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1. HEJX OCBOEHUSA N CHUIIJIMHBI

Henbto u3yueHus: AUCHUIUIMHBL «OCHOBBI CEKPETapCKOro Jefia» SBIAETCA MOJNyuyeHUEe U
yriayOieHne 3HaHui 00 OCHOBAaX OPTaHU3AIMH YIIPABIECHYECKOTO TPYJAa M OCHOBHBIX HAIPaBICHUSIX
€e COBEpUICHCTBOBaHWSA, B TOM 4HCIE pa3felieHHd W KOoomepauuu Tpyna, mnoudope u
UCIIOJIb30BAaHUU KaJpOB, OpraHU3aluu pabodmx MeCT M TpoIeccax Tpyda COTPYIHUKOB H
PYKOBOJIUTEIICH.

dopMHUpOBaHKE Y CTYIAEHTOB MPAKTUYECKUX HABBIKOB 0 OpraHU3aIMU YIPaBICHYECKOTO
TpyZJa B JalbHEWIIeM OyJeT criocoOCTBOBaTh HE TOJIBKO 00Jiee YCIEITHOMY OCBOSHUIO TUCIUIUINH,
U3YYCHHE KOTOPBIX MpeAmojaraeT paboTy ¢ TMEpPCOHANIOM OpTaHM3allid W TPUHSATHIO
YIpaBICHUYECKUX PELIeHU, HO U MPOXO0KIECHHUIO MPAKTUK HA 00Jiee TPaMOTHOM YpOBHE.

3ajaun U3y4eHus: JUCHUTIIUHBI:

- copMupoBaTh y CTYIEHTOB YETKOE MPEJCTaBICHHE O MPHUHIMIAX OPraHU3alHUU
yIPaBJIEHYECKOIO TPYAQ,;

- 03HaKOMUTH CTYJCHTOB C OCHOBAaMH MOCTPOEHUS TJIAHOB paboyero JHs;

- O3HAKOMHUTD CTYJEHTOB C OCOOEHHOCTSAMHU pallMOHAIN3aLUHU YIIPaBIEHYECKUX MPOLIECCOB B
OpraHu3aIusX;

- HAYYUTh CTYJICHTOB PaclpeiessiTh MOTHOMOYHS;

- Hay4UTh CTYJEHTOB MPUHIUIIAM OpPraHU3alluu paboyero NpoCTpaHCTBA.

2. MECTO JUCHUIIVIMHBI B CTPYKTYPE OIIOII BO

JucuumnuHa «OCHOBBI CEKpETapCKOro Jieja» OTHOCUTCS K JUCLUUIUIMHAM 0a30BOM 4acTH,
TO €CTh HENOCPEICTBEHHO CBsA3aHa ¢ Oyayiei chepoil 1esTeTbHOCTH BBIITYCKHUKOB.

JlucuMmimHa HaXOAMTCS B JIOTHUECKOH U COJEP)KATEIbHO-METOINYECKON B3aWMOCBS3H C
apyrumu yactamMu OIIOII u Gasupyercs Ha 3HAHUAX, MOJIYYEHHBIX NPH M3YYEHUU TaKOU
JUCIUIUINHBI KaK «OCHOBBI YIIPaBIEHUS IEPCOHATIOM).

HaGop Bxonsmmx 3HaHUM M YMEHMH, COCTOSIIMX B MOHMMAHUU MPUHLUIIOB OpraHU3aluu
YIPaBICHYECKOTO TPyJAa, pacmpeleneHus o0s3aHHOCTEH, TIOCTpoeHUs pabodyero JHI U
dopmupoBaHus pabodel JAOKyMEHTAlMM oOecreyuBaroT TpeOyeMbli (yHIAMEHT sl HU3Yy4eHUs
quciumiind - «OCHOBBI  IGNIONPOM3BOACTBaY, «BBeaeHne B coenuaabHOCTBY, «Teopus
Opra"u3anumn», «MeToabl NPUHATHS YIIPABICHUECKUX PELIEHUI», a TAK)KE NPU MPOXOKIECHUH BCEX
BUJIOB NPAKTHUK.

