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AHHOTaAIMA

B Hacrosimiee Bpems npodeccusi cekperapsi-pedepeHTa ABiseTcs
OHOW W3 CcaMbIX BOCTPeOOBAHHBIX Ha PHIHKE Tpyda, Kak
cpeiu Ccouckatesed, Tak W cpeau padortomareneit. Cekperapb
PYKOBOIUTENSI JOJMKEH HE TOJNBKO OBICTPO MevyaraTh W IMPaBUIBHO
0pOpMIIATh TOKYMEHThl, HO UM COCTAaBJSATh TEKCTHl PA3TUYHBIX
JOKYMEHTOB, PEeAaKTHPOBATh MPOEKTHI, PAIIOHAIBHO OPraHu30BaTh
npueM noceTutesiedt 1 TeaeoHHOe 00CTyKUBAHUE, CAMOCTOSITENTLHO
pemarb MHOIM€ BOIPOCBI B COOTBETCTBMU C TIOPYYEHHBIMHU OT
pykoBoauTesisi ykazaHussMu. OCHOBHAS 11eJIb KHUT JaHHOW CEpUr —
MOMOYb HAUMHAIOIIEMY CEK peTapio n30exkaTh OMOOK B padoTe, YETKO
3HaThb CBOU (byHKL[I/II/I n O6ﬂ3aHHOCTI/I, a TaKXKe IpaBuJia MOAroToOBKN
1 0hOpMJIEHHUSI TOKYMEHTOB.



Conep:kanue

[TonsTne npodeccun cekperapsi-pedepeHra
KoHer 03HakOMUTENBHOTO (pparMeHTa.



Niabsa MeJbHUKOB
Tannbl Jydymux cekperapen-
pedepeHTOB: MUHH-
KypcC 110 H1eaJJbHON
padoTe ¢ JOKYMEHTaMM

Ilonsitue npodeccun
cekperapsi-pecepeHTa

CeronHs Ha pbIHKE Tpyna npodeccusi cekperapsi-pedepeHra,
HOXaJIyd, camasi paclpoCTpaHeHHas, Kak CpeAu COUCKarese,
Tak U cpeau padoronaresneil. He ciyyaitHO roBopsT: XOpOIIuii
cekperapb — Ha Bec 3o50Ta. [Ipodeccust cexperaps, nmoxanyu,
camas Onm3Kas K npogeccuu akrepa. Creuudurka u cI0KHOCTb
paboThI ceKpeTapsi CBsI3aHa C TEM, UTO OH BCer/ia Ha BUY, B IIEH-
Tpe OOILIEeHHs C PyKOBOJICTBOM, KOJJIETaMH, KJIIMEHTaMU. YJIbIO-
Ka, IPUSATHBIN TOJI0C, JIETKasl MOXO/IKa, yBEPEHHbIE KECTHI U 100-
POXeaTesIbHOCTh HE3aBUCUMO OT HACTPOEHUSI CO3AAI0T 0COOYIO
atmocdepy B oduce.

Xopolmil cekperapb — 3T0, Ipekae Bcero, npodeccruoHan!
OCHOBBI CEKPETApPCKOTO Aej1a MOKHO OCBOUTH 32 CPABHUTEIBLHO



KOPOTKHUI MEPUOJ] BpPEMEHHU, a HACTOSIIIEE MACTEPCTBO, KaK U B
000 podeccuul, MPUXOIUT C TOIAMH.

Uro ke mpencrarisier coOoil mpodeccusi cekperapb-pede-
PEHT, U nouemMy oHa Tak nomynspHa? Cl0BO «CeKpeTapb» Mpo-
UCXOIUT OT CPETHEBEKOBOIO «secretarius» M TepBOHAYAIBLHO
O3HAYAJIO TOBEPEHHOE JHIO. Ceryac CMBICI CI0BA OCTAJICS TEM
ke, Ho Ipuodpet 6oJiee MUPOKOe HATIOTHEHHE.

[TockoibKy ynpaBlI€HYECKMI EPCOHAN HErOCyAapCTBEHHBIX
KOMMEPYECKUX OpraHu3alluii, KaKk MpaBWJIO, JOCTaTOYHO HEBe-
JIMK, TO PYKOBOAUTEIU ITUX (PUPM 3aHUMAIOTCSI B OCHOBHOM pe-
IIIEHWEM OCHOBHBIX MTPOU3BOICTBEHHBIX BOIIPOCOB, CTpaTernye-
CKUMU TIpoOieMaMH Pa3BUTHSI CBOMX MPEANPUATHIA, a 3HAYM-
TEJIbHYIO YacTh YIIPABJICHUYECKOH (B MEPBYIO OUYepelb — AAMUHU-
CTPaTHBHOM) paOOTHI MOPYYAOT CBOMM ceKpeTapsam. Cekperaphb
PYKOBOAMTEJISI COBPEMEHHOW (PUPMBI JI0JIKEH He TOJIBKO OBICT-
PO nevaraTh U IPaBUILHO O(POPMIISITh IOKYMEHTBI, HO U COCTaB-
JIATh TEKCThI PA3IMYHBIX IOKYMEHTOB, PEIAKTUPOBATH TPOEKTHI,
HE TOJIbKO paliiOHAJIbHO OPraHMU30BaTh ITPUeM MOCETUTENIEN U Te-
neoHHOE 0OCTy)KMBaHUE, HO M CAMOCTOSITEJIBHO pellaTh MHO-
T'i€ BOIIPOCHl B COOTBETCTBUM C MOPYUYEHHBIMU OT PyKOBOJIUTE-
JIs1 yKa3aHUsIMUA. DTa HOBasi Pa3HOBUIHOCTh CEKPETaPCKOi MPo-
(peccun nonyunia Ha3BaHUE cekpemapsi-pegpepenma.

