lnotheccH,

B KOTOMIbIX HEODXOAMMbI
3HaHMA no pabore
C 023aMH AaHHbIX




*AreHT No apeHae HeaABWKNMOCTU
*5aHKOBCKMW Kaccup-onepaLmMoHUCT
=BaniTHLIN Kaccup

=Onepatop K

=CynepBaunsep

= TOpProBbIN areHT

=b5nbnmnotekapb

*ApXMBapPUYC




AreHT no apenpe
HEABM:KMMOCTHA

AreHT no apeHae HeABNXUMOCTHU - MOCPEAHUK MeXAY XerarLwnmmu
cAaTb U CHATb XUNyKo (AoMa, KBapTUPbI) U HeXunyt (Toprosble,
NpPon3BOACTBEHHbIEe) HeABMXUMOCTD.

AreHT — OT nart. agens, poa. n. agentis — OeNCTBYOLLUN.

AreHT no apeHae HeABWXMMOCTU — NOCPEOHUK MEXAY XKenatowmmn
cOaTb U CHATb XUy (OoMa, KBApTUPbl) N HEXNUIYIO (TOProBkIe,
NPON3BOACTBEHHbIE) HEOABUXXUMOCTD.

AreHT rno apeHae nMmesi CBEAEHNA O caarLLmxcs obbekTax, npeagnaraet
X NoTeHuuanbHbIM HaHUMmaTtensam. OH n3yyaeTt cnpoc 1 NpeanoXeHns
Ha pblHKE HEeOBWXUMOCTU, OTCIEXUBAET LEeHbl, OpraHn3yeT
O3HAKOMUTESbHbIM OCMOTP cAaBaeMbIX OOLEKTOB, COrnacoBbLIBaET
OOroBOPHbLIE YCNOBUSA, OpraHU3yeT noanucaHue 4oroBopos.



OcobeHHocTN npoceccun

[Toka areHT no npoga)ke HeABMXUMOCTU rOTOBUT
OOHY COENKY, areHT No apeHae ycrnesaeT
NPOBECTU MHOXXECTBO caenok. [oHopapa areHTa
No apeHae ropasno HWXKE, HO Nony4vyaeT OH UX
ropasgo 4vatle.

Pabota areHTa — at0 paborta ¢ nogbmm. OH
OOIMKEH HE TONbKO YMETb HaxoanTb OBLLNK A3bIK C KaXabIM, HO U
NOHMMAaTb CYyTb NPOBEM, KOTOPbIE BOMHYIOT Kak HaHMMaTeNs, Tak U
apeHgopaTena. Hanpumep, npu caave KBapTUpbl CTOPOHbI MOTYT
OTHOCUTbLCS APYr K Apyry ¢ HeaoBepmeMm. AreHT B 3TOM cry4ae
BbICTYNAET KaK rapaHT U CBNAETENb: y4aCTBYET B 3aKMNOYEHUN
OOroBopa Mexay CTopoHamu, yoexgaeTcsa B NepBom onnare apeHasl.
Pabouunn geHb areHTa no apeHae HeaBMKNUMOCTU —
HEHOPMUPOBAaHHbLIN. [1pn paboTe ¢ XKUNLEM NPUXOAUTCS CHMUTATLCA C
TEM, YTO KNUEHTaM yaooOHee CMOTPETb U MNoKa3sblBaTb OObEKTLI NOCNE
paboyero gHs.




Pabouyee mecTto
AreHT, Kak NnpaBuno, paboTtaet B oTaene
apeHAbl areHTCcTBa HeABMXUMOCTMN.

BaxHble KayecTBa

[TyHKTYyanbHOCTb, KOMMYHNKaOENbLHOCTb,
HEKOHJINMUKTHOCTb U CTPEeCCOyCTONYNBOCTD,
YMeHMe HaxoauUTb KOHCTPYKTUBHbIE
peLleHnsa B KOHMSIUKTHbLIX CUTYyauunsax,
Kpernkoe 340p0BbLe.

3HaHUA U HaBbIKU

AreHT no apeHae HeaABMXMMOCTWN AOSMKEH 3HATb YCIOBUA HANoroobrioxeHns
OPUANYECKNX N PU3NYECKUX NNLL;

opraHn3aunio oCyLLEeCTBIEHUS onepaunn ¢ HeABMKUMOCTLIO;

npaBuna u NOPSA0K 3aKoYeHUs1 JOroBOPOB 1 0OPopMIeHNs HEODXOoAUMbIX
OOKYMEHTOB, CBA3aHHbIX C apeHa0n HeaBUXKUMOCTMN.

