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NN-noMoLWHUK Ana cekpeTaps, opuc-meHenkepa u
agMUHUCTpaTopa

MporpaMma o6ydyeHust ANa COTPYAHUKOB aAMUHUCTPATUBHBIX OTAEN0B, KOTOPbIE KaX bl ieHb paboTatoT ¢ MMCbMaMu,
NpOTOKONIaMU, NMPe3eHTaLUAMM, TabnuuamMu 1 JOKYMEHTaMU — U XOTAT AeNaThb 3TO BbICTPee, He Tepsisl B KayecTBe. [iBa AHs
06y4yeHuna — v pyTuHa, KoTopas cbeaana NnoJigHsA Kaxgoro paboyero BpemMeHu, 3aMET yac.

Jata npoeepeHusn: 14-15 masa 2026 ¢ 10:00 no 17:30
ApTtukyn: MC29400

Bup o6yyeHus: Kypc noBblileHust KBanudukaumm
dopmart obyyeHus: [1HeBHOM

CpoK obyyeHus: 2 fHs

MpogomkuTenbHocTb 06yyeHus: 16yacoB

MecTo npoeefeHus: r. MockBa, yn. 3onoTas, 4. 11, 6u3Hec-LeHTp «30110TO», 5 aTax. BceM yyacTHMKaM BbicbliaeTcsl NoApobHas cxema
npoesfa Ha ceMuHap.

CtoumocTb yyactus: 43 900 py6.
[ins yyacTHMKOB npeAycMoTpeHo: MeToauuyeckuit Mmatepuan, kode-nayabl.

JIOKyMEHT No OKOHYaHuu o6yqum|: YpocToBepeHue 0 NoBbILEHUN KBaﬂVId)VIKaLWIVI B 06beMe 16 yacoB (B COOTBETCTBUU C NNLIEH3MEN
Ha npaBo BeAeHnA o6pa303aTeanoF1 OesaTeNbHOCTU, BblAaHHOW [JenapTaMeHTOM 06paSOBaHVIF| M HayKun ropoga MOCKBbI).

Ilna Kkoro npegHasHaveH

CekpeTapeil, TOMOLLHUKOB pyKOBOAUTESEN, pethepeHTOB, NepCoHaNbHbIX aCCUCTEHTOB, 0pUC-MEHEAYKEPOB, aAMUHUCTPATOPOB,
JenonpounssoanTenei, LOKYMeHTOBEA0B 1 apXMBapuyCcoB, COTPYAHUKOB KaHLeNapuu, cekpetTapuara, obLux oTAesoB.

OCO6EHHOCTU NPOrpaMmbl

HuKaknx TEXHUYECKUX 3HAHWUI He HY>KHO. Hy)XXHbl TONIbKO KOMMbIOTEP U XenaHne paboTaTb UHaYe.

®opmart npoBepeHus: 40% Teopum, 60% NpPaKTUKK, 2 AHS MOSTHOLEHHOIO NOrPYXXeHUs + noadepyKKa nocsie OKoHYaHusa obyyeHust Ha
MecsiL, — OTBeTbl Ha BOMPOChHI, NonyYeHne obpaTHOM CBA3KN Ha o6pa3oBaTenbHo nnaTdopme Kypca.

KaxkabIvi AeHb 3aHATUI BKIIHOYAET: TEOPUIO — TONIbKO HarnagHble MaTepuanbl U MPUMeEpPbI, KOTOpPble MOMOTYT 6bICTPO OCBOUTb U
NPUMEHATb MHCTPYMeHTbI IW; MpakTuKy — yepes peanbHble 3afauu, ynpaxXHeHus B Mapax 1 rpynmnax, ¢ AetasbHbIM pa3topom;
MHTEPaKTUB — XMNBOE 06CYXAEHNE BaLLUMX KEMNCOB M MOUCK PELLIEHUI NPAMO Ha 3aHATUN.

[lononHuTenbHble MaTepuanbl K Kypcy:

Manka ¢ 100+ NpoMnTaMn — KOHKPETHbIMMU, MOA 33 24K cekpeTaps: NMMCbMa, MPOTOKOJIbl, MOBECTKM, OTBETbI Ha 06paLLeHus,
Nno3apaBJieHuns], UHCTPYKLMK, Cnangbl, Tabnuupl.

o LLla6bnoHbl pns cospaHns NMYHbIx MXA-accMCTEHTOB — HacCTpoOWTe OAWH pa3 u He 06bsAcHANTe MW Kaxabli pa3 3aHOBO, KTO Bbl U
4YTO BaM HY>XHO.

