Tema 9. OpraHusauusa u payuoHanbHoe

ynpaBneHne pabo4yum BpeMeHeMm




[1naH nekunun

OcHoBHas uenb ynpasneHusa padboymm BpeMeHEM.

Buabl 3aTpaT 1 notepu pabo4yero BpeMeHm
yrnpaBneH4YecKoro nepcoHana.

JTanbl yrpasneHnsa pabo4ynm BpeMeEHEM.

MeToabl U3yvyeHunst cogepxaHua Tpyda u 3atpart
pabo4yero BpeMeHu.

CTpyKTypa 3arpar paboyero BpeEMEHM rnpu BbINONMHEHUU
yrnpaBfieH4eCKnx ornepauuun.

AHanna rnomex: Buabl MOMex, NMPUYNHDbI NX
BO3HMKHOBEHUA U BO3MOXHbIE MEPDbI MO YCTPAHEHUIO.

[Tpouenypa nccrnegoBaHus 3aTtpat pabovyero BpEMEHMN:
BPEMEHHON (pakTop U doopma perncrtpauumu.




YnpaBneHne paboymm BpeMEHEM
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YT0 XXe BKNIovyaeT B cedsl «cTparTerus

yrnpaBrieHusi BpeMmeHemM»?

 [1pexae Bcero, 3To aHanum3, No3BONMALLNN
onpeaenuTb, Kyaa pacxoayeTcs Halle BPeEMA.

« [1nA ero npoBeAeHUs MOXHO UCMOorb30oBaTb
TecTupoBaHUsA, HabNOAEHUSA, MOHUTOPUHT U
n3yyeHme cobpaHHoOro marepuana.

« CocTtaBneHue nriaHa, KOToOpoMy NpeaLuecTsyeT
4yeTKad NoCTaHOBKa 3adaul.




YT0 XXe BKNIovyaeT B cedsl «cTparTerus

yrnpaBrieHusi BpeMmeHemM»?

 Peanunsauuns nnaHa.

« [laHHbIN 3Tan nNpecnenyeT pelleHne OByX TUMNOB
Lenen — MUYHbIX U O0LLIKX.

* JlnyHble uenn — 910 Te 3agadvn N 00A3aHHOCTM,
KOTOpble NPpeacTouUT BbIMOMHUTL
CaMOCTOATESIbHO U ANS PpEeLlEeHNst KOTOPbIX HE
TpebyeTcs NOMOLLb CO CTOPOHHbI.

Hanpumep, HanucaTb 3asiBNIeHME UM COCTaBUTb
OTYEeT O NpPoAenaHHOW NUYHO BaMu paborTe.




YT0 XXe BKNIovyaeT B cedsl «cTparTerus

yrnpaBrieHusi BpeMmeHemM»?

« KoHTponb, ayauT, onepaTtnBHOE pearnpoBaHue u
CBOEBPEMEHHOE BHECEHME NMOMNPaBOK U
[OMNONHEeHnn. 3aMeTbTe, OCHOBHAsA 3a4adva He
TOJTbKO MONYYUTb XOPOLUUIA Pe3ynbTaT, HO U
3aTpaTtUTb NP 3TOM MUHUMYM BPEMEHM.

« A NOTOMY paHee HaMeYeHHble NIaHbl JOIMKHbI
BpEMS OT BPEMEHW NepecMmaTpmnBaTbLCA U
KOPPEKTUPOBATbCH, Aabbl MPUHOCUTL
MaKCUMaribHy0 oTgaqy




OnpeneneHne «caMOMeHeOKMEeHTa»

 JloTap 3anmBepT — 0OANH U3 NyYLLUNX EBPONENCKNX
9KCNepToB NO TaUM-MEHEOXXMEHTY U
pyKoOBOOUTENb HEMELKOro MHCTUTYTA « Time
Management and Life Leadership» cunTtaer, 4to
nepcoHanbHbI MEHEOXKMEHT UMW, KaK ero eLle
Ha3bIBalOT — CaMOMEHEIKMEHT — 3TO
eXxegHeBHOE NPUMEHeEHNE NPOBEPEHHbIX
METOAO0B U MPMEMOB, NOBbILLAKLLNX
9PPEKTUBHOCTb, HA NMMMYHOU NPaKTUKE.

* Ero rmaBHaga 3agadya COCTOUT B TOM, YTOObI
Hay4YUTbCA MakCUMarnbHO NCMNOb30BaTb CBOM
noTeHuuan n 0Co3HaHHO HanNpPaBMsATb XXN3Hb B
HY>KHO€E pYCITO.




