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ABTOPCBKHI KOJIEKTUB

Jouenko BajenTuna MukosaiBHa — MaiicTep BHUPOOHMYOrO HaBUYAHHS
JIITH3 «Kutomupchke Buille Mpodeciiiie yUuInIIe cepBicy 1 AU3aiHy»;

3araubka AJjuia  MukogaiBHA — HaYaJIbHUK  BUIIULY — OpraHizarii
npodeciitHoro HaB4aHHs JKUTOMUPCHKOTO 00JIaCHOTO LIEHTPY 3aHHATOCTI;

Kosep3iok Banentuna CepriiBHa — wMaiicTep BHPOOHHYOTO HaBUYaHHS
JIITH3 «Kutomupcrbke Buiie npodeciiiie YUHIUIIe CepBICY 1 TU3aiHy»;

Maugninkina Hina IlaBaiBHa — METOAMCT HaBYAIBHO-METOAUYHOTO KaOiHETY
npodeciiHo-TeXHIYHOT 0cBiTH y KUTOMHPCHKIiH 0071aCTi;

Moceiiuyk Caitiiana OuaexkcanapiBaa — qupekrop AIITH3 «OKutomupceke
BHUILE IPO(eCciiiHE YUMIIHILE CEPBICY 1 AU3ANHY»;

CaBunbka Harania BikTopiBHA — JIUPEKTOp TOTEIBHO-PECTOPAHHOIO
komruiekcy «lletporpany;

Crpinens Karepuna BacuiaiBna — Bukianau JIITTH3 «Kutomupcbke Buiie
npodeciiiHe yUniInine cepBicy 1 Au3anHy»;

Tkauyk Banentmna IlerpiBHa — 3actynHuk gupekropa JIITH3
«KutoMupceke Bulle npodeciiie yuuuIle CepBicy 1 JU3aiHy».

Kepienuxku npoexmy
Cynpyn B'suyecnaB BacmiboBHY — JAUPEKTOp JIeapTaMEHTy MpogeciiiHo-
TEXHIYHOI OCBITH MiHICTEpCTBa OCBITH 1 HAYKH Y KpaiHH.

Hapxuanubkuii Bikrop BajeHTHHOBHY — HaydalbHUK BIIAUTY IpodeciitHoi
OCBITH 1 TPEHIHTIB [HCTUTYTy MojepHi3alii 3MIiCTy OCBITH MiHICTEpCTBAa OCBITH 1
HayKH YKpaiHH.

bBarmyr OJgabsra MuxoJsaiBHa — 3aBiJlyBay HAyKOBOTO CEKTOPY BLIJALTY
npodeciitHoi ocBiTH 1 TpeHIHTIB [HCTUTYTY MoOzepHizalii 3MICTy OCBITH
MiHicTepcTBa OCBITH 1 HAYKH Y KpaiHU.

Bacuiabuyk BanenTMHa AHaHIIBHA — JUPEKTOpP HaBYaIbHO-METOAUYHOTO
kabinety npodeciitHo-TexHIYHOT ocBiTH Y JKUTOMHUPCHKii 00IacTi.

3ayBakK€HHS Ta MPOIO3HUIIIT 010 3MICTY JIEP’KaBHOTO CTaHIAPTY, 3aMOBJICHHSI
Ha WOro npua0aHHs MPOCUMO HAJICUJIATH 3a apecolo:

03035, m. Kuis, Bysn. Mutponosura Bacuns JlunkiBcskoro, 36
[HCTUTYT MOAEpHI3alii 3MICTY OCBITU MiHICTEpCTBA OCBITH 1 HAyKU Y KpaiHH.
Tenedon: (044) 248-91-16.

*TIpumitka. Ileil crangapt He MoOke OyTM NOBHICTIO YM 4YaCTKOBO BiATBOpeHMI,
THPA’KOBAHMH Ta PO3NOBCIOI:KeHMd 0e3 m03Boy IHCTHTYTY MoaepHizamii 3MicTy ocBiTH
MinicTepcTBa ocBiTH | HAyKH YKpaiHu.



3araabHi noyoxenns moao peasizanii {CIITO

HepxaBHuii  ctaHgapT MOpogeciiiHO-TeXHIYHOI OCBITH ISl  MIATOTOBKH
(migBuieHHs kBamidikauii) poOiTHUKIB 3 mpodecii 4222  AamiHicTpaTop
po3pobieHo BiamoBiAHO 10 ctaTTi 32 3akoHy Ykpainu «IIpo mpodeciitHo-TeXHIUHY
ocBiTy», nmoctanoB KaGinery MinictpiB Ykpainu Big 17 cepmas 2002 p. Ne 1135
«IIpo 3atBepmxeHHs Jlep:kaBHOrO cTaHAapTy MpodeciiiHO-TEXHIYHOI OCBITHU» Ta €
OOOB’SI3KOBUM ISl BUKOHAHHS BCIMa MpoQeciifHO-TEXHIYHUMH HaBYAIbHUMU
3aKjajaMu, MiANPUEMCTBAMH, YCTAHOBAMHU Ta OPraHi3allisiMu, 10 3J1MCHIOIOTH (200
3a0€311euyI0Th) MiArOTOBKY (TiABHINCHHS KBasidikarii) kBaaipikoBaHUX POOITHHKIB,
HEe3aJIeKHO BiJ IX MAMOPSAIKYBaHHS Ta (OPMH BIACHOCTI.

VY IITH3 nepmioro arecTaiifHoro piBHS TPUBAIICTh MPOGeciiHOrO HaBYaHHS
ckiianac 827 roauH.

Y IITH3 npyroro Ta TpeTbOro arecTalifHUX PIBHIB TPUBAIICTH MEPBUHHOI
npodeciiiHOi MIATOTOBKM BCTAHOBIIIOETHCS BIAMOBIIHO 0 PIBHS KBaji(ikauii, sSKO1
HaOyBa€ y4eHb, [0 BU3HAYAETHCS pOOOYNM HAaBUATIHHUM ILIAHOM.

[Ipn opranizamii nepemiaroToBKM 3a pPOOITHUYMMHU TpodecisiMu  TepMiH
npodeciiiHOro HaBYAHHS BCTAHOBIIIOETHCS HAa OCHOBI TE€PMIiHIB, MepeadayeHux s
NEPBUHHOT MPOQECIHOT MIATOTOBKM POOITHUKIB 3 BIANOBIIHOI podecti, Mpu [bOMY
HaBYaJbHA MpOrpaMa MEpPeniAroToBKU Moxke OyTu ckopoueHa 10 50% 3a paxyHOK
BUKJIIOUCHHS paHillle BUBYEHOIO MaTepially 3a HAsgBHOCTI y cilyXauya JOKyMEHTa Ipo
MPUCBOEHHS pOOITHUYOI ITpodecii.

VY pasi HeoOXiTHOCTI 3a3HAYEHI CTPOKM HABYAHHS MOXKYTh OyTH MPOJIOBKEHI
3a paXyHOK BKJIFOUEHHS J[0JIaTKOBOT'O HABUYAJHLHOTO MaTepially BIAMOBIIHO /10 BUMOT
Cy4aCHOTO BUPOOHUIITBA, KOHKPETHOTO POOOYOro MICIls, 3aMOBHHUKIB POOITHUYHMX
KaJIpiB TOIIIO.

TunoBuM HaByYalbHUM IIJITAHOM IE€per0adyeHO pe3epB Yacy Ui BHBUEHHS
npeaMeTiB 3a norpedoro puHKy mnpaui («TexHika momyky pobotn», «KymnbTypa
CHIJIKYBaHHSD Ta 1H.).

OcBIiTHBO-KBaNi(iKalliiiHa XapaKTepUCTUKA BUIIYCKHUKA CKJIa/J€Ha Ha OCHOBI
KBamQikamiitHoi  xapakTepucTku Tnpodecii  «AamiHictpatop» (Bumyck Nel
«IIpodecii nmpaiiBHUKIB, 110 € 3araJIbHUMU ISl BCIX BUIB €KOHOMIYHOT JTisJTBHOCTIY,
Poznin Ne4 «Texniuni cimyxk0o0BuUi» JloBigHMKA KBadiiKalIHHUX XapaKTEPUCTHK
npodeciii mpariBHUKIB, 3aTBEPIXKEHOT0 Haka3oM MiHICTepCcTBa Mparlll Ta CoiaIbHOT
nomtuku  Ykpainn Bim 29.12.2004 Ne336), nmocsrHEHb HAyKH 1 TEXHIKH,
BIIPOBA/DKCHHS CYYaCHUX TEXHOJOTIYHUX TMPOIIECiB, MEPEJOBUX METOMAIB TMpaili,
BpaxyBaHHS OCOOJIMBOCTEH Tairy3i, MoTped poOOTOMABIIIB 1 MICTUTh BUMOTH JI0 PIBHA
3HAaHb, YMiHb Ta HABUYOK. KpiM OCHOBHUX BUMOT JI0 PiBHA 3HaHb, yMiHb T4 HABUYOK,
70 KBami(piKaIiifHOT XapaKTEPUCTUKUA BKIIOYEHO BUMOTH, Mepea0adeHi MyHKTOM 7
«Baranpaux nosioxkeHby (Bumyck 1. «IIpodecii mpariiBHUKIB, IO € 3aTaIbHUMH TS
BCIX BHUJIB €KOHOMIYHOI JisSIbHOCTI») JlOBiHMKa KBami(iKaliiHUX XapaKTEPUCTHK
npodeciii MmpaliBHUKIB, 3aTBEPPKEHOr0 HaKa3oM MiHicTepcTBa Mpalll Ta COIlabHOI
nomiTuku Ykpainu Big 29 rpyans 2004 poxky Ne 336.



[Ipodeciiino-mpakTHUuHAa  TIATOTOBKA  3AINCHIOETBCA Yy  HABYAIBHHUX
MalCTEpHIX, JlabopaTopisiX, Ha HaBYAJIbHO-BUPOOHMYMX JUIBHHUIIX  Ta/abo
Oe3nocepeIHb0 Ha POOOYUX MICISX ITIAMPHUEMCTB.

OOcsr HaBYANBLHOTO Yacy Ha OOOB’SI3KOBY KOMIIOHEHTY 3MICTY NMpo¢eciifHO-
TEXHIYHOI OCBITM He MoOxe mnepeBuinyBatd 80% 3aranbHOTO (POHAY HABYAIBHOIO
qacy, BIAMOBITHO BapiaTUBHUM KOMITOHEHT — 20%.

HaBuanbpHuit yac y4Hs, ciiyxaua BU3HAYA€ThCS OOTIKOBUMHU OJMHUIISIMU Yacy,
nependayeHoro i BUKOHAHHS HaBYANBHUX MporpaMm MpodeciitHo-TeXHIYHOT
OCBITH.

OO61IKOBUMHU OJIMHUIISIMU HABYAJIBHOTO YacCy €:

aKaJieMiuHa roJJuHa TPUBATICTIO 45 XBUJINH;

YPOK BUPOOHMYOIO HABYAHHS, TPUBAIICTH SIKOTO HE MEPEeBUILYyE 6 akaJeMIYHUX
TOJIUH;

HABYAJIbHUH JICHb, TPUBAIICTH SKOTO HE MEPEBUIIYE § aKaJeMIYHUX TO/INH;

HABYAJIbHUN THKJIEHB, TPUBATICTH SKOTO HE TIepeBHUIIy€e 36 akaJeMIYHUX TO/INH;

HaBUYaJIbHUH PIK, TPUBAIICTH SIKOT0 He nepeBuinye 40 HaBYaIbHUX TUXKHIB.

Hapuanpuuit (poOounii) yac y4Hs, ciryxada B Mepioj MPOXOJKEHHS BUPOOHUYOT
Ta TEPEIBUIYCKHOI (NEpEeJAMIIOMHOI) MPAKTUKH BCTAHOBIIOETHCS 3aJIEKHO BI1Jl
pexuMy poOOTH MIANPUEMCTBA, YCTAHOBH, OPTraHi3allii 3T1JIHO 13 3aKOHOJIaBCTBOM.

[Ipodeciiino-TexHIYHI HaBYalibHI 3aKJaJd, OPraHW YINPaBIiHHA OCBITOIO,
3aCHOBHUKU OpPraHi3yloTh Ta 3/A1MCHIOIOTh MOTOYHHMM, TEMAaTUYHUN, MPOMIKHUH 1
BUXIJTHUN KOHTPOJIb 3HAHb, YMIHb Ta HAaBUYOK YUHIB (CITyXadyiB), iX KBali(ikaiiiHy
atectartito. [IpeacraBuuku po6OTOAABINB, iX OpraHizailiil Ta 00'€JHaHb OJIYYarOTHCS
70 TEMATHYHOTO, BUXIJHOTO KOHTPOJIIO 3HAaHb, YMIHb T4 HABUYOK Y4YHIB (CIIyXayiB),
iX KBas(pikaLiiHOI arecTarii.

[lin vac mnpuilomMmy Ha nepemiAroToBKy a00 NIABMUIEHHS KBaymiQikaiii
pOOITHUKIB MPOECITHO-TEXHIYHUM HaBYAJIIBHUM 3aKJIaJI0M 3A1MCHIOEThCA BX1THUHN
KOHTPOJIb 3HaHb, YMiHb Ta HABUYOK Y TIOPSKY, BA3HAYEHOMY LIEHTPAJILHUM OPTaHOM
BUKOHABYOi BJaaW, IO 3a0e3neuye (GOpMyBaHHS ACpPKABHOI MOMITHUKUA Y cdepi
OCBITH, 32 MTOTO/HPKCHHSM 13 3a1HTEPECOBAaHUMU IIEHTPAIIbHUMH OPTraHAMH BUKOHABUOT
BJIA/IH.

[Ticns 3aBepuieHHS HaBYaHHS KOXHHUM y4yeHb (CilIyXau) IOBHHEH YMITH
CaMOCTITHO BUKOHYBaTH BCi poOOTH, TMepeadadeHi OCBITHHO-KBaJi(DiKaIIHHOO
XapaKTePUCTUKOIO, TEXHOJOTIYHUMH YMOBaMH 1 HOpPMamH, YCTAaHOBJICHUMH Y
BIJIMOBITHIN TaTy31.

JIo caMOCTIfHOTO BUKOHAHHS pOOIT y4HI (ClayXaui) JOIMYCKalOThCS JIUIIE IMiCTs

HABYaHHS 1 IEPEBIPKU 3HAHb 3 OXOPOHU Iparl.
KBanmigikamiitna npodHa poOoTa NMPOBOAUTHCSA 32 PaXyHOK dYacy, BIJBEICHOTO Ha
BUpOOHMUY TMpakTuKy. llepenik kBamidikamiiHuX NTpoOHUX POOIT PO3pOOIAETHCS
npodeciiiHO-TEXHIYHUMHU HABYAJIbHUMHU 3aKJIaJlaMU, MiJANPUEMCTBAMH, YCTAaHOBAMU
Ta OpraHi3allisiMy BiJIMOBIJIHO 10 BUMOT OCBITHhO-KBaJ(PiKaLIMHUX XapaKTEPUCTUK,
KPUTEPIiB OIlIHIOBAHHS.

Bunyckauky mnpodeciiHO-TeXHIYHOTO HAaBYAJIBHOTO 3aKjaay Jpyroro Ta
TPETbOrO  aTeCTAI[IfHUX PIBHIB, SKOMY MPHCBOEHO OCBITHBO-KBaJi(hiKaIliiiH1A
piBEHb «KBaNi(PiKOBAaHUI POOITHUKY», BUAAETHCS AUILIIOM.



Oco0i, sika omaHyBajla Kypc MNpOQeCiiiHO-TEXHIYHOTO HAaBYaHHS W YCIIIIHO
npoinuia KBamidikalliiHy arecTarilo, MPUCBOIETHCSI OCBITHHO-KBaTI(hiKaAIIHHUMA
piBeHb «KBamihiKOBaHUM pOOITHUK» 3 HAOyTOi mpodyecii BIAMOBIIHOTO PO3psay Ta
BHUJIAE€THCS CBIJIOLITBO MPO MPUCBOEHHS (IT1IBUIIICHHS) POOITHUYOI KBasiikarii.

3pa3ku aurioMa KBaiigiKoBaHOTO POOITHUKA Ta CBIIOLTBA MPO MPUCBOEHHS
(migBuIleHHs) POOITHMYOI KBamdikaiii 3aTBep/KeHI IocTaHOBOI KaliHeTy
MinictpiB Ykpainu Bim 9 ceprug 2001 poky Ne 979 «IIpo 3aTBepmkeHHs 3pa3KiB
JIOKYMEHTIB PO MpodeciiHO-TEXHIYHY OCBITY».

Ocobam, $IKi JOCTPOKOBO BHITYCKAIOTBCA 3  MPO(]eciiiHO-TEXHIYHOTO
IPUCBOEHA BIAMOBIAHA poOITHHYA KBamidikaiisi, BHUIAETbCA CBIIONTBO PO
MPUCBOEHHS (MIABUILEHHS) pOOITHUYOT KBami(iKallii 1ep»KaBHOTO 3pa3Ka.



OcBiTHBO-KBaNIiKaNIliHA XaPAKTEPUCTHKA BUILYCKHMKA NpogdeciiiHo-
TeXHIYHOT0 HABYAJIBbHOT0 3aKJIATy
(miampueMcTBa, YCTAaHOBU Ta OpraHizallii, 1o 3/1MCHIOITh (200 3a0e3MedyroTh)
MIArOTOBKY (TABUINCHHS KBamidikallii) kBaaiikoBaHUX pOOITHHKIB)

1. Ipogpecia: 4222 AnmiHicTpaTop

2. Keanighikauia:  aamiHicTpaTop
3. Keanigixauiiini eumozu
Ilogunen 3namu:

MOCTaHOBH, PO3MOPSII>KEHHS, HaKa3u, IHCTPYKIi Ta 1HII HOPMATUBHI JOKYMEHTH
1 KepIBHI MaTepialii, siKi CTOCYIOThCSI OpraHi3allii miANpUeMCTBA;

Oprasizaiiro i 3MicT poOOTH KEepPIBHUKA;

OpraHizauiifHy CTpYKTYpy YIpPaBIiHHS TiAIPUEMCTBA;

npaBa 1 000B’SI3KM MPALIIBHUKIB, PEKUM iX poOOTH;

TEXHOJIOT1I0 YIPABIIIHHS IEPCOHAIOM M1JIPHEMCTBA;

npaBuia Ta METOAM OpraHi3allii nporecy o0CIyroByBaHHs BiJB1yBayiB;

IpaBujia KOPUCTYBAHHS TEXHIYHUM 3ac00aMH 0OpOOJIEHHS JOKYMEHTIB, YCHOI Ta
MMCHbMOBOI JIOKYMEHTalIHOI 1H(OopMallii, OCHOBM KOMII IOTEPHUX 1H(POPMALIHHUX
TEXHOJIOT1H;

TEXHOJIOT14HI1 Mpoiiecu 00poOieHHs iHpopMaIii;

CTaHJapPTH CUCTEM OpraHi3aIlifHO-PO3MOPSI Y0l JOKYMEHTAITI1;

JIJIOBY YKpaiHChbKy MOBY Ta 1HO3€MHY MOBY 3a NMpOGEeCIHHUM CHpSIMYBaHHSM,
ACOPTUMEHT IOCIIYT, 1110 peai3yroThCs;

OCHOBU MapKETHHTY;

NPUHIIMIN TUIaHYyBaHHS U O(OpPMIICHHS TPUMIIIEHb, BITPUH, OpraHi3ailis
peKIIaMu;

OCHOBM €CTETUKH, €THKH, MCUXOJOrii 1 00CIyroByBaHHS BiJBiAYyBaudiB, OCHOBU
rajiy3eBoi €KOHOMIKH, €KOHOMIYHI TOCATHEHHS JJIsl YCIIIIHOTO BUKOHAHHS 3HAHb 1
000B’sI3K1B, OpraHi3allii mpari i ynpaBiIiHHS;

OCHOBM TPYAOBOTO 3aKOHOJABCTBA; TMpaBWJIa BHYTPIIIHHOTO TPYIAOBOTO
PO3MOPSIKY.

Ilosunen ymimu:

3a0e3neyyBatd poOOTy 3 €QEeKTUBHOTO 1 KyJIbTYPHOTO OOCIyroByBaHHS
BiJIB1IyBauiB, CTBOPIOBATH JIJIs HUX KOM(OPTHI YMOBH;

3MIIMCHIOBATH KOHTPOJIb 32 30€peKEHHSIM MaTepiadbHUX IIIHHOCTEH;

KOHCYJIbTYBATH BiJIB1lyBayiB 3 MUTaHb HAIBHUX MOCIYT;

B)KMBATH 3aXOJIiB IIOJI0 3aM00IraHHs 1 JIKBiAaIil KOHMIIKTHIX CUTYaIlil;

poO3rasAaTd  NpeTeH3ii, TOoB’A3aHl 3  HE3aJOBUIBHUM  OOCIYrOBYBaHHSIM
BiJIB1/IyBauiB, 1 BYXUBATH BIATIOBIIHMX OpraHi3aliiiHO-TEeXHIYHUX 3aXO0/IiB;

3MIICHIOBATH KOHTPOJb 32 palliOHAIbHUM O()OPMIICHHSIM MPUMIILIEHb, CTEXKUTH
32 OHOBJICHHSIM 1 CTaHOM PEKJIaMH Y IPUMIIICHHSX 1 Ha Oy 11Bi;



3a0e3revyyBaTd YHCTOTY 1 MOPSAAOK B MPUMIMICHHAX 1 HAa MPWIETNIMX 10 HHUX
TEPUTOPIAX;

KOHTPOJIIOBATH JIOJep KaHHsI POOITHUKAMM IIAMPUEMCTBA, YCTAHOBH, OpraHizamii
TPYAOBOi 1 BHUPOOHMYOI MUCIUIUIIHK, TpPaBWJI 1 HOPM OXOpPOHHU IIpalll, BUMOT
BUPOOHUYOI CaHITapii 1 Fri€HU, TPOTUIIOKEKHOTO 3aXUCTY;

iH(QOpMyBaTH KEPIBHUIITBO IMIAMPUEMCTBA, NMPO HAsIBHI HEAOJIKH B OpraHizarii
oOCIIyroByBaHHS BiJBIyBauiB, BXXKMBATHU 3aXOIB IOJO iX JIKBiJallii, 3A1HCHIOBATU
KOHTPOJIb 32 BUKOHAHHSIM IpalliBHUKAMHU BKa31BOK K€PIBHHUIITBA IT1ITPHUEMCTBA.

4. 3azanvnonpodghecinni sumozu

Ilogunen:
a) parioHajabHO 1 €EeKTUBHO OPTraHi30BYBaTH Mpalll0 Ha POOOYOMY MicCIli;
0) Io1epKyBaTUCh HOPM TEXHOJIOTTYHOTO MPOLECY;
B) HE JI0ITyCKaTu OpaKky B poOOTI;
') 3HaTH 1 BUKOHYBAaTH BUMOTH HOPMATUBHUX aKTIB IMPO OXOPOHY Mpalli, OKEKHOT
Oe3MeKku, MPOMHUCIIOBOI CaHiTapii 1 HABKOJHUIIHBOTO CEPEIOBHINA, TOACPKYBATUCS
HOPM, METOJIIB 1 TPUHOMIB O€3I1€UYHOI0 BeJICHHS POoOIT;
J1) BUKOPUCTOBYBaTH B pa3l HEOOXIMHOCTI 3acoOM TIOMEpEe/HKEHHS 1 YCYHEHHs
MPUPOIHUX 1 HeTlepeA0aueHUX HEraTUBHUX SABUI (ITOXKEK1, aBapli, MOBEH1 TOIIIO);
¢) 3HaTu iH(opMaIiitHl TeXHOJIOrli B 00Cs31, IO € HEOOXITHHUM JUIi BUKOHAHHS
npodeciiftHIX 000B’3KIB;
€) BOJONITU OOCSIrOM 3HAaHb 3 MPABOBUX IUTaHb Taily3l, OCHOB BEIEHHS
NIAIPUEMHUIBKOI TISJIBHOCTI, AEp>KaBHOI peecTpalii cy0’€KTIB MiATPUEMHHUIIBKOT
JUSTIBHOCTI Ta TPYIOBOT'O 3aKOHOJIABCTBA B MeXkaX MPOQPECiiHOT A1sUTbHOCTI.

5. Bumozu 00 oceimuvozo, oceimHbo-Keaniikauiiinozo pisHnia,
Keanighikauii ocio
5.1. Ilpu BcTyImi Ha HAaBYAHHS
IToBHa abo Oa3oBa 3arajgbHa cepeHs OCBITA.
5.2. Ilicns 3akiHUEHHS HaBYaHHS
[loBHa 3arajmpbHa cepelHS OCBITa, Mpo(deciiiHO-TeXHIYHA OCBITa, OCBITHBO-
KBamQikamiiHuil ~ piBeHb  «KBaIl(PiKOBAHMIA poOiTHUK» 32  Tpodeciero
AnMiHicTpaTop; 6€3 BUMOT J0 CTaxy poOOTH.
5.3. [Ipu nigBumeHH] KBamidikarii
[loBHa 3arajmpHa cepelHs OCBITa, MNpOo(eciiHO-TeXHIYHA OCBITa, OCBITHBO-
KBaMpiKaliitHUI piBeHb «KBaji(hiKOBaHUN POOITHUK» 3a MPOQECI€r0 aIMIHICTPATOP
Ta cTax poOOTH 3a mpodeciero He MeHIIe 2-X pOoKiB a00 HEMmOBHA BWIIA OCBITa
(MonoAIIMiA cHemiaiicT) 1 cTax poOoTH 3a mpodeciero aaMiHiCTparopa He MeHIe -
IO POKY, MICIIsl YOro MPUCBOIOEThCS KBamidikamisa Ctapimuil aaAMIHICTpaTop.

