JAEJOIMPOU3BOJACTBO

Haumenosaunue
OUCTUATUINHEI

Jlenonpon3BoaCTBO

Conepxanue TUCUUILUIMHBI

Jlenonpous3BOJACTBO B COBPEMEHHBIX YCIIOBUSX.
[lonaTne nemompousBojacTBa. JleI0NMpPOU3BOACTBO:
OCHOBHBIE TIOHATHS, onpeneneHus. CocTaBHbIE
gacTh Jenomnpous3BoiacTBa. Mcrtopus pasButus
JeJI0Npon3BoJIcTBa Ha 3eMisix benapycu. Cmyx0a
JOKYMEHTAllUOHHOTO  00eCHeueHusl  yNpaBJICHUS
JOKYMEHTHPOBaHHE U JJOKYMEHTOOOOPOT, €€ Leb,
3amaud, (QYHKOUA ©  CTpyKTypa. PasBurtume
uH(popmannonHoro obmectsa B Pb. Cucremsl
3JIEKTPOHHOTO  JIOKyMeHTooOopora.  Crparerus
pa3BuTHs ~ WHGOPMAIMOHHOTO  OOIECTBa B
bemapycu.  JIokyMeHT B  JI€JIIOIPOU3BOICTBE.
Knaccudukanus JOKYMEHTOB. PexBu3UTHI
NOKyMeHTOB. TpeOoBaHMS K TEKCTaM JIOKYMEHTOB.
OpraHu3aioHHO-PACIOPAIUTEIbHBIE JJOKYMEHTHI.
[IpaBuna cocraBiaeHus u OQOpPMIIEHHUS YCTaBa,
HOJIOKEHUs, WMHCTPYKLUUHU, NPaBUI BHYTPEHHEIO
TPYAOBOTO pacmopsiika, IpHKa3a IO OCHOBHOU
NeSITENFHOCTH, pacmopsbKeHus, yKa3aHus,
IIOCTAaHOBJICHMUS, pereHus. CripaBo4HoO-
UH(GOpPMAIMOHHBIE JOKYMEHTBI: HOHSATHE, TPYIIIH,
BUABL. JJOKyMEHTBI TIO INYHOMY COCTaBY W JIMYHBIC
JOKYMEHTBHI. Jlnanoe bi (S (o1 JOKYMEHTHI,
BKJIIOYa€Mble TMpPU 3aBEIACHUU JIMYHOTO JIelia.
Pabora ¢ oOpamenusmu rpaxaad. OnepaTHBHOE
XpaHEHHEe ¥  WCIOJNb30BaHWE  JIOKYMEHTOB.
Cucremarusanus. [ToHaTne HOMEHKIATyphl €1, €
BUABl W NOpuHIUNBl  noctpoeHus. I[lopsmox
COCTaBJICHUS, TOJMHCAHUS, COTJIACOBAHUSA U
YTBEPXKJIEHUS HOMEHKJIATyphl Jel. XpaHEHue
JIOKYMEHTOB.

dopmMupyeMble
KOMIIETCHIIUU

dopMHUpOBaHUE TMPECTaBICHUSI 00 O(UIIMATHHBIX
JIOKYMEHTaxX U UX BUJIaX; BRIPaOOTKAa YMEHUS BECTH
CIyeOHYI0  TEPeNucKy, pa3BUTHE  HABBIKOB
MOATOTOBKH JIOKYMEHTAlluM C HCIOJIb30BaHUEM
XapaKTEePHBIX S3BIKOBBIX CPEJCTB MHUCHMEHHOU
JIEJIOBOM PEYH.

Pe3ynbTaThl 00yueHHUs
(3HaTh, yMETh, UMETH
HaBBIK)

3HaTB: BUIBI JIOKYMEHTOB, OOCCIICUHMBAIOIINX
YIPaBIEHYECKYIO NeSTEIbHOCTD; npaBuiia
opopMIIeHHS] JIOKYMEHTOB; SI3BbIKOBBIE CpEJCTBA
MUCbMEHHOM JI€JI0BOI pe4Yu; OCHOBHBIE MPUHLIHUIIBI
OpraHu3aIuu JeJIONPOU3BOJICTBA B OpraHU3AIlNY;
Ymern: MOJIb30BaTHCS HOPMaTHUBHBIMU
JOKYMEHTaMH; COCTaBISITb M KOPPEKTUPOBATH
JOKYMEHTBI; BECTH  CIIyXKEOHYIO  TIEpEIUCKY;
UCIIOJIb30BaTh B NMPO(eCcCHOHANBHON JEATENbHOCTH
AJIEKTPOHHBIE MH(OPMAIIOHHBIE PECYPCHI;




Baagers:  mpaBwiamu MTICHMEHHOTO
ohopMJICHHS ACIOBBIX OyMar.

