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1. IlepeyeHb NJaHUPYEeMBbIX Pe3y/JbTATOB 00y4eHHs M0 JUCHHUILINHE, COOTHECEHHBIX C
IJIAHUPYEMBbIMH Pe3yJIbTaTaMHU OCBOEHHS MPOrPaMMbl

1.1 JMucuummuaa b1.B.JIB.11.1 «KaapoBoe aenompon3BOACTBO» 00ECIIEYMBACT OBJIAICHUE

CJICAYIOIIUMHU KOMIICTCHIIUAMM:

Kon
Kon HaunmenoBanue HaunmeHnoBanue sTana ocBOCHUS
JTana OCBOCHHS
KOMITETCHITHH Kowmmerenmmm KOMITETEHITUH
KOMITETCHITHH
CriocoOHOCTH IPUMEHEHUS
3HaHUiI B cdepe
CrocoOHOCTh  TUIAHHUPOBATH | ACIONPOU3BOACTBA UL
OpTaHHU30BBIBATh CIyKeOHYIO IUTAHUPOBAHUS U OpPraHU3aIHU
I1K-28 AEsATCIbHOCTh HUCTIOJTHUTETEH, [IK-28.1 CITyeOHOH IeATeIbHOCTH
OCYIIECTBIIATE KOHTPOJIb ec UCIIOJHUTENEH, Ul KOHTPOJIA 1
€3yJIbTaTOB ..
pesy yuéTa pe3yJbTaToB
JIEATSIEHOCTH

1.2. B pesynprate ocBocHmsmucuuiummabibl.B.JIB.11.1 «KanpoBoe menompon3BoacTBO» Y
CTYJICHTOB JTOJI’KHBI OBITH CHOPMUPOBAHBI:

ITMYHOTO COCTaBa M MO/Ipa3/ielieHuil B cdepe
[PaBOOXPAHUTEIbHON AESTEIbHOCTH,
000POHBI, 6€30MMACHOCTH JTUYHOCTH,
00I1IECTBA U TOCYIAPCTBa, OPraHU3alUOHHOM
1 On3Hec-c(epax, a Takxke B chepe
00pa3oBaHMs, COLMAIBLHOM TOMOIIH,
OpraHu3anyy paboThl ICHXOJIOTHYECKUX
Ci1y>KO, IPEOCTABIAIONINX YCIyTH
(bM3MYeCKUM JIMIaM U OpTaHU3aAIHsIM, H
[ICHXOJIOTMYECKOT0 00pa3oBaHus
(pe3ynbTaThl popcaiiT-aHanm3a, yTB.
[TPOTOKOJIOM Kadeapsl ncuxoiaoruu Nel2 ot

Kon srana
OT®/TD A
OCBOCHHS PesynbraTel 00y4ueHus
(pu HayMYMH TIpodCcTaHIAPTA)
KOMIICTCHIIHU
KommereHnus HampaBiieHa Ha Ha ypoBHe 3HaHwmil:
q)OpMI/IpOBaHI/Ie HpO(i)eCCI/IOHaJ'H)HOFO OCHOBHBIC BUbI JAOKYMCHTOB, PCKBU3UTHI,
nelicTBYA: IIAHKPOBAThH U OPraHU30BLIBATE JIOKyMEHTOOOOPOT ~ OpraHM3aLMH, Kacaroruecs
. TUTAHUPOBAHHS u OpTaHU3AIIH CITy’)kKeOHOMH
CITy’kKeOHYIO IeATeIFHOCTh HCIIOMHHUTEICH, .
W JIESITEIbHOCTH UCTIOJTHUTEIICH
OCYILIECTBIIATH KOHTPOITb M YUET €6 =
yit P i Ha ypoBHe ymeHnwuit:
PC3yILTATOB, TIPUHUMATE OHUTHMANLHBIC COCTaBJeHHE W TpaBUIbHOE  O(OPMIECHHE
[yIIpaBICHYCCKHE PELICHIs (Pe3yIbTaThl JIOKYMEHTOB, pErIAMEHTUPYIOIIMX [JIAHUPOBaHHUE,
(hopcaiiT-aHau3a, yTB. IPOTOKOJIOM Kaeaps OPTraHU3aIHIO EATeIbHOCTH UCTIOHUTEIICH
cuxosoruu Nel2 ot 28.04.2018 r.). Ha ypoBHE HaBBIKOB:
aHanu3 ¥ 00001eHrne NHPOPMAITUH JIJISI COCTABICHUS
OT®: penieHre KOMIUIEKCHBIX 32129 OTYETOB, CIIPABOK, JTOKJIAIOB B paMkax
[ICUXOJIOTMYECKOT0 00eCTICUCHHUS NpoQecCHOHANBHOMN IeATeNEHOCTH
yIIPaBJICHYECKOM, CITy>)KEOHOMN NesITeNbHOCTH | [IK-28.1




28.04.2018 1.).

2. O0beM B MeCTO THCHHUIIINHBI
B CTPYKTYpe 00pa30BaTe/ibHOI NMPOrpaMMbl

VYuyeOnas mucnumuinHa bl1.B.JIB.11.1 «KagpoBoe aenonpou3BoACTBO» HNPHUHAIEKUT K
0JIOKy BapuaTHBHAs 4acTh, NUCUUIUIMHGI 110 BeIOOpY. [1o ouHO#l Ppopme 0OydeHHs TUCIUILINHA
ocBaMBaeTCcsl B 5 ceMmecTpe, o0mIas TPYIOEMKOCTb AMCLUMIUIMHBI B 3a4€THBIX €IUHHIAX
cocrapnsieT 2 3E (72 gaca).

ITo ouno#t ¢Qopme o0OydeHHS KOIMYECTBO aKaJEeMHYECKHX YacoB, BBIICICHHBIX Ha
KOHTakTHYI0 paboTy c mpernojaBaTesneM (IO BHAaM Y4eOHBIX 3aHATUH) — 36 4YacoB M Ha
CaMOCTOSITENIbHYIO paboTy oOydaronuxcst — 36 4acos.

dopma NpoMeXyTOUHON aTTeCTalluu — 3a4eT.

3. Copep:xaHue U CTPYKTYPAAUCUHMIIIHHBI

O0beM AUCHUILINHBI, Yac. ®Dopma
KonTakTHas pa6ora TeKyl1ero
o0yyarommuxces ¢ KOHTPOJIS
Ne /m HaumeHoBaHue TeM npenoaaBarteaeM ycneBaemoc
(pa3nesioB) Bcero 10 BMJaM Y4eOHbIX 3aHATHI Cp TH,
MPOMEKYTO
JI JIP 3 KCP YHOI
aTTecTalluu
Ounasn ghopma odyuenusn
5 cemecmp
Tema 1 JIOKyMEeHTBl 1O TIOHUCKY, 12 4 i 2 6 0.C3

0TOOpY M HaliMy IepcoHaa
Tpynosoit JIOTOBOP c
Tema 2 pabOTHUKOM: coepKaHHUEe U 10 2 - 2 6 0]
NOPsIIOK 0OPMIICHHSI.

JluuHoe peno pabOTHUKA:
colilepKaHHME U TOPSIOK

Tema 3 10 2 - 2 6 0,C3
oopmieHus.

Tema 4 Tpynosas KHHKKA
paboTHHKA: COAEp)KaHHE U 14 4 - 4 6 0,C3

NopsiIoK 0hOopMIICHHS
Tema 5 IIpukasel 1O nEpcoHay: 14 4 - 4 6 O, C3




O0beM TUCHUILINHBI, Yac. ®opma

KonTakTHas pa6ora TEKYLIero
o0y4arommxcs ¢ KOHTPOJIS
Ne /i HaumeHnoBaHue Tem NpernoaaBarteyieM ycmeBaeMoc
(pa3neJioB) Bcero N0 BM/JaM Y4eOHBIX 3aHATHI CpP TH,
MPOMEKYTO
| JIP I3 KCP YHOMH
aTTecTaluu

comepkaHHE H  TIOPSIOK
odopmiteHUsS

Tema 6 JOKyMeHTbl N0 OTKOMaHAM
POBAHMIO M OTNYCKaM
nepcoHana: coaep’kaHue n 12 4 - 2 6 0,C3, T
nopaaoK opopmneHms.

