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problem and differentiate the stages of training students in 
university education. 

Empirical: surveys (questionnaires, testing, interviews) 
to study the essence of the development of this phenome-
non and understanding its role in the professional devel-
opment of future specialists in special education. 

Originality. The results of the study are important be-
cause the identified conceptual provisions contribute to the 
intensification of educational activities and determine the 
ability and willingness of students to master the content of 
academic disciplines on the basis of specially developed 
organizational and pedagogical, procedural, technological, 
information resources and values. 

Results. The practical significance of the obtained re-
sults allows for the wide application of theoretical provi-
sions, generalizations and developed educational and 
methodological tools of the end-to-end process of formation 
of professional competence of future bachelors of special 
education. 

Conclusion. The theoretical analysis of the basic con-
cepts of the study revealed that one of the current problems 
of Ukrainian society at the present stage is the demand for 
highly qualified bachelors of special education, who are 
able to methodically competently and didactically teach 
students with special educational needs. It is important 
that: 

 suggested a model of the system of formation of pro-
fessional competence of students studying under the edu-
cational-professional program 016 "Special education" is 
offered; 

  identified scientific approaches and principles on 
which the development of professional competence, based 
on the ability and readiness of students for future activities 
through a system of content of cycles of general and voca-

tional training, as well as providing a wide range of elective 
courses; 

 it is established that the process of formation of pro-
fessional competence of future bachelors of special educa-
tion should be organized in a combination of such intercon-
nected and interdependent components as motivational-
value, cognitive, operational-activity and reflective, for each 
of which the purpose, content and ways of realization are 
defined; 

 it is determined that the process of formation of pro-
fessional competence will be more effective if this process 
takes place in several stages and is cross-cutting with a 
clearly defined goal and regulated ways to achieve it based 
on the organization of self-study, professional development, 
self-realization and self-improvement of future students; 

 it is substantiated that the dominant role in the devel-
opment of professional competence of future bachelors of 
special education belongs to the practical component that 
provides consolidation and deepening of professional 
knowledge, skills and abilities, which includes educational 
(volunteer) and industrial (pedagogical) practice, their spe-
cific features and ways of implementation. 

There is an urgent problem of a more substantive study 
of the relationship and interdependence of the readiness of 
the future bachelor of special education on the level of 
formation of his professional competence. 

Keywords: competence approach in education; profes-
sional competence; pedagogical system; pedagogical model-
ing; future bachelors of special education. 
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SYSTEM OF TRAINING SPECIALISTS IN THE SPHERE OF DOCUMENT SUPPORT  
OF MANAGEMENT (FROM THE EXPERIENCE OF THE DEPARTMENT) 

The article reveals the specific features of the 
system of training specialists in the field of 
document support of management (DSM). Attention 
is focused on the list of documents in which the 
internal activities of the organization are recorded. 
They include: 1) organizational-and-legal 
documents; 2) administrative documents; 3) infor-
mation-and-reference documents. The content of the 
curriculum in the discipline "Document Support of 
Management" is also disclosed, which includes the 
following sections: 1) the purpose of the course, 
sources and literature; 2) documentation of 
management activities; 3) organization of work with 
documents. 

Attention is focused on the DSM service and its 
role in the organization of information-and-
document management; the concept of "document 
flow", organization and stages of document 
circulation; organization of work with citizens’ 
appeals; organization of documentation with the 
help of information technologies. Students get 
acquainted with the preparation and execution of 
official documents, registration forms, deadlines. 

Particular attention is paid to the sys-
tematization and storage of documents, the 
compilation of nomenclatures of cases, the func-
tions of archival departments, the principles and 
criteria of examination of the value of documents, 
the organization of expert commissions. practical 
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issues of formation and registration of cases, 
compilation of descriptions of cases, acts, the order 
of accounting of archival documents and pre-
paration of certificates of social-and-legal nature at 
the request of citizens are also considered. 

Practice in the organization and technology of 
DSM gives students the opportunity not only to 
consolidate theoretical knowledge, but also to 
master the professional skills of a specialist in 
organizing all stages of working with documents 
from receipt to archival storage in a particular 
institution. 

It is noted that the adoption of an effective 
management decision significantly affects the 
efficiency and quality of management, contributes 
to achieving this goal. Modern technologies allow 
you to successfully solve the problem of effective 
work with a huge number of documents (including 
reception, registration, performance monitoring, 
information analysis, creation of information 
retrieval systems). 

