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1.ITosicHUTEBbHAS 3alIUCKA

HopmaTuBHO-nipaBoBoe o0ecrneyeHne NporpamMmel.

1. ®enepanbHeii 3akoH oT 29 nexadbps 2012 r. Ne 273-d3 «O6 obpazosanuu B Poccuiickoit
denepanuny;

2. @enepanpHelit 3akoH oT 31 wmions 2020 r. No 304-03 «O BHECEHHWH H3MEHEHHH B
@enepanpHelii 3akoH «O6 obpasoBanuu B Poccuiickoit denepanuuy» 1Mo BOMpocaM BOCITHTAHMS
00y4aronXCsy;

3. Konuenums pa3sBUTHS [IONOJHMUTENBHOTO 00pa3oBaHHs eTeH, YTBEpKIEHHas
PacniopsixenneM IlpaButensctBa Poccuiickoit @enepaunu ot 31 mapra 2022 r. Ne 678-p;

4. Tlpuka3 MuHucTepcTBa npocBeineHust Poceuiickont @enepanuu ot 03.09. 2019 r. Ned67
«O6 ytBepxnenuu lleneBo Monenu pa3BUTHS PETMOHANBHLIX CHCTEM JOMOJHHUTENBHOTO
oOpa3oBaHus eTei»;

5. Ilpuka3 MunncrepcTBa npocseuteHus Poccuiickoit ®enepaunu ot 09 Hos6ps 2018 N
196 «O6 yTBepxnenuu Ilopsiaka opraHu3aiyu U OCyLIECTBIEHHS 06pa30BaTENLHON NEATENBLHOCTH
MO AOMOJIHUTENBHBIM 00111€00pa30BaTeNbHBIM TPOrpaMMaM»;

6. Crpaterus pa3sBUTHs BocnuTaHus B Poccuiickoit ®enepanun Ha nepuon no 2025 rona,
yrBepxaeHnas Pacnopsbkenuem IlpaButensctBa Poccuiickoit @enepauyn ot 29 mas 2015 r. No
996-p;

7. CIT 2.4.3648-20 «CaHUTapHO-IMUIEMHUOJOTHUECKHE TPeOOBaHHS K OPraHU3alHsiIM
BOCMTHUTaHHS U 00y4YeHHsl, OTABIXa H O3MOPOBJICHHUS ieTel U Monoaexn» oT 28 centsops 2020 rona
N 28;

8. VYcra MAY JIO «lleHTp TEXHHYECKOrO TBOpYECTBA W  NpPO(OPHEHTALMHY
HmxnekamcKoro MyHHIHMNATBHOTO paiiona Pecriybnuku TatapcTad.

AKTYyaJIbHOCTh H HANIPABJIEHHOCTDH MPOrPAMMBI.

[Iporpamma «CexpeTapb-peepeHT B CHCTEME IEJIONPOU3BOACTBA OPTraHU3ALUMY ABIAETCS
JOMOJHUTENBLHON 001e00pa3oBaTenbHOM 001epa3BUBarOIel TPOrpaMMOi, peanu3yemMoil ¢ LebIo
YIIOBJIETBOPEHHU S MHAMBHIYaIbHBIX 00pa30BaTENbHBIX NOTPEOHOCTEH M HHTEPECOB IKOJILHHKOB B
MOJIyYeHWH HEOOXOAMMBIX TEOPETHUECKMX 3HaHWH M HaBBIKOB B 00JIaCTH COBPEMEHHOrO
NeIONPOU3BOICTBA, 00pabOTKN HH(POPMALIMH U OpraHU3aIHH JEJTOBBIX KOHTAKTOB [UIs:

— Pa3BUTHS MHTEJUIEKTYaJIbHOTO OTEHIIHAJIA INYHOCTH;

— PO ECCHOHATBHOTO CaMOOTIPEIENIEHUS;

— MJIAHUPOBAHHS Kapbepel H MPo(ecCHOHABHOTO POCTa;

— MIOBBIILIEHHSI YPOBHS CaMOpPeaIM3allii U KOHKYPEHTOCMOCOOHOCTH B OM3HEC-Ccpee.
MToroselif KOHTPOJB — pa3paboTKa AET0BOM JOKYMEHTAIIMH OPraHHu3allkH.

