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1. Ilepedyenb NJIaHMPYEMBIX Pe3yJbTATOB 00y4eHHs 110 JUCHHUILINHE, COOTHECEHHBIX C
IJIAHUPYEMBbIMH pPe3y/JIbTaTaAMHU OCBOCHHS IPOrPaMMBbl

1.1. Huctmmmmaa  b1.B.JIB.11.02  «JlokymMeHTOBeIeHHE» O0OECIeunBacT OBJIAJICHUE
CJIEAYIOIIUMU KOMIIETCHIIUSMMU:
Kon HauMmeHnoBaHue Kon HaumenoBaHue 3Tanma
KOMIIETEHI[HH Komnerenuuu Tana ocBoeHus OCBOEHHUS KOMIIETEHIINH
KOMIETeHI[HH
CnocoOGHOCTh
CriocoOHOCTE NpUMEHEHUS 3HAHWH B
[UIAHUPOBATh u cdepe IeT0NMPOU3BOACTBA
OpraHU30BBIBATE Vsl TUIAHUPOBAHUS U
I1K-28 CITy)KEeOHYIO JIeITeIbHOCTh K-28.1 OpraHM3aliy  CIyKeOHOU
HCIIONHUTEIIEN, JIEATENBHOCTH
OCYIIECTBISITE  KOHTPOJIb HCIIOJHUTENEH, IS
ee pe3yIIbTaToB KOHTPOJIS u yuéra
pe3yIbpTaToB
JEATENBHOCTH

1.2. B pesynbrate ocBoeHus aucuuiuinHeibl.B.JIB.11.02

CTY/ICHTOB JIOJDKHBI OBITH C(HOPMUPOBAHBIL:

«I[OKYMCHTOBCIIGHI/IG» y

OT®/TD Koa sranma
(0pH HATHUEE HpoderaniapTa) O0CBOCHMS Pe3yabTaTsl 00yyeHust
KOMIICTCHIIUH
Komnerennus HalpaBJieHa  Ha [Ha ypoBHE 3HaHMIL:
(hopmupoBaHuE MPOPECCHOHATBHOTO ASHCTBHUS: OCHOBHBIE ~ BHIBI  JOKYMEHTOB,  PEKBU3UTHI,
[UIaHUPOBATh M OPTaHU30BBIBATH CIYXKEOHYIO TOKyMEHTOOOOpOT ~ OpraHM3alMd,  Kacarolluecs
esTeIbHOCTh  MCIOJHUTENEH, OCYIECTBIIATH, KOHTPOJISL U y4€Ta pe3ysIbTaTOB AEATEIBHOCTH
KOHTPOJIb U Y4€T €€ pe3yJbTaToB, IIPUHUMATh
ONTUMAaJbHBIC  YIpaBIEHYECKUE  PEIICHHS Ha ypoBHe yMeHHit:
(pesynbrarsl (opcaiit-ananusa, YTB. COCTaBJICHUE MIpaBUIbHOE odopmiierne
npotokosioM Kadeapsl ncuxosorun Nel2 ot IOKyMEHTOB, perIaMeHTHpPYIONHX KOHTPOITb,
28.04.2017 r.). nesITEAbHOCTH UCTIOJTHUTEEH
OT®: pereHre KOMIUIEKCHBIX 3a/1a4 Ha ypoBHe HAaBBIKOB:
[ICHXOJIOTHYECKOTO 00eCIIeUeHUs QHaAJIM3 M CUCTEeMAaTH3alldsgd JaHHBIX O pa60THHKax.
YIIPaBICHYECKOMN, CITy>KEOHON eI TebHOCTH IAHanM3 ¥ y4eT pe3yNbTaTOB  JESITEIbHOCTH
ITITYHOTO COCTaBa U MoApa3elicHuid B cdepe [PabOTHHKOB
[PaBOOXPAHUTEIHHON AEATEILHOCTH, 0OOPOHBI,
6e30TTacHOCTH JIMYHOCTH, O0IIECTBA U
rocyaapcTBa, OpraHn3alMOHHON 1 On3Hec-
chepax, a Takxke B chepe 00pa3oBaHus, [IK-28.1
COMAIEHON TIOMOIITH, OPTaHU3AIH PAOOTHI
MCHXOJIOTHYECKUX CITY>KO, MPEIOCTABISIOMINX
yCIayru pU3MYecKuM JIMLAM U OpraHu3alusIM, 1
[ICHXOJIOTHYECKOT0 00pa3oBaHus (Pe3ynbTaThl
(hopcaiiT-aHanu3a, yTB. MPOTOKOJIOM Kadeapsl
cuxojorun Nel2 or 28.04.2017 r.).

2. O0beM M MeCTO TMCIUNJINHBI

B CTPYKTYpe 00pa30BaTe/ibHOI NMPOorpaMMbl
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Vuebnas aucnumumaa Bb1.B.JIB.11.02 «J/loKkyMEHTOBEICHHENITPUHAUICKUT K OJIOKY
BapuaTHBHAsl 4YacTh, JUCHUIUIMHBI 1O BbeIOOpY. Ilo ouHnoii (opme oOyuyeHHMS TUCHMILIMHA
ocBaMBaeTcsi B 5 ceMmecTpe, OO0mIas TPYIOEMKOCTh AMCHUMIUIMHBI B 3a4€THBIX €IUHHUIAX
coctasiseT 2 3E (72 ygaca).

[Io ouHo#t Qopme 00ydeHHS KOIMYECTBO aKaJEMHUYECKHX YacOB, BbIICICHHBIX Ha
KOHTAaKTHYIO PaboTy C mperojaBaTeneM (MO BHIaM y4eOHBIX 3aHATHH) — 36 4yacoB M Ha
CaMOCTOSTENIbHYI0 padoTy oOydaronuxcs — 36 4acos.

®opMa MPOMEKYTOYHON aTTECTALUU — 3a4eT.

3. Coaep:xkaHue M CTPYKTYpPa IMCHHUIIHHBI

O0beM AUCHHUIIMHBI, Yac. Dopma
KonrakTHas padora TeKylero
o0yJarmmxcs ¢ KOHTPOJIS
Ne n/n HaumeHoBaHUe TeM npernoaaBaTeaeM ycneBaeMoc
(pa3nesioB) Bceero 10 BUAAM y4eOHBIX 3aHATHI CpP TH,
MPOMEKYTO
J JIP 3 KCP YHOH
aTTecTaluu
Ounasn ghopma odyuenusn
5 cemecmp
Tena 1 JIOKyMEHTBl 1O TIOHUCKY, 12 4 i 5 6 0.C3

0TOOpY W HaliMy IepcoHaa
Tpynosoit JIOrOBOP c
Tema 2 pabOTHUKOM: COfepKaHHUE U 10 2 - 2 6 ()
MOPSIOK 0(OPMIICHHSL.

Jlmanoe nemo paboTHUWKA:
coJep)kaHUEe ¥  TOPSIOK

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

Tema 4 Tpynosas KHIKKA
paboTHHKA: coOAepXKaHUE U 14 4 - 4 6 0,C3
NopsiIoK 0hOopMIICHHS

Tema 5 | Ilpuka3zpl 1o mnepcoHaly:
COJIEp)KaHUE U  TOPSIOK 14 4 - 4 6 0,C3

odopmireHus

Tema 6 JoKyMeHTBI IO OTKOMaHI!
POBAHHIO U OTITYCKaM
MepCcoHaNa: COJCPNKAHUE U 12 4 - 2 6 0,C3, T
MOPSIIOK 0(OPMIICHUSI.

IIpomexyTOUuHas arTecTanus - 3a4€T
Bcero: 72 20 16 36 23E

IHpumeuanue: — popmer mexyweco konmpoas ycneeaemocmu: onpoc (O), mecmuposanue (1),
cumyayuonnas 3adaya (C3)

Conep:xaHue U CHUNIMHBI

Tema 1. JIoKyMeHTBI 10 MOUCKY, 0TOOPY U HAiMy MepCcoHaJIa: cofep:kaHue U MOPSIoK 0(hopMIeHHs
3asiBiieHHe HA MOUCK M 0TOOp mepcoHaa. KeanmmgukanionHsle TpeOOBaHUSA K COMCKATENIO BaKaHCHH.
OOwbsiBlIcHHE O BakaHCHU. Pe3romMe Kak JOKyMeHT. TpeOoBanus K pestome. BHIbl pe3toMe. AHKeTa.
TpeboBanust k ankere. Jluct Gecenpl ¢ coMcKaTeneM BaKaHCHH. 3asBICHHE O MpUeMe Ha padoTy.
[TpaBuna odopmienus 3assineHuid. [IpotrBopeuns B MoJIXoAax K O(OpMIICHHIO 3asBICHUM.
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ABToOHorpagus.