AreHT gomkeH yMeTb Nerko ycTaHaBMBaTb KOHTAKTbI C JIIOAbMU, YETKO
BbIMOSTHASI NP 3TOM CBOU JOSTKHOCTHbIE 0OA3aHHOCTM.

[Ae yuar
OB6bI4HO areHTCTBa Mo HEABMXKMMOCTU camMu NMPoBOAAT 00y4YeHne
HaYMHaOLWKMX areHToB.
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Kaccup-onepaumoHuncT - nuuo 6aHka. RN a) 0
B ero obasaHHOCTM BXOOUT oOLLeHne | @ it /
C KNeHTaMu, KOHTPOSb 38 COCTOAHMEM | gl ool

CYETOB, BHECEHWNE U3MEHEHWI B 6asy LS
OAHHBIX NPY MOCTYMNNEHUN U CHATUM v
1
OeHer.
I

OcobeHHOCTU Npoheccun
Kaccup-onepauymoHUCT 6aHKa npoBEpPSET:

- BO3MO>XHOCTb NepeymncrneHns nunn Bblgavm JEeHEXHbIX CPEACTB C
PACYETHOro CYETa;

- OEHEXHO-pacCYETHbIE JOKYMEHTbI C TOYKU 3PEHNS 3aKOHHOCTH
coBepLUaeMbIX onepauun;

- NPaBUNbHOCTb 0OOPMIIEHNST YEKOB, NATEXHbIX NOPYYEHNN, OOBLABIIEHV
N OpYyrnx JOKYMEHTOB;

- Hanu4yme NoAsIMHHOCTU NoANUCEN B NONYYEHUN OEHET N LLEHHOCTEMWN.



Kpome Toro, onepauuoHUCT 6aHka BedeT KapTOYKM NMHKACCOBbIX
OOKYMEHTOB, HAUYMCIISAET MEHN U NPOLIEHTBI, CMNCLIBAET MHKACCOBbIE
OOKYMEHTLI C COOTBETCTBYHOLLMX NULEBbLIX CHETOB, Y4acCTBYET B
eXXekBapTarbHbIX NpOBEpPKax

Mnocbl 1 MUHYCbI Npodeccun
[1ntockl npodyeccmu: NOCTOsIHHAA BOCTPEOOBAHHOCTb Ha PbIHKE TpyAa.
MwuHycbl npodeccumn: 60nbLLION rPy3 OTBETCTBEHHOCTU, HEMATIbIE
NCUXONOrMYEeCcKNEe Harpy3km, BO3HMKAOLLME OT NOCTOSIHHOW paboThl C
nogbMu, pabota no XecTkomy rpadounky
MecTo paboTbl - DaHKOBCKME CTPYKTYpbI
BaXHble KayecTBa

CTpeccoyCcToON4YMBOCTb, OTBETCTBEHHOCTD,
TaKTUYHOCTb, BHMMATENBbHOCTb U DbICTpas
peakunsi — rnaBHble Ka4ecTBa Kaccupa.

HesaBnucmmo OT cuTyauum - HannbIB
KITMEHTOB, KOHeL, paboyero gHA unmn obearn
PbIHKa - Kaccup-onepaunoHNCT OOIMKEH
COXPaHSATb BblOEPXKKY, CMOKONUCTBUE U
COCPEAOTOYEHHOCTD.




LornonHumernbHblie mpebosaHus . 3HaHUE
HOPMAaTUBHbIX OKYMEHTOB LleHTpanbHoro
baHka P® no kaccoBou OeATENbHOCTU;
rpamMoTHas yCTHas pedb; BriageHue
ctaHgapTHbIM naketom MS Office
N cneunanbHbIMU NporpaMmmMmamu;
HaBbIKM N1aHNPOBaHMUS.

[Oe yuar
[1ns1 Toro, 4ToObl paboTaTb
Kaccupom-onepaLnoHUCTOM
OOCTaTO4YHO OKOHYUTL cneunanmnsnmpoBaHHble
Kypcbl. Ecrnin B 006893aHHOCTM BXOAUT paboTa ¢ BarnoTon,
TO OOMNOSTHUTENbLHLIM YCITOBUEM ABNAETCA Hanmuune
cepTudmnkaTta BantoTHOro Kaccupa.
«Kaccup-onepaumoHnUcT 6aHka" MOXXHO NOMNy4YnTb Ha
Kypcax kaccmpoB-ornepaluoHUCTOB




