HAPEQBA N2 2 ot 26 sHyapm 2022 r. 3a npuaobuBaHe Ha
kBanundpukauma no npodecusarta "Oduc-cekperap"”

B cuna ot 04.02.2022 .
N3papeHa oT MMHUCTBLPa Ha 06bpa3oBaHMETO M HayKaTa

O6H. [B. 6p.10 oT 4 cbeBpyapu 2022 r.

Paspen 1.
061K NonoXxxeHus

Yn. 1. C Ta3n Hapeaba ce onpenens AbpxXaBHUAT obpa3oBaTeneH cTaHaapT
(AOC) 3a npuaobuBaHeTo Ha KBanudukauma no npodecusata 346020 "Odwuc-
cekpetap" oT obnact Ha o6pa3oBaHme "CTONAHCKO YynpaBneHne u
aaAMUHUCTpaumsa" u  npodecmoHanHo HanpaeneHune 346 "CekpeTtapcku u
aAMUHUCTPaTUBHU oduc agenHoctn" cbrnacHo Cnumcbka Ha npodecuute 3a
npodecnoHanHo obpasoBaHune U obydyeHuMe no un. 6, an. 1 oT 3akoHa 3a
npodecnoHanHoTo obpa3oBaHue n obyyeHune.

Un. 2. [ObpxaBHuAT obpas3osaTesieH CTaHAapT 3a npuaobuBaHeTo Ha
kBanudukauma no npodecusta 346020 "Odwuc-cekpetap"  CbriacHo
NPUNOXEHMETO KbM Ta3u Hapenba onpenens M3ncKkBaHuATa 3a npugobmeaHeTo
Ha BTOpa CTeneH Ha npodecnoHanHa Keanmdukaumsa 3a cneunanHoct 3460201
"AAMUHUCTpPATMBHO 0b6CnyxBaHe".

Yn. 3. Bb3 ocHoBa Ha [10OC no un. 1 1 pamkoBuUTe nporpamm no 4n. 10, an.
3, T. 2, 3 n 6 oT 3aKkoHa 3a npodecnoHanHoTo obpasoBaHue n obydyeHue ce
paspaboTBaT TMNOBM y4ebHM nNnaHoBe 3a ydyeHuuu, ydyebHuM nnaHose 3a nuua,
HaBbpwunu 16 roanHun, n yyebHm nporpamMm 3a obyyeHMeTo NO cneymasHoOCTTa
no un. 2.

Paspen 1I.
Cbabpi)kaHue Ha Abp)>XaBHUA obpa3oBaTeneH craHaapT

Yn. 4. (1) ObpxaBHuAT obpasoBaTeneH cTtaHAapT no un. 1 onpeaens
M3NCKBaHMATA KbM KaHAMAATUTE, OMMUCaHUETO Ha npodecuaTa, eauHuuuTe
pe3ynTaTu OT YYEHETO, M3NCKBAHUATA KbM MaTepuanHarta 6a3a n n3mMcKBaHuATa
KbM obyuaBawmTe.

(2) [OvbpxaBHumAT ob6bpas3oBaTeneH craHaapT 3a npuaobuBaHe Ha
kBanndukaumsa no npodecuata 346020 "Odwuc-cekpetap" Bkao4uBa obuwaTta,
oTpacnoBaTa M crneumduyHata npodecnmoHasnHa nNoAroToBka C HeobxoauMuTe
npoecuoHasiHW  KOMMETEHTHOCTM, KOWUTO rapaHTMpatr Ha oby4yaemus
Bb3MOXHOCTT@ 3a YhnpaxHsBaHe Ha npodecnata cnea 3aBbpliBaHe Ha
obyueHueTo.

MpexoaHu 1 3akaOuYnUTENHN pasnopeanbm

§ 1. (1) Tunosute y4yebHu nnaHose no 4n. 3, pa3paboTeHn Bb3 OCHOBA Ha
Ta3n Hapeaba, ce npunarat oT ydyebHaTa 2022/2023 roanHa 3@ y4eHUUnUTE, KOUTO
OT Ta3u rogmMHa 3anouysaT obyyeHMeTo cu 3a npuaobusBaHe Ha npodecrnoHanHa
KBanmdukaumsa no npodecusaTa.

(2) YuyeHuuute, KOMUTO ca npuetn 3a obydyeHume 3a npugobmeBaHe Ha
npodecnoHanHa keanudunkaumsa no npodecnsta B cUCTeEMaTa Ha YUYUIMULWHOTO
obpasoBaHme ao ydebHata 2021/2022 rogmHa BKAKYUUTENHO, ce obyyaBaT u



3aBbpluBaT 0byyeHMeTo cu no yyebHmuTe nnaHose M yyebHUTE NporpamMu, KOUTO
ca AencTBanm Npu NOCTbNBaAHETO UM.

(3) JlnuaTta, HasbpwmnM 16 rogmHU, KOUTO KbM BSIN3aHE B CU1a Ha Ta3wu
Hapeaba ce obyyaBaT B KBaIMPUKALMOHEH KypC, 3aBbpliBaT 06yyeHneTo cun no
y4yebHuTe nnaHoBe n yyebHUTe nporpaMmm, No KOMTO Ca 3anoyHanun.

§ 2. Tasn Hapenba ce n3gasa Ha OCHOBaHMe 4. 22, an. 6 BbB Bpb3Ka C YJl.
22, an. 2, T. 6 OT 3aKOHa 3a NpeayYUSIULLHOTO M YUYUIULWHOTO obpa3oBaHue u
oTMeHsa Hapepba N2 34 ot 2012 r. 3a npuaobuBaHe Ha KBanudwukaumsa no
npodecuaTta "Oduc-cekpetap" (4B, 6p. 15 ot 2012 r.).

§ 3. HapenbaTa BnM3a B cuMna oT AeHA Ha o6HapoaBaHeTo M B "[bp)kaBeH
BECTHUK".

MpunoxeHmne KbM Y. 2

ObprxaBeH obpa3oBaTesieH cTaHAapT 3a npuao6buBaHe Ha kBanudukaumsa
no npodecusarta "Odcduc-cekperap"

MpodecnoHanHo HanpasneHue:

346 CekpeTapCkn U aAMUHUCTPATMBHN O0PUC AENHOCTU

HanMeHoBaHMe Ha npodecuara:

346020 |[Oduc-cekpetap

CneuunanHocTt CreneH Ha HwnBo no HuBo no
npodecnoHanHa HauwnoHanHa EBponeincka
KBanudukaumsa |KeanmpukaunoHHalksanmbukaumoHHa
pamka (HKP) pamka (EKP)
3460201 (AAMUHNCTPATUBHO BTopa 3 3
obcnyxBaHe

1. NIauckBaHns KbM KaHaAnAaTUTE

1.1. I3nckBaHns KbM KaHAMAATUTE 3a BXOAALWO MUHMManNHO obpa3soBaTenHo
n/mnn  kBanUdWUKaAUMOHHO paBHUWeE 3a npuaobvBaHe Ha CTeneH Ha
npodecnoHanHa KeanndukKaumsa CbrnacHo 3akoHa 3@ npodecmoHanHoTo
obpa3zoBaHue n obyyenme (3M0O0O)

3a npuaobmBaHe Ha BTOpa cTeneH Ha npodecnmoHanHa Keanndukauus rno
npodecunata "Oduc-cekpetap" ot Cnucbka Ha npodecmute 3a npodecnoHanHo
obpasoBaHue un oby4yeHue no un. 6, an. 1 ot 3MNOO (yTBLPAEH OT MMHUCTBPA Ha
obpa3oBaHMeTo N HaykaTa cbC 3anoseq N° P[1-09-413 ot 12.05.2003 r., nocn. usm.
cbCc 3anosea N° P[-09-4493 ot 18.11.2021 r.) m3ncKkBaHUsATa 3a BXOAALLOTO
MWHMUMaNHoO obpas3oBaTesiHO paBHULLE KbM KaHAnWAATUTE ca:

¢ 33 y4YeHMUM - 3aBbpLUEHO OCHOBHO obpa3oBaHue

e 3a NMua, HaBbpPLWWAN 16 roaMHM - 3aBbpLUEH MbPBU NMMMHa3ManeH eTan.

N3nckBaHeTo 3a BXOASAWO MWHUMANIHO KBanUMUKaUMOHHO paBHMULLE Mpwu
npoab/KaBawo npodecnoHanHo obpasoBaHne U obydyeHne e npuagobuta
KBanudmkaumsa no npodecms c Nbpea CTeneH Ha npodecmoHanHa Keanndpukaums
oT obnact Ha obpa3oBaHme "CTONaAHCKO ynpaBaeHne n agMuHucCTpaums”.

34paBOCNOBHOTO CbCTOSIHME HA KaHauaaTa ce yaocToBepsiBa C MeANLMHCKMU
AOKYMEHT, AOKa3Ball, 4Ye npodecusaTa, no KoATo xenae ga ce obyyasa, He My e
NpoTUBOMNOKa3Ha.

1.2. BanngmpaHe Ha npodecnoHanHn 3HaHUs, YMEHUS U KOMMNETEHTHOCTHU



MpunaobusaHeTo Ha kBanudpukaumsa no npodecmnaTta "Odwuc-cekpetap" vnm
4acT OT Hesa 4ype3 BanuaupaHe Ha npuaobutn ¢ HedopManHo wan MHbOpManHoO
yyeHe pe3ynTatu OT yYEeHEeTO Ce ocCbluecTBsaBa cbrniacHo Hapeaba N2 2 ot 2014 .
3a ycnoBusATa M pefa 3a BanuaumpaHe Ha npodeCcUoHasnHU 3HaHWUS, YMEHUS U
KOMMETEHTHOCTU, n3gageHa OoT MMHUCTbpa Ha obpa3oBaHWeTO M HaykaTta (4B, 6p.
96 ot 2014 r.).

2. OnncaHne Ha npogecnsita

2.1. TpyaooBu AEMHOCTUN, OTFTOBOPHOCTU, JIMYHOCTHU KadecTBa, 0C06eHOCTM Ha
ycnosusita Ha Tpy4, obopyaBaHe n MHCTPYMEHTU, U3UCKBAHMS 3a YrpaXKHSBaHe Ha
npodecusaTa, onpeneneHn B 3aKOHOBM WM MOA3aKOHOBWM aKToBe (34paBOC/IOBHO
CbCTOSAHME, NPaBOCNOCOBHOCT M1 Ap.)

Odwunc-cekpeTapsT ocblLeCcTBSBa TpyAoBaTa CUM AEMHOCT B OpraHm3auum OT
pa3/IMYHM OTpacnM Ha WMKOHOMMKATA, AbpXXaBHaTa agMUHUCTpauus, HGUHAHCOBMU
WHCTUTYUMN W 4p.

