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1. BBEOEHMUE K PABOYEN MPOrPAMME OUCLUMMIIUHbI

1.1. MecTo npenogaBaeMon QUCLUNIIMHBbI B CTPYKType obpa3oBaTeribHOM NporpaMmbl

BasoBas I:l Obsi3aTenbHasn l:l JononHuTensHo

Briok 1: aBnseTca dakynbTaTMBoM

BapunatusHasn Mo BLIGOPY I:l

1.2. Uenb aucumnnuHbl
CdopmupoBaTtb komneTeHumn obydatoweroca B 006nacTm  OBRafeHUMsl TeopeTMYECKUMU W
npuKnagHbIMy NpogeccrMoHanbHbIMU 3HAHUAMW B A€MNOBbIX KOMMYHUKaLMAX U JOKYMEHTUPOBaHMUM.
1.3. 3agaum gucumnnuHbI
e HayunTb CTygeHTOB yMeHuIo [obmBaTbCA MOCTaBMEHHbIX Lene B OenoBbix MNeperoBopax,
BbICTYNMEHUSIX, HA COBELLAHUSIX;
e O3HaKOMUTb CTYAEHTOB C OOLMMW NPUHLMNAMW LOKYMEHTALMOHHOro obecneveHusi OesaTenbHOCTU
npegnpuaTUS ¢ opraHmnsauunen paumoHanbHOro ABUKEHUS AOKYMEHTOB Ha NpeanpusaTum
o CdopmupoBaTb y CTYAEHTOB KOMMNETEHLMN MO OCO3HAHWUIO COLMANbHO-3KOHOMUYECKOW 3HAYMMOCTHU
OyayLwien npodeccuu.

1.4. I'Iepequb nnaHnpyembixX pe3ynbTaToB o6yqe|-|m| no AaucuuniinHe, COOTHECEeHHbIX C

nfaHUpyemMbIiMU pe3ynbTaTaMn OCBOEHUS obpa3oBaTesibHOW NporpamMmbl
Kon dopmynupoBka KOMMEeTEHL MK OT1an opmmpoBaHus
KoMMAeTeHUnn
. . 1,2

OK- 4 CMOCOBHOCTLIO K KOMMYHUKALMN B YCTHOW U MUCbMEHHOW
dopmMax Ha PyCCKOM M MHOCTPAHHOM si3blkax OS1s peLleHnst
3a4a4 MEeXITMYHOCTHOrO U MEXKYNbTYPHOMO
B3aMMOaeNCTBUSA

MnaHupyemble pe3ynbTaTbl 06y4YeHUsA

3HaThb:

1) Yenoseueckoe BOCNpUATUE U €rO BRMsSIHWE Ha OPMUPOBAHME OTHOLLIEHUS K APYTUM MOASM U
YyCTaHOBOK Ha NOBeAEHNE;

2) Cneunduky ny6rmMyHbIX KOMMYHVKaLWK;

3) CTunb n3noxeHwus!, A3bIK JOKYMEHTA U ero CTPYKTYpY;

4) TeHOgeHUMW B pa3BUTUN KOMMYHMKALMOHHBIX TEXHOMOIMI, B TOM Yncrie MHPOPMaLMOHHO-
KOMMYHWKALNOHHBIX TEXHOJOMMIA;

5) OcHOBbI KynbTypbl 4ENTOBOro OOLLEHNs, STUKETA N 3TUKU NS peLleHnst 3agay MeXITMYHOCTHOIO U
MEXKYNbTYPHOro B3aMMOLENCTBUS.

YMeTh:

1) TMoHumaTb ponb 1 3Ha4YeHune MHdopmaLnmn N NHPOPMAaLIMOHHBIX TEXHONOTUA B Pa3BUTUM
COBPEMEHHOro 00LLEeCTBA U SKOHOMUYECKUX 3HAHUN;

2) TlpuMeHATb Ha NpakTUke 3HaHWS 00 OCHOBHbLIX hopMax U KaHanax AenoBbliX KOMMYHUKaLWIA;

3) OpraHusoBbiBaTh AenoBble 6ecenpl, COBELLAHUA N NEPEroBopbl;

4) Peann3oBbiBaTb NPUHLMNbI 3 EKTUBHOIO 4eN0BOro obLeHmns;

5) AprymeHTUpOBaHO, JTOTMYECKN BEPHO CTPOUTb YCTHYHK M MUCbMEHHYIO peYb Ha PYCCKOM U
WHOCTPaHHOM S3blKax.

Bnapgetb:

1) HaBblkaMy NOArOTOBKMU MYOMMYHOIO BLICTYMNIEHMS, COBELLAHUS, AENOBbIX NEPEroBOPOB,
npeseHTauuim;

2) CnocobHOCTbI0 OCYLLECTBNATL AeNoBOe 0bLieHNe (NpoBeAeHNE COBELLAHUN, NyONNYHbIe
BbICTYMMEHMWS, NEPErOBOPbI, AENOBas NepPenmcka, SNeKTPOHHbIE KOMMYHUKaLMK);

3) HaBblikamu cocTaBneHus AenoBoro NUCbmMa U ApYyrux NMCbMEHHbIX JOKYMEHTOB.

MK-10 1,2
CMOCOBHOCTLIO MCMNOMb30BaTh AJ1S PELIeHUs

KOMMYHUKaTUBHbIX 3afa4y4 COBpPEMEHHble TEXHNYeCKne
cpenctea um I/IH(*)OpMaLI,MOHHbIe TEXHOJI0NMN

MnaHupyemble pe3ynbTaTbl 06y4YeHUsA
3HaTb:
1) CoBpeMeHHble TEXHUYECKNE CPEACTBA Y MH(POPMALMOHHbIE TEXHOMOMMN ANS PeLleHnst
KOMMYHUVKaTMBHBIX 3a4au
YMmeTb:
1) Vicnonb3oBaTtb B NpakTU4ECKON OEeATENBHOCTM COBPEMEHHbIE TEXHUYECKME CpeacTBa U
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Kop,

dopmynnpoBka KOMMNETEHLUN OTan opmMmpoBaHus
KOMneTeHunn pMynup H d) pMUP

VIHC*)OpMaLI,VIOHHbIe TexHonornm ana peweHna KOMMYHUKaTUBHbIX 3agad

BnapeTb:
1) WNHdopmMauMOHHBIMK TEXHONOTMSMU N TEXHUYECKUMW CPEACTBAMU ANS PELLUEHNsT KOMMYHUKATUBHbIX
3agav
MK- 14 CMOCOBOHOCTBLIO OCYLLECTBIIATL AOKYMEHTMPOBAHNE 1,2

