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[NMpodeccnoHanbHbI BU3HEC-aCCUCTEHT U JIMYHbIN

MOMOLWHUNK PYKOBOOUNTEA

Cpok obyuyeHunsa: 3

Bpema nposegeHus: exxegHeBHO ¢ 10:00 go 17:30

BbloaBaeMble JOKYMEHTbI: YOOCTOBEpeHe O NOBbILLEeHUN KBanndukaumm
nnn Ceptmndumnkat Moscow Business School

[MporpamMma obyyeHunsa

O6pa3 0enoBoro yenoBeka: npaBuia, KOTopble cO3hakoT penyTaunto

OCHOBbI KY1bTYPbl 4E€N0BOro OOLLLEHUNS

NCcKyCcCTBO yrnpaBneHnsa BneyvataeHmnem o cebe. MNpuHumMnbl
MOCTPOEHUA YCNELLIHONO MEXTNMYHOCTHOIO OOLLIEHNS B AETOBOM
cpepne

ITUKETHO-3HAUYMMblE CUTHaNbl HeEBepPOasIbHOro noBeaeHnsa. XecTbl
N MO3bl, MEXJIMYHOCTHOE MPOCTPAHCTBO, COOTBETCTBYOLLME CTUIIO
0enoBoro obLleHuns

Bapbepbl B 06LLEHUN

[Ncnxonornyeckme oCobeHHOCTU U Pa3inymsa B NoBeOeHUN XMeHLLWH
N MYMXYUH

OCOBEeHHOCTU OBOLLEHUNA «MYMXXUYMHA-XKEHLLMHA» B AenoBon chepe
[enoBoe B3anMoaencTBmMe C PyKoBoOaAUTENEM, KOeramm

MpaBuna 4enoBoro obLWeHNA C MOCEeTUTENSAMN KOMMAaHUN
J109NbHOCTb 1 KOHMOUAEHUMANbHOCTb B A€/TOBOM OOLLUEHNI
Cneundurka ooHeceHnsa HeratTMBHOM MHoOpPMaLMmn

[MpakTNKyM — TecCT «Balln OCHOBHbIE Oe/10Bble KayecTBa»

PeueBoM 3TUKET — OCHOBA KYJIbTYPbl C/TYXKEBHbIX OTHOLLEHUI

OCHOBHbIE NMpaBuia KYJIbTYypPbl peydn. YMeHune cnywaTb M FOBOPUTb
ITUKETHbIE peyeBble POPMYJSibl OESTOBOro OOLLLEHUS

NcKycCTBO KOMMAIMMEHTA. Kak roBOpuUTb U MPUHUMATb
KOMIM/IMMEHTDI

KynbTypa ounanora
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HedopManbHaga 6ecena — obda3aTesibHag 4yacTb BCEX OEJIOBbIX
BCTpeu
3anpeTHble TeMbl ang small talk

MpakTUKyM — genosas urpa «KoMnanMeHT»

Ob6LWenpuHATble HOPMbI KY/1bTYPbl B A€/1I0BOM MUpe

[1enoBON 3TUKET, ero OCHOBHbIE NMPUHLMMbI

OCHOBHbIE BUOblI BEX/IMBOCTU: KOPPEKTHOCTb, AE/TMKATHOCTb,
YUYTUBOCTb, TAKTUYHOCTb, MYHKTYa/IbHOCTb

[MpaBuMia NPUBETCTBUSA, NPeacTaBieHNs, 3HAaKOMCTBA, OOpaLLeHns.
Pykono»aTtume, oo6baTund, nouenymn. Yto paspelleHo n HegonycTmmo
B 0e/10BOWU cpene

BuU3ntHaa kapTouka, ee OCHOBHble DYHKLINUA

CybopaunHaumna

[NooapKun, LUBeTbl, CYBEHUPDI, UX POJIb B OEJIOBbIX KOHTaKTaxX. YTto
He NMPUHATO OapUTb

HpaKTl/IKyM — gejioBad Urpa «OCHOBHble BMOblI BEXJIMBOCTU

BHewHOCTb 0enoBOro yesioBeka

TpeboBaHMA K ogexxae n BHeLLHeEMY BMAOY Oe/IOBOro YesoBekKa
Bbi6op MHOMBUAOYABbHOIO CTUIA, COOTBETCTBYHOLLENO UMUOXKY
KOMMNaHUu

