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1. IOACHUTEJIBHASA 3AIIMCKA

JOIOJIHUTEJIbHOU NMPodecCHOHATBHOI 00pa30BaTEILHON POrPAMMBbI
«Kanposoe 1eJI0NpoOU3BOACTBO»

HononuurensHas — npodeccuoHanbHas — oOpas3oBaTenbHas — mporpamma  «Kazmposoe
JeNonpou3BoACTBO» (manee - Ilporpamma) paspaboTaHa B COOTBETCTBUU C TpeOOBaHHUSIMU
@OenepanbHoro 3akoHa ot 29.12.2012 Ne 273-®3 «O6 obpazoBanuu B Poccuiickoir denepannn»,
[Tpukaza Muno6puayku Poccun ot 01.07.2013 Ne 499 «O6 yrBepxkaeHuu [lopsika opraHuzanuu u
OCYILECTBIICHHUSI 00pa30BaTEeIbHON MAEATENBHOCTH 0 JIOTOJIHUTEIBHBIM NIPOQeCcCHOHATHHBIM
nporpammam», [lpukaza Muntpyna Poccum ot 06.10.2015 N 691 «O06 yTBepKIeHHH
npodeccuoHaIbHOro crTanaapra «CrenuanucT o yIpaBiIeHUIo nepcoHanomy, [Ipukasa Muntpyna
Poccun ot 06.05.2015 N 2761 «O06 yrBepkaeHun npodeccrnoHanbHoro cranaapra «Crennanauct
[0 OpPraHU3allMOHHOMY M JIOKYMEHTALlUOHHOMY OOECIIEUEHHUIO YIIpaBJIEHMsI OpraHu3auuein», a
TaK)Ke APYTruX HOPMATUBHBIX ITPABOBBIX AKTOB.

CopnepxaHue MNporpaMMbl MPEJICTABICHO IOSCHUTENIbHON 3allMCKON, Yy4e€OHBIM IJIAHOM,
KaJeHJapHbIM y4eOHBbIM TpadukoMm, pabodeil mMporpaMMoil, IJIAHHUPYEMBIMU pe3yibTaTaMu
OCBOEHUSI IPOTrpaMMbl, OPraHU3ALMOHHO-TIEJarOTMYECKUMHU YCIOBUSAMH pealu3alliy IpOrpaMMBbl,
yu4eOHO-METOIMYECKUMHU MaTepuaiaMy, 00ECIICUNBAIOIIUMHU PEATU3aLIUI0 POTPAMMBI.

Leap o0yvyenus: peanuzanus nporpaMmbsl 00ydeHust (IpodeccuoHaNbHON MEePEnoAroTOBKHN)
HalpaBlieHa Ha COBEPIICHCTBOBaHWE M (WJIM) OBJAJCHUE CIYIIATENSIMH KYpCOB HOBBIMU
KOMIIETEHIIMSIMA, HEOOXOAMMBIMH JUIsI OpraHu3aluu Tporecca IPPEKTHBHOTO KaapOBOTO
yIpaBiIeHUS IEPCOHAIOM B COOTBETCTBUU C HOpMaMH U 3akoHamu PD. B xoze peanuzaium 1aHHOM
JOTIOJTHUTENBHON — MpOo(ecCHOHANbHOW  00pa30BaTeNbHON  MPOTPAMMBI,  IPEIYCMAaTPUBACTCS
W3YYEHHUE CIYIIATEIIMU:

- OCHOBHBIX TIOHATUH KaJpOBOTO JI€JIONPOU3BOJICTBA,;

- OCHOB KaJJpOBOT'0 YIIPABJICHUS;

- HOPMAaTUBHO-TIPABOBBIX OCHOB KaJIpOBOTO YIPABIICHHUS,

- OpraHu3anuu paboTsl KapOBOH CITyKOBI;

- IpaBWJI BEJCHUS JOKYMEHTOB B KaJpPOBOM JIEJIONPOM3BOJCTBE (TPYIOBOH JOrOBOp,
TPYy/lOBasi KHMKKA, KHUTH y4eTa),

- CIIOCOOOB y4eTa Pa3InYHbIX ONepaluil ¢ KaJpamMu.

