O®ICHUA MEHEJ[)KMEHT

3amiaHoBaHi pe3yJibTaTH HABYAHHS

Memoro euknadanna nasuanvHoi oucyuniinu «OQICHUN MEHEIKMEHT» €
HajganHs 3BO 1UIiCHY 1 JIOTTYHO TOCHIIOBHY CUCTEMY 3HaHb MPO CYyTh O(iCHOTO
MEHE/DKMEHTY, O3HAHMOMHUTH 3 PO3BHUTKOM HayKu O(QICHOTO MEHEIKMEHTY,
OpUHIMNAMH,  (QYHKOIAMHA,  METOJaMHU  Ta  MEXaHI3MOM  YIpaBJIIHHS
JOKYMEHTYBAaHHS B yMOBaX (DYHKIIIOHYBAaHHS MIANPUEMCTSB 1.

OcHnoeéHUMU 3A60AHHAMU BUEYEHHA HAaA64aANbHOI Oucuuniainu «OdicHUM
MEHEPKMEHT» €. 3aCBOEHHSI TEOPETUYHHUX Ta OPTaHi3allifHUX OCHOB YIPaBIiHHSI
Ta oprasizaiii poootu odicy, 03HaOMIICHHS 3 METOJUKaMU poOoTH 3 oicHUMU
JIOKyMEHTaMH, BUBUCHHSIM aceKTiB 0i3HEC-KOMYHIKaIlii B oici Ta 0ocoOMMBOCTEN
npodeciifiHOT €TUKH 1 MOBEIIHKU CHIBPOOITHUKIB OQICY.

KommnereHTHOCTI

302abHI:

3K 1. 3gaTHiCTh 3aCTOCOBYBATH 3HAHHS B MPAKTUYHUX CUTYAIISX.

3K 2. 3natHicTh npalfoBaTH B KOMaH/].

3K 3. 3naTHiCTh MOTHBYBATH JIFO/ICH Ta PyXaTUCS 0 CIUIBHOT METH.

Gaxosi:

OK 1. 3gaTHiCTh BUKOPUCTOBYBATH HAOYTi 3HaHHS 3 (pyHIaMEHTAIbHHX Ta
npodeciiHO OpIEHTOBAaHUX JUCIMIUIIH, BOJIOJAITH PO3BUHEHOI KYJIBTYPOIO
MUCJICHHS, BMITH SICHO 1 JIOTIYHO BHCJIOBIIIOBaTH CBOi JYMKH SIK YCHO, TaK 1
TUCHMOBO.

®K 2. 3paTHICTH 3aCTOCOBYBATH 3HAHHS IIPO Cy4YacHi1 JOCSTHEHHS B
peaMETHINH 001acTi.

®K 3. 3naHHg Ta BOJOJIHHA METOJAaMM OIKCY, iAeHTHdIKaAImil Ta
Kiacudikarii.

®K 4. 3gaTHICTH 70 HAYKOBO1 opraHizallii mpaiii.

®K 5. 3paTHICTP BUKOPUCTOBYBATH MOJKJIUBOCTI 1 METOIU 3aCTOCYBAHHS
KOMIT'FOTEPHOT TEXHIKH B CBOiM MpodeCiitHIN TIsITbHOCTI.

IIporpamui pe3yJibTaTH HABYAHHS:

[1PH 1. BusaBnatu HaBUYKH TOIITYKY, 30MpaHHs Ta aHATI3y iH(OpMaIrii.

[TPH 2. JlemoHCTpyBaTH HaBHUYKH CAMOCTIHHOT pOOOTH, THYYKOTO MHUCIICHHS,
BIIKPUTOCTI 10 HOBUX 3HaHb, OYTH KPUTUIHUM 1 CAMOKPUTHYHUM.

