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ITPO JESAKI TIPABUJIA EOEKTUBHOI'O BUKOPUCTAHHSA
POBOYOI'O YACY KEPIBHUKOM

Ananizyromocsa 0eski noMuiKu 6 opeauizayii npayi KepisHuka 1 oKpemi npasuia ehekmusHo2o SUKopuUc-
MAHHA YaCY KEPIBHUKOM.
Kniouosi cnosa: kepisnuk, guxopucmanhs pobo4oeo uacy, NOMUIKU, NPAGUId, eqpeKmusHicme.

Ananuzupyromes omoenvHble OWUOKY 8 Opeanu3ayuu pabomsl pyKogooumens u Hekomopbvle npasuia sgge-
KMUBHO20 UCNONb306AHUSL 8DEMSL PYKOBOOUMEISL.
Knrouegvle cnosa: pyxosooumens, UCHOIb308aHUe pabOue2o BpeMeHU, OUUOKU, NPABUId, YDPekmusHocmb.

Specific mistakes in arrangement of work by theaganand some rules of effective utilization of kirg
time by the manager are analyzed.

Key words:manager, utilization of working time, mistakedes, efficiency.

CporoHilIHI BUITYCKHUKH crieriansHocTi “CortiagbHa po6oTa” BUILIOrO HABYAIBLHOTO 3aKia-
JIy 3 9aCOM CTaHyTh K€PIBHUKAMU OKPEMUX IiAPO3ALTIB, CIYk0, ramysei Tomio. KpiM rpyHTOBHOI
3araJbHOTEOPETUYHOI i (haxoBOi MiATOTOBKH, BXKE B CTIHAX BUIIIOTO HABYAJIHLHOIO 3aKJIaay BOHU
MaloTh OTPUMATH HAIEXKHY TEOPETHYHY I MpakTU4YHY MiTOTOBKY Y Taly3l €THKO-IEOHTOJIO-
TIYHHX 3acajl COLIATLHOI poO0TH, (HOPMYBAHHS KOMIETEHTHOCTI COIIalIbHOTO TiparliBHUKa. HuHi
B HAYKOBIH JiTepaTypi HAKOMMMYCHO YMMAJIO IIKABOTO W KOPHUCHOTO Marepiaily, 3HaHHS SKOTO
cripusTUME (POPMYBAHHIO i YIOCKOHAJICHHIO PI3HOMaHITHUX €TUYHHX SIKOCTEH Mail0yTHBOTO CO-
IAJIbHOTO TIPAIliBHUKA 1 MAHOYTHROTO KEPIBHUKA Y TaTy31 COIIATBHOT pOOOTH.

Sk BimoMoO, cepe HAWBaXUIUBIIINX SIKOCTEH 1 CTAaHJIApPTIB MOBEAIHKH, HEOOXITHUX KepiB-
HUKOBI, € TaKi: MHAPOTa MOTJAIIB 1 II00ATBHUN MiAX17 10 TPo0JIeM; MepCIeKTUBHE Tependa-
YEeHHS Ta THYYKICTh; 1HILIATUBHICTh Ta PIlIy4iCTh, OCOOIUBO B YMOBaX PHU3MKY, 3aB3ATICTh Y
po6oTi Ta Ge3nepepBHE caMOBIOCKOHAICHH. Cepell 0COOMCTICHUX SIKOCTEH 3a3Havdaaucs Ta-
Ki: BMIHHS YiTKO (pOpPMYJIIOBATH LiJi Ta YCTAaHOBKH, TOTOBHICTh BHUCIYXOBYBAaTH TyMKH iH-
[IUX; HEYMEePEKEHICTh, 0€3KOPHUCIUBICTD 1 JIOSUTHHICTh; 37aTHICTh MOBHICTIO BUKOPHCTOBY-
BaTH MOXKJIMBOCTI MiAJIETTIUX MPABUIHHOIO IX PO3CTAHOBKOKO Ta CIPABEIJIMBUM CTaBICHHSIM
JI0 HUX, 0COOMCTa MPUBAOIMBICTD; 3/1aTHICTh 3TYPTOBYBATH JIFOACH 1 CTBOPIOBATH 1M CIIPHUSAT-
auBY atMocdepy it poOOTH.

k110 KepiBHUK MOOOIISB IMIOCh 3pOOUTH, TO 00OB’ I3KOBO 1 CBOEYACHO MYCHUTH II€ 3pOOH-
TH, a SKIIO IOCh HE BUXOIHUTH, TO CIiJ BUOAUYUTHUCS 1 MOSCHUTH NMpuunHy. KepiBHUK Mae
3aBXKIM TIaM’ SITaTH, 10 HeT0OpO3UwWInBe ab0 00pa3nuBe CI0BO O0sUYe Bpaxkae JIIOAUHY 1 BO-
Ha IIle JIOBro yepes 1e crpaxaarume. Came obpa3a HEPIIKO NPOBOKYE BUHUKHEHHS KOHQIIIK-
Ty. AJle SIKIIO II€ BXKE CTAJOCS, TO IHTEIITCHTHA JIIOJMHA-KEPIBHUK HE 3a0yne BUOAYUTHUCS
nepen mijuiersiiuM. [loBeainka KepiBHUKA, HOTO CTaBIEHHS A0 POOOTH Ta JI0 JIOACH € MpUKJIIa-
oM TS Tipieriaux. J{oope, Ko KepiBHUK BMI€ IIOCMIXHYTHUCH 1HIIOMY, MAa€ TIOYYTTS TYMO-
Py, BMi€ TapHO BISATATUCS, TOBOPUTH YITKO 1 AOXIJUIMBO. SIKIO KepiBHUK HE Oepeke CBOTo
yacy, TO HOTO MiAJIersIi TUM Tlade He I[IHYIOTh CBOTO Ta WOTO Yacy. 3yMUHUMOCS JIeTaIbHIIIe
Ha BUMOTaX e(hpeKTUBHOTO BUKOPUCTAHHS pOOOYOro 4acy KEPiBHUKOM.

