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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 COBEpUICHCTBOBaHHSA, B TOM 4YHCIE€ pa3[elieHHd W KOoNepauud TpyAa, Moadope u
WCIIONIb30BAaHUU KaJpoOB, OpraHU3aluu pabodMx MeCT | TpoIreccax TpyAa COTPYAHHKOB U
PYKOBOJIUTEIICH.

dopMHUpOBaHKE Y CTYIAEHTOB MPAKTUYECKUX HABBIKOB 0 OpraHU3aIMU YIPaBICHYECKOTO
TpyZJa B JalbHeWIeM OyJeT criocoO0CTBOBATh HE TOJIBKO 0oJiee YCIENTHOMY OCBOCHUIO AUCLIUILINH,
U3YYCHHE KOTOPBIX MpeArnoiaraeT paboTy ¢ TEPCOHAIOM OpraHu3aluid W MPUHSATHIO
YIpaBICHUYECKUX PELIeHU, HO U MPOXO0KIECHHUIO MPAKTUK HA 00Jiee TPaMOTHOM YpOBHE.

3ajaun U3y4eHus: JUCHUTIIUHBI:

- copMupoOBaTh y CTYJIEHTOB YETKOE MPEJCTaBICHHE O MPHUHIMUIAX OpPraHU3alHUH
yIPaBJIEHYECKOIO TPYAQ,;

- 03HaKOMUTH CTYZCHTOB C OCHOBAaMH MOCTPOEHUS TJIAHOB paboyero JaHs;

- O3HAKOMHUTD CTYJEHTOB C OCOOEHHOCTSAMHU pallMOHAIN3aLUHU YIIPaBIEHYECKUX MPOLIECCOB B
OpraHu3aIusX;

- HAYYUTh CTYJICHTOB PaclpeiessiTh MOTHOMOYHS;

- Hay4UTh CTYJEHTOB MPUHIUIIAM OpPraHU3aluu paboyero NpoCTpaHCTRA.

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 JIOTMUECKOM U CO/AEpKATEIbHO-METOJNYECKON B3aMMOCBS3H C
apyrumu yactamMu OIIOII u Gasupyercss Ha 3HAHUAX, NOJIYYEHHBIX INPH M3YYEHUU TaKOU
JUCIUIUINHBI KaK «OCHOBBI YIIPaBIEHUS IEPCOHATIOM).

HaGop Bxonsmmx 3HaHUM M YMEHMH, COCTOSIIMX B MOHMMAHUHU MPHUHLUIIOB OpraHU3aluu
YIPaBICHYECKOTO TPyJAa, pacmpeleneHus o0s3aHHOCTEH, TIOCTpoeHUs pabodyero JHI U
dopmupoBaHus pabodel AOKyMEHTAlMM oOecreyuBaroT TpeOyeMblii (yHIAMEHT s HU3YydeHUs
quciumiind - «OCHOBBI  IGNIONPOM3BOACTBaY, «BBeaeHne B coenuaabHOCTBY, «Teopus
Opra"u3anumn», «MeToapl NPUHATHS YIPABICHUECKUX PELIEHUI», a TAK)KE PU MPOXOKICHUH BCEX
BUJIOB NPAKTHUK.

3. KOMIETEHIMY OBYYAIOILETOCSI, POPMUPYEMBIE B PE3YJIbTATE
OCBOEHMUS JUCHUILINHBI (MOLY.JIST)

B pe3ynbrare ocBOCHUS TUCHUIUIMHBI 00y4alOMUNCs TOJKEH I€MOHCTPUPOBATDH CIEAYIOLINE
pe3yabTaThl 00pa3oBaHUs:

1) 3HaTh: MPUHLMIIBI PEIIEHUS CTaHAAPTHBIX 3a7ad NMPOQPECcCHOHANbHON IEeSTENIbHOCTH Ha
OCHOBe WH(pOpPMAIMOHHON M Oubnuorpaduyeckoil KyiabTypbl C y4€TOM OCHOBHBIX TpeOOBaHMA
uHdopmarmonHoi oezonacuoctu (OITK-6);

2) YMeTh: BecTU JEIONPOM3BOJICTBO M JIOKYMEHTOOOOPOT B OpraHax TrocCyAapCTBEHHOU
Bractu Poccuiickoit ®enepannu, opraHax TOCyJapCTBEHHOH BiacTH cyObekToB Poccuiickoit
@®enepanyy, OpraHax MECTHOTO CaMOYINpPABIEHUS, TOCYJApCTBEHHBIX W MYHMIMIIAIbHBIX
OPENNPUATHIX U YUPEXKACHUSX, HAYYHBIX U 0Opa3oBaTeNbHBIX OpPraHMU3alMsIX, MNOJIUTHYECKUX
napTusax, OOIIECTBEHHO-TIOIUTUYECKUX, KOMMEPYECKHX U HekoMMepueckux opranmzanumsx (ITK-
15);

3) Bnagers: mpumMeHeHHEM HHGOPMAIIMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJOTHHA pEelIeHUs
cranaaptHeIX 3a1a4d (OITK-6).



