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3arajbHi M0JIOKEeHHS

Cranpapt npodeciiinoi (mpogeciiino-texniunoi) ocitu (mani — CII(IIT)O) 3
npodecii 4222 Anminictpatop po3pobneHo BignosimHo 10 Kouctutyuii Yipainw,
3akoHIB Ykpainu «lIpo ocity», «[Ipo mpodeciiiny (mpodeciiiHO-TeXHIYHY) OCBITY»,
«IIpo mpodeciiinuii po3BUTOK NpaliBHUKIB», «IIpo 3alHATICTE HaceneHHs», «lIpo
oprasizailii po6oTo/aB1iB, iX 00 €qHaHHS, MMpaBa 1 rapaHTii iX AISUIBHOCTI», TOCTAHOBU
Kabinery MinictpiB VYkpainn Big 23.11.2011 Ne 1341 «IIpo 3arBeppKeHHS
HamionanpHoi pamMku kBamidikarii», po3nopsmkents Kadbinery MinictpiB Ykpainu Bij
14.12.2016 Neo 1077 «Ilpo 3arBepmxenHs I[lmany 3axomiB 13 BIOPOBAIKEHHS
HamionanpHoi pamku kBamidikamiii Ha 2016-2020 poxku», posnopskeHHs Kabinety
MinictpiB Ykpainu Big 03.04.2017 Ne 275-p «IIpo 3aTBep/KeHHsI CEPEIHBOCTPOKOBOTO
wia"Hy mnpioputeTHuX il Ypsagy 1o 2020 poky», BuMOr KBamidikaiiiHoi
XapakTepucTuku npodecii  AnminictpaTop JloBigHuka npodeciii mpaiiBHUKIB (BUITYCK
Ne 1 «IIpodecii mpariBHUKIB, IO € 3araJbHUMH JUTIsI BCIX BUJIIB €KOHOMIYHOI JisITHHOCTI,
po3ain 1 «IIpodecii kepiBHUKIB, podecioHaniB, (axiBIliB Ta TEXHIYHUX CITY>KOOBIIIBY),
3aTBEpKEHO1 Haka3oM MiHIicTepcTBa Mpall Ta COIIAbHOI MOJITUKKA YKpaiHU BiJ
29.12.2004 Ne 336 Ta iHIIMX HOPMATUBHO-TIPABOBUX JOKYMEHTIB 1 € 00OB’SI3KOBUM JIJIs
BUKOHAHHS  BcCiMa 3akiagamMu  nOpodeciiiHoi  (mpodeciiHO-TEXHIYHOI)  OCBITH,
MIMPUEMCTBAMHU, YCTAHOBAMH Ta OpraHi3alisiMy, He3aJIeKHO BiJ 1X MIMOPSIAKYBaHHS Ta
dbopMH BIAcHOCTI, 1O 3AIMCHIOTH (ab0 3abe3nmedyroTh) MIATOTOBKY (ITiIBUILEHHS
npodeciitHoi kBamidikalli, mepeniAroToBKy) KBaii(hikoBaHUX POOITHHUKIB.

Crangapt npodeciiinoi (mpodgeciiiHO-TeXHIYHOI) OCBITH MiCTUTD:

TUTYJIbHY CTOPIHKY;

1H(opmariito mpo podouy rpymy 3 po3poonerus CII(IIT)O;

3arayibHi1 BuMord 11o0 peamizamii CITI(ITT)O;

3arajgpHONpPOodeCciitHII HaBYaIbHUM OJIOK;

nepeiiKk HaBYalbHUX MOAYJIIB Ta MPO(eciiHuX KOMIETEHTHOCTEN;

TIEPEITIK KITFOUYOBUX KOMIICTCHTHOCTEH;

YMOBHI MO3Ha4YeHHsI, 110 BukopuctoByroThes y CII(IIT)O;

cdepy npodeciiiHol AiSIbHOCTI BUITYCKHUKA;

cnenu(ivHl BUMOTH 10 POOITHUKA 3 aHOI podecii;

BUMOTH /10 ipodeciiiHoi KBai(ikarii.

3aragabHi BUMoru moao0 peaqizauii CII(IIT)O

[TinroroBka kBamiikoBaHMX POOITHUKIB 3a mpodeciero AIMIHICTPATOpP BKIIIOYAE
NepBUHHY TpodeciiiHy MiATOTOBKY, MEPENiAroTOBKY Ta MiABUIICHHS MpodeciiiHol
kBamdikamii. IliarotoBka 3a mpodeciiiHOO  KBami(ikalli€ro TIPYHTYEThCS Ha
KOMIIETEHTHICHOMY MIAXOA1 Ta CTPYKTYPYEThCS 3a MOAYJIBHUM  IPUHITUIIOM.
Hapuansuuii Mogyns — joriuynHo 3aBepiieHa ckiangoBa CII(IIT)O, mo dopmyerbes Ha
OCHOB1 kBamidikarmiitHoi xapaktepuctuku (mami — KX) Tta/abo, 3a HasIBHOCTI,
npodeciitHoro crangapty (mami — IIC), morped poOGOTONABIIB ranay3i, Cy4acHUX
TEXHOJIOT1H, HOBITHIX MaTepiaiB.

CTpyKTypa HaBYAJILHOT'O MOJTYJISI BKJIFOYAE TEPETik KOMIIETEHTHOCTEH Ta iX 3MICT.
3aCBO€HHS HABYAJILHOTO MOJYJISI MOXE MiATBEPKYBATHUCS BIAMOBIIHUM JOKYMEHTOM
(cepTtudikaT/IOCBITUEHHS/CBIIONTRO), IO BUJAETHCS 3aKJIaJIOM OCBITH.

CII(ITT)O Bu3Havae Tpu rpynu KOMIIETEHTHOCTEH: 3arajabHONPOoQeciiiHi, KIHYOB1
ta mpodeciiiai. KoMmeTeHTHICTh/KOMIIETEHTHOCTI — 3JaTHICTh OCOOM 10 BHKOHAHHS
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NEBHOTO BUAY AISUIBHOCTI, 10 BHPAXKAETHCA 4Yepe3 3HAHHS, YMIHHS, MOPaJIbHO-ETHUYHI
IIIHHOCTI Ta 1HIII1 OCOOUCTICHI SIKOCTI.

3aranpHONIPO(dECiitHI KOMIETEHTHOCTI — 3HAHHS Ta yMIHHSA, IO € 3arajJbHUMHU
(cmimbEEME) 71 Tipodecii. SIKIo HaBYaHHS 3MIHCHIOETHCS OE3MEepepBHO Ha JEKUTIbKA
npodeciiiHux kBamidikaiiidf, TO 3arajabHONpPOo(deciiiHi KOMIETEHTHOCTI HaOyBaloThCsA
OJIMH pa3 — IMepel OBOJIOAIHHSIM HABYAJIBHUM MaTepiaioM IOYaTKOBOI mpodeciitHoi
KBaTiikarii.

Kifo4oBi KOMIIETEHTHOCTI — 3arajibHi 3110HOCTI ¥ yMiHHS (IICHXOJIOTIYHI,
KOTHITUBHI, COIIaJIbHO-OCOOMCTICHI, 1H(pOpMaIliiiHi, KOMyHIKaTHUBHI), 10 JalOTh 3MOTY
0co01 PO3yMITH CHUTYyaIlll0, JOCATATH YCHIXy B OCOOHUCTICHOMY 1 TTpOQeCIHHOMY JKHUTTI,
Ha0yBaTH COIlaJIbHOT CaMOCTIMHOCTI Ta 3a0e3nedyroTh e(peKTUBHY Mpodeciiiny u
MIDKOCOOHMCTICHY B3aeMOjIit0 (HaOyBarOThbCsl BIIPOJIOBK BCHOTO TEPMIHY HaBUYaHHS 11032
poOOYMM HaBYATIBHUM IJIAHOM).

[Tpodeciiini KOMIETEHTHOCTI — 3HAHHSA Ta YMIHHA OCOOHU, SKi JAIOTh 1l 3MOry
BUKOHYBATH TPYAOB1 (PYHKIIIi, IIBUJKO aJanTyBaTUCS A0 3MiH y IpodeciitHiil AisIbHOCTI
Ta € CKJIaJIOBUMHU BIJIMOBIAHOT NpodeciitHoi kBami(ikarrii.

