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BBEJIEHUE
MeTtoanueckie peKOMEeHIAIH 110 U3YUYEHUIO TUCHMILIHHBI «H(OpMaIlMOHHBIE TEXHOJIOTUU

B IPO(ECCHOHATIBHON AEATEIIEHOCTUY» MPEACTABISAIOT COOON KOMILJIEKC pEKOMEHIAINN, YKa3aHul U
Pa3bsCHEHUH, MO3BOJSIOMIMX OOYYaAIOIIMMCS ONTUMAIBHBIM 00pa3oM OpraHH30BaTh MPOIECC
M3y4YeHHs JaHHOU aucuuiuinHbl. [lpu pa3zpaboTke pekoMeHIaluii mpenoaaBaTeib UCXOAUT U3 TOTO,
YTO YacTh Kypca MOKET U3y4aThCsl OOYUYaIOIIMMUCSA CaMOCTOSITENbHO. L{eb JaHHBIX METOIUYECKUX
pEeKOMEeHAALUH — TOMOYb 00YUYaIOIIUMCSl YCBOUTh 3HAHUSI, IPEAYCMOTPEHHbIE Y4eOHON POrpaMMOi.

1 MECTO JUCIUILIVHBI B CTPYKTYPE OCHOBHOM OBPA30OBATEJIBHOM
ITPOI'PAMMBI

YueOnas qucrumuinia « MTabopMannoHHbIe TEXHOJIOTHH B IPOPECCUOHAIBHOMN JEATEIIbHOCTH
otHocuTcsi K obmenpopeccuonansHomy 1mmkiny OIIOII CIIO mno cmeumansHoctn 34.02.01
CectpuHCKOE€ J1€T10.

Komnerenmuu o6y4aromierocs, GopMUpyeMbI€ B pe3yJIbTaTe OCBOCHUS JUCIIUILTAHBI:

OK 02. Hcnonb3oBaThb COBpPEMEHHbIE CpPEICTBA IOKMCKA, aHalu3a U HHTEPIpPETaluu
uHpopManui W WHOOPMAIMOHHBIC TEXHOJOTUU JUIsl BBITIOJHEHHS 3a1ad MpodecCHOHATBLHOMI
NEeSATEIbHOCTH;

[1IK 2.1. 3anonHsATh MEAWIIMHCKYIO JIOKYMCHTAIMIO, B TOM YHUCJIEe B (OpPME BJICKTPOHHOTO
JIOKYMEHTA;

I[IK 2.2. MHcnonp3oBath B pabOTe METUIMHCKAE WH(POPMAIIMOHHBIE CHUCTEMBI U
MH(OPMAaLIMOHHO-TEIIEKOMM YHUKAITUOHHYIO ceTh «HTepHeT.

B pe3ynbraTe 0CBOCHUS TUCIUILTUHBI O0YYAIOLIHICS JOKEH YMETh:

- pacro3HaBaTh 3aJ1a4y U/WIHA TPOOIeMy B MPOPECCHOHATHPHOM W/WJIH COIIMAIbHOM KOHTEKCTE;

- aHAJIM3UPOBATh 33Jauy W/WIHM NPOOJIEMY H BBIIENIATh €€ COCTaBHBIC YaCTH;

- OIpENEINsATh dTAIbl PEUICHUS 331a4H;

- BBIBIATh U d(PPEKTUBHO HCKATh MHPOPMAIUIO, HEOOXOAUMYIO JUISl pPEIleHUs 3aJadd H/Wiv
poOIIEMBI;

- COCTaBIISITh IUIaH JICHCTBUS;

- OIpenensiTh HEOOXOJMMBIE PECYPCHI;

- BJAJETh aKTyaJIbHBIMH METO/IaMHU PabOoThI B MPOGECCHOHATHLHON U CMEXKHBIX chepax;

- pealn30BBIBATH COCTABIICHHBIN IJIaH,

- OLEHMBaTh pe3yJabTaT M IOCIEACTBUS CBOMX JEHCTBUH (CaAaMOCTOSITENBHO WM C IMOMOILBIO
HaCTaBHUKA);

