHBIN ITHUKET.



YUYEBHbBIA IIJIAH

Koa npodeccun (10/1KHOCTH): HET

HaumenoBanue npodeccun (1015KHOCTH): CEKPETAPb-aIMUHUACTPATOP.
YpoBenb odpazoBanus: npodeccroHanbHOe 00ydeHne (MMOArOTOBKA).
LeneBas ayauropusi: 1uia, MMEIOIIKE cpeiHee 0011ee 00pa3oBaHue.
IIpucBanBaempliii pa3psa (kBaaudukamus): HeT

®opma 00y4eHHUAA: OYHO-3a04YHAS.

KosuvecTBO 4acoB o0y4yeHusi: 72 4acos.

Bupa yueOHo# padoThl Oovem uacos
MakcumasibHas ydyeOHasi Harpy3ka (Bcero) 72
Oo0s3aTesbHAsA ayIUTOPHAs y4eOHAasi HATPY3Ka (BcCero) 8

B TOM HHUCJIC:

- MPAKTUYECKHE 3aHATUS U KOHTPOJIbHBIE paOOThHI 4

CamocrosiTesibHasi paboTa (Bcero) 64

Hmozcosas ammecmayus 6 ghopme ougpepenyuposanno2o

3a4demda

Cpok o0yyenmsi: 2 Mecsama (CpoK MOXKET OBITH MPOJICH 32 CYET YMCHBIIICHHS
KOJMYECTBA aKaJeMHUYECKUX YacOB B JICHb, IO COTJIACOBAHUIO C 3aKa3YMKOM
00pa30BaTENbHBIX YCIYT).



Kanennapublii rpadpuk o0ydeHusi: MOHEACIBHUK-TIITHULA, IO § 4acoB B JI€Hb

(Fpa(l)I/IK MOJKET OBITh U3MEHEH I10 COTJIACOBAHMIO C 3aKa3YHKOM O6paBOBaTCJ'IBHI)IX

yCHyT).

JIOKyMeHT, BbLIaBaeMbld 10 OKOHYAHUM OOy4YeHMS:

npodeccun pabovero, JOHKHOCTH CITy’KaIETo.

CBUACTCIBCTBO O

Buanl 3ansaTuit

Ne Koxa-Bo
/ HaunMeHoBaHue pa3ae/ioB, KypcoB, IpeAMeTOB 4acoB Jlexuun JlaGopaTopHbie
e BCEro padoThbI
1. TeopeTuueckoe o0yueHue
1.1. | Beenenue B mpodeccuro 2 1 1
1.2. | Oxpana Tpyna 2 1 1
1.3. | HopmaTuBHO-IIpaBoBOE 00ecIieueHUE CEKPETapCKOM 2 1 1
JeSITeIbHOCTH
1.4. JloxyMeHTanmoHHOe o0ecTieueHIE YIPaBICHHS 20 10 10
1.5. OpranuzanoHHOe obecreyeHre ynpaBiIeHus 10 5 5
KonduaennuanpHOE NET0MPOU3BOICTBO H 3aIUTa 8 6 2
1.6. | uadopmaryu
NupopMaIimoHHbIe KOMITBIOTEPHBIC TEXHOJIOTUU U 10 4 4
1.7. | TexHMYEeCKHE CpeACTBA YIPaBICHUS
IIpodeccrnonanbHas 3THKA U 1€TOBON 3TUKET 8 4 4
1.8. | cekperaps.
2. I[IpakTH4eckoe 00yyeHHe 8 - -
3. JAuddepeHuupoBaHHbIi 3a4eT 2 - -
HUTOrO: 72




TemMaTnueckui MJIaH JUCHUILINHBI

HaumeHoBaHuUsI pa3ieioB Bcero Oo6vem epemenu, 0neeOdeH LIl HA 0CEOEHUE
npogeccuoHaJIBLHOI0 MOAY.JISI 4acos MeNCOUCYUNTTUHAPHO20 Kypca (Kypcos)
(maxc. Oo0s3aTebHas Camocmosamenvn
yuebnas ayAuTOpHAasi ydeOHast as paboma
Hazpy3Ka u HArpy3ka obyuarowezocs,
npaKmuxi) o0yuaromerocs uacog
Bcero, B T.4.
Jaboparo
4acoB patop
HbIE
padoThI H
NpaKkTHyec
KHe
3aHATHS,
4acoB
1 2 3 4 5 6
1 Teopernyeckoe o0yueHue
2
1.1. Beenenue B mpodeccuro 2
2
1.2. Oxpana Tpyna 2
2
1.3. HopmatuBHO-TIpaBoBOE 2
obecrieueHne cekpeTapcKoi
JEATETbHOCTH
17
14 JloKyMeHTaImoHHOE o0ecTieueHne 20 2 1
o yTIpaBIEHHUSI
8
15 OpranuzannoHHoe o0ecreueHne 10 1 1
A yIIpaBJIeHHs
7
Kondunenunansaoe 1
JIeTIOTIPON3BOJICTBO U 3aIHUTa 8
1.6. nHpOpMALUH
8
WHdopmannoHHbIe KOMITBIOTEPHBIE 2
TEXHOJIOTUH U TEXHUUYECKHE 10
1.7. CpENCTBa yIPABICHUS
7
[MpodeccronansHas aTHKA U 8 1
1.8. JIeNIOBOM 3THKET CEeKpeTaps.
8
2. IIpakTnyeckoe odyueHue 8 - -
3. JAuddepenunpoBaHHblii 3aueT 2 - -
Bcero: 64
72 8




YUYEBHAS ITPOT'PAMMA

Pasznennt Conep:xanue

1. TeopeTnyeckoe o0yueHue

. OCHOBHbIE TEPMUHBI U ONIPEAEICHUS B
cdepe opraHu3alMoHHOIO U
JIOKYMEHTAllMOHHOT0 00ecrieueHus
YIPaBIEHUS.

o KpaTkast uctopusi CeKpeTapcKoro
Jena.

J KBanudukanmonHas xapakTepucTuka
CeKpeTaps-aAMMHHUCTPATOPA, €r0 POJib B
CTpYKType opranusanuu. OyHKuu
cekpeTaps.

o @OyHKIMM Iy kOBl cCeKpeTapuara B
opranu3anuu. Kagapossiii cocTaB CiryKObI
cekperapuata. Posb 1 MeCTo CiryKObI
ceKkperapuara B CTPYKTYpe OpraHU3alLHH.

. WNupopmanus, ee BUAbI U CBONCTBA.

o Wudopmannonnasie 6apbepsbl.
NHupopmalinoHHbIE TOTOKU B OPraHU3aIUH.

1. BBenenue B npogeccuio

JlabopaTopHas pabora:

1. IlucbMeHHbIN UM YCTHBIN ONPOC HA 3HAHUE
TEPMMHOB M  ompefeneHudl B  cdepe
OpPraHM3aIl[MIOHHOTO W JOKYMEHTallMOHHOI'O
oOecrnieyeHus ynpaBIeHUsl.

2. OtHectu 3aJaHHbIE KBAJIW(PUKAIIMOHHBIE
XapaKTepUCTHKH K ONpeAeNIeHHOH nmpodeccuu
WA JIOJDKHOCTH, OTIHPAsiCh Ha
npodeccuoHaIbHbIE CTaHJapThI u
KBaJTM(UKAIIMOHHBIE XapaKTEPUCTUKH.

3. Ilpoanamu3upoBaTb TEKCT JOKYMEHTa U
OIIPEAEIINTH!

a) Ka4ecTBO HMH(OpMAIMM C TOYKH 3PEHHUS
HaJIMYMsT ~ BCEX  HEOOXOAMMBIX  CBOMCTB
uH(pOpMaIHH;




0) MHPOPMALIMOHHBIE YPOBHHU JIOKYMEHTA;

B) MH(OPMALMOHHBIE Oapbepbl, MEMIAIOIINE
BOCTIPUATHIO UH(OPMAIIHH.

2. Oxpana Tpyaa . OO6mmwme TpeboBaHUsI OXpaHbI TPYa.

o TpeGoBanus oXpaHsl TpyJa nepea
HAy4aIoM paboThl.