3. KOMIETEHIMY OB YYAIOILETOCSI, §OPMUPYEMBIE B PE3YJIbTATE
OCBOEHMUS JUCHUILINHBI (MOLY.JIST)

B pe3ynbrare 0CBOCHHS JUCIUTUIMHBI O0YJAIOIIUNCS TOJKESH JJEMOHCTPUPOBATH CIICTYIONTUE
pe3ynbTaThl 00pa3oBaHUS:

1) 3HaTh: MPUHIKIIBI BEACHUS JEI0MPOn3BoAcTBa B opranu3anusax (ITK-15);

2) YMeTh: BECTH JENOMPOU3BOJCTBO U JOKYMEHTOOOOPOT B OpraHax TOCYJapCTBEHHOMN
Brnactu Poccuiickoit ®eneparnuu, opraHax TOCYJAapCTBEHHOM BIacTH CyOBeKkTOB Poccuiickoit
@denepanyiy, OpraHax MECTHOTO CAaMOYIPAaBIEHUS, TOCYIApCTBEHHBIX W MYHHIIMITATbHBIX
NPEINPUATHIX W YUIPEKICHHUSIX, HAYIHBIX M 00pa30BaTCIbHBIX OpPTaHHW3AIUAX, MOJUTHICCKHX
MapTUsx, OOMIECTBEHHO-TIOJUTHUECKUX, KOMMEPUYECKUX M HekomMmepdeckux opranuzanusax (I1K-
15);

3) BrnageTs: mpuMeHEHHEM MOTYYCHHBIX HABBIKOB U 3HAHWI MPUBEICHUU JIEIOMPOU3BOICTBA
U IOKyMEHTO00OpOTa B OpraHu3anusx pas3indasix yposueit (ITK-15).



4. CTPYKTYPA U COAEP KAHUE JUCIHUIIJIMHBI (MOAYJIS)
OO01mmas Tpy10eMKOCTh JUCIUIUTMHBI COCTaBsieT 3 3adeTHhIX enunui, 108 wdacos.

Buer yueOHOM pabOTHI, BKITIOUAs Do . ero
CaMOCTOSITENTFHYIO Pa0OTy CTYICHTOB N PMBI TEKyLIeT
= O0beMm yueOHOU KOHTPOJIS
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1 [Temal.
CymHocTh U
0COOEHHOCTH 0,5 0,5 12 0’2622&’
CeKpeTapCcKoT
0 TpyAa.
2 |Tema2.
Cy1mHoCTb,
collepyKaHue U
HarpaBJICHUS 0,5 0,5 11 O,g(;zc.,
Hay4HOU
OpraHu3aIiu
Tpyna.
3 [Tema3.
Opranuzanus
B3aMMOJENCTB 0,5 0,5 11 O,g(;;oc.,
ust H
MOJTHOMOYHMH.
4 |Tema4.
Pacnpenenenn
0,5 yac.
e H 0,5 0,5 11 Cros
KOOTIEpaIus - 50%
Tpyna.
5 |Tema5. 2
IInanupoBanu
P — 0,4 0,4 11 0,45101102&,
paboThI
cexperapsl.
6 [Temab.
Hopmuposanu
0,4 ygac.
e 0,4 0,4 11 Lros
yIpaBJICHYIECK 50%
0ro Tpyaa.
7 |Tema7. Yuer u
aHaIu3 0,4 ygac.,
paboyero 04 0.4 1 50%
BPEMEHHU.
8 [Temas.
Opranuzanus
pabouero 0,4 0,4 11 0,4516;20,
MecTa
COTpPYIHUKA.
9 |Tema9. 04
Kynbrypa 04 04 11 Dot
yIPaBIICHUS. 50%
Bceero 4 4 100 4 yac., 50% 3a4er ¢ OLEHKOM




Marpuiia COOTHECEHUs] TeM/pa3ZieloB yueOHOH MUCHUIUTMHBY/MOLYIS U (POPMHUPYEMBIX B HHX
npodecCHOHATPHBIX KOMIIETEHIIMI Npe/ICTaBIeHa B TaOJIHIIE.

z
Komu obmiee
TeMsl, pa3zienbl JUCUUIUIAHBI HeCTB Komnerexuum weno
0 KOMIICTE
HIITWH
Haeon TK-15 1
Temal. CymHOCTh U OCOOCHHOCTH YIPaBICHUYSCKOTO 13 + 1
Tpyza.
Tema2. UCyI_HHOCTL, colepKaHWE W HaIpaBIICHUS 12 + 1
HAYYHOW OpraHU3aluu TPyAa.
Tema3. QpFaHI/ISaLII/IH B3aUMOIENCTBUSA u 12 + 1
TTOJTHOMOYHH.
Tema4. Pacnpenenenue u KOOIEepaLus 12 + 1
YHPaBIEHYECKOT0 TPy /a.
Tema5. [InanupoBanue TMYHON PabOTHI COTPYIHUKA. 11,8 + 1
Tema6. HopmupoBaHve ynpaBIeHYECKOTO TPYAA. 11,8 + 1
Tema7. YueT u aHasu3 paboyero BpeMeHH. 11,8 + 1
Tema8. Opraamzanus pabodero MecTa COTpyTHUKA. 11,8 + 1
Tema9. KynsTypa ynpapieHusl. 11,8 + 1
3ader ¢ OIeHKOM +
Hroro 108
Bec kommerenin (A) 1

