TEMAS
CAMOMEHEOXMEHT



[loHATNEe caMOMeHeaKMEeHTAa

CaMoMeHeO)KMEHT — 3TO YMEHNe
ynpasnaTb cOO0U, yMeEHMe
PYKOBOAUTL MPOLECCOM YyrpaBlieHUS
BO BpEMEHMW, MPOCTPAHCTBE,
o0OLLEeHNN, OEeENOBOM MUPE.



YnpaBreHne BpeMeEHEM
S




AP dPeKTMBHOE ynpaBneHne

__ BDPEMEHeM 3aB/CUT OT.

- [NpaBunbHoOro
niaHMpoBaHUSA
CBOEro BpeMeHMU

- OnepatnBHOU
opraHusauum =)
TPYyQoOBOro npotLiecca y

- YcnewHoi M
KOMMYHUKaTUBHOW
OeAaATenbHOCTU




[loHATHNE NniaHNpoBaHNA BpEMEHN

lnaHupoeaHue - 31O
noAroToBka K
peanusauun ueneun u
CTPYKTYPUPOBAHUIO
BPEMEHMN.

[TnaHnpoBaHmne Kaxabiu
OeHb B TedeHun 10
MWUHYT OaeT
eXxegHeBHO 2-X
4aCOBYH 3KOHOMMUIO
BPEMEHMN.




OcCHOBHbI€e npaBuna niaHupoBaHuUNA
FINYHOIO BPEMEeHM

CocTaBnsATb peanucTUYHbIe NMaHbl
OENCTBUN B NUCbMEHHOWU (POPME;

dukcnpoBaTb B NnaHax Lenu, a He 4eEUCTBUSA

[lepeHOCUTb HECOENaHHOE B MNraH
criegyloulero nepmoga;

YcTaHaBnmBaTb TOYHbIE CPOKU UCMOSTHEHUS
ONa Bcex BUOOB OEATENbHOCTU;

OcTaBnaATb onpeaeneHHoe KOrMMYecTBO
BPEMEHU K KA4eCTBE pPe3epBa;

[Mpy nnaHMpoBaHNN MbICITUTb
anbTepHaTUBHO.



OpraHusauum TpyaoBoro
npouecca

[1ns

pPe3ynbTaTUBHOCTU
ynpaBreH4YeCcKkou
OEeATENMBbHOCTU
Heobxoanumo
NpaBUNbHO
NOCTPOUTb pabounn
OEeHb MEHeOXepa.




[lpaBunna Ha4yana gHA

[lepecMOTpeTL CBOU
nnaH gHs;

HaunHaTb paboTy
crnenyet c
BbIMNONTHEHUSA
BaXXHEULLNX 3adau;

[lpuctynartb K genam
be3 packaudku;

CornacoBaTtb nnaH
[HSA C CEeKpeTapem.




[lpaBuna oCHOBHOW YaCTW OHA

OpQHopoAHbI 3a4a4u LiernecoodbpasHo
BbIMOMHATL CEPUAMU;

N3beramte He3annaHNPOBaHHbIX
NEeNCTBUN;

Cobntogante copasmMepHbI TEMIT;
[loBoauTe Ha4vaToe aerno 4o KOHUA;
KOHTponmpyuTte BpemMsa 1 NNaHbl.



[IpaBuna 3aBepLueHnst pabodero

- lpoBegeHune
KOHTpONA 3a
pe3ynsratamMiu U
CaMOKOHTPO/b;

- CocTaBneHue
nsaHa Ha
chnegyroLwmmn OeHb




MHdopmaLuma n KOMMYHUKaALUNGA

- UNupopmayusi u
KOMMYHUKayUus —
9TO KIMo4YeBblE
MOMEHTbI BCA KOro
npouecca
ynpaBneHna u
OOLLEeCTBEHHbIX
OTHOLLUEHUWN.

MeHeoxepsl
NpoBOOAT OKOJ10 80%
BPEMEHM 3a YUTEHUEM,
TeneqOHHbIMU
neperosopamu, Ha
COBeLLaHUAX.




YcnoBus pauoHanbHOro

YTEHUA
T

- llpocenBaunTte
NMMELLMNNCS
MaTepuan, npexae
yem obpabaTtbiBaTb
ero.

- Cobupanute
HebonbLUMe TEeKCThI
B ONokun ons
CEPUNHOIO YTEHUA U
obpaboTKn.




[Tomexn ObICTPOro YTEHUS:

BHyTpeHHee
nporosapusaHune
4yMTaEMOrOo

BoaBpallueHue K
NPOYUTAHHLIM MecTam

CnexeHune nanbuem unu
KapaHgallom

[1BM>XeHune ronosou
(BMeCTO cnexeHud
rnasammu)

[To3bl HEYOOOHbIE NS
YyTeHUs

BHelLlHne dakTopsl




[1ns npoBeageHna coBeLlaHUS
HeobxoaMO:

YTOUYHUTL LiESb COBELLIAHUA
OuepTUTb KPYr y4acTHUKOB
BbibpaTb gaty n Bpems ero nposegeHus

