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3arajbHi M0JI0KEHHS

Crannapt npodeciiinoi (nmpodeciiino-rexniunoi) ocsitu (gam — CII(IIT)O) 3
npodecii 4222 AnminicTpatop po3poOieHo BiamoBimHo g0 Konctutymii VYkpainu,
3akoHIB Ykpainu «IIpo ocity», «IIpo mpodeciitHy (mpodeciiiHO-TEXHIYHY) OCBITY»,
«IIpo mpodeciiinuii po3BUTOK MpaIiBHUKIBY, «lIpo 3aitHATICTE HacemeHHs», «IIpo
Kabinery MinictpiB VYkpainu Bix 23.11.2011 Ne 1341 «IIpo 3arBepmkeHHs
HarionansHoi paMku kBamidikamii», posnopsamkenns Kabinery MinicTpiB Ykpainu Bin
14.12.2016 Ne 1077 «IIpo 3arBepmxenHs Ilmany 3axofiB 13 BHIPOBAIKEHHS
HamionansHoi pamku kBamidikamii Ha 2016-2020 poku», posmnopsipkeHHs Kabinery
MinictpiB Ykpainu Big 03.04.2017 Ne 275-p «IIpo 3aTBEpIKEeHHS CEPEAHBOCTPOKOBOTO
IIaHy npioputeTHUx A Ypsagy 1o 2020 poky», BuUMOT KBamidikamiiHoi
xapakrepuctuku npodecii Aaminictparop [doBigHuka npodeciii npaiiBHUKIB (BUITYCK
Ne 1 «IIpodpecii mpaliBHUKIB, 1110 € 3arajJlbHUMH JJIS BCIX BUIB €KOHOMIYHOT A1SUTbHOCTI,
po3min 1 «IIpodecii kepiBHUKIB, mpodecioHamniB, GaxiBIliB Ta TEXHIYHUX CITYKOOBIIIB»),
3aTBEpPIKEHOT Haka3oM MIHICTepCTBa Mpalll Ta COLIAJbHOI TMOMITHUKH YKpaiHU Bij
29.12.2004 Ne 336 Ta IHIIMX HOPMAaTUBHO-NPABOBUX JIOKYMEHTIB 1 € 00OB’SI3KOBUM JIJIs
BUKOHAaHHS BciMa 3akiafgamu  mpodeciiinoi  (mpodeciiHo-TeXHIYHOi)  OCBITH,
MIAIPUEMCTBAMH, YCTAaHOBAMHU Ta OpraHi3allisIMH, HE3aJeKHO BiJ iX IMiAMOPSIKYBaHHS
Ta (OpMHU BIACHOCTI, L0 3IIACHIOIOTH (200 3a0e3MeuyroTh) MIATOTOBKY (M1ABUIIECHHS
npodeciitHoi kBamidikarlii, mepemniaroToBKy) KBani(ikoBaHUX POOITHUKIB.

Cranpapt npodeciitnoi (mpodgeciiiHO-TeXHIYHOI) OCBITH MICTUTH:

TUTYJIbHY CTOPIHKY;

iH(popMmaliro po podouy rpymy 3 pozpodnerns CII(IIT)O;

3aranbHi BUMorH 1mozo peamizarii CII(IIT)O;

3arajgbHONpO(eciiiHII HaBUaIbHUMN OJIOK;

nepesiKk HaB4aJIbHUX MOIYIIB Ta MPOo(peCciiHUX KOMIIETEHTHOCTEH;

MepeTiK KJIYOBUX KOMIIETEHTHOCTEH;

YMOBHI O3HaY€HHs, 1110 BUkopuctoBytoThes y CII(IIT)O;

chepy npodeciitHOl TisITbHOCTI BUITYCKHUKA;

cneruivyHi BUMOTH J10 poOiTHUKA 3 JaHOI mpodecii,

BUMOTH J10 ipodeciitHoi kBamidikarii.

3araapni BuMorn moao peanaizaunii CII(IIT)O

[TinroToBka KBamidikoBaHUX POOITHUKIB 3a Tpodecicro AAMIHICTPATOp BKIIOYAE
NEpBUHHY MpodeciiiHy MiAroTOBKY, NEPEMiArOTOBKY Ta MiJABHUILIEHHS MNPOQeciiHOl
kBamdikamii. IliaroroBka 3a mnpodeciiiHOO — KBamiikali€lo IPYHTYETbCS Ha
KOMIIETEHTHICHOMY TMIiJXOA1 Ta CTPYKTYPYEThCA 32 MOAYJIBHUM TPUHITUTIOM.
Hapuanesamii Momynp — joriuHo 3aBepiieHa ckiamoBa CII(ITT)O, mo dbopmyershcs Ha
OoCcHOB1 KBamidikauiiiHoi xapakrepuctuku (nami — KX) Ta/abo, 3a HasgBHOCTI,
npodeciitnoro crangapty (mami — IIC), moTpe® poOoTomaBIiB Tamy3i, Cy4yacHUX
TEXHOJIOT1#, HOBITHIX MaTepiaiB.

CrpyKTypa HaBYaJIbHOTO MOJIYJS BKIIIOUAE MEPENiK KOMIIETEHTHOCTEH Ta iX 3MICT.
3aCcBOEHHSI HABYAJIILHOTO MOAYJS MOXKE MiATBEPHKYBAaTHCS BIAMOBITHUM JOKYMEHTOM
(cepTrdikaT/mMOCBITYEHHS/CBIIONTBO), 110 BUIAETHCS 3aKJIaJIOM OCBITH.
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CII(IIT)O Bu3Hauae TpU I'PynH KOMIIETEHTHOCTEH: 3arajibHONPOQeciiiHi, KI0YOBI
Ta npodeciitHi. KoMneTeHTHICTh/KOMIIETEHTHOCTI — 3aTHICTh 0COOM O BUKOHAHHS
MEBHOTO BUAY AISUTBHOCTI, II0 BUPAXKAETHCS U€pe3 3HAHHS, YMIHHS, MOPaJTbHO-CTHYHI
LIIHHOCTI Ta 1HIII 0COOUCTICHI SIKOCTI.

3aranpHOMPOQECiiiHI KOMIETCHTHOCTI — 3HAHHS Ta yMIHHS, IO € 3araJIbHUMHU
(cminbHuMM) a7st podecii. SAkio HaBYaHHS 3AINCHIOETHCA OE3MEepepBHO Ha JEKIIbKa
npodeciiinux kBamidikaiiii, To 3aragbHONpodeciiiHi KOMIETEHTHOCTI HalOyBarOThCS
OMH pa3 — IMepell OBOJIOAIHHSAM HaBUaJIbHUM MaTepiaJloM MOYaTKoBOi MpodeciiHol
kBasiikarii.

Kito4oBl KOMIETEHTHOCTI — 3arajbHI 3A10HOCTI W yMIiHHS (IICHMXOJIOTIYHI,
KOTHITHBHI, COIlialbHO-O0COOUCTICHI, 1H(OpMaIIiiiHi, KOMYHIKaTHBHi), 10 JAIOTh 3MOTY
0Cco01 PO3yMITH CHUTYyaIlll0, TOCATATH YCIIXy B OCOOMCTICHOMY 1 MPOQeCIHHOMY KUTTI,
HaOyBaTH COLIaJIbHOT CaMOCTIMHOCTI Ta 3abe3neuyloTb e(eKTUBHY mpodeciiiHy i
MIKOCOOMCTICHY B3a€MO/I1I0 (HaOyBalOThCSl BIIPOJIOBAK BCHOIO TEPMIHY HaBYAHHS 11032
poOOUMM HaBYAIHHHUM TJIAHOM).

[IpodeciiiHi KOMIETEHTHOCTI — 3HAHHS Ta YMIHHS OCOOH, Kl JAlOTh il 3MOry
BUKOHYBAaTH TPY/IOB1 (DYHKIII1, IIBUAKO aJanTyBaTUCS 0 3MiH y TpodeciifHiil AiSIIbHOCTI
Ta € CKJIaJIOBUMH BIAMOBIAHOT Tpodeciiinoi kBamidikariii.

