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Paznen 3 Ynpasiienne co0CTBeHHBIM BpeMeHeM

I'JIABA 7

BPEMS PYKOBOJAUTEJISI U MTPUHIUIIBI ET'O DO®EKTUBHOT'O UCITOJB30BAHUS
Bpema — camviti ocpanuuennvil kanuman, u eciu He
ModCewb UM PACNOPANCAMbCS,  He  CMOJNCeUlb

PACnopsaoumsbcs HU4em opy2uM.
ITurep dpaxep
3unauenue gaxmopa epemenu — Tunuunvie owubku pykogooumenet — Ilpunyunvt 3¢ghexkmusroco
ucnonwv308aHusi epemenu — llpasuna 1uuHOU OP2AHU308AHHOCMU U CAMOOUCYUNIUHBL — MemoOowsl yuema u

aAHAIU3A UCNOTb30BAHUSA 6PEMEHU pykoeodumeﬂﬂ

7.1. 3nauyenue ¢paKkTopa BpeMeHU

TpynHo BocnuTaTh JEIOBOTO 4YENOBEKA, €CIM OH HE HAaydyuTCs LEHUTh Bpems. YenoBek, ocTpo
YYBCTBYIOIIMI LIEHHOCTh K€ CAMOI'0 KPOIIEYHOI'O IPOMEKYTKA BPEMEHHM, YCIIEBAET MHOIO€, M KAXKETCs, UTO
OH HE CYeTUTCS M HE CIEIIUT. 3aMEUeHO, YTO JIOJASM, YMEIOUIMM padoTaTh, BPEMEHH XBATaeT, €ro y HHUX
Oosbine, yeM y Apyrux. Bemomuum mryrmuBeiid tesuc A. Yexosa: «Ecinu xoders, 4ToObl y TeOst ObIIO Majio
BpEMEHH, HUYETO HE AeTan».

Brnacts Haj BpeMeHeM JaeTcs TOIBKO TOMY, KTO 00pell BJIacTh HaJl COOO0M, OBNIa/IeNl yMEHHEM YIIPABIISATh
c0o00if, C yBaKEHHEM OTHOCHUTCS KO BPEMEHHU.

ITepBbiii gupektop llenTpansHoro mHcrutryta Tpyaa Anekced KanurtoHoBuu I'acteB otmedan: «Mbl
IIPOBOJIMM Ha padoTe JIy4ylIyr0 YacThb CBOEH >kM3HU. BaxkHO ke HayunThCs Tak paboTaTh, 4TOOBI paboTa ObLia
nerka. M yToOb1 oHa ObUTa MOCTOSHHOM KU3HEHHOM IIKOJION.

Bmecre ¢ TeM KaKIbpld YEJIOBEK ITOCTOSHHO CBOEM JKM3HBIO IOATBEPXKAACT BEIMYANIIMM IapaioKc
BPEMEHHU: CKOJIBKO OBl €0 HU ObUIO OTIYIIEHO, TOYTH BCEM €TI0 HE XBaTaeT.

N3yuenue Oromkera BpeMEHHM HEMEIKWX VYIPABISIOMMX I10Ka3aja0, 4YTO TONbKOo 8% W3 HHUX HE
HYX/IAaI0TCSI B JIOTIOJIHUTEIFHOM BPEMEHH, TOTJla KaK OCTaJbHBIM OINpoIlleHHbIM Tpedyercs ot 10 mo 100%
n006aBOYHOr0 BpeMeHH. B obmiei crnoxHoctu 65% pykoBoAMTENel MOKa3ald, YTO MOIJIM OBl C TOJIKOM
ucnonb3oBath 20% u 6omee (1o 100%) AOMOIHUTENBHOIO BPEMEHN — a 3TO OAWH WJIM JIBA JIOMOJHUTEIILHBIX
pabouux qHs B HeAemo [68, c. 16].

W3BecTHBIl 3KCOEPT MO paluoHanM3aluu Tpyaa A. MakkeH3u OIpocusl B TEUEHHE CBOEH
KOHCYJIbTAallUOHHOM JESTENbHOCTH ThICAYU MEHEIPKEPOB U MPUILEI K CIETYIOIIUM BbIBOAAM.

M3 Ka)KIbIX CTa MEHEIKEPOB:

¢ JIMIIb OAUH UMECT 1OCTATOYHO BPEMCHU
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* necsitepbiM Tpedyetcs Ha 10% Oosbilie BpeMeHH;

* COpOKa MEHEeJKepaM HYKHO 25% JTOMOIHUTEIHLHOTO BpEMEHH; *. OCTaIbHBIM He XBaTaeT 50% BpeMeHH.

[Tapanokc BpeMeHu rinacut: «Majno KT0O MMEET JOCTaTOYHO BPEMEHM, M BCE K€ Ka)AbIH pacrojaraer
BCEM BPEMEHEM, KOTOPOE y HEro eCThY.

HmenHo B A€710BOM MUpe Haubosiee YacTo ynoTpeOsitoT OroBopKy «Bpemst — AeHbruy, oqHaKo:

* BpeMsI — 3TO HE TOJIbKO JE€HbIU;

* BpeMsI IOPOXKE JICHET;

* BpeMsi — 3TO cama JKU3Hb.

O 3HaYeHUH BPEMEHU MOXHO CKa3aTh U CIEAYIOLIEe:

* BpeMs HeoOpaTUMOo;

* BpeMsI HEJb3s1 yMHOXKHTB;

* BpeMs Hellb3sl HAKOMHTb;

* BpeMsl Hellb3sl [IepeaTh;

* BpeMsl IPOXOJUT OE€3BO3BPATHO.

VYnawimBele pyKOBOAMTENN OOJANAIOT pa3MYHBIMM YepTaMu XapakTepa W KadecTBaMH, HO OJIHO
KauecTBO OOBEIMHSIET UX BCEX: OHU CO3HATENHLHO U CHCTEMHO UCIOIB3YIOT CBOE BPEMs U BHICBOOOXKIAIOT cebs
JUTSL BBITIOJIHEHU S UICTUHHO YIPaBJIEHYECKUX QDYHKIIUN U JUI JOCYTa.

BpemeHnem kak pecypcoM KaKAblii 4YENOBEK pacrojaraeT H3HaudajgbHO B paBHOM KomuuectBe. Ho
PE3YbTaThI €70 UCIIOIb30BAHUSI Y PA3HBIX JIOACH Pa3InUHBbI.

[TocTosIHHBINA HEOCTATOK BPEMEHU MpPU HAMPSHKEHHOM TPYIOBOM pUTME — siBJIE€HUE, HaOIrogaeMoe y
OOJIBIIIMHCTBA PYKOBOJAUTENCH BO BceM Mupe. [losToMy mepes Kakaoil CTpaHOW CTOMT CETOJHS BOIPOC: Kak
HAy4YUThCSI SKOHOMUTH BPEMsI IEJIOBBIX JIIOJIEH, U IIPEXK/IE BCETO PYKOBOAUTENEH ?

PykoBoauTens 10KEeH yMeTh IIeHUTh (pakrop BpemeHH. K coxanenuto, B mo0oit cdepe Tpyna MOKHO
YBUJIETh, YTO HEMAJIO pabodero U Hepabouero BpeMeHH PacXoayeTcsi HETPOAYKTHBHO.

MoxHO cKa3aTh, YTO HEPEJIKO EIIE MbI IIOIIPOCTY PACTpayMBAEM BpeMsl.

PaboTta B yupexIeHHSIX 4YacTO HayMHAeTcsd JHIb rocie 30-MUHYTHOM pacKauykv, MHOTO BPEMEHHU
YXOAUT Ha TMEPEKypbl, JIMYHbIC Telae(OHHBIC Pa3roBOPbL. 3acelaHUs M COBEIIAHUS HEPEIKO HAYMHAIOTCS U
3aKaHYMBAIOTCS C OMO3/IaHUEM.

Bunssiii Teopetuk ynpasiieHus Ilnaron MuxainoBnu KepikeHIEB NMOAYEPKUBAII, YTO BpeMs JUI HAc
SIBIIIETCS. IIEHHOCTBIO 0coOoro poja. Ero Hems3st ckamumBath M cOeperaTh, OHO Ted4eT OeCHpepbiBHO H

©KECEeKYH/THO YCKOJIBb3aeT OT Hac. Bpems Heucnons3oBanHoOe morudaer 0€3B03BpaTHO.

7.2. Tunu4HbIe OIMOKH PYKOBOIUTeEJICH
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Or1bIT IIOKa3bIBA€T, 4YTO K&)K)II:IfI, KTO IIOXKCIACT OpPraHrU30BaThb W HCIIOJIB30BaTb CBOC BPEMA Ooiee

3¢ HEKTUBHO, MOXKET OCYIIECTBHUTH ITO KEIAHUE.

JUist 3TOro HY>KHO M30aBUTHCS OT HEKOTOPHIX NMPHUBBIYEK B OpPraHU3aIlMM CBOEro Tpyna. Bemp maxke
caMble KBaJM(HUIMPOBAHHBIE PYKOBOJHMTENM, BIOJHE 3aCIy>KEHHO IOJB3YIOIIMECS BBICOKOM pemyTauuei,
9acTo JIOMYCKAIOT OMIMOKHM B OPraHU3alliy JIMIHOTO TPyAa. BOT HEKOTOPbIE 3 TAKUX THITMYHBIX OMIAOOK.

1. IlepeHoc NpUHATHS pelIeHUsI NPodaeMbl HA 3aBTPa

Ota ommbKa — camasi pacrpocTpaHeHHas. [ J1aBHas MpUYMHA TaKOM CUTyallMH Hallla HECOOPaHHOCTb,
HEpELIMTEIbHOCTh, HEYBEpeHHOCTh. [IpobieMy HeoOXonmMo pemath cpasdy, He OTKJIajblBas €€ Ha IOTOM.
Camoe TpyHOE TYyT — HaydaTh, IPEOJOJIETh CBOM COMHEHHUSI, CTpax mepes Oe3omiaraTeiabHbIM perieHueM. Kak
MPaBUJIO, MBI MpHOEraeM K OTTATMBAHMIO PEIICHHWs B TOM CJydae, KOIJa CTOAIIME Iepel HaMU 3aJayH,
npoOieMbl WM IIETM JOBOJBHO TYMAaHHBI, €CIIM Yy HAc HET SICHOTO IPEICTaBJICHHS O TOM, YE€ro K€ MBI,
COOCTBEHHO, XOTHM J00UThCs. [louTH Beerjia B Takoi CUTyalluy IIOMOTaeT:

a) muchbMeHHas (GOPMYIMPOBKA OMMKAWINIMX 3a7ad, OMpeAesieHHe cyTh mpoosiembl. [luceMeHnHOE
U3JIOKEHHE TToMoraeT c(hopMyIMpOBaTh CBOM MBICIM M 0ojiee OTYETIIMBO YBHJIETh IpoOiieMy; 0) MOCTpOeHHE
«zepeBa LieIen».

2. BeinosiHeHHe padoOThI HE 10 KOHLA

boithb 10 mpenena 3aHATHIM U paboTaTh XOPOLIO, HABEPHOE, HE OJHO M TO k€. YeloBeK MOXKET
3aHUMAaTbCS MHOXKECTBOM JIEN, HO yCIIeBaTh PEeIlaTh JUIIb Malyto 4acTh UX. C TOYKU 3peHHs MOBCEAHEBHON
MIPOU3BOJUTEILHOCTH, PE3YJITATUBHOCTH TPYyAa W OXpaHbl COOCTBEHHOW HEPBHOW CHUCTEMBI KyJa IOJE3HEe
OKOHYATEJIbHO PELIUTh TOJIBKO HECKOJIBKUX MPOOIeM, YeM OTHOBPEMEHHO HAUMHATh MHOXECTBO /€11, KOTOpbIE
BCE paBHO HE yjacTcs AOBECTH A0 KoHLa. K ToMmy ke HepeleHHble Mpo0iIeMbl TSDKEIBIM FPY30M JIOKATCS Ha
HaIly MCUXUKY. A BOT Ka)KI0€ 3aKOHYEHHOE JIJIO JJaeT YyBCTBO MOPAJILHOI'O YAOBJICTBOPEHUS U JYIICBHOMN
CBOOO/IBI.

3. CtpemjieHue cliesaTh Bce cpaszy

OnHOBpEMEHHOE pellieHNe HECKOIbKUX IPO0IeM — 3TO caMblii BEpHBIN YTk K CTPECCaM U HEBPO3aM.

