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I'JIABA 18 CEKPETAPb PYKOBOJAMTEJIA
Xopowwuii cexkpemapb yosaueaem
agpghekmusnocmv  pabomwul  ceoeco  uteda.
IInoxou cekpemapv ymenvuiaem ee Hanoa08UHY.
T. Konemnan
Ponv u 3a0auu cexpemaps — Kymvmypa noeedenus
cekpemaps — Bzaumooeticmeue pykogooumens ¢ cekpemapem —
Bzaumooeticmeue cexpemapsi ¢ pykogooumenem
18.1. Posib 1 3ag1a4u cekperaps

CnoBo «cekpeTappy MPOUCXOAUT OT CPETHEBEKOBOIO «secretarius» M TMEpBOHAYAIBHO O3HAYaJIo
«oBepeHHoe ymuo». B Poccum nmomkHOCTE cexperaps nosiBisiercss B XVIIL B. cHadana MMEHHO Kak
JOJKHOCTB JITYHOT'O CEKpeTaps UMIEpaTopa.

B TtonkoBom cnoBape B. [lamp onpepenser: «CraTc-ceKkperapb» — JOBEPEHHBIM MHCbMOBOJ
rocynapsi». B nepsoii ywerBept XVIII B. cexkperapb CTaHOBHUTCS JOJKHOCTHBIM JIMIIOM YupexaeHus. B
HACTOsIILIEE BPEMSI B CIIOBApPSIX CJIOBO «CEKPETaphy OMPEAEISIETCs KaK «JIUIO0, BEAYIIee AEJIOBYIO EPEHUCKY
OTAEIBHOIO JIMIA WK YUPEKIEHHS, a TAKKE BEAYIIEe NEN0NPON3BOACTBO» [63, c.71].

Bo3zpacranue pony pyKkOBOIUTENSE B COBPEMEHHBIX YCIOBHUSAX 3AaCTABIISIET MO-HOBOMY B3IVISIHYTh Ha
00513aHHOCTH, MpaBa, OpraHU3alrIo TPyIa U MECTO CEKpeTaps B CUCTEME yIpaBJIeHUs OpraHu3aIlen.

Ectp u3BecTHOE yTBEpXKIEHUE O TOM, YTO XOpPOLIUI CEKpeTapb MOXKET B IMOJOXHUTEIbHOM CBETE
IPEICTaBUTh TOCPEIICTBEHHOIO MEHEIKepa, a IOCPEACTBEHHBIM CeKpeTapb Jaxke Npo(eccHOoHANIbHOro
MEHE/KEpa MPEICTaBUT MTOCPEICTBEHHOCTHIO.

B ycloBUSIX pBIHOYHBIX OTHOIIEHWH M KOHKYPEHTHOM SKOHOMHMKH CBOEBPEMEHHOE M IPABUIIBHOE
pelleHne 3aJad pyKOBOJIUTENEM OINpeNeseT >KU3HECIOCOOHOCTh (pupMbl. PykoBoauTenb Kak HUKOrIa
HYXXJIaeTCsl CErofHs B IOMOIIHHMKE, OCBOOOXIAIOUIEM €ro OT HEpalHMOHAJbHOM TpaThl BPEeMEHH U
MO3BOJISIIOIIEM COCPEIOTOYUTHCS Ha Y3JIOBBIX; MpobieMax. TakuM MOMOITHUKOM MOKET CTaTh CEKpeTaphb,
Oepymuii Ha ce0st ”HPOPMAIIMOHHOE U OPTaHU3aIlHOHHOE 00CITYKHBaHUE CBOE! TO PYKOBOJIUTENS.

Crenuanuctsl 3TOM mpodeccuu CHocoOCTBYIOT YIYUIIEHHIO TpyAa PYKOBOIAIIMX PaOOTHHKOB,
SIBJIIFOTCSL CBSA3YIOLMM 3BEHOM B CUCTEME KOHTAaKTOB PYKOBOAMTEINS C BHEIIHUM MUPOM U COTPYJHUKAMU
(bUPMBIL, TOJAEP>)KUBAIOT BHICOKUI aBTOPUTET PYKOBOJIUTEISL.

Ot kadectBa pPalOTHI CeKpeTaps BO MHOIOM 3aBHUCHUT 3((HEKTHBHOCTh PabOTHl PYKOBOAMTEIS.
KBanudunupoBanHslii cexperaps nomoraer medy coepeub 2—3 4 pabodero BpeMeHH €KEeIHEBHO.

Posnb cexperapst pyKOBOIUTEINS B COBPEMEHHBIX YCIOBHSX YCIOXKHSIECTCA U yCHIMBAETCs. Bo-1epBBIX,
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CeKpeTapb — 3TO TMOMOIIHMK PYKOBOJUTENs, ero aoBepeHHoe auio. Cekperapb — MEpBBIA, C KeM
BCTpeyYaeTcs MOCETUTENb, OH MOCIEAHH, KOro BUIAT, mokuaas opuc. Cekperaps 1o MpaBy MOKHO Ha3BaTh
munoM yupexaenus. Cekperapb — KitoueBasi (purypa B ynpaiieHUeckoM ammapate. OT ero cnocoOHOCTH
MOJCP’KUBATH U TIOBBIIIATH POJIb PYKOBOAUTENS (DUPMBI YACTO 3aBUCHUT yCIIEX JIena.

Cekperapp — oOciyxkuBaromias npodeccusi, ero OCHOBHas 3ajada 3aKI04aeTcsi B TOM, YTOOBI
00ecreYnTh PYKOBOJUTENIO YCIOBUS JJIsi BBIMOJIHEHUSI €r0 OCHOBHBIX 00si3aHHOCTEel. CekpeTaph JO0IKEH
pasrpy3uTh PYKOBOAMTENS, IOMOYb B PACHpPENeNieHUH €ro BaKHEHIIero pecypca — BpeMeHU. Benp
YIYIIEHHOE BpeMs HEJb3s BEPHYTh WJIM BO3MecTUTh. HO cekperapp AOKEH MOMOYb PYKOBOJUTEIIO
3¢ GEeKTUBHO HCIIONB30BaTh ero pabounit geHb. [losToMy 3amaum, crosIMe TEepel] CEeKpeTapeM,
HEOT/AENUMBI OT 3aJauy ero pykoBomutens. Cekperapb 00si3aH W MOXET MaKCHUMaJbHO pa3rpy3UTh
PYKOBOJUTENS. OT IMOATOTOBUTEIbHBIX, TEXHUYECKHUX U OTAEIbHBIX BHUJIOB TEKYILEH OpraHM3alliOHHON
paboThl, BBICBOOOIUTH €ro BpeMs JIsi TBOPUECKOH JESATENBHOCTH, CYHIECTBEHHO OOJIETYUTH €ro
yIpaBJIEHYECKYIO paboTYy.

B o0si3aHHOCTH cekpeTapss BXOIWT BBIMOJHEHHE PAadOT MO cOOpy, COCTaBIEHHIO, OGOPMIICHHIO,
00paboTKe YCTHOM W JOKYMEHTHOM HH(OpMAIMK, a TaKXKe MO OpPraHu3alMi TpHUeMa IOCETUTEIIEH,
MOJITOTOBKE 3aceJaHHI U COBELIAHUH, 110 TeNe()OHHOMY OOCITYKMBAHHIO U JIP.

VY CnoBHO 00s13aHHOCTH CEKpeTapsi MOKHO pa3/Ie/IuTh Ha:

* paboTy ¢ TOKyMeHTaMH (MH(POPMAIIMOHHO-TOKYMEHTaIbHOE O0CITY)KHBAHHUE);

* paboTy opraHu3anmoHHy0 (0e310KyMeHTHOe oOcmykuBanue). K oneparusm mo 6€310KyMEHTHOMY
00CITy>)KHBaHHIO OTHOCATCS TaKHe, KaK BBIOJHEHUE TEXHUYECKUX (QYHKIMH MO 0OecredeHuio paboTsl
PYKOBOJHTENSI, MMOATOTOBKA 3acelaHUil M COBEIIAHUM, OpraHu3alus MpUeMa MOCeTUTeNel, TenepoHHoe
o0CITy’)KUBaHHEe, MOJArOTOBKa KOMAaHIMPOBOK, IUIAHWpOBaHHWE CBoed paboTel. Jlpyrue oO0sS3aHHOCTH:
COCTaBJIeHHE, OQOpPMJICHHE, pPEIaKTUPOBaHUE CIYXKEOHBIX JOKYMEHTOB, perucrpanus, KOHTPOJIb
UCTIOJIHEHUs, TOJAIIMBKA B Jiela W T[epefada Ha XpaHEHHE JOKYMEHTOB, CTeHorpadupoBaHue,
pacum@poBka 1 ohopMIIeHHE TOKYMEHTOB — OTHOCSTCS K TOKYMEHTHOMY oOcimyx)uBaHuto. Ha pabotel o
0€3/10KyMEHTHOMY OOCITy’)KUBAaHUIO CEKpeTaph 3aTpaunBaeT 55—60% pabodero BpeMeHH.

OO0s13aHHOCTH CeKpeTapeil pyKOBOAUTENEH pPa3IMYHBIX YPOBHEH YIpaBJIEHUS OTIMYAIOTCS KaK I10
COZIEpPXKAHMIO, TaK U MO 00beMy. B 3aBHCHMOCTH OT 3TOrO CYIIECTBYIOT TPH CTYIEHH JOJDKHOCTHOM
CEKpEeTapCcKON MepapXuu.

1. Cekperapb pyKOBOIUTENS] HU3IIETO YPOBHS YIPABJIEHUS — CEKPETapb-MAIIMHUCTKA (BBITOIHSET
TEXHUYECKHE U CEPBUCHBIC (DYHKITUN).

2. CekpeTrapb pyKOBOAMTEIS CPEHETO YPOBHS YIpPABJICHUS — CEKpeTapb-pedepeHT (obecreynBaert
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JIOKyMEHTHOE OOCITY)KMBaHHE, OpPraHHM3alMI0 H JOKYMEHTHOE O(pOpMIICHHE COBCIIAHHWH, IPHEMOB
TIOCETUTEINCH U T.11.).

3. Cekperappb pYKOBOIWTENS BBICIHICTO YpPOBHS YIPaBJICHUS —  CEKpETaph—IIOMOITHUK
pyKoBoauTeNs, orc-MEHEKep, PYKOBOAUTENb CEKpeTapraTa (HaeaeH MOJTHOMOYHUSIMU MPECTaBUTENS B
JPYTUX OpraHU3aIHsIX).

