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1 IlosicuureabHas 3amuUCKa

ObpasoBarenbHas ~ mporpaMma  HpO(ECCHOHATBHOTO — OOYYeHHS  NpejHA3HAYeHA  JuIs
NpO(eCcCHOHANBHOM TOAroTOBKH 110 npodeccun 20062 «AIMHUHECTPATOP» U HPEACTABISET COOOl
KOMIIIEKT JIOKyMEHTOB, pa3paboTanHbli u yreepkaennsii OO0 YueGubiit nentp «JIumepy.

B coxmepxanue mporpaMMbl  TPO(ECCHOHAIBHOW MOATOTOBKH  II0 npodeccun 20062
«AZIMHHECTPATOp» BXOIMT: MOSCHUTENbHAS 3aIlMCKa; HOPMAaTHBHas 6a3a peaTu3alliy POrPaMMBbl;
061aCTh TIPHMEHEHHMS TIPOTPAMMBL; LIEJIH peanusanuu mporpamMmmal; popMa U TPyI0EMKOCTE (CPOKH)
OOy4eHHs; IUIAHAPYEMBIE PE3YJIBTAThl OOYYEHHS; IOKYMEHT, BBIIABAEMbI 110 pe3yibTaram
OCBOCHHS NPOTPaMMBbl; y4eOHBIH IUIaH; KaleHJApHBIH yd4eOHbIH rpauk; mporpaMMbl ydeOHbIX
AUCLUIUIAH;  OPraHM3allMOHHO-IEIarOrHYEeCKUe YCIIOBHSl PEaTU3alUuy IIPOrpaMMBI;, KOHTPOIb U
OLICHKA PE3YJILTATOB OCBOEHMS ITPOTPAMMEI; anMépHLIﬁ IIEPEYEHb BOIIPOCOB U TECTOBBIX 3aMaHUM
JUISL IPOMEXYTOYHOT'O ¥ HTOIOBOTO KOHTPOJIST,; HH(POPMAIHOHHOE 0OeceueH e,

Y4eOHBIi Ij1aH CONEPKUT TepedeHb y4eOHBIX AUCLUIUIMH ¢ YKA3aHHEM BPEMEHH, OTBOJMMOTO Ha
OCBOCHHE Y4COHBIX HPEAMETOB, BKIOYAs BPEMsi, OTBOAMMOE HA TEOPETHUECKHE M MPAKTHUECKUE
3aHATHs. Paboune nporpamMMpl y9eOHBIX MCIHILIHH PACKPBIBAIOT MOCTIEI0BATEIBHOCTD H3YUEHHUS!
Pa3JIeNioB U TeM, a TaKXkKe pacrpe/iejieHre Y4eOHBIX 4acoB 110 pa3/ieiaM U TEMaM.

Jlist OTCIEKMBAHNS PE3yIBTATUBHOCTH TOJIYYEHHBIX 3HAHUH MOCIE H3YUeHHs KaXIOTO y4eGHOTo
IIpeMeTa IPOBOJAUTCS npOMemyfquaﬂ arrecrainys B popMe 3a4era 3a CUET YaCOB, OTBEICHHBIX HA
OCBOCHME COOTBETCTBYIOLIETO Ipeamera. Marepuaisl, ONpenersiomue coAepKanue MpoBeICHUs
IIPOMEXXYTOUHBIX aTTeéTauHﬁ, HaXOJITCS B pasjiesie «IPHMEPHBIH NepedeHb BOIPOCOB M TECTOBBIX
3a/IaHuid JUIs IPOMEXYTOUYHOTO M HTOIOBOT'O KOHTPOJISI».

[IponomxuTenbHOCTS 00y4YeHUs 0 Kypey Mpo(ecCHOHATBHOM TTOATOTOBKH 10 npodeccun 20062
«AZMHHUCTPATOPY OMpENENIeTcss 00pa30BaTENbHBIM YUPEXKACHHEM C Y4eToM Leiedl W 3a1au
00y4eHHMsl, CIOXKHOCTH H3y4aeMOro MarepHaa. KomuecTso 4YacoB, OTBOAMMBIX Ha H3y4EHHE
OTACIBHBIX TEM, MMOCJIEI0BATEIBHOCT UX U3YYEHHUS B Cllyyae HEOOXOIUMOCTH MOYKHO H3MEHSTH B
npejienax OOLIEero Konu4yecTBa y4eOHOro BpemeHH. I10cienoBaTebHOCT: M3YYEHHs PaslieiioB W
TeM y4eOHBIX IPE/IMETOB OIpE/IENACTCS OpraHM3alHed, OCYIECTBIIOMmEH 06Pa30BATEIBHYIO
JIESTENIHOCTb.

