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1. Ilepedyenb NJIaHMPYEMBIX Pe3yJbTATOB 00y4eHHs 110 JUCHHUILINHE, COOTHECEHHBIX C
IJIAHUPYEMBbIMH Pe3y/JIbTaTaAMHU OCBOCHHS IIPOrPaMMbl

1.1. Huctunmmaa  b1.B.JIB.4.2  «JlokymeHToBeAeHuEe» oOecrieunBacT  OBJAJCHUE
CHEAYIOIIMMH KOMIIETEHUIUSIMU:
Kon
Kon HaunmenoBanue HanmeHnoBanue sTana
KOMITCTCHIINU Komnerenuuu JTatia oOcBoCHHA OCBOCHHS KOMIICTCHIIUH
KOMITCTEHIINU
I1K-13 CrniocoOHOCTB K MIPOBEICHUIO [1K-13.1 ®opmupoBaHNE YMEHUN U

paboT ¢ mepcoHaIoM HaBBIKOB IIPIMEHEHUSI 3HAHUI

OpTaHU3AINH C TIETBI0 0TOOpa B chepe KampoBOro

KaJIpOB M CO3AaHUs JIeTIOIPOU3BOICTBA ISt

MICHXOJIOTHYECKOTO KIIMMATa, opraHu3aiuu oToopa

CTIOCOOCTBYIOIIETO ONTUMH3AIIH MIepCOHANA M CO3JaHUS

MPOU3BOJICTBEHHOTO TIpoIecca 0JIaronpUsITHOrO
TICUXOJIOTHYECKOT0 KITMMaTa
Bripabotka ymennii u
HaBBIKOB IIPUMEHEHUSI 3HAHU I
B chepe JeNoNpOU3BO/ICTBA
1utst 3¢ (heKTUBHOM paboTHI C
JOKyMEHTaMH{ B OpTaHH3aLIH

1.2. B pesynabrare ocBoeHusi gucumiuimebibl.B.JIB.4.2  «JlokymeHTOBeneHHE» Y

CTYACHTOB JOJI’KHBI OBITE C(I)OpMI/IpOBaHBIZ

OTO/TD Kon stana ocBoeHus
PesynbTatel 00yueHus
KOMIIETEHIINU
oprarm3anms W npenocrasienue | [1K-13.1 Ha ypoBHe 3HaHuii:

MICUXOJIOTHYECKUX YCIIYT JINI[AM Pa3HBIX
BO3pacTOB W  COIMANBHBIX  TPYII
(pe3ynbTathl hopcaiiT-ceccnn oT
01.03.2016, yTB. IPOTOKOIOM KadeIpbl
ncuxosorun Nell or 04.03.2016 1.).

[IpodheccuonanpHoE JeHcTBUE:
MOrOTOBKA MEXBETOMCTBEHHBIX
KOMaH/ o OKa3aHUIO0
TICUXO0JOTHYECKOM TOMOIIHU
COLIMAJbHBIM TIpyNNaM M OTAEIbHBIM
JUIaM (xknueHTam). Oxkazanne
TICHXO0JOTHYECKOM TIOMOIIHN

paOOTHUKaM OpraHoB W OpraHU3alMi
counansHOU cepsl (KIHeHTaMm).

Hab6op u oTO0p nepconana, peKpyTHHT
HIepcoHaa, JOKyMEHTUPOBaHHE 0TOOpa
MepcoHaa, pe3romMe, aHKeTa,
aBToOHOrpadus, IMIHOE JIEJI0, TPYI0Bas
KHIDKKA.

Ha ypoBHe ymenwmii:

CocraBienue u npaBuiIbHOe oopmiIeHne
JIOKYMEHTOB, PETJIaMEHTHPYIOIINX
paboTy opraHu3ayy.

Ha ypoBHE HaBBIKOB:
AHanu3 ¥ CUCTeMaTHU3alys JaHHBIX O
paboTHMKAX; aHATM3 U YUET Pe3yJIbTaToB.

2. O0BbeM M MeCTO TMCIUNINHBI
B CTPYKTYpe 00pa3oBaTeIbHOI MPOrpaMMbl

Vuebnas mucnmmummHa b1.B.JIB.4.2

«JlOKYMEHTOBEIEHUEHTIPUHAMIICKHUT K OJIOKY

BapuaTHBHAs YacTb, JUCHUIUIMHBI 1O BbeIOOpY. Ilo ounoii dopme oOyueHHMS TUCHMITIMHA
ocBaMBaeTcsi B 5 cemecTpe, OO0mIas TPYIOEMKOCTh AMCHUIUIMHBI B 3a4€THBIX €IUHHUIAX

cocrasisieT 2 3E (72 ygaca).




[To ounoit Qopme 00ydeHHS KOIMUYECTBO aKaJEMHUYECKHX YacOB, BBIICICHHBIX Ha
KOHTaKTHYIO paboTy C mpernogaBaTeneM (10 BUJaM Y4YeOHBIX 3aHATHA) — 36 4YacoB WM Ha
CaMOCTOSITENILHYIO padoTy o0y4aronmxcs — 36 4acos.

dopma IpOMEKyTOUHOU aTTECTAIUU — 3a4eT.

3. Coep:xkaHue U CTPYKTYPa AUCUMILIUHBI

O0beM MCHUILINHBI, Yac. ®opma
KounrakrHas padora TEeKyLIero
odyuarowuxcs ¢ KOHTPOJIA
No /m HaumeHnoBaHue TeM npernojaaBaTeieM ycneBaemoc
(pa3neJioB) Bcero 10 BUAAM y4eOHBbIX 3aHATHI CP TH,
NMPOMEKYTO
J JIP 3 KCP YHOH
aTTecTaliu
Ounasn ¢hopma odyuenusn
5 cemecmp
Tema 1 JoKkyMeHTbl TI0O TOHUCKY, 12 4 i 5 6 0.C3

0TOOpY M HaliMy TiepcoHana
Tpynosoit JIOTOBOP c
Tema 2 pabOTHUKOM: COZIEpKaHHUE U 10 2 - 2 6 )
MOPSIIOK 0OPMIICHHSI.

JluuHoe peno pabOTHUKA!
COIepXKaHUE W  TOPSIOK

Tema 3 10 2 - 2 6 0O, C3
odopmITeHUSI.

Tema 4 Tpynosas KHIKKA
paboTHUKA: COJepKaHWe W 14 4 - 4 6 0,C3
MOPSIOK 0OPMIICHHS

Tema 5 IIpukasel 10 meEpcoHamy:
COIEpKaHHEe U  IOPSAIOK 14 4 - 4 6 0,C3

odopmIireHus

Tema 6 JOKyMeHTbI N0 OTKOMaHAM
POBAHMIO M OTNYCKaMm
nepcoHana: coaep’aHue u 12 4 - 2 6 0,C3, T
nopaaoK opopmneHus.

IIpomexyTouHas aTTecTanus - 3a4eT
Bcero: 72 20 16 36 23E
Ipumeuanue: — ¢opmvl mekyweeo Kowmpons ycnesaemocmu: onpoc (0O),

mecmuposanue (T), cumyayuonnas 3adaya (C3)
Conep:kaHue Iy CUTIIHHbI

Tema 1. /lokymMeHTBI 110 IOMCKY, OTOOPY U HAIMY MEPCOHAJIA: CO/iep KaAHe U TIOPAA0K
oopmiieHHS
3asBieHNE Ha TOWCK W OTOOp TepcoHana. KpamudukanyoHHble TpeOOBaHMSI K COMCKATEITIO
BakaHcuu. OObsIBIIEHHE O BakaHCHU. Pe3tome kak gokymeHT. TpeboBaHus K pestoMe. Buibl pestome.
Amnxera. TpeboBanust k ankere. Jluct Oecempl ¢ coMckaTeneM BakaHCHUU. 3asBICHHE O TIpUEME Ha
padory. [IpaBua ohopminenus 3asBienuil. [IpotnBopeunsi B moaxoaax K opOpMICHHIO 3asBICHHN.
ABToOHorpadus.



Tema 2. TpynaoBoii 10roBop ¢ palOTHUKOM: CO/Iep:KaHue U MOPSAT0K 0(popMIIeHHs

JIOKyMEHTBI, IPEIbSIBISIEMBIE [P 3aKIIFOUEHUH TPY0BOIO JOroBopa. J{oroBop Kak JJOKyMEHT.
Bunel norosopos. OO1ipie BOMpOCHl 3aKIIOYEHHs TPyAOBOro noroBopa. ConepikaHue TPYHOBOIO
noropopa. O0s3aTeNbHBIE YCIOBUS TPYAOBOIO JOroBOpa. J(OMOJHUTENbHBIE YCIOBHS TPYLOBOIO
noroBopa. [lemonpousBoactBo mo joroBopam. OCOOEHHOCTH TOJITOTOBKH TPYIOBBIX JIOTOBOPOB,
coziepxkanx crierupuaeckue ycaosus. OhopmiieHre Tpy10BOro J0roBopa.

