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AHHOTaAIMA

B Hacrosiiee Bpems npodeccusi cekperapsi-pedepeHTa ABisieTcs
OHOW W3 CaMbIX BOCTPeOOBAHHBIX Ha PHIHKE Tpyda, Kak
cpeiu Ccouckatesed, Tak W cpeau padortomareneit. Cekperapb
PYKOBOIUTENSI NOJMKEH HE TOJNBKO OBICTPO MevyaraTh W IMPaBUIBHO
0pOpMIIATh TOKYMEHTHl, HO U COCTAaBJISATh TEKCTHl PA3TUYHBIX
JOKYMEHTOB, PEeAaKTHPOBATh MPOEKTHI, PAIMIOHAIBHO OPraHW30BaTh
npueM noceTutesiedt 1 TeaeoHHOe 00CTyKUBAHUE, CAMOCTOSITENTLHO
pemarb MHOIM€ BOIPOCBI B COOTBETCTBMU C TIOPYYEHHBIMH OT
pykoBoauTesist ykazaHussMu. OCHOBHAS 11eJIb KHUT JaHHOW CEpUr —
MOMOYb HAUYMHAIOIIIEMY CEK peTapio n30exkaTh OMOOK B paboTe, YETKO
3HATh CBOM (hYHKIIUH, 00SI3aHHOCTU M JOJIKHOCTHBIE MHCTPYKITUM.,



Conep:kanue

[TonsTne npodeccun cekperapsi-pedepeHra
KoHer 03HakOMUTENBHOTO (pparMeHTa.



Niabsa MeJbHUKOB
Tannbl cekperapsi-
pedrepeHTa: KaK Ccrarhb
He3aMeHHMbIM CEeKpeTapeM

Ilonsitue npodeccun
cekperapsi-pecepeHTa

CerongHs Ha pbIHKE Tpyna npodeccus cekperaps-pedepeHra,
NOXAIYH, camasi paclipoCTpaHeHHasl, KaK Cpey COUCKaTelei,
Tak U cpeau padoroparenedi. He ciy4yailHO TOBOPSIT: XOpOIIUA
cekperapb — Ha Bec 30j10T1a. [Ipodeccus cexkperaps, Noxanyi,
camas Onm3Kas K npogeccun akrepa. Crneuudurka u cJI0KHOCTb
paboTHI cCeKpeTapsi CBsI3aHa C TeM, YTO OH BCEr/la Ha BUY, B LIeH-
Tpe OOIIEHUS C PyKOBOJCTBOM, KOJUIETaMH, KJIMEHTaMU. YIIbIO-
Ka, IPUSATHBIN TOJIOC, JIETKasl MOXO/IKa, yBEPEHHbIE KECTHI U 100-
POXeaTesIbHOCTh HE3aBUCUMO OT HACTPOEHUSI CO3AAI0T 0COOYIO
atmocdepy B oduce.

Xopommii cekpeTapb — 3T0, Mpexae Bcero, mpodeccronan!
OCHOBBI CEKPETAPCKOTO eJ1a MOKHO OCBOUTH 32 CPABHUTEIBLHO
KOPOTKMIA MEpUOJ] BPEMEHH, a HACTOsIIIIEE MAacTePCTBO, KaK U B
o060 npodeccuut, MPUXOIUT C TOIAMH.



Yro xe mpencrarisier codor mpodeccust cekperapb-pede-
PEHT, 1 1oyemMy oHa Tak nomyJsipHa? ClIOBO «ceKpeTapb» Mpo-
UCXOIUT OT CPETHEBEKOBOIO «secretarius» M MepBOHAYAIBHO
03HauaJio JoBepeHHoe Juio. Ceityac CMbICT CJI0BA OCTAJICS TEM
ke, HO TIproOpet OoJiee IMMPOKOe HATTOJTHEHHE.

[TockoupKy ynpaBIeHYECKUH MEPCOHAN HETOCYAAPCTBEHHBIX
KOMMEPUECKUX OpraHu3alvii, Kak MpaBUjo, JOCTaTOUHO HeBe-
JIMK, TO PyKOBOAUTEIN ITUX (PUPM 3aHUMAIOTCSI B OCHOBHOM pe-
IIIEHUEM OCHOBHBIX MTPOM3BOICTBEHHBIX BOIIPOCOB, CTpaTernye-
CKMUMHM MPOOTeMaMy Pa3BUTHS CBOMX MPEANPUATHIA, a 3HAYM-
TeJIbHYIO YacTh YIpaBJIEeHYECKOH (B IEPBYIO OYepe/ib — aIMUHU-
CTpaTUBHOM) paGOThl MOPYYAIOT CBOMM cekpetapsiM. CekpeTapb
PYKOBOIUTEJISI COBPEMEHHOM (PUPMBI JIOJKEH HE TOJIBKO OBICT-
PO neyaTaTh ¥ MpaBUJIbHO 0OPMIIATH TIOKYMEHTBI, HO U COCTaB-
JISITh TEKCTHI PA3JIMYHBIX IOKYMEHTOB, PEIaKTUPOBATh ITPOEKTHI,
HE TOJIbKO palliOHAJIbHO OPraHM30BaTh ITPUEM [TOCETUTENIEN U Te-
nehoHHOE OOCITYKMBAHUE, HO U CAMOCTOSITEIbHO peliaTh MHO-
rvie BOMPOCH B COOTBETCTBUU C MOPYYEHHBIMU OT PYKOBOJAWTE-
JIs1 YKa3aHUSMU. DTa HOBasi PA3HOBUHOCTbh CEKPETAPCKOW MPO-
(peccun nonyunia Ha3BaHUE cekpemapsi-pepeperma.