Keywords: document management; document 
flow; management decision; information-and-
communication technologies. 

 
Formulation of the problem. With the 

development of new information technologies, 
the emergence of modern methods and 
means of documentation, the introduction of 
electronic document management in the field 
of management, the problem of a shortage of 
qualified specialists in the field of inf-
ormation-and-document support of 
management arises. 

It is no coincidence that Educational-and-
Scientific Institute of Pedagogical Education, 
Social Work and Arts of Bohdan Khme-
lnytsky National University at Cherkasy, 
while training specialists for state and 
regional authorities in the field of education, 
enterprises and organizations, considers it 
mandatory to include full-time and part-time 
students in the curriculum, students of 
professional retraining and advanced training 
programs studying the course "Document 
Support of Management" (DSM). And this is 
quite natural, since graduates of Bohdan 
Khmelnytsky National University at 
Cherkasy, carrying out their professional 
activities in specific institutions and orga-
nizations, will be directly related to the 
documentation. 

Analysis of recent research and 
publications. DSM as a reflection of the 
system and management technology was 
studied by such scholars as T.V. Kuznetsova, 
Yu.G. Kyryukhin, L.N. Solyankina, I.A. Podol-
ska, B.V. Albrekht, N.A. Khramtsovska, 
V.A. Kudryayev, E.M. Kameneva, etc. 

The purpose of the proposed study is to 
describe the system of training specialists in 
the sphere of document support of 
management. 

Presenting main material. The term 
"document support of management" is 
synonymous with the term "office work" and 

appeared in connection with the introduction 
of automated systems in management. 
Today, a term that has a broader meaning is 
used – information-and-document support of 
management. It covers all stages of working 
with documents, shows the importance of 
this area of activities and the need to 
organize work with documents. 

According to M.V. Larin: “Document 
management appears as a full-fledged 
managerial function of the organization, the 
implementation of which extends to all stages 
of the life cycle of documents (from the 
emergence of documents to their destruction 
or transfer to archives), all types of 
documents and the organization’s 
documentation systems. Documentation 
management is based on the principles of 
economy and efficiency and on the 
widespread use of new information tech-
nologies that provide quality management in 
relation to the organization’s documentation 
as a full-fledged management resource” [1]. 

It is in the field of management that the 
overwhelming number of documents is 
created, which record the internal activities 
of the organization. They include: 

1) organizational-and-legal documents: 
charters, regulations on the organization and 
structural units, regulations on collegial and 
advisory bodies, staffing tables, instructions 
for certain types of activities, rules, etc. They 
establish the legal status of the organization, 
functions, structure and staffing, rights and 
obligations of employees, etc.; 

2) administrative documents: decisions, 
resolutions, orders and instructions, the 
main purpose of which is the regulation and 
coordination of activities and which allow the 
management body to ensure the imp-
lementation of the tasks assigned to it, to get 
the maximum effect from its activities; 

3) information-and-reference: acts, reports 
and explanatory notes, certificates, service 
letters, etc. – contain information about the 
actual state of affairs in the management 
system. Collegial activities are documented in 
protocols. “Thus, – as T.V. Kuznetsov, – 
documentation, being closely related to all 
forms of management activities, reflects these 
activities and at the same time is used by the 
management apparatus to implement the 
functions assigned to it. In addition, 
documentation in many cases is mandatory, 
prescribed by laws and acts of public 
administration” [2]. 

The development of information tech-
nologies and their use in the management 
process have caused significant changes in 
the functioning of the system of document 
support for management, making qua-
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litatively new requirements for the level of 
specialists’ professional training. 

Based on this, the institute has developed 
a curriculum for the discipline "Document 
Support of Management", which includes the 
following sections: 

1. Purpose of the course, sources and 
literature. 

It gives the concept of the subject, 
objectives and content of the course, 
terminology, reveals the role of the document 
in the life of a person and society, the 
importance of organizing document support 
of management in the modern economic life 
of Ukraine, highlights the issues of legislative 
regulation of management activities. 

2. Documenting management activities. 
The study of this section involves 

acquainting students with the basic 
properties, functions and structure of the 
document, the classification of management 
documents by type, the concept of 
"information". Particular attention is paid to 
highlighting the issues of documenting 
management activities, familiarization with 
the types, preparation and execution of 
organizational, administrative and in-
formational documents. 