MHorue u3 Hac MPUBBIKIN IPOMO3AUTH Ha CBOEM CTOJIE LIENYIO Ipyay Hamnok ¢ Oymaramu. OTH HanK{
MOCTOSIHHO y Hac Iepe] IJla3aMu, a B pe3ysibTaTe MBICIM HAIIM BCE BPEMS CKAadyT C OJHOM NpoOJIeMbl Ha
APYTYIO.

I'maz mam — 5310 Ham rUA. YTOOBI MBICIM HE NPBITAIM MEXKIy IeTaMH, KaK TYPHCTBl MEXKIY
MaMATHUKAMU CTapUHBI, HY’)KHO IIPEX/Ie BCero yopaTh Bee nanku. Ha crone q0/mKkHO HaXOAUThCS JIMIIb TO, YTO
HEMOCPECTBEHHO OTHOCUTCS K paccMaTpuBaeMOMy BOIpocy. Ecin Mbl iMeeM JeT1o ¢ TPYAHOM, MHOTOTpaHHON
npoOieMoi, TO OuYeHb IOJIE3HO HamMcaThb Ha CHELMAIbHOW KAapTOUKE IJIABHYIO Lellb, K KOTOPOW MBI

CTpEMUMCH. Taxkas KapTOodKa OO0JDKHA IMOCTOAHHO CTOATH HA HamEM CTOJIC HAa CaMOM BHUAHOM MCCTC. 9710
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ITO3BOJIMT «HE IMMOTEPATH 3a ACPCBBAMMU JICCa» U CKOHLICHTPHUPOBATH CBOX YCUJIMA Ha PCIICHUHA I'JITaBHOT'O.

4. CTpemiieHne cesiaThb Bce CaMOMY

OdeHb 4yacTo PYKOBOIAIIME PAOOTHUKH TPATAT CBOE BpeMs M CWJIbI HA BBIOJHEHHE TOM paboThI,
KOTOPYIO OHM BIIOJIHE MOIJIM Obl MOPYYUTHh CBOMM IOJYMHEHHBIM. M3-32 3TOro HeM30eXHO 3aTArUBaeTCs
perieHne Tex mpooeM, KOTOpbIe TPEOYIOT KOMIIETEHTHOCTH M YUaCTHsI CAMOT'0 PYKOBOIHTEIIS.

PyKOBOJCTBO — 3TO AEATEIBHOCTh PYKOBOIUTENS, KOTOPYIO HMKOMM O0pa3oM HeEJb3sl COBMECTHTH CO
CTPEMJICHHEM CJIeNIaTh BCE JIMYHO. 3a/1a4a PYKOBOAUTENS COCTOMT HE B TOM, YTOOBI 3arpy3uTh ce0st paboToii, a
B TOM, 4TOOBI IUIAHUPOBATh, OPraHU30BBIBATh, KOOPAMHUPOBATh, HANpPABIATH U KOHTPOJIMPOBATH PabOTy
JPYTHUX, 00ECIIEYUTh Ha STOH OCHOBE PEIICHHE TJIABHBIX 33/a4. MBI 00s13aHbI CO3/IaTh TAKUE YCIOBHS, YTOOBI B
HaIlleM TMOApa3JeNeHuu, otaene, (upme coTpyaHuKH pabdotasu 3((GEKTUBHO, JOKHBI HANpPaBiIATh U
KOHTPOJIMPOBATH XO/1 3aIUIAHUPOBAHHBIX paloT.

Cunraercs, 4YTO pPYKOBOAUTENAM IUIATAT JEHBIM 3a TO, 4TO OHM 3()(PEKTUBHO KOOPAUHUPYIOT
JeATeNTbHOCTh CBOUX MTOYMHEHHBIX, 2 HE PA0OTAIOT BMECTO HHX.

5. HeymeHHe NpaBUJIbHO Pa3srPaHUYUTh QYHKIUHM MEKAY MOAYMHEHHBIMH

OTcyTCTBHE YETKOTO pa3rpaHUYeHUs 3a]ad, OTBETCTBEHHOCTH M CIY)XEOHBIX (DyHKIMH, OECIOPSAIOK B
CHCTEME YIPaBJIEHUs YacTO MOJAKAIIMBAIOT OpraHu3aluio. B pe3yinbTaTe HE TOJIBKO 3aTpyIHSETCS PElIeHHE
MHOTHX TPOOJIEM, HO M BOSHHUKAET HEHY)KHOE JITYHOE COTIEPHUYIECTBO.

CambIM 3((EeKTUBHBIM CPeCTBOM OOpBOBI ¢ MyOnupoBaHueM (YHKUUN SIBISCTCS HAIWYHE YETKHX U
JIeTAIM3UPOBAHHBIX JIOJDKHOCTHBIX MHCTPYKLUH, YBSI3aHHBIX CO CTPYKTYPHOW CXEMOHM OpraHuzanuu H
MEHSIOIMMHUCS LIETIMU €€ 1eSITeIbHOCTH.

Takue MHCTPYKIMU TOJDKHBI OTHO3HAYHO ONPENENsiTh paBa, 00s3aHHOCTH U OTBETCTBEHHOCTh KaXKIOM
CIy’KOBI ¥ K&)KI0ro pabOTHHKA B OpraHU3aLUH.

6. Kennanue B ciryuae HeyJauM NepeoKUTh BUHY HA OJYMHEHHbIX

K coxaneHuto, MHOrMe PYKOBOAMTEIM HMEIOT MPHUBBIYKY BO BCEX MpoOJieMax BUHHUTb CBOUX
MOJYMHEHHBIX, TEM CaMbIM 3aHHMAsCh JICJIOM COBEpPIICHHO OecCroyie3HbIM. THIMUYHBIA TpuMep —
NepeKIIaIbIBAaHNe BUHBI Ha JPYrHMX B ciydae Heymauu. LleHHas sHeprusi B 3TOM Cilyyae HalpaBisieTcsl B
MIPOIIIOE, XOTS UCIPABUThH yXKe MPAKTUUECKH HUYEro Henb3s. Kyaa mose3nee BMECTO BCETO TOTO HAIEIHUTh
CBOIO JIEATENBHOCTh B Oy1ylliee — Ha TO, YTO HEOOXOJMMO C/AEaTh He3aMeUIUTEIbHO.

3amava pyKOBOJUTENS — YCTAHOBUTH OOBbEKTHBHBIC TPUIMHBI HEYAAaYH, 8 HE UCKATh KO3JIa OTITYIICHHS.

7. Ilos1HOE npeHeOpekeHne BONPOCAMH OPraHU3alliH U IVIAHNPOBAHMA JIUYHOH padoThI

Ota ommbKa, BO3MOXKHO, camas OCHOBHas. PyKOBOOWTENM 4YacTo M CIPAaBEIJIMBO JKAIYIOTCS Ha BCE
BO3pacTaloOLIyI0 B MTOCIEIHNE ro/ibl TaBUHY Oymar. Kak cipaBuThes ¢ Hell?

Brixoa Mmoxer OBbITh:
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* BO-TIEPBBIX, B TOM, YTOOBI KaK MOXKHO OOJIBITIC MTOJITHOMOYHUH TepeiaBaTh MOJYMHEHHBIM, OpaTh Ha ce0s

pEllIEHUE TOIBKO CaMbIX BaXKHBIX BOIIPOCOB;

* BO-BTOPBIX, B HAIll BEK, KOT/Ia BCE KAIYIOTCS Ha OyMaXHBIH MOTOK, €AMHCTBEHHBIN CIOCO0 YMEHBIIUTH
€ro — 3TO BCEPbE3 3aHIATHCS OyMaraMu.

Ms1 TOBOpUM O TEX TMOJE3HBIX Oymarax, 0€3 KOTOPBIX HEMBICIMMO CETOJHS PYKOBOJIUTH: PeUb HJET O
TEXHUKE IJIAHUPOBAHMS, Y4€Ta, O JODKHOCTHBIX MHCTPYKLHUSIX, MPOTOKONAX, BEACHUM apxuBa u mp. bes
MOJIIEP>KAHMSI B IOPSAKE STHX JIOKYMEHTOB XaOTUYECKHH MOTOK APYTMX OyMar BBIPACTAET B JIECSITKH Pa3.

8. PykoBoauTesb cuntaert, 4To 3¢ PeKTUBHAS OPraHu3anus ero JUYHOro BpeMeHU B NMPUHLMIIE
HEBO3MOYKHA

DTO MOTHBHUpPYETCS TEeM, UYTO OH, PYKOBOAMTENIb, 3aBUCHT HE OT cels, a OT APYrux IIoJAeH u
OOCTOSITEILCTB.

3aliBepT Ha3bIBAET TPU/ILIATh CAMBIX TJIABHBIX IPUYHUH MTOTEPh BpeMenu [68, ¢. 31—32]. -

30 «[TOI'JIOTUTEJIEN» BPEMEHU
. HeueTkast mocraHOBKa 11EJIH.
. OTCcyTCTBUE IPUOPUTETOB B JIENIAX.
. [lonpITKa CAMIIKOM MHOTO CAENATh 33 OJIUH pas.
. OTCcyTCTBHE MOTHOTO MPEICTABICHHS O MPEACTOSIINX 3aa4aX U MyTAX UX PEIICHHUS.
. [Imoxoe miaHnupoBaHue TPyJ0BOTO JHSI.
. JInuHass HEOPraHM30BaHHOCTb, «3aBAJICHHBIN» MMCbMEHHBIN CTOJL.
. UpesmepHoe yTeHNEe KOPPECTIOHACHIUU.
. CkBepHas cuctema J0Che.

. HemocraTok motuBanuu (6e3pa3imyHoe OTHOIIEHHE K paboTe).

— O 0 N N N R WD =

0. IToucku 3amuceil, TaMATHBIX 3aIMHCOK, aJPECOB, TeIe()OHHBIX HOMEPOB.
11. HemoctaTku Koomnepaiuy Wity pa3aeieHus Tpyaa.

12. OtpsiBaroiue oT Jesna TeneoHHbIE 3BOHKH.

13. He3amiaHupOBaHHBIE IOCETUTEIH.

14. HecnocoOHOCTB cka3ath «Hery.

15. Henomnasi, 3amo3aanast “H(GOpMaIius.

16. OTcyTcTBHE CAaMOANCIIUTLIMHBI.

17. Heymenue nosectu eno A0 KoHua. 18., Oteinedenus (1rym u ap,).

19. 3aTspKHBIC COBEIIAHUS.

20. HepocTaTouHast moJArOTOBKA K OeceiaM U 00CYKICHHUSIM.

21. OtcytcTBHE CBSA3U (KOMMYHHUKALMU) UJIM HETOYHAs 0OpaTHAsI CBA3b.
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22. BoATOBHS HA YAaCTHBIC TEMBL.

23. V3nuHss KOMMYHHKa0eIbHOCTb.

24. Ype3MepHOCTb JIENOBBIX 3aIHCEN.

25. CUHIIPOM «OTKJI/IBIBAHUS.

26. XKenanue 3HaTh Bce (HaKThI.

27. JlnuTtenbHbIE 0KUIAHUS (HallpUMep, YCIOBIEHHOW BCTPEUH).
28. Crneliika, HeTepIIEHUE.

29. CnuikoM pesikoe AenerupoBaHue (mepenopydeHme) aei.

30. HegocTaTouHbIl KOHTPOJIb 32 IIEPETIOPYUECHHBIMU JEIIAMU.

7.3. lIpuHuunsi 3¢ PeKTUBHOTO UCMOJIH30BAHUS BPEMEHHU

Mp1, ka3anoch Obl, TepsieM MUHYTHI, @ HE3AMETHO MTPOXOIUT BCA KU3Hb. M MOATOMY Tak Ba)XKHO YAEIAThH
BHMMAaHHME B Hallle CTPEMHUTEIbHO JIETAIIeE BpeMsl PasyMHOMY HCIOJb30BAHUIO 3TOr0, TaK OBICTPO
YCKOJIB3aI0IIIETr0 pecypea.

OTmMmeTuM, 9TO JIFOJIU TOCTATOYHO JaBHO ObLIM 03a00UY€HBI yIIpaBIeHUEM CBOMM BpeMeHeM. [1o MHeHHTO0
C. Koau, aBTopa Oectcemiepa «CeMb HaBBHIKOB BbICOKOA(hGEKTUBHBIX JIF0Jei. Bo3BpaT k 3THKE XapakTepay,
CYIIECTBYET y’K€) UEThIPE MOKOJICHUSI, 3aHUMAaBIINXCS YIIPABJICHHEM BPEMEHEM.