Kareropun o0y4aembIX: mnporpamMma KypcoB IIpeJHa3HayeHa JJIsi MEHEIKEPOB WU
OyAylmMX MeEHEKEpOB BBICIIETO, CPEIHEr0 W HHU3LIEr0 3BEHbEB, OTBETCTBEHHBIX 3a BEJCHHE
KaJpOBbIX JIOKYMEHTOB, CEKpeTapei, IMOMOIIHUKOB MEHEKEPOB, HHBIX CIELUAINCTOB I10
YIPABICHUIO IEPCOHAIOM M CIELHMAIUCTOB [0 OPraHU3alMOHHOMY M JOKYMEHTAIlMOHHOMY
00ecreveHnI0 yIpaBIeHusl OpraHu3alei.

IIpogonxuTebHOCTH 00yueHusi: 260 akajeMUyecKux 4acoB. 1 akaJeMHYeCKHil 4ac paBeH
45 MuHyTaM.

®opma 00yueHusi: 6e3 OTpbIBa OT PabOTHI, C OTPHIBOM OT PAOOTHI, C YACTUIHBIM OTPHIBOM OT
paboTHI.

Pe:xxum 3aHsTHii: 6-8 akajeMUYecKMX YacoB B JICHb. TakKe BO3MOXKHO OOydYeHHE I10
UHANBUAYyAIbHOMY yuyeOHOMy 1maHy (rpaduky oOydeHus) B TMpeneiax OCBaMBaeMOM
JIOTIOTHUTEIBHOU MPO(EeCCHOHATIEHOM MPOrpaMMbl PO eCCHOHATBHON EPENOATOTOBKH.

IIpenogaBanue MoAyJisi NMpeaycMATpUBaeT clieAylomue (GopMbl OpraHU3alMu y4eOHOTro
mpolecca: JIEKIIMH, CaMOCTOsITeNIbHAsE padoTa CTYIEHTOB, KOHCYJbTAI[UH.

Pe3yabTaToOM OCBOCHHSI NMPOrpamMMbl SIBIIETCS MPOSIBICHUE MOTYYEHHBIX 3HAHUU MPHU
BBITMIOJTHEHNE TE€CTa HA TEKYIIUX U UTOTOBOM KOHTPOJISX.



«Y TBEpPKIAIO»
pektop AHO AI10 «Akanemus ['maBCrnen»
Anexcees B.M.

2. VUEBHBIH ILJIAH

JOIOJIHUTEJIbHOM NMPodecCHOHANIBbHOI 00pa30BaTEeILHOM POrPAMMBI
«Kanposoe 1eJI0NpoU3BOACTBO»

Nen/m | HaummenoBanue y4eOHBIX MOAYJIEH Bcero, vac. ®opmbl

1 Opranu3zanys KaJpoBoi ciy>KObl 16

2 KanpoBble TOKyMEHTHI 10

3 [Tpuem 1 yBoJbHEHHE PAOOTHUKOB 30

4 TpynoBoii 10roBop 44

5 Odopmienne u BeeHNE TPYIOBBIX 44
KHIDKEK

6 YHeT IPOUHX ONepalui ¢ 30 TectupoBanue(TeKymmii
EPCOHATIOM KOHTPOJIb)

HopmaTtusHO-IpaBoBas,
MH(}OpPMaLOHHO-CIIPABOYHASI

7 JOKYMEHTAIUS (CamMocmosmenbHoe 68
uzyyenue, akmyaibHas ungopmayus
npedoCcmasisiemcs)
8 Turnossie OMMOKA KaAPOBOTO 16
JIeJTOTIPOU3BOICTBA
Crnaua 3aueTa (BBITOJTHCHHE
9 Cnaua 3a4eta (MTOTOBBIH KOHTPOJIb) 2 MMUCEMEHHOTO UTOTOBOTO

TECTUPOBAHUS)

Hroro 260




«Y TBEpPKIAIO»
pektop AHO AI10 «Akanemus ['maBCrnen»
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T.

3. KAJJEHJIAPHBIN YYEBHbIN I'PAOUK

JOIOJIHUTEIbHOM NMPodecCHOHATBHOI 00pa30BaTEILHOM POrPAMMBbI
«Kaaposoe 1es10pou3BOACTBO»

Kanennapueie 1au

1 2 3 4 5 6 7 8 9 10 11 12
J JLCP | TK | JLCP TK J B J J JLCP TK JI
13 14 15 16 17 18 19 20 21 22 23 24
J B J J J CP CP TK B J J J
25 26 27 28 29 30 31 32 33 34 35 36

JI J CP B CP TK J J J JI,CP B TK

37 38 39 40 41 42 43 44 45 46 47 48
CP CP CP CP CP B Cp Cp CP Cp J JL,CP
49 50

TK K

O6o03nauenus: JI — nexuun, [13 - npaktuaeckue 3anstusi, CP - camocrosarensHas pabora, C -
craxupoBka, TK - Texkymuii KoHTpoib 3HaHui, A - utorosas arrecrauus, UK- urorossiii
KOHTPOJIb, B - BBIXOJHBIE.