Odwunc-cekpeTapsaT cnasBa HopMmaTuBHaTa 6as3a, CBbp3aHa C KOHKpeTHaTa
AEVHOCT B OpraHmM3auusaTta; M3nb/HABa TexHU4Yeckn ¢GyHKUMM BbB Bpb3Ka C
paboTata Ha pPbKOBOAHW SMUA WU CNYXUTENN; MU3BbPLUBA AENHOCTU, CBbpP3aHU C
AOKYMeHTOo0o60poTa Ha OpraHusaumsaTa; npueMa, npeaasa n obpaborsa Bxoasiua v
n3xoasilla KOpecrnoHAEeHUMss M S Haco4yBa 3a pasrnexaaHe OT pbKoBoOAUTENS,
pPa3/IMYHUTE OTAEIN WAN KOHKPETHWU W3MbJHUTENU; CbCTaBs W cucTeMaTusmpa
pa3/IMYHM BMAOBE AOKYMEHTM, CBbpP3aHM C TeKyllaTa paboTa Ha opraHuM3auumaTa;
cnasBa npaswuiarta 3a permcrpupaHe, CbxpaHeHne N apxmBmpaHe Ha JOKYMEHTUTE;
npveMa, perucTtpupa v npegasa, cfef pe3oiouns OT pbKOBOAUTENS, BXOAsALWMTe
AOKYMEHTW MO CbOTBETHUTE HanpaBieHWsl, KaTo C/iean 3a CPOKOBEeTe; npuema u
KoopauHupa TenedoHHN obaxaaHnsa U MMCMEHN CbOBLLIEHUS MO eleKTPOHHAa NoLwa;
pabotn ¢ 6aza AgaHHM W NporpaMeH MNpoOAyKT 3a MoJsiydeHaTa M u3npaTeHaTa
KOpeCcrnoHAEHUNS; ocurypsisa npMeMa Ha BbHLUHW MOCETUTENMN B CbOTBETCTBME C
yCTaHOBEHMS pea.

Odwunc-cekpeTapsT oTroBaps 3a LUs/I0CTHaTa opraHusaums npu NnpoBeXxXaaHeTo
Ha 3acefaHusi, CbBellaHWs MU AefI0BU Cpellm, KaTo ocurypsisa Heobxogmmute
mMaTepuanHu ycnoBusa - 3ana, obopyasaHe, yBeaoMsBa y4aCTHUUMTE 3@ BPeEMETO,
MSICTOTO U AHEBHMS pea, Nnocpella M HacTaHsiBa NapTHbOPUTE U/WUAN KIIMEHTUTE.
YyactBa B paboTHM Cpelim N CbBellaHuns, Kato BOAM NPOTOKON M ro odopMs no
noaxoAslw, HayuMH 3@ W3NoNA3BaHe OT pPbKOBOAUTENS WAW ApPYr nepcoHan oT
opraHusaumsaTa; OCbLLeCcTBsSBa NMMCMEHA N eNeKTPOHHA AenloBa KOpeCnoHAEHUMS U
6u3HeC KOMyHMKauMsa Ha O6barapckm W 4yxa e3ukK; ciean W ocurypsiea
CHabasBaHeTO C HeobxoamMmuTe KaHuenapckm v oduc maTtepumanu; nognomara
KOOPAMHUPAHETO M M3MbJIHEHMETO Ha 3a4ayuTe, BKIOYEHWM B CEOMUYHUSA WK
AHEBHUSA nNnaH-rpadMKk Ha  pPbKOBOAUTENS; MOAroTBS  MbTyBaHMATA  Ha
PbKOBOAMTENSA U Ha NMpuapyXXasawmTe ro vua B CTpaHaTa U B YyxbuHa, nonbsiBa
CTaHAAPTHM OTYETHM AOKYMEHTW, CBbpP3aHM C pasxoamTe no obcnyxBaHe Ha
AenHocTTa B odumca.

Odwunc-cekpeTapsaT oTroBaps 3a ed@eKTMBHOTO W MpPaBUIHO M3MON3BaHe Ha
UMYLLECTBOTO M MpeaocTaBeHaTa 3a MNosi3BaHe MaTtepuanHo-TexHuyecka 6asa Ha
opraHusaumsaTa, HeAonyCKaHe Ha pasxXuLLEHNs 1 3n10ynoTpebn npu M3non3BaHeTo
Ha MaTepuann M KOHCYMaTMBM, KAuyeCTBOTO Ha OpraHu3aumsaita rno TeEXHUYECKOTO
obcnyxxBaHe Ha paboTHM cpelwmn 1 3acefaHuns, 4ONYCHATU rpeLwwKn Npu CbCTaBsHe,
obpaboTBaHe, nonyyaBaHe 1 nNpeaaBaHe Ha 6GM3HeC KopeCcnoHAEeHUUATa, Ona3BaHe
Ha pMpMeHUTe TalHU KU KoHduaeHUManHa nHopMauus Ha opraHusaumsTa.

B cBoaTa penHocT oduc-cekpeTapsaT wu3nonsea oducobopyaBaHeTo B
CbOTBETCTBME C WHCTpyKuMnTe 3a 6e3o0nacHM ycnosms Ha Tpya M 3a
npoTneonoxapHa 6e3o0nacHoCT.

3a ynpaxHsiBaHe Ha npodecnsata ca HeobXoANMU KOMYHUKATUBHU U
OpraHM3aTopCckn CNOCOBHOCTU, KaKTO N YMeHUs 3a paboTa B eKun, MHULMATUBHOCT,



NPeuM3HOCT, KOPEKTHOCT, OTFOBOPHOCT, TONEpPaHTHOCT W AefIMKATHOCT B
cny>xebHnTe B3aMMOOTHOLLEHMS.

Mpn u3NbAHEHMEe Ha TpyaoBuUTe [AEeMHOCTU oduC-CeKpeTapaT crnassa
€TUYHUTE NpaBwusia N HOPMU Ha NoBeAeHue npu paboTaTta C KIIMEHTU U CNYXUTENN.
Mopabpka A06bp BbHWEH BUA M KYyNTypa Ha noBeAdeHue, CbAEnCTBalLM 3a
N3rpaxaaHeTo 1 NoaabpXXaHeTo Ha A406poTo MMe Ha opraHusaumsTa.

PaboTHOTO MACTO Ha oduc-cekpeTaps e B paboTHO nomelleHne, o63aBeaeHo
c noaxoaawm opuc mebenu n o6opyasaHo C KOMMNKOTbP, CKEHEP, KONUPHA MalUMHa,
TenedoH, BbTpelwlHa ueHTpana, 1aMMHaTop, Ypea 3a YHULLOXaBaHe Ha AOKYMEHTU
(wpenep), MyntTumMeams, Kage MalumHa v ap.

PaboTHOTO BpeMe Ha oduc-cekpeTaps € C HOopMasiHa MPOABL/IHKUTENHOCT B
cboTBeTCcTBME C Kogekca Ha Tpyaa.

2.2. Bb3MOXXHOCTM 3a NpoAb/iXaBaHe Ha NpodeCcnoHanHOTO 0byyeHune

Mpnaobunute npodecmoHanHa kBanudukauma no npodecuata "Odwuc-
cekpeTtap" wMoraT ga npoab/mkar obyyeHumeTo cu no pgpyra npodecma oT
npodecnoHanHo HanpasneHune "CekpeTapckm W aaMUHUCTPATUBHU  OduUC
AENHOCTM", aKo OTroBapsAT Ha YCNOBUSATA 3a BXOAALWO MUHMMANHO obpa3oBaTesiHO
paBHULWE, pernaMmeHTMpaHo B 3akoHa 3a npodecmoHanHoTo obpa3oBaHue WU
obyuyeHne (3MNOO) m B pamkoBuTe nporpamu. [lpu obydyeHneTo eanHUuUTe
pe3ynTaTtn oT y4yeHeTo no obwaTta npodgecruoHasiHa NoOAroToBka v No oTpacnosara
npodecnoHanHa NoArotToBKa ce 3a4ymTar.

Mpy NpoabMKaBaLoTO NpodecnoHanHo obydeHune ce opraHmsnpa obyyeHue
3a YCBOSIBaHEe Ha eAuMHULUMTE pe3ynTaTh OT YYEHETO, KOUTO NiMuaTta He nputexasar.

2.3. Bb3MOXHOCTM 3a npodecruoHanHa peanmsaumsa CbrnacHo HaunoHanHarta
knacubukauma Ha npodecuunte n anbxHoctute (HKMA - 2011) B Penybnuka
Bvnrapusa, ytebpaeHa cbc 3anoseg N2 PA-01-931 ot 27.12.2010 r. Ha MUHUCTBpPaA
Ha TpyZa u couunasnHarta noauTtuka, nNocs. n3M. n gon. ceC 3anoses N2 PA-01-105
oT 23.12.2020 .

MNpupoobunute BTOpa CTeneH Ha npodecuoHanHa Keanudukaumsa no
npodecunata "Oduc- cekpetap" mMoraT ga nocTbnBaT Ha paboTa Ha AMbXHOCTK,
BKJTHOYEHU B €AVHUNYHU rpynun 3343 AOMUHUCTPATUBHU N U3NMBJIHUTENHU CEKPETapu,
4120 CekpeTapu € 06WM DYHKUMU, KAKTO U APYTN ATBXHOCTWU, AOMbJIHEHU MpU
cnepBawm aktyanmsauum Ha HKMA.

3. EanHuym pesyntatu ot yyeHeto (EPY)

3.1. CNncbK Ha eanHUUNTE pe3ynTaTu OT yYeHe U Ha pe3yaTaTuTe OT y4yeHe
(PY) no BuaoBe npodecmoHanHa noaArotToska

EPY no o6buwa npodecuvoHanHa noarotoBka - eAuMHHa 3a BCUYKMU
npodecum c BTOpa cTeneH Ha npocgecnmoHasiHa kBanucpukaums

EPY 1. 3apaBocnioBHuU 1 6e30nacHu YCNoBuA Ha Tpya

1.1. PY lNMpwunara npasunarta n MHcTpykuumte 3a 3bYT

1.2. PY YuacTtBa B opraH13auudaTa 3a orna3BaHe Ha OKOJIHaTa cpeja

1.3. PY YuyacTBa B 0OBflaasiBaHETO Ha PUCKOBU U aBapuiHW CUTyauum

EPY 2. lkoHOMUKKA

2.1. PY lNo3HaBa oCHOBUTE Ha NasapHaTa MKOHOMUKA

2.2. PY MNo3HaBa XapaKTepUCTUKMUTE Ha AENHOCTTa Ha NpeanpusTMeTo

EPY 3. MNpeanpuemayecTso

3.1. PY lNo3HaBa OCHOBUTE Ha NpeanpuemMa4vyecTsoTo

3.2. PY ®opmMmupa npegrnpuemMayecko nosegeHme

EPY no ortpacnoBa npocdecumoHasiHa NOAroTtoBKa - eAMHHaA 3a
npodecuntre oOT npodecuoHanHo HanpasneHue "CekpeTtapckmu wu
aAMMHUCTPATUBHU ocpuncC gernHocTn"

