4OV JI0 «<kEBPOIEMCKASI IIKOJIA KOPPECIIOHJIEHTCKOI'O
OBYYEHUS»

YTBEPXIEHA
npukazoM YOV J10 «EIIIKO»
oT 26 nexadbpst 2023 r. Ne 16

IIpunsTa
pemienueM YMC HOVY 1O «EILIKO»
[Ipotokon Ne 4 ot 18 nexabps 2023 r.

PABOYASA ITPOI'PAMMA

Kypca
«O¢uc-menemxxep»

HaHpaBJ'IeHHOCTI): COIIMAJIBHO-TYMaHHuTapHasl.

Kypc pa3pabdoran EBpornelickoii Koo KOPPECMOHIEHTCKOTO O0yYeHHUSI.

Bearopoa, 2024


http://www.escc.ru/katalog/products/ofis-menedzhment/ofis-menedzher

1. IOACHUTEJIBHAS 3AIINCKA

1.1. Ilesim 0Opa3oBaTeILHOIO NMpolecca

1.2.

1.3.

14.

1.5.

1.6

1.7.

[Iporpamma kypca «Oduc-meHemxep» SBISETCS AOMOJHUTENBHON 00I1e00pa3oBaTenbHON o01Ie-
pa3BHUBAONICH MPOTPAMMOM, peau3yeMoOi ¢ IeNIbI0 YAOBICTBOPEHUSI HHIUBHIYaIbHBIX 00pa3oBa-
TEJNBHBIX MOTPEOHOCTEH M MHTEPECOB OO0YYAIOMIMXCS B MOJYYCHUU HEOOXOTUMBIX TEOPETHUYCCKHUX
3HAHWUW U HABBIKOB OPraHU3aIlliU paOOTHI B COBPEMEHHOM O(HCE IS

— pPa3BUTHUS UHTEJUIEKTYaIbHOTO MOTEHIIMAIA TUYHOCTH;

AKTUBHOI'O aIMUHUCTPUPOBAHUA HpOHSBOZ[CTBCHHOfI ACATCIIBHOCTH,

HpO(l)eCCI/IOHaJ'IBHOFO CaMOOIIPECACICHUA,

IUTAHUPOBAHHS Kaphepbl U MPO(EeCcCHOHATBHOTO POCTa;
— TOBBILIEHUS YPOBHS CaMOpeaIn3alui 1 KOHKYpPEHTOCIIOCOOHOCTH B OU3HEec-cpene.

PexoMenayemblii BO3pacTHON U 00pa30BaTe/IbHbI YPOBEHD

Kypc oprenTupoBaH Ha B3pOoCibIX, UMEIOIIUX CpeiHee o0liee 0Opa3oBaHue.
A3bIK, HA KOTOPOM OCYHIECTBJISICTCH O0y4eHHe: PYCCKUIL.
®opma 00y4yeHHUsI HA Kypce: 3a04Hasl.

®opmat yuyeOHBIX MaTEePHAJIOB Kypca: JJIEKTPOHHBIN.

Jloctym Kk 1iidpoBbIM yIeOHBIM XKypHaAIaM ¢ ypokamu (B ¢popmate pdf) npemocrasnsercs B JInunom
kabuHere Ha uHTepHeT-caiire EIIIKO.

IIporpamma peanusyercs ¢ HCIOJb30BAHHEM JJICKTPOHHOI0 00y4eHHs U JUCTAHIMOHHBIX 00-
Pa30BaTeIbHBIX TEXHOJIOTHIM:

B Jluunom kabunere Ha uHTepHET-caiite EIIIKO oOyuarommmcs npenocTaBisieTcs: JOCTYH K dJIeK-
TPOHHBIM 00pa30BaTEIBLHBIM pPECypcaM M CEpBHUCaAM, MO3BOJSIONIMM B peXUME OHJIAWH U3ydaTh U
oTpabaThIBaTh yueOHbIE MaT€pUaAIbl YPOKOB, BBITIOJHATH M MIPEJAOCTABIISATh HA MTPOBEPKY JTOMAITHUE
paboTHI C LIETBI0 TEKYIIETO KOHTPOJIS 3HAHUN 1 B3aUMOJCHCTBUS C IMYHBIM MPEToJaBaTeeM, mpo-
XOJIUTh MPOMEKYTOUHYIO aTTECTALMIO U 3a0YHOE€ MUCHBMEHHOE SK3aMEHAIIMOHHOE TECTUPOBAHUE
onuaiiH s nonyuenust Ceuaperenscta ELLIKO.

MuHuMa/IbHBIC CHCTEMHBbIC TPeOOBAHUS K 00OPYAOBAHUIO NPH peaM3allMii NMPOrpaMMbl €
HCIIO0JIb30BAHMEM JMCTAHIMOHHBIX 00pa30BaTe/IbHBIX TEXHOJOTHH M JJIEKTPOHHOro o0y4e-
HHUSA:

CucremHble TpeOOBaHUS I IepcoHaIbHOT0 Kommbiotepa (PC/Mac):

— Opay3zep ¢ noanepxkoit HTMLS;

— noaximoueHre k utepHery (pekoMenayemas ckopocts 6osee 1 Mo6/cek);
— Adobe Reader;

— MUHUMAJbHBIN pa3Mep 3kpana 1024x768.



1.8.