Onnarta TpyAaa
Onnarta Tpyaa Ha4yMHarLWero
Kaccupa-onepaunoHucTa oT 25 go
30 ThIC. pybren.
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CTyneHbKU Kapbepbl U ;
X |0 R -
nepcneKkTuBbI . g \*
[1oMKHOCTbL Kaccupa-onepaunoHUCT
ABNAETCA NepBonN CTYNeHbKOU
ycrewwHon 6aHKOBCKOW

Kapbepbl: MHOTME U3 TeX, KTO CerofHsi 3aHMMaeT cepbe3Hble
NocTbl B PUHAHCOBBLIX CTPYKTYpax, Ha4nHanm ¢ paboThl
kaccupa. LleneyctpemneHHble Monoable cneumanmcTbl Yepes
rog-ABa ycrneluHon paboTbl ayT Ha NOBbILLEHME, MOCTYNatoT B
BY3 1 cTaHOBATCA Ha4anbHMKaMn CMEHbI, PYKOBOAUTENAMMU
OTOEN0oB 1 JenapTaMeHTOB.



MopTpeT coBpeMeHHOro Kaccumpa:

[TpakTMKa nokasbIBaET, YTO Ny4YLLMMN Kaccupamm-
onepauuoHUCTaMn CTaHOBATCS XeHLWMHbl. OHK ObiCTpee
HaxogAaT obLMIN A3bIK C KNTMEeHTaMU, UMEKT HEOHOXKUHHOE

TeprneHne n ocobyto rmMbKoCTb B pa3roBope. He BCAKum
MY>K4MHa CrocobeH Ha Takue 4yyageca aunsiomaTtun.
XKeHLwmnHbl 6oriee BHMMAaTENbHbI K MEfiodam 1 yMEKoT fnydlle
OpFaHI/I3OBaTb paboTy B KONMEKTUBE, YTO OYEHb BAXKHO.

HasepHoe, noatomy 80 %
KaCCMpOoB-0rnepaLnoHUCTOB
oTaoeneHunn 6aHKoB
COCTaBNSAT XEHLUWHbI.




BanioTHbLIN
Kaccup

BantoTHbIM Kaccup (OT uT. valuta —
LeHa, CTOMMOCTb) OCYLLECTBNSAET
npuem, BedeT YYeT, Bblgavy u
XpaHeHWe BantoTHbIX AEeHEXHbIX
cpenctB. CocTaBnseT KacCoBYHO
OTYETHOCTb 1 BeOET KAaCCOBYIO KHUTY. \
BonbLUMHCTBO onepaunn, coBepllaeMblX B Te4EHWE OHS, OTHOCATCHA K OOMeEHY
OL4HOW BantTbl HA APYryto No COOTBETCTBYHOLLEMY KypcCy. BantoTHbIM Kaccup
0043aH oTnnyaTtb danblumBble AeHbIN, pa3dupaTbCd B CTENEHAX 3aLlUnThl
BasOT pasHbIX rocyaapcTB, YMETb paboTaTb C AOPOXKHBLIMU YeKaMn U
KpeaUTHbIMU KapTaMu.

OcobeHHoOCTU Nnpodeccun

B 0653aHHOCTK BantOTHOIO Kaccupa BXO4AUT:

- NpoBeaeHMe BartOTHO-0OMEHHbIX onepauni;

- OCYLLECTBNEHNE OEHEXHbBIX NEPeBOAOB MO NoOpyyYeHUsaIM pusnyeckmx nuy, o6es
OTKPbITUS BAHKOBCKOIO CHETA;

- paboTa ¢ NNnacTUKOBbIMU KapTaMu;

- NpoBedeHNE NHKaccauMn OEHEXHbIX CPeacCTB.




[Mnocbl U MUHYCBbI Npodeccum

[1ntockl npodeccuu:

[Tlpodpeccusa BantoTHOroO Kaccupa CYNTaeTcs NPECTUXKHOU U
cepbe3Hon. OTO ogHa U3 caMbiX BOCTPEDOBAHHbLIX MO3NLINMIN Ha
PbIHKE TpyAa.

MuHycCbl npodeccum:

Bbicokasi OTBETCTBEHHOCTb, MCUXONOrMYECKNE Harpy3Ku,
paboTta no ecTtkomy rpaduky. Kpome Toro, kaccup Hecet
MaTepuaribHyt0 OTBETCTBEHHOCTb, U OLLMOKa MOXXET JOPOro

MecTto paboThbl
BaHKOBCKME CTPYKTYpHI,

i' < : OOMEHHbIE MYHKTbHI
IN
2nt !



