CUIABYC
3 Kypcy «Odic-MeHeTKMEeHT
HA OTPUMAHHS CTYNEHI0 BUIIOI OCBITH «0aKaJaBp» 3a creniajbHicTIO
073 «MeHexKMEeHT»
XapkiBchbKHUH HalliOHAJILHUM TeXHIYHMI YHIBepcUTeT
ciibebkoro rocnoaapersa imeni Ilerpa Bacunnenka

O0csar kypey — 3 kpeautu (ECTS): 24 rogun nekuii, 24 roauH — NpakTU4HI 3aHATTS, 42 TOOUH —
camocTiitHa po0oTa, 3aJiK.

Buknagau kypey — KyckoBa Ceitiiana BikropiBHa k.e.H., IOLIeHT KadeIpu oprasizailii BUpOOHUIITBA,
O13Hecy Ta MeHepKMEHTY http://new.khntusg.com.ua/staff/kuskova-svitlana-viktorivna

Omnuc kypcey

IIpepexBizuTu - 0a30Bl 3HaHHS 3 JUCLUIUIIH: YKpaiHChbka MoBa (3a HmpodeciiHUM CHIpsSMYBaHHSM),
MeHeKMEHT.

KopoTtka aHoTanis 1ucuuniing (3arajibHa XapaKTepuCTHKa, 0COOIUBOCTI, IEpeBaru).

Jucuumiiina odgic-MeHeIKMEHT — CIpsSMOBaHA Ha HaJaHHS 3700yBayaM BHIINOi OCBITH LUIICHOI 1
JIOTIYHO TMOCTIJOBHOI CUCTEMHU 3HAHb PO CYThb O(PICHOIO MEHEIKMEHTY, 03HaOMIIEHHS 3 PO3BUTKOM HayKu
0(iCHOI0 MEHE/DKMEHTY, IPUHIUIIAMU, PYHKLIIMH, METOJAMU T4 MEXaHI3MOM YIPaBJIIHHS TOKYMEHTYBAHHS B
yMoBax (QyHKI[IOHYBAHHS MIIPUEMCTB Ta OpraHizalii.

BuB4YeHHs 1aHOI TMCUMILTIHYA 1a€ MOKJIMBICTH 3100yBauy BHIIOI OCBITH:

3HATH: LUIl Ta 3aBJAaHHS, 110 BUPIIIYIOTHCS B MpOLECl opraHizauii podoTu odic-MeHemKepa, OCHOBHI
HaIpsSIMKU JISUIBHOCT1 oic-MeHemKepa, MocaioBl 000B’SI3KM Ta MOPAIOK poOOTH odic-MEeHeKepa, METOIN
3a0e3neyeHHs epeKTuBHOI poboTu odicy, TUNU odiciB Ta NPUHLMNU iX 3a0€3NE4YEHHS, NMPUHOMU JLIOBOTO
CIUIKYBaHHS,

YMITH: pO3pI3HATH THUIIKM CydyacHUX oOQiciB, IJIaHyBaTU poOoYe MiClle, 3aCTOCOBYBAaTH HABUKU
0e3KOH(IIKTHOT KOMYHIKallli, OpraHi3oByBaTH Hapaaud Ta INpe3eHTalli, palioHaJbHO IUIAaHYBAaTH 4ac,
[paloBaTi 3 IHPOPMaLIEO Ta JOKYMEHTaMH, BUKOPUCTOBYBATH HAOYT1 3HAHHS B MPAKTUYHIA €KOHOMIYHII Ta
YIOPaBIIHCHKINA JISIBHOCTI.

Meta kypcy — dopMmyBaHHS y MaiOyTHIX (DaxiBI[IB CHCTEMATH30BAaHOTO KOMILUIEKCY 3HaHb PO METOIU
yHOpaBiiHHSA Cy4acHUM O(iCOM, IPUHLUIY 1 MIAXO0AU 1040 ePEeKTUBHOI opraHizaiii poOoTH cydyacHOTo odicy,
OCHOBHI HAaNpsIMKH JASUIBHOCTI OQic-MeHeKepa, 1H(opMaliifHO-I0KyMeHTalliliHe 3a0e3nedeHHst odic-
MEHEPKMEHTY Ta IpUiioMu 1 3aco0u poOOTH 3 JOKYMEHTaMH.