Mop6opKy NPOBEPEHHbIX CEPBMCOB — C MOACHEHMEM, YTO FA4e NCMONb30BaThb, BKtoYasa poccuiickne aHanoru: YandexGPT,
GigaChat, Kandinsky, LLleneBpym.

loToBblE fJOKYMEHTbI — MUCbMA, Npe3eHTaL My, WaboHbl, KOTOPbIe CAeNanu camv NPsIMo Ha Kypce.

o [nan «Hepensa ¢ U» — 4yTo fenaTb B NOHeAENbHUK YTPOM, BO BTOPHUK, B cpeay. KOHKpPeTHO, No waram.

MHCTpyKUMmM No reHepauuu nsobpaxkeHnit B Midjourney ¢ npyMmepamMum NpoMnToB, KOTOPble MOXHO UCMO/b30BaTh B NO6bIX
Apyrux reHepatneHbix N cepBucax.--- -

¢ Cnncok ccbinok Ha pas3nnyHble 6a3bl NPOMMTOB.

o Mof6opka NPOMTOB AJ151 reHepaLmn BUAEO.
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PesynbTaTt 06y4YeHus

B pe3ynbTaTe 06yyYeHUs cnyliaTenu HayJyaTcs:

o [MpumeHsTb UU k cBoeit paboTe, y3HaLOT, Fie UCKaTb HY>XHble CEepBUCHI, YTO MOXHO oTaaBaTb VW, a kakue faHHble 3almLaTh.

o [IpaBuUnbHO cTaBUTb 3agavy MW, 4To6bl MonyyaTh TOYHbIN pe3ynbTaT ¢ NepBoro pasa. ®opmyna npoMnTa, TUNUYHbIE OLLNGKMN,
npoeepka GakToB B CreHepMpoOBaHHOM TEKCTe.

e BbICTPO NMcaTh NUCbMa B HY)XHOM TOHe, Y3HatoT, Kak co3fiaTb LWabnoHbl AN TUMOBbIX OTBETOB U Kak HacTpouTb MU Tak, 4Tobbl
OH Mucan B BalleM CTUIe — @ BaM O0CTaBasioChb TOJIbKO MPOBEPUTb U OTNPaBUTD.

e PaboTaTb C TEKCTaMU U ayAno, CXUMATb ANIMHHbIE MUCbMa U perflaMeHTbl 0 5 KTH0YEBbIX MYHKTOB, M3BNEKaTb 3a4auu 1
AepnaiHbl 3 PDF, co3gaBaTbh NPOTOKObl COBELLAHUA U3 ayamno, reHepupoBaTh LWAa6oHbl MHCTPYKLUWIA, MAaMSTOK M OTBETOB Ha
obpatueHusi. OanH TEKCT afanTUpoBaTh NOJ pasHble ayAuTopum.

o Co3paBaTb Npe3eHTaLuu, U3 NBoro TEKCTa UM Maeu noslyyath nnaH, cnainfibl u ohopmeHue.

leHepupoBaTb M306paXKeHNs: aBaTapbl, UKOHKM, 6aHHEPbI, KAPTOUYKU aHOHCOB Ansl oduca.

e Pa6oTaTb ¢ Tabnuuamm 1 JaHHbIMU, CTPYKTYpUpOBaTb PeecTpbl 3agay, nucaTtb GopMysbl ¢ noMoLlbio MW, cTpoutb rpadumkm u
anarpammbl U3 06bIYHON TaBNNYKM.

3TO MeponpuATMEe MOXHO 3aKasaTb B KOpNopaTMBHOM thopmaTe (06yyeHne COTPYAHUKOB OAHOM KOMMaHuu).

[TporpamMmma oby4yeHus

AeHb 1
OCHOBbI U «6bICTpble No6epAbi».
0630p HelipoceTeil. Kak UM noMoraeT cekpeTapto, opuc-MeHef)Kepy U afiMUHUCTPATOPY.

e Arperatopbl/nouck. [ie uckaTb MHCTPYMEHTbI M Kak oLieHMBaTb. MpakTUKyM: YeK-TUcT BbiGopa cepBuca.
¢ NHdopmaumoHHas 6e30macHOCTb U 3apaBblii CMbIc. YTo Henb3s pasrnalath, 6a3oBble NpaBuna.
o paKTUKYM: MapKUpyem pUCKOBbIE laHHble B MpUMepax.