VY 3aknagax mpodeciitnoi (mpodeciiHO-TeXHIYHOT) OCBITH TPHUBAIICTh MEPBUHHOI
npogeciiiHoi MiArOTOBKM BCTAHOBIIOETHCS BIANOBIIHO 10 IpodeciiiHoi kBamidikarii,
Ky HaOyBae 3700yBa4 OCBITH, 1110 BU3HAYAE€THCS pOOOYNM HaBYATHHUM TLIAHOM.

[Ipu opranizamii migBuieHHa Tpodeciiinoi kBamidikaiii, MEepeniAroTOBKU ado
npogeciiiHoi MIAroTOBKM Ha BUPOOHHULITBI CTPOK MPO(ECiiiHOro HaBYaHHS BU3SHAYAETHCS
3a pe3yibTaTaMH BXITHOTO KOHTPOJIO. BXigHMI KOHTpOIb 3HAaHb, YMiHb Ta HaBHUYOK
3A1MCHIOETHECS BIAMOBIIHO IO 3aKOHOJABCTBA.

HapuanpHuii yac 3m00yBaya OCBITM BU3HAYAETHCSA OOJIKOBUMH OIUHHUIIAMH 4acy,
nepeadadeHoro JUisi BUKOHAHHS HaBUAJbHUX IMporpaM 3akiaiiB  mnpodeciiiHoi
(mpodeciiiHO-TEXHIYHOT) OCBITH.

OOG1IKOBUMU OJIMHMIISIMUA HABYAJILHOTO Yacy €:

aKaJieMiuHa roJJMHa TPUBAIICTIO 45 XBUIINH;

YpPOK BUPOOHUYOTO HABYAHHS, TPUBAIICTH SKOTO HE TMEPEBHUIIYE 6 aKaJeMIYHHX
TO/IMH;

HaBUYAJIBHUM J€Hb, TPUBAIICTD SIKOTO HE MEPEBUIILYE 8 aKaAeMiUHUX TOINH;

HaBYAIBHUM THXKICHB, TPUBAJIICTD SKOTO HE MEPEBUIIYy€E 36 akaIeMiUHUX TOUH.

Hapuanbuuii (pobounii) yac 3100yBaya OCBITH B MEPioJ] MIPOXOKEHHSI BUPOOHUYOT
NPAaKTUKH BCTAHOBIIOETHCS 3aJIKHO BiJl PEKUMY POOOTH MiANPUEMCTBA, YCTAHOBH,
oprasizariii BIAIOBITHO 0 3aKOHOJAABCTBA.

[IpodeciitHo-ipakTHYHA MMATOTOBKA 3AIMCHIOETHCS B HABYAJIbHUX MAaNCTEPHSX,
1aboparopisix, Ha HaBYaJIbHUX IIOJITOHAX, HABYAJIbHO-BUPOOHMYMX JAUIBHUISX Ta
0e3MmocepeTHbO Ha POOOYMX MICIISX IIIPUEMCTB.

Bumoru 10 koxHO1 npodeciitHoi kBamidikailii BKIIOYaI0Th:

KBaIl(piKaLIiHy XapaKTEPUCTHKY;

BUMOTM JI0 OCBITHBOTO, OCBITHbO-KBaji(iKaliiHOTO piBHA, MpodeciitHoi
kBasidikarii ocio;

TUINIOBY HABYAJIbHY IIPOrpaMy;

TUIIOBUM HaBYaJIbHUH IJ1aH;



nepesTik OCHOBHUX 3aC001B HaBYaHHS.

TumoBa mporpamMa MiATOTOBKM KBadiiKOBAaHUX POOITHUKIB JJIA  KOXKHOI
npodeciitnoi kBamidikaiii BU3HAYAE TEPENIK HABYAIBHUX MOJAYIIB, MEPENiK Ta 3MICT
npodeciiiHuX KOMIETEHTHOCTEH.

TumoBmii HaBYAIBHHM TJIaH MIATOTOBKHM KBaTi(iKOBAaHMX POOITHUKIB JJIsI KOKHOI
npodeciitHoi  kBamidikaiii BKIOYAE PO3MOAUT HABYAJBLHOTO HABAaHTAXKCHHS MIXK
3arajgpHONpPOQeciiiHO,  MPOQPEeCciiHO-TEOPETUUHOI0 Ta  NPOQeCIHHO-IPAKTUIHOIO
MiJITOTOBKOIO; KOHCYJbTAIlil; KBali(ikaliiiHy arecraiiro. Y THIOBOMY HaBYaJIbLHOMY
IJIaHl BHU3HAYCHO 3arajllbHy KUIBKICTP TOAWH JUIi OBOJOMIHHS Tpo(deciiHO0
KBaJTI(PIKaII€0 Ta PO3MOLT TOAUH MK HABYAIbHUMU MOTYJISIMU.

Po6oui HaBYanbHI TUIAaHU Ta TPOTPAMH IS TATOTOBKY KBaTi(hiKOBAaHUX POOITHHKIB
po3po0NIAIOTECS  3akiazamMu  mpodeciiiHoi  (mpodeciiiHo-TexXHIYHOi) OCBiTH  3a
MOTO/KEHHSIM 13 poOOTOAABISIMU Ta OpraHaMU YIIPaBIiHHS OCBITOIO Ha OCHOBI TUTIOBUX
HaBUAJIbHHX IUIAHIB TA TUMIOBUX HABYAIbHUX MIPOTPAM.

Po6Goui HaBYaibHI TJIaHW MIATOTOBKM KBali()iKOBaHMX POOITHHKIB BHU3HAYAIOThH
rpadik HaBYAJIBHOTO NPOLIECY, HABUAJIbHI MPEAMETH, IX MOTOAMHHHUN pPO3MOALT Ta
CIIBBIJHOIIEHHS  MDK  3arajbHONpodeciiinoo,  MnpodeciiiHO-TEOPETUYHOI0  Ta
npodeciitHO-MPaKTUIHOO MiATOTOBKOIO.

PoGoui HaBuanmpHi MporpamMud Jjsi MIATOTOBKHA KBai()IKOBaHUX POOITHHKIB
BU3HAYAIOTh 3MICT HAaBYAJIBHUX MPEIMETIB BIAMOBIIHO 10 KOMIIETEHTHOCTEH Ta
TEMaTUYHUNA MOTOIWHHUN PO3MOILT BIAMOBIIHO 10 POOOYMX HaBYATBHUX IJIaHIB.

[lepenik oCHOBHHMX 3ac00IB HaBYaHHS 3a KOXKHOIO TMPOQeciiiHOI KBali(iKaIieo
PpO3po0IIeHO BIANOBIAHO 10 MOTPed poOOTONaBIIIB, CydYaCHUX TEXHOJIOTN Ta MarepiaiB.

3a pesymbTatramMu 3000yTTS KOXKHOI TpodeciiiHoi kBamidikaiii TpOBOAUTHCS
nep>kaBHa abo TpoMmibkHA (MmoeTamHa) KBamidikamiiiHa aTrecramis, IO Iepeadadae
OLIIHIOBaHHS HAOyTHX KOMIIETEHTHOCTEN Ta BU3HAYAETHCS IMapaMEeTpaMH: «3HAa€ — HE
3Hae»; «yMmie — He BMie». [loTouHe OIiHIOBaHHS MPOBOAMTHCS BIANOBIIHO 10 YHMHHOI
HOPMaTHUBHO-TIPABOBO1 Oa3u.

3aknanu mnpodeciiiHoi  (mpodeciiiHO-TeXHIYHO1) OCBITH, OpraHd YNpaBIiHHSA
OCBITOI0, 3aCHOBHMKHM OpraHi3oByIOTh Ta 3/iHCHIOIOTh TOTOYHHM, TEeMaTHYHUMH,
NPOMDKHUN 1 BUXIIHUM KOHTPOJb 3HAaHb, YMIHb Ta HAaBUYOK 3/100yBadiB OCBITH, iX
kBamidikaiiiny arectaiito. [IpeacraBHuKH poOOTOABINIB, X OpraHi3alliid Ta 00’ eJHaHb
JOTY4aroThCsl A0 TEMaTHYHOTO, BHUXIJHOTO KOHTPOJIO 3HaHb, YMiHb Ta HaBHUYOK
3100yBauiB OCBITH Ta Oe3MocepeHbO OepyTh yUacTh y KBamidikaiiitHii arecrarii.