Cucremnbie TpeOOBaHUS IS IEPCOHATBHOTO IUIAHIIETHOTO KoMIbloTepa (Android/iOS):
— noakoueHre k IHTepHeTy (pekoMeHayeMas CKopocTh 06osee 1 M6/cek);

— cucrema: Andriod 4.2 u nosee/iOS 7 1 HOBEE;

— MUHUMAQJIBHBIN pa3Mep SKpaHa 7 TIOHMOB.

HopmaTuBHBIi CPOK 0CBOEHMSI MPOrpaMMbl Kypca € Y4€TOM IPOXOKIeHUS MTOrOBO# aTTe-
cTanuu (124 MUCbMEHHOI0 3204YHOT0 UTOTOBOI0 IK3aMeHa):

— 14 Mecs1ieB B HOpMAIBHOM TeMIie 00y4deHHsI (OCBOCHUE OJTHOTO Y4eOHOTO KypHAJa B MECSII);
— 8 Mecs1eB B yCKOPEHHOM Temrie 00yueHHst (0OCBOCHHE ABYX YUEOHBIX )KYPHAJIOB B MECSI);
— 6 MecsIeB B yCKOPEHHOM TeMIle 00y4ueHus (OCBOCHHUE TPEX yUEOHBIX KYpPHAJIOB B MECHIII).

1.9. O6muii 06bem yueoHo# padoThi: 196 yacoB. Brirouaer n3ydeHne y4eOHBIX MaTEpHAIIOB Kypca,

1.10.

1.11.

BBITIOJTHEHUE TMPAKTUYECKUX 3aJaHui W AoMamHux pador (192 wyaca) + BbIMOJIHEHHE 3aJaHUN
MMMCEMEHHOT0 320YHOT'0 UTOTOBOT'O 9K3aMEHAIIMOHHOTO TecTa (HOpMaTUBHOE BpeMsl — 4 yaca).

Pexomenayemoe BpemMsi U3y4eHHs] OJHOI0 TeMaTH4ieckoro 0.o0ka (1 y4yeOHOro kypHaia, co-
Aepakaiiero 2 ypoka): 16 yacos B mecsn / 4 yaca B Hezento / He MeHee 30 MUHYT B JI€Hb.

Y4yeOHO-MeTOANUECKOE 00ecIieueHne

* HnpopManMOHHO-03HAKOMHUTEIbHbIE MATEePHAJIbI B CBOOOAHOM /[10CTylle HA HHTEPHET-
caiite EIIIKO:

— IIpobnwui ypok. JlaeT npeacTaBiIeHue O CUCTEME 00ydeHHs Ha Kypce, METO/Ie [0Jlaul MaTepHaia,
coJiep’KaHuU Kypca. BKitouaeT cOBETHl M pEKOMEHAALNU MO0 opraHu3auuu 3¢(eKkTUBHONH pabOThI
HaJ y4eOHBIM MaTepuanoM, (parMeHThl YPOKOB Kypca, YIpakHEHHUs, oOpasel JOMalIHero 3ajaa-
HUSL.

¢ YueOHbIE MaTepuaJibl B paMKax IporpaMMHoOro KOMIUIEKTa Kypca:

1) Iucomo cmapwezo npenodasamensi. BKIo4aeT METOAMYESCKUAE PEKOMEHIAIIMU M Pa3bsICHEHUS,
Kacarollliecsi OCHOBHBIX 3TalloOB OpraHU3aluy yuyeOHOro mpoiiecca. BoichliaeTcst o 3J€KTPOHHOM
MOYTE MPHU MPEAOCTABICHUN JOCTYIA K KypCy.

B JIuunom kaOunere Ha caiite EIIIKO o0yyarommmcesi npegocraBisieTcsi 10CTYNl K CJIeqyI0-
MM Y4eOHO-MeTOAUYeCKMM MaTepuaiam:

2) Vuebnwie sicypnanvt ¢ ypokamu 6 snekmponHom (yugposom) opmame — pdf (obwee xonuue-
cmeo yuebnvix dcypHanog: 12 / ypoxos: 24 — no 2 ypoxa 6 kaxcoom yueonom sxcyprane). Comepxar
TEOPETUUCCKUI MaTepHall, MPaAKTUICCKUE YIPAXKHEHHS, METOIUICCKUE PEKOMEH IAIINH, TOMAITHUE
paboThI. YUeOHBIH KypHAI ¢ ypoKaMu 1—2 BKITIOUACT npocpammy Kypca (cooepiicanue).

3) Homawmnue 3a0anus (obwee konuuecmeo: 24). JIOCTyn A BBITIOJTHEHUS B PEKUME OHJIAMH B
Jlmanom xabuHeTe B pazaene «JloMamrHue paboThl U UTOTOBBINA TECTY.

4) Umoeoswiil sx3amenayuonnsiii mecm 075 noayuenusi Ceuoemenvcmea EIIIKO. TlocTpoeH Ha ma-
TepHaje BCETO Kypca, BKIIOYAET TEOPETUYECCKYIO M MPAKTUYECKYIO YacTu. JIOmycK K 3K3aMeHaIlH-
OHHOMY TECTHPOBAHUIO MIPEIOCTABIISICTCS B COOTBETCTBUU C YCIOBUSMHU O0yUCHUSI.



1.12.

1.13.

