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Llesb ocBoeHMsI TMCHUIIMHBL: opmupoBanue komnerenuuu: [1K-28 - cnocoOHOCTh MIaHUPOBATH U

OpPraHU30BBIBATh CIYKEOHYIO JESIT€IbHOCTh HCIIOIHUTENEH, OCYIIECTBISITh KOHTPOJIb €€ Pe3yIbTaTOB.

ILnan kypca:

Tema 1. [lokyMeHTbI 110 MIOUCKY, OTOOPY M HAIIMY NePCOHAJIA: COlepP KaHUe H TIOPSI0K 0opMIIEeHHST

3asBieHMEe Ha TOUCK U OTOOp mepcoHata. KpammdukalmoHHble TpeOOBAaHHMS K COWCKATEII0 BAaKAHCHU.

OObsBneHue o0 BakaHcuu. Pe3tome kak fokymeHT. TpeOoBanus k pestome. Buapl pestome. Ankera. TpeOoBaHus K

ankere. Jluct Gecenpl ¢ coMCKaTeneM BakKaHCHM. 3asBICHHE O mpueMe Ha pabory. IpaBmina odopmireHns

3asBreHui. [IpotuBopeuns B moaxoaax K opopMIICHUIO 3asiBIeHUH. ABTOOHOrpadus.

Tema 2. TpynaoBoii 10roBop ¢ padoTHUKOM: cojiep:KaHue U MOPAI0K opopMiIeHust

JIOKyMEHTBI, NpeabsABIAEMbIE INPHU 3aKIOYEHUH TPYNOBOro Aorosopa. Jloroop Kak IOKyMeHT. Bunpbl

noroBopoB. OOIIMe BOMPOCHI 3aKITIOYEHHST TPYAOBOro 1oroBopa. CopepikaHue TPYIOBOTO JIOTOBOpA.

OOs3atenbHble  YCIIOBUS  TPYIOBOIO  JIOroBopa. JIOMOJHUTENbHBIE YCIOBUS  TPYAOBOIO  JIOrOBOpA.

JenonpousBoacTBo 1o  JoroBopam. OcCOOEHHOCTM MOATOTOBKM TPYIOBBIX JIOTOBOPOB, COAEPXKAIUX

crieri¢puueckue yciaoua. OhopmiieHHe TPYI0BOTO JOrOBOPA.

Tema 3. JIuunas (yueTHas1) KAPTOUKA M JJUYHOE /110 PaOOTHUKA NMPeNPUATHS: Co/IepP:KaHUe U TOPSIIOK
odopmiieHNsE

Conepxanne W TOPSJIOK OQOPMIICHHS JIMYHOM KapTouku paboTHrMka. OCOOCHHOCTH CONCpIKAaHHS H

o(hopMIIeHHs JIMYHON KapTOYKU IOCYIApCTBEHHOrO ciyxarero. OCoOeHHOCTH cofepKaHust U 0OpMIICHUS

JIMYHOM KapTOYKM HAYYHOTrO (Hay4HO-TIelarormyeckoro) padorHuka. ConepaHue W HOPSAOK OPOpMIICHUS

JM4HOrO Jiena padotHuka. [IpaBuia xpaHeHus IMYHBIX A€ U JIMYHBIX KapTOYeK pabOTHUKOB.

Tema 4. TpynoBasi KHMKKA pa0OTHHKA NPEANPHUATHS: COeP:KaHKe U NOPSI0K oGopMIeHHs

Conepxanue TpynoBod KHWKKU. [lopsaok odopmiieHus] TpyJOBOM KHIKKH IPH YCTpPOICTBE Ha padoTy.

[IpaBuna BeneHus: TpyoBbIX KHIbKEK. [lopsiiok odopmienus cBesieHuit o mpuéme Ha paboTy, O MepeBoae, O

HarpaxaeHusx, o0 yBombHeHHH. OdopmieHue B TpPYAOBOM KHM)KKE 3amMceld O COBMECTUTENBCTBE.

Ucnpaenenre 3anuceid B TpYI0BOM KHIKKE.

Tema S. Ilpukassl (pacnopsikeHusi) 0 MEPCOHANY: COAEPKAHUE H MOPSI0K 0(popMIIeHUSsI

[puxka3 kak gokymeHT. Tunsl prkazos. [Iprka3bl 10 OCHOBHOM JEATENBHOCTH U 10 JIMYHOMY cocTaBy. OOrime

BOIPOCH! TMOATOTOBKU IpPUKa30B MO mepcoHany. OcOOEHHOCTH coAepKaHusl W Topsaka O(opMIIeHHs

OT/AENbHBIX BHUJOB MPUKA30B (pacropspkeHHM) IO TMepcoHanly. YHUUIMpOBaHHBIE (DOPMBI MEPBUYHON

y4€THOM nokymeHTauuu. Ilpuka3 o mpueme Ha paboty. IIpukaz o mepeBozme corpynHuka. IIpukaz o0

YBOJIbHEHUH.

Tema 6. [IoKyMeHTBI 10 OTKOMAHIMPOBAHMIO W OTIYCKAM IICPCOHAJIA: COCPMKAHHE M TMOPSIO0K

oopmiieHust

[TonsiTne KoMaHaMpoBKU. ["apaHTHK paOOTHUKAM MPH HANpaBJIeHUM B KOMaHIUPOBKY. Ciy:xeOHOe 3a/1aHue.

[Ipuka3z o HampaBieHHMH pabOTHHKA B KOMaHAMpPOBKY. KomanaupoBouHoe ynocroBepenue. ConeprkaHue U

NOpAI0K 0popMIIeHHsI JOKYMEHTOB TI0 OTKOMaHIMpOBaHuIo niepcoHaa. Cozeprkanue 1 Nopsaok oopmieHus

JOKYMEHTOB MO oOTIyckam nepcoHana. [lonstue ormycka. Tumel otmyckoB. [Ipuka3z o mpenocraBieHUn

otmycka. I'paduk ormyckoB. BHecenne m3meHeHuii B rpaduk OTIyCKOB. JIOKyMeHTHpOBaHHE OT3bIBA U3

OTIyCKa. YueOHbII OTITYCK.

®opMbI TEKYLIEI0 KOHTPOJISA  POMEKYTOYHOM aTTeCTALMM:



B xome peanmszaunun

nucuumnablbl.B.JIB.11.1«KagpoBoe  1e10mpon3BOACTBOMUCIIONB3YIOTCS
cnenyromue GOpMbBI M METOABI TEKYIIETO KOHTPOJISI YCTIEBAEMOCTH OOYYarOIIMXCS: YCTHBIM OIMpPOC,

CUTYAIIMOHHBIE 33]1a4¥, TECTUPOBAHUE.
[IpomexyTouHas aTTecTalus MPOBOJUTCS B BUJE 3aueTa B popMe YCTHOTO OIpoca.

B pesynbrate 0cBOEHUS NUCHUIUIMHBI Y CTYJEHTOB JOJIKHBI OBITH CHOPMUPOBAHBI:

Kon JTana
OCBOCHMS Pe3yabTaThl 00yyeHus1
KOMIIeTeHIIUH
BepHo  coctaBmser M [paBWIBHO — OQOpMIISIET  JOKYMEHTBI:
perinaMeHTHpyonme OoT0op IepcoHana, perjJaMeHTUpyroImue paloTy|
MK-28.1 OpraHU3alHH.
[IpaBUIBHO aHATM3UPYET U CUCTEMATU3UPYET JaHHbIE O pAOOTHHUKAX.
Pa3pabarbiBaeT BepHbIE KPUTEPUM OLIEHKM COUCKaTenedl Ha
BaKaHTHOE MECTO.
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