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B Hacrosiee Bpemst nmpoceccus cekperapsi-pedpepeHTa siBisieTcsi OJHON U3

caMbIX BOCTpeOOBAHHBIX HA PhIHKE TPY/Ja, KaK CpeAM COUCKATeNel, TaK U cpeu
padoroaareneil. Cekperapb pyKOBOAUTENISI TOJKEH HE TOJBKO OBICTPO TMevaTaTh

Y MIPAaBUJIBHO OPOPMIISITH JOKYMEHTHI, HO M COCTaBJISITh TEKCTHI Pa3IMUHBIX
JOKYMEHTOB, PeJaKTUPOBATh MPOEKThI, PAIIMOHATILHO OPraHU30BaTh MpUeM
noceTutene u TenedoHHoe 00CTyKUBAaHUE, CAMOCTOSITESTLHO pelliaTh MHOTHE
BOMPOCH! B COOTBETCTBUM C TIOPYUEHHBIMU OT PYKOBOAUTEIISI YKA3aHUSIMH.
OcHOBHas 11eJ1b KHUT JAHHOU CEPUM — MOMOYb HAUMHAIOIIEMY CeKpeTaplo n30exaTh
omurOOK B paboTe, 4YeTKO 3HaTh CBOM (DYHKIIMHU, OOSI3aHHOCTH U JJOJKHOCTHBIE
UHCTPYKIIUU.
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Coaep:xanue

[MonsiTue npodeccuu cekperapsi-pedepeHTa
KoHer| 03HaKOMHTEBHOTO (hparMeHTa.
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Niabsa MeabHHUKOB
Tannbl cekperapsi-pechepeHTa: Kak
CTaTh HEe3aMEeHHMbIM CEKpeTapeM

IonsaTne nmpodeccuu cekperaps-pecgepenra

CeronHs Ha pbIHKe Tpya Ipodeccusi cekpeTaps-pedepeHTa, Noxaiyi, camast paclpocTpaHeH-
Hasl, KaK Cpeld COMCKatesel, Tak U cpeau padoronareneid. He ciydaitHO roBopsT: XOpOILIHi ceKpe-
Tapb — Ha Bec 3oi0Ta. [Ipodeccus cekperaps, noxanyi, camas 61am3kas k npodeccun akrepa. Crie-
HKa 1 CJIOKHOCTh padOTHI CEKpeTapsi CBA3aHa C TeM, YTO OH BCeraa Ha BUIY, B LIGHTPe OOIIECHUS
C PYKOBOJICTBOM, KOJUIETaMH, KJIMEHTaMU. YJIbIOKa, MPUATHBIN T0JI0C, JIeTKas MOXO/IKa, YBEPEHHbIE
JKECTBI U 100POKENATEIBHOCTh HE3ABUCUMO OT HACTPOEHUs CO3Jal0T 0co0ylo aTMocdepy B oduce.

Xopowmuid cekperapb — 3T0, Ipexae Bcero, npogeccroHasn! OCHOBBI CEKPETAPCKOTrO Jielia
MOXHO OCBOUTb 32 CPABHUTEJILHO KOPOTKUI MEPUOJ BPEMEHH, a HACTOsAIIee MAaCTepCTBO, KaK U B
moOo# podeccuu, MPUXOIUT C TOTAMHU.

UYro e npeacrasiiseT coOoi mpodeccus cekperapb-pedepeHT, 1 moyeMy OHa Tak Nomy/isipHa?
CroBO «ceKkpeTapb» MPOUCXOIUT OT CPEAHEBEKOBOTO «secretarius» v epBOHAYaIbHO O3HAYAIO JI0BE-
peHHoe ymno. Ceiyac CMBICT CJIOBa OCTAJICS TeM ke, HO pruooOpest Ooree MMpPOKOoe HANlOJTHEHNE.

ITockonpKy yIpaBleHUECKMA MEepCOHA] HErocylapCTBEHHBIX KOMMEPUYECKMX OpraHu3allvi,
KaK MpaBUJjIo, JOCTATOYHO HEBEJIUK, TO PYKOBOAUTEIM 3TUX (PUPM 3aHUMAIOTCSI B OCHOBHOM pellie-
HUEM OCHOBHBIX IPOM3BOACTBEHHBIX BOIPOCOB, CTPATErMUECKMMH MPOOIEMaMU pa3BUTUSL CBOUX
NPEAINPUATHI, a 3HAUUTEJIbHYIO YacThb YIIPABJIEHUECKOU (B MEPBYIO OYepe/ib — aIMUHUCTPATUBHOM)
paboThl MOPYUalOT CBOMM cekpetapsiM. CekpeTapb pyKOBOAUTEINSI COBPEMEHHOW (PUPMBI JOJIKEH He
TOJIBKO OBICTPO eYaTaTh U MPABUIILHO OPOPMJIIATH IOKYMEHTBI, HO ¥ COCTABJIATh TEKCThI PA3IMYHBIX
JOKYMEHTOB, peJaKTUPOBATh MPOEKThI, HE TOJIBKO PALMOHAIbHO OPraHU30BaTh IIPUEM MOCETUTENEH
U TenedoHHOe 0O0CTyKMBaHME, HO M CAMOCTOSITENIbHO pelllaTh MHOTHE BOIIPOCHL B COOTBETCTBUU C
MOPYUYEHHBIMU OT PYKOBOIUTEIS YKa3aHUAMU. DTa HOBasi PA3HOBUIHOCTb CEKPETApCKO podeccuut
NOJTyYmJIa Ha3BaHUe cekpemapsi-peghepenma.