«Y TBEpPKIAIO»
pektop AHO AI10 «Akanemus ['maBCrnen»
Anexcees B.M.

4. PABOYAS ITPOI'PAMMA

JOIOJIHUTEJIbHOM NMPodecCHOHANIBbHOI 00pa30BaTEeILHOM POrPAMMBI
«Kaaposoe aesionpon3BoacTeo» (260 akajieMHYeCKHX 4aCOB)

Jlexyuu (126 yacos). Camocmosmenvuas paboma (110 uacos). Konmponw 3nanuii (24 uaca).
Mooynv 1. Opzanuzayusa kaoposoit cayycovt (nexyuu 10 uacoe, camocmosamenvuasa paboma 4
yaca, KOHmMpo.s 2 uaca)

Tema 1. ®opMupoBaHHe CHCTEMbI KaJAPOBOH CIIYKObI

Crpykrypa u ¢(yHKOHH KaapoBoil ciyxObl. lllTatHoe pacnucanme. KoJuleKTHBHBINA JOTOBOP.
[TpaBuiia BHyTpeHHEro TpyaoBoro pacnopsiaka. Kagposas nonutuka npennpusitus. [lonoxenue o6
OTJIeNIax M CITy)KOax.

Tema 2: J10JI2KHOCTHBIE HHCTPYKIMU

Pa3pabotka nomxHOCTHBIX HHCTpYKIHi. [IpodeccnonanbHble cTanaapThI.

Tema 3: ®yHKIIMOHUPOBAHUE CHCTEMBI KAJIPOBOM CJIYKOBI

Kanposeie pacxozsl. [lokazaTenu paboTsl KaapoBoil ciy>kKObl. XpaHeHHE JOKYMEHTOB.
Camocmosmenvnas paboma (4 wuaca): TloBropeHue mpoiiieHHOr0 wmarepuana. Pabora ¢
JIMTEPaTypOu.

Texywuii konmponw (2 uaca): TeCTUPOBAHUE.

Mooyns 2. Kaodpoesvie ooxymenmut (nekuuu 6 uacos, camocmosmenvnas paboma 2 uaca,
Konmponw 2 uaca)

Tema 1: AKT

Tema 2: CnipaBka

Tema 3: JlokJIagHas 3aMHCKA

Tema 4: O0bsicHUTEIbLHAS 3aMIUCKA

Tema 5: [Tucsmo

Camocmosmenvnas paboma (2 wuaca): TloBropenue mpoiiieHHOr0 wMarepuana. Pabora ¢
JIUTEPATYPOU.

Texywuii koumponw (2 uaca): TeCTUPOBAHHUE.

Mooyns 3. Ocnoswl npuema u ygonvhenus paoomuuros (nexyuu 20 uyacos, camocmoamenvnas
paboma 6 uacos, konmpo.s 4 uaca)

Tema 1. IIpuem Ha padoTy padOTHHKOB

JuckpumuHanus T1pu npuemMe Ha pabory. 3aemHbld  Tpyd. Choenuduka mnpuema Ha
rOCYyJapCTBEHHYI0 M MYHUIMNAIbHYIO CIyXO0y. JIOKyMEHTBI, COCTaBisieMble INpH TNpUEME Ha
paboty. Jlnunas xaprouka paboTHuka. Jlumesoi cuer padorHuka. TpynoBoit gorosop. Tpynosas
kHkKa. Ilpuem Ha paboTy mHOCTpaHHBIX rpaxiaH. Ilpuem Ha pa®oTy MO COBMECTHTEILCTBY.
[TocTanoBka pabOTHHKA HA BOMHCKHNA y4eT. Briaua JOKyMEHTOB MO TIpUeMy Ha padoTy.

Tema 2: YBo1bHeHHE ¢ pad0THI PpA0OTHHKOB

OcHOBaHMM TpEKpaIlEHUs] TPYAOBOrO J0roBopa. J[OKyMEHTHI, COCTaBJII€MbIE MPH YBOJbHEHUU.
KomneHncanuu 1 uHble pacyeTsl ¢ paOOTHUKOB MPHU YBOJBHEHUH. 3allOJHEHUE TPYJOBON KHUKKH
npu yBoJibHeHUH. OdopMileHHe JUYHOM KapTOYKH NMpHU yBOJIbHEHHH. JloKyMeHThl. BbinaBaemblie
pabOTHUKY MPH YBOJILHEHHUU.