VY 3aknanax nmpodeciiinoi (mpodeciiHO-TeXHIYHO1) OCBITH TPUBAIICTh NEPBUHHOI
npodeciiiHOl MArOTOBKM BCTAHOBIIOETHCA BIAMOBIIHO A0 MPoQeciiiHOi KBami(ikalii, Ky
HaOyBae 37100yBay OCBITH, 1110 BU3HAYAETHCA POOOUNM HABYATHHUM ILJIAHOM.

[Ipu opranizaiii migBuileHHS TpodeciiiHoi kBamidikallii, TEpemiaroToBKu ado
npodeciitHoi MIArOTOBKY HA BUPOOHUIITBI CTPOK MPO(dECiitHOro HaBUYaHHS BU3HAYAETHCS
3a pe3yJibTaTaMH BXIJHOTO KOHTPOJIIO. BXiTHUN KOHTPOJIL 3HaHb, YMIHb Ta HaBUYOK
3MIIHCHIOETHCS BIJMOBITHO /IO 3aKOHO/IaBCTBA.

HapuanpHuit yac 3100yBaya OCBITH BU3HAYAETHCS OOJIKOBUMH OJUHHUIISIMHU Yacy,
nepeadayeHoro JuUisi BUKOHAHHS HABYAJIbHUX TPOrpaM  3akiajiiB  npodeciiHol
(mpodeciiiHO-TEXHIYHO1) OCBITH.

OO0611KOBUMU OJAMHUIIMU HABYAJILHOTO Yacy €:

aKaJieMiyHa ToJIMHA TPUBAIICTIO 45 XBUJINH;

YPOK BUPOOHMYOrO0 HABYAHHS, TPUBAIICTh SKOTO HE MEPEBUILYE 6 aKaJaeMIYHHX
TOJINH;

HaBYaJbHUH JICHB, TPUBAJIICTh SIKOTO HE MEPEBUIYE § aKaIeMIdHUX TOMH;

HaBYaJIbHUHN THOKJICHb, TPUBAIICTH SKOTO HE TIEpeBUIIYe 36 akaIeMiYHUX TOINH.

HaBuanpuuii (poOoumii) uac 3700yBada OCBITH B TEPIOJl MPOXOJKEHHS
BUPOOHMYOT MPAKTUKU BCTAHOBIIOETHCS 3aJICKHO BIJl PEKUMY POOOTH MiAIMPUEMCTBA,
yCTaHOBH, OpTaHi3allii Bi/IMOBITHO 10 3aKOHOJJaBCTBA.

[IpodeciitHo-pakTUYHA MIATOTOBKA 3/IMCHIOETHCS B HABYAIBHHX MANCTEpPHSX,
nabopaTopisix, Ha HaBYAJIbHUX IMOJITOHAX, HABYAILHO-BUPOOHMUYWX UIBHUISIX Ta
Oe3mocepeIHbO Ha POOOYNX MICISX ITIAMPHUEMCTB.

Bumoru 10 koxHOT podeciitHoi kBamidikarii BKIIOYAOTh:

KBaMpiKalliiiHY XapaKTEPUCTUKY;

BUMOTHM IO OCBITHBOIO, OCBITHBO-KBaJl(iKalIHHOTO piBHA, MpodeciiHol
kBasidikaiii ocio;

TUTIOBY HaBYAJIbHY IIPOTPaAMY;

TUIIOBUM HaBYAJILHUM ILJIAH;

nepesTik OCHOBHUX 3aC001B HAaBUAHHS.

TunoBa mporpamMa MIATOTOBKA KBaMI(PIKOBAHMX POOITHUKIB JUISI  KOXKHOT
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npodeciiinoi kBamiikaiii BU3HAYA€ MEpENTiK HAaBYAIbHUX MOMAYJIB, MEPENiK Ta 3MICT
npodeciiHuX KOMIIETEHTHOCTEH.

TunoBuit HaBUAIBLHUN TUTAH MIATOTOBKY KBaTi()iKOBAaHMX POOITHHKIB JJIsT KOXKHOI
npodeciitHoi kBamidikamii BKIOYAE PO3MOAIT HABUYAJIHLHOTO HABAHTAKECHHS MK
3aranbHONpodeciiiHo,  TpodeciiHO-TEeOPEeTUYHOI0 Ta  MpodeciHHO-NPAKTUIHOIO
MiArOTOBKOIO; KOHCYJbTAIlll; KBamiikamiiHy aTecTaiiio. Y THIOBOMY HaBYAJIbHOMY
IJIaHI BU3HAYEHO 3arajbHy KUIBKICTH TOJIWH JUJIS  OBOJOMIHHSA mpodeciiiHoro
KBaJTi(iKaIi€ Ta po3MoAia rOAUH MK HABYAIbHUMHU MOTYJISIMHU.

PoGoui HaBuajnbHI IUTAHW Ta MPOrpaMu JJIs MMIATOTOBKH KBaldi(hiKOBaHHMX
POOITHUKIB PO3pOOJIAIOTECS 3aKiagamMu npodeciiinoi (mpodeciifHO-TeXHIUYHOT) OCBITH 3a
MOTOPKEHHSIM 13 pOOOTOIaBIsIMU Ta OpraHaMu YIPaBJIiHHS OCBITOIO HA OCHOBI THUIOBHUX
HaBYAJIbHUX IUJIAHIB Ta TUTIOBUX HABYAIBHUX IIPOTPAM.

PoGoui HaBuanpHI IUIAaHW MIATOTOBKU KBadi(hiKOBaHMX POOITHHUKIB BH3HAYAIOTh
rpadgik HaBYAIBHOTO TPOIECY, HABUaJIbHI MPEAMETH, iX MOTOJUHHUK PpO3MOAUT Ta
CHIBBIIHOIIEHHS  MiX  3araJbHONpodeciiiHoo,  mpodeCiHHO-TEOPETUYHOK  Ta
npodeciitHO-MPaKTUIHOIO TTiATOTOBKOIO.

PoOoul HaB4asibHI MNporpaMu s MIATOTOBKH KBadi(iKOBaHMX POOITHUKIB
BU3HAYAIOTh 3MICT HABYAJIBHUX TMPEAMETIB BIAMNOBIIHO JI0 KOMIIETEHTHOCTEH Ta
TEeMaTUYHUN TTOTOJUHHUM PO3MOJILT BIAMOBIAHO 10 pOOOYNX HABUAJIBHUX IJIAHIB.

[Tepenik OCHOBHHMX 3ac00iB HaBYaHHS 3a KOXKHOIO MpodeciiiHOI0 KBasi(iKaIli€eo
PO3pO0JIEHO BIATIOBITHO 10 TOTPEO poOOTOAABIIIB, CydaCHUX TEXHOJIOT1M Ta MaTepiaiB.

3a pesynbratamMu 3700yTTS KOXHOI MpodeciiiHol KBamidikaiii MTPOBOIUTHCS
nepkaBHa abo mpoMikHa (moeramnHa) KBamiikariiiHa aTecTallis, MmO Mepeadaydae
OILIHIOBaHHSI HAOyTHUX KOMIIETEHTHOCTEH Ta BU3HAYAETHCS TMapamMeTpaMH: «3HAE — HE
3HaE»; «yMmie — He BMie». [loTouHe OIIHIOBaHHS MPOBOIUTHCS BIJIMOBIIHO IO YHWHHOI
HOPMAaTHUBHO-IIPAaBOBOT Oa3u.

3aknmanu mpodeciitHoi  (mpodeciiiHO-TEXHIYHOT) OCBITH, OpraHu YHOpaBIiHHS
OCBITOI0, 3aCHOBHHMKM OPTraHi30BYIOTh Ta 3J1ACHIOIOTh TOTOYHHUM, TEMaTUYHUH,
NPOMDKHMIA 1 BHUXIJHUU KOHTPOJIb 3HaHb, YMiHb Ta HABUYOK 3/100yBadiB OCBITH, iX
kBaidikamiiiny arecraiito. [IpencraBHuku poOOTONABINB, iX OpraHi3aiiil Ta 00’ €IHaHb
JOJTy9arOTBCSA JI0 TEMATHYHOTO, BHUXITHOTO KOHTPOJIO 3HaHb, YMiHb Ta HaBUYOK
3100yBayiB OCBITH Ta 0e3M0cepeHbO OEpPyTh y4acTh Y KBami(iKaliitHii aTecTallii.

