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Koa M HaMMeHOBaHHe HANPABJICHHS NOArOTOBKH, mpodmis: 37.05.02 «(IIcuxdil8BIOBA! o
NeSITEIbHOCTH (cmeumanu3anus «MopaabHO-TICUXO0JIOTHYECKOE obecrnieueHue ciry>keOHOit
JESATEILHOCTH)

KBanupukauus (cTeneHb) BLITYCKHUKA: TICUXOJIOT

dopma o0yuyeHHsi: OUHAs

Leas ocBoeHust AMCUHUILIMHBI: chopmupoBaTh kommeTeHuuu: IIK-27 - cmocoGHOCTh NPUHUMATH
ONITHMAJIbHBIE YIIPABICHYECKNE PEILCHUS.

Ilnan kypca:

Tema 1. /lokyMeHTBI 110 IOMCKY, OTOOPY M HAIIMY IIEPCOHAJIA: CO/IeP KAHNE U NIOPAA0K 0()OpMJICHUS
3asBieHHEe Ha TOMCK W OTOOp mepcoHana. KpammdukamoHHble TpeOOBaHMS K COWCKATEI0 BAaKAHCHU.
OObsBneHne 0 BakaHcHu. Pe3tome kak nokymeHT. TpeOoBanus k pestome. Buapl pestome. Ankera. TpeGoBaHus K
ankete. Jluct Oecenmbl ¢ cOMCKaTelleM BaKaHCHM. 3asiBIeHHE O mpueme Ha paboty. [IpaBuia odopmiieHus
3asBreHui. [IpotuBopeuns B moaxoax K opOpMIICHHUIO 3asiBIeHUH. ABTOOHOrpadus.

Tema 2. TpynoBoii 10roBop ¢ pa0OTHUKOM: COJePKaHNE U MOPAA0K OpopMiIeHUs
JIOKyMEHTBI, NpPEAbSABIAEMBIC IIPU 3aKIIOUYEHUH TPYAOBOIO JOroBopa. JloroBop Kak IOKyMEHT. Buubl
noroBopoB. OOmMe BOMPOCH 3aKIIOYEHUs] TpyAoBoro pgoroeopa. CojepiaHHe TPYAOBOTO JIOTOBOPA.
OOs3aTenbHble  YCIOBHS — TPYIOBOTO  JIOroBopa. JlOMONHHUTENBbHBIE YCIOBUS  TPYAOBOTO  JIOTOBOpA.
JlenonpousBoacTBO 10  JoroBopaM. (OCOOEHHOCTH TMOJTOTOBKM TPYIOBBIX JIOTOBOPOB, COAEPIKAIIMX
crierpuueckue ycinous. OdopmiieHre TpyI0BOTO JI0T0BOpA.
Tema 3. JInunas (yueTHasi) KApTOUKA U JIMYHOE /110 PA00THUKA NMPeINPUSITHS: COIEPsKAHUE U TIOPSIIOK
oopmiieHUSA

