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BCTYII

[Iporpama nHaByanpHOi aucHUIUIiHE «OQICHUA MEHEIKMEHT» CKJaJeHa BIAMOBIIHO 0
ocBiTHBO-TIpo(deciitHoi mporpamu miaroroBku 3BO CBO «bakanaBp» cnemianbHoCTi «IlyOmivne
YIIPaBIIiHHS Ta QJMIHICTPYBaHHS».

[IpenqmeroM BUBYCHHS HABYAIBHOI JAMCUMUIUIIHU € CHUCTEMa 3HaHb IPO CYTh YIIPaBIiHHS
JIOACHKUMH, (IHAHCOBUMH, MaTepiaJlbHUMHU Ta iH(OpMaliiHUMU pecypcamu, ICTOpil0 HayKd
MEHE/DKMEHTY, MPUHINNHK, (PYHKIIIT, METOIU Ta MEXaHI3M YIIPaBJIiHHA B YMOBax ()yHKIIIOHYBaHHS
T IITIPUEMCTB.

MuiKIuCIUIUTiHAPH] 3B S3KHW: BUBYCHHS HABYAJIBHOI TUCHUILIIHM 0a3yeThCsl Ha 3HAHHSX,
OTPUMAHUX TMPU BUBYCHHI HABUAIBHUX JUCIHHIUIIH «AJMIHICTPATUBHUA MEHEIKMEHTY,
«JlimoBoacTBo», «MeHemKMEeHT», «MeHeHKMEHT-KOHCANTHHT», «lIcuxoioris  ynpaBiiHHS,
«[1yGmiune ynpasninasy, «CaMoMeHeKMEHT», «Ciyx0a B opraHnax MiCIEBOTO CaMOBPSAYBaHHS,
«Corionoriss», a TakoX € 0a3010 11 BHBYEHHS HABYAJILHUX JUCHHIUIIH «MoOTHBaLiHHUH
MEHEKMEHT», «Y IPaBIiHHS 3MiHaMI», «Y IPABIIHHS TIEPCOHATIOM).

1. META TA 3ABJIAHHS HABYAJIBHOI JJUCHUTLIITHA

1.1. MeTo10 BHKJIaJaHHSI HABYAJIbHOI JMCUMILIIHM € HaJaHHS CTyAEHTaM IIUICHY 1
JIOT1YHO TOCHIIOBHY CUCTEMY 3HAHb MPO CYTh 0(iCHOTO MEHEIKMEHTY, 03HAHOMUTH 3 PO3BUTKOM
Hayku 0(iCHOTO MEHEDKMEHTY, NPUHIUNaMH, QYHKIISIMU, METOIaMU Ta MEXaHI3MOM YIPaBIiHHS
JOKYMEHTYBaHHS B yMOBaX ()yHKIIIOHYBaHHS ITiIIPUEMCTB 1.

1.2. OcHOBHHMH 3aBJAHHSIMH BHBUYEHHS HABYAJILHOI JHCIHUILIIHA €:

3aCBOEHHSI TEOPETHMYHHMX Ta OpraHi3alliiHMX OCHOB YIIPaBIiHHSA Ta oprasizamii poOotu
odicy,

O3HAWOMJICHHSI 3 METOJJUKAaMH POOOTH 3 0(ICHUMH JOKYMEHTaMH,

BHUBUCHHSM acleKTiB Oi3Hec-KOMYHIKaIii B odici Ta 0cobmuBocTei mpodeciiHoi eTUKU 1
MOBEIIHKH CIIBPOOITHUKIB 0dicCy.

1.3. 3rinHo 3 BUMOramMu OCBiTHBO-TIpO(eciiiHOl mporpamMu y 3100yBa4iB BHILOI OCBITH
MaTh 0yTH cOpMOBaHi HACTYIHI eJleMEeHTH KOMIIETEeHTHOCTI:

3HAHHA:

TEOPETUYHHUX OCHOB YIIpaBIJIIHHS Ta oprasizanii podoTtu B odici;

CYTHOCTI 1 BUJiB 0(iCiB;

MOPAIKY poOOTH €EKTPOHHOTO Oicy;

BHUMOT JI0 opraHizailii po6otu cyyacHoro odicy;

TEXHIKH POOOTH 3 OPICHUMH TIOKYMEHTAaMU;

crnoco0iB ynpaBiiHHs Oi3HeC-KOMYHIKalisgMu B odici;

TEXHIKU IPOBEJCHHS TeIEPOHHUX PO3MOB;

TEXHIKU MiATOTOBKY ¥ MPOBE/IEHHS MPe3eHTaLlil;

OCHOB Ipo(eciiiHOI €TUKHU 1 TOBEAIHKH CIIBPOOITHUKIB Odicy.

