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OJabra JHroBaToBa
500 coBeTOB cekpeTapio

BBenenne

Cekperapb — IEPBBIN, C KEM BCTPEYAETCS IIOCETUTEIND, IPUXOIA B (pUpMy, YUpeKIEHUE, Opra-
HU3auo, npeanpustie. OH Kak Obl ipeacTasiseT pupmy. Yepes Hero uzeT nprem rnoceTuresei u
Be/lyTCs TeseoHHbIe eperoBopsl. IMEHHO M03TOMY ceKpeTapb JOIKEH OYEHb XOPOIIO 3HaTh CBOIO
(upmy, ee UCTOPHIO: KOTJa OHa CO3/JaHa, MEeHslIa JI Ha3BaHUe, YeM OHA 3aHUMAeTCsl, U3MEHsLICS JIU
ee Mpouiib, KAKOBA €€ CTPYKTYpa CErOAHs.

Kpome ucropun, cekperapb (cekpeTrapb-pedepeHT) JoIKeH XOPOLIO 3HaTh BCE HAIIPABJICHHUS
AeATeNbHOCTU (PUPMBI, KAKME BUIBI paOOT OHA BBITIONHSIET, KAKKE YCIYTH MPEAOCTABIISIET U COOTBET-
CTBEHHO KaKKe CTPYKTYpHbIe o pa3/iesieHus (paOOTHUKM) BBINOIHSIOT KOHKpeTHble (hyHKIMH. Ecm
BbI TOJILKO TIOCTYIIMJIM Ha pa0OTy, MOCBATUTE UIMEHHO TOMY BOIPOCY IEpBbIE AHU, TaK KaK CEKpe-
Tapb — CBA3YIOLIEE 3BEHO KaK MEXIy PYKOBOACTBOM M MOCETUTENSIMH, TaK U MEXJy paOOTHUKAMU
¢upmbl. IMEHHO cekpeTaphb J0KEH HAllpaBUTh IMOCETUTENSI B COOTBETCTBYIOIIMI OT/IEN, K padoT-
HUKY, 3aHUMAIOILEMYCS] THTEPECYIOLIMMH ITOCETUTES BOoITpocaMy. OH ke COeInHAET O3BOHUBILETO
no TesiepoHy ¢ HyKHBIM eMy paOoTHHUKOM. HakoHer, pa3Oupasi mony4eHHYI0 KOppPEeCIOHICHIMIO,
CEeKpeTaphb ONpENEIIsET IyTH €€ JaJIbHEUIIErO JBMKEHNS — KOMY €€ HaJo nepenars. CiieqoBaTeNnbHo,
OIlpeiesisisl HallpaBJIeHUs JIBKEHUS JIOKYMEHTOB, IOCETUTENEH, TeJae(pOHHBIX 3BOHKOB, CEKPETaphb
(cekperapb-pedepeHT) 10keH Oe3yIpevHo 3HaTh CTPYKTYPY (PUpPMBI, Bce HalpaBJIeHUs ee AesTeNb-
HOCTH U pacrpefesieHue 00s3aHHOCTEN MexX 1y paOOTHUKaMU, OCOOEHHO PYKOBOASIILIM COCTABOM.

Cekperappb (cekperapb-pedepeHT) 0COOEHHO HeOObIION (prpMbl 0053aH 3HATH BCEX JOJTK-
HOCTHBIX JIUI] HE TOJIBKO MO (haMUJIMHU, HO U 110 UMEHHU U OTYECTBY.

OCHOBHBIM OpraHM3aLMOHHO-TIPABOBBIM JIOKYMEHTOM CeKpeTapsi (cekperaps-pedepeHra)
SIBJISIETCS AOJKHOCTHASI MHCTPYKIMSI, HA KOTOPYIO OH ONMHMpaercsi B cBoeld padore. B mHcTpyKImm
onpereseHbl MECTO CEeKpeTaps B CTPYKType YIpaBJeHHs, ero MOJUYUHEHHOCTb, (PYHKIIMU U 00s-
3aHHOCTH, I1PaBa, OTBETCTBEHHOCTb. Bech Kpyr 00sA3aHHOCTEN, KOTOPBIM 3alMCcaH B JOKHOCTHOM
MHCTPYKLIMH, CEKpeTapb 00s3aH BHIONHATH MOJHOCTBI0. HO OYeHb 4acTo AOKHOCTHBIX MHCTPYK-
uuii B (pupme ente Het. Toraa HEOOXOAMMO caMOMY TIIATEIBHO pa3padoTaTh ITOT JOKYMEHT, [IOMHS,
YTO UMEHHO Ha JIOJKHOCTHYI0 MHCTPYKIIMIO CEKPETapb OMHUPAETCS B CBOMX B3aMMOOTHOLIEHUSX C
COTpYAHUKaMHU. J[JOJKHOCTHAs MHCTPYKLIMS IOMOXET BaM TaKke OrpauTh cedst OT BHITIOIHEHHS He
CBOVICTBEHHBIX CEKPETAPIO0 (DYHKIIMIA.

YcnoBHO paboTy JI0O0TO ceKpeTapsi MOKHO Pa3eNUTh Ha JJBE YacCTH:

1) pabora ¢ jokymeHTamMu (MH(POPMAITMOHHO-IOKYMEHTAIIMOHHOE 0OCITy)KUBAHUE);

2) paboTa opraHM3alMOHHasI (B IUTEpaType OOBIYHO Ha3bIBaeMast O€310KyMEHTHBIM 00CITyKH-
BaHMeM). K sTomy Buy 1esiTeIbHOCTH OOBIYHO OTHOCAT OpraHM3alvio COBEIIaHUH, prUeMa MoCeTH-
TeJel, TeJepOHHBIX NEPEroBOPOB, KOMaHAUPOBOK U T. JI.

C nepBoro AHs HaIO CTPEMUTHCS JTIOOYIO MOPYUYEHHYIO paboTy BBINTOMHSATH HAMIIYYIIMM 00pa-
30M. [Iy1s1 TOro 4TOOBI 3HATh, KaK €€ BHIIOJHUTh U KakKue TpeOOBaHMs K Hel MPeIbsBISIOTCS, HaJJ0
umeTb ['OCTH 1 HOPMAaTHBHO-METOAMYECKHE TOKYMEHTHI IO JIEJIONPOM3BOICTBY, pa3paboTaHHbIE
denepanpHOl apXuBHOI ciy:x00i Poccun. B HUX crieyeT MOCTOSHHO MOIVIA/IBIBATh, KOIJa Bbl HE
YBEPEHBI B TOYHOCTHU BallIMX 3HAHUM.

Kak BugnO 13 camoro HazBanusi 'OCT, B HeM orpeziesieH Bech MOpsiIoK 0hOpMIIEHHSI CITyKeO-
HBIX JIOKYMEHTOB M €ro TpeOOBaHusl, CEKpeTapb HE TOJIBKO caM JOJKEH CTPOro CoOMoaTh, HO U He
JOIYCKATh OTIPABKY U3 (PUPMBI TIOKYMEHTOB, BBIIIOJIHEHHBIX C HAPYIIEHUEM 3TOTO CTaHaapra. DTOT
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CTaHJApT BCer/a JOKeH ObITh Y BaC HA BUIY, TIOKA Bbl HE BEIyUMTE BCe TpeOOBaHMS K O(hOPMIICHHUIO
KaXJJOro peKBU3UTA.

CekpeTapb yrnopsiIouMBaeT Bech HAMPSKEHHBIA Pa0OYMil IeHb PYKOBOAUTE S, KOPPEKTUPYET
TUIaHbI, HATIOMUHAET O BaXHBIX BCTpPEYax, HEOOXOMUMBIX 3BOHKAX, COOBITHSX, COCTABISIET Irpaduk
MOCEIeH, MEPONPUSATHIA U TTpUeMa TOCETUTENIeH, 3alUIIaeT U OXpaHseT PyKOBOIUTENS OT HeXe-
JIaTeTbHbIX, HA30MIMBBIX, OTHUMAIOIIMX HAIPACHO BPeMsl TIOCETUTEIe, KOTOPHIMA MOTYT ObITh HeE
TOJIBKO KJIMEHTBI, HO ¥ COTPYIHUKH (prpMbl. OueHb Ba)KHO CAMOMY CEKPETapIo He CTaTh TAKUM 3aHY/I-
JIMBBIM M HAJIOE/IJIMBBIM CYOBEKTOM JIJIsl CBOETO Iieha, He pa3Apakarh ero, He OTBJIEKaTh MO MyCTsI-
kaM. [ToaToMy rcuxosoruueckasi COBMECTUMOCTb HAYaJIbHUKA U CEKpeTapsi — OAUH U3 CaMbIX BakK-
HBIX aCMEKTOB YCIIEITHOTO COTPYAHNYECTBA.

[TyTh K IpodpeccuoHan3My TpyaeH, U, AJIs1 TOrO YTOObI CTaTh MPOpECCHOHAIOM, HaI0 TOCTO-
SIHHO YUYMThCS U paboTaTh HaJl COOOM, CBOUM UMUIKeM. B 3TO KHUTe MBI IIOCTapaeMcsl paCCMOTPETh
OCHOBHBIE HaITpaBJIeHUsI paOOTHI TaKOW MHOTOTpaHHOMU Mpodeccuu, Kak cekpetapb. Hameemest, 4to
COBETBI, KOTOpPBIE Bbl BCTPETUTE HA CTPAHUIIAX JAHHON KHUTH, TIOMOTYT BaM B padoTe U B OOIIEHUN
C JIIOIbMU.
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Cekperapckoe 1eJi0, KpaTKasi HCTOPUYECKAasl CIPABKa

3abynem Ha Bpems o ['enepanbHoM cekperape OOH, MHOTOUMCIIEHHBIX HAYUHBIX CEKpeTapsix
BBICOKOUTUMBIX aKa/IeMUi, UHbIX OOMTATEJsIX BEPXHUX ITaXEH BIACTH, IMEHYEMBIX CEKpeTapsiMHU.
310 U3 Apyro obnactu. Peus moizer 06 yupexaeHHoMm B 1720 r. [erpom IlepBeiM «umHe cek-
perapckom». CorlacHO NpUHATOMY LiapeM-pedopmaropom ['eHepaabHOMY perjiaMeHTy, MOJ0KUB-
IIEMY HayaJlo POCCUICKOMY JEJIONPOM3BOAICTBY, TaK Ha3bIBAJICS YMHOBHUK, HA KOTOPOT'O BO3JIarajcs
HIMPOKUI KpYyT 00s13aHHOCTEH B chepe, €cii UCTI0NIb30BATh COBPEMEHHYI0 TEPMUHOJIOTUIO, IOKYMEH-
TaIMOHHOTO obecriedeHrsl yrpanieHus. OOIeueHHbI HeMaJIbiM JIOBEpHEM, CBOW JIONT OH JOJDKEH
ObLJT BBIIOJIHATD 0€3 «IPOBOJIOYEK U HEYETKOCTH B Jesax». CeroqHs «CeKpeTapcKuil YNH» B Halller
CTpaHe MepeXUBAET BTOPOE POXKJIEHUE. DTO MPOJAUKTOBAHO BXOKJICHUEM POCCUICKON SKOHOMUKHU B
PBIHOUHBIEC OTHOIIEHHS ¥ TIOBCEMECTHBIM HCIIONB30BAaHUEM B OM3HECE BBHICOKMX TeXHOmorui. Joms
OTBETCTBEHHOCTH CEKPETAPCKOrO paOOTHUKA B HOBBIX YCIIOBUSIX 3HAYMTEIHHO BO3POCIIA, TOBBICKIIACH
IUIAaHKA €ro 3HAYMMOCTH B IOBCEIHEBHOM AeATebHOCTU (pupMbl. OT ero npogeccMoHa bHON Moj-
TOTOBKM, OIBITA, OTHOIIEHUS K ey BO MHOIOM 3aBHCAT yCIIEX KOMIIAHUM, COCTOSIHUE TICUXOJIOTHU-
YEeCKOro Kjmmara B Koiiektuse. K coxanenuio, ne-(pakto ciy:keOHbIN cTaTyc cekperapsi BO MHO-
T'MX POCCUICKMX (bUpMax He COOTBETCTBYET BO3pOCIIEMY OObEMY BHINOIHsIeMOW padoThl. Ero posp,
MPaBOBOE Y MaTepHAIbHOE TOJIOKEHNE HEeOIPaBIaHHO MpUHIKeHbl. CIUIONIb U PSIIOM HAOMOoAeTCst
HEa/IeKBaTHOE OTHOIIICHNE K CEKPETAPCKOMY paOOTHHKY CO CTOPOHBI PYKOBOJIUTENEH, paccMaTpHBa-
IOLIMX 3Ty JOJKHOCTb Yepes3 MPU3My yCTapeBIIMX cTepeoTHroB. CKa3biBaeTcs HEJOOIEHKA 3HAuu-
MOCTH CEKpeTapsi ¥ ero MecTa B 00IIeM ITPOU3BOACTBEHHOM IPOIIECCe B YCIOBHUSIX PIHKA, CBOOOIHON
KOHKYpEeHLMH. B oTiinuue oT pa3BUTHIX KaUTAIMCTUYECKUX CTPaH 00s3aHHOCTH U ITpaBa CeKpeTap-
CKOro pabOTHHKA, KOTOPOrO MHOTAA UMEHYIOT CeKpeTapeM-pedhepeHTOM JIM00 opuc-MeHeIKepOoM,
IO CYILIECTBY IO Cel JIeHb YeTKO He ouepyeHbl. CaM CeKpeTapcKMil 1eX OCTAeTCsl pa3pO3HEHHBIM.
Cekpetapy He 00bEAMHEHBI B TPOpECCHOHAIBHOM I1J1aHe. OHU He UMEIOT OOIIEHALIMOHAIbHBIX Opra-
HU3AIHi, ¢ KOTOPHIMU Obl CYMTAJIMCH BJIACTD NpEAepKalie U padOTOAATENN U KOTOpble ObLIH Obl
TOTOBBI 3ALIUTUTh UX UHTEPECHI, 3a00THIIMCh 00 X MPOpECCHOHATIBHOM 00pa30BaHUH, KapbepHOM
pocre.

