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O cepumn

«Bar mepcoHabHBIA TpEHEP» -

cepusl, COCTOSIIAs U3 MATU KHUT. Bce OoHM HamycaHbl
JIJIS TOrO, YTOOBI TTOMOYb BaM OLIEHUTh WA Pa3BUTh
OCHOBHBIE HaBbIKM, HeOoOXoauMble B Ou3Hece. Kaxkmas
KHWTA 3TOi CepyUM HaIlMcaHa IpodeccroHaIaMu,
KOTOpbIC 3aHUMAIOTCSI TPEHUHTaMU B peaabHOM XXU3HU.
KHuru u3 a1oii cepuu, He JTUILIEHHbIE IOMOpa, TMOKOCTHU
CTPYKTYPbI M YBJIEKATEJIbHOCTH, CTAaHYT BallllIM
MepCOHAIbHBIM TPEHEPOM I10 Pa3BUTHIO JEIOBBIX
KayecTB, ITO3BOJISIT aKLIEHTUPOBaTh BHUMAHWE Ha
BallleM COOCTBEHHOM OIBITE M BBIACIUTHh MPUOPUTETHI
1T JadbHEUINX OEUCTBUN.

HacroiiunBocTth

Crpecc-MEeHEIKMEHT

HckyccTBo TpoBeieHe MHTEPBBIO

Kak Bectu neperoBopel. Pa3BuTiie HaBBIKOB
VYipasneHue BpeMeHEM
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BeBepneHue

Jobpo moxanoBaTb Ha CTpaHUIbI KHUTU <«YTIpaBlieHUE Bpe-
MeHem» cepur Bam Ilepconanmbubiii TpeHep, mpemiararoiieii
COBEpIIIEHHO HOBBIN yBJIEKATEIbHbIM MOAXON K U3YyYEHUIO U
pPa3BUTHIO KJIOYEBBIX HABBIKOB BeneHusi OusHeca. Becesnble,
yBJIeKaTeIbHbIE, 3allOMMHAaloIIMecs (M HalMcaHHbIE, Onupa-
SIChb Ha peaJibHble XXM3HEHHbIE CUTYallM1) KHUTU 3TON Cepuu,

MOTO0HO WHIWBUIYAITLHOMY TpeHEe- - ~
Py, TIO3BOJISTIOT BaM C(OOKYCUPOBATD | [laduidaiime e aeiiim
BHMMAaHUE Ha BallleM MepCOHANbLHOM | /pernepost

OMBITE W ONPEIETUTh TTPUOPHUTETHI | 000k
I JanbHENIINX NEeMCTBUI. npeayn

Kaxnasg kHura cepuu sgsisierca | 7071
TI0COOMEM IS caMOPa3BUTHSI, TTO3BO-
JISIOIINM 3a(pMKCUPOBATH TO, UYTO BaM
yKe yIajloch JOCTUYb.

JlaHHag KHWTa HalpaBJieHa Ha pa3BUTHE BalllMX HABBIKOB T10
YIIPaBJICHUIO BpeMeHeM. BoJIBITMHCTBY M3 Hac HEOOXOIMMO CIe-
JIaTh 0OYeHb MHOTO, HO BPEMEHM Y Hac BceTna CAMIIKOM Mairo. 1
3TO OTHOCHUTCS He TOIBKO K pabote. MBI TOJDKHEI TNTAHUPOBATh
CBOIO JIMYHYIO XXW3Hb, YTOOBI YCIIETh BHITIOJNHSTH CEMEMHBIC 1
colMabHbIe 00SI3aHHOCTH, YacTO TTOCEIIATh TOTIOJIHUTEITBHBIE
3aHSTHSA, BeuepHue Kypchl. Kakoe Tam cBodbogHoe BpeMst! Kanra
TO3BOJINT BaM ITOHSATH, Ha KaKOM YPOBHE Pa3BUTHS HaBBEIKOB
VIIpaBJICHNST BpeMeHeM BBl HaXOIMTECh ceiuac, a Takke TTIOMO-
JKET BaM JOCTHUYb TOTO YPOBHS, KOTOPBIN BBl CUMTAETe JJIsT CceOsI
HeoOXomUMBIM. JIJIT 3TOro BaM MOTpeOyeTcs BBITTOIHUTE YIT-
paXKHEHMS, TIPEUTOKEHHBIC B KHUTE.

ITpoGieMsI He pemarcs B OMHOYACke - KaK U TP JIFO0O0H Ipy-
TOI TIpoTrpaMMe YIIpasKHEHW, - 7T Pa3BUTHST HaBLIKOB YITpaB-
JIEHUsI BpeMEHEM BaM TTOTPeOyeTCsT OCTOSTHHAS TTpaKTUKa 1
ycepaHas paboTta ¢ KHUTOI.

npote v 1o Mepe

RApOYmenus KNUEN.

\ -

Yro 3HaunT 3¢h(PeKTUBHO YNPaBIATh> BpeMeHeM ?
IMoueMy HEKOTOPBIM JIIOISIM TakK U He yHaeTcsl Hay4UTbCsl KOH-



TPOJIMPOBATh CBOE BpeMsl, HECMOTPsI Ha MHOTOYMCJICHHBIE Kyp-
Chl, KOTOpbIE OHM ITOCEIIAloT? A Ipyrue Bce BCeraa YCIeBaloT,
ke YBeIMUMBas Harpy3Ky. B yem xutpocts? Moxker, CIToco0-
HOCTb IUIAHMPOBATh BPeMsI SIBIISIETCS BPOXKIACHHBIM HABBIKOM,
KOTOPOMY HEBO3MOXHO OOYIMTHCSI Y KOTOPBII ITepeaaeTCsI I
reHetdeckr? MoXeT, TaK MPOMCXOAMT ITOTOMY, YTO JIIOAM BU-
IISIT BBITOMY B CBOEit HeopranuzoBaHHocTr? M 310 1mo3BoisgeTr um
HE U3MEHSIThH ce0s1?

HauneM c Toro, 4ro yKaxkem Te¢ BBITOIBI 1 U3AEPKKHU, KOTO-
pbIe BBl MOJIYYWTE, HAYYMBIINCH 3(D(MEKTUBHO YIIPABIIAThH Bpe-
MEHEM.

KakoBbl BbIroibl U U3AepKKA 3(P(HEeKTUBHOTO
pacxoaoBaHUs BpeMeHH?

Boemoapr:

v" GosbllE BpeMEHHU;

v" DOJIbllIE SHEPIUH;

v" BO3MOXHOCTb YCITEBaThb OOJIbLIE CIENATE;

v’ yBaXEHUE OKPYXAIOILMX;

v/ BpeMeHHbIe BO3MOXHOCTHU JUISl CAMOPA3BUTHS.

WN3nepxxu:

¥ Jromy MOIYT ITOAyMaTh, YTO BaM HEYEro JEJIaTh,

% BBI MOXeETe OOHAPYXKUTDH, YTO BaM HEYEM 3aHATHC;

¥ BBI MOXETE 3arpy3uTh cebsl paboTOM, KOTopas BaM He HyX-
Ha;

¥ BaM MOXET CTaTh CKyYHO;

BO3MOXKHO, BBI OyzieTe 9yBCTBOBATh, UYTO Bac HE ICHST;

¥ OKpyXalollie TPUBLIKHYT, YTO ¥ BAC BCETIA U Ha BCE XBaTAET
BpEMEHU;

¥ B KOHIIE KOHIIOB BBl OOHAPYXKHUTE, YTO BBIIOIHSIETE YYXKYIO
paodory.

BbI MoxeTe oTHeCTH K cebe YTO-TO M3 BBILIEIIEPEINCIIEHHOTO?

He mymaiite, 4T0 3T M3IEp>KKM HE MMEIOT HUIYETO OOIIIETO C pe-

x



aJIbHOM X13HBI0. OHM CYIIECTBYIOT, X BBl C HUIMH CTOJIKHETECH
o Mepe padoThI C JAHHOW KHUTOM.

XOTUTE JIA BbI MMPOBEPUTH CBOM HABBIKM YITPABJICHUS BpeMe-
HeM? T'OTOBBI JI1 BBI IIPU3HATh, YTO OIPEICIEHHBINM TUIT TIOBEIE-
HUST MOXET BaM ITOMOYb B >ku3HM? Ecim Tak, unTaiite nanplie...

Bynere B hopme 1 Bcerma Bce ycrieBaiirte!



Kak paboTtaTtb ¢ KHUrou

Y106HbI (hopMaT KHUTH MTO3BOJISIET BAM MAKCUMAaJIBHO MCITOb-
30BaTh Ball ITOTEHLMAI [Ji1 00ydeHus1. OT Bac oTpedyeTcs BbI-
MOJIHEHUE ONPENEIeHHOI paboThl, HO OHA OyJIeT IPUHOCUTH BaM
YIIOBOJIBCTBHE!

KHura noneneHa Ha yeTbipe OCHOBHbBIE TJIaBbI:
OlieHKa HABBIKOB

Pe3ynbTathl OLIEHKHA

‘Yipa:kHeHus1

Iloanep:kaHue HABBLIKOB

Ol1eHKA HABBIKOB COJCPXKUT BOCEMb TECTOB, BKIIIOYAIOIINUX B
ceOsT BOITPOCHI, 3aaHUsI, BBIOODP MOBEACHUST M MO3UIINIA TS OIT-
pelesieHUsT TOro, B Kakoil (popMe BBl HAXOAMTECh M KaK BbI ITIa-
HHpYETEe CBOE BpEMSI.

Bce TecThl crpynmmpoBaHbl IO TPEM OCHOBHBIM paszesiaM:
YnparneHue paboToit

YnparneHve moabLMu

O06pa3 >KU3HM.

OTBeyas Ha BOIMPOCHI, TTOCTApaiiTech OLITh KaK MOXHO Ooee
YECTHBIMU U OOBEKTUBHBIMU, YTOOBLI TOJYUYUTh HauboIee pea-
JINCTUYHYIO KApPTUHY BalllMX HBIHEIIHMX HABBIKOB YITPABICHMS
BpeMeHeM. W MOMHHUTE, YTO He CYILECTBYET MPAaBWIBHBIX WU
HeTIpaBUJIBHBIX OTBETOB, TOJIBKO 0OpaTHasl CBSI3b!

Bo BTOpOI1 M1aBe. Pe3ybTaTsl OLIEHKH, BaM ITpeIjiaracTcs n3y-
YUTh PE3Y/IBTAThl BAIMX TECTOB. BDTO MOMOXET TOHSTH BalllA
OTBETHI U ONPENENTh UHIUBUAYaATbHBIE MMPEUMYILECTBA/HEI0-
CTAaTKU, YTOObI pa3BUBaTh/YCTPAHITh UX B HaJbHEHUIIIEM.

VipaxkHeHHs! BKITIOUAIOT HAOOp TPAaKTUUECKMX 3aaHMil U YII-
pPakHEHUIA IJIs YCOBEPILIEHCTBOBAHMS BAIlX HABBIKOB, ITOMO-
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raloT MPUOOPECTU OTIIMYHYIO (hOPMY M HABBIKU IO YIIPABICHUIO
BpPEMEHEM.

B ueTtBepToii ase, IoamepxkaHue HABLIKOB, HATTOMUHAIOT BaM,
KaK BaXHO ITOCTOSTHHO TPEHUPOBATh Ballld HABBIKK, W ITOMOTYT
B pa3paboTKe WHAMBUIYAILHOTO IUIAHA TPEHUPOBOK.

BrI no6beTech MakcMMalTbHOTO 3ddeKTa, ecii Oynaere paboTaTh
C KHUTOM CUCTEeMaTUYeCKM, OLICHMBAs Ballld HABBIKM YIIpaBJje-
HUS BpeMeHeM, HaurHas ¢ TecTa 1, 3akaHumBas TectoM 8. Takum
00pa3oM BbI OyJeTe UMETh TMOJIHOE TMPEACTABIEHUE O TOM, B Ka-
KoOIi (hopMe BBI ceiiyac HaXOIUTECH.

OnHako BBl MOXKETe CKOHIIEHTPMPOBATh BHUMAHKE M Ha OII-
peneneHHON mpobiieMe (Hampumep, YINpaBiIeHUE JIOAbMU),
popaboTaB JaHHLIN pa3nen B OlieHKe HaBBIKOB, a 3aTeM Iiepe-
XOIWUTh K COOTBETCTBYIOIIIMM pa3deyiaM B Pe3dynbTarax OLIEHKUA
¥ YIIpaXHeHUSIX. DTH pa3aesibl YeTKO OIpeaeseHbI B TEKCTE, a B
KOHIIE KaXIOro pasiejia MMEIOTCS yKazaTeld, Kyda ABUraThCs
Jajblie 11 paboThl HEMOCPENCTBEHHO Hall KOHKPETHOM Mpooie-
MOIA.

HakoHe1, nj1g KpaTKoro 03HaKOMJIEHHS C KJIFOYEBBIMU MO-
MEHTaMU OOy4eHMSI MPOYUTANATE 00OOIIAIOIIE BHIBOABI B KOH-
1Ie KaXIO0ro pasieia B INIaBe YIPaKHEHNS.

W xakoii 661 criocod paboOThI ¢ KHUTOI Bbl HY U30paiu - B JIIO-
OOM ciyyae HaclaaXIalTech IPHUOOPETAEMBIM OIIBITOM!



OueHka HaBbIKOB
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OlieHKa HaBBIKOB - 3TO TECTUPOBaHMWE TEX BalllUX HAaBLIKOB B
006J1aCTH YIIpaBJIeHUs BpeMeHeM, KOTOPBIMY BHI BllafeeTe ceivac.

Ecim BBl XOTHTE UMETh TOJHOE TIPEACTaBIeHUE O CBOMX Ha-
BBIKaX (UYTO HACTOSITEIbHO PEKOMEHIYETCS), BbI TOJDKHBI PO -
TH BCE BOCEMb T€CTOB M 3aTEM MEPEUTH K M3YYCHUIO CIICAyIO-
IUX I1aB - Pe3ynbTaThl olleHKM, YmpaxkHeHus u [lommepxkaHue
HaBBIKOB.

OnHako eci BBl He CUMTaeTe Hy>KHBIM ITpopabaTeiBaTh BCe
BOCEMb T€CTOB, TO MOXETEe M3y4yaTh JIMIIb T€ pa3mesibl, KOTO-
pble aKIEHTUPYIOT BHUMaHUE Ha WHTEPECYIOIIeM Bac acIeKTe
HaBBIKOB, ¥ TOTOM PabOTaTh TOJHKO C COOTBETCTBYIOIIUMH XK€
pasgenaMu B APYTMX IJiaBax.

Tectbl 1-3 - VYnpasiaeHue padoToii
Tectsl 4—6 — YnpasjieHue JIOIAbMHA

Tectol 7-8 — OOpa3 XKU3HU.

Hrtak, mpoTecTUpyiTe Ballld HABBIKH.




YnpaBneHue pa6otom

Baiiie otHoIeHME K paboTe U yMEHUE TTPaBUIIbHO OPraHU30BaTh
paboTy BIUSIOT Ha Bally COCOOHOCTh 3(h(eKTUBHO pacmopsi-
JKaThcsl CBOMM BpeMmeHeM. Cliemyrolue Tpy TecTa CBsI3aHbl C Ha-
BBIKAMU YIIPABJICHUST PAOOTOIA.

TECT 1: OTHOIITEHUA

Kaxk BbI OTHOCUTECH K CBOEI SKU3HU, K
ameeydmsy et BoNpPOChH CBOEH pa60Te, K TEM B€IIaM, C KOTO-
caedyem KaK MoxcHo PBIMM BBI €XXKETHEBHO CTAJIKUBACTECH?

boaee wecmno, umobot Kaxk Bce 310 BIMSIET HA Ballle YMEHME
nodigdumy anGoiee | pacrnopsiKaTbCs CBOUM BpEMEHEM U
COLIHGEEPIY10 JIOCTUTaTh HAMEUYeHHBIX 1ienieit? [laxke
Kapminy.
- ITOJIOKUTETbHAS
\ J

OLlIEHKa CBOMX

HaBbIKOB, YIOBJETBOPEHHOCTb OOBEMOM
BBITIOJTHSIEMO# PabOThI, MOMIESPKKA BHEIII-
HEero OKpYyXeHUSI - JIMIIb MTOJIOBUHA yCIie-
xa B 9(h(heKTUBHOM YTIPABICHUN BPEMEHEM.