JlonmosiHUTE/IbHOE Y4eOHO-MeToAnYecKoe odecrneyeHue:

OOyuarouMess PEJOCTaBIAETCS BO3MOKHOCTh JIOCTyNa K BeOMHAapam/apXHWBY BHIEO03aIHCEH,
Skype-koHCynbTalMsIM ¥ WHBIM JIONOJHUTEIBHBIM 00pa30BaTENIbHBIM YCIYraM H pecypcam
EHIKO, npeiaraeMpIM K HCIIOJIB30BAHHUIO MTOCPEACTBOM HHPOPMAITMOHHO-TEIEKOMMyHUKAITHOH-
HOM cetu MHTEpHET.

IInanupyemMble pe3y/ibTaTbl 0CBOCHHS 00Pa30BaTeIbHOI IPOrpaMMbl

B pesynpTare u3ydeHus IporpaMMHOIO MaTepuana Kypca 00yJarouics JOIKEH:

3HATbD:

— OIpezeNieHUs] KIIIOYEBBIX MOHSITHA U TEPMHUHOB, OCHOBHBIE MPOPECCHOHATIbHbIE 00I3aHHOCTH,
OCHOBHBIC IIPAaBUJIA CIYKEOHOrO 3TUKETA, OOIME CBEIEHUS O JOKyMEHTaX, TpeOoBaHUs K 0(OopM-
JICHUIO PA3JIMYHBIX BUIOB YIIPABICHYECKUX IOKYMEHTOB, IIPUHLMUIILI OPraHU3alMKU JOKYMEHTO-
00opoTa, IpaBuja TEKYIIEro XpaHEHUsI JOKYMEHTOB, BaKHENIIMe OyXraaTepckiue TEpMUHbBI U Me-
TOJIbl BEIEHUS OYyXTaJITEpCKOI0 yueTa, OCHOBHBIE MPHUHIMIIBI OPraHU3alMK KaapoBOH paloThl;
NPUHIUIBI OPTaHU3AlUU TIPHEMa TIOCETUTENEH, BaXKHEHIIINE TPaBUiIa SPTOHOMUKH, METOJBI (Op-
MHUPOBAHHS MOJIOKUTEITHHOTO UMHKA (PUPMBI, IPABOBBIE HOPMBI JeSTEILHOCTH (PUPMBI;

YMETh:

— 3 QeKTHBHO 00IIATHCS YCTHO, MUCbMEHHO, 110 TeNe(OHY, MPABUIBHO CTPOUTH OTHOILIEHHUS C PY-
KOBOJUTENEM U KOJIJIETaMH, I0CTOMHO BBIXOAUTh U3 KOH(MIMKTHBIX CUTYaluil; paboTaTh ¢ BXO -
IIMMH, UCXOJSIIMMHU U BHYTPEHHUMH JIOKYMEHTaMH, COCTaBIIATh CIy)KeOHbIE MHUChMa, COOOIIATh
AJIEKTPOHHYIO MOYTY; (POPMHUPOBATh JeJla M TOTOBUTh UX K XPAaHEHHUIO M MCIIOJIb30BaHHIO; YMETh
BECTH U 0(OPMIISATH IPOTOKOJIBI I€TIOBBIX MEPONIPUATHIA; ONPEAEIATh LIEHHOCTh HHPOPMALIUH, pa-
00TaTh ¢ JOKYMEHTaMHM, COJAEPKAIIMMHU KOMMEPUYECKYIO TaliHY; BBIIIOJIHATH O0S3aHHOCTH MO MOJ-
TOTOBKE M MPOBEJCHUIO IIPE3ECHTALUMI, IEIOBBIX IIEPErOBOPOB, OKA3bIBATH IOMOILb IPU MOJATOTOB-
K€ U MPOBEJIEHNUU OOILECTBEHHBIX MEPONPUATUI; (POPMHUPOBATH JIUUHBIE JIEJIa COTPYIHUKOB, MPHU-
MEHSATh IpaBWila PAllMOHAJIBHOW OpraHu3aluu paboyero Mecra, OPUEHTUPOBATHCA B KaJpOBOM
PBIHKE;

BJIAJIETh:

— MpeACTaBIeHUSAMHE 0 QYHKIUAX, 3a7a4ax U cepax AesTeNbHOCTH orc-MeHemKepa, He0OXO0au-
MBIX TPO(ECCHOHATHFHO 3HAYMMBIX JTHYHOCTHBIX KaueCTBaX, OCOOEHHOCTAX BepOaTbHON M HEBEp-
0abHOI KOMMYHHKAIIUH, ICUXOJOTHYECKUX OCOOCHHOCTSIX JIEIIOBOTO OOIIEHUs U MpaBUiIax Mpe-
OJIOJICHUS TICUXOJIOTHYECKUX TPYAHOCTEH B OOIIEHHH, OCHOBHBIX BO3MOXHOCTSIX OYXTaJITEPCKHUX
mporpamMmax, OCHOBHBIX MPHUHITUIIAX SJEKTPOHHOTO TOKYMEHTOOOOPOTa, COBPEMEHHBIX METOJaX
apXMBUPOBAHMS, PA3IMUHBIX CPEACTBAX IJIaTeka, OAHKOBCKUX yCIyrax; METOAaX BeIEeHUs OyX-
TaITEPCKOr0 y4eTa, OCHOBHBIX MpHUEMax pabOTHI ¢ TIEPCOHATIOM U JICJIOBBIMU IMapTHEPAMH, CBSI3SIX
C 0OIIECTBEHHOCTHIO M (hOpMax UX OCYILECTBJICHHsI, BUIaX peKiiaMbl, HH(POpMAIIMOHHOM Oe3omac-
HOCTHU Y TIPABOBOM O0ECTICUeHUU OpPTaHU3aIlHH;