AMepHKaHIpBI CYUTAIOT, YTO B OCHOBE YKPEIUIEHUS JI0JKHOCTHOTO MOJIOKEHU S, €r0 YCIIeITHOM
PabOTHI JIEKUT CUHTE3 JBYX Ka4eCTB: UCTIOJTHUTEIbHOCTH M MHULIMATUBbL. HaurHaeTcs myThb K JOCTH-
’KEHUIO BEPIINH KapbepHOrO pPOCTa U MOJMy4YeHHs 0a30BOro oOpa3oBaHMs JOCTOMHOTO ypoBHs. B
COBPEMEHHBII BEK JEKTPOHUKH CIoJja B 0053aTEJILHOM TMOPSIKE BXOAAT OCBOSHHE OCHOB MH(OpMa-
LIMOHHBIX TEXHOJIOTUI1, yIIPaBJIEHHS M SKOHOMUKH, TIPaBa, JeJI0BOM 3TUKHU, UHOCTPAHHBIX s13bIKOB. Ho
TMIOJIHOLICHHBIM CEKPETapeM MOKHO CTaTh TOJIBKO IPU YCIOBUM HAKOILJIEHUS ONPEEIEHHOTO OIbITa
U cTaxa paboThl.

Uro kacaercs IOMKHOCTH CEKpeTapsl B Halllel CTpaHe Ha COBPEMEHHOM 3Tane, To B Kanudu-
Kal[IOHHOM CITPaBOYHHUKE JIOJKHOCTEN PyKOBOAMTENIEH, CIIELMAINCTOB U APYTUX CIyKallUX, YTBEp-
’KJJEHHOM TIOCTaHOBJIeHMeM MUHUCTepCTBa Tpy/a ¥ cOLMalIbHOTO pa3BuThs Poccuiickoil @enepanun
21 aprycra 1998 r. Ne 37 (c ganbHeHIIMMU JOOABIEHUSMU U U3MEHEHUIMU ), OHA JTAeTCS C JIOTIOTHe-
HUSMM: CeKpeTapb-CTeHOrparcTKa, CeKpeTapb-MalllMHUCTKA, CEKPETaph HE3psUero CrelyaiucTa,
CeKpeTapb PyKOBOIUTEIIS], YUEHBII CEKpeTaph. Y:Ke MepevrcieHre JOIKHOCTEH ceKkperapsi, JaHHOe
B KBa/mmpukalmoHHOM CITpaBOYHUKE, ITOKA3bIBAET, YTO MOHATHE «CEKPETaph» JOCTATOYHO CJIOKHOE,
Y OHO JEWCTBUTEJILHO UMEET MHOI'O I'paJlaliiii — OT YYEHOI'O CEeKpeTapsi JO CeKpeTapsi-MalllMHUCTKHU.
Ortciona 6osnblioe pazHooOpasue (PyHKIMH, BBIIOIHAEMBIX CEKPETapsMU, KOMILIEKca 00s3aHHOCTEeN
¥ [IpaB, pa3JIMYHBIX TPEOOBAHMIA K 0OPa30BAHMIO, OIBITY paOOTHI 1 HABBIKAM.

JlomkHOCTB cekpeTapsi pyKOBOOUTENS TpeOyeT BBICIIEro MpoeCCHOHAIBHOTO 00pa30BaHMsl, a
JOJDKHOCTh CEKPeTapsi-MAIIUHUCTKA — «HAYAJILHOTO MTPOpECCUOHATIBHOIO 00pa30BaHUs UM CPEl-
HEro o01ero 00pa3oBaHus U CIIEHUATbHON TIOATOTOBKY 110 YCTAHOBJICHHOH IIPOrpaMme».
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B croBapsix cloBO «cekpeTapb» OIpenesseTcss Kak «JIUIO, Beayliee NEJOBYIO MepernvcKy
OTJIEJILHOTO JIMIA WA KAKOrO-HUOYIb YUPEeXKJICHHUS, a TAKKe BeAalolee JIeTOMPOU3BOJICTBOM», a B
cioBape C. U. OxeroBa — «paOOTHHK, BeAAIOIIHI ISTIOBOM MEPETUCKOM, TEKYIIIUMHU AeIaMHt OTHeb-
HOTO JIWIIA WM yupexJIeHus». Takum oOpa3oM, B OMpeNe/ICHUSIX MOTIePKUBACTCS, UTO CEKpeTaphb
MOeT 0OCTyKMBATh KaK OT/AEIbHOE JIMIO (PYKOBOAUTENSA), TaK U YIpeXKICHHUE.

B 3T0#i KHUTE MBI HE CTABUM 33/1a4y pa3rpaHUYUTh (DYHKIIMOHAIbHBIE OOSI3aHHOCTU CeKpeTa-
peil Ha pa3IMYHbIX YPOBHSX U Ha MPEINPUATUSX pa3HbIX pa3MepoB U cep AesaTenbHoCTU. B Hell Mbl
J1aeM COBETHI JUIsl CeKpeTapei, CTPEeMSIIMXCS MOBBIIIATh CBOM MPO(eCCHOHANBHBINA YPOBEHb U OBITH
CIIEIUAIICTaMU CBOETO JIea.
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I'naBa 1. Cekperapb B CTPYKTYype
ynpasJjienusi. Cekperapb — jauio oupmMbl

1. CtaTyc cexkperapsi, Tpe0OBaHus,
npeabsiBjsieMble K CeKpeTapio

1.1. IIpocdeccrnonasbHble U JUYHOCTHBIE KaUueCTBA CeKpeTapsi

Wrak, kakue e KayecTBa HyKHbl KBUTU(UIIMPOBAHHOMY ceKpeTapio? [11s KBanuguiypoBaH-
HOT'O CeKpeTapsi HEOOXOAMM MUHUMAJTbHBIN HAOOp YMEHUIA: 3HAHNE WHOCTPAHHOTO SI3bIKA, KOMITBIO-
Tepa, OCHOB AEJIONpPON3BoACTBA. HO Bce 9T0 HEOOXOMMMO /ISl TOTO, YTOOBI MOTYYUTh MECTO CeKpe-
Tapsi. A 4TO ke HY)XHO, YTOOBI yAePKaThCsl HA STOM MECTe U YCIIEIITHO IIPOABUTATHC 110 ciryxOe? Bo-
NepBbIX, paboToaaTeb OyAeT YUUTHIBATH TICUXOIOTMUYECKHE OCOOEHHOCTH pabOTHHUKA: CEKpeTapb —
9TO TOMOIIHUK PYyKOBOAMTENSI, U0 (pUpMbl. Beqb mepBbIil COTPYIHUK (DUPMBI, C KOTOPBIM UMEET
eJI0 TIOCETUTENb, — CEKPETapb, M OT TOTO, KaK CEKpPeTapb BCTPETUT MOCETUTENSI, KAKOE HACTPOCHHUE
€My CO3JIacT, 3aBUCHUT BIlEUaTJIEHUE U O (PUpPMeE B LIEJIOM, U O €€ COCTOSITEIBHOCTH.

B cepbesnoii pripme padoTaoT mpodeccHoHaTBl, MHOTHE TIOCETUTENTH AaJIblle TPUEMHOM 1 He
OBIBAIOT — MPOCTO HET TAaKOM HEOOXOAMMOCTH, CEKpeTapb OTBETHT Ha Bce BOMPOChl. OHU YHOCAT ¢
co0oii TO BIeYaTieHne, KOTOpoe MPOM3Bel caM cekperapb. M cymecTByeT OoJblasi BEPOSITHOCTD
TOTO, YTO TH MOCETUTEM CBOMMHU BIEUYATIICHUSIMU TIOJETATCSA ¢ HEKOTOPHIM KOJTMUECTBOM APY3eid,
KOJUIET Y MPOCTO 3HAKOMBIX. M ecii BBl IPOU3BENHM IJIOXOE BIIEUaTJIEHWE Ha OIHOTO YeJIOBeKa, TO
HeraTMBHOE BIeYaT/IeHNe O Balel (pupMe BOSHUKHET Y HECKOJIBKUX JIECSTKOB YEJIOBEK.

TpyaHO COXpaHSITh HEBO3MYTHMOCTb, KOTr/Ja O(hUC B TEUSHHUE THS TIOCeIIaeT OoJiee CTa YeJIoBeK,
aMOMIIMO3HBIX M arpeCCUBHO HACTPOEHHBIX, — HO 3TO JUIsl BaC HE0OXoAuMO. Briepikka 1 3pesocTb —
HeoOXOooUMBbIe KadecTBa JIjIs podecCHoHama, TeM Ooliee 3Tol mpodeccuu.

COBET. Ilomumo nipodecCHOHATIFHBIX HABBIKOB, CEKpeTaph JOKEH 00aaaTh CJIeTyOIUME
KayecTBaMH: OBITh MPUBETIUBBIM, TAaKTUYHBIM, BHUMATEJbHBIM, TEPIIEIUBLIM, YPABHOBEIICHHBIM
YeJIOBEKOM, a TaKXke JOJKEeH YMEThb HAXOIUTh OOLIHMI S3bIK CO BCEMH — Ha TpyOOCTh HE OTBEYATh
rpyOOCTBIO WM pa3/ipakeHreM, Jydllie TIepeBeCcT! BCe B IIYTKY.

OcobeHHOCTh padOTHI CEKpeTapsi 3aKII0YaeTCs B TOM, YTO €My MPUXOAUTCS He TOJIbKO padoTaTh
C JOKYMEHTaMH U TeXHUYECKUMHU CPEJCTBAMHU, HO M OCYIIECTBISATH MHOTOUYHCIICHHBIE KOHTAKTHI C
JHOJbMU: CBOUM PYKOBOAMTEJIEM, COTPYAHUKAMU, TIOCETUTEISAMH, TelepOHHbIMU aboHeHTamMu. Cek-
peTapio MPUXOANUTCS CTATKUBATHCS C OOJIBIIMM Pa3HOOOPA3UeM pelIaeMbIX 3a1a4, HEOOXOIMMOCTHIO
BBITIOJTHATH HECKOJIBKO JIEJT OTHOBPEMEHHO. YacTo Hemonmaaku B padoTe ceKpeTaps SABISIOTCS Clie]-
CTBHEM €T0 HeraTMBHBIX MPO(eCCUOHAIBHBIX W JIMYHBIX KAaYeCTB.

[TpodeccnoHanbHbIe W JIMYHBIE KAUeCTBA MPY BHIOJIHEHUH TOW MM MHOW paOOTHI MPOSIBIIS-
I0TCSI B TECHOM B3aMMOJICUCTBUM M AOTIONHSIOT ApYT Apyra. [Ipu orieHke Tpyaa cekperapei MpUHSITO
BBIJICJIATH CJIE/IYIONIHE JIEIOBbIE KAaYeCTBa.

[Tpodeccronanusm. D10 KaYeCTBO MOAPA3yMeBaeT BiaJleHue KOMILIEKCOM MpodeCCUOHAITb-
HBIX 3HAHUI, YMEHUI U HABBIKOB, MPE1yCMOTPEHHbBIX KBAIM(PUKALIMOHHON XapaKTEPUCTUKOM: yMe-
HHE TIeYaTaTh Ha MUIIYIIeH MalliHKe, padoTaTh HA KOMITBIOTEPE, CTEHOT paprpoBaTh, 3HATh OCHOBBI
padoTHI ¢ JOKYMEHTaMHU, TTpaBuiIa opdorpacduu v MyHKTyaruu, paboTaTh CO CIIPABOYHOM JIUTEPATy-
po¥i.