[Ticnst 3aBepIeHHs] HABYaHHS KOKEH 37100yBay OCBITH IMOBUHEH YMITH CAMOCTIMHO
BUKOHYBaTH BCl poOotu, miepeadadeHi  KBadiiKaIiiHOW  XapaKTePUCTUKOIO,
TEXHOJIOTTYHUMH YMOBaMH 1 HOpPMaMH, BCTAHOBJICHUMH Y TalTy3l.

HaBuanHs 3 OXOpOHM mpaill TPOBOJUTHCA BIAMOBITHO JO0 BHUMOT YHHHOTO
3akoHogaBcTBa [Ipo oxopony mpari. [Ipu ckinagandi poOoYMX HaBYAIBHUX IUJIAHIB Ta
mporpamM HEOOXIJIHO BpaxyBaTH, IO [JIsi TIOYAaTKOBOTO HaBuaHHA (mpodeciitHoi
MIJTOTOBKKM) HAa TEOPETUYHY YaCTHUHY NpEIMeTa «OXOpOHa TMparli», 10 BXOAUTH 0
3arajibHONPOeciitHOro 070Ky, MOTPIOHO BUAUIMTH HEe MeHie 30 ToJuH HaBYaJIbHOTO
yacy, a Mpu MiJIBUILEHHI npodeciiHoi KBamidiKallli Ta nepeniaroToBul — He MeHIe 15
roJuH HaByajabHOro 4acy (1m.2.3. THUIOBOTrO MOJOXKEHHS MPO TMOPSAIOK MPOBEICHHS
HAaBYaHHS 1 MEpEeBIpKM 3HaHb 3 MHUTaHb OXOPOHM TIpalll, 3aTBEPIKEHOT0 HaKa3oM
JepxaBHOr0 KOMITETY YKpaiHU 3 Harjsay 3a OXOpoHORo mpaili Big 26.01.2005 Ne 15,
3apeecTpoBaHoro B MinicTtepcTi toctuiii Ykpainu 15.02.2005 3a Ne 231/10511 (i3
3MIHAMN).
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BuBuenns cneuudiuHux npodeciiHUX NHUTaHb 3 OXOPOHM TMpall HEOOX1JTHO
3MIACHIOBATH B KypcaxX CIEUIaJbHUX Ta 3arajlbHOTEXHIYHUX JUCHUIUIIH — 3 METOIO
MO€HAHHS TEXHOJOTIYHOI MIATOTOBKM 3 MIATOTOBKOIO 3 OXOPOHHW Mpari, a podoui
HaBYaJbHI TPOTpaMU WX HABUAJBHUX TNPEIMETIB TOBWHHI BKJIIOYATH BiJAIOBIIHI
MUTaHHS OE3MEeKH TpaIli.

Jlo caMOCTIHHOTO BUKOHAHHS POOIT 3700yBaul OCBITH JOMYCKAIOThCS JIMILE MIiCIIs
HaBYaHHS ¥ NepeBIpKHU 3HAHb 13 OXOPOHU Ipalii.

Ksamidikamiitna nmpo6Ha poOoTa MPOBOAUTHCA 32 PaXYHOK 4acy, BIABEJIEHOIO Ha
BUpOOHNYY TpakTuKy. [lepenik KBamidikaliiHUX MOPOOHUX POOIT PO3POOISIETHCS
3akjagaMu npodeciiinoi (nmpodeciitHo-TeXHIYHOT) OCBITH, MIANPUEMCTBAMH, YCTAaHOBAMHU
Ta OpraHi3alisiM{d BIJAMOBIIHO J0 BHMOT KBadi(iKaIIMHUX XapaKTEPUCTHK, IMOTPeO
po0O0TOIABIIIB, Cy4aCHUX TEXHOJIOT1H Ta HOBITHIX MaTepiaiB.

Kputepii kBamidikaiiifHoi arecTalli BUIYCKHHUKIB PO3POOJISIOTHCS HaBYAIbHUM
3aKJIaIOM pa3oM 3 pOOOTOAABIIMU 1 IPYHTYIOTbCS Ha KOMIIETEHTHICHOMY MIAXO1
BIJIIOBITHO /10 BHUMOI KBaM(IKalIMHOI XapakTEPUCTHKU, MOTped poOOTOaBIIIB,
CyYaCHHX TEXHOJIOTI Ta HOBITHIX MareplajiB Ta MOTOJKYIOTbCS 3 PEriOHAIbHUMH
OpraHaMH OCBITH.

3100yBady OCBITH, SIKM ONAHyBaB OCBITHIO IMpOrpaMy ¥ yCHIIIHO MPOMIIOB
kBai(ikaliitHy arecTaiiio 3a oAHi€l0 mpodeciiiHo KBamidikalli€r, MPUCBOIETHCS
OCBITHBO-KBaJTI(DiKaIIHHUN PiBEHb «KBaji(hikoBaHUN pOOITHUK» 3 HaOyToi mpodecii Ta
BUJIA€THCS CBIJIOLITBO JIEP’KaBHOTO 3pa3ka Mpo MPUCBOEHHS (MIABUIIEHHS) MPpodeciitHol
KBaTi(ikarii.

3100yBady OCBITH, SIKM ONaHyBaB OCBITHIO MpOTpaMy ¥ YCHIIITHO MPOMIIOB
KBamikaiiiiHy aTecTarito 3a JaBoMa 1 Ouiblie mnpodeciiiHuMHu KBadidiKallisaMu,
MIPUCBOIOETHCS  OCBITHHO-KBaTi(IKAIIWHUNA pIBEHb «KBali(PIKOBaHUN POOITHUK» 3
HaOyTOi Ipoecii Ta BUAAETHCS AUILIOM JEPKABHOTO 3pa3Ka.

3n00yBayaM OCBITH, $IKI JOCTPOKOBO TMPUIUHSAIOTH HaBYaHHS B 3aKjiajl
npodeciitHoi (mpodeciiiHO-TEXHIYHO1) OCBITH, MPHUCBOIOETHCS BIJMNOBIAHA TpodeciiiHa
KBamQikaiis 3a pe3yibTaTaMu MONEPEeNHbOI KBaNMl(iKallifHOI aTecTaiii Ta BUAAETHCS
CBIJIOIITBO JIEPKABHOTO 3pa3Ka Mpo MPUCBOEHHS (M1ABUILICHHS ) KBaT1(iKaIllii.

YMoBHI I03HAYEHHS, [0 BUKOPUCTOBYIOThCS B Iibomy CII(I1T)O:

311K — 3aranbHOINpodeciiiHa KOMIIETEHTHICTb;

KK — xj1rouoBa KOMIIETEHTHICTb;

[1K — mpodeciitHa KOMIIETEHTHICTB;

AJIM — agMmiHicTpaTop.

Cdepa npoddeciiinoi aisabnocti. KBE/[ JIK 009:2010
AnMiHICTpaTHBHA Ta JOoMOMiIXHA odicHa isbHICT. HamanHs komOiHOBaHUX O(iCHUX
aJIMIHICTPATUBHUX TOCITYT.



3araabHonpodeciiinuii 6,10k
Ta 3MICT 3arajibHONPOdeciliHUX KOMIETEHTHOCTEH

ITo3nauenns

3araabHonpodeciiiHi
KOMIIETEHTHOCTI

3mMicT 3arajgbHonpodeciiHUX KOMIIETeHTHOCTel

3IIK. 1

OBOJIOIIHHS OCHOBAMH
TPYI0BOT'O
3aKOHO/IaBCTBA

3unaru:

OCHOBHI TpyAOBI MpaBa Ta OOOB’SI3KH MPAIliBHUKIB;
MOJIOKEHHS, 3MICT, (QOpPMH Ta CTPOKM YKIIAJaHHS
TPYZOBOTO JIOTOBOPY; COLIaJbHI TapaHTii Ta YUHHUAK
COIlaIbHUM  3aXWCT HA  MIANPUEMCTBI  MIiJACTaBU
NPUIIMHEHHS  TPYJIOBOrO  JIOTOBOpPY; MIOpiyHI  Ta
JTIOJTATKOB1 BIJIITYCTKHU.