Cexkpetapb-pedepeHT — 3T0 MOMOLIHUK pyKoBoauTess. CyIecTByeT HECKOJIBKO ONpe/le/IeHui
npodeccun cekpeTapsi:

1) PaGoTHUK, BeAaoMil 1eIONPOU3BOICTBOM YUPEKACHUS, MPEANPUATUS U T. II., a TaKKe
BE/1yLIMI JIEJIOBYIO IIEPETTUCKY OTIEIBHOIO JHLA. Takke B 00S3aHHOCTU CeKpeTapsl BXOIUT IPUEM U
yueT Tesle(DOHHBIX 3BOHKOB, CBSI3b MEXK/y OTAEIAMU U YIPABJICHUSAMHU OpraHU3aLHH.

2) Tot, KTO Be/ieT MPOTOKOJ cOOpaHus, 3ace/laHusl, a TaKXkKe CJECAUT 3a COOMIOICHUEM pervia-
MEHTa.

3) BbIOOpHBII pyKOBOAWTENb KaKOK-TMOO OpraHu3aliy, Kakoro-ioo opraHa. Vinm oauH u3
YJICHOB KaKOro-JIm00 BHIOOPHOTO OpraHa, BeJAOIIHi eJIONPON3BOICTBOM U TEKYIIel paboTol opra-
HU3aLIMOHHO-UCTIOJTHUTEIBHOIO XapaKkTepa.

4) PykoBoauTeb, OTBEYAIOIINI 32 TEKYILYIO0 paOOTy yUpekAeHHUs MM KaKOro-JIMO0 Oprasa.

PedepeHT — 3T0 HOKHOCTHOE JIMIIO KAKOrO-TMOO YUPEKICHUS, CIEIMANCT He TOJNBKO B
00J1aCTH CEeKpEeTapcKoro Jeja, Ho M B cepe OCHOBHOMW JIeSITENIBHOCTH (PMPMBI; OH TOTOBHUT pellie-
HUS, JOKJIa/bl, OTYETHI, BBICTYIUICHUs] PyKOBOIUTES, AHAIUTUYECKUE JOKYMEHTbI; KOHCYIbTUPYET
TI0 OMpe/IeIeHHBIM BOITPOCaM; aHAJTM3UPYET CUTYAIMIO ¥ IPUHUMAET y4acTue B pa3paboTKe crpare-
T'MU U TAKTUKU JESATEIbHOCTH (PUPMBI.

Cexkpetapb-pedepeHT BbIIOIHAET KOMOMHUPOBaHHBIE 00SI3aHHOCTH CEKpeTaps U peepeHTa.
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Cekperapb-pedepeHT — 3TO JAOBEPEHHOE JIMIIO PYKOBOJUTEJIS, BJIAJEIONIEe OINpe/ieIeHHOM
nH(pOopMaIyer 1 0CBOOOKIaloIIee CBOEro Imeda oT TeKyIel padoThl, YTOOB! JaTh eMY BO3MOKHOCTD
COCPEOTOUUTHCS Ha PEIIeHNH OCHOBHBIX BOIPOCOB JIESITELHOCTH NpeanpusaTus. biaronaps padote
cekperapsi-pedepeHTa pyKOBOOHUTEIh MOKET MAaKCMMAIbHO CKOHLIEHTPUPOBATHCS HA BBHITIOTHEHUU
CBOMX IIPO(PECCHOHAIIBHBIX 3a]au.

CyTb paboThl cekperapsi-pedpepeHTa 3aKII0vaeTcsl B BEJEHUH [eJOMpPOU3BOICTBA MPEIpH-
SITUsI, AETOBOM MEPEenyCKy, OCYIIECTBICHUM TpueMa nocetutenieid. Takxke B 00s3aHHOCTH CeKpe-
Tapsi-pepepeHTa BXOIUT MTPUEM U yUeT Tele(pOHHBIX 3BOHKOB, CBSI3b MEXIy OTJeIaMH MPeIpUATHS,
TMOJITOTOBKA JIOKJIAOB, KOHCYJIbTaMu. CHHcoK 00si3aHHOCTEN ceKpeTapsi-pedepeHTa JOCTaTOYHO
IJIMHHBIA ¥ pa3HooOpasHbiid. Bce 3aBUCHT OT crielurKy KOMIAHUM U €r0 COOCTBEHHOW KBAJIU-
ukarpu. OCHOBHbBIE OOSI3aHHOCTU: OCYLIECTBIISATh TIOATOTOBKY HEOOXOOUMBIX JOKYMEHTOB, OOec-
NeynBaTh (PMHAHCOBO-XO3SUCTBEHHYIO JEATEbHOCTb NPEANpUATHS, 0OecreunBarh MpHeM, y4eT,
PErUCTpaIvio, KOHTPOJIb UCTIOJTHEHUSI JIOKYMEHTOB, MH(OPMALMOHHO-CIIPABOYHOE OOCTYKUBAHUE
U XpaHeHHe TOKyMEHTHON WMH(pOpPMAIK, KOHTPOJIUPOBATh KAUYECTBO MOATOTOBKHU, MPABUILHOCTD
COCTaBJICHUS1, COIJIACOBAHUS, YTBEPIK/ICHUSI TIOKYMEHTOB, ITPE/ICTABIISIEMbBIX HA IOAIUCH PYKOBOJICTBY
MIPEATIPUSATHSI.
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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.
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