®OYHKUUU N MEeTOAblI CAMOMEHEeA)KMEeHTa

. MOCTaHOBKa Lenu,

. NNaHnpoBaHue,

. MPUHATUE PELLEHUN,
. peanunsauuio nnaHoB
. KOHTPOIb
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[locTaHOBKa Leneun.

 [loCcTn4b BbINONMHEHUA JAHHOU QPYHKLMN
MOXHO bnarogaps NPUMEHEHUIO TaKUX
METO0B CAMOMEHEKMEHTA, Kak:
rpamoTHasa doopmynuposka uenu, SWOT-
aHanus, BbIbop CTpaTeErmM4eckon NNMHNK
noseaeHusd. icnonb3oBaHue 3TUX
NPUEMOB MO3BOSIAET BUOETb Cradble
MecTa U HegoCTaTKU U
cocpeaoToymBaTbCs Ha UX YCTPaAHEHUN




[TnaHnpoBaHue.

¢ OPIPEKTUBHOMY BbINONMHEHNIO AAaHHOWN (PYHKLINM
COMYTCTBYET NPMMEHEHNE crieayroLwmnx Npuemos
caMOMeHeIKMeHTa — exXeHEBHOIro, MECAYHOro 1
rogoBOro nNinaHMpoBaHUSA, COCTaBIIEHUS ONepaTUBHbLIX U
cTpaTermyecknx nnaHoB, UCNOSIb30BAHME MPUHLUMNOB
BPEMEHHOIo MeHe)XMEHTA N CUCTEMbI YnpaBieHUs
BpemMeHeM beHgkamunHa PpaHKinHa, BegeHus
«[JHEBHNUKOB BPEMEHMN» U COCTABIEHUS «MNfaHa gHA» C
NOMOLLbIO MeToaa «Anbnbly.

* Bce 970 noMoraeT He TONbKO NpaBUMbHO
nepepacnpenenntb pabovyee Bpemsi, HO U SKOHOMUTb OT
HECKOMbKUX MUHYT [0 HECKOSbKNX YaCOB eXeAHEeBHO.




[IpuHATUE peLleHn.

* BonnolyeHne aton oyHKUMKM TpebyeT
NPUMEHEHNSA TaKUX METOA0B, Kak:
aenermpoBaHme rnonHOMO4YUN,
paccTaHOBKa MPMOPUTETOB, NMPaBuIo
80/20 (3akoH lNapeTt0), MmeTOaO
InseHxayapa n AbB-ananus.

* Bce oHM HaUeneHbl HA NepBOOYEpPENHOE
peLleHne Hamboree BaXKHbIX 3a4a4 U
NO3BONSAKT n3dberatb AeananHoOB.




Peanusauunsa v opraHusauyums.

» [1na BbINOMHEHUA 3TON (PYHKLUW NPUHATO
nccnegoBatb CBOU OMOPUTMBI U
COCTaBNATb rpaduK NPOaAYKTUBHOCTU C
Lienbto BbISIBIIEHUA Hanboree
9O PEKTUBHOIO BpEMEHU AN paboThl, a
NOTOM, B COOTBETCTBUN C HUMMU,
COCTaBNATb MNMaHbl HAa AeHb. JTO
NO3BOMAET AOOUTLCA NMyYLINX
pe3ynbTaToB 3a CYET NpPaBUIbHOIO
nepepacnpeneneHnsa BPpEMEHMN.




KOHTpOrnb.

» [laHHaa pyHKUMSA TPpebyeT, Kak KOHTPOIA
3a NPOLIECCOM BbIMNOSIHEHUS, TAK U
KOHTPONSA KOHEYHbIX pe3ynbLTaToB.

* OHa No3BOSIAET CpaBHMBATb HAMEYEHHOE
C TEM, YTO BbIXOOUT B UTOrE.

» Co BpeMeHeM 3TO NpuBoauT K boree
YETKOMY BbIMOSTHEHUIO NOCTABIIEHHbIX
3aJau.




MHopmMauunsa  KOMMYHUKaLUUN.

* Ha atane peanusaunn 3Ton PYHKUNN
NPUMEHSAIOTCA TakKne MeToabl, Kak:
MCnonb3oBaHMWe NaMATOK, F(PaMOTHOE
BeeHne NneperoBopos, paumoHansbHoe
Mcnonb3oBaHME CPeaACTB KOMMYHUKaALNUA U
ONTUManbHO-ObICTPbLIN MOUCK Tpebyemoun
MHOPpMaLIUN.




paboyee Bpems

* MPOOOIMKNUTENBHOCTb Y4acTns YernoBeKka B
OopraHM3oBaHHOM TPYAOBOM Mpouecce, B
TEYEHME KOTOPOro OH AOMKEH BbINONMHATL CBOU
NPOU3BOACTBEHHbIE UMK CNYXXeOHbIE
00A3aHHOCTW.