6. Cepepa npogpeciiinozo euxopucmanns 6unycKHuKa

KBE/I-2010, Cekmis — N, xmac — 82.11. J[lisubHICTE Yy  cdepi
aZMIHICTPATUBHOTO Ta JOMOMDKHOTO 00cimyroByBaHHs. HamaHHs KoMOiHOBaHHX
o(icHUX aJAMIHICTPATUBHUX MOCIYT.

7. Cneyugiuni eumozu



7.1. Bix: npuiHATTS Ha POOOTY 3IINCHIOETHCS MICAS  3aKIHYEHHS CTPOKY
HABYaHHS BIJIMOBIJIHO /10 3aKOHOJJaBCTBA.

7.2. Cmampb: 4onoBiva, xiHO4Ya (0OOMEKEHHS OTpUMaHHs npodecii Mo crareBiit
MIPUHAJICKHOCTI BU3HAYAETHCS MEPEITIKOM BaXXKUX POOIT 1 poOIT 13 MIKIJJIMBUMH Ta
HeOEe3MeYHUMU YMOBAMHM TIpalli, Ha SIKUX 3a00pPOHSETHCS BUKOHAHHS Mpalll >KIHOK,
3arBepkeHux HakazoM MO3 Ykpainu Ne 256 Big 29.12.1993).

7.3. Menuuui 0OMeXEHHS.



TUIIOBUU HABUAJILHUM ILIAH

[Ipodecis : 4222 AnmiHicTpaTop
Ksamidikarmis: aamiHicTpaTop

3aranbpHuii (HOHA HaBYAIBHOTO Yacy 877 roauH

KinnkicTs roayu

e . 3 HUX HA
HaguyanbHi npeagMern Ja0opaTopHO
3/m YCbOTr0 .
-MpaKTHYHI
podoTu
1. 3azanvnonpodpeciiina niozomoexa 79 17
1.1. | Indopmaniiini TeXHOJIOTTi 10 4
1.2. | OcHoBH rangy3eBoi €KOHOMIKH 1 I1IPHEMHUIITBA 17 4
1.3. | OcHOBM NPABOBUX 3HAHD 34 9
1.4. | IlpaBusia JOPOKHBOTO PYXY 8
1.5. | Pe3epB uacy 10
2. Ilpogheciiino-meopemuuna niocomosxa 369 124
2.1. | loxyMeHTaIiiine 3ab6e3nedeHHs ynpaBIiHHs 51 17
29 HnaHygaHHH, oprasizaiis i' TEXHOJIOT1s 68 29
yIpaBIiHHS TEPCOHATIOM I IMPUEMCTBA
2.3. | Opranizairisi 00CITyroByBaHHS Bi/IB1yBayiB 34 20
2.4. | OCHOBH PEKJIAMHOTO MApPKETHHTY 1 AM3aiHYy 34 18
VYKpaiHcbKe A1710B€ MOBJIEHHS 1 pelaryBaHHs
2.5. . 42 10
CIIy’KO0BHX JOKYMEHTIB
OcHoBu npoeciiiHOT €TUKHU Ta TICUX0JIOT1sE poO0TH
34 13
2.6. | 3 mroapMH
27 IH(l)OpN{ElHiﬁHO-KOMH’IOTGPHG 3a0e3MeUYCHHS 34 24
YIpaBJIiHHS TEPCOHATIOM MM IMPUEMCTBA
2.8. | lnozemHa MoBa 3a Mpo(deCIfHIM CIPSIMYBAHHIM 42
2.9. | OxopoHa mpari 30
3. Ilpogpeciiino-npakmuuna niozomosxa 372
3.1. | BupoOHrue HaBYaHHS 204
3.2. | BupoOH1Ya IpaKTHKa 168
4. | Koucyrvmauii 50
Jepicasna keanighikayiiina amecmauisa (aoo
5. | npomixcna (noemanna) keanigikauinina 7
amecmauis npu NPOO06IHCEHHI HAGUAHHS)
6. | 3azanvnuit 06caz nasuanvrnozo uacy (6e3 n 4) 827 141




I T




Ilepenik xkaoinemies, 1adopamopiii, maiucmepenv 0,11 RIO2OMOEKU KEANIDIKOBAHUX
’ 84
poobimnuxie 3a npogpeciero “Aominicmpamop”

Kabinern:
[HpopmaIiitHiX 1 KOMYHIKAIIITHUX TEXHOJIOT1N
["ayry3eBoi €eKOHOMIKH 1 TAMPUEMHHUIITBA
TpyaoBoro 3akoHO/IaBCTBA
JloxyMeHTariitHoro 3a6e31eueHHs! yrpaBiHHI ™
[ImanyBaHHs, Oprasizailii i TEXHOJOTI1 yIIpaBIiHHS
MIEPCOHAJIOM NIANpHEMCTBA™®
6 | Oprani3aiii o0cIyroByBaHHs BiJIBiTyBadiB™
7/ | PexiiaMHOTO MapKeTHHTY 1 TU3aiHY
8 | YkpaiHCBhKOTO JIIJIOBOTO MOBJICHHS

9 | Oxoponwu nparii™®

10 | Etuku, ecTeTHKH

11 | Ilcuxomnorii

12 | kabGiHeT 1H03eMHOT MOBH 3a MPOGECIHHUM CIIPSIMYBaHHIM
II | JlaGopaTopii:

1 | InpopmMaiiitHIX TEXHOJIOTi

2 | OdicHOI TexHIKH
II1 | HaBuyaabHi MaiicTepHi:

1 | Texnomnorii ynpaBiiHHS niepcoHAIOM™

2 | Opranizariiii 06CIyroByBaHHsI BiJBIJyBadiB™®

OB |WIN ||

IIpumiTka: 1718 NiAIPUEMCTB, OpraHi3alliil ycTaHoB, 1110 3A1HCHIOIOTH MpodeciiiHe HaBYaHHS
KBaJTi(iKOBaHUX pOOITHUKIB HaBYAJIbHUI MPOLIEC MOKE 31 CHIOBATUCH NP HASBHOCTI KaO1HETIB,
nabopaTopiii, MalicTepeHb MO3HAYEHUX -*.

Jlis mignpueMcTB, Oprasisaiiiii, ycTaHoB, 1110 31ICHIOI0Th IpodeciiiHe HaBYaHHS KBalll(h1KOBaHUX
POOITHUKIB:
- JIOMYCKA€ThCS 3MEHIICHHs KIIbKOCTI KaOiHeTiB, JabopaTopiil 3a paXyHOK iX 00'elHaHHS;
- iHAuMBiAyanbHe mpodeciiiHe HaBuaHHsS KBaTi(iKOBAHUX POOITHHUKIB MOKE 3/1HCHIOBATHCS
MIPU HAsIBHOCTI 00J1aTHAHOTO pOOOYOTO MICIIS,
- npeametru «lHpopmariiiai TexHonorii», «lIpaBunaa IOPOKHBOTO PyXy» BHUBYAIOTHCS 32
3rO/I00 MiAMPUEMCTB-3aMOBHHUKIB KaJIpiB.



Tunosa HaBYaJIbHA NporpamMa 3 npeaMera
«IadopmaliiiHi TeXHOJI0TriD)

KinbkicTh roann
Ne 3 HUX HA
TEM Tema J1a0opaTopH
yCbOro .
" O-TIPAKTUYHI
podortu
1 | Indopmariig Ta iHpopMmaIriitHi TEXHOIOTIi 2
2 | IIporpamni 3aco6u [1K. Komm'toTephi 4 5
TEXHOJIOT 1]
3 | MepexHi CUCTeMH Ta CepBICU 4 2
Yevozo zooun: 10 4

Tema 1. Indopmanis Ta ingopmauiiini TexHosorii
[Tondarts npo iHdopMaio Ta IHPopMaLiliHl TEXHOJIOTII.

Tema 2. IIporpamsi 3acoou I1K. Komn'tvorepHi TexHoJiorii

[Iporpamu CTBOpEHHA TEKCTOBMX 1 rpadiuHux JAoKyMmeHTiB. Cruim
oopMIIeHHS Ta MOJAaHHs 1HQOpMAIIii.

Po3pobka ¢gpipmoBOTO CTUIIO.

MyapTUME 1A TEXHOJIOT1].

Bunu 1 tunm mpeseHrtariii. 3arajgbHi BiZOMOCTI IIPO 3acO0M CTBOPEHHS
Mpe3eHTAaIlI.

POWERPOINT.

Jlabopamopno-npaxmuuni pooomu

1. CrBopenns npesenTaiiil. Tema: « AmMiHICTpaTOp Ha PUHKY TIpalli».

2. CTBOpeHHsSI  TpEe3eHTaIliu. Tema: «Most  maiOytHa  mpodecis
«AaMiHICTpaTOPY.

Tema 3. MepexHi cucremMu Ta cepBicH
OcHoBu MepexHux cucteM. Mepexi Ha ocHOBI [IK. JlokanbHi, KOpropaTuBHi
1 T100aJIbHI MEPEXKi.
3aranbHi BiioMocTi npo Internet, en1eKTpOHHY MOMITY Ta TeJeKOHMEpeHIii.
OcHoBHI MepexHi cepBicu. bpaysepu.

Jlabopamopno-npakmuuni poéomu
1. [Tomyk cratuctuaHoi iHGOpMaIii B mepexi Internet (3a Hampsimom mipoddecii).
2. CtBopenns myOmikaiii «[HHOBaIii B mpodecii « AnMiHiCTpaTopy.



Tunosa HaBYaJIbHA NporpamMa 3 npeaMera
«OCHOBH rajay3eBoi eKOHOMIKH i MIANPUEMHHUIITBAY

KinbkicTh roann
Ne Tema yYChOI0 3 HUX HA
3/m J1adopaTopHoO-
NPaKTUYHI
podortu
1. |T'amy3eBa CTpYKTypa €KOHOMIKHU 2
2. | Cucrema mianpuemaunrTa. [liqnpueMcTBO B 2
CUCTEMI PUHKOBUX BIJIHOCHUH
3. | Cucrema ynpapiiHHs. MeHEI>)KMEHT 1
4. | MapkeTuHr 1
5. dinancoBa 6a3a MiINPUEMCTB 3 1
6. | Omara mparti 3 1
/. | IlogpaTkoBa MoONITHKA AEp>KaBH 3 1
8. | Tpynosi BimHOCHHH. Be3poOiTTs 2 1
Ycvozo cooun 17 4

Tema 1. I'any3eBa CTPyKTypa eKOHOMIKH

OcHoBH1 3aBnaHHa Kypcy. OCHOBHM Traiy3eBOi €KOHOMIKH 1 MiJNPUEMHUIITBA.
HeoOxinHicTh BUBYEHHS Kypcy TUISt M1TOTOBKH KBaTi(p1KOBAHUX
KOHKYPEHTOCIPOMOKHHX MPAI[IBHUKIB BCiX BUJIIB €KOHOMIYHOI A1SIBHOCTI.

[ToHsATTS HamioHaNbHOI €KOHOMIKHM. CyCHUIbHUM MOAUT mpalli Ta WOro pojib y
dbopMyBaHHI Tally3€BO1 CTPYKTYpH €KOHOMIKH. ['aimy3eBa CTPYKTypa €KOHOMIKH Ta
NMOKa3HUKM WI0 ii xapakTepu3yroTb. OcCHOBHI (hakTOpHW, $KI BIUIMBAlOTH Ha
(bopMyBaHHS Taly3eBOi E€KOHOMIKH. JlOCATHEHHs, NpoOJeMH Ta MEePCHEKTHUBU
PO3BUTKY OKPEMHUX Tany3€eH.

Tema 2. Cucrema mnianpuemHunrpa. IliznpuemMcTBO B cHCTeMi PHHKOBHX
Bi/THOCHH

[TifmpUeEMHUIITBO — COIIAJIBHO-CGKOHOMIYHA OCHOBAa PHUHKOBOI EKOHOMIKH.
YMOBU PO3BUTKY MIANPUEMHUIITBA, Horo (QyHKIi. Buam mianpueMHUIIBKOT
nistmpHOCTI.  OprasizaiiiHo-IpaBoBi (OPMU MIANMPUEMHHUIITBA B PI3HUX TaTy3sX
CeKOHOMIKH.

[linnpuemMcTBO B CcUCTEMI PUHKOBUX BigHOCHMH. DyHKIIT Ta o0O3HaKU
nignpueMHUNTBA. Buau nianpueMcts. BupoOHuyi GoHIM MIATPUEMCTB.

Tema 3. Cucrema ynpaJiiHHsa. MeHeXKMEHT
[Tousarts npo ynpasninas. [Ipuaiunu, GyHKIT, METOIU, CTUII YIIPABIIHHS.
CyuacHi BUMOTH 10 MeHemkepa. KopmoparuBHa KynbTypa. MiKHApOIHUIMA
MeHeKMEHT. OcoOJIMBOCTI HAIIOHAIBHOTO MEHEHKMEHTY.



Tema 4. MapkeTuHr

[ToHsATTSS TPO MapKeTUHT, Horo cyTHicTh. OCHOBHI 3aBAAaHHS, NPUHLMUIIHU,
GyHKINT Ta BUIM MApPKETHUHTY.

Kommneke mapketury. OcoOiauMBOCTI MapkeTUHTY y cdepi nocayr. ToBapHa,
I[IHOBA Ta peKJIaMHa MOJIITUKA MApKETHHTY.

MixxHapOHUI MapKETHHT.

Tema 5. ®inancosa 6a3a nNiANPUEMCTB

Butpatu BupoOHuiTBa, ix Buau. CoOiBapTiCTh NMPOAYKILl, HOHATTS MPO IIHH, 1X
Buu. CucTeMa iHOYTBOPEHHS.

[TpuOyTok, ioro Buau. Po3noain Ta BUKopucTaHHs MpuOYTKy. PeHTabenbHICTh,
SK OJIMH 3 MOKA3HUKIB €()eKTUBHOCTI BUPOOHULITBA.

Jlabopamopno-npakmuuna poooma
BusnaueHHs1 BeTMUMHY NPUOYTKY Ta PEHTA0EIbHOCTI MiANPUEMCTBA.

Tema 6. OnuiaTa npaui
CytHicTh 3apoOiTHOT mmiaTu, ii Buau. PopMH Ta CHUCTEMH OIUIATH TMpalll.
Tapudpna cucrema Ta ii enemeHTH (KJIacH, Kareropii, po3psau), MOPAIOK iX
MPUCBOEHHS.
3axuct 3apo6iTHOI Ut Bif 1HGIsii. HoBi popmu omnatu mparii.
Jlabopamopno-npakmuuna poooma
Po3paxyHoKk BelMUMHU 3apOOITHOI IJIATH aIMIHICTpaTOpa.

Tema 7. IlogaTkoBa moJIiTHKA AepKaABH

[ToHATTS Mpo MOAATKOBY cucteMy, ii nmpuHuunu. Oynkuii noaarkis. CucreMu
OmMoJIaTKyBaHHs J0Xo/iB. EneMenTn cucremu omnojatkyBaHHsa. Kiacudikaris
MOJIATKiB: 3arajibHOCP>KaBHI 1 MICIEBI, TIpsiMi 1 HeripsiMi. [1iTbru pu onogaTkyBaHH1
JIOXO/I1B.

Jlabopamopno-npakmuuna poooma
Po3paxyHok mojaTkiB 3 JOX0/11B aIMIHICTpaTOpa.

Tema 8. Tpynosi Binnocunu. be3pooirTs

TpynoBi pecypcu. EKOHOMIYHO-aKTUBHE HACEJICHHS Ta HWOTO BHKOPUCTAHHS.
3aitHaTicTh HaceneHHs. be3poOiTTd, ioro Buau. 3akoH Ykpainu «lIpo 3aiHATICTH
HACEJICHHS.

Konkypenuis Ha pusHky npami. [[iArotoBka KOHKYPEHTOCHPOMOKHHUX
MpAaIiBHUKIB 3 ypaxyBaHHSIM CYCHUIBHMX NOTPE0 — OCHOBAa COLIAJBLHOTO 3aXHUCTY
HacenieHHs. Cinyx0a 3alHATOCTI, 11 3aBAaHHS.

Jlabopamopno-npaxmuuna po6oma
BusHaueHHs cuTyallli Ha pUHKY Mpati.



Tunona HaB4YaJIbHA nporpama 3 nmpeamMerTra
«OCHOBM NIPABOBUX 3HAHb»

KinbkicTh roann
e 3 HUX Ha
Tema J1adopaToOpHO-
3/m yCHOIo .
NPaKTHYHI
podoTH
1. | 3akOHOJABCTBO MPO MpaIIo 2
5 KonexTuBHMI1 10TOBip Ta NOPAIOK HOTO 2
YKJIaJaHHs
3. | TpynoBuii 1orosip 6 4
4 3a563nequHﬂ 3aHATOCTI MPAI[iBHUKIB, K1 9
3BUIBHIOIOTHCS
5. | Pobounii yac Ta yac BiIMOYUHKY 4 2
6. | HopmyBanHs npaiii Ta 3apo0iTHa 1iaTa 1
/. | TpynoBl KHIKKHU 2 1
8. | TpynoBa aucruiutiHa 4
9. | MarepianbHa BIANOBIAAIBHICTh MPALIBHUKIB 2 2
10 3aKOHOJAaBCTBO YKpaiHU MPO 3a0e3MeUeHHs 1
" | 6e3neyHux YMOB Mpall

11. | OcoOGauBOCTI mpatist )KIHOK 2
12. | Ilpaug monoxi 2
13. | Ilopsimok BupitieHHS TPYAOBUX CIIOPiB 1
14. | IIpodeciitai CrIKK 1
15. | JlepkaBHe colliaJibHE CTPaXyBaHHS 1

Ycvozo z00un: 34 9

Tema 1. 3akoHOZABCTBO NPO Npami YKpPaiHM Ta HOro CKJAJ0BI YaCTHHH.
Koaekc 3akoHiB npo npamiwo YKpainu

Konctutrymis Ykpainu npo mpaBo rpoMajsH Ha mparto. K3nll Ykpainu Ta i
3aKOHOJIaBUl aKTU TPO OCHOBHI TPYAOBI MpaBa Ta TapaHTIi ix 3a0e3meueHHS.
OcoOmuBOCTI peryitoBaHHS Tpaill OKPEeMHUX KaTreropiil mparliBHUKIB. TpymoBi Ta
COIIAIBHO-TTOOYTORB1 MIBTH JIJIS TIPAIlIBHUKIB.

Tema 2. KoslekTUBHIH I0TOBIP Ta MOPSAIOK HOT0 yKJIAJTAHHSA

Cdepa yknagaHHs KOJEKTUBHUX JOTOBOPIB. CTOPOHU KOJIEKTUBHOTO JOTOBODPY.
3MICT KOJEKTUBHOI'O JOTOBOPY. TepMiH Jii KOJEKTUBHOTO JgoroBopy. KoHTposas 3a
BUKOHAHHSM KOJIGKTUBHOT'O JIOTOBOPY. 3BIT MPO BHUKOHAHHS KOJEKTHUBHOIO
JIOTOBODY.



Tema 3. TpymoBmii norosip, 3akon Ykpainum '"IIpo BHeceHHss 3MiH Ta
JAOMOBHEHbD, III0 CTOCYKTHCHA TPYAOBOro norosopy B K3nll Ykpainu"

3MICT TpPYyJOBOrO JOTOBOpPY Ta TapaHTii MpU MOro YyKIJIaAeHHI, 3MIHU Ta
npunuHeHHs. TepMinu TpyaoBoro n1oroBopy. OOMEKEeHHs CIUIbHOT pOOOTH POIUYIB
Ha TIIPUEMCTBAX, B YCTaHOBAX, Opraxizaiisx. BunpoOyBaHHs mig yac npuiiomy Ha
pobory. IlepeBenenHs Ha iHIIY poOOTy Ta CyTTEBI 3MiHM yMOB mpari. IlimcraBu
MPUNMHEHHST TPYAOBOTO A0roBOpy. PosipBanHs TpymoBoro mgoroBopy. IlepeBakne
NPaBO 3aJUIIMTHUCH HAa POOOTI MpU BHUBUIBHEHHI MpaliBHUKIB. BuxigHa momomora.
Ycynenns Big pobotu. JloBigka mpo poOOTy Ta 3apoOiTHY miaTy. TpymoBa yrona.
KoHTpakT — ocobymBa ¢popma Tpya0BOI YTOIH.

Jlabopamopno-npakmuuna poboma

BiampaitoBanHs HABUYOK YKJIQJaHHS TPYAOBOTO JOTOBOPY Ta KOHTPAKTY.

Tema 4. 3a0e3neyeHHs1 3aliHATOCTI NMPAUIBHMKIB, SIKi BHUBIJIBHIOKTbCH.
3akon Ykpainm ,,IIpo 3aiHATICTH HACeJIeHHS”

[Topsimok BUBLIbHEHHS MpaliBHUKIB. OCHOBHI MPUHIIUIN JEPKABHOI MOTITHKA
3aifHsATOCTI. Jlep:kaBHi rapaHTii Ha BUOIp BUY NIsUIBHOCTI. PerymoBaHHs 3aifHSITOCTI.
[IpodeciitHa miAroToBKa Ta MEPemiiroToOBKa He3alHATHX TpoMaisH. KommeHncairii ta
rapastii mpu BTpaTi poboTU. BianmoBiganbHICTh 3a MOPYUICHHS 3aKOHOAABCTBA MPO
3AHSATICTD.

Tema 5. PoOouuii yac Ta yac BiAnmo4uHky. 3akon Ykpainu ,,IIpo Bigmycrkun”

Hopma tpuBasiocti — pobouoro yacy. Po6oTa B Hiunuii yac. HermoBuuii poGoumii
yae. OOMexeHHsI HalypOUHUX POOIT Ta TpaHWYHI HOPMHU ii BUKOpUCTaHHA. Po3moain
poGovoro nHs Ha yactuHu. CymapHuii o0xik poOovoro wyacy. IlepepBa Ha
BIJIMOYMHOK Ta xapuyBaHHs. Pobora y Buximni aHi. KommeHncaiis 3a poGoTy y
BUXITHI Ta CBATKOBI fHI. LI{opiyHi OCHOBHI BIANYCTKM Ta MOPSIOK iX HaJaHHS.
Po3paxyHok cTaxy poOOTH, 110 J1a€ MpaBo Ha BIAMYCTKY. JlogaTKoB1, TBOpYI Ta 1HIII
BUJIU BiITyCcTOK. [IpaBo Ha BiAMYyCTKY MiJ] 4ac MepeBeieHHs Ha 1HITY POOOTY.

Jlabopamopno-npakmuuna poooma

BinmpaiiroBanHst HaBUYOK 11010 00JIIKY poO0YOro yacy, OOUHUCICHHS CTaxy
pobOTH.

Tema 6. HopmyBanHs nmpani Ta 3apo0iTHa muiara

Hopwmu npani Ta TepMiH ix aii. 3aMiHa Ta NEperisil €AUHUX Ta TUIIOBUX HOPM.
Bigpsnna omnara mpari. [lorogunna omara mpami. Hopmu BUpoOiTKY Ta HOpMU
yacy. Omnarta npaii, MiHIMaldbHUI po3Mmip 3apoOiTHOI miatu. PopMu Ta cucrema
omnatu npari. Tapudni craBku Ta oxnaau. Omjata mpaimi pi3HUX KaTeropii
npariBHuKiB. Omuiara gacy mpoctoro. TepMminu BUILIATH 3apo0iTHOI matu. TepMinu
pO3paxyHKy Mpu 3BUIbHEHHI. BiAmoBiganbHICTh 3a 3aTPUMKY PO3paxyHKy IpHU
3BUIbHEHHI. ['apanTii Ta kommneHcarii. OOMexeHHs po3Mipy YTPUMaHb 13 3apOOITHOT
IUIaTy.



Tema 7. TpynoBi xkHumxkku. IlocranoBa KabGinery MinicTpiB Ykpainu "Ilpo
TPYAOBI KHUKKHM NPaliBHUKIB"

TpynoBa KHM)KKa — OCHOBHHH JOKYMEHT TpPYIOBOi JisuibHOCTI. Ilopsimox
3alIOBHEHHS TPYAOBOi KHIKKU. OOMIK Ta 30epiraHHs TPYAOBHUX KHIKOK. TepMiHU
BUJIaul TPYAOBOI KHW)KKM TpH 3BUIbHEHHI. JlyOmikar TpyJaoBOiT KHHUKKH.
[TinTBEpIKEHHS CTaXy TPYAOBOI AISIILHOCTI.

Jlabopamopno-npaxmuuna poboma

BiampaitoBaHHS HABUYOK 3aIlIOBHEHHS TPYIOBHUX KHIDKOK, iX 30€pEKCHHS.

Tema 8. Tpynosa nucuuniina. [IpaBuia BHyTPilIHEOro TPYA0BOI0 PO3NOPSAKY

OOoB's3kM  TpalliBHUKIB. 3abe3meueHHs TpyAoBOi aucHumuiinu. IlpaBuia
BHYTPIIIHBOTO TPYJOBOTO PO3MOPSAKY. YCTaBU Ta TMOJOXKEHHS MPO IUCHUILTIHY.
3a0X04YeHHs 3a YCHIXM B Tpall Ta MOPSAOK iX BHKOopucTaHHS. CTATHEHHS 3a
NOpPYLIEHHS TPYAOBOI JUCUMIUIIHM. Ta TEpMIHM IX 3acTtocyBaHHs. Ilopsmok
3aCTOCYBaHHSA  JUCHMIUIIHAPHUX  CTSATHEHb. OcCKapKeHHA  JUCIUILIIHAPHOTO
CTSITHEHHS. 3HATTS AUCLUUILIIIHAPHOTO CTATHEHHS.