[lepBass BonHA XapaKTepU30Bajach 3alKMCKaMH, [aMsITKaMH, [ONBITKAMH  YIOPSAOYUTH U
CHCTEMAaTHU3MPOBATh BCE, UYTO TPEOYET OT HAC 3aTPaT BPEMEHH U CHUIL

Bo BTOpOM NOKOJEHMHM NOSIBUIMCH CaMble€ pa3Hble KaJEHIAApU U JIEJIOBBIE JHEBHUKH. DTO OTpakayio
MONBITKY CMOTPETh BIIEPE]], INITAHUPOBATH COOBITUS U CBOIO ACSITEIBHOCTh Ha OyayIIiee.

Tperbe TOKONEHHE OTpa)kaeT Oojiee COBPEMEHHBIM JTam yIpaBieHUs BpeMeHeM. K Hacmenwro
MPEIBITYIIUX TTOKOJICHUH T00aBISAETCS HIesl pACCTAHOBKY IPUOPUTETOB, IIEHHOCTEH U CpaBHEHUS 3HAYMMOCTH
pazmuuHbIx gaen. Kpome 3Toro, Tperbe IOKOJEHHE COCPENOTAauMBAETCSl HE TOJIBKO Ha E€XKEIHEBHOM
IJJAHUPOBAHUM. BBOIWTCS J0OITOCPOUHOE, CPEAHECPOUHOE M KpPATKOCPOYHOE IIaHUPOBaHUE, MOCTaHOBKA
IIPOMEXKYTOUHBIX LIEJIEH.

Cero/iHs BO3HUKAET YK€ YETBEPTOE, COBCEM MHOE MOKOJIEHUE yIpaBiieHus: BpemMeHeM. CTajio MOHSATHBIM,
YTO TJIaBHAs 3ajJlaya Terepb — He YIpaBlieHHe BpEMEHeM, a yipaBiieHue coooi. [Inanupyrorcs He neiictBus u
BpeMsl, a JOCTH)KEHHE pe3yibTaToB. JIpyruMu clioBamMH, HaM CIEAYyeT HE TOJIbKO MbITaTbcs ObITH Oosee
OpPraHU30BaHHBIMU U JIy4llle pacipenesisite Bpems. Crenyer HayaTh I0-HOBOMY MBICIIUTH O BPEMEHH.

HoBoe MpbllluieHHE 3acTaBisSeT HAC NMOCMOTPETh HAa BpPEMS C APYrod CTOpoHbL. M, B COOTBETCTBUHU C
3akoHOM Ilapero, 80% Bcex pe3ynbTaToB AocTUraercs HaMu B TedeHue 20% morpaueHHOro Bpemenu. M 3to

TepeBOpauYMBaAET BCE OOBIIEHHBIC TpencTaBieHus. OKa3bIlBaeTCs, BPEMEHH y HAac MOXKET XBaraTh. Benpb
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[I0-HACTOSIILIEMY IMPOJYKTUBHO OHO UCHONIb3yeTcs JuIib Ha 20%.

CyTb 4eTBEpTOro MOKOJIEHUS, 3aHUMAIOLIETOCS YIIPABJIEHUEM BpeMeHeM, 110 MHeHuIo C. KoBu, MOXXHO
YSACHHUTD 10 MaTpHIle, IpUBEAEHHOM B Tabm. 9. VicxoaHast uaest 3aKio4aeTcst B TOM, YTO MBI pacX0yeM Bpemsi

OOHHUM M3 YCTBIPEX CIIoco00B.

Tabmuna 9
Marpuua ynpasjieHUsl BpeMeHeM
Hena CpouHnsle Hecpounbie
Baxkuble 1 2
Kpurnueckue cutyarun Heotnoxusie npodaemst |[Ipopunaktuyeckne JIeUCTBUS IMonnepsxanue
IIpoeKTHI C «ropsIIHUM CPOKOM» UCTIOTHEHUS pecypcoB u cpenctB Co3nanue cBsizeil [lonck HOBBIX

BOo3MOXxHOcTell [InannpoBanue BoccranoBneHue cui

HeBaxHbie 3 4
OtBriedyeHus, HEKOTOpble Tene(OHHBIE 3BOHKH [Menoun, oTHMMarommue Bpems KoppecnmoHmeHnus
Koppecnonaenuus, KaKue-To coobmenns |3Bonkn [lycras moreps Bpemenu Ilpasmnoe
Hexoropsie 3acelaHus [pencrosiue | BpeMANpoBOXKICHNE
HEOTNIOXHbIE Jena PacnpocrpaHeHHbIE BUIBI
JEATETbHOCTH

Kak mokasbiBaeT MaTpuIia, BUABI JESITEIBHOCTH XapaKTEepU3YIOTCS OBYMs (haKTopamH: CPOUHOCTBIO U
Ba)KHOCTBIO.

CpouHoe — 3TO TO, 4TO TpeOyeT HEMEIIEHHOr0 BHHMaHHs. 10, 9YTO MOXHO OOO3HAYUTH CIOBOM
«Ceitdyacy. A Kakue Jieia MO>KHO Ha3BaTh BaKHBIMU?

Baxxnoe umeer oTHOIIEHUE K pe3yibTaTaM. BaKHBIM SBISIETCS TO, UYTO BHOCUT BKJIaJl B Ballly MHCCHIO,
BaIllM [ICHHOCTH ¥ B BAIllM HAMBAXHEHUIITHE [ICIIH.

Baxnbie 1 HecpouHbIe Jena TpeOyIT OT HAac ropa3fo OONiblieli HMHUIIMATHUBBI, YeM CPOYHBIC, KOTOPHIS
MIPOCTO TOJNKAIOT Hac: «/lenaii!» Mbl HOKHBI MPOSBISATH AKTUBHOCTh, YTOOBI HE YITYCTUTh BO3MOXKHOCTH H
MONY4YUTh pe3yabTat. Eciu y Hac HEeT MpeacTaBlIeHHs O TOM, YTO BaXHO JUIA HAc, O TEX Pe3yJibTaTax, KOTOPhIX
MBI XOTHM JOCTHYb B )KH3HH, TO JICTKO MIEPEXOIUM K pearipOBaHHUIO Ha CPOYHOE.

Hekoropeie mronu w30 [HS B JCHb OKAa3bIBAIOTCS OYKBAIBLHO OOMOApIUPYEMBIMH «TOPSYUMI)
npobnemamu. EnuHCTBEHHOE 00JIErYeHre BUISAT OHU B OEICTBE K HEBAXKHBIM M HECPOUYHBIM JeiaM (KBajapat
4). Tak >KMBYT JIFOJY, YIIpaBJsieMble KPU3UCHBIMU CUTYaIIHSIMH.

Jlpyrue Joiu 3HAYUTEIbHYIO 9YacTh BPEMEHH TPATAT Ha CPOYHBIC, HO HE BayKHBIE Jena (kBaapar 3). OHu
TPaTAT CBOE BPEMs Ha CPOYHOE, CUMUTAS 3TO TaKkKe W BaXXHBIM. HO B IEHCTBUTENBHOCTH CPOYHOCTH ITHX JIEI
OCHOBaHA Ha MIPUOPUTETAX U OKHUITAHUSIX IPYTHUX JIFOCH.

PyxoBoautenu a3ppekTuBHBIE IepKaTCs B CTOPOHE OT eI, 0003HAYEHHBIX B KBajipaTax 3 u 4, MOCKOJIbKY
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CPOYHBIE OHU MJIM HET — IIPEXK/IE BCErO0 OHU HEBaXkHbIE. KpoMe TOro, OHM yMEHBIIIAIOT pa3Mep e B KBapaTe

1, oTBOAs1 GOJIBIIIE BpEMEHH PELICHUIO JIe] B KBajpare 2.

Cepauem 3¢ ekTuBHOrO ympaBlieHHs BpeMEHEM, a 3HAYUT, U COOOM SIBIISTIOTCS Jena kBaapaTta 2. OHu
CBSI3aHBI C TEeM, YTO CYHTAETCSd BaXKHBIM, HO HECPOYHBIM. BKIIO4aroT B ce0s Takylo AEATeIbHOCTh, Kak
CTPOMTEIILCTBO OTHOIICHHH, HAITMCAHUE JTMYHBIX 0053aHHOCTEH, TUIAHNPOBAHUE, YIIPAKHEHNUS, TPOPIIIAKTHKA,
MOJTOTOBKA — BCE T€ JIeja, KOTOPbIE Mbl CYUTAEM HYKHBIMH, HO PEJIKO 3aCTaBjsgeM ce0sl 32 HUX B3STHCS, TaK
KaK OHU HECPOUYHBIE.

Bo3MokHBIE MOCNENCTBUSL COCPEAOTOUCHUS Balled NeSTeIbHOCTH B PELICHUH JeJ, 0003HAYEHHBIX B
KaKOM-JTH0O U3 KBaJpaToB, oKa3aHbl B Tab. 10.

Tabmuma 10

HOCJIGIICTBI/IH ACATECJIBHOCTH PYKOBOAUTECIHA

Hena Cpounsie Hecpounbie

Baxnrie 1 2

Crpecc CamocoxokeHne YnpasieHue B ycnoBusix |Bupmennme — mepcnextuBel  bamanc  cun
kpusuca [IocTOSHHBIN TTOKap M «BEUHBIH 00i» HucnunnuaupoBanHocts  KonTpons Manoe
KOJIMYECTBO KPU3UCHBIX CUTYaLUi

HeBaxHsle 3 4

Konrnenrpaiuss Ha KpaTkocpoyHoMm VYmparienue B |[loiHas 0€30TBETCTBEHHOCTh 3aBHUCHMOCTH B
YCIOBUAX Kpusuca PCHyTaL[I/ISI XaMeJICOHa |OCHOBHBIX BOIIpocax oT Apyrux JIAI,
[pencraBnenne o GECCMBICIEHHOCTH LieJied M IUIaHOB |OpTaHM3aluid i 00CTOATENLCTB
Omymenne ceds >KepTBOW, HE Biaferomell co0oil |YBombHEHHE C pabOTHI

CraOble WK Pa30pBaHHBIC OTHOIICHUS

Jns npaBunbHOro U 3(PQEeKTUBHOTO HCMOIB30BAHHUS BPEMEHH HEOOXOIMMO OCHOBHOE BHHMAaHUE
YACTSTh TEPCIEKTHBHBIM M CaMbIM Ba)XXKHBIM JUII Bac JielaM KBajpaTa 2, OJHOBPEMEHHO COKpalias
JESITETLHOCTD 110 BBITIOJTHEHUIO J1e)I, 0003HAYEHHBIX BO BCEX OCTaJIbHBIX KBajpaTax [221, c. 16].

BeiBom BO Bcex ciydasx HalpamidBaeTcs OJWH: BHAJaje JAyMmMaTh, IPUHAMATH B3BEIICHHOE,
OCMBICIICHHOE pEIIeHUE, a YK€ ToToM OpaThcs 3a neno. CpouHble aena ciemayer nubo 1enarth, OO
TepPeIOBEPSATH UX UCIIOJIHEHUE IPYTUM, HO TOXKE HEMEIJICHHO, HE 3aTATHBAs C X pelieHreM. Te iena, KOTopble
MOTYT TIOJOXIaTh, OJDKHBI OBITh HE IMPOCTO OTJIOKEHBI B CTOPOHY, HO CJEIyeT YCTAaHOBHTH BpeMs,
KOHKPETHOE ¥ TOYHOE, KOT/1a OHU OYAYT ClIeIaHbl, U COOTBETCTBYIOIIHMI MyHKT 00 3TOM JIOJDKEH OBITh 3aliCaH

B IUTaHE JIMYHOM AesTeNnbHOoCTH [225, . 12].

7.4. IlpaBuiia JINYHOW OPraHU30BAHHOCTH U CAMOIMCHMILIHHBI
He 33I[€p)KI/IBaCT€CB JIN BBI B ITIOCTCJIN nepej:[ TEM, KaK BCTaTb, HE TpaTI/ITe JIM Ha SaBTpaK JINIITHCC BpCMSI,

He MpeKpaliaeTe i paboTy 4yTh paHbIle, HE JOBHUTE JIK ce0sl Ha TOM, YTO CMOTPUTE TeJlerepeiauy Jake TOrAa,
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KOT'/Ia OHA BaM He JOCTaBJIsIET HUKAKoW panoctu? He yapydaer jm nmepen BIXOAHBIM THEM TO, KaK MaJio ObLIO

CACIIaHO 3a HCACIO, HC YAUBJIACT JIM, YTO BaAM HUKOr'Ja HC XBaTacT BpCMeHI/I? Ecmu st BOIIPOCHI ITOIAJIA B
TOUYKY, 3HAYUT, BBl TPAHXKUPUTE CBOEC BPEMSL.

