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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.
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Attention is focused on the DSM service and its
role in the organization of information-and-
document management; the concept of "document
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 reqistration 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, reqistration, 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-
Inytsky 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
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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,
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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
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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 wunits 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
Inytsky 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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JAHHAIOK Cepriii CeMeHOBHY,
JOKTOP ITeNaroTivyHUX HayK, IIpodecop, 3aBingyBad Kadeapu e1arorivHux HayK,

OCBITHBOTO i COILTIOKYABTYPHOI'O MEHEIXKMEHTY,

YepKacbKUil HaIliOHAABHUH yHiBepcuTeT iMeHi Bormana XmMeAbHUIIEKOTO
TKAYEHKO Baaum BoAoanMHpPOBHY,

KaHAWAAT IIeJaroTivHUX HayK, AOLEHT, MOLEHT KadeapH IeIaroriYHux HayK,

OCBITHBOTO i COLIIOKYABTYPHOI'O MEHEIKMEHTY,

Yepkacbkui HallioHaAbHUH yHiBepcuTeT iMeHi Bornana XMeAbHHUIIBKOTO
3AHOPA Boaonumup OAeKCaHAPOBHY,

KaHIWAAT eKOHOMIYHUX HayK, AOLEHT, JOLIEHT Kadeapy MEeHEeI)KMEHTY Ta €KOHOMIYHOI 6e3IeKH,
YepKacbKHi HaIlliOHAABHUH yHiBepcuTeT iMeHi Bormana XmMeAbHHUIIEKOTO

CHCTEMA INIATOTOBKH PAXIBIIIB Y TAAY3I JOKYMEHTHOI'O SABE3IIEYEHHS YIIPABAIHHS
(3 mocBiny po6oru xadenpu)

AxHomauyin. Y cmammi po3kpumo ocobaueocmi cuc-
memu nidzomosku gaxieyie Yy 2anysi O0OKYMeHmMHO20
3abesneueHHss ynpaeninHs ([3Y). Yeazy ckoHueHmposa-
HO Ha nepeniky O0OKYMeHMI8, 8 SIKUX 3agiKCO8AHO 8HY-
mpiwHlo OisLibHIicmb opeaHizayii. [lo Hux Hanexams:
1) opeaHizayitiHo-npasosi OdokymeHmu;, 2) posnopsioui
dokymeHmu;, 3) iHPOPMayiliHO-00810K081I OOKYMEeHMU.
Takxooxk po3kpumo 3micm HABUANILHOL NPo2pamu 3 OUCYUU-
naiHu  lokymeHmauiliHe 3abe3neueHHst YnpasiHHSD,
aKka ewxnouae 8 cebe maxi po3dinu: 1) npusHaueHHs
Kypcy, Oxkepena i aimepamypad; 2) 00KYMeHMY8aHHs
ynpasaiHcekol OisitbHocmi; 3) opeaHizauyis pobomu 3
doKymeHmamu.

Yeaey sarxuenmosarHo Ha cayx6i JA3Y ma il poni e
opeaHizayii IHpopmayiliHo-00KYMmeHmHo20 3abe3neueHHs
YNPABAIHHS, NOHAMMI «Q0KYMeHMOoobie», opeaHizayii ma
emanax 0okymeHmoobizy; opeaHizauyii pobomu 3i 38ep-
HEeHHSAMU 2POMAOSIH; Op2aHi3auil OOKYMEeHMYs8aHHs 3a
donomozoro  iHPopmayiliHux mexHonozild. CmyoeHmu
3HAUOMASIMBCSL 31 CKAAOAHHSM Ui OPOPMAEHHIM CAYNK-
608uUx 0OKYyMmeHmMi8, peecmpayiliHumMu popmamu, cmpo-
KaMU BUKOHAHHSL 00OKYMEHMI8.

Ocobnuey ysazy npudineHo cucmemamusayii ma
30epizaHHO0 O0OKYMEHMI8, CKAAOAHHIO HOMEeHKAamyp
cnpas, QYHKYIU apxisHux niopo3oinie, npuHyunam i
Kpumepisim eKkcnepmusu yiHHocmi 00OKYMeHmMi8, OpeaHi-
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3ayil 0itbHOCMI eKCNePMHUX KOMICIL. po3271510arombCs
maKosK NPaKmuuHi NUMAHHSL POPMYBAHHSL MaA 0POPM-
JIeHHSl Chpas, CKAA0aHHS ONUCI8 cnpas, aKkmis, nopsioky
06Ky apxigHux OOKymeHmig i nidzomoeKku 008i00K
CoOUiaNbHO-NPABo8o20 xapaKmepy HA 3aNUMU 2POMAOSIH.

IIpaxmuka 3 opearizayii i mexHosoeii J3Y dae cmy-
0eHmam MONKAUBICMb He AUUe 3aKPpinumu meopemuuHi
3HAaHHA, a U onaHyeamu npogeciliHumMu HABUUKAMU
axisus 3 opeaHizayii ecix emanie pobomu 3 OOKYMeH-
mamu 8i0 OMpuUMAaHHsL 00 apxieHoz0 3bepieaHHs 8 KOHK-
pemHiii ycmarosi.

3asHaueHo, Wo yxeaneHHs epeKmueHozo YnpasiiH-
CbK020 DIULeHHsl ICMOMHO 8NIUBAE HA ONEePamueHiCMb i
AKICMb YNPABAIHHSL, cnpusie OOCSIZHEHHIO NOCmaeseHol
memu. CyuacHi mexHon02ii 00380N10Mb YCNIUHO SUPI-
wysamu 3a80aHHsT eheKmueHoi pobomu 3 8eAuUUe3HOIO
KitbKicmo 00KYMeHMI8 (8Karouarouu npuiiom, peecmpa-
Uito, KOHMPOab SUKOHAHHSL, AHANI3 Hopmayil, cmeo-
PEHHSL IHGPOPMAUITIHO-NOUWLYKOBUX CUCTEM).

Knrouoei cnoea: OJokymeHmHe 3abe3neueHHs
YNpasniHHs, OOKYMeHmoobiz, YNpaeniHcbke pIULeHHS,
IHPOPMAYIUHO-KOMYHIKAUITHT MEeXHON02I.
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