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I'JIABA 9

IVIAHUPOBAHUE JINYHOM PABOTBI PYKOBOJIUTEJIS

Peoswcum epemenu — nepswiii wae. Cocmasnenue niana
— emopoi. bopvba 3a evinonnenue niawa — mpemuil u
pewarowuli Ha Nymu OeluCMEeHHOU PAYUOHATUZAYUU

Pacx0008aHUsL CB0E20 U UYIHCO20 BPEMEHU.
A K. T'acteB

Hcmoxu s¢pghexmusnoeo ynpaenenus spemenem — Cucmema niauupo8anus IU4HO20 mpyoa

pyrkosooumerss — TexHuka niaHupo8anus IU4HO20 epemenu pykosooumensi — lIlnan u pacnopsook pabouezo

Onsl

9.1. UcToxm 3¢ (peKTHBHOIO yNpaB/IeHUs] BpeMeHeM

Ha coBpemeHHOM »3Tame pojb PYKOBOAMUTENS TTOCTOSHHO BO3pacTaer. IJTO OOYCIOBJIEHO pPsIOM
O0BEKTHBHBIX YCIOBHUIA:

* YCIOKHEHUEM MPUHSATHSI YIIPaBICHYECKUX PEILICHUI;

* YCUJICHUEM OTBETCTBEHHOCTH 3a MPUHATHE PELICHUN B CBA3H C POCTOM SKOHOMHYECKUX, COLUAIBHBIX 1
9KOJIOTHYECKUX TTOCIICICTBHM;

* PaCHIMPEHUEM CAMOCTOSITENIBHOCTH BCEX 3BEHBEB YIIPABIICHHUS.

B takux ycioBusx oueHb BaXKHO KaK MOXHO 3P QEeKTHBHEE, palliOHaJIbHEE UCIIONIb30BaTh CBoe BpeMs. 1
9TUM MPOLIECCOM HYXHO ynpasisTh. OQHAKO 3TO JOCTAaTOUHO TpyAHas 3angada. Kakaelil U3 pykoBoauteneit
CTAJIKUBAETCA C MOJJOOHOM MPo0IeMOii: KaK yCIeTh ClIeNaTh BCe, UTO HY>KHO C/IeNaTh?

Hayka ynpaBieHHs BpeMEHEM OCHOBAHA Ha YMEIOM €ro IUIAHUPOBAaHUU M IPUBBIYKE HCIOIHATH
3arIaHUPOBaHHOE.

WTak, paninoHasbHO, a CIe0BAaTEeIbHO, U Pe3yIbTaTUBHO ropasio BeironHee. Ho paboraTth pannoHaabHO
MOXET TOJILKO TOT, KTO 3TOMY Hayumics [53]. UToObl mpaBUIIbHO BBHIMOIHATH CBOU (DYHKIUHU U IOCTHYb CBOUX
LeNel, pyKOBOAMUTENb JOIDKEH SICHO MPEACTaBIATh ceOe, HACKOIbKO OTpaHHMYEH €ro ODKET BPEMEHH.
[InanupoBaHue JTUYHOTO TpyJa MPEACTaBIsET cOOOW MPOEKT pa3MELIEHUs MPOLECCOB TPyJa BO BPEMEHHU Ha
MpeACTOSAIMi nepuos. PykoBoauTens MiaHUpyeT He TOJbKO CBOHM MPOQeccHOHaNbHbIE U JIUMYHbBIEC 1eNH, HO U
TEKYILyl0, CBS3aHHYIO ¢ paOOTON HAarpys3Ky, 4YTOObI JIydllle CHpPAaBJIATHCS C HPUHATHEM M peanu3aruen
peIIeHuH.

Xopoliiee MmIaHUPOBaHUE MPU3BAHO 00ECTIEUUTh MPAKTUUYHOE, BHITOHOE, PAllMOHAIBHOE HCIOJIb30BAHHE
CaMOoro LIEHHOT'0 HaIlEeTO JOCTOSHUS — BPEMEHU.

UYeM ObI KOHKPETHO PYKOBOIUTENb HU 3aHUMAJICS, KPYT €ro 00sI3aHHOCTEH Ha CaMOM JleJie Topa3zo Iupe



This document was created by Unregistered Version of Word to PDF Converter
Y3KHUX HpO(l)eCCI/IOHaJ'IBHI)IX pPaMoOK. CorHu AC]T — MCIKHX, BaXXHBIX, HC3HAYUTCIIbHBIX, CUIOMHWHYTHBIX,

CPOYHBIX — MOCTOSTHHO HAXOAATCS B €ro 1oJie 3peHust. Uto ke nosbimaeT 3 (HeKTUBHOCTh TPY/1a, IPEBpaIIacT
MOTOK XaOTUYECKUX MO0 BPEMEHHU OIepaliuii 1 Jien B 6oJiee WM MeHee CTPOiiHyIo cucteMy? Takux BaKHEHUIIHX
COCTaBJIIIOLIMX YIIPABJICHHS BPEMEHEM YETBIPE:

1. IlnanupoBanue

3TO0 OCHOBA JIFOOOH MPOU3BOACTBEHHON JeaTenbHOCTH. OHO BKIIIOYAET B ceOsl LieNblid Habop onepanuii u
JEUCTBUH, a UMEHHO: Pa3JIMYHOIO POAA MCCICIOBAaHUs, aHAIU3 PE3YIbTATOB, TECTUPOBAHUE, COIIOCTABIICHUE,
KOHCYJIbTAI[MH, HaKOHELl, pa3pabOTKy caMOro IUlaHa U JOBEIEHHE ero A0 ucrnoaHurtenei. CioBoM, IulaH —
KJIFOY K ITPUHATHUIO PELLICHUN. ,

2. Peanan3anus miana

VIMeHHO Ha 3TOW CTaguM NPUHHUMAIOTCS pelIeHHs. Bce KOHKpeTHBIe 3ajaudl pa30MBAIOTCS HA JBE
kareropuu. IlepBas — 3TO 3aauM MHIMBUIYAJIbHOTO YPOBHS, PEUIEHHUE KOTOPBIX CONPSIKEHO C JIMYHOU
CBOOOJON PYKOBOJIUTENS, €r0 COOCTBEHHBIMM JEHCTBUSIMH. BTOpas — 3TO 3aj1ayu, BBITOJHEHHE KOTOPBIX
CONPSDKEHO C MPUBJICYCHHEM NAPYTHX JoAel. VX pelneHue naer oOImMi KOHEYHBIH pe3ynbraT. B moOom
cllydae 3a1a4d B KaKJIOW M3 KaTErOpuM TaK WM MHA4Ye MEPEIIeTaloTCs IPYyr C APYrOM M B3aMMOCBSI3aHBI C
IIJIAHUPOBAHUEM.

3. MOHUTOPHHT U KOHTPOJIb

JIro0ast paboTa ODKHA MPOBEPATHCS KaK B OTHOIIEHHH HCIIOJHHUTEIBHOCTH, TaK M C TOYKH 3PEHUS
MOJTy4EHHs ONTUMAJIbHBIX pe3ynbTaToB. IIpoBepka MoXKeT OBITH camMOil MPOCTOM (ITPOrHATh MOATOTOBICHHBIN
TEKCT Yepe3 CIIOBAPHBIM Ipoleccop Ha NpeiMeT OOHApYKEHHUS OIIMOOK). A MOXET OBIThb CIIOXKHOM,
COIPSKEHHON C MHOKECTBOM JIOTIOJIHUTENIbHBIX ONEpalvii, Kak 3TO ObIBaeT npu (PMHAHCOBBIX MPOBEPKAX.

4. BzaumopeiicTBHe ¢ IPYTMMH JIOABMHA

Ota paboTa Tak WJIM MHAUYE MEPECEKaeTcss CO BCEMU OCTAJbHBIMU BUJAMH JIESTEILHOCTH, HO B JIOO0OM
Clly4ae sIBJIICTCSl Kak Obl CIIE€ACTBHEM MJIM UTOIOM MHIUBUAYaJIbHOH paboThl Kakaoro. JIroam — 3T0 OCHOBa
OCHOB JIeITENbHOCTU pyKoBoauTesl. C HUMHM MPUXOAUTCS OOIIATHCSI Ha BCTpEYaX, COBEIIAHUAX, IJIAHEPKaX,
neperoBopax u np. ViMeHHo paboTa ¢ JII0JbMH TMOTJIONIAET OOJBIIYI0 YacTh BPEMEHH pyKoBonuTens [225, c.
32].

KoHKpeTHBbIE pe3ysbTaThl AESTENBHOCTH — 3TO BBICUIMNA KpUTEepU 3(PEKTUBHOCTH TPyZa, B TOM YHUCIE
1 PALIMOHAJIBHO HCIIOJIB30BAHHOI'O BPEMEHU.

IIpaxTyeckuil ONBIT MHOIMX PYKOBOAUTEINIEH CBUIETEILCTBYET O TOM, YTO YBEIMYEHUE 3aTPAaT BPEMEHU
Ha IUIAHUPOBAHME IIPUBOAUT K COKPAIICHHUIO BPEMEHU Ha peajM3alldi0 U, B KOHEYHOM CUeTe, K DKOHOMHUHU
BPEMEHHU B LIETIOM.

[ToaToMy pykoBoauTens 00s3aH YMETh aHAJIM3UPOBATh CBOE padouee BpeMsl, COCTABIIATH IIaHbI IMYHOM



This document was created by Unregistered Version of Word to PDF Converter
pabotbl. IIpu 3TOM HEOOXOJMMO YUUTHIBATH BCE BBIIOJHSEMbIE pabOThI, YMETh PACIOJIOKUTh UX B HOPSIZIKE

BaYKHOCTH.

[Tnanupys, MBI OTBE4aeM Ha TPH BOMpOCa:

a) 4ero st JOCTUT'? — OLIEHKA CUTYallluu;

0) 4ero s Xxouy JOCTUYh? '*— MOCTAHOBKA IIEJICH;

B) Kak 5 3TOro J00bi0Cch? — IIaH JeHCcTBUH 10 BpeMeHU. UToOb! n30ekaTh U3UIIHUX 3aTpaT BpEeMEHH,
MOYKHO HayaTh C

COCTaBJIEHUS €XKEJIHEBHOI'O BPEMEHHOI'O IJIaHA, KOTOPBIM MOMOMKET OTCIEXKHMBATh, HA YTO BBl TPaTUTE
cBoe Bpems. [IpoaHann3upoBaB CBOW BPEMEHHOW IUIAaH, MOXXHO OYAET ONpENeNHTh Te Jeia, Ha KOTOpPbIC
ClieqyeT MOTPAaTUTh MEHbIIE BPEMEHH, U Te, 3aHUMAThCSl KOTOPHIMU MPOCTO HE CTOMT. Jlydie cocTaBIsiTh
BPEMEHHOM IUIaH Ha BeCh JICHb, a HE TOJNBbKO Ha pabouee Bpems. COCTaBUB TaKOl CHHCOK, Bbl HAayHETE
nepecMaTpuBaTh M 0-HOBOMY IJIAHUPOBATH OYEPEAHOCTH JIEII.