COIEP/KAHHME PA3JIEJIOB INCHUIIJIMHBI

ITepedyenb TeM JTeKIMOHHBIX 3aHATHI
Tema 1. CymHocTh 1 0COOEHHOCTH CEKpPeTapcKoOro Tpyaa. YmpaBieHUecKas JesTeIbHOCTh Kak
cneunduyeckas cocTaBisiomias OOIIECTBEHHOro Mpou3BojacTBa. CyIIHOCTh, COJEpXKaHMUE,
npeaMer, OOBEeKT U OCOOEHHOCTH YIpaBJIEHYECKOro Tpyda. Buuabl u  kinaccuduxamus
yIpaBJIEHYECKOH J1eSTeNbHOCTH. 3HaUCHUE CeKpeTaps B 00€CIIeYeHUHN JAESATeIbHOCTH IPEAPUSITHS.
Tema 2. CymHocTb, coAepkaHue W HaNpaBJeHUs HAYYHOII opraHusanum Tpyaa. [lonsrue u
3a/la4i Hay4yHOU opranuzaunu Tpyna. ConepikaHue U HaIpaBJICHMs Hay4YHOH OpraHu3aluu TpyJa.
Cocrasisitoniie OCHOBBI HAyYHOW OpraHu3anuu Tpyaa. Pexxum tpyna u otnpeixa. Pacnipenenenue u
koomepanusi  Tpyaa. OcoOeHHOCTHM  HayyHOW  OpraHM3alUU  YOPaBJICHUYECKOro  TPyAa.
[TpodeccuonanpHas opueHTalMs U npodeccnoHanbHbI 0TO00p (0T60P) pAOOTHUKOB.
Tema 3. Opranuzanus B3auMOAeiicTBUS M NMOJHOMOYMI. OpraHu3aluy B3aUMOJEHUCTBUS KakK
byHKIIMST MEHeKMeHTa. JlemermpoBanune MONMHOMOYHMH. J[lenernpoBanne Kak CyObEKTHBHBIN
daxTop. Bnacte u nmonHomouus.
Tema 4. PacnipenesieHue 1 Koonepanusi ynpapjieH4ecKoro Tpyaa. OCHOBHbIE BUABI U TPUHIUIIBI
npodecCHOHATBLHO-KBATU(HUKALMOHHOTO PACHpeeNieHHs] U KOOIEepalluu yIpaBIeHYECKOTo TPYy/Aa.
Opranuzanys KOMaHAHON paboThl. DTHUECKHUE TPOOJIEMBI TUAEPOB TBOPUECKUX KOMAHI.
Tema 5. IlnannpoBaHue JUYHOI padOTHI ceKpeTapsi. Y CTAaHOBJIECHHUE JIMUHBIX LIEJEH cekpeTaps.
Metonel mimaHupoBaHUS  pabOTHI  cekperaps. BbpiOOp NpPUOPUTETHBIX €T, MPUHIUIIBI
OpUOpUTETHOCTHU. [lepcrieKTuBHBIE, TOI0BBIE, MECSUYHBIE U TEKYIINE (ONlepaTUBHBIC) IIIAHBI.
Tema 6. HopmupoBanue ynpaBjieHYeCKOro Tpyaa. Buasl HOpM W 3amadyd HOPMHUPOBAHUSA
ylpaBjleH4ecKoro Tpyaa. Metoasl HopMupoBaHus Tpyaa. OcOOEHHOCTH BPEMEHH KaK pecypca.
Tema 7. Yuer u aHaau3 paboyero BpeMeHH. YueT U aHanu3 pabodero Bpemenu. dororpadus u
camodoTtorpadus padouero aHs. PanimoHaabsHOE UCTIOIB30BAHUE BPEMEHH.
Tema8. Opranmsanus pabouero Mecra corpyaHuka. [lonstue pabGouero mecra H €ro
opranmzarus. Knaccudukamus pabounx mect. TpeOoBaHHS K TUTAHUPOBAHUIO M OOOPYIOBAaHUE
pabouux MecT. OpraHu3allMOHHOE OcCHamleHue pabounx Mect. ObecreueHue KOM(OPTHBIX U
0e30macHbIX YCIIOBUM TPY/Ia.



