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Buzuposanue PIIJ nis cnonnHeHus: B o4epetHOM Y4eOHOM oy
"YTBEPXJAIO"

Pabouast mporpamma nepecMoTpeHa, 00cykieHa u 0100peHa i ucnonHerus B 2022 - 2023 yueOHOM roy Ha
3acemannu kKadeapsl MeHeKMeHTa HETPON3BOACTBEHHON ChephI

[Iportokom ot " " 2022 1. No__

3aB. kadennoil kanr.roc.vi.. nonent. Odonen 5.B. (nopmucy)

Busuposanue PIIJ] nns ucnonHeHus: B ouepeHOM Y4eOHOM oy
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Pabouas nporpamma nepecMoTpeHa, 00cyxIeHa 1 o100peHa Juist ucroiHeHust B 2023 - 2024 yueOHOM To/1y Ha
3acenannu Kaenpsl MeHeKMEeHTa HEMPOU3BOICTBEHHOH cephl

[Ipotokom ot " " 2023 . No_

3aB. kadenpoit karm.ToC.ymp., norent, Odoxer 51.B. " (nommucs)

Buzuposanue PIIJI a5 ucnostHeHus1 B 04epetHOM Y4eOHOM IOy
"YTBEPXIAIO"

PaGouyas mporpamma nepecMoTpeHa, 00cyxaeHa 1 og00peHa st ucnojHeHust B 2024 - 2025 yueOHOM roay Ha
3aceanuu Kadeapsl MeHeHKMEHTa HeTPOU3BOICTBEHHO chephl

[IpoTtokom ot " " 2024 1. No__

3aB. kabenpoii kann.roc.vo.. noueHt. O6onen S.B. (nomuce)

Buzuposanue PIIJ] a5 ucnosiHeHUsI B 04epeTHOM Y4e€OHOM IOy
"YTBEPXIAIO"

Pabouas mporpamma nepecMoTpeHa, o0cyxaeHa u onodpena 1 ucroHerwst B 2025 - 2026 yae6HOM roxy Ha
3acenannu kadeapbl MeHePKMEHTa HEMPOU3BOICTBEHHOH Cephl

[Ipotokon ot " " 2025 . Ne__

3aB. kadeapoit kan.rOC.yIp., norent, Odoxer 51.B. " (nommce)



PA3JIEJI 1. OPTAHU3AIIMOHHO-METOJINYECKHUIA

1.1. OEJIUA JUCHOUTIJINHDbI

OCHOBHOH IIENTBI0 OCBOCHMS TUCHUILIMHBI «O(HUC - MEHEDKMEHT» - SBISIOTCS NPHOOPETEHHE CTYICHTaMHU
TEOPETHUECKMX 3HAHWH W TIPAKTUYECKUX HABHIKOB B OOJIACTH YNpaBleHUs OQPHCOM, KOTOpble B JajbHEHIIIEM
MO3BOJIAT MM OCYIIECTBIATH 3(P(PEKTUBHYIO AEATENBHOCTh IO CO3JAHHI0O W OpraHu3aluu padoTel O(UCOB Ha
COBPEMEHHOM YPOBHE, OOECIIeUMBAIOLIEM IOCTI)KCHHE YCICIIHBIX pe3yibTaToB B n30paHHOU cdepe OmsHeca. [lpu
3TOM HCIOJNb30BATh HAKOIUICHHBIH MOTEHIMAN HWH()OPMAIMH, MONYYEHHBIH IIPH H3y9€HHH COOTBETCTBYIOLIHX
pa3/iesIoB MEHEKMEHTA.

1.2. YYEBHBIE 3AJTAYU JTUCIIUAIIIMHBI

K 3amagam yueOHOW TUCHMIUIMHBI MOXKHO OTHECTH:
1) OGecrieuenue TIIyOOKOTO YCBOCHHMSI 3HaHWH CTyleHTaMu (QyHKIHNA oduca, €ro pPyKOBOJACTBA M OTHEIBHBIX
noApa3eJIeHUN;
2)O0y4eHue CTyIEHTOB NpaKTUKE OpraHu3aluu odrca ¥ BIAIACHUIO OCHOBAMHU CIYKEOHOrO AOKYMEHTHPOBAHHSA H
JeJIOTIPOU3BO/ICTBA;
3)OcBoeHHue CTyAeHTaMH MPAKTHIECKUX HABBIKOB JICTIOBOTO OOLICHUS B OHCe.

1.3. MECTO JUCHUINVIMHBI B CTPYKTYPE OCHOBHOHU OBPA3OBATEJIBHOU
IMPOT'PAMMBI

Huxn (pazmen) OIIOIT BO: | b1.B.Z1B.02

1.3.1. Jucyunauna "Oguc-menedscmenm'” onupaemces na credyiowue snemenmor OIOII BO:

anaBneHHe pr,I[OBOfI ACATCIIBHOCTBIO B OpraHU3alUAX

OCHOBEI MCHCIP)KMCHTA

1.3.2. Jucyunauna "Oguc-menedocmenm'” vicmynaem onopou Oisi CAeOVIOUWUX 3NeMEeHmMOs.

praBﬂeHI/Ie YCJIOBCUYCCKUMU pECypCaMu

MeHeKMEHT B MaJIOM U CpeJHEeM Ou3Hece

1.4. PE3YJIBTATbBI OCBOEHUA JUCIHUIIJIMHBI:

IIK-2: @nadenuem pastuyHbiMu CROCOOAMU pAa3peuleHus KOHQIUKMHBIX CUmyayuil npu npoexmuposanuu
MENCTUYHOCIHBIX, 2PYINOBLIX U OP2AHUSAYUOHHBIX KOMMYHUKAYUL HA OCHOBE COBPEMEHHbIX MEXHONI02Ull YNPAGIeHUs
NEePCOHANIOM, 8 MOM YUCTE 8 MEeHCKYIbMYPHOU cpede

3HaTh:

Yposenb 1 | crrocoObI pereHus KOHPIMKTOB

YpoBenb 2 | BUIbI KOH(OIUKTHBIX CUTYyani

YpoBeHnb 3 | criocoObl penieHnst KOHGINKTOB M BUABI KOHQIUKTHBIX CUTYaLUi

VYMeTh:

YpoBenb 1 |BeIOMpaTH CIOCO00 pemeHus] KOHMIUKTHBIX CUTYaIlni

ypOBeHL 2 MNPUMCHATH TCXHOJIOTUHX YIIPABJICHUSA NEPCOHATIOM

YpoBenb 3 | IpOECKTHPOBATH MEKINYHOCTHBIE TPYIIITBI

Bnanets:

YpoBenb 1 | HaBBIKAMU IPOEKTHUPOBAHUS

YpoBeHb 2 | HaBBIKAMH peILICHUS KOH()IUKTOB

YpoBeHb 3 | HaBBIKAMU IPOEKTHPOBAHNS ¥ HABBIKAMH PEIICHUST KOH(PIUKTOB

1.4. PE3YJIbTATbBI OCBOEHUA JUCLHUIIJIMHBI:

HIIK-7: ymenuem mpancghopmupogams OMHOWEHUS MeHCOY OpeaHusayuell u cOmpyOHUKAMu ¢ Yenvio
nOGbIUEH UL dPheKmusHOCmU OeAMENLHOCU OP2AHUIAYUY 8 YETOM U COMPYOHUKOE 8 YACMHOCMU

3HATh:

Yposenb 1 | nyru noseimenus 3¢ dekruBHOCTH

YpoBeHb 2 | BUABI OHOLIEHUI BHYTPU TPYIIIIBI

YpoBenb 3 | nyru nosineHus 3)HEKTUBHOCTH U BUIbI OHOILIEHUH BHYTPH TPYIIIIBI

YMeTh:




YpoBenb 1 | mpuMeHATH CLIOCOOBI TPaHCHOPMAITAH TPYIIIT

YpoBeHb 2 | IPUMEHSATH CLIOCOOBI TTOBBINICHUS () (EKTUBHOCTH TPYIII

YpoBeHb 3 |npuMeHATH cnocoObl TpaHcopMalyMu TPy M IPUMEHSTh CHOCOOBI MOBBIIICHUS 3(deKkTHBHOCTH
rpynit

Bnaners:

Yposenb 1 |HaBbIKaMu TpaHC(HOPMALIUU OTHOIICHNH

ypOBeHL 2 | HaBBIKAMU ITOBBIIICHUS 3(1)(1)6KTI/IBHOCTI/I ACATCIIHBOCTU OpraHru3alun

YpoBenb 3 |HaBbIKaMK TpaHCHOPMAIMM OTHONIEHWA W HaBBIKAMH TMOBBIMICHNS 3(()EKTUBHOCTH eSTETHHOCTH
OpraHu3aIuu

B pezynomame oceoenus oucuyunaunwvt "Oguc-menedrncmenm' obyuarowuiica 0omndicen:

3.1 |3uaTh:

[lpuHUIMIBI  cO3MaHMsI OpraHu3alliM M €€ CTPYKTypHOE IIOCTPOCHHE; TPOLECC OpPTaHU3aI[MOHHOTO
odopmieHus: opuca U MOATOTOBKM HEOOXOJMMBIX YIpEAUTEIbHBIX YIPaBICHYECKUX JOKYMEHTOB; 3aJaud U
(YHKUNY CTPYKTYPHBIX IOApa3AeieHuil oduca.

3.2 | YMmeTh:

CraButh mepen coboil mpodeccHOHaNbHBIE 3aJaud M JKM3HEHHBIC LENW; NPaBHJILHO OPraHW30BHIBATH U
KOHTPOJIUPOBATh CBOIO JIESITEIBHOCTh; IUIAHUPOBAaTh CBOE PA3BUTHE M COBEPIICHCTBOBAHUE KaK MEHEDKEPa
B y4eOHOM 3aBEJICHHMHM W Ha TOCJIEAYIOUIMX dTanax NpoQecCHOHANLHONH Kaphepbl; OICHUBATH CBOW JIMYHBIC
JOCTOMHCTBA U HEJOCTATKH; pa3peliaTh KOHPIUKTHI B COUUATBLHON cpelie

3.3 | Baagersn:

HaBblkamMu caMOCTOSITEIBHOTO OCBOCHHWSI HOBBIX 3HAHMH, KOONEpalMUd C KOJUIETaMH; MpogecCHOHANBHON
apryMeHTalHei; HaBbIKaMU (pOpMUPOBaHUS XapakTepa, 3PPEeKTUBHOTO UCIIOJIF30BAHUS CBOETO BPEMEHU

1.5. ®OPMbI KOHTPOJIA

Texymuii KOHTPOJb YCHEBAGMOCTH TIO3BOJISIET OIEHUTH YPOBEHb C(OPMHUPOBAHHOCTU DJIEMEHTOB
KOMITETEHITNH (3HAHWHA, YMEHWUW ¥ TIPHOOPETEHHBIX HABHIKOB), KOMIICTCHIMH C TIOCICAYIOIIMM OOBEeIUHECHHEM
OLICHOK W TPOBOAUTCS B (OpME: YCTHOTO ONpoca Ha JIEKIHOHHBIX W CEMUHAPCKHUX/TIPAKTUYECKUX 3aHITHSIX
(bpoHTaNBHBINA, WHAWBUAYAIbHBIA, KOMIUICKCHBIN), MUCHMEHHOW IMPOBEPKH (TECTOBBIC 3aJaHMsi, KOHTPOJb 3HAHUN
10 pas3fely, CUTYallMOHHBIX 3aJaHWid W T.I.), OIEHKH aKTUBHOCTH pPabOTHI OOy4aloIMIeTrocs Ha 3aHSITHH, BKIIOYAs
3a/laHus 7151 CAMOCTOSITENILHOU PaOOTHI.

Hpomeafcymounaﬂ ammecmavusn

Pe3ynbTaThl TEKymero KOHTPOJsL M TIPOMEXKYTOYHOW aTTecTauud (HOPMHUPYIOT PEUTHHTOBYIO OLECHKY
pabotel crtynenra. Pacmpenenenwe 0amnioB mpu  GOPMHUPOBAaHHMM PEHTHHTOBOM OLEHKH Pa0OTBHl  CTyAEHTa
OCYHIECTBIISIETCA B COOTBETCTBMM C JCHCTBYIOIIMM JIOKadbHBIM HOPMAaTWBHBIM akToM. Ilo  aumcnummimze
"Oduc-MeHeHKMEHT" BUIOM MPOMEKYTOTHON aTTECTAIINU SBISETCS DK3aMeH

PA3JIEJI 2. COAEPKAHUE JUCIIUITJIMHbI

2.1. TPYJOEMKOCTBb OCBOEHUA JUCIUIIJIMHBI

Oo6mas TpynoéMKocTs AuCHUIUIMHEL "Odrc-MeHeKMeHT" cocTaBisieT 4 3auéTHple enuHuIbl, 144 gacos.
KonmdecTBO 4acoB, BBIAENSAEMBIX Ha KOHTAKTHYIO PabOTy C IpermoAaBaTeieM W CaMOCTOATENBHYIO PadoTy
o0yuaromerocs, onpeAessieTcs] y4eOHbIM IUTaHOM.