[Ticns 3aBepilieHHS HaBYaHHS KOXKEH 37100yBay OCBITH MOBUHEH YMITH CAMOCTIIHO
BUKOHYBaTH  BCl  po0OOTH, mepeadadeHi  KBadi(iKalllMHOK  XapaKTEPUCTHKOIO,
TEXHOJOTIYHUMH YMOBaMH 1 HOpMaMH, BCTAHOBJICHUMH Y TalTy3l.

HapuyanHsi 3 OXOpoHM mpalll NPOBOAMUTHCS BIAMOBIAHO IO BHUMOI YHHHOTO
3akoHomaBcTBa [Ipo oxopomny mpami. [Ipu ckmamganHi poGoYMX HaBYATBHUX IJIAHIB Ta
nporpaM HeoOXiIHO BpaxyBaTH, IO JJs TI0YaTKOBOTO HaByaHHS (mpodeciiHoi
MIITOTOBKM) Ha TEOPETHUYHY YAaCTUHY MpEeAMETa «OXOpOHa Mpaili», M0 BXOAUTH M0
3arajgpHONpodeciitHoro 010Ky, NOoTpiOHO BUAUIUTA HE MeHIie 30 roAvH HaBYaIbHOTO
qacy, a MpHu HiABHUILEHH]I npodeciiHoi kBadidikalii Ta NepeniaroToBli — He MeHie 15
TOAMH HaBualbHOTO dacy (1m.2.3. TUMOBOro MONOXKEHHS MPO MOPSIOK MPOBEACHHS
HAaBYAHHS 1 MEpPEeBIPKM 3HAHb 3 MHUTaHb OXOPOHM Mpalll, 3aTBEP/HKEHOr0 HaKa3oM
Jlep>kaBHOTO KOMITeTy YKpaiHHM 3 HaIIALy 3a OXOpoHOro mpari Bix 26.01.2005 Ne 15,
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3apeecTpoBaHoro B MiHictepcTBi tocTuilli Ykpainu 15.02.2005 3a Ne 231/10511 (i3
3MIiHAMH).

BuBuenns cnemudiuyHux mnpodeciiHUX MUTaHb 3 OXOPOHU Tpaill HEOOX1THO
3MIMCHIOBAaTH B Kypcax CHEIIaJIbHUX Ta 3arajbHOTEXHIYHUX ITUCHUIUIIH — 3 METOIO
MOETHAHHSA TEXHOJOTIYHOT TMiArOTOBKM 3 MIATOTOBKOI 3 OXOPOHHW Mpalli, a poboui
HaBYaJIbHI TIPOTrpaMy IIMX HaBYAIBHUX TIPEIMETIB TMOBHHHI BKJIIOYATH BIAMOBITHI
MUTaHHS O€3IeKu Tparli.

Jlo caMOCTIHHOTO BUKOHAHHS POOIT 3100yBadi OCBITH JOMYCKAIOTHCS JIUIIE TICIIS
HABYAHHS ¥ MEPEBIPKH 3HAHB 13 OXOPOHHM TMpaIll.

KBanmidikauiitna npo6Ha poOoTa IMPOBOAUTHCS 3a PAaXyHOK 4acy, BiJIBEIEHOTO Ha
BUpOOHHMYY mpakTuky. [lepemik kBamidikamifHUX MTPOOHUX POOIT PO3POOIAETHCS
3akimagamMu  npodeciitHoi  (mpodeciiHO-TeXHIYHOT)  OCBITH,  MIANMPUEMCTBAMH,
yCTaHOBaMH Ta OPTaHi3allisiM{ BIAMOBITHO IO BUMOT KBajlli(piKaliitHUX XapaKTEPUCTHK,
noTped poOOTOABIIIB, Cy4aCHUX TEXHOJIOT1H Ta HOBITHIX MaTepiaiB.

Kpurepii kBamidikariiiinoi arecrarii BUITYCKHHKIB PO3POOJISIOTHCS HABYAIBHUM
3aKJIaJIOM Pa3oM 3 POOOTOAABISIMU 1 TIPYHTYIOTbCS Ha KOMIIETEHTHICHOMY TM1JXOJ1
BIIMOBIZIHO JI0 BUMOI KBami(iKaI[IHHOT XapaKTEPUCTUKH, TMOTPeOd pPoOOTOJABIIIB,
CyyaCHUX TEXHOJIOTId Ta HOBITHIX MarepiajiB Ta MOTOMKYIOTECA 3 PEriOHaTbHUMU
OpraHaM# OCBITH.

3n00yBauy OCBITH, SIKMIl ONAaHyBaB OCBITHIO MpOrpaMmy M YCHIIIHO NPOMILIOB
kBamiikalliiHy arecTaimiro 3a oaHiero mpodeciiiHoo kBamidikaliiero, MPUCBOIOETHCS
OCBITHBO-KBaJli(piKAIIHHUN piBEeHBb «KBadipikoBaHUN pPOOITHUK» 3 HaOyTOi mpodecii Ta
BUJIAETHCSI CBIJIOLTBO JIEPKABHOTO 3pa3Ka MPO MPUCBOEHHS (IM1ABUILEHHA) NpodeciiiHOoi
kBasiikarii.

3n00yBayy OCBITH, SIKHI OIAHyBaB OCBITHIO MpOrpaMy W YCHINIHO MPOMIIOB
kBamiikaliiHy arecTamilo 3a JABoMa 1 Ouielie npodeciiiHumMu KBamidikalismu,
IIPUCBOIOETHCS  OCBITHBO-KBaTI(PiKAIlIMHUN pPiBEHb «KBai(hiKOBaHUN pPOOITHUK» 3
HaOyTOi podecii Ta BUJAETHCS AUIIOM JIEPKABHOTO 3pa3Ka.

3nm00yBayaM OCBITH, $KI JOCTPOKOBO TMPUIMHSIOTH HAaBYaHHS B 3aKjiaji
npodeciitnoi (podeciitHO-TeXHIYHO1) OCBITH, MIPUCBOIOETHCS BiAMOBIAHA Mpodeciiina
kBasiikailisa 3a pe3yJbTaraMu MOMEepeaHbOT KBami(iKaliifHOI arecTaiii Ta BUIAETHCA
CBIJIOIITBO JIEP>KaBHOTO 3pa3Kka Mpo MPUCBOEHHS (IIABUIIICHHS ) KBasi(iKallii.

YMoOBHI m03HAYEHHS, 1110 BUKOPUCTOBYIOThCA B IIbomMy CII(IIT)O:

311K — 3aransHONpO(dEeciiiHa KOMIIETEHTHICTB;

KK — xJ1Ir040Ba KOMIIETEHTHICTB;

I1IK — npodeciiina KOMIETEHTHICTb;

AJIM — aamiHicTpaTop.

Cdepa npodeciiinoi gisabnocri. KBEJ[ JIK 009:2010

AJMIHICTpaTMBHAa Ta JomnoMikHa odicHa MisuibHICT. HagaHHs KOMOIHOBaHUX
odicHUX aIMiIHICTPAaTUBHUX TOCIIYT.



3aranbHonpodeciiinuii 6,10k
Ta 3MICT 3araJbHONPOdeCiiHUX KOMIIETEHTHOCTEN

ITo3nauenns

3araabHonpodeciiini
KOMIIETEHTHOCTI

3MicT 3arajgbHonpodeciiiHUX KOMIIeTeHTHOCTel

3IIK. 1

OBOJIOAIHHS OCHOBAMHU
TPYIIOBOTO
3aKOHOIABCTBA

3unarm:

OCHOBHI TpyIOBI mpaBa Ta OOOB’A3KH IpalliBHUKIB;
MOJIOKCHHsI, 3MICT, (OpMH Ta CTPOKH YKIAJaHHS
TPYAOBOTO JOTOBOPY; COIliaJibHI TapaHTii Ta  YUHHUHN
COIliaJIbHUK  3aXWCT HA  MIANPUEMCTBI  MiACTaBH
NPUITMHEHHS TPYAOBOTO JIOTOBOPY; IIOPIYHI Ta J0OJATKOBI
BIJIITYCTKH.

