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1.JTosscHuTEILHASA 3aIHCKA

HopmaTnBHO-nIpaBOBOE 00€ecmedeHHE IPOrPaMMBbI. _

1. ®enepanbhebrii 3akoH oT 29 nexabpst 2012 r. Ne 273-03 «O6 obpazoBanuu B Poccuiickoit
Oenepaununy;

2. O@epepanpubni 3akoH oT 31 wuronms 2020 r. Ne 304-03 «O BHeceHHMH WU3MEHEHUH B
Oenepanpubii 3akoH «O6 obpaszoBanmu B Poccuiickoit ®enepaunu» mo BOIpocaM BOCIHTAHHS
o0ydJaromuxcs;

3. Konmenmus pa3BuUTHS JONMOJHUTENBHOrO 0Opa3oBaHMs [JETeH, YTBEpXKAEHHas
PacnopsxenueM IIpaButensctBa Poccuniickoit @eneparuu ot 31 mapta 2022 1. Ne 678-p;

4. TTpuka3z MunuctepctBa npocemnenus Poccuiickoit ®enepanuu ot 03.09. 2019 r. Ned67
«O6 ytBepxneHun lleneBoit Momenw pa3BUTUS PETHOHAIBHBIX CHCTEM OIOJIHUTEIBHOTO
o0pa3zoBaHus JeTei»;

5. Tlpuka3 MunuctepctBa npocsemenus Poccuitckoit @enepanuu ot 09 HOs16ps 2018 N
196 «O6 ytBepxnenuu [lopsika opraHu3alii U OCYIIECTBICHUS 00pa30BaTEeNbHON IEATEIPHOCTH
10 JOTIOJIHUTENFHBIM 001e00pa3oBaTelbHBIM IIpOrpaMMam »;

6. Ctparerus pa3BuTHs BocnuTaHus B Poccuiickoit @eneparun Ha nepuon no 2025 roaa,
yTBepxaeHHas PacmopsbkenweM [IpaButennsctBa Poccuiickoit @epepamuu ot 29 mas 2015 r. Ne
996-p;

7. CII 2.4.3648-20 «CaHuTapHO-3ITUAEMHOIOTHIECKHE TpeOOBaHUS K OpraHU3alysIM
BOCITUTAHUS U OOYYEHHs, OTAbIXa U 03I0POBICHUS AeTel u Monoaexu» oT 28 centabpsa 2020 roxa
N 28;

8. Vcras MAY JIO «lleHTp TEXHMYECKOrO TBOpYECTBA H IMPOGOPUEHTALUNY
HmxHekaMCcKOro MyHHIMIIAIBHOTO paitona Pecybnuku TarapcraH.

AKTYyaJIbHOCTBH U HANIPABJEHHOCTh MPOrPaMMEL.

[Tporpamma «Cekperapb-peepeHT B CHCTEME [EIONPOU3BOACTBA OPraHU3aALUNY SABIIAETCS
JIOTIOJTHUTENIBHOM 001e06pa3oBaTeIbHOM 001epa3BUBaOIIEH IPOrPaMMOH, PEATU3YEMOM C IENBIO
yIOBJIETBOPEHHUS HHIUBUAYAJIBHBIX 00pa30BaTeIbHBIX IOTPEOHOCTER M HHTEPECOB IIKOJILHUKOB B
HOJly4EHUH HEOOXOOUMBIX TEOPETHYECKUX 3HAaHMH M HAaBBIKOB B 00JaCTH COBPEMEHHOIO
JIEJTOTTPOU3BOICTBA, 06pab0TKH HHPOPMAIUK 1 OPraHU3aIMH JEIOBEIX KOHTAKTOB JIJIS:

— Pa3BUTHUS MHTEIIEKTYaIbHOTO MOTEHIMANA JIAYHOCTH;

— Ipo(heCCHOHAIBHOTO CaMOOIIPENEIICHHUS;

— IUTAHUPOBAHUS Kapbephl  IPo(ecCHOHATBHOTO POCTa;

— IIOBBILIEHHS YPOBHS CaMOpEaI3allii U KOHKYPEHTOCIIOCOOHOCTH B GM3HEC-CPENE.
WITOroBEI#t KOHTPOJIb — pa3paboTKa AeI0BOM JOKYMEHTAIlMK OpraHH3alluH.

