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TAUM-MEHEODXMEHTA

(Kmo Boiepas Bpewa, mom Boiuzpaa Bee.
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1. YNPABNEHME Heobxoanmocmy
KAK HAYKA SReAcHna
ynpasAeH4ecKon
CeATEADHOCTHN

B OTREALHYIO

I I avqyaJIOM IMpU3HAHUA yIIPpaBJICHHWA Hay-
chyHKLHMIO BO3HAI-

KOW Y CAMOCTOSITENILHOM 0BJIaCThHIO
uccaenoBanuii cuuraercs 1911 r., xorma
@penepux Y. Teilop omy6IMKOBaI CBOIO Ad B KOHUE
KHUTY «[IPUHLIUITBI HAYJHOTO YIIpaBJie- XiX — Hauane
Husi». Ho rnaBHOI cujioit, KoTopasi oAcTer- XX eexon.




KAK YMPAB/IATb BPEMEHEM

HyJIa UHTEpEC K YIPABICHHUIO ellie PaHbIIIe,
Obl1a TIPOMBIILITIEHHAS] PEBOJTIOLMS B AHT-
B 17078

HMMeHHO B 3TOT nepro Hadyanoch (hOpMHU-
pOBaHUe HEKOTOPBIX MPUEMOB OPraHU3aLINK
MPOU3BOCTBA, KOTOPHIE TTO3BOJISUIH TTOBBI-
CcHTh ero 3 deKTNBHOCTh. HO B TO Bpemst
yIpaBJeHUe He PacCMATPUBAIIOCh KaK CaMo-
cTogTebHas cepa IesITeTbHOCTH, a CUUTa-
JIOCh HEKM BCITOMOTATETBHBIM CPEICTBOM,
TTO3BOJISTIOIIUM YJIy4IIIUTL PaboTy.

YETbIPE NOAXOA4A
K TEOPUU YMNPABJIEHNS

I I 0 Mepe Pa3BUTHSI YIIPaBICHYECKOM
HayKu c(hOPMUPOBATIUCH YE€ThIPE OCHOB-

HBIX [TOIX0NA, KaXKIbIA U3 KOTOPHIX UMEET

NpoueceHsiid nogxo

£ {1920 1.

Yhpasnendeckue Lwkons
(1885 1950+




OCHOBbl TAUM-MEHELKMEHTA

CBOU OCOOEHHOCTH 1 BHOCUT CBOM BKJIAJ
B pasBUTUC TCOPUU U MPAKTUKU YITIpaBJIC-
HUA.

IIogxop ¢ mo3InMi BEIOeJIeHS
YIIPABJIEHYECKIVIX IIKOJI

JIECh pacCMaTPUBAIOTCST YE€ThIPe OCHOB-
3 HbIE LLIKOJIBI YIIPaBJICHUsI, TAKME KaK
ILIKOJIa HAYYHOTO YIIPABJICHMS, aIMUHUCT-
paTUBHas I1IKOJIA, 1IIKOJIa YeJJOBEUSCKUX
OTHOILICHUI1 1 HAyKU O TTOBEICHUM, a TAKXKE
KOJIMYeCTBEHHAs 11IKOJIA.

Mopaxopn, paccmaTpuBaloLwnmn
ynpasneHue Kak rnpouecc

TOPOHHUWKH 3TOTO IMOIXOAA YTBEPXK-
C JIA10T, 4TO YIpPaBJIEHYECKAs AEATEIb-
HOCTb MPEACTABIISIET COOOM HEMPEPHIBHBIN
MPOLIECC OCYLLECTBICHUS YIIPABIEHYECKUX
(YyHKIMI, KaXIast U3 KOTOPBIX B CBOIO OYe-
pelb TOXE MPECTaBISET COOOM HENpPephIB-
HbI IIpoliecc.

Moaxoa ¢ NO3nLMA CUCTEMHOCTU

B JaHHOM CJjIyda€ opraHusalus paccMart-
PpUBACTCA KaK COBOKYITHOCTb B3anMO3a-
BUCHMBIX 1 B3aMUMOCBA3aHHbIX 3JICMCHTOB.




KAK YTPABJIATE BPEMEHEM

CuryaumonHsii nog-
xop npeanonaraer,
yTo HaubBonee
3¢ PpeKTUBHBIM METO-
AOM B KQXAOM KOH-
KPeTHOM cny4ae
ABNSETCA METOQ,
koTopbii bonee
BCEro COOTBETCTBYET
BOHHOH CUTYALMM.

OCHOBHBIE U3 3TUX JIEMEHTOB: CTPYKTYpa,
3a1auu, TexHosnoruu u moan. Kaxnas us
COCTaBJISIIOIIUX CUCTEMbI OPUEHTUPOBAHA Ha
JIOCTVDKEHME MPUCYILIMX UMEHHO €1 LIEJICH.

CuTyauunoHHbIi noaxon,

H KOHILIEHTPUPYETCS] Ha TOM, UTO MPU-

TOHOCTh Pa3JIMYHBIX METOIOB yIpPaB-
JIEHUSI OTIPE/IETISIETCST CUTYyalIuei.
TMockonbKy CylecTByeT OrpOMHOE KOJTMYECT-
BO (haKTOPOB, BIUSIONINX HA 3(h(HEKTUB-
HOCTb, KaK BHYTpY OpTraHU3alliM, TaK U BO
BHEIIIHEU cpefie, He CYIIECTBYET eANHOTO
«Ty4dIIero» Ccrocobda ymnpasisiTh.

COEPBI YNPABJIEHUA

paMKax OTIe/IbHOM OpraHU3aliy BhIIe-

JISTIIOTCST 000COOJIEHHBIE 00JIACTU JesITeITh-
HOCTH, MEHEIKMEHT KaXKIOM 13 KOTOPHIX
nMeeT cBoio cnelduky. Cioma OTHOCSITCS
MPOU3BOACTBO, (DMHAHCHI, COBIT 1 MAPKETHUHT,
CJTy>kOBbI CHaOXEeHMSI, padoTa ¢ IIePCOHATIOM.

YnpasneHue npon3soaCcTBOM

peamojaract onTuMmn3alio UCITI0JIb30-
BaHMs MaT€pUaIbHO-TEXHNYECKOTIO,




OCHOBb! TAVIM-MEHE[DKMEHTA

PECYPCHOTO ¥ KaJPpOBOIO MOTEHIMANA TIPE/I-
MIPUSTHUS C LEIbIO TPOU3BOACTBA IIPOLYK-
LAY HAIUIEXKALIETO KAaYyeCTBa ¢ HAMMEHb-
VMU 3aTpaTaMy U B YCTAHOBJIEHHBIE
CPOK.

YnpaeneHue puHaHcamu

KITFOUAeT B ceOsl PeryJIupoBaHue IeHEX-

HBIX ITOTOKOB, (POPMUPOBAHNE MHBECTU-
LIMOHHOTO MOPTQeEJIsi, OpeieNIeHNe 10U
COOCTBEHHBIX 1 3a¢MHBIX CPEJICTB B CTPYK-
Type KaruTajia IpearpusIThst 1 KOHTPOITb
Bcex (PMHAHCOBBIX MOKa3aTesell ero aesi-
TEJIbHOCTH.

YnpaBneHue cObITOM

TO NIESITENbHOCTD MO pa3paboTKe Map-
9 KETUHTOBOW CTpaTeruy MPeAnpUsITUsI,
(opMUPOBaHUIO KaHAJIOB CObITA TOTOBOI
MPOAYKIIUU, OTCJECKMBAHUIO KOHBIOHKTYPbI
PBIHKA, POBeACHUE PEKIaMHbBIX U TTUap-
MEPOIIPUSITUI, a TAKXE KOHTPOJIb U KOPPEK-
TUPOBKA OOBEMOB MPOJAK.

YnpaBneHue cHabXeHuem

KJTIOYaeT CocTaBlieHue rpakoB
[TOCTABKU ChIPbsI ¥ MATEPUAIOB, KOHT-




KAK YNPABIATE BPEMEHEM

POJIb 3a CBOEBPEMEHHOCTBIO ITOCTABOK,

a TaKKE 3a KaYE€CTBOM ITIOCTYIIAIOLIETO
CbIPbS 1 KOMILICKTYIOIIMX. MeHemKMEHT
CHaAOXeHUsI MIPEaAnojaracT Tak>Ke 3aK/Io4ec-
HME 1OTOBOPOB Ha ITOCTaBKYy U ITOMCK Hau-
0oJiee MOAXOMASIIMX TTOCTABIIIUKOB.

YnpasneHue nepcoHanom

10/1a BXOJIUT JAEATENbHOCTh 10 TECTUPO-

BaHUIO U OTOOPY MOTEHLIUATBHBIX
COTPYIHUKOB OpraHu3alliy, pa3padoTKa
CIOCOOOB CTUMYJIMPOBAHUS TPy/a, a TaKxKe
pabota ¢ COTpyIHUKaMU BHYTPU MpEANpusi-
THUSI C 1IJIbIO TIOBBIIIEHUSI 3(PHEKTUBHOCTU
UHGOPMALIMOHHOTO OOMEHAa MEXITy pa3iny-
HBIMU YPOBHSIMM YIIPaBJICHUSI U BHYTPU
Pa3INYHbIX (PYHKIIMOHATBHBIX TOApa3iee-
HUI HUPMBI.

2. NOHATUE TAUM-
MEHEO)XMEHTA

pOMe YIIpaBlICHUECKOM IesITeIbHOCTH,

HaITpaBJICHHO BO BHEIITHIOKO CPeiy,
KOTOpAsT OCYIIECTBIISIETCS B BUIE YKA3aHUIA
U PACIIOPSKEHMI, CYLLIECTBYET ITOHSITUE
CaMOMEHEIKMEHTA.




OCHOBbI TAMM-MEHEXKMEHTA

CyIIHOCTh cCaMOMEHEIKMEHTa, WU yIIpa-
BJICHUST COOOM, 3aKJTI09aeTcs B YMEHUN
HCITIOJIb30BaTh BCE TPEbIAyIe HapaOOTKH,
KaK TeopeTUIeCKUe MPEAOChUIKHU, TaK

U TIPAKTUYECKUe MPUEMbI, KOTOPHIE YKe
JIoKa3ajii cBoIo 3((GEeKTUBHOCTD B TIOBCE-
JTHEBHOW XXW3HU, UTSI ONITUMU3ALIN
HCITOJIb30BaHUS CBOETO JIMUHOTO BPEMEHM.

CaMOMeHeKMEHT B YeM-TO CPOIHM YIIpaB-
JIEHUIO OpraHMu3alueit; 31ech ToxXe Heo0Xo-
JIMMO OTIPENEIUTHCSI CO CTPAaTeTMUeCKUMM

U KPaTKOCPOYHBIMU 1IEJISIMU, YMETb OpraHu-
30BaTh CBOE paboyee BpeMsT M YETKO OIpe-
JIEJIATh, YTO U B KaKK€ CPOKU HEOOXOAUMO
c/ienaTth, BhISCHUTD JJIsI CE0s MOTUBAILIUIO
TeX WIW UHBIX IEHCTBUIA, a TAKXE MTPOKOH-
TPOJIMPOBATh MCIIOJTHEHNE HAMEYEHHOTO.

Ho, kpome ymeHUS yIipaBisiTb CBOMM Bpe-
MeHeM, MpoGheCCUOHAIBHBIN PYKOBOIUTEh
JIOJDKEH 3HaTh, KakK 3(¢GEeKTUBHO OpraHM30-
BaTh pabodee BpeMsl CBOMX MOMYMHEHHBIX,
YTOOBI KOHEUHBIE LeI (PYHKLIMOHUPOBA-
HUST OpraHU3ALMU JOCTUTAIUCh HE TOJIBKO
¢ HaMMEHBIIMMU MaTepUaJbHBIMM 3aTpa-
TaMH, HO 1 B OoJjiee ONTHMAJIbHBIC BpEeMeH-
HBIE TIPOMEXYTKHU.

Hcxonst u3 3Toro TaiM-MeHeIKMEHT
MOXHO OIPEe/IC/IUTh KaK IJIaHUPOBaHUE,
OpraHM3alnIO pacTpeae/ieHUsT 1 KOHTPOJIb




KAK YIIPABNSTH BPEMEHEM

3a UCTIOIB30BaHNEM pabovero BpeMeH!

B OpraH13allii ¥ COOCTBEHHOTO BpEMEHU
PYKOBOIMTEJIST C LIENTBIO TIOBBITIICHMSI

3¢ GEKTUBHOCTH PabOTHI OTAEIBLHBIX
TTOApa3IeIeHUI U OPTaHU3AINH B IIEJIOM.

HeobxonumocTh BbIAeICHUS YIIPABICHMS
BpEMEHEM B OTAEIBHYIO 00J1aCTh MCCIIEI0-
BaHUIA 00yC/IOBJIEHA IIOCTOSTHHO HapacTalo-
IMMH1 TEMITAM1 U3MEHEHWI BO BHEIITHEN
cpene, yBenrmueHrneM MH(GOPMaIlMOHHBIX
MOTOKOB, KOTOPBIE TIPUXOAUTCS OTCIIEKU-
BaTb PYKOBOIUTENIO U POCTOM B CBSI3U

C 3TUM TpeOOBaHMIT K MOOMJIBHOCTHY 1 Opra-
HU30BAHHOCTU MEHEIKEPOB.

MNPOBJIEMbl OPFAHU3ALIUAU
PABOYEIroaHA PYKOBOOUTENA

I I bITasiCh 3(P(EKTUBHO OPraHM30BaTh CBOM
paboumii ieHb, PYKOBOAUTESb CTATKMBA-
€TCsl ¢ onpe/eeHHbBIMU TIPoOIeMaMHU.

Mpo6nema N2 1: ynpaBneH4yeckuii
LMK He MMeeT 3aBepLueHus

P aboTa pyKOBOIUTEJISI OTIMYACTCS OT
00s13aHHOCTE M, HapuMep, pabodero Ha
TIPOM3BOJICTBE, KOTOPHIH JOJDKEH TIPOCTO
BBITTOJTHUTh JTHEBHYIO HOPMY BBIPaOOTKH,




OCHOBbI TAMM-MEHELDKMEHTA

TOCJIE YEeTO CITOKOWHO MOXKET UITH TOMOTA.
PaGota pykoBonuTesisi, 0COOEHHO BBICIIETO
3BEHA, HE UMEET YETKOTO 3aBEPIIICHMUS, EMY
MPUXOINUTCST OTCIEKMBATh CUTYALINIO

U MPYHUMATD PelLLIeHUs] IPAKTUUECKU
TTOCTOSTHHO, B CBSI3U C 3TUM OH BCET/a UyB-
CTBYET, UTO IOJDKEH CAEJaTh YTO-TO Ellie.




KAK YMPABASITb BPEMEHEM

Mpw nepepabdorke
HopMaLIK
PYKOBOANTEND BbIHYK-
AeH 0TCeuBdTL MeHee
BXHYIO, C 810 TOMKW
3peHus, MHOOPMALKID,
YTO MHDA NPUBOANT
K NOTEPE U HYXHbIX
CBEABHNI,

MpoGnema N22:
MHPOPMaLMOHHbIE Neperpys3Kku

B €ChbMa aKTyaJIbHOM [IJIs1 MEHEKEPOB

SIBJISIETCSI U TTpo0JieMa MHMOPMAaLIMOH -
HbIX nieperpy3ok. DiaBuH Toddep B kaure
«Iok Gymyiero» muiiet: «BronHe MoxeT
CJIyYUTHCSI TaK, YTO BOJHBI MH(OPMALINH,
3aXJIECTHIBAIOIIINE BOCIIPUSITHE, MOTYT
3aMETHO MOJABUTh CIIOCOOHOCTh TyMaTh
U IECTBOBATh Y PyKOBOJUTEIEH, Tep3ae-
MBIX HEOOXOIMMOCTBIO IPUHUMATh HEOT-
JIOXKHbBIE, HETTPEPbIBHBIE, CPOYHBIE pellie-
HUS».

MpoGnema N23:
nepepaboTka nHpopmauumn

YKOBOJAUTEJTb, MOTIOIIEHHBIH repepa-
00TKOI mocTynatouieit nHhopMauu
¥ HEOOXOAMMOCTBIO MOJIIePKUBATh UHGOP-
MaIlMOHHbBIN 0OMEH, MPOCTO HE B COCTOSTHUU
3 deKTUBHO pearupoBaTh Ha BCE COOOIIIE-
HMSL.

YT1oOBI ITPeoa0IeTh BCe 3TU TPYTHOCTU

M TIpO0JIEMBI, YTOOBI Y PYKOBOAUTEIEH

K KOHILy paboyero THSI He 0CTaBajloCh OIIly-
ILIEHUS1, 4TO, MPOJIETIaB OTPOMHYIO PadoTy,
OH TaK Y He cJieJiall IJIaBHbIX, HanboJiee
CPOYHBIX JIeJ, BCEM PYKOBOJISIIIIMM paboT-




OCHOBbI TAAM-MEHEKMEHTA

HUKaM HeoOXOIUMO TIPOBOJIUTL aHAJIN3
MCITOJIb30BaHUA CBOCTO pa60qero BPEMCHMU.

3.AHAIN3
MCNOJZIb3OBAHUYA
PABOYENrO BPEMEHMU

VILIECTBYET HECKOJIBKO MPU3HAKOB,
KOTOpbIE YKA3bIBAIOT HA TO, YTO PYKO-
BOIUTEb UCHBITHIBAET TPYIHOCTU

C MCIIOJIb30BAHUEM U PACTIPEACIICHUEM
CBOCTO BPEMCHMU.




KAK YNPABNATE BPEMEHEM

AHAJIN3 PABOYEIro BPEMEHU

CJIA BBILIETIEPEYNCIIEHHBIE CUMITTOMBI
E HAJIMIIO, TO OYEBUIHO, YTO pabouce
BpEMSI HCITOJIB3YeTCSl PyKOBOIUTEIEM Head-
(PEeKTUBHO 1 HEOOXOAMMO TTPOBECTH aHAU3
C LIeJTbIO YCTPaHEHUSI HeIOCTATKOB M COCTAB-
. G I JIEHWsI HanboJiee ONTUMAIBHOTO Tpaduka
(3 pabotel. Takoit aHaIM3 IPOBOAWTCS B He-
CKOJIbKO 3TArloB.

9tan 1

Ha miepBoM aTarne HeoOX0aMMO 3a(PUKCUPO-
BaTh (haKTUYECKHE 3aTpaThl BpEMEHH Ha TOT




__OCHOBbI TAWM-MEHE/DKMEHTA

e

VIV THOM BUII IESITEIGHOCTU PYKOBOIMTEIIST
B TeUeHME HECKOIBKMX pabovrX JHEH B BUIE
CITCIYIONIEiT TaOIHIIEL.

DakTHuecKHe 3aTpaThl BpeMeHn

Tenedoriblie NeperoBops!

.q)(}pMNeHue ,noxyue}{taumu

OOMOTD KOPPECOHAGHLIMMN

Onpene B ONTHMATBHEIE BETMIMHEL
3aTpar BpeMEeHHU, MeHEIKep CMOXKET Olle-
HHUTb, Te OBUTH JOMYIICHBI CTUIITKOM BBICO-
KHe 3aTpaThl BpeMEeHH, W COCTABUTD TSI
ce0s1 rpadMK pabodero AHsI, KOTOPBIA
TO3BOJIUT UCIIONB30BaTh pabodee BpeMst
ropasno 3(pdeKTuBHEE.

Artan 2

a CJICOYIOLIEM 9Tall€ aHaJIn3a HEO0X0-
HI[I/IMO PaCCMOTPETH HETIOCPEACTBEHHO TC
BUIBI ACATCIbHOCTHU, B KOTOPBIX ITPUXOIHN -
JIOCh y4aCTBOBaTb PYKOBOJIUTEIIIO. Becbma
BEPOATHO, YTO MHOTME€ U3 HUX OKAXKYTCS HE
CTOJIb BA2KHBIMU, 1 CITPABUTHCS C HUMU
OyIeT Mo CUIaM IPYrMM COTPYIHMKAM Opra-




KAK YNPABNIAITL BPEMEHEM

- HEil HeOpraHK3o-
BAHHOCTBIO
pyKoBoaMTENSs.

Hu3anuu. IlepeioXuB Ha HUX OTBETCTBEH-
HOCTb 32 BBIITOJIHEHUE TAKUX JIeJI, PyKOBO-
JIUTEb CMOXET BbICBOOOIUTD JJIsl ceOst
JIOITOJIHUTEILHOE BpeMsI Ha pellieHUe CTpa-
TErMYECKMX 3a1ay.

dran 3

poMe aHaJiM3a 3aTpaT BpeMEHM Kak

TAKOBBIX, KaKIOMY PYKOBOAMUTEIIO
TMOJIE3HO OyIeT MPOBECTU aHAU3 CBOMX
JIMYHBIX KAYECTB C TOYKM 3PCHMS CUJIBHBIX
U CJIa0BbIX CTOPOH.

BanaHCc CUNbHbIX U CNadbIX
CTOPOH

A HaJIU3 JTAYHBIX KAYECTB MOXHO TaKxXKe
NpeICTaBUTh B BUJIE TaOJIMILIbI, B KOTO-
pO¥i MepeUYrCIsIIOTCSI OCHOBHbIE TOCTOMH-
CTBa Y HEAOCTAaTKU PYKOBOIMTEJISI U KOTO-
past HauOoJjiee HarISIIHO MOXET MOKa3aTh,
YTO CJIeAyeT MOOLIPSITh, a Hal YeM elle
HY>KHO MOpaboTaTh.

~ Banac cTopoy




OCHOBbI TANM-MEHEDKMEHTA

OpnHa U3 rpaHeii aHaIn3a IMYHbIX KayecTB — ¢ Bpema, 3a1pa- N
6ana}01c nopaxkeHnit 1 Heygad. CocTaBuB yeHHoe Ha obpa-
TaKOM OayaHc, MEHEIKEP TTOIYINT OoJIee

Botiwy nudpopma-
HaIJISITHYIO KapTUHY U CMOXKET TIOHSITh,
OTCYTCTBME KAaKMX KA4eCTB IOMELIAIO LIAOHHDIX
JIOOMTBCS yCIIexa. NoTOKOR,
IpoBons aHANIN3 UCTIONB30BAHUS PabOYEro Heobxoanmo
BpeMEeHU, HEOOXOIMMO TIOMHUTB O TOM, UTO NPOAHanN3npo-
JI bBHAA O0JIs1 BDEMEHHBIX 3aTpaT MEHE- \__BaTb o‘[ﬂef\b“o_)
IKepa IIPUXOIUTCS Ha padoTy ¢ mHGpopMa-
LIUEN.

Yacro ciydaeTcsl, YTO PyKOBOAUTEIb Tpa-
TUT CJIMIIIKOM MHOTO BpeMEHU Ha YCBOCHME
nHGOpMaLNK 13-3a Hed((HEKTUBHOMN
CHCTeMbI KOMMYHUKAIWIA HA TIPEATIPUSITUN
B 1IesioM. B TakoM citydae Hy:kHO Oomee
JIETATBHO PACCMOTPETh CXEMY JBVKECHMSI
MH(GOPMALIMOHHBIX IIOTOKOB BHYTPY Opra-
HU3aLWU Y IIPU HEOOXOTUMOCTA BHECTH
COOTBETCTBYIOIINE KOPPEKTHUBHI.

4. OCHOBHbIE NMPU4YUHDbI
AEPULINTA BPEMEHU

« Y T 0 3HAYMT 30710TO M cepedpOo B CpaBHE-
HMHU CO BpEMEHEM, KOraa OOHOMN

MMHYTBI HEJIb3$51 KYITUTh 32 BCE 30JI0TO

MMpa, 1 KOraa MaJieiiiliee MTHOBEHUE CTOUT




KAK YNPABNATEL BPEMEHEM

BeuHocTu?» — Borpoiiaa MoaHH 3natoyct
ellle Ha 3ape IUBITU3AINK, HO U TOT/IA yXKe
CETOBAJI, YTO JIIOIN HE YMEIOT IIEHUTh CaMyIO
JIParolieHHYIO0 B MUPE BEIIIb.

Yenosek, ymeronimii 3(heKTUBHO pacropsi-
JKaThCST CBOMM BpeMeHeM, Bcerma 6osee
ycrelieH, OOJbIIETo JOOBETC B XKU3HU

1 B KOHEYHOM UTOTE CMOXKET TTOJTHEE peajiv-
30BaTh ce0sl.

ITpyunHBI, BRI3BIBAIOIINE HEXBATKY Bpe-
MEHHU B pab0Te MEHEIKEePOB, MOXKXHO
MOAPA3IeIUTh Ha BHELITHNE 1 BHYTPEHHHUE.

BHEWWHUENPU4YUHDI

B HeIIIHKEe IIPUIMHEI T1e(PULINTA BpeMEHN
00YCJIOBJIEHbI BO3IEUCTBUSIMI OKPYXKaro-
e Cpeabl M He 3aBUCST OT JIMYHBIX
KauyecTB U CIIOCOOHOCTEN PyKOBOIUTEISI.
Cioa B MepBylo oyepeib OTHOCSTCS Clie-

ITYIOIIIVE.

HarpomoxaeHue pabot

T aKasi mpo0JieMa BO3HUKAET, KOLIA PYKO-
BOIMTEJIb CTPEMUTCS AEIATh BCIO
paboTy caM M 4acTo 3a BBITOJIHEHUEM MeJl-
KMX Y HE3HAYUTE/IbHbBIX J€JI HE YCIIEBaeT




3aHATBCS Hanbosiee BaXKHBIMUA. DTO TOBOPUT
0 TOM, YTO OH HE MMEET ITpeICTaBICHNS

0 CTETIeHM BaXKHOCTH Pa0dOT, HE 3aHUMAaeTCs
YCTaHOBKOI TIPUOPUTETOB 1 Pa30MBKOI
3a1a4 Ha OoJiee M MEHee 3HaYMMBbIE.

IToMoUb B 3TOM ciTydae MOXET aHaJIN3

U TIOCTOSTHHOE COTIOCTABJICHUE JaHHOM, KOH-
KPETHOM pabOThI, KOTOPYIO HEOOXOIMMO
BBITIOJTHUTD, C KOHEYHBIMU, CTpaTernye-
CKMMM LIeJIIMU opraHu3auuu. Takoe co-
ITOCTaBJICHUE HATJISITHO ITOKAXKET, KaKKe
33724y CBSI3aHbI C PEIIEHHEM KITIOUEBBIX
BOITPOCOB U TTO3TOMY JTOJIKHBI OBITh BBITIOJN-
HEHBI TOJIbKO PYKOBOAUTEIIEM, a KaKUe He
HWMEIOT IJ100a7IbHOTO 3HAYEHUST U MOTYT
OBITh TTOPYYEHBI IPYTUM COTPYAHUKAM
OpraHM3aLN.

HeaddekTnBHbIN
MH}OPMALMOHHbIA OOMEH

CJIM CUCTEMA KOMMYHUKAIIMI HA MPEI- fnoxo npogyman-
NPUATUA TPOAYMaHa II0OX0, PYKOBOIM- HOS CHCTeMA KoM=
TEJIIO TIPUXOJIUTCH TPATUTh JTOIOJTHUTEIb- - MyHUKOUMK BCErRA

HOE BpeMsI Ha MoJTydeHre HeOOXOIMMOMN OTpHUATeREHO

nHOOpMaLINH. . CKO3bIBASTCS HO
KONHECTBE U CRO6-

BPEMEHHOCTH
BLINOMHEHMA
pabor.

PykoBoauTessiM opraHu3zalinii, B KOTOPbIX
CYIIIECTBYET TTOIO0HAsI TIpodieMa, Heo0X0-
JIAMO TIEPECMOTPETh CXeMY JIBUKEHUSI




KAK YTPABNIATH BPEMEHEM

MHOOPMAIMOHHBIX TTOTOKOB BHYTPU Opra-
HU3aLMU U 00Jiee YETKO OTPENETUTD,

C KaKUMU UMEHHO 010KaMU1 MH(popMaLvin
JIOJDKHO pabOoTaTh KaXI0€ KOHKPETHOE
noapazaesicHre (PUPMBbI.

ABuxeHue MHPOPMALMOHHBIX MOTOKOR
B opraﬂnaauuu

cpunaﬂccrsgﬁ__ f]puuaao.ucmo npeam;eurh ﬁmeh Omen
otden : e Komnawum cbeita  xagpos

CnabGasg moTuBauus Tpyaa

Ha npennpustusix, rae BbICIIEe PyKOBOMA-
CTBO HE 3a00TUTCS O CO3AHUU CUCTEMBI
CTUMYJIUPOBAHUSI TPYJA, KaK MpaBuiIo, Tpa-
JULAOHHO HU3Kas IIPOU3BOIUTEIbHOCTD.
MeHemkepbl CpeTHero U HU30BOIO YPOBHEMH
He CTpeMSITCSI clieNiaTh CBOIO paboTy 3ddek-
TUBHOM, pabOTaIOT ¢ MpOXJIaALeH, YTo
B pe3yJibTaTe MOPOXIAET HECBOEBPEMEHHOE
BBIINOJIHEHNE IPOU3BOACTBEHHbIX 3aJaHUIA
M XPOHUYECKYIO HEXBAaTKy BPEMEHMU.




BobIxomoM u3 3Toi cuTyaluu OymeT paspa-
60TKa MEPONPUSTUI, HAITPaBJIeHHBIX Ha
YCWJIEHVE MOTUBALIMK Y COTPYIHUKOB IPE/I-
MIPUSITHUS, C YIETOM TOTO, YTO MOTHBOM JIJIST
TOBBIIIEHNST 3(PGhEKTUBHOCTH TPYyIa MOXET
OBITH HE TOJIbKO MaTepralibHOE MTOOIIPEHIE,
HO U TIEPCIIEKTUBBI KAPHEPHOTO POCTA.

BHYTPEHHUE NMPU4YUHbI

HyTpEeHHME TTPUUMHBI AeuLiTa Bpe-
B MEHU 3aBUCSIT OT XapaKTEPUCTUK JTNY-
HOCTU PYKOBOJAMTEJISI, TAKMX KaK OpraHn30-
BaHHOCTb ¥ CAMOJVCLIUTUIMHA, OCOOEHHOCTU
TeMIlepaMeHTa, CKJIOHHOCTb K CaMOaHaJIM3Yy,
yYMeHUe MpU3HaBaTh CBoU ommboku. Cpenu
TaKMX OPUIUH MOXKHO BBIICTUTH CIICMYIO-
1ue.

MocTosHHagA cneLwika

iA HMHormapyKoBOaUTENSIMKaKeTCs, 4TO
YyeM yaille OHU OyIyT IEeMOHCTPUPOBATh
HeXBaTKy BpeMeHH, TeM 3HaunMmee OyaeT
BBITJISIIETh MX TIEPCOHA B TJ1a3ax MOAUYMHEH-
Hbix. Ho Ha camoMm fienie aTo camoobMaH,
U B COBPEMEHHBIX OpraHU3ALIMSIX, TIe
OCHOBHAs$l YacTh PAOOTHUKOB MMEET A0CTa-
TOYHO BBICOKUI ypOBEHb 00pa30BaHUsI,
Takasi TAKTUKA IaBHO YXe He TIPOXOIUT.

" Pyxosoputens,

NOCTOAHHO cnetua-
WHA 4 HUKYAG He

'ycrleamou.mii, co3-
BOET ¥ CBOMX NMOA-
YMHEHHbIX HEPBO3- |

HOCTb, 3QCTOBASA |

M UX B CBOIO DYe-
psab CHelWmTs, ¥TO
B pesynsTare
MOXET NPHMBECTH
K ownbkam
8 paborte 1 Hera-

| TMBHO CKO3ATHEA HO
obwmx pesynsra-

TAX BESTENbHOCTH
NpeanpHATHS.




KAK YNMPABNATL BPEMEHEM
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Kpome Toro, camo BoctipusiTe oopasa
TAKOTr0 PYKOBOMUTEJISI Y TTOAUYMHEHHBIX
OyIeT CKOpee BCEro OTPHIIATETBHBIM,

U B IVIa3aX COTPYAHUKOB OH OYIET BBIIISI-
JIETh HE KaK YeJIOBEK, HECYLIUIA HEMOCUIb-
HYIO HOILIY CPOYHBIX ¥ HEOTJIOKHBIX JIET,

a Kak 4eJIOBeK, He YMEIOILNIA OpraHU30BaTh
CBOE BpeMsl.

MocTosHHbIE [OpPabOTKN gOoMa

Ta npobJieMa TECHO CBsI3aHa C TIPe/blay-

1Ie#i, TOCKOJIbKY BCE BpeMsI CIiellia U He
ycrieBasi HUYEro cliesiaTh Ha paboTe, pyKo-
BOAUTE]Ib BHIHYK/IEH JOME/IbIBATH CBOU
neja B Hepabouee Bpemsi. ITocTossHHO neii-
CTBYsI B TAKOM pEXUME, pyKOBOJIUTEIb HE
yCIIeBaeT OTAbIXaTbh, YTO CKA3bIBACTCS Ha
€ro paboTOCIIOCOOHOCTU Y B KOHEYHOM
WTOre BEAET K YMajIKy 300POBbSI.

CyeTnmBoCTb

Ta yepTa BO MHOTOM O0yC/IOBJIEHa

XapaKTepoM M OCOOEHHOCTSIMU TeMITe-
paMeHTa YejioBeKa, eMy 4acTo ObIBaeT
TpyaHO 00poThes ¢ camuM coboit. Ho korma
PYKOBOIUTEIIb SICHO BUIUT, YTO KaK1e-TO
€ro JJMYHOCTHbIE Ka4eCcTBa OTpULIATEIbHO
CKa3bIBalOTCS Ha pe3yJibTaTax paboThl, OH




QCHOBb TAVM-MEHEIDKMEHTA

JOJDKEH CO3HaBaTb, YTO €CJIM XOUET OBITb
YCNIEIIHBIM B CBOEM 6I/I3HCC€, TO HE00XO0-
MO OT TaKUX Ka4eCTB U30aBUThCSI.

Kpome Toro, cyeTIMBOCTb MOXET ObITh
BbI3BaHa HEYMEHMEM OpraHM30BaTh CBOM
JIeHb, KOTJa TUIOXO CIJIAaHMPOBaHHAs Moclie-
JIOBATEJIbHOCTD 6T 3aCTaB/IsIeT MeTaThCsl OT
OJTHOTO K JIPYTOMY U B pe3yJibTaTe B KOHIIE
paboyero AHSI y pPyKOBOAMTESI OCTAeTCsI
OIIIYIIIEHKE, YTO He CleJJaHO HUYEro.

Tonsko nnano-
MepHOe BbIMONHe-
HHMEe TeKyLMX
pabort, nocraHoeka
uenen 1 onpegene-

BecnnaHoOBOCTb paGoOThbi 6
HHE HeODXOOMMbIX

€JI0BEK, IIPUBBIKIIUI BCE IEJIaTh CIIOH- BN UX AOCTHXEHHS
q TaHHO, pelllaTh MPOOIEeMbI TTO MEPE UX CPepcTs M pecyp-
BO3HUKHOBEHUS, HE yMasi O TOM, YTO MHO- COB, B TOM YMCne
TWe U3 HUX MOXHO ObUIO OBbI MPeaoTBpa- M BPEMEHHBIX,
TUTb, HE BUIUT HEOOXOAVMOCTU B TUIAHUPO- nossonsT adpdex-
BaHUU CBoMX AeiicTBuid. I[IpunepxuBasich THBHO YNPABNATH
TAKUX IIPUHLIUIIOB B JIMYHOM XXU3HU, OH XW3HbIO OPraHK3a-
TMEPEHOCUT UX U Ha OOIIWIA CTUJIb XU3HU UMK 1 gobuTtecs
CBOEI1 OpraHn3aLuu. ycnexa B 6uznece.

S ==

IMocTostHHBI neULIMT BpeMEHU HEN3-
OCXKHO OYIET SIBISIThCSI HEOThEMJIEMOIA
YacThlo NoJ00OHOrO noseacHus1. Beap, He
KeJlask IPOAYMbIBaTb CBOU JEUCTBUS XOTSI
ObI Ha HECKOJILKO 1IarOB BIIEpe, PYKOBOIM -
TeJIb HE CMOXET IIPeABUICTh U TOTO,
CKOJIbKO BpeMEHH MOHAI00UTCS 15 pellie-
HUS OYEPEIHOM BO3HMKIIICH ITPOOIEMBI WIIK




KAK YNPABNISITb BPEMEHEM

T BBITIOJTHEHUS OYEPEIHOM HEOTJIOKHOW
3agaymn. Heciy4aiiHO I1aHMpOBaHUE BblIE-
JISIETCST KaK OJTHA U3 OCHOBHBIX (DYHKIIW
YIPaBJIEHYECKOHN AEATENbHOCTHU.

HexenaHune Bnpgetb npodbnemy

HOIZIAa MEHEIXKEP HE BOCIIPUHUMAET
MOCTOSIHHYIO HEXBATKY BPEMEHU KaK
pe3yJbTaT CBOE HEOPraHU30BAHHOCTH,

a CKJIOHEH JyMaTb, YTO BCE ACJIO B TOM, UTO
ceryac y HEro HaKOMuJI0Ch CJMUIIKOM MHOTO
JIeJI, HO YEPE3 HEKOTOPOE BPEMS MOTOK HeE-
OTJIOXKHBIX JIeJ1 CXIbIHET, U OH CHOBa OyneT
Bce ycneBaTb. He ycmaTpuBasi B CylliecT-
BYIOILIEM ITOJIOKEHMU MPOOJIEMbI, MEHEIKEP
He OyZIeT MbITaThCsl PELUTh €€, YTO B KOHEY-
HOM WTOI€ IPO3UT 3aBECTH €0 BO BPEMEH-
HOW LIEATHOT.

e




OCHOBbI TAVIM-MEHEDKMEHTA

YT0OBI HE AOBOAUTH JIEJIO 10 KPAHOCTH,
HEOOXOIUMO TIEPUOIUYECKU MPOBOIUTH
aHaJIM3 CBOETO paboyero IHs, COMOCTABISA
3aIIaHUPOBAHHBIE PAOOTHI MO WX 3HAUYM-
MOCTH ISl KOHEYHBIX PE3YJIbTATOB JAESITEThb-
HOCTU (DMPMBI, a TAKXKE KOHTPOJIUPYS 3aT-
paThl BpEMEHU Ha BBITIOJIHEHUE 3TUX Pa0OoT.

5. NJIAHNPOBAHUE
_ B CUCTEME
TAAM-MEHEOQ)KMEHTA  Mhaunposarine —

O0HAa M3 BaMHeH-
LUMX YrpaBAeHYe-

€M MOIBIDKHEE U U3MEHUYMBee BHELLHSIS -
q cpena, TeM GoJIblle HEOOXOAUMOCTD cinx hyHILNA, OT
IUIAaHMPOBAHUSA KaK CPECTBA pa3paboTKK KOTOPbIX 3aBHCHT
OIpe/ieIEeHHOM JIMHUY MOBEICHUS B 3TOM ycnex

cpene. AMEpUKaHCKUMU UCCe0BaTEISIMU
YCTaHOBJICHA BBICOKAsI MOJOXUTEIbHAS
KOppeJSILUs MEXIy TUIAHUPOBAHUEM

U YCTIEXOM OpraHU3alluu.

OopraHnsaunn.

W neiicTBUTEILHO, MEHEIDKED, YETKO TIPel-
CTaBJIAIONINI, YTO M KOIIa eMy HeOOXOIMMO
cleiath, MeET OUCBHIHBIC TIPEHMYIIECTBA
Tepell TeM, KTO BBIHYXKIEH OeCOopsI0IHO
MIEPEXOIUTh OT OIHOTO BOMpOCa K IPYyrOMY,
He 3aMeyast 3a TIOBCEIHEBHOM CYyTOIOKOI,
YTO JIbBUHAS J0JISI BpEMEHM TPATUTCS Ha
pelleHre BTOPOCTEIIEHHBIX 3a1a4, KOTOPhIE




KAK YNPABNIATb BPEMEHEM

- Nnawmposars

\ HYXHO nMWL TOT

obvem sanay,

) C KOTOPbIMM €CTh

BOSMOXHOCTE

peansHo cnpa-
BUTBCH.

MOXHO ObLITO ObI TIEPETIOPYYUTH TTOTUUHEH-
HBIM.

InaHvpoBaHKe OCYIECTBISIETCS] IOATAIHO,
CHayajia Ha MPOAOJIKUTEIbHBIN TIepUOJL Bpe-
MEHU (HECKOJIBKO JIET), 3aTeM 3TOT MepUoO
pa3zouBaeTcsl Ha Oojiee MeJIK1e BpeMEHHbIE
MPOMEXKYTKU. YeM MeHbl1e OTPe30K BpeMeHH,
TeM OoJiee AeTabHBIM JOJIKEeH ObITh TLIaH.

ITocne Toro Kak cocTaBpjeH IUIaH Ha He-
CKOJIbKO OJIVKaMIIMX JIET, COCTABIISIETCS
IUIaH Ha roj, a 3aTeM KBapTaJbHbIN IIaH,
KOTOpBIIA CIIy>KUT MHCTPYMEHTOM KOHTPOJISI
3a TONOBBIM OIOIKETOM.

Ha ocHoBe noka3zaTtesieii KBapTaJbHOTO
J1aHa COCTaBJISIETCS TIJIaH Ha MECSIIL M Tofie-
KaJHbIE TUIaHbI, BKJTIOUAIOIIE KOHKPETHbIE
KOJIMYECTBEHHbIE MOKa3aTeIu, KOTOPBIX
HeOoOXOAMMO JOCTUYD 3a MPEACTOSIIUIA
MepUO]I.