Bmitu:

KOHTPOJIIOBATH JOTPUMAHHS POOITHUKAMU IMiAMPUEMCTBA,
YCTaHOBM,  Oprasizamii  TpyaoBoi 1  BHUPOOHMYOI
JTUCIIAILIIHU

3IIK. 2

OBOJIOAIHHSA OCHOBAMU
PUHKOBOT €KOHOMIKH i
1 IPUEMHUIITBA

3HATH: OCHOBH MiANPUEMHUIBKOI TiSUTBHOCTI; CTPYKTYDY,
CEerMEHTallll0, OCHOBHI AaClEeKTH Ta eTalu CTBOPEHHS
mianpueMcTBa; (QYHKLII Ta CTPYKTypy YIHpaBliHHS
MIAMPUEMCTBA; Kiacu(Dikaiiio MepcoHany 1 MPUHIUIN
NPOIYKTUBHOCTI TMpalli; €KOHOMIYHHH 3MiCT 3apoOiTHOI
maTv Ta GopMU CTUMYITIOBAHHS TpaIll HA MiAMPUEMCTBAX.
YmiTH:  XapakrepusyBaTd — BUAM  HIANPHEMHUIBKOT
TMISIIBHOCTI;  aHaNli3yBaTH  CTPYKTYPY, CETMEHTAIIilo,
OCHOBHI acCIleKTH Ta eTamu CTBOPEHHS MIiAMPUEMCTBA,
BHKOPHCTOBYBAaTH KJIacH(IKaIliio MEPCOHAITY Ta BUSHAYATH
MOKa3HUKHU NPONYKTUBHOCTI  Tpami;  pO3pi3HATH
E€KOHOMIYHUK 3MICT 3apo0OiTHOI Tutath Ta  (opmu
CTUMYJTFOBaHHSI MpaIli Ha MiIMPHEMCTBAX

3IIK. 3

OBOJIONIHHA OCHOBAMU
iHpOpMaLiHHIX
TEXHOJIOT1HA

3Haru:

pOTpaMH CTBOPEHHS TEKCTOBHX, I'padivHUX JOKYMEHTIB,
CTHITI opopmieHHs Ta  momaHHsA  iH(opmarii;
MYJIBTUMETiHI TEXHOJIOT1, 3aco0u CTBOpPEHHS
Mpe3eHTalliil; OCHOBM MEPEKHUX CHUCTEM, 3aralbHi
BiomMocTi mpo  Internet, eneKTpOHHY TOMTY Ta
TenekoH(EepeHIlii, OCHOBHI MeEpexi cepsicy, Opaysepu,
MOLITYKOBI CHCTEMH; JIOKaJIbHi, KOPIIOPATHBHI 1 TI100aIbHi
Mepexi.

YmiTu:

CTBOPIOBATH TEKCTOBI JIOKyMEHTH, nmyOikarii,
MYNBTUMEIMHI ~ Tpe3eHTalii, rpadiuHi JTOKYMEHTH,
3MIACHIOBATH TOMIYK iH(opMalii B Mepexi [HTepHer (3a
HanpsIMKOM Tipodecii); BHUKOPUCTOBYBaTH EJICKTPOHHY
MOLITY JUISL BUIMIPABJICHHS, OTPUMAHHS TIOKYMEHTIB

3IIK. 4

OBOJIOAIHHSA OCHOBAMU
BUKOPHCTaHHS
Oprasi3ariiHoi TeXHIKH

3naru:

BUJU 3B’S3KYy, MOXIJIHMBOCTI CydacHUX Tele()OHIB; THIH
NPUHTEpIB,  NPUHUWOU [,  OCHOBHI  TEXHIYHI
XapaKkTePUCTUKH,  BWJIM  CKAaHEPIB, MNPHHIMII  JIii;
(bakCcUMTBHI amapard, pekKUMH POOOTH; MOJEMH, BUIIH,
OCHOBHI XapaKTEPUCTUKH, TPHHIMI POOOTH; CydacHY
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KOIIIOBAJIbHY ~ TEXHIKY, KOHCTPYKTHBHI OCOOJIMBOCTI,
HNPUHIUI POOOTH, IPU3HAUEHHS.
Ymitn:

3MIWCHIOBATH Tiepenady (HaKCUMIIBHUX —TIOBIJIOMJICHD;
MPALOBATH 3 PI3HUMH BHJIAMH OPraHi3aliiiHOl TEXHIKH

3IIK. 5

OBOJIONIIHHSI OCHOBaMH
(axoBoi TepMiHOIIOTI]

3HaTH: OCHOBHI BUAM JKAaHPOBOTO MOBJEHHs; 0a30Bi
MOBO3HABUI TIOHSTTS, OCHOBHI BIJIOMOCTI 13 pI3HHX
pO3AUTIB MOBO3HABCTBA; 0a30Bi JIGKCHMYHI, TpaMaTH4HI,
CTHJIICTHYHI PaBOITUCH.

YMiTH: BITbHO TIIYMaYuTH (DaxoBi TEPMiHH JIITEPATyPHOIO
MOBOIO; OOMpaTh TEPMiHU JO BU3HAYCHb YU OINMUCAHUX
SBHII, TPOIECIB, TOBapiB, MOCIYT; CKJIaJlaTh
TEPMIHOJIOTIYHUN  CIIOBHUK JI0 aXOBOTO TEKCTy i3
JIOJIaBaHHIM TIOSCHEHHS TEPMiHIB; CKJIamaTu mpodeciiiny
IIPOMOBY, IIPE3CHTAITII0, TOSICHEHHS

3IIK. 6

BOJIONIHHS OCHOBAMU
IOBOT 1HO3EMHOT
MOBH

3HATH: OCHOBHI MOHATTSA Ta TEPMiHU (OPM 3BEPTAHHA
(3ycTpiu, BiTaHHS, 3HAHOMCTBO, NPHIIOM 3aMOBJICHHSI,
PO3paxyHOK, MPOLIaHH, CTBEPKEHHS, CXBaJICHHSI, 3r0/1a,
BIIMOBa, CITIBYYTTS, IMOOaKaHHS, MOJIKA, BHOAUYCHHS,
MpOXaHHs) 1HO3EMHOK MOBOK; HEOOXIiJIHI JICKCUYHI
OJIMHHIII, CTPYKTYPHI OIWHUII, TPaMaTUYHUNA Matepiay y
MeXaxX TEeMaTUKHU, MOBIEHHEBI (QyHKLIl Ta 3acol0u ix
BUPXCHHS, MOBHI OCOOJMBOCTI JiJIOBOTO CITLJIKYBaHHS,
CHUIKYBaHHA y Mepexi [HTepHeT.

