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YpoBeHb obpa3oBaHus:  Hakanaspuat

dopma oby4eHus: 3ao04Has

MnaH yye6HOro npouecca

KoHTakTHas paboTta T j o
CewmecTp ofvuaIuxca Cam. | KowTtpornb, pggoe % eOPMg o
MpakT. MKOCTb, NPOMEXYTOYHOM
(kype Anst 3A0) | ey 3a5mvm pabora vac. RET ooy
4 — - s 2 = 2 3aver
Pra 4 8 111 21 4
Wtoro ML 4 8 111 21 4
Pna 4 8 111 21 4

CaHnkT-lNeTepbypr
2024



Pabouas nporpamMmma AMcUMNMHBLI COCTaBEHa B COOTBETCTBUM C heaeparnbHbiM rocyaapcTBeHHbIM 0b6pa3oBaTesbHbIM
CcTaHgapToMm Bbicwero obpasoBaHus Mo HanpasneHuto nogrotoekn 46.03.02 [JokymeHTOoBeAeHUEe M apxvMBOBeAeHue,
yTBEPXOEHHBIM NpukazoM MuHobpHaykm Poccnm ot 29.10.2020 r. Ne 1343

CoctaButens (u):

KaHamMaaTt KynbTyponoruu, [loueHt CypnakoBa Onbra
HukonaesHa

Ot kadeppbl cocTaBuTEnNS: BunbunHckas-

3asegylowmin  kadegpon UCTOpMM M Teopuu Au3anHa wu ByTteHko MapuHa

MeanaKoMMYHUKaLMi OpyapooBHa

OT BbINycKkatoLLen kadeapbl: BunbunHckas-

3asegytowmin kadeapon ByTteHko MapuHa
OpyapooBHa

MeToaonyeckun otgen:




1 BBEAEHUE K PABOYEW NPOrPAMME OUCLUMNIIUHBI

1.1 Uenb aumcuunnuHbl: chopMupoBaTb Yy oby4varollerocs npogeccuoHasnbHble KOMMeTeHUUM B obracTtu
OEenoBbIX KOMMYHUKaLMNA.

1.2 3agaum gcuMNInHbLI:

- MO3HAKOMUTb 0DyyYaloLLerocsi C TeopeTMyecKkMMM BOMpocamMm AenoBOoro O6LEeHNst U 3TUKETA,

- OXapakTepu3oBaTb KOH(NUKTHYIO CTOPOHY AENOBON KOMMYHUKaLINW,

- JaTb npeacTtaeBneHus o6 3TMYecKMX MpuHumMnax u gopmax npodeccMoHanbHOM KOMMyHMKauum B obnactu
OOKYMEHTOBELEHUS U apXBOBELEHMS.

1.3 TpeboBaHus K NnpeaBapuTenibHOM NOAroTOBKe OOy4aloLerocs:
MpenBapuTensHasi NOAroTOBKa NpegnonaraeT co3gaHue OCHOBLI AN (POPMUMPOBaHMS KOMMNETEHLMI, YKa3aHHbIX
B M. 2, NPU N3y4eHNN OUCLUMIINH:

KagpoBbit MEHEIXXMEHT B CUCTEME FOCYAapCTBEHHON CryXObl
OpraHun3aums cekpeTapckoro o6cnyxmeaHus
MpakTukym no coctaBneHuto 1 opopmneHNIo Cny>KebHbIX JOKYMEHTOB

2 KOMMNETEHUMUN OBYYAIOLWEIOCA, ®OPMUPYEMBbIE B PE3YJIbTATE OCBOEHUA OUCLIUMNIIUHBI

MK-2: CnocobeH OopraHn3oBbIBaTb AeNioBble KOHTAKTbl U NPOTOKOJIbHbIE MeponpuAaTnusa

3HaTb: TEOPUIO apryMeHTaLmmn, UICTOPUI0 U 0COBEHHOCTM AENOBOro 3TMKeTa pa3HbiX CTPaH, OCHOBHbIE HOPMbI U OYHKLNK
cnyxebHOro aTuKeTa.

YMeTb: OCyLECTBNSATb [ENOBY0 KOMMYHMKaLuM B npodeccuMoHanbHon cdepe, opraHusoBatb W MNOAAEPXUBATb
HEKOHNNKTHOE OOLLEHNMeE.

