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O6vexkmueHocmeb u y6edumenbHocmeo

MHd)OpMaLlI/IFI OOJIXKHa 4YeCTHO, HernpedB3ATo U obcToATeNbHO
OTpaXaTb COCTOAHME YCﬂOBMVI TPyda, CounanbHO-TPyAoOBble
npoueccobl, noJsioxeHne Aen Ha npegnpuatTmin B
npo¢opraHM3aL|,|/||/|, OTMeYaA KakK roJioKutesibHble MOMEHTHI,
TaK N HeOCTaTKN.

Yémkocmb u cmpyKmypupoeaHHocmb

NHbopmauma gomkHa 6biTb TOUHOM, APKOW Y KOHKPETHOIA.
Haxe 6onblume o6bemMbl MHPOPMaLMK YCBAKBAKOTCA NETKO,
€CJIN OHU VIMEIOT JTOTUYECKYHO M MOHATHYIO CTPYKTYpY.

JlakoHuU4YHocmb u pazHoo6pasue

NHbopmauma gomkHa ObiTb KpaTKoW, MHOroobpasHon u
nogaBaTbca  Mo-pa3Homy.  Pa3Hoob6pasve  nopauu
MHPopMaLUnM  ABNAETCA 3a/IOTOM  MOCTOAHHOMO  BHUMAaHKISA
PabOTHIKOB K NPOdCOLO3HON AESTENBHOCTH.

PummuyHocme u peaynapHocmeé

Bo MHOrMX HanpaBneHusix MHGOPMALWMOHHOW PaboTbl BaXHO
[06VBaTbCA MOCTOAHCTBA. Hanprimep, 06HOBNeHMe CTeHaa pa3 B
Hefento, CTpPaHWUL, CaiiTa U CoLceTell Mo Mepe MOCTYryieHMs
HOBOCTEM, HO He pe>ke OfIHOTO pa3a B TPW AHS.
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®OPMbl U METOAbI UHOOPMALIMOHHON
PABOTbI

MexnuyHocmHas KOMMyHUKayus
YcTHBIN  CNoco6  [oHeceHMs  MHbOpMaLUN.

Bnarogaps BO3MOXHOCT/ MFHOBEHHOIO Auanora,
3Ta $opMa cumTaeTca camoi 3PpPEKTUBHOIA.

My6nuyHoe ebicmynsieHue

310 AelCTBEHHbII Croco6 MHPOPMMPOBaHUS WiEHOB
npodcotoza. HeobtxogMmo HaMepeHHO UCKaTb U, TeM
6oree, He YrycKatb NloOylo BO3MOXKHOCTb BbICTYMNTDL
nepen pabotHykamn. Haumbonee pesynbraTMBHO
BbICTYIUIEHVE Ha COOpaHY, KOHdEPeHLY, Kpyriom
CTOre, TOpXKeCTBEHHbIX Meporpusisx. CrieayeT UCToNb30BaTb BOIMOMXHOCTL
BbICTYIUIEHA Ha MPOV3BOLACTBEHHBIX 3aCEAHMIAX, COBELLIAHVAX U MIaHEPKaX.

OpdeKBHbI  BBICTYIEHMSt  Mpedcedatend  npodopraHisaumm B
MofPa3feneHsIX 1 Ha YQEHHDbIX yUacTKax MpeanpusTis.

KoHmakmuasa uHgpopmayusa u o6pammas ceasb

«ObpaTtHad CBS3b» — AKTVBHbIA METOA BbIACHEHMA  , « , ¢
MHeHVA paGOTHUKOB, MOBYMJAloWMI VX MposBnaTs B4 |\, @ Qi 1
VHMLMaTVBY 1 00paLLiaThcs B MPOPCOIO3HbINA KOMUTET. -
MHdopmMaLms o MecToHaxoaeH!M NPOPKOMA, CMIMCOK WIeHOB NPodKoma C
JOIMKHOCTAMY Y KOHTAKTHBIMY TerlepoHaMM IoMmKHa ObITb OOLLIENOCTyMHa.

UHghopmayuoHHbIl cmeHO
CTeHp — OCHOBHasA TPaAMLIMOHHasA NMoLwaaKa ana ‘ H w i H ‘
pasmelleHna NpodCcoto3HON NHPopMaLIK, 1 ee -

Heo6XoVMO caenatb MaKC/MasibHO ‘ ‘ ‘ ‘ I ‘

3¢dpekTBHON. UTOOBI CTEHAbl NPUBIEKaNN
BHMUMaHWeE, >KenaTteslbHo, uUToObl OHWM [JaXe BHelHe W3faneka
OTNINYANNCh OT CTeHAOB MNpeanpuATua. VHpopmaums fomkHa ObiTb
pa3buta Ha TemaTuueckne 6noku. Heobxogumo onepaTMBHO
OBHOBNATL MNK YAaNATb yCTapesLUyio MHbopMaLio.
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Meyamuas npodykyusa

ArvTaLyioHHble r1akaTbl, IMCTOBKY, GyKNETD, FraseThl,
XypHanbl,  Gpolutopbl,  MWCbMa,  Kanenpapy,
Mo3PaBEHVIA, MAMATKY, NPecc-pernzbl.