EPY 4. VM3non3eaHe Ha WHAOPMAUNOHHWU U KOMYHWUKALUMOHHWU TEXHONOrUK

(UKT) B npodecroHanHaTa AeWHOCT
4.1. PY O6paboTBa nHdopmaumsa n ceabpkanme ¢ KT



4.2. PY OcbuwecTteaBa KOMyHuKaumsa yupes UKT

4.3. PY Cb3paBa umdpoBo cbabpxaHue ¢ KT

EPY 5. OpraHu3auns Ha Ae/1I0BOAHATA AENHOCT

5.1. PY OpraHnusupa npoueca Ha paboTta

5.2. PY M3nbnHsBa KayeCTBEHO TPyAOBUTE AENHOCTH

5.3. PY O6paboTtBa 1 knacudbuumpa pasimyHn BUAOBE AOKYMEHTU
EPY 6. busHec KOMYHUKAUNA W YV e3UK

6.1. PY ObuwyBa eeKTMBHO B paboTeH ekun

6.2. PY Boau edekTnBHa 6usHec KOMyHUKaLUS

6.3. PY Bnagee 4uyxa e3uK, CBbp3aH C npodecmoHanHaTa 4eNHOCT

EPY 7. [MpodecnoHasHa eTUKA U

npMeHa Kyntypa

7.1. PY Mpunara eTnyHmn npaBuia 3a obllyBaHe CbC CNYXUTENU U BbHLUHMK

KOHTpPAreHTun

7.2. PY Cbpencrsa 3a yTBbpXaaBaHe Ha (hMpMeHaTa KynTypa
EPY no cneuncdmuyHa npocdecmoHasiHa NOAroToBka 3a cneuymasiHOCT
"AAMMHUCTPATUBHO 06cny>xBaHe" - BTOpa creneH Ha npodecuoHasiHa

KBanudukaums

EPY 8. [lesioBa KopecrnoHaeHUNS

8.1. PY PaboTu ¢ pasnuyHn BUAOBE AOKYMEHTH

8.2. PY OtroBaps 3a aokyMeHToO60pOTa

EPY 9. OpraHu3aung Ha AeN0BU CPEeLLN U MEPONPUATUSA

9.1. PY OpraHunsupa npoBexaaHeTo Ha Aenosun/paboTHn cpewm n cebutms
9.2. PY N3roTesa rpaduum 1 pasnpocTtpaHsBa MHpopMaumaTa 40 CbOTBETHUTE

aapecaTu

9.3. PY lNoarotea AOKYMEHTANIHO NbTYBAHMSA N KOMaHANPOBKMN

EPY 10. KoMNOOTbpeH MallnMHONUC 1 TekcToobpaboTeaHe
10.1. PY Cb3paBa TeKCTOBM AOKYMEHTW C npunaraHe Ha BAC wn apyru

cTaHaapT

10.2. PY PepakTtnpa TekcToBu dannose
10.3. PY ApxuBupa Tekctosu damnnose

EPY 11. CreHorpadunpade v aeLim

npaHe

11.1. PY Boan cteHorpadCckm 3anuckm

11.2. PY ewwundpupa cteHorpadCcky 3anmckm

3.2. OnucaHne Ha eguHUumMTe pesynTtaTtu ot ydeHe (EPY)

EPY no o6buwa npodecuvoHanHa noarotoBka - eAuMHHa 3a BCUYKMU
npodecum c BTOpa cTeneH Ha npocdecmoHasnHa kBanucpukaumsa ot Crnoo

EPY 1
HaummeHoBaHue ([3apaBocnoBHU 1 6e30nacHU yCnoBuS Ha TpyA
Ha eAuHMUaTa:
Huso no HKP: 3
Huso no EKP: 3
HanMmeHoBaHue |[Odwuc-cekpeTtap

Ha npodecuara:

HuBo no HKP: 3

Huso no EKP: 3

PesynTart oT Mpunara npasunarta n MHCTpyKuunTte 3a 3bYT

yuyeHe 1.1:

3HaHus e [lo3HaBa pa3nopeabuTe 3a ocurypsiBaHe Ha 34paBOC/IOBHU U

6e3onacHu ycnosusa Ha Tpya Ha paboTHOTO MACTO
e 36posiBa OCHOBHUTE MEpPKM 3a 3alunTa 1 cpeacTBaTa 3a
CUrHanmMsauusa u MapkupoBKa 3a ocurypssaHe Ha 3bYT




¢ [lo3HaBa HOpMaTUBHUTE pa3nopeabu N MHCTPYKUUUTE,
Kacaeln ocurypssaHeTo Ha 34paBoOCNoBHN K 6e30onacHu
yC/I0BMS Ha TPYA 3@ KOHKpeTHaTa TpyAoBa AeNHOCT

¢ [No3HaBa NposiBUTE Ha NpodecruoHasneH cTpec

YMeHus

e [lpunara npasunaTa 3a 34paBOCNOBHU 1 6e30nacHu ycnoBus
Ha TpyA

e ObcnyxBa npaBusiHO 1 6e3onacHO opuUC TeEXHUKaTa

e [lpunara HeobXxoAMMUTE MEPKK 3a 3aluuTa

e I3non3ea 3HaunTe M CUrHanuTe 3a ocurypsiaHe Ha 3bYT

e [lpynara pasnmMyHM NoAXoAmM 3a NnpeBeHLns Ha
npodecnoHanHmsa cTpec

KoMmnereHTHOCTM

e YyacTBa B npoueca Ha ocurypsiBaHe Ha 6e3omacHOCT npwm
paboTtaTa

e OcbluecTBsIBa TpyAoBaTa AeNHOCT, KaTo cnas3Ba
HOpMaTMBHMUTE pa3nopeabu 3a ocurypsisaHe Ha 34paBOCIOBHMU
n 6e3onacHM ycnoBms Ha Tpya Ha paboTHOTO MSCTO

Pe3ynrtar ot
ydyeHe 1.2:

YyacTBa B opraHm3saumaTa 3a ona3BaHe Ha OKoJiHaTa cpea

3HaHuA

e [Mo3HaBa pa3nopeabuTe 3a onasBaHe Ha OKOJIHATa cpeaa
e ONncBa OCHOBHUTE U3NCKBAHWS 3@ pa3fefiHo CbbupaHe Ha
oTnaabLUM

e [Mo3HaBa pa3nopeaduTe 3a CbXpaHeHWEe, U3MON3BaHe U
N3XBBbPJ/ISHE Ha OMacHW oTnaabLm

YMeHus

e Pasno3HaBa ornacHu oTnagbum

e CbXxpaHsiBa ONacHM oTnagbum n nsnesnmn ot ynotpeba
mMaTepuann, KOHCyMaTuBM U APYrn NMpu cna3BaHe TEXHOOrnsaTa
3a cbbupaHe 1 peunkanpaHe

e CnasBa pa3nopeabute 3a onasBaHe Ha OKOJIHaTa cpeaa

KoMmnereHTHOCTM

e I3nbnHABa TpyaoBaTa AEMHOCT Npu cnasBaHe U3MCKBaHUSATa
“ NpaBuiaTa 3a onasBaHe Ha OKOJIHaTa cpesa

PesynTtar ot
ydyeHe 1.3:

YyacTBa B OBNaAsiBaHETO Ha PUCKOBM WU aBapUMHU CUTyauLmm

3HaHuAa

e [locouBa OCHOBHUTE PUCKOBU M aBapUMNHU CUTYaLUK

e OnuceBa OCHOBHUTE U3NCKBAHWUS 3@ OCUTypsiBaHe Ha
aBapuiHa 6e3onacHoCT

¢ 136posiBa OCHOBHUTE CTbMNKM 3a AENCTBUSA NpU aBapuun 1
aBapuinHN cUTyaumm

e Onucea BMaoOBeETE TPAaBMM U METOAUTE 3@ OKa3BaHe Ha NbpBa
nomoty

YMeHus

e Pazno3HaBa pMCKOBETe, KOUTO MoraTt Aa AoBeaat A0
Bb3HWKBAHE Ha NoxXap u/wnun asapus

e Cna3sBa U3NCKBaHMATA 3@ OCUINypSIBAHE Ha NoXxapHa u
aBapuiiHa 6e3onacHocCT

e Cnassa npasBwuiaTta 3a AeNCTBUS NPV aBapum 1 aBapumnHm
cuTyaumm

e Oka3Ba NbpBa NOMOL, Ha NocTpajanu Npu aBapus

KoMnereHTHOCTM

e YyacTBa B OBJIaAsiBAaHETO Ha Bb3HWKHAN NoXap u/unun aBapus
B CbOTBETCTBME C YCTAHOBEHUTE BbTPELUHO-(PUPMEHM NpaBuna
3a noxkapHa v aBapuiiHa 6e3onacHoOCT

CpencrBa 3a
oueHsiBaHe:

CpenctBo 1:
e PellaBaHe Ha TecT




CpenctBo 2:
e PelwsaBaHe Ha Ka3yc No 3ajafeH cueHapumn

YcnoBusa 3a
npoBe)aaHe Ha

3a cpeactea 1 mn 2:
e YyebeH kabuHet

oL eHsiBaHeTo:

Kputepum 3a 3a cpeacTso 1:

oueHsiBaHe: Bnapee TeopeTuyHM 3HAHUSA 3a:
* 3MCKBAHUATA 3a ocurypsieaHe Ha 6e30nacHOCT 1 3apase npu
paboTa
e IpeBaHTUBHATa AEMNHOCT 3a Ona3BaHe Ha OKoJiHaTa cpeda
® OB/lAASABAHETO HA aBapuUMUHN CUTyaLMM N OKa3BaAHETO Ha
NbpBa NOMOL, Ha NOCTpajanu
3a cpeacTso 2:
e /136upa 6bP30 N yBEPEHO HaN-aAeKBATHUSA TUMN NOBeAEHME
npu 3ajgageHarta pMckoBa cuTyauus
e BApHO 1 TOYHO onpeaens HeobxoaMMUTe AEeNCTBUS 3a
OKa3BaHe Ha NMbpBa NOMOLL

EPY 2

HanMmeHoBaHue (l/IKoHOMUKa

Ha eAMHMUaTa:

HuBo no HKP: 3

HuBo no EKP: 3

HaummeHoBaHue |[Odwuc-cekpetap

Ha npodecusnra:

Huso no HKP: 3

Huso no EKP: 3

Pe3synTtart ot
yyeHe 2.1:

[lo3HaBa OCHOBUTE Ha MasapHaTa MKOHOMWKa

3HaHuAa

e [lo3HaBa OCHOBHM MNOSIOXEHMS OT obLiaTa Teopms Ha
nasapHaTta NKOHOMWKa

¢ 136posiBa OCHOBHM MKOHOMWYECKN SIBSIEHUSA U NpobieMu
e [locouBa ponisiTa Ha AbpXKaBaTa B NasapHaTa MKOHOMMKaA
¢ /136posBa BMagoBeTE NKOHOMUYECKN cybekTn B 61U3Heca

YMeHunsn

e PazrpaHnyaBa pyHKUMUTE HA PA3/IMYHUTE MKOHOMMUYECKHN
cybekTn

e IHopMMpa ce 3a ycnewHn NpakTUyecku npuMepu 3a
yrnpasJieHMe Ha pa3iMyHn 6M3HEC HAaUMHaHUS

KoMnereHTHOCTH

e lgeHTUdMUMpa yCNewHn NpakTUYeckn npumepm 3a
yrnpaBfieHMe Ha BM3HEC HaUMHaHUSA

Pe3synTtart ot
yuyeHe 2.2:

MNMo3HaBa XapaKTEPUCTUKUTE Ha AENHOCTTa Ha NpeanpuUaTUETO

3HaHuA

¢ [lo3HaBa OCHOBUTE Ha NAa3apHOTO TbpPCEHE

e OnucBa NpMHUMNUTE Ha NA3apHOTO NpeaJsiaraHe un
paBHOBecCHe

e [lednHMpPa OCHOBHN MKOHOMUYECKKN MOHATUSA - MPUXOAN,
pasxoaun, neyanba, peHTabnnHocTt

¢ [To3HaBa OCHOBHMTE OTFOBOPHOCTM Ha paboTelinTe B
npeanpusTNeTo




e ONMCBa A/TbXXHOCTHUTE XapaKTEPUCTUKUN U U3NCKBAHUATA KbM
rnepcoHana

YMeHus

e O6sCHsIBa AEMHOCTTa Ha OpraHM3aunsiTa B KOHTEKCTa Ha
OCHOBHW MKOHOMWYECKN NPUHLMIMN U NOHATUS

e B geiiHoOCTTa CcM OTYMTa NPUHLUMNNTE Ha Na3apHO TbPCEHE U
npeanaraHe

¢ CbobpassiBa OCHOBHUTE OTrOBOPHOCTWU Ha paboTelmTe B
npeanpusTUETo

e OTYMTa ATbXHOCTHUTE XapaKTEPUCTUKU N UBUCKBAHMSATA KbM
nepcoHasna

KoMneTreHTHOCTH

e Onncea u 06siCHsIBa AEMHOCTTa Ha opraHusaumsTa B
KOHTEKCTa Ha OCHOBHW MKOHOMWYECKM MPUHLMAN N NOHATUS
e /3BbpLUBa TPYAOBUTE AENHOCTU NpPU CNa3BaHe Ha
nepapxnmyHMTEe NPUHUMNN U CbOBPa3HO ANbXHOCTHATA
XapaKTepucTuka

CpencrBa 3a
oueHsiBaHe:

Cpeactso 1:

e [TMCMEH M3NUT/TECT

CpenctBO 2:

e PelsaBaHe Ha Ka3yc No 3adafeH cueHapumn

YcnoBusa 3a
npoeeXaaHe Ha

3a cpeactea 1 n 2:
e YyebeH kabuHeTt

oL eHsiBaHeTo:

Kputepum 3a 3a cpeacTso 1:

oLeHsiBaHe: e Bnagee OCHOBHUTE TeOpPEeTUYHM 3HAHUSA B obnacTtTa Ha
WKOHOMMKATA
3a cpeacTso 2:
e BApHO, TOYHO N MOTUBMPAHO onNpeaens AEeNCTBUATA 3a
pa3peluaBaHe Ha nNpob-
fleMa B 3ajajeHunsa Kasyc/cueHapumn

EPY 3

HauvnMmeHoBaHue ([pegnpuemayectso

Ha egMHMUaTa:

HuBo no HKP: 3

Hueo no EKP: 3

HaummeHoBaHue |[Odwuc-cekpetap

Ha npodecunara:

HuBo no HKP: 3

Hueo no EKP: 3

Pe3synTtart ot [lo3HaBa OCHOBUTE Ha NMpearnpnmemMayecTBoTo

yudyeHe 3.1:

3HaHus e Onucea CbLWHOCTTA Ha NpeanpMeEMAYeCcTBOTO
e [lo3HaBa NpUHUMNUTE Ha nNpeanpueMadyeckaTa AenHOCT
e [locouBa BMAOBETE NpeanpueMavyeckm yMeHus

YMeHusn e Habnwogasa npegnpmveMadyeckuTe npouecu, CBbp3aHu C
AEeNHOoCTTa My
e YyacTBa B npegnpmeMadeckm MHMUMATUBKN B AadeHns busHec
CeKTop

KoMneTeHTHOCTM | e [peanara HOBM MAen 3a YCNELWHO U3NbJIHEHME Ha TPyAOBUTE

OEeNHOCTU




Pesynrar ot
yuyeHe 3.2:

dopmMunpa npeanprueMayvyecko noeBeaeHune

3HaHuA

e [lo3HaBa XapaKTEPUCTUKUTE Ha NpeanpnueMadyeckoTo
noeeaeHme

e /136posiBa BMAOBETE NpeanpmeMadyecko noseaeHme

e Onucea aKkTopuTe, KOUTO BAUSAAT BbPXY
npeanpneMayeckoTo noseaeHue

e 136posiBa 3HaUYMMM 3a ynpaxKHsBaHaTa npodecms coumanHu
N INYHOCTHWN YMEHMUS

YMeHus

e [Mpunara B AeHOCTTa CM NOAXOASLIMN NpeanpueMadeckm naen
e [MpaBuK NpeanoxeHusa 3a nogobpsisaHe Ha paboTaTa
e YyacTBa C naeun npu U3nbJHEHUETO Ha PAabOTHM NPOEKTH

KoMmnereHTHOCTM

e [lpeanara peleHus 3a oNTUMU3NpPaAHE Ha TPyaAOBUTE
OENHOCTU

CpeacrBa 3a
oueHsiBaHe:

Cpeactso 1:

e [lncMeH mnanut/Tecrt

CpenctBo 2:

e PelwaBaHe Ha Ka3yc No 3adafeH cueHapumn

YcnoBusa 3a
npoeeXpaaHe Ha

3a cpeactea 1 n 2:
e YyebeH kabuHer

oL eHsiIBaHeTo:
Kputepum 3a 3a cpeacTtso 1:
oLeHsiBaHe: e Bnagee oCHOBHUTE TeOpeTUYHM 3HaAHUSA B obnacTtTa Ha

npeanpneMayecTBoTo

3a cpeacTso 2:

¢ BApHO, TOYHO M MOTMBMPAHO onpeaens AeNCTBMATa 3a
paspelwaBaHe Ha npobnemMa B 3agafeHuns Kasyc/cueHapum

EPY no otpacnoBa npodecumoHanHa noarotoBka -

npodecunurte oOT

€eAunHHa 3a

npodecMoHanHo HanpassieHne "CekpeTtapcku M

aAMUHUCTPaATUBHU opuc gernHocTn"

EPY 4

HaunMeHoBaHue
Ha eAnHMLaTa:

MN3non3saHe Ha NHPOPMALMOHHU U KOMYHUKALMOHHMU
TexHonorum (UKT) B npodecnoHanHaTa AENHOCT

HuBo no HKP:

3

HuBo no EKP:

3

HaunMmeHoBaHue
Ha npodecunara:

Odwuc-cekpeTtap

HuBo no HKP: 3

HuBo no EKP: 3

Pesynrtart ot Ob6paboTtea MHpOpMauusa n cbabpxxaHue ¢ KT
yyeHe 4.1:

3HaHuna e /136posiBa MHTEPHET TbhpCayku

e [lo3HaBa Ha4YMHU 3a OLEHKa Ha HaAeXAHOCTTa Ha
MHpOpMaUUnSaTa B UHTEPHET

e OnucBa HauYMHUTE 3@ HAMMpPaHe 1 3ana3BaHe Ha onpeaesneHa
undposa nHdopmMauns (Tekct, nobpaxeHus, ayano, smaeo,
yeb cTpaHuuun v ap.)

e [locouBa Ha4YMHUTE 3@ Bb3MNPOMU3BEXAAHE HA Beye 3anncaHo
UMpPOBO CbabpXKaHNE




¢ [Mo3HaBa NbAHaTa PYHKUMOHANHOCT Ha COPTYEPHU NPOAYKTH,
CBbp3aHN C aAMUHUCTPATUBHU AENHOCTU

e [o3HaBa AeN0BOAHM U aAMUHUCTPATUBHN MHMOPMALIMOHHMN
CcUcTemMm

e Onucea npaBunaTta 3a obe3nevyaBaHe Ha MHMOPMaALMOHHA
CUTYypPHOCT

YMeHus

e /I3non3ea Tbpcayka 3a HammpaHe Ha nHdbopmaums

e 3anncea uMdpoBO CbabpXKaHMe (TeKCT, n3obpaxeHus,
ayavo, Bnaeo, yeb ctpaHuum n gp.)

e Bb3npoussexaa Beye 3anncaHo undpoBo CbabpXKaHue

e CpaBHsBa MHMOPpMaUNsa OT pasMYHMN U3TOUHULM

e PaboTn c nenoBogHN M aAMUHUCTPATUBHU MH(POPMALIMOHHN
cncTemm

KoMneTreHTHOCTH

e [leMOHCTpMpa OCHOBHO BnageeHe Ha KT npu obpaboTBaHeTo
Ha MHdopMaumnsa n cbabpxxaHue c KT

e PaboTtn cB060AHO C NbAHaTa MYHKLUMOHANHOCT Ha COPTYEPHMU
NPOAYKTU, U3MN0M3BaHN B aAMUHUCTPATMBHATa AENHOCT Ha
opraHusaumsaTa

Pe3synTtart ot
yyeHe 4.2:

OcbLiecTBABa KOMyHuKauusa dypes NKT

3HaHuAa

N3pexxaa AoCTaBuMuUM Ha yCnyraTta eNekTpoHHa nolia
N36posiBa codTyep 3a ayamo- U BUAEOPa3rosopu

Moco4yBa AOCTaBYMLM Ha YCNYru 3a cnogensiHe Ha dannose
NMo3HaBa codpTyepHM NPOAYKTU, CBbP3aHU C
npodgecnoHanHaTa 4eNHOCT

e OnNMcBa HauMHKM 3a OHNAMH pa3nallaHe

YMeHus

e I3non3Ba enekTpoHHa nouwla

¢ 13n0on3Ba OCHOBHWU (PYHKUMKM Ha codTyep 3a ayamo- un
BMAEOpPA3rosopu

e Cnogensa dannose OHNAMH

e /I3non3ea enekTpoHeH noanuc

¢ 13n0/13Ba €1eKTPOHHU YC/1yrn 3@ OH/TaWH KOMYHUKUPaHe

KoMnereHTHOCTH

¢ [leMOHCTpupa ocHoBHO BnageeHe Ha UKT npun oHnanH
KOMYHUKaUuUA

Pe3synTtart ot
y4yeHe 4.3:

Cb3aaBa undposo cbabpxaHue ¢ UKT

3HaHuA

e [locouBa codTyep 3a Cb3gaBaHe U pefaKTUpaHe Ha NpoCcTo
undpoBo cbabpXxaHue B eanH dopmat (TekcT, Tabnunum,
n3obpaxeHus)

e N36posiBa OCHOBHUTE DYHKLUMKN Ha COPTyep 3a Cb3haBaHe n
pefakTUpaHe Ha NpocTo LMGpPOBO CbAbpXXaHMe

YMeHunsn

e Cb3gaBa NpocTo undpoBO CbabpXKaHUe B eanH popmart
(TekcT, Tabnnumn, nso-

6paxxeHuns)

e PepakTnpa NpocTto umMdpoBO CbabpXKaHne

KoMmnereHTHOCTH

e [leMOHCTpMpa OCHOBHO BnageeHe Ha UKT npu cb3gaBaHeEToO
Ha efieKTPOHHO CbAbpXKaHue

CpeacrBa 3a
oueHsiBaHe:

Cpeactso 1:

¢ /I3nb/AHEeHMe Ha 3ajayva, CBbp3aHa C HAMUPAHETO Ha
MHpOpPMaLKNS B MHTEPHET NO 3ajajeHa TeMa, HEMHOTO
CbXpaHeHWe 1 Bb3NpounsBexaaHe




CpenctBo 2:

¢ /I3nbAHEHWE Ha 3aJaya, CBbp3aHa CbC CroAensaHeTo Ha dann
B MHTEPHET npo-

CTPaHCTBOTO M U3MNpalwaHe Ha Bpb3Ka (JIMHK) 3a cBansHe A0
Apyr notTpebuten no enekTpoHHaTa nowa

YcnoBusa 3a
npoBeXaaHe Ha
oLleHSIBaAHEeTOo:

3a cpeactea 1 n 2:

e YyebeH/KOMNIOTbpPEH KabnHeT

e [lepcoHaneH KOMMOTbP WM nanTon
e [loCTbN OO0 NHTEPHET

Kputepum 3a

3a cpeacTtso 1:

oLeHsiBaHe: e [locTaBeHUTe 3a4a4uM Ca U3MbJIHEHU CAMOCTOSATE/IHO U B
paMKuUTe Ha npeaBapuTesIHO 3a4a4eHOTO 3a TOBa BpeMe
3a cpeacTso 2:
e [IeMOHCTpMpPaHn ca OCHOBHW 3HAHWUS, YMEHUSA U
KOMMNETEHTHOCTU, CBbp3aHu c ynotpebaTta Ha UKT

EPY 5

HaummeHoBaHume |OpraHusaumsa Ha aenoBoAaHaTa AENHOCT

Ha eAMHMLUaTa:

HuBo no HKP: 3

Hueo no EKP: 3

HaummeHoBaHue |[Odwuc-cekpeTtap

Ha npodecunaTa:

Huso no HKP: 3

Hueo no EKP: 3

PesynTart ot OpraHusunpa npoueca Ha paboTta

ydyeHe 5.1:

3HaHuA e [lo3HaBa CTpyKTypaTa Ha opraHu3auusaTa, B KoaTo pabotu
e Onucea repapxmyHUTE HMBA U MPUHLMMNM 32 KOMYHUKaLNS
¢ [lo3HaBa OCHOBHUTE HOPMATUBHU aKTOBE, CBbP3aHu C
npodecunsaTta
e [locouyBa OCHOBHUTE OTFrOBOPHOCTU Ha Oduc-cekpeTaps

YMeHunsa e [MnaHmpa npoueca Ha paboTaTa cu
e CbcTassa rpadmk Ha paboTHUTE CU 3a4aumn
e [lpunara n3nMckBaHMUATa Ha OCHOBHUTE HOPMaTMBHU aKToOBe,
CBbp3aHu c npodecusTa

KoMneTteHTHOCTM [ CnocobeH e caMoCTOATENHO U pauMoOHaniHO Aa OpraHu3upa

npoueca Ha paboTtata cu 3a epeKTUBHO U3MbJIHEHME Ha
TPYAOBUTE AENHOCTU M 3a4auun

e [lpeanara Ha pbLKOBOACTBOTO NMPOMEHM B OpraHm3aumsTa Ha
paboTtata npu HeobxoammocCT

Pesynrtar ot
ydyeHe 5.2:

N3nbnHsBa Ka4ecTBEHO TPYAOBUTE AENHOCTU

3HaHuA

e Mi3pexxaa BnagoBeTe TpyaOBM AEMHOCTU, XapaKTEpPHU 3a
npodecnoHanHarta cdepa

e ledbMHMpPa U3NCKBAHMSATA 3@ KAYEeCTBEHO U3MbJ/IHEHME Ha
BWAOBETE TPYAOBU AEAHOCTU

e OnncBa HauyMHUTE 3@ ONTUMasiHa OpraHM3auns Ha TpyAoBUTe
OENHOCTH




¢ [lo3HaBa pa3NMYHUTE BUAOBE CUCTEMM 3a YrpaBieHNE Ha
KayecCcTBOTO B CbOTBeTHaTa npodecmoHanHa obnacr

YMeHusn e Ob6ACHABa KpuTEpUUTE 3@ KAYeCTBEHO U3MbJ/IHEHWN 3a4a4n
e CnasBa M3NCKBaAHMATA 3a Ka4eCTBEHO U3NbJ/IHEHME Ha
TPYAOBUTE AENHOCTU
e ObopMsa AOKYMEHTALMSA 3a BbTPELLUHM N BbHLWHW OAUTH
KoMneTteHTHOCTHU [ CiocobeH e caMOCTOATENTHO Aa U3NbJHSABA TpyAoBuUTE

[EMHOCTN, XapaKTepHu 3a npodecraTa, Npu CTPUKTHO
crnasBaHe Ha U3MCKBaHMSTA 3a Ka4yecTBo

Pe3ynrtart ot
y4yeHe 5.3:

O6paboTBa 1 knacudbumumpa pasaMiHn BMAOBE OOKYMEHTH

3HaHuA

e [lo3HaBa pa3NMuHUTE BUAOBE AOKYMEHTMU

e /I3pexaa npu3HaumMTe Ha TAXHOTO KnacudpuumpaHe

e 136posiBa npaBunarta 3a paborta c AOKYMEHTMU

e [ledpunHMpa HopMaTMBHaTa ypeaba, cBbp3aHa c bopaBeHe C
JIMYHU OaHHU N KOHDUAaeHUManHa nHdopMauns

YMeHus

e Pernctpmvpa AOKYMEHTUTE B CbOTBETHUTE PErncTpu

e Pasnpenens sxoasila n Usxoasilia KopecnoHaeHums

e Cnassa HopMaTmBHaTa ypeaba, cBbp3aHa c 6opaBeHe C
JINYHU OaHHU N KOHDUaeHUManHa nHdopMauns

KoMnereHTHOCTM

e ObpaboTBa n perncrtpupa AOKYMEHTU NpU Cna3BaHe Ha
BbTpPEWHODMPMEHNTE NpaBuia U N3NCKBaHUSATA 3a 3alLUMTa Ha
NNYHUTE AaHHU

e Paznpeaens npaBUIHO AOKYMEHTAUMUSTA MO OpPraHM3aLnOHHN
3BeHa

CpeacrtBa 3a
oueHsiBaHe:

CpenctBo 1:

e [lncMeH mnanut/Tecrt

Cpeactso 2:

e /I3nb/IHEHME HaA NpaKTM4Yecka 3ajada

YcnoBusa 3a
npoee)XpaaHe Ha

3a cpeactea 1 mn 2:
e YyebeH kabuHeTt

oL eHsiIBaHeTo:

Kputepum 3a 3a cpeacTtso 1:

oLeHsiBaHe: e [ledpnHMpPa OCHOBHU TEOPETUYHUN MOHATUSA OTHOCHO
opraHusaumnsaTa Ha paboTHMSA npouec n KnacudmunmpaHeTo Ha
pasNnyHU BNAOBE AOKYMEHTU
3a cpeacTso 2:
e /I3nbnHsABa 3ajava, cBbp3aHa ¢ obpaboTBaHeTo U
KnacupukaumaTa Ha pas3nMyHUTE BUAOBE AOKYMEHTU
e CnaseHo e BpeMETO 3a U3MNbJ/IHEHME Ha 3ajavaTa

EPY 6

HanMmeHoBaHMe |Bu3HEeC KOMYHUKaALMSA U YyXa €3UK

Ha egMHMUaTa:

HuBo no HKP: 3

Hueo no EKP: 3

HanMmeHoBaHue |[Odwuc-cekpeTtap

Ha npodecuara:

HuBo no HKP:




HuBo no EKP:

3

Pe3ynrtart ot
y4yeHe 6.1:

ObwyBa edeKkTUBHO B paboTeH ekun

3HaHuA e [locouBa oTAeNHUTE ATBXHOCTU B eKuna

e Onucea B3aMMOOTHOLLUEHUATA U NEepapPXUYHUTE BPb3KN B

ekumna

e /136posiBa npuHUMNUTE Ha edeKTUBHA BU3HEC KOMYHMKaLUS

e [ledbnHupa ocobeHOCTUTE Ha BUPTyasiHaTa KOMYHMKaLMS
YMeHunsa e Cnasea nepapxusita B ekuna

e OcbluecTBSABa KOMYHMKaUMs B ekuna

e OcbluecTBSABa BMpTyasHa KOMYyHUKaUNS

e Cna3Ba M3NCKBaHMATa 3a ePeKTUBHA KOMYHUKaUMSA B eKuna
KoMneTeHTHOCTM | ¢ /I3non3Ba eheKTUBHO BCUYKN KaHaN 32 KOMYHUKaLUUS C

y4yacTHUUUTE B TPYAOBMS NPOLEC B CbOTBETCTBME C paboTHUS
NMPOTOKON

PesynTart oT
ydyeHe 6.2:

Boau edpekTnBHa 6M3HEC KOMYHMKALUS

3HaHuAa

e [lo3HaBa eTUYHUTE NpaBuia B BU3HEC KOMyHMKaUKUaTa

e Onuncea ocobeHocTnTe Ha BepbanHaTa, HesepbanHaTa u
nMCMeHaTa KOMyHMKauuns

¢ [To3HaBa 0COBEHOCTUTE Ha efleKTPOHHAaTa KOPeCnoHAEHLUNS U
KOMYHMKaLNS C TEXHUYECKN CpeacTBa

e ledbmHMpa npaBuiata Npy BOAEHETO Ha NPEeroBopwu

e 136posiBa npaBunata N U3MCKBaHMATa 3a AeoBa
KopecnoHAeHUNS

e OnNncBa HauMHUTE 3a yrnpasB/ieHMe Ha KOHMMKTHU CUTyauum

YMeHus

e Boan penoBa KOMyHUKaums - NMCMEHa N yCTHa

e Cbbumpa n npepocraBsa HeobxoanmaTa MHPOpMaUMS 3a
yAOBNETBOpSBaHE N3UCK-

BaHWUATA Ha CAYXUTENUTE U KIINEHTUTE

e OcbluecTBsABa €1eKTPOHHA KOPEeCnoHAEHLUMUS U KOMYyHUKaums
C pasnNNYHN OUTUTASTHU UHCTPYMEHTH

¢ Pazno3HaBa KOHMOINKTHN CUTyaumu

e CbaencTBa 3a pewaBaHe Ha KOHMINKTHU cuTyaumu

KoMnereHTHOCTH

e MpoBexaa edeKTUBHA YCTHA U NMUCMEHA KOMYHMKaUUS C
KOJIErn, KNMEHTU U NApTHbOPU, CbOBpassiBanku ce C TEXHUTE
N3UCKBaHUS

e 3allMTaBa UHTEPECUTE Ha OpraHusaumsTa, B KosSTo paboTu

Pe3synTtart ot
ydyeHe 6.3:

Bnagee 4yxna e3unk, CBbp3aH C NpodecnoHanHaTa AeNMHOCT

3HaHuA ¢ [lo3HaBa OCHOBHaTa NpodecmoHanHa TEPMUHONOIMUSA Ha YyXa
e3unK
e /136posiBa U3TOYHMUM 3a MHDOpMaUmMsa B NnpodecmoHanHaTa
obnact Ha uyxa e3uk
e M3pexxaa ocHOBHUTE 06/1aCTU Ha NPUSIOXKEHUE Ha YYXA e3UK
no npodecuaTa

YMeHusn e YeTe npodecnoHanHn TEKCTOBE Ha YyXA4 e3UK

(cneumanusunpaHa nuTepaTypa, AOKyMeHTaums 1 ap.)




e [TON3Ba YyXA €3UK Npu TbpceHe Ha MHdbopMaLma oT
WNHTEPHET N APYTrY U3TOUHULMU

e [MonsBa 4yxna e3nk (MMCMEHO U FOBOPUMO) NMpPU KOMYHUKALMUSA
C KONeru, KIMEHTU N NapTHbOPU

KoMneTreHTHOCTH

e Briagee 4yxa e3nkK Ha HMBO, NO3BOABALLO MY Aad
oCbLLeCTBABA KOMYHMKAUKMA NO NpodecnoHanHn TeMum

CpeacrtBa 3a
oueHsiBaHe:

CpeactBo 1:

e [IUCMEH U3NUT - AaBa MUCMEHU peELUEHUS N OTrOBOPMU Ha
MOCTaBEHW 3a4a4n UM BbNpocu

CpenctBo 2:

e YCTEH U3NUT - BOAM pa3roBopu rno npodecmoHasHm TeMU Ha
4y €3uK; pasduuTa AOKYMEHTAUMUS Ha YyXa e3MK

YcnoBusa 3a
npoeeXpaaHe Ha
oLleHSIBaAHEeTOo!:

3a cpeactea 1 n 2:
e YyebeH kabuHet

Kputepum 3a

3a cpeacTso 1:

OLeHsIBaHe: e PelwaBa TOYHO, NbJIHO M BAPHO 3ajajeHa NUCMeHa 3ajadva
UNn BBMNPOC/n
3a cpeacTso 2:
e KOMYHMKMPa Ha 4YyXA €3UK no npodecmoHaaHn TeMU B
yyebHa nnu paboTHa cpeaa, pa3unta AOKYMEHTaUUs Ha vyxa
e3ukK

EPY 7
HanmeHoBaHue [lMpodecroHanHa etuka n pupmeHa Kyntypa

Ha eaunHuMLuaTa:

Huso no HKP: 3

Hueo no EKP: 3

HaummeHoBaHue |[Odwuc-cekpetap

Ha npodecuara:

HuBo no HKP: 3

Hueo no EKP: 3

Pesynrar ot Mpunara eTM4yHM NpaBuia 3a obLlyBaHE CbC CIYXUTENN U

yuyeHe 7.1: BbHLUHN KOHTPAreHTu

3HaHuA e [ledpunHupa npodecrnoHanHnTe LEHHOCTN N eTUYHUTE HOPMU B
npodecnoHanHata AeNHOCT
e Onncea AenoBus NpoOTOKON 3a oblyBaHe C ApYru CyXUTenu
WAW BbHLWHWN KOHTPareHTn
e [lo3HaBa xapakTepHUTe 0COBEHOCTU Ha UHTEPKYITYpHUTE
pasnuMuumsa npu genoBa KOMYHUKaUNUS C YyXAECTPaHHU
KNMEHTU/KOMMaHnm

YMeHusn e Pasno3HaBa cUTyauun, B KOUTO MOraT Aa Bb3HMKHAT €TUYHMU
npobnemmn
e Cnassa KoHbMAeHUMaNHOCT B npoueca Ha paboTta
e [[posiBABa CAaMOKOHTPO NPU KOMYHUKALMA C FpaXKaaHu 1
cnyxutenu

KoMneTeHTHOCTM | ¢ posiBaBa KOHMMAEHUNMANHOCT N AUCKPETHOCT N Ce OTHacs C

yBaXe€HNE B KOMYHUKALUUNATA CbC CNYXXUTEJIU U BbHLUHU




KOHTpareHT Npu cnasBaHe Ha NpodecnoHasHUTE LEHHOCTU U
€TUYHNTE HOPMU B CBOSATA AENHOCT

PesynTtart ot
y4yeHe 7.2:

CbaencTBa 3a yTBbpXaaBaHe Ha dupMeHaTa KynTypa

3HaHuAa

e Onucea 3Ha4YeHMETO Ha pupmeHaTa KynaTypa

¢ 136posiBa enemMeHTUTE Ha pupMeHaTa KynTypa

e ObscHABaA MexaHU3MUTE Ha opMUpaHe Ha pupmeHaTa
KynTypa

e [lo3HaBa pupMeHns NpoTokon, bU3HeC eTMKeETa U ETUYHUTE
npaBuna B MHTEPHET cpeaa

YMeHus

e CbobpassiBa ce C opraHM3auUnMOHHUTE LEHHOCTU U CUMBOJU

e CnasBa npuHUMNuTe Ha BU3HeC eTuKeTa

e Mpunara TeEXHUKKN 3a YyTBbpXAaBaHe Ha pMpMeHaTa KynTypa
e [posiBSiBa €TMYHO NOBEeAEHMNE M TOJIEPAHTHOCT B eKuna

KoMneTreHTHOCTH

e CnocobeH e fla AonpuHAcs 3a YTBbpXAaBaHe Ha KynTypaTa
Ha opraHmMsaumnsaTa 4ype3 obLyBaHETO CU C KOMErn, KIMEHTU U
napTHbLOPMU

e YTBbpXAaBa GUPMEHUTE LLEHHOCTU M OpraHM3aLMoHHaTa
KYNTypa 4ype3 NnoBeAeHUETO CU

CpeacrtBa 3a
oueHsiBaHe:

CpenctBO 1:

e PelsaBaHe Ha TeCT/MUCMEH U3NUT
CpenctBO 2:

e PellaBaHe Ha Kasyc

YcnoBusa 3a
npoBexxaaHe Ha
oLleHsiBaHeTo:

3a cpeactea 1 n 2:
e YyebeH kabuHeTt

Kputepuu 3a
oueHsiBaHe:

3a cpeacTso 1:

e Bnagee OCHOBHM TEOPETMYHM 3HAHUS 3@ CbLHOCTTA Ha:

- e/leMeHTUTE Ha pupMeHaTa KynTypa

- npodecmoHanHaTa eTmka

- nogxoauTe npu pabotaTta B €Kun

3a cpeacTso 2:

¢ PelwaBa TOYHO 1 BAPHO 3a4afleH Ka3ycC Mo npeaBapuTenHo
AeduHUpaHn napameTpu

e Cna3eHo e BpeEMETO 3a U3MbJ/IHEHME Ha 3ajavaTa

EPY no cneuyndmuHa npocgecrmoHasHa NOArOTOBKAa 3a cneyMasiHoCT
"AAMMHUCTPATUBHO 06cCcny)kBaHe" - BTOpa creneH Ha npodgecumoHanHa

KBanundukauma
EPY 8

HaunMeHoBaHue
Ha eaHMLaTa:

JenoBa KopecnoHAeHLmns

Ha npodecusaTa:

Huso no HKP: 3
HuBo no EKP: 3
HaummeHoBaHue |[Odwuc-cekpetap

HuBo no HKP:

3

HuBo no EKP:

3




Pesynrtart ot
yuyeHe 8.1:

PaboTtu c pas3zindyHn BUOOBE AOKYMEHTU

3HaHuAa

e Onucea CbLWHOCTTa U 3HAYEHNETO Ha NUCMEHUTEe
KOMYHMKauum B busHeca

¢ [lo3HaBa BMAoOBeTE AOKYMEHTU N TEXHUTE PEKBU3UTHU

e [l0o3HaBa M3NCKBAHUATA Ha YTBbpAEHUTE CTaHAApPTH 3a
KOpeCnoHAEHTCKUTE AOKYMEHTH

¢ [T03HaBa Ha4YMHUTE Ha CbCTaBsHE HA KOPECMOHAEHTCKUTE
OOKYMEHTU, TEXHUTE PEKBU3UTU U HAUYMHA HA CTPYKTYpPUPAHETO
n opMaTUpaHETO UM

¢ [T03HaBa M3NCKBaHUATa 3a@ CTUIA, €3UKa U CbAbPXAHNETO Ha
OOKYMeHTUTe

e /136posiBa NnpusHaumMTe Ha KnacudumumpaHe n CbXpaHeHue Ha
OOKYMEHTUTE MO KAacboOpWu U perucTpm

YMeHus

e Cnassa npaBwuiaTta 3a BoAEHe Ha AenoBa KopecnoHAeHUuns

e CbrnacyBsa nucMeHaTa AesioBa KOpeCcnoHAeHUMS C NpeKkus
pbKOBOAUTEN U/UNN APYTKN KONeru

e [lpegasa, nony4yasa n obpabotsa nHpopmaumsa ypes
TenedoH, eNeKTpoHHa NoLa U MHTepHeT naaTtdopMu

e OcurypsiBa Heobxoammusa 6por ek3eMnispu Ha LOKYMEHTH

e Moaabpxa AeN0BOACTBOTO NOAPEeAEHO MO BUAOBE LOKYMEHTH

KoMmnereHTHOCTM

e CaMoCTOATENHO CbCTaBs, opopMsa N popMaTupa pasinyHU
BMAOBE AOKYMEHTU OT BbTpelHOodMpMeHaTa KopecnoHaeHUns
e CbXxpaHsBa NpaBMIHO AOKYMEHTUTE CbINAaCHO M3UCKBaHUATA

PesynTart oT
yuyeHe 8.2:

OTroBaps 3a AOKYMeHTO060poTa

3HaHusA

e [ledbnHMpa BbTPELIHNTE NpaBuia 3a AOKYMeHTo060poT B
opraHusauunsTa

e Onucea CTpyKTypaTa M OTAeNHUTE 3BEHA B OpraHM3aumaTa,
cybopanHaumsaTa Mexay T9X n BuaoBeTe AOKYMEHTU, KOUTO Te
obMeHAaT

e 136posiBa BUAOBETE PErUCTPU N PErUCTPALUNOHHN KHUTN,
KOMUTO Ce BOAST B OpraHusaumnsaTa

YMeHunsn

e [Mpunara npasunaTta 3a 4OKyMeHTOO60pOTa B OpraHM3aumaTa
e OpraHusnpa edekTMBHO 060poTa Ha AOKYMeHTUTe B odumca
e Boan npaBuUIHO perncTpauuoHHUTE KHUMW/perncTpuTe

e CnasBa CpoKoOBeTe 3a BNMCBaHe Ha MHdOopMaumaTa B
perncTpure

e CnasBa npasunarta 3a KoHdpuaeHumanHocT npu paboTta c
OOKYMEHTUTe

KoMnereHTHOCTH

e Cb3gaBa BSAPHO N 6bP30 AOKYMEHTU C NpaBUIHO
pas3noniOXeHN U NOMNb/IHEHMN PEKBU3NTM Cnopes npasuiaTta 3a
AOKyMeHToob6opoT

e Pasnpeaens npaBuUAHO, cnopea TAXHOTO NpefHa3sHaveHue,
BMAOBETE AOKYMEHTU B OpraHmsaumsTa npu cnasBaHe Ha
npasunarta 3a 3alinTa Ha NMYHUTE AAHHU U
KOH(MUAEHUMANHOCT NpU pa3npocTpaHeHNEeTo Ha HpopMauns