OTanvuTebLHbIE 0c00eHHOCTH NPOrpamMMbI U HOBH3HA. Hosusna
001me06pa3oBaTeIbHON 001Iepa3BUBAIOIIEH TPOrPaMMBI 3aKJIIOYaETCS B TOM, YTO OHA HHTETPUPYET
B cebe IOCTHIKEHMS COBPEMEHHBIX W WHHOBAI[MOHHBIX TEXHOJOTHH. J[Id ydammuxcs cos3gaHa
margopMa HOBOTO 06pa3oBaTelbHOrO GopmaTta B 00JACTH COIMAIBHBIX HAayK, OCHOBAHHOIO Ha
IPOEKTHOM KOMAHIHOM JesTeNbHOCTH. PebATa MMEIOT BO3MOXXHOCTH IO3HAKOMHTBECS C
HaIpaBJIeHHAMHE ceKpeTaps B cdepe MEHe[PKMEHTa U IENONPOU3BOJCTBA OPraHHU3alliK, YTOOB! B
JaTbHEHIIEM ClIeNIaTh MPaBIIBHBINA BEIOOP IPO(ECCHH.

Anpecar nporpammbl. [IporpaMma OpHEHTHPOBaHA Ha [ONOJHHTENBHOE 0Opa3oBaHHE
obyyatorrmxcs 15-16 ner.

CpoK M 3Tansl peau3anuu nporpammbl. Cpox peanusarnuyu IporpamMmel 4 mecsua. Obmee
KOJIMYECTBO aKaJeMHYEeCKUX 4acoB — 45 4acos.

OCHOBHO# GOpMOIi SABJIAIOTCS IPYIIIOBBIE 3aHATUA. B ocHOBE 06pa3oBaTeIbHOrO IMporecca
JIEXKUT MPOEKTHBIM ITOAXOM.



Pe:xxum 3aHsThi. 3aHATHS B OOBEIMHEHHMH MpoBOIATCI 1 pa3 B Hememo, mo 3
aKkajgeMu4ecKux yaca, B coorBercTBuu ¢ Hopmamu CanlluH, npasun Tb u I1b, YcraBom MAY 1O
«lleHTp TEXHHYECKOr0 TBOpYECTBA U  MpOGOpHUEHTALMH)», IIOJIOKEHHEM O CHCTEME
JIOTIONTHUTENBHOTO 0Opa3oBaHus. [IporpaMmMa y4uTBIBA€T BO3PacTHBIE OCOOEHHOCTH IIKOJIEHHKOB.
3ansatus npoBomarcs Ha Oaze T'AIIOY  «HwxHexamckuii KOJUIEIDK  TPAaHCIOPTHOH
UHOPCTYKTYPBI».

[IpomomxutensHOCTh 1 3aHATHA: | akageMUyecKuit vac.

CrpykTypa IByX4acOBOIO 3aHSTHUS:

— 45 MuHyT — paboyast 4acThb;

— 10 MuHYT — nepephIB (OTABIX);

— 45 MuHYT — paboyast 4acThb;

— 10 MuHYT — IepepbIB (OTIBIX);

— 45 munyT — paboyas 4acTb.

OcHoBHas popma pabOTHl TEOPETHUECKON YaCTU — JIEKIIMOHHBIE U NPAaKTHYECKUE 3aHATHUS.
3aHATHS IPOBOASATCS B BUE Oecell, CEMHUHAPOB, JEKIIHI: [y HarJIIOHOCTH U3y4aeMOro MaTepuana
HCIIOJIB3YETCS Pa3JIMYHbBIA MYyJbTUMEIUHHEIA MaTepual — IPE3eHTAlUuH, BUACOPOIHKHA. OCHOBHYIO
YacTh NPOrpaMMBI - IPaKTHYECKHE 3a1aHus - ITAHUPYETCS BBIIIOIHATE HHAUBUAYAIIBHO, B IIapax H
B MaJIbIX TpyInax.