BaxHble KayecTBa

BantoTHbIM Kaccup gomkeH obrnagaTtb HEOXKUHHOW
YCUO4YMBOCTbBIO U CMIOCOBOHOCTBLIO K 04HOODOpasHoOMY TpyAay.

lOe yuar

[ns paboTbl B 3TOW AOMKHOCTU HEOBXOAMMO UMETL CeEPTUdMUKAT BaNOTHOIO
Kaccupa, KOToOpbI MOXHO MOMYy4YnUTb Ha Kypcax «BantoTHbIN Kaccup» n
«KomMmnbloTepHas nporpamma ansi BantoTHbIX KaccupoBy». B xoae obyyeHus
bonbLIoe BHUMaHNE yOeNnaeTca U3y4YEeHU0 Kak MIHOCTPaHHbIX, TaK U
roCcy4apCTBEHHbIX NMNaTeXHbIX JOKYMEHTOB, a TakKXe AEHEXHbIX 3HaKOB U UX
cTeneHu 3awnTbl oT hanbcndumkauymmn. Ocoboe BHUMaHNE Ha 3aHATUSX
yaendeTcs npasuniam npuemMa AeHeXHbIX CpeacTB, onpeaeneHnio BantoTHbIX
ornepaumuin, NopsiaKy opraHnsaumm oOMeHHOro rnyHKTa, COBepLLUEHNIO pacyeTa
GaHKOBCKOro Kypca BantoTbl, onpeaenieHnio BUOOB AEHEXHbIX 3HAKOB,
KOTOPbIE CYMTAIOTCS YTPATUBLLUMMW MNATEXECNOCOOHOCTb, U APYrnM
BONpocamMm DaHKOBCKOro ByxranTepcKkoro y4vera.



Kpome Toro, Kypcbl BanTHOrO Kaccupa HayyaT pasbupaTtbCcs B NNACTUKOBbLIX
KapTo4ykax, AOPOXKHbIX YeKax, KPeAUTHbIX KapTodKax N MHOTUX OpYrnx
acnekrtax paboTbl B AOMKHOCTM BarnOTHOIO Kaccupa.

[To OKOHYaHUM 0BYy4YEeHNS BbINMYCKHUKAM BPy4atoT CBUAETENLCTBO O
NPOXOXAEHUN Kypca 1 NnpucBamBatoT kBanudukaumo «Kaccup co 3HaHnem
BartOTHbIX Ornepauui 1 NnaTeXxHbIX AOKYMEHTOBY

Onnarta Tpyaa
Ot 22 00 45 TbIC. pyD. B 3@aBUCMMOCTU OT KaTeropuu n onbita paboThbl.

CTyneHbKM Kapbepbl 1 NepCneKkTUBLI
[omKHOCTb BantOTHOrO Kaccupa — nepsas CTyneHb KapbepPHOM NIECTHULBI B
GaHKOBCKOW CTPYKTYR “ie Heobxoaumo byaet
MNOSYYNT DBaHMe.




Oneparop MK (HabopwuK]

Onepatop K - paboTHUK, oTBEYaAOLLMX 38 HAbop ©
00paboTKy Kakon-nmbo nHopmaLmm Ha KOMIMbIOTEPE.
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OcobeHHoOCTU nNpodcheccumn

Onepatop K, nommmo TOro,
4YTO OH BBOAUT B KOMMbIOTEP
TEKCTOB U AaHHbIX, COPTUPYET
MaTepuarnbl. B HeKOTopbIX
clly4yasX OH BbIMOMNHAET
apudPMeTUYECKNE pacyeThl,
coCTaBnseT Tabnuubl, CBOAKU U T.M.

[na Takon paboTbl XapakTeEPHO O0Mroe HENOABMXKXHOE
cuaeHue y KoMmnbloTepa B oagHOObpa3Hou nose. OTO OAUH U3
rmaBHbIX MUHYCOB MPOJOECCUN.

[omkHocTb onepatopa [NK MoXHO paccmaTpuBaTbh Kak
HayanbHYK CTyneHbKY B Kapbepe. HacTto onepatopamu K
nogpabaTbiBalOT CTYOEHTLI.




Pabo4yee mecTo

Onepatopsbl K Heobxogmnmebl Be3ae, rae
eCTb Heob6XoAMMOCTb MaCCUPOBAHHOIO
BBeOEeHNA MHGOPMALMM B KOMMNbIOTEP:

l i

B MIH(POPMALIMOHHbIX areHTCTBax u ‘““i
pa3nuyHbix CMW (HabopLuuk TekcTta), q ‘
B TOProBbIX NpeanpuaTuax (a9 seaeHus. ———

TOoBapHou 6a3bl), 1 T.4.