Poib cekperaps mpeanonaraer OOJBIIYI0 OTBETCTBEHHOCTh M TPEHBSBISAET K HEMY BBICOKHE
TpeboBanus. Pabota cexperapss MHOronpoduibHa, oHa TpeOyeT HE TOJBKO JOCTATOYHO BBICOKOHM 0O
KyJbTYpbI 1 00pa30BaHHOCTH, HO M CIIEUAIbHBIX 3HAHUH U HAaBBIKOB.

CekpeTapb J0J:K€H 3HATD:

IIpasogvie ocrosbl ynpasneHus:

* QJIMUHUCTPATUBHOE, TPYJOBOE, X0O35HCTBEHHOE TIPABO;

* 3aKOHOJIATEIbHO-HOPMATHUBHBIC aKThI, ONMPEACISIONIME MOPSIIOK paOdOThl OpraHU3alMKi TOTO THUIIA,
r7e OH paboTaer.

OCHOBBI YIIPABJICHUS :

* CICTEMY OpPraHOB BJIACTH U YIPABJIEHUS B CTPAHE U B CBOEM PETHOHE;
* OTpacilb, B KOTOPOH OH paboTaeT, 1 B3aMMOCBSI3H;

* (hyHKIMH, 3a]1a4U, CTPYKTYpYy OpraHU3alllK, B KOTOPOW OH paboTaeT, ee CBs3U;
* MECTO PYKOBOJUTEIA B CTPYKTYpPE, €r0 BHYTPEHHUE Y BHEIIIHUE KOHTAKTEI.

OCHOBBI MEHEIKMEHTA.

OcHO8bl HAYUHOUL Op2aHU3aAYyULU YRPABTIEHYeCKo20 mpyod.
BrurcIuTebHYIO ¥ OpraHU3allMOHHYIO TCXHHKY.
OcHOBEI 0011IEl ¥ CONMATLHON IICHXOIOTHH.

OCHOBBI 3THKH U 3CTETUKH.

JleJ1OonpON3BOJACTBO:

* METOJIbI CO37aHuUs U OPOPMIICHHS TOKYMEHTOB;
* OpraHu3aIio padoThI C JOKYMEHTAMHU;
* 0E3I0KYMEHTHOE 00CITy’)KHUBaHHE. APXUBHOE JIEIIO.

Ha ocHoBe 3THX 3HAHHMH ceKpeTaphb A0JIKEH YMETh:

Co3z0amb ycnosus 015 3¢hexmueHol pabomsi pyKo8oOUmeJs:
* 0Ka3aTh MIOMOIIIb B INITAHUPOBAHUH PabOYero JHS;
* OPraHu30BaTh pabouee MeCTO PyKOBOIUTEIIS,

* BECTH KOHTpPOJb CpPOKOB BBIIIOJHEHHUS MOpPY4YEHUH pykoBoAacTBa. Bectn wuHbopmannonHoe
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00CITy’>KUBaHHE PyKOBOIUTEIS:

* TOKYMEHTHOE;

* 0€3/T0OKyMEHTHOE;

* yMeTh paboTaTh C MEPUOAUKOH (ITOATOTaBIMBATH 0030PkI [TEYaTH).

Opeanuzogvieams npuem nocemumeineu.

Yemanasnusamo konmaxmet.

Opeanu3zogviéams u obecneuusams pabomy coseujanuil.

HUcnonvzoeams II19BM, Internet.

Onepamueno pasmHoicams OOKYMeHMbL.

Obecneuusams Ovicmpyro nepeoawy UH@GOpMaAyuu ¢ NOMOWDBIO cpedcms cesi3u (6 m.u. ¢haxca,
971eKMPOHHOU HOYMbL).

Becmu pabomy ¢ ooxymenmamu.

Becmu apxus.

Pabota cekperapsi oTimyaercss ObICTPO MEHSIOLICHCS CUTyalMeHd, pa3sHOOOpa3ueM BBIMOIHSAEMbIX
3alad M TMOTPEeOHOCThIO HMX OINEPAaTUBHOTO pEelIeHUs, HEOOXOJMMOCThIO YacTO BECTH MapajliebHO
HECKOJIbKO BHOB PabOT, MHOr000pa3ueM KOHTAKTOB.

[ToaTomMy K ceKpeTapro IpeabsIBISICTCS psill TPEOOBAaHUM, KOTOPHIE MOXKHO Pa3IeiuTh Ha TPeOOBAHUS
K JICTIOBBIM U JIMYHOCTHBIM Ka4eCTBaM.

K nenoBeiM kauecTBam, MpeXIE BCEro, OTHOCATCA MPOGECCHOHATbHBIE HABBIKH, T.€. CEKpeTapb
JOJDKEH BJIAJIETh KOMILIEKCOM Mpo(eCCHOHANBHBIX 3HAHHU M, yMEHU, HABBIKOB.

Cekperapb JODKEH OTIMYATHCS BBICOKAM YPOBHEM OPraHM30BAHHOCTH. DTO yMEHHE OpraHW30BaTh
CBOE pabouee MeCTO, pallOHAIBHO CIIAHUPOBATH paclpe/elieHie 00si3aHHOCTEN 10 BpeMEeHH, 00eCTICYUTh
CBOEBPEMEHHOE BBIMOJIIHEHNE KaXKJOJJTHEBHBIX OTEPAIIHA.

He MeHee BaxXHO Takoe KauecTBO CEKpeTaps, KaK OTBETCTBEHHOCTh 3a KAayeCTBEHHOE U
CBOEBPEMEHHOE BHINOIHEHNE IMOCTABICHHBIX 3aj7ad. PyKOBOIWTENb MODKEH OBITh YBEpEeH, YTO JaHHOE
CeKpeTapro mopydeHue OyeT 00s3aTebHO BBHITIOJTHEHO HAUTYYIIUM 00pa3oM U B CPOK.

Cekperapb TODKEH OTINYATHCS MHUIIMATUBHOCTHIO, YMEHHUEM CAMOCTOSITENbHO MPUHUMATh PEIICHHS
B TIpejieNiaXx CBOeH KOMIIETeHIIMH, HE TOKUIAsCh yKa3aHUW PYKOBOAMTENS MO KaKJIoMy moBoay. OmHaKo,
NpUHUMAs TO WM WHOE PEIICHHE, CEKPeTaph JODKEH OBITh YBEPEH, YTO OHO IOWJET Ha IOJIB3Y Jefa, He
OyZeT mpexIeBPEMEHHBIM HIIM OITMOOYHBIM.

[Tpu moxbope cekperapeit Ha OHO U3 TMIEPBBIX MECT BBIIBUTaeTCs TPEOOBAaHUE COXPAHSTH CITY:KEOHYIO

TaﬁHy. VYmenue IMPOABUTHL JUIIJIOMATHYHOCTL B pa3roBopax I10 Teﬂe(l)OHy N JJMYHBIX KOHTAKTaX, TAKTHUYHO
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yUTH OT Oecenbl, KOTOpash MOXKET HaHecTH yiepd aeny (upMmbl, Bcerja LIEHUTCS B coTpyaHuke. [Ipu
pELIEHUH PAa3NUYHBIX BOIPOCOB CEKpeTaph JOJKEH HCIOJIb30BaTh TOJBKO (DAaKTUYECKYIO, CTPOro
npoBepeHHyto uHbpopmaiuoo. Hemomyctrmo pasriamarts WHOOPMALMIO, HUMEIONIYI0 CIYXKEOHBIA WITH
CeKpeTHBII xapakTep. Hy)kHO mpaBMIIbHO XpaHUTh JOKYMEHTHI, HE JIOIyCKas CBOOOIHOTO J0CTyNa K HUM
JIPYTUX COTPYIHUKOB.

K BaxHeWIIMM KauecTBaM CeKpeTapsi OTHOCUTCS MYHKTYallbHOCTb. JTO YMEHHME HE TOJIBKO
IPaBUJILHO CILNIAHUPOBATh MEPOIPHSTHS, HO U CTPOTO BBIIOJIHATH UX B yCTaHOBJIEHHOE BpeMsi. OcoOeHHO
00JIbIIIOE 3HAYEHUE MUMEET CBOEBPEMEHHOCTD IMPEACTABICHUS JOKYMEHTOB M MH(OpMAIMU I TPUHATHS
pelIeHus, OpraHu3alii BCTped, coBemanuii. CekpeTapp HUKOTJa HHUYEro He 3a0yAeT M CBOEBPEMEHHO
nporH(GOPMUPYET, HATTOMHUT, OPraHU3YeT.

Cekperapb J10JDKEH 00J1a1aTh YMEHHUEM IMPEIBUIETh HANPSHKEHHbIE CUTYallUd U YMETh JIETAJIbHO
CIJTAHUPOBATH PA0OTY B 3TOT MOMEHT.

PaGora cekperapss HHUKOra He OyAeT YCHENIHOW, €cli OH He OylneT MpenaH cBoel Qupme,
opranuzanuu. [IpegaHHOCTH cBoell paboTe — OCHOBHOE KadecTBO JJsI WJCaNbHBIX OTHOIICHUH C
PYKOBOJUTEIIEM.

Jlyist BBIpaOOTKH JIETIOBBIX Ka4eCcTB, HEOOXOAUMBIX B paboOTe ceKpeTapsi, TpeOyeTcs: psili IMYHOCTHBIX
KayecTB, 0€3 KOTOPBIX TPYAHO CTaTh npodeccnoHanoM. M3 HUX Ha MepBOE MECTO CileAyeT MOCTaBUThH
yYMEHHUE aJIaliTUPOBAThCA, T.€. OBICTPO MEPEKIIIOYATHCS C OAHOTO BUAA pabOThl HA APYrod, U CIIOCOOHOCTh
OJTHOBPEMEHHO BBIIIOJIHATH HECKOIBKO ITOPYUYEHUH.

He wMmenee BakHas depra XapakTtepa — KOMMYHHKAO€IbHOCTb, T.€. CIIOCOOHOCTH JIETKO
yCTaHaBJIMBAaTh KOHTAKTHI, CBSA3H, TaK KaK CEKPETapr0 HEOOXOAMMO OOIIATHCS ¢ OOJBILION TPYTINOH JFOCH.

K nuYHOCTHBIM KauecTBaM, HEOOXOAHWMBIM CEKpPEeTapro, OTHOCATCS JIF0OE3HOCTh, BEXKIUBOCTD,
J00PO’KENATENbHOCTD, OT3BIBUNBOCTh. OHU BCErAa MPOSIBIIIOTCS HE TOJIBKO MPH JIMYHBIX KOHTAKTAaX, HO U
Opu BeNEHHM TeNne(OHHBIX IeperoBopoB. VMIMEHHO 3TH KadecTBa CO3JAIOT aTtMocdepy B IMPHUEMHOMN
PYKOBOJUTENS, B 0(hrice ¥ TOMOTAIOT B IOJTYYEHUU MOACPIKKH.