Tema 9. MarepiajibHa BIiINOBIIAJBHICTH, NPANIBHUKIB Ta miAcTaBM A0 1i
NPUTATHEHHS

YMoBU MatepiaiabHOI BIAMOBIAAIBHOCTI MpalliBHUKIB, OOOB'SI3KM BJIacHUKa Ta
mpaiiBHUKa I0A0 30€peKeHHs MaifHa. Buau MartepiasibHOi BiAMOBIAATBHOCTI.
[IucbMOBI AOrOBOpM MpO MarepianbHy BiANOBiAanbHICTh. KonexktuBHa (Opuraana)
MaTtepiaibHa BIAMNOBIAANBHICTh. BHU3HaueHHS po3Mipy 30UTKIB Ta MOPSAOK KHOro
BIIIUKOAYBaHHS. BpaxyBaHHs OOCTaBMH TI1J 4Yac BHU3HAYEHHS  pPO3MIpY
BIJIIIKOTYBaHHS 30UTKIB.

Jlabopamopno-npaxmuuna poooma

BiampamtoBanHss ~ HaBMYOK  YKJIAJaHHA  JOTOBOPIB MNP0  MarepiajbHy
BIJINOBIJIAJIBHICT, Ta BU3HAYEHHA CYMHU BIIIIKOJAYBAHHS BTpaT MarepiajabHO-
BIIIIOBIIAJIBHOI OCOOU.

Tema 10. 3akoHoHaBCTBO YKpaiHu Npo 3a0e3nevyeHHs1 0e3MeYHNX YMOB Npaui

CanitapHo-TirieHi4Hi yMoBHM Tipari. besmeka mpami Ha poOodYoMy MicI,
JloTpuMaHHST BUMOT OXOPOHHU Tparli. Miramy3eBi Ta Taly3eBl aKTH MPO OXOPOHY
npati. KoHTposib 3a HOTpUMaHHSM BHMOI HOPMATHBHUX aKTIB 3 OXOpPOHM Ipari.
Bupaua criemianpHOro onsary Ta iHmmx 3acoOiB. [lepeBeneHHs Ha Jermry poOoTy.
Hemacni Bumagku, mpodeciiiHi 3axBOprOBaHHs, aBapii. BiamikoayBaHHs 30UTKIB
npaliBHUKaM MpH YIIKOIKEHHI iX 3J0pOB'A.

Tema 11. OcoduBoOCTI Mpami KiHOK

PoOuTH, Ha sIKUX 3a00pOHSAETHCS 3aCTOCYBAaHHS Mpailli )kiHOK. OOMEKeHHS mpaiii
KIHOK Ha po0OTax B HIYHWK Yac. BiamycTka mo BariTHOCTI, pojax Ta JOIISIAY 3a
nuTHHOKO. ["apaHTii mia yac mpuiioMy Ha poOOTy Ta 3a00poHa 3BUTBHEHHS BariTHUX
xiHOK. [limbrum matepsiM Ha MIANPUEMCTBAaX, B opranizamisx. Pobora XiHOK, sKi
ycuHoBWIM fiTed. [linbru ta nomomora GaratomitTHuM ciM'sM. ["apanTii ocobam, 110
BUXOBYIOTH JiTel 0e3 Matepi.



Tema 12. IIpaust moJsioai

[IpaBa HEMOBHOJNITHIX Yy TPYAOBUX IIpaBOBIIHOCHHAX. BIK, 3 SKOro
JO3BOJISIETHCS TIPHHOM Ha po0OoTy. PoOOTH, Ha SKHUX 3a00pPOHSETHCSA 3aCTOCYBaHHS
nparii Mojioai. Hopmu BUpoOITKY AJ1s1 MOJIOIMX TpaliiBHUKIB. OriaTa mpaii MOJIOIUX
npaiiBHUKIB. BiamycTka npariBHuKaM BikoM 70 18 pokiB. OOMeXeHHs 3BUIBHEHHS
MOJIOJIUX MPAIiBHUKIB. YYacTh MOJIOJIKHUX OpraHizamiii y po3riisji IUTaHb Iparll
Ta MOOyTy MOJIOl. YMOBH Ui CyMIIIIEHHS Tpalli 3 HaB4aHHAM. BiamycTka B 3B'3Ky
3 HaBYAHHSM B IIKOJaxX Ta By3ax. OOMEKEeHHs HaTypOYHUX POOIT JJIS MPaIliBHUKIB,
1110 HABYAIOThCA.



Tunopa HaB4YaJbLHA MPOrpama 3 npeaMera
«IIpaBuiia 10POKHBOTO PYXy»

KinpkicTh roaun
No 3 HHUX
u/n Tema J1abopaTopHo
Bceworo NPaKTHYHI
podoTu
1 | 3aranpHi MOJIOKEHHS, TEPMIHU TA BUSHAUYCHHS 1
2 | O0O0B’s13KM Ta MpaBuiia MIIIOXO0/IIB Ta MACAXKUPIB 1
3 | Bumoru 10 BoiiB MOIIEIIB, BEJIOCHUIIEIIB, 0C10, SIK1 1
KEePYIOTh I'y>KOBUM TPAHCIIOPTOM, 1 TIOTOHUYIB
TBapHH
4 | PeryntoBaHHsI TOPOKHBOTO PyXy 1
5 | Pyx TpaHcnopTy ¥ 6e3mneKa minoXo/iB 1 MacaXupiB 1
6 | Oco0n1Bi yMOBH pyXy 1
7 | HaganHs mepiroi MeIuaHOT JOTIOMOTH T 9ac 1
JOPOXKHBO-TPAHCIIOPTHUX MOIN
8 | BinnosimanbHicTh 3a mopyuieHHs [IpaBun 1
JIOPOXKHBOTO PYXy
Bceboro roqun 8

Tema 1. 3arajbHi 10J10KEHHs, TEPMIHM TA BUSHAYCHHSA

[HCTpyKTaXx 3 0XOpoHHU npaui. 3akoH Ykpainu “IIpo mopoxniii pyx”, IIpaBuiia
JIOPOKHBOTO PyXY SIK PaBOBAa OCHOBA JOPOKHBOIO PYXY, 110 MA€E 32 METY CTBOPEHHS
0e3MeYHnX YMOB JIJIsl HOTO yYaCHUKIB.

3akoH Ykpainu “Ilpo gopokHiil pyx”, mpo MOPSAOK HABYAHHS PI3HUX TPYII
HaceseHHs [IpaBui 10poKHBOTO PyXy.

AHani3 I0pOXHBO-TPAHCIIOPTHUX MOAINM y HAaceleHOMY MYHKTI, o0jacTi Ta
IPUYUHU X BUHUKHEHHS.

3aranpHa CTPYKTypa 1 OCHOBHI BUMOTH [IpaBui TOpOKHBOTO PyXy.

[Topsnox BBeneHHSI OOMEXEHb y JOPOXKHBOMY PYCl, BIAMOBIIHICTE OOMEKEHD,
THCTPYKITIH Ta 1HIIMX HOPMATHUBHUX aKTiB BUMoraM [IpaBui 1OpoKHBOTO PyXy.

TepMminu Ta BU3HAUEHHS, 110 MICTATH [IpaBuia 10poXHBOTO PyXy.

Tema 2. O00B’s13kM Ta MPaBUJIA MIIIOXOAIB I MACAKUPIB

[Topsinok pyxy MilIOXO/IIB Y HACEIEHUX MyHKTaX.

Oco0MBOCTI pyXy NIIIOXO/IB, SIKI IEPEHOCATh I'POMI3JIKI TpeAMETH, abo 0ci0,
K1 TIEPECYBAIOTHCS B 1HBAJIITHUX KOJISICKax 0€3 JIBUTYHA, BEYTh BEJIOCUIIE, MOTIE],
Y1 MOTOLMKJI, BE3YTh CAHKH, BI30K TOIIO.

[Topsimok pyxy HIIIOXO/IIB 32 MEXKaMU HACEICHHUX MTyHKTIB.

Pyx mimoxo/iB y TeMHY nopy A00HM Ta B yMOBaxX HEIOCTaTHbO! BUJUMOCTI.

Pyx nopororo opranizoBaHux IpyIl JIOACH.

Oco0aMBOCTI pyXy OpPraHi30BaHUX TPYII JITEH.

[Mimoxiaauii nepexin. [Topsinok nepexory Npoi>KIK0Oi YaCTUHU JOPOTH.




Jlii mimoxoaiB y pa3l HaOMMKEHHS TPAHCIOPTHOTO 3ac00y 3 YBIMKHEHUM
POOJIMCKOBUM MAasTIKOM 1 CIICIiaTbHIM 3BYKOBUM CHUTHAJIOM.

JIii minmoxoaiB y paszi IpuYeTHOCTI A0 JOPOKHBO-TPAHCIIOPTHOT IPUTO/IH.

[ToBemiHKa MacaKUpiB HA 3yMTUHKAX MapIIPYTHOTO TPAHCIIOPTY.

[TpaBwmita mocaaku i BUCATKH.

IIpaBa 1 O00OB’S3KM TMAaCaXHUPIB MiJ] 4Yac KOPUCTYBAaHHSA TPaHCIIOPTHUMU
3acobamu.

Jli1 macaxxupiB y pasi JOPOKHBO-TPAHCIIOPTHOT MOZII.

Tema 3. Bumoru 10 BoaiiB MomeaiB, BejocuneniB, oci0, ki KepywThb
ry>KOBMM TPAHCHOPTOM i MOTOHUYIB TBAPUH

BikoBuii 1eH3 1 BUMOIM [0 BOJIiB BEJIOCHUMEAIB, MOMNEAIB, TYXOBOIO
TPAHCIIOPTY 1 TMOTOHWYIB TBapuH. TeXHIYHWM CTaH 1 OOJaJHAHHS BKa3aHUX
TPaHCIIOPTHUX 3aCO01B.

Po3mimenHss TpaHCOpTHHX 3aco0iB  Ha mpoi3HiM yactuHi. [IpaBuna
KOPUCTYBaHHSI BEJIOCHUIIEIHOIO JOPDKKOW. Bumaaku, komm pyx 3a3HaA4eHHX
TPaAHCIIOPTHUX 3aCO0IB 1 MPOTiH TBAPUH 3a00POHSIETHCSI.

HeGe3neuni HacmiAKu MOPYUIEHHS BUMOT JO PYXY BEJIOCHIIENIB, MOTEIB,
T'Y’KOBOTO TPAHCIIOPTY 1 IPOTOHY TBAPHUH.

Tema 4. Pery/1ioBaHHsl 10POKHBOI0 PYXy

JIopo>kH1 3HaKM Ta iX 3HaYEHHA Yy 3arajbHIi CUCTEMI Oprasizauii JOpOoKXKHbOTO
pyXy, iX Kiacudikaris.

JlopoxkHst po3MiTKa Ta 1l 3HAYEHHS Yy 3arajibHiil cucTeMi opraizarii
JOPOKHBOTO PyXy, KiacudiKallis po3MITKH.

JlopoxkHe 00JIafHAHHS $K JTONOMDKHHMM 3aci0 3a0e3leyeHHs peryroBaHHS
JIOPOKHBOTO PyXy Ha HEOE3MEUHUX JIISTHKAX JAOPIT.

Tunu cBitnodopiB. 3HaueHHs curHaimiB cBimiodopa. Caitnodopu, 110
PETYIIOIOTh PYX MIIIOXO/IB.

3HaYEHHS CUTHANIB PEryIOBaIbHUKA!

Pyku BUTSTHYTI B CTOpOHH, OIyIIEH1, a00 TIpaBa pyka 3irHyTa nepe rpyabMu;

[IpaBa pyka BUTSATHYTa BIEPE;

Pyxa nignsra Bropy;

[HII1 cUTHAIK peryIOBaIbHUKA.

[lepeBara curHasiB peryiatOBaJIbHUKA HaJ CUTHAJIaMU CBITI0(oOpa, JOPOKHIMU
3HAKaMH 1 PO3MITKOIO.

Tema 5. Pyx Tpancnopry i 0e3nexa mimoxoaiB i macakupis

[IpaBocTOpOHHIN pyx TpaHcnopTy. Pyx y gekinbka psaniB. B3aemna yBara —
yMOBa 0€3MeKH PyXy.

Bunu, mpusHaueHHs onepeKyBalbHUX cUTHaMIB. [IpaBuiia momadi CUrHaIIB
CBITJIOBUMHU TMOKaXunkamu abo pykoro. HeGesneuyni HacHiAKu MOPYIIEHHS MpPaBUI
M0JIaBaHHS MONEPEeIKYyBAIbHUX CUTHAMIB.

HIBUAKICTD PYXY, AMCTAHIIIA Ta IHTEpPBaJ.



[lousatrs mpo ranpmoBuii HUIIX. PakTopW, SKI BIUIMBAIOTH HAa BEIUYHHY
raJIbMOBOI'O LUISAXY.
Bunu nepexpects. [lopsaok pyxy Ha nepexpecTsix. 3ylHUHKa 1 CTOSIHKA.

Tema 6. Oco0nBI YMOBH pyXy

ITepeBeseHHs macaKupiB Mig yac OyKCUPYBaHHS TPAHCIIOPTHUX 3aCO01B.

HaguanpHa 131a. YMOBH, IIpU SIKMX J03BOJIAETHCA HaBYajbHA 131a. [loyaTtkoBe
HaBYaHHS KEpyBaHHS TPAHCIOPTHUMH 3aco0aMu. HaBuanbHa 1312 Ha goporax.

Pyx y »uTnoBiii 30H1. [lepeBaru mimoxoiB miJ 4ac pyxy y *KUTJIOBIN 30Hi.

ABToMaricTpaii 1 JOpOTH Ui aBTOMOOLIIB, X OCHOBHI O3HakHu. Pyx mo
aBTOMAriCTpaJsX 1 JOporax st aBTOMOOLTIB.

OCHOBHI O3HaKM TIPCBKHUX JIOPIr 1 KPYTUX CHYCKIB. BHUMOrW mpaBuil 1040
pPYXy Ha FPChKHUX JOPOTax 1 KPyTHX CITyCKax.

Tema 7. IlomaHHs MeIUYHOI JONMOMOIM NMOTEPHUIMAM i 4Yac JAOPOKHbO-
TPAHCIIOPTHUX MPUT O]

BusznaueHHs 1 TepMiHOBE MPUMUHEHHS i TPaBMYO4Oro (hakTopy, 3BUIbHEHHS
MOTEPIUIOTO 13 TpPaHCHOPTHOTO 3aco0y. HamanHa mneprnoi MenuyHOi JOMOMOTH.
[IpaBuna 1 3acobu nepenecenHs norepmiioro. [IpaBuia i criocodu TpaHCHOPTYBaHHS
MOTEPILIOTO PI3HUMHU BUJIAMU TPAHCTIOPTHUX 3aCO0IB.

Tema 8. BianoBigajabHicTh 3a nopymennsi IlpaBusi 10poxkHBOT0 pyxy

CoulanbHO-€KOHOMIYHI 1 MPAaBOB1 HACHIAKK JOPOKHBO-TPAHCHOPTHUX MOJIN 1
nopyuieHs [paBun 10poKHBOTO PyXy.

[lonsaTTs 1  BUAM  QAMIHICTPAaTUBHUX  mopymeHb.  KpumiHanbHa
BIIMOBIAAIBHICTh. BiIMOBINAIBHICTS 32 HAHECEHHS MaTepialibHOI IMIKOAM Ta IIKOJU

PUPOSII.



Tunosa HaBYAJIbHA NporpamMa 3 npeaMera
«JlokyMeHTalIlTHe 3a0e3eYeHHs] VIIPABJIHHA)

KinbkicTh roaun
3 HUX
Ne Temu J1200paTopH
ILIL BCHOI'0 -
NMPAKTHYHUX
pooiT
1. OCHOBHI BIJIOMOCTI TIPO JIOKYMEHTH 3 2
2. | OcobmuBOCTI OPOPMIICHHS PEKBI3UTIB IOKYMEHTA 2
3. Buau noxymenTarii 14 4
4, JlokyMeHTallist mpuiioMy Ha poOOTy 5 2
5 Vknaganas ??060301 CIIpaBU 1 BeICHHS 00JIIKOBOI 12 4
JTOKyMEHTAIli1
6. | BeneHHs KHUT Ta )KypHaTiB OOMIKY 6 1
7 JlokymeHTarlisi neHcid, mpemiil 1 MaTepiabHOT 6 9
JIOITIOMOTH
Bceboro roaun 51 17

Tema 1. OcHOBHI BiIOMOCTI PO JOKYMEHTH

Poner Ta wMicue JOKyMEHTIB B YIpaBliHHI. YHI]iKaliss JTOKYMEHTIB.
Tpadaperusanis TekcTiB AOoKyMeHTIB. Kiacudikaiiss JOKyMEHTIB SK HE0OX1gHa
yMmoBa ix yHi(ikarii. OCHOBHI NpaBuiia CKJIaJaHHs JOKYMEHTA. 3arajibHi MPUHIIUAIIN
oopmiienns. IlpuHuun ckiamanHs cranaapTHoro ¢opmary manepy. Knac manepy
JUIs JOKyMeHTa. Po3mipu momis.

Jlabopamopno-npakmuuna poooma

Ckiiaganss OJaHKy JOKYMEHTA.

Tema 2. Oco0smBoOCTI 0)OPMIICHHS PEKBI3UTIB TIOKYMEHTA

dopmyisap-3pa3ok JokymeHTa. Bua gokymenTta. Bumanku 300pakeHHs repba
Ha JokymeHTl. EMOnieMa oprauizanii Ta 300paxkeHHs ii Haropoa. ABTOp TIOKyMEHTa
Ta Koro anapeca. Jlata Ta iHAekc Ha AokyMeHTi. [lopsaok agpecyBaHHsS JOKYMEHTA,
oopMIICHHS aJipecu. 3MICT 3arojoBKa JOKyMeHTa. TeKCT JOKyMEHTa SIK TOJOBHUMN
moro peksizut. IligTBepmkenHsa aokymenta. OdopmiieHHd Tpuda NOroaKeHHs Ta
BI3yBaHHsI JOKyMmeHTa. lloromkeHHss pokyMmeHta. 3MicT pekBi3uTy.  [liamwc.
Odopmitennst rpuda miaATBEPIKEHHS Ta oro po3TainryBaHHs. [IpocTaBisHHS OIIHOK
Ha JokyMeHTax. CKIaJoBI eJleMEHTH pe3oJiolii Ha JoKyMeHTi. Po3ramryBaHHs
pe3outonii Ha OnaHKy. [IpocTaBiasHHS OI[IHOK MPO KOHTPOJIb, BUKOHAHHS JOKYMEHTIB
y TIepeHiC Ha MAIIMHHUI HOCIH. Po3MileHHs OIHOK PO BUKOHaHHS. EnekrponHuit
JOKYMEHT. BukopucTanHsi IHHOBAIlITHUX TEXHOJIOTIH.




Jlabopamopno-npakmuuna poooma

Odopmienns popmyisap-3pa3ka JOKyMEHTa OpraHi3aliifHO-pO3MoPs 901
nokymenrartii popmary A4 ('OCT 6.38-90).
Tema 3. Buau nokymeHTamii

OpranizamiiHo-po3nopsiadi  JOKYMEHTH:  IOJIOKEHHS, CTaTyT, JOTOBIp,
MOCTaHOBA, IHCTPYKILis, IPaBUJIA, PIIIEHHS, PO3NOPSKEHHS, HaKa3, BKa31BKH.

JloBinkoBo-iHGOpMaIliifHa JOKyYMEHTalllsl: aKT, aHKeTa, aHoTarls, rpadik
BIJIITYCTOK, JIOTIOBi/THA 3allMCKa, 3aMOBJICHHS, 3asBa, MOSCHIOBAJIbHA 3aITMCKa, BIATYK,
3BIT, IUIaH, TIPOTOKOJ, JOBiJKAa, CIHCOK, CTeHorpama 1 TenedoHorpama.
JlokymeHTaIlisi TPOIIO3HIIii, 3asB Ta CKapT TPOMAJISIH, PO3TIISAT ITUX IOKYMEHTIB.

Jlabopamopno-npakmuuna poooma

CkrnagaHHg — Opra”izaiifiHO-pO3MOpsiAY0i  JOKYMEHTAIli Ta  JIOBIIKOBO-
1H(pOpMaIIIHOT TOKYMEHTAaLi.

Tema 4. lokymeHnTanisi npuiioMy Ha podoTy

OdopmiieHHsT PI3HOBUIHOCTEN TPYIOBOTO NO0TOBOPY. OQopMIieHHS 3asBOK.
[TinroroBka Ta 0dopMIIEHHS Haka3zy Mo 0COO0BOMY ckiany. Po3TanryBaHHs MyHKTIB
Haka3y. Tepmin 30epiranHs Haka3iB. YHidikailis Haka3iB. Butaru 3 Hakasib.
Odopmnenns 6iorpadiunoi qoBiaku. CKiIajaHHS JOBIPEHOCTEH Ta PO3IMHUCOK.

Jlabopamopno-npakmuuna poooma

CknazanHs TOKyMEHTAlli 1o IpuiioMy Ha poOoTy.

Tema 5. YkiaganHs 0co00BOI cipaBy i BeIeHHS 00J1IKOBOI JOKyMeHTALil

['pyniyBanHs JOKyMEHTIB B 0c000Bil crpaBi. CKilaJlaHHS OMHUCY JIOKYMEHTIB
0COOMCTOI crnpaBH. 3alOBHEHHsS OCOOOBOro JIMCTKa OOJIKYy KaapiB. OdopMmieHHsS
nonatky 1o ocoboBoro smctka. CkmamanHga — aBtoOiorpadii.  CrkiagaHHs
XapaKTepUCTUKH. Ii ocHOBHI yacTuHu. OdopMiIeHHs KOmil mpo ocBiTy. JIOKyMEHTH,
AK1 BiIOOpakaroTh pe3yibTaTH MPAKTUYHOI MISIIBHOCTI POOITHUKA Ta OIIHKY HOTO
J170BOT KBaTi(hiKartii.

Jlabopamopno-npakmuuna poooma

dopmyBaHHS 0COOOBOT CIIPaBH.

3anoBHEeHHS 0c000BOi KapTku pobiTHuka Gopmu [1-2 (I1-2/1C), 3anmoBHEHHS
OOJIKOBOI KapTKH CHeIliaigicTa. 3almoBHEHHS OOJIKOBOI KapTKU HaBYAIBLHOTO
cniBpoOiTHuka. Benenns andasitTHOi kapTku ¢opmu T-5. CkiamaHHs mocagoBHX
KapTOK Ta iX 3amoBHEHHs. BeneHHs kapTok 00Ky pe3epBy KanapiB. CkiagaHHsS
CIHCKY pe3epBy KaApiB Ha TMiJBUIICHHSI. BeleHHA KapTOK Ha KepyKUYoro
MaTepiaibHO-BIAMOBIJATLHOTO POOITHUKA.

Jlabopamopno-npakmuuna po6oma

3anoBHEHHsS 0c000BOi KapTku podiTHUKA popmu T1-2 (I1-2J1C).

Tema 6. BeaeHHst KHUT Ta )KYpPHAJIB 00JIiKY

Benennst ronoBHoro po0Go4yoro MOKyMEHTa BIJAUTY KaJpiB, MOro IITaTHO-
nocanoBoi kuuru. CkiananHs andaBiTHOI KHUTH, MeTa ii mpoBeneHHs. Peectpariis
HaKa3iB B KHUTH, iX HyMmepallis. BeaeHHs KHUTH OOMIKY pyXy TPYJOBUX KHIKOK Ta
3aKJIaJKa A0 HUX.



OdopmieHHs BIAMYCTOK Ta BEACHHS XypHaly ix oOmiky. Beaenns xypHairy
OOJIIKY TUCHUIUTIHAPHUX CTSATHEHb. BeneHHs xxypHaily 3a0xoueHb. CKIaaHHs CIIpaB
Ta 00JIIKIB PO cTaH KajapiB. CTaTUCTUYHA 3BITHICTH MO KaJipax.

Jlabopamopno-npakmuuna poooma

OdopmiteHHs TOJIOBHOTO poO0OYOro JOKYMEHTA BIAIUTY KapiB.

Tema 7. lokymeHTYBaHHsI NeHCiH, mpeMmiii i MaTepiaibHOI 10MOMOrHM
JIOKyMeHTaIlisi 1Mo MPHU3HAYEHHIO MaTepiajbHOi JOMOMOTH 13 JIepP>KaBHOTO
comiayibHOTO cTpaxyBaHHs. [lopsimok nmpusHaueHHs neHcin. CKiaganHs JOBIOK TPO
TpyaoBuii ctaxk. Kuura o6miky odopmiieHHs MeHCIHHUX chpaB. JJOKyMeHTyBaHHs
neprkaBHUX HaropoJ. OPopMIIEeHHS HaropoKyBaJIbHOTO JIUCTA.
Jlabopamopno-npakmuuna po6oma
OdopmiieHHsI JOKYMEHTIB Ha MPU3HAYECHHS] MaTE€piaJIbHOI JOMOMOTH, TEHCIH
Ta IpeMiil.