2.2. COJEPKAHUE PA3JEJIOB JUCIUIIJIMHBI

HaumeHoBaHue pa3nesioB U TeM /BU/ 3aHATHS/ Cemectp | HacoB | Komneren- | JIuteparypa | Uute | Ilpnmeuanue
/ Kypce A PaKT.
Pa3gen 1. Konuenrya/ibHble 0CHOBBI yIIPABJIEHHS
opucom
1.1 Oduc B coBpeMeHHOH crcTeMe 2 2 [1K-2 JI.1J12.1 0
ynpasneHust /Jlex/ J12.2J13.1

J3.2
01092




1.1 Oduc B coBpeMEHHOM CHUCTEME 2 [1K-2 JI1.1J12.1
ynpasieHust /CeM 3an/ JI2.3]13.2
2122
1.1 Oduc B coBpeMeHHOH crcTeMe 28 [1K-2 JI.1J12.1
ynpasnenus /Cp/ J12.2J13.3
21022
1.2 Bugsl opucos u ux obopynosanue /JIex/ 2 I1K-2 JI.1J12.1
JI2.3J13.1
JI3.2
2122
1.2 Bunst opucoB u ux odopynosanue /Cem 2 I1K-2 JI1.1J12.1
3aH/ JI2.3J13.2
2132
1.2 Buas! oducos u ux obopynosanue /Cp/ 27 [1K-2 J.1J12.1
JI2.2713.3
2122
1.3 Dpronomuka oduca /Jlex/ 0 [1K-2 JI1.1J12.1
2.2
JI2.3J13.1
21092
1.3 Opronomuka oduca /Cem 3an/ 0 IK-2 JI.1J12.1
JI2.2J13.2
21092
1.3 Opronomuka oduca /Cp/ 12 [1K-2 JI1.1J12.2
JI2.3J13.3
2132
Pa3nen 2. MHdopManuoHHO-10KyMEHTALlHOHHOE
odecrmeyeHue yYupaBJjeHue Oq)l/ICOM
2.1 HdpopManmoHHOE U TOKYMEHTAI[HIOHHOE 0 ITK-2 JI1.1J12.2
obecneuenue oduca /Jlex/ JI12.3J13.1
2122
2.1 HbopManinoHHOE M JOKYMEHTAIIHOHHOE 0 I1K-2 JI.1J12.2
obecneuenue ogpuca /Cem 3an/ J12.3J13.2
2122
2.11adopmMaiioHHOE U TOKYMEHTAI[HOHHOE 12 IK-2 JI.1J12.2
obecnieuenue oduca /Cp/ J12.3J13.3

21092




2.2.

Kommynukaruu B oduce /JIex/

I1K-2

J1.1J12.2
J12.3J13.1
0192

2.2.

Kommynukanuu B opuce /Cem 3an/

[1K-2

J1.1J12.2
J12.3]13.2
0132

2.2.

Kommynukaruu B oduce /Cp/

16

I1K-2

JI1.1J12.2
J12.3J13.3
21032

2.3.

VYnpasnenue nepconanom oguca /Jlex/

I1K-2

J1.1J12.2
JI2.3J13.1
01092

2.3.

VYpasienue nepcoHaiom oduca /CeM 3an/

I1K-2

J1.1J12.2
JI2.3J13.2
0192

2.3.

VYnpasnenue nepconanom opuca /Cp/

12

I1K-2

J1.1J12.2
JI2.3]13.3
01 92

24.

Buyrproducusie otHoteHus /JIex/

IK-2

J1.1J12.2
J12.3J13.1
21092

24.

Buyrpuoducusie otHomeHus /CeM 3an/

I1K-2

J1.1J12.2
J12.3J13.2
01092

24.

Bayrpuoducusie otHotmenus /Cp/

12

I1K-2

J1.1J12.2
JI2.3J13.3
0192

2.5.

Odwuc oymymero /Jlex/

I1K-2

J1.1J12.2
J12.3J13.1
0192

2.5.

Oduc oyaymero /Cem 3an/

I1K-2

J1.1J12.2
J12.3]13.2
0132

2.5.

Oduc oyaymero /Cp/

TITK-7

JI.1J12.1
J12.2J13.3
01092




PA3JIEJI 3. OBPA3OBATEJIBHBIE TEXHOJIOT'HU

3.1 B mpormecce ocBoeHHs MUCHHUIUIMHBEI « OCHOBBI CEPBHCHOM IESTEITBHOCTH» HCIOJIB3YIOTCS CIEIYIOLINe
oOpasoBarenbHble TexHonoruu: jekiuu (JI), cemunapckue 3anstus (C3), camocroarensHas pabota crymentoB (CP)
I10 BBIMIOJIHCHHWIO PA3JIMYHBIX BUIO0OB 33[[3HPII>1.

3.2 B mnpomecce ocBoeHUS AUCHMIUIMHBI «OCHOBBI CEPBHCHOHM [JESTENBHOCTH» HCIONB3YIOTCA —CIEAYyIOIIne
HMHTEpaKTUBHBIE 0Opa3zoBaTenbHbIC TeXxHOJOTHH: mpoOsemuas nekuust (ILT). JlekumoHHBIM MaTepwan MpeacTaBiIeH B
BUjie craiin-npeseHranuu B Qopmare «Power Pointy. s HarmsgHOCTH HCHONB3YIOTCS MAaTepUalbl Pa3THYHBIX
HaYYHBIX M TEXHMYECKHX OKCIIEPUMEHTOB, CIPaBOYHBIX MAaTEpHaloOB, HAaydHbIX cTaTed T.4. B Xome nekuuu
IpeycMOTpeHa oOpaTHasi CBA3b CO CTyIEHTaMH, AaKTUBH3HMPYIOIIHME BONPOCHI, IPOCMOTP H  OOCYKAEHHE
BuiecopubMoB. [Ipu mpoBeneHWM JIEKIMHA WCIONB3YeTCs MPOOJIEMHO-OPHEHTHPOBAHHBIA MEXKIUCIUTUTHHAPHBIN
NOJXO/I, TPEATONAaraloni TBOPUECKHE BOMPOCH U CO3/IaHUE JUCKYCCHOHHBIX CUTYaIUi.