Baxxko BBakatu cebe MUJIOBOIO JIFOJMHOK, HE HABUMBIIKCH I[IHYBAaTH CBiil 1 4yXHI 4Yac.
JlroquHa, M0 TOCTPO MOYYBAE I[IHHICTH HAWMEHIIIOTO IPOMIXKKY 9acy BCTHUTae Oarato 4oro, i
3/1a€ThCS, 10 BOHA HE METYIIUTHCS i He mocmimae. [loMideHo, o B JIFOAEH, 110 BMIOTH Tpa-
I[IOBaTH, Yacy Ounbire. 3ragaeMo xapTiBnuBy te3y A.Il. Uexona: “ ko nparsemnt, mo0 y Te-
O¢ Oyio Majo yacy, Hi9oro He poou”.

J1is BUIaTHUX KEPiBHUKIB XapaKTEPHOIO € CIIUIbHA SKICTh. BOHH CBIJIOMO i CHCTEMHO BH-
KOPUCTOBYIOTH Yac JIJI1 BUKOHAHHS caMe yNPaBIiHCHKUX (YHKITIH.

211



MPOBJIEMU COLIIAJIbHOI POBOTU Ne 1 (2), 2013
SOCIAL WORK PROBLEMS I

Yac € 0co0aMBOIO LIHHICTIO: HOrO HE MOYKHA HAKONIMYYBAaTH U 30epiraTH, BiH Teue Oe3re-
PEpBHO ¥ IMOMHUTI BUCIIM3A€E BiJ] HAC.

[I1o0 oprani3yBaTH i BAKOPUCTOBYBATHU CBill 4ac OLIbII €eKTHUBHO, MOTPIOHO MO30yTHCA
TaKUX MIOMUJIOK B OpraHi3arlii CBO€ET mpaiii.

1. Ilepenoc yxeanenns piwenns na 3aémpa. HainommpeHima noMuika, 00yMoBIIeHa Hepi-
IIyYicTIO, HeneBHicTIo. [Ipobiemy HeoOXiTHO BUPIIITYBaTH Bifpa3y, He Biakiagaroun. HaiiBaxxue
— [OYaTH, MOJ0JATH CYMHIBH, OCTpaxX Mepell HEBIAKIAIHAM BUPILICHHSM CIIPaBU. 3a3BUYall MU
BIJIKJTAJTaEMO BHPIIICHHS 3aBIAaHHS TOJ1, KOJIM TIepea HaMH MOCTal0Th MpobiaemMu abo 3aBIaaHH!,
HE 30BCIM 3p0O3yMiJti iy Hac. Maiixe 3aBKId B TaKii CHTYyaIlii JOLLIbHI: &) TMChMOBI (hOPMYJTIO-
BaHHS HAMOMMKYMX 3aBJaHb, BU3HAYCHHs CYTI MpoOJIeMH, sIKi JTOoMararoTh chOpMYITIOBATH
CBOT JYMKH 1 OUIBII YiTKO BH3HAYUTH MPoOsieMy; 0) moOyaoBa “epeBa 3aB/IaHb .

2. Buxonanus pobomu e 00 KiHys. 3 TOTJSIY TOBCAKIACHHOT pe3yiIbTaTUBHOCTI Tparli
Ky KOPUCHIIIIE OCTAaTOYHO BHUPIIITYBATH TIIBKU KiJIbKa MPOOIEM, Hi’K OTHOYACHO OpaTHcs 3a
0e37114 crpaB, SKi OJTHAKOBO HE BAACTHCS JOBECTH A0 KiHI. Jlo TOro K HeBUpINIEeH] mpobie-
MU OOTSKYIOTh Hally TICUXIKY, @ KO’KHA 3aKiHUYEHA CIpaBa MPUHOCUTH TTOYYTTS 33 JOBOJICHHS.

3. Ilpacnenns ece 3pooumu eiopa3sy. lle npaBuiIbHMN NUIAX 0 CTPECiB 1 HEBPO3iB. bararo
Jro/iel 3BUKJIM HAKOIMYYBaTH HA CBOEMY CTOJII Oararo mamepiB, y pe3yibTaTi YOro JTyMKH
CTpUOAIOTH 13 OJIHIET TPOOIEMH HA THIITY.

[ToTpibHO HacaMmepen MpUOpaTH BCi MAIMKK: HA CTOJII IOBUHHO OYyTH JIMIIE Te, M0 Oe3rnoce-
PEIHBO CTOCYETHCS IOTO MUTAHHS. SIKIIO MU BUPILIYEMO CKJIQIHY, OaraTorpaHHy npooJemy, To
KOPUCHO HAITMCATH Ha CIIeIiajbHIA KapTIli TOJOBHY METY, 10 SKOI MM MPAarHeMO, i MMOCTaBUTU
KapTKy Ha BuAHE Micle. Lle 703BoNTh CKOHIIEHTPYBATH CBOi 3yCHILIS HA BUPILLIEHH] TOJIOBHOTO.