Dress code B ogexxae 0enoBbIX MYMXUUMH N XKEHLUH

OCHOBHble CTUNM oaexabl. [1enoBOW CTUJb, BEYepHUNIN, CBOOOOHbIN,
CMOPTUBHbIN

feHOepHble NpenMylLLLecTBa U AenoBOW CTUMb. YTO HEQONYCTUMO
N npmuemMnemo B opuce. XeHckaa aenoBas oaexxaa: acoH, LBeT,
aTnyeckme TpedboBaHMA

[NenoBaga ogexxaa oJ1d My>XUmnH: aCoH, pacLBETKa, KOCTIOM,
pyoballKa, rancTtyk. lNpeamMeTbl KpacHOpeuYnBoro 6e3mMosiBuS:
yKpaLwleHna n akceccyapbl (Yacbl, aBTOPYUKUN, OUKWN, BTOKHOTHI,
3aMNOHKW, 3aKOJIKWN, 30HTbI, CYMKW, YKPaLLUEeHNS)

Opexxaa onis neperoBopoOB U MPOTOKOJIbHbIX BCTPEY

NMpunuecka, napdomMepund, KocMeTnka (MyXXCKas N XXeHcKasa)

[MpakKTUKyM — ynpa>KHeHune «Hangem omnoky»
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HeHb 2

[MTOMOLLHNK PYKOBOAUTENSA B CTPYKTYPE OpraHusaumm

¢ [JO/IHKHOCTHOM CTaTyC U PYHKLMNOHAIbHble OBA3aHHOCTHU

MOMOLLUHMKA PYKOBOAUTENS, ero posb B YrpaBleHUYeCKOM npoLecce.
[NMpodeccnoHanbHble KOMMEeTeHU N

[JenoBble U InYHble KayecTBa, HeobxoamMmble B paboTe
KBanndunkKaLumMoHHAA XapaKTePUCTMKA NMOMOLLHMKA PYKOBOAUTENS,
€ero JO/MKHOCTHbIE 06A3aHHOCTM U OCHOBHbIE YHKLMU

B COOTBETCTBUU C NPOPCTaHOAPTOM

OCOB6EeHHOCTU AONINHOCTHOM MO3MNLNU

Ponb B cO30aHNM U noaaep»XaHnm 6n1aronpuaTHOro
MCUXONOrMYECKOro KimMaTa B KOJINeKTuBe, B hOPMMPOBaAHUN

N MOoOOePXaHUN KOPNOPATUBHOM KyJibTypbl. OCHOBHbIE MapaMeTpPbl
KOPMOPAaTUBHOW KYJ1bTYPbI

MpakTnKyM «OueHKa npodeCcCMOHaNbHbIX KOMMETEHLNIN

AOMUHNCTPATUBHOE N OPraHM3aLUMOHHOE CONPoBOXKAEeHWNE OeATeIbHOCTH
pyKoBOOUTENS

NHdopMaumMOHHaa nogaepXKa OeaTenbHOCTU PYKOBOOUTENS.
MpenmMyLecTBa U HeJOCTATKM MUCbMEHHbIX U YCTHbIX
KOMMYHMKaLMM

YcnoBusa adpdpeKTnBHOM coBMeCcTHOM paboTbl. OCHOBHbIE
KOMMYHUKATUBHbIE HAaBblIKW. MeTodbl BO3OENCTBUSA HA NAapTHeEpPa.
Cnocobbl yoexgeHus

OnepaTMBHOE M AONTOCPOYHOE NNaHnpoBaHMe. NoBbilLeHne

23D PEKTUBHOCTU MCNOMBb30BAHUSA padoyero BpemeHn. OnpepeneHme
NPUOPUTETOB

OpraHunsauma npmuema noceTuTenem no TeEKYLMM N JTIMYHbIM
BoMnpocaM. NoBegeHmne NoMOLLIHMKA PYKOBOOUTENSA NpU NpoBeaeHUm
MPOBEPOK

PaboTa ¢ obpaleHnamMm rpaxoaH

OpraHunsauma n o6CnyXMBaHMe COBELLAHUW U OPYTInX
KOHMEPEHTHbIX MeponpuaTuit. MNpaBumaa NogroToBKM pauMOHaNIbHOW
nenosoun 6ecefbl. [JOKYMEHTUPOBAHME KONEermaabHom
NeAaATenbHOCTU