Camocmosmenvhass paboma (6 wuacos): ITloBTOopeHWe mpoiaeHHOr0 Marepuana. Pabora c
JIUTEpPaTypOil.

Texywuii KoHmpow (2 waca): TECTUPOBAHHE



Mooynv 4. Tpyooeoii 0ozoeop (nexyuu 30 uacoe, camocmoamenvhas paooma 10 uacos,
Konmpoaw 4 uaca)

Tema 1. [loaroroBKa 10KyMEHTOB /ISl 3aKJIIOYEHHUsI TPYA0BOI0 10r0BOpa

JIOKyMEHTBI, HEOOXOAWMBIC [UIsl TPHHITHS PEHICHUS O 3aKIIYEHUU TPYJOBOTO JOTOBOPA.
OO6cTosTeNnbCTBa, MPEMSATCTBYIONINE 3aKIIOYCHUIO TPYAOBOro jaorosopa. [loamucanue TpymoBoro
JI0OTOBOpA.

Tema 2. [loAroToBKa JOKYMEHTOB /1J151 U3MEHEHUSs] TPYAOBOI0 J0r0BOPA

JlononHeHne TpPyooOBOrO JOrOBOPAa HENOCTAIOIIMMU CBEACHUAMU WIM(M) YCIOBHUAMHU M3 YHUCIA
00s3aTenbHbIX. M3bsTHE U3 TPYJOBOrO AOTOBOPA M3JIMIIECTBYIOUINX CBEICHUHN, a TaK)Ke YCIOBUM,
YXYIIAIONINX TOJIOKEHHUsT paOOTHHKA. 3aMEeHa WMEIOIIUXCS B TPYAOBOM JIOTOBOPE CBEICHHIA,
YCIIOBUN WJIM PEKBU3UTOB HOBBIMHU CBEACHUSMHM, YCIOBUSMH M pekBu3uTamu. OcoOble ciyyau
3aKJIFOUYEHHUS COTJIalllEHUH K TPY0BOMY JOIOBOPY.

Tema 3. [loAroToBKa JOKYMEHTOB /1JIsl IPeKPallleHUus1 TPYI0BOI0 10roBopa

[IpexpaiieHue TPyIOBOrO JIOTOBOPY IO COIVIAILIEHUIO MEXAYy paOOTHHUKOB M paboTOJaTENIEM.
[TpexpaiieHre TPYAOBOrO JIOTOBOpPa MO Pa3HBIM IMPUYMHAM (MCTEUYECHHUE CPOKa, MO0 HWHUIUATHBE
pabOTHUKA U T.IL.).

Camocmosmenvras paboma (10 uacos): lloBTopeHue mpoiieHHoro marepuana. Pabora c
JITEPATypPOil.

Texywuii konmponw (4 waca): TecTUpoBaHUE

Mooyns 5. Ogpopmnenue u eedenue mpyooswvix knudxcek (nexyuu 30 uacos, camocmoamenvHas
paboma 10 uacos, konmponw 4 uaca)

Tema 1. OcHOBBI BeleHHe TPYAOBBIX KHHKEK

N3zyuenne TpynoBoro konekca Poccuiickoit denepaunu, IlpaBun BeneHUs U XpaHEHUs TPYAOBBIX
KHIWKEK, VHCTpyKIMM 1O 3alolHEHUI0 TPYIOBBIX KHUXKEK, [Ipukas Munduna Poccun «O
TPYAOBBIX KHIXKKax». OOWMIA NOPSIOK BeAECHUS TPYAOBBIX KHHMXKEK. OTBETCTBEHHOCTh 32
HecoOII0ICHHUE MTOPSAIKA BEJICHUS TPYIOBBIX KHUKEK.

Tema 2: Odopmienne Tpy10BOii KHMKKH IIPU NPUHATHHA HA padoTy

Odopmnenne TpynoBOM KHIXKKH paOOTHUKY, HNPUHATOMY Ha palory BnepBbele. OdopmieHue
TPYAOBOW KHIDKKM paOOTHHKY, IPHUHATOMY Ha pabOTy MOC/IE€ OKOHYAaHUS y4yeOHOro 3aBelCHHS.
Odopmnenne TpyAOBOM KHUKKM paOOTHUKY, NPHUHITOMY Ha pabOTy IO COBMECTUTENHCTBY.
OdopmiieHne TpyaOBOM KHWXKKM paOOTHUKY, NPUHATOMY Ha paboTy K HWHAMBHUIYaIbHOMY
npennpuaumarento. OdopmieHue TpyaoBOH KHIKKH paOOTHUKY, IPUHATOMY Ha paboTy B CBS3H C
NIEPEBOJIOM C IPYTOi OpraHu3aluu.

Tema 3: Benenue Tpy/10BoOii KHMKKH N0CJIe MIPpHeMAa HA padoTy

Odopmiienne TpyA0BOM KHMKKH IpU NepeBojie pabOTHUKA Ha JIPYTyro A0DKHOCTh. OdopmieHue
TPYJAOBON KHI)KKM MPHU MPUCBOEHUM pas3psiia uin BTopoil mpodeccuu. OdopmiieHue cBeaeHuil o
HarpakJIeHus X B TpynoBoil kHmkke. OdopMmieHHne BKIaAbIIa B TPYJOBYIO KHIKKY. BHeceHue
WCIIPABUTEIBHBIX JAHHBIX B TPYJAOBYIO KHIKKY. BHeEceHME pa3nMuUHBIX U3MEHEHUH B TPYAOBYIO
KHIDKKY (HOBO€ 00pazoBaHue, HOBas (haMuiusi, U3MEHEHHEe HauMEHOBAaHUs OpraHu3aluy U T.1.).
Tema 4: Odopmirenne TPy10BOil KHMAKKH IIPH YBOJIbHEHUHU

Odopmnenne 3anucu 00 YBOJBHEHHMH 10 COOCTBEHHOMY JKEIAHHUIO B TPYJOBOW KHUXKKE.
Odopmitenne 3anucu o0 YBOJILHEHHH B nopsijke nepeBoja. Odopmienue 3anucu 06 yBOJIbHEHUHU B
CBSA3M C MCTEUEHHEM CpoKa TpynoBoro nporosopa. OdopmieHue 3amucu o0 YBOJbHEHHH I10
COOCTBEHHOMY JKEJIaHHIO B CBSI3M C HEOOXOJMMOCTBIO yXoja 3a neTbMu 10 14 ner. Odopmienue
3aliCH O MPEKpalleHUH TPYIAOBOIO JOroBOpa B CBA3M CO cMepThio paboTHuka. OdopmieHue
3anucy 00 yBOJIbHEHUHU pabOTHHUKA IO COBMECTUTEILCTBY.

Tema S: Yuer ABH:KeHHS TPYAOBBIX KHHKEK

Knura ydera nBr>keHUs TpyJOBbIX KHMKEK M BKJIAJbIINICH B HUX. BegeHue mpuxoIHO-pacxoaHOM
KHUTH 0 y4eTy OJaHKOB TPYIOBON KHM)KKH U BKJIAJbIIIA B HEe

Tema 6: Pacuer cTpaxoBoro craxa no Tpya0Boil KHHKKe



Tema 7: Byxrajarepckuii 1 HAJIOTOBBIH Y4eT PacxoA0B Ha NpuodpeTeHne TPYAOBBIX KHMKEK
Camocmosmenvnas paboma (10 uacos): TloBTOpeHme TmpoiiieHHOTO0 MaTepuaia. Pabora c¢
JIUTEPATYpPOI.

Texywuii konmpons (4 waca): TecTupoBaHUE

Mooynv 6. Yuem npouux onepayuit ¢ nepconanom (nexuyuu 20 uacoe, camocmoamenvHas
paboma 6 uacos, konmpo.iv 4 uaca)

Tema 1. Yuer paGouero BpeMmeHu

Tema 2. OopmiieHne 0TIYCKOB

Tema 3. OdopMiieHHe KOMAHIMPOBOK

Tema 4. Opopmirenne nooumpeHuii.

Tema 5. OdopmiieHue nepeBoaa Ha APYryro padory

Tema 6. OpopmiieHue 00JIbHUYHBIX JUCTOB

Tema 7. HanoxeHue 1M CHUIVINHAPHOTO B3bICKAHHE

Camocmosmenvruas paboma (6 wuacog): IloBTopeHue mnpoiiienHoro wmatepuana. Pabota c
JIUTEPATYpPOl.

Texywuii konmpons (4 waca): TecTupoBaHUE

Mooyne 7. Hopmamueno-npasoeas,  UHPOPMAUUOHHO-CNPAGOYHAA  OOKYMEHMAUUs
(camocmosamenvHoe uzyuenue, AKMyaibHas uHGopmayus npedocmasgisemcsa) — 68 uacos

Mooyne 8. Tunoevle owudku Kaoposozo Oenonpouszeoocmea (nexyuu 10 uyacos,
camocmoamensHasn paboma 4 uaca, Konmpo.ns 2 uaca)

Tema 1. OMOKH NPH 3aKJII0YEHUH, UI3MEHEHUH U NPEeKPalleHNH (PAaCcTOPKEHUH) TPYAOBOI0
J0T0BOpa

Tema 2. OmmOKY NPy U3J1aHUHM PUKA30B (PACNIOPSKEHHIT) 0 Kagpam

Tema 3. OmMOKHN NpH BeJeHNU TPYAOBOH KHUKKH

Camocmosimenvnas paboma (4 wuaca): TloBTOpeHne mpoiineHHOro Matepuana. Pabora ¢
JIUTEpPATypPOil.

Texywuii konmpons (2 uaca): TECTUPOBAHUE

Mooynws 9. Hmozoswtit Konmpois (2 uaca): TeCTUPOBAHUE

S. INTAHUPYEMBIE PE3YJIbTATBI ObYUYEHUAA



[IporpaMmmMa u ee MOAYIM HUMEIOT MEXKIUCHUIUIMHAPHBIA XapakTep, YTO MO3BOJIAET
(dbopMUPOBATH TOTOBHOCTh K KaJPOBOMY YIIPABICHHUIO MIEPCOHATIOM CIyIIaTeNiell B COOTBETCTBHU C
JEHCTBYIOIIMM 3aKOHO/IAaTEIbCTBOM U HOPMAaTUBHOW 0a30il 0e3 OTpbIBa OT pabOThI, C OTPHIBOM OT
paboThI, C YACTHYHBIM OTPHIBOM OT PaOOTHI, HCIIOJIB3Yys COBPEMEHHBIC 00Pa30BATEIIbHBIE METOIBI 1
TEXHOJIOTMHM, B TOM YHCJE AUCTAaHLIMOHHOE U JJIEKTPOHHOE OOyueHHue, a Takxke (popMHpOBaTh y
CITylIaTesieil 3HaHWs, YMEHUS ¥ HaBBIKH B O0JIACTH MPUHSATHUS YIIPABICHYSCKUX PEIICHHIA.

HopmaTtuBHbIif  cpok o0ydyeHuss Ha Kypcax (IIPOXOXKICHHE  MPOQecCHOHANIBHON
MEPETOArOTOBKH) BHE 3aBHCHUMOCTH OT HCIIOJNB3yeMbIX ()OPM M TEXHOJOTHUH OOYYCHHUS IOJDKEH
coctaBiATh 260 akaieMUYEeCKUX YacoB.

B 3aBepmieHnn oOydeHHs 1O TporpaMMe MPOBOJUTCS HWTOTOBBIM KOHTPOJb, B BHJE
TECTUPOBAHUS.

Crnymarenu, mpomieanme o0ydeHue Ha Kypcax MO JOMOJTHHTEIbHOU MpodeccrnoHalbHON
oOpa3oBaTenpbHOl  mporpamme B chepe dskoHOMHMKM U MeHemkMeHTa — «Kamposoe
JIEJIONIPOU3BOJICTBOY, 00IHCHbL 3HAMD:

— KaJpOBYIO MOJUTUKY OpraHU3aIliH,

— OCHOBBI 3aKOHOJATEIbCTBA B OOJACTH KAJAPOBOTO YIPABICHHUS IIEPCOHAIIOM H
OTBETCTBEHHOCTH JOJIKHOCTHBIX JIMII;

— TPYJIOBOE 3aKOHO/ATEIbCTBO U MHBIE aKThI, COJIEPKAIe HOPMBI TPYIOBOTO MPaBa;

— CTPYKTYpPY U QYHKIIMH KaJIPOBOH CITYKOBI;

— KaJpoBYIO HHPOPMALIHUIO;

— TMpaBWJIa U HOPMBI O(OPMIICHHSI KaIPOBBIX JIOKYMCHTOB;

