46.01.01 Cexkperapnb

[Tonydenue cpeaHero mpodeCcCHOHATHHOTO 00pa30BaHUs I10 MPOTPaMME IMOATOTOBKU
KBATH(UITMPOBAHHBIX paboumx, ciayxanux mo npodeccun 46.01.01 Cexperapnb
- 2 roma 10 mecsitieB, ogHas popma 00ydeHUs
- KBTU(PUKAIUS: ceKpeTapb-MAIIMHUCTKA

ObaacTh NpoeccuoOHATBLHOM AeITeJIbHOCTH BbIIYCKHUKOB:

O6uacTh poheCCUOHATBLHOM JEATEIbHOCTH BBHIITYCKHUKOB: BBIMTOJTHEHUE TEXHUYECKUX
GYHKIHMH 110 00eceYeHr 0 U 00CTY)KMBAHUIO pa0OThI PYKOBOIUTEIIS OpPraHU3aI[uH, CBSI3aHHBIX
C TIOJITOTOBKOM, XpaHEeHUEM, 00paOOTKOM C IMOMOIIBIO CPEICTB OPraHNU3alMOHHON TEXHUKH
HE0OXOoAMMOM HH(POPMALIMK U TIOBEACHUEM €€ JI0 TOTpeOnTes.

Ob0bexkTamu npodeccuoHATILHOM 1eSITeJIbHOCTH BHIIYCKHUKOB SIBJISIFOTCS S
JIOKYMEHTUPOBaHHasl HH(pOpMaLus;
MPOLIECC TEXHUYECKOTO 00CTYKUBAHUS PA0OTHI PYKOBOJUTENS;
OopraHu3allMOHHAasA TCXHUKA

Ob6yuatommiics o npodeccun 46.01.01 Cexperapb rOTOBHTCS K CIEAYIOIIAM BUAaM
JeATEIIbHOCTH:

WH(popMalinoHHO-A0KYMEHTAIIMOHHAS AEATEIbHOCTb.

OpraHu3anroHHas A€ATeIbHOCTb.

Bremyckuuk, ocsousmmii [IITKPC, nomken o61anaTh 00IMMHU KOMIIETEHIHSMH,
BKJTIOYAIOIIUMH B c€0s1 CHOCOOHOCTB:!

OK 1. IloHumars CyniHOCTb U COLMANIbHYIO 3HAYMMOCTb OyayIiel npodeccuu, NposBIsATh K Hel
YCTOWYMBBIN UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO J€SITEIbHOCTb, UCXO/IS U3 1IEJN U CIIOCO0O0B €e
JOCTUKEHUS, ONIPEJIETICHHBIX PYKOBOAUTEIIEM.

OK 3. Ananu3upoBaTb pabouyro CUTYaIHIO, OCYIIECTBIATh TEKYIIHH U UTOTOBBI KOHTPOJIb,
OLICHKY U KOPPEKLHIO0 COOCTBEHHOM J1eATENbHOCTH, HECTH OTBETCTBEHHOCTD 33 PE3YJIbTaThl
CBOEH paboTHI.

OK 4. OcymiecTBasTh Nouck nHGopMauu, HeoOXoAUMON 11 3 (HEKTUBHOTO BHIMOTHEHUS
npodeccuoHaIbHbBIX 3aj1ay.

OK 5. Ucnonb3oBath HHYOPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH B IPO(eccroHalIbHON
NeSITETbHOCTH.

OK 6. PabGotats B koMaH€e, 3¢ (HEeKTUBHO 00LIaThCs ¢ KOJIEraMU, PYKOBOACTBOM, KIIMEHTAMHU.
OK 7. UcrionHATh BOMHCKYIO 00S13aHHOCTH *(2), B TOM YHCIIE C TPUMEHEHHEM TTOTyYSHHBIX
npodeccuoHaNbHBIX 3HaHUH (JI7151 FOHOLIEH ).

OK 8. Co0roath 1€10BOM, 3TUKET, KYJIbTYpPY U IICUXOJIOTHYECKUE OCHOBBI OOIIEHNUS, HOPMBI U
IIpaBHJia IOBE/IEHUS; UCIIOJIB30BaTh METO/IbI U CPEJICTBA JIETIOBOTO OOIICHHUS.

OK 9. CamocToATeNnbHO ONpeAesaTh 3a/1a4i TPOPECCHOHATBHOIO M IMYHOCTHOTO Pa3BUTHA,
3aHUMAaThCs CaMO0Opa30BaHNEM, OCO3HAHHO MJIAHUPOBATh MOBBIILIEHUE KBATH(PUKAILIUH.

OK 10. Cobmronats TpeboBaHUs 0€30MaCHOCTH TPy/a, HOXKapHOW O€30MaCHOCTH, CAHUTAPUU U
TUTUEHBI, OXPaHbI TPYAA.

I1K 1.1. CoctaBnsTh, peJaKTHPOBATh U OGOPMIIATH OPraHU3AIMOHHO-PACTIOPSIUTENBHYIO
JIOKYMEHTAIMIO, CO3/1aBa€MYI0 B OpraHM3alliK, CorjaacHo TpeboBaHusM ['ocy1apcTBEHHBIX
crangaptoB (I'OCT) mo odopmiieHHIO TOKYMEHTOB C UCIIOJIB30BaHHEM COBPEMEHHBIX BHJIOB
OPraHU3aAIMOHHON TEXHUKH.

1K 1.2. Opranu3oBbIBaTh JOKYMEHTOOOOPOT B OPraHU3ALMHU C UCIOIb30BAHUEM COBPEMEHHBIX
BUJIOB OPTaHU3AI[MOHHON TEXHHUKH.



1K 1.3. CoctaBnsath u 0hOpMIISITH HOMEHKJIATYPY Jiell OpraHu3aiiy, GopMHpOBATH Jeja B
COOTBETCTBUU C YTBEP>KICHHONW HOMEHKIIATypOii, 00ecreunBaTh UX COXPaHHOCTh B TEKYIIEM
JIEJIONPOU3BOJICTBE C UCIIOJIb30BAHUEM COBPEMEHHBIX BUOB OPraHU3alMOHHON TEXHUKU.

I1IK 1.4. OcyiecTBisTh NOATOTOBKY A€ K Nepeaye Ha apXUBHOE XpaHEHHUE.

1K 1.5. BBINOiHATS MAITMHONKUCHBIE PA0OTHI PA3JINYHON CTENEHU CIIOKHOCTH.

5.2.2. OpranuzaimoHHas JeITeIbHOCTb.

1K 2.1. KoopauaupoBatb paboTy oduca (IpHeMHON PYKOBOIUTENS ), OPTaHU30BBIBATH IIPUEM
IIOCETUTEJIEH.

1K 2.2. OcymecTBisiTh TenedoHHOe 00CIy)KUBaHUE, TPUHUMATh U TIepeiaBaTh (PaKCUMUIIbHbIC
COOOIIIEeHHS.

1K 2.3. Ocy1iecTBisTh pabOTy MO MOATOTOBKE U IPOBEJCHHUIO COBEIAHUH, 3aceJaHuH,
JIEJIOBBIX BCTPEY, MPUEMOB U MPE3EHTAIH.

[1K 2.4. OcyuiecTBasTh MOATOTOBKY AETOBBIX MOE3/I0K (KOMaHIUPOBOK) PYKOBOAUTEIIS U
JIPYTUX COTPYAHUKOB OpPTaHU3alIUH.

[1K 2.5. Opranu3oBbsIiBaTh pabouee MECTO CEKpeTapsi U pyKOBOAUTEIIS