IMocnenHuM 3TanoM B MJIaHUPOBAHUU PAbO-
Yero BpEMEHU SIBJISIETCS] THEBHOM TJIaH,
KOTODBII TIpeaCTaBIIsIeET cO0O0M Hanboree
BaXKHYIO CTyIeHb rlaHupoBaHusi. OH npea-
CTaBJIsIeT COOOI CMMCOK KOHKPETHBIX 3a/1a-
HUI1, KOTOpbIe HEOOXOIMMO BBITTOJIHUTD

B TEUEHUE JHSI, a TAKXKe Mpe/ronaraeT pas-
OMBKY JIeJ1 Ha TPYIIIbI TI0 UX 3HAYMMOCTH

U BblIIeJIEHUE 3324, UCTIOJTHEHUE KOTOPhIX
HEeOOXOAMMO JIeIerMpOBaTh.




OCHOBbI TANM-MEHEDKMEHTA

[pu cocraBneHuu 1aHa qHS JIydllie OcTa-
BUTh 40% pabovero BpeMeH! CBOOOTHBIMMU,
YTOOBI MIMETh PE3ePB IS PEIleHsT HeTpe-
BUJCHHBIX 3a1ay.

IT1anupoBaHue padbodero BpeMeHU He
MeHee BaKHO, YeM TUTAaHMPOBaHUE NeATEb-
HOCTH OpraHU3alK B LIEJIOM, U SIBJISIETCS
COCTaBHOM YaCTbI0 CAMOMEHEKMEHTA.
Takoe rulaHUpOBaHUE Mpe/roaraeT rmocTa-
HOBKY lIeJIel, OLIEHKY CITOCOOOB UX TIOCTH -
JKEeHUs1 U BEIOOP HanboJiee ONTUMAIbHOI
aJIbTePHATUBEI KCIIOJIb30BAaHUS Paboyero
BPEMEHU U3 BCEX BO3ZMOXKHBIX.

NOCTAHOBKA LEJIEA
TAUM-MEHEA)XMEHTA

OCTAaHOBKA 11eJIM — BaXKHEMIIINIA 3Tan
H B IJITAHUPOBAHMU U, ITOCKOJIbKY SICHO
chopMyIpoBaHHA 1LIeIb CIYKUT KOHIICH-
Tpalli¥ YCWIMI Ha BaKHBIX HAITPABJICHUSIX.

MacwTaObl ueneu

€11 B MEHEIKMEHTE OIPEACISTIOTCS
]:[ MepUOIOM IUTaHupoBaHus. Ecian
COCTAaBJISIETCS TUIAH Ha MEPCIEKTUBY, TO
M LIeJIM 3[eCh YCTaHaBJIMBAIOTCS Hanboee
oO1Me, crpaternyeckue. B HUx otpaxka-

| Ueab onncol

Heobxogumo
npexae scero
YeTKo npeacra-
BuTh cebe crOM
Glopxer spe-
MEeHM.

R,

BAET KOHEYHDIA
pesyavrar. dame
CaMbift AYLLNF |
cnocob pabori |
Desnanemen,
@CAM 3apaHee He
oboanaveHDb
Pe3YALTaTDI,
IKOTOPbIX
Heobxoanmo
pobnrtbea.




KAK YTIPABNISITL BPEMEHEM

lMpw naaumpora-

HUM B NEPBYIO Ove-
pens onpegens-

KoTCa

cTparermueckue
uenu, 3aTem Ang
ux obecnevenus

paspabarsisaiorea
uenu ua Gonee
6nuzkne npome-

| KYTKW BPEMEBHM.

I0TCSl HauboJiee BaXHbIE, [T100aIbHbIE
pe3yabTaThl, KOTOPBIX TOJDKHA TOCTUYD
¢rpma, 4TOOBI BHITIOJIHUTH CBOIO MUCCHIO.

Ipu cocrapieHuy maHa Ha repuon 3—5 JieT
uenu popMynupyiorcst 60ee KOHKPETHO

YW MHOTHE U3 HUX UMEIOT COBEPILIEHHO OMNpe-
JIeJICHHbIE KOJTMYECTBEHHBIE XapaKTepUCTH-
K1. DTU LIeJIM MOTYT KacaThCsl MOBBILLIEHUS
YPOBHSI IPOU3BOAUTELHOCTH, TEXHUYE-
CKOI1 OCHAIIIEHHOCTH, pa3padO0TKN HOBBIX
TOBapOB.

Haunbosee KOHKPETHBIMU SIBJSIFOTCS LIEJIH,
KOTOPBIX HEOOXOAUMO OCTUYD B TMpeaeax
BBITOTHEHMS TOIOBOIO IUIAHA TIPEAITPHSI-
TUsi. B aTOM cityyae pazpabaTbiBatoTcs
COBEPILIEHHO ONpe/IeJeHHbIE 3aJaHus IS
OCHOBHBIX MOApa3ae/IeHUI1 (PUPMbI U ycTa-
HaBJIMBAIOTCS 1I0KA3aTe/ 1, KOTOPhIX
HeO00XOIUMO T0CTUYb.

C npubakeHreM ropu3oHTa IJIaHUpPOBa-
HUST K KOHKPETHOMY JHIO PaMKU LieJieit
CYKalOTCSL.

3aHuMasiCh onpeaeseHUeM Liejeil Ha TOT
WJIA VHOW TIEPUOL, MEHEIKEP OHOBPE-
MEHHO 3aHUMAETCH U IUITAHUPOBAHUEM BpE-
MEHU, YCTAaHABJINBas, B KaKie UMEHHO Bpe-
MEHHbIE TIPOMEXYTKU JTOJDKEH ObITh
JIOCTUTHYT KaX/blii KOHKPETHBII pe3yJib-
Tar.




OCHOBb) TAVIM-MEHEIKMEHTA

XapakTepucTuku uenu

I ( pOMe YeTKOI OPUEHTALIMM BO BPEMEHMU,
LIeJI OpraHU3alWy JOJKHBI 00J1aaaTh
U IPYTUMU BaKHBIMU XapaKTEPUCTUKAMMU.

KoHKpeTHOCTb 1 U3MEPUMOCTb
uenemn

CaMHﬁ MPOCTOI CIOCO0 00ECIIEUUTh
3((GEeKTUBHOE JOCTIDKEHUE LIeJId —
MPENCTaBUTh €€ TaK, YTOObI OHA TMo/IaBa-
JIach KOJIMYECTBEHHOMY U3MEPEHUIO. DTO
TO3BOJIUT CO3M1aTh YCIOBUS IS OOBEKTUB-
HOU OIIeHKHU Xona paboT, a TakKe TeX Mepo-
MPUSITUI, KOTOPbIE MPEATTPUHUMAIOTCST
upmoli Tt TOCTUKEHWST TAHHOM 11eU.

Hanpumep, ecinu omHol U3 Liesieit opraHu3a—
LU SIBJISIETCST TOCTMKEHUE OONbILEN yIOB-
JIETBOPEHHOCTU CBOMX COTPYIHUKOB, TO
KOHKPETHBIM Y U3MEPUMBIM TTOKa3aTeieM,
BBIPAXXAIOIIMM TAaKYIO 1IeJIb, MOXET ObITh
CHIDKEHME TeKyJecTH KanpoB Ha 10% B rom.

JOoCTUXUMOCTDb Lenen

€JI1, KOTOPbIE PYKOBOJICTBO CTABUT
]:[Hepe)l opraHM3alueil U ee COTPYIHHU-
KaMU, JOJDKHBI COOTBETCTBOBATh MMEIO-
LIMMCS B HATMYMY (PUHAHCOBBIM, IIPOU3-

Mpumep

Pyk0BOACTBO hUpMb
MOXET YCTaHOBUTR
B Ka4eCcTee HoNrocpoy-
HOM Leni yeenuIeHue
0DLIeH NPON3BOANTENb-
HOCTH Ha 25% 3a b ner.
Toraa cpeaHecpoiHoin
uensio Byaet noBuiie-
: HUE MPOMBBOANTENLHO-
o Ha 10% 2a 2 ropa.
Y1oDut gocTuyb aToro,
YCTAHABIMBIOTES KDAT-
KOCPOUHBIE HEAK
B TAKUX KOHKDETHBIX
oGnacTax, Kak nosbilue-
HME KBanUpuUKkatinm
. COTPYIIHUKOE, MOREp-
HI3aLMS POUIBOA-
¢18a, Bonee spdekiua-
~ HOE UCTIONB30BAHKE
~ MouHosTel, paspa-
GOTKa BORORHUTERBHBIX
C10co060B CTMyRNpo-
BaHUA M T. 4.




KRK YﬂPABJ"IﬂTh BPEMEHEM

BOJCTBEHHBIM U [IPOYMM pecypcaM. B rpo-
TUBHOM CJTy4ae OpraHM3aLnsl, CIIMIIKOM
BBICOKO IMTOJHSBLLAS IUIAHKY, MOXET OKa3aTh-
Cs1 B KATacTpO(PHIECKOM TOJIOKEHUH.

EN1LHO nosnxﬁ‘l@g

G

B3auMHO nopaepxusaowime
uenm

pymHas ¢hupMa, UMerolass MHOXeCTBO

(GYHKIIMOHAJIBHBIX MMOApAa3neIeHUM, He
MOXET OTPaHUYUTHCS Pa3pabOTKON ABYX
WA TpeX OCHOBHBIX HaIlpaBJIeHU I
paboTel. OHa AOJKHA yCTaHABIUBATh
LIeJIA JIJIST KaKI0To, JaXe CaMOro MEJKOro
M3 CBOUX MoapaszaeiaeHuii. M, 4yrobsl opra-
HU3alus Morja pabotaTth 3¢ GEeKTUBHO,
9TU LeJIM He JTOJKHBI POTUBOPEUYUTh
JIPYT ApYTY, a HATIPOTUB, JOKHBI APYT
JIpyra MoAAepXUBaTh, YTOOBI TOCTUKEHUE
OJIHOW 1IeJIM HEe MeIIaIo JOCTUKEHUIO

ApYyTHX.

ITpu moctaHoBKe 1ieJieit HEOOXOTUMO TaKXKe
YYUTBIBaTh X aIPECHOCTh, YTOOBI KaXKI0e
U3 MojpasaeieHuit (GUPMbl UMENIO YETKOE
TMIpe/ICTaB/IEHNUE, 32 TOCTIDKEHUE KaKuX
HMMEHHO 11eJiell OHO OTBevaeT. DTO MO3BO-
JisieT a3 eKTHBHEe KOHTPOJIMPOBATD MPO-
LIECC BBITIOJTHEHUSI TIOCTABJICHHBIX 3a/1a4

U TIPY BO3HUKHOBEHUY KaKNX-JTMOO Mpoo-
JIeM ObICTPO HAWTH U YCTPAHUTDb MTPUUUHY.




OCHOB TAVIM-MEHEZDKMEHTA

OLEHKA CNOCOBOB
AOCTUXEHUSA LENEN

MOCOOBI JOCTHXKEHUS LieIei OLleHUBA-

JOTCSI PYKOBOIMUTEJIEM B 3aBUCUMOCTH
OT TOIO, O KaKMX MMEHHO LIEJISIX MAET PeYb
B KaXIIOM KOHKPETHOM CJIy4ae.

ImanupoBaHye paboyero BpeMeH!, Kak
MPaBUIIO, CBSI3aHO ¢ JOCTIKEHUEM KpPaTKo-
CPOYHBIX, TEKYIINX I1eJiei. 31ech 0COOEHHO
BaKHO TIPaBUJIBHO COTIOCTABUTB XKelaeMble
pe3yIBTaThl U PeCypChl, KOTOPhIE UMEIOTCST
IIJIST MIX TOCTVKEHUSI, B TOM YHCIIE U Bpe-
MEHHBIE.

YT006BI MPOBECTU KAYECTBEHHYIO OLIEHKY
CITOCOOOB TOCTHXKEHMS TOM M1 MHOM LIEJIH,
HEOOXOIMMO YYECTh BCE OTpaHUYEHMS,
KOTOPbIE HAKJIAAbIBAET peajibHas CUTYaLIKS.
Hanpumep, xkenaHue pyKOBOIUTENS OT-
BeCTH OOJIbLIIE BpEMEHN Ha COBELLIAHKE

C MPOMU3BOACTBEHHBIM OTAEJIOM ITO KAKO-
J1100 BO3HUKILIEN ITPOOIEME MOXKET HE
OCYILECTBUTHCS U3-3a HEOXHMIAHHOIO
BU3UTA IIPEACTaBUTENIEN OpraHoOB (PMHAHCO-
BOI'O KOHTPOJI51, KOTOPbIE ITOTPEOYIOT BHU-
MaHWS K ceoe.

Bce orpannyeHusi, ¢ KOTOPBIMU MOXET
CTOJIKHYTHCSI PYKOBOIUTEIb TPU JTOCTVIKE-
HUU ITOCTABJICHHBIX LIEJIeiA, MOXKHO TOApa3-
JICTTL Ha BHEIIIHYE Y BHYTPEHHUE.




KAK YNPABNATH BPEMEHEM

BHelwHUe orpaHnyeHus

BHEIIHUM OTPaHMYEHUSIM OTHOCSITCS
CIIEYIOLIINE.

1. PecypcHbie orpaumeauﬂ

Wﬁ MOXET OKazaTbCs, 4TO Ha NPEANPYSTUM HET [0CTATON-

, . HOFO KOMMMECTBA PABOTHWKOB, UMEIOLWWX NIOAXOAALLYIO RB&KWKB“—
wm B a‘tma crrwae PYKOBOACTBO MOXET nnbo 0TKAZATECH GT




OCHOBbI TANM-MEHELXMEHTA

IENSIeMOoe P p\monﬂmm IBEHOM cvxeme nﬂﬂf‘_ A

. w&x PaBOTHUKOB OPraHn3aumMu. B HEKOTOPbIX CYMasX fpu: séxbexv _

~ TMBHO OPraHM30BaHHOM OOMeHe MH(OPMaLWeN BHYTDH NpEANpUATUS
 B3BUMONOHUMAHYE MEX(LY PASTMIHBLIMI YDOBHSIMI YTIpaBneH

amuu& mcruxmo, u no.uoﬁuue orpaunmm _nem;_ paHM

BHyTpeHHue orpaHnvyeHus

HyTpeHHWE OTrpaHUYEHUSI TIPY OTpese-

JIEHUW CITIOCOOOB TOCTHKEHUS Lieseit
CBSI3aHBI HETIOCPEICTBEHHO C CAaMUM MEHe-
IDKEPOM, C €T0 YPOBHEM 00pa30BaHUs,
(pU3MIECKUM COCTOSTHHEM, 3I0POBBEM,
KYJBTYPOIl TIOBEICHNS, KOMIIETEHTHOCTBIO.
Kpome atoro, nmpu olieHKe CIToco00B JOCTH-
>KEHUS 11eJIeid OOJbIIoe 3HaYeHUe UMEIOT
caenytomme (akTopbI:

310 CYBLEKTUBHBIE NPEACTABACHKUA 0 BAXHOCTIA 1 NPUOPUTETHOCTH
TOFG UAK UHOrO KayecTea unk Gnara. Ouu BLICTYNAIOT B BUAE KOM-
Naca, YKasLBaIoIEr0 YenoBeKy XenarensHoe HanpaeneHne, Koraa
NPVYXOANTCS BbIDMpaTL MEXOy anbTepHaTUeamu AenCTEMiA.

Y kaxaoro U3 Hac UMeercs ceos BHYTPEHHRA CUCTEMA LIBHHOCTER,
KOTOpast BAWHET HA HAlW NOCTYNKW W ONpefensetr e cpeacisd,

KOTOpLIE Ml MCTIONBL3YEM 151 AOCTIDKEHWA CBOMX Lenei. [Noatomy,
HanpuMep, ecNu PYKOBOOWTENL CTABUT BO [N@BY OOCTWXEHKUE Onpe-
JeneHHbix GUHAHCOBLIX PE3yaLTaTos, TO CKopee BCero oH He Dyaer
CAniKoM HeCnoKoUTLHER 0D YNYHIIEHWN YOROBWH TRYAS ANY CBOWX
COTPYAHUKORB.




KyfibTypHbIE Pasnndus ToXe UFpaloT He MOCNEAHInIo Ponb

neHun cnocoBos pocTvxenns teny. COFRacHe UCoNeRoBaHMAM
pyKoBOAUTEAN, Hanpumep, u3 AscTpaiun Bonee CKIOHHL! ApUchy-
WIMBATLCS K MHEHUIO NOAYMHEHHBIX U YIENATH BHUMAHWE ux npoline
MaM, a pykosoauTenn ua KOxHo Kopen rnasroe sHayexve npu-
Ba0T CHile 1 NPeanowuTalnT GECNPeKOCNOBHOR NOAYUHEHWE. '

Kpome orpaHuyeHii, npu onpeaeneHny cnocobos JOCTUXEHUS :
HEMEYEHHLIX Lieneit HeabXoAUMO BLILENNUTL U KPUTEPHY OLIEHKW Hau-
Oonee nopxopsiiux BapuaHTos. ECnn oibpanHbit cnocod He CooT-
BRTCTBYET NPUHSTHIM KpUTEPUAM, Ero Heb3si PACCMATPMBATL KaK
PEANUCTHHHLINA.

Kpurepuy oueHkM mMoryt Bbith KaK KONMMYECTBEHHLIMK, TaK ¥ KauecT-
BeHHbiMU. B CBA3W ¢ 9TMM MOXET BOZHWUKHYTL Npobrema conocrae:

REHWS TEX WK WHEIX KDUTEDMER, KOTOPLIE HE UMEIOT CXOXETD Buipa-
XeHust. HEBOSMOXHO CPaBHUBATL BELUM, ECAKM U OHU HE OOHOTWMHB, |
Yro0bl nabexarb artoro, HeOBXOAMMO BLIPA3WUTL BCE KPUTEDUM

B OnpeaeneHHoil gopme. XKenarensHo, 4Tobbl ato Gbina dopma,

B KOTOPON BhipaXeHa Uehb.

B buarece riaBHLIM NPUOPUTETOM ABNFETCS NPUBLIL, HOZTOMY

M KpUTepuy NS KOMMEPHECKUX OPraHusalunii nydie BCero npeacra-
BUTL B IEHEXHOM BbipaXeHun nnbo B HOPME OUBHKM WX OTHOCH-
TEALHOTO BAMAHWE HA Npubbinb. Hanpumep, MarepuantHsie sarparst
Ha EQMHULY NPOAYKLMI He A0nXHE Npeebiuats 1000 pyBneit

u coctasnaTk Oonee 20% 0T cefecTOMMOCTI BDROAYKUWN,

B opraHnzaimax, He 3aHUMaIOLINXCH KOMMEDYECKOR AeaTensHOCTHIO,
OCHOBHOW 3aiauei aBngaeTcs mMuHuMuaalms pacxoaos. floatomy




OCHOBbI TAMM-MEHEIKMEHTA

| 30ech AeHeXHOe BhipaxeHve NOJOMART Kak KPUTEPUA Ang CpaBHeHWR
HOCHEACTBUIF UCHIONL30BAHUS Pa3HLIX CrocOBOB NOCTUXKEHUS Lenei

# NOXOXIAX ODIaHU3ALNIA,

BbIBOP AJIbTEPHATUBDbI

LIEHUB BCE BO3MOXKHBIE CIIOCOOBI
OI[OCTI/DKCHI/I}I ITOCTaBJICHHBIX 1IeJICH,
PYKOBOIUTENb HOJIKEH BHIOpaTh HauboJee
OITUMAJTBHBIN 13 HUX. Takoit BEIOOP MOYTH
BCera MpecTaBiisieT co00il KOMITPOMMUCC,
TIOCKOJIBKY JIIO0O0M CITOCO0 TOCTIDKEHUST
LIEJIM CKOpee BCero OyleT COMpsKeH ¢ HEKO-
TOPLIMM OTPULIATETbHBIMU aCTICKTAMMU.

Ecmu npensapurenbHas paboTa 1Mo BEISIBIIC-
HUIO OTpaHUYEHMI U YCTAHOBKE KPUTEPUEB
ObLTa ITpOBeIeHA TIIATSIFHO, BRIOPATh O~
XOISIIYIO aJlbTePHATHUBY OyAeT HECIOXHO.
JI7151 3TOr0 MOXHO COCTaBUTh CJICAYIOIIYIO
TaOJTUILY.

janeepuarvet)

O11eHUB KaxXKIbIiA 13 CITOCOOOB HOCTIKEHUST
LIEJIM B COOTBETCTBUM C 0003HAYEHHBIMU KpPH-




KAK YTIPABNIATb BPEMEHEM

Pyxosopurens.
B CUNY crieuupuKH
cBoeii pabortb
BCErAa CTanKMea-
eTCs € BbICOKMM
YPOBHeM Heonpepe-
- NEHHOCTH M He
WOXeT npesycMoT-

_peTb Bcero.

TEPUSIMU, MEHEIKEP CMOXET BHIOpaTh HaMU-
OoJiee MOOXOSIINI U3 HUX.

Co3paHue nnaHa

€00XOIMMO OTMETUTh, YTO Ha MPaKTUKeE

DPYKOBOIUTEb HE BCETa CTPEMUTCS
BBIOpaTh CII0C00, KOTOPHII MOXHO OBLIIO OBl
Ha3BaTh ONTUMM3UPYIOIIUM, a Yallle CKJI0-
HSIETCS K MOBEIEHUIO, KOTOPOE SIBJISIETCS
«YIOBJICTBOPSIIOIINM». JIJIST TOTO YTOOBI
BBIOpATh HAWIYYIIIMI BapUaHT, MEHEIKEpY
MHOT/A MPOCTO HE XBaTaeT BPEMEHM, 0CO-
OEHHO eCJIM KOJIMYeCTBO TaKUX BapUaHTOB
BeJuKo. [IpensiTcTBUEM 31€Ch MOXET ObITh
M CJIUILIKOM OOJIBIIION 00BheM MH(pOPMAIIIN,
KOTOPYIO HEOOXOIMMO 00paboTaTh, YTOOBI
BBIOpATh HaWJTy4lllee HallpaBJIeHUE Jeii-
CTBUIA.

KoHeyHbIM pe3ynbTaToM IJIaHUPOBAHUST
SIBJISIETCS YIOPSIAOYEeHHBII TpadrK pacripe-
JIeJIeHUsI paboyero BpeMeHU Ha OJTiKaii-
IYIO TIEPCIIEKTHUBY: KBapTayl, MECHII,
Heaelmo, padounii neHb. [TokBapTaabHBIC
IJIaHBI Y TUTAHBI HA MECSILI TIPEICTABIISIOT
C000Ii TOCTATOYHO MPUOTU3UTETHLHYIO
OLICHKY BPEMEHHBIX 3aTpaT C YU4eToM Oyumy-
IIUX KOPPEKTUPOBOK, KOTOPHIE MOTYT BO3-
HUKHYTb IT0 TIPUUMHE U3MEHUBIIXCST
00CTOSITEJTLCTB.




OCHOBbI TAWM-MEHEKMEHTA

InaH Ha HemeImo CONEPKUT OCHOBHBIE
MEPOTIPUSITHS ¥ pabOTHI, KOTOPEIC HEOOXO-
MO COBEPILIUTH PYKOBOIUTEITIO B TEUCHUE
3TOro pabouero oTpe3Ka, TakKue Kak exkeHe-
IIeJIbHbIE COBEIAaHNs, 3aceaHlsl, ICIOBbIC
BCTpPEYH, TTOE3IKU, OCMOTPbI, a TAKXKE OPU-
E€HTHUPOBOYHbIE 3aTPAThl BPEMEHU Ha OTIbIX
B BBIXO/IHBIC THMU.

Hawub6oee netanbHBIM ¢ TOYKU 3pEHUST
pacripenesieHUs] BpeMEHHBIX 3aTpaT SIBJISI-
eTcd TJIaH Ha JeHb. 3eCh YeTKO PaCIUChI-
BaeTCsl, CKOJIBKO BPeMEHU MOXET ObITh 3a-
TpayeHOo Ha Ty WA MHYIO paboTy, a TaKKe
MpeaycMaTprUBaeTCsl HEKOTOPOE KOJIMIECTBO
He3aIJIJaHUPOBAHHOTO BPEMEHMU.

CHayana — rnasHoe

puxons yTpoM Ha paboTy, HEOOXOIMMO
B MEPBYIO O0Uepeb B3SIThCS 3a pa3pellie-
HMe KITIOYEBBIX 3a/1a4, MMEIOIIUX OIpe/ie-
JIgro1Iee 3HAaUEHHE JUTSl YCIICIITHOCTH
¥ 3(pheKTUBHOM PaOOTHI ITPEIITPUSITHS
B LICJIOM.

OTK/IOHATbL NTOMEeXxXu

acTo CJIy4aeTcs, 4To B pas3rap pabodero
I JTHSI, KOTIA BCE CHJTBI M BHUMaHUE
COCPEIOTOYEHBI Ha PELIEHNH KAKON-IN00

"y
ke
-

Pucnuﬁﬁﬁl ,

¢ camoro ﬁuqana
pabouero pHs |
CBO® BHMMOHME |
HQ MHOXECTBO |

1+ Menkux npobnem,

pykosopuTens
pHCKyeT He
PeWHTs HM rnas- |
HBIX, HM BTOpO-
CTeneHHsIX 3aAa4.




KAK YTIPABNIATb BPEMEHEM

BAXKHOM 3a1a4, HEOXKMIAHHO BO3HUKAET
COBCEM HeNpeaBuIeHHAs ITpodiiemMa, Tpe-
Oyroriasi HEMEJICHHOTO pearipoBaHMSL.

B takmx ciydassx MeHemKep JOJKEH OIle-
HUTb, SIBJISIETCS JIX ITpo0ieMa B IEHCTBU -
TEJIBHOCTU TAKOW HEOTJIOKHOM U, €CJIN 3TO
Tak, AEJETMPOBaTh MOJHOMOYHS TI0 €€
PELIEHNIO KOMY-JIMOO 13 CBOMX ITOMYMHEH-
HBIX.

OpPranMaaums
CNOXHBIA

MHOTOYPOBHOBbIK - TOOBI COXPAHSITh OJIMHAKOBO BBICOKYIO
MOXOHHIM, I‘I PaboTOCIIOCOOHOCTD B TEUEHHE BCETO

| ynpasaeWde  paboyero JHs, MEHEMIXKEP AOJDKEH BPEMSI OT
KOTOpWM TpeByer  BpeMEHM JIENaTh HEGOMBIINME MIEPEPHIBDI.
or pyx&mmnﬂ OHU TOJDKHBI OBITH 3apaHee BHECEHBI B pac-

HONPRXEHUA BCeX  TIOPSANOK PaboYero JHs M COOTHOCUTBCS

<  C BBIMTOJIHEHMEM HaMEUEHHBIX 3aa4 TAKUM
00pa3oM, 9TOOBI HE CTaTh ITOMEXOM B JTOCTH-

XKEHMHU LIETIeH.

CBoeBpeMEeHHO genaTb nay3sy

CoOniopatb pa3aMmepeHHbI TeMn

COBETCKMI Meproj, (PyHKIIMOHUPOBA-
B HUST OTEUECTBEHHON SKOHOMUKU TIEpUO-
JIMYHOCTh PabOTHI TIO CXEME «IIPOCTON —
aBpaj» ObIIa mouTH TpaBwioM. Ho perHog-
Hasi 9KOHOMUKA TpeOyeT UHBIX PUTMOB
| | pa6ortsl. Ceityac mpeanpUsTHs HE MOTYT




. OCHOBbI TAIM-MEHE[KMEHTA

ITO3BOJIUTH Ce0e MIAaHOBBIX MPOCTOCB,

a eCJIM CJIYJaloTCsl aBpajibl, HUYETO, KpOMe
Mpo0JieM, OHU He IIPUHOCHT, JaXKe eCIIH CBSI-
3aHBI ¢ HEOXMIAHHBIM TOCTYTUIEHUEM KPYII-
HBIX 3aKa30B.

Crabunetbii, pa3-
MEPEHHLIN Temn
pabortsl, Koraa
OCHOBHbIE fena

B cooTBeTCTBMM ¢ M3MEHUBIITUMICS YCIIO- 3apanee pacnpefne-

BUSIMU M PYKOBOJIMTENM TUIAHUPYIOT CBOIO Nekbt M BCE NpOUC-

paboty nHaye. XOAMT B CBOE BPeMmS,
ABNSETCHs NOKazare- |
nem npodeccHoHa-

Ucnonb3oBaTtb nM3IMa MEHEZKEPa

BPpeMeHHbIe MPOMEeXYTKHU ¥ YCTONHMBOTO

=:: NONCKeHUS npep,—

¢ BCerma pyKOBOIUTEb CTAIKUBACTCSI _
| NPUATUS B LLENOM.

¢ TIpO0JIEMOiT HEXBAaTKM BPEMEHM.
MHoraa cirydaeTcs Tak, 4TO ONpeae/icHHasT
paboTa BBITIOJIHEHA paHblile HAMEYEHHOTO
CPOKa M 0CTaeTCsl HEMHOTO CBOOOIHOTO Bpe-
MeHU. Kaxaplit pykoBomuTe b 3apaHee J0J-
JKeH MpoayMarh, Kak Hanoosee 3¢ dek-
THBHO WCITOJIb30BaTh TAKUE BPEeMEHHEIE
MPOMEXYTKH, CIIEAYET JIU TTOTPATUTh 3TO
BpeMsl, HalpuMep, Ha paboTy ¢ KOPPECITOH-
JIEHITAEH MK Ha OOIIIeHIEe ¢ paOOTHUKAMM
GUPMEL.

Hayano n saBepweHue
pabouero gHse

i’ I Y aKMM K€ He3bI0JIEMBIM IPaBUIOM
U PUTYaJIOM, KaK, HaIlpuMep, eXXeyTpeH-




KAK YMPABNATL BPEMEHEM

HSISL ¥ eXXeBEeUEPHSISI YMCTKA 3y00B, Y pyKO-
BOIUTEJIS TOJDKHBI CTAaTh OIpeIe/IcHHbIE
MTOCTOSTHHBIE JICHICTBHSI, KOTOPBIE OH TTPOU3-
BOIMT B Ha4ajie ¥ B KOHIIE pab04ero JHs.

B3ss 3a mpaBuWIIO, YTO YTpOM 00s13aTEILHO
HY>XKHO TTPOCMOTpPETh MUChbMa U TOKY-
MEHTBI, TTOTOTOBUThL paboyee MeCTo

K HOBOMY JHIO, YTOOBI HE TIPUXOIMUIOCH
HUCKaThb HEOOXOAUMbIE OyMaru B camblii
HEeTIOAXOISIIMI MOMEHT, a BEe4epoM MO~
BECTU KpaTKU UTOT TOMY, UTO CIeJaHo,

1 HaMETUTb TUIaH Ha CJEAYIOIIMIA JeHb,
PYKOBOAMTEb, MHOT/IA CaM TOTO He TOA03-
peBasi, HayuyuTCsl pacipeneisiTb CBOe BpeMsi
ropasno 3 dexkTrBHee 1 OyneT Oosblie
yCIieBaTh.

KOHTPO/J1b
3ABbINOJIHEHUEM NJIAHA

Y OTCYTCTBUM KOHTPOJIS 32 UCTIONHE-
HUEM HAMEUYCHHBIX TUITAaHOB JOCTM2KCHUE
1enelt He OyneT cTojib 3¢hEKTUBHbBIM,
a BOBMOXHO, OHM M BOBCE He OyHyT JOCTHT-
HyTbl. [ToaTOMYy HEOOXOMMMO Beerna nepe-
TIPOBEPATH CBOM TUIAHBI 1 UBMEHATH WX,
€CJIM1 OHU OKA3bIBAIOTCA HEBBITIOJTHUMbBIMU
WU HE MO3BOJISIIOT JOCTUYb MOCTABIEHHOM
LIEJIU K CPOKY.




OCHOBbI TAMIM-MEHELKMEHTA

‘YMeHme BoBpeMsI 3aMedaTh CBOM OIITMOKH

U UCTIPABJISITh UX ellle B CAMOM HauaJie, ToKa
OHU He TIePEePOAIIUCH B CEPHE3HYIO MPO-
GJIeMy M HE CTaIM YTPOXaTh TOCTHKEHUIO
[JIABHBIX LIeJIel OpraHU3al — 3TO OYEeHb
BaXKHAs XapaKTePUCTUKA, OMPEIeIITIONIast
yCIieX B JIIOOOM BUJIE AESTETBHOCTH.

ITockombKy Tiporiecc (GyHKIIMOHNPOBAHMS
OpraHu3alliy 1 JOCTVDKEHUS ee Liesei CJio-
>K€H M MHOTOTpaHeH, JUISl TOTO YTOOBI OTCIIe-
JIATh BCE €r0 HIOAHCHI, UCITOJIb3yeTCs Hec-
KOJIbKO BUIIOB KOHTPOJISL.

MpenBapuTenbHbIA KOHTPOJb

3 TO KOHTPOJIb, KOTOPBIi OCYILIECTBIISI-
ercs 10 (paKTMIecKOoro Havajia padboT
U peayn3yeTcsl B TpeX HarpaBIeHUSIX.

loam — KOHTPONb B 37Ol oBnactv npeanonaraet
3y4eHue U aHanu3 3HAHUIA W HaBbIKOB, KOTOpPbLIE
e0BX0MMbl ANSi KAHAWAATA HA TY WK MHYIO

MarepuansHsie pecypesl — 30eCk 0OLEKTOM KOHTPONA ABASIOTCH
OCTYMAIOWME Ha NPEANPUSTUE ChiDbE W MaTEpUaNbl; ANs ero ycnelu-
Or0 OCYLLECTBNEHWUS HEOBXOOMMO MMETb MUHUMANBHO [OMYCTUMbIE
CTaHAApTH YPOBHA KayecTea Takux pecypcoB. COOTBETCTBUE WAW He-
COOTBETCTBUE 3TWM CTaH[APTaM BbISBNSIETCA B XOAE NPOBEPOK Chipbs
| B MOMEHT OTTPy3KW.




KAK YNPABNSATEL BPEMEHEM

s

®rHaHCOBbIE PECYPChbI - NPeABAPUTENbHBI KOHTPOb PHMHAHCOBLIX
PECypCOB OCYLLECTB/IETCA B MOMEHT COCTaB/eHUs! GiopkeTa opraHu-
3aumn. B GlopxeTte nnaH/pyeTcs pacnpenesneHne cpeacTs no OCHOB-
~ HbIM HanpaB/eHVaM OEATESIHOCTY 1 Takmm 06pasom co3aaeTcs

ég:? rapaHTng, 4TO KOrga ToT WK MHOW BUA, AEATENBHOCTU n0Tpe6yeT
%gﬁ (HMHAHCOBBIX PECYPCOB, 3TN PECYPChl HE3AMEO/TUTENIBHO 6y,u,yT npeno-

. CcTaBneHbl.

" Texyumii KouT-
~ pons oBsiMo
\ NpOBOAAT PYKO-
| BOAMTENM HU30-
BOrO M cpeaHero
asena, Habmopas
© 30 gevcTBMAMM

CBOMX NORHMHEH-
L\ AL e
AN

Tekywunm KOHTPOIb

aHHBII BUI KOHTPOJISI OCYIIECTBIISICTCS
TI0 X0y BBITIOJIHEHUS pabOThI. 3ajIoT

3(GEKTUBHOCTH TEKYIIIETO KOHTPOJIS B €T0
perynsipHocTu. [lepromnueckrie IpoBepKU
TO3BOJISTIOT BOBPEMSI BBISIBJISITh OTKJIOHE-
HUSI OT HOPMAJIBHOTO XOa MPOU3BOICTBEH-
HOTO TIpoliecca U MPeaIPUHSITh Bce HE00X0-
JIUMbIE JIEHCTBHSI, YTOOBI HE COPBAJIOCh
BBINIOJTHEHYE HAMEUEHHBIX TUIAHOB.

3aknounTenbHbIii KOHTPOb

CYIIECTBIIIETCS TIOCIE TPOBEICHMS
paboT. 3aKITIOYNTENEHBIN KOHTPOJTh
BBITIOJTHSIET IBE OCHOBHBIE (DYHKIIVHU:

E‘F nHhopmMarmonnyto. Eciu peus naer
0 paboTe, KOTopasi XapaKTepu3yeTcs
TTOBTOPSIEMOCTBIO, TO PYKOBOJICTBO
MOXKET ITOJYYUTh LIEHHYIO MH(MOPMALINIO
TS TITTAHVUPOBAHUS TaKOH padOTHI
B OyIylIeM, CpaBHUB Pe3yJIbTAThI, MOJY-




OCHOBbI TANM-MEHEDKMEHTA

YeHHbIE (DAKTUYECKU, C TEMU, KOTOPHIE
MOJIYYUTh TPEAIIONIaraaoch;

lzr MOTHMBaLIMOHHY0. KOHTpOIb pe3ynbTa-
TOB OYEHb BaXKeH J1JI1 MOTUBALIVH,
ITOCKOJIBKY UIMEHHO C BHICOKUMU PE3YITb-
TaTaMM PaOOTHI Yallle BCETO OBIBAIOT CBSI-
3aHbl MOTUBAILIMOHHBIC BOZHATPAXKICHUSI.

HenocpencTBeHHO caM ITpoLIeCC KOHTPOJIS -
BKJTIOYAET B ceOsI TpU 3Tama: pa3padoTKy
CTaHIAapPTOB, COIOCTABJIEHNE PEAIbHBIX
Pe3yJIbTaTOB CO CTaHIapTaMU, KOPPEKTH-
pyroiye 1eCTBUS.

Npumep
Pa3paboTtka ctaHpapToB T pyKOBOmTE R,
A4eCTBEHHO pa3pabOTaHHBIIl CTAHIAPT Wil i 3abot fiis
l ( NTOJDKEH BKJTIOYATh OTPE30K BPEMEHH, 9 SHOH DORYIHIR,

. BAXHON uenwid Gyaet
HEOOXOIVMBIN TSI BBITIOJTHEHUST PaOOTHI, OBHULIGHYE VX YII0BNGT-

a TaKke KPUTEPUA OLIEHKH, KOTOPBIiA TaBajl BOPEHHOCTH CEOMM
OBl TIpeacTaBJICHNEC O TOM, HACKOJIBKO ; NONOXEHUEM Ha npen-
XOPOLIO BBINOJIHEHA paboTa. - ApusTIY. Takyio seau-

. 4iHY 04EHb TPYAHO
CraHmapThl ULl TAKKX TTOKa3aTesiei nes-

TEJILHOCTH IIPENIIPUSITHUS, KOTOPBIE MOKHO | OSTOMY 36T MOXET
W3MEPUTh B ICHEXKHOM BBIPAXKEHUH, TIPO- HCNONL30BATLOR OTHOD-
OCHTaX WKW COAMHUIAax o0beMa 1 BeEca, yCra- EMTEALHAS OUEHKA,
HOBUTB JIOBOJILHO JIeTKO. 'opasno cioxnee  TAKas KaK CHIDKEHe
OIPEIEIIUTh OPUEHTHUPHI IJIST JOCTYIKEHUS KORMWMHECTBA YBObHE-
TaKuX 1ieJiell, KOTOpble HEBO3MOXKHO Mpe- HUiA.
CTaBUTH B Udpax.

NPENCTAEEN T HMCIHBHHO,




KAK YTPABNSITb BPEMEHEM

Hamepute HhTaTH.
i R KTMBHO
nHbopMmupyiTe

@ TpaTh
. crangapT

ConoctaBneHue fOCTUTHYTbIX
pe3ynbTaToB CO CTaHpapTaMu

7151 5 GEKTUBHOTO OCYIIECCTBICHUS

KOHTpOJISI Ha 3TOM 3Tare MeHeIKepy
HEOOXOIMMO YETKO OIIPEICIINTD JIJIsI ceOsT
MacIlTab JOIMyCTUMBIX OTKJIIOHEHUI OT
CTaHIapTa, YTOObI ONPEAEIUTD Ty TPaHb, 3a
KOTOPOI1 TaK1e OTKIIOHEHUs OyIyT NpeacTaB-
JISITh OTNACHOCTb, W KOTJA CJIAYyeT MPearpy-
HMMATb KOPPEKTUPYIOLIUE JCHCTBHSL.

KoppekTupywowune pencrems

HM MOTYT OCYIIECTBISIThCS B TpeX
HarpaBJIeHHSIX:

¥ GesneiictBre. Eciy poM3BOACTBEHHBIIA
TIPOIIECC TPOTEKAET HOPMATBHO
Y pe3ynbTaThl, GaKTUIEeCKU TOCTUTHY-
TBIE, COOTBETCTBYIOT TPEOOBAHNUSM CTaH-
JIAPTOB, 3HAYNT, HAMEYEHHBIE TTAHBI
BBITIOJTHSTIOTCST 1 HET HEOOXOAMMOCTH
BMEIIMBATECS B XOJI TIPOLIECCa;

W1 KoppeKTHpOBKa. B HEKOTOPBIX ClTydasix
TIPY MPOBEAECHUM KOHTPOJISI BBISIBIISI-
JOTCSI OTKJIOHEHUS OT HOPMBI, U TOTIa
MEHeIKepy HeoOXOIMMO OCYIIECTBUTD
KOPPEKTUPOBKY Tporiecca. JIMKBUIaLus
OTKJIOHEHUIA HEe JOJKHA HOCUTD TIOBEPX-
HOCTHBII XapaKTep, IMMOCKOJIbKY MHOTLIA




OCHOBbI TAUM-MEHEDKMEHTA

OTKJIOHEHHUSI CBUIICTEILCTBYIOT O TIPO-
OeMax (PyHKIIMOHUPOBAHUST CUCTEMBI
B 1ICJIOM;

[¥] m3MeHeHue cTaHnapToB. OTKIIOHEHUST
OT MPUHSTHIX HOPM HE BCET/A SIBJISTIOTCS
CJICIICTBAEM HapyIIeHWIA B padoTe.
MHorna camu 3T HOPMBI conepkaT
B cebe n3bsTH. Bo3morkHO, ipy pa3pa-
0OOTKE CTaHIAPTOB TPEOOBAHUS OBLTA
3aBBIILIEHBI, M Y OPTaHM3aIIMN HET peajib-
HBIX BO3MOXKHOCTEM U151 TOCTUXKEHUS
TaKWX MOKa3aTeJie B TEKYIAN MIEPUOLT,
TOIIa CTAaHIAPTHI CIIEMYET MEPEeCMOTPETh
B CTOPOHY ITOHIKEHMSI.