BMIHHS:

3a pe3y/ibTaTaMiu OLIHKH 1 aTecTalii poOourx MICIb BIPOBAIKYBATH PalliOHAIbHI CXEMU X
IUTaHYBaHHS Ta OpraHizailii, BIPOBaXKyBaTH MEePeI0BHM JOCBI] X OCHAIIEHHs Ta 00CIyrOBYBaHHS;

mpairoBaTi 3 (hiKCOBaHOIO 1H(GOpPMAIIIEI0, 3 JOBIAKOBOIO JIITEPATypOIO, CKIAJATH TEKCTH
o(icHUX TOKYMEHTIB;

TOTYBaTH Ta MPOBOJIUTH MPE3CHTAIIIl;

OpraHi3oBYBaTH NMPOBEACHHS OIIHHUX MPUHOMIB.

crocoOu MHCIEHHs: Tmpodeciiiie, (GopMaabHO-JIOTIYHE, MIAJICKTUYHE, I1HTEICKTyallbHE,
CIIOBECHO-JIOT1YHE, MPOJIYKTUBHE, PEaliCTUYHE, IHTYITHMBHE, KPUTUYHE, TBOpYE, MPOJYKTHBHE Ta
PETpOTyKTHBHE.

npodeciiini, CBITOTJSAHI 1 TPOMAASHCHKI SIKOCTi: (QOPMYBaHHSI TBOPUOI, TyXOBHO-Oararoi



0COOMCTOCTI, 3 HALlIOHAJIBHOIO CBIIOMICTIO, MATPIOTHUYHUMH NOYYTTSIMHU; (opMyBaHHS (axiBis 3
parioHaIbHUM €KOHOMIYHUM MHCICHHSIM; (OpMyBaHHs (PaxiBIls, IO BOJIOIITUME aHATITUIHHUMH
BMIHHSIMH 3 JOCHTI/DKEHHS TPOMAJChKOI yMKH, IO Tiepeadadae opraHizaiilo Ta MPOBEICHHS
OMMUTYBAaHHS IIJIbOBUX ayJAUTOPIA, BUBYCHHS MyOJiKaIliii Ta iHIMMX MeaiaMmarepiaiiB npo odicHui
MEHEKMEHT.

MOPJIbHO-€TUYHI IIIHHOCTI: IIHHICHE CTaBJICHHS OCOOMCTOCTI J0 CYCIIUIBCTBA 1 JEPKaBH,
[0 BUSIBJISIETHCS Y TATPIOTU3Mi, HAIIOHAIBHIA CaMOCBIZIOMOCTI, MPaBOCBIAOMOCTI, MOJITHYHIN
KYJIbTYpl Ta KYJbTYpi; HIHHICHE CTaBJIEHHS JI0 JIFOJCH, 0 BUSABISAETHCS Y MOPAJIbHIN aKTMBHOCTI
0COOMCTOCTI, MPOSIBI YYHHOCTI, YECHOCTI, MPAaBIUBOCTI, MPAIeIFOOHOCTI, CIIPaBEATUBOCTI, T1AHOCTI,
MUJIOCEP/I, COBICTI, MHUPOJIOOHOCTI, JOOPO3UWIMBOCTI, TOTOBHOCTI JOIOMOITH IHIIHM,
000B’SI3KOBOCTI, TOOPOCOBICHOCTI, BBIYWJIMBOCTI, JCNIKATHOCTI; I[IHHICHE CTaBJICHHS IO Tpali €
Ba)XXJIUBOIO CKJIAJIOBOIO 3MiCTy BUXOBaHHS OCOOMCTOCTI.

Ha BuBueHHS HaBYaIbHOT MUcHMILTIHK BigBOaUThCs 120 roguam / 4 kpenutis €EKTC.

2. IHOOPMAIIMHUNA OBCST HABYAJILHOI T CIHUILITHA

Tema 1. Konuenuisi cyuacHoro odicy: Big Tpaauuiii 10 HOBUX TeXHOJIOTiH

[TonsaTts Ta xapakrepuctuka odicy. CyTHicTh Ta Buau odiciB. OcoOIUBOCTI TPaIUILIIHHOTO
Tta cydacHoro ogicy. ®ponrt-odic, Oek-odic. Kmacu odiciB cydacHux opranizamiid 3rigHo 3
MibkHapoauumu crangapramu (A, b, C ta odicu BitunsnsHoro crannapry — kiacu [ 1 E). Ionsrrs
Ta XapakTepucTHKa ogic-MeHeMKMEHTy. Micne odic-MEeHeKMEHTY B CHCTEMI MEHEIKMEHTY
MiIpUeEMCTBA (OpraHizailii, ycTaHOBH).

Tema 2. Cyuacumii oic Ta cTHIBLOBI KOHUENUil iHTep’epy

Konuenmii odhopmienns odicy: kiacuuHa kabiHeTHO-KopuaopHa cuctema, Open Space,
BigkpuTuii mpocTip. CTUil AUIOBUX NPHUMIIIEHb: €KOHOMIYHHMHN, aBaHTApPIHUH 1 EKCKIIO3MBHHIA.
PizHOBH 1M 0(iCHOTO CTUIIIO 32 MPUHIIMIIOM BUOOPY MaTepialiiB, MeOiB 1 0popMIIEHHS: HIMEIbKHIA,
AHTITIUACHKUN, ITATIMCHKUHN, (PAHIY3bKHHA, CKaHIWHABCHKHM, SIIOHCHKHN, aMEpPHKAaHCHKUN OdQic.
Oco0nuBocTi yKpaiHchKoi ¢inocodii inTep’epy odicy. PisHOBHAM 0(iCHOTO CTUIIIO 32 HAMIPSIMOM 1
BUJIOM €KOHOMIYHOI JisuTbHOCTI (hipMHu, 11 KOPHIOPATHBHOIO KYJIBTYpOIO: OAHKIBCHKUH, IOPHINYHI,
oicu iHHOBaLIWHUX, MPOEKTHUX M 1H(POPMAaLIHHO-TEXHOJIOTTYHUX KOMIaHii, odicu BUPOOHUUMX
Ta TOPrOBEIbHUX MIAIPUEMCTB, 03HAKH «1A€aTIbHOTO 0dicy».

Tema 3. Enexrponnnii odic

Po3BuTok amapatHux 3aco0iB. Po3BuTOK mnporpamHux 3aco0iB. BipryanpHuit odic.
EnextponHuii nudpoBuil mianuc: npaBoBi aCleKTH 3aCTOCYBaHHS.

Po3BuTOoK mporpaMHux 3aco0iB 11040 3a0e3nedeHHs npaii B cydacHomy odici. TekcTosi
penakropu. EnextponHi TaGauumi. InTerpoBaHi odicHi makeTd. ABTOMaTH30BaHE poOoue MicIle.
EnexTpoHHi 3aco0u KOMyHIKaliii B cydacHOMY oOQici: NHepCOHalbHI KOMII IOTEpH, JICHTOIH,
KHUIIEHBKOBI KOMIT'IOTEpU, MepeXkeBa KapTa, KOMiIOBaJlbHI amapatd, (akcHUMUIbHI amnapari,
CKaHEepH.

Tema 4. Opranizauiss podoTu cy4acHoro ogicy

Bumoru no menemxkepa B 3abesneueHH1 edhekTUBHOI poOoTH odicy. Opranizaiis podoTu
npuiiManbHoi odicy.

Odic-meHemxep: TOHATTA, xapakTepuctuka. Kiacudikamiss odicHoro mnepcoHany:
IH)KEHEpHO-TeXHIYHUN TepCcoHall, MEepCOHAN CIY>KOM JiJ0BOACTBA, O(ICHUN opraHizamiiHuR
nepcoHan. OyHKIIOHaIbH1 000B’s13kM o(icHOro mepconany. [locamoBi iHCTpyKii 1m0A0 podOTH
o(icnoro nepconany. Oco0aMBOCTI MOTHBALT ePeKTUBHOT poOOTH O(hicHOTO mepcoHany. I'onoBHI
¢byHKIiT MeHemkepa (cekperapsi) odicy: XapakTepucTHKa TUIIOBUX 3aBJaHb MeEHeEKepa
(amMminicTparopa) odicy.

Tema 5. JlokyMeHTYBaHHSA B YIPABJIiHHI

3aranpHi MOJIOKEHHS POOOTH 3 JoKyMeHTaMHu. CyTHICTh OQOpMIIEHHsS JOKYMEHTIB. Buaun
OmaHKiB JOKyMeHTiB. OCHOBHI BUMOTM [0 CKJaJaHHA Ta O(OpPMIIEHHS JOKyMeHTIB. Cxemu
JOKYMEHTO00Iry pi3HMX KaTeropiii JokymeHTiB. llopsiiox oTpumaHHS, po3IJsiay Ta mepenadi



BX1/IHOT KOPECIIOH ICHII]].

JIoKkyMeHTONOTIK (BXimHUN Ta BUXimHMK). [IpuHIMNU opranizamii poOoTu odicy: mpuiiom
BiJBiAyBauiB (KJII€HTIB); 00Iry JOKYMEHTIB, iX PO3IMOALT 32 BUKOHABI[SIMH; YITKE PO3MEXKYBAaHHS
000B’sI3KIB MDK TMpaliBHUKaMH odicy; OJHOpa3oBe mepeOyBaHHA JOKYMEHTa B OJHOMY
CTPYKTYPHOMY MiApPO3/iJi a00 B OJJHOrO BUKOHABIIS; NapajielbHEe BUKOHAHHS PI3HUX OINepamii Haj
JOKyMEHTaMH. 3aKOHOJaBYO-HOPMATHBHI Ta HOPMAaTHUBHO-METOAMYHI aKTH, L0 pErjJaMeHTYIOThb
JOKYyMEHTO00OpoT B odici: €nuna JepxkaBna cucrema ainooactea (€ACJ). Cxema
JIOKYMEHTOOOITY PI3HMX KaTeropii MOKYMEHTIB: IMEepBHHHA OOpoOKa; MOIepeaHid po3risag i
peecTparlisi; peecTpalisi; po3rifl JOKYMEHTIB KEpiBHUITBOM; KOHTPOJb BUKOHAHHS; BUKOHAHHS
JIOKYMEHTIB; MMAMMBAaHHS JOKYMEHTIB /IO CITPaBH.

Tema 6. Opranizanis 30epe:keHHsI JOKYMEeHTIiB B oprasizauii

CknazanHs HOMEHKJIATypH 1 opMyBanHs crnpaB. Onucu nokyMmeHTiB. [lepenaua crpas 10
apxiBHOTrO mizpo3airy. PoboTa 3 JoKyMeHTaMH BIACHOTO apXiBy KEpiBHHUKA.

Tema 7. Haka3u Ta po3nopsiIzKeHHsI: O0COO0JMBOCTI BHMJIAaBaHHS, peecTpamii Ta
(¢opMyBaHH# y CIpaBU

IIpaBo BumaBaHHS Haka3iB Ta po3nopsakeHb. OGopMIIeHHS Haka3iB MPO 3a0XOUEHHS Ta
crsrHeHHs. OcoOmuBOCTI peectpamii i (opMyBaHHSI y CHpaBU HakasziB 1 po3mopskeHb. CTPOKH
30epiraHHs HaKa3iB Ta PO3MOPSIKEHb.

Tema 8. KomyHikaTuBHUIi npouec i CijIKyBaHHS

CrhinkyBaHHS SK OCHOBHMH 1HCTpYMEHT mpodecioHambHOi MisUIBHOCTI MEHeIKepa.
[cuxomoris cninkyBanHs. Moienb nporecy KOMyHiKallii: BiIpaBHUK, TIOBIJOMJICHHS, yTPUMYBad,
3BOPOTHIH 3B's130K. EnemenTu 1 ¢asu mporecy CHUIKyBaHHSA: BIIIIPaBHHUK, KOJYBaJIbHMK, KaHal,
MOBIIOMJICHHSI, JIEKOMYBaJbHUM, OAEP)KyBad, 3BOPOTHHUA 3B'SI30K, ImmyMm. PDasum mporecy
crinkyBaHHs: (hopmyBaHHs iaei; BUOIp KaHanmy; KOAYBaHHS; Iepenada; JACKOAyBaHHS; 0O0poOKa;
3BOPOTHHIA 3B'A30K. PiBHI CIIIJIKyBaHHSI.

Tema 9. Ynpapiinus 0i3Hec-KOMYyHiKanisiMu B oQici

[Tpupona i 6ap’epu KoMyHiKamiiHOTO Tporecy. OCOOHCTI Ta IICUXOJOTIUHI SIKOCTI TApHOTO
KoMyHikaTopa. IloegHanHs BepOanbHHX 1 HeBepOalbHUX 3ac00iB crminkyBaHHA. KoMmyHikaris sk
oOMiH iH(OpMaLli€r0 MK y4yacCHHKaMu cHuUIKyBaHHs. HeepOanmbHi 3aco0m Oi3Hec-KOMyHIKaIii:
KIHETHKa, MPOCO/IMKA, EKCTpa JIHIBICTHKA, TAKECUKa, MpokceMika. BepOasbHi abo cioBecHi 3aco0u
CHUIKYBaHHS B O13HEeC-KOMYHIKaIll. MUCTENTBO CTaBUTH 3allUTaHHS.

Tema 10. dinosi po3moBu 1o resnedony

[TepeBarn Buxopucranus tenedoHy y Oi3Hec-komyHikamisix. [IpaBuia BeneHHS ITOBUX
Tese()OHHUX PO3MOB.

Tema 11. MucTeuTBO CiJIKYBaHHS TAa NMpe3eHTALId igell Ta po3nopsiAKeHb

3anuTaHHsd B KOMYHIKaTMBHIM NpakTuili. Pi3HOBUAM 3amuTaHb: 3aKpUTi, BIJIKPHTI,
PUTOPHUYHI, IEPETIOMHI, BiJJI3€pKajieH], MUTaHHSA A OOMIpKyBaHHs. 3a CIIPSMOBAHICTIO: MPSAMI Ta
OTIOCEpEe/IKOBaH1 3amuTaHHsA. AKTUBHUHM aiajor. TenedoHHI NeperoBopu sk 3acid KOMyHiKalii B
odici. Cranmaptu TenedonHHoi po3moBu. IliaroroBka no TenedonHoi po3mou. Ilepenaua Ta
npuiiom noBigomieHs. [IpaBuna poboTu 3 moBigomiieHHsAMH. [Ipe3eHTanist Sk 3aci0 KOMyHIKallii.
OcnoBHa wmera mnpeseHtanii. Ctpykrypa mpesenramii. I[Iporpama mpesenranii. OcHOBHa Ta
3aKJII0YHA YaCTUHM Ipe3eHTallii. [IpaBuia BeieHHs Mpe3eHTallii.

Tema 12. ETuka 1iJIOBUX B32a€EMHH Y TPYAOBOMY KOJIEKTHUBI

3aranpHi TpodeciiiHi €THYHI BUMOTHM JO B3a€EMUH Yy TpPYAOBOMY KoJiekTuBi. ETnka
KepiBHUKA 111010 KepYBaHHA JIIOJbMHU. HoOpMH eTHKeTy 1040 oaary Juisi poboTu B odici. ETuuni
BUMOTH JIO 30BHIITHBOTO BUTIIsAY NepcoHany front-office i back-office.

XapakTepUCTHKA TTOHATTS «ETUKET». 3HAYCHHS TOTPUMAHHS €TUKETY ISl CYJacHOI TTOBOL
JIOAMHU. XapaKTepUCTUKA JIIIOBOro eTHKeTy. ETUYHI IpaBuia MOBEIIHKHU JUIOBOI JIFOAMHU IIOJ0
TaKUX CUTYAIlili: BITaHHsI, 3BEPTAHHS, NMPEJCTaBICHHS, 3HAHOMCTBO TOIO. Buau mpuiioMiB: IeHHI
Ta BeuipHi. XapakTepucTuka npuiiomin: «Kemux mamnancbkoro», «ChHizanok», «O6in», «O06ia-
oyder», «Beuepsi», «A ns gypmery, «Kokreinb», «KaBoBuii abo yaitHuii ctim». [{1710BUil eTHKET
MPOBEICHHS MPUHOMiB. Mi>KHAPOIHUH TIJTOBUIA €THUKET.
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