BmiTn:

KOHTPOJIIOBATH JTOTPUMAaHHS pOOITHUKaMU
HiANPUEMCTBA, YCTaHOBW, OpraHizamii TpyaoBoi i
BHPOOHWYOI TUCITUTIIIHU

3IIK. 2

OBOIOAIHHS OCHOBAMH
PUHKOBOI €eKOHOMIKH I
1 IIPUEMHUIITBA

3HaTH: OCHOBH  MIJUPUEMHHMLBKOI  HiSUTBHOCTI;
CTPYKTYpPY, CETMEHTAIliF0, OCHOBHI aCIIEeKTH Ta eTalH
CTBOPEHHSI MHIANPHEMCTBA; (YHKLII Ta CTPYKTYpYy
yOpaBIiHHS MiIIPUEMCTBA; KiIacu(iKaliio MmepcoHany i
MPUHIUIHA TPOAYKTUBHOCTI Ipalli; €KOHOMIYHUHI 3MicCT
3apo0iTHOT miIaTH Ta (GOpMH CTUMYIIIOBaHHS Mpaii Ha
i IPUEMCTBAX.

YmiTH: xapakTepuszyBaTH BHAM  HiANPUEMHUIIBKOT
JiSUTBHOCTI;  aHANI3yBaTH  CTPYKTYPY, CETMEHTAIIIIO,
OCHOBHI aCIIEKTH Ta €Talld CTBOPEHHS MiANPHEMCTBA,
BUKOPHUCTOBYBaTH  Kjacu(ikamifo  HepcoHaly  Ta
BU3HAYaTH  TIOKA3HMKH  NPOAYKTUBHOCTI  TIpaIl;
PO3PI3HATH EKOHOMIUYHUH 3MICT 3apoO0iTHOI IUIaTH Ta
(hopmMu CTUMYJTFOBAHHS ITpalli Ha MiANPUEMCTBAX

3IIK. 3

OBOJIOIHHSA OCHOBAMU
1H(popManiiHuX
TEXHOJIOT1H

3naru:

Iporpamu CTBOPEHHS TEKCTOBHUX, rpadiyHuX
JIOKYMEHTIB, CTHJII O()OPMIIEHHS Ta NOJIaHHs 1H(hOopMaIlii;
MYyJbTUMEIINHI ~ TexXHoJorii,  3aco0W  CTBOPEHHS
Mpe3eHTallli; OCHOBM MEPEXKHHUX CHCTEM, 3arajibHi
BifoMocTi mpo Internet, enekTpoHHy moOmITY Ta
TenekoHdepeHIlii, OCHOBHI Mepexi cepBicy, Opaysepu,
MOIITYKOBI CUCTEMHU; JIOKAJIbH1, KOPIOPATUBHI 1 TJI00abH1
MEpEeKI.

YmiTn:

CTBOPIOBATH  TEKCTOBl  JOKYMEHTH, nmyOmikanii,
MYJbTUME/iIHI pe3eHTalii, rpadidHi JOKyMEHTH,
3/1MCHIOBAaTH MoIIyK 1H(opmanii B Mepexi IHTepHeT (3a
HamnpsMKOM TMpocecii); BUKOPUCTOBYBATH €JIEKTPOHHY
MOINTY /ISl BiATIpaBJIeHHSI, OTPHMAaHHS JIOKYMEHTIB

3IIK. 4

OBOJIOIHHS OCHOBaMH
BUKOPHUCTAHHS
Oprasi3amiiHoi TeXHIK!

3HaTH:

BUJU 3B’SI3KY, MOKJIMBOCTI CY4YacHHMX Tele(OHIB; THIH
NPUHTEPIB,  NPUHLUMNU  Jii, OCHOBHI  TEXHIUHI
XapaKTEePUCTUKUA;, BHAW  CKAHEpIB, TPUHIUIN  ii;
(akcUMIBHI anmapaT, peXXUMU poOOTH; MOJIEMH, BH]IH,
OCHOBHI XapaKTepUCTUKH, MPHUHLIMI POOOTH; CydyacHY
KOMIIOBAJIbHY TEXHIKY, KOHCTPYKTHBHI OCOOJIUBOCTI,
MPHUHIUT POOOTH, IPH3HAYCHHSI.

YmiTn:




3MiHCHIOBAaTH Tiepenady (akCUMUIBHUX I1OBiIOMIICHB;
MIPAIIOBATH 3 PI3HUMH BHIAMH OPTaHI3aIIHOT TEXHIKH

3IIK. 5

OBOJIOAIHHS OCHOBaAMH
(haxoBoi TepMiHOJIOTI{

3HATH: OCHOBHI BHJIM YKAaHPOBOT'O MOBICHHS; 0a30Bi
MOBO3HABYl TOHATTS, OCHOBHI BIOMOCTI 13 pI3HHX
pO3ALIIB MOBO3HABCTBA; 0a30Bi JIEKCHYHI, rpamMaTHYHI,
CTHJTICTUYHI MIPABOITHCH.

YMmiTu:  BUIBHO — TIyMayuTH — (PaxoBi  TEpPMiHHU
JiTepaTypHOIO MOBOIO; JOOHMpATH TEPMIHH O BU3HAYCHB
9l ONHCAHMX SIBHIN, TMPOIIECIB, TOBAPiB, IOCIYT;
CKJIaJJaTH  TEPMIHOJIOTIYHUN  CIOBHHUK 10 )aXxOBOTO
TEKCTy 13 JOJaBaHHSAM TIOSCHEHHS TEPMiHIB; CKJIaJaTH
npodeciiiHy IpOMOBY, MPE3EHTAIi 0, TOSICHEHHS

3IIK. 6

OBOJIOIHHSA OCHOBAMU
IJI0BOI 1HO3EMHOT
MOBH

3HaTH: OCHOBHI MOHATTS Ta TEPMiHU (OPM 3BEPTAHHS
(3ycTpiy, BiTaHHS, 3HAHOMCTBO, TPHUHOM 3aMOBJICHHS,
pPO3paxyHOK, TMPOIIAHHS, CTBEPKEHHS, CXBaJICHHS,
3roja, BIIIMOBAa, CITBYYTTSA, NOOaXaHHS, IOJIKa,
BHOAYCHHS, TPOXaHHS) 1HO3EMHOIO MOBOK; HEOOXiTHI
JIEKCUYHI OJMHHUII, CTPYKTYPHI OIMHHII, TpaMaTHUYHUN
MaTepiall y MeXax TEeMaTHKH, MOBICHHEBI (YHKIIi Ta
3acO0M 1X BHpaXE€HHS, MOBHI OCOOJMBOCTI IiJIOBOTO
CIUIKYBaHHSI, CIIUIKYBaHHS y Mepexi [HTepHeT.

