HAPELBA Ne 14 OT 22 MAM 2019 I'. 3A MPUAOBMBAHE HA
KBAJTIMPUKALIUA MO NMPODPECUATA "CbAEBEH CNYXXUTEN"

B cuna om 07.06.2019 e.

M30adeHa om MUHUCMBPAa Ha o6pa306aHuemo U Haykama

OG6H. [B. 6p.45 om 7 FOHuU 2019e.

Pa3pen |.
O6LwWwu nonoxeHus

Un. 1. C Tasu Hapenba ce onpenensa obpxasHuAT obpasoBarteneH crangapt (JOC) 3a
npugobusaHeTo Ha kBanudukaumsa no npodecuata 346040 "CbaebeH cnyxuten” ot obnact
Ha obpasoBaHue "CTOnNaHCKO ynpaBfeHne un aaMuHUCTpauus”™ u  nNpodecnoHanHo
HanpaBneHue 346 "CekpeTapCckn 1 agMUHUCTPATUBHM OpUC AeNHOCTU" cbrnacHo Cnucbka Ha
npodecunte 3a npodecnoHanHo obpaszoBaHne u obydeHue no yn. 6, an. 1 oT 3akoHa 3a
npodgecnoHanHoTo obpasoBaHne n oby4veHue.

Un. 2. dbpxaBHUAT obpasoBaTeneH cTaH4apT 3a npuaobuBaHeTo Ha KBanudukauus
no npogecusita 346040 "CbaoebeH cnyxuten" CbrnacHo MpPUNOXeHUeTo KbM Tasn Hapenba
onpegens MW3MCKBaHUATa 3a nNpuaobuBaHETO Ha TpeTa CTeneH Ha npodecuoHanHa
kBanudukaums 3a cneynanHoctta 3460401 "CbaebHa agmmHUCTpaums”.

Un. 3. Bb3 ocHoBa Ha [JOC no yn. 1 n pamkosuTte nporpamu no un. 10, an. 3, 7. 2,3 un
6 oT 3akoHa 3a npodecnoHanHoTo obpasoBaHMe n obydeHne ce paspaboTsaT TUMOBU y4EOHU
nnaHose 3a ydeHuun, y4ebHu nnaHoBe 3a nvua, HaBbpLuMM 16 roanHn, 1 y4ebHu nporpamu
3a 00y4yeHneTo No cneumanHocTuTe no yn. 2.

Paspen Il.
CbAabpXKaHMe Ha AbpXaBHUA oOpa3oBaTesieH cTaHaapT

Un. 4. (1) ObpxaBHuaT obpasoBaTeneH ctaHaapT Mo 4n. 1 onpeaens M3McKBaHuATa
KbM KaHaugatute, onucaHmeTo Ha npodecuata 346040 "CbaebeH cnyxuten”, egnHuyute
pesyntatu OT YYEHEeTO, W3UCKBaHMATA KbM MaTtepuanHata 0asa U M3UCKBAHUATA KbM
oby4yaBawmTe.

(2) ObpxaBHusaT obpasoBaTeneH cTtaHgapT 3a npuaobuBaHe Ha KBanudukauus no
npodecusaTa Bkno4vsa obLyaTa, oTpacnosarta u cneunduyHata npodecmoHanHa noaroToBka ¢
HeobOxoaummnTe npodecnoHanH KOMMETEHTHOCTU, KOWUTO rapaHTupat Ha obyvaemus
Bb3MOXXHOCTTA 3a yrnpaxHsaBaHe Ha npodecnsaTa cnepn 3aBbpLuBaHe Ha 00y4yeHuneTo.

3aknunTenHu pasnopenou

§ 1. Taan Hapenba ce nsgaBa Ha OCHoBaHWe 4n. 22, an. 6 BbB Bpb3ka ¢ an. 2, T. 6 oT
3akoHa 3a npefyYMnuLLHOTO U YYUIULLHOTO 06pa3oBaHme.

§ 2. HapenbaTta Bnu3a B cuna ot geHs Ha obHapoasaHeTo 1 B "[bpXXaBeH BECTHUK'.

MpunoxeHne KbM un. 2

ObpxaBeH o6pa3oBaTeneH ctaHaapT

3a npuaobuBaHe Ha kBanudukaumsa no npodecusaTa "CobaebeH cnyxuren
|I'Ipoct)eCM0HanHo HanpaBneHue:




346 CekpeTapckm n agMUHUCTPaTUBHU Ohnc AENHOCTHU

HanmeHoBaHue Ha npodecusTa:
346040 |C'b,D,€6€H CIyXXuTen

CteneH Ha HaHI;zz;?Ha HuBso no Esponeiicka
CneuunanHocTu: npodgecmnoHanHa 4 KBanudvkaLmoHHa
KBanudukaums: KBAMMDUKALIMOHH pamka (EKP)
) a pamka (HKP):
3460401 | CPASOHE Tpeta 4 4
agMUHUCTpaUnda

1. N3uckeaHusi KbM kaHOUOamume

1.1. N3nckBaHuA KbM KaHAMAATUTE 3a BXOASALO MWHMMANHO obpasoBaTenHo wu/unu
KBanMuMKaunMoHHO paBHULLE 3a NpuaobuBaHe Ha cTeneH Ha npodecrnoHarnHa Kesanudukauus
cbrnacHo 3akoHa 3a npodgecnoHanHoTo obpasoBaHue n obydeHue (3rN0O0O)

3a npuoobuBaHe Ha TpeTa CTeneH Ha npodecrmoHanHa Keanudukauusa no
npodecusata "CbaebeH cnyxuten” oT Cnucbka Ha npodecumnTe 3a nNpodrecnoHasHo
obpasoBaHne un obyyeHne no un. 6, an. 1 ot 3MOO (yTBbpAEH OT MMHUCTBbpPA Ha
obpasoBaHMeTo N Haykata cbc 3anoBeq Ne P[1-09-413 ot 12.05.2003 r.; nocrn. M3M. CbC
3anoseg Ne P[-09-296 ot 19.02.2018 r.) wu3MCKBaHMSATa 3a BXOLAWOTO MUHMMAIHO
obpasoBaTenHo n/mnun kBanMuKaumoHHO paBHULLE KbM KaHAMAATUTE ca:

3a yYeHuUM - 3aBbpLLUEHO OCHOBHO 0bpa3oBaHue;

3a nuua, Haebpwunn 16 roauHM - nNpugobuTo MpaBO 3a SAIBABAHE Ha ObpXKaBHU
3pEenoCTHN N3NUTU UK 3aBbpPLLEHO cpeaHO 0bpa3oBaHue.

M3nckBaHuATa 3a BXOOAWO MUWHMMANHO  KBaNUMUKAUMOHHO paBHULLE NpU
npoabikaBallo npodecnoHanHo obpasoBaHue n obyveHne e npuaobuTta KBanudukaumusa no
BTOpa CTeneH Ha npodecnoHanHa keanudukauus no npodecus ot obnacTt Ha obpasoBaHue
"CTonaHcKo ynpaBneHue n agMmHucTpaums'.

30paBOCNOBHOTO CbCTOSIHAE Ha KaHaugaTa ce YOOoCToBepsiBa C  MEeAMUMHCKM
OOKYMEHT, [okasBall,, 4e npodecuaTa, MO KOATO Xenae Ja ce obyyaBa, He My e
nNpoTMBONOKa3Ha.

1.2. BanugupaHe Ha npodeCnoHanHu 3HaHus, YMEHUSI U KOMMETEHTHOCTH

MpnpgobueaHeTo Ha kKBanudgukauusa no npodecuata "CovaebeH cnyxuten" nnu 4act ot
Heqa upe3 BanugupaHe Ha NpuaobuTn ¢ HepopmarHo UM MHAPOPMAITHO YYeHe pesynTaTu OT
y4YeHeTo ce ocbluecTBsiBa cbrnacHo Hapegba Ne 2 ot 2014 r. 3a ycnoBusiTa U pega 3a
BanuaupaHe Ha nNpogecuoHanHn 3HaHWs, YMEHUSS WU KOMMETEHTHOCTWU, u3gadeHa oT
MUHUCTBbpa Ha obpasoBaHMeTo U HaykaTa (OB, 6p. 96 ot 2014 r.).

2. OnucaHue Ha npoghecusima

2.1. TpyooBu [OenHOCTW, OTFOBOPHOCTU, JIMYHOCTHM KadecTBa, OCODEHOCTM Ha
ycrnosmata Ha Tpyd, obopyaBaHe W MHCTPYMEHTW, W3UCKBAHUSA 3a YrpaXxHaABaHe Ha
npocecuata, onpeneneHn B 3aKOHOBM U MOA3aKOHOBWU akToBe (34paBOCMIOBHO CbCTOSIHME,
npaBoCnocobHOCT n ap.)

CbaebHusaT cnyxuten M3BbplUBa TpyaoBaTa CU AEVHOCT B agMUHUCTpauUuUTe Ha
opraHuTe Ha cbaebHaTa Bnacrt.

B cBosita paboTa cbaebHUAT cnyxuTen nognomara oCbLLECTBSIBAHETO Ha cbaebHaTa
AENHOCT B opraHmte Ha cbaebHaTa Bnact. CbaebHuaTt cnyxuten obpaboTtBa cnyxebHaTta



KOpecnoHAeHUMss Nno npasBuia 3a AOKYMeHToobopoTa, YTBbpAEHM B CbOTBETHUS OpraH Ha
cbaebHata BnacTt. Ton npuema AOKYMEHTU U Aena, peructpypa Ha XapTUeH HocuTen u B
aBTOMaTU3NpaHa AenoBodHa MporpamMa, pasnpegens rm crnopej npeaHasHayeHneTo u
npegaea, KbOeTo € Heobxoammo, BxogsawaTta kopecnoHaeHumsa. Odopmsa u pernctpupa Ha
XapTMeH HocuTEeN M B aBTOMaTu3upaHa AerioBogHa nporpama maxogsilarta KopecrnoHAeHuns
crnopeg agpecaTute N ocurypsisa HEMHOTO M3npatlaHe rno agpecure.

CbaebHuaT cnyxuten nanonssa cneunanuanpaH coTyep U npaBHO-MHAOPMaLMOHHM
cucTemm B cBodATa pabora.

Ton npegocTaBsa CBOEBPEMEHHO CNpaBKX NO CbCTOSTHUETO U ABMXEHNETO Ha genarta u
npenuckuTe.

B cBosAta pabota CcbaoebHMAT CnyXuTen wu3nbiHsBa pasnopexgaHusita Ha
aAMUHUCTPATUBHUTE pPbKOBOOMTENNM WU Maructpatute. Tom paboTm C  BewecTBEHMU
AoKasaTerncTBa, kaTo cnassa AecTBallmTe npasuna.

CbaebHuaT cnyxuten nsrotTea NpoTokonu B cbaebHu 3acenanuns. B cBoaTta genHocT
CbAEOHMAT CNyXUTen W3roTBA MNWCMa; MNPU3OBKM U  U3NBIHUTENHU NUCTOBE, CbAeOHM
yAOCTOBEPEHUS; AOKYMEHTU 3a M3NnawaHe Ha Bb3HarpaXxgeHus M pasHOCKM; CMCbUM 3a
pena v YyacoBeTe Ha pasrnexaaHe Ha genata U CbOTBETHUTE CNUCHhLUM 3a Npu3oBaBaHe.

CbaebHuaT cnyxuten Boau AenOBOLAHM KHUTM U apXMBHA KHUra, NpeaocTaBsi CnpaBKu
no gena wu Npenucky, onpegens UeHHOCTTa Ha AOKYMEHTUTe, MOAroTBSA 3a YHULLOXaBaHe
AenaTta v NpenuckuTe ¢ M3TeKbs CPOK Ha CbXpaHeHune, KaTo crna3ea AencTBalmuTe npoueaypu
B opraHa Ha cbaebHa BrnacT. Tol cnegum 3a cnasBaHe Ha pexunma 3a NpaBUITHOTO CbXpaHeHue
N apxuBMpaHe Ha KOpeCnoHAEeHUMATa 1 BbTpellHaTa AoKymeHTauus. MNpegocTtaBs goctun 4o
TAX NpY cna3BaHe Ha HOpMaTUBHUTE WM3NCKBaHMSA 3a ToBa. CbaebHuAT cnyxuTten odopms
npaBUITHO CbAEOHNTE KHMXKA CbIMacHO U3NCKBaAHUATA Ha 3akoHa. BpbyBa cbaebHUTE KHWXA
Ha nocodeHuTe agpecu. Cnepn BpbYBaHe Ha KHWXaTa BNMCBA AaHHWTE B paboTHa KHura u
pasnpedens No CbCTaBM BPbYEHUTE U BbPHATUTE B UANOCT kHWka. CvbniogaBa 3a
penoBHOCTTa Ha BpbYBAHETO U ONUCBAHETO B KOHTPOSTHUTE KHUIMN HA CbOeOHUTE KHMXKA.

CbaebHusT cnyxmten HOCK OTFTOBOPHOCT 3a Ona3BaHe Ha NMOBEPEHOTO MY MMYLLECTBO,
NpaBUIHOTO BOAEHEe Ha [OOKyMeHTauusiTa, PerucTpute, KapTOTEKUTe Ha [AOKYMEHTUTE WU
apXNBHUTE eauHULN.

CbaoebHusaT cnykuten u3nbNHABaA ChAyXeOHUTe Cu 3agbiDKeHus B MOMeLLeHMe,
obopyaBaHo ¢ ohumc TexHUKa. B npoueca Ha nanbnHeHne Ha cnyxebHnTe cn 3agbimkKeHus Ton
MMa B3aMMOOTHOLLEHUS C rpaxdaHw, CbAebHW Cnyxutenu OT ApYyrM Cnyx0u u opraHu Ha
cbaebHaTta BnacT, MmarmctpaTu, BeLm nuua, NoLLEHCKN Criykbmn n kypuepckn upmMm, KakTo n ¢
APYT ObpXKaBHM OpraHu 1 npeanpusaTus.

PaboTHOTO Bpeme Ha cCbaebHUs CnyXxuTten € C HopmanHa npOAbIMPKUTENHOCT
CcbrnacHo nsnckeaHusTa Ha Kogekca Ha Tpyaa.

CbaebHusaTt cnyxuten Tpsbea aa 6bae yyTuB, TbpnenuveB M ga ce OTHACs KOPEKTHO
KbM BCUYKM MNPU U3NbIHEHME Ha CNnyxebHuUTe cu 3agbivkeHusi. Ton TpsibBa ga ymee fa
paboTun B eknn, fa nposiBsiBa HabnogaTenHocT, cbobpasnTenHocT, CNOCOBHOCT Aa aHanmaupa
WHdopMauusaTa, da s CuUHTe3Mpa W nMpeacTaBs, Ada npuTexaBa KOMYHUKATUBHOCT,
OTFOBOPHOCT, E€TUYHOCT, JOSNHOCT, OMCUMMNIMHUPAHOCT, Aa umMa Obp3u peakuumn u ga
nposiBABa CaMOKOHTpon. [lpy wm3nbnHeHMe Ha cnyxebHute cu 3agbimkeHus cnasea
n3ncKkBaHusTa 3a KoHdumaeHumanHocT. B paboTtaTa cu n3nbnHsaBa cBOMTE TPYAOBM AEAHOCTU C
HeobXxoauMNTE MNpPaBHU MO3HAHUS; OEMOHCTpPMpPa TOYHOCT, MNPELM3HOCT M BHMMAHUE KbM
aetannute npu paboTtaTta ¢ AOKYMEHTU, Aena v Npenmncku.

CbaebHMAT cnyxuten crnasBa BCUMYKN OENCTBALLM HOPMATUBHN aKTOBE B OpraHnTe Ha
cbaebHata BNacT M M3NbIHABA Bb3NOXEHUTE My TPyAOBM LEWHOCTW, KOUTO AETaWrHO ca
ONUCaHN B ANTbXXHOCTHATa My XapaKkTepUCTUKa.



CbaebHuaTt cnyxuten B pabotata cu cnasBa CTPUKTHO OCHOBHWUTE MPUHUMNKN Ha
ETnyHma kogekc Ha cbaebHuTe CnyXuTenu - 3aKOHHOCT, 6e3npuCcTpacTHOCT, KOMMNETEHTHOCT,
OTFOBOPHOCT, YECTHOCT, NOMIMTUYECKUN HeyTpanuTeT, KONernanHocT U y4TUBOCT, NYBNNUYHOCT 1
OTKPUTOCT, KOH(PMAEHLMAMHOCT.

2.2. Bb3MOXHOCTM 3a npogbiikaBaHe Ha NpodeCcnoHanHoTo obyyeHne

3a obyyeHune no npodecusata "Covaeben cnyxmren" ¢ npugobreaHe Ha TpeTa CTeneH
Ha npodecuoHanHa kKeBanudukaums He ce WU3NCKBa KaHaupaTute p[a npuTexasaT
npodecrnoHarnHa Kksanmdukaums nnu npodpecnoHasneH onnuT nNo Apyru cpoaHn Nnpogecumn.

Mpnpobunute npodecrnoHanHa keanudukaumsa no npogecunara "CoaebeH cnyxuten"”
MoraT ga npogbrmxaT obyyeHneTo cv no apyra npodgecus ot NpodecnoHanHo HanpasneHne
"CeKkpeTapCkMm M agMUHUCTPATUBHU OUC AENHOCTU', ako OTroBapsT Ha YCrnoBusiTa 3a
BXOOSALWO MMHMManHo ob6pas3oBaTenHo paBHULLE, perfnameHTMpaHo B 3akoHa 3a
npodgecnoHanHoto obpasoBaHne n obyyeHue (3MNOO) n B PamkoBute nporpamu. [lpu
o0y4YyeHneTo eanHnunTEe pesyntati OT y4eHeTo no obuiata npodecmnoHanHa NnogroToBka u no
oTpacnosaTa npodecunoHanHa NnoaroToBka ce 3aduTar.

Mpn npoabmkaBawoTo npodpecnoHanHo obyyeHne ce opraHusmpa obydeHne 3a
YyCBOSIBaHe Ha eQUHUUUTE pe3ynTaTu OT YY4eHeTO, KOMTO fvuaTta He nputexasar.

Jlnuata, npugobunu npodecunoHanHa keanudukaums no npodecuata "CobaebeH
cnyxuten" nmaT Bb3MOXHOCT 3a NoBMLIaBaHe Ha KBanudukaumsata cm nocpencTBoM Kypcose
N CeMUHapu, opraHna3npaHn ot oby4aBallun UHCTUTYLMK, U Ap.

Jlvuata morat ga npoabmkat oby4eHMeTo cn B cucTtemaTa Ha BUCLIETO obpasoBaHue.

