//—\\ INTERNATIONAL
IBA s
\

ACADEMY

Ne 31359/IBA ot 01.05.2024

KoMMepueckoe npeajio:KeHne
0 00yUeHHI0
IJIS1 KOMITAHUH «»

IIo Teme:

«OPTAHUBAIINA AJIMUHUCTPATUBHO-
XO3ANCTBEHHOMU CJIVKBbI
T'OCTHUHUIL. HOUSEKEEPING - 9TO
TOKE HCTOYHUK T0OXOIA»

Ot International Business Academy

2024

International Business Academy 6siarogaput Bac 3a BHHUMaHHe K HamIell KOMIaHUI
U NpejjaraeT 03HAaKOMHUTHCSI ¢ KOMMepueCKHM NpeJI0KeHneM 10 OPpraHn3aniu
U IPOBe/IeHHI0 ceMUHapa

Hamm KOHKYPE€HTHbLIC IIPpeuMyliecrBa:

e UnauBuayajbHas pa3padoTKa mporpamMm mo/i 3aKas

e Mini acceccMeHT + oTYeT (IO JOTOBOPEHHOCTH C KJIHMEHTOM)

¢ BoJbIoii BLIOOP TPEeHEPOB

¢ IlepcoHanbHbIN MeHeIKepP, KyPHUPYIOUIUI P OeKT

e ITocTTpeHnHroBas noj/jiep:kKKka 6 mecsien

¢ [IporpamMmpbl JIOSLIbHOCTH JIJIS1 IIOCTOSIHHBIX KJIHEHTOB

¢ Boicokas penyranusi komnannu IBA u pekomenganynu oT Be ylux KOMIaHUil
Ka3zaxcrana

e OOyuyeHne B paMKax Me:K/YHAPOHBIX CTAHJAPTOB

E-mail: info@iba.kz
Caiit: http://www.iba.kz/ Tea.: +7 (727) 328-02-02/03; Mo06. Tex.: +7 702 777 4411
Anpec: PK, r. Anmatsl yia. ZKapokosa 318 ocuc 23 (yr. mpocnexkra Anb-Papadn)
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VCJIOBUA COTPYITHNYECTBA:

«International Business Academy» npurnamaer Bac npuHATh yyacThe B 00y4eHUH 110 TEME:

TOO «International B Acad B 0

"Opranusaiys aAMUHUCTPATUBHO-XO3MCTBEHHON ci1y:kObl rocTunuil. Housekeeping — 9TO TOKe UCTOUHUK
goxopa'.

Croumoctb 00yuennsi: 215700 tenre 6e3 HIAC (McnonauTens He sBisetcs miareabimkom HIIC).
Ilena Ha 2025 rox ¢ yuetom unaekcammu 10% cocrasut 237270 tenre 6e3 HIIC (McnonauTens

He aBisgercs miateasmukom HIIC).

MecTo npoBeaenusi: ouHo Teppuropusi [locraBimuka/ onnaitn miargpopma ZOOM

JdaTbl npoBe1eHMsI:

Omnunaiin:

21-22 aprycra 2024

5-6 nekadps 2024

18-19 mapra 2025

29-30 cenrs6ps 2025

IIpoao/KuTEeLHOCTD: 16 akaleMHUYeCKUX 4acoB

Bpems: ¢ 10:00 o 17:30.

KoanuecTBO y4yacTHHNKOB: | yenoBek

B cTonMocTh 00yueHHsI BXOJUT: 00yueHNe, KOMIUIEKT 9KCKJIIO3UBHBIX O0YYAIOIIUX MAaTePUAIOB,
OJIOKHOT, pyuka, ceprudukar International Business Academy, mocTTpeHUHrOBast NOAepKKa (6 Mecsien),

o0en 1 2 Kope-Opeiika B KaxIblil AeHb 3aHATUH (IIPU YCJIOBUH, YTO OOyUYEHUE OUHOE).

[TpocuM 3aKJTIOUUTH JOTOBOP 3apaHee Kak MUHUMYM 32 1-2 MecsIa 10 Hayaaa o0ydeHus: U 3a0pOHUPOBATh
IaThl C TPEHEPOM.

Ucnomnurens: baryxtnna H.E
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Nudopmanusa o KoMnaHum.
International Business Academy— 3to:
. Pexomenpauuu. Beicokas penyranusa komnanuy IBA 1 pekoMeHAaluu OT BeLyIMX KOMITAHUI
Kazaxcrana. Komnanus 6onee 10 et Ha pbIHKE 32 9TO BpeMsl 3apeKOMeH 10Bana cebsl, Kak

HAaJCKHOIO MOCTaBIIUKA YCIIYT.