CemecTtp 00yueHwus,
CHENHMaIbHOCTh

1, CHEIHAILHOCTh 1-88 01 01 «Pwu3uueckas
KyJbTypa (110 HalpaBJIECHUSIM )»;

1-88 01 02 «O3popoBuTenbHas HW  aJaNTUBHAs
bu3nvecKkas KyJabTypa (M0 HalpaBICHUIM)»;

1-88 01 03 «®Dusnueckas peaOunuTanus U
sprorepanus (1o HaIpaBICHUSIM )»;

1-88 02 01 «CnoptuBHO-TIeIaroruyeckas
NESTENBHOCT (110 HATIPABIICHUSM )»;

1-89 02 01 «CriopTUBHO-TYpPHUCTCKasl JAESATEIBHOCTh
(O HampaBJICHUSIM)»

[IpepexkBU3UTHI

[Tonumanue CYILITHOCTH JIOKYMEHTO000pOTa,
bopMUPYIOTCST yYMEHUST W HaBBIKH  CO3JaHUS
HanboJiee pacpoCTpaHEHHBIX BUJOB JOKYMEHTOB B
COOTBETCTBUU C TmpoduiieM npodeccuoHaTbHON
JESITEIIBHOCTH.

OcBauBas y4eOHYyI0 JUCLUIUINHY
«Jlenonpou3BoACTBO»,  CTYACHTHl  MPUMEHSIOT
3HaHMS, TIOJyYEHHbIE B TpOLECCe H3yUYeHUs
yueOHOU  gucuurinHbl  «benopycckuii  A3bIK
(mpodeccroHanibHAs JICGKCHUKA)Y.

TpyoeMKOCTb B 3a4ETHBIX
€IMHULIAaX

3

KonuuectBo AYAUTOPHBIX
qaCoB

OO0miee KOIMYECTBO YacOB, OTBEACHHOE Ha
H3ydeHrue y4eOHOU TUCIUTIIUHEL, — 90.
Pacnpenenenue yueOnoro Bpemenu (34 waca) mis
CTYJIEHTOB JTHEBHOMN (hopMBI MOy YEHUS
oOpa3oBaHus: JIEKIMU — 18 4acoB, MpaKkTUYECKUE
3aHsTHs — 16 yacoB (4-i Kypc).

Pacnpenenenue aynutopnoro Bpemenu (10 wacos)
JUIsL  CTYJEHTOB 3a04HOM  (OpMBI  MOJy4YEHUs
oOpa3oBaHus: JEeKIMH — 4 yaca, MPaKTHYECKUE
3aHsATUsA — 6 yacoB (5-i Kypc).

TpeboBaHus K TEKYyIIEH U
MIPOMEKYTOYHOU
aTTecTaluu

[IpomexxyTouyHas arrectanusi MPOBOAUTCS HE MEHEE
onHoro pasza B cemectp. OCHOBHbIMU (opmamu
IIPOBEACHUS IIPOMEKYTOYHOU aTTeCTaluuu
SBISIIOTCS:  BbImoystHeHWe  YCP,  BeImomHenwme
MUCbMEHHBIX OTYETOB, BBINOJIHEHUE MPAKTUYECKUX
YIIPa)KHEHUU.

[Ipn oneHke 3HAHUM CTYJAEHTOB OTMETKaMH B
Oaax mo AecsATHOAUIbHOM IIKajle YYUTHIBAIOTCS
OLICHKU PE3YJIbTaTOB IPOMEKYTOYHOW aTTEeCTalUuU
CTYJCHTOB.

