OO111eCTBO € OTPAHMYCHHOI OTBETCTBEHHOCTBIO
«MEXPEI'MOHAJIBHBIMM MHCTUTYT ITIOBBIIIEHW ST KBAJIMOUKAILTN
N ITEPEITOAI'OTOBKI»

YTBEPXKJIAIO
p OO0 «MUITKHUII»

E.A. HlecTonanosa

15.07.2019r.

JONMOJIHUTEJIBHAS ITPO®ECCHOHAJIBHAS ITPOT'PAMMA
(moBbIlIeHNE KBAJTUPUKALIUN)

«IloBbllICHHME lTpOd)CCCI/IOHaJ'IBHOFO YPOBHA ICAArorndycCKoro

pabotHuKa nocpeactsoM ucroab3oBanus MKT. Tabauudelil mporneccop
Microsoft Office Excel»

CocraBuTe]ib NPOrpaMMBbI:
Curnukona E.A.

JIntenk



I. IlosicHuTeIbHAA 3aNMCKa

[Iporpamma Microsoft Excel nmpeanaznadena ansg paboThl ¢ 3IEKTPOHHBIMU
Ta0JauIaMH, TO3BOJISIONIMMU COOUPATH, BBIYUCISITH, aHATU3UPOBATH U HATJISIAHO
MPECTABIATh KOJUYECTBEHHYIO U TEKCTOBYIO MH(popmaluio. Excel mpakruuecku
He3aMEeHHUMas IporpaMmma B J1r000i mpodeccuu.

3HaHUA W TMPAKTUYECKHE  HABBIKM  HMCIOJIb30BAHUS  PACIIUPEHHBIX
Bo3MoxkHOcTel Microsoft Office Excel mo3Bomstor sddexktuBHO paborath ¢
OOoJIBIIMMHU 00BEMaMU JAHHBIX, MTPOU3BOJIUTh UX CIOXKHBIA aHan3, 3(hPEKTUBHO
UCIOJb30BaTh BCTpoeHHble ¢GyHkImu MS Excel u Makpocbl, a Takxke
MMIIOPTUPOBATH JIaHHbIC, 3aIHUIIATH U HATJISIIHO MPECTaBISIThH UH()OpMAIIHIO.

Pabounii yueOHbIN I1aH COAEPIKUT MEPEUEHb YUEOHBIX MOIYJIEH C yKa3aHUEM
BPEMEHHM, OTBOJMMOIO Ha OCBOCHHME YYEOHBIX MOAYJEH, BKIOYas BpeMs,
OTBOJMMOE Ha TEOPETUUECKUE U MPAKTUUECKHUE 3aHATHS:

Monynsb 1. «OcnoBbl Excely.

Monyib 2. «DopMysbl U GYyHKIIHI.

Monynsb 3. «PaboTa ¢ JTaHHBIMUY.

Monynsb 4. «Pacuimpennbie Bo3moxkHocTH Excely.
Monyns 5. «IIponBunyTtas pabora ¢ popmynamu B Excely.

VYcnoBusa peanuzanuu paboyedl mporpaMMbl COAEPKAT OPraHU3alMOHHO-
MeJarornueckue, KajapoBble, WHPOPMAIIMOHHO-METOJAMYECKHE U MaTepHalbHO-
TeXHUYECKUE TpeOOoBaHUS. YueOHO-METOAUYECKHE MaTepualibl 00ecleurnBaroT
peanuzaiuio paboudeil mporpamMmel.

Pabouas nporpamma MpeayCMaTPUBAET JIOCTaTOYHBIN TS
COBEPIICHCTBOBaHUS  MPOPECCHOHANBHBIX  KOMIIETEHIMA W pa3BUTHUSA
MPAKTUYECKUX HABBIKOB CIyIIATENIe 00BbEM MPAKTUKH.

