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HccienoBanue nmpeacraBjisieT pe3yjabTar padoTsl
10 TeMe
IHTPODOECCHA « /lokymenmoeeoy

Conep:xxanue

1.Ha3sBaHMe npoekrTa.
2.AcTtopMA: y UICTOKOB npodeccuu.

3.Bblaarowmeca IMYHOCTH B
npocdeccum «A0KYMEHToBen>.

4.0 BbIGOpE HEMPOCTOM M CEPbE3HOM.

5.06Laa xapakTepmucT1Ka
cneymasbHOCTH.

6.4 BblOMpalo cneunanbHOCTb.
7. ae nonyuntb npodeccuio.
8.Pecypchil.




*$1 ickaJia OTBET HA NMPO0JeMHBbII BOIIPOC:

- 4TO e 3TO 32 npodeccus «T0KYMEHTOBEI

- H I'IC €€ MOKHO I10OJIYVUYHUTD. \\

*I1eJib MOEro McCJjael0BaHMA:

- 0CO3HaHHe ceds B npodeccuu «T0KYMEHTOBEI»;

- €031aTh MHTEPECHYIO NMO3HABATEJIbHYIO NPE3EeHTAIINIO
IJIsl 3AHSITHI TBOPYECKOIr0 00beINHEHU S
«/lessonIpON3BOACTBOY.

- *3apaum:

- coOparb MOoJHYI0 HHPOpMALMIO 0 Ipo(decCuun
«TOKYMEHTOBEI;

- O03HAKOMMHTH C TeXHOJIOTMed BbIOOpA mpodeccuu;

- O03HAKOMMUTH C Y4eOHBIMHU 3aBeACHUSAMM, B KOTOPbIX
MOKHO MOJYYUTH NPOPeccHIo «TOKYMEHTOBEI.




Y UICTOKOB lNPO®ECCUU

Hcmopuuecku npogheccusi 00Kymenmoseod
c030a8a1ACH U3 POOCHBEHHbIX CNeYUAIbHOCMeEl, d
UMEHHO NUCAaps, cekpemapst, IUYH020 NOMOWHUKA U
npedcmasumernsi OQuUYUAIbHO20 TUYA. ...

Camo CJI0BO «CEKpeTaphb» IMPOUCXOIUT OT JIATUHCKOTO
cioBa «cekpet». B JlpesHeM Pume cexperapsimu
MMEHOBAJIUCh JOBEPEHHBIC JIMIIA, KOTOPBIM JOBEPSINCH
cekpeThl. MI3HauanbHO 3Ta npodeccus Oblia cyryoo
MyKCKkoH. CeKkpeTapH, COCTOSIINE TTPU LAPCKUX 0CO0ax,
o0Jiafaan CyIeCTBEHHOM BIACThIO.



Jlpapoantenemy» npodeccnn AOKyMeHTOBeAa
(cekpeTapsi) MOXXHO CUUTaTb ApPEBHEErnneTcKoro nucua.
B [lpeBHeM Ervnte MMeHHO NUcLbl COCTaBNANn n
nepenucbiBanu cBUTKM (Npoobpas gokymeHTa). Npodeccus
Oblfla HeBepPOATHO NOYETHON U NPeCTUXKHOMN. «llucel He

" TacKaeT KOpP3UuH, He rpebeT Becrnamm, ero He CEKYT NPYTbAMM,
N OH HE HaxoauTCcA nod BNacTblo MHOMOYMUCIIEHHbIX

1 Ha4yanbHWUKOBY, — HANUCaHO B OQHOW N3 ernneTCKnx
netonucen. OHKU crnyxmnun papaoHam, ocsoboXxaanmcb oT
Hanoros, CNyXxo0bl B apMmun. HeyamBuTtenbHO, BeAb MUCLbI —
9TO cneuymanbHO 00y4YeHHbIe NCKYCcCTBY NcbMa nogn. OHu
3Harnn He TOJbKO A3blK MepornMdoB, HO N NPeKpPacHO
pas3bupanuncb B TOYHbIX Haykax — apudmeTtuke. lNncuamm
NoYTKN BCerga obInm My>XX4YMHbI U Nepenasanmn CBOK paQ,QT / 1O
HacneacTsy. P




CKyAbMATYPHBLIN NOPTPET MncLia Kan




OPYOVE NMNCBbMA

B B kauectge opyAuii
MUChbMa J]peBHUE TTUCIIbI
MCII0/Tb30Ba/IU Ty CUHbIE

repbsi.
L1711 HarmMcaHusA ,\\/§
3arsiaBHbIX OYKB Y M, 13

HNCIIOJ/IBb30Bd/IM KUCTOUKY.