4. CTPYKTYPA U COAEP KAHUE JUCIHUIIJIMHBI (MOAYJIS)
OO01mmas Tpy10eMKOCTh JUCIUIUIMHBI COCTaBsIeT 3 3a4deTHBIX enunui, 108 wdacos.

Buer yueOHOM pabOTHI, BKITIOUAs PODME TEKVILEro
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Marpuiia COOTHECEHUs] TeM/pa3ZieloB yueOHOH MUCHUIUTMHBY/MOLYIS U (POPMHUPYEMBIX B HHX
npodecCHOHATPHBIX KOMIIETCHIMI Npe/ICTaBIeHa B TA0JIHIIE.

z
Komu obmiee
TeMsl, pa3zienbl JUCUUIUIAHBI Heets Komnerexuum weno
0 KOMIICTE
HIITWH
TR oK. TIK-15 2
Temal. CymHOCTh U OCOOCHHOCTH YIPaBICHUYSCKOTO 12 + N 2
TpyJa.
Tema2. UCyI_HHOCTL, colepKaHWE W HaIpaBIICHUS 12 + + )
HAy4YHOW OpPTraHU3alluy TPY/a.
Tema3. QpFaHI/IBaHI/IH B3aUMOIENUCTBUSA u 12 + + 2
TTOJTHOMOYHH.
Tema4. Pacnpenenenue u KOONEpaLus 12 + + )
YIPaBICHYECKOTO TPY/Ia.
Tema5. [InanupoBanue TMYHON PabOTHI COTPYIHUKA. 12 + + 2
Tema6. HopmupoBaHve ynpaBIeHYECKOTO TPYAA. 12 + + 2
Tema7. YueT u aHasu3 paboyero BpeMeHH. 12 + + 2
Tema8. Opraamzanus pabodero MecTa COTpyTHUKA. 12 + + 2
Tema9. KynbTypa yrpasieHus. 12 + + 2
3ader ¢ OIeHKOM + +
Hroro 108
Bec kommerenin (A) 1 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, cofepkaHue W HaNpaBJeHUs HAYYHOI opraHusanum Tpyaa. [lonsrue u
3a/la4i Hay4yHOU opranuzaunu Tpyna. ConepikaHue U HaIpaBJICHMs Hay4YHOH OpraHu3aluu TpyJa.
Cocrasisitoniie OCHOBBI HAyYHOW opranusanuu Tpynaa. Pexxum tpyna u otasixa. Pacnipenenenue u
koomepanusi  Tpyaa. OcoOeHHOCTM  HaydyHOW  OpraHM3alUU  YOPAaBIEHYECKOro  TpyAa.
[TpodeccuonanpHas opueHTalMs U npodeccnoHanbHbI 0TO00p (0T60P) pAOOTHUKOB.
Tema 3. Opranuzanus B3auMOAeiicTBUSL M NMOJHOMOYMI. OpraHu3aluy B3aUMOJEHCTBUS KaK
byHKIIMST MeHeKMeHTa. JlemerupoBanuwe MOMHOMOYHH. J[lenermpoBaHne Kak CyOBEKTUBHBINA
daxTop. Bnacte u nmonHomouus.
Tema 4. PacnipenesieHue 1 Koonepanusi ynpapjieH4ecKoro Tpyaa. OCHOBHbIE BUABI U TPUHIUIIBI
npodecCHOHATBLHO-KBATU(HUKALMOHHOTO PAaCHpeeNieHHsI M KOOIEPaLMy yIPaBIeHYeCKOTo Tpy/a.
Opranuzanys KOMaHAHON paboThl. DTHYECKHUE MTPOOJIEMBI TUAEPOB TBOPUECKUX KOMAHI.
Tema 5. IlnannpoBaHue JUYHOI padOTHI ceKpeTapsi. Y CTAaHOBJIECHHUE JIMUHBIX LIEJEH cekpeTaps.
Metonel mimaHupoBaHUS  pabOTHI  cekperaps. BbpiOOp NpPUOPUTETHBIX €T, MPUHIUIIBI
IPUOPUTETHOCTHU. [lepcrieKTUBHBIE, TOI0BBIE, MECSYHBIE U TEKYIIHE (OTIEpaTUBHBIC) TIAHBI.
Tema 6. HopmupoBanue ynpaBiieHYeCKOro Tpyaa. Buasl HOpM W 3a7a4yu HOPMHUPOBAHUSA
ylpaBjleH4ecKoro Tpyaa. Metoasl HopMupoBaHus Tpyaa. OcOOEHHOCTH BPEMEHH KaK pecypca.
Tema 7. Yuer u aHaau3 padouyero BpeMeHH. YUeT U aHanu3 padboudero Bpemenu. @otorpadus u
camodoTtorpadus padouero aHs. PanimoHaabsHOE UCTIOIB30BAHUE BPEMEHH.
Tema8. Opranmsanus padouero Mecra corpyaHuka. [lonstume pabGouero mecra Hu €ro
opranmzarus. Knaccudukamus pabounx mect. TpeOoBaHHS K TUTAHUPOBAHUIO M OOOPYIOBAaHUE
pabouux MecT. OpraHu3allMOHHOE OCHalleHHe padounx Mect. ObecneueHne KOMGOPTHBIX U
0e30macHbIX YCIIOBUM TPY/Ia.