. [lepcoHanbHbI MEHEKEP, KYPUPYIOIUI MTPOeKT. Kaxk bl MPOEKT KypUpYeT OTAEIbHBII
MEHEKEP, KOTOPBIN 3aKpeIUieH 3a Baien kommnanuein

. Jlyuamme sxcrniepthl. [IpodeccnoHa bHbIN COCTaB MPHUBIEKAEMBIX K ITPOIIECCY OOyUYEeHUS
MIPEToIaBaTelIel, YCIEIIHbIX IKCIIEPTOB, KOHCYJIbTAHTOB, TOM-MEHEIKEPOB KPYIHBIX KOPHOpaLUK.

. AKTyaJIbHOCTb M 1oJ1b3a. Hatlim mporpaMMel oTpaaioT caMble COBPEMEHHBIE METOJUKH C YUETOM
M3MEHEHUS PbIHKA U 3aKOHOAATEJIbCTBA.

. ®opmar oOydenusi. Mbl mpeyiaraeM HaIMM KJIMEHTaM HECKOJIbKO (hOpMaTOB OOyUYEHUS:
— Ounblii 1 OHaiH popMaT OTKPBITHIX, KOPIIOPATUBHBIX M UHAWBUYAIbHBIX CEMUHAPOB.

. HOCT-TpeHI/IHFOBI)Ie AHAJIM3 U IIOAACPIKKA B TCUCHUN 6 MECALICB. MOHI/ITOpI/IHF PE3YJIbTATOB
TPEHUHI'OB B pa6oqu nponecce, peKOMEHAAINU OT TpEHEPA.

. UupuBuayansHelid nonxos. Bee, HauMHas ot cogepxkaHus, MECTA U BPEMEHU MPOBEACHUS
TPEHUHTOB MOKET OBITh HACTPOEGHO B COOTBETCTBUM Barmm norpeOHOCTAMHU.

. [IpyHIMNIMAIBHO BBICOKMI YPOBEHb cepBUca. Mbl co3aanu Bee yCIoBuUs AJ11 MAKCUMAJIbHOTO
BOBJICUCHHSI B O0yUEHHE: OT YIOOHBIX KPece ¥ COBPEMEHHOT'O MTPE3EHTAIlMOHHOTO 000pYI0BaHM S,

10 YAOOHO! JIOKAIIHU.

. MexayHapoHble cTanaapTel o0ydeHnus. OOydyeHne B paMKax MekIyHAPOAHBIX CTAaHIApTOB,
C aJIanTaluii MoJ| peajvy Ka3axCTaHCKOro Ou3Heca.

OIIMCAHME ITPOI'PAMMDBI:

Cay:x06a skcmuyaTanus HOMepHoro ¢ponjaa

¢ OpraHu3alMoOHHasA CTPYKTypa

® 3anaun, (pyHKIUU 1 30HBI OTBeTCTBeHHOCTU AXO. B3aumoeincTeue ¢ Apyrumu oTaesiaMu
¢ CrangapTsl OTBETA IO Tese(OHY, 3allpelieHHbIE (Ppa3bl

¢ GopmupoBaHue rparKoOB BbIXOa HA pabOTy, MEPCOHATBbHBIX 32/IaHUI TOPHUYHBIM
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¢ [TnanupoBanue. CocraBieHre rpapMKOB 3arpy3Ku U yOOpPKH

¢ [InanupoBanue pabouero AHs cymnepBaiiepa (crapiieil TopHUYHON). PyHKIMOHAT TO3UIMN
cynepsaiizepa. Pacripenenenue o0s3aHHOCTEN HAa paOOUyI0 CMEHY

¢ OpraHusanus NpoBepKu KauecTBa yOOpOUHbIX paboT. B3aumonelcTeue ¢ Apyrumu ciysxx0amu

Yoopka HoMepOB

® Bujibl, ocienoBaTeIbHOCTh, OTJIMYUTEIbHbIE OCOOEHHOCTH U TIPUHIIUIIBI TPOBEICHUST YOOPOK