* OHO n3MepsaeTca ANMUTENBbHOCTLIO pabo4vero aHS,
paboyen Heagenu, paboyero mecsua, paboyvero
roga v obbI4YHO perynmpyeTcst HaumMoHanbHbIM
3aKOHOOaTeNnbCTBOM, OnpeaenstoLwmm ero
npenenbHy BENMUYNHY 32 KOHKPETHbIN
KaneHaapHbIn nepunog (Yalle Bcero — Heaernto.).




NMpooomxutTenbHOCTb pado4yero gHA

B cootBeTCTBMU C TPYAOBbLIM 3aKoHogaTenbcteom PP
HOpMarnbHas NMPOAOIPKNTENBHOCTb paboyero BpEMEHN HE
MOXET npeBbllaTth 40 4 B HEAEeN!HO.

« OHa pacnpocTpaHsieTca Ha paboTHUKOB BCEX
opraHm3aumnm He3aBNCUMO OT OOPMbl COOCTBEHHOCTMN,
KpoMe TeX, O KOTOPbIX YCTaHOBMIEHA COKpaLleHHagda
NPOOOIMKUTENBHOCTL paboyven Hegenu.

* Peub naet o monoaexu ot 14 go 18 net, paboTHMKax,
3aHATbLIX HA paboTax ¢ BpegHbIMM YCIroBUsSMK Tpyaa, a
TaKXke OTAENbHbIX KaTeropusax padboTHNKOB cdepbl
obpa3oBaHus, 30paBOOXPaHEHUS, CEMNMbCKOro X03sINCTBA.




KopnopaTuBHbIU TaUM-MEHEeOXKMEHT

 [1ns npouBeTaHUA NOOON KOMMNAHUKU, MOMUMO
Cero npo4yero, HEOOXoANMO YMEHME BCEX U
KaXXOQoro nnaHmpoBaTb BPeMS.

* YnpaBrieHne BpeEMEHEM NMPUXOANT Ha NOMOLLb
COTPpyOHWUKaAM BCEX YPOBHEMN.

* Hawun KopnopaTtuBHbIe TPEHNHIU
OPUEHTUPOBaHbI, NpeXxae BCero, Ha Torn-
MeHeXepoB N COTPYOAHUKOB cpegHero 3BeHa.




®oHA paboyero BpeMeHu

» COBOKYMNMHOE BPEMS, KOTOPbIM OpraHm3auus
pacnonaraeT ana CBoOen OeATenbHOCTU B
TeuyeHne gaHHoro nepuoaa, obpasyer
KarneHagapHbIn PoHa paboyero BpeMeHMN.

* OH ycTaHaBnMmMBaeTcs NyTeM YMHOXXEHUS
cpeaHeCcnMco4YHoro yncna paboTHMKOB Ha
KaneHgapHoe 4Ynucno gHen nepuoga U COCTOUT
N3 HOMUHAarbHOIO, UM NOSTHOIO TabEeNbHOro
doHOa BpeMeHU, Npa3aHNYHbIX U BbIXOOHbIX
OHEeW, a TakKe COKpalleHHbIX YacoB B
npeanpasgHnYHble OHU U Anga OTAeNbHbIX
KaTeropuin paboTHMKOB B COOTBETCTBUN C
3aKOHOOaTEeNnbCTBOM.




YyeT paboyero BpemeHu
OPUEHTUPOBaHHbLIN Ha OyayLlee
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Mporpammbl ynpaBrneHus paboymnm BpeMmeHeMm
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StaffLogger — 310 nporpamma Ansa KOHTPOSA

naboyero BpemMeHu Ha KoMnbloTepe.

[Tporpamma y4nTbiBaeT BPEMS, NOTPAYEHHOE
Nonb30oBaTefIEM Ha paboTy C NPUNOKEHNAMUN U
nocelleHne NHTEPHET-CaNTOB.

e BO3MOXHOCTU NporpaMmmbi:

e 1. Y4yeT BpeMeHn paboTbl C NPUNOKEHUAMMN.

e 2. YYeT BPEMEHM MPOCTOA.

e 3. Y4eT BpeMeHM, NpoBeAeHHOro Ha MHTEPHET-CanuTax.

e 4. [pynnupoBKa NpUnoXeHnn n canmtoB No Kateropusam
(paboTta, MHTEPHET, OTAbIX).

e 5 HarngagHble oTyeThl.
e 6. CKpbITas yoaneHHasi yCTaHOBKa Ha KOMMNbKOTEPbI.




Perncrtpauns nocelleHmnsa cantos
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[lporpamma y4eTa pabo4yero BpemMeHu

CoTpyaAHUKHM
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[ pa®@UKN KOHTPONSA BPEMEHN
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KoHTponb coTpyaHMKOB U y4yeT paboyero

BpeMeHMU

BeJeTCH C MOMOLLbIO CKaHepa OTne4YaTKoB MarbLIEB.
Taknm obpas3om, NCKNYaeTCcss BO3MOXKHOCTb Nepenaydn
npaBa AocTyna Apyrum nuuam, peLlatoTcst BO3MOXHbIEe
NpobnemMbl NOTEPU UIK KPaXKn SNEeKTPOHHOro Npornycka.

B otnnume ot gpyrux CUCTEM KOHTPOSA AocTyna
COTPYAHWKOB CYMUTbIBATESIb OTNEYATKOB MNO3BOSIAET
nony4yarb XapakTePUCTUKN KOHKPETHOIO YerioBeka.
Takmm obpasom, Bbl NOy4yaeTe COBEPLUEHHYO CUCTEMY
ydeTa pabodero BpemMeHu, Kotopasi UCKn4vaeT
BO3MO>Hbl€ OLLUMOKM 1 0OMaHa CO CTOPOHbI
COTPYAHWUKOB.




buomeTpuyeckasa cmctema y4eta pabodero
BPEMEHM




Cucrtema y4yeta padboyero BpemeHu BioTime

* rpegycMaTpuBaET ANEKTPOHHLIN Tabernb yyeTa paboyero
BPEMEHM, KOTOPLIN OAEeT AeTallbHY0 MHJOpMaLUMIo Mo
KaXQoMy 13 COTPYAHUKOB.

e ONEKTPOHHbLIN Tabenb y4yeTa paboyero BpemMeHu
NnokasblBaeT BpeMs npuxopa/yxoga Kaxmgoro
COTPYAHWKA, NO3BONSET BHOCUTbL CBEOEHUSA O
OOSIbHUYHbIX, OTNYCKaX U UHbIX NPUYMHAX OTCYTCTBUS.
buomeTpunyeckmnn KOHTposb goctyna BioTime
npegycMmaTpmBaeT pasfimyHble UNLTPbI: MO CTPYKTYpEe
KOMMaHuM, OTYETHOMY rnepuoay v np. Tabenb ydyeta
pabo4yero BpeMeHun paboTaeT B COOTBETCTBUN C TUMMU
dounnsTpamm.




Mcnonb3oBaHue maTtepuanoB nNpe3eHTauumn

Mcnonb3oBaHne faHHOM NPe3eHTaunmn, MOXET OCYLLECTBIATLCS TOMbKO NpW YCNoBuK cobnogeHnsa TpeboBaHui 3akoHoB PO
00 aBTOPCKOM NpaBe U UHTENNEKTyanbHON COBCTBEHHOCTHN, a Takke C y4eToM TpeboBaHU HacTosLero 3asBrneHns.

Mpe3seHTauns aBnsaeTca COBCTBEHHOCTLIO aBTOPOB. Paspeluaetca pacnedartbiBaTb KONUIO NOOOK YacTu npeseHTaumm ang
MIMYHOTO HEKOMMEPYECKOrO MCMONb30BaHUS, OAHAKO He AOMyCKaeTCs pacnedyaTbiBaTb Kakyl-nnbo 4YacTb npeseHTaumm C
nobon MHOM Lenbio MM no KakMm-nnbo npuyMHaMm BHOCUTb M3MEHeHusa B Nobylo YacTb npeseHTaumn. Vicnonb3oBaHue
nobor YacTnm npeseHTauum B APYroM MNPOU3BEAEHUWN, KaK B MEYaTHOW, OMEKTPOHHOW, Tak WU MHOW opme, a Takke
ncnonb3oBaHve nbon YacTy npeseHTaumMm B OpYyron npeseHTauum NocpeacTBOM CChIfKM UIM UHbIM 0Bpa3om gonyckaeTcs
TONbKO Nocne Nony4YeHus NMCbMEHHOro Corfiacust aBTopoB.
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