Wame s Hag 60

acex
npeorazaemMbix
BARPOCAY, ecal
OTBeTLTe HaA CJIC,Z[leI.l[[/Ie BOl'lpOCLI Pin) i IO NOMONCEN GaM
onpeiesieHUs BAIeT0 OTHOWICHUS K CBO- | /TPdtllInbies i
eiipaGoTe M KN3HM B nieJiom. BriGepure | (Pedcupoeans
OoTBET, HAMOOJIee TOYHO onMchiBaromi \ /'@ “H/"HAHH. &

BalllM 9YyBCTBA.

1 Korna 51 muiaHupyo cBoe Bpemsl, TO:
A YyBCTBYIO TIOJTHYIO MOTEPIO KOHTPOJISL.
B Wnorma cuutaio, 4To BCe MO KOHTPOJICM.
C YyscTBylO, 4TO BCE MOI KOHTPOJIEM.

O0oo

2 Korma s mymaro o cBoeit pabore, TO:
A OOBIMHO MHE BCE PaBHO, YTO ITPOMCXOMINT.
B Ot BoHEeHUS 51 Bamaio B cTpecc.
C YyscTByI0 BO30YXICHWE M MHTEPEC.

Oooano



3 4 Bepio, 4To pabota - 3T0...
A Cnocob 1o6uThCs TPU3HAHMUSL.
B CpencrBo mo0buM AeHeT.
C To, yTO MelIaeT HOPMAIbHOI XU3HU.

Ooono

4 Korma MHe HY>XHO cliefiaThb CIMILIKOM MHOTO, TO...
A 4 paccMaTpuBalo 3TO KaK BbI3OB.
B 4 4yBCTBYIO THEB M 3aMEIIATEIbCTBO.
C 4 xyxe cIpaBisIIoch ¢ pabOTOiA.

1= 1 5 S

5 4 monarato, 4ToO...
A Bcsxkasg pabota go/okHa ObITh caelaHa UAeaIbHO
XOpOLIO.
B Kaxnas paboTa no/kHa OTBe4aTb MMHMMAJIbHO
TpeObyeMOMy CTaHIapTy. O
C Yt0-TO HY:XHO A€jIaTh Ha BBHICIIIEM YPOBHE, a YTO-TO
MOXKHO HE I€eJ1aTh BOBCE. (|

O

TECT 2: IIPUOPUTETDBI

DTOT TeCT MOKAXeT, HaCKOJIBKO YETKO BBl MOXKETE PacCTaBUTh
TIPUOPUTETHI U TIPUHATH IMPaBWILHOE pellieHre. BepHBIil BHIOOp
TIPHOPUTETOB B OOJIBITION CTETICHH 3aBMCUT OT TOTO, KaKylo POJTb
WTpaeT paboTa B Ballleil XXU3HM, KaKre 00s3aHHOCTU BBl HeceTe
1 K 9YeMy CTPEMHTECh.

BaruisiHuTe Ha ciieaylomnue yreepKaeHus. Boioepure T0, KO-
TOopoe HauOoJIee BEPHO OTpazKaeT Banm YyBcTBa. (YKaxKu-
Te BCe BO3MOKHbIE BAPHAHTHI.)

1  Ompenensisi KoueByto cdepy AesITeTbHOCTH. ..

A 4l 3Halo0, yero oT MeHsI OXMAAKOT.

B 4 3Haro, kakoe 3HaYeHWE 71 OPTaHU3ALAN
nMeeT Mos padoTa. Ol

C 1 3Har10, KOra X0opoIlio BHIIOIHIUT PadoTy. O

D CrankuBasich ¢ npobjemMaMy Npy pacCTaHOBKE
TIPUOPUTETOB, 51 BCETIA 3HAIO, YTO HYXKHO
JIETaTh.



W3 HizkenpuBeIeHHBIX YTBEPKIEHHUIA BbIOEpUTE T€, KOTO-
pble Han0oJIee TOYHO ONMMCHIBAIOT BAIM JEiCTBUA.

2 OOBIYHO, 3aTPYIHSSICH B BBIOOPE IIPUOPUTETOB, S ...
A Jlenaro To, 4TO TOBOPUT MHE 0OCC, IaXe €C/IM 3TO U

HavMeHee BaXKHO. O
B enaro 10, 0 4eM MPOCUT KJIMEHT/MOKyNaTeb, TaX:

€CJIM 3TO U HauMeHee BaXKHO. O
C Jlenato To, YTO MHE CaMOMY XOYeTCS JIeaTh. O
D J[lenato BEIOOP COITIAaCHO OMMCAHUIO PadOTHI,

OMNUpasICh Ha KJIIOYEBbIE 30HbI OTBETCTBEHHOCTH. O

qTO, Ha Balll B3I, ABJIACTCA HanboJiee BaXKHbIM?

3 Camoe BaXHOE AEJIO TSI MEHS - 3TO:
A VYyactue B COBEIIaHUSX.
B PaGora ¢ nokymeHTaMu.
C Pa6ora ¢ moapmu.
D IlpenotrBpalueHue KpU3UCOB.

ooono

B Bonpocax 4 - 8 BbIOepHUTE BAPUAHT, HAKOOJIEE BAM OJIM3KMIA.

4 TlepBbIM A€JIOM S BHIIIOJIHSIO Ty paboTy...

A Kotopyo MOXHO caenatb ObICTPO. O
B Koropag Hanbonee mpocras. a
C Kotropas HauboJjee CIoXHasl. (W
D Kotopas 3aHMMaeT MHOTO BPEMEHMU. O
5 CocraBisieTe JIM Bbl CITUCOK TOTO, YTO HYXKHO cAeaTh?
A a. O
B Her. O
C MWnorna. O

(Ec/m BbI BoIOpa/m BapuaHT «B», nmepexoaure cpa3sy K Bon-
pocy 7.)
6 BsI M monb3yerech?

A Ha. O
B Her. O



C MHnorna. Od

7 Bbl mnaHupyete Bpemsi?
A Ja.
B Her.
C MWnorna.

Oo0on0

8 Bbl npunepxuBaeTech IaHa?
A Ja.
B Her.
C MHHorna.

ooo

TECT 3: 3AJJAYU

DTOT TECT MOMOXKET MOHSITh, HACKOIBKO 3(D(MEKTUBHO BbI YIIPaAB-
JISIeTe W UCIOJIb3yeTe pa3IMuyHbIe CUCTEMbI, KOTOpbIE MpeaHa-
3HAUYEHBI JUTSI TIOMOIIM Y HAWTYYIlIEro UCIIOIb30BaHUS BPEMEHMU.

B Bompocax 1-4 BbiOepuTe HauOoJiee CBOMCTBEHHbII Bam
OTBeET.

1 Bbl monw3yeTech CIEUUAIbHBIM JIOTKOM IS Oymar, TpeOy-
IOLIMX pacCMOTpeHus1?
A Ja. O
B Her. L

2 Bbl none3yeTech crieliuaabHBIMU TIPUCIIOCOOICHUSIMU IJIST
3alUCU  BaKHBIX J1e1?

A [a. O
B Her. =
3 BmI Benmete exXemHEBHUK (B KOMITBIOTEpE WM Ha Oymare)?
A Ja. O
B Her. =

4 'V Bac ABa exXeIHEBHMKA: OOWH IJIsg AOMAa, a IpYyroi Ijis pa-
00TBI?
A Na. O
B Her. =



Bbl oTMEeuaeTe B eXeIHEBHUKE TO, YTO NPEJCTOUT cle-
garb? Barisnure Ha cnmcok. OTMeEThTE B COOTBETCTBY -
o1eii rpade, KaK 4acTo JAHHYIO 3aNKMCh MOXKHO BCTPETHTh
B BallleM €XKeIHEBHUKE.

5

Januck YacTto Unorpa | Peako

Bcerpeua ¢ 6occom/Koreroi
BHyTtpeHHee coBelaHue
Bcerpeua ¢ kianeHTOM
OOILECTBEHHOE MEPOIPHSITUE
Busur K Bpauy/maHTHCTy
Bcerpeun, cBs3aHHbBIE ¢ ceMbeii

(IIKOJTbHBIA YYUTETh, TIOMOIIIb

MaTepu 1o J0OMY M T. T1.)
HeobGxonumo cpuenats (pabota) ‘ ‘

|

Heobxommo caenatb (mom)
JInyHble 3amMeTKU

|
ITpubasnsiite mo 1 Gauty 3a Kakmyro rajouky B rpade «Yac-
TO>.

B cienyommx JByX BOIPOCAX BbIOEPUTE HANOOJIEE MOXXO0/Is-
I 1)1 Bac OTBeET.

6 Bbl nonb3yeTech CreLManbHOM CUCTEMOI XpaHeHUsT H(DOP-
MaluyM, yaoOHo 1is1 Bac ?
A Ja. O
B Her. O

7 Bcs nHdopMaius y Bac pacCopTUpOBaHa o 1atam?
A [a. O
B Her. O



B3rnsHuTe HA Ta0My. OTMEThTE COOTBETCTBYIOIIHE BA-
PHMAHTHI.

8 Kak yJacto BbI 3TO UCTONb3yeTe?

Exeuacno
Kamavio nesues

ExceineBHO

Huxorna

CpeacTso cBasn

DIEKTPOHHAs oYUTa

| Tonocosas novura (aBTOOTBETYIIK )

Tenedon

| Maxe _ _ ' I

Kvpbepekas poctaBra

| ¢~
| RoMMyHIKAIIM JI0oM K JIHILY

B caenyommx Bonmpocax BHOBb BbIOEPHTE BAPHUAHT, XapaK-
TepU3yIoLMii Bac.

9 BaM HyXXHO NpPOYUTATH OMPEAETICHHBIIA MaTepua, KOTOPbIA
He TIpeArnojiaraeT HUKaKnX JATbHEUINX C HAM JEWCTBUMA.
Ber...

A OcraBute B Tarnke Jijis TPOYTEHUS 10 TeX MOp,

TOKa 0 HETO He JOUIET ouepep. O
B Cmnanupyete Bpemsi, YTOObI yCETh €0 MPOYUTaTh. [
C TIpocMOTpuTe €ro u B 3aBUCMMOCTH OT 3TOTO

W3y4UTe OAPOOHEE WU OTJIOXKUTE Ha TTOTOM. |
D bynere HOCUTD ¢ cO00iA, YTOOBI MPOYUTATD, KaK

TOJIBKO TIOSIBUTCSI CBOOOJTHOE BPEMSI.

O

10 Kak ObI BbI onucany cBoe paboyee MecTo?
A TlonHbiit 6apaak, 3aTo Bbl BCera 3HAE€Te UTO Ie
JIEXKUT. O
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|
B JlocTaToyHO YMCTO, HO OFPOMHOE KOJIUUecTBO Oymar. L[]
C Bce npnbpaHo, BBl HABOOUTE TTOPSMOK KaXKIbliA AeHb. [

D IlonHbli 6apmak, B KOTOPOM Bbl HUYETO HMKOIAA He
MOXeTe HalTu. O

11 CkonbKO JOTKOB [jI OyMarn Ha BallleM CToJjie?
A Hwu omnHoro.
B Opun/nBa.
C Tpu
D UYertbipe u Godbiie.

OoOooOoao

12 Korma BaM HOCTaBIISIIOT ITOYTY, KaK CKOPO Bl M3ydaeTe ee ?
A HewmemneHHo.
B B ToT Xe neHb.
C B teuenue Hemenm.

D Korna pyku moinyT.

Ooooo

13 Kak BbI paboTaere ¢ 3J€KTPOHHOI MOYTOM?
A TlpogepsieTe pa3 B ieHb B OIPENEIEHHOE BPeMsl.
B Ilposepsiere yaiiie, 4yeM pa3 B I€Hb.
C YuraeTe u oTBeyaere cpasy Iocjie ee MpuObITHSI.
D OcraBnsiete, 1oka He TOSIBUTCS CBOOOTHOE BpEMSI.

ooog

14 YTo BBI caenaeTe ¢ BaXXHbIMU Oymaramu, KacaroluMucs Ba-

et paboThI?

A Tlonoxwre UX B cHelMaIbHbIA JOTOK IJIsd Oymar,
TPeOYIOIINX PaCCMOTPEHNSI.

B OcraBute Ha pabodeM Mecrte.

C TIlomerurte ux Kak «BaxxHoe» B crieLiMaIbLHON
CTOTKE.

D Ilomoxwute B mopTdesib, YTOObI YHECTH AOMOIA.

oo

oo

15 Korma BBl IIpoBepsieTe TOJI0COBbIE COOOIIEHMS?
A Cpazy xe.
B B ToT X€e neHb.
C B teueHue Henmenu.
D Kak ToabKO pyKM JDOWAYT.
E VY Bac HeT roocoBoii IoYTHl (aBTOOTBETYMKA).

i o ) o i



16 Pa6otas ¢ 6ymaramu, BBL..
A CrapaeTech KaK MOXHO ObICTpee OT HUX
36aBUTBCS? O
B PabGoraere kakoe-To BpeMsi, a 3aTeM BhIKMbiBacTe? [
C XpaHuTe X BeKaMM, CUMTAasI, YTO KOLAa-HUOYIb
OHU BaM MPUTOAATC? O

17 Kakue Oymaru BbI AepXuUTe Ha cToje?
A Tombko Te, ¢ KOTOphIMHU paboTaeTe B HACTOSIIEe

BpEMSL. O
B Kakwue ToapKO BO3MOXHO: pabodyune JOKYMEHTEHL,
Oymaru, (paiiibl U T. 1. O
18 BrI mmimieTe CImMcoK TOro, YTo HeOOXOIUMO CIEaTh?
A Ja. O
B Her. O
C MWnorna. O
19 CkoJIbKO MyHKTOB Bbl yKa3bIBaeTe B CIIMCKE?
A 1-8 O
B 9-15 O
C 16+ O

20 B cpemHeM CKOJIBKO BpeMEHU B TeUEeHE HENeM BBl TPATUTE
Ha TO, YTOOBI BHITIOJIHUTE 3aIUIAHMPOBAaHHYIO PaboTy?

A He 3Haro. O
B HenocrarouHo. O
C CronpKo, CKOJBKO HEOOXOIMMO. O

21 Bmr TI0JIB3YCTECh CUCTEMOI yHpaBJICHUA JaHHBIMUA Ha BalllEM
TIEPCOHAJIbHOM KOMHBIOTCpC?

A Ja. O
B Her. El
C WHorna. O

B nacaji€ Bbl JOJKHDBI HpOfITI/I BCE€ BOCEMb TECTOB, YTOOBI UMETh
IIOJIHOC MPEACTAaBJICHNE O BalllNX CITOCOOHOCTSIX YIpaBJIATb Bpe-
meHeM. Ecmu Bce xe Bbl P HO,Z[pO6HCC OCTaHOBUTBLCSA Ha



npobJeMe ynpaBieHHUs Balleil pabOTOl =& MepexoanuTe K pas-
neny Pe3ynbTaTel onieHKH YTipasieHue paboToii, cTp. 29.

YnpaBneHue niogbmu

Jltonu MOCTOSTHHO MOTPEOJISIIOT Takol pecypc, Kak Bpews!
Baiuie obiieHue ¢ moapmu (0yap TO (popMasibHbIE BCTPEYU WU
MPOCTO OOJITOBHSI O MYCTSIKaxX) BO MHOTOM BJIMSIET Ha TO, Ha-
CKOJIbKO YCIICIIHO BbI BBITIOJHSIETE CBOIO padoTy, a cieloBa-
TEJbHO, HACKOJBKO 3((PEKTUBHO BbI UCMOJIB3YETE CBOE BPEMSI.
Crenywonye Tpu TecTa CBSI3aHbI C MPOOJIEMON yIpaBieHUS
JIIOIbMU.

TECT 4: 1IOOU

B3risiHuTe Ha Cieayonye Bonpochl
M BbIOepUTE HAHOOJIee NMPABIWIbHbIIA,
Ha Ball B3IUISIA, OTBET.