BaXxHble KayecTBa

Heobxognmbl BbICOKaa OCTpOTa 3PEHUA, TOYHOCTb U
KoopAMHaUua OBWXEHUI, YMeHne cocpeaotavymBaThb BHUMaHMeE,
XopoLlasi onepaTtnBHas NamaThb.

Takasa paboTta npoTmBonokasaHa noasm ¢ CeEpbE3HbIMU
npobnemamm 3peHns, No3BOHOYHUKA



3HaHUSA N HaBbIKU

Onepatop NK gormkeH xopoLluo
3HaTb NPOrpamMmsbl, B KOTOPbIX
pabotaet (Excel, Access n np.).
LomxeH ymeTb Bermno neyarartb
Ha KnaBmaTtype, Nnonb30BaTbCs
NPUHTEPOM U T.A.

[Oe yvaTt
[TpodreccroHanbHy0 NOAroTOBKY MOXHO nonyydutb B [1TY
Unn Konneoxe.



v Cuneneaunseq
CynepBansep — pykoBoauTesb

TOProBbIX NMpeacTaBuUTernen, (
Mep4yeHaan3epoB N NPOMOYTepPoOB.
(OT aHrn. superviser — HagCMOTPLLUK,
Habnogarenb)

CynepBaun3epbl paboTaloT B TOProBbIX,
NPOU3BOACTBEHHbIX KOMMAHUAX U
pPEKMaMHbIX areHTCTBax.

[To cyTn, paboTa cynepBansepa COCTOM I B ylipdBI IEHNW
NnepcoHasriom. OH pa3gaet cBoOMM NOAYNHEHHbLIM 3aJaHNA,
peLlaeT, pacnpegenser oobem paboTbl MeXay HAMM.
Hanpumep, HaMeyaeT KaXaomy TOProBoMy NpeacTaBUTENto
MapLpyT — nepeyvyeHb TOProBbiX TOYEK, MO KOTOPbIM TOT OOJTXKEH
npoexatb. Minu, npu paboTte ¢ npoMoyTepamu, pacnpeaensier
COTPpyOHMNKOB MO MeCTaMm, raje OH1 OOJTKHbI Ppa3fiaBaTtb
peKnaMHble IMCTOBKM Unn 06pasLbl A1S AerycTaumm.



CynepBansepbl ObIBaOT LUTATHBDI o A
N BHelwTaTHbIMU. LLUTaTHbIE :
cynepBamnsepbl pabdboTtaloT
NOCTOAHHO B 0g4HOWU doupme
(Kak npaBuIo, 3TO ToproBas
KOMMaHus) 1 pykoBoasT nMbo
TOProBbIMW NpPeACTaBUTENSAMMU,
nmbo mepyeHgansepamMu.
BHewiTaTHbIE — HAHUMAKOTCA Ha
OLHY MPOMOYLUH-aKLUNIO U YNpaBnaT OeATENbHOCTbLIO
NPOMOYTEPOB.

CynepBan3ep KOHTPONUPYET BbIMOMNHEHNE NOCTaBIEHHbIX
3agad. B yactHocTn, cneant, 4ToObl y MPOMOYTEPOB NMNOCTOSIHHO
ObIN B HANU4YUM peknamMmHble maTepuansl. [pyn HeobxoaumocTu
OH 3aKa3blBaeT HOBbIE.



Takxke cynepBansep oLeHNBAET Ka4eCTBO e 0 3
paboTbl NepcoHana, aHann3npyet pa6oqw\ N
npoLecc U NpuayMbIBaEeT, Kak caenartb ero \% \
adppeKkTnMBHee. HacTto OH 3aHMMaeTCc4
BOMpocamMu KoprnopaTMBHOU KyIbTypbl “
CBOEU KOMMaHUN.

[na Toro 4TobbI paboTaTb cyrnepBan3epom, 4OCTAaTOHYHO
UMETb cpefdHee crneunanbHoe obpasoBaHue. Ho Bce xe
9TOMY COTPYAHUKY XeraTernbHO MosyyYnTb BbiCLLEE
obpasoBaHue no cneuunanbHocTn “Counornoruns’.

CoBpeMEeHHLIN cynepBan3ep AomkeH ObITb yBepeHHbIM K-
nonb3oBaTeneMm, YMeTb MoSfib30BaTbCA OPUCHbLIMU
nporpammamu (Word, Excel, Outlook Express).