YMiTH: BOJONITH OCHOBHUMH IMOHSTTSMH Ta TepMiHAMHU
dbopM 3BepTaHHS; BOJOAITH 1HO3EMHOIO MOBOIO B MeXax
PO3MOBHOTO Ta npodeciitHoro MiHIMyMY,
BHCIIOBJIIOBATUCS  BIJMOBITHO JI0 TICBHOI  CHUTYaIii,
OTMCYBATH TOJIi 1 BUIU JiSUTBHOCTI, B IKUX Oepe ydJacTb;
PO3MOBiIaTH, JAOTPUMYIOYUCH HOPMATUBHOTO MOBJICHHS;
BUCJIOBIIIOBAaTH CBOE CTaBJICHHS; 3aCTOCOBYBATH IMHCEMHI
HaBUYKH Ta BMIHHA I oQOpMIICHHS  JiJOBOL
JOKyMEHTaIlll; 3IiHCHIOBATH MIJIOBE CIIUJIKYBaHHS Ta
CHUIKYBaHHA yepe3 Mepexy IHTepHeT

3IIK. 7

JlorpuMaHHs Ta
BUKOHAHHSA

BHMOT OXOPOHHU
npaili,0e3neqHoro
BHUKOHaHHSI poOIT,
MOXKEXKHO1 Oe3MeKH,
€JIeKTPOOE3IEKH,
BUPOOHHMYOI caHiTapii
Ta Tiri€HU

3HaTH: 3aKOHOJABUl AaKTU Ta HOPMAaTHBHI JOKYMEHTH 3
OXOPOHHU TIpalli, TOXKeKHOT Oe3meku, BUpoOHUYOI caHiTapil
Ta TITI€HW Tpami; BUMOTH IHCTPYKIH MiANPHEMCTBA 3
OXOPOHU TMparli, MOXKEXKHOi Oe3MeKH; MpaBHiia Talry3eBol
Oe3rmeku; BHMOTH 10 Oprasizamii pobodoro Micus;
mpaBWiia €JIeKTpPOoOe3nmeKu TMiJ dYac OOCIyroByBaHHS
eJlleKTpooONaaHanas 3 mpodecii; mpaBwia Ta 3acobu
HAJaHHS JIOJIKAPCHKOI  JOMOMOTH TOTEPHiIUM Yy pasi
HEIIACHUX BUIAJIKIB.

VYmitu: oprasizoByBatu poOode MicCIe BIAMOBIAHO [0
BUMOT Oe3leKkd mpalli, MOKEKHOI Oe3NeKu; BU3HAYATH
HEoOXiHI 3aco0M 1HIWBIIYaTbHOTO Ta KOJEKTUBHOTO
3aXHCTy, X CIIPAaBHICTh; 3aCTOCOBYBAaTH MEPBHUHHI 3acO0M
MOXKEXKOTACIHHSA;  HagaTh  JONIKApChbKy  JIOTIOMOTY
MOTEePIUIMM y pa3i HEeMaCHUX BHIIAJKIB ITiJl Yac aBapiii;
KOHTPOJIOBAaTH JAOTPUMAaHHSA POOITHUKAMHU MIANPUEMCTBA,
YCTaHOBH, OpraHi3amii TNpaBWJI 1 HOPM OXOpPOHHU Tparl,
BHMOT' BUPOOHWYOI caHiTapii i Tiri€HH, TPOTHIIOKEIKHOTO
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| | saxucry

Ilepenik HaBYAJIBLHUX MOAYJIIB Ta NPOdeCiiHUX KOMIIETEHTHOCTEMH
(AAM — aamiHicTparop)

Kon IIpodeciiina . .
. HaiiMmeHyBaHHSI KOMIIETEHTHOCTi TAa HABYAJIbHOTO MOILYJIsI
MOIYJISI | KOMIIETEHTHICTD
AJIM-1 O0cayroByBaHHs BiiBinyBauiB
AJIM-1.1 O6cnyr0B¥§aHHﬂ BiJIBi/lyBa4iB Ha MiANPUEMCTBI, B YCTaHOBI,
oprasizarfii
AJIM-1.2 BupimenHs BupoOHHYUX poOiieM B Iporeci poOOTH MiANPHEMCTBA,
YCTaHOBH, YCTAHOBHU
AJIM-1.3 [HpOopMaIiiTHO-KOMTT FOTepHE 3a0e3edeHHsT 00CTYTOBYBAHHS

AJIM-2 Opranizanisi J0KyMeHTALIHOr0 3a0e3Mne4eHHs YIIPABJIiHHSA HA MiANPUEMCTBI, B
YCTaHOBI, opranizamii

AJIM-2.1 CxuiagaHss Ta 0hOpMIICHHS KaJIpOBO1 JOKYMEHTAIi{
AIIM-2.2 Ckrnagadas Ta 0ohoOpMIEHHS JOBIAKOBO-1HGOPMAIIHHOT JOKYMEHTALT
AZIM-2.3 Cknananss Ta 0o OpMIICHHS OpTaHi3aIliitHO-PO3MOPSTIO01
JIOKYMEHTAIII1
AJIM-3 IlnanyBaHHs Ta opragizanissi po0OTH 3 MEPCOHATIOM
AJIM-3.1 KanpoBa noniTika miAnpueMcTBa, yCTAaHOBHU, OpTaHi3allii
AIIM-3.2 YipaBaiHHs I€pCOHAIOM Ha NIIOPUEMCTBI, B YCTAHOBI, oprafizarii
AJIM-4 MapkeTHHIOBA AisVIbHICTH MiAMPHEMCTBA, YCTAHOBH, OPraHizauii
AZIM-4.1 3aCTO.CyBa‘IfH$I OCHOB MAapKETHHTY Ha MiJIPUEMCTBI, B YCTaHOBI,
oprasizarii
AJIM-4.2 Opranizallisi MApKETHHIOBOI KOMITaH11

IlepeJik KJIIOYOBUX KOMIIETEHTHOCTEM

3/1aTHICTh MPAIFOBATH B KOMAH/II.
3/1aTHICTh BIJMOBIIAIBHO CTABUTHUCSA J10 TPOQECiHOT A1sUTHHOCTI.
3/1aTHICTh CAMOCTIMHO NMPUMMATH PIIICHHS.
3/1aTHICTh JISTH B HECTAHIAPTHUX CUTYaIIIsX.
31aTHICTh TUIAHYBaTH TPYAOBY JiSTbHICTb.
31aTHICTh 10 TIONIYKY Ta 3aCBOEHHS HOBUX 3HaHb, HAOyTTs HOBHX YyMiHb 1
HABUYOK.
31aTHICTh BU3HAYATH HaBYAJIbHI 11l Ta CIIOCOOM TX JOCATHEHHS.
31aTHICTh OIIIHIOBAaTH BJIACHI pE3yJbTaTH HAaBUAHHS, HABYATHCS BIPOAOBXK
KUTTSL.
3HaHHs NpodeciitHOT IEKCUKHU Ta TEPMIHOJIOTII.
JloTpuMaHHs poQeCIiHOI ETUKH.
3ano6iraHHs KOH(IIKTHUX CUTYalllH.

IIpodeciitna kBagidikaunis: axmiHicTpaTop

1. Keanighikayiiina xapaxmepucmuxa
3aBaanHst Ta 000B'si3kM. 3a0e3neuye poOOTy 3 €(DEKTUBHOTO 1 KYJBTYPHOTO
oOcnyroByBaHHs BiJBiqyBauiB. CTBOpIOE MJii HUX KOM(OPTHI YMOBHU. 3AIMCHIOE

KOHTPOJIb 3a 30€peKeHHSM MaTepiaibHUX IIHHOCTeH. KoHCynbTye BiJBiayBadiB 3
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NMTaHb HAsABHUX IIOCIHYr. BiuBae 3axofiB Mmoo 3amoOiraHHs 1 JHKBigarii
KOH(IIIKTHUX CHUTyalid. Po3mismae mnpereHsii, TOB'Si3aHi 3  HE3aJI0BUILHUM
00CITyroByBaHHSIM BiJIBIyBadiB, 1 BXKMBA€ BIAMOBIIHUX OpraHi3aIiitHO-TEXHIYHUX
3aX0/iB. 3MIMCHIOE KOHTPOJIb 32 PAIliOHATILHUM O(OPMIICHHSM MPUMIIICHD, CTEKHUTh
32 OHOBJICHHSIM 1 CTAaHOM pPEKJIaMU B MPUMIIICHHSX 1 Ha OyiBii. 3abe3neuye YUCTOTY
1 TOpSAJOK Yy MNPUMINIEHHSAX 1 Ha HOpWIENIUMX 10 HUX Tepuropisx. KoHTpomroe
NOJEp)KaHHS ~ POOITHUKAMHM  MIJNPUEMCTBA, YCTAHOBHM, Oprasizamii (mam —
HiJIPUEMCTBO) TPYAOBOiI 1 BUPOOHMWYOI JUCIHUIUIIHY, MPaBUJ 1 HOPM OXOPOHU Mpalli,
BUMOT BHUPOOHHUYOI caHiTapii 1 Tiri€HU, NPOTUIOXKEKHOro 3axucty. I[Hdopmye
KEpIBHULITBO MIiANMPUEMCTBA PO HASBHI HENOJIIKM B OpraHizaiii 0OCIyroByBaHHS
BIJIBIJlyBauiB, BXKMBAa€ 3axOAiB IIOAO 1X JIKBijaIii, 3A1MCHIOE KOHTPOJIbL 3a
BUKOHAHHSM IpalliBHUKaMU BKa31BOK KEPIBHUIITBA MiANPUEMCTBA.

