


UCIOJIb30BaTh WH(OPMALMOHHBIE TEXHOJIOTHH JUIS PELICHUS YIPABICHUECKAX
3a1a4;

padoTarh HA MEPCOHATTLHOM KOMITBEOTEPE;

[TOJIb30BAThCS COBPEMEHHON OPITEXHUKON U CPEACTBAMU KOMMYHUKALNH,

3HATh:

HOPMATUBHBIE TIPABOBBIE aKThl B OOJIACTM OPraHU3ALMX YIPABICHUYECKOM
NEATENBHOCTH,

OCHOBHBIC TPaBWJIA XPaHCHHWS W 3allUThl  CAYXeOHOH wMHpOpManuu;
3aKOHOJATENBHBIE aKTBl W HOPMATHBHO-METOAMYECKHE  JAOKYMEHTHI IO
JOKYMEHTAMOHHOMY OO€CIEYECHHUIO YIIPABJICHUS U apXUBOBEICHUIO,

CTPYKTYPY COBPEMEHHBIX OpraHu3aiyii U opranuzaiuio ciayxo JOVY;

OPraHM3allMI0 M TEXHOJOTHIO paboTel € JOKYMEHTAMH B YUYPEKICHWUM,
JIOKQJIbHbIE HOPMATUBHBIE AKTHl U METOANYECKHAE JOKYMEHTHI B oOnactu JIOY.

1.3. B pe3yJjbTaTe Npoxo:kaeHHsI y4eOHOH NPAKTUKH 00y4aromuiicst 10J15KeH
OBJIAJeTh CJICAYIOIMHMH KOMIIETEHIUSIMH

Kon HaumeHnoBanue pesynbtaTa 00y4yeHHs1 (KOMIETEHLNH)

OK 1. [ToHnMaTh CYIIHOCTHP M COLMANBHYIO 3HAYUMOCTBH CBOeH Oyaymed mpodeccum,
MIPOSIBJISITE K HEH YCTOWYUBBIN HHTEPEC

OK 2. Opranm3oBbIBaTh COOCTBEHHYIO JNEATENbHOCTb, BBIOMPATh TUIOBBIE METOIbI U
CHIOCOOBI BBHIMOHEHUST POPECCHOHATBHBIX 3a7a4, OLEHUBAaTh UX 3()(PEeKTUBHOCTD
U Ka4eCTBO.

OK 3. [IpyHMMaTE pelIeHus] B CTAHAAPTHBIX W HECTAHAAPTHBIX CUTYAIMSIX M HECTH 3a
HUX OTBETCTBEHHOCTb.

OK 4. OcymiecTBisATh TOUCK W HCIOJNB30BaHHE HWHPOPMALMK, HEOOXOAMMOH IS
3((eKTUBHOTO BBIMONHEHUS] MPO(ECCHOHANBHBIX 3a/1a4, NMPOPEeCCHOHATIBHOIO H
JMYHOCTHOTO Pa3BHUTHSI.

OK 5. Hcnonp3oBarb UH(POPMALMOHHO-KOMMYHHUKALTHOHHBIE TEXHOJIOTUU B
poheCCHOHATTLHOM NesITEIbHOCTH.

OK 6. Paborate B komnektmBe U KoMmaHne, 3(P(EeKTHBHO OOIATBCS C KOJUIETaMH,
PYKOBOJCTBOM, MTOTPEOUTEISIMH.

OK 7. Bpate Ha ce0st OTBETCTBEHHOCTH 3a pabOTy HWIEHOB KOMaHABI (MOJYUHEHHBIX),
PE3YJIbTAT BBITOJHEHHS 3aJaHHUH.

OK 8. CaMoCTOATEIPHO OMNpeneNATh 3amadyd  MpOopECCHOHAIBHOIO M JIMYHOCTHOTO
Pa3BUTHSA, 3aHUMAThCSI CaMOOOpPa30BaHUEM, OCO3HAHHO IUJIAHUPOBATH TOBBILICHHUE
KBaJH(PHUKANH.

OK 9. OpHUEeHTUPOBATBCS B YCJIOBHUSX YaCTOH CMEHBI TEXHOJIOTHH B MPOQEeCCHOHATBHON
JESITeIIbHOCTH.

IIK 1.1. Koopaunnposare paboTy opranuzauuu (IPUEMHON PYyKOBOAMTEINS), BECTH MPUEM
MOCETUTEJICH.

IIK 1.2. OcymectyisaiTh paboTy TO MOATOTOBKE W MPOBEACHHUIO COBEINAHUMN, JEOBBIX
BCTpEY, IPUEMOB U NMPE3EHTALNH.

IIK 1.3. OcylecTBiATh MOATOTOBKY JENOBBIX IO€3[I0K PYKOBOAUTEN U APYTuX
COTPYIHUKOB OpPTraHU3aLHH.

IIK 1.4. Oprann3oBbIBaTh pabodyee MECTO CEKPETapsi U PYKOBOIUTEIS.

K 1.5. OdopMIATE U pErucTpUPOBaTh OPraHU3ALHMOHHO-PACTIOPSIIUTENbHBIC TOKYMEHTHI,
KOHTPOJMPOBATH CPOKH UX UCIIOJHEHHUSI.




IIK 1.6. OOGpabaTpiBaTh BXOAALINE U HCXOMAILIME JOKYMEHTBI, CHCTEMAaTH3HPOBATH WX,
COCTABJISITh HOMEHKJIATYPY €] U (OPMHUPOBATH JOKYMEHTHI B IEJIA.

IIK 1.7. CamocrosiTebHO padoTaTh C AOKYMEHTaMH, COAEPIKAIMMH KOH(PHUICHIHATIBHYIO
uH(pOpPMALIHIO, B TOM YHCJIE C JOKYMEHTAMH I10 JITYHOMY COCTaBY.

IIK 1.8. OcyecTBiATh TeNePOHHOE 0OCTy)KUBAHUE, TPUHUMATD U MepeaBaTh (PaKchl.

IIK 1.9. Ocy1mecTBIATh MOATOTOBKY €N K TIepenave Ha apXUBHOE XPaHEHHE.

IIK 1.10. CocTaBiaATh OMUCH [ieN, OCYLIECTBJISATh IMOATOTOBKY JeNl K Iepenadye B apXuB
OpraHMu3alMy, rocy1apCTBEHHbIE U MyHUIIUTIAIbHbBIE APXUBBL

IIK 2.1. OcylecTBiATh  3KCHEPTU3y LIEHHOCTHM JOKYMEHTOB B  COOTBETCTBUM  C
JEeNCTBYIOLMMU 3aKOHOJIATEIbHBIMU AKTAMH 1 HOPMaTHBaMU.

[IK 2.2, Bectu paboty B cuctemax 3J1€KTPOHHOTO JOKYMEHTOOOOPOTA.

IIK 2.3. PaszpabateiBaTh U BecTH KiacCHM(UKATOPBI, TaOeNM W APYrHe CIPABOYHUKH I1O
JOKYMEHTaM OpraHu3aluu.

IIK 2.4. ObecneunBarh NpHeM U PALlMOHAIBHOE pa3MeIleHHe JOKYMEHTOB B apXuBe (B TOM
YHCJIe JOKYMEHTOB 110 JITYHOMY COCTaBY).

IIK 2.5. ObecneunBaTh y4eT U COXPAHHOCTb JIOKYMEHTOB B apXUBE.

IIK 2.6. OpraHu3oBbIBaTh UCMOJIb30BAHUE APXUBHBIX TOKYMEHTOB B HAYyUHBIX, CIIPABOYHBIX
U NPAKTUYECKUX LIEJISX.

IIK 2.7. OcylecTBisITh OpraHU3allMOHHO-METOIMYECKOe PYKOBOACTBO M KOHTPOJb 32

paboToli  apxuBa OpraHuU3allMMd MW 33 OpraHu3aluedl  TOKYMEHTOB B
JeJIONPOU3BOJICTBE.