IIporpamMa HaBYAJIbHOI AUCUMILTIHU

Tema 1. Konumenuisa cydacHoro odicy: Bigx Tpaauuiii A0 HOBHX
TeXHOJIOT il

[TonsiTTs Ta xapakrepuctuka odicy. CyTHicTh Ta Buau odiciB. OcoOIMBOCTI
TpamuiiiHoro Tta cy4dacHoro odicy. ®porrt-odic, Oex-odic. Kmacu odicis
CydaCHMX Opraizallii 3rilHo 3 MixHapoaHuMmu ctanaaptamu (A, b, C ta odicu
BiTuM3HsAHOTO cTannapty — kiacu Jl 1 E). Ilonsarts Ta Xxapaktepuctuka odic-
MEHEeIKMEHTY. Miciie odic-MEHEeI)KMEHTY B CUCTEM1 MEHEKMEHTY MIIPUEMCTBA
(opranizaiiii, yCTaHOBH).

Tema 2. CyyacHuii opic Ta CTHUIHLOBI KOHIENUil IHTEp’ €py




Konuenuii opopmiienHs ogicy: kiacuyHa KaOIHETHO-KOPHIOpPHA CHCTEMa,
Open Space, Bigkputuii npoctip. CTuial AUIOBUX NPUMILIEHb: €KOHOMIYHHM,
aBaHTapJHUNA 1 EKCKIIO3UMBHUN. Pi3HOBUAM OQICHOrO CTWIIO 32 MNPUHIUIIOM
BUOOpY MaTepianiB, MeOJiB 1 OPOpMIICHHS: HIMEIIbKUI, aHTTIIMCHKUM, 1TATINCHKUH,
dbpaHIly3bKUid, CKaHIMHABCHKUH, STOHCHKHM, aMepuKaHChKkUi odic. OcoO0IMBOCTI
yKpaiHchkoi (utocodii iHTEep’epy odicy. Pi3HOBuaM odicHOro CTUIIO 3a
HampsiIMOM 1 BHJIOM €KOHOMIYHOI JIsNIBHOCTI (ipMH, 1i KOPHOPATUBHOIO
KyJIbTypOlO: OaHKIBCBKHMM, IOpUIWYHI, OQICH 1HHOBALIMHUX, MPOEKTHUX W
1HGOPMAIIITHO-TEXHOJIOTTYHUX KOMIIaH1d, o(ich BUPOOHMYMX Ta TOPrOBEIbHHUX
MiATPUEMCTB, 03HAKU «171€aTbHOTO 0icy».

Tema 3. EnexTponnunii odic

Po3BuTok anaparaux 3aco0iB. Po3BuTOK mporpamuux 3aco0iB. BipTyanbHuii
odic. Enexrponnuii undgpoBuit mianuc: mMpaBoBl aCleKTH 3aCTOCYBAHHS.

Po3BuTOK TporpamMHuX 3aco0iB 1070 3a0e3meueHHs Tpalli B Cyd4acCHOMY
odici. TekcroBi penaktopu. Enexktponni Tabmwuii. [HTErpoBani odicHI MakeTH.
ABTOMaTH30BaHe poboue micie. EnexkTpoHHI 3aco0M KOMYHIKAIlli B Cy4acHOMY
odici: mepcoHalIbHI KOMIT I0TE€PH, JIENTOINH, KUIIEHHKOBI KOMIT FOTEPH, MEpPEKEBa
KapTa, KOMIIOBaJIbHI anapaTH, pakCUMUIbHI arapaTu, CKaHEpH.

Tema 4. Opramnizanisi po6oTu cydyacHoro ogicy

Bumorn nmo wmenemxepa B 3a0e3nedeHHl eekTHBHOI pobdoTtu odicy.
Opranizairiss poOoTH TpUHMaIbHOT 0dicy.

Odic-menemxep: TOHATTI, xapaktepuctuka. Kiacudikaris odicHoro
nepcoHaly: 1HXXEHEPHO-TEXHIYHUU MEepCOHall, MEpPCOHaNl CIYXOW AUTIOBOJICTBA,
odicHUM opraH3aiiiHuil nepcoHan. DyHKIIOHATBHI 000B’A3KH  0(ICHOTO
nepcorany. [IlocamoBi iHCTpyKHii 1m0a0 poboTu odicHOTO TMepcoHany.
OcobOmmBocTi MoTuBallii edekTuBHOI pobOoTh odicHOoro mnepcoHamy. I oioBHI
dbyHkIii MeHemkepa (cexkperaps) odicy: XapakTepucTHKa THIIOBUX 3aBJaHb
MeHeKepa (aaminicTpaTopa) odicy.

