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Odunc-MeHeg)KMeHT: IcKycCcTBO yrnpaBieHus
NPOCTPAHCTBOM, KOMMYHUKALMAMU U UMUONKEM

dopmMaT obyyeHUsa: OyHo | OHNamH

Cpok obyuyeHusa: 3 oH4A

Bpema npoBegeHuns: exxegHeBHo ¢ 10:00 go 17:30

HaTta Hauvana: 09.09.2026

MecTo npoBeneHnsa: JIEHMHCKUM NpocneKkT, a. 38A, ropoa MockBa

BbloaBaeMble JOKYMEHTbI: YOOCTOBEPEHE O NOBbILUEHUN KBanndukaumm
nnn Ceptudumkat Moscow Business School

[MporpamMma oby4yeHunsd
HeHb T

YnpaBneHume pecypcamm odbumnca n BHYTPEHHUMU NpoLeccamm

Odunc-MmeHemKep Kak LeHTP ynpaBfieHna apHeKTUBHOCTbIO

e Ponb oprc-MmeHegxepa B COBPEMEHHOW CTPYKTYpPE KOMMaHUU: oT
«XO3ANCTBEHHMKa» 0O bu3lHec-napTHepa

e 30Ha OTBETCTBEHHOCTMW: pa3rpaHnyeHmne dpyHkumm ¢ HR, IT-oToenom
N CNy>X60omnm 6e30nacHOCTU

e AyOUT TEKYLLErO COCTOSAHUA OPUCA: YEK-JTUCT OLLEHKMU
KOMMOPTHOCTU 1N Be30nacHoOCTU pabouen cpeabl

e DProHOMMKa paboyero NpPoCcTpaHCcTBa: 6a3oBble NMPUHLUIMBI
opraHnsaunm MecTa ana 300P0BbSA U MPOOAYKTUBHOCTU COTPYAHUKOB

e OpraHmsaumna NPONyCKHOrro pexxmMma m KOHTPOJSIb 4OCTyna: 6anaHc
Mexxay 6e30MnacHOCTbIO N FOCTENPUNMCTBOM

e B3anmMopgencTBme C TEXHUYECKMM NepCcoHaNIoM (KJIMHUHI, OXPaHa,
PEMOHT): MOCTAHOBKA 33434 U KOHTPOJIb KayecTBa yCNyr

OKOHOMMKaA ouca: 3aKynKu, BrogpKeT N MOCTaBLUMKN
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e [TnaHMpoBaHMe BoaXKeTa aAMUHUCTPATUBHO-XO3ANCTBEHHOIO
otoena (AXO): cTaTbM PacxongoB N MeToabl ONTUMMU3AL NN

e PaboTa C NOCTaBLUMKAMU: KaK COCTaBNIATb TexHnyeckoe 3aaaHune
(T3), cpaBHMBATb KOMMepUYecKMe npeaioxXeHnsa n BbiIonpaTb
HadeXHbIX NapTHePOB

e YnpaBsieHMe 3anacamMun: NPUHLKNN «TOYHO B CPOK» VS «CTPAXOBOM
3anac» Onga KaHuensapum, Boabl, PacxXoOHbIX MaTepmnasonB

e IHBeHTapu3aums odbnCHOro MMyLLEeCcTBa: METOOUKU ObICTPOro yyeTta
OPrTEXHUKN N Mebenun

e CHMXXEeHMe onepaLmnoHHbIX 3aTpaT: e NCKaTb CKPbITblE pe3epBbl
3KOHOMUK Be3 NOoTEepPU KayecTBa XN3HM odbunca

[MpakTUKyM-kKenc «PacueT a(pHeKTUBHOCTM 3aMeHbl NOCTaBLUMKA
KIIMHUHIra/KemTepuHra»