Pabota Mo BbiMycky MeuaTHON  MpomyKuWn k
npefycMaTprBaeT GUHaHCVPOBaHMe M3 CPeacTB
NPOo¢dCOI03HOTO BLOYKETA OPraHN3ALNA.

-

SJIEKTPOHHbIE CPEACTBA UHOOPMALUU

Catim. B coBpeMeHHbIX YCIIOBYAIX CAAT AOIMKeH ObiTb B KaXKOO
NPOQCOI03HON OpraHM3aLK He3aBUCUMO OT €€ UNCIIEHHOCTIA.
Ha caitte pgomkHbl GbiTb NpeaCTaBieHbl: BUUTHAA KapTOuKa,
KpaTkaf CrpaBKa, CoCTaB MnpodKoma, oduLmanbHble
[IOKYMEHTbI, KOJNEKTVIBHbI [OroBOp, HOBOCTY, pesynbraThbl
CMOTPOB-KOHKYPCOB M COPEBHOBaHWiA. Takke HeobGXoauMo

[Pa3mMeCTUTb CCbIJIKK, MO3BOJIAOLLNE >

nepenTn Ha CafTbl BbILLECTOALLIX

NPO¢COO3HBIX OPrAHN3ALINIA,
OPraHOB 3aKOHOMATENbHOM 1 e
VUCTIONHTENBHOM BIIaCTIA. &

. D/1eKmpoHHAsa nouma (1o0KanbHas ceme)

. CmpaHu4Ku 8 COyuaIbHbIX cemsx.

. SMS u mo6usnbHbIe NpusoXeHus
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A

Ans eedeHua onepamusHoli UHpopMayuUoOHHOU
pa6omeoel Heo6xo0uMmoO:

HazHayume OTBETCTBEHHOE NMUO Wn u3bpatb npwu
npodcotozHoM KomuTeTe Komuccuio no
nHGOpMaLMOHHON  paborte.  KenatenbHo,  4TO6
OTBETCTBEHHOE Ao nnm npepcepatenb
MHPOPMALMOHHON ~ KOMUCCUM  SIBAANINCE  YSIeHaMK
NPOdCOO3HOrO KoMmuTeTa. ITO MO3BOAUT OMEPATUBHO
pacnpocTpaHATb MHGOPMALIMIO M UCKITIOUUTD NCKaXKeHne
¢dakTOoB.

Mo BO3MOXKHOCTV obeaneyums TEXHUYECKUMI CPefCTBaMI,
OPITEXHWNKOW,  KOMMblOTepoM  (BK/MoYad  Bbixopn B
VHTEPHET-NPOCTPAHCTBO), MHOMKUTENIbHON TEXHUKOWN 1K
obecneunTb JOCTYN K HAM, MpeABapuUTENbHO MOyYnB
cornacue pabotogatena nubo  3akpenuB AaHHbIN
MOMEHT B KOJINEKTUBHOM [10rOBOpE.

B 6omblmx nNpodCcoto3HbIX OopraHu3auuax —ciegyet
npedycmompems B cMeTe npodOiogkera cpefcTBa Ha
npoBegeHve MHGOPMaLMOHHON PaboTbl.

O6y4ums nNpodaKkTB NHGOPMALMOHHBIM HaBblKaMm. [na
HaUMHAOLLMX Koyer OCHOBbI MHGOPMALIMOHHO paboTbl
npeacTaBneHbl B HACToALEM nocobum. Pacumpintb ceom
3HaHUA uneH npodcoto3a MoXeT HGecrnnaTtHo, 0byyanck No
nporpaMme  BHeApPeHWA  MPOQCOIO3HbIX  3HAHWIA
«BocxoxeHvie», a Tak»ke CAMOCTOATENbHO M3YUNB KHUMA 1
CTaTbM B VIHTEPHeTe.
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OYHKUWN OTBETCTBEHHOTIO JIMLIA (U1 KOMUCCUN)
3A UAHOOPMALMOHHYIO PABOTY

PerynapHoe o6HoBneHne npodcoto3Horo cteHaa. MisrotosneHue
06bABNEHUI, MMCTOBOK, NAKaTOB 1 NPOUYNX MHPOPMALIMOHHbIX
MaTepranos.