CpencrBa 3a
oueHsiBaHe:

CpeactBo 1:
e [IMCMEH nU3nNuT/TecT
CpenctBo 2:




e M3nb/IHEHME Ha NpaKTU4Yecka 3aja4da: U3roTBsiHe U
perncTpupaHe Ha AOKYMEHT B CbOTBETHUS
perucTbp/perncrpaunoHHa KHura

YcnoBusa 3a
npoBe)>aaHe Ha
OLleHABAaHeTo:

3a cpeacTtso 1:

e YyebeH kabuHet

3a cpeacTso 2:

* YyebeH kabuHeT, nepcoHaneH KoOMNTbP UAX nanTon
e PernctpaymMoHHn KHUrn/y4yebHu perncrpm

Kputepuu 3a

3a cpeacTso 1:

oueHsiBaHe: ¢ [lo3HaBa M3NCKBaHUATA 3a Cb3aaBaHeTo, obpaboTBaHeTO U
CbXpaHSABaHETO Ha pa3/INYHU BNAOBE AOKYMEHTU
3a CcpeacTso 2:
e Knacnouumpa nudopmaumsaTa U NnoctaBs permcTtpaumoHHN
HOMepa Cbr1acHO U3NCKBaHUATA
e 3aBex/aa NpaBuUIHO JOKYMEHTUTE B CbOTBETHUTE
pPEerncTpaumMoHHN KHUMU
n/vMnun perncTpm
e BApPHO M TOYHO M3MbJ/IHSBA NOCTaBeHaTa 3aj4ada npu
CnasBaHe Ha onpeaeneHoTOo 3a 3ajavaTta BpeMme

EPY 9

HammeHoBaHme |(OpraHuzauns Ha 4EesI0BU CpeLlun U MePONpUATUS

Ha egMHMUaTa:

HuBo no HKP: 3

Hueo no EKP: 3

HaummeHoBaHue |[Odwuc-cekpetap

Ha npodecusra:

HuBo no HKP: 3

Hueo no EKP: 3

PesynTtar ot
ydyeHe 9.1:

OpraHusmnpa npoBexaaHeTo Ha Aenosu/paboTHM cpeLwumn um
cbbuTuns

3HaHuA

e Onucea pasnnyHuUTe BUAOBE AenoBu/paboTHM cpewm -
onepaTtueBka, cbbpaHue, cbBellaHne, KoHpepeHUuns, ceMmHap u
ap.

e /I3pexaa npasunaTta 3a NpoBexaaHe Ha pa3In4yHUTE BMAOBE
nenosun/paboTHun cpewm

¢ [Mo3HaBa 6u3Hec NpoToKoaa 3a 06CnyxBaHe Ha rocTu,
NOCETUTENU U KIINEHTH

e Onucea npegHa3sHayYeHMeTo U CTPyKTypaTta Ha NpOTOKOA OT
Aenosa cpewia

YMeHus

e Ocurypsiea 3a BCMYKM y4aCTHULUM HeobxoanMmTe matepumanmu
N KOHCYMaTUBM

e [Mpunara npasunaTta Ha busHec NpoTOKONA 3a NocpeLlaHe u
obcnyxxBaHe Ha roCcTn, NOCETUTENU U KIIMEHTH

e CnasBa M3nkKBaHuUsATa 3a 6M3HEC KOMYHMUKaLMSA NpU CpeLm v
MeponpuaTms

e Boan npotokon no BpeMe Ha paboTHa cpeLia




KoMmnereHTHOCTH

e OpraHusnpa B eKun ussiocTHaTa NoAroToBka Ha AaAeHO
MepornpusaTMe B paMKMUTE Ha CBOUTE MbJSIHOMOLLUS

e Boau npeunsHo NpoToKos OT Cpella B CbOTBETCTBUE C
npueTua ctaHaapTt

PesynTtart ot
y4yeHe 9.2:

M3roTesa rpacdmum 1 pasnpocTpaHsiBa MHdDopMaumsTa 4o
CbOTBETHUTE aZpecaTu

3HaHuAa

e M3pexxaa npasBunata 3a paspaboTBaHe Ha nnaH-rpaduk no
npeaBapuTesIHO 3a4ajeHN yKa3aHus OT pbKOBOAUTENS
e Onucea npaBuiaTa 3a pa3npocTpaHsBaHe Ha MHdopMaums
e [lo3HaBa M3NCKBAHUATA 3a U3rOTBSIHE HA AHEBEH pea

YMeHus

e PaznpocTpaHsaBa cBOeBpeMEHHO MH(OPMaLNA 3a NPeacTosLM
cpelin 1 MeponpuaTna A0 y4acTHUUNTE B TSX

e Cnegn 3a cnasBaHeTo Ha rpaduka Ha cbbutuaTa

e V13roTBsa AHEBHMSA pea Ha paboTHOTO CbBelwaHme nnm
cbbpaHue

e ApXxuBMpa AOKYMEHTU OT NpoBeAeHn paboTHU cpewm n
mMeponpusaTuSa

KoMnereHTHOCTM

e CnocobeH e ga n3roteu rpadumk No ykasaHne Ha npekus
pbKOBOAUTEN

e PasnpocTpaHsiBa CBOEBPEMEHHO M TOYHO MHbOpMaumsaTa 40
agpecaTtute

PesynTart oT
ydyeHe 9.3:

MogroToBs AOKYMEHTAJIHO MbTyBaHUA U KOMaHANPOBKHU

3HaHuAa

¢ [Mo3HaBa HapeabaTta 3a KOMaHAMPOBKUTE B CTpaHaTa

¢ [Mo3HaBa obpasumTe Ha AOKYMEHTU, CBbP3aHu C
KOMaHAMpoOBKaTa Ha pbKOBOAUTENU UMW CAYXUTENN B CTpaHaTa
n B 4yxbuHa

¢ /136posiBa Heob6xoAMMUTE AOKYMEHTU NMpu KOMaHAMpOBaHe

¢ [To3HaBa MbpBUYHU CHETOBOAHU AOKYMEHTU

YMeHusn

e Cna3sBa n3anckeaHuaTa Ha HapenbaTta 3a KOMaHANMPOBKUTE B
CTpaHaTa

e /I3roTBS BCUYKMN JOKYMEHTU, CBbP3aHM C KOMaHAMPOBKUTE

e OpraHum3snpa cpewmTe Ha pbKoBOAUTENS MO BPeEME Ha
NMbTyYBAHETO

e [paBu pe3epBauun 3a NbTyBaHUS, KaTo crnassa UHAHCOBUTE
AUMUTH

KoMnereHTHOCTH

e OhopMsa AOKYMEHTUTE 3@ KOMaHAMPOBKM U OTYETHATA
AOKYMEHTaUMs Npu TOYHO CrnasBaHE Ha BCUMUYKM U3UCKBaHUS

CpencrBa 3a
oueHsiBaHe:

Cpeacteo 1:

e [lncMeH mnanut/Tect

Cpeactso 2:

¢ /I3nb/IHEHME Ha NpaKTU4YecKa 3aZlaya - U3roTBsAHE Ha NnaH-
rpacdunk 3a npoBexaaHe Ha paboTHa cpelwa/CcbBeLllaHne Ha
opraHmsaumns, opopMsiHe Ha AOKYMEHTU 3@ KOMaHAMPOBKA

YcnoBusa 3a
npoBe)aaHe Ha
OLleHAABaHeTo:

3a cpeacTso 1:

* YyebeH kabuHeTt

3a cpeacTso 2:

* YyebeH kabuHeT, nepcoHaneH KoOMNTbp UAKM nanTon




Kputepum 3a

3a cpeacTso 1:

oueHsiBaHe: e [leMOHCTpMpa 3HaHMA 3a opraHn3npaHe Ha aenosn/paboTHu
Cpelin, BoAeHe Ha NpOTOKOJT U AOKYMEHTanHa noarotoBka Ha
KOMaHANPOBKM
3a CcpeacTso 2:
¢ I3nbNHSABa BAPHO M TOYHO MOCTaBeHaTa npakTnyecka
3aZla4ya, KaTo cnasBa onpenesieHoTo 3a Hea Bpeme

EPY 10

HaummeHoBaHMe [KoMMNTbpeH MaWMHONUC U TekCcToobpaboTBaHe

Ha egMHMUaTa:

HuBo no HKP: 3

Hueo no EKP: 3

HanmeHoBaHue |[Odwuc-cekpeTtap

Ha npodecusaTa:

HuBo no HKP: 3

Hueo no EKP: 3

PesynTart oT Cb3paBa TEKCTOBM LOKYMEHTU C npuiaraHe Ha BAC v gpyru

yudyeHe 10.1: cTaHgapTm

3HaHuA e [Nlo3HaBa ctaHaapTta BAC 3a MawuWHONUC Ha K1puinua
(heceTonpbCTHa CUCTEMA Ha NMUcaHe U Kogosu Tabnnun)
¢ [lo3HaBa pa3nosIoXKEeHNETO Ha ByKBEHUTE K1aBULIN U 30HUTE
Ha pbUETe B TOYHO onpeaeneHa KoHdurypaumsa sbpxy
KnaBuaTtypaTta B cboTBeTcTBme ¢ bAC
¢ [lo3HaBa pa3noJIOXKEHNETO Ha PerncTpuTe 3a Masku 1 rnaBHU
6ykBu, undpu, NnpenmHaTenHn 3Hauu, MaTeMaTUYeckn n apyru
CUMBON
e 136posiBa npaBunarta 3a npoduiakTnuka n oxpaHa Ha Tpyaa,
CBbp3aHn C Npoab/xuTesniHaTa paboTa C kinasuaTypa
e 136posiBa Mepku 3a npeanasBaHe OT TUMUYHUTE
npodecnoHanHu 3abonsBaHnsg, cCBbp3aHu c paboTa C
KnasunaTtypa

YMeHus e /I3BbpLUBA AECETONPBCTHO NMUcaHe 6e3 3puTeneH KOHTPon
e Cb3naBa TeKCToBe
e QopMaTupa TeKkCcToBe
e Cna3sga npasunarta 3a npodunakTuka n oxpaHa Ha Tpyaa,
CBbp3aHn C NpoabxuTenHa paboTta ¢ knasmaTypa

KoMneTeHTHOCTM [ e Muwe 6bp30 Ha KMpMMuUa No AeceTonpbCTHaTa cuctema 6es

3pUTENEH KOHTPO
e OdopMsa NpaBUIHO TEKCTOBM AOKYMEHTU B CbOTBETCTBUE C
NU3NCKBaAHMATA

PesynTtart ot
yuyeHe 10.2:

PepnakTunpa TekcrtoBu daiinose

3HaHuA

e [lo3HaBa NnapaMeTpuTe Ha CTaHAapTHaTa MaLMHOMUCHA
CTpaHuua

¢ [lo3HaBa MeHloTaTa 3a HacTpomka

¢ 136posiBa HauYMHUTE 3a peaakTupaHe n popmaTupaHe Ha
TEeKCTOBE OT NMCMeHaTa AesioBa KOpecnoHAeHUUS

e [lo3HaBa CTpyKTypaTa Ha MEHIOTO 3a KOMEHTapu 1 pegakums




YMeHusa e Crnasea napaMeTpuTe Ha CTaHAapTHaTa MAaLIMHOMUCHA
CTpaHuua
e [lpunara ctaHgapTHu wpudTose, ab3aumn, paMmkm n poHose
e Cb3paBa TabnMyHKM TeKCcToBE
e BMbKkBa CMMBOMN, 6enexkn noa MHUS, cb3gasa rpadumkum m
anarpamu
e ObpaboTBa 1 bopMaTnupa TEKCTOBETE C MEHIO 3@ KOMEHTApPU U
peaakuus

KoMneTeHTHOCTM | ¢ PeakTnpa KayeCTBEHO TEKCTOBU dalifioBe C N3MNO0J3BaHe Ha

MBbJIHUTE Bb3MOXHOCTU Ha TEKCT006pa60TBaLLI,a nporpama

PesynTtart ot
yuyeHe 10.3:

ApxunBupa TeKCToBu darnnose

3HaHuAa

¢ [Nlo3HaBa pena 3a TEKYLWO M apXMBHO CbXpaHEHME Ha
OOKYMEHTUTE B OpraHu3auuaTa

e Onucea npaBuiaTa 3a Cb34aBaHe Ha apXWB B OpraHmM3aumsaTa
(XapTUeH N eneKkTpoHEH)

¢ [l03HaBa peaa 3a opraHusmpaHeTo, o6paboTBaHeTO,
CbXpPaHSAABAHETO N U3MON3BAHETO Ha AOKYMEHTUTE B apXuUBUTE
Ha ObpXXaBHUTE, OBLMHCKUTE U YaCTHUTE OpraHmM3aumm

YMeHus

e CbxpaHsiBa AOKYMEHTUTE

e Cb3naBa apxuB (XapTUeH U eNeKTPOHEH) Ha AOKYMeHTUTe
e [Mpunara npaBuMaHO KnacuduKaumMoHHaTa cxeMa npm
apXvBMpaHe Ha AOKYMEHTUTe

e [[paBN ONUC Ha AOKYMEHTUTE

KoMnereHTHOCTM

e ApxMBMpa AOKYMEHTU, KaTo cna3Ba HapeabuTe 3a peaa 3a
opraHmnsunpaHe, obpaboTBaHe, CbXpaHsiBaHe M U3Mos3BaHe Ha
OOKYMEHTUTE B OpraHu3auuaTa

CpencrBa 3a
oueHsiBaHe:

Cpeactso 1:

e [IMCMEH M3NUT/TECT

Cpeacteo 2:

e /I3nb/IHEHME Ha NpaKTU4YecKa 3ajada - Cb34aBaHe Ha
OOKYMEHT Ha Kmpunuua, pegaktupaHe, dopMmaTtnpaHe um
apxmBupaHe Ha AOKYMeHTa Mo 3ajajeHa KnacmdukaumoHHa
cxeMma

YcnoBusa 3a
npoBe)XaaHe Ha
OLleHABaHeTo:

3a cpeacTtso 1:

¢ YyebeH kabuHet

3a cpeacTtso 2:

¢ YyebeH kabuHet

e [lepcoHaneH KOMMNTbLP UM nanTon

Kputepum 3a
oLeHsBaHe:

3a cpeacTtso 1:

e [leMOHCTpMpa 3HaHMSA 3a Cb3aaBaHe, popMaTupaHe u
peAakTUpaHe Ha pasfIMyHU TUMOBE AOKYMEHTU

3a cpeacTso 2:

¢ /I3nb/HSABA BAPHO M TOYHO NMoCTaBeHaTa 3aj4ada

e CnaseH e ctangapt BAC npu nucaHeto n odopMSHETO Ha
OOKYMeHTa

e CnaseHa e knacndukKaumoHHa cxemMa Npu Cb3gaBaHe Ha
apxuvB

e CnaseHo e BpEMETO 3a U3MNbJ/IHEHME Ha 3ajavaTa




EPY 11

HaunMmeHoBaHue |CreHorpadupaHe n gewmdpupaHe
Ha eAMHMLUaTa:
Huso no HKP: 3
HuBo no EKP: 3
HaunMmeHoBaHue |Odwuc-cekpeTtap
Ha npodecusaTa:
HuBo no HKP: 3
Hwueo no EKP: 3
Pe3synTtart ot Boan cteHorpadCckmn 3anmckum
ydyeHe 11.1:
3HaHun e [l03HaBa cTeHorpadckaTa a3byka
e Onucea npasunaTa 3a usnmceaHe Ha byksuTte
¢ 136posiBa npaBunarta 3a CMMBOJSIM3MPAHE Ha racHuTe 6yKBu
¢ [lo3HaBa OCHOBHUTE CUIMN N CUTNIONPOU3BOAHN
e /I3pexaa HaunHuTe 3a obpasyBaHe Ha cBO6OAHM
CbKpalleHus
YMeHusn e Cb3naBa cTeHorpadCkuy 3anmncku
e CTeHorpadgupa nog AMKTOBKA TEKCTOBE OT pasfiM4yHa
TemMaTuka
e Cna3sBa npasunarta 3a obpasyBaHe Ha CBO60OAHM CbKpaLleHus
KoMmneteHTHOCTM ¢ CTeHOorpadupa c 6bp3mHa 30 - 40 oymu/MunHyTa, KaTto

npunara BCUYKM NpaBuia B cTeHorpadusita

PesynTart oT

Oewndpunpa cteHorpadCckm 3anmcku

ydyeHe 11.2:
3HaHuA e [lo3HaBa BCMYKM CTeHOrpadCKmn nNoxeaTu
e /136posiBa HaunHUTe 3a aewndpupaHe Ha TEKCT
e Pasno3HaBa pa3nunyHu cBo6OAHM CbKpalleHUs
YMeHus e Cna3a MeToauTe 3a gewndpupaHe Ha TeKCToBe
e N3roTesa gewndpoBka
e Pazunta v gewmdpupa cteHorpadCckoTo NMCMO 3a
onpeneneHo BpeMe
KoMmneteHTHOCTM [ CnocobeH e ga n3roTBu rpamaTmyeckm n NyHKTyaumoHHO

BEpeH TEKCT Ha 6bnrapckun esnk ypes gewmdpupaHe

CpencrBa 3a
oueHsiBaHe:

Cpeactso 1:

e [lncMeH mnanut/Tecrt

Cpeacteo 2:

e MI3nbaHEHME Ha NpaKTUyecKa 3ajava - AMKTOBKA Ha TEKCT C
6bp3nHa 30 - 40 AymMu/MUHYTa U gelndpoBKa Ha TEKCTa

YcnoBusa 3a
npoeeXpaaHe Ha

3a cpeactea 1 mn 2:
e YyebeH KabuHet

OLleHAIBaHEeTo:
Kputepumu 3a 3a cpeacTso 1:
oLeHsBaHe: e [leMOHCTpUpa 3HaHWSA 3a CTeHorpadupaHe n gewmndbpupaHe

3a CpeacTso 2:

e 3anncBa TeKkcTa TOYHO 4ype3 ynoTpebaTta Ha curnm um
CUrNonNpon3BOAHMU

e [punara cBo60AHM CbKpalLeHUs Ha CIOXHUTE AYyMU
e [lewmndpurpa npaBuIHO NPOANKTYBAHUSA TEKCT




4. UsuckBaHus KbM MatepuasiHata 6a3a

4.1. YyebeH kabuHeT no Teopus

OcHoBHO obopyaBaHe Ha y4yebHus kabuHeT 3a 06ydeHume no Teopus: paboTHO
MSACTO Ha Bcekn obyyasaH (paboTHa Maca u cton), paboTHO MACTO Ha oby4daBalums
(paboTHa Maca n CcTon), KOMMTLP, BPb3Ka C UHTEPHET, MYNTUMEANEH NPOEKTOP,
yyebHa pAabcka, wkadoBe, rnagka csobogHa CTeHa 3a OKayBaHe Ha Tabna,
naaTHO/eKpaH 3a NpoXeKTupaHe, Apyrn cpeacrsa 3a obyyeHue.

4.2. YyebHa 6a3a 3a oby4dyeHune no npakTuka

O6y4yeHneTo No NpakTuUKa ce U3BbpLUBa B crieumannsnpaH yuyebeH kabmHet um
Ha peasiHO paboTHO MSACTO B OpraHM3auus Npu CKAYeH AoroBop 3a obyueHue.

CneunanmsnpaHunat kabuHeT 3a obydyeHne no npakTuka TpsibBa nda e
obopyaBaH c Heobxoammute oducobsasexagaHe U OoDUCTEXHMKA - MPUHTEP,
CKeHep, MynTumeaus, TenedoH/TenedoHHa UeHTpana, NamumHaTop, wpeaep WM
Apyrm n paboTHO MACTO C KOMMIOTbP 3a BCeKM 0byyaBaH, Bpb3Ka C MHTEPHET,
noAaxoasLwm NporpamMmHm NpoAyKTH 3a TekcTtoobpaboTka, enekTpoHHU Tabnuum, 6a3sa
AAHHW, AenoBoAHa nporpaMa v noaxoaswm yuyebxm duvnmu.

YyebHn nocobusa 3a obyyeHMe nNno npakTuka: oHarneassawm Tabna;
cneunanm3mpaHn nNporpaMHM npoayktn, obpasunm Ha pasInyHuTe BUAOBE
AOKYMEHTW, CBbp3aHW C AenoBaTa KopecrnoHAeHuus, n obpasum Ha MbpBUYHMU
CYETOBOAHWM AOKYMEHTH.

5. WzuckBaHuns kbm obyyaBawmte

Mo y4yebeH npeameT Mnm Moayn OT npodecrnoHanHaTa NoAroToBKa MoraTt Aa
npenojaBaTt JfuMua CbC 3aBbplieHO Bucwe obpasoBaHMe NO CbOTBETHATA
crneumanHocT.

Mo yyebeH npeaMeT unan moayn ot npodecnoHanHaTa NoAroToBKa, 3a KOMUTO
HsIM@ CbOTBETHO MpodecruoHanHo HanpasneHune B Knacudukatopa Ha obnacturte
Ha Bucwwe obpasoBaHMe 1 NpodeCcnMoHaHUTE HanpaBaeHus, MoraT Aa npenogasaTt
nnua 6e3 Bucwe obpaszosaHune n 6e3 npuaobuta npodecmoHanHa ksanubukaums
"yunten", ako ca npnaobumnmn npodecnoHanHa keanudbukaumsa rnpu ycnosmsaTa U no
peaa Ha 3akoHa 3a npodecmoHanHoTo obpasoBaHue n obyyeHune.

MNpenopbyMTeNHO € Ha BCEKU TpU roamHu obyyasalimte aa npemMmHaBaT Kypc
3a aKTyanusmpaHe Ha NpodecnoHasHUTE 3HaHUS, YMEHUS U KOMMNETEHTHOCTMW.