I1. Paboumii y4yeOHBbIN IJIAH

Tabmuua 1
KonnuecTBo yacos
YyeOHbIe MOIYIH B ToM uucne
Bcero
Teopernueckue | Ilpakrtuyeckue
3aHATHUS 3aHATHUS

Mopaysnb 1. «OcHoBbI Excel». 14 7 7
Monaynb 2. «@opMyIibl U GYHKLIHANY. 14 7 7
Monyib 3. «PaboTa ¢ TaHHBIMIY. 14 7 7
Monyns 4. «PacmmpeHHblE  BO3MOYKHOCTH 14 7 7
Excel».
Monyns 5.  «llpomBunyras  pabora ¢ 14 7 7
dopmynamu B Excely.
Htorosas arrecranus 2 2




HUTOI'O: 72 35 37
Kanennapubiii yueOHbId rpaguk
Tabnuua 2
Buner pabot Kon-Bo yacos
Teopernueckne TUCTAHIMOHHBIE 3aHATUS 35
[TpakTHyeckne JUCTAaHIIMOHHBIC 3aHITUS 35
Htorosas arrecranus 2
HUTOI'O: 72
II1. Paboyune nporpaMMbl y4eOHBIX MOIY 1€
3.1. Moayas 1. «OcunoBbl Excel».
Pacnpezle.ﬂelme yqeﬁﬂmx qacoB 110 TeMaM
Tabmuua 3
KonnuecTBo yacos
HaumenoBanue rem B ToM uucne
Beero | Teopernueckue | IIpaktuueckue
3aHATHUS 3aHSATHS
Ocnogsl Excel. 14 7 7
14 7 7
HUTOTIO:

3.1.1. OcuoBbI Excel.

3HakomcTBO c Excel. Co3gaHue 1 oTKpbITUE paboumx KHUT. COXpaHEeHME KHUT U
obwwmi goctyn. OcHoBbl paboTbl ¢ AYeMKamn. MU3meHeHUe cTonbuoB, CTPOK U AYEEK.
d®opmaTtmpoBaHme syeeKk. OCHOBHble cBeaeHMA 0 nucTe Excel. PasameTKa cTpaHuubl.

[TeyaTb KHUT.

3.2. Moayab 2. «®@opmyJibl H PYHKIHH»

Pacnpezle.ﬂeﬂne yqeﬁﬂmx Y4acCoB 110 TEMaM

Tabnuua 4

KonnuectBo yacos




HaumenoBanue tem

B ToMm uucie

Beero | Teopernueckue | IIpakTuueckue
3aHATUSA 3aHATUSA
dopmytbl U GYHKIHH. 14 7 7
14 7 7

HUTOI'O:

3.2.1. ®opmyJbl 4 PYHKIUH.

MpocTtble popmynbl. CroxkHble popmynbl. OTHOCUTENbHbIE U abCcoNOTHbIE

cCcblNKkK. Popmysibl U GyHKLMN.

3.3 MoayJsb 3. «Padora ¢ JaHHBIMID)

Pacnpezle.ﬂeﬂne yqeﬁnmx YYacCoB 110 TEMaM

Tabmuua 5

KonnuectBo yacos

HaumenoBanue tem

B ToMm uucie

Bcero | Teopernueckue | Ilpaktuueckue
3aHATHUS 3aHSTHS
Pabora ¢ maHHbIMH. 14 7 7
14 7 7

HUTOI'O:

3.3.1 Pa0orTa ¢ 1aHHBIMHU.

YnpaBneHue BHELWHUM BUAOM paboyero nncta. CopTmpoBKa AaHHbIX B Excel.

®dunbTpauma gaHHbIX B Excel. PaboTa ¢ rpynnamu n noaseaeHue utoros. Tabaunubi B

Excel. Anarpammbl 1 cnapKknamHbl.

3.4 MoayJs 4. «Paciimpennbie Bo3MoxkHOcTH Excel»

Pacnpezle.ﬂeﬂne yqeﬁnmx Y4acCoB 110 TEMaM

Tabauna 6

KonnuectBo yacos

HaumenoBanue tem

B ToMm uucie

Beero | Teopernueckue | IIpaktuueckue
3aHATHS 3aHSTHS
Pacmmpennsie Bo3moxuHocT Excel. 14 7 7




14 7 7
HUTOI'O:

3.4.1 PacmupenHbie Bo3mMoxkHocTn Excel.

PaboTa c NpUMEeYaHUAMM N OTCNEKNBAHME UCMPABAEHWNI. 3aBepLUeHne n
3aWmTa paboumx KHUr. YcnosHoe dopmaTtupoBaHme. CBOAHBIC TAOIUIIBI M AHAIN3
JIaHHBIX.