Tema 3. JInunas (yueTHas1) KAPTOUKA M JTMYHOE 1eJ10 Pa0OTHUKA NMPeNPUSITUS:
coJep kaHue ¥ NopsaoK oopmiIeHus

Conepxanue ¥ TOPSIOK OGOPMIICHUSI JIMYHOW KapTOuKH padoTHHKA. OCOOEHHOCTH
coziepkaHuss U OQOPMIICHUSI JIMYHOM KAapTOYKH TOCYJApCTBEHHOro ciyxarero. OcoOeHHOCTH
cojiepkaHuss U OOPMIICHUS JIMYHOM KapTOYKHA HAyYHOTO (HAYYHO-TIEAAarOrM4ecKoro) pabdOTHHKA.
Coneprkanue 1 mopsiiok o(hOPMIICHUSI JIMIHOTO Jeia paboTarKa. [IpaBuiia XpaHEeHWs JIMYHBIX JIE] U
JIMYHBIX KaPTOYEK PAOOTHUKOB.

Tema 4. TpynoBasi KHM:KKA pa0OTHUKA NPEANPHUATHS: COeP:KaHKe U MOPSI/IOK
oopmiieHUS

Conepxanue TpynoBor KHIDKKH. [Topsiiok  oopmiteHHs TPyIOBOH KHMKKU TIPH YCTPOHCTBE
Ha pabory. IlpaBuna BeneHust TpyaoBbIX KHMKeEK. [lopsimox odopmienust cBeneHuil o mpuéme Ha
paboTy, 0 mepeBoJie, O HarpaKIACHHUsIX, 00 yBobHEHUH. OPopMIICHHE B TPYIOBOM KHMKKE 3aIHCEH O
CoBMecTUTENbCTBE. McnpapieHue 3amnuceit B TpYA0BOI KHIDKKE.

Tema S. IIpukassl (pacnopsizkeHus1) 10 MEPCOHANLY: CO/IepPKaHMe U MOPSAI0K 0(POPMIICHUS

[Iprka3 kak qokymeHT. Tunsl npukasos. IIpuka3el 10 OCHOBHOM IEATEIBHOCTH U 10 IMYHOMY
cocraBy. OOIye BOIPOCH MOATOTOBKM MPHKA30B MO mepcoHamy. OCOOEHHOCTH COJEp)KaHUs U
nopsiika  OOpMJIEHHSI  OTHENBHBIX  BUAOB TPHKA30B  (PAaCMOpsDKEHUI) 10  TIEPCOHAINY.
VYHauguumpoBanssle GopMbl NEepBUYHON Yu€THOM aokymeHTarmu. [Ipuka3 o mpueme Ha paOoTy.
[Tpuka3 o nepeBoje coTpyanuka. [Ipuka3 06 yBoabHEHHH.

Tema 6. JlokyMeHTBI 110 0TKOMAHIAUPOBAHUIO U OTITyCKAM MEPCOHAJIA:
coJiep KaHNe U NOPAI0K 0(pOpMIIeHUS

[lonsiTue komanaupoBKU. ['apaHTHM paOOTHMKAM MpU HaNpaBiI€HUH B KOMAaHAWPOBKY.
CnyxebHoe 3amanue. [Ipuka3z o HampaBieHMH pabOTHMKAa B KOMaHAMpPOBKY. KomanampoBouHoe
ynocroseperue. ConepikaHue M TOPSANOK O(GOPMIIEHHS JOKYMEHTOB IO OTKOMAHAMPOBAHUIO
nepcoHana. ConepykaHue U MOPSAOK OOPMIICHUS! TOKYMEHTOB 10 OTITycKaM mepcoHana. [lonstue
ornycka. Tumbl ormyckoB. Ilpuka3 o mpenocraBienuu otmycka. I'pagux ormyckoB. Baecenue
U3MEHEHUH B rpauk OTImycKoB. JloKyMEHTHPOBaHHUE OT3bIBA U3 OTIYCKA. YYEOHBII OTITYCK.

Ha  camocrostensHyto  paboTy  cTyaeHTOB 1o  jgucimiuimae  b1.B.JIB.4.2
«/lokyMeHTOBeIeHHE» BBIHOCSATCS CIICIYIONINE TEMBI:

Ne Tema Bonpocsl, BbiHocuMble HA CPC Ounas
n/n dopma
1 2 3 4
1 | JlokyMeHTHI 110 MOUCKY, oTOOpY | IlpaBuina  odopmieHUs  3asABICHHU. 0.C3
Y HaliMy mepcoHanta [IpotuBopeunst B MOJAXO0Nax K ’

6



0(OPMIICHUIO 3asIBIICHUIM.

2 | Tpynogoii JIOTOBOP ¢ | Jemonpou3BoacTBO MO  JOTOBOpaM.
pabotHukoM: coaepkanne U | OCOOEHHOCTH IIOATOTOBKH TPYIOBBIX 0
MOPSIIOK OOPMIICHHSI. JIOTOBOPOB, coJepIKaIInX

crierpUIecKre yCIOBHSL.

3 | Jlmunoe  jmeno  pabGotHuka: | [IpaBuna XpaHeHWsS JUYHBIX JET U
coJiep>KkaHue u HOPSIIOK | JTMYHBIX KaPTOUEK paOOTHUKOB. 0.C3
oopmieHus. ’

4 | TpynoBas kHmxkka pabotHuka: | [lopsmok odopmieHns cBeaeHUH O
coJiep>KkaHue u nopsiiok | mpuéme Ha paboTy, O TepeBoae, O
odopmienus HarpaxaeHUsIX, 00 YBOJIbHEHHH.

Odopmnernre B TpPyHOBOW  KHIKKE 0, C3
3anucen 0 COBMECTHUTEIILCTBE.
HcnpaBnenue 3amnuced B TPyLOBOH

KHIDKKE.

5 | Ilpukassr o nepcoHanry: | OcoOEHHOCTH CONEpXKaHUSI W TOPSIKA
COACPpIKaHUEC u IMopsAa0K O(I)OpMJ]eHI/Iﬂ OTACJIbHBIX BUI0B
oopmienus MPUKa30B (pacniopsixeHHi) 1o 0,C3

nepcoHanry. YHu(pUIUPOBaHHBIE (HOPMBI
IIEPBUYHON YYETHOMN NOKYMEHTAIUU.

6 | JOKyMeHTbl MO OTKOMaHAM BHecenne  u3MeHeHHMi B Tpaduk
POBaHMIO M OTMYCKam OTITyCKOB. J|OKyMEHTHpOBaHHE OT3BIBA
nepcoHana: cogepKaHue u U3 OTITyCKa. VYueOHbIi OTITYCK. 0O,C3, T
nopaaoK opopmneHus.

4. MartepuaJbl TeKyLIero KOHTPOJISI YCIIeBaeMOCTH 00y4aloIuXCsl U
(hoHJ OLIEHOYHBIX CPEICTB MPOMEKYTOYHOM aTTeCTAUMH N0 JMCIUIITIHHE

4.1.1. B xoxe peanu3anyu AUCHHUIVIMHBI HCIOJIBL3YIOTCH CJEIYIOIIME METOAbI TEKYIIero
KOHTPOJIS YCIIEBAEMOCTH 00y4aI0IIMXCH

MeToabl TEKYIIEro KOHTPOJIst

Ne n/m HanmeHoBaHue TeM (pa3/iesioB)
yCHEBAEMOCTH
Tema 1 JloKyMEHTBI 110 IOUCKY, 0TOOPY M HaliMy IIepCcoHama VY CTHBIH OMPOC, CUTYAIIMOHHBIE
3a1auu
TpymoBoit mOroBop ¢ pabOTHHKOM: COAEpIKaHHE U .
Tema 2 Py ! P p JIeP VYcTHbll onpoc
MOPSAZ0K 0OPMIICHUSI.
Jlnanoe neno paboTHHWKA: COIEpKAaHWE W  TOPSAIOK .
VcTHBIR OIIpOC, CUTyallHUOHHBIC
Tema3 | odopmiteHus.
3aJauu
Tema 4 TpynoBass KHWKKa paOOTHHKA: COAEPIKAHUE M TOPSIOK YCTHBIH OMPOC, CUTYAI[MOHHBIE
odopmIIeHUS 3a/1a4u
Tema 5 Ilpuka3sl 1O TepcoOHANy: COAEPKAHUE U  TOPSIOK YcTHBINM 01poC, CUTYallMOHHbIE
odopmIIeHuUs 3a1a9u
JOKYMeHTbI MO OTKOMaHAMPOBAHMIO U OTNYCKam .
YcTHBIN OIIpOC, CUTYAIIUOHHBIC
Tema 6 nepcoHana: cogeprkaHue 1 nopagoK obopmaeHus.