XO35IMCTBEHHbIX onepaLmin, NPOBOAUTbL Y4ET AEHEXHbIX
cpencTs, pa3pabarbiBaTb pabounn nnaH cHeToB
DyxranTepckoro yyeTa opraHvMsauumn u oopmmpoBaTb Ha
€ro ocHoBe byxrantepckue NpoBoOAKU

MnaHupyemble pe3ynbTaTtbl 06y4YeHNA
3HaTb:

1) TpeboBaHus k cocTaBneHUo 1 0POPMMNEHNIO JOKYMEHTOB, COBPEMEHHbIE B TOM YUCNe
3MNEKTPOHHbIE CNOCOOBLI U TEXHMKY CO34aHNSA AOKYMEHTOB B DYHKLIMOHarbHOW 06riactu
OesTenbHoCTy;

2) TlpaBuna 1 oopmbl ENOBOW NEPENNCKY;

3) CTpyKkTypy 1 0COBEHHOCTM MEXOYHApOAHOro AeN0BOro NcbMa.

YmMeTb:

1) TpamMoTHO pa3pabaTbiBaTb OCHOBHbIE BMAbI YPABNEHYECKUX JOKYMEHTOB;

2) CocTtaBnaTb AenoBble U KOMMepPYeCKMe NMcbMa Anst CBO6OAHOro 1 paBHOMPaBHOro 0bLLeHus ¢
napTHepamu;

3) Vcnonb3oBaTtbh B ynpaBneHYeckon 1 Apyron npodheccnoHanbHOM AeATeNbHOCTU NpUKNaaHble
nporpaMmHble CpeacTaa.

BnapeTb:
1) YMeHueMm onTMManbHO U FPaMOTHO OPraHM30BbIBaTh JOKYMEHTOOOOPOT B OpraHu3aumu;
2) CnocoBHOCTbLIO K aHanm3y 1 0606LWEeHNI0 SKOHOMUYECKON HGpopMaLIUN.

1.5. AncumnnuHbl (NPaKkTUKK) obpa3oBaTenibHON NpPorpaMmmbl, B KOTOPbIX ObISIO Ha4YaTo
chopMupoBaHue KOMneTeHUMN, yKazaHHbIX B n.1.4:

MHocTpaHHbIn a3bik (OK-4), Pycckun si3bik u KynbTypa peun (OK-4), Nenosoe obweHne (OK-4)
MHdopMaLMOHHbIE TEXHOMOTMK B 3KOHOMUKE 1 ynpasneHun (MK-10)

Y4yebHas npakTuka (NpakTuka no Nony4yeHuo NepBMYHbIX MPOdECCUOHANbHBIX YMEHUN U HABbLIKOB, B TOM
yncne NepBMYHbLIX YMEHUI U HAaBbIKOB Hay4HO-UccnegosaTensckon geatensHoctu) (MK-10)

2. COOEPXAHUWE OUCLUUWNIINHDbI

O6bem (4achl)

HaumeHoBaHwWe 1 cogepxaHue
y4ebHbIX Moaynen, Tem n hopm KOHTpons

O4HOEe
obyyeHune
OYHO-
3a04HOE
obvyenune
3a04HOe
obyyeHune

Y4yebHbI moaynb 1. [lenoBble KOMMYHUKaLMKU B ynpaBneHun. CoBpeMeHHble (popMbl AeNOBbIX
KOMMYHUKaLMM B npodeccuoHanbLHON AeATeNnbHOCTU

Tema 1. ToHATHE, BMOblI M NpoOLECC KOMMYyHMKauui B opraHmsauusax. [enosble
KOMMYyHVMKaUMM W WX PoNb B YyMpaBfeHUW oOpraHusauunen. YnpasreH4yeckas
WHOpMaUMA: ee Buabl W CBOWCTBA. YPOBHM W BuAbl  KOMMYyHUKauuu. | 22 20
KOMMYHUKaUMOHHBIX ~ Mpouecc W KaHanbl  nepegayv  uvHdopmauum B
npodeccuoHanbHon cdepe. Nperpagbl n NOMEXu B 4EI0BOM OOLLEHUN.

Tema 2. lNpeseHTaumm: UX MeCTO M POSfib B YNpPaBfiEHYECKOM KOMMYHUKaLMN.
MoHaTne n Buabl npeseHTaumn. OCHOBHbIE MPUHLMNLI NOATOTOBKN Npe3eHTauumn B
npodeccuoHansHon cdepe. [loaroToBka TeKCTOBbIX crnamaoB. [lpeseHTauus ¢
MCnonb30BaHNEM CNanaos.

Tema 3. CoBpemeHHble POpMbl AenoBbiX KOMMYHUKauui. WHdopmMaLMoHHbIe
noTpebHOCTM COBpEMEHHOro obLLecTBa N TEXHUYECKME BO3MOXHOCTU. TeHaeHLMn B
pasBUTUN KOMMYHWUKaLIMOHHBIX TEXHOMOrMM B npodeccnoHanbHom cdepe. NHTepHeT: | 22 22
0COBEHHOCTM U BO3MOXHOCTW. WHTpaHeT unuM uHTpacetb — U ero ponb BO
BHYTPEHHMX KOMMYHUKaALUSIX.