Bakubl W Takue KauecTBa, Kak T'MOKOCTb, JIOSUTbHOCTb, YPaBHOBEUIEHHOCTh, M300pETaTeIbHOCTD,
JI0OPOCOBECTHOCTD, AKKYPAaTHOCTb.

BaxHpIM M HEOOXOIMMBIM KaueCTBOM CEKpeTapsi SIBISIETCS €ro CTpEMJICHHE K IOCTOSIHHOMY
COBEpIICHCTBOBAHUIO, T.€. TOCTOSHHOMY IMOMOJIHEHUIO KaK 00X, TaK U MPOo(ecCHOHANIbHBIX 3HAHUH.

Cekperapb JODKEH BCErJa OTIMYAThCS OMPSATHOCTHIO, YMEHUEM OJIEBAThCSI CO BKYCOM M C YYETOM
JIeJI0BOI 0OCTaHOBKH.

18.2. KyabTypa noBeaeHusi cekpeTapsi
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BaxxupiMH TOKa3zaTensMU KyJIbTYphl CEKpeTaps SIBJISIOTCS €ro yMeHHe OBbITh KOPPEKTHBIM,
BEXIIMBBIM, J0OpoxkenarenbHbIM. CekpeTaph JODKEH HAyYUThCS YIPABISATH MUMHUKOM, MHTOHAIMSMHU
rojoca, Tak Kak eMy NpUXOIUTCs padboTaTh ¢ MoabMHU. OH BCEr/a I0JDKEH OMHUTb, YTO 3J10€ BbIpaKeHUE
JMLA, TPO3HBIA B3IUIA, SIOBUTAasi UPOHUS, BBIPAKEHHE IMPEBOCXOJICTBA HIIM IMOJHOTO PAaBHOIYIIUS —
MoKa3aTeNy HU3KOW KYJIBTYPhI CeKpeTapsl.

PaGora cekperapsi TpeOyeT OT HEro NEMUKATHOCTH B paboTe ¢ JIIOJbMHU: aKKypaTHOCTH, YETKOCTH,
cOOpaHHOCTH B PabOTe C JOKYMEHTaMH, YMEHHUSI CpabOTaThCs C PYKOBOAUTENEM M COTPYIHUKAMHU. ITO
00CTOSAITENILCTBO TPEABSBIACT OCOOBIE TPeOOBaHUS K IOBEJCHUIO CEKpeTaps, €ro YMEHHIO OOIIaThCs.
Ymenne Bectd ceOs € JIOIbMH, CIIOCOOHOCTH CO3/1aBaTh BIIEUATIEHHE, IOBBIIAIONIEE ABTOPUTET
PYKOBOIUTENSI, — Ba)kHbIE (DAKTOPHI ycrexa B paboTe.

B oOwmenun ¢ moceturensMu, COTPYJHHUKAMU U PYKOBOACTBOM CEKpETapb JOKEH IPOSIBIISATH
J0OpOXKENaTETbHOCTh, OBITh TOTOBBIM MPUNTH Ha MOMOILb, OKa3aTh MaKCUMAJIbHOE COACHCTBUE, TOWTH, B
cllyyae HEOOXOAMMOCTH, Ha HEKOTOpble JMYHbIE HEyM0oO0CTBa paau odmiero nena. JroOoii yenoBexk,
O0paTUBILIMICA K CEKpeTapio 3a MOMOIIBIO, JOIKEH OBITh YBEpEH, YTO BCE BO3MOXKHOE OyAET clenaHo.
Ecnu cexperapp 3HaeT wid IpeANoNaraer, yTo MOJUIeKalas COOOLIEHUIO WH(OpMalus SBISETCS i
cobecelTHMKa HEraTUBHOW, TO OH JOJDKEH IOCTapaThCs H3JIOKUTh €€ KaKk MOXHO Oojiee TaKTHYHO,
nenukatHo. CobOeceTHUK NTOKEH YOeAMThCS, YTO BCE BO3MOXKHOE CIENaHO, OTPULIATENIbHBIA pe3ysbTaT
BbI3BaH O0OBEKTUBHBIMU MPUIMHAMH.

Te npaBuia NoBeAEHUS, KOTOPBIE JOKEH COOIOAATh KaXKIbli KYJIbTYpHBIN YEJIOBEK, IEPEHOCITCS B
U3BECTHOM Mepe M B CIy)KEOHYI0O OOCTAHOBKY M HWMEIOT OOJIBIIIOE YHUCIO «TOYEK IMPUIOKEHUS» B
KOHKPETHBIX CHUTYAIlHsX Mpoliecca ynpanieHus. OTMETUM HEKOTOpbIE U3 HUX.

PaGouas mo3a cekperapsi JOKHA OBITH cTporo ¢gukcupoBaHa. CuIeTh peKOMEHIyeTCsl CBOOOTHO, HE
HAIpsOKEHHO, COXpaHss CTpOHHYH ocaHKy. IlonojkeHue Kopryca JOJDKHO OBbITh €CTECTBEHHBIM,
CIIOKOWHBIM, Oe3 mepern0oB Briepea win Hazaa. He cremyer caauThest Ha Kpall CTyja, Tak Kak IMPH 3TOM
BO3HUKAET HANPsHKEHUE MBI, YBEIUYUBAETCS 0011as Harpy3Ka Ha MO3BOHOYHHK M HOTH.

[Tpu mosiBIIEHNM B MPUEMHOMN MOCETUTENS CEKpPeTaph JODKEH OTIOKHUTH CBOU Jefa, M0310poBaThes,
npeasiokuTh cectb. Cekperapp 00s3aH BCTaBaThb H3-3a CTOJNA, BCTpedas: yYTPOM — PYKOBOJIUTEIS,;
NPUIIEANINX B TOT JIEHb MEPBBIN pa3 TOHKHOCTHBIX JIMIL BBICIIETO PaHTa; MOYETHBIX TOCTEH yUpeKICHHS.

Ecnu cekperapb BUAUT CBOEro coOeceqHHKA BIIEPBBIC, TO OH JOJDKEH Ha3BaTh ceOs. Tomibko mocie
3TOTO CEeKpeTapb OCBEIOMIISIETCS, KaK 30BYT MOCETUTENS, I/I€ OH paboTaeT U Mo KaKOMY BOIPOCY MPHIIIEN.
HeobxomumMo co0moaTh TakT, yIOTPEOIATh TOJIBKO BEKIUBBIE (POPMBI OOpaIICHUSI.

B ciyuae HaxoXJIeHHs B MPHUEMHON MOCETUTENEH CeKpeTaph HE JOJDKEH BECTU JIMYHBIE Oecesbl 1Mo
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TeneoHy, cIeayeT BO3ep)KaThCs TakKe OT Oecell, PaCKPhIBAIOIIMX CIIy:KeOHbIe TaliHbl. B OTHOIIEHUX
IOCETUTENIMU U CO CBOMMM KOJJIETAMH CEKpeTapb HEe JO/DKEH pasIilalaTh KOH(HUAECHIHAIbHYIO
uH(pOopMaIuIo.

[Ipu mosiBIEHUM MOCETUTENS CeKpeTaph pacroiaraer He 6onee yeM . 15 ¢ Ha TO, YTOOBI 3aKOHYUTH
MAIIMHOIHUCHYIO CTPOKY MJIM Tene(OHHBIN pa3roBop. UTeHue MoOBIX TOKYMEHTOB CIEAYEeT HEMEUICHHO
IPEKPAaTHTh U 3aHATHCS IOCETUTENEM.

Cekperapio HEOOXOIUMO 3HATh IpaBHJia MPUBETCTBUSA. EciaM HYXHO MO30pOBaThCs 3a PYKY, TO
HE0OX0IMMO BCTATh M3-3a CTOJIA, BBIUTH K IMOCETUTENIO U oJaTh pyKy. [lepBbiMu moaaioT pyky paOOTHUKH
BBICIIMX PAHTOB M JKEHIIMHBI. OJHAKO EHIMHE MO3BOJIETCS HE 110JIaBaTh PYKH, €CJIM OHA HE XOUeT TOro
nenath. [IpuHATO, 4TOOBI EPBBIMU 3/I0POBAIUCH (IIPOLIAIKCH) T€, KTO BXOAUT B MPUEMHYIO (IIOKHUJAET €e).
[IepBbIM 310pOBaETCs TOT, KTO MOJXOAUT K IPYIIIE JIFOJIEH UM MIPOXOAUT B HENOCPEACTBEHHOW OJIM30CTH
oT HuX. [IpencTaBneHus cekperapeM yMECTHBI JIMIIb B TOM CIydae, €CId OHHU CIIOCOOCTBYIOT OBICTPOMY
PEIIEHHIO JIEIOBBIX BOIIPOCOB.

B CIIIA mpu moaroroBke cekperapeil, KOTOphIX Ha3bIBAlOT «PO30BBIMH BOPOTHHYKAMH», 0C000€
BHUMAHHUC 06pan1afoT Ha IMOXOAKY, MUMHUKY, CTHJIb OACK/Ibl, OCAHKY 1 KCCTUKYJIALUIO.

CylIecTBYIOT MYXKCKHE U JKEHCKHE CIOCOOHOCTH, peaM3YIOUIMEcss Ha CEKpPEeTapcKol ciyxoe.
Cunraercs, YTO JKEHIIMHA OXOTHEE M TEpIEIUBEE BBINOIHAET OAHOOOpa3Hyt paboty. [locTatouHo
OpPraHM30BaHHAsl JKEHIIMHA JIETKO KOOPIUHHUPYET paboTy, HAaXOIUT BBIXOA M3 HEMPOCTBIX CUTYalHi,
OBICTPO cocpeoTauMBaeT BHUMaHME Ha HEOOXOAMMBIX Menoyax. Ecim oHa kK ToMy ke JelnuKaTHa U
IMPUBCTIIMBA, HAYaJIbHUK MOXCT OBITD CIIOKOEH 3a CBOH «THUIBD).

B poiau NOMOIIHMKOB BBICHIMX PYKOBOJIUTENEH 3HAUMTENBHO OOJblle MYX4MH. PykoBomutenu
BEPXHUX SIIEJIOHOB BJIACTH MPEANOYUTAIOT HACTOMYMBBIX, TPEOOBATEIbHBIX, YMEIOLMX PUCKOBATH JIFOICH.
My‘)K‘II/IHa C TaKUM XapaKTECpOM MOXKCET B HY)KHBIfI MOMCHT OKa3aTb IMOMOIIb U MOAACPKKY, IIPEABUICTL U
HNPENOTBPATUTH KPU3UCHYIO CUTYaLIUIO.

18.3. B3anMopeiicTBMe PpyKOBOAMTEJIS € CEKpeTapeM

OnHMM M3 Ba)KHEHIIUX JENOBBIX KOHTAKTOB PYKOBOAMTENS SIBISIOTCS €0 B3aWMOOTHOLIEHUS C
CEeKpeTapeM.