Tema 5. /lokymeHTyBaHHS B yIIPaBJIiHHI

3aranpHl TOJNOXKEHHS pPOOOTH 3 nokyMeHTaMu. CyTHICTH odopmiIeHHS
JTOKyMeHTIB. Buam OmankiB qoxkyMeHTiB. OCHOBHI BHMOTH 1O CKJIQJIaHHS Ta
odopMieHHS TOKyMEeHTIB. CXeMH JOKYMEHTOOOITY pi3HUX KaTeropiii JOKYMEHTIB.
[Topsmok oTpuMaHHs, pO3MIISIAY Ta Mepeaadi BXiIHOT KOPECTIOHICHITII.

JlokyMeHTOnOTIK (BXimHM Ta Buxiguui). [IpuHIunu opranizaiii pobotu
odicy: mpuiiom BiABiAyBadiB (KIIEHTIB); OOy JOKYMEHTIB, IX pO3MOILT 3a
BUKOHABIIMU. 3aKOHOJABYO-HOPMATHBHI Ta HOPMATHBHO-METOIWYHI aKTH, IO
PETIIAMEHTYIOTh  JIOKYMEHTO00OpoT B odici: €amHa JlepkaBHAa cHcTeMa
ninmoBoacTBa (€JICJI). Cxema MOKYyMEHTOOOIry PI3HHX KaTeropidi JTOKYMEHTIB:
NMepBUHHA O0pOOKa; TOMepeaHId PO3TIISIA 1 peecTpallis; peecTparlis; po3risia
JOKYMEHTIB KEpIBHUIITBOM; KOHTPOJb BUKOHAHHS, BHUKOHAHHS JIOKYMEHTIB;
MIMIUBAHHS JOKYMEHTIB J10 CIIPaBH.

Tema 6. Opramnizauisi 30epexeHHsI JOKYMEHTIB B OpraHizauii

CknaganHss HOMEHKJaTypu 1 (opmyBaHHs cropaB. Onucu JOKYMEHTIB.
[lepenaya cmpaB [0 apxiBHOro miapo3aury. PoboTra 3 JOKyMEHTamMu BIIACHOTO
apXxiBy KEpiBHHKA.



Tema 7. Hakazum T1a poO3NOPSIZKEHHHA: OCOOJMBOCTI BHIABAHHA,
peectpauii Ta GopMyBaHHS y CLIPaBH

[IpaBo BuAaBaHHS Haka3iB Ta po3nopskeHb. OQopMiIEHHS Haka3iB PO
320X04YeHHs1 Ta CcTArHeHHsA. OcoOnauBOCTI peecTpaiii 1 (GOpPMYBaHHS Y CIpPaBH
HakaziB 1 po3nopsaxkeHb. CTpoKH 30epiraHHs HaKa3iB Ta pO3MOPSIKEHb.

Tema 8. KomyHikaTUBHUI npouec i CHUVIKYBAHHSA

CrinkyBaHHS SIK OCHOBHHUM IHCTPYMEHT Npo(]eciOHanbHO1 isSIbHOCTI
MeHemkepa. llcuxomoris  cminkyBaHHsS. Mojenb  Hporecy  KOMYHIKaIii:
BIJIIPaBHUK, MOBIIOMJIEHHS, YyTPUMYyBay, 3BOPOTHINM 3B'a30K. Enementu 1 ¢asu
npoIriecy CHUTKYBaHHS: BiANPaBHHUK, KOAYBaJIbHHUK, KaHal, TIOBIJOMJICHHS,
JNEKOAYBaJbHUM, OJlepKyBau, 3BOPOTHUH 3B'I30K, MmyMm. Pa3u mnporecy
cnuikyBaHHs: (GopMmyBaHHS i1ei; BuOIp KaHamy; KOAYBaHHs; Iepeaaya;
JIeKOTyBaHHsI; 00poOKa; 3BOPOTHHI 3B's130K. PIBH1 CIIIJIKyBaHHS.