HepammonansHo crimaHupOBaHHBIA PabOUHii IeHb UMEET CIEIYIOIINE TPU3HAKH:

* HEU3BECTHO, HA YTO PACXO/yeTCs BpeMs;

* HEU3BECTHO, CKOJIbKO BPEMEHH TPeOyeTCs s BBIMOJHEHUS TeX WM UHBIX JIET;

* HEU3BECTHO, Kakue (paKTOpbl BIUSAIOT HAa pa00TOCIIOCOOHOCTh PYKOBOIUTENS MIIM OTPAHUUYUBAIOT €€.

Kak roBopuTcs, «T0, Kak MBI UCIIOJIF3yeM Hallle BPEMs, TOBOPUT O TOM, KTO MbI», U T€ ke (PaKTOpBHI,
KOTOpBIE CHIDKAIOT 3(P(PEKTHBHOCTH MCIIONB30BAHUS BPEMEHHU, MOAPHIBAIOT OOLIYI0 A(P(PEKTUBHOCTH HAaIleH
nesitenbHOCcTH [40, €. 59].

VYnpaBiaTh CBOMM BpPEMEHEM MOXKET Kaxabli. HayuuBomce 3TOMy, 4YelOBEK CMOXKET K JydIlIeMy

M3MEHUTh HE TOJIBKO COOCTBEHHYIO Kaphepy, HO U KU3Hb.

9.2. CucteMa NVIAHMPOBAHMSI JINYHOTO TPY/Aa PYKOBOAMTEJIS
CucreMy ITaHUPOBAHUS JIMYHOTO TPY/Aa PYKOBOAUTEINS MOKHO MPEACTAaBUTh KaK 3aKPHITYIO CUCTEMY, B
KOTOpOf/'I OTYCTIIMBO BHAHBLI B3aMMOCBA3U MCKAY OTACIBHBIMU BHAAMHU INJIAHOB — JOJII'OCPOYHBIC IIJIAHBI
KOHKPETH3UPYIOTCS B COOTBETCTBYIOLIUX CPEIHE- M KPATKOCPOUYHBIX, @ TAKXKE B IJIaHAX TEKYIIETO MEepUoja.

[Tocneanue BoromaroTes B rianax aas (puc. 10).
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Puc. 10. Cucrema rnyiaHupOBaHUsI BpEMEHU

Jlng HenpeABUACHHBIX paboT, a TAK)KE ONEPATUBHOIO PelIeHHs TEKYIIUX BOIIPOCOB IIJIAHUPYETCS Pe3EPB
BPEMEHH B COOTBETCTBYIOIIME NEepHOAbl pabouero ausa [24, c. 267]. Ilpu miaHUpOBaHWUU IHS CIEIYeT
yuuThIBaTh npaBuio 60:40— rutaHoM JO0DKHO OBITH oxBaueHO He Gonee 60% Bariero Bpemenu, okoso 40%
JIOJDKHO OBITH OCTaBJICHO B KaUECTBE pe3epBa BpeMEHH I HEOXKUJaHHBIX Aen [68, ¢. 95].

BbIrogHOCTh MIAHMPOBAHMS €XKEIHEBHOM pabOThl SIPKO HWIUIIOCTPUPYET H3BECTHOE IPOMCLIECTBUE C
BBIIAFOIIMMCS] MEHEIKEPOM

Yapns3om [lIBabom. B OBITHOCTH CBOIO TPE3UAECHTOM CTalCIUTEHHON Kommanuu r. bernxema oH
oOpatuiics kK koHCYnbTaHTy VBY JIu ¢ HeoObruHOI mpockOoii: «Hayunte MeHs ycrneBaTh JieaTh Kak MOXXHO
Oosblie J1e1 32 TO BpeMsi, KOTOPBIM 5 paciioyiararo, 1 s BaM 3aruiady 3a 3To JII000H roHopap, Kakoi BbI TOJIBKO
norpedyerey.

[potsiayB IlIBaOy mmcrok Oymaru, JIu ckazan: «Hamwmmmrte HamOosee BaKHBIE J1eNa, KOTOPHIE BBI
JOJDKHBI C/IeTaTh 3aBTpa, M MPOHYMEpYHTe UX B Mopsijke BaxxHocTH. Korjga Bl mpuaere yTpoM, cpasy ke
HayHuTe ¢ aena Ne 1 u He oTkiajbIBaiiTe €ro 10 Tex Mop, oka He 3akoHuuTe. [locie 3Toro nepenpoBepbTe

MOPSIIOK BAXXHOCTH M mpuctynure K aeny Ne 2. Ecnm kakoe-muOo nenmo 3aliMeT y Bac LENbId JI€Hb, HE
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obpauraiite BHUMaHus. He orctynaiite ot Hero, eciau yBepeHbl B TOM, UTO OHO HauOosee BaxHoe. Eciu Bbl He

3aKOHYMTE BCE JIENa, MOJIb3YSACh 3TUM COBETOM, BO3MOJKHO, BBl M HE CMOXKETE 3aKOHUUTh MX U IPU NOMOILU
mo0oro apyroro merona. Ho mpu oTcyTcTBUM CHCTEMBI BBl BOOOIIIE HE CMOYKETE PELINTh, KaKoe JeI0 Haubosee
BakHOoe. [Ipuberaiite Kk TOMy NpaBUITY KaXKIbIi paOOYMil TCHBY.

Uepes neckonbko Heaensb 11IBa0 Beicnan JIu yek Ha 25 ThIC. HOJUIL. W 3aMKCKY, B KOTOPOW COOOIIaN, 9TO
MPENOAAHHBINA €My YPOK ObUI CaMbIM BBITOJTHBIM U3 BCEX, KOTOpPBIE OH KOraa-mnoo nonyvai. braronaps copery
JIu cranenuTeiinas Kopropaius r. berixema 3a 5 jeT npeBpaTuiack B KpynHekIee mpou3BoAcTBo, a Y. 111Babd
3apaboran 100 mun momn. Ilozxke apysws IlIBaGa crpammBanu e€ro, mo4yeMy OH 3aIlUIaTHUI CTOJIb BBICOKHI
roHOpap 3a cToiib mpoctyro uaeto? 11IBad orBeTus BonpocoM: «A Kakue reHHalbHbIE UIEU B OCHOBE CBOCH HE
ABISIFOTCS. IPOCThIMU?» W mo0aBwmil, 4TO Temepb HE TOJBKO OH, HO M BCE €ro CIy’Kallue B MEPBYIO Ouepenb
npucrynarot k aeay Ne 1 [13, c. 147].

[lo cytu nena, nIaHUPOBAHUE — FTO TO, C YETO JOJDKEH HAUYMHATh PYKOBOJIUTENb. JTO palMOHAIBHOE
OIpeJieJIeHHe TOro, Ky/la OH XO4YeT WIATH M Kak coOMpaercs JOCTHYb 3TOro. Jlo Tex mop moka pyKOBOJIUTENb
9TOr0 HE CHEeNaeT, OH HE MOXeT OBITh yBEpeH B TOM, YTO €r0 YCWIHE MPEANPHHITO B MPaBUILHOM
HamnpasieHuu. Kak rosopun CeHeka, Korja He 3Haelllb, B KaKyl0 I'aBaHb JACPKULIb ITyTb, HU OJUH BETEp HE
OyZeT 1yThb B HY>)KHOM HaIlpaBJICHUH.

[InanupoBanue, Kak 3TO YK€ OTMEYAI0Ch, 03HAYAET MOJIMOTOBKY K peasln3aliuy Lenei.

Cy1miecTByeT psii IPEMMYILECTB MUCbMEHHON (POPMBI TNIAHUPOBAHUSI.

* [IucpMeHHBIE TUIAHBI JTHS 00ECIEYMBAIOT pa3rpy3Ky MaMsITH, a TUIAHBI JTHs, KOTOPBIE IepXkKaT B TOJIOBE,
JIETKO OTBEPraroTCs.

* [IuceMeHHO (pUKCHUpPyEeMBbIi MJIaH UMEET ICUXOJoruueckuil A3Pp@ekT camoMoTuBanuu K padore. Bama
Jie7ioBasi aKTUBHOCTb CTAaHOBUTCS OoJjiee IeNeHANpaBlIeHHOW M OPUEHTHPOBAHHON Ha CTPOroe CJeJOBaHUE
IporpamMme JHsl.

* B pe3ynbTaTte Bbl MEHBILIE OTBIIEKAETECh U OOJIbIIEe TOOYKAAeTECh 3aHUMATHCS TOJIHKO HaMEUEeHHBIMU
3a/layami.

* braronaps KOHTpOJIIO pe3yJabTaTOB JHS y Bac «HE TEPSAIOTCSD) HECHENAaHHBIE Jiena (MX NEpEeHOCIT Ha
CIICAYIOIIUIA JIEHB).

* 3a cueT MUCbMEHHOM pEerucTpaluu Bbl MOBbIMIAeTe 3()(EKT OT MIAHUPOBAHUS, MOCKOJBKY JIydlle
OLIEHUBAeTe IMOTPEOHOCTh BO BPEMEHU U «IIOMEXH», a TaKKe MOXeTe OoJsiee peaMCTUYHO IUIaHUPOBATh
pE3EPBHOE BPEMSI.

* [TocnenoBarensHOE MIIAHUPOBAHKE AHS 00YCIIOBIMBAET COBEPILICHCTBOBAHUE BallIeH JINYHOM METOMKU
paboThLI.

* Ecmm CyHICCTBYCT ACHOCTb OTHOCHUTCIIBHO TOro, 4YTO HaJAO0 CACIaTb B TCUCHHUC JHS, TO BBbI
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ABTOMATHYECKHU CTApPAETECh PALIMOHAIM3UPOBATh CBOW TPY.l M, KPOME TOT0, CO3HATEIBHO TPOTUBOICHCTBOBATh

«IoMexam» BHYTPEHHETO WJIM BHEIIHEro Mmopsjaka. B 3Tom ciydae Bac He OTBJICKAIOT JHUIIHUE Tele(hoHHBIE
pa3roBOpHI, BBl OIPaHUYUBACTECH TOIBKO CaMbIM CYIIECTBEHHBIM. Ecii BBl B KOHIIE JHS 3a7aeTe ce0e BOMpoc,
«a 4TO0, COOCTBEHHO, CAENaHO0?», TO MPUYMHA ITOTO 3aKIIFOYAETCS TJIaBHBIM OOpa3oM B OTCYTCTBHU YETKOU
LIEJIEBOM YCTAHOBKH Ha JICHb.