Cekperapb-pedepeHT — 370 oMOIIHUK pykoBoauTens. Cy-
LIECTBYET HECKOJIBKO OIpENesICHUH MMPO(ECCUU CeKpeTaps:

1) PaboTHuK, BemaoImuii 1eI0MpOU3BOACTBOM yUpPEKACHHS,
NPEJNPUATHSA U T. I1., & TAKKE BEAYIIUA IEJOBYIO IEPENUCKY OT-
JenbpHOro Jutia. Takske B 00513aHHOCTU CEKpeTapsi BXOIUT MPUEM
Y y4eT Tesie(pOHHBIX 3BOHKOB, CBSI3b MEXK/1y OT/IEIaMU U yIIpaB-



JIEHUSIMU OpTraHU3aIuu.

2) ToT, KTO BefieT MPOTOKON COOpaHMsI, 3aCeaHus, a TaKKe
CIIEZIUT 32 COOJTIOICHNEM peryiaMeHTa.

3) BeiOOpHBINi pyKOBOIMTENh KAKOK-TMOO OpraHu3aIim, Ka-
KOro-nm6o oprana. Mm onuH 13 4IeHOB KaKOro-JIMOO BEIOOPHO-
0 OpraHa, BeJIaioIIni JIEJIOMPON3BOACTBOM U TeKyIIel padboToun
OpraHU3aIMOHHO-UCTIOTHUTEILHOTO XapaKTepa.

4) PykoBonguTesb, OTBEYAIOIIMI 3a TEKYyILyl0 paboTy yupe-
KJIEHUS WA KaKoro-JIMO0O opraHa.

PedepeHT — 3T0 TOIKHOCTHOE JIMIIO KaKOro-JIMO0 yUupesk/e-
HYS$I, CIICITUAJIMCT HE TOJIbKO B OOJIACTH CEKPETapCKOro Jena, HO
U B cepe OCHOBHOM JIeSITeIbHOCTH (PUPMbI; OH TOTOBUT pellie-
HUMSI, TOKJIaJIbl, OTYEThI, BBICTYIUICHUs PYKOBOIMTEJIS, aHATUTH-
YecKHe JIOKYMEHThI; KOHCYJIbTUPYET TIO OIpeeIeHHbIM BOIPO-
caM; aHaJIM3UPYET CUTYAIMIO U TPUHUMAET yJacThe B pa3padoT-
K€ CTpaTeruy U TaKTUKH JICATETILHOCTU (PUPMBI.

Cekpertapb-pedepeHT BHIIONHSET KOMOWHHPOBAHHBIE 005
3aHHOCTH CeKpeTaps U pedepeHTa.

Cekpetapb-pedepeHT — 3TO JOBEPEHHOE JIUI0 PYKOBOIMTE-
JI51, BIajeloniee onpeeseHHoN nHhopMalenn 1 0CBOOOX 1al0-
11ee CBoero mieda oT TeKyIen padoThl, YTOOBI 1aTh EMY BO3MOXK-
HOCTb COCPEIOTOUUTHCS HA PEIIEHUHA OCHOBHBIX BOIPOCOB Jie-
STENILHOCTU TpeanpusaTusi. brarogapst pabote cekperapsi-pede-
pEeHTa PYKOBOAUTEIh MOKET MAKCUMAJIbHO CKOHIIEHTPUPOBATh-
Cs1 HA BBITIOJIHEHUU CBOMX NPO(heCCHOHATBHBIX 3a/a4.

CyTb paboThI cekpeTapsi-pepepeHTa 3aKI0uaeTCcsl B BeJCHUN



JeJIONPOU3BOAICTBA MPEANPUSTHS, AEOBOM MEPEenucKH, OcCy-
IIECTBJICHNY TIpueMa nocetuteseit. Takxke B 00S3aHHOCTH CeK-
perapsi-pepepeHTa BXOIUT MPUEM U yueT TeleOHHBIX 3BOH-
KOB, CBSI3b M€y OTIEJIaMU NPEeJNpUsTHS, IOATOTOBKA JTOKJIa-
J0B, KOoHCynbTaiu. Crmcok o0s3aHHOCTEN cekpeTapsi-pede-
pPEeHTa JOCTATOYHO JJIMHHBIA M pa3HoOOpa3Hbiid. Bce 3aBucHT
OT crielM(pUKN KOMITAHUU U €r0 COOCTBEHHON KBaJTM(PUKAIIUU.
OcHOBHBIE 0OSI3aHHOCTH: OCYIIECTBJISATH MOATOTOBKY HEOOXO/IU-
MBIX JIOKYMEHTOB, oOecneunBarh (hUHAHCOBO-XO3MCTBEHHYIO
JesITeIbHOCTh TIPEATIPUSTHSI, 00ECTIeYnBaTh MPHUEM, YIeT, Peru-
CTpaIyio, KOHTPOJIb UCTIOJIHEHUS] JOKYMEHTOB, MH(OPMAIIUOH-
HO-CIIPAaBOYHOE OOCITyKMBAaHUE W XPaHEHUE JIOKYMEHTHON MH-
(popmaiy, KOHTPOIMPOBATh KAYECTBO MOArOTOBKU, MPABUIIb-
HOCTh COCTaBJICHUSI, COTJIACOBAHM S, YTBEP:KACHUSI JOKYMEHTOB,
MPEJCTaBISEMbIX Ha MOAMUCH PYKOBOACTBY TIPEIIPUSITHS.



Konen 03HaKOMUTEJLHOI'O
¢dparmenra.

Tekct npenocraBieH OO0 «JIutPec».

[IpounTaiiTe STy KHUTY LIEJIMKOM, KYIIUB TOJIHYIO JIETATbHYIO
Bepcuio Ha JIutPec.
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