[Tpn M3M0KEHNHN TEOPETHYECKOTO MaTepHalla UCIOJIb3YIOTCS TaKWe METOJbI, KaK: MOHOJOTHYECKHUH, TOKa3aTeIbHBIN,
JMAIOTHYECKUH, SBPUCTHUCCKUH, HCCIENOBATEIbCKUH, MPOOIEMHOE H3I0XKEHHE, a TaKKe CIEAyIOIIne MPUHINIIBI
JUIAKTHKA BBICIIEH IIKOJBI, TakWe KakK: [OCIeJOBaTeIbHOCTh W CHCTEMAaTHYHOCTh OOYYEHHS, JIOCTYITHOCTh
o0ydeHHs, TPUHLUMN HAYYHOCTH, MPHHLMUIBI B3AaUMOCBS3H TECOPUH M NPAKTHK{, HADAOHOCTH M Ip. B KoHIE Kaxkmoii
JIEKIUH TPEYCMOTPEHO BPEMsI ISl OTBETOB Ha MPOOJIEMHBIE BOTIPOCHL.

3.3 CamoctosiTenbHass paboTa TpefHA3HAueHa s BHEAYAUTOPHOHM  pabOTHl  CTYNEHTOB, CBSI3aHHOW C
KOHCIIEKTHPOBAaHHEM HCTOYHHKOB, YI€OHOTO MaTepuala, W3y4eHHEM OIMOJHHUTEIFHON JIMTEpaTyphl M0 AMCLUILUIMHE,

MIOJITOTOBKOM K TEKYLIEMY M CEMECTPOBOMY KOHTPOJIIO.

PA3JIEJI 4. YHEBHO-METOANYECKOE U MATEPUAJIBHO-TEXHUYECKOE

OBECIIEYEHME JUCHHUIIJINHBI

4.1. PexoMeHayemMas JuTeparypa

1. OcHoBHas TuTEpaTypa

ABTODHI, 3araBue W3 narenscTBO, IO
JI1.1 |JI. C. JIsxoBa KagpoBoe aiMUHHUCTpUPOBAHUE U AETONPOU3BOACTRBO : IOy BIIO "HOHAYUIC",
yaeOHoe mocooue (188 c.) 2019
2. JlonoyTHUTENBbHAS JTATEPaTypa
ABTOpHI, 3arnaBue W3natenscTBO, TOX
JI2.1 |bopuckuna, T. b., KanpoBas kynpTypa pykoBOIUTENSL Boarorpan : BonrI TY,
Ileckosa, O. C., : y4eOHO-METOIUIECKOE ITOco0ue 2018
Opoga, O. C., (128 ¢.)
Uynakos, A. U.
JI2.2 | SAukoBuy, 1. A. Jlemonpon3BOACTBO B KaIPOBOi cyk0e: yaeOHUK AIs Mocksa : FOHUTHU-JAHA,
CTYZIEHTOB BY30B, 00yJaOIIMXCA MO CIEIHATFHOCTH 2017
062100 «Ympasnenne nepconanom» (160 c)
JI2.3 | Auppynuk, A. 11 KanpoBas 6e30macHOCTh: MHHOBAIIMOHHBIE TEXHOJIOTHH Mocksa : JlamkoB u K,
yIpaBJIeHUs IEPCOHANOM : yaebHoe nocodue (508 c.) 2019
3. Meroanuyeckne pa3padoTKu
ABTOpHI, 3arnaBue W3natenscTBO, TOX
JI3.1 Oduc MEHEPKMEHT: KOHCIIEKT JICKITUH JTsI Honenk: ®I'OY BO
B. B. JlockyroBa oOyJaromuxcs 2 Kypca 00pa3oBaTelbHOMN MPOTPaMMBI JOHAVYUITC, 2024
OaxanaBpuara HampasieHus ToAroToBkH 38.03.02
MenemxmenT (npopmitb « MeHeIKMEHT
HETPOM3BOJICTBEHHOH chepbl») 0uHON HOpMBI 00yIeHHS
(137 ¢c.)
JI3.2 Oduc MeHeKMEHT: MeToIMYeCKre PEKOMEHIAlUH JIJIs Honenk: ®I'OY BO
B. B. JlockyroBa NPOBEICHUSI CEMUHAPCKUX 3aHATUH 11 oOyuaromuxes 2 | JOHAYUITC, 2024
Kypca o0pa3oBaTelIbHOHN IporpaMMbl OakaiaBpraTa
Hampasienust moaArotoBku 38.03.02 MeHeKMEHT
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4.2. IlepevyeHb pecypcos
HH(OPMALHOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTH "'UHTepHeT"

51 | CrpaBouHHK ouc-MeHemKepa https://www.sekretariat.ru/
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4.3. IlepevyeHb MPOrpaMMHOro obecriedeHust

JluneHsnoHHoe W CBOOOJHO  paclpocTpaHseMoe  MpOorpaMMHOE  oOecrnedeHne, B TOM  YHCIE
OTEYECTBEHHOTO MTPOM3BOJICTBA!
Ilepeuenp nHMOOPMAITMOHHBIX TEXHOIOTHN
— KOMITBIOTEpPHAS TEXHUKA ¥ CHCTEMBI CBSI3U MCIIONB3YIOTCS JUIA CO3/1aHus, cOopa 1 06paboTkn nH(popmanny;
— 2JICKTPOHHBIC MIPE3CHTALIUH;
— 3NIEKTPOHHAA 1T0YTa, (POPYMBI, BUICOKOH(PEPEHIICBSI3b Webinar — 11 B3anMOIEHCTBHS ¢ 00yJatONUMIICS,
— OUCTAIIMOHHBIC 3aHATHS C HCIIOIh30BaHUEM BUPTYAILHOM oOydaromei cpeasl Moodle;
— Skype nucnonb3yercs AJisi MPOBEACHUS JUCTAHIIMOHHOTO OOYYCHHUS M KOHCYIIbTaINH;
— 3JIeKTpoHHbIe Obnbnuoreunsie pecypesl JOHAYUITC.
IIporpammuoe o6ecnieuenue: MS Word, MS Excel, MS Power Point, BuptyanpHas oOy4aromas cpega Moodle.