[IpoMeKyTO4Has aTTeCcTalysa - 3auer
Bcero: 72 20 16 36 2 3E
Ipumeuanue: — gopmor  mexywezo rkouwmpons ycnesaemocmu. onpoc (0),

mecmuposanue (T), cumyayuonnas 3adaua (C3)
CoaepixaHue AU CHUILIMHBI

Tema 1. JIokymMeHTBI 110 IOMCKY, 0TOOPY U HAliMY MepCOHAJIA: co/iep KaAHNe U TIOPSI0K
oopmiieHUS
3asBneHre Ha MOUCK W OTOOp mepcoHana. KeamudukarmonHble TpeOOBaHUS K COMCKATENIO
BakaHcum. OObsiBlieHHE O BakaHcuu. Pe3toMe kak nokymeHT. TpeboBaHus K pe3tome. Bubl pestome.
Ankera. TpeOoBanus k ankere. JIuct Oecenpl ¢ couckarteneM BakaHCUU. 3asiBICHHE O MpHUEME Ha
pa6orty. [IpaBuna opopmienus 3assienuit. [IpotuBopeuns B moaxoaax K ohOpMIICHUIO 3asIBIICHUIMA.
ABTobuorpagus.

Tema 2. TpyaoBoii 10roBop ¢ paboOTHUKOM: CO/Iep:KaHue U MOPAT0K 0(popMIeHUs

JIOKyMEHTBI, IPETbSIBIISIEMbIE TP 3aKITFOUSHUH TPYIOBOTO JIOroBOpa. JJoroBop Kak JIOKYMEHT.
Bunaer noroBopos. OO1ipie BOMPOCH! 3aKIIOYEHHS TPYAOBOro noroBopa. ConepikaHue TPYHOBOTO
noroBopa. OOsi3aTeNbHBIE YCIOBHS TPYJOBOTO JIOTOBOpa. JlOMOJIHUTENBHBIE YCIOBUSI TPYIIOBOTO
noroBopa. [lemonpou3BoacTBo mo goroBopam. OCOOEHHOCTH TMOATOTOBKHM TPYIOBBIX JOTOBOPOB,
coneprkanmx creruduueckue ycnosus. OdopmiieHre TpyI0BOTro I0roBOpa.

Tema 3. JInunas (yueTHas1) KAPTOUKA M JIMYHOE 1eJ10 Pa0OTHUKA NPeANPHSITUS:
coJep kaHue ¥ NopsaoK oGopmiIeHUs

Conmepxanne W TOpAAOK OQOPMIICHHUS JIMYHOW KapTO4yku padoTHHMKa. (OcoOEHHOCTH
cofepkaHuss U OGOPMIICHUS JIMYHOM KapTOYKH TOCYAapCTBEHHOTO ciyxamiero. OcoOeHHOCTH
cofiepkaHus W O(hOPMIICHHST JIMYHOM KApTOUKH HAYYHOTO (HAYYHO-IIJAroriHyecKoro) pabOTHHKA.
Coneprkanue 1 mopsiiok oGOpMIIEHUsI JIMYHOTO Jefa paboTHuKa. [IpaBuia XpaHeHHs JIMYHBIX JIeN U
JIMYHBIX KapTOYCK pa6OTHI/IKOB.

Tema 4. TpynoBasi KHMKKA pa00OTHUKA NPeANPUATHSA: cOlepKaHie U TIOPSIA0K
oopmiieHHS

Conepxanue TpynoBoi KHIDKKU. TTopsiiok  oopmiieHus TpyJA0BOM KHUXKKU TIPH YCTPOMCTBE
Ha pabory. IlpaBuna BeneHust TpyaoBbIX KHIbKEK. [lopsimok odopmienust cBeeHuil o npuéme Ha
paboTy, 0 mepeBoie, 0 HarpaXKICHHUsX, 00 yBoiabHeHNH. O(hOopMIICHHE B TPYIOBOW KHIKKE 3aIUCeH 0



COBMECTUTENLCTBE. VcnpaBieHue 3anvceil B Tpy10BOM KHUKKE.

Tema 5. Ilpukassl (pacnopsizkeHusi) 0 MEPCOHAILY: COAepPKaHUe H NMOPSI0K 0(hopMIIeHHsI

IIprka3 kak nokymeHT. Tunsl pukasos. IIpukasel 10 OCHOBHOM JEATEIBHOCTH U 10 IMYHOMY
cocraBy. OOImue BOIPOCH MOATOTOBKM HPHUKA30B IO mepcoHamy. OCOOEHHOCTH COIEp)KaHUS U
nopsiika opOpMIIEHHMS  OTHENBbHBIX  BHJIOB NPHUKA30B  (paclopsikKeHWH) MO TepCoHaly.
VYHuguumpoBanHsle GopMbl MEpPBUYHON yu€THOM nokymeHTanmu. [lpuka3 o npueme Ha paloTy.
ITpuka3 o nepeBoje coTpyanuka. [Ipuka3 06 yBoabHEHHH.

Tema 6. JIoKyMeHTBI 110 0TKOMAHIHPOBAHUIO H OTITYCKAM IEPCOHAJIA:
cojiep:kaHue U MOPSIOK 0GopMIIeHHsT

Ilonsitue komaHIMpoBKU. ['apaHTMM pabOTHMKAM NpH HANpaBiI€HUMM B KOMaHIUPOBKY.
CnyxebHoe 3amanue. [Ipuka3 o HampaBineHHMH paOOTHHMKA B KOMaHAMPOBKY. KomanmupoBounoe
ynocroBeperue. ConepikaHue U TOPANOK O(GOPMIECHUS JOKYMEHTOB IO OTKOMAaHAMPOBAHUIO
nepcoHana. ConeprkaHue M NOpAAoK opOpMIICHUS JOKYMEHTOB 110 OTIIycKaM IepcoHana. [lonstue
ormycka. Tumel otmyckoB. IIpukas o mpenocraBieHuu ormycka. ['paduk ormyckoB. Baecenue
M3MEHEHUH B rpaK OTIYCKOB. JJOKYMEHTHPOBAHUE OT3bIBA U3 OTIIYCKA. Y YEOHBIN OTITYCK.

Ha camocrostensuyto pabory cryaentoB no aucuuruinae b1.B.JIB.11.1 «Kaaposoe
JIETIOTIPOU3BOJICTBO»BBIHOCSTCS CIICTYIONTUE TEMBI:

1;]\;‘121 Tema Bonpocsl, BbiHOcuMble Ha CPC ((;::;:

1 2 3 4

1 | HoxymMmeHTsl 1o moucky, oroopy | [IpaBuma  odopmienust  3asBieHH.
U HailMy nepcoHala [IpoTtuBopeuuss B nojaxojax K 0,C3

0 OPMIICHHUIO 3asIBIICHHH.

2 | TpynoBoit JIOTOBOP ¢ | Jlemompon3BoACTBO MO  JIOTOBOpaM.
pabotHukoM: coaepkanue U | OCOOEHHOCTH TIOATOTOBKH TPYJIOBBIX 0
MOPSIOK OOPMIICHHSI. JIOTOBOPOB, CoJleprKaIInx

cnenn(puIecKue ycJIoBHUsl.
3 | Jluunoe  pmeno  pabotHuka: | [IpaBuna XpaHeHHs JUYHBIX J€J1 U

CoJIepIKaHue u MOPSIZIOK | JIMYHBIX KAPTOYEK PAOOTHUKOB.
ohopMIIEHUS. 0,C3

4 | TpynoBas kHmkka pabotHuka: | [lopsgok odopmieHust cBeneHWd O

coziepKaHue u nopsiok | mpuéme Ha paboTy, O TIepeBoie, O
odopmiteHus HarpaxJICHUsX, 00 YBOJIBHCHHH.
Odopmnenne B TpPyIOBOH  KHHKKE 0,C3
3anucei 0 COBMECTHUTEIILCTBE.
UcnpaBnenue 3amnuceld B TPYIOBOM
KHMKKE.
5 | [Ipukassl o nepcoHainy: | OCOOEHHOCTH conIepX aHusl M TOpsAKa
coJiep)KaHue u HopsiIoK | oopmiIeHus OTZEIbHBIX BHJIOB
odopmiteHus IIPUKA30B (pacrniopsixkeHHi) 1o 0, C3

nepcoHainy. YHU(GHUIUPOBAHHBIE (HOPMEI
NEPBUYHON YUETHON TOKYMEHTAIMH.

6 | [lokymeHTbl N0 OTKOMaHAM Buecenne  u3MeHeHHMii B Tpaduk
POBaHMIO M OTMYCKam OTITyCKOB. JIOKyMEHTHpOBaHHE OT3bIBA

0,C3, T




NnepcoHana: cogepikaHue u U3 OTIyCKa. YUYeOHBIH OTMYyCK.
nopsaaoK opopmieHus.