4. [lpacnennsn 3podoumu ece camomy. lle HeMHHYYE 3aTATy€e BUPILMICHHS MPOOIEM, SIKi BU-
MararoTh KOMIIETEHTHOCTI i y4acTi caMOro KepiBHHKA.

3aBIaHHA KepiBHUKA — IUIAHYBATH, OPTraHi30BYBaTH, KOOPJMHYBATH, CIIPIMOBYBATH i KO-
HTPOJIIOBATH POOOTY 1HIIMX, 3a0e3MedyBaTh Ha 1[I OCHOBI BUPIIICHHS TOJOBHUX 3aBIaHb.
KepiBHHKaM MIIaTATH TPOIIIi HE 3a Te, 1100 BOHU MpaIlOBAIM 33 CBOIX MiAJETINX, a 3a Te, o0
BOHU €(DEKTUBHO KOOPIUHYBAIH TXHIO JiSUTHHICTb.

5. Heeminns npasuivHo pozmedicysamu QyHKyii misc niore2iumu, MO YCKIATHIOE BUPI-
IICHHS 0araTboX MPOOJIEM 1 CTIpUsi€ BHHUKHEHHIO HETIOTPIOHOTO OCOOMCTOTO CYIIEPHUIITBA.

Haitedexktupnimmuii 3acid6 60poTsOH 3 1yOIrOBaHHAM (YHKIIIM — HASBHICTH YITKUX 1 JIeTa-
J30BaHUX MOCATOBUX THCTPYKIIiH, OB’ I3aHUX 31 CTPYKTYPHOIO CXEMOIO OpTraHi3ailii i MiH-
JTUBUMU 3aBIAHHSAMU 11 MismbHOCTI. Taki iHCTPYKIii MOBUHHI OJHO3HAYHO BH3HAYATH TIPaBa,
000B’ SI3KM 1 BIAMOBIAAIbHICTH KOXKHOI CITY)KOH 1 KOXKHOTO TIpaIliBHAKA B OpraHizaiii.

6. bajcanus y eunaoky Hesoaui nepexiacmu nposuny na nioneenux. Ha xaib, 1e 3BHuUKa
Oaratbox KepiBHUKIB. Ky KOpHCHIIIE 3aMiCTh IILOTO CIPSIMYBaTH CBOIO JISUTHHICTH Ha Te,
10 HEOOXiTHO 3pOOUTH HeraiiHO. 3aBIaHHs KEpiBHMKA — YCTAHOBHTHU 00’ €KTUBHI MPUYHHU
HEBJaui, a He UIyKaTH BUHHHUX.

7. Ilosna 3nesaca 00 numansb opeanizayii ma nianyéanHs ocooucmoi pooomu. 11g nomu-
JIKa, MOKJIMBO, € HallBaXXJIHBIMIOW. KepiBHUKM 9acTo i CIipaBeUTMBO CKapKaThCsl Ha BCE3PO-
CTalouy B OCTaHHI poku JaBuHY marepis. [1lo0 ymoparucs 3 Hero, moTpiOHO SKHANOIBIIE TTO-
BHOBQ)XCHb TepeaaBaTH MiAJIErIuM, OpaTH Ha cebe BHUPIMICHHS TUTHKU HAWBAXKITUBILIUX ITH-
TaHb.

be3 noTpumaHHS HANEKHOTO TOPSAIKY B JOKYMEHTaX, HEOOXITHUX MJisi KEepiBHHIITBA
(mranyBaHHS, 0OJIIK, MOCAIO0BI IHCTPYKIIii, IPOTOKOJHM, BEACHHS apXiBy Ta iH.), XAaOTHIHHI
MOTIK 1HIIKX TManepiB 3pOCTa€e B IECATKH Pa3iB.

8. [lepexonanns KepisHuka ¢ momy, wo eheKmusHa opeanizayis o020 0cobUCmMo20 Yacy
83a2a/1i HEMOICIUBA, MOMY WO BIH 3ANeACUMb He 8I0 cebe, a 8i0 THWUX 1t0dell I 00CMasUH.
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Bimznaunmo, 1o mpobiema BUKOPUCTAaHHS CBOTO Yacy BUHUKIIA JOCUTH JaBHO. Ha qymMKy
Crisena Kosi, aBTopa 6ectcenepa “CiMm HaBUUOK BHCOKOe(EKTUBHUX Jtoie. [loBepHEeHHS 10
€TUKHU XapakTepy', iICHYIOTh YOTUPH MMOKOIIHHS BUKOPUCTAHHS Yacy.

Ilepuie TOKOMIHHS BUKOPHUCTOBYBAJIO 3aMMCKHU, MaM’ SITKH, CIPOOH BHOPSAKYBATH M cHc-
TEMaTU3yBaTH BCE, III0 BUMAra€ BUTPAT Yacy W CHUIIL.

VY Opyzomy TOKONIHHI 3’ IBHJIMCS KaJeHAApl W NIJIOBI IOJIGHHUKH, IO O3HAYaAI0 CIpoOy
IJIaHyBaTH MOJIIT W CBOIO JISUTBHICTD.