OtBerctBeHHOCTh. CeKkpeTaph JO/KeH OBbITh TOTOB MPUHATH Ha ceOs OTBETCTBEHHOCTH IO
BBITIOJTHEHHIO 33/1a4, TIOCTABJICHHBIX PYKOBOAMTENIEM, OCOOEHHO B Tpelesiax CBOeW KOMITETEHIIUH.
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ITO KauecTBO BBHIPAOATHIBAETCS C OMBITOM PaboThl. PykoBoguTenb HOKEH OBITH YBEpEeH B TOM,
YTO CEeKpeTapb MOXET padoTaTh CaMOCTOSITENIBHO, CIOCOOCH KBAIU(DUIIMPOBAHHO pEIlaTh TaKHe
BOIPOCHI, KaK 0(pOpMJIEHHE U COCTaBJIEHHE JOKYMEHTOB, paciii(poBKa CTEHOIPaMM U JTUKTOTPAMM,
opraHu3alysi pruemMa OCETUTENIeH, OTOBEICHNE YIaCTHUKOB COBEIIAHUH T. II.

[pu perleHUU TaKMX BOIMPOCOB, KaK MOATOTOBKA JOKYMEHTOB, B Oecele C MOCeTUTEISIMU U
1o TesnedoHy cekpeTaph IOMKEH UCTIOIb30BaTh CTPOrO MpoBepeHHyo nHgpopmarmio. Henomyctrmo
pasriamark “HQOPMAIIUIO, UMEIOIIYIO 3aKPhITHI XapakTep, a Takke WHPOPMAIIUIO, KOTOpask MOXET
HAHECTH yIepO OpraHu3aliuy WK OTIETbHBIM JIMIIAM.

Heo6xonmumo npaBuIbHO XpaHUTh TOKYMEHTBI, He IOMyCKasi CBOOOIHOIO 0CTyIa K HUM Jpy-
MX COTPYAHUKOB.

Oprann30BaHHOCTb. YMEHHE OPraHu30BaTh CBOE padovee MeCTO, pallMOHAIbHO CIUIAHUPOBATh
padorty, oOecrieunTh Oe3yCIOBHOE BHITIOHEHNE KA OTHEBHBIX 3a/1a4.

HepomyctiMebl Oro3ianusi cekperapsi Kak Ha pa0oTy, Tak W Ha JIeJIOBbIe BCTPEYH, COBEIA-
HUA, 3aCCaaHNn. OpFaHI/I3OBaHHOCTL W MYHKTYAJIbHOCTb JOJIZKHBI ITPOABJIATHCA B CBOEBPEMEHHOCTU
1 Ka4€CTBEC MOATOTOBKH NOKYMCHTOB, IIPEACTABJICHUN X PYKOBOJUTEIIIO.

OcgenomiieHHOCTh. CekpeTapb IOJKEH XOPOIIO OPUEHTUPOBATLCS B BOIPOCAX JICSTEIbHOCTH,
10 KOTOPBIM paboTaloT ero pyKOBOIUTEINb U TIpeAnpusTre ((prpma) B 11e1oM; ObITh B Kypce COOBITHIA,
MIPOUCXOAAIIMX B YUPEXKICHUN (IIOAPAIECIICHUN).

I/IHI/IHI/IaTI/IBHOCTL. CCerTapb AOJIKEH IIPOABJIATL CaMOCTOATEIIbHOCTD U UHULIMATUBY B peIlIc-
HUM BOIIPOCOB CBOEY KOMIIETEHLIMH, HE I0KUIAsCh YKa3aHUi pykoBoauTessa. OJHako, IpUHUMAs TO
HJI1 UHOC PCIICHUE, CEKPETAPh NOJIKEH 6I)ITB YBEPEH, 4YTO OHO HOﬁHCT Ha 10JIb3y ACJTy, IOAACPKUT
UMUK OpraHu3aliyn.

IMpenannocts mpodeccrn. JI0OOBb K M30paHHOU Mpodeccuu, TOHMMaHUEe ee BaKHOCTH,
CTpeMJIeHHE K MTOCTOSTHHOMY COBEPIIEHCTBOBAHHIO CBOETO MAaCTEPCTBA — HEOOXOAUMBIE YCIIOBHS 151
TOTO, YTOOBI CTaTh HEe MPOCTO KBATU(UIIMPOBAHHBIM UCTIONHUTENEM, a OYKBAJIBHO TIEPBBIM ITOMOIII-
HUKOM PYKOBOJUTEJIA OpraHU3alnu.

COBET. Kpome Bcex nepeunceHHbIX eJOBBIX KauecTB, CEKpeTapio B cebe TakKe HYKHO
BOCIIUTHIBATh HeJIbIﬁ PAL TAYHBIX HUXKE MEPEUYUCIICHHBIX KAaY€CTB.

Tpynomo6ue. [Ipuyyarh ceOsi BBITIOIHATH HYXKHYIO Ul Jiela padoOTy CBOEBPEMEHHO, Kave-
cTBeHHO. Tpynomoone — HeoOXOOMMOe KauyeCTBO CeKpeTapsi, Kak ¥ JIOOro Jpyroro pabOTHUKA opra-
HU3a1uu.

Ho6pocoBectHOCTb. CekpeTaph JIOMKEH 00s13aTelIbHO, KAYeCTBEHHO U CBOEBPEMEHHO BBITION-
HATH PadOTy, KOTOPYIO 0OeIal BBITIOIHUTD, OTIIEYaTaTh TOKYMEHT, BBISICHUTh KaKOW-THOO BOIPOC,
HaBecTH cripaBky. Crierriprika Tpyjia cekperapsi TpedyeT OT Hero ToTOBHOCTH OKa3aTh TIOMOIIIb JIpy-
T'M, OCOOEHHO B CIIOXKHBIX M HANPSUKEHHBIX cUTyalusx. HykHO ymeTb ObICTPO MEpeKIouaThes C
OJHOIo Buaa pa6OTbI Ha prFOﬁ, MMPpaBUJIbHO PACCYUTHIBATL BPEMA, B HaCTHOCTU B IICPUO[ 6OJII)IHI/IX
HArpy30K B JTHU MpUeMa MOCETUTeNeN, MOArOTOBKY COBEIIAHUM U T. 11

V cekperapsi 107KHA OBITH YBEPEHHOCTD, YTO OH CAEJAN BCe, OT Hero 3aBucsiiee. He ciemyer
MepeKJIaIbIBaTh Ha IPYTUX COTPYAHUKOB CBOM OOSI3aHHOCTH C TeM, YTOOBI M30eKaTh OTBETCTBEHHO-
CTH 32 HEBBIITOJTHEHHYIO WJIM HEKaUeCTBEHHO BBHITIOIHEHHYIO padoTy.

AxkypartHocTh. HeOpexxHOCTh B paboTe ¢ IOKyMEHTaMH, B OfIS)K/Ie, B OpraHu3aliu pabodero
MecTa CO37aeT HeOMaronpusiTHOE BIEUaTIeHUE O CEKpeTape, Jake eclid OH M 00JagaeT HeoOXOomu-
MBIMU ACJIOBBIMU U JIMYHBIMU Ka4E€CTBaMU. CJIG)IyCT IOMHUTDB, YTO CEKPETAPb — JIMLIO OPraHU3alnu,
a «JIMIIOM» CaAMOTO CeKpeTapsi sIBJISIOTCS Ka4eCTBO BHIMOMHAEMON UM paboThl, KyJIbTypa padbodero
MECTa, BHEIITHUN BUI,.

JoOpoxenarenbHOCTb. B nes10BOM 0OIIeHNH CeKpeTapb BCeraa AOKEeH ObITh TOTOB OKa3aTh
MaKCHUMaJIbHOE COJCWCTBUE COTPYIHUKAM, TIOCETUTENISIM, TIOUTH B ClIyyae HEOOXOAMMOCTH Ha HEKO-
TOpBIE JIMYHbIE HEYJ0OCTBA paau fena. JIioOoi YeaoBek, 0OpaTUBIIMICS K CEKPETaplo, TOMKEH ObITh
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yBEpEH, UTO BCE BOZMOXHOE OyJIeT C/IeNIaHO, & OTPUIIATEIbHBINA PE3Y/IbTaT MOKET ObITh BBI3BAaH TOJIHKO
OOBEKTUBHBIMH MTPUYUHAMH.

AKTHBHOCTB, THOKOCTh TOBefeHus. Jlionu o0nasaoT pa3sHeIMHM TeMIlepaMeHTaMH, KOTOpbIe
JaHBI UM OT MPUPOBL. TO €CTh MCUXOIOTMYECKUe Pa3IMums 3aJI0KEHBI YKe Ha YPOBHE (PH3HOIOTUH,
9TO UHIVBUYaJIbHbIE OCOOEHHOCTH HEPBHOW cucTeMbl. [109TOMy MBI, TOMMMO Hallleil BOJIH, TTO-pa3-
HOMY BefieM ce0s1 U pearrpyeM Ha nipoucxopsiiee. Ml n3BMeHnTh CBOM TeMIiepaMeHT HaM He TOJ1 CHITYy
TaK e, KaK U3MEHUTDb POCT, I[BET I71a3, YyBCTBUTEILHOCTh HEPBHOW CHCTEMBI, MOTPEOHOCTh B ONU-
HOYECTBE WM OOIIEHUH.

A mpodeccusi cekperaps peabsiBisseT TpeOOBaHUS M K TemriepameHTy. [IpencraBere cebe
(rerMaTUYHyI0 MEITUTEbHYI0 0cO0Yy, KOTOPYIO Pa3ApakaloT MOCTOSIHHBIE 3BOHKH U TIOCETHTENH,
KOTOpasi OTKa3bIBAETCS MEPEKIIIOUUTHCS Ha Oosiee CPOUHYI0 paOOTY WIIM 3aHATHCS TOCETUTENIEM, TTOKA
HE TIOCTaBUT TOYKY, WM, HAOOOPOT, JaMy, Oeraroiryio 1no oucy ¢ HapacTaiomeld CKOpOCTbIo, pas-
Apaskasi KJIMEHTOB M COTPYIHUKOB.

WneanbHbIl cekpeTaph JIOJDKEH ObITh OOIIMTENILHBIM, HO HE ITyCTOMeJIel U CTUIETHUKOM, JOJI-
’eH OBbITb CIOKOWHBIM, HO aKTUBHBIM M PaOOTOCIOCOOHBIM, JIOTKEH ObITh Uy TKUM U BHUMATEIIbHBIM,
HO He OOMIYUBBIM U CJIE3JTMBBIM, JOJKEH ObITh BEKJIUBBIM U I00POKENATEIBHBIM U TIPU 3TOM JeJI0-
BBIM U CTpOrMM. Takue MpOTHBOMOJIOXHBIE TPEOOBAHUS TPUBOAST K INIABHOMY OOIIEMY 3aKJioue-
HUIO: CEKPEeTapb, KaK U XOPOIHN PyKOBOIUTENb, Ho/keH ObiTh PASHBIM B 3aBrcMMOCTH OT 00CTO-
ATENbCTB U Jofeid. Ero nmoBenenue 10KHO ObITh HE pa3 M HAaBCETJa 3ayYE€HHBIM U HE JKeCTKHM, a
T'MOKUM U TBOPYECKUM.

TpynHee Bcero ObITh CEKpeTapeM TeM, KTO He JIOOUT JII0AEH, IPeIoYnMTaeT OIMHOYECTBO U He
MOXET OTYUHSTHCS.

CrpeccoycToiurBOCTh, HEKOH(IMKTHOCTh. K cokasnenmio, padoTa cekperaps OTHOCUTCS K
crpeccoBbIM. Eciii yenoBek CriokoiMHOM Npodeccu NepeKuBaeT CTPECCOBOE COCTOSIHUE B CPEJHEM
3 pasza B HeJeJo, TO PyKOBOOUTENIN U CEKPETapy MCIBITHIBAIOT CTPECC B CPEJHEM 3 pa3a B JEHb.
W 31ech Toxke BakHA Takasi JIMYHAS XapaKTePUCTUKA, KaK CTPECCOYCTOMYMBOCTD, T. €. CIIOCOOHOCTD
MIePEKUTh CTpecc 6e3 HEPBHBIX CPHIBOB U JICTIPECCUH.