2.3. Bb3moxHOCTM 3a npodecunoHanHa peanu3aumsi cbrnacHo HauuoHanHaTa
kKnacudpukaumna Ha npodecunte n gnwxHoctute (HKMA - 2011) B Penybnuka Bwbnrapus,
yTBbpAeHa cbc 3anoBeg Ne P[-01-931 ot 27.12.2010 r. Ha MUHUCTbpa Ha Tpyda u
coumanHaTta nonuTuka, nocn. nam. n gon. cbc 3anosen Ne P[1-01-149 ot 26.02.2018 .

Jlvue, npmaobuno TpeTa cTeneH Ha npodecrmoHanHa KBanudgukaums no npodecusara
"CbaebeH cnyxuten”, MoXe [a nocTbhnBa Ha paboTa Ha cnegHaTta anbxHoct oT HKIA:
3411-3001 CwbpebeH cnyxuTen, KakTo W Ha ApyrM  OAbXKHOCTW, AOMbIHEHW Mpu
akTyanusnpaHe Ha HKI1/.

CbaebHute cnyxutenu moraT ga 3aemMaT AMTbXHOCTU B CbA, NPOKypaTypa, CreacTeume,
B KAHTOPUTE Ha afBOKaTU, HOTAPUYCU U YACTHU CbAEOHM U3NBAHUTENN U Op.

3. EQuHuyu pesynmamu om y4yeHemo (EPY)

3.1. Cnucek Ha eguHuMumTe pesyntatm ot yvyeHe (EPY) u Ha pesyntatute oT ydeHe
(PY) no BuagoBe npohecnoHanHa nogrotoeka

EPY no o6wa npocecmoHanHa noarotoBka - eAMHHA 3a BCUYKM npodecum ¢
TpeTa cTteneH Ha npodecuoHanHa kBanucpukauma ot Cnucbka Ha npocdecunte 3a
npodecnoHanHo obpasoBaHue n oby4vyenume (CrirnooO)

EPY 1. 3apaBocnoBHu 1 6e3onacHu ycrnosus Ha 1pya (36YT)

PY 1.1. CbaencTtBa Ha paboTogatens 3a ocurypsiBaHe Ha 34paBOCIIOBHN U 6e30nacHu
yCrnoBus Ha Tpya Ha paboTHOTO MSCTO

PY 1.2. YyacTBa B Cb3aBaHeETO Ha OpraHM3auns 3a OCbLLECTBABAHE Ha NpeBaHTMBHA
AENHOCT Mo onasBaHe Ha OKosiHaTa cpefa

PY 1.3. YyactBa B Cb3gaBaHETO Ha OpraHm3auusi 3a OBnaasiBaHETO Ha PUCKOBU U
aBapuUHN cUTyaLmm

EPY 2. koHoMuKa

PY 2.1. NosHaBa ocHOBUTE Ha NasapHaTa MKOHOMMKa

PY 2.2. [lo3HaBa xapakTepucTukuTe Ha AeNHOCTTa Ha opraHu3auumsTa

EPY 3. lNpeanpuemayecrtBo

PY 3.1. NosHaBa ocHOBUTE Ha NpeanpuemMadyecTBoTo




PY 3.2. dopmupa npeanpuemayecko noBeaeHne

PY 3.3. YyacTtea B n3paborBaHeTo Ha 6Gu3HecC nnaH

EPY no otpacnoBa npocecunoHanHa noarotoBKka - eauHHa 3a npodecunte ot
npocecnoHanHo HanpasneHue "CeKkpeTapCcku 1 agMUHUCTPATUBHU opUC AeuHOCTH"

EPY 4. MN3nonsgaHe Ha WMHAOPMALMOHHM U KOMYHUKALMOHHWM TexHonormum (UKT) B
npodecrmoHanHaTa 4ENHOCT

PY 4.1. O6paboTtea nHgopmaums ¢ VKT

PY 4.2. KomyHuknpa nocpeactsom UKT

PY 4.3. Cb3gaBa undpoBo cbabpxaHue ¢ KT

PY 4.4. OcurypsiBa curypHocT npu pabotata ¢ KT

PY 4.5. Pewasa npobnemu npu pabotata ¢ KT

EPY 5. Opranusauus Ha Tpyaa

PY 5.1. Opranuaupa npoueca Ha paboTta

PY 5.2. lNoema OTroOBOPHOCT 3a Ka4yecTBOTO Ha paboTaTa cu

EPY 6. KOMyHUKaLNA 1 4y €3UK

PY 6.1. O6uwyBa edekTMBHO B paboTeH ekun

PY 6.2. Bogu ehektnBHa koMyHMKaLms

PY 6.3. lNonsea 4y e3uk, CBbp3aH ¢ NpodecroHanHaTa 4enHocT

EPY 7. NpodecmoHanHa etuka n npodecmoHasHo passutmne

PY 7.1. Npunara eTn4Hn Npasuna 3a paboTta c rpaxkgaHu 1 CriyxuTtenu

PY 7.2. TllposiBaBa TrOTOBHOCT 3a HaarpaxgaHe Ha npodecmoHanHata cu
KOMMNETEHTHOCT

PY 7.3. CnasBa HopmaTuMBHaTa ypeaba 3a npegoTBpaTsiBaHE Ha KOHQMKT Ha
MHTEepecn 1 NpeBeHuMs Ha KOPYMNLUMUOHHUSA PUCK

EPY no cneumncpmyHa npocecmoHanHa noarotoBka 3a cneuuanHoct "CbaebHa
aAMMHUCTpauuUs” - TpeTa cTeneH Ha npodecuoHanHa ksanudukaumsa

EPY 8. OcHoBM Ha cbaebHus npouec

PY 8.1. lNpuTtexaBa OCHOBHM NO3HaHMA No obLa Teopust Ha NPaBoOTO

PY 8.2. Nognomara ocbLeCTBABAHETO Ha cbaebHaTa 4EVHOCT B rpaXKaaHCKus npoLuec

PY 8.3. lNMognomara ocblyecTBABAHETO Ha cbaebHaTa AEeNHOCT B HakasaTenHus
npouec

PY 8.4. Nognomara ocbluecTBsABaHETO Ha cbaebHaTta AENHOCT B aAMUHUCTPATUBHUS
npouec

PY 8.5. TlputexaBa no3HaHWs 3a [denHocTTa Ha Bwucwua cbaebeH CcbBeT,
MHcnekTopaTa kbM Bucwmna cbaebeH cbBeT n HaumMoHanHUsa MHCTUTYT Ha NpaBoCbANETO

PY 8.6. lNpunara npaBunaTta 3a paboTta Ha cbaebHaTa agMMHUCTPaAUUS B €NEeKTPOHHA

cpena
EPY 9. PernctpmpaHe Ha JOKYMEHTU U Aena B OpraHnuTe Ha cbaebHa BnacT
PY 9.1. Pernctpmupa gokymeHT” n gena
PY 9.2. Haco4ysa gokymeHTauus
PY 9.3. N3roTea cnpaBku U yaOCTOBEPEHUS
PY 9.4.Boau pasHocHa KHura
PY 9.5. PaboTu c TexHu4ecko odumc obopyasaHe
PY 9.6. Ekcnegupa naxogsuwa KopecrnoHaeHumns n gena
EPY 10. [lenoBoACTBO B OpraHnTe Ha cbaebHa BnacT
PY 10.1. Npuema n obpaboTBa JOKYMEHTU 1 Aena
PY 10.2. O6pasyBa HOBM Aena v Npenumcku
PY 10.3. Boan oenoBogHUTE KHUMM U perncTpu
PY 10.4. N3roTBst Npn30BKM U CbaebHU KHMKa




PY 10.5.

Cnegu 3a npouecyanHute CpokoBe 3a U3NbJIHEHME U BIiM3aHE B CUJla Ha

cbAebHUTEe akToBE

PY 10.6.
PY 10.7.
PY 10.8.
PY 10.9.

lNpenocTtaBs cnpaBku No genaTa

M3roTes cnpaBku 1 yOOCTOBEPEHUS

OkomnnekTyBa M3xogsia KopecnoHaeHums 1 gena
M3npalla 3a MHCTaHUMOHEH KOHTPOI 06KanBaHMUTE akToBe

EPY 11. [lenHoCTM No NpoTOKONMMpaHe Ha OTKPUTU CbaeObHU 3acedaHus

PY 11.1.
PY 11.2.
PY 11.3.
PY 11.4

MoaroTes AenoTo 3a cbaebHo 3acenaHune

MpoBepsiBa peJOBHOCTTa Ha NPU30BaBaHETO

CbcTaBs NPOTOKON Ha CbAebHMTe 3acegaHust

. WNarotes nucma, cbOeGHM YOOCTOBEPEHWsl, WU3MbIHUTENHWU JUCTOBE U

AOKYMEHTU 3a M3nnallaHe Ha Bb3HarpaXaeHusi 1 pasHOCKU
EPY 12. ApxuBupaHe Ha JOKYMEHTU, Aena 1 Npennucku B cbaebHata agMunHUcTpaumvs

Py 12.1.
PY 12.2.
Py 12.3.
PY 12.4.
Py 12.5.
PY 12.6.
Py 12.7.
PY 12.8.
CbXpaHeHue
PY 12.9.

Mpuema o6LmM agMUHUCTPATUBHM OOKYMEHTU
Mpuema gena, Npenuckn, 4enoBOAHN KHUMM U PErncTpu
Boaw apxvBHaTa kHura
MpenocTaBsi cnpaBky NO apXMBHUTE Aena 1 NPenucKu
OkoMnnekTyBa M3xoasila KOPeCnoHAEHUNS U apXMBHU Aena
OTroBaps 3a CbXxpaHeHWeTo Ha JOKYMEHTUTE
Onpepnens LeHHOCTTa Ha JOKYMEHTUTE
MoaroTesi 3a yHMLIOXaBaHe Aenata WM MNpenuckute C U3TeKbST CPOoK Ha

MoaroTesi 3a NpefaBaHe gena, NpPenuckn M OOKYMEHTM B TeputopuarnHa

anpekums "Apxus"
EPY 13. lNpun3oBaBaHe B cbaebHata Bnact

PY 13.1.
PY 13.2.
PY 13.3.
PY 13.4.
PY 13.5.

Mpuema npn3oBkM U CbAeOHM KHMXKA

BpbuBa nNpn3oBkn 1 cbaebHU KHXKa No agpecu

Odopmsa Npr3oBKM N CbAEOHN KHUXKA

Pasnpenens no cbCTaBu BPbYEHM M BbPHATW NPU30BKM U CbAeOHU KHUXKaA
PaboTn c TexHnyecko ouc obopyasaHe

3.2. OnucaHne Ha eguHuMuMTe peadyntaTu oT yyeHe (EPY)

EPY no

obwa npocecuoHanHa noAroToBkKka - eAMHHA 3a BCUYKM npodecumn ¢

TpeTa cTeneH Ha npodecnoHanHa kBanudukauua ot Crrnoo

EPY 1

HanmeHoBaHue Ha

3apaBocnoBHU 1 6e3onacHu ycrosus Ha Tpya, (3BYT)

eauHuuaTa:
Huso no HKP: 4
Hueo no EKP: 4

HammeHoBaHue Ha

CbaebeH cnyxuren

npocecusTa:
Hueo no HKP: 4
HuBo no EKP: 4

Pe3ynTaTt oT y4eHe
1.1:

CobpaencTtBa Ha pabotogaTtens 3a ocurypsisaHe Ha 30PaBOCITOBHM
1 6e30MacHN yCnoBusl Ha TpyA Ha paboTHOTO MSICTO

3HaHus

* [lo3HaBa pa3nopep,6v1Te 3a ocurypaBaHe Ha 340paBOCJ1I0BHU U




6esonacHu ycnosus Ha Tpya Ha paboTHOTO MACTO
* MNo3HaBa 3HauuTe 1 curHanuTe 3a ocurypsasaHe Ha 3bYT

* MNo3HaBa HopMaTUBHUTE pa3nopendu, kKacaelwm ocurypsiBaHeTo
Ha 34paBOCIOBHM M 6e30nacHW YCnoBus Ha TPyA 3a KOHKpeTHaTa
TpyOoBa AeVHOCT U 3a CBbp3aHuTe TPYAoBU AEAHOCTH

* [peacraBa nHdopmaumsa 3a pUcKoBeTe 3a 34paBeTo U
GesonacHocTTa npu paboTa 1 CBbp3aHM C HESt AENHOCTU

« MosHaBa pasnopenbute 3a npoeexaaHe Ha obydYeHune u
MHCTPYKTaX Ha paboTelumTe Mo npaBunaTa 3a ocurypsisaHe Ha
30paBOCMOBHU 1 6e30MacHV YCroBus Ha Tpya

* YyacTBa B NpuniaraHeTo Ha Mepku 3a NpeaoTBpaTsBaHe,
HamansiBaHe 1 orpaHM4YaBaHe pUCKOBETe 3a 34paBeTo U
B6e3onacHocTTa npu paboTa

* MIHCTpyKTMpa eknna, ¢ Konto paboTn, No cnassaHe Ha
YMeHus npasunaTa 3a ocurypsiBaHe Ha 34paBoCrIOBHU 1 Ge3onacHm
ycrosusi Ha Tpyz (ako e NpunoXxXnumo)

» CnasBa npunaraHeTo Ha HeobxoanMMTE MEpPKM 3a 3alumTa

* /Ianonasa 3HauuTE 1 curHanute 3a ocurypsisaHe Ha 3bYT

» Cbaencrea 3a U3NbfiHEHNE Ha TPYAOBUTE AENHOCTM NpU
crnasBaHe HopMaTMBHUTE pasnopeabu 3a ocurypsiBaHe Ha
34paBOCnoOBHM 1 BesonacHu yCcnoBusa Ha TpyA

* YyacTBa B npoueca 3a ocurypsiBaHe Ha 6e30nacHoCT npu
aboTata

KomneteHnTHocTn |P

* MlanbnHaBa TpygoBaTa 4eWHOCT Npu crna3sBaHe Ha

HeobxoauMnTE MEPKM 3a ocurypsiBaHe Ha 6esonacHocT

* [puxn ce 3a cobcTBeHaTa 6Ge3onacHOCT n 6esonacHoCTTa Ha
OPYrUTe y4acTHUUM B TPYOOBUSA NpoLec

Pe3ynTtaTt oT y4yeHe | Y4yacTBa B Cb3aBaHeETO Ha opraHu3aums 3a ocblUecTBsABaHe Ha
1.2: npeBaHTMBHA AENHOCT NO OnasBaHe Ha OKosiHaTa cpefja

* [Mo3HaBa pasnopeabute 3a ona3saHe Ha OKoNHaTa cpeda

» OnncBa OCHOBHUTE U3UCKBAHWUSA 3a pa3aenHo cbonpaHe Ha
3HaHusAa oTnagbum

» Mo3HaBa pasnopeabute 3a CbxpaHeHue, U3non3saHe un
U3XBbPIISHE Ha ONacHW NPoaYKTM

YMeHus  OpraHuaupa CopTUPaHETO/CbXPaHEHMETO Ha ONacHW NPOAYKTU U




M3nesnu ot ynotpeba MmaTepuanu, KOHCyMaTUBU 1 Op., Npu
cnasBaHe TEXHONOorMATa 3a CbovpaHe 1 peuuknpaHe

KomneTeHTHOCTHN

* No3HaBa Bb3MOXHUTE NPUYMHUN 33 3aMbpCsiBaHe Ha OKoNHaTa
cpefa U CbAencTBa 3a TAXHOTO NpefoTBpaTaABaHe

PesynTtaTt oT y4yeHe
1.3:

YyacTBa B Cb3jaBaHETO Ha OpraHM3aLusi 3a OBrasiBaHETO Ha
PUCKOBM W aBapuUnHK CUTyaLum

3HaHuAa

* [lo3HaBa npeanocrtaBknTe 3a Bb3HMKBaAHE Ha OCHOBHUTE
puckoeBu n aBapI/IIZHI/I CcuTyaummn

* [Mlo3HaBa OCHOBHUTE M3MCKBAHUSA 3a OCUrypsiBaHE Ha aBapuinHa
©e3onacHocCT

* [Mo3HaBa OCHOBHUTE CTBIMKM 32 AeNUCTBME NPY aBapun u
aBapunHU cuTyaumm

* MNo3HaBa BMOoBeTE TpaBMM 1 METOAMUTE 3a OKa3BaHe Ha NbpBa
nomouy,

* [Mo3HaBa pefa 3a yctaHOBsIBaHe, permcTpmpaHe, pascrneaBaHe,
oTYMTaHE Ha TPYAOBM 30MOMYKM U NPOdECUOHANHM
3abongaBaHus

YmMeHusa

* Manonsea TEPMUHOIOINATA, CBbp3aHa C aBapVII7IHVITe cuTyaumnum

» CnasBa MepkuTe 3a ocurypsiBaHe Ha noxxapHa u aBapuiiHa
6es3onacHocCT

- CnasBa npaBunara 3a AelcTBue npu aBapumn 1 aBapunHm
cuTyaumm

* [MpepoTBpaTABa onacHUTE CUTyauun, KOUTO MoraT aa
Bb3HMKHAT MO Bpeme Ha paboTa

» OkasBa NbpBa NOMOLL, Ha NOCTpazanu nNpu TpyAoBa 3rononyka
1 aBapus

KomneTeHTHOCTHN

* NMo3HaBa puckoBeTe 3a Bb3HUKBAHE Ha No)kap Unv aBapuiiHa
cCUTyauusi U CbAencTBa 3a TAXHOTO NpeaoTBpaTsiBaHe

* YyacTBa B OBnasiBaHETO Ha Bb3HUKHAN Noxap U/unu asapuvs B
CbOTBETCTBME C YCTAHOBEHUTE BbTPELLHODMPMEHN NpaBuna 3a
no)kapHa n aBapumHa 6e3onacHocT

CpencrtBa 3a
oLeHsIBaHe:

Cpencteo 1:
» PewwaBaHe Ha TecT
CpeactBo 2:

* PewlaBaHe Ha Ka3ycC no 3agageH cueHapumn




YcnoBusa 3a
npoBexaaHe Ha
OoLEeHABaHeTo:

3a cpencrtea 1 n 2:

* YyebeH kabuHeT

Kputepuun 3a

3a cpefctso 1:
Bnagee TeopeTu4HMUTE 3HaAHUSA 3a:

* U3MCKBaAHMATA 3a OcurypsisaHe Ha 6e30nacHOCT 1 3apaBe npu
paboTa

* nNpeBaHTUBHATa AEVHOCT 3a onas3BaHe Ha OKosfHaTa cpeaa

OoLeHsABaHe: o
* OBJllagABaHETO Ha aBapUMHMU CUTyaunn N OKa3BaHETO Ha NMbpBa
nomMoLl Ha nocTtpagann
3a cpefcTeo 2:
* I3bupa 6bp30 1 yBepeHO Han-afeKkBaTHUS TUM NoBeaeHne npu
3ajafieHaTa puckoBa cuTyaumsa
* BsipHO 1 TOYHO onpeaenst HeobxoanmMnTe AENCTBUSA 3a OKa3BaHe
Ha NMbpBa NOMOLL,

EPY 2

HanmeHoBaHue Ha
MKoHoMUMKa

eAuHMLaTa:

Hueo no HKP:

Hueo no EKP:

HanmeHoBaHue Ha
CbpoebeH cnyxuten

npodecunra:

Hueo no HKP: 4

Hueo no EKP: 4

Pe3ynTaTt oT y4yeHe
2.1:

MosHaBa ocHoBUTE Ha nas3apHaTta MKOHOMUKa

* [Nlo3HaBa obLwaTa Teopusa Ha NasapHaTa UKOHOMUKA

» 3ano3HaT e C OCHOBHUTE MKOHOMMYECKM Npobriemum

3HaHusAa
 3Hae ponsiTa Ha ObpaBaTa B NasapHaTa MKOHOMMKA
* NNo3HaBa BNOOBETE MKOHOMWYECKN CYyOeKTU
YMeHMs * MHdpopmumpa ce 3a ycnelHn npakTU4eckn npumepu 3a
yrnpaBrieHne Ha opraHnsaumnsaTa
» CnocobeH e ga naeHtTnduumpa ycnelwwHn NnpakTUu4eckn npumepm
KomneTeHTHOCTH Aa na uumpa y P P P

3a yrnpaBJieHne Ha opraHn3aunarta




PesynTaT oT yuyeHe
2.2

[No3HaBa xapakTepuUCTUKUTE Ha AENHOCTTA Ha opraHM3aumaTa

« [Mo3HaBa OCHOBMTE Ha Na3apHOTO TbPCEHE U NpeanaraHe

3HaHuAa
» [ledomHMpa OCHOBHM MKOHOMWYECKN MOHATUSA - NPUXOAN,
pa3xoan, nedyanoda, peHTabunHocT
YMeHus » OBdACHABA OCHOBHU MKOHOMMUYECKU NOHATUSA B KOHTEKCTa Ha
AEeNHOCTTa Ha opraHusaumsaTa
» CnocobeH e ga aHannanpa OCHOBHUTE MKOHOMMUYECKM MPUHLNMN
KomneTteHTHOCTM

B KOHTEKCTa Ha JenMHOCTTa Ha opraHn3auundaTta

CpencrtBa 3a
OLeHsIBaHe:

Cpencteo 1:
* [lucmeH uanut/Tect
CpeactBo 2:

» Kasyc no 3agafeH cueHapuii

YcnoBuda 3a
npoBexaaHe Ha
OLleHAAIBAHeTo:

3a cpencrtea 1 n 2.

* YyebeH kabuHeT

Kputepun 3a

3a cpeactso 1.

* Bnagee ocHOBHUTE TEOpETUYHN 3HAHUA B obnactTa Ha
MKOHOMMUKaTa

OoLueHsBaHe:
u 3a cpefcTeo 2:
® BFIpHO, TOYHO N MOTUBUPAHO onpeanensa ,D,eIZCTBI/IFITa 3a
paspellaBaHe Ha npobrnema B 3agageHus Kasyc/cueHapun
EPY 3
HauvmeHoBaHue Ha
Mpennpremayvectso
eAvHuuaTa:
Hueo no HKP:
HuBo no EKP:
HauvmeHoBaHue Ha
) CbaebeH cnyxuren
npodecunra:
Hwueo no HKP:
HuBo no EKP:

PesynTtaTt oT y4yeHe
3.1:

MNMo3HaBa OCHOBUTE Ha NpeanpPUeMaYecTBOTO

3HaHusAa

« 3Hae CbLUHOCTTa Ha NpeanpueMadyecTBoTo

+ 3Hae BMAoBEeTE NpeanpueMadyeckv yMeHus




* AHanmswpa NpPpakTn4ecKkn npmMepn 3a ycnewHo ynpasneHne Ha

YmMeHusa <
AEVNHOCTTa Ha opraHu3aumnsaTa

* MNpeanara HOBW Maen 3a ecpeKTMBHO U3NbIHEHNE Ha TPY4OBUTE

KomneTteHTHOCTM M
nenHocTn

PesynTat oT yueHe
dopmupa npegnpmemMayecko nosegeHune

3.2

3HaHusa * [lo3HaBa xapaKkTepuUCTUKMTE Ha NpeanpuemMayeckoTo nosegeHme
» 3Hae BMAoBETE NpeanpneMadecko noBegeHmne
* [lpeyeHsaBa HeobxoaAMMOCTTa OT MPOMEHU, CBbP3aHU C

YmMeHusa peLl A P P

nogobpsisaHe Ha paboTaTa

KomneteHTHOCTM [° [lpeanara peweHuns 3a onTMMU3MpaHe Ha Tpy4oBUTE AENHOCTU

Pe3ynTat oT yueHe
YyacTtBa B pa3paboTBaHeTO Ha BM3HeC nnaH

3.3:
* [Mlo3HaBa OCHOBHUTE €NeMeHTU, N3NCKBaHMA U eTann npu
pa3paboTBaHe Ha BusHec nnaH
3HaHus
» 3Hae (pakTopmnTe Ha obOKpbXKaBalwaTa nasapHa cpega
* AHanusmpa Bb3MOXHOCTUTE 3a pasBUTUE Ha LENHOCTTa Ha
YMeHus
dumpmaTa
KomneteHTHOCTM | B ekun paspaborBa npoekt Ha GBusHec nnaH
Cpencteo 1:

* [lucmeH usnut/Tect

CpeactBo 2:

CpepctBa 3a

OLleHfIBaHe: » Kasyc no 3agageH cueHapui
CpeactBo 3:

* Il3nbnHeHne Ha npakTuyecka 3agava, CBbp3aHa C
pa3paboTBaHe Ha BusHec nnaH

YcnoBusa 3a 3a cpeactea 1 un 2:
npoBeXxaaHe Ha
OLleHSIBAHETO: * YyebeH kabuHeTt

3a cpeacteo 1.

* Bnagee oCHOBHUTE TEOPETUYHMN 3HAHNA B obnacTTa Ha
Kputepun 3a npeanpuemadyecTBoTo

oueHsiBaHe:
3a cpeacTeo 2:

* BApHO, TOYHO M MOTMBMPAaHO onpeaens AencTemaTa 3a




paspeluaBaHe Ha npobnema B 3agafeHnsa kasyc/cueHapun
3a cpefctso 3:
* YyacTtBa B pa3paboTBaHeTo Ha GU3HeC nNnaH Ha opraHM3aumsTa

cnopep U3nckBaHUsiTa Ha NpeABapuTenHo AeUHMPAHOTO
3ajaHve

EPY no otpacnoBa npocecunoHanHa noarotoBKka - eauHHa 3a npodecunte ot
npodecuoHanHo HanpasneHue "CeKkpeTapCku U agMUHUCTPATUBHU OhUC AENHOCTU"

EPY 4

HaumeHoBaHue Ha

M3non3eaHe Ha MHPOPMALMOHHU U KOMYHUKaLNOHHN TexHonorum (UKT) B

eguHuuara: npodecnoHanHaTa genHoCT
Hueo no HKP: 4
HuBo no EKP: 4
HanmeHoBaHue Ha
) CboebeH cnyxuten
npocecusnTa:
Hueo no HKP:
HuBo no EKP:

PesynTtat oT y4yeHe
4.1:

O6paboTBa nHpopmauus ¢ KT

3HaHusAa

* 13bposiBa MHTEPHET Thpcayku

» ObsacHsaBa ynotpebata Ha unTpm 1 onepaTopu 3a TbPCEHE
 3Hae 3a CbLLECTBYBAHETO Ha HEBSAIpHA UIK NoaBexaalla
MHpopMaLmsA B MHTEPHET N HAYMHM 3a OLEHKa Ha HaaeXaHocTTa

n

» 3Hae HauMHNTE 3a CbXxpaHeHne Ha umdpoBa NHpopMaunsa Ha
pasfiMyHN eNeKTPOHHN HOCUTENN

» 3Hae HauMHNTE 3a cb3gaBaHe Ha NoaaMpPEKTOPUN (Nanku)

» 3Hae HaumMHNTE 3a NpeMecTBaHe Ha dhannoBe OT egHa
nogaupekTopus (nanka) B gpyra

* [Mo3HaBa pasnuyHu NporpamMmu 3a Bb3npoussexgaHe Ha JageH
TMN LMGPOBO ChabpXKaHue (TEeKCT, nsobpaxkeHne, ayamo, BUAEO)

» 3Hae 3a cbluecTByBaHETO Ha 06nayvyHun ycnyru

* MNo3HaBa nbrHaTa yHKLUMOHANHOCT Ha COPTYEPHN NPOOYKTH,
CBbp3aHu ¢ paboTaTta B cbaebHaTa agMUHUCTpaums

» 3ano3Har e ¢ Ha4ymHa Ha paboTa ¢ NpaBHO-MHAOPMALMOHHMN




cucrtemMm

* [Mo3HaBa OCHOBHUTE MOMUTUKN 3a OCUTYpPsSIBaHE Ha
MHJOPMaLMOHHA CUTYPHOCT

YmMeHusa

* Mlanon3Ba Tbpcayka 3a HampaHe Ha MHOopPMaLns, KaTo
npunara pasnuyHn GunTpu 1 N3noni3sa onepaTopu 3a TbpPCeHe
(cumBonn n gpyrn)

» CpaBHsiBa MHhopMaumaTa B pasfuyHn U3TOYHULM U OLIEHsIBa
HelHaTa HaeXaQHOCT C NoMoLLTa Ha onpeaeneHn KpuTepum

» 3anncea 1 cbxpaHsiBa B pasnuyHn doopmati umdpoBo
CbObpXKaHue (TeKCT, nsobpaxeHus, ayano, Buaeo, yebcrpaHnum
n ap.) No knacuuumpaH HaumH, N3non3Barkn NoaanpekTopum
(nankw)

* Bbsnpomssemp,a Be4e 3arncaHo LI,VI(prBO CbAbpXaHne

* Pabotn cbec codpTyepHn nporpamu, CBbpP3aHn ¢ AeNHOCTTa Ha
cbaebHaTa agMUHUCTpauns

« PaboTu ¢ npaBHO-MHPOPMALIMOHHU CUCTEMM

- CnasBa npaBunara v npoueaypute 3a MHPopMaLnoHHa
CUTYPHOCT

KomneTeHTHOCTHN

* [leMoHCTpupa camocTodaTernHo BrageeHe Ha KT npu
obpaboTBaHeTO Ha MHGOpPMaLUS

* Pabotn cBoboaHO ¢ nbriHaTa (PyHKUMOHAMNHOCT Ha copTyepHU
NpoAyKTW, CBbp3aHu ¢ paboTtarta B cbaebHaTa agMUHUCTpaLNS

Pe3ynTat oT yyeHe
4.2.

KomyHukupa nocpencrsom VKT

* 130posiBa focTaBuMUM Ha ycnyrata enekTpoHHa nowua
* I3bposiBa copTyep 3a ayano- u Bugeopasrosopu

* M36posiBa JOCTaBUMLM Ha YCNyru 3a crnogensiHe Ha danrnose

3HaHuA
* OBACHABaA HAYMHUTE 3a OHNaWH NnailaHe
* 136posiBa oHNanH o6LWHOCTH (CounanHu Mpexu), cb3gageHu 3a
obMmeH Ha 3HaHua 1 onut B obriacTtTa Ha npodecndara
* VI3nonaBa enekTpoHHa nowia
YmMeHus * Mlanon3Ba enekTpoHeH nognuc

* VIanonaea paswmpeHn yHKUMN Ha copTyep 3a ayano- u




BUAE0Pa3roBopy

» Cnogens cannose, crnassarku npasunara Ha OHanH
KOMYyHUKauunata

* Manonsea €J1eKTPOHHU YCIyrn 3a OHNaunH KOMYHUKNPpaHE

» OBbMeHsa 3HaHWa 1 ONUT B OHNalH OBLLHOCTH

KomneTteHTHOCTM

» [lemoHCcTpupa camoctoaTenHo BnageeHe Ha KT npn oHnanH
KOMYHMKaLMs

Pe3ynTat oT yueHe
4.3:

Cb3paBa umcpoBo cbabpxaHue ¢ KT

3HaHusAa

* Mo3HaBa pyHKLMOHANHOCTUTE Ha copTyepuTe 3a Cb3gaBaHe U
pefakumsi Ha UMAPOBO CbAabpXKaHWE OT pasnnyeH Tvn (TEKCT,
Tabnuum, nsobpaxeHus, ayamo, BUaeo)

YmMeHusa

» Cb3gaBa CnoXxHO UMPOBO ChbabpXaHue (TEKCT, Tabnmum,
n3obpaxeHus, ayano, Bnaeo) ¢ pasfimiHn oopMIieHuns

* Pepgaktupa n ochopms UndpoBo CbabpXaHue, Cb3gageHo oT
ApYr, KaTo nonssa paswmpeHn pyHKUMK Ha hopmaTmpaHe

KomneTeHTHOCTH

» [leMoOHCTpupa camocTtodaTenHo BrnageeHe Ha KT npu
Cb3JaBaHETO Ha ENNIEKTPOHHO CbAbpXKaHue

PesynTtaTt oT y4yeHe
4.4.

OcurypsiBa curypHocT npu pabotata ¢ KT

3HaHus

* [Mo3HaBa ronsiMa 4YacT OT U3BECTHUTE PUCKOBE 3a CUIYPHOCTTa
npu paboTta oHNanH

« 3Hae 3a Bb3OeCcTBMETO Ha LM POBUTE TEXHOMNOMMUN BBPXY
eXeJHEeBHMS XKMBOT M OKONHaTa cpeaa

YmMeHusa

* NgeHTndmumpa noasexaalum U/mnm anoHamepeHn cbobLeHns
N UHTEPHET CTpaHuL

* AKTUBMpa OUNATPU Ha eNeKTPOHHa nowa NpoTMB cnam
* PasnosHaBa hannose, npeacraBnssalim 3anoHamMmepeH copTyep

« Mpunara Mepku 3a NecTeHe Ha eHeprus

KomneTeHTHOCTH

» CnocobeH e na noaabpika 3awmTeHa OT 3fIOHaMepPEHU
OEeNCTBUS eNnekTpoHHaTa cpefa, B KosiTo paboTu

Pe3ynTat oT yueHe
4.5:

PewaBa npobnemu npu padotata ¢ KT

3HaHus

* [Mo3HaBa HauYMHUTE 3a peluaBaHe Ha PYTUHHKU Npobnemu npu
N3N0N3BaHETO Ha UMGPOBK TEXHOMOMMN

» 3Hae 3a HeobBXo0aMMOCTTa OT aKkTyanuampaHe Ha cobCcTBeHUTe
CY UMPPOBU YMEHUS




« Mpeanpuema OCHOBHU CTBIMKM 3a 3allUTa Ha yCTPOMCTBaTa, C

YmeHus
KOUTO paboTu (HanpMmep aHTMBUPYCHU NporpamMun 1 naponm)
» CnocobeH e oa paspeLumn pyTMHeH Npobnem, Bb3HUKHAN npu
abota ¢ VKT (Hanpumep 4ypes3 3aTBapsiHe Ha nporpama,
KomnetentHocTn |P (Hanp pHp P porp

NMOBTOPHO CTapTUpaHe Ha KOMMKTbpPa, NPOBEPKA HA UHTEPHET
Bpb3Ka 1 ap.)

CpencrtBa 3a
OoLeHsIBaHe:

Cpeactso 1.

* M3anbnHeHWe Ha 3agadva, CBbp3aHa C HaMUpPaHETOo Ha
MHJOPMaLNA B MHTEPHET MO 3afjajeHa TeMa, HEMHOTO
CbXpaHeHMe N Bb3Npoun3BeXaaHe

CpepnctBo 2:

* MlanbnHeHWe Ha 3agadva, cBbp3aHa CbC CNoAeNSHeTO Ha hann B
WHTEPHET NPOCTPAHCTBOTO M MU3NpallaHe Ha Bpb3Kka (JIMHK) 3a
cBansiHe 4o Apyr noTpebuten no enekTpoHHaTa nowla

CpenctBo 3:

* I3anbnHeHne Ha 3agava, cBbp3aHa CbC Cb3[aBaHeTo,
pegakuusta n odoopMAeHNeTo Ha LMGPOBO ChbabpXaHue

Cpepnctso 4.