OTauvuTenbHbIE 0COOEHHOCTH NPOrpaMmbI " HOBHU3HA. Hogu3zna
obueobpa3oBaTenpHOM 00Iepa3BUBAOIIEH TPOrPAMMBI 3aKIIFOUAETCS B TOM, YTO OHa HHTETPUPYET
B cebe NOCTH)KEHMS COBPEMEHHBIX W WHHOBAIIMOHHBIX TEXHOJOTHH. JINsi ydyaiuwxcs cosaaHa
niaTpopMa HOBOro 0OpazoBaTeNpHOro (opMara B 0OJACTH COLMATLHBIX HAyK, OCHOBAHHOTO Ha
MPOCKTHOW KOMaHIHOHW HeATenbHOCTH. PebsTa WMEIOT BO3MOXHOCTH TMO3HAKOMHTHCS C
HarnpaBJeHUSIMH CEKpeTapst B chepe MEHEDKMEHTa U JIeJOTPOU3BOCTBA OPraHU3ally, YTOOk! B
JalbHENIIEM CIENATh TPABUIIBHBINA BRIOOP MPOhECCHH.

Anpecat mnporpammel. IIporpaMma OpHEHTHpOBaHA Ha JOMOJIHUTENBHOE 00pa3OBaHME
oOyuaromuxcs 15-16 ner.

Cpoxk u 3TansI peajan3anuu nporpammbl. Cpok peanusaiuu nporpaMmel 4 mecsua. Obiee
KOJIMYECTBO aKaJJlEMHUYECKUX YacoB — 45 4acos.

OcHoBHO# (opMOii SBISIOTCS TPYIIOBBIE 3aHATHS. B 0CHOBe 06pa30BaTeIbHOr0 MpoLecca
JIEKHT MPOEKTHBIA MOAXO/I.



Pexxum 3ausTwit. 3ausatus B oObeIMHEHMH mpoBoIsATcs | pa3 B HeNeno, no 3
aKaJleMHUECKHX yaca, B cooTBeTcTBHH ¢ HopMamu CaunlluH, npasun Th u [1B, Ycrabom MAY IO
«lleHTp  TEXHHYECKOrO TBOpYeCTBA M  NPO(OpPHEHTALMM», IIONOXKEHHEM O  CHCTEME
JIOTIONTHUTENBHOTO 0OpasoBanus. [[porpaMMa y4UTHIBaeT BO3PACTHBIE OCOOEHHOCTH LIKOJILHHKOB.
3anstus mpoomstcs Ha Oaze [AIIOY  «HwmxHekamckuit KOJIJIEDK ~ TPaHCMOPTHOM
HHOPCTYKTYPBI».

[IponomxutensHOCT 1 3aHATHS: 1 akaeMHUUYECKUH Jac.

CTpyKTypa ABYX4acOBOTO 3aHSTHSL:

— 45 MuHYT — pabouas 4acTh;

— 10 MUHYT — niepepsIB (OTABIX);

— 45 MUHYT — pabouas 4yacTb;

— 10 MUHYT — niepepsIB (OTABIX);

— 45 MuHyT — paboyast 4yacTk.

OcnoBHas (hopma pabOTHI TEOPETUYECKOH YaCTHU — JIEKLIMOHHBIE U MPAKTHUECKHE 3aHSATHS.
3aHsTHS MPOBOIATCS B BUIe Oecelr, CEMUHAPOB, JEKLUH: WIS HarJAHOCTH H3y4aeMoro Marepuaa
HCIIONB3YETCs] Pa3IMYHBI MyJILTUMENUMHBIN MaTepuall — MPe3eHTalHH, BHACOPONUKH. OCHOBHYIO
YaCThb MMPOrPAMMEBI - MPAKTHYECKHE 3a1aHHUS - TUIAHUPYETCS BBIIOJIHATE HHAWBHAYATBLHO, B TTapax M
B MaJTBIX TpYyIINax.