4. MarepuaJjbl TEKylIero KOHTPOJIS yCIIEBA€MOCTH 00y4aOIIUXCS U
(oHT OLIEHOYHBIX CPEICTB MPOMEKYTOYHOM aTTeCTAIUM MO AUCHUIIHHE

4.1.1. B xone peaqu3anuu JMCHUIUVIMHBI HCIHOJIbL3YIOTCS CJeAYIOIIHE METOAbl TEKYILIero
KOHTPOJIfA YCTIEBAEMOCTH 00YUYAKOIIUXCS

Metoabl TeKyLero KOHTpoJist

Ne i/ HanMmeHnoBaHnue TeM (pa3jiesioB)
ycneBaeMoOCTH
Tema 1 JIOKyMEHTBI IO TIOMCKY, OTOOPY M HaliMy niepcoHasia VYCTHBIN onpoc, CUTYaIl[MOHHBIE
3a/1a4uu

TpynoBoit 10roBOop ¢ paOOTHUKOM: COJCp)KAaHHE |

Tema 2 YcTHbli onpoc
MOPSAZ0K O(OPMIICHUSI.
Jlmanoe neno pabOoTHHWKA: COIEpKAaHWE W  TOPAIOK
YcTHBII 01poc, CUTyalluOHHBIE
Tema3 | ObopMicHuUS. p yar
3a7a4n
Tema 4 TpynoBas KHIKKa pabOTHUKA: COIEPXKAHWE WU IOPAIOK VY CTHBIN ONPOC, CUTYalIUOHHBIE
odopmiIeHUs 3a1a9u
Tema 5 [Ipuka3sl 1©O TEpcOHANY: CONEpPKAHME U MOPAIOK YcTHBIM 0npoc, CUTYallMOHHbIE
odopmIIeHHUS 3a1a4u

JOKYMeHTbl NO OTKOMaHAMPOBAHUIO U OTMNYCKam

YcTHBIM 0npoc, CUTYallMOHHbIE
Tema 6 nepcoHana: coaep*kaHue 1 nopaaok obopmaeHus.

3aAa4yu, TCCTUPOBAHUC

4.1.2. 3auyer mnpoBOAWTCH ¢ NPHMEHEHHEM CJEAYIIIMX MeTOA0B: TECTHPOBaHUS (Ha
MIOCJIEAHEM 3aHITHH) U YCTHOTO OIIpOCa.
4.2. MartepuaJjbl TEKYLero KOHTPOJIA YCIIeBaeMOCTH.

Tema 1. JlIoKkyMeHTBI 110 MOUCKY, OTOOPY U HAlIMY NepcoHaa

Bomnpocsl ycTHOro onpoca:

1.Pe3rome kak nmokymeHt. TpeboBanus k pe3tome. Bumpl pestome.

2.Ankera. TpeboBaHMs K aHKETE.

3.JIuct Gecenpl ¢ COUCKATEIIEM BAKAHCHU.

4. 3asBnenne o mpueme Ha padoty. [IpaBuna odopmienus 3aseienuil. [IporuBopeuns B
MoIX0/1aX K 0POPMIICHHUIO 3asIBIICHUH.

CuryanuoHHBbIC 321241

3ananue 1. JlokymMeHTHPOBaHMEe PEKPYTHHIA NMEPCOHAJIA

Ilens: oBiageHNe HaBBIKAMM COCTAaBJIEHHS M OLIEHWBAHUSA JOKYMEHTBHI IO PEKPYTUHTY
nepcoHania.

O 1 an 1. CryneHueckass rpynmna pa3zduBaercs Ha aBe 4actu. Kaxnas moarpynma
npejacTaBisieT ce0s B BHJAE OpraHu3allid M BBIOMpAET PYKOBOAUTENA. 3aTeM KaxKias
OpraHM3ainus 3adBJII€T O TOM, 4YTO B HEW MOSBWIACh BakaHTHas JOJDKHOCTb. [locie 3toro
KaXKJasi TPYINa COCTaBJseT NepedeHb TpeOOBaHUM K KaHAWJIATy Ha JJaHHOE BAaKaHTHOE MECTO,
dopMHpyeT KOMIUIEKT JOKYMEHTOB, TpeOyeMbIM sl Habopa IepcoHaja U COCTaBIISET
oObsiBeHNEe 0 BakaHcuM s nmyOnukanuu B CMU. IlpenonaBatenb, COBMECTHO € TPYIIOi
00CyX/1aeT MpaBUIBHOCTh COCTABJICHUS JOKYMEHTOB U O0OBsBICHUSA. BrIpabarbiBaroTcs u
3aIMKCHIBAIOTCS PEKOMEHAAINH.

O 1 an 2. I'pynnsl 0OMEHUBAIOTCS OOBSBICHUAMHU, U UX MPEACTABUTENN COCTABISIOT
pe3roMe (Z1enaeT Kaxablid CTY/IEHT) B COOTBETCTBHH C TEM OOBSBICHHEM, KOTOPOE TOJY4YE€HO OT




apyroii rpynmnsl. CocTaBlIeHHbIE pE3IOME OTHAIOTCS «pabOTONATENsIM», KOTOPbIE BBIOMPAIOT U3
HUX HauOosiee TOAXONAIIME W Teped TPYNIOH apryMEHTHUPYIOT CBOM BbIOOp. OTOOpaHHBIE
IPETEHIEHTHI MPUTJIAIIAIOTCS Ha coOece0BaHueE.

O 1 amn 3. CTyaeHTaMH pa3bIrPBIBAIOTCS CUTYAIlUU NIPOBEICHHS COOECeIOBaHUM, 3aTEM
IPOUCXOUT UX IPYIIIOBOE OOCYXKIEHHE.

3ananmue 2. [logroroBka Kk Tpya0yCcTpoOicTBY

1. Haitnure B nTepHere 00bsBICHUS O BakaHCUU «MeHeKep 10 NEPCOHATY», U3yUUTe
TpeOOBaHUS, KOTOPbIE MPEABIBIAIOTCS K KaHAUIaTaM.

2. llogymaiiTe — YTO U3 NEPEUYMCICHHBIX TpeOOBaHMI MOXET BbI3BaTh Yy Bac
3arpynHenus. OrnpezenseM Kpyr BOIPOCOB KOTOpbIE HYKJIArOTCs B Bamiel nOMONHUTENbHON
pabore. [IpyHuMaeM perieHue, 4To ¢ 3TUM JIeaeM.

Ilpumep:

Buvl He ouenv ysepenvt 6 ceoux 6o3mooicnocmsax pabomsi 8 npoecpamme 1:C3apniama u
Ynpaenenue nepconanom. 9mo enoane 3axkonomepno, m.K. usyuexue 11000U KOMNbIOMEPHOU
npocpammvl HOMUMO pabomsl 6 Klacce, 20e Bwl 6cecoa moodiceme noayuumes NOOCKA3KY,
mpebdyem camocmosamenbHou pabomul 00UH HA OOUH C DMOU NPOSPAMMOU.

Ymo oenaem?

Y Bac ecmv yueonas eepcus 1C? Ewe pa3z pewaem 6ce npakmuueckue 3a0ayu
camocmoamensvho. llpu pewenuu Kaxcoou 3a0aiyu cMOMpUM KOHCHEKm uiu memooudxy. Eciu
ons Baweii yeepennocmu 2moz20 nHeoocmamoyno uzyuaem Hnmepnem pecypcul, nocesaujenHvlie
1C, yumaem ¢hopymul.

Anpeca HEKOTOPBIX GopymoB 10 1C: .

lcsp.ru

videozup.ru/zup/forum/

1cotvet.ru

1c01.ru/forum/

[Tomo6uBIM 00pa3oM aHAIM3UpPYeM BCE OCTaJdbHBIE TMO3ULUU U3 JIOJDKHOCTHBIX
UHCTPYKIUH (3aKOHOJATEIhCTBO O TPYHAE, KaIpOBOE JEIOMPOU3BOJICTBO, CIIOCOOBI MOWCKA U
oTOopa mepcoHana, u T.11.).

Bce mocnenyromue npakTHYECKUE 3aaHUs SBISTIOTCS BCIIOMOTATENbHBIMU K 33JJaHHIO 1.
Onu momoryr Bam Oonee o0ocHOBaHO OTBeTUTH Ha Bompoc "UTo BaM HEOOXOAMMO s
TPYAOYCTPOICTBA 110 BEIOpaHHON CHENMATBLHOCTH U JJIsl aJIbHEHIIeN ycreHOW paboThl.

3aganue 3. Boi0op Bamux ncToYHNKOB MH(pOPMALUM O CTIENHATBHOCTH

O3HakoMbTeCh C MpeIOKeHHbIMU Hamu MHTepHeT-pecypcamu. BriGepute Te U3 HUX,
KOTOpBIe OyayT ynoOHbI Bam nms paboTsl.

OTBeThTE Ha CIIEIYIOIINE BOIIPOCHL:

Kakumu WuTepHeT-pecypcamu Bbl Oynmere Mmoiap30BaThCs JJIsi OTBETa Ha BOIPOCHI,
KaCaroUuecs IOpUINYECKON COCTABIIAIOIICH BalIEC NEATEIIBHOCTH.