* ManbnHeHne Ha 3agada, cBbp3aHa C MPOTUBOAENCTBUE CpeLLy
3floHaMepeHO eneKkTPOHHO CbOGLLeHNe

CpenctBo 5:
* Ml3anbnHeHne Ha 3agava, CBbp3aHa C MHCTanMpaHeTo,

NpenHcTanupaHeTo 1 NpoMsiHaTa Ha HAaCTPOWKN Ha YCTPOMUCTBO U
CbMbTCTBALLNA rO coPTyEp

YcnoBusa 3a
npoBexaaHe Ha
OLleHAAIBAHeTo:

3acpeactBa l, 2,3,4unb5:
* YyebeH/KoMNIoTbpeH KabuHeT
* [MepcoHaneH KOMMTLP UK NanTon

» [loctbn Ao MHTEPHEeT

Kputepum 3a
oLeHsiBaHe:

3acpeacteal, 2,3,4unb5:

* [locTaBeHnTE 3aga4un ca U3MbIIHEHN CaAMOCTOATENHO U B
paMKuUTe Ha npeaBapuTenHo 3agadeHoTo 3a ToBa BpeEME.
[leMoHCTpupaHn ca npodecruoHarnHn 3HaHus, YMEHUs 1
KOMMNETEHTHOCTN, CBBbP3aHu ¢ ynotpebarta Ha VKT

EPY 5




HaunmeHoBaHune Ha

OpraHusauusa Ha Tpyaa

eguvHuuara:
Hueo no HKP: 4
Hueo EKP: 4

HaumeHoBaHue Ha
npocecusTa:

CbaebeH cnyxuren

Hueo no HKP:

4

Hueo no EKP:

PesynTtaTt oT y4yeHe
5.1:

OpraHunsupa npoueca Ha paboTta

3HaHus

« [o3HaBa CTpykTypaTa Ha opraHusauusTa, B KOSTo paboTu
* [o3HaBa MeToau 3a HOpMKpaHe Ha paboTHUS NpoLec

* [Mo3HaBa OCHOBHUTE HOPMATMBHU AOKYMEHTU, CBbP3aHU C
npodecusita

« Mo3HaBa n3nckBaHMATa 3a NNaHupaHe Ha HeobxoaumuTe
pecypcu

YmMeHusa

* Mnanupa npoueca Ha paboTaTa cu
» CbcTaBsa rpaduk Ha paboTHUTE cu 3a4aum

* Mpunara n3nckBaHnATa Ha OCHOBHUTE HOPMATUBHU AOKYMEHTH,
CBbp3aHu C npodecuara

KomneTeHTHOCTHN

» OpraHnsnpa paumoHanHo npotleca Ha paboTtarta cu 3a
€(EeKTUBHO M3NbIJIHEHNE Ha TPYAOBUTE AEWHOCTU N 3a4a4m

* Npeanara n obocHoBaBa HEOHXOAMMOCTTA OT MPOMEHU B
opraHusauusiTa Ha pabortarta

PesynTtaTt oT y4yeHe
5.2:

MNMoema OTrOBOPHOCT 3a Ka4eCcTBOTO Ha paboTaTa cu

* [lo3HaBa BngoBeTe TPygoOBM OEMHOCTU, XapaKTepHu 3a
npodecmnoHanHaTa My cepa

* [lo3HaBa U3NCKBaHUSATA 3a KA4eCTBEHO U3MbJTHEHNE Ha

3HaHunA .
BMOOBETE TPYAOBU OENHOCTU
* [Mo3HaBa Ha4YMHUTE 3a ONTUMarHa opraHnsaunst Ha TpyaoBUTE
NENHOCTU
» CnasBa eTM4HNTE HOPMU Ha NoBedeHue
YmeHus

* YyacTBa B U3rpaxaaHeTo Ha eTuyHa paboTHa cpefa




KomneTeHTHOCTH

» Cbaencrea 3a cb3gaBaHe 1M noagabpXaHe Ha eTuvHa paboTHa
cpega

CpeactBa 3a
oLeHsIBaHe:

Cpeactso 1.
* [lucmeH uanut/Tect
CpenctBo 2:

» Kasyc no 3agagieH cueHapun

YcnoBus 3a
npoBexpaHe Ha
OLleHAAIBaHeTo:

3a cpeactBa 1 um 2:

* YyebeH kabuHeT

Kputepun 3a

3a cpefctso 1:

» [ledomHMpa OCHOBHM TEOPETUYHM MOHATUS B OpraHmM3aumnsaTa Ha
paboTHUS npouec

OoLeHsIBaHe:
u 3a cpefcTeo 2:
» ledomHMpa OCHOBHU TEOPETUYHM MOHATUS NPU
pasnpeaeneHneTo Ha AenHOCTUTE B paboTHUSA nNpouec
EPY 6

HammeHoBaHue Ha

KoMyHuKaLusa n 4yxa esunk

eauHuuara:
Huso no HKP:
Hueo no EKP: 4
HaunmeHoBaHue Ha
) CboebeH cnyxuten
npocecunTa:
Huso no HKP: 4
Hueo no EKP: 4

PesynTtaT oT yueHe
6.1:

OO6LwyBa ethekTMBHO B paboTeH ekun

* Mo3HaBa oTAenHUTE ANBXHOCTU B €KMMNA, TEXHUTE B3aUMOOTHOLLEHUS U

3HaHusA .
NepapxnuvHn Bpb3Ku

YmeHus » OcblecTBABa KOMYHMKaLMA B paboTeH NopsabK ¢ eknna
* KoMyHUMKMpa e(peKkTUBHO C BCUYKMN yHaCTHULM B TPYAOBUS
npouec cbobpasHo paboTHMS NPOTOKON

KoMneTeHTHOCTM

* [loema OTroBOPHOCT Npu paboTa B eKun

Pe3ynTat oT yueHe
6.2:

Boau eektnBHa kKoMyHMKaLms

3HaHusAa

* [lo3HaBa eTUYHUTE HOPMW Ha KOMYHUKaUUNATa




* [Mo3HaBa npaBunarta 3a BepbanHa n HeBepbanHa KOMyHUKaLnA

* NMosHaBa npasunaTa 1 U3UCKBaHUATa 3a AenoBa
KopecnoHaeHUms

* Boan nenosa KOMyHMKauus - NMCMeHa U yCTHa

YmMmeHus
» Cbbupa n npegnara HeobxogmmaTta nHdopmaums 3a
yAOBMETBOPSIBAHE N3NCKBAHUATA HA rpakgaHuTe
* [MpoBexaa pasroBop C rpaxkaaHu

KomneTteHTHOCTH

 Pa3bupa n yBaxkaBa U3MCKBaHUSITA Ha rpaxgaHuTe U 3alimMTaBa
NHTEPECUTE Ha aAMUHUCTPALMATA, B KOSITO paboTy

Pe3ynTat oT yueHe
6.3:

[MonaBa 4y e3unk, CBbp3aH C npodecrnoHanHaTa 4eENHOCT

3HaHus

* MNo3HaBa ocHoBHaTa NpodecrMoHanHa TePMUHOMOMUS Ha YyX[
e3uK

YmMeHusa

* YeTe 1 pasbupa npodecmnoHanHm TEKCTOBE Ha YyXK[ €3UK
(cneunanusnpaHa nutepaTypa n gp.)

* Mon3Bea uyxa e3vk Npu TbpceHe Ha MHoPMaLIMSA OT MHTEPHET U
APYrn U3TOYHULN

* Mon3Bea 4yxa e3nk (MMCMEHO U FOBOPUMO) NPY KOMYHUKaLUS C
rpaXkgaHu

KomneTeHTHOCTH

* Mon3Ba eavH Yyxa e3nK Ha HUBO, NO3BOMSIBALLIO MY Aa
OCbLLECTBABA KOMYHMKALMS MO NPOhEeCMOHANTHN TEMM

CpeacrtBa 3a
oLeHsIBaHe:

Cpeacteo 1:

* PasroBopu Ha npodecnoHanH1 TeMn Ha Yy e3nk

YcnoBusda 3a
npoBexaaHe Ha
OLleHAIBAHEeTo:

3a cpeactso 1:

* YyebeH kabuHeT

Kputepumu 3a
oLeHsIBaHe:

3a cpeactso 1:

» KomyHuknpa cBoBOAHO Ha YyxAa e3uK B y4ebHa nnu paboTHa
cpega

EPY 7

HammeHoBaHue Ha

MpodhecroHanHa eTuka n NnpoecnoHanHo pasBuTme

eavHuuUarTa:
Hueo no HKP 4
Hueo no EKP 4

HanmeHoBaHue Ha

CbaebeH cnyxuren




npodecunra:

Hueo no HKP:

Hueo no EKP:

4

PesynTtaTt oT y4yeHe
7.1:

I'Ipvu'lara €TUYHN npasusa 3a pa60Ta C rpaxxgaHu n Crnyxxmtesun

3HaHuAa

* MNo3HaBa npodecroHanHUTe LEHHOCTU U €TUYHUTE HOPMU B
npodgecroHanHata JeENHOCT

* [No3HaBa NPOTOKOJ1a 3a O6LI.I,yBaHe

« PasnosHaBa nposiBuTe Ha NpodecuoHarneH cTpec

YmMeHusa

* Pa3snosHaea cutyauum, B KOUTO MoraTt Aa Bb3HUKHAT €TUYHU
AWNEMU, U NPU HEOOXOAMMOCT TbPCU CbAENCTBUE OT NPEKMS CU
pbKoBOAMTEN

« Cnasea KoHMAeHLUManHocT B npolieca Ha paboTa

* MposiBABa CaMOKOHTPON 3a OBMNagsiBaHe Ha CBOUTE HACTPOEHMUS
MPY KOMYHUKaLUUS C rpaXKaaHn U Cry>Xutenm

* Mpunara pasnuyHn Nogxoam 3a NpeBeHUmst Ha
npodecrnoHasnHnga cTpec

KomneTeHTHOCTHN

» Ocb3HaBa 1 cnassa NpodecMoHanHnTe LEHHOCTN U eTUYHUTE
HOpPMU B NpodecnoHanHaTa AeiHocT

* CnasBa KOHd)I/I,D,eHU,I/IaJ'IHOCT, npodassaBa ANCKPETHOCT U ce
OTHac4d C yBaXXeHhne B KOMYHUKaUunATa C rpaxXgaHn n Cny>xXxnTtesnmn

Pe3ynTat oT yyeHe
7.2

lMposiBsABa roTOBHOCT 3a HaAarpaxgaHe Ha npodecmoHanHaTa cu
KOMNETEHTHOCT

3HaHusAa

* [No3HaBa Bb3MOXHOCTUTE 3a NPOGECUOHANHO pa3BUTUeE
* [No3HaBa 1 onucea 3HayYeHeTo Ha paboTaTta B ekun
* ObscHaABa ocHOBHUTE hbakTopu 3a ehekTnBHa paboTa B ekun

* ima no3HaHus 3a CI'IeLl,l/I(bVI‘-IHI/ITe Ha4ynMHM Ha noBegeHne B
eKkumna

» 3Hae TEXHMKM 3a pelaBaHe Ha KOH(*)J'II/IKTI/I B eKuna

YmMeHusa

° ﬂ,eMOHCTpVIpa afeKBaTHO noBeageHme B ekumna

* Mpunara TexHWKN 3a pellaBaHe Ha KOHMIUKTM U B3eMaHe Ha
pelleHns

KomneTeHTHOCTH

» Pabotn eheKkTnBHO B ekun

* MposiBsABa roTOBHOCT 1 MOTMBALMS 3a HaArpaxaaHe Ha




I'IpOCbeCI/IOHaJ'IHVITe CW 3HaHUA, YMEHUA N KOMNETEHTHOCTU

PesynTaT oT yuyeHe
7.3:

CnasBa HopmaTuBHaTa ypenba 3a npefoTBpaTsiBaHe Ha
KOHMIMKT HA MHTEPECU U MPEBEHUMS Ha KOPYMNUMOHHMS PUCK

3HaHusAa

* [NNo3HaBa OCHOBHWUTE HOPMATMBHM aKTOBE, pPerynmpaLim
npeaoTBpaTsBaHETO U YCTaHOBABAHETO HA KOH(MKTA Ha
NHTEpecu

* Mo3HaBa cbBpeMeHHNTE hopMn, METOAN N criocobu 3a
NpeBeHUUns Ha Kopynumuata

+ 3anosHaT e ¢ MHCTUTYLMOHanNHaTa opraHusaums 3a 6opbata ¢
kopynumsaTa

YmMeHusa

» PaboTn ¢ OCHOBHUTE HOPMaTUBHW aKTOBE, PerynmpaLim
NnpenoTBpaTsABaHETO N YCTaHOBABAHETO HA KOH(NMKTA Ha
NHTEpecu

» PasrpaHnyaBa nHctutyummrte 3a 6opba c kopynumsarta

KomneTeHTHOCTHN

* B cBOsiTa geMHOCT pa3sno3HaBa KOPYNUUOHHUTE PUCKOBE, KaTo
cbbnogaBa HopMmaTMBHaTa ypeaba 3a npefoTeBpaTsaABaHe Ha
KOHPITUKT HA UHTEPECU U NPEBEHLIMS HA KOPYNLMOHHUST PUCK

CpencrtBa 3a
OoLeHsIBaHe:

Cpeacteo 1:
» PelnaBaHe Ha Tect/NMMCMeEH N3NUT
CpenctBo 2:

» PelwiaBaHe Ha kasyc

YcnoBusa 3a
npoBexaaHe Ha
OLleHAAIBAHeTo:

3a cpeactBa 1 un 2:

* YyebeH kabuHeT

Kputepumu 3a
oLeHsIBaHe:

3a cpeactso 1:

* Bnagee oCHOBHM TEOPETUYHN 3HAHUS 3a CbLUHOCTTA Ha:
- NpodhecrmoHanHaTa eTuka

- BUAOBETE CTPEC U TEXHMKM 3a CripaBsiHe C TaX

- nogxoaunte npu pabortarta B ekun

- TEXHUKUTE MpU peLLaBaHe Ha KOHMMNKT

- NpenoTBpaTaABaHe Ha KOHAIMKT Ha NHTEPECH

- NpeBEeHUNA Ha KOPYNUNOHHNUA PUCK




3a cpefcTso 2:

* PewwaBa TO4HO 1 BAPHO 3afafeH Kasyc No npeasapuTeriHo
nedHnpaHn napameTpu

EPY no cneumncpmyHa npocecnoHanHa noarotoBka 3a cneuuanHoct "CbaebHa
agMUHUCTpaUMA" - TpeTa cTeneH Ha npodecuoHanHa ksanudpukaumus

EPY 8

HanmeHoBaHue Ha
OcHoBu Ha cbaebHMs npouec

eguHuLUaTa:

Hueo no HKP

Hueo no EKP

HanmeHoBaHue Ha

) CboebeH cnyxuten

npodecunra:

Hueo no HKP:

HuBo no EKP:

PesynTtaT oT yueHe

81 [MpuTexxaBa OCHOBHM NO3HaHMSA NO obLLa Teopus Ha NPaBoTO
* [Mo3HaBa cucTemara, N3TOHHMUNTE N cyBeKTUTe Ha NpaBoTo
* [losHaBa hopmMUTE Ha ObpXKaBHO ynpaBreHne N bpXXaBHO
YCTPOMWCTBO

3HaHus * [lo3HaBa cucTemaTa Ha ObpXXaBHUTE OpraHu
» 3Hae ocHOBHUTE npaBsa, cBO6OAM U 3a0bIMKEHNSA HA rpaXKaaHUTe
» 3anos3HaT e ¢ BMAOBETE OpraHn U MHCTUTYLMM Ha EBponenckums
Cbl03
* A3nonsBa ropngn4eckn TepMnHU
* PasrpaquaBa oTAesIHUTEe KINOoHOBE Ha npaBoTO
» Onpepgensa nepapxusita Ha HOPMaTUBHUTE aKTOBE

YmMeHus
* PasrpaHnyaBa oT4enHUTE BUOOBE HOPUONYECKN akToBE
» Pasbupa cboTHOLEHNETO MEXAY NpaBOTO Ha EBponenckus
CbHO3 U HAUMOHAJTHOTO NnpaBo
» Pabotn ¢ npaBHO-MHPOPMALMOHHM CUCTEMM
» ObpaboTBa genaTa, NPEnUCKUTE N JOKYMEHTUTE C
HeO6XO,EI,VIMI/ITe npaBHU NO3HaAHUA

KomneTteHTHOCTHM
» Pabotu KOPEeKTHO CbC cneunann3npaHn TeKCToBe CbriacCHoO




akTyaliHuTe rpamaTtun4eckun npasuna

PesynTtaTt oT yyeHe
8.2

Nopgnomara ocblyecTBABAaHETO Ha cbaebHaTa JenHOCT B
rpakgaHckus npouec

3HaHusa

* No3HaBa OCHOBHUTE HOPMAaTUBHM aKTOBE B obnacTTa Ha
rpakaaHckust npouec, NPUHLUMNNTE Ha rpaXaaHcKus npoLec,
BMOOBETE rpaxaaHCKu Aena u BuaoBeTe AOKYMEHTU

* Mo3HaBa cucTemaTta Ha obLWKUTe CbaunuLLa 1 BUaoBeTe
Npou3BOACTBaA

* [Mo3HaBa BMOoOBETE rpakaaHCKy NPaBOOTHOLLEHUS, BUOAOBETE
npaBHN CybekTH

 Pa3nosHaBa Bb3MOXHWUTE NpoLecyanHy kadyecTsa n obema Ha
npeacTaBuTenHaTa Bnact

* NMo3HaBa topuanyeckaTa CbLUHOCT Ha M3gaBaHUTe OT CbAaa
aKTOBE W JOKYMEHTU

YmMeHusa

* Pabotn c HopmaTuBHM akToBE B 06r1acTTa Ha rpaXxaaHcKus
npouec

» Pa3bupa ocHOBHMTE npaBHM OUIypu U MHCTUTYTU Ha
rpaXkgaHckus npouec

» PasrpaHmnyaBa BngoBeTe NpoM3BOACTBA B rpaXkgaHCKusi npouec
» Pa3bupa npaBH1TE Nnocneauum OT N3BbPLUEHUTE AENCTBUS
* Pabotun ¢ nybnuyHmn permuctpm

* [1paBu cnpaBku

KomneTeHTHOCTH

» ObpaboTBa rpaxxgaHckuTe gena ¢ HeobxoanMMUTE NpaBHU
No3HaHUsA

» Cnegu 3a gencrBmdaTa Ha CNny>XnuTtenute BbB BPpb3Ka C XoA4a,
OBWXEHNETO N NPUKIOYBaAHETO Ha rpaxXgaHCKUTe aena

° npe}J,OCTaBFI TOYHO N KOPEKTHO CbOTBETHUTE AAaHHN OTHOCHO
rpaxgaHCckute gena

Pe3ynTat oT yueHe
8.3:

Moaonomara ocblecTBABaHETO Ha cbaebHaTa 4ENHOCT B
HaKa3aTeJiH1A npouec

3HaHus

* [lo3HaBa OCHOBHUTE HOPMaTUBHU aKTOBE B obnactTta Ha
HaKa3aTesrHun4a npouec, OCHOBHUTE NPUHUUMN Ha HaKa3aTeJtHUA
npouec, ydaCtHMUMUTe B Haka3aTesniHnA npouec n TexHute

YHKUMM




* [Mo3HaBa cuctemarta Ha obwmTe cbamnuLLa u NPoKypaTypu
* Mo3HaBa oTaenHUTE pas3un 1 cTagum Ha HakasaTenHus npouec

* [No3HaBa ropunanyeckaTta CbLLHOCT Ha U3gaBaHUTE OT CbAda
adKTOBE N JOKYMEHTU

YmMeHusa

* Pabotn c HopmaTuBHM akTOoBE B 06nacTTa Ha HakasaTenHus
npouec

» Pasbupa ocHOBHUTE npaBHM OUrypU U MHCTUTYTU Ha
HakasaTesiHMs npouec

* Pa3bupa npaBH1TE Nnocneaguum oT N3BbPLUEHNTE AENCTBUS U
NOCTaHOBEHUTE akToBe B CbaebHOTO U JoCbAebHOTO
Nnpon3BoaCTBO

» Pasbupa BngoBeTe npom3BoacTBa

* Pabotun ¢ nybnuyHmn permctpm

* [1paBu cnpaBku

KomneTeHTHOCTH

» ObpaboTBa genaTa, NPENUCKUTE N JOKYMEHTUTE C
HeobxooMMnUTE NpaBHN NO3HAHMUS

» Cnegu 3a genctBmdaTa Ha CNny>Xnutenute BbB BPpb3Ka C XoA4a,
OBWXEHNETO U NPUKI4YBaHETO Ha HaKa3aTeliHUTe gena

* I'Ipe,u,oc:TaBﬂ TOYHO U KOPEKTHO CbOoTBETHUTE AAHHM OTHOCHO
HaKa3aTeJriHnTe aelia

Pe3ynTtaTt OoT y4yeHe
8.4.