Iear nporpammel. llenpio peanu3amyuy MPOrpaMMbl  SBISETCS  O3HAKOMJIEHHE ¢
HanpaBIeHUSIMH  paboOTBl cexpeTrapss B cdepe HeNONpPOM3BOACTBA OpraHW3allWH, TMepenava
00ydJaromuMcsl TEPBUYHBIX 3HAHHM, YMEHHH W HaBBIKOB, (OPMHUPOBAHHE COBPEMEHHBIX
KOMIIETEHUHH B obyacTu Oymyuie# npodecCHOHATbHOW NEATENbHOCTH, OCBOCHHE Yy4YallMMHCS
HaBBIKOB PabOTHI C JENONPOU3BOACTBOM B OPTaHH3AIMH B ACSITEIBHOCTH ceKpeTaps-pedepenta u
UX TIPUMEHEHHUE IJIsl peaTi3aiii TBOPUECKHX CIIOCOOHOCTEN 00yJarOIuXCsl.

3agauu nporpaMmasl

obpazosamenvible
- JIeTallbHOE U3yUYeHHe MPOorpaMmbl 10 paboTe ¢ JOKYMEHTOOOOPOTOM H €ro BO3MOKHOCTSIMH;

- o0yueHHe ocHOBaM paboThl ceKpeTapsi-peepenTa;
- 3HAaKOMCTBO C TEPMHHOJIOTHEH BeJIECHHUS TOKYMEHTOOOOPOTa,
- o0yuyeHHE rpaMOTHOMY IIPUMEHEHHUIO TEOPETUUECKUX 3HAHMH Ha IMPaKTHKE;

pazsusaioujue
- pa3BUTHE KPEaTHBHOTO MBILIIICHHUS yYallUXCH;

- pacKpbITHE TBOPYECKOTO MOTEHIMANA YYallluXCs;
- pa3BUTHE TOYHOCTH U aKKYPaTHOCTH;

goCNUMAameibHble

- BOCMHTaHHE YYBCTBA TOBAPHILECTBA,

- yMeHHs paboTaTh OJHUM KOJUIEKTHBOM;

- BOCIHMTaHHE YyBCTBA OTBETCTBEHHOCTH M FOPIOCTH 3a MPOAEIaHHBIA TPYI,

- cozeHCTBHE Pa3sBUTHIO HABLIKOB CAMOOPTraHM3alH 00yJaloXCsl, HX YBEPEHHOCTH B ce0e.

OT6op MeTomOB 00y4yeHHs OOYCIOBIEH HEOOXOAMMOCTBIO (HOPMHUPOBATH Y UIKOJIBHHUKOB
HHQOPMALIMOHHYI0O M KOMMYHHKAaTHBHYIO KOMIIETEHTHOCTH, pEaJW30BbIBATE  JIMYHOCTHO-
OPMEHTHPOBAHHOE OOyYEHWE, HAINpaBsATh WX Ha CAaMOCTOSTENBHOE DPEUIEHHE DPasHOOOpa3HbIX
npo6iiem, pa3BHBaTh HCCIENOBATENbCKHE W TBOPUECKHE CIOCOOHOCTH. Pelienue QaHHBIX 3anay
KPOETCS B OpraHW3aluK IESTENILHOCTHOrO MOAXoma K OOy4eHHIO, B MPOONEMHOM H3JI0KEHHH
MaTepHala yUuTeleM, B Iepexo/ie OT PENpOayKTHBHOTO BH/Ia padOT K CaMOCTOSTENIbHBIM, MOMCKOBO-
JICCIIEI0BATENIbCKUM BHIAM IEATENBHOCTH. [103TOMY OCHOBHBIM METONOM OOyYeHHsS B JaHHOM



JIEKTUBHOM KypCe SIBJISIETCS METOJI TPOEKTOB, & OCHOBHAS METOAMYECKAsl YCTAaHOBKAa — 00yueHue
CTapLUEKJIIACCHUKOB HAaBBIKaM CaMOCTOSITEIbHON TBOPUYECKOH EATETBHOCTH.