— HaBbIKaMU HCITIOJb30BaHUA TCXHHUYCCKUX O(bI/ICHBIX CpCACTB, BJIAACTh YIPABJICHYCCKUMH HABBI-
KaMu, BJIaACTh HaBbIKaAMHM COCTABJICHHUA OTACIBHBIX BH0B CJIy)KGGHI:IX AOKYMCHTOB, ITOHCKa, 06-
paboTKH, IPEeIOCTaBICHUS U oOecTieueHus] 6€30MacHOCTH HHPOPMAIINK;, HABBIKAMU OPTaHU3aIlud



1.14.

1.15.

1.16.

JIEJIOBBIX MEPONPUATHHA, HaBbIKAMM PALMOHAIBHOM OpraHu3anuu paboyero BpeMEHH, HaBBIKAMHU
OpraHu3auy KOHTAaKTOB C IIPECCOM.

(I)opMa H CI0C00 Opraums3alnum TEKYIEro KOHTPOJId yCneBaeMoCTn

KauecTBo ycBOCHUS y4eOHOTO MaTepHajia KOHTPOIUPYETCs MpenoaaBaTeseM MoypoyHO MyTeM Ipo-
BEPKH JOMAIIHUX paboT, BBIMOJIHEHHBIX 00yUYaIOIIMMCS.

JloMariHue paboThl MPEIOCTaBIAIOTCS Ha MPOBEPKY B pekuMe oHjaiH. OIEeHHBAIOTCS MO MSTH-

OayuibHOM mikane. O6IIee KOJTUYECTBO JOMAIIHUX PadoT, MPelyCMOTPEHHBIX MIPOrpaMMoN Kypca —
24,

HpOMe)KyTO‘lHaﬂ aTrecranus

[IpoBonuTcs MO pe3ynbTaTamM BBIIOJHEHUS BCEX JOMAITHUX padOT, MPEeayCMOTPEHHBIX MPOTpaM-
MO# Kypca, 10 KPUTEPHUIO «aTTECTOBAHY/ «HEATTECTOBAH.

OO0yyaromuiicst CYMTaeTCsl aTTECTOBAHHBIM, €CJIM MUHUMAaJIbHOE 3HaYEHHE CpeJHero Oamua mno pe-
3y/lbTaTaM BBIIIOJHEHUS BCEX JOMAIIHUX padoT Kypca, IPeayCMOTPEHHBIX IpOrpaMMOi, COOTBET-
CTBYET OLIeHKe 3 (YAOBIETBOPUTEIHHO).

I[OHYCK K ¢Ja4€ IMMCBbMCHHOTI'O 3a0YHOI'0 3K3aMCEHa OCYHICCTBIIACTCA HAa OCHOBAHUHN YOBJICTBOPU-
TCJIbHOI'O pE3yJibTaTa HpOMC)KYTOHHOﬁ aTTeCTaluu.

®DopMa UTOrOBOM ATTECTALUH

OOyueHne Ha Kypce 3aBepIiaeTcsi 00s3aTeTbHOM MUTOTOBOM aTTecTanued B popme MUChbMEHHOTO
3a04YHOI'0 K3aMeHa (TECTUPOBAHMUS).

Cﬂaqa HUTOTOBOI'0 3K3aMCHa BXOIUT B HOpMaTI/IBHHﬁ CpPOK OCBOCHHU IIPOrpaMMEI KypcCa, BBI6paH—
HBIN O6y‘IaIOH_[I/IMC${ C Y4C€TOM TEMIIA O6y‘IeHI/I${. CpOK MMPOXOKIACHUA UTOTOBOM aTTECTallUHd CO-
CTaBIIIET He Ooliee 2-X MCCAILICB.

3a1aHys MUCHbMEHHOTO 3a0YHOT0 UTOrOBOTO JK3aMeHa MPeIOCTaBIIoTCA 00yJaromeMycs B BUE
UTOTOBOT'0 3K3aMEHAIMOHHOIO TE€CTa, OXBATHIBAIOLIETO IIPOrPaMMy BCErO Kypca M BKIIIOYAIOLIETO
2 yactu (TEOpeTUYEeCKyI0 M MpakTHueckyro). [lo pesynbraram BBIIIOJIHEHUS TEOPETHUYECKON U
MIPaKTUYECKON YacTel 3K3aMEHAIMOHHOTO TeCTa BBICTABIISETCS OOIIasi UTOrOBasl OI[CHKA.

BeIlTyCKHHKaM, MMEKOIMM yIOBIETBOPUTENBHBIA PE3YJIbTAT WUTOTOBOM ATTECTALIMM, BBIAAECTCS
CeugerensctBo EIIKO, moareepkaaromiee oOydyeHrne Ha Kypce, €ro OKOHYaHWE M YCIEUTHYIO
c1ayy MUChMEHHOTO 3a09HOTO UTOTOBOTO 3K3aMeHa ¢ yKa3aHUEM IMOJYYCHHOU OIEHKU M OOIIEero
KOJIMYeCTBa y4EOHBIX YaCOB.