CBazb co CMW. HanpaeneHne nHpopmaunn, nponaraHanpyoLen
JeATenbHOCTb MPOQCOO3HON OpraHM3auunW, BO BHELLHWE U
KopnopatuneHole CMW, B BbilecToswme npodopraHbl.
HanpasneHue nHdopmaLmm o Meponpuatuax npodopraHnaLmm s
pa3MelleHA Ha caiitax npenpuaTusa v NMIVP, Ha cTpaHuLax B coLceTax
1 MOOUIbHBIX MPUIOMKEHNSIX.

O3HaKOM/1EHVIE C HOBOCTAIMM NMeYaTHbIX U 3M1EKTPOHHBIX MPOGCO3HBIX
WCTOUHVIKOB C Liefbo MHOPMUPOBaHKA UeHoB Npodcoto3a.

CO3)J,aTb VIHd)OpMaLIVIOHHyIO KOMWUCCHUIO N NpegMeTHO 3aHNMaTbCA
I/IHCI)OpMI/IpOBaHI/IEM YJIeHOB npo¢c0|o3a — 2TO 3HAUYNT NOHMMaTb
BCIO BaXHOCTb W” HeO6XO}J,VIMOCTb MOTUBaLINn I'IpOd)COIOSHOFO
YJI1eHCTBa, COXpPaHeHUA UYNCIEHHOCTN YJ/1eHOB npo¢c0|03a,
noaaepKKm noJIOKMTeJIbHOITO MMNAKa I'IepBl/Il-IHOI‘/II OpraHnsaunn
N pa3BuUTnA I'IpOCI)COIO3HOFO ABUXeHWNA B OTpacin.

Mpepcepatenn gomkeH 3HaThb!

Ecnu npepcepatens npo¢coto3Hon opraHusaumm OyoeT yaenarb
JIOIKHOE BPEeMs 1 (Wb, TO Pe3YJIbTaT He 3aCTaBUT e aaTb. Y pabOTHIKOB
NOSBUTCA MHTEPEC K MPOQCOIO3HON OpraHMzaLMn 1 XKefaHre MPUHATL
yuactvie B ee paborte.

Tonbko MHPOPMMPOBaHHDIE, 3HAIOLLIVIE CBOW MPaBa, MPaMOTHbIE PabOTHIIKA
MOIYT OTCTaMBaTb CBOW MPaBa W WHTEPeCbl. VIMEHHO TaKMe uieHbl
Npodcoto3a AeNaloT NePBNUHYHO OPraHM3aLIio CWIbHOW 1 AEICTBEHHOI!

YCIEX B UHOOPMALMOHHOW PABOTE 3ABUCUT
OT AKTUBHOIO U NMPABUJIbHOIO UCIOJIb3OBAHUA
COBCTBEHHbIX BO3MOXHOCTEN!
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MHOOPMALIMOHHAA PABOTA B NEPBUYHOU

NMPO®COIO3HOMN OPTAHU3ALIUN :
I
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NHpopmayus 0o/mkHa nobyoume pabomHuUKa K
OdelicmeusaM, moJibKo moz20a oHa 0ocmuzHem yesiu!

MHOOPMALMOHHAA PABOTA

NWHOOPMALUOHHAA PABOTA

3TO BakHenwuin ¢akTtop 3PPeKTNBHOM
[EeATeNbHOCTM MEPBUYHON OpraHu3alun.
CoCTOUT 13 KOMMEKCa OpraHn3aLNoHHbIX,
N3[ATeNbCKUX, TEXHUYECKMX W  ApYrux
MeponpuATHiA, HanpaB/eHHbIX Ha
00beKTVBHOE 1 MOJIHOE  OTpakeHue
npo¢$Coto3HoM paboThbl.

NHPopmaumoHHaa  pabota  ABndAeTcs
NPOBOAHMKOM MpPOGdCOIO3HbIX Kaen B
TPYBOBOM  KOJJIeKTuBe, cCrnocobcTByeT
YKPernieHnio MMUKa opraHusaumm u
NpuBIeYEHNIO HOBbIX YNeHOB NpodCoio3a.
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LEAN U 3AAAYUN UHOOPMALIMOHHOW PABOTDI

OCHOBHbIMU Yenamu AeNaomcs:

. npocBelLLeHne uneHoB NpodCoto3a;

BHeApeHne HoBbIX ¢opM  MHOOPMALMOHHOrO
obMeHa MeXay NPopKOMOM 1 UrieHaMKn NPo¢hCoto3a;

ydyactme B pa3BUTUU I'IpO(I)COIO3HOFO OBXeHNA B
oTpacnu;

c6b0op MaTepuanoB o AeATeNIbHOCTA  MPOPCOO3HON
OpraH13aLun Mo BCeM HampaBieHAM paboTbl;

CBOEBpeMeHHoe nHbopMmnpoBaHMe uneHoB
npo¢cotosa o paboTe MpPodPpKoma, BbILLECTOALMX

NPOo¢COO3HbIX OPraHoB;