YMiTH: BOJIOJITH OCHOBHUMH MOHATTSMH Ta TEPMiHAMH
(dhopM 3BepTaHHS; BOJIOAITH 1HO3EMHOK MOBOIO B MEXax
PO3MOBHOTO Ta npodeciiHoro MIHIMYMY,
BHCJIOBITIOBATHCS  BIANOBIIHO IO TIEBHOI CHUTYaIlii,
OTMCYBATH MOJIi 1 BUAM AISNIBHOCTI, B IKUX O€pe y4acTh;
PO3MOBIIaTH, TOTPUMYIOUHUCh HOPMATHBHOTO MOBJICHHS,
BHCJIOBJIFOBAaTH CBOE CTaBJICHHS; 3aCTOCOBYBATH ITHUCEMHI
HAaBUYKH Ta BMIHHA JIs  O(QOPMIICHHS  JiJIOBOI
JOKYMEHTAIlli; 3MiiCHIOBAaTH [IIOBE CHUIKYBaHHS Ta
CHUIKYBaHHS 4yepe3 Mepexy [HTepHeT

3IIK. 7

JloTpuMaHHS Ta
BUKOHAHHS

BUMOT OXOPOHHU
rpaiii,0e31neyHoro
BUKOHAHHA poOiT,
IMOKEKHOI O€3IeKH,
eJIeKTpoOe3neKH,
BUPOOHMYOI caHiTapii Ta
ririeHu

3HaTH: 3aKOHO/IaBYl aKTU Ta HOPMAaTHBHI JOKYMEHTHU 3
OXOPOHM Tpalli, TOXKEKHOI Oe3MeKr, BUPOOHUUOI
caHiTapii Ta TIrl€HM TMpali; BUMOTU 1HCTPYKIIH
MIMPUEMCTBA 3 OXOPOHHU TIpalll, MOXKEXKHOI Oe3NeKu;
MpaBWJia Taly3eBoi Oe3NeKkw; BUMOTH JI0 OpraHizamii
poboyoro MicIsl; TpaBuia €IEeKTPOOE3MeKH Il dYac
o0CIIyroByBaHHSI ~ €NEeKTpooONagHaHHd 3  mpodecii;
mpaBHja Ta 3aco0M HaJaHHS JONIKAPCHKOI JIOMOMOTH
MOTEPIUINM y pa3i HeIaCHUX BHUIAJIKIB.

YmiTu: opraHizoByBaTH poOoue Miclie BIAMOBIIHO [0
BUMOT O€3MeKM Mpalli, MOXKeXHOi Oe3MeKH; BU3HaYaTh
HEOOXI1/IHI 3ac00M 1HIMBIAYaJbHOTO Ta KOJEKTUBHOTO
3axXHCTy, X CIPaBHICTh; 3aCTOCOBYBATH MEPBUHHI 3aCO0U
MOXKEKOTACIHHS;  HaJaTH  JIOJNIKapChKy  JIOTIOMOTY
MOTEPIUINM Y pa3i HEeLIACHUX BHIAJKIB IiJ Yac aBapii;
KOHTPOJIFOBAaTH JNOTPUMAaHHS pOOITHUKAMU
MiANPUEMCTBA, YCTAHOBM, OpraHizalii MmpaBW 1 HOPM
OXOpPOHM Tpali, BUMOT BUPOOHHYOI CaHITapii 1 Tiri€Hw,
IPOTHUIIOXKEKHOTO 3aXUCTY




ITepeJiik HABYAJBLHUX MOAYJIIB Ta NPodeciiiHUX KOMIIETEHTHOCTEH
(AAM — aaminicTpaTop)

Kon IIpodeciiina . .
. HaiiMmeHyBaHHSI KOMIIETEHTHOCTi TA HABYAJIBLHOI0 MOIY/JIsI
MOAYJISl [KOMIIETEHTHICTh
AIM-1 OO0cayrosyBaHHsi BiiBilyBa4iB
AJIM-1.1 O6CH¥FOBXB&HHH B1/IBilyBadiB Ha MiAMPUEMCTBI, B YCTaHOBI,
opranizartii
AZIM-1.2 Bupimensast BUpoOHHYUX TpoOieM B porieci poOOTH MiIpUEMCTBA,
YCTaHOBH, YCTAaHOBHU
AIM-1.3 Iadopmaniitno-komn 10TepHE 3a0€3MEUCHHsT 00CITYTOBYBaHHS
AIM-2 Opranizauis 1oKyMeHTaliiiHOT0 3a0e3Ne4YeHHs] YIPABJIIHHS HA MiINPUEMCTBI, B
YCTAHOBI, oprauizauii
AJIM-2.1 Cxagadas Ta opopMIICHHS KaIpoBoi TOKYMEHTaIii
AJIM-2.2 CxuraganHs Ta 0hOpMIICHHSI TOBIAKOBO-iH()OPMAIIIIHOT JOKYMEHTAIII1
AJIM-2.3 Cxagadss Ta opopMIICHHS OpraHi3aiitHO-pO3MopsIu01 JOKYMEHTAIII1
AIM-3 IInanyBaHHs Ta opraHizanis po00TH 3 EPCOHATIOM
AJIM-3.1 Kaznposa mostiTiKa miInpueMcTBa, YCTAaHOBH, OpraHi3artii
AJIM-3.2 YrpaBiaiHHS IEPCOHAIOM Ha TiIPHEMCTBI, B yCTAaHOBI, OpraHi3aiii
AIIM-4 MapkeTHHIoBa isVIbHICTH MiANPUEMCTBA, YCTAHOBH, OpraHi3anii
AJIM-4.1 3aCT0<‘:yBa‘1st[ OCHOB MapKETHHTY Ha MiAMPUEMCTBI, B YCTaHOBI,
opraxizanii
AIM-4.2 Opranizailisi MApKETUHTOBOI KOMIaHi1

IlepeJtik KIIYOBUX KOMIIETEHTHOCTEH

3MaTHICTH MPaIfOBaTH B KOMaH/II.

3/1aTHICTh BIAMOBIAAILHO CTABUTHUCS J10 MPOGECIHHOT AISTBHOCTI.
3/1aTHICTh CAMOCTIHHO MPUUMATH PIIIICHHS.

3/1aTHICTD JIIATU B HECTAHJIAPTHUX CUTYAIISIX.

31aTHICTh IUIAaHYBATH TPYIOBY JiSIIBHICTb.

31aTHICTh JI0 TIOLITYKY Ta 3aCBOEHHS HOBUX 3HaHb, HAOYTTS HOBUX YMIHb 1
HaBHYOK.

31aTHICTh BU3HAYATH HABYAJIbHI 1[Il T CIIOCOOH X JOCATHEHHS.
3/1aTHICTh OL[IHIOBATH BJACHI pe3yJIbTaTh HABYAHHS, HABYATHUCS BIIPOJIOBK
KHUTTH.

3HaHHsA Tpo(deCciiiHOT JEKCUKHU Ta TEPMIHOJIOTII.

JlotpuManHs npo¢eciiiHOl €THKHU.

3anoOiranHs KOHMIIKTHUX CUTYAIlIH.

IIpodeciiina kBagidgikauia: agminicTparop

1. Keanighikauinnna xapaxmepucmuxa

3aBaanHs Ta 000B's13kM. 3abe3neuye poOOTy 3 €()EKTHBHOIO 1 KYJIbTYPHOTO
oOcnyroByBaHHs BifBigyBadiB. CTBOpro€ st HUX KOM(OPTHI yMOBH. 3aiiCHIOE
KOHTpPOJIb 3a 30epeKeHHSM MaTepiaibHuX LiHHOCTe. KoHcynbTye BiABigyBauiB 3
MWTaHb HASBHUX TNOCHYyr. BxuBae 3axoiB 1I0A0 3amoOiraHHs 1 JIKBlgaALii
KOHQIIKTHUX cuTyalii. Posrisgae mpeTeHsii, TOB'sS3aHi 3  HE3aJO0BLILHUM
0oOCIIyrOBYBaHHSIM Bi/IBIlyBauiB, 1 BXKHMBA€ BIAMOBIIHUX OPTaHI3alIHO-TEXHIYHUX
3aX0/1B. 3/1MCHIOE KOHTPOJIb 32 palliOHAJIBHUM O(DOPMIICHHSIM MPUMILIEHB, CTEXUTh
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3a OHOBJICHHSIM 1 CTAHOM pEeKJIaMU B IPUMIILIEHHSX 1 Ha OyiBii. 3abe3neuye YucToTy i
NOPSAZOK Yy TMPHUMIMIEHHAX 1 Ha MNPWIENNIHX A0 HUX TepI/ITOpiHX KonTposoe
JOJIepKaHHS pO6iTHI/IKaMI/I HiANPUEMCTBA, YCTaHOBH, opranizamii  (mam -
MIPUEMCTBO) TPYIOBOT 1 BHpo6HHq01 JTUCITUTUTIHY, TIPABIJI 1 HOPM OXOPOHU TIpari,
BUMOT BUPOOHMWYOI caHiTapii 1 TiTi€HH, MPOTHUIIOKEKHOTO 3axucty. I[HDopmye
KEpIBHUIITBO MIANPUEMCTBA MPO HASBHI HEAONIKM B Oprasizamii oOCIyroByBaHHS
BIJIBITyBauiB, BXKMBA€ 3axOJIB IIOJA0 iX JIKBiAAIli, 31HCHIOE KOHTPOJIb 3a
BUKOHAHHSM TpalliBHUKAMH BKa31BOK KEPIBHUIITBA I1IIPUEMCTBA.

