OIIUC HABYAJIBHOI JUCHUILJITHA
1. Kon: 111 5.3.
2. Ha3Ba: Kaopoege 0inosoocmao.
3. Tumn: 0608 ’sa3xo086uii.
4. PiBeHb BUIIOI OCBIiTH: [(baxanaspcoKuii).
5. Pik HaBYaHH#A, KOJIM NPONOHYEThCA TUCHUILTIHA: 4.
6. CeMecTp, KOJIM BUBYAETHCH AUCHMILIIHAS 7.
7. KibkicTh BcTanoBJieHuX KpeautiB EKTC: 4,5.
8. Ipi3Buine, ininiaan JekTopa/JieKTOPiB, HAYyKOBHii CTYNiHb, mocana: Kopoymsxk Bikmop lsanosuu,
K.M.H., OOUEeHMm
9. Pe3yabTaTi HABYAHHSI: NiC/I5 BUGHUEHHS OUCYUNTIHU CIYOEHM NOBUHEH OYMuU 30AMHUM.:

- Knacughikyeamu OOKyMeHmu 3a ix suoamu,
- ckraoamu ma oghopmMasAmu Kaoposi 0OKyMeHmu,
- oghopmasimu i secmu mpyoo8i KHUNICKU ma 0coO08i CNpasu Ha Npayi6HUKIE,
- opopmaamu 0oKymMenmu 015 nepeodadi ix 6 apxis.
10. ®opmu oprauizauii 3aHATb: HAGUAIbHE 3AHAMMI, CAMOCMIUHA poboma, NPAKMUYHA Ni020MOBKA,
BUKOHAHHSL IHOUBIOYATLHUX OOCTIOHUX 3A80AHb, KOHMPOTbHI 3AX00U.
11. Jucuunjiay, 1o nepeayTh BUBUYEHHIO 3a3HAYEHOI TMCUMILIIHM: iCMOpIsi YKPAIHCbKOI KYIbmypu,
iH(hopmamura, eKOHOMIKA NIONPUEMCNBA, MEHEOHNCMEHM, OP2aAHi3ayia Npayi, Kya1bmypoio2is.
12. 3micT kypey
1. OcHosHi Kadposi OoKymeHmu
2. Kaoposa 0oxkymenmayis npu nputiHammi Ha pooomy
3. Konmpaxmua cucmema naiimy
4. Kaoposa 0okymenmayis npu nepesedenti npayieHuKie Ha inuly pobomy
5. Ogopmnenns npununenHs mpyoo8oco 002080py
6. 3anosnenns ma 6edeHHs MPYOOBUX KHUNCOK
7. Ilepedaua 6 apxie cnpas 3 00606020 CK1AOY
8. Jlokymenmanvue ogpopmaenus yuacmi y KOHKYPCi 0epAHCABHUX CLYHCOOBYIE
9. Jlokymenmanvue ogopmaenns ma poboma 3 KaOposuM pe3ep8om 0 3AUHAMM NOCA0 0EPHCABHUX
cyoHco08Yie
10. Jloxymenmanvre ogpopmienHs nio2omosku ma nposedeH s amecmayii 0epAHCAGHUX CYAHCOOBYIE
11. Jlokymenmanvhe oghopmienus niosuweHHsa keanighixayii kaopie 8 opeanax 0epicasHo20 YNpaeiiHHsi
ma Micyegoeo camosps0y8anHsl
12. JlJoxymenmanvhe oghopmaenHs N0O0BHCEHHs MePMIHY NepeOyBanHs Ha 0ePHCABHILL CLYHCOT
13. Ocobaueocmi ederHs1 0COO0BUX CNPAB OEPAHCABHUX CLYHCOOBYIE 6 OPeaHaX 61a0U

13. PekoMeH10BaHi HABYAJILHI BHIAHHA:

1. Jlanwox B.M., Kynaxoscvka JLII. Kaopoee dinosoocmeo: Hasu. [locionuk. 3-¢ sud. — Kapasena,
2009. — 240 c.

2. Ieanosa T.B. Iliooyona JLII [linosoocmeo 6 opeanax 0epicasHoeo YAPAGUiHHA mad MICYeBo2o
camospsidysanns: Lliopyunux Kuis: 3uanns, 2007.

3. Ieanoea T.B., I[Tiooyona JILI1. Myniyunanvhe oinosoocmeo Kuis, Jlubion, 2004.

4.  Kipiuox O.I', Kopoymax B.I, Ilpoywox B.K., /[youu K.B. JlokymenmyganHs y MeHeOHCMEHMI:
ITiopyunuk. — Kuis: [{lenmp nasuanvnoi nimepamypu, 2003. — 216 c.