Tekywmn koHTponb 1. TectupoBaHune, MHAUBMAYaNbHOE 3a4aHue. 3
Y4yebGHbIn Moaynb 2. [lenoBas 3TUKa, 3TUKET M KynbTypa B cdepe AenoBbiX KOMMYHUKaLMW.
JdenoBas nepenucka B npod)eccMOHanNbLHON AeATEeNbHOCTU. YNpaBneHMe KOMMYHUKauUsiMu B

22 22
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Ob6bemM (4achl)

HaumeHoBaHve u cogepxaHve 03 .88 88
y4ebHbIX Moayrnen, TeM U POPM KOHTPOIS 29 £ 9 30
°g|°gg g&
] ®g ®o
npodeccnoHanbHON AEATENIbHOCTH.
Tema 4. [enoBas aTMka M ee wuctopudeckoe passutne. KynbTypa [enoBbix
KOMMyHuKauun. [enoBon aTukeT. Wmuok genosoro  4enoseka. TexHuka 29 29
apdekTnBHOrO  pedeBoro  obwleHUA B npodpeccuoHanbHoW  cdepe. B
npodgeccuoHansHon cgepe.
Tema 5. [IokyMeHT Kak OCHOBHasi popma MUCbMEHHON KOMMYHUKaLUW B npoLecce
ynpasneHus. Buabl genosbix nocnaHui. CTunb U3MNOXEHUS WU A3blK JOKYMEHTa. | 22 22
CTpykTypa, CTUIb 1 0popMIIeHne 4enoBOro NMcbMa.
Tema 6. YnpaBneHue BHYTPEHHUMM KOMMYHUKaUMsiMU opraHusauun. CBsisM C
OOLEeCTBEHHOCTBIO  KaK  cucTemMa  KOMMYyHMKauumi.  KommyHukaumm  mexpgy | 22 22
opraHusaumsamMm u BracTtbio. KoMMyHMKaLmMm ¢ HBECTOPaMMU.
Tekywmn KoHTponb 2. TecTupoBaHue, MHAUBUAYarNbHOE 3a4aHue. 3
YuyebHbIn Moaynb 3. [lenoBble neperosopsbl, 6ecenbl u coBelaHua. BeictynneHne nepen
ayauTopuen.
Tema 7. [JenoBble NneperoBopbl U UX pofib B yNpaBfieHMM opraHusaumnen. 24 24
MeperoBopbl 1 ncmxonorust KoHgnukra. Cnocobbl BeAEHUS NeperoBopoB.
MogroToBka K neperosopam. lNcuxonormyeckasi NogroToBka K neperosopam.
Tema 8. [lenosble 6ecepbl 1 nx Buabl. OpraHmsauus nposeaeHus genoson 6ecenpl. 24
HasHauyeHne u Buabl OenoBbiXx coBellaHui. [logrotoBka [OefioBbiX COBELUaHWW. | 24
YnpaBneHne paboTon 4enoBbiX COBELLAHWN.
Tema 9. OcobeHHOCTM NyBAMYHOW KOMMYHMKauuM B npodbeccuoHansHon cdepe. 24
Mcuxonornyeckme ocOBEHHOCTM MacCoBOW ayanTOPUM U MHCTPYMEHThLI BO3AENCTBUS. 24
Tunbl aygutopun. KaHanbl BOCNpUATUS U kaHanbl Bo3aencteus. ObpaTtHas CBs3b BO
BpeMms BbICTynneHus. NoarotoBka BbICTYMNNEHUS.
TeKkywmn KoHTponb 3. TecTupoBaHme 2
KoHTponbHas paboTa 10
NMpomexyTo4yHas aTTecTauusa Nno AUCLUNNMHE — 3a4eT 4 4
BCElO: | 216 216

3. TEMATUYECKWUIA MNAH

3.1. llekunn
Homepa OuyHoe 06yqulge OyHo-3a04HOEe o6y;eH|/|e 3ao4yHoe 06yqe}éme
usysaemsix tem | (BB | aew) | cowecrpa | (mow) | comeorpa | (uaow)
1 3 4 3 1
2 3 4
3 3 4 3 1
4 3 2
5 3 6 3 1
6 3 4
7 3 4 3 1
8 3 4 3 1
9 3 4 3 1
BCEIO: 36 6
3.2. MpakTnyeckne 3aHATUSA
Homepa Ha OuyHoe 06y4eHne OuHo-3804HOE 3aoyHoe obyyeHne
M3yAEMbIX VIMeHOBaHVIev obyyeHne
Tem n chopma 3aHATUN Homep O6bem Homep O6bem Homep O6bem
cemecTpa (yachbl) cemecTpa (yachbl) cemecTpa (yachbl)
MoHaTMe, BMAbl 1 npouecc
KOMMYHMKaLWA B
1 opraHmsaumsx. Buabl n 3 1
CBOWCTBa ynpaBreH4YecKomn
MHdOpMaLIUK.
2 lMoHaTME 1 B1AbI Npe3eHTaumin, 3 1
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Homepa
nsyvaembix
Tem

HanmeHoBaHne
n chopma 3aHATUN

OuyHoe 06y4eHne

OuHO-3a04HOE
obyyeHne

3aoyHoe obyyeHve

Obbem
(yachbl)

Homep
cemecTtpa

Howmep O6bem
cemecTpa (yachbl)

Obbem
(yachbl)

Homep
cemecTpa

NX MECTO Y pornb B
yrnpaBrneH4Yeckon
KOMMYHUKaLWK.

CoBpeMeHHble hopMbl
[ENOBbIX KOMMYHMKaLUIA.

1-3

Tekywmnin KOHTPOnNb 1.
TecTtupoBaHue.
WHaveuayaneHoe 3agaHue

KynbTypa nenoBbIx
KOMMYHUKaLMWNA.

[JoKyMeHT Kak OCHOBHas
dopma NMCbMEHHOM
[OKyMeHTauum B npouecce
yrnpaBreHus.

YnpaeneHve BHYTPEHHUMM
KOMMYHUKaLMSIMM
opraHusaumu.

TekyLmin KOHTPONb 2.
TecTtupoBaHue.
MHavBuayaneHoe 3agaHune

[MeperoBopbl U NcUxonorus
KOHMMKTA.

[enosble 6ecebl U UX BUADI.

OpraHusauus nposeaeHnst
genoson beceapbl n
CcOBeLLaHUN.

OcobeHHoCTM Ny6nu4Hon
KOMMYHUKaLMK, NOArOTOBKA
BbICTYNMEHMS.