Tema9. Kynbrypa ynpasiaenusi. [loHatue KyiabTypsl U UCKycCTBa ynpasiieHUs. Poib KynbTypbl
MEHEUKMEHTa M ero ocHoBHble (yHKuuM. CocTaBisoLIMe KylbTyphl ynpaBieHus. OOmue
IIOJIOXKEHUS U OCHOBHBIE ITOHATHS KOPIIOPATUBHOU KYJIBTYPbI

Ilepeyenns Tem J1abopaTOPHBIX PaboT
Tema 1. Poau menemkepa. TpeboBaHUs K MEHEHKEPAM.
Tema 2. [IpodeccronanbHass OpUEHTAIUS COTPYAHUKOB.
Tema 3. Keiic «apuopureT.
Tema 4. Pacnipenenenue u koonepauus Tpy/a.
Tema 5. PanuoHanbHble METONIBI U CPEACTBA IUIAHMPOBAHUS M BBIIIOJIHEHHS YIPABICHUYECKOU
paboTHI.
Tema 6. CocraBiienne pororpaduu padbodero Hs.
Tema 7. [IpuHUIMIBI palliOHATBHOTO UCIIOJIB30BaHUS pab04Yero BpeMEHH.
Tema 8. Paunonanuzanus pexxuma Tpyaa.
Tema 9. OCHOBHBIC TPUHIIMITHI ¥ TUITHI KOPIIOPATUBHOU KYJIBTYPHI.

5. OBPA3OBATEJIbHBIE TEXHOJIOI'NHU

OcBoenne auctuiuiMHbl «OCHOBBI OpraHW3allMM  YIIPABICHYECKOTO TpyAa» 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 00pa30BaTeIbHOTO CTaHAApTa cocraBiseTr He MeHee 30%
ayIUTOPHBIX 3aHSATUHM, 3aHATHS JIEKIIMOHHOTO THma He mpeBbimaloT 50% oT oOlel BeTUYUHBI
ayJIMTOPHBIX 3AHSTHIA.

6. OUEHOYHBIE CPEACTBA J1JIs1 TEKYIIEI'O KOHTPOJIA
YCHEBAEMOCTH, MPOMEXXYTOUYHOM ATTECTALIMU 11O UTOT'AM
OCBOEHMUSA JMCIIAIIJIMHBI U YYHEBHO-METOANYECKOE
OBECIEYEHUE CAMOCTOSATEJbHOM PABOTHI CTYJIEHTOB

[TpomexyTodHas aTTecTalys o0 UTOraM OCBOEHUSI JTUCUUILTUHBI «OCHOBBI CEKPETAPCKOIo JIENIa
HAalpaBJICHA HA 3aKPEIUIEHHE OCHOBHBIX AJIEMEHTOB TEOPETUYECKOrO U MPAKTUYECKOro Kypca. B xozne
e€ peanM3alyy MO MPEIBAPUTENBHO BbIIAHHBIM OaKalaBpaM 3aJaHusIM IPETyCMOTPEHBI CIETYIOLIHe
(OpMBI KOHTPOJIS:

1. PelTHHT-KOHTPOIIb.

2. Pemenue cUTyallMOHHBIX 33724 B paMKaX MPaKTUYECKUX paboT.

3. HunuBuyambHbBIC M KOJUIEKTUBHBIE KOHCYIIBTAIMHN TI0 IPAKTUIECKON padoTe.
4. BeIcTyIUIeHHE U OMITOHUPOBAHNUE HA CEMUHAPCKUX 3aHSATHSX.

5. 3auer.

Texymuii KOHTPOIb TAKXKE COMPOBOKIAIOT YUaCTHE B MHTEPAKTUBHBIX UIPaX, YIPAKHEHHIX,
TPEHHMHIaX, a TaKKe MPOBEJECHUE TECTUPOBaHMs. MITOroBbIil KOHTPOJIb MO KypCy OCYIIECTBIISETCS
TakK >ke B (popMe TECTUPOBAHUS.

IIpomeskyTOUHAs aTTeCTANMS

Cnucox BONPOCOB K 3a4eTy

1. CymHocTh opranu3aluu Tpyaa 1 He0OXOAUMOCTh €€ COBEPILICHCTBOBAHUS Ha HAYYHON OCHOBE.
2. IlpencraBuTenn OCHOBHBIX 3KOHOMHUYECKHMX IIKOJI O HEOOXOAWMOCTH OpTraHU3allMH TpyAa
MepcoHasa ¢ HayYHbIX MO3ULIHAM.
3. CoBpeMEeHHOE COCTOSTHIE HAyYHOH OpraHu3aluy Tpya.
4, Dxonomunyeckas 3axada HOT.
5. Ilcuxodusnonornyeckas 3agaya HOT.