3.5 MoayJs 5. «IIpoasunyras padora ¢ popmyaamu B Excel»

Pacnpezle.ﬂeﬂne yqeﬁnmx YYacoB 110 TEMaM

Tabnuua 7
KonnuecTBo yacos
HaumenoBanue rem B ToM uucne
Beero | Teopernueckue | IIpaktuueckue
3aHATHS 3aHSTHS
[TponBunytas pabora ¢ popmynamu B Excel. 14 7 7
14 7 7
HUTOTIO:

3.5.1 IIpoaBunyras padora ¢ popmysaamu B Excel.

Pelaem 3a4a4uM C NOMOLLbIO IOrMYeCcKuX GyHKUMN. MNoacyeT n cymmmnpoBaHme
B Excel. PaboTa c gatamun u BpemeHem B Excel. [Monck gaHHbIX. PaboTa ¢ maccuBamm
B Excel.

IV. Ilnanupyembie pe3yabTaThl 0CBOCHUSA Padoveil MporpaMmbl

[IpuoOpeTeHne u COBEPIICHCTBOBAHME HABBIKOB palbOThl HA OCHOBE
nporpammbl Microsoft Office Excel 2010.

B peE3yJdbTaTe 0OCBOCHUA paﬁoqeﬁ MnporpamMmasl CaymarTte/Jau J0/J°KHbI 3HATh:

* KaK OOJIETYMTH 3aJayd [0 CO3/IAHUIO CBSI3EH MEXKIY SYEeUKaMU pPa3HbIX
JIMCTOB U KHUT;

* Ha0Op BCTPOEHHBIX (PYHKIHI, MUHUMAIHLHO HEOOXOJAMMBIX ISl PEUICHUS
MOBCEIHEBHBIX 33]1a4;

* Kak JenaTh (UIbTPALMIO HATJISTHOM;

®* KaK 3alllUTUTh pe3yJbTaThl CBOEW pabOThl M UCKIIOYUTh B HHX
HeXKellaTeIbHbIC JEeHCTBUS;




¢ ocuoBbl Microsoft Office Excel 2010.
B pe3yabTarte ocBoeHusi padoueii mporpaMMbl CJIyIIATEH J0LKHBI YMETh:

* BBIJCIATH TYCHKN aBTOMATHICCKU B 3aBUCUMOCTH OT yCJIOBHIA,

* CO03/1aBaTh BHINAJAIONINE CITUCKH;

® HCIOIh30BATh «yMHBIC TAOIHIIBI»;

* ObICTpO M 0€3 OIMIMOOK CO3/1aBaTh HTOTOBBIC TAOIHUIIBI HA OCHOBE OOJIBIIIOTO
KOJIMYECTBA UCXOIHBIX JINCTOB U (DaityioB;

* co3zaaBath npasuia GOpMaTUPOBAHUS C MPUMEHEHUEM (POPMYIIL.

V. YciaoBus peajusanuu padoyeid nporpamMmMbl

5.1 Opraau3anMoOHHO-IIE1arOTUYECKNE yCIOBUSA 00€eCIeuynBarOT
peanuzanuio paboyedl mporpaMMmbl B MOJHOM O0BEME, COOTBETCTBHE KadyecTBa
MOATOTOBKU  CIIylIaTeJIed YCTAaHOBJICHHBIM TPEOOBAaHUSM K IUJIAHUPYEMbBIM
pe3yibTataM, COOTBETCTBHE MPHUMEHSEMBIX CpPEACTB M METOJIOB 0OyueHus,
MHTEpecaM U MOTPEOHOCTAM O0yJarOIIUXCSI.

Jlns  ompeneneHusi COOTBETCTBUSA MPUMEHSIEMBIX CPEICTB M METOJIOB
oOyueHus UHTEpecaM U MOTPEOHOCTSIM 00yYaroIMUXCsl MPOBOJUTCS TECTUPOBAHUE
C IOMOIIIbIO COOTBETCTBYIOIIUX TECTOBBIX MATEPHUAIIOB.

