YTBEPXK/IAIO

CHTETCKOI'O KOJIJIEoKa

ML.IT. Cementioa
2024 r.

TIOArOTOBKH CIIENHANHCTOR cpeanero 3sena (IIIICC3)

no cienuaabHocTH 46.02.01 JlokyMeHTAlHOHHOE 06ecieyeHmne YIIpaBJIEeHHS U
apXHBOBEACHHE

npuem 2024 rog

OBpasoBarenbaas nporpaMma peanu3yercss B COOTBETCTBHM C (enepanpHEIM 06pa3oBaTEILHBIM
CTaHIApTOM CPE/IHErO IPO(eCcCHOHATBHOT0 00pa3oBaHus MOATOTOBKY CHEIHATHCTOR CpeIHero
3B€Ha 110 cmenmaneHOCcTH 46.02.01 JlokymeHTarmoHHOE ofecmeuenue YIPaBICHUS H
ApXMBOBE/ICHHC, YTBEPKICHHOTO IpHKa3oM MuHHCTepcTBa mpocsemenns Poccuiickoit
@enepanuu ot 26 asrycra 2022 r. Ne 778.

1. TIpoduar momyuaemoro npogeccHoHAILHOTO obpazoBanus (aia IIIICC3 Ha 6aze
OCHOBHOI0 001Iero 06pa3oBanus) — COLUATEHO-3KOHOMHUYECKMI aalelinlim

2. Kpaimpukauus, npucBamBaeMasi  BBIIYCKHHKAM  — CHEMAIUCT  TIO
AOKYMEHTALMOHHOMY 0OECIICUEHHIO YIIPABICHHS H APXUBHOMY JICILy.

3. ®opma obyqenus: — ounas.
4. Cpox ocBoenus IIMCC3 - 2 roxa 10 mecses.

S. lpu peamuzamun ITICC3 npumensieres JIEKTPOHHOE 00yUeHHe, TUCTAHIIHOHHEBIE
o0pa3oBaTeNbHEIE TEXHOIOTHH,

6. TpeboBanusi k ypoBH 06pazoBanus JHI, DOCTYMAKIIHUX Ha o0ydeHHe o
IMIICC3 — abutypueHT JOMKEH HMETh JIOKYMEHT 00 OCHOBHOM 00111eM 06pa3oBaHHH.

7. ObaacTs npodeccHOHATLHON TeATETLHOCTH BbRINYCKHHKA: 07 AIMUHUCTpATUBHO-
YIpaBJIeHYECKasd U OHUCHAs eI TEIbHOCTE.

8. OcHOBHbBIE BHIBI eSITeILHOCTH BBIITYCKHEKA: OCYIICCTBIIEHHE OpPraHH3alHOHHOTO
M NOKyMEHTAUHOHHOr0 obecIedyeHus NesTeNbHOCTH OpraHH3alHH, OpraHu3aIys apXHBHOII
PabOTBI 110 IOKYMEHTaM OPraHU3aImi PasIHIHBIX (Gop™ cobeTBeHHOCTH.