Tunosa HaBYAJIbHA NporpamMa 3 npeaMera
«Il;1anyBaHHS, OPraHizauis i TEXHOJIOTisl yIPABJIIHHS EPCOHAJIOM

MiAMPUEMCTBA
Ne Kinpkicts roamn
TEeMH B T. 4.
Ha3Ba Tremn JIa00OpaTOpPHO-
Bceboro .
NPaKTHYHI
podorTu
1 3aK0Hoz[ani”Ta 1HII HO.I.)MaTI/IBH(?.-Hpa}.BOBi aKTu 1 ]
1I0JI0 €JIMHOT AEPKABHOI KaJIPOBOI MOJITHKH.
5 VYrpaBninHs [EPCOHAIIOM B cucTemi 6 i
MEHEKMEHTY OpraHi3alii.
3 VYrpaBiiHHS IEPCOHATIOM SIK COIllajbHa 5 9
CHCTEMA.
4 qDOpMYBEleIH KOJICKTUBY OpraHizailiif i Horo 4 i
COIIIAJIbHUI PO3BUTOK.
5 KaﬂpOBa"cny>1.<6a — IHCTPYMEHT peai3artii 15 9
KaJIPOBOI MOJITHKH.
6. [InanyBaHHS 1 IPOTrHO3yBaHHA y poOOTI 3 10 5
IEPCOHAJIOM.
7 Opranizanis 1 TEXHOJIOT1 yIpaBIiHHS 97 16
IEPCOHAJIOM.
Bceboro roaus: 68 22

Tema 1. 3akoHoAaBui Ta iHIII HOPMATHMBHO-NPABOBI aAKTH WIOAO €IMHOI
JAepP:KaBHOI KaJAPOBOI MOJITHKH

HaykoBe oOrpyHtyBanHs KaapoBoi momituku. [lpunmunu Bigbopy 1
BUKOPUCTAHHA KaJipiB. BUKOpUCTaHHS BITUYM3HSIHOTO 1 3apyO1KHOTO JOCBIAY poOOTH
3 KaJIpaMH.

Tema 2. YnpasJ/iiHHA EPCOHAJIOM B CHCTeMI MEHEIKMEHTY OpraHizauin

HaykoBi OCHOBM ympaBiliHHS. YTpaBlIiHHA JIIOJICBKUMHU pecypcamu 1
yrnpaBiiHHA nepcoHanoM. Ckiaa (pyHKIIIOHAIBHUX KOMIUIEKCIB 3aBJaHb Ta (QyHKIINA
yhOpaBiiHHSA nepcoHasioM. Opraxizauist npouecy ynpasiaiHHS. OCHOBHI BUMOTH 0
aJMIHICTpaTopa-MeHeKepa.

Tema 3. YnpasJ/iiHHA EPCOHAJIOM SIK COIiAJbHA CHCTEMA

[linBumenns pomi  JOACBKOTO  ¢akTopa B YIOpaBIiHHI  CYy4acHUM
BUupoOHHUIITBOM. Ilepconan sk cy0’ekT 1 00’ekT ympaBiiHHS. KOMIIETEHTHICTh
MIEPCOHAITY SIK 00’ €KT CTpaTeriyHoro ynpasiinHa. Cuctema poOoTH 3 IEPCOHAIIOM 1 1i
CKJIaJIOBI.

Jlabopamopno-npakmuuna poooma

BianpairopanHs HaBUYOK OpraHi3allii mpolecy ynpaBiIiHHS



Tema 4. @opmyBaHHS KOJEKTHBY Opradizamid i #oro couiajJbHUil
PO3BUTOK

TpynoBuil KOJIEKTUB 1 colliajibHa BIAMOBIAAIBHICTE opranizaiii. dopMainbHi i
HedopmanbHi rpynu. Jlizepceki gKocTi aaMiHicTpaTopa. KoprmopaTuBHa KyibTypa
yopaBmiHHS 1 11 etwuHi miHHOCTI. CyTh 1 cTajli 3TypTOBAHOCTI KOJEKTHUBY.
[IcuxosoriuHa CyMICHICTb IIPalliBHUKIB OpraHizarlii.

Tema 5. KagpoBa cay:x0a — iHCTpyMeHT peaJiizanii KaJIpoBoi NOJITHKH

[ToHsTTA 1 TUNM KaapoOBOI MONITUKM opraHizamii. [liABHUIIEHHS POl KaJApOBHUX
CIIy’)k0 B CydacHHX EKOHOMIUHMX ymoBax. CrpaTerii ympaBiiHHS MEpPCOHAIOM.
MopanbHO-TICHXO0JIOTIYHI BUMOTH 0 aaMiHicTpaTopa. OcHOBU mpodeciiiHo-3HaAYNMI
SAKOCTI 0COOMCTOCTI aaMiHicTpaTopa. OCHOBHI (DyHKIIIOHATBHI 000B’I3KU MEHEKEPa
NepCOoHAIY.

Cny>x0u niepcoHainy: pojib Ta PyHKII.

dopMyBaHHS pPe3epBY KEPIBHUKIB KaapoBUX ciyx0. Opranizaimis HaOopy 1
Bi10Opy kazapiB. Cmyx0a yIHpaBiiHHS TEPCOHAIOM B 3apyOLKHHX MPOMHUCIOBO
PO3BUHYTHUX KpaiHaX.

ATecrallisi mepcoHay, ii opraHizailisi, HOPSIOK 1 eTanu nposeneHHs. PobdoTta 3
pe3epBOM MEHEKEPIB.

Jlabopamopno-npakmuuna poooma
CkuaianHd 3BITY NPO SKICHUM CKJIaJ MepCcoHally OpraHi3arii.

Tema 6. [liianyBaHHS | NPOrHO3yBAaHHS Y POOOTI 3 MePCOHATIOM

CyTh mTnaHyBaHHS, WOTO TEOPETHYHI 1 TpakTU4YHI OCHOBU. OCHOBHI BUAH
TJIaHYBaHHS: IOBFOCTPOKOBE, MEPCIEKTHBHE, MOTOoUHE. CTPYKTypa JOBrOCTPOKOBHX,
MEPCHEKTUBHUX 1 MOTOYHUX IUJIaHIB poOoTH 3 mepcoHanoM. OCHOBHI MPUHITUITU
PO3pOOKH IJIaHIB KaJIPOBO1 MO THKH.

Jlabopamopno-npakmuuna poooma

CkagaHas IUIaHiB.

[Iporno3yBaHHs ympaBiiHHA KaJpaMud 1 HOTO OCHOBHI 3aBJIaHHA 1 METOJIH.
OCHOBU COIIAIBHOTO MapTHEPCTBA. AHAJII3 TNIMHHOCTI KaJIpiB.

Tema 7. Opranizaiisi i TeXHOJIOTisl YIIPABJIIHHA MEPCOHAJIOM

KommnekryBanHs 1mrtaty 1 npodeciiiHa opieHTanis. OCHOBHI JpKepena
3abe3reueHHs] KaapoBoi mnpooOsemu. HaBuanbHi 3aknagu. Po3mogin TpymaoBux
pecypciB uepe3 IeHTp 3aifHsATOocTi. CucTteMa oprasizaiii, madopy 1 po3MilIEeHHS
poOITHMYKX KaapiB Ha mignpueMuuiTsa. [IpodopieHraiitna podora.

Po6oTa 3 Monoaumu crnerianicramu. CTaxkxyBaHHS MOJIOJIUX CIIEHIaTICTIB.

AHai3 sSKiCHOTO cKiany mianpueMmcta. OmiHka nepcoHaty ynpasiaiHHsS. Micie
aJIMIHICTpaTOpa y CUCTEeMI YIIpaBIiHHS.

[TignpuemcTBo sk dopma ynpaniaiHas. OCHOBHI piBHI 1 CTUI1 yripaBiaiHHA. Tunu
KEepIBHUKIB 1 aBTOKpAT, IAEMOKpaT, Jjidepas, TEeXHOKpaT, MOYaTKIBEIb 1 METOIU
criBmpaii 3 HUMU. [IoHATTS MoTHBaLi agMiHICTpaTOpa 1 KEPIBHUKA.

Jlabopamopno-npakmuuna poooma



BinmpairoBanHs: HaBUYOK OpraHi3alii mponecy yrnpaBaiHHS.

[ndopmariitHo-oCBITHIH TIpocTip y poOoTi aamiHicTpaTtopa. PoGorta 3
iH(opMairiero.

3MICT Ta OCOOJMBOCTI YIPaBIIHCHKUX pimieHb. [lopsaok iX MiATOTOBKH,
NPUHAHATTS Ta peaizallii. AHami3 Ta ePEeKTUBHICTh YIIPABIIHCHKUX PIIICHb.

Jlabopamopno-npakmuuna poboma

BianpaitoBanHsi HABUYOK MPUIHATTS PIllICHb.

[HiiaTUBHICTH agMiHicTpaTopa. BukopucTtanus i o0podka indopmartii. [Iporec
pO3pOOKM Ta 3axHCTy TOYKHA 30py, MNPUUHATHX pimeHb. KpuTuunuii anami3
NPUMHATUX PIIICHb.

Jlabopamopno-npakmuuna poooma

Bupo0OieHHS HaBUYOK 3aXHCTY TOYKH 30py, MPUAHATHX PIIEHb TOIIIO.

KouduikTHi curyanii. [lpyurHy BUHUKHEHHSI KOH(QIIIKTY B KOJIEKTHBI. MeTtoau
pO3B’s3aHHST KOH(DJIIKTIB KEPIBHUKAMU 3 PI3HUM CTWJIEM KEpIBHUIITBA. Y CYHEHHS
KOH(JITIKTIB.

Jlabopamopno-npakmuuna poooma

BianpaitoBanHs HABUYOK BUPIIIEHHS! KOHMIIKTIB IPU YIIPaBIiHHI.

VYrpaBiiHHS B KPU30BUX CUTYAIISX.

Jlabopamopno-npakmuuna poooma

Jii agminicTpaTopa B KOHMIIKTHUX CUTYaIlIsX.

dakTopH yCcHixy Kap’€pu.

CyTHICTb Ta IPUHIIUITN MapPKETHUHTY TIEPCOHAITY

VYrnpapiiHHS BUpOOHUYO AucHMILTIHOW. ucuumminapauit BruiuB. [Ipouenypa
BUBIJILHEHHS 1 3BUILHEHHSI IepcoHaity. Jlep:kaBH1 HArOpO/Iu.

Jlabopamopno-npakmuuna poooma

[linroToBKa MNPOEKTY Haka3zy 3 MHTAHb 3a0XOYEHHs a0 JAMCIMILIIHAPHOTO
CTSATHEHHSI TpaIliBHUKA.

OO0k IepcoHaTy B OpraHizailii 1 opsIOK BEJICHHS TPYIOBUX KHIKOK.

Jlabopamopno-npakmuuna poooma

TpeHiHr ynpaBiaiHChKOI MaliCTEPHOCTI.

OBOJIOZIIHHA METOJaMH PO3MOJAUTY 1 BHUKOPUCTaHHS pobOodoro wyacy. Taim-
MEHE/>KMEHT.

Jlabopamopno-npakmuuna poooma

CkrnagaHHs CXeMH BUTpaT poOOYOro vacy.

['oTOBHICTH aZMiHICTpaTOpa A0 1HHOBALIM. |[HHOBAIIITHI METOAM YNpPaBIIHHA B
po0oTI aaMiHiCcTpaTopa.

CydacHi npuiloMHy CIIBIOPAILIL.

Jlabopamopno-npakmuuna po6oma

TpeHiHI BHUKOPUCTAHHS IHTEPAKTHUBHUX METOAIB YINpaBIiHHSI B poOOTI
aJIMiHICTpaTOpa-MeHeKepa.



Tunosa HaBYAJIbHA NporpamMa 3 npeaMera
«Opramnizanis 00cJIyropyBaHHs BiiBiLyBa4iB)»

KinnkicTs roayu

No 3 HUX
ILIL Ha3Ba Temu BCLOLO ﬂaﬁopaTopH()-
NPaAKTUYHUX
pooiT
1. | 3aBaanus oprasizaiiii 00CITyrOBYBaHHS
B1JIBI/TyBaYiB 2
2. | Haykosi OCHOBH oprasizartii npart
aJIMiHICTpaTopa 6 4
3. | Texnomnorist 06cmyroByBaHHsI BiIBiTyBadiB 10 6
4. | Pobota 3 o0(QiCHOIO TEXHIKOIO B HpoLEC]
00CITyroByBaHHs B1JIBIyBauyiB 10 8
5. | ®akTopu BIUIMBY Ha JIOAEH y mpouect
BUPIIICHHS BUPOOHUYHX MPOOIEM 6 2
Bceboro roqun 34 20

Tema 1. 3aBananHs oprasizauii 00cJIyroByBaHHsI BiiBiTyBa4iB

3wmicT 1 3aBnanHHs npeameta. [IoHsITTs 00cIyroByBaHHS BiJIBilyBauiB y CUCTEMI
JSTBHOCTI aaMmiHicTpaTopa. Opranizaiiss 0OCIyroByBaHHS BIJIBIAyBayiB: POJb 1
¢ynkuii. Bugu o6cmyroByBanHs. Cdepu IAIbHOCTI aaMiHICTpaTopa. 3HAYEHHS
0OCIyroByBaHHs BiJIBiyBauiB JJIsl TiAIPUEMCTBA.

Tema 2. HaykoBi ocHOBH opraui3auii npaui agminictparopa

HaykoBa opranizaiiis npaii aaminictpatopa. Oprasizaiiisi poO04oro MicCIisl.
Opranizanis 1 00JagHaHHS 30HU 00CITYyrOBYBaHHS B1/IB1AyBauyiB.

Jlabopamopno-npakmuuna poooma

[TinroToBka 1 06agHAHHS 30HU OOCITYrOBYBaHHS BiABITyBayiB

[ndopmariiitna 3abe3nedeHicTs mpari. DOyHKIIOHAIbHA OCBIYEHICTH 1
TEXHOJIOTIYHAa BMUIICTh. [Ipodeciiina KomMmeTeHTHICTh. [HTenekTyaabHa 1 BOJIbOBA
MiATOTOBJICHICTh aJAMIHICTpaTOpa 10 poOOTH 3 BiABITyBa4aMH.

Jlabopamopno-npakmuuna poooma

TpeHiHr BU3HAYEHHS PIBHA I1HTENEKTY 1 BOJIbOBOi MiATOTOBJIEHOCTI
aJMiHICTpaTopa A0 poOOTH 3 JIFOJbMH.

Tema 3. TexHoJiorist 00cIyropyBaHHs BiiBiAyBauiB

['ooBHI  3aBIaHHS  aJMIHICTpaTopa 3 METOK CTBOPEHHS  SIKICHOTO
oOciyroByBaHHs BiABiayBauiB. [loBeniHKa agMiHicTpaTopa M Yyac 3yCTpidi KIIIE€HTA.
@®opmu  BiTaHHs. 3a0e3neyeHHs BiJBiAyBaya KOM(OPTHUMHU yMOBamMu JJis
CHUIKYBaHHA. BHKOPUCTOBYBaHHS 30HH OOCIYyroByBaHHS BiABiAyBauiB. SKICTbH
00CITyroByBaHHs, €pEeKTUBHICTb 1 KyJIbTypa 00CIyroBYBaHHS BiJIBilyBayiB



ChinkyBaHHS ~ aaMiHICTpaTopa 3  BiaBiayBadamu. [0JOBHI  acmekTu
CHIJIKyBaHHSA. TexHika 1 3acoOM CHIJIKyBaHHS 3 KII€EHTaMH y PI3HUX yMOBax 1
cutyalisax. JluctaHiii 1 30HM CIUIKYBaHHS aJMiHICTpaTopa 3 BIJABIAyBadyaMu Iij yac
INPOBENCHHS  JIJIOBOi  3yCTpidi. YMIHHA  JOTPUMYBATUCS  JAMCTAHII  TpHU
o0OCcITyroByBaHHI BiJ[B1/yBayiB.

Jlabopamopno-npakmuuna poooma

TpeHiHT yI0CKOHATICHHS TEXHIKU CIJIKYBaHHSI.

[Hdopmarris 1 KOMyHIKaIlisl SIK OCHOBa CAMOMEHEKMEHTY aJMiHICTpaTopa.

JlinoBa 3ycTpiu: oprasizamisi AUIOBOi 3ycTpidi, 3a0e3NeyeHHs CTOpPiH
HEOOX1IHUM OOJaJHaHHAM 1 JToKyMmMeHTamu. Cxema MpOBENEHHsS AUTOBOI 3yCTpiul 1
ponb aamiHicTpatopa. PermamenTyBaHHs ~dYacy. 3arajbHi  XapaKTCPUCTUKH
rOCIOJApUrX YroJ, iX peryjtoBaHHs 1 peai3anis.

Jlabopamopno-npakmuuna poooma

PonboBa rpa: npoBeeHHs J1710BO1 3yCTpiyi.

PonboBa rpa: mpoBeieHHs 1JI0BO1 3yCTpiy Ta HapajIu.

BianpanboByBaHHS HaBUYOK pOOOTH ajMiHICTpaTopa 3 BiJBIAyBa4aMHu Y

TOJIMHU TPUHOMY KEPIBHUKOM T'POMAJISIH.

Jlabopamopno-npakmuuna poooma

BianpanboByBaHHS HaBHYOK pOOOTH ajMiHICTpaTopa 3 BiABIAyBauaMH Yy
TOJIMHU TPUHOMY KEPIBHUKOM T'POMAJISIH.

KonekTrBHI neperoBopu Ta BUPILIEHHS pO301KHOCTEH. YTIPaBIIHHS €MOLISIMU
11T Yac I1IJIOBUX KOHTAKTIB.

KoMyHikarliiiHi TeXHOJIOr1i y poO0TI aqMIHICTpaTOpA.

Tema 4. Po0oTa 3 0icHOIO TeXHIKOI0 B IIpoueci 00C1yroByBaHHs BiJiBiAyBayiB

[Tpuitomu, nepenaya 1 00podOka iH(opmanii 15 BiBiAyBauiB. BuroroBneHHs
KCEPOKOIIiH, TOBIOK, Yroi, aHKeT, (popM, TOIIO.

Jlabopamopno npakmuuni pooomu

Po6ota 3 KomiroBaIbHOIO TEXHIKOIO.

CtBOpeHHS, BIAMIPaBICHHS Ta MPUUHSITTS (PaKCOBUX MOBIJOMIICHb.

Po6ota 3 enekTpoOHHOO MOIITO¥O.

[TpoBeneHHs cenekTopHOT Hapau.

Tema 5. ®dakrTopy BIUIMBY HA JIOAedl y mpoueci BUPIIEHHS BUPOOHUYHX
npooaem

Cytp 1 xapakrtepuctuka ¢akTopiB. 3acoOM BIUIMBY aJMiHICTpaTopa Ha
BiIBiyBaya. PermamenTanist i aaMiHICTpaTOpa, YCTaHOBKA TOBEIIHKU TMPU
00CITyroByBaHHI.

TonepaHTHICT, agMiHICTpaTOpa IiJ Yac CHUIKYBaHHSA. BBIWwIMBICTE 1
B3a€EMOIIOBAra, €MoIliiHa BPIBHOBaXeHICTh. B3aemoBimHocuuu. PiBHOBara abo
nepeBara CTOpPiH, BpaxyBaHHS €KOHOMIYHOI CHTYyallii, piBHOBara 3aIl{ikaBJICHOCTI.
BcranoBienHst AUIOBMX KOHTAkTIB. BiAmoBigaidbHICTE 3a cioBa, 1mel. YMIHHS
PO3TISTHYTH IIPETEH31i, OB’ s13aH1 3 HE3aJOBUILHUM 00CIYTrOBYBaHHSM BiJIB1lyBayiB

['HydKicTh y BUpIIIEHH] BaXJIMBHUX 3aBaaHb. KoH]mikTHI cuTyamii 1 BuUXig 3
HUX.



Jlabopamopno-npakmuuna poooma

Buunku 1 cutyarii.

JlocsirHeHHsT opraHizailii oOCIyroByBaHHsS BiJBilyBauiB aJIMIHICTPaTOpPOM Yy
3apyOiKHMX (ipMax 1 Kpalux YyKpaiHChKHMX mianpueMcTBax. CTBOpEHHS MOJeIi
00CIIyroByBaHHS BiJBIyBayiB.



Tunosa HaBYAJIbHA NporpamMa 3 npeaMera
«OCHOBM PEKJIAMHOI0 MAPKETHHIY I IM3alHY»

KinbkicTh roaun
3 HUX
Ne Tema 1200paTOPHO
ILIIL. BCHOI'0 -
NMPaKTHYHUX
pooiT
1 CorriaibHI OCHOBH MapKETHUHTY — 33/I0BOJICHHS 9
noTped roaei
2 | Ilpouec ynpaBiiHHSI MapKETHHTOM 4
VYnpaBiiHHS TOBEAIHKOIO MPAI[IBHUKIB B yMOBaX
3 | MapKeTUHTOBOT KOHIIETIIII{ YIpaBIIiHHS 10 4
BUPOOHUIITBOM
Pexiama, ctumymoBaHHsl 30yTy Ta Mporarasja.
4 | Bunu, MoBa Ta cTWiIb pekiamu. Pexiama ¥ 30yT 6 4
TOBapyY
Peknama six 00’€KT qu3aiiHy
Ju3zaiin cmy>kK00BUX MPUMIIIEHb
Bcboro roaun 34 18

Tema 1. CouiajibHi 0CHOBH MAPKETHHIY — 32/10BOJICHHSI OTPe0 JIroaei
3aKoHOJaBYl JOKYMEHTH YKpaiHU IIOJI0 PEKJIAMHOI TISUIBHOCTI MIJNPUEMCTB
Ta MapKETUHTOBOI JIISITHHOCTI.

Cytb MapkeTHHTy. MapKeTUHI SK 1/1€0JIoTisi Ta MHUCTEHTBO OI3HECY.
[TixBumeHHs poiii MapkeTHHTY. OCHOBHI MOHATTS: O1IHICTh, MOTPEOH, 3aIIUT, TOBAp,
11eaTbHUM TOBap, OOMIH, JOTOBiIp, PUHOK. Pi3HUN cTaH MONUTY Ta BIiANOBIIHI
3aBJaHHS MapKeTUHTy. KoHIemii ynpaBiiHHsS MapKETHHTOM.

Tema 2. IIpouec ynpap/iiHHA MapKeTHHIOM

EnemenTn cuctremMu  ympaBiiHHS ~ MapKeTHHIOM, aHalll3  PUHKOBHX
MOJIMBOCTEH, BIAOIp IIILOBUX PHUHKIB, PO3POOKA KOMIUIEKCY MApKETHUHTY, 1
peaizaliisi MApKEeTUHIOBUX 3axoiB. HaBUUKku eleMeHTIB yIpaBiaiHHA MapKETUHIOM:
MapKETUHIOBl JOCHIDKeHHs, 1H(GOpMaIllii, OTOYEHHsS; PHUHKH I1HIUBITYyaJIbHUX
MOKYMI[IB, PUHKU MiANPUEMCTB, BUMIPIOBAaHHSI OOCATIB T4 CETMEHTYBAHHS PUHKY;
pPO3MIIICHHSI TOBapy Ha pPHUHKY, pO3poOKa TOBapy: BU3HAYCHHS IIiH; METO/AU
MOILIMPEHHI Ta CTUMYJIIOBaHHS 30yTy TOBapiB.

3HaueHHs poOOTH B CHUCTeMI MapKeTHMHry 1 MeHemkMmeHTy. I[locagm Ta
3apo0iTHA IJIaTa MPAIIBHUKIB, 3alHATUX; B c(epl MAPKETUHTY 1 MEHEIKMEHTY.
[lratHnii po3muc pekiIaMHOro areHTcTBa. [lpaBuia TMOBEMIHKM T Yac
npareBIallTyBaHHs.



Tema 3. YnpapjiHHS NOBeIiHKOI NPANiIBHUKIB B yYMOBaX MAaPKeTHHIOBOI
KOHIeMNUil yPaBJiHHS BUPOOHUIITBOM

[Tporiec ympaBmiHHSI MapKETHHTOM.

3aBmaHHs MEepexoay A0 PUHKOBOI ekoHOMikU. CyTh TpymoBoi noBemiHku. CyTh
3aKOHIB TOBEIIHKU BiJHOCHOCTI, aKyMYJISTHBHOTO BILTUBY, 3BOPOTHOTO 3B’SI3KY,
BPIBHOBO)XCHOCTI  HABKOJMWIITHHOIO  CEPENOBHUINA, TOCTIAOBHOCTI  PO3BUTKY
HEOOXITHOT pO3MAITOCTi, KOMIUIEKCHOTO BIUIMBY COIIaJbHOTO  CHAJAKyBaHHS
COIJIbHOI CBOOOM, 3a0e3leUeHHsT TpaBa BIJIACHOCTI, 3a0E3MEUeHHS BUILHOTO
BCEOIYHOTO PO3BHUTKY, COLIANBHOI, CIPaBEJIMBOCTI, €IHOCTI O10JOTIYHOTO Ta
COIIAJIBHOTO, €THOCTI CBIJJOMOTO Ta HECBIJOMOTO, 1HEpIli, YCTAaHOBKH, ajamnTarlii.
CrpykTrypa moacbkoi notpedu. OcoOIMBOCTI PO3BUTKY Ta 3aJ0BOJEHHS MOTPED.
[TpuHIMnU €(hEeKTUBHOTO YNPABIIHHS MOBEIIHKOIO.

Ponb Ta GyHKIT areHTIB 1 KOMiBOsbKepiB. Komruieke komyHikaiii. MapkeTuHr
MOCJIYT Ta MapKETUHT y c(pepi HEKOMEPLIHHOI JISITLHOCTI.

Jlabopamopuo-npaxmuuna pooboma

[Ipe3eHnTartiist TOBapy, AKUH BUTOTOBUJIA OpraHi3arlis.