J TpeboBaHus OXpaHbI TPyJa BO BpeMs
paboTHI.

o TpeGoBaHus OXpaHbl TpyJa B
aBapUIHBIX CUTYAIUSX.

. TpeboBaHus OXpaHbl Tpy/ia MO

OKOHYaHHUH pa60T.

JlabopaTopHas pabora:

1. OtpaboTKka OmnpeAeseHHbIX CUTyalul
(kelicoB), CBsI3aHHBIX C OXpaHOM Tpyda B
oduce U aBapuUITHBIMU CUTYaLUSIMHU.

e OrmnpefeneHre HOPMATUBHO-TIPABOBOIO aKTa.

e ['ocynapcTBeHHast cucrema
JIOKYMEHTAIMOHHOTO obecrieueHus
ynpasnenuss ('CHOY) - cBox mnpasui,
YCTaHABIUBAIOIINX €IUHBIE TpeOOBaHUA K
JIOKYMEHTHUPOBAHUIO yIpaBJIeHYECKOU
JESATETLHOCTH W OpraHu3aiu paboThl C
JIOKYMEHTaMU Ha MPEAIPUATHSAX Pa3TUIHbIX
OpraHU3aIMOHHO-TIPABOBBIX (HOpM.

e CocraB yIrpaBJIeHYECKUX JOKYMEHTOB.

e [lonsATHE cUCTEM JOKYMEHTAIIUH.

e OTHeceHHE NTOKYMEHTOB K TOW WU WHOMN
cUCTeME€  JOKyMEHTaluW, HayuHasi C
pazneneHus ~ BCeX  JIOKYMEHTOB  Ha
ouIHManbHble JOKYMEHTBI W JOKYMEHTHI
JUYHOTO MPOXOKICHUSI.

e Bugpl JOKyMEHTOB B KaXIOH CHCTEME
JIOKyMEHTAIUH.

o OmnpeneneHue MOHITHIA «YHUDUKAIMSD U
«CTaHIAPTU3ALH.

o YHUPUITUPOBAHHBIC CHCTEMBI
JIOKyMEHTAIUH.

o [lonsiTue u Ha3HAYEHHE OOIIEPOCCHICKUX
kiaccudukaropon: OOIIEPOCCUHCKOTO

3. HopmaTuBHo-nipaBoBoe o0ecnevyeHue
CEKPeTapCKOM AesITeJIbHOCTH
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KJacCu(UKATOpa ynpaBIeHICCKON
nokyMeHTaIuu, O0IepoCcCuicKoro
Kiaccuukaropa npearnpuiaTuii u
opranu3zanuii, O0mepocCuiicKoro
KJIacCU(UKATOPA TTPOTYKIIHH.

e ['ocynapctBennsie crannaptel: [OCT

51141-98 J1enonpou3BOJCTBO U apXUBHOE
neno. Tepmunsl u onpenenenus. 'OCT
7.0.97-2016. HaimoHabHBIN CTaHAAPT
Poccuiickoit @enepanuu. Cuctema
CTaHJIapTOB 0 UH(OPMALIUH,
OMOTMOTEYHOMY U U3/1aTEILCKOMY JIETTy.
Opranu3alroHHO-PACTIOPSIUTEIbHAS
nokymeHranus. TpeGoBaHus K

0 OpMIICHHIO TOKyMEHTOB" (yTB.
[Ipukazom Poccrangapra ot 08.12.2016 Ne
2004-cr).

e [locranoBnenue IlpaBurensctBa PD ot

15.06.2009 Ne 477 "O6 yTBepKIeHUU
[IpaBwun nenonponsBoacTBa B perepaibHbIX
OpraHax MCIOJHUTEIbHOM BIacTH".

e "OK 011-93. OO6mmepoccuiickuit

Ki1accudukarop yIpaBICHYECKON
noxkymeHtauun" (yrB. IlocTaHOBIEHMEM
l'occranmapra Poccun ot 30.12.1993 Ne
299)

JlaGoparopHas paboTa:

e [louck 3agaHHBIX HOPMATUBHO-IIPABOBBIX

aKTOB B CUCTEMC ((KOHCYHI)T&HT'HJHOC».

e [lomck 3aaHHOTO TCEKCTa B HOPMATHBHO-

ITPAaBOBBIX AKTaX.

e Pabora ¢ ki1accupuKaTOpaMu TEXHUKO-

SKOHOMHYECKOU " COLIMAILHOU
UHpOpMaLIUH.

4. JlokyMeHTaHOHHOE o0ecrevyeHmne
ynpaBJieHus

Knaccugukanus ~ opraHu3allioOHHO-
pacnopsauTenbHbIX 10KyMeHTOB (OPJT).

[TonrsiTue u Buas! 6;1ankoB OP/I.

TpeboBanus kK 0OpMIICHUIO OJIAHKOB.

CocraB pexBuzuros OP/I.

TpeGoBanus K 0 OpMIIEHHUIO
PEKBU3UTOB.

[IpaBuiia coctaBiaeHuss U OPOPMIICHUS
OpraHU3alMOHHO-TIPAaBOBON JTOKYMEHTALIUH:
NPaBUJIa, TIOJIOKECHHUS, HHCTPYKITUH.
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o [TpaBuia cocraBieHust U opopMiIeHUs
pacropsANTEIbHON JOKYMEHTAIIMH: TPHKa3
110 OCHOBHOU JICSITEIIBHOCTH, PACTIOPSKCHUE.

o [TpaBuna cocraBieHust U oopmieHus
WH(POPMAIIMOHHO-CITPABOYHOM
JOKYMEHTALlMU: IIPOTOKOJ, akT, IHCHbMO,
CIpaBKa, 3asBIIEeHHE,  Tele)OHOTpaMMa,
dakcorpamma, COOOMICHHWE AICKTPOHHOU
MOYTHI, TIEpPEUCHb, CBOJKA, 3aKIIOYCHHUE,

cuyxeOHass ~ 3ammcka, 00BSICHUTEIIbHAS
3aITUCKa, TOKJIHAs 3aIiCKa.

) Bunwr nucem.

o [loHATHE JOKYMEHTOOOOPOTa,  €ro
KOJIMYECTBECHHBIC u KauyeCTBCHHBIC
XapaKTePUCTUKH.

. IIpueMm wu mepBuuHas oOpaboOTKa
BXOJISIINX JOKYMEHTOB.

o Perucrparus JOKyMeHTOB.

o [Tpoxoxnenue BHYTPEHHUX
JIOKYMEHTOB.

o O06paboTKa UCXOAAIMIUX TOKYMEHTOB.

o KoHTpob HCTTOTHEHUST JOKYMEHTOB.

o CrpaBouno-uH(popmanmonHas pabora

¢ nokymeHTamu. Pabora ¢ 06azamMu JaHHBIX
OpraHu3aIuy.
° OnepaTuBHOE XpaHEHUE JOKYMEHTOB.

JlaGoparopHas paboTa:

1. CocraButh ¥ OGOPMUTH AOTKHOCTHYIO
MHCTPYKIIHIO CeKpeTapsi-aJMUHUCTPATOPA.

2. CocraBuTb ¥ OQOPMUTH TMpHKa3 IO
OCHOBHOM J1€ATENBHOCTH.

3. CocraButh U O(GOPMUTH NHCBMO Ha
OyMa)KHOM HOCHUTEJE.

4. CocrtaButh U OQOPMHUTH IMHCHMO-
COO0O0I1IeHUE PTIEKTPOHHOM MOYTHI.

4. Ilposectn kinaccuuKaluio JIE€IOBBIX
JOKYMEHTOB U Pa3JIOKUTh MX IO Mafnkam B
COOTBETCTBHUH C ITOU KJIacCU(PUKALIUCH.

5. OdopMute  KypHal1  perucTpanuu
BXOJAILIMX JOKYMEHTOB.

5. OpranusannoHHoe odecrneyeHmne
ylpaBJieHusl

) [ToHsiTHE OpraHN3alIMOHHOTO
obecreueHus ynpaBleHusi, €ro BUJIbI,

CTPYKTYpa, QyHKIUH.
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o OcHOBHBIC PYHKIIUU CEKPETAPS 110
obecrieueHnI0 6€3J0KyMEHTHOMY
00eCTeyeHHIO YIpaBICHUS.

o Opranuzanus TeneQOHHBIX
IIepETOBOPOB.
o Opranusanus paboTsl ¢

IIOCETUTEIISIMU B IIPUEMHOM. YUeT
noceTuTesne u oopMieHUE MPOITyCKOB.

o Opranun3zanust KOMaHAMPOBOK
pykoBoauTens. 3aka3 ouneroB. Odopmienne
BU3.

