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AHHOTaAIMA

B Hacrosmiee Bpems npodeccusi cekperapsi-pedpepeHTa sSBiseTcs
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
pyKoBoauTeNs yKazaHusMHU. OCHOBHasl 11e/1b KHUAT JAHHOW CepuH —
MOMOYb HAUYMHAIOIIIEMY CEK peTapio n30exkaTh OMOOK B paboTe, YETKO
3HaTh CBOM (PYHKIIUU U OOS3aHHOCTH, MPABUIILHO OPTraHU30BaTh CBOE
paboyee mecTo.



Conep:kanue

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

CeronHs Ha pbIHKE Tpyna npodeccusi cekperapsi-pedepeHra,
HOXaJIyd, camasi paclpoCTpaHeHHas, Kak CpeAu COUCKarese,
Tak U cpeau padoronaresneil. He ciyyaitHO roBopsT: XOpOIIuii
cekperapb — Ha Bec 3o50Ta. [Ipodeccust cexperaps, nmoxanyu,
camas Onm3Kas K npogeccuu akrepa. Creuudurka u cI0KHOCTb
paboThI ceKpeTapsi CBsI3aHa C TEM, UTO OH BCer/ia Ha BUY, B IIEH-
Tpe OOILIEeHHs C PyKOBOJICTBOM, KOJJIETaMH, KJIIMEHTaMU. YJIbIO-
Ka, IPUSATHBIN TOJI0C, JIETKasl MOXO/IKa, yBEPEHHbIE KECTHI U 100-
POXeaTesIbHOCTh HE3aBUCUMO OT HACTPOEHUSI CO3AAI0T 0COOYIO
atmocdepy B oduce.

Xopolmil cekperapb — 3T0, Ipekae Bcero, npodeccruoHan!
OCHOBBI CEKPETApPCKOTO Aej1a MOKHO OCBOUTH 32 CPABHUTEIBLHO



KOPOTKHUI MEPUOJ] BpPEMEHHU, a HACTOSIIIEE MACTEPCTBO, KaK U B
000 podeccuul, MPUXOIUT C TOIAMH.

Uro ke mpencrarisier coOoil mpodeccusi cekperapb-pede-
PEHT, U nouemMy oHa Tak nomynspHa? Cl0BO «CeKpeTapb» Mpo-
UCXOIUT OT CPETHEBEKOBOIO «secretarius» M TepBOHAYAIBLHO
O3HAYAJIO TOBEPEHHOE JHIO. Ceryac CMBICI CI0BA OCTAJICS TEM
ke, Ho Ipuodpet 6oJiee MUPOKOe HATIOTHEHHE.

[TockoibKy ynpaBlI€HYECKMI EPCOHAN HErOCyAapCTBEHHBIX
KOMMEPYECKUX OpraHu3alluii, KaKk MpaBWJIO, JOCTaTOYHO HEBe-
JIMK, TO PYKOBOAUTEIU ITUX (PUPM 3aHUMAIOTCSI B OCHOBHOM pe-
IIIEHWEM OCHOBHBIX MTPOU3BOICTBEHHBIX BOIIPOCOB, CTpaTernye-
CKUMU TIpoOieMaMH Pa3BUTHSI CBOMX MPEANPUATHIA, a 3HAYM-
TEJIbHYIO YacTh YIIPABJICHUYECKOH (B MEPBYIO OUYepelb — AAMUHU-
CTPaTHBHOM) paOOTHI MOPYYAOT CBOMM ceKpeTapsam. Cekperaphb
PYKOBOAMTEJISI COBPEMEHHOW (PUPMBI JI0JIKEH He TOJIBKO OBICT-
PO nevaraTh U IPaBUILHO O(POPMIISITh IOKYMEHTBI, HO U COCTaB-
JIATh TEKCThI PA3IMYHBIX IOKYMEHTOB, PEIAKTUPOBATH TPOEKTHI,
HE TOJIbKO paliiOHAJIbHO OPraHMU30BaTh ITPUeM MOCETUTENIEN U Te-
neoHHOE 0OCTy)KMBaHUE, HO M CAMOCTOSITEJIBHO pellaTh MHO-
T'i€ BOIIPOCHl B COOTBETCTBUM C MOPYUYEHHBIMU OT PyKOBOJIUTE-
JIs1 yKa3aHUsIMUA. DTa HOBasi Pa3HOBUIHOCTh CEKPETaPCKOi MPo-
(peccun nonyunia Ha3BaHUE cekpemapsi-pegpepenma.

Cekperapb-pedepeHT — 3T0 oMOoIHUK pykoBoautess. Cy-
IIECTBYET HECKOJIBKO OIpeeIeHUI PoecCuu cekpeTapsi:

1) PaboTHUK, BefaoHii 1eI0MPOM3BOACTBOM YUPEKACHUS,
MPEINPUSITUS U T. I1., & TAKKE BEAYIIUIA IETOBYIO IEPEMICKY OT-



JenbpHOro Jutia. Takske B 00513aHHOCTU CEKpeTapsi BXOIUT MPUEM
Y yUeT TeJIe(DOHHBIX 3BOHKOB, CBA3b MEKAY OTIEJIAMH U YIIPAB-
JICHUSIMU OpraHU3alyH.

2) Tot, KTO BefieT MPOTOKOJ COOpaHUsl, 3ace/JaHusl, a TaKKe
CIIETUT 3a COOJTIOIEHNEeM perlaMeHTa.

3) BoiOOpHBINT pyKOBOAUTENH KAKON-THMOO OpraHu3aIluy, Ka-
KOTO-7T00 opraHa. Vv ofyH U3 4IeHOB KaKoro-T100 BEIOOPHO-
o OpraHa, BeJIalolIri IeJIONPOU3BOJCTBOM U TEKYyIel paboToii
OPraHU3alMOHHO-UCIIOIHUTEBHOTO XapaKTepa.

4) PyKkoBOAMTEIb, OTBEYAIOIINI 32 TEKYIYI0 PadOTy yupe-
KIEHUS UM KaKOrO-JIMOO OpraHa.

PedepeHT — 3TO AOMKHOCTHOE JIMIIO KaKOTro-1100 yupeske-
HUS, CIIEIUAJIMCT HE TOJIBKO B 00JIACTH CEKPETAPCKOTO Jesia, HO
U B cpepe OCHOBHOU JIEATENBHOCTH (PUPMBL; OH TOTOBUT pelle-
HU$, JOKJIAJbl, OTYETHI, BBICTYIUIEHUSI PYKOBOAUTEINS, aHAJIUTH-
YECKUE JOKYMEHTbI; KOHCYJIbTUPYET IO OINpPEIEIEHHBIM BOIPO-
caM; aHAJIM3UPYET CUTYAIHIO U IPUHUMAET YJ4acTue B pa3padoT-
K€ CTPaTEerny Y TAKTUKU JEATEIBHOCTH (PUPMBI.

Cexkpetapb-pedepeHT BHIMOMHSAET KOMOMHUPOBAHHBIE O0sI-
3aHHOCTH CeKpeTaps U peepeHTa.
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