Hcnonb3ys miaHupoBaHue U Bce MHCTPY-
MEHTBI, KOTOPbIMU TTOJIB3YeTCSI MEHEIKep
IIJIST OLICHKM BBITIOJTHEHHMSI HAMEUCHHBIX TJIa-
HOB, MOXHO JIOCTHYb OIITUMAJIBHOI OpraHu-
3allMU CBOETO paboyero JHS W OTAbIXa,
3(HEKTUBHOTO pacIIpeac/ICHIs 3a1a4

U BpeMEHH, OTBEICHHOTO Ha MX pa3pelie-
HUE.




DENETMPOBAHMUE
KAK YNPABREHME
BPEMEHEM

Bpeuta — Opazouenrsiii nodapok, danHelll
Ha.u, 4mobbt B Heat cmams YyarHee, Lyuute,
3peaee u cobepuiennee.

‘ﬁl Duttere A i

1.CKOJIbKOHYXXHO
PABOTATb

M eHeKEP, KOTOPBIN CTPEMMTCST OpTaHM-
30BaTh CBOE BpeMsI PaLlMOHAIBHO,
BCErIa MMEET IPEACTaBIEHNE O TOM 00beMe
paboT, KOTOPHIi OH JOJKEH BHIMOJIHUTD 33




LDENETVMPOBAHIE KAK YTTPABIIEHVE BPEMEHEM

neHb. Ecin oH Kakoe-To BpeMsi paboTan yxe
B IOJDKHOCTY PYKOBOIUTEJISI, OH MOXKET
OTIPENEIIUTD Y BpEMsI, HEOOXOIMMOE JIJIst
BBITIOJIHEHNUS] 3aTUTaHMPOBAHHBIX padoT,

1 B KaKOM-TO CTEMEHU CITPOTHO3UPOBATH TE

‘Menepxepamu He

pOXA[AIOTCR,
A Npexpe Yem yen
BeK, TONLKO YTO

HEOXMIAHHOCTH U HIOAHCHI, KOTOBIE MOTYT npuweauinii Ha

BO3HUKHYTb [IPU MX BBITTIOJTHEHUM. pykosogsuyio
OnHa 13 PacrpOCTPaHEHHBIX pobeM cBst-  PASOTY, ““699“_‘:?}
3aHa C TeM, YTO PYKOBOIMTEIIH, KaK ITpa- ORETA MMORHS
BIJIO, HAOMPAIOTCA U3 HAUOOJIeE TIEPCIIEK- ynpasnenteckon
TUBHBIX CIIEIIUAIVCTOB B TO MJIU WHOM AORTONLHOCTH;

061acTH DYHKLIMOHNPOBAHMS IIpenpusiTs 41008 BbisichmuTs pas
U NepBOe BpeMsl HUKAK He MOTYT 130a-
BUTBCA OT JKEJIAHUS BBIOJIHUTD 3a JAPYTUX :
CBOIO TIPEXXHIOIO padoTy. AeAgTs, HOM S8
i Mero oH penars He
BONXeH, HOBOMCH
§§_ﬁeuuuﬁ MeHe
. MOXET Hapena
- Maccy ownbok.

YTO OH AOSIKEH

MEHEDKEP-UrPOK

CI/IH)IpOM MEHEIKEPA-UTPOKA MOXHO
0O0BSICHUTD JIOBOJIbHO-TAKU JIETKO, €CIN
MIPUMEHUTb aHAJIOTHIO CO criopToM. Hekoto-
pbI€ UTPOKHU, KOTOPHBIE 110 KAKUM-TO ITPUYK-
HaM He MOTYT MPOI0JIKaTh UTPATh, CTAHO-
BSITCSI TpeHEpaMu cBoelt KoMaHAbl. Ho ObITh
WIPOKOM B YEMITMOHATE — 3TO OQHO, a BOT
OBbITh TPEHEPOM — COBCEM Apyroe. TyT
HEO0XOIMbI HECKOJIBKO MHbBIE KaueCTBa

U HaBBIKU: pa3paboTKa o0llIel cTpaTeruu
WTphl, HanboJee 3(P(eKTUBHOE IPUMEHEHE
TATAHTOB KAXJOTO U3 UTPOKOB, a TAKXKE




KAKYTIPABNATH BPEMEHEM

paboTa ¢ 00I1IeCTBEHHOCThIO, C OpraHU3aTo-
pamu, CyIbsIMU 1 CIIOHCOPaMM KOMaHIbl.
'YMeHUsI TOHSITh MSIU 37IeCh ITPOCTO HeAoCTa-
ToyHO. Ho Bce nepeunciaeHHbIe PyHKIUN
TOKa YyXIbl HOBOMY TpEHEpy, eMy He Hpa-
BUTCSI 3TUM 3aHUMAThCSI, TTIOCKOJIBKY Je1aTh
3Ty paboTy OH HE YMeeT U, BBITIOIHSIS CBOU
HOBBIE (PYHKIIUH, TIOCTOSTHHO OIIyILIaeT
nuckoMpopt. Ero Bce TsHET Tyna, Ha noJe,
B TYILy CpaXke€HUsI, TJIe MPOUCXOIAT HACTOS-
11I1e COOBITUS, a HE KaK1e-TO OeCKOHEUHbIe
U yacTo Oe3pe3ybTaTHbIE MePeroBOPhI

¢ JIIOIbMU, KOTOpBIe, OKa3bIBAETCS, UMEIOT
Ha BCEe CBOIO TOUKY 3pEHMSI, HE COBIaalo-
1Iy10 ¢ ero B3rsimaMu. [ToatoMy nmpu Kax-
JIOI BOBMOXKHOCTU OH CTPEMMUTCST YUTU OT
CKYYHOU BOJIOKMTBI, BEPHYTHCSI B POITHYIO
CTMXHIO, TIOUYBCTBOBATb BCIO MpPEJIECThb
WTPBI TaK, KaK OH MPUBBIK — Ha MoJie, a He
Ha0Ionast 3a ee XoIoM u3naiexka. Buns, kak
WTpaeT ero KOMaHaa, OH CYMTAET, UTO, €CIN
Obl OH YYacTBOBaJl B COPEBHOBAHUM, OH
chIrpas Obl ropasno Jiydiiie. [Toatomy yacto
Take TPEHEPbl MEUYTCS 0 OTBEIECHHOMY
WM TIPOCTPAHCTBY, KaK TUTPHI B KJIETKE,

U, XBaTas ceOsl 32 TOJIOBY, KpUUaT YTO €CTh
CUJIbI HA CBOMX UTPOKOB.

OueHb YacTO PyKOBOIUTENSI Ha3HAYAIOT U3
COTPYAHUKOB, BBIOMpASsT JIYYIIIETO U3 HUX.
Jloruky Takoro BbIOOpa MOHSATH HECIOXHO:




€CJIM YEJIOBEK CyMCII ITPOSABUTDb ce0s1 B CBOeit

CIIELIMAJIbHOCTH, MOXHO HAIESIThCS, YTO OH
MPOSIBUT CeOsI M KaK pyKoBoauTenb. Kyma

0oJiee cTpaHHBIM ObLIO ObI, €CJIX Obl OCHOBA-

HMEM ISl BBIIBIDKCHUSI Ha PYKOBOISIIIIYIO
JOJDKHOCTD SIBUJIOCH TO, UTO UEJIOBEK He
JIOCTUT HUKAKMX Pe3Yy/IbTaTOB Ha IIPeAbIIy-
1ei padorte.

Ho cymiectByer u apyroii noaxon. MHorna
BbICILIEE PYKOBOJICTBO, BUISI, UTO TOT UJIU
HHOI pabOTHUK MPEKPACHO CIIPABJISIETCS CO
CBOUMU OOSI3aHHOCTSIMU, AENAET BBIBOMI, UTO
3TO UMEHHO TOT YeJIOBEK, KOTOPbIii HEOOXO-
JIUM 17151 JAHHOM JOKHOCTU, U CAMOE JTyd-
1Iee — OCTABUTb €I0 Ha Heil TOKU3HEHHO.
Bo3HukaeT 10BOJIbHO abCyp/AHasl CUTYyallusl,
KOIJIa UMEHHO BbICOKME MPOGheCCUOHATb-
HbIEe KaQuecTBa MELIAIOT KAPbEPHOMY POCTY.

MeHepXxep CO CTOPOHbI

JTHOU M3 aJTbTEPHATUB MIPU TTOA00pE
O KaHIWAATa Ha YIPaBJIEHYECKYIO JOJIK-
HOCTb SIBJISIETCSI BOBMOXKHOCTb B3$SITh MEHE-
Jokepa co ctopoHbl. Ho Takoit BapuaHT He
BCEIa OKA3bIBAECTCS MPUEMIIEMBIM TSI
¢upmbl. Hanbosnee yacTbiMy TPUUMHAMMU,
TOYEMY BBICIIIEE PYKOBOJCTBO OTKAa3bIBa-
€TCs OT MPUIJIALEHNS] MEHEIXepa CO CTO-
POHBI, SIBJISIIOTCH CJIEAYIOLIME.

He Tak yx 4acro
PYKOBOAHTENM
CKAOHHBI pa3bu-
paThCA BO BCEX OCO-
BEeHHOCTAX XApPaK-
TEPU CBOMX
MOAYMHEHHBIX,

W, BCAM COTPYAHMK

| Ha ceoem pabouem

MECTEe CRUMIIKOM

YOCTO O HEM-TO
30[yMBIBOETCS, CKO-
pee BCero pykoso-
AUTENb PELINT, YTO
370 BAMXGRLIMA

KOHAKAGT HA YBOMB-
HeHue. XOTa Ha
COMOM fiefie BO3-
MOXHO, 4TO 370
Eynywuii Gnecrs-
WM ynpasneney,
W MBICAH, KOTOPLIE
NPUXORST MY
B FONOBY HO NPOTS-
xenun pabouero
aus, oka3anucs Bui
NONS3HbIMH BAS
ApeanpUATHSA.




KAK YNPAB/IAT BPEMEHEM

CnuLIKOM BbICOKad LeHa
KOHTpaKTa

aHAUIATaMU Ha JOJKHOCTb MEHEKe-
Kpa, Kak TIpaBuUJIO, SIBJSIIOTCS JIIOMH,
YK€ 3apeKOMEHAO0BaBLIME ce0s1 B JaHHOM
00J1aCTH OeSITeIbHOCTU Ha JAPYTUX Tpe-
MPUSITUSIX U TOCTATOYHO M3BECTHBIE
B CBOEi cpene. A Takue JTI0AU OOBIYHO He
WCTIBITHIBAIOT HEJOCTATKa B TIPEIJIOXKe-
HUSIX U OLIEHUBAIOT CBOM YCJIYTU JOBOJIBHO
JIOpOToO.

CnuLIKOM AJINHHBbIN
NOAroTOBUTEJIbHbIA Nepuop,

axe ec/y MpeAroiaraeMblii KaHIUIAT

CO CTOPOHBI SIBJIsSIETCs IpodheccuoHa-
JIOM B CBOEM JIeJie, eMy BCE PaBHO MOHA/IO-
OUTCSI KAKOE-TO BpeMsl, UTOOBI aAarTupO-
BaThbCS U TIOJCTPOUTHCS TION OCOOEHHOCTH
(YHKIIMOHUPOBAHWS UMEHHO JaHHOTO
npennpusatvs. MHorna pyKoBOACTBO CUM-
TaeT, YTO TAKO MEePUOJ MOXKET 0Ka3aThCs
CJIMILIKOM JUTMHHBIM M Tipoitie 1 3¢ (eKTrB-
Hee OyJieT Ha3HAYUTh Ha OTKPBIBIIIYIOCS
BaKaHCUIO CTIEIMAIMCTA, KOTOPBIiA, XOTSI
U HE UMeEET YIPaBIeHYECKOTO OIbITa, 3aTO
JTaBHO paboTaeT B OpraHU3alMK U JOCKO-
HaJIBHO 3HAKOM CO CIeIU(bUKOI ee NesITeNb-
HOCTH.




AENETMPOBAHUE KAK VIIPABNNEHWE BPEMEHEM

BHyTpeHHue B3aMMOOTHOLUEHUS G\—::rimj
B KOJIJIEKTUBE N N

B HEOOJIBIIMX OPraHU3aLUsIX, TIe YXKe
O4YEHb J0JIroe BpeMsl paboTaoT OTHU

M T€ XK€ JIIOIU, KaK MPaBUJI0, UMEIOTCS YCTO-
SIBIIMECS BHYTPEHHUE OTHOILEHUSI, OMPEeIe-
JIEHHasi TApMOHMUSI, KOTOPYIO MOXET Hapy-
ILIUTh TTOSIBJICHWE HOBOT'O YEJIOBEKA.

Bce i npuurHbBI TOOYKIAIOT BhICIIEE PYKO-
BOJICTBO B OOJIBIIIMHCTBE CJTy4aeB OPUEHTH-

pOBaThCsl HA BHYTPEHHUU PIHOK KaJpOB

U HabUpaTh MEHEKEPOB U3 CHECIUATUCTOB.

Cotpynruku npea-
nounraor pabotate
B ONpefeneHHou

HoBoucneueHHOro pyKOBOAUTEJST, KOTOPbIiA obcraHoske,
MOKa elle TUI0XO MPEACTaBIsieT cede CBOU cobmopas ycTaHo-
YIIpaBJICHYCCKUEC 00513aHHOCTHU, TaK U TSIHET BUBLUMECA TPAAMLIAM
3aHSIThCS padOTOI, KOTOPYIO OH BBITIOJTHSIT ¥ PUTYTnsl, U He
paHbllIe U B KOTOPOI YyBCTBYET ce0sT Ha | CKNOHHB! NPHHKMMOTS
BbicoTe. OH BCE BpPEMSI CTPEMUTCSI OTTEPETh B CBOW MMP KOTO-TO
MOAYMHEHHOTO C paboyero MecTa, 3aHsTh NoOCTOpOHHEro, oco-
9TO CaMO€ MECTO U I10Ka3aTb, «KaK Hag0». BenHo B KayecTse
ITpu 3TOM ¥ TOMUMHEHHBIE HAYMHAIOT PYKOBOZHTENS,

UCIIBITHIBATH KOMILIEKCHI 1 COMHEHUS
B CBOEIi MPOGIIPUTOTHOCTH, 13 U CAMOMY
MeHeIKepy B KOHIIE OTYETHOTO TIeproia
OTYUTHIBATHECS YACTO OBIBAECT HE B YEM.

CvHapom maTepu-repovHu

M €HEeIXEP-UTPOK YaCTO WCITBITHIBAET
CUHIIPOM MaTepUu-reporHu. KeH-




KAK YIIPABNIATE BPEMEHEM

Ha pabore p%
uouu a MHoIrja

ILMHA, Y KOTOPO IATh U OoJiee neTei,
BBIHYXX/ICHA MOCBSIIATh UM BCE CBOE BPEMSI.
Eii Hekorma XonuTh Ha paboTy, HEKOIA Clie-
JIUTH 3a cCO0OI, HEKOIIa OTIbIXaTh. 24 yaca

B CYTKM 3aHMMAIOT YXOII 3a AeTbMU 1 3a00Ta
o Hux. IToHOE OTCYTCTBUE TIEPCIIEKTUBLI HA
Onvzkaiiiye HECKOJIbKO JieT. EmMHCTBeH-
HOE, YTO MOXET IPUMUPUTH C 3TUM, — TO,
YTO BCE XKEPTBBI IPUHOCSTCS paay ACTEi.

MeHemxep, KOTOPbIil CTpeMUTCSI Ae1aTh Bee
33 CBOMX COTPYJIHMKOB, MIOCTOSTHHO OMNeEKaTh
HX Ha paboTe U Jaxe 3a ee npeaeaaMu, — Ta
K€ MaTb-TepouHsi. Takoii pyKoBOIUTE b

U TIOMYMHEHHBIX ceOe MoadvpaeT Moj cTaTh —
0ECrOMOIIHBIX U Oe3bIHULIMATUBHBIX.

A VHOTJa B CUJTy CBOETO XapaKTepa MOXeT
JIVIIUTh MHULIMATUBEI U TeX, Y KOTO 3Ta MHHU-
LIMaTuBa ObUla, YHUUTOXKAs BCSIKYIO MOTUBA-
LIMIO K TPYIy W JIUIIasl XeJaHusl paboTaTb.

Emy KkoMOpPTHO B TaKUX yCIOBHUSIX, OH
JIOBOJIEH, YTO MOJHOCTBIO KOHTPOJIUPYET
CUTYalIMIO, U HE 3aMeYaeT, YT0 TOMUMO
TOTO YTO CaM BbIHYXIEH 3aTpauuBaTh
CJIMILIKOM MHOTO YCWJIWIA, BBITIOJIHSISI U CBOIO,
M 49yXYIO paboTy, ellie 1 CHIDKaeT 3¢ dek-
TUBHOCTb PabOThI CBOEI OpraHU3alumn

B 1I€JIOM, ITOCKOJIbKY U PYKOBOJIUTEb,

U CTIELMAIUCT OH TOJLKO HATMOJIOBUHY

U HUKaK He MOXET COCPEeIOTOYUTLCS Ha
YeM-HUOYb OTHOM.




~ NENEMUPOBAHME KAK YITPABNEHWUE BPEMEHEM

HeynuBnrensHO, 9TO, TTOCTOSTHHO paboTast

B TAaKOM aBPAJIbHOM PEXHMMe, PYKOBOIUTE b
B KOHIIE KOHIIOB HAYMHAET UCITHITHIBATD
TPOOJIEMBI CO 3M0POBheM. Belb, BEITIONHSIS
JTake HEOOJBIIYIO YacTh PAaOOTHI 32 KaXKIOTO
W3 CBOMX MOAYMHEHHbIX, cKaxeM, 20%, oH
BBIHY:KIICH HECTH JABOMHYIO HArpy3Ky,
TIOCKOJIBKY €TI0 COOCTBEHHBIE 00S13aHHOCTH
3a HETO MCITOHATh HUKTO He OyJIeT.

[ToaTOMy KaxKIplii pyKOBOIUTENb, BCTYIIAIO-
LU B JOJDKHOCTD, MPEXKIIE BCETO JTOJIKEH
YETKO IS ceOsI YSICHUTD: YTOOBI TAKOU
CJIOXHBIN MEXaHU3M, KaK COBpeMEeHHast
opra"uzanus, padoTai 3pHeKTUBHO 1 6e3
cboeB, HEOOXOIMMO, YTOOBI KAXKIbIi 3aHM-
MaJicsl CBOMM JIEJIOM.

2. KAKPABOTATb
C NOAYNHEHHbBIMMU

pyK bepH, N3BeCTHBII aMepHKaHCKII

TICUXOJIOT, KJIAaCCU(bUIIPOBAJT COCTOSI-
HUS YeJI0BeKa CIIEMYIOIIMM 00pa3oM: «B3pOC-
JIBII», «POIUTEINE», «peOeHOK». COTPYIHUK,
KOTOPBIN OOMTCS JII000I OTBETCTBEHHOCTH,
XOIUT 1 HOET, KaK €My TSKEJIO M TPYIHO
CIIPaBJISITBCS C pabOTOI, OBIT Ha3BaH
«pebeHKOM». «Pomurenem» SIBISIETCST TOT
COTPYIHUK, KOTOPBIIA KPUTHUKYET, pacropsi-

A
Hrpois coamenr

Berarb no noac
n 3abusarn roan:,

TPeHEP NOAMEH

TPEeHNPOBAaTD,
NOOUNHCHHDIC

obasanvl neaamn
csoto padory,

3 MeHeoMepbl —
PYKORODHTD.




KAK VI‘IPABI‘I‘}\‘Tb BPEMEHEM

2KaeTcd, 1ac€T BCEM COBETbI, KaK Haa10 pa6o—
TaThb 1 BOOOLLIE XKUTh.

«PebeHoK»—«poauTenb»

a IpeANpUSITUN COTPYTHUK-<«PEOSHOK»
H TO U JIeJI0 oOpallaeTcss K CBOeMy PyKo-
BOIWTEIIO 33 [IOMOILBIO, HE MOXET CaMo-
CTOSITEJIbHO TIPUHSITH JaXKe caMOe ITPOCToe
pellieHre U MaHUYEeCKU OOMTCS OTBETCTBEH-
HocTH. B cBoI0 ouepenb pyKOBOIUTEIIb,
€CJIU OH MPUPOXKICHHBINA «pOIUTEITb»,
OyzmeT BopyaTh U M300paXkaTh HEIOBOJIb-
CTBO, HO TeM HEe MEHee HUKOIIa He OTKaXKeT
«peOEHKY» B TIOMOILU U CAEJIaeT 3a HErO
paboty, nHorma gaxe B yiiepo cede. OH
TOTOB IO HECKOJIBKO pa3 Ha JHIO OOBSICHSITh
«peOeHKY», KaK MCIOJIb30BaTh IPUHTEP
M Ha KaKyro KHOIIKY Hao0 HaXaTb, YTOObI
BKJIIOYUTb YaWHUK.

NOCTOAHHO Cbl~
*_ WATCA TONBKO
Xt‘xﬂoGu " npocbﬁui
Y © nomowm: «fl we ‘_'
- MOTY CNPaBMTBCR




_ DENETVIPOBAHVE KAK YIPAB/IEHUE BPEMEHEM

EauHcTBeHHOE, YTO HE HYXXIAeTcsl B AOTIOJ-
HUTEJIbHBIX OOBSICHEHUSIX IS COTPYIHUKA-
«pebeHKa», — 3TO TIPoIIeaypa MOIyUYeHUST
3apaboTHOI IIaThl. Y eMy Jaxe B TOJIOBY
He TIPUIET, YTO OH 3aCJIYKWJI CBOEH paboToOM
BCETO JIMIIb YaCTh 3TOI OIUIaThl, TOTOMY
YTO €ro paboTa HaIOJIOBUHY (MJIN JaXke
OOJIBIIIE) BBIMTOHSIETCS PYKOBOIUTEIIEM-
«pogutenieM». Ho 31ech eMy yxke He TpeOy-
€TCSI TIOMOIIIb, YTOOBI OIPEIETIUTHCS, OH
TBEPIO 3HAET, YTO TAKOTO-TO YMCIa JODKEH

MTOJIYYUTh TAKylO-TO CYMMY.

«Peb6eHOoK»—«B3pOCbIii»

OI[HaKO He BCerJa B OTHOIICHMSIX 1IaApUT
Takas uawis. Eciv momunHeHHBI-
«pebEHOK» TIoTanaeT K HaYalbHUKY-<«B3POC-
JIOMY», CUTyallysl YpeBaTa KOH(MIMKTAMU.
Bricoka BepoSITHOCTb TOTO, YTO JIBAa TAKUX
Pa3HbBIX TICUXOTHUIIA HE JOCTUTHYT B3aMMO-
IMOHMMAaHMSI, ¥ B pe3y/IbTaTe Ha4yaJIbHUK
OyeT aIymMaTh, YTO JAHHBIIA COTPYIHUK
IPOCTO OTJILIHMUBAET OT PabOThI, a MOTIM-
HEHHBII OyleT BOCIPUHUMATD CBOETO PYKO-
BOIUTEJISA KAK MOHCTpa, HE UMEIOILIETO
HUKAKHX YeJIOBEYeCKUX YyBCTB.

I1py BO3HMKHOBEHUH TaKOi1 IPOOIEMBI
OUYeHbh MHOTHE PYKOBOIMTENM TTPEATIOUTYT
MPOCTO YBOJIUTH HEPAIMBOTO pabOTHUKA

i mﬁu M cpencTsa,

e
7 A tenepe rapmops,
k o e AEAAME

HEeH BHMKOTh

Paerca Ha ATH cno- .

BAYMUMBOrO NOR-
OfQ K cBOeH pes-
TONbHOCTH M CKNO-

:

8 NPo6nemsl NOZUM~
@HHLIX, OH NOCTA~

i




KAK YNPABNISITh BPEMEHEM

fobutbea or nop-

YAHEHHDIX CaMo-
CTOATEABHOCTH
NpPA BLINOAHEHNN
caonx obasan-
HOCTEH NoOMOMeT

TaKM#Ee YCTaHOBAES-
HAE NPAaBHA
padorbi.

M CHATH 00y3y co cBoeii men. Ho MoxkHO
TMTOTBITATHCS TIEPEBOCITUTATh KAIIPU3HOTO
«pebeHKa» U cIesaTh er0 HEeMHOTO B3pocJiee.

MeToabl pewseHns npo6nemsl

JIHUM W3 TaKUX CPEJCTB MOXKET OBbITh

pa3paboTKa YeTKOU MpoLeayphl
BBITOTHEHYST TeX WM MHBIX ontepativid. [1po-
1LieAypa OIMMCHIBAET MOC/eN0BaTeIbHOCTD
JIEUCTBUIA, KOTOPBIE HEOOXOAMMO TIPEIIIPH-
HSITh B KOHKpETHOU cutyatu. Mmes niepen
00011 KOHKPETHbIE PEKOMEHIALINU, JaXKe
OCCITOMOIIHBIN «peOSHOK» CMOXKET CITpa-
BUTBCS C PEIICHUEM 3a/1auM.

IpaBuna cyiiecTBEeHHO OrpaHUYUBAIOT CBO-
0oy IEeUCTBUI COTPYIHUKOB, (DAKTUECKU
OHU 00SI3BIBAIOT UX JOCTUTaTh KOHKPETHBIX
11es1eld KOHKPETHBIMM JKEeCTKO perIaMeHTH-
poBaHHBIMM criocobamu. Ho HeyBepeHHOMY
B cebe «peOCHKY» MMEHHO 3TO 1 HYXKHO,
ITOCKOJIBKY Yallle BCEr0 OH CTpafaeT He OT
HeIoCTaTKa CBOOOIEI, a OT e¢ TIeper30bITKA.

YeT1ko pa3paboTaHHEIE TTPOLIEAYPHI U TIpa-
BUJIa 1AIOT U IPYrye MpeuMylIecTBa.

ﬁpﬁum ONkITa, NPOUEAYPs! W Npasia yKasbi-

HeobxoauMo AeiicTBoBaTh, Ytobbl yenetw-
uenei 6uino Hanbonee BEPOATHLIM.




,[],EHEFHPOBAHHE KAK YT"IPABHEHME BPEMEHEM

2 ﬂm&w npmmnypu 1 npasBuna copepxar B cebe yxe otpabotan-
HbliA 2AIFOPUTM PELIBHMS WAEHTUYHBIX N0 CBOEMY COIEpXaHWIo 3ajay,
370 NO3BONAET MCKMOHMTI ,_nenpmamawrenbme NOBTOPEHUA
1 usbasnser or Heoﬁxnaﬁmw 3aHoBO uaoﬁperarb KONEco.

3. Mockoneky seinonKeHne npmmyp r npaaun ABNSETCH 0053aTeNbHbIM

NS NOAYMHEHHBIX, PYKOBOAMTEND BCerpa GyfieT aHath, YT Npeanpu-
- MyT ero Gmw.uum B TO# mm vHOU mpemou CUTYaLIMN,

BHNQAHEHUE YETKO 0BOBHAYEHHbX poueqyp M Npagus 03BONSIET
m ad:tbexmaﬂocrb upama chmrrﬁ,?m pmynbmw

Ecnmu, vcrionb3ys Bce IperMyIiecTBa Ipo-
LIeMyp Y TIpaBWJI, MEHEIKep B 100aBIeHNE

K aToMy HajmanuT 3¢ GEeKTUBHBINA KOHTPOITh
3a UX MCITOJIHEHUEM, Y HETO eCTh BCE IIIaHChI
JIOOMTHCS TIPONYKTUBHOM pabOTHI HE TOIHKO
OT MMOAYMHEHHOI0-«pebeHKa», HO U OT BCEX
CBOMX COTPYIHUKOB.

B Tex ciyyasix, korma u HayaJabHUK, U ITOMI-
YMHEHHBIA UMEIOT 3r0-COCTOSTHUE «B3PO-
CJIbIif», HE HYXKHO HAUMHATh YIUTh CBOMX
COTPYITHUKOB XKM3HM, Pa3bsICHSITD, YTO Tpa-
BWJIBHO, a YTO HET, KPUTUKOBATD «13 OOIIMX
coobpaxkenmit». Heobxommo mpocTo

M JJAKOHWMYHO OOpHMCOBATh COTPYIHUKY KPYT
€ro 3a1a4 1 Y€TKO J1aTh MIOHSTh, YTO HaJjIe-
JKaIree BBIOJTHEHME 3TUX 3a1ad OyieT TIa-
TEIHHO MPOKOHTPOJIMPOBAHO.




KAK YMPABIATL BPEMEHEM

HOWeHWa

. «B3pOCHBIHN—
«nspoc:jlw‘yi»
CTPOATCH, KAK

HMHOM YBQXEHHH
A BHAMOHHH

APYTOH CTOPOHSI.

Mox#Ho He comHe-
BATLCH, YTO €CAM
NPOABUXEHHE MO
cnyxebHol necr-

HWUE B oprasn3a-

UMM IABHUCHT OT
paborocriocob-
HOCTU 1 npodec-

CHOHANLHBIX

KQ4eCTs, MOAUMHEH-

HbIA BEINOAHAT

Takywre pabory

€ YNOBOALCTEMEM

W paxe Bes gonon-

HUTENEHOTS HeHeX-

HOFO BO3HArpaXae-
HUR.

NpasMno, HA B3a-

K TOYKE 3peHMs |

«B3pocnblit»—«B3pPOCHbIN»

CJIM OTHOIICHUST MEXITY PYKOBOAUTEIEM
E U TTIOMYMHEHHBIM OMPEAEIISTIOTCS CXEMOM
«B3POCIbI»—«B3pPOCIIbI», Hanbojee
XapaKTEPHOU YepTOl MX SIBISIETCS TPAKTU-
LIM3M M OTCYTCTBUE U3JIUIIIHEN SMOIIMOHAITb-
HocTu. B pesynbraTte qocturaercsi paBHOBE-
cue, KOrna v HauyajabHUK, Y TIOMIYMHEHHbBII
BBITIOJIHSIOT CBOM 00s13aHHOCTH Ha 100%
U1 HUKTO HE CTPEMUTCS MEPEJIOKUTh CBOU
3a[1a4M Ha IUIEYU JPYyroMy.

Ho eciy nogunHeHHBI OpUEHTUPOBAH Ha
pa3BUTHE Y KapbePHBIA POCT, €CJIA OH XOYeT
Yero-To OOJIBIIErO, YeM €r0 CErOAHSIIIHEee
MOJIOXKEHWE, OH ITOCTApaeTCsl HAWTU CIIOCO0
YeM-TO BBIIEJIUTHCS 13 OOILEH MacChl

M CTaTh 3aMETHEE B IIa3aX CBOEr0 pyKOBO-
nutenst. TakuM criocoOoM BITOJTHE MOXKET
0Ka3aThCsI BHITTOIHEHME YaCTH pabOoThI 3a
CBOETO HEMOCPEACTBEHHOrO HayaIbHUKA.

Yt0 Xe TIPOU30MIET, eCc He PYKOBOAUTEIb
ClIeNIaeT 3a KaxkIoro U3 CBOMX MOTUMHEH-
HbIX 110 20% X paboThI, a HA0OOPOT, KaX-
IIBIA M3 TIOMYMHEHHBIX BBITOTHUT 20%
pabotsl pykoBoguresa? Heyxenn y Hero
COBCEM He ocTaHeTcs paboThI? 3adyeM ke
TOIJA OH OyeT Hy>kKeH?

ITomoOHBIC OTTaceHrsI MOTYT BOSHUKHYTh
TOJIBKO TIPU IMTOBEPXHOCTHOM B3IJIsIIe Ha




cuTyanmoo. B mpenpimyliieii riaBe yxe yka-
3bIBAJIOCH, UTO YITPABJICHYESCKUI LUK HE
MMeeT 3aBepIiIeHNS 1 3P GEeKTUBHBIN MEHe-
IXKep HUKOITA He OyJeT cuaeTh Oe3 niena.
A BBICBOOOIMBIIIEECST BpEMST OH MOKET
HCIIOIB30BaTh ISl TOTO, YTOOBI MOIYyMAaTh.
Benp mymaTh — 3TO BaxkHasI 4acTh paOOTHI
MeHemkepa. CKOJIBKO YITPaBJIeHYECKIX
PpelIeHMI 0Ka3bIBATIUCh HEYTaYHBIMU

W TIPUBOIWIIN K Kpaxy JAaXe YCIeIIHbIe

U CUJIbHBIC OPraHU3aliK TOJIBKO M3-32 TOTO,
YTO PYKOBOIUTE]IA HE UMEJIA BPpeMEHU
JIOCTATOYHO XOPOIIIO MX OOMyMAaTh.

A Kak OyZeT BBIIVISIAECTh TAKOM MEHEIKep

B IIa3ax BEICIIETo pykKoBoncTBa? He permmr
JIM OHO, YTO OH JIapOM TIOJTy4YaeT CBOIO 3ap-
mwiaty? KoHedHo, Ha ero ygacTke Bce Jiea-
€TCsI B CPOK, HO CaM OH KaK-TO MOI03PH-
TenbHO cBoOOnmeH. Het nmu 3nech
Kakoro-ambo moasoxa?

I1pu BeICOKOIT OpraHM3aIllMOHHOM KYJIETYpe
MEHeIXXephl, KOTOPhIE He 0OSITCS TepeaaBaTh
CBOM TTOJTHOMOYMSI, OKa3bIBAIOTCS B 0CO00i1
neHe. Benp Takme MeHemKephI, OyIydu CBO-
OOTHBIMM, MOTYT CAMH Pa3rpy>KaTh BBIIIIC-
CTOSIIIIX PYKOBOAUTENICH OT UX pabOTHI.

Cutyalusi, Korua MeHeIKep TOro Wik
HMHOTO YPOBHSI YIIPaBJICHUS TOCTATOUHO
CBOOOJICH B pacropsKeHUN CBOUM BpeMe-
HEM U TIPY 3TOM ellI¢ BBITOJHSIET YacThb

Heobxoonmo
OTMETHTD, HTO
OuYeHb MHOIO® BO
B3aMMOOTHOLLE-
HMAX pyrosoan-
TeACH N noasn-
HEHHBLIX 3aBHCHT
OT YpoBHA
obuuen KYALTYpLI
OTHOLLIGHMH
B OpraHn3aumnm.




KAK YIIPAB/HTH BPEMEHEM

paboThI PYKOBOOMUTEIA 060J1ee BHICOKOTO
3BEHA, SIBJSETCS HAUIYYLIECHA U C TOUKHU 3pe-
HUsI MOTHBaLMU. Benb B aTOM cliydyae Kaxiabli
MCHEIXKEP MOoJIydyacT HEUYTO OoJbliee, YeM TO,
Ha YTO OH MOT Obl pacCUMTHIBATh, UCXOIS U3
JNOJKHOCTHOW MHCTPYKLIMU, U BUAUT MEPE
coboiil peajibHbIE BO3MOXHOCTH pOCTa.

2.BAXXHOCTb
AEJIETUPOBAHUSA

JIsl TOTO YTOOBI BOILJIOTUTH B PeajbHOCTD
Z[ MOCTaBJIEHHbIE LIEJTU, HEOOXOAUMO
o0ecreunTh HaKTUIECKOE BBITOJHEHNE KaX-
IO M3 MOCTaBIeHHBIX 3a1a4. Ho 4ToObBI 3TO
BBIMOJIHEHHE ObLIO 3(PHEKTUBHBIM HE
TOJIbKO CaMO IO cebe, HO U C TOUKU 3PEHMUST
OpraHu3aluy B LeJIOM, HEOOXOIMMO YETKO
CKOOPAMHUPOBATH BHYTPEHHKE B3aUMOOTHO-
LIEHUS] MEXIY ee MoApa3aeIeHUIMU

U JIIOAbMU, KOTOPbIE B KOHEYHOM UTOTE

U 3aHUMAIOTCS pelIeHnEM KOHKPETHBIX
BornpocoB. Takast KOOpAMHALMS JOCTUTAETCS
C TTIOMOIIBIO JIeJIErHPOBAHKS MOJTHOMOYHIA.

IIpouecc AenerupoBaHus Mpeanoaraer,
YTO OTpeaesIeHHbIE 3a1a4M UK TTOJTHOMO-
YK TIEPEIaroTCsl pabOTHHUKY, KOTOPBIN

C 3TOr0 MOMEHTA HECET OTBETCTBEHHOCTh 3a
HX BBITIOJTHEHHE.




KpoMme Toro, MocKoJIbKy BHITIOJTHEHHE TEX
WJIM WHBIX 33124 YacTO TPeOyeT Criemnaib-
HBIX HaBBIKOB, OYEBUIHO, YTO JIYYIIIe ITOpPY-
YUTB 3TO YEJIOBEKY, UMEIOIIEMY COOTBET-
CTBYIOIIYIO KBaJTU(DUKAIIMIO W OITBIT.
Jenerupyst MOJHOMOYMS, PYKOBOIUTEb
MOXET OMHOBPEMEHHO TOOUThCS U Gojiee

3¢ OEeKTUBHOTO BHITOTHEHUS 3aIaHWH, 1 9KO-
HOMUU COOCTBEHHOTO Paboyero BpeMeHH.

YTO HEOBXOAMMO AEJIETMPOBATb

orma pabOTHUK OpraHu3aIuy 6epercs 3a
K BBITIOJTHEHUE KaKOM -TN00 3a1a9u, OH
MpeXIe BCero MpUHUMAaeT Ha ce0sl OTBET-
CTBEHHOCTH 32 BBITTOJTHEHUE TOM 3aIadH.
Takast OTBETCTBEHHOCTbH IPEACTABIISICT COO0M
00513aTeJIbCTBO BHITIOJHUTH MTOCTaBICHHYIO
3a1avy, a TakXe 00eCreynTh He0OXOMUMBIi
YPOBEHb Ka4eCTBa TAKOTO BBITTOJTHEHMSI.




KAk YHPARNATHBPEMEHEM

=\

Ho cobecreento \
AENEerMpoBaHne
OCYyLecTBASeTCH

TONbKO B OTHOLLE-
HHM NONHOMO-
4YWMH, NOCKONALKY
OTBETCTBEHHOCTD
He MoXeT BbiTh
AENErMpoBaHA.

MoAHOMOMHAMN
obaapaer nonms-
HOCTD, 8 HE MEeAD-
BEH, KOTOPDIM 2aHK-
MaEeT 3Ty OOAHHOCTD
B DaHHbIN MOMEHT.

L,Oﬁ_s_'iﬁao noanon-
| HOMOMMAMM
NOAPQ3YMEBAIOTCH
' pono HG HCMONb-

_ 308BaHMe pecyp-
ml, Q TAKXe 8O3~

PykoBomute b CpeHero 38eHa HeceT T0IT-
HYIO OTBETCTBEHHOCTD 32 PE3YJILTaThl PabOTHI
BBEPEHHOTO €My ITOAPA3IETCHNS, XOTS 1 HE
JIOJDKEH BBITIONHSTH JIMYHO KAKIYIO U3 3amad.
PykoBomuTe s BBICIIIETO 3BEHA OTBEYAET 3a
JIESITEIBHOCTD OPTAHM3ALMK B LIEJIOM HE3aBH-
CHMO OT TOT0, KaKasi 4aCTh BOITPOCOB HAXO-
JINTCS B €T0 JIMYHOM KOMITETEHLIVIH.

Ycnoeusa gnsa AenernposaHuna

puHUMas Ha ce0sT OTBETCTBEHHOCTh 3a

BBITTIOJIHEHUE TOM WJIM MHOM 33[1a4H,
PpabOTHMK JOJDKEH TOJYIUTh M BO3MOXK-
HOCTH ISl TAKOTO BBITTOTHEHMS. EMy moi-
JKHBI OBITh MPEAOCTABIICHBI (PMHAHCOBBIC,
YeJIOBEYeCKIE U MaTepraIbHbIE PECYPCHI,
HEOOXOMVMBIE JIST AOCTVIKEHUSI TIOCTABIICH-
HBIX LIeJIei. DTO OCYIIECTBIISIETCS C TTOMO-
IIBbIO MEPENAYM TTOJTHOMOYHIA.

[epetinsg Ha HOBYIO TOJDKHOCTD, pAOOTHHUK
IOTEPSIET MOJTHOMOYHSI, KOTOPbIe UMET Ha
npeapiayieir. Ho mockonbKy peleHnemM
3a7a4 3aHUMAaeTCs YeJIOBeK, a He ero JI0JDK-
HOCTb, TO IIPUHSITO TOBOPUTH O Tiepeaade
TTOJIHOMOYUI TOMY WJIM UHOMY COTPYIHUKY.