4.4. TlpodeccuonabHble 0a3bl JAHHBIX U HHGOPMAIMOHHBIE CTIPABOYHBIE CHCTEMBbI
KommproTepHast TexHWKa € BO3MOXXHOCTBIO TMOAKIIOYeHHS K ceth «MHTepHeT» m obecrmeueHweM AOCTyla B
3NIEKTPOHHYI HH(}OpManmoHHo-o0pa3zoBarenbHylo cpeny (BDHMOC TOY BIIO JOHAYUIC) u 35eKTpOHHO-
oubmmoreunyro cucremy (OBC "Jlanp"), a Takke BO3MOXKHOCTBIO HHAMBUAYAIBHOIO HEOTPAHHMYEHHOTO JOCTYyIa
obyuaromuxcs B 9bC u OMOC nocpeacteom Wi-Fi ¢ mepcoHabHBIX MOOMITBHBIX YCTPOHCTB.

4.5. MaTepuajibHO-TeXHHYECKOe oDecrevyeHHe TUCIUIIIMHBI

1. YdeOHass aymuTopus Ui TPOBEICHUS 3aHATHH JICKIIMOHHOTO THMA: JEKIIWOHHas aymutopust Ne 220,
y4eOHBIi Kopmyc 3
- KOMIUIEKT MYJbTUMEANHHOTO 000pYyI0BaHUs: HOYTOYK, MyTbTUMEUHHBIA IPOCKTOP, IKPaH;
-CTIeNMaTH3NPOBaHHA MEOEIh: I0CKa ayJUTOPHAs, CTOJIBI ayAUTOPHBIE, CTYIbSI.
2. VYyebHas aymuTopusi JUIA TIPOBEACHUS 3aHATHA CEMHHAPCKOTO THIIA, TPYIIOBBIX  HHIAMBUAYAIBHBIX
KOHCYJIbTallui, TEKYLIETO KOHTPOJIS X MpoMexxyTouHoi# aTrectanuu Ne 307 yueOHbIi Kopmyc 3a
-CTIeNMaTH3UPOBaHHA MEOEIb: I0CKa ayIUTOPHAS, CTOJIBI AyJUTOPHEIE, CTYIbS;
3. IlomemeHus IJIsl CaMOCTOSTEIHLHOW pabOTHI C BO3MOXKHOCTRIO TOAKIIOUEHUS K cetd "UHTepHEeT" M obecredeHruemM
JOCTylla B DJCKTPOHHYI0 HH(OPMAIIMOHHO-00pa30BaTeNbHYI0 Cpely OpraHW3allii: YHTAIBHBIA 3aj, ydeOHBIN
xopnyc 1. Anpec: r. Joneuk, yn. Yemockunnes, 163A (I0Y BIIO "JOHAYUIC").

PA3JIEJ 5. ®OH/I OHEHOYHbIX CPEJACTB




5.1. KonTpoJibHbIE BONPOCHI U 3aaHUSA

1. [Ipupona u cymHocTs oduca

2. [MonsiTre «oducy», poilb oduca KaKk OpraHa YIpaBlIeHUs B YCIOBHSAX PHIHOYHOW 3KOHOMHKH
3. Opranuszanus padoTsl B oduce

4. Tunsl 1 BUIBI OPHCOB

5. CrpykTypa 0¢hucoB

6. JlomKHOCTHOE caMOoOoIIpeielieHne MeHeKepa

7. [Tpunnuner 3QPEeKTUBHOTO pPyKOBOJICTBA

8. OO0s3aHHOCTH COTPYIHHUKOB TOApAa3aeIeHNIH

9. Cekpetapsb npueMHOM. JIMYHBIH CeKpeTaph U €ro 00s3aHHOCTU

10. Kontponupytomiee noBeaeHue pykoBOIUTEIS

11. KauectBa cekperaps: IeOBBIE U JIUYHBIC

12. Haxoxnenue nadopmarmu. Paitsibl 1 MX BeACHUE.

13. OpraHu3alOHHbIE CXEMBI B O(uce

14. Opranm3anoHHas cxeMa TUITUYIHOW (pupMBbI

15. BracTtHbie mosiHOMOYMS B OpraHU3alliu

16. OO0s3aHHOCTH PYKOBOJMTEIIS

17. Jlroackue pecypcsl B oduce

18. OTaensl ¥ 9acT! OpraHHU3aIui B oduce

19. Oyukimn odurca

20. @DakTopsl, BIUAIOIIME HA YCIOBHS Tpyla MEHEKepa

21. VYrpaBneHue AOKYMEHTALUEH: UCTOPHs Pa3BUTHUS, COBPEMEHHBIC TEHICHIINU

22. [IpaBuna nmpuema mocetuTeneil B pabote MeHemKepa

23. Mertonpl oOMeHa uHbopManuei

24. YcrHbI 00MeH nH(popManuel, ero GopMbl U IpaBuia

25. [TuceMenHbIH 0OMeH MHpOpMaNHel, ero (OpMBI U TpaBUia

26. IIncema. Buasl 1 TUOBI ICEM

27. BuzyanbHas unopManus

28. OYHKIMH ¥ 33/1a9l TEXHUYECKOH, COIUAIbHO-OBITOBOM CITy)KOBI U CITY)KOBI 0€30MaCHOCTH
29. HNHdopManoHHO-TOKYMEHTAIIMOHHAsL CITY)K0a, ee PyHKIMH ¥ MOpa3elIeHUs

30. Crenuguka AeITeNbHOCTH OpUca KaK aMUHUCTPATUBHOW €TUHUIIBI

31. Buap! koHQUICHINAIBHBIX WHPOPMALMOHHBIX PECYPCOB O(Hca M MPUHLIMIIBI UX 3aIIUTHI
32. JoxymenTanmonHoe obecrnieueHne GyHKIIMOHUPOBaHUS odrca