3aBaaHHsl Kypcy — BUBYEHHS 3arajlbHUX MOJIOKEHb, IPUHIIUIIB Ta METOJIB OpraHizauii pobotu odic-
MEHeKepa, 03HAHOMJIEHHS 13 3acajJaMu Oprasizaumii cydacHoro odicy, OBOJIOJIHHS METOJaMH oprasizarii
KOPIOpaTUBHUX 3aXOJiB, METOJaMU OpraHizaiii NnpuidoMy JIUIOBHX MapTHEPIB, METOJaMU OpraHizamii Ta
MIPOBEJICHHS Ipe3eHTallid, (opMyBaHHS NPAKTUUYHHUX HABUYOK 13 MUTaHb B3aeMOJIi oQic-MeHemlxepa 31
cniBpoOiTHUKaMH 0dicy.

IIpenmeroM HaBYAJAbHOI JUCHUILUIIHM € CHCTEMa 3HaHb IPO CYTh YIPABIIHHA JIIOJACHKUMH,
(1HAaHCOBUMH, MaTepialbHUMH Ta HPOPMaUIiHUMU pecypcaMy, ICTOPII0 HAyKHM MEHEIKMEHTY, MPUHLHUIIY,
(GyHKIIIT, METOJM Ta MEXaHI3M YIPaBIIHHS B yMOBaX (QYHKIIOHYBaHHS MIIPUEMCTB.

KommnerentHicTh, mo 3a0e3nedye. BuBuenHs gucuumuiiHu 3abe3neuye (opmyBaHHS Yy 3700yBauiB
BHINOI OCBITH KOMIIETEHTHOCTEW — 3MaTHICTh MpalIOBaTH B KOMaHJl Ta HAaJaro/pKyBaTH MDKOCOOHMCTICHY
B3aEMOJII0 TMpHW BUpIMICHH]I NpodeciiHuX 3aBlaHb. 3IATHICTh 3AIMCHIOBATH €(PEKTUBHI KOMYHIKAIIIi.
[{inyBaHHs Ta moBara pPI3HOMAHITHOCTI Ta MYJbTUKYIbTYPHOCTI. 3JATHICTh MAIATH Ha OCHOBI ETHYHMX
MIpKyBaHb (MOTHBIB). 3JaTHICTh 3aCTOCOBYBATH €THYHI MNPUHIMOM IIiJ Yac BUKOHAaHHA MHpodeciifHux
000B’s13KIB. 3/1aTHICTh IUIAHYBaTH Ta YNPABISATH YacoM. 3JAaTHICTh O MOIIYKY, OOpoOJIeHHS Ta aHali3zy
iHpopMauii 3 pi3HUX JKepen. HaBuuku MiKOCOOUCTICHOT B3aeMoli. 31aTHICTh IO COLIaIbHOT B3aeMOAI, 110
CHIBPOOITHUITBA i po3B’s3aHHS KOHQIIKTIB. 31aTHICT 3a0€311e4yBaTi JOTPUMaHHS HOPMAaTHUBHO-IIPABOBUX Ta
MOPaJIbHO-€TUYHUX HOPM MOBEIIHKU. 3aTHICTh BUKOPUCTOBYBATU CUCTEMY €JIEKTPOHHOTO IOKyMEHTOOOITY.

Pe3yibTaT HaBYaHHA - B pe3y/lbTaTi BUBYEHHS KypCy CTYIEHTH MOXYTh 3aCTOCOBYBAaTH 3HAHHS
JepXKaBHOT MOBM JUisi (OpMYyBaHHS IUIOBMX MamepiB 1 CHUIKYBaHHS Yy mpodeciiiHiil AisuibHOCTI. Bwmitn
MpaloBaTH SK CaMOCTIHHO, TaK 1 B KOMaH[I, MPOSBIATH JIIEPChKI SAKOCT1 Ta BIAMOBINAIBHICTH Yy POOOTI,
JNOTPUMYBATUCA €TUYHUX MPUHLUIIB, IOBaXaTH IHAMBIIyaJlbHE Ta KYJbTypHE PI3HOMAHITTA. YMITH
KOPHUCTYBaTUCSI CHCTEMOIO EJEKTPOHHOTO TOKYMEHTOOOI'y. YMITH 3A1ACHIOBATH TIONMIYK Ta Yy3araJbHEHHS
iHpopMallii, poOUTH BUCHOBKH 1 pOpPMYIIIOBaTH peKOMEHAalLlli B Mexax cBo€i komneTeHii. [IpoBoauTtu Hapaau
Ta Ipe3eHTallll, 3aCTOCOBYBaTH Hale(EeKTHBHIII1 CTHJI MOBEAIHKM B KOH(MIIKTHIA cuTyauii. PamionanbHO
BUKOPUCTOBYBAaTH 4ac, YIpPaBJISATH MOTOKOM Bi/IBilyBadiB; BUKOPUCTOBYBATH TEXHIYH1 3aCO0M YHIpaBIIHHSL.




