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ABTOD:

K.COIL.H., IOIICHT KadeIpbl KOPIopaTHBHOTO yrnpasienus Jemymmnaa O.H.

Kon v HauMeHOBaHHe HampaBjeHMsl MOATOTOBKH, npoduusa: 37.03.01 "llcuxonorus",
«[Icuxonoruueckoe KOHCYIbTUPOBaHUE», HAbOp 2016 T.

KBanudukanus (creneHns) BoIMycKHUKA: bakanasp

@®opma o0yUeHHs: OUHAS

Leab ocBoennss gucuumiInHbl: CHopMupoBaTh KOMIIETECHITHIO:

CIOCOOHOCTH K TIPOBEJCHUIO pabOT ¢ MEPCOHAIIOM OPTaHMU3ALUH C LEIbI0 0TOOpa KaJpoB U
CO3JIaHMs TICUXOJIOTHYECKOT0 KJIMMaTa, CIIOCOOCTBYIOIEr0 ONTUMM3ALUU IPOU3BOJICTBEHHOTO
npouecca(ITK-13)

ILnan Kkypca:

Tema 1. JIokyMeHTbI 0 IOUCKY, 0TOOPY H HAliMy IEPCOHAJIA: CO/IEPKAHHE U MOPSIOK 0(hopMIIeHUs

3asBieHHE HA MOUCK M OTOOp mepcoHana. KpamidukaipoHHble TpeOOBaHMS K COUCKATEITIO
BakaHcud. OObsiBIICHHE O BakaHcHH. Pestome kak JokymeHT. TpeOoBanusi K pestome. Bumpl pestome.
Ankera. TpeboBaHus k ankete. JIucT Oecesibl ¢ coMCKaTeNieM BaKaHCHU. 3asBIICHIE O IpUeMe Ha paboTy.
[paBuna odopmienus 3asiBieHuil. [IpoTuBopeurs B noaxomax K O(OPMIICHHIO 3asBICHHUM.
ABtoouorpadms.

Tema 2. TpynoBoii 10roBop ¢ paGOTHUKOM: COJIepPKAHUE U MOPAAOK 0opMIIeHUs

JIOKYMEHTBI, TIPEIbsIBISIEMbIC TIPU 3aKITFOUCHHH TPYIOBOrO JOroBopa. JIoroBop Kak JOKYMEHT.
Bunper noroBopoB. OOmme BOIPOCHI 3aKJIFOUCHHUsST TPYHOBOro joroBopa. CopjepikaHue TPYyHAOBOTO
norosopa.  OOs3arenpHbIE YCIOBHS TPYIOBOIO JOTOBOpa. JlOMONHHUTENBHBIE YCIOBHUS TPYAOBOIO
noroBopa. JlenonpousBoAcTBO 1O jgoroBopam. OCOOCHHOCTH TOJTOTOBKH TPYIOBBIX JIOrOBOPOB,
coneprkanmx crenuduaeckue yciaosus. OpopmieHre TPyI0BOro J0roBopa.

Tema 3. JInuHas (y4eTHAA) KAPTOYKA M JTUYHOE /1eJ10 PA0OTHHKA NMPeNPUSATHA:
coJepkaHue H NOPSIIOK 0oOpPMIICHHS

ConeprxaHue U MOPsIOK OOPMIICHHS JIMYHOM KapTOUYKN paboTHUKA. OCOOEHHOCTH COCPIKaHHs
1 OQOpMICHUS] JIMYHOM KapTOUKH TOCYIapCTBEHHOro ciyxamero. OCOOSHHOCTH COJep)KaHHs |
o(OpMIICHHS JIMYHOW KapTOYKM HAY4YHOTO (Hay4HO-Tiefarormieckoro) paborHuka. CopepkaHue |
HOPSIIOK O(OPMIICHUS JIMYHOTO Jiesia paboTHUKA. [IpaBuiia XpaHeHUs! JIMIHBIX Je U JIMYHBIX KapTOUeK
PpabOTHHKOB.

Tema 4. TpynoBasi KHH:KKAa paG0THHKA NMPeINPHUSITUS: COep:KaHie U MOPSAOK o(hopMiIeHust

Coneprkanne TpynoBoi KHWKKHU. [lopsimok odopmiieHus Tpy/I0OBOH KHIKKK TIPH YCTPOKCTBE Ha
pabory. [IpaBmia BeneHus TpyIOBbIX KHIDKEK. [lopsamok ogopmieHus cBeeHnit o mpuéMe Ha padoTy, o
MepeBOsie, O HArpaXIeHHAX, 00 yBoibHeHHH. OdopmieHME B TPYAOBOW KHIDKKE 3aIliiceid o
COBMECTHUTENBCTBE. VICIpaBeHune 3anuceil B TPYA0BON KHIKKE.