14. 3an1anoBaHi BUAM HABYAJLHOI JiJILHOCTI TAa MEeTOIM BUKJIANAHHSA:

42 200. nexyii, 28 200. npakmuunux podim, 92 200. camocmitinoi pobomu. Pazom — 162 200.

Memoou: inmepaxmueHi nekyii, eiemeHmu npooOLemMHoi neKyii, IHOUBIOYaAIbHI 3A80AHHS, BNPOBAONCEHHS
Oi0BUX MA PONbOBUX 120p, THOUBIOVANbHI HAYKOBO-OOCIIOHI 3A680AHHS, SUKOPUCHAHHS MYIbMUMEOIHUX
3ac00i6 ma OpyKOBAHUX PO30AMKOBUX MAMEPIATIE.



15. ®opmu Ta KpuTepii ONiHIOBAHHS:
Oyinrosanns 30iticnioemocs 3a 100-06anvhoio wKanoio.

ITiocymrosuii konmponw (40 b6anis): ekzamen mecmosuil.
Tlomounuii koumponaw (60 6anis): mecmyeanus, ONUMYBAHHS, BUKOHAHHS IHOUBIOYATIbHUX 3A60AHb.

16. MoBa BUKJIAAHHS: YKPAIHCHKA.

3aBigyBad kadeapu Cazonens Irop Jleonigosuuy, 1.e.H., mpodecop



OIINC HABYAJIBHOI JMCHUILITHA
1. Code: 117 5.3.

2. Title: personnel office work.
3. Type: compulsory.

4. Higher education level: the first (Bachelor's degree).
5. Year of study, when the discipline is offered: 4.
6. Semester when the discipline is studied: 7.
7. Number of established ECTS credits: 4,5.

8. Surname, initials of the lecturer / lecturers, scientific degree, position: Korbutiak V.1,
docent, PhD.

9. Resultsofstudies::nicia susuenns oucyunninu cmyoenm nosunen 6ymu 30amuum:
- classify documents by their types;
- to draw up and execute personnel documents,
- to issue and conduct work books and personal affairs for employees;
- to prepare documents for transferring them to the archive.

10. Formsoforganizingclasses: study lessons, independent work, practical training, individual research
tasks, control measures.

11. Disciplines preceding the study of the specified discipline: history of Ukrainian culture,
computer science, enterprise economics, management, labor organization, cultural studies.

12.Course contents

1. Basic personnel documents

2. Personnel documentation when hiring

3. Contract hiring system

4. Personnel documentation in transferring employees to another job

5. Registration of termination of an employment contract

6. Filling and keeping work books

7. Transfer to the archive of personnel matters

8. Documentation of participation in the competition of civil servants

9. Documentation and work with personnel reserve for the employment of civil servants
10. Documentary preparation and certification of civil servants

11. Documentary improvement of personnel qualification in public administration and local self-
government bodies

12. Documentary extension of the length of stay in the civil service

13. Peculiarities of conducting personal actions of civil servants in government bodies

13. Recommended educational editions:

1. Daniuk V.M., Kulakovskaya L.P. Human Resources: Teaching. Manual. 3rd appearance. - Caravel,
2009. - 240 p.

2. Ivanova T.V., Poddubna L.P. Office work in public administration and local government: Textbook
Kyiv: Knowledge, 2007.

3. Ivanova T.V., Poddubna L.P. Municipal office Kiev, Lybid, 2004.

4. Kirichok O.G., Korbutiak V.1, Protsyuk V.K., Dubich K.V. Documentation in Management:
Textbook. - Kyiv: Center for Educational Literature, 2003. - 216 p.



14. Planned types of educational activities and teaching methods:
lectures — 42 hours, practical classes — 28 hours, independent work — 92 hours. Total — 162 hours

Methods: interactive lectures, problem lecture elements, individual tasks, the introduction business and role

games, individual tasks of scientific research, print distribution materials, using multimedia tools, group
tasks of scientific research

15. Forms and assessment criteria:

The evaluation is carried out on a 100-point scale.
Final test (40 points).: exam test.
Current control (60 points): testing, interviewing, performing individual tasks.

16. Languageofteaching: Ukrainian.

3aBigyBau kadeapu Cazonens Irop JleonizoBuy, j.€.H., mpodecop