Hawanom coBMecTHOH  pabOTBI PYKOBOOUTENS M CEKpeTaps JODKHAa ObITh  BBOJAHAs
Oecena-uHCTpyKTaXx. VHuIMaTHBa e€e TNpOBENEHMs] NMPUHAUISKUT pykoBoautento. OpHako He Oyner
HapyluleHueM CyOOpIMHAIlMM CO CTOPOHBI CEKpeTapsi MOINpPOCHUTh pa3pelleHus Ha Takylo Oeceny,
MMPEABAPUTEIIBHO IMMOATOTOBHUB BOIIPOCHI JIA 6GC€I[I)I, BBIICHCHHUEC KOTOPBIX IMOMOXKET 6I>ICTp€€ YCTaHOBHTDH

HYXXHBI KOHTaKT, M30eXaTh MHOTMX omuOok. Bo Bpemss BBomHOW Oecenpl PyKOBOJHUTENb JOJDKEH
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noapoOHO paccKazaTh CEKpPeTapro O METo/ax CBOed paboThl, MPUBBIYHOM I HETO CTUJIE, JUYHBIX
NPUBBIYKAX, a Takke c(opMyIMpoBaTh OCHOBHBIE TpeOOBaHUS, KOTOpPbIE OH OYyJeT MPeabsBIATh K
CeKpeTapio.

CekpeTapb JODKEH MPUHATH K CBEJCHUIO MONYYCHHYIO WH(GOPMAIUIO, MOXKETAaHUS PYKOBOIMUTEIIS,
YSICHUTh CBOU OOSI3aHHOCTH, TpaBa, MpeleNbl KOMIETEHIIMH, OIEHUTh OTBETCTBEHHOCTh MpEACTOSIICH
paboTHI, ONIPENETUTH CBOE MECTO U MOJIOKEHUE B KOJIJICKTHBE.

DddexTrBHAsT coBMecTHasi pab0OTa PYyKOBOIUTENS M CEKpeTaps BO3MOXKHA TOJBKO TMPHU YCIOBHH
MOJTHOTO B3aUMHOTO JIOBEPHUS MEXIy HHMHU. DTO JOBepHe Oa3upyercs Ha €IMHCTBE B3IJIIOB, OOIIEM
MOHUMaHUMU TeNell W 3a7ad  paloThl, YBJIEYEHHOCTH JEJIOM, CTPEMJICHHHM JOOUTHCS BBICOKOM
s¢bdekTUBHOCTH  pabOThl  CBOEH  OpraHM3aliy, JIOCTAaTOYHON MIPOQEeCcCHOHANBbHOM  MOATOTOBKE,
UCTIOJTHUTEIFHOCTH M HAJISKHOCTH CEKpeTapsi, YCBOCHUU WHIMBHUIYaIbHOTO CTHIIS Pa0OTHI PYKOBOIUTEIIS,
YMEHUU TOHUMATh ¥ MIPOrHO3UPOBATH XOJI €T0 MBICIEH U JIOTUKY CYXJICHUN, B3AUMHOM YBa)KCHUU.

YroObl B3aUMOOTHOILIEHHS «PYKOBOJIUTEIb — CEKPETaph» YCHEIIHO Pa3BUBAINCH, BAXKHO HAYUUTHCS
MPaBUJIbHO, KOOPAMHHPOBATH COBMECTHYIO paboTy, ycTaHaBiIMBaTh pErJiaMeHT paloTel. B kaxkaom
KOHKPETHOM Cily4yae JODKHBI ObITh Y4TEHbI crieuuduyeckre yciaoBus U (PakTopbl padoThl, JIUYHOCTHBIE
O0COOCHHOCTH PYKOBOIUTENS M cekperaps. K HuUM OTHocsATcs: Bpemsl mpuxona Ha paboTy, JOKJIaza o
KOPPECHOHACHIIMM M TEKYIIUX JAelaX, BpeMs M MPOJIODKUTENLHOCTh OOEIEHHOTO TepephiBa, MpHeMa
MOCETUTENeH, BpeMsl yxoJia ¢ paboThI.

YcremHoe COTPYIHHYECTBO MEXAY PYKOBOAMTENIEM W CEKpeTapeM BO3MOXKHO TOJNBKO TIPH
COOTBETCTBUHU UX PabOYEro puTMa, OCHOBOW KOTOPOT'O SIBJISIIOTCA 33aJa4H, CTOSIIME TIepe] OpraHu3anueil, u
TUTAHOBBIE CPOKH UX pelleHus. PaznuyHble acleKkThl perieHus 3a/1ad CyObeKTUBHO OTpa)karoTcsl B pabounx
IIaHax pykoBoauTens. IMEHHO OHM OMpeiensioT pUTM padoThl cekpeTapsi. COOTBETCTBHE paboyero puTMa
PYKOBOIMTENSI ¥ CEKpeTaps — O3TO HE TOJbBKO OpraHW3allMOHHO-TEXHWYECKas 3ajgada, HO W
IICUXOJIOTHYEcKast. XapaKTep Ka)kJoro yenoBeka MHauBuAyaneH. [lo3TtoMmy BeIpabOTKa €AMHOrO pabodero
pUTMa TPOMCXOAMUT B MPOIECCE B3aUMHOIO TMO3HAHUS M IMPHUCIIOCOOICHUS JBYX HWHJIWBHIYaTbHOCTEH.
Xopommid cekperapb H3y4aeT OCOOCHHOCTH XapakTepa, MBIIUICHHUS, MaHepbl IMOBEIEHUs, pa3roBopa,
JIOTUKY TIPHHSITUS YIIPABICHYECKUX PEIICHUH CBOETO Ha4aJbHUKA U CTAPAETCS TOMOYB €MY B JIOCTIKECHHUH
3¢ deKTUBHOCTH €ro paboThl. PykoBoauTEb, B CBOIO OUEPEe/b, UCXOMS U3 MHAUBUAYATLHBIX OCOOCHHOCTEH
ceKperaps, JOJDKEH I[IOMOraTh €My [IOBBIIIATh CBOM MpPO(ecCHOHANBHBIA YpPOBEHb, BCECTOPOHHE
pa3BUBATHCS.

OOBIYHO B3aMMOOTHOIIEHUSI PYKOBOAMTENS U CEKpPETapsi CKIIAIBIBAIOTCS CIEAYIOIINM 00pa3oM: WiH

PYKOBOAUTENh HAWIYYIIUM O00pa3oM HCIIONBb3YeT CIIOCOOHOCTH CBOETO CEKpeTaps M JaeT eMy LIMPOKYIO
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WHUIMATUBY, WJIM OH HE XOYET BBIIBUTH M HCIOJIB30BATh CIIOCOOHOCTH CBOETO CEKpETapsi, TOBOJILCTBYSIChH
TEM, UTO €CTb.

Ha mpaxTuke gaiie BCero CKIaIbIBASTCS MOCTICAHUN BapHAHT pabOThI: OOIBIIMHCTBO PYKOBOAUTENCH
HE MCHOJIB3YIOT CBOMX CEKpeTapel HamirydymmM oOpa3zoM. Kak mpaBuiio, cekperapb 3BOHUT IO TeledoHY
1100 OTBEYAET HA 3BOHKHU, TOTOBUT KO(e WM IMPHIJIAIAeT MmoceTuTeneid. Yacto caMu pyKOBOAMTEIN HE
YMEIOT TUTAHUPOBATh BPEMsl, H ATO OKa3bIBAaeT OYEHb OOJBINOE BIUSHHE HAa dPPEKTHBHOCTh pabOThI MX
cekperapeil. Mexay TeM eci pyKOBOJHTENb MPAaBHIIBHO OPraHW30BBIBACT CBOE BpPEMs M CBOM pabodume
B3aMMOOTHOLICHUA C CCKPETAPEM, TO 3TO ACIACT UX BBaPIMOI[eI‘;ICTBI/Ie MaKCUMAJIbHO 3(1)(1)CKTI/IBHBIM.

CyIIecTBYIOT CIIYOIIE BOIIPOCHI, HA KOTOPBIE HYKHO 0OPaTUTh BHUMAHHUE PYKOBOTUTEIIO.

O ¢exTHBHOE IUIAHUPOBAHHE BPEMEHH € MOMOIIBIO CeKpeTaps

IIpakTnka T1OKa3pIBa€T, 4YTO HE BCErJa B3aUMOJCHUCTBHE «PYKOBOAMUTENb — CEKpETapb»
YKJIAQJbIBAETCSl B HACabHYIO cxeMy. Cekperapu 4acTo >KalylOTCs Ha HEAOCTaTOK KOMMYHMKAlLlMU, U
HEeKENaHWe HavalbcTBa cooOmaTh M uHpopmanuto. Yacto 310 mpuHUMaeT (HOpMy «UCUE3HYBIIETO
MEHeKepay, MOKHHYBIIEro opuc U He MpeaynpenuBiiero oo 3toM cekperapsi. COOTBETCTBEHHO, ITOTO
PYKOBOIMTENST HEBO3MOKHO HANTH, KOr1a Hy)kHO. OJIHAKO CYIIECTBYET OoJiee cephe3Has mpolsema, Koraa
MEHEKEphl BOOOILE HE CUUTAIOT HYXXHBIM HH(POPMHUPOBATH CEKpeTaps, — OHU OpPraHU30BBIBAIOT
COBEII[AHMSI, BCTPEUH, OMOBENIAst O IIaHAX BCEX YWICHOB KOMaHJIbI, 3a0bIB O CEKpeTape W He MOHUMAsI, YTO
JUTS HOpMAITLHOHM paboThI CEKpeTaph JODKEH 00J1a1aTh HH(popMaueii.

PykoBomuTens MOMKEH YETKO PErJIAMEHTHPOBATH IIOPSIOK COBMECTHOW pPabOTBI C CEKpeTapeM.
CornacoBaHHOCTb COBMECTHOW pabOThl JIOCTHTaeTcsi COCTaBJICHHWEM Tpaduka pabodyero BpeMEHH, B
KOTOPOM JIOJDKHBI OBITh YETKO ONpENeNICHbl (YHKIIUH DPYKOBOJIHUTENS W CEKpeTaps Ha IPEICTOSIIIYIO
HEJIEITIO C ©KETHEBHBIM ITOYACOBBIM TIEPEYHEM BBITOJIHEHUS padoT.