- OMpeAeNsTh 33aJauu JUIsl MOMCKa HHPOPMAIUH;

- oMpeAensaTh HeoOXOJUMbIE HCTOYHUKN MH(POPMAIUY;

- TUTAaHUPOBATH IMPOILIECC TIOUCKA;

- CTPYKTYpUPOBATh MOIy4aeMyI0 HHPOPMAIIHIO;

- BBLIEATH HanboJiee 3HaYNMOe B TiepeyHe nHpopmaimu;

- OLEHMBATh MPAKTUYECKYIO 3HAUUMOCTh PE3YJIbTATOB MTOHUCKA;

- oQopMISITh pe3ynbTaThl MOMCKA, MPUMEHSTHh CPEICTBA HH(POPMAIMOHHBIX TEXHOJIOTHN s
peteHust Mpo(heCCHOHABHBIX 3a/1a4;

- HCIIOJIb30BaTh COBPEMEHHOE MPOrpaMMHOE 00ecieYeHue;

- WCIIOJIb30BaTh pa3IMyHble MU(POBBIE CPECTBA IS PEHICHUS TPOPEeCCHOHATBHBIX 3ajad.

B pesynbpTaTe 0CBOCHMS TUCIUIUIMHBI OO YJAFOIIHICS JOKEH 3HATH:

- OCHOBHbIE HCTOYHMKM HWHGPOpPMAllMM M pecypchl s pelieHus 3aaad U npobieMm B
npodeccuoHaTbHOM U/UTU COLMATbHOM KOHTEKCTE;

- aIrOPUTMBI BHINOJIHEHUS padoT B MPOPEeCCHOHATIBHON U CMEXHBIX 00JIaCTsIX;

- CTPYKTypy IJIaHa JUIsl pelIeHus 3a/1a4;

- TIOPSIIOK OLIEHKH pe3ybTaTOB peIIeHUs 3a/1a4 MPo(hecCHOHAIBHON e TeIbHOCTH

- HOMEHKJIATypy HH(OPMAIIMOHHBIX HCTOYHUKOB, TMPUMEHSEMBIX B MpPO¢ecCHOHATbHON
JESITENIbHOCTH;



- TPHEMBI CTPYKTYPUPOBAHUS UHPOPMAITUH;

- (opmar odopmiieHHS PE3yNIHTATOB MOMCKAa HH(GOPMAIINH, COBPEMEHHBIE CPEJICTBA U YCTPONCTBA
uH(pOpMaTHU3aLNY;

- TIOPSIIOK WX MPUMEHEHUSI M NMPOrpaMMHOE o0ecrieueHre B PO eCCHOHATLHOMN 1A TEILHOCTH, B
TOM YHCJIE C UCIIOJIb30BAaHHEM IIU(PPOBBIX CPEICTB.

2 CTPYKTYPA U COAEP)KAHUE JUCHUITJIMHBI

Paznen 1. Ucnosib30BaHMe NPHUKJIAIHBIX O(PUCHBIX MPOrpamMM /ISl pelleHHs 3aaay
npodeccuoHAILHOI 1esITeTbHOCTH
Tema 1.1. Texaonorus 06pabOTKK TEKCTOBOM HHPOPMALIUU B TEKCTOBOM peaakrope MS Word
Tema 1.2. O0paboTKa TaOIMYHBIX JaHHBIX B TaOIHMYHOM mporeccope MS Excel.
Tema 1.3. Cuctemsl ynpasieHus 6a3aMu JaHHBIX
Tema 1.4. Coznanue KOMIOBIOTEPHBIX MPE3EHTALIMI
Pa3nen 2. KomnboTepHbIe TEXHOJIOTHH B METUIIMHE U 3IPABOOXPAHEHUH
Tema 2.1. MenunuHckue HHGOPMAITMOHHBIEH TPHOOPHO- KOMITHIOTEPHBIC CUCTEMBI