) Opranuzanus coBellaHum,
IIPOTOKOJIbHBIX MEPOIPUATHUH, IPE3CHTALUH.

. [InanupoBanue pabodero BpeMeH!
PYKOBOAMTEIIS.

. [TnanupoBanue pabodyero BpeMeHU
cekperapsi.

. KoopaunupoBanue paboTsl

COTPYAHUKOB OPTaHHU3ALUH.

JlabopaTopHas pabora:

1. enoas urpa «MojenupoBaHHe I€TOBOTO
pasroBopa 1o teiaeGoHy».

2. [lenoBas urpa «MonenupoBaHue padoThI ¢
IIOCETUTCIIAMU B HpI/IeMHOI\/JI».

3. Opranu3zanus KOMaHIUPOBKU
pykoBoauTens (og00p ONTUMAaBHOM
TOCTUHUIIBI U aBUapeiica).

4. CepBUpOBKa YallHOTO CTOJIA.

5. CninanupoBaTh cBOM pabouunii 1€HD B
oduce.

6. CipOo€KTHPOBATh BU3YAIHHO B BUIE CXEMBI
WM pUCYHKa (Ha OyMaXHOM WM
3JIEKTPOHHOM HOCHUTeNEe) paboyee MecTo

ceKkperapsl.
[

6. KonduaenuuaabHoe /1eJ10PON3BOICTBO Cymmocre, Jsafatt H OCOGEHHOCTE
KOH(HIEHIIMATBLHON HH()OpMAIIH.

U 3a1MTa HHpopMannu o
o Bunst KOH(HIEHIINATbHON
uH(pOpMaLINH.
. [IepconasbHBIE JAHHBIE.
. Cmy>xeOHas TaifHa.

o [IpodeccuonanbHas TaiiHa.
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. Kommepueckas Taiina.

o Omnpenenenue cocTaBa
KOH(HIEHIIMATIbHBIX JOKYMEHTOB.

o JlokyMeHTHpOBaHHE
KOH(UICHIMATEHOU HH(OpMAIIUH.

o Opranu3zanus paboThI c
KOH(pHIEHIIMATbHBIMH JOKYMEHTAMHU.

o VYuer KOH(pHICHIIMATIBHBIX
JIOKYMEHTOB.

o [TpuHIMIBI 32U T HHYOPMAIIH.

o MeTtoael M CpeICTBa  3alllUTHI
uHpOpPMALIUU OT YTEPH, KPaXKU WK TIOPYH.

. IToTrenuumanpHble yYIpO3bI

nH(pOpMaIMOHHOM 0€30MMacHOCTH.

JlaGopaTopHas padora:

1. [Ipoananu3upoBarh 3aJaHHBIA JOKYMEHT U
OIIPEACTHUTh HaJIM4ue u COCTaB
KOH(UAECHIMATbHONW NH()OPMALIUY B HEM.

2. Ilpoananu3upoBath 3alaHHBIN JOKYMEHT H
OTIPEICIIUTH, K KakoMy BUIY
KOH(HICHIIMATHHON HH()OPMAIIK OTHOCATCS
CBEJICHUS, COJIEPIKAIIUECS B HEM.

3. OtpaboTka OMNpeaeNIeHHBIX CUTyalUul
(keicoB), CBSI3aHHBIX C 3AIIUTON HH(OpMAITUH
B OpraHU3alHH.

7. UndopMannoHHbIe KOMIIBIOTEPHbIE
TEXHOJIOTUH ¥ TeXHUYECKHe CPeACTBA
ylpaBJjeHus

o CpencrBa OprTEXHHKH; ONpEIeTICHHE,
Ha3zHaueHUe, Kiaccuukaus.

o TpeboBanus 6€30MaCHOCTH TPyJa.

o [Tomemenne Ui ympaBJIeHUECKUX
CITy>K0, €r0 OCHAIIICHHE

o CpencrtBa cocTaBIeHUS! OPUTHHAJIOB
JOKYMEHTOB

o CpencrBa KONUpOBaHUS U
OIEPATUBHOTO Pa3MHOXKEHUS TOKYMEHTOB.

. CpenctBa cBs3u

J CpencTBa XxpaHeHHUs, TIOUCKA U
TPaHCIOPTHPOBAHUS IOKYMEHTOB

. CpenctBa 00pabOTKH JOKYMEHTOB

. JukTtodoHHAs TeXHUKA

. BrruucnurensHsie cpencTBa
OPITEXHHUKH.

o [Taker  TpUKIATHBIX porpamMm

Microsoft Office.
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. TekcroBeiii  mporeccop  Microsoft
Word.

o Tabmuuneiii  mporieccop  Microsoft
Excel.

. IIporpamma noAroTOBKY NpE3EHTALUI
Microsoft PowerPoint.

. [TepconanbHbII KOMMYHHUKaTOP
Microsoft Outlook.

. [TpunoskeHue 1yisi yripaBieHus 6azamu

na"HbIX Microsoft Access.

JlaGopaTopHas pabora:

1. HamewaraTe ¥ OTpEeNakTUPOBATh TEKCT B
nporpamme  Microsoft Word, npumenss
pasHbIe cTUIH (POPMATHPOBAHHSL.

2. CocraBuTh Ta0NHWIly ¥ JguUarpamMmy B
nporpamme Microsoft Excel.

3. IloarotoBuTs MUHHU-TIPE3CHTALUIO B
nporpamme Microsoft PowerPoint u mokasars
€€ Ha BUJICOTIPOEKTOPE.

4. PacnmanupoBath cBoe padouee BpeMsl Ha
CJIEYIOIIYIO HEJIENIO C TOMOIIBIO IPOTPaMMBbl
Microsoft Outlook.

5. IlpousBectu TmeyaTh, CKaHUPOBAHHUE,
KOITUPOBaHUE ¥ JAMUHUPOBAHHUE IOKYMEHTA C
MOMOIIBIO CPEJICTB OPTTEXHUKH.

8. IlpodeccnoHaIbLHAS 3TUKA U 1€10BOI
ITHKET ceKperaps.

. CymHocTh, QYHKIUM U CTPYKTypa
OOIIeHuS.

o Bunast 1 popmsl estoBoro o0IeHus.

° KauecTna, HEO0O0XO0IUMBIE JUIST
Pe3yJIbTaTUBHOTO JIeI0BOTO o01meHus
(oOpa3oBaHHOCTH, KOMMYHHUKAOEIIbHOCTb,

o0miass KyJibTypa, NOHUMaHHE MCHXOJOTHH
JMONIel); WX 3HAUCHUE. 3SHAYeHue 3HAHULL
ONpeOeNieHHbIX HOp U Npasul  OOWeHUs.
[enoBeie 6ecenpl. [lenoBblie neperoBopsl.

. KynpeTypa 1enoBsIx coBEIIaHUM.

° Ocobennoctu o0I1IeHus c
MHOCTPaHHBIMU NIAPTHEPAMH.

o Konduuktel B aenoBoi cpene, HuX
THUTIOJIOTHSL.

. Pa3penienne KoH(IMKTOB.

. DTHKET TeNe(POHHBIX IEPETOBOPOB.

o KynbTypa n1enoBoit nepenucku.

o [Tpuem u oO1IeHNE C TOCETUTENIMH.

o ITonapku, CyBEeHUPBL.

. Nmu ok cekperaps. HckycerBo

CaMOIIPE3EHTAIIMY Y BHEIIIHUM BH/I.
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JlaboparopHast paboTa:

1. IIpakTukym «ITo3nan ceOs»
(TICUXOJIOTUYECKOE TECTUPOBAHUE).

2. /[lenoBble WIrpbl MO MEXJIUYHOCTHOMY
OOIIECHUIO.