Tema 2. TpynoBoii 10roBoOp ¢ pa0OTHUKOM: COjep:KaHHe U MOPSIOK oGopMIIeHNsI

JIOKyMEHTBI, IpeIbsIBIISIEMbIE TP 3aKIFOUEHUH TPYJOBOTO JOroBopa. JJoroBop Kak IOKyMEHT.
Buzer moroBopoB. OOmime BOMPOCH! 3aKIIIOUEHHMS] TPYAOBOrO soroBopa. ConepskaHue TPYIOBOTO
noroBopa. OOs3aTeNnbHBIE YCIOBUS TPYIOBOTO JIOrOBOpa. JlOMOMHUTENbHBIE YCIOBHS TPYAOBOTO
norosopa. [lenonponsBoacTBo 1mo goroBopam. OCOOEHHOCTH TOJTOTOBKHM TPYAOBBIX JIOTOBOPOB,
coaepxaux cneuuduueckue ycnosus. OdopmieHue Tpya0Boro J0ropopa.

Tema 3. JInunasi (y4eTHas) KAPTOUKA U JIMYHOE 1eJ10 PAGOTHUKA NPENMPHATHSI:
co/iepkaHue U MOPsIOK 0(popMiIeHust

Conepxkanne W TOPAAOK O(opMIICHUS JIMYHOM KapTodyku paboTHuka. OcoOSHHOCTH
comepkaHuss W O(OPMIICHHS JIMYHOM KapTOUKH TOCYIapCTBEHHOro ciyxkaiero. OcoOeHHOCTH
cojiepkaHuss U OOPMIICHUS JIMUHOM KapTOYKHA HAyIHOrO (HAy4HO-TICAArOrH4ecKoro) pabOTHHKA.
CozepxaHue 1 opsIoK 0(OPMIICHUSI JIMYHOTO Jiejia padoTHHKA. [IpaBriia XpaHeHus! JIMUHBIX JeN U
JIMYHBIX KapTO4YCK pa6OTHI/IKOB.

Tema 4. TpynoBasi KHM2KKa pAa00THUKA NPEANPHUATHS: COAEPKAHUE U TOPAT0OK
odopmIieHNsE

Conepxanue TpyoBoi KHIDKKU. TTopsiiok odopmiteHust TpyJOBOM KHUKKU IPH YCTPONCTBE
Ha pabory. IIpaBuna BeneHus TpymoBbIX KHIDKEK. Ilopsiiok odopmieHus cBeneHuil o mpuéme Ha
paborty, 0 epeBoJie, 0 HArpaXKIEHUsX, 00 yBoiabHeHNH. OhopMIIeHHE B TPYIOBOH KHIKKE 3aruceil o
COBMECTUTENBCTBE. VcnpaBiieHne 3arcel B TPYI0BOM KHIKKE.

Tema 5. IIpuka3bl (pacnopsizkeHHs1) 10 MEPCOHANY: COIepPKaHMe U MOPSAI0K 0(pOpMIIeHUS

Ipuka3 kak qokymeHT. Turel nprka3oB. [Ipukasbl 0 OCHOBHOM JEATENFHOCTH U 10 JIMYHOMY
cocraBy. OOmme BOMPOCHl MOATOTOBKHM TPHUKA30B IO mepcoHamy. OCoOEHHOCTH COnepKaHUs U
nopsaka opOpMIIEHHMs  OTIENbHBIX BHJIOB NPHUKA30B  (paclopsikKeHMH) MO IepcoHaly.
Yuuduimposanubie GopMbl MEpBUYHON Yy4ETHOM AoKyMeHTanmu. llpuka3 o mpueme Ha padoTy.
ITpuka3s o nepeBone cotpyanuka. [Ipuka3s 06 yBoJabHEHUH.

Tema 6. [lokyMeHTBI 110 0OTKOMAHAMPOBAHHIO U OTIIYCKAM IIEPCOHAIA:
coJiep KaHNe U MOPAI0K 0(popMIIeHUS

Ilonsitue komaHIMpoBKU. ['apaHTMM pabOTHMKAM NpH HaANpaBiIeHUMM B KOMaHIUPOBKY.
CnyxebHoe 3ananue. [Ipuka3 o HampaBieHMHM pabOTHHKA B KOMaHIMPOBKY. KomanampoBouHoe
ynocroBeperue. ConepkaHue M TOPSAIOK O(GOPMIIEHUS JOKYMEHTOB IO OTKOMAaHAMPOBAaHHUIO
nepcoHana. ConepikaHue U NOpAAoK opOpMIICHUSI JTOKYMEHTOB 10 OTIIycKaM IepcoHana. [lonstue
ormycka. Tumel otmyckoB. IIpuka3z o mpemocraBieHuu otmycka. ['paduk ormyckoB. Baecenue
M3MEHEHUH B rpaUK OTIYCKOB. JJOKyMEHTHPOBAaHUE OT3bIBA U3 OTIIYCKA. Y YEOHBIN OTITYCK.

Ha camocrosrensHyto pabory cryaeHToB mno jauciumiande b1.B.JIB.11.02
«Jl0KyMEHTOBE/IEHUE» BBIHOCSTCS CIEAYIOIINE TEMBI:

Ne Tema Bonpocsl, Beinocumbie Ha CPC Ounasn
n/n dopma
1 2 3 4




1 | HoxyMmeHTHI o moucky, oroopy | [IpaBuma  odopmienuss  3asBieHHH.

1 HaliMy nepcoHana [IpoTtuBopeunss B MoJaXoJax K 0, C3
0(OPMIICHUIO 3asIBIICHUI.

2 | TpynoBoit JIOTOBOD ¢ | JenompousBoAcTBO 1O  JOrOBOpaM.
pabotHukoM: coaepkanne U | OCOOEHHOCTH IIOATOTOBKH TPYIOBBIX 0
HOPSIIOK 0OPMIICHHUS. JIOTOBOPOB, COJepIKaIINX

crenr(uIecKue yCIoBHsI.

3 | Jluunoe  pmeno  pabotHuka: | [IpaBunma XpaHeHHs JUYHBIX Jel1 U
coJiep)KaHue u MOPSIIOK | JIMYHBIX KaPTOUEK PAOOTHUKOB. 0.C3
odopmIIeHUS. ’

4 | TpynoBas xHkKKa pabotHuka: | [lopsgok odopmiuenus cBemeHWid o0
coJiep)KaHue u opsiiok | mpuéme Ha paboTy, O mepeBone, O
oopmienus HarpaxJeHusx, 00 YBOJIbHEHUH.

Odopmienrne B TPYyIOBOH  KHHXKKE 0,C3
3anuceit 0 COBMECTHUTEINIbCTBE.
UcnpaBnenue 3amnuceld B TPYIOBOM
KHIKKE.

5 | Ilpuka3ssl o nepcoHany: | OcCOOCHHOCTH COJIEpKaHUsSI M TIOPSIKA
coJiep)KaHue u MOPSIIOK | odopMIIeHUS OTIEIBbHBIX BUJIOB
oopmienus MPUKa30B (pacmopspKeHHiA) 1o 0,C3

nepcoHany. YHUGUIUPOBAHHBIE (HOPMEI
MEPBUYHON YUETHON TOKYMEHTALUU.

6 | JlokyMeHTHI 10 OTKOMaHIN Brecenne  w3MeHeHWit B Tpaduk
pOBaHHUIO U OTIIyCKaM OTIyCKOB. JlOKYMEHTHPOBAaHHUE OT3bIBA
IIEpCOHAJIA: COACPKAHUE U U3 OTIyCKa. Y4eOHBIH OTITyCK. 0,C3, T
MOPSIOK 0(hOPMIICHHSI.