TpanuimoHHas cxeMa repenayu oJIHOMO-
YU BBIDISIAUT KaK YIIOPSIIOYEHHOE AeJIer-
pOBaHKe 3a1a4 10 HUCXOAMIIEH: BbICIIEe
PYKOBOJCTBO OIpeAesisieT TOJTHOMOYUS




AENETMPOBAHWE KAK YTIPABJIEHWE BPEMEHEM

CPEIHETO 3BEHA, PYKOBOIUTEIN HU30BOTO ' Mpumep
YPOBH CTaBAT 33a[1a4U HETIOCPEACTBEHHO B komMmMepueckoil opra-
nepen CrieuraaicTaMy B TOM WA UHOM HU3alun PyKOBOOUTEND

cepe 11bo nepen pabouMMM Ha TIPOU3BOI- QTena kKpepuTosaHins
CTBe. NOYYaET CBOW NOMHO-
e~ MOYMS OT 3aMECTHTENR

KNACCUMECKAS KOHUENUMS kel
OPTAHU3ALMOHHbBIX NONHOMOYMIA  Ealismtliacialy

i

L[EHTd No PUHBHCOBLIM
. BONPOCAM, KOTOPbil
B CROIO OHEPEAL — OT
 NIPE3UABHTA, NONYHaI0-
LIErO fIGMHOMOWR OT 80+
BeTa gupextopos. Eciu
NpOCREATE Banbiue, Co-
BET AYPeKTOpss nony-
HAET FONHOMOYMS OT K-
1oHepoR, o0nanaIoHmx
FORHOMOMAMY, NPERD-
CTABACHHLIMN MHCTUTY-
TOM 4ACTHOM COBCTBEH-
 HOCTW B COOTBETCTBUM
C KOHCTUTYLIMEN 1 38K0-

HAMPABNEHWE NEPEOAYY NOAHOMOYUN

HaMM CTRaHE.




Henernpys nonHomMo-
yus, Heobxonumo
TaKke cobnogars npa-
B0, COINACHO KOTO-
DOMY KaXAbIA NoRMM-
HEHHEE AomKeH

OTHMTHIBATHOS TOMBKO
NEPEs OAHIM PYKOBO-
auTenem. 310 no3so-
nut uabexars nyra-
HULE! 11 HADYLIEHWS
KOOPOWHAHWI NDA
BLINOQMHEHUM 33HAHNIA.

Mpepensl penernposaHus

[00BIE TIOJTHOMOYMSI, JaKe CaMble IIHPO-

KH€, IMEIOT CBOU TIPEIE/IbI, TIPEBBIIIIE-
HHME KOTOPBIX HemomycTuMo. B obimem ciry-
Yae Tpeesbl MOTHOMOYMI PACIIUPSTIOTCS
B HampapjeHUM OoJiee BHICOKMX YPOBHEM
ynpaiieHus1 opranusanyu. Ho naxe momHo-
MOYMSI BBICIIETO PYKOBOJCTBA OIPAHUYCHBI.
[Ipencenatens coBeTa TUPEKTOPOB M TIPE3U-
JICHT KPYITHOM aKIIMOHEPHOU KOMITAHUN
TIOJDKHBI OTBEYATh Tepe]] aKIIMOHEpaMU,
€C/IM M3NEPKKY 3HAYMTEIbHO MPEBBIIIAIOT
o011t oromkeT. Bricie YnHOBHMKI
¢upMBbI HE MOTYT, HAIIPUMEP, ITOBBICUTH
cebe 3apraTy 6e3 omoOpeHns coBeTa
JTMPEKTOPOB.

OmHUM M3 OTpaHUYEHUI MPU JIeJIeTUPOBa-
HUU SIBJISTIOTCS TPAOULIUU U KYyJIBTYpHBIE
crepeoTuITsl. B mo0oM o01mecTBe cyIecT-
BYIOT MPEICTABICHMS O TOM, KaKoe TOBeIe-
HHE OTBeYaeT OOIICTIPUHSTHIM HOpMaM
MOpAaJIi U CYMTACTCS COLIMATIBHO TTpHeMIIe-
MbIM. MeHemkep He MOXET IepeaaTh MmoJji-
HOMOYMSI, KOTOPbIe TTPOTUBOPEYMIIN ObI
TaKUM TIPEICTABICHUSIM.




.ELEFIEFHPOBAHME KAK VHPABJ'IEHHE BPEMEHEM

Kaxyio xe pabory
CTOMT fleNneruposars?

A S )

m:n'a, &'

YacTo noBTopsonmasca padora

0, YTO JIeJIaeTCsI M30 IHS B IeHb, JIETKO
T OIMCaTh, JIETKO MOKa3aTh APYTOMY,
a Korja Takue 3ama4yu OymyT JeJIeTUPOBaHBbI,
MEHEIIKeP CMOXET Pa3rpy3uTh ceOst POBHO
HACTOJIbKO, CKOJIBKO pa3 JaHHast paboTta
OyzieT e1re TTOBTOPSITHCS.

Koraa pykoBoauTesb MpUHUMAaETCsT 3a
KaKyl0-TO HOBYIO paboTy, eMy 3apaHee
CTOUT MOAYMAaTh, SIBJISIETCS JIU 3Ta paboTa
OITHOPA30BbIM CIIELIMATM3MPOBAHHBIM 33/1a-




KAK YNPABNATH BPEMEHEM

crayer ce6a axc- |
MepTOM, OH nerko|
CMOXET HaY4MTS |
PYrux W, kpome |
TOro, eMy nerko |
Byner ouenusars, |
HOCKOMBKO Ka4ecT-
BEHHO CipaBns-
eTCH € 30AAHHEM |
; TOT, KOMY nepe-
BOHS! TOAHOMOYMS..

HMEM WM BIOC/IEACTBUN HEOOXOIMMO
OyZeT IMTOBTOPSITH €¢ BLIMOJIHEHE BHOBb

¥ BHOBB. Ecimi cripaBeimBo BTOpoe, TO
HeoOXOIUMO Cpasy Ke MPUHSTD pellieHre

0 TOM, KTO OyZIeT BBIIIOJIHSTE 3Ty paboTy

B JaJIbHEMIIIEM ¥ KaKM 00pa30M OpraHu30-
BaTh 3(phekTUBHOE pecypcHoe obecriedeHe
TAKOT'O BBITIOJTHEHMSL.

Xopowio 3Hakomasi paborta

MEHHO OHa MeIIIaeT YeJIOBEKY IPOorpec-

CHUpOBaTh B KauecTBe yrnpasieHua. [Tpu-
BBIKHYB K BBITTOJTHEHUIO OTHUX 1 TEX K€
(YHKIIMI, MEHEIKep YyBCTBYET Ce0sl KOM-
$opTHO, 3Has, YTO YK B ITOM-TO AeTIe eMy
HET paBHBIX, ¥ 9aCTO HE XOYeT MEHSITh
TTOJIOKeHYE Ha MeHee YIOOHOe Y TIPUHM-
MAaThCSA 3a HOBBIE JIeJIa, B KOTOPBIX OH, YeTo
JI00OPOTr0, MOXKET IOITyCTUTD OIIMOKY.

Ecnu MeHexep BUIUT, YTO B TON WJIK MHOM
YaCTU CBOEH JAESITENNBHOCTU OH YK€ JOCTUT
COBEPIIICHCTBA U AAJIBIIE €My HEKYNIa Pa3BU-
BaTbCS, OH TOJDKEH NIEJIETUPOBATH TAKYIO
paboTy KOMy-JIMOO 13 CBOMX COTPYTHUKOB.

Henobumas pabora

DPYIHO XOPOIIIO CTIPABIISITHCS C TEM, UTO
He HpaBuTcs. U neso 3nech He B 3MO-




oHUAX, a B TOM, YTO 3TO MOXKET OTpHILIA-
TCJbHO ITOBJIUATH Ha 3¢)¢)CKTI/IBHOCTI>
pa60TI:>I opraHusalym 1 1nperATCTBOBaTh
JIOCTHKEHUIO €€ LIEJICH.

PaboTa, koTopas
nosiy4yaeTcs njaoxo

E € ToXe Hy>KHO TlocTapaThcsl TiepeaaThb
I10 TOM Xe MMPUYMHE, YTO U HEJTIOOMMYIO.
He crout xomruiekcoBaTh 10 TIOBOIY CBOETO
HEeyMEHUsI enath UTo-10. ONUH YeJIoBeK He
MOXET OIMHAKOBO XOPOILIO CITPABIISITHCS
abcomoTHO co Bcemu neamu. IIpocto
Heo0X0IMMO HAWTH TaKOro 4esIoBeKa,

y KOTOPOro 3Ta paboTa OyaeT MoaydyaThest
XOPOIIO, X BO3JIOXKUTh HAa HETO OTBETCTBEH-
HOCTb 3a e¢ BBIIIOJTHEHHE.

Pa6oTta, koTopasi O4MeHb HPABUTCH

TaKI/Ie 00513aHHOCTH TOXKE JIy4llIe BCEro
nepeaarh, MOCKOJIBKY 3l€Ch €CTh OIlac-
HOCTb YBJIeubcsl. BypHbIe SMOLIMU XOpOII
BO BpeM:I OTIIbIXa, HaIIpUMep MpU ITPOCMO-
Tpe KMHO(WIbMA, a B paboTe PyKOBOAU-
TeJsl, OT KOTOPOTO 3aBUCST MOJIOXKEHE
MHOIMX JIOAE€H U pe3ybTaThl IeITETbHOCTH
MPEATNPUSITAS, TIPEAIIOYTUTEIbHEE CTPOTUiA
pacyeT U CIIOKOMHBINA MparMaTUu3M.

C Hearobnmon
paboton HymHo
PACCTaRaTLCA 15als
MOMHO ObicTpee
n ez comane-
HAN.

Ecan pabora
BbI3LIBAET
y MeHeomepa
CAMILIKOM CHAD"
HbIE 5MOLINN, ee
AYHLLE DCASTNPO-
BaTL.




fieaernposanne
NOAHOMOYNH —
OOMH M3 BamHEH-
winx granTopos
OfNTHMN3aLIAN
ynpasAeHuecKon
OeATEABHOCTA.

Pabora, kotopas
MOMOXeT pa3BUTUIO [PYrux

pOME TIPENCTABIICHUS O TOM, KaKKe BUIbI

paboT cleayeT nepenarb, MEHEMKED
JIOJDKEH MMETh YETKOE TIPEACTaBIICHUE
M O JIIOSX, KOTOPBIM OyIyT MepenaHbl MoJI-
HomouwMsl. Bcsd pabota, KOTopast MOXET pas-
BUBATh IMOMYMHEHHBIX, PA3HOOOPa3UTh
PYTHHY, PacCIIUPSTh MpPeaeabl BO3MOXHO-
CTeU, YKPEIUISITh KOMaHIHBIA AyX, JOJDKHA
JIeJIETUPOBAThCS B TIEPBYIO ouyepenn. Torma
MEHEIXEP ITOJIYYUT B CBOE PACIOPSKEHUE
TaKyl0 KOMaHAy, MOTUBaLlMX KOTOPOH I03a-
BUAYET JIFOOOIA.

MNOYEMY MEHELXEPbI
HE AENETUPYIOT

eJIETHPOBaHUE TTOJTHOMOYMI MO3BOJISIET
Z[Sd)(beKI‘I/IBHCe WCITOb30BaTh padbodee
BpeMsI M, KPOME TOTrO, €CJTM IIOHUMATh YIIpa-
BJICHUE KaK YMEeHUe TOOUThCS BHITTOJTHEHMS
PpaboTHI APYTMIMU, CTAHOBUTCSI SICHO, UTO JIeJie-
IMpOBaHUE — UMEHHO Ta PYHKIIMS, KOTOpast
JieJIaeT yesioBeKa pykoBomutesieM. Ho, HecMo-
TPS HAa 3TO, MEHEKephl He BCETIa CKIIOHHBI
repeaaBaTh CBOM ITOJTHOMOUMS APYTVIM.

CyllecTBYeT HECKOJIBKO OCHOBHBIX TIPO-
6JIeM, ¢ KOTOPBIMU CTAJIKUBAeTCsl pPyKOBO-




TIATENh, TEJICTUPYIOLIVI CBOW TTOJTHOMOYMSI.
WNHorna 3t Mpo6ieMbl pealbHbIE, NHOTA

MHHMBIE, HO ¥ T€ Y IPYTHE CO3MAI0T IPEIAT-
CTBUSI M MemaloT 3 (GEKTUBHOMY JEJIETHPO-

BaHUIO.

ﬂiboﬁnema Ne 1
t?kitgpﬂ BRacTU

o __j;aﬁilaua Ne 2
| CNMLIKOM MHOTO
- Bnacw

- _ij;oﬁnema Ne3
Eliie He Bpems

MOYEMY MEHE[KEPb HE JENEMWPYIOT?

Mpo6nema Ne 10
Ynpaenexwue
HE HYXHO

Npobnema Ne 9
Hosoe peno —
HoBbie npobnem

Npo6nema N2 8
CHuXeHue
aBTOpMUTeTa

po6nema Ne 4

MpoGnema Ne 7
Havanecreo
He genermpyer

caenaio nyvlie

u 5 He Gyay
o Npo6nema Ne 6
- MpoGnema Ne 5 Hekomy nepepars

paboty




KAK YTPABJTATL BPEMEHEM

' AYMAIOT, 4TO, YTPATUB YacTb CBOWX MONIHOMOYMIA, OHM

¥ BAACTD, cnaaauuwo C 3TUMM TIONHOMOYMSIMMA, MOCKOSBKY
ré nmaamu Mofei CTAaBATCS 3HaK PaBEHCTBA MEXY NOHSITUSIMMA
| “UMETH TIONHOMOYMS» U «UMETb BNacTb», Ho B AEACTBUTENLHOCTH
: im’aa Bfiacrb 4acTo abCconioTHO He 3aBucut OT 06HEMOB NOAHOMO-
 4¥iA TOTO WM MHOTO JIONXHOCTHOTO NMLIA.

‘Yr06bI MPOMAMIOCTPUPOBATL 3TO, MHOTUM JIOCTATONHO ByfIeT BCIOMHUTH
- cexperapliy cBoero weda, 04epPTUTL MbICAIEHHO KPYr €e MONHOMOYMIA

' M CPABHWTL STO C TOW BAACTBLIO Haf MOAYMHEHHBIMK CBOEFO HaYanbHWKa,
_KOTOpO# OHa, 6e3 comHenma, obnagaer.

Wrax, oyesBnaHo, Y10 yenoeex, 0bnagalowmit BNacTLio, He YTpaTuT ee,
nepefas 4acTb CBOMX MOMHOMOYMIA APYTOMY, HY @ €CNU MEHEeOXep He
vuMeeT xota Obl Kpynuilbl BRACTU B OpraHusaumu, rae oH pabotaer, emy
HE MOMOTYT ¥ Cambie WMPOKME MOAHOMOYWS, MOCKONLKY MONHOMOYMS —
370 [AHHOE YesoBeKy NpaBo YTO-TO CAeNnaTh, a BNAACTb — 3T0 peanbHas
CrnocobHOCTL CAenath YTo-To.

YUIECTBYET W COBEPIIEHHO NPOTUBOMONOXHAS MPUNMHA TOMD, TOYEMy

MEHEZDKEPBI HE XOTAT NEepeKnaabiBatb CBOW NONHOMONMS: HA APYIMX,
WHorga pykosoauTenu GOSITCA, YTO NOA4MHEHHbE ¥ Konnerv Gyayr
HyMaTb, YTO OHM DepyT cebe CMWKOM MHOO BAacTH ¥ COBCeM He
myuacraosamaoﬁmeu npouammawmumieéce a CTPeMSITCR

TOoNbKO Gbl HE nofyManu O HeM RAOXO.




LENErMPOBAHME KAK YTIPABJIEHWUE BPEMEHEM

YCTpaHWTL 3T0 BO MHOTOM unnmﬁmoe npmmawe @mf ouetb n@
CTO, C/M MEHEXEP CYMEeT HaauTh AphEKTUBHBIE muwummﬁ
Ha cBoeM npeanpusiTn. MOBENUTENBHLIE YKA3aHWs «Caenai Tos, «cpie:
nain 3T0» JABHO YX€ KaHYNU B MPOWAOE, COBPEMEHHLIE NIOAM HayM
nuck Tpebosark ysaxeHus K cebe. ECiu pykoBoauTeNb XO4eT A0OWTLCH
ahpeKTUBHOIN PaBOTLI OT CBOMX MOAYMHEHHBIX, OHUM W3 TNaBHeMy.
dakropos ycnexa agnsieTcs noapobHoe 00LSCHEHUE NOCTABAEHHOR

3ajja4n. PacTonkoBaB YenoBeKy, YTO OT Hero Tpebyetcs, noYemy
WMEHHO €My, a He KOMY-TO [Ipyromy nopyyeka ata pabora, He 3abbis
MENOYEii, BLICNYLIAB BOMPOCH M [aXe 3aMeyaHusi COTPYAHMKE, pyxow,
AMTENb B UTOrE NOMYYUT W YCNELUHOE BbiNOAHEHWe 3anaum, U npel(patﬁ -
HOe OTHOWeHuE K cebe NoayMHEHHBIX.

_HOTZIa MPUYMHON HEeXenaHws nepepasarh MONHOMOYMS RBNFETCA TO,
¥ B 4TO PYKOBOAMTEMIO BbINO/IHEHWE TOW WM MHOW PaboThl NpeacTas-
FHIETCR HecROEBpEeMEHHbIM. OH He BUAMT HeoDXOAMMOCTH nopyyaTs
mm' TO BLIMONHEHWE [JAHHOM 3aa4W MPOCTO MOTOMY, YTO CYMTAET, 41O
mﬁm pai-)o W YT0, KOrja NpuaeT Bpemsl, OH caenaer aro cam. Ho
iassecnm 4TO CoBpEeMeHHbI Ou3HeC — oueHb MoOunbHas cpepa,
aﬁcuugeﬂﬁaa CambiMi pa3HOOOPa3HLIMU PUCKAMW WM HEOMNpeaeneH-

ploc“tmn W, 4T0Bb B TaKO# Cpepe GbiTb yerellHbiM, HeoBXomMMO




KAK YIMPABIATH BPEMEHEM

yenex, qeuxpynaee OpraHn3auus, TeM Yalle PyKOBOAMTENAM NPUXO-
nepesasath CBOW NOAHOMOYMR. TnasHoe — Genatb 570 BOBPEMS.

*OMYy, KTO HAYWHaN CBOE AEN0 C HY/R, MU3BECTHO, KaKoi 310 TUTaHWYe-
| KW TpyA, KaKoBO 3T0 — criaTb He Gonblue 3 Yacoe B CyTkW, a efisa
- Bo6uBILMCH Gonee-MeHee CTaGUNBHOMO MONOXEHUs!, B OIHOMACHE noTe-
pATb BCE M3-3a oyepeaHoro Aedonta win moGoi APYrod HEOXMIaH-
 HOCTM, HA KOTOpbie Tak ropaszl CTUXWAHLIA PbiHOK. Takue oM, HayueH-
Hble FOpPLKUM OMBITOM, NPENOYUTAIOT KOHTPONUPOBATL BCE
CaMOCTOSITENLHO, HAKOMY HMYET0 He AOBEpss, B TBEPAOH YBEPEHHOCTH,
YTO [PYrVie MOTYT TOMbKO HaBpeauTb. JOBOMNbHBIE, YTO BGE NIABHbIE
pbl4ary HaxoAaTCA B WX pyKax, OHU He
XEenaiT Nepenopy4uTb KoMy-nubo Yacts
paboThl M BMECTE C Hel YaCTb OTHET-
CTBEHHOCTU, YBEPEHHbIE, YTO HACTOSALIES
MONOXEHUE — CaMOe NYYWEe, U He
NOMIO3PEBAIOT, YTO OHU Camu cebe 3aKkpbi-
BaIOT MYTW K Pa3BUTUIO.

Bosich, YTO Apyrie NICQW BCE MCNOPTST,
YTO MOAYT NPaxoM PE3yNbTAThl THXENON
paboTs, Takue PYKOBOMMTENU He AOBe-
PAIOT NONHOMOYMA OPYTUM, aocnpuamaa
UX Kak MOCTOPOHHME, YYXEPOAHEIe

Jla-ga. =

JanuCbiBaw




AENETUPOBAHVE KAK YIIPABNEHWE BPEMEHEM

BATb MONHOMOYUS,, NPUBEKATH B BuaHec HoBbe, caéxae CHAbI, PYKOBO-
AUTenb OrpaHuyvBaeT PoCT CBOEH oprauuaauuu u a KDNB W-

B

[OMKEH NPUHATL KaK Hen3BeXHOCTb TO, YTO 4YacThb pymae.qﬂmnx
MO4MIA eMy NPUETCS nepefars. Ho COBCEM He 0OSI3aTeNbHO cpmy
OT[aBaTb B YyXWE PYKM rNaBHbie pblYarv pyKOBOACTBA xounauueu
Cpenn 0693aHHOCTEN PYKOBOOMTENA O4YEHb MHOTO TaKux, sunameme
KOTOPbIX He CKa3biBaeTCs Ha adupexTuBHOCTM Hanpamylo. OBpaborka
Tekyweil KOpPEeCnoHASHUMM, NOATOTOBKA [AOKYMEHTALMK 10 YXE 3axnﬂ:>~
YEHHbLIM CAEeNkaM, npeaBapuTenbHbie NeperoBopbl — BCe 310 hyHKLMA,
koTopeie Ge3 ywepba ans ofilero Aena MOXHO NEPENOXWTb HA MAEHU
ApyrvX COTPYAHWKOB OpraHu3aumu. B panbHeiwem, Habniopas 3a ux
paboToil, pykoBOAMUTENL CMOXET BLIAENWUTL Ana cebs Tex, KoMy MOXHO
nopy4ate 1 Gonee OTBETCTBEHHbIE 3afaHvs, W Takum obpasom obecne-
YMT AMHaMW4YHOE pas3suTue ceoero Ou3Heca u B TO xe Bpems He Oynet
BecnoKouTLCA 0 TOM, 4TO KTO-TO HAaHECeT eMy BPe[, 3Has, 4T0 NOoMHO-
'MOYMS NEpefiaHbi NPOBEPEHHBIM NIOAAM.

pyras croposa Toﬁ xe npoﬁnemu — KOr[ja MEHE[Xep He xouer
 AOBEpSITL pabory apyrum, Gyayun YBEDEHHbIM, YTO Nyulie Hero

C 3anaveit HMKTO He cnpasuTcs. OH He [lyMaeT, YTO KOANErM MOTYT Kak-
- gro HSW}‘» m]y,_ HO He COMHEBAETCH, 4T0 KOMYy Obi OH HM NOpy4un

_'ieu FOBOPHT BHLIECTORLIEMY pyxoao.ncray «310




KAK YNPABJIATL BPEMEHEM .

N3l §, W 31O GAENAIO %, W 3T0 GARNAI0 51, U B Pe3ynbTaTe OKasbiBa-
, YTO OH B37N HA cebs OTBETCTBEHHOCTbL 3a Takoi 0Dbem paboThi,
KOTOPbIM NPOCTO U3NYECKN HE B COCTOSHWMM BHINONHMTL. [locneacTeus
TAKOW# CaMOHAAEAHHOCTH npeayrafarb HETPYAHO — MOCTPAJAET U CaM
ueue,mp, wmpuu HasepHaka ByaeT MMeTb oYeHb HenpusTHbie obbsic-
°*uéﬁm‘c mqafwaou fIOCTPajaeT W OpraHuzaums B LENOM, NOCKOMbKY
paora, KOTOPYIO NPEANORAranoch BLINOHUTL WAeAnbHO, He Bynet
-'wno;meua HIKaK.

: mch yMecTHo OyAeT BCNOMHWTL O TakoM 0DA3aTeNsHOM KavecTse Ans

PYKOBOAMTENS!, KAK YMEHME 3leKBATHO OLeHMBaTh cuTyaumio, TpasusibHO

- CONOCTABUTHL 331344 W BOSMOXHOCTM 1Sl MX BbINOSIHEHUS — TO/ILKO 3TO

- MOXeT o0ecneyuTb ycrex. W TyT yxe BO3HWKAET BOMPOC HE TONbKO

o nepeaye, HO W O NPUHATUN NONHOMO4MIA. ECAn pykosoaMTeNb Cpef-
HEero 3BeHa, Nosly4as ykasaHusl OT CBOErD Ha4anbCTea, BUAMT, YTO
obbem paboT Ang Hero OAHOrO CNMLLIKOM BENWK, OH MOXET MPUHSTH
peiuenme 00 OTKas3e OT AaHHbLIX nonHomouwi. Ho ecnm yx oH Depetcs
‘38 BLIMOMHEHWE 33434y, OH [AO/DKEH MOHUMATL, YTO YacTb (YHKUWA No
ee BbINONHEHWIO BbIHYXOeH Byner nepefartb ApYruM, faxe eciv YBepeH,
YTO Cam OH caenan Bbl 3To nyudile.

HEKOTOPBIX C/Iy4asX NPOLECC AENErnpoBaHMsi NONHOMOUMIA HE MOXET
OCYLECTBUTLCA MPOCTO FIOTOMY, 4TO B OPraHU3aLMK HET pﬂﬁOTHMOB
CNOCOBHbIX TAkMe NONHOMOUMA NPUHSITL. 3AECh BAXHO YETKO Npe
nsiTb ceBe, MAET MK pedb B AEHCTBUTENHHOCTH 06 OTCYTCTBM
WYX KAHAWATOB WIN BCE [IEN0 B CYGHEKTUBHO OLIBHKS
KOTOPbii, BO3MOXHO, CK/IOHEH 3aHUXaTh Np
CBOMX NOYMHEHHBIX.




~ BENETMPOBAHME KAK YIIPABNEHWUE BPEMEHEM

ECW OpraHM3aumMs Ha CamoMm fiene HCUHTHBaS‘F H@@ﬁwﬂ KappoB, @%
6neMy NnomoryT pelwmTb KafpoBkie cmyxﬁu 1 0ObABNEHWE KOHKYPCA HE
BaKaHTHYIO [I0MXHOCTb, BO BTOpOM cnyuae petuesme Gynet Haiith c
Hee, TaK Kak YesfioBeK, KOTOpPbI HEeJOOUEHUBAET CNOCOBHOCTH yXe ‘;f ]
M3BECTHBIX eMy pabOTHUKOB, Ckopee BCero OyaleT TaK Xe OTHOCWTBCS
¥ K HOBLIM KaHauaaram. Takomy pyKOBOOMTENO, BOMOXHO, Buino Ot
nonesxo Gosee 4eTko onpeaenuTb Ans cebs, KakMe UMEHHO KayecTsa.
OH XOYET BMOETL B NPEANoNaracMoM KaHAMAATe, M NONLITATHCR
BbISIBUATL MOAXOAALLErO YENoBeKa C MOMOLLBIO TECTUPOBAHUA.

'yxoeo.n,menb KOTOPLIA HUKaK HE MOXET ONPEAENUTECS C TEM, KOM
* Xe nepenaTh Te UNM MHBIE MONHOMOYMS, W B KOHLE KOHLOB Tak
W He OCYLUECTBMBLUMIA Takyio nepejady, nobyxaaer sectn cebn TaK xe
Y HUXECTOSLUMX MeHe/kepoB. Te B CBOIO 04epeflb, BUOS, YTO Hauanb-
HIAK HE CKIOHEH OCYLWECTBIMITh leNernpoBaHie, U Camu He fienaiot
87070, BOSICb, YTO, NPOSBNSSA MINMLIHIONN UHALMATMBY, BLI3OBYT €0
- HEROBOILCTBO, M 3TO — ELe OfHa NPUYMHA, NO KOTOPOIA M&He.cwepu
 He W riepenaaarb MOAHOMOYWS.

ﬂmam m&m TaKTUKa NOBEEHUA B KOHLIE KOHLIOB MOXET OTpa-
3nTheA mfﬁ{mrenwo Ha obLWWX pesynbTatax AedTenbHOCTU OpraHu3a-
au. Hemnerﬁm CBOW MOSHOMOYMUS, MEHEDKED YacTO BbIHYXAEH
BLINOAHSTE CAULIKOM GONbUIOK OGbem PaBoT, YTO NoYTI BCErja Npuso-
OMT K X mmwixmecmy ﬂoamw TaKUM MEHeXepam HeoOXoauMo
mpemmm m HUX sremem MEHDbLIMM 370M — Npefionara-




KAK YIPABIISITb BPEMEHEM

HEIXephl HE XOTAT OTKA3bIBaTLCA OT CTapoil paboThl
€NervpoBaTh NONHOMOYUS CBOMM MOAYMHEHHBIM MOTOMY, HTO
macameﬂmmwb YBaXEHUE W ABTOPWUTET CPeav CBOWX konser. Um
KAXETCH, 4TO, NMOKA OHU MCTIONHAIOT MPUBLIHBIE, [ABHO W3BECTHLIE 008
. ’ 3aHHOCTW (M MCNONHSIOT MX XOPOLLO), OHU 3aHUMAIOT
HEKYIO CBOIO HWLLY, CBOE MECTO B OpraHu3aumu,
ABNAIOTCH ABTOPUTETOM B ONPEOeneHHbIX BONpocax
1 Gnarogapa 3TOMy WMEIOT NMpU3HaHWE 1 yBa-
XeHue cpeiu CBOMX Konner. A nepefaB 4acTb
CBOMX MONHOMOYWIA APYTM, OHW NOTEPSIoT
3Ty HULLY, a BMECTE C HEA W yBaXEeHue.

Ho Bpems HE CTOMT Ha MECTe, MeTofbl
1 NPUEMbI BLINONHEHUA PaboT NOGTOSHHO
-'% 0BHOBNAIOTCA, W PYKOBOAWTENb, KOTOPLIN
= CAMLUIKOM A0NTO NPUAEPXMBAETCR OHOM
1 TOTO Xe anropuTMa AedCTBMIA, puckyeT
B OOWH MpEeKpacHLId feHb YoNbIAaThL, YTO
oH paboraer HesddekTusHO, kak Obl HU Bbil XOPOL CTapbi anropuTM.
MoaTomMy COBpEeMEHHbI MeHemxep He nomked GoaTeca nepemed. [axe
€C/M OH YYBCTBYET, 4YTO, OTKA3aBIUMChb OT NPEXHWX MOAHOMO4MIA, BCTY-
naeT B chepy C BHICOKOI HEONPEAENEHHOCTBIO, 3TO HE MpUYMHA AN
TOr0, 4T00BI OCTAHABAMBATLCA M BO3BPAWATLON K CTAPOMY, a CKopee
CTMYN 1 MOTVBALMA A1 NPOABIXEHUS BNIEPE/L W NO3HAHMS HOBOFO,

OR13HBIO NepemeH 00YCMOBNEHa W ewe OfHa 1l
MEHE/KEPOB OTKA3bIBATLCS OT CBOWMX MPEXHUK




AENETVIPOBAHME KAK YITPAB/IEHVE BPEMEHEM

KaXETCs, YTO, NEPEXOAS K UCTIONHEHWIO HOBbIX qaynnmﬁ ami By
MMETb TONLKO HOBbIe NPOG/EMbI, TOTAA KaK B HbHELIHEM C :
XEHUM YYBCTBYIOT Cebsl CrOKOIHO M YBEPEHHO.

Takas TakTMKa CBOMCTBEHHA 4ENOBEKY, HE CKJIOHHOMY K pmsﬁmm

1 CKOpee BCero Takon COTPYAHWK He DyaeT npepcTaBnsth &nbﬁmﬁ:’-‘ o
LEHHOCTW B rnasax pykosozcTea. MagecTHas nocnosvua rmem 'rro
10X TOT CONGAT, KOTOPbIA HE MEYTAET CTATh FEHEpPaNoM, noaToMy
MeHeaxXep, KOTOphid He CTPEMMTCH K POCTY, HE XOYET 3aHATb Kakue-10
Gonee BHICOKME NO3ULIMM B CBOEI OPraHvaalnm, PUCKYET B KOHLE KOH-
LOB MOTEPATL W TO, YTO UMEET. =

Yy, ¥ NOCNeaHssl NpUYUHa 0TKasa OT AenernpoBaHns, 0 KOTOPOW
CReayeT ynomsHyTb, — 3T0 KOra MEHEIXEephl CAMILKOM cocpenoTa-
YMBAKOTCS HA BLINONHEHWM NPOW3BOACTBEHHLIX (PYHKUWA U NOYTH He
YAENSKIOT BHAMaHUsi GyHKLMAM ynpaeneHyeckum. Yacto ato CBoid-
CTBEHHO PYKOBOAMTENAM HWU30BbIX 3BEHLEB, KOTOPbIE Dvke BCero
K MPOM3BOACTBY M HE BCEra CKNOHHbBI NPABWILHO OLEHWBATbL 3HAYM-
MOCTb [ESTENBHOCTH YUCTO YNPaBAEHYECKOA.

}namon 6bin WHPOKO pacnpocTpaqen 8 XIX Bexe, korfa Heobxo-

.8 m‘me&m BONPOCH NPOM3BOACTBA W I'IpOMSBOAHT&ﬂhHOCTH BbIXO-
AW Ha nepswid K. HO C Tex BPEMeH MHOTOE W3MEHWNOCh, ¥ Cpeav
COBPEMEHHLIX DYKOBOZMTENEIA BPSUL M KTO-TO CTAHET OTPMUATh Bax-
' 0 JeATENbHOCTW KaK TakoBoid. Tomy xe, KTo
n wg;@m mnrmb 4TO «YNPABNEHUE HE HYXHO», MOXHO
TONLKO tmﬂo - HE NOCTECHATLCA CECTb 3a napTy
TIOBBICHTD YPOBEHD CBOGH KOMMETEHTHOCTH.




KAK VHF‘ABJ‘IRTI: BPFMFHEM
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MpenaTcTeua aenernpoBaHuIo

€JIeTMpOBaHUe TTOJITHOMOYMI — OIIMH U3

Haubosiee pe3yJbTaTUBHBIX MPUEMOB,
TO3BOJISTIONINX T00UThCS 3(PHEKTUBHOTO
B3aMMOJEICTBYS BCEX MOApa3AeIeHUN
OpraHM3allu U 00ECTIeYUTh BHYTPEHHIOIO
rapMoHuto. He yuutbiBast TMYHbIE KauecTBa
U MOTPEOHOCTU COTPYIHUKA, KOTOPOMY
JIeJIeTUpyeTcs 3aaya, pyKOBOIUTENb CO3-
JIaeT TIPENITOChUTKY JIsI BOSHUKHOBEHUS
CEPBE3HBIX MPOOJIEM B OyIyllieM.

JlenernpoBaHue TECHO CBSI3aHO C MPOLIECCOM
KOMMYHUKAIIIA, [TOCKOJIBKY, IPUHUMAas Ha
ce0sI 4acTh 00SI3aHHOCTEN PYKOBOAUTEIS,
MOMYMHEHHBII TOJDKEH YETKO IPEACTaBISITh
cebe, YTo MMEHHO OT Hero Tpedyetcs. Hene-
TMPOBaHUE CBSI3aHO TAKXKE C MOTHBALIUEI,
BJIMSIHUEM U JIMAEPCTBOM, ITOCKOJIBKY PYKO-
BOJIMTEJIb JOJ/DKEH 3aCTaBUTh MOMYMHEHHBIX
3((HEKTUBHO BHITIOIHSITh UX 3a1a4U.

Db bheKTUBHBIN MEHEKEP AOKEH Tpe-
CTaBJISITh ceOe, TToUYeMy B HEKOTOPBIX CITy-
yasix TIOMYMHEHHBbIC OTKA3bIBAaIOTCS OpaTh Ha
ce0s1 Te WK UHBIE MTOJTHOMOYUS. OOBIUHO
3TO MIPOUCXOIUT IO PSIAY IPUUKMH.

o 1 e cnpowy y Goccar. Vinorna pabor-
HHKH CUATAIOT, YT0, 0OPaTHBIINCH 32 PEKO-
MEH/IAlUAMHI K CBOEMY HAYAIbHUKY, OHU
JIMIIHUI Pa3 OPOJIEeMOHCTPUPYIOT JOSIb-




_ JENETVPOBAHUE KAK YNIPABJIEHVE BPEMEHEM

HOCTD, TOMAd KaK, HONbITABLUIHNCL PEIINTD
I'[p(lG.TIGBrl}" CaMOCTOATEIBHO, MOTYT CO3/1ATh
YV HAYThCTBA OHIVIEHHE HEYBasKeHMWs.

ﬂ‘ Onacenue kpumuxy. Hosele nonnomo-
YHA I COMYTCTBYIONIAA UM HOBAS, IL10X0
3HaKoMas cpepa AeaTebHOCTH TTOBbI-
AIOT BEPOSTHOCTH OMNOOK, U, He
AKeJ1ast MOIBEPTaThCsA 34 9TH BOIMOKHDIE
OMIMOKN HAKA3AHMAM, HOMHHEHHbIE
OTKA3bIBACTCSI OT HOBBIX TOJTHOMOUMI,

M «Mue u 6ea 3moeo ecmb uem 3anamves».
B HEKOTOPBIX €yuasx COTPYAHHKM Opra-
HHBALIH He jKeaaioT Oparhb Ha cebs 1onoJ-
HUTEIbHBIE TI0JTHOMOMHS, TOCKOIBKY CHH-
TAIOT, YTO M TAK NMeperpysKetsl paboToil.

Ef Heysepennocms e ceoux cunax. Momn-
HEHHBIT MOXKET OTKA3aThCA PHHATH Ha
cehHs1 OTBETCTBEHHOCTD 33 BBINOTHEHHE
3a1a4H, €CIH COMHEBAETCH B TOM, HITO
CIIPABUTCS C HEMH.

Er Omcymemeue momusayuu. Jlonomin-
TeJbHBIE TOJTHOMOYHSA Uﬁhl'—]HO BOC [IpH'
HUMAKTCH KaK TONOJHUTEIbHag
HAIPY3Ka, 4 BBHINOJIHEHHE JA0NOIHUTENb-
HOH HATPY3KH JIOJIPKHO BO3HATPAK-
narbes. Korma Takoe BogHarpaxeHue
OTCYTCTBYET, MOAYMHEHHbIH CKopee
BCET0 OTKAAKETCA PHHUMATE HA ceOs
HOBbIE MOJTHOMOYMS.

M3 nanoxexnHoro
CRABMYET, HTO CyllecT-
BYET OYEHb MHOFO

- MPenaTCTBMM, KOTO-

Pble MOTYT MOMEWaTH
aeneruposanmio. Ho
PYKOBOBUTEND, OCO3~
- HOBLUMIA 870 BaX-

| HOCTB M 3HQYMMOCTS
_ anw obecneveHus
:-yt:neu.mocru ceoek

- rpmbl, BOMKEH
. yuuThCH Npeopone-
BATH 3T NPENATCTBMS
| M CTPEMUTBCS Clie-
| nars npouecc nepe-
AC4M NONHOMOYMHM
. KaK MOXHO Bonee

Pe3yALTaTUBHLIM.




KAK YNPABJISIT BPEMEHEM

AJOCTOUHCTBA
OEJIETUPOBAHUSA

HEKOTOPBIX CTyJastx Hea(pPeKTUBHOCTh
B Tpol1iecca AeJIeTUpPOBaHNsT 00YCIOBIeHa
TEM, YTO PYKOBOAMTEJI HE IO KOHIIA TIPET-
CTaBJISTIOT ce0e BHITOBI, KOTOPBIE CYTUT UM
repeaada rmoJTHOMOYMiA. MOXXHO BBIICIATD
CJIEIYIOIIYE BBITOABI OT ACJIETUPOBAHIS
TIOJIHOMOY M.

" Mepepasas Nansiit i‘lporpecc
CBOM ﬁb.lﬂomauun, =
PYKOBOAMTENB MOXET
ocsom myrue EHF'OM Ne 5
Ynyﬂl.uam B3aumo-
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OENETVPOBAHUWE KAK YNPABJIE

e

CTVRaR K HOB m\gemenmocm OH HEMUHYEMO

APUSITUS OBS3ATENBHO
nonpebosars cela 8 HOBOM

GTENbHOCTH, HO ¥ nopaboTars

| Buiroga 1M
: l'lplll-lllMﬂlOl.l.llle ﬂOJ'II-IOMO'-IIl!l, 6ynyT umers |
| ONbIT U CMOTYT OAMEeHUTD YKOBOAUTENA

RONHE BEPOSTHA TAKas CHTYALMS, YTO MEHEAXED, NO3WUTUBHO Npo-
quuamﬁ cebd 1 NOCTORHHO CTPEMALMACY DCBANBATL HOBLIE DYHK-
UMM, B KOHUE KOHUOB YIANET HA MOBLALEHUE, W HA KAKOE-TO Bpems nog-
BEIOMCTREHHOR eMy noapasaenelue dupmMe octanercs 6ea
pykosoauTend. Ecnu padbiie oH He DosncH AenerupoBarth CROW MONHO-
MOUWS MORYUHEHHBIM, Takag CUTYALs HEe nepepactet B .npobnemy,
MOCKONRLKY COTPYAHUKIA, 3HAKOMbIE ¢ paboToi PYKOBOMUTEAR, Nerka
CMOIYT NOAMEHWTH €70 HA KAKDS-TO BPEMS.

Ja v 8 MeHee rnofanbHLIX CATYAUMAX (HanpuMep; YXOO8 8 OTnyCk WnK
YE3XAR B KOMAHAUPOBKY) MEHEIXED, CKAOHHBIA K ACRETMPOBAHNID, He
Byner HBecnokoWThest, YTO B ero OTCYTCTBME NpOKM3DIOET 4T0-T0 HERo-




KAK YMPABJIATE BPEMEHEM

npasumoe. OH Oyfer 3uath, YTO COTPYAHUKA B €10 AOAPA3AENeHN
UMEIOT U COOTBETCTRYIOUIMI ONLIT, W HECOXOAUMBIE HABLIKM, YTODL!
CamoCToRTenbHo obecnedinTs shdeKineHocTs paﬁom a npu Heoﬁxcgu—
MOCTH — W PEILEHUE BOBHMKILIMX NPOGREM.

YKOBOAMTENL B COBPEMEHHOM OPTAHM3ALIMM ~ 310, KaK NpEBANO, Yeno-

BEK, 3arpyXeHHbIA, YTO HA3LIBAETCS, «fI0F 3assaKys. EMY NpUXoauTed
nepepabaTbigar OrPOMHLIE NOTOKK WHGOpMaUWM, paboTath © MIoALMY,
M3y4aTL AOKYMEHTALYAIO W Bikle HAXOHWIL BpEMS s oBayMLIBaHWA U NpI-
HTUS peleHni. QMeBMAHO, YTO, HE JIenerpys ADYIMM XOTSt Obl YaCTh
CBOMX NOAHOMOMMIA, MEHEDKED HE CMOXET BeNro paborats B TAKOM pUTME,
Yrobul yerieth BCE, OH AOMDKEH PAsrDyauTs celq, W, eCAWM DOH OCO3HAET BCe
MPEUMYLLIECTBA, KOTOPbIE [3ET BEeRervipoBaHue, OH CMOXET HE TONbKD

OCBOGOMMTLCA OT HaCTH CBOSN HATPY3KM, HO U NOAYYWTH CBOGOAHOE BPEMS.

MHOrM PYKOBOOWTENRM KEXKETCH, YTO CRODOAHOE BPEMI — 3TO MR HMX
HeoBLITOYHAs MeuTa. Oni MBICREHHD NPEACTARNSIoT cebe BeCh 0bbem
pabor, KoTOpbiE HEODXOMMMO BLINOAHKTL 33 AeHb, W BUAAT, YTO HE TOMLKO
pabouero, Ho ¥ ce0BOAHOI0 BPEMEHM UM
MOxer He xaaruib. MNacys nepes BEecKoHeYHoOR
BEpEHUUEN Hen, Kaxioe 13 KOTOpLiX ripeacra-
BAGETCA BAKHLIM, OHW HE XOTHT NOHATh, YTO
paBoTa pyKOBOQWTENS COCTDWT BOBCE HE B TOM,
4TODb! CTAPATLHOS BHIMONHMTL BCE 33A34M Camo-
CTONTENBHO, 3 B TOM, 4ToDbl 06ecneduTb ux
BLIfIOfHEHWE IPYTUMM NMoabMI. Kak Tonbko
PYKOBOAWTERL Ha4MHAET NOHUMATL 3T0 ¥ aKTHUB-
HEE OCYLLECTBIATL AenerpoBaHue, croboaHoe
BDEMS] MORBASETCS Y HEFD GamMo coBoi.




ENETVPOBAHVE KAK YTIPAB/IEHVE BPEMEHEM

‘puHiMas Ha CBDS OTBETCTBEHHOCTb 34 BbINOAHEHME Kakux-nubo

HOBBIX 334aHWNA, COTPYAHUKM NPEANPUSTHS NONYYAIOT BO3SMOXHOCThH
DA3BMBATLCA W Y3HABATL 4TO-TO HOBOE. B 3T10OM CMBICHE npouece aene-
. [UpOBaHNS ARARETCA BakTOpoM NPodECCHOHANbHOM pocta. Ocsausas
BOE HOBLIE HIGRHTH CBOEH [CATERBHOCTH, PaloTHYK HaYWHAET CMOTPETH
Ha HEe C HOBOH, 6(1:1@6 mwmeccusﬂau TOMKI4 3pEHWA, ¥, DA3yMeeTcs,

Ho BOBMOXHOCTL mmﬁe} ;xxammﬂ AOMMAET HE TONBKO COTPYAHWK, rpu-
HIAMAIOUWIA HOBBIE ao:zuomm HO ¥ MEHEILKEp, WX nepefawolmn, s
Hero peneruposaHe Gyner yxe daxtopom pocTa fomxHocTHOrO. flepeno-
KB HACTb CBOVX yHKUMA HA ADVIOIG ¥ BLICBOBOAME yXOAMBIIEE HA
BLINONHEHUE STVX GYHKUMIA BPEMS, MEHEAXED MOXET 3aHgThCs camoobpa-
3oBaHnen M0 USYHEHMeM VMK BEIUSCTOALIAX PYKOBGAWTENEH,
BLSIBASHI, B HEM OH MOXET OKa3arbea UM rionesHbiM. Kak neproe, Tak

1 BTOPOE, HECOMHEHHO, BECHMA NIONCXUTENLHO CKEXYTCR Ha ero Kaphepe.

B OPraHU3aLMsX C BLICOKOU BRYTDEHHER KyNBTYDOH, TAe BAXHOCTH
OEAETVPORAHUA HU Y KOTO HE BbI3LIBAET COMHEHWI W 310T NpoLece
NpoTEKAeT CBODOAHO 1 TAPMOHUHHO, KaK NpABMNG, FOPEann MeHblle npo-
BriemM, CBISAHHLIX C OTCYTCTBMEM B3aUMONIOHUMaHUS MEXIY DYKOBOpUTe-
AIMA W noAMnHEHHbIMK. He Bosch AenernpoRakus He TOLKO BTOpOCTe-
MEHHBIX, HO ¥ BAXHLIX 3dEaHUiA, PYKOBOACTBO TEM CaMbiM OUEYTHMO
MOBLILLAET MOTUBALIMIO COTPYAHUKOR, HTO B KOHEYHOM UTOre NpUBOLMT

Kk Gonee ahdeKTUBHOMY JOCTUXEHWIO LENeH BCErD NpennpusTig.

B cBow ouepenb paboTHUKI Oprann3aumy, BuUas, 410 IWKEBOACTBO




[IPABIATD BPEMEH

NPUSTHIO HOBLIX WAEH, 0BA3aTEALHO OUBHST TAKDe BHUMANMEe 1 ByayT
OM1arofapHsl 3a BOIMOXHOCTb DA3BUTIS 1 CO3AAHUE NEPCREKTHB POCTA.
MagecTHo, 4T0 B XOPOIUEM HACTPOSHAKM NIOGOS HENO CNOPWICH, He
FOBOPS YXe 0 TOM, 410 AcDpoxenatensHas W xoMmdopTHas oHCTaHORKA
Kak HWSTO APYroe CrocoDCTBYET NOSBNEHUIO HOBLIX uaei.

enempoaame mmem HE EMHCTBEHHOE [SWCTBHE, BO3MOXHOE ANR
pykoauumenﬁ N0 OTHOWEHILO K noaswmennoMy. Pabota ¢ nepcoHa-
AOM — OGIIMPHAA Y MHOTOFPAHHAS CHEPA ASATENbHOCTH. VIMEHHO He-
JIOCTATONHOE BHUMAHKE K COTPYAHUKAM HACTO SBISITCH TIPHYMHON CHU-
xeua oBuiei addextusHocTY pabotel npeanpusiTus. Mepenoxve Ha
APYTUX BLINOAHEHME HEKOTOp . yHKLA, PYKOBOOMTEND MOXET
BIIOTHYIO 3aHSITHCA ONPEBENCHEM KDUTEDMEB OLEHKN PaboTsl CBOWX
NOAYMHEHHBIX, @ TAKKE NOUCKOM ACNONHUTENBHBIX CROCODOB MOTUBAUMM.

Haco, obbACHSA HOBOR 3aA3HMe, DYKOBOAWTENL HE JAET TOYHOMO onpege-
EHUS, HTO UMEHHO TPeBYETes OF HOAYMHeHHOro. 310 Bhi3niBaeT y paboT-

MHEHUA B TOM, MPABUILHO AW OH BbLINON-
Hitft CBOKO PaboTy, w mx(&’f AVBECTH K TOMY, W10 3ananve Oyner
BBITONHEHO HENPaBUABHO WM HEOCTATONHO Xopowio. Hrobel usbexars
3T0M0, PYKOBOMMTENS HONKEH WMETH YETKME KDUTEDUN OLIBHKM TEX WK
VHBIX BEOB ASATEALHOCTA W, NORYMB BRaroiaps IenervposaHiio Bonos-
HUTEREHOE BPEMA, MOXET RORODHBIE KpuTepuy shipalarsisars 1 sddek-
THBHO NOVMEHSTTS,

Hapsay © oueHKo# pesynbTartoR Tpyaa 00Mblloe 3HayeHue uMeet

n MoTuBaumg. Ho ¥ el 4acTo pyKoBOAWTEAL HE MOXET YARAUTh J0MK-
HOFO BHMMaHUs U3-3a npobnem co Bpemexem. TONLKO NEpeaas 4acTb
CBOUX NONHOMOYMA, MEHEKED CMOXET VASHNTL AOCTATONHOE BHUMAHKE




DENETVIPOBAHWE KAK YTPAB/IEHWE BPEMEHEM

[ HYOKAEM CBOWX NOAHMHEHHBLIX 1 BLISCHUTS, YTO JIS HMX ABNAETCS 3HAYW-
 MbiM B C)EDE KMIHEHHbIX VHTEPECOR W KaKWe UMEHHO MOTWBALMOHHbIE
BospencTBENA GyayT abOSKTHEHLE B KKAOM KOHKDETHOM Chyyae.

pod KVIX KaK BOMOKHOCTb PA3BMBATLCS

BN 7 yAyHLIeHVE BAAUMOTIOHVMAHNS, AENETVDOBAHMe UMEET W KO-
 YECTBEHHHIE BHIFOMB, KOTOPHIE MOXHO NDECTABATL B LMdPaX U NPOLEH-
- 1ax. Bens noBas pabora Xapaxiepuayercs COBeprIEHHD KOHKDETHLIMIA
‘obbeMami % CpOKaM BLINOAHEHIR. ¥ COBCEM HETPYAHO NOACHMTATH,
HANpUMep, pasHlly 8o BpemeHi Ha obpaboTky JOKyMEHTaLwn B Cryyae,
KOTAA GTUM 3aHMMAETCS OAMM YEJIOBEX, W B TOM CNYuAe, KOFAA JIOKY-
MEHTHI, PAsOMTLIE HA CMBICTOBLIE BAOKY, 06pAbATLIBAIOT HECKONLKO
coTpyarkos. Ckopee Boero pasHiila BYReT HaCTORLKO GHEBUIHONM, HTo
CMOXET YOEAUTS AAXE CAMOTD Mnesm NPOTUEHUKA ABNETupOBaHIG.

CTONs X NOKA3ATeNLHEIE PACHETH MOXHO NPOUIBECTY U 110 OTHOLE-
HWIO K ofibemam paboT. Heckonbko YenoseK BCerpa CAENAIT Bonbiie,
4eM OfVH. KONW4ECTBEHHEs OUeHKA — NOCRSHWA u‘ﬁasfﬁoﬁee Harnsi-
HBIA aDryMEHT JUIS TEX, K10 HE XO48T SKOHO-

MUTL CBOE BPEMS M OTKA3LIBAETCR OT Aeneru-

posanus. Co spemen Lleaaps ocranoch .

CAMWKOM Mano Mofiel, KOTOphIe B OfHO M 10

KE BPEMS MOFYT ABNAaTh HECKOMLKO JBN.

B QaHHLIA MOMEHT BpEMEeHU PYKOBOOMTENb
moxer adxpexrusHo paborath TOALKO B OHOM
HaNpaBneHuy, a CReNOBATeNLHY, BCE OCTalb-
HbIE HATIDABAEHWS OH HOAXEH [AENerupoRars
CROUM COTDYAHUKAM.




KAK YNPAB/IATE BPEMEHEM

CoBpeMeHHbIe pyKOBOIWTEIH, KaK Mpa-
BWJIO, YK€ HE OTPULIAIOT BAXKHOCTHU JIE/Iery-
pOBaHUS ¥ OCO3HAIOT, YTO 3TO — OJIVH U3
caMbIX JICHCTBEHHBIX MHCTPYMEHTOB YITpaB-
JIEHUSI, KOTOPbI MO3BOJISIET HE TOJIBKO
ONTUMU3UPOBATH UCITOJIb30BAaHNE PAOOYETO
BPEMEHU, HO 1 MOJOXUTEIbHO CKa3bIBAETCs
Ha pe3yJibTaTtax paOdoThl OpraHu3aluu B
1esnoM. [ToaToMy OHM aKTMBHO HCTIONB3YIOT
3TOT UHCTPYMEHT, TOJy4asi BCe BBITOMbI,
KOTOpBIE OH MPENOCTaBIsIeT.



3O PEKTUBHOE
B3AMMOOEMUCTBMUE
C NIoAbMMU

Ba cBoro xuaus a ybedurca, wmo Beezo bous-
wte u Beezo Heaza.memnell omuunarom Bpeaa
paszoBopst c Opy3sai,; Opy3sed Besukue zpa-
bume.u Bpetenis,

o Flempapxa

BaaumopeiicTene i
C KIMeHTaMM

1.B3AMMOOENCTBUE
C NOAYUHEHHbIMMU

HauYMTeJIbHAS YaCTh pabOYero BpeMeHU

DPYKOBOAMTEJISI pacxXodyeTcsl Ha B3au-
MoJIeiiCTBUE C MOMUMHEHHBIMU. [Tpy 3TOM
OCHOBHAsl €ro 3aJa4a 3aK/II04aeTcsl B TOM,
YyTOOBI 0Ka3aTh HA HUX BIUSIHUE U JOOUTHCS




KAK YTIPABNATE BPEMEHEM

9(h(eKTUBHOTO BBITIOJTHEHUS PAa0OT, HE0OXO-
JIMMBIX JUTSI TOCTVDKEHUS 11eJIel opraHu3a-
LIMU U BOTUIOLLIEHUS B XKU3Hb €€ MUCCH.

CTWUJIN PYKOBOACTBA

B 3aBUCUMOCTH OT CTIOCOOOB, KOTOpbIE
BBIOMpAET PYKOBOIUTENb [IJIS1 TOTO,
YTOOBI BVATH Ha CBOMX MOTYMHEHHBIX, pa3-
JINYAIOT aBTOPUTAPHBIN, IEMOKPATUIeCKUI
U TMOepasbHbII CTWJIM PYKOBOICTBA.

ABTOpUTapPHLIN
CTWU/b PYKOBOACTBA

CJIM MCHCIZKEP MPEAIIOYUTACT CaMO-
E JIMYHO p€IIaTh BCE BOIIPOCHI 1 HE CKJIO-
HCH ACJICIrNpoBaTh IIOJIHOMOYMA, TO €TO
CTWUJIb PYKOBOICTBA MOXHO OITPEAC/INTL KaK




__ 9OOEKTUBHOE B3AVMOLEVICTBME C TIIOALMY

aBTOpHTapHLIfI. MeHC}DKCp—aBTOKpaT
CTPOUT CBOU OTHOLICHMA C TIOAYMHCHHbBIMU,
NCXO0Od U3 CJICAYIOIIMX IIPUHIIUIIOB.

1. Mo ceoeit npuposie 4YenoBek He CKNOHEH TPYAUTLCH, U, ECTIN Y HEro
_ DByper TaKan BO3MOXHOCTb, NMOCTAPAETCH YKIIOHUTHCA OT BbiNONHEHUS
- paborbl.

2; Jliogn ckopee NpennoyTyT, 4T06 UMM PYKOBOOMIW, YEM BO3bMYT
_ OTBETCTBEHHOCTb Ha cebs.

3. Onvoii M3 rnaBHbIX LEHHOCTER AN NIOAEH ABNAETCS 3AlMILEHHOCTD.

4. Henosex Gynet sbinonHsTL pabory TONLKO B TOM Criyyae, eciu yoe-
. OWTb €ro, 4YTO 33 HEeBLINOJHEHWe eMy TPO3UT HakasaHwe.

Onupasich Ha ITOTOGHBIE TPEACTABIICHMSI,
PYKOBOIMTEb, CKIIOHHBII K aBTOPUTAPU3MY,
CTPEMUTCST COCPEIOTOYNTh B CBOMX PyKax
BCE pbIYary yrpapJieHHs, a IUIsT OMYMHEH-
HBIX YCTaHABJIMBACT MIPaBUJia U PEKOMEHIA-
LM, KOTOPBIe (PaKTUIECKH JIMIIIAIOT UX
CaMOCTOSITEIbHOCTY 1 OTHUMAIOT BCSAKYIO
BO3MOXXHOCTb ITPOSIBJICHVSI THULIMATHUBEI.

AdemMokpaTnyeckumn Meneamep-cemo-
CTWb pyKoBOACTBaA Kpar He donren
M eHe/IKep, TIPeNouMTAIOIMIA B yripa- ~ NEPEHAanbIBaTS
JIEHUU IEMOKPATUYECKUE METO/II, HaCYb OTRETCTREOH"
Ha0BOPOT, CTPEMUTCS TiepeaaBaTh CBOM HOCT Ha nAe4n

[TOJIHOMOYUSI, TIPUBETCTBYET YJACTHE apyrnx




KAK YNIPABNIAITL BPEMEHEM

COTPYJAHMKOB B ITPUHATUN peH.ICHHﬁ.

B cBOMX OTHOLIEHUSIX C TIOAYUHEHHBIMU
PYKOBOOUTEIb-AEMOKPAT PYKOBOACTBYETCA
CJACOYIOIIUMHU ITOJIOXKECHUAMMU.

. MoTpeBHOCTL B OCYLUECTRAEHMW KaKOWH-NMbBO co3upaTensHOW AesTens-

| HOCTU 3aN0XEHA B KAX/OM YENOBEKE, a NPYU HANMYUKM JONONHUATENb-
- HbiX MOTUBMPYIOLMX (aKTOpOB NioauM ByayT camu CTPeMUTLCS K TPpyay
6e3 NoHyKaHWit W NABNEHWS CO CTOPOHLI Ha4anbCTea.

PaboTHMKM, WMEIOLLME YETKOE NPEACTaBAeHWe O TOM, Kakue 3a0a4u

- CTOoHAT nepeq OpFaHHSBJ_tHEFl B LENOM U B 4EM 3aKNI04HaETCA CMbICH ee

| CYLLECTBOBAHWA, CMOIYT CaMOCTOATENLHO PeLlaTh TEKYLUWE BOMNPOCHI

' 1 OCYLUECTBANATL KOHTPOMb NPOMEXYTOUHLIX PE3yNLTaTos.

_ JlnyHoe yyacTue B [OCTUXKEHWM LEeneil opraHu3aluu OTOXAECTBASETCS

- B CO3HaHUN DBGOTHHKE C BO3HaArpaxgeHuem, KOTopoe OH MOXET
nony4nTsL, ecnu X OOCTUIHET.

- B nioboit opraHn3aum UMeeTcs HeMano COTPYAIHWKOB, KOTOpbie

. MOTYT HaxOAuTb HECTaHAAPTHbIE PELIEHNsi, HO U PAOBbIE PABOTHUKM
- cnocoBHLI NPUHECTH GUPME OLLYTUMYIO MONL3Y.

B ommyrie oT aBTOPUTAPHOTO PYKOBOIM-
TeJis, GOJBIIIAST YaCTh BPEMEHU KOTOPOTO
VXOIIMT Ha TO, YTOOBI PeIllaTh BO3HUKAIOIIIHE
MPOOIEMBI ¥ TEKYIIIE BOIPOCHI, CBSI3aHHBIC
¢ (bYHKIIMOHMPOBAHEM OPraHU3aLIiH,
MeHeKep-IeMOKpaT TPaTUT CBOe BpeMsT Ha
KOOPIMHALIMIO, CIICTUT 3a TeM, YTOOBI YCH-
JIVsI, KOTOPBIE TIPUKIIAIBIBAIOT COTPYIHUKHI
€ro TofIpa3neIcHNs IUTsl PeIIeHMsI TIOCTaB-
JICHHBIX 3a7a4, He BCTYIaJIU B IPOTHBOPE-




SODEKTUBHOE BBAMMOOENCTBME C NIOABMM

Y€ ¢ O0LIMMU LeIsIMU (DUPMBI, U 3200~
TUTCSI O TOM, YTOOBI TTOAPA3ACICHUE MOTY-
YaJio HEOOXOMUMBIE NIJISI PadOThI PeCcypChl
BOBpEMSI U B HY>)KHOM OOBEME.

JInbepanbHbii
CTWIb PYKOBOACTBA

anboblleil cBOOOAON B CBOEM IOBe/Ie-
H HUU U IPUHSITUN PELICHUI TTOJIb3YIOTCS
MOAYMHEHHBIC PYKOBOAUTEIISI B TOM CJIydac,
€CJIM CTWJIb €T0 PYKOBOJCTBA OMNpeAesIIeTCs
Kak JnbepaibHblil. «He Tporaiite,
OCTaBETE» — TAKOB CMBICJI 3TOIO CJIOBa BO
¢ paHIIy3CKOM SI3bIKE M IMEHHO TAKOBEI
MPUHIINIIBI, KOTOPHIE BOIUIOLIAET B XXM3Hb
PYKOBOIUTENb-TOEpaI.

CpaBHeHue
cTUnen pykoeoacrTea

QKIbIA U3 TIEPEUYNCICHHBIX CTUJIEH

PYKOBOJICTBA UMEET U CBOU JOCTOMH-
CTBa, U cBoU HegocTaTKu. Eciau cTaBUTh BO
IJIaBy yIJla JOCTVKEHUE MAaKCUMAJIbHOM
MPOU3BOAUTEBHOCTH, TO 3/1ECh CKOpPEE
BCETO MPEYCIIEET PYKOBOAMUTEIb-aBTOKPAT.
Ero >kecTkue MeToIbl U CKpYITyJIe3Hast
periaMeHTaLus BCeX IEUCTBUIA TTOMYUHEH-
HbBIX TTO3BOJISIIOT JOOUBATHCSI CTAOMIIBHO

Ha npanrtnise
yuacTne pyKoso-
onreAa-Anbepana
8 PeLUSHNN Npo-

baem mnun-
MaAbHO, COTpYyQ-

HAKAM
NPEefoCTaBACHbLI
LUNPOIsHEe BO3-
MOMHOCTH AR
NPOABAGHNA AWY-
HOH MHNLIMaTHBDI,

MeHeaXep, OpUeHTUPO-
BaHHbINA Ha yoTiex
¥ CTPEMALLMIACH K NPO-
heCcCNOHANEHOMY POCTY,
HE MOXET BCe Bpems
CNEACEATH OAHAKAL!
8HIOPAHHOMY CTUIO
PYKOBOLCTEA, AAXE £CAN
STOT CTHJIL XOPOIHO
3APEKOMEHEIORAN Cebs

B npownom. O gomken
HAY-MUTECS NONL30BATLOA
BCEMI CTUAIAMUI, METO-

AANM 1 TUNAMI BIS-

Hus, HanboREE NOIX0-
SRt ans :

KOHKDETHOW CUTYaLIAM.




xoropbie 3aHMMa-
IOTCS, HaNPUMep,
QY HBIMM M 3bICKQ-
HusMM, nubepans-
HuiH Enocob pyko-
_ BOpCTBG NopoMgeT
s&cx Henb3a nyvywe,
i;q‘ HO NpoM3BOACTBe
.| OH ckopee Bcero
pHBEAeT K CHHXe-
HMIO KQYBcTBa

ok Sof
n o fQMDB Pu O?W

BBICOKMX TIPOM3BOJICTBEHHBIX PE3YJIbTaTOB.
OnHako 31ech aOCOMIOTHO HE YYUTHIBACTCS
YeJIOBeUeCKUi (hakTop, He yAeIsIeTCs] BHU-
MaHUe MOTHBALIMU U OTHOIIEHUSIM B KOJI-
JIEKTHBE, TOrIa Kak UMEHHO 3TO SIBJISIETCS
CUJIbHOM CTOPOHOI AeMOKPATUYHOTO CTUJISI
PYKOBOJZCTBA.

JIubGepabHbIN CTUIH PYKOBOJICTBA HAXO-
JIATCS Ha MOCJIeAHEM MECTe MO YPOBHIO MpO-
U3BOJAUTEIBHOCTH, HO 3aTO HA MEPBOM — T10
CTeTeHH JIOSTbHOCTU K PYKOBOAMTEITIO.
Ilpu TakoM moaxomne MosiBAsieTcsl OobILe
WIPbI, ¥ 3TO HaWJIy4llas TIovBa JIsi THHOBa-
1mii. [TomurHEHHbIE UMEIOT MTOYTH TTOJTHYIO
cBO0OJTy B OIpeae/eHUU CBOUX Liejei

U KOHTpOJIE 32 COOCTBEHHOU pabOTOMA.

ITockobKy OONBIIMHCTBO PYKOBOAUTEIEH
HE TIPEANOoJIaratoT OJITME TObl OCTAaBAThCS
Ha OIHOM U ToM Xe paboTe, a aKTUBHO CTpe-
MSITCSI K IMPOABMXKEHUIO Ha 00jiee BHICOKUE
JIOJKHOCTU, OHU BCeraa JO/KHbI ObITh
TOTOBBI K TE€PEOLICHKE CBOMX CY>KIECHUI

U, €CJIM 3TO OKAXKETCSI HEOOXOIUMbIM —

K U3MEHEHMIO CTUJISI PYKOBOACTBA.

HavanbHUK HEOOJIBLIOTO TIPOMU3BOACTBECH-
HOTro rnoapasacji€HusAd, Ne€pea KOTOPbIM CTOAT
JOCTAaTOYHO Y3KME CIICLIMA/IbHbLIC 3a1a4u,
CBSI3aHHBIE C TOYHBIM COOTIIOACHUEM TEXHO-
JIOTUH U C 00eCIIeueHUEM BBIITyCKa 3aruia-




SODEKTVUBHOE BBAWMOAEWCTBVE C NIOALEMUN

HUPOBAHHBIX 0OBEMOB TTPOIYKIINHU, MOXKET
BITOJIHE YCITCIITHO TTOJIb30BaThCs B CBOEH
paboTe preMaMu, XapaKTePHBbIMU JIJIsT
aBropuTapHoro ctuisi. Ho eciu oH miepeBo-
IIATCST Ha OoJiee BRICOKWIA YPOBEHbB yIIpaBJie-
HUS, TIe eMy TIPUXOAUTCS paboTaTh

C TAaKUMU TTOMYMHEHHBIMU, KOTOPHIE CaMU
SIBJISIIOTCSI JIJIS1 KOTO-TO PYKOBOAUTEISIMU,
OH JTOJDKEH IepecMOTPETh CBOM YIIPaBJIeH-
YyecKue MPpUeMbl, MHaUe He CMOXKET Ha HOBOI
JIOJDKHOCTH paboTaTh 3¢ GEKTUBHO.

ApanTuBHbINA
CTWIb PYKOBOACTBA

W OIWH U3 CYLIECTBYIOIIMX CTUICH

PYKOBOJICTBA HE MOXKET OBITh OIMHA-
KOBO 3((PeKTUBHBIM BO BCEX CUTYALIUSIX,
KOTOpPBbIE MOTYT BOBHUKHYTb B OpraHm3a-
1uu. [TosToMy HaWTydIIIM MOXKHO Ha3BaTh
afanTUBHBIN CTUIb, WA CTWJIb, OPUEHTUPO-
BaHHBIN Ha peaJTbHOCTh, a HanboJee 3¢ dek-
TUBHBIM PYKOBOIUTEJIEM B 3TOM ClTy4ae
OyZIeT TOT, KTO CMOXET BECTU CceOsI TT0-pa3-
HOMY B 3aBUCMMOCTH OT TpeOOBaHMI1 peaib-
HOI CUTYyalu.

B HekoTophIx ciydasx 3(pOeKTUBHEIMU
OKaXXyTCsl TTOAPOOHOE CTPYKTYpUPOBaHUE
3a71a4 ¥ HeTIpephIBHBINM KOHTPOJIb 32 BCEMU
NEACTBUSIMU TTOMYMHEHHBIX, B IPYTUX —

IO KOTOPBIX
pyxosoaurens
MOXET NOBAHATE |
HQ CBOMX NOZMM- |
HBHHBIX, HEMb3IR
3absiBars, 4To
ynpasnesve — |
3TO ABYCTOPOH-
HUHA Npouecc,
W NOAHMHEHHbIE |
TOXe OKa3biBaloT
onpegeneHHoe

" BNIMAHME HO CBOMX

PYKOBOZMTENBH. |




KAK YMPABJIATb BPEMEHEM

Jlyywe ecero
8 MCMONb30OBAHMM
YNpaBsieH4ecKoM
BAGCTU NOAREPXKM-
BOTH ONpepeneHHoe
pasHosecue. Bnacry,

koTopo# obnapaer

pYKOBOAMTENS, AOA-
XHHO XBOATATHL ANA

AOCTHKEHWA NOCTOB-
AeHHBIX Uenenr, Ho
ee KOAMYECTBO He |

BOTOKHO NPessiluaTh
npegesn, 3d KOTOPbIM
NOAYMHEHHBIE HOY-
HyT owyuath cebs
obpeneHrsMM M B
OTMELTKY 3aXOTRY
NPOREMOHCTPUDO-

BOTh HBNOKOPHOC

MpeaocTaBjieHUe OOJIbIleil CBOOOIBI U BO3-
MOXHOCTEH JJIsI IIPOSIBIEHUS] UHULIMATUBEI.
Co BpeMeHeM Te Xe caMble PyKOBOAUTEIN
MOTI'YT U3MEHUTh CTWIb, COO0PA3ysICh

C U3MEHEHHEM XapaKTepa 3a1a4M, C BO3HU-
KaIOLIMMU Tepe/l HOAYMHEHHBIMU Ipo0Iie-
MaMU, JaBJICHUEM CO CTOPOHBI BBICIIIETO
PYKOBOJCTBA I MHOTMMU APYIMMU (paKTo-
paMu, XapaKTepHbIMMU JIJIsi OpraHU3aLH.

YnpaBneH4yeckasi BnacTtb

B JIaCTh PYKOBOAMUTENST HAl TTOMYMHEH-
HBIMU OOYCJIOBJIEHA TEM, YTO UMEHHO
OH Ha3HayaeT 3alaHusl U OTpeJesIsieT BO3HA-
TpaXIeHUE 3a UX YCIIEUTHOE BhITIOJTHEHNE,
MOXET CIOCOOCTBOBATh KAPbEPHOMY POCTY
U 0Ka3aTh TTOMOII[b B TEX WJIM UHBIX
COLMATbHBIX BOTIpocax. BrnuvsiHue momuu-
HEHHBIX Ha PYKOBOIUTEISI IIPOSIBISIETCS

B TOM, UYTO UMEHHO OT HUX B KOHEUHOM
WUTOTE 3aBUCUT KAUECTBEHHOE BBITIOJTHEHUE
3amanuii. OHY MOCTaBISIOT MH(MOPMAIIHIO,
HEOOXOMUMYIO JIJIsi TPUHSITUST OOJTBIITMHCTBA
VIPaBJICHYECKUX PELLIEHUI U, KPOME TOTO,
MOTYT OKa3bIBaTh BIUSIHME Ha CBOMX KOJI-
Jier, (popMUpyst UX MHEHHE OTHOCUTEJTHO
MHOTMX BaKHBIX BOITPOCOB.

BaymuuBbIil MeHeIKep BCeraa TOJDKEH Ydu-
TBIBATh 3TH HIOAHCHI U TIOMHUTh, YTO ITOKa3-




HOE U CJIMIIIKOM SIBHOE MCIIOJIb30BaHUE
BJIACTU MOXET CIPOBOLIMPOBATh HETaTUB-
HYIO PeakiInIo MOMYMHEHHBIX, 1 TOIIa OHU
TOXE 3aXOTSIT ITOKa3aTh CBOIO BjacTh. He
MPEIOCTaBUB BOBPEMST HYKHYIO MH(opMa-
LIMIO WJIM OTKA3bIBasICh OT 00pa0OTKU TEKY-
1Lei JOKyMEHTalluK, TTIOMYMHEHHbIE MOTYT
CO3/1aTh CEPhE3HBIEC TTPOOIEMBI TSI PYKOBO-
TUTEJISI U OTPULIATEILHO TOBJIMSITH Ha YpO-
BEHb JTOCTVKEHUS LIEJICH.

G
g

ITo3uTuBHBINA MEHEIKEp CKopee OyaeT
3a00TUTHLCS O peau3allii OOIINX LIeJIei
(GUpMBI, TOMOTaTh PAOOTHMKAM OpraHM3a-
LIMM B OTIpeieJICHU TaKuX LieJieit, obecre-
YUBaTh MOMYMHEHHBIX CPEACTBAMM TSI UX
JIOCTHZKEHUSI M OKAa3bIBaTh UM TTOIICPKKY,
a TakKe yTBepXKIaTh JJIs KakIOro o0beM
€ro KOMITeTCHIIUU.




KAK YNPABIATbH BPEMEHEM

B3aumopencrteue
pyKkoBoAUTENS C rpynnamm

poMe B3aMMOJIEHCTBUS C TeM WJIM UHBIM

COTPYTHUKOM JIMYHO, B paboTe pyKOBO-
JIUTENIST BAXKHOE MECTO 3aHUMAET B3aUMO-
neictBre ¢ rpynmnamu. PazmuyaroT dop-
MaJibHbIe ¥ He(hOPMAJIbHBIE TPYTIIIHL.

dopmanbHble rpynnbi

TO HEKPYITHbIE TTPOU3BOJICTBEHHEIE
9 ToapasnesieHusl, KOTOpble CO3MAtoTCsI
10 MHUIIMATUBE PYKOBOICTBA 1JIs1 Oojiee
3(HEeKTUBHOI OpraHu3aluu padoT.
Bo MHOroM Bo3HUKHOBEeHME (POPMaTbHBIX
TPYII OOYC/IOBJIEHO TOPU30OHTAIBHBIM
Y BepTUKAJIbHBIM pa3lie/IeHueM Tpyaa.
Pacnipenensiss ypoBHM yrpaBiIeHUsT U cO3a-
Basi GYHKIIMOHAIbHBIE TTOApa3AeICHUS
¢GUpMBI, BBICIIIEE PYKOBOICTBO B UTOIe
MOJIy4aeT MHOXECTBO MEJIKMX (POpMaIbHBIX
TpyMM, Kaxkaasi U3 KOTOPBIX pellaeT CBOKO
OMnpeJie/ICHHYIO 3a1ady.

OpraHu3zaiusi B 1IeJIOM cMOXeT apdex-
THUBHO BBITIOJTHUTH CBOM TJIO0ATBbHBIC 3a1a4i
TOJIBKO TIPH YCJIOBMM, YTO 331a4M KaXKIOTO
U3 €€ CTPYKTYPHBIX MOApa3ae/ieHUi omnpe-
JIeJICHBI TAKUM 00pa3oM, YTOOBI 00ecTieun-
BaTh AeATETbHOCTD IPYT APYTA.




BOOEKTVBHOE B3AMMOAENCTBUE C IOALMM

HedopmanbHbie rpynnbi

aK TOJBKO co3maHa ¢hopMaibHasl opra-
K HM3alMsl, OHA Cpa3y e CTAHOBUTCS
COLIMAJIbHOM Cpenoy, Iie JIOAU B3auMOIe-
CTBYIOT OTHIOJb HE TTI0 TIPEANMCaHUSIM PYKO-
BozACTBa. JItooy M3 pa3HBIX TPYIIT OO0IIa-
JOTCS 3a YaIKoi Kode, BO BpeMs COOpaHUIA,
3a 00e0M M T10cie padoThl. M3 cormanbHBIX
B3aMMOOTHOIIIEHUI POXIAeTCs] MHOXKECTBO
He(OpMaIbHBIX TPYITII.

PyxoBoncTBO opraHuzaiivu, Kak MmpaBuio,
HE YJacTBYET B CO3IaHUU He(hOPMaIbHbIX
TPYIII, HO TEM HE MEHee TaKue IPYIIIbI
MOTYT UrpaTh JOCTAaTOYHO CEPLE3HYIO POJIb
B JieJiaX (OMPMBI U Jake BIUSTh Ha yIpaB-
JIEHYECKHE BO3IEUCTBUS PYKOBOAUTEEH.
Bbornee Toro, HechopManbHBIE TPYIIITHI UMEIOT
CBOICTBO CMEIMBATHCS APYT ¢ apyrom. Heko-
TOpbIe PYKOBOOUTEIN YacTO HEe OCO3HAIOT,
YTO OHM CaMM MPUMBIKAIOT K OOHOM W11 HEC-
KOJIbKUM TaKUM He(hOpMaJIbHbIM IPYIITIaM.

OrtHolleHre K He(popMaJTbHBIM TpyIITiamM

Yy PYKOBOAMTENIEH He BCeraa MO3UTUBHOE.
YacTo MM KaxkeTcsI, YTO TaKoU (pakT, KaK
HaJIM4Ke B MX OpraHu3alvu He(opMabHbIX
00BEIMHEHU, SIBJISIETCSI CIEeACTBUEM
KaKOro-To HeJI0CMOTpa U YTO HEJOCMOTP
3TOT CJIeAyeT KaK MOXHO OBICTpee ycTpa-
HUTb BMECTE C BO3HUKILIECH HeOpMaTbHOM
rpymmoii. Ho B 1eficTBUTEILHOCTH TI0JI-

Bmecro Toro urobel

craparses yerpa-
HUTH HedopManb-
Hble FPYNMbL, PYKO-
BOAMTENb [LOMIXEH
paBoTath € HUMM.

3arparue Hebons-
WYI0 HGCTh CBOETO

BPEMEHM HO aHa-
NM3, OH YBHUBWT, YTO
Hedopmankibie
obvepuHenms He
TONLKO HE NPUYHHR-

10T BPEAQA, HO MOTYT

NPUHECTH U Cylie-
CTREHHYIO NONb3y,
cnocobeTByR AOCTH-
KeHMio obuLMx
uenen OpraHuaa-

HH, ]




KAK YTIPAB/ISITb BPEMEHEM

HOCTBIO YHHUYTOXUTh TaKOE SIBJICHHE, KaK
HedOopMaJTbHbIE TPYIIIEI, IOMPOCTY HEBO3-
MOXKHO, 1 BMECTO OTHOM CKOpee BCEero
OYCHB OBICTPO BO3HUKHET ApYTasl.

st a¢hekTrBHOM PabOThI ¢ HehOpMaTbHbBI-
MU 00BEIMHEHUSIMUA HEOOXOIVMO CIIETyHoITIee:
1. Mowstb, 4TO opManeHbie 1 HeOPMANbHLIE MPYNNbI HEPA3PHIBHO

| CBsI3aHbl Mexay Coboi M ofHM He MOTYT cyulecTBoBaTh 6ea apyrux;
2 Y4uThiBaTL TONKY SPEHWS NpeacTaBuTenei HedopManbHbix 0GLEIUHEHMIA;

3 Mp1HAMas YNpaBneHyeckue PELeHIs, YYTLIBATL TO, KaK OHM MOoryT
- OTPa3nTLCA Ha [ESTeNbHOCTY HeOPMAnbHOM MPyNNbI;

4 Mpuenexatb YneHOB HEOPMANbHIO OOLEAVHEHUS K obecyxneHnio Bos-
- HuKaowwx npoGnem 1 NpUBETCTBOBaTL WX yyacTve B paspaboTke
. METOZO0B WX peLleHus;

. AN NpenoTBpaLLEHUs BOMOXHOCTEH BO3HUKHOBEHUS CNyXOB ¥
- AOMBICNIOB HETKO HanaauTb KOMMYHMKALIMOHHBIA MPOLIECC BHYTPM
; OpraHm3aum, obecrneyms Tem CambiM ONepaTMBHOR nony4eHue To4-
| HOI MHGOPMALMK BCEMM €€ MOapa3aeneHUsIMIA.

2. BBAMUMOOEWUCTBME
C KOJUIETAMM

pu B3aMOJIEACTBUU MCHEIKEPa CO CBOU-
MU KOJUTEraMUy BOKHENILIM YCJIOBUEM 3(1)—
(beKTI/IBHOCTI/I ABJIACTCA IPUHIUII ITapUTETa.

B xauectBe Kosuteru MCHECIKED 0OBIYHO
BOCIIPMHUMACT PYKOBOAUTEIIA, HAXOOAIIC-




_ SPOEKTUBHOE BSAWMOAEVICTBUE C IOALMM

OddekTMBHOCTL
obmena
uwHdbopMauvein

Bocnpusitve

BsAMMO- ' EMCTBHE

~ Cemantmnka

O6paTHana
CBfi3b

ImnaTvs

YmeHue

Herepbangibie
KaHanbl

atdpdexkTusHO

cnywarthb

rOCsl Ha OJHOM C HMM YPOBHE YIIPaBJICHMUSI,
HO paboTaroIero B 1pyroM GyHKIIMOHATb-
HOM TTozpasneaeHny ¢pupMel. Tak, Hadab-
HUK OTJIena cObITa OyIeT BOCIIPMHUMATD

B KauecTBe KOJUIETH IJIaBHOTO OyXranTepa
WY HayaJIbHUKA TIPOM3BOJICTBEHHOTO
otaena. PIooBeIx OyxraaTepoB MM pyKOBO-
IUTeNiel bomee MEIKUX MTPOU3BOACTBEHHBIX
Toapase/ieHuii (MacTepa, HayaIbHUKA
yJacTka) TaKOi MeHemkep He OyaeT Boc-
MPUHUMATD KaK CBOUX KOJIJIET, XOTS U TTOA-
YUHEHHBIMU €r0 OHM TOXE He SIBJISTIOTCS.

PyisosoonTean
hyHISLLMOHAAbHBIX
noapasneAeHnn
MOCTOAHHO B3an-
MOCEHCTRYIOT
Mexoy cobon

N HaxooAarca
B 3aBNCMOCTH

opyr or opyra.

s B e




KAK YNPABNATL BPEMEHEM

AicpopmaLnoH-
Hbi obmen ABAA-
ETCA OCHOBHLIM
obvenToMm B3an-
MOREHCTRNA
MeHemmepa co
CBOHMMHN KOAAE-
ramn.