I'me Bbr Oyzmere wuckath 00pasibl JOKYMEHTOB IO JIMYHOMY COCTaBy, OOpas3Iibl
JIOJKHOCTHBIX MHCTPYKIUH.

UYem Bol Oynere pyKoBOJACTBOBATHCS MPHU MOAO0pE MEepCcoHaja, Kakoil CIHMCOK BOMPOCOB
KaHauaaraMm Bel moarorosure?

http://www.pro-personal.ru/ Wudpopmanmonssiii  mopran s
www.job.ru CICIUAIICTOR IO KaapaM W YIPaBICHHUIO
www.rabota.ru NepCOHAJIOM, OYEeHb MHOTO HWH(pOpMAIHH,

HO HAJ0 PETUCTPUPOBATHCS, €CTh (DOPMHBI
JIOKYMEHTOB ¥ OTBETHI HAa BOIIPOCHI.



http://forum.kdelo.ru/default.aspx dopyM KaapOBHKOB - OOCYKICHUS
HHTCPCCHBIX TCM.

http://www.bizneshaus.ru/ [IpakTHyeckn Bech CHEKTP TeM IO
KaJIpOBBIM  BOIIpOCaM, OYEHb  MHOIO
nH(pOpMaLUU B JOCTYITHON Gopme

http://www.consultant.ru/ Koncynbrant+ - BCC
3aKOHO/IATEIIbCTBO, HO €CTh OTPaHHYCHHS,
y3HaB HOMEp 3aKOHa (IIOCTAaHOBJIEHUS), €r0
MOYXHO HAiTH B IPyroM MeCTe

http://www.hr-portal.ru/ CoobmectBo HR meHemkepoB, ecTh
dbopyMm, MHOro crateii M ecTb (OPMBI
JOKYMEHTOB

http://www.hrmaximum.ru/ HopmaruBHbie JOKYMEHTBI
3aKOHOJATEIBCTBO  pa3dbop  KOHKPETHBIX
CUTYaLHM.

http://www.podborkadrov.ru/ Coo0IIecTBO  MEHEIKEPOB 110
noadopy nepcoHana

http://b-t.com.ua/test.php YKpauHCKHH CalT ecTh MHOTO

IICUXOJIOTHYCCKHUX TCCTOB

Tema 2. TpyaoBoii 10roBop ¢ pa0OTHUKOM: cO/iep:KaHHe U NOPSAOK oopmiieHnst

Bonpocsl 11 yeTHOr0 onpoca:

1. Nepeuncnute AOKYMEHTbI, NpeabABAAEMbIE NPU YCTPONCTBE HA PaboTy.

2. B Kakux caydasax npu npuéme Ha paboty Tpebyetca cnpaBka 06 OTCyTCTBUM
cyammocTtun?

3. NoAcHuTe, noyemy TK PO 3anpelaeT 3akA0YEHNE CPOYUHbIX TPYAOBbIX 4OFOBOPOB?

4. OxapaktepusynTte obsasatenbHble yC0BUA TPYAOBOro A0roBopa.

5. Ha3oBunTe OCHOBaHWA 3aK104EHMA CPOYHOrO TPYA0BOro AOr0BOPA.

6. OnpepenvTte NOHATUA «pexmm paboyero BpemeHU» U «BpemaA oTabixa». Kak oHu
peryaunpytotca B Tpyaosom Kogekce PO?

7. OxapaKTepusynte AONOSHUTE/IbHbIE YCNOBUA TPYA0BOrO A0roBOpa.

8. Kakve [OOKyMeHTbl ABNAIOTCA OCHOBAHWEM ANA MU34aHUA NpuKasa paboTtopatena o
npuéme Ha paboty?

Tema 3. JInunoe gej10 padOTHHKA: COAEpPKAHUE H TOPSAAOK 0(pOpMJICHHUS.

Bonpocsl 11 ycTHOr0 onpoca:

1. Conep:xanuie 1 opsI0K ohopMIIeHUS TUIHON KapTOUKH PabOTHUKA

2. OcoOeHHOCTH colep)kaHusl M O(QOPMIICHUS JIMYHOW KapTOYKH TOCYAApCTBEHHOIO
CITY’KallEro

3. OcobeHHoctu cozepxkaHuss M O(OPMIIEHHS JIMYHOM KapTOUYKM HAy4yHOro (Hay4Ho-



TMIEIarOTUIECKOro) paboOTHUKA
4. Coneprkanue 1 opsaok ohopMIICHUS JTUYHOTO Jiesia pabOTHUKA

CuryanmnoHHble 3212491

3anoJIHATE JUYHYIO KapTOUYKY Ha CIEAYIOUUX COTPYIHUKOB:

1) Oner bopucosuu OnunuoB. Ponuncs 12.01.1963 B r. Bonrorpane. Craxx o0muii Ha
tekymyw gaty 20 nger. Craxk HeENnpepbIBHBIM Ha TeKyulyro aary — 18 ner. 3akoHuui
Boarorpaackuii 1meiarormyecKMii  MHCTUTYT, CHELUAIBHOCTh — YUYHTEIb AHIJIMHCKOIO U
HEMELKOro s3bIKOB. OTciyxkun 2 roga B apmuu. JKeHar, UMeeT IBYyX HECOBEPLIEHHOJIETHUX
JleTen.

2) Aunekceit OmeroBuu ['pedentok. Pommncs 15.11.1974 B r. Boawsck CapaTtoBckoit
obmactu. MuBanuy nercrea. Hurne e paGoran.

3) Ha cBoe ycmoTtpeHue

Tema 4. TpynoBasi KHMKKA pa0lOTHHKA: CO/lep:KaHMe M NMOPS/I0K 0(popMIIeHHA
Bomnpocs! a1 ycTHOro onpoca:

1. UcTopusi BOBHUKHOBEHUS TPYIOBOM KHIKKU

2. ConeprkaHue TpyI0BOM KHIKKI

3. OdopmrieHHE TPYIOBOM KHIKKH

CuryanuoHHBbIC 321241

1. PykoBomuTens KaapoBOi CIyObl BHEC B TPYAOBYIO KHIKKY 3aIHCh 00 YBOJIIbHEHUH
pabOTHUIIBI, Y KOTOPOM HCTEK CPOK TPYAOBOIO JIOTOBOpPA, a HOBBIA JIOTOBOP 3aKIHOYATh
opranuzaius Opuia HEe roToBa. [1o HeFOCMOTpPY, OKa3anoCh, 4YTO PaOOTHUIIA B ATOT MEPHUO]] ObLIa
Ha TSATOM Mecsile OepeMEHHOCTH, MPUYEM OHa MPEAOCTaBIsIa B OPraHU3alldI0 CIPABKY O
paHHEl TMOCTaHOBKE Ha y4yeT B JKEHCKYI0 KOHCYJIbTAllMI0, a paboTa, BBINOJHSIEMAas €10,He
TpeboBaia nepeBoaa Ha Apyryto. ONuIImMTe, Kakue 0COOEHHOCTH PEeryIUpOBaHus Tpyaa JaHHOU
pabOTHUIBI JTOJKHBI JIEHCTBOBaTh B JaHHOM ciy4yae?Eciu NeicTBUS MO YBOJIBHEHHIO OyAyT
MPU3HAHBI HEJEHCTBUTEIbHBIMH, KaK HUCIIPABIIATH 3aIIUCh, CACIAHHYIO B TPYI0BOM KHIXKKE?

2. Y AK. KpsutoBoii mpu opopmiieHUN ee padoThl 0 COBMECTHTEIHCTBY BBISCHUJIOCH,
4TO B €€ TPYAOBOM KHHXKKE OTCYTCTBYET MECTO B pasjielie «CBeleHus o pabore». KakoBbl
JeICTBUS KaApOBUKA B JJAHHOM citydae?

3. Ecnu paboTHHUK perraeT YBOJNUTHCA MO COOCTBEHHOMY JKENAHHUIO, TO KaKOB MOPSAIOK
BbIJIaYM €r0 TPYAOBON KHMKKH? A €CIM €ro yBOJWIHM B CBA3HM C HapyIIEHHWEM KOJUIEKTHUBHOIO
Joroopa?