7-9

Tekywmin KOHTpOnb 3.
TecTupoBaHue

BCEIO: 36

10

3.3. llabopaTopHble 3aHATUA
He npegycmotpeHo

4. KYPCOBOE NPOEKTUPOBAHUE

He npegycmoTpeHo

5. TEKYLUMN KOHTPOJ1b YCNEBAEMOCTU OBYYAIOLLEIOCH

Homepa OuyHoe 06y4eHne QuHo-3a04Hoe 3ao4Hoe obyyeHne
y4e6HbIX dopma Y oby4yeHne 4
Moaynew, no
KOTOpPbIM KOHTpOJ:Iﬂ Homep Kon-Bo Howmep Kon-Bo Homep Kon-so
npoBoauTCS 3HaHun cemectpa cemectpa cemecTpa
KOHTPOJIb
1,2,3 TecTupoBaHue 3 3
1,2 MHausumayanbHoe 3agaHune 3 2
1-3 KoHTponbHasa pabota 3 1

6. CAMOCTOATEJIbHAA PABOTA OBYYAKLIEIOCA

- OuyHoe 0by4eHue OuHo-3a04H0E 3ao4yHoe obyyeHune
Buabl camocTtoATenbHoOM paboThl Y o6y4yeHne Y
o6yqa+ou4eroc;| Homep Ob6bem Howmep O6bem Homep O6bem
cemecTpa (vacbl) cemecTpa (4acbl) cemecTpa (4acbl)
YCBOEHME TeopeTn4ecKkoro marepmana 3 70 3 98
[MoaroToBKa K CEMMHAPCKNM 3aHATUAM 3 70 3 98
BbinonHeHne gomaluHero 3agaHus 3 10
(KOHTpoInbHas paboTa)

Pra
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~ OuyHoe 06y4eHne QuHo-3804HOe 3ao4Hoe oby4eHne
Buabl camocTosTensHoi paboThi Y oBydeHme Y
o6yqa+ou.|,eroc;| Homep Ob6bem Howmep O6bem Homep O6bem
cemecTpa (yachbl) cemecTpa (yachbl) cemecTpa (yachbl)
lMoaroToBKa K 3a4eTy 3 4 3 4
BCEIO: 144 196+4

7. OBPA3OBATEJIbHbIE TEXHOJNOIMN'MA

7.1. XapaKkTepucTuka BUAOB U UCMOSIb3yeMbIX MHHOBALUMOHHbIX hOPM y4eBHbIX 3aHATUN

O6beMm 3aHaTUI
B MHHOBALMOHHBIX hopMax
HaumeHoBaHne (vacel)
BMIOB Y4eOHbIX Mcnonbayemble UHHOBALMOHHbIE POPMbI ° ° °
3aHATUIA o S . 8= 8=
I I I
o3 g I I
Tz Z T Z T
35 | 28&| 8&
[¢) ® 0 ® 0
Jlekunn MpobnemHoe n3noxeHne marepuana, nekums — gnanor 2 2
«Bbapbepbl, BO3HMKaOWME Npy 06LLEHUN K cnocobbl NX
NpPeogoneHuns».
Mpaktnyeckme | Ouckyccna « MaHUNynsaTUBHbIE TEXHONOMKU U 2 2
3aHATUSA HenTpanusauna MaHMnynaTMBHOIO BO34ENCTBUSA».
BCEIO: 4 4

8. OBECIMNEYEHUE OUCLUUTMJIUHDI
8.1. YuebHasa nutepaTtypa
a) OCHOBHas y4ebHas nuTepaTtypa

1. KaydomaH H.KO. [lokymeHTMpoBaHMWE yMpaBieHYEeCKONW [OEeATENbHOCTM [ONEKTPOHHbIN pecypcl:
yyebHoe nocobue/KaypmaH H.KO.— OnekTtpoH. TekctoBble AaHHble.— Omck:  Omckui
rocyfapCTBEHHbIN WHCTUTYT cepsuca, 2014 — 177 C. Pexum pocrtyna:
http://www.iprbookshop.ru/26681.— 3BC «IPRbooks»

2. TlNpuxogbko A.H. [okymeHTUpOBaHWe ynpaBreH4Yeckon [AeATernbHOCTU [ONEeKTPOHHbLIN pecypc]:
yyebHoe nocobue/ [llpuxogbko A.H.— 3nekTpoH. TekcToBble AaHHble.— CIl16.: CaHkT -
MeTepOyprcknii rocynapCTBEHHBIA apXUTEKTYPHO-CTpouTENbHbIN yYHUBepcuteT, O6C ACB, 2013.—
270 c. Pexxum pgoctyna: http://www.iprbookshop.ru/26872.— 9BC «IPRbooks»

0) pononHuTenbHasa yyebHas nutepartypa

3. KypraHckas M.A. [enoBble KOMMYHMKauuK [ONEKTPOHHLIN pecypc]: Kypc nekuwmn/ KypraHckas
M.A.— OnekTpoH. TekcToBble AaHHble.— M.: MOCKOBCKMIA r'ymaHuTapHbIi yHuBepcuteT, 2013.—
121 c. Pexxnm pgoctyna:http://www.iprbookshop.ru/22455.— ObC «IPRbooks»

4. MeTtoabl pa3paboTku ynpaBrneH4YecKmx pelleHn. PeyeBble KOMMYHUKaLMK B ynpasneHuun. [lenosble
KOMMYyHuKauun. Boeinyck 8  [OnekTpoHHbIn  pecypc]: rnoccapui/  B.Il.  BopuceHko [u
Op.].-OnekTpoH.TekcToBble AaHHble.— M.: MockoBckuin rymaHutTapHbin yHusepcutet, 2014.— 158 c.
Pexum goctyna: http://www.iprbookshop.ru/39688.— 3BC «IPRbooks»

8.2. NepeyeHb y4e6HO-MeTOANYECKOrO o6ecnevyeHUs A CaMOCTOATENIbHOM PaboThbl
obyyarLwmxcs no gucumninHe

1. Manbiwesa C.B. [JokymeHTMpOBaHWe ynpasreH4yeckon AestenbHocTu: yveb. nocobue / CMNGITYPM. CI6.,
2015. — 89.- ISBN 978-5-91646-089-

2. HenpsxuH H.1O. N1 cBoto nuHuio. Mprembl achpekTMBHON KOMMYHMKaLUKN [SNEKTPOHHbIN pecypcl/
HenpsaxuH H.KO.— 3nekTpoH. TekcToBble AaHHble.— M.: AnbnuHa [abnuwep, 2015.— 137 c.
Pexum goctyna:http://www.iprbookshop.ru/36475.— 3bC «IPRbooks»