Tema9. Kynbrypa ynpasiaenusi. [lonatue KyiabTypsl U UCKycCTBa ynpaBiieHUs. Poib KynbTypbl
MEHEUKMEHTa M ero ocHoBHble (yHKuuM. CocTaBisoLIMe KylbTyphl ynpaBieHus. OOmue
IIOJIOXKEHUSI U OCHOBHBIC ITOHATHS KOPIIOPATUBHOU KYJIBTYPbI

IlepeyeHb TeM NMPAKTUYECKUX 3aHATHH
Tema 1. Poau menemkepa. TpeGoBaHUs K MEHEHKEPaM.
Tema 2. [IpodeccronanbHass OpUEHTAIUS COTPYAHUKOB.
Tema 3. Keiic «apuopureT.
Tema 4. Pacnipenenenue u koonepauus Tpy/a.
Tema 5. PanuoHanbHble METOABI U CPEICTBA IUIAHUPOBAHMS U BBIITOJIHEHUS YIPABICHUYECKOU
paboTHI.
Tema 6. CocraBiienne pororpaduu padbodero Hs.
Tema 7. [IpuHUIMIBI palliOHATBHOTO UCIIOJIB30BaHUS pab04Yero BpeMEHH.
Tema 8. Paunonanuzanus pexxuma Tpyaa.
Tema 9. OCHOBHBIC TPUHIIMITBI M THUITBI KOPIIOPATUBHOU KYJIBTYPHI.

5. OBPA3OBATEJIbHBIE TEXHOJIOI'NHU

OcBoenne auctuiuiMHbl  «OCHOBBI OpraHM3allMMd  YIPABICHYECKOTO TpPyAa» MpeIroiaraet
UCIIOJTb30BAHUE CIICAYIOIINX WHTEPAKTUBHBIX (DOPM TIPOBEICHUS 3aHITHIA:

- KOMITBIOTEPHbIC CUMYJISIIUK (TeMbI 2, 6, 8)

- pa300p KOHKPETHBIX cuTyanuii (temsr 1, 2, 3,4, 5,6, 7, 8, 9);

- JIENIOBBIE M poJieBbIe Urpsl (TeMbl 3, 4, 7, 9);

- ICKXOJIOTUYECKUE TPEHUHTH (TeMbl 2, 4, 7).

VYaenbHbI BeC 3aHATHIA, MPOBOAUMBIX B MHTEPAKTHBHOW (JOpME B COOTBETCTBHU C TPEOOBAHMUS
®enepabHOrO TOCYJapCTBEHHOIO 00pa3oBaTeNbHONO CTaHAapTa cocraBiser He MeHee 30%
ayIUTOPHBIX 3aHSATUM, 3aHATHS JIEKIIMOHHOTO THma He mpeBbimaloT 50% oOT oOmei BeTUYUHBI
ayJIMTOPHBIX 3AHSTHIA.

6. OHEHOYHBIE CPEACTBA JJIsl TEKYIIEI'O KOHTPOJIA
YCHEBAEMOCTH, MPOMEXXYTOUYHOM ATTECTALIMU 11O UTOT'AM
OCBOEHUS JTUCHUIIVINHBI U YYEBHO-METOANYECKOE
OBECHEYEHUE CAMOCTOSITEJbHOM PABOTBI CTYJIEHTOB

[TpomMexxyToUyHas aTTecTalus Mo UTOraM OCBOEHHS! TUCIUILTHHBI «OCHOBBI CEKPETAPCKOTO JeTIay
HampaBJIeHa Ha 3aKPEIIEHUE OCHOBHBIX 3JIEMEHTOB TEOPETUYECKOIO M MPAKTHUYECKOTo Kypca. B xoze
e peanMzaluy Mo MpeBApUTENFHO BBIJAHHBIM OaKajiaBpaM 3aJlaHUsIM TPEAYCMOTPEHBI CIICAYIOIIIE
(OpPMBI KOHTPOJIS:

1. PelTHHT-KOHTPOIIb.

2. Pemenue cUTyallMOHHBIX 3371a4 B paMKaxX MPaKTHYECKUX 3aHATHI

3. HHmuBHIyaIbHBIC H KOJUIGKTUBHBIC KOHCYJIBTAITUH 10 TIPAKTHYECKOMY 3aHSTHIO.
4. BBICTyIUICHHE U ONIIIOHUPOBAHUE HA 3aHATHSAX.

5. 3auer ¢ OLEHKO.