Tema 9. Ynpasiainua 0i3Hec-KOMYHIKanigsMu B ogici

[Tpupona 1 6ap’epu KoMyHiKaliiHOTO npouecy. OCOOUCTI Ta MCUXOJIOTIYHI
SIKOCT1 TapHOTO KOMYHiKaropa. [loeqnanHs BepOanbHUX 1 HEBEpOATbHUX 3aC001B
cnuikyBanHs. KomyHikamis sk OOMIH  1HpoOpMali€l0 MDK  Y4YaCHUKaMH
crniikyBaHHs. HeepOaynbHi 3aco0u Oi3Hec-KOMYHIKAIlli: KIHETHKA, IMPOCOJHKA,
€KCTpa JIHIBICTHKA, TaKecuka, Ipokcemika. BepOanpHi abo croBecHI 3acobu
CHUIKYBaHHS B O13HeC-KOMYHIKaIli. MUCTEIITBO CTaBUTH 3allUTAHHS.

Tema 10. [inioBi po3MoBH 110 Tejie(poHY

IlepeBaru BukopuctanHs TenepoHy y Ol3Hec-KoMyHikamisax. IIpaBumna
BEJICHHS JUIOBUX TeJle(pOHHUX PO3MOB

Tema 11. MucTeuTBO CHIJIKYBAHHSI Ta Mpe3eHTalis iged Ta
pO3NOpsIKEeHb

3anuTaHHd B KOMYHIKATHUBHIM TpakTwili. Pi3HOBHMIW 3amuTaHb: 3aKpHTi,
BIIKPUTI, PUTOPUYHI, TIEPETOMHI, BiAA3EpKaIeHl, TUTaHHS IS OOMIpKyBaHHs. 3a
CIIPSIMOBAHICTIO: TPsAMI Ta OIOCEPEIKOBaHI 3aMUTaHHSA. AKTUBHHH JIiaJior.
Tenedonni meperoBopu sk 3acid komyHikaiii B odici. Ctanmaptu tenedoHHOT
po3moBH. IlinroroBka nmo TtenedonHoi po3moBu. Ilepemawa Ta mnpuiiom
noBigomsieHb. [lpaBuma pobGoTu 3 moBimomseHHsMHU. [Ipe3eHtariss gk 3acid
koMyHikamii. OcHoBHa Meta mpeseHTarii. CtpykTypa mpesenrtamii. [Iporpama
npe3eHTanii. OCHOBHAa Ta 3aKJIOYHa YacTHUHM mpe3eHTauii. [lpaBuna BeneHHsS
Mpe3eHTaIlli.

Tema 12. ETnka AiJioBUX B3a€EMUH Yy TPYA0BOMY KOJIEKTHBI

3aranpHi podeciitHi eTUYHI BUMOTH JI0 B3aEMHUH Y TPYIOBOMY KOJICKTHBI.
ETtuka xepiBHUKa 11010 KepyBaHHA JOoApMU. HopMu eTukery momo oasry asis
po6otH B oici. ETHuHI BUMOTH 710 30BHINIHKOTO BUTIISTY mepcoHary front-office i
back-office.

XapakTepuCTHKa TIOHATTS «CTHKET». 3HAYEHHS JOTPUMAaHHS €TUKETY s
Cy4acHOI JUIOBOI JIOJMHHU. XapaKTEPUCTUKA JIIIOBOTO €THUKETy. ETHuYHI mpaBuiia
MOBEJIHKM JAUIOBOI  JIIOAWMHU 100 TaKUX CHUTYyalllil: BiTaHHS, 3BEPTAHHS,
MpPEACTaBICHHS, 3HAWOMCTBO Toul0. Buau mnpuiloMiB: JA€HHI Ta BEYIpHI.
Xapaktepuctuka mnpuiioMiB: «Kenux mamnancbkoro», «CHigaHok», «O01my,
«O011-0yder», «Beuepsa», «A ns pypuer», «Kokreiniby, «KaBoBuii abo yaitHuit



cTu. JlUToBUi €TUKET NpoBeACHHS NpUiloMiB. MIKHapOAHHUM TIJIOBUN €THKET.

TpyaoMicTKICTD

3aranbHa KUIbKIcTh roguH — 120.
Kinbkicts kpeautis — 4,0.

dopma ceMecTPOBOTO KOHTPOJIIO — 3aTIK.




	Заплановані результати навчання

