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HaTta Hauvana: 18.03.2026

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

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

[MporpamMma oby4yeHunsd
HeHb T

Odunc-MeHepykep B CTPYKTYpE opraHm3saumm

e Buabl ochmrcoB n nx odbopyapoBaHune. Kputepumm Bbibopa oPrUCHOro
noMeweHuns. lNMapameTpbl OOUCHbLIX 30aHUW KnaccoB A, B, C

e DaKkTopbIl, BAMAOLME Ha YCNOBUSA Tpyaa. 3aKOHOOATENbCTBO
P® no oxpaHe Tpyaa. 9proHoMmnka ocbunca. OpraHmsaums odbnCHOro
NPOCTPAaHCTBA. PacueT naowaan CryxxebHbiX MOMeLLeHNN.

e KBanmdumnKaUuMOHHAA XapaKTePUCTMKA OPnNC-MeHeaxxepa, ero
OO/MKHOCTHbIE 06A3aHHOCTU, KOMMNETEHUNN U HEOOXOOMMbIE HABbIKU

e CopepraHme OCHOBHbIX (DYHKLUMN MEHE)KMEHTA. YnpaBJieH4YecKad
NeAaATeNbHOCTb U ee 3 PeKTUBHOCTb. CocTaBndaoLme
ynpaBJ/ieHYeCKOoro npouecca, OCoOb6eHHOCTUN coumasnbHOro
ynpasneHna. CTunm pykoBoacTBa U UX CPAaBHUTEbHAdA
XapaKTepUCTUKa

e PasBuTMe ynpaBneHYeCKMX HaBbIKOB. ANrOPUTM NMOCTAaHOBKM
N NPUHATUA 3ada4, PopMyJSia MCNOSHEHUS

e [loguYMHEHHbIN nepcoHan. ObyyeHne n MoTMBaALUS

e YeK-/INCT KaK MHCTPYMEHT O0By4yeHuns, oenermpoBaHns M KOHTPOS
NCMNOJIHEHNA
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OpraHunsauma Xn3HegesaTenbHOCTU U akcnnyaTtauunm odpunca

[NepeueHb 3aga4, peLlaemMbix B paMKax yHKUMWM oduc-
MeHeIXKMEHTA

MunsHeobecneyeHme odpurca. ONTUMM3aUnsa 3aKYNMOK OPIrTEXHUKU
N PACXOOHbIX MaTepunanoB, METOAObl CHVXKEHMA 3aTpaT

dopMyna gna pacyéTa CTpaxoBOro 3anaca

MpeoMeTbl NepBOM HEOBXOANMOCTU

[NMnaHnpoBaHue n GroaxxeTnpoBaHue. NpremMbl NOBbILLEHNSA

3O DHEKTUBHOCTU NCMOJIb3OBAHUSA PECYPCOB: HOPMUPOBaHME,
MPaBUSiIbHbIN BbIOOP NMOCTABLLUMKOB U gpyrmue

Knaccudumkaumsa odmnCcHOM OoprrexHmMkKn. Buabl odUCHbIX
MaTepunanos

Knaccndumkauma OCHOBHbIX OPUCHbIX MPOrPaMMHbIX MPOOYKTOB
N OPUCHOM OPIrTEXHUKU. [JOCTOMHCTBA M HEAOCTATKN OMPUCHbIX
cpencTB nepenavn MHhopMaumm

OnTMM3aumnsa NCrNoNb30BaAHMNA CITYXXeOHOro aBTOMOBUIbHOIO
TpaHcnopTa. O643aHHOCTU MO yrnpaBneHn OPUNCHbIM MAaPKOM
aBToOMObBUNEN

OpraHmsaums NMTaHnsa COTPYOHMKOB

OpraHunsaumMoHHble BOMPOChI B3aUMOOENCTBUA C COTPYOHMKAMU oduca

PyKkoBoACTBO aAMUHUCTPATUBHO-XO3NCTBEHHOW CITY>XOOMN.
OnTMM3aumnsa NCNoNb30BaHUA TEXHNYECKOrO NepcoHana
AOMUHUCTPATUBHO-XO3ANCTBEHHOW CJTyXKOblI

[NMnaHnpoBaHMe paboyero gHda. PekoMeHgaumm no aphekTUBHOMY
NCMOJIb30BAHMIO BpeMeHW. [NpaBunia pacCTaHOBKU NMPUOPUTETOB.
MaTpuua Smn3eHxayapa

OpraHunsauma n QOKYMEHTUPOBAHME NpuemMa noceTnuTenen

MO TEKYLLMM U IMYHBIM BOMPOCaM.