9. OcHOBHBIE H3yYaeMble JHCUMIUIHHBI H npodgeccHoHallbHbIE  MOLYTH
NPO(eCCHOHANLHON  IIOJATOTOBKH: Hcropus  Poccun, Umoctpammbif  sspik B
PO eCCHOHANBHOM AesTeNbHOCTH, Be30macHoCTs KU3HENCATEIPHOCTH, DH3HYECKasd KyIbTypa,
OcHOBBI  BepekIMBOrO HpomM3BOACTBA, (OCHOBEI (uHaHCOBOIl rpaMOTHOCTH, DKOHOMHKA
opranusanud, Menemxment, IlpodeccHoHAIbHAS 3THKA ¥ OCHOBEI JIEIIOBOI0  00INeHHs,
IIpaBoBsie OCHOBBI NpodecCHOHATBHOM JIeSITEIbHOCTH, Hudopmarmonneie "
KOMMYHHKAIHOHHBIC ~TEXHONOTHH, Pyccku#t s3EIK B mpoheccHoHATbHOI JESATENLHOCTH,
Kommstorepnas  obpaGotka moxymento, CreTema HaANPO(PECCHOHATIEHEIX  HABBIKOB
crenmanucra, CTHINCTHKA JETOBOH Pedd W pPe/laKTHPOBAHME CIIyeOHBIX JOKYMEHTOB,
OKOJIOTHYECKHE  OCHOBEL  IPHPOIONONB30BAHHS, Ynopasnenue nepcomanom, Texuuka
TpyROyCTpoiicTBa, I'ocynapcTBeHHAas M MyHHIHMIATLHAS cnyx0a, Mapkertunr, OcyImecrsienne
OPTaHH3allMOHHOTO M NOKYMEHTAlHOHHOTO O0OeCHeYeHHsl AeSTe/IbHOCTH OpraHH3aIiH,
Opranusanus — apxumBHOM paBoTel 1O MIOKYMEHTaM  OpraHH3alMil  pasiHyHBIX  (GOpM



coOCTBeHHOCTH, BpInonHeHne paboT MO OXHOW WM HECKOJbKUM MpodeccusM padouux,
JIOJDKHOCTSIM CITY)KaIUX

10. Pe3yabTaTsl ocBoenus INIICC3.

B pesynbrare ocBoenusi IIIICC3 y BbIMyCKHMKA JOJDKHBI OBITH CHOPMUPOBAHBI CIIEAYIONINE
KOMITETCHIINH:

O6mue xomnerennuu (OK):

Bribupats ciocoOsb! perienus 3aaa4d npo(ecCHoHAIBHON JesITeIbHOCTH
MPUMEHUTEIBHO K Pa3JIMYHBIM KOHTEKCTaM;

Hcnonp30BaTh COBPEMEHHBIE CPEJICTBA IIOUCKA, AHAIM3A U UHTEPIIPETALIUU

OK 02. | uadopmanuu u nHGOPMALMOHHBIE TEXHOJIOTUH AJIs1 BBITIOJIHEHUS 3a/1a4
po(heCcCHOHAIILHOM e TeNIbHOCTH,

[TnanupoBaTh U pearn30BbIBaTh COOCTBEHHOE MPOGECCHOHATBLHOE U JTHYHOCTHOE
pa3BUTHE, IPEANPUHIMATEIBCKYIO IETEIFHOCTD B MPO(eCcCHOHAIBHOM cdepe,
MCIIOJIb30BaTh 3HAHUS N0 (PHMHAHCOBOM IPaMOTHOCTH B Pa3IUYHBIX KU3HEHHBIX
CUTYalUsX;

OK 04. | DddexTnBHO B3aMMOJEICTBOBATH U pabOTaTh B KOJJICKTUBE U KOMAHJIE;
OcCy1ecTBIATh YCTHYIO U TUCBMEHHYI0O KOMMYHHUKAIMIO HA TOCYJapCTBEHHOM
OK 05. | sa3bike Poccuiickoit denepanuu ¢ y4eToM 0COOCHHOCTEH COIUANIBHOTO U
KYJIbTYPHOTO KOHTEKCTAa;

[TposBRATH TpakIaHCKO-TIATPUOTUYECKYIO MTO3HUIINIO, IEMOHCTPUPOBATH
OCO3HAHHOE MOBEJICHUE Ha OCHOBE TPAJUIIMOHHBIX O0OLIEUEI0BEUECKUX [IEHHOCTEH,
B TOM YHCJIE€ C YYETOM TapMOHH3AIMH MEKHAIIMOHATBHBIX U MEKPEITUTHO3HBIX
OTHOUIIEHUH, IPUMEHSATh CTaHIapThl aHTUKOPPYNIIMOHHOIO IOBEJICHUS;
CopnelicTBOBaTh COXPaHEHUIO OKPYXKAIOIIEH Cpejibl, pecypcocOepekeHuIo,