¢ V6opka HOMepHOro (hOH/Ia U CITYKEOHBIX MTOMEIIEHHIA

¢ OpraHuzanus padOThl TOTAXKHOTO MIePCOHAA

¢ Bupl nomenieHnii HomepHoro oHaa, 000pyaoBaHKe TOMEIIeHUH HOMEPHOTo (hoHIa

¢ Vciyru, mpeiocTaBisieMble CIykO0oi HOMepHOro (oHza

* BeuepHuii cepBuC 1 TeXHOJIOTHs oOciyxkuBanusi VIP. Bpems oOciyxuBaHus1, nepeyeHb
meponpusaTuil. Kareropuu rocreii. Bzanmoneiictere ciryx0

¢ OpraHuzanusi yOOpKH rocteBbiXx HoMepoB; CTaHAapThl MPOBEAECHUSI YOOPKH HOMEPOB Pa3IMYHbIX
KaTteropui

¢ Cra"gapTsl YOOPKU rOCTEBBIX HOMEPOB: TeKyIas yOOpKa, TeKyiass yoopka co CMEHOU Oelbs,
BeUepHsisl yOOpKa, yOOpKa HOMepa 1ocjie OThe3/1a TOCTs, BlakHasi yOopKa 3a0pOHMPOBAaHHBIX
HOMEPOB, 'eHepasibHasi yOOopKa

¢ Pabouwii ieHb TOPHUYHOM OT MPHUXO0/Ia Ha PabOTy O COAYM KIIIOUe

¢ KomruiekTalus TejaeKKU TOPHUIHON

Yoopka 00111e CTBEHHBIX 30H

® Bujibl ¥ IPUHIIMIIBL IPOBE/ICHUsT YOOPOK
® YVOopKa rocTeBhX 30H
e Opranusanusi yOOpKH rocteBbix 30H; CTaHIapThl IPOBEJCHUST YOOPKH FOCTEBBIX 30H

Crparerus pa3surtus. brog:xker. Ynpasienue n3MeHeHUSIMU

¢ MarepuanbHoe obecrieueHre u opopmiIeHHE MOCTAaBOK

¢ Kontpossb 3a pacxopoanueM TMII. [nanupoBanue pacxogoBaHus

¢ Cucrema BHYyTpeHHHX 3asBOK. CorylacoBanue 3akynok. CKIaackon yuer: opOpMIIEHUE PUEMO-
CAATOYHOM JIOKYMEHTAIMU; TIOPsiIOK Bbiiaun TMI]

¢ [Ipaveunas. [Ipouenypsl mpriemMa, 0OpaOOTKM M JOCTABKU 3aKa30B rOCTE, MpaiC-JIMCT Ha YCIyTU
MpayeyHOl, XUMYUCTKH, TTAKETHI IS IPadevHou, OesibeBasi KOMHATa | Jp.

® luBeHTapu3anusi: NOPsIOK MPOBEIEHUs

® DHeprocOepexeHne u 3HeprodpeKTUBHOCTD

® PeMOHT, pEeKOHCTPYKLIMS U pEHOBALMS B TOCTUHHULIE. Y IPABJIEHUE U3MEHEHUSMU

¢ UrxeHepHOe 0OcCie/IoBaHNe KOHCTPYKIIUI U BBISIBJICHUE JIe(PeKTOB

IIpaBoBbie 0CHOBHI JesATeabHOCTH AXO

® OcoOeHHOCTH OPOPMIIEHHS U COMPOBOXKAEHHS JOTOBOPOB, PUMeHsieMbIX B padote AXO:
TPYIOBOM JI0TOBOP, JOTOBOP KYIUTU-IIPOJAKH, JOTOBOP MOCTABKY, NOAPSAAA U BO3ME3JHOIO
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OKa3aHUs yCIIyT, JOrOBOP Ha TEXHUUECKOE 0OCITyKMBaHHUE, JJOTOBOP HA KOMMYHAJIbHBIE YCITyTH.
Turoble ONMOKY U UX MOCIEICTBUS

TexHuueckoe 3aganue Ui NOAPAAYUKOB, KAK OCHOBHOM MHCTPYMEHT 3aIUTHl CBOUX UHTEPECOB
VYyactue AXO B opraHuzaiivi OXpaHsl TPyaa, TEXHUKU O30MaCHOCTH, MPOU3BOICTBEHHON
caHuTapuu. Perynupyomye HOpMaTUBHbIE aKThl U JIOKAJIbHBIE OPraHU3aMOHHO-
pacropsiIuTeIbHbIE JOKYMEHTBI, OPAA0K UX 0POPMJIEHUS