3 METOAUYECKHUE PEKOMEHJALUU AJI51 OBYYAIOLIUXCS ITPU
N3YYEHUHU JUCTUITJIMHBI

W3yueHne QUCIUIUTMHBI BEJETCS C TIOMOIIBI0 METOJAMYECKUX PEKOMEH/IAIUI 110 OpraHu3aiuu
CaMOCTOSITENTLHOW pabOThl  O0YYaromIerocs, JIUTEPaTypbl, PEKOMEHJOBAHHOW IS H3Yy4eHUS,
MEPCOHAJIBHBIX KOMITBIOTEPOB, HCIIOJIB3YEMbIX Ha NPAKTUYCCKUX 3aHATUAX [UIS MPHOOPETCHUS
MIPAKTUYECCKUX HABBIKOB.

B Xo/e O0CBOCHHUS NUCHMILTMHBI O0YYaloOUIUiics 00s3aH aKTHMBHO HCIIOJb30BaTh BCE (HOPMBI
oOydeHusl — TocenIaTh JCKIUH, MPAKTUICCKHUE 3aHATHS, TIOTy9daTh KOHCYJIbTAIIUH MIPEToaaBaTelis U
BBINOJIHATh CAMOCTOSITEIILHYIO pa0oTy.

[Ipornecc n3y4yeHHs TUCUUIUIMHBI BKIIOYAET B CEOs:

1. PaGoTy moj pyKOBOACTBOM MperoaaBaresis (JICKIUU, KOHCYJIbTAIIMH MPENoiaBaTelis Mo
PEIICHUI0 TIPAKTUYECKUX 3aJaHUi, KOHCYJIbTAI[MU IPENOoJaBaTeNisi MO BOIPOCaM, B KOTOPBIX
OOy4JaroIuics He CMOT pa3o0paThCsi CaAaMOCTOSATENBHO, M KOHCYJIBTAIlUs TpernojaBaTeis Iepes
3a4eTOM)

2. CamocrodaTenbHyl0  paboTy  oOywaromerocs (mpopaOoTka  TEKCTOB  JICKIIMIA,
CaMOCTOSITCIIbHBIM TIOMCK W HM3y4YCHHE HAyYHOW JIMTEpaTyphl, HAIMCaHWEC KOHCIICKTOB, ITOMCK
uHpopmanuu B IHTepHETE, MOATOTOBKA K 3a4ETY).

CocraBieHrne KOHCIIEKTa — BUJ BHEAYAUTOPHOH CaMOCTOSTENLHOW pabOTHI CTyAEHTa IO
CO3/IaHUI0 KpaTKOW MH(MOPMAIMOHHON CTPYKTYpHI, 0000IIaoMIeil U oTpakarleid CyTh MaTepuana
JIEKIIUU, TeMbl ydeOHWKa. KOHCHEeKT Mpu3BaH BBUICITUTH TJIaBHBICE OOBEKTHI WM3YYCHHS, JaTh UM
KpaTKYIO XapaKTEePUCTUKY, UCTIONb3YsI CHMBOJIBI, OTPA3UTh CBS3b C APYTUMU DJIEMEHTaMHU.

1. BHHMaTeIpHO MPOYUTATH TEKCT.

2. Bwigenuth rN1aBHYIO UACKO M 03arJIaBUTh TEKCT.

3. Pazmenuth MaTepuai Ha YacTH, BBIICIUTH ITABHYIO MBICITb KXKIOW YaCTH.

4. 3amucaTh Ha3BaHUs CMBICTIOBBIX 4YacTedl B ¢opMe IIaHa B JIEBOM paboueM TMoje
KOHCIICKTA;

5. IIpouuTtaTh TEKCT BO BTOPOM pa3.

6. Cdopmymupyil Te3UChl KOHCIIEKTA W 3aIKCAaTh WX B IEHTPAJIHLHOM II0JIE KOHCIIEKTA.
[ToMHUTB, YTO TE3UCHI — 3TO MBICIH, COJEpKAIlKMEe TJaBHYHO HH(OpMAIHUIO O
COJIep’)KaHUU CMBICIOBBIX YyacTeil. OHU HE JTOJIKHBI OBITH MHOTOCIIOBHBIMHU.

7. OnpenenuTh KIIOYEBBIE MMOHATHS, KOTOPble HEO0X0AUMO BKIIIOYUTH B KOHCIIEKT.

8. HammcaTts HCTOYHUK KOHCIIEKTHPOBAaHUS (Ha3BaHUE, aBTOD);

9. B KOHIIC KOHCIICKTA CACIIATh BBIBOJ, K KOTOPOMY BbI ITPUIILIH, npopaGOTaB TCKCT.

4 METOANYECKHUE PEKOMEHJAIUU AJ51 OBYYAIOIIUXCS 1O
MHOAT'OTOBKE U ITPOBEAEHHUIO IPAKTUYECKHUX PABOT

OcHOBHas 1Ledb MNPAKTUYECKHX paboT — HayyuTh OOYyYaroIMXCsl MOJb30BAThCA
MHCTPYMEHTapueM KOMIbIOTEPHBIX HH()OPMALIMOHHBIX TEXHOJIOTHH.



IIpakTHueckue 3aHATHS IPOBOAATCS IIOJ PYKOBOJICTBOM IPENOAABATEN W  SBISIOTCA
HEOTHEMJIEMBIM JIOTIOJIHEHHEM TEOPETHYECKOro Kypca. 3aJaHusl COCTaBIEHBI C Y4€TOM TOTrO, YTO
00y4aroImuMHCs YCBOEH TEOPETHUECKUI MaTepua 1o qucturminae «MHpopMamoHHbIe TEXHOIOTHH
B IPO(ECCUOHATIBHOMN 1EATEIILHOCTU.

[TpakTrueckue paboThHI MpeABapSIOTCA CIPABOUYHON HMHMOpMaLMen, coaepkalieil OCHOBHbIE
MOHATHUS M ONPEACTICHUs, KOTOPhIe BCTPEYAIOTCS NPU BBINOJHEHHH PabOT. [IpakTHKyM COAepKHT
3aIaHKsl 10 KaXKJOMY M3 pacCMaTpPUBAEMBbIX pPAa3/IesiOB, IMOSCHEHHS K BBINOJHEHUIO 3aJaHUi ¢
WLTIOCTPALMSIMU, 00JIEryaroliye BHITOJTHEHNE 3a0aHui.

[TomaroBass TEXHOJOTHS BBIMOJHEHHUS 33aJaHUN IO3BOJIAET OOYYAIOIIMMCS OTHOCHUTEIHHO
JIETKO 1 OBICTPO MOJIYYUTh TPEOYEMbIil pe3yabTaT U 3aKpENUTh HaBbIKUA UCIIOJIb30BaHUS IPUKIIAJIHBIX
nporpamMM, HeoOXoIuMble JUIsl JaibHeimedl npodeccHoHaNbHONW AEATeNbHOCTH, CIIOCOOCTBYET
(GopMHpPOBaHHIO OOIIMX KOMIIETEHLMH: OCYILECTBJIATh IOMCK M HCIOJb30BaHHE HH(OpMaIMH,
HeoOXxoauMon 1t 3¢p(PeKTHBHOTO BBHIMOIHEHUS MPO(ECCHOHANBHBIX 33/1a4, MPO(hEeCCHOHAIBHOTO H
JMYHOCTHOTO DPAa3BUTHA, MCIOJIB30BaTh HMH(OPMAIMOHHO-KOMMYHHMKAIIUOHHBIE TEXHOJIOTUU B
npoeCCHOHATLHOM 1eATENbHOCTH, pad0TaTh B KOJUICKTUBE U B KOMAH/IE.