3. byaunbueBa M.B. OCHOBbI PUTOPUKM WU KOMMYHMKaUMW. HOpPMaTMBHBIA M KOMMYHMKATUBHbIN
acnekTbl COBPEMEHHOW PUTOPUKM [ONEKTPOHHbIN pecypc]: yvyebHoe nocobue/ Byaunbuesa M.B.,
Bapnamosa W.10., MNMyraués N.A.— 3OneKkTpoH. TeKCToBble AaHHble.— M.: POCCUNCKUA yHUBEPCUTET
apyx6bl HapogoB, 2013.— 118 c. Pexum poctyna: http://www.iprbookshop.ru/22232.— 3BC
«IPRbooks»

8.3. NepeyeHb pecypcoB MHPOPMALMOHHO-TENEKOMMYHUKaLMOHHON ceTu "UHTepHeT",
HeobxoauMbIX AN OCBOEHUSA AUCLMMIINHbI
1. MHpopmaumoHHas cuctema «EanHoe okHO aocTyna Kk obpasoBaTenbHbIM pecypcam» [ONeKTPOHHbIV
pecypc].URL:http://window.edu.ru/
2. 3BC «IPRbooks»
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8.4. NepeyeHb NH(HPOPMALMOHHbIX TEXHONOMIN, UCMOJNb3yeMbIX NPU OCYLUEeCTBIIEHUMN
oGpasoBaTenbLHOro npouecca No gucuMnsvHe, BKMO4Yasa nepevyeHb NporpaMMHOro oéecnevyeHms u
MH(OPMaLMOHHBLIX CMPAaBOYHbLIX CUCTEM

1. Microsoft Windows 8.1

2. Microsoft Office Professional 2013

8.5. OnucaHme matepmanbHO-TEXHMYECKON Ba3bl, HEOOXO0AMMOM ANs OCYyLLEeCTBNEeHUsA
obpa3oBaTenbLHOro npouecca no AUMCUMnImnHe
1. AyauTtopus ¢ MynbTUMEOUAHBIM KOMMSIEKCOM

9. METOOAMYECKUE YKASAHUA ANA OBYHAKOLWLKNXCA NO OCBOEHUIO

ONCLUUNMIINHBI
Buapbl y4ebHbIx
3aHATUUN U
caMoCTodATelNbHasA OpraHM3au,M$| AedaTernbHOCTU 06yqa}ou.leroc;1
paboTa
oby4aroLmxcs

Jlekuum OcBoeHMe neKkUMOHHOro MaTtepuana npegnonaraet  copmupoBatb Yy
obyyvarLmxca TeopeTMyeckuMn 1 NpuknagHbiMyM NpoeccuoHanbHbIMU 3HAHUSIMU B
[ernoBbIX KOMMYHUKALMSX U JOKYMEHTUpoBaHUU: npopaboTky paboyen nporpaMmmbl B
COOTBETCTBUM C LIENAMU M 3adadvamu, BeeHMe KOHCMNeKTa NeKUUiA, CXeMaTU4HO U
nocriefoBaTenibHO (UKCUPOBaTb OCHOBHbIE TMOJIOXKEHUS, TEPMUHbI, BbIBOObI U
OPMYNUPOBKMU.

MpakTnyeckune Ha npaktuyeckmx 3aHsaTusX obydatowmecs paboTalT C KOHKPETHLIMU CUTyauusiMu,

3aHATUA OBfageBaloT HaBblkaMu MyONUYHOrO BLICTYMNEHMS Mepen ayauTopuen, BeneHus
NMeperoBopoB, [AerioBbiX CoOBellaHui. [logrotoBka K MPaKTUYECKUM  3aHATUSM
npegnonaraeT creaywowme Buabl paboT: paboTa ¢ KoOHchekTom, pasbop u
0ohopMIIEHNE PEKBUSNTOB OPraHM3aLMOHHO-pacnopsaauTENbLHOM AOKYMEHTauuu, B
T.M. CnyxebHOro nucbMa, NnoarotToBka K TECTOBbIM 3adaHusaM, MNPOCMOTP
pekoMeHayeMOoun nuTepaTypsbl.

CamoctodatenebHas | OaHHbIN BuA paboTel npegnonaraeT pacluMpeHne 1 3akpenneHme 3HaHun, yMEeHUn u

pabota HaBbIKOB, YCBOEHHbIX Ha ayaAUTOPHbIX 3aHATUAX MyTeM CaMOCTOATENbHOMN
npopaboTkn y4yebHO-METOAMYECKMX MaTepuarnoB MO AUCUUNNUHE W OPYruM
UCTOYHMKaM UMHGOpMaLMK; co3daHue npe3eHTauun B Buae WHAMBUAYAlbHbIX
3a[aHuin, a Takke MNOAroTOBKY K 3a4yeTy. [Mpu noprotoBke K 3aveTy, KOHTPOSIbHOM
paboTe npopaboTaTb KOHCMEKT NEKUUA, U NPaKTUYECKNX 3aHATUA, PEKOMEHOAYEMYHO
nitepartypy.

10. ®OHA OLLIEHOYHbIX CPEACTB

ANA NPOBEAEHUA NPOMEXYTOYHON ATTECTALMA

10.1. OnnucaHMe nokasaresnien n KpMTepueB OLLEHUBAHMUA KOMMETEeHLUN Ha pa3nNYHbIX 3Tanax ux
c¢hopMupoBaHusi, onucaHue LKasn oLeHUBaHuA