Tema 4. Pexiiama, ctTumyJ/il0oBaHHs 30yTy Ta nponaranjaa. Buamu, MmoBa ta CTHJIb
pekjiamu. Pekisiama i 30yt ToBapy

3aBgaHHs 1 3HayeHHs pexiamu. OpraHizamis pekiamu. Ponb pexkiamu B
CYy4aCHUX YMOBax

Buan pexnamu. 3aBaaHHsS KOXXKHOTO BHAY pekjaMmu. BusHauenHs iaei
ciniikyBaHHA. CrtuibHe odopmileHHS pekinamu. Bubip 3aco0iB  moOMpeHHsS
PEKIIAMHOTO 3BEPHEHHS: €Talu NPUUHSATTS PIlIEHHS, IIMPOTa, YacTOTa 1 CuJja, 3aco0u
nomupeHHsa. 3acoOu ctumymntoBaHHs 30yTy. CyTh Ta MHOpIBHsUIbHA €(EKTHBHICTH
nponarasiu.

Jlabopamopno-npakmuuna poooma

[linroryBaTh  cioBecCHy pekiaMmy, odopmuTud 1i, BH3HAYUTH  BH,
MIPOAHAaJI3yBaTH MOBY 1 CTHJIb.

Kowmm’torepHa pexnama. Bumoru no Hei. Cxema miaroToBKH, BUTOTOBJICHHS 1
BUITYCKY PEKJIaMHU.

Jlabopamopno-npakmuuna poooma

BuroTtoBieHHs KOMII IOTEPHOT PEKJIAMU.

Tema 5. Pekiiama sik 00’€KT qu3aiiny

Pexnamuuii MmenemxkMenT. OCHOBHI €Taly PO3BUTKY PEKJIaMHu.

Ornsan po3BUTKY pekiaaMu. OCHOBHI MOHSTTSA Ta XapaKTEPUCTUKU PEKIIAMHU.
®dipMoBHIl CcTWIL Ta Horo ckianoBi yacTuH. Orisgn Ta kinacudikaimis 00’ €KTIB
pexnamu. Orisiy po3BUTKY au3aiiHy. Meta, 3aBHaHHS 1 KaHpU AW3AWHEPCHKOTO
mucrenra. Oz 1 kinacudikaiiist 00’ €KTiB qu3aifHy. [HHOBaIT pekIamu.

Jlabopamopno-npakmuuna poooma

BurotoBieHHs pekiIaMHOI IPOAYKIIii, IO BUITyCKae (ipma.

Tema 6. [In3aiin cjryk00BUX NPUMIlllEHb



Ponp nuzaitny B poOoTi anMiHicTpatopa. Buam auzaiiHy cmyk00BUX
npuMiiieHb. [IpaBunbHUN miAOIp 1 CTBOpPEHHsS TapMOHIi KoJbopiB. Epronomika
poboyoro micis. O00B’sI3kM aAMiHICTpaTopa-au3aiHepa. [IpuHuunu mianyBaHHS 1
odopMIICHHS CTY>KOOBHUX MPUMIIIIECHB, BITPHH, 30HU 00CIYyrOBYBaHHS BiJIBiyBadiB

Jlabopamopuo-npaxmuuna pooboma

OdopmiteHHs TU3aitHEPOM 30HU 00CITYTOBYBaHHS B1BIyBayiB.



Tunosa HaBUYAJIbHA NporpamMa 3 npeamMera
“YKpaiHCbKe JI0Be MOBJICHHSI TA OCHOBH peJaryBaHHS CJIYKOOBHUX

JOKYMEHTIB”
KinbkicTh roann
No 3 HUX Ha
LI Tema Beboro HaﬁopaTOpH.O-
NPaKTHYHI
podotu
1. | Ponb MOBH y CyCHiIBHOMY KHTTI 1
2. | YcHe miIoBe MOBJICHHS 2
3. | Jlekcuuni 3aco0u MOBH 5 2
4. | MopdomnoriuHi 3aco0u MOBA 3) 1
5. | CuHTakcu4H1 3acO0U MOBH 4
6. | CTuicTuka AiJI0BOI MOBHU 4 1
7. | CTriaicTHYH1 0COOJIMBOCTI CKJIaJaHHS JOBIJIKOBO- 5
1H(OopMaIiHOT JOKYMEHTAIll1
8. | Jloriuna mocaimoBHICTH AOKyMeHTIB. PemaryBanHs 16 7
CITyKOOBHX JJOKYMEHTIB
Bcboro roaun 42 11

Tema 1. Posib MOBH y CyCIVIBHOMY KUTTi

MogHa noniTuka B YKpaini. Posiib MOBH y CyCHIJIBHOMY JKHTTI.

[Tonsarrs mitepatypHoi MoBu . MoBHa Hopma. CTUIIBOBI  PiI3HOBHUIU
YKpaiHCBKOI JIiTepaTypHOi MOBU. Pucu odiuiiHo-A110Boro ctuito. CTUIIb Cy4acHOIo
IIJIOBOrO MUCHEMA.

Kynbrypa nimoBoro woBieHHs. BumMorm 10 MOBJIEHHS (TIPaBUJIBHICT,
3MICTOBHICTb, JIOT1YHICTh, TOYHICTb, JOPEUHICTh, BUPA3HICTH).

Tema 2. YcHe aijioBe MOBJICHHS

Oco0MMBOCTI YCHOTO MJIJIOBOTO MOBJICHHS. [IpOTOKOJIBHI BUMOTH  IIIOJO
oprasizaiii Ta METOIWKH TMPOBEACHHS 3axoiiB. BizuTHa kapTka sk ojHa 3 (opm
MpPOTOKONBHUX KOHTakTiB. [lpuitom BimBimyBauiB. Temeponna posmoa. becina.
®opmu BBiwmBOCTI. [inoBi Hapaau. OcoOnmBocTi myOmiuHOrO BUCTYIy. KaHpu
nyOIIYHUX BUCTYIIB: JOTOBIIb, IPOMOBA, JIEKIIis.

Bioomocmi 3 mosu. CTiiiki MOBHI 3BOPOTH.

Kynomypa o0inosoco moenenns. @OyHKIIOHATBHO-CTWIICTUYHI OCOOJMBOCTI
BUKOPUCTaHHS CTIMKMX MOBHHUX 3BOPOTIB (opMu BBiwIMBOCTI). XKecTu 1 MiMika sIK
HeBepOasibHI 3acO0U CIIJIKYBaHHS.

Tema 3. Jlekcu4Hi 32c001 MOBH
Od¢imitino-mainoBuit  ctuinb. CydacHa JliTepaTypHa MoBa Ta 11 CTHIIL.
Oco6muBOCTI OQIIIAHO-IIOBOTO CTHITIO.



CnoBo. 3nauenns cinoBa. barato3naunicts ciiB. Meradopa. YHIBepcanbHICTh
cimiB. MOBHI TMOMUJIKHM, TOB’S3aHI 3 HE3HAHHSIM 3HAYEHHS CJIOBA: IMApOHIMH,
CHHOHIMH, OMOHIMH, TaBTOJIOT1S.

CrunictuyHe 3a0apBJIEHHS CIIOBA, pO3IIAPYBaHHS JIEKCHUKH  Cy4acHOi
POCIHCHKOT Ta YKPaiHChKOi MOB.

BuxopuctanHs KHUXKHOI JIEKCUKU. BXUBaHHS JEKCHKH YCHOTO MOBJICHHSI.
Buxopucranns cnerianbHOi JIeKCUKA. BUKOpHCTaHHS 3acTapiiMxX Ta HOBHUX CIIIB.
Buxopucrannas 3amo3wdeHux ciiB. Dpas3eosiorisi Cy4acHOi JITepaTypHOI MOBH.
Buxkopucrtanns ¢paszeonorizmiB. dpaszeosnoria y Aiu1oBoMy MosieHHI. [lomunku y
3acTOCyBaHHI (DPa3€oIOTIIHUX 3BOPOTIB.

Jlabopamopno-npakmuuni poo6omu

1. locaimkeHHs pi3HUX IPYI YKPATHCHKOI JIEKCHKHU.

2. 3aMiHa 1HO3EMHUX TEPMiHIB YKPaiHCHKHMH CIIOBaMH.

Tema 4. MopdoJioriuni 3acodu MOBH

Imennuk. CTwiicTHYHE BUKOPUCTAHHS 1MEHHUKIB. CKIQJHOCTI y BKMBaHHI
IMEHHUKIB, TIOB’Si3aHI 3 KaTEropisiMd pojay Ta  ICTOTH-HeicToTh. Bapiantu
BIIMIHKOBHUX 3aKIHYE€Hb IMEHHHKIB. BiaMiHroBaHHA 1MeHHHUKIB. Oco0JIMBOCTI
IMEHHHUKIB Ta iX B)XMBAHHS MMOB’S3aH1 3 KATETOPI€I0 YUCTA .

[Mpukmernuk. OcoOIMBOCTI YTBOpPEHHS 1 BXUBaHHA (OpPM CTYIICHIB
MOPIBHSHHS IPUKMETHHKIB, TPUCBIMHUX MPUKMETHUKIB.

UucniBHuk. BXyMBaHHS KIIBKICHMX YHCIIBHHKIB 3 IMEHHHMKOM. 3aiiMEHHHUK.
BxuBaHHs 0COOOBHMX, TPUCBIMHUX, O3HAYaJIbHUX, BKA3IBHUX 1 HEO3HAUYCHUX
3aiIMEHHHUKIB.

HiecnoBo. Kateropii wacy i1 cmocoOy mieciiB. @opmu aiecnoBa. Crocobu
TBOPEHHS AIENPUKMETHUKIB 1 T1EMPUCITIBHUKIB.

[IpucniBHUK, IPUHMEHHUK, CTIOTYYHUKH.

CrunicTiyHe BUKOPHUCTAHHS MPUCTIBHUKIB. BXKWBaHHS NESAKUX CIOTYYHUKIB,
3aiIMEHHUKIB.

Jlabopamopno-npakmuuna poooma

CrunictTiyHe BUKOPUCTAHHS PI3HUX YaCTUH MOBHU.

Tema S. CunTakcu4Hi 3ac00M MOBH

[Tomunku, nmoB’si3aHi 3 0araTo3HAYHICTIO CJIOBA, TPU BUKOPUCTAHHI CHHOHIMIB.
BixuBaHHS TpUIIMEHHUKIB MPU OJHOPIAHMX WieHax pedeHHs. [Ipocte peuyeHHs:
3MICTOBI 3B’SI3KH 1 MOPSIIOK CIIIB Y IPOCTOMY PEUYECHHI.

VY3romxkeHHs mnpucyaka 3 miAMeToM. BoKMBaHHS CKIAJEHOTO 1MEHHOTO
NpUCYyAKa. Y3ToKeHl 0O3HaYeHHs. BikMBaHHS NesIKUX BUJIIB J0JIaTKIB 1 0OCTaBUH.

OnuopigHi  wieHn  peueHHs.  [lomunku, TOB’A3aHi 3 JIOT1YHOIO
HECTOJYYYBaHICTIO OJHOPIIHUX WIEHIB PEUYEHHS, 3 y3arajJbHEHUMH CJIOBaMHU NpHU
OJIHOPITHUX YJICHAX.

[Tapanenbhi CHUHTaKCHYHI1 KOHCTPYKLIT T1ENPUKMETHUKOBUX Ta
TIEMPUCTIBHUKOBUX  3BOPOTiB. CTUIICTUYHE BUKOPHUCTAHHSA KOHCTPYKIIH 3
IMEHHUKaMU YyTBOPEHUMH BiJT J1€CIIB.



BxuBanHs 0oco60oBHX 1 0€30CO00BMX KOHCTPYKIIIH TIACHUX 1 ITAaCHBHUX
3BOpPOTIB MOBH, OJHOTUITHMX BIJIMIHKOBUX (opM imMeHHUKIB. CKIaJHE pEUYCHHS.
OcoOnmuBocTi Horo OynoBU. BikMBaHHS CHOJYYHHMKIB 1 CIOJYYHUX  CIIB.
BukopucTtanHs nmpsiMoi MOBHU Ta IIUTAT y TEKCTI.

Tema 6. CTHIIiCTHKA AiJI0OBOI MOBH

OcHOBHI 3aBAaHHS — MPABHJIBHO TOBOPUTH I MHUCATH, TOYHO BHUCIIOBIIOBATH
CBO1 TyMKH, aKTUBHO BUKOPUCTOBYBAaTH 3HAHHS MOBHU, TPAMOTHO 3aCTOCOBYBATH iX.
YMmiti pemaryBatm  Ta mpamoBaté 3 HuMU. CriyxOoBuii mamip.  3aBaaHHS
penaryBaHHs.

[Moustrs “okyment”, “CmyxOoBuii mokymeHT’. Bumorm 1m0 Tekcry
ciayx0oBoro  gokymeHta. Bwuam  TekctiB.  IIpoOinema  yHidikamii  TEKCTIB.
[IcuxosoriuHa, mpaBoBa 1 TEXHIYHA TOYKA 30py YHI(iKallii ciIy>KO0BUX JOKYMEHTIB.

Jlabopamopno-npakmuuna poooma

Bu3zHaueHHs CTUITICTUYHUX 3aC001B MOBH.

Tema 7. CTwiaicTHYHI 0COOJHMBOCTI CKJIAJAHHS JOBiIKOBO-iH(pOpMaLiHHOI
TOKYMEHTAMil

[IpusHaueHHs, o3HaKU Ta TpaBuia O(QOPMIICHHS TOBIIKOBO-1H(POpMAIIHHUX
JOKYMEHTIB. Ajjpeca Ta HOBI BUMOTH 111070 11 opopmiieHHs. CKIaJaHHs TENEeTrpaMH,
TeneoHorpamMu, MOBIIOMIICHHS €JIEKTPOHHOIO TTomToro (e-mail)

Bioomocmi 3 mosu. JlinoBa nekcuka, ii O3HaKW Ta Tpynu (30Kpema TEpPMIHH,
npodeciiiHo-TexHIYHa JeKcuKa). TepMiHu Ta iX Miclle B A1JIOBOMY MOBJIEHHI, B TOMY
YUCIl TEPMIHM PUHKOBOI, KOMEpUIWHOI, 30BHIIIHBOEKOHOMIYHOI MIISTTBHOCTI.
[HmoMoBHI cioBa B JoKymeHTax. CHHOHIMU B Ji10BOMY MoBieHHI. CkiaaHi
BUIAJIKK PO3MEXKYBaHHSI 3HAYEHHS MapoHIMIB. THUIIOBI MOBHI 3BOpPOTH B O(iliitHO-
nimoBoMy cTwii. ETuka ginmoBoro cminkyBaHHS. BukopuctanHs ¢GopM BHIOTO Ta
HAWBUIIIOTO CTYIEHIB MOPIBHSHHS MPUKMETHUKIB Yy JIJIOBOMY MOBJIEHHI. TBOpeHHs
npuciiBHuKIB. CTyneHl MOPIBHAHHA NpUCHiBHUKIB. [liechmiBHi ¢opmu (iHQIHITUB,
0Cco00Bi1, MIEMPUKMETHUK, IIEMPHUCTIBHUK, 0€30C000BI Ha —HO, -TO) OCOOJHBOCTI
CJIOBO3MIHU (TBOPEHHS YaCOBUX Ta croco0oBuX (opm). TBOPEHHS JIENPUKMETHUKIB
Ta MIENPUCTIBHUKIB, OCOOJMBOCTI BXXMBaHHSI 1HUX (OPM y JIJIOBOMY MOBJICHI.
Hiecniue kepyBaHHs. OCOOIMBOCTI 3 BUKOPUCTAHHS YCTaJCHUX MPUHMEHHUKOBHUX
KOHCTPYKIIH y 11JIOBOMY MOBJICHHI. POJIb 1 CHHOHIMISI CIONTYYHUKIB. DYHKIIIT YaCTOK
y CJOBI Ta pedyeHHi. TUIOBI MOBHI 3BOPOTH Ta (pa3u. Y3araJbHEHE 3HAUYCHHS
3aiiMeHHMKIB. ['pynu 3aliMeHHUKIB 3a 3HaueHHAM. (OCOOJMBOCTI BHKOPUCTAHHS
3aiiMEHHUKIB Yy A1JIOBOMY MOBJICHHI.

Opgoecpagis 1 nyukmyayis. IlpaBomuc ciiB 1HIIIOMOBHOTO MOXOIKCHHS.
Po3ainioBi 3Haku TpU  BIJOKPEMJICHMX O3HaueHHsX. [IpaBomuc BiAMIHKOBUX
3aKiHYeHb TPUKMETHUKIB. HamumcaHHs CKIQJHUX NPUKMETHHKIB, MPHUCTIBHUKIB 1
NPUCITIBHUKOBUX CIIOJIy4€Hb, YTBOPEHHX BiJ IMEHHUKA 3 MPUMMEHHUKOM. Po3a1510B1
3HAKW TIPH BIAOKpEMIIEHUX oOcTaBHHAX 1 fgomatkax. [IpaBomuc oco00BUX 3aKiHUCHb
niecniB. IlpaBomuc cy(ikciB 1 3aKkiHU€Hb JIENPUKMETHUKIB Ta Cy(]IKCIB
TIENPUCITIBHUKIB. PO3170B1 3HAKK TPU JTIEMNPUKMETHUKOBUX, JIEMPUCTIBHUKOBHUX
3BopoTax. Hamucanns  4vactku “He” 3 pI3HMMM dYacThuHamu MoBH. [IpaBomuc



CIIOBOTBOPYMX 1 (DOPMOTBOPYHMX HYACTOK, CIOJYYHUKIB, MpuUiiMeHHHKIB. [IpaBomuc
BI/IMIHKOBUX 3aKiHUYCHb 3aMECHHUKIB, BXXMBaHHS MapajelbHux ¢dopm. Hamumcanus
MOXIAHUX 3alMEHHUKIB pa3oM, OKpeMo, depe3 jaedic. Po3niioBi 3HaKuW mpu
3BEPTAHHSX Ta BIIOKPEMIICHUX MPUKIIAKAX.

Kynemypa oinosoco moenenns. JloTpuMaHHs JEKCUYHUX HOpM. ETuker
JIJTOBUX TManepiB. BikuBaHHS 1HIIOMOBHUX cJiB. Bubip cioBa, BHKOpPHUCTaHHS
TUIIOBUX MOBHHX 3BOPOTIB. CHHOHIMIKA ()OPM CTYIEHIB MOPIBHAHHS MPUKMETHHKIB,
npuciiBHUKIB. OcOOMMBOCTI  BXKUBAaHHS KOPOTKHMX 1 HECTATHEHHX  (opM
npukMeTHUKIB. Haromomenns BinMiHKOBHX (GopM TpUKMETHHKIB. CHHOHIMIS
npuciBHUKIB. Bukopuctanas 6e30co00Bux GopM Ji€ciaoBa Ha O3HAYCHHS MACHBHOI
nii (crany). €AHICTb BHI0-4acoBHX (OpPM di€CTIOBAa-TIPUCYJKA SK 3aci0 3B S3KY
peYeHb y TEKCTI JOKyMeHTiB. CHHOHIMIKA NPUWMEHHHKIB, CIOJYYHHKIB.
[IpuitMeHHUK  “mO0” B JAUIOBOMY  MOBJIEHHI.  3amnoOiraHHs  JBO3HAYHOCTI
BUCJIOBJIIOBAHHS TMPU BXKMBAaHHI 3aliMEHHHKIB. CTWIICTUYHE BUKOPUCTaHHS
3aiiMeHHUKOBUX (opm: ¢popmu 1-i1 (Mu) Ta 2-1 (BM) OC. MH. Y 3HAUCHHI OJHUHU Ta 1H.
Haromoc y 3aiiMeHHUKaX.

Cnyx00B1 JUCTU Ta iX CTWIb. Buau ciayx’00BUX JUCTIB (JIUCT-3aMUT, JTUCT-
MPOTO3UIIisl, JIUCT-MPETeH31sI Ta BIANOBIAI HAa HHUX, JHUCT-IATBEPKCHHS,
CYNpPOBITHUN JUCT, rapaHTiiHui nucT). [loyaTkoBI Ta 3aBeplIyBalibHI PEUYCHHS
JIUCTIB.

Tunu 10KyMeHTIB 3a npu3HaueHHsIM. OcOOIUBOCTI CTPYKTYPH OpraHi3aliiiHuX
JIOKYMEHTIB (ITOJIOKEHHS : TUIOBI Ta 1HAWBIAYaJbHI; IHCTPYKIIIi:IOCAI0BA, 3 TEXHIKU
Oe3neku, 3 eKciulyaTamli oOnanHaHHdg; cTaTyTtd). O3Haku W NOpU3HAYEHHS
PO3MOPSAUNX TOKYMEHTIB (ITOCTAaHOBA, YXBaJIa, PO3MOPSIKCHHS, TPaBHUIIA).

Bioomocmi 3 mogu. Tunu CKIIaHOCYPSAIHUX Ta CKIATHOMIAPSIHUX PEUEHb, iX
B)KMBAaHHS B O(DILIITHO-A1710BOMY CTUJi. Ponib 0€3CMnoydYHMKOBUX CKIIAJHUX PEYEHb
Ta peUYeHb 0AraTOKOMIIOHEHTHOT CTPYKTYPH Y JOKYMEHTAIII1.

Ilynkmyayisa. Po31inoBi 3HaKu y CKJIATHOMY PEUYCHHI.

Kynemypa oinosoco moenenns. llpaBuiibHE IHTOHYBaHHS CIIOJIyYHUKOBHX 1
O€3CMOJIyYHUKOBUX  CKJIQJHMX  pPEYeHb. YCYHEHHS TOMUJIOK Yy  OyJoBi
CKJIQHOMIIPSTHUX PEYCHB 3 OJIHUM 1 KIJIbKOMA MIAPSIAHUMHE, Y BXKUBAHHI CIIOTYYHUX
3ac001B JUTs MOETHAHHS YACTHH CKJIQIHOTO PEUCHHS.

Tema 8. Jloriuna mocaifoBHicTh AOKyMeHTIB. PenaryBaHHs cJIy:K00BHX
JOKYMEHTIB

3aKOH TOTOXKHOCTI, 3aKOH CYNEPEYHOCTI, 3aKOH BUKIIOYCHHS TPETHOTO, 3aKOH
JIOCTaTHbOI OCHOBH.

JloriyHi MOMWJIKM B J0Ka3ax 1 BHU3HayeHHsX. JloBeneHHs, Te3a, apryMEHTH.
Bumoru 1o 1oBeJicHb.

Etanu poboTtu Hag TexcToM. Buam mpaBneHHs TEKCTIB: MpaBIeHHS — YUTAHHS,
MIpaBJICHHS — CKOPOYEHHS, MPABJICHHS — MepepoOKa, mpaBieHHs — oOpoOka. TexHika
npaBiieHHS TeKCTy. KopeKkTypHi 3HaKu.

Jlabopamopno-npakmuuna poooma

[IpaBneHHS TEKCTIB.

Bubip ¢akriB, ix mnepeBipka. AnHami3z (akTuuHoro Matepiany. IlpaBuna
ckianaHHs Oibmiorpadiunux crnuckiB. Bumm Oi0miorpadii. IlpaBuna odopmieHHs



mutar. PemaryBanus TaOmunb. [lpaBuma odopmienns ngokymentiB. I[IpaBuia
CKOpOYEHb B TEKCTAaX JOKYMEHTiB. HamucaHHs 4yucen B JOKyMEHTaX.

Jlabopamopno-npakmuuna poooma

PenaryBanus Tabnuipb.

®opma ciyxboBoro mokymenta. dopmynsip-zpazok gokymenta. Jloriuna
cxema JIOKYMEHTa: BCTYI, JOBEICHHS, BUCHOBKH, 3aKJIOYHA YacTHUHA. AKTHUBHI 1
MACUBHI 3aKJIIOYHI YacTHHU. [IpsaMi 1 HenpsIiM1 3aKJTFOYHI YaCTUHM.

CriocoOu BUKJIaIaHHsI MaTepialy B JOKYMEHTI: PO3IOBi/Ib, OMUC, PO3AYM.

Po3MipeHIiCTh YaCTHH TOKYMEHTY.

PyGOpuxaris. A63am. Hymeparis pyOpuxwu.

3aroyoOBKY 1 MiA3ar0JIOBKH PyOpHK.

CknamaHHs cioy>KOOBUX JOKyMEHTIB. IlomMuiku, sKi 3yCTpI4arOThCA NpH
CKJIaJIaHH1 JIOKYMEHTIB.

PenaryBanHs 3as1B, pO3MHUCOK, JOPYUYEHb, JOBIIOK.

Jlabopamopno-npakmuuna poooma

CxiaanHs Ta pefjaryBaHHsl CIIy>KOOBHUX JOKYMEHTIB (PO3MUCKHU, JTOPYUCHHS,
JTOBIJIKH).

PenaryBanHs HakasiB, pO3MOPSIKEHb, IPOTOKONIB, akKTiB, JOTOBOPIB,
TPYIOBUX yTOJ, JCKJapailiii, 3asBOK, CIy>KOOBUX JHCTIB, aBTOOlOoTpadiii,
XapaKTEPUCTHK, B1ZIOMOCTEHN, OrOJIOIIEHbB, 3alPOIIEHb Ta 1H.

Jlabopamopno-npakmuuna poboma

CknamaHHs Ta peaaryBaHHS CIY>KOOBUX JIOKYMEHTIB (BUTATM 3 HakasiB,
BKa31BKM Ta MOCAJ0B1 IHCTPYKIIIi).

[Iporokon Ta BUTAT 3 NOPOTOKONY. ['pynu MpPOTOKOJIB (CTUCHI, MOBHI,
creHorpagiyHi). BuMoru a0 TeKCTy mpoTokoay. PEKBI3UTH BUTATY 3 MPOTOKOIY.
[Ipu3HaueHHs Ta 0COOJIUBOCTI CKJIaJaHHsI, O(OPMIIEHHS aHOTAIlil, BUCHOBKY.