3aga4r, TCCTUPOBAHUE

4.1.2. 3ayer mnpoBOAWTCH ¢ NPHMEHEHHEM CJEAYIOIIHX METOI0B:
HOCJIETHEM 3aHATUH) U YCTHOTO OIpoca.

TCCTUPOBAHUA (Ha

4.2. MarepuaJibl TeKylIero KOHTPOJISA YCIIeBAeMOCTH.

Tema 1. JIoKyMeHTHI 110 IOUCKY, 0TOOPY M HaliMy IepCcoHAIa
Bonpocs! ycTHOro onpoca:




1.Pe3tome kax gokymeHt. TpeGoBanus k pe3tome. Busibl pesiome.

2.Ankerta. TpeOoBaHMS K aHKETE.

3.JIucr Gecenpl ¢ coMcKaTeneM BakaHCUH.

4. 3asBnenne o mpueme Ha pabdoty. [IpaBmna odopmitenus 3assienuit. [IpotuBopeuns B
MOJX0/1aX K 0(hOpMIICHHIO 3asIBIICHUH.

CuTyanuoHHbIE 321241

3ananmue 1. JlokyMeHTHPOBaHMEe PEKPYTHHIA MEPCOHAJIA

Llenb: oBiafieHNE HaBbIKAMM COCTAaBJICHHS M OLIEHUBAHUS JOKYMEHTBHI IO PEKPYTUHIY
HepcoHaa.

O 1 an 1. Crynenyeckas rpynmna pasbuBaercs Ha nBe 4acth. Kaxknmas moarpymnmna
npeicTaBisieT cebsi B BHUJE OpraHu3alMd M BBIOMpAeT pYyKOBOAMTENA. 3aTeM Kaxjaas
OpraHM3anus 3asdBJII€T O TOM, 4YTO B HEW MOSBWJIAch BaKaHTHas JOJDKHOCTb. llocie 3toro
KaXK/1asi TpyIia CoCcTaBisieT NepedeHb TpeOOBaHMM K KaHAWJATy Ha JIaHHOE BAKAHTHOE MECTO,
dopMUpYyeT KOMIUIEKT JOKYMEHTOB, TpeOyeMbIM [uisi HaOopa @EepcoHajlla U COCTaBIsET
oObsiBIeHHEe O BakaHcuu i myonukamuu B CMMU. IlpenopaBarenb, COBMECTHO € IpyMIOi
00CyX/1aeT TpaBWIBHOCTh COCTaBJICHUS JOKYMEHTOB W OOBsBICHUA. BrIpabaThBaroTcst u
3aIlMCBIBAIOTCS] PEKOMEH AU,

O 1 amn 2. I'pynnbl 0OMEHUBAIOTCS OOBSIBICHUAMU, U UX NPEICTABUTENN COCTABISIOT
pes3toMe (J1eaeT Kax/blii CTYJIEHT) B COOTBETCTBUU C TeM OOBSIBIEHHUEM, KOTOPOE MOIYYEHO OT
npyroii rpynmbl. CocTaBICHHBIE PE3IOME OTHAIOTCA «PadOTONATENSIM», KOTOPBIE BBIOMPAIOT U3
HUX HauOosiee MOAXONAIIME W Heped TPYNION apryMEHTUPYIOT CBOM BbiOOp. OTOOpaHHBIE
IIPETEHACHTHI IPUTJIAIIAIOTCS Ha cOOECcEeJOBaHUE.

O 1 an 3. CryaeHTaMH pa3bIrpbIBAIOTCA CUTYAIUM MPOBEACHUs coOeceloBaHUM, 3aTeM
IIPOUCXOJUT UX TPYIIIIOBOE 00CYKIEHUE.

3aganue 2. [ToaroroBka K TpyA0yCTPOMCTBY

1. Haitnure B VIHTepHeTe 00BsBICHUS O BakaHCUH «MEHEeKep 10 IEPCOHATTY», U3yUUTe
TpeOOBaHUs, KOTOPBIE MPEABABISAIOTCS K KaHIU1aTaM.

2. llogymaiiTe — YTO W3 TEPEYMCICHHBIX TpeOOBaHMK MOXET BbI3BaTh y Bac
3arpyaHeHus. OnpenenseM Kpyr BOIPOCOB KOTOpbIE HY)KJIarTcs B Bamell qonoaHUTEnsHOU
pabore. [IpuHrMaem perieHue, 9To C 3TUM JIeTIaeM.

Ilpumep:

Bul He ouenv ysepenvi 6 ceoux 6o3modicnocmsax pabomsi 6 npoepamme 1:C3apniama u
Ynpaenenue nepconanom. Omo enonne 3axkonomepno, m.K. usyuexue 000U KOMNbIOMEPHOU
npocpamMmvl HOMUMO pabomsl 8 Klacce, 20e Bvl 6cezoa Mmoodiceme noayuums NOOCKA3KY,
mpebdyem camocmosamenvbHou pabomul 00UH HA OOUH C DMOU NPOSPAMMOU.

Ymo oenaem?

YV Bac ecmv yueonas eepcus 1C? Ewe pa3z pewaem 6ce npakmuueckue 3a0ayu
camocmoamensho. llpu pewenuu Kaxcoou 3a0a4u CMOMPUM KOHCNEKM UIU Memoouyky. Eciu
ons Baweii yeepennocmu 2mo2o0 Heoocmamouro uzyuaem HMnmepnem pecypcul, noceaujenHvie
1C, yumaem ¢hopymul.

Anpeca HexkoTopbix hopymos o 1C: .

lcsp.ru

videozup.ru/zup/forum/

1cotvet.ru

1c01.ru/forum/

[Tomo6HBIM 00pa3oM aHAIM3UpPYeM BCE OCTalIbHBIC TMO3UIMU U3 JIOJDKHOCTHBIX
MHCTPYKUUH (3aKOHOJATEIBCTBO O TPYIAE, KaIpOBOE JEIOMPOU3BOJICTBO, CIOCOOBI MOUCKA U
orbopa nepcoHana, u T.11.).



Bce nocnenyroniye npakTHUYECKUE 3aJaHUs SBIISIOTCS BCIIOMOIATEIbHBIMU K 33aHUIO 1.
Onu momoryr Bam 0Gonee oOocHOBaHO OTBeTHTH Ha Bompoc "UTo BaM HEOOXOAUMO st
TPYAOYCTPOICTBA IO BEIOPAHHOM CHEIMATBHOCTH M JUIS JalIbHEHIIEH ycrienHoi paboThl.

3anganue 3. Boi0op Bamux HCTOYHHKOB HH(POPMALUM 110 CHIEHHATBHOCTH

O3HakOMbTECh C MPEIOKEHHBIMU Hamu MHTepHeT-pecypcamu. Boibepure Te U3 HUX,
KOTOpbIe OyayT yao0Hb! Bam myis paGoThl.

OTBeThTE HA CIAEAYIOIINE BOIIPOCHI:

Kakumu UuTepHer-pecypcamu Bbl Oyznere Mmonb30BaThCsl s OTBETa Ha BOIPOCHI,
KACAOUIUECs IOPUINIECKON COCTABIIAIONIEH Ballel AESITENbHOCTH.

I'me Ber Oyzmere wuckath 00pasilbl OKYMEHTOB IO JMYHOMY COCTaBy, OOpa3Ilbl
JOJKHOCTHBIX UHCTPYKIUH.

Yem Br1 Oyznere pyKOBOJACTBOBATHCS MPH MOJ00PE MEpCOHAa, KaKOH CIIMCOK BOIPOCOB
ka"auaaram Bel nogrorosute?

http://www.pro-personal.ru/ HNubopManMoHHBI  mopTan  Jis
www.job.ru CICIUAIIMCTOB M0 KaapaM W YIPaBICHHUIO
www.rabota.ru [IEPCOHAIIOM, OY€Hb MHOTrO HH()OpPMAIHH,

HO HaJ0 PETHCTPHPOBATHCS, €CTh (HOPMBI

JOKYMEHTOB M OTBETHI HA BOIIPOCHI.

@opyM  KaJpOBHKOB -  OOCYKICHUSI
http://forum.kdelo.ru/default.aspx HHTEPECHBIX TEM.