Camble BaXkHble BOMPOChl 00CyanTh
BHa4ane

Bo Bpems 3acegaHnsa He0b6xoamMmo

nepenpoBepATb Kak JOCTUraloTCs
NoCTaBEeHHbIE LIEenm

B KOHUe - nogBecTn NTor



[TpenmyulecTBa TeNedOHHbIX

neee I'OBOBOB

- bbicTpbIt 06MeEH
MHdopmauuneun

- CBA3b c aDOHEHT
yCTaHaBIMBaETCH
HemMegneHHo

- CokpauleHue
bymaroobopoTa

- JKOHOMUSA AeHer|




CoBETbI MO BEAEHUIO TENEMOHHbIX
NeperoBopoB

Heobxoanmo bbITb KpaTKum

N3berante napannernbHbIX Ppa3roBOPOB C
COTPYyOAHMKaMMU

BaxxHyt0 MHGOpMaLMIO 3annucbiBanTe

Bexxnmneo 3aBepluante beceny, Kak
TONbKO ByQeT 4OCTUTHYTa €€ Lerb



CaMOKOHTPOSb

KoHmpousb (Kak yHKLUNA
CaMOMEHEeO)KMEHTA) CINYXUT Ang
onTMMM3auun TpygoBOro npouecca.

KoHmposib gaet nepexunBaHue ycnexa,
YTO NMO3NUTUBHO BO3OEUNCTBYET Ha
HaCTPOEHNE N MOTMBALIUIO U
CNoCcODCTBYET COBEPLUEHCTBOBAHMUIO
NIMYHOTrO CTUNS paboThl.



CocTaBnstoLmne KOHTPOnS
N




Heobxoanmble BOMNpPOCHI ANS
CaMOKOHTPOIS

BbINOMHA N 9 AEUCTBUTENBHO HEODXOAUMbIE
3agayn’?

Cobupato nu g B eaAnHbIN Bnok HebonbLine aena?

YTO0 NpomnsonageT, ecnum otkasaTbCHa OT AaHHOW
Lenun?

CKOnbKo BpeMEHM MOXET ObITb CIKOHOMITEHO?
YTo octanocb HecaenaHHbIM U NOYeEMY?
Kakue pe3ynbsraTbl Obinn JOCTUTHYTbI?

Kakune BbIBOAbI MOXXHO caenaTb Ans
NIaHNPOBaHUA criegyroLlero nepmoaa??



dopmupoBaHue BepbanbHOro
nMuaxKa

BepbasbHbIU UMUOX — MHEHWNE,
CNOXXMBLLEECHA O Bac Ha OCHOBaHWV
NHJOpMaLNnN:

NPAMOUN NN KOCBEHHOW;

OCO3HaHHOWN U HEOCO3HaHHOW;

BepbanbHoOu nnn HeeepbansHoM.




TexXHuKn coopmmpoBaHunA

_ BepOaribHOro UMnAaxa

5 MNO3UTUBHEE C NOAbMMU
pasroBapuBaTb, a He
rOBOPUTH;

- HeobXxoauMOo y4nTbiBaTb
NMNYHbIE MHTEPECHI
cobeceqHNKOB;

- He 3abbiBaTb Npu
pasroBope ¢ cobecegHNKOM
NHNLMNPOBATb YIbIOKY;

- CMeriee npeogonesaTb
HEeKOTOpble coumarnbHbIe
Taoby.




[MTonoXxutenbHbLI UMUOX

CocTtaBnswowme
nMuaXxa gerioBoro
yerioBeka:

BreyaTrieHne, KoTopoe
OH Npon3BoOaUT
(BHELLHWWX BUA, peub,
MaHepbl, OKpyKatoLime
ero noamn v BeLlm)

ero gerioBble
KayecTBa.




[lpuemMbl ycTaHOBINEHUSA
KOHTaKTa
]

o ynblbKa,
aobpoxenaTernbHbIN
B3rnaa;

- NpnBETCTBUE,
BKIKO4awLiee

PYKOINOXatne n CiioBa,;

- obpalleHne K napTHepy
Mo UMEHUN-OTYECTBY,

-~ OOMEH BU3UTHbIMU
KapTOYKaMu;

-~ MPOSIBNEHNe ApYy>KeCcKoro
PacMnosoXeHus:;

- nogvepkuBaHue
3HAaYMMOCTM NapTHepa u
donpmbl, KOTOPYHO OH
noeacrtaBnsger.




YBepeHHOCTb B cebe

1. [lepecTaHbTe
KPUTUKOBAaTL Cebs.

2. [lepecTtaHbTe
KanoBaTtbCH.

3. 3anmuTtecb
cBoen on3n4eckou
doopmon.

4. QObpetute
HEe3aBUCUMOCTb.

5. CmMoTpuTte Ha
MWUP NO3UTUBHO.




TunnyHble NpU3HaKM YenoBekKa, KOTOPbIN
«3aKpbIT» ANA Apyrmnx:

OH UCTIbITbIBAET CTPax, HeEpELUNTEJIEH, EMY
HEONOCTAET BEPbLI B CBOWN CUJbI;

OH NecCUMUCT, OTNM4YaeTCcH
HeJOBEepPUYMBOCTbIO, PACCUNTBLIBAET TOMNbKO
Ha Nnoxoe;

OH PEeOKO CMEETCA U NPOABIISIET CBOIO
PagoCTb, PeaKo roBOPUT «Cnacnboy;

OH 4YaCTO OTKa3blBA€TCH, Hallie roBOPUT
«HET», YUEM «Oa»,

OH 4YacTo JeNCTBYET CYyeTNIMBO, HEPBO3HO, C
pasgpakeHnewm;