CxnamanHs pereHsii, BIATyKy. 3BITH Ta iX pi3HOBUU (CTATUCTHYHI, TEKCTOBI).

Jlabopamopno-npakmuuni poo6omu

1. CxnagaHHs CIIyKOOBHUX JIUCTIB.

2. CxajiaHHsl T0B1IKOBO-1H(pOopMaIiitHO1 JOKyMeHTali (POTOKOJIH, OTJISIH,
dakcu, BIATYKH).

3. CkmagaHHsi OpraHi3aIlifHO-pO3MOPSAU0i  JOKyMEHTAIlll (TIOJI0KEeHHS,
CTaTyTH, IpaBuia, IHCTPYKIIii).



Tunosa HaBYAJIbHA NpPorpamMa 3 npeamMera
«OcHOBH npo(eciiiHOl €eTHKH TA NCUXOJIOTisT POOOTH 3 JIOALMW)

KinbkicTh roann
No 3 HUX Ha
3/ Ha3Ba Tremu J1adoparop
. yCbOro HO-
NPAKTUYHI
podoTH
1. | OcHOBHI IICUXOJIOT1YHI MMOHATTS KaTeropii 4 2
2. | lIpodeciiina eTrka poOOTH aaMiHICTpaTOpa 10 6
3. | Ilcuxonoris AOAUHU: TPUPOIHE i COIllaIbHE 2 -
4. | BikoBi 0CO0IMBOCTI OCOOUCTOCTI 4 -
5. | 3aranpHi 1 crierjaipH1 3110H0CT1 2 1
6. | EMoriiino-BoIbOBa chepa 0cOOMCTOCTI 2 1
7 IIcuxosoridyai 0COOIMBOCTI MOBEIHKH, 1X 4 9
" | BpaxyBaHHs
8. | OcoOuCTICTh y TPYIOBOMY KOJICKTUBI 2 -
9. | JlimepcTBO 1 CTHIII KEPIBHUIITBA 4 1
Yevozo 200un 34 13

Tema 1. OCHOBHI ICHXO0JIOTIYHI OHATTHA KaTeropiu

Etuka. Ecreruka. Takt. ETuker. IcTopis NMOXOMKEHHS 1 PO3BUTOK IOHSTH
«ETUKa», «ETUKET». MUCTEUTBO CHUIKYBaHHA. MOBHI 3HaHHS — OJIMH 3 OCHOBHHX

KOMITOHEHTIB MPOQeCiitHOT MATOTOBKHU.

EcteTnka BepOanbHOTrO CIIJIKYBaHHS Ta TEXHIKH MOBJICHHSI.

Jlabopamopno-npakmuuna poooma

[IpoBeneHHsT 3aHATTS 3 eleMeHTaMH TpeHIHry «CHUIKyBaHHS B JAUIOBOMY

CEPEIOBHIIII.

Tema 2. [Ipogeciiina eruka podoTH agMiHICTpaTOpa
ETuker nijgoBoi JIIOAUHH.
Pestome. [IpaBuna BeneHHs criiBoeciau.
Opsr ainoBoi JoauHU. Bi3UTHI KapTKH.
Jlabopamopno-npakmuuni poo6omu

1. Cknaganusi pe3toMe. MoJEnOBaHHS PI3HMX CHUTyalld Opu Mpuiiomi Ha

poOoTy.

2. PonpoBa rpa: «CriBOeciza anMiHICTpaTopa Imi1 yac IpuitoMy Ha poOOTy».




3. Po3poOka Moxeneil imMimKy aaMmiHicTpatopa (IMIIK I10BOT JKIHKH, 1IMIIXK
aJMIHICTpaTOPa-40JIOBIKA).

4. BUroTOBUTH BJIACHY BI3UTKY aJMiHICTpaTOpa.

5. BurotoBiieHHsT MaJIlOHKIB MOJEJIeH OJiITy aaMiHICTpaTopa Yy PI3HHUX
CUTYaIIsX.

Tema 3. IIcuxoJi0risi JTIOAMHU: MPUPOAHE H cOliaIbHe

BusHnaueHHsST TOHSTh  «IHOWBII», «OCOOUCTICTB», «IHIWUBIIYATBHICTHY.
[TpupoaHo 00yMOBIICHI TTEpEAYMOBH PO3BUTKY ocobucTocTi. CorianbHO 00yMOBIICHI
dakTtopu craHOBIEeHHS ocoOucTtocTi. llcuxomoris ympaBiiHHSA MEpcOHANIOM, i
peaMeT, 3aBAaHHs Ta 3MicT. OCHOBHI METO/IM IICUXOJIOT1] YIIPaBIIiHHS MTEPCOHAIIOM.

Tema 4. Bikosi 0co0mBOCTI 0cO0OMCTOCTI

Bik ta po3BuTok ocobuctocti. Po3BuTOK ncuxiyHux QyHKIiH groquHu. Bikosi
OCOOJIMBOCTI PO3BUTKY IaM'sITi, MUCJICHHS Ta yBaru. BikoBi 0COOIMBOCTI PO3BUTKY
yyiHOCTI. Bik Ta ocBita. 3ajexHICTh 1HTENEKTyaJdbHUX (PYHKIIIH BiJ MOBHOTO Ta
MOTOpPHOTO HaB4aHHs. Po3BuTOok BepOanmpHUX Ta HeBepOanbHuX GyHKIIA. [lepioa
HaWOLIbII BHUCOKUX JIOCATHEHb MpOdeciiiHOl MIsUTbHOCTI. 3ajie’KHICTh OCHOBHHX
XapaKTePUCTUK TICHMXIKA BIJT OCHOBHOI COIIadbHOI ISUIBHOCTI JIOJUHH. Bik Ta
npodeciitnuit  pict (kap'epa). Bik Ta TpymoBmii cTaxk. BpaxyBaHHA BIKOBHX
0COOJIMBOCTEW MPALIBHUKIB B MPAKTHII YIIPABIIHHA Ta POOOTH 3 IEPCOHATIOM.

Cratp Ta ocobnmBocTi mnpodeciiiHoro Bubopy. CraTeBl BIIMIHHOCTI
3a10H0CcTel. OCOOIMBOCTI IMI3HABAIBHOI MISUIBHOCTI YOJIOBIKIB Ta KIHOK. OCHOBHI
TUIHA PO3BUTKY OCOOMCTOCTI y 4OJIOBIKIB. OCHOBHI THUIIM PO3BUTKY OCOOMCTOCTI Y
KIHOK. BUKOpUCTaHHS OCHOBHHUX MCHXOJIOTTYHUX OCOOJIMBOCTEN YOJIOBIKIB Ta KIHOK
IpU KOMIUIEKTAIli KOJEKTUBIB Ta 3aMILIEHH1 YNPaBIIHCbKUX Mocajd. BpaxyBaHHs
CTaTEeBOBIKOBHX OCOOJIMBOCTEH MpHY OpraHizailii B3a€EMO/Iii Ta A1JIOBOTO CIIJIKYBaHHS.

Tema 5. 3arajabHi Ta cnmeniajJbHi 3i0HOCTI

[aTepecu Ta 3axoruieHHs. 310HOCTI Ta iX B3aEMO3B’ 30K 3 IIJIECTIPSIMOBAHICTIO
ocobuctocti. 3aranbHi 3710H0cTI. CnenudivHi TANA Joed (XyT0KHIM, po3yMOBUH
Ta cepenHii). Tumm MuciaeHHs Ta iX ocoOnmBocTi. CrerianbHi 3a10H0CTI. 3M10HOCTI
I0JI0 YNpaBJiHHA. MeTOAM BU3HAYCHHS 3aTAJIbHUX Ta CICHIAIbHUX 3/11I0HOCTEH Ta 1X
BUKOPUCTAHHSA B YIIPaBIIHHI IEPCOHATIOM.

Jlabopamopno-npakmuuna po6oma

BusiBnieHHss 3arajgpHUX 1 CHOEMiadbHUX 3110HOCTEH 1 X BUKOPUCTAHHS B
YIOPABIIHHI TEPCOHATIOM 32 JI0MOMOTOK METOIUKH.

Tema 6. Emouiiino-BoJIb0OBa cdepa ocoducTocTi

Emonii ta mouyrtrts. JliarHOocTHKa €MOIIITHOrO CTaHy B yMOBax TPYAOBOI
TiSTEHOCTI. BpaxyBaHHS €MOIIHOTO CTaHy MPAIiBHUKIB B MPAKTHIN YIIPaBIIHCHKOI
TUSTTEHOCTI. BUSBICHHS €MOIIHHOTO CTaHy TMPAIIBHUKIB Bi3yaJIbHUM CIIOCOOOM.
Bonbosa chepa ocodbucTocTi Ta 0COOTUBICTS ii BUSBIECHHS. [ OTOBHICTH 10 pU3HKY Ta



cnocobu ii Bumipy. Cuiia BoJli Ta MeTOAM ii BU3HAUEHHS. BU3HAUEHHS BOJHOBHX
SIKOCTEH TpaIliBHUKIB B MPAKTHUIIl PpOOOTH 3 IEPCOHAIIOM.

Jlabopamopuo-npaxmuuna pooboma

JliarHOoCTHKa €MOIIIMHUX CTaHIB B YMOBaX TPY/I0OBOi MisTBHOCTI

Tema 7. IIcuxos10riuHi 0C00JIMBOCTI NOBEAIHKH, IX BpAXyBAHHS

Tunu TemmepaMeHTIB Ta OCOOJMBOCTI iX BHM3HAUYEHHSA. XapaKTEPUCTUKH
OCHOBHHMX THIIIB TEMIIEpaMEHTy. MeToau BU3HAYCHHS THITIB TEMIIEPAMEHTY.
®opmyBaHHA HaBUYOK poOOUOi MisimbHOCTI. Tunu HepBoBoi cuctemu. ExcrpaBeptu
Ta 1IHTPOBEPTH. TeMIepaMeHT Ta €MOIIWHWK cTaH. TeMrepaMeHT Ta OCOOIHMBOCTI
npodeciitHoro Bubopy. BpaxyBaHHS THUIIOJIOTTYHHX OCOOIMBOCTEH MpaIliBHUKIB MPH
yOpaBJiHHI TEpcOHAJIOM. TemmepaMeHT 1 XapakTtep. XapakTtep Ta mnpodeciiiHa
noBeniHka. Jlroacbka moBemiHka. ColliajJbHa THIOJOTIS TpalliBHUKIB. MeToau
BUSIBJICHHS XapaKTEPHUX 0COOJIMBOCTEN MPAIliBHUKIB.

Jlabopamopuo-npaxmuuna pooboma

Bu3zHnayeHHs TUIIIB TEMIIEPAMEHTY.

Tema 8. OcoOUCTICTB y TPYI0BOMY KOJECKTHBI

CoulanpHl HOPMH, COLIAJIBHUM KOHTPOJb Ta cowmiaibHl poii. Ilpodeciiina
JISTBHICTh Ta CHUIKYBAaHHS B YMOBAaX COLIAJIBHOIO KOHTPOJIIO. 3aKOHOMIPHOCTI
COpUMHATTS JoauHu  moauHoro.  Koudmikr, Bugu koHdmiktiB. Crparerii
yperyatoBaHHS KOH(MIIKTHUX CUTYaIIH.

MexaHi3M TpPyHOYTBOPEHHS Ta TPYIMOBOTO PO3BUTKY B YMOBaxX TPYIOBOI
isIbHOCTI. TakT KepiBHMKA Ta HOro poib B YHPaBIIHCHKIN AISIBHOCTI. YMOBH
BUHUKHEHHS CHUMMATI Ta aHTUNaTii y BUpOOHWMYMX yMoBax. CyMICHICTh Ta
CHiBpOOITHUIITBO, iX 3HAYEHHS 1 (POPMYBaHHS ONTHUMAIBHOTO TCHUXOJOTIYHOTO
KIIMaTy B KoyiekTuBi. DopmyBaHHS Ta MOCTIIPKEHHS 3a/J0BOJICHHS pPOOOTOI0 B
TPYAOBHX KOJIEKTUBAX.

Tema 9. JlizepcTBO i CTHIII KepiBHUIITBA

Teopii migepcTBa Ta ix 3micT. Jligepu cuTyaTUBHI Ta MOCTIHHI. 3MICT MOHATH:
migep Ta kepiBHUK. CTWIII JiIepcTBa Ta KEpiBHULTBA. TUNM JiaepiB Ta iX OCHOBHI
XapaKTePUCTHKH.

3aJIeKHICTh CTHIIO KEpIBHUKA Bl MNPOQPECIHHOrO [IOCBIAY YNpPaBIIHHS.
VYrpaBiiHCBKI cTpaTerii Ta 1HAUBITYaJIbHO-TICUXOJIOTTUHI OCOOJIMBOCTI KEPIBHUKIB.
OnTuManabHl HOPMH YIpPaBIiHHA Ta iX BpaxyBaHHS B NPAKTHUIl KEpiBHUIITBA.
Excrepnanu Ta iHTepHANIM B yIpaBiIiHHI. 3aragbHa MOJIEIh BUOOPY Ta BUKOPUCTAHHS
YIPaBIHCHKUX KaapiB. [IcuxomoriyHi OCHOBH YIPaBIiHCHKOI MiTOTOBKH.

Etnuni ocHOBM mpodeciiiHoro crmiikyBaHHS. 3acoOu (GhOpMyBaHHS MEPIIOTO
BpaXEHHSI PO JIIOJUHY TIpW criikyBaHHi. Opranizaimis Oeciiy mpu npuiiomi Ha
po6oTy. ColiasbHO-TICUXOJIOTIYHI BUMOTH JI0 TIpoBeieHHs Oecimu. OCHOBHI BUMOTH
IIOJI0 BHUBYEHHS AHKETHUX JaHUX MpamiBHUKIB. KynbTypa MOBH Ta 3KecCTiB.



CmiBbOecima sk METOJ] BUBUEHHS CIiBpoOiTHMKA. OpraHizailis Oecia 3 MmepCoOHAIOM.
OCHOBHI BHMOTM [0 KEpIBHMKA $IK opraHizaropa mnpodeciiiHOro CHiuIKyBaHHS.
[Icuxomnoriuni mpuiioMu €(EKTUBHOTO BHUCIYXOBYBaHHS. I[ICHXOJIOT1YHI OCHOBH
nyOniyHUX BUCTYIIB. OCHOBHI XapaKTEPUCTUKKA HEMOBHOTO CHUIKYyBaHHS. Po3nuToK
3110HOCTEM CAaMOKOHTPOJIIO IIPH CHIKYBaHHI.

Jlabopamopuo-npaxmuuna pooboma
BuzHaueHHs Ta BpaxyBaHHS CTHJIIB JiepcTBa B KOJICKTHBI.



TunoBa HaBYaJIbHA MIpOrpamMa 3 npeaMera
«IadopMaliiiHO-KOMII’OTepHE 320e3MeYeHHs VIIPABJIIHHS MePCOHAJIOM

MiINPUEMCTBAY
KinbkicTh roaun
Ne Tema 3 HHX HA
3/m YEBOro | jagoparopu
CyTHICTb Ta OCOOJMBOCTI BUKOPHUCTAaHHS
1. |indopmamiiiHux  TexHONOri y  poOoTi 1
azgMiHICTpaTopa
TexHoorli BUKOPUCTaHHS ONEpaliiHOI CHUCTEMU
2. : 3 2
Windows
3 Ig(bopMauiﬁHi TEXHOJIOTIi B CHUCTEMax YIpaBIiHHS 5 4
1ITPUEMCTBOM
4 Buxopucranns MO>KJIMBOCTEH TaOJINYHOTO 6 5
" |mpouecopa Microsoft Excel
5 CrBopenHss 0Oa3u manux 3acobamu  Microsoft 8 5
" |Access
6. |CydacHi 3ac00M OPTTEXHIKH 2 1
/. |Kowmm’totepHi Mepexi B poOOTi afMiHICTpaTOpa 8 6
Ycbozo zooun 34 24

Tema 1. CyTHicTh Ta 0C00IMBOCTI BUKOPHCTAHHSA IHGOPMALIITHUX TEXHOJIOTIH Yy
po0oTi agmiHicTpaTopa

Cytp 1HQopMamii, I1HQOpMAUIMHUX TEXHOJOTIM Ta iX KiIacupikamis.
Oco0auBOCTI BUKOPUCTAHHS 1HPOPMALIMHUX TEXHOJIOTIH y poOOTI aAMiHICTpaTOopa.

Tema 2. TexHoJiorii BUKOpHCTaHHSA onepaniiiHol cucremu Windows
Xapakrepuctuka onepaniinoi cuctemu Windows, cdepa i BUKOPUCTaHHS.

[Ipu3zHauenHss MeHemkepa mnporpaMm. BukopucrtanHs meHemkepa ¢ainiB. OOMIH

JAHUMHU MDXK TIporpaMamMu. 3aXuCT Ta apXiByBaHHs 1H(opMaIrii.
Jlabopamopno-npakmuuni poo6omu

1. Po6Gora 3 enemenTamu (haitsioBO1 cUCTeMHU (MankamMu, ¢hanaamu, sipIuKamm).

2. PobGota 3 mporpamoro «[IpoBigHIK» Ta MporpaMaMu-apXxiBaTOPaMHU.

Tema 3. IndopmaniiiHi TeXHOJIOTII B CHCTeMAaX YNIPABJIIHHS MiINPUEMCTBOM
Knacudikamis iHbopmMamiitHuX cucrem ynpasmiHHSA. [laketn ympaBmiHHS
nignpueMcTBoM.  Komruiekcn — aBTOMaru3alii  yOpaBiiHHS — M1IIPUEMCTBOM.
[lopiBHSTIbHA XapaKTEpUCTHUKA OCHOBHMX CHUCTEM YIPaBIiHHSA MIJIPUEMCTBOM.
Cucremu aBTOMaTHU3aIlli JOKYMEHTOOOITY.
Jlabopamopno-npakmuuni po6omu



1. Pobora 3 mporpamMHuM 3a0e3MeUeHHsSM s aBTOMAaTu3alii  yNpaBIiHHS
M1IPHEMCTBOM.
2. Pobora 3 aBroMartu3ariii J0KyMeHTOOOITy.

Tema 4. BukopucranHsi MOKJINBOCTel TabamuHoro mpouecopa Microsoft Excel
Bukopucranas MoxximBocTed TabiauyHOro rmporiecopa Microsoft Excel.
CtBOpeHHSs, pearyBaHHs Ta GOpMaTyBaHHS €IEKTPOHHUX TAOIHILb.
CrtBopeHHs rpadikiB, aiarpaM Ta IMOMIYK JaHUX y Tabnumi. Benenus
¢dinaHCcoBOi 3BITHOCTI 3a gonomororo Microsoft Excel.
Jlabopamopno-npakmuuni poo6omu
1. PobGora 3 Tabmuisamu B cuctemi Microsoft Excel. CtBopenHs1, 00poOka Ta momryk
JTAaHUX B CICKTPOHHUX TAOIHIIIX.
Benenns po3paxyHkiB B cucteMi Microsoft Excel.
[Tomryk 1aHUX B €JIEKTPOHHUX TaOIUIISX.
CrtBopenHnsi rpadikiB Ta mgiarpamy cucrtemi Microsoft Excel s anamizy
JISTTBHOCTI ITAIPHEMCTBA.
5. Benenns dinaHCcoBOi 3BITHOCTI 3a onomoror Microsoft Excel.

N

B~ w

Tema 5. CTBopenns 60a3u nanux 3acodamm Microsoft Access

OcHOBHI TIOHATTS peysAliHuX 6a3 nanux. Etanu cTBopeHHs pesiiiinoi 6a3u
JAHUX MIANPUEMCTB TOTEIBHOTO rocnojapcTBa. Tumu 1HPOpMalIMHUX 3B’SI3KIB Y
Mozensax nanux. OcoOIMBOCTI CTBOPEHHS 0a3u JaHUX «AJMIHICTpaTOp» 3aco0aMu
CVYBJI Access.

Jlabopamopno-npakmuuni pooomu

1. CtBopeHHs 6a3u JaHUX «AJIMIHICTPATOp» MJIsl YIPABIIHHS MiANPUEMCTBOM
B cucTeMi Access: poOoTa 3 TaOIUISIMU.

2. CTBOpeHHs 0a3u JaHUX «AJIMIHICTPATOP» MJIsl YIPABIIHHS MiANPUEMCTBOM
B cHCTeMi Access: MOIIYK Ta COPTYBAHHS TaHUX B TAOJIMIISIX.

3. CtBopeHHs 0a3u JaHuX «AJMIHICTpaTOP» JJIsl YIPABIIHHSA M1IITPUEMCTBOM
B cucTeMi Access: poboTa 3 hopMamH.

4. CTBOpeHHs 0a3u JaHUX «AJIMIHICTPATOP» MJIsl YIPABIIHHS MiANPUEMCTBOM
B cucTeMi Access: poOoTa 13 3aluTamH.

5. CtBopeHHs 6a3u JaHUX «AAMIHICTpATOP» IS YIPABIIHHS M1IITPUEMCTBOM
B cucTeMi Access: poOoTa 13 3BITaMH.

6. CTBOpeHHs 06a3u JaHuX «AAMIHICTpaTOP» ISl YIPaBIIHHS M1AIPUEMCTBOM
B cucTeMi Access: po0oTa 3 MaKpocaMu Ta CTOPIHKAMM.

Tema 6. CyuacHi 3ac00M OpPrTexXHIKH

Knacudikauist 3aco6iB oprrextikd. 3acoOuM KoMyHikarii 1 3B’s3ky. Criocoou
nepenadi iHpopmarii. Tenedhonnuit 3B’s130Kk. PamioTenedoHHU 3B 30K, CHCTEMH
COTOBOrO 3B’s3Ky. [lepcoHanbHMII CymyTHUKOBUUM 3B’SI30K, MEWIKUHTOBI CUCTEMU
3B’SI3Ky,  Bieo3B’si30k.  ®Dakc.  BukopucTtaHHs ~ CKaHEpiB,  KOIIIOBaJILHO-
PO3MHOXKYBaJILHUX 3ac00iB 1 3ac001B BimoOpakeHHs iH(popmartii. OCHOBHI BiJIOMOCTI
PO MYJIBTUMEIIMHI TEXHOJIOTII 1 €JIEKTPOHHI KaTaJorv. AmapaTd IJis 3HUIIECHHS
JIOKYMEHTIB.



Jlabopamopno-npakmuuna poooma
BukopucraHnHs ckaHepiB, KOIIIOBaJIbHO-PO3MHOKYBAJIbHUX 3aC001B 1 3aC001B
BiToOpakeHHs 1HpopmMaIlii, 3aco0iB 3HUIIICHHS JOKYMEHTIB.

Tema 7. Komm’rorepHi Mepexki B po0oTi agmMiHicTpaTopa

[Tinkmouennss no Internet. Cioyx6u Internet. Ilomyk indopmarnii B Mepexi
Internet. PoGoTta 3 momykoBuMu cuctemMaMu. PoOoTa 3 €JleKTpOHHOIO MOIITOIO:
BiANpaBKa Ta OTpuMaHHs JucTiB. [lepemauya ¢aiiniB 3a TOMOMOTOI0 E€IEKTPOHHOI
TOLITH.

Jlabopamopno-npakmuuni poo6omu
1. PoGota 3 momrykoBuMu cucreMamu. Binkputts ta neperysng Web-CTOpiHOK.
2. Po6oTa 3 eeKTpOHHOO TOTITOIO.
3. Ilepenaua daitmiB 3a JOTOMOTOIO €JIEKTPOHHOT ITOIITH.



TunoBa HaBYaJIbHA MIpPOrpaMa 3 npeamMera
«IHo3eMHa MOBa 32 npodeciiHuM CIIPAMYBAHHAM)

Ne Tema KinbkicTh roann
3/m yChOro 3 HUX HaA
J1adOpaTOpPHO-
NPAKTUYHI

podoTH
1. | MoBlIeHHEBUHN €TUKET CILIKYBAaHHS 6
2. | Pobora agMiHicTpaTOopa 10
3. | Pobora 3 mepconanomMm 6
4. | Pobora 3 kieHTaMU 12
5. | [npopmamiitHO-KOMYHIKAaIIiiHI TEXHOJOT1i B poOOTI 6

aJMiHICTpaTopa

Ycvozco 2o0un | 42

Tema 1. MoBJ/IeHHEBHIT €THKET CHIIKYBAHHS

Jlexcuka: @opMu 3BEpTaHHSI, IPUBITAHHS, 3HAIOMCTBO, 3aIPOLLEHHS, MOKA,
IIPOIAHHS.

I'pamaruka: IMeHHUK, HOTO MHOKUHA. APTUKJIL. [IpuiiMEHHUKN 3 TOHATTAMHU
MICIIS, 9acy 1 KaJaeHaaps.
Tema 2. PobdoTa agmiHicTpaTopa

Jlexcuka: IlepconanbHl SIKOCTI aaMiHICTpaTopa. IMiK aaMmiHICTparopa
(moBefiHKa, 30BHIIIHIN BUTJISLA, MOBa). Bi3uTHa kaptka, odopmiieHHs. [Ipodeciiini
gakocTi aamiHicTparopa. Ctuni ynpasmiHHs. PoOode wmicue aaMmiHicTpaTopa. 30Ha
00CITyrOBYBaHHS BiJBilyBauyiB.

['pamatuka: cTyreHi MOPIBHSHHSA NMPUKMETHUKIB, KOHCTpyKii there is/ there
are.
Tema 3. PoOoTa 3 mepconanom

Jlexcuka: Kracudikaiis B3a€MOBITHOCHMH B OpraHizamisix. YTpaBIiHHSA Yy
KpU30BHX cuTyarlisx. [[isoBa Hapaga, mpoMoBa.