BnapgeTb: HaBblkamy OenoBoOK KOMMYHUKaunn C 3anHTepecoBaHHbIMU CTOPOHaMU yn0Tpe6V|Tean017| I'paMMaTVIKOI7I n
OCHOBHbIMU rpaMMaTU4EeCKUMU KOHCTPYKUNAMU, XapakKTepHbIMU ONnA O6LLI,eFIpO¢)eCCVIOHaJ'IbHOl7I
KOMMYHUKaLUnW.




3 PE3YJIbTATblI OBYYEHUA MO AUCLUUMINHE

HavnmeHoBaHWe u cogepkaHve pasaernos,
TEM U y4EOHbIX 3aHATUIA

Cewmectp
(kypc ans 3A0)

KoHTakTHas
pabota

Jlek. Mp.
(4achbl) | (wacbl)

CP
(4achbl)

MHHOBaL.

dopMbl
3aHATUN

Pasgen 1. KommyHukonorus

Tema 1. JlekunoHHoe 3aHaTue "[enosas
KOMMYHMKaLUA Kak MEXaHN3M
COLIMOKYNbTYPHOro B3aumoaemncrang”

nn

Tema 2. KoMMyHMKaums Kak nepuenTUBHbIN
npotecc.

12

HU

Tema 3. [OenoBoe  ob6uleHne KakK
KOMMYHMKaTUBHbIN NpoLEecc

12

HU

Tema 4. [enoBas KOMMyHMKaLMS Kak
NHTEePaKTUBHbLIV NpoLecc

12

HW

Pasgen 2. KoHdnukronorna

Tema 5. JlekumoHHoe 3aHATME "Tunonorus
KOH(pnnkKTOB B cnyx6ax
Aenonpov3BoACTBa, oTgena Kaapos,
nogpasgeneHnsax apxvBHblx opraHusaumn”

nn

Tema 6. [loBegeHyeckne naTTepHbl U
KOH(OIIUKTHbIE JTMYHOCTU

14

HW

Tema 7. MpakTnyeckoe 3aHaTHe
"TexHonormm paspelleHna KOHMNNKTOB B
opraHusauusx, cnyxbax, orgenax v gp.,
CBSI3@HHbIX c npodeccnoHarnbHON
JeATenbHoCTbIO"

AC

Paspgen 3. lNpodeccrmoHanbHast aTvka wu
OEernoBoe NUCbMo

Tema 8. MpakTnyeckoe 3aHATME:!
"MpuHUMNBLI  Npod)eccnoHanbHOW Mopanu:
npodeccnoHanbHbI JONT, COBECTb, YeCTb,
JOCTOUHCTBO"

ra

Tema 9. OTyeckne LeHHOCTN paboOTHUKOB B
opraHusaumm

14

HU

Tema 10. lMpakTnyeckoe 3aHaTue
"OCHOBHbIE KOHCTPYKLINK nenosou
nepenunckun"

ra

Tema 11. lNpaktnyeckoe 3aHsaTMe "Kputuka
N KOMNAMMEHTbI B 4ET0BOK nepenmckn”

ra

UTtoro B cemecTpe (Ha kypce ansa 3A0)

111

KoHcynbTauuu n npoMexyTovHas
atTectauus (3aver)

17,25

Bcero koHTakTHasa pa6ota n CP no
AucuunnnHe

29,25

111

4 KYPCOBOE NPOEKTUPOBAHUE

KypcoBoe npoekTnpoBaHue y4eGHbIM MaHOM He NPeayCMOTPEHO

5. ®OH[ OLIEHO4YHbIX CPEACTB AN MPOBEAEHUA MPOMEXYTOYHOW ATTECTALMN
5.1 OnucaHve nokasartesnien, KpUTepueB U CUCTEMbI OLLEHUBaHWA pe3ynbLTaToB 00yyeHus

5.1.1 MNokasaTtenun oueHUBaHUA

Kon
KoMneTeHumn

MNokasaTenu oueHnBaHUs pe3ynbTaTtoB 06y'~IeHl/Iﬂ

HaumeHoBaHMWe oLeHOYHOro
cpeacTea

MK-2 - BOCMPOU3BOAMT POPMbl U HOPMbI AEM0BON KOMMYHUKaLMK B

TecToBblE 3aHATYS,




npodpeccmnoHansHom coepe;

npodeccnoHanbHOM NPaKkTUKK;
- Xapaktepusyet rpammaTnyeckue KOHCTPYKLMK

apxmBoBegeHuna.