MHBIE BOIIPOCHI, corjacHo nepeuHas 3HaHui [Ipukaza Muntpyna Poccun ot 06.10.2015 N
691n «O06 yrBepxkaeHun mpodeccuoHanbHOro crangapra «CHenuanucT Mo YIPaBICHUIO
nepcoHaiom» u Ilpukaza Muntpyna Poccun ot 06.05.2015 N 276 «OO0 yTBepKIeHUU
npodecCHoHAIbHOTO cTaHaapTa «CHenuaiucT Mo OpPraHUu3allMOHHOMY U JOKYMEHTAI[HOHHOMY
00ecneveHnIo yIpaBIeHus: OpraHu3aluein,

ymembp:
— 0(QOpMIISATH OCHOBHBIE KaJpOBbIE JOKYMEHTHI, JOKYMEHTHI 110 NMPHUEMY U YBOJBHEHHIO
pabOTHUKOB,;
— BECTH y4eT CBE/ICHHH 0 mepcoHaie, pabodero BpeMeHw;
— oQOpMISTH  TIPEAOCTABICHHE  OTITYCKOB, KOMaHUPOBOYHBIX,  IOOMIPEHHH,

JUCLUIUITMHAPHBIX B3bICKAHUH, OOJbHUYHBIX JHCTOB

MHOE, coryacHo nepeyHas ymenuit [Ipukasa Muntpyna Poccun ot 06.10.2015 N 6911 «O6
YTBEPAKACHUM TpodecCHOHaIbHOro cTaHaapra «CHenuaqucT MO YNPaBICHUIO IMEPCOHAIOM» H
[Ipukaza Muntpyna Poccun ot 06.05.2015 N 276H «OO0 yTBEepkIeHUU TMPOPECCHOHATIBHOTO
crangapta «Crenuanuct 1O OPraHM3allMOHHOMY W JOKYMEHTAl[MOHHOMY 00€eCHedYeHUIO
YIPaBIEHUS OpraHu3aluen»,

enaoems:

MpaBWJIaMU BEJICHUS U 3aI0JHEHUSI KaJpOBOW JOKYMEHTAIIHH;

METOJIaMHU y4eTa U pacuera OTIYCKOB, KOMaHAMPOBOUHBIX, MOOIMIPEHHUH, JUCIUILTHHAPHBIX
B3bICKaHU, OOJTbHUYHBIX JINCTOB,;

MHOE, COIVIACHO IepedHas TpyAoBbIX neictBuil Ilpukasza Muntpyaa Poccun ot 06.10.2015
N 6911 «O06 yrBepkIeHHH MpodecCHOHATBHOrO craHaapTa «CHenuanucT MO YHpPaBJICHUIO
nepcornaiom» u Ilpukaza Mwuntpyga Poccum ot 06.05.2015 N 276 «OO0 yTBepKIeHUH
npodeccuoHanpHoro crapaapra «CrenuaiucT Mo OpPraHU3alMOHHOMY U JIOKYMEHTAalHOHHOMY
00€CIeYeHNIO YIpaBIEHUsI OpraHU3aIen».



6. OPTAHMU3AIIMOHHO-IIEJAT'OI'MYECKUE YCIIOBUA PEAJIU3ALNHN ITPOI'PAMMBI

OTIUYUTENbHBIMU 0COOEHHOCTSIMU yueOHOI IPOrpaMMBbI npodeccnoHanbHOM
nepenoAroToBku  «KaapoBoe AeI0NpoU3BOACTBO» SIBISETCS pealu3aldsg KOMIETEHTHOCTHOIO
MOJIX0/1a, KOTOPBIM MO3BOJIsIET (OPMHUPOBATH HOBbIE M HapalllMBaTh MMEIOIIMECS HEO0OXOIuMbIe
KOMIIETEHTHOCTH Il PELICHUs MPO(PEeCCHOHATIBHBIX 3a1ad B OOJACTH KaJpPOBOTO YIPABICHHUS.
OueHka cTeneHd CPOPMUPOBAHHOCTH HEOOXOAMMBIX KOMIIETEHIIMM OCYIIECTBISIETCS IO
YPOBHEBOW TAKCOHOMMYECKOM LIKaie, pemokeHHon b.biaymom u M.B. Kitapunbim.