OK 07. | npuMeHsTh 3HaHUS 00 U3MEHEHUU KJIMMaTa, IPUHLHUIIBI OE€pEKITUBOTO
MPOU3BOJICTBA, Y()(PEKTUBHO NEHCTBOBATH B YPE3BBIYANHBIX CUTYAIIHSX;
Hcnonb30BaTh cpecTBa PU3MUECKON KyJIbTYPHI AJIsi COXPAHEHUS M YKPEIUICHUs
OK 08. | 3mopoBbs B mporiecce mpodecCHOHaTbHON ASSTENBHOCTU U TTOAICPKAHUS
HE00X0/IMMOT0 YpOBHS (PM3UYECKOHN MOATOTOBIEHHOCTH;

[Tonb30BaThes MpodeccnoHanbHOM JOKyMEHTalMel Ha roCy1apCTBEHHOM U
WHOCTPAaHHOM SI3bIKaX.

OK 01.

OK 03.

OK 06.

OK 09.

IIpodeccuonanbubie kommerenuuu (IK):

Bug gesarenbHOCTH: OCYHICCTBJICHHUEC OPraHM3allMOHHOIO U NOKYMCHTAIITUOHHOT'O obecreueHust
ACATCIIBHOCTU OpraHru3allnun

K 1.1 OcymecTBIATh PUEM-TIEpEIauy YIpaBIeHIeCKOW HH(OPMAIIUU C TIOMOIIIBIO
o cpencTB HHGOPMAIIMOHHBIX 1 KOMMYHHUKAITMOHHBIX TEXHOJIOTHM.
K 1.2, KOOp,Z[PIHI:IpOBaTB pa6oTy MIPUEMHON PYKOBOAMUTEINS, 30H IPUEMaA PA3TUYHBIX
KAaTerOpHil MOCETUTENEN OpraHU3aIIH.
K 1.3. Brnagetrs HaBbIKaMU TUTAHUPOBAHUS pab0YET0 BpEeMEHU PYKOBOJUTENS U
cekperapsl.
K 1 4. Ocy1ecTBISITh HOATOTOBKY JIEJIOBBIX OE3/I0K PYKOBOJUTENS U APYTHX
COTPYJTHHKOB OpraHU3alyu.
K 1.5 Brnanets cnocobamu opranuzanuu pabouero mpocTpaHCTBA IPUEMHOM U
' KaOMHETa pyKOBOJIUTEIIS.
K 1.6 OcyiecTBisITh paboTy MO MOATOTOBKE U MPOBEIEHUIO0 KOH(EPEHTHBIX
' MEPONPHSITHIA, 00ecTieunBaTh HH(POPMAIIMOHHOE B3aMMOJICHCTBHE PYKOBOIUTEIS




C moApa3aAcICHUAMMA U JOJDKHOCTHBIMHU JIMIIAMUA OpraHU3aluu.

OdopMIIsATh OPraHU3AMMOHHO-PACTIOPSAUTEIBHBIC JOKYMEHTBI U

K 1.7. OpraHU30BBIBATh Pa0OTY C HUMH, B TOM YHCJIE C UCTIOJIb30BaHUEM
ABTOMATU3UPOBAHHBIX CUCTEM.

OdopMIsTh JOKYMEHTBI IO TUYHOMY COCTAaBY M OPraHU30BbIBaThH paboTy ¢
HUMH, B TOM YHCJIE€ C UCIIOJIb30BAHUEM aBTOMATHU3UPOBAHHBIX CHUCTEM.
OpranuzoBbIBaTh TEKyIee XpaHEHHE JOKYMEHTOB, 00paboTKy e Uit

K 1.9. ONEPATUBHOTO U APXUBHOTO XPAHEHHUS], B TOM YHUCJIE C UCTIOJIb30BAHUEM
ABTOMAaTU3UPOBAHHBIX CUCTEM.