Nopgnomara ocblLUecTBABAHETO Ha cbaebHaTa JenHOCT B
aAMWHUCTPaTUBHUS NpoLec

3HaHusAa

* [NNo3HaBa OCHOBHWTE HOPMaTMBHM akToBe B 06racTTa Ha
agMUHUCTPATUBHUSA NPOLIEC, MPUHLMNUTE Ha aaMUHUCTPATUBHMUS
npouec, y4acTHMLUmUTE, cybeKkTuTe 1 cTpaHuTe B npoueca

* [lo3HaBa cucremarta Ha OopraHuTe Ha n3nbiiHUTENHAaTa BNacT n
cncremMarta Ha agMUHUCTpaTUBHUTE CbaAUITNLLA

* [lo3HaBa CbLUHOCTTa Ha OTAENHUTE npon3BoacTBa npen
AAMUHUCTPATUBHUTE OpPraHun, CbLHOCTTAa U BUOoBeETE
aOdMWHUCTPAaTUBHU aKTOBE

* [To3HaBa cbLHOCTTA U BUOOBETE CbAEOHM aKTOBE B
aAMUHUCTPATUBHUA NPOLEC

» 3ano3HaT e ¢ NnpaBHUTE Nocneanum oT U3BbPLUEHUTE
CbA0NPON3BOLACTBEHN OENCTBUS




YmMeHusa

* Pabotn c HopmaTuBHM akToBE B 0BracTTa Ha
aAMWHNCTPaTUBHMS NpoLec

» Pa3bupa ocHOBHUTE npaBHM OUrypU U MHCTUTYTU Ha
afMUHUCTPaTUBHUA nNpoLec

* Pa3bupa npaBHMTE nocneauum oT U3BbpLUEHUTE
CbAONPOV3BOACTBEHUN AENCTBUS

» Pasbupa BnagoBseTe nponssoacTea
» PaboTu ¢ nybnmnyHun pernctpu

* [1paBu cnpaBku

KomneTeHTHOCTHN

» ObpaboTBa genaTa, NPenUCcKUTE N JOKYMEHTUTE C
HeobxoQMMnUTe NpaBHU NO3HAHMS

» Cneau 3a gencTBusTa Ha CNyXUTenuTe BbB Bpb3ka C X0A4a,
[ABWXEHNETO U NPUKITIOYBAHETO Ha aAMUHUCTPATMBHUTE Aena

* I'Ipe,u,oc:TaBﬂ TOYHO U KOPEKTHO CbOTBETHUTE AAHHM OTHOCHO
AOAMUHUCTPATUBHUTE Oeia

PesynTtaTt oT y4yeHe
8.5:

MpuTexaBa No3HaHMs 3a AenHocTTa Ha Buclums cbaebeH cbBeT,
MHcnekTopaTa kbM Bucwims cbaebeH cbeeT n HaumoHanHma
WHCTUTYT Ha NPaBOCbLANETO

3HaHusAa

* [Mo3HaBa OCHOBHMTE HOPMATMBHU aKTOBE, pernameHTmpaLLm
AenHocTTa Ha Bucwmnsa cbaebeH cbBeT, MHcnekTopaTta KbM
Bucwms cbaebeH cbBeT n HaumoHanHnsa MHCTUTYT Ha
npaBoCbAMETO

* No3HaBa opraHusauMoHHaTa CTpyKTypa Ha Bucwusa cvaebeH
cbBeT, MHcnekTopaTta kbM Buclums cbaebeH cbBeT n
HaunoHanHust HCTUTYT Ha NPaBOCHAMNETO

» 3Hae obnacTuTe Ha B3aMMOLENCTBME Ha OpraHMTe Ha cbaebHa
BnacT 1 Bucwna cbaebeH cbBeT, MIHcnekTopaTa kbM Bucwius
cbaebeH cbBeT M HaumoHanHms MHCTUTYT Ha NPaBOCbANETO

YmeHus

» Pabotn ¢ 0OCHOBHUTE HOPMAaTUBHW aKTOBE, pernaMmeHTupaLLm
AenHocTTa Ha Bucwins cbaebeH cbBeT, MIHCnekTopaTta KbM
Bucwms cbaoebeH cbBeT n HaumoHanHnsa MHCTUTYT Ha
NpaBoOCbANETO

KomneTeHTHOCTHN

» CvbniogaBa B 4eMHOCTTA CM OpraHM3auuoHHaTa CTpyKTypa Ha
Bucwus cbaebeH cbBeT, MHcnekTopaTa kbM Buclums cbaebeH
cbBeT 1 HaumoHanHust MHCTUTYT Ha NpaBoOCbANETO

* [Npunara npaBunarta 3a B3auMo4enCcTBME Ha OpraHnTe Ha
cbaebHa Bnact n Buclwmna cbaeben cobBeT, VIHcnekTopaTta KbM




BCC n HaumoHanHna MHCTUTYT Ha NpaBoOCbANETO

Pe3ynTat oT yueHe
8.6:

Mpunara npaesunarta 3a paboTta Ha cbaebHaTa agMUHUCTpaund B
ernekTpoHHa cpefa

3HaHusa

* MNo3HaBa o6LUMTe NpaBuna 3a opraHnsauusaTa, peaa 3a BoaeHe,
CbXpaHsiBaHe M AOCTbMN A0 eNeKTPOHHUTE Aena B cbaebHaTa
agMuUHUCTpaLUns

* MiIMma no3HaHns 3a Ha4YMHa Ha CbXpaHsaABaHE Ha eJIEKTPOHHUTE
JOKa3aTesiCTBa U A0oKa3aTesiICTBEHN CpeacTBa

» 3anos3Har e ¢ npaBunarta 3a BbTpeLLHMs 060pOT U
CbXpaHABaHETO Ha MHGOPMaLMs B eNeKTpoHHa hopma,
obpaboTBaHa OT opraHuTe Ha cbaebHaTa Bnact

YmMeHusa

« Mpunara npaeunaTta 3a opraHvM3auuaTa, peaa 3a BoAeHe,
CbXpaHsiBaHe W JOCTbMN A0 eNeKTPoOHHUTE Aena

* CnasBa npaBunara 3a CbXpaHsaABaHE Ha €JIEKTPOHHUTE
JOKa3aTesiCTBa U A0Ka3aTesiICTBEHU CpeacTBa

* [Mpunara npaBunarta 3a BbTPELUHNSI 060POT U CbXpPaHABAHETO
Ha MHdoOpMauusa B eniekTpoHHa copma, obpaboTBaHa oT
opraHuTe Ha cbaebHaTa BnacT

KomneTeHTHOCTHN

» ObpaboTBa enekTpoHHMUTE Aena, NPENNCKN U JOKYMEHTMU C
HeobxooMMnUTe NpaBHN NO3HAHMUS

* MNpepocTaBs TOYHO U KOPEKTHO CbOTBETHUTE AaHHM OTHOCHO
06paboTBaHNTE ENEKTPOHHW Aena, NPenuckn 1 4OKYMEHTU

CpeacrtBa 3a
OoLeHsIBaHe:

Cpeacteo 1:
* [TucmeH nsnut/Tect
CpeactBo 2:

» Kasyc no 3agafeH cueHapuii

YcnoBusa 3a
npoBexaaHe Ha
OLleHAAIBAHeTo:

3a cpeactBa 1 un 2:

* YyebeH kabuHeT

Kputepum 3a
oLeHsiBaHe:

3a cpeacteo 1:

» Bnagee oCHOBHUTE TEOPETUYHUN 3HAHUS, CBbP3aHU CbC:
- YCTPOWCTBO Ha AbpxaBaTta
- MPMHLUMIN Ha pa3aeneHne Ha BnactuTe

- cbaebeH npouec (rpaXxaaHcKy, HakasaTeneH,




aAMUHUCTPaTUBEH)

- OCHOBHUTE HOPMaTUBHM aKTOBe, pernameHTMpawm gemHocTTa
Ha Buclwmsa cbaebeH cbBeT, VIHcnekTopaTa kbM Buciuns
cbaebeH cbBeT U HaumoHanHns MHCTUTYT Ha NPaBoOCbHAMETO

3a cpefcTso 2:

* BspHO, TOYHO 1 MOTUBMPAHO onpefensa JencTeusaTa 3a
paspeluaBaHe Ha Npobnem B 3agafeHus Kasyc/cueHapum

EPY 9

HanmeHoBaHue Ha
eouHuua:

PeFVICTpVIpaHe Ha OOKYMEHTU 1 Oera B OpraHnuTe Ha cbaebHa Bnact

HuBo no HKP

Hueo no EKP

HanmeHoBaHue Ha
npodecunra:

CbpoebeH cnyxuren

Hueo no HKP:

Hueo no EKP:

Pe3ynTaTt oT yueHe
9.1:

Peructpupa gokymeHTV 1 gena

3HaHuAa

* [lo3HaBa OCHOBHWTE HOPMAaTMBHW aKTOBE, CBbP3aHu C
AOKyMeHToobopoTa

* Mo3HaBa npaBunaTa 3a 3alimTa Ha JIMYHUTE AaHHN

* MNo3HaBa ETn4HUA Kogekc Ha cbaebHnTe cnyxmutenm
* [Mo3HaBa pekBU3NTUTE HA NOCTLMNUANTE LOKYMEHTU
» 3Hae NbnHaTa PYHKUMOHANHOCT Ha codTyepa

» 3anosHar e ¢ npaBunarta 3a A4ocTbn Ao oblecTBeHa
MHdopMaLums

» 3Hae npaBunaTa 3a paboTta c BeWeCcTBEHN JoKa3aTencTea

YmMeHusa

» PaboTn ¢ HopMaTMBHM aKTOBE 3a JOKYMEHTOobopoTa
» Pabotun cbe cneumanunsnpan coptyep
* Hanacs gaHHM B CbOTBETHUTE PErUCTPU U KHUTK

- Cnassa npasunara 3a AoCTbN A0 o6LecTBeHa nHdopMaLus




» Cnasea nNpuHUMNa Ha KOHpUOEHUMaNHOCT

° I'Ipvmara npasuiiaTta 3a pa60Ta C BelleCTBEHN OOKa3aTesiCTBa

* Pernctpupa noctbnunm AOKYMEHTU U Aena ¢ Heobxoamnmara

TOYHOCT, KaTo crna3Ba YTBbpAeHUTe NpaBuna 3a
OKYMEeHTOoobopoT

KomneTeHTHOCTU AokY P

* Y4yTnBO 06LLyBa 1 06CnyxBa rpaxaaHu, kato cnassa ETuyHus

KOAEKC Ha CbAebHUTE CryXuTenm

Pe3ynTat oT yueHe

9.2: HacouBa gokymeHTaums

* [Mlo3HaBa OCHOBHUTE HOPMATUBHM aKTOBE, CBbP3aHN C
AOKyMeHToobopoTa

* [Mo3HaBa BMOoBeTe AOKYMEHTU U Aena
3HaHuAa
* [Mo3HaBa pa3nuuHUTE BUOOBE PErNCTPU

» 3anosHart e cbe cneumcukaTa Ha paboTtaTa Ha opraHmUTe Ha
cbaebHaTa BnacTt

* [pynara OCHOBHMTE HOPMAaTMBHM aKTOBE, CBbP3aHu C
AOKyMeHToobopoTa

YmMeHusa
» HacouBa BngoBeTe AOKYMEHTU N aena

« PaboTu ¢ pasnnuyHuTe BUOOBE PErucTpu

» 3aBexga 1 Haco4Ba TOYHO U KOPEKTHO AOKYMEeHTauundTa, Kato

KomneTeHTHOCTM
crnasBa HOpPMaTMBHUTE aKTOBE, CBbP3aHu C JOKYyMeHToobopoTa

Pe3ynTat oT yyeHe

93 MN3roTBsi cnpaBky 1 yoOCTOBEPEHUS

* [lo3HaBa OCHOBHUTE npaBuna Ha genoBata KopecnoHaeHuunA
» 3Hae PEKBU3INTUTE 3a CbCTaBAHE Ha HeobxoanmmnTe OOKYMEHTU

» 3anosHat e ¢ NbnHUTE (PYHKLMOHAMHOCTM Ha cneunannuanpaHns
3HaHunA cocptyep

* [Mo3HaBa rpamaTUYHMUTE M NYHKTyaUWOHHUTE NpaBuna B
6bnrapckus esuk

* [lo3HaBa npasunara 3a 3aljuta Ha JIMYHUTE OaHHUN

* [punara npaBunarta Ha genoBaTta KOpecnoHAeHUMs npu

N3roTBAHE Ha pasnunyHu BUAOBE CNPaBKM U YyOOCTOBEPEHUS
YMeHunn
» Pabotun cbe cneymanusnpaH coptyep




» Cnasea npuHUMNa Ha KOHpngeHUManHocT

KomneTteHTHOCTM

* CbCcTaBda TOYHO U npeuns3Ho cnpaBKku, yooCTtoBepeEHNA U Apyrn
OOKYMEHTU, KaTo nonbiiBa BCUYKA HeobxoanmMm PEKBU3INTHU

* KOMyHUMKMpa BEXIMBO U YYTUBO C rpaXkgaHu ¢ BHUMaHe U
OTFOBOPHOCT KbM AeTannure

PesynTtaTt oT y4yeHe
9.4.

Boau pasHocHa kHura

* [No3HaBa Pa3HOCHUTE KHUTU N TEXHUTE PEKBUIUTA

* [NNo3HaBa HOpPMaTUBHNTE aKTOBE, CBBbP3aHN C

3HaHuA AOKyMeHToobopoTa

* Mo3HaBa cTpykTypaTa Ha opraHa Ha cbaebHaTa BfacT, B KOUTO

paboTu

* MonbneBa HeobxoaumaTa MHoOpPMaLUUsa B Pa3HOCHUTE KHUMN
YMeHus

» Onpeaensa npaBuUHOTO HanpaBneHue Ha genarta u

OOKYMEHTUTE

* TOYHO 1 Npeum3HO BbBEXOA AAaHHUTE B pa3HOCHaTa KHUra

» PasHaca genata n JOKyMeHTUTe ¢ Heobxoaumarta 6bpanHa 1
KomneTeHTHOCTHU

CPBYHOCT

® KOMyHI/IKI/Ipa Yy4YTUBO C MarnctpartuTte

Pe3ynTat oT yyeHe
9.5:

PaboTtun ¢ TexHnyecko odpuc obopyasaHe

3HaHuAa

* Mo3HaBa cneundumkata Ha opuc obopyaBaHeTo, KOETO Non3sa

+ 3Hae npasBunaTa npu Non3eaHe Ha KOMMKTbLP W Apyra oduc
TEXHUKA

YmMeHusa

* Mpunara n3nckBaHusATa 3a U3nona3BaHe, NoaabpXKaHe 1
onasBaHe Ha onC TeEXHUKaTa

* [Mpunara ocHoBHUTE NpaBwuna 3a paboTta ¢ KOMMTHLP U
N3non3BaHe Ha NPOrpamMHN NPOAYKTN 3a TEKCTOOOpaboTka,
€NEeKTPOHHN Tabnuumn n 6asa gaHHKU

* Ianonaea no npegHasHa4yeHne omc obopyaBaHeTo - TenedoH,
dakc, CKEHEP U KOMMIOTBLP

KomneTeHTHOCTHN

* Mlanon3Ba epeKkTNBHO 0pUC TEXHUKaTA

° I'Io,u,,u,bpx(a B n3NpaBHOCT N HOCKU OTFrOBOPHOCT 3a NnoBepeHaTa
TEXHUKA

Pe3ynTat oT y4yeHe
9.6:

EKcne,u,Mpa n3xogdlla KopecrnoHaeHuna v gena




3HaHusa

* [Mo3HaBa OCHOBHMUTE HOPMATMBHU aKTOBE, CBbP3aHu C
AOKyMeHToobopoTa

* Mo3HaBa npaBunaTa 3a 3alimMTa Ha JIMYHUTE AaHHN
* [Mo3HaBa pekBU3NTUTE HA U3XOOALINTE AOKYMEHTU
» 3Hae NbnHaTa PYHKUMOHANHOCT Ha codTyepa

» 3anosHaT e ¢ npaBunarta 3a JoCcTbn 40 obuecTBeHa
NHdopMaLms

» 3Hae npaBunaTa 3a paboTta C BelWeCTBEHN JoKa3aTencTea

YmMeHusa

« Mpunara akToBeTe, CBbP3aHu C AOKYMeHTooGopoTa

 Onpepnens NpaBUITHOTO HanpaBrieHne Ha JOKYMEHTUTE U
genarta

* MpaBunHo ekcnegupa genarta u JOKyMeHTUTe cbobpasHo
agpecatuTe

* Pabotun cbe cneumanunsnpaH codptyep

* HaHacsa npaBunHUTE gaHHU 1 MHopMaunsi B CbOTBETHUTE
PErMCTPU 1 KHUIM

KomneTeHTHOCTH

* N3Bexxga v ekcnegmpa 4OKYMEHTU 1 gena ¢ Heobxogmmara
TOYHOCT, KaTo crnasBa YTBbpAeHUTe npaBuna 3a
AOKYyMEHTOO060pOoT

* YYTUBO N KOMMNETEHTHO KOMYHMKMPA C BbHLUHU rpMU 1
KyPUEPCKM Crnyxou

CpepctBa 3a
OLeHsIBaHe:

Cpeacteo 1:

* M3nbnHeHne Ha 3agava, cBbp3aHa C HaMMpaHeTo Ha
MHopMaLus B crieymanusmpaH cogpryep

CpeactBo 2:

* MlanbnHeHWe Ha 3agaya, CBbp3aHa C U3roTBAHE Ha CrnpaBKU Mo

npeaBapuTenHo 3agafeHu AaHHM

CpeactBo 3:

* I3nbfiHEHME Ha 3agadva, CBbp3aHa C BbBexaaHe U n3sexaaHe

Ha JOKYMEHTU IO npegBapuTesiHo 3agaHne

YcnoBusa 3a
npoBexpaaHe Ha

3acpeactea 1, 2 1 3:




OLeHsABaHEeTO.