2. 3a4deT (MPOMEKYTOUYHAS ATTECTALMS)

3. lIpakTHyeckoe o0yueHue

1. BBenenue B npodeccuio

3HAKOMCTBO C OpraHH3aIUeil, ee CTPYKTYPOH,
ciyx00i1 cekperapuata (Ipd HAIUYHUH),
CHUCTEMO OPraHU3aLMOHHOTO u
JIOKYMEHTAllMOHHOI'O obecrieyeHus
yIpaBJIeHUs, TOTOKaMH UH()OPMAITHH.

2. Oxpana Tpyana

HpOXO)KI[CHI/Ie HHCTPYKTAXKa 0 OXpaHEC Tpyda
B OpraHu3aluu.

3. HopmaTuBHO-IpaBOBOE O0ecneyeHHe
CEKPeTapCKOM AesITeJIbHOCTH

O3HakOMJIEHME € HOPMaTHUBHO-NIPAaBOBBIMU
aktamu PO u cyobekra PO, perynupyrommmu
JEeATEIbHOCTh OpraHU3aluH.

O3zHakoMIIeHHE c JOKaJIbHBIMU
HOPMAaTUBHBIMU aKTaMH OpPraHU3allH, B TOM
qucie peryiupyounmx chepy IesTeIbHOCTH
CEeKpeTapsl.

4. lIokyMeHTallHOHHOE oDecrneyeHne
ynpaBJieHust

COCTaBHCHI/IC, O(bOpMJ'IeHI/IC, PECAAKTUPOBAHUC
OpTraHHU3alluOHHO-PACIIOPAAUTCIBHBIX
JAOKYMCHTOB (OpTaHI/BaHI/IOHHO-HpaBOBBIXZ

IIOJIOYKEHUH, [IpaBuIl, UHCTPYKLUU;
pacnopsIIUTENbHBIX: IIPUKA30B,
pacIopsKEHUM; MH(OPMALIMOHHO-

CIIPABOYHBIX: MHCEM, CIPABOK, 3asSBJICHUH,
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aKTOB, IPOTOKOJOB, CBOJIOK, 3aKJIIOUEHHH,
niepeyvHei, ANEKTPOHHBIX MTUCEM,
tenedoHOTpaMM U TIp.).

PabGora ¢ ngokyMeHTaMHM Ha BCEeX OJTamax:
pHUeM, nepBUYHAs 00paboTka,
pacrpeneneHue o UCTIOJTHUTEIISIM,
perucTpanysi JIOKyMEHTOB, IIOCTAaHOBKa Ha
KOHTPOJIb, CHATHE C KOHTPOJs, 00paboTKa H
OTIIpaBKa UCXOSIINX JOKYMEHTOB,
cocTaBlieHHe M OQOpPMIICHHE TMANoOK JUIS
OTEPATUBHOTO XPAHEHUS JOKYMEHTOB.

5. OpranusanuoHHoe odecrnevyeHmne
ylpaBJieHUSs

I[Ipuem u pacnpeneneHue TeaePOHHBIX
3BOHKOB.

IIpuem nocerutenen B MPUEMHOM.

Yyer MOCETUTEIICH " odopmiteHue
HPOITYCKOB.

Opranuzanys KOMaHAMPOBOK PYyKOBOJUTEIS.
3aka3 6useroB. OdopmiieHue Bu3.

Opranuzanus COBEIIAHUM, MPOTOKOJIbHBIX
MEpONPHUITHUH, IPE3CHTALUH.

CepBupoBka yaiiHoro (ko¢eiHoro) croja B
oduce. [IpuroroBnenue  ropsuux  ©
MPOXJIAIUTEIEHBIX HAITUTKOB.

Koopaunariust paboThl KypbepOB U BOAUTEIICH.

[TnanupoBanue pabouero BPEMEHU
PYKOBOJUTES.

[MnanupoBanue pabodero BpeMeHU ceKpeTapsl.

Opranmzanuss ~ pabodero  MPOCTPAHCTBA
ceKkpeTapsl.

KoopaunupoBanue paboThl  COTPYTHHKOB
OpraHH3aIHH.
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O3HakoMIIEHUE C CHUCTEMON
6. KonuaeHunajibsHoe 1eJ10NMPOU3BOICTBO

KOH(UACHIIMATILHOTO  JIEJIONPOU3BOJICTBA B
U 3aUTa HHGoOpMauu (uaenn A p A

OpraHu3anuu.

O3HakoMIIEHUE C CUCTEMOI 3aIUTHI
uH(GOPMAIIUU B OPraHU3AIIMH.

PaboTa co BceMH TEXHUYECKUMHU CPEICTBAMHU
7. UudopmaniuoHHbIe KOMIIbIOTEPHbIE

TIpaBJICHUA npeacTaBJIICHHBIMU B
TEXHOJOTUMH U TEXHUIECCKHUE CPEACTBA ynp > pea

ynpaBJjieHus OpraHu3anuu.

PabGora Ha meEpCcOHANBHOM KOMIBIOTEpPE C
IAaKETOM MPHKIAAHBIX TmporpamMm Microsoft
Word.

o OHpeI[eJIeHI/Ie IICUXOJIOTHYCCKOT'O KJIMMaTra B
8. IIpodeccnoHanbHAs ITHKA U /1€J10BOM

ITHKeET CeKpeTaps.

KOJUICKTHBE.
JlenoBoe oOmieHwme.

CocraBieHUe U PEIAKTUPOBAHUE TEKCTOB
JOKYMEHTOB M  TEKCTOB  IyOJUYHBIX
BBICTYIUICHUH C TOYKM 3pPEHHUS PEUYEBOTO
ATHUKETA U IOKYMEHTHOMN JIMHTBUCTHKH.

4. Koncyabranuu

S. UToroBblii KBaIH(PUKANMOHHBIN IK3aMeH
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MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUME U
OCHAINEHHOCTDB OBPA30OBATEJBHOI'O ITPOLUECCA

B mporiecce ocBoeHHs mporpamMmbl UCHOJB3YIOTCS CIEAYIOIIUE CPECTBA
oO0ydYeHUs: KOMIBIOTEPHI C TOCTyNOM B MIHTEpHET M B JIOKAJIBHYIO CETh Y4€OHOTO
nmeHTpa (¢ maketoM mporpamMm Microsoft Office), mnpuHTepsl, CcKaHEpHI,
KOITUPOBAJIbHBIC alaparhl, JJAMUHATOP, MYJIbTUMEIUHHBINA MTPOCKTOP, dKpaH IS
MYJIBTUMEANHHOTO TPOEKTOpa, TMPUMEPhl O(PHUIIMATBHBIX TOKYMEHTOB, COOPHHUKH
HOPMATHBHO-TIPABOBEIX JOKYMEHTOB, cucTeMa «KOHCYJIbTaHT-ILTIOCY, TIAKAThl U

Pa3aaTOYHbIC MAaTCPHUAJILI, y‘le6HLIe 1mocoous u MCTOAUYICCKAA JIMTCpaTypa.
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TECTUPOBAHME JJI51 MIPOMEXXYTOYHOMN ATTECTALIUA

BOITPOCHI
1. Ha kakue /1B€ OCHOBHBIE IPYIIIBI MOXHO PA3AEIUTh O0SA3aHHOCTH CEKpeTapsi-

aJIMIHUCTPATOPA COBPEMEHHON KOMIIAaHUH?
a) JOKyMEHTAIlMOHHOE OOeCleueHue yhpaBieHUs U OEe3J0KyMEHTHOE
00cCITyKUBaHUE
0) IOKYMEHTAIlMOHHOE 00eCIIeYCHHE YINpaBICHHUS U 0030pHO-aHATUTHYSCKAS

byHKIUSA

B) 0030pHO-aHAJUTUYECKAsl U PEICTaBUTENIbCKAs (DyHKIIHS

2. UYTo 13 mepeuncieHHOro He OTHOCUTCS K (DyHKIIMOHATIBHBIM 3a/jauaM CeKpeTaps-
aaMHUHUCTpaTopa?

a) JeoBas MEPENNUCcKa U COCTABICHHUE TOTOBOPOB

0) opraHuzaius BHICTABOK U BCTPEY C KIIMEHTAMHU

B) MPOBEJICHUE BHYTPUKOPIIOPATUBHBIX TPEHUHIOB U CEMUHAPOB

3. Uto He BXOAWUT B CHHCOK NPO(ECCHOHATBHBIX TPEOOBAHUN K CEKpeTaplo-
aJIMUHUCTPATOPY?
a) COBEpIICHHOE BJIaJICHUE COBpeMEHHOU oprrexHukoi, MuHu-ATC, 3HaHuE
[TK
0) OIBIT COCTABJICHHUS MIPECC-PEIU30B U PEKIIAMHBIX TEKCTOB