Hekotopble J1ioin ¢ MOBBIIIEHHOW YyBCTBUTEIBHOCTBIO HEPBHOM CUCTEMBI, OOMTUMBBIE, HETpa-
BUJIBHO pearupyolye Ha IPOMCXOslIee, He BbIIEPKUBAIOT 3TOTO MPO(eCCUOHATBHOIO UCTIBITAHUS.
Bricokue mokazatesu B paboTe JA0TCs UM CIIMIIIKOM JOPOTOM IIEHOW — IMOTepei 3/10pOBbsl. Y TICUXO-
JIOTOB €CTh I'PYCTHAS I11yTKA, YTO PYKOBOAUTEIN YMUPAIOT MOJIOABIMH, & Yallle BCETO B TAKUX CIIydasix
cTpajaer AeJo.

ITo pomy cBoerr pabOTHI CeKpeTaph pacrionaraeT 3HaYUTeTbHBIM 00BbeMOM HH(OpPMAIUU U
JAOCTATOYHO OOJIBIIMMHU TIOJTHOMOYHMSIMY, TaK KaK SIBJISIETCS EPBBHIM MMOMOIITHUKOM PYKOBOAUTES U
MOXET B OIPE/ICJICHHBIX CUTYAIMSX JISHCTBOBATh OT ero MeHn. HepoOposkenaTeibHOCTh, HECKPOM-
HOCTb CEKpeTapsi MOTYT NMPUBECTU K HETAKTUYHOMY TOBEJICHUIO C €r0 CTOPOHbI, YBAHCTBY, 3aHOCUH-
BOCTH.

B pasroBope He0OXOIUMO yHOTPeOIIATh TONBKO BEKJIMBbIE (DOPMBI, HE JOIMYCKaTh (haMIITbsIp-
HOCTH, 0OpalieHus Ha «Thl» U T. 1. Ec/in cekpetapb 3HaeT WM MPEATosaraeT, 4To noiexanas cooo-
IIEHHIO MHMOPMALIUS SBISIETCS U1 cCOOeceIHUKA HETraTUBHOM, TO OH JOJIKEeH MOCTAPAThCS U3JI0KUTh
ee Kak MOXHO OoJiee IeTMKATHO.

Cpenu Apyrux JMYHBIX KauyecTB, KOTOPBIE HYKHBI XOPOILIEMY CEKPETapio, MOKHO OTMETHUTh U
TaKKe, Kak yMeHre ObICTPO BHUKATh B CYTh JieJIa, CIIOCOOHOCTh K CaMOOOYUEHHIO, PACIIMPEHHUIO CBO-
ero Kpyroszopa, OOIIUTEIbHBINA XapaKkTep, KOTOPBI MOMOXKET CEKpeTaplo HaJlaauTh MPAaBUIIbHBIE B3a-
MMOOTHOIIEHHUS C TIOCETUTENSIMU U COTPYAHUKAMU, apTUCTU3M U YyBCTBO I0MOpa — Ka4ecTBa, KOTO-
pble TOMOT'YT CEKPEeTapio co31aTh J0OpOKenaTesbHylo atMocdepy B padote. MHOTHE pyKOBOJUTEH,
paccMatprBasi KaHUJATyphl Ha IOJDKHOCTD CEKpeTapsi, 00paIlialoT BHUMaHUE HA TAKUE CTOPOHBI, KaK
ceMeitHoe Oaronoyry4yne, COCTOsTHUAE 3/10pOBbsi, MOpaIbHASL YCTOMUMBOCTb.
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INockonbKy cekperapb — IpaBasi pyka 1ieda, OH Urpaet OOJIBIIYIO POib B OpraHU3au pado-
yero JHsA pykoBoautesist. Cekperapp 3alOMUHAET U IPUHOCUT Ty MH(OpMaLnIo CBoeMy 1iedy, KOTo-
PYIO OH caM He CMOXET 3aMeTUTh B KoJulekTuBe. OH mepeaaeT MHUKpPOKJIMMAT, 00Opa30BaBIIMICS
MEXJYy COTPYIHHKaMM, [IOITOMY TaKue KayecTBa, KaK IOHOCUTEIbCTBO, HMHTPUIAHCTBO, 3JI0CIIOBHE
U 3JI0TIbIXaTeIbCTBO, CKJIOYHUYECTBO, HAITPOYb J0JIKHBI OTCYTCTBOBAaTh B HeM. Hukakoi npens3sro-
CTH, TOJIbKO JIEJIOBbIE OTHOIIIEHH I, TOJILKO BHITIOJIHEHNE CBOMX JOKHOCTHBIX 0Osi3aHHOCTel. He cek-
PeT, UTO MOJIOXKEHUE CeKpeTapsi B pupMe 0COOEHHOE, U MOKET BOSHUKHYTh COOJa3H MOAHSATH CBOM
MPEeCTHK 3a cueT oOnanaHus KoH(pUIeHIMaIbHON nH(popMalyeit. Xopolmii paboTHUK, TTpodeccH-
oHaJT He OyJIeT CaMOYTBEpIK/IAThCS 3 CUET OKPYXKAIOIIMX, He OyIeT BBISICHATh BOIPOCH], KOTOpbIE He
BXOJISIT B €r0 KOMIIETEHIIHIO, ¥ He OyJeT MPeBbIIaTh CBOM MOJIHOMOYHS.

IMpodeccus cekperaps TpeOyeT HEKOEro apTUCTU3MA, JUIIOMATUIHOCTH, XOPOIIeH MaMsITH,
COOOPA3UTENILHOCTH ¥ CAMOAMCHIMIUIMHUPOBAHHOCTHU. [IpuxoauTcst ObICTPO BCe 3allOMUHATD, 3HATD
BCEX COTPYIHUKOB, OCHOBHBIX Y HYKHBIX KJIMEHTOB XOTs Obl B JTUII0. Hy’KHO Bceraa XOpoIo BhITJIS-
IeTh, ObITH B XOPOIIIEM HACTPOSHUH. YMEHHE IepKaTh ceOsi B pyKax, a I3bIK 32 3y0aMu OYeHb LIEHUTCS
pykoBoauTessiMu. Padoras ¢ medoM B OTHOM KOMaH[e, Hy’KHO HAYUUThCS YATATh MEXKY CTPOK, HE
3aJaBaTh JIMIIIHUX BOIPOCOB, OCOOEHHO B MPHUCYTCTBUY MIOCTOPOHHUX.

CylluecTBYIOT YU MEAMLIMHCKME MPOTUBONOKA3aHNs 3aHUMAThCsl CeKpeTapckuM JiesioM. K Hum
OTHOCSATCS:

1) HepBHO-TIcMXMUecKue 3a0oneBanus1. CylecTByeT Hesbli psijl TyIIeBHbIX 3a00/eBaHMA, pa3-
PYLIAOIIKX JMYHOCTD YeJIOBEKa M TPYAHO MOAJA0IIKXCS leyeHuio. [loBeieHne Takoro yenoBeka He
aJIeKBaTHO CUTYallUM M IUIOXO Ipejcka3yemo. [Ipy 3ToM MHOrve reHuy CTpajiaid HEPBHO-IICUXU-
YecKMMU 3a00J1eBaHUSIMU ¥ COBEPILIAIN BeJMKKe oTKpbITUs. Ho mpodeccus cekperapsi-pedepenta
TpeOyeT COBCeM APYTUX COCOOHOCTEH;

2) saBHble pusnyeckre Hepoctatku. Cekperaph — Juro (upmel. TpyaHO mpeacTaButTh cede
YCHEIIHOTO CeKpeTapsi, KOTOPBIi IJI0XO CHBIIINUT WIA BUIUT, C TPYAOM MEpeaBUraercs mno opucy
Ha KOCTBUISIX WJIM B MHBAJIMIHOM Kpeciyie. XO0Tsl X0351MKy oduca ¢ YUepHON MUPATCKOW MOBS3KON Ha
MYCTOH IJ1a3HUIIE MbI ObI 3aIOMHUJIA Ha BCIO KU3Hb;

3) BeipaxkeHHble AedekTsl peun. Cekperapb — ronoc pupMsl. He Bce KJIMEHTHI U MOTEHLIMAIIb-
HbIE TAPTHEPBI TIOTOBOPSAT C PYKOBOJUTENIEM, HO KaX/blil IEPBBIM YCIIBIIIUT Toj10Cc cekperapsi. Oco-
3HAeTe JIM Bbl, KAKOE CHJIBHOE U MPOYHOE BIeUaTIeHue O (pupMe CKJIAIbIBAETCs B PE3YJIbTaTe 3TOrO
NepBOro pasroopa ¢ Bamu? Eciiu 4enoBek CIbILUT HIETeNSBYI0, CUIbHO KapTaBylo WM 3aUKAIOIILy-
10CSl peub, TO CKOPEE BCETO CAEIAeT BbIBOJ O IJIAYEBHOM COCTOSIHMM JI€J1 Ha Balliel (pupMe.

IloaBeieM UTOTH BhIIECKA3aHHOIO: TIEPEUNCIICHHBIE IEJIOBbIE M JIMYHbIE KauecTBa, HeoO-
XOIUMBIE CEKpETapio, He AAI0TCS YeIOBEKY B TOTOBOM BHjle. HyKHbI MOBCETHEBHBIN TPy HaJ[ COOOM,
HACTOMYMBAs U OTBETCTBEHHAs TIOATOTOBKA K paboTe Ha 3TOM MPECTUKHOMN TOIKHOCTH.

1.2. Opranuszanusi padéouero Mmecra
ceKpeTaps, NpueMHasi PYKOBOUTeJIsI

PanmonanbHas opranuzanys TpyAa CeKperaps HAUMHAeTCs C OpraHu3aluy pabodyero Mecra.

Paboyee mecTo cekperapst pacrionaraercsi B IpueMHOM, KOTopasi OOBIYHO NMPUMBIKAeT K Kabu-
HeTy pykoBogutens. Ero cremyer pasmecTuTh TakuM 00Opa3oM, 4TOOBI CEKpeTapb MOT BUIETh BCEX
BXOZSAIMX B NpUeMHyIo. [Tnomans aenures Ha padodyio 30HY M 30HY 111 HOCETUTEIIEH.

[Tpu BEIOOpE pa3MepoB ILIONIAAN HEOOXOAMMO YUUTHIBATD CIIeAyIore (PakTopsI:

1) moxxompl K Medesu 1 060PYIOBaHHUIO;

2) paccTaHOBKY M 9KCIUTyaTaluio MeOeIn 1 000pyJOBaHMS;

3) B OTIENBHBIX CTy4asix MOTPEOGHOCTh B OCOOBIX YCIOBHSIX;

4) BOBMOXHOCTb YCTAHOBKH JIOTIOJTHUTEIHEHOTO 0O0PYIOBaHHUS.
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B KOMIUIEKT Cpe/ICTB OPIrTeXHUKHU paboyero Mecta ceKperapsi BXOIST:

1) cTon omHOTYMOOBBIT;

2) mpucTaBKa ¢ TyMOOU 1O KOMITBIOTEP, KOMITBIOTED;

3) cTy/ NOABEMHO-TIOBOPOTHBIIA;

4) BcrioMoOraTe/IbHbIA CTOJI.

COBET. Pa6ouee mecTo cekperapsi JOJKHO UMETh HEOOXOIUMYIO TUIOIIA/Ab ISl OPT TEXHUKU
Y TaKOE MECTOPACIONOKEHNE, YTOObI CEKpeTaph MOT BUIETh BCEX MOCETUTENEH, a TIOCETUTENH TIPH
BXOjIe B 0(pUC cpazy ke BUIENIU CeKpeTapsl.

Opranmzanusi pabovero Mecra cekperapsi pyKoBOAMTeNsl (pOpMUpPYeTCs: UCXOAS U3 aHaIM3a
ColepKaHusl ero JesITeNIbHOCTH, TPEOOBAHUI SPrOHOMUKHU, TUTHEHbI ¥ TICUXO(U3HOIOTMH U HAIpaB-
JIeHa Ha MTPOEKTUPOBAHUE ONTHUMATBHON OpraHm3aly pabouero Mecra.