3. Organization of work with documents. 
When studying the topic "Organization of 

Document Flow" attention is focused on the 
service of the preschool educational ins-
titution and its role in the organization of 
information-and-document support of 
management [3; 4]; the concept of "workflow", 
organization and stages of workflow; 
organization of work with citizens’ appeals; 
organization of documentation using 
information technologies. Students get 
acquainted with the preparation and 
execution of official documents, registration 
forms, deadlines for the execution of 
documents. 

Particular attention is paid to the 
systematization and storage of documents, 
the compilation of nomenclatures of cases, 
the functions of archival departments, the 
principles and criteria for the examination of 
the value of documents, the organization of 
the activities of expert commissions. Practical 
issues of the formation and registration of 
cases, the compilation of inventories of cases, 
acts, the procedure for recording archival 
documents and the preparation of certificates 
of a social-and-legal nature at the request of 
citizens are also considered. 

In the training course, considerable 
attention is paid to the procedure for 
organizing and documenting the activities of 
collegial management bodies of both state 
and non-state organizations (collegia, 

conferences, general meeting of participants, 
board of directors, board). 

Theoretical knowledge gained during 
lectures is supported by seminars and 
practical classes, as well as students’ 
independent work. 

At practical classes, students draw up 
organizational, legal, administrative and 
information-and-reference documents. In 
addition, each student receives a package of 
documents for analysis. They need to identify 
errors and shortcomings in the prepared and 
executed documents. Separate types of 
independent work have been developed for 
students in the educational process. 
Business games and testing are the logical 
continuation of practical exercises. These 
forms of practical training help one to 
acquire real skills in working with 
documents. 

In the discipline "Document Support of 
Management", students are presented with 
educational and methodological reco-
mmendations: a list of recommended sources 
and literature, programs of lectures, practical 
and seminars, topics of coursework and 
tests, assignments for independent work and 
knowledge control, questions of intermediate 
testing, a short course of lectures on 
discipline (in electronic form). 

Document support of management largely 
affects the quality of decisions taken by 
public authorities and management, the 
promptness of their implementation and 
effectiveness [5]. 

For students, it is of particular importance 
to study official documents of representative 
and executive bodies of power and local 
governments, as well as those that regulate 
the technology of creating, processing, 
storing and using documents in their current 
activities. 

As part of the course, students get 
acquainted with the legislative and regulatory 
acts of documenting the activities of 
organizations of various structures, special 
literature on this topic, the practice of 
developing and using relevant documentation 
in modern conditions. 

It is important for students to be guided 
by modern legal acts, to be able to determine 
the impact of certain norms of laws, 
regulations, etc. for the documentation of 
enterprises and the organization of work  
with it. 

Every year, students of Pedagogical 
Sciences, Educational and Socio-Cultural 
Management Department have practical 
training in the executive bodies of Cherkasy 
region, in educational organizations and at 
enterprises of various levels. The student 
practice program provides for the issues of 
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documentary support of the organization’s 
management. At practice, students study 
organizational-and-legal documents 
regulating the legal status of an organization, 
its organizational-and-legal form, orga-
nizational structure, acquire practical skills 
in working with documentation systems, 
types of official documents used in 
documentation activities of an organization, 
the procedure and features of their 
preparation and execution. 

Practice in the organization and 
technology of DSM gives students the 
opportunity not only to consolidate theo-
retical knowledge, but also to master a 
specialist’s professional skills in organizing 
all stages of working with documents from 
receipt to archival storage in a specific 
institution. 

Part-time students experience certain 
difficulties in studying DSM. They are 
deprived of the opportunity to regularly 
communicate with the teacher. The number 
of classroom hours is significantly less than 
that of full-time students. At the same time, 
part-time students must complete practically 
the same curriculum. One of the most 
important conditions ensuring the success of 
part-time students’ training is its me-
thodological support. 

In recent years, a number of laws have 
been adopted, a certain regulatory-and-
methodological base has been created, which 
is a set of laws, regulatory legal acts and 
methodological documents governing the 
basic processes of creating, processing, 
storing and using documents, including 
electronic ones, namely: 

 legislative acts of Ukraine in the field of 
information and documentation; 

 legal acts of executive authorities and lo-
cal government bodies; 

 legal acts of a normative and instructive 
nature, methodological documents on the 
office work of institutions, organizations, en-
terprises; 

 state standards for documentation, uni-
fied documentation systems and some oth-
ers. 