PaGouast mporpaMMa IpOU3BOJCTBEHHOM IPAKTUKH COCTABIEHA TaK, YTOOBI M0 HEH MOKHO GBUIO
00yuaTh paboYnX JAHHOH NPODECCHH HENOCPEACTBEHHO HAa pabodeM MecTe B IpoLecce
BBINIOJIHEHNSI UMH Pa3IMYHbIX H’I)OI/IBBOIICTBCHHBIX 3ajanuii. B KxoHILe mpakTHyeckoro o0yueHus
3aIOJIHACTCS. ATTECTAIMOHHBIN JIUCT TI0 IPAKTHYECKOM TIOATOTOBKE, KOTOPBIH SIBIIETCS OCHOBHBIM
JIOKYMCHTOM, — HOATBEPXKIAIOIIAM  IPOXOXKJIECHWE JAaHHOTO BHIA OOyYeHHs. Pe3ynbTaThl

POM3BOJICTBEHHOTO 00y4eHHs PuKCHpPYIOTCS B JIHEBHHKE IIPOM3BOACTBEHHOM MPAKTHKH, KOTOPbIi



BEIETCS B IpOIECCe MPAKTHYECKOro OOydeHUsI U 3aBepsieTcss PYKOBOIMTEIEM M HACTaBHUKOM
npoduabHON opranuzanuy. Ksanudukanuonnas (mpobHast) paboTa MpOBOIUTCS 3a CUET BPEMEHH,
OTBEJIEHHOT'O Ha MPOU3BOJICTBEHHYIO ITPAKTHUKY.

IIporpaMMBl  TEOPETHUECKOTO U IMPAKTHYECKOIO OOydeHHs] HEOOXOJUMO CHCTEMaTHYECKH
JIOTIOJIHATH MaT€PUAJIOM C YU4€TOM TpeOOBaHUN HOPMAaTUBHBIX JOKYMEHTOB. ba3oit st peanusamuu
TEOPETUYECKOr0  OOy4YEeHHs SBISCTCS HAJTU4Me y4eOHBIX KaOMHETOB, O00OpPYIOBaHHBIX
IIOCaJIOYHBIMU  MECTaMH 110 KOJHMYECTBY CiylnaTenei, padoYuM MeCTOM IperojaBaTelis,
IIEPCOHAIBHBIM KOMIIBIOTEPOM, KOMILIEKTOM Y4eOHO-METOIUYECKOW TOKYMEHTAIMU, MarHUTHO-
MapKepHO# TOCKOH, MyJIbTUMEURHBIM IPOEKTOPOM, SKPAHOM U IIPHHTEPOM.

[IporpaMma mpexycMaTpuBaeT JOCTATOYHBIA st (POPMUPOBAHHUS, 3AKPEIUICHHS W Pa3BHTHS
PAaKTUYECKUX HABBIKOB M KOMIIETEHIIUN 00BEM ITPAKTHKH.

Wtorosas arrectanus B popMe KBATH(PHUKAIMOHHOTO SK3aMEHA MPOBOJIUTCS KBAIH(DUKAIHOHHOMN
KOMHUCCHEH (PyKOBOJUTENH U IITATHHIE ITPETIOIaBaTeN) B COCTABE HE MEHEE TPEX YeJIOBEK.

K xoHIy 00yueHus KaXKabli cirymaresib J0JDKeH 00aanaTh npohecCuOHATbHBIMEA KOMIIETEHITHSIMH,
YMETh BBIIOJHATE pabOThl, NpPEAyCMOTPEHHbIE KBATM(DUKAMOHHON XapakTepucTukoi. Ilo
OKOHYaHUM  OOy4yeHMs  JIMI[AaM, OCBOMBIIMM  JIaHHYI0  00pa3oBaTENIbHYIO  MPOrpamMMmy
po¢eCCHOHAIBHON TTOATOTOBKH M YCIEUIHO CIABIIAM KBAJTH(HUKAIMOHHBIA 3K3aMEH, BBIIAIOTCS
JIOKYMEHTBI yCTAaHOBJIEHHOT0 00pasna.