4. MarepuaJibl TeKyl1ero KOHTPOJIsl yCIeBaeMoCTH 00y4alommXxcs U
()OH/1 OLIEHOYHBIX CPEICTB MPOMEKYTOYHOM aTTeCTALMHU N0 JUCHMILIHHE

4.1.1. B xone peanu3anu JAUCHUIUIMHBI HUCHOJb3YIOTCH CJeAyIOlIMe MeTOAbl TeKYIIero
KOHTPOJISA YCTIEBAEMOCTH 00YYAKOIIUXCS

MeTtoabl TeKyLIero KOHTPOJIsi

Ne n/m HaunmeHoBaHnue TeM (pa3jiesoB)
ycIeBaeMoCTH
Tema 1 JlokyMeHTBI 110 IOUCKY, OTOOpY M HaliMy mepcoHaja VY CTHBIH OTIpOC, CHTYAI[HOHHBIE
3aJ1a41
TpynoBoit 1oroBop ¢ pabOTHUKOM: COJIEpXaHHWE MU .
Tema 2 pyaA ! P P AIeP YcTHbli onpoc
NOPSIIOK 0(OPMIICHHSI.
JluuHoe peno pabOTHHKA: COJEpKaHUE W IOPSIOK .
Y cTHBIN OIIpOC, CUTYAIIUOHHBIC
Tema3 | oopmieHus.
3a1a4u
Tema 4 TpynoBass KHIKKa pabOTHUKA: COJIEpKAHWE M TOPSIOK VY CTHBIN ONpoc, CUTYyallMOHHBIE
odopmIeHUs 3a1a9u
Tena 5 IIpuka3pl MO mMepcoHady: COJEpPKAaHUE U TOPAIOK VYCTHBIN ONPOC, CUTYallHOHHbIC
odopmIeHUs 3a1a9u
[OKYyMeHTbI MO OTKOMaHAMPOBAHUIO N OTMYCKam .
VcerHbIi OIIpOC, CUTYalIMUOHHBIC
Tema 6 nepcoHana: coaep:KaHue n nopagok opopmaeHus.

3aga4u, TCCTUPOBAHUE

4.1.2. 3ayer mnpoBOAWTCH ¢ NPHMEHEHHEM CJEAYIOIIHX METOI0B:

HOCJIETHEM 3aHATUHN) U YCTHOT'O OIIpoca.
4.2. MarepuaJibl TeKylIero KOHTPOJIs YCIIeBAeMOCTH.

TCCTUPOBAHUA (Ha



Tema 1. JIoKyMeHTHI 110 IOUCKY, 0TOOPY M HaliMy IepCcoOHAIA

Bonpocs! yeTHoro onpoca:

1.Pe3tome kax gokyment. TpeGoBanus k pe3rome. Busipl pesiome.

2.Ankerta. TpeOoBaHMS K aHKETE.

3.JIucr Gecenpl ¢ coMcKaTeneM BakaHCHH.

4. 3asBnenne o mpueme Ha pabdoty. [IpaBmna odopmitenus 3aspienuit. [IpotuBopeuns B
MoJX0/1aX K 0(hOpMIICHHIO 3asIBIICHUI.

CuTyanuoHHbIE 321241

3ananue 1. JlokyMeHTHPOBaHME PEKPYTHHIA NMEPCOHAJIA

Llenb: oBiafieHHEe HABBIKAMMU COCTABJIEHHUS M OLIEHUBAHUS JOKYMEHTBHI IO PEKPYTUHIY
HepcoHaa.

O 1 an 1. Crynenyeckas rpynmna pasbuBaercs Ha aBe 4acth. Kaxknmas moarpymnmna
npeicTaBisieT cebsi B BHUJE OpraHu3alMd M BBIOMpAeT pPYKOBOIUTENSA. 3aTeM Kaxjas
OpraHM3anus 3asgBiII€T O TOM, 4YTO B HEW IOSBWJIACh BakaHTHas AOJKHOCTb. [locie 3toro
KaXK/1asi TpyIia COoCTaBisieT NepedeHb TpeOOBaHMM K KaHAMJATy Ha JIAaHHOE BAKAHTHOE MECTO,
dopMupyeT KOMIUIEKT JOKYMEHTOB, TpeOyeMbIM [uisi Habopa IepcoHalla M COCTaBIISIET
oObsiBIeHHEe O BakaHcuu i myoOnukamuu B CMMU. IlpenopaBarenb, COBMECTHO € IpyMIoi
00Cy)XJJaeT MpaBUILHOCTh COCTaBJICHMSI JOKYMEHTOB M 0ObsABIIeHUSA. BrlpabarbiBaroTcs u
3aIlMCBIBAIOTCS] PEKOMEH AU,

O 1 amn 2. I'pynnbl 0OMEHUBAIOTCS OOBSIBICHUAMU, U UX IPEICTABUTENN COCTABISIOT
pestoMe (J1enaeT Kax/blii CTYJIeHT) B COOTBETCTBUU C TeM OOBSIBIEHHUEM, KOTOPOE MOIYYEHO OT
apyroi rpynnsl. CocTaBiI€HHbIE PE3IOME OTAAIOTCS «paboTONATENsIM», KOTOPbIE BBIOMPAIOT U3
HUX HauOosiee MOAXONAIIME W Heped TPYNIOoN apryMEHTUPYIOT CBOM BbiOOp. OTOOpaHHBIE
IIPETEHAEHTHI IPUTJIAIIAIOTCS Ha cOOECEeJOBaHUE.

O 1 an 3. CTyaeHTaMH pa3bIrpbIBalOTCS CUTYallMU MPOBEICHHs coOeceoBaHuil, 3aTeM
IPOMCXOUT UX IPYIIIOBOE OOCYXKIEHHE.

3aganue 2. [ToaroroBka K TpyA0yCTPOMCTBY

1. Haitnure B IHTepHeTe 00BsiBICHUS O BakaHCUH «MEHeKep 10 IEPCOHATY», U3yUUTe
TpeOOBaHUs, KOTOPBIE MPEABABISAIOTCS K KaHIU1aTaM.

2. llogymaiiTe — YTO W3 TEPEYMCICHHBIX TpeOOBaHMI MOXET BbBI3BaTh y Bac
3arpyaHenus. OnpenensieM Kpyr BOIIPOCOB KOTOpBIE HYXKJAaroTcs B Bamell nononHuTenbHOU
pabore. [IpuHuMaem perieHue, 9To C 3TUM JIeTIaeM.

Ilpumep:

Bul He ouenv ysepenvi 6 ceoux 6o3mooicnocmsax pabomsi 6 npoepamme 1:C3apniama u
Vnpaenenue nepcomanrom. Omo enonne 3aKkOHOMEpHO, M.K. u3yueHue 000U KOMNbIOMEPHOU
npocpamMmvl ROMUMO pabomuvl 8 Kiacce, 20e Bwl 6cecoa modiceme noayuums NOOCKA3KY,
mpebdyem camocmosamenbHou pabomul 00UH HA OOUH C DMOU NPOSPAMMOU.

Ymo oenaem?

Y Bac ecmv yueonas eepcus 1C? Ewe pa3z pewaem 6ce npaxmuueckue 3a0ayu
camocmoamenvno. Ilpu pewenHuu Kaxcoou 3a0adu cMOMPUM KOHCHEKm uiu Memooudxy. Eciu
011 Baweu ysepennocmu smoeo nedocmamouno uzyuaem Humepnem pecypcwi, nocssujeHuvie
1C, yumaem ¢hopymul.

Anpeca HekoTophix popymos o 1C: .

lcsp.ru

videozup.ru/zup/forum/

1cotvet.ru

1c01.ru/forum/



[TonoOHBIM 00pa3oM aHaNU3UpyeM BCE OCTaJbHbIE TMO3UIUH W3 JIOHKHOCTHBIX
MHCTPYKUUH (3aKOHOJATENIBCTBO O TPYIAE, KaIpOBOE JEIOMPOU3BOJICTBO, CIOCOOBI MOUCKA U
or0opa nepconana, u T.11.).

Bce nocrnenyromnyie npakTHuecKue 3aJaHUs ABISIOTCS BCIIOMOTaTeIbHBIMU K 331aHUIO 1.
Onn momoryr Bam Oonee o0ocHOBaHO OTBeTUTh Ha Bompoc "UTo BaM HEOOXOAMMO ISt
TPYIOYCTPOMCTBA MO BEIOPAHHOMN CHEIUATBHOCTH U JUIS TaJIbHEHINeH yCTIEITHOW paOOTHI.

3ananue 3. Bbioop Bamux ucToYHNKOB HHGOPMAIIUH 1O CHIEIHATbHOCTH

O3HakoMbTeCh C MpeIokKEeHHBIMU HamMu WHTepHeT-pecypcamu. Bribepute Te U3 HUX,
KOTOpbIe OyyT yaoOHbI Bam 1151 paboThI.

OTBeThTE Ha CIIEYIOIINE BOIIPOCHL:

Kakumu Uutepuer-pecypcamu Bbl Oyzaere monb3oBaThesl s OTBETa Ha BOIPOCHI,
KacCarolMeCs FOPUINUYECKON COCTABIISIIOLIECH Balleh JEATEIIbHOCTH.