Tekyuit KOHTPOJIb TAKXKE COMPOBOXKIAIOT YYACTUE B UHTEPAKTUBHBIX UIpax, YIpPaKHEHUSX,
TPEHUHTAX, a TAKXE MPOBEJACHUE TECTUPOBAaHUS. VI TOTOBBI KOHTPOJIHh MO KYPCY OCYIIECTBIISETCS
TaK *e B (JOpPME TEeCTUPOBAHHUS.

IIpomeskyTOUHAs aTTeCTANMS

Cnmcok BONPOCOB K 324€Ty € OLleHKOM
1. CymHocTh opraHu3aluu Tpyaa 1 He0OXOAMMOCTh €€ COBEPILIEHCTBOBAHUS Ha HAy4YHOM OCHOBE.
2. IlpencraBurenyt OCHOBHBIX SKOHOMHYECKHX IIKOJI O HEOOXOJUMOCTHM OpraHU3allud TpyAa
MepcoHasa ¢ HayYHbIX MO3ULIHAM.
3. CoBpeMEeHHOE COCTOSTHUE HAYIHON OpTraHU3aluy TPYAa.
4, Dxonomunyeckas 3axada HOT.
5. Ilcuxodusnonornyeckas 3agaya HOT.



6. CommanpHast 3amaya HOT xkak ¢(akTop MNOBBIICHUS YAOBJIETBOPEHHOCTH YCIOBUSMHU U
pe3yibTaTaMH TpyAa.

7. 3ajauM ¥ IPUHLIMIIBI HAYYHON OpraHu3aluy Tpyaa.

8. PernmamenTanus Hay4HO# opraHu3alnuu Tpya.

9. Paznenenue u koornepamnus Tpy/a.

10. CrpykTypa pabouero BpeMeHH, ClIOCOObI €ro yueTa, IyTH pallMoOHAIN3aLUU TpYa.

11. [InanupoBKa paboyero MecTa.

12. OcHoBHBIE 331a4l1 HOPMUPOBAHUSI TPYAA.

13. O6BeKTHI U METOIBI HOPMUPOBAHUS TPY/IA.

14. Metonpbl 1 cpeAcTBa BIIOJHEHMS! YIIPaBIEHYECKUX OIepaIiii.

15. IlnanupoBanue TPYAOBOTO MPOIIECca: MOHITHE, HAITPABICHUS, METO/IbI.

16. ITacniopt paboyero MecTa - CTpYKTypa JOKYMEHTA, 3apyOeKHbIH U 0T€4ECTBEHHbII OIBIT 110 €ro
PUMEHEHHIO.

17. OcobeHHOCTH UHIUBUAYATBHOTO TUIAHUPOBAHUS paboYero BpeMeHu

18. PernamenTanus 1 MpOEKTUPOBAHUE OPTaHU3ALUHU TPYHA.

19. Opranuzanus paboyux MecT M co3aHue OIaronpHUsITHBIX YCIOBHH TpyAa.

20. Opranu3anus TeXHUIECKOTO HOPMUPOBAHHS HA MPEANPUIATHH.

21. U3ydenue 3aTpat pabouero BpeMEeHH U COJiep KaHue TpyJia epcoHaja OpraHu3aluu.

22. MeTofpl ¥ CPEICTBA BHITIOIHEHUS YIPABICHYECKIX OMEpaLnii.

23. UnnuBuayaapHOE TUIAHUPOBaHUE pabovyero BpeMeHU pyKOBOIUTENS (CIIeUATNCTa).

24. XapakTepuCTHKa H TEPEeYeHb HOPMATHUBHO-TIPABOBBIX JIOKYMEHTOB, OMPEICIISIONINX
OpraHu3aluIo Tpyaa

25. MeToibl HOpMUPOBAHHS TPY/A: XPOHOMETPaXK, IKCIIEPTHBIE U CTAaTHCTUYECKHE OLEHKHU 3aTpar
Tpyaa.

26. MeTtonbl M3MEpEeHHs U aTTecTalu padodero mecrta: ¢ororpapupoBanne padbodero BpeMeHH,
XPOHOMETPaX, KAPTOTPAMMBI U T. 1.

27. YcioBust Tpya U GaKTOPBI UX OMPEEIISIONIHE.

28. IIpuHIMOBI ¥ TpaBUJIa JIAHUPOBAHUS pabovero BpeMeHH

29. lucuuiuiiHa Tpyaa: CoJlepyKaHue, CIIOCOOBI €€ OIIEHKH, M3MEPEHUS U KOHTPOJISL.