Tema 5. Ilpukassl (pacnopsizkeHUS) MO MEPCOHATY: CoAepKaHie U MOPSI0K 0opMIIeHHST
IIpuka3 xak moxymeHT. Twmsl mprka3oB. [IpHKa3bl IO OCHOBHOW JEATENIHOCTH U MO JIMYHOMY

coctaBy. O0mIHE BOMPOCHI OATOTOBKH MPUKA30B IO NiepcoHary. OCOOSHHOCTH COIEPKaHHS U TIOpSIIKa
o(hopMIIEHHS OTIETHHBIX BUIOB MPUKA30B (PacTOpsHKEHMI) 10 TIepCoHaly. Y HU(UIIMPOBaHHBIE (POPMBI



nepBUYHOM yu€THOHM nokymentaimu. [Ipukas o npueme Ha padoty. [Ipukas o mepeBoje coTpyaHHKA.
Ipuka3 00 yBOJIbHEHHH.

Tema 6. JlokyMeHTbI 110 OTKOMAHIHPOBAHUIO H OTIYCKAM IePCOHAJIA:
coJepskaHue U MOPsIoK oopmiIeHHs!

[lonsiTne xomaHmupoBKH. [apaHTun paOOTHHKAM TPH HANPABIEHHM B KOMAHIMPOBKY.
Ciyxebnoe 3amanme. [lprka3 o HampaBieHHH paOOTHMKA B KOMaHIMPOBKY. KomaHmmpoBowHOE
ynocroBeperne. CopepkaHue 1 MopsIoK 0ohopMITEHHS TOKyMEHTOB 10 OTKOMAaHANPOBAHUIO TIEPCOHAIA.
Coneprkanre 1 TOpsI0K 0()OPMIICHHS TJOKYMEHTOB TI0 OTITyCKaMm riepconana. [lonstue otmycka. Tumbt
otmyckoB. [Ipuka3 o mpemoctaBnenun otiycka. [ paduk ormyckoB. Brecenne m3aMeHeHHH B rpaduk
OTITyCKOB. JIOKyMEHTHpOBaHME OT3bIBA U3 OTITyCKa. Y UeOHBIH OTITYCK.

@opMBbI TEKYIIEr0 KOHTPOJIs YCIIeBAEMOCTH U TPOMEKYTOYHOIM aTTeCTALMM.

Pexomenayembie
JTan 0CBOEHH Kpurepnii IMoka3zarenan cpeacTBa
KOMIIeTEeHIIMH OLIEeHNBAHMSA OlIEeHUBAHMSA (MeTOaBI)

OLIEeHHBAHMSA
IK-13.1 3HaeT TexHoJoruio | BepHo coctaBmsier U | YCTHBIM ompoc.
dopmupoBaHue Habopa U  orOopa | npaBuibHO odopmisieT | CUTyallmOHHBIE
YMEHUII M HaBBIKOB | IEPCOHAA, JIOKYMEHTBI: 3aauu
NPUMEHEHUs] 3HaHUM | peKpyTHHra periiaMeHTHpPYIOIINe TectupoBanue
B cdepe KaapoBOro | HepcoHaa, oT6op NepcoHana,
JIeJIONIPOU3BOJICTBA | JOKYMEHTUPOBAHUS periiaMeHTHpYIOoIINe
JUTS opraHusaiuu | oTobopa nepcoHana | paboTy OpraHU3aIHH.
orbopa mepcoHana H | (pe3rome, ankeTa, | [IpaBuibHO
CO3JaHUSA aBTOOHOTpadus, AHAIM3HUPYET u
OJIarOMPUSATHOTO JTMYHOE TIeTI0, | CUCTEMAaTH3HPYET
MICUXOJIOTHYECKOTO | TPYIOBast KHUXKKA). JTAaHHBIEC O Pa0OTHUKAX.
KkauMaTta BreipaboTka PazpabaTriBaeT BepHbIC
YMEHUII W HaBBIKOB KpUTEpHU OLICHKHU
MIPUMEHEHNS 3HaHUUI coucKarenen Ha
B chepe BaKaHTHOE MECTO.
JIeTTOTIPOU3BOJICTBA
st addexTuBHON
paboTh c
JOKyMEHTaMH B
OpraHu3aluu
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