- npeanaraeTt pelweHnsa KOH(bﬂI/IKTHI:IX CVITyaLI,VIVI, BO3HMKaoLlmMe B xoge

nenoBson
KOMMYHUKaUM1, nNpuUMEHsiEMble B chepe [OOKyMeHTOBeAeHus wu

CUTYaLMOHHble
BOMPOCHI ans
cobecenoBaHus.

3afaun,
YCTHOIO

5.1.2 Cuctema un KpMTEpUM OLLlEHMBaHUA

Kputepun oueHMBaHNA CHOPMMUPOBAHHOCTU KOMMETEHLIMI

LLikana oueHnBaHUA
YcTHOoe cobecenoBaHune

MucbMeHHas paboTa

MonHbIN, wucyepnbiBalOLWMA OTBET, HABHO
OeMOHCTpupytowmin rnybokoe MNOHUMaHue

3a4TeHo
npeamMetTa W  LUMPOKYK  3pyauuuio B
oLeHnBaemon obnacTtu.
HecnocobHocTb oTBETUTL Ha Bonpoc 6e3
nomoLuu 3K3ameHaTopa. Hes3HaHune
He 3auTteHo 3HAYUTENbHOMW  YacTu  NPUHUMNUANBHO
BaXKHbIX 3NeMEeHTOB OUCUMMIUHBI.

MHoro4uncneHHble rpybbie owmbku.

5.2 TunoBble KOHTPOJIbHbIEe 3aA4aHUA UINMU UHbIe maTepunanbl, HeobXxoauMbIe ANA OLEHKU 3HaHUN, ymeHuﬁ,

HaBbIKOB U (MNK) onbiTa AEATENbHOCTU
5.2.1 NepeyeHb KOHTPOSNbHbLIX BONPOCOB

Ne n/n | PopMynmnpoBKM BONPOCOB

Kypc 4

MpodeccroHanbHas cpepa kak 0bnacTb AeNOBON KOMMYHUKaLUN.

dopmbl 1 BUAbI AenoBoro obuieHnsa B npodeccuoHaneHom cgepe.

BepbanbHble cpeactea 4eN0OBOW KOMMYHUKaLMK,

HeBepbarnbHas cucteMa AenoBoi KOMMYHMKaLUN.

KommyHukaTBHbIE Bapbepbl 4ENOBOro obLLeHus.

MepuenTnBHble Bapbepbl 4ENOBOro obLeHMs.

TpyaHocTn adHEKTUBHOIO CryLLAHUS.

30HbI 1 AUCTaHLUMK B AENOBOW KOMMYHMKaLUN.

Ol |N|O|O|R]|WIN]|F

KOMMyHVIKaTI/lBHbIe TUNbl OenoBbIX NapTHEPOB.

10 CTpyKTypa 1 TUNonorns KOHMNKTOB.

11 C1unu noBegeHns AenoBblX NapTHEPOB B KOHMIMKTHOW CUTYaLMW.

12 Myt pa3pelueHns KOHMNNKTOB B A4eNOBON KOMMYHUKaLUW.

13 MopanbHbIi BbIGOp B 3TUKE M NpodecCcnoHanbHOM 4eaTeNbHOCTH.

14 MpUHUUNBI COBPEMEHHOMN 3TUYECKOM XU3HW.

15 OTnyeckne npobrnemMbl 4ENOBLIX OTHOLLEHWUNA.

16 OTnyeckue NpUHLMNbLI NPoeCcCMoHanbLHOro Kogekca.

17 OTuKeT 4enoBor NeEpPEnUCK.

18 OTuKeT 4enoBoro NMCbMa Mexagy HavyarbHUKOM U MOAYMHEHHbBIMU.

19 OTMKET 4eNOoBOW KOMMYHMKaLUM Mexay paboTHUKaMu oTAenoB, cnyxx6 apxmBoB 1 NoceTuTensamMu.
20 OTMKET B3aUMOOTHOLLEHUI MeXay COTPYyOHVKaMM KaHLensapumn, oTaena kagpos, cnyx6 genonpon3soacTsa.