['pamartunka: Haka30BHit crioci6 mieciosa, Conditionals.
Tema 4. PoOoTa 3 KiIieHTAMH

Jlekcuka: IIpaBa Ta 000B’s3kM KiieHTa. JIiJIOBI NpHHOMH, II€PETOBOPH.
Teneponni po3moBu. [lokymenrtaiiis. Bumorun no odopmiieHHs 3asBH, IOMOBIII,
BIJITYKY, IJIaHY pOOOTH, A1JIOBUX JIUCTIB. 3alIOBHEHHS PE3IOME, JKUTTEIUCY, AHKETH.

I'pamatuka: monanbeHi nieciioBa, Continuous Tenses, Perfect Tenses, Passive
Voice.
Tema 5. IndopmaniiiHo-KOMyHIKaLiiHi TEXHOJIO0TII B po0doTi agMiHicTpaTopa

Jlexcuka: Intepuer. ®@akc. Enektponna nomra, e-mail. Pexnama.

['pamartuka: Y3roaxeHHs 4yacis.




TunoBa HaBUYaJIbHA NIporpamMa 3 npeaMera
«OxopoHa npami»

Ne KinbkicTh roann
3/ Tema 3 HUX Ha
n Jadoparop
yCbOTro HO-
NPAKTUYHI
podoTH
1 | IIpaBoBi Ta opranizaiiiiiii OCHOBH OXOPOHH Ipalii 4 -
2 | OcHOBH O€3IeKH Tpalll B rajgy3i. 3arajibHi BiJIOMOCTI -
mpo noTeHiian Heoesnek. [lcuxonoris 6e3nexku 8
npairi. Opranizaiiisi poOOTH 3 OXOPOHH Mpalli
3 | OcHoBH TIOKEKHOI Oe3mekn. Bubyxonebes3neka 4 -
BUPOOHHMIITBA 1 BUOYX03aXHUCT
4 | OcHOBH eneKkTpoOe3neKu 4 -
5 | OcHOBHU TiTi€HH Mpall Ta BUPOOHUYOI CaHiTapii. 4 -
MennuHi orjsaau
6 | Haganus nepioi 701moMOry NoTepIiiuM Mpu 6 -
HENIaCHUX BHUIMAJIKaxX
Yecvozo 2ooun 30 -

Tema 1. IIpaBoBi Ta opranizaniiHi OCHOBM 0XOPOHHU IpaLi

3MICT TIOHSITTA «OXOPOHA Mpalli», COIialbHO-€KOHOMIUHE 3HAYEHHS OXOPOHU
npaii. Meta 1 3aBganHs npeameta «OxopoHa mpaili», 00CAr, 3MICT 1 MOPSAI0K HOro
BUBYEHHS. /[04aTKOBI BUMOTHM I10/I0 BUBYEHHS MPEIMETa MPU MiAroTOBIIl pOOITHUKIB
JIJIsi BAKOHAHHSI pOOIT 3 MiABUIIIEHOIO HEOE3MEKOIO.

OCHOBHI 3aKOHOJaBYl aKkTU 3 OXOpoHM mpaul: KoHctutyiis Ykpainu, 3akoH
VYkpainn «IIpo oxopony mparii», Komekc 3akoHiB mpo mpair YKpaiHu, 3aKoH
Vkpainn «[Ipo 3arambHO000B’S3KOBE JEp’KaBHE COIlllalibHE CTpPaxyBaHHS BiJ
HEI[aCHOTO BWMAJKy Ha BHUPOOHUITBI Ta MPOQPECIHHOTO 3aXBOPIOBAHHS, SIKI
COPUYMHUIIM BTpaATy TMpane3aaTtHocTi», OCHOBM 3aKOHOJIaBCTBA YKpaiHM TIPO
OXOpOHY 3710poB’s, 3akoH Ykpainu «IIpo nmoxkexny 6e3neky», 3akon Ykpainu «IIpo
BUKOPUCTAHHS SJICPHOI €Heprii Ta pamiaiiiiny Oe3mnexky», 3akoH Ykpainu «IIpo
3a0e3MeYeHHs] CaHITApPHOTO Ta EMiAEMIYHOTO OJIaronoyiyyysi HACEeJCHHS», 3aKOH
VYkpainu «IIpo KoJIeKTHBHI JOTOBOPH 1 yTOAW» TOIIIO.

OcCHOBHI HOPMaTUBHO-TIPABOB1 aKTH 3 OXOpoHW mpaii. [IpaBo rpomansH Ha
OXOpOHY TMpall NpH YKIaJaHHI TPyJAoBOro nporoopy. [IpaBuna BHYTPILIHBOTO
TPYAOBOTO PO3MOPSAAKY. TpuBamicTe pobodoro gHs mparliBHUKIB. KoJeKTUBHMIA
JIOTOBIp, MOTO yKJaJaHHS 1 BUKOHAaHHS. [IpaBa mpamiBHHUKIB HAa OXOPOHY Mpall Mij
gac poOOTH Ha MIANPUEMCTBI, Ha MIJIBIM 1 KOMIIEHCAIlT 32 Ba)KKi Ta IIKIIJIMBI YMOBH
npari. OxopoHa mparli >KIHOK 1 HEMOBHOJITHIX. BiAMOBIJaNbHICTE 32 MOPYIICHHS
3aKOHO/IaBCTBA MPO MPaLll0, OXOPOHY Mpalli, HOPMAaTUBHO-TIPABOBUX AKTIB 3 OXOPOHU

mpari.



Jlep>xaBHe ympaBiliHHS 0XOpOHOTO mpaiii. CorlianbHa MOJITAKA MIOI0 aTeCTaIli
pobourx MiICIlb 3a yMOBaMH IIipalll Ha BIJMOBIIHICT, BHMOraM HOPMaTHUBHO-
MIPABOBUX aKTIB 3 OXOPOHH Mparii.

Jlep>kaBHUI Harjsig 3a OXOpoHOIO mpail. OpraHd Jep:KaBHOTO HArjsgy 3a
OXOpoHOIO Tmparni. ['poMajacekuii KOHTPOJIb 3a JOJEPKAHHSIM 3aKOHOJABCTBA PO
OXOpOHY TIpaili, TOBHOBa)KEHHSI 1 MpaBa MpoQCiJIOK Ta YIOBHOBAXEHUX HAMaHUMU
mpariBHUKaMH 0Ci0 3 TUTaHb OXOPOHH Ipalli.

HaBuanHs 3 mnuTaHp OXOpOHM Tpaii. THUIOBE TMOJOXKEHHS MPO MOPSAIOK
HaBYaHHS 1 MEPEBIPKY 3HAHb 3 MUTAaHb OXOPOHM Mpalli, IKE BCTAHOBIIOE MOPSAOK 1
BUIM I1HCTPYKTaXIB 3 OXOpOHH mparli, (GOpMU MEpeBIpKH 3HAHb MPALIBHHUKIB 1
1ocaI0BuX 0cio.

OCHOBHI 3aBJIaHHSI CUCTEMH CTaHAAPTIB Oe3MeKH Mpalll: 3HIKEHHS 1 YCYHEHHS
He0E3MeYHUX Ta WKIJMBUX BUPOOHUYUX (PAKTOPIB, CTBOPEHHS €()EKTUBHUX 3aC0O01B
3axucty  mpaimiBHUKIB.  [lopsmoxk — 3abe3nedyeHHss  MpalliBHUKIB  3aco0aMu
1HJIUBITyaJIbHOTO Ta KOJIEKTUBHOTO 3aXHCTY.

[TonsiTTs mpo BuUpoOHHMYMN TpaBMaTu3M 1 mnpod3axBoproBanHs. HermacHi
BUMAJKWA, TOB’SA3aHI 3 Tpaler0 Ha BUPOOHUITBI 1 moOyToBi. be3meka mpami i
3I0pPOBHI CIIOCIO KUTTS. AJKOToJIi3M 1 Oe3reka mnpari. [Ipodeciiini 3aXBOpIOBaHHS 1
npodeciitHi orpyeHHsi. OCHOBHI IPUUMHU TPaBMATU3MY 1 MPOQECIHHUX 3aXBOPIOBAHb
Ha BUPOOHUITBI. OCHOBHI 3aX0Ju 3anmo0iraHHs TpaBMaTU3MYy Ta 3aXBOPIOBAHHS Ha
BUPOOHMIITBI:  OpraHi3aliiiHi, TEXHI4HI, CAaHITAPHO-BUPOOHMYI,  METOIUKO-
npodinaktuyHi. CouianbHe CTpaxyBaHHS BlJ HEIIACHUX BUMNAAKIB 1 MpodeciiiHuX
3axBopioBaHb. ColliayibHa 1 Menu4yHa pealuiiTamis npauiBHUKIB. Po3ciimyBaHHs Ta
OOJIK HeNlaCHMX BUIAJKIB Ha BUPOOHHUITBI, MNpPOQEciiHUX 3aXBOPIOBAHb 1
npodeciiiHuX OTPYEHB.

Tema 2. OcHoBM O0XOpOHM mpani B rauaysi. 3araabHi BiZomocTi mpo
noreHmian HeOe3nmek. Ilcuxosioris Oe3mexkm mnpami. Opranizamis poéoTu 3
OXOPOHM mpani

3aranpHi1 UTaHHA 0XOpOoHHM mpaiii. [lepernik poOiT 3 MABUIIIEHOIO HEOE3MEKOIO,
JUTSI TIPOBEAICHHS SIKUX MOTPiOHE CcrieliiadbHe HaBYAHHS 1 IMIOpIYHA MMepeBipKa 3HaHb 3
OXOpOHHU TIpari.

3aranpHl BIOMOCTI TIpO TOTeHIian HeOe3nek. OCHOBHI HEOE3MEKH M Yac
MPOBEICHHS POOIT 3a npodeciero aaMiHICTpaTOp.

BupoOHuumii TpaBMatu3M. 3anoOiraHHsd BUPOOHMYOMY TpaBMaTU3My Ha
pobGodomy wmicii, Oe3nedHi crnocoOu BUKOHAHHS poOIT aamiHicTparopa. Ilpuumnu
BUPOOHMYOTO TpaBMaTtu3My. Po3ciigyBaHHd Ta OOJIIK HEIIACHUX BHIIAJKIB Ha
BUpoOHULITBI. [TOpsAAOK CKIaiaHHs aKTa Mpo HEIlaCHUM BUMaA0K. BiAmoBinanbHICTh 3a
MOPYILIEHHS MpaBWJI eKCIUTyaTalii oOnanHaHHsA. [{ii o0CIyroByrouoro nepcoHaiy B
aBapiitHii cuTyari.

[lepenik poOiT 3 migBHIEHOK HeOe3neko. Bumorum Oesneku mparl mpu
eKCIUTyaTarlii MarmuH. 30H1 0e3MeKH Ta X oropopkeHHs. OO0’ €KTHBHI 3aC00M 3aXUCTY.
Cy0’exTuBHI 3acobu 3axucty. CBITJIOBa Ta 3ByKOBa curHamizauis. [lonepemkyBanbHi
HAMKUCH, CUTHATIbHE (papOyBaHHS.



3aco0u 1HAMBIAYaTFHOTO 3aXUCTY BiJl HEOE3MEUHUX 1 MIKIJUIMBUX BUPOOHHUMX
daktopiB. Crienoasr, CHenB3yTTsS Ta 1HII 3acO0U 1HIUBITYAILHOTO 3aXHCTY. 3aXUCT
BiJl IIyMy. 3axXWCT BiA TwiIy. 3axWCT BiJ razy. 3axwWcT Bij BiOparii. 3axucT Bij
HECIIPUATIMBUX METCOPOJIOTTYHUX YMOB. MiKpOKJIIMAT BUPOOHUYMX MPUMIIIICHb.

[Ipunagu KOHTpoNO O€3MEYHMX YMOB IIpallli Ha poOoYoMy  Miclii
aJIMiHICTpaTOpa, MOPSAIOK X BUKOpPHUCTAaHHA. [IpaBuia mOTisay 3a ycTaTKyBaHHSM i
IHCTpyMEHTaMH, 1X Oe31eyHa eKCIuTyaTarris.

[IpaBuna Ta 3axoau MO0 TMONEPEHKEHHS HEIMACHUX BUMAIKIB 1 aBapiid, sKi
XapakTepHi 17 npodecii aaAMiHICTpaTop.

Bumorn Oesnekn y HaBYAIBHHMX, HABUYAIbHO-BUPOOHUYHMX MPUMIMIEHHSIX
HaBYAJIBHUX 3aKJIaIiB.

dizionoriyHa Ta TCUXOJOTIYHA OCHOBa TPYAOBOro mporecy (O0e3yMoBHI Ta
YMOBHI1 peIeKcH, X BIUIUB Ha O€3MeKy mpaiii).

[Icuxomnoris 6e3neku npaiii. [IpucTocyBaHHs JIOAUHY 10 HABKOJUIITHIX YMOB B
mpoiieci mnpaii (MO4yTTs, BTpUMaHHA, yBara, maM'siTb, ysiBa, €MOIlli) Ta iX BIJIUB Ha
Oe3reKy mpari.

[lcuxodizuuni (gakropu yMOB mpaill (IPOMHCIOBA €CTETHKA, PUTM 1 TEeMI
po06oTH, BUpOOHMYA TIMHACTHKA, KIMHATH TICUXOJOTIYHOTO PO3BAHTAKEHHA) Ta iX
BIUIUB Ha OE3IeKy mparii.

Bumorn HOpMaTHBHO-TIPAaBOBUX aKTIB PO OXOPOHY IMpalll MIoA0 Oe3NneKu
BUPOOHUYUX MPOLIECiB, 00JIaIHaHHS OY/IBEJb 1 COPY/I.

[lepenik poOIT 3 MiIBHILIEHO HEOE3NEKOI Ta poOiIT, I SIKUX € MoTpeda B
npodeciiiHoMy n000pi; oprasizaiis Oe3leKH Mpali Ha Takux poOoTax 3TrigHO 3
HOPMaMH Ta MpaBUJIaMHU.

OcobOmuBocTi  Oe3meku  mpami — aaMiHicTpatopa.  MOXIMBI  HACHIAKU
HEJOTPUMAaHHS MPaBUJl OE3MEKH Mpalll Py BUKOHAHHI POOIT.

Opranizaiis pobotu 3 oxopoHu mnpami. Opranizaifiss BeIeHHS poOIT 3
IIBUIIICHOIO HEeOe3MeKo abo Takux, Jie € moTpeda y nmpodeciitHomy 1000pi.

3anoOiraHHs BAHUKHEHHIO aBapiii TeXHOTeHHOTO xapakTtepy. [1nan eBakyariii 3
MpUMIIIEHB Y pa3i aBapii.

Tema 3. OcHoBuH mnoxexHoi Oe3nmeku. BuOyxoneOe3meka BHPOOHHUITBA i

BHOYX03axXHCT

XapakTepHi MPUUMHU BUHUKHEHHS MTOKEX: TIOPYIICHHS TPaBUI BUKOPUCTAHHS
BIJIKPUTOT'O BOTHIO 1 €JIEKTPUYHOI €HEprii, BAKOPUCTAHHS HEMIATOTOBJIEHOI TEXHIKU B
MOKEKOHEOE3MEYHNX MICIAX: MOPYIICHHS MPaBWJI BHUKOPUCTAHHS OIMATIOBATHLHUX
CUCTEM, €JEeKTPOHArpiBajJbHUX NPWIAJIIB, BIJACYTHICTh 3aXHCTy BiJ OJMCKaBKH,
auTsdl mycroti. [loxexoneOe3neuHi BIaCTUBOCTI PEYOBHH.

Opranizailiiiii Ta TEXHIYHI MPOTUTIOKEKH1 3aX01u. [1oxkexkHa curHamizallisl.

l'opinHsg pedyoBWH 1 cmocoOu Horo mpumnuHEHHS. YMoOBHU TopiHHA. Cnanax,
3amajieHHs, caMoO3amaJeHHs, TOPiHHSA, TIiHHA. JIerko3aMMuCTI ¥ Toproul piavHH.
3aiiMUCTI, BaXKKO3AaMMUCTI 1 HE3alMHCTI PEUYOBHMHHU, MaTepiaal Ta KOHCTPYKIIIi.
[ToHSTTS BOrHECTIHKOCTI.

BorueracHi peyoBHMHM Ta MaTepiaia: piauHA, MiHA, BYTJIEKUCIOTA, MICOK,
MOKpHBaJa, iX BOTHEracHi BIAacTUBOCTI. [loxkekHa TexHiKa Ui 3aXHCTy OO0 €KTIB:



MOKEeKHI MAaITMHU, aBTOMOOUTI Ta MOTONOMIIM, YCTAaHOBKU IS TIOKEKOTACIHHS,
BOIHETAaCHUKH, PYYHHUH TOXKEKHUM IHCTPYMEHT, iX TNpuU3HA4YeHHs, Oy/0Ba,
BUKOPHUCTAHHA Ha MOXKexi. OCOOIMBOCTI TaCiHHA MOKEXK1 Ha 00’ €KTaxX ramysi.

Opranizarlist oXexXHOT OXOPOHH B TaTy31.

Cran Ta auHaMiKa aBapiMHOCTI B CBITOBIM 1HAYCTpii. AHali3 XapaKTEepHUX
3HAYHUX TMPOMHUCIOBUX aBapii, MOB’S3aHUX 3 BUKUJAMHU, BUOYXaMU Ta MOXKEKaMU
XIMIYHUX PEYOBHH. 3arajibHi 3aKOHOMIPHOCTI 3aJIEKHOCTI MaclTabiB pyHHYBaHb 1
TSOKKOCTI HACNIJIKIB aBapiil Bl KIUTBKOCTI, (PI3MKO-XIMIYHUX BIJIACTUBOCTEH 1
napaMeTpiB NAJIbHUX PEYOBHH, 1110 BUKOPUCTOBYIOTHCS Y TEXHOJOTIYHIN CHCTEMI.

TeopeTnuHi OCHOBH MeXaHI3My TOpiHHS Ta BHOyXy. OCOOIMBOCTI TOpiHHSA Ta
BUOYXYy B amaparypi, BApOOHMIOMY TPHUMIIICHHI, HEOPTaHI30BaHUX Ta30BUX BUKH/IIB
B HE3aMKHYTOMY MpOCTOpi. MexaHi3M TOpiHHs aepo307IiB.

[lapamerpu 1 BIAcTHBOCTI, IO XapaKTePU3yIOTh BUOYXOHEOE3MEeKy
CepeOBHILIA.

OCHOBHI XapaKTEpUCTUKU BUOYXOHEOE3MEKH; MOKA3HUKU PIBHS PYWHYBaHHS
MIPOMHUCIIOBUX aBapiil.

Bumorn momo mpodeciiiHoro BigOOpy Ta HaBYaHHS IEPCOHATY IS
BUPOOHMIITB MiABUIIICHOI BUOYXOHEOC3MEKHU.

3aranpHl BIJIOMOCTI TMPO BEJIMKI BUPOOHWYI aBapii, iX TUINHU, NMPUYUHU Ta
HACIKU. BIIJTMB TEXHOTEHHUX YMHHUKIB HA €KOJIOTIYHY Oe3MeKy Ta Oe3MeKy KUTTS 1
3n10poB’s monen. IlpukianyM BeNIMKUX TEXHOINEHHUX aBapiil 1 kartactpod Ta ix
HACHI/IKH.

Tema 4. OcHOBH e1eKTpOOe3 ek

EnexTpuka mpoMmuciioBa, CTaTU4HA 1 aTMOC(EpHa.

Oco0aMBOCTI  ypaXeHHSI EJIEKTPUYHUM CTPYMOM. BIUIMB e€IeKTpUYIHOTO
CTpyMy Ha OprafizMm JroauHu. DakTtopu, sKi BIJIUBAIOTh HA CTYIIHb ypa)KEHHS
JIOJIMHU €JIEKTPUKOIO: BEJIMYMHA HAMPYTH, YACTOTA CTPYyMY, NUISAX 1 TPUBATICTH Jii,
GI3UYHUNA  CTaH JIFOJWHM, BOJIOTICTh TMOBITpS. be3neuHni MeToaw 3BUIBHEHHS
MOTEPIIJIOTO BiJl Jii €JICKTPUYHOTO CTPYyMY.

3aranpH1 BIIOMOCTI TIPO 4-TIPOBIIHY €JIEKTPUYHY Mepexy >kuBiieHHs. da3oBa
Ta JiHiiHA Hanpyra. Enextpuunmii moteHmian 3emii. Enexkrtpuyna Hampyra
JOTOPKaHHS.

Knacudikamiss BHPOOHMYMX MPUMIIIEHb BIJIHOCHO O€3MEKU YypaKeHHS
MPALMIOIYHNX EICKTPUIHUM CTPYMOM.

Jlonyck 10 poOOTH 3 EJIEKTPUKOW 1 eJeKTpudikoBaHUMU MaIllMHAMM.
KonekTuBHi Ta  IHAMBIAyaJbHI 3acO0M  3aXHCTy B  €JIEKTPOYCTAHOBKaX.
[TonepemxyBanbHI HAAMUCH, MJAKATH Ta IPUCTPOI, 1300041 IpUIaau. 3aHyJIeHHS
Ta 3aXWCHE 3a3eMJICHHs, iX TMpU3HA4YeHHA. PoOora 3  TEepeHOCHUMHU
€JIEKTPOCBITHIILHUKAMH.

[IpaBuia 6e3me4Hol eKcIuTyaTallii eIeKTPOyCTaHOBOK CITO’KHUBAYiB.

[IpaBuna pobOTH Ha €IEKTPOHHO-O0UUCITIOBAILHUX MAIIWHAX 1 IEPCOHATLHUX
KOMIT I0TEpax.

3axuCT BiJl CTATUYHOI €NIEKTPUKHU. 3aXUCT OYy/IiBEJb Ta CIIOPY/ BiJl OJINCKABKHU.

[IpaBuiia MOBENIHKH IiJ] 4ac TPO3H.



Tema 5. OcHoBu ririenn npami. Meau4Hi orysiain

[ToHaTTss mpo TirieHy mpari sSK CHCTEMY OpraHi3aliiiHuX, TIr€HIYHUX Ta
caHiTapHO-TexHIYHUX 3axoxiB. lllkinmuBi BupoOHMYI dakTopu (urym, BiOparris,
10HI3YI04l BHUIIPOMIHIOBAHHSI TOINO), OCHOBHI IIKIJIMBI PEYOBHHH, iX BIUIMB Ha
oprani3m moaunu. [ii BipyciB, iHEKIIHA, 10 MepeaaloThcs Yepe3 KPoB, 010JI0TIUHI
pioguHE 1 CHIPUYUHAIOTE  MOPYNICHHS HOPMAJIBHOT KUTTEMISUTPHOCTI  JIFOIUHH,
BUKJIMKAIOTh TOCTPI Ta XpOHIYHI 3aXBOPIOBAHHSI.

HiKyBaano-npO(binaKTHqu XapayBaHHS.

dizionoris npaul qeprBaHH}I npaul 1 BiAMOYMHKY. BupoOHHYa riMHacTHKA.
JlonepkaHHS HOPM TiTHIMAHHS 1 TMEPEMINICHHS] BAKKUX peUYed HEMOBHOJITHIMH 1
KIHKaAMH.

OcCHOBHI Tiri€HI4YHI 0COOIMBOCTI Ipalli 3a JaHO0 Mpodeci€ero.

Bumoru 1o onaneHHs, BEHTHIALIT Ta KOHAUIIIOHYBAHHS MOBITPS BUPOOHUYHX,
HaBYaJIbHUX Ta MOOYTOBUX MpuMilieHb. [IpaBuia ekcrutyaTallii cucTeM OnajieHHs Ta
BEHTUJISAIIII.

Bumu ocsitnenns. Ilpupoane ocsitinenus. IlltydHne ocBiTieHHs: poboue Ta
aBapiiine. [IpaBuia ekcrutyaTaiiii OCBITICHHS.

CaniTapHo-nioOyTOBE 3a0€3MeUCHHS PAIliBHHUKIB.

{opidyHi MEIUYH1 OTJISAU MPALIOI0YUX HETIOBHOJITHIX, 0C10 BIKOM 710 2 1 pokKy.

Tema 6. Hagjanus nepiioi 10moMory noTepmijiuM Mpu HEIACHUX BHIIAAKAX

OcHOBU aHaTOMIi JIIOJIUHH.

[TocninoBHICTh, IPUHLMIIK ¥ 3aCO0M HaJaHHS MEPUIOT IOIOMOTH.

OCHOBHI NPUHIUMIIA HAJIAHHS MEPIOi JOMOMOTH: MPABWIBHICTh, JAOLUIBHICTD
Jii, MBUAKICTH, PIIIYYiCTh, CHIOKIN. 3armo0ixHi 3axoau moao0 iHdikyBanas CHIJlom
M1J] Yac HaJIaHHS MEpPIIoi JOMOMOTH MPU MOPAHEHHAX, MPUITMHEHHI KPOBOTEUl 3 PaH,
HOCa, ByXa TOLIO.

3acobu HamaHHA Tepmioi  JomoMord. MenuyHa anTedyka, 11 CKiaj,
MPU3HAYEHHS, TIPABUJIA KOPUCTYBAHHS.

Cnocobu peanimaiiii. llITyune quxanHs cmiocoOoM «3 poTa B pOT» YU «3 HOCA B
Hicy. [lonmoxkenHst moTepmisioro 1 Aii ocodu, sika Hagae gonomory. Henpsmuii macax
cepist. [lopsimok oqHOYACHOTO BUKOHAHHS MacaxKy CepIls Ta MTYYHOTO TUXaHHS.