OCHOBbI NPOMMNTUHra.

o Gopmyna: ponb [l KoHTeKCT B orpaHuyeHus [l dopmar.
o [paKkTWKyM: HanMcaTb Ceputo MPOMMTOB MoJ, CBOM 3afiauu U anpo6upoBaTh B pa3Hbix MW cepBucax.

Owun6bku/nposepka ¢paKToB.

e Kak JIoBUTb HETOYHOCTM M MPOCUTb MPOBEPKY CreHepUpPOBaHHOIO TEKCTa.
o [paKTuKyM: nepenucaTtb NPOMNT C BannaaLnen.

WHcTpyMmeHTbI: 0630p/nouck/npoBepka aktos.

e nob6anbHble: ChatGPT, Perplexity, Gemini.
e BecnnatHble aHanoru: DeepSeek, Kimi, Qwen u gpyrue.
e Poccuiickume: YandexGPT, GigaChat.

Cammapu TEKCTOB.

o Kak cXXrMaTb AJ/IMHHbIE TEKCTbI, PErNaMeHTbI, YaTbl.
o paKTUKyM: CXaTb MMCbMO/MONUTUKY B 5 NYHKTOB.

AHanus PDF u ayauo.

e Kak BbITAHYTb CyTb/CMbIC/bI U AeicTeus 3 PDF + Lienoyka: ayanosanucb coBellaHuns il TpaHckpunums ¥ roToBbI NPOTOKON.
o [paKTuKyM: n3BfeYvb 3agaun u geananHbl ns PDF. 3arpysuTb ayavo f nony4ntb npoToko 3a 10 MUHYT.

WHcTtpymenTbi: PDF 1 ayano-aHanus.

e [no6anbHble: ChatGPT (3arpyska dainos), Gemini (Files).
e becnnaTHble aHanoru: Kimi, Genspark + 3arpyska/BcTaBka TekcTa (4151 KopoTkux PDF).
¢ Poccuiickue: GigaChat (Vision) — nasneyeHune tekcta/KapTuHok; YandexGPT (4epes KopnopaTuBHble UHTerpaLum).

[enoBas nepenucKa u aBTomaTusaLus OTBETOB.
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o [eHepauus nucem nog pasHble cutyauuu. Lla6noHbl gnst TMNoBbIx 0TBETOB. Kak HacTpouTb MU 4To6bl OH OTBEYan B BalleM CTUIIE.
o [paKTMKyM: HanucaTtb 3 NUcbMa pa3Horo Tuna. Co3gathb WaboH aBTOOTBETA HA TUMOBOE ObpalLLeHne.

Yye6Hble TeKcTbl/Kelicbl. PaboTa ¢ TeKCTOM Mo pasHbIM 3ajayam.

¢ Kak reHepupoBaTb LWaba0Hbl MHCTPYKLMIA/MaMATKU/NNCbMa/0TBETbI Ha O6paLLeHus.
o lMpakTukym: wabnoH «Kak ohopMuTb Nponyck/3akas».

ApanTtauua maTepuanos.

o Kak agpantvpoBaTb MaTepuasnbl NOA pasHyto LiesIeBYO ayAUTOPUU/TOH/CTUNb/dopmar.
o NpakTuKyMm: oguH TekcT [l 5 Bepcuii (pyK-BO/KIIMEHT/COTPYLAHUK/ TOH/CTUb/dopmar).

WHcTpymeHTbl: CaMmapu/pepakTypa/penoebie nucbmMa.

e [no6anbHble: ChatGPT, Gemini.
e becnnaTtHble aHanoru: DeepSeek, Kimi.
e Poccuiickue: YandexGPT, GigaChat.

WUTor gHA: MUHKU-MeToaunuKa «Kak Mbl ncnonbayem UN» — roToBbI OKYMEHT, KOTOPbI MOXHO B3ATb B paboTy cpasy u Kak
aBTOMaTU3NpOBaTb [,eNOBYHO Mepernuncky.

AeHb 2
Mpe3eHTauuu, BU3yan, TabnuLbl U INYHbINA MOMOLLHUK.
Co3paHue npeseHTaUuil.

e N3 TekcTa ll nnaH i cnangpl.
o [paKTMKyM: YepHOBOW MNJiaH Ha 5 cnangos.