6. CommanpHast 3amaya HOT xak ¢(akTop MNOBBIIICHUS YAOBIETBOPEHHOCTH YCIOBUSAMH 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 y4era, IyTH paluoHaIN3aluU TPY/Ia.
11. [InanupoBka paboyero MecTa.
12. OcHoBHBIE 331a4l1 HOPMUPOBAHUSI TPYAA.
13. O6BeKTHI U METOIBI HOPMUPOBAHUS TPY/IA.
14. Metonpbl 1 cpeAcTBa BIIOJHEHMS! YIIPaBIEHYECKUX OIepaIiii.
15. IlnanupoBaHue TPYIOBOTO MpoOIIecca: MOHITHE, HAITPABICHHUS, METOIBI.
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 U co3AaHue OIaronpUsATHBIX 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. UnnuBuayaabHOE TUIAaHUPOBaHUE pabovyero BpeMeHU PyKOBOIUTEINS (CIEI[HAINCTA).
24. XapakTepuCTHKa H TEPEeYeHb HOPMATHUBHO-TIPABOBBIX JIOKYMEHTOB, OMPEICIISIONINX
OpraHu3aluIo Tpyaa
25. MeToibl HOpMUPOBAHHS TPY/A: XPOHOMETPaXK, IKCIIEPTHBIE U CTAaTHCTUYECKHE OLEHKHU 3aTpar
Tpyaa.
26. Meronbpl M3MEpEeHHs U aTTecTaluu padodero mecta: ¢ororpadgupoBanue pabodero BpeMeHH,
XPOHOMETPaX, KAPTOTPAMMBI U T. 1.
27. YcioBust Tpya U GaKTOPBI UX OMPEEIISIONIHE.
28. IIpuHIMOBI ¥ TpaBUJIa JIAHUPOBAHUS pabovero BpeMeHH
29. lucuuiuiiHa TpyAa: CoJIepyKaHue, CIIOCOObI €€ OIIEHKH, M3MEPEHUS U KOHTPOJISL.
30. Byl AMCHUIUIMHBL TPY/1a: UCTIOJIHUTENbCKAs!, aKTUBHAS, CAMOJUCIIUITIIMHA.
31. XapaktepHbie OMUOKH JACIETHPOBAHUS TOJTHOMOYHI
32. Knaccudukanus (akTopoB, YUUTHIBAEMBIX IPH MPOBEAECHUM OLEHKU 3()(HEeKTHBHOCTH
pe3yIBTaTUBHOCTHU TPY/Ia.
33. OCHOBHbIE KPUTEPUHN KOHEUHBIX PE3yJIbTaTOB AEATEIIbHOCTH OpraHU3alHH.

Texkymmii KOHTPOJIb

TecroBble 3a1aHUsA K PEHTHHI-KOHTPOJIIO

PeiiTuHr-KOHTpPOJIB 1
1. B coomeemcmeuu c uem ocywecmensiemcs 6Hympunpou3e00cmseeHHoe pasoeienue mpyoa?
a) DKOHOMHYECKOM CTPATETHEH NeITeTbHOCTH TIPEATNPUSTHS,
0) IpOU3BOJICTBEHHON HEOOXOAUMOCTHIO;
B) KOJIMYECTBOM YIPABICHUECKUX PAOOTHUKOB MPEIITPUSTHS,
I') ACUCTBYIOLUM 3aKOHOIaTEILCTBOM,;
1) BCE OTBETHI BEPHBI.

2. Umo saensemcs npedmemom mpyoa meneodncepa?
a) pa3paboTKa yIpaBJICHUYECKUX PEIICHUH;

0) opranu3arus,

B) OmepaIioHHas CHCTeMa OpTaHU3aIliH;

I') HIOAYUHEHHBIE;

1) nHbOpMaITus.

3. Umo ommuocam K 00beKMUBHLIM HaAKmopam, GIUAIWUM HA OP2AHU3AYUIO YAPABIEHYeCKO20
mpyoa?
a) crienu(UKy ¥ pa3Mephl X03SHUCTBEHHON ACSITETbHOCTU IPEIPUSITHS



0) opraHu3aIMOHHO-TIPaBOBYIO (POPMY MPEAIPUSATHS,
B) KOHBIOHKTYPY PbIHKA UCIOJIb3YEMBIX PECYPCOB;
') YPOBEHb PAa3BUTHUS IKOHOMHYECKON M OTPACIIEBON HHPPACTPYKTYPHI,
1) Bce oTBeTHI BEpHBI.
PeliTHHI-KOHTPOJIb 2
4. Ymo u3 nepeuucienHo20 OMHOCUMCA K (popmam penamenmayuu ynpasieH4ecko2o mpyoa?
a) CTaTyCHas U MOBEACHYECKas;
0) TOJDKHOCTHAS U MHIUBUTyaJIbHAS;
B) TUHEWHas ¥ (PyHKIIMOHAIbHAS;
I') TOPU30HTAIbHAS U BEPTUKAJIbHAS;
1) IPaBUJIBHOI'O OTBETA HET.