Tor, KTO BCTaeT B KOHIE pabOYero JHS C OLIYIIEHHEM, YTO HUYErO HE YCIeN CleNiaTh, XOTS BeCh JICHb
pabotan, o0si3aH TOABEPTHYTH ceOsl CTPOrol CaMOKPUTHKE W TMPH3HATH, YTO PabOTy CBOI OpraHU30Ball
HCIIPABUJIBHO.

Bwmecre ¢ Tem, 4TOOBI TOBBICUTD Pe3yIbTaTUBHOCTH CBOETO YIIPABICHUYECKOTO TPY1a, HY>KHO UCXOAUTH U3
TOT0, YTO MHOT'O€ 3/IeCh 3aBUCHUT OT Hac caMmuX. [IpencraBum cebe, 4TO HAM XOUeTCs TepecTaTh YyBCTBOBATh
ce0sT B IIOCTOSHHOM A0ary mnepca mpomeamruMi AHAMH, YTO Mbl UCKPECHHE CTPEMHUMCA YCICBATH ACIATb
OoJIbIIIE J1ETT 32 MEHbIIIEE BPEMSL.

I’ITOGI:I KUTh TaKUM 06p3.30M, Tpe6y10Tc;1 BCCI'o JIBa Ka4CCTBA: OPraHM30BaHHOCTb U CaMOJUCHUIIJINHA,
WHBIMU CJIOBaMH, HY)KHO YMETb «JICPIKaTh Ce0s1 B PyKaxy.

Bot HekoTopBIe paBHiIa, KOTOPBIE TIOMOTYT 3TOTO JTOOUTHCS.

1. TouHo onpenenuTe CBOIO 1eJb

MHOXXECTBO JIOJICH MOIyCTy TpaTAT CBOE BpEMsi M DHEPrUI0 HAa KaKoe-HUOYIb IeJ0, IMOCKOJIbKY
OTYETIIMBO HE TIPEJICTABIISIFOT ceOe,

a 4T0, COOCTBEHHO, OHM COOMparoTcst Aenath. He 3Has TOYHO, K 4yeMy WAYT, OHH COMBAIOTCS eIme Ha
crapre, TEpSIIOT I0pPOry, MagaloT JyXOM U CBOPAYMBAIOT HA TPOMHUHKY. OMpeaenuTe ¢ caMoro Hayana XoTs Obl

«ITYHKT Ha3HAYEHUS», M YK€ TI0OITOMY MBI JOCTUTHEM €0 Topa3io ObICTpee. DTO — pelIarolee yCIoBHre.

2. CocTaBb IU1aH ONepalun

HOI[erHI/IM sToT Te3uc cinoBamu Cenekn: «Kto He 3HACT, B KaKYI0 I'aBaHb OH IUIBIBCT, JII TOr'O HECT
NOITYTHOI'O BCTpa». IIman 3acraBnsier Hac IIOGI/IBaTLCSI TEX HJIM HMHBIX CO6BITHﬁ, a HC 0XHAaTh, IIOKa OHHU
MPOM3OUIYT M MBI HAYHEM Ha HHMX pearupoBaTh. B KoHIle pabodyero JHsS COCTaBbTE CHHMCOK BAIMX JIEN Ha
Oyaymuii nenp. Chenaiite To e camoe U AJisi JoMa. CIMCOK HE TOJBKO rapaHTUPYET OT 3a0bIBUMBOCTH, HO U
OCBOGO)KI[aeT oT HCOGXOI[I/IMOCTI/I 3aIIOMHMHAaTh MCJIIOYH, IMO3BOCT 3aHUMATHCA HanOoJiee BaxKHBIMHU ACJIaMU.

Benpb camble OaeHbIe YepHUTIA JTyUIlIe CaMOU SIPKOW TaMsITH.

3. CocpenoToubTech Ha IJIABHOM

3anuimTe Ha JMCTKE B NOPsIIKE BaXKHOCTU caMble cpouHble fena. HazaBTpa npumMutech 3a nemno Ne 1 u
HE OTCTYyIIaliTe OT HETO0, [TI0Ka HE 3aKOHUYUTE. 3aTeM Takxke rnocrynure ¢ gesoM Ne 2, moroM ¢ aenom Ne 3 u T.4.
(ecTecTBEHHO, peub UAET O JeNax, KOTOpbIe 3aBUCAT LIEJIMKOM JIMIIbL OT Bac). He TpeBoXKbTeCh, € K KOHILY

AHA BbI pa3aciiacTeChb TOJIBKO C OAHHUM WJIKM JABYMS ACIIaMH, Ha3aBTpa BBl CHOBA COCPCAOTOUUTECH HA CaMOM
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T'JIJAaBHOM.

CrnenManucTsl HEYCTaHHO MOBTOPSIIOT, YTO OOJIBIIMHCTBO JIENIOBBIX Jo/iei Tpatat 80% cBoero BpeMeHu
Ha MajoBaxkHble Jena. Kak npasmiio, 80% Hammx pe3ynbraTtoB obecrniednBaroTcs 20% 3aTpaueHHBIX YCUIIUH.
Tak, n3 10 3aganuii BeimosHeHue IByx aaet 80% pesynbrata. BakHO HalTH 3TH J1Ba 3aJaHUs, PUJIATh UM
HAWBBICIIUI NPUOPUTET U MPEK/E BCETO BBHINOIHATH UX. Y CTAHABIMBASI OYEPEIHOCTD, MbI JOJDKHBI OTJINYATh

«Ooree BaxkHOE» OT «OoJee CIICHIHOr O», MPCOoa0JICBasA BOSMOKHYIO CKIIOHHOCTD HeﬁCTBOBaTB 10 CPOYHOCTH.

4. [IpuaymbiBaiiTe ce6e CTUMYJIbI
Me1 nydiie genaeM To, YTO HaM XO4eTCs IeTaTh. TaKue /1ena Mbl, Kak IPaBuJjIo, BBIIBUTAEM BIIEPEIH TEX,
KOTOpBIE HaM HYXHO cenaTh. OTcroa 3aja4a — KaK-TO IPEBPATUTh CBOU 3aHATHUS U3 «HAZI0» B «XOUETCSA», U

MMPOAYKTUBHOCTD Halei JACATCIIBHOCTH ITOBBICUTCA ITIOYTH aBTOMATHUYCCKH.

5. YcranaBiauBaiiTe TBepAble CPOKHU

OnuH U3 crmocoboB CBsA3aTh ce0s1 00A3aTENHCTBOM (J1a M HE TOJBKO ce0s1) — HA3HAYMTH JJIsl BBIMOJTHEHUS
OIIPEICTIEHHOT0 3a7aHus TBepAbli cpok. OmHO neno ckazaTh cebe «S1 oTBeuy Ha MUCHMO TpU TNEPBOU
BO3MOXKHOCTH» M COBCEM JIpyroe — pelMTh: «S1 oTBeuy Ha MHCbMO, a MOTOM MOy obenate». B mepsom
cllydae BbI JjaeTe cebe BO3MOXKHOCTh ONpaBIaHUs, BO BTOPOM — CTaBHUTE ce0sl B OnpenerneHnpie paMku. Ho
371€Ch €CTh JJBa MOMEHTA:

a) CPOKU JIOJDKHBI OBbITh peajbHbIMU. VHaue BaM HE yJacTCsl BBIOJHHUTH CBOM O0S3aTENbCTBA, BBI
OCTBIHETE M OTKa)KETeCh OT CaMOro JeNa;

0) TBepao AepxkuTech cpoka. He paccrmabisiiitech 1 He OanyiTech pacCyXICHUSMU O TOM, YTO BBl HE
MOXKETE BBIIIOJHUTH PabOTY B CPOK U €ro MOXHO mnepeHectu. Haobopor, OyapTe HENMpEKIOHHBI K cede, Kak

ObUTH OBl HETTPEKJIOHHBI K TOMY ITOAYMHEHHOMY, KOTOPBIH MO0OEIal YTO-TO CAEIaTh K ONPEAeICHHOMY JHIO.

6. HayunTtech ObITH pelIMTEJIbHBIM

He orxnanpiBaiite nemo co OHA Ha JAEHb. ['OBOpAT, 4TO YCHEX COCTOMT B TOM, YTOOBI IOCTyHaTbh
MpaBUIIBHO 10 KpaiiHeil mepe B 51% cimydaes. [loaTomy, pacronaras onpeeieHHbIMU (haKTaMU, OCHOBaHHUSIMU
JUISL IPUHATHUSL pElIeHUH, peraiite u AercTByiiTe. M y»K eciu Bbl YTO-TO CHeNlajiv, TO HE TepsSHUTE BpeMs Ha

OecIUIoIHbIE Pa3MBIIIICHHS O MYIPOCTH MPUHATOrO pelieHus. JIBuraitecs najblie.

7. HayunTech roBOPUTH «HET», COU3MEPSATH CBOM JIeJIa U 1eJIH
Ecnu BB He HayuyuTech 3TOMY, TO OKa)K€TeCh BOBJICUYEHHBIM B Takue Jefia, KOTOPhIMH HHUKOTAA HE

3aHsUTUCH Obl 1O cBoell Bojyie. YacTh Balell mporpaMMbl CAMOAMCHUIIIIMHBI M1 3KOHOMHHM BPEMEHH UMEHHO U
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JOJDKHAa COCTOATH U3 TOI'O, 4TOOBI OTACIIATH IJICBEJIBI OT IMIICHHUIIBI, BTOPOCTCIICHHOC OT I'NIaBHOI'O.

KoneuHo, ecnu Bam 3axoyercss pa3MATBHCS, OTBIEUYLCS OT M€, CXOOUTE IOWUrpaTh B TEHHUC WIIU
BOJIEH001, B OacceliH WM MOCHAWTE HaJ| IIaXMaTHOM MapTUEH — 3TO 3aBUCHUT OT BAIIUX HWHTEPECOB, HO

n30eramnTe 6€CHCJ'IBHBIX O6CTO$IT€J'IBCTB, CCJIM B IPYIroM MECTC BpEMs MOYKHO ITPOBECTHU C OOJIBIIIEH TOJIB30IA.

8. He yBs3aiiTe B Tes1e()OHHBIX pa3sropopax

Huurto He MOXET cornepHUYaTh ¢ TeneOHOM KakK CPeICTBOM SKOHOMHUH BPEMEHH, KOT/1a HAJ0 TOITyYUTh
KaKHe-TO JIaHHbIe, CIIeNaTh 3aKa3, BRIICHUTH HEJOPa3yMeHHe, OTAATh YKa3aHUs WU YCIOBUTHCS!

o cunmannu. OgHAKO BCErlla €CTh MCKYIIEHHWE MpOCTO mobonrate mo Tenedony. Obeperaiite cedst oT
3TOr0, 3apaHee OMpeeNss, paal Yero Bbl CHUMaeTe TpyOKy M ¢ KeM coOMpaeTech TOBOPUTH. A 3aTeM BEAUTE
Pas3roBOp Ha JETOBOM YPOBHE.

MHorue moaM #3 4YyBCTBA TaKTa HE CMEIOT IIpepBaTh CoOecelHHWKa, HE YMEIT ObICTPO
COPUCHTHUPOBATHCA U IMO3BATh INOAYWHCHHOI'O, KOTOpBIfI C HC MCHBIIMM YCII€XOM MOXCET OaTb Ty WM UHYIO
CIIPaBKY.

«[lepBast mMHUSA 0OOPOHBD) BO3JIATAETCS HA XOPOLIErO CeKperapsi, KOTOPHI B COCTOSHHM OTBETUTH Ha
TIOJIOBUHY BOMPOCOB, OOpAIIEHHBIX K PYKOBOJUTENIO, a Tee(OHHBIN Pa3roBOp MOKHO MPEpBaTh, COCIABIINCH
HAa TUIOXYIO CIBIIIMMOCTE M, BOCIIOJIB30BABIINCH 1Tay30H, MPOAOIDKEHUE ITOTO Pa3roBOpa MOPYIUTh KOMY-TH00

U3 IIOAYHMHCHHBIX.