B nenoBoii sxu3HM onpaBaany ceOs CIeIyroIne MIIaHOBBIE TePUOIBL:

* TOJITOCPOYHBIE (ITEPCIIEKTUBHBIC) 11EJIM — IUIaHbI HA BCIO KU3Hb WJIM HA HECKOJIBKO JIET;

* CpPEHECPOYHBIE 1€ — T'OJIOBBIC TIJIAHBI,

* TEKyIIME IEMHM — MECAYHBbIC, JIeKaJHbIe, ©KEHEACNbHbIC TUIAHBL. B CBS3M C 3THUM BBIICISAIOT
MEPCIIEKTUBHOE, CPEAHECPOUHOE U TEKYIIIEE TUTAHUPOBAHKE (B TOM YHCIIE ONEPATUBHOE — HENENs], JCHb).

[To wWcTeuyeHNM COOTBETCTBYIOIIETO IUIAHOBOTO TIEpHOJA TIOCPEACTBOM CPAaBHEHUS «ILTIaH—(paKT»
OTIPENETSAIOTCS PE3ybTaThl 3TOrO Tepuoaa. KX criemyer yduThIBaTh JUIS KOPPEKTUPOBKH IIJIAHOB Ha
nocneayromui nepuosn [68, c. 87].

3a071aroBpeMEHHO COCTABJICHHBIC IUTAHBI PA0OTHl PYKOBOIAUTENS MUCHUIUIMHUPYIOT €ro TPy,
WCKJIFOYAIOT HEBBIOJHEHHE BAXKHBIX MepomnpusiThii. be3 mimana pabodmii JeHb PYKOBOMUTENS OOBIYHO
3aMOJTHAETCS TEKYITUMHU M TOPSAIIMMU JIeJIaMH, HE OCTaeTCsS BPEMEHH Ha PEIIeHHE TEePCIIeKTHBHBIX BOIIPOCOB,
TIOBBIIIIEHUE CBOCH KBAM(PUKAIINN, PEATM3AIMI0 JYXOBHBIX HHTEPECOB U OTAbIX. COCTaBJICHHE TUTAHA JIMYHON
paboTel TpeOyeT MpenBapUTEIBHOTO aHAM3a TOJIOKEHHS NI, a 3TO aKTUBU3UPYET PabOTy PYKOBOIUTEINS,
Jenaer ee Oosee 1eneHanpaBieHHou [24, c. 266].

YeM sydirie Mbl, paclipeIeIiM CBOE BpeMsi, TEM JIY4IIle MbI CMOYKEM HMCIIOIh30BATh €T0 B CBOUX JIMYHBIX U
npodeccroHanbHBIX HHTEpecax. [[mannpoBanne exxeqHEBHON paObOThI, COCTABJIIEHHUE CPEIHE- U JIOJTOCPOYHBIX
IJTAHOB pa0OThl O3HAYAIOT BBIMTPHIII BO BPEMEHH, JOCTHKEHHE YCIIEXOB U OOIBIIYI0 YBEPEHHOCTh B ceOe.
UroOel ycneBaTh Oojbllie B MEHbIIEE BpeMs, TpeOyeTrcs BCEro JBE BEIIW: OPraHW30BaHHOCTh H
CaMOJTUCITUTIITMHA.

Ecmu pykoBoauTENs BEAET YUET M aHAIM3UPYET 3aTPaThl BPEMEHH, TIOJITOTOBKA JIMYHBIX TIJIAHOB paOOThI
HE BBI30BET 3aTpynHeHuil. HaunHate pa3paboOTKy CleAyeT ¢ AOITOCPOYHOro IiaHa, T.€. ¢ IUTaHa-Tpaduka
OCHOBHBIX JIE]l HA HECKOJBKO JIeT. 371eCh TJIABHOE — pacClKCcaTh 3aJa4yu 1O Cpokam. B ocHOBHOM 310 OymyT
CPOKH Hayaja ¥ OKOHYAHHS OINPEIeICHHBIX paboT. 3anucy B IiaHe-rpaduke AearoTcs ¢ pa30UBKOM 1O Tojam
uim noiyroausm [121, ¢. 172].

Ilox cpeaHecpoYHBIM IUTAHMPOBAHUWEM MOAPA3yMEBAIOT COCTaBJICHHE IUTAHOB Ha roia. [is 3toro
HEOOXOJIMMO COCTAaBHThH MEPEUCHbh HAMOOJIee BaXKHBIX PadOT roja, a 3aTeM YCTaHOBUTH CPOKH UX Haudajaa U
OKOHYaHus. B umncne pabotr MoryT, OBITH TOBTOPSIOIIMECS W3 T'0Jla B TOJ, HAIPUMEpP, cOOpaHuE aKIIMOHEPOB,

COCTaBJICHHEC I'0OJOBOro ordycra, moAroroBka u 06CY)KI[CHI/IG KOJUICKTMBHOI'O AOTrOBOpa U T.II. 910 KOHKpPCTHAas
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paciippoBKa Ha JaHHBIA TOJA TEPCIEKTHBHOIO IUIaHa IUIIOC MPOEKThl IJIaHOB Ha Oyaylmuil rofm,

MIPOMEKYTOUHBIE CPOKH BBIMOJHEHUS PA0OT, pacCUMTAaHHBIE HA HECKOJBKO JIET, Pa3iMYHbIe TPaJUIIMOHHbIC
MeponpustTist U T.4. Hekoropble cpoku OynyT NpHOIM3UTENBHBIMH, BIIOCIEACTBHM OHU YTOYHSIOTCS B
paboueM nopsxke.

[IponomKUTENbHOCT POBEIEHUS TAKMX Pa0bOT, CPOKM Hayvajla U OKOHYAHUS OIPEIEISIOTCS Ha OCHOBE
OIIBITa MPOIUTLIX JeT. Kpome; Toro, B MiIaH BOWIYT HOBBIE PaOOTHI, KOTOPBIMU MPUIETCS 3aHUMAThCSI UMEHHO B
9TOM IUIAHUPYEMOM TOAY.

briBaer, 4T0 HEOOXOAUMOCTH PabOTHI SCHA, HO €Ile HeMb3s ONPEAEIUTh CPOKU €€ Havajla U OKOHYaHUS.
Torga 00pa3yroT «TeMaTHYECKUI» CIHCOK J1eJ, KOTOPhIH HAaJ0 €KEMECSUHO IMpOCMaTpUBaTh, CTapasch
IIEPEHECTH JIEJ10 U3 «TEMaTUYECKOr0» CIIMCKA B KAJICHIApHBIN IIJIaH.

I'maBHOE TpeOOBaHME K TAKOMY MEPEUHIO — €r0 MOJHOTa. Bo BHUMaHME TOKHO OBITH IPUHSATO BCE, YTO
TOJIBKO MOXHO Y4YECTb U ITPEIBUIETb.

Pexomeniyemblil TpaKTUYECKUI MPUEM — 3TO JIeNEHUE KaXKJ10i! IIaHupyeMoi paOoThl Ha 3JIE€MEHTHI:
4yeM JieTalbHee OYyeT cAenaHo, TeM Jerde cede nmpeacTaBuTh 3aTpaThl BpeMEHH Ha €€ BHIIOJIHEHHE.

[Tocne onpenenenus OroKeTa BpEMEHU M YTOUHEHHSI €ro 3aTpar Ha IJIaHUpYeMbIe Jiena, He00X0IMMO
COIIOCTaBUTh 3TU JaHHbIe. lIpexxne Bcero, oneHWTE MX CyMMapHOE€ B3auMOOTHouieHue. OHO cpa3zy MOXKET
BBISIBUTH HECOOTBETCTBHE MEXAY OOBEMOM IUIAHUPYEMBIX JIe1 M peajbHbIMH BO3MOXKHOCTAMHU HX
BBIIIOJIHEHUS. SICHO, YTO €CJIM OHM HE COBIIAJAIOT, TO HY’KHO IIEPECMOTPETh NIEPEYCHb IUNIAHUPYEMBIX Aeil. Eciau
K€ OHHM COOTBETCTBYIOT JIPYI APYTrY, TO TAKOE COIOCTABJICHUE IS IIPOBEPKU MOKHO IIPOAOLKUTH U Y3HATh,
HACKOJIBKO peaJlbHO HeoOXoaumoe it paboThl BpeMsl B T€ MM MHBbIE KOHKpPETHBIE Nepuojsl. B KoHeuHOM
UTOre MOJy4aeM YTOUHEHHBIM MepedyeHb IITaHUPYEMBIX NNl U Pl MPAKTUYECKUX COOOpaKeHUH IO MOBOILY
IIOCJIEIOBATENILHOCTH UX BBIIIOJIHECHMUS.

[ToaroroBka mepcHeKTHBHOrO IUIaHA — 3TO elle He KOHel paboTbl. UTOOBI MepelTH K KOHKPETHBIM
TEKyILUM IUTaHaM Ha KaXkJbli JIeHb, HY’)KHO PELIMTh, KaK HanboJee 11e1ecoo0pa3Ho MOCTPOUTh CBOIO paboTy:
KaKoe BpeMs Bbl B COCTOSHHM BBIJCIIMTh HA T€ WIM UHBIE J€JIa, B KAKOM MOCIENOBATEIbHOCTH UX CIIEAYET
BBINOJIHATD, KAKUM 00pa30M pacipeiensiTh BpeMs B Mpesenax padboyero aHs.

OmnepaTtuBHOE TUIAHUPOBAHHE PAOOTHI OCYIIECTBIAETCS, KaK IPaBHJIO, He Oojee 4eM Ha TEKYILYIO
Hezenno. B OCHOBHOM 3TO MilaHbI «Ha CErogHs», «Ha 3aBTpa». OHM cilykaT 3PPEKTUBHBIM UHCTPYMEHTOM B
00pb0e ¢ TEeKYYKOM B TOM CiIydae, €ClIM CTPOSATCS Ha OCHOBE I'OJIOBBIX, KBAapTaJbHbIX, MECSUYHBIX IJIAHOB U
COTJIACYIOTCS C TaK Ha3bIBa€MBIMH I'pauKkaMu padoT JIHS, HEIeNH.

CymiecTByeT NpaKkTHUKa COCTaBJEHUS pabounx rpadukoB AHSA, Hemenw, pexe — Mecaua. OHH
JUCLMILUIMHUPYIOT HE TOJIBKO TPYJZ CAMOTO PyKOBOJIHUTEIIS, HO ¥ TOJYMHEHHOTO EMY KOJUIEKTUBA.