B pamkax kypca «Cexperapb-pedepeHT B CHCTEME IEJONPOMU3BOACTBA OpPraHU3aALMHY»
yyalimecs N0JKHbI 0BJIAaJETh CIEIYIOUUMH 3HAHUSIMH, YMEHUSIMH U CTIOCOOaMU IEATENBHOCTH:

3HaTh:

— OMpENENeHUs] KJIIOYEBBIX TOHATHH H  TEPMHHOB, OCHOBHBIE MNpO(ecCHOHATbHBIE
00513aHHOCTH, OCHOBHBIE IIpaBHJIAa CIy)KeOHOrO JITHKETa, OCHOBHBIE MPHUHLHUIBEI paboThl B
WutepHere, obuue cBeneHUs O NOKyMeEHTaX, TpeOoBaHHS K O(GOPMICHHWIO Pa3MHYHBIX BHIIOB
YNPAaBJIEHYECKHX NOKYMEHTOB, MPHHLMIIBI OPraHu3alli JOKYMEHTOOOOpOTa, MpaBujia TEKYILIEro
XpaHEHHUs NOKYMEHTOB, BaOXHEHIIME OyXTrajJTepCKUe TEPMHHBI M MPOCTEHINHE METOIbl BEIEHHS
OyXranTepckoro ydera, OCHOBHBIE TPUHIMIBI OpraHU3alMd KaJIpoBOH paboT,; NPUHIMIIBI
OpraHM3alNy MpueMa MoceTUTeNel, BaKHEHIIINe paBuia 9prOHOMUKH;

Ymertn:

— 3} dexTHBHO 00UIATHCSH YCTHO, MTUCbMEHHO, MO TesieOHY, MPABHILHO CTPOUTH OTHOIICHHS
C PYKOBOAMTEIEM W KOJUIEraMH, JOCTOMHO BBIXOAUTH W3 KOH(DJIMKTHBIX CHTyalMi; paboTaTh C
BXOIAIUMMH, MCXONSIIMMH W  BHYTPEHHHMH JOKyMEHTaMH, o0OpabaTelBaThb MOYTOBYIO
KOPPECMOHACHIIUIO, COCTABIATh CIy)XeOHbIE MHUChbMa, TeJIerpaMMbl, SMS-COOOLIEHHUS, COOOIIEHUS
JJIEKTPOHHOM MOYTHI; (POPMUPOBATH J€ja U FOTOBUTH UX K XPAaHEHWIO M HCIOJIb30BAHHIO; YMETh
BECTH M OGOPMIIATH IPOTOKOJBI JIEIOBBIX MEPOIPHUATHH; ONMpeneNsaTh INEHHOCTh WH(OpMAaIMH,
paboTaTe C NOKyMEHTaMH, COAEpXKALIMMHM KOMMEpPYECKYyI0 TaiHy; MjaHUpoBaTbh pabouee BpeMms
PYKOBOIUTEIS; BBITOIHATh OOS3aHHOCTH CEKpeTapsi IO MOATOTOBKE M IPOBEACHHUIO JIEJIOBBIX
MIEPErOBOPOB, OKa3blBaTh MOMOIIb MPH MOATOTOBKE U MPOBEACHHH OOLIECTBEHHBIX MEPOMPHSITHII;
¢bopMHpOBATh JIMYHBIE JleTa COTPYIHHKOB, BECTH TaOeNbHBIM yueT padouero BpeMeHH, COCTaBIsTh
BaKHEHIIIE B KaapOBOM MPOU3BOACTBE JIOKYMEHTBI, IPUMEHSATH MpaBWia palHOHaIbHON
OpraHu3anuu padbo4yero MecTa; OpUeHTHPOBATLCS B KaJJPOBOM PBIHKE;

Bnagers:

— IIPEACTaBICHUSIMH O (QYHKIHMSX, 3aadax U chepax NesTeNLHOCTH ceKpeTapsi-pedepeHTa.
HEOOXONMMBIX NPO(ECCHOHATBHO 3HAYMMBIX JIMYHOCTHBIX KauecTBaX, ICHXOJOTHYECKHX
0COOEHHOCTSIX NeJIOBOTO OOLIEHHWsS] W TMpaBHJIaX IMPEOJOJICHHSI TICHUXOJOTHUYECKUX TPYIHOCTEH B
OOLIEHHWH, OCHOBHBIX BO3MOXXHOCTSX KOMIIBIOTEpPA W KOMIIBIOTEPHBIX O(HCHBIX IporpaMmax.,
OCHOBHBIX MPUHIIMIAX 3JEKTPOHHOIO TOKYMEHTOO0OpOTa, COBPEMEHHBIX METOAaX apXHUBHPOBAHUS,
pa3JIMYHBIX CPEACTBAaX IJIaTe)ka, OaHKOBCKUX YCIyrax; MeToaaX BEeICHHS! OyXraJTepCKOro yuera,
CBSI35X C ODIECTBEHHOCTHIO HPOPMAX UX OCYIIECTBIICHHUS;

— OCHOBaMH yMEHHS CJIyLIaTb W TOBOPHUTH,  HABBIKAMH MCIIOJB30BAHHS TEXHHYECKHX
O(UCHBIX CPENCTB, HaBBIKAMU COCTABJICHHS OTHIENBHBIX BUIOB CIYXKEOHBIX JTOKYMEHTOB, TMOMCKA,
00paboTKH M TpenocTaBieHUs WH(POPMAIMK, HABBIKAMH OpraHH3allMK JAEJIOBBIX MEPOMpPHUSITHH,
HaBBIKAMH PALMOHAJIBHOW OpraHu3anuyd paboyero BpeMEHH, TEXHHKaMH padoThl C MPOOJIEMHBIMH
NOCETUTEIISIMHU, HaBbIKaMH OpraHW3alild KOHTAKTOB C IPECCOH.

MeToabl: Keilc-MeTOI, MPOEKTHAS! NEATENLHOCTD.

@opmMbl  paboThI: TMPAKTHYECKOE 3aHITHE; TEOPETHYECKOE 3aHSATHE, 3aHsATHE —
cCOpeBHOBaHMe; dKCKypcusi; Workshop (pabowas mactepckas - rpymmoBas paboTra, rae Bce
YYaCTHHKH aKTHBHBI U CAMOCTOSITENIbHBI); KOHCYJIbTAIlVs]; BBICTABKA.

Bunb1 yueOHoH nessTeIbHOCTH:
— TPOCMOTP ¥ 00CYyXkaeHHE yueOHBIX (DUIBMOB, IPE3EHTAIIUH, POTHKOB;
—  JIeJIOBBIE U POJIEBBIE UTPHI;
— OOBSICHEHWE U UHTEPIPETALIUS HAOIIOJAEMBIX SIBJICHUH;
— aHayn3 MPoOJIEMHBIX YUeOHBIX CUTYalil;
— TIOCTPOEHHE T'MITOTE3hI Ha OCHOBE aHaJIM3a HMEIOLIMXCS TaHHBIX;



— TpOBEIEHHE UCCIIEIOBATETHCKOTO IKCIIEPHUMEHTA.
— ToHck HeoOxonuMol nHbopMaly B ydeOHOH U CIIpaBOYHON JTUTEpPATYPE;
—  BBINOJIHEHHE NMPAKTHYECKUX paboT;
— TIOATOTOBKA BBICTYIJICHHH U IOKJIAJIOB C UCIIOJIb30BAaHUEM Pa3HOOOPA3HBIX HCTOYHUKOB

HH(pOpMAaIHH;

- Hy6HH‘{H0€ BBICTYIIJICHHE.

B pesynbrate OCBOeHHs 00pa30BaTeIbHON MporpamMmbl 00y4aroUIMecs NOJDKHBI OCBOMTD

JTUYHOCTHBIE, METANTPEAMETHBIE U ITPEAMETHBIE KOMIIETEHIIHH

PesynbtaT OcHOBHBIE TOKA3aTeNN OLIEHKH @OpMBI U METOIbI KOHTPOJIS U
(ocBOEHHBIE pe3yJibTaTa OLEHKH
KOMTIETEHIIUH )
JIM4HOCTHBIE yMeHHe paboTaTh B KOMaHie: | IPOEKTHAas  NEATENbHOCTh B
KOMIETEHLINH pabora B  oOlieM  puTMe, | KOMaH/e, HabJIOAEHHUE Nefarora
(SOFT) a¢deKkTuBHOE  paclipenieseHHe
3a1ay U ap.
HaJM4ue BBICOKOTO | paboTa Hall pelIeHHeM KeHCOB
MO3HABAaTEIHHOTO MHTEpeca
yYaLIMXCsl
HaJlnuue KpUTHYeCcKoro | paboTa HaJ peuleHHEM KEHCOB
MBILUIEHHUS
IIPOSIBJICHHE TEXHUYECKOro | paboTa Hal pELIEHHEM KEHCOB,
MBILLUIEHHUS, [I03HABATEbHOM | yUacTHe B KOHKYpcaX, BBICTABKax
JEATENBHOCTH, TBOPYECKOH | U T.II.
UHUIIMATHBBI,
CaMOCTOSITETbHOCTH
MeranpenMeTHbIe YMEHHE OpHEHTHPOBaThCS B | paboTa Haj pELIEHHEM KEHCOB,
KOMTIETEHLIMH MH()OPMAILHOHHOM MIPOBEJCHHIO HCCIIEI0BaHH,
(SOFT) IIPOCTPAHCTBE, MIPOIYKTHUBHO | TPE3EHTALMH H 3aLIUTEI TPOEKTOB
HCII0JIb30BAaTh TEXHUYECKYIO
JUTEpaTypy JUTSE TIOMCKa
CJIOKHBIX pelIeHuH
CrocOOHOCTh TBOPUECKM PEIIaTh | BBIITOJHEHHE KEHCOB
TEXHUUYECKHUE 3a0a4YH
FOTOBHOCTE U CIIOCOOHOCTH | paboTa o IPOBENEHHIO
MPUMEHEHHUS TEOPETHUECKUX | UCCIIEOBAaHHH, BBINOJHEHNE
3HAHUW MM pelIeHUs] 3a1ay B | KEHCOB
peasbHOM MHUDE
CMOCOOHOCTD MPaBUJIBHO | BBITMOJTHEHHE MPaKTHYECKUX
OpraHu30BBIBaTH paboyee MecTo | 3ajaHHii, paboTa Haa pelleHHEM
M BpeMs Ui JOCTH)XEHHs | KeHCOB, HaOIIONEHHE nejarora
MOCTABJICHHBIX eNel
OcHOBBI yOJIMYHOTO | BHITIOJHEHHE MPaKTUYECKHX
BLICTYIUIGHHST W TIPE3EHTAIWH | 3aJaHHW{, y4acTHE B KOHKypcax,
pe3yNbTaToB, HABBIK T'€HEPAIMH | BHICTABKAX H T.II.
unen
[IpenmeTHbIE 3HaHWE OCHOB W [MPUHIMIIOB | paboTa 1O CO3MaHUIO MPOEKTOB,
KOMIIETEHLIUH TEOpUHU pelieHysl | BBIOJHEHUE KENCOB;
(HARD) HU300peTaTenbCKUX 3a/a4, | ydyacTHE B
OBJIAZICHHE HavaJbHBIMU
6a30BBIMHU HaBBIKAMHU
WH)KEHEPUH
3HaHHUE " OBNaJicHUEe | KOH(pEPEeHLHUsX, BBICTaBKaX,
PaKTUUYECKUMHU 0a3uCHBIMH | KOHKypCaXx, COpPEBHOBAHMSX
3HAaHUSIMHU U.T.IL;




3HaHHe TIOJIb30BATENICKOTO | BBIMOJHEHHE TPAKTHYECKHX
uHTepdeiica nmpopunsHoro 10, | 3amaHui, BBIMOJHEHHE TTPOIYKTA
©a30BbIX 00BEKTOB | MPOEKTa

HHCTPYMEHTapHS