9. IIpuoOpeTHuTe NPUBBIYKY K 3aIIUCHON KHUKKE

Beskuii, kTo X0Ts OBl pa3 UCHBITHIBAJ MYKH, BCIOMHUHAsA, YTO €LIE €My HaJ0 CIellaTh, IOPYUYHUTCS 3a
CIPaBEJIMBOCTh MpaBUja — 3allMChIBATh BCE IPEIACTOSILME JENla, a TaKXKe SPKHE, MUMOJIETHBIE MBICIIH,
HoMepa TenedonoB u T.4. LlenecooOpa3Ho pa3meriaTh MOMETKM Ha MUCBMEHHOM CTOJie, y 3€pKaja, 3a
aBTOMOOMJIBHBIM KO3BIPBKOM OT coyiHIIa M T.I. OHM NMOMOIyT BaM Bcerja ObITb HAaroTOBE OTHOCHTENIBHO
BCSIKUX MEJIKUX 1], O KOTOPBIX HHAYEe MOKHO OBbLIO OBbI coBCeM 3a0bITh. Kapanmam ¢ Gymaroir MoxxeT coepeub
Jla’ke BpeMsi, 3aTpadrBaeMoe Ha o0yMbiBaHue npodaeM. Hago uro-to pemmtsh? Habpocaiite oTHOCAIMECS K
3TOMY JJaHHBIE U IEPE/l BAMHU PacKpOIOTCS pa3HOOOpa3Hble BO3MOXKHBIE perieHus. BoiOupaiite!

CoOeperaiite Bpems, 3aTpauMBaeMOE€ Ha CIPAaBKH, a IOTOMY JEp)KUTE B IOPAIKE CIHUCKH YacTo

TpeOyrommxcs aipecoB U Tenae@oHoB. OTHUM CJIOBOM, HE 3arpyKaiTe mamsTh TaMm, TJI€ 3TO HE HYKHO.

10. JInkBuaupyite 10cagHble J0CEXH
JloOpbie Apy3bs W TOBApUIIK IO padoOTe, JHOOSAIME MOOOATaTh, MOTYT HAYKMCTO MPOBAJIMTH CaMbIe

Jy4llUe Balll HaMEpeHHs BbLAEP)KAaTh CPOKU. Bbl MOXkeTe COXpaHUTh UX JIpykO0y (1 Bail rpaduk), TAKTUIHO
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JdaB IIOHATH, UTO BEI B IIGI71THOT€.

Ecnu B Bamry koMHaTy XOAUT MHOT'O HAPOJY, MOMPOOYHTE PACIIOIOKUTEH CBOE pabodee MEeCTO TaK, YTOObI
CHJIETh JIUIIOM K CTeHe. [Ipyrue mepeHocsaT BpeMsi 00eIeHHOT0 TIepephiBa U OCTAIOTCS paboTaTh, KOT/1a KOJIIeTH
yXOIAT 00enaTh.

A KaK 0CBOOOJUTKLCS OT Pa3roBOPYMBOIO MOAYMHEHHOT'0, KOTOPBIH 3aIlIeNl K BaM B CaMO€ HETMOIXO/ISIIIee
BpeMmsi?

KoneuHo, XOpoIio BOCIIMTaHHBIE JIOAM HE MOKA3hIBAIOT KOJUIETE HA JIBEPh C MPOChOOM OCTaBUTH UX B
nokoe. [IpeoGnagaer 4yBCTBO OOSI3aHHOCTH MOTOBOPUTH C TAKOT'O POJa BHU3UTEPOM, Ja)Ke €CIM OH IpHUIIeN
MIPOCTO «IOPA3MATHCS». A Kak K€ OBITh B TAKOM CIIy4dae C JParoleHHbIM BPEMEHEM U JIMYHBIMU TIJIaHaAMU ?

OnuH HavambHUK OOJBIIOTO OTAENA, HAIpUMEp, PACHOpSIWJICS BBIHECTH W3 KaOWHETa BCE CTYIIbS
(ecrectBeHHO, KpoMme cBoero). [locne 3Toro pa3roBopsl CTajii HAMHOTO KOpoue. A BOT €lIe OJUH PEeLenT s
HA30MIMBBIX BU3UTEPOB U3 €ro MPAKTHKHU. J{OMyCTHM, YTO KTO-TO M3 3aXOAfIIMX Oe3 Jena MOAYMHEHHBIX
BXOIWT B Baml kaOuHeT. HememyienHo monaiite eMy ocoOyro mamnky u ckaxurte: «Koib yX Thl 371eCh, TO HE
Oyzelb I CTOJb JII00E3eH, TOMOYh MHE B CPOUHOM Jiene?» 3aTeM MOPYUIHUTE EMY PaCCOPTUPOBATh, CKAXKEM I10
naTaMm, COOpaHHBIC B TANKH Ta3eTHBIC BBIPE3KU. 311eCh MOTYT OBITh JBa pe3ylbTaTa: JIMOO IOCETHTENb

,HeﬁCTBHTCHLHO OKaXXCT IIOMOIIb, 71100 ero BU3UTEI CTAHYT HAMHOT'O PCIKEC, a4 TO U ITPEKPATATCA BOO6H_[C.

11. Yunrecs caymars

Bb1 n36exuTe cephe3HbIX OMMOOK, TOBTOPEHUH U MEPEAENIOK, €Cii C TIEPBOro pas3a OyAeTe CTPEeMHUTHCS
MONTyYUTh HCUEPIBIBAIOIINE YKA3aHUS U CBeleHUs. SIBuTech Ha coBemanue Kk 14:30, Kkorja oHO Ha caMoOM Jiene
HazHadyeHo Ha 15:00, u Ber motepsiere nennoe Bpems. [loaTomy, pexae 4eM 4To-TO CAeNaTh, YTOUHHUTE, TIIE,

KOrja, Kak, uto, mouemy? Eciu 4yTo-To OCTaHeTCsl HEeSICHBIM, Cpasy K€ CIIPOCHTE.

12. OTkaxurtech oT madJoHa (JIro6oe 1e/10 MOKHO c/1e1aTh JIy4dllle)

MHorue W3 Hac CTaHOBATCS KEPTBAMH IIAOJOHHOTO MBIIUICHUSA. TOJNBKO TMOTOMY, YTO MBI BCET/a
BBITIOJHSUTH YTO-TO OJJHUM ONpPEAETICHHBIM 00pa30M, MBI MTOYac CYUTAEM, YTO ITO-TO M €CTh CaMbIU JTydIINi
13 BO3MOXKHBIX CITOCOOOB. MeXIy TeM BCAKYIO0 paboTy MOXHO YCOBEpIIEHCTBOBATH, CTOUT TOJIBKO HEMHOTO
noaymath. Eciii BB enaere uTo-To B nocienoBarenbHocT ABBIT, monpoOyiite mopsimok ABBIY, moxeT ObITh,
nonyuutcs Obictpee. He mepemate i ApyruM 4YacTh HpocTeHIIMX (QYHKUUNH, HE TpeOyrommx ocoOoi
kBanmuukanun? Hemb3s 1M BOCHOIB30BATHCS KAKUMHU-HUOY/Ib KaHLEIAPCKUMH MalliHaMH, YTOOBI cOepedb

Bpemsi? He cinenyer nmu nHTEpecoBaThCs, Kak Apyrue SKOHOMST Bpems?

13. He ynyckaiiTe u3 BUIa MeJIOYHU



This document was created by Unregistered Version of Word to PDF Converter
Bl Moxere wuszbOexaTh HEOONBIINX, HO PACTPAUMBAIONIMX BpEeMs 3aJCpKEK, €CIu Oyaere o

BO3MOXKHOCTH TIPEIYNPEXIaTh HACTYIJICHUE BHE3ANMHBIX MEIKUX KPU3UCOB. DTO O3HAYAET, YTO HAJ0 BCEr/a
MMETH T0J1 PYKOW JI0CTAaTOYHBIN 3arac MpeaMeToB, Haubosee yacTo ynoTpeOiseMbIX B Ballel padore, BamieM
ObITy, — OyIb 3TO KaKHe-TO 3allaCHbIEe JETald WM KaHIEISPCKHE MPUHAUISKHOCTH, MENKHE MpPEeIMETHI
TyaJleTa WM Jaxe JeHeKHas Mmenodb. Ecim Hamo, mpruoOpernTe BTOpHIE KIIIOYH, OYKH, 30HT, OPUTBEHHBIC

ne3Bus. Pemaiite ¢ Beuepa, 4TO HAJAEHETE YTPOM.

14. Ilpuctynaiite K ey cpasy xe

[Ipexne yem nmpuUcTynuTh K paboTe, MHOKECTBO JIIOJIEH MPHUBOJAT B MOPAJOK CBOU CTOJbI, YHHST BCE
KapaHJalii, Kakue TOJbKO MOMAJaroTCs Ha ria3a, TJSAST B OKHA, MOTPYXKAIOTCS B Ta3eTHBIA KPOCCBOPI,
BBIMMBAIOT YalIKy Kode, MpoOeralT ria3aMd CHOPTHUBHBIA OTYET, a MOTOM YIMBIIOTCS, KyJa AEBajoch
BpeMsa? Pa3 BBl 3HaeTe, 4TO HaAO JenaTh, OepuTeCh 3a JENo cpa3y ke. TyT Helb3s JaTh HUKAKMX COBETOB.
HI/IKTO, KpoM€ BaC CaMOro, H¢ CMOXKCT IIOMOYb BaM n30aBUTBECA OT Bp€}1HOI>'I INPUBBIYKU TAHYTH C IACJIaMHU.

[Tpunumaiitecs 3a Hux! ITpuHnMaiitecs cpasy xe!

15. Ucnoab3yiiTe MEHs OJTHOCTHIO

Bcerna ectb BO3MOKHOCTh HEMHOT'O YBEIMYUTH CBOE IIPOU3BOIUTENILHOE BPEMs, MTOJTHEE UCIIONB3YsI €rO.
9T0 3HA4YUT, YTO BPEMA MOC3 0K, O)KHHaHHﬁ, 3aBTpaKa MOXHO 3aHATbL TAKUMHU [CJIIAMH, KAK IJIAHUPOBAHUC
CBOCIr0 [OHA, OGHYMLIBaHI/Ie OpeaACTOAINX 3adad, MTPOCMATPHUBAHUC 3alMCOK, KOTOPLIC TIIPUTOAATCA B

nanbpHeHIei padore.

16. Cieaure 3a TeM, Ha YTO TPATUTE CBOOOIHOE BpeMsI

Ecnu urpa B Ms4 BMecTe C ApY3bsSMH WM phIOaJika TMOMOraioT Bam OTHOXHYTh U OCBEXKHTHCS;—
npekpacHo! Ho He mpenaBaiiTech TakUM 3aHATHSAM TOJBKO MOTOMY, YTO TaK JeNaroT JApyrue. Mel Moriu
cOepeub MHOTHE Yachl, €ciii Obl ObLIM YyTh pa30opunBel Mpu BbIOOpE KMHOKAPTUH U Telernepenad, KOTopble

CMOTPUM, KHUT U )KYpPHAJIOB, KOTOPBIE YUTAEM.

17. MensiiTe 3aHaATHS

[Toutn HuKOrAa Tenmo He ycraer Bce cpady. OOBIKHOBEHHO YCTAIOT JIMILIb OTJENIbHBIE TPYIIBI MBIIIII.
MeHsist poji 3aHATHI, BBl CMOXKETE MOOOPOTH OIIYIIEHUE YCTAIOCTU M C/eNaTh Oonplie. Tak, eciii HECKOJIBKO
4acoB BBI pa0OTallu CUJIs, TIEPEKITIOUNTECH HA PAbOTy, KOTOPYIO MOXKHO CAENATh CTOSI MIIM MPU KOTOPOM HaJ0
JIBUTATHCS. BBl Bech JieHh Ha Horax? 3aiiMuTeCh CUIsTYei paboToi. BBl HE TOBKO YBUIUTE, UTO Balll OPraHU3M

criocoOeH Ha OoJibliiee, HO TakKasi IIepeMeHa clienaeT Bac 6ojapee, 0ojiee 3aMHTEPECOBaHHBIM B paboTe.
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18. HaunnaiiTe panbiie
Hauunas nenp Bcero Ha 15—20 MUHYT paHbIle TOTO, K Y€MY BBl OOBIYHO MPHUBBIKIIH, BBl 33]a/IUTE TOH

BCEMY IOHIO.

19. ExxeJHEeBHO KOHTPOJIMPYiiTe BHINOJTHEHHE HAMEeYeHHBIX e

CHavana moABEOUTE UTOTM TOMY, YTO CHENAHO 3a JI€Hb, a YK IIOTOM COCTaBbTE CIIMCOK Jel Ha
O4YEpPETHOM JICHb.

20. O0s3aTeJIbHO NepeHecuTe Ha IPYIroi AeHb TO, YTO He YCIeJIH CAeJIaTh CeroIHs

21. BocniuThIBaiiTe yBaskeHHe K CBOEMY BPeMeHH

[IpuoOpeTTe NPHUBBIYKY MBICICHHO JaBaTh BalleMy BPEMEHHM KAaKylO-TO OLIEHKY, M Bbl CTaHETe
[10-HOBOMY OTHOCHUTBCSI K HEMY.

Takoli TOAXOA MOMOXET BaM CyJUTh O TOM, CTOUT JII UMEHHO BaM 3aHUMATHCS TEMH HEOOJBIIMMHU
Jie7laMi, KOTOpbIE, MOXKET OBITh, MPOOMBAIOTCS B Balle pabouee Bpems. Benp He craHere ke BBl IMOKYIATh
TEHHUCHBIE MSYHM TOJBKO JJIsI TOr0, YTOOBI cpa3y BbeIOpachiBaTh ux? [louemy ke C MEHBIIMM YBa)KEHHEM
OTHOCHUTBCSI K HEBOCTIOTHUIMOMY BpeMEHH?

Wrak, cymiectByer Hemalo criocoOoB JenaTh Ooblie B UMerolieecs: y Bac BpeMs. OTHecUuTech K HUM CO
BHUMaHUeM. McrbiTaiiTe, 4ero OHM CTOST, U BbI OKA)XXETECh COBCEM B MHOM MHpE, B TOM, B KOTOPOM BpEMs

NECpeCTaHCT OBITH BAIIIUM ITIOCTOSIHHBIM MMPOTUBHUKOM.

7.5. Meroabl yuyeTa M aHAIM32 UCII0JIb30BAHHS BPEMEHH PYKOBOAUTEIA

Knaccuduxanus 3arpat pabouero BpemeHu. [ TOoro 4roObl OpraHM30BaTH CBOE BPEMs, YMETb €ro
NPaBUIBHO YYHUTHIBaTh, AHAJIU3UPOBATh, IUIAHUPOBATh, HEOOXOAMMO TPEKAE BCEro KIacCHPULIUPOBATH
3aTpaThl BpPEMEHH 110 Pa3IMYHbIM Ipu3HakaM. Hanmpumep:

1. Knaccuduxarus paboT mo ux coaepkaHuio, KOTra OHU JENATCS Ha KOMIUJICKCHBIC, SKOHOMHUYECKHE,
TEeXHUYECKUE U T.[.

2. Knaccudukanus padboT 1o xapakrepy mooyIuTeIbHbIX IPUYUH (HapuMep, COOCTBEHHAs! HHULIUATHBA
MOJYMHEHHBIX, PACHOPSIKEHNE HaYaJIbCTBA, MHULMATHBA OOIIECTBEHHBIX OpraHU3alui u J1p.).

3. Knaccudukaius mo cpoyHOCTH BBINOJIHAEMBIX paboT (HarpuMep, BOIPOCHI MEPCIIEKTUBHBIE, TEKYIINE
U T.00.). -|

4. Knaccuduxanus no ¢popmam AesSTeNbHOCTH (MHAWBUIYyaIbHAs paboTa, COOpaHUs, COBEIAHUS, TPUEM
ToceTuTeNeH, TeneoHHbIe Pa3roBOPbl, 00XO U T.11.).

5. Knaccudukamus no QyHKumsM pykoBoJCTBa (TUTAHHPOBAHWE, OPTaHHU3ALUs, PACIIOPSIUTEIHHOCTD,
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MOTHBAIIUS, yUET U KOHTPOJIB).

[Ipumep conepxkanusi, BUIOB ACATEIBHOCTH MTpUBECH B Ta0u. 11.

Tabmma 11.
Conepmaﬂne BUJIO0B ACATECJIBbHOCTH PYKOBOAUTEJIHA
I'pynna| HaumenoBanue rpymnibl Buner n aneMeHTH paboT
pabot
1 OpranuzanuoHHo-aaMuHKC | 3acenanusi. [Ipon3BoacTBEeHHBIE coBelaHus. Tekyliee 00CyXIeHHE BOIPOCOB ITI0
TpaTHUBHasg padora OCHOBHOH pabore. CorjacoBaHne W TIOANHCAaHUE CIYKEOHBIX JTOKyMEHTOB.

AJMUHUCTPaTUBHBIE BOIIPOCHI, CBS3aHHBIE C IPHEMOM U YBOJIHHEHHEM PaOOTHHKOB.
Ilpuem mnocerureneir. KoHTpone 3a xomom paboTel. Tekymmui HHCTpPYKTax
pabotHuKoB. [lomydeHne 3amanuii OT PyKOBOACTBa. [Ipodre BOPOCH, CBSI3aHHBIE C
OpraHU3aIlIOHHON JAEATENbHOCTHIO

2 TBopueckas paborta IMoaroroBka MPOCKTOB TIOCTAHOBICHHMA, TMPHKA30B, HWHCTPYKIMA ¥ APYTUX
TUPEKTUBHBIX JTOKYMEHTOB, a TaKXe JOKJIAI0B, 0030pOB U CrpaBoK. PaccMoTpenue
HpCZ[HO)KeHHfI, IJIAHOB, Hay'-IHI)IX OTYCTOB, IIOATOTOBKA II0 HHUM 3aKJ'[IO‘-IeHHfI,
OT3bIBOB, 3aMeuaHuil. COCTaBICHHE pa3INYHBIX IUIAHOB, OTYETOB, TI'Pa(UKOB,
nepeyHei, 3asgBoK U T.4. IlogroroBka Tekcra [uisi oTBETa O nucbMmam. M3ydeHue u
00001IeHne MaTepualioB TMEPEIOBOTO OMbITa. AHanu3 BBIMOJIHEHHS IJIaHa 3a
MpoLUIbIA nepuo. MHkKEeHepHO-9KOHOMUYECKHE PacueThl

3 Texanueckas pabora INonbopka UMEIOIIIXCST MAaTEPHAIOB IS TIOATOTOBKH JOKIIAIOB, CIIPABOK H ITHCEM.
ITouck pa3muYHBIX JOKYMEHTOB. BBIYMCIHTENbHBIC M CUYETHBIC Pa0OTHL. Brimaua
CIPaBOK MO JOKYMEHTaM. 3aka3 Tele(OHHBIX TeperoBopoB. llpumem u mepemada
teneonorpamm. IloammBka TOKyMeHTOB. Perucrpalius KoppecnoHIeHIINH

4 BcmomorarensHas padora | IlogroroBka pabouero mecra. IlepenBnkeHne BHyTpH U BHE yIPEKICHNS

5 Bpems Ha nuanbie| [lepepsiBel s (GU3KYIBTYpPHBIX I1ay3 M JIHYHBIX HamoOHocrei. [lepephiBel Ha
HaI[O6HOCTI/I " OTABIX OTABIX

6 PaboTsl, He| BrlnonHeHne nopyueHuil, He MPEAyCMOTPEHHBIX JOJKHOCTHBIMH O0SI3aHHOCTSIMHU

NpeayCcMOTpPeHH Bl €|(KOCBEeHHBIE TIOTEPH )
JONIXHOCTHB MU
00s13aHHOCTAMH (KOCBEHHBIE
norepu)

7 INotepu pabodero Bpemenn| OXugaHuWe TpHUeMa y PYKOBOJCTBA. HesarpyxkeHHOCTH (mpoctom). BrimomHeHme
OOIIECTBEHHBIX 00s13aHHOCTEN B padouee BpeMs (KOTOPbIE MOYKHO BBIIIOJHHUTH U B
Hepabouee BpeMsi). HapyrieHust TpyJoBOW AUCHUILTAHBI

B nearenbHOCTH pyKOBOIUTENCH MHOTO WHIWBHIYAIbHBIX OCOOCHHOCTEH. [loATOMY Kaxapldi U3 HUX
JIOJDKEH COCTaBUTH JIJIS ce0sl COOTBETCTBYIOIIYIO YCIOBHUSM €0 pabOThI IPYMIITHPOBKY BUIOB pabOT MO TEM HITH
WHBIM TIpU3HAKaM. DTO HEOOXOAWMO ISl ydeTa 3aTpaT BPEMEHH 110 BHJAM JICATEIbHOCTH, aHalu3a W
IJIAHUPOBAHMSI PaOOTHI.

[Tomomp mpu ananmuse 3aTpaT pabo4yero BpeMEHM MOTYT OKaszaTh KiacCU(UKallUd BHJIOB PaboT U
MIPUMEPHBIE HOPMATUBHI YAECTHHOIO Beca DJIEMEHTOB 3aTpaT pabodero BpEeMEHU PabOTHHUKOB YUPEIKICHUIA,
pa3zpaboTaHHBIE B CBOE BPEeMsI HAYIHO-HCCIIEI0BATEILCKUM HHCTUTYTOM Tpyda (cM. Tab. 12).

Taomuna 12
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IIpumepHBIe HOPMATHUBEI 3aTPAT TPYAA Y PYKOBOAUTE/IEH U CIENUATNCTOB

HauwMmenosasnue| Jons3zarpar pabouero BpeMeHu 1o rpymnmnam, %

JIOJKHOCTEN
1 2 3 4 5 6 7
Havanpauku otaenoB| 64 25 3 5 3 - -
KaJIpoB

B3amMmecTurTenamn| 58 30 4 5 3 — —
HAYaJIbHUKOB OTIEJIOB

Crernuanuctsl (raaBHbIE)| 25 61 6 5 3 - -

Crapiue nHXeHEephb 17 68 7 5 3 - -
P C3YyJIbTAThI O6CJ'I€I[OBaHI/IH 3arpar pa60qero BpEMCHU PYKOBOAUTCIIMHA U CIICHHHAJIMCTAMU B PA3JIMYHBIX

CTpaHaX JAa0T OCHOBAHUE BBIAEIUTH TPU T'PYIIbI BHIIOIHIEMBIX UMH pabOT: PETYJSPHO MOBTOPSIOIIUECS,
HEpEryJIspHbIE U UCKIIIOUUTENbHBIE.

PerynsipHO moBTOpsitoIMecs pabOThl 3aHUMAIOT Y pyKoBoauTesel mpumepHo 60% pabouero BpeMeHH.

IlepBble nBE rpynmbl paboOT CO3AaIOT BO3MOXHOCTh 3(P(HEKTUBHOrO MCHOIb30BaHUS pabouero BpeMeHH
WMHXEHEPHO-YIPaBICHYECKUX pAOOTHUKOB B YCIOBHUSIX YETKOTO peKMMa padoThl opranu3anuu. Bepiimny stoit
CHCTEMBI IPEJCTABIIIOT TUIIOBBIE (CTaHAAPTHBIE) paboune rpapuKu, KOTOphle HA3bIBAIOT TAKXKE PEKUMaMU
JTHSI, pacTIopsiIKOM padodel Heenu U T.1. ;

VYuer 3arpar paboudero BpeMeHHU. [ MiaHUPOBaHMS HENOCTATOYHO MMETh IEPEYEHb BBINOIHAEMBIX
pabor. HeobxomuMo 3HaTh MX (PaKTUYECKYIO MPOIOJDKUTENLHOCTh. Ha ee OCHOBE MOKHO yCTaHABIIMBATH
CPOKM Hayajia ¥ OKOHYaHHUs padorT.

Jlis Toro 94To0BI BCE ATO 3HATH, HEOOXOAMMO HAOMIOAATh 3a pabounMM JTHEM, YUHTHIBasi CBOe pabouee
BpeMs. B mpoTHBHOM cilyyae, cOCTaBisieMble HaMHU IUIAHBI OKa3bIBAIOTCS HEpEabHBIMHM, OTOPBAHHBIMU OT
KU3HU, OHU MOTYT JIMIIb BBI3BAaTh OTPHUIIATEIbHOE OTHOILIEHHE K CaMOil Hjee IUIaHWPOBaTh CBOE pabouee
BpeMsI.

PaccMoTpuM TEXHUKY ydeTa CBOEro paboyero BpeMeHH.

HaunHaTh Hazmo ¢ cOCTaBIEHUS NEpEYHs BBINOIHAEMBIX HauOOJIee 3HAYUTENbHBIX padoT, perucCTpUpys
UX B CBOEM OJIOKHOTE IO MEPE BHITIOIHEHUS.

®dopma TabauIl MOXKET OBITH pa3HOM, HAIIPUMEp TaKOM, KaK MoKa3aHo B Tadi. 13.

Tabmmua 13

(I)opMa AJId y4€Ta BBINMOJHEHHBIX paﬁoT

IIpomomxur| Bpems nHagana
Conepxaau pox p

Brinonnena| Ilpume
Ne n/m €NbHOCTH|H OKOHYAHHS
€ paboThI WJIA HET YaHUe
(gacel, THM)  |(YHCTIO, MECSAI)

BaxxHo ormeuats, 3aBepiieHa ju pabota. Eciu 3aBepiieHa, To 3aTpaueHHOE Ha HEe BPEMSI MOXKET yiKe
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CITy’KUTh OPUEHTUPOBOYHON HOPMOIi Ha OyaylLee.

bnaronapst TakoMy y4ery, CTpaHHUIbI OJIOKHOTA CTAaHOBSATCSI CBOCOOPA3HBIM OTYETOM 3a JCHB, HEIEIIO,
Mecsl, rox u T.4. Korma mx Bemems 'peryispHoO, €Hb 3a JHEM, MOJydaeTcsl peayibHas KapTUHA JIMYHOM
paboThLI.

K exemneBHOMY yuery pabodero BpeMeHH Leeco00pa3Ho MEPEeXOANUTh JIMIIb ITOCTe TOr0, KaK HaJlaKeH
y4eT BBITOJHEHHBIX OCHOBHBIX PAa0OT, KOT/Ia 3TO CTAJI0 HE TOJILKO HOPMOM, HO U Hayajao MPUHOCUTH MOJb3Y,
KOTJ]a YyBCTBYEIllb, YTO JAaJbHEHINAs IeTaln3alns y4eTa IPUHECET elle OOIbIIIe MOJb3bL.

B 20-x rogax n3gaBanmch CreuaibHbIe YUETHBIC KAPTOUKHA — «XPOHOKAPTHD).

Kaprouka A.K. T'acreBa, Hampumep, nokazana B Tabn. 14. OHu OepyT 3a OCHOBY 3alUCEeH KaxJble

nojgaca pa60qero BpPCMCHU.

Tabmuna 14
Kaprouka Bpemenu (xpoHokapra) A.K. I'acreBa
YuuTeIBaTh BpeMsl — 3HAYUT JOJIBLIE )KUTh damunust, ©Ms1, OTIECTBO [pum
Jara JIEHb Mecsl| JIOMmKHOCTh eJaHue
roj
PaboTta oT hite}
Ne i/ Vcnosu o el Cratesa Bpemenu| Yachkl pabOTHI
0003HaucHHE OYKBOW [( HAM M EHOBAaHUE| § 9 10 11 12 T
i udpoit KOHKpETHOH paboTHl wIH
OTJIbIXa)

UpesmepHas qeranu3aius HHIMBHIyaJIbHOTO Y4eTa CBOET0 pabodyero BpeMeHHU YKe YIydIllaeT y4eT, HO
OH CTaHOBUTCSI TPOMO3AKHK ', CIOKHBIM, HEHATJIIIHBIM, TpeOyeT 3HauuTelbHOrO BpeMeHn Ha OOJM-00Tky
pE3yIbTaTOB.

TexHuka ¥ METOJBI y4yeTa JODKHBI OBITh MO BO3MOXXHOCTH IMPOCTBIMH U YIOOHBIMH, HE TpPeOOBaTh
OoMbIIHX 3aTpaT BpeMeHH. [ 3Toro roastcs OJOKHOT, JHEBHHK WM CIICIUabHAS KapTOYKa yueTa BpEMEHH,
K IIpUMeEpY, Ta, KOTopas ObUIa B CBOE BpeMs pekoMeHioBaHa A. ['acTeBbIM.

Ananuz 3ampam paboueco spemenu. CaM 1o cebe yyer HUYEro He JacT 0e3 MOCIeNyIolero aHaIu3a.
HNMeHHO aHanmM3 MO3BOJUT OIEHUTh YPOBEHb OpraHU3alliid BPEMEHU PYKOBOIUTENS. MHOTOKpaTHBIA yueT U
aHaJaM3 JAal0T BO3MOXKHOCTh BBIBECTH OIPENICIICHHBIE 3aKOHOMEPHOCTH, OMPEICIUTh XapaKTEPHbIC MPUYHHBI
MoTeph pabouero BpeMEHH, OIICHUTh MPUMEPHBIC HOPMATUBBI 3aTpaT Ha OTIENbHBIE BUbI paboT. Bee 310 1
3aKJIaJBIBACTCSI B OCHOBY OoJiee pAalMOHAIBLHOW OpraHu3alud ¥ ITUIAHUPOBAHUS JIMYHOH PaboThI
PYKOBOJUTETIS.

OCHOBHBIM METOJIOM aHAJIM3a SIBJISIETCS CpaBHEHUE (PAKTUUECKUX 3aTpaT BPEMEHHU MO KaKJIOMY BHIY

pabot ¢ HopMaTuBHBIMU. OJIHAKO HA MHOT'HE yIpaBJeHYECKHE paOb0Thl HOPMAaTUBbI OTCYTCTBYIOT, @ HHOI'1a UX
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IIPOCTO HCBO3MOKHO YCTaAHOBUTL. B. stom ClIydac€ MOXXHO HCIIOJIB30BaTb MCTOJ CpPaBHCHHA (1)aKTI/ILIeCKI/IX

3aTpaT BPEMEHU JAaHHOI'O PYKOBOAMTENS CO CPEAHMMM 3aTpaTaMM BPEMEHM JIPYTHX PYKOBOIUTENEH TOrO e
YPOBHSL WJIM C €ro coOCTBeHHBIMH 3aTpaTamu. llomoOHOro poma Marepuansl, K COXaJCHHUIO, PEIKO
yOJIMKYIOTCS,, TIOATOMY PYKOBOJUTENb JIOJDKEH CaM HaKalulMBaTh W CHUCTEMAaTU3UpOBaTh AJIS ce0sl Takue
JTaHHBIE.

Hanpumep, Ha OCHOBE 3KCIIEPTHBIX OLIEHOK B COOTBETCTBHH C ()YHKLIMOHAJIBbHBIM COAEpKAaHHEM Tpyla
JMHEHHBIX PYKOBOIUTETEH B CTPOUTENBHCTBE (MacTepa, MPOU3BOAMTENN PabOT) IMOMY4YEHBI HOPMATHBHBIC
3Ha4YeHHUs 3aTpaT uX paboyero BpeMeHH.

Knaccudukanust 3atpar pabouero BpeMeHHM I[O3BOJIMJIA YHOPSIOYUTh HCXOAHYIO HH(pOpMaluio, B
pe3yibTaTe 4Yero Crajo SICHO, YTO JeNaeT WHKeHepHo-TexHuuyecknii padotHuk (UTP), kak oH nenaer u
HACKOJIBKO 11eJIec000pa3Ha ero A TeIbHOCTb.

Conepxanue tpyna mHeHbIX U TP 6110 pa3zouTo Ha 13 CMBICTIOBBIX TPYIII:

1. MnxeHepHO-TBOpUEcKasi paboTa: M3ydyeHUe, KOPPEKTUPOBKAa pabOUYMX uepTeKel M BHECEHHE B HMX
W3MEHEHUH, BBIIOJHEHUE WHXKEHEPHBIX pacueToB, pa30MBKa 3JaHUM M COOpYXXEHHH, paboTa 1o
palnMoHaIM3aMH, W300pETaTeNIbCTBY M BHEIPEHHIO HOBOM TEXHUKH, y4acTHe B pa3pabOTKE M BHEIPEHUH
minaHoB HOT.

2. OpraHu3alMOHHO-TEXHOJOrUYeckass pabora: BbINOJIHEHHWE (YHKIUH IO OpraHu3aluu Tpyda Hu
MIPOMU3BOJICTBA, [T0 PYKOBOJCTBY TEXHOJIOTHEH BBITOJHEHUS padoT.

3. AnanuTHueckass paboTa: MOABEICHHWE WUTOTOB pabOThl, aHAJIM3 XOJA BBIIOJIHEHHS U PE3yJIbTaTOB
paboThI yyacTKa, COCTaBJIEHHUE IJIAHOB Pa0OThI, BBISBICHHUE PE3EPBOB MIPOU3BO/ICTBA.

4. Ilonyuenue u nepenaya NPoOU3BOICTBEHHON MH(OpMAIMK: 0OMEH HHPOpMaLUel MeX Ty JTHHEHHBIMU
PYKOBOAUTEISIMHU, & TAaKXKe MEXIY HUIMU U paOOTHUKAMU YIIPaBJICHUS, YYaCTKOB U IpyTUMH B BUJIE€ YKa3aHUH,
KOHCYJIbTAIluH, 3aMEUaHHM, MPETEH3UN, COrIACOBAHMM, OOCYKJICHHI B MUCbMEHHOU (opMe, ITyTeM CPEICTB
CBSI3U M HETIOCPEJICTBEHHOTO KOHTAKTA.

5. Pabora c¢ JoKyMeHTaMu: COCTAaBJIEHHE, IIO/CYET, 3allOJIHEHHE, W3Y4YEeHHE, IOJIUCHIBAHUE,
BbIUEpUYMBaHUE, O(OpPMIIEHHUE, IMEpEenHUChIBAHNE, KOPPEKTUPOBKA BEIOMOCTEH, AKTOB, CIIPaBOK, XXYPHAJOB,
Haps110B, OTYETOB U T.J.

6. CoBelanus: MpOU3BOJICTBEHHBIE COBEIIAHNS HA YYaCTKE, B CTPOUTENIEHOM YIIPaBJIEHUH, TPECTE.

7. KoHTpOI1b TPOM3BO/ICTBA U KauecTBa padoT.

8. IloBpimieHWe KBaMM(UKAIMKA: HW3yYEHHE CIEIUATbHONH JUTEpaTyphl, TEPEIOBOIO  OIBITA,
SKOHOMHUYECKas yuebda, npyrue Gopmbl yueOBl.

9. Pabora c kaapaMu: KOMIUIEKTOBaHME paOOYMX Opuraj, NpOBEICHUE HHCTPYKTa)Xa IO TEXHHKE

0e30macHOCTH, HAOJIOJEHHE 3a TPYAOBOW IUCLMIUIMHOW, a TaKKe BOCIUTaTeNbHas paboTa (coOpaHus u
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Oecenbl ¢ pabOTHUKAMMU).

10. TeppuTopuasibHbIC TEPEMELICHUS: MEPEIBUKEHNE MEXAY OO0BEKTaMM, MPOPabCKUMHU ydacTKaMH,
MEXIY TOCISTHUMH U CTPOUTEIbHBIM YIIPABICHUEM, a TAKXKe TPUOOBEKTHBIE TEPEMEICHUS, UMEIOIINE MECTO
B IIpoIlecce AeSITeIbHOCTH TMHEHHBIX PYKOBOAUTENEH.

11. HecBolicTBeHHasi JODKHOCTHAsh paloTa: BBINOJIHEHUE JIOJDKHOCTHBIX OOS3aHHOCTEH Jpyrux
KaTeropuii pabOTHUKOB.

12. TIpsimble moTepu: 6e371eaTeTbHOCTh UM HEMPON3BOIUTEIbHBIC 3aTPAThl BPEMEHHU.

13. PernamenTrpyembie epepbIBbI: BpeMsl Ha JTMYHbIE HAJIOOHOCTH M IPOU3BOJICTBEHHBIE May3bl.

W3 npoBeaeHHoOM KiaccuduKay BUAHO, YTO 3aTpaThl padouero BpeMeHu JmHeiHbsix U TP cocrost u3
3aTpart, HAIpaBICHHBIX HA BBHIOJHEHHUE HEMOCPEACTBEHHBIX MPOM3BOACTBEHHBIX GyHkuwmid (1, 2, 3, 5, 7, 9),
SIBIISTFOLIIXCS. MHCTPYMEHTOM BBITIOTHEHHUSI OCHOBHBIX MPOU3BOJCTBEHHBIX (yHKnwi (4, 5, 6, 8, 10, 13) u
noteps padbodero Bpemenu (11, 12). TlepBas rpymnma 3aTpat XapakTepu3yeTcsi HCIOIb30BAHUEM CIEIUaTIbHON
MOJIFOTOBKH, KBaJIM(uKaluu paboTHuKa. BTopas He TpeOyeT npuMeHeHns KBaJU(PUKAMOHHOTO MOTEHIala
paboTHHKa, 3aTpaThl paboyero BpeMEHH ATOW IPYIIbl HAIpaBJICHbl HAa 00ECIIEYEHNE YCIECITHOTO BHIITOTHEHUS
OCHOBHBIX IPOU3BOACTBEHHBIX (PYHKIIMIA; O OpraHU3aluu padoT, aHAIU3y AEATEIbHOCTH, KOHTPOIIO X012
KauecTBa paldoT u T.1.

Bricokue TpeboBaHMs K paOOTHUKaM JIMHEHHOro 3BE€Ha YHpaBleHUsI 00YCIOBIMBAIOT HEOOXOIUMOCTh
U3yUYeHHsI collepkaHusl Tpyaa 3toi kareropun UTP, moucka kputepueB ux 3(h(GEeKTHBHOTO MCHOIb30BAHUS.
[TonyueHne paluMoOHANBHBIX OalaHCOB HCIHONb30BaHHUS pabOYero BPEMEHHM MAacTepoB MOXKET OKas3aTb
OIpeJICICHHOE BIMSHUE HA TMOBBIIIEHNE 3(D()EKTUBHOCTH HCIIONB30BAaHUS UX pabOYero BpeMeHU: 00eCIIeUnTh
PaBHOMEpPHYIO 3arpy3Ky paOOTHHUKOB U, TJIaBHOE, CPABHUTH PE3YJIbTaThl TPYyJa OTAENbHBIX MOApPA3eICHUN U
KaTeropuii pabOTHUKOB, BEISIBUTH PE3EPBBI YITyUIIEHHS UCIOIB30BaHUS pPab0vero BpeMeH! pabOTHUKOB.

Banancel pabodyero BpeMeHH, MOJy4YEHHbIE HA OCHOBE 3KCIEPTHBIX OLEHOK NpU 3(PPEKTUBHOM 0TOOpE
IKCIiepToB (Tabm. 15) SBISIFOTCS JOCTATOYHO OOBEKTUBHBIM KpHUTepHEM S(D(PEKTUBHOCTH HCIOIB30BAHUS

Bpemenu [174, c. 215].

Tabmua 15
Panuonanbubie 0aanchl padoyero Bpemenu JuHeilHbIXx UTP B cTpouTenncTBe
VY nenbHbIE 3aTparsl obuiero
BpeMeHH, %

prnna 3arpar pa60llero BpEMEHHU HpOI/I3BO Crt apumu "

Macrep |1 U T e b|IPOU3BOIUTE
pabot 76 paboT

1. Opranu3almoOHHO-TEXHOJIOTHYECKas paboTa 26 21 16

2. NmxeHepHO-TBOpYECKast paboTa 9 11 11

3. Aranmtiueckas pabora 6 7 10

4. Ilony4enue u nepenada NpoOU3BOJCTBEHHON 5 6 7
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uHdopMamu
5. Pabota c nokymeHTaMu 11 11 8
6. Cosemanus 4. 5
7. KoHTpOIH MPpOU3BOACTBA B KauecTBa paboT 17 15 14
8. [loBbimenue kBaudukanu 5 5 5
9. Pabota ¢ kagpamMu 6
10. TeppuropuaabHbie IEpEMENTSHUS 8 10 13
11 PermameHTHpYEeMEBIE TTEPEPHIBBI 3 3 3
HUroro: 100 100 100

OHHM MOTyT CIIyXHUTb MPUMEPHONW OCHOBOW Ui CpaBHEHHMsS C (PaKTHUECKMMH 3aTpaTamMHu paboyero
BPEMEHHU PYyKOBOJUTENEH.

Br10op Meronia aHanm3a nMeeT 0oJIbIIOe 3HAaYEHUE TP U3YUEHUH 3aTpaT BPEMEHU PYKOBOJUTEIS.

Haunbonee BbICOKYIO TOUHOCTH Pe3y/IbTaTOB HaOII0IeHUs obecnieurBaeTr ¢portorpadust pabodyero gHs, Mpu
KOTOpOH OCYIIECTBIISIETCS HeNpepblBHOE HalroneHue mporecca Tpyaa. OnHako mposeaeHue ¢ororpaduu
pabouero AHA — TPYAOEMKHII Ipoliecc, TpeOyroIuii 00IbIIOro KOJIMYECTBa HaOIr01eHH .

JlocronHcTBO MeToia camoororpaduu padboyero JHs 3aKII0YAeTCs] B OTHOCUTENBHO HEOOIBIIIOM YHUCIe
HaOMoIeHN !, HEOOXOTUMBIX JJIi KOHTPOJIS 32 X0JoM camodoTorpaduil. OqHako pe3ysbTaTbl, MOTy4YE€HHBIE
STUM METOZOM, YCTYIaIOT B TOYHOCTHU pe3yibraTaM oTtorpaduu padbouero gHsl.

KoneuHo, onpenenenye ypoBHs HCHONb30BaHMsI pabouero BpeMeHN MacTepOB MO OTJEIbHBIM BUAAM UX
JeATeTbHOCTH HEOCTATOUHO JJIs1 KOMILJIEKCHOM OLIEHKH Pe3yJbTaTUBHOCTH 0alaHCOB pabouero BpeMeHH.

Jlns 370l e MokeT OBbITh MPUMEHEH KO3(P@UIIMEHT HCIoNIb30BaHusl padodyero BpemeHu K, xoropblit
MO3BOJIIET HE TOJBKO OLIEHUBATh OOIIYI0 PE3yJbTaTHBHOCTH HCIIONB30BAaHUS pabouero BpeMEHH, HO H
MPOCIIEANTH €€ B3aUMOCBS3b C IPOMU3BOACTBEHHBIMU U IMUHOCTHBIMM (hakTopaMu. B wactHOCTH, IpencraBiseT
UHTEpeC OleHKa A(PQPEeKTUBHOCTH OamaHcoB paboyero BpEeMEHM MacTepOB B  3aBUCHUMOCTH  OT
OpraHW3aIMOHHBIX YCIOBUH WX TPyJAa, YPOBHS CHENHAIBHOrO 0Opa30BaHUs, CTaka pabOThl Ha JOJDKHOCTH,
BO3pacTa, 1oja.

OTOT KOADGUITUEHT PaCCUUTHIBAETCS 110 (hOopMyJIe:

K=K,*Ky
rae Ky —K02duimenT 5KxCTeHCHBHOCTH UCIONIB30BaHUsA Pab0YEro BPEMEHH;

K}; — k03 puiieHT THTEeHCUBHOCTH UCIIOIb30BaHUs pa00YEro BpEMEHN.

[Tpu a3Tom K» onpenernstoT o ¢popmysie
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rae ®— obuwmit hoH pabodero BpeMeHH;

I1 — norepu pabodero BpeMeHHU.
Koa(h¢pummenT MHTEHCHBHOTO HCIIONB30BAaHUSI pPabOYero BpPEMEHH OIpPEACNseT palMOHAIBHOCTh

CTPYKTYpPBI HCIIOJIb30BaHUs pab04Yero BpeMeHU B CPaBHEHUH ¢ HOPMATUBHOM U PACCUUTHIBAECTCS MO (GopMyIie

rae Jg n Jp — Qakrudeckas n peKoMeHayeMas (HOPMAaTHBHAS) NOJS KaXJOro SIEMEHTa CTPYKTYpBI

Oaanca pabodero BpeMeHH;

N — KOJIMYECTBO BUJIOB 3aTpaT BPEMEHHU.

B onTumansHOM cilydae 3HaueHHE OOILEro MmokasaTessl MCIoNIb30BaHusl pabouero BpeMenu K nomkHo
ObITh ONMM3KUM K equHMIE. YeM MeHbIlle 3HaYeHUE IMOKa3aTess, TeM, CIIeOBATENIbHO, XyKE HMCIOIb30BAaHO
pabouee Bpems pyKOBOIUTEIIS.

JlanHble HAOJIIOICHU, TPOBEACHHBIX Y HAC U 32 pyOeKOM, ITOKa3bIBAIOT BECbMa XapaKTEPHYIO U JaJIeKO
HE BCEr/la pallMOHAIbHYIO KapTUHY 3aTpaT pabo4yero BpeMeHU pyKOBOIUTEIIS.

Pesrome

Kak noka3plBalOT MHOTOYMCIIEHHBIE HUCCIENOBAHUS, U3 KaXIbIX CTa MEHEIKEPOB TOJBKO OIWH MMEET
JOCTaTOYHO BpeMeHU. CerofHs BpeMsi — 3TO He TOJIbKO JAeHbIu. OHO nopoxe neHer. Bpems neodpatumo. Ero
HEJNb3s1 yYMHOKUTh U HaKoNUTh. Hencnosiab3oBaHHOE BpeMsl yXOIUT O€3BO3BPATHO.

Ilepen kaxmoii cTpaHOM CTOMT TpoOJIieMa HAYUYUTbCS OKOHOMUTH BpEMs JICNIOBBIX JIIOJCH U
PYKOBOIMTENEH.

Jaxe kBanMpUIMPOBAHHBIE, ONBITHBIE MEHEIKEPHI ITOPON JTOIMYCKAIOT JOCTATOYHO TUIIHYHBIE OIIMOKU:
MIEPEHOCAT IPUHATUE PEIICHUSI Ha TIOTOM, BBIIOIHSIOT padOTy HE J10 KOHIIA, CTPEMSTCS JIeNaTh BCE Cpasy WM
BCE CaMH, HE YMEIOT NMPAaBWJIbHO Pa3TPaHUYHUTh (PYHKIIMU MEXy MOAYNHEHHBIMHU, HEIOOLIEHUBAIOT 3HAUCHUE
IJTAHUPOBAHMSL JIMYHOM paboThI, HE BEPSIT B BO3MOXKHOCTb 3(p(heKTUBHOIM OpraHn3anuy JIMYHOTO TPyAa.

UroOsI ycrieBaTh JienaTh OOJbIlE B MEHbLIEE BpeMs, TpeOyeTcsl BCEro ABa KauecTBa: OPraHu30BaHHOCTh U
camoAucUUILIMHA. J1J1 TOro 4ToOb! MX BBIpabOTaTh Y ce0s1, HEOOXOIMMO CIIEI0BATh sy MPaBUIIL:

* TOYHO OIPEIEIUTH CBOIO LIENb;

* COCTaBUTH IIJIAH €€ JOCTHIKECHUS;

* COCPEOTOUUTHCS HA IJIABHOM;

* [IpUTyMbIBaTh ce0€ CTUMYJIBL;

* YCTAaHOBUTH TBEPABIE CPOKHU;

®* HAYYHUTBHCA OBITE PECIIUTCIIbHBIM
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* HAyYUThCSI TOBOPUTH «HETY;

* HE yBsI3aTh B TEJICPOHHBIX Pa3roBOPax;

* IpUOOPECTH MPUBBIUKY 3aIMCHIBATH BCE CAMOE BaXKHOE;

* TUKBUUPOBATH JOCAJHbIE IOMEXH;

* HAyYUThCS CITyIIaTh, OTKA3aThCs OT HIA0JOHHBIX [TOJIX0/10B;
* HE YIIyCKaTh U3 BUAY MEJIOYH;

* IPUCTYIIATh K JIENy Cpasy ¥Ke;

* [IOJIHEE UCIIOJIB30BATh BPEMS;

* CJIEIUTH 32 MCIIOJIb30BAHUEM CBOOOJHOIO BPEMEHH;

* ©KEJTHEBHO KOHTPOJIMPOBATh BBIIIOJHEHNE HAMEUEHHOI'0;

* MEHSTb 3aHSTUS;

* YyBa)kKaTb CBOE BpeMsI.

CoOmronast 3T MpaBuIia, Bbl OKa)KETECh B TOM MUPE, TJI€ BpeMsl IEPECTAHET ObITh BAllIUM ITPOTUBHUKOM.

JList TOro 4To0BI MPaBHIIBHO OPraHU30BaTh CBOE BPEMsI, HY’)KHO YMETb €T0 YYUTHIBATh M aHAIN3UPOBATb.

IIpakTnuyeckoe 3axanue
1. CocraBbTe TabaMuHYIO (POpMy ydera 3aTpaT pabodero BpeMeH! PYyKOBOIUTENS C YKa3aHUEM:
* BHJIA 3aTPaT BPEMEHH,
* KOJIMYECTBA 3aTPAYMBAEMOTr0 BPEMEHU;
* TOYHOT'O BPEMEHH BBIMTOIHSAEMBIX OIEpalni.

2. Pazpaboraiite amkery i aHaimza J(PQPEKTUBHOCTH HCIOJIB30BAHUA pabOYero BpPEMEHH

PYKOBOIUTEII.

2.\

KonTpomibHbIe BOIPOCH

1. 3nayenune pakTopa BpeMEHH.

2. KakoBbI IpUUUHBI JepUIINTa padoyero BpeMeHH pPyKOBOAUTENIEH ?

3. HazoBuTe THIIHYHBIE OIMMOKN PYKOBOJHUTEIICH, BEIyIIHE K IIOTEPSM UX BPEMEHH.

4. Ha3zoBUTE OCHOBHBIE MPaBUJIa 3KOHOMHH Pa0OYero BpeMeHH.

5. Kakum 00pa3omM MOXKHO M3y4aTh U aHAJIM3UPOBATh UCIIOIb30BAHNE BPEMEHH PYKOBOAUTENS?
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