3awmTa KoHdOUgeHUnanbHOM MHOPMaLUMM Npv NpoBeaeHUnn
COBELLaHUN, MeperoBOpoOB 1 paboTe C NoceTUTenamm
BHyTpnoduncHbie oTHOWEHUA. MaHunynaumm, npodaema MOOOUHra,
KOHMINKTbI B OPUCe: NPUUYNHBI U NYTU yperynmpoBaHus. NpaBuna
OEeCKOHMIMKTHOro obLeHns, cTpaTermm nopegeHuna. NpodbunakTmka
KOHMNMKTA. JenctBus B KOHMAMKTHbIX CUTYAUUAX

MpaBna KOHCTPYKTUBHOM KPUTUKN N ee paunoHasIbHOe
BOCMpuaTne
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e KopnopaTuMBHasaA KYJibTypa 1 ee BInAHUNE Ha 3PPEKTUBHOCTb
PaboOTbl COTPYAHNKOB

[MPaKTUKYMBb:

e Kenc «lloarotoBka coBeLlaHus C UCNOJSIb3OBAHUEM UHTENNEKT-
KapTbl»
e Kenc «OnpepeneHne ypoBHS NPOKPaACTUHALNNY

HeHb 2

MoBbieHre 3PPEKTUBHOCTU OPraHN3aLMOHHBIX KOMMYHUKALIUIN

e l[HdOPMALUMOHHOE N OOKYMEHTALMOHHOE obecneyeHmne obnCcHOm
nesaTenbHOCTU. MHOOPMaLUMOHHbIE MOTOKU, UCTOYHUKU U CpeacTBa
nepenaymn nHpopmaummn. MHCTpYMeHTbl OPUCHBLIX KOMMYHUKALUW.
TpeboBaHMA K ynpaBsieHYecKom nHdopMaumm

e J[IOKyMeHTaunmoHHoe obecneyeHne MyHKLMOHNPOBAHNSA oduUca.
Knaccudumkaumsa ynpaBieH4YeCcKMXx JOKyMeHToOB. HopMaTmBHasa 6a3a
COBPEMEHHOro oenonpon3BoacTea

e [TpaBunnia ohopMSIEHNA OCHOBHbIX JOKYMEHTOB. TpeboBaHUA
K 61aHKaM: BUObl, Ha3Ha4YeHune, LabsioHbI

e [MpuUHUUNBI 2DPDHEKTUBHOIO JOKYMEHTOOOOopOoTa. Buabl 0hUCHbIX
KOMMYHUKAUMNA N UX MHCTPYMEHTI

e BHeLWHAa N BHYTPEHHSASA nepenncka. Cny»xebHble nncbma (MpocboObl,
NpenoXXeHnd, OTKa3bl, FAPaAHTUNHbIE, CONPOBOAUTENbHbIE
n opyrue)

e [IpenmyLLecTBa M HEOOCTATKUN YCTHbIX U MMCbMEHHbIX
KOMMYHMKaUM. KOMMYHUKaAUMOHHbIE Bapbepbl N CNOCOObI
NX MUHUMU3ALMNU

e B3amMooencTBme C pyKoOBOACTBOM, NOAUYMHEHHBLIMU U OPYIMMU
napTHepamm no obueHunto. CpeacTtBa U CcTunmM obueHund. lNpasuna
yoexxaeHus

e PekoMeHOaunm no adhPEKTUBHOMY MCMNOSIb30OBAHUIO BPEMEHMN.
MpunopeTmnlayma. MaTpuua In3eHxayapa