OpraHmsaumsa 6mnsHec-noe3nok pykosoautend. lNporpamMmmel
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KOMaHONPOBOK
[MpakKTUKyM «Pa3paboTka nporpamMmMbl KOMaHONPOBKM»
OpraHunsaums nsHegeatTenbHOCTU 1 aKcnyaTaumm odumca

e CepBUCHOE OBCNyXXnBaHMe oduca

e OdncHoe obopynoBaHMe 1 pacxoaHble MaTepumansl. [NpegMeTsbl
nepBON HEOHXOOMMOCTM

e BbIOOP NOCTABLUMKOB N CEPBUCHbBIX KOMMaHUI

e CO0op 1 0606LleHMe 3a9BOK. ONTUMM3ALMA 3aKYNOK PAaCXOOHbIX
MaTepuranoB, METOObl CHVXXEHUS 3aTpaT

MpakTUKyM «[MpoekTnpoBaHMe PoPM 3ad9BOK Ha 3aKYMKY PACXOOHbIX
MaTepunanoB»

[JoKyMeHTauMoHHOe obecneyeHre ynpaBieHns

CoBpeMeHHas HopMaTrBHaa 6a3a 0eNonpPou3BOACTBA

e CucteMa CTaHOapTOB NO MHMOPMaLUnK, BUBINOTEYHOMY
N n3pgatenbckomy geny. OpraHn3aunMoHHO-pacnopagnTenbHas
OOKYMeHTauunsa. TpeboBaHUA K OhOPMIIEHUIO JOKYMEHTOB

e JloKanbHble HOPMAaTUBHbIE aKTbl. NHCTPYKLUMA MO OeNonpon3BoacTBY

e [paMOTHOE ohopMIIeHNEe JOKYMEHTOB — HEOOXoanmMoe ycrioBme
NOBbILLUEHUNA UX 2PDPEKTUBHOCTU N DOPMUNPOBAHUA
MOJIOXKUTENBHOIO NMMANKA OpPraHm3aLmnm

e [TpaBunnia ohopMSIEHUA CNYXKEOHbIX MMCEM M 3aMNCOK, NPUKA3O0B,
aKTOB, MPOTOKOJ/IOB

[MpakTnkKyM — anckyccus «OcobeHHoCcTn HoBoro FOCTa»
CuncrteMa opraHmM3aunoHHO-paACNopPAaNTENbHOM OOKYMEeHTaunm

e Knaccnpumkaumsa oOKYMEHTOB N X DYHKLNN

e Cneundunka n posib OPraHM3auMOHHbIX, PacnopAanNTESIbHbIX
N MHOOPMALMOHHO-CMPAaBOYHbIX JOKYMEHTOB

e OCHOBHbIe DYHKLUMMN OOKYMEHTA, obecneyeHmne ero ropmnanyeckom
CWUnbl

e JIOKYMEHT KakK UMCTOYHUK MHDopMaumn. TpeboBaHUA
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K YrpaBieH4YeCcKomn nHdopMaumm

e [lenoBasa nepenuncka. OcobeHHOCTN N COCTaB

OdunumanbHO-0e10BON CTUNb U €ro TpeboBaHUA

MpakTUKYM «AHaNN3 oLMBOK B ODOPMIEHUN U PedaKTUPOBaHME TEKCTOB
MMCeM N OPYrNX OOKYMEHTOB»

OpraHusaumsa padoTbl C AOKYMEHTaMu

¢ [1IOKYMEHTOOBO0pPOT, €ro KOIMYECTBEeHHbIE U KaYeCTBEeHHble

XaPaKTEPUCTUKMN
STanbl CO30aHUA OOKYMEHTa: NOAroTOBKa MPOEKTa, BHYTPEHHee

M BHeLUHee corsacoBaHue, noanucaHve, yTBepXXaeHue,
perncTpaumnsa

TunoBble TeXHOIOrMM 06pPaboTKM AOKYMEHTOB. [MopsanoK ABMXKEHUS
BXOOALMX, UCXOOSALLMX M BHYTPEHHUX JOKYMEHTOB B OpraHm3aumm

MpakTuKyM «poeKTUpoBaHME MapLLUPYTOB ABMXXEHUA OOKYMEHTOB»