PaSYMCeTCSI, JKU3Hb BHOCUT B Fpa(bI/IK CBOU KOPPEKTHUBLI, HO B IIEJIOM OH JOJIKCH BBIIMMOJIHATLECA OYCHDb
CTpPOro 00enMu CTopoHaMu. MeHemKep TOIDKEH MOMHUTb, UTO BEICHHE eKETHEBHIKA — 3TO 4aCTh PaOOThHI
cekperapsi, a He ero. MeanpHa cremyromas cxema: Korjia pyKOBOJHUTENb KaKIO€ YTPO YTOUHSET TOPSIOK
COBMECTHOI paboThI ¢ CeKpeTapeM, BHOCUT KOPPEKTUBHI B YK€ HaMEUCHHbIC MeponpusThs. JKenatersHo
TaKXCE Ka)K}lBII\/’I BCUCP YTOUHATD [A€JIa Ha 3aBTpa, CTPOro KOHTPOJIMPOBATH UX BBIITOJIHCHHC.

CylIecTBYIOT CIEIyIONMe PEeKOMEHIAMU MeHemkepaM, Kak 3((EKTUBHO IUIAHUPOBATH BpEMs C
TIOMOIIIBIO CEKpeTapsi:

* BBIJICIISITE KaXKIbIi ICHb BpeMsl Ha 00CYKICHHUE C CEKpeTapeM cBoel paboueii Harpy3KH;

* HUKOT/Ia He Ha3HAYalTe BCTPEYH CaMH, ITyCTh 3TO JIETaeT CEKPeTaph;

¢ CCJI1 BaC HCT B O(I)I/ICC, TO BbI JOJUKHBI 3BOHUTH, KAK MUHUMYM, JIBAX/bI B ICHDb, YTOOBI CIIPaBUTHCA
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00 M3MEHEHHUIX B IJIAHAX U OCTABJIEHHBIX JJ1A BaC COO6H1€HI/I$IX;

° I[enaﬁTe INOMCTKH B CXKCIAHCBHHKEC O TOM, KOrjga 3aKOHYHMTH BBIIIOJHCHHC TOW WJIM WHOH pa6OTBI.
Eciu BEI YKaXXCTC BpEM Ha4Yajla U OKOHYAHUSA PCIICHUS TOH MJIM UHOU 3ala4r, TO HaBCPHAKA YJIOKUTECH B
3TOT mpoMexyTok. CorjacyiTe 3TO Bpemsi ¢ cekperapeM. B »ToM ciydae, eciad KTO-TO IMO3BOHUT U
IMOIMPOCUT HAa3HAYUTDL C BaMHU BCTPECUY, CCKPETAPb CMOKCET CYAUTD 110 BaAlIEMY CKCIHCBHHUKY, HACKOJIBKO BbI
JOCTYIIHBI B 3TO BPEM;

* IJIAHUPYS THEBHYIO paboTy, BBIACISIATE BpeMsi Ha Hee ¢ 3amacoM. Hampumep, ecnu BaM HYXHO

HamucaTtb OTYCT 3a 4acC, OTBCAUTC B CIKCAHCBHUKC ITOJITOPA Yaca.

Npumep HeadiheKTHBHOO UCNONLIOBAHNA EXEAHEBHNKA

9:30 MoaroToBKa K AENGEOR BCTPeYe 10:00 Betpeua ¢ KON,

14:45 Berpeva ¢ [1B. 14:30 Cofipavue rpynnbl

Npumep 3 PeKTUBHOrS MCNOMNBIOBAHUA XeAHeBHNKA

9:30 CobpaHue B oTAENE 9:30 PaboTa ¢ noqToR!
10:00 Hanucasue gTueTa 11:00 Berpewa c M.,
12:30 Nepepbip 12:30 Berpeua c A.C.
14:00 PafoTa c koppecnoHaeHUWei 14:30 Moarovoexa k coBpaHMio rpynnel
16:15 Betpeva ¢ B.C. 15:30 CopewaHue

Kak BecTu ce0si npu BbIHY:KIEHHBIX NepepbiBaX — TeJle()OHHBIX 3BOHKAX M MOSIBJICHUN
He3aIIAHUPOBAHHBIX NOCeTUTENel

PykoBonuTensM 4YacTo MPUXOAUTCA CTAJKUBAThCd C TAKUMH IIOMEXaMH, KOTOpbIE CHIXKAIOT
s dexkTruBHOCTL MX PabOTHI, Kak Tesie()OHHBIC 3BOHKH, BHE3AITHBIC TOCETUTEIH.

Cuutaercsi, YTO XOPOIIUH PYKOBOJIUTENb JODKEH BCErAa OBITh JOCTYIIEH JJII CBOMX MOJYMHEHHBIX,
HAYAJIbHUKOB M KJIMEHTOB B Jt000e Bpemsi. OJHAKO M3 3TOr0 BHITEKAIOT JIBA HETaTUBHBIX MOOOYHBIX
NEUCTBUA: BO-TIEPBBIX, PYKOBOAMTENb OTPHIBAETCS OT PaOOTHI, M3-3a YEro, BO-BTOPHIX, YMEHBIIAETCS
3¢ dHeKTUBHOCTL pabOTHI €TI0 CEKpeTapsl.

UroObl CriaajuTh 3T HEraTHBHBIE (DAKTOPHI, PYKOBOIUTENbL IODKEH IPEIOCTaBUTH CEKPETapro
BO3MOKHOCTh pellaTh, KTO MOXKET, a KTO HE MOXKET OTBJIEKATh €r0 OT OCHOBHBIX 3aHSATUH.

Ecth HEcKONBKO MPpHUEMOB, KOTOPLIC IMOMOI'YT MCHCIKEPY CACIIATbH TCJ'IC(bOH B OOnbINEl CTENeHH
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pabovYrM MHCTPYMEHTOM M B MEHBIIIEH — Ha30imBon momexoi [ 145, c. 35].

¢ Ilompocute cekperapss «(huIbTPOBaTH» 3BOHKH. M3BecTHTe €ro O TOM, MPOTUB 3BOHKOB KaKHX
Jro/iel Bbl HE BO3pakaere, a KOMY CleyeT TO3BOHUTH I03Ke, B 0oJiee yA00HOe [ Bac BpeMsl.

* JlaiiTe J1r0/15M BO3MOXHOCTb 3HATh, KOTJIa BAM MOKHO 3BOHHUTb, a KOTJIa HEXKENaTeIbHO.

* Hamagpre co cBOMM cekpeTapeM JABYCTOPOHHIOIO CBs3b. ECIM OH BBIMONHSET JEHCTBUTENIHHO
BaYKHYIO [T Bac paboTy, TO MPEUIOKUTE HEKOTOPOE BPEMSI CAMOMY OTBEUATh Ha 3BOHKH.

* Eciiu BaM Hy)XHO TIOTOBOPHUTH C JIOABMHU TO TeNedOHy, TO PACIOPSIATECH, YTOOBI CEKpeTapb
COCTaBUJI paCIIMCaHNE 3BOHKOB.

* 3apaHee MOJICKaXXUTE CEKPETAPI0, KTO MOXKET, a KTO HE MOXKET OTBJIEKaTh BaC OT OCHOBHBIX JIEI.

* 3a paMKaMU 3TUX JOTOBOPEHHOCTEN MyCTh CEKpeTaph MPUHUMAET PEIICHHUS JIUYHO.

[Ipu mosiBeHNN HE3aITAHWPOBAHHBIX MIOCETUTENIECH PYKOBOIUTEND (MEHEKEP) JOIDKEH:

* BBIICNUTh BpEMsi M OTMETUTh €r0 B E€XKEIHEBHHKE, KOIJla PYKOBOAMUTEIb MOXKET MPUHUMATH
BHEIUTAHOBBIX roceTuTenei. XKenarenbHo, 4To0bl 3TO ObUTH OHH U Te e Yachl KOXKIyI0 HEENI0;

* 4aCTO MOCETUTENU MPOCTO MPOXOIAT MUMO CEKpeTaps K PyKOBOAUTEINIO C MpoOiieMaMH, KOTOpbIE
pemarTcs cekperapeM. PykoBomuTenp HE OMKEH 3aHUMATHCS JTAHHBIMH BOMPOCAMH, a ITOCOBETOBATH
MIOCETUTEITI0 OOCYIUTh UX C CEKPETapeM.

Kak naBath cekperapio 3a1aHust

O6nacTtb, T/Ie pyKOBOJIUTENH, KaK MPaBUJIO, HE YMEIOT pallMOHAJIbHO HCIIOJF30BaTh HU CBOE BpPEMs,
HU BpPEMsI CBOMX CEKpeTapeil, OTHOCUTCS K cepe OTIaud pacHopsHKEHUN U TOMYYEHHUIO PE3yJIbTaTOB HUX
BBHITMIOJTHEHUS. PykoBoauTeny (MEHEKEPhl) MMEIOT TEHICHIIUIO MPOCTO OTPHIBATH CEKPETaps OT JEM, YTOObI
0 YEM-TO TIOMIPOCHUTD, AaTh MaTepHal JUIsi pacriedaTku, MOMPOCUTh HOMep TenedoHa u T.I. Mexly TeM ecTh
MIPOCThIE M KAaYECTBEHHBIE METOABl COXPAHEHHUS T'apMOHUYHBIX B3aUMOOTHOILEHHI C CeKpeTrapeM, Koria
JIEJI0 KacaeTcsi TOro, 4YToObl JaTh CEKPeTapro KaKoe-To 3aJaHKe U MOIy4YUTh OT HErO TOTOBbIM MaTepuall.

* PyKOBOIUTENH JOIDKEH 3aMMChIBATh MEPOIPHUSATHS, KOTOPBIE HEOOXOUMO BBITOIHUTH CEKPETAPIO B
TeueHue HsA. CekpeTaph JOIDKEH JeNaTh MOMETKHU MPOTHB Ka)JO0Tro MyHKTa MHCTPYKIUHU C YKa3aHHEM
ctaguu BhInonHeHus. O0s3aTeNbHO OroBaprBaiTe CPOK BHIMOIHEHUS KaXKIO0ro 3aJJaHusl, KOTOPOE BBI JJaeTe

cekperapro [145, c. 31].

Ilepeuens den. Jlama 06.07.02
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3. Haznauuts TenedoHHbIH pasroBop ¢ M.b. 17.07
4. Hasnaunts BcTpeuy ¢ M.B., JI.b, B.C. ¢ tem, 4ToOBI K xoH1y aBrycra
00CYIHTH OMIDKANIINN OTYCTHBIN TTEPHO




This document was created by Unregistered Version of Word to PDF Converter

* YcTraHaBiuBasi CEKpPETapr0 CPOK BBHIMOIHEHUS KaKOW-THOO paboThl, HEOOXOAMMO HCXOIUTHh W3
pEasbHOCTH, MTPU TOM CPOK BBITTOJHEHHUS JIOJDKEH OBITh YETKO oroBopeH. Kaxkaoe 3aaHue 10KHO UMETh
ykazanue, «K kakomy cpoky», 4TOObI CeKpeTapb MOI' OpraHU30BaTh OUE€PEAHOCTD BHIOJIHEHUSI.