[NMpakTnkyM «PaboTa Hag owmbKaMm B OhOPMIEHNN OOKYMEHTOB CUCTEMBI
OPL1»
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MpodecCnoHanbHbl1 UMUODK COTPYOHUKOB KOMMNaHMN. OCOBEHHOCTHU
KYNbTYpPbl 4€N0BOro obLleHns

e Cneundunka 1 oCoOBeHHOCTU AesiIoBOro obuieHna. HedopmanbHble
N odpurunanbHble OTHOLIEHUA B Konnektnee. OCoOOeHHOCTH
N pasnmumna

e DaKTOpPbI, BAMAOLLME Ha BHELLUHee BreyaTeHne 1 penyTtaumnto
opraHmsaumm

e OCHOBHbIE OeSIOBble U JIMYHbIE KaYeCcTBa OPUC-MeHeaXepa

e O yeM HY>XXHO Bcerga NoMHUTb, YTOObI MPON3BECTU HA cobeceaHMKa
«NpaBuUNbHOE» BneyaTneHmne?

e CamMonpe3eHTaumna. DopMmpoBaHMe NepBoro BneyaTsieHns

e Kak cihopMMpoBaTb CBON MOJIOXKUTENbHbIN HEBEPOANbHbI MMUOK?

* DTUKETHO-3amnpeTHble CUrHasibl HeBepPBaNbHOro obLLEeHNsA

e XXecCTbl, NO3bl, MUMKKA, FOJIOC, ANCTAaHUWSA, B3rNag — Kak BCEM 3TUM
yNpaBnaTb?

e MeXJIMYHOCTHOE NPOCTPAHCTBO B AeJIOBbIX KOHTAKTaX. 30HbI
obweHna (IMYHasg, gpyxeckas, nyonmyHas)

e OCOBEHHOCTU OBLLEHNSA B OpraHmM3aummn: My>XXUYMHbl N XKEHLLMHBbI,
Konnerun, HavyasibHUK-NOOUYMHEHHbIN

e [IpaBuna adHEKTUBHOIO B3aMMOOENCTBUA C BbILLECTOALMUM
PYKOBOOCTBOM, KOJIJIeraMun, MogyYnMHeHHbIMU

e B3amMooencTBme C NapTHEpPaMM CTOPOHHMX opraHunsaunn, VIP-
nepcoHaMu, NoceTUTenamMm

e DCTeTunYeckune ctaHoapTbl ohopMieHna padboyero MecTa,
NX BANAHME HA 3TUKY Oe/IOBbIX OTHOLUEHUW

MpakTnkyM «Cutyaumm (pasdbop). Balwl nonoxKntesnbHbl HeBepOasibHbIM
MUK

HeHb 3

KynbTypa peun Kak HeobxoamMasa coCTaBNaloLWaa NpodecCcnMoHanbHOro
NMUOIKA

e OCHOBHbI€ MpPaBuNa KyJibTypPbl peun

e KynbTypa ananora. MoHosor

e PeyeBble cTaHOapPThI, MOMOratmoLmMe NPoBeCTM genoByto 6eceny. Kak
OENNKATHO CKa3aTb «HET»
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HedopmanbHaga 6ecega small talk — o6a3aTtenbHasa yacTb BCcex
0EeNOBbIX N HeoduLUMaNbHbIX BCTPEY

3anpeTHble TeMbl. [TO3UTUBHbIE TEMBbI

PekoMeHpaumnmn ons nye6amyHoro BbiCTYMNIeHUS

e 1N yero roBOPAT KOMMJIMMEHTbI B Ae/1oBoM cpene. YTo Takoe
MPaBUIbHbIN KOMMJIMMEHT