Tpeme MOKOJIIHHS A0 CIAIIMHU MOMEPEAHIX MOKOJIHD J0JAN0 1/1e0 PO3MIIICHHS Tpio-
PUTETIB, IIHHOCTEH 1 MOPIBHSIHHS 3HAYMMOCTI pi3HUX crpaB. KpiM 1boro, Tpere MOKOMiHHS
BUKOPHUCTOBYE HE TUIHKHU ILIOJIEHHE MJIaHYBAHHS — YBOASTHCS JOBFOCTPOKOBE, CEPETHBOCTPO-
KOBE I KOPOTKOCTPOKOBE IJIAHYBAHHS, BU3HAUYEHHS IPOMIKHUX 3aBJIaHb.

CboroziHi BUHUKA€E BXKE€ uemeepme TIOKOJIHHS BUKOPUCTAHHS 4Yacy, TOJIOBHE 3aBJIaHHS
SIKOTO — HE BUKOPHUCTAHHS BIIACHE Yacy, a ympaBiiHHsS coOor. [Imanyrothest He nii i yac, a
JIOCSTHEHHS PEe3yJIbTaTiB. [HAKIIE Ka)XXyud, HaM HEOOX1JHO HE TIJIbKH HaMaratucs OyTH OUIbII
OpraHi30BaHUMHU i Kpalle pO3MOIUISATH Yac, ajie i Mo-HOBOMY CIPHUIMATH Yac.

Bianosigno no 3akony Ilapero, 80 %ycix pe3ynabTariB JOCATAETHCSI HAMH MIPOTSITOM JIU-
e 20 % BuUTpadeHOTo Yacy, 10 NepeBepTaE 3BUUYAlHE YSBIICHHS MMPO BUKOPUCTAHHS Yacy.
BusBnseTrscs, yacy B HAC MOXe BUCTAa4aTH — AK€ MO-CIPABKHOMY MPOTYKTUBHO BiH BUKO-
pucToByeThCs Bchoro e Ha 20 %.

Toii, XTO HampuKiHI poOOYOro JTHS BiUyBa€, MO0 BiH HIYOTO HE BCTUT 3pOOWTH, XOua
BECh JICHb MpAIfOBaB, 3000B’ i3aHUl MianaTu cebe CyBOpiii CAaMOKPHUTHIN W BU3HATH, IO PO-
00Ty CBOIO BiH OpPTaHi3yBaB HEMPABHIIBHO.

[{o6 miABUIUTH Pe3yIbTaTUBHICTH CBOET YIIPABIIHCHKOI Mpalli, MOTPiOHO BUXOAUTH 3 TO-
ro, Mo 0arato 4oro 3aJieKuTh Bia Hac camuXx. [leprnopsaHe 3HaYeHHS MalOTh OpPraHi30Ba-
HICTB 1 camouciuIniina. 1100 mocsarTa mux sKocTel, Tpeda TOTPUMYBATH TaKUX TPABHII.

1. Touno suznaume ceoro memy. Uumano mroiel TapeMHO BUTPAYAIOTh CBIi Yac 1 €HEeprito
yepes Te, 110 YiTKO He YABISAIOTH co0i cBOiX Aiil. BusHauTe 3 camoro mouaTky xo4a 0 “myHKT
MPU3HAYEHHS , 1 BH JIOCSATHETE MOTO IIBHIIIIE.

2. Cxnadime naamn docsacnenns memu. Slk ropopus CeHeka, “XTO HE 3HA€, y IKy raBaHb BiH
IJIMBE, NIl TOTO0 HeMae MmomyTHoro BiTpy . [lmaH 3MyImnye Hac qomaratuicsl TUX a0o I1HIIHAX
MOJIii, a HEe OYiIKYBaTH, MOKKW BOHU BiIOYAYThCs, MO0 MOYATH pearyBaTu Ha HUX. HampukiHii
po60YOTro THS CKIAITh CIIUCOK CIPaB Ha MalOYyTHIN JIeHb — 1€ HE TIJILKHU TapaHTye Bia 0e3-
nam’ sSITHOCTI, aJie i 3BUIBHSE BiJl HEOOX1THOCTI 3amam’ STOBYBaTH APi0’ sI3KH, TO3BOJISIE 3aiiMa-
THCSI HAMOUTBIIT BYKITMBUMU CIIPABAMH.

3. 3ocepedvmecs Ha 20106HOMY. 3ANMIIITh Yy TOPSAKY CHAaHHS BaXKIMBOCTI TEPMIHOBI
cnpasu. HazaBTpa Bi3bMiThCs 3a cripaBy Ne 11 He BiACTymnaiTe Bif HEl, MOKK HE 3aKIHYUTE, T10-
TIM TaK camMo 3po0iTh 31 cripaBoro Ne 2, moTim 3i cripaBoro Ne 31 T. . (MOBa ijie TIpo CripaBH, SIKi
3ajIeXKaTh IUIKOM JIMIIE Bia Bac). HeBakIMBO, SIKIIO 10 KiHIIS JHS BH BIIOPAETECH TIIBKH 3 O/
HUM a00 JIBOMa HOMEpaMU: Ha3aBTpa BU 3HOBY 30CE€pPEIUTECS HA HAUTOJIOBHIIIIOMY.

daxiBIll HEBIIMHHO IMOBTOPIOIOTH, 10 3 10 3aBnanbs BukoHaHHS ABOX mae 80 Yope3ynbprary.
BaxnuBo 3HaiTH 111 1Ba 3aBJaHHs, HaJIaTH iM HAWBUIIIOTO MPIOPUTETY i BUKOHYBATH HacaMmIie-
pen ix. BcraHOBIIOIOUHM 4eproBiCTh, HEOOX1THO BIIPI3HIATH “OUThIN BaxJMBe" Bix “OiibII Tep-
MIHOBOTO”, JOJAI0YH MOXJIUBY CXUJIBHICTh JIATH 3aJISKHO BiJl TEPMIHOBOCTI 3aBJIaHHS.