2. VYYEBHO-TEMATHUYECKHWM IJIAH

O0bem
Ne HaumeHoBaHue TeMbl KouunyecTBo CaMOCTOS-
TeJbHOU
padoThI
B Yacax
z %
YPOKH | A0OM. g %
(NeNe ypoxoB) paﬁOTbI ; q::
5 a2 £ 2
&5 | 25
EF | EF
1 OcHOBHbBIE NPUHIMIIBI YIIPABJIEHHUS B OPraHU3aALMH. 1 1 7 9
(yp-1)
2 Oduc-meHemxep: 003aHHOCTH M 32241 B CTPYKTY- 1 1
pe ynpasJieHHsl OPraHu3anuei. (yp-2)
3 IlnannpoBaHue paboyero BpeMeHH. 1 1 7 9
(yp-3)
4 Opranusanus Tpyaa B oguce. 1 1
(yp-4)
5 Bepb6asibHasi U HeBepOAIbHAS KOMMYHUKAIIUM. 1 1 7 9
(yp-5)
6 ITHKA [1eJI0BOT0 00LIeHHSI. 1 1
(yp-6)
7 JIn4HOCTH B cHCTEeMe yIpaBJIeHH. 1 1 7 9
(yp-7)
8 YnpasieHue nepcoHajiom opuca. 1 1
(yp-8)
9 MoTuBanusi H CTHUMYJIMPOBAHHE. 1 1 7 9
(yp-9)
10 | YnpaBiaenune KOHQIUKTAMH. 1 1
(yp-10)
11 | KoHTpoJib H KOOPAMHALMA. 1 1 7 9
(yp-11)
12 | U3MeHeHUsI 1 HOBOBBe€HHS B OPraHU3alNM. 1 1
(yp-12)
13 | Padora ¢ a1e10BbIMH AaPpTHEPaMH. 1 1 6 10
(yp-13)
14 | Opranu3saums 1eJ10BbIX BCTPeY. 1 1
(yp-14)
15 | UudopmannonHoe odecrieyeHue pyKOBOIUTEIei. 1 1 6 10
(yp.15)




16 | JJlokymeHTalMOHHOE oOecneyeHue yIpaBjaeHus opra- 1 1
HHU3aLHeil. (yp.16)
17 | JokymMeHT000OPOT. 1 1 6 10
(yp-17)
18 Buapl KOMMYHHKAIUM: MOYTOBAasi KOPPECIOH/IeH- 1 1
uusl. (yp-18)
19 Buabl KOMMyHHKAIMH: 1€JI0Basi KOMMYHHKAIUSI. 1 1 6 10
(yp-19)
20 PexsiamMHasi 1esiTeIbHOCTD 0uC-MeHeKepa. 1 1
(yp-20)
21 | YnpaBiienue ¢uHancamu B padote oduc-mMeHen- 1 1 ) 11
JKepa. (yp-21)
22 | OCHOBBI OyXTaJTEPCKOro yyera. 1 1
(yp-22)
23 | Xo3siiicTBeHHasi padoTa ouc-MeHeIKepa. 1 1 5 11
(yp-23)
24 | [IpaBoBOe oOecneyeHHEe MPOIECCOB YIIPABJIEHHS. 1 1
(yp-24)
Hroro: 24 24 76 116
BoinoJsiHeHHe 3aJaHUI MHUCHBMEHHOT0 3204YHOT0 MTOTOBOI0 IK3aMEeHALIMOHHOI0 4
TecTa
MTOI'O: 196




3. VUEBHBI TPA®UK

3.1. I'paduk npeaocTaB/ieHUs1 YUeOHBIX MAaTEPHAJIOB MO0 BHIOOPY 00y4aI0NIerocsi B COOTBETCTBUH
¢ IOTOBOPOM Ha OKAa3aHHUeE IJIATHBIX 00Pa30BaTeJbLHBIX YCJIYT:

— IO03TanHoe (IOMECSYHOE) NOJyYEeHHe A0CTyNa K y4eOHbIM MaTepuanlaM B COOTBETCTBHH C BbI-
OpaHHBIM TEMIIOM O0YYECHHUS;

— TMOJY4YEeHHE JOCTYyIa K MOJHOMY KOMIUIEKTY Y4eOHBbIX MaTepraIoB Kypca eTUHOBPEMEHHO.

3.2.I1poa0/LKUTETBLHOCTh 00y4YeHHsI HA Kypce ¢ y4eTOM TeMIla 0CBOeHHsI YUeOHOro MaTepuaja u
CPOKAa NMPOXO0KIEHUS UTOTOBOM aTTeCTAIlUM:

m 14 MecsinieB — IPH HOPMAJILHOM TeMIle 00yYeHUsI (0CB0eHUE 00HO20 YueOH020 Jcyphana 6 mecay - 1/1)