B 1880-x rogax Obliia n300peTeHa
nepBas IeuaTHas MallluHKa.




Acmopus npogheccuu

B Poccuu onem
POdHcOeHuA
CeKpemapckou
OO0NIHCHOCIU MONHCHO
cuumamow

27 peepana 1720 200a.

Hoeoseeoenue
NPUHAOTIEHCATIO

Hempy I




N3eecmHbIe cekpemapu
npouwsbiX 8€K08

I. P. JlepxaBuH M. M. CoepaHCKHUH M. U. I tuaka
B nauane cBoen
OnrcTaTeIbHON Kaphephl OKoJ10 ABYX JICT IPOCITY KU Paboran cexpeTapeM B

kanuensspun Copera
IyTe COOOIIeHUS
YETBIPE TOJIA. 3a ITH
TOJIbl OH CO37aJl
POMAHCBI, TPUHECIIINE

IIpH HMIICPATPHUIIC EMY MOIYJISAPHOCTD.
Exarepune I1.

OBLI IMYHBIM CEKpeTapeM JIMYHBIM CCKpETAPEM
xus3s Kypakuna Anexcanapa I, 3arem ObL1

CIleyIOIuM dTaroM craga  NCPCBCACH M3 CCKPETapeH B
CEHATOPBL
JIOJKHOCTb CTaTC-CeKpeTaps




N3eecmHblIe cekpemapu
Hawe20 epeMeHU

YuHIrnc AI/ITMaTOB Buagump [lo3Hep Hannca PyOangbckas

paboTaja cekperapeM

pabotan cexkperapem Coro3a
IBaYKIbI: CHAYaJIa B

JInTeparypHoMm
Takke cexkperapeM Corosza Mapraka, ITepeBOIILT PaLyp

. N UHCTUTYTE, a 3aTEM B
Kuprusun, a norom u CCCP

XVII Beka, Ben
M ’ «Acaxwmy», 3aHUManach
nepenucky Mapimaka.

NIEPEBOJIAMHU C

SITOHCKOI'O.

paboTal JuTeparypHbIM




Ilepeoo muoit omkpoeimsl 6ce oopozu,
Kak mnozo om cyosowt ceoeii s i#coy.
Ho 3nar s co wikoavnozo nopoza:
Bcé, umo a nocero, mo yce u nosxcmy...
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" Kakyro npogeccuro
) ;
‘;:/ \—‘;’ BbIOpaTh???

Bb10op npogeccuu - 3agaua co
MHOITMMH Heu3BeCTHbBIMU. OT ee perneHust
3aBHCHUT Oyayllee MOJIOAOI0 Ye/I0BEKA.

Kaxabii, npexae Bcero, Xo4eT, 4To0bI
padora ObLIA MPECTUKHOU U
BBICOKOOILIAYUBAEMOM.

K npumepy, mj1oxo 3Hasi 0M0JI0THIO U
XUMMIO, BbI BPSI/I JIM CMOKeTe CTATh BPa40M.

ITo3TOMY, eciin y Bac eCTh 3aBeTHasA Me4Ta 0
npodeccuu, HAYMHANTE K HEH TOTOBUThCSH
KaK MOKHO paHbllle, M Y BaC BCe MOJy4YuTCs!




CEKPETbBI BBIBOPA TITPO®ECCHUU
X0Uy-MOI'Y -HAJO

MoskHO chopMyJIUPOBATH TPU INIABHBIX
COCTABJIAOIIMX, KOTOPBIM J0JI5)KHA
YAOBJIETBOPATH BLIOPAHHASA BAMH
npogeccus:

[l uTo0BI OHA ObLIa MHTepecHOi (XOUY)

JuTo6n1 mpodeccusi cooTBeTCTBOBAJIA

CIIOCOOHOCTHAM, BO3MOKHOCTAM, COCTOSHUIO
3n0poBbsi (MOI'Y)

JuT00BI MOKHO OBLJIO HAWTH PadOTY IO
cnenuagabHocTu(HAJ1O)




Mou ¢pakrTopsl BbIOOpa
npodeccum:
* MHTE/JIEKTYaJIbHbIE CIIOCOOHOCTH,

* OILIATA TPYAA U NPECTHKHOCTH
npodgeccuu,

* MHEHME poauTesIen




X04y 3HATh...

Ha ypokax TexHoJI0rumu
MbI 3HAKOMHUMCH CO
MHOTMMH NPOodecCusimMmu.
MHe oueHb HHTEePeCHOU
[oKa3ajach npogeccus
aejgonpousBoaureas. U
KOI/Ia sl y3HAaJIa, YTO Y HAC
B IIIKOJI€ OPTraHU3yeTCH
TBOPUYECKOE 00beIMHEeHUE
«/letonmpou3BoaACTBO», A1 C
YAOBOJILCTBHEM CTAJIA €r'0
oCeIaTh.




ycnyru
CNYXKEbI SAHATOCTH

*

Co cnoB aupektopa LeHTpa
3aHATOCTM  HaceneHma  ropoja
AnmntpoBrpaga B.A.Measeaesou:

ogHa u3 NONyNnApHbIX
npocdeccnMn Ha pbiHKe Tpypaa
-opm1c-MmeHeaxep
(cekpeTapb,
AenonpouvsBoauTesib).



O evtoope
HEeNnPoOCHOM U CePbe3HOM

o etk
MbI xXxuBem B mupe, rae nHdbopmaumsa crtana
NPoAYKTOM NPOM3BOACTBa, TOBapoM. [Mo3ToMy
60/IbLUIMHCTBO HAaCeJIEHUA NJIaHeTbl 3aHATO B
MHdopMaLMoHHOU cdepe.

CneumanmcTbl B 3TOU 0671aCTHU HYXKHbI
NOCTOSAHHO M CNEeLUMAIUCTDI
BbICOKOKBa/IM(pULIMPOBAHHbIE.



Obwasn

COPEIAN K QUOMIHTSOIAA-R

xXapakmepucmuka
CReyuaIbHOCmU

JIOKyMeHTOBEel — 3TO CIICIHUATNCT, «BEAAOLIINI
(3HAIOIINIT) O TOKYMEHTE BCE, YTO KacaeTCsl padOThI

c HUM (cocTaBlIeHHE, ODOPMIICHHUE, YUET, pEerUCTpalus,
KOHTPOJIb UCIIOJIHEHHUS, CIIPABOYHO-UH(OPMALIMOHHAS
paboTa, XpaHEHHUE) Ha OCHOBE MCIIOJIb30BaHUS
COBPEMEHHBIX aBTOMAaTU3WPOBAHHBIX TEXHOJIOTHH.

OH TUTIAaHUPYET, OPTAHU3YET U COBEPIIICHCTBYET
ACATEIbHOCTD CIIY>KObI JOKYMEHTAI[MOHHOIO
o0ecneYeHusl YIpaBICHUS, OCYIECTBISECT KOHTPOJIb

3a COCTOSTHUEM AEJIOMPOU3BOJCTBA B OPraHU3aIIUY.

OH pa3pabarbiBaeT yHU(PUIIUPOBAHHBIE (DOPMBI
JOKYMEHTOB, CUCTEMbI JOKYMEHTALIMN, IPUHUMAET MEPhI
10 ONTUMH3ALMU JOKYMEHTOO00pOTa B OpraHU3alIHUH.




A evloupar cneuuaibHocmb

«/[oKymenmogeoenue u
OOKYMEHMAUUOHHOE
obecneuenue ynpaeaeHu)




Heooxooumo 3uamu:

* 1€10IPOU3BOJICTBO
yIIPABJIICHUS,

*OCHOBBI KaJIpOBOTO
TOKYMEHTOBEICHUS,

* OCHOBBI IICUXOJIOTHHU,

* METOAUKY HPOBEIACHMUS
KOH()EPEHII,

* STUKET JICJIIOBOTO
OOIIICHUS,

*B COBEPILICHCTBE BIIAJICTh
KOMIIBIOTEPOM U T.J.