* YyebeH/KomnioTbpeH kKabuHeT unu peanHa paboTHa cpena
* [NepcoHaneH KOMNITLP UK nanTon

* [loctbn oo MHTEPHET

Kputepum 3a

3acpeactea l, 2 m 3.

* [locTaBeHMTe 3aga4vn ca U3NbIHEHN CAMOCTOATESTHO U B
paMKuTe Ha npeaBaputesriHo 3agageHoTo 3a ToOBa BpeMe

oLleHsIBaHe:
* [leMoHCTpMpaHu ca NpodeCUOoHaIHN 3HaHWUS, YMEHUS U
KOMMNEeTEHTHOCTU, CBbP3aHu C U3MNON3BaHETO Ha crieumannsmpaH
copTyep 3a perMctTpupaHe Ha JOKYMEHTU 1 aena
EPY 10

HanmeHoBaHue Ha
eguHuuara:

[enoBoacTtso B opraHuTe Ha cbaebHaTa BnacT

HuBo no HKP

Hueo no EKP

4

HanmeHoBaHue Ha
npocecusTa:

CboebeH cnyxuten

Hueo no HKP:

4

Hueo no EKP:

Pe3ynTaTt oT yyeHe
10.1:

Mprema 1 ob6paboTBa JOKYMEHTU U Aena

3HaHus

* [Mo3HaBa OCHOBHUTE HOPMATUBHM aKTOBE, CBbP3aHK C
AOKyMeHToobopoTa

* Mo3HaBa npaBunaTa 3a 3almTa Ha JIMYHUTE OaHHN
* [Mo3HaBa pekBU3NTUTE HA NOCTLMNUANTE LOKYMEHTU
» 3Hae NbnHaTa PYHKUMOHANHOCT Ha codTyepa

» 3anosHar e ¢ npaBunarta 3a A4ocTbn Ao obllecTBeHa
MHdopMaLums

» 3Hae npaBunaTa 3a paboTta c BelwecTBEHN goKa3aTencTea

* [Nlo3HaBa ETnyHma Kogekc Ha cbaebHuTe CITy>XUTesnun

YmMeHusa

« PaboTu c HopMaTMBHM aKTOBE 3a JOKYMeHToobopoTa

« PaboTu cbe cneuunanuavpaH copTyep




» Cnasea npaBunara 3a 4ocTbn 40 obuecTtBeHa nHdopmaums
» CnasBa npuvHUuna Ha KoHUAEHUNANHOCT
* Mpunara npaesmnarta 3a paboTa c BeleCcTBEHM AoKa3aTencrTea

* Mpunara ETMYHMS KOAEKC HA CbAebHUTE CryXuTtenm

KomneTteHTHOCTM

* Pernctpupa noctbnunm AOKYMEHTU U Aena ¢ Heobxoamnmara
TOYHOCT, KaTo cnasBa yTBbpAeHNTE NpaBuna 3a
AOKYMeHToo60opoT

* YytnBo ob6LyBa 1 06cnyxBa rpakaaHu

PesynTtaTt oT y4yeHe
10.2:

O6pasyBa HOBM Aena v NPenunucku

3HaHus

* [losHaBa BnagoBeTe OOKYMEHTU N aena

* [No3HaBa OCHOBHWTE HOPMaTMBHM aKTOBE, CBbP3aHU C
OKOMMJIeKTYBaHETO Ha obpa3yBaHuTe aena

« MosHaBa npaBunara 3a pa6oTta Ha cbaebHaTa agMUHUCTpaLUS

» 3anosHart e cbe cneumcukaTa Ha paboTtaTa Ha opraHmUTe Ha
cbaebHaTa BnacTt

YmMeHusa

* [Mpnnara oCHOBHMUTE HOPMAaTMBHUN aKTOBE, CBbp3aHu C
obpasyBaHeTo Ha npousBoacTeaTa (CbaebHo u gocbaebHO)

« Moapexaa B nanka nocTbNUIUTe OOKYMEHTU, 06pasyBaHu B
nena

* HaHacsa o3HaveHusiTa Ha KopuuuTe Ha genara un npennucknte
° I'Ionpem,u,a o6pasyBaH|/|Te Jena B enosoacrtBoTo

» Pabotun c pa3nn4yHnTe BnMgoBe KHUTKU N PETUCTPU

KomneTeHTHOCTH

* MNogpexaa NocTbLNMNNTE AOKYMEHTU U Aena, 03Ha4yaBa
obpa3syBaHUTe Aena TOYHO U KOPEKTHO B CbOTBETCTBUE C
HOPMAaTMBHUTE aKTOBE

Pe3ynTat oT y4yeHe
10.3:

Boau nenoBogHUTE KHUMM U pPerncTpu

3HaHus

* [lo3HaBa OeNOBOAHUTE KHUTU U PeErncTpm n TeXHNTEe PEKBU3INTHU

* Mo3HaBa HOpMaTMBHUTE aKTOBE, CBbP3aHN C ABMXKEHNETO Ha
aenata/npenuckute

* [lo3HaBa CTPYKTypaTa Ha cbaebHaTa Bnact




* [Mo3HaBa cTpykTypaTa Ha opraHa Ha cbaebHaTa BnacT, B KOMTO
paboTun

* [NonbnBa cboOTBETHATA I/IHCbOpMaLI,VIFI B AenoBoaHNTE KHUTU N

YmMeHusa

perncTpu

* KOMyHUMKMpa y4TUBO C MarncTpaTuTte n cbaebHUTe CRyXutenm
KomneteHTHOCTU |* TOYHO M NPELMN3HO BbBEXOA AAHHUTE B AENOBOAHUTE KHUMU U

pernctpu n obpaboTsa genata u JOKyMeHTUTe ¢ Heobxoanmara
Obp3rHa 1 CPBYHOCT

PesynTtaTt oT y4yeHe
10.4:

MN3roTBa Npm3oBkM 1 cbAebHM KHIXKA

3HaHuAa

* Mo3HaBa npouecyanHUTe 3aKoHU Ha HMBO, NO3BONSABALLO MY Aa
N3MbINHSABA CBOUTE 3a4b/MKEHMS N0 AMTbXHOCTHA XapakTepucTuka

» 3Hae PEKBUINTUTE HA NMPU3OBKUTE U cbaebHuUTe KHMXKa

* [No3HaBa OCHOBHWTE MpaBua 3a rpamaTtukaTa 1 NyHKTyaumsita B
Gbnrapckms esuk

* [No3HaBa npasunarta 3a 3aluTta Ha JIM4YHUTE JaHHN

» 3Hae NbfHaTa PYHKUMOHANHOCT Ha codpTyepa

YmMeHusa

* I'Ipl/lnara npouecyanHuTe 3aKkoOHU B paMKNUTE Ha CBOATa
ONBbXHOCTHA XapaKTepucTuka

» Pabotun cbe cneumanunsnpan coptyep

* [NonbnBa BCMYKM HEOBXOONMM pPEKBU3NTU B JOKYMEHTUTE U
KHWXaTa

* I'Ipvmara npasunarta 3a 3alluta Ha JINYHNUTE OaHHU

» CnasBa rpamaTU4HMUTE M NYHKTyaUWOHHUTE NpaBuna B
Obnrapckuns esuk

KomneTeHTHOCTH

° npeLl,I/ISHO, KOPEeKTHO U BAPHO BIMnUCBa HeobxoaummuTe pPEeEKBU3INTHU
Ha NMPU30BKUTE U CbAebHNTE KHMXKA CbINacHo npouecyalnHuTte
3adKOHU U pasnopexgaHndata Ha CbOTBETHUA MarncTpar

PesynTtaTt OoT yyeHe
10.5:

Cnepu 3a npoLecyanHnuTe CPoOKOBe 3a U3MbIIHEHME U BNin3aHe B
cuna Ha cbaebHUTe akToBe

* [o3HaBa npouecyanHnTe 3akoHW, CBbp3aHu ¢ obpasyBaHUTe
aerna v npenucku

3HaHus

* [Mo3HaBa pas3nMyHUTE BUOOBE KHUTU U PETNCTPU

* Mpunara 0CHOBHUTE HOPMATUBHW aKTOBE, CBbP3aHU C
YmeHus AOKnaaBaHeTO Ha aenara/npennckute




* MNogpexaa nocTbNMNUTE 4OKYMEHTU No obpasyBaHUTe gena u
npenunckn

» Pasnos3HaBa npuopuTeTHNTE 3a AoKnaaBaHe HOBU OOKYMEHTU U
' npenoctaBd Mo KOMMNETEHTHOCT

« PaboTu cbe cneuunanuavpaH copTyep

» PaboTu ¢ pa3nuyHUTE BUOOBE KHUTW U PETUCTPU

KomneTteHTHOCTM

* KOMyHI/IKI/Ipa BEXIMBO U Y4TUBO C MarucrtpatuTe

* I'Iperne>|<,1:|,a N OKOMMIIEKTYBA KOPEKTHO NOCTbMUITNTE JOKYMEHTA
B CbOTBETCTBME C HOPMATUBHUTE aKTOBE

Pe3ynTat oT yueHe
10.6:

lMpepocTtaB4a crnpaBky No genara

3HaHusa

* No3HaBa obwaTta HopmaTuBHa ypeaba, cBbp3aHa
npeaocTaBsaHe Ha MHOPMaLUMs Ha rpaXkgaHuTe

* [Nlo3HaBa cneunanunanpaHuna copTyep

* [lo3HaBa npasunara 3a 3aluta Ha JINMHHUTE OaHHU

YmMeHusa

* Mpunara nsnckBaHWaTa Ha nNpoLecyanHuTe 3aKOHU B paMKuTe
Ha CBOsiTa ANTbXXHOCTHA XapakTepucTuka

* Pabotun ¢ nbniHaTta (oyHKUMOHANMHOCT Ha coTyepa
» Cnasea npuHuUMna Ha KOHpnaeHUManHoCT
* PaboTtun ¢ pasnnyHuTe BUOOBE KHUTMN U PETUCTPU

» CnasBa rpamaTU4HMUTE M NYHKTyaUWOHHUTE NpaBuna B
Obnrapckmns esuk

KomneTeHTHOCTH

« KOMyHUKMpa KOMNETEHTHO U YY4TUBO C rpaXkaaHu U ONTbXXHOCTHM
nuuya

* TOYHO 1 NPeLn3HO NPeaoCcTaBs CbOTBETHUTE AAHHM OTHOCHO
obcnyxBaHuTe gena, kaTo ce cbobpa3ssiBa C BbTpeLllHuTe
npasuna

Pe3ynTat oT yueHe
10.7:

MN3roTBsi cnpaBku 1 yoOCTOBEPEHUS

3HaHus

* [lo3HaBa OCHOBHUTE npasuia Ha genoBaTta KopecrnoHageHUnd

» 3Hae HeobGXxoaUMUTE PEKBU3NTI 3a CbCTABAHETO Ha
HeobXoaAMMNTE AOKYMEHTH

» 3ano3Har e C NbIIHUTE beHKLl,l/IOHaJ'IHOCTVI Ha cneynanninpaHna




codTyep 3a U3roTBSAAHE Ha CMpaBKW U YAOCTOBEPEHNS

YmMeHunsa

* CnasBa npasuiarta 3a 3alunTta Ha JIM4YHUTE AaHHU

* Mpunara npaBunaTta Ha AenoBaTta KOPeCNoHAEHLMS Npw
N3roTBsSIHE Ha pa3nuyHM BUAOBE CrpaBKu U YOOCTOBEPEHUS

» Pabotun cbe cneumanunanpaH coptyep
» CnasBa npuHUMna Ha KoHpuaeHunanHocT

» CnasBa rpamMaTtu4yHUTE M NyHKTyaLMOHHMTE NpaBuna B
OGbnrapckms esmk

KomneTeHTHOCTH

* KOMyHI/IKI/Ipa BEXIMMBO U YYTUBO C rpakgaHu ¢ BHUMaHune u
OTroBOPHOCT KbM aetannute

» CbCTaBsi TOMHO M NPELU3HO CrpaBKK1, YAOCTOBEPEHUSI U ApYIy
[OKYMEHTU, KaTO NOMbIBa BCUYKM HEOBXOANMUN PEKBUIUTY

PesynTtaTt oT y4yeHe
10.8:

OKOMI'IJ'IeKTyBa n3xoasLla KopecnoHaeHumnAa n aera

3HaHusa

* [Mo3HaBa OCHOBHUTE HOPMATUBHM aKTOBE, CBbP3aHN C
AOKyMeHToobopoTa

* [No3HaBa pekBU3NTUTE Ha U3XOOALNTE AOKYMEHTU
» 3Hae NbnHaTa PYHKUMOHANHOCT Ha codTyepa

» 3anosHar e ¢ npaBunarta 3a A4ocTbn Ao oblecTBeHa
MHdopMaLums

» 3Hae npaBunarta 3a pa60Ta C BelleCTBEeH OOKa3aTesiCTBa

YmMeHusa

* [Mpunara akToBeTe, CBbP3aHN C AOKYMeHToobopoTa
» Pabotun cbe cneumanunsnpaHn coptyep

« HaHacsa npaBunHUTE gaHHU 1 MHOpMaUUsl B CbOTBETHUTE
PErncTpu U KHUrm

» CnasBa npasuiiata 3a 3allinTta Ha JINYHUTE JaHHU

KomneTeHTHOCTHN

* ManbnHsBa pasnopexgaHvsaTa ¢ Heobxogmmara TOYHOCT, KaTo
crnasBa yTBbpAeHUTe npasBuna 3a A0KyMeHToo60poT

* KOMyHMKMpa y4TUBO C rpaxkgaHn ¢ BHAMaHME U OTFOBOPHOCT
KbM getannurte

Pe3ynTar oT y4yeHe
10.9:

M3npalua 3a MHCTaHUMOHEH KOHTPON 06KanBaHMUTE akTOBE

3HaHusAa

* [lo3HaBa npouecyanHntTe 3aKoOH Ha HMBO, NO3BONIABALLIO MYy Oa




n3nbliHABA CBOUTE 3aAbJDKEHUA MO ONMbXHOCTHA XapaKTEePUCTUKa
» 3Hae CpoKoBeTe 3a obkaneaHe Ha CbOTBETHUTE aKTOBE

» 3Hae npaBunaTa 3a 0bpaboTka U OKOMMIEKTOBKA Ha
obanBaHuTe aKToBe

* Mpunara npouecyanHuTe 3aKOHN B paMKUTE Ha CBOSITa
ANBXHOCTHA XapakTepucTuka

* Mpunara npaBunaTta 3a agMUHUCTPUPaHe Ha obxanBaHUTe
YmMeHusa aKToBe

* ObpaboTBa NOCTLNUANTE OOKYMEHTU

° I/I3nanJ,a 3a MHCTaHLUMOHEH KOHTPOIJ1 obxanBaHUTE aKToBE

* Mpernexaa 1 OKOMMNIEKTYBA TOYHO U KOPEKTHO MOCTbNUNnUTE
Xan6u B CbOTBETCTBME C HOPMaTUBHUTE aKTOBE
KomneTteHTHOCTH
» KOMyHUKMpa TonepaHTHO 1 ApYXerntoBHO ¢ rpaxaaHu u
OMBXHOCTHU Nnua

Cpeacteo 1.

* MlanbnHeHne Ha 3agava, CBbp3aHa C npuemaHe n obpaboTka Ha

Cpep,CTBa 1a OOKYMEHTU U aera

oLeHsIBaHe:
- CpenctBo 2:
* I3nbnHeHne Ha 3agava, CBbp3aHa C U3roTBSIHE Ha CrpaBKu U
yAOCTOBEPEHMS MO NPeaBAPUTENHO 3a4afeHN OaHHN
3a cpencrtea 1 n 2:
YcnoBus 3a * YyebeH/komMnoTbpeH kKabnHeT unu peanHa paboTHa cpeaa
npoBexaaHe Ha
OLleHAIBAHEeTO: * [MepcoHaneH KOMMTLP UK NanTon
* [locTbn OO MHTEpHET
3a cpencrtea 1 n 2.
* [MocTaBeHMTe 3a4aun ca U3NbIHEHN TOYHO 1 BAPHO crniopes
Kputepun 3a npegBapuTenHo aeduHNUpaHoOTO 3agaHne
oLeHsIBaHe:

« [leMoHCTpMpaHu ca NpodecnoHanHn 3HaHUs, YMeHUs 1
KOMMETEHTHOCTU 3a U3roTBSIHE Ha CMpaBKX U yOOCTOBEPEHUS
ypes 13nonseaHe Ha crneunanvanpaHa AenoBogHa nporpamMa

EPY 11




[enHoctn no NPOTOKOJIPAHE HAa OTKPUTHU cbAebHu 3aceaHus

Hueo no HKP 4
Hueo no EKP 4
HanmeHoBaHue Ha
) CbpoebeH cnyxuten
npocecusnTa:
Hueo no HKP: 4
Hueo no EKP: 4

PesynTtaTt oT y4yeHe
11.1:

MoparoTes genoTo 3a cbaebHo 3acenaHve

3HaHusA

« MNo3HaBa pena 3a NpoBeXaaHe Ha 3aceaaHus U pasrnexaaHe
Ha genarta

* [lo3HaBa BUOOBETE KHUTU U PErUCTpU

* [Mo3HaBa pekBM3NTUTE HA NOCTLMUANTE LOKYMEHTU
* [Mo3HaBa nbnHaTa PyHKUMOHANHOCT Ha codTyepa
* MNo3HaBa npaBunaTa 3a paboTta Ha BeluTe nuua

* [lo3HaBa npasunarta 3a pa60Ta C BELWEeCTBEHN OOKa3aTesICTBa

YmMeHusa

* Mogpexaa BpbYEHUTE NPU30OBKM MO AenaTa npean cbaebHo
3acefaHve

» Cnegu ABMXEHNETO Ha OTMOXEHUTEe aena

* N3roTes nucma, cbobLieHns 1 06aABMNeHNs B U3MbIHEHNE Ha
pasnopexaaHus 1 pe3onoLmm

* BbBexaa B enoBoHaTta cucteMa HeobxoaumaTa nHdopmaumns
» CbCTaBs cnUCbUNUTE Ha Nuuarta 3a npusoBaBaHe

* MI3BbpLuBa HeOBXoOMMUTE AENCTBUSA 32 OCUTYpsSIBAHE
HaNM4YMEeTOo Ha BeLeCTBEHNTE JOoKa3aTesncTea

KomneTeHTHOCTH

* Mpeumn3Ho 1 KopeKkTHO obpaboTBa cbAebHUTe gena CbrnacHo
npoLecyanHuTe 3aKOHU 1 pasnopexaaHusaTa