YacTo mepen pyKOBOJUTENIEM BCTAaeT MpobOieMa, KaKhe U3 CBOMX IpaB MOXKHO IepeiaTh CEKPETapro
MOJTHOCTBIO MM 4YacTu4yHO. Ecnmu mpobriema He pellieHa, 3TO BBI3BIBAET HEOIPEIENCHHOCTh B JICHCTBUSIX
CeKpeTapsi, UHOTJa CTAaBUT €r0 B HEJIOBKOE MOJIOKEHUE B CUTYAIUSX, TJI€ 3TOT'0 MOXHO ObLIO N30eXKaTh.

PazButre mHOOPMAIIMOHHON TEXHOJIOTHMH OCBOOOXKIAET CEKpeTaps OT PYTHMHHOW pabOThl M JaeT
O0JIbIIIE BO3MOKHOCTH B35ITh Ha ce0sl 4acThb pabOThI PyKOBOIUTETEH.

Cy1ecTByeT 1eNnbli psif MPEUMYIIECTB, KOTOPBIE 1aeT JeNernpOBaHre MOJTHOMOYHM CeKpeTapro:

* 3TO OCBOOOXK/IA€T BpeMs pYKOBOIUTENS;

* PYKOBOJMTEND MOy4aeT BO3SMOKHOCTh CKOHIIEHTPUPOBATHCSI HA TBOPUECKON padoTe;

* [IOpY4YEHHE — MPEKPACHOE CPEACTBO MOTHBALIMYU U YKPEIUIEHUS TOBEPUS CEKPETAPS;

* MOpy4YeHUe — IY4YIIUKA Ccrnoco0 MOATOTOBKH CEKpeTapsl K MPUHATUIO Ha ceOs TOMOIHUTENHHON
OTBETCTBEHHOCTH U BBIPAOOTKE CIIOCOOHOCTH TOYHO «YTaJIbIBaTh» B OTCYTCTBHE PYKOBOAMTENA, KaK B TOM
WJIA MHOW CUTYyallH MOCTYMUJI Obl OH;

* IpodeCCHOHATIBHBIM, XOPOIIO 0OYUYEHHBIH CeKpeTapb ¢ BO3JIOKEHHOM Ha HEr0 OTBETCTBEHHOCTHIO U
MOJTHOMOYHSIMU JI€NaeT YeCTh CBOEMY PYKOBOJIUTEITIO.

HecmoTpst Ha 5TH mpeuMylecTBa, MHOTHE PYKOBOAMTENN CUUTAIOT, UTO HE CJEAyeT JAeJIerupoBaTh
4acTh CBOEH pabOThl CEKpeTapro, MOCKOJIBKY Y MHOT'MX CEKpeTapel OTCyTCTBYET KaK YBEPEHHOCTh B CBOMX
cuilaxX, Tak U THOKocTh. [109TOMY PyKOBOOUTENM MOPYHYAIOT CEKPETapsM HCKIIOUUTENIbHO PYTHHHYIO U
JIOCTaTOYHO CKYyYHYIO paboTy.

CekperapsM MOXKHO TIOPYUUTH CIIEAYIOIIME BUBI pabOT: pa3pabOTKy MECSYHBIX OTYETOB; IPOUTCHHE
KOMMEPUECKUX JKYPHAJIOB, JIOKJIAJIOB C MOCIEIYIOIUM PE3IOMUPOBAHUEM OCHOBHBIX MJIEH; IMOCEUIEHNUE OT
UMEHU PpYKOBOAMTENS BHYTPEHHHX COOpaHMi{; HamMcaHUE peryJsipHBIX OTYETOB, OTBETHl Ha
KOPPECIOHACHIINIO (CEKpeTaph MUILIET YEPHOBUK, PYKOBOIUTENh YTBEPK/IA€T U MOAMUCKHIBAET €0 UJIH, eIlle
Jydllle, OH OTBEYAET OT CBOET0 UMEHH ); pabOTy HaJl BHYTPEHHUMH MPOEKTaMHU.

UtoObl YETKO OMPENETUTh, YTO MOKHO IIOPYUUTh CEKPETAPIO, PYKOBOJIUTEND JI0JKEH COCTABUTD ILJIaH
IIOPY4YEHUM.

OnpeaenuBIIUCh C MOPYYEHHUSIMH, PYKOBOAUTENb JODKEH YETKO CPOPMYIUpPOBATh LIENH, METOJIUKY,
OrpaHUYEHHS TIOJIHOMOYUNA U CPOKU BBITIOJHEHUS JAHHOT'O 3aaHMUSL.

Kpome Toro, Hemb3s IpOCTO BBI3BIBATH CEKpETapsi U CTaBUTh €ro nepen (GaxtoMm mnopyueHus. s

rapaHTUH ycmexa CeKpeTapb JIODKEH BEpUTh B TO, YTO OH CIOCOOEH pEIIMTh 3Ty 3aJady U 4TO
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PYKOBOJIUTEND ITPOCTO HE MEPEKIIAAbIBACT HE HEr0 HEMPUATHYIO 00sI3aHHOCTh, H0O pellleHne 3TON 3aJjauu B
MHTEpecax cekperapsl.

HyxXHo 00s13aTebHO OOBSCHUTH CEKPETapi0 KaK BBINOJHATH 3a/laHHe, JOCKOHAJIBHO OOpHCOBATh,
HOJYEPKHYTH CIIOCOOBI M BAXKHOCTh €0 BHIITOMHEHUS. Heo0X01MMO MOOIIpATh MPEJIOKEHNs CeKpeTaps 1o
BBINTOJTHEHUIO 331a4H.

Bce BbluenpuBeeHHbIE PEKOMEHJAIMH, KOTOpBIE IO3BOSIIOT  YBEIUYUTH I(PPEKTUBHOCTD
COBMECTHOM pabOThl PYKOBOAUTENS U CEKpeTaps, MOXKHO, CBECTH K HEKOTOPBIM «3alOBEISIM» UL
pyKoBOIUTENS (MEHEKEPA).

llepsas. Tonbko 3Has BallM LENH, CEKPETapb MOXET SICHO IPEACTAaBUTh MO3UTUBHBIE 3aJla4i
COOCTBEHHOW PabOThI U OKA3bIBATh BaM CYLIECTBEHHYIO TOMOLIb.

Bmopas. I1o3abotbTecs 0 TOM, YTOOBI Batl pabounii rpadMk OCTaBIISLT BpeMsI B TCUECHHUE JTHS, KOTAa Y
ceKpeTaps HeT 3aJJaHHi{, 4TOOBI COBMECTHO JIMKBHIMPOBATH HEPEIIEHHBIE BOIIPOCHI.

Tpemws. He 3actaBisiiTe cekpeTapsi TOBOPUTH HEMPaBIy, KOTJa Bbl YIUIM M HE COOOIIMIIN, T/C BBI
OyzeTe 1 Korja BepHETECh.

Yemeepmas. [lomHuTE, YTO CEKpeTapb — Ball KoJulera 1o padbore U eMy, Kak Bam, JaHO MPaBo Ha
KPUTHUKY.

Ilsamas. ITocTossHHO HHPOPMHUPYITE CEKpPETapsi O BCEX CBOMX JIEIaxX, YTOObI OH MOT' XOPOIIIO TOMOTaTh
BaM.

Lllecmas. YmelTe npu3HaBaTh CBOU OMIMOKY U MPUHOCUTH U3BUHEHUS, KOT'/1a BbI HE PaBBI.

Ceovmas. Ilonaraiitech Ha MyHKTYaJIbHOCTb CEKpETapsl, €ro BHICOKHE KaueCTBa.

MynpocTs pyKOBOJUTENS 3aKJIFOYAETCS B TOM, YTOOBI 00ECIIEUUTh TAKUE YCIOBUS, IIPU KOTOPBIX €T0
CEeKpeTaph HUYETo He YITyCTUT U3 BUY, HUUEro He 3a0y/IeT 1 BCE C/IENAET B CPOK.

ONBITHBI PYKOBOAMTENb, OOJAAIONIMN XOpOIIeH WHTYHMIIMEH, BCEerJa Moa0epeT TaKoW IMOAXOI K
CBOEMY CEKpEeTaplo, KOTOPbIM MOMOXKET HanOojee MOJTHO MPOSBUTH CTPEMIICHHE K B3aUMOIOHUMAaHHUIO U
BBICOKOM CTENEHH OTBETCTBEHHOCTH 3a TIOPYUYEHHOE JIEIO.

VYcenex nopy4yeHusl 03Ha4aeT, MPEXAE BCEr0, COBMEIIEHUE OTBETCTBEHHOCTH C MOJHOMOYUsAMU [145,
c. 53].

18.4. B3anmoaeiicTBue cekpeTapsi ¢ pyKOBOAUTeIeM

g Toro yToOBl B3aUMOJIEHCTBHE CEKpeTapsi ¢ pPyKOBOAUTENIEM ObLIIO MaKCUMaJIbHO 3(P(PEeKTUBHBIM,
CeKpeTaph JOJDKEH MPaBUIBHO IUIAHUPOBATh cBoe pabouee Bpems. [IpumepHas pabouast cxema JHS MOXKET
OBITh IPE/ICTaBIIEHA CIEAYIOIINM 00pa3oM.

Hauvano paGouero aus
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1. ITpuiitn Ha paGoty 3a 15 MMH. 10 HpUXoJa PYKOBOIMTEINS C T€M, YTOObI MPOBEPUTH COCTOSIHHE
pabounx MecT (CBOEro M PyKOBOJIUTENS), IPUBECTU ce0sl B MOPSIIOK, MPOCMOTPETh IUIAH Ha MPEACTOALIMN
JICHb.

2. IlogoOpath B COOTBETCTBHH C IJIAHOM Ha TEKYUIUH JI€Hb HY>KHBIE IOKYMEHTHI U Jea.

3. IToayunTh KOPPECHOHAEHIINIO, 03HAKOMUTBCS C €€ COJACPIKaHUEM M 3aperucTpupoBaTh. OTIOKHUTH
JIOKYMEHTBI, TpeOyroIine MepBoOUepeTHOro peuieHus: pykooautens. 1o ocTaabHbIM JA0KyMeHTaM (eciu
€CTh COOTBETCTBYIOIIMH OIBIT) MOATOTOBUTH BAapUAHTHl BO3MOXKHBIX OTBETOB WM PACHPENETUTH IO
ucnonutensiM. Kpome Ttoro, HeoOXxomumMo monoOpaTh JOKYMEHTBI, OTHOCSIIMECS K BOIPOCAM,
coziepXalMcsi B KOPPECTIOHICHIIMH, YTOOBI PYKOBOJUTENb MOI TJIyOOKO M3YyUUTh MPOOJIEMY U NMPUHATH
HYKHOE pelleHHE.