Cekperapb-pedepeHT — 3T0 oMOoIHUK pykoBoautess. Cy-
IIECTBYET HECKOJIBKO OIpeeIeHUI PoecCuu cekpeTapsi:

1) PaboTHUK, BefaoHii 1eI0MPOM3BOACTBOM YUPEKACHUS,
MPEINPUSITUS U T. I1., & TAKKE BEAYIIUIA IETOBYIO IEPEMICKY OT-



JenbpHOro Jutia. Takske B 00513aHHOCTU CEKpeTapsi BXOIUT MPUEM
U y4eT Tesie(pOHHBIX 3BOHKOB, CBSI3b MEXK/1y OT/IEaMU U yIIPaB-
JIEHUSIMU OpraHu3alum.

2) Tot, KTO BefieT MPOTOKOJ COOpaHUsl, 3ace/JaHusl, a TaKKe
CIIETUT 3a COOJTIOIEHNEeM perlaMeHTa.

3) BoiOOpHBINT pyKOBOAUTENH KAKON-THMOO OpraHu3aIluy, Ka-
KOTO-7T00 opraHa. Vv ofyH U3 4IeHOB KaKoro-T100 BEIOOPHO-
o OpraHa, BeJIalolIri IeJIONPOU3BOJCTBOM U TEKYyIel paboToii
OPraHU3alMOHHO-UCIIOIHUTEBHOTO XapaKTepa.

4) PyKkoBOAMTEIb, OTBEYAIOIINI 32 TEKYIYI0 PadOTy yupe-
KIEHUS UM KaKOrO-JIMOO OpraHa.

PedepeHT — 3TO AOMKHOCTHOE JIMIIO KaKOTro-1100 yupeske-
HUS, CIIEIUAJIMCT HE TOJIBKO B 00JIACTH CEKPETAPCKOTO Jesia, HO
U B cpepe OCHOBHOU JIEATENBHOCTH (PUPMBL; OH TOTOBUT pelle-
HUS, JIOKJIafbl, OTYETHI, BBICTYIUIEHUS] PYKOBOIUTESI, AHAIUTH-
YECKUE JOKYMEHTbI; KOHCYJIbTUPYET IO OINpPEIEIEHHBIM BOIPO-
caM; aHAJIM3UPYET CUTYAIHIO U IPUHUMAET YJ4acTue B pa3padoT-
K€ CTpaTernu U TaAKTUKU JIeATEIbHOCTH (PUPMBI.

Cexkpetapb-pedepeHT BHIMOMHSAET KOMOMHUPOBAHHBIE O0sI-
3aHHOCTH CeKpeTaps U peepeHTa.

Cekpetapb-pedepeHT — 3TO JOBEPEHHOE JIMIIO PYKOBOAUTE-
JIs1, BIIQJIEIoNIee orpeaeseHHON nH(opMaleidr 1 0CBOOOXK Jat0-
11ee cBoero uiedga ot TeKymien padoTbl, YTOOBI 1aTh EMY BO3MOXK-
HOCTh COCPEJIOTOYUTHCS Ha PELIEHWH OCHOBHBIX BOIIPOCOB J€-
STENbHOCTU Mipearnpusitus. braromapst pabote cekperapsi-pede-
pPEHTa PYKOBOAMTENIb MOKET MaKCUMAJIbHO CKOHLIEHTPUPOBATh-



Cs1 Ha BBITIOJIHEHUU CBOMX MTPOECCHOHATbHBIX 3a1a4.