B) BBICOKAsi TPaMOTHOCTb, BBICOKAsi CKOPOCTh I€YaTH

4. Yrto sBIsiETCS OCHOBAHUEM IS TIOCIIEAYIONICH mepeaaun KOH()HUISHIIUATbHOTO
JIOKyMEHTA Ha UCTIOJTHEHUE COTPYTHHUKY ?

a) Ppe30IOLUS

0) yCTHOE pachopsLKEHHE

B) CIICHHAIBHOTO PACTIOPSIKEHUS HE TpeOyeTcs

5. Kaxk Ha3pIBaeTCsl JOKYMEHT, KOTOPOI MOJITBEPKIAECT YCTAHOBJICHHBIE (DAKTHI,

COOBITHS HJIN JICI\/'ICTBI/ISI " COCTABJIACTCA ITPHU CBI/II[GTCJ]SIX?
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a) cIpaBKa
0) ciyxeOHas 3amucKa

B) aKT

6. UeM nucbMa-oTKa3bl OTIIMYAIOTCS OT APYTUX PA3HOBUAHOCTEN MUCEM?
a) BCEra COCTOSIT KaK MHUHUMYM U3 JIByX KOMMYHUKATHBHO-CMBICIOBBIX
qacTen
0) He TpeOyeTcs COCTABIATh 3aroj0BOK K TEKCTA MUChMa
B) otmaercs mnpeanmodteHue KOHCTPYKIUSM, B KOTOPHIX OOOCHOBaHHE

npcaAmecCTBYCT 3aKIIIOYCHUIO

7. Kakoe u3 npuBeIeHHBIX BBIPAKCHUH JTyIlle HE HCIIOIh30BATh?
a) "Bac oxunaer MBan liBanoBuu”
0) "Cpouno 3aitnure k MBany MBanoBuuy"

B) "3aiimute, noxanyicra, k UBany BanoBuuy"

8. Kakas u3 yacteit OyJeT U3JIUIIHEH MPU COCTABJICHUH MpUKa3a’?
a) BBOJIHAs
0) KOHCTaTHpyroIIas

B) pacnopsiauTeabHas

9. Kak cekperapb-aAMUHHACTPATOP TMOCTYNAET C KOPPECHOHACHUMEH IS
PYKOBOJCTBA C MOMETKOM "NMUYHO"?

a) BCKpPBIBAET U HE PETUCTPUPYET

0) BCKpBIBAET TOJBKO IO JOTOBOPEHHOCTH C PYKOBOJMTENIEM U PETUCTPUPYET

B) HE BCKPBIBAET U HE PETUCTPUPYET

10. YTO0 U3 MEepEeUrCICHHOTO HE SIBJIAETCS PEIAKTOPOM TEKCTOBBIX JOKYMEHTOB?
a) WordPad
0) Notepad

B) PowerPoint
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11. BriOepute NpaBUIbHOE YTBEPKICHUE:

a) BCe IIOCTYNAalIMe B OPraHU3alUI0 JOKYMEHTbl PETUCTPUPYIOTCS

CEeKpeTapeM-aJIMUHUCTPATOPOM

0) MOCTYyAMBIIME B OPraHU3ALHUIO TOKYMEHThI PETUCTPUPYIOTCS CEKPETapeEM-
aJIMUHHCTPATOPOM BBIOOPOYHO, B COOTBETCTBUHU C YTBEPKJICHHBIM [IEPEUHEM
JIOKYMEHTOB

B) M3 BCEX MOCTYAMBIIMX B OPraHU3AIUIO JOKYMEHTOB CEKPETAPh-
aIMHUHUCTPATOP PETUCTPUPYET TOIBKO T€, KOTOPHIE IIEPENAIOTC Ha PACCMOTPEHUE

PYKOBOAMTEIIO

12. PacnopsbkeHus, u31aBaeMble pyKOBOJICTBOM OpPTaHU3AIUHU, CUUTAIOTCS:
a) TPaBOBBIMH AKTaMHU
0) pacnopsIUTEeTbHBIMU TOKYMEHTAMHU

B) Jpyroi BapuaHT

13. Kakoii u3 JOKYMEHTOB pErjaMEHTHPYeT JeSATEIbHOCTh KOHKPETHOTO
JIOJKHOCTHOTO JIUIia?

a) JOJHDKHOCTHAs UHCTPYKUUS

0) mosioKeHue 00 oTeIe

B) NpHKa3

14. C kakod (pa3pl HE PEKOMEHAYETCS HAuYMHATh TENE(POHHBIA Pa3roBOpP C
MapTHEPOM WU KIMEHTOM?
n ~ n
a) "3npaBcTByiiTe, Bac OecriokouT kommanusa N (cekperapb kommanuu N)
0) "3mpaBcTBYHiTE, C BaMU TOBOPSAT U3 KoMranuu N"

B) "3apasctByiite, cekperapb NN u3 komnanuu N"

15. Kakoi cpoK UCIOTHEHHUs YCTAaHOBJICH JIJISl TUCEM OT OpraHu3aIuii?
a) ceMmb JIHEH
0) 10 nuei

B) TpH JHS
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16. B xaxom nopsiake, COrjJacHo MpaBHiIaM JOKYMEHTOO00pOTa, TOJIKHA
CTPOUTHCA paboTa ¢ MOCTYNAIOIIMMU B KOMITAHUIO JJOKYMEHTaMU?
a) TpHUeM - IepBOHavalibHas 00padoTKa - MpeIBAPUTEIHLHOE PACCMOTPEHUE -
pPacCMOTPEHUE PYKOBOJIUTEIIEM - HCIIOJHEHUE YIPABIICHUE B JIEJI0
0) mpuem - epBoHavalibHast 00padOTKa - PeIBAPUTEIHLHOE PACCMOTPEHHUE -
perucTpanus - pacCCMOTPEHUE PYKOBOIUTENEH- HCIIOJTHEHUE - HAIIPABIICHUE B JIEJI0
B) odopMIIeHHE AOKYMEHTa - MOJIMHCAHUE - PETUCTPALUs - COTJIacCOBaHUE -

YTBCPKACHUC - OTIIPABKaA

17. Kakum crnocoOoM MpocCTaBiseTCs AaTa B rpude yTBEPKACHUS TOKyMEHTAa?
a) MAaIIMHOMHUCHBIM CIIOCOOOM
0) cekpeTapb MPOCTABIISIET €€ OT PYKH MOCJE YTBEPKACHUS TOKYMEHTA

B) €C IIPOCTABJICT PYKOBOAUTCIIb B MOMCHT YTBCPKIACHHA JOKYMCHTA

18. Kak Ha3bpIBaeTCs MTOKyMEHT, (DUKCUPYIOMUNA XOH OOCYKICHHUS W TPUHITHS
pelieHus Ha 3ace/JaHuu B KOMITAaHUU?

a) peuieHue

0) TpOTOKOJI

B) pacropsiKeHue

19. Hy»XHO 1 perucTpupoBaTh MCbMa-HAIIOMUHAHUSA?
a) HET
0) na

B) [0 YCMOTPEHUIO CEKpeTapsa-aIMUHUCTPATOPA

20. Ecnu mocnenHuii IeHb CpoKa UCTIOTHEHUS JJOKyMEHTa MPUXOIUTCS Ha
Hepaboumii 1eHb, KOTaa HEOOX0IMMO UCTIONHUT JOKYMEHT?
a) He MO3JHEe JTHS, CIEAYIOIETO 32 BHIXOIHBIM

0) He mo3/1Hee AHS, TPEIIIECTBYIONIEIO BEIXOTHOMY
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21. Ecnm qy1s1 mepeiayu TOKYMEHTa UCIIONIb3yeTCsl (PaKCUMIITbHASI CBSI3b, KAKOM
00BbeM JOKYMEHTa CUUTAETCS MPEACIIbHO AOMYCTUMBIM?
a) TpH JIHCTa
5) ISTh TUCTOB

