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CAMBITL O PAHUYCHH L

1. /[pyrep

Kakum nonxer 6bIThb ycriewHsrid, ag-
(PeKTUBHLIM meHeaxep? Pasymeercs, oH
ROMKeH 3HATL CBOE AeNno, yMeTsh yrnpas-
NATh, yMeTb CTaBMUTL LUenu u gobusarbes

ux. Ho ece 3tu kauectsa 6ecnonesmsr, ec-
N pYKOBOAUTESNb HEe YMeeT MpasusibHo op-
raHusosats csoe pabouee epema. Hepeans-
HO Ao6uTbCA ycnexa, ecrniv venosek He Mo-
XKeT rIaHUpPoBaTL CROE Bpema. 3TO OTHO-
CUTCA He TOMbKO K MEHeAXepam, HO U K
nopsm nobold Apyroid npogeccun, HO ans
mofel, YNpasnaowmMx ApYrumu paboTHu-
KGMU, 3TOT HaBLIK OCOBEHHO BaXeH, seAb
OH PACTIOPAKAETCS He TOSMbKO CBOUM Bpe-
MeHEeM, HO U uepes YeTKYH CUCTeMy fe-
penaum BLINOSHEHWUS 3G4aY CBOUM MOJYM -
HEHHLIM, elie U FUIaHUPYET UX Bpems.
Bpems - 310 TaKol xe pecypc, Kak u fo-
AU, CbIpbe, uUHaHcossle cpenctsa. Ho oo
6e3803BpATHO - €roO HeNb3s HAKOMUTL, ne-
penarb UK B3ATL B KPeauT, MO3TOMY BAXK-
HO HAYUYMTBHCS UCTONb3OBATL 8ro C MAKCU-~
maneHou ssirogou. He papom xe rosopsar:
“Bpems - geHbru”. 370 He npocTo cnosa,
AEUCTBUTENBHO, ecnu, Hanpumep, pabort-
HUK HEenpasuibHO Pacnopaanuiica CBOUM
BpeMeHeM, YCNOBUA KOHTPAKTA He 6blim
BLINOJIHEHBI B CPOK, PUPMeE NMpUBETCs fna-
TUTb WTPAp, YTOBLI BO3MECTUTL YBLITKM,
CBA3GHHLIE C NpocToem. Ycnex Kaxaporo
pyKOBOAUTENA 3ABUCUT HE TOSBKO OT MATe-
PUATIBHO - SKOHOMMUYECKUX BENIUUMUH, HO U OT
TOro, KGK OH PACTOPAXKAETCA CAMBIM LieH-
HEIM ROCTOsHUEM - BpemeHem. Pykosoam-
Tesb AOSDKEH CO3HATENbHO U CUCTEMHO MUC-
nosib3oBaTth CBOE Bpemsa, utober gobuearbes
MOCTABNEHHBIX Leneid.

Ipuuuns depuuyuma epemenu 3axnro-
UaOmMCeca 6 Cl1e0yrouiem.

Tocrosnnas cremxka. B cOCTOSHHM MOCTOSHHOI
CNCIIKH PYKOBOJMTEb HE YCNCBAET COCPEAOTAYUBATHCH
HA TOM 3aJa4€, KOTOPYIO OH BBIIOJIHACT B JAHHBIH MO-
MeHT. OH HIET 1O TOMY IMyTH, KOTOPBIH TIEPBHIM MPHIIET
HA yM, BMECTO TOTO, YTOOBI MOXYMATh O APYTHX, BO3MONK-
HO 00J1€E paLMOHANBHBIX CNIOCO0AX PELICHUS JAHHOMU 3a-
JIaYH.

OTCyTCTBHE YETKOrO pacupeacacHus padboT no
CTCIIEHH MX BHKHOCTH. [Ipu 3TOM pyKOBOAMTEIL HAYHHAECT
3aHAMATBCS HAUOO0IEE JIETKUMH H TPUATHBIMH, HC CTOJIb
BAKHBIMU JICTIaMH. B pesyabpTaTe y Hero He xaraer Bpe-
MCHH Hd PCHICHHUC KIIFOYCBBIX, NMCPCICKTUBHBIX 33,1a4.

Tocrosnsie nopabotku xoma. Tpya ynpassro-

LICTO OTHOCHTCA B ONPEICACHHOM MEPE K HHTCILICKTYA b~

HOH JIEATCLHOCTH, IIO3TOMY TPYIHO PA3ICIHTh YMCTBCH-

HBIC MPOLIECCHI, CBA3AHHBIC C 3TOU ACATCILHOCTHIO HA OCY-

LIECTBIIIEMBIE B paboyee H CBOOOIHOE BpeMs. ITO NPHBO-

JHT K IPOHUKHOBEHUIO PaOOYEro BpEMCHH B CBOOOIHOE.

Ipu 3TOM PYKOBOAMTENb HE YCIIEBAET OTABIXATH, YTO
CKa3bIBAETCA HA €10 PAOOTOCHOCOOHOCTH U 340POBbE.

“Bopsl BpeMEHH ™ — HENPEABH/ICHHbIC U 00YCIOB-
JICHHBIC HEAOCTATOYHBIM IJIAHUPOBAHUCM acia . Haubo-
JIe€ KPYIHbIE BOPbI BPEMEHH — 3TO TeIS()OHHBIE 3BOHKH,
HC3BAHBIC MOCETHTENH, AENA, 32 KOTOPHIC MEHEKEp Oe-
PETCA MOTOMY, YTO HE MOKET OTKA3aTh B pockOe. Bee 310
OTHHMACT MHOTO BPEMEHH U OTBJICKACT OT ACHCTBUTEIILHO
BAXKHBIX JCII.

CyeTauBocTb. DTO PE3yJIbTAT IUIOXOM OPraHH30-
BAHHOCTH JIH, & TAKKE HHOTJA 3aBHUCHT OT HMITYJIbCHBHO-
CTH M OCOOECHHOCTEH YCIOBEKA.

Cnabas motuBanus Tpysa. ClaeacTBHEM ABISCTCSA
HH3KAs MPOM3BOAMTEIBLHOCTD, YTO MOPOKIACT XPOHHYE-
CKYHO HCXBATKY BPEMCHH.
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Goiia nu pabora Heobxoanma? (ecim Gostee 10 % pabGoue-
ro BpemeHu OpLIO MOTPayeHo He Ha HeoOXONMYI0
paboty, 910 ropopuT 0 mpodiiemMax ¢ eIeruposaHuemM
v onpeiesieHneM NpuopuTeTos)

ObUIU 7TM OTNIPAB/IAHBI 3aTPaThl BpeMenwn? (ecrm fosee 10%
pabouero BpeMeHn COCTaB/IsiIn /iejla, 3aTPaThl BDEMEeHM Ha KOTOpbie He Onpas-
JaHbl, HYXHO MPOaHaTU3UPOBATL TPUUNHDL, 10 KOTOPLIM PacXo/1 BpeMenu Obit
C/TAILKOM BE/TUK M TIOCTapaThCst YUnThIBaTL ux B Oyiiyinen pabote)

ObI10 U 11e/1ecoo0pasHo BuinoHeHue padotsi? (ecin Bonee 10% pabouero Bpeme-
HY MONUIO Ha 3ajlauii, BHINO/THEHMe KOTOPhIX ObU1o Heuenecoodpasto, 3HaunT
HYKHO y/1€/1MTh BHMMAaHKe IUIaH1 POBAHIIO, OPraHm3alnm, camopean3armnm)

OLIT /1M CO3HATENHHO OTNPE/1e/IeH BPeMeHHOM MHTePBat /Uid BbINoIHenns padoTbr?
(ecrin Gonee 10% pabouero speMeny ObUIO TOTPAYEHO HA 3a/1a4¥, BPEMEHHON
MHTEPBAT BHITIOITHEHUS KOTOPHIX ONpenesica CIOHTAHHO, 3HAYUT, CYIIEeCTBY-
10T 1pobiemMsl ¢ TUIaHpoBaHueM pabodero Bpemenn).

Januwiume Kpumu4eckue
MOMeHmbL  eauien

0eAmenbHo
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3HAYEHWE NMOCTAHOBKW LIENIEV

MocTaHoBKa Lienel noMoraeT COpUeHTUPOBaTL AEUCTBUS U MOCTYMNKM Ha 3TU Lienu
1 Ha UX BbiNOMNHeHWe. [Ins 3TOro uerb A0MKHa ONUChIBAET KOHEYHbIN Pe3ynbTarT, a
He Te NeiCTBMS, KOTOPbIE HEOBXOAMMO BbINONHWTL. [laxe CaMblil lyHLumin Crocod
paboTbl 6e3HanéxeH, ecnm pykoBOAUTENb 3apaHee YETKO He 0603HauMN TO, K Yemy
oH cTpemutcs. Oco3HaHve CBOWX Lienen 04eHb 4acTo O3HaYaeT 3HauUTerbHYHo ca-
MOMOTUBaLMIO Anst paboTbl, T.K. Lenb AaéT AcCHOe npejcTaBneHne O TOM, B Kakom
HanpaBneHun HeobxoAMMO BUraTbCs.

HAXOXXOEHWE LIENEW

[ns Toro, utoBbl [OBUTLCA ycnexa HeOBXOAMMO NpaBurbHO BbIOpaTe Uenn. Y
KaKOOW PUPMbI, Y KKOOTO MEHe[Kepa eCTb OfjHa OCHOBHas, BaXKHEWULWas Lenb,
KoTopas pa3buBaeTca Ha MHOXECTBO HEBGOMbLLMX MPOMEXYTOUHBIX LENen H13LWero
YPOBHSI, [OCTVKEHNE KOTOpPbIX obecneyvBaeT AOCTKEHWe Lienn Gonee BbICOKOro
YPOBHS U, B KOHEYHOM cyeTe, BbiCLLen uenu. HyxHo ycTaHaBnmeaTth ACHbIe corna-
coBaHHble Mexay coboi Lenu, KoTopblie MOryT ObiTh 0OpallieHbl B HeNnocpeaCTBeH-
Hble gencTeus, YToObl UX MOXHO ObINO HENOCPEACTBEHHO NNaHMpPOoBaTh. YeTko on-
peaeneHHble, 3adMKCUpOBaHHble Ha Bymare Lienm asToMaTtnyeckv npuodpeTaroT
obs3aTenbHbI XxapakTep, nobyxaarT K NOCTOAHHOMY aHanudy, NepenpoBepke
peEBU3NN.

CUTYALIMOHHbIV AHAA3

Mpencrasnset coboii CBOEro poAa peecTp NMYHbIX pecypcos (CpeacTs AN A0C-
TWKEHWS Liene) 1 rno3BosseT BbISICHATb, YTO CreAyeT NoowpsTh (CUnbHbIe CTOPO-
Hbl) U Haa YeM ewé Hano pabotaTb (cnabble CTOPOHbI).

MyTém aHanmaa CBOWX CrOCOBHOCTEN MEHe[Kep onpeaensieT, yTto Boobiye OH
MOXET CAenaTb, T.€. KaKvM MYHbIM MOTEHLMANoM Ans AOCTWKEHUA CBOMX Lienewu
oH pacrionaraeT. C Apyroi CTOPOHbI, MEHeKep IOMPKeH ACHO NpeAcTaBnsaTh cebe
csou cnabocTn, 4Tobbl nsberatb AENCTBUIA, KOTOpble MOryT cnocobcTeoBaTth Npo-
ABMEHUIO NOAOBHBLIX KKA4YeCTB», UMK NMPUHSATE Mepbl K n3basneHnto oT aTNX Hejoc-
tatkos. [TOMOYb B 3TOM MOXET CocTaBneHve 6anaHca CBOMX KPYMHENLLINX Heyaad 1
MOPaXeHUI 1 BbIAENEHWe, CreACTBMEM OTCYTCTBUS KaKUX KadecTB OHW Obinwi.
«3HaTb cBOM CNaboCTn — 3HAYUT YKPENATb CBOU CUTMbHBIE CTOPOHbIY.

SOPMYIMPOBAHUE LIENEV

YcTaHoBKa CPOKOB BOMMIOLWEHNS Lienen 1 opmMynupoBaHue xenaembix pesynb-
TaToB. OTO MOCneaHssi CTyneHb NMpy MOCTaHOBKW Lenen, koraa hopMynvpyroTcs
KOHKPETHOE MPaKTUYECKUX Lenew AN Nocneayrowen ctagum NnaHnpoBaHns.
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BPEMEHH

UroBbl NPaBUMLHO BLINOMHATL CBOM (DYHKUMM U
CTMYL CBOMX uenen, ytobbi  nepenopyyarb MeHee
HBIE Aena, YMEeHbluaTh UX YWUCNOo unu OToABUraTh
' fonee nO3AHWE CPOKW, MEHEKep AOIDKEH ACHO
e CTaBNATL CBOW BPEMEHHOW OlofxeT W COBOKYM-
CcTb  3aaad. [nanuposanue npeacrasnser cobon
OEKT NPOLIECCOB TPYAA Ha NPeACTORLNA BPEMEHHOW

PUOL.

OCHOBHbIE IPABUNA NNAHUPOBAHNA BPEMEHN:

Coorsowenue (60:40),
bIT NMOKA3bIBAET MTO fyulle BCEro COoCTaBnsThb nnat

\LLib HA ONPEAENEHHYI0 YacTb pabouero spemenn (Ha
)%).

0BbITUS, KOTOPLIE TPYAHO NPefycMmoTpeTs, OoTBfe-
1oLme MOMEHTHI (‘nornoTuteny” BPEMEHU) HE MOTYT
JiTb 3aMMaHUpPOoBaHbl Lenukom 6e3 ocrartka

Ceepenue 3anad BOeanHO ~ finax AENCTBHN.

roBbl COCTABUTHL XOPOLUMA TNIaH pacxoja BPEMEHH,
PKHO BCErna UMeTh NpeacTasiieHue 0 npejcToaimx
enax. LlenecoobpasHo paspenute WX Ha A0Rro-
Ye[lHE- ¥ KPATKOCPOUHbIE 3aa4u, YCTaHOBUTL UX NpH-
WMTETHOCTL W ASNCTBOBATHL B COOTBETCTBUN C HEIO.

- PerynsipHoCTb ~— CUCTEMHOCTh — NOCNenosareNs:
CTh.

{af, NaHaMu BPEMEHN HY)XHO paboTaTte perynapHo v
ACTEMHO, MOCNEeAOBaTENbHO A0BOAS A0 KOHUA Hada-
e Aeno.

PeanuCrudHoe niasupoBaHne.

.£. NNaHNpOoBaTh HYXXHO TONbLKO Takon obvem 3agay, ¢

)TOPbIM MEHEDKEP PeanbHO MOXET CrpaBUTLCS.

. BocnonHeHue noteps BPEMeHH,
OCMOMHATL NOTEPW BPEMEHU NYYLLE N0 BO3MOXHOCTH

pasy, HanpuMmep nydylie OAuH pa3 Aonble nopado-
3Tb BEYEPOM, YEM B TEUEHWE CNEeayloLiero Lenoro
HSl HATOHATb YTPAYEHHOE HAKaHYHe.

. DUKCAUMS Pe3ynLTAaToR BMECTO SNCTBUN.
MKCUPOBATL B MIIAHAX HY)KHO Pe3ynbTaThi UMin Lenu ,
He NpOCTO Kakue-nubo AencTBus, YTo6bI yeunus Obl-
M M3HAYaNbLHO HanpaBneHbl HEernocpeACTBeHHO Ha
OCTIKEHME Lienu. 310 NOMOXKET usbexarb BHennaHo-
Ot AEATENBHOCTH.

. YOTaHoBMeHue BPEMEHHbLIX HOPM.

NbIT NOKa3bLIBAET, YTO Ha paboTy, KaKk npaswno, Tpa-
UTCS CTOSMbKO BPEMEHU, CKOMLKO €ro MMeeTcst B pac-
opshkerun. MoaTomMy cneayer 3anasarb TOYHbIS BPE-
IEHHbIE HOpMbI, NpeaycmarpueaTth B (U1aHe pPOBHO
TOMBLKO BPEMEHU HA TO WX UHOE [eno, CKOMbKO OHO
eicTBUTENLHO TPeByeT.

. CpOK MCNOMHEHWA.

iTo6bt uzbewarts NPoMeaneHus u oTknagbisaHua aern,
neayer yCTaHaBnuBaTb TOYHLIE CPOKM WUCMONHEHUS!
151 BCEX BUAOB AEATENbHOCTU.

. [lepepaboTka ~ NePEnpPoBepKa.

InaH HY)XHO MOCTOAIHHO nepepadaTeiBaTh U nepenpo-
epATb C TOUKN 3PEHUS TOTO, MOFYT M T€ WUIU UHbe
afaun GbiTh BbINOMHEHb! NOMHOCTLIO.

0. COrnacoBanne BREMEHHbBIX MIaHoB,

{10661 ycneuwHee NpeTBopsATh CBOM MnaHbl B MU3Hb,
jeHepKepy HeoBXoAuMMO COrnacoBbLIBaTh MX C nNnada-
AW APYTUX MIofen (cexpeTapiuu, HavanbHUKa, noayu-
JEHHbIX, KOSer).

OpraHu3auusi cBoero paboyero gHs A0MMKHa COOTBETCTBOBATHL
OCHOBHOMY NpuHuuny: “PaboTa formkHa NOAYNHATLCH MHE, a He
HaoBopot”. CyuecTsyer 23 npasuna, KOTOPbi€é MOXHO pasfe-
AWThL Ha 3 rPyNMbl: NPaBuna Hayana jAHs, OCHOBHOW YacTh AHSA U

KOHLA AHSA.
MMpasuna Havana aHs:
HAuYMHAaTh EHb C NO3UTUBHBIM HACTPOEHUEM;
HauuHanTe paboTy N0 BO3MOXKHOCTH B OHO U TO XKe BpeMs,
nepenposepka nnaxa AHs, COCTaBMIEHHOMo HakaHyHe
BHauarne — Knioyesble 3a1a4u;
npuctynatb 6e3 packauku,

cornacoBaTh NNaH AHs ¢ cekpetapém (oH Oyaet adpekTus-
Hee paboTaTb ¥ CMOXET OrpaanTb PyKOBOAWUTENSA OT He-

HY>KHbIX MOMEX);

YTPOM 3aHUMaTbCs CTIOXHBIMM W BaXHbLIMW Aenamu, T.K. no-
TOM MeHeaep 00bIMHO ObiBAeT 3aHAT Tekywumu aena-

MU;

[paBuna 0CHOBHOW YaCTU AHS:

Xopouas nogrotoska pabdotsb;

BnusitTb Ha duKcaumio CPoKkoB B COBCTBEHHbIX MHTEpecax;

MepenpoBepsATb BCE aKLMKU C TOUKU 3PEHUS UX Heobxoaumo-
cTw,

OTKNOHATH AONOSIHATENBHO BO3HUKAIOLLME HEOTNOXHbIE NPO-
onemsl;

W3BeraTtb HE3ANNAHUPOBAHHBLIX UMINYTLCUBHBIX 4ENCTBUN;

CBOEBPEMEHHO fAenaTh nay3sbl U cobnioaath pasmMepeHHbii
TeMN;

He6onblune OfHOPOAHbIE 3aAauy BbINOMHATL cepusimmu ( npu
3TOM TOMbKO OA4MH pa3 NPOBOAUTCA NOATOTOBKA U B TEYe-
HWUE ONPEAENeHHOr0 BPEMEHN PYKOBOAWUTEMNb 3aHUMAET-
CS OAHOPOAHON AEATenbHOCTbIO, Bnarofaps HenpepbIs-
HOCTM W KOHLEHTPMPOBAHHOCTW npouecca A0CTUraeTca
3KOHOMUSA BPEMEHMN);

PauuoHansHO 3aBepliatb Hauartoe (OTBreyeHue u nocne-
ayolwee Bo3sspaileHue k paborte TpebyeT HekoToporo
BPEMEHM, NOITOMY HA4YaToe AEn0 HYXXHO NMMBo A0BOANTL
[0 KoHUa, nubo npepbiBaTh B LienecoobpasHom MecTe)

MCrnonb30BaTh HE3annaHnpoBaHHble BPEMEHHbIE NPOMEXYT-
K1 ANSA NOATOTOBUTENBHO MU PYTUHHOW AEATENbHOCTH;

PaGoTaTh aHTULMKAWYHO ( T.€. B Ha4ane AHA LenecoobpasHo
3aHUMAaTBLCA BaXHelummu 3agadamu, a B bonee Gecro-
KOMHBIV Nepuos - ienamMmn MeHee BaXHbiMu);

BblkpanBaTh CNOKOWHbLIN Hac;

KOHTpONupoBaTh BPEMSA ¥ MNaHbl;

Mpasuna 3asepiueHus paboyero gHs:

3asepLunTh Ha4yaTbie HebonbILKME Aena;

KoHTpOnb 3a pe3ynbtatamu U CAMOKOHTPOIb;
[naH Ha cneayoLwuii AeHb;

Kaxxabivi A€Hb AOMKEH UMETH CBOIKO KYNbMUHALIMIO.