I'me Bbr Oyzmere wuckath 00pasibl JOKYMEHTOB IO JIMYHOMY COCTaBy, OOpasIlbl
JIOJDKHOCTHBIX UHCTPYKIUH.

UYem Bol OyneTre pyKoOBOJACTBOBATHCS MPHU MOA00pE MepCcoHana, KaKoi CIMCOK BOIPOCOB
Kanauaatam Bel moarorosure?

http://www.pro-personal.ru/ Wudopmanmonsslii  mopran s
www.job.ru CIICIHAIUCTOB 10 KaJpaM U YIPaBICHUIO
www.rabota.ru MIEPCOHAJIOM, OYEeHb MHOTIO HH(pOpMAIHH,

HO HAI0 PETHCTPUPOBATHCS, €CTh (HOPMBI

JOKYMCHTOB M OTBETBI Ha BOIIPOCHI.

®opyM  KaJPOBUKOB -  OOCYKICHHUS
http://forum.kdelo.ru/default.aspx UHTEPECHBIX TEM.

[lpakTHyeckn BECh CHEKTP TEM IO
http://www.bizneshaus.ru/ KaJpOBBIM  BONPOCaM, OYECHb  MHOIO

uH(popMaluy B JOCTYIHON Gopme

KoHCynbTaHT+ - BCe 3aKOHOAATEIBCTBO, HO
http://www.consultant.ru/ €CTh OTrpPaHUYCHHs, y3HAB HOMEp 3aKoHa

(MOCTaHOBNIEHUS), €r0 MOXXHO HAaWTH B

JIPYrOM MecTe

Coobmiecteo HR  menemxepoB, ecTb

http://www.hr-portal.ru/ dopym, MHOro crareii M ecTb (OPMEI
JIOKyMEHTOB
HopmaruBHbie JOKYMEHTBI
http://www.hrmaximum.ru/ 3aKOHOJATEIhCTBO  Pa3dop KOHKPETHHIX
CUTYaLHi.
Coo0111ecTBO  MEHEIKEPOB IO  MOAOOPY
http://www.podborkadrov.ru/ nepcoHasna
http://b-t.com.ua/test.php YKpauHCKU# cauT ecThb MHOTO

IICUXOJIOTHYCCKUX TCCTOB

Tema 2. TpyaoBoii 10roBop ¢ pa0OTHUKOM: CO/Iep:KaHHNe U NMOPSAAOK 0(popMIeHHs

Bomnpocsl 11 yCTHOTO onpoca:

1. Ilepeuncnure TOKyMEHTHI, IPEABSABIsIEMbIE IPU YCTPOICTBE Ha paboTy.

2. B kakux ciuydasx mpu mnpuéMme Ha padboTy TpeOyeTcs cmpaBka 00 OTCYTCTBHH
cyaumocTu?

3. [Mosicaute, mouemy TK P® 3ampeniaer 3akitoueHrne CPOUHBIX TPYIOBBIX IOTOBOPOB?
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4. OxapakTepu3yiTe 00s13aTeIbHbIE YCIOBHS TPYAOBOTO JIOTOBOPA.

5. Ha3oBuTe OCHOBaHMS 3aKJIIOUEHHSI CPOYHOTO TPYAOBOTO JOrOBOPA.

6. Onpenenure MOHATUS «PEXKUM pabOUEro BPEMEHM» U «BpeMs OTIbIXxa». Kak oHHM
perynupytotcsi B TpyaoBom kojiekce PD?

7. OxapakTepu3yiuTe JONOIHUTEIbHBIE YCIOBHS TPYI0BOIO JOTOBOPA.

8. Kakue NOKyMEHTHI SBJISIOTCS OCHOBAaHMEM JUId U3JAaHUS NpUKaza paboTojareis o
npuéme Ha pabory?

Tema 3. JInuHoe 1es10 padoTHUKA: CcOAepKaHUE U NOPSIAOK oopmiieHHs.

Bonpocs! 1151 ycTHOT0 onpoca:

1. Coneprkanvie U MOPsIOK 0(hOPMIICHHUS JTMYHON KapTOYKH pabOTHHKA

2. OcoOeHHOCTH conepskaHusi M O(QOPMIICHUS JIMYHOW KapTOYKH TOCYJApCTBEHHOIO
CITY’KaIIEeTo

3. OcobenHoctu cozpepkanuss u O(OPMIICHHS JIMYHOM KapTOYKHM HAy4HOro (Hay4HO-
TIeIarOrHYeCKOro) paboOTHUKA

4. Conmepxanue v IOPsIOK 0hOpMIICHHS TMYHOTO JIeia PAaOOTHUKA

CuryaumnoHHble 3212491

3aIoJIHATE JIMYHYIO KapTOYKY Ha CIEAYIOIUX COTPYAHHUKOB:

1) Oner bopucosuu Onunuos. Ponuncs 12.01.1963 B r. Bonrorpane. Craxx o0muii Ha
Tekymyo pary 20 ner. Craxk HENpepbIBHBIM Ha TeKyllyro aary — 18 user. 3akoHuumn
Boarorpaackuii nmemiarormyecKMii  MHCTUTYT, CHELUAIBHOCTh — YUYHTEIb AHIJIMHCKOIO |
HEMELKOTo sA3bIKOB. OTciyxkui1 2 roga B apmuu. JKeHar, UMEET JBYX HECOBEPIICHHOJETHHUX
JIeTen.

2) Anexkceit OneroBuu I['pebGentok. Pomuncs 15.11.1974 B r. Boabsck CapatoBckoit
obnactu. MuBanun nercrea. Hurne He paboran.

3) Ha cBoe ycMmoTpeHue

Tema 4. TpynoBasi KHMKKA pa0lOTHHKA: CO/lep:KaHMe U MOPS/I0K 0(hopMIIeHHA
Bomnpocel 11 ycTHOro onpoca:

1. lcTropust BO3HUKHOBEHUS TPYIOBON KHUKKHU

2. Cozieprxkanue TpyI0BOM KHIKKH

3. OcopmiteHue TPyIOBOH KHIKKA

CuryanuoHHBbIC 321241

1. PykoBoauTenp KajpoBOM CiIy>kObl BHEC B TPYAOBYIO KHMKKY 3alliCh 00 YBOJBbHEHUU
paOOTHUIIBI, Y KOTOPOH HCTEK CpPOK TPYAOBOIO JOrOBOpa, a HOBBIA JIOTOBOP 3aKJIIOYaTh
opranuzaius Opu1a HEe roToBa. [1o HeTOCMOTPY, OKa3aI0Ch, UTO PabOTHHUIIA B ATOT MEpUOJ] ObLIa
Ha IIITOM Mecsle OepeMEHHOCTH, MPUYEeM OHa MpPEJOCTaBidAja B OPraHU3aLHUIO0 CHPaBKY O
paHHe IOCTAaHOBKE Ha YYeT B JKEHCKYI0 KOHCYJIbTAllMI0, a paboTa, BBINOJHSIEMas €10,He
TpeboBasa nepeBoja Ha Apyryro. Onummre, Kakue 0COOEHHOCTH PEeryIUpOBaHUS TpyJa JaHHOU
pabOTHUIIBI JOJKHBI JIEHCTBOBAaTh B JaHHOM ciydae?Ecnu neiicTBUS MO YBOJIBHEHHIO OyayT
MPU3HAHBI HEJEHCTBUTEIbHBIMU, KaK UCIIPABIIATH 3aIIUCh, CACIAHHYIO B TPYI0BOM KHIKKE?

2. Y AK. Kpsutoroii mpu oopmiieHuu ee pabOThl TI0 COBMECTHTEILCTBY BBISCHUJIOCH,
4TO B €€ TPYAOBOM KHHXKKE OTCYTCTBYET MECTO B pa3Jlielie «CBeleHHs o paborey. KakoBbl
JeNCTBUS KaJpOBUKA B JAHHOM citydae?
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3. Ecnu paGoTHHK pemraer yBOJHMTHCSA 1O COOCTBEHHOMY JKENAHHIO, TO KaKOB MOPSIOK
BBIJIAYM €r0 TPYJOBOM KHMXKKH? A €CIIM €r0 yBOJIWJIW B CBSA3M C HAPYIIEHHEM KOJUIEKTUBHOIO
JoroBopa?