CepBucHasa Mogesnb paboTbl € cOoTpyaHUKaMM (BHYTPEHHUN KNNEHT)

e KoHuenuusa «BHYTPEeHHEero kKiameHTa»: noyemMy COTPYOHUKM - 3TO
rNaBHblE 3aKa3uynKKM YCNyr opuruc-mMmeHegxepa

e OpraHmsauns NOTOKA 3a89BOK: KaK M36exaTb Xaoca U MOCTOSAHHbIX
oTBNneYyeHnn. BHegpeHune NpocCcTbiX CUCTEM TUKETOB U
pernamMeHToB obpalleHns

e YnpaBJieHNE OXXNOAHUAMU KOJEr: KAaK FTOBOPUTb «HET»
HEeoBOCHOBAHHbIM TPeboOBaAHUAM Yepes pernaMeHT, a He yepes
aMouumto

e TaMM-MeHeOKMEHT B pexxmMe MHOro3agadyHocTu: paboTa ¢
npepbiBaHNAMUN. TEXHUKU 3aLLNTbl POKYCHOIO BPEMEHU

e [IpnopuUTHU3aUmMsa 3a4a4 B YCZIOBUAX aBpasia: MaTpuMLa In3eHxayapa
MPUMEHUTENIbHO K peasibHbIM OOUCHbBIM CUTYALMAM
(CPOYHO/BaXKHO/PYTNHA)

3akpensieHne HaBblKOB OHS:

e [1pakTnyeckoe 3agaHue: «Pa3paboTKa persiaMeHTa B3anMoaencTBuUS
C COTPYAHMKAMKM NO ObITOBLIM BOMNPOCaM opumcan
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o Kenc-urpa: «brogxeTHbin KOMUTET». PacnpepeneHune
orpaHmyeHHoro drogxeta AXO Ha KBapTasa ¢ 060CHOBaHMEM
NPUOPUTETOB

e YeK-NCT caMonpoBepKu: «0ToB 1M MO opUC K HenpeaBuaeHHbIM
CUTYaUUNAM?»

HeHb 2

LindpoBas KOMMYHUKaLWSA, LOKYMEHTOOBOPOT U TexXxHNYeckada opraHm3aums
coObITUI

LincbpoBon aTukeT 1 genoBas nepenncka (E-mail & Messengers)

e CTaHOApTbl OE/0OBOW 3/IEKTPOHHOW MOYThl: TEMA NMUCbMa, CTPYKTYPAa,
ToH (Tone of Voice), nognuncb, CPOKK OTBETA

e [IpaBuna paboTbl C MeCCeHOKepaMmn B bsHec-cpeae

e UTO MOXXHO NMCaTb B MECCEHOXKEP, @ UTO TOSIbKO Ha NMoyTy?

® DTUKET roJI0COBbIX COOBOLLEHNN N CTUKEPOB: KOraa 3To AONyCTUMO,
a Korga - MOBETOH

e [IpaBuia co3oaHnsa PaAabouymx YaToOB: HEMMUHT, 3aKPEenneHHble
coobLeHnd, posib aAMUHUCTPATOPA.

e [1l1aBnioHbl 3 HEKTUBHbLIX MUCEM: 3aMpoCc MHDOPMaLUUN,
HamnoOMMHaHMe O AefslanHe, 0TKas, 6/1arogapHoOCTb. Pasbop nNaoxmx u
XOPOLUMX MPUMEPOB

e KmbeprurmeHa n nHdbopMaumoHHas 6e30MnacHOCTb: 3amTa
naponen, OCTOPOXHOCTb C NEPECHISTIKOVN AOKYMEHTOB, OULLIVHI B
KOPMopaTUBHOWM cpene

JOKYMeHTOOB0pOoT 1 halsioBas rmrmeHa

e CoBpeMeHHOe Aenonpon3BOACTBO: Nepexon oT 6YMaxKHOro K
3NEKTPOHHOMY OOKYMeHToobopoTy (C3/0)

e XXN3HEHHbIN LUMKJT OOKYMEHTA: CO3daHune, coryiacoBaHume,
NnoanMcaHue, XpaHeHne, apxmBaLus

e DanmnoBblt MEHEONXMEHT: MPUHUUMNBI UMEHOBaHWSA danoB 1 Nanok,
YTOObI MHDOPMALMIO MOXHO Bbl1O HanTK 3a 30 cekyHA

e O61avHble XPAaHUINLLA U COBMECTHasa paboTa: npaBuna
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pefakTUPOBAHUA OOLLMX OOKYMEHTOB, UICTOPUA BEPCUN,
pa3rpaHnyeHme npas gocTyna

e APXMBUPOBAHNE INEKTPOHHbIX JAaHHbIX: KAK OCBOOOXOATb MECTO U
COXPaHATb UCTOPUIO Be3 Xaoca Ha paboueM cTone