Bce pyHKLUMOHATIBHEIE TOApa3IeIeHNS
(GUpMBI TECHO B3aMMOCBSI3aHbI. U meiicTBu-
TEJIbHO, aCCOPTUMEHT TTPOIYKIINH, KOTOPBIi
BBITNYCKAIOT TIPOM3BOICTBEHHbBIE ITOAPA3Ie-
JICHUSI, OTIpeNIeISIeTCsT TTPeABAPUTEIbHBIMU
HCCIeA0BAHUSIMU CITPOCa, T. €. 3aBUCUT OT
MapKETUHTOBBIX CITY>K0, a KaueCTBO 3TOI
MPOAYKLIMA BO MHOTOM 3aBHCHT OT YPOBHSI
KOMITETEHTHOCTHY CIELIMAIMCTOB, a CIIeI0Ba-
TEJILHO, OT PabOTHI OT/IEa KaapoB.

AdPekTuBHOCTL OOMEHA
nHpopmaumen

aKkasi TeCHasl 3aBUCUMOCTb yKa3bIBaeT Ha

TO, YTO TOJIBKO TP J0OPOXKEIATETbHBIX
OTHOUICHUSIX B KOJUIEKTHBE, TP XOPOIIIO
HaJIaXKEHHOM TIpoliecce ooMeHa nH(popMa-
LIMel MeXIy Moapas3aeIeHUSIMI BO3MOXHA
BBICOKAsI 3((EKTUBHOCTH PAOOTHI OpraHM-
3alun B 1iesioM. PykoBomntens ot 50 mo
90% cBOero BpeMeHU TPATUT Ha Pa3rOBOPHI,
MO3TOMY 3/IeCh YMECTHO OyIIeT OCTaHO-
BUTHLCS HAa TOM, UTO K¢ BIHUsET Ha 3 deK-
THUBHOCTH OOMeHa MH(pOpMaIIneii.

Bocnpusitue

aK MpaBuJIO, OOJIBIIMHCTBO JIIOICH pea-
TUPYET He Ha TO, YTO B ICHCTBUTEITb-




SODOEKTUBHOE B3AMMOAENCTBYE C NII0ABMY

HOCTH MPOMCXOIUT BOKPYT HUX, a HA TO, 4TO
BOCIIPMHUMAETCSI MU KaK ITPOUCXOsILEE,
MO3TOMY OIHY M TY K& MH(OpMAIIUIO JIIOAN
MOTYT MHTEPHPETUPOBATh MO-Pa3HOMY,

B 3aBUCUMOCTU OT HAKOIUIEHHOTO OIbITa

" cyxxneHuii. Ecim kakoe-n1100 cooOiieHne
MPOTUBOPEUUT MTPUBBIYHBIM ITOHSTHSIM, OHO
MOXET He BOCITPMHUMAThCS BOOOLLE WU
BOCIIPUHUMATHCSI B UICKAXKEHHOM BUJIE.

CemaHTHueCcKHE
npe I'pﬂ,qbl MOXHO
fnpeoponets, ecim

YT0oOBI OMBITATHCS XOTS ObI OTYACTH TIPE- He npuberats npu
JOTBPATUTh BOBHUKHOBEHUE MONOOHBIX paarcsope K ABY-
po0JeM Npu OOILIEHUH CO CBOMMU KOJIIe- CMBICIEHHBIM CNO-
ramMu, MeHe[Kep AOJKEH Tpexae, YeM BOM MM YTBEPXHE-
HayaTb PasroBop, THIATEbHO 00IyMaTh HUAM, O TOKXE
Y TIPOAHAIM3UPOBATH BOMPOCHI, TPOOIEMBbI obparurs BHMMaHME
WJIN UJIeU, KOTOPbIe OH HAMEPEeH CAeNaTh HO TOYHOCTL hopMy-
00bEKTOM MH(MOPMAIIMOHHOTO OOMEHa. nuposok. Hanpu-
MEp, ecnu FasHOMY
Byxrantepy
CemaHTUKa HEOoBXOAUMG CpoN-

HAaA MHdOpMaUMA OT
HOMANLEHKUKO oTaena
cBuita, popmynu-

Ol TIepeatoT MHGOPMALIVIO C TIOMO-
H 1IB0 cltoB. [1oaTOMY MHOTIa BOZHU-
KaloT TIpo0JIeMEbI, CBSI3aHHBIE C WCTTOJIh30Ba-
HPEM CITOB B Ka4eCTBE CIMBOJIOB, T. €.
ceMaHTH4ecKHe perpansl. Hampumep, e
BBI IIpOCUTE CcBOero Koiutery: «Caenaiite To-
TO, KaK TOJIbKO BaM TIPEICTABUTCS YIOOHAsT
BO3MOXKHOCTB», UTO BbI UMEETE B BUIY: «KaK
MOXKHO CKOpee» MJIN «KOTJa y Bac Oyzier
BpeMsI»?

POBKQ 3GBTPG,

K feBsTH YTPO»

Byaer HamHOrG

 TIOHSTHE®, Yem
. BHPOXEHME «KAK

OXHO CKOpee».




KAK YTPABNSATL BPEMEHEM

CHMBOJT He IMEET HETIOBTOPHIMOTO HEOTHEM-
JIEMOTO 3HaueHUsT. 3HaYeHVe CUMBOJIa
BBISIBJISICTCS Y€Pe3 OITBIT ¥ MEHSIETCST

B 3aBUCHUMOCTH OT KOHTEKCTa — CHUTYaLWH,
B KOTOPO MCITOJTb30BaH CUMBOIT. [1oaTomy
B KaXXZIOM KOHKPETHOM CJTy4ae HH(pOpMa-
LIMOHHOTO 0OMEeHa BCerIa eCTh OIMacHOCTh
HeIOTIOHUMAHUS, KOTIa COOECETHUKY ITPH-
JIAIOT pa3HbIe 3HAYECHHSI OMHUM TEM K& CHM-
BOJIAM.

HeBepb6asbHble kaHasbl

pomMe BepOaJIbHbIX CUMBOJIOB (CJIOB),

CYILIECTBYIOT M IPYTHE CITOCOOHI TTepe-
JIaun mHpopMannn. 2KecThl, BEIpakeHre
JIIIa, THTOHAIIMHN, MOIYJISILIMS TOJIoCa,
ITABHOCTB PeYr — BCE 3TO MTPUMeEPHI HEBEP-
GaTBHOM TIepenaYr HHGOPMAIIH, KOTOPasT
TIPEATTIoJIaracT NCIOIb30BaHUE JIIOOBIX CHM-
BOJIOB, KPOME CJIOB.

M ob6poskenatebHbIE CI0Ba, IPOU3HECCHHBIE
C HEeTaTWBHBIMM MHTOHAIIMSIMUA B TOJIOCE,
CKopee BCero He OymyT BOCITPHHSTEHI KaK
TaKOBBIE, TOCKOJIBKY HeBepOaTbHbIE CHM-
BOJTBI OYEHB CHJIBHEI M 3a4aCTYIO TTOJTHO-
CTBIO TIOHABJISIOT BepOaibHEIE.

MeHemKep, KOTOPBIiA Xo4eT 3(P(PeKTUBHO
B3aMOJEIMCTBOBATh CO CBOMMM KOJUICTAMU,
MTOTYMHEHHBIMY 1 HAYaJIbCTBOM, TOJDKEH




) QMEKTHBHOE ESAMMOH,EMCTBHE Cc ﬂlO)J.bMH

BHMMATEJIbHO CJICIUTD 3a TeM, HACKOJIBKO -
€ro MHTOHALIMSI, BBIPasKeHHE JINLIA U TIPOYMe
HeBepOaJIbHbIC 3HAKM COOTBETCTBYIOT CMBbI-
¢y MH(POPMAITMOHHOTO COOOIIEHMSI, KOTO-
poe OH XOYeT JOHECTH JI0 CBOETO cobece-
HHUKA.

Ob6parHasi cBa3b

TOOBI MHOPMAITMOHHEII 0OMEH OBLT

B ACHCTBUTEIHBHOCTH 3(P(HEKTUBHEIM,
HEOOXOIMMO YIOCTOBEPHUTBCS, UTO TepeaaH-
Hast uH(OpMAaIs BOCTIPUHSITA U TIOHSITA
MMEHHO B TOM CMBIC/IE, KOTOPBIi Ipua-
BaJIcs eif M3HaYaIbHO. JIJIsT 5TOr0 MOXKHO
HCITOJTb30BATh CIICAYIOIINE CITOCOOBI.

- 3apasatb Bonpochkl. lMocne nepepayy kakoro-nubo WHGOPMaLMOHHOO
- cooDLueHusi cBoeMy KOMUiere MeHeIkep MOXET CMpPOCHUTb Y HEro, Kak
: OH CMOTPUT Ha faHHyio npobnemy, nubo nobyauTs ero nepeparsb

. BbiCKA3aHHYI0 TOALKO YTO MbICAL CBOMMM crnoBamu. [lonyyus UHTEp-
. npetaumio NpoGnembl C TOYKM 3peHusi COBECEAHMKA, OH Cpasy noii-

© | MeT, e BO3HWKIO HENONOHVUMAHWUE M KAKUE aCrieKTbi HEOOXOIMMO

~ nosichuTs Gonee nogpobHo.

2 Cneputb 3a HeBepbanbHbiMu cumBonamu cobecepHuka. Ecnv B Bbipa-
: XEHUM NULA YenoBeka, KOTOpPOMY nepegaeTcs WHPOpPMALWA, BO3HKU-

. KaeT HanpsxeHHocTb, Mbo oH maberaer CMOTPETL B rN1a3a, 310 3HaKM,
. CBAOETENLCTBYIOLWE O 3aMELLATENLCTBE WKW HenoHMaHuu. [Mpu nosene-
| HMM TAKWX 3HAKOB MEHEOXep JOJXEH NPeKpaTUTh Nepenady MHGopMaLmy
~ MTOMHTEPECOBATLCA Y KOMMIEM, YEM BbI3BAHA €0 HEY/IOBNETBOPEHHOCTD.




I(AK YNPABIATb BPEMEHEM

3. KoHTponuposath pesynbTarsi. Kor.cr.a MEHe[Xep oﬁpam.aema K KOMY-
- B0 M3 ceoux Konner ¢ MpockBoi MK NopyyeHueM, KacaloLMMes
-~ npodeccuoHanbHblX 0693aHHOCTEA NOCNEAHEro, OH JIErKO MOXET
| MOHAATB, HACKOMBKO TO4HO Gbina NOHSTa MHGOPMALWS, MO NEepBbIM
© pesynbraram, CBA3AHHBLIM C BbINONHEHWEM 3TOW npocbObl MM nopyye-
HUSI. ECAM BOMNOLLEHHBIE B XU3Hb PE3YALTaThl OTIMYAIOTCA OT 3amy-
. M3HHbIX, 3HAYUT, UMENO MECTO HEAOMOHMMAHKE U HEoBX0AMMO BHe-

 CTU KOPPEKTUPOBKM.

MHOINM KameTca,
YTO CAYLUATD
O3HAYAET AMLUD
Bectn ceba cno-
KOHHO M 0aTh
£PUroMy YeAo-
BeKYy FTOBOPHTD.
Ho 31O AMLUD
YyacTe npouecca.

T,

YMmenne 3 (peKTUBHO caymamo

PY B3aUMOJEHCTBUM CO CBOUMHU KOJIJIe-
H raMy BaKHO HAyYUThCS HE TOJIBKO
3(HEeKTUBHO TepeaaBaTh MHGOPMALIMIO, HO
1 3(pPpekTBHO BocnipuHUMaTh ee. Heobxo-
MO yMeTh ciyiiath. MccnemoBaHus ame-
PYKAHCKUX YYEeHBIX TTOKAa3au, YTO YMEHUE
CIIyLIATh SABJISIETCS BaKHEHIIIMM KadeCTBOM
ahdexTBHO DYHKIMOHUPYIOLIETO MEHe-
mxepa. CoracHo TeM e UCCIeIOBaHUSIM
OOJIBIIMHCTBO YIPABJISIONINX CITYIIAIOT
JiIb ¢ 25%-Hoit 3¢ HEKTUBHOCTHIO.

ITpodeccop Kut JleBuc B cBoeli KHUTE
«YenoBeyeckune OTHOIIIEHUST Ha paboTe»
MPUBOIUT AECITh MpaBmI 3G PEKTUBHOTO
CJIyILIaHMSI.

1. /epecranbre rosoputs. HEBOBMOXHO CAyWIATb, pasroBapuBast.

2 lMomorute rosopsiuemy packpenoctmises. Co3paiiTe y Yenoeeka ouly-

. lwenne komdopta U ceoboabl.




SODOEKTUBHOE B3AMMOJENCTBME C TOABMW

3. [Mokaxute rosopsiuemy, 470 Bbl roTossl cywars. Heobxonumo
- BLIMNAAETL U JeiCTBOBATL 3aMHTEPECcOBaHHO. He uutaite nouty,

- Korpa K10-nu60 rosopuT. Caywas, CTapaiiTech NoHsTb, a He MCKaTh
. NOBOAOB /NSl BO3PAXEHWHA.

YerpanuTte pasapaxaiolye MoMeHTsl, Bo BpeMms pasroBopa He
| pUCyiTe, He NOCTYKuBaiiTe 110 CTONY, He nepeknajbiBaiite Gymary.

S - Conepexwsaiite rosopsijemy. TocTapaifTeCk BCTaTb B NOMOXEHWE
| cobecennuxa.

\ .E;Ey,qbre TeprenBbIM. He akoHOMbTE Bpems. He npepbiBaiite roBops-

§ - wero. He nopbiBaiiTec BLIATK, HE [ENaiTe LAroB B HanpaeneHuu

E

© ABEpU.

Cgepxuaaﬁm cBO# Xapaktep. PaccepxeHHblid YenoBexk npugaer cno-
BaM HEBEPHbLIA CMbICN.

He JIonyckaiTe CriopoB Wi KPUTHKM. ITO 3acTaBnseT rosopsLiero
‘éBaHHTb 0BOPOHMTENLHYIO MO3WULMIO, OH MOXET 3aMonyaTb unu pac-
_cepawuthes. He cnopbre. MeHHO nobeave B crope, Bbl npowrpa-
eTe.

S

3auasanm Bonpockl. 310 noabanpuBaeT roBOPALLEro W nokasbiBaeT
- emy, YTO Bbi CriyLLIaere,

b

](§ [epectansTe roBoputs! 310 NPABMAC MAET WU NEPBLIM, W NOCNEAHUM,
¢ - nbo BCe oCTaNbHLIE 3aBUCAT OT HEro.

IMnaTHs
obmenHe unc[:cl
upei noppasyme- i

Baer TaKxe nomep-
m OTKPbITOCTH

Smnarns

Tak, IIJIsSI TOTO YTOOBI O0ECTIEYNTh
3(HeKTUBHOE B3aMMOACICTBIE CO
CBOMMMU KOJIJIETAMM, MEHEIKepy HE00X0-




KAK YNPABNATL BPEMEHEM

MO TIpeXKIe BCero HayduThesl apex-
THUBHO TlepefaBaTh U MoJy4aTh UHMOpMa-
uto. Kpome nepeuncieHHbIX (haKTOPOB,
BJIMSIIONIMX Ha Mpoiiecc oOMeHa nHhopma-
LIMel, CYILIECTBYET ellle OMUH BepHBIi1 CITo-
€00 JOCTNYB B3aMMOITIOHUMAaHMUSI. DTO —
SMMATHUSI U OTKPBITOCTb.

KoMmyHMKaOeIbHBIN, OTKPBITHINA IS
00lLIeHMST YeJIOBEK Bceria Jo0poxkenaTeaeH
10 OTHOIIIEHUIO K CBOEMY COOECETHUKY

W IIPOSIBJISIET SMITIATUIO MUHTYUTUBHO. ToMy
K€, KTO YyBCTBYeT HEOOXOIUMOCTb B COBEP-
LLIEHCTBOBAaHUM CBOETO YMEHMS O0ILAThCS,
HY>KHO TTOMHUTb, YTO SMITaTUSI — 3TO T'OTOB-
HOCTb y4acTBOBAaTb B XXW3HU JAPYTYX JIIOMIEH,
COIEepeXMBATh UM, UCKPEHHE COUYBCTBO-
BaTbh HEyJauyaM U PagoBaTbCsl MX JIOCTHKE-
HUSIM.

- ero norpsﬁnqgrggg
M mHTepecsi? -
Hauunas Gecemy, HEOOXOIUMO TIPEXKIC

BCErO SICHO OITPENEIIUTD JIJIsT ce0sl JIMYHOCTh

CBOEro cobeceTHNKa.

BONPOCH, KOTOPME  HeoGXOTMMO M36EraTh CKOPOCTIENBIX CYXK-
/B nepeyio °'*°P'A§“§§°? JIEHWIA, OLIEHOK U CTepeoTUoB. I'opa3no
 TIoIe3Hee TOTBITATHCS TIOHSATH TOUKY 3pe-
HUSI CBOETO COGECeTHUKA U B3LISIHYTh HA
CUTYALIMIO C ET0 MO3ULIMIA. DTO BOBCE He
O3HAYAET, UTO CJIeyeT COMIAIIATHLCS CO
BCEM, UTO TOBOPUT COOECEIHUK. DTO 3HAUUT
TOJILKO, UTO BBI ITHITAETECh TOHSTH ET0
cJIoBa.




9DOEKTUBHOE B3AUMOAEVICTBME C JIOAEMM

3. BBAMMOAENUCTBUE Opratmsauna
C KIIMEHTAMMU SOCTATHET
ycnexa, ecan
NPUHUUNbI PABOTDI obecneunt Kan-
C KJIMEHTAMUA EHTY BO3MONS-

y HOCTL BbiGopa
aboras ¢ KIIMEHTYPOU, MCHCIKCP JOJLKEH

YUYUTBIBATH HECKOJIBKO OCHOBHBIX ITPHH- M peanbHyio
IIUIIOB, KOTOPHIE TTO3BOJISAT OPraHN30BATh BHITODY.
B3aMMOjIeliCcTBUE Hanbosee 3(pHeKTUBHO.

He3aBMCMMOCTb KJIMEHTA

HA IIPOSIBJISIETCS B TOM, YTO €r0 IMOBe/Ie-
HUE OPUEHTUPYETCI Ha OIPEIETICHHYIO
Lieib. ToBaphl WM YCIyTH, MIPenOCTaBIIsie-

Ha copepxars

Mble OpraHu3aIMeil, MOTYT TPUHUMATHCSI . KONWYECTREHHbIS
WM OTBEPTaThCsl KIIMEHTOM B TOM Mepe, . noxasarenw,

B KOTOPO¥ OHM CTIOCOOCTBYIOT IOCTVKEHHUIO | ovpaxaioume
ero nesneit. [ToHrnMaHue 3T0rO ¥ CBOEBpE- _ CUCTEMY NPHOPH-
MEHHOE TIPUCTIOCOOJIEHNE K U3MEHSTIO- TETOB AAHHOrO
IIIMMCS TIOTPEOHOCTSIM KITUEHTA SIBJISTFOTCS © TMNA KNHEHTYPBI
BaXXHBIMU KPUTEPUSIMU 3 (PEKTUBHOCTH . 4 nossonsouMe
paboTBl MeHemKepa. _MeHepxepy onpe-

‘aenuts HouBonees
appexTHBHbIE
nocobu B3aUMO-
SHCTBHS MMEHHO -
C DYMME KIiveH

Heo6xoaMMoCTb U3y4yeHus
MOTUBaALUU M NOBEAEHUS KITUEHTa

CCJIEJOBaHMA MOTUBALIMN U TIOBEICHU S
KIIMEHTOB OCYHIECTBJIAIOTCA C IIOMO-

e S TSl



KAK YOPABNATE BPEMEHEM

Ocoboe mecto

3aHMMAeT NCHXO-

noruveckoe Bnusa-
HHEe HOQ KNHeHTa,

KOoTOpOe MOXeT

GbITb KAK NPSAMBIM,
KOTOpPOE OCYIeCTs-
nAGTCA NPU HENO-

CpeacTEeHHOM
obuleHmm, TaK
¥ KOCBEHHBIM —
yepes pexnamy,

NHAP-MEPONPHATHS

LIBIO MOJIETUPOBAHMSI STUX TIPOLIECCOB.
CyllLIeCTBEHHO pa3nyasich 1o TaKUM Tapa-
MeTpaM, Kak 1IeJId U 00beMbI 3aKYTIOK, CIie-
nudrKa ppIHOYHOM IEITEIEHOCTH U YCIIO-
BHSI TIOCTABOK, TUITbI KITMEHTYPBI UMEIOT

1 HEKOTOpbIE OOILIME YePThI, KOTOPHIE
HEOOXOIMMO YYUTHIBAThH, MOAETUPYS HX
TIOBE/ICHUE.

MoBepeHne KNeHTa nopaaercsa
BO34eMNCTBUIO

aToBeICHUE KJTMEHTA BIMSIIOT Pa3/iny-

Hble (DaKTOPBI, MPEXIE BCETO (haKTOPhI
BHEIIHEU cpe/ibl: 3aKOHbI U TPAJIUIIUH,
COLIMOKYJIBTYpHasl Cpefla, SKOHOMUYECKast
curyaiusi. Kpome atoro, moBeaeHUE BO
MHOTOM OTpEEISIETCS] TUMYHBIMU OCOOEH-
HOCTSIMM, TAKUMU KaK XapakTep, TeMIiepa-
MEHT, 00pa3 XXU3HU, YBJICUYCHUSI, MaTe-
pUabHOE MOJIOXEHWE U Ap.

MoBepeHune knueHTa
couunasibHO 3aKOHHO

«ITokynaTenp Bcerga mpaB» — IJIACUT
BBICKa3bIBaHUE, YKe cTaBllee ahopu3-
MoM. Ho 3To He mpocTo MeTKoe BhIpaKeHHE,
OHO VIMEET BITOJIHE peabHbIN MpaKTUJe-
CKUI1 CMBICI, TIOCKOJIBKY B JIIO0OM LIUBUJIU -




SDOEKTUBHOE B3AUMOLENCTBYE C JII0ALMM

30BaHHOI CTpaHEe CYLIECTBYIOT 3aKOHBI,
3alMIIAIoLIYe TTpaBa noTpeduTenei. I1o-
3TOMY COOJIIONEHKE TaKMX IIpaB SBJISIETCS
BaxKHeIIel 3amayeil He TOIbKO OO0IeCTBa

B LIEJIOM, HO 1 OT/IE/IbHBIX OPraHU3aLIiA.
O0OMaH, HU3KOE Ka4yeCTBO TOBApOB, OTCYT-
CTBHE OTBETA Ha 3aKOHHBIE IIPETCH3UH,
OCKOpOJICHHS U APYrve ACCTBUSI IIPEACTaB-
JISIIOT CO0OI MOIpaHKe 3aKOHHbIX IIPaB

M JOJDKHBI OBITh HAKA3YEeMBbI.

Twnbl KJIMEHTOB

cBOeit paboTe MEeHemKep UMeET JIENI0
B C IByMsI TUTIAMU KJIMEHTYPbI: UHAWBY-
TlyaJIbHbIe KJIMEHThI ((pr3rueckue Juia)
U KJIMEHTBI-OpraHu3alvy (IopuaudecKue
auia). BzaumMonencTBue ¢ KaKabIM U3 3TUX
TUTIOB UMEET CBOIO CIeLIU(UKY, MTOCKOJIbKY
MOTHUBBI MOBEIEHYSI Y aJITOPUTMbI IIPUHSI -
TSI pellieHUid Y UHAMBUAYaIbHBIX U KOPITO-
PaTUBHbBIX KJIMEHTOB CYILIECTBEHHO OTJINYa-
JOTCSI.

Ha noseneHue MHAMBUIYATbHBIX KIMEHTOB
OYEHb YaCTO pellarolliee BIUSHUE OKa3bl-
BaloT (haKTOPbI MCUXOJIOTMYECKOTO
nopsinka. 31ech MOXET UMETh 3HaUeHUE
BCe, BKJIIOYasi BHEUIHOCTb MEHEIKepa, ero
HalIMOHAJIBHOCTb, MaHEPy TOBOPUTD U Jaxe
1IBET BoJIOC. Paz0poc MHIUBUIYATbHBIX




KAK YTPAB/I5ITb BPEMEHEM

HpC,I[HO‘ITCHPIfI HaCTOJIbKO IIMNPOK, YTO
NPakKTUYCCKN HEBO3MOXKHO IIpeayragarb,
YTO MMEHHO MOXET BbI3BATDH ITOJIOXKUTEIb-
HYIO p€aKlnio, a YTO — OTPULIATC/IbHYIO.

MoTuBbI KIMEHTOB

VILIECTBYIOT HeKue Oojiee orpeiesieH-

Hble (DAKTOPLI, KOTOPBIE MOXET UCIIONb-
30BaTh MEHeXep MpU paboTe C UHIWBY-
IIyaJIbHBIMUA KJIMEHTAMU. DTO — MOTHBBI,
KOTOPBIMU PYKOBOJCTBYETCSI KJIMEHT, IIPU-
oOpeTasi TOT WM WHOW TOBap WIW yCIIyTY.
W3 Bcero pazHooOpa3usi MOTUBOB MOXKHO
BBIICIUTD CJEAYIOLIME.

DTUB CHUXKEHHUA
pucka




IODEKTUBHOE B3AUWMOJENCTBUE C NIOALMM
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MeMm mﬁﬁm OH CMEJI0 MOXET HasbiBaTb Camyio
tpuy 310 He mm_mmnyme*r KIMEHTa, a Haoﬁopm




KAK YMPABNATL BPEMEHEM

GEEi
H ,m obneryuTs, yNpocTUTh CBOW AECTBUR, OTHO-
IPYTVIMIA MIOAbMM, [MIaBHOE XenaHue NOAOGHbIX KIMEHTOB —
HANPAraThCs NMPW COBEPLLEHWN NOKyNkU. 310 — mobuTenu

b TOBapLI NO Karanoram. 3apaya meHemxepa npu pabore
KAMEHTaMWM COCTOMT B TOM, 4TOObI 06BSCHUTL BCE 0coBeHHOCTH
BMOID TOBAapa MW YCRyrM Kak MOXHO kopoye. Ecnu knueHt

BT YTOM/IBHUE, CYMTAIATE, 4TO Bbl €ro YNyCTWiN.

s
e

ﬁyclmleu normﬁuocmo B CaMOCTOATENBHOCTH, ueaanucmoem 80

BCEX otbepax AestenbHoCTH. OBLasich C NogoGHbIM KNMEHTOM, MeHe-
FXep AOMXEH NOKa3aTh, YTO OH YBAXAET €r0 MHe-

HWE W NpU3HAET ero Npaso CamoMy ]'Ipmlﬂ'[b OKOH-
yaTensHoe pelwenwe, Hu 8 koem cnydae '
HEeJONYCTUMbl [AXEe HAMEKWM HA TO, YTO KNUEHT
MOXET ObiTb HEKOMMETEHTEH B KAKX-TO BONPOCAX.
Meneaxepy cnegyer HEH&BFB‘Mm' 0
OCHOBHble IOCTOMHCTBA TOBAPA |

TaKVX KNWEHTOB BAXEH YPOBEHb uum.umuocm Tom. MogoGH
MOKyTaTeN BECHMa BOCTIDUVMSMBH! K HOBMHKAM NGO K Gonee cospeme
MOAMOMKALMAM YXKE W3BECTHBIX Toaapog VIMEH
[OTONUTL BHUMAHWE MeHe[Xep npu pabore




3DOOEKTUBHOE B3AWMOLENCTBHE C JII0ALMMU

Mo

03HUKAET, KOrfa YeNnoBek Xo4eT CAenatb Npus
mogasmM. BapuaHtsl 3aeck MoryT Gbith cambie W _
Hue obnerynTb XeHe paboTy Ha KyxHe,
¥ NOArOTOBKA MPUSTHBIX CIOPMPU30B KO
[HIO POXAEHMA, W MOKYNIKA NUPOXHBIX
K uaio B8 0BeaeHHbIii NnepepsLIB Ana CBOMUX
koner. MeHemxepy BaXHO NOMHUTb, HTO
8 3T0M Cryyae TOBAap WK ycnyra npuo- :
BPETAIOTCS KNMEHTOM HE ANISi Hero Camoro, a AR APYriX, W COCPe,




KAK YNIPABASTb BPEMEHEM

Mpn pabore
¢ Kopnoparns-
HLIMM KANCHTaMN
MeHenmepy ce-
oyeT y4ynTbisars
pan coobpame-
HHHA, KOTOpDbIe
obbitHo He
HMEIOT MecTa BO
83aMMOOTHOLLe-
HNAX C NHOWBH-
OYaALHLIMA KAK-
eHTamn.

Cneuunduka KoprnopaTUBHbIX
KJINEHTOB

B O-TIEPBbIX, KOPIIOPATUBHBIE KJIUEHTHI,
TakKle Kak OpraHu3alMy U MPOMBILI-
JIEHHbIE MPEITNPUSITUS, 3aKyMaloT TOBAPhI
U ycIyry Juisi Hanbosee 3¢ deKTUBHOTO
JIOCTVKEHUST PE3y/IbTaTOB CBOEH JesITesb-
HOCTH, MOJyYeHUS TPUOBLIN U BbITOIHE-
HUS 00S13aTeILCTB Mepea CBOMMU MapTHE-
pamu.

BO—BTOpb]X, B IPUHATHUM OKOHYATCJIbHOI'O
PEIICHUA O 3aKyIKaX HEPEAKO y4aCTBYET
HECKOJIbKO 4eioBeK. OOBIYHO 3TO CIelya-
JIMCTBI HECKOJIbKUX HaHpaBI[CHHfI, " OHN
OAXOOAT K IMPUHATUIO MOJI00HOTO peICHUA
C pa3/JIMYHbIMU KPUTECPUAMMU.

B-Tpetbux, mpeacTtaBUTENIN KOPITOPATHUB-
HBIX KJIMEHTOB, KOTOpPhIE HEITOCPEACTBEHHO
JIOTOBApHUBAIOTCS 00 YCIOBUSIX 3aKYIIOK, T. €.
Te, C KeM W TIPUXOIUTCS Yallie Bcero pabo-
TaTh MEHEIXEPY, HE MOIYT IEHCTBOBATH OT
CBOETO MMEHH, a Yallle BCEro PyKOBOICTBY-
JOTCSI TOCTATOYHO XKECTKUMMU MHCTPYK-
LIMSIMUM, KOTOPbIE YCTAaHABIMBAECT UX PYKO-
BOJICTBO.

B-ueTtBepThIX, pU paboOTE C KOPIIOPATUB-
HBIMU KJIMEHTaMU OOJIBIIIOE BHUMAHUE YIie-
JisieTcsi OPOPMIICHUIO COMYTCTBYIOLLEH
JIOKyMEHTALIUU.




SOMEKTUBHOE B3AUMOLEVMCTBUE C MIOAbMU

OTnnuna
KOPNOPaTUBHbIX KJINEHTOB
OT MHOUBUAYAJNIbHbIX

POME ITUX OCOGCHHOCTeﬁ, Ooripeac-

JISIIOIIMX B OOLLIEM TIOCTPOCHUE B3a-
MMOOTHOILIEHUI C KopropaTuBHbIMU
KIIMEHTaMU, HE00XOIUMO IIPUHATH BO
BHHUMAaHUME U TO, YEM CaMU OTU KIIMCHTBI
OTJINYAIOTCA OT MHAMBUAYAJIbHBIX.
OCHOBHBIMU OTJINYUSIMU SIBJISTIOTCSI
caeayroumue.

ManouncsieHHOCTb KJIMEHTOB

K OJINYECTBO MHAMBUIYATbHBIX KIUEH-
TOB, B Ka4eCTBE KOTOPHIX MOTYT BBICTY-
TaTh MPaKTUYECKU BCE XKUTEJIU CTPaHbI,
pasymeeTcsi, He UIIeT HU B KAaKOe CpaBHEHUE
C KOJTMYECTBOM KJIMEHTOB-OpraHU3alUi.
OrpaHMYeHHOCTb KJIMEHTYPBI TeX GUpM,
KOTOpbIEe paboTAIOT TOJIBKO C KOPIopa-
LIMSIMU, 3aCTaBJIsIET MEHEKEPOB TTpUJlaraTh
BCE YCWIUSI, YTOOBI TMOMYYUTh 3aKa3, U 31ECh
TPYAHO TIEPEOLICHUTD TaKUe KauecTBa, Kak
npodeccCUoOHATM3M U YMEHUE YOexIaTh.

KnueHTtbl KpynHee

aK yxe ObLTO CKa3aHO, B KOPITOPAIIUSIX
pelieHre O 3aKyMKax 3aBUCUT OT He-




KAK YIPABNISI Tb BPEMEHEM _

OBvembl KoHT-
PaKToB, 3aKAIOMa-
eMbiX C Kopropa-

TNBHLIMH

KAHGHTaMH, Ha-

MHOIO npeab-

wator obeemvl

KOHTPAaKTOB
C KANEHTaMN

NHONBAGYAAD-
HbIMA.

s

CKOJIBKMX Y€JIOBEK. DTO CBSI3aHO C TEM, YTO
[I0J0OHOE PEILCHKE 3aTPAaruBaeT NHTEPECHI
HE KaKOro-TO MHIUBKIA, & OTPOMHOIO
4KCIa JIIOEi, paboTaIOIIUX B OPraHmu3a-
LMY, ¥ B KOHEYHOM UTOIe CKA3hIBAETCSI Ha
(pMHAHCOBBIX U IIPOU3BOACTBEHHBIX
pesyabraTax. Bee ot 0cOGEHHOCTH
JIEJ1aI0T IIPUBJIEKATEIbHBIM 3aKII0YEHNE
CIIEJIOK C KPYITHBIMU KOPIIOPALIMSME, HO
OIHOBPEMEHHO U YCIIOXKHSIOT PadoTy
MeHeKepa.

KnueHTtsl
CKOHL,eHTPUPOBAaHbI
reorpagpunyecku

9 Ta 0COOEHHOCTb KOPIMOPATUBHbBIX KJIH-
€HTOB HauboJiee SIPKO BbIpaxKeHa

B TaKMX OTpaciisix, Kak HedTsaHas, XuMuie-
CcKasl, oObIBAIOLIAsl IPOMBILIIEHHOCTb,
ceibcKoe X03s1icTBO. ['eorpaduueckasi KOH-
LIEHTPALMsI CIIOCOOCTBYET CHIKEHUIO
u3aepkKeK, 1, ecIu cXeMa MOCTaBOK XOPOIIO
MPOIyMaHa, MCHEIXKEP CMOXET MPeio-
JKUTb KJIMEHTY-OpraHU3aluy orpeaeseH-
Hble CKMIKU. OIHAKO NPV 3TOM HE CTOUT
3a0bIBaTh, UTO CUTYALIMSI MOXKET U3Me-
HUTHCS, U TEHIEHUIMY U3MEHEHMUSI Teorpa-
(ryecKoii KOHIIEHTpal1 HEOOXOIUMO
MOCTOSIHHO OTCJIEXKUBATh.




SOPOEKTUBHOE B3AWMOAECTBYE C NIOALMU

KnueHTtbl-npogdeccuoHarnbl

CBSI3U C TEM, UTO 3aKyMKH KOPIOPaTUB-
HBIX KJIMEHTOB HAMHOTO OOJIbIIIE TIO
00BeMY, YeM 3aKyTKUA KIIMEHTOB UHAUBU-
IyaJTbHBIX U, KPOME TOTO, YaCTO XapaKTepu-
3YIOTCSI BBICOKOW TEXHOJIOTMYECKOM CITOXK-
HOCTbIO, OHU, KaK MPaBuJIo,
OCYLIECTBIISIIOTCS MPOGECCUOHATBHO MO~
TOTOBJICHHBIMU JTIIOIbMU, KOTOpPbIE pa3dupa-
FOTCSI BO BCEX TOHKOCTSIX TEXHOJIOTUU U OCO-
OEHHOCTSIX PUOOPETAEMOro TOBApa.
IToaToMy 00sI3aTeIbHBIM YCJIOBUEM MPO-
TPUTOTHOCTU MEHEeXepa, padoTaroIlero
C KJIMEHTaMU-OpTaHU3aLVSIMU, SIBISIETCS
BBICOKWI YPOBEHb KOMIIETEHTHOCTU B TEX-
HUYECKUX, IKOHOMUYECKUX U TIPOUUX
BOITPOCAX, CBSI3AHHBIX C KOHTPAKTOM.

KoprnopaTuBHbIe KJINEHTbI

CHOBHBIMU Pa3HOBUIHOCTSIMU KOPITO-

PATUBHBIX KJIMEHTOB, C KOTOPHIMU
MPUXOAUTCS paboTaTh MEHeIKepy, SIBJs-
I0TCSI:

- Pabora ¢ knkeH-
_ Tamu - OfiHa W3
Hauﬁonee CHOXHBIX

1 HEOZIHOBHANHEIX
o’mpen p&ﬁom -

Hmnéu " n;jemf-
© CTBUS, KOTOPbE
} HEBOIMOXHO npe.n.«

BAgeTs.
Nale o

M NPOMbILLIEHHbIE NPEANnPUATUS. B 3TOM Crydae ToBapbl 1 YCiyrn 3aky-
natoTca 419 NPOM3BOACTBA APYrvX TOBapoB 1 ycnyr. [Npu B3ammonen-
~ CTBUM C areHTaMm NPOMBILLITEHHBIX NMPEANPUATA OCHOBHOE BHUMaHNE
- HeoBXOAVIMO YAENSTh BO3MOXHOCTAM CHU3UTh LIEHY KOHTPAKTA,
aTaioKe YPOBHIO Ka4eCTBa MNOCTaB/ISEMOrO ChIPbS U KOMIMIEKTYIOLLNX;




KAK YTPABNATL BPEMEHEM

MopraHmsaumm-nocpeﬂHMKm. 3710 pUpPMbI, NprodpeTaloLLIMe TOBapbI O/1s
. nepenponaxu. Moy paboTe ¢ HUMM MeHemkepy HeOBXOAMMO aKLEeHT-
- pOBaTh BHMMaHME Ha yaoOCTBax MpemyiaraeéMoi Cxembl NOCTaBKM U Ha
| aCCOPTUMEHTE;

[Zf rOCYAapCTBEHHbIE yupexaeHus. B JaHHOM ciydae pedb et ob opra-
 HM3auMsX, NPMOBPETAIOLLYX TOBAPLI 1 YCAYIM, HEOOXOMMMbIE UM LS
BbINOSHEHUS CBOMX OCHOBHbIX (PYHKLA MO OCYLLECTBIEHNIO BNaCTy.
' 3[eCb BHUMAHME YacTo YOENsieTcs LieHe KOHTPAKTa, 1 3aKa3 Mosyuaer
- TOT, KTO MPEOJIOKUT MUHUMAUILHYIO LIEHY.

Tonbko Y4uTbIBas BCE OCOOEHHOCTU TTOA-
XoJa K pa3jinyHbIM TUIIAaM KJIMEHTYPHI,
MCHECIKEP CMOXET IMOMOYb CBOEH OopraHumsa-
IOHMK YCIICHIHO 3aK/Iro4YaTb KOHTPAKTbI

1 TI0JIy4aTb 3aKasbl, a CJI€A0BaTC/IbHO,

1 MMETb rapaHTUPOBaHHLIC 00BEMBI pa60T

Ha Oyy1ee.




OPFAHM3ALMSA
PAEOYErO BPEMEHM

Bpeara udem medLeHHo, ko20a 3a Huu CASOUULS.
Ono uybemByem caexky. Ho ono noasayemes Ha-
wiell pacceaHHoCmbio, Bo3ALoXHO daxe, Yo cyuecni-
Byrom dBa Bpe.teHit: Mo, 3a KOMOPbLAL Abl CACOUAL,
u mo, komopoee Hac npeobpasyem.

Aasbep Kaswo

Metoasi
MWHUMW3aUMM
0TepH BpemeHu,

. PAUMOHAJIBHOE
MCNOJIb3OBAHUE
BPEMEHU

€JI0BEK, KOTOPBI HUKOTJAa HE 3aIyMbl-
I BaJICSI O TOM, HACKOJIbKO 3(h(HEKTUBHO




OueHb MHOTO
BPeMeHH 3a-
HACTYIO YXORMT
HQ BLINONHEHHKE
pabor,

8 obuwem
M uenom becno-
Ne3HbIX.

OH HCITOJIB3YET CBOE BpeMsI, B KOHIIE KOHIIOB
CTaJIKUBAETCS C CUTYyallMei, Korma 0ecKo-
HEYHYIO BEPEHUILY JIeJ, KaKI0€ 13 KOTOPhIX
II0-CBOEMY BaXKHO, YK€ HEBO3MOXKHO BTHC-
HYTb HE TOJIbKO B paboulre Yyachl, HO 1 B T€
24 yaca, KOTOPBIMU MCYMCIISIIOTCST CYTKM.

A Benp crienylolye CyTKM YpeBaThl HOBBIMU
JielaMy, TAKMMM XK€ HEOTIOKHBIMU, U YeJI0-
BEK HAYMHAET IIOHNMATh, YTO MOJIOKEHIE
€ro 0e3BBLIXOIHO.

HagepHoe, Kaxplii XOTb pa3 B XKM3HU CTa-
KUBaJcs ¢ ofaoOHol cutyarmeil. Ha rpanu
LIEWTHOTA, TTIOHMMasl, YTO HIYETO He ycIe-
BaeM, 1 OT 3TOTO TePsist CIOCOOHOCTh pac-
CYX/IaTh 3[IpaBO, Mbl TOTOBbI CXBAaTUThCS
pa3oM 3a Bce, XOTsI MHTYULIMS TIOACKA3bI-
BaeT, YTO 3TO BCE paBHO He MoMoxeT. JIyu-
111ee, YTO MOXXHO MPEINTPUHSITH B TAKOM
CUTYallUM, — YCIIOKOMThCS U 15—20 MUHYT
MPOCTO MOCUIIETh, HUYETO HE Jeasl.