Tema S. Ilpuka3ssl o mepcoHaNy: coaepKaHue U NOPAAOK 0poOpMIICHUS

Bonpocsl 11 yCTHOrO onpoca:

1. ObrmEie BONPOCHI MOJITOTOBKY IIPHKA30B TT0 TIEPCOHAITY.

2. Oco0eHHOCTH COIepXKaHuUsI M TTOpsiaKa oQOpMIIEHHS! OTAEIBHBIX BUIOB MPUKA30B (PacIopshKEHUH)
T10 IIEpCOHAITY

CutyanuoHHbIE 321241
1. Hapucyiite cxemy cocTaBleHHUs JOKYMEHTOB IIPH MEPEBOJIE HA IPYTYI0 pabOTy BHYTPH
HPEIITPUATHSL.
2. CocraBpTe mpuKa3 o mepeBoge padotHuka O.H. I'puroppeBa Ha paboTy BHYTpH
opranuzanuy (BbIOOp HAaMMEHOBAHMS M JPYTUX PEKBU3UTOB OpPraHMU3alliU OCYIIECTBIISAETCS
CTYJEHTOM CaMOCTOSITENIBHO).

Tema 6. JIokyMeHTBI 110 0TKOMAHIMPOBAHUIO M OTITYCKAM IepCOHAJIA:



CoJIepsKaHNe U MOPAI0K 0(pOpMIICHHUSI
Bomnpocs! 118 yCTHOro onpoca:
1. Conepxanue 1 opsiiok oGopMIICHHS TOKYMEHTOB 110 OTKOMaHMPOBAHUIO [IEPCOHANA
2. Coneprkanue 1 IOpsI0K 0(hOpMIIEHHS TOKYMEHTOB I10 OTITyCKaM IepcoHaa

CI/ITyaIII/IOHHLIe 3aJla4umn

1. Hapucyiite cxemy cCOCTaBIEHHsS JOKYMEHTOB IO IPEJOCTABICHUIO OTITyCKa IIO
OEepeMEHHOCTHU U POJIaM.

2. HapucyiiTe cxeMy COCTaBJIE€HHUS JIOKYMEHTOB II0 MPEJOCTAaBICHHUIO OTITyCKa
pabOTHUKAM, YCHIHOBUBIIMM peOeHKA.

3. Hapucyiite cxemy cocTaBlieHHS JOKYMEHTOB IO MPEIOCTABICHUIO OTITYCKa MO YXOIy
3a peOCHKOM.

BO]'[pOCl)I AJIsl TECTUPOBAHUA

1./lesIonpPOU3BOACTBO M TOKYMEHTAIMOHHOE 00ecIieUeHne YIPaBJIeHUS:
a) pa3IMYaroTCs 00JIACTSMU MCIIOJIb30BAHUS;

0) HICHTUIHBIC TTOHATHS;

B) pa3IMYarOTCs BUJIAMH OTICPAITHii;

T') pa3JIM4yaroTCs IO BUJAM OpPraHU3aIuii, B KOTOPBIX UCIOIb3YOTCS.

2.JlokyMeHT omnpeelisieTcsl Kak:

a) HOCUTEIb MH(POPMAIIUY B CHCTEME YITPABIICHUS;

0) uHpopManst Ha MaTepUATLHOM HOCHTENE C PEKBU3UTAMH, TO3BOJSIOIIUMH €€
UACHTU(OULINPOBATE;

B) KaueCTBEHHAs XapaKTEPUCTHKA yIpaBlIieHIEeCKoW HH(opMaIuy;

T) CBEICHUS, MOATBEPKAArOIINE (DAaKT O0bEKTHBHOM e CTBUTEIHHOCTH.

3. IoOKyMeHT0000pOT onpeaeasieTcs: Kak:

a) COBOKYIHOCTh B3aUMOYBSI3aHHBIX TPOIIEIYP, O0OCCIICUMBAIOIINX IBUKEHIE JJOKYMEHTOB B
YUYpEXKICHUU,

0) UMPKYJISIMA TOKYMEHTOB OpraHU3aLIH;

B) JJOKYMEHTHI OPTaHU3AIINH, HAXO/ISIIIIUECS B IBIXKEHUH;

T) JOKyMEHTOOOMEH OpraHH3alliy ¢ BHEITHEeW HHPOPMAIIMOHHOM cpeioi, 00ecTieYrBaloNIHii ee
a¢dexTnBHOE (PYHKITMOHUPOBAHUE.

4.3. OueHoYHbIEe CPeACTBA A5 MPOMEKYTOYHOI aTTecTallMu.
3ayeT NPOBOAUTCS ¢ MPUMEHEHUEM CJIeTYIOIMX MeTOA0B: TECTHPOBAaHNUS (Ha
MOCJIeTHEM 3aHATUH) U YCTHOTO OIpoca.
4.3.1. ®opmMupyembie KOMIIETEHIUH

Kon
Kon HaumenoBanue HaumMmeHnoBaHue 3Tana oCBOSHUS
3Tara OCBOCHUS

KOMIICTCHIIMH Kommerenun KOMIICTCHIINH
KOMIICTCHIINHA




I1K-28

CriocoOHOCTH IPUMEHEHUS
3HaHUII B cdepe

CnocoOHOCTh  IUIAaHUPOBaTH U NEIONPOU3BOACTBA IS
OpraHU30BbIBATH CITyKeOHYI0 IUIAHAPOBAHKS ¥ OPTaHU3aIMH
JNIeATENBHOCTD MCTIONHHTENCH, | [0 ooy CITyKeOHOIT eI TeIbHOCTH
OCYMICCTBIIATE  KOHTpOIL — €¢ UCTIOJIHUTENEH, I KOHTPOJIS U

pe3yabTaToB N
yuéTa pe3yabTaToB

JACATCIBHOCTHU

4.3.2 TunoBble OLIEHOYHbIE CPEICTBA

Nook~owdE

© ®

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.

22.
23.

Bonpocbl K 3auery.
JIoKyMEeHTOOOOPOT: MOHATHE, TIPHYHHBI POCTA.
Busipl 10KyMeHTOB.
JIOKyMEHTBI 110 TTIOUCKY, OTOOpY M HaliMy MepCoHaa.
Pe3tome kak tokymeHT. TpeboBanust k pestome. Buapl pestome.
Amnkera. TpeOoBaHusI K aHKETe.
Jluct Geceipl ¢ COMCKATENIEM BAKAHCHH.
3asBnenue o mpueme Ha paboty. IlpaBmnma odopmienust 3asBinenuit. [IporuBopeuns B
HOAX0/1aX K 0(hOPMIIEHHIO 3asiBIICHUH.
TpynoBoii 10roBop ¢ pabOTHUKOM: COZIEpP)KaHNE U TOPSAOK 0(OPMIICHHUSL.
Buet noroBopoB. OdopmiteHHe TpyI0BOTO 0TOBOPA.
TpynoBast kHIKKa Kak JIokyMeHT. CojepkaHue TpyaoBod KHKKH. OdopMieHue TpyaoBoit
KHIKKH.
J1enornpon3BoICTBO IO TPYAOBBIM KHIKKAM: TIOJTy4YeHHE, YIeT, XpaHeH!E, BbIJjada paOOTHHUKY
NP YBOJIHEHHH.
Jluynas (ydeTHas) KapTouyka M JMYHOE neno paboTHuka npennpusitus. CopepikaHue H
HOPS/IOK O(OPMIIEHUS JIMYHON KapTOUKU PabOTHHKA.
OcobeHHocTu coniepxkanust 1 0(hOPMIICHUS JIMUHON KAPTOUKH TOCYIapCTBEHHOI'O CITY KaIIEro.
OcoOeHHOCTH  cofepKaHUsl W O(QOPMIICHUS] JIMYHOM KAapTOYKM HAy4yHOro (Hay4HO-
NeJarOru4eckoro) paboTHHKA.
Conepxanue U nopsi10K 0(OpMIICHUSI JIMYHOTO Jiea pabOTHHKA.
I[puxas3 kak nokymeHT. Busp! npukaszos. [IpaBuia paboTs ¢ npukazamu.
OcoOeHHOCTH ~CoNepXKaHusl M TopsaKa O(QOpMIICHUS OTHENbHBIX BHJIOB HPHKA30B
(pacropsKeHUH ) TIO TIEPCOHATY.
TexHonorun wu3gaHuss NpukaszoB. Ilpouenypel OTMEHBI W AHHYIMPOBAaHHS IPUKA30B.
XpaHeHue NMPUKA30B.
Conepkanue U MOPAAOK O(OPMIIEHHS JOKYMEHTOB IO OTKOMAHMPOBAHMIO MepCoHAasa.
TexHOMOTHS MOATOTOBKM KOMAaHIMPOBOYHBIX JOKYMEHTOB.
ConepkaHue U TOPSIOK OGOpPMIIEHHS JIOKYMEHTOB MO OTIycKaM mepcoHana. ['padpux
OTITYyCKOB. 3asiBiieHue 00 otiycke. [Ipuka3 00 otmycke.
Conepxanue 1 ops0K 0(hOPMIICHUS TIUCEM IO TIEPCOHAITY.
Coneprkanue 1 mopsAaok opopMIIeHHs CITyKeOHO-IETOBBIX 3aIMCOK T10 TIEPCOHATTY.
CrpaBKH 10 IEPCOHAITY: COZIEPIKaHUE U MOPSI0K OPOPMIIECHHUSI.
TexHomornM perucTpanyu J0KyMEHTOB, KOHTPOJISI HCIIOJHEHUS JOKYMEHTOB.




