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OnTumMusauua 6usHec-npoLeccoB

Anmartsbl, KasaxcTaH

MbI U3yunm Bce npoLecchl B Ballei KoMNaHMU U NPeaoXuM BapuaHTbl UX ONTUMU3aLUM UCMONb3Ys NPOrpaMMHble BO3MOXHOCTH
Microsoft Office (Excel, Word, Outlook, Access, PowerPoint u ap.), a Tak)e, Ha OCHOBE JaHHOTO KOMMJIEKCA Nporpamm, pa3paboTaem u
BHEAPWUM UHCTPYMEHTbI, KOTOpble NMO3BOMAT BaM yBeNIMUMTb NPOM3BOAUTENBHOCTb TPyAa CBOUX COTPYAHUKOB 60/lee YeM B 2 pasa U
BbICBO60OAMTL paboyee BpeMsi COTPYAHUKOB Ha 60siee BaXkHble Aena WK Ha Te, Ha KOTopble paHee NPOCTO He 6bl/10 CBOGOAHBIX
pecypcos.

Bbl cmoXkeTe:

« MepepacnpenennTb paboTy BHYTpY NoapasgesneHuis;

+ CHM3UTb pacxobl Ha 3apaboTHYLo Nnary;

* YBENNYMTb NPOAYKTUBHOCTb U 3 (DEKTUBHOCTb paboTbl COTPYLHMKOB;
* U3MeHnTb Noaxon B Nof6ope nepcoHana Ans ToM UM UHOW NO3ULUN.

Hala pa6oTa npoxoauT B 3 aTana:

1. O3HaKOMneHMe ¢ 6U3Hec-Npoueccamm BHyTpu KomnaHum, aHanms "y3kux" MecT U NOTPe6GHOCTEN, Bblgavya 3aKH0YeHUs 1
npeasioXeHn No onTumMm3auum;

2. PaspaboTka Heo6x0ANMbIX POPM LOKYMEHTOB, ONTUMMU3ALMA CYLLECTBYHOLLMX OKYMEHTOB U NMPOLLECCOB, aBTOMaTU3aums
hopmMmMpoBaHUs YacTn [OKYMEHTOB, HanMcaHue MHCTPYKLUIA C ONMcaHWeM HOBbIX GU3HEC-NPOLIECCOB, @ TakXKe C OnMcaHMeM nopsaka
paboTbl C HOBbIMU AOKYMEHTaMu;

3. BHeapeHue HoBbIX 61M3Hec-NPoLEeccoB U AOKYMeHTOB, 06ydeHune nepcoHana adhdekTneHoi paboTe B MS Office (Excel, Word, Outlook,
Access, PowerPoint 1 p.), oTnaxueaH1e NpoLeccoB U CONpoBoXAeHne KoMmnaHuy No OKOHYaH o Bcex paboT.

[To3BOHWUTE K HaM cenyac 1 y3HanTe Kak B CTO/Ib HENPOCTOM SKOHOMUYECKOM CUTYaL MK B CTPaHe, He NPOCTO CAKOHOMUTb AEHbIN, HO U
YBENNYNTb NMPON3BOAUTENBHOCTb U 3D (EKTUBHOCTb PaboTbl COTPYAHWKOB Baluei komnaHuu!
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Ycnyru, npegnarato
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