IloBuHEeH 3HATHM: MOCTAaHOBH, PO3MOPSKEHHS, HaKa3W Ta 1HIII HOPMATHBHI
JOKYMEHTH 1 KEpiBHI MaTepiaji, 5Kl CTOCYIOTbCS OpraHizaiii miJIpueEMCTBA;
OpratizauiifHy CTpyKTYypy YNpaBIliHHS MIANPUEMCTBA; IpaBa 1 000B'SI3KK MpalliBHUKIB,
pexuM ix poOOTH; TpaBuia 1 METOAM Oprasizauii mporecy oOCIyroByBaHHS
B1JIB1/lyBauiB; aCOPTUMEHT IOCIIYT, 1[0 Peai3yl0ThCs; OCHOBH MapKETUHTY; IPUHIUITN
MJIaHyBaHHS Ta OG(OPMIICHHS TPHUMIIICHb, BITPUH, OpraHizaimii peKjIamMu; OCHOBHU
€CTETUKH, €TUKH, TICUXOJIOT1i Ta 0OCIyrOBYBaHHS BiJBIlyBauiB; OCHOBHM €KOHOMIKH,
opraHizailii mpaii ¥ yrpaJiiHHS; OCHOBU 3aKOHOaBCTBA PO Mpalio.

KBagigikauiiini BUMoOru

HenoBHa Buiia ocBiTa (MOJOAIIMKA criemianicT) ado MOBHA 3arajibHa CEpPeIHS
ocBiTa Ta npogeciiHO-TEXHIYHA OCBITa. be3 BUMOT 710 cTaxy poOOTH.

Ipuxknaaau podit
Po6ota 3 Hakazamu Mpo 3apaxyBaHHS 1 3BUJIbHEHHS MTPaIliBHUKIB.

Po6ota 3 Hakazamu PO CTUMYJIIOBaHHS MpaIii.

dopMyBaHHs 0COOMCTOT CIIPaBU pOOITHUKA.

CtBOpeHHs 0a3u JaHUX MPaIlIBHUKIB.

CxJ1ajlaHHs anropuTMy poOOTH 3 MOSICHIOBAIBHIUMHU 3aMMCKaMU MPaIliBHUKIB.
CkrnagaHHs Ta aHaJi3 TUIaHY A1SUTBHOCTI Ha MICSITb.

CkrnagaHHs alropuTMy poOOTH aIMiHICTpaTOpA.

CkrnagaHHsI CXEMH JIeJIeTyBaHb 1 TOBHOBAXKEHb.

CTBOpEHHS PEeKIaMH MPOIYKIIii, TOCIYT.

[IpoBeneHHs nu3aiiHy 30HU OOCITYyTrOBYBaHHS BIJB1/lyBayiB.

[lepenaua iHopMallii 3a JOMOMOTOI0 PI3HUX BUIIB OPTTEXHIKH.

Cki1ailaHHs anropuTMy BUKOHAHHS PO3MOPSIKEHB, BKa31BOK 1 pIllIEHb KEPIBHUKA.
Po3pobinenHs 3amo01KHUX 3aX0/11B 100 KPU30BUX CUTYyAIN Y TISIIBHOCTI.
[IpoBenenHs aHami3zy OpraHi3aiiHol CTPYKTYPH YIIPaBIIiHHS.

Po3pobiienns crieniaibHOT TPOIIO3HUIIIT Ha TOBAPH, TTOCTYTH.

[IpoBeneHHST MAPKETUHTOBOTO JTOCII1JIKEHHS.

OdopmiteHHs pekiiaMHOTO oroJionieHHs y nporpami MS Publisher.
Odopmienns pexiamHoro OaHepa sl po3MillieHHS B [HTepHeT y mporpami MS
Publisher.

Po3po0biienHs Bi3uTKH mianpueMcTBa B nporpami MS Publisher.
Po3po0ieHHs aHKeTH IOTUTY Ha TOBap.

OdopmiteHHs TUCTa-MPOTIO3HUIIIT Ha TOBap.

CknaganHs npodiIro KIIi€HTa.
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2. Bumozu 00 oceimnb020, oceimubo-Keanighikauiiinozo pienie, npogheciiinoi
Keanighikauyii ocio, aKki Haguamumymosca 3a npogecico Aominicmpamop

2.1. Ilpu BCcTyImi HAa HABYAHHS

[ToBHa 3aranbHa CepeHs OCBITA.

2.2. Tlicnst 3aKiHUCHHS HAaBYAHHSI

[ToBHa 3aranbHa cepeiHs OCBiTa, mpodeciitHa (mpodeciitHO-TeXHIYHa) OCBITA,
HEMOBHA BHWINA OCBITa (MOJIOAIIMHN CIIEIaliCT), OCBITHbO-KBaMi(IKAIIMHUN PIBEHBb
«KBaTi(p1KOBAaHUU POOITHUKY» 3a Ipodeciero AAMIHICTpATOP.

3. Tunoeuii HasuanbHuil N1GH NIO20MOBKU KEANIPIKOBAHUX POOIMHUKIE
[Tpodecis: 4222 AamiHicTpaTop
[Tpodeciitna kBamidikaiis: aMiHICTPATOD
3aranpHuii HoHJ HaBYAJIbHOTO Yacy — 892 roauHu

S =
M . S § UM { AJTM | AZTM | AZTM | AZTM | AZTM | AZTM | AZTM | AZTM | AZTM
yn | Hanpam niozomosiu §?§ SIB 1710 |42 |13 | 21| 22| 23| 31|32 -41 | -4.2
1 3§1ranLH0np0(1)ec1HHa 105 | 105
iIrOTOBKA
o, |IIpodeciiino-Teopernana | 4 qq 20 |22 |22 |17 |17 |17 | 17 |17 | 17 | 20
M ATrOTOBKA
3, |!Ipodeciiino-npakmiina | ge, 50 |59 | 79 | 52 | 52 | 52 | 66 | 39 | 40 | 66
IMATrOTOBKA
Ksamigikariiina mpoOHa
4. 7
pobota
5. |Koncynpramii 30
JepxaBHa
6. A . 7
kBamiikaiiiiHa arecTartis
3aranpHuii 00csT
7. |HaBuaybHOTO Yacy (6e3 862 | 105 | 79 | 81 |101| 69 | 69 | 69 | 83 | 56 | 57 | 86
.. 4, 5)

Ilpumimku
1. Kpamigikariiitna npobHa poOOTa BUKOHYETHCS 32 PaxXyHOK dYacy, BIJBEJIEHOTO Ha MpodeciitHo-
NPaKTUYHY MirOTOBKY.
2. 'oguHw, Bi/IBEIEH1 HA KOHCYJIbTALlli, BpaXOBYIOTHCS B 3arajbHOMY (POH/JII HABYAJILHOTO Yacy.

4, Tunoea npozpama 3 niocomoexu 3a npogheciero Aominicmpamop
(Bmicm npogheciiinux komnemenmuocmeii)

IHo3naven| IIpodeciiini

. 3MmicT npodeciiiHUX KOMIIETEHTHOCTEN
HA  |[KOMIIETEHTHOCTI]

Mopayas — AJIM -1 O6cayropyBaHHs BiiBigyBauiB

AJIM -1.1 O6¢cnyroByBanns | 3HaTH: IIpaBUJla 1 METOIM OpraHi3alii mpouecy oO0CIyroByBaHHS
BiJIBiyBadiB HAa | BiABiAyBauiB;, MpaBWia OOCIYTOBYBaHHA BiABiAyBauiB Yy pi3HUX
MIAIPUEMCTBI, B | TAly3sX; KyJbTypy JUIOBOTO MOBJIEHHS; OCOOJMBOCTI OQiliiiHO-

YCTaHOBI, JIJIOBOTO CTHIIIO, €CTETHKY BepOaJbHOrO CHUIKYBAaHHS Ta TEXHIKY
oprasizanii MOBJICHHS; 1HO3€MHY MOBY B MeXaX PO3MOBHOIO Ta Ipo¢eciiiHOro
MIHIMYMY.