5.2.2 TunoBble TecTOBbIe 3aAaHUA

1. YkaxunTte dopMbl NPOSIBIIEHNSA AenNoBON KOMMYHUKaLMK:

a) nepuenTuBHas,

©0) nHTEpakTMBHas,

B) nepcenTuBHas,

r) KOMMYHUKaTUBHaS.

. Kakue cywecTByloT MexaHu3Mbl BOCNPUATUS YenoBeka YernoBekoM Npu A4erioBON KOMMYHUKaLWK:
) cTepeoTUnM3auus,

) amnaTtus,

B) NPUNMCbIBaHNE NPUYKH,

) KOHTPCYrrecTns?

. HazoBuTe Buabl MexaHn3Ma NnpoTUBOBHYLLEHNS:

) nsberaHve,

) noanucaHne OOKYMEHTOB,

B) HEMOHMMaHwWe,

r) aBTopuTET.

4. Kakve nHToHauum CBOWCTBEHHbI B3POCNOMY NpU TPaH3aKLMOHHOM aHanmse:
a) CHUCXOQMUTENbHbIE,

©) cBsI3aHHbIE C peanbHOCTbIO,

B) OYEHb AMOLIMOHAMbHbIE.

2
a
6

3
a
6

5.2.3 TunoBble NPaKTUKO-OPUEHTUPOBaHHbIE 3afJaHNA (3agayu, Kerchbl)

1. NepeBeaunTe B hopMbl AenoBoro obLeHns neperosopbl Mexay Monom u bangoi, reposmu ogHOMMEHHON
ckaskm A. C. lMNywkmHa. Vcnonb3dynTe npodeccrMoHanbHbIN A3bIK: COBMELLEeHMe npodeccuit, cuctema onfatbl Tpyaa,
paboToagatenb, paboTHWK, NPETEHAEHT Ha OOMKHOCTb, AOrOBOP, KOHTPAKT, YCNoOBUsi paboTbl, KOMMNPOMMCC, KOHCEHCYC,
BUAbI U cogepxaHne AedaTenbHOCTH 1 np.

a) 3aKn4YeHne TPygoBOro CornalleHus,

0) «HyxxeH MHe paboTHuk: [MoBap, KOHOX, NIOTHUK. A rae MHe HanuTu Takoro CnyxuTens He CANLLKOM SOPOroro?»
Banpa rosoput: «byay cnyxutb Tebe cnaBHO, YcepaHo 1 o4eHb ucnpasHo, B roa 3a Tpu wenka tebe no nby, EcTb xe MHe
OaBan BapeHyto nonby». MNpusagymanca non, Ctan cebe noyecsiBaTth n06. Lenk wenky Begb po3Hb. [la noHageancs oH
Ha pycckui aBocb. [Non roeoput bange: «JlagHo. He 6yget Ham o6onm HaknagHo...».

2. MpuaymanTte pasnuyHble CUTyaunm MaHUNynaTMBHOIO obLweHns, Hanpumep: Bam Heobxoaumo yntn ¢ paboTbl
paHblle. HanguTe noaxoA K Konnere, ecnv a7o:

a) moropjasi CuMnaTuyHasi 4eByLLUKa,

0) XeHLUMHa cpegHuX fneT, KoTopas CTPEMUTCS BbIFMSAEeTb MOMOXe,

B) CypoBas 3penas Aama,

) NOXMWION MY>XYMHa UHTENNUIreHTHOro Bmaa.

5.3 MeTogmnyeckue maTepuansi, onpegensiowme npoueaypbl OLleHMBaHUSA 3HaHUN, YMeHUI, BrageHui (HaBbIKOB
1 (MNK) NPaKTUYECKOro onbiTa AeATeNIbHOCTH)

5.3.1 YcnoBus gonycka o6y4aroLlerocsi K NpoMexyTo4yHoOM atrecTauMm M NnopAaaok IMKBUJauUmn akageMmnyeckomn
3aJ0MKEeHHOCTU

lMpoBeaeHe MPOMEXYTOYHOW aTTecTauum pernameHTUpPoOBaHO rokanbHbIM HOpMaTuBHbIM aktom CIIOMYMNTA
«lMonoxeHne o NpoBeAeHNM TEKYLLIEro KOHTPONSA YyCneBaeMOoCTH U NMPOMEXYTOYHOM aTTecTaumnm oby4varoLmxcs»