5.2. ®opma 00yueHHUs] — NUCTAHIIMOHHAS, CPOK OCBOEHUS MPOrpamMMbl — 72
yaca.

5.3. llepmarormueckue paOOTHUKH, peATU3YIOLIUE JOMOJHUTEIbHYIO
npodeCCUOHANIBHYIO MporpaMMmy  (THOBBIIICHHE KBadu(dUKalMU) 1O TEMe
«lloBpiieHHEe  MPO(ECCHOHAIBHOTO  YPOBHS — MEAAroru4eckoro  pabOTHHKA
nocpeactBoM ucnonb3oBanuss MKT. Tabmuunbiii nponeccop Microsoft Office
Excel», ynoBneTBopsitoT KBadu(UKAIMOHHBIM TPEOOBAaHUAM, VYKAa3aHHBIM B
KBaJTU(UKAIMOHHBIX CIPABOYHUKAX MO COOTBETCTBYIOUIUM JOJIKHOCTAM U (WJIM)
npo¢eCCUOHANIBHBIX CTaHIapTaX.

5.4. Jluua, xenaroline OCBOUTH JOMOJHHUTENbHYIO MNPO(EeCCHOHAIBHYIO
nporpaMMmy, JOJKHBI HMETh CpeHee WM BbIcliee MNPOPecCUOHATBHOE
oOpazoBanue. Hanmume ykazaHHOTO 0Opa30BaHUS JIOJDKHO MOATBEPKAATHCS
JOKYMEHTOM rOCYJapCTBEHHOI'0 WJIM YCTAHOBJIEHHOIO 00pa3ua.

5.5. HuadopmanmoHHO-METOANYECKHE YCIOBUS peainu3aluu padodeit
MPOTPaAMMBbI:
- y4eOHBIH IUIaH;
- KaJeHJapHbIi yueOHbIN rpaduK;
- onKcaHue y4eOHbIX MOIYJICH;



- METOJIMYECKHE MAaTepHUaIIbl U Pa3pabOTKH.

5.6. MaTepuaibHO-TEXHUYECKHUE YCIOBUSI pealin3aluu padoueil mporpaMMel.

Tabmuua 8
No HaumenoBanuit Bun 3anarTuit HaunmenoBanue
n/n CIELIMATIM3UPOBAHHBIX o0opy0BaHus,
ayIUTOpUil, KaOMHETOB IPOTPaMMHOTO
o0ecrneyeHus
1 o(ucHoe nomerieHue TEOPETUYECKOE 3aHATHE, KOMIIbIOTEP, 0a30BBIi
NPaKTUYECKOE 3aHsTHE, MaKeT MPOrpaMMHOI0
KOHCYJIBTallUOHHOE obecnieuenus s opuca,
3aHsATHE MHTEpHET

VI. Cucrema olieHKH pe3yJibTATOB OCBOeHHsI padoyeil MporpaMmbl

[ToBbilieHKe KBanM(pUKaAIMU 3aBEpIIACTCS UTOTOBOW arTecTanuen B opme
TECTUPOBAHUSL.

TecTupoBanue NPOBOAUTCS MO yY€OHBIM MOYJISIM:

Monynsb 1. «OcnoBbl Excely.

Monyib 2. «DopMyIbl U GYyHKIIHI.

Monynsb 3. «PaboTa ¢ JTaHHBIMUY.

Monynsb 4. «PacummpeHnHbie BO3MOXXHOCTH Excely.
Monyns 5. «IIponBunyTtas padora ¢ popmynamu B Excely».

OO0BeKT OLCHKM: BBIIIOJTHCHHBIC IIPAKTUYCCKHUEC U TCCTOBLIC 3a1aHHA.
ITokazarenu OLICHKM: 3a4TEHO/HE 3a4TCHO.

OpFaHI/ISaHI/IH OLCHHMBAHUA: 3JICKTPOHHOC TCCTUPOBAHHUC.

OHpGI[CJ'ICHI/IC pe3yjibTata OLOCHHMBAHUA: «3a4YTCHO» BBICTABIICTCA IIPU

YCIIOBHM TPABUIIBHOTO BBITIOJHEHUSI HE MeHee 80% MpakTUYECKUX U TECTOBBIX
3aJIaHUH.

IIpakTuyeckue 3aHATHS ISl CAMOKOHTPOJIS BbINOJHSIOTCS B
cBoOOaHOM hopme.

TecToBBIE 3aJaHudA AJs NPOBCACHUA UTOIOBOI0 KOHTPOJIA

[Io pe3ymbraTaM HTOTOBOTO TECTUPOBAHUSA BBIIACTCS YIOCTOBEPECHHE
YCTaHOBJICHHOT'O 00pa3ua.

VII. Y4yeOHO-MeTOAMYECKHUE MaTepuaJbl, o0ecreuynBaKOIIUe
peasiu3anuo padodeil MporpaMmmabl.

Y4yeOHO-MeTOANUECKHUE MaTepHUalIbl TPEACTABICHBI:

7



- paboueil TONMOMHUTENBHON NpodeccuoHanbHON TporpaMMoi (TIOBBIIIEHUE
kBamupukauur) 1o Teme  «lloBhilieHHE  TPOPECCHOHATBHOTO  YPOBHSA
MeIaroruyeckoro paboTHUKA MmocpeacTBoM wucmnoiab3oBanus MKT. Tabmuunblid
nporieccop Microsoft Office Excel», yTBepxaeHHON B yCTaHOBIEHHOM MOPS/JIKE;

- TECTOBBIMH BONpPOCAMHU [JIsi TPOBEJICHHUS UTOTOBOM aTTecTaluu

oOyuarommxcs, YTBEPKJIECHHBIMU PYKOBOJUTEIEM OpraHu3aIuu,
OCYULIECTBIISIONIENH 00pa30BaATENBHYIO AEATENBHOCTD.
- JINTEPATYPOl.

VII. Cucok ucnosib3yemMoil JIuTepaTyphbl.
Jluteparypa:

1. ITaaemu B.H., Anoxuna U.}1O., Kononenko M.H., 3enzepos B.1.
HauanbHblil Kypc HHPOPMATUKH JIJI51 TTOJIb30BaTENeH IEPCOHATBHBIX
KoMIIbIOTepoB / Y4.-metoa. mocooue. — Jlonenk: JJouHTY, 2006. — 235 c.
2. TapnaeB A. Ucnons3oBanne MS Excel u VBA B sxoHOMUKE U
¢unancax. — Cankr-Ilerepoypr, BHV, 1999. — 336 c.

3. Ilepcon P. Microsoft Excel 97 B nognmuanuke. T. I. — CaHkT-
[TerepOypr, BHV, 1997. — 1272 c.

4. JlaBpenoB C.M. Excel. COopHuK npumMepoB u 3agad. — M.: @UHAHCHI U
cratuctuka, 2003. — 336 c.: u.

5. Jy6una A., Opnosa C., lllyouna U., Xpomos A. Excel nns
SKOHOMHCTOB U MEHEKEPOB. DKOHOMUYECKHUE PACUETHI U
onTUMH3aIMoHHoe MoaenupoBanue B cpeae Excel. — CII6.: ITutep, 2004. —
295 c.: un.

6. Kounpan Kapn6epr. buznec-ananus ¢ nomouisto Excel 2000.: YueO.
nocobue/ Ilep. ¢ anrn. — M.: U3nar. nom “Bunbsmc”, 2000. — 480 c.: ui.

7. Adonnukun A.UN. u np. PazpaboTka Ou3HeC-NpUI0KEHUN B SIKOHOMUKE
Ha 6aze MS EXCEL / Ilox ob6m. pexn. k.1.H. A.W. Abonnukuna. — M.:
JTUAJIOT-MU®U, 2003. — 416 c.

8. Ilerpynun 10.1O.: UndbopManimoHHbIe TEXHOJOTUN aHAIN3a TaHHBIX. -
M.: K1V, 2008

9. Muxeesa E.B.: [Ipaktukym o undopmaruxe. - M.: Akagemus, 2004
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