[IpakTHYeCKH BECh  CHEKTP TEM IO
http://www.bizneshaus.ru/ KaJIpOBBIM  BOIPOCAM, O4YE€Hb  MHOIO

uH(pOpMaNUU B JOCTYITHON Gopme

KoHcyapTaHT+ - BCEe 3aKOHOIATEILCTBO, HO
http://www.consultant.ru/ €CTh OTpPaHWYEHHUS, Y3HAB HOMEpP 3aKOHa

(MMOCTAaHOBJICHHS), €r0 MOKHO HaWTH B

JIPYrOM MecCTe

Coobmecteo HR  menemxkepoB, ecTb

http://www.hr-portal.ru/ dopyM, MHOro crareii u ectb (OpPMBI
JIOKyMEHTOB
HopmarusHbie JTOKYMEHTBI
http://www.hrmaximum.ru/ 3aKOHOJATEIbCTBO  pa3dop KOHKPETHBIX
CUTYalH.
Co00I1IecTBO  MEHE/DKEpOB 10 MOAOOpY
http://www.podborkadrov.ru/ nepcoHana
http://b-t.com.ua/test.php YxpauHCKHi cauT ecTh MHOTO

ICHUXOJIOTHYCCKUX TCCTOB

Tema 2. TpyaoBoii 10roBop ¢ pa0OTHUKOM: COiep:KaHHe U NOPSAOK oopmiieHus

Bomnpocsl 11 yCTHOTO onpoca:

1. Nepeuncnute JOKyMeHTbI, NpeabABAAEMblE NPU YCTPONCTBE Ha paboTy.

2. B Kakmx cayyaax npu npuéme Ha paboty TpebyercAa cnpasBka 06 oTcyTCTBUM
cyaMmocTu?

3. MoacHuTe, noyemy TK PO 3anpeluaeT 3aKN04EHNE CPOYHbIX TPYAOBbIX 40r0oBOPOB?

4. OxapaKTepu3yiTe oba3aTenbHble YCNOBMA TPYAO0BOro A0roBopa.

5. HasoBuTe 0CcHOBaHMA 3aKNO4EHMA CPOYHOrO TPYA0BOro A0roBopa.



6. Onpeaenvte NOHATUA «PEXMM paboyero BpeMeHu» U «BpemaA oTAbixa». Kak oHu
peryanpytotca B TpyaoBom Kogekce PO?

7. OxapaKTepusyiTe A0NO/IHUTE/IbHbIE YCA0BUA TPYAOBOIO AOroBOpa.

8. Kakne OOKyMeHTbl AIBAAKOTCA OCHOBAaHWEM ANA M34aHMA NpuUKasa paboTtogatensa o
npuéme Ha paboty?

Tema 3. JInuHoe 1es10 padOTHUKA: cOAepKaHUe U NOPSIAOK oopmiieHHs.

Bomnpocs! 1Jist ycTHOTO onpoca:

1. Conep:xanvie v mopsiIoK 0hopMITCHHUS TMIHON KAPTOUKH PAOOTHUKA

2. OcoOeHHOCTH coONepKaHUsI W O(QOPMIICHHUS JIMYHOW KapTOYKH TOCYJIApCTBEHHOIO
CITY’KaIIeTo

3. OcobenHoctu conepkaHusi U O(GOPMIICHHS JIMYHOW KapTOYKH HAYYHOrO (HAY4HO-
MeJ[arOrMYecKoro) paboTHHKA

4. ConeprkaHue U MopsaoK ohopMIICHHUS JIMYHOTO Jiesia paOOTHUKA

CuryanunoHHble 3212491

3anoyHUTe TUYHYIO KAPTOUKY Ha CIEAYIOIUX COTPYAHUKOB:

1) Oner bopucosuu OnunuoB. Ponuncs 12.01.1963 B r. Bonrorpane. Craxx o0muii Ha
Tekymyro pary 20 ner. Craxk HeENpepbIBHBIM Ha TeKyllyro pnary — 18 user. 3akoHumn
Bousrorpanckuii  megarori4ecKUii  MHCTUTYT, CHEUHAIBHOCTh — YYHUTENIb AaHIJUMUCKOTO U
HEMEIIKOTO s3bIKOB. OTciyxun 2 roga B apmuu. JKeHaT, UMEeT JABYX HECOBEPIICHHOJETHUX
JIeTen.

2) Anexceit OneroBuu ['pebGentok. Pommica 15.11.1974 B r. Bombsck CapaToBcKoif
obnactu. MuBanun nercrea. Hurne ve padotai.

3) Ha cBoe ycmoTpenue

Tema 4. TpynoBasi KHHKKA Pa0OTHHKA: COEeP:KAHME U MOPSAOK 0(pOpMIICHHSA
Bonpocsl 11 yCTHOIO onpoca:

1. McTopusi BOBHUKHOBEHUS TPYIOBOM KHUXKKHU

2. Cozieprxanue TpyI0BOM KHIKKH

3. OcopmiteHue TPyIOBOH KHIKKA

CuTyanuoHHbIE 321241

1. PykoBouTENIb KaJIPOBOM CITY)KOBI BHEC B TPYAOBYIO KHIDKKY 3aITUCh 00 YBOJBLHEHUH
paboOTHUIIBI, ¥ KOTOPOW HCTEK CPOK TPYIAOBOTO JIOTOBOpPA, a HOBBIM JIOTOBOP 3aKJIHOYATh
opranuzarus Opu1a HEe ToToBa. [0 HEJOCMOTPY, OKa3aI0Ch, UTO PAaOOTHHUIIA B ATOT MEPHO] ObLIA
Ha TSATOM Mecsie OepeMEHHOCTH, MPUYEM OHa MPEAOCTABIsIa B OPraHU3allUI0 CIPaBKY O
paHHEHW ITOCTAHOBKE HA YYeT B JKCHCKYIO KOHCYJIBTAIMIO, a paboTa, BBIMOJHIEMAas €ro,He
TpeboBaa mepeBoaa Ha Apyryro. OnummTe, Kakhue 0COOCHHOCTH PeryJIUpOBaHUS TPyaa JTaHHOU
pabOTHUIIBI TOJKHBI JIEHCTBOBATh B JaHHOM ciydae?Ecnu NeiCTBUS MO YBOJBHEHHUIO OYAYT
MpU3HAHBI HEJICUCTBUTEIHLHBIMHU, KaK UCIIPABIIATH 3aITHCh, CICTAHHYIO B TPYAOBOH KHIXKKE?

2. Y AK. KpsuioBoii pu opopmiieHun ee padoThl MO COBMECTHUTENHCTBY BBIICHUIIOCH,
YTO B €€ TPYJIOBOW KHIDKKE OTCYTCTBYET MECTO B pasjlielie «CBeACHHsS O pabore». KakoBbl
JENCTBUS KaAPOBUKA B JAHHOM Cliydae?

3. Ecnmim paboTHUK perraer yBOJUTHCS MO COOCTBEHHOMY KEITAHHUIO, TO KAKOB IMOPSIOK
BBIJIaYM €T0 TPYAOBON KHIDKKH? A €CIU €ro YBOJWJIHM B CBS3HM C HAPYIICHHWEM KOJIEKTUBHOTO
JloroBopa?
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Tema S. IIpuka3bl 110 EPCOHANY: COAEPKAHUE U MOPAAOK O0popMIIeHUs

Bomnpocsl 1J1s1 yCTHOTO onpoca:

1. OGmue Bompockl TOJIrOTOBKH PHKA30B 10 TIEPCOHATY.

2. OCOOEHHOCTH COIEpIKaHMs U MopsiaKa ohOPMICHHUs OTACIbHBIX BUIOB IPHKA30B (PAaCIIOPSLKCHUI)
IO TIEPCOHATTY

CuTyanuoHHbIE 321241
1. Hapucyiite cxeMy cocTaBieHHUs JOKYMEHTOB IIPH MIEPEBOJIC Ha JPYTYIO paboTy BHYTpHU
HOPEIPUATHSL.
2. CocraBpTe mpuka3z o nepeBoge padorHuka O.H. I'puroppeBa Ha pabGory BHYTpH
opraHu3anuu (BbIOOp HAaMMEHOBaHMA M APYTUX PEKBU3UTOB OpPraHU3AaLUU OCYIIECTBIIAETCS
CTYJEHTOM CaMOCTOSITENIBHO).

Tema 6. JIokyMeHTBI 10 OTKOMAHMPOBAHUIO H OTITYCKAM IePCOHAJIA:
coJep:kaHue U NopsIoK oGopMiIeHUst
Bonpocs! /151 ycTHOT0 onpoca:
1. Conepxanue 1 opsinok oGopMIICHHS TOKYMEHTOB 110 OTKOMaHMPOBAHUIO MIEPCOHANA
2. Coneprkanue ¥ IOpsIOK 0(hOpPMIIEHHS TOKYMEHTOB I10 OTITyCKaM IepCoHaa

CuryanmnoHHble 3212491

1. Hapucyiite cxemy cOCTaBiI€HHMsS JOKYMEHTOB IO MPEJOCTaBICHUIO OTIyCKa IIO
OepeMEHHOCTH U POJIaM.

2. HapucyiiTe cxeMy COCTaBJIeHUsI JOKYMEHTOB IO IIPEJOCTABICHHUIO OTIyCKa
pabOTHUKAM, YCHIHOBUBILIUM peOEHKA.

3. Hapucyiite cxemy cocTaBieHusl TOKyMEHTOB IO MPEAOCTABICHUIO OTIIyCKa MO YXOIy
3a peOEHKOM.

Bonpocs! 1u1s1 TeCTUPOBaHUS:

1./le10npou3BOACTBO M AOKYMEHTALMOHHOE o0ecrieyeHHue YIpaBIeHus:
a) pa3JIn4a0TCs 00IACTSIMH UCTIOJIb30BAHHUS;

0) WIeHTUYHBIE TIOHATHS;

B) pa3IMYalOTCs BUJAMH OTIEPaLUii;

T') pa3iMyaloTCsl 0 BUJAM OpraHU3aluid, B KOTOPHIX HUCHOJIb3YIOTCS.