[To10XUTENBbHBIMU SIBISIIOTCS OTMETKU HE HIDKE 4
(uetbipéx) OammoB. Otmetku 1 (oauwH), 2 (1nBa), 3
(TpM) SIBISIFOTCS HEYIOBIETBOPUTEIBHBIMU.
Pesynprarsl MIPOMEKYTOUYHON aTrTecTanuu
CTyleHTOB B  ¢opMe 3auéTa  OLIEHHUBAIOTCS
OTMETKAMU «324YTEHOY, «He 3a4TEHO.




[TonoXuTEeNbHON SBIIIETCS OTMETKA «3aYTEHOM,
OTMETKA «HE 3a4TECHO» SIBJISIETCS
HEYOBJIETBOPUTEIILHOM.

@opMBI IPOMEKYTOYHOU aTTECTALUA CTYACHTOB —
3auétel (1-#, 3-i cemecTpsl), SKk3aMeHbl (2-i, 4-i
CEMECTPHI)




.| Name of the discipline

Office work

Contents of the discipline

Office work in modern conditions. The concept of
office work. Office work: basic concepts,
definitions. Components of office work. History of
the development of office work on the lands of
Belarus. Documentation support service for
document management and document flow, its
purpose, tasks, functions and  structure.
Development of the information society in the
Republic of Belarus. Electronic document
management systems. Strategy for the development
of the information society in Belarus. Document in
office work. Classification of documents. Document
details. Requirements for document texts.
Organizational and administrative documents. Rules
for the preparation and execution of the charter,
regulations, instructions, internal labor regulations,
orders for core activities, orders, instructions,
resolutions, decisions. Reference and information
documents: concept, groups, types. Documents on
personnel and personal documents. Personal file:
documents included when opening a personal file.
Working with citizens' appeals. Prompt storage and
use of documents. Systematization. The concept of
the nomenclature of cases, its types and principles
of construction. The procedure for drawing up,
signing, agreeing and approving the list of cases.
Document storage.

Competencies being
developed

Forming an idea about official documents and their
types; developing the ability to conduct official
correspondence, developing skills in preparing
documentation using the characteristic language
means of written business speech.

Learning outcomes
(to know, to be able to,
to have skills)

Know: types of documents supporting management
activities; rules for document preparation; linguistic
means of written business speech; basic principles
of organizing office work in an organization; Be
able to: use regulatory documents; draw up and
correct documents; conduct official correspondence;
use electronic information resources in professional
activities; Know: the rules of written execution of
business papers.

Semester of study,
specialty

1, specialty 1-88 01 01 “Physical education (in
areas)”; 1-88 01 02 “Health-improving and adaptive
physical culture (in areas)”; 1-88 01 03 “Physical
rehabilitation and occupational therapy (in areas)”;
1-88 02 01 “Sports and pedagogical activities (in
areas)”; 1-89 02 01 “Sports and tourism activities
(by directions)”




Prerequisites

Understanding the essence of document flow, skills
and abilities to create the most common types of
documents are formed in accordance with the
profile of professional activity. Mastering the
academic discipline “Office Management”, students
apply the knowledge acquired in the process of
studying the academic discipline “Belarusian
Language (Professional Vocabulary)”.

Labor intensity in credit
units

3

Number of classroom hours

The total number of hours allocated for studying the
academic discipline is 90. Distribution of study time
(34 hours) for full-time students: lectures - 18
hours, practical classes - 16 hours (4th year).
Distribution of classroom time (10 hours) for part-
time students: lectures - 4 hours, practical classes -
6 hours (5th year).

Requirements for current
and midterm certification

Interim certification is carried out at least once a
semester. The main forms of intermediate
certification are: performing the SRM, completing
written reports, and performing practical exercises.
When assessing students' knowledge with marks on
a ten-point scale, the assessments of the results of
the intermediate certification of students are taken
into account. Marks of at least 4 (four) points are
positive. Marks 1 (one), 2 (two), 3 (three) are
unsatisfactory. The results of the intermediate
certification of students in the form of a test are
assessed with the marks “passed” and “fail”. The
mark “passed” is positive; the mark “failed” is
unsatisfactory. Forms of intermediate certification
of students - tests (1st, 3rd semesters), exams (2nd,
4th semesters)