In the context of the rapid development of 
information processes, it is necessary to 
maintain uniform principles, methods and 
rules for creating, processing, storing and 
using information and documentation, 
regardless of the type of document, its form 
and medium. 

Making an effective management decision 
significantly affects the efficiency and quality 
of management, contributes to the 
achievement of the goal. Modern technologies 
make it possible to successfully solve the 

problem of effective work with a huge 
number of documents (including reception, 
registration, execution control, information 
analysis, creation of information retrieval 
systems). Electronic documents have firmly 
entered the life of organizations. Electronic 
document management systems are actively 
used in state and regional structures, at 
large and medium-sized enterprises, and 
interest in them is constantly growing [6; 7]. 
The market for automated management 
documentation systems is large enough. 
automated preschool educational institutions 
Specialists should participate in the 
selection, design and implementation of 
DSM. 

In connection with a sharp increase in the 
volume of documented information, the 
problem of document management has 
become especially urgent. In organizations, 
institutions, enterprises, special structural 
units are created for the management of 
documents: department of affairs, 
department of information-and-document 
support, general department and office work 
department, DSM service, office, secretariat. 
In small organizations, all work with 
documents is assigned to secretaries-
assistants. In the context of the introduction 
of computer technologies, the role of these 
structural units is especially growing. 
Increased requirements are imposed on them 
and their staff. The quality of the orga 
nization’s management functions and tasks, 
the effectiveness of the entire management 
process, largely depends on specialists’ 
qualifications. 

Modern DSM services are designed to: 
 create a unified corporate system for 

documentary support of the organization’s 
management activities based on the latest 
information technologies; 

 to assist specialists in the preparation of 
documents, managers – in the selection of 
reference and regulatory materials on issues 
of interest to them; 

 develop draft documents; 
 improve the forms and methods of work-

ing with documents, the control system, in-
fluence the strengthening of performing dis-
cipline, contribute to the improvement of the 
style and methods of work of the manage-
ment apparatus. 

Professionally trained staff of document 
specialists for the organization and main-
tenance of DSM in institutions of all levels 
are becoming in demand at the labor market. 

According to T.V. Kuznetsova, managers 
are increasingly beginning to realize that only 
a professionally trained specialist can be 
trusted with information-and-document 
services (office work) of a company. In 
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addition, the widespread introduction of 
computer technologies into the management 
sphere also required a completely different 
level of training of employees of management 
documentation support services [8]. 

The academic discipline "Document 
Support of Management" is closely 
interconnected with other disciplines such as 
Personnel Management, Information 
Technologies of Management. 

The current legislation includes a 
significant number of mandatory norms, 
rules and requirements for documenting 
various areas of activities of state and non-
state organizations, for the design of certain 
types of documents, for their content and 
text structure [9; 10 ]. In particular: the civil 
legislation regulates the legal status of legal 
entities and individuals in the processes of 
professional activities, as well as docu 
menting the various relationships arising 
between its participants; fixes the types and 
varieties of documents, establishes 
requirements for their registration [10]. 

The Labor Code of Ukraine obliges 
organizations to adopt local legal acts 
(collective agreement, internal labor 
regulations, job descriptions, etc.); names the 
documents that document labor relations, 
the procedure for drawing up and processing 
personnel documents. 

Improvement of document support of 
management activities is unthinkable 
without the use of information technologies 
in all areas of document support of 
management. 

Conclusions. Thus, in the system of 
training specialists of Educational-and-
Scientific Institute of Pedagogical Education, 
Social Work and Arts of Bohdan Khme 
lnytsky National University at Cherkasy, the 
course "Document Support of Management" 
takes a certain place in the system of 
disciplines of the institute, since it allows to 
solve the problem of providing the authorities 
and administrations, organizations of all 
levels with qualified specialists in the 
documentation of management activities. 