4. Ipuoymyiime cobi cmumynu. Mu Kpaiie poOMMO Te, IO HaM X04eThCs poOuTH. Taki 3aB-
JTAHHSI MU, SIK TIPABUJIO, BUKOHYEMO B TIEPIITy Yepry. 3BIJICH 3aB/IaHHS. IEPETBOPIOMTE CBOI 3aBaH-
Hs 3 “Tpeba” B “xouernhcs’, 1 MPOIYKTUBHICTD JISUTHHOCTI ITIBUIIUTHCS MaiiKe aBTOMATHYHO.

5. Becmanosimo uimki mepminu. Tpeba BpaxoByBaTH [Ba MOMEHTH. a) TEPMIHHM IIOBHHHI
OyTH peaJlbHUMHU, 1HAKIIIE BaM HE BAACThCS BUKOHATU CBOT 30008’ si3aHHS; 0) BU NMOBUHHI TBe-
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pPAO JTOTPUMYBATHCS BCTaHOBJICHOrO TepMiHy. He po3ciabimroiiTe cedbe TymMKamMu mpo Te, 110
TEPMiH MOXHA MEPEHECTH — HABIAKH, OyJIbTe HETMOXUTHI 10 ceOe, sk Oynu O HEMOXUTHI J0
M1 IJICTJIOT0, SIKUH ITOO0IIMB IOCh 3pOOHMTH 0 IIEBHOTO JIHS.

6. Hasuavimecs 6ymu piwywum. He BigkiagaiTe cipaBy BiJl AHS Ha JieHb. I 0OBOPSATH, IO
yCHIX IMOJISTa€e B TOMY, 100 poOMTH MpaBHIIbHO npuHaiiMHI B 51 % Bunaakis. Tomy kepyro-
YUCh TEBHUMH (haKTaMH, MiFACTaBaMU IS IPUUHATTS PIICHb, BUPIIIYHTE W AiiTe, HE BTpa-
YalTe Jacy Ha IOITYKH MipKyBaHHS PO MYAPICTh YXBaJCHOIO pillieHHs. PyxaiiTecs maiti.

7. Hasuaiimecs coeopumu “ni”, nopienioeamu c6oi cnpaéu 1l 3a60aHHs. SIKIIO BH HE Ha-
BUYHUTECS 1[bOTO, TO BUSBUTECHh 3JTyUCHUMH B TaKi CIIpaBH, SKUMH HIKOJIU HE 3alHsIUCS O 3a
CBO€EIO BOJICIO. YacTHHA BaIloi IpOrpaMu CaMOJIUCITUILTIHA W €KOHOMIi Jacy MOBHHHA CKJIa-
JATUCS 3 TOro, 100 BIJIOKPEMJIIOBATH JPYTrOPSIHE BiJl TOJOBHOrO. YHHKaHTe OC3LUIBHOIO
MPOBOIKEHHS Yacy, SKIIO € MOXJIUBICTh MPOBECTH Yac i3 KOPHUCTIO.

8. He znosocusatime menepounumu posmosamu. Obdepiraiite cede BiJ CIIOKYCH IPOCTO
nobaiakaTH 1o TejaehoHy — 3a3/1ajierib BU3HAYaiTe, 3apaj i Yoro BH 3HIMAETE CIIyXaBKy i 3
KHM 30HpaeTecss TOBOPUTH, BEIITh PO3MOBY Ha JUIOBOMY piBHI. bararo 3 mroaei 3 mouyrTs
TaKTy HE 3BaXYIOThCS IEPEPBATH CIIIBPO3MOBHHUKA, HE BMIIOTH IIBUIKO 30PI€HTYBATHUCS M
3’ €IHATH MOTO 3 MIICTIINM, SKHHA 3 He MCHIIIMM yCIIIXOM MOXe JaTh Ty a00 1HIIY JOBIJIKY.

CekpeTap MOJKE BIJIIMTOBICTH Ha JICSIKI TUTaHHS, 3BEpHEHI 0 KEpIBHHUKA, a TEICHOHHY PO-
3MOBY MOJKHA IT€PEPBATH, MMOCIABIINCh HA MMOTaHy YYTHICTh 1 JIOPYYHTH IPOJIOBXKCHHS ITI€T
PO3MOBH KOMY-HEOY/Ib 13 MiJICTIINX.

9. Bukopucmosytime 3anucHy KHuxcky. 3allUCyHTe BCl MalOyTHI CIIPaBH, CKOPOMHHYIII
JIYMKH, HOMepH TenedoHiB 1 T. 1. Ile monomorke BaM He 3a0yTH MpO HEOOXITHICTh BUKOHATH
BCsKI ApiOHI cripaBu. OJiBenpb 13 manepoM Moke 30eperTy HaBiTh 4ac, 3aTpadyyBaHUN Ha 00-
MIpKOBYBaHHSI TPOOJIEM.