2. JIoKyMeHT omnpeeisieTcs Kak:

a) HocuTeNb MH(OPMALIUU B CUCTEME YIIPaBIICHUS;

0) unpopmManss Ha MaTepHATLHOM HOCHTENE C PEKBU3UTAMH, T[O3BOJISIOIIMMH €€
UACHTU(OUIINPOBATE;

B) KaueCTBEHHAsl XapaKTEPUCTHKA yIpaBlIeHUEeCKOW HH(opMmaluy;

T') CBeICHMS, MOATBEpXkKAatomyre (PakT 00bEKTUBHON 1E€HCTBUTENLHOCTH.

3. IokyMeHT00G0POT onpenensieTcs: KaK:

a) COBOKYIHOCTb B3aUMOYBS3aHHBIX MTPOLETypP, 00ECIIeUnBaOUINX IBMKEHUE JOKYMEHTOB B
YUpEeKICHUM,

0) MUPKYIAIUS JTOKYMEHTOB OpTaHU3aIlNN;

B) IOKYMEHTHI OpraHU3alM1, HAXOASAINECS B JBIKECHHUM;

T') JOKyMEHTOOOMEH OpPTaHU3alKy C BHEIIHEH HHPOPMAIMOHHOH cpeoi, 00ecTieYBalOLIHii ee
3¢ exTrBHOE PYHKIIMOHUPOBAHHE.

4.3. OueHoYHBbIE cpeCTBA 1JIsl IPOMEKYTOUYHON aTTeCTALUH.
3a4yeT NPOBOJUTCS ¢ NPUMEHEHUEM CJIEYIOIIMX MeTOA0B: TECTUPOBAaHUs (Ha
MOCJIEIHEM 3aHSITUH) U YCTHOTO OIIpoca.
4.3.1. ®opMupyembie KOMIIETEHIIUN
11



Kon HaunmenoBanue Kon HaumeHnoBaHme 3Tama
KOMITETCHIINU Komnerenunn JTatia oOeBoCHHA OCBOCHUSI KOMITETCHIIUH
KOMITCTEHIINU
I1K-13 CrniocoOHOCTB K MIPOBEICHUIO [1K-13.1 dopmupoBaHUEe YMEHUN U
paboT ¢ mepcoHaIoM HaBBIKOB IIPIMEHEHUSI 3HAHUI
OpTaHU3AINH C TIETBI0 0TOOpa B cepe KampoBOro
KaJpOB U CO3JaHuUs JeJTOTIPOU3BOJICTBA IS
MICUXOJIOTHYECKOr0 KJINMaTa, opraHuszanuu otoopa
CTIOCOOCTBYIOIIETO ONTUMH3AIHN MIepCOHANA M CO3JaHUS
MPOM3BOJCTBEHHOTO TIpoLiecca ONaronpusTHOrO
MICUXOJIOTHYECKOT0 KIIMMaTa
Bripabotka ymennii u
HaBBIKOB IIPIMEHEHUSI 3HAHUI
B chepe JeNOpOU3BOICTBA
st 3pdexkTuBHON paboTHI C
JOKyMEHTAaMH B OpTaHU3aLIH
JTan 0cBOEHHs] KOMIIETEHIIMT Kpurepuii oueHuBanus IMoka3zaTeJib OLIECHMBAHUS
[K-13.1 3HaeT TEXHOJIOTHIO BepHo coctaBnsieT u mpaBHIBHO
dopmupoBaHTe YMEHNH 1 HABBIKOB Habopa u oTbopa oopMIIIET TOKYMEHTHI:
MpPUMEHEHHUS 3HaHUH B cepe KaJApOoBOro | MepcoHaa, peKpyTHHTa peryiaMeHTHpYIoLe 0TOOp MepCcoHaa,
JIeTTOTIPOU3BOJICTBA AJIsl OpTraHU3aI[iH nepcoHana, periaMeHTHpylomue padboty
oTOOpa MepcoHaa 1 CO3AaHMs JOKyMEHTHUPOBAHHS OpraHM3al|y.
ONaronpUATHOTO TICUXOJIOTUYECKOTO oTOOpa nepcoHana [IpaBunbHO aHAM3UPYET U
kiauMara BeipaboTka yMeHHii 1 HAaBBIKOB | (pe3ioMe, aHKeTa, CHCTEMaTHU3UPYeT JaHHBIE O
MIPUMEHEHUs 3HaHW B chepe aBroOuorpadus, TMIHOE | paDOTHUKAX.
JeTONPON3BOJICTBA IS 9P PEKTUBHOI JIeJ10, TPYIOBasi KHIDKKa). | PazpabaThiBacT BepHBIC KPUTEPHH
paboThI ¢ IOKYMEHTaMH B OpraHU3aIin OLIEHKH COMCKAaTellel Ha BAKAHTHOE
MECTO.

4.3.2 TunoBble OLIEHOYHBIE CPeICTBA

Nook~owdE

© ®

10.

11.

12.

Bonpocbl AnA YCTHOro onpoca K 3a4ery:
JIoKyMEeHTO00O0POT: MOHATHE, TPHUUHBI POCTA.
Buibl 1oKyMEHTOB.
JIOKyMEHTBI 110 TOUCKY, OTOOpY M HaliMy MepcoHaa.
Pestome kak noxymeHt. TpeGoBanus k pe3rome. Bumpl pesrome.
Asnxkera. TpeOoBaHMS K aHKETE.
Jluct Gecenpl ¢ conckaresieM BaKaHCHU.
3asBnenue o mpueme Ha paboty. I[IpaBuna odopmienus 3asBrnenuil. IIpotuBopeuns B
MoIX0/1aX K 0POPMIICHHUIO 3asIBIICHUH.
TpynoBoit 10roBop ¢ pabOTHUKOM: COJIEP>KaHHUE U TOPSIOK 0(OPMIICHUS.
Buer moroBopo. OhopMiteHHE TPYIOBOTO JIOTOBOPA.
TpynoBast KHKKa Kak TokyMeHT. ConeprkaHue TpyJoBOi KHIKKH. OdopMIleHHe TPYyI0BOi
KHIDKKH.
Jlenornpon3BoCTBO MO TPYAOBBIM KHIDKKAM: TIOJTy4eHHE, YUeT, XpaHeHHUE, BblJjaua paOOTHUKY
NPU YBOJIbHEHHH.
Jluynast (y4eTHas) KapTouka M JM4YHOE 1eio paborHuka mpemmnpustus. ConmepikaHue u
TOPSIIOK OPOPMIICHHS TMYHON KapTOUKU paOOTHHKA.
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13. OcoGenHocTu conepkanust ¥ 0POPMIICHUS TUYHON KapTOUYKU TOCYIaPCTBEHHOTO CITY KAIIIero.
OcoOeHHOCTH cofiepKaHusi W O(QOPMIICHHS JIMYHOM KapTOUYKM HAy4dyHOro (Hay4dHoO-
[IEJarOrn4ecKoro) paboTHHKA.

14. Coneprkanue ¥ OpsI0K OPOPMIICHHUS JIMYHOTO Jeia pabOTHHKA.

15. Ipuka3 kak nokymeHT. Bunpl npukaszos. [IpaBuia paOoTsl ¢ mpUkazamu.

16. OcobenHocT colepkaHMsT M TMOpsiAKa OQOPMIIEHHS OTHENBHBIX BHUIOB MPUKA30B
(pacropsiKeHHi ) TIO TIEpCOHAITY.

17. Texnonorun wu3Aanusi npukazoB. [Ipomenypsl OTMEHBI W AHHYJIMPOBAHUS TPUKA30B.
XpaHeHue MPHUKa30B.

18. Copmepxanue M TOPAIOK OPOPMIIEHHS JOKYMEHTOB II0 OTKOMAaHAWPOBAHUIO IEPCOHAJIA.
TexHomorns MOATOTOBKM KOMAaHIMPOBOYHBIX JOKYMEHTOB.

19. Copmepxanne U TOPSIOK OQOPMIIEHHSI JOKYMEHTOB MO OTIHyckaM mepcoHana. ['paduk
oTIyckoB. 3asBrienue o0 ormycke. [Ipukas 06 oTmycke.