IloBuHEH 3HATHM: MOCTAHOBU, PO3MOPSAKEHHS, HaKa3W Ta 1HIII HOPMATHBHI
JIOKYMEHTH 1 KEpiBHI Marepiaiu, SKi CTOCYIOThCS OpraHizaimii MiAIpUEMCTBA;
OpraHizaimiiiHy CTPyKTypy YHpaBIiHHSA MIANPUEMCTBA; TpaBa 1 OOOB'SA3KU
NpAIiBHUKIB, PEXUM iX poOOTH; mMpaBwia 1 METOAW OpraHizamii mporecy
0o0CITyroByBaHHSI BiJ[BilyBadiB; aCOPTUMEHT IIOCIYT, IO pPEali3ylOThCSA; OCHOBHU
MapKeTUHTY; TPUHIWINNA TUIAHYBaHHA Ta OQOpPMJICHHS TPUMIMICHb, BITPHH,
oprasizaiii pekjiamMu; OCHOBU €CTETUKH, €THKH, ICHXOJOTli Ta 0O0CIyroByBaHHS
BIJIBIJ[yBauiB; OCHOBM €KOHOMIKH, OpraHi3ailii mnpaii W ymopaBiIiHHS; OCHOBH
3aKOHOAABCTBA PO MPAIIIO.

KBagigikauiiini BuMoru

HenoBHa Buia ociTa (MOJOIIMEN creriaiaicT) ado MOBHA 3arajibHa CEepeHs
ocCBiTa Ta mpodeciiiHo-TexXHIUYHa 0CBiTa. be3 BUMOT 10 cTaxy poOOTH.

Ipuxaaam poodir
Po6ora 3 HakazaMu po 3apaxyBaHHs 1 3BIILHCHHS ITPaIliBHUKIB.

Po6ota 3 HakazaMu PO CTUMYITIOBAHHS TIPAIIi.

dopmyBaHHS 0COOMCTOT CTIPaBH POOITHHKA.

CrBopeHHs 6a3u JaHUX MPaIliBHUKIB.

Ckaasast anropuTMy poOOTH 3 TIOSICHIOBAJILHUMH 3aIMCKaMU TTPAIliBHUKIB.
CknazaHHs Ta aHaJll3 IJIaHy AISUIbHOCTI HA MICSIIb.

CknananHs anroputMy poOOTH aIMiHICTpaTopa.

CkaiaHHs CXeMHU JIeJIEryBaHb 1 IOBHOBAXEHb.

CTBOpeHHS peKJIaMU MPOAYKIIii, TOCIIYT.

[TpoBeneHHs qu3aiiHy 30HM 00CITYrOBYBaHHSI B1JBIyBayiB.

[Tepenaua iHdoOpMaIlii 3a 1OMOMOTOIO PI3HUX BU/IIB OPTTEXHIKH.

CkiaiaHHs alrOpuTMY BUKOHAHHS PO3IOPSIIPKEHb, BKa31BOK 1 PIllIEHb KEPIBHUKA.
Po3po6iienHs 3armo01KHUX 3aX0/IIB IIOA0 KPU30BUX CUTYAIlIH Y AiSIILHOCTI.
[IpoBenenHs aHai3zy opraHi3aliiHol CTPyKTYypH yIPaBIIiHHS.

Po3po0Onenns crerianbHOI MPOMO3UILT HAa TOBAPH, TTOCITYTH.

[IpoBeneHHsI MApKETUHTOBOTO JIOCII1IKEHHS.

OdopmiteHHs peKJIaMHOTO oroJionieHHs y porpami MS Publisher.

Odopmienns pekigamMHOro OaHepa Uisi po3MilleHHS B IHTepHeT y mporpami MS
Publisher.

10



Po3pobnenns Bi3uTku mignpueMcTsa B mporpami MS Publisher.
Po3po0nenHs aHkeTH monuTy Ha TOBap.

OdopmiteHHs TUCTA-TIPOTIO3HUIIIT Ha TOBAp.

Cxamanss mpodiTio KITIEHTA.

2. Bumozu 00 oceimnvozo, oceéimubo-Keanighikayiiinozo pienis, npogheciinoi
Keanighikauii ocio, axi Haguamumymaucsa 3a npogpecieto Aominicmpamop

2.1. ITpu BCcTyIi Ha HABYaHHS

[ToBHa 3aranpHa cepeHs OCBITA.

2.2. [licnst 3akiHYEHHS HAaBUYAHHS

IToBHa 3aranbHa cepenHsi OcBiTa, mpodeciitHa (mpodeciiiHO-TeXHIYHA) OCBITA,
HEIMOBHA BHINA OCBiTa (MOJIOAIIMH CIEMIaNICT), OCBITHhO-KBaTI(IKAIIHHUN PIBEHb
«KBaTi(h1KOBaHUM pOOITHUKY 3a TIpodeciero AIMIHICTpaATOP.

3. Tunoguit HasuanvHUIl N1AH RIO20MOBKU KEANIPIKOBAHUX POOIMHUKIE
[Ipodecis: 4222 AnminicTpaTop
[Ipodeciiina kBamidikamis: aIMiHICTPATOD
3arajapHui (HOHJI HABYAILHOTO Yacy — 892 ronuau

Bc
M . boe AJIM | AZIM| AZIM | AZIM | AZIM | AZIM | AZIM | AZIM | AZIM | AZTM
an | Hanpan niozomosxu A S V5 Cr2 | 13 |21 | 22| 23 | 3.0 | -32 | 41 | 42
UH
1 3?.FaHBHOHpO(I)eClHHa 105 | 105
IMIArOTOBKA
2. [lpodeciiino-Teopern | g 2022|217 |17 |17|17]|17]17]20
YHa MiAroTOBKA
3. [Mpodeciiino-npakmit | ¢ 5915979 |52 52526639/ 40] 66
Ha IiArOTOBKA
Kgamidikamiitna
4, 7
npoOHa pobota
5. |Koncynpramii 30
[epxaBHa
6. |kBamidikariiina 7
arecTaris
3arajgpHUN 00cAT
7. |HaBYAJIBHOTO Yacy 862 105 [ 79 [ 81 [ 101 [ 69 | 69 | 69 | 83 | 56 | 57 | 86
(6e3 n.11. 4, 5)
Ilpumimku

1. Ksamidikamiiina mnpoOHa poOOTa BHUKOHYETbCS 3a paxyHOK 4Yacy, BIJBEJACHOI0O Ha
npodeciiiHO-NPaKTHYHY MiATOTOBKY.
2. l'opuHu, BiJBE/ICHI HA KOHCYNbTAIlli, BpaXOBYIOTHCS B 3arajibHOMY (DOH/II HaBUaJIBHOTO Yacy.
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4. Tunoea npozpama 3 niocomoexu 3a npogheciero Aominicmpamop
(Bmicm npogpeciiinux Komnemenmunocmeit)