4. J10710XUTh PYKOBOAMUTENIO O KOPPECIIOHICHITNH.

5. YTOUHUTH BMECTE C PYKOBOJUTEIEM COACPKaHUE HAMEUAEMBbIX MEPONPUATHI Ha TEKYLUI 1eHb (U
Ha CIICAYIOIINHN).

6. Ilepenate mo TenedoHy WM JIMYHO YKa3aHUS PYKOBOJMTEINS COOTBETCTBYIOIIUM HCIIOJHUTEISAM,
HAIlOMHUTb UM 00 MCTEKAIOIIMX CPOKAX UCIIOIHEHUS TOKYMEHTOB.

7. CreHorpadupoBaHue yKa3aHMW W PACHOPSHKEHUH pyKoBoOIuTens M ux pacumdposka. Kaxk
IPaBUJIO, PYKOBOAUTENb M CEKpPETaph YCTaHABIMBAIOT IOCTOSHHOE BpeMs A 3TOH palboThl B MepBOM
IIOJIOBHHE JIHS.

8. Pabora c nocerutensiMu, TeaeOHOM (B TEUEHUE BCETO JIHSA).

9. IloammMBKa TOKyMEHTOB B J€na.

10. BeimosHeHHE MAIIMHONMUCHBIX padoT.

11. OpraHuzanus KONMPOBAaHUS M PA3MHOXKEHMS JOKYMEHTOB B COOTBETCTBMM C YyKa3aHHSIMHU
PYKOBOJUTEIISL.

Bo BTOpOIi N0/10BUHE THSA

12. TTponomkenue paboThl ¢ TeNehOHOM U TIOCETUTEIISIMH.

13. TIoBTOpHO MOIY4UTH M 00paboTaTh KOppecrnoHaeHnn0. CoOpaTh M MOATOTOBUTH JUIS MOJIUCH
UCIOJIHEHHBIE TOKyMeHThI. [10AroTOBUTH Bee K TOKIIAMY.

14. HameTtuTs MeponpusATHs Ha CIEAYIOIINN JEHb.

15. JIonoXuTh PYKOBOAWUTENIO O MOCTYHMUBIIEH KOPPECIIOHJEHLUH W MCHOJIHEHHBIX JOKYMEHTAX,
B3STh Y PYKOBOJAUTENSI OTpaOOTaHHBIE UM JOKYMEHTHI.

16. O0paboTtaTh 1 OTIIPaBUTH UCXOASIIYIO0 KOPPECTIOHICHIINIO.

B koHue pabGouero qust
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17. TlpocmoTpeTb CBOW MAHEBHHK M MPOMH(GOPMHUPOBATH COOTBETCTBYIOIIME CIYKOBI O
HEOOXOJUMOCTH TOATOTOBKU K MPOBEACHUIO OMPEAETICHHBIX MEpPONpUITUH (TOATOTOBKAa K COBELIAHHIO,
IIpUEM JIeJIeraliu U T.11.).

18. Eciiu pykoBOIUTENb OCTaeTcs padoTaTh MOCIE OKOHYAHUS padoyero IHs, 00eCIeuuTh ero Bcen
HeoO0X0oAMMOM HH(pOPMAITHEH.

19. IlpuBectu B MoOpsAI0K cBoe pabodee MecTo, yOpaTh JOKYMEHTHI, 3aKpBITh Ha KJII0Y Bce HMIKa(bI C
JIOKYMEHTaMH, BBIKITIOYUTH U3 CETH TEXHUYECKUE CPEIICTBA.

Xopommii  cekperapb JODKEH CUYUTATh CBOGH  HEMpENOXKHOW  O0S3aHHOCTBIO — MPOSIBIISITH
HEHaBs3YMBYIO 3a00Ty U TaKTUYHOE BHUMaHUE K pyKoBoauTemo. Cekperaph JOKEH CIECAUTH 3a TEM,
yTOOBl HayaJdbHUK HHUYEro He 3a0bul, obOpamias ero BHUMaHHE IMOMETKaMH Ha JIMCTE KajeHzaps,
MOTYCPKUBAs MAPKEPOM BAXKHYIO 3alUCh B ©KCTHCBHUKE, OCTABIIAA 3alKMCKH ¢ HamoMuHaHueM. OH
JOJDKEH 0 BO3MOXKHOCTH TIPEAYCMATPHBATh OCHOBHBIE TOTPEOHOCTH CBOETr0 HavalbHUKA M AyMaTh 000
Bcex netansax. Hampumep, nepenaBasi pyKOBOAUTENMIO kanoly, Hal0 MOATOTOBUTh MOAPOOHBIE CBEJCHUS O
yenoBeke, HamucasieM ee. [lepen coBemanueM cekperaphb JODKEH MOATOTOBUTH IS PYKOBOIAUTENS BCIO
HeoOxoaumyro wuHpopmarnuioo. Cekperapb JTOMKEH CTPEMUTHCS YMEJIO BBIMOIHATh — IMOKEITAHUS
PYKOBOIUTENS, MOMOraTh €My BO BCEM, TOYHO pearupys Ha KOHKPETHYH oOcTtaHoBKy. HeobOxommmo
MOCJIeA0BAaTEIbHO, HO HE HAaBSI3YMBO, BOCIUTHIBATH Y PYKOBOAMTENS MOTPEOHOCTh B IIJIAHMPOBAHHUU
BpeMeHU. [[71s1 peanu3anuu 3TOH eI ceKpeTaph JOJDKEH BECTH KaJleHAapb—eKEeAHEBHUK PyKOBOIUTEIS U
cBoi. JXemaTenmpbHO BMeECTE C PYKOBOJIWTEIIEM €KEIHEBHO YTOYHSTH HAMCUYCHHBIC MEPONPHUSATHS, CTPOTO
KOHTPOJIMPOBATH VX BBINONHEHNE. B TIIaHWPOBaHNHM CBOETO pabovero BpeMEHHU CeKpeTaphb JOJDKEH OBITh Ha
OJIUH ILIaT BIEPEId PyKOBOAUTEIIS.

Cekperapb OKEH HCMHOIb30BATh CBOM BCTPEYM C PYKOBOIUTENEM JUISI TOTO, YTOOBI OMPEAEeTUThH
3a1a4u — CcBOW M cBoero mreda. Cekperapb, OIDKEH MPOSBIATh MHUITUATHBY, YTOOBI BBISICHHTH, KaKUE
3alaHds WMEIOT T[EePBOCTEIIEHHOE 3HAYEeHHE, KAKOB CPOK WX BBIMONHEHUs. JlIs TOBBIIICHUS
3¢ dEKTUBHOCTH CBOEH pabOThI ceKpeTaphb JOKEH COCTaBUTh CIHCOK 3aJJaHu, EPEYUCINB UX MO CTETEeHN
BaYKHOCTH.

IIpumep cnmcka 3agaHuil «UT0 HYKHO J€/1aTh»

3aoanue Kpaiinuii cpox Coenano

B paGorte ¢ tenedoHOM cekpeTaph OMHKEH OCBOOOIWTH PYKOBOIUTENS OT BHI30BOB, K HEMY HeE
aJpeCOBaHHBIX, U TEM CaMbIM CIIOCOOCTBOBATh PAI[MOHAILHOM OpraHu3alud pPadOThl PYKOBOIMTEIIS.

CereTapIo BAXXHO MMCTH YCTKOC IMPCACTABIICHUC O TOM, KOraa, KOro M 1o KakuM BOIIPOCaM COCAUHSATH C
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pykoBoguteneM. [Ipunumas TenedoHHBIN BBI3OB, CEKpeTapbh JODKEH Ha3BaTh OpraHU3alMi0 U ceds, B
KOPPEKTHOU (popMe BBIACHUTD, [0 KAKOMY BOIMPOCY 3BOHUT aOOHEHT U KTO OH, OIIEHUTh aKTyallbHOCTh U
CpPOYHOCTh pa3roBopa. 3Hasl paclpelesieHHe JO0JDKHOCTHBIX OOsI3aHHOCTE B CBOEH OpraHusaiuu,
CeKpeTaph MpHu HEOOXOIUMOCTH MPABUIILHO MEpeaipecyeT BHI30B paOOTHHUKY, KOMIETEHTHOMY B pEIICHUN
MOCTaBJIEHHOTO Bompoca. B permamente coBMecTHON paboThI cekpeTapio HEOOXOAMMO BBIACTHTH BpeMs,
Korja Bce Terae(oHHbIEC 3BOHKH MPUHUMAET PyKOBOAUTEIND, 2 B OCTAILHOE BPEMS CeKpeTapb «(puibTpyer»
3BOHKH, TOJIBKO CaMbl€ BayKHBIE a/Ipecys PyKOBOAUTEIIO.

[Ipuem moceruteneit — oaHa M3 BaxHeHmMX (QyHKIMA cekperaps. Cekperapb JOIDKEH yMETb
BCTPETUTH TIOCETUTENS, OBITH JIFOOE3HBIM U MPHUBETIMBBIM, YTOOBI 00ecTiednTh (H(EKTUBHOCTH BCTPEUH
WIN CTIIAJUTh TPyAHbIe cuTyaluu. OT ero MpUBETIMBOCTH, YETKOCTU U TOJHOTHI OTBETOB CKJIAJBIBAETCS
nepBoe TpencTaBieHue o npeanpusatuu (pupme) B menoM. Opranusanus nprueMa 3aBUCHUT OT KaTerOpUU
IIOCETUTEIIEH:

1. CoTpyiHMKHU CBOEH OpraHHU3aIINH.

2. COTpyITHUKH JIPYrOil OpraHu3aliii.

3. IloceruTeny o JMYHBIM BOIIPOCAM.

[Ipu pabote ¢ MOCETUTENSAMH CEKPETapl0 HEOOXOAUMO 3HATh JIFOACH, MMEIOIIUX HEOrpaHUYCHHBIN
JOCTYI K PYKOBOJHUTENIO, CIICAUTh 32 OYEPETHOCThIO MpHeMa U periaMeHToM Oecenpl. CekpeTaph JOKEH
BECTU y4eT MOCETUTENE U KOHTPOJIMPOBATH BBIMOIHEHUE TPUHUMAEMBIX B XOJI€ ITPHEMa PEIICHUH.