5. Bvibpannas 001%#CHOCMHbIM TUYOM MEMOOUKA CLe008AHUS PE2NAMEHN) — dMO:
a) TEXHOJIOTHUS YIIPABJICHHUS;

0) cTUIb yIpaBieHus,

B) IOJINTUKA YIIPABJICHUS,

T') UCITOJIHUTEIbCKAS TUCITUTUINHA;

1) TPaBUJILHOTO OTBETA HET.

6. Ymo svicmynaem 8 kauecmee 00beKmMo8 NIAHUPOBAHUS TUUHOU PAOOMbl MeHeoH cepa.:
a) pabouuii 1eHb;

0) pabouast Henens,

B) Mecsil] pabOTHI;

r) pabounii ro;

1) BCE OTBETHI BEPHBI.

7. YUmo omnocam k cpedcmeam mpyoa meHeoxcepa?
a) €ro MHTEJJIEKT U yIpaBJIeHYeCKHUE CIIOCOOHOCTH;
0) MaTepraIbHO-TEXHUYECKOE OCHAIlIEHNE paboyero Mecra,
B) MH(OPMAIIMOHHBIE TEXHOJIOIUHU U JISHCTBYIOIIEE 3aKOHOAATENbCTRO;
I') ero KBaJM(UKaIHIO U CBSI3H;
1) BCE OTBETHI BEPHBI.
PeliTHHT-KOHTPOJIb 3
8. B uem 3axniouaromcs ynpasienueckue NOIHOMOYUA?
a) TIpaBe yMpaBIsATh IPYTHMU JIIOJIbMH,
0) 00513aHHOCTH IPUHUMATH PEIICHHS,
B) OTBETCTBEHHOCTH 32 PE3YJIbTATHI ACITEITHPHOCTH IO JYNHEHHBIX
I') pealn3aluy CTpaTeruy pa3BUTHUS NPEIIPUATHS;
1) IPaBUJILHOTO OTBETA HET.

9. Umo u3 nepeuucienHo2o a6isencs pe3yibmamom mpyoa meneoxcepa?
a) YIpaBJIE€HYECKOE PEILICHUE;

0) 2P PekTUBHOCTD XO3SMCTBEHHOM IEATETLHOCTH;

B) OJAronpUsITHBIN COIUAIBHO-TICHXOJIOTUYECKUH KIMMAT B KOJIEKTUBE;
T) JUIUPYIOIIEE MOJI0KEHNE Ha PHIHKE,

1) BCE OTBETHI BEPHBI.

10. Bevioerume ¢hynxyuro, Komopyro MOA*CHO Oenre2upo8amy
a) IPUHATUE CTPATETMYCCKIX PEIICHUH;

0) KOHTPOJIb MMOJYYCHHBIX PE3YJIbTATOB;

B) IPOBEJICHHE TTEPETOBOPOB,;

I') 3a7aHusT 0CO00H BaXKHOCTH;

1) OTIpe/ieJICHNEe MAPKETHHTOBON KOHIICTIIIHH.