Jo/zkHOCTHBIE 00si3aHHOCTH agMuHHcTpaTopa. OcymectBisier paboty mo 3¢dekTuBHOMY U
KyJbTYPHOMY OOCIY)XHBAaHHMIO IIOCETUTENCH, CO3JaHMIO JUIi HUX KOM(OPTHBIX YCIOBHU.
OOGecrieunBaeT KOHTPOJIb 3a COXPAHHOCTBIO MaTepHATBHBIX IeHHOCTeH. KoHCymbTHpyeT
HOCeTUTEeNIe 10 BOIpOCaM, KacalolMMCs OKasblBaeMbIX ycuyr. [IpuHumaer wepsl 110
IPEIOTBPALICHUIO ¥ JIMKBUIAIUN KOH(MIMKTHBIX CUTYyalui. PaccMaTpuBaeT npeTeH3uu, CBI3aHHbIE
C  HEYyJOBJIETBOPUTEJIBHBIM  -O0CITY)XMBAaHUEM  IIOCETUTENEH, IMPOBOJUT  HEOOXOJUMBIE
OpraHU3aIMOHHO-TEXHUYEeCKHEe MeponpusaTus. OCyIIecTBISIET KOHTPOJIb 33 COOTBETCTBYIOLIUM
odopmIIeHHEM TOMEINEHUH, CIeTUT 3a pa3MelleHHeM, OOHOBJICHHEM M COCTOSIHHEM peKJIaMbl
BHYTpPU TOMeIIeHHs W Ha 31aHud. OOecrnedyuBaeT YKMCTOTY W TNOPSJOK B TIOMEIIEHHM U Ha
IpUJeraioleif Kk HeMy WM 3JaHuio Tepputopuu. KoHTpomupyeT coOmioeHHe NOJYUHEHHBIMU
paOOTHUKAM¥ TPYAOBOM W IMPOU3BOJCTBEHHON TUCIMIUIUHBI, MPaBHJI U HOPM OXpaHbI TpYyAa,
TpeOOBaHUI TNPOM3BOJACTBEHHOM CaHUTapuM U  TUrheHsl. MHpopMupyeT pyKoBOACTBO 00
UMEIOIIMXCS HeJOoCTaTkaX B OOCITYXMBaHUM IIOCETHTENECH, NPUHUMAEMBIX Mepax M0 UX
nukBuaanun. OOecrieunBaeT HCIOJHEHHE paOOTHUKAMH YKa3aHUl PYKOBOJICTBA HPEANPHSITHS,
YUPEXKICHHSI, OpraHU3aIyH.

JoJKeH 3HATH: TTOCTAHOBJICHUS, PACTIOPSDKEHHUS, IIPUKA3kI, APYTHe PYKOBOSAIIME U HOPMATHBHEIE

JOKYMEHTHI ~ BBIMIECTOSIIIIAX OpPraHOB, Kacalomuecss paboThl NPEANpUSTHS, YUPEKICHHUS,



OpraHH3alliK; CTPYKTYpY YIpaBJI€HMs, IpaBa U OOS3aHHOCTU PaOOTHHKOB M PEXHM HMX pabOTHI,
[paBuJia ¥ METO/IbI OPTaHU3aLMK 00CTY>)KMBAHUS TOCETUTENEH; BHIbI OKA3bIBAEMBIX YCIIYT; OCHOBBI
5KOHOMMKH, OpraHM3alli{ TPyJa U YIpPaBICHHS; OCHOBbI MapKETHHIA W OpraHM3alli¥ PEeKIambl;
IUIAHUPOBKY U HOPSJIOK O(GOPMIEHHS MMOMEIICHHN U BUTPUH; OCHOBBI 3CTETHKH M COLHMAIBHOM
IICUXOJIOTUH; 3aKOHOJATEILCTBO O TPYJE; NIPaBHiIa BHYTPEHHETO TPYJOBOIO PACIIOPsIKa; IIpaBuiia

U HOPMBI OXPaHBI TPY/Jia.
2 HopmaTuBHAsi 0CHOBA MPOrPaMMBbI

ObGpazopatenbHas porpaMma IpoecCUOHAIFHOr0 00yueHHs (TOAroToBKM) 1o mpodeccun 20062

«AZMUHHUCTpATOP» pa3paboTaHa Ha OCHOBE:

— @enepanpaoro 3akona Ne273-®3 or 29.12.2012 rona (pen. ot 28.02.2025) «O6 o6pa3oBanuu B
Poccuiickoit ®enepanuny;

— «MeTonuyeckux ~— peKOMEHIAIMA 1O  pa3paboTKe  OCHOBHBIX  HPOQPECCHOHATBHBIX
00pa3oBaTeNbHBIX TIPOrPaMM U JIOTOJHHTEIBHBIX NPO(ECCHOHAIBHBIX MPOTPaAMM C YYETOM
COOTBETCTBYIOIIMX MPOMECCHOHAIBHBIX CTaHAApTOB» (yTB. MunoGpHayku Poccum 22.01.2015
Ne J1J1-1/058H);