10.1.1. NMoka3aTenu oLeHMBaAHUA KOMMNETEHLIMA Ha 3Tanax ux cpopmmpoBaHus

Koa HanmeHoBaHue MpenctaBneHne
KomMneTeHummn . OLIEHOYHOro OLIEHOYHOro
lMokasaTenun oueHMBaHMSA KOMMNETEHLNI
(aTan ocBoeHus) cpencTtea cpencTtea B hoHae
OK-4 (1,2) cnocobeH 1< KOMMYHMKaLUN B YCTHOW W YcTHoe Bonpocbl ans
’ nMceMeHHOM dopmax Ha pycckom wu | cobecenoBaHue YCTHOro
WHOCTPaHHOM si3blkaxX [Onsl pelleHnsa 3agad MpakTnyeckoe cobecepoBaHus
MEXMNYHOCTHOIO ] MEXKYNbTYPHOro 3agaHue. (36 Bonpocos).
B3aMMOOENCTBUA. MpakTnyeckoe
3agaHue
(6 BONpoOCOB)
MK-10 (1,2) O3HaKOMJIIEH c COBPEMEHHbBIMMU Bonpocs! ans Bonpocs! Ans
TEXHNYECKMMMU cpencrTesamu ] yCTHOTO ycTHoro
WHAOPMALMOHHBIMM  TEXHOSOrMAMN  Ans cobecenosaHms. cobecenoBaHms
peLlleHns KOMMYHUKaTUBHbIX 3a4av; Mpakuyeckoe (36 BONpocoB).
’ 3agaHuve. MpakTnyeckoe
OeMOHCTpupyeT 3HaHus COBPEMEHHbIX 3ajaHue
MHOPMAaLIMOHHBIX TEXHONOrnmn [ (6 BONpoOCOB).
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Koa HanmeHoBaHune MpenctaBneHne
KOMneTeHuun . OLIEHOYHOro OLIEHOYHOro
MokasaTenu oueHNBaHNUS KOMNETEHLMIA
(aTan ocBoeHus) cpeacTea cpeacrtea B hoHae
TEXHUYECKNX ans peLueHus
KOMMYHMKaTUBHbIX 3aJay;
obnapnaet HaBblKamu NCNONb30BaHNSA
MHOPMaLIMOHHBIX TexXHonormm "
TEXHUYECKMX  CPeacTB AN pelueHus
KOMMYHMKaTUBHbIX 3aga4
YcTHOE Bonpocbl ans
MK-14 (1,2 ocywecTBnger OKYMEHTUpOBaHue
¢2 XOZFL:-l;ICTBeHHbIX onepa mpv“l| )|i| OBO, slT yeT cobeceqiosanme ycrTHoro
EHEXHbIX cpe cpTBu ’ 23 agaTblgaeT MpakTueckoe cobecenioBaHms
A N peacrs, pasp 3afaHue. (36 Bonpocos).
pabouunn nnaH c4yeToB ByxranTepckoro yyeta n
o pakTuyeckoe
opraHusaumi u dopmupyeT Ha ero OCHoBe 3anaHue
Oyxrantepckue NPoBOOKN
yx P POBOA (6 BonpocoB.)

10.1.2. OnucaHue WKan U KpuTepueB oL eHNBaHUA CPOPMUPOBAHHOCTU KOMMNETEHLIMN

KpMTepMM oueHnBaHuA C(bOpMMpOBaHHOCTVI KOMMeTeHUUNn

. KpuTepumn oueHuBaHna chopMmMpoBaHHOCTU KOMMNETEHLNN
OueHka no TpaguLMOHHON

LKane

YcTHoe cobecenoBaHmne MucbMeHHasa paboTa

Obyvatowunca gaeT NOMHbIA UCYEPMNbIBAKOLLMIA OTBET, SIBHO MOKa3blBaoLLMI
BCECTOPOHHEE U rMyOOKOEe 3HaHNE OCHOBHbBIX COBPEMEHHbIX TEOPUIN NMAEpPCTBa
M BnactTu Ansd pasBuTUS KavyecTB, HEODXOOUMbBbIX MeHemkepy, U yHKUMA
nngepa B COBPEMEHHOM 06LLECTBE, OCHOB OpraHusauumn rpynrnoBon paboTbl u
NpuvHUMNbI hopmMupoBaHMa koMaHg. CBOOOOHO OpMEHTUPYETCS B OCHOBHBIX
MOHATUSAX, TEPMUHAX U ONpeaeneHnsax npyu oTBeTe. YCBOWI OCHOBHYHO Y 3HAKOM
C AOMOSTHUTENbHOW nuTepaTypoi. MoXeT 06BbACHUTH B3aMMOCBSI3b OCHOBHbIX
Teopun nuaepcTtBa U OCHOB COBPEMEHHbIX TEXHOMOTMA  yrpaBneHus
nepcoHanoM W UWX 3HadeHMe [Ana nocrnefyolen npodecCuoHansHon
DesaTenbHOCTN.

[demoHCTpupyeT  TBOpYeckMe  CNOCOBHOCTM M LUMPOKYD  3pyauuuio,
OpUrMHanbHbIN NoAxo4 K maTepuany.

3a4TeHo

Ob6yvaloWwuiicas He MMeeT [O0CTaTOYHOrO YPOBHS 3HAHUA OUCUMMMUHBI, He
MOXET CJOPMYNnMpOoBaTb OCHOBHbIE COBPEMEHHblE Teopwuii nuaepcTea WU
BracTu AN1si pasBUTUSA KauyecTB, HeoBXoaMMbIX MEHeMKepY, U PYHKUMIA nuaepa
B COBpPEMEHHOM OOLUeCTBe, OCHOB OpraHusauuy TrpynnoBon paGoTbl W
MPUHUMMBI  (POPMUPOBAHUS KOMaHZ; TJIOXO OPUEHTUPYETCA B OCHOBHbIX
MOHATUSIX W OMpPedeneHusix; MIOX0 3HAaKOM C OCHOBHOW nuTepaTypoil;
[JOMyckaeT Mpu OTBETE Ha 3ayeTe CYLIeCTBEHHble OWWOKM U He MOXeT
YCTPaHWUTb UX Aaxe Nod PyKOBOACTBOM MNpenogasaTens

He 3auTteHo

10.2. TunoBble KOHTPOJIbHbIE 3a4aHUA UMW UHble MaTepuarbl, HeOOXoAUMbIe AN OUEHKU 3HaHWUM,
YMEeHUN, HaBbIKOB W (Mnu) onbiTa AeATeNIbHOCTU, XapakKTepusywuwue 3Tanbl (OpMUpPOBaHUSA
KOMMeTeHUUn