Bumu enexkrtporpaBMm. [lpaBuna HajgaHHs nepuioi AOMOMOTH MPU YpaKeHH1
CIICKTPUYHUM CTPYMOM.

[lepmia gormomora npu yaapax, BUBHXax, epeioMax, po3TATHEHH] 3B'S30K.

[IpunHEeHHS KpOBOTEYi 3 paHHU, HOCA, ByXa, JIET€Hb, CTPaBOX0ay Tomlo. [leprra
Jornomora npu nopaHeHHsx. [IpaBuiia HakmagaHHsS OB’ A30K, iX THIIH.

Hananus nmepioi momomMoru mpu 3HEMPUTOMHIHHI (BTpaTi CB1IOMOCTI), IO,
TEIUIOBOMY Ta COHSYHOMY yAapi, 0OMOPOKEHHI.

Onmikw, ix knacudikaris. [lepma momomora mpu XiMIYHUX 1 TEPMIYHUX OITIKaX,
OITIKYy OYEH.

[Tepma monomora npu 3anoponryBanHi o4deil. CrmocoOu MpOMHUBAHHS OYCH.



O3Haku OTpyeHHs 1 mepma gonmomora mnotepmiyiomy. CrocoOu HagaHHS
JIOTIOMOTH TIPY OTPY€EHHI YaTHUM Ta30M, aJIKOTOJIEM, HIKOTHHOM.
TpancnopTyBaHHS MIOTEPIILIOTO. [TinroToBKa MOTEPIiJIOTO hi (o)
TpaHCTIOPTYBaHHS. Bumoru 1o TpaHcnopTHHX 3ac00iB.
[TincymkoBa arecrariisi.



TunoBa HaBYaIbLHA MPOTrpaMa 3 BUPOOHUYOI0 HABYAHHS

[Tpodecisa: 4222 AnminicTpaTop
Ksamidikaris: agminictpaTop

Ne KinbkicThb
Ha3Ba Tremu
rOAMH
I. BupoOHuYe HABYAHHSA
Beryn. O3nHaiioMieHHs 3 BAPOOHUIITBOM 6
2 | besmeka mpari 6
3 | Ekckypcis Ha poboul Miciis aaMiHICTpaTopa 12
4 BianpairopanHs HaBUYOK odic-MeHeHKEpa 3 TUTaHHS
oprasizaiii nparii 12
5 | Kagposa cimyx0a 18
6 | [lmanyBaHHs y po0OTi aJMiHICTpaTOpa 12
7 | BupoOieHHs mpakTHYHUX HABUYOK YIIPABIIHHS IEPCOHATIOM 66
8 | Ob6cmyroByBaHHs BiJBITyBaviB 72
Bcboro roaun 204
I. BupoOHu4a npakTuka
1. | O3HaiioMyeHHs 3 poOOYMMH MICISIMU Ha MIANPUEMCTBI. TexHika
Oe3reku nmpy poOOTI HA MIANPUEMCTBI. [HCTpyKTax 3 OXOPOHH 8
Tpalll Ta MOoXKeXHO1 Oe3MeKn
2. | CamocriiiHe BUKOHaHHS POOIT aJMIHICTpaTopa 160
Kgsanidikaiiitna mpobHa pobota
Bcboro rogun 168
Pazom 372

yuHi. O3HaOMJIEHHS 3 PEKUMOM POOOTH, PopMaMu opraHizarlii mpaiii i

I. BUPOBHUYE HABYAHHA

Tema 1. Beryn. O3HaiioM/ieHHSI 3 BAPOOHHIITBOM
[HCTpyKTaX 32 3MICTOM 3aHSATh, OpraHizaiis poO0YOTO MiCIIS.

HapuansHo-BUpOOHWY1 3aBIaHHS KypCy. 3MICT Tparli, etari npodeciiftHOTo
CTAHOBJICHHSI 1 Mpo(ecitHOro 3pOCTaHHs, 03HAMOMIICHHS 1 3aKPIIJICHHS YUYHIB 3a
pobounmu micusMu. BuBueHHst 00nagHaHHS 1 yCTaTKYBaHHS, 3 SIKUMH MPALIOIOTh

npaBuIaMHi BHYTPIIIHBOTO po3nopsaaky. Opraxizaiis poOo4oro Micus
aaMiHIcTpaTopa. BianpairoBaHHs HABUYOK aJMiHICTpaTopa 3 MUTaHb OpraHizallli
npari.

dopmu MOPATILHOTO 1 MaTEPiaJIbHOTO CTUMYJIIOBAHHS Mpalll yYHiB.

Tema 2. be3neka npaui




[TpaBuia 1 HopMu O€3MeKHM Mparl il 4Yac BUKOHAHHS poOOTH aJMiHiCTpaTopa.
JloTpuMmaHHsI TpaBWI TEXHIKM Oesneku. Bumornm m0 BHUpOOHHWYOTO 0OJaTHAHHS,
odiCHOI TexHIKH, poOOYOro Miclsd aJMIHICTpAaTopa, 30HHU OOCIYyrOBYBaHHS
BiJ1Bi1yBauiB. OCHOBHI HIKIJIJIMBI 1 HeOe3meuH1 (GakTopH, siKl MOKYTh BUHUKHYTH Ha
po6ori. [Ipuunnan TpaBMaTHU3My 1 HOTO TTONIEPEIKEHHS.

[ToxexHna Oe3neka. Mipu nomnepeKeHHs moxkexi. [loBeniHka agMiHicTpaTopa
mig gac moxexi. Enexrpobesmneka. [IpaBuina KopucTyBaHHs €IEKTPOHArPiBATBHUMU
npwiagamu. Criocodu 3axucry.

Tema 3. Exckypcist Ha po0o4i Micust axMiHicTpaTopa

[HCTpyKTaX 3a 3MICTOM 3aHATh, OpraHizalii pobo4oro Miciys, 6e3MeKu mpari.

HaBuanbHi 3aBHaHHS €KCKypcCii: O3HAHOMIICHHS 3 CHCTEMOIO pPOOOTH
aaMiHICTpaTopa, OOJlaJHaHHAM poOOYOro Micls  aJMIHICTpaTopa 1 30HHU
oOcimyroByBaHHs  BiABigyBauiB. O3HaOMIJICHHS 3 BEJICHHSAM  JIOKYMEHTaIlii
aaMmiHicTpatropoM. BuBdueHHs poi aamiHicTpaTopa y ¢hipMi, Ha TIPUEMCTBI.

VY3aranbHEHHS pe3yJbTaTiB €KCKYpPCiil.

Tema 4. BinnpanoBaHHsi HABUY0K 0(dic-MeHeIKepa
[HCTpyKTaX 32 3MICTOM 3aHATh, OpraHizailii poooyoro Miciis, 6e3MeKH mparii.
Bunpasu:
OcBO€HHS PUIIOMIB pOOOTH 3 OpraHi3allli MPOoLECy yIpPaBIIiHHS.
BianpantoBanHsi HABUYOK HOPMYBAHHSI 4acy aJMIHICTpaTopa-MeHeIKepa.
BuBueHHs CKiagy TpPYIOBOTO KOJEKTUBY 1 TIICHXOJIOTIYHI CYMICHOCTI
MpaliBHUKIB
IUIIXOM aHKETYBaHHS Ta 0OpOOKHU JaHUX.
BianpautoBanHss HaBUYOK POOOTH 3 KEpIBHUKOM oprasizamii. Opranizamis
poOOTH CIiIyX0 MepcoHay.

Tema 5. Kagposa ciy:xx6a
[HCTpyKTaX 32 3MICTOM 3aHATTSA, OpraHizailii poOo4oro Miciisg, Oe3MeKu mpaiii.
Bupasu
BianparmtoBanus GyHKIIOHATFHUX 000B’SI3KIB MEHEDKepa MepCoHalTy, BLIALTY
KaJIpiB, TOIIIO.
Po6ota 3 kaApoBUMHU JOKYMEHTaAMHU:
HaKa3u PO 3apaxyBaHHS 1 3BUIBHEHHS MPaLliBHUKIB, CTUMYJIFOBAHHS Mpalli;
TPYJOBI KHWKKHU;
KapTKH MEPCOHAIBHOIO O0JIKY;
BEJICHHSI 0COOOBHUX CIIPaB;
BBEJICHHS 0a3M IaHUX MPO MEPCOHAN y KOMIT IOTED;
rpadiky BiIITyCTOK;
MOSICHIOBAJIbHI 3aITHCKH;
BEJICHHS KHUT Ta >KypHaJIiB OOJIKY.

Tema 6. IlnanyBanusi y podoti agmiHicTpaTopa
[HCTpyKTaX 3a 3MICTOM 3aHATTS, OpTaHizaiii po0o4oro miciysi, 0e3meKu mpari.



Bupasu

BupoOeHHs npakTUYHUX HAaBUYOK CKJIQJIaHHS TUTAaHYHOYO1 JTOKYMEHTaIlli 1 ii aHamis.
CkiiailanHs opraHaiiepa aJMiHiCcTpaTropa 1 kepiBHUKa ¢GipMu Ha AeHb. OliHIOBaHHS
BUPOOHNYO-EKOHOMIYHOTO MOTEHIIIaTy OpraHi3aliii.

BupoOiieHHs MpakTUYHMX HAaBUYOK CKJIaJaHHS IJIaHy BIPOBAJKEHHS 1HHOBAIN Y
bipmi.

BianpaitoBanHsi CKJIajaHHSI aIrOpUTMY POOOTH aMIHICTPATOpPa y TOJAUHUA MPUHOMY
TPOMAJISH.

Tema 7. Bupo0JieHHsI IPAKTHYHUX HABUYOK YIIPABJIiHHS MEPCOHATIOM

[HCTpYyKTaX 3a 3MICTOM 3aHATh, OpraHizallii podo4oro Miciys, 0e3MeKu mparii.
Bupasu

BianpanroBaHHs: HABUUOK MPUUHATTS YIPABIIHCHKUX PILIEHb 1 iX aHaII3.

BinmpairoBaHHs HaBUYOK aMIHICTpaTOpa 3 TUTaHb MAPKETUHTY.

BinmpamtoBaHHs ~ METOAIB  BUSIBJICHHS  XapaKTEpHUX  OCOOJIMBOCTEH
MpalliBHUKIB, MiAO0PY 1 po3cTaHOBKHU KapiB. [[1710B1 Oeci/iv 3 MepCOHATIOM.

BuxkonanHss poOoTH 3  JOKYMEHTAIIEl0 PI3HMX  BHIIB:  JOBIJIKOBO-
iH(opmaliiiHolo,  CiIy’)kO00BOI,  OpraHizaliifHO-po3nopsiauoio.  PenaryBaHHs
JIOKYMCHTIB.

CkJiagjaHsi CXeMH po3MOoJILTy poOoUoro yacy.

BupoOsieHHS NpakTUYHMX HAaBUYOK Y BHUIOTOBJIEHI PI3HUX BHUIIB PEKIIAMH.
BukoHaHHs Au3aiiHy CiTy>k00BOTO MIPUMILICHHS.

Bupo06iieHHs HaBUYOK mpodeciitHoro etukery. Onsr AI0BOI JIFOJIMHUA, MAHEPU
MOBE/IIHKHU.

Tema 8. O0ciryroByBanHs BiiBigyBa4iB

[HCTpyKTaX 32 3MICTOM 3aHATh, OpraHizailii pooouoro Miciis, Oe3MeKu mpaiii.

Bupasu

BupoOiieHHs NMpakTUYHUX HABUYOK, HEOOXIAHMX JUIsi Oprasizaiii poOo4oro
MICIIS aJMIHICTpaTOpa: PO3CTAHOBKA 1HTEp €py, MEOJIB, pO3TallyBaHHS POOOYOro
cToJia, o(hiCHOT TEXHIKH, 00IaJHAHHS, OCBITJICHHS;

BupoO6iieHHsI mpakTUYHUX HABUYOK, NJIsi OpraHi3ailli 30HH OOCIyrOBYBaHHS:
Me0ITiB, 3aC001B /I CTBOPEHHS KOM(DOPTY.

[IpakTyH1 HAaBUYKU N0 3MiHI AU3alHY 1 ITHTEP €pPY CIY>KOOBOTO MPUMIILIEHHS.

BianpanoBanHs HABUUOK CIUJIKYBAaHHS 3 KJll€eHTaMU. BinpaioBaHHsi HABUYOK

ninoBoro npuiiomy. [IpoBenenHs Hapa.

[IpoBenenHs npuiioMy BiJBITyBaviB y 3a3Ha4€HI FOJIMHHU.

[TpoBeneHHST KOJEKTUBHUX TEpPEroBopiB. BUKOHAHHS aHami3y NPOBEACHUX
3aXO0/I1B.

[TpakTuHi HABUYKK pOOOTH 3 O(ICHOIO TEXHIKOIO Y MPOIIEC] 0OCITYyTrOBYBaHHS
BizBimyBauiB. Tenedonorpamu, dakcorpamu, iHII1 BUaAM iHpopmarlii. Bukopucranus
KOMIT'FOTEPHOT TEXHIKH JJII BUTOTOBJIEHHS KCEPOKOMIi, OBIJOK, YTOJ, TOIIO.
YaockoHaJIeHHs]T ~ MPAKTUYHMX HABHYOK aJMIHICTpATOpa IMiJ 4Yac TMiArOTOBKH
1H(pOpMaLIHHUX TOKYMEHTIB.

Po6ota 3 caiftamu OpOHIOBaHHS MOCIYT.



BinmpaitoBaHHs HaBUYOK 3 IHTEPAKTUBHUX 3aXOJIB OOCIyroBYBaHHS
B1JIB1TyBayiB.



II. BUPOBHHNYA ITPAKTHUKA

Tema 1. OzHailiomyieHHs 3 poOOYMMH MICHSAMU Ha MiAOpueMcTBi. TexHika
Oe3neKku Mmpu poOOTI HA MIANPHUEMCTBI. [HCTPYKTaXX 3 OXOPOHH Mpalll Ta MOXKEKHOT
Oe3MeKH.

O3naliomyieHHS 3 poOOYMM MiCIeM aJMIHICTpaTopa Ha IMiIINPUEMCTBI,
opraHizaiii, ycraHoBi. TexHika Oe3lekud mig dYac poOOTH Ha MIAMPUEMCTRI,
oprasizariii, yCTaHOBI.

Tema 2. CamocTiitHe BUKOHAHHS pOoOIT HA poOOYOMY MICIIl aMiHICTpaTOopa.

CamocTiiiHe BUKOHaHHSA poOIT Ha poOOYOMYy MICIIl aaMiHICTpaTopa Yy
BIJIMTOBITHOCTI 0 BUMOT KBaTi(hiKaI[iHHOT XapaKTEPUCTUKHU 1 3 JOTPUMAHHSIM HOPM
Oe3MeKH mparl.

JeranbHa mporpamMa BHUPOOHUYOI TPAKTUKH 3 ypaxyBaHHSM BHUMOT
NIJIPUEMCTBA, OpraHi3ailii, yCTaHOBU-3aMOBHHKIB KaJIpiB, a TAaKOX 3 YpaxXyBaHHAM
crienianzanii y4HiB (CJiyxadiB) 1 HEOOX1JHOCTI 3aCBOEHHSI HUMHU HOBITHIX TEXHOJIOT1i
Ta Cy4aCHHUX METO/IIB Mpaili po3po0JisseThcs Oe3nocepeHbo MpodheciitHO-TEXHIYHUM
HaBYAJIbHUM 3aKJIaJI0M 32 Y4acTiO MIANPUEMCTBA, OPTraHi3allii, ycTaHOBU-3aMOBHHKIB
KaJpiB 1 3aTBEPKYETHCS B YCTAHOBJICHOMY HOPSJIKY.

KBauigikaniiina npooHa podorta

Ilpuxnaou pooim

[TpoBecTH cucTeMHUI aHaIi3 MaKpO-1 MIKPO CepeIOBUIIA OpTaHi3aIllli.
[Ipoanaini3yBaTH sIKICHUI CKJIaJl KOJEKTUBY.

Bu3HaYMTH NCUXOIOTIYHI CYMICHOCTI MTPAaIliBHUKIB.

BusHaunT BuaM ciry>k0 rnepcoHainy.

Opranizaiiist pobo4oro miciist odic-MeHeIKepa.

Po6ota 3 Hakazamu Mpo 3apaxyBaHHS 1 3BUIbHEHHS MTPAIliBHUKIB.

Po6ota 3 HakazamMu PO CTUMYJIIOBAHHS TpAlli.

dopMyBaHHS 0COOMCTOI CIIPABU pOOITHHUKA.

CtBopuTH 6a3y NaHUX MpaliBHUKIB 3a gornomorow CY /1.

Cxitactv anropuT™M poOOTH 3 MOSACHIOBATILHUMU 3aIMMCKAaMU TTPAIliBHUKIB.
Benenns kauru o6J1iKy epcoHay.

CxiactTi 1 TpoaHami3yBaTH IUJIaH MdiSUTBHOCTI oOpraHizamii 3a MICAIlb CKJIACTH
oprasaiizep KepiBHUKa (ipMU Ha JICHb.

O1iHUTH BUPOOHNYIO-CKOHOMIYHHUI ITOTEHIIIAJI OpTaHi3aIlii.

CkJacTv mj1aH BIPOBAKEHHS 1HHOBALIHN y (ipMi.

Ckiactv anropuT™ poOOTH aMIHICTpAaTOpPa B TOJAUHU IPUHOMY FPOMA/ISH.
CkacTy KapTy-Opi€HTAIlII0 aAMIHICTpaTOpa Ha THK/CHb.

CkJtacT MOPTPETU CYYaCHOT'O KEPIBHUKA 3 PI3SHUMH CTHIISIMU MPABIIIHHS.
BukoHaTH CMCOK pejakcaliifHUX BIpaB CIUIKYBAHHS 3 KJIIEHTaMHU.
[TpoBecTH po3noAii MOBHOBAXKEHb CTPYKTYPHUX MiAPO3/ILIIB.

CkJlacTu cxeMy JieeryBaHb 1 IOBHOBAKEHb.

Ckiactu 0J0K-cxeMy poOoUOoro Micis aaMiHICTpaTopa.



CTBOpUTH peKIIaMy TIPOIYKITii, III0 BUTOTOBJISIE M1 AMPHUEMCTBO.

[IpoBecTu nu3aitH 30HU 0OCITYrOBYBaHHS BiJIBIyBadiB.

[IpoBectu nu3aiiH kabiHETY KepIBHUKA.

[IpoBectu nu3aiiH poboyoro Micis odic-MeHeKepa.

[Tepenatu iHpOpMaIlio 3a JOMOMOTOIO PI3HUX BUIIB OPITEXHIKH.

CKJ1acTu aJlrTOPUTM BUKOHAHHS PO3TIOPSKEHB, BKA31BOK 1 PIIlICHh KEPiBHHUKA.
Po3po6utu 3amo0ixkH1 3aX01H, 11010 KPU30BUX CUTYAIIH Y TISUIBHOCTI KOJICKTUBY .
[TpoBectu anaii3 opranizauiiHol CTPYKTYpH YIIPaBIIHHS.

CkilacTu cxeMy cHiBmpalll 3 0aHKaMu, MOAATKOBOIO CIY»00I0 1 OpraHaMH MiCIIEBOTO
CaMOBDSITyBaHHSI.



Kpurepii kpaJjidgikaniinaoi arecTaiii BUNYCKHUKIB

[Tpodecis — AnmiHicTpaTop

3HAE, PO3YMIC:

1. Bumoru oXopoHH mparil.

2. ITlocTtaHoBHM, pO3MOPSKCHHS, HaKa3W, I1HCTPYKIi Ta I1HII HOPMaTHBHI
JIOKYMEHTH 1 Kep1BH1 MaTepialiy, Kl CTOCYIOThCS OpraHizalli MmanpueMcTBa.

3. TexHONOriIo yIpaBIiHHS IEPCOHATIOM.

4. OpraHizaliiny CTPYKTypy YyHOpaBJIiHHS MIAIPUEMCTBOM, MpaBa 1 00OB’S3KU
MpaIiBHUKIB, PEKUM iX pOOOTH.

5. Opranizaiiito 00CIIyrOByBaHHs B1JBIyBayiB.

6. IlpaBuia KOpUCTYBaHHS TEXHIYHUMH 3ac00aMu 00pOOJIEHHS JOKYMEHTIB.

7. OCHOBM KOMII IOTEPHUX 1HPOPMALIHHUX TEXHOJOTIH.

8. OpranizamiitHo-po3Mmops Iy TOKYMEHTAIIIFO.

9. JlutoBy yKpaiHChKY MOBY.

10. I[no3eMHy MOBY 3a npodeciftHUM CIPIMYBAHHSIM.

11. OcHOBU MApPKETHUHTY.

12. OcHoBu maHyBaHHs 1 0(OPMIIEHHS TPUMIIIEHB, BITPUH, OpTaHi3allii peKJIaMu.
13. OcHOBU €THKH, €CTETUKH, IICUXOJIOTIT Ta 00CITYyrOByBaHHS BiJIBi1yBayiB.

14. OcHOBU €KOHOMIKH, OpTaHi3aIlli mparfi i yrpaBIiHHS.

15. OcHOBU TPyAOBOTO 3aKOHO/IABCTBA.

YMIE:

1. PamionanbHO Ta €()EKTUBHO OPraHi3oBYBAaTH MpaIl0 Ha poOOYOMY MICIIi 3TiAHO 3
BUMOraMHU TMpaBWJI 1 HOPM OXOPOHM IIpali, BUPOOHMYOI caHiTapii 1 TIrl€HH,
MPOTUIIOKEKHOTO 3aXUCTY.

2. JloTpuMyBaTHCS HOPM TEXHOJIOTTYHOTO MPOIIeCY POOOTH aIMiIHICTPATOPA.

3. VYmpaBisaTu nepcoHaIoM Ta KOHTPOJIOBATH HOTO poOoTY.

4. 3a0esneuyBatd poOOTYy 3 €(PEKTUBHOTO 1 KyJIbTYpHOTO OOCITYrOBYBaHHS
BiJIB1IyBauiB, CTBOPIOBATH JIJIsl HUX KOM(OPTHI YMOBH.

5. 3miiicHIOBaTH KOHTPOJIb 32 30€pEKEHHAM MaTeplaJbHUX IIIHHOCTEH.

6. KoncynbTyBaTu BiBIyBauiB 3 MUTAaHb HAJaHHS MTOCIYT.

7. BxuBaTH 3ax0/1iB 11010 3aM00IraHHs 1 JTIKBiAAIlli KOHQIIKTHUX CUTYaIliil.

8. Posrmsimatu mpereH3ii BiJBiyBaudiB Ta BXWBATH BIAMOBIIHUX OpTraHi3alliiiHO-
TEXHIYHUX 3aXO0/1B.

9. 3niiicHIOBATH KOHTPOJIb 32 pallloOHATBHUM O(OPMIIEHHSM MIPUMIIIEHb.

10. CtexxuTH 32 OHOBJICHHSIM 1 CTAHOM PEKJIAMH.

11. 3a0e3neuyBaTd YUCTOTY 1 MOPSAJOK B HPUMIMICHHSX 1 HAa MPWIETIUX 10 HHUX
TEPUTOPIAX.



12. KoHnTpomtoBatu qo/ep>kaHHsl poOITHUKAMU MiANPUEMCTBA, YCTAHOBH, OpraHi3amii

pr,Z[OBOI 1 BI/Ip06HI/I‘101 I[I/ICHI/IHJ'IIHI/I IIpaBHJI 1 HOpM OXOpPOHHU r[paul
BI/IpO6HI/I‘-IOI CaHlTapll 1 I‘II‘1€HI/I, IMPOTHUIIOKCIKHOT'O 3aXUCTY.

BUMOTI'

13. [nhopmyBaTH KEPIBHUIITBO MIAMPUEMCTBA MPO HASBHI HEIOJIKA B OpraHizarii
oOCITyroBYBaHHS B1J[BiIyBauiB, BXKMBATH 3aX0/I1B 1010 iX JIKBiAAIL].
14. 3niiicHIOBaTH KOHTPOJIH 3a BUKOHAHHSAM IpalliBHUKAMU BKa31BOK KEPIBHUIITBA

MIMPHUEMCTRA.

15. BukopuctoByBaTd B pa3i HEOOXITHOCTI 3acOOM TOMEPEeKEHHS 1 YCYHEHHS
IPUPOJIHUX 1 HeTlepe10aueHNX HETaTUBHUX SIBUIIL (TI0KEXK1, aBapii,lIOBEH1 TOLIO).

IEPEJIIK OCHOBHHUX OBOB’A3KOBUX 3ACOBIB HABYAHHSA

KisnbkicTs Ha rpyny 3 15 oci0d IIpumiTka
Ne ILIL . JJIS IHAUBILY- Juist
HalivenyBanHsi AJILHOI0 KOPH- | KOJEKTHBHOIO
CTYBaHHA KOPHCTYBAaHHS
1 2 3 4 5
OBJIAJIHAHHS

Kowmm’rotep 15

[TpunTep MaTpuyHui 1 5
[IpunTep cTpymeHneBuii 1 5
[IpunTep nazepHuit 1 3)
Ckanep - 5
daxkc 1
Kcepokc (HacTinbHMIT) - 1
Kcepokc (crarionapauii) - 1
3HMIYyBay nanepy - 1
JlamiHaTOp - 1
[TaniTypHauii npucTpiit - 1
Hywmepatop - 1
HipxonpoOuBay 3) -
JleMoHcTpaniiHui cTin - 1
[lITamn Ta mevatka - 1

Kanuensipcobke npunanis (KOMILIEKT) 15