24. TlocTtpoeHne HOMEHKJIATYPHI J1e]I.

25. ApXuBHOE XpaHEHHUE JOKYMEHTOB

26. SI3bIK ¥ CTUITB JOKYMEHTOB. PeakTupoBanue 10KyMEHTOB.
27. Yaunduxanus, popmManu3aiys, CTaHIapTH3AM TOKYMEHTA.
28. Pabora ¢ koH(puaeHIMaIbHON HH(DOpMaIen

I/IHTeraJILHaﬂ IIKaJia OHCHUBaHUA

Ne | OuenuBaemsble kpuTepuu no qucuunande b1.B.J1B.11.1 MaxkcumajbHoe K01-Bo % B
«Kagposoe 1e1011poM3BOACTBO» HTOr0BOIi OLEHKe

1 | YcTHBIC OTBETHI HA MPOTSHKEHUU CEMECTPa 20

2 | Pa30op cUTyalnMOHHBIX 3a/1a4 HA MPOTSHIKCHUU CEMECTpa 30

3 | JleMOHCTpaIys TCOPETUUYCCKUX MMOJIOKCHHUN Ha 3a4eTe 30

4 | TectupoBanue 20

YpoBeHb 3HaHMH, YMEHMII M HaBBIKOB OOYYalOIIErocsi MHpU YCTHOM OTBETE BO
BpCM: HpOMe)KYTO‘{HOI;'I aTTCCTallii OIIPCACIIACTCSA OLCHKAMHU <«3a4YTCHO» HUJIM «HC3aYTCHO.
KpI/ITepI/IFIMI/I OICHUMBAHUA Ha 3a4C€TC MABJACTCA ACMOHCTpAlMA OCHOBHBIX TCEOPCTUYCCKUX
HOHO)I(@HI/Iﬁ, B paMKax OCBaMBaeMoOM KOMIICTCHINH, YMCHUC ITPUMCHATDH IMOJITYYCHHBIC 3HAHUA Ha
IMPAKTHUKE, OBJIAJCHHUEC HABBIKAMH aHAJIM3a U CUCTCMATHU3allun I/IH(i)OpMaIII/H/I B 06HaCTI/IKaI[p0BOFO
JACJIOIIPOU3BOJACTBA.

I[JI?I JUCIUIIINH, (bOPMOﬁ HUTOTOBOI'O OTYETA KOTOPBIX ABJACTCA 3a4UCT, MNPUHATHI
CJICAYIOUC COOTBECTCTBUA:

60% - 100% - «3aureHON;

MeHee 60% - «He 3aU4TEeHOY.

Y cTaHOBIIGHBI CIICAYIONINE KPUTEPHH OIICHOK:

100% - 90% | Yyammiics IEeMOHCTPHUPYET COBEPIICHHOE 3HAHHWE OCHOBHBIX TEOPETHYCCKHX IOJIOKCHHM, B
paMKax OCBaWBAEMOM KOMIICTEHIIHMH, YMEET MPUMEHSTh MONy4YeHHbIC 3HAHHS HA TMPAKTHKE,
BajiceT HaBBIKAMH aHalM3a ¥ CHCTEMaTH3alMd WHPOpMAIMd B O0OJNACTH KaJpOBOTO
JICJIONIPOU3BOJICTBA.

89% - 75%  |Yuammuiicst 1eMOHCTPUPYET 3HAHHE OONBINCH YaCTH OCHOBHBIX TEOPETHUCCKUX IMOJOXKCHUH, B
paMKax OCBaMBaeMOW KOMIETEHIIMH, YMEET MPUMEHSTH IMOJyYCHHBIC 3HAHWS HA TPAKTHUKE B
OTJeTbHBIX chepax npodecCHOHATBHOM NeITeIbHOCTH, BIIa/IeeT OCHOBHBIMU HABBIKAMH aHAIN3a
W CHCTEeMaTH3alliM aHalu3a ¥ CcuUcTeMarm3aiuud uHpopManuu B 00JACTH  KaJIpOBOTO
JITIONIPOU3BOJICTBA.

74% -60%  |Yuammiics OeMOHCTPUpPYET AOCTATOYHOE 3HAHHE OCHOBHBIX TEOPETHUCCKUX IOJIOKCHUH, B
paMKax OCBAaMBAEMON KOMIIETCHI[MH, YMEET HCIIOJIb30BATh MOJYYEHHbIC 3HAHUS YIS PEIICHUS
OCHOBHBIX TPAKTUYECKUX 33Ja4 B OTAENbHBIX cepax NpohecCHOHATBHOW eSITeNbHOCTH,
YaCTMYHO BIAJCET OCHOBHBIMH HaBBIKAMH AaHAIM3a M CHCTeMaTH3aluu HHOOpMAIMH B
00JIaCTHKAIPOBOTO JIEJIONPOU3BOICTBA.

MeHee 60%  [Ydamuiicss NTEMOHCTPUPYET OTCYTCTBHE 3HAHHUS OCHOBHBIX TEOPETHUYECKHX IMOJIOKEHUH, B
paMKax OCBaMBaeMOW KOMIIETCHIINH, HE yMEET MPUMEHSTh OJYUYCHHBIC 3HAHUS Ha MPAKTHKE, HE
BIajieeT HAaBBIKAMH aHalM3a ¥ CHCTEMATH3alMd WHPOpMAIMd B O0OJNACTH  KaJpOBOTO
JITIOIIPON3BOJICTBA.

YcTHBIH onipoc
YpoBeHb 3HaHMI, YMEHHH M HAaBBIKOB O0OY4YaloIIerocs IpU YCTHOM OTBETE BO
BpeMsl TIPOBENEHUSI TEKYIIEro KOHTpOJA ompenensercs Oamtamu B guana3zone 0-100 %.
Kputepusimu orieHHBaHHS IIPU POBEJACHUH YCTHOTO OTPOCa SBJIIETCS JEMOHCTPAIIHSI OCHOBHBIX
TEOPETUYECKNX TIOJIOKEHUH, B paMKaX OCBaWBaeMOHl KOMIIETEHIIMH, yMEHHUE TPUMEHSThH
MOJTyYEeHHBIC 3HAHWS Ha TPAKTHKE, OBJAJCHHE HABBIKAMH aHAJIM3a W CHUCTEMaTH3aI[uu
uH(pOopMaIiK B 0071aCTH KaIpOBOTO JETONPOU3BOJICTBA.
[Ipu oreHWBaAHWKM pPE3yJbTATOB YCTHOTO OIPOCA HWCIIONB3YETCsS CIICAYyoIas IIKaia
OIICHOK:



100%-90%  |Yuammiicsi JEMOHCTPHPYET COBEpIICHHOE 3HAaHME MpaBWJI  pPEKpPyTHHra IepcoHaia,
JIOKyMEHTHUPOBaHHsI 0TOOpa IepcoHala, JOKYMEHTOB: pe3loMe, aHKeTa, aBroOnorpadus, imiHoe
Je70, TPYHOBas KHIKKA; YMEETCOCTaBIATh W NPABWIBHO O(OPMIATH  JOKYMEHTHI,
periamMeHTHpylomue  pa0oTy  OpraHu3allid M, B  YacTHOCTH, OTOOp  IeEpcoHaia,
BJIaJiceTHaBbIKAMHAHAIN3a M CHCTEMaTH3allM JIaHHBIX O pabOTHHKAx; pa3pabOTKU KpUTEpHEB
OLICHKU COMCKAaTeJIeH Ha BaKaHTHOE MECTO.

89%- 75% VYyammiicss JeMOHCTPHUPYET 3HAHUETIPABIIIPEKPYTHHTA MEpCOHaNa, JOKyMEHTHPOBAaHUS OTOOpa
HepcoHala, JOKYMEHTOB: pe3loMe, aHKeTa, aBToOHOorpadus, JIMYHOE HEeNO, TPYNOBas KHIDKKA;
YMEETCOCTaBIATE M MPaBHIGHO OQGOPMIATH JOKYMEHTHI, pPErJaMeHTHpYIOLIHEe paboTy
OpraHU3aly{ 1, B YaCTHOCTH, OTOOP IEpCOHANa, BlaJeeTHaBbIKaMHAHAIN3a U CUCTEMaTH3AINH
JIaHHBIX 0 paOOTHHKAX; Pa3pabOTKU KPUTEPHEB OLICHKH COMCKATeIel Ha BAKAHTHOE MECTO.

74%-60%  |Yuammiics JEeMOHCTPHUPYET JIOCTaTOYHOE 3HaHUETIPaBIIPEKPYTHHTA TepCoHaNa,
JOKYMEHTHPOBaHHUA 0TOOpa MepcoHaNa, TOKYMEHTOB: pe3loMe, aHKeTa, aBTOOHOTrpadus, THIHOE
Je70, TPYHOBas KHIKKA; YMEETCOCTAaBIATh W NPABWIbHO O(OPMIATH  JOKYMEHTHI,
periamMeHTHpYIoIue padoTy OpraHu3allid M, B YacTHOCTH, OTOOp IepcoHala, YacTHYHO
BJIaJiceTHaBbIKAMHAHAIN3a W CHCTEMAaTH3allM JIaHHBIX O pabOTHHKAxX; pa3pabOTKU KpUTEpHEB
OIICHKH COUCKATeJIeii Ha BAKAHTHOE MECTO.

MeHee 60% | Yuammiics JIEMOHCTPUPYET OTCYTCTBHE 3HAHUANPABUIPEKPYTHUHTA nepcoHana,
JOKyMEHTUPOBaHHsI 0TOOpa MepcoHala, JTOKYMEHTOB: pe3toMe, aHKeTa, aBroouorpadus, maHoe
JIeN0, TPYIOBas KHW)KKA, HE YMEETCOCTABJIATh M MNPABUIBHO OQPOPMIATH JOKYMCHTHI,
periamMeHTHpylolue paboTy OpraHu3aldd W, B YacTHOCTH, OTOOp IEpCOHaya, He
BJIaJ/ICETHABbIKAMHAHAIIN3a M CHCTEMAaTH3al[K JaHHBIX O pabOTHHKAx; pa3pabOTKH KpUTEPHEB
OIICHKH COUCKATENeH HAa BAKAHTHOE MECTO.

TecTtupoBanme
YpoBeHb 3HAHWH, YMEHMHA ¥ HAaBBIKOB OOYYaIOIIETrocs IIPH YCTHOM OTBETE BO
BpeMsl IIPOBEJICHUSI TEKYIIEro KOHTpoJA ompenensercs Oamiamu B guana3zone 0-100 %.
KputepreM oneHWBaHUS TpHU MPOBEICHUU TECTHPOBAHUS, SBISCTCS KOJIWYSCTBO BEPHBIX
OTBETOB, KOTOpBIE Jan CTYAEGHT Ha Bompochkl Tecta. [Ipm pacuere KonuyectBa 0asios,
MOJTYYEHHBIX CTYJACHTOM II0 UTOTaM TSCTUPOBAHMS, UCTIONB3YETCS CleAyromas GopMyIa:

5=24100%.
0

rne b — konmndecTBo GayIoB, MOTYYEHHBIX CTYICHTOM IO HTOTaM TECTUPOBAHMS,
B — xomu4aecTBO BCPHBIX OTBECTOB, JAHHBIX CTYJICHTOM Ha BOIIPOCHI TECTA,
O — obu1ee KOMNYECTBO BOIIPOCOB B TECTE.

Pa30op cuTyanmoHHbIX 32124

Pemenne cuTyallMOHHBIX 337a4 OCYIIECTBISIETCS C LIEIbI0 IMPOBEPKU YPOBHS HABBIKOB
(BNajieHui) CTYACHTA 110 PEIICHUI0 MPAKTUUYECKON CUTYAIIMOHHON 3a1a4H.

CryneHTy oObsBISETCS YCIOBHUE 3a/1a4H, pEIIeHNe KOTOPOU OH M3J1araeT yCTHO.

D¢ (HeKTUBHBIM MHTEPAKTHBHBIM CIIOCOOOM pEIIeHUs 3a7ay SBJISETCS CONOCTaBIICHUS
Pe3yNIbTAaTOB pa3pelieHns OAHOIO 3aJaHus ABYMS U Oojiee MaJbIMU TpYIIaMy 00y4YaroIuXcsl.

3amaun, TpeOylolMe W3YYEHHUS 3HAUUTENBHOTO o0beMa MarepHuaia, HEOoOXOIMMO
OTHOCHUTH Ha CAMOCTOSTEIbHYIO PabOTy CTYAEHTOB, C HEIPEMEHHBIM pa300pOM pe3yIbTaTOB BO
BpeMs MMPAKTHMUYECKUX 3aHATHI. B 1aHHOM ciydae pelieHHe CUTYalMOHHBIX 337a4 C TITYyOOKHUM
000CHOBaHHEM JOJHKHO MPEJCTABIATHCSA HA IPOBEPKY B MHCbMEHHOM BH/IE.

IIpn oueHke pemieHHs 3a4ad AHAIM3UPYETCSd IMOHUMAHUE CTYAEHTOM KOHKPETHOMU
CUTyalluu, CIOCOOHOCTh OOOCHOBaHUS BBIOPAHHOM TOYKHM 3pEHUs, MIyOMHAa MTpPOpadOTKU
MaTepuaia, akTUBHOCTb IIPE3EHTAllMU MaTepuaa.

HpI/I OLICHUBAHUU PC3YJIbTATOB pa360pa CI/ITyaI_II/Iﬁ " CUTYAallUOHHBIX 3a4a4 HUCIIOJIb3YCTCA
CJICAYIOIIas MKaja OCHOK:

100%-90%  |OTBer Ha BOMpOC 3aJaudl JaH MpaBUiIbHbIA. OOBSICHEHHE XOlIa €€ PEIICHHUS
oIpoOHOE, MOCIIEI0BATENIbHOE, TPAMOTHOE, C TEOPETUUECKUMH 000CHOBAaHUSIMU
(B T.4. M3 JEKIMOHHOIO Kypca), C MPaBUIbHBIM U CBOOOJHBIM BIIAJICHUEM




TEPMHUHOJIOTHEH; OTBETHI Ha JOMOJHUTEIBHBIC BOIIPOCH BEPHBIE, YeTKHE. B x0/1¢
MpPE3CHTAIlMM MaTepuajia WM HWHCICHUPOBKA MMPAKTUYCCKOW CHTyalluu
IIPOSIBJIEHBI AKTUBHOCTD M HABBIKK 3((EKTUBHON KOMMYHHKAIIHH.

89%-75%  |OrBeT Ha BOMPOC 3a7aud JaH NpaBWwiIbHbIA. OOBSICHEHHE XOJa €€ PCUICHHS
MOAPOOHOE, HO HEJOCTATOYHO JOTMYHOE, C €AUNHHYHBIMU OIIMOKAMH B JIE€TAIIAX,
HEKOTOPBIMH 3aTPYIHCHHSIMH B TEOPETHYECKOM OOOCHOBaHMU (B T.4. U3
JICKIIMOHHOTO MaTepHalia), OTBEThl Ha OIMOJHHTEIBHBIC BOIPOCHI BEPHBIEC, HO
HEJIOCTaTOYHO YeTKHe. B XoJe mpe3eHTaluu Mmarepuana WM HHCICHUPOBKH
MPAKTHYECKONH CHUTYaAIl[MM IIPOSIBJIIEHBI JOCTATOYHAs AKTUBHOCTh W HABBIKH
KOMMYHUKAIUH.

74%-60% |OTBeT Ha BONPOC 3aJaud JaH NpaBWIbHBIH. OOBACHCHHE XOAa €€ PEIICHUS
HEIOCTAaTOYHO IIOJIHOE, HENOCIENOBATEIbHOE, C  OMMOKaMH,  CIa0bIM
TEOPETUYCCKUM O0OCHOBaHMEM (B T.4. JICKIMOHHBIM MAaTEpHAIIOM), CO
3HAYUTEIbHBIMH 3aTPYAHEHUSIMH M OIIMOKaMH, OTBETHI Ha OMOJHHTEIbHBIC
BOIPOCHI HEJJOCTATOYHO YETKHE, C OIMOKaMH B JETalAX. B Xoje mpe3eHTauu
Marepuaia WM HHCICHUPOBKHM MPAKTHUYECKOH CHUTYallMd CJab0 MPOSBICHBI
AKTUBHOCTh M HABBIKM KOMMYHHKAIIHH.

meree 60%  |OTBeT Ha BONPOC 3aJaud JaH HENpaBHIbHBIN. OOBSICHEHHE XOJa €€ PelICHHUS
JaHO  HEMOJHOe, HEeIMOoCJeoBaTeIbHOe, ¢ TIpyObIMH  ommOkamu, 0Oe3
TEOPETHYECKOTO 000CHOBAHHS (B T.4. JIEKIIMOHHBIM MaTepHaioM), OTBETHI Ha
JIOTIOJTHUTEIBHBIC BOMPOCHI HEMpaBWIbHBICE WM OTCYTCTBYIOT. B Xoze
Ope3eHTAllMM  MaTepuaia WM HMHCICHUPOBKM MPAKTHYCCKONH CHUTyalluu
OTCYTCTBYIOT aKTHBHOCTh M HABBIKM KOMMYHHKAIIHH.