Ieas mnporpammsel. llenslo peanu3anuy OporpaMMbl  SBISETCS O3HAKOMIJIEHHE C
HanpaBlIeHUsSIMH pabOTBl CceKpeTaps B cdepe [Aenonpou3BOACTBA OpraHU3allUH, Ileperada
o0yJaromuMessT [EPBHYHBIX 3HAHWHM, yMEHHH W HaBBIKOB, (OpPMHpOBaHHE COBPEMEHHBIX
KOMIIETEHIIMH B obyactu Oymymeid npodeccHOHANbHON AEATENPHOCTH, OCBOEHHE YYaIllUMHCS
HABLIKOB Pa0OTHI C JIEJIONPOU3BOJCTBOM B OpraHHU3aIlMK B JAEATEIFHOCTH CeKpeTaps-pedepeHTa H
UX MIPAMEHEHHE JUIS peaTi3allii TBOPYECKUX CIIOCOOHOCTEH 00yJaromuxcsl.

3aga4u nporpaMmel

obpazosamenvHbie
- JIETAJBHOE U3yUYEHHE IPOTPaMMEI 10 paboTe ¢ JOKYMEHTOOO0POTOM H €r0 BO3MOXKHOCTSAMH;

- o0yueHHe 0OCHOBaM paboTHI cekpeTaps-pedepeHTa;
- 3HAKOMCTBO C TEPMHHOJIOTHEH BeleHUs JOKyMEHTO000POTa;
- o0ydeHHe rpaMOTHOMY IPUMEHEHHIO TEOPETUYECKUX 3HAHUH Ha IPaKTHKE,

paseugaiowue
- pa3BUTHE KPEATUBHOT'O MBIIIJICHUS yYaIlUXCs;

- PpacKpBITHE TBOPYECKOIO MMOTEHIHANIA YYaIluXCs;
- pa3BUTHE TOYHOCTH U aKKYPaTHOCTH;

gocnumamenbHule

- BOCIHTaHHE YyBCTBa TOBApHUILECTBA,

- yMeHHs paboTaTh OJHHM KOJIEKTHBOM;

- BOCIHTaHHE YyBCTBA OTBETCTBEHHOCTH M FOPIOCTH 3a IIPOJENAHHBIA TPYI,

- COJeHCTBHE Pa3BUTHIO HABHLIKOB CAMOOPraHU3alii 00yJaIOIUXCs, X YBEPEHHOCTH B cebe.

Ot6op MeTomoB oOydeHHs O0OYCIOBIEH HEOOXOMMMOCTBIO (OPMUPOBAThH y IIKOJIBHHUKOB
HHQOPMAIIOHHYIO W KOMMYHHKAaTHBHYIO KOMIIETEHTHOCTH, pEaJH30BBIBATh JIMYHOCTHO-
OpPHEHTHPOBAaHHOE OOy4eHWe, HANpPAaBISATh HX HA CaMOCTOATENBHOE pEINEHHE PasHOOOPasHBIX
npobiieM, pa3sBHBATH HCCIENOBATENBCKHE M TBOPYECKHE CIOCOOHOCTH. PelneHne NaHHBIX 3a1a4
KPOETCS B OpraHM3alliH [EesTeIBHOCTHOTO IIOAXOna K OOY9eHHIO, B IPOOIEMHOM H3JIONKEHHH
MaTepHaia yUuTeNEeM, B IEPEXoie OT PENPOXYKTHBHOTO BUa paboT K CAMOCTOSTENBHBIM, TOMCKOBO-
HCCIIEI0BATEIbCKUM BHIAM JESATENBHOCTH. [103TOMYy OCHOBHBIM METOZOM OOYYEHHS B JaHHOM



3JIEKTUBHOM KypCeE SIBIIIETCS METOJ IIPOEKTOB, & OCHOBHAs METOAMWYECKAsl yCTaHOBKAa — O0y4YeHHE
CTapIIEKJIACCHUKOB HaBbIKAM CaMOCTOSTEIbHOM TBOPUECKOM NEeSITETBHOCTH.