CyTb paboThI cekpeTapsi-pepepeHTa 3aKI0JaeTcsl B BEJCHUN
JIeJIOTIPOU3BO/ICTBA TIPEANPUSTHS, AEJIOBOM MEepPEenucKHu, OCy-
IIECTBJICHUH TTpueMa noceruteneil. Takxke B 005S3aHHOCTU CeK-
perapsi-pepepeHTa BXOIUT MPUEM U yuyeT Tesle(OHHBIX 3BOH-
KOB, CBSI3b M€Ky OT/IeJaMU MPeIpUsTUs, OATOTOBKA JIOKJIa-
J0B, KoHCynbTanmu. Crnucok o0si3aHHOCTeW cekperapsi-pede-
pPEeHTa JOCTATOYHO JIMHHBIA M pazHooOpa3Hblil. Bce 3aBucHT
OT CrielM(PUKN KOMITAaHUU B €r0 COOCTBEHHON KBaJTM(DUKAIINU.
OCHOBHBIE 0OSI3aHHOCTH: OCYITIECTBIISATH MOATOTOBKY HEOOXO/IU-
MBIX JIOKYMEHTOB, oOecneurBarh (hUHAHCOBO-XO3AWCTBEHHYIO
JesITeIbHOCTb MPeANpUsiTUsl, 00ecreunBaTh MpreM, y4eT, peru-
CTpalvIio, KOHTPOJIb UCIIONHEHUs JOKYMEHTOB, UH(OPMAIOH-
HO-CIIPABOYHOE OOCITy’KMBAaHUE W XPaHEHUE JIOKYMEHTHOW WH-
(popmaru, KOHTPOIUPOBATH KAYECTBO MOATOTOBKU, MPABUIIb-
HOCTb COCTABJICHUsI, COTJIACOBAHUSI, YTBEPKIEHUSI JIOKYMEHTOB,
MIPE/ICTABJISIEMbIX HA TIOMUCH PYKOBOJCTBY MPEIPUSTHSI.

Ommuue cekperaps-pedepeHta oT opuc-MeHekepa:

Cekpertapb-pedepeHT — npaBasi pyka pyKOBOAUTEJIsl, CIelU-
QJIMCT HE TOJILKO TIO CEKPETapcKOMY JieNly, HO U B OOJIacTH Jie-
SITEILHOCTU (PUPMBI, MOKET CAMOCTOSITENTLHO MTPUHUMATH pellie-
HUsA. PaboTa He TOJNBKO TeXHUYecKasl, HO M TBOpUYECKasi, OTBET-
CTBEHHasl HalpuMep, MOJArOTOBKA JIOKJIA/I0B, OTUETOB, BBICTYII-
JIEHU# PYKOBOJAUTEJS, IPYTUX BAXKHBIX JTOKYMEHTOB.

Oduc-menemxep — obecrieunBaeT OecriepeOorHyI0 padoTy
BCero oduca, rOTOBUT MPE3EHTAIIMH, NIEPETOBOPHI, COBEIIAHUS,



TPaHCIIOPTHOE OOCITY)KMBaHWE, CBSI3b, 0OECHeYeHrne TEXHUKOU
¥ KaHITOBapaMH, B €ro 0OSA3aHHOCTH MOXET BXOAUTH BEICHUE
Ka/IpoBOM paboTHI (B Cllyyae OTCYTCTBHSI CIIEIMAINCTA TIO KaJ-
paM), OTBEYAET 32 YUCTOTY MOMEIEHUH U 32 KauecTBO 00e/I0B.
B nogunHenun y opuc-MeHexepa MoryT ObITh CMEHHBIE CEKpe-
Tapy, BOIUTENH, TIOBApPa, YOOPIIHIIH U T. T1.

HomKkHOCTh cekpeTapsi-pedepeHTa SBIeTCsS OIHOM U3 Hau-
6osiee BOCTpeOOBAaHHBIX U MEPCHEKTUBHBIX HAa PbIHKE Tpyna ¢
TOYKH 3peHUs1 KapbepHOro pocta. UMumk v npodeccnoHaImzm
KOMIIAHMM BO MHOTOM 3aBUCST OT KOMIIETEHTHOCTU M MacTep-
CTBa ceKkpeTapsi-pedepeHrTa.

Jnss MHOTMX padoTa CeKpeTapeM SIBJISIETCs CTAPTOBOM MO3U-
11ell B KapbepHOM pOCTe (CeKpeTapb Ha pecellliieH, CeKpeTapb,
aIMUHHUCTPATOP, O(pHC — MEHEIKEDP, MEHEIIKep 0 paboTe C K-
€HTaMH, TIOMOIIHUK PYKOBOIUTENSI, PYKOBOIUTENb OTIEa WIn
punmana).



Konen 03HaKOMUTEJLHOI'O
¢dparmenra.

Tekct npenocraBieH OO0 «JIutPec».

[IpounTaiiTe STy KHUTY LIEJIMKOM, KYIIUB TOJIHYIO JIETATbHYIO
Bepcuio Ha JIutPec.

Be3ormacHo oriaTuTh KHATY MOKHO OaHKOBCKOH KapToit Visa,
MasterCard, Maestro, co cuyera MOOMJIBHOTO TesiehOHa, C TiIa-
Te)KHOro TepMmuHaia, B cajoHe MTC wmm Cesa3HoOHM, uepe3
PayPal, WebMoney, Aunexc./lensru, QIWI Komenek, 60Hyc-
HBIMU KapTaMu WK APYTUM YI0OHBIM Bam crioco6om.
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