Mecsiy 00yueHust Kon-Bo yuedHbIX NeNe ypoxkos O0bem yueOHOM

JKYPHAJI0B padoThI B yacax
e noctyn B JInunom kadunere

1 mecsan 1 ypoku 1-2 16

2 Mecsn 1 ypoku 3-4 16

3 Mmecsn 1 ypoxu 5-6 16

4 wmecsn 1 ypoxu 7-8 16

5 wmecsan 1 ypoxu 9-10 16

6 wMmecsn 1 ypoku 11-12 16

7 Mmecsn 1 ypoku 13-14 16

8 Mecsn 1 ypokxu 15-16 16

9 wMecsn 1 ypoxu 17-18 16

10 mecsing 1 ypoxu 19-20 16

11 mecsig 1 ypoxu 21-22 16

12 mecsing 1 ypoxu 23-24 16

13 mecsin UTOroBasi aTTecTanms

14 MecsI ()IOCTyII K HTOTOBOMY 3K3aMeHajII/IOHHOMy TECTY B 4

JIuunom kabunere Ha caiite EIIIKO)
HUTOro: 12 24 196




m 8 MecsilleB — PU YCKOPEHHOM TeMIIe 00yUeHUsl (0c80eHUe O8YX YUeOHBIX HCYPHAN08 6 mecay - 2/1)

Mecsinp 00y4eHust KoJ1-B0 y4eOHbIX NeNe ypokoB O0bem yueOHOI

JKYPHAJIOB padoThI B yacax
e nocryn B Jluanom kaGumere

1 mecsn 2 ypoxu 1-4 32

2 Mecsi 2 ypoku 5-8 32

3 mecsin 2 ypoku 9-12 32

4 mecsny 2 ypoku 13-16 32

5 Mecsn 2 ypoku 17-20 32

6 mecsiy 2 ypoku 21-24 32

HTOrOBasl ATTeCTALMSA

7 mecsn (20CTYI K HTOTOBOMY 9K3aMeHALHOHHOMY TecTy B Jlmu- 4

8 mecsin HOM KaOuHere Ha caiite EIIIKO)

HUTOTIO: 12 24 196

m 6 MecsineB — NPH YCKOPEHHOM TeMIIe 00y4eHHUsl (0ceoeHue mpex yueonvix ycyphanos ¢ mecsay - 3/1)

Mecsi 00yueHust Kos1-Bo y4yeOHbIX NeNe ypokos O0bem yueOHOM

KYpPHAJI0B padoThI B yacax
e jocryn B JInuHOM KaOuHeTe

1 mecsn 3 ypoxu 1-6 48

2 MecsI| 3 ypoxu 7-12 48

3 Mmecsn 3 ypoku 13-18 48

4 mecsin 3 ypoku 19-24 48

HUTOr0Basi ATTECTALHA

5 mecan (10CTYNl K HTOTOBOMY 3K3aMEHAIMOHHOMY TecTy B JInu- 4

6 mecs HOM kal0uHeTe Ha caiite EIIIKO)

UTOr O: 12 24 196




4. COIEP)KAHUE KYPCA

4.1.

4.2.

4.3.

4.4,

4.5.

4.6.

4.7.

4.8.

4.9.

OcHOBHBIE IPUHIMIBI YIIPABJIEHUS B OPTraHU3ALUH

Uro takoe ynpasienue. OcHOBHbIE (DYHKIIMH yIpaBiieHUs (IUTAHUPOBAaHHUE, OPraHU3aIHsl, MOTUBA-
1151, KOHTPOJIb U KoopauHaiysi). CoBpeMeHHbIe KOHLIETIUN MeHeKMeHTa. OCHOBHBIE IPUHIIUIIBI
MEHEI)KMEHTA. BHEIIHAA 1 BHYTPEHHSA cpeja OpraHu3auuy. Buapl opraHu3anuoOHHbIX CTPYKTYD.

Bunp! ynpaBieHUeCKUX CTPYKTYP.

Homawmnss paboma.

Oduc-menenxep: 00513aHHOCTH M 321a4M B CTPYKTYpe YNIPpaBJIeHHsI OPraHu3anueit
Mecto oduca B CTpyKType yrpaBiieHUs! opranusanuei. Poib opuc-meHemxepa B CTpyKType
ylpaBiieHus opranuzanueit. Kanpsl, punancsl, nHbopManusa Kak 00beKT ynpaBieHus oduc-
MeHeKepa. AIMUHUCTPATUBHBIE, JKOHOMUYECKUE, COLIMANIBHBIE U IICUXOJIOIMUECKUE METOIBI
yrpaiieHus opucoM. OyHKIMOHAIBHBIE 00513aHHOCTH oduc-MeHekepa. [IpodeccruonanbHble
XapaKTePUCTHKH OpHC-MEHEKEpa.

Jomawnss paboma.

I[lnanupoBanue paGouero BpeMeHu

Texymee nnanupoBanue. I ekTUBHOE UCTIOIB30BaHUE paboyero BpeMeHu. [lomMomHukm B pac-
npeneneHun BpeMenu. «llornorurenn» Bpemenu. TaiiM-MEeHEIKMEHT.

Jomawnss paboma.

Opranusanus Tpyaa B opuce

Opranuzanus paboyero mecta. [IpumeHeHne OprreXHUKU U OPUCHBIX MPUHAJIEKHOCTEH. Dpro-
HOMHKa. DJIEMEHTHI Tn3aifHa opuca. Opranusanus ObITa pyKOBOACTBA U MIOAYHHEHHBIX.
Homawnsas paboma.

Bepb6anbHas n HeBepOaJibHAsi KOMMYHHKAIIUH

KomMmynukanus u ee posis. Kananel nepenaun kommyHukanuu. KoMMyHUKAaTHBHOE TIOBEJICHUE.
BosmoxHOocTH BepOanbHON U HEBEepOaIbHON KOMMYHUKALMNA. Y MEHHE 3a/1aBaTh BONPOCHI. Y Me-
HUE CIIyIIaTh. S3bIK Tena.

Homawnss paboma.

ITHKA J1eJI0BOT0 00 LIEHUA

Opranmzanus obmenus. Ctum obmeHusi. OCHOBHBIE MPUHIIMIIBI AJIOBOTO dTHKeTa. [IpaBumna mo-
BeneHus B ouce. OducHsbiii cTib B oaexae. CoznaHue v Mojaep:kaHue UMHJIKA JIeJI0OBOTO Ye-
JIOBEKa.

Homawnss paboma.

JIn4HOCTH B cHCTEME YIPaBJIEHHS

[ToHsATHS JIMYHOCTH, XapaKTepa U TeMiiepaMeHTa. JINUHOCTh B KoJulekTHBe. COlMATbHBIC POJIH U
oTHOIIICHHS B KoJiekTuBe. KauecTBa pykoBoauTes. [TloqunHeHHbIC U UX 00S3aHHOCTH.
Homawnss paboma.

Ynpagsienue nepcoHajiom opuca

OOmbekThl yrpaBieHus: kaapsl. CTUIn ynpaBieHus KaapaMu. Mojenu ynpasienus. DopMupoBa-
Hue KoMaH bl [Icuxonornyeckue acrekTsl padoThl KoMaH. J(HPEKTUBHOCTD YIPABICHHS TIEPCO-
HaioM oduca. Dtamsl KaapoBoro mpoiecca. Kagposas TokymMeHTalus.

Jomawnss paboma.

MoTuBanusi 4 CTHMYJIMPOBAHHE
Yro Takoe MotuBaius. CriocoObl MoTUBaIMU. THCTPYMEHTBI CTUMYJIUPOBAHUS TIEPCOHAA.
Homawnss paboma.
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4.10. YnpaBieHue KOHPJIUKTAMH
ITpupona konpnukra. Kondaukr kak npouecc. Ctpareruu npeoojaeHust KOHQJIUKTOB B oduce.
TpynHoctu nenoBoro obmieHusi. OTHOLIEHUS «PYKOBOIUTEINb — O(HC-MEHEKEPY.
Jomawnss paboma.

4.11. KoHTpPOJb U KOOPAUHALMS
Conepsxanne KOHTpouIsi. DTansl KoHTposs. Llenu oneparuBHoro ynpasinenus. Oduc-meHemkep
KakK KoopaAuHatop npoekra. CTpyKTypa, STanbl CO3/1aHUsI POEKTOB U MPOEKTHRIX rpyni. Koopau-
Hanus QyHKIUH y4aCTHUKOB MPOeKTa. MOHUTOPUHT BBITIOJHEHHUS ITPOCKTA.
Homawmnss paboma.

4.12. 3MeHeHUs1 1 HOBOBBe/IeHHUsI B OPraHU3alMU
3auem opraHu3anry CO3Jar0T HH(pOpMAIMOHHBIE cucTeMbl? OOMeH nHpopManueil B mporecce
BHEJIPEHUS] HOBOBBeICHHH. MeTO/1bl BHEIPEHHSI HOBLIECTB.
Lomawnss paboma.

4.13. PaboTa ¢ 1eJI0BHIMHU MapTHEPaAMH
[IpakTrka noroBopHoi padboTsl oduc-menemkepa. [lonsarue, Bupl, popma J0roBOpoB, 3aKII0va-
eMBIX C yuacTtueM oduc-menemkepa. Opranuzanus npuema mnocetureneil. [Ipuem 0codo BaxkHBIX
niepcoH. [IpobreMHbIe TOCETUTEITH.
Jlomawnss paboma.

4.14. Opranu3anus AeJ10BbIX BCTpe4
Opranu3anus 1€J10BbIX IEPEroBOPOB, IPUEMOB: CO3/1aHUe aTMOc(epbl, BEIOOp MecTa, BpEMEHH,
OIIpeJIeJIEHUE LIeNH, I0JBeIeHre NToroB. IloaroroBka u nposeeHUEe BCTPEY, COBEIAHUN, KOH(e-
peHuui, cobpanuii, 3aceaHuii, GUPMEHHBIX MeponpusTuii. Pabora
C MHOCTPAaHHBIMU NIAPTHEPAMH.
Homawnsas paboma.

4.15. UndopmauuonHoe obecriedeHue pyKoOBoAUTe el
[IpunsTHE peneHunii — OCHOBHas 3a/1a4a pykoBoauTess. Posb oduc-meHemxepa B IpUHATHH
yhpaBlieH4YecKUX pemeHuii. Opranusaius noAroTOBKH, MPUHATHS PELICHUN U JOBEJCHUE UX /10
ucnonaurenet. Pabora ¢ nunpopmanueit. U3ydyenue norpedHocTell pyKoBOAUTENS B MH(OPMAIIHH.
@OpMBI M METOJIBI €€ IMIOUCKA U MPEICTABICHHUS.
Homawnsas paboma.

4.16. lokymMeHTAllHOHHOE O0ecrieyeHHe YIIpaBJIeHHs OpraHu3anuei
Yro HeoOxoanmMo 3HaTh opuc-menemkepy o JJOVY. JlokyMeHT u ero posib B ynpasieHuH. CocTas-
JeHue u opopMiIeHHEe JOKyMeHTa. PEKBU3UT Kak cocTaBHas 4acTh JOKyMeHTa. TpeboBaHus K J0-
KyMeHTupoBaHM1o. [IpaBuia paboThl ¢ yrpaBIeHUECKUMH JOKyMEHTaMu. VX peructpanusi.
Homawnss paboma.