33. OducHsIii AU3aliH U UHTEphEp OCHOBHBIX (DYHKIIMOHAJBHBIX 30H oduca

34. OTKphITast, 3aKpbITass 1 KOMOMHUPOBaHHAsI IJIAHUPOBKa oduca

35. [TonsiTHE 3pTOHOMHKH OdHca

36. [MpuHIHMIEL pa3neneHs U Koomepanuu Tpyaa B oduce. OCHOBHBIE MOJpa3JieNieHUs B CTPYKType oduca
37. OyHKIUKN U 3aJa4u CIyKObI CBsI3el ¢ 0OLIECTBEHHOCTBIO M CIIykObl Reception

38. OyHKIMA, 331290 U TIOApa3IeIeHNAS IOPUINIECKOH, (HHAHCOBO-OYXTalTepPCKON M KaJpOBOH CITYKOBI
oduca

39. Ynpasnenue OM3HeC-KOMMYHUKAMSAMU B OHCHOM MEHEIKMEHTE

40. OpranuzalMoHHas CTpyKTypa oduca. YcioBus cozganus 3Q(HEeKTHBHON CTPYKTYpbl oduca
41. Teoperndeckue Momenu odrca

42. [TuceMeHHBIE KOMMYHHKALIMU B oduce

43. Bbrok-cxembl poBepKU BXOASIEH U UCXOISAIIEH KOPPECTIOHACHIINH, COBELIAHUS

44, Knaccudukanun xpanenus uHbopManun: aadaBUTHAS; XPOHOJIOTHYECKAs, Teorpadudeckas; mudponas;
npeaMeTHasI

45. OobwmeH nHpopmanueit B opuce

46. HaBeiku 1st paboTsl B oduce

47. Tenedonrble pa3roBOpsl B cUCTEME O(PHCHBIX KOMMYHHKAIIUH

48. VYipasneHue JOKYMEHTaMH B COBPEMEHHOM OpraHU3aliu

49. [TpuHIUTIEI TPOBEACHNS MYOJNMYHBIX BBICTYIUICHUH, COBEIIAHUI M MEPErOBOPOB

50. HNudopmarmmonnoe obecrieueHne 0QUCHON ACSITEITEHOCTH

51. YpaeneHdeckas nHpopMaIusa B opuce: MOHITHE, KIACCU(DUKAIUSI U CPEICTBA CBSI3U

52. [TpuHOMIEL OpraHU3anuy pabouuXx MECT COTPYIHHKOB oduca

53. [TorsATHE 37IEKTPOHHOTO (ABTOMATH3UPOBAHHOTO) Oduca

54. MoOunsHble oduchl: cnenudpuka, chepa MPUMEHEHNUs, IPEUMYIIIECTBA U OTPAHUYCHUS

55. Buptyansaele oducel: cienuduka, cgepa NIpUuMEHEHUs, TPEUMYIIECTBA U OTPaHUUCHHS
56. Oynakrmm odrca, BUIBI U HAPaBICHUS OPUCHOHN NesSTeITFHOCTH

57. KopriopatuBHast KyneTypa Kak 0a3oBas OCHOBa KYJIBTYPHI odrca




58. ObecnieyeHNEe COTPYTHUIECTBA B O(DUCHOM MEHEIKMEHTE
59. Ponesrie dakTopsl B oduce
60. OcobeHHocTH OM3HEC-KOMMYHUKALIMA MEHEemKepa
61. OpraHuzanusi MOpaIbHO-IICUXOJOTMYECKON MOIAEPKKH MEePCoHAaa
62. OTHUecKre MpaBuiia MoBeleHs B oduce
63. YmpaeneHue opUCOM Kak COCTaBHAs YacTh MEHEKMEHTA
64. CraunoHapHble (TpaIulMOHHBIE) OGHCHI, UX BUIBl U Ha3HAUCHHE
65. OO0mue cBemeHUs O MPOTPAMMHBIX MPOIYKTaX, UCIIOJIB3YEMBIX B COBPEMEHHOM odrce
66. TeneKkOMMYHUKAIIMOHHBIE TEXHOJOTHH CO3/IaHUs U MepeJadd IeNIOBBIX THCEM
67. MopanbHO-NICHXOJIOTHYECKUI TTOPTPET COBPEMEHHOIO PYKOBOIUTENS
68. Paboth ¢ kaapamu B oduce
69. MoTuBamus TPYJOBOTO MOBEACHUS paOOTHUKOB B OpPTaHU3AIIH
70. TpynoBoe moBefieHne pabOTHUKOB B OpPraHU3aIH.
71. Nuaukatopsl MOBeIeHYECKONH aKTHBHOCTH Pa0OTHHKA
72. OpraHuzanys BBITIOTHEHUS 3aaHui paOOTHUKAMHU
73. Cuctema paboThl ¢ KagpamMu
74. Ilepconan ouca u ero xapakTeprucTUKa
75. [IpaBuiia 1e10BOTO MOBEJICHUS] PYKOBOJMUTENS C MOJYUHEHHBIMU
76. I'pynmnoBoe moBeneHHEe PaOOTHUKOB
77. Ipynma B opraHuzanuy Kak 0OBEKT YIpaBlIeHUS
78. OCHOBHI B3aUMOJIEHCTBUSI PYKOBOJAUTENS W CeKpeTaps-pedepenTta
79. KoHguukTel B orice: MPUYUHBI U MYyTH pa3pelicHUs
80. CoTpyAHHYECTBO B YNpaBJIEHUH OpraHU3aLnen
81. [IpoGiema MoGOuHTa B odrice
82. [Ipobnema MaHUTYIIAIHA B oduce
83. OyHKIMOHAIBHBIE TPYIITBI OPTTEXHUKH, MCIIONB3yeMbIe B oduce
84. ObopynoBaHue U xu3HeoOecneueHne AesTeIbHOCTH oduca
85. Krnaccudukanus opuCHBIX 37aHTI
86. ConnanbHO-TICHXO0JI0THYecKoe 00ecTiedeHrne YCIICITHOCTH JIENIOBBIX KOHTAKTOB
87. Obecneuenne OIaronpUATHOTO PEKUMA TPYIa OPHCHBIX PAOOTHHKOB
88. OCOOEHHOCTH JETOBBIX KOHTAKTOB B JEATEIILHOCTH MEHEKEpa
89. CoBpeMeHHBIE KOHIIETIINU Pa3BUTHSA odrica B OyaymeM
90. [lenoBoii 3TUKET B PAa3IMYHBIX HAI[MOHANBHBIX KYIbTypax
91. OcHoBHBIE (PYHKIIMU W 3371a4d OHC-MEHEHKMEHTa
92. Cexkperapckas ciyx06a: GyHKIHH U TpeOOBaHHS
93. ®dopmupoBaHre ONaroNpUATHBIX YCIOBHH Tpyla B cucTeMe O(QUCHOrO MEHEIKMEHTa
94. HoBble acmiekTsl COBpeMEHHBIX OU3HEC-KOMMYHHKALUH
95. CoBpeMeHHBIE acTIeKTHl O(HUCHOTO MEHEIKMEHTA
5.2. Tembl NUCBMEHHBIX PadoT
1. MeTtoap! oOMeHa nH(pOpMaIen
2. Oynkuun oduca
3. OTtaenbl ¥ 4acTU OpraHU3aIuu
4. BnactHble mOIHOMOYMS B OpraHU3aLUH
5. [Ipupona u cymHocts oduca.
6. Tumsl 1 BUABI OQHUCOB.
7. CymrHocTh 0HCHOTO MEHEHKMEHTA.
8. Oco0eHHOCTH BHEJIPEHUE KOHIICIIMH 5S B CHCTEMY O(QHCHOTO MECHEIKMEHTA.
9. Jlenonpon3BOACTBO: CYIIHOCTh, OPTaHU3aMOHHBIE (POPMBIL.
10. CymHocTh U KIaccu(uKalys ynpaBIeHUYECKHX TOKYMEHTOB.
11. dopMupoBaHUe amnmapara ynpaBlIeHHs: MPUHIUIIBI, TPEOOBAHNSI.
7. Crpykrypa o(ucos.
8. CymHOCTh U OCHOBHBIE JODKHOCTHBIE 00s13aHHOCTH O(HC-MEHEeKepa.
9. TpebGoBaHus k paboueMy MECTy MEHEKepa.
10. [IpaBuia panroHaIbHON OpraHu3anrdy pabovero MecTa MEeHeIKepa.
11. [ImarnpoBaHue pabodyero Mecta MEHEIKepa.
12. JIOIDKHOCTHAS MHCTPYKIMS: CYITHOCTh, CTPYKTYpa, MPaKTHYECKash 3HAYMMOCTb.

