MMPOTPAMA MIJBUIIEHHS KBAJTI®IKALIT

®opMyBaHH# YIPABJIIHCHKHUX KOMIIETEHTHOCTEH MeJarorivyHux Ta HayKoBo-
NeJAroriYHuX NPANiBHUKIB 3 €JIEKTPOHHOI0 JOKYMEHTOO00iry

Kareropisi: kepiBHUKH, MEJAroriuyfi, HAyKOBO-TIEIarOrivHi MPAaliBHUKHU 3aKJIa/liB OCBITH
BCIX THIIIB

IIporpamy 3aTBepa:KeHo:

pimeHHs Kadeapu OCBITH TOPOCTUX 1 MUPPOBUX TEXHOJIOT1H
BiZ «7» ciuns 2025 p., mporokoin Nel

piIIEeHHS BUEHOT paau

J3BO «YHiBepCUTET MEHEKMEHTY OCBITH»

HAIIH Ykpainu

Big «8» ciuns 2025 p., mporokomn Ne 1

1. Ipeamobyaa
[Tporpamy migBuieHHs kBamidikaiii KaTeropis cayxadiB: KepiBHUKH, NEIaroridydi, HaAyKOBO-
MeIaroriuyHi MpariBHUKK 3aKJIaIiB OCBITH BCiX TUIiB (dazi — IIporpama) po3poOseHO BiIIOBIIHO 10
3akoniB Ykpainu «IIpo ocBity», «lIpo mpodeciiiny (mpodeciiiHO-TeXHIUYHY) OCBITY», a TaKOX
BHYTpiIIHIX HOpMaTHBHHUX JOKyMeHTiB JI3BO «VYHiBepcHTET MEHEIKMEHTY OCBITH», IO
BPETYJIbOBYIOTh IIUTAHHS OCBITHBOT'O IPOLIECY.

AKTYyaJIbHICTh

AXTyanpHICTh mporpamMu  miaBHIIeHHA — KBamidikamii «®DPopMyBaHHS — yNpaBIIiHCHKUX
KOMIIETEHTHOCTeH TMENarorivHuX Ta HAayKOBO-TENAroriyHUX TMPAIiBHUKIB 3  €JIEKTPOHHOTO
JOKYMEHTOO00ITy» MoJiirae B HE00X1/IHOCTI MIATOTOBKH (paxiBIiB B yMOBaxX po30y10BH 1H(pOpMaIiiftHOTO
CyCHuIbCTBa Ta ryiobaniizalii TpaauLiiiHi crnocoObu B3aeMoJlii OpraHiB JepKaBHOI BJIAJHM Ta MICIIEBOTO
CaMOBPSAyBaHHS 3 OCBITSHAMH, TPOMaJiHaMHU Ta 013HECOM CTalOTh HEJIOCTATHHO e(HEeKTUBHUMH. J[7st
CTBOPEHHS HOBUX, 3pyYHIIIUX METOJIB JOCTYIYy JI0 iHpOpMAaLli Ta MOCIYT BCe YacTille 3aCTOCOBYIOTh
cyyacHl 1H(poOpMaliliHO-KOMYHIKaliiHI TexHousorii. OJHUM 3 NepHMX 1 HaBaKJIUBILIMX KPOKIB Yy
CTBOPEHHI 1H(QOPMALIfHO— KOMYHIKATUBHUX TEXHOJIOTIH € CTBOPEHHS CHCTEMH €JIEKTPOHHOIO
YpSIyBaHHS € BIPOBA/KEHHS €JIEKTPOHHOTO JIOKYMEHTOOOITY B OpraHax JIep)KaBHOI BIIAIH, 3aKJIadax
OCBITH, 110 JIO3BOJIUTH MIJBUILUTH €(DEKTUBHICTH iX (DYHKIIOHYBAaHHS, BEPTHUKAIBbHY Ta TOPU3OHTAIIBHY
B3a€MO/I110. 3aCTOCYBAHHSI CUCTEM €JIEKTPOHHOTO JOKYMEHTOOOITY B CUCTEMI JEPKABHOTO YIIPaBIiHHSI
Ja€ MOXJIUBICTh MiJIBULIUTH IIBUAKICTb TMPOXOJUKEHHS JIOKYMEHTIB, IIBHUJKICTh Ta SKICTb
YIPaBIIHCHKHUX PILLIEHb, IX MIPO30PICTh 1 KEPOBAHICTh KPaiHU B LIIJIOMY. ENEKTpOHHUHN JOKYMEHTOOOIr €
(yHIaMEHTOM €JIEKTPOHHOTO YPsIyBaHHS 1 Ma€ 3HAuHI IepeBaru MOPiBHAHO 31 3BUYHUM, NArepoOBUM
JOKYMEHTO00IroM. BripoBakeHHsI €eKTPOHHOIO JOKYMEHTOOOIry B 3aKiajax OCBITH 3YMOBJIEHO
MiABUILEHHSIM KYJIbTYPU JIIJIOBOJICTBA, TPUCKOPEHHSM TEPMIHIB OIPALIOBAHHSA JOKYMEHTIB,
CTIPOIIEHHSIM X IOIITYKY Ta KOHTPOIO 32 BUKOHAHHSM, YJOCKOHAJICHHSIM MEXaHi3MIB y3arajabHEHHS
MaTepialiiB, HaJlaHUX BiJ 0araTboX KOPECHOHJEHTIB 3a YHI(IKOBaHMMHU €JIEKTPOHHUMH (popmamu,
€KOHOMI€I0 KOIITIB Ha THPa)KyBaHHS Ta MepeCUSIaHHs 3HaYHOI KUTBKOCTI JIOKYMEHTIB.