JokymenToo6opot. CtaHIapTHbIE JOKYMEHTHI B aesitesibHocTH AXO

BesonacHocTs. Mcnonb3oBaHMe XMMUYECKUX CPEJICTB U JEKTPOrpuOOpoB. MHCTpyKTaxk

Y JKYPHAJIBI TI0 TeXHUKe Oe30macHOCTH. [lepuoaAnIHOCTh poBeieHHs], TpeOOBaHUs K 00yJalomeMy
nepcoHay/o0yJaronmm opranu3anusam. OTBETCTBEHHOCTD JIOJKHOCTHBIX JIHII

KoHdankTHbIE cuTyanuu U np oieaypbl

[TprynHBl BO3HUKHOBEHUS KOH(PIMKTOB B padore AXO u crocoObl UX pelieHus

AHanM3 TUIIMYHBIX CUTYAIiA: 3a0bIThIE BN, OTKPHITHIN cefi( BO BpeMsi MPOBeIeHN s YOOPKH,
3aKPpBITHIN ceii moce Bble3/1a rocTs, HalUTKU B OOKaJlax, LIBETHI U T.JI.

JleficTBUSI TOPHUYHOM MTpU OOHAPYKEHUH TOJIOMOK, MPONAKH U MIOPYH UMYIIECTBA TOCTEM
BzanMopericTBe TOPHUYHON C TEXHMUYECKOM CITyKOO0M, CTaHIapThl IPOBE/ICHNs PEMOHTHBIX padoT
B 3aCEJIEHHOM HOMepe

[Mpouemypsl paboTHI € kKano0amu rocrei

Odopmienne 3a0bITHIX TOCTEM Belllel. X paHeHue, MOPsI0K BO3BpaTa

Pabora ¢ peknamanusamMu BHYTPEHHUX CITy:kO 1 rocteil. BHyTpeHHUE pacciieoBaHus: OCHOBaHUS,
MpaBUJIa ¥ MEXaHU3MbI IPOBECHNsI, COMPOBOIMTENbHAS JOKyMeHTarmsl. ObecrnieueHre 3aKOHHOCTH
Y KOH(pMIEHIMATBHOCTH. PellieHre o npuBieYeHur PaBOOXPAHUTEIbHBIX OPraHOB

Pa6oTa ¢ mepCcoHaJIOM CJYKObI SKCILIyaTallil HOMEePHOro (poHJa: MONCK,
noaoop, ooyueHue

* Hab6op nepconana B AXC — MOUCK KaHIUIATOB, KBUTU(UKAIMOHHbIE TPEOOBAHMS,

npodeccuoHaipHble KoMmneTeHuu. PopmupoBanue npoduiis JOIKHOCTH. MeTOIUKM aTTecTalyy,
NOTPYKEHUS U IKCIpecc-00yueHus rpu ayrcragpdunre

¢ Ouenka 3(pdeKTUBHOCTH, MOTUBAIMS U TIOBBIINIeHHE KBaudukamnuu. [Tnanupoanue o0ydyeHus,

3arpatbl. POpMbl 00yUEeHHSI: BBOAHBIA TPEHUHT, HACTABHUYECTBO

¢ Kpaxu. [Ipodpunaktika mpeaoTBpameHus Kpax nepcoHagom. [Ipasuia nonp3o0BaHus CiIyKeOHBIMU

kioyaMu. OTKJIOHEHUE OT AOJDKHOCTHBIX MHCTPYKIMIA — HECTAaHJAPTHBIE MPOChOBI FOCTEN
Y CUTYally — 0030p MPaKTUKU C IPIMEPAMH HACTYIUIEHHUSI OTBETCTBEHHOCTH

HaBrbikn

® OTcTpoHKa CUCTEMBI YIIPaBJIEHUE HOMEPHBIM (DOH/IOM OTEJIs
¢ PaspaboTka craHgapToB A nepcoHaia housekeeping

Pa3pa6oTka 10OKYyMeHTOB
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¢ KHura ropHUYHO¥ C IOZAPOOHBIM ONMCAHUEM BCEX HPOLIETYP
JIOJKHOCTHASI MHCTPYKIIMSI TOPHUYHOM U CyrepBaii3epa CiryKObl SKCILUTyaTaluy U 00CTy KUBAHUS
HOMepHOro oHIa
¢ CranaapTsl 00CIy)KMBaHUS rocTel U1 noapasaenenus housekeeping
Check list cMeHbl TOPHUYHON
Check list yoopku HOMepa
dopma MHBEHTapU3aLMK HOMEPOB U TJIAHOBBIX YOOPOK
¢ TunoBoii 10roBop Ha NOAPsIAHbIE paOOTHI
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