A TI0CJ1e 3TOTO0 CMUPUTHCS C TEM, UTO Yero-
TO BbI CETOJTHSI BCE-TaKU He ycIieeTe,

U BBIACTUTD JIJIs1 ce0s1 Te Jiesia, KOTOpbIe elle
peajibHO cesiaTh 3a OCTaBIIIeeCs] BpeMsl.

Ipynnbl gen

I:I epeveHb JieJI, KOTOpbIe HEOOXOIUMO
repeienarh 3a IeHb, BKIIOUAET HE
TOJIBKO JETOBBIE BCTPEUH, paboTy C JOKY-




~ OPTAHW3ALMS PABOYErO BPEMEHM

MEHTallMel 1 TIpoyee, YTo KacaeTcst poec-
CHOHAJIbHBIX 00SI3aHHOCTE MeHeIKepa.
Jlaxke ecsiv Bbl OTYasTHHBIN TPYIOTOJIMK

¥ OECKOHEUHO TIpelaHbl CBOEH (hupMe, BbI
TakK e, KaK 1 JIIo0Oi Apyro 4eJoBeK, JOJIK-
HBI B OIpeAe/IeHHOE BpeMsI TI0eCTb,
HocnaTh U OTIOXHYTh. DTO IIPUBLIYHBIC
MOBTOPSIIONINECS 3aHSATUSI, KOTOPBIX
HeJib3s1 u30exkaTh U KOTOphIe, pa3yMeeTcs,
TpeOYIOT BPEMEHM.

KpoMe nmoBceTHeBHBIX 3aHSTUI, KOTOPbIE
CBSI3aHBI C XXKU3HEOOECIIeUeHUEM U T10 OIIpe-
JIEJIEHUIO TIPEACKA3yeMBbl, IIOYTH HU OIHOIO
JIHSI He 00xoauTcsl 6e3 TOoro, 4ToObl HE BO3-
HUKJIO YTO-HUOYIb HEOXUIAHHOE U OYEHb
YacToO CPOYHOE.

HHKHOBEHMS |
CPOMHBIX N

ToXe Heobxo- |
AHMO YHUTHIBOTD |

Elte omHa rpyrina 3aHATHI, KOTOPYIO TOMY, KTO XOHer |

MOXHO BBIIEINTh, CTPYKTYPUPYSI CBOIA % Hcnons3oBaTL
JIeHb, — 3TO Jiej1a 3allJIlaHUpOBaHHbIe. B 3TOT ceoe spema
0JIOK BXOAUT 3HAYMTEJIbHAS YacTh TOIO, YTO PEHHOHAILHO.
HEOOXOIMMO C/IeNIaTh Ha paboTe, a TakkKe
HEKOTOpbIE OBITOBBIE MEJIOYM TOXE BechbMa
IT0JIE3HO OBIBAET 3apaHee PacIpeae/IUTh 110
BPEMEHMU U 10 CTETIEHU BAXXHOCTH.

J171s1 TOro 4ToOBI MPABWJIBHO PACIIPENETUTh
BCE YIIOMSIHYTBIC BUIbI 3aHATUI B TEUSHUE
CBOETO JTHSI, HEOOXOAUMO TIPEXKIE BCETO
pemmTh ISl cedsl, KaKue U3 HUX UMEIOT
HauOOJIbIIIYIO, a KAKVe — HaMEHBIIIyIO 3Ha-




KAK YIMPABNATL BPEMEHEM

Heobxopumo
OTMETHUTB, HTO
B OPraHu3aumsx,
rae yAenaercs
AOCTATO4HO BHM~
MOHUS MOTUBAUMK
u npodeccro-
HOnsHeIM pocT
30BHCHT OT pBank-
HOrO BKIOAM
paboTHhka
8 obui ycnex
pHUpPMBY, NHUYHBIE

M KOPNOPOTHBHbIE
ueny obeiuHo Bia-

HMOCBARIAHSI
M OfHM BOCTHI Q-

OTCR 30 CHeT ﬂ,py-

YHMOCTb, T. €. HEOOXOIMMO PacCTaBUTh IIPU-
OPUTETHI.

PACCTAHOBKA NMPNOPUTETOB

PUOPUTETHOCTh TOTO MJIM MHOTIO SIBJIE-

HUS IS Ka&KIOro0 KOHKPETHOTO YeJIo-
BeKa 3aBHCUT B IICPBYIO O4Yepeab OT TOrO,
KaKue XXU3HEHHbIE LI CTaBUT IIepel
co0oi1 3ToT YyesioBeK. Ho ecnu oH 3aHMMaeT
PYKOBOZSIIYIO JODKHOCTh B KAKO-1100
OpraHM3alyu, TO CBOU JIMYHEIC 1IN OH
JIOJDKEH COOTHOCHUTD C LIEJIIMU KOPIIOPaTUB-
HBIMU U, YK€ UCXOMIS U3 3TOr0, CO31aBaTh
CITMCOK IMPUOPUTETOB, Ha KOTOPBIX HY>KHO
COCpEIOTOYUTh BHUMAHME B IIEPBYIO OYe-
penb.

Ecnuy B criicok Balvx TMYHBIX 1LeJIei BXO-
IIAT MaTepualibHOe 6JIarornojyyne U Kapbep-
HBII POCT, TO CaMbIil HAIEXXHBII CITOCOO
JIOCTUTHYTb 3TOTO — TPUJIOXUTH BCE YCU-
nust 115t 3¢ (PEKTUBHOTO JOCTUXKEHMUS Tieieit
OpraHu3aluu, B KOTOPOii BBl paboTaeTe.

A 1151 5TOro HeOOXOAUMO HAYUUThCS OIpe-
NIeJISITh, Ha YTO HY>KHO TPAaTUTh BPEMsI

B TIEPBYIO OYEPe/ib.

Ilepeuenn obracteil, B KOTOPHIX MEHEKED
MOXET yCTaHaBJIMBATh NIPUOPUTETHI,
JOBOJTBHO IIMPOK. HO MOCKOIBbKY OCHOBHBIE




JOPTAHWSALINA PABOHETO BPEMEHU

HarpaBJieHHe paboThl PYKOBOIUTEJST — 3TO
paboTa ¢ JIoIEMM U paboTa ¢ MHPpopMa-
11ei, To IMEHHO Ha HUX HEOOXOIMMO 0o0pa-
TUTb BHUMaHUE B TIEPBYIO OYepeIb.

JInyHble KOHTaKTbI

CTaHaBJIMBAs IPUOPUTETHI B 00JIACTH
yanme KOHTAaKTOB C JIIOIbMU, MEHe-
IDKep JUTSl Hayasia IOJDKEH COCTABUTh CIIH-
COK TeX, C KeM eMy IPUXOIUTCS Yallle BCEro
obmarbest. @UKCUPYs, KTO U TT0 KAKOMY
roBoay obpalayicss K Hemy (ITpearioIoxK1M,
B TeUECHME HeeI1), PYKOBOAMTEIb CO BCEi
OUEBUIHOCTBIO ITOIMET, YTO OYeHb MHOTHE
KOHTAKThl He UMEJI HUKAKOM MOJIb3bI.

A Belb OH TpaTUJI Ha 3TO CBOE BpeMsi!

«MMoxuTutenu BpemMmeHn»

H anbosee HEMPOIYKTUBHBIMU SIBJISIIOTCST
KOHTAKTHI C JIFOIbMH, KOTOPBIE HE
TOJIBKO HE CITOCOOHBI TIPEJIOKUTh HUUETO
IMO3UTUBHOTO, HO I HOPOBSIT ellie Tiepesio-
JKUTBh CBOM 00SI3aHHOCTH Ha TUTEYU PyKOBO-
nurens. [IpuyeM MOTMBUPYIOT OHU 3TO
MMEHHO CTpEeMJICHUEM ITOBBICUTH 3(PPeK-
TUBHOCTb. «MBaH BaHOBWY, HE MOIVIN OBl
BBI TTO3BOHUTH B hupmy N, ¢ BaM1 OHU
ropasao ObICTpee pellaT 3TOT BOMPOC, YeM




KAK YNPABNATL BPEMEHEM

L

Ewe ogua rpynna
L cobeceaHmkos,

- KOHTGKTBI € KOTO-
i.  phiMM niyuwe

~ BCero uckmo-
4UTH, — 3TO NIOAY
| M3 npownoro.

) no.mum,\
L\r..m-c. PAHERIE - )

CO MHOI1, pSIIOBBIM COTPYAHUKOM». M BOT
yxxe UBaH MIBaHOBMY, KpOME CBOMX IIPSIMBIX
00s13aHHOCTEl PYKOBOIUTEJSI, IMEET elle

U MIOpYyYeHHEe OT CBOETO TIOMIMHEHHOTO,
KOTOpPOMY OH Telepb KaK OyaTo ObI 4eM-TO
00s13aH.

Heobxommmo HaITOMHUTB TTOMYMHEHHOMY,
YyTO, pabOoTasl B OpraHM3alyy, OH MOyJaeT
3apabOTHYIO IUIaTy UMEHHO 3a TO, YTO
pelaeT IMomIo0HbIe MPOOJIEMbI, 1 HUKTO,
KpOME HEro, He TOJDKEH HECTU OTBETCTBEH-
HOCTb 32 MX YCITEIITHOE pa3pelleHue.

«TeHuun3npowsioro»

O IHOKJIACCHUKU U3 IIKOJIBI, [JIE€ BbI
KOIJIa-TO YYWJIUCh, OMHOTPYITITHUKU U3
WHCTUTYTa, KOTOPHII BBl JaBHO 3aKOHYWIIU,
KOJIJIETH C OBIBIIIECH pabOTHI — BCE 3TO JIIOIH,
C KOTOPBIMHU Y Bac JaBHO YK€ HET OOIIMX
WHTEPECOB M TPYIHO OXMIATh, YTO OHU
rosiBsiTcs B OymyieM. [ToaroMy, Kakoit Obt
JKECTKOM He TToKa3ajach Takasl peKoMeHIa-
LIMS1, KOHTAKThI C TAKWMH JIIOIBMU HEO0XO-
MO TIpepBaTh Kak MOXHO ObIcTpee. OHM
OyayT TSHYTH Bac B MPOIILIOE, a BbI JOJDKHBI
JlyMaThb O OyIyILIEM.

AHaJIM3UPYST CITMCOK CBOMX KOHTAKTOB,
MEHeIIKep He TOJIBKO CMOXET ITOJTyIUTh
nHGOPMAIIUIO O TeX, C KeM O0IIaThcs He



 OPTAHW3ALINA PABOYEIO BPEMEHH

cienyer, HO 1 0oJiee YeTKO BbIIEIUTD IS
ce0s1 Tex ToNel, 00IIeHUE ¢ KOTOPhIMU TIPU-
HOCUT HECOMHEHHYIO 1oJib3y. Ciona MoryTt
OTHOCHUThCSI 60JIee OIBITHBIE PYKOBOAMUTEIH,
KOTOpbIE BCerna MOTYT JaTh MOACKA3Ky WIN
Hay4duThb 4eMy-To. [Tojie3Hoi MOXKeT oKa3aTh-
¢ 1 Gecenia ¢ HEKOTOPBIMU ITOMYMHEHHBIMM,
€CJIM OHM TBOPUECKU OTHOCSITCS K CBOEH
paboTe 1 TOTOBbI NPEAJIOKUTh HOBbIE UJIEH.
Bpemst Ha Take KOHTaKThI BCera JOJDKHO
OBITb IIPEAYCMOTPEHO B rpacuke 3pdex-
THBHOTO MEHe/Kepa.

UHdopmaLmnOHHbIE NOTOKMN

CTaHaBJIMBas IPUOPUTETHI B 001aCTH
y MHGOPMALIOHHBIX OOMEHOB, PYKOBO-
JUTENb MPEXAE BCEro JNO/DKEH pacrpese-
JIUTb Bce MH(OPMALIMOHHbIE TTOTOKH, KOTO-
pbie TIOCTYMAIOT B OpraHu3alnio, Ha TpU

OCHOBHBbIE I'PYMIIbI.

: a&ium .
cmrmo K pyxononuremo




KAK YNPAB/STb BPEMEHEM

: : MHpopmayums, nocrynaowas
enio Nocne npegeapurensHom

OHHbIE COOOLUEHUS PYKOBOAUTENIO BOBCE HE

nonHocTL0. Hanpumep, npu swibope nocras-
HEBBIX PECYPCOB NPEBAPUTENLHOE U3YYEHUE

W NPOU3BOANTCH CneumManucTamm cnyxobl

Q10T HanBONee NPUEMNEMBIE BAPUAHTHI, MCXOaS
| — K24ECTBO, W TONLKO NOcne 3Toro npeacTas-

ME PYKOBOAMTENIO HEDONBILIOWA NepeyeHb BapuaH-
_CMOXeT BuiBpaTh OKOHYATENbHbLINA, HE pacxofys Ha

MaLus, KoTopas Heobxoauma CoTpynHKUKaM

X NOAPasAENeHuiA Ana OCYWECTBAEHNA WX
MOHanbHbX 0bs3anHocTeld. Hanpumep, ans
 BLIMYCKAeMOi NpoayKuMu HeobXoammo ocy-
HA KaxgoW CTaaMu NpoM3BOACTBEHHOTO Mpo-
WS O Pesynbrarax Takoro KOHTPONs CTaHOBUTCS
MTENS KWL B TOM CNyYae, ecni BOSHWKAIOT

A 0T HOpMbl. Ecnu xe npouecc npotekaet
bHO MHOPMUPOBaTL 06 3TOM pykoBOAMTENS

Al PU3HAETCH YAOBNETBOPUTENBHOM NO yMON-




OPFAHWSALINS PABOHETO BPEMEH!

PacnipenenmB nH(OpMaImoHHBIE TIOTOKA

U BbIIEJIMB Ty MH(GOpPMAalLIUIO, C KOTOPOii OH
Oyzer paboTaTh caM, pyKOBOIUTEIb U 310ECh
JIOJKEH TIPOM3BECTY CBOETO PO/ia COPTUPOBKY.

OueHB 9aCTO OTHOCHUTETbHAS 3HAYNMOCTD
WHGOPMAIINY OIIEHUBACTCST PYKOBOAUTEIEM
UHTYUTHBHO. Heoco3HaHHO OH mmompa3yme-
BaeT, 4To, IIPOPabOTaB JOCTATOYHOE BPEMSI
B 3TOM OpraHM3alli, OH B COCTOSTHIM Pa30-
OpaThcs B €€ MOTPEOHOCTSIX U BIIOJIHE CITO-
COOEH OMpee/UTh, YTO JIJIs1 Hee IIaBHOE,
aYTo — BTOPOCTETEHHOE.

Ho nippoputeThb OyayT yCTaHOBJIEHBI Ha-
MHOTO TOYHee, €CJTH, OIICHMBAsT BaXKHOCTb
COOOIIIEHII1, PyKOBOIUTEIh B KAYECTBE OPHEH-
THpA UCTIONB3YET IEJIN OpraHu3ai. B atom
ClIy4ae 3HaYMMOCTh MH(OPMALIUK OLICHUBA-
€TCsI ICXOIS M3 MacIlTaba ee BO3MOXKHOTO BO3-
TIEACTBUS HA TOCTUKEHWE TIENIEN HE3ABUCUMO
OT YbUX-TO CYOBEKTUBHBIX MPEACTABIECHUIA.
MIMeHHO 3TOT KpUTEpHiA TTO3BOJISIET YETKO
pacnpeeuTh COOOIIEHNS 0 CTENEHN BaKHO-
CTH U aeT TapaHTHIO, YTO BPeMsI pYKOBOI-
TeJIs1 OyIeT ITOTpadYeHo He 3psl.

MCNoJib30OBAHME NTPA®UNKOB
1 nNJAHOB

€M TIOIpOOHEe CTPYKTYPHUPOBAHO BPEMS
pykoBoauTeis, TeM 3(P(heKTUBHEE OHO

Yrobbl sBpems,
OTBEAEHHOE Ha
obpaborky
HHDOPMALMK,
WMCNONL308ANOCH
KaK MoxHo bBonee
s¢pdexrusHo,
HeoBxoaumo Bce

| MmeoumMecs coob-

eHus nogpoagpe-
AWTE NO CTENEHM

BOXHOCTH.




KAK YMPABNATH BPEMEHEM

pacxomyercss. IMEHHO MO3TOMY peKOMeH-

6
JYETCs COCTaBJIATH paCIIMCaHUE paOdOydYero
JHA, B KOTOPOM KaXKIOMY A€JIy OTBOAUTCS
J— - = ]

COBEPILEHHO OIpPeIe/ICHHBII OrpaHNYEeH-
HBIii iepron BpeMeHn. Ho Takoe pacrmca-
HU€E He eIMHCTBEHHBII MHCTPYMEHT,

C MOMOIIBIO KOTOPOTO PYKOBOIUTETH MOXKET
boJiee YeTKO perjiaMeHTHPOBaTh CBOU Bpe-
MeHHBIE 3aTparThl.

He cexper, uyTo oueHb OobIast 10J1s1 pabo-
Yero BpeMEeHM PYKOBOIUTEISI IIPUXOIUTCS
Ha MPOBEJECHNE BCEBO3MOXHbBIX COOPaHMiA
U coBelianuii. M 31ech uMeeTcst oueHb
OOJIBILION pecypc Ik SKOHOMUU BPEMEHU.

MnaHnpoBaHue coBeLwaHUSA

E CJIM TIepeN TIPOBEICHUEM COBEIIAHUST
PYKOBOIUTEb MOTPATUT HEKOTOPOE
BpeMsl Ha TIPEIBAPUTENIbHYIO TTOATOTOBKY,
TO CMOXET YOeIUThCs, HACKOJIbKO 3apaHee
CIIJTAHUPOBAHHBIE MEPOTTPUSTHUS OTIINYA-
I0TCSI OT CITOHTaHHBIX. [ToToMy, Tipexe yeM
MPOBOIUTH COBEIIAHUE, TTOJIE3HO OOPaTUTh
BHUMaHUe Ha HEKOTOPbIE MOMEHTBI.

MoBecTka AHA

ake KOpOTKasl YTPEHHSIS TUIaHepKa
npoiaeT ropas3no a3pdeKTuBHEE, eCliu




OPTAHMBALINS PABOYETO BPEMEHM

MEHeIIKep UMeEeT Tepell ool TNepedeHb
BOIIPOCOB, aKTyaJIbHbIX IMEHHO Ha JaHHBIA
MOMEHT, KOTOpble HEOOXOAUMO 3aTPOHYTh
py 00CYKICHWM 3aJaH1IA Ha TeKYI1iA pabo-

yuii feHb. Tem Goree BaXKHO UMETh IUIaH IpU ) oparl sp?
OHM K 50110‘

TIPOBEACHUN OoJee TIPOOOJKUTEIIBHBIX COBE-
ILIAHWI, KaCaIOLLMXCS CTPAaTCTUYCCKUX acCIICK-
TOB ACATCJIbHOCTU OpraHmn3anuu.

3aTtpaTbl BpEMEHU

acTo NP MPOBEICHUY COBEINAHMIA, TIe
I‘I TIPEAITONIAraloTCsT TUCKYCCUM M 00CYK-
JIEHUST pa3HBIX MHEHMI, HEBO3MOXHO TOYHO
TIpeyranath, CKOJIBKO MIMEHHO BPpeMEHH
ITOHAT00UTCST Ha PACCMOTPEHHE TOTO VU
MHOTO BOIpoca. B Takux ciydasix pyKoBO-
JIUTENb TOJDKEH OIPEACTUTD IJIsT CeOsT MaK-
CUMAJTbHBIN TIPOMEXYTOK BPEMEHH, KOTO-
PBINi OH CMOXKET OTBECTH Ha OOCYKICHIE
KakIoro BOITPOCa, ¥ CTPOTO MPHIACPKHI-
BaThCsl YCTAHOBJICHHOTO perjlaMeHTa, MHave
COBEIlIaHME MOXKET 3aTSTHYThCS 10 OECKO-
HEYHOCTH, a Pe3yJIbTaThl TaK 1 He OymyT
JIOCTUTHYTHIL.

YeTtkocTb HOPMYNIMPOBOK

PU COCTABJICHUHU IlJIaHA UM ITOBECTKU
JIHSI COBELIAHUsI HeOOXOIMMO YACIATh




KAK YTPAB/IATb BPEMEHEM

FCTEME  TRIWRTAT  BOSHAT Al

sérhhﬁeppnue moro’n"
 COBEWAHMS NO3BO-
;m;‘ obecneuuTs KoH-
?Tpom. 3a McnonHe-
HMEM peLleHmi
fii NOCAYXMT Aonon-
Humnu-nou rapak-.-

BHUMaHUE TOMY, YTOObI TTYHKTBI TTOBECTKHU
ObLTH chopMYIMPOBAHBI KaK MOXHO OoJiee
npeameTHo. Hanpumep, ecau npeanosnara-
€TCsl YIeJIMTh BHUMaHUE OOCYXIEHUIO CIO-
CcO0OB MOTMBAIIMU PAOOTHUKOB TMPEATpYsi-
THSI, TO BMECTO 000OIIAIOIIIEH
(hOpMYJIMPOBKU «pacCMOTPETb JTOTOIHM-
TeJIbHbIE CIOCOObI CTUMYJIMPOBAHMS TPyJda»
ropasno 6onee 3 GEeKTUBHBIM OKaXETCS
KOHKPETHBII repeyeHb BO3MOXKHBIX CIIOCO-
600B. O0OcyxIeHUe MoNAeT ObICTpee

U pe3y/bTaTUBHEE, €CJIU JaHHBIN MTyHKT
TOBECTKU OyIeT BBITJISIACTh MTPUMEPHO TakK:
«BbIOpaTh HauboJiee MpUeMIIeMbIe CTIOCOObI
JTOTIOTHUTEJIGHOTO CTUMYJIMPOBAHUS U3
CIICIYIONINX:

M NPEeMMpPOBaHUE 3a NEePeBLINONHEHNE HOPM
~ BbIpaboTky;

Eﬂ' NoKBapTa/IbHOE, NONYroa0BOe, FOA0BOE
. npemMnpoBaHue;

M 6ecnnaTHoe nuTaHue;

M YacTMYHast onaTta MeOVLIMHCKUX YCIyr
CUT. O,

MopBeneHue UToros

I] ocJie TIPOBEACHUST COBEIIAHUST HEOOXO-
JIMMO 3a(pUKCUPOBATh €r0 Pe3yJIbTaThl,
TIPUHSTHIE pellieHUs], Ha3HAYCHHBIC 3aMaHusI




OPrAHU3ALIUA PABOYEIO BPEMEHM

C YKazaHUEM CPOKOB MCITOJHECHMUA U OTBET-
CTBCHHBLIX JIULI.

Fpadukn npoeeaeHua pador

JIAHMPOBaHUE COBELIAHUI, COCTaBIIE-
H HUe pacrucaHusl paboyero IHsI, MJIaHOB
Ha HeJeJI0 U MecsIl TO3BOJISIIOT OPraHu30-
BaTh pabOTy B paMKax 4eTKO OIpe/ieseH-
HbIX KaJIEHAAPHBIX MPOMEXYTKOB.

Ho naneko He Bce paboOThbl B OpraHU3alUuKN
HaYMHAIOTCS C TIEPBOTrO YKc/a Mecslia

U 3aKaHYMBAIOTCA TPUALIATH IIEPBOTO.
BoJbIIMHCTBO TTPOM3BOACTBEHHBIX IIUKIIOB
U pa3pabaTblBaeMbIX ITPOEKTOB HE MPUBSI-
3aHbI 110 CPOKAM K Havyajly U OKOHYaHUIO
Mecsila WM Tofa.

Hanpumep, npu cTpoUTEIBCTBE JOMA OTIpe-
JIEJIAI0TCA KaJleHOapHbIE CPOKY BBITIOTHE-
HUS TOW WA MHOW YacTu paboT U mapai-
JIEJTHHO C 3TUM COCTaBJISIETCS TpahuK
BPEMEHHBIX 3aTpar, HEOOXOMUMBIX JIJISI
3aBEPILLEHUS ITAIlOB CTPOUTELCTBA

B TIOPSIIKE OYEPETHOCTU: BO3BEICHUE
KOpOOKM, BHYTPEHHSIST OTIEJIKA, OCTEKIIe-
HUE, CO3NAHUE BHYTPEHHEN CUCTEMBI KOM-
MYHUKAIIWA, 37IeKTPO-, Ta30- U BOJOCHA0Xe-
HUE UT. 1.

Takum o0pa3oM, MEHEIKEp UMEET Ieper,
co0oli rpacuK, Iie yKa3bIlBaeTCs BpeMsl,

lipome paspa-
Botiin Kaneroap-

HbIX NAGHOB,
08biuHO cOCTaR-
ARlOTCA rpacnkn
nposeneHnsa Tex
MAH MHBIX pabor,
HeobXoaNMbIX
OAA YCNEeLHOTo
OCYLUECTBACHNA
NpOM3BOLCTBEH-
HOTO MpoLecCa.

MapannensHoe
HCNONb30BAHKE
rpadmkos npoee-
Aexus pabot
M KaneHAapHbIX
MNaHOs NO3BO-
nser 6onee yetko
peryn1posarhb
BpeMeHHble 3a-
TpaTLl HA BECh
npouecc.




KAKYNPABNATL BPEMEHEM

HEeoOX0IUMOe, HarpuMep, IJIS IIOJTHOM
BHYTpPEHHEN OTIEIKM J0Ma, U KajleHaap-
HBII IIJIaH, [Ie YKa3aHbl CPOKU OTACIKU
Kaxzoro noawesna. Eciu, Hampumep, rpa-
¢urKoM MperycMOTpeHa ToJIHasl OTAeKa
MISITUIIOABE3IHOTO ToMa 3a 60 THei, To
MEHeKep, TUIaHUPpYs Hayajao paboT

C TIEpPBOTO YKCia Mecslia, MOCTaBUT 3a/1a-
HUe Tepe ITOAYMHEHHBIMY 3aKOHYUTD
OTJIEJIKY MepBOro Moabe3na

K 12 uucay.

YuutbiBasi, YTO MOYTU BCErda BO3HUKAIOT
KaKue-JI1M00 OTKJIOHEHMSsI, MEHEIKep
MMEET BO3MOXHOCTb COKPaTUTh CPOKU
BBIIIOJIHEHUSI PA0OT HECIOXKHBIX U MPe-
CKa3yeMbIX, BbIIEIMB 3a CUET 3TOTO pe3epB
Ha HeIpeaABUIECHHbIE 3aTpaThl BpEeMEHU
JUIST pabOT CJIOKHBIX U UPEBAThIX HEOXU-
NaHHOCTSIMU. TakuM o0pa3oM, XOTsI
KaJIeHJAapHbIe CPOKU 1 OyIyT BapbUpPO-
BaTbCs, HO BCS COBOKYITHOCTb pabOoT OyneT
BBIIIOJIHEHA B CPOK.

I'maBHOE 31eCh — HE CIIMIIKOM YBJIeKaTh-
Csl, MBITASICh TIPEAYCMOTPETh BCE BO3MOXK-
HBIC HIOAHCHI OYIyIIero, a IOMHHUTb, YTO,
00eCITeYnB BBITOJIHEHUE BasKHEHIIINX
3a1a4, JIErKO JOOUTHCS BBIMIOJTHEHUS

U BTOpOCTeNneHHbIX. OMHAKO, PaCIbLISIS
CBOE BHUMAaHKE Ha MTOAPOOHOCTU, MOXKHO
0Ka3aThCsl y pa30UTOro KOphiTa, He




OPrAHU3ALIMA PABOYETO BPEMEHA

JOCTUTHYB HU CTPATCTUYCCKUX, HU TCKY-
X peE3yJabTaToB.

NPABUNO NAPETO

00IIIEM CJTydae 3TO IMPABWJIO TJIACHT,

yto 80% pE3ybTaTOB CUCTEMBI 00ECITe-
yuBatoTcst 20% mpolieHTaMu 3aTpaT. DToT
3aKOH OBUT BBIBEACH UTATBIHCKIM 3KOHO-
muctoM Bumedpeno IMapero B XIX Beke.
W3yuas pacnpenesieHre 00rarcTs, OH 00pa-
TWJ BHUMaHUE Ha TO, YTO OOJIbIIAS 9acTh
CPEICTB COCPENOTOYEHA B pyKaX MEHBIIIEH
YacTU HAaCeJICHUS, M U3 3TOTO BBIBEII ITPO-
nopumo 20 : 80, KoTopast WIITIOCTPUPYET He
TOJIBKO pacIipeie/ieHue 00rarcTB, HO
M JOCTaTOYHO IMTUPOKUI KPYT CaMBIX Pa3HO-
00pa3HbIX SIBJIEHUIA.

ITpuMeHUTETBbHO K UCITOIh30BaHUIO Pabo-
Yero BpeMEeHHM JTaHHBIN 3aKOH O3HAYaerT,
yTo UIb 20% BpeMeHU, 3aTpayeHHOTO
Ha BBITIOJIHEHKE ONPEACIEHHOTO 3aaHus,
00ecreunBaOT MaKCUMAaITbHBIN 3 GEKT.
B nmanbHelieM KOJM4eCTBO YCUIIMMI, pac-
XOAYEeMbIX Ha TOJyYeHUEe eTUHUIIBI
MOJIE3HOCTH, BO3PACTAET, U B KOHILIE KOH-
LIOB OKAa3bIBAeTCsl, UYTO TMOJIydaeMble
pe3yIbTaThl abCOMIOTHO HealeKBaTHBI
3aTparam.

Bpemst A0OUTHLCS! XOTh
A HE WIEANbHOTO, HO
@gmne Np1eMNeMoro
peaynetara. Ecnv xe asl
Gyaere npononkars
%@@w NbITAACh MoMmy=
3% COBEPLISHHO PO
Hulh exoBED», TO, NOTPAS
?&amonbxo [Heit Ha
WHTEHE'HHB 3ame-
¥ CTPUXKY, NOMYSM-
“ge NpUBNM3UTENLHO TO
g;xa Camoe, HO YXKe 33

Topaano Gonbuwylo LeHy
Bﬂl._I.IEI‘O BPREMEHK

19&3




KAK YNPABIIATL BPEMEHEM

BaxHeuve
BLIBOAbI

Ecnu yepes 10
MUHYT pa3rosopa
KNMEHT NOATBEPX-

AJeT CROe coraacue
HO CAeNKY, He
HYXHO TPATHTL elle
nOAMacCa, paccko-
3bIBAR, KAK EMY
noseano. Jto

BPEMA MOXHO NPo- |

BECTH rOPU3R0
appexTusHee, no-
ABITABUMCE AOBHTL-
Cst cornacKus o1 gpy- :
THX KAMEHTOB.

AonyuweHua

BaxxHeunwwiue BbIBOObI

I MEHeIKepa mpaBuiio Ilapero
TTOJIE3HO TEM, YTO HATAJIKMBAET Ha JBa
OUYEHb BAXKHBIX BBIBOJA.

He ciaexyeT ctpeMuTBhCS Yepecuyp
THIATEJIBHO JeJIaTh BCe Jdea

3,Z[CCI> y2Ke YIIOMMHAIOCh 00 oIpesese-
HUY TIPUOPUTETOB U OYEBHITHO, YTO
CITMCOK JIeJI, UMEIOLLIMX TTEPBOCTENEHHYIO
BaXXHOCTb, OyJeT HEOObIIMM. DTa rpymnmna
3aIaHUI U eCTh Ta paboTa, KOTOPYIO Clle-
ayet nenath Ha 1009, MOCKONBKY OT TIIA-
TeJIbHOCTH VX BBINOTHEHUS 3aBUCUT JOCTHU-
JKeHMe OCHOBHBIX 1ieNieil opraHu3armu. Bee
npouue JeJia COBCeM He 0053aTeIbHO Tpo-
paGaThIBaTh BO BCEX MOMPOGHOCTSIX, TPATS
Ha 3TO CBOE BpeMsl.




PABOMETD BPEMEHH

B kaxaom pene He06xop.MM0
onpeaenutb MOMEHT, Korpa oHo
OypeT cuMTaTbLC 3aBEpPLUEHHbIM

YIpaBJIeHIECKOI paboTe TPYIHO CO3-

JIaTh 3aBepIIEHHOCTb. MeHemkep
TIOCTOSTHHO HAXOMUTCST B TIOMCKE HOBBIX
WJIei, CTTIOCOOOB ITOBHITIICHMST 3(D(PEKTHUB-
HOCTH BBITIOJTHEHMST pa0dOT, M MHOTIA BCE
HOBBIE 11 HOBBIE UIEH, BO3HUKAIOIIIME B IIPO-
11ecCe BBITOJIHEHUS KaKOW-JI1M00 padoTHI,
MPUBOIAT K TOMY, 4TO 3Ta paboTa HUKAK He
MOXET 3aKOHYMThCS. UTOOBI M30eKaTh
3TOTr0, MEHEIKep MOJDKEH BCerna MpencTaB-
JISITh ce0e KOHKPETHBIN MTPaKTUIeCKUIA
pe3yJIbTaT, KOTOPOro HeOOXOAUMO JTOCTUYD
MIpY pellieHnM TaHHOM 3amaun. Kak Tojbko
TaKOl pe3yJbTaT JOCTUTAETCS, paboTy
cpasy Xe HYXKHO IPEKPaTUTh, TIOCKOJIbKY
TajbHENIIMe yCUIINS, 3aTpaueHHbIC Ha ee
BBITIOJTHEHNE, COIacHO mpaBmity [lapero
OyIyT MCITOIb30BaThCSI HEIPOMYKTUBHO.

Taxmm obpaszom, ripaBuiio IlapeTo emie pa3
MTOATBEPKIACT BAXKHOCTD ISl PYKOBOIV-
TeJIsl TAKOTO KauecTBa, KaK YMEHUE COCpeo-
TOYUTH CBOW YCUJIMS HA TJIABHOM, HE PaCITbl-
JISISICh Ha BTopocTeneHHoe. YeTko
0003HAUEHHBIE 1IeJTN TTPU ITPOBEACHUU TIPO-
(eccroHaBHBIX BCTPeU M OCO3HAHHAST
ITOCTAHOBKA BOIIPOCOB, HAa KOTOPbIe HEOOXO-
MO TIOJYYUTh OTBET TIPU U3YYEHUN

_ OPTAHW3ALINA |

o

wﬁmoa nestTens-

i gﬁgiﬁ’nonn (80%])
| sddexTusHoCTH,
K€ M B OTHOWIS-
MM kuqaopmau.un,
__ KoTOpYIO exep-

HesHO

e

HIAYHOTb MEHEe-

IANONOXMTSE, YTO
x?ﬁﬂub Hebonbwas

npuxonn'ﬂ.'l

epy, MOXHO




KAK YNPABIATE BPEMEHEM

fdame Hayuns-
LUNCh C MaKcH-
ManbHoH ahhen-
THBHOCTLIO
BLINOAHATDL CBOM
NoBCEOHEBHBLIC
npodeccrnonan-
Hbie 3a0aHMA,
MeHemKep He
Byoer soirAAceTH
B FAd3aX pPyKo-
BOLCTBA KaK
NepCnesTNBHLIA
pabotuni, ecan
OH HE CTPEeMNTCA
K YEMYTO elue.

nHMOPMALINK, TTO3BOJISIT B IEHCTBUTEITb-
HOCTHU TTOJIYyYUTh MAaKCUMAJIbHBIE PE3YJIb-
TaThl, 3aTPATUB MUHUMAJIBHOE KOJIMYECTBO
BPEMEHU Y YCUJIUIA.

AonyuweHunsa

0 3TOT 3aKOH MMEET U JIPYTYIO CTOPOHY.

CocpenoTourB CBOe BHUMaHUE UCKITIO-
YUTEJIbHO Ha TIPUOPUTETAX, MEHEIKEP PUC-
KYeT OKa3aThCsl CPEeIU CJIUIIIKOM OrpaHM-
YEHHOT'O Kpyra SIBJICHUI, YTO YpeBaTo
VITyLIEHHBIMA BO3MOXHOCTSIMU Pa3BUTHSI.

[MosTOMYy OrpaHMYMBATEL CBOIO JIESATEITb-
HOCTB TOJIBKO TEMU BOIIPOCAMU, KOTOPBIE
WMEIOT CUIOMUHYTHYIO TIPUKJIATHYIO BaX-
HOCTb, HE CTOMT JaXKe B TOM CJiydae, ecliv
3TO OOBSICHSICTCSI 9KOHOMUE BpEMEHU.
Bcrpeuasich ¢ moapMy, HUKOTIA HEJTb3st
3apaHee 3HaTh, KTO IMEHHO OKaXKeTCsT HaM-
0oJTee TTO3UTUBHBIM COOCCETHNKOM, a N3Y-
yast THOOPMALIMIO, MOXHO BBIICIUTD TS
campble Tioste3HbIe 20% He paHbIlle, 9eM U3y-
yuB Bce 100%. [103TOMY K MCITOIB30BaHUIO
JTAHHOTO 3aKOHA HEOOXOIUMO TOIXOIUTh
TBOPYECKMU.

MeHemkep, OpUEeHTUPOBAHHBIN Ha pa3BU-
THE, BCErAa CyMeeT MPeayCMOTPETh
B cBOeM TpacduKe BpeMsI He TOJIbKO Ha BaX-




OPFAHW3ALWSE PABOYENO BPEMEHW

Hevie 20% nel, KOTOpble 00eCIeYnBalOT
80% pe3ymbTaToB, HO M Ha TIPOYME 3aHS-
TUS.

NNAHUPOBAHUEJINHHOIO
PA3BUTUA

CTpeMHCb MOBBICUTH 3P (PEKTUBHOCTh
HCIIOIBb30BAaHMS CBOETO Paboyero Bpe-
MEHU, MEHeIKep Ha OTpeAeIeHHOM 3Tarle
CTAJIKUBAETCSI C MPOOJIEMOI U3MEHEHMSI
CBOMX TPYIOBBIX MpUBBIYEK. M3ydas 3a-
TpaThbl BpeMEH! B TeUEHUE JHSI, PYKOBOAU-
TeJIb HeU30eXKHO MIPUIET K BBIBOLY, UTO
KOJIMUECTBEHHOE COKPAIlEHNE BPeMEHHBIX
MPOMEXYTKOB, OTBOAMMbIX Ha Ty WJI UHYIO
paboTy, He TaeT CIIMIIKOM IJI00ATbHBIX
pe3ysbTaToB. YTOOBI CUTYALIMIO C 3KOHO-
MUel BpeMEeHM MOXHO ObLIO OLIEHUTb KaK
peasibHbIIA TTPOPHIB, HEOOXOAUMBI U3MEHE-
HUSI KAYeCTBEHHBIE.

M 31ech pyKOBOIMTEIIO HEOOXOMUMO 3ay-
MAaThCS He CTOJIbKO HAJl TEM, YTO OH JeTaeT
B TeUeHHe PabOYero THS, CKOJIBKO Hall TeM,
KaK OH 3T0 AenaeT. JIpyruMu clIoBaMu, OH
JIOJDKEH TIOIPOGHO PacCMOTPETh CBOM TPY-
JIOBBIE HABBIKY U TIPOM3BECTH X OLIEHKY

€ TOYKHU 3peHUs 3PPEKTUBHOCTH U BO3MOX-
HOCTE yCOBEPIIEHCTBOBAHMS, T. €. OIpele-

OBijenie
KONNEramu, yre-
HHe nuTepaTypsi,
B TOM uYnMcne M cne-
" HQNBHON, BHUMA-
;Hua K npobnemam
 NOPUHHEHHBIX XOTH
. M HE CKA3bIBAIOTCA
 HeNOCPeACTBEHHO
| HG NPOM3BOAMTENb
' HOCTH, HO CO3ATIOT
. KomopTHYIO

_ armocdepy, ynyu-
| WAIOT NCHXONOTH=
| HeCKuWit KnMmMaT
| B OPTOHM3AUMM
M B peaynsrare
aborator Ha Ty %e
NpoM3soanTEns-




JIUTB JJ1s1 ce0s1 HaIpaBJIeHUs! TUYHOTO Mpo-
(hecCMOHAIBHOTO Pa3BUTHSI.

AHanNU3TPYAOBLIXNPUBbIYEK

B BISIBIIEHWE CBOWX TPYJOBBIX MPUBbIYEK —
3a[1a4a, KOTOPAsl TOJBKO Ha MEPBbIA
B3IJISII MOXKET MoKa3zatbes mpocTtoit. Kak
MPABWIO, YEJIOBEK HE 33yMbIBACTCS HaJL
TeM, KaK OH paboTaeT, OH MTPOCTO BBIMON-
HSIET 33JaHKe, U YaCTO EMY JIAXKE B TOJIOBY
HE MPUXOIUT, YTO T€ WU WHBIE ACUCTBUS
MOXHO TPOU3BOJIUTH KakK-To nHayve. [To-
3TOMY MBITAThCSI BCIOMHUTB, UTO XK€ U3
MOBCEIHEBHBIX JIEVCTBUIA MOXHO OTHECTU
K TPYIOBbIM HaBbIKAM, — 3aTes COBEP-
LLIEHHO Oecrofie3Hast. DTY HaBBbIKY y3Ke
CTaJv Balllei BTOPOW HaTypOi, Bbl IPUME-
Haubonee npocras ISR MX, HE Tymasl O HUX, U, MbITASICh YTO-

W PE3ynsTaTMBHAS TO MIPUIIOMHUTD Ha 3TY TEMY, TOJIBKO 3ps
U B LD ERUERGEE oTepsieTe BPeMsl.

TeX, KTO XO4eT

OonpeaennTs CBoH Nwmes nepea riazaMm pe€ajbHylO KapTUHY
o LGRS (DaKTUYECKMX 3aTPaT BPEMEHH B TEUEHUE
PR R e Y UIMTENIBHOTO Nepuona (He MEeHee BYX-

DTS TPEX MECALIEB), PYKOBOIUTEIb YKE CMOXET

Sl e O TIOJYYUTh HEKOTOPOE TPEACTaBIeHNE
SOOVERE TS 0 CBOMX TPYIOBBIX HaBbikax. Ho eciu
SRS S OTHECTUCH K TAKMM 3aIllUCSIM TBOPYECKH,

' T . MOXHO B HECKOJIBKO Pa3 YBEJIMUYUTh UX

TOJIE3HOCTh U MOJIyYUTh ropazao dosee
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MOJIHYIO KAPTUHY CBOETO JIMYHOTO CTHIISK S P
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)

Monb3a goHeBHUKAa

elleHre JTHEBHUKA JaBHO BHIIILIO U3

Mompl, a HartpacHo. Crenyst n30MThIM
CTEepPeOTUIIaM, MHOTHE JyMAaloT, YTO BECTH
JTHEBHHMK — TPeporaTiBa CTapOMOIHBIX WU
CJIMILIKOM FOHBIX OapbIIIeHb, KOTOPHIM
0OJIbIIIe HeYeM 3aHSThCS.

Yr1o0OBI THEBHUK NEHUCTBUTEIHLHO OKa3aJICs
M0JIE3HBIM B OITpee/IEHUH U OLIEHKE CBOE
npodecCUOHAILHON MHANBULYAIBHOCTH,
HEOOXOIMMO OTBETUThH Ha HECKOJILKO

BOIIPOCOB OTHOCUTEIBHO TOr0, KaK UMEHHO BEKY, KOTOPbIiA X0ueT |
HYKHO JIeJ1aTh 3allUCH. . Donbllle yaHath
. 0 cebe camom,




KAK YNIPABNATH BPEMEHEM

Korpa 3anucbiBaTtb

e/IeHNe 3armceil 0 pacXoJOBaHUM Bpe-

MEHH caMo TT0 cebe TpeOyeT BpeMeHH,
1 MHOTHE PYKOBOIUTEIN CKAXYT, UTO Y HUX
1 6€3 TOrO HEeT HU CEeKyHIbI JIUIIHEH, a TyT
elle Kakoii-To qHeBHUK. [la 1 BooO1e (e1e
OOJIBIIION BOITPOC), OYIET JIM OJIb3a OT ITHX
neTckux 3a0aB? UTo MOXHO OTBETUTH Ha
ato? Jla, M3ydeHne BpeMeHHN TpeOyeT Bpe-
MEHU, HO, HEe y3HaB, KaK Bbl PACXOIyeTe CBOE
BpeMsI ceifuac, Bbl HUKOT/IA HE CMOXETE
y3HaTh, KaK 3Ke pacxoaoBaTh ero 3¢ GeKTUB-
Hee.

YECTHLIM.

[MosToMy, He OTBIIEKASICh HA 3MOLIVH, JTIy4Ilie
TTOTIBITAThCS ONPEACIUTh, He HAWAYTCS JIN

B TeueHue nHs 10—15 MuHYT, KOTma Bac He
OymmyT OECIIOKOUTD M BBl CITOKOMHO CMOXKETE
MTOIBECTU UTOTHY TTPOIEIaHHOM PaboThI

¥ 3a(PMKCUPOBAThH X MMCEMEHHO. DTO
MOKET OBITh BpeMsI TIepe]l YXOIOM C PaOOTHI
JTOMO¥A, KOT/Ia IIOMYMHEHHBIE Y3Ke Pa30-
LIUTMCh, BCE Jejia Tiepeie/iaHbl, B KaOHeTe
THUXO U aTMocdepa BITOJTHE TTOAXOIUT ISt
TOTO, YTOOBI HEHAIONITO COCPEIOTOUNTHCS

U BCTIOMHUTD, KaK MPOLIET IeHb.

BrionHe momoiieT Takke BedepHee BPEMST
JIOMa TIepe OTXOIO0M KO CHY. Jlake B caMbIX
IIYMHBIX CEMBSIX B 3T MUHYTBI OOBIYHO BCE
CTHXaeT M MOXHO YIEJUTb HEKOTOPOE




OPTAHU3ALMA PABOYETO BPEMEHW

Bpemst camomy cebe. [TpunomuHas Bce, 4To
MPOU30LLIO 32 IeHb, U OTPaxasi MUCbMEHHO
3TU COOBITHS, HEOOXOIUMO TTOMHMTD, YTO
3aMUCy BEAYTCS TOJBKO ISl IMYHOTO TOJIb-
30BaHUSI C LEJIbIO Harbosiee TOUHOIO OTpa-
JKEHHUsI COOCTBEHHBIX TPYIOBBIX MPUBBIYEK,
MO3TOMY HE CTOMT HU MPUYKpaIIMBaTh CBOM
MOCTYIIKU, HU CTapaThCsl 1IETOJbHYTh
CKPOMHOCTBIO.

Y10 3anucbiBaThb

TOOBI Ball MPOGeCCUOHANILHBIA THEB-

HUK cofiepXal Kak MOXHO OoJIbliie
10J1e3HOI MH(MOPMALK 1 ObUT MaKCH-
MaJIbHO KOHKPETHBIM U JIAKOHUYHBIM,
HEOOXOIMMO KaxXIylo 3alliCh pa3OUTh Ha
TPU ITO3ULIIN.

z :
4 i

1. Y10 UMeHHO Bbi oem,cm
pabore?

Lo
.

S

i

2. Kak Bbl OCYWECTBNANM 3TU AEiCTRUNAT

3. Nouemy bl BLINONHWNK 3Ty PaboTy MMEHHO
. 57

KakyBennuntbnonesHocTb
3anucen

TOOBI MTPOBECTU aHAIM3 U OLEHKY
3¢ (HEeKTUBHOCTU UCTIOIb30BAHUS Bpe-

Mogxons k kaxpon
M3 onepauuH,

BbINONHEHHbLIX 30
AeHb, C3THX TPex
TOHEK 3PEHMS, Bbi
CMOXETe He TOARKO
aaTs cebe nonHuiA
oryer o6 ucnonszo-
samruK ceoere pabo-
YEro BPEMEHH, HO
U CO3A0TH Npeano-
“ChINKKM Ang aHanm3ia
M OHEHKM sdpdekr
~  THBHOCTHM 3TDFO
KCﬂOﬂhS-QBﬂHHﬁ.




KAKYIIPABNIATL BPEMEHEM e

'. o

Cucrema ycnos- |

HbIX 3HOKOB

. BuicTpo BoHper

B NPUBbIYKY

Bosark ocobsix
YCHIUHA.

1 He Byger Tpe-

MEHH, COBCEM He 00s13aTeIbHO TOTrpY-
KATbCS B JJTUTEIbHBIC Pa3MBIIIUICHMS
OTHOCHUTEJILHO TOTO, YTO 3aITMCaHO

B BallleM JHEBHUKe. TaKylo OLIEHKY MOXHO
ClIeNath TYT Xe, B 3THX XK€ CaMbIX 3aIlUCsIX.
JJ1sT 9TOro HYXHO MPOCTO MPUAYMaTh IS
ce0s1 HECKOJIbKO CIMBOJIOB, KOTOpBIE
OyIyT TTOKAa3bIBaTh BaM, HACKOJIBKO
XOPOIIIO WM TJIOXO BBIMOJTHEHA Ta WA
WHas 3a7aJa U ecTh JIM y Bac KaKre-To
3aMevyaHHs 110 TTOBOMY Crocoba ee BBIMOJ-
HEHUS.

YcnoBHbIe 3HaKm

TOOBI HE CJIUIIIKOM 3a0MBaTh cede

TOJIOBY, CMMBOJIBI JIy4llle MCIIO/Ib30BaTh
caMble IpocThle. HarprmMep, BocKImaTe b-
HBIi1 3HaK, MOCTABJICHHBII B CKOOKAX ITOCIIe
YKa3aHHOI 3a1auli, MOXET 03Ha4aTh, 4TO
OHa, I10 BallleMy MHEHHIO, BHIIIOJIHEHA HA
«OTJIMYHO». A €CJIM 3aluCh MOMYEPKHYTA
MPSIMOiA TIMHUEH, 3HAYUT, IIPU BHITOTHEHUN
BO3HUKJIU IIPOOJIEMBI, HAll KOTOPBIMU CJle-
JIyeT TIOPa3MbICIIUTb.

IMosb3a OT NpYMEHEHUSI CUCTEMBI YCIIOB-
HbIX 3HaKOB oueBunHa. [IpocMoTpeB cBou
3aMMCH 32 HECKOJIbKO He/leNb, Bbl MOTYyYUTE
SICHYIO KapTHHY, OTPaKalollyro Ballld UHAM-
BUIyaJIbHbIEC TPYIOBbIE MTPUBBIYKH, a TAKXKE




OPTAHM3ALING PABOYETO BPEMEHW

JIOCTOMHCTBA M HEMOCTATKWM UMEHHO BalllX
TPUEMOB B padoTe.

Pe3ynbTaTbl

MpeIeIUBIINCH C TeM, KaK 1 KOrAa BbI

Oynete nenaTh 3alycHu, HEOOXOAMMO
3aIaCTUCh TEPIICHUEM U B TEYCHUE HECKOJIb-
KX HeZleJIb aKKYPaTHO 3aIl0JIHSITh CBOit
JTHEBHUK, He TIPOITyCcKasi HUA THS, He Jeast
cebe 1o0IaKeK U He MbITasiCh OObSICHUTD
CBOIO JICHb HemoMoranueM. Ecim Bbl caena-
€Te Bce KaK Halo, TO Yepe3 OTHOCUTEIBHO
KOPOTKMI1 TIEpHOJI BpeMeHU OyneTe BO3Ha-
TpaXIeHbI CTOPUIICH, ITOCKOJIbKY Ballli
3aIMCU TIO3BOJISIT OIPEIC/INTh:

Mnomo BPEMEHU 3 oﬁw.ero: Gio.wkera,
BUA pabor,

[# nponopumio, OTPAXaioLLYIo OTHOCHTENLHBI PACXOZ BpeMeHM Ha
OCHOBHBIE (YHKLWMKW, CBA3AHHLIE C YNPaBNEHHEM; . _

@? PAacxofl BPEMeH! Ha NOBTOPRIOWMECS ONepaLyy, CBRI3aHHbIE © nosce-

. OHEBHOW NpaKTUKOi;

e

Ha pasosbie YNpasnexyeckne AeHCTeus.

Kpome 3Tux 4yncTo MareMaTUyecKUx pacue-
TOB, Balll THEBHUK JaCT BaM Maccy IoJie3-
Hol nH(popMalu, He oAIaroIIeRCs

1M POBOMY UCUUCIEHUIO, HO HOCSIILIEH




RAKVTIPABIIATE BPEMEHEM

Anaansnpya
3anncy 8 oHes-
HMKE, MOMIHO
MBICAGHHO HapPH-
cosarb cede
THIMHYHYIO CXeMy
csoero pabouero
OHA N BLIABMTDL
BCE @€ He-
COCTATN K Y3Kkne
Mecra.

KauyeCTBeHHbIN XapakTep. HaBepHsika moso-
BUHY BBITIOJTHSIEMOU BaMU pabOThI 6e3
yiepoa Uil Jeia yIacTcsl MepernopyyuThb
JIPYTUM COTPYIHHMKAaM, a 3TO Macca CBOOO.-
HOTO BPEMEHHU, KOTOPOE MOXKHO OyzeT
MOTPATUTH C TOPA3A0 OOJbILEH O30,
TMOBBIILIAs, HATIPUMED, CBOIO KBaTu(purKa-
LIMIO.

AHanMs pabodero oHs
IIO JHE BHUKY

HMMAaTeJIbHO PaCCMOTPEB Te Jie/a, KOTO-
B pbIe IIPUXOAUTCS JeJIaTh B TCUCHHE THS,
MOXKHO CTOJIKHYTBCSI C YAVBHUTCIbHBIMU
OTKpBITUSIMUA. Hampymep, MOXKeT OKa3aThesd,
YTO MHOTHeE (PYHKIIMY BBI BBITIOTHSIETE TIPO-
CTO ITO TIPUBBIYKE, COOMIONAs HEKUI pUTyal,
HO HUKAKOW MPaKTUYECKOM MOJIEe3HOCTU
BBITOJIHEHWE 3TUX (DYHKIIMIA HE IIPUHOCHUT.

HHorna BBISICHSAETCSI, YTO PYKOBOIUTEIb
3aTpaTHJT BpeMsl Ha pellieHre onpeaeieH-
HBIX 3a1a4, He TIOAyMaB O TOM, YTO Pe3yJib-
TaThl OTHX 3a1a4 MOIYT IIOHANOOUTHCS €LIe
He ckopo. HarpuMep, BMECTO TOrO YTOOBI

B Havajie paboyero JHS MPOCMATPUBATh BCIO
KOPPECITOHAEHIINIO, Topa3no 3heKTHBHEE
[IOPYYHTh CEKPETAPIO PACCOPTUPOBATH
[MChMA U JOKYMEHTHI U MPEIOCTABISThH
HMHOOPMALIUIO [10 TOMY WJIM MHOMY BOIIPOCY




e OETAHVSALING PAE

MMEHHO B TOT MOMECHT, KOIJia 9TOT BOITPOC
CTaAaHOBUTCA aKTyaJIbHbIM.

Cxema aHanu3a

OCTaBMB Ha OCHOBE 3aIuceii B THEB-
C HUKE MPUMEPHBIii TepeueHb eXeTHEBHO
BBITIOJTHSIEMBIX pabOT, MOXHO MPUCTYMUTD
K MX pallMoHalu3aluu. BelmosHeHue padoT,
MEePEeYNCICHHBIX B BallleM CITUCKE, MOKHO
c/ienath HaMHOTO 6osiee 3(D(EKTUBHBIM,
€CJIM YETKO OTBETUTh Ha CJIEIYIOLIHe
BOMNPOCHI:

[#f B 4em 3aknioaeTcs NEHCTBUTENbHAS Lelib fanHOl pasoTh,
OHA Ha CAMOM [ENe, KakuMKu [0/KHbI ObiTb €8 pe3ynbrarhki, Hen

N BLINONHATL ee Gonee nNpPocTLIM crocobom;

PyosoanteAb
B NMEPBYIO ove-
peab OoAMeH
BLINOAHATL
CaMylio BamHYio
pabory n tpatnib
CBOE BPEMA Ha
pelueHne nNpHo-
PMTETHDLIX 3a0aY.

ﬂ'xaxoa YPOBEHb NPUOPUTETHOGTM AaHHOW paboTbi, ABNSETCA MM OHA
obnaarensHoi unu ee MOXHO BOOBLLE MCKNIOYWATL U3 NEpPeYHs exes-

HeBHbiX pabot;
(11 Moxo 1 pienerupos:

A2 pacory.

Ecnmu xaxnast u3 exXXeHEBHO BBIITOJIHSIEMBbIX
paboT OyAeT CKOPPEKTUPOBaHA C Y4eTOM
BCeX MEPEYNCICHHBIX ITO3ULINIA, TUIAHUPOBA-
HUe paboyero AHs OyaeT MPOMCXOIUTh
ropazno 3¢ dextruBHee. MMeHHO UcXoas U3
3TOT0 HY>KHO COCTaBJISITb OOHOBJIEHHOE,
0oJiee ONTUMAJILHOE PACIIMCaHUe CBOETO
paboyero aHSI.




KAK ¥TNPABNATH BPEMEHEM

Yr106bl HOBBINA
nnax 6ein no-

HOCTOAWEMY
3 dexTUBHBIM, OH
ponxen Buite rub-

MbkocTbNNaHa

JIaHUpOBaHUE pabovyero BpeMeHU He
H 03HayaeT, YTO HYKHO COCTaBUTh XECTKOE
pacrnucaHue, B KOTOPOM ITOMUHYTHO OyayT
pacTnicaHbl BCe Balllv IBUKEHUs, U TIpUIEP-
KMBAThCS €T0 BO UTO OBl TO HU cTajio. bonee
TOTO, TaKasi MOJIMTUKA CKOPee BCero MpUBeIeT
K HEMpPOU3BOJUTEIbHOMY PacXOJlOBaHUIO
BpEMEHHU, MOCKOIbKY KaKasi-HUOYIb 3ariia-
HUPOBaHHAs, HO HEOXUIAHHO COPBaBIIASICS
BCTpeYa MOXET MOCTaBUTb PYKOBOJUTENS
B TYIUK, U OH He Oy/IeT 3HaTh, YeM Xe eMy
3aHSITh 3TOT HETIPEABUICHHBIN MepepbIB.

PeanbHbiit miiaH 3¢ GeKTUBHOTO UCTIONIB30-
BaHUS CBOETO BPEMEHU JOJIKEH, KpOMeE
OCHOBHBIX, U3HAYAJIbHO HAMEUYEHHBIX LIEeJIEH,
npeaycMaTpuBaTh U JOMOJTHUTEIbHBIE.

B aTOoM ciydae, eciu CIyuuTCsl HeTIpeaBU-
NIeHHas OTMEHA KaKMX-JIM0O MEpOIpPUSITUH,
PYKOBOJUTEIO TOCTATOYHO OyHEeT MPOCMOT-
pPeTh CIIUCOK HAMEYEHHBIX TOTTOJHUTENb-
HBIX paboT, YTOOBI MOHSITH, KaK C HAMOOJIb-
LIEH MOJIB30M MOXHO UCIIOJb30BaTh
00pa3oBaBIINiICSI BPEMEHHON MPOMEXYTOK.

BpeMs Ha paboTy
C IOOYVHE HHBIMI

pomME I‘I/I6KOCTI/I, IIpu COCTABJIICHUU
HOBOTO OIITUMU3UPOBAHHOTO IJIaHA




OPIAHW3ALISA PABOHETO BPEMEHM

KCMOJIb30BaHUST pab0YEro BpeMEHU CIIEAyeT
0oJiee YETKO periaMeHTUpOBaTh BpeMsl Ha
paboTy ¢ MOMYMHEHHBIMU. JIJIsT 3TOrO
HEOoOXOIUMO:

MYCTaHOBVITb YEeTKO onpeneneHHblie Yacbl, B KOTOPble NMOAYNHEHHbIE
. MOryT 0bpaLLaTbCa K PYKOBOAUTENIO, Y OOBbACHUTb, YTO B APYroe
| BpemMsa OHM MOryT ero I'IOGECF]OKOI/ITb TOJIbKO B TOM Clly4ae, eCcsqin pevb
naet o6 3KCTPEHHOI nNpobneme;

MTpe6OBaTb OT MOAYUHEHHBIX KaK MOXHO 6GOJiee 4eTKOro Y KOHKPETHOrO
W3MIOXEHVS CYTU BOMPOCA, MO KOTOPOMY OHU 0BPaLLIAtOTCS K PYKOBO-
JVTENIO;

{Ef NPUHSATL 32 NPaBWIIO, 4TO, 0OPALLAACh K PYKOBOAUTESIO C Kako-nmbo
~ Npo6nemMoit, NOAYVNHEHHbIN AOMKEH BMECTE C 3TUM MPEOJIOKUTb
1 BO3MOXHbIE MYTU €€ PeLLEHUS.

CocraBbiisis OOHOBJICHHBI OIOKET CBOETO
paboyero BpeMeHHU, He0OXOIMMO MpoaHasIu-

3UPOBaTh, CKOJIBKO BPEMEHHU B MPOIILTIOM TAR
YXOMIUJIO Ha OLIEHKY BCEBO3MOXHBIX (haK-

TOB, HE MMEIOLIMX HETTOCPEACTBEHHOTO Pysosoonresn,
OTHOIIECHUSI K AeJTy, a TAKKe Ha MPUHSITUE KOTOPDLIA XOueT
YIPaBICHYECKUX PEIIEHUN, B KOTOPBIX HE HCMOALIORATD

ObUIO HeoOxonuMocTu. B HoBoM Oromkete
TaKUX HEMPOU3BOIUTEIbHBIX BPEMEHHBIX
3aTpaT HEOOXOIMMO M30erarhb.

CROE BPEMA
scppenrneno,
COANCH 3aHN-
MaTbCA TOABKO

NPaKTHUSCKHMA

WHora BHEIIHNE 06CTOATENLCTBA CKIIAMIbI-
BAIOTCSI TAK, YTO MEHEIKEPY KAXKETCS, UTO

B TOW WK UHOM chepe CBOe AesITeTbHOCTH
OpraHM3aLusl BOT-BOT MOXET CTOJKHYTHCSI BONPOCaMA.




KAK ¥YMPABIATL BPEMEHEM

Y106 npepoT-

BPUTWTL NOTEPH,
pyKoBOgHTE b
B ceoelt pabore
AOMKEH onu-
POTHLCH HO pediib- '
Hhie BOKTH, O He
| HQ MPenHyBCTEMA
. 1 pewars ToNEKo
Te npobneme,
KOTOpLIe ped-
CTBUTENEHO
CYui8CTRYIO!

¢ cepbe3HbIMM yrpo3amMu. OH HauMHaeT
MIPEATIPUHUMATD ISWCTBHSI ISl TIPSIOTBPa-
IIEHHs TIPEATOJaracMbIX yrpo3, U TYT BBISIC-
HSIETCSI, YTO CUTYyaIlisl BOBCE HE TaKasi KpH-
TUYECKasi U OH MOTPATWI BpeMsl 3psl.

OnTumusauusa pabouero gHs

pOaHaIM3MPOBaB CBOM TPYIOBbBIE MTPU-

BBIUKHM, OMPEEUB CIIOCOObI UX YCOBEP-
ILIEHCTBOBAHUS U pa3paboTaB HOBYIO, OoJiee
ONTHUMAJIbHYIO CXeMy TJIAHUPOBaHUSI CBOETO
paboyero BpeMeHU, PYKOBOAUTEIb MOIY-
YyaeT pealbHyl0 BO3MOXHOCTb JIJIsl TIOBBIIIIE-
HMS 39(DGHEKTUBHOCTU CBOEH yIpaBieHYe-
CKOI IeATeIbHOCTU U OTKPbIBAET IS ce0sl
HOBBIE MEPCIIEKTUBBI AaibHEMIero nmpogdec-
CHOHAJILHOTO POCTa.

2. METOAbI
MWHMMUNSALUNU
NMNOTEPUN BPEMEHMU

Mpolecce aHaau3a U pa3padoTKy
B HOBBIX, OoJiee 3¢ PEKTUBHBIX CITIOCOOOB
HCII0JIb30BaHUsI Paboyero BpeMeHU HeobXo-
MO IIPMHUMATH BO BHUMAaHKME HEKOTOPHIE
MpaKTUYECK1e PeKOMEHIALIUU, TTO3BOJISTIO-
LI CHU3UTh ITIOTEPU BPEMEHM.



OPTAHM3ALIUS PABOYETO BPEMEHW

G

B maHHOEe BpeMs B3aHmMaliTech i
A L . Pewue sonpoc,

TOJIBKO OOHNM M eJIOM

H OJTHOE COCPENOTOYEHNE Ha KOHKPETHOM
BOIIPOCE MTO3BOJIMT PELINTH €ro OBICTPO
1 C MAKCUMAJIBHBIM KOJIMYECTBOM I10JIE3-
HBIX pE3YJIbTATOB.

HecnoxHble, eXxeaHEBHO
nosTopsoLwmecs aena
posepuTte A0 aBTOMaTtu3ama

eliCTBUSI, KOTOPBIE TTPOU3BOIATCS HAMU
Z[aBTOMaTI/I‘IeCK[/I, MBI B KOHIIE KOHIIOB
TepecTaeM 3aMedath U, CJIeI0OBaTe/IbHO, He
TPaTUM HU BPEMEHU, HM YCWJIMIA Ha X
obmymeiBanme. Ho, pasymeercst, cHagama
Hy>KHO OY€Hb TIIATEIBHO MPOaHATU3UPO-
BaTh CBOM pabouMii AeHb, YTOOBI OIIpe/Ie-
JIUTh, KAKUMU UMEHHO HECIOXKHBIMU
JIeJlaMU HY>XKHO 3aHMMAThCSI CAMOMY U JIOBO-
JIATh WX JIO0 aBTOMATHU3Ma, a KaKue JIydIile
JIEJIETUPOBATh MOMIMHEHHBIM.

Bawe spemn |
NPHHAANEXHT |
TONLKO BOM, |
M TOMBKO Bl |
MOXeTe peLaTs, |
KAQK BaMm ero .
HMCNONbL3I0OBATH.

He BuHuTE Cce09, ecnu 4ero-To
He ycnenmn

q YBCTBO BMHBI CaMo I10 cedbe — daKkTop
KpaliHe HEMPOIYKTUBHBIN, U YK TEM
0oJlee HEYMECTHO OHO B pabodeit o0cTa-
HOBKE, TJIe OCHOBOM JIIOOOTO peIIeHMS T0JI-




KAK YMPABNSATL BPEMEHEM

JKEH OBbITh IIpeXie Bcero mparMatusm. ToT
¢axT, 4YTO BBl YETO-TO HE YCIIEIN, HE TIOBO
71 HEHY>KHBIX 9MOLIMIA, 8 CKOpee CUMITTOM,
MOKA3bIBAIOILMIA, YTO BbI TOJIKHBI YIEIUTh
JIOTIOJTHUTEIbHOE BHUMaHKe TUIaHUPOBa-
HMIO CBOETO paboyero MHsI.

9P PeKTUBHLIV HaYaNbHUK —
3P PeKTUBHBLIN NOAYUHEHHDBIN

axe ec/ii Bbl CyMeJIM HalTH uieanb-

HyI0 (hopMyJIy paboYero AHsS U HU
OIHOM MUHYTHI Balllero BpeMEHU He Mpora-
JIaeT 1apoM, 3TO HUYETO He AaCT MpH ILJI0-
X0 paboTe BalllMX MOAYMHEHHBIX. [1o-
3TOMY, BOCITUTBIBAsI ce0s1, MapauieIbHO
HY>KHO BOCITUTBHIBaTh X CBOMX ITIOMYMHEH-
HBIX, TIpuy4as 1 1ux 6ojiee 3 PeKTUBHO
CHPABJISITHCS CO CBOMMU O0SI3aHHOCTSMU
U 1aBasi TIOHSITh, YTO BhI KaK PYKOBOIUTEIb
Oynere TpeboBaTh OT HUX MOCTOSIHHOIO
COBEpIIEHCTBOBAHMSI.

He nbiTaTecb AOCTUYDb
coBepLUEeHCTBa

puCTyInada K O4€pe€aHOMY A€Ty, MCHE-

JIKEP OOJIKEH YETKO MPEACTABIATD cebe
JOITYyCTUMYIO CTCIICHDb €0 3aKOHYCHHOCTU.
Ecnu Bbl IIPOBOAUTE MPEABAPUTEIIbHYIO




_ OPTAHWM3ALMS PABOYErO BPEMEHW

BCTpEYy ¢ MOTEHIIUAIbHBIM KIIMEHTOM, COB-
ceM He 00s13aTelIbHO 3aKa3bIBaTh B TUTIOTpa-
Guu OyKITeT, MJUTFOCTPUPYIOIITI Balll
npemioxkeHus. JlocratouHo Oymer Habpo-
caTh UX OT pyKM Ha JIMCTKEe OyMaru v yro-
MSIHYTh B pa3roBope, a 6oJjiee JeTalbHO Mpo-
paboTaTh TOJILKO T¢ HAMPABICHUS, KOTOPhIE
KJIMEHTA 3aHTEPECYIOT.

Yuurtecob npaeuibHO4YUTaTb

VILECTBYIOT pa3IudHble TEXHUKHU

OBICTPOTO YTEHUSI, HO JIJISI PyKOBO/IV-
TeJIs BaXKHO HE YMEHME 32 KOPOTKOE BpeMst
MPOYECTh MAKCUMAaJIbHOE KOJIUUECTBO CTpa-
HMII, 2 YMEHUE BBIIEISITh B TEKCTE BAKHOE
U OTMETaTh BTopocTeneHHoe. Bo Bpemst ute-
HUS TIOJIE3HO JIeJIaTh 3aMETKU Ha TTOJIAX,
BBIICJISITh WIM ITOMYEPKUBATD TO, YTO TOKA-
3aJ10Ch BaM BaXXHBIM. Bce 9Tu niprieMbl
TIO3BOJIAT CAENIATh YTeHNE 3(POEKTUBHBIM
W TapaHTUPYIOT, 9YTO BHUMAaHWE OymeT
COCpeIOTOUEHO Ha MH(OpMAaIK, IeiCTBU-
TEJIHPHO HEOOXOMMMOM 1 TIOJIE3HOIA.

N3berante uepeMoHum

I 1 HOIJIAa PYKOBOAUTENIA XOTST MOKA3aTh
CBOIO BAXXHOCTb, MIOAYEPKUBAsT, UTO
00paTUTLCSI K HUM MOXKHO TOJIBKO Yepe3

MNpexge yem npo-

YyuTaTh 4To-nnbo,
Heobxoaumo
4eTKO ONnpegenuTs
ang cebs, aauem
BOM 3TO HYXHO
W HO KOKHe
BOMPOCH! Bbl

| xotenu Bel noay-
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| addexTnsHO, CXeMbl |
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YKTL OTBET, PO~
4UTAB AOHHYIO
KHUIY UAM CTATHIO.

Y1o6m pabouee spems
UCMOMb30BANOCH

B3aMMOIENCTBUR

C COTPYQHUKAMM
LOMKHbI BbITh MAKCK-
MaTbHO YIPOLLEHS,




KAK YNPAB/I5Tb BPEMEHEM

cekpeTapsi IMbo- 1o IpeaBapUTeIbHOMN
3aIKUCH, WIN YCTAaHABIIMBAIOT CJOXHbIC
MHOTI'OCTYIeHYaThle ITPOLIEAYPhl paCCMOTpe-
HUS I1eJ0BbIX Oymar. Takasi HoJIMTUKA He
TOJIbKO OTPULIATEJIbHO CKA3bIBAeTCsl Ha
JIOCTVKEHUH OOILMX LieJiell OpraHu3aluu,
HO U B OOJIBLLIMHCTBE C/IydaeB MelllaeT pabo-
TaTh camMmoMy pykoBoaurteao. Heobxomumo
TOJIbKO YIOPSIIOYUTh TaKMe KOHTAKThI, Ha3-
HayyB CIlelMaJIbHbIE Yachl, KOTIa KaxKabIi
PabOTHUK MOXKET 0OpaTUTBCSI CO CBOMM
BOIIPOCOM HEIOCPEICTBEHHO K PYKOBOIM-
TeJo.

He Toponutechb

«[Tocmeniaii MeaIeHHO» — FOBOPUT
MOCJIOBULIA, U C HEl TPYAHO CIIOPUTb.
CrokoitHoe, pa3MepeHHOE BITTOJTHEHME
3aruIaHUPOBAHHBIX 3aJaHUI — 3aJI0T
YCIIENTHOTO JOCTUXKEHUSI HAMEUEHHbBIX
pe3yabTaToB. B cocTosiHuM LieliTHOTA, Koria
OUEBUHO, YTO paboTa He Oy/eT BbITOHEHA
B HAMEUYEHHbBIE CPOKU, KPOME BPEMEHHBIX,
NIEVCTBYIOT ellie U Ticuxoornyeckue dax-
TOPBI, U3-32 YETO MHOTOKPATHO BO3pacTaeT
BEPOSITHOCTh cOBepIlieHUsT olmook. [To-
3TOMY JIy4llle BCEro Jiesa A0 TaKOro COCTOsI-
HUS HE JIOBOJUTD, a €CJIM YK aBpaJibHast
CUTYyallUsl BO3HUKJIIA, HY>KHO MOCTapaThCsl




OPTAHW3ALIWA PABOYEIO BPEMEHW

CKOPPEKTUPOBATh TIEpPBOHAYAIBHBIN TUIaH

M TIEPECTPOUTH PabOTy TaK, YTOOBI MUTHUMU-

3MpOBATh OTPULIATENILHBIE TTOCIEACTBYS.
Kareropryecku mpoTHBOIIOKA3aHO B TAKMX
CUTYyalLIMsIX HarHETaTh aTMOocdepy U IMPoBO-
LIMPOBATh CBOMM ITOBEICHUEM ellie 00JIb-
IIyI0 HEPBO3HOCTb.

AKTBHee ucnonb3ymnrte
OPrTeXHUKY

OBpeMEeHHasl TPOMBIIIIJICHHOCTD BhIITyC-
KaeT OrpOMHOE KOJIMYECTBO BCITOMOTa-
TEJIBHBIX CPEICTB, TTO3BOJISIONINX PYKOBO-
nmremo 3¢ GeKTUBHEE OPraHN30BaTh CBOM
MPOM3BOACTBEHHBI Mpoliecc. Crona OTHO-
CATCS U CJIOKHBIE TEXHUUYECKUE CPEICTBA,
TaKue KaK KOMITBIOTep, KCEPOKC MU CKa-
Hep, 1 OObIKHOBEHHBIE HACTOJIbHBIE KOH-
TOPKU WM Pa3HOLIBETHHIE MAITKK, KOTOPBIE
MTO3BOJITIOT COPTUPOBATh JOKYMEHTALIVIO
¥ OBICTPO HAXOIWTH T¢ OyMarv My MIChMa,
KOTOpbIe HEOOXOOUMBI B JAHHBII MOMEHT.

NMnaHupyinTe CBOM OTAbIX

TOBIXaTh U PACCIAONIATECA HYXXHO

TOI/IA, KOT/IA Bbl YCTAIM, a HE TOIJA,
KOTI/Ia TTOSIBUTCS BO3MOXHOCTh. Cpenu
HaIpsDKEHHOTO TPYIOBOTO JHA OHA MOXKET

Sddexruanuin |
MeHepxep He
 BONXeH npexe- |
6perurh BCMOMO- |
rOTeNbHLIMK Cpef-
CTBOMM, Beab |

Fe L Prrret TN m%@:@g&;@éﬁ_;

M OHM Npu Npa-
BHALHOM HCNOMb- |
* 30BQHMM NOMOTYT
8MY CBKOHOMMTb

HEeMano BpPeMEeHH.,

VIHorp.c"

AOCTATOYHO NPOCTO

30KPeITe TNA3a
M OTKMHYTBCA HO
CMHKY CTyNQ,

. utobbl nouyscTBO-
| BQTb MPUAMB HOBBIX

cHn.




BOOOIIIE HE MOSIBUTHCSI, IMOO K TOMY Bpe-
MEHHU BbI OyJIeTE TTPOCTO BAJIUTHCS C HOT.
YT10OBI HAa MPOTSKEHUH BCETO PabOYero
Teproa MOCTOSTHHO ObITh B TOHYCE, HY>XKHO
JIeJIaTh KOPOTKKE, HO IOCTATOYHO YacThle
TEpePbIBbI HAa pacciabiieHue.

CornacosBbiBaiiTe pacnucaHue

H JTaHUPYsI COOCTBEHHOE pabodee Bpems,
He cJieayeT 3a0bIBaTh ¥ O BPEMEHU JpY-
rvx. COTPYAHHMKY OTHOMN OpraHU3aIin
HAaXOIATCS B TIOCTOSTHHOM B3aMMOICHCTBUM
JIPYT C APYIOM, U, Ha3HAYast BpeMsl IJ1sT
BCTpEY WM COBEIaHMI, HEOOXOMMMO COIJia-
COBBIBAaTh €T0 C IJITAHAMU CBOMX KOJIIET U

¢ pacrnmcaHreM paboT CBOMX MOTYMHEHHBIX.

YmMenTe ckasaTtb «<HeT»

OTSBIB‘II/IBOCTL — TpPeKpacHOe KavyecTBo,
HO PYKOBOAMTEJb, KOTOPOTO OTPHIBAIOT

OT PabOThI MO KaKIOMY IMYCTSKY, HUKOTIa

Orpymaioline HE BBIMOJIHUT Tex 3a/a4, 1UIS1 KOTOPbIX OH
HAYYaTCA UeHMTb  mocTaBsieH Ha 3To Mecto. [1osToMy, BeTynast
Balue Bpema, B KOHTAKT C MOIYMHEHHBIMHU WU KOJLTE-

raMu, cpa3y YTOUHUTE, CKOJIKO BPEMEHI
YIM MOXET IIOHANOOUTBCS, ¥, €CITH B IAHHBIIT
MOMEHT BbI TAKMMH PEe3epBaMU BPEMEHH He
HEYID eno. pacrionaraete, epeHecuTe BCTpeuy.

KOINa YBMOAT, YTO
Bbl CaMn ymeete




JlioObute nopsaaok

HOT/Ia, aHAJTU3UPYs CBOe pabouee Bpemsi
M 3a IeHb, PYKOBOJAUTEJb C YIUBICHUEM
BUAMT, yTO noutu 10% ero yuuio Ha mepeso-
pauMBaHue U MepekaagbiBaHue Bopoxa
Oymar, Kydyeli HaBaJIeHHBIX Ha pabouyeM
crosie. KaxaoMy TOKyMeHTY — CBOE MECTO:
BOT MPaBUJIO, KOTOPOE MO3BOJUT OPTraHU30-
BaTh paboTy 3¢ HEeKTUBHO U UMETh HYXKHYIO
Oymary B pykax UMEHHO B TOT MOMEHT,
KOTZa B Heil BO3HUKJIa HEOOXOIUMOCTb.

Bcerpa ctaBbTe nepep cobon
uenb

B 03MOXHO, 3TO IJIaBHasl PEKOMEHAALUSA Npncrynan
110 3(pheKTUBHOMY HUCITOJIb30BAHUIO Bpe-

MeHu. Eciu BbI He CTpeMUTECH K TOCTUXE-
HUIO KaKO¥-JM0O0 €11, TO BaM He HY>KHO

K BLINOAHEHHNIO
paborbl, Heobxo-

BpeMs M Ha ee peanusauuio. [IoMH4 o noJ- QMmO 3HaTh TO'Y-
FOCPOYHBIX, CTPATETMYECKUX LENIAX, HEIb3A HBIA OTBET Ha
VIIYCKATh U3 BUIA U TEKyLINE, TIOBCEAHEBHbIE BOMPOC, 3aUeM

pe3ynbTarhl. [TocTOSIHHO nepxka B rojoBe
pe3yJibTaT, K KOTOPOMY Bbl CTPEMUTECH, BbI
He3aMEeTHO IJis1 cebsl OyneTe neiicTBOBaTh
HaMHOTO OpraHM30BaHHEE 1, HE pacTpaunBas
CBO€ BpeMsl IO MyCTsKaM, CMOXeTe Bce BHU-
MaHue W CUJIbI YACIUTh IJIABHOMY.

Bbl 370 AeAdeTe.




IMoranos C. B.
164 Kak ynipaensarts Bpemenem / C. B. [Toranos. — M.: Bkcemo,
2006. — 160 c.: 1. — (B kypce!).

Dra KHUIA A5 TeX, KTO X0ueT 2 HeKTHBHO YIPABIATE CBOMM BPEMEHEM.
Onuu yac — W Bbl B KYpCe, KAK CASNaTh Ball 1eHb MAKCHMANBHO MPOLYKTHB -
HBIM: YCHETh CAS/IATh BCE BAKHBIE 1e/1d U IPH 9TOM WMETh JOCTATOMHO BpeMe -
HH LA OTabIXa, PesyibTaT: Bhl BCe J€NAeTe NPABWILHO, ONepekas IPYrux U B
paBote, M B Mu3HM. JIYSIIME TEXHHUKH TAHM-MEHCAKMEHTA IOMOTYT BaM 10 -
ETHYL yCrexa!

WHTepakTHBHLIH NMOLXOL B W3JI0XKEHHW MaTepuana 1mo3posiseT GuicTpo
HATH OTBETH Ha MHTEpecylOllMe Bac Bonpock. HecTanaapTHuiii «npocTpaH -
CTEEHHBIH» NOAXOM K OCTPOCHHIO CTPYKTYPHI KHHUIH AE/IAET BOCNPHATHE TEKC -
Ta MAKCUMAIbHO OEKTHBHBIM.

Vuyurecs ynpasaath coboil ¥ cBOMM BpeMeHeM!

YIK 159.9
BBK 88.4

ISBN 5-699-18251-9 © 000 «M3parenneTso «Dxemos, 2006
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B KYPCE!

3T1a KHUra ans Tex, KTo xoueT aphekTusHo
ynpaensite CBOMM BPEMEHEM. ~ U Bbl
B KypCe, Kak caenartb Baw IEHb MakCUManbHO
NPOAYKTUBHBLIM, YCNEeBaTh CAENaTh BCE BAXHBIE
Aena v npv 3aToM UMEThb A0CTATOYHO BPEMEHWN
Ans otasixa. Pesynsrar: Bbl BCe aenaere npa-
BUNLHO, Onepexas apyrux 1 8 pabote, 1 B Xu3-
HU. Jlydlume TexHukn TaiM-MeHeIDKMEHTa no-
MOTYT Bam A0CTH4b ycnexa!

MNHTepakTueHbIA NOAX0A B N3NTOXEHUN Ma-
Tepuana no3sonseT ObICTPO HalTKU OTBETLI Ha
UHTEpecyloLme Bac BONpockl. HecraHaapTHbIA
«MPOCTPAHCTBEHHbLIN» NOAX0A K NOCTPOEHUIO
CTPYKTYPbI KHUTM AenaeT BocnpusaTue
TEKCTa MakCUManbHO 3 PeKTUBHLIM.

Yuutecs ynpaenartk cob60i n ceoum
BpeMmenem!
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