B) 10 nmucToB

22. B nucemenHoM obOpareHun ciaosa "rocnoguH" u "rocmnoxa:
a) THUIITYTCS MOJTHOCTHIO
0) NUIIYyTCA NOJHOCTHIO MPU OOPALIEHUH K BBICOKOIIOCTABICHHBIM JINLIAM

B) BCETJla COKpAIAOTC.
23. Kakyro ¢hopMyJIHpOBKY JI0DKEH UMETh 3aroJIOBOK K TEKCTY MPOTOKOIA?

a) B IIPEIJIOKHOM MaJexKe
0) B JaTEIbHOM MAJIeKe

B) B POOUTCIBHOM IIaJICKC

24. CKOJBKO aapecaToB MOXKET ObITh HA OJTHOM JOKYMEHTE?
a) He Ooree Tpex
0) He Oosee yeThIpex

B) He 0oJee 0JJHOro

25. Uto moHuMMaeTcs noja TEPMUHOM "KBOpyM"?
a) MHUHHMaJbHO HEOOXOAWMOE M JIOCTaTOYHOE KOJIMYECTBO YJICHOB
KOJUIETHaJIbHOTO OpraHa Jjisi Hayayia padoThl cOOpaHus
6) 1/3 wieHOB KOJUIETHATILHOTO OpraHa

B) 1 2 4jieHOB KOJJIETHAIIBHOTO OpraHa

26. Kakoit TepMuH, Kak MpaBUII0, UCIIOIB3YETCS B pabOTE C TOKYMEHTAMU,
coJiep KaIlliMHi KOMMEPUYECKYIO TaillHy, KOH(UICHITNATbHbBIC CBEICHHUS ?
a) yuer

0) perucrpamms
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B) Apyroi

27. Bai pyKoBOUTEIb BO3BpAIACTCS U3 HEJACIbHOM KOMAHIUPOBKU. YTO CTOUT
C/IeNlaTh K €ro MpUxo.y, 4TOObl TOMOYb OBICTPEE BKIIIOUUTHCS B paboTy?
a) TMOATOTOBUTH KPATKUM OTYET O TOM, YTO IPOMU3OIUIO 33 HENENI0 €ro
OTCYTCTBHUS
0) mocTrapaThCsl HA3HAYUTh Ha TIEPBBIA padOUYNil J€HP MAKCUMYM BCTPEY

B) BBIIEIUTH BPEMS HA COBMECTHBIN MPOCMOTP BHEIIHEN KOPPECTIOHAECHIIUU

28. Ha orame mnepBoHauanbHOW OOpabOTKM BXOAALIEH KOPPECIOHIECHUIUU
CeKpeTapb-aIMUHUCTPATOP:

a) HE YHUYTO>KAET KOHBEPTHI, a MOJAIINBAET UX BMECTE C IOKYMEHTaMU

0) Bcerja yHMYTOXKAaeT KOHBEPTHI, B J1€JI0 MOALIMBAET TOJIBKO JOKYMEHTHI

B) HE YHUYTOXKAeT KOHBEPTHI, €CIM HAa CAMOM JOKYMEHTE HEJAOCTaTOYHO

uH(popMaIu 00 aBTOPE UM XapaKTepe JOKyMEHTa

29. Kakoit 6y1aHK UCTIONB3YyeTCs TPU 0OPOPMIIEHUH TPOTOKOJa?
a) OJaHK OpraHU3aINN
0) OJaHK HE UCIOJIb3YETCs

B) OJIaHK CTPOTON OTYETHOCTH

30. YUto ucnonp3yerca Npu U31aHUA COBMECTHBIX MPUKA30B?
a) OJIaHKH MPUKA30B
b) crannmaptabie nuctel Oymaru gopmara A4

B) oOImume 0JaHKu
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OTBETBI K TECTY
Howmep Bompoca bykBennoe o603HaueHue
PaBUJIBHOTO OTBETA
1. a
2. B
3. 0
4. a
S. B
6. a
7 0
8. a
Q. B
10. B
11. 0
12, 0
13. a
14, a
15. 0
16. 0
17. B
18. 0
19. 0
20. 0
21, 0
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BOITPOCHI K U'TOI'OBOMY 3K3AMEHY

TEOPETUYECKAA YACTD
1 BJIOK

[E—

. [Ipuem u nepBuyHas 00pabOTKa BXOASIICH KOPPECTOHICHITUY.
. O6paboTka oTIpaBIsIEeMO KOPPECTIOH ICHIIUH.

. [IpoxokieHre BHYTPEHHUX IOKYMEHTOB B OpTaHU3AIIHH.

. Peructpanus 10KyMeHTOB.

. KoHTpoOIb HCTIONHEHNS TOKYMEHTOB.

. Kinaccuduxkanus nenoBbIx JOKyMEHTOB.

. TpeboBanust k GopMyJIsipy U OJIaHKY TOKyMEHTA.

. CHpaBO‘IHO-I/IH(l)OpMaHI/IOHHaSI pa60Ta C IOKYMCHTaMU.

O© 0 I O »n B~ W DN

. HopMaTuBHO-1IpaBOBOE 00€CIIeYeHNE NEATEIBHOCTH CEKpeTapsl.

10. CriocoObI 3a11uThl KOHPUACHIIMAIBHON HH(DOPMAIIUK B OpTaHU3AII|H.

2 BJIOK
. [IpaBuna BegeHus TeNePOHHBIX EPETOBOPOB.
. [IpaBuna paboThI C MOCETUTENSIMU B PUEMHOIA.
. Opranuzanus COBEIIaHUN U TPOTOKOJIbHBIX MEPOIPUSATHUH.
. Opraauzanys KOMaHAUPOBOK PYKOBOIAUTEIIA.
. [ImanupoBanue paboyero BpeMEeHU PYKOBOIUTETIS.
. Opranmzaius pabo4yero mpocTpaHCTBa CEKpeTaps.
. [IpaBuna peueBoro 3TMKETa CEKpeTaps.

. OCHOBHBIE NPUHITUIIBI IEJIIOBOM TUKHU U ITUKETA CEKPETaps.

O© 0 I O N p~r W N ==

. TpeboBanust 0XpaHbl TpyJa B paboOTe CEKpeTapsl.
10. TexHUUYeckHe cpeACTBA YIIPaBICHUS B opuce, MX Kiaccu(HKaIys, Ha3HAYCHHE,

IPUHITUT paOOTHI.
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[NPAKTUYECKAA YACTDH

3 BJIOK
1. CocraBuTh U 0GOPMUTH B COOTBETCTBUU C IMpPaBUJIAMU JIEIOMPOU3BOJCTBA
pedeBoro 3TukeTa B mporpamme Microsoft Word uHpopmalmonHoe nucsMo.
2. CocraButh U 0GOPMUTH B COOTBETCTBUU C TMpaBUJIAMH JEIONPOU3BOICTBA
pedeBoro 3TukeTa B nporpamme Microsoft Word rapanTuiinoe mucbMo.
3. CoctaBuTh U O0OPMUTH B COOTBETCTBUU C MPABWIAMH JIEIOMPOU3BOJICTBA
pedeBoro 3TukeTa B nporpamme Microsoft Word nucbmo-pexiiamanuio.
4. CoctaBuTh U OPOPMHUTH B COOTBETCTBUM C IMPaBUJIAMHU JIEJIONPOU3BOJICTBA
pedeBoro sTHkeTa B nporpamme Microsoft Word pexiiaMHoe nucbMmo.
5. CoctaBuTh U OQOPMUTH B COOTBETCTBUHU C MpPaBHJIaMHU JEIOMPOU3BOACTBA
pedeBoro TukeTa B nporpamme Microsoft Word conpoBoiuTenbHOE MHCHMO.
6. CoctaBuTh U OQOPMUTH B COOTBETCTBUHU C IMPaBWJIAMHU JEIOMPOU3BOICTBA
pedeBoro 3TukeTa B mporpamme Microsoft Word nucsmo-3ampoc.
7. CoctaBuTh U O(GOPMHUTH B COOTBETCTBUU C MPABWIAMH JEIOMPOU3BOJICTBA
pedeBoro 3TukeTa B nporpamme Microsoft Word nucbmo-noaTBepxaeHueE.
8. CoctaBuTh U 0OPMHUTH B COOTBETCTBUU C MPABHIIAMU JIEJIOMPOU3BOJICTBA
pedeBoro 3TukeTa B nporpamme Microsoft Word nucsmo-npuriainieHue.
9. CoctaBuTh U OQOPMUTH B COOTBETCTBUHU C MpPaBHIIaMHU JEIIOTPOU3BOACTBA
pedeBoro 3TUKeTa B mporpamme Microsoft Word nucsmo-HanmoMrHaHME.
10. CocTaButh U 0OPMUTH B COOTBETCTBUHU C MPABHJIAMHU JIEIOMPOU3BOJCTBA

pedeBoro 3TukeTa B mporpamme Microsoft Word mo3npaBurensHoe muchbMo.

4 BJIOK (cuTyaliOHHBIE 3a]]a4H)
1. IToceTuTenp MpuILIes Ha IEPETOBOPHI K OJHOMY M3 PYKOBOJUTEIEH KOMIIAHUY HA

15 MuHYT paHbllie Ha3HAYEHHOTO BpeMeHu. Bamu aeiictBusi? O60cHyHTE UX.
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2. Ilocerutenb, KOTOpOMY HAa3HA4€HA BCTpEYa OJAHUM U3 PYKOBOIAUTEIEH
KOMITaHUH, KJIET yKe 5 MUHYT. B 3TOT MOMEHT pykoBoJuTeNs coodiaer Bam 1o
TenedoHy, yTo OyIeT Ha MecTe ToJIbKO uepe3 15 MunyT. Bamm nerictBus?

3. Ocmotpure Ham odwuc/sTy KomHaTy. UTO 31mech ymadyHo W 4to Obl Bwr
MPEIOKUIIN YIYUIIUTh C TOUYKH 3pEHUsI 0PUC-MEHEKMEHTA?

4. IlpencraBbre cebe, yTo Bam HyXHO BBIOpaTh ONTHMAJIBHOIO MOCTABIIMKA
KAHLIEJAPCKUX TOBAPOB ISl KOMIAHMHM. ONUIIMTE CBOM JEHCTBUA M TO, KaKUM
oOpa3oMm Bbl Oyere npuHUMaTh penieHue.

5. OgHoBpeMeHHO Bac mpocdar o Kakux-To AEHCTBUSX (KOTOpble BXOAAT B Barmu
00513aHHOCTH) /IBa pa3HbIX COTpyAHHKA. [lapaiienbHo nenath 3TO HEBO3MOXKHO, a
o0a mpocAT clenaTh Kak MOXHO ObicTpee. Bamm nefictus?

6. Bama 3amaya — BbIOpaTh KOMIIAHUIO-TIPOBAiliepa U OpPraHU30BaTh OOEAbI B
oduce. Bamm neiictBus?

7. B ouce 3ByunT cupeHa noxkapHoil TpeBoru. Bamm nerictus?

8. Bac mpocsT BBINOJIHUTE, pabOTY, KOTOpasi HE BXOJUT B Bamu HenocpeicTBEHHbIE
00513aHHOCTH, HO OOJIbLIIE HUKTO €€ CeHYac He CMOXKET CAENaTh UCXOJI U3 YPOBHS
kBanudukanuu. Bamm gefictBus?

9. Bam pykoBomuTenb JoiKeH ObITh B AMcTepiname depe3 S5 nHeil. Buza B
[Nosmanauto nenmaeTcss B T€YEHUE TpeX HeAenb. Bamm nerctBus?

10. Bol — oduc-meHemxep n HabupaeTe nepcoHal B cekperapuar. Bamm nelictBus?

KakoBbl OyyT ocHOBHBIE 3-4 TpeOOBaHUS K OyAyIIUM COTPYTHUKAM?
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HOPMATHUBHAS ITPABOBAS BA3A

Koncturyuus PO.

Tpynosou konekc Poccniickon @enepanun.
['paxxnanckuii konekc Poccniickon @enepanun.
Konexc PO 06 axMUHUCTPAaTUBHBIX IPaBOHAPYIIEHUSIX.

Yronosusiii koneke Poccniickon denepannu.

o gk~ w0 D e

denepanpHbii 3akoH "OO oOpazoBanun B Poccuiickoit deneparuu" ot

29.12.2012 Ne 273-@3.

7. ®enepanbHbli 3ak0H "O0 uHpoOpMaIK, UHPOPMAMOHHBIX TEXHOJIOTHUAX U
o 3amure nHpopmaruu" ot 27.07.2006 Ne 149-D3.

8. ®enepanbHbIi 3ak0H "O epcoHATBHBIX JaHHBIX" OT 27.07.2006 Ne 152-D3.

9. 3akon P® "O rocynapctBennoii Taitne" ot 21.07.1993 Ne 5485-1.

10.®enepanbhblii 3akoH "O KomMmepueckoit Taiine" ot 29.07.2004 Ne 98-D3.

11.®enepanpubiii 3akoH "O MOpsAJIKE pacCMOTPEHHs] OOpalleHUN TrpaxiaaH
Poccuiickoit @enepanuu" ot 02.05.2006 No 59-D3.

12.Denepanbhsiii 3akoH "O06 anekTpoHHoN oanucu" ot 06.04.2011 Ne 63-D3.

13.DenepanbHplii  KOHCTUTYIHOHHBIM 3akoH OT 25.12.2000 Ne 2-®K3 "O
[NocynapctBennom repOe Poccutickoit @eaepanun.

14.®enepanbHbIil 3akoH "O rocynapcTBeHHOM si3bike Poccuiickoit @enepanuu’
o1 01.06.2005 Ne 53-®3.

15.3akon P® "O s3bikax HaponoB Poccuiickoit denepamuun” ot 25.10.1991 Ne
1807-1.

16.TTpuka3z Munob6puayku Poccuu ot 18.04.2013 Ne 292 "OO6 yTBepx)acHUH
[Topsinka opraHu3aiy U OCYIIECTBICHHUS 0O0pa30BaTEeIbHON NESITEIbHOCTH
10 OCHOBHBIM TpOorpaMmam mpodheccuoHaIbHOTOo 00ydeHus "

17.TTpuka3z Munobpuayku Poccuu ot 02.07.2013 Ne 513 "OO6 yTBep)acHUH

[lepeuns mnpodeccuii pabouyux, TODKHOCTEW CIy)KaIlllUX, IO KOTOPHIM

ocyImiecTBisieTcs: mpodeccruonansHoe o0yueHue" .
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18.1Tpuka3z Muntpyna Poccum ot 06.05.2015 No 276H "OO6 yTBep)AcHUH
npodeccruoHanbHoro crangapra "CnenuanucT 1o OpraHu3alMOHHOMY U
JIOKYMEHTAIIMOHHOMY 00€CIIEUEHHUIO YIIpaBiIeHUs! OpraHu3anuei'.

19."TOCT P 7.0.97-2016. HanmonanwHb1id cTaHmapT Poccuiickoit deneparun.
Cucrema ctanaapToB no MHGOpMALMK, OMOIMOTEUHOMY U U3JATEIbCKOMY
neny. OpraHu3alMOHHO-paclopsAUTENbHAs JOKyMeHTanus. TpeboBaHus K
odopmaenuto fokymeHToB" (yTB. [Iprkazom Poccranmapra ot 08.12.2016 Ne
2004-cT).

20.ITocranoBnenune [IpaBurensctBa PO o1 15.06.2009 Ne 477 "OO6 yTBepKaeHUH
[IpaBun npenomnpousBojacTBa B (eAepalibHBIX OpraHax HCIOJIHUTEIbHON
BJIacTH'".

21.ITpuka3 PocapxuBa ot 23.12.2009 Ne 76 "O06 yTBepxkaeHnn MeToandecKux
peKoMeHAauuii 1o pa3paboTKe MHCTPYKIHUM 10 JEJIONpPOU3BOJCTBY B
(denepalibHbIX OpraHax UCHOJHUTEIBHON BlIacTh'.

