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wos - O11.04 JOKYMEHTAIIMOHHOE OBECITEYEHUE YITPABJIEHUSI

1.1. O6sa1acTh NPpUMeHEHUS] IPOTrPaAMMbI

[Iporpamma  y4eOHOM  JUCHMIUIMHBI ~ SIBJISICTCS  YacThlO  MPOTPAMMBI
MOJATOTOBKM CIEIUAIUCTOB cpeaHero 3seHa B cooTBeTcTBuu ¢ PI'OC CIIO mo
crienmanabHOCTH 38.02.03 OnepaunoHHas 1€ TeIbHOCTD B JIOTUCTHUKE.

1.2. Mecro y4yeOHOHl JUCHUIUIMHBI B CTPYKTYpe IPOrpamMMbl IOATOTOBKH
CHEeNMAINCTOB CPeIHero 3BeHa’ JUCIUIUIMHA BXOJIUT B MPO(PECCHOHANBHBIN UK
¥ OTHOCHUTCA K 0a30BbIM 001IenpodhecCHOHATBHBIM TUCIUTUIMHAM.

1.13. Henu u 3agaum y4eOHOW AUCHUILIMHBI — TPeOOBAHMS K pe3yJbTaTam
OCBOEHHUS YUeOHOI TMCIUIIHHBI:
B pe3ynbraTe ocBOeHUS y4eOHON NUCIUTIIIMHBI O0YYaIOIUICs JOJIKEH:
3HATh:
— TMOHSATHE, UEeNH, 33JJa4l U IPUHLIUIIBI 1€TOIPOU3BOICTBA;
— OCHOBHBIE MOHATUS JOKYMEHTAIIMOHHOTO 00eCTIeYeHHs YIIpaBJICHNUS;
— CHCTEMBI JOKYMEHTAIMOHHOTO 00ECIICUCHHs yIPaBICHHUS;
— KJacCU(UKAIHIIO JOKYMEHTOB;
— TpeOOBaHUs K COCTABICHUIO U O)OPMIICHUIO JOKYMEHTOB;
— OpraHu3aluio JOKYMEHT000OopoTa:
— npueM, o0paboTKy, perucTpaiuio, KOHTPOJIb, XpaHEHUE JOKYMEHTOB,
HOMEHKJIATYpy JIe.
yMeThb:
— 0hOpMIATH TOKYMEHTALIMIO B COOTBETCTBUU C HOPMATUBHOM 0a30i, NCIOIB3YsI
UH(POPMAIIMOHHBIE TEXHOJIOTUH;
— OCYIIECTBJIATh ABTOMATHU3AIMI0 00pa0OTKH JOKYMEHTOB;
— YHUQPUIMPOBATH CHCTEMBI IOKyMEHTAIINH;
— OCYUIECTBJIATH XpaHEHUE U MIOUCK JOKYMEHTOB;
— OCYIIECTBJIATh ABTOMATHU3AIMI0 00pa0OTKH JOKYMEHTOB;
— HCIIOJIb30BATh TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTUHU B 3JIEKTPOHHOM
JIOKYMEHTO000pOTE;

Ilepeyens popmupyeMbIX KOMIICTCHIMMA:
B pe3ynabTaTe OCBOEGHHMS AMCIHUIUIMHBI OOYyYarOUIUHCS JOJIKEH OBJIAJETh

CICAYIOINMHU O6HII/IMI/I u HpO(beCCI/IOHaJ'II)HbIMI/I KOMIICTCHIIUAMMU.:
OK 2 OpraHu3oBbIBaTh COOCTBEHHYIO JESATEIBLHOCTh, BEIOUPATH TUIIOBBIE METO/IBI U CIIOCOOBI
BBITIOJTHEHUS MPOPECCHOHANBHBIX 33/1a4, OLIEHUBATh X A(P(HEKTUBHOCTh M KAUeCTBO.
OK 4 OcymiecTBiATh HOUCK U MCIIOIB30BaHUE HHPOPMALIUU, HEOOXOAUMOM 115t
3(PEeKTUBHOTO BBIMOTHEHUS TPOPECCHOHATBHBIX 3a7a4, TPOPECCHOHATHHOTO W TUYHOCTHOTO
pa3BUTHS.
OK 5 Hcnonb3oBath HHPOPMALIMOHHO-KOMMYHHUKAI[HOHHBIE TEXHOJIOTUU B
npoecCHOHATILHON 1€ TEIbHOCTH.

[IK 1.1 [IpuauMath yyactue B pa3pabOTKe CTPATErMUYECKUX U OMEPATUBHBIX JIOTUCTHUECKUX




IUTAHOB Ha YpOBHE MoApa3zeneHus (y4acTKa) JOTUCTUUECKON CUCTEMBI C yUETOM Lieliel U
3aJa4 opraHu3aiuy B 11esioM. OpraHu30BbIBaTh PabOTY HJIEMEHTOB JIOTUCTHUECKONW CUCTEMBI.

I1K 1.2 IlmanupoBaTh U OpraHU30BBIBATH JOKYMEHTOOOOPOT B paMKax ydacTKa
JIOTUCTUYECKON cucTeMbl. [[pyHUMATh, COPTUPOBATH U CAMOCTOSITEILHO COCTABIIATh
TpeOyemMyt0 TOKYMEHTAIUIO.