10.2.1. MepeyeHb BoONpocCOB, pa3paboTaHHbIN B COOTBETCTBMW C YCTAHOBMEHHbLIMW 3Tanamu
¢hopMmmpoBaHnA KOMNEeTeHLUN

Ne Ne
n/n dopmynunpoBka BONPOCOB TeMbl
1 | Y70 Takoe KOMMYHMKaLUMs 1 NS YEro oHa Hy)XHa B yrpaBreHun opraHmsaumen? 1
2 | Kakne cyLleCcTBYIOT XapaKTEpUCTMKKN ynpaBneHyeckon nigopmarmm? 1
3 | Kakune anemeHTbl 1 aTanbl BKItoYaeT B cebs KOMMYHMKALMOHHBIN npouecc? 1
4 | Kakue noTeHuUmManbHble NPEnATCTBUSA OCNOXHAOT NPOLIECCHI KOMMYHUKaLUN B 1

opraHmsaunn?
5 | YTo Takoe npeseHTaums 1 KakoBa €€ porsib B A€N0BbIX KOMMYyeMKaUmaxX? 2
6 | Kakue cyuiectByoT BUAbl KOMMYHUKaLMA? 2
7 | KakoBbl OCHOBHblE NPUHLMIMbI NOAFOTOBKM 3NEKTPOHHbIX U HACTONbHbLIX NPe3eHTaunn? 2
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8 | KakoBbl 0cO6EHHOCTM BLICTYNNEHUS Nepea ayauTopren B CONPOBOXAEHUN ANEKTPOHHON 2
npeseHTaumm?
9 | YT0 NoHMMaeTCcs nod UHOPMALIMOHHO-KOMMYHUKALIMOHHOW cpeaov (Hoson cpeaon)? 3
10 | KakoBbl npuHUunbl yHKUMOHUPOoBaHUA Hoson cpeb!? 3
11 | Kakumn xapaktepuctukamu obnagaet Hosas cpena? 3
12 | KakoBbl BO3MOXXHOCTM VIHTEpHETa 1 ero ponb B AEN0BbIX KOMMYHUKaLMAX? 3
13 | YTo Takoe genoBas aTMKa? 4
14 | KakoBa ponb AenoBoun aTUKN B NpodeCCMOHaNbLHON AeATenbHOCTN? 4
15 | YTo BXOAWT B NOHATUE «KYNbTypa AENO0BbIX KOMMYHUKALMA» ? 4
16 | B 4eM cOCTOUT CyTb NOHATUS UMUK OENOBOro Yenosekay? 4
17 | KakoBO Ha3zHayeHe AOKYMeHTa B ynpaBneHuv oraHusaumnen? 5
18 | Kakve BMAbl TEKCTOBbIX JOKYMEHTOB 06ecneynBarT NMCbMEHHYH JOKYMEHTaLu? 5
19 | B yeM COoCTOAT OTNMYNTENBbHbIE 0COBEHHOCTN 0bMLMaNbHO-AEN0BOro CTUIA? 5
20 | KakoBa cTpykTypa TeKkcTa 4enoBoro nucbma? 5
21 | Kakvne 3agaum peluaeT ynpaBrneHue BHYTPEHHUMN KOMMYHUKaUUSMN? 6
22 | Kaknm obpasom cpegcteamu PR chopmmpyetcsa nmmngx opraHmsaymm? 6
23 | Y10 Takoe uenesas ayantopusa? 6
24 | Kakne ctaHaapTHble TEKCThLI Ucnonb3ytTca B PR —gesaTensHocTn? 6
25 | KakoBa ponb neperoBopoB B yNpaBlieHUN opraHmsaumen? 7
26 | KakoBa cneuundmnyeckas pyHKUMsSI NeperoBopoB? 7
27 | Kakon meToa BeeHus NeperoBopoB cunmTaeTcs Hambonee AeNCTBEHHBIM U 3 EKTUBHBIM? 7
28 | Kakas cywecTtByeT B3aMMOCBA3b Mexdy BedeHVEM NeperoBopoB W paspelleHneM 7
KOHPITMKTOB?
29 | Yt0 Takoe genoBas becefa n Kakoe MECTO OHa 3aHMMaeT B paboTte pykoBoguTensa? 8
30 | Yto BkNtoyaeT B cebs nogroToBka genoson becenbl? 8
31 | Y10 3HauuT «cnywaTb 3¢pPEKTUBHO» ? 8
32 | [Insa kakux Lenen cobuparTcsa coBellaHns? 8
33 | Y10 fOMKHO BbITE CAENaHO NPU BXOXOEHUN B KOHTAKT C ayauTopuen? 9
34 | Kaknmn npuemammn MOXHO NpuBIiedb BHUMaHWe aygutopumn? 9
35 | Kakne cyllecTBytOT OCHOBHbIE NOAX0Abl NoJa4YM Matepuana? 9
36 | YT0 HY>XKHO AN1s NPaBUITbHOIO HAaCTPOS Ha yCNeLHOe BbICTyNNeHne? 9

10.2.2. BapmaHT TUNOBbLIX 3afaHMi, pa3paboTaHHbIX B COOTBETCTBMU C YCTAaHOBSIEHHLIMU 3TanamMmm
c¢hopMmupoBaHua KOMNeTeHUUMn