[TpumepHBIi IepeYeHb OPITEXHUKU M KOMIIBIOTEPHBIX CPECTB, IPUMEHSIEMBIX B padoTe CeK-
perapsi:

1) cpeacTBa MaJiolt OPrTeXHUKHU (MMMCbMEHHbIE PUHAIEKHOCTU: PyUKH, Oymara, KapaHjaliy,
JIACTUKH U T. 11.);

2) cpeacTBa COCTaBJICHUsI M M3TOTOBJIEHHS TEKCTOBBIX JOKYMEHTOB (KOMITBIOTEp, AMKTO(MOH,
MIPUHTED, CKaHep, B 3amace — MOPTATUBHAS MUIITYIIAsi MAIIUHKA);

3) cpexactBa 0OpabOTKM OyMaKHBIX JOKYMEHTOB (CKJIEUBAIOIIME W CKPEIUISAIONINe MAIHBI,
KOHBEPTOBCKPBIBAIOIIIEE U pe3aTesibHOe 000PYIOBaHNUE, a[PeCOBAIBLHOE U HITEMITeNIeBaIbHOE 000pY-
JOBaHUe, MalllMHA [T YHUYTOXEHUSI JIOKYMEHTOB);

4) cpencTBa XpaHeHUs U TTOMCKA JJOKYMEHTOB (KapTOTEKU Pa3IMYHOrO THUMA, HIKa(bl U TOJKH,
ceitd);

5) cpenctBa cBs3u (tenedoH, paauorenedoH, paauo, Tenaerann, ¢akc, cereBas IJiara s
JIOKQJIHOM CETH, CPE/ICTBA ONIEPATUBHON AUCTIETUEPCKOM CBSI3U, IEKTPOHHAS [10YTA, MOJIEM);

6) KonMpoBaJbHbIE CPECTBA U AIaparhl;

7) mpenep AJis ONEPaTUBHOTO YHUUTOXKEHUsI KOH(PUIEHIIMATbHON NH(OpMALIUY;

8) oduchas mebenb 1 000pyIOBaHME.

Cpencrea Majioil OPrreXHUKH HEOOXOIUMBI TIPU JTIOOOM YPOBHE aBTOMATH3aIUy PadOThl CeK-
peraps. Tak, py4yku 1 KapaHAaIlIv y ceKpeTapst JOJUKHbBI ObITh B padodyeM COCTOsTHAM, Oymara ¢ 3aria-
COM, TaK KakK y MOCETUTesIeH, WICHOB COBEIIAaHNH NX MOXKET He OKa3aThCsl B HY’KHbIA MOMEHT, a TeX-
HUYECKOoe 00eCTieueHre MeperoBOpoB M COBEIIAHUN — €r0 IOJKHOCTHAST 00SI3aHHOCTb.

B cpenctBax cocTaBieHMs M I3rOTOBJICHU I TEKCTOBBIX JOKYMEHTOB BCE Yallle Ha IIepBOe MECTO
BBIXOZIUT KOMITBIOTEP, AaXe MPU OUeHb HEOOIBIIIOM TOKyMeHT00O0poTe. CO3aHHBIE C €0 IOMOIIBIO
JIOKYMEHTBI IMEIOT CTETHUECKH OoJiee IpreMIIeMblid BU Oarofapsi HATMYHUIO Pa3TNIHbIX MIPU(TOB
Y 11BETOBOr0 0hOPMJICHHSI, YTO HE MOKET HE CKa3aThCsl HA OTHOIIEHWU K JIOKYMEHTY U ITOMOTaeT
co31aTh OJIaroNnpusTHOE BIeYaTIeHHe 00 aBTOpe JOKYMEHTA.

JnKTO(DOHBI HE3aMEHUMBI B CITy4ae, KOrja HeoOXOAUMO OeCIIyMHOE U TOYHOE OTOOpaKeHHUE
3BYKOBOH MH(OpMaLUH.

Ckanep — ynoOHOe Cpe/ICTBO IJIsI BBOJIA B KOMIIBIOTEP OOJIBIIIOTO KOJIMYECTBA TEKCTOBOM U Ipa-
uyeckort MHpOpPMAIK, a TAKKE JOKYMEHTOB B CUCTEMY aBTOMATH3MPOBAHHOTO TOKyMEHTO000-
porTa.

CpencTBa CBSI3M MOTYT OBITh OOBEJMHEHBI B aNMAPATHOM TPECTaBJICHIH, HAIIPHUMeEp TenedoH
— (pakc — MozieM, JOJKHBI UMETh KOMITAKTHBIN BUJ M CTIOKOWHBIE, TIPUATHBIC TSl CIyXa CpeicTBa
OTOBEIIeHUsI O Havajie CcBs3u. KonrpoBasibHbIe anmaparsl MOAOUPAIOTCS] B 3aBUCUMOCTH OT 00beMa
paboT, HEOOXOIUMOTrO KauecTBa KOMHIA M APYTUX MapaMeTpoB.

Heo6xonumbiM 3¢ (peKTUBHBIM CPECTBOM TUIAHUPOBAHUSI pab0Uero JHs CeKpeTaps U PyKOBO-
AUTEIS SIBJSIETCS €XKEHEe/ISNIbHUK, B KOTOPOM Jiesia Pa3HOCSITCS 110 JaTaM.
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MoxHO A5 3TUX 1LieJIed UCTOJIb30BaTh MPOrpaMMHBIN MpoaykT Thna Lotus Organizer, ycra-
HOBJIEHHBIN Ha MEPCOHAILHOM KomIibioTepe. Lotus Organizer Ha3bIBAIOT JTUYHON MH(MOPMAITMOHHOM
CHUCTEMOM, MpeJHa3HauYeHHON mJisl 3(p(eKTUBHONM OpraHu3aluu padouero BpeMeHH. B ee cocras,
MOMHUMO KaJieHJapsi, BXOAAT TeJepOHHbIN CIPAaBOYHUK, aJpecHasi KHUra, OJIOKHOT U T. 1. Ho naxe
npu Hamumy Lotus Organizer 11s gyOnupoBaHust THGOPMAIMKA HEOOXOIMMO UMETh OOBIYHBIN eXe-
JHEBHUK WY NEPUOINYECKU TPOM3BOJUTD PACEUYaTKy KAKMX-TO JAHHBIX U3 KOMIBIOTEPA.

JlOKyMEHTBI, IOCTYTIAIOIIME B ApXMB OT/EJIa, XPaHsATCS B IIKady B MANKaX-perucTparopax, CKo-
POCIIMBATENAX, CIPABOYHO-MH(OPMAIIIOHHBIE TTOCOOUS — B CMIEIMAIbHBIX IIKa(ax.

30Ha I MOCETUTENIEN KOMIUIEKTYETCSl CTY/IbSIMHU, KYPHAIbHBIM CTOJIMKOM U LIBETOUHULICH.
B ToMm ciydae, ecnv B 3aHUM HET rapaepoda, B MPUEMHOM Clie/lyeT MOCTaBUTh KA /71 BepxHen
ozexabl. Mebenb 1711 oceTuTesIel TOMKHA HaXOAUTBCS B 30HE, XOPOIIIO MPOCMaTPUBAEMON CeKpe-
TapeM. He pekoMeHayeTcst CTaBUTh B IPUEMHON MSTKYIO MeOelTb, TaK KaK Py MPaBUIbHON OpraHu-
3aluy TpyJa JUIMTEIbHOE TPUCYTCTBUE MTOCETUTEIIEN HE MPEIONaraeTcsl.

NHorpa cexperapio Hy’KHO IPUTOTOBUTH Yail WM Kode 11 pyKOBOAUTES U oceTutesnent. s
3TOr0 HEIUIOXO MPEeILyCMOTPETh HEOONBINYI0 «MUHU-KYXHIO». Be3ycloBHO, BU3yaJbHO OHA JOJKHA
OBITh M30JIMPOBAaHA OT MECT JJIsl oceTuTesieid. Kareropuyecku He peKOMeHayeTcsl peBpalarh B
OyerHylo pabouee MecTo cekpeTaps.

Pabouee mMecTo cekperapsi CTPYKTYpHOTO MOAApa3IeNeHus JOIKHO ObITh OCHAIIIEHO TEXHHUKOM
KOJUIEKTUBHOTI'O MOJIb30BaHUsA (IIPUHTEPaMHU, TeaedakcoM, KOMMPOBAJIBHBIM alIiapaToM U JIp.) AJs
6osee MPOAYKTUBHOTO ee Mcrnob3oBaHusl. CBOeBpeMeHHAsl 3aMeHa CMEHHBIX TIeYaTaloliX KapTpy-
IKe, OpraHu3alvsi peMOHTA JOJUKHBI ObITh B BEICHMH 3TOrO COTpyAHMKa. Hammuwme cekperaps
Nojipa3ieieHus1 Ae1aeT BO3MOKHBIM KCIOJIb30BaHUE TeIe(POHHOTO KOMMYTATOPA C OHOMW JIMHUEW
BBIXO/]a BHE OpPraHU3aluH.

Pabouee mecto cexperapsi moapasziesieHdst A0JKHO ObITh OCHAIIEHO PYYHBIMHU, MeXaHu4e-
CKMMHU WJIM JIEKTPOHHBIMU CUCTEMAMU (TaKMMU KaK KapTOTEUHbIE SLIUKY, IEPCOHAIBHBIN KOMITbIO-
Tep) AJ1s1 (PUKCAllMU U KOHTPOJIS HaJl JOKYMEHTaMHU, ITOJyYEeHHbIMU COTPYAHUKAMU MOApa3/ieIeHus
Y HaXOJSAIIMMUCS Y HUX Ha UcrnioiHeHuu. He yuiiHeill MokeT oKa3aTbCs M KOMITaKTHasl MUIIyIHas
MAIlIMHKA (MEKTpUYecKas Wid MeXaHMJecKasi) JIIsl MAIIMHOIKCHOTO 3aIloHeHUsI OIaHKOB C TOY-
HBIM U MEJIKUM TpadieHeM IPU OTKA3€ KOMIBIOTEPHOW TEXHUKH, HAIPUMEP U3-32 BUPYCHOM aTaKH,
WM 0COOOM CEeKPETHOCTH MOITrOTABIMBAEMOrO JOKYMEHTA.

[MnanupoBka padoyero Mecra cekperapsi I0JKHA 00ECTIeUnTh MAKCUMYM YJOOCTB TP BBITION-
HEHUH 00s13aHHOCTEW ¥ He MPOTUBOPEUUTh TPEOOBAHUSIM SKOHOMUH TUIOIAA TIOMEIIEHHS.

Pabouee mecmo ceKkpemaps O00NICHO OMBeUamv 8Cem mp€606£lHMﬂM, 06601161414661}01/141/{.714 MAK-
cumaibHoe y606cm60 6 paﬁome, MUHUMANbHbLE 3ampanibl CUNL U 6DEMEHU HA Hel’lp01/t3600um€./lbl-tbl€
nepemewerusl. O0nHO U3 221a6HbIX mpe603aHuL7, Komopoe HeYKOCHUMeEbHO 00104CeH BLINOAHSMb CEK-
pemapo, — UCKIOUUMENBbHDIIL l’lOpﬂ@OK u yucmoma KdxK Ha pa6014eM mecnie, mak U 6 NOMEW,eHuu npu-
EMHOU.

3amava cekperapsi — cienarh Bce He0OXOOMMOe, YTOOB! TIOCETUTENh B IPUEMHON 1yBCTBOBA
ce0s1 ynooHo. Cekperapb He JOJDKEH 3arpOMOXAATh JIMYHBIMU BEIIaMH MTPOXO/BI B IPUEMHOM, CTa-
BUThH BellW Ha BUIHBIC MecTa. Eci ecTh He0OOXOIMMOCTh YKPACUTh CTEHY, TO JJIs STOU LIeJIN JIydllie
UCTIONB30BaTh KAPTUHY WM SCTaMII, JOTOHSIIOIME UHTepbep. JJomyckaercst pa3meliieHre Ha CTeHax
MH(POPMAIIOHHBIX CTEHJJOB WM TaONIUI] C yKa3aHUEeM BPEMEHHU IpueMa MOoceTUTeNen, KaleHaaps 1
T. I

COBET. Kak Ha cronemHuiie pabodero Mecra ceKperaps, Tak U B sIIUKaX CTOJA BCeraa
HEoOX0IMMO MOAEPKUBAT MOPSIIOK U YMCTOTY. IH(pOopMaIws, TOKyMEHTBI, X paHsIIHeCs B AIUKAX
CTOJIa, JIOJKHBI OBITh CUCTEMATH3UPOBAHBI, JIETKO 0OO3PUMBI, JOCTYITHBI JIIs1 PAa0OTHI.
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CekpeTapb JI0TKEH OCYIIECTBIIATh MOCTOSTHHBINA KOHTPOJTb HaJl COXPAHHOCTBIO MeOEITH, TEXHU-
YECKUX CPEJCTB, UX CAHUTAPHBIM COCTOSTHUEM.