Tema 5. Ilpuka3bl 10 EPCOHANY: COAEPKAHNE U MOPSAOK 0popMIIeHUs

Bomnpocs! 118 yCTHOr0 onpoca:

1. OG1ue BOmpoCk! TIOJITOTOBKU MPUKA30B 110 TIEPCOHATY.

2. Oco0eHHOCTH COIEpXKaHMUsI M TTOpsiKa OoQOpMIICHHST OTAESIBHBIX BUIOB MPUKA30B (PACTIOPSHKEHHI)

10 TIePCOHAITY

CI/ITyaIII/IOHHLIe 3aJla4um

1. Hapucyiite cxemMy cocTaBleHUS JOKYMEHTOB IIPH IEPEBOJIE HA IPYTyI0 paboTy BHYTPH
NpEeANPUITHS.

2. CocraBbre mpuka3z o mnepeBoge padornuka O.H. I'puropreBa Ha paboTy BHYTpHU
opranuzanuu (BbIOOp HAMMEHOBAHUS M APYTHMX PEKBU3UTOB OPraHU3ALUHU OCYILECTBIISIETCS
CTYJEHTOM CaMOCTOSITENIBHO).

Tema 6. JIokyMeHTbI 110 OTKOMAHIHPOBAHMIO M OTIIyCKAM IIepCOHAJIA:
coJepsKaHye U NOPAAOK 0(pOpMIICHUS
Bonpocs! a1 ycTHOro onpoca:
1. Coneprkanue ¥ IOpsI0K 0(hOPMITEHHS IOKYMEHTOB 110 OTKOMAHIUPOBAHUIO ITEPCOHAIIA
2. Coneprkanue 1 IOpsAI0K 0(hOpMIIEHHS TOKYMEHTOB 110 OTITyCKaM IepcoHana

CuryanuoHHBbIC 321241

1. Hapucyiite cxeMy COCTaBJICHHsSI JIOKYMEHTOB II0 TMPEIOCTaBICHUIO OTIYyCKa IO
OCpPEMEHHOCTH M POJIaM.

2. Hapucyiite cxeMy COCTaBIeHHS JOKYMEHTOB II0 IIPEIOCTABIICHUIO OTITyCKa
paboTHUKAM, YCHIHOBUBIIIUM peOCHKA.

3. Hapucyiite cxemy COCTaBICHHUS TOKYMEHTOB IO MIPEIOCTABICHUIO OTITYCKA TI0 YXOIY
3a peOCHKOM.

Bonpocsl 11 TecTUpOBaHUS:

1./leJIonpOU3BOACTBO M TOKYMEHTAIMOHHOE 00ecTieUeHne YIPaBJIeHUS:
a) pa3aIMYaroTCs 00JIACTSMH MCIIOJIb30BaHUS;

0) MICHTUYIHBIC TTOHATHS;

B) pa3IM4alOTCsA BUIAMHU OTEepalHii;

I') pa3IM4yaroTCs IO BUJAM OpPraHU3aliii, B KOTOPBIX UCIOIb3YOTCS.

2.JIokyMeHT omnpeeisieTcsl Kak:

a) HOCUTEJIb MH(POPMAIIUK B CHCTEME YITPABIICHUS;

0) undopMarss Ha MAaTEPUATBLHOM HOCHTENE C PEKBU3UTAMH, MO3BOJSIOIIUMH €€
UACHTU(DUITUPOBATS;

B) Ka4€CTBEHHAs XapaKTePUCTHKA YIIPaBIeHUYECKOH HH(DOpMaIny;

I') CBEJICHUS, MOATBEPKIAIONINE (PAKT OO BEKTUBHON JACHCTBUTEIILHOCTH.

3. IOKyMeHT0000pOT OmpeaeasieTcsi KaK:

a) COBOKYITHOCTH B3aMMOYBSI3aHHBIX IMTPOIIETyp, 00ECIICUNBAIONINX IBIDKCHHUE JJOKYMEHTOB B
YUPEXKICHUH;

0) UUPKYJSMA TOKYMEHTOB OpraHU3aIIH;

B) JOKYMCHTBI OpraHnu3alu, HaXoAsAIIUECS B IBUKCHUN,

T') JOKYMEHTOOOMEH OpPTaHHU3aIliyU C BHEITHEH HHPOPMAIIMOHHOH cpejioi, 00ecTieYrBatONIHiA ee
a¢dexTrBHOE PYHKIMOHUPOBAHUE.

4.3. OueHOYHBbIE CPeICTBA [IJIsl IPOMEKYTOUYHON aTTeCTAIUH.
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3aveT NPOBOANTCH C MPUMEHEHHEM CJIeIYIOIMX MEeTOI0B: TECTUPOBAHUS (HA
MOCJICIHEM 3aHSITHH) U YCTHOTO OMpOca.

4.3.1. ®opMupyembie KOMNETEHIUH

Kon HanmenoBanmue Kon HanmenoBanue 3Tana
KOMIIETeHIINH Komnerenuun dTala ocBoeHu OCBOEHMSI KOMIIETEeHIINH
KOMIIETEeHIIHH
Cnoco6HOCTh Cnoco6HOCTB
IUIAaHUPOBATh u NpUMEHEHHs 3HaHUH B
OPraHU30BHIBATH cdepe IeTONPOU3BOICTBA
I1K-28 CITy)KEeOHYIO JIeITeIbHOCTh K-28.1 JUId  TJaHUPOBaHUS U
UCTIOJTHUTEIICH, ' OpraHM3aliy CIyKeOHOW
OCYLIECTBIISITH  KOHTPOJIb JeATEeIbHOCTH
ee pe3yJbTaToB UCTIOJIHUTEIIEH, ULt
KOHTPOJIS u yuéra
pe3yibTaToB
JesATEeIbHOCTH

4.3.2 TunosBble OLlEHOYHBbIE CPEICTBA

NogakrwdE

© ™

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

21.
22.

Bonpocbl AnA YCTHOro onpoca K 3a4ery:
JIoKyMeHTOOOOPOT: MOHSATHE, IPUYHHBI POCTA.
Bunbl 1oxymMeHTOB.
JIOKYMEHTHI IO MOUCKY, OTOOPY U HaliMy MepcoHana.
Pesrome kak nokyment. TpeboBanus k pestome. Bunpl pesrome.
Amnkerta. TpeOoBaHUs K aHKETE.
Jluct Gecenpl ¢ COMCKATENIeM BaKaHCHH.
3asBnenne o npueme Ha pabory. [IpaBuna odopmienus 3asBnenuid. [IpotuBopeuns B
MOJIX0/1aX K OPOPMIICHHUIO 3asIBIICHUH.
TpynoBoii 10roBop ¢ pabOTHUKOM: COZEPKaHUE U TOPSAOK 0OPMIICHHS.
Bunpt norosopo. OdopmiieHue Tpy10BOro J0roBopa.
TpynoBast KHMXKKa Kak ToKyMeHT. CopepykaHue TpyaoBoi KHIKKU. OdopMiieHne TpyI0BoOi
KHIDKKH.
Jlenornpon3BoACTBO MO TPYAOBBIM KHIKKaM: TOJTy4eHHE, YUeT, XpaHeHHUE, BblJJaya paOOTHUKY
NP YBOJIGHEHHH.
Jlnynast (y4eTHas) KapTouka M JIMYHOE Jeio paboTHuka mpemnpusatus. ConepikaHue U
HOPAI0K OPOPMIIEHHS IMYHOM KapTOUKU PaOOTHHUKA.
Oco0eHHOCTH cofiepKaHusl U 0OPMIICHUS! TMYHOM KapTOUYKU TOCYIapCTBEHHOT'O CITy KAlLero.
OcobenHoctu cozaepxkaHusi M OQOpPMIIEHMS JIMYHOM KapTOYKM HAy4YHOro (Hay4HO-
MeArOrH4ecKoro) pabOTHHKA.
Coneprxanue 1 opsAI0K 0(hOpMIIEHHSI JTMIHOTO Jea pabOTHHKA.
I[pukas3 kak nokymeHT. Bump! npukazos. [IpaBusa paboTs ¢ mpukazamu.
OcobeHHOCTH cofepkaHusi W Topsiaka oOQopMIIeHHsS OTHEIbHBIX BHJIOB IPHKA30B
(pacniopspKeHui ) 0 TepcoHaIy.
TexHonornn w3gaHUsT TpHUKa3zoB. [Ipolemypel OTMEHBI W aHHYIMPOBAaHHS TIPHUKA30B.
XpaHeHue MPUKa30B.
Conepkanue W TOPSIOK OGOPMIIEHHS IOKYMEHTOB 10 OTKOMAaHIMPOBAaHHIO MEpCOHAA.
TexHOMOrHs MOATOTOBKM KOMAaHIMPOBOYHBIX JOKYMEHTOB.
Conepkanue W TOPSIIOK O(OPMIIEHHST JIOKYMEHTOB MO OTITycKaMm TmepcoHana. ['padux
OTIycKOB. 3asBrienue o0 ormycke. [Ipukas 06 oTmycke.
Coneprxanre 1 OpsAI0K 0(hOPMIICHHSI TIFICEM TT0 TIEPCOHAITY.
ConeprkaHue 1 IOpsAI0K 0(hOpMIIEHHS CITY»KEOHO-IEIOBBIX 3aIHMCOK I10 IEPCOHAITY.
CripaBKH TI0 TIEPCOHAITY: COZIEpIKaHUE U TTOPSIOK OPOPMIICHHSI.
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23. TeXHONOTHH PETUCTPAIMU JOKYMEHTOB, KOHTPOJISI UCIIOJTHEHHUS JOKYMEHTOB.
24. TlocTpoeHne HOMEHKJIATYPHI JIe]I.
25. ApXxuBHOE XpaHEHUE JOKYMEHTOB
26. SI3bIK ¥ CTUITB JOKYMEHTOB. PeakTupoBaHue J0KyMEHTOB.
27. Yauduxanus, popManuzays, CTaHIapTU3AM TOKYMEHTA.
28. Pabora ¢ koH(puaeHIMaIbHON HHDOpMaIuen
HNuTerpajibHasi IKaJIa OLeHMBAHUS

Ne | OuenmBaeMble kpuTepun no qucuuniaude 51.B.J1B.11.02 MaxkcuMaabHoe K0J1-BO % B
«JlOKyMeHTOBeICHU e UTOrOBOIi OLEHKe

1 | YcTHBIC OTBETH Ha MPOTSHKEHUH CEMECTpa 20

2 | Pa3bop cuTyannoHHBIX 33124 Ha IPOTSHKCHUN CEMecTpa 30

3 | JleMOHCTpamnms TEOPETHIECKUX MTOJIOKEHUH Ha 3a4eTe 30

4 | TectupoBaHue 20

VYpoBeHb 3HAHW, YMEHH ¥ HaBBIKOB OOYYAIONIErocs NpPU YCTHOM OTBETE BO BpeMs
MPOMEKYTOUYHOM  aTTECTAlMU  OMPEICIACTCS  OICHKAMHU  «3a4TE€HO» WJIM «HE3auTCHOY.
KputepussMu oOIlleHMBaHUS Ha 3a4eTe SBISICTCA JCMOHCTPALMS OCHOBHBIX TCOPCTHUCCKUX
MOJIOKEHUH, B paMKaX OCBaWBaeMOU KOMITCTCHIINH, YMEHUE TIPUMECHSTH MOJIyICHHBIC 3HAHUS Ha
IPAKTUKE, OBJAJCHHE HAaBBIKAMH aHali3a M CHUCTeMaTH3aluud HHpOpMalMK B 00JIACTH
JIEJIONIPOU3BOICTBA.

Jis  puctuiuiH, (OPMOM HMTOrOBOTO OTYETa KOTOPBIX SIBISCTCS 3a4eT, MPUHATHI
CJICTYIOIIIHE COOTBETCTBUS:

60% - 100% - «3auTeHOX;

Menee 60% - «He 3aUTECHO.

Y cTaHOBIIEHBI CIEYIONINE KPUTEPUU OIICHOK:

100% - 90% |Ygammiics OEMOHCTPHUPYET COBEPIICHHOC 3HAHHWE OCHOBHBIX TEOPETHUYECKUX ITOJNIOKCHHUM, B
paMKax OCBaWBaeMOl KOMIICTCHILMH, YMEET NPUMEHATh MNOJyYeHHBIC 3HAHUS Ha TNPAKTHKE,
BJIaJICCT HABBIKAMY aHAIN3a U CHCTEMaTU3aliK HHPOPMAIHK B 00JIACTH AEIONPOU3BOICTBA.

89% - 75%  |Yuammuiicst 1eMOHCTPUPYET 3HAHHE OONbBINCH YaCTH OCHOBHBIX TEOPETHUCCKUX IMOJOXKCHUMH, B
paMKax OCBaMBAEMOW KOMIIETEHIIMH, YMEET NPUMEHSTH IMOJyYEeHHBIE 3HAHWS HA TPAKTHKE B
OTHENBHBIX cepax MPoecCHOHATBHOMN JESITEBHOCTH, BlIalceT OCHOBHBIMU HaBBIKAMHU aHAIH3a
M CHCTEMATH3AIMK aHaM3a M CHCTEMATH3AIlMN HHOOPMAIIUH B 0OJIACTH JIETONPOU3BOJICTBA.

74% -60%  |Yuammiics OeMOHCTPUpPYET AOCTATOYHOE 3HAHHE OCHOBHBIX TEOPETHUCCKUX IOJIOKCHUH, B
paMKax OCBaMBacMON KOMIICTCHIMH, YMEET HCIOJb30BATh MOJyYCHHBIC 3HAHHUS Uil PEILCHUS
OCHOBHBIX INPAaKTHYECKHX 3aJad B OTACNBHBIX cdepax mNpodecCHOHATBHONW IeATEeNbHOCTH,
YaCTUYHO BJIaJeeT OCHOBHBIMHM HaBBIKAMH aHaJW3a U CUCTEMAaTH3alWH HHGOpPMALUH B 00JiacTH
JIeJIONPOH3BOICTRA.

Mmenee 60% Vyamuiicss AEMOHCTPUPYET OTCYTCTBHE 3HAHHUSI OCHOBHBIX TEOPETHMUYECKHUX IOJOXKEHHUH, B
paMKax OcBanBaeMOW KOMIICTEHIINH, HE YMeeT MMPUMEHSTh MOydYeHHBIC 3HAHMS Ha TIPAaKTUKE, HE
BJIaJIC€T HABBIKAMU aHAJIM3a U CUCTeMaTH3aiuy nHGOpMaIiuy B 001aCTH JIEIONPOU3BOJICTBA.

YcTHBI onipoc

VYpoBeHb 3HaHUN, YMEHMH U HaBBIKOB OOYYaloLIErocss IMpH YCTHOM OTBETE€ BO
BpeMs TPOBEJCHHS TEKYIIEro KOHTPOJs ompenensercs Oamramu B auamazone 0-100 %.
Kpurepusimu onieHUBaHMS MTPH MIPOBEACHUU YCTHOTO OIIpOCa SBIISETCS JEMOHCTPALMsI OCHOBHBIX
TCOPECTUICCKUX HO.]'IO)KCHI/If/i, B paMKax OCBanMBaeMoit KOMIICTCHIOWH, YMCHHEC IIPUMCHATH
NOJydeHHbIE 3HAaHUS Ha TMPaKTHKE, OBJIAJCHHE HaBbIKAMU aHalu3a M CHCTEeMaTU3aluu
nH(popmaIuu B 00J1aCTH JEIOMPOU3BOICTBA.

IIpu oueHMBaHMU pE3yAbTATOB YCTHOTO OINPOCAa HCHOJB3YETCS Cleayrolas IIKaaa
OIICHOK:

100%-90% | Yuammiicss JEMOHCTPHPYET COBEpIICHHOE 3HAHHE MpPaBWI pPEKpPyTHHra IepcoHaia,
JOKYMEHTHPOBaHHUS 0TOOpa MepcoHaia, JOKYMEHTOB: pe3loMe, aHKeTa, aBToOnorpadus, TUIHOe
JIe7I0, TPYIOBasi KHHM)XKKA; YMEET COCTABIATh M MNPAaBUIBHO OQOPMIATH JOKYMEHTBI,
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PEriIaMCHTUPYIOIINEC pa60Ty OopraHus3aluvu U, B 4aCTHOCTHU, OT60p nepcoHaia, BJI1aaeCeT HaBbIKaMU
aHalin3a U CUCTCMaTU3allu1i JaHHbIX O pa6OTHI/IKaX; pa3pa60T1<1/1 KPUTCPUCB OLICHKU COoHCKaTenei
Ha BAKAaHTHOEC MECTO.

89%- 75% VYyammiicss IeMOHCTPUPYET 3HAHNE TIPABIJI PEKPYTHHTA TIEPCOHANA, JOKYMEHTHPOBAHHS 0TOOpa
nepcoHaja, JOKYMEHTOB: pPe3lOMe, aHKeTa, aBToOHorpadus, JUYHOE 1eJ0, TPYAOBas KHUKKA;
YMEET COCTaBJIATh W MPaBWIBHO OGOPMISATh JOKYMEHTBHI, pErIaMeHTHpYIOIue padoTy
OpraHM3aliy U, B YaCTHOCTH, OTOOp NepcoHaja, BiaJeeT HaBbIKaMU aHaIN3a U CHCTeMaTH3allH
JIAaHHBIX 0 paOOTHHUKAX; pa3pabOTKN KPUTEPHEB OLIEHKU COMCKaTeIel Ha BAKAHTHOE MECTO.