30. Bujpl AMCHUIUIMHBL TPY/1a: UCTIOJIHUTENBCKAs, aKTUBHAS, CAMOIUCIIMITIIMHA.

31. XapaktepHbie OMUOKH JACIETHPOBAHUS TOJTHOMOYHI

32. Knaccudukanus (akTopoB, YUUTHIBAEMBIX IPH MPOBEAECHUM OLEHKU 3()(HEeKTHBHOCTH
pe3yIBTaTUBHOCTHU TPY/Ia.

33. OCHOBHbIE KPUTEPUH KOHEUHBIX Pe3yJIbTATOB JEATEIbHOCTH OPraHU3alHH.

CamocrosiTesibHast padoTa CTYACHTOB
Tembl pedepaTos

CymHOCTh U cofiepKaHHe Hay4YHOM OpraHu3aliy yIpaBIeHUECKOTo TPyaa.
3agaun HAy4YHOM OpraHM3allly YIIPABICHUYECKOTO Tpyaa
Hampasnenus HayuyHOW OpraHu3aluy yIpaBJIEHYECKOro TPy/Ia.
TeopeTrnueckre OCHOBbI HAYYHON OpraHU3allly YIPaBIE€HUYECKOTO TPpyAa.
CymHOCTb, 3HaU€HUE U BUJIBI Pa3JIEJICHNs] U KOONEpallui YIIPABJIEHYECKOTO TPY/Ia.
@YHKIMOHATBHOE pa3/ieJIeHHe U KOOoTepalys YIpaBJIeHYecKoro Tpy/a.
TexHonornueckoe pazeieHue U Kooepanus ynpaBieH4eCKoro Tpyaa.
[TpodeccuonansHo — KBanU(UKALUOHHOE pa3AeIeHIE U KOOMepalus yIpaBIeHYECKOro Tpy/ia.
CymHOCTh, 0COOEHHOCTH ¥ OCHOBHBIE TIOJI0KEHHSI HOPMUPOBAHUS YIIPABICHYECKOTO TPY/Ia.
Buael HopM 1 cdepbl X TPUMEHEHUS TPU OpraHU3alu YIIPAaBJIEHYECKOro TPy/aa.
KBanudukanus METo10B HOPMUPOBAHUS YIIPABICHUECKOTO TPY/Ia, UX OCOOCHHOCTH U 33/1a4H.
MeTo/1pl U TEXHOJIOTHSI ITOMCKA padOThI, 3aKII0UEHNE KOHTPAKTA.
@DakTOPBI ¥ TEXHOJIOTHS YCIICITHOW aalTallui PyKOBOAUTEI B KOJJICKTHUBE.
. YropaBieHue coOOCTBEHHBIM PO(eCCHOHATBLHBIM Pa3BUTHEM MEHEKepa.
3HavyeHue GpakTopa BpeMEHU U TUITMYHBIE OUTHOKHA PYKOBOIAUTEICH.

LCoNoOAEWNE

Nl ol
akrwdNdEO



16. IlpaBuna JMYHOW OPraHU30BAHHOCTH M CaMOJMCIMIUIMHBI, METOJbl y4yéTa MW aHaiIu3a
UCTIOJIb30BaHUSI BPEMEHH PYKOBOTUTEIIS.

17. TexHuKa MJIaHUPOBAHUS JTUYHOTO BPEMEHU PYKOBOAMTEIS, TUIAH U PACTIOPSAAOK paboyero JHs.
18. NudopmarnmonHoe obecrieueHre padoThl MEHEKEPA.