[NMpakTnkKyM «HaBegeHne nopsaka B LMdpoBOM npocTpaHcTBe. Co3ngaHune
naoeasibHOM CTPYKTYPbI MAanoK gn4a npoekTa»

TexHunueckas opraHmnsaumns BCTpeY U MeponpuUaTum

e YeKk-IMCT NOAroTOBKU MeperoBOPHOM KOMHAThI: CBET, 3BYK,
TeMnepaTypa, Hannume BoAbl, MApKepbl, YOJNHUTENN
e OpraHmsaumnsa rmtbpungHbix BcTped (odsiavH + OHNanH):
o HacTpomnka obopyaoBaHuna (KaMmepa, MUKPOMOH,
AEMOHCTPALUNMSA 3KPaHa)
o OcobeHHOCTU NoBedeHUa MoaepaTopa B Zoom/Teams: Kak
yMNpPaBAsaTb BHUMAHMEM yOaNE€HHbIX YYACTHUKOB
o TeXHUYeCKUI peneTuuma nepen BaxKHbIMM NeperoBopamm
* JIOrMCTUKa BHYTPEHHEro MeponpuaTns: TaMMUHI, KOOPpAMHAUWS C
KENTEPUHIOM, TeEXHMYEeCKaa noaaepxka, cbop obpaTHOM CBA3U
e MocT-cobbITUMHasa paboTa: opopMIIeHMne NPOoToKoa/pesoMe
BcTpeuun (follow-up), paccbiyika MatepuanoB, @oTooTUET

3akpenneHme HaBbIKOB OHS:

e Kenc-cumynauma: «OpraHmsauma CPOYHOro BUOeOKOHMepeHL, -
CBA3M C NMNAPTHEPOM». YUACTHUKM OOJIXKHbI 3a 15 MUHYT NOAroToBUTb
noMeLleHne, TEXHUKY, OTNPAaBUTb NPUrialleHne C CCbIJIKOM U
MHCTPYKLUMEN, MPOBEPUTb CBA3b

e Pa3bop owmboK B LNDPPOBOM Nepenncke: akcnpecc-ayanT
MNPUCNAHHbIX YY4AaCTHUKAMUN NPUMEPOB NMceM,/coobLLeHnM
(QaHOHMMHO)

e /ITOroBbln TECT-APAaNB KOMMNETEHLUNN OPUC-MeHeOKepa:
COCTaBNeHne MHOMBMAYANbHOro rniaaHa passutmna (IDP) Ha ocHoBe
MOJZTYYEHHbIX MHCTPYMEHTOB
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[HeHb 3

KynbTypa peun Kak HeobxoauMas coCTaBnaloLLaa NpodeccMoHaIbHOro
NMUOXKA

e OCHOBHbIE NMpaBua KyNbTypPbl peyun

e KynbTypa ananora. MoHosor

e PeueBble CTaHOAPTbI, MOMOralmLLMe NPoBeCcTM aenoByto beceny. Kak
OENNKATHO CKa3aTb «HET»

e HedopmanbHaa 6ecena small talk — o6a3aTenbHaga yacTb Bcex
O0enoBbIX N HeOMULUMANbHbIX BCTPEY

e 3anpeTHble TeMbl. [TO3UTUBHbIE TEMBI

e PekoMeHaauum gna nyeanyHoro BbICTYMNaeHUsA

e [1Nn4a 4yero roBOPAT KOMMJIMMEHTbI B AeJIOBOM cpene. YTo Takoe
MPaBUIbHbIN KOMMIMMEHT