IIpogheccuonanvusie
Kauyecmaed.

* AKKypaTHOCTb
J *TIyHKTYaIsHOCTE

| * JI0OpOsKeTaTeTbHOCTD
™ **KOMMYHHUKA0CIIbHOCTh
% *ICIIONTHATENEHOCTE
*Pab0TOCIIOCOOHOCTH
*Hane:XHOCTB
* Xopolas namsTh
* JIoOpOCOBECTHOCTH




Ocnosénasa zaoaua:

Ihpexkmuenoe
ynpaeieHnue
ungopmauueil.




OcHoBoM npoeccuu T0KYMEHTOBEAA
BbICTYNIAIOT

HIKoJbHBIE CrenmajbHble
JHAHUA: SHAHUA:
Pycckuu s13bIK

JlokyMeHTOBeIeHHE
Nudopmaruka Jlestjonpous3BoacBo

UcTopus ynpasjieHus

-AHIVIMUCKUHA Ilcuxosiorusa u ap.
-SI3BIK




I'0e noayuumos npogheccuro
OOKYMEHMO08eoa

OcHoOBHBIE 3HAHHUS O npodeccun
«TOKYMEHTOBEI» MOKHO IHOJIYYUTH B
BbICIIUX YUEOHbIX 3aBeIeCHUSAX, HMEIOIIUX B
CBOEM PACHOPHAKEHUH CHICUATBHOCTH
«TOKYMEHTOBEACHHE» U «TOKYMEHTAIMOHHOE
o0ecnevyeHue MpeaNnPUATHA» WIN HA
CMEKHBIX CIeHUATBHOCTAX
«TOKYMEHTAIMOHHOE o0ecneyeHue B
IOPUCIIPYACHIIMI> WA «<MHPOPMANMOHHOE
o0ecneyeHue MpeanpuATH.



bonee 100 ey3oe
20Moeam
CneuuaIucmogs 8
oonacmu
OOKYMEHMAUUOHHO20
o0ecneuenus
YRpaeaeHuA.

o




U puiualn

Boarorpajacku




PoccuiicKuM roCcy1apCTBEHHbIN COUAIbHBIN YHUBEPCUTET I.
MockBa




Boicuias mKo/1a 10KyMEHTOBEAeHUS U TOKYMEHTAIIMOHHOI0
oOecneuenus ynpasienuss Mcropuko-apxuBHoro uncruryra (BII/T)
r.MockBa




YNnbAHOBCKUM
rocyaapCcTBeHHbIVN YHUBEPCUTET




Camapckas
rocylapCcTBeHHas aKaJeMHs KYyJbTYPbl U HCKYCCTB
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(Camly)

“ roOCYHMBEPCUTET J

onkFoot.Ru




B HacTOAIMHU MEPUOT OTMEYACTCS
pacrymasi noTpedOHOCTh
rOCYIAPCTBEHHBIX 1 KOMMEPUYECKHUX
OPraHM3alMuH B BLICOKOKJIACCHBIX
CIICMAIUCTAX ACJI0NMPON3BOIUYCCKOIO
PO s, a TAKKE POCT MONMYJIAPHOCTH
TAHHBIX CICHHAJTBHOCTEH Y MOJIOACIKHA, O
YEM CBUAETEIbCTBYET MOBbICUBIINUCS
KOHKYPC cCpeau a0UTYPHEHTOB.




ACTOMHNK'
http:/Avww flexis rutechd. htmi

BobiOupasi cnenMajabHOCTh
«/lokymeHTOBEICHHE H
NOKYMEHTAIIMOHHOE 00eCneYeHne
yrnpasJjieHus»», Bbl mojy4aere
COBPEMEHHYI0 BOCTPEOOBAHHYIO
npogeccuro 21 Bexka!




Ocmanoce HemHnoz2o
gpemenu, 4moouvi
peuiums, KAKyio

npogheccuro evioOpame.

A oymar, umo s K ceoeil

npogeccuu npuuina.

-~ - o d o Y

C MacTepCTBOM JIFOJIM HE POJSATCS,
HO JTOOBITHIM MAaCTEPCTBOM TOPIASTCS.
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