I[J'ISI BBIITOJIHCHHUSA ITOBTOPAIOIIMXCA pa60T BBIACIAIOT OIPCACICHHOC BPEMA AHA HIIU OHpC}IGHeHHLIfI
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JIeHb Hemenu. Hampumep, eXeTHEBHO IUIAHUPYIOTCS B ONPEICIIEHHOE BpeMs 00Xol pabouux MeECT,

OllepaTUBHOE COBEIIaHUE, padoTa C JOKYMEHTaMH, CTPOrO pPEriaMEHTHPOBAHHBIA MPUEM IOCETHTENEH.
W3BecTHa npakTHKa pacrpeeseHus THeH Helenu o paccMaTPpUBAaeMbIM BOIIPOCAM — OOBEKTaM PEryJIsipHOTO
KOHTpPOJISI PyKOBOIUTENA. TakK, B NMOHENENbHUK JUPEKTOP 3aHMMAETCsl BONPOCAMHU KauecTBa MPOAYKIUH, BO
BTOPHUK — BOIIPOCAMM TEXHUYECKON IMOATOTOBKU MPOM3BOCTBA, TEXHUUECKOTO Pa3BUTHSA U KAIUTAJILHOTO
CTPOMTEINICTBA, B CPEAY — BOMPOCAMU CHAOXKEHUs, B YETBEPI — XO3HCTBEHHBIMH BOIPOCAMH, B MSATHULLY —

paboToii ¢ Kaapamu  T.J.

9.3. TexHnka NJIAHNPOBAHUS JIUYHOI0 BpeMeHH PYKOBOAUTEISA

Ecnu pykoBoguTens HaMepeH Bcephe3 MOAONTH K MIaHUPOBAHHIO! TMUHOM paboThI, TO 1eecoodpa3Ho
MIPUIEPIKUBATBCS CUCTEMBI, KOTOpasi pean3yercsi B CIIeIYIOMIeH TTOCIeJ0BATeIbHOCTH

* aHayM3 O0/KETa BPEMEHU;

* COCTaBJICHHE CIHUCKA MNIAHUPYEMBIX JIElT;

* OTpe/ieNieHNe BPEMEHH ISl BBITOTHEHUS STHX JIET;

* COITOCTABIICHHE HEOOXOIMMBIX 3aTpaT BPEMEHH Ha TUIAHUPYEMBIE JIeNa C JIMYHBIM OI0/PKETOM BPEMEHHU
Y JIMYHBIMUA BO3MOXKHOCTSIMU;

* COCTaBJICHHE CIHCKa Jien Ha rof (tadu. 18);

* COCTaBJICHHE TEMATUYECKOT O CIIMCKa e Ha Mecsll (Tabu. 18);

* COCTaBJICHHE IIJIaHA JIeMcTBUI Ha Henemo (Tabu. 19);

¢ 3allUCh TCKYIUX A€ 1 COCTABJICHNEC pa60q1/1x I1IJIaHOB Ha JICHb.

Tabmuma 18
TemaTu4ecKknii CIUCOK AeJ1 HA roJ (Mecsn) 1S pyKOBOAUTEeIs (pUpMBI
Opranu3anus npma, Meponpusar| Xo3SMCTBEH
P ! (bup Bremnue Kanpossie ponp Cembs IlepcnexkTuBH
TIPEIIPHUSITHE) Ui B TOpOIE, | HBbIE BOIPOCHI 3mopoBne
CBs3U BOIIPOCHI o u 10M bIC BOIIPOCHI
paitone OpraHu3aIn
O 6 e e
B JInuno

PYKOBOJICTBO

Henp3s nNpoCTO IJIAHUPOBATH, YTO HAAO CACIaTb 3a MCCAl, HCACIIO, ACHDb. Hano 00s13aTEIBHO

PAaCCUUTHIBATD pa60Ty BO BPEMCHH, YUUTHIBATH HPOJAOJDKHTCIBbHOCTD Ka)K,HOﬁ pa6OTLI, CpPOKH €€ Haydadjla "

OKOHYaHMUA.

[InanupoBaHue BpeMEHHM B paMKax OOIIEro IUIAHUPOBAHMS OPHEHTHPYETCS Ha COOTBETCTBYIOIIME

CTPATCTUYCCKUEC JOJITOCPOYHBIC LICIIN, KOTOPBIC B CBOIKO OYCPCAb NOAPA3ACTIAOTCS Ha ONCPATHBHBIC YaCTUYHLIC
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eiI.

YcraHOBJIGHUE TEPHOAOB  BpPEMEHHU, KOTOpbIE TpeOyrOTCSs ANl JOCTHIKCHHSI  JIMYHBIX U
npod)ecCHOHANBHBIX 1IeJIeH, TPUIACT YyBCTBO YBEPEHHOCTH U MPENICTABICHUE O Hanbosee MPearnoYTUTEIILHOM
pacripesielieHIN BpeMEeHH U Haubosiee 11enecoo0pa3Hoil 0uepeTHOCTH Jell.

Tabmuma 19
Pacniopsiiox paGoueii Heenmu pyKOBOAUTENS
Henems Ne c 1o 200 .

Mecan

JlHu Henmenun Ilonenensuu | Bropuuk |Cpena |Yersepr ITataun |Cy6060Ta |Bockpecens |OCHOBHBIC 3a1a4n

K a (S HEOCIN
9 »

[poduns nHs
Yacsl
8:00—9:00
9:00—10:00
10:00—11:00
11:00—12:00
12:00—13:00
13:00—14:00
14:00—15:00
15:00—16:00
16:00—17:00
17:00—18:00
18:00—19:00
19:00—20:00
20:00—21:00
OCHOBHBIE JIeN1a JHS Hom, |3moposse,
CeMbs | I0CYyT

[T cTaguii NIAaHMPOBAHKS Pad0vYero AHS M0 METOAY «AJbIbD)

[Ipennaraemslii BamieMy BHUMAHHUIO METOJ «AJIBIBD) OTHOCHUTEIBHO MPOCT, U TOCIE HEKOTOPBIX
yhnpaXHEeHUH moTpedyercs B cpeaHeM He Oosee 10 MUH 19 COCTaBJICHHS €XKEIHEBHOro IaHa [68 c. 92].
Merton BKIIIOYAET MATh CTaAUN INIAHUPOBAHUS:

1. CocraBneHnue crucka 3aaHui.

2. O1eHKa JINTEILHOCTH BBINOJIHEHUS 3aJaHUI.

3. PezepBupoBanue Bpemenu (B cootHomreHuu 60:40).

4. [IpuHsTHE pelIeHui 110 MPUOPUTETAM U TIEPENOPYUEHUIO HEKOTOPBIX AEI.

5. KonTposns (yuer HecaenanHoro).
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HpI/IBeJIeM OCHOBHBIC JOBO/BI B I10JIb3Y JAaHHOI'O M€TOAA:

* JIyummit HacTpoOi Ha MPEACTOAIINI paboUmii TeHb.

* YeTKoe€ NpeicTaBIeHUE O 3a1a4ax JHs.

* [Ipeononenne 3a0bIBUNBOCTH.

* Konnentpauust Ha Haubosee CylneCTBEHHOM.

* YMeHbIlIeHHEe 00beMa «OyMakHOM pabOThHI».

* JlocTrKkeHUE 1eTIeh THS.

* Beiienenue 6onee BaXKHBIX M MEHEE BasKHBIX €.

* [Ipunsitue pemennit 00 yCTaHOBJICHUU TPUOPUTETOB U MEPENOPYUECHHUU.

* CokpallleHHE TIOMEX U HEXKeNaTeIbHbIX I1EPEPHIBOB.

* YMEHBIIEHHUE CTPECCOB U HEPBHOI'O HAIIPSYKEHMSL.

* OmyuieHue ycnexa B KOHIIEe pabouero JHsl.

* [ToBbllIeHNE Y10BIETBOPEHHOCTH M MOTUBAIIUH.

* PocT MMYHBIX pe3ynbTaToB.

* BemrpaIin Bo BpEMEHH 32 CUET METOJUYHON OpraHu3aluy Tpyaa.

* [Ipn ycnenHoM UCMosib30BaHUN TEXHUKH IJIAHUPOBAHMSI BPEMEHU M METOJIOB HAYYHOW OpraHMu3aluu
TpyJla Bbl CMOXETE €XeIHEBHO SKOHOMUTH OT 10 10 20% Bariero BpeMeHH.

Jlist oGneruenus paboThl MO MUIAHUPOBAHUIO U PACHIPEICIICHUIO BPEMEHH 11€71eCO00Pa3HO MOJIb30BATHCS
OIPEECIICHHBIMU TEXHUYECKUMHU CPEACTBAMHU.

Kanennpapb-exeHnene IbHUK

OT0 nepekuHON Oe30TPhIBHOM KajeHJaph B BHJE yA00HOro 6jJokHOoTa. Ero MoxxHo OpaTh ¢ coboil Ha
COBEIIaHMS, B KOMaHIAMPOBKU. ExXeHeHeNbHUK IaeT BO3MOXKHOCTh IUIAHUPOBAHHUS pabodell Henenu W IHS,
KOHTPOJISI 32 BBIIIOJHEHUEM 3alIMCAaHHBIX MEPOINPHUATHN, aHAJIM3a U3PacX0JOBAHHOIO BpeMeHH. Kaxaoe neno
HAHOCHUTCSl Ha CETKY 4acOB COOTBETCTBEHHO CPOKY €ro BbIOJIHEHUs. OAHako B Takoi (opme HeT mecTa A
3anucelt e, He UMEIOIIUX KOHKPETHOTO CPOKa BBITOJHEHHUSL.

IToMuMO OOBIUHBIX 3aMTUCHBIX KHIDKEK U OJIOKHOTOB, TJI€ 3aIIMCH PACIIONIaratoTcsi 6e3 BCAKOW CHCTEMBI,
MOXXHO PEKOMEHJIOBATh CIEUUANBHYIO0 (POpMY, MPECTaBIAIONIYIO JUCT IJIOTHOM Oymaru, pasrpadieHHbIi B
COOTBETCTBUU C OCHOBHBIMHM HAIpABJICHUSIMHU PAaOOTHI. 3alMCU Ha JIUCTE JENAIOTCAd KapaHJallloM, a Iocie
BBITIOJIHEHUS CTHPAIOTCSl WJIM aKKypaTHO 3auepkuBaroTcs. Takas gopMa JaeT HarysagHYyl KapTHHY Bcex
TEKYILUX JIeN, U U3 Hee JIETKO JeaTh BHIOOPKY IIPU COCTABJICHUH JHEBHOTO TIAHA.

HacTouabHblil KajieHIapb-exKeHeI1eIbHUK

JlocTOMHCTBa — BUJIHA BCSI HEZIEIs, MHOI'O MECTa JJIsl KaXKA0T0 JHSL.