IMoaBexeM UTOrH: CEKpeTapio HEOOXOOMMO C/IeNIaTh Bce HEOOXOIUMOE, YTOOBI TOCETUTENb B
MIPUEMHON YyBCTBOBAJI ce0si yIOOHO, a CaMOro CeKpeTapsi B TeUeHHe HANpPsKEHHOTro paboyero JHs
HHUYEro He JIOJUKHO pasapaxars. Kaxaplii pabOTHHMK J0TKEH 4yBCTBOBATh ceOsl YIOTHO Ha pabouem
MecTe.
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2. IlosiHOMOYHSI CeKpeTaps

2.1. 9THKA U NICUXO0JIOTHS JEeJOBbIX OTHOIIEHHH

BaxHbIMU 1OKa3aTesIMM KYJITYpbl OOLIEHUS CEKpeTaps sSBJAIOTCS BEXJIMBOCTb, KOPPEKT-
HOCTb, JOOpokenareabHoCTh. CeKpeTaph JOKEH BIaAeTh MUMMKOW CBOETO JIMIA, WHTOHAIIMSIMU
rojoca, kecTamu. JleqMKaTHOCTb, IpeAypeAUTEIbHOCTh B OTHOIIEHUSIX C IOCETUTENISIMU U COTPY-
HHKaMH, HEKOTOpast JOJIsl apTUCTH3MA — BCE 9TO 00ECIIEUMBAET YCIENIHYI0 paboTy ceKperapsi.

IlcuxoJiorns yesioBe4eCKHX B3aHMOOTHOLIEHUH ISl CeKpeTaps

OueHb BaKHO HAyYHUThCSI TOHKOMY MCKYCCTBY OOpAIlEHHs C JIOAbMH KaK MPH MTOBCEJHEBHBIX
JEJNOBBIX BCTPEYAX, TaK U IPU JIMUHBIX KOHTaKTaX. Vccie1oBaHNsI MHOTMX MHCTUTYTOB MTOKA3bIBAIOT,
YTO MPOJBWKEHUE IO CITy)Oe, peycreBaHne B (PMHAHCOBOM OTHOIIEHHU OOYCIIOBJIEHBI HE TOJIBKO
1pOoeCCUOHATIBHBIMU 3HAHUSAMM, HO M1 YMEHUEM OOIIaThCsl ¢ KOJUIEraMu, JTMYHBIMU KaueCTBaMH U
CIIOCOOHOCTBIO padOTaTh C JIIOJbMH, YETKO U3JIaraTh CBOM MBICJIH, & TAK)KE YMEHUEM CITyIIaTh JPYTUX.

Cekperapb He JOJDKEH pa3[Ipaxarbcs MO MycTsKaM. VI3BeCTHO, YTO yMCTBEHHbIE CIIOCOOHO-
CTH MEXJY JIIObMU MOJEJIEHbl He paBHOMepHO. Y TeM Gosee He Ha/lo U3-3a 9TOro MoJABeprarb Koji-
Jier v nocetuTesel (pupMel gaxke Maseniien kputuke. Kputrka B 9T0# cBsI3U Oecrionie3Ha, moToMy
YTO 3a4acTyI0 BbI3bIBaeT 00May. JIIomM yacTo UCKpeHHe He BUASAT CBOMX HeAocTaTKoB. [Tompobyiite
JIydllle MOHATh, TOYEMY OHM MOCTYNAIOT TakK, a He MHAaye, YTO JIBMXKET UMH, IOMNbITAUTECh AETUKATHO
0OpaTUTh MX BHUMaHKe Ha yryiieHus. COuyBCTBUE K OKPYKAIOIINM, TEPIUMOCTb M JOOPOKeIaTeb-
HOCTb — BOT Ka4ecTBa, KOTOpbIe OYIYT BBICOKO OLIEHEHBI COTPYJHUKAMHU.

NHtepecoBarbces JIIOIbMU, KOTOPbIE IPUXOIAT K BaM B 0(pHC, a TeM Oosiee K 1yT MpreMa Ballero
PYKOBOJZICTBA, HEOOXOJMMO, HO HA B KOEM Cllyyae He ClIeyeT MbITaThCsl 3aMHTEPECcOBaTh KakI0TO
BOLLE/IIEro CBOE MePCOHOM — JIIs ceKpeTapsi 3To 0ojiee YeM aKTYallbHO.

Hano noMuuTh, 4To nocetutenn ouca, Jaxe roBops BaM KOMILTUMEHTBI, MOTYT PacCUUThI-
BaThb, YTO BBI NOBeZETE ce0s1, Kak Ta «BOPOHaA ¢ chipoM» U3 OacHM KpbutoBa. He uckimodeHo, 4To ot
BAC XOTAT MOJ KAaKUM-JIMOO0 OJIaroBUIHBIM MPEAIOrOM MOMYYUTh MH(MOPMAIHIO O (pupMe U ee pyKo-
BOJCTBE, IPUYEM JII0OOTO I1J1aHa, Jae HeraTUBHYI0. M eciiu Bbl 110 CBOE! HAMBHOCTH WJIU HEOIIBITHO-
CTH BOOPYKUTE UX STUMU «KO3BIPSMU» B JIEJIOBOI UI'pe, KOTOPasi BEJETCS C BalllMM HA4yaJIbCTBOM, TO
Ha [eperoBopax B BBIUTPbILIE Oy/IET, K COXAJIEHHUIO, HE Ballle pyKOBOJCTBO. A 3TO paHO WJIY MO3AHO
PACKpOEeT U Ballly, IIyCTb HEBOJIbHYIO, POJIb B 3TOM MI'PE U OTPA3UTCS Ha BCEW JlasbHEHIel Kapbepe.

Yro ke nenarb? A Bce OueHb MpocTo. Bel, Kak nmpeJaHHblil (pupMe COTPYOHMK, CTOSIIIMANA Ha
CTpaXke ee MHTEPECcOB (Beb He CTyyailHO MECTO y CEKpeTapsi 4acTo MpecTaBisieT coO0oi (oprocT y
BXOJla B KAOMHET PyKOBOJCTBA), BMECTO TOTO YTOOBI OONTATh O ceOe U AeNax CBOEro MpeAnpHsTHs,
HaIlpoOTHB, UICKPEHHE MTOMHTEPECYTeCh MOCETUTENISAMHU, A €C/U YacTcs 3aBA3aTh pa3roBop, TO, BO3-
MOXHO, y3HaeTe HeuTo OoJIbliee, YeM Cyxue O(pUINaIbHble JAHHBIE C BUSUTKU. A €CITH MOy YeHHAs
uH(pOpMaIKsa NpuaeTcs KCTaTy, BO3MOXKHO, OyJeT 3aKiIodeHa Onarojapsi BaM yaauHasi CIeiKa Win
YJIyUILIEeHbl YK€ CJIOKUBIINECS OTHOIIEHHUS.

Vawpi6aiitech. [IpuBeTCTBYiiTE MOCETUTENEH PAJOCTHO U C SHTY3HAa3MOM.

C 3TuM ke 4yBCTBOM OTBevaiTe o TenaedoHy. Ilombiraitech U3MEHUTh CBOE HACTPOECHUE
Ha IOJIOKUTENIBHOE U MOCTYIAaTh B COOTBETCTBUM C HUM. COCTOSIHME CUAaCThsl HE 3aBUCHUT OT BHELI-
HUX YCJIOBHIA, OHO BHYTpHU Hac. Haxonsch B OJHOM U TOM ke MecTe U MMesl OIMHaKOBOe (PUHAHCO-
BOE€ COCTOSIHHE, OJITH MOXET ObITh HECUACT/IMB, a APYroi, HA0OOPOT, EPENOHEH cyacTheM. Bara
YJIBIOKA OCBETUT O(PHC U HAIIOJIHUT €T0 APYKECTBEHHOM aTMOCc(epoid, 1 3TO OylIeT NPUTATMBATh K BaM
1 Bauledl (pupMe TOJIBKO MOJIOKUTEIBHO HACTPOSHHBIX JIofiell. HaxoauThes MOCTOSIHHO B COCTOSIHUM
00pOCTH, C YJIBIOKOW Ha YCTax BaM IOMOXET ONTUMM3M, IPUYEM ONTUMU3M KaK 4yepTa XapakTepa
U KaK yOexaeHue, )KU3HEHHAs] YCTaHOBKa.
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BynpTe xopormm ciymniatenem. He nepeduBaiite, 4ToObl pacckasarh o cebe camoM, a Jiydile
3aJaiiTeé YMECTHbIE BOMPOCH], HA KOTOpbIE YEJOBEKY (TIOCETUTETIO WM PYKOBOAUTENIO) MPHUATHO
OyleT OTBETUTH, MOOLIPSIATE €ro, YTOObl OH Kak MOXHO OoJbIle pacckassiBas o cede. ['oBopute ¢
HUM O TOM, 4ero xoueT oH. Eciiu oH Bac 0OBUHsIET, 0Oe30pykuBaiite: «/la, st He mpaBa». OOparnaii-
TeCh K MOTMBAM JIMYHOU 3aMHTEPECOBAHHOCTU U KaK MOKHO PeXe yIoTpeOssaiTe «si».

Obs3atenbHO (PUKCUpYITE JaHHbIE BUSUTOK ToceTuTenei. TpeHupyiite namsTh Ha UMeHa. A
st pUpM, HYXAAIOIIMXCS B CIIOHCOPCKOM TIOMOIIM, OYeHb aKTyalbHbI M IaThl POXKICHUSI PYKOBO-
auTesiel KPYMHBIX 00BbeAMHEHUH, KOTOpbIe CIIOCOOHBI 3TY NOMOIIL OKa3aTh. Y 37ech HaroMUHaHue
CeKpeTapsi CBOeMy PyKOBOJICTBY O HEOOXOAUMOCTH MO3APABUTH MO TeJepOHY MIIM XKe JTUIHO He OCTa-
HEeTCs He 3aMeYeHHBIM. B kpaiiHeM cityyae MOXHO OyJeT BOCIIOJIb30BaThCsl NEKTPOHHOUM MOYTOM,
€CJIM Bbl, KOHEYHO, 3apaHee Mo3a00THINCh 00 ajpece.

Ecnu BBl HaMepeHbI YTO-TO JI0Ka3aTh CBOEMY PYKOBOAMTENIO, TO MOCTApATECh 3TO CHEaTh
MCKYCHO, HE BCTyIasi C HUIM B CIIOPbI, 4, HAIPOTUB, MPETIOAHOCS TO TaK, OYATO ObI 3TO €r0 MHEHHE,
HO OH 1pocTo 3a0bL1. [1pu 3TOM He 3a0yabTe BOCXUTHUTHCS €r0 HAXOJUYMBOCTHIO M TPO3OPIUBOCTHIO.

Yarrie UCTIONB3YNTE BHIPAKEHUS: «51, BOBMOKHO, OIIMOAIOCH» WK ke «CO MHOH 3TO YacTo CITy-
YaeTcsi», a TAKXKe CJI0BA «I0JIaraio», «MHe Tak KakeTcs». He ucrosb3yiiTe KaTeropuueckux 3asiBiie-
HUH.

Ecnu k Bam 00paTrIUCh C BOIIPOCOM, KeJlaTeJIbHO M3HAYAIBHO MTPABUIIBHO €ro MOHSTh. BHUK-
HUTE B TOUKY 3pEHUS U 00CTOATENLCTBA. [J151 STOro He0OOXOOMMO JOCITYIIATh TOBOPSIIETo, He repetu-
Basl, a 3aT€M TOJIBKO OTBe4aTh. YTOOBI OTBET OB TOCTATOYHO TOYHBIM U KOMITIETEHTHBIM, CEKPETapIO
HEoOX0IMMO OBITh B Kypce BCero npoucxopsiero B pupme. OH nmogoOeH pyJaeBoMy y IITypBaia, 1
eMy HaJI0 BEpHO JiepkaTh Kypc, KOTOPBIA YKa3bIBaeT PyKOBOAWTEb OPraHU3alIMH.

N36aBbTech OT BOTHEHM S, KTO Obl TIepe/l BAMH HU CTOSLI, TaKe eCJIA caM TMPe3uISHT. JTO Balll
TIOCT, 3[1€Ch BBl — CaMblii IJIaBHBIIA, U OT TOTO, KAK YBEPEHHO M YETKO BBl OyzieTe padoTaTh, 3aBUCUT
OTHOILICHUE K BaM M KOJUIET, U TIOCETUTENIe, U KOHEUHO K€ PYKOBOJICTBA.

Cnenute 3a cBoedl peubio. IMEHHO OHa SIBJIsSIETCSl MOKa3aTeleM Halllell MHTEeJUTUTEeHTHOCTH.
CnoBa, Mpon3HeCeHHbIE HAMU, TOBOPSIT IPOHUIIATEILHOMY CITyIIaTeNo 00 OOIIECTBE, B KOTOPOM MBI
BpallaeMcsl, yKa3blBaloT Ha YpOBEHb HAIIero 00pa30BaHUsI M KYJIbTYPHI.