Bun gestensHOCTH: OpraHU3aIys apXUBHOM pabOThI IO JOKYMEHTaM OpTaHU3aIHii
paznmuuHbIX (HOopM COOCTBEHHOCTH

Ocy1ecTBISITh KOMIIJIEKTOBAaHUE apXUBHBIMU JI€JIaMU (JOKyMEHTaMH) apX1Ba

IIK 1.8.

IIK 2.1.
OpraHu3aluH.

K 2.2. BecTu yueT apXuBHBIX /i€l (IOKyMEHTOB), B TOM YHCJI€ C UCIIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX CHCTEM.

K 2.3. Ocy1miecTBIATh XpaHEHHE apXUBHBIX /1€ (JOKYMEHTOB) C IOCTOSTHHBIM CPOKOM
XPaHEHUs U M0 JIMYHOMY COCTaBY B apXHBE OpPraHU3alNU.

K 2.4 Ocy1ecTBIATh XpaHEHNE, KOMIUIEKTOBAHUE, YUYET U UCIIOIb30BAaHUE JIE

o (JIOKyMEHTOB) BPEMEHHOT'O XpaHEHHSI.

K 2.5. Ocy1iecTBIATh UCTIOIb30BAHUE APXUBHBIX /1€ (JIOKYMEHTOB), B TOM YHCJIE C

MCII0JIb30BaHUEM aBTOMATU3HPOBAHHBIX CUCTEM.
11. ®opmbl NpOBe/IeHUs! rocy/1apcTBeHHOMH UTOr0BOI aTTecTaluu:

JEMOHCTPAIIMOHHBIN SK3aMEH U 3alliTa TUIUIOMHOTO MPOeKTa (padoThl).

12. B pesyabtate ocBoenusi IIIICC3 BbINyCKHUK OyAeT TMOHUMATH CYIIHOCTH H
COLMAJIbHYIO 3HAYMMOCTb CBOEH Oynyuiei nmpodeccuu, MposBIIsATh K HEH yCTOHUMBBIA MHTEpEC,
OpPraHM30BBIBATH CBOIO COOCTBEHHYIO JEATEIbHOCTb, ONPEIENISITh METOAbl M CHOCOObI
BBINOJIHEHUS MPO(ECCHOHANIBHBIX 3aJ]1ad, peliaTh MpoOJeMbl, OLEHUBATh PUCKU U NPUHUMATh
pelieHrs B HECTaHAApTHBIX cuTyanusx. OH CMOXET NPUHUMATh ydacTUe B OpraHU3alUuu
JOKYMEHTAIlMOHHOTO ~ OOECTeYeHUs YOpaBieHUs U (DYHKIHMOHUPOBAHMS OpraHU3alMH,
OpraHM3ali ApXUBHON U CIIPAaBOYHO-UH(POPMAIIMOHHOM pabOThI IO TOKYMEHTaM OpraHU3all|H.

BbIMyCKHUKH JaHHOW CHENMaIbHOCTH BBICOKO BOCTPEOOBaHBI Ha pBHIHKE Tpyla
Spocnasns u SApocnaBckoit 061acTH U MOTYT pabOTaTh B KAYECTBE CICIHAINCTA B YIPABICHUN
JenaMi  aJIMUHUCTpallMd Topofa, OOLIMX OTxAeNnax aJMUHUCTpalMid paiioHOB, ceKperaps,
pedepeHTa U MOMOUTHUKA PYKOBOIUTENS (GUPMbI, KOMIIAHUHN pa3INdHbIX (OPM COOCTBEHHOCTH,
XOJVHIOB, IPOMBIIIICHHBIX TIPyNIl B PAa3JIMYHBIX  OTPAcisX  IPOMBILIUIEHHOCTH,
arpornpoOMBIIIIEHHOTO KOMILJIEKCA, CTPOUTEIHCTBA, TOPTOBIN U OOCTY)KMBaHUS HACETICHHUS.
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