[Tpu nomaniHel MoAroTOBKE K BBIMOJIHEHUIO IPAKTUYECKUX PAOOT CTYJEHT 10JIKEH IOBTOPUTH
n3ydeHHylo Temy. CTyneHTBl, NpPOIMYCTHBIIWE 3aHSTHS, BBIIOJIHIIOT TPAKTHYECKHE pPAOOTHI
BHeypo4yHoe BpeMms. [locie BBINONHEHUS KaXJOW J1abopaTopHON pabOThl CTYAEHT IE€MOHCTPUPYET
pe3yJbTaT BHIIOIHEHHUS IPENOAaBaTeIt0, OTBEYaeT Ha Bonpockl. [IpenosaBaTens Ha ypoke OLIEHUBAET
paboTy U BBICTABIISIET OLIEHKY B KYpHAJ.

IIpaBuiia no TexHuke 6€30MACHOCTH VISl CTYIEHTOB NPH NMPOBeJIeHUH NPAKTHYECKUX padoT
Obwue npasuna:

1. TlpakTnueckue pabOTBl MPOBOAATCA MOJ HaOdroAeHueM npenojaBarens. K BBIIOIHEHHIO
MPAKTUYECKUX PAaOOT CTYICHTHI JOIYCKAIOTCS TOJBKO IIOCIE MPOCIYIIUBAHHUS HHCTPYKTaKka IO
TEXHUKE O€30IIaCHOCTH U MPOTHUBOMOXKAPHBIM MEpaM.

2. Ctporo BBINOJHATH MpaBUIa TEXHUKHA OE30MaCHOCTH M CAaHUTAPHO-TMTHEHWYECKHE HOPMBI MPH
pabote B KaOMHETE.

3. Bce mnpaktuyeckue paboOThl MPOBOAATCS 3a KOMIIBIOTEPHBIMU CTOJAMM Y4€OHOro KaOHHeTa.
CryneHtraMm He paspermaercst 0e3 yBaXXUTEIbHOM HNPUYMHBI OTIy4aThCsl U3 KaOMHETa 0 IOJIHOTO
OKOHYaHUS MPAKTHIECKUX padoT.

4. Ha paGoueM MecTe JOJIKHBI HaXOJUTHCSA TOJBKO HEOOXoauMble s paboThl 000pynoBaHHE U
MaTepuaibl. KitacTh CyMKH Ha KOMITBIOTEPHBIE CTOJIBI 3aIlpenaeTcsl.

5. bepexxHo oOpararbcsi OprreXHUKOM. BXoauTs B Kiacce pa3pelaercs TOJIbKO 1Ociie 3BOHKA Ha YPOK,
CTIOKOITHO, HE TOPOIISICh, HE 3a]I€Basi CTOJIBI.

6. CTyneHT OTBeyaeT 3a COCTOSIHME DPabO4Yero MecTa W COXPaHHOCTh Pa3MEIIEHHOIO0 Ha HeM
000opyI0BaHUA.

8. ColOmrosieHHe BceX BbIIIENEPEUNCIEHHBIX PEKOMEHIANI 0 OpraHu3ali yueOHOro mpolecca ¢
WCTIOJIh30BAHUEM KOMITBIOTEPOB W TEXHHUYECKUX CPEICTB OOY4YeHHs TOJDKHO CIIOCOOCTBOBATH
COXPAaHEHMIO ONTUMAJIBHOTO YPOBHA PAaOOTOCIIOCOOHOCTH M (PYHKIIMOHAIBHOTO COCTOSIHUSA
OpraHu3Ma, Ha TPOTSDKEHUHM BCEX YYEOHBIX 3aHSATHI W TMOJHOW 0€30MacHOCTH Ul WX KHU3HH H
3J10pOBBSI.