KvBuTE CErOMHAIIHUM JHEM, He 3a0uBasi TOJIOBY HEPa3pelIMMBIMKM BUEPAIIHUMHU MpooIie-
MaMH4 ¥ TeM, YTO MOXET IIPOU3OUTH.

COBET. M136aBbTech OT U3NMIIHUX W BIOJHE ONpPaBIaHHBIX OecrOKOWCTB. JlyiieBHoe crio-
KOWCTBHE, KaK 3alax po3, IPUBJICKAET JIOJIEH.

IMoaBoast UTOrM: CIEAyeT MOCTOSHHO MOMHHTB, YTO CEKpeTapb OOIIAETCS C JIIOAbMH, U OT
TOTO, KaK OH yMeeT YNpPaBJIsTh MAMHUKOW CBOETO JIMIA, MHTOHALIMSMU TOJIOCA, KECTAMH, 3aBUCUT
pe3yabTar. JeaMkaTHOCTb, MPeayNpeJUuTeIbHOCTb B OTHOIIEHUSIX C TIOCETUTEIISIMU M COTPYAHUKAMM,
HEKOTOpasi JI0Js apTUCTH3Ma — BCe 9TO 00ECTIeunBaeT YCIEIHYI0 padoTy ceKpeTapsi.

2.2. UMk cekperaps, AeJioBasi *KeHIMHA-NIPodeccrnoHal

HemanoBaxHbpIM KpUTEpHEM XOPOILETO CeKpeTapsl SIBISIETCS STUKET. DTUKET JEJI0OBOM JKEeH-
IIMHBI (2 TAKYI0 JOJDKHOCTB Yallle 3aHUMAIOT MOJIOJIble XKEHIIMHBI), B YACTHOCTH CeKpeTaps, Mpero-
Jlaraet cjie/IoBaHKe JIeCATKaM YCTaHOBJIEHHBIX U OOLIETPUHATHIX MTPABUJI: 3HAKOMCTBO C KJIMEHTaMH,
COMPOBOK/IEHUE PYKOBOAUTENS, IPUCYTCTBHE IPU NIEPErOBOPax, MOIb30BAHNE KOCMETUKOM, yMEHHe
OfIeBaThCs M1 HOCUTB Bellly, Tesle(DOHHBII pa3roBop, yMEHUE CEpBUPOBATh CTONI-(YpILET, Ipe/ICTaBIe-
HYe JIIOfIel IPYT APYTY, CofiepKaHue B ONITUMAIIBHOM MOpPsIIKe paO0vero MecTa, 1aBaTh ey COBEThI
10 BBIOOPY TrajICTyKa, MPUBEAEHUIO B MOPSIOK €ro MPUYECKH, YUCTKE MUIKAKA — OIHUM CJIOBOM,
YHCTO KEHCKUE COBETHI O YXO7y.
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ITHUKET — 1enasi HayKa, KOTOPYI0 He 3psi Ha3bIBAIOT 3QJIOTOM ycriexa B oOIecTBe. JTo Balia
BHUMATEJIbHOCTh, KOPPEKTHOCTh, BHEIITHOCTh, aKCECCYaphl, TOJIOC, TOBE/IEHNE Ha MyOIKe, MaHephI,
KECTUKYJISAMSA. DTO Balll UMUITK.

Buemnuii Bun cekpetapst hopMupyeT MHeHHE 00 yupexkJeHuH B 1ieJioM. BHemHuil Buj cex-
peTapsi TOJKeH ObITh TIIATEIBHO MPOAYMaH, COBPEMEHEH U aKKypaTeH.

B 3aBucuMoCTH OT BpeMeHH rofa KOCTIOM CEKpeTapsi MOXKET OBbIThb YIOOHBIM, MPAKTUYHBIM,
crporuM. BecenoBaTh ¢ 4enoBEKOM, ONETHIM HEPSIILIMBO, HEOMPATHO, HE CIESAIUM 3a COOOM,
HeripusTHO. Takas Gecena ocTaBiIsieT HEraTUBHOE BIleUaTJieHHe O JaHHOW opraHu3anun. CkazaHHOe
OTHOCHUTCS ¥ K BBIOOPY aKCECCYapoB K KOCTIOMY.

Bo mHorux 3amagHeix (upmax TpeOyercsi coOMoaaTh OINpeAeieHHble MpaBiiia B HOIICHUH
OfIEKIbl, HATIPHMED HEJb3s1 HOCUTh OPIOKH — TOJIBKO I00KY AJIMHOM IO cepeinHbl KoeHa. KoneuHo, B
Hallel CTpaHe TaKUX CTPOTMX MPaBUJI HET, HO €CJTM Bbl paboTaeTe B COBMECTHOWM KOMITAHUH, C 3apy-
OeXHBIMH MAPTHEPAMH, TO CIIEYeT MPUICPKUBATHCS HECKOJIBKUX MTPABIII B OJEKIE.

[Ncuxonoru yTBep:kAaIoT, 9TO OPIOUHBIN KOCTIOM Ha JKEHIIMHE, padoTarolei B ouce, He OBbI-
IIIaeT ee aBTOPUTETa, HO B HAIIMX HEMPOCTHIX MOTOAHBIX YCIOBHUSIX OH BHOJMHE yMecTeH. OOBIYHbBIHI
ke pabounil KOCTIOM JIOJKEH COCTOSITh M3 XKakeTa U I00KU cpenHed miiHbl. Heroxo cMotputcs u
OIHOTOHHOE TuIaThe-(PyTIsip (MpsIMOe U MoJyNpHieramiiee, 0e3 BOPOTHUKA, JAJIMHOIO 10 KOJIEH) C
’KaKeTOM TOTO K€ I[BeTa.

COBET. Haubonee onTMaabHBIMU JJII KOCTIOMA CUMTAIOTCS CJIEYIONIUE IIBETa: TEMHO-
CHHUY, TEMHO-CEpbIii, KOPUYHEBBIN, YePHBII, CHE-3eJIeHbIN, OSKeBbIid, CBETIO-cephiil. B ancamoOiie
JOJKHO OBITH He OoJiee TpeX IBETOB.

TkaHb 1)1 KOCTIOMa TIOIOMPAKTe TaKylo, YTOObI K KOHITY pabodero JHS OHa He ToTepsiia BU/I.
JI7151 3TOTO JTydIIe BCero MmoaxXoasAT CMEIIaHHbIe TKaHW, OHU MHYTCsI TOpa3o MeHbine. O0yBb JOKHA
OBITH YIOOHOM, TO3TOMY TY(JIM TTOKYTIaliTe Ha KaOTyke OKoJIo 4 cM. YyJIKK ¥ KOJTOTKH JOJIKHBI OBITh
TOJIBKO HATypaJIbHBIX OTTEHKOB, a Ty(hJIU 1O IBETY COOTBETCTBOBATH IIBETY KOcTioMa. Jlaxke jeTom
HETIPUJIMYHO XOAUTh Ha PadoTy B TY(UIAX WM OOCOHOXKKAX C OTKPBHITHIM MBICOM WJIM TISATKOM. [ist
padoTHl peKOMeH/IyeTCs] CMeHHast OOYBb.

He pexomenyeTcst qONOMHATE pabovnidl KOCTIOM OPOCKUMU, B OCOOCHHOCTH KPYITHBIMU, JTpa-
TOLIEHHBIMH YKPAILIEHUsIMU, HE KPAacUT CEKpeTapsi pa3HOCTUIIbE YKpAIIEHUNA. YKpaIIeHUs JOJKHbI
MOTYEPKUBATH JOCTOMHCTBA KOCTIOMA U €r0 XO3SHKH.

COBET. Otkaxurtech 1 0T OWXyTepuu, 1 OT Oosbimx OpwiuantoB. HeOpockue cepbru u3
30JI0TOrO MeTaJlIa UK cepedpa, 00pydaIbHOE KOJBIIO, LIEMOUKa C KYJIOHOM, Yachl — 3TO JOIMYCTUMBII
MUHHUMYM B JIEIOBOM KOCTIOME.

Tonoc — ¢akToOp, KOTOPHIA MOKET PacHoONIOKUTh K cede KIMeHTa, COOeCeHNKA, KOHKYpEeHTa
WIA OTBEPHYTh OT ce0s Jlake caMoro JIPyKeTioOHO HACTPOESHHOTo YejioBeKa. [ onoc momkeH ObITh
TBEPIbIM, YBEPEHHBIM, HO HE HAJMEHHBIM, HE OTTAJKUBAIOIIMM, He aMOUIMO3HBIM. HyXHO OBITH
MIPe/IeNIbHO BEKJIMBBIM, BHUMATEIbHBIM K BOIIPOCaM KJIMEHTA, TEPIIEIUBBIM U HU B KOEM Cllydae He
paznpaxeHHbIM. Bee, uTo oTpakaercs B rojioce, MpoM3BOAUT COOTBETCTBYOIIEe Bieuarienue. [lep-
BOE BIIEUYATJICHUE HEJIb3s1 IIPOM3BECTH BAXK/IbI, 2 BTOPOW BO3MOKHOCTH MPOSIBUTH ceOsl y CeKpeTapst
MOXeT ¥ He ObITb, €CJIU NIepBOe BlIeUATIICHHUE HenpusiTHOe. VeabHblil BApUAHT — YTOOBI YEJIOBEK, y
KOTOPOTO IIJIOXO€ HACTPOCHHUE, TIOTyBCTBOBAJI ceOst KoM(pOopTHEe, UTOOBI Oy1aroiapst OOIIEHUIO C BAMU
HACTPOEHHE YJIYUIIIIOCh. A Yy’ CHU3UTHCS OHO HUKAK HE TOJKHO.

Kocmernka — Bariie BTopoe JIIO, ¥ 3TO B BallliX pykax. [IoMHHTE, 9TO MaKUsIK JOMKEH ObITh
TOHKUM, JIETKUM U HeOpockuM. L[BeT ryOHOI omMazpl He JOJIKeH KOHTPACTUPOBATh C TaMMOM TeHEH,
BOJIOC, OJICK/Ibl. YIIeNnnTe BHUMAHUE IPUYECKe: OHA AOJDKHA OBITh MPUSATHOM, HE J0JKHA OTAEIBHO
MIPUKOBBIBATh K ce0e BHUMaHHME OKPYKAIOUIMX WA OTBJIEKATh OT JIENOBOM Oecenpl. JIMIO TOIKHO
BBIpaXaTh MHTEPEC K COOECEJHUKY, Ballle BCET/1a XOpoIliee HACTPOSHHUE U IevaTh MbICTM Ha HeM. Crie-
AyeT CJIeAUTD 3a CBOEH KECTHKY/ISAIMEH, He pa3MaxuBaTh pyKaMH, He TIOTUPATh JIAJJ0OHU, HE JIOMATh
Hortu. OKpyXalye JOJKHBI BUJIETh Tiepe/i COOOM B JIHIle ceKpeTaps KBATU(HUITUPOBAHHOTO, JIPY-
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XKEJOOHOTO YeNIOBEKa, BEKJIMBOTO, AUCIUIUTMHAPOBAHHOTO, YIAYIMBOTO, HAJIEKHOTO COTPYAHUKA U
MOMOIIIHUKA 1S 11epa, yMEIOIEero BHITOJHO MPEACTABISTh (pUpMy.

CekpeTapb JOKEH MOCTOSIHHO TyMath O JIMYHOU rurveHe. OcoOeHHO BHUMATEIbHO K BOIIPO-
caM TUTHEHBI HY’)KHO OTHOCHTHCS B jkapkue qHU. He crenyer mosb3oBaTkes mapgpioMepHbIMU Belle-
CTBAMM, UMEIOIIMMHU PE3KO BHIPAXEHHBIN 3anax. Pyku cekpetapst Bcera JOJKHBI ObITh B UICTHBHOM
nopsiake. Ilocse paGoTh ¢ KOMMPOBAJIBHBIM aNIapaToM PyKH ClelyeT 00s13aTeIbHO BEIMBITh, TAK KaK
Ha Majblax OCTAIOTCS CIEIbl OT MOJIB30BAHKS KOMMPOBAJIBHON OyMaroil 1 MOKHO MCHAa4yKaTh JOKY-
MEHTHI, C KOTOPBIMH Pa0OTaeT CeKpeTapb.