20. Copepxanue v IOpsA0K 0QOPMIICHHS ITHCEM 10 IIEPCOHATTY.

21. Coneprkanue ¥ OPsIOK 0hOpMIIEHHS CITY>KEOHO-IETTOBBIX 3aIMCOK TI0 TIEPCOHAIY.

22. CripaBKH 10 TIEPCOHATY: COJIEpyKaHue 1 TIOPSI0K 0(hOpMITEHHUSI.

23. TeXHOOTHH PETUCTPAIMU JJOKYMEHTOB, KOHTPOJISI HCIIOJTHEHHUS JOKYMEHTOB.

24. TlocTpoeHre HOMEHKIIATYPbI JeT.

25. ApxuBHOE XpaHEHHUE TOKYMEHTOB

26. SI3bIK ¥ CTUITB JOKYMEHTOB. PeakTupoBanue J0KyMEHTOB.

27. Yandukanus, popManu3ays, CTaHIapTH3AMS TOKYMEHTA.

28. Pabora ¢ koH(puaeHIMaIbHON HHDOpMaIuen

HNuTerpajibHasi MIKaJIa OleHUBAHUS

Ne | OnennBaemsble kpuTepuu no Jucuuniaude 61.B./1B.4.2 MakcumalibHOE K0JI-BO % B
«JloOKyMeHTOBeIeHU e UTOr0BOIi OLEHKe

1 | YcTHBIC OTBETH Ha MPOTSHKEHUHU CEMECTpa 20

2 | Pa30op cuTyanmoHHEIX 33124 Ha MPOTSHKCHUU CEMecTpa 30

3 | JleMoHCTpamnyst TEOPETHIECKUX TTOJIOKEHUH Ha 3a4eTe 30

4 | TectupoBaHue 20

YpoBeHb 3HAaHWUW, YMEHUH M HABBIKOB OOYyYaromierocs MpH YCTHOM OTBETE€ BO BpeMs
MPOMEXKYTOUYHOW  aTTECTAlMU  OMPEICIACTCS  OICHKAMHU  «3a4TE€HO» WJIM «HE3auTEHOY.
Kputepusmu oneHuBaHUS Ha 3a4eTe SBIACTCS JEMOHCTPAIMS OCHOBHBIX TEOPETHUECKUX
MOJIO’KEHUH, B paMKaxX OCBaWBAaeMOUN KOMIIETCHIINH, YMEHHUE TIPUMEHSTH MOJIYICHHBIC 3HAHUS Ha
MpaKTHUKE, OBNAJCHHE HaBBIKAMH aHaJIW3a M CUCTEMATH3alMu HHPOpMAIMK B 00JaCcTH
JIEJIONIPOU3BO/ICTBA.

Jns  mucturuiviH, ¢GOpMOM HMTOTOBOTO OTYETa KOTOPBIX SIBISETCS 3a4eT, MPUHSTHI
CIICTYFOIIINE COOTBETCTBUS:

60% - 100% - «3auteHON;

Menee 60% - «He 3aUTEHO.

Y CTaHOBIIEHBI CIEYIONINE KPUTEPUU OIICHOK:

100% -90% |Ywammiicsi 1E€MOHCTPUPYET COBEPUIEHHOE 3HAHHUE OCHOBHBIX TEOPETHYECKUX MOJIOXKCHHH, B
paMKax OCBaMBaeMOH KOMIIETCHLIMH, YMEET NPHMEHSTH IOJy4YEHHbIe 3HAHUS Ha IPAKTHKE,
BJIaJICET HABBIKAMH aHaJIN3a M CHCTeMaTH3alMi HHHOPMALIUK B 00JaCTH JIEJIONPOU3BO/ICTBA.

89% - 75% Yyamuiicss AeMOHCTPHUPYET 3HAHWE OOJBIIEH YaCTH OCHOBHBIX TEOPETHUYECKUX IOJIOKCHHMH, B
paMKax OCBaMBaeMOW KOMIICTCHIIMH, YMEET MPHMEHSTh MOJYYCHHBIC 3HAHUS HA TPAKTHKE B
OTJIENIEHBIX cepax MpodecCHOHATFHON NesITeIbHOCTH, BaIeeT OCHOBHBIMU HABBIKAMHU aHAIIN3a
Y CHCTEMAaTH3al[i} aHAJIN3a ¥ CUCTEMaTU3aIiy HHPOPMAIUU B 00JaCTH AEIOMPOU3BOJICTRA.

74% - 60%  |Yuammiics IEMOHCTPUPYET JIOCTATOYHOE 3HAHWE OCHOBHBIX TEOPETHYECKUX IOJIOKEHUH, B
paMKax OCBaMBaEMOM KOMIIETCHIIMH, YMEET HCIIOJIb30BATh IOJYYEHHbIC 3HAHUS JUIS PEIICHHUS
OCHOBHBIX TIPaKTHYECKMX 3aJad B OTHCJIBHBIX cepax NpodecCHOHATBHOW NesTENbHOCTH,
YaCTHYHO BJIaJICET OCHOBHBIMH HaBBIKaMH aHAJIM3a U CUCTEMaTH3aluy WHpOopManuu B obnactu
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ACIOIIPOU3BOACTBA.

MeHee 60%  [Ydamuiicss 1eMOHCTpUPYET OTCYTCTBHE 3HAHHUS OCHOBHBIX TEOPETUUYECKUX TMOJOXKEHHUH, B
paMKax OcBanBaeMOW KOMIIETEHIINH, HE YMeET IMIPUMEHSTh IOJTydeHHBIC 3HAHNS Ha TIPaKTHKE, HE
BJIaJICCT HAaBBIKAMH aHAJIHM3a U CHCTEMAaTH3alni HHGOPMAIMH B O0JIACTH EJIOTIPON3BOICTBA.

YcTHbIi onpoc

YpoBeHb 3HAHWN, YMEHMHA W HAaBBIKOB OOYYaIOLIErocs IPH YCTHOM OTBETE BO
BpeMsi IPOBEACHMS TEKYIIEro KOHTPOJs ompexaensercs Oamrtamu B auana3zoHe 0-100 %.
Kpurepusimu onieHUBaHHS [IPH MIPOBEACHUU YCTHOTO OIIPOCaA SBISETCS JEMOHCTPAIMSI OCHOBHBIX
TEOPETUYECKHX TIOJIOKEHUI, B paMKaX OCBaMBaeMOHl KOMIIETCHIIMH, YMEHHE IMPUMEHSTh
NOJydCHHBIE 3HAHUS Ha TMPAKTHKE, OBJIAJCHHE HABBIKAMU aHalW3a M CHCTEMaTU3aluu
uH(popMalu B 001acTU AETONPON3BOICTBA.

[Ipu oueHWBaHWU pE3yABTATOB YCTHOTO OINPOCA HCIOJIB3YETCS CIeayromas IIKaia
OIICHOK:

100%-90% VYyamuiics  JEeMOHCTPUPYET COBEpPIIEHHOE 3HAHME TMpaBWJI PEKPyTHHTa IepCcoHana,
JIOKyMEHTHUPOBAHHsI 0TOOpa MepcoHana, JOKYMEHTOB: pe3toMe, aHKeTa, aBTobuorpadus, udaHoe
JeN0, TPYIOBas KHIKKA; YMEETCOCTABIATh W  OPABHIbHO O(OPMISITh  JOKYMEHTBI,
periaMeHTHPYIOIUEe pPabdoOTy OpraHu3allid H, B YaCTHOCTH, OTOOp TepCOHana, BIaeeT
HaBbIKAMUAHAJM3a M CHCTEMAaTH3al[MK JAHHBIX O pabOTHHKAX; pa3pabOTKH KPUTEPUEB OLICHKH
COHMCKAaTeleil Ha BAKAHTHOE MECTO.

89%- 75% VYyammiicss AeMOHCTPHUPYET 3HAHHENPAaBUJI PEKPYTHHTA IIEPCOHANA, TOKYMEHTHPOBAaHUSI 0TOOpa
NepcoHana, JOKYMEHTOB: pe3loMe, aHKeTa, aBToOHMorpadus, JIMYHOE AENO, TPYIOBas KHIDKKA;
YMEETCOCTAaBIATh W NPaBWIBHO O(GOPMILITH JOKYMEHTBI, perjaMeHTUpyouHe padoTy
OpraHHM3aliM U, B YaCTHOCTH, OTOOp MepcoHaja, BiaJeeTHaBbIKaMHaHAIN3a U CHCTEMaTH3aI[H
JIAHHBIX 0 paOOTHHUKAX; pa3pabOTKN KPUTEPHEB OILICHKU COMCKaTeIel Ha BAKAHTHOE MECTO.