Conepxanne W TOPAIOK O(OpMIICHUS JMYHOM KapTouku paboTHHMKA. (OCOOCHHOCTH COACp)KaHUS U
ohopMIIeHHsT TMYHOW KapTOYKU TOCYIApCTBEHHOTO ciykamiero. OcoOeHHOCTH cofiepaHust U O(OpMIICHUS
JIUYHOW KapTOYKU HAYYHOTO (HAaydHO-TIearormdeckoro) pabornuka. ComepkaHue W TOPSIOK OGOpMIICHUS
JTU4HOTO Jiena pabotHuka. [IpaBuia XxpaHeHHs JIMYHBIX 1€ U IMYHBIX KapTOYeK PaOOTHUKOB.
Tema 4. TpynoBasi KHM:KKA pa00THHUKA NPeINPUSTHSA: COePKAHUE U TIOPSIIOK 0 opMIIeHHSs
Conepxanue TpynoBod KHWKKU. [lopsmox odopmiieHus] TpyJOBOM KHM)KKU TPH YCTpPOIMCTBE Ha padoTy.
[TpaBuna BeneHus TpynoBbIX KHIKEK. [lopsnok odopmiienus cBeaeHuit o nmpuéMe Ha padboTy, O MepeBoJie, O
HarpaxaeHusx, o0 yBompbHeHMH. OdopmieHue B TPYHAOBOW KHMKKE 3amHMCed O COBMECTUTEIBCTBE.
Hcnpaenenue 3anuceid B TpYI0BOM KHIDKKE.
Tema 5. Ilpukassl (pacnopsizkeHusi) 0 MEPCOHAIY: COAePKaHUE H MOPSI0K 0(popMIIeHHUsI
[Tpuka3 kak gokymeHT. Turbl npuka3oB. [Ipuka3sl 10 OCHOBHOM IESTEIBHOCTH | TI0 JITYHOMY cocTaBy. OO0mmme
BOIPOCHI TOATOTOBKU IPUKa30B MO mepcoHany. OCOOSHHOCTH CoOAep)KaHusl W Topsaka OhopMIIeHHs
OTICNBHBIX BHUJIOB TPUKA30B (pacCIOpsHKEHU) TO TepcoHany. YHUOUIIMPOBaHHBIE (BOPMBI TIEPBUYHOM
yuétHoli nmokymenTanmu. [Ipukas o mpueme Ha paboty. Ilpuka3z o mepeBome cotpyaHuka. [Ipuka3z o0
YBOJIbHEHHUH.
Tema 6. /lokyMeHTBI 10 OTKOMAHAMPOBAHUIO U OTIYCKAM IEPCOHAJIA:

cojiep KaHue U MOPsiIOK 0popMIIeHHUSsI
[Nonsitne KoMaHaMpoBKU. ["apaHTiy paOOTHUKAM TPH HAINPABJICHUH B KOMaHIUPOBKY. Ciy:xeOHOe 3a/1aHue.
[Ipuka3z o HampaBieHMH pabOTHHKA B KOMaHAMpPoBKY. KomanaupoBounoe ynoctoBepenue. ConeprkaHue U
NOPAIOK 0pOpMITIEHHSI JOKYMEHTOB TI0 OTKOMAHIMPOBaHHIO TiepcoHana. Coaepkanue 1 Iops1oK ohopMiIeHHs
JOKYMEHTOB MO oOTmyckam nepcoHana. [lonstue ormycka. Tumel otmyckoB. Ilpuka3z o mpenocraBieHUn
ormycka. I'paduk ormyckoB. BHecenne m3MeHeHHil B Tpaduk OTIYCKOB. JIOKyMEHTMpOBaHME OT3bIBA W3
OTIyCKa. Y4eOHBIN OTITYCK.

@®opMbI TEKYLIETr0 KOHTPOJISI M IPOMEKYTOYHOM aTTeCTAIMHU:



B xone peamuzauuu gucuumiuubibl.B.JIB.11.2  «JlOKyMEHTOBEICHUENUCTIONB3YIOTCS  CIEAYIOIINE
(hOpMBI U METOJBI TEKYIIETO0 KOHTPOJS YCIIEBAEMOCTH OOYYAIOIIMXCS: YCTHBIA OMPOC, CUTYaIlMOHHBIC
3a/1auu, TECTUPOBAHHUE.

[TpomexxyTouHas aTTecTaius MpoBOIUTCS B (hopMe 3auera METOI0M YCTHOTO OIpoca

Kox srana
OCBOCHUA PesyabTaTsl 00ydyeHus
KOMIIeTeHIIUH
BepHo COCTaBJISIET 51 HpaBUIBHO odopmisier JOKYMEHTHI:
pernaMeHTHpyomme oT0op MEepcoHana, perjaMeHTHpyromue padoryj
OpraHU3aIHH.
[IpaBUIbHO aHATM3UPYET U CUCTEMATU3UPYET JaHHbIE O pAOOTHHUKAX.
IK-27.1 PazpabaThiBaeT BEpHBIE KPUTEPUH OLIEHKH COMCKATeIel Ha BAKAHTHOE MECTO
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