HeHb 3

BU3Hec-3TUKET Ha KOHMepeHUUax, npueMax, BCTpeyax, neperoBopax

enoBble NPOTOKOJIbHbIE N NPEACTABUTENBCKNE MEePONPUATUA KOMMNAHNN

[lenoBble BCTpeun, npeseHTaumm, CoBellaHuns, BbICTaBKU
Npe3eHTaunm. OCoBeHHOCTU NOAroTOBKU U NMPOBeOeHUA
npeseHTauum

MexxaoyHapoaHble cTaHaapTbl, OCOBEHHOCTM NOArOTOBKU

M NpoBeOeHns NeperoBopoOB

[MpoTOKOMbHAA CTPYKTYpPa (hbopMyna) NneperoBopoB
OpraHunsaumMoHHbIe BOMPOCHI, NMIaHUpOBaHWe, pacnpegeneHme
065A3aHHOCTEN N OTBETCTBEHHOCTM NPU MOArOTOBKE K NEeperoBopam.
CocTaBneHune KyabTYyPHOM NPOrpamMmsbl

OCHOBHble TpPebOBaHUA N PeKOMeHaaUnm K odhopMSIEHUIO
MOMeELLEHNN 1 CTONOB A9 MeperoBOpOB, COBELLLAHUN,
KOHMepeHunmn

CocTaBneHune cxeM paccaaku. VMiMeHHble (KyBepTHbIE) KapTOUKMW.
[NMpaBuna opopMneHund

BcTpeun rocten B asponopTy, Ha BoK3ane
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e OCHOBHbIe Npasuia NPOTOKOA MPW paccagke B aBToMobune,
Ha rMeperoBopax, Ae/I0BOM BCTpeue

TenedOHHbIVN 3TUKET B AE/T0OBbIX KOMMYHUKaLUUNSX

e OCHOBHbIe TPpeboBaHUSA 3TUKETa K BeAeHUO AeN0BOro tTeyiedOHHOro
pa3roBopa

e OCcoBeHHOCTM genoBoro TesiedOHHOro pa3roBopa

e [logrotToBKa TenedOHHOro Pa3roBopa, KOMMo3nums

e OCcobeHHOCTU ronoca. «J1yymm rosioc» ans genoBoro ooLweHus

e CKOPOCTb U PUTM TeNnePOHHOro obLEeHNs, MaHepa ObLLLEeHNS,
aMoumm B obLLeHnn. lNay3bl

e YMeHMe cnyLlaTb — Ba)XHaa YacTb TeneoHHOro obLeHuns

e 3BOHKM BXOAdLLME N ncxogaLume

e Bbi6GOp MHOAMBUAOYANBHOIO CTUNA OOLLLEHUA, COOTBETCTBYOLLErO
NMUNOXY KOMMaHUN

e HepoueTbl B TeNIedOHHOM OBOLLUEHNN

e MobusbHaa CBA3b

MPakKTUKYyM — ynpa)KHeHune «Pa3byam CBOW ronoc»

OCHOBHbIe BMAOblI ohunLmanbHbIX 1 HEODULMANBHBIX MPUEMOB B COBPEMEHHOM
Poccumn 1 3a pybexxom

e [TpneMbl caMoobCcnyXXmnBaHUa N 6aHkeTbl (DypLUET, KOKTENND,
LUBEOCKUW CTOJ1, OAHKET)

e [TpurnaweHms, oTBeTbl HA HMUX

e [lenoBble NeperoBOpbl B pecTopaHe: 0OCOBEeHHOCTU NpoBeaeHns,
BaX>XHOCTb 1 CJTIOXHOCTb NPOTOKOJ1a AENOBbIX BCTPEY B pecTopaHe

e TpeboBaHUA K ofexXae YYaCTHUKOB MepOornpuaTma 1 NoBeAeHUIO

e PeCTOpaHHbIN 3TUKET

[NMpakTnkKyM — genoBas urpa «lpmnbdopbl N 6GOKasbI»
OCHOBHbIe NMpaBwuna roctTenpumMMcTBa B oduce
e YBaXkKeHue, gobpoxxenaTesnbHOCTb U NpeaynpeanTenbHOCTb —
OCHOBA MNPaBUJT XOPOoLUEero ToHa aJig npmemMa noceTmuTenem m rocten

KOMMaHnu
e YroweHune B opuce. Kak npaBubHO NogaBaTb Yan, Kode,
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npoxaaanTenbHble HAMNUTKU
e OdrcHaga cepBMpoBKa cTosa. lNpaBuna n HeJONYyCTUMbIE OLLNOKU
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