U B 3akmouenune Heckoibko 00mux COBETOB o manepax noBeseHHsI JEIOBBIX JKEHIIUH:

1) Bceraa crapaiitech aepkaTh pyKH B IOKOE, HE TepeOuTe MyTrOBUIIbI M PYKaB;

2) He clelyeT «UrpaTh» CBOUM KOJIBLIOM, OXKEPEIbEM, 3aMOYKOM CYMOYKH, HAKPYUYMBaTh Ha
naJielrl mpsiib BOJIOC;

3) B o01iecTBe He MOJ0OAET OYECHIBATHCS, B TOM YMCJIE €POLIUThH BOJIOCHI;

4) He cTpeNsiTe CycTaBaMU MaJblEB, HE MIEJIKAUTE UMU;

5) He pa3pe3aiiTe CTpaHUILIbl XypHaJla pacyecKoi;

6) He cMauMBaiTe TNaJell CJIIOHOM, TUCTast CTPAHUIIBL;

7) He UCNOJIB3YITE HOTOTD MaJbla B KAYeCTBE 3yOOUNCTKHY;

8) He MoKa3bIBaiiTe MayblIEM Ha YTO-IM00, OCOOEHHO Ha UejIOBeKa;

9) HeKpacMBO MOATITUBATH OPIOKU WU UYJIKU Yepe3 IIaThe.

2.3. UTo 10JI2KEH 1 YTO MOKeT CeKpeTapb

To, 4TO JOJIKEH 3HaTh U YMEThb CEKPEeTaph, U3J1araeTcs B KBaIU(PUKAMOHHON XapaKTEePUCTHKE.

KBanndukanuoHHass XapakTepHUCTHKA — 3T0 HOPMAaTUBHBINA JOKYMEHT, YCTAHABJIMBAIO-
M, YTO JOJKEH AeNaTh TOT WM MHOW paOOTHUK Ha CBOel paboTe, 4To OH JOJDKEH 3HaTh M YMETh
IJ151 3TOTO U KAKOB JIOJIKEH ObITh YPOBEHb €0 MOATOTOBKH.

Jonsicnocmuule obs3anHocmu (cexpemaps 0ondiceH ymenv) BHIIOMHAT TeXHUUYECKHE (PYHK-
MM TI0 OOECTEUEHUI0 U OOCTYKMBAHUIO PabOTHl PYKOBOAMTEINS MPEANpUATHs (WM ToApasese-
HUS), IOMOTaTh IUIAHUPOBaTh pabouuii JeHb pykoBoauTens. [lomydaTs HEOOXOAMMBIE PYKOBOIU-
TEJII0 CBEAEHUS OT MOJpa3Je/eH!I UM UCTIOHUTENEH, BbI3bIBATH 110 €r0 NOPYYEHUI0 paOOTHHKOB.
Opranu3oBbIBaTh Tele(OHHBIE NIEPETOBOPbl PYKOBOAMUTENSA, TPUHUMATh U IepeaBaTh Tesle(hOHO-
IPaMMBbl, 3aIMCHIBATh B €r0 OTCYTCTBUE MPUHSTHIE COOOIIEHHS U IOBOAUTSH JI0 CBE/ICHUsI PyKOBOIHU-
TeJs UX couepxaHue. OpraHU30BbBIBATh MMOE3JKM U KOMaHIUPOBKU pykoBoputess. OcylecTBIsATh
paboTy MO TMOATOTOBKE 3acelaHWil U COBEIIAHMH, MPOBOAMMBIX pyKoBoauTeseM (cOOp HeoOXomu-
MBIX MaTe€pUaJIoB, ONOBEIIEHUE YYACTHUKOB O BpEMEHH, MECTe 1 IIOBECTKE JIHs 3aCe/IaHMsI WU COBe-
IIAHUsI, MX PETUCTpaIysl), BECTH U 0(hOpMIISTh IPOTOKOIBL. ObecneunBars pabodee MecTo pyKOBO-
AUTENS KaHUEJISPCKUMU MPUHAUIE)KHOCTSIMU, CPEICTBAMU OPraHU3allMOHHON TEXHUKH, CO3/aBaTh
YCJIOBHS, crlocoOCTBYoIME ero apdextrBHoi padore. [lepenaBars ¥ MpUHUMATh UH(POPMALMIO 110
[IPUEMHO-TIEPETOBOPHBIM YCTPOMCTBAaM, OBICTPO Ievararb M0 YKa3aHUI0 PYKOBOAUTENS pa3jidyHble
Marepuasibl. Bectr JOKyMeHTallMOHHYI0 padoTy, IPMHUMATh NOCTYIAIONIYI0 Ha UMsI PyKOBOIHTES
KOPPECTOHAEHIIMIO, OCYILECTBIIATh €€ CUCTEMATHU3aLMI0 B COOTBETCTBUU C IIPUHATBHIM Ha MPEANpHs-
THHU MOPSIIKOM U TIepeaBaTh MOCJIEe €€ PACCMOTPEHMS PYKOBOAUTEISIM MOApa3/IeIeHUI UM KOHKPET-
HBIM UCIIOJTHUTEJISIM /751 NCTIONB30BaHM S B TIPOLiecce MX padoThl TMOO 1151 OATOTOBKM OTBeTa. Bectn
MH(POPMALIMIOHHOE OOCITY)KUBAHUE PYKOBOIMTENSA U COTPYIHUKOB (YCTHOE, JOKYMEHTHOE, COCTaB-
JISITh 0030PHI IT€YaTH, MPEIOCTABIIATh KOITMK UHTEPECHBIX cTateil). CIeinTh 32 CPOKAMU BBITTOTHEHUS
MOPYYEHUI PYKOBOAUTEINS MO JIMUHBIM 3asBJIEHUAM rpakaad. OpraHu3oBarh MpHeM MOCETUTENEH,
MIPOSAIBJISAS IIPH 9TOM TAKTUYHOCTh M BHUMaHHUE K HUM, COZICIICTBOBATh OIIEPaTUBHOCTH PACCMOTPEHUS
pOChO U MPeJIOKEeHUH paOOTHUKOB, (POPMHUPOBATH Jej1a B COOTBETCTBUM C YTBEPXKIEHHOW HOMEH-
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KJIATYpOH JieJ1, 00ecreurBaTh UX COXPaHHOCTh M B YCTAHOBJIEHHbIE CPOKHM c/1aBaTh B apxuB. Co3na-
BaTh U TOJIL30BAThCS Oa3aMu JIaHHBIX (B TOM 4rcie nHgopmanveit MaTepHeTa).

Cexpemapo dondicer 3HaMe: NESITENLHOCTh (PUPMBI U TOJDKHOCTHBIE O0SI3aHHOCTH M KOMIIETEeH-
[IUM COTPYIHUKOB; TMTOJIOKEHHUS M MIHCTPYKIMHU MO JOKYMEHTAIIIOHHOMY OO€CTIeUeHHUIO; MAITMHOITHCH;
padoTy Ha TIEpCOHAILHOM KOMIIBIOTEPE, COBpEMEHHBIE KOMIIbIOTepHBIe penaktopbl (Word, Excel u
ap.); npaBuwia opdorpadguu M MyHKTyallMK; MOPAJOK PACHONOKEHUsl MaTepuaia Mpyu NeyaTaHuu
pa3IMYHbIX JTOKYMEHTOB; IpaBUJIa SKCIUTyaTaluu o(prucHON oprrexHuku (¢pakcos, MuHu-ATC, Kce-
POKCOB, AUKTO(OHOB, MarHUTO(POHOB); MpaBUJIA MOIb30BAHUS PUEMHO-TIEPETOBOPHBIMU YCTPOIl-
CTBaMH; CTAaHJAPThl YHU(PULIMPOBAHHOIN CUCTEMBI OPraHU3alIMIOHHO-PACTIOPSAUTENIBHON JOKYMEHTa-
L[1H; ITpaBUJIa BHYTPEHHETO TPYJOBOTO Paclopsi/ika; OCHOBbI HAYYHOU OpraHU3alii CEKPETapcKOro
TPy/a; TICUXOJIOTUIO JIIoZIel 1 3aKOHBI 2(h(PEKTUBHON KOMMYHHKALIMH; CITyKEOHBIN STUKET; IPaBIJIa 1
HOPMBI OXPaHbl TPYAa, TEXHUKH O€30MaCHOCTH, IPOU3BOJICTBEHHON CAHUTAPUH U TIPOTUBOIIOKAPHOM
3aLIUThl; THOCTPAHHBII S3bIK KJIMEHTOB U NapTHepoB; TpynoBoii kogeke PO.

sl pa3sBUTHSL U KOHKPETU3aUMKM KBAIM(PUKAIIMOHHOW XapaKTEPUCTUKM HAa MPEANPUATUSIX
(pupmax) pazpadaThBalOTCS TOKHOCTHBIE MHCTPYKIIWY.

JOmXKHOCTHAsE MHCTPYKLMSA — [JIAaBHBI OPraHM3allMOHHO-ITPAaBOBOM JJOKYMEHT, pErJIaMEHTHPY-
IOLUI JIeATEILHOCTh CEKpeTapsl, ONpeesIioIUi ero npana, MoJIokKeHNe B OpraHu3alliu, XapakTep
pabotbl. CekpeTrapb onuMpaeTcsi Ha 9TOT JOKYMEHT B CBOMX B3aMMOOTHOIIEHUSIX C COTPYAHUKAMM.
Uro B JOIKHOCTHOM MHCTPYKLIMU 3aIIMCAHO, TO U CIIPOCUTCS, KaKUe ITpaBa B HEW J1aHbl, T CEKpeTapb
U UMeEeT.

JlOJKHOCTHAsI MHCTPYKLIMS Ha CeKpeTapsi — JOKYMEHT MHVBUYaJIbHbIN, TaK KaK JTOKHOCTD
CeKpeTapsi UMeeT MHOTO rpajaanuil. B ManeHbkoil opranuzanuu (i pupme) cekperapb (cekpe-
Tapb-pedepenT) Oyner oauH. B Oonee KpynmHBIX OpraHM3alysX CEKpeTapyd MOTYT ObITh Y PyKOBO-
OUTEJIS U €r0 3aMECTUTENel, B KaXkJIOM CTPYKTYPHOM Hofpa3zieneHuu. EcTh cekperapu KoJleruu,
yUeHBIE CEKpEeTapy HAyYHbIX COBETOB U T. JI. Y KaXKI0r0O CeKpeTapsi BCeraa UCXos U3 0ObeMOB U Clie-
U(UKY AESITeTbHOCTYA OpraHu3alluy, TpeOOBAaHUI PYKOBOAMTEIIS U €0 JI0BEPHsi K CEKPETapIo CKJla-
IBIBAIOTCS CBOHM KPYT OOSI3aHHOCTEH U MPaB, pa3InuHble COUYETaHHs TBOPUECKHX, JIOTHUECKUX U TeX-
HUYECKHUX BUAOB padoT. B TO ke Bpems CyIiecTByeT TUIIOBOW HaOOp YIPaBJIEHUECKHUX OTEpaIyi 1o
JTOKYMEHTHOMY M O€3[J0KYMEHTHOMY OOCITYKHMBaHHIO, KOTOpPBIE BHIIIONHSIOT Bce cekpeTapu. Kpome
TOT0, 0COOEHHOCTb U CJIOXKHOCTh COCTAaBJICHUS JOKHOCTHON MHCTPYKIIMM CEKpeTapsi 00yCIOBIIEHbI
MHOTOI'PAaHHOCTBIO €T0 JeATeIbHOCTH. [109TOMY HEBO3MOKHO TOBOPHUTH O KAaKOM-JIMOO €IMHOM 3Ta-
JIOHE JIOJI’KHOCTHOUM MHCTPYKITUM ceKpeTapsi (cekpeTrapsi-pedpepeHTa).

20



O. A. DuroaroBa. «500 cOBETOB CEKpETAPIO»

KoHen 03HakoMuUTEJIbHOT0 (pparmMeHra.

Texkcr npenocrasieH OO0 «JIutPec».

[IpounTaiiTe 3Ty KHUTY LIEJIMKOM, KYIMB IIOJHYIO JIEraJbHYIO Bepcuio Ha JlutPec.

BesomnacHo onnatuTh KHUTY MOKHO OaHKOBCKOM Kaprtoit Visa, MasterCard, Maestro, co cuera
MOOWIIBHOTO TenepoHa, C TUIaTeKHOro tepMuHana, B catone MTC wm Cesi3Hoii, yepes PayPal,
WebMoney, fAunekc.densru, QIWI Komesnek, 60HyCHbIME KapTaMu WX APYTUM YIOOHBIM Bam crio-

COOOM.

21


https://www.litres.ru/olga-engovatova/500-sovetov-sekretaru/

	Введение
	Секретарское дело, краткая историческая справка
	Глава 1. Секретарь в структуре управления. Секретарь – лицо фирмы
	1. Статус секретаря, требования, предъявляемые к секретарю
	1.1. Профессиональные и личностные качества секретаря
	1.2. Организация рабочего места секретаря, приемная руководителя

	2. Полномочия секретаря
	2.1. Этика и психология деловых отношений
	2.2. Имидж секретаря, деловая женщина-профессионал
	2.3. Что должен и что может секретарь


	Конец ознакомительного фрагмента.