22."T'ocynapcTBeHHas cucTema JOKYMEHTAI[MOHHOTO oOecrnievyeHus
ynpasieHusi. OCHOBHBIE MosiokeHUs. O01mue TpeboBaHUs K JOKYMEHTaM U
ciny>k0aM  JIOKyMEHTallMOHHOro oOecrneueHus’" (ogoOpeHa KoJuleruen
['maBapxua CCCP 27.04.1988, I1puka3 ['naBapxusa CCCP ot 25.05.1988 Neo
33).

23."OK 011-93. OOmepoccuiickuii  KiIacCU(PUKATOp  yIPABICHUYCCKOU
nokymenrtaruu"  (ytB. IloctanoBimenwmeM I'occrangapta Poccun ot
30.12.1993 Ne 299).

24 . ®enepanbhbiii 3akoH "OO6 apxuBHOM Jene B Poccuiickoit deneparnuu" ot
22.10.2004 Ne 125-@3.

25.1Ipuka3z MunkynasTypsl Poccun ot 31.03.2015 N 526 "OO yTBepkaeHUU
MIpaBUJI OpPTraHU3AINN XPAHCHHS, KOMIUIEKTOBAHMS, y4€Ta U UCIIOJIb30BaHUS
TOKyMeHTOB ApxuBHOro ¢onna Poccuiickoit ®enepanuu, u apyrux
aApXMBHBIX JOKYMEHTOB B OpraHax TOCyJapCTBEHHOW BIACTH, OpraHax

MECTHOTO CaMOYNPABJICHUS U OpraHU3alusIX".
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26.1Tpuka3 MunkynsTypbl Poccuu ot 25.08.2010 No 558 "OO6 yTBepkaeHUU
"IlepeuHss ~ TUIMOBBIX  YMNPABICHUYECKUX  APXUBHBIX  JIOKYMEHTOB,
00pa3ymoImuxcsi B TPOIECCEe NEATEIHHOCTH TOCYJapCTBEHHBIX OpTraHOB,
OpraHOB MECTHOTO CaMOYIIPaBJICHUS W OpPraHW3allui, ¢ YKAa3aHHEM CPOKOB

XpaHeHus'".
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NudopmanuonHoe odecredyeHue 00y4eHus

OCHOBHBIE HCTOYHUKH

1.

2.

8.

9.

3akoH P® « O0 undopmanmu, nHGopMaTU3aALUK U 3aUTE UHPOPMALIUKU» OT
20.02.1995 1. Ne 24-03

I'OCT P 6.30.2003 VYaudumupoBaHHbIE CUCTEMBI JOKyMEHTAIUH.
YuaudunupoBanHas cucTema OpraHU3alMOHHO-PACTIOPSAUTEIHLHON
nokyMmeHTanuu. TpebGoBanust K O(QOPMIICHHIO JOKYMEHTOB -M.
I'OCCTAHAAPT POCCHH, 2003

['ocynapcTBeHHas cucTeMa TOKyMEHTAlMOHHOTO 00ECTIeYeHUs! yTPaBIICHHS.
O6mue TpeOOBaHMS K JIOKYMEHTaM U CIyX0aMm JTOKYMEHTallMOHHOTO
oOecrieuenus ynpasienus. M. : 1991

[lepeueHp THUIOBBIX YIPABIEHYECKUX JOKYMEHTOB, OOpa3ylOIIHUXCS B
NESATEIPHOCTH OpraHu3allvif, C YyKa3aHUEM CpPOKOB XpaHeHus, (YTB.
Pocapxusom 6 oxTsi6pst 2000 1.)

Jlenonpou3BoACTBO (TIOKyMEHTAIMOHHOE oOecrieueHue yrpasiaeHus). ['pud
MO P®;

bacakoB M.U.: ®enukc, 2008r. Cepus - Cpemnee mnpodeccuoHaibHOE
obpazoBanue (CI10)

boprenko f.41., KupcanoBa M.B. OCHOBBI TEXHOJIOTHH JIE€TONPOU3BOJICTBA.
M.: UDA-M. 2005.

Kucenes C.B., Kucenes MN.JI. CoBpeMeHHbIE O(]HCHBIE TEXHOJOTUH. M.:
Axanemus. 2005.

JlenkeBuu JI.A. Cekpetapckoe neno. M.: Akangemus. 2007.

10.CanxoB B.B., HHpopMannoHHBIE TEXHOJIOTHHM U KOMIIBIOTEpU3AIUSI

nenornpousBojacTBa. M.: Axaaemus. 2007.

11.JIenxeBuu JI.A. OducHoe obopynoBanue. M.: Axamemus. 2008.
12.bacakop M.UN., 3ampinkoBa O.W., JlenonpousBoactBo. Pocros-Ha-/loHy.:

denukc. 2009.

JOHOJIHUTEJIbBHASA JIMTEPATYPA

1.

B~ w

Annpeepa B.W. Jlemonpon3BoacTBO B KapoBoii ciryxoe. M.: [IpocBemenue.
2000.

bacakoB M.U. CnpaBounuk cekperapsi-pedeperta. Pocros-nHa-Jlony:
®enukc. 2001.

bounnapesa T.H. Cekpetapckoe aeno. M.: Beiciias mkosna. 1989.

Becenos I1.B. CoBpeMeHHOE [1€JI0BO€ MHCHMO B MPOMBIIIJIEHHOCTH. M.:
N3parenscTBO cTtanaapToB. 1990.

[otixman O.4. u np. Teopus u npakTuka pe@epeHTCKol AesTeNbHOCTU. M.:
HNuppa-M. 1999.
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6. TOCT P 6.30-2003 "VYHudumupoBaHHble CHCTEMbI JOKYMEHTAIUH.
YuaudunmpoBanHas cucrema OpraHU3alMOHHO-PACTIOPSIAUTEIHLHON
nokymeHTanuu. TpeboBanust kK 0hOpMIICHUIO TOKYMEHTOB"

7. KysnenoBa A.H., Barenreiim P.H. OOyuenue cexperapckomy neny. M.:
Bricmias mkosna. 1989.

8. Kysnemnona T.B. [lenonpousBoactso. M.: buznec-mkosa. 2003.

9. Kysnenona T.B. Cekperapckoe aeno. M.: buznec-mkona. 1997.

10.M.U.bacakoB, [lenonpou3BOACTBO, KOHCHEKT JeKuui. PocroB-Ha-noHy:
®enukc. 2005.

11.Makapoa H., Huxkonaituyk I., TuroBa 0. KommberoTepHoe
nenomnpousBoAcTso. C.-11.: [Tutep. 2002.

12.Muxamn Poroxwun. [[e10mpou3BOACTBO JOKYMEHTHPOBAHWE TPYIOBOM
nestenpHoctr. M: [Tutep. 2004.

13.Muxawmn Poroxxua. CripaBoYHUK 110 JAes0onpon3BoacTBy. M.: [Tutep. 2007.

14.CrenroxkoB M.B. Cekperapckoe neno. M.: Kuanra cepsuc. 2003.

15.CtentokoB M.B. Jlenonpouspoictro. M.: Ilpuop. 2002.

16.Yepnas P.Camoyuutenp MammmHonucu Ha kommberotepe. M.: [lpuop. 2002.

17.1adpun 0. Madopmanmonnsie Texnonoruu. M.: bunom. 2002.
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IJIEKTPOHHBIE PECYPCBI

. CnpaBqua;I IIpaBOBasd CHUCTCMa «KOHCYJ'ILT&HHJ'HOC»

(http://www.consultant.ru/).

. OdunmanbHbIN CauT denepabHOrO apXUBHOI'O arcHTCTBA

(http://archives.ru/).

. LleHTp KOMIIETEHIIMM TIO BOMPOCaM JOKYMEHTAIIHOHHOTO OOCCIICYCHUS

yrpaBiieHus ¥ apxuHoro Aena (http://www.edou.ru/)

. Cexperapb-pedepent. [IpodeccuonanbHblil xKypHa 115 ceKpeTapei u opuc-

menemxepos (https://www.profiz.ru/sr/)

. CoobmectBo «Kiy0d cekperapein»

(https://www.superjob.ru/community/assistant/)

Cucrema 3j1ekTpoHHOr0 00yuenusi (C30) Axanemuss Meaua

6. Kypc «J10VY», Kiykra A.I1O.
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