Homnume, umo

OMBEUAMb HA BONPOCHI
caedyem waK MomHo

boutee uecmHo, Umoto! 1 HackoJbKO XOpOILO Bbl 3HAETE

Jofe U3 Apyrvx OTAEIOB?
A OueHb X0Opoll1Io, 51 YaCTo

noayuums naubolee

o

docmosepmy

Kapmuniy. &

J UX BUIKY. a
B He oueHb Xopoliio, Mbl HUHOTAA
TOBOPHM I10 TeJie(hOHY. O
C CoBceM He 3Hal0, B TOM HET
HeoOXOOMOCTH. O £ N
A CSLOE e 4 o
2 Kak Bbl OTHOCHTECH K OecenaMm Ha or- | Dt Mouceme
HIMEHATTH NOA 80
BJICUEHHBIC TEMbI C KOJUIETaMI BO Bpe-
acex
M5l paboThI? ‘
.?.?‘|'JE’If.'I(a’/i‘a’f’_i.l'J"P{.l'
A TIlycrasa TpaTa BpeMeHM, IIbITAIOCh _ o
[j fIUHfa’I’Jf'r’H . ECU
Ux u30erarhb. MO ROMONCEM BaAM
B 310 HensbexHo, HO cTapaloch He npasunviee
YBIIEKATHCSL. O | epeazuposamn

Ha CUMYPAUNT0. &

s




C D10 BaxHO AJIS1 YCTAaHOBJICHUSI APYKECKUX cBs3ei. [
D Oo6oxato, Tak ropasno Becenee! O

Kak yacto Bbl moMoraere IpyrvM B BbITIOJIHEHUU UX PabOThI?
A JI0BOJIbHO YacTo, o4YeMy Obl HE TIOMOYb, €CJTU 3TO B

MOMX CHJIax. O
B WHorzaa, momoraio B OCHOBHOM TeéM, KTO MHE

HpaBUTCHL. O
C OueHb peaKo, Kaxblii TOJKEH caM BBITIOJHSITh CBOIO

padorty. g

Kak BbI Oyznere cebs1 BECTU C Y€JIOBEKOM, KOTOpbIA HUKOIIA
He COOJIIOJAeT YCTAaHOBJIEHHBIE CPOKU?

A JlaM eMmy IIOHSITb, UTO 3TO HEIOITYCTUMO. O
B He Gyny noBepsTh eMy HUKAKUX BaXHBIX JEIT. (.
C Vkaxy Oosiee paHHMI CPOK, 4eM TpeOyeTcst
Ha caMoM Jejie. O
D BblsicH10, MOYeMy OH Bcerna ornas/bIBaeT C
BBITIOJTHEHUEM Pa0OThI. a

Yrto BHI caelaeTe B MEPBYIO odyepedb MpU OOHApY:KEHUU
omnoxku?

A BbIsSICHIO, KTO €€ TOIMyCTHI. O
B BrisicHIO, 4TO CTaj10 MPUYMUHOIN OIIMOKMU. U
C Hcnpasno ommoky. O
Yto BHI OyneTe JesiaTh, €CU Balll KOJUIETa B TIOXOM pacro-
JIOXKEHWUU Jtyxa?
A He obpaiity BHUMaHUs, paHO WJIXA MO3IHO 3TO
MpoMIeT. O
B Tlocraparoch BBISICHUTh, YTO CIy4UJIOCH. O
C Tlo-moeMy, JTIOaU JOKHBI KOHTPOJIUPOBATH CBOU
3MOLMU, OCOOEHHO Ha padoTe. O

Konnera B36ecu Bac CBOMM MOBeICHUEM, Balllk IeHCTBUs?
A TloroBopio ¢ HUM 00 3TOM. O
B 3abyay 06 3ToM. O
C Copsy 3710 Ha KOM-TO €IIIE. O



8 Yacro 11 BB 00pamiaeTech 3a MOMOIIBIO WJIM COBETOM K TO-
BapuIily mo pabote?
A JIOBOJIBHO 4acTo. O
B MWhorna. O
C Penko. O

TECT 5: BCTPEYN

st MHOTMX M3 Hac paboTa BKJIIOYAET B ceOsl 00sI3aTelIbHOE ITOCe-
LIEeHWe COoBelllaHuil U BcTped. HekoTopble M3 HUX A€CTBUTEIBHO
MOTIYT ObITh HaM IOJIE3HBI, HO CIy4YaeTCsl M TaK, YTO MBI BOBCE He
IIOHMMAaeM, C KaKoil LIeJIbI0 IIPOBOAMUTCS TO JIM MHOE COBELIAHUE 1
3a4eM HaM BOOOILe Ha HEM MPUCYTCTBOBATh. JJaHHBII TECT MTO3BO-
JISIeT BBISICHUTD, KaKue 3aTPyJHEHMSI BbI3BIBAET Y BacC IMOCEILIECHUE
Pa3HOro poja COBELAHMUIA, WU XKe 3TO, JAeTCsI BaM C JIETKOCTbIO.

B3rasHuTe HA NpeaJIOKeHHbIe BONPOCHI M BbIOEPUTE OJMH U3
BAPMAHTOB OTBeETA.

1 Ha cKOnbKHMX COBELIAHUSIX Bbl MPHUCYTCTBYeTe (BKIIOYAs
odbuLMaabHble, HeoPULIMaTbHbIEe U He3alJaHUPOBaHHbBIE
JIeTy4YKu)?

A 2-5 B Hepmemo.

B 5-6 B Mecsil.

C Hwu Ha omHOM.

D bBosee yuem Ha 6 B Heaelo.

oooOoo

2 BBl roToBUTECH K COBELIAHUSIM 3apaHee (M3ydyaeTe MOBECTKY
IHSI, TIpopabaThiBaeTe HEOOXOAMMBIE TOKYMEHTHI, BBISICHSIE-
Te ILIeJIb BCTPEUM, €CJIM OHAa Ha3HayaeTcsl «BIPYTr»)?

1

A Jla, Bcerna.
B MHHorna.
C Penko.

oo

3 BbI ¢ yBepeHHOCTBIO MOXETE U3JIOXKUTh CBOIO TOYKY 3peHMST?
A 4 He Bcerma 4yBCTBYIO, ce0sI YBEpEeHHO. O
B 4 mocratouHo yBepeH B cebe, €CIM XOPOIIO BIIANCIO

BOIIPpOCOM.
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C 4 Bcerma yBepeH B cebe, BHE 3aBUCUMOCTU OT
MpeaMeTa pa3roBopa. O

Jlg Bac BaKHBI BCe pelleHUs, IPMHUMAaeMble Ha COBeLIa-
Hux?
A Jla, BaXXHO COINIaCOBaHME CPOKOB M 00S13aTeILCTB

BCEX YJaCTHUKOB. O
B OOBIYHO MHE TOCTATOYHO ITOHWUMATH JIMIIH CBOW

00513aHHOCTH. O
C 1 3auactyio BooOIIIe He TTOHMMAIO, 3a4eM

TPOBOIWIIOCH COBEIIAaHME. O

Bb1 Beerma moHMMaeTe, ¢ KakKoi LEJIbIo MPOBOIUTCS COBELLA-
Hue?

A MWnorna. Od
B OO0byHO na. O
C Penxo. O

Ecnu BbI noiiMeTe, YTO OYEPEIHOE COBELAHME JIUILD ITyCTast
TpaTra BpEMEHU, TO BBL...

A OcraHerech? O
B Viigere? O

Ecnu BBl BUguTe, YTO YYACTHMKM COBEIAHMST OTKJIOHSIIOTCS
OT TEMBI, TO...

A Tlyctb ¢ 3TMM pasz0upaeTcs Ipeacenareib. O
B BbnbI 3170 HEMpeMeHHO MTPOKOMMEHTUPYETE. O
C Bnl He Oynere oOpariaTh Ha 3TO BHUMaHME. O

Bb1 nenaere misa celst 3amycy Ha COBEIIAHMSIX?
A Jla, Bcerma. O
B Penko, g cunTaro MUHYTHI IO €T0 OKOHYaHMS! O

Kak gacto BBl BBITIOJTHSIETE TO, YTO BaM TOPYUYMIIM Ha Ode-
peIHOM COBEIIaHWN?

A Bcerna. O
B WnHorna. O
C Penxo. O



TECT 6: BAM MEIITAIOT?

CTONKHOBEHUE B XU3HU C JIIOIBMU, KOTOPbIE MEIAIOT BBIMOI-
HEHUIO BalllMX 00sI3aHHOCTEM, HEM30EKHO, 1 3TO 3apoCTO MO-
JKET HApYIINUTh BCE CaMbI€ TIATEIBHO pa3pabOTaHHBIE U BbIBE-
PEHHbIE TJIaHBI.

Crienytoluii TeCT MOMOXET BbISIBUTh TPYAHOCTU, KOTOPBIE
BbI UCIILITHIBAETE, €CJIM BaC OTBJIEKAIOT WM Bbl OTBJIEKAETECh OT
paboOThI.

B3rasiHuTe Ha NnpeajJd02Kk€HHbIC BOIIPOCHI U Bblﬁepl/lTe Hanoo-
Jie€ moaxoasdAiue, Ha Balll B3IV, OTBEThI.

1 Ecnu xonnera oTopsai Bac oT pabOThI, BBI...
A Dbpocute Bce U yaeauTe eMy napy MUHYT? O
B Tlompocute npuiiTu mo3xe? O

2 CuuraeTe JIM Bbl, YTO HANO OBITb OTKPHITHIM M JTOCTYITHBIM
TS OOLLIEHUS C JTIOObMU?
A Cuwuraro, 4TO Bceraa MOXHO M HY:KHO YIEIUTh

BpeMsT JIPYTUM. O
B ymaro, 4To 3TO HYXXHO BBITOJHSTH Ha 100% TOJNBKO

B OTHOILIEHUU K CBOEMY Ooccy. O
C CuuTato, YTO KaX/blil JODKEH UMETh XOTb HEMHOTO

BpEMEHMU, YTOObI TTOOBLITH B OMMHOUECTBE. O

3 KakyacTo Bbl UTpaeTe B «aBTOOTBETYMK» (HAIIPUMED, BbI 3BO-
HUTE U OCTaBJIsIeTe COOOIIeHKE, 3aTeM 3BOHST BaM M OCTaB-
JISTIOT 3alCh, 3aTEM CHOBA 3BOHUTE U OTBEYAETE BbI U T. 1I.)?

A ExXeIHEeBHO. O
B He Gonee aByx pa3 B HeIEIO. O
C Penxo. O

4 Kaxk Bbl BOCIIpYUHHMAETE TIOCTOSIHHOE BMEIIATeIbCTBO OKPY-
JKAIOIIKX B Ballly XXWU3Hb?
A VIMEeHHO B 3TOM MPEJIeCTb XXNU3HU, YACTh XXU3HEHHBIX
JNIEKOpaLUIA. O
B bBojie3HeHHO - KO MHE He JIOJDKHBI J1e3Th! O



5 Kak yacto Ha paboTe Bbl pacrnojlaraete CBOOOTHON MUHYT-
KO, KOTJa BaC HUKTO HE OTBJIEKAET?

A Heckoabko pa3 B HelIeo. a
B Heckonbko pa3 B Mecsil. O
C Enpa 1 Takoe BOOOILIE Cyd4aeTcsl. a

6 Kakyio yacTh BpeMEHM BbI TpaTUTE Ha YJIaKWBaHHE KOH-
(DIUKTHBIX CUTYalIWiA?

A 0-30% O
B 31-70% m
C71%+ O
7 Kto yamie Bcero orpeiBaeT Bac oT padbothl? (OTMeTbhbTe Bce

BO3MOXHbIE BapMAHTBHI. )
A Komera obpamiaercst ¢ mpo0ieMoit, KOTOpyio Mo,

CUJTy PElIUTb TOJBKO BaM. O
B V¥ xnuenTa/mokymnarens npodsiemMa, KOTOPYIO

MOXETe PElIUTh JIUIIb BbI.

O
C Koera /6occ naet BaM paboTy, 3aIaHue. 0
D Kro-1o ner Bac Oor 3HaeT 3a4eM. O

E Bbl camu oTBjeKaeTech, TaKk Kak BCIIOMMHAETe,
YTO 3a0bLTM YTO-TO CHE/aTh. O
KomnunuecTBo 0oTMEUEHHBIX BapHMaHTOB L —

N

Jtst MakcuManbHOTO 3(pdekTa Bbl JOJDKHBI MPOUTU BCE BO-
CEMb TECTOB, YTOObI MMETh MOJHOE TMPEACTABICHUE O BalllMX
CMOCOOHOCTSIX YIIPABISTh BpeMeHeM. Eciu Bce ke Bbl pelu-
JI TTOIPOOHEE OCTAHOBUTHCS HA MPOOJIEME YIIPaBIECHUS JTIOIb-
MU ==& TIEPEXOAUTE B pasfen YhparieHue ToabMu, Pe3yiib-
TaThbI OLIEHKH, CTp. 43.



OOpa3 Xu3Hu

YnpaBiieHre BpeMEHEM - 3TO He MPo- (f Lommnume, umo

CTO TUIAHWPOBAHUE NEJOBBIX BCTPEY | (7iaeHdny la cunpochl
M pacCTaHOBKA MPUOPHUTETOB B Teue- | 1CCHENT KUK MOIHO
Hue padoyero aHs. [TomuMo paboThI
Yy Bac CYIIECTBYET W BpeMsl Ha JI4-
HYIO XHM3Hb, KOTOPBIM Hamo Takxe |
YMETh MpPaBUJBHO PaCIIOPSKAThCS. CM'WMH' ")
Bb1 moICKHBI yaeIsITh BHUMaHKUE CBO-

eif ceMbe, CBOMM POJCTBEHHMKAM, IPY3bsIM M He 3a0BbIBaTh O
cebe! Crnemyrolye aBa TecTa IO3BOJIST BaM IIPOaHAIM3UPOBATh
CBOI1 00pa3 XXU3HMU.

r'ru_ 1€ YeCmiHe, r_.’.?.rfr,u,r:i.;
ROAYUUNTL Hautoaee

OCmOBe

TECT 7: BAJJAHC PABOTbBI 11

e JIMYHOM XKM3HU
i mEmE) T ErTeTit
Bt soxcene IMpaBuibHBI OamaHC MeXAy padoToON W
UAMEHAND RO GO JIMIHOM KU3HBIO TIOMOKET BaM 3(P(HEKTUB-
Bre HO YIIPaBJISATH CBOMM BpeMeHeM. [Ipemto-
npecraaeMoiy JKeHHBI TeCT MO3BOJIUT BaM OLIEHUTh, Ha-
COTPOCET ey CKOJIBKO COaJIaHCUMPOBAHa Ballla XU3Hb Ha
JIAHHbII MOMEHT. MOXeT ObITb, Hy>KHO BHE-
CTU HEKOTOPbIE KOPPEKTUBBI?
B sToMm Tecre:
~ Hugorna = §l HUKoOrga TaK He IOCTYIIAI0 1

He Iymaro.
Hnorpa = 4 nHorma tak IocTyraro, JymMaro.
Yacro = 4 yacTo Tak MnocTynaro, IyMaro.

0 HOMONCEN 80M
npaasliibiee

cpeasupatams

HEE CHIMY AN,

B3risinnTe HA NMpeNJIOZKEHHbIA CIMCOK yTBepxKaeHuii. O0-
Beaurte oTBeT (-«Hukorma», «MHorma», -«Yacro»), coor-
BETCTBYIOIIMA Bauleil MO3UIMN.

1 4 cyuTaro, 4YTO HUKOrga HEJIb3s CMECIINBATDb pa60Ty n CEMBIO.

Hwuxorna HNuorma Yacto
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OkazaBImIMChH Mepen BLIOOPOM B TTOJTB3Y O0cca MIM YJIeHa ce-
MBbH, 51 CKOpee ToCTapaloch yToauTh 00ccy.

Hwukorna HNnuornma Yacto

41 ropazno 6obllle BpeMEHU YIEIsIO paboTe, UeM CBOEi CeMbe.
Huxkorna WNuornoa Yacto

JloMa g 9yBCTBYIO TTOKOM 1 YMHUPOTBOPEHHOCTB!

Hwukorna HNnuorna Yacto

4 4yBCTBY10, YTO HOOWJICS ONTUMAJIBHOIO OajaHCca MEXIY
paboTOi ¥ TMYHOM XKU3BHEIO.

Hwukorna HNuornma Yacto

41 moGmo 001LIATHCS ¢ TIOAbMU U BCErIa HAXOXKY Ha 3TO BpeMsl.
Hwukorna HNuorma Yacto

Mowu nunanbIe nena (UHAHCOBBIC W IpP.) BEChMa YCIICIITHbI.
Huxkorna WNuornoa Yacto

O nmyyiieM goMe ST M He MeuTal.

Hwkorna HNuorma Yacto

B wenom YYBCTBYIO, YTO 4 Ha ITyTU K JOCTMKECHUIO BCEro, O
4YEM MeUYTal.

Huxorna HNuorna Yacro
$1 ToCTOSTHHO TOTIO30HA CITKY Ha pabdoTe.

Hwukorna HNuornma Yacto

TECT 8: VIIPABIIEHMECTPECCOM

Crpecc 1oMa 1 Ha paboTe - 3TO HeM30exXKHasl YaCTh Halleil To-
BCETHEBHOM XXU3HM, [I03TOMY, HAyYHUBILVCh YIIPABJISITH CTPECCOM,

BbI

CMOXETE ,E[OGI/ITBCH 0oJ1ee ONTUMAIBLHOIO XKM3HEHHOTO OalaH-



ca ¥ TIOBBICUTDH CBOIO pabouyio 3(pbeKTUBHOCTD. JIaHHBIN TecT
ITOMOKET OIPEIENIUTh Te 00JACTH BaIllei XXKM3HU, KOTOpPhIE Ceii-
Yac TPEICTaBILTIOT U BaC MCTOYHUK CTpecca.