4.17. JlokymeHT0000pOT
[TonsiTe TOKYyMEHTOOOOPOTA. DIAEKTPOHHBINA JOKYMEHTOOOOPOT B OpraHu3ai. MeTo bl apXu-
BHUPOBAHMSI.
Homawnss paboma.

4.18. Bubl KOMMYHUKAIIUM: IOYTOBAasI KOPPeCTOHAeHIIUsI
Bunbl moutoBbix otnpasineHuii. O6paboTka U pacnpeesieHre MOYTOBOW KOppeCoHAeHIINH. Peru-
ctpanus. CocTaBlieHHE AETOBBIX MICEM: CTPYKTYpa, CTHIIb U COJepKaHue. S3bIK AenoBoro ooie-
HUSL.
Homawnss paboma.
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4.19.

4.20.

4.21.

4.22.

4.23.

4.24.

Buabl KOMMYHUKAIMM: /1eJI0Basi KOMMYHHKAIUS

Public relations (cBsi3u ¢ 0011IECTBEHHOCTHIO): BOBMOXXHOCTH peajbHbIe 1 MHUMBIEC. CTIOCOOBI
(bopMHpPOBaHUS IOJIOKHUTEIBHOTO 001IIECTBEHHOT0 MHeHHA 0 pupme. IIpesenTanus kak B J1ey0-
BOI KOMMYHUKAILIUU. Y4dacTue ouc-MeHe Kepa B CO3JaHUU UMHIKA GUPMBI: TOProBast

MapkKa, JIOTOTHII, GUPMEHHBII CTHIIb, TU3allH HHTEPbEpA.

Jomawnss paboma.

PeksiaMHasi 1eATEJBHOCTDH 0(pric-MeHeIKepa

Bunpl pexinambl. Pa3paboTka miana pekjiaMHON KaMITaHUU opraHu3anuu. Pa3paboTka pekiiaMHOTO
oOpareHusl.

Jomawnss paboma.

Yupasienue ¢puHancamu B padote oduc-MeHeKepa

IIpaBuna Hanoroo6soxxenus. [lopsaok opopmieHHs HaIOroBbIX HakIaHbIX. [IpaBuna opopmie-
HU T0BEpEHHOCTH. [I0psAA0K NOIydeHNsI TOBAPHO-MATEPUANIBHBIX LIEHHOCTEW. be3HannyHeble ma-
texxu. Hanmnunele muiatesxu. CoctaBiieHue aBaHCOBBIX 0T4eTOB. OopMiieHne ciyKeOHbIX KOMaH-
JUPOBOK.

Jlomawnss paboma.

OcCHOBBI OyXraJTepcKoro yuera

VYuer B opranuzauuu. [Ipenmer, metoas! Oyxranrepckoro yueta. KaccoBas knura. bankosckas
kHura. Kaura yuera xo3siictBeHHbIX onepauuii. bananc. Cuera.

Jlomawnss paboma.

Xo3siiicTBeHHas padoTa ouc-MeHeIKepa

Opranuzanus cHaOxeHus opuca. AHaIU3 IPEUIOKEHHs, CTPYKTYpa LIeHbl TOBapa, CUCTEMAa CKU-
nok. Opranusanysi CHCTEMbl XpaHEHUs, yUeTa U BblJIauM NPEAMETOB U CPeACTB Tpyaa. Marepu-
albHas OTBETCTBEHHOCTH. l[lepeaua ToBapHO-MaTepHaIbHBIX IEHHOCTEN OT OJHOI0 MaTEPUAILHO
OTBETCTBEHHOTO JIMlIa K Apyromy. MlHBeHTapu3amus xo3siictea oduca.

Lomawmnss paboma.

IIpaBoBoe oGecneyeHue MPOLECCOB YNPaBJIEHUS

IIpaBoBoe obecnieueHne opranuzanuu. Pabora ¢ Jo0KyMeHTaMH, KOTOpPbIE COJIepKaT KoMMepye-
ckyto Taiiny. Kondunenuuansnas nunpopmanus. UaTennexkryanpHas coocTtBeHHOCTh. Kak 3amu-
TUTHh nHPopMmanuto? Mapopmanmonnas 6e3onacHocTs oduca (BUPYCHI, yIIpaBiIeHUE

JOCTYIIOM, TIOCTPOCHUE PAIlHOHAIEHON 3aIUTHI).

Homawnss paboma.

ITPUMEYAHHUE: cmpykmypa Kaxcoo2o memamuueckozo 610Ka 6Karouaem 6 cedos meopemuueckuil
mamepuai, npakmuieckue u 0OMauiHue 3a0aHu.

5. PEKOMEHAYEMAS JOINIOJIHUTEJIbHAA JIMTEPATYPA W 3JJEKTPOHHBIE
YYEBHBIE U3/ IAHUSA

5.1. Kypc EIHIKO «OcHoBBI OyxranTepckoro yuera» 24 ypoxka. benropoxa: ELLIKO, 2024. — 1084c.

5.2. Poroxxun M. Tunuunsie ommOKku KaapoBoro aenonpousBoactsa. — M.: Ilpocmekr, 2021. — 160c.
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