19. OcHoBBI fAenernpoBaHmsi, OCHOBHBIC LIETIH U CUTYallUU JI€JIETHPOBAHMUS.

20. IpeumymiecTBa W HENOCTATKU JIEJIETHPOBAHUS, KOHTPOJb MPOIECCOB W PE3yJbTATOB,
CaMOKOHTPOJIb JTHSI.

21. Cozmanue ynpaBiIeHYECKONH KOMaH/IbI.

22. Paboyee MecTO pyKOBOAUTEISA, OpraHU3aIHst pabounX MECT.

23. CoBeTbl 10 palMOHAIBHON TUTAHUPOBKE pad0YHX MECT PYKOBOIUTEIICH.

24. TexHU4ecKoe OCHAICHHE Pab0YNX MECT PYKOBOIUTEICH.

25. CoBepIIeHCTBOBaHKE YCIOBUHN YIIPABICHUECKOTO TPY/Ia.

26. HopmartuBHbIe TpeOOBaHUS K TUIAHMPOBKE M OPraHU3aIH Pab0YUX MECT

27. MeToapl paliioHAIM3aIUK JIUYHOTO TPYIa PYKOBOIUTEIS.

28. TlonroroBka M MpoOBEIEHHE JETOBBIX COBEUIIAHUN.

29. Cospemennbie CHull opranuzanuu padodero Mecta MeHeKepa

30. ITopTper COBpEeMEHHOTO yCIIEIIHOTO MEHEKEepa

31. DTHUKET COBPEMEHHOTO MEHEKMEHTA

32. DcreTHYecKHe 3HAHHUS COBPEMEHHOTO MEHEKEpa

33. Kynbrypa muuHOCTH MEHEIKepa

34. Opranu3zaimoHHAas KyJIbTypa MEHEKepa

35. YpoBHU TyXOBHOH KYJIbTYpbl MEHEIKEPA

7. YYEBHO-METOJUYECKOE U UH®OPMAIIMOHHOE OBECIIEYUEHUE
JUCLUILIMHBI (MOLYJIS)

OcHoBHasi iuTepaTypa
1. Pymsuuesa P. H.; bapabanosa JI. B.; Apxanrensckuit A. B.; Muxaiinosa E. B.; Jlanuna O. B.
VYnpasnenue nepcoHaiom: yueobHoe nocodue — Braaaumup: Bal'V, 2013 .— 160 ¢
2. Slcrpe6oB B.A. Opranuzanuss M ynpaBieHHe npou3BojacTBa. OpraHuzauus Tpyaa H
yIpaBieHUE AESITENbHOCThIO PAaOOTHUKOB MpPEaNpUsITUs: yuyeOHoe mocobue. — Bnagumup, U3n-Bo
Bal'V, 2014. - 52 c. — ISBN 978-5-9984-0400-9
3. bemstok E.A. Pernmamenranus W HOpMHpOBaHHE Tpyaa [DIEKTPOHHBIN pecypc]: ydeOHOe
nocobue/ bes3tok E.A., [TonoB C.B.— DnekTpoH. TekctoBble JanHble.— M.: [lamkoB u K, A [1n
Op Menua, 2014.— 212 ¢.— Pexxum gocryma: http://www.iprbookshop.ru/15711.

JonmosiHuTeILHAS JIUTEPATYPaA
1. Jlexxenkuna T.M. Hayunas opranuszanus TpyJa nepcoHana [DJIeKTpOHHBIA pecypc]: yuyeOHUK/
Jlexxenknuna T.M.— DnekTpoH. TekcToBble AaHHble.— M.: MockoBckuil (uHAHCOBO-
OpOMBIIIICHHbIH  yHUBepcuteT  «Cuneprus», 2013.— 352 c.— Pexum jocryna:
http://www.iprbookshop.ru/17029.
2. KpacoBckuit  FO.JI. OpranuzanimoHHoe TOBeIeHUE [DIEKTPOHHBIN pecypc|: y4eOHUK/
Kpacosckuit }0.J]I.— DnektpoH. TekcroBble manHbie.— M.: JOHUTU-JAHA, 2012.— 487 ¢c.—
Pexum noctyna: http://www.iprbookshop.ru/8106
3. Ixopmxk JIx.M. Oprarm3anuonHoe noseaeHue. OCHOBBI yIIpaBJIeHHS [ DJIEKTPOHHBIN pecypc]:
yuebHoe nocobue i By3os/ JLxopmk k.M., JxoyHe I'.P.— DnekTpoH. TeKCTOBbIe JaHHbIE.—
M.: KOHUTU-TAHA, 2015.— 460 c.— Pexxum nocryna: http://www.iprbookshop.ru/12844.
4. Baneea E.O. OpranuzanuoHHOE TOBEACHUE [DNEKTPOHHBIA pecypc]: ydeOHoe mocooue/
BaneeBa E.O.— DnektpoH. TekcroBbie nannbie.— CaparoB: A [Iu Op Meaua, 2015.— 176 c.—
Pexum noctyna: http://www.iprbookshop.ru/31936
5. Baxpymes B.JI. VYueOGnoe mocobue. Opranumzamuss Tpyda TepcoHana (TIPaKTUKYM)
[OnexTponnsblii pecypc]/ BaxpymeB B.Jl.— DnexkTpoH. TekcToBble naHHbIe.— M.: MocKoBcKas



roCyJapCTBEHHas akajeMusi BojHoro tpaHcmopra, 2013.— 142 c.— Pexum pocryna:
http://www.iprbookshop.ru/47942