. MHGOpMUPOBaHME O  CBOel  AeATerlbHOCTM
BblLUECTOALME OpPraHM3aLun B paMKax «obpaTHON

CBA3U»;

. yCuneHne MOTMBaUMKU MPOdCO3HOMO USIEHCTBA U
POCT aKTMBHOCTM ujieHoOB npodcoto3a Mo 3awute
CBOVIX TPYAOBbIX M COL|MaNbHO-3KOHOMMYECKMX MPaB.
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OCHOBHbIMU 3a0ayamu A6/1aImca:

- pacckasatb paboTHMKAM O MepBUYHOWN OpraHM3aummn u
oTpacneBom [podcotoze, ero uenAx, 3agavax u
HanpaBieHKAX paboTbl;

- NMHPoOpMUpPOBaATb O TeKyllel Mnpodcoto3Hon paboTe,
BblJensAa Hanboriee Ba)Hble U 3HauMMble COOLITUA B
JeATenbHOCTM  NpodKoma, TPYyAOBOrO  KOJJIEKTUBA,
lopopckoro CoeeTa MNMP, LIK npo¢cotoza, MO n ®HMP;

- MHOGOPMMPOBATH U Pa3bACHATb U3MEHEHVA B NTOKAJIbHbIX
HOPMAaTMBHbIX  aKTax npeanpuaTna  (opraHusauumn),
3aKoHofartenbcree PO;

- MOTUBMPOBATb PAGOTHWKOB Ha BCTYMNeHWE B UJieHbl
npo¢coio3a 1 aKTMBHOe yuyacTve B paboTe MepBUUHON
opraHusauuu;

- CO3[aBaTb U MOAAEPKUBATb MONOXKUTENbHbIA UMUK
npo¢coto3Ho opraHm3auum 1 NMpodcotosa B LiEIOM.
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HANPABJNEHUA U NMPUHLIUIMDI
MHOOPMALNOHHOMNPABOTDI

OcHo8Hble Hanpaes/ieHus UHOpMAayUOHHOU
pabomeoi:

- CO3faHvie 1 perynspHoe oGHOBMIEHVE MPOdCO3HOrO
cTeHAa;

- BbIMYCK M/akaToB, Opolop, OYKNeToB, XYypHasnos,
NINCTOBOK, Npecc-pesnzos.;

- pasmelleHne npo¢pcoto3Hon UHoOpMaLUK B MeYaTHbIX
N3[aHunsX, CaliTe 1 B IOKaNbHOW CETU NpeanpusTus;

- pa3melleHne nHpopmaumm Ha cante NMP, B coumanbHbIX
ceTaAx, MobunbHbIX NpunoxeHnsax WhatsApp n Viber;

- pa3MelleHne cTatenm o I'IpO(I)COIO3HOﬁ neATes/ibHOCTN B
cMK;

- BbICTYrieHne I'IpO(I)aKTVIBa Ha COBellaHNAX, CeMUHapax,
C06paHVIFIX TPyAOBOIro KOJ1eKTnBa;

- nNoAnncKa Ha rasety «COJ'II/Iﬂ,apHOCTb»
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OcHo8Hble npuHyuUnNbl UHOpMAYUOHHOU
pabomer:

MmacHocmo u OMmKpbsimocmbs

MHbopmaumnoHHaa paboTa npu3BaHa obecneunBaTb
MaKCMManbHYO OTKPbITOCTb U JOCTYMHOCTb K 06CyKAeHNo
paboTbl NpodcotozHoro komuteta 1 Ffopoackoro Coerta.
Pabota pomkHa OblTb BCECTOPOHHEN, MOCTPOEHHOW Ha
OCHOBe daKT1UyecKoro marepuana, NpoLeccoB U ABMEHWUN,
NMPONCXOAALLMNX B PeasibHOW XM3HM TPYAOBOro KONMeKT/Ba
N npodCcoto3HON opraHu3aumn. Bcerga npospauHoi u
MOHATHON KaXKAOMY PabOTHMKY.

,[locmynnocmb, aKmyaJibHocmb U
onepamueHocmb

NHpopmaums LOJIKHa 6bITb MaKCMMasibHO
CBOEBPEMEHHOW, aKTyaslbHOW, MOMIe3HOW W afpecHOMN.
BaxkHO, uT06 OHa 6blN1a JIErkol B MOHMMAHUK 1 MPOCTON B
npumeHeHun. LononHuWTenlbHOW WHpOPMaLUen [OOSKHbI
obnagaTb nNpepcedatenlb WM OTBETCTBEHHbIA  UfleH
npodKoma, KoTopble 0653aHbl Pa3bACHATb U OTBeYaTb Ha
BOMpockl paboTHMKOB. HefgonycTmo pasmelyaTb HOBOCTb
npoleuler oaTon.