5. Metoauyeckue ykazaHus AJs 00y4aroluxcs M0 0CBOCHUIOAMCIHIIIHHbI
HeorbemieMbIM 371€MEHTOM Y4eOHOIO IpOLeCCasBIAETCS CcaMOCTOsiTeNbHas paloTta
cryneHTa. [lpu nu3yueHun kypca yueOHOM AMCIUIIIMHBI 0CO00€ BHUMAaHHE ClIeyeT 0OpaTUTh Ha
PEKOMEHyEMYIO OCHOBHYIO U JIOIIOJIHUTEIIBHYIO JINTEPATypy. BaskHBIM 271€MEHTOM MOATOTOBKH
K CEeMHUHapy sBiseTcs TIJyOOKOe W3y4yeHHE OCHOBHOM M JIONOJHMUTEIBHOW JIMTEpaTyphl,
PEKOMEHJIOBaHHOM II0 TEME 3aHATHA, a TaKXe IEpPBOUCTOYHUKOB. IIpu sTOM moe3HO
IIPOYNTAHHYIO JIUTEPATYPY 3aKOHCIIEKTUPOBAT.

6. YueOHas 1uTepaTypa U pecypchbl HHPOPMAIHOHHO-TEJIEKOMMYHUKANIMOHHO ceTH
"HHTepHeT", y4eOHO-MeTOoAMYeCKoe o0ecneyeHue CaMOCTOATEIbHOI padoThl
00y4aomuXxcs MOAMCHUIINHE

6.1.0cHoBHasi IUTEpPaTYpA.

1 Hemymmna O.H. KagpoBoe nenompousBoacto. Bonrorpaa: u3a-so Bosrorpanckoro
¢umnana ®I'BOY BITO PAHXuI'C, 2014, 128 c.

2. Kysuenos W.H. [lenonpou3soactso [DIEKTPOHHBIA pecypc]: yueOHO-CIpaBOYHOE MOco0ue. -
M.: Jamxkos u K. — 2014. Pexxum noctyna: http://www.iprbookshop.ru/586 — 3ari. ¢ skpana.

6.2. JlonoTHUTeIbHAS JTUTEPATypa.

1. TI'saeBa U.B. [lenonpounsBonacTBo [DnekTpoHHBIH pecypc]: cnpaBouyHuk.— MuHck: TerpaCucremc,
Terpanut. Pexxum nocryna: http://www.iprbookshop.ru/28072.— 3BC «IPRbooks».

2. T'punbepr A.C. JJokyMeHTaI[MOHHOE O0ECIIeUCHHE YIIpaBIeHHUS [ DIEKTPOHHBIN pecypc]: yueOHHK.—
DIEKTPOH.TEKCTOBBIE JIaHHBIE. - IOHUTU JAHA. - 2012. Pexxum JOoCTyna:
http://www.iprbookshop.ru/10497.— 3BC «IPRbooks», mo napoutto.

3.  Kysnenos U.H. JlokyMeHTaMOHHOE 00ECIICYCHHE YIIPABJICHUS M JCJIONPOU3BOJCTBA: YUCOHUK JIJIst
OakayiaBpoB. - M.: U3a-Bo FOpaiit; U] FOpaiit. — 2012.



4. Kynses H.H. loxymeHnToBeeHUE [ DIEKTPOHHBIN pecypc]: yueOHUK— DIIEKTPOH. TEKCTOBBIC
nan#bie. — M.: Jloroc. — 2012. Pexwum goctyma: http://www.iprbookshop.ru/9082.— 3BC «IPRbooks», o
TIapOJTI0

5. Mensenesa O.B. OCHOBBI JOKYMEHTAIIMOHHOTO OOECIICUEHUS YIpaBJICHUs [DIEKTPOHHBIN pecypc]:
yuebHOe mocoOue.—IJIeKTPOH.TeKCTOBbIe AaHHbIe. - KpacHomap: HOXHBII MHCTHTYT MEHEIKMEHTA. —
2011.Pesxum moctyma: http://www.iprbookshop.ru/9565.— DBC «IPRbooksy, mo maposiso.

6.3. YueOHO-MeTOIMYECKOE 0DecTiedeHHe CaMOCTOSITeTIbHOI padoThI.

1. 3axapoBa JloxkymeHTanmioHHOe oOeclieueHrne YIMpaBiIeHUs [DIeKTPOHHBIN pecypc| : y4eOHO-
mpakTHueckoe mocooue. M.: EBpasuiickuii oTKpbIThIi HH-T. 2012

2. Kou¢uaeHnmanpHOe AEIONPOM3BOACTBO W 3AlUIICHHBIM 3JEKTPOHHBIH JTOKYMEHTOOOOpOT
[DnexTponnslit pecypce]: yueonux/ H.H. Kynsies [u ap.].— Dnexrpon.tekcToBble nanHsie.— M.: Jloroc,
2013.— 452 ¢.— http://www.iprbookshop.ru/586

6.4. HopmaTuBHbIE NPABOBbIE JOKYMEHTHI.

®denepanbhbiii 3akoH oT 27 utoiist 2010 r. N 210-03 «O06 opranu3anuu npeaoCcTaBICHU
rOCYJapCTBEHHBIX U MYHUIIUTIATIBHBIX YCIIYT»
[TpaBuiia opranu3aiiy JesiTeIbHOCTH MHOTO()YHKIIMOHABHBIX [IEHTPOB MPEAOCTaBICHHUS
rOCYJapCTBEHHBIX U MYHUIIMIIATIBHBIX YCIIYT, yTBepxkaeHHbIe [locTaHoBIeHHEeM [IpaBuTenbpcTBa
P® or 22.12.2012 N 1376
MeTtoanyeckie peKoMeHIauu 00 0COOCHHOCTSIX obecrieueHrst HH(HOPMAIIMOHHOH TOCTYITHOCTH
B cdepe Tene-, paguoBeIlaHus, SIEKTPOHHBIX U HH(POPMAITMOHHO-KOMMYHHUKAIIMOHHBIX
TEXHOJIOrui, yreepxaeHHble [Ipukazom Munkomcessizu Poccun ot 25.04.2014 N 108

6.5. UHTEpHET-pecypChl, CIPABOYHbIE CHCTEMBI.

HHTepHET-pECypChl OTCYTCTBYIOT.

6.6 NHble HCTOUYHUKH.

HHr1e ncTOUHNKU OTCYTCTBYIOT.

7. I/IH(l)OpMalll/IOHH])Ie TEXHOJIOT'UH, IPOTrPpaMMHOE o0ecneueHnune u l/lH(l)OpMaII]/IOHHLIe
CIMpaBOYHbLIC CUCTEMBI

MarepuanbHO-TEXHUYECKOE 00eCIeyeHre TUCIUIUIMHBI BKIIFOUAeT B ce0s:

- JIGKIIMOHHBIE ayJAUTOPUU, 00OPYAOBAHHBIE BUACONPOECKIIMOHHBIM 000PYJOBAaHUEM JUIS
Npe3eHTalHid, CPEICTBAMH 3BYKOBOCIIPOU3BEICHHS, IKPAHOM;

- IOMCHICHUA OJid MPOBCACHUA CCMHUHAPCKUX U MPAKTHYCCKUX 33H$[TI/II7[, O60py2[OBaHHI)IC
yueOHOIl Mebenbio;

I[I/ICHI/IHJ'H/IHa JOJIDKHa OBLITH nmoaacpKkaHa COOTBETCTBYIOIIMMHU  JIMICH3WMOHHBIMU
POTrPaMMHBIMHU TPOAYKTaMH.

[TporpaMmHEIe cpecTBa obecniedeH s y4eOHOTO TIPOIIecca JTODKHBI BKIFOYATh:

- IPOrpaMMBbI NPE3CHTAIMOHHON TpaduKy;

- TEKCTOBBIE PEAAKTOPHI.

By3 obecnieunBaeT kaxxaoro odyyaromierocsi paboymM MECTOM B KOMITBIOTEPHOM KJilacce
B COOTBETCTBUHU C 00HLEMOM HN3Yy4aCMbIX JUCHUIIINH, o0ecrieynBaeT BBIXO/] B CE€TH I/IHTepHeT.


http://www.iprbookshop.ru/586
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