74% - 60%  |Yuammiics JEMOHCTPHpPYET JOCTaTOYHOE 3HAHWE TIPaBMJ  PEKPyTUHra  IEpCoHala,
JOKyMEHTHUPOBaHHsI 0TOOpa MepcoHala, JOKYMEHTOB: pe3loMe, aHKeTa, aBToouorpadus, maHoe
JIe7I0, TpyIOBas KHIKKA; YMEET COCTAaBIATh M MNPAaBWIBHO OQOPMIATH JOKYMEHTEI,
pernaMeHTHpYoLHe padoTy OpraHU3alMy H, B YACTHOCTH, OTOOP IEPCOHANA, YACTHYHO BIIAJCET
HaBBIKAMH aHAJIM3a U CHCTEMaTH3allUM JaHHBIX O PaOOTHUKAX; Pa3pabOTKU KPUTCPHEB OLCHKH
COHMCKaTeNeil Ha BAKAHTHOE MECTO.

meree 60%  |Yuammiicss =~ IeMOHCTpUpPYET  OTCYTCTBHE 3HAaHHWA IPaBWI  PEKPYTHHITa  IEpCOHAla,
JOKYMEHTHPOBaHHUA 0TOOpa MepcoHaNa, TOKYMEHTOB: pe3loMe, aHKeTa, aBTOOHOTrpadus, THIHOE
Je70, TPyHOBas KHIDKKA, HE YMEET COCTAaBISITh M TPABWIBHO O(QOPMILITE JOKYMEHTHI,
peraMeHTHPYIOIIHE PaboTy OpraHU3ald M, B YaCTHOCTH, OTOOp INEPCOHANa, HE BIIAAeeT
HaBBIKAMH aHAJIM3a U CHCTEMAaTH3allM{ JaHHBIX O Pa0OTHUKaX; pa3pabOTKH KPUTEPHEB OLCHKU
COMCKATeJIeH Ha BAKAHTHOE MECTO.

TecrupoBanue
VYpoBeHb 3HAHWI, yYMEHMH M HaBBIKOB OOYYaloUIErocsi NPH YCTHOM OTBETE€ BO
BpeMs TPOBEJCHHS TEKYIIEro KOHTpOJs ompenensercs Oamwramu B auamazone 0-100 %.
Kpurepuem oneHuBaHUS INpH NPOBEICHUU TECTUPOBAHUS, SBISETCS KOJIMYECTBO BEPHBIX
OTBETOB, KOTOpBIC Jaj CTYISHT Ha BONpOCH TecTa. [Ipum pacdere KkoiamdecTBa OayuIoB,
HOJYYEHHBIX CTYJCHTOM I10 HTOTaM TECTHPOBAHMUSI, UCIIONIb3yeTCs clieayromas hopmyna:

EzgxlOO%,
(0]

rac b — xonuuecTBO 6aJ'IJ'IOB, MOJIYYCHHBIX CTYACHTOM 110 UTOI'aM TECCTUPOBAHMU,
B — xoxudecTBO BCPHBIX OTBCTOB, JAHHLIX CTYJCHTOM Ha BOIIPOCHI TCCTA,
O- 06mee KOJIMYCCTBO BOIIPOCOB B TCCTC.

Pa30op cutyanmoHHbIX 32124

Pemenue cuTyallMOHHBIX 33/1a4 OCYILECTBISIETCS C LENbI0 MPOBEPKU YPOBHS HAaBBIKOB
(BNajieHui) CTYACHTA 110 PEIICHUI0 MPAKTUYECKON CUTYAIlMOHHON 3a1a4H.

CryneHTy 0OBABIISETCS YCIOBHE 3a/1a4M, peIlIeHne KOTOPOU OH M3JIaraeT yCTHO.

D¢ (HeKTUBHBIM MHTEPAKTHUBHBIM CIIOCOOOM pEIIeHUs 3a7ay SBISETCS CONOCTaBIICHUS
Pe3yNIbTaTOB pa3pelieHus OJHOT0 3aJaHus IByMs U OoJiee MaJIbIMU IpYIIaMu 00y4YaroluXCsl.

3amaun, TpeOylolMe HW3YYEHHUS 3HAUUTENBbHOrO o0beMa MarepHuaia, HEOOXOIUMO
OTHOCUTh Ha CAMOCTOSTEIbHYIO pabOTy CTYJEHTOB, C HEIIPEMEHHBIM pa300poM pe3yJIbTaTOB BO
BpeMs MPAKTHUYECKUX 3aHATUI. B naHHOM citydae pelieHne CUTYAI[MOHHBIX 33/1a4 C IIyOOKUM
000CHOBaHHEM JOJHKHO MPEJCTABIATHCSA HA IPOBEPKY B MHCbMEHHOM BH/IE.

IIpn oueHke pemieHHs 3a4ad aHAIM3UPYETCS IOHMMAHUE CTYACHTOM KOHKDPETHOM
CUTyalluu, CIIOCOOHOCTh OOOCHOBaHUS BBIOPAHHOM TOYKHM 3pEHUs, IIIyOMHAa MpOpadOTKU
MaTepuaia, aKTUBHOCTb IIPE3EHTALMN MaTeprana.

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

100%-90%  |OTBeT Ha BOMPOC 3aJaud JaH MpaBUIbHBIA. OOBSICHCHHE XOla € PEIICHHUS
oipoOHOE, MOCIEI0BATENbHOE, TPAMOTHOE, C TEOPETUYECKUMH 000CHOBAaHUSIMU
(B T.4. M3 JEKIUOHHOTO Kypca), C MPaBUIBHBIM U CBOOOJHBIM BIIAJECHUEM
TEPMHUHOJIOTHEH; OTBETHI Ha JIOMOJIHUTENLHBIE BOIIPOCHI BEpHBIE, ueTkue. B xoze
IIpE3EHTAllMM  MaTepuaja WM HHCLUEHUPOBKHM IPAKTUUYECKOM CHUTyaluu
MPOSIBJIEHBI aKTUBHOCTH M HaBBIKU A(()EKTUBHON KOMMYHUKAIIHUH.
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89%-75%  |OTBeT Ha BOMPOC 3a7aud JaH MpaBWIbHbIA. OOBSICHEHHE XO/aa €€ PEIICHHS
o po0OHOE, HO HEIOCTATOYHO JIOTHYHOE, C CANHHYHBIMH OIIMOKAMH B JETANAX,
HEKOTOPBIMH 3aTPYIHCHHSIMH B TEOPETHUYCCKOM OOOCHOBaHMH (B T.4. W3
JIEKIIMOHHOTO MaTepuaia), OTBETHI Ha JOMOJHHUTEIbHBIE BOMPOCH BEPHBIC, HO
HEJIOCTaTOYHO YeTKHe. B XoJe mpe3eHTaluu marepuania Wi HHCICHHPOBKH
NPAaKTHYECKON CHUTYyalliM TPOSBJIEHBI JOCTaTOYHAs AaKTUBHOCTh M HABBIKH
KOMMYHHUKAIHH.

74%-60% |OTBeT Ha BONPOC 3aJaud JaH NpaBUWIbHBIH. OOBSCHEHHE XOAa €€ PEIICHUS
HEIOCTATOYHO IIOJIHOE, HENOCIENOBATEIbHOE, C  OMMOKaMH,  CJIa0bIM
TCOPETHYECKMM O0OCHOBaHHWEM (B T.4. JIEKIMOHHBIM MAaTEPHAlIOM), CO
3HAYUTEIBHBIMH 3aTPYAHCHUSIMHA W OMIHMOKAMH, OTBETHI Ha JOMOJHHUTEIBHBIC
BOIPOCHI HEJOCTATOYHO YETKHE, C OIMOKaMHU B JeTalsx. B Xoje mpeseHTaryn
MaTepualia HId HHCIEHHPOBKH IPAKTHYECKON CHTyalldd Cl1ab0 MpPOSIBICHBI
AKTHMBHOCTD M HABBIKH KOMMYHHUKAI[HH.

meree 60%  |OTBET Ha BONPOC 3aJaud JaH HempaBWIbHBINA. OObICHEHHE XO[a €€ PELICHHS
JaHO  HEMOJHOE, HeMocleaoBaTebHOe, C TIpyObIMH  omuOKamu, 0e3
TEOPETHYECKOTO 00OCHOBAHHS (B T.4. JEKIMOHHBIM MaTe€pPHaaoM), OTBETHI Ha
JOTIOJIHUTEbHBIE  BOMPOCH HENpPABHIBHBIC WM OTCYTCTBYIOT. B Xxome
Npe3eHTAllMM  MaTepuaia WJIM HMHCICHHPOBKH IMPAKTHYECKOW CHUTYaIlMd
OTCYTCTBYIOT aKTHBHOCTD M HABBIKH KOMMYHHUKAI[VH.