Ilo3naue Mpogeciini . - .
KOMIIETEHTHOC 3micT mpodeciiHUX KOMIIETEHTHOCTEH
HHSA 1
Monyabs — AJIIM-1 O6cayroByBaHHs BigBinyBauiB
AJIM-1.1 | O6cnyroByBanH | 3naTm: IpaBuia 1 METOAM OpraHizaiii Npolecy OOCITyrOBYBaHHS
s BIJIBiyBauiB BiJ[BilyBauiB; MpaBWiia OOCIyrOBYBaHHS BIABIAYyBa4diB Yy pIi3HHX
Ha ranys3sx; KyJIBTYpYy JII0BOTO MOBIICHHS; 0COOJIMBOCTI
MiAIPUEMCTBI, B | OQIlIHHO-ITIOBOTO CTHIIIO, €CTETUKY BEpOAJBHOTO CIUIKYBaHHS Ta
YCTaHOBI, TEXHIKY MOBJICHHS, 1HO3€MHY MOBY B MeEXaX pO3MOBHOIO Ta
opranizarii npodeciitHOro MiHIMyMy.
YMmiTH: opraHizoByBaTH OOCIIyrOBYBaHHS BiJIBiAyBadiB; 0hOpPMIIATH
HA/IXO/DKEHHS KOIUTIB 3a IOCIYTH y TOTIBKOBHH 1 O€3roTiBKOBHUI
croci0; 3abe3meuyBaTH  SKICTb 1 KYJIBTYpYy OOCIyrOBYBaHHS;
CTBOpIOBaTH KOM(OpPTHI yMOBH, KOHCYJBTYBAaTH BiJIBiqyBadiB 3
NUTaHb HAsBHUX [MOCIYT; MIATPUMYBaTH TMO3UTHUBHUM IMIIXK
HiANPUEMCTBA, YCTaHOBH, OpTraHi3allii; 3acTOCOBYBaTH JIJIOBUI
€TUKET Ta KYJIbTYpYy CHUIKYBaHHS, OOMpaTH TaKTUKY IOBEIIHKH,
3aCTOCOBYBAaTd (POPMYJIH MOBJICHHEBOTO €THKETY Ta IHO3EMHY MOBY y
CBOil mpodeciitHii MisUTbHOCTI; 3a0€3Me4yBaTi YUCTOTY 1 MOPSIOK Y
OPUMIIICHHAX 1 Ha MPWIENIHX 10 HUX TEPUTOPISLX; CTEKUTH 32
OHOBJICHHSIM Ta CTAHOM PEKJIaMHU
AJIM-1.2 | Bupimenns 3HaTH: TexHiKy 1 3acCO0M CHIJIKYBaHHs 3 BiIBiyBauaMu y Pi3HHX
BHUPOOHHYNX yMOBaX 1 CHTyallisiX; JUCTAHIIII 1 30HU CITUJIKYBaHHS aIMIiHICTpaTopa
npoGieM B 3 BiABiIyBauaMu, 3aco0M KOMYHIKalii; OCOOJMBOCTI KYJIBTYpHU
IpoLECi pOOOTH | iHO3EMHMX MAPTHEPIB; PpI3HOMAHITHI TEXHIKM CHUIKyBaHHA 3
i APHEMCTBA, NpeACTaBHUKAMHU IHIOMX KYyJBTYp; 1HO3EMHY MOBY B MeXax
YCTaHOBH, PO3MOBHOTO Ta MPOodeCiitHOrO MiHIMyMY.
opramizauii VYMmiTH: opraHi3oByBaTH [iIOBI 3yCTpiui, Hapaau, MEPEroBOPH,
300pu; 3abe3neuyBaTd ~ CTOPOHU HEOOXIMHMM  OONAJHAHHAM 1
JOKYMEHTaMH; BECTH KOJEKTHUBHI TEpPEroBOPM Ta BHPILIYBATH
PO30DKHOCTI; pO3IVISIIaTH TMPETEeH31i, MOB’sA3aHI 3 HE3aJ0BIILHUM
00CITyroByBaHHSIM BiJIBilyBayiB, BYKMBATH 3aXO/iB HIOA0 3ar00iraHHs
KOH(IIKTHUX CHTYyalliil; po3misgaTd IMPOMO3HWIii, 3asgBH Ta CKaprH
rpOMaJisiH; 3MA1MCHIOBATH KOHTPOJb 32 BHUKOHAHHSM IpalliBHUKAMH
BKa31BOK KEpIBHUIITBA MiANPHUEMCTBA; 3aCTOCOBYBAaTH 1HO3EMHY MOBY
JUIS. BUPIIICHHS] BAPOOHMYMX CHTYaIIiit
AJZIM-1.3 | Tudopmariiino-x 3HaTH: npaBwia NpHiioMy, mepenadi i 0OpoOku iHdopmarii s

OMIT IOTEpHE
3a0e3neueHHs
00CITyroByBaHHS

B1JIB1TyBayiB; npaBuja CKJIaJIaHHS Ta o opMIICHHS
JIOBiIKOBO-1H(hOpMaIliifHOT JOKyMEHTAIli] y Tporieci 00CIyrOByBaHHS;
crangaptai nporpamu Windows: Word, Excel, Access, cucremu
aBTOMAaTH30BAaHOTO JIOKYMEHTOOOITY.

YMITH: BUKOPHCTOBYBAaTH CKaHEPH, KOIIIOBAaJIbHO-PO3MHOKYBAIbHI
3aco0u 1 3aco0um BimoOpaxkeHHs iH(popMalii, MyIbTUMEiIHI
TEXHOJIOT1] 1 €JIEKTPOHHI KaTajoTu; KOPUCTYBATUCS 3HHILyBayaMu
JIOKYMEHTIB; 3/1IICHIOBAaTH MOIIYK iH(pOpMaLii B pi3HUX MOIIYKOBUX
cucteMax B Mepexi Internet; mpamroBaTH 3 €JIEKTPOHHOIO MOIITOIO:
BINPABIATH Ta OTPUMYBATU JIMCTH, TMepenaBaTH Qaiau  3a
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JIOTIOMOTOI0 ~ €JICKTPOHHOI ~ TIOIITH,; BHUKOPUCTOBYBAaTH CHUCTEMH
ABTOMAaTHU30BaHOTO JOKYMEHTOOOIry; BECTH NEPBUHHI JIOKYMEHTH Ta
3BITHICTH 32 jonomoror Excel

Monpyab — AIIM-2 Oprani3amisi JOKyMeHTAWiHHOT0 3a0e3neYeHHs] YIPaBJIiHHA HA

NiANPUEMCTBI, B YCTaHOBI, oprauizauii

AJIM-2.1 Cxnajganns ta 3HATH: npaBuIia CKIaJaHHs Ta 0OPMIICHHS KaJpPOBOi JOKYMEHTAIIT,
O(bopMHGHHfl npaBuja peaaryBaHHs CJIy)K6OBI/IX I[OKYMGHTiB, BUMOTU J10
KaJipoBO1 o(hopMIIECHHSI.

JIOKyMEHTaLLii YmiTu: cximagatd Ta 0GOPMISITH KaapoBY NOKYMEHTAIII0; BECTH
JNOKYMEHTAIII0 MpU MpHiloMi Ha poOOTYy, OOJIIKOBY JOKYMEHTAllilo,
KHUTH, KypHaIU OOJiKy; OopOpMISATH AOKYMEHTH Ha MPU3HAYCHHS
MarepiajabHOi JONOMOIH, MpPEeMii; CTHIICTUYHO OGOpPMIIIOBAaTU Ta
pearyBaTi CIIy»KOOBI JOKYMEHTH.

AJIM-2.2 | CkiagaHHs Ta 3Haru: IIpaBuia CKJIQIaHHS Ta odopMIIeHHS
odopmiieHHs JOB1IKOBO-1H(pOpMaIiiHOT JIOKYMEHTAIIi1; €TUKET IJIOBOrO
JOBIIKOBO-1H(GOP |nucTyBaHHs; iHO3EMHY MOBY B MEXax PO3MOBHOIO Ta MpodeciiiHoro
MariifHo1 MIHIMyMY.

JIOKyMEHTawi1 YmitH: CKJIaJaTH Ta odopmiaTr JIOKYMEHTAITIT0
JTOB1IKOBO-1H(OpMAITIHHOTO XapaKkTepy 3 JTOTPUMAaHHSIM
CTHJIICTUYHHX Ta CHHTAKCUYHUX OCOOIMBOCTEH O(OpMIICHHS
JIJOBUX TarepiB: JTOBIIKH, JOMOBITHI Ta TMOSICHIOBAJIbHI 3aIllMCKH,
CIIy’)kOOBi JMCTH, TPOTOKOIH, aKTH, Telerpamu, TeiaedoHOrpamu,
(dakcu, BiATyKH, TUIAaHH POOOTH, 3BITH, JIOMOBIJI, 3aCTOCOBYBATH
MMCEMHI HABUYKH Ta BMIHHS JUIsi O)OPMIICHHS JUTOBOI JOKYMEHTAIIi1
1HO3€MHOI0 MOBOIO

AIM-2.3 |CknaganHsata  |3HATH: npaBuia CKJIaJIaHHsI Ta ohopMIIeHHS
oopmieHHs Oprasi3aliiHO-pO3NOPsAYO0i TOKYMEHTALl].