B3rigHute Ha cJieayronye Bonpocsl (YKa)KI/lTe BCE BO3MOXK-
HbIC BAPDUAHTbI OTBE€TOB M noJACYUTaNTE 63.]1.]1]:1)

1 Yrto mpoucxomusao ¢ BaMu 3a MOCJIEAHUE HECKOJbKO Mecs-
ueB?

BHe3zarnHas pa3npakumMocTb. O
HeBo3MOXHOCTh CKOHIIEHTPUPOBATHCS ATUTEILHOE
BpeMsI/IUTsl IPUHSITUSI HECTIOXKHBIX PELeHUI.

VxyniieHve cHa. beccoHHuIIa.

YcranocTh Jaxe 1ocie CHa.

YacTble BCIIBIIIKY THEBa.

[TocTosiHHO TJI0X0€ CaMOUYYBCTBUE.

YyBCcTBO 0€3HANEXXHOCTH, HEHYKHOCTH,
0eCCMBICIEHHOCTH, TUIOXO€ HACTPOEHHUE.

Hapymienue pexxuma nutanus. [loteps anmnerura
WY TiepeeaHue.

YacTble ToJIOBHbIE 00, HECBApEHUE KeTyaKa.

3aTtpynHeHo BocnpusiTie MH(MOPMALIMK, KOTAa 3TO
HEO00XOAMMO.

Bonee yacroe ynorpebieHue ajgkoroJsi/KypeHue.

Pe3kue nepenanbl HACTPOESHMUSI.

IIporyck (vin oIo3maHKe) BaXKHBIX BCTPEY.

YyBCTBO HECITIOCOOHOCTU IOCTUYb CBOETO OOBIYHOIO
TBOPYECKOTO YPOBHSI.

HeanekBaTHOCTb, HECTIOCOOHOCTh CIPABIISITHCS C
npobaeMaMH. O

OTryJiblL. O

O
O

ooooaa

O

Ooooo

|

Mareiimmast TpyIHOCTb CTAHOBUTCS KaTacTPOdOIi.
3arpymHEeHO OOIIeHNE.

KoamyectBo oTMeYeHHBIX BapruaHTOB




B Bonpocax 2-10 BbIOepuTe HaUOOJIEE TOIXOIANIMIA 111 BAC
OTBeT.

2 CKOJBbKO BpeMEHHU BBI TPATUTE JIMYHO Ha cebs?
A Yac B eHb.
B Heckonbko 4yacoB B HEAEIO.
C HeckonbKko 4acoB B MeCSIII.
D OdeHb-04eHb HEMHOTO.

oooo

3 Kak gacto BHI AejtacTe (pU3NIECKHe yIpakKHEHUS?
A Tlo xpaiifHeif Mepe TpH pa3a B HEIEITO.
B Bpewms ot BpeMeHU.
C Penxo.

Ooono

4 BpI OBOJBLHEI pabOTOI?
A Ja.
B Her.
C WwHorna.

ooao

5 Y Bac xopor1ie OTHOIIEHNUS C pyKOBOAUTEIIEM?
A Hert - ¢ HIM HEBO3MOXHO TIOJIAINTh. O
B Jla - Mbl OTIMYHO JaauM. O
C Hemnoxne - B OCHOBHOM, HaIll OTHOIIIEHWS Cyryoo
IEJIOBLIE. b

6 BbI uyBcTByeTe, 4TO pabOTa BBI3BIBAET Y Bac crpecc. UTo BbI
caenaere?
A Ckaxere IpyTy.
B Ckaxere KOMy-TO M3 TOMAIIIHUX.
C bynere mepxxatb 3T0 B cebe.
D Ckaxere KOMy-TO Ha pabore.

oooo

7 Bamm ¢pwHaHCH B TTopsinke?
A Ja.
B Her.

OO

8 CTOJNKHYBIIUCH CO CTPECCOBOM CUTYalIEH, BBL..
A TlpnHnMaeTe 3T0 KaK JOJGKHOE. O
B MHrHopupyete, nonaras, 4To Bce YJIAIUTC. O



C [IlbiTaeTech pelmiuTh MpodIemMy. O

9 Jlerko nu BB IpOoABIAACTC JUYHBIC YYBCTBA 1 Hepe)KI/IBaHI/IH?
A OueHb JIeTKO - BBl MOXETe OTKPBITBCA KOMY

YTOHO. O
B doma nerko, Ha paboTe - HeT. O
C Ha pabore nerko, momMa - Her. O

D CoBcem He TIPOCTO, Bl cTapaeTech NepKaTh Ballu
yyBCTBa B cebe. (|

10 ¥V Bac ecTb X000M MJIM MHTEPECHOE 3aHsATHE?
A a. O
B Her. O

Jlisa MakcuManbHOTo 3G eKTa BbI JOJKHBI TPOUATHU BCE BOCEMb
TECTOB, YTOOBI MMETH TMOJHOE TPENCTaBIeHNe O BallluX CITIOCO0-
HOCTSIX YIIPaBJIATh BpeMeHeM. Ecnu Tak =& TepexomauTe B TJIaBy
PesyabTaTsl onenku, ctp. 25. Ecam Bce ke BB peIlniv moapoo-
Hee chOKycHpoBaThCsl Ha MpobiaeMe 00pasza XKU3HU === TePexo-
nute B pa3aen O6pas ku3Hu, Pe3yabraTbl olleHKH, CTp. 55.



~ Pesynbtatsl oLeHKU




3amMeuaTtenbHO! Bl 3aBepimm maBy OneHKa HABBIKOB U
Telepbh CMOXETe 03HAKOMUTLCS ¢ pe3yJbTaTaMu!

I'maBa Pe3yabTaThl OLEHKH ITO3BOJISIET BaM OLIEHUTH Cy-
ILIECTBYIOIIYE Y BAC HABBIKM YIIPABICHMS BpDEMEHEM - ONIPEAC/IUTh
Ballli CWIBHBIC U CJIa0ble CTOPOHBI M YKa3aTh IIPUOPUTETHI IS
TATBHEUIIINX OeMCTBUIA. BBI TTOIyInTEe MIepCOHANBHBINA TTPOMIITHh
OIIEHKMU.

Pesynbratel 1-3 oTHOCATCS K TecTaM 1-3. AHaJOTMYHO
pe3yabTaThl K TecTaM 4-6 u 7-8.



YnpaBneHue paboTton

Ilo INPUBCACHHBIM HMXKE pE3yJbTaTaM Bbl CMOXCETEC CYIUTL O TOM,
HACKOJIbKO YCIICIIHO yIpaBjad€TeC CBOMM BPEMECHEM Ha pa60Te.

PE3VJIBTAT 1: OTHOIIIEHUA

ITo3uTrBHAS OllEHKA CBOMX CITOCOOHOCTEN, ONTUMAaIbHOE KOJIH-
YeCTBO HAarpy3ku U BO3MOXHas TMOJAAepKKa B Iejax - BCE 3TO
JIMIIB YacTh ycrexa Ha MyTU 3G @GEeKTUBHOTO yIpaBIeHUs Bpe-
meHeM. Kak o6crour neno y Bac? Bepuurecs Ha cTp. 5-6 K OLieH-
K€ HaBBIKOB; BCIIOMHUTE CBOM OTBETHI Ha IMPEIIOXEHHBIC BOTI-
POCBHI U OTMEThTE WX B HUKETPUBEACHHON TabiuIe, K TIpUMepYy,
ecliy Bl B Bompoce | BBIOpasiM BapuaHT B, mocTaBbTe rajoyky B
KBaapaTuke B HampoTWB MepBOro Bompoca.

A B C
Bompoc 1 El O O
Bompoc 2 O O O
Bompoc 3 O O |
Bompoc 4 O O O
Bompoc 5 O O O

A Teriepb IPOBEpPbTE, KaK BalllM OTBETHI HA BONIPOCHI XapaKTepH-
3YIOT Ballld CITOCOOHOCTU IMPaBWJILHO OPTaHW30BaTh Ballle Bpe-
Ms Ha pabore.

BOITIPOC 1

Korma st miiaHupyIo cBoe BpeMsl, TO...
A YyBCcTBYI0 NOJIHYIO NOTEpIo KoHTpoud =& (0 BAJLJIOB
B HWHorna cuuTalo, uyTo Bee moja KoHtposeM =& 3 BAJLITA
C YyBcTBYyIO, 4TO BCE OO KOHTPOJIIEM =i

BOITPOC 2
Korma s mymaio o cBoeii pabore, TO...

A OGBIYHO MHE BCE paBHO, YTO MTPOUCXOMIMUT, T. 1.
= () BAJLJIOB



B Ot BonHEHMS 51 BIIagaio B CTPECC = 1 BAJL
C YyBcTBYIO BO30OYXICHUE 1 MHTEPEC =

BOITPOC 3
4 Bepro, yTo pabora - 3T0...
A Cnocob 1oOUTHCS TPUBHAHUST 3 BAJLJIOB
B CpenctBo, 4yToObI 3apaboTaTh AEHET - 3 BAJLJIA
C To, 4To MelIaeT HOPMATLHOM XU3HU = () BAJLJIOB
Crroro SN
BOITPOC 4
Korma MHe HyXHO clienaTh CAIUIITKOM MHOTO...
A 4l paccMaTpuBalo 3TO KakK BBI3OB = 3 BAJLJIOB
B 4 4yBcTByIO THEB M 3aMemIaTENLCTBO «» () BAJLJIOB
C 4 xyxe crnpabisitoch ¢ pabOTOM « 3 BAJLJIA
HIDIO !
BOITPOC 5

4 nonarato, 4To...
A Bcskas paboTta 1oKHa OBITh CaeIaHa

UICAUTBHO XOPOLIO 0 BALLIOB
B Kaxnas pabota moKHA OTBEYaTh
MUHUMAJIBHO TpeOyeMoMy CTaHmapTy -« 3 BAJLJIA

C UYTt0-TO HYXHO IeIaTh Ha BEICIIIEM YPOBHE,
a 9YTO-TO MOXXKHO HE JIEJIaTh BOBCE i

Ecmu BbI BeiOpanu C, To MOHMMAaETe, YTO HEKOTOPYIO paboTy
MOXHO BOBCe He Jenarh. Ecu Bai BapyaHT A, TO, BEPOSITHO, BBI
YacTo 3ara3abIiBacTe C BHITOJTHEHUEM 3aTaHMIA.

Tenepp noacuyuTaiiTe GasUIbI.

O0mee Kom4ecTBo 0a/LIoB 3a Tect 1 *.



YewM BbIIIe cyMMa 6ajJIoB 3a TeCT 1, TeM MO3UTHBHEE BBl OTHO-
CUTECh K CBOEI paboTe M TeM JIydlille BBl C Heil CIipaBIisieTeCh.
MakcumMabHbIiA pe3yabTaT - 25.

Munumasbablii pe3yibraTr - 0. |

PE3VIJIBTAT 2: IIPUOPUTETDI

Yro06BI MAKCUMATBbHO 3¢ DEKTUBHO paCHpeIeTUTh CBOU ITPUOPHU-
TEThl, BaM HEOOXOAMMO MOHUMATh, YTO MJIM KTO SIBJSETCS IS
Bac HamboJiee BaXXHBIM Ha TaHHBI MOMEHT. BarisiHute Ha cTp. 6
B riaBe OlleHKa HaBBIKOB M BCITTOMHUTE CBOM OTBETHI Ha MPEIJIO-
J)KeHHBbIE BOTIPOCHI. 3aIMOJHUTE HUXEITPUBEICHHYIO TaOJIUUYKY
(otmeThTe BapuaHThl A—D). Hanmpumep, eciu Bbl BHIOpaau Ba-
puant C B Bompoce 4, MocTaBbTe rajiouky B KBagapaTuke C Ha-
MPOTUB BoTpoca 4.

A B C D
Bomnpoc 1 O O O O
Bompoc 2 O O O O
Bomnpoc 3 B O O O
Bomnpoc 4 O O Ll |
Bompoc 5 O O O O
Bompoc 6 O O O O
Bormpoc 7 O | O O
Bormpoc 8 = O a O

A Temiepb TOACUYMUTANTE OBl 32 KaXIblii OTBET, YTOOBI Y3HATD,
HaCKOJbKO 3G (GeKTUBHO BBl YMeeTe AeaaTh BEIOOp MeXIy KOH-
KYPUPYIOIIMMHU TIETSIMU.

BOITPOC 1

Omnpenensisi KIOUYEeBYI0 chepy NesITeTbHOCTH...
A 4 3Hal0, 4ero or MeHSI OXUIAIOT =i 3 BAJLJIA
B I 3nalo, kakoe 3HaUYeHME IJIST OpTaHU3AIUN
NMeEeT MOSI paboTa == 3 BAJLIIA
C 4 3Hal0, KOrjaa XOpollIo BHIMOJIHUI paboTty ==& 3 BAJLIIA



D CrankmBasich ¢ TTpobdaeMaMy IPA pacCTaHOBKE
NPUOPUTETOB, S BCETAA 3HAIO, UTO HY>KHO
IIEJIATD st 3 BAJLJIA

T
T

-
; & )

Ecnu BbI 4eTKO MOHMMAaeTe, HACKOJILKO JaHHAast paboTa BaM TOIXO-
IIUT U 4TO OT Bac TpebyeTcs, TO 3TO MOIOXKUTEILHBIM 00pa3oM BITU-
SeT Ha Ballly TPYIOCITIOCOOHOCTh U IETOBYI0 3(P(heKTUBHOCTb.

BOITPOC 2
OOBIYHO, 3aTPYIHSACH B BEIOOPE PUOPUTETOB, S ...
A [enaro TO, 9TO TOBOPUT MHE OOCC, Take
€CJIM 5TO M HAMEHEE BAKHO == 1 BAJLII
B [enato 10, 0 4eM MPOCUT KJIIMEHT,/TIOKYyTaTelb,
JaXe €CJIM 3TO U HAUMEHEE BAXKHO == 3 BAJJIOB

C J[lenaio To, 4TO MHE CAMOMY XO4YeTCs IE/IaTh
o 1 BAJLI

D Jlenato BBIOOp COIIaCHO OINMMCAHMIO PadOTHI,
ONnupasiCh Ha KJIIOYEBHIC 30HbI
OTBETCTBEHHOCTHU =i 3 BAJIJIA

i

Ecnu BEI BEIOpamu B, To, 3HaUMT, 0OCO3HAETe, YTO B TIEPBYIO OUe-
pelb BaM HY:KHO YIEIWTh BHUMaHKME KJIMEHTY VI MOKYTATelo.
Ecnu BBI BBIOpanu BapuaHT A, TO, BEPOSITHEE BCETO, TIPOCTO XO-
TUTE «ObITh TIPUSATHBIM» JJIST BCEX.

BOITPOC 3
Camoe BaxkHOE JIeJIO JJIT MEHsI - 3TO...
A Yyactue B COBELLAHUAX w 1 BAJLJI
B PabGora ¢ JOKyMeHTaMM 1 BAJLJI
C Pabora ¢ TOObMHA == 5 BAJJIOB
D IlpenoTrBpallieH e KPU3UCOB 3 BAJLJIA

Ecnu BbI BeIOpanu BapuaHT C, TO, 3HAYUT, MPEKPACHO MOHUMAe-
Te, YTO BCEra MMeeTe [IeNIO ¢ JIIOObMU U JIeiaeTe CBOI paboTy



st mogeii. Eciu Bel BeiOpanu D, To, KOHEYHO, 3HAeTe, YTO KPU-
3UChl HEOOXOAMMO CIVIAXXMBATh UJIM YyCTPaHATh. Ho moMHuUTE, 4TO
HeJIb3d JOMyCcKaTh KPU3UChl B cebe caMOM.

BOITPOC 4
[TepBBIM meTOM S BBITIOTHSIO Ty paboTy...
A KoTopyio MOXHO CHENAaTh OBICTPO w=i 1 BAJLJI
B Kotopas Haubosee pocTas =i 1 BAJLI
C Kotopag Haubojee CIOXHAS == 5 BAJIJIOB
D Kotopasi 3aHMMaeT MHOTO BPEMEHU ===k 3 BAJLJTIA

3ameuartenbHO, ecu Bel BEIOpaau C. BeimoaHeHne Hanboiee CIox-
HOI paGoThI B MEPBYIO Ouepelb MO3BOJUT CKOOPAUHUPOBATH Bpe-
MSI [IJISI BBIIIOJTHEHUSI OCTaIbHBIX, 0oJiee MPOCThIX 3agaHuil. Eciun
BbI BBIOpain A, TO He 3a0bIBaliTe, UTO «ObICTpPhIE» 3aJaHUs MOXHO
clenarh, €C/IM Y BaC OCBOOOIMIIACH IMapa CBOOOIHBIX MUHYT.

BOIIPOC 5

Cocrasisiere 1 Bbl CIIMCOK TOTO, YTO HYXHO CAEIaTh?
A Jla == 5 BAJLJIOB
B Her =& 0 BAJIJIOB
C Wnorma ==& 3 BAJLJIA

IIpeamouturenen orBeT A. Eciu BB BHIOpanu BapuaHT B, TO
MOXHO TIPEATOJIOXUTh, YTO BBl HEpeaKO 3a0biBaeTe O KaKUX-TO
nenax, Bac MOCTOSTHHO YTO-TO OTBJIEKaeT OT PaboTHI.

BOIIPOC 6

Ber uM monbp3yerech?
A Jla e 5 BAJIJIOB
B Her w= 0 BAJIJIOB
C MHHorpa ==& 1 BAJLJI

BC3YCJ'IOBHO, BaM HYXHO €ro MCII0Jb30BaTh.



BOITPOC7
Bur mmanupyeTe Bpems?

A a =& 3 BAJIJIOB
B Het = 0 BAJILTOB
C HHorma = i BA | M) |

I1penmoururencH orBeT A. Eciii BBl BEIOpaimm B, To MmoxeTe 3ac-
JIYXKUTh PEIyTaliio HEHaIeKHOTO YeloBeKa.

BOITPOC 8

Bu1 mpunepxuBaeTech 1uiaHa?
A Jla =+ 2 BAJIJIOB
B Her 0 BAJLJTIOB
C MHWHorma =& 'E BAJLJIA

«2-&@
T &szs;@- —
vx»wwe&& \

—

Ecan BBl BeIOpanu A - otnmyHo. Eciam Bamr BapuanT - C, TO B

9TOM HET HUYETr0 HEOOBIYHOTO: YacTO MPUXOMAUTCS He3aMemlTH-
TeJIbHO pearupoBaTh Ha MMOCTOSTHHBIC U3MEHEHUs B TUTaHaX.
A Teriepb MOACYNTANTE OB

OO01ee KOJIMYECTBO 0AJLIOB 3a TECT 2 BCErO suumN
| CH—

»
'/_qu BBIIIIE CyMMa GaJIIOB 3a TECT 2, TEM JIy4llle BBl CITOCOOHBI |
BBIICJIATh TTPUOPUTETHBIC HAIIpaBJICHUsI B Ballleil pabdoTe.
MakcumanbHblii pe3yiibTat - 47.

Mmmma.nbﬂbm pesyanaT - 3.

PE3VJIBTAT 3: 3AJTAYN

Bata ciocoGHOCTh pelaTh MOCTaBJICHHbBIC TIepell BaMy 3a1adM B
OOJIBIIICH CTETIEHN 3aBUCHUT OT Balllell CITOCOOHOCTHU CTOJIb30BaTh
MpocThIe, (P (HEeKTUBHBIE CUCTEMBI, ie/atole 6oiee JeTKUM Ipo-
mecc paborel. Kpome Toro, yMmeHue cedst opraHmM3oBaTh MPU BbI-
TOJTHEHWU JaKe CaMbIX CKYYHBIX 3aJaHUil TTOMOXeT BaM 3 dek-
THBHO MCITOIb30BaTh MMEIOIIeeCs B BallleM PaCITOPSIKEHUN BpeMsl.



BepHurech Ha cTp. 8 Kk OlleHKe HaBbIKOB U, BCIOMHUB CBOU
OTBETBHI HAa BOIPOCHI TECTA, 3AMOJIHUTE CIEAYIONIYIO TaOJWILy.
Hanpumep, ecnv Bbl BbIOpaiv BapuaHT A B BoIpoce 2, OoCTaBb-
Te rajIouKy B KBazparvke A HanmpoTuB Borpoca 2. [lomHurte, uto
11 3Toro Bonpoca A = «/la», B = «Hert».

A B
Bompoc 1 O O
Bompoc 2 O O
Bompoc 3 (| [}
Bompoc 4 O O
BOITPOC 1

Bbl nonb3yeTech crieldalibHBIM JIOTKOM ISl Oymar, TpeOylo-
X PacCMOTPEeHUS?

3a oTBeT B BEITIONTyJaeTe < 3 BAILIA
Ecmu BBl BeIOpa A, TO CKOpee BCEro B JIOTKE XpaHUTCS Kyda
OyMmar, ¢ KOTOpPBIMU BbI IPOCTO HE 3HAETE, UTO JIeIaTh.

BOITPOC 2
Bb1 nosb3yeTech crieliMaJbHBIMU ITPUCIIOCOOIEHUSIMH [IJIST 3T -
CU BaXHBIX 1en?

Ecmu BbI BRIOpanu BapyuaHT A 3 BAJLJIA

G

BOITPOC 3
Brb1 Benete exxenHeBHMK (B KOMITBIOTEpE WM Ha Oymare)?

ExemHeBHUK HeoOXOOMM JIsi Pa3BUTHSI HABBIKOB YIIPABICHUSI
BpEMEHEM. A == 3 BAJLJIA
C torn 3

R )
\ J

BOITPOC 4
Y Bac 1Ba eXeqHEBHUKA: OIUH UII IOMa, a IPYroil 1isk paboThl?



IIpennoutureneH oTBET B wi 3 BAJLJIA
Ecmm BBI BEIOpanm A, TO, BEPOSITHO, BBI CIMIITKOM MHOTOE TThITa-
eTech 3aPMKCHUPOBaTh M AepKaTh IoH KOHTPOJIEM.

Cymmapubiii peayibTaT g

BOITPOC 5
Bepnurech Ha cTp. 9 K OlieHKe HaBBIKOB 1 3aIIUIIUTE 31ECh
CBOM 0aJuIbl 32 BOMPOC 5 O

BOITPOC 6

Bb1 monb3yetech cuctemMoii XxpaHeHMsT MH(GOpPMAaIUK, YIOOHOM
s Bac?

Bepuurech Ha cTp. 9 K OnieHKe HAaBBIKOB; 3aIUIIIUTE CBOI
oTBeT Ha Borpoc 6 (A wiu B) O
INomuwute, yTo B mTaHHOM Borpoce A = «/la», B = «Her».

Ecmu Bamr orBeT A =i 3 BAJLJIA

E

TeaEr
L ]
L

BOITPOC 7
Bca uHdopmaius y Bac paccopTUpoBaHa o JaTam?

BHoBb BepHUTECh B I71aBy OlleHKA HAaBLIKOB U 3a(pUKCUPYITE

Balll OTBET Ha Bompoc 7. O

[Momuure, uto A = «/la», B = «Het.

Ecnu BBl BEIOpa A b 3 BAJLJIA
e

D
G

BOITPOC 8

Bepnurech K Tadmmiie Ha ctp. 10, K Onenke HaBEIKOB. O0BennTe
BBIOpaHHBIE BaMW BapWaHTHL. KaXXmplii BapyMaHT ITOIydaeT CBOM
oa.



2

g [ 18
§ = . =
s| 2| = | =
g = 5 | 2
( PEACTBO CBA3H I f‘L] Lﬁ P-é :"
| DJIEKTPOHHAS MOYTA | 3 3 0
| Tonocosas mouTa (ABTOOTBETIHK) 1 5 3 0
| Teaedon 2 5 g 0
Dakc 1 2 3 0

-’ |

Kvpeepckasg pocTaBKa 0 3 3 1
[IpsaMbie KOMMYHIKAITITH 3 ) 1 0

Ha ctp. 10-12 B OneHKe HaBBIKOB IIPOCMOTPHUTE BOIIPOCHI 9-
21 ¥ BCIIOMHMTE, KaK BBl Ha HUX OTBEYAIH. 3alMIINATE BaIlli OT-
BETBI HIDKE, HaIIpHMep, BIOpaB OTBeT B Ha Borpoc 9, 3anmimmre
«B» M «crumaHupyete BpeMs, Y4TOOBI YCIIETh €T0 IPOYUTaTh» B
CTPOKE TTOIl CAMHM BOITIPOCOM.

BOITPOC 9
Bam HyXXHO IpouuTaTh OIpeAe/cHHBIA MaTepran, KOTOPBIA He
npeanosiaraeT HUKaKuX JadbHEHINNX AEHCTBUI ¢ HUM. YTO BBI
caeiaere?
A Bpsin 1 3TO CHU3UT CTPECC == 0 BAJLIOB
B Kuma OGymar He 1acT BaM ITOKOSI «= 3 BAILTA
C Brbl u3baBisieTech OT Ky4d Xj1ama, KOTOPHBIii
BpSII JIA BaM Korma-1o Ipuroautcsl. (Ecmm Bb
BBIOpachIBaeTe BeCh 3TOT MycOp - IpUOaBbTe
ceode 106am1oB!) «i 5 BALVIOB



D 3auem TackaTh ¢ co0OI TO, YTO BbI, BO3MOXHO, HUKOLIA
HEeTIpoumnTaeTe! - 3 BAJVTA

BOITPOC 10
Kak On1 BEI ormricaiii cBoe pabouee MecTo?
A Bo3MOXHO, BBl HEOPraHM30BaHHBIN
YEJIOBEK = 3 BAJLJTA
B Bpsa nv moau ocTaBaT cBoM Oymaru Ha
BalleM paboyemM MecTe 3 BAJLJIA
C baecramze! 5 BAJLJIOB
D Ckopee Bcero, BbI ITepeXrBaeTe CTPECC

M3-332 OTPOMHOTO KOJIMYECTBA PaOOTHI,
KOTOPOM BaC HArpyXKarOT = 0 BAJIJTIOB

i

BOITPOC 11
CKOJIBKO JIOTKOB ISl OyMaru Ha BallleM cTojie?
A XopolMii OTBET MPH YCIOBUH, YTO BBl pa3oUpacTe
BaIlll OyMarm 3 BAIIA
B B sToM cirydyae BbI JIETKO OPUEHTUPYETECH B CBOMX
Ooymarax. Ho ecimv BBI ¢ TpyoM 3HaeTe, Ie U UYTO
Y Bac JICKUT - BBIYTUTE 3TH OaJTbl U3 OOILEH

CYMMBI =+ 5 BAJUIOB
C BpI OKpyXnim cebsT TOpoil JOKYMEHTOB
¥ OyMar =i 3 BAJLIA

D Or BecoMoii 4acTH BCETO BaC OKPYXKAIOIIETO BaM TTOMO-
JKeT M30aBUTHCS: 1) Kop3uHa 111 Mycopa (ecim y Bac
HET OCHOBAaHMI1 COXPAHUTh TOT WJIM UHOI TOKYMEHT),
2) cucteMa HaITOMWHAHUI, 3) co3maHue
baitnos




BOITPOC 12
Korza BaM 10CTaBJIAIOT MOYTY, Kak CKOPO BBI €€ M3ydaere?

A

YpesBbIUaifHO cpovHas MH(MOPMALUST OOBIYHO

nepegaercs 1o (akcy, 1o TenehoHy Win

0 3JIEKTPOHHOM TTOUTE 3 BALIA
B 310 mpaBuibHBI TIOAXOM, BB yCIIEETe

clIeJIaTh HAuOoJIee BaXKHDBIE [eja = 5 BAJI/IOB
C Bel TpatuTe BpeMs BITYCTYIO, a HYXXHYIO

MHOOPMAIINIO TTOTyJaeTe CIIUIITKOM

TIO3IIHO s 0 BAJVIOB
D Bbl Tak neperpyXeHbl, YTO Bpsi JIM KOTraa-amoo

HalieTe BpeMsT Ha pa300p ITOYTHI 0 BAJVLIOB

)
BOITPOC 13

Kak BBI paboTaeTe ¢ 3JIEKTPOHHOM TTOYTOM?

A O4YeHb XOpOIIIO = 5 BAJLJIOB
B Xopormio, ecny BBl AeaeTe 3T0 4acTO U
OTBEYAETE MO CYLLECTBY i 3 BAJLJIA
C Bbl He mpyHUMaeTe BO BHUMaHUe
TMOTPAYEHHOE HA 3TO BPEMH === 1 BAJLA
D Bpsig 11 3T0 IpaBUIIBHO  « 0 BAJLJIOB
BOITPOC 14
YTo BBI crienaeTe ¢ BaXXHbBIMU OymMaramu, KacarolAMUCS Balllei
paboThI?

A Ha pabote BBI Bcerna B YUClie OTCTAIOIINX,

MOCTapaiTech He BIAIATh B MAHUKY M T0Yalle
MPOBEPSIIATE, He 3a0BUTH JIV BbI O KAKUX-TO
BAKHBIX JOKYMEHTAX =l 0 BAJUIOB
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B Bu CTpagac€Te OT TOIro XK€ CUMMIITOMA, 4YTO

OIMMCAH BBIIIE =i 3 BAJLJIA
C 3amedarellbHO == o BAJLJIOB
D HasepHo, BBl Hepenko Oepere padboTy

HA IOM ==l 3 BAJLTA

BOITPOC 15
Korzna Bel poBepsieTe ToNI0COBBIE COOOIIEHNS?

A Xopollo == 5 BAJLJIOB
B Hemnoxo == 3 BAJLLIOB
C Bel Beerna 6exure B Ipynre OTCTAIOLLMX,

OKa3bIBasICh B HEHYXKHOM MECTe B HEHYXXHOE
Bpemsi. Kpome Toro, Bel HUKOTIA

He TIepe3BaHMBaEcTe! v 0 BAJIJIOB
D BbI cTpagaeTe oT Tex e nNpoodsieM, 4To
OIMMCaHBI B MYHKTE C =l 0 BAJIJIOB

E Jlromn Bcerma 3BOHAT BaM 10 MyCTIKaM =& () BAJLIIOB

BOITPOC 16
PabGortag ¢ Oymaramu, BBI...
A Xopomo = 5 BAJIJIOB
B BuI TpatnTe Bpems 3psi, Bce paBHO B KOHIIE
KOHIIOB BBl OT HUX N30aBUTECH = 3 BAJLITA

C Hepazbepuxa ¢ bymaraMm MOXET
MPUBECTY K CHIDKCHUIO Ballleid
3G GEKTUBHOCTH =i 0 BAJLJIOB
p” .




BOITPOC 17
Kakwue 6ymaru BBI Jep>KUTe Ha cToje?

A OTIMYHO =i 5 BAJLJIOB
B Oro HepallUOHATBHO =i 0 BAJIJIOB

BOITPOC 18
BbI muinieTe CrmcoK Toro, 4To HEOOXOAMMO CHENATH?

A XopoIIo == 5 BAJLJIOB
B Karactpoda = 0 BAJIJIOB
C CrapaiiTech OemaTh 3TO Jare! s 1 BAJLII

BOITPOC 19
CKOJIBKO TIYHKTOB BBI YKa3bIBaeTe B CIACKE?

A OTIMYHO =i 5 BAJLJIOB
B Bpsin v BbI C 5TUM COPABUTECH == 3 BAJLJTIA
C 310 yXe HepeanbHO! == 0 BAJJIOB
— =
BOITPOC 20

B cpeaHeM CKONTBKO BpeMEHM B T€UEHME HeIeIN Bbl TPATUTE Ha
TO, 9TOOBI BBITIOJTHUTE 3aIJTAHMPOBAHHYIO padcoTy?

A BpI imis cieno nenaere To, 9TO BIPYT

HAIIOMHUJIO O ce0e =i 0 BAJILIOB
B Bnl gaxe He nipeAcTabiisieTe, yeMy Haio

yIEIUTh BHUMAHUE B TIEPBYIO ovepeinb ~» 3 BAJLIA
C BenmkoaenHo! =i 5 BAJLJIOB

v
i



BOITPOC 21
Brl monb3yeTech cucteMoli yrpaBieHUS JaHHBIMM Ha Bamem [1K?

A Xoporro & 3 BAJIJIOB

B Bawm tsaxeno mpuBectd Bce B mopsamok = () BAJLIOB
C Ecrtp Hag yeM paboTaTh! =i 3 BAJIJIA

N —
b <
AL |

Tenepp moacumTaiiTe GaylIbI.

Oo01Iee KOIMYECTBO 0aJLI0B 3a TecT 3 BCEro

ory :
( Yewm BrIllle cyMMa 0ajIJIOoB 3a TeCT 3, TeM BBl OoJiee opraHu- |

30BaHHBI, YTO TTO3BOJISIET BaM Jiyulle U 3 deKTuBHEE CIpaB-
JSTbCY ¢ paboOTOM.