5. MeToauuyecKkue YKa3aHust AJas oﬁyqamnmxca 10 OCBOCHHIO TUCHUIIJIMHBI

HeorbemieMbIM 351eMEHTOM y4eOHOro mpolecca SIBISETCS caMOCTOsATeNbHas paloTra
cryaenta. [lpu nzydenun Kypca ydeOHOW TUCIUILIMHBI 0c000€ BHUMAHUE CIIEAYET OOpaTHTh Ha
PEKOMEHYyEMYIO OCHOBHYIO U IOIIOJIHUTEIIBHYIO JINTEPATypy. BaskHBIM 271€MEHTOM MOATOTOBKH
K CEeMUHapy SBISETCA TIyOOKO€ H3Y4eHHE OCHOBHOW W JONOJHHUTENBHOW JHTEPaTypHl,
PEKOMEHIOBAaHHOM II0 TEME€ 3aHATUSA, a TaKKe IepBOUCTOYHUKOB. IIpum sTOM mnone3Ho
IIPOYNTAHHYIO JIUTEPATYPY 3aKOHCIIEKTUPOBATD.

6. YueOHas tuTepaTypa U pecypchbl HH(POPMAIHOHHO-TEJIeKOMMYHUKANIMOHHO ceTH
"HHTepHeT", yueOHO-MeTOoAMYeCKoe o0ecneyeHue CaMOCTOATEIbHOI padoThl
00yYaouuxcst Mo JUCIHUIINHE

6.1.0cHoBHasi IUTEpPaTYpA.

1 Hemymmna O.H. Kangpooe nenompousBoacto. Bonrorpaa: m3a-so Bosnrorpanckoro
¢mmana ®I'6OY BIIO PAHXul'C, 2014, 128 c.

2. Kysuenor U.H. [lenonpou3soactso [DIEKTPOHHBIN pecypc]: yueOHO-CIpaBOYHOE MOocodue. -
M.: Tamkos u K. — 2014. Pexxum nocryna: http://www.iprbookshop.ru/586 — 3arur. ¢ skpana.

6.2. lonoTHUTeILHAS JUTEPATypa.

1. TI'saeBa U.B. [lenonpounsBonactBo [DnekTpoHHBIH pecypc]: cnpaBouHuk.— MuHck: TerpaCucremc,
Terpanur. Pexxum noctyna: http://www.iprbookshop.ru/28072.— DBC «IPRbooks».

2. T'punbepr A.C. JJokyMeHTaI[MOHHOE 00eCIICUeHHE YIIpaBiIeHUs [ DJICKTPOHHBIN pecypc]: yueOHUK.—
ONEeKTPOH.TEKCTOBBIE JIaHHBIE. - IOHUTHU JAHA. - 2012. Pexum JOCTYyIIa:
http://www.iprbookshop.ru/10497.— 3bC «IPRbooks», mo napoutto.

3. Kysznenos U.H. JlokymeHTaunonHoe obecrieueHNe YIpaBIeHUs U AEIONPOU3BOACTBA: YUEOHUK IS
Oakanaspos. - M.: Uzn-so FOpaiit; U] FOpaiit. — 2012.

4. Kynses H.H. loxymeHnToBeaeHue [ DIEKTPOHHBIHN pecypc]: yueOHUK— DIIEKTPOH. TEKCTOBBIC
nanneie. — M.: Jloroc. — 2012. Pexxum goctyna: http://www.iprbookshop.ru/9082.— DBC «IPRbooks», o
[apoJI0

15



5. Mensenea O.B. OcHOBEI JOKYMEHTAIIHOHHOTO 00OECIIEUCHUS YIPaBICHUS [DIEKTPOHHBIN pecypc]:
y4uebHOe mocobme.— DIEeKTPOH.TEKCTOBBIe HaHHBIE. - KpacHomap: HOXHBIT MHCTUTYT MEHEDKMEHTA. —
2011.Pexum noctyma: http://www.iprbookshop.ru/9565.— 3bC «IPRbooks», mo maporo.

6.3. YueOHO-MeTOIHYECKOe 00ecTiedeHne CaMOCTOSITeTbHOI padoThI.

1. 3axapoBa J[loxkymeHTanmioHHOE oOecIieueHrne YTMpaBiIeHUs [DIeKTPOHHBIN pecypc]| : y4eOHO-
npakTuieckoe nocodue. M.: EBpasuiickuii OTKpbITHIA HH-T. 2012

2. Kou¢uaeHnmaibHOe AEIONPOM3BOACTBO W 3AlUIIEHHBIH  DJIEKTPOHHBIA  JTOKYMEHTOOOOPOT
[DmexTponnsiit pecypc]: yuebnnk/ H.H. Kynsie [u np.].— DnexTpoH.TeKcToBbIe HanHbIe.— M.: Jloroc,
2013.— 452 ¢.— http://www.iprbookshop.ru/586

6.4. HopMaTHBHbIE NPABOBbIE JOKYMEHTHI.

®enepanbublii 3akoH ot 27 utoist 2010 r. N 210-®3 «O06 opranuzanuy npe1ocTaBIeHUs
rOCy/IapCTBEHHBIX U MYHUIIUIAIBHBIX YCIYT»

[TpaBuia opranuzanuy AesITeIbHOCTH MHOTO(DYHKIIMOHAIBHBIX IIEHTPOB MPEIOCTABICHUS
rOCyIapCTBEHHBIX M MyHHUIIUMNAIBHBIX yCIYT, yTBepkaeHHbIe [locranoBnenuem [IpaBurenscTBa
P® o1 22.12.2012 N 1376

MeTtoauueckue peKkoMeH1aluu 00 0COOEHHOCTIX obecreueHns nH(HOPMALIMOHHON JOCTYITHOCTH
B cepe Tene-, paJuoBeIllaHus, 3JIEKTPOHHBIX U HTHPOPMAIMOHHO-KOMMYHUKAIIMOHHBIX
TEeXHOJIOTHH, yTBepkaeHHble [Ipukazom Munkomesszu Poccun ot 25.04.2014 N 108

6.5. UHTEpHET-pecypchl, CIPABOYHbIE CHCTEMBI.

WHTepHeT-pecypehl OTCYTCTBYIOT.

6.6 NHbIC HCTOYHMKHU.

HHble ncTOYHUKHU OTCYTCTBYIOT.

7. MaTtepnajibHO-TeXHHYeCKasi 6a3a, HHGPOPMANMOHHBIE TEXHOJIOTHH, TPOrPAMMHOE
obecrneyenne M1 MHGpOPMALHOHHBIE CIIPABOYHBIE CHCTEMBI

MarepuanbHO-TEeXHUYECKOe 00ecrieYeHre TUCIUILIMHBI BKJIFOYAeT B ce0s:

- JIEKIIMOHHBIC ayJUTOPUH, 00OPYIOBaHHBIE BUACONPOCKIIMOHHBIM 000PYIOBaHUEM JUIS
IpEe3eHTalH, CpeICTBaMH 3BYKOBOCIIPOM3BEICHUS, IKPAHOM;

- TIOMETIEHHUS ISl IPOBEICHUSI CEMHHAPCKHUX U MPAKTHYECKUX 3aHATHH, 000py/TOBaHHbIE
yueOHOIl Mebenbio;

JlucuuruiiHa — JO0JDKHA  OBITh  TOJIep)KaHa  COOTBETCTBYIOIIMMH  JIMIIEH3MOHHBIMHU
POTrPaMMHBIMHU TIPOIYKTaMHU.

[TporpammMHBIe cpencTBa oOecrieueHust yaeOHOTO MPoIecca JOKHBI BKITIOYATh!

- IPOrpamMMBbl NPE3EHTALMOHHON IrpaduKu;

- TEKCTOBBIE PEIAaKTOPHI.

By3 ob6ecrieunBaeT kaxxaoro odydaromierocsi pabouuM MeCTOM B KOMIBIOTEPHOM Kjlacce
B COOTBETCTBHH C 00HEMOM M3Y4aeMBIX TUCIUILINH, 00ECIIEYHBAET BBIXO/] B C€Th MIHTEpHET.
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