— EnuHOoro xpanu(uKaMOHHOIO CIPAaBOYHHKA JOJDKHOCTEH PYKOBOJIUTENEH, CIIELUAIUCTOB U
npyrux ciayxamux (EKC), 2024 r. Pasgenst «OOmeorpacieBbie KBaTH(pUKAIMOHHbIE
XapaKkTePUCTUKH JIOJDKHOCTEH PabOTHHKOB, 3aHATHIX HA MPENPUATHSIX, B YUPEXKICHUIX M
opranuzanuiax» u «KpanudukanuoHHble XapaKTEPHUCTHKU TOJDKHOCTEH pabOTHUKOB, 3aHATHIX B
HAY4YHO-HMCCIIEI0BATENBCKUX YUPEIKACHHUIX, KOHCTPYKTOPCKHUX, TEXHOJOTHIECKHUX, IIPOEKTHHIX U
U3BICKATENbCKUX OpraHu3aunusx», yrBepxJaeHHble I[locraHoBiennemM Muntpyna PO ot
21.08.1998 Ne 37,

— Ilpuxaza or 14 mons 2023 r. Ne 534 «O6 yrBepxIaeHun mnepeurs npodeccuii pabouux,
JOJDKHOCTEH CITy’KaluX, 0 KOTOPBIM OCYIIECTBIISETCS IPOPECCHOHAIBHOE 00yYEHHEN,

— IIpukaza MunucrepctBa obpasoBanus W Hayku P® or 26 asrycra 2020 r. Ne 438 «O6
yrBepxaeHun [lopsika opraHuszanuy M OCYIIECTBICHHS 00pa30BaTEIbHOM JIEATENLHOCTH II0
OCHOBHBIM IIpOrpamMmam NMpoQecCuOHAIIEHOTO 00YUYESHHUSY;

— Ilpukasa MunHCTepcTBa TpyJa M cOMManbHOM 3amuTsl PO or 15 momns 2020 r. N 3331 «O6
YyTBEpXKEHUH TpodeccuoHanbHoro crapaapra «CHEHUaTMCT 110  OpPraHU3allMOHHOMY U

JIOKYMEHTAI[HOHHOMY OOECIIEYSHHUIO YIIPABICHHS OpraHUu3aI[Heny.
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3 O6aacTb NpUMEHEHHs MPOrPAMMBI

Hacrosimast mporpamMma mpennasHaueHa JUIs IIOATOTOBKH OOydarommuxcsi mo mpodeccun 20062
«AJIMHHHCTPATOP) M3 YHUCJIa HE3AHATOTO U 3aHATOIO HACEJICHHUS.

TpeGopanus x ypoBHIO IOAroTOBKH crymaressi. K 0CBOEHHIO IpOrpaMMe! mpodecCHOHATEHOTO
00y4eHHs1 JIOMyCKAIOTCs JIMIA, MMEoIHe cpejHee (MOJNHOE) obliee oOpa3oBaHUE, OCTHIIIHE
Bo3pacra 18 sier. [l OCBOEHMs NpPOrpaMMbI y CIIymarels Kypca TpebyeTcss Hanuume 0a30BOi
NOJArOTOBKM II0 HCIOJB30BAHHMIO IEPCOHAIBLHOIO KOMIIBIOTEpAa HA YPOBHE II0JIL30BATENS -
OCHOBHBIE IIPHEMBI PaOOTHI C TEKCTOM, (aillaMu ¥ MankaMu B IPUIOKEHUSIX Windows, HABBIKK U
yMeHHs paboThl B HH(MOPMAIMOHHO-KOMMYHHKAIIMOHHON cetd «MHTepHET», B TOM YHCIE
UCIIOJI30BaHUE CEPBUCOB HJIEKTPOHHOM MOYTHI.

[locrynatomme — jgus-  oOydeHMss He  JOIDKHBI  HMETh  MEJMIMHCKMX  OrpaHHYCHHIA,
periaMeHTHpoBaHHbIX  [lepeyHeM — MEIMIMHCKMX  HPOTHBONMOKazaHuii  MuHMCTEpCTBa

3apaBooxpaneHus Poccuiickoit @enepanuu.

4 Ilenun peanu3anuu NporpamMmel

IIporpamma npodeccuonanbroro obydenus no npodeccun 20062 «AIMUHHCTPATOPY HAlpaBIeHa
Ha TOJIyYeHHEe KOMIICTCHIUH, HEOOXOMUMOM /s BBINOJHEHHS HOBOTO BHA NPO(ECCHOHATBHOMN
AESITEIbHOCTH, PHOOPETEHHE HOBOU KBaIU(UKAIUK B 00JIACTH OPraHU3alMOHHOTO 00eCIeYeHHUS
JEATeIbHOCTH OpraHu3alluy.

[Iporpamma BkmOYaeT 06beM ydeOHOro Marepuana, HeOOXOAMMBINA Ul HPUOOPETEHHs 3HAHHIA,
YMEHHU# ¥ HaBBIKOB, JIEXKAIIUX B-OCHOBE TPYHOBBIX (yHKImil npodpcrangapra 07.002 Crenuanuct
[0 OpraHU3alMOHHOMY M JIOKYMEHTAllHOHHOMY OOECIIE€UYEHHIO YIpaBIE€HHUs OpraHu3aluei.
OGpasoBaresibHas mporpamMma COJIEPXKHT MaTepuai, TpeOyeMblil [Uis KauyeCTBEHHOTO OOYUeHHMS
Pa3IMYHON JUTUTENIBHOCTH, HAIPABICHHOCTH, NIIyOMHBI H3JI0KEHHS (B 3aBHCHMOCTH OT KAaTerOpHU
00y4yaembIX, XapakTepa INPOM3BOJCTBEHHON JEATENPHOCTH HX paboromarens(ei), apyrux
00BEeKTHBHBIX TpeOoBaHHil K Kypcy oOyuenus.. Teoperndyeckoe oOydeHHe IPOBOAUTCS 1O OYHOM

(bopme 00ydeHHsI i MOXKET BKITIOYATH CAMOCTOSTEBHOE 0OyJeHHe.
S ®opma u TpynoeMKocTb (CPOKH) 00yUeHHS
OO6yuenue npoBoauTcs B 0uHOM popme. Cpok OCBOEHHS MporpaMmel — 144 y4. yaca, B TOM YHCIIE:

TEOPETUYECKUX 3aHATHH - 82 yd4. yaca; MIpaKTHYECKUX 3aHATHI — 62 yu. yaca.

JU1st BceX BH/IOB 3aHATUH aKaJeMHUECKHH Yac yCTaHABIMBACTCS POIOIDKMTENLHOCTRIO 45 MUHYT.
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Conepxanue mMomynedf MOXKeT OBITh JJONOIHEHO (CKOPPEKTHPOBAHO) HA yCMOTPEHHE 00YyYaloIei
OpraHM3aluM, C Y4eTOM 3alpocoB Ciymnareneid, paboTomareneil W TpeGOBaHWN COBPEMEHHOIO

peika Tpyza. OOydueHne MpoBOUTCS HA TOCYIapCTBEHHOM si3bike Poccuiickoit Menepanun.

6 Ilnanupyemble pe3yJbTaThl 00yYeHHs

[lnanupyemMele  pe3ymbTaThl ~ OCBOGHHS ~ HPOTPAMMbI  ONpENENSIOTCS  TpeOGOBAHHSIME
[Ilpopeccuonansroro  crangapra  07.002  Coemmamdcr 1m0 OpraHM3allMOHHOMY M
JOKYMEHTAIIMOHHOMY 00€CIICYeHHIO yIpaBieHus opranusanueit (yr. [Ipukasom Munucrepcrsa
TpyZa U coupanbHod 3amutel PO or 15 mons 2020 r. Ne 333H) ¥ B 4acTHOCTH CIEAYIOIIUMU
0000IEeHHBIMU TPYIOBBIME ()YHKI[HSIMHU:

A. Opranu3saionHoe obecreyeHne JeATebHOCTH OPraHUu3allit, KOTOpas PacKphIBAETCS TAKHMU
TPYJAOBBIMH (DYHKIIUSIMH, KaK:

A/01.3. Ilpriem u pacnpeeneHue TenepOHHBIX 3BOHKOB OpraHU3alluu

A/02.3. Opranusaiyst paboThI C TIOCETUTEISIMA OPraHHU3aliy

A/03.3. BeinostHEeHHE KOOPIMHUPYIOIHX U 00€CTIeuMBAIOMUX (yHKITHE

Tpynosas : Jloioken 3HaTh JlomxeHn ymerthb
GbyHKIUS
A/01.3. Tlpuem wu |1 DyHKumu, 3371244, CTPYKTypa 1 Hcnonw3oBath cpesicTBa
pacipeneneHue OpraHu3alfy, €€ CBSI3U KOMMYHUKAIIMOHHOU
Tene(OHHBIX 2 IlpaBuia B3auMOJICHCTBHS C OPITEXHUKH IS
3BOHKOB [IapTHEpaMHU, KIIMEHTaMHU, CPEICTBAMHU HIOJIyYeHHSI U TIepeJiavun
OpraHu3aIiu MaccoBOW MH(POpPMAITUH uHpOpMAITUH
3 Drtuka 1enoBoro oOmeHus 2 VYcraHaBIMBaTH KOHTAKT C
4 TlpaBuia pedeBOro 3THKeTa cobeceTHUKOM,
5 TpeGoBauus oxpaHbl Tpyaa [OJJIEPXKUBATh U Pa3BUBATH
6 IlpaBuia 3amuThl KOHQUACHIHATBHOM! JIesoBylo Oeceny B
ciryxeOHoM uHpopMaun nporecce TeeGOHHBIX
IIEPETOBOPOB

3 CrnaxuBarh KOH()IUKTHBIE
U CIIOXKHBIC CUTYaI[UH

MEKTMYHOCTHOTO
B3aUMOJIEHCTBUS
4  Cobmonath ciy)eOHbIH
STHKET
A/02.3. 1 TlpaBuna opranu3zaiuu npuema 1 OOmarbes ¢ MOCETHTEIAMHI
Opranu3zanus MOCEeTUTENeH 2 MHcnonw3oBath
paboThI ¢ | 2 IlpaBuia enoBoro ooImeHus YCTaHOBJICHHBIE IIPaBHJIA U
IIOCETUTENISIMU 3 Crpykrypa opraHu3ainuu u IIPOLEAYPbI KOMMYHUKAIHH
OpraHu3aluu pacnpeznenenue QGyHKIHA MEXTy BHYTPHU OpraHU3aIiu

CTPYKTYPHBIMH I10JIpa3/IC/ICHUIMH U 3 Co3pnaBatb
CIIEIMAIUCTAMU , TIOJIOXKUTETbHBINA HMHJIK




4 IlpaBuia opraHu3aiyu NPUEMOB B OpraHu3anuu
oduce ' 4 IlpuHuUMATH MepBI IO
5 IlpaBuia cepBUPOBKH YAHOIO pa3peleHuIO
(kodeiinoro) crona KOH(JIMKTHBIX CHTyaIuit
6 Ortuka 1enoBoro oOmeHus 5 Ilpumensrts
7 IlpaBuia peueBOro STHKeTa uH(pOpMaHOHHO-
8 TpebGoBauus oxpaHsbl Tpya KOMMYHUKALIHOHHBIE
9 IlpaBuna 3amuThl KOHDUICHIHATHLHON TEXHOJIOTUH
cinyxeOHoM nndopmanuu 6 OGecnieunBaTh
KOH(UICHIINATEHOCTh
UHpOpMAITUH

7 Bectu yuetHsie GOpMBI,
UCIIOJIb30BATh UX JIJIS

paboThI
A/03.3. ‘1 IIpaBuia peyeBoro sTukeTa 1 CocraBnsTh u BecTH
Bemmonnenue 2 DTHKa 1eNOBOTO OOIIEHHS YUETHBIE JJOKYMEHTBI
KoopauHupyromux | 3 TpeGoBauus oxpaHsl Tpyaa 2 TlpumeHsTH CpeacTBa
" 4 TlpaBuia 3amuThl KOH(DUAECHIIHAIBLHOMN KOMMYHHUKALIUHU JISI
00ecreunBarOLIIX ci1y)keOHOM uHpOopMaLUH nepeJaun mopydeHui
byHKIUH 5 CrpyKTypa OpraHu3aiuu u PYKOBOAMTEIS U
pacipeneneHue GyHKIUNA MEXTy COTPYIHUKOB OpraHU3aluu
CTPYKTYPHBIMH TOpA3ACICHUIMHA U 3 IlpuMeHsTH COBpEMEHHEIE
CHEIUAIUCTAMH cpexactBa cbopa, 00paboTKu

¥ nepenauu nHGopMaIun

7 JloKyMeHT, BbIIaBaeMBbIii 110 Pe3yJIbTaTaM 0CBOCHHUSI POIPAMMBI
Ciiymaresnsm, yCrelmHo OCBOMBIIMM IPOrPaMMYy H IPOIIEAIIAM HTOTOBYIO aTTECTAIUIO, BBIIACTCS
JOKYMEHT YCTaHOBJIEHHOTO 0Qpa3sia: CBHIETENbCTBO O MOJydeHHH mpodeccur pabodero,

JAOJDKHOCTH CIIYXKaIEero ¢ IpuCBOCHUEM I(BaJ'II/I(l)I/IKaI_II/II/I ((AI[MI/IHPICTpaTOp».

8 VYueOHwbIil mu1aH

No B ToMm uncae ®opma
3 Pasnen, npeamer Beero p
n/m Redts TPER ‘ Teopusi | Ilpakruka | KOHTPOJIA

1 | OcHOBBI OpraHN3aNMH AEATEILHOCTH O0Hca

1.1 | Knaccuduxanus opranusanuii 4 4 0
1.2 | KopnoparuBHas KyibTypa o 2 2
1.3 | KoMMyHHUKaIMOHHBIH [IPOLECC B OpraHu3aiiy 6 4 2
1.4 ITpaBoBBIE OCHOBBI TPOGECCHOHATTBHOM 4 4 0

ACATCIBHOCTH aIMUHUCTpATOpa

Hroro: | 18 14 4 3a49eT




2 | Ipodeccuonanbuas fesTeILHOCTH AAIMHHHCTPATOPA
2.1 | OCHOBBI J1€JIOBOTO OOIIEHHUS 8 6 2
2.2 | IMHJDK COBPEMEHHOTO COTPYIHUKA 8 6 2
2.3 | Ilcuxonorust o0meHus ¢ KITMEHTaM: 8 6 2
2.4 | Texnuka BezieHus TeIe(POHHBIX IIEPETOBOPOB 4 4 0
2.5 | CoBpeMeHHbIE TEXHUKHU MTPOIaX 6 4 2
26 Vupapnenue KOHYIUKTOM B TPoheCcCHOHATBHOM 6 4 5
" | IesTenbHOCTH
2.7 | OcHOBBI OPHUCHOTO FOCTEIIPUUMCTBA 4 4 0
2.8 | OcHOBBI (pUHAHCOBOM AEATEIIHEHOCTH 4 4 0
29 OcHoBbI foKyMeHTOOOOpOTA. Benenue yueTHo- 6 6 0
" | KOHTPOJIbHOM JOKYMEHTAIIHH.
Uroro: | 54 44 10 3ager
3 | OcHOBBI 6€30MACHOCTH B OPraHU3aNHH
3.1 | Ocobennoctr pabOTHI ¢ OPUCHOM TEXHUKOM 6 4 2
3.2 | Pabora ¢ nepconanbubMu ganabiMu (I1)1H) 6 4 2
3.3 | IloxxapHast 6€3011aCHOCTh B OpraHU3aiuu 4 4 0
34 OcHoBbl 0xpanb! Tpya. [IpaBuia okasanus nepBoii 3 4 0
" | moMouH.
Hroro: | 20 16 4 3a4yer
4 | IlpakTH4yeckoe 00yueHmne
4.1 | Beenenue B mpodeccuio 2 2 0
4.2 | HCTpyKTaX 110 OXpaHe Tpy/aa 2 2 0
43 HopmartuHO-1nipaBoBoe obecnieueHue AesTeIbHOCTH 4 0 4
"~ | anMuHKECTpaTOpa (CEKPETapCKO A TEIbHOCTH )
4.4 | JlokyMeHTaIIMOHHOE 00eCTIeYeHUE YIIPaBICHHUS 4 0 B
4.5 | Oprauu3aiuoHHOE 0O€ECIIEUYCHHE YIIPABIICHHS 4 0 4
46 Kon¢unennuaisHoe 1eI0npou3BOACTBO U 3aIUTa 4 0 4
" | maopMaIuH
47 WHpopManuoHHbIe KOMITBIOTEPHBIE TEXHOJIOTHH 4 0 4
| TEXHMYECKHE CPECTBA YIIPABICHHUS
48 ITpodeccronanbhas 3TUKa U IEI0BOM STHKET 4 0 4
| cexpeTapsi-aAMUHHUCTpATOpa
CamocrosTenpHas pabota 1o npodeccuu
P poth 16 0 16 3a4er

«AJIMEHHCTpPaTOp»
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Uroro: | 44 4 40
KBanudukanmonusrii 3x3amen | 8 4 4
Bcero mo mporpamme: | 144 82 62
Copep:xkaHue nporpaMmmsI
IIporpamma  mpodeccuonansHOoro  o0ydenust  (mpodeccMoHanbHOM — moarotosku) 20062

«AZIMHHHCTpPATOP) TPEACTaBIICHA UCIUIIIHHAMHE:

— «OcHoBBI oOpranuzanuu cdepst yeryr» (18 yd. gacos)

— «IIpodeccnonansuas nesTensHOCTh AIMUHECTpaTOpay (54 y4. yaca)

— «OcHOBBI 6e301acHOCTH B opranu3arumy» (20 y4. 4acoB)

— «lIpakTnueckoe obyuenue» (44 yu. yaca)

— KBanmuduxanuoHsslii 5x3aMeH (8 yd. 4acos).

IIpodeccuonansHoe oOyuenme (moaroroBka) mo mpodeccun 20062  «AIMHHECTPATOP)

3aBCPIIaACTCsA KBaJII/I(I)I/IKaIII/IOHHBIM OK3aMCHOM. KBaJIPICI)HKaI_II/IOHHBIﬁ 9K3aMEH BKJIIOYAET B ceOs

IPOBEPKY TEOPETHYECKMX 3HAHWH B Ipejenax KBaIU(QUKAIMOHHBIX TPeOOBAaHWM, yKa3aHHBIX B

EnunoM kBanu(UKarMOHHOM CIIPaBOYHUKE JJOJDKHOCTEH PYKOBOAMTENEH, CIIEIMAIUCTOB U JIPYIHX

cnyxamux (EKC), 2024 r., u B npodeccruoHambHOM cTangapre mo npodeccun «CHenUamncT mo

Opranu3aliuoOHHOMY U JOKYMCHTAIITUOHHOMY 00eCIeuyeHUuIo yHpaBJICHUA opranmauneﬁ».

nporpamMmel npodeccnoHaTbHOro 00y4enus (MpodheccHoOHAIbLHOM MOAr0TOBKH)

9 KaaennapHblii yaeonblii rpadpuk

20062 «AAMHHHCTPATOPY

Ne Vu. JIlHu npoBeAeHus1 3aHSATHIA
n/n Aucuununa sac | ! 4afs|le |7 8ol |12{13]14|15]|16]17]18]19
OCHOBBI
1 | opranuzanuu cepst 18
ycayr
[MpodeccuonanbHas
2 | DesaTeabHOCTh 54
aJIMUHUCTPATOpPa
OCHOBBI
3 | 6e30macHOCTH B 20
OpraHu3alfu
4 [TpakTuueckoe 44
o0yuenne
KBanupukanuoHHbIi# 8
9K3aMeH
Hroro: 144
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10 OpranmaunonHo-nezlaromqecxne yCJ0oBHUS peaiu3aiuu NporpaMmbl

OGpasoBartepHBIH TIPOIIECC OCYIIECTBISIETCS HAa OCHOBE 00pa3oBaTeIbHON HMpOrpaMMEl,
pa3pabaTbIBaeMoii 00yJaromieit opraHu3amnuei caMoCToSTEBLHO.

OcHoBHOI# opmoit 0Oydenus sipisercs ounas hopma. Cpok 0CBOEHHs MporpaMmel — 144 yu,
gaca. Jljis Bcex BUIOB 3aHATHH akaIeMHYeCKHH 4ac yCTaHABIMBACTCS MPOAOKHTETHLHOCTHIO
45 munyt. O6y4eHue IPoBOIUTCS Ha FOCYIapCTBEHHOM si3bike Poccuiickoii Menepanum.
Temaruka wu wacoBas Harpy3ka o0pa3oBaTeNbHOM MPOrpaMMBl  MOXKET —MOIEKATH
KOPPEKTUPOBKE B 3aBUCHMMOCTHM OT YCIIOBHH pealu3alluél MporpaMMbl, TpeOOBaHMI pBIHKA
Tpyna.

TpeboBanusa k kagpoBoMy oOecreueHHIO y4eOHOro mpolecca: IPernoaaBaTeNd JOJKHBI
UMETh BbICIIeE OOpasoBaHHE MM cpefHee IpodeccHOHANbHOE 00pa3oBaHHE 110
HAIIPaBJICHUIO MOATOTOBKH -«OOpa3oBaHye U Mearorukay Wik B 00J1acTH, COOTBETCTBYIOLIEH
IIPENOIaBAEMOMY IIpEIMETY, O€3 NMperbsIBIeHUs TpeOOBaHHI K CTaxy paboThl MO0 BBICIIEE
npodeccuoHanbHOEe 00pa3oBaHUWE WM CpefHee NpodecCHOHAIbHOE O00pasoBaHHE |
JIOTIOJIHUTEbHOE NPO(ECCHOHAIPHOE 00pa3oBaHWE 110 HANPABICHUIO JEATEIBLHOCTH B
00pa3oBaTebHOM yUpeXIeHHH 6e3 peIbsIBICHUS TPeOOBAHHM K CTaXKy pabOTHI.

B Imponecce OCBOCHUA y‘-IC6HOFO MaTtepualia pCKOMCHAOBAHO K IIPUMEHCHHUIO:

fe HaumenoBanue Kon-Bo

/1
1 | Jlocka MarHuTHas 1
2 | TV nanenn 1
3 | IlpoekTop 1
4 | DxpaH pyJOHHBIN JJIs POEKTOpa 1
5 |TIK 1
6 | HoytOyx 1
7 | UnaTepHer 1
8 | MDY 1
9 | YuebOHble apThl, CTYJIbS 10
10 | Crox nmpenomaBares 1