YmiTu: opranizoByBaTH OOCIYrOBYBAaHHS B1JIBilyBauiB; O(OPMIISTH
HAQ/IXO/DKEHHS KOIITIB 3a MOCIYyTrd y TOTIBKOBMH 1 O€3roTiBKOBHUIL
cnoci0; 3abe3nedyBaTH  fAKICTb 1 KYJIbTYpy 0OCIYrOBYBaHHS,
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CTBOPIOBaTH KOM(pOPTHI YMOBH, KOHCYJIbTYBaTH BiJIBITyBayiB 3 MUTaHb
HassBHUX TIIOCTYT; MIATPUMYBATH TO3UTHUBHUN IMIJDK TIIIIPHEMCTRA,
YCTQHOBH, Oprasizailii; 3aCTOCOBYBaTH IIIOBHH E€THKET Ta KYyJIbTYypy
CHIJIKYBaHHs, OOMpaTH TAaKTHKY IMOBEIIHKH, 3aCTOCOBYBATH (hOPMYJIH
MOBJICHHEBOTO €THUKETY Ta I1HO3€MHY MOBY Yy CBOil HpodeciiHii
TUSTTBHOCTI; 3a0e3medyBaTy YUCTOTY 1 MOPSAIOK y MPHUMIIICHHAX 1 Ha
NPUJIETIIMX IO HUX TEPUTOPISIX; CTEKHUTU 32 OHOBJICHHSM Ta CTAHOM
peKIaMu

AJIM -1.2 | Bupimenns 3HATH: TexHiKy 1 3aco0M CHUIKYyBaHHsS 3 BiJBiAyBauyaMd y Pi3HHX
BUPOOHUYHX YMOBaX 1 CUTyaIlisIX; IUCTAHIN] 1 30HU CIUJIKYBaHHS aiMiHICTpaTopa 3
npobseM B BiJIBiAyBauaMH, 3aco0M  KOMYHIKallii; OCOOJUBOCTI  KyJbTYpH
nporeci poOOTH | iHO3EMHUX — MApPTHEPIB, PI3HOMAHITHI TEXHIKM  CIUIKYBaHHS 3
HiNPUEMCTBA, | NPEACTABHUKAMH IHIIMX KyIbTyp; 1HO3€MHy MOBY B  MeXax
YCTaHOBH, PO3MOBHOTO Ta MPo(deciitHOro MiHIMyMYy.
oprasi3zanii VMiTH: OpPranizoByBaTu AiJI0Bi 3yCTpidi, HApaau, IEPErOBOPH, 300pH;

3a0e3meuyBaTd CTOPOHU HEOOXIMHUM OOJIaJHAHHSM 1 JOKYMEHTaMH,
BECTH KOJIEKTHUBHI TEPEroBOPH Ta BHPINIYBaTHU PO30IKHOCTI,
pO3TISIIAaTH TpeTeH3ii, MOB’sA3aHi 3 HE3aJ0BUILHIUM OOCIyTOBYBaHHSM
BiJIBi/lyBauiB, B)KMBAaTHU 3aXOJiB II0J0 3amoOiraHHs KOH(IIKTHUX
CUTYyallild; pO3MJIAJATH WPOIMO3UIlii, 3asIBU Ta CKAPTH TPOMAJISH;
3MIACHIOBATH KOHTPOJIb 33 BHKOHAHHSM MpaIlliBHUKAMUA BKa3iBOK
KCpIBHUIITBA TIJIPUEMCTBA; 3aCTOCOBYBAaTH  1HO3EMHY MOBY JUIS
BHPINICHHS BUPOOHUYMX CUTYaAIlIH

AJIM -1.3 IndopmaniiiHo- 3HaTH: mpaBwia npuiiomy, mepemadi i 0OpoOku iHpopmariii s
KOMII’ JOTEpHE BIJIBi/lyBauiB, TpaBuUia CKJIaJaHHi Ta O(OpPMIEHHS JOBiJIKOBO-
BaGe3NeUeHHS iH(popMaNiiHOT JOKYMEHTAIIi1 y TpoIieci 00CITyroByBaHHS, CTaHIAPTHI
0OCTyroByBaHHs | IPOrpamu Windows: Word, Excel, Access, CHCTEMH

aBTOMAaTH30BaHOTO JJOKYMEHTOOOITy.

YMITH: BUKOPHUCTOBYBATH CKAaHEpPH, KOIIIOBAIbHO-PO3MHOXKYBAJIbHI
3acobu 1 3aco0u BioOpaxeHHs iHpopMaIllil, MyIbTUMEIIHHI TEXHOIOT1]
1 €JeKTPOHHI KaTaJloTH; KOPUCTYBATHUCS 3HUIIYBayaMH JOKYMEHTIB;
3MIACHIOBAaTH MOWIYK iH(OpMaIii B pi3HHUX MOIIYKOBHX CHCTEMax B
Mepexki Internet; mpairoBatu 3 eJIEKTPOHHOIO MOLITOO: BIAMPABISATH Ta
OTpUMYBAaTH JIUCTH, NepenaBaTu (aiiam 3a JOMOMOTOK E€IeKTPOHHOL
TMIOIITH; BUKOPUCTOBYBATH CHCTEMHU ABTOMAaTH30BaHOTO
JOKYMEHTOO00ITry; BeCTH TIEpBUHHI JOKYMEHTH Ta 3BITHICTb 3a
nonomororo Excel

Moayas — AJIM — 2 Opranizanisa 1oKyMeHTaniiiHOro 3a0e31me4YeHHs] YIPABJIiHHA HA MiNPHEMCTBI,

B YCTaHOBI, oprani3zauii

AIIM -2.1 | Cxnaganns Ta | 3HATH: TpaBWIa CKIAIaHHA Ta OQOPMIIEHHS KaJpOBOi JOKYMEHTAILi;
o(hopMIIEHHS MpaBWjla pelaryBaHHS CIYXOOBHUX JIOKYMEHTIB, BUMOTH  JI0
KaJpoBO1 0(hOpMITCHHSL.
JIOKYMEHTAL YmiTn: cknamati ta oQOPMIIATH KaJAPOBY JOKYMEHTAIIlO; BECTH
JOKYMEHTAIlll0 TpU NpuiiomMi Ha poOOTy, OONIKOBY JOKyMEHTAIilo,
KHUTH, XYPHaJIU OONIKYy; O(GOPMIISTH ITOKYMEHTH Ha TpPU3HAYCHHS
MaTepiajJbHOI JOTMOMOTH, MpeMid; CTHIICTUYHO OdOopMIIIoBaTH Ta
penaryBaTH_Ci1y>k00Bi JOKYMEHTH.
AIM -2.2 | Cknajanua ta | 3HATM: TpaBuia  cKiagaHds Ta  OQOPMIICHHS  JIOBiIKOBO-

oopMIIEHHS
JIOBIJIKOBO-
1H(popMaLiiHOT
JOKyMEHTAIIii

iH(hopMaILifHOT JOKYMEHTAIII1; €TUKET J1IOBOTO JUCTYBaHHS, IHO3EMHY
MOBY B M€XaX PO3MOBHOI'O Ta MPOQeCciitHOro MiHIMyMy.