OCHOBHbIE MpaBuia OesIOBOro 3TUKETA

e [IpaBuia AeNOBOro 3TUKEeTa B C/IYXEOHbIX OTHOLLUEHUSX.
Cyb6opanHauusa

e [IpaBunia NpuUBETCTBUA, MpeacTaB/ieHns, 3HaKOMCTBaA. PykonoykaTue,
nouenymn, o6batua B 4enoBown cpege. Yto n Korga MoXXHO 1 HENMb3S

e ObpalueHmne

e B3nTHaa KapTouka, OCOBEHHOCTU BPYYEHUS N MCMNOSb30OBaHUSA.
OCHOBHble DYHKLUMNN BUSUTHOW KAaPTOUYKU

e [lenoBble Nogapkun, 6usHec-cyBeHMpPbI. YTO 1 KakK OapuTb,
HexxeslaTeNbHble NOoOAPKMN

e [IpaBuia XOpOLUEero ToHa anasa npuemMa noceTuTenen

e [lenoBble BCTpeun. [loaroToBKa K esloBOM BCTpeue n becene

e [IpaBuia CONPOBOXAEHUA MOCETUTENS OpPraHM3aLmmn

e [IpaBuia paccagky 3a CTO/IOM

e [IpaBunia paccagky B aBToMobune

[NMpakTukKyMm «llpmrem noceTntena»

FabuUTapHbIN UMUOXK O0e/10BOro yenoBeka. Dress-code

e 3Ha4YeHMe gpecc-Koaa B KOPNOPaATUBHOM KYNbType KOMMNaHum

e Co3aaHume NPaBuUSIbHOrO BM3YasibHOroO MMUAXKa — 3Ha4YMMas YyacTb
yCrewHoW AeaTeNbHOCTU OpraHn3aumm

e OCHOBHbIe CTUNM ogexxabl. [1enoBoOW CTUNb, BEYepHUN, CBOOOOHbIN,
CMOPTUBHbBIN

e Opexxga oenoBow XeHLWWHbl. Oaexxaa AeoOBOro My>»>XUYmnHbI

e DacoH, UBeT, acTeTnyeckme TpedboBaHmna. OLLNOKN, KOTOPbIX
cnegyetT nsberaTtb NP oPOopPMIIEHUN BHELLHOCTH

e Opexxga ong npuemMos

e YTO NpMeMsieMO 1 YTO 3anpeLLeHOo ANia OeNOBbIX MYMXXUMH U XKEHLLUMH.
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[NMpunyecka, NapdromMepmsa, KOCMeTUKa

TenedoH. Cneundurka 0enoBoro odLeHmna no TenedoHy

e OCcobeHHOCTWN OenoBoro TesiedoHHOro pasrosopa. OCHOBHble
TpeboBaHUSA 3TUKETa K BeeHU0 0esI0OBOro tesiedoOHHOro pa3rosopa

e KoMno3unuma TennedoOHHOro pasrosopa

e OCHOBHbIE METOOblI OOCTMXKEHUA PE3YyIbTAaTUBHOCTU. [TpakTnyeckmne
peKoMeHaaunm. MobunbHbIN 3TUKET

OCHOBHbIe MpaBusia NOAroTOBKU M OpraHn3aumnm OenoBbIiX BCTPEY,
NneperoBopoOB, COBELLLAHUN, MEPOMPUATUN, MPe3eHTaunmn

e Cneundunka OesioBbIX MEPOMPUATUN B KOMMNAHUAX U OpraHn3aunsax.
OCHOBHbIe BMAbl OeN0OBbIX BCTPEY

e OCOBEHHOCTM OPraHn3aLnm Npe3eHTaunmn, NnpmemMa aenoBbIX
NapTHEPOB U generaumnmn

e [TpaBunaia NnoBeOgeHunda Ha Pa3InYHbIX Nnpmnemax. Npunemsbl
CaMOOBCNYXXUBAHMNA N MPUEMbI C OOCNTYXXMBaAHUNEM

e KopnopaTuMBHble MepornpuaTmnsa. lNpaBuna 3TuKeTa aaa COTPYOHUKOB

e CepBUCHOE OBCNYyXXMBaHMe OeSIOBbIX BCTPEY

e [TpaBunnia cepBUPOBKU. [MOPAOOK N o4epeaHOCTb OOCNY>XXMBAHUS.
Kak nogaBaTb 4Yan, Kode

[NMpakKTUKyM «[ OCTENPUNMCTBO B opuce»
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