OCHOBHbI€e MpaBuna OesioBoro aTUKeTa

e [IpaBuia OeNOBOro 3TUKEeTa B C/IYXEOHbIX OTHOLLUEHUSIX.
CybopaunHaumna

e [IpaBuna NPUBETCTBUA, MPeacTaBfieHns, 3HAKOMCTBA. Pykono)kaTue,
nouenymn, o6batmna B 4enoBOM cpege. YTo 1 Korga MoOXXHO 1 HENb34

e Ob6palueHne

e B3nTHAA KapTouka, OCOBEHHOCTU BPYUYEHUSA N MCNONb30BaAHUS.
OCHOBHblEe DYHKUMN BUSUTHOW KAapPTOUYKU

e [lenoBble Nogapkun, 6usHec-cyBeHMpPLbI. YTO 1 Kak gapuTb,
HexXxenaTeslbHble NoOOAPKU

e [IpaBuia XopoLUero ToHa onas npuemMa noceTuTenen

e [lenoBble BCTpeun. [loarotoBka K AesioBON BCTpeue n becene

e [IpaBuia CONPOBOXAOEHUA MOCETUTENS OpraHM3aLmmn

e [lpaBuna paccagkuy 3a CTOIOM

e [IpaBunia paccagky B aBToMobune

MpakTukyM «puemM noceTutena»

[abuTapHbI UMUOXK OeN10BOro yenoBseka. Dress-code

e 3HayeHne gpecc-Koaa B KOPMNOPATUBHOM KYJIbType KOMMaHnn
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e Co3aaHume NpaBuSIbHOro BM3YyasZibHOro MMUOXKa — 3Ha4YMMas yacTb
yCrewHoM OeaTenbHOCTU OpraHmnsaumm

e OCHOBHbIe CTUNM oaexxabl. [1enoBown CTUNb, BeYepHUnN, CBOOOOHbIN,
CNOPTUBHbIV

e Opexxga 0enoBow XeHLWKHbl. OgeXxaa AeN0OBOro My>»>X4YmnHbl

e DacoH, UBeT, acTeTnyeckme TpedoBaHmnA. OLLNOKN, KOTOPbIX
cnepnyet nsberaTtb Npum ohopPMSIEHNN BHELLHOCTU

e OpeXxpga ang npuemMoBs

e YTO NpMeMSIEMO 1 YTO 3anpeLLeHO ANid 0eNOBbIX MYMXXUYUH U XKEHLLUH.
[Mpuyecka, napdoMepusd, KOCMeTMKa

TenedoH. Cneundrka 0enoBoro odLeHna no TenedoHy

e OcobBbeHHOCTU genoBoro tesiedoHHOro pa3sroBopa. OCHOBHbIE
TpebOoBaHUSA 3TUKETa K BEOEeHMIO OeNTOBOro tenedoHHOro pa3roBopa

e KoMno3numsa TenedoHHOro pa3roBopa

e OCHOBHbIe MeToAbl AOCTMXKEHUSA PEe3y/IbTAaTUBHOCTW. NpakTnyeckumne
pekoMeHaaumn. MobunbHbIN 3TUKET

OCHOBHbIe MpaBuia NOAroTOBKM M OpraHn3aumnm OenoBbiX BCTPEY,
neperoBopoOB, COBELLAHUN, MEPOMPUATUN, MPe3eHTaunm

e Cneundunka OesioBblX MEPOMPUATUN B KOMMNAHUAX N OpraHn3aumnsax.
OCHOBHbIe BMAObl 0eN0OBbIX BCTpeyY

e OCOBEHHOCTWM OpraHM3aunm npeseHTaunmn, npnema oesioBbIx
NapTHEPOB M aenerauum

e [1paBunnia noBeaeHna Ha pPas3fiInyHbIX Nnpmnemax. Npunemsl
CaMOOBCNYXXUBAHNA N MPUEMBbI C OBCTTYXXMBAHUNEM

e KopnopaTmBHble MeponpuaTua. lNpaBuna aTukeTa oada CoTpyaHNKOB

e CepBUCHOE OBCNYyXMBaHMeE OeSTIOBbIX BCTPEY

e [1paBunnia cepBUPOBKU. [TOpPAOOK N oUepeaHOCTb OBOCNY>XXMBAHUSI.
Kak nogaBaTb Yan, kode

[NMpakTUKyM «[ OCTENPUNMCTBO B ohuce»
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