Ymitu: cxiagath  Ta  OQOPMIISITH  JIOKYMEHTAII0  JIOBIJIKOBO-
iH(pOpMaLIHHOTO XapakTepy 3 JOTPUMAHHSAM CTWJIICTUYHUX Ta
CHUHTAaKCUYHUX 0COOJIMBOCTEH 0hOpMIICHHS JIUIOBUX MarepiB: JOBIJIKH,
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JIOTIOBITHI Ta TIOSICHIOBAJIbHI 3allMCKH, CITy>KOOB1 JIUCTH, MPOTOKOIH,
aKTH, Tenerpamu, TeneoHorpamu, ¢akcH, BIATYKH, ITUTAaHH POOOTH,
3BITH, MOTIOBiJi, 3aCTOCOBYBAaTHM MHCEMHI HABUYKWA Ta BMIHHS IS
oOopMIICHHS JIIJIOBOI JIOKYMEHTAaIlii 1HO3€MHOIO0 MOBOIO

AIIM -2.3 | CxnananHs Ta 3HaTM: TpaBWwiIa CKIagaHHI Ta OQOpPMIIGHHS OpraHizamiiHo-
oopMmIIeHHS PO3MOPSTIOT JOKYMEHTAIIII.
OpraHizamiiHo- | Vmirm: ckimagaté  Ta  oGOPMISATH  OpraHi3alifiHO-pO3IOPAdy
po3nopsI01 JOKYMEHTAIII0 3 JOTPUMAHHSAM CTWIICTUYHHX Ta  CHHTAKCUYHUX
JIOKYMEHTau 0coOmMBOCTe OGOpMIICHHS MIJIOBHX TarepiB: IMOJIOKEHHS, CTaTyTH,

MIpaBWIIA, THCTPYKIIii, PO3MOPSKEHHS, BKa31BKU

Moayab — AJIM -3 IliianyBaHHsI Ta opraHizanis po00TH 3 IEPCOHATIOM

AJIM -3.1 | Kagposa 3HaTU: €IUHY JAep)KaBHY KaJIpoBy IIOJITHKY, MpaBuWiIa poOOTH 3
MOJTITHKA KaJIpaMy; OCHOBH TiI00PY Ta BUKOPUCTAHHS KaJIpiB.
MIIPUEMCTBA, | YMiTH: miaOupaTy KaJpud HA BaKaHTHI MicCis, (OopMyBaTH pe3epB
YCTaHOBH, MpaliBHUKIB;, TOTYBaTM HAaKa3d 3 NHUTaHb 3a0XOYEHHS Ta
opranizarii JMCHHUILUTIHAPHOTO CTATHEHHS; BECTU OOJIIK MEPCOHATY

AJIM -3.2 | YopaBiiHHA 3HATH: OCHOBH YIPABIIHHS JIIOJICHKHUMH PECYPCAMH 1 IEPCOHATIOM.

MIEPCOHAIIOM Ha
I ITPUEMCTBI, B
YCTaHOBI,
oprasizarii

YMiTH: TpuiiMaTi yNpaBIiHCHKI PIIIEHHS Ta KPUTHYHO aHATi3yBaTH
iX; CKJIalaTH JOBTOCTPOKOBI, IMEPCIEKTHBHI 1 TIOTOYHI IJIaHK POOOTH 3
MIEPCOHAJIOM; aHaTI3yBaTH IUIMHHICTH KaJPiB; JIarHOCTYBaTH €MOIIHHI
CTaHM B YMOBaxX TPYAOBOI MisSUIBHOCTI; JOCHIJKYBAaTH 3aJOBOJICHHS
poOOTOIO B TPYNOBHX KOJIEKTMBAX Ta iX 3HAYEHHS s (OpMyBaHHS
ONTUMAJILHOTO TICUXOJOTIYHOTO PiBHS; O0JIIKOBYBAaTH BUKOHAHHS POOIT
Ta HAJAHHS NOCIYT; PO3MOAUISATH POoOOUHid Yac (TaliM-MEHEIPKMEHT)

Mopayas — AJIM — 4 MapkeTHHroBa AisiJIbHICTh MiANPUEMCTBA, YCTAHOBH, OPraHi3anil

AIIM -4.1 | 3acrocyBanns 3HaTH: OCHOBHI MOHATTS Ta HPOLEC YNPaBIiHHA MAapKETUHIOM;
OCHOB MAapKEeTUHIOBI CTpaTerii, cTajii >KUTTEBOTO LUKy TOBapiB Ta IOCIYT,
MapKeTHHIy Ha | LUHOBI cTparerii 30yTy.
mianpuemctei, B | YMITH:  37iliCHIoBaTH 30ip Ta CHCTEMATH3ALiI0 IEPBUHHOI Ta
YCTaHOB, BTOPUHHOI MapKeTHHIOBOI 1H(popMallii; HajaBaTH KOHCYJIbTalLli 3
opranizanii NUTaHb HAABHYX NOCTYT T aCOPTUMEHTY; PO3pOOIATH HOBI IIPONO3HIIT
IUIsL TIOKPALIEHHs MPOAAXIB; 311MCHIOBATH KOHTPOJIb 33 BUKOHAHHSIM
MpaliBHUKaMU BKa31BOK KEpIBHUITBA MIANPUEMCTBA, TPYAOBOI Ta
BUPOOHNUOI AUCLUILIIHY, IPABUJI Ta HOPM OXOPOHH IIpalli, MOKEKHOI
0e3neKy, BUMOT BUPOOHHUYOT caHiTapii Ta Tiri€HH Ipaill; KOHTPOJIIOBATH
CBO€UACHE BUKOHAHHS JIOTOBIPHHUX 3000B’sI3aHb; BECTH OINEPATUBHY
3BITHICTb II0JI0 POOOTH
AIIM -4.2 | Opranizauis 3HaTH: npaBuila BUTOTOBIIEHHS PEKJIaMHU 13 3aCTOCYBaHHIM (DIpMOBOTO
MapKeTHHroBoi | CTHJIIO Ta HOTO CK/IajOBHX, BHIM PEKIAMH; aHATI3yBaTH MOBY i CTHIIb
KOMIIaHii peKsIaMH, €proHOMIKY poO040ro Micus.

YMiTH: BUTOTOBJIATH KOMIT'IOTEPHY, CYBEHIpHY Ta 1HIII BUAU
pekiaMHOi TPORYKIIl 3a JIOMOMOIOI0 TEKCTOBUX  PEIaKTOpIB,
CorelDraw, Publisher, Power Point; BUTOTOBISTH ApyKOBaHY peKjamy:
OykjeTu, KajJeHJapi, HpPOCIEKTH, MakeTH OaHepiB, IUIAaHYBAaTH Ta
opopMIIATH CITY>KOOBI TPUMIIICHHS, BITPUHH, 30HU OOCITyTOBYBaHHS
BiJIBi/lyBayiB
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5. Ilepesiik 0CHOBHUX 3aC00iB HABYAHHS
[Tpodeciiina kBamdikaiisi: aIMiHICTPATOP

Kinekicts Ha 15 oci6
Jjg HajimenyBaHH TUTSL 1HJ. E
> KOPHCT. UL TPy &
O0JagHaHHA
1. Bineokamepa 1
2. Kanbkynaropu 1 15
3. Kowmm’rotepu 1 15
4. MyJbTUMEIIHHUI IPOSKTOP 1
5. CxkaHnep 1
6. Tenedhon 1
7. Beb6-kamepa 1
8. dakcUMUIBHUHN anapar 1
0. [TpunTep 4
10 KomnitoBasibHUH anapar 1
11 3HUIYBa4Y JOKYMEHTIB 1
12 Monem 1

Crapmuii agMiHicTpaTOp: HEMOBHA BUINA OCBITA (MOJOIIMN CHEHIATICT) i
CTaX poOoTH 3a mpodeciero aaMiHiCTpaTopa He MeHIie | poky abo MoBHa 3arajbHa
cepelHd OcCBITa Ta MpodeciiiHO-TeXHIYHA OCBiTa 1 CTaxX poboTu 3a mpodeciero
aJIMiHICTpaTOpa - HE MEHIIIE 2 POKIB.

3ayBaxkKeHHsI Ta MPOIO3UIIiT MO0 3MICTy CTaHaapTy npodeciitnoi (mpodeciiHO-TeXHIYHOT) OCBITH 3
npodecii AaminicTparop HaacuiaTi 3a aapecoro:03035, m. Kuis, Bysn. Murpononura Bacus
JIunkiBcbkoro, 36, [HCTUTYT MozepHi3alii 3MicTy ocBiTH MiHICTEpCTBa OCBITH 1 HAYKH
VYkpainu.Tenedon: (044)248-91-16.
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