Po3poonux npocpamu:

Oramacp Inna I'puropiBHa, KaHIUIaT iICTOPUYHUX HAYK, JOLEHT, podecop Kadeapu ocBiTH
nopocnux Ta 1HGopMalidHUX TexHojoriii HaBuanbHO-HAyKOBOrO I1HCTUTYTY MEHEDKMEHTY Ta
ncuxonorii JI3BO «YuiBepcurer menempxkmenTy ocBitn» HAITH Ykpainu.



Peuyenzenmu npozpamu:

Cyxaubkuii Poman IlerpoBuuy, kaHauaaT ICTOPUYHHMX HAyK, JIOLEHT, 3aBijyBau Kadeapu
«IIpaBo Ta ekoHOMIKO-(piHAHCOBA Oe3MeKa» AKaaeMii peKpeamiifHiuX TeXHOJIOTIH 1 IpaBa.

Mopo3 Boaoaumup BacwiboBHY, KaHIuAAT HAyK 3 JEp)KaBHOIO YIIPaBIiHHS, JOLEHT,
3aBiyBad Kadeapu MyOITIYHOTO YIPaBIIHHS 1 MPOEKTHOTO MEHEIKMEHTY HaByallbHO-HayKOBOTO
IHCTUTYTY MEeHeKMEeHTY Ta nicuxosorii I3BO «YuiBepcuteT meHemxkMeHTy ocBitu»y HAITH Ykpainu.

2. 3arajibHa XapaKTepHCTHKA

Ha3zBa nporpammu

@DopMyBaHHS  YIPaBIIHCBKMX KOMIIETEHTHOCTEH  IEJaroriyHuX T4

HAYKOBO-TIEIarOT'1YHUX MPALiBHUKIB 3 €JIEKTPOHHOTO JOKYMEHT000Iry

HinboBa rpyna

KEepPIBHUKH, TI€aroriyHi, HayKOBO-TIEJAroriuyHi MpamiBHUKKA 3aKJajliB
OCBITH BCIX THIIIB

DopMa HABYAHHSA

NUCTaHIiHA

Oo6csr nporpamu

1 kpenut €KTC (30 ronun) mporpaMa Moxe CKJIaAaTHCS 3 Pi3HOI KUTBKOCT]
MOJTYJIIB — BiJl OJTHOTO JIO IECTH.

TpuBaJjicTs Ta MojaeJb
oprasizanii ocBiTHLOr0
npouecy

HapuanbHa mporpamMa Moske TpuBaTH Bix 1 10 8 THIXKHIB 13 BiJIITOBIIHUM
po3mnoxiniom roauH i kpeautis EKTC

Ilepeaik npodeciiinnx
KOMIIETEHTHOCTEN, Ha

/ Y10CKOHAJIEHHS SIKUX
CIPSIMOBAHO NPOrpamy

ONIAHYBAHHS / PO3BUTOK

HaBuuky BukopucTanHs iHGOpMAIHHUX 1 KOMYHIKAI[ITHUX TEXHOJIOTIH.
3MaTHICTh 3aCTOCOBYBaTH KOMIT'IOTEPHI TEXHOJIOTii Ta MpOTrpamHe
3a0e3neyeHHs 3 00pOOKH JaHUX JIJIsl BUPIIICHHS HAyKOBUX, MEAAroriyHux,
VOPaBIiHCRKUX ~ Ta CKOHOMIYHMX 3aBllaHb, aHaii3y iHQopmarii Ta
[MATOTOBKH aHAJITHYHUX 3BITIB.

Meta nporpamu

Metoro Ilporpamu € QopmMyBaHHA y ClIyXauyiB TEOPETHYHMX 3HaHb 1
MPAaKTUYHUX HaBUYOK 3 OpraHizaiii eJeKTPOHHOrO JIOKYMEHTOO0OIry,
OBOJIOZ[IHHS OCHOBHHMHM METOJaMH CTBOPEHHs, 30epiraHHs Ta poOOTH 3
eJIEKTPOHHUMHU JIOKyMEHTaMH, CIel[ialli30BaHUMH CHCTEMaMHM YIIpaBIiHHS
ITOKyMEHTaMH, NpUHLUUIAMU TOOyIOBM Ta (YHKI[IOHYBAaHHS CHCTEM
eJIEKTPOHHOI'0 JIOKYMEHTOOOIT'Y B 3aKJa/IaX OCBITU Ta B IHIIMX YCTaHOBAX.

OuikyBaHi pe3y1bTaTH
HABYAHHSA

Ciyxau MOBUHEH 3HATH:

- IPUHIIUIIM Ta CKJIa/I0B1 OpraHi3alii eJIEKTPOHHOTO JOKYMEHTO00Iry;

- IPU3HAYEHHS €JIEKTPOHHUX apXiBiB, MOIIYKY Ta aHaJI3y 1H(pOpMAaLii;

- iH(OopMAaIIiitHy MOJIENTh OpTaHi3allii JOKyMEHTOOOITy Ha IMiAMPHUEMCTBI.
Ciyxad MOBUHEH BMITH:

- 3aCTOCOBYBATH METOU 30MpaHHs, 00poOKH Ta 30epiranHs iHdopmarii Ha
M1 ITPUEMCTBI;

- BHKOPUCTOBYBATH 1H()OpMaIliifHi TEXHOIOT1{ 711 BUPOOIEHHS, TPUHHATTS
Ta peaiizalli ynpaBIiHChKUX PILIEHb

- (hopmyBatu Ta 30epiraTu JOKYMEHTH B CUCTEMaX €JIEKTPOHHOTO
ITOKYMEHTOO00ITY;

- KOPUCTYBATHUCS CUCTEMOIO €JIEKTPOHHOTO JIOKYMEHTOOOITY 32111 00JIIKY)|
Ta KOHTPOJIIO YIPABIIHCHKOI A1SUTBHOCTI;

- IPALIIOBATH B MPOrpaMHOMY 3a0e3IeueHHi.




Metoau Ta popmu
NPOBeeHHS 3aHATH

HapuansHO-MeTOIMUHE 3a0€3MeUeHHs] TUCTAHIIIHHOTO KypCy
MPEJICTABICHO TAKUMHU KOMITOHEHTaMHU:
1. JlucraHmiitHu# Kypc, SKUH MICTUTBD:

- JIeKwii, BigeoneKkii
- mpe3eHTarii

- TEKCTOBI MaTepianu
- TECTOBI 3aBHaHHS

- TpaKTUYHI 3aBIaHHS
2. ®opmu oprasizamnii 3aHATh: JIEKLii, MPAKTHYHI 3aHATTS, TPEHIHTH
3. KoncynpramiiiHa miATpUMKa, SKa  HAJAETBCS  KypaTOPOM-
THIOTOPOM.

PecypcHe 3a0e3nevyeHHst
OHJIAWH Ta
JTUCTAHLIHHOIO
HABYAHHS

Zoom, BBB, Google classroom

OuiHloBaHH1,
MiJICYMKOBHI1I KOHTPOJIb

OuiHOBaHHS ~ HAaBYAJIBHHUX  JIOCSITHEHb  YYaCHHKIB  KypCy|
3IIHCHIOETHCS 3a pe3y/IbTaTaMU BUKOHAHHS MPAKTUYHKUX 3aBJIaHb T TECTIB
(3apaxoBaHO/HE3apaXOBAHO)

[TpakTH4HI 3aBJaHHS CHOPSIMOBaHI Ha 3aKPIIUICHHS TCOPETHUYHHUX|
3HAHb Ta YMiHb, OTPUMAHKX IIiJ] YaC HABYAHHSI.

3. CTpykTypa nporpamu

No 3micmogi mooyni Jlexyia | Ilpakmuune | Camocmiiina
3anamms poboma Bewozo/
Kpeoumis
Mopayasb 1. «DopmyBaHHS yNpPaBIIHCBKUX 8 10 12 1
1 KOMIIETEHTHOCTE! HearoriyHux Ta
HAYKOBO-TIEJIATOTIYHUX  TPAIiBHUKIB 3
€JIEKTPOHHOI'0 JIOKYMEHTOO0Ir'y»
Ycboro 8 10 12 1