TOProBbIN AreHT

ToproBbIU areHT (ToproBbIn
npeacTtaBuTesb) - NpeacTtaBuUTerNb
npeanpuaTUA-NpousBoaUTEnNS,
ONTOBOW UNN OANCTPUOBLIOTOPCKOMU
donpmbl, oTBEYarOLWMN 32
npoaBuXeHMe ToBapa B PO3HUYHbIE
TOProBble TOYKM.

AreHT — OT nart. agens, poa. n. agentis — 0ENCTBYOLLUN.

OOHaKo TOProBbIM areHT MOXET paboTaTb U Ha cebs,
ABNAACH NpeacTaBUTENEM HECKONbKNX KPYMHbIX
NOCTaBLUMKOB



OcobeHHoOCTU nNpodcheccun

p—

ToproBbIW areHT nocewaet MarasuHbl

, npeanarasi ToBap A NocTaBKy,

cobupaeT 3asiBKy. A . |

OcbopmnsieT JOroBop.L| 5‘ el
N, o =

KYNnu-npoaa)Xun, KOHTPOSMpyeT

X BbIMosiHeHNe. IHoraa oH Xxe

obecrnevnBaeT OOCTaBKy U OTrPy3Ky TOBApOB,
MepYeHOausuHr (cneguT 3a BbIKNIaakow ToBapa U ero
HanM4ynem Ha rnpunaske).

ToproBbIW areHT BedeT YYET NPETEH3UN NOKynaTenen u
MarasmHOB-3aKa34ynkoB. AHaNM3nUpyeT Cnpoc Ha ToBapkbl.



-

N W
Pabouee mecTo
ToproBbIil areHT MOXeT paboTaTb Ha -&" 5 J /

OnTOBOWU dOupMe, NpeanpuaTmnmn- " ‘
npousBoaunTene. g
PaboTtasi Ha cebsl, OH MOXXET TOproBaTb

n3gennsamMm noCTaBLUMKOB, KOHKYPUPYIOLLNX MeXay CODOW.
[1py 3TOM OH cam ycTaHaBMNMUBAET LEHbI N YCroBus coObITa.
Takonm areHT MOXeT opraHn3oBaTb COOCTBEHHYO onpmy,

KOTOpasi MOXET NPeacTaBnATb KPYMHbIX MOCTABLLNKOB,
npoaBurasa nx NpoaykLmio y cebsa B permoHe.

BaXHble KayecTBa
MobunbHOCTb, 3HEPIMYHOCTb, OPraHN30BaHHOCTD,
KOMMYHNKaOENbHOCTb.



3HaHUA U HaBbIKU

ToproBomy npeacrtaBUTENO HEOOXOANMO 3HATb HOPMAaTUBHbIE
NpaBOBbIE aKTbl, MOMOXEHUS, UHCTPYKLUUN, perynupyoLime
opraHm3auuto cbbiTa U NPogakn ToBapoB.;

3HaTb NOPAOOK 3aKIMIOYEHUS JOrOBOPOB KYMNN-NMPOAAXMU;
pa3bmnpaTbCs B KOHBIOHKTYPE pbIHKA, OTCNEXNBATb YPOBEHb
LEeH Ha pbIHKE, 3HaTb NOTPebUTENLCKME CBOUCTBA TOBapa, C
KOTOPbIM OH paboTaer.

Oe yyart

CneuymanbHOCTb « ToproBoe AeN0» MOXHO MOSy4YnUTb B O4HOM
N3 BY30B C QKOHOMUNYECKUM (DaKyrbTETOM.

Ha npakTtuke ToproBbIMn areHTaMu 4YacTto paboTatoT noaun
6e3 BbICLLEro 9KOHOMMNYECKOro 0bpa3oBaHMUS.

OcHoBbI Npodeccnn OHKM NOMy4atoT Ha cneunanbHbIX Kypcax
(TpeHuHrax npogax). MHorne pabotogarenu oby4datoT CBOUX
areHToB CamMMu.
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Bbubnuotekapb — cneynanucT no oocnyXxnBaHUKO
nocetTuteneun onbnmnorek, oopadborke nHcpopmauum o
OnobnuoteyHbIX hoHpaX.



OcobeHHOCTU Nnpodcheccum

bubnnotekapb okasbiBaeT
MH(POPMAaLIMOHHbIE YCrnyrn (CocTaBnseT
BMbnnoTedHble KaTasriorm, KOHCYNeTUpyeT
NOCETUTESNIEN), BbIAAET MO 3anpocy
NoCeTUTENEN XpaHAaLWmMeca B bnbnnorteke
Marepuarnbl (KHUMM, nepuoauky n np.),
BedeT YYET BblAaHHbIX U BO3BPaALLEHHbIX
MaTepuanos.