Ne .
n/n YcnoBus TUNOBLIX KENCOB OtBeT
1 | Komnanua OOO «[llevaTb» pewwmna nepeBecTM MNPOM3BOACTBO B | BapuaHT pelweHus 3 Hambonee
ctpaHbl CpegHen Asun. Mectom gucnokauum 6bin BbibpaH | npuemMnem ¢ No3nunmn
TapxukuctaH. PykoBoAoCTBO Hafeanoch, YTO B JA@HHOM Crnyyae He | TONepaHTHOCTU U ABMsieTcs
OyaeT HUKakux nNpobnem B NnaHe KPOCCKYNbTYPHbBIX KOMMYHMKALWUNA, | CAaMbIM SKOHOMUYHbIM.
Tak Kak CYyLLEeCTBYIOT MHOrofneTHue apyxeckue
Momumo onpepeneHus
MeXrocyaapCTBEHHbIE OTHOLWEHUS. BOnbLUIMHCTBO CneuuanncToB -
npaBwuSibHOrO oTBETa cregyet
PYCCKOSI3bIYHbIE M MONy4nnn obpa3oBaHMe eLLe B COBETCKNX By3ax.
. NPUBECTM HECKOSBbKO
OpgHako, C nepBbiXx fAHeW paboTbl BO3HWKIM MNpobnembl BO
pa3BepPHYTLIX apryMeHToB B
B3aMMOMOHMMaHUN  MeXxay crneumnanucTamm m3 Poccumn n HONb3Y NAHHOTO BADNAHTA
TapxukncTana. Okasanocb, 4yTO Mosiogoe NnoKoneHue YA P
CneLManucToB HeAOCTaTOYHO BriafeeT PYCCKUM £A3bIKOM U He
MMEIT [0CTaTOYHOM KOMMNeTeHuun. B CBA3M C  BO3HUKLLEN
npobnemon cobpanu pykoBOACTBO KOMMaHUM Ha coBellaHue, B
Xoe KoToporo 6binv BbIABUHYTHI CreayloLine BapuaHTbl peLleHus
npobnemsl:
1) YBonuTb BCex  pabOTHMKOB -  Ta[KUKOB, He
yOOBMETBOPSAIOWMX PYKOBOACTBO M MPUHSATE HOBBIX, HO YyXe
COOTBETCTBYWOLUNX BCEM TpeboBaHMAM, nNyTeM MNPOXOXOAEHUS
3K3aMEHOB Ha 3HaHWE pPYCCKOro £A3blka M NpodrecCUoHasbHbIX
TECTOB.
2) YBonutb BCex pabOTHMKOB - TaKMKOB, WU MPUINacuTb
cneumanuctoB u3 Poccuun, NONHOCTBLIO YKOMMMEKTOBAB UMY LUTAT.
3) OpraHuzoBaTb KypcCbl MNOBbIWEHUS KBanudukauum wu
00yyeHns pycckoMy £3blKy AN YXe UmerLmxcs paboTHMKOB U
paboTaTb C HAMW B O4HOW KOMaHAe 1 AanbLue.
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[nsa kaxgown npMBegeHHOW cutyaLum

1) BoIBepeTe, Koraa MMeeT CMbICI UCNOoNb30BaTh
HenTparbHble PENSMKK, NOKa3biBaloLLNE
cobeceHuKy, YTO Bbl €r0 BHUMATESNBHO
cnywaeTe, a Korga npuberaTb K aKTUBHOMY
(pedneKkcMBHOMY) CryLLAHWIO.

2) kakue cppasbl, MO BaWeMy MHEHUIO, MOTYT ObITb
3[eCb YMECTHbI.

A

b.

mb

S w

CobeceaHuK ropuT enaHnem BbiCKkasaTb
CBOK TOYKY 3peHUs

Bbl xoTenu 661 NpoBEPUTbL TOYHOCTb
CBOEro NOHMMaHus.

CobeceHuUK Xo4eT BbIrOBOPUTBLCS MO
NnoBoAY CBOMX NEpPEXMBaHWN

Bam HenoHATHbI HEKOTOpPLIE
BbICKa3blBaHUS.

Bbl 06cyxgaeTe CnopHbI BONPOC
CobeceHuUKy CMNOXHO BblpasvTb CrioBamMu
TO, YTO €ro BOSHyeT

CobecegHuk cnuwikom 60nTNmB un
becuepemoHeH

YenoBek 3aCTEeHYUB U HeyBepeH

Bbl X0TUTE Kak MOXHO 6onbLUe y3HaTb O
yenoseke

Cutyauum

HentpanbHblg
pennuku (H)

UM aKTUBHOE
cnywaHue (A)

Pennvkun

A H Bawwu npegnoxeHua?

b A NTak...

B H [a-pa, KoHe4YHOo

r A MosicHuTe, noxanyncra

| A Moyemy Tak cuntaete?

E H Mpogorkante

XK A To ecTb Bbl aymaeTe,
yTO...

3 H MpopomkanTte
Pacckaxute

nonoapobHee o cebe

10.3. MeToaunyeckue maTepmanbl,

onpegensilowe npoueaypbl OLEHWBaHUS 3HaHWWA, YMEHWUNA,

BrnageHun (HaBbIKOB M (MNM) MNPaKTUYECKOro ONbiTa OEATEeNIbHOCTM), XapaKTepusyllmx 3Tanbl
chopmMMpOBaHUSA KOMNETeHLUNI

10.3.1. YcnoBus gonycka obyuvarowerocsi K caade 3ayeta U nopsifok NUKBMAaALMUN akaaeMuyeckomn
3a40MKEeHHOCTHU
lMonoxeHne O NpPOBEAEHUN TEKYLLEro KOHTPONS YCMEBAEMOCTM U MPOMEXYTOYHOM aTTecTauum

obyvatowmxcsi

10.3.2. dopma npoBeaeHNA NPOMEXYTOYHOM aTTecTauum No AUCLUNNnHe

ycTHas

X nMCcbMeHHas

10.3.3. Ocob6eHHOCTU NpOoBeAeHUA 3a4eTa
Obyvarowemycs npefoctaBnseTcs BO3MOXHOCTb MOMb30BATLCA KOHCMEKTOM NEeKUMn U 3anucsmu
MaTepuanoB NPakTUYECKUX 3aHATUN.
KoHTponbHyt0 paboTy M KOHTPOMbHble 3adaHus OOyvalolmecs BbIMOSHAIOT CaMOCTOATENbHO B
pamKkax NoAroTOBKU K 3a4eTy (BapuaHTbl 3a4aHuin coobLualoTCs npenogasartenem sapaHee),
HenocpeAcTBEHHO Ha 3a4yeT oby4arLwmecs NPpUXoasT C roTOBbIMY BapuaHTamun OTBETOB.

Bpems Ha nogrotoBky k 3a4eTy - 30 MUHYT, Ha oTBeT -10 MUHYT.

KOMMNbOTEPHOE TECTUPOBaHNE

MHaA

Pra

38.03.01 enoBble KOMMYHUKaLUW U JOKYMEHTUPOBAHUE B NPOdECCUOHamNbHON AeATeNbHOCTH

Crtpannua 11 n3 12



PNA 38.03.01 enoBble KOMMYHUKaLUW U JOKYMEHTUPOBAHUE B NPOdECCUOHamNbHON AeATeNbHOCTH Crtpannua 12 n3 12



		2020-12-23T13:49:13+0300
	Луканин Павел Владимирович