PyxoBoautenu exeqHeBHO TpaTAT B cpesiHeM okosio 50% cBoero pabodero BpeMeHU Ha MepepadoTKy
uHpopmarmu. OpuUEHTHPOBATHECS B WH(GOPMAIMOHHOM TIOTOKE PYKOBOIUTENSIM JODKHBI TIOMOTaTh
CeKpeTapH, YMeENo, OpraHu3ys CIpPaBOUHYIO CIyXOy, TMpaBUIBHO pacIpenenss MOCTYIAOIIYyIo
uHpopmanuio. Paboras ¢ nundopmarueil 1y pyKoBOAUTENS, CEKpeTaph MODKEH HaXOIUTh, 00pabaThIBaTh
HY)KHYIO HH()OPMAIHIO, MHOT/1a TOTOBHTH MH(OPMAIIHOHHO-0030pHBIE pedepaThl.

Cekperapb nomkeH (h(HEeKTHBHO MOATOTABIMBATh U OOCIYKHBATh COBEIIAHUS, a TaKXkKe OpaTh Ha
ce0st 00s13aHHOCTh T10 MOATOTOBKE CITYKEOHBIX KOMaHIUPOBOK PYKOBOJIUTEIIS.

Crenmanuctsl B 00JIaCTH YINpaBJIEHUS W OpPraHMU3allMi TpyJa Ha3bIBAIOT CIEIyIOIIMe KadyecTna,
HEOOXOUMBIE JIJIsl CO3/IaHUs HOPMAJIbHBIX OTHOIIEHUI MEXIY CEKpeTapeM U PYKOBOJUTEIIEM.

1. CekpeTaph 10JDKEH HE JOMYCKaTh OMIMOOK B JTI00OM JJOKyMEHTE U TEM CaMbIM OCBOOOIUTH CBOETO
PYKOBOJHUTESI OT HEOOXOIHMMOCTH TMPOBEPSATh KaKIbIA JOKyMeHT. CekpeTaph Takke IODKEH CBOEH
paboToif ToKa3aTh PYKOBOJUTENIO, YTO OH MOXKET pabOTaTh CAMOCTOSITENBHO.

2. Ilpu pasroBope mo TenedoHy yMeTh TAaKTUYHO OTBETUTH Ha JIOOOM BOIPOC, a PYKOBOAUTEINb

JOJDKEH JOBEPSITh CBOEMY CEKPETAapI0 PEIICHHE BCEX BOMPOCOB, KOTOPBIE B JEATEIHHOCTH (HPMBI
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CUMTAIOTCS KOH(UACHIIUATHHBIMHU.

3. YMmerb BbIOpaTh IS pYKOBOJIUTENS Ba)KHEHIINE (PakThl, COIEpKaIIMecs] B OTYETaX U KypHalax,
YTOOBI U30ABUTH €r0 OT HEOOXOIMMOCTH CAMOCTOSTENILHO J€TaIbHO U3y4aTh MaTepHAaIbI.

4. IloHuMaTh, 9TO B CIIydae CPOYHON pabOTHl €My HYKHO OCTAaThCs MOCTIe OKOHYAHUs pabodero THs,
HO PYKOBOJUTENb, TEM HE MEHEE, He JOJDKEH PacCUMTHIBATH HA TO, YTOOBI CEKpeTaph OCTaBajCs M TOr[a,
KOTJIa TAKOH HEOOXOIMMOCTH HET.

5. YeTko mpeAcCTaBIsATH CBOM 00SI3aHHOCTH U YPOBEHB KOMIETCHIIMH TMPY CAMOCTOSITEIIHhHOM PEIICHUH
BOIPOCOB B OTCYTCTBHE PYKOBOAMTENS, a PYKOBOJUTENb JODKEH OBITh B CBOIO OUYepelb yBEPEH, 4TO
CeKpeTaph CIIPaBUTCS C TOM pabOTOM, KOTOpast MOKET BOZHUKHYTh B €r0 OTCYTCTBHE.

O6euM cTopoHaM HEOOXOUMO YYBCTBO IOMOpA.

[ToBenenue cekperaps U 3PPEKTUBHOCTH €ro pabOThl — MpUMEp I BCeX COTpyaHUKOB. OH Bcerna
JIOJDKEH OBITh YHCTO U OIMPSITHO OJIET, TOCKOJIBKY OT ATOTO 3aBUCHUT KaK €r0 aBTOPHUTET, TAK U aBTOPUTET €ro
pykoBonurens [31, 35, 145].

Cekperapb [ODKEH CIEIUTh 3a COOBITUAMU B JIMYHOM JKH3HU PYKOBOJTUTENS, Hampumep,
103a00THUTRCS O IBETAX IS CIICIIUATIBHBIX CITy9acB, O MO3APaBUTEIILHBIX OTKPBITKAX U T.11.

Pe3rome

e Cekperappb SIBISIETCS JIMYHBIM OPraHU3aTOPOM PYKOBOAMTENS, MOMOTaeT eMy B IUIaHUPOBaHUU
pabouero BpeMEHH M B BBINIOJHEHUM HAMEUEHHBIX MEpONpPUSTUH, OCBOOOXKIAET OT BBHIMOJIHEHUS
BCIIOMOT'aTEJIbHO-TEXHUYECKUX OIepannii, (PUIBTPYET TIOTOKH KOPPECIIOHICHITNH, TeJIC()OHHBIC BBI30BBI U
noceruteneil. Cekperapb — 3TO JIUIO HE TOJILKO CBOEI0 PYKOBOJIUTEINS, HO U YUPEKJICHUS B L[EJIOM.

eB o00s3aHHOCTH cekpeTaps BXOAMUT BBIMOJHEHHE o00OBeMa paboT MO cOOpy, COCTaBJIECHUIO,
oopmiieHuto, 00paboOTKe YCTHOM W JOKYMEHTHOM HWHGOpMAaIMHM, a TakXke MO OpraHu3alud Mpuema
MTOCETUTENICH, MOATOTOBKE 3aCeIaHUI U COBEIAHUM, 10 Tene(OHHOMY OOCITY>KUBAHUIO U JIP.

¢ YCIIOBHO 00SI3aHHOCTU CEKpEeTapsi MOJKHO Pa3feiiTh Ha:

* paboTy ¢ TOKyMeHTaMH (MH()OPMAIIMOHHO-TOKYMEHTAIIHOHHOE 00CTY)KMBaHHE);

* pabOTy OpraHu3aMoOHHYIO0 (0€3T0KYMEHTHOE 0OCITY)KUBaHUE).

e Posib cekperapst mpearnosaraer 0oJblIyl0 OTBETCTBEHHOCTb M IPEABSBISET BHICOKHE TPEOOBaHUS.
Pabora cexperapst MHOronpouibHa, oHa TPeOyeT HE TOJNBKO JOCTATOYHO BBICOKOM OOILEH KyJIbTyphl U
00pa30BaHHOCTH, HO U CIEIUANbHBIX 3HaHUN M yMeHHUi. XOpomui cekperapb JJODKEH o0anaTh
CIIENYIONIMMU  JIEJIOBBIMU ~ KadyecTBaMHU: MPO(ECCHOHATBHBIM  MAaCTepCTBOM, OPraHU30BAaHHOCTHIO,
WHUIMATHBHOCTBIO, OTBETCTBEHHOCTBIO, ITYHKTYAJIBHOCTBIO, JTUIUIOMATHYHOCTBHIO, OCBEIOMIICHHOCTBIO,

YMEHHUEM NPEABULIETD.
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e Cekperapb JODKEH 00J1a7]aTh BBICOKOM KyJIbTYpOil MOoBeIeHUs. BaKHBIMU MTOKa3aTENSIMH KYJIbTYPBI
CeKpeTapsi SBIISIIOTCS  JIIOOE3HOCTb, KOPPEKTHOCTh, BEXJIMBOCTh. B OOIIEHHH € TOCETUTENSIMH,
COTPYJHUKAMU U PYKOBOJCTBOM CEKpETaph JIOJLDKEH IPOSIBIATH J10OPOXKEIATENbHOCTh, OBITH XOPOIIUM
IIOMOIIHUKOM, OKa3bIBaTh MAaKCHMAaJIbHOE COJICHCTBHUE, MOWTH, B CiIydyae HEOOXOIMMOCTH, HA HEKOTOpPbIC
JUYHBbIE HEYA00CTBa pay OOILEro Jena.

¢ OIHUM W3 BaXXHEUIIMX JEJIOBBIX KOHTAKTOB SIBIISIETCS B3aMMOACUCTBUE PYKOBOAUTENS C
cekperapeM. D¢deKTUBHAsT COBMECTHas paboTa PYKOBOAMUTEISI M CEKpeTapss BO3MOXKHA TOJBKO IPHU
YCJIOBHH IOJTHOTO B3aMMHOT'O JOBEpUS U MOHUMAHHS MEXKIY HUMHU. [ 3TOro pyKOBOIUTENb JOJDKEH
YETKO PErIaMEeHTHPOBATh TMOPSIOK COBMECTHOH palOThI, JKECTKO IJIAaHHPOBATh CBOE pabouee BpeMs.
PykoBoauTens NOKEH HAWIYy4YIIMM 0Opa3oM HCIONIb30BaTh CIIOCOOHOCTH CBOETO CEKpeTaps, JaBaTh eMy
HIAPOKYIO HHUITMATHBY.

e B cBOI0 ouepenb, CEKperapb JODKEH H3y4yaTb OCOOEGHHOCTH XapakTepa, CHCTEMY MBIIIUICHHS,
MaHepbl TOBEACHUS M Pa3roBOpa, JIOTUKY MPUHATHUS YIPABICHUYECKUX PEIICHUN CBOEro PyKOBOAMTENS U
CTapaTbCsi IOMOYb €MY B IOCTH)KEHUHU dPPEKTUBHOCTU €ro paboThI.

IIpakTHyeckoe 3axanue

1. ITpoBenuTe n€M1OBOM TPEHUHT

* Oeceia pyKOBOIUTENS C CEKPETapeM O IIIaHUPOBAaHUU pabovero JHs;

* COCTaBbTE IUIaH OPYYECHUH.

2. CocraBbTe TOKHOCTHYIO MHCTPYKIUIO CEKpETapsl.

KonTposbHbie BOIPOCHI

1. B ueM 3aKkir04aroTCsi OCHOBHBIE 33741 U POJIb COBPEMEHHOT0 ceKpeTapsi?

2. Kakumu TUYHBIME U TTpodecCHOHATbHBIMU KaueCTBaMU JIOJDKEH 00J1a1aTh CeKpeTaph?

3. KakoBbI OCHOBHBIE 00SI3aHHOCTH CEKpeTapsi?

4. KaxoBbl OCHOBHBIE IIOKA3aTEIH KyJIbTYpbl IIOBEACHUS CEKpETaps?

5. Kak pykoBoauTenb JOMKEH CTPOUTH CBOM B3aMMOOTHOIIEHHUS C CeKpeTapeM?

6. Ilepeuncnure pacrnopsiok pabodyero JHsS ceKpeTaps.
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