B pamkxax kypca «Cexperapb-pedepeHT B CHCTEME JEJIONPOU3BOACTBA OPTraHU3AIHH»
ydalnyecs A0JKHBI 0BJIAeTh CIECAYIOINMMY 3HaHUAMHE, YMEHUSIMHA U CII0cO0aMu JIeITeTbHOCTH

3HaTh:

— OIIPEHENICHHAs] KIIOYEBBIX IOHSATHUH M TEPMUHOB, OCHOBHBIE MpPOGECCHOHAIBHEIE
0053aHHOCTH, OCHOBHBIE IIpaBHJIa CIy)X€OHOrO OTHKETa, OCHOBHBIC IIPHUHIMIIEI paboTHl B
Wntepuere, obmue CBENEHUS O INOKyMEHTaxX, TpeOOBaHHS K OGOPMIICHHIO DPa3IMYHBIX BHJIOB
YIIPaBIEHYECKAX JOKYMEHTOB, IPUHIUIIBI OpraHu3allii JOKYMEHTO000pOTa, IpaBUia TEKYIIEro
XpaHEHHUs] NOKyMEHTOB, BaKHeHImHe OyXrajaTepcKue TEpPMHHBI U NMPOCTEHUINNE METONBI BEICHHS
OyXraiTrepckoro ydeTra, OCHOBHBIE IIPHUHIIUIIBI OpPraHU3allMH KaJApoBOH paboT,; IPHHIIMIEI
OpraHM3alluU pHeMa IIOCETUTENEH, BaXKHEHUTIIHE IIpaBUiIa JPTOHOMHUKH;

Ymersn:

— 3¢ deKTHBHO 00IMaThCA YCTHO, MTUCBMEHHO, IO Telae(oHy, MPaBHIFHO CTPOUTH OTHOIICHHS
C PYKOBOJHUTENIEM M KOJUIETaMH, NOCTOHHO BBIXOJUTHh M3 KOH(DIMKTHBIX CHUTYaIlMi; paboTarh ¢
BXOJUIIIMMH, HCXONSALIMMH H BHYTPEHHHMH JIOKYMEHTaMH, 00pabaThiBaTh IIOYTOBYIO
KOPPECIIOHACHIIUIO, COCTABIIATh CIyXEOHbIE MUChMa, TeJErpaMMBbl, SMS-COOOIIEHHs, COOOINEeHUs
3JIEKTPOHHOM MOYTHI; JOPMHUPOBATH Jejia U TOTOBUTH UX K XPaHEHWIO U HCIIOIH30BAaHUIO; YMETh
BECTH W OQOPMIIITH MPOTOKOJIBI JENIOBBIX MEPOIPUATHI; ONpEeAesITh HNEHHOCTh WHQPOPMAIUH,
paboTaTh ¢ JTOKYMEHTaMH, COAEpXKAIlMMH KOMMEpPYECKYIO TaifHy; IJITAHHUpPOBaTh pabodee BpeMs
PYKOBOJHUTEINS; BBIIONHATE OOS3aHHOCTH CEKpeTapss IO IOATOTOBKE M IPOBEICHHUIO EJIOBBIX
IIEPErOBOPOB, OKAa3bIBATh IIOMOIIb IPH IOJATOTOBKE M IPOBENCHUU OOIIECTBEHHBIX MEPOIPUITHH;
(bopMHUPOBaTh JIMYHBIE J€ja COTPYAHHUKOB, BECTH TabENbHBIN yueT pabodyero BpeMEeHH, COCTaBIATh
Ba)XHEHIIME B KagpOBOM IIPOM3BOJCTBE JMJOKYMEHTHI; IPUMEHSATh IpaBUia palMOHAIBHOU
opraHu3anuy pabodero MecTa; OpUeHTUPOBATECS B KaJPOBOM PHIHKE;

Bnagers:

— MpeJCTaBIeHUIMH 0 (PYHKIHMSX, 3afadax u cdepax HEATEeTHHOCTH ceKpeTaps-pedepeHTa,
HEOOXOAMMBIX HPOGECCHOHAIBHO 3HAYMMBIX  JIMYHOCTHBIX Ka4ecTBax, IICHXOIOTHYECKHX
0COOEHHOCTSIX NIEJIOBOrO OOINEHMs W IpaBHIIaX IPEOIOJIEHUS IICHXOJOTMYECKHX TPYAHOCTEH B
OOIIEHHH, OCHOBHBIX BO3MOXXHOCTSAX KOMIIBIOTEpAa M KOMIIBPIOTEPHBIX O(HCHBIX Iporpammax,
OCHOBHBIX IPUHIIUIIAX 3JIEKTPOHHOTO JOKYMEHTO000pOTa, COBPEMEHHBIX METOJIaX apXUBUPOBAHUS,
Pa3IMYHBIX CpPENCTBax IUIaTeXxa, OaHKOBCKUX yCIyraX; METOIaxX BENEHHs OyXralTepcKoro ydera,
CBS3SIX C OOIECTBEHHOCTHIO HPOPMaX UX OCYIIECTBICHHUS;

— OCHOBaMH YMEHHs CIIylIaTh YU TOBOPUTH, HABBIKAMU HCIIOJIB30BaHMs TEXHHUYECKUX
O(HCHBIX CPENCTB, HABBIKAMU COCTABJICHHS OTAENBHBIX BHIOB CIIyXEOHBIX JTOKyMEHTOB, IIOMCKa,
00paboTKH ¥ TpefocTaBleHHUs HH(OpMalM{; HAaBBIKAMH OpPraHM3allMd JEIOBBIX MEPONPHSITHIMA,
HaBHIKAMH pallMOHAJIBHON OpraHu3anuy pabodyero BpeMEHH, TeXHUKaMH paboTel ¢ MpoOIEeMHBIMU
IIOCETUTEIIIMHU, HAaBBIKAMH OpTaHU3aIl[iH KOHTaKTOB C IIPECCOH.

MeToabl: Keiic-METOI, IPOEKTHAs AEATEIbHOCTb.

®opMbl  paGoThI: IPAKTHYECKOE 3aHATHE; TEOPETHYECKOE 3aHATHE; 3aHATHE —
copeBHOBaHue, dKcKypcus; Workshop (pabouas Mactepckas — rpynmoBas paboTa, IIe Bce
YYACTHHUKH aKTHBHBI 1 CAMOCTOSITENIFHBI); KOHCYJIbTALlUs; BEICTAaBKA.

Bujabl yueOHoI 1eiTeTbHOCTH:
— MPOCMOTp ¥ 00CyXIeHHe YIeOHBIX (QUIBMOB, IPE3ECHTAINH, POIMKOB;
— JICJIOBBHIE U POJIEBBIE UTPHI;
— 0OBIACHEHHE M HHTEPIpEeTaus HaOII01aeMBbIX SIBJICHHMH;
—  aHaju3 IpoOJIEMHBIX YIeOHBIX CUTYyallHH;
— IIOCTPOEHHE THIIOTE3bI Ha OCHOBE aHATIHM3a UMEIOIIMXCS NaHHBIX;



— IIPOBEACHUE UCCIIEOBATEIHCKOIO SKCIIEPUMEHTA.
— IIOHCK HeoOXoauMo# uH(pOpMaluX B yUeOHOH U CIIpaBOYHOH TUTEpaTypE;
—  BBIIIOJIHEHHUE NIPAaKTHUECKUX paboT;
— TIOATOTOBKA BBICTYIUICHHH M JOKJIAJOB C UCIIOIb30BAHHEM Pa3HOOOPa3HBIX HCTOYHHKOB

uHbopMaLuy;

= I'IYGJ'II/I"IHOC BBICTYIIJICHHUE.

B PE3yJIbTaTe OCBOCHHUA 06pa30BaTCJ'II>HOI71 IIporpaMMbl 06yqafomnec;1 JOJDKHBI OCBOHUTH

JJUYHOCTHBIC, METAIIPECAMETHBIC U ITPEAMETHBIC KOMIIETCHIIUNA .

Pesynbrar OcCHOBHEIE ITOKA3aTEIH OLCHKH ®opMEBI 1 METOABI KOHTPOIIS ¥
(OCBOECHHBIE pe3ynbTara OIICHKH
KOMITETEHITUH)
JlnuHOCTHEBIE yMeHHe paboTarb B KOMAaHJE: | IPOEKTHAass  AEATEJBHOCTE B
KOMIIETEHIIUU pabora B oOmeM putMe, | KOMaHJEe, HAOMOAEHUE IIefarora
(SOFT) spdexTHBHOE  pacnpenencHue
3a1a4 ¥ Jp.
HaJIYHe BBICOKOTO | paboTa HaJ| pelieHrueM KeHcoB
MMO3HABATEILHOTO HHTEpeca
yUanmxcs
HaJIH4IHe KPHUTHUYECKOTO | paboTa HaJ pelieHueM KeicoB
MBIILIECHHUS
[IPOSIBJICHUE TEXHHYECKOro | paboTa HaJ pelneHHeM KeHCOoB,
MBIIIJIEHHUS, ITO3HABATEIPHON | yyacThe B KOHKypcax, BBICTaBKaX
JIESITeNIEHOCTH, TBOPYECKOH | U T.II.
HHUIIUATUBBI,
CaMOCTOSITEILHOCTH
MeranpeaMeTHbIe yMEHHE OpHEHTHpPOBaThCs B | paboTa Haj pEIIEHHEM KEHCOB,
KOMIIETCHITHH HH(POPMAITMOHHOM IIPOBEICHUIO HCCIIeIOBaHMH,
(SOFT) IIPOCTPAHCTRBE, MIPOIYKTHBHO | NIPE3EHTAlMK U 3alUTHI IIPOEKTOB
HCITOJI30BaTh TEXHUYECKYIO
JTUTEPaTypy UL ITOMCKA
CJIOJKHBIX PEIIECHUN
CIIOCOOHOCTH TBOPYECKH pEIaTh | BEIIOJIHEHHE KEHCOB
TEXHHYECKHE 3a/1aud
TOTOBHOCTH M  CIIOCOOHOCTH | paboTa o MIPOBEACHUIO
pUMEHEHUS TEOPETHUYECKUX | HCCIIEIOBAaHUH, BBINIOJTHEHHE
3HAaHUW AN pelleHus 3a1ad B | KEHCOB
peaTbHOM MHUpE
CIIOCOOHOCTH MIPaBUJIBHO | BHIIOJTHEHUE MIPaKTHYIECKUX
OpraHu30BBIBaTh pabodee MECTO | 3ajaHuH, paboTa Hal pEIICHHEM
d BpeMs JUI1 JOCTIDKEHHS | Ke¥coB, HaOMIOAEHHE IeJarora
ITOCTABJICHHBIX IENeH
OcCHOBBI MyOJIMYHOTO | BEITOJHEHHE MIPaKTHIECKUX
BBICTYIUICHHST ¥ IIpe3€HTAlluM | 3aJlaHMi, y4JacTHE B KOHKypcax,
pe3yJIbTaTOB, HABBIK I'€HEpALMHU | BBICTABKAX H T.II
1501 (S5
[IpenmeTHBIE 3HaHHE OCHOB H IPUHIUIOB | paboTa IO CO3MaHHIO IIPOEKTOB,
KOMITETEHIIUH TEOpUHU peleHus | BBIIOJIHEHHE KEHCOB;
(HARD) H300peTaTeNnbCKuX 3a/1ad4, | y4acTHe B
OBJIaJICHUE HaYaJbHBIMHA
0a30BBIMU HaBBIKAMH
HHXEHEPHH
3HaHHE U OBJIaJicHHE | KOH(DEepeHIHUsIX, BBICTaBKaX,
PaKTHYECKUMHU 0a3sHuCHBEIMH | KOHKypcax, COpPEBHOBAHMAX
3HAHWAMHA 081 O




3HaHHUE II0JTb30BaTEIHCKOTO
uHTepdeiica npodmisHOro II10,
6a30BBIX 00BEKTOB
HHCTPYMEHTapHUs

BBIIIOJTHEHHE IPaKTHIECKUX
3aJJaHUH, BHITIOJIHEHHE IPOAYKTA
IIpOeKTa