JleMoHCTpYBaTH 3aTHICTH [ISATA COILIAJBHO BIAMOBINATRHO Ta TPOMAACHKOCBIZOMO HAa OCHOBI ETHYHHUX
MIpKyBaHb (MOTHBIB), MOBary J0 pI3HOMAaHITHOCTI Ta MDKKynbTypHOCTL. Ckiazaté Ta 0QOpMIIIOBaTH
JOKYMEHTH: OpTraHi3amiifHO-pO3MOpsaadi, 3 0COOOBOrO CKJIaay, 3 TOCIOJAPCHKOI Ta 30BHINTHBOEKOHOMIUYHOL
nisuibHOCTL. DOpMyBaTH MOTOKM JIOKYMEHTIB, OpPraHi3oBYBaTH MOPSAOK MPOXO/HKEHHS 1 BHUKOHAHHS
JNOKYMEHTIB. BUKOpHCTOBYBaTH KOMII' FOTEpHI IPOrpaMu aBTOMAaTH3allii JUII0BOJICTBA.
CrpykTypa Kypey
3micToBuii MmoayJb 1. OcHOBHI BuIM po6oTH B odici Ta ci1y:K00Bi 000B*sI3KM MeHeIKepa

Tema 1. OCHOBHI IPUHIMIH 0(IC-MEHEHKMEHTY.

Tema 2. Eproromika odicy.

Tema 3. I[ndopmariiine Ta JoKyMeHTaIliiiHe 3a0e3nedeHHs odicy.

Tewma 4. JlokyMeHTYBaHHS yIPaBIIHCHKOT A1SJIBHOCTI M1IPUEMCTBA.

Tema 5. Indopmarriiine 3a0e3ne4eHHS KEPIBHHUKIB.

Tema 6. ImanyBannst po6oTu odic-MeHeKeEpa.

3micToBuii MoayIb 2. YHpaB/liHChbKa NMpals Ta ii HayKoBa oprasizauis

Tewma 7. Opranizanis GyHKIIOHYBaHHS YIIPaBJIIHHS CIIPaBaMH.

Tema 8. 'ocoapcreka IisIbHICTE 0(ic-MeHemKepa.

Tema 9. Komynikartii B oici.

Tewma 10. YrpasiinHa G13Hec-KOMYHIKaIisIMU B 0dici.

Tema 11. Ynpaniaus nepcoHaiom odicy.

Tewma 12. TIpodeciiina eTuka 1 BHyTpIIHbOO(ICHI BITHOCUHHU CHIBPOOITHUKIB 0QICYy.

IosiTuka Kypey — k0 H1 GOpMHU MOPYIICHHS aKaJAEMIYHOT JOOPOYECHOCTI HE TOJEPYIOThCS. Y BUIAJKY
TaKMUX MOAINA — pearyBaHHs BiAnoBinHO 10 [TosoxkeHHs mpo akaaeMiyHy AOOPOYECHICTh YYACHHUKIB OCBITHHOTO
IIPOLIECY.

CucremMa OUiHIOBAHHA - OIIHIOBAaHHS MPOBOAUTHCS 3a 100-0anpHOO mIKayo0. bamu HapaxoBYyOThCS 3a
HACTYITHUM CITIBBIIHOIIEHHSM: 3MICTOBHM Moyib 1 — 50 % cemecTpoBoi o1iHKY; 3MicTOBUN Moayib 2 — 50 %
CEMECTPOBOT OIIIHKH.
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