CamocrosiTesibHast padoTa CTYICHTOB
Tembl pedepaToB

CymHOCTb U coiepKaHHe Hay4YHOM OpraHu3alyy yIpaBiIeHUECKOro Tpyaa.
3ajaun HAy4YHOW OpraHU3alluM YIPaBIEHYECKOTIo Tpyaa
HanpaBnenust HaydHOW OpraHvM3alyy yIpaBJIeHUYECKOTro Tpyaa.
Teopernueckre OCHOBBI HAYyYHOW OpraHU3alMK YIIPaBJIEHYECKOTO TPyAa.
CymHOCTb, 3HaU€HUE U BUJIbI Pa3JIEIICHHs] U KOONEpaIMi YIIPABJIEHYECKOTO TPY/Ia.
@OyHKIMOHANIBHOE pa3AeieHNue U KOolepanus yIpaBleHYeCcKoro Tpyaa.
TexHonornueckoe paszeieHne u Koolepanus yupaBjieH4eCKoro Tpyaa.
[TpodeccrnonanbHO — KBATM(PHUKALMOHHOE pa3ieseHHe U KOOepalys ypaBlIeHYeCKOro Tpya.
CymHoCTh, 0COOCHHOCTH ¥ OCHOBHBIE TIOJI0KEHUS HOPMUPOBAHUS YIIPABICHYECKOTO TPY/Ia.
0. Bugas! HOpM U cepbl X IPUMEHEHUS IIPU OPraHU3aALMU YIIPABIEHUYECKOr0 TPYAA.
11. Kpanuduxanus METOA0B HOPMUPOBAHMSI YIIPABIEHUYECKOTO TPYa, UX OCOOEHHOCTH U 3aJ]auu.
12. Metoabl ¥ TEXHOJIOTHS TOUCKA PAOOTHI, 3aKIFOYEHUE KOHTPAKTA.
13. ®akTOpbI U TEXHOJOTHS YCIICIIHOM aJanTaiui pyKOBOIUTENS B KOJUIEKTUBE.
14. VnpaBneHnue coOCTBEHHBIM NPO(ECCHOHAIBHBIM Pa3BUTHEM MEHEIKEPA.
15. 3HaveHue GakTOpa BPEMEHHU M TUIIMYHBIC ONIMOKN PYKOBOJUTEIICH.
16. IlpaBuna JMYHOW OPraHU30BAHHOCTH M CaMOJMCLMILUIMHBI, METOJbl y4yéTa MW aHaiIu3a
HCII0JIb30BaHUsl BpEMEHU PYKOBOIUTEIIS.
17. TexHuka njIaHUPOBAHUS JIUYHOTO BPEMEHU PYKOBOAMTEIS, IUIAH U PACIIOPAAOK paboyero JHsl.
18. NudopmannonHoe odecnieueHre padboThl MEHEKepa.
19. OcHoBBI AenernpoBaHusi, OCHOBHbBIE LIETIH U CUTYAllUU JAEJIETUPOBAHMUS.
20. IlpeumymiecTBa W HEIOCTATKU JEJIETMPOBAHUS, KOHTPOJb MPOIECCOB U Pe3yJbTAaTOB,
CaMOKOHTPOJIb JHS.
21. Coznmanue yrpaBlieHUYECKOH KOMaH/IbI.
22. Pabodee MecTo pyKOBOAUTENIS, OpraHU3alus pabounx MecT.
23. CoBeThl IO PAIMOHATBHON TUIAHUPOBKE pab0INX MECT PYKOBOIUTEIICH.
24. TexHUYeCKOe OCHALIEHHE pabOYUX MECT PyKOBOAUTENEH.
25. CoBepIIeHCTBOBAHHE YCIIOBUH YIIPABIIEHYSCKOTO TPY/IA.
26. HopmartuBHbIe TpeOOBaHUS K INIAHUPOBKE U OpraHU3alMi pabouuX MECT
27. MeToap! palioHAIN3AIUH JTTIHOTO TPYla PYKOBOIUTEIS.
28. IlonroroBka u MpoBeIEHHUE JENOBBIX COBELIAHUH.
29. Cospemennsie CHull oprannsanuu padodero mecta MEHEIKEpa
30. ITopTper COBpeMEHHOTO YCIEIIHOTO MEHeIKepa
31. DTUKeT COBPEeMEHHOTO MEHEKMECHTA
32. DcreTHyuecKue 3HaHUs COBPEMEHHOTO MEHEKepa
33. Kynbprypa muaHOCTH MEHEIKEpa
34. OpraHu3zaiyoHHas KyJIbTypa MEHEIKepa
35. YpoBHU IyXOBHOH KYJIbTYphl MEHEKEPA

HBoo~NooR~WNE

7. YYEBHO-METOJWYECKOE U TH®OPMAIIMOHHOE OBECIIEYEHUE
TUCIUATLITAHBI (MOYJIsT)

OcHoBHasi iMTEpaTypa
1. Pymsuuesa P. H.; bapabanosa JI. B.; Apxanrensckuit A. B.; Muxaiinosa E. B.; Jlanuna O. B.
VYnpasieHue nepcoHanom: yuebHoe nocoore — Bmagumup: Bal'Y, 2013 — 160 ¢
2. Slcrpe6or B.A. Opranuzanmuss W yhOpaBiieHHe mpousBojacTBa. Opranuzamus Tpylda H
yIpaBJIEHUE JEATEIbHOCTbIO paOOTHUKOB MpeanpusiTHs: ydyeOHoe mocodue. — Bnaaumup, M3n-Bo
Bal'V, 2014. - 52 ¢c. — ISBN 978-5-9984-0400-9
3. besstok E.A. PernameHtranus U HOpMHpOBaHHE TpyAa [DIEKTPOHHBIN pecypc]: ydeOHOe
nocobue/ ber3tok E.A., [TorroB C.B.— DnekTpoH. TekcToBbie ganHbie.— M.: [lamkos u K, A# [In
Op Menua, 2014.— 212 ¢.— Pexxum gocryma: http://www.iprbookshop.ru/15711.



JlonoJIHUTe/ILHASA JIUTEpaTypa
1. Jlexxenkuna T.M. Hayuynas opraHuzamusi Tpyaa nepcoHayia [DIEKTpOHHBIM pecypc|: yueOHUK/
Jlexxenkuna T.M.— DnexkTtpoH. TekcToBble naHHBIe.— M.: MockoBckuil  (puHAHCOBO-
MPOMBINIUICHHBIM ~ yHUBepcuTeT  «CuHeprus», 2013.— 352 c¢— Pexum  noctyma:
http://www.iprbookshop.ru/17029.
2. Kpacosckuii  10.JI. OpranuzanpoHHOe TIOBEACHHE [DJICKTPOHHBIA pecypc]: y4eOHHK/
Kpacosckuii 10./].— Dnextpon. TekcroBbie nanusie.— M.: KOHUTU-ITAHA, 2012.— 487 c.—
Pexxum noctyna: http://www.iprbookshop.ru/8106
3. Hxopmx Jx.M. Opranm3anuonnoe noseaeHue. OCHOBBI YIIpaBJICHUs [DIEKTPOHHBIN pecypce]:
yaeOHoe mocobue st By30B/ Jkopmk k.M., IxoyHc I'.P.— DieKTpoH. TEeKCTOBBIC JaHHbBIC.—
M.: OHUTU-JAHA, 2015.— 460 c.— Pexwum nocryna: http://www.iprbookshop.ru/12844.
4. Baneea E.O. OpraHm3zanimoHHOE TOBEICHHE [DJIEKTPOHHBIH pecypc]: ydeOHOoe mocodue/
BaneeBa E.O.— DnektpoH. TekcToBble nanHbie.— CapatoB: At [lu Op Menua, 2015.— 176 ¢.—
Pexwum nocryna: http://www.iprbookshop.ru/31936
5. Baxpymes B.J[. VYueOnoe mocobume. Opranmzanuss Tpyaa THepcoHana (MPaKTHKYM)
[OnexTpoHHbIil pecypce]/ Baxpyme B.J[.— DnekTpoH. TekcToBble naHHble.— M.: MoCKOBCKas
rOCyJapCTBEHHAs akajeMusi BOAHOro tpancmopra, 2013.— 142 c.— Pexum pocryna:
http://www.iprbookshop.ru/47942

IIporpammuoe ob6ecneuenune u UnTepHeT-pecypcsl
1. maker MS Office (MS Word, MS Excel, MS Access), Adobe Reader.
2. http://refoteka.ru/r-132196.html- Yue6noe mocobue: Opranu3aiyst yrpasieHus Tpyaa
3. http://opersonale.ru/upravlenie-personalom/upravlenie-personalom-upravlenie-
personalom/upravlencheskij-i-organizatorskij-trud.html — VYmnpaenexueckuii W OpraHu3aTOpPCKUit
TPYA
4. http://edu.dvgups.ru/METDOC/EKMEN/MEN/ADM_MEN/METOD/UP/frame/6.htm-
Opranu3anus npoIeccoB Tpy/aa Mo yrnpaBIeHUIO
5. http://poznajvse.com/menedgment/25-osnovi-menedgmenta/78-osnovi-menedgmenta -
OCHOBBI MEHEKMEHTA

8. MATEPUAJNBHO-TEXHUYECKOE OBECIIEYEHUME JUCHUIIJINHBI
MOAVYJIs)
1. WnmrocTpaTUBHBIN U TEKCTOBBIN pa3/laTOUHbIN MaTepHal.
2. IIpesenrtaTop (CTalMOHAPHBIN U NEPEHOCHON) C MyJIbTUMEINA TEXHOJIOTUSIMH.



[IporpamMma cocTaBiieHa B COOTBETCTBUM ¢ TpeboBanuamMu PI'OC BO no wanpasienuio
38.03.04 «l'ocynapCTBEHHOE H MYHMIMNAIBHOE YIOpaBICHHE» M Npo(GHIIO  HOIIOTOBKHM

«IpPexkTHBHOE TOCYIAPCTBEHHOE H MyHHLIUTIAIBHOE aIMHHUCTPHPOBAHHE Y.

/
PaGouyio nporpamMMmy cocTaBuil __ CT. npenonasatens Apkajabesa O.C. @j’)\

PerniensenT
(npeacTaBUTENb

paboToaarens) HauanbHUK MYHULIMIATLHOTO

Ka3€HHOTI'O YUYPEIKACHHUS

«Y1paBieHHe TPaXKIaHCKOM 3aLHUTE]

roposa Baamumupay (MKY «BVI3»)
Benukos B.H. X
4

[Tporpamma paccMoTpeHa U 000peHa Ha 3acelaHuu Kadeapbl « DKOHOMHKA U CTPa1el HUECKOe

VIIPABJICHHE)
[porokon No 74 ot #W 2075 rona.

3asenyrowunit kapenpoi  Ckyba P.B. %

T v
/ =

PaGouass nporpamma paccMOTpeHa M ofoOpeHa Ha 3acelNaHHH Y4eOHO-METOMHMYECKOH KOMUCCHI
HarpaBIeHUs «"ocylapcTBEHHOE M MYHULIMIIANbHOE YIIPaBIeHne»

npotokon Ne 5~ or_# 2 2015 rona.

[lpescenarens KOMHCCHH Ckyba P.B. : ”,,7%
V=



JIMCT NEPEYTBEPKJIEHUS
PABOYENM MPOI'PAMMBI JUCHUILIMHBI (MO/LYJIS)

Paboygas npofpamma onoOpeHa Ha 20f3- 247/7“- yqeﬁnbﬁfl roj

IIpotokon 3acenanus kadpenpet No 23 ot _#42 2075 rona

3asenyromuit kadeapoi Q

/Z”

Pabouas nporpamMmma on06peHa4 Ha ”2'12/7'- .2”5, y4eOHBIH rof

TIporoxon 3acenanusi kKapenpei Ne 23 ot i Zef5” roma

3aBenyromuit kadeapoi

S /(/<

PaGouas nporpamma oobpeHa Ha _27/5 - 2076 y4eOHbIA rox
[Tporokor 3acenanus kapenpst Ne 39 ot #/fZv/f rona

3asemyromuii kadeapoit %

PaGouas nporpamma ofobpeHa Ha 2o/ - J¢/7 _ y4eOHBIi rox

[potokon 3acenanus kadenpet Ne 37 ot 270f Z7¢ roma

3asenyrouuii kadeapoi e

~— /

PaGouas nmporpamma o100peHa Ha y4eOHBIH roj

[TpoTokosn 3acenanus Kapenpol N oT roja

3asenyroumii kadenpoi

Pa6ouas nmporpamMma ofo0peHa Ha y4eOHBI! Tox

IIpotokon 3acenanus Kapenpsr Ne oT roja

3asenyroumii kadeapoi

PaGouyas nmporpamMa o00peHa Ha y4eOHBIi ro

IIpoTtokon 3aceanus Kapeapbl No oT roza

3aBeayromuii kKabeapoi

PaGouas mporpamma onodpeHa Ha y4eOHBbIN roj

ITportokosn 3acenanus Kapeapsr Ne oT ' rojga

3asenyrommii kadeapoi



PEHEH3UA
Ha pado4yio nporpaMmy AUCHHILINHBI
«OCHOBBI CEKPETAPCKOTO AeJIa)»
no Hanpagjaenno 38.03.04 «I ocyoapcmeentoe u MyHuyunansHoe ynpaenexuey,
npoduiab noaAroroBKH «I(PpPeKTHBHOE rocy apcTBeHHOE U MYHHIIUNIATIbLHOE
AAMHHUCTPHUPOBAHHEY,
paspaboTanHy cmapuium npenooasamenem kageopvr ICY Apraovesoit Onveoti
Cepeeesrori

Paboyas nporpamma aucuumuinHbl « OCHOBBI CEKPETAPCKOro JIeNa) COCTaBlieHa B
COOTBETCTBMM C (pemepanbHbIM TIOCYAAapCTBEHHBIM 0O0pa3oBaTeNbHBIM CTaHAApPTOM
BBICIIErO  OOpasoBaHMs 1o HampaBieHuo 38.03.04  «locyoapcmeennoe u
MYHUYURansHoe ynpasneruey st 04Hol GopMbl 00yIeHHUS.

Copneprkanne pabodell mporpaMMbl JUCUUILTHHBI «OCHOBBI CEKPETapCcKOTro JIeNay
COOTBETCTBYET COBPEMEHHOMY YPOBHIO M TEHICHLUAM PA3BUTHS TEXHOJIOTHH paboTHI ¢
JOKYMEHTALUEH.

CtpykTypa ¥ colep)KaHWe AMCLUMIUIMHBI BKIFOYaeT 18 49acoB INEKIMOHHBIX
3aHATHN U 18 yacoB maboparopHbIX paboT, a Takxke 72 9aca caMOCTOATENbHON paboThl
crygenta. IIpomexxyrouHoit (GopMoil KOHTpOJSL 3HAHUM CTYIEHTOB  SIBIISIETCS
IIPOBEICHUE TPEX PEHTUHI-KOHTPOJIEH.

O6pazoBaTenbHbIE TEXHOJIOTHH TIPEANOIATaloT HE TOJBKO Pa3bop KOHKPETHBIX
CHUTYyaUUi, KOMITBIOTEPHBIE CUMYJISLIMU ¥ TPEHUHTH, HO ¥ POBEAEHHUE AEIOBBIX UIP.

YuyeOHO-MeTOqMUECKOE M MH(OpMAaLUMOHHOE obecneueHue JUCLUILUTUHEBI
BKJIOYAET HE TOJBKO aKTyalbHbIE YueOHbIe mocobus 6ubmroTeqnoro poHma HHCTHTYTA,
HO U MHTEPHET-PECYPCHI 10 JeIONPOU3BOCTRY.

MarepuaibHO-TeXHHYECKOE  OOecriedeHne  AUCHMILIMHBI  COCTOMT M3
KOMIIBIOTEPHOTO  Kjacca €  HeoOXOAWMMBIM  NPOrpaMMHBIM  obecredeHueM,
IPE3CHTALMOHHOTO 00OpYyIOBaHMs, pa3JaTOYHBIX MaTEepHAIOB [0 KaXIOW U3
U3y4aeMbIX TEM.

Pexomenoyro  cnedyiowue  ynyduienua: OOnwbwylo  Yacme  paso0amoyHo20
mamepuana Kk npaKmu4eckum 3aHAMUIM npedcmaenims 6 2paguueckom suoe.

PaspaboTtanHyio pabouyro mnporpamMmy AMCHMIUIMHBI «OCHOBBI CEKPETAPCKOIO
Jena» peKOMeHIYIO I UCIOJIb30BaHus B yueOHOM mpouecce B Bal'VY mid cTyneHToB
Hanpasienus 38.03.04 «I'ocyoapcmeennoe u MyHuyunaneHoe ynpaenenuey IS O4HOU
(opmbI 00yUeHHsI.

HavanbHUK MyHUIUTIATBHOTO
Ka3eHHOTO YUpeKACHUS
«YTpaBiieHue rpakaaHCKON
3aIUTHl ropoja Biagumupay
(MKY «BVYT'3»)
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/  bemuxkoB B.H. / 76.02. 2075,.
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