Ilepeo nauanom pabomsi:

1. ITpoBepuTh MOPSAIOK HA paboUyeM MecTe;

2. OTperynupoBaTh OJ0KEHNE MOHUTOPA TaK, YTOOBI PACCTOSTHHE OT TJIa3 A0 YKpaHa COCTABIISIIO HE
menee 50 cMm.

Bo spems pabomul:

1. Bo BpeMs pabOThl MOHUTOpP SBISETCS MCTOUYHHUKOM 3JIEKTPOMArHUTHOTO M3JIy4EHHs, KOTOpOe
HeOJIaronpusaTHO AelcTBYeT Ha 3peHue. [loaTomy Hazno pabortaTth Ha paccrostHUN 60-70 cM, cobmoaas
NPaBUIIBHYIO OCaHKY (BEPTHKAJIBHO MpsMasi CIIUHA, IJIEYM OMYIIEHBI U paccialieHbl, HOTU Ha MOy
HE CKpEIICHBI, CTOST Ha TIOJICTaBKe ISl HOT, JIOKTH, 3aISICThsI M KUCTH PYK Ha OJTHOM YPOBHE).

2. JIas CHATHS YCTAJOCTH MBI HCIIOJIB3YHTE KOMIUJIEKC YINPaKHEHWH MO MNpoduiIakTuke
3pUTEITHHOTO YTOMIICHUS, YIPAXHEHUS IS PYK U TUICYEBOTO T10sICa, JJIsl TYJIOBHUIIA U HOT.



3. Ilpu mI0XOM CcaMOYyBCTBUH, MOSIBJICHUU TOJIOBHON OO0JIM, TOMOBOKPYKEHHHM U Ap. NMPEKPATUTDH
paboTy ¥ COOOIHUTH 00 ITOM MPEMOAABATEIIO.

4. O60 Bcex HEUCIPABHOCTSAX HEMEIJICHHO COOOIATh MPET0AaBaTENIO.

Ilo okonuanuu pabomuwl:

1. Cobpatp MeTOoAMYECKHE YKa3aHHsI K MPAKTHYECKUM paboTaM U caTh UX MPEIoIaBaTelio;
2. Beikimounts 9BM nocie paspenieHus npemnoiaBaTes;

3. HaBectu nopsiiok Ha paboyem MecTe.

IIpu pabome 6 KomMnvIOMEPHOM KAACCE CMPO20 3ANPeUsaemcs:

1. HaxoauThcs B BEpXHEH OA€KIE U IPSI3HON 00YBU;

2. [IpuHuMaTh Uiy Ha pabo4yeM MecTe U B KOMIIBIOTEPHOM KaOMHETE.

3. Yanare u nepeMerarth ayxue Qaiisl;

4. ITpuHOCHTS U 3aIlycKaTh CBOE IPOrpaMMHOe oOecrieueHue (IporpaMMel);

5. Pabotars Ha DBM rps3HBIMH WK MOKPBIMU PYKaMH;

6. IlpukacaTtbcs najbLiaMi K MOHUTOPAM, CTy4aTh 10 HUM;

7 Bkito4yaTth U BBIKIIIOYATh KOMITBIOTEP 0€3 pa3penieHus mpernoiaBaTes;

8. KitacTb 1ucKku, KHUTH, TETPan Ha COCTABIISIIOIIME KOMIIBIOTEPA,;

9. IloaxmrouaTh K KOMIOBIOTEPY CBOM YCTPOMCTBA (COT. TenedOHBI, IIeephl).

10. PaGoTaTh Ha HE UCIIPAaBHOM KOMIIBIOTEPE;

11.0cTaBiATh BBIYUCIUTEIbHYIO TEXHUKY Ha JUIUTEIbHOE BpeMsl €3 MPUCMOTpa;
12.ITpukacatbcsi K 3JIEKTPUYECKUM BHJIKAM, PO3ETKaM, IMPOBOJAM, pa3zbeMaM, 3aJHUM CTEHKam
CHCTEMHOI'0 0JI0Ka U MOHUTOPA;

13.BckpeiBaTh KOopyca, BRIHUMATh U BCTaBJISTh Pa3bEMBL, IIATHI;

5 PEKOMEHAYEMAS JIUTEPATYPA
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