Pe3ynTat oT yyeHe
11.2:

MpoBepsBa peAoBHOCTTa Ha NPM30BaBaAHETO

3HaHus

* No3HaBa OCHOBHUTE HOPMAaTUBHM aKTOBE, CBbP3aHu C
AOKyMeHToobopoTa

* [lo3HaBa npouecyanHutTe 3akoOH OTHOCHO Npn3oBaBaHETO Ha
muarta

* [Mo3HaBa npaBunarta 3a M3roTBsiHE Ha NUCMa, CbobLLEeHMS,
0b6s1BNEHNE N NPU3OBKN




« [poBepsiBa BpbLLAHETO Ha NPU30BKUTE U APYIUTE KHIKA MO
[enoTo

» CbcTaBda cnucbumnTte 3a npu3oBaBaHe Mo OTJIOXEHUTE Aella

YmMeHusa
* M3rotBs cbobLLEHNSI HA CTpaHUTE 3a yKa3aHusTa Ha CbAa,
AaneHn B OTKPUTYM U 3aKpUTK cbaebHn 3aceganuns
* M3rotBs cnucbumuTe Ha nuuaTa 3a NnpM3oBaBaHe Mo
Hacpo4yeHuTe gena
CbaencTsa 3a ocurypsisaHe Ha pefoBHOTO NpM3oBaBaHe Ha
KomneteHTHOCTH

nuuata

PesynTtaTt oT y4yeHe
11.3:

CbcTaBs NpoToKoN Ha cbaebHuTe 3acegaHuns

3HaHus

- Mo3HaBa peaa 3a NpoBeXxaaHe Ha 3acedaHusa U pasrnexiaHe
Ha genarta

* [No3HaBa npasunarta 3a U3rotBAHe Ha npPoOTOKOI

* [No3HaBa rpamaTUYecKUTe N NYHKTyaLMOHHUTE NpaBunia B
OGbnrapckms esuk

YmMeHusa

» 3anucea 6bP30 ANKTYBaH TeKcT/cTeHorpadupa npum
HeobxoamMmMocCT

» CbCTaBsa NpOTOKONUTE OT CbaebHMTE 3acedaHns
» ObsBsaBa cbaebHUTE NPOTOKOMNN

» CnasBa rpamaTU4ecKkUTe 1 NYHKTyauMOHHUTE NpaBuna B
Obnrapckmnsa eaunk

KomneTeHTHOCTM

* TOYHO U BAPHO NPOTOKONMpPa CbaebHUTEe 3acenaHns B CPOK U
CbrNacHO akTyanHuTe rpamaTU4eckn npasuna

Pe3ynTtaTt oT y4yeHe
11.4:

WN3roTes nucma, cbaebHy yoocToBEpPEHUS, U3MbIHUTENTHU
NMCTOBE M JOKYMEHTU 3a U3NnallaHe Ha Bb3HarpaXKaeHus u
pa3HOCKU

* [lo3HaBa npasunarta 3a n3roTteAHe Ha nnMcma u CcbaebHn
yOOCTOBEpPEHUA

* [lo3HaBa npasunarta 3a n3roteAaHe Ha AOKYMEHTUTE 3a

3HaHuA m3nnawaHe Ha CymMmnTe 3a Bb3HarpaxgeHna n pa3HOCKM Ha
eKcnepTun, cengeTtenu, npesogaydyn n ap.
* [No3HaBa npasunarta 3a n3roteaHe U n3gaBaHe Ha
N3NbJIHUTEJTHUTE JINCTOBE

YMeHus * MIarotBs nucma u YOOCTOBEPEHNA cneq pe3oniouna Ha CbnAaTa




AOKNnag4uK

« Mpunara cbaebHMTe yOoCTOBEpPEHUS MO AenaTa 3a npeaaBaHe
Ha NoucKanuTe rm cTpaHu

* N3roTes OOKYMEHTUTE 3a nannawjaHe Ha CyMmmuTe 3a
Bb3HarpaxxgeHmsa n pa3HoCKu

* N3roTBs 3NBbNHUTENHW NIUCTOBE U U3BBLPLLBA CbOTBETHUTE
oTbenassaHug

KomneTteHTHOCTM

* npeLl,I/ISHO, KOPEKTHO N BAPHO N3rote4d nncma, CbAebHM
yYOOCTOBEpPEHUA, N3NBbJTHUTEJTHUN JTTMCTOBE N JOKYMEHTU 3a
nannawlaHe Ha Bb3HarpaxgeHma n pa3HOCKu

CpencrtBa 3a
OoLeHsIBaHe:

Cpeacteo 1:

* ManbnHeHWe Ha 3agada, CBbp3aHa C U3roTBsHe Ha cbaebeH
MPOTOKON

Cpenctso 2:

* 3nbnHeHWe Ha 3agava, CBbp3aHa C U3roTBAHE Ha
N3NbJIHATEJTHN JINCTOBE

CpenctBo 3:

* 3nbnHeHWe Ha 3agava, CBbp3aHa C N3rotBAHE Ha AOKYMEHTU
3a u3rjiallaHe Ha CyMmuTe 3a Bb3HarpaxxgeHud 1 pa3HOCKU

YcnoBusa 3a
npoBexaaHe Ha
OLleHAIBAHeTo:

3acpeactea l, 2 m 3:
* YyebeH/komMnoTbpeH kabnHeT unu peanHa paboTHa cpeaa
* [MepcoHaneH KOMMKTLP UK NanTon

» [locTbn OO MHTEpHET

Kputepumu 3a

3acpeactea l, 2 n 3:

« MocTaBeHnTe 3a4a4m ca U3MbIHEHW TOYHO U BAPHO criopea
npeasapuTenHo AeuHMPaHOTO 3adaHne

OLIeHsIBaHe:
« [leMoHCTpMpaHu ca NpodecnoHanHn 3HaHUs, YMeHNs n
KOMMETEHTHOCTU 3a U3roTBsIHE Ha CbAeOHN YOOCTOBEPEHUS,
N3NbIHUTENHU NINCTOBE U APYrY AOKYMEHTM
EPY 12

HanmeHoBaHue Ha
eguHuuaTa:

ApXuBUpaHe Ha AOKYMEHTU, AeNa U NPENUCKM B CbaebHaTa agMUHUCTpaLmns




Hueo no HKP

Hueo no EKP

HanmeHoBaHue Ha
npodecunra:

CbpoebeH cnyxuten

Hueo no HKP:

Hueo no EKP:

PesynTtar oT yYeHe
12.1:

Mpuema o6LM agMUHUCTPATUBHM SOKYMEHTU

3HaHusA

* [Mo3HaBa OCHOBHUTE HOPMAaTUBHU aKTOBE, CBbP3aHu C D,OKyMGHTOOGOpOTa

* [Mo3HaBa NpaBunaTta 3a CbXpaHeHne Ha JOKYMEHTUTE B apXMBOXPaHUITULLETO
* [lo3HaBa npasunarta 3a 3aluta Ha JIMHHUTE OaHHU

* [No3HaBa PEKBU3INTUTE Ha NOCTbNUITNTE OOKYMEHTU

» 3Hae NbfHaTa PYHKUMOHANHOCT Ha codpTyepa

YmMeHusa

» Pabotn c HopmaTuBHM akTOBE 3a JOKYMeHToobopoTa
» Pabotun cbe cneumanunsnpaHn coptyep

» Cnassa npvHumMna Ha KoHduaeHUManHocT

KomneTeHTHOCTHN

* Mpernexaa NOCTbNUNUTE JOKYMEHTU C HeobxoammaTa TOYHOCT,
KaTo cnasBa yTBbpAEHUTE NpaBuia 3a A0KyMeHToo60poT

* Y4yTneo obLlyBa 1 obcnyxsa rpaxkgaHu

Pe3ynTtaTt oT y4yeHe
12.2:

Mpuema gena, Npenuckn, AeNOBOAHN KHUMM U PerncTpu

3HaHusAa

 [Nlo3HaBa BnagoBeTe Aena

« [o3HaBa OCHOBHUTE HOPMATUBHUN aKTOBE, CBbP3aHU C
apxuBupaHeTo Ha Jenara

* No3HaBa npaBunata 3a paboTa Ha cbaebHaTa agMUHUCTpaLMS

» 3anosHar e cbe cneundurkaTa Ha paboTaTa Ha opraHuTe Ha
cbaebHaTta Bnact

YmMeHusa

* Mpunara oCHOBHMUTE HOPMAaTMBHUN aKTOBE, CBbP3aHu C
obpasyBaHeTo Ha npon3BoacTeaTa (CbaebHo n gocbaebHo)

° I'Io,qpexq:l,a B apXUBHU BPBb3KN NOCTLMUITNTE B apXmBa gerna
* HaHacs o3HayeHunsATa Ha KopuuuTe Ha genara un Ctukepa

° I'Io,u,pe>|<,1:|,a npueTnTe gena B apXmnBoXpaHUITULLETO MO




YCTaHOBEHUTE NpaBuna

* Pabotn c pa3nn4yHnTe BMgoBe KHUTM N PErMcTpiu

KomneTteHTHOCTM

* I'Io,upe>|<,1:|,a noCTbNUIINTE JOKYMEHTU U ella, O3Ha4YaBa
apxmBumpaHuTe gerna To4HO U KOPEKTHO B CbOTBETCTBUE C
HOPMAaTUBHNTE aKTOBE

PesynTtaTt oT y4yeHe
12.3:

Boaun apxusHaTta KHura

* [lo3HaBa OeNOBOAHUTE KHUTU U perncTpm n TEXHNTE PEKBU3INTHU

* [No3HaBa HOPMaTuUBHUTE aKToOBE, CBbp3aHn C ABMXKXEHNETO Ha
aenarta n npennckuTe

3HaHus
* [Mo3HaBa cTpykTypaTta Ha cbaebHaTta Bnact
* [Mo3HaBa cTpykTypaTa Ha opraHa Ha cbaebHaTa BnacT, B KOUTO
paboTun
YMeHUs] * MonbneBa cboTBETHaTa MHGOPMaLMS B apxmBHaTa u
AENOBOAHUTE KHUTU U PErNCTPU
* KoMyHVKMpa y4TUBO C MarmctTpatuTe u cbaebHuTe CnyxuTtenu
KomneteHTHOCTH

* TOYHO 1 NpeuunsHoO BbBEXaa AaHHUTE B apXUBHUTE AENOBOAHM
KHUI U PErUCTPU

Pe3ynTaTt oT yuyeHe
12.4:

MpenoctaBs cnpaBky NO apXMBHUTE Aena 1 NPenuckn

3HaHusAa

* MNo3HaBa npaBunaTta 3a CbXxpaHeHne Ha AOKYMEHTUTE B
apXMBOXPAHUIULLETO

« Mo3HaBa npoLecyanHnTe 3akoHU

* MNo3HaBa cneumanuavpaHms codTyep 1 OCHOBHWUTE NpaBuna Ha
[enoBaTta KopecroHAeHUus

* [lo3HaBa npasunara 3a 3aluta Ha JINMHHUTE OaHHU

YmeHus

* [Mpunara nsnckBaHuATa Ha npoLecyanHnuTe 3aKOHM
» PaboTtun ¢ nbnHaTta yHKUMOHANHOCT Ha copTyepa
* PaboTtun ¢ pasnnyHuTe BUOOBE KHUMN U PETUCTPU

» CnasBa rpamaTU4HMUTE M NYHKTyaUWMOHHUTE NpaBuna B
Gbarapckus esuk

KomneTeHTHOCTHN

* [pepocTaBs KOPEKTHO CbOTBETHUTE AaHHM OTHOCHO
obcnyxBaHUTe Aena, CbCTaBst TOYHO U BAPHO CNpaBKMy,
YOOCTOBEPEHMUS U APYTrN OOKYMEHTM

° KOMyHI/IKI/Ipa KOMMETEHTHO N Y4YTUBO C rpaXXgaHn N OJibXHOCTHU




nuuya

PesynTtaTt oT yyeHe

125 OkomMnnekTyBa N3Xoasila KOpecnoHAEHUMS U apXMBHU aena

* [lo3HaBa OCHOBHUTE HOPMATUBHWN aKTOBE, CBbP3aHu C
AokyMeHToobopoTa

* [No3HaBa PEeKBU3INTUTE Ha n3xogdmte JOKYMEeHTU

N 3Hae NbHaTa HKUMOHAJITHOCT Ha co@Tyepa
o pyHKL dTyep

» 3anosHar e ¢ npaBunara 3a 4OCTbMN A0 obuecTBeHa
MHopMauma

» 3Hae npaBunarta 3a rnpegocrassdaHe N BpbllaHe Ha apXUBHA
gena n npennckn

* [Mpunara akToBeTe, CBbP3aHN C AOKYMEHToobopoTa
» Pabotun cbe cneumanunsnpaH coptyep

 HaHacsa npaBunHUTE gaHHU 1 MHOpMaUUs B CbOTBETHUTE
YMeHus PErncTpu n KHUrm

» Cneam cpokoBeTe 3a BpblliaHe Ha usnpaTteHnTe Ha Apyru
opraHu apxvmBHM aena

» CnasBa npasuiiarta 3a 3alinta Ha JINYHUTE JaHHU

* N3nbnHsBa pasnopexgaHnsita Ha agMUHUCTPATUBHUTE
KomneTeHTHOCTM |pbkOBOAMTENM M MArucTpaTuTe ¢ HeobxoaMmaTta TOYHOCT, KaTo
cnasBa yTBbpAEHWUTE NpaBuiia 3a JOKYMEHTO060poT

Pe3ynTat oT yyeHe

12.6: OTroBaps 3a CbXxpaHeHWeTo Ha JOKYMEHTUTE

* [No3HaBa OCHOBHWTE aKTOBE, CBbP3aHU C AOKYMEHTO0bopOoTa,
CbXpaHABAHETO U M3MNON3BaHETO Ha apXMBHU Aena, NPEnucKn n
OOKYMEHTH

3HaHunA
* [Mo3HaBa peKkBM3NTUTE HA JOKYMEHTUTE

» 3Hae NbfHaTa PYHKUMOHANHOCT Ha codpTyepa

- Cnassa HopMaTBHUTE aKTOBE, CBbP3aHu C JOKYMeHToobopoTa,
CbXpaHsABaHETO W U3MNOM3BaHETO Ha apXUBHU Aena, NPenucky n
[IOKYMEHTM

YMeHus » Pabotun cbe cneuymanusnpaHn coptyep

* Mpunara npaBunaTa 3a CbXpaHeHWe Ha JOKYMEHTUTE B
apX1BOXPAHUIULLETO




» Cnasea npuHUMNa Ha KOHpngeHUManHocT

KomneTteHTHOCTM

* KOMyHMKMpa KOMMNETEHTHO, BEXNBO U YYTUBO C
npeacraButenute Ha AbpxasHa areHuuns "Apxusn'

* Mpernexaa 1 OKOMMNIEKTYBA TOYHO N KOPEKTHO CbXpaHsiBaHUTE
[OKYMEHTU B CbOTBETCTBME C HOPMATUBHUTE aKTOBE

PesynTtaTt oT y4yeHe
12.7:

Onpep,enﬂ LEeHHOCTTa Ha AOKYMEHTUTE

3HaHus

* [Mo3HaBa OCHOBHUTE HOPMATMBHU aKTOBE, CBbP3aHu C
dopmMMpaHeTo, onasBaHeTO U U3MNOSI3BaHETO Ha HaunoHanHus
apxmBeH poHA Ha Penybnuvka bbnrapus, opraHmsaumsaTa,
yrnpaBrieHMeTo U AeHOCTTa Ha apXxmBuTe

* MNo3HaBa npaBunaTa 3a AeVHOCTTa Ha YYPEXAEHCKNS apXUB
* MNo3HaBa HOMeHKNaTypaTta Ha aenaTa

* MNo3HaBa npaBunaTta 3a CbXxpaHeHne Ha AOKYMEHTUTE B
apXMBOXPAHUIULLETO

* [No3HaBa Kputepunte 3a onpegeriaHe Ha LeHHOCTTa Ha
OOKYMEHTUTE

YmMeHusa

* Pabotn ¢ HopmaTUBHM akTOBE, CBBbP3aHU C (hopMMpPaHETO,
onasBaHeTo M n3non3saHeTo Ha HaumoHanHusa apxmeeH porHa Ha
Penybnuka bbnrapus, opraHnsauumsTa, ynpaBneHneTo m
AEeNHOCTTa Ha apxmBuTe

- CnasBa npaBunara 3a AelHOCTTa Ha yYpeXXOeHCKUs apXuB
* Mpunara HoMeHKNaTypaTa Ha genaTta

» Cnassa npaBunara 3a CbxpaHeHune Ha AOKYyMEHTUTE B
apPXMBOXPAHMUITULLIETO

* MNpwunara kputepunTe 3a onpeaensiHe Ha LeHHOCTTa Ha
OOKYMEHTUTE

KomneTeHTHOCTHN

* Mpernexna 1 oueHsIBa TOYHO U KOPEKTHO LEHHOCTTa Ha
CbXpaHsiBaHWUTE JOKYMEHTU B CbOTBETCTBUE C ONpeaeneHnTe
KpuTepum

* KOMyHMKMpa KOMMNETEHTHO, BEXINBO U Y4TUBO C
npegcrasutenute Ha AbpxaBHa areHuns "Apxusun'

Pe3ynTat oT yueHe
12.8:

MoaroTes 3a yHULLIOXaBaHe AenaTa U NPenuckuTe ¢ U3TEKb CPOK
Ha CbXpaHeHue

3HaHusAa

* [lo3HaBa OCHOBHUTE HOPpMaTUBHU aKTOBE, CBbp3aHU C
opraHnsauunaTa, ynpasJiieHNeTo U OEeNHOoCTTa Ha apxmsuTe




* Mo3HaBa npaBunarta 3a OeHOCTTa Ha YYPEeXOEHCKNS apXuB
« [Mo3HaBa HoMeHKnaTypaTta Ha genara

* MNo3HaBa npaBunaTta 3a CbXxpaHeHne Ha AOKYMEHTUTE B
apXMBOXPAHUIULLETO

» [o3HaBa npolieaypaTa 3a YHULL0)XaBaHe Ha Jena 1 Npenvcku

YmMeHunsa

» PaboTu ¢ HOpMaTUBHU aKTOBE, CBbP3aHu C OpraHn3aumsaTa,
ynpaBneHneTo 1 JeNHOCTTa Ha apXxmBUTe

» CnasBa npaBunara 3a AefiHOCTTa Ha y4peXaeHCKUs apxuB
* Mpunara HoMeHkNaTypaTa Ha genara