OpraHi3auiiHo-p |YmiTm: ckmazati Ta oQOPMISTH  OpraHi3amifHO-pO3HOPSIIY

0310psAIO1 JOKYMEHTAIIl0 3 JOTPUMAHHAM CTHJICTHYHHX Ta CHUHTAKCUYHUX

JIOKyMeHTaLLii ocoOnuBocTedt opopmIIeHHS AUTOBUX MarepiB: MOJIOKEHHS, CTaTyTH,
NpaBHJIa, IHCTPYKITi, PO3MOPSKCHHS, BKa31BKH

Monyabs — AJIM-3 IlnanyBaHHs Ta opradizainiss po00TH 3 IEPCOHATIOM

AJIM-3.1 | Kazaposa 3HATH: €IUHY JEpXKaBHY KaJIpOBY IMOJITHKY, MpaBuia poOOTH 3
THOJIITHKA KaJ[paMu; OCHOBH T1JJ00PY Ta BUKOPUCTAHHS KaJIPiB.

MiJIPUEMCTBA, | VmiTh: mig6upaTd Kajpyu Ha BakaHTHI Micld, (QOpMyBaTH pe3eps
yYCTaHOBH, MpaliBHUKIB, TOTyBaTH HaKa3W 3 TUTaHb 3A0XOYCHHS Ta
oprasizarii JUCIUIUTIHAPHOTO CTATHEHHS; BECTH O0JIIK MEPCOHATY

AJIM-3.2 | YopaBniHHS 3HATH: OCHOBH YIIPABJIiHHS JIFOICBKUMHU PECYpPCaMH 1 IEPCOHAIOM.

MIePCOHATIOM Ha
MiITPUEMCTBI, B
YCTaHOBI,
oprasizarii

YMmiTH: npuiiMaTy ynpaBliHCHKI PilIEHHS Ta KPUTUYHO aHAi3yBaTu
iX; CKJamaTu TIOBrOCTPOKOBI, MEPCIEKTHBHI 1 MOTOYHI IUIaHU POOOTH
3 TIepCOHAJOM; aHali3yBaTW IUIMHHICTh KaJpiB; JA1arHOCTYBaTH
€MOLIIfHI CTaHM B YMOBaxX TpPYIOBOi MAiISUIBHOCTI; JAOCIIIKYBaTu
3aJI0BOJICHHsSI POOOTOIO0 B TPYIOBUX KOJEKTHBAX Ta iX 3HAUEHHS JJIs
(GhOopMyBaHHSI ONTHUMAIBHOTO TICUXOJIOTIYHOTO pPIBHS; OOJIIKOBYBAaTH
BUKOHAHHS pOOIT Ta HaJaHHSA MOCIYT; PO3NOAUIATH poOOYMiA yac
(TaltM-MEHEHKMEHT)

Monayab — AJIM-4 MapkeTHHIoBa JisyIbHICTh MiANPUEMCTBA, YCTAHOBH, OpPraHizanii

AJIM-4.1

3acToCyBaHHS
OCHOB
MapKETUHIY Ha

3HATH: OCHOBHI TIOHSTTS Ta NPOIEC YNPaBIiHHI MapKETHHTOM;
MapKeTHHIOBI CTpaTerii, CTajii >KUTTEBOTO IIUKIIY TOBAPiB Ta MOCIYT,
IIIHOBI cTparerii 30yTy.

Ymitu: 3mificHioBaTH 30ip Ta CHCTEMaTH3allil0 TMEpPBUHHOI Ta
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IPUEMCTBI, B
YCTaHOBI,
oprasizarii

BTOPMHHOI MapKeTHHIOBOi iH(opMarlii; HajaBaTH KOHCYJbTawlii 3
NUTaHb HASBHUX TIOCIYT Ta AaCOPTUMEHTY;, pO3pOOJsITH HOBI
OPOMO3ULIT JUIsI TOKpAIIEHHS MPOJAaXiB; 31IHCHIOBATH KOHTPOIb 3a
BUKOHAHHSM TpaIliBHUKaMHU BKa31BOK KEPIBHUIITBA TiANPHUEMCTBA,
TPYAOBOI Ta BHUPOOHMYOI AMCUUIUIIHU, TPABWJI Ta HOPM OXOpPOHHU
mparli, MOXEeKHOI O€3MeKH, BUMOT BHPOOHWUYOI caHiTapii Ta TIrieHU
mpaii;  KOHTPOJIOBAaTH  CBOEYaCHE  BUKOHAHHS  JOTOBIPHHUX

AJIM-4.2 Opranizartis
MapKETUHIOBOL
KOMIIaHi1

3000B’s13aHb; BECTH OIIEPATUBHY 3BITHICTH 100 POOOTH

3HaTH: TpaBuUia BHUTOTOBJIEHHS pEKJIaMH 13 3aCTOCYBaHHSIM
(GIpMOBOTO CTHIJIFO Ta HOTO CKJIAJIOBUX, BUAM PEKIAMU; aHAi3yBaTh
MOBY 1 CTHJIb pEKJIaMH, PrOHOMIKY POOOYOT0o MiCIIsl.

YMiTH: BHTOTOBJIATH KOMIT IOTEPHY, CYBCHIpHY Ta IiHINI BHUIU
pekIamMHOi TMPOAYKII 3a JIONOMOTOK TEKCTOBHX PEIAKTOPIB,
CorelDraw, Publisher, Power Point; BHroToBiIsTH JIpyKOBaHY
peknamy: OykieTd, KajJeHaapi, TMPOCIEKTH, MakKeTu OaHepiB,
IUIaHYyBaTU Ta OQOPMIISITH CIY>KOOBI NMPUMIIICHHS, BITPUHHU, 30HH
00CJIYrOBYBaHHS BiJIBIIyBayiB

5. IlepeJtik OCHOBHHUX 32C00iB HABYAHHSA
IIpodeciiina kBaaibikalis: aaMiHICTPATOP

No Kinekicts Ha 15 0ci0
- HajimenyBaHHS JUTSL THT. Ipum
3/m U1 TPyIIA
KOPHCT.
O01agHAHHSA

1. Bineokamepa 1

2. | Kampkynsropu 15

3. | Komm’torepu 15

4. MyNbTUMEIIHHIN TPOEKTOD 1

5. | Ckanep 1

6. | Tenedon 1

7. Beb-kamepa 1

8. | dakcuminbHUN anapaT 1

9. | IlpuaTep 4

10 | KomiroBanbHwmii arapar 1

11 | 3aumyBay JOKYMEHTIB 1

12 | Monem 1

Crapumii agMmiHicTpaTop: HENOBHa BUIA OCBITA (MOJOMIIMN CHEIIAICT) 1
cTax poboTu 3a npodeciero aaMmiHicTpaTopa He MeHIe | poky abo moBHA 3arajibHa
cepenHs OCBITa Ta MNpPOQeciMHO-TEXHIYHA OCBITa 1 CTaX poOOTH 3a mpodeciero
aJMIHICTpaTopa — He MEHIIIE 2 POKIB.

3ayBakKeHHS Ta MPOMO3HIIi IOI0 3MICTY CTaHIAPTY NpodeciitHoi (podeciitHO-TEXHIUHOT) OCBITH 3
npodecii Anminictparop Haacunatu 3a aapecoro:03035, m. Kuis, Byn. Murpononura Bacuns
JIumnkiBcbkoro, 36, [HcTUTYT MOzepHi3amii 3MicTy ocBiTH MiHicTepCcTBa OCBITH 1 HayKn YKpaiHu.

Tenedon: (044)248-91-16.
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