[Mpodeccus bubnmotekaps OTHOCUTCA K
4Ynucny MHMPOPMAaLMOHHBIX (K HUM TakxXe
OTHOCATCSA apXWBUCT, My3eNHbIW PpabOTHUK, U3gaTtens U T.0.).
MHopmaTusauma — BaxkHas cocTaenawowlas B pabore
bnbnuoTekapsi: OH opraHn3yeT XpaHeHne nHdopmauum
(n3gaHuin) n 3aHMMaeTcsa ee nonckom. KM bnbnumortekapto
NPMXoONTCHA ocBamBaTb COBPEMEHHbIE MHAOPMaLIMOHHbIE
TEXHOMNOrnn.




B kpynHbIX OMbnuotekax paborta no
yuTaTenbCKOMY 3anpocy 3aHMMaEeT

OOBOSIbHO MHOro BpemMeHn. Hanpumep,
bnbnuoTekapb YnTanbHOro 3ana

NPUHUMAET CMUCOK-3arnpoc U OTCbINaeT

ero B TemMaTtu4ecknun otaern, KOTopbIn

MOXET Haxo4uUTbCA Ha APYromM aTaxe

UNn gaxe B Apyrom Kopnyce.

CoTpyaHUKKM 3TOro otaena HaxoasaT

HY>XHbl€ KHUTM U C NOMOLLbIO TpaHcnopTepa, C
nudpta n T.N. YCTPOUCTB OTCbINAKT UX B YNTalbHbIW 3an.

K cyacTblo, COBpEMEHHbIE TEXHOMNOINMM NO3BOSIAKT YNPOCTUTb
npotLecc.
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CoBpemMeHHasi bubnmoTeka — aTo He NPOCTO cobpaHue
ByMaXKHbIX N30aHNN, HOPMAaTUBHbIX JOKYMEHTOB,
OOKYMEHTOB UK AnuccepTaLum.



KoMmnbloTeEPHbIE TEXHOMOMMM NO3BOSMAIOT
nepeBecTn MHOrne bymakHble JOKYMEHTDI
Ha undopoBble HocuTenun. bonee Toro,
HEKOTOPble COBPEMEHHbIE U3OaHUS
M3Ha4vyanbHO CYLLECTBYIOT UCKITHOYNTENBHO
B BUPTYyanbHOM BMae U MOryT
pacnpocTpaHAaTbCA Yepes3 VIHTepHeT.

[ToaToMy KpynHeuiwune oubnnotekn cosgatoT umdpoBble
dooHAbl. B pesynsrarte Yyntatenm MoryT «XoauTb» B
bmnbnunoTeky, He BbIXoAds U3 AoMa, a B caMux bnbnmortekax
3aMETHO COoKpallarTcsa odepeaun. llepeBon B 9NEKTPOHHLIN
BU NO3BOSIAET COXPaHUTb peaKkue N CTapUHHbIE KHUTH,
CTapble apXuBHble JOKYMEHTbI M T.M., N30aBnsaa nx ot
4aCTOro NnepenncTbiBaHUA, APKOro cBeTta v Ap. ryoutenbHbIX
doakTopoB.



OundpoBbiBatoTCs N BUBNNOTEYHBbIE
kaTanorn. Co BpeMeHeEM 3Ta TEHAEHUUSA
NOSTHOCTBIO UBMEHUT CTPYKTYPY KaxKaom
onbnuoTekn n Bcen dubnmotevyHou
CUCTEMDI.

Ho 3To He 3HauuT, 4To Bubnnotekapb
npespalyaetcd B oneparopa K.

Ero 3agaym octaroTcs NPEeXHNMMN,
MEHSIIOTCS JNNLLb HEKOTOPbLIE MHCTPYMEHTbLI paboThl.

B paboTte bnubnuoTtekapsa eCtb MECTO TBOPYECTBY.
bubnuotekapb y4yacTByeT B KOMMIIEKTOBaHUM poHaa
6nbnunoTtekn, a ang 9Toro U3yvaeT YntaTenbCKum cnpoc.
ObpabaTbiBaeT NONYyYEHHYO NUTEPATYPY: BHOCUT KHUTU B
BMBNMOTEYHbIN KaTaror, Ans KaXaoro aKk3emnnsipa 3anonHsaeT
KapTO4Ky yyeTa.