« CnasBa npaBunara 3a CbXxpaHeHune Ha AOKYyMEHTUTE B
apXMBOXPAHUIULLETO

» Mpunara npoueaypaTa 3a yH/LWOo)XaBaHe Ha Aena u Npenucku

KomneTeHTHOCTHN

* Mpernexna v oLueHsABa U3MbIHEHWETO Ha U3UCKBaHUATA Ha
npoleaypaTa 3a yHULLIOXaBaHe Ha Aena u Npenuckn

* KOMyHUMKMpa KOMMNETEHTHO, BEXNBO U YYTUBO C
npegcrasutenute Ha AbpxxaBHa areHumns "Apxueun'

Pe3ynTat oT yueHe
12.9:

[MogroTea 3a npefasaHe Aena, Npenuckn n JOKYMeHTU B
TeputopunanHa gupekums "Apxus"

3HaHus

* [NNo3HaBa OCHOBHWTE HOPMATMBHM aKTOBE, CBbP3aHU C
opraHusauusita, ynpaBreHMeTo u AeMHOCTTa Ha apXuBuTe

« 3Hae npaBunaTa 3a OeVHOCTTa Ha YYPEXOEHCKNS apXuB
- 3anosHaT e ¢ HoMeHKnaTypaTta Ha genara

* MNo3HaBa npaBunaTta 3a CbXxpaHeHne Ha AOKYMEHTUTE B
apXMBOXPAHUIULLETO

» Onucea npaswunarta 3a NOAroToBKa M NpefaBaHe Ha
OOKYMEHTUTE B TepuTopuanHa gupekums "Apxums"

YmMeHusa

« PaboTu ¢ HopMaTUBHUN akTOBE, CBbP3aHWN C OpraHM3auUunaTa,
ynpaBreH1eTo 1 AeHOCTTa Ha apXMBnUTe

- Cnasea npaBunaTa 3a 4efHOCTTa Ha YYPEeXOeHCKUS apXvB
« Mpunara HoMeHknaTypaTa Ha genaTa

» CnasBa npasujiata 3a CbXxpaHeHne Ha JOKYMEHTUTE B




apXMBOXPAHUIULLETO

* [Mpunara npoueayparta 3a NOAroToBKa U NpefaBaHe Ha
AOKYMEHTUTE B TeputopuanHa gupekumns "Apxms"

KomneTeHTHOCTHN

* CbcTaBd TOYHO U npeun3Ho onnc Ha npegaBaHnTe JOKYMEHTU

* KOMyHUMKMpa KOMMNETEHTHO, BEXINBO U YYTUBO C
npeacrasutenute Ha AbpxxaBHa areHumns "Apxuen'

CpeacrBa 3a
oLeHsIBaHe:

Cpeacteo 1:
* [TucmeH nsnut/Tect
CpenctBo 2:

* M3anbnHeHne Ha 3agava, cBbp3aHa C apxuBMpaHe Ha
AOKYMEHTU, Aerna u npenuncku

CpenctBo 3:

* 3nbnHeHWe Ha 3agava, CBbp3aHa C U3roTBAHE Ha crnpaBkKa o
APXMNBHO O€eJ10 1 Nperincka

YcnoBus 3a
npoBexgaHe Ha
OLleHfIBaHeTo:

3acpeactea l, 2 u 3:
* YyebeH/KomMnoTbpeH kabnHeT unu peanHa paboTHa cpeaa
* [lepcoHaneH KOMNITLP UK nanTon

° D,OCT'bI'I 0O UHTEPHET

Kputepum 3a

3a cpeactso 1:

* Onucea BAPHO 1N TOYHO MpaBuJiaTa 3a CbXpaHeHne Ha
npenncknuTe, genata h AOKYMEeHTUTE B apXUBOXPaHUITNLLETO

3a cpeactBa 2 1 3:

OLeHsIBaHe: « MocTaBeHnTe 3a4a4m ca U3NbIHEHM TOYHO U BAPHO criopea
npeaBapuTenHo AeduHMPaHOTO 3a4aHne
* [leMoHCTpUpaHu ca NpodeCcroHanHy 3HaHus, YMEeHNs 1
KOMNETEHTHOCTW, CBbP3aHu C apXMBMpPaHe Ha JOKYMEHTU, Aena u
Npenuckn B cbaebHaTa agMUHUCTpaLms
EPY 13

HanmeHoBaHue Ha
eguHuuara:

an/I3OBaBaHe B cbaebHaTta Bnact

HuBo no HKP

4




Hueo no EKP

4

HaunmeHoBaHune Ha
npocecusnTa:

CbaebeH cnyxuren

Hueo no HKP:

4

Hueo no EKP:

PesynTtar oT y4eHe
13.1:

lMprema npu3oBkU U CbAEOHN KHIDKA

3HaHusA

* [Mo3HaBa OCHOBHUTE HOpMaTnBHU aKTOBE, CBbP3aHu C D,OKyMeHTOOGOpOTa
* 3Hae npasunarta Ha npouecyariHutTe 3akKOHun

* [lo3HaBa npasunarta 3a 3aluTta Ha JIMHHUTE OaHHU

» 3Hae PEKBUINTUTE Ha MNMPU3OBKUTE U C'bﬂ,e6HVITe KHWXKa

* [No3HaBa BMOooBeTe pernctpun n KHIUrn

* [lo3HaBa beHKLI,I/IOHaJ'IHOCTI/ITe Ha cneynann3npaHuna cochyep

YmMeHusa

 Bnnucea npr3oBknTe 1 cbaebHUTE KHMXKA B CbOTBETHUTE
PErncTpu n KHUrm

* [NonbnBa PEKBUIUTUTE HA MNMPU3OBKUTE U CbAebHUTE KHMXKa

* PaboTu ¢ HOpMaTUBHUTE aKTOBE, CBbP3aHU C
[OKyMeHTOOBOopOoTa M NpouecyanHuTe 3akoHU

* I'Ipvmara npasunarta 3a 3alluta Ha JINYHNUTE OaHHU
* CnasBa NMPUHLUNUMNTE Ha KOH(bI/ID,eHLI,I/IaJ'IHOCT

» Pabotn cbe cneumanunsnpan copryep

KomneTeHTHOCTHN

* Peructpupa noctbnmunnte Nnpu3oBkn U cbaebHN KHMXKa C
HeobOxogmmaTa TOYHOCT

* MpeumrsHo 1 TOYHO NonbiiBa HEOGXOOUMUTE PEKBU3UTU, KaTO
cnasea HopMaTMBHUTE aKTOBE, CBbp3aHu C JOKYMeHToobopoTa u
npasBunaTa Ha npouecyanHuTe 3aKoHU

° KOMyHI/IKI/Ipa KOMMNETEHTHO N YYTUBO C rpaxgaHn N OJibXHOCTHU
Jmua

Pe3ynTat oT y4yeHe
13.2:

BpbyBa npn3oBku 1 cbaebHu KHMKa No agpecu

3HaHus

* [lo3HaBa npouecyanHute 3akoHn Ha HMBO, NO3BOJIABALLO MYy Oa
M3NbliHABaA CBOUTE 3aAblKEHUA NO ANMbXXHOCTHA XapaKTepUCTUKa

 3Hae npaBunaTta 3a Bpb4YBaHe Ha NPU30BKN N CbAeOHM KHMXKa




* [No3HaBa panoHa B HaCeneHoTo MACTO, onpeaeneH My 3a
BpbYBaHE Ha NPU30BKN N CbAEOHM KHUXKA

» 3Hae cpokoBeTe No BpbYBaHE Ha NPU30BKM U CbAEOHN KHMXKA

* Mpwnara npouecyanHuTe 3aKOHN B paMKUTE Ha CBOSITa
ANBXHOCTHA XapakTepucTuka

YMeHus
* Mpunara npaBmnaTta 3a Bpb4BaHE Ha NPU30BKM U CbOEeOHU
KHWXa
» CBOEBPEMEHHO U B OnpeaerieHnTe CpoKOBe BpbyBa NPU3OBKM U
cbaebHM KHMXKa

KomneTeHTHOCTH

» KOMyHUKMpa TonepaHTHO 1 ApYXerntoBHO ¢ rpaxaaHu u
ANBXHOCTHU Nnua

Pe3ynTat oT yueHe
13.3:

Odopmsa Npr30BKM N CbAEOHN KHUXKA

3HaHus

* [No3HaBa npouecyanHutTe 3akoHn Ha HMBO, NO3BOJIABALLIO MY Oa
N3MNbJiHABA CBOUTE 3aAbJIXEHUA NO ANTb>XXKHOCTHA XapaKTepUCTUKa

* [lo3HaBa OCHOBHWTE HOPMAaTVBHW aKTOBE, CBbP3aHu C
AOKyMeHToobopoTa

» 3Hae peKkBM3NTUTE HA NPUIOBKUTE N CbAEOHUTE KHUXA

* [Nlo3HaBa OCHOBHWTE MpaBua 3a rpamaTtukaTa 1 NyHKTyaumsita B
Gbnrapckms esuk

* [lo3HaBa npasunara 3a 3aljuta Ha JINMHHUTE OaHHUN

YmMeHusa

° I'Ipmnara npouecyanHutTe 3aKkoHU B paMKNUTE Ha CBOATa
ONBbXHOCTHA XapaKTepucTuka

* [Mpnnara oCHOBHMTE HOPMAaTMBHWN aKTOBE, CBbpP3aHu C
AOKyMeHToobopoTa

* [NonbnBa BCMYkM HEOOXOOANMM PEKBU3NTU B JOKYMEHTUTE U
KHWXaTa

* Bnucea HeobxoammuTe aaHHU

° I'Ipvmara npasunara 3a 3allnta Ha JINYHNUTE OJaHHU

KomneTeHTHOCTH

° npeLl,I/I3HO, KOPEeKTHO N ACHO BNncBa HeobxoanmuTe PEKBU3NTHU
Ha NMPU30BKUTE U CbaeOHUTE KHMXKA CbrNacHoO npouecyanHuTte
3adKOHWU U MNMpaBuJiaTta 3a ,D,OKyMeHTOO60pOTa

Pe3ynTat oT yueHe
13.4.

Pasnpeaens no cbCctaBy BpbY€HU U BbpHATU NPU30BKU U
cbaebHn KHMXa

3HaHusAa

* [lo3aHaBa OCHOBHUTE HOPMaTUBHW aKTOBE, CBbpP3aHU C




AokyMeHToobopoTa

* [NNo3HaBa HOpPMaTUBHO ONpPeAeneHnTe CPoKoBe 3a
pasnpegerneHve Ha BpbYeHUTE Y BbpHATUTE NPU3OBKM U KHMKA

* [lo3HaBa peKBU3NTUTE N BUOOBETE PETUCTPU U KHUTU

* [lo3HaBa (byHKLI,VIOHaJ'IHOCTI/ITe Ha cneyunann3npaHuna cochyep

* Mpunara npaeunaTta 3a 4OKyMeHTooGopoTa

* Bnucea HeobxoanmmTe AaHHU B perncTpunute n KHurnuTe

YmMeHusa

» PaboTn cbc cneumanunsnpaHms coptyep

» PasHacsa JoKyMeHTUTe No CbCTaBUTE Ha Cbaa

* Bbp30 1 KOPEKTHO pa3npeaens u ekcneanpa BpbYeHUTE U
KoMneTeHTHOCTM |BbpHaTUTE NPU3OBKM U CbAEOHM KHUXKA, KaTO CTPUKTHO crna3Ba

CpoOKOoBeTE

PesynTtaTt oT y4yeHe
13.5:

PaboTtun ¢ TexHnyecko odpuc obopyasaHe

3HaHus

* Mo3Haea cneundumkata Ha ocpmuc obopyaBaHETO, KOETO MNon3Ba

+ 3Hae npasBunaTa npv Non3BaHe Ha KOMMKTbLP U Apyra oduc
TEXHMKA

YmMeHusa

* Mpunara n3nckBaHnATa 3a n3nos3BaHe, NogabpXKaHe u
ornasBaHe Ha onC TeXHUKaTa

* [Mpunara ocHoBHUTE NpaBwuna 3a paboTta ¢ KOMMTHLP U
N3non3BaHe Ha NPOorpamMHN NPoAYKTN 3a TEKCTOOOpaboTka,
€NEeKTPOHHN Tabnuumn n 6asa gaHHKU

* Mlanonasa no npegHasHayeHue ouc obopyaBaHeTo - TenegoH,
drakc, CKEHEpP 1 KOMMIOTHP

KomneTeHTHOCTH

* Manonsea ehekTnBHO 0bnC TEXHMKATA

« Moaabpxa B U3NPABHOCT U HOCY OTFOBOPHOCT 3a NnoBepeHaTa
TEXHUKa

CpepctBa 3a
OLeHsIBaHe:

Cpeactso 1.
» PewwaBaHe Ha Tect/NMUCMEH U3NUT
CpeactBo 2:

* PelwaBaHe Ha npakTnyecka 3agada

YcnoBusa 3a
npoBexaaHe Ha

3a cpeactso 1.




OLleHABaHeTo: * YyebeH kabuHeT
3a cpefcTso 2:

* YyebeH kabuHeT nnu peanHa paboTHa cpena
3a cpefctso 1:

* [MocTaBeHUTe 3agaun ce peluaBaT Npu NpeaBapuUTenHo
NocTaBeHO BpeEMe, CaMOCTOATENHO U NpU BriageeHeTo Ha
Kputepum 3a onpeaenieHn 3HaHnd, CBbp3aHn C OCHOBHUTE HOPMAaTUBHW aKTOBE
oLieHsiBaHe:
3a cpeacTso 2:

* PelwaBa TOYHO 1 BSpHO NpakTuyecka 3agaya no npeaBaputesniHo
3aafieHn JaHHWN 1 napamMeTpu

4. N3uckeaHusi KbM MamepuasnHama basa

4.1. Y4yebeH kabuHeT

4.1.1. OcHoBHO obopyaBaHe Ha y4yebHua kabuHeT 3a obydeHue no Teopusi: paboTHO
MSICTO Ha Bceku oby4vaBaH (paboTHa maca u cTon), paboTHO MACTO Ha oby4vaBawms (paboTHa
Maca u CTon), KOMMKTbP, UHTEPHET, y4ebHa Abcka, WwkKadoBe, rnagka cBobogHa cTeHa 3a
okayBaHe Ha Tabna, nnaTHO 3a NPOXeKTUpaHe, ApYrn cpeacTBa 3a obyyeHue n guagakTndecka
TEeXHMKa.

4.1.2. OcHoBHO obopyaBaHe Ha y4ebHMs kKabnHeT 3a obyyeHne nNo npakTuka: paboTHO
MACTO Ha Bcekm oby4vaBaH (paboTHa maca W CTOM), KOMMOTbP, NOAXOASLM MNPOrpamMHM
NpoayKTK 3a TekcToobpaboTka, 4EMO BEPCUSA Ha AENOBOAHA NporpamMa, enekTpoHHMU Tabnuuw,
6a3a gaHHK, MHTepHeT, yyebHa Obcka, WwkadoBe, rmagka ceBobodHa CTeHa 3a okayBaHe Ha
Tabna, nnaTHO 3a NpoXeKkTupaHe, NPUHTEpP, CKEHep, MynTumeaus, tTenedoH, gakc, paboTHO
MSICTO Ha oby4aBaums (paboTHa maca v cton).

4.1.3. YyebHn nocobusi 3a obydeHme no Teopuss U nNpakTuKa: OEeMOHCTPaLMOHHN
MakeTu M MOAENW; oHarneasiBawm Tabna; y4ebHM BuaeodunMu; NporpamHM NPOLYKTH,
AEMOHCTPAaLMOHHN Mogenu, obpasun 1 BnaHku Ha AOKYMEHTU, CbAebHM KHMXKa, pernctpu m
Ap.

4.2. CneunanuampaHa y4ebHa 6asa

CneunanunsnpanuaT kabuHeT e ydebeH kabuHeT, koMTo e obopyaBaH ¢ HeobxoanmuTe
oguc obzaBexgaHe n oduc TexHuka. B Hero e HeobGxoauMMO Oa umMa NPUHTEpP, CKEHEP,
MynNTUMeaus, TenegoH, akc, YCTPOMCTBO M 3a BCekn obyyaBaH - paboOTHO MSCTO C
KOMMIOTBbP, WHTEPHET, W3YMCNUTENHA TEeXHWKa, NoAXO4AWM nNporpaMHM MNpoAyKTU 3a
TekcToobpaboTka, enekTpoHHM Tabnuum, 6asa gaHHW 1 NoAXoasaLWwmM BUaeounmu.

O6yyeHveTo No npakTVka MOXe [a ce npoBexaa B peanHa paboTHa cpega npwu
HanuuMe Ha crnopasymMeHue C OopraHum Ha cbaebHa Bnact no yy4ebHO cbabp)KaHWe, KOeTo
Nno3BOnsiBa crna3saHe Ha npasunaTa B CbOTBETHUSA OpraH.

5. N3uckeaHusi Kbm obyyagaujume

Mo yuyebeH npeameT wmnu mogyn oT obwara u oTpacrnoBata npodecnoHarnHa
noarotoBka MoraT Aa npenogaBaT fvua CbC 3aBbplUleHO Bucwe obpasoBaHMe Mo
cboTBeTHaTa cneuuwanHoct. Mo yd4ebeH npegmeT wmnu moayn ot obwata u oTpacnosarta
npodecnoHanHa NOAroToBKa, 3a KOMTO HsIMa CbOTBETHO NpOodecMOHariHO HanpasneHue B
KnacudukaTtopa Ha obnactute Ha Bucwe obpasoBaHve U NpodpecMoHanHUTe HanpasreHus,



mMoraT ga npenogasaT nuua 6e3 Bucwe obpasoBaHne u 6e3 npuaodbuta npodecnoHanHa
KBanudukauusa "yumten”, ako ca npuaobunu npodecnoHanHa keanugukaums npu ycrosmaTa
n no pega Ha 3akoHa 3a npodecrmoHanHoTo obpasoBaHme N obyyeHue.

Mo yyebeH npeameT mnu mogyn OT crneumdudHata npodecuoHanHa noaroToBka
MoraT da npenojaBaT fnuua CbC 3aBbplleHO Bucle obpa3oBaHMe MO CbOoTBETHAaTa
crneumanHocT 1 npodecmnoHaneH onuT B opraH Ha cbaebHaTta Bnacr.

[MpenopbuMTEenNHO € Ha BCeKM Tpu roavHu obyyaBawmte Oa npemMuHaBaT Kypc 3a
aKkTyanuaupaHe Ha NpoeCnOHanHNTE 3HaHWs, YMEHNUS U KOMMETEHTHOCTH.