VYueOHblIif MaTepuall pa30UT Ha OTJENIbHbIE MOYJIN U TeMbl. Kax/IbIil MOlyNb U KaXkJasi Tema
CO3/IAIOT IIEJIOCTHOE TMPEACTaBICHHE OO0 OIpeNelIeHHOW MpPeaMETHOW 00JacTh KaapoBOTO
yrnpapieHus. J[OCTOMHCTBaMU TaKOro IOCTPOCHHS MPOrpaMMbl KypcoB MpodhecCHOHAIbHOM
NEPENIOATOTOBKH SIBJIETCS TO, YTO MOAYJIb MOXET pacCMAaTPUBATHCS M KaK OTAENbHAs IporpaMma
(Kypc), Tak U COCAUHSITHCS, U COMOCTABIATHCA C APYTMMU MOAYJISIMH U Iporpammamu (ycuiisist
MEXJIUCUUIUIMHAPHYIO CBSI3b), UTO HALENMBAET CiyllaTeleldl Ha H3y4YeHHE JONOJIHUTEIbHBIX
Monynei u mporpamm. Takum o0pa3om, peanu3yercs MPOIYKTUBHOCTh OOyUYEHUS, YCUIUBACTCS
BapHaTUBHAsI COCTABIISIIOIIAS, CIIOCOOCTBYMOIIas OoJjiee MOJHOMY YJIOBJIETBOPEHMIO 3allpOCOB U
noTpeOHOCTE  ciymiaTesneld KypcoB, HHTETPUPYIOTCS 3HaHUA, (HOPMUPYIOTCA MPaKTUYECKUE
YMEHMSI U HaBbIKU y CiIylIaTesiell 0 BEJCHUIO YIIPaBICHYECKOM 1eATeIbHOCTH.

[Ipu ocBoeHHMH colepkaHus y4yeOHOH mporpaMmbl M €€ MOJIyJeH HUCHOJIb3YIOTCS
o0pa3oBaTe/lbHbIE TEXHOJOTUH, MPEAyCMaTpUBAIOIINE Pa3INYHblE METOAbl U (OPMbI H3yYEHUS
maTtepuana. IIporpammoil mpemycmarpuBaroTCs MPOOJIEMHBIC-TIOUCKOBBIC, HH(POPMAIOHHBIE,
JUasoropble Jekuuu. IIpoOiemMHbIe-TIOUCKOBBIE JIEKIIMU MPHUBJIEKAIOT CIylIaTeled K IOHCKY
JIOKA3aTeNbCTB OTACTbHBIX MOJOXKEHUH U (POPMUPOBAHUIO BBHIBOJIOB O MPAKTUYECKUX ACHCTBUSIX B
X0JIe IPUMEHEHHUs TOyYeHHON MH(pOpMaIMK B CBOCH nesTenbHOCTH. Jlekuun B dopme auanora
AKTUBM3UPYIOT MBICIUTEIFHYI0 M IIO3HABATEIBHYIO JI€ATEIbHOCTh CIIyIIAaTeseil, MMO3BOJIAIOT
HaJaJuTh KOHTAKT C ayauTopued. Bo BpeMs TakoW JeKIMM MOSCHAETCS COACpKaHUE
paccMaTpuBaeMOM TEMBI, a 3aTeM COBMECTHO pa30MparoTCsi U 00CYXIal0TCs BOIIPOCHI.

BoinonHeHnue caMocTosTeNbHOM pabOThI MO3BOJIUT CAYLIATENSIM Pa3BUTh U YKPEIUTh HABBIKU
MIOUCKA, OLIEHKH, oTOOpa MHpOopMauuu. BHumarenbHOe HM3ydyeHHE METOJUYECKUX YKa3aHUH K
BBIMIOJTHEHUIO pabOThl, @ TaKK€ KOHCYJbTAllMU C MPENoJaBaTesIeM 10 BO3HHMKAIOIIMM B IIpOLIEcce
BBINOJIHEHHS BOIIPOCAM MO3BOJIMT U30€KaTh HEHYKHBIX ITPOOIIEM.

[Ipu peanuzanuu BbIIIEYKAa3aHHBIX METONOB M (OpM M3ydeHHUS MaTepuana KypcoB
npoecCHOHATIBPHON  MEepenoAroToBkM mno  mporpamme  «KaapoBoe — A€IONMpPOU3BOACTBO»
IpelyCMaTPUBAIOTCS CJIEIYIOIINE BUbI CAMOCTOSITEIbHON pabOThI CIIylIaTeNeH:

— pabota c yuyeOHO-METOIMYECKUMHU TOCOOMSAMM (KOHCIEKT JIEKIUH, MeTOAHYECcKue
PEKOMEHIAINH);

— paboTa c peKOMEH/I0BaHHOM TUTepaTypoil, HOpPMaTUBHO-TIPAaBOBBIMU JJOKYMEHTaMHU;

— BBINIOJIHEHUE TECTOBBIX 3aJ[aHHI;

— paboTta B HH(GOPMAITMOHHO-TEIIEKOMMYHHUKAIIMOHHON ceTh «HTepHeT.

3aBepmiaer o0yudeHue (mpodecCHOHANbHAS TEPENoAroTOBKAa) CIymiaTeleld HTOTOBOE
TECTUPOBAHUE.
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