5.3.2 ®opma npoBeaeHMs NPOMEXYTOUYHOMN aTTecTaumMm nNo gucumnnuHe

YcTHas + MucbMeHHasda KomnbloTepHoe TecTupoBaHue UHas

5.3.3 Ocob6eHHOCTU NpoBeAeHUsi NPOMEXYTOYHOM aTTecTalMmn nNo gUCLUUNnHe

1) CTYAEHT He nMmeeT BO3MOXHOCTU MNMOJ1b30BaTbCA CloBapAMU, CnpaBO4YHUKaMKU, KOHCNEKTaMU;
2) BpemMaA Ha NoaroToBky 30 MWHYT, Ha OTBET - B COOTBETCTBUM C JTOKallbHO-HOPMAaTUBHbIMU JOKYMEHTaMUN By3a.

6. YYEBHO-METOOMYECKOE N UH®OPMALMOHHOE OBECMNEYEHUE ONCUUNIIUHBI
6.1 YuebHasa nutepartypa

ABTOp | 3arnasue | MN3paTenbcTBO "oa uspaHua | Ccbinka
6.1.1 OcHoBHas y4yeb6Hasa nuTepaTtypa
AcTtawuHa, O. B. [enoBble KOMMyHUKaL MK Caparos: By3oBckoe 2021 https://lwww.iprbooks
obpasoBaHue hop.ru/117617.html
Burosckas, M. E. MpodpeccroHanbHasa atuka | Mocksa: Jaiukos u K, A 2021 http://www.iprbooksh
aTUKeT M Op Meguna op.ru/102277.html




CemeHosB, B. A. KoHrMkTMeHe gXMEHT https://www.iprbooks
(napagurmel, wkonsbl,| Mockea: Ain Nu Ap Meana 2021 hop.ru/99146.html
TEXHOITIOTNM)

6.1.2 JononHuTenbHasa y4yebHasa nutepartypa

CmupHoBa B. B.

KoHdprmkTonorms wn  aTuka
AenoBblX KOMMYHMKaLMI

http://publish.sutd.ru/
2021 tp_ext_inf_publish.ph
p?id=202104

CankTt-lNeTepbypr:
crnieryntq

AHpgpeeBa B. A.

[lenoBble KOMMyHMKaUMn B
npodeccroHansHom
aeatenbHocTu. MpakTuyeckue

http://publish.sutd.ru/
tp_ext_inf_publish.ph

CankT-MeTepbypr: 2020 p?id=2020400

Cnerynta
3aHATMA M camMoCTosATENbHast
pabota
YnnukuH, A. H.,|MpodeccrnoHanbHas aTuka JTnneuk: JInneukunn https://www.iprbooks

YunukuHa, N. A.

rocyaAapCTBEHHbIN hop.ru/120907.html
TEXHNYECKUN

yHuBepcutet, O6C ACB

2021

6.2 MNMepe4yeHb NnpodeccuoHanbHbIX 6a3 AaHHbIX U1 UHPOPMALUOHHO-CMPABOYHbLIX CUCTEM

1. OnekTpoHHOo-6MbnmoTeyvHasa cuctema IPRbooks: http://www.iprbookshop.ru
2. OnekTpoHHasa bubnunoTeka y4ebHbix nagandun CIeryrnTA: http://publish.sutd.ru
3. HR-coobwwecTBo 1 nybnukaumm: uHtepHeT-cant. Pexxum goctyna: http://hr-portal.ru/tags/delovoe-obshchenie

6.3 Mepe4yeHb NNLEH3MOHHOIO U CBO6OAHO pacnpoCTpPaHAeMOro NporpaMMHoOro oéecnevyeHus
MicrosoftOfficeProfessional
Adobe Photoshop

6.4 OnncaHue maTepuanbHO-TEXHUYECKOWN 6a3bl, HEOOXO0AMMOWN Ans ocyLlecTBeHMA o6pa3oBaTefibHOro
npouecca no gucumnnuHe

AyauTtopusi

OcHalleHune

JlekumoHHas
aygutopusi

MynbTumeaunHoe obopygoBaHue, cneunanuamposaHHasa mebenb, Jocka
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