Paboyee mecTto

[ocyoapcTBeEHHblE U BEOOMCTBEHHbIE
bnbnuoTekn, ONBNMOTEKN HaYYHbIX
yuypexgeHun, By30B, LLKOS,
npeanpudaTui.

BaxHble KayecTBa

IHTepec K YTEHUIO, SpYyaULNS, XOPOLLZ :
nobpoxkenatenbHOCTb, OOLLNTENBHOCTD.

3HaHUA U HaBbIKU

bubnnotekapb OOMKEH 3HATbL COAEPKAHME XYO0XKECTBEHHOMN,
Hay4HO-MonNynsipHoOW, cneunarnbHOW nNMTeparTypbl, METOAUKY
npoBedeHna nHameuayanbHbiX 6ecen, Popmbl U METOAObI
npoBeaeHNA KOHepeHL N, BbICTABOK U T.4., NpaBuna
opraHusauum n yyeta onbnmortevyHoro oHga. YMETb untatb
bubnmnorpadunyeckme onmcaHns U coctaBnaTb ONONMoTeYHbIE
KaTarnoru.

lOe yvart

BUOMMoTEeYHLIN TEXHUKYM NN COOTBETCTBYHOLLUA (paKynbTET

1IALICTIATN/TA VY'\/TNTL.LT\/NL.I




ADXMBamMMyc

ApxunBucT (OH xxe ApxmBapuyc)

ApPXMBUCT - XpaHUTENb UNN COTPYAHUK
apxuBa, OTBe4YalLliMM 3a cucteMaTm3auuio
U y4yeT AOKYMEHTOB, AOBEpPEHHbIX Ha
XpaHeHue.

OT nart. archivum, rpeJ. archaios — gpeBHUN.

OcobeHHOCTH paboThbl
ApXMBUCT paboTaEeT C Tak Ha3blIBAEMbIMU NCMNOSTHEHHbLIMU
OOKYMEHTaMun. T.e. C JOKYMEHTaMU YyXKe NMpuLlieaLLnmm Ha
XpaHeHne (4o 3Toro UMM 3aHMMaEeTCA cneymanunucT no
OOKYMEHTOBEAEHMIO).

B apxuBe MOryT XxpaHUTbCs camMble pa3HOObpasHbIe JOKYMEHTDI:
NpuKasbl 1 pacnopskeHnsa OupeKkuumn, ctapble METPUYECKNE
KHUIM, NPOTOKOSbI, BUOEO- U ayaNOCBEAETENbCTBA.



CoaepXxnumoe apxuBa 3aBMCUT OT Npodomng
opraHusaummn, B KOTOPOMN OEUCTBYET apXuB.
Hanpumep, B permoHanbHbIX rocapxmBax
Haxo4sTCA OOKYMEHTasrbHbIE CBUOETESNBLCTBA
O XXM3HM HaluuxX npeakos. N MHorme nogw,
NbITasiCb COCTaBUTb CBOIO POJOCIIOBHYIO,
obpallaloTcHa B 3TN apXUBbI.

3agaya apxmBmcTta — He TONbKO XpaHEHUE U cucTemMaTm3ayms.
OH, kak bubnuotekapb, Nosfy4aeT 3anpochl HA XpaHsLLMecs
OOKYMEHTbI, HaxXoAuT UX BbIAAET ANsl NonNb3oBaHUsA. [0TOBUT
BbINUCKN U3 apXMBHbIX JOKYMEHTOB, CHUMAET KOMUM.

Pabouyee mecTto

[ocyaapcTBEHHbIE apxmBbl, OHAbI XPaHEHUSA BUOEO- U ayamno-
OOKYMEHTOB, KPYNHble opraHn3aumn n NpeanpuaTms C
BonbLINM JOKYMEHTOOOOPOTOM.



BaxHble KayecTBa
CKNOHHOCTb K paboTe ¢ JOKYMeHTaL,
K paboTe ¢ 60MNbLLINM KONTMYECTBOM
MHopmaLum, xopoLluasa NamaThb,
CUCTEMHOE MbILUSIEHNE,
NYHKTYanbHOCTb, aKKypPaTHOCTb.

3HaHuA, HaBbIKU o —
ApxvBapuyc OOMmKeH BNaaeTb TakKUMU AUCLUUNIMHAMM, KakK
apxmBoBeaeHve, Aenonpou3BoacTBO.

3HaTb COOTBETCTBYIOLLME HOPMATUBHbLIE NPABOBbIE aKThI,
NONMOXEHUS, UHCTPYKLIMM.