HGI[OCTaTKI/II HeHepeHOCHOfI, HET I'NIaBHBIX HEACIIbHBIX OPUCHTUPOB, HET BBIACIICHUA INNTIABHBIX €T THA.
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KomMOnHMpoBaHHbIH JTHEBHUK BPpeMEeHH

CTpyKTypa Takoro exxeHe/leNbHUKA MpecTaBlieHa B Ta0. 20.
Tabmuma 20
CTpyKTypa KOMOMHHPOBAHHOTO €KeHedeJIbHUKA

/{HeBHUK BpeMeHH (IJ1aHbI JIMYHOH padoTsl pykoBoauTeas Ha 200 rox)

Conep:xkanue Koa-Bo
CTpaHMIL
1: TUTYynBHBIN JIUCT 1
2. Kanennaps vHa 200 Ton 1
3. Meponpustus roga 1
4. Tau poXIeHAS '1
5. CnpaBounble TenedoHbI 1
6. Cricox HamOoJiee BAKHBIX €T HA IO 1
7. Crmcok Jient Ha Kaxkabli Mecsil roga (12 mMecsies) 12
8. Pacmiopsimox paboueit Henemnu (52 Henemmn) 52
9. Pexxum st 1
10. buoput™mbl Ha O 1
11. IepcnexkTnBHBIE TPOOIEMBI, HIEH, HOBALIUH 1
12. Kanenaapp Ha CIeqyIOMUNA TO 1
Bcero: 74
JlonoTHUTEIbHBIE MAaTepHAJIbI
1. Criucox coTpyAHUKOB
2. I'padux paboTHI OCHOBHBIX COTPYIHHUKOB

Kasienpapnasi yacTb

B 9Ty 4aCTb MOXHO BHCCTU Pa3JIMYHBIC (i)OpMy.]'[prI)I T MECAYHBIX, NICKAJHbIX U1 THEBHBIX IIJIAHOB C
IIPOMEKYTOYHBIMU PErUCTPaMHU.

* Ocoboe 3HaueHue nmpuaaercs miany aHs. OCHOBHOM MPUHIIMIT: OJIWH JIUCT HA OJTUH JICHb.

* B xanengapHoii yacTi MOXKHO HAWTH JIMCTKH AJISL 3aMETOK 110 COOTBETCTBYIOIIMM MeECSIIaM U JIeKaJam,
KOTOpPBIE 00JIErvaT MepeHoC CPOKOB U IIEJIEBBIX YCTAHOBOK HA OT/ACIHHBIC HEACTH U THU.

® OT}ICJ'IBHBI@ JHEBHBIC JIMCTKU MOXXHO IIOCJIE HCIIOJIb30BaHMUA C6p0HIIOp0BaTI) B COOTBETCTBYIOLICM
NOopAAKEC, U IO NpOICCTBUU BPEMCHU OHH COCTABAT apXHUB BPECMCHU M YCIICXOB B KU3HHU — HAACKHOC
BCIIOMOTaTENILHOE CPEJICTBO JIJIsl OCO3HAHHOTO MJIAHUPOBAHUS OYTYIITUX YCIIEXOB.

e HoBrie «BXOOAIIHUEC) AHCBHBIC JIMCTKU OOJIKHBI OBITH CHAOKEHBI BCEMU CpOKaMM M 3aJaHUSMU U3
ACKAAHbBIX U MCCAYHBIX JIMCTKOB. C COOTBETCTBYIOIIUX JIMCTKOB IMMECPECHOCATCA TaAKUC OAaTbl, KAK JHU POXKACHHA,
100MIIeH, YXOJl B OTITYCK, IHU IUIaTexed u T.1. Takum oOpa3oM, Bce JMUHBIC Jiefla MOKHO MHTEIPHPOBATh, U
HUYero He Oy/IeT yTepsSHO MPH YCIOBUU PETYISIPHOTO 3aMOTHEHUS U KOHTPOJISL.

Pa3nen cay:keOHBIX U YACTHBIX AT

3/1eCh Ha COOTBETCTBYIOIMX JIUCTKAX U (POPMYJISipaXx MOXHO 3aIIUCBIBATh U MOCTOSIHHO UMETh IIpH cebe
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Ba)KHEHNIIYI0 MH(POPMALIMIO, HAIIPUMED:

* KaJIeH1apb Ha rof;

* B)KHEUILIME NTOHATUWHBIE COKPALLICHHUS;

* CIIUCKU JIHEH pOXKJIeHUs OJIM3KUX JIFOEH;

* CPOKH TIPOBEICHUS BaKHBIX MEPOIIPUSTHIA;

* JIUCTKU-TIAMSATKH.

Pa3znen anpecoB u TesiepoHOB

bnaronaps naHHOMy pa3zeny y Bac BCerja IoJ pykoil BakHeilue TeneoHHbIE HOMEpa U ajpeca,
KOTOPBIMH YaIlle BCETO TOIb3YeTeCh.

OO0mras yacte. Pa3nuuHble oTAeNeHHs, Kak B OyMa)KHUKE, MMO3BOJSIIOT Pa3MECTUTh 37ech (oTorpadumu,
KPEIUTHBIC U YEKOBBIC KAPTOUKH, CITY>KEOHBIN MPOITYCK U JPyrue JOKYMEHTHI.

B 3anonHeHun THEBHMKA HE TOJDKHO OBITh MENOYeH, U 3TOM:

* BCE 3aITMCH JIOJDKHBI OBITh TOCTATOYHO MTOIPOOHBIMU, TOHATHBIMH;

* B JIHEBHUKE JIOJDKHO OBITH MECTO JUIl HEKOTOPBIX, BAXKHBIX IS CEKpeTaps MOMETOK, KOTOPbIE MOXKHO
66110 ObI pacM(ppoBaTh B OTCYTCTBUE PYKOBOIUTEIS;

* 3aIMCH JIOJDKHBI JIeNaThCsl KapaHJaIloM, YTOOBI NMPH HEOOXOAMMOCTH MX MOXHO OBLIO ObI JIErKo
M3MEHHTH WU CTEPETh, HE JAOITYCKasi HEPSIUIMBOCTH B JHEBHUKE.

Bbl Moxere emie Oosblle palnMOHAIM3HPOBATH COCTABICHUE IUIaHA, €CIM HapALy ¢ OyKBEHHBIMU
COKpAIIEHUSMHU 11 0003HAYCHHS BaXXHEUIIIMX AJIEMEHTOB MCIOJIb3YyeTe IPYrHUe COKpAILIEHUs U rpaduyuecKkue
CHMBOJIBI, TAaK Ha3bIBaeMyI0 Oroporpaguio.

Hanpumep, as1st MOMETKH TeX WM UHBIX JICHCTBUN MOKHO MTPUMEHSITh CICAYIOIINE CHMBOJIBIL:

T — cpouHo;

! — BAKHO,

? — BBIICHHTS,

+ — OPHOPHUTET KaTeropuH A;
¢ — 3a7a4a BBIIONHEHA,;

O — nepenoc Ha Gomnee no3aEMi CPOK;
X - HEBMMOIHHMOE M caMo coboH pa3pelUMBLICeCH EIIO.

JIHEBHHK — 9TO BaKHBIA M HEOOXOAMMBIA TOKYMEHT, U C HUM CJEIyeT 00pamaTbCsi COOTBETCTBEHHO.
3mech cocpemoTodeHa BakKHeWmas enoBas WHQopMmaius, KOTopas BCerJa IMOA PYKOW Yy PYKOBOIUTEIS
(anpeca, hamMuMu, 1aThI, JAaHHBIE IT0 KOHTPAKTaM, OTBETCTBEHHBIC MCTIOJHUTENH | 1p.) [68, c. 101].

CymiecTByeT erie MHOTO ApyTruX (opM TUIAHUPOBAHUS BPEMEHH.

['maBHOE, 4TO HAMO 3aIOMHUTH W MOHATH: HET YHUBEPCAIBHBIX cpeAcTB. Kaxkmoe B ueM-To y100HO, HO

HMCCT M KAaKHMC-TO HCAOCTAaTKH. KHI/I)KKa-KaJIeHI[apL YI[O6H8., Korga 3a AC€Hb Haao CACIaTb MHOI'O
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He(UKCUPOBaHHBIX JieNl. A BOT KapTHHY HEJENU B 1I€JIOM 10 HEeW MOIy4UuTh Helerko. ExxeHenenbHUK ynoOeH

NpU 3HAYUTEIHHOM 00BbeMe (PUKCHPOBAHHBIX e M HE3HAUYUTEIbHOM YHCIe HE(PUKCUPOBAHHBIX 3aHATHH,
KOTOpbIE HETPYIHO OTMEYaTh M Ha MOJAX, M B pasfenax. ExxemecsuHUK ymoOeH, korja pabora 3apaHee
M3BECTHA M HAJI0 TOJBKO KOE-4TO 3aIUCATh JIOMOJHUTENBHO. K TOMY ke OH 3aHMMaeT Majio MecTa.

Hano BBIOMpaTh TO CpEACTBO IIAHMPOBAHHUS BPEMEHH, KOTOpOoe HambOosee BaM MOaXxomuT. Yacto
MOCTYMAIOT Tak: OepyT YTO-TO Haubojee MpUeMiIeMOe, HO B HEr0 BHOCAT JOMOJHEHHUS C YYETOM CBOUX
npobiem. Ecim, Hanmpumep, Bbl paboTaeTe paHO MO yTpam, TO HAJI0 «JOPUCOBBIBATEHY CBEPXY €Ie CTPOKH —
CKaxkeM, ¢ 6 4.

MO)KHO MOCTYNaTh M TaK: CIeNaTh HAa KapTOHE MOCTOSIHHOE PACIHCAaHUe HENeN, B eKCHEEIbHUKE Ke
OTMEYaTh TOJBKO M3MEHEHHUs W TEPecTaHOBKM, a TaKXkKe Jpyrue He(puKCUpOBaHHBIE nena. MOXHO Takylo
KapTOHKY-PacIHCaHUe JIOMOJHUTh HE €XEHEAETbHUKOM, a KHIKKOW-KalleHaapeM HeOoubiioro ¢gopmara u B
He 3annceIBaTh BCE, YTO HE OTPAXKEHO B IIOCTOSIHHOM PaclyCaHUH.

B mocnenHee BpeMsi rmepcoOHaBHBIA KOMITHIOTEp B3sUT Ha ceOs 4acTh 00sS3aHHOCTEH THEBHHKA M CTal
CTPEMHTENBHO BBITECHSTH €r0 C MMChbMEHHOTO CTOJA PYKOBOIHUTEIS.