Iporpammuoe odecnneyenne u UuTepHer-pecypcbl
1. maker MS Office (MS Word, MS Excel, MS Access), Adobe Reader.
2. http://refoteka.ru/r-132196.html- Yue6noe mocobue: Opranusanus yrnpaBiacHHs TPyaa
3. http://opersonale.ru/upravlenie-personalom/upravlenie-personalom-upravlenie-
personalom/upravilencheskij-i-organizatorskij-trud.html — VYmnpasnenueckuii U OpraHu3aTOPCKHIA
TPYA
4. http://edu.dvgups.ru/METDOC/EKMEN/MEN/ADM_MEN/METOD/UP/frame/6.htm-
Opranu3zanys IpoLeccoB Tpy/a M0 yIpaBiIeHUIO
5. http://poznajvse.com/menedgment/25-osnovi-menedgmenta/78-osnovi-menedgmenta -
OCHOBBI MCHEKMEHTA

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUME JUCHUIIJINHBI
MOAYJIs)
1. WnnrocTpaTUBHBIN U TEKCTOBBIN pa3/laTOUHBIN MaTepHal.
2. IlpesenraTop (CTauMOHAPHBIN U NEPEHOCHO) C MyJIbTUMEINA TEXHOIOTUSIMH.



[Iporpayma. cocraBiieHa B COOTBETCTBMM ¢ TpeGoBaHusaMi D1'OC BO 1o sanpasierii
38.03.04 «l'ocymapCTBeHHOE © MYHHUHMNATLHOE YIPABICHHE» M HPOMIIO 1o 10 osKn

<<3(i.)(l)(:‘K'I'I/IBHOe rocy1apCcTBEHHOC 1 MYHHIUNANBHOE aJIMUHUCTPUPOBAHHC ).

Pabouyio nporpammy COCTaBHI __ CT. mpenojasartenb Apkaibesa O.C.

Peuensenr

(Mpe/IcTaBUTENb

paboTtojiarens) HauaapHUK MYHULMTATLHO! O

Ka3CHHOI'O YUPEIKIACHUS

«VIIPABICHUE IPAKIAHCKON 3allUThl

ropona Baagumupay (MKY «BVYI'3»)
benukos B.H. X _ o
V4

[Iporpamma pacemoTpena v 0100peHa Ha 3aceanuu KadeIpbl « IKOHOMMKA 1 CTPATe] HHeekoe

VIIPpABICHUC? .

Nporoxon Ne 23 ot _76.02. 2075 rona.

Jageayromuii kadpeapor  Ckyba P.B.

Pabouass nporpamMmMa paccMOTpeHa M 0fo0peHa Ha 3acelaHUM VYEeDHO-METOHUCCKONT KoNiieCi
HAMPaBNEHHs «["ocylapeTBeHHOE H MYHULIMIATBHOE VITPABIEHIIC)

npoTokon Ne 5 ot 702 2075 ropa.

[Ipesicenare, b KOMHCCHH Ckyba P.B.




JIMCT NEPEYTBEPAK/JIEHWSI
PABOYEM IMPOI'PAMMBI JUCLUATIIMHBI (MO/LY.JIsI)

Pa6ouas nporpamMma o100peHa Ha 2043 -207¢  y4eOHbI roj

[Ipotokon 3acenanus kKabeapsl N £3 ot #6,02. 2075 rona

3aBeyromuit kadenpoii —%

PaGouast nporpamma ojio0pena nHa 207¢-2075 yueOublii ron

TIportoxkos 3acenanus kahpenpst N 23 or #.02.20/f Tona

<

3aseyrommii kadeapoit /E’\

PaGouas nporpamMma ofobpeHa Ha 2075-2076  y4eGHbli roj

ITpotokon 3acenanus kapenpet No 39 or _30.06.2Tona

3apenyromuii kadeapoi <

7

PaGouast mporpamma onoOpena Ha 2076 -2e77  yueOHBII TO]

[Tporokosn 3acenanus kadenper No 32 ot 232 0b.2of4 rona

3apemyromuii kadempoit ~ é%}

Paboyas nmporpamMma ogoOpeHa Ha yueOHBII To/T

[Tporokon 3acexanus kadenpsr Ne oT roaa

3aBenyromuii kadeapoi

Pabouas nporpaMMa ono0peHa Ha y4eOHBIH roj1

[TpoTokon 3acenanus kadenpsr Ne oT rojia

3aBenyromuii kadenpoi

PaGouast mporpamma oj100peHa Ha y4eOHBIN Toj

IIpoTokon 3aceanus kadeapsr No oT roaa

3agenyromuil kapenpoii

Pabouvas nporpamMma ofo0peHa Ha yueOHbIN roj

[TpoTokon 3acenanus kadeapsr Ne oT roja

3aBenyromuii kadenpoii