MpaKTuKa reHepaLumn cnaingos.

e BepcTaem 1-2 npocTbix cnanga.
e [pakTkKyM: 0hOPMUTb LLIAGNOH cTaTyca BCTPeUH.

ABTOMaTH3aLMA Npe3eHTaLui.

e BbicTpbIn MocT: TekcT Nl kaHBa ll akcnopT.
o [NpaKTUKyM: O3 aTb MUHU-NIpe3eHTaumio (3—4 cnaiiga).

WHcTpymenTbl: MNpe3eHTauuu.
e nob6anbHble: Gamma, Kimi, NotebookLM, Google Slides + Gemini nogcka3sku, Genspark n ap.

o becnnaTHble aHanoru: Kimi, NotebookLM, Poccuiickue: YandexGPT/GigaChat nna reHepaumu nnaHa/TekcTa cnangos + c6opka B

~n

PowerPoint/Canva/ Flyvi/Supa/ Fotor /Visme (NpsiMbIx “aBTo-Npe3eHTaumin” PO-cepeepoB Marso).
0630p rpadpuku.

e e 6bICTPO caenaTb UNTOCTPALMIO/ UKOHKM.
o [paKTMKyM: noaéop 3 UnnrcTpauni K MMCbMy/aHoHCY.

MpomMnTbl AN U306paXkeHnii U BUA,EO, NepCOHaXKel/peaaKkLmi.

e Ba3oBble NPOMMTbI A1 U306PAXKEHUS U BULEOKAAPOB.
o [IpaKTMKyM: CreHepupoBaTb aBaTap/U3obpaxkeHne/Buaeo/MMKTorpamMMbl.

MpakTukKa BU3yanusauuu.

e baHHep cob6bITUsI/06bsBNEHME.
o paKTWUKyM: KapTOYKa aHOHCa BCTpeuun B oduce.

WHcTpymeHTbl: U306paXkeHus.

e [No6anbHble: NanoBanana Pro ot Gemini, Image ot ChatGPT, MidJourney u ap.
e BecnnaTtHble aHanoru: Copilot (6e3 noanucku), Hekotopble SD-XOCTUHTU C TIMMUTAMMU.
e Poccuiickue: Kandinsky (Céep), LLleaeepym, GigaChat Vision (npaBku no kapTuHKam).

Tabnuubl u AaHHbIe.

o CTpyKTypupoBaTb 3asiBKU/peecTp 3afay/nuwem Gopmynbl ¢ U/aHannsmpyem faHHble.
o [pakTukyMm: WabnoH peecTpa 3agay + cTaTychbl.

MHCprMeHTbII Ta6JWIL|bI, CprKTypVIpOBaHHbIE/HeCprKTypVIPOBaHHbIe AaHHble, BU3yanusauus.
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e [no6anbHble: Excel/Google Sheets + nogcka3ku ChatGPT, Google Charts (uepe3 Sheets) u gp.
e becnnaTHble aHanoru: DeepSeek/Kimi/Genspark u gp.
¢ Poccuiickue: YandexGPT/GigaChat ans reHepauum/ouncTky Tabnuy (Yepes TeKCTOBbIe NMOACKasKK), Aanee paboTa B Excel/LibreOffice.

WTor gHA: HaCTPOEHHDIN NINYHBIN MHCTPYMEHTAPUWI U NOLIAroBbIN NnaH Ha 5 pabounx gHew.

[lpenogaBaTenu

NWMAHW XaHym Kypb6aHkagbleBHa

9kcnepT no Al (MCKycCTBEHHOMY MHTENNEKTY) U HeilpoceTsiM. MeTogonor EdTech.

e 20+ neT onbiTa paboTbl B 06pa3oBaHny;
e 12+ net onbiTa paboTbl METOLOOIOM;
e 3+ rofa onbiTa paboTbl C CEPBMUCAMMN UCKYCCTBEHHOMO MHTENIEKTA.

9KcnepT-NpakTuK no pabote ¢ MN-cepBncamm, BHeapeHUto nx B 6usHec-npouecchbl, codnaHmnio M-accucteHtos u yaT-60toB ¢ ChatGPT.
MeHTOp Ha KapbepHOM MapkeTnneice oT HH.ru, akcnepT no Al-cepucam ansi moucka paboTbl U pa3BuUTUSi Kapbepbl. CTapLuni
npenoaaBatenb kadeapbl UT MockoBckoro YHuBepcuteta um. C.10. ButTe.
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