Further directions of research. These 
results can form the basis for the development 
of a model of successful document support of 
management in the socio-cultural activities 
industry. 
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СИСТЕМА ПІДГОТОВКИ ФАХІВЦІВ У ГАЛУЗІ ДОКУМЕНТНОГО ЗАБЕЗПЕЧЕННЯ УПРАВЛІННЯ 
(з досвіду роботи кафедри) 

Анотація. У статті розкрито особливості сис-
теми підготовки фахівців у галузі документного 
забезпечення управління (ДЗУ). Увагу сконцентрова-
но на переліку документів, в яких зафіксовано вну-
трішню діяльність організації. До них належать: 
1) організаційно-правові документи; 2) розпорядчі 
документи; 3) інформаційно-довідкові документи. 
Також розкрито зміст навчальної програми з дисци-
пліни «Документаційне забезпечення управління», 
яка включає в себе такі розділи: 1) призначення 
курсу, джерела і література; 2) документування 
управлінської діяльності; 3) організація роботи з 
документами. 

Увагу закцентовано на службі ДЗУ та її ролі в 
організації інформаційно-документного забезпечення 
управління; понятті «документообіг», організації та 
етапах документообігу; організації роботи зі звер-
неннями громадян; організації документування за 
допомогою інформаційних технологій. Студенти 
знайомляться зі складанням й оформленням служ-
бових документів, реєстраційними формами, стро-
ками виконання документів. 

Особливу увагу приділено систематизації та 
зберіганню документів, складанню номенклатур 
справ, функцій архівних підрозділів, принципам і 
критеріям експертизи цінності документів, органі-

зації діяльності експертних комісій. розглядаються 
також практичні питання формування та оформ-
лення справ, складання описів справ, актів, порядку 
обліку архівних документів і підготовки довідок 
соціально-правового характеру на запити громадян. 

Практика з організації і технології ДЗУ дає сту-
дентам можливість не лише закріпити теоретичні 
знання, а й опанувати професійними навичками 
фахівця з організації всіх етапів роботи з докумен-
тами від отримання до архівного зберігання в конк-
ретній установі. 

Зазначено, що ухвалення ефективного управлін-
ського рішення істотно впливає на оперативність і 
якість управління, сприяє досягненню поставленої 
мети. Сучасні технології дозволяють успішно вирі-
шувати завдання ефективної роботи з величезною 
кількістю документів (включаючи прийом, реєстра-
цію, контроль виконання, аналіз інформації, ство-
рення інформаційно-пошукових систем). 

Ключові слова: документне забезпечення 
управління, документообіг, управлінське рішення, 
інформаційно-комунікаційні технології. 
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ТЕОРЕТИЧНІ ЗАСАДИ СИСТЕМИ ПІДГОТОВКИ БАКАЛАВРІВ З ТРАНСПОРТНИХ  
ТЕХНОЛОГІЙ: КОМПЕТЕНТНІСНИЙ І ТАКСОНОМІЧНИЙ ПІДХОДИ 

У статті компетентнісний і таксономічний 
підходи розглядаються як теоретичні засади 
професійної підготовки майбутніх бакалаврів з 
транспортних технологій. Здійснено кількісний 
і якісний аналіз інтегральних, загальних і спеці-
альних компетентностей майбутніх фахівців 
транспортних технологій. Застосовано таксо-
номічний підхід (таксономію Блума) для поглиб-
леного аналізу спеціальних компетентностей 
бакалаврів з транспортних технологій. Сфор-
мульовано визначення сутності поняття «ком-
петентність лідерства у транспортних тех-
нологіях». Обґрунтовано необхідність відбору, 
формулювання і застосування в освітньо-
професійних програмах сукупності проєктно-
творчих компетентностей, зорієнтованих на 
формування креативності і підприємливості 
студентів. Запропоновано транспортні техно-
логії і дизайн продукції та послуг розглядати на 

засадах інтердисциплінарного підходу, як субди-
сципліни інтегрованого курсу «Дизайн і транс-
портні технології». Зроблено висновок про необ-
хідність подальшого пошуку нових методів та 
підходів до підготовки творчих і підприємливих 
професіоналів транспортних технологій.  

Ключові слова: компетентнісний підхід; 
бакалавр з транспортних технологій; стан-
дарт вищої освіти; кваліфікаційні характерис-
тики; таксономія Блума. 

 
Постановка проблеми. В умовах су-

часних економічних відносин України з 
іншими державами сектор транспортних 
технологій повинен повноцінно сприяти 
підвищенню конкурентоздатності вітчиз-
няних товарів, послуг, людського капіталу 
на світовому, європейському, вітчизняному 
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