74% -60%  [Yyammuiicss ~ IEMOHCTPUPYET  IOCTATOYHOC  3HAHMUCIPABUI  PEKPYTHHra  MEPCOHANA,
JIOKYMEHTHPOBaHHUS 0TOOpA MEpCoHaNa, JOKYMEHTOB: Pe3loMe, aHKeTa, aBTOOHOTpadus, JTHIHOES
JIe7I0, TPYHOBas KHIDKKA; YMEETCOCTaBJIATh W  NPaBHIbHO O(OPMIATH  JOKYMEHTBI,
permaMeHTHpyomme paboTy OpraHM3alWd M, B YACTHOCTH, OTOOp IIEpCOHANa, YaCTUYHO
BJIaJIceTHABBIKAMHAHAN3a M CHCTEMATH3AIlMK TaHHBIX O Pa0OTHWKAX; pa3pabOTKH KpUTEPHEB
OIIEHKH COMCKaTesIed Ha BAKAHTHOE MECTO.

menee 60%  [Yuammiicss ~ IEeMOHCTpUpPYET  OTCYTCTBHE  3HAHMANPABWI  PEKPYTHHTa  IEpCOHANa,
JOKyMEHTHUPOBAHHsI 0TOOpa IepcoHala, JOKYMEHTOB: pe3loMe, aHKeTa, aBToOnorpadus, maHoe
JIe7I0, TPYyJOOBas KHWKKA, HE YMEETCOCTAaBIATh M IPAaBWIBHO OGOPMISITE JOKYMEHTEI,
periaMeHTHpylolie paboTy OpraHu3aldd W, B YacTHOCTH, OTOOp TIepcoHayia, He
BJIaJiceTHaBbIKAMHAHAIN3a W CHCTEMAaTH3allMM JIAaHHBIX O pabOTHHWKAxX; pa3pabOTKH KpUTEpHEB
OLIEHKH COMCKAaTeJell Ha BAKAHTHOE MECTO.

TecrupoBanue
VYpoBeHb 3HaHMI, yMEHMIl M HAaBBIKOB O0O0Yy4YarolIerocs IMpU YCTHOM OTBETE BO
BpeMs TPOBEJCHHS TEKYIIEro KOHTPOJs ompenensercs Oamwramu B auamazoHe 0-100 %.
KputepueM oneHuBaHUs 0IpU IPOBENECHUU TECTHUPOBAHUS, SBISAETCS KOJIWYECTBO BEPHBIX
OTBETOB, KOTOpBIE Jal CTYJEHT Ha BoOIpockl Tecra. llpm pacuere komudecTBa OayljoB,
MOJIYYEHHBIX CTYIEHTOM IO UTOr'aM TeCTUPOBAHMS, UCTIONb3YyeTCs cleayronas Gpopmyna:

5=2 100,
0

rae b — konudecTBo 63.J'IJ'IOB, MOJIYYCHHBIX CTYACHTOM IO UTOTraM TCCTUPOBAHU,
B — xonndgecTBO BCPHBIX OTBETOB, JAHHBIX CTYJCHTOM Ha BOIIPOCHI TECTA,
O- 06mee KOJIMYCCTBO BOIIPOCOB B TECTC.

Pa36op cuTyanmoHHbIX 32124
Pemenne cuTyallMOHHBIX 33134 OCYILECTBIISIETCS C LENbI0 IPOBEPKU YPOBHS HABBIKOB
(BI1afieHMiT) CTyI€HTA 110 PELIEHUIO PAKTUYECKON CUTYyallMOHHOM 3a/1auH.
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CryneHTty oObsBIsIeTCS yCIOBUE 33/1a4H, PELICHUE KOTOPOI OH W3JIaraeT yCTHO.

D¢ GeKTUBHBIM HHTEPAaKTHBHBIM CIIOCOOOM pELICHUS 3aj1ad SBISCTCS CONOCTABICHUS
pe3yIbTATOB pa3pelIeHUsl OJJTHOTO 3aaHus ABYMS U 00Jee MaJIbIMU TPYIIIaMH 00yJarOLIHXCsl.

3amaun, TpeOyrolmMe H3YYeHHsS 3HAUYUTEIBHOTO oObeMa Marepuana, HEe00XOIUMO
OTHOCHUTbH Ha CAaMOCTOSITEIbHYIO pabOTy CTYAEHTOB, C HEMPEMEHHBIM Pa300pOM Pe3yJIbTaTOB BO
BpeMs MPAKTHYECKUX 3aHATHHA. B JaHHOM ciydae pelieHHe CHUTYallMOHHBIX 3a]ad C TIIyOOKHM
000CHOBaHMEM JIOJDKHO MPEACTABIATHCS Ha MPOBEPKY B MIMCHbMEHHOM BUJIE.

[Ipu omenke pemieHUst 3aJad AHAIM3UPYETCS IMOHMMAHUE CTYICHTOM KOHKPETHON
CUTYyalluH, CIOCOOHOCTh OOOCHOBAaHUS BBIOPAHHOM TOYKH 3pEHHUs, TIIyOMHA NPOpPabOTKU
Marepuaia, akTHBHOCTb IIPE3CHTAIIMN MaTepraa.

[Ipu ouileHMBaHUU PE3yabTATOB pa300pa CUTyalUid U CUTYallMOHHBIX 33]1a4 UCTIOJIb3YeTCs
CJIeIyIoIlas IIKajla OLEHOK:

100%-90% |OTtBeT Ha BOMpOC 3ajaud JaH NpaBwiIbHbI. OOBSICHEHHE XO0/a €€ PCIICHHS
noJpoOHOe, MoCcie10BaTeIbHOE, TPAMOTHOE, C TEOPETUYECKUMH 0OOCHOBAaHUSIMU
(B T.4. M3 JEKUHMOHHOIO Kypca), C MPaBUIbHBIM U CBOOOJHBIM BIIAJICHHUEM
TEPMUHOJIOTHEH; OTBETHI Ha JONOJHUTEIbHBIE BOIIPOCH BEpHBIE, YeTkue. B xone
Npe3eHTAllM MaTepualia WA WHCICHUPOBKH MPAKTUYECKOW CHUTyaluu
IIPOSIBJIEHBI aKTUBHOCTb M HAaBBIKH 3((EKTUBHON KOMMYHHKALIUU.

89%-75%  |OrBeT Ha BOMPOC 3aMaud JaH MpaBWIbHBIA. OOBICHEHHE XOJa €€ PCIICHHS
OAPOOHOE, HO HEJOCTATOYHO JIOTHYHOE, C AHHHYHBIMHU OIIHOKAMH B ICTAJIAX,
HEKOTOPbIMH 3aTPYIHCHHSMH B TEOPETHYECKOM OOOCHOBaHMU (B T.4. W3
JEKIIHOHHOI'O MaTepualia), OTBEThI Ha OMOJHHUTEIBHBIC BOIPOCHI BEPHBIE, HO
HEJIOCTaTOYHO YeTKHe. B Xoje mpe3eHTaluu marepuana Wi HHCICHUPOBKH
MPAKTHYECKONH CHTYyalliM TPOSBJICHBI JOCTATOYHAs AaKTUBHOCTh W HABBIKU
KOMMYHUKAITHH.

74%-60% |OTBeT Ha BOMPOC 3a/a4d JaH NpaBWiIbHBIA. OOBSCHEHHE XO/a €€ PELICHHS
HEIOCTaTOYHO  IOJIHOE, HEMOCIIEAOBaTeNbHOE, C  omMOKaMu, cIadbM
TEOPETUYECKMM O0OOCHOBaHMEM (B T.4. JIEKIMOHHBIM MaTepUaioM), CO
3HAYUTENIbHBIMU 3aTPYAHEHUSIMH M OIIMOKaMH, OTBETHl Ha JOMOJHUTEIbHBIE
BONPOCHI HEJJOCTATOYHO YETKHE, C OIIMOKaMM B JeTalsiX. B Xozae mpeseHTanuu
MaTepuaiga WIA HMHCLUEHUPOBKH NPAKTHMYECKON CHUTyalluu ci1abo MpOsIBIECHbI
aKTUBHOCTbh M HaBBIKM KOMMYHHKAIIHUH.

meree 60%  |OTBeT Ha BONPOC 3a7aud JaH HENMpPaBWIbHBIH. OOBSICHEHHE XOJa €€ PelIeHHs
JAaHO  HETOJHOE, HeMocleNIoBaTeIbHOe, C TpyObIMH  omuOKamu, 0e3
TEOPETHYECKOTO 00OCHOBaHHUS (B T.4. JIEKIIHOHHBIM MaTEpHAIOM), OTBETHI Ha
JIOTIOJTHUTEJIPHBIC  BOMPOCHl HEMPABWIBHBIE WM OTCYTCTBYIOT. B xone
Mpe3eHTAllMM MaTepuaia WM HHCICHUPOBKH MMPAKTHYECKOW  CHTyaluu
OTCYTCTBYIOT aKTUBHOCTh M HABBIKM KOMMYHHUKAI[HH.

IIo n.4.4. MeToguyeckue MaTepuaibl. cojepkanne He oOHOBJIEHO (moci. BapuaHT: IIporemypa
OIICHWBAaHWS 3HAaHWH, YMEHHWH, HAaBBIKOB W (WJIHM) OINbBITA NEATEIbHOCTH, XapaKTEePHU3YIOUIUX ITarlbl
(opMHPOBaHUsI KOMIIETEHINH, OCYILECTBISIOTCS B COOTBETCTBUU C PermamMeHToM o TeKyIieM KOHTpOJie
YCIIEBAEMOCTH W TPOMEXKYTOYHOHM aTTecTallid CTyJeHTOB B Bomrorpajgckom ¢unmane ®I'BOY BO
PAHXuI'C u PernamenTom o OayibHO-PEHTHHIOBOM cucTeMe B BonrorpajckoM MHCTUTYTE YHpPaBICHUS
- pwmane PAHXul'C).

5. MeToauueckue YKazaHus AJ1sd oﬁyqamumxcsl M0 OCBOCHHUIOANCHUIIJINHBI
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HeorbeMieMbpIM 37IEMEHTOM Y4E€OHOTO TMPOIIECCASBISETCS CaMOCTOsITeNbHAs paboTa
cryneHTa. [Ipu nu3ydeHun kypca yueOHOM AUCUUIIMHBI 0CO00€ BHUMAaHHE ClIeyeT 0OpaTUTh Ha
PEKOMEHIyEMYI0 OCHOBHYIO U JIONOJIHUTEIbHYIO JIUTEpaTypy. BakHBIM 371eMEHTOM MOATOTOBKU
K CeMHUHapy sBiseTcs TIJyOOKoe H3ydyeHHEe OCHOBHOM M JIOMOJHUTEIBHOM JHUTEpaTyphl,
PEKOMEHJIOBAaHHON IO TEeMe 3aHATUS, a TaKke MepBOUCTOYHUKOB. [Ipm »TOM mONE3HO
MPOYUTAHHYIO JINTEPATYPY 3aKOHCIEKTUPOBATb.

6. YueOHas quTepaTypa u pecypcbl HH(POPMAIMOHHO-TEJIeKOMMYHUKAIIHOHHOM CeTH
"UHTepHeT", yueOHO-MeTOAUYEeCKOe o0ecneueHne CaMOCTOSITeILHOMH padoThI
00y4arommxcs MoIHCHHILIHHE

6.1.0cHoBHasi JIuTEpaTypa.

1 Hemymmnaa O.H. KangpoBoe nemompousBoacto. Bomnrorpaa: m3a-so Boarorpamuckoro
¢unmana ®I'BOY BIIO PAHXul'C, 2014, 128 c.

2. KysuenoB U.H. [lenonpou3Boactso [DIEeKTPOHHBINA pecypc]: yaeOHO-CIIpaBOYHOE MOCOOHeE. -
M.: Jlamkos u K. — 2014. Pexxum noctyna: http://www.iprbookshop.ru/586 — 3aru. ¢ skpana.

6.2. lonoiHUTeIbLHAS JUTEPaTypa.

1. I'BaeBa U.B. Jlemompou3BoacTBO [DNEeKTpOHHEIN pecypc]: cnpaBouyHuK.— MmuHCck: TetpaCucremc,
Terpanur. Pexxum noctyna: http://www.iprbookshop.ru/28072.— DBC «IPRbooks».

2. T'punbepr A.C. JlokyMeHTaIlIOHHOE OOecTIieueHre yIpaBleHus [ DIeKTPOHHBIN pecypc]: yIeOHuK.—
DJIIEKTPOH.TEKCTOBBIE JTaHHBIE. - IOHUTU JAHA. - 2012. Pexum JOCTyIA:
http://www.iprbookshop.ru/10497.— 3bC «IPRbooks», mo naposito.

3. Kysnenos U.H. JlokyMeHTalMOHHOE 00ECIICYCHHE YIIPABJICHUS M JCIONPOU3BOJICTBA: YICOHUK JIJIs
Oakanaspos. - M.: U3a-Bo IOpaiit; U] FOpaiit. — 2012.

4. Kynses H.H. [lokymenToBeaeHHE [ DNEKTPOHHBIA pecypc]: yaeOHUK— DIEKTPOH. TEKCTOBEIE
nanueie. — M.: Jloroc. — 2012. Pexwum nocrymna: http://www.iprbookshop.ru/9082.— DB5C «IPRbooks», o
MapoJIo

5. Mengsenesa O.B. OcHOBBI JOKYMEHTallMOHHOTO OOECIIeUeHUsI yIpaBieHHs [DNeKTPOHHBIN pecypc]:
yuebHOe mocobue.— DIJIEeKTPOH.TEKCTOBbIE JaHHbIe. - KpacHogap: HOXHBI MHCTUTYT MEHEIXMEHTa. —
2011.Pexum nocrymna: http:// www.iprbookshop.ru/9565.— 3bC «IPRbooks», o naposio.

6.3. YueOHO-MeTOHYECKOE OOecTieueHHe caMOCTOSATEILHOI padoThlI.

1. 3axapoBa JlokyMeHTalMOHHOE oOOeclieueHre YIpaBleHHs [DIEeKTPOHHBI pecypc] : ydeOHO-
npakTrdeckoe mocodue. M.: EBpasuiickuit oTKpbIThIN HH-T. 2012

2. Kou¢uaeHnmanpHOE AEIONPOM3BOACTBO UM 3ALUIICHHBIA 3JEKTPOHHBIH JTOKYMEHTOOOOpOT
[Dnextponnsiii pecypce]: yueonuk/ H.H. Kynsie [u ap.].— DnekTpoH.TeKCTOBbIe ganHbie.— M.: Jloroc,
2013.— 452 ¢.— http://www.iprbookshop.ru/586

6.4. HopMaTUBHbIE NPABOBbIE JOKYMEHTHI.

®enepanbublii 3akoH oT 27 utoist 2010 r. N 210-d3 «O06 opranuzanuu nperocTaBiIeHus
rOCy/IapCTBEHHBIX M MYHUIIUIAIBHBIX YCIYT»

[TpaBuia opranuzanuy JesITeIbHOCTH MHOTO(YHKIIMOHAIBHBIX LIEHTPOB MPEI0CTAaBICHUS
roCy/IapCTBEHHBIX U MyHUIIMTIIAIbHBIX YCIyT, yTBepkIeHHbIe [locTranoBnenunem [IpaButenscTBa
P® or 22.12.2012 N 1376

Metoauueckue pekoMeH1aluu 00 0COOEHHOCTIX oOecreueHns HH()OPMALMOHHON JOCTYITHOCTH
B cpepe Tese-, paJAuoBEIaHus, JEKTPOHHBIX U HHPOPMALMOHHO-KOMMYHUKAIIMOHHBIX
TEXHOJIOTHH, yTBepkaeHHbIe [Ipukazom Munkomcesizu Poccun ot 25.04.2014 N 108

6.5. UHTepHeT-pecypchbl, CHPABOYHbIE CHCTEMBI.
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http://www.iprbookshop.ru/586

MHTepHET-pECYpChl OTCYTCTBYIOT.

6.6 UHbIEe HCTOYHMKH.

HMHbIle nCTOYHMKU OTCYTCTBYIOT.

7. MaTepuaJibHO-TeXHHYeCKasi 6a3a, HH(OPMAIHOHHbIE TEXHOJOTHH, IPOrPaMMHOe
o0ecneyenre U UHGOPMALIMOHHBbIE CIPABOYHbIE CHCTEMbI

MatepuanbHO-TEXHUUYECKOE 0OecTieyeHIe TUCIUIUINHBI BKIIIOYAeT B ce0s:

- JIGKIIMOHHBIC ayJAUTOPUU, 00OPYIOBAHHBIC BUACOMPOCKIIMOHHBIM O00OPYIOBAHHEM JIJIS
MIPE3EHTALUN, CPEACTBAMU 3BYKOBOCIIPOU3BEACHUS, SIKPAHOM;

- TIOMEIICHHUS JJIs POBEACHUS CEMHUHAPCKUX U MPAKTUYCCKHUX 3aHITHIA, 000PYIOBaHHBIE
yaeOHOI MeOebIo;

JucuuninuHa JA0bKHA OBITh  MOJJEPKaHa COOTBETCTBYIOUIUMHU  JTUIICH3MOHHBIMHU
IIPOrpaMMHBIMH IPOIYKTaMHU.

[TporpaMMHEIe cpecTBa obecreueHus y4eOHOTO mpoIiecca JOHKHBI BKIIOYATh:

- IPOrpaMMBbI PE3EHTALMOHHON TpaduKy;

- TEKCTOBBIC PEAAKTOPHI.

By3 obecrneunBaet kaxkaoro odydaromierocs pabounM MECTOM B KOMITBIOTEPHOM Kiiacce
B COOTBETCTBUU C 00bEMOM H3y4aeMbIX JHUCIUILIINH, 00ECIIeYrBACT BBIXO] B ceTh MIHTEpHET.
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