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YOaneHHble pabo4yune cToNbl B

PaboTa 3a KOMNbLIOTEPOM — OCHOBHOE pabouee MecTo AN MUAIMOHOB NI0AEN.

DOna paboTbl COTPYAHMKMU UCNONDB3YIOT: Nanku Ana AOKYMEHTOB, MOYTY, KOMMbIOTEPHbIE NPOrPaMMbl
(1C, Word, Excel, Power Point, Outlook, Acrobat Reader, Zip apxusaTop, AHTMBUpPYC, Chrome, 1 1.4.)

Kaxablii feHb pa3Hble CI0XKHOCTM BO3HUKAIOT NPU paboTe 3a KOMNbIOTEPOM:

e [Iporpammsbl U LOKYMEHTbI TOPMO3AT, KOMMbIOTEP CTAPbIN;

e TpebytoTca 0O6HOBAEHUA NPOrPaMMm, AOKYMEHT OT KJAMEHTa He OTKpblBaeTcs 6e3 06HOBAEHMS;

e KomnbloTep MM NpOrpamma 3aBuc/ia, LOKYMEHT He COXPaHMUCA, 3aHOBO HYXKHO AenaTb;

e  COTPYAHUK BbIIOKMWA UK OTPEAAKTMPOBAN AOKYMEHT B Narke, a APYron COTPYAHWUK He BUAUT
MFHOBEHHO JOKYMEHT, TPATUT BPEMA Ha OXuAaHWe AMbo NpocuT nepecnatb AOKYMEHT B MOYTY;

e HoBOMy COTPYZHMKY HAaCTPaMBAOT KOMMbIOTEP U AOCTYMbI 0 HECKOJIbKUX AHEN;

e CoTpyAaHWK 3abbln NAaposib, HE MOXKET MFTHOBEHHO BOCCTAHOBUTL €ro H6e3 3asBKM HA NMOMOLLb;

o Ecnn pyKoBOAUTE/Tb XOYET OTKPbLITb NN OFPAaHNYNUTL AOCTYN COTPYAHUKY K NManke — Hy>XHa 3aABKa
B CNY}KOy nopaep:kku, 6e3 UT cneumanncta Helb3s HAaCTPOUTL;

o COTPYAHUK HE MOXKET NOAYYUTb JOCTYN K AOKYMEeHTam BHe oduca, MOSTOMY KONUPYET Kakne-To
dainbl B INYHbIE 06M1aYHble XPaHMAULLA WAM NOYTY — BEPCUN AOKYMEHTOB MyTAOTCA, BaXKHble
OOKYMEHTbI MONaAatoT B OTKPbITbIN MHTEPHET;

o COTPYAHWK COXPAHAET M KONUpPYeT AOKYMEHTbI Ha CBOM KOMMbOTEP, 3a0blBan COXPAHUTL B OOLLYIO
nanky — Npun NO0Z1I0MKe KOMMNblOTepPa, YBOJ/IbHEHUN COTPYAHUKA AOKYMEHT TEPAETCA,

o COTpyAHUK He MOKeT paboTaTb C JOKYMEeHTaMK BHe oduca — MeaIeEHHO pearnpyeTt Ha cobbITUA
n obcToAaTenbcTBa IMHO KONMPYET [OKYMEHTbI B IMUYHbIE 06/1aKa M NOYTY, HapyLLan 6€30NacHOCTb;

e A elle BCe CNOXKHOCTM NO 3aKOHY NOA/10CTM BO3HMKAIOT B Hepaboune yackl UT cneumanuncra

CompyOHUKU KaxOblli 0eHb mpamsam spemMs Ha yCmpaHeHuUe C10XHocmel, mpamam epems
pyKosodumesnell, 0ensacb c8OUMU SMOYUAMU U MPUYUHAMU 300epHKU CPOKOS.

YT1o penarotT KomnaHum ana noaAaepiKkKu pa60'rb| COTPYAHUKOB HA KOMMblOTEpE:

e [loKynaloT HOBble 4OPOrMe KOMNbIOTEPbI, YTObbI paboTanu bbicTpee;

e [loKynatoT UM apeHayoT cepBepa, YToObl XPaHUTb NanKM U OKYMEHTbI Ha cepBepe;

e TpaTAaAT AeHbrM Ha cCepBepHOE NOMELLEHUE, INEKTPUYECTBO, 3aN4aCTU, PEMOHT;

e [okynatoT nmueHsmm MS Office, 1C, otaenbHo nnaTaT 3a 0bnayHoe xpaHuauuie, paboTatoT ¢
pa3HbIMW NOCTaBLLMKAMM, YTOObI OpraHM30BaTb PaboTy COTPYAHMKA 33 KOMMbIOTEPOM;

e HaHumatoT UT cneumanncTos (B WUTAT UM Ha ayTCOPCUHTE) ANA pelleHna Npobaem coTpyaAHUKOB
npu paboTe Ha KomMnbloTepe;

e TpataT BpemMss M AeHbIM Ha COTPYAHWKOB, KOTOPblIE HAHMMAOT M aaMUHUCTpUpyoT UT
CNeumasmncToB B LUTATE MW KaK ayTCOPCUHT;

e [lepensaunMBaloT 3a IMLLHME CepBepa, MOCKO/IbKY BCerga AoNXeH ObiTb 3anac pecypca
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C Kakumun npoﬁnemaMM CTAaZIKUBAIKOTCA PYKOBOAUTE/IU U B1aAeNbl bl KOMMNaHUM:

e [Ipobaembl ¢ 6€30MaCHOCTbIO U YCTOMYMBOCTLIO: B C/y4ae MOTEPU WMAN U3BATMA KOMMbIOTEPaA
AaHHble CTaHyT AOCTYMHblI TPETbUM JIMLAM, B C/y4ae U3bATUA cepBepa paboTa MOKET ObiTb
napanu3oBaHa, flaHHble NonNaayT B pyKu Hegobpoxenatenen (He byaet BpemeHu Ha 3almTy);

e [lpobnembl c 6e3onacHocTbiO: cBon UT cneumnmanmnct, UMeeT, Kak NpaBua0, HEKOHTPOUPYEMbIi
JOCTYN K pJaHHbIM - KomnaHun. WT chneumanucty npouwe, 4Yem nt0bomy COTpyaHWUKY,
HEeCaHKLMOHMPOBAHHO NepeaaTb AaHHble KOMNaHUK TpeTbum amuam. Ceo UT cneymanmcT, Kak

NpaBuIo, 3HaeT U MOHMMAET KOHTEKCT U LLeHHOCTb AaHHbIX KOMMNaHWK;
e OcTaHOBKa paboTbl M NOTEPA AOKYMEHTOB: B C/lyYae NOJIOMKU CepBepoB UK MX YacTen paboTa
MOMEeT OCTaHOBUTLCA, AOKYMEHTbI MOTYT NOTEPATLCS;
e  3aBucumoctb oT UT cneumanncrta: pykoBoamuteib He MoskeT 6e3 nomolum UT cneumanmcTa 6bICTpo
MOAK/YMTL AOCTYN K paboyemy MecTy COTPYAHUKA, NMMBO OTKAOUUTb B C/yHae YBObHEHWS;

e [loTepa AaHHbIX YAANEHHbLIX COTPYAHUKOB: MpuBAEKaAa BHELWHUX U YAANEHHLIX COTPYAHUKOB,
AaHHble OCTAlOTCA Ha KOMMbIOTEPAX TAKMX COTPYAHMKOB NOC/e NpeKpaLeHna paboTbl;

e B n060e Bpemsa MrHOBEHHO NOAKNKOYUTL FOTOBOE paboyee MecTo COTpyAHNKa O CMapTdOHa3;

e  MNCKNOUUTb YKasaHHble CNOXHOCTU COTPYAHMKOB Npu paboTe Ha KOMMblOTEPE — pelleHue
YCTPaHAET camu NPUYMHbLI U NOBOAbLI 0OPALLEHUA 33 TEXNOALEPHKKOM;

e YnpaBnaTb AOCTYNaMu co cMapTdOHa, MEHATb NapPO/b K paboyemy MecTy C MOMOLLbIO CMC KOAa;

e [lonyunTb yKe HacTpOoEeHHble NNLEH3NOoHHbIe nporpammbl 1C, Word, Excel, apyrue nporpammbl
MS Office, He nepenniayMBaTb 3a HUX OTAE/NbHO, KOMMbIOTEP HEe BYAET TOPMO3UTD;

e Jlerko u 6e3onacHo paboTtaTb Kak B oduce, TaK U yAANEHHO U3 NOOOM TOUYKM MUpPA, XPAHUTb
[JaHHble 6e30NacHO N HaAEKHO, UCKIIYNUTL 3aBUCUMOCTb OT UT cneumanmncra;

e HuKaKumx cBOMX CepBepoB, 3anyacTeil, pPEMOHTA — BCE B HaLEKHOM M be3onacHom obnaKe;

e Ha KomnbloTepe HeT AaHHbIX — HEBO3MOXHO UX NOTEPATb UM U3BATD;

e CoKpaTuTb B pasbl INLLHME AENCTBUA U pacxodbl KoMnaHun Ha UT noanepKKy cOTPYyAHUKOB;

e MrHOBEHHO NOAKAOYATh K 3a43a4am CrneLmanncToB U3 pasHbiX FOPOAO0B M CTPaH, No/yyas LeHHYIo
3KCMNEepPTU3Y M COKpaLLLas pacxodpbl Ha NepcoHan;

Dna 6bicTpoii u 6ecnepeboiiHoit paboTbl HEO6XOAMMO TONBKO:

®  Komnbromep A06ol MapKu, 803pacma U MOWHOCMU Uau CMApmMoH;
e 00bI4HbIl (Oaxce He oyeHb bbicmpeili) docmyn K UHMepHemy

HMKaKMX CI0KHbIX 3aNPOCOB, Ka/IbKY/IATOPOB U aHKET, HUKaKNX OXKMAaHMIN NOAKA0YEeHMA — 1 KAMK U Bawl
roToBbIY HACTPOEHHbIN Pabounii cToN OTKPLIT ANA paboTbl B N1060e Bpems CYTOK.

Ana Koro 310 pewweHune: Manbiii n cpeaHuit bUsHec, B KOTOPOM COTPYAHUKM paboTatoT Ha KOMNbOTEpPax
¢ nporpammamun Word, Excel, gpyrumum nporpammamm MS Office, 1C, uCnonb3ytoT UHTEPHET U T.A4.

Ana cnpasku:

dakmuyeckaa cebecmoumocme UT obcayxwcusaHua 1 paboye2o mecma compyOHUKa 8 pocculickol
KomMmnaHuu 4ucneHHocmoto 300-500 uyenosek cocmasssem 8 cpedHem 7 000 — 8 000 pybneli Ha 1
compyOHUKa 8 mecAy, 6e3 y4éma cmoumocmu KoOMneromepa compyOHUKA.