KoMnbloTepHble cHCTEMBbI OPraHU3aliu TPYAa

Takue cructeMbl OpraHU3aluy TPy/1a MO3BOJSIOT PEIlaTh CISTYIOLHE 3a0aUu:

* «Kanenoapnoe niaHupogaHue» MEPONPUATHH Ha Tof, KBapTas, MECAl, HENENO, IeHb C KOHTPOJIEM
JOCTUKEHUS pe3yNbTaToB;

* «/lokymenmoooopomy — aBTOMAaTH3UPOBAHHOE M3TOTOBJIEHUE, 3aIMUCh, MIOMCK U ME€YaTh BXOIHOU U
BBIXOIHOW MH(pOpMaIUy, pUYEM MOUCK MH(POpMAIMM OPraHHW30BaH IO LIENOH COBOKYIMHOCTH PEKBU3HUTOB
(ma3Banwue, narta, GamMuiIHs, IPEANPUATHE U T.1.);

* «Cnpasounuxy, coaepkauii aapeca 1 TeneoHbl IOPUAMYECKUX U (PU3UUECKUX JIHI ¢ BO3MOXKHOCTBIO
WX aBTOMATU3UPOBAHHOT'O ITOHMCKA;

* «Kanvkynamop», obecniednBarommii apupmMeTHUecKre M JorapugMuyeckue IEHCTBUS B IpoIecce
paboThL.

[Ipu 3TOM COXpaHAIOTCS U3MEHEHUS Ha JUCKe, MH(POPMAIUS Te-. 4YaTaeTCsl Ha MPUHTEPE U 3aIIUIIACTCS
aposieM.

1 Bce xe, oTnaBas JaHb YBaKEHHS TEXHHUYECKOMY IIPOrpeccy, HE CTOMT TOPONMTHCS BbIOpAchIBaTh
cTapble THEBHUKHU U KETrOTHUKH.

Wnes npucrocoOUTh NEPCOHATBbHBI KOMIIBIOTEp B KAayeCTBE WHCTPYMEHTA IMOBBIIMICHUS JIMYHOM
3¢ GEKTUBHOCTH TpyJla MEHEIKepa, CIEUaNICTa JF00ro mpoduis Modydnia «BTOPOE ABIXaHUE», KOT/Ia B
IporpaMMHoe o0OecrieueHre ObUIN 3aJI0KEHbI INIaBHbIE nen «TaliM-MeHemkepay.

TallM-MeHe1Kep
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OH no3BOISIET MCHCKCPY UYCTKO KOHTPOJIUPOBATH M PACIHOPSIKATHECA CBOHMM BPEMCHEM, HCXOASA H3

MOCTaBJIEHHBIX 1I€JIeH, CBSI3aTh BOSAMHO «4TO» U «KAaK» Bbl XOTUTE cAenaTh. Taim-menemxep (TM) coznmaer
CIMHYI0 TEXHOJOTMYECKyI0 0a3y IUId MPUHATHS M HUCIONHEHHUs pElIeHWH Ha OCHOBE T'MOKOro KajeHaaps
(MIaHbI HA TOJT, MECSILL, HEJIETIO, EHB).

Hocrouncrra TM:

* I03BOJISIET T0OMBATHCS TIOCTABJICHHBIX I1eiel HA OCHOBE TTOBCETHEBHOTO PEIICHHSI OCHOBHBIX 3a]1a4;

* J1aeT BO3MOKHOCTb PACCTaBUTh MPHOPUTETHI, UMETh 0030p JIeJl U PallMOHAIBHO HCIIONB30BATh CBOE
BpEMS;

* [IOMOraeT pa3BUTh B ceOe Oojee TMOKOE W CIIOKOMHOE OTHOIIEHHE K HW3MEHEHHUSM 3a CyeT
OIIEpaTUBHOrO BHECEHUS N3MEHEHUN M UCIIOIb30BaHMsI CMEHHBIX OJIOKOB OJIAHKOB.

Hampumep, otmMeuaercst pocT IpoU3BOIUTENBHOCTH TPYAA YIPABIECHUECKOrO IepcoHana, koraa TM cran
0a30BbIM HHCTPYMEHTOM PaOOThI BCETO MPEANPUSATHSL.

OdeHb HEnpoCTOoE /€TI0 1aTh COBET — HA KAaKOM MHCTPYMEHTE JIMYHOM paboThl OCTAHOBUTH CBOM BBHIOOP.
OTO 3aBUCHUT OT LENOro psaa (akTOpoB: TUIA TNPEANPUSATHSA, KATETOPHH PYKOBOTUTENS, IUIAHUPYEMBIX
TOZIOBBIX PacXo/I0B, YPOBHS BJIQJICHUSI KOMITBIOTEpOM U T.J. IloaToMy BBIOMpaiiTe TO, YTO MOAXOAMT JIydlle
BCETO JUIA Bac.

Koneuno, camoe ci10xHO€ — 3TO CTPOro MPHIEPKUBATHCS CBOEro ke rpaduka. [Inanupoanue padboTbl

U CTpOroe coOJII0JIeHUE MIaHa — BOT JBa KUTA, HA KOTOPBIX OMUPAETCS BCSI HAYKa YIPABICHUS BPEMEHEM.

9.4. Ilnan u pacnopsiiok padovero JHs

[Inan n nmnman—rpaduk paboueil Hexaenu camu 1o cede TOXKE HE pelIaroT BCeX MPAKTUYECKUX 3a/1ady
m1aHupoBanust. OCTaroTes enle y4er TeKyIuX A€l U IUIAHWPOBAaHUE Ka)KI0r0 OTAEIBHOIO JIHS, HE IOX0XKErOo
OJIMH Ha JAPYroil, HeCMOTps Ha JIOOYIO perjiaMeHTanuio. BriOopka aemaercs W3 CIUCKa JIe Ha MECHIL,
I1aHa—TpaduKa HelelIu U U3 3aIUcel TeKyIHX Jedl.

PykoBoauTens AOMKEH JTMYHO €XKEIHEBHO, 3aBepllasi OYepeHON JeHb, IIPOBEPATH, BHINOIHEH JIM IUIAH
3TOTrO JHS, COCTABIISATh HOBBIH IIJIaH, MOATOTABIMBATHCSA K HACTYMAIOIEMY padodeMy JAHIO.

OTOT peanbHbIM pabounii MIaH Ha JEHb JIOJDKEH COCTOSITh M3 BPEMEHHBIX OJIOKOB, 3arOMHEHHBIX
A-nenamu, MCIIOJIHEHUIO KOTOPBIX HE JOJDKHBI IOMEIIaTh HUKTO M HUYTO. TO, 4TO HE NperycMOTpEeHO, a
3HAUYUT, HE 3aIJITAaHUPOBAHO, HO BCE-TaKM HEM30€KHO HaBaJIMBAaETCsS Ha PYKOBOJUTENS, CIEIyeT BMEIIATh B TE
BpEMEHHbIE OJIOKH, B KOTOPBIX 3aIUIaHUPOBaHO BbInonHeHue b- u B-gen. Toraa yxe stu b- u npexxae Bcero
B-nena pykoBoAUTENb MOYKET U HE BBITIOIHSITS.

Huxomy He mnosBomsiite npepBaTh A-3aHstue. Ecnu pykoBoguTens noOuics ycrexa, U IPUTOM

00JIBLIOr0, €r0 HUKTO HE CTaHET CIpallliBaTh, IOYEMY OH HE BBIIOJHWII T€ WK uHble b- u B-nena. Ero Oynyt
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yBaXkaTh, OH CTAHET PECEKTa0eIbHON JTUYHOCTBIO, €ro OyAyT HEHUTh U HE 3aXOTAT MOTEPATH.

Ecnmu pykoBoauTtenb BBIMOIHUI HEKOTOphIE Aena b u B, HO eABa mpHUCTynuil K BBITOJHEHUIO A-7I€T,
BCJIEJICTBHE YEro OOHapyXKaTcs JUIIb HE3HAYUTENLHBIC YCIIEXH, HUKTO HE TIOXBAIUT €ro 3a BhINOJIHEHUE b- u
B-nen. Ero 6yayT IeHUTh HE CIUIIKOM BBICOKO.

CKONbKO YacoB B JICHb MOXXHO 3aIUIAHUPOBATh [IJIsl BBINOJHEHUS TOW WM WHOW pabotei? Ecmm
pacropsaoK JHS B OCHOBHOM «CBOOOIEH» OT Pa3IMYHBIX HEOXKHMIAHHOCTEH, PYKOBOJIUTENh CIIOKOIHHO MOXET
BBIACIUT, 6 4. EcnM HEOXKUAAHHOCTM HE TOJBKO HE MCKIIOYEHBbl, HO Ja)X€ WU BO3MOXKHBI, CIEAYyeT
OTpaHUYUTHCS 3 Ui 4 4.

Te, KTO ToJIararoT, 4TO WX PACIOPAIOK JHS BOOOIIE HE JOMYCKAeT HUKAKOTO TUIAHHPOBAHUS, MOTYT
pUOErHyTh K TUTAHUPOBAHUIO «KIMHOMY. HaunHaTh miiaHupoBaHUE CIEAyeT ¢ OIHOTO-€IMHCTBEHHOTO Yaca B
JIeHb. DTO MOXKET TO3BOJIUTH ce0e Kaxablid. Korma mosiBUTCS OMBIT INITAHUPOBAHUS, MOXKHO TIEPEUTH K 2 4acam
U T.JI.

XOopoI110 3apEKOMEHI0BAJI ce0s1 CISTYIONINI METO/: TNIAHUPOBATH BPEMSI CIIEAYET TAKUM 00pa3oM, 4TOOBI
B KaXIblif yac 15 MHUH ocTaBamich CBOOOJHBIMH M MX MOXKHO OBUTO OBl MCIONB30BATH IS TENEe(OHHBIX
3BOHKOB, BHU3WPOBAaHUS JIOKYMEHTOB, HEMPEIYCMOTPEHHBIX pPabOT W OTAbIXxa W T.aI. brmaromaps stomy
pacropsoK IHS CTaHeT TMOKMM, MOXXHO OyJeT MHOroe cieiaTh CBEepX IUlaHa. A TulaH paboThl Ha JEHb,
COTJIACOBAHHBI HAaKaHYHE C CEKpETapeM, SBJIETCS MPEKPACHBIM CTHUMYJIOM ISl T€X, KTO MEIJICHHO
packauuBaercs [70, c. 303].

Ha ocHoBe aeicTByOIIero B OpraHU3allMM €IWHOTO pacropsijaka pabodell Henenu pPyKOBOIUTENb
pa3palaThiBaeT JUYHBIM PEXUM TpyAa — TaKOW YKJIaJa JAEATENbHOCTH, B KOTOPOM HEOOXOAMMO YYHMTHIBAThH
BO3MOXHOCTh YTOMJICHHS B Pa3HbIC TIEPHO/IBI pabovero AHS U B CBSI3U C ATHM M3MEHEHHS XapakTepa Tpyaa 1
MepepBIBOB IS OTAbIXA (Tabm. 19).

Pexum nHsS — 53TO Takas opraHu3amusi JEATEIbHOCTH, KOTOpas palUOHAIbHO NEIUT CYTKA Ha
OIpeJICNICHHBIE OTPE3KH BPEMEHH, OTBEJICHHBIE JJI pa0OThI, CAMOOOpA30BaHUs, IUTAHUS, OTAbIXa U JIp. Pexxum
SIBJISIETCS  CBOEOOpPA3HBIM KU3HEHHBIM TOPSAKOM. Ero 3HadeHHWe 3akiroyaercss B TOM, YTO YEJIOBEK,

CIeIYIOUIMNA eMy, HE YIYCTUT M He 3a0y/eT BaXKHBIX JIeJl, OJIyYUT YBEPEHHOCTh B yCIIeXe CBOMX Jiel (Tabd.

21).

Tabmuna 21
[IpumepHbIi YKpYIHEHHBIN pekUM paboyero JHs Macrepa
Bun nesrenpHocTH Bpewmst paboTsl, 4 | Box aestensHOCTH Bpewmst paboTsl, y
IoaroroBurenbHas padoTa 7:45—8:00 VYnpasnenue npoussoactsom| 13:00— 14 00
YnpasieHne Nporu3BOACTBOM 8:00—9:50 Pabota ¢ moxymeHTaruen 14:00—14:50
OTaeIx 9:50—10:00 OTaeIx 14:50—15:00
Pabota ¢ noxymenraiuei 10:00—11:00 Yupasnenue npousBoactsomM| 15:00—17:00
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VYnpasieHue npou3BoACTBOM 11:00—12:00 3akirounTenbHas paboTta 17:00—17:15
OO0eneHHBII TTepephIB 12:00—13:00

Pexum CO34aCT B KU3HCHHOM YKJIAJC, ACATCIIBHOCTU PYKOBOAUTCIIA OHpGI[eJIeHHLIfI PUTM, TTO3BOJEICT
BBIPA0OTATh YCTOMUYMBBIE MTOJIOKUTENBHBIE TPUBBIYKH, COKPAIIAET 3aTPaThl BpEMEHU Ha BXOXKJEHHUE B paldoTy,
BI)I60p TOI'0, YEM 3aHATHCA, U T.II. Pexum JHs JOJDKCH HE TOJIBKO CO6J'IIOI[3TI)C$[, HO M YTOUYHSATHCA, YJIIy4YIIaThCA,
npeBpaasaCh NOCTCIICHHO B IMOCTOAHHBIC HOPMbI JKU3HCHHOI'O YKJIa/a.

Hanpuwmep, noaroroButenbHas padbora y Mactepa CTPOMTEIFHON OpraHM3aliid MOXKET BKIIOUATh 00X0
ydacTKa W TIPOBEPKY COCTOSHHSI TEXHUKH OE€30IMaCHOCTH W BBIIOJHEHUS NMPOTUBOMOXKAPHBIX MEPONPHSATHIA;
obecrieueHrs pabounx CpeICTBAaMH MEXaHU3allK, CTPOUTEIbHBIMU MaTe€pUaIaM1; CBOEBPEMEHHOCTH BbIXO/1a
pabounx Ha paboTy U UX PACCTAHOBKHM IO paOOYMM MECTaM; BbIJauu U3 KJIaJI0BOM MaTepHanoB, MHCTPYMEHTA,
WHBEHTAapS, CIICIO/ICKIBI, a TAK)KE MPOBEICHHE MHCTPYKTaXa paboumX repes HauaaoM paboThl U Jp.

Hanpumep, ynpaBiieHne CTpOUTEIBFHON OpraHu3alieil BKIFOYAET, Pk e BCEro, OpraHu3ainio paboTs
Opuraj 1 OpraHu3aIuio pabounX MECT, KOHTPOJIb 32 HAJTMYHEM KOHCTPYKIIUI 1 MaTepUasoB, 32 IPUMEHEHUEM
U TpaBUIbHBIM HCIOJb30BAaHUEM WHCTPYMEHTAa, WHBEHTAps, COOJIIOJICHHEM TpeOOBAaHUI TEXHUKU
6€3OHaCHOCTI/I, OpraHu3anuio COCTA3ATCIILHOCTU B KOJIJICKTHUBC, MO6I/IJ'II/I33.I_[I/IIO KOJUICKTHBA Ha BBIIIOJIHCHUC
TUIAHOBBIX 33aJaHUN W 00S3aTeNbCTB, IPyrHe BUIBI paboT M (YHKIMH B COOTBETCTBHU c llomokeHmeMm o
Macrepe.

Bo BTOpOIi monoBuHE paboyero HS MacTep MEPEHOCUT OCHOBHBIE aKIIEHTHI HAa 00XO0J y4acTKa C IIeJIbI0
KOHTpOJISI KaueCTBa, IIPHEMa BHINOJIHEHHBIX padoT, MOArOTOBKH K CIIEAYIOIEMY padodeMy AHIO.

Ecmn B mepBoil monoBuHE AHA paboTa C JOKYMEHTAMH OpPHEHTHPYETCS MPEXIE BCEro Ha M3ydeHUe
CIPaBOYHO-HOPMATHBHOM U CIEUUAJIbHOM JIUTEpaTypbl, O(OpMIIEHHE ONEpaTUBHOW JOKYMEHTAlLlUH,
3aI10JIHCHUC Ta6e.]151, TO B KOHIIC pa60qer0 AHSA OCHOBHOC BHUMAHHUC CICAYCT YACIUTL COCTABJICHUIO 3aBOK Ha
MaTepuaibl, aHalM3y HMTOrOB pPadodero THsS, IUIAHUPOBAHHIO PAOOTHI HA OUYEPEIHOW JEHb, MOATOTOBKE
3a7aHuil OpUragam u ap.

3axmounTeNbHas paboTa peaycMaTpUuBaeT caady CMEHbI, 3all0JHEHUE KypHaia padorT.

VYcraHOBJIEHHE ONpEeNIeHHOr0 pPEeriaMeHTa, YEeTKOro pacropsaka pabouero BpeMEHH CIIOCOOCTBYET
OpraHu3aly BpeMeHu pykoBoautens. [IpakTuka cocraBiaeHus: pabounx rpadukoB AHA U HEAENH, a MHOT A U
MecsIa AUCHUIUTMHUPYET TPyl HE TOIBKO CaMOro PyKOBOAUTENS, HO M PYKOBOAMMOT'O UM KOJIIEKTHBA.

Jlns1 BBITIOJIHEHUS TIOCTOSIHHBIX OOSI3aTENIbHBIX BUIOB pa0OT PYKOBOJUTENIh HaMEYaeT OIpPe/IeTIeHHOE
BpEMs THA WU OHpe,Z[CJICHHBII\/'I JACHb HCIOCIIN. HaanMep, CXKCIHCBHO INIAHHUPYIOTCS B OIPCACICHHOC BpCMA
00x071 paboYnX MECT, OIIepaTUBHOE COBEIIAHNE, pPAaOOTa C JOKyMEHTaMHU H JIp.

Pacriopsiiok paboueit Heaenu (Tadir. 19) periaMeHTHpYET THUHYIO paboTy pykoBoautens. CoOroaeHe
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ero o0ecreynuBaeT MOJIHOTY BHINOIHEHUS 3allJIJAHUPOBAHHBIX Pa0OoT.

B HeznenbHOM I1aHe AJIs1 PyKOBOAMTEISI CTPOUTENILHON OpraHU3aliy JTODKHBI HAUTH MECTO CIEAYIOIIne
nena:

pPaccMOTpEHHUE COCTOSHUS (PUHAHCOBOTO MOJNOKEHHUS;

IIPOBEPKA BBIITOIHEHUS TUPEKTUBHBIX TPAPHUKOB CTPOUTENHHBIX padoT;

MIOCELICHUE CTPOSIIUXCS 00BEKTOB U aHAJIM3 JeM Ha HUX;

IIPOBEPKA BBIMOIHEHHUS TJIAHOB pabOoThI € KaJIpaMu, yIy4dlleHUe YCIOBHM Tpy/a, ObITa U OTIbIXA;

IIPOBEPKA BBIMOJIHEHUS TJIaHA OPraHU3allMOHHO-TEXHUYECKIX MEPONIPHUSTHI; -

npreM pabOTHHUKOB TI0 JIMYHBIM BOITPOCAM;

IIPUEM IIOCETUTENIEH U3 CTOPOHHUX OpPraHU3allni;

JIeHb Ka4eCTBa;

JIeHb OpUTaIbl;

paccMOTpeHHE TPOEKTHO-CMETHOM JOKYMEHTAI[MH, TIIPOSKTOB MPOM3BOACTBA pPabOT, IPOEKTOB
OpraHHu3alK CTPOUTENHCTBA U JIP.;

olepaTUBHbIEC COBEIIAHMS IO aHAJIM3Y COCTOSHUS JeM U JIp.

B HenenbHOM IUIaHE cleAyeT MPeIyCMOTPETh BpeMsl Ul €KEIHEBHOIO PEeIIeHUs TEKYILUX BOIPOCOB C
CyOTIONIPSTHBIME OPTraHU3aUSIMHE, TTOCTABIIMKAMH, CMEKHUKaMHU M COOCTBEHHBIMH TOJIpa3/IeTICHUSMH.

JUisi HempeABHIEHHBIX paboT, pelieHus] ONEepaTUBHO BO3HMKIIUX TEKYIIMX BOIPOCOB IUIAHUPYIOTCS
pe3epB BPEMEHH U COOTBETCTBYIOIIHE TIEPHOIbI PA0OYEro JIHS.

Ha mepBbIX mnopax pyKOBOIMTENIO HE CIEAYeT CO3[aBaTh >KECTKOI'O pacHopsiika IHS, MOXKHO
3aIyIaHUPOBaTh TOJBKO OCHOBHBbIE paloThl. IlepecmatpuBasi rpaduk paGouero 1Hs B mpolecce padoThl, OH
COBEPILCHCTBYET, YTOUHSET €T0 U BIIOCIEICTBUU MEHSET IpauK yxKe 3HAYUTEILHO PEKe.

Bce miaHbl JODKHBI, B KOHEYHOM CYETE, YYHUTHIBATH BBINOJHEHUE TEKYIIMX A€ W IUIAHUPOBAaHUE
Ka/10r0 KOHKPETHOT'O JTHSI.

dopma 3armmcu TeKyIIMX JeJ BO MHOTOM BIIMSIET Ha YETKOCTh ITaHupoBanust. Hy>kHO BEIOpaTh Ty hopMy
3aIrCcH, KOTOpasi B HauOOJbIIEH CTENEHH OTBEYaeT peajbHbIM YCIOBUSM paboThl pykoBoautens. Hambonee
yI00HOI1 sBIIsieTcs Takast hopMa, B KOTOPOM MMEETCsl CEeTKa BPEMEHH. ,

Ha ocHOBe MecsiuHOro nijaHa U pacnopsiika pabodell Helenu COCTaBIsIeTcs ©KEAHEBHBIN pabounii miaH
(Tabn. 22 u 23).

Tabmuma 22
BapuanTt ¢popmbl padodero njiana pyKkoBoauTe st

HAa « » 200 1.

JeHp HC,I[GJII/I|HH. | Br. | Cp. 4r. | Ilt. ‘ Co. | Be.
CiryxxeOHBIC J1ena I'te HeoOXoaMMO OBITH
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I'ne ObITH Bpems Bomnpoc
Koro [purnacuts s Oecenpl
Bpems Bomnpoc
Koro [pussaTs
Bpewms Bomnpoc
ITo3BOHUTH
Homaninue nena 310poBbE, T0CYT Komy Tenedon Bpemst | Bompoc

YToObI MepeiiTH K KOHKPETHBIM paO0UYMM IJIaHAM Ha KKl JICHb PYKOBOAUTENIO HYXKHO PELINTh, KaK
HauOosee IenecooOpa3Ho MO CTPOUTH CBOKO Pa0OTy: KaKUM BpPEMEHEM OH pacrojaraer, Kakoe Bpems
HEOOXOJMMO Ha T€ WJIM MHbBIC BUIBI paboT, B KaKOH MOCIEOBATEIBHOCTH HMX CIEAYET BBIONHATH, KAaKUM
00pa3oM pacrpeensT BpeMs B Ipeeinax padovero JIHs.

OnHUM U3 TOJIC3HBIX TEXHHUYECKUX TMPHEMOB IJIAHUPOBAHUS JIMYHOTO TPyda PYKOBOIMTENS SBIISICTCS
npuMeHeHue «/{HeBHuKa nuuHOW paboOTh. OH mpenacTaBiseT coOOH 3amHMCHYI0O KHHXKKY B BUAE OOLIEH
TETPaJHM U COCTOUT OOBIYHO M3 TpeX pa3elnioB. [IepBhli peaHa3HAueH JUIsl 3aICceil ClipaBOYHON WH(POPMAITHH
(TenedoHbl, aapeca W T.J.) BTOPOW BKIFOYACT IJIaH HauOOJiee BaXKHBIX JIEN roja, a TAaKKe IJIaHbl JTMYHON
paboOThl Ha MECSIIl, HENeNI0, KaKIbIi JIeHb C YYETOM BBIMOIHEHHBIX pa0boT 1Mo BpemeHu. Tperwii pasjen

MpeIHa3HAYeH I OOIINX 3amuce.

Tabmuna 23
Pa6oumnii niian pykoBoauTes
HA JeHb « » 200 r.

Jenp Henenu ITa. BT. Cp. Ur. Ir. Co. Be.
[podwe gas
CayxeOHble ferna Pacniopsinok aHs

6:00

7:00

7:00

8:00
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8:00
9:00
9:00 10:00

10:00
11:00

11:00
12:00
12:00
13:00
13:00
14:00
14:00
15:00

15:00
16:00

I'ne ObITH 16:00
Opranusanus Bpemsi| Bompoc | 17:00
(coryx0a)

17:00
18:00

18:00
IMpurnacuts mj1s Gecens 19:00
Koro Bpewms Bompoc | 19:00
20:00
20:00
21:00
[punsTH 21:00

Koro Bpemst |  Bomnpoc | 22:00

ITo3BOHUTH

Komy | Tenedo Bpewms Bompoc
H

Jomainue nena, 310poBbe

CMmbicn BeieHUS pykoBoautTeneM «J/lHeBHWKAa JWMYHOW pabOTBD) 3aKIIOYaeTcss HE TONBKO B
CHCTEeMaTHU3allMi HaMEUEHHBIX JIel, HO U B BO3MOXKHOCTH Yy4eTa W aHajH3a BCEX BBIMOJIHEHHBIX PaboT, B

000CHOBAHHOM IJIAHUPOBAHUU JINYHON paOOTHI.

Pe3iome
e VBenMUYeHHE 3aTpaT BPEMEHHM Ha IJJAaHUPOBAHWE TMPUBOAMT K COKPAIIEHWIO BpEeMEHU Ha
HCITIOJIB30BaHUC U, B KOHCYHOM CUETE, K 9dKOHOMUU BpeMeHI/I B ICJIOM.

¢ D(PEeKTUBHOCTD TPy/Ia PyKOBOAUTEIIS TOBBIIMIAETCS 3a CUET YETHIPEX COCTABJISIOIINX:
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¢ INIaHWPOBAHMA,

* peanu3aluy IJIaHa,
* MOHUTOPUHI'A U KOHTPOJIA,
* B3aMOJIEHCTBHUSA U CBSI3U JIOJIEH.

e PykoBoauTens 00s3aH yMETh aHAJIM3UPOBATH CBOE paboyee BpeMsl, COCTABIIATh IJIaHbl JIMYHON PabOThL,
IpU 3TOM HEOOXOIUMO YYHUTHIBATh BCE BBINONHSIEMBIE UM paOOThl, YMETh PACIOJIOXHUTh UX B TOPSAKE
BAYKHOCTH.

e Eciu pykoBOAMTENIO HEOOXOAMMO BCepbe3 NOJAONTH K IUIAHMPOBAHUIO JIMYHOW  paboThl,
1[€J1eCO00pa3HO MPUAEPIKUBATHCS CUCTEMBI, KOTOpas BBIIOIHAETCS B CIEIYIOIEH 10CIe10BaTEbHOCTH:

* IPOAHAIM3UPOBATH OIO/IXKET BPEMEHHU;

* OIIPENIENIUTH COJIEPKAHUE IITIAHUPYEMBIX JET;

* OIIPEAEINUTH BpeMsl, HEOOXOMMOE AJIs BBIMOJIHEHUS 3TUX JIET;

* COIOCTaBUTh HEOOXOAMMBIE 3aTpaThl BPEMEHU Ha IJIAaHUpPYEMBbIE Jiefla ¢ BalIUM JIMYHBIM O0HKETOM
BPEMEHU U CBOMMHU JINUHBIMU BO3MOKHOCTSMU;

* COCTaBUTb [IEPCIEKTUBHBIN IUIaH A€ UM NTEpeYeHb Ha TOJ;

* COCTaBUTh TEMATUYECKUN CITUCOK A€ Ha MECALL;

* COCTaBUTD IUIaH JEUCTBUI Ha HEJEIIO;

* 3aIIUCHIBATh TEKYILHE Jea U COCTABIATh paboure IJIaHbI Ha JIEHb.

e HauuHaTh creayeT ¢ AOJTOCPOYHBIX MJIaHOB. [l 3TOro HEOOXOIMMO COCTaBUTH IEpeueHb HanboIee
BaXKHBIX pabOT HAa HECKOJIBKO JIET, a 3aTeM YCTaHOBUTh CPOKM MX Hadajla 1 OKOHYaHHUSL.

e Ha ocHOBaHMM MMEIONIMXCS JAHHBIX O MEpeYHEe JeJl, UX XapaKTepe U TPYIOEMKOCTH COCTaBIIETCS
MEpCTIEKTUBHBIN MJIaH Ha 0oJiee U MEHee MPOIOJLKUTENIbHBIA EepHO.

e YT0OBI MEepelTH K KOHKPETHBIM TEKYIIMM IUIaHAM Ha KaXIbli JIeHb, HY)KHO pEIMTh, KaKk Hauboee
1e51ec000pa3HO MOCTPOUTH CBOIO PaboTy.

e ['paduk paboT 3HAYMTENHHO OOJEr4aeT ONEpPaTUBHOE IUIAHWPOBAHWE W OpraHU3alli0 BPEMEHU
PYKOBOJUTEISI, YCTAHOBJICHUE ONPEENICHHOI0 perjaMeHTa, YeTKOro paciopsaka paboyero BpeMeHH.

e Ecmu BBl «3a1bIXaeTeCh OT IPy/Ibl AET»; NIEHCTBYHTE IO METOAY «AJIBIIBI):

* COCTaBJICHUE 3a/IaHU;

* OIIEHKA JJIMTENHFHOCTH aKIIHH;

* pe3epBUpOBaHHE BpeMeHU (B cooTHOIeHUH 60:40);

* IPUHSTHE PELLICHU 110 IPUOPUTETAM U C IIEPENOPYUECHUEM;
* KOHTPOJIb (Y4EeT HEeCACIaHHOTO).

e Haubonee ymobnoi (opmoil 1utana paboThl Ha JCHB SIBJSICTCS Takas, B KOTOPOM HMMEETCS CEeTKa
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BpPEMCHH, a CaMU J€jIa CUCTEMATU3UPOBAHEI.

e [Ipu cocraBieHuM pacmopsaka AHSA HEOOXOAMMO YUHTHIBATH PACHONIOKEHHE BPEMEHHBIX 30H, YTOOBI
TUTAHUPOBAHKME BTOPOCTENICHHBIX padoT HE MOMaio BO BPEMEHHBIE 30HBI «IIEPBOTO KJIACCA.
e Jlns naaHUpPOBaHUS BPEMEHH 11eJ1ecO00Pa3HO MOJIb30BAThHCA CIAEAYIOIIMMU HHCTPYMEHTAMU:
* KaJICHIapEM-CKCHECIIbHUKOM;
* THEBHUKOM BPEMEHU;
* KOMITBIOTEPHOM CUCTEMON OpraHU3aLMU TPY/a;

® TaﬁM—MeHe,I[)KepOM .

IIpakTHyeckoe 3axanue
1. Pa3pabotaiite ”HAMBH YA bHYIO (POpMY 3amuceii 3arIaHipoOBaHHbIX JIe]T Ha:
* JICHb;
* HEZIEIO;
* MECHILL;
* TOJI.
2. IlpuctynuTe K MIIaHUPOBAHUIO JIMYHON pabOThI, TPUMEHsIsL pa3paboTaHHbIE (POPMBI 3aITHCEH.

3. Co3paiite ynoOHbIH 17151 ce0sl JHEBHUK BPEMEHH Ha I'oJ (€KEHEAETbHUK).

KonTposbHbIe BOIPOCHI
1. HazoBUTE OCHOBHBIE IPUHIIUIIBI TNIAHUPOBAHUS PAOOTHI.
2. B xakoii mocinenoBaTeTbHOCTH OCYIIECTBIIICTCS MEPCIIEKTUBHOE TIJIAHUPOBaHKE?
3. HaiiTe onpeneneHue OIr0CPOUHOMY INIAHUPOBAHUIO.
4. B ueM 3akirovaercs METoj « AJbIbD)?
5. Yto Takoe Groporpadus?
6. UTo BXOIUT B CUCTEMY IIJIAHUPOBAHUS pabOThI?

7. Kakue cylecTByl0T HHCTPYMEHTHI IIJITAHUPOBAHMSI BpEMEHHU pyKoBoauTena? B ueM ux gocronHcrsa?
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