1K 1.3 OcymiecTBasSTh BEIOOP MOCTABIIMKOB, IIEPEBO3YUKOB, OTPEACISATH THIT TOCPETHUKOB U
KaHaJIbl paclpeieeHusl.

[1IK 1.4 Bnageth METOMKOM MPOSKTUPOBAHUS, OPTraHU3AIMK U aHAJIM3a HA YPOBHE
nojpas/enenus (yyacTka) JOTUCTHYECKON CUCTEMBI YIIPABIICHUS 3a1acaMu U
pacnpeesInTeNbHbIX KaHAJIOB.

[IK 1.5 BnageTs 0OCHOBaMU ONIEPATUBHOTO IJIAHUPOBAHUS U OpPTraHU3alMKU MaTEPUATIbHBIX
MMOTOKOB Ha MPOU3BOJICTBE.

IIK 2.1 YaactBoBath B pa3zpaboTke HHPPACTPYKTYPHI IIpoliecca OpraHu3aIiui CHaOXKSHUS U
OpraHU3aIMOHHON CTPYKTYPHI YIIPABJICHUS CHA0KEHUEM Ha YPOBHE ToIpa3eiieHus (y4acTka)
JIOTUCTUYECKON CHUCTEMBI C YUETOM IIeJieH U 3a/1a4 OPraHU3aliy B LIEJIOM.

[IK 2.2 TIpumMeHATh METO0JIOTHIO TPOSKTUPOBAHKS BHYTPUIIPOU3BOACTBEHHBIX
JIOTUCTUYECKUX CUCTEM IPU PEIICHUH NMPAKTHUECKUX 3a1a4.

[1K 2.3 Vcnonb30BaTh pa3iudHbIC MOJIEIN U METO/IbI YIIPABICHUS 3aIlacaMH.

[1K 2.4 OcyuiecTBisITh yIpaBlieHUE 3aKa3aMHU, 3a11acaMu, TPAaHCIOPTUPOBKOM,
CKJIaJUPOBAHUEM, rpy301epepaboTKON, YHaKOBKOH, CEPBUCOM.

[1K 3.1 Bnagets MeToosiorueii oneHku 3G PeKkTuBHOCTH QYHKITMOHHPOBAHUS JIEMEHTOB
JIOTUCTUYECKON CUCTEMBI.

1K 3.2 CocTaBnsth NpOrpaMMy M OCYIIECTBIISITH MOHUTOPUHT MTOKa3aTenei paboTsl Ha
YpOBHE MOpa3ieieHus (y4acTka) JOTUCTUYECKON CUCTEMBI (ITOCTAaBIIMKOB, IOCPEIHUKOB,
MepeBO3UYMKOB U 3((HEKTUBHOCTH pabOTHI CKIIAZICKOTO X035HUCTBA M KAaHAJIOB PaCIpeIeICHHUS).

IIK 3.3 PaccunThIBaTh 1 AHAJIM3UPOBATDb JTOTUCTUYCCKUEC U3JICPIKKH.

IIK 3.4 HpI/IMeHHTB COBPCMCHHBIC JIOTUCTHYCCKNEC KOHUCIIIUH U IIPUHIHUIIBI COKpAIllCHUS
JIOTUCTUYCCKHUX PACXOJOB.

[1IK 4.1 [IpoBOAUTH KOHTPOJIb BHIIIOJIHEHHUS U KCIIEAUPOBAHUS 3aKA30B.

I1K 4.2 Oprann3oBbIBaTh IPUEM U MPOBEPKY TOBAPOB (TapaHTHs MOJIyYEHHs 3aKa3a, IpOBepKa
Ka4yecTBa, IOATBEPKICHHUE TIOTY4YEeHHUs 3aKa3aHHOIO KOJINYeCTBa, 0(OPMIICHUE HA NIOJTy4EeHUE
U PErUCTPALIMIO ChIPbs); KOHTPOJIUPOBATh OILIATY MOCTABOK.

[1K 4.3 [Ton6upathk 1 aHAIM3UPOBATh OCHOBHBIE KPUTEPUU OLIEHKU PEHTA0EIbHOCTH CUCTEM
CKJIaINPOBaHMsI, TPAHCTIOPTHPOBKHU.

I1K 4.4 Onpenensate KpUTEpUU ONTUMAITBHOCTH (PYHKIIMOHUPOBAHMS MOIpa3 IeIeHUs
(ydacTka) JOrMCTHUECKON CHCTEMBI C YUE€TOM L€ U 3a/1a4 OpraHu3alliy B 1EJIOM.

1.4. KosinmuecTBO 4aCOB HA OCBOEHHUE MPOrPAMMbI Y4€OHOI M CUMILIUHBI:

MaKCUMaJIbHOU y4eOHOM Harpy3ku 00ydaromerocs: 52 4acoB, B TOM YHUCIIE:
00s3aTeNIbHON ayAUTOPHOM yueOHOM Harpy3ku oOy4aromierocs 36 yaca,
CaMOCTOATENLHOM paboThl 0Oy4Jaromierocs 16 yacos.
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