30epiraiite 4yac, 3aTpaduyBaHUil Ha JOBIJKH, 1 3amUCyiTe TenedOHH, aapecy, He 3aBaHTa-
JKYWUTE TIaM’ SITh, SKIIO € MOXKIIUBICTh YHUKHYTH I[HOTO.

10. Veysaiime npuxpi nepewrxoou. JIpy3i i Koyeru mo poOoTi, 110 JOOISITh To0aIaKaTH,
MOXKYTb IMPOBAJUTH HAMKpAIIli Ballli HAMIpH BUTPUMATH CTPOKH. B 30epexeTe ixHI0 ApyKOy
(i Bam rpadik), TAKTOBHO JABIIM 3PO3YMITH, 1[0 BU B IENTHOTI. K10 Bamry KiMHATy BijBi-
JIye Oarato JIroAeH, cupoOyiTe po3TallyBaTH CBOE poOoUYe MICIIe TaK, MO0 CHUAITH OOIAIYSIM
JI0 CTiHH, 200 TIEPEHECTH 001 HIO TIEPEPBY, 100 MOIPAIIOBATH, KOJU KOJICTH WIYyTh Ha 001,

MoskHa TaKoXK BUHECTH 3 KaOIHETY BCI 3aliBl CTUIBII a00 JIOPYYUTH HACTHPIUBOMY Bi3H-
TEPY MankKy i MOIPOCHTH HOro po3copTyBaTh (CKa)kiMo, IO JaTax) ra3eTHi BUPI3KH, IO IIe-
peOyBaroTh y Hill. Pe3ynpTaT Moxke OyTH MOABIMHKMM: a00 BigBiAyBad AIMCHO HAAACTh JOIO-
MOTYy, a00 HOT0 BI3UTH CTaHYTh HA0AraTo PiaIIMMH, a TO W IPUIIHMHATHCS B3aralli.

11. Hasuaiimecs cayxamu. Bu yHUKHETe Cepiio3HUX MOMHJIOK, IIOBTOPEHb 1 IIEPEepOOOK,
SKII0 OyJeTe MparHyTy BiJpa3y OJep KaTH BHUEPITHI BKa3iBKU W BioMocCTi. ToMy, mepin HiXkK
I[0Ch 3pOOUTH, YTOUHITE: JIe, KOJIH, K, 10, YOMY?

12. Biomosmecs 6io wiabnony. bynb-aKy poOOTY MOKHAa BIOCKOHAJIUTH — BapTO TIIBKH
TPOXH MOAyMaTH. SIKIIO BH poOUTE IIOCH Y MEBHIM MOCIIIOBHOCTI, CIpoOyHTe 3MIHUTH i1 —
MOke OyTH, Bulije mBuae. Un He mepeaTH iHIIUM YacTUHY HAHIpOCTIMUX (YHKIIIH, 110
HE BUMArarmTh 0co0nuBo1 kBamidikamii? Un He MOXKHA CKOPUCTATHCS SIKOIO-HEOYIb OprTeX-
HIKOIO, III00 30eperty yac? Uu He MOLIKaBUTHUCh, IK 1HII 3a0IaKYIOTh Yac?

13. He ynyckaiime 3 6udy opionuys. Bu 3M0oxeTe YHUKHYTH HEBEJIUKUX BUTpAT 4acy, SK-
o Oyjaere Mo MOKIMBOCTI IMONEPEDKATH iX, 3aBXKIU MAlOud IIiJI PYKOKO JOCTaTHIM 3amac
MPEeIMETIB, YaCTO BKMBAHUX Y Ballliid poOOTi, BallloMy ITo0OyTi — Oyab 1€ SAKICh 3allacHi JeTal
a00 KaHIIEIIPChbKI TOBapH, APIOHI MpeIMETH TyaleTy ad0 HaBiTh TPOIIOBHUH JIpi0’ A30K. SAKIIo
Tpeba, mpuabdaiTe Ipyri KItoUi, OKYJISIpH, apacojbKy, Jie3a Ui TOTIHHS, BUPIITYyHTE BBEYE-
pi, 110 BU OJSITHETE PAHKOM, BiJIPABIISIOUUCEH HA pOOOTY.
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14. Ilpucmynavime oo cnpasu neeavino. He BuTpauaiite yac gapemuo! OCKiJIbKY B 3HAE-
Te, o Tpebda podbuTH, Biapa3y Oepithes 3a podoty. HixTo, KpiM Bac caMoro, He 3MOXKeE JI0TI0-
MOTTH BaM MO30YTHCS LIKIITTUBOI 3BUYKH TSTTH 31 ClipaBaMu. bepiThes 3a HUX Bizpa3y x!

15. Buxopucmosyiime uac noguicmio. I1ig gac 1moi3nok, o4ikyBaHb TPAHCIIOPTY, CHIJTAHKY
MO’KHA TIJIaHYyBaTH CBii JeHb, 0OMIpKOBYBaTH MaiOyTHI 3aBJaHHS, MEPETIISAaTH 3alUCH, SKi
3HAIOOJSITHCS B TTOAAIIBIIIH POOOTI.

16. Cmeoswcume 3a mum, na wjo sumpavacme 8iibHull 4ac. SIKIoO rpa B M’ 4 pa3oM i3 apy-
3siMU 200 paHKOBa MPOOIKKA AOMOMAararoTh BaM BIJIIOYUTH W OCBIKHTHCS — IpekpacHo! Aje
HE pOOITh MBOTO TLIBKK TOMY, IO TaK poOJATH iHII. Mu Mormu 6 306epertu 6arato rojuH,
SAKOM Oymu OUThI PO30ipauBI MPU BUOOPI KIHOKAPTHH, TElIeTIepead, KHUT 1 )KypHAJIiB.

17. Minsiime 3ansamms. 1lum BU 3MOkKeTe TOOOPOTH BIUIYTTSI YTOMH i 3p0OUTH OimbIInit
06csr podotu. Tak, SKIIO KiJIbKa TOAWH BU MPAIIOBAIA CHUIMYH, TIEPEKIIOYITHCS HA POOOTY,
SIKy MO>KHA 3pOOUTH cTosiun abo Mpu BUKOHAHHI SKOi Tpeba pyxarucs. Bu Bech neHb Ha HO-
rax? 3alMiThCsl CUASYOI0 poOOTOI0. B HE Tibku mobOauuTe, 110 Balll OpraHi3M 3JaTHUN Ha
Oinblie, ane Taka 3MiHa 3pOOUTH Bac 0aAbOPIIIAM i OUIBII 3aI[IKaBIEHUM Y POOOTI.

18. Ilouunatime paniwe. llounnaroun pobounii nenp Ha 15-20XB panimie, HiXK 3BUYANHO,
BU 33/1acTe TOH ychoMy JHIO. [1loHST KOHTpOIIONTe BUKOHAHHS HaMideHHX crpaB. CrodaTky
MiBEIITh MiJICYMKH TOTO, 110 3p00JIeHe 3a JIeHb, a TIOTIM CKJIaIiTh CIIHCOK CIIPaB HAa 4epro-
BHIA JieHb. O0O0B’ I3KOBO IMEPEHECITh HA 1HIIWK JICHb T€, 110 HE BCTUTHYJIN 3pOOUTH ChOTO/IHI.

19. Buxosytime nosazy 0o ceozo uacy. HaOynpTe 3BUUKH MMOJYMKH JaBaTH BaIllOMY Yacy
SIKYCh OIIIHKY, 1 BU CTAHETE IO-HOBOMY CTaBUTHCS JI0 HbOro. Takui IMiJIXiJ JOMOMOXE BaM
YCBIIOMUTH, YM BapTO 3aliMaTHCS HE AYXKe BaXKJIMBUMHU CIpPaBaMH, Ki MOXKYTb BUHHKATH Y
Ba pobouwii gac.

OT1xe, iCHye yuMaso crnoco0iB poOUTH Oisbile B HassBHUHN y Bac yac. [loctaBTech 10 1iux
Croco0iB 3 yBarorw, i 94ac mepecrane OyTH BaIlllUM MOCTIHHUM CYNPOTUBHUKOM. JlO0CBil MOKa-
3y€, M0 BUIU JiSTTBHOCTI MOYKHA OI[IHUTH JBOMA KPUTEPISMU: MeEPMIHOBICMb 1 8ANHCIUBICIND.

Tepminoge — 11e Te, MO BUMAara€ HETaHOTO BUPIMICHHS, [0 MOXXHA MO3HAYUTH CIOBOM
“3apasz”.

Baoiciuse mMae BiTHOIIGHHS IO PE3YNIBTATIB. BAXKIIMBUM € HacaMIepe] Te, Mo pOOUTH BHE-
COK y Bally MICI¥O ¥ BaIlli I[IHHOCTI, Y JOCSITHEHHS BaIllMX MOHANBAKIUBIIINX 3aB/IaHb.

BaxnuBi ¥ HETEpMIHOBI CIpaBU BUMAaraloTh BiJl HAC HaOarato OLIbIIOI IHIIIaTUBHU, HIXK
TepMiHOBI. MU TIOBHHHI BUSBHTH aKTHUBHICTh, MO0 HE YIYCTUTH IMAHC 1 OTPUMATH XOU
SIKUUCH pe3yabTaT. SIKIo B HAC HEMAE YSBH MPO TE, 110 BAXKIKUBO IS HAC, 1 TIPO Ti pe3ybTa-
TH, K1 MU [IParHEMO OJIep’KaTH, MU IMOYMHAEMO pearyBaTH JiMiie Ha TepMiHoBe. Jleski moau
JIeHb y JIeHb 3aliMalOThCs “majaloyuMu’ rmpobiiemMamu. €1rMHE MOJIETIICHHS BOHU 0adaTh y
BTEYI JI0 HEBAKJIMBUX 1 HETEPMIHOBHX cripaB (Tabim. 1).

Ta6mumsa 1
Xapaxmepucmuka cnpag 3 ypaxy8auHam ix 8axcau8ocmi i mepmiHo80Cmi
CrnpaBu Tepminogi HetepminoBgi
Baxxnmusi Hesinkmaaai mpobdaemu ITpodimakTrani aii
[IpoexTn 3 “manaroyrM cTpOKOM” BUKOHAHHS [TinTpuMKka pecypcis i 3ac00iB
Kputuani curyartii CTBOpEHHS 3B’ I3KiB
TToryk HOBUX MOKJIMBOCTEN
TlnanyBaHHs
BigHOBIIEHHS CHII
HeBaxxymBi  [BigBosikanHs, TeaedOHHI 13BIHKU J1pi0’ s13kH, 1110 BiAHIMAIOTH Yac
KopecnoHnaeHL1ist, SIKiCh OBIOMIICHHS Kopecnonaentiis
3acimaHHs I Hapaau JI3BiHKH
MaiiOyTHI HEeBiKJIaHI ClIpaBU ITopo>xHs BTpaTa yacy
PyTHHHI BUIU TIsUTBHOCTI J103BiNIbHE TPOBEACHHS Yacy
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[HImi smrony 3HAYHY YACTUHY 4Yacy BHTPAYAlOTh HA TEPMIHOBI, aje HEBAXIIMBI CIPaBH
(ta6a. 1). Bonn BUTpayaroTh CBiif Yac Ha TEPMIHOBI CIIPABH, BBAKAIOYH iX BaKJIMBUMH. AJle B
JIHACHOCTI TEPMIHOBICTh ITUX CIIPaB 3aCHOBAHA HA MPIOPUTETAX 1 OUIKYBAHHSX 1HIIHMX JIFOJICH.

EdexTuBHI KepiBHUKH YHUKAIOTh CIPaB, 3a3HAYCHUX y KBajipaTax 31 4 tabmn. 1, ockinbku
HE3aJIeKHO BiJ TOTO, TEPMIHOBI BOHU YH Hi, BOHM HeBaXHBi. KpiM TOro, BOHH 3MEHIIYIOTh
po3mip kBaaparta 1, BigBoasiun OLIbIIe Yacy Ha BUPIIICHHS CIPaB, 3a3HAYCHUX y KBaapari 2.

VY 1abin. 2 HaBeJeHI HACHIIKU MisJIBHOCTI KEpiBHUKA 3 YpaxyBaHHSIM BaXKJIMBOCTI Ta Tep-
MIHOBOCTI CITpaB.

Tabmurs 2
Hacnioku oisnbnocmi kepisHuKa 3 ypaxy8anHHam 8anCIU80CMI 1 MEPMIHOBOCMI CNPAB
CrnpaBu Tepminogi Hetepminosi
Baxxnmusi Ctpec badeHHs IepCIIeKTUBH
" CamocmnaneHHs” Bbananc cun
YTpaBIliHHSA B yMOBax KpHU3u JIrcruIuTiHOBaHICTh
[TocTiitHa mokexa i “BiuHui 01" KoHTposb cutyartii
MaJta KiUTBKICTh KPU30BHX CUTYaIlii
Hepaxxnuei  |[KoHmeHTparllisi Ha KOpOTKOoCcTpokoBoMy  [[loBHa 6€3BiAMOBINATBHICTD
YTpaBIliHHSA B yMOBax KpHU3U 3aJIeKHICTh B OCHOBHUX MTUTaHHSX BiJl iHIIHMX 0Ci0,
VsiBa mmpo Oe3riy3/IicTh 3aBJaHb 1 IUIAHIB  [opraHizaniil abo 00cTaBUH
BiguyrTst ceOe KkepTBOIO 3BUILHEHHS 3 pOOOTH

IlerTpoM e(heKTHBHOTO YIPaBIIiHHS YacOM € CIpaBH, 3a3HaueHi y kBaapari 2. BoHu BBaxa-
IOTHCSl BOKITMBUMH, aJIe HETEPMIHOBUMHU: HAITMCAHHSI OCOOMCTOT MiCii, TuTaHyBaHHSI, TPOp1IaKTH-
Ka, MiIT0TOBKA — YCI IIi CIPaBH MU BBYKAEMO TIOTPIOHUMH, aJie PiAKO 3MYITYEMO ceOe y3sITUCS 3a
HUX Y 3B’ 513Ky 3 YSIBHOIO HAMH HETEPMIHOBICTIO. /{1151 mpaBMIIbHOTO i €(EeKTUBHOTO BUKOPUCTAH-
HS 9acy HEOOXiIHO OCHOBHY yBara MpUIUISTH MEPCICKTUBHUM 1 HAWBAKIIMBIIIINM [T BaC CIIpa-
BaM, HaBEJICHUM Y KBaJ[paTi 2, 0IHOYACHO CKOPOUYIOUH JTISUTHHICTh Y BCIX 1HIINX KBaJpaTax.

VY BCiX UX BUMAAKaX HAMIPOIITYETHCS BUCHOBOK: CTIOYATKY JyMAaTH, yXBaJTIOBAaTH 3BaKEHE,
OCMUCJICHE PIIIEHHS, a BXKE MOTIM OpaTucst 10 pobotu. TepmiHoBiI cripaBu abo poobuTH, abo
nepeopydaTy iX BUKOHAHHS 1HIIKUM, ajie TeX HeraiHo. [ TUX crpaB, sSiKi MOXKYTh TOYEKa-
TH, CJTiJ] YCTAHOBUTH KOHKPETHHH 1 TOYHUH Yac, KOJIM BOHU OyIyTh 3pO0JIeH], 1 BII3HAYNUTH 11€
B ILJIaHI 0COOMCTOT MISIIBHOCTI.
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