5.3. ®oHA OLEHOYHBIX CPeICTB




®DoH OIEHOYHBIX CPEACTB AUCHHUILTHHEI "Oduc-MeHemKMeHT" pa3padoTaH B COOTBETCTBHH C JIOKAJTLHBIM
HopmaTuBHbIM akToM PI'BOY BO "JIOHAYUIC".

@DOoH/ OLEHOYHBIX CPEACTB AUCUUIUTUHBI "Oduc-MeHeKMEHT" B MOJHOM OObeMe MNpEACTaBlIeH B BHIE
npuiokeHus K fanaomy PIT/I.

5.4. Ilepeyenb BHI0OB OIIEHOYHBIX CPeICTB

Joknan,pedepart,ycTHBIH OIpoc

PA3JIEJI 6. CPEJJCTBA AJAIITAIIMU TPENTIOJJABAHUA JTUCHUIIJIMHBI K
INOTPEBHOCTAM JIMI] C OTPAHUYEHHBIMHU BO3MOXKHOCTSAMMU 3/10POBbSA

B ciyqae HeoOxoaumMocTH, 00y4arOmMMCs U3 YHCia JIMI ¢ OTPAaHUYCHHBIMH BO3MOXKHOCTSIMH 3/10pOBbs (TI0
3asBIIEHUIO0 OOYYarOIIErocsi) MOTYT MpEeUIarathCs OJHUA W3 CIEIYIOIIUX BapHaHTOB BOCHPHATHS WH(GOpMAIUHN C
YIETOM UX WHIUBUIYATbHBIX ICHXO(PU3NIECKIX OCOOCHHOCTEH:

1) c mpuMeHeHneM 3JIEKTPOHHOTO O0Y4eHHUs! U JHUCTAHIIMOHHBIX TEXHOJIOTH.

2) ¢ mpUMEHEHHEM CIEeLUATBFHOr0 000pYIOBaHHUA (TEXHUKH) M MPOTPaMMHOIO OOECTIeYeHUs], UMEIOIUXCS B
OIBOY BO "JOHAYUIC".

B mpomecce oOydeHHss Tpu HEOOXOAMMOCTH JIIsl JIMI] C HapyIICHUSIMH 3pCHUS, CIyXa H OIOPHO-
JBHUTaTeJILHOTO almnapaTa IpeAoCTaBISIOTCS CIeAYIOINE YCIOBHUS:

- JUISL JIUI] C HApYIICHUSAMU 3PEHHS: yIeOHO-METOIAMYECKHEe MaTepHasbl B MeYaTHOW (opMe yBEIMYSHHBIM
mpupToM; B (opMe DIEKTPOHHOTO JOKyMeHTa; B (opme ayauodaiina (mepeBos y4eOHBIX MaTepuajioB B
aynuodopmar); WHIWBUIyaIbHbBIC 3aJaHNUsl M KOHCYJIbTAIHU.

- U ML C HapyIICHUSMHU CIyXa: Yy4eOHO-METOIWYecKHe MaTepuanbl B TiedaTHoW ¢Qopme; B Qopme
JJIEKTPOHHOTO JTOKYMEHTa; BHJEOMaTephalibl C CYOTHUTpamMH; WHAWBHIyaJbHBIE KOHCYNBTAI[MH C TPHUBICYCHHEM
CypAonepeBOAUYMNKA,; MHANBUAYAJIbHBIC 3alaHNd U KOHCYJIIbTAallUH.

- IS JUI C HapyIIeHUSMH OIOPHO-ABUTATEIBHOTO ammapara: y4eOHO-METOAWYECKUE MaTepualibl B
nevdatHOW Qopme; B ¢dopMe DIEKTPOHHOTO JOKyMeHTa; B Qopme ayauodaiiina, HWHIUBUIyAIbHbIE 3aJaHUS U
KOHCYJIbTalluH.

PA3JIE]I 7. METOAUUYECKHUE YKA3AHUSI JJISI OBYYAIOLIMXCSI 10 YCBOEHUIO
JUCLMIIIMHBI

[pemiaraemMpie peKOMEHIAIIMNA OKa3bIBAIOT METOJIUYCCKYO MOMOINb MPH CAMOCTOSITEIEHOM W3y4CHHH JUCIMIUTHHBL
PekomeHayeTcsi Takas IOCJEIOBATEIbHOCTh: O3HAKOMUTBCS C COJICpKaHHMEM pabodeil mporpaMmbl  ydeOHOM
JUCIUTUTAHBI; U3yYUTh W 3aKOHCIIECKTHPOBATh COOTBETCTBYIOIME TEMbI PEeKOMEHIyeMol mnutepatypbl. Kpome Toro,
1eNIeco00pa3HO 03HAKOMUTLCS C HOBBIMU CTaThsIMH CIHEIIMATBHBIX KYPHAIIOB M COOPHUKOB.

YuutkiBass TOT (aKT, YTO H3YYCHUE JUCIUILUIMHBI TMPEAYCMATPUBACT KPOMOTIMBYIO pPAa0OTy U COJEepKATEIbHOE
o0CyXJIeHHe BOIPOCOB HAa CEMHHAPCKUX 3aHATHIX, IMEHHO BO BPEMS CaMOCTOSTENFHOW pa0OTHI CTYACHT YIIyOJseT
MMOHUMAaHHUE TMPOOJIEM, aKTUBHU3HPYET CAMOCTOSTCIBHBIN IOWCK, CHUCTEMATH3MPYeT HAKOIUICHHBIN OIBIT aHAJIUTHUKO-
CUHTETUYECKON pabOoThl, 3aKJIaJbIBAET OCHOBBI KAYECTBEHHOW IOJATOTOBKH JIOKJIAJ0B, COOOIICHHUM, KakK II0
COOCTBEHHBIM MHTEpPECaM, TaK U 110 33IaHHUI0 MTPETI01aBaTelsl.

Metonuieckue peKOMEHAAWH 1o paboTe Hall KOHCIIEKTOM JIEKIMH BO BpEMs W TOCIE MpOBeIeHHs Jieknun. B xone
JICKIMOHHBIX 3aHATHH 00y4alolIMMCsl PEeKOMEHJIYETCsl BBIIOJIHATH CIeAyloulre aeicTBUs. BecTu KoHCIEKTHpOBaHHE
ygeOHOrOo Martepmana. OOpamiaTh BHUMaHHE Ha KaTeropu, (OpMYIHPOBKH, PACKPHIBAIOIINE COJIECpPKAHHWE TeX WIIH
WHBIX SIBIEHWH W TPOIECCOB, HAyYHBIE BHIBOJABI M TMPAKTHUYECKHE PEKOMEHJAIMH 0 WX NPUMEHEHHIO. 3a/laBaTh
MIPETIO/IaBaTeNI0 YTOUHSIONIME BOIMPOCHl C IENbI0 YACHEHHS TEOPETHUYECKUX IIOJO0XKEHMH, pa3pelieHHs CIIOPHBIX
cutyanuii. JKemaTenbHO OCTaBUTh B Pa0OYMX KOHCIEKTaX TMOJsS, HA KOTOPBIX BO BHEAYAHTOPHOE BpEMS MOXKHO
clenaTh NMOMETKH M3 PEKOMEHJIOBAHHOM JHUTEpaTyphl, MOMOJHSIOIIME MaTephall MPOCIyLIaHHOW JEKUUH, a TaKkKe
MO/JYEPKUBAIOIINE OCOOYI0 BXKHOCTh TEX MM UHBIX TEOPETHUECKHUX MOJIOKEHUH.

Metoguueckne peKkOMEHIAlMM K CEMHUHAapCcKMM 3aHATHAM. lIpr MOATOTOBKE K CEMUHAPCKUAM  3aHITHAM
oOyJaromumcsi HEe0OXOJMMO H3yYUTh OCHOBHYIO JIUTEPATypy, O3HAKOMUTHCS C JIOTIOJIHHUTENBHON JUTepaTypou,
HOBBIMU MYOJIMKALUUSIMHM B MEPUOTUYECKHX M3JaHUAX: KypHanax, razerax u T.4. [Ipu 3Tom ydecTh pekOMeHAaluH
npenojasatenss U TpeOoBaHUS y4eOHOH mporpammbl. B Xoze MOArOTOBKM K NMPAKTHYECKUM 3aHATUSAM HEOOXOIMMO
OCBOUTH OCHOBHBIE TMOHATHS M METOJUKH pacdera IMOKaszaTeslel, OTBETHTh Ha KOHTPOJIbHBIE BOMPOCH. B Tedenme
CEeMHHApPCKOTO 3aHSTHS 00ydaronieMycsi He0OX0AUMO BBITIOJIHUTH 3aJaHHUs, BBIIaHHBIE ITPETI01aBaTEeIIeM.

Pexomenpanuu no pabore ¢ nuteparypoid. TeopeTHueckuid marepuall ITUCHMIUIMHBI CTAHOBHUTCS OoJiee IOHSTHBIM,
KOTZa IONOJHHTENIBHO K NMPOCIYIIUBAHUIO JEKIWH W W3YYCHUIO KOHCIEKTA, M3y4daroTcsd W KHHUTH. Jlerde OCBOWTBH
JUCLUIUTMHY, MPHIEPKHUBAsCh OJHOTO y4eOHHWKAa M KOHCIEKTa. PeKOMeHIyeTcs, KpoMe «3ayuyuBaHUsD) Marepuana,
JOOHUTBCS COCTOSHUS TOHHMAaHHs M3ydaeMOH TeMbl JUCUUIIMHBL. C 3TOH LENbI0 PEKOMEHAYETCs IMOocie H3YdeHHs
ouepenHOro naparpada BBIIOJIHUTh HECKOJBKO MPOCTHIX YIPAXXKHEHUH Ha JaHHyr TeMmy. Kpome Toro, oyeHp IOJIE3HO




MBICJIICHHO 3aJ1aTh ce0e CIemyromune BOMPOCHl (M MOMpOoOOBaTh OTBETUTh HAa HUX): O 4eM JTOT Maparpad, Kakue
HOBBIC ITOHATHA BBCACHBI, KAKOB UX CMBICJI, YTO JaCT OTO Ha HpaKTI/IKe?)