MakcumaibHblid pe3yiabTaTt - 127.

MunumaibHblid pe3yibTat - 0.

HWTaK, KakoBbl Ballli HABBIKM YIPaBJIE€HHSA padoTOii?

Bepnurech Ha ctp. 30 ¥ 3anuIIuTe CBOIi pesyiabraT 3a Tect 1 [
Tenepp pesynbrar Tecta 2 (cTp. 34) O
W pesyabprat Tecta 3 (cTp. 42) O

Tenepb CIIOXUTE BCE TPU pe3yjibTaTa, YTOOBI IIOJYyYUTH OOLIYIO
CyMMYy 0AaJLJIOB IO UTOraM pasjelia YnpasJjeHue padoToid.

O6mnii pesyabTaT pasjiena

Yewm BhIIIE cyMMa HaGpaHHBIX BaMU OaJIJIOB, TeM JIy4Ile BbI A
CITOCOOHBI YIIPABJIATH Ballleil paboTOl - a ClenoBaTeIbHO, U
BpEMEHEM.
MakcumasibHblii pesyabtat - 199.

L MunuMaJbHBI pe3yJIbTaT - 3. |




INosmpasisieM, BBI TIPeKPacHO YIIPaBJIsieTe CBO-
et paboroit. Ho moMHuTE, 9TO HET TIpemesia co-
BEpIICHCTBY!

Brb1 B HopManbHOI hopme. Bbl MoxkeTe OBITh yBe-
PEHHBIM B ce0e M OpraHM30BaHHBIM, HO, TEM He
MeHee, BaM €CThb HaJl YeM 1opaboTaTh, YTOObI 10-
OUTBCSI HY>KHOTO pe3yJibTaTta M TOBLICUTH Ballly
padoTOCIIOCOOHOCTD 1 3(P(HEKTUBHOCTD YIIpaBIIe-
HUS BpEMEHEM.

Bb1 B mioxoit popme! Bam HeoOXoanMo aKTUB-
HO pa3BUBaTh HaBbIKU YIIPABJIEHUs PabOTOM.

Jl71s1 mocTrzKeHus1 MakcuManbHOTo 3 deKTa Bbl JOJLKHBI TTPOii-
TH BCE BOCEMb TECTOB, 3aTeM O3HAKOMMUTBCS C pe3yJibTaTaMu U’
MPUCTYIUTb K TPEHUPOBKAM, YTOOBI YIyYIIUTh CBOIO (hopmy. Ho
TeM He MeHee, €CJIU Bbl XOTUTe C(pOKyCHpOBaTh BHUMaHKe Ha Ipo-
OyleMe yrpaBJieHUsI paboToOi =+ mepexomuTe B pa3aen Ympas-
JieHue padoTtoii, Yupaxkuenus, ctp. 71. OgHako mepen TeM Kak
3TO c/eflaTh, TPONINTEe HEOOJbIIYI0 MCUXOJOTMUYECKYIO MOITo-
TOBKY - Pa3vmHKa, cTp. 66.

YnpasneHne noabmm

Bamm oTHOIIIEHMs ¢ OKPYXKAIONTMMKH BO MHOTOM OIPENEIISTIOT
Balll ycreX Ha paboTe M Bamry 3)¢GeKTUBHOCTh B YIIPaBICHUH
BpeMeHeM. MTak, KakoB Balll pe3yJbTar?

PE3VJIBTAT 4: JIIOAN

Bepnurech Ha ctp. 13-15 B mmaBe OlieHKa HaBBIKOB; 3aI10JIHU-
Te Tabully, YKa3aB BbIOpaHHbIII BaMU BapuaHT oTBeTa (A-D)
Ha Kaxblii Borpoc. Hampumep, eciv Bbl BbIOpaiu BapuaHT C



B BOIIpPOCE 5, MOCTaBbTe Tajouyky B KBagpatuke C HaIpOTUB
BoIIpoca J.

A B C D
Bonpoc 1 O O O O
Borpoc 2 O O O O
Bormpoc 3 O O O O
Bormpoc 4 O O O O
Bormpoc 5 O O O O
Bomnpoc 6 O O O O
Bonpoc 7 O O O O
Bompoc 8 O O O O

A Terepb y3HaliTe, HACKOJIbKO XOPOIIO Bbl yMeeTe YIPAaBIISITh
JTIOIBMU.

BOITPOC 1
HackoibKo XopoIo Bl 3HaeTe JIoACH M3 APYTUX OTICIOB?

Ha Bomnipoc 1 Hammyummii oteeT A: «OdeHb XOpOIIIo, ST 9aCTO
HX BIDXY». BBI yMeeTe OKpyKUTb ceOsl JTIONbMU U BCpI/ITC 4TO
OHU BCETIa TOTOBBI TIOMOYD =i

BOITPOC 2
Kax BBI 0OTHOCHTECH K GeceiaM Ha OTBJICUSHHBIE TEMBI C KOJIIe-
raMy BO BpeMsl paboThI?

IIpennoururener oteeT C: «DTO BaXKHO TSI YCTAHOBJICHUS
NIPYKECKUX CBS3eii». BeposTHO, BBI Becerma MOXeTe 00paTHUTh-
¢ 3a TIOMOIIIBIO, HO M B TO K€ BpeMsI CaM1 TOTOBBI ITTOMOYb
KOJUIETE = 3 BAJIJIA




BOITPOC 3
Kak yacto BbI moMoraete ApyruM B BBIITOJTHEHUH WX PabOTHI?

A - «/loBoJIbHO YacTo, MoyeMy Obl He TIOMOYb, €CJIM 3TO B MOMX
cuiax», - HauboJsee MpearnoyTUuTebHbIN oTBeT. Ho He yBie-
KalTech, TaK KaK MoMorasi OCTaJIbHbIM Bbl PUCKYyeTe He yCIETh
BBITIOJTHUTD CBOIO PA0OTy === 3 BALIA
s
: AF

i )
-

BOITPOC 4
Kak BbI Oynere ce0s BeCTH C YEJIOBEKOM, KOTOPbIA HMKOLIAa He
co0MoIaeT yCTaHOBJIEHHBIE CPOKU?

Ha Bomnpoc 4 Haunyuimum siBasietcst otBeT D - «BbisicHIo,
MoYeMy OH BCerja oma3dbIBaeT C BBITOJHEHVEM

PabOTBI» b 3 BAJVIA
Ecmu BHI BeIOpamm C («YKaxy Oosee paHHUI CPOK, 4eM TpeOy-
€TCsl Ha caMOM JieJie»), TO 3TO 3HaYMT, YTO Bbl HE MOHSIU CYTU
MPOOJIEMBI U XEJIAeTe MPOYYUTh «HAPYLLUUTEIIS».

BOITPOC 5

Yto BbI chenaeTe B MEPBYIO ouyepeib MpU OOHAPYKeHUM OIIMO-
Ku?

IpenmoututeneH oTBeT B - «BbIsICHIO, YTO cTajo MPUUMHON
onnbKu». Bbl MOXeTe YyCTaHOBUTh MEPBONIPUYMHY BO3HUKIIIEH
OomMOKM (a He TIPOCTO OOJIMYUTH TOTO, KTO €€ AOIYCTHII), YTO
MO3BOJIUT BaM TMPEJOTBPATUTDH MOSIBJIEHUE ITOM OLIMOKY B
NATBHENLLIEM = 3 BAILVIA
Ecmu BbI BeIOpau BapuaHT C («UCIIPaBIIO OIIMOKY»), TO
HeJIb351 UCKITIOUUTb, YTO B JAJbHEHNIIIEM 3Ta OIIMOKA BCIUIBIBET
BHOBb.




BOITPOC 6
Yro BHI Oyzmere menaTh, €CJIM Balll KOJUIETa B IIOXOM PacITojio-
KEHUM Tyxa?

HaubGonee npaBuibHO BbIOpaTh OTBET B - «Iloctaparoch BbIsic-
HWTb, YTO CITyYusiock». KoHeuHo, 3T0 TpebyeT BpeMeH!, HO Bbl
BCerJa MOXeTe Kak-TO IOMOYb YeIOBeKyY, MOACKa3aTh, YTO Jie-
JIaTh Y KaK ObITh & 3 BAJLUTIA
Ecnu Bamn BapuaHT C («0-MoeMy, JIIOIU TOJKHBI KOHTPOJI-
poBaTh CBOM 3MOILIMU»), TO BPSI JIM KTO-TO 3aX0UeT BaM I0-
MOUYb, BeJlb Bbl Jake HE CTPEeMUTECh TOHPABUTHCS!

BOITPOC 7
Kosmrera B36ecut Bac CBOMM TNOBEAEHNWEM, Ballu JeCTBUS?

A - «[loroBopio ¢ HUM 00 3TOM» - HanOoOJee MOMXOMSIIINI OT-
BeT. DTO cOepexeT BaM BpeMsl B HaibHeliem = 3 BAJUIA
3a0bITh 00 3TOM (B) He BBIXOm M3 TTONIOXEHUS; UHIUACHT MO-
KET TTOBTOPUTHCSL.

BOITPOC 8
YacTo 1 BB 06paliaeTech 3a TTOMOIIIBIO MJTH COBETOM K TOBapH-
1y o pabore?

IpenmoutnteneH otBeT A - «0OBONBHO yacTo». Jlpyrue Bapu-

aHThI HE CBUIETEILCTBYET O Balllell OTKPBITOCTUA U OOILUTE b~
HOCTH ==& 3 BALIA
I,

Tenepp momcuuTaiite 6aUIbIL.

Oo01Iee KOJIMYECTBO 0ALIOB 3a TecT 4 _
L



" Uewm BbILLE BAII Pe3yJIBTAT 38 TeCT 4, TeM Jydllie Bbl yMeeTe |
| CTPOUTH OTHOLIEHUSI C JIIOIBMH.

MaxkcuManbHbIil pe3yabTat - 24.

MunnMaibHblid pe3yabtat - 0.

PE3VJIBTAT 5: BCTPEUU

Bepuwurech Ha ctp. 15-16 Kk OLieHKE HaBBIKOB U BCITOMHUTE, KaK
BBl OTBETWJIM Ha BOIIPOCHI TeCTa. 3alOJIHUTE HILKEIIPUBEICHHYIO
Tabmmiry (OTMeThTe BapuaHTHl A-D), HampuMep, eciii BBl BHIO-
pajii BapUaHT A BO BTOPOM BOMPOCE, MOCTABBTE TAJIOUKY B KBall-
patvke A HampoTWB BoIpoca 2.

A B C D
Bompoc 1 O O B | O
Borpoc 2 O O O O
Borpoc 3 O O O O
Borpoc 4 O O O O
Bormpoc 5 O O O O
Borpoc 6 O O O O
Borpoc 7 O O O O
Borpoc 8 O (] i (]
Borpoc 9 O O O O

A Ternepb IpOAHAIM3UPYITE Ballle ITOBEICHNE HAa BCTpeYax U Co-
BELLIAHMSIX, UCIIOJIB3YSl pe3y/bTaThl TecTa.

BOIIPOC 1
Ha ckojbkux coBelllaHMSIX Bbl IIPUCYTCTBYeTe (BKIIIOYasi opu-
uaibHbIe, HeO(pUIIMaTbHbIC M He3aIUIAHUPOBAHHEIC JICTYIKN)?

A 2-5 B HENETIO == 3 BAJLJIA
B 5-6 B Mecary = 1 BAJLJI
C Hwu Ha omHOM == 0 BAJLJIOB

D Bosnee 6 B HEOENIO w= 0 BAJIJIOB
o '
L BT




IpexkpacHo, ecu Bair oTBeT A. BbI BcTpeuaeTech ¢ JIIOABMU, YTO-
OBl Bcerma OBITh B Kypce MOCIEIHUX COOBITUIA, UMETh CBEXYIO
MHOOPMALIUIO O TOM, YTO Bac MHTepecyeT. Ecii BBl BhIOpaiu
BapuaHT D, To BBI CIMIIIKOM MHOIO BpeMEHM yJelisieTe BCTpe-
yaM, BaM HEKOIJA BBIMIOJHSTH CBOIO paboTy.

BOITPOC 2

BbI roToBHUTECH K COBEILLIAHUSIM 3apaHee (M3ydaeTe MTOBECTKY THSI,
popabaThiBaeTe HEOOXOOUMBIE TOKYMEHTHI, BBISICHSIETE 1Ieb
BCTPEYM, €CIM OHA HAa3HAYACTCS «BOPYD»)?

A [a, Bcerga == 3 BAJLIIA
B HWnorpma =4 1 BAJLI
C Penxo w=» 0 BAJLJIOB

)
Ecnu BBI BBIOpanu A - 3aMmevatenbHO. Ecii BBl CKITOHSIETECHh K
BapuaHTy C, TO Bbl, BEpOSITHO, HE pa3 IyMajM, 3aueM BOOOIIE

BaM IIPUCYTCTBOBATb Ha COBCIIAHMAX.

BOITPOC 3

BEbI ¢ yBepeHHOCTBIO MOXETe M3JI0KUTh CBOIO TOUKY 3peHUsI?
A 4 He Bcerma yyBCTBYIO cebsl yBepeHHO ==  BAJLJIOB
B A nocraTouHo yBepeH B cebe, eClIM XOpOoLIo

BJIAJICIO BOITPOCOM == 1 BAJLI
C 4 Bcerna yBepeH B cebe, BHE 3aBUCUMOCTH
OT MPEAMETAPA3TOBOPA i 3 BAJUIA

i
S -

Ecim BeI Be1Opamm C, TO BCe BCTpeuH TSI BaC OYSHD MPOITYKTUB-
HBI ¥ oJIe3HbL. M ecim BaM He3HAKOM IIpeIMET pa3roBopa, BbI
OyneTe 3amaBaTh BOIIPOCHI, 3aCTaBIIsIsl APYTMX ITOCMOTPETh Ha
npobJieMy ¢ MHOI Touku 3peHusi. Eciin Bbl BeIOpaiu B, To ToXe
HETLIOXO.




BOITPOC 4
Jlnst Bac BaxXHBI BCE pEIIeHUSsI, IpUHUMaeMble Ha COBCIIaHU-
ax?

A Jla, BaxXHO corjlacOBaHME CPOKOB 00s53aTeIbCTB

BCEXYUYACTHUKOB i 3 BAJUIA
B WHorna, o6bIYHO MHE OOCTATOYHO MTOHUMATh

JIVIIb CBOU OOSI3aHHOCTHU == 1 BAJUI
C ¢l 3agactyio He MOHMMaIO, 3a4eM BOOOIIE

TMPOBOAMIIOCH COBEIIAHUE === O BAJIJIOB

Ecmu Bair otBeT A, 3aMedaTenbHO!

BOITPOC 5

Bbl Bcerna MoOHMMAaEeTe, ¢ KaKOW LIEbIO IPOBOAMUTCS COBEILaHue?
A HHorga = 1 BAJLJI
B OGBIYHO Ja == 3 BAJLJIA

C Penko =& 0 BAJLJIOB

IMpekpacHo, ecii BBl BeIOpasin B. Bl penko mpucyTcTByeTe Ha
COBeIllaHWU, He TTOHUMasl, C KaKO 1eJIbI0 OHO TTPOBOAUTCS U YTO
oHo BaMm maetT. Ecnu Bair otBeT C, TO CKOpee BCEro BBl CUMTAETe
BCE COBEIIAHUS MYCTOI TPaTOil BPeMEHMU.

BOIIPOC 6
Eciu Bbl IOMMETE, YTO OYEPENHOE COBELLIAHKE JIMIIB ITYCTasl Tpa-
Ta BPEMEHHU, TO BBL...
A OcraHerech? wwi 1 BAJLI
B Viimere? - 3 BAJLJIA
(EE—
XOpOL1I0, €C/IM BaM yIaJI0Ch YITH 6e3 HEMPUATHBIX TTOCIIEACTBHMN.

Ho u octaTtbcst pagu HamaxkvBaHUSI AETOBBIX OTHOIIEHWIA UHOT-
A TOXE HE caMbIii XyALIWA BapUaHT.
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BOITPOC 7
Ecnu BBl BUOWTE, YTO YYACTHUKU COBEIAHUST OTKJIOHSIIOTCS OT
TEMBI, TO...

A Tlyctb ¢ 3TMM pa3dupaeTcs

npeacenaTesb =i 0 BAJLJIOB
B Bbl 310 HennpeMeHHO

MPOKOMMEHTUPYETE 3 BAJLJIA
C Bel He Oynere obpailiath Ha 3TO

BHUMAHUE = 0 BAJLJIOB

IMocTapaiitech He BbI3BaTh y OKPYXKAIOIIMX HETaTWBHYIO peak-
LIMI0 CBOMMU 3aMeYaHUsIMU. Bbl HE MOXeTe MpOMTHOPUPOBATH
9TOT (PaKT WM MPEeAOCTaBUTH TIPEACEnaTeto coopaHusi pa3ou-
patbesl ¢ ATOM MpOOIEeMOii - MOXET, Mpeaceaareib U ecTb OC-
HOBHas mpobsemal

BOITPOC 8
Br1 nenaere miist ceOs 3ammucu Ha COBELLIAHUSIX?
A Jla, Bcerga =& 3 BAJLJIA
B Penko, s cudtaro MUHYTBI JO €r0o
OKOHYAHUS! == 0 BAJIJIOB

P ey
- Wi ==
Ve 3

N _J

Ecnu BbI BBIOpau A, TO BbI ObICTpeE CIPABIISIETECH C NEJIAMU U B
TOYHOCTU TIOMHWTE TO, YTO TTPOU3OIILIO HA TOM WJIM WHOM CO-
OpaHuu. Ecny Bbl ¢ HETEpHEHUEM OXUIAeTe OKOHYAHUS COBE-
aHus (BapuaHT B), To Bbl HEPENKO OMAa3AbIBACTE C MIPUHSATUEM
pellIeHUId ¥ YacTo He YKJIabIBaeTeCh B CPOK.

BOITPOC 9
Kak 4acTo Bbl BBIIOJHSIETE TO, YTO BaM IMOPYYWIM Ha odepel-
HOM CcOBellaHuU?
A Bcerma o 3 BAJLITIA
B Wuorma - 3 BAJLTA



C Pemxo = 3 BAJLIIA
R,
E ey |
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Ecnu Bo BbIGpEUII/I BapuaHT B, TO Bbl IPEKPACHO ITOHUMACTE, YTO
4acTo acja TEPAIOT CBOIO CPOYHOCTDb MJIM KTO-TO MOXKET ropasao
JIydyme m 6bICTp€C C HUMHU CIIPpABUTLCA.

Tenepp momcumTaiiTe OaIbI.
OO01ee KoJIMIeCTBO 0AJLIOB 3a TeCT 5 BCETO \

N

YeM BhIIIE CyMMa HaOpaHHBIX BaMHU OaJIOB 3a TECT 5, TeM
yBepeHHee Bbl YYBCTBYeTe Ce0s Ha BCTpevyax U COBELIAHUSIX.
MakcumagibHblii pe3yiabTar - 27.

MunnmanbHblii pe3yibrat — 1.

PE3VIJIBTAT 6: BAM MEIIAIOT?

Bepnaurecs Ha cTp. 17-18 Kk OlieHKe HABBHIKOB; BCIIOMHUTE CBOU
OTBeTHl Ha Bompochl 1-6. Huke 3amuimmTe CBOW OTBETHI, HAIIPU-
Mep, eCIM BBl BBIOpasin BapuaHT B B Bompoce 1, To 3anuimuTe «B»
u "Tlonpocute MNpUITHU TTO3XKE» B CTPOKE MO BOIpocom 1.

BOIIPOC 1
Ecnu konnera otopsan Bac OT paboThl, UTO BbI cAenaeTe?

HaubGonee noaxoasitum sBisiercs orBeT B - «[lompocute
(BEXXJIMBO) IPUUATH ITO3KE» =i 3 BAJLTIA
Ecnu BBI oTBIIedeTeCh OT paboOThI (BapuaHT A), TO BBl Hepallmo-
HaJIBHO TIOTPATUTE CBOE BPEeMSI.

BOIIPOC 2
CuyuTaeTe M Bbl, YTO HAAO OBITh OTKPBITBIM U JTOCTYITHBIM IJISI
0011IeHUs ¢ TI0IbMU?



i

«Cuynralo, 4To KaKIblid JOKEH UMETh XOTh HEMHOTO BPEMEHMU,
YTOOBI TTOOKITH B ofauHOoYecTBe» (C) - HAWIydInii OTBET.

C OmHOI CTOPOHBI 3TO KAXKETCSI KPAMHOCTBIO, HO MOBEPhTE, TaK
ropasao Mpolle YKIaabIBaThCSI B CPOK U B TO K€ BpeMsT UMETh
BO3MOKHOCTB TIOMOYD M KOJITIETAM sl 3 BALIA

BOITPOC 3
Kak 4acto BBl UTpaeTe B «aBTOOTBETUMK»?

Ecm BeI BRIOpaym BapuanT C, «Pemko», mpekpacHo! Tak Kak
TaKoe 3aHSTHE JINIIL ITycTast TpaTa BpeMeHn -+ 3 BAJIJIA

BOITPOC 4

Kak BBI BocIippHUMaeTe TTOCTOSTHHOE BMEIIIATEIbCTBO OKpYKa-
IOIMX B BaIlly XW3Hb?

OtBeT «MIMEHHO B 3TOM MpeiecTb XXU3HU» (BapuaHT A) CBU-
NETENTLCTBYET O TOM, YTO K XU3HU BBl OTHOCUTECH PEATTMCTHY-
HO Y IOCTATOYHO ITO3UTUBHO =" 3 BAIUIA

A
SHEHD

BOITPOC 5
Kak yacto Ha pabote BbI pacroJjiaraete cBOOOJHOI MUHYTKOIA,
KOIJa BaC HUKTO HE OTBJIeKaeT?

IIpennoutureneH orBer «Heckonbko pa3 B Heaemo» - A. Bbl-
KPOUTH CBOOOIHYIO MMHYTKY HEITPOCTO, HO JIJIsI BaC 3TO XKM3HEH-
HOHEOOXOIUMO = 3 BAIVIA



BOITPOC 6
Kakyio yactb BpeMeHU BBl TPaTUTE Ha yIaXKMBaHUE KOH(IUKT-
HbBIX CUTyaLIuii?

3amMeyaresibHO, eciu Bail otBeT A - 0-30% -+ 3 BALIA
Ecmu o1 BeIOpam B v C, To 3apaiite cedbe BOIpoc, B YeM MpU-
YMHA BO3HUKAIOIIMX KOH(IMKTOB: B BAlLIMX OILIMOKAX UJIY B Opra-
HUBAILMOHHBIX HemoyeTax?

BOITPOC 7

Bephutech Ha cTp. 19-20 B maBy OlLieHKa HABLIKOB 1
3aMUILIUTEe KOJIMYECTBO OTMEYEHHBIX BAMU BapUaHTOB O
3a Kaxmplii OTMEUEHHBIN BapUaHT i -3 BAJLJIA

YeMm Oosbllle BApMaHTOB Bl YKa3aIM B 3TOM BOIIPOCE, TEM XyKe
BbI CIIpaBJIsSIeTeCh C pabOTOI, €C/IM Bac OTBJICKAIOT.
Teneps noacuuTaiite cymmy HabpaHHbIX OayioB. He 3a0ynbTe

BBIYECTh OaJITbI, HAOpaHHBIC B Borpoce 7.

OO01ee KOIMYECTBO GALIOB 32 TecT 6 J
L

YeM Bblllle CyMMa GaJIJIOB 3a TECT 6, TeM Jierye Bbl CIIPABIsi- |
| eTech ¢ cUTyallMeil B cIydae, €CJId YTO-TO MJIM KTO-TO OTPbI-
BaeT Bac OT paOOoTHI.

MakcumanbHblii pe3ynbraTt - 18.

MuHnManbHbli pe3ybTaT - -15.

NTaK, HACKOJBKO XOPOINO BBI yNpaBJsieTe JIIOAbMH?
BepHurech Ha cTp. 46 M 3aMMILINATE 3[€Ch Balll pe3yJibTaT
3a TecT 4

Tenepp Bain pesynabrat 3a TecT 5 (cTp. 51)

W pesynbrar 3a TecT 6 (cTp. 53)

ooo
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A TeTiepb MOACYUTANITEe OOIMMIA Pe3yabTaT 3a BeCh pa3aes Y-
paBJIeHHE JTIOJAbMU:

(fqu BBIIIIE OOIIWI pe3ybTaT JAaHHOTO pas3jielia, TeM JIydlle
BBl MOXETE YIPABJIATH JIOAbBMU, TEM YBEpEHHEE BbI JEPXKU-
TeCh M KaK pe3yJbTaT - TeM JIydyllle BBl YIPABJIsSICTE CBOUM
BpEMEHEM.

MakcumadnbHblid pe3yabTat - 69.
MunumajbHbliA pe3yiibTaT — 14 .

ITo3mpasasiem! Bel B 3ameuarenpHOll popme u
yMeeTe TOCTaTOYHO XOPOIIO YIIPaBISITh JIIOIb-
Mu. O@HAKO HET Mpejena IJisl COBEPIIEHCTBO-
BaHwus!

Brl B HopMmanbHOI popMe. BBl CITOCOOHEI yITpaB-
JISITh JIIOAbMU, HO HEPEIKO CTAJIKUBAETECH C MPO-
OJIeMHBIMM CUTyallMsIMU. Bam HE0OX0mMMO BBI-
MMOJIHSTh YIPaXXHEHUSI U Pa3BUBaTh HaBBIKU.

Bur B mmoxoit popme! Bam HyxxHO mopabGorarhb
C KHUTOW JUIST pa3BUTHS CITOCOOHOCTEH yrpaB-
JICHUS JIIOAbMU.

JIst TOCTUXXEHUST MaKCMMabHOTO 3(deKTa BbI MOJIKHBI TIPOIi-
TH BCE BOCEMb TECTOB, 3aTe€M O3HAKOMWTBCS C pPe3yslbTaTaMu U
MPUCTYMUTD K TPEHUPOBKAM, YTOOHI YJIyJIIUTh CBOIO hopmy. Ho
TeM He MeHee, €CJIM BBl XOTUTe C(hOKyCHpOBaTh BHUMaHMeE Ha IIPO-
GyieMe yrmpaBJieHUS JIIOObMU, TEePEXOIUTe B pasmen == YIpaB-
JICHHWE JIIOObMU, YmpaxkHeHus, cTp. 88. OmHako Ileped TeM Kak
9TO cHaejiaTh, MPOUANTE HEOOJBIIYI0 TICUXOJOTMYECKYIO TOAT0-
TOBKY =~ Pa3vmmuka, cTp. 66.



OOpa3 Xus3Hu

OpranuzoBath BpeMsl TAKUM 00pa30oM, YTOOBI €ro XBaTalo KakK
Ha paboTy, TaK U Ha JIMYHYIO XKWU3Hb, - BOT Ballla TIEpPBOCTEIICH-
Had 3amava, 3aj1or 3h¢GeKTUBHOCTA U Onaromonyunst. Ciemnyro-
1IMe JBa pe3y/bTaTa [OMOTYT BaM OIpPeNeInTh Balll GaaHC MeX-
Iy paboTOi 1 JIMYHOM XXKU3HBIO U BBISIBUTH UCTOYHUKU CTPECCA.

PE3VJIBTAT 7: BAJIAHC PABOTBI Y1 INMYHOI
XKHN3HU

Bepuurecs Ha ctp. 20-21 B maBe O1ieHKA HaBBIKOB; BCITOMHHTE
BapuaHTHl BAIlMX OTBETOB HA IPEUIOXKEHHBIC HAMH YTBEPXIE-
HusA. M KaxmoMm yTBepXKIeHUM OOBEAMTE OIWH M3 BapUaHTOB
otBera («Hukorma», «MHorga», «4acTo»), Mbl IOBTOPUM HX €I11e
pa3, HILKe. 3a KaKablii YKa3aHHBIA BapraHT NPUOaBIIsiiTe cebe
COOTBETCTBYIOIIIEE YMCIIO OaJlIOB.

YTBEP2KIAEHUE 1
4 cuuralo, 4TO HUKOTAA HEIb3s1 CMEIMBATh PadOTy U CEMBIO.
Huxoraa Huorna Yacrto Hroro
) 0 O
Hepenxo onHO BKIMHUBAETCS B IPYroe.

YTBEPXKJIEHUE 2
OkazaBIINCh Tiepell BLIOOPOM B TTONB3Y Oocca MIM 4YJieHa ce-
MBH, ST CKOpee ITOCTapaloch YTOIUTH 00CCy.
Hukorna HMuoraa Yacro Uroro
3 5 0 O
WUnm Ha KpalfHOCTBH He BCera IPaBWIILHO.

YTBEPXKJIEHUE 3
41 Topa3no GoJblIe BpEMEHHN YIENSIO paboTe, YeM CBOEI CEMBE.
Hukorzga HUnorna Yacto Hroro
) 3 () O
PaGora Ha 1epBOM MECTE, a CEMbsI Ha BTOPOM - 3TO JOCTATOYHO



pacrnpocTpaHeHHOe SIBJIeHUe, 0COOEHHO y MyxkunH. Ho TeM He
MeHee, BaXXHO He TO, CKOJIbKO BpEMEHH BHI yIesieTe CeMbe, a To,
KakK BbI 3TO JIe/iaeTe, yMeeTe JIM Bbl B PEAKHUE Yachl TOCYra OKpY-
SKUTh OJIM3KUX TETJIOM U JTIIOOOBBIO - BOT YTO ILIEHHO!

YTBEPXKJIEHME 4
Jloma 5T 9yBCTBYIO TIOKOH M YMHPOTBOPEHHOCTB!

Huxorna Huoraa Yacto Hroro

0 3 5 O

Haneroch, BBl YeCTHO OTBETHMIIM Ha 3TOT OYeHb BaKHBII BOIIPOC.
ITomHmTe, 9YTO HEML3ST BUHUTH ceOSI B TOM CJIydae, €CJIA BbI UyB-
CTBYETE, UTO XOTUTE C TOMOILIBIO padOThl «ybexkaTb» OT AOMalll-
HUX OpoOJIeM.

YTBEPXKJIEHUE 5
4 yyBCTBY10, UTO AOOMJICS ONTUMAJIBHOIO OajaHca Mexay pado-
TOW U TMYHOM XKXU3HBIO.

Hukoraa Huoraa Yacro Hroro

0 3 5 O

D10 oveHb BaxHO. Ecam Bac ycrpamBaeT TO, KaK Bbl cOallaHCH-
pOBaJIM CBOIO XXW3Hb, 3HAYUT, CKOpee BCETO, BBl 3(h(hEeKTUBHO
crpaBsieTech ¢ IpobaeMaMy Kak I0Ma, TaK U Ha padoTe.

YTBEPXIEHUE 6
4 moomo 06].HaTLCH C JIIOAbMU M BCErja HAXOXy Ha 3TO BpEMA.
Hukoraa Huorpa Yacro Hroro
0 3 5 O

Ham HeoOxoammo pa3HOOOpa3ue 1T aKTUBHOM U XOPOILLIEH pa-
60T1hbI. [To3TOMY, HOMUMO CEMBU U pabOThI, KpailHE BaxKHO HAXO0-
IIUTh BpeMs Ha OOILEHHE C APYTUMMU JIIOAbMH, OCOOEHHO C ApY-
3bJAMU.

YTBEPXIEHUE 7
Moun nuunble nena ((pMHAHCOBBIE W IpP.) JOCTATOYHO YCIEIll-
HEIL.



Huxorna Uuorna Yacrto Hroro
0 3 3 O
Mmuorue JIYOOU UCITBIThIBAIOT (1)I/IH3.HCOBBI€ TPYAHOCTU, HEPEAKO
KMBYT B KpEOWT. KOHC‘IHO, JEHbI'U - 3TO HE CaMO€ H€O6XOII1/I—
MO€ B 2KM3HU, HO OH CTAHOBATCA Kpalee HCO6XOI[I/IMBIMI/I B TOM
ciy4ae, ecy MX HeT!

YTBEPXJIEHUE 8
O JIy4II€EM JOME g4 M HE MEUTaJll.
Hurorna Uuorna Yacro Hroro
0 3 5 O
OmaTh Xe, 5TO Ype3BblYaiiHO BaxXHBIA MyHKT! Eciu GbITOBBIE
YCJIOBHMA BaM HE ITO OYIIE, TO 9TO MOXKET IIPUBECTU K HETaTHUBHO-
My OTHOILIEHUIO K ce0e U KO BCeMy, UTO BaC OKPYKaeT.

YTBEPXKJIEHUE 9
B 1IEJIOM YYBCTBYIO, YTO A Ha IIYyTU K JOCTM2KEHUIO BCETO, O YEM
Me4dTall.
Hukoraa Huoraa Yacro Hroro
() 3 D O
Bce, KoHEYHO, 3aBUCUT OT BalllMX aMOMLMIA, HO OY€Hb BaXKHO
1A Balen CaMOOILICHKM IMOHUMAaTb, YTO Bbl HAa BEPHOM ITyTH.

YTBEPXKXKJIEHUE 10
S mocTosTHHO JOIIO3JHAa CHZKY Ha pa60Te.

Hukorna Huorna Yacro Hroro

0 5 0 O

HOHS'ITHO, YTO KaXXIOMy HOpOfI TIPpUXOOAUTCA 3aCHM2KMBATLCA O0-
mo3mHa Ha pabore. Ho ecim y Bac 3TO BOIIIO B MIPUBBLIYKY, TO,
BEPOATHO, 0o 3TO pa60Ta BaM HE IOAXOOUT, 7100 BBl HE MO-
2KETC MPaBUJIbHO CIUIAHMPOBAaTb CBOC BpPEM:I.

Teneps noacuuTaiiTe OGaLIbIL.
OOmee Komm4ecTBo 0aLI0B 32 TEcT 7 BCEro



Yewm BBINIE Balll pe3yJbTaT 3a TECT 7, TeM JIydyllle BBl yMeeTe
MpaBUJIbHO COATaHCUPOBATh CBOIO XM3Hb.
MakcumabHblid pe3yiabTaTt - 50.

K Munnmanbhblii pe3yabTat - 0.

PE3VJIBTAT 8: YIIPABJIEHUE CTPECCOM

BOITPOC 1

Bepnutech Ha cTp. 21 B rinaBy OlieHKAa HaBBIKOB. YKaXWTe
KOJIMYECTBO OTMEYEHHBIX BAMU BapMAHTOB. O
3a KaXIplii OTMEYEHHBI BADUAHT -~ -1 BAJLJI

e
HTOTD e
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Yem Ooublie BapMAaHTOB Bbl yKasaJil, TEM XYK€ Bbl CIIpaBJIAC-
TECh CO CTpECCaMU.

'S ) Y
\

3a 3TOT BOIIPOC MHHUMAJIBHBIA pe3yiabTaT — 18, a Makcm-
Masbhblid - 0.

OnTUManbHO, €CJIM Balll pe3yJbTaT B npenenax Mexmy 0 u -6.

Yem Onumke Bail pe3yabTar K -18, TeM BeposiTHee, YTO BEHI
Ype3MEpHO TMOABEPKEHBI CTpeccaMm.

Ecnu Bam pesynbTat B mpeaenax ot -7 mo -12, To BBl OJIM3KHA
K TOMY, YTOOBI BIIaCTh B CEPbE3HBIN CTpecC, BCE 3aBUCHUT OT
TOTO, HACKOJIBKO Balll pe3yabTat 030K K -12. Bam Heobxo-
IMUMO MMETh 3TO B BUAY M HEMEIUICHHO MPUCTYIATh K Tpe-
HUPOBKaM IJI yCTPaHEHUS 3TOW MPOOIEMBI.

Ecnm Bam pesynbrar oT -12 10-18, TO KOJIMYECTBO IIEPEHOCH -

MOro BaMu CTpe€CCa MNMpEBLIIIACT JOITYCTUMO BO3MOXHBIN pe-
nen. Ecau BB oTMeTmin BapnaHT «4yBCTBO 6€3H3,HC)KHOCTI/I,




HEHYXXHOCTH, OECCMBICJIEHHOCTH, TIJIOXOE HACTPOEHKE, TO Y BaC |
cepbe3HbIe IpobeMbl. BaM HeoOXxommMo 0OpaTUTHCS K Bpady
IS pellieHusT TpobJieM, CBSI3aHHBIX C BalllUM BHYTPEHHUM
coctosiHueM. W He cTpeMUTeCh CIIPaBUThCS CO BCEM caMu, 0e3
rmocTopoHHel momonu. Eciu BBl He 06paTuTeCh 3a MOMOIIIBIO,
CUTYyallMs MOXET YXYAIIUTHCS.

I moslydeHusl pe3yIbTaToB MO OCTaBIIMMCS BOIPOCAM BEPHU-
Tech Ha cTp. 22-23 B rinaBy OleHKa HaBBIKOB 1 3aIlOJTHUTE HU-
KETPUBEJACHHYIO TabJIUIy CBOMMHU OTBETaAMMU.

A B ; D

Bompoc 2 O O O O
Bomnpoc 3 O O O O
Bomnpoc 4 O O O O
Bompoc 5 O O O O
Bomnpoc 6 O O O O
Bomnpoc 7 O O O O
Bomnpoc 8 O O O |
Bompoc 9 O O O O
Bomnpoc 10 O O O O
BOIIPOC 2
CKOJIbKO BpeMEeHHU BBl TpaTUTE JIMUYHO Ha cebs?

A Yac B IeHb 5 BAJIJIOB

B HeckoabKo 4acoB B HENEIIO = 3 BAJIJIA

C HecKoJbKO 9aCOB B MECSII # 1 BAJIJI

D OueHb-0YeHb HEMHOTO == 0 BAJIVIOB

g
Bk £ o

3aMeanean0, €CJIN Bbl BbI6paHI/I A; 3TO AEUCTBUTEIBHO OYE€Hb
3,[[0p0B0! Ecnu B oTBeTUIIN D, TO BaM ONPEACICHHO HY>KHO YTO-
TO MCHATD.



BOITPOC 3
Kak yacto BbI Ae1aeTe U3NIECKUe YIPaKHEHUS?

A Tlo kpaitHeit Mepe, Tp1 pas3a B Hememo - o LAJIJIORB
B Bpems ot BpeMeHU - 3 BAJLIA

C Penxo 0 BAJLIOB

BHoBb oTBeT A Hambosee npennoututesieH. Eciau Bl peryisip-
HO BBITOJIHSIETe (DM3NYECKNE YIPAXKHEHUSI, TO CIIPAaBUTHCS CO
CTpEeccoOM BaM OyIeT ropasio IIpOIIe.

BOITPOC 4

BbI 1OBONBHEI pabOTO#?
A Ha - 5 BAJIJTOB
B Her 0 BAJJIOB

C MHHorma - 3 BAJLJIA

KOHC‘{HO, HauooJee IIPEATIOYTUTEIICEH OTBET A.

BOITPOC 5

Y Bac xopoilie OTHOIIIEHUS ¢ pyKOBOAUTEIeM?
A Her - ¢ HUM HEBO3MOXHO MOJAAUTH 0 BAJIJIOB
B [a - Mbl OTJIMYHO JaauM 5 BAJLIOB
C Hemroxue, B OCHOBHOM, HaIlTd OTHOIIICHMS

Cyry0bo JeJIOBbIE « 3 BAJLJIA

OTinyHO, eciv BBl BhIOpanmu BapuaHT B. CriocoOHOCTH ecte-
CTBEHHO BECTH Ce0sI CO CBOMM PYKOBOIMTENIEM - KITIOY K YCITe-
xy. deduuut xopolllero KOHTakTa ¢ 60CCOM, HAIPOTUB, MOXET
cTaTh MPUYKMHOIM cTpecca. Ecmu BbI otBeTrii C, TO MOMHMTE,
YTO BOBCE HE HYXXHO CTAHOBUTBLCS JYUIIUMU APY3bSIMU C Ha-
YaJIbHUKOM, HO 3TO BCETa IOMOXKET BaM CHSTb HAIpsLKEHHE
BO BpeMs cTpecca.



BOITPOC 6

Bb1 uyBcTBYeTe, 4TO paboTa BBI3BIBAET Y Bac crpecc. YTo BbI cae-
naetre?

A Ckaxere opyry - 3 BAJLJIA
B Ckaxere KOMy-TO M3 JOMAIITHUX - 3 BAJLJIA
C bynere gepxaTh 310 B cebe 0 BAJLJIOB
D Ckaxere KOMy-TO Ha paboTte - 5 BAJJIOB

D - Hamnbosee TpeAnouTUTEIbHBIN OTBET. Balll Kojutera Moxer
MoIepKaTh BaC B TPYAHYIO MUHYTY XOPOIIUM COBETOM.

BOITPOC 7

Bammm ¢nHaHCH B opsinke?
A Jla 5 BAJLJIOB
B Her 0 BAJLIOB

S
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DuHaHCOBOE JaBIEHUE MOXET CKAa3aThCs HEOIArONMpPUSITHBIM
obpa3oM Ha Bauleil padbotocriocooHocty. Eciau Bbl BeIOpanu B,
TO BaM HENIPEMEHHO Hy>KeH COBET OTHOCUTEJIBHO BallleTo (hMHAH-

COBOTI'O ITOJIOXKEHMA.

BOITPOC 8
CTOJIKHYBIINCH CO CTPECCOBOM CHUTyallei, BHL...
A TlpmHnMaeTe 3TO KaK JOJDKHOE 5 BAJLJIOB
B MHrHopupyere, nonarasi, 4To Bce
YAQOUTCST 0 BAJLIOB
C IlbITaerech pelivTh MPOOIEMY = 5 BAJIJIOB

s L
c EERRERRE .
R

OtBer C HambOoee mpemammouTutenieH. Ho A Tak Xe oTpaxkaeT
HEIUIOXOM BapMaHT MPEOIOJIeHMS CTpecca.

BOITPOC 9
Jlerko i1 BaM MPOSIBIATH BalllM JIMYHbBIE YYBCTBA U IEpEXUBa-
Husa?
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A OueHb JIETKO - BBl MOXETe OTKPBITHCA

KOMY YTOIHO == 3 BAJLJIOB
B Jloma nerko, Ha paboTe - HET «= 3 BAJLJIA
C Ha pabote nerko, goMa - HET 1 BAJLI
D CoBcem HempocTo, BbI CTapaeTech AepXaTh

Ballli YYBCTBA B CE0E w= 0 BAJLIOB

)
Ecau BBl BHIOpanu D, moMHUTE, YTO CYIIECTBYET IpsiMasi 3aBU-
CHMOCTb MEXIY HeBBICKa3aHHBIMU 3MOIIMSIMU U CTPECCaMU.

BOITPOC 10

YV Bac ecTb X000M MJIM MHTEpECHOE 3aHsITHe?
A a - 2 BAJLLTOB
B Hert - 0 BAJIJIOB

Bammu YBJICUYEHUA - 3TO XOpOLHI/Iﬁ croco0 OTBJIEYBCS OT HECIIpU-
SITHBIX MBICJIEHl 1 M30aBUTHCS OT CTPECCOB.

Ternepb MOACUYMUTAINTE KOJIMYECTBO GAJUIOB, BBIUMTAS OAJUTBl 3a
Borpoc 1.
OO1Iee KOIMYECTBO 0AJLIOB 3a TecT 8 (Bcero

.
Yewm BbIlIe Ball pe3yJbTaT 3a TECT 8, TeM JIydllle BBl CIIOCO0-
HBI YIIPaBJISATH CTPECCOM.

MakcumaibHblii pe3yabTaT - 45. ‘
MunnmanbHblii pe3ysibTar — 18.

HraK, Kak Bbl OLIEHHBAETE Balll 00pa3 KU3HU?
Bepuutech Ha cTp. 57 M 3anmuImnTe Ball pe3yabrar 3a tect 7 [
Temnepp Bamn pe3yiabTaT 3a TecT 8 (CTp. 62) O

Ternepb momcuMTaiiTe OOIIMIT pe3yabraT paszmeia Q0pa3 KU3HH:
Oomuii pesysasTat pasiena




YeM BhIlIe Ballla cyMMa 0ajyIoB, TeM JIy4lle Bbl CITOCOOHBI
MWHHMMU3HUPOBATh CTPECCHI, B IIOJIHOM Mepe peanun3ysl Bally
>KM3HEHHYIO SHEPIUIO.

MakcumaibHblii pe3yabTar - 45.

Munumaibhblid pesynbrar — 18.

IMozgpaBiasgem! JI1060if mo3zaBUAYET BallleMy
o6pasy xu3Hu! Ho He ocTaHaBnuMBaiTeCh Ha
JIOCTUTHYTOM.

Bur B HopManbHO# popme. OmHaKO yIpaxkHe-
HUS TI0 YIYYIIeHUI0 ()OPpMBI BaM BO MHOTOM
TTOMOTYT.

B! B mmoxoi hopme. Bam HyXHO pa3BUBaTh CBOU
CIOCOOHOCTH YITPABJICHUS CTPECCOM, YTOOBI TTpa-
BIJIBHO COATAHCHPOBATh CBOIO JKM3Hb.

JIs1 HOCTVKEHMST MaKCUMaJTbHOTO 3(hdekTa Bbl TOJKHBI POiA-
TH BCE BOCEMb TECTOB U OMPENEIUTb pe3yibraThl. Eciu Tak, me-
pexoauTe Ha CJISAYIOLILYIO CTPAHUILY 117151 IOJABEIeHUs UTOTOB OT-
HOCHUTECJIbHO BAIIMX HABBIKOB YINPABJICHUA BPEMCHEM.

Ho ecnu BBl xoTUTE c(hoKycHpoBaTh BHUMaHKE Ha BOITPOCE
o0pasza X13HM, IIepexoauTe B pasaen - O0pa3 KU3HH, YiI-
paxkHenus, ctp. 104. OmHaKo Iepes TeM KaK 3TO ceslaTh, IIPOoii-
JIATe HEeOOJIBIIIYIO TICUXOJOTUMYECKYIO TMOATOTOBKY «+ Pa3MuH-
Ka, cTp. 66.



MUTak, HAcCKONbKO XOpPOLWIO Bbl yrnpasnsiete
BpemMeHem?

I/ITaK, BbI MMPOIIJIM BCE BOCEMb TECTOB U 3HACTC CBOU PE3YyJbTa-
ThI. TCHCpB IMoABEAEM UTOT.

Bam nepcoHaibHbI TpoduiIbL

BepHutech Hazan 111 onpeie/ieHUs BallluX PE3yJabTaTOB MO KaX-
JIOMY paszfeny:

VnpasneHue paboToii

VhpapieHue JToapMU

O06pa3 XU3HU.

3anuiuTe CBOW pe3yJbTaT Mo KaXIOMY M3 paslesioB.
VYnpasnenue padotoii (cTp. 42)

VnpasneHnue aoabMu (cTp. 54)

O6pa3 xusHu (cTp. 62)

Wrak, kakoB Bam pe3yibrat?

O6muii peayabraT Yupasienusa BpeMenem

oono

TMozapasisiemM, BbI MPOCTO ac MO YIPABICHUIO
BpemeHeM! Brl B oTimuHOI hopme, HO, ObITH MO-
KET, €CTb elle YTO-TO, YTO MOXHO YCOBEpIIEeH-
CTBOBaTh?

Beb1 B HopmanbHO (hopme. Bam Hajio pa3BuBaTh
HaBBIKU YIIPABJICHUSI BPEMEHEM.

Be1 coBcem He B hopme! Bam HeoOxoaumo pa-
0oTaTh Ham coOOW NI MOCTUKEHUS JTY4IIIEro
pe3yJbTara.

Tenepb BHOBb B3IJISTHUTE HA Balll PE3YJIBTATHI MO KAXAOMY U3
paznenoB. O6BenuTe (OTMETHTE) CBOM PE3YJIbTATHI.



ITnoxas Hopmambhasa OrmyHas

dopma  cdopma ¢dopma
Vnpasnenne padoroit  3-68 69-134 135-199
VYnpasnenne moopmu  -4-14 15-42 43-69
O06pa3 Ku3HU -18-20 21-58 59-95

Bb1 cuiibHbBI/ClIabbl B KaKoii-To orpezaenaeHHoi chepe? Hampu-
Mep, BbI JIETKO CITpaBJisieTeCh ¢ paboTOil, HO BaM ropasio TsKe-
Jiee pacripeiesuTh CBoe BpeMs ISl JOCTUXKEHUST XKU3HEHHOTO
Oamanca. Mau, MoxeT OBITh, BalllM IUTIOCHL/MUHYCHI B yIIpaBJIe-
HMM BpeMEHEM PacIipOCTpaHsIIOTCs cpady Ha Bce obsactu? Bep-
HUTECh K BalllMM pe3yJibTaTaM 3a TecThbl 1-8. MoxeTe i1 Bbl OI-
peneNuTh CBOU C1abble/CUIbHbIE CTOPOHDI?

IMosapapnsieM ¢ BallMMU CUJIBHBIMU CTOPOHAaMU, HO UTHOPUPO-
BaTh Ballld cjlabble MecTa HeJlb3sl.

IIpexne yeM mpecTynuTh K TpeHUpPOBKe, caenaiite HeOOIb-
LIYIO pa3MUHKY. - Pa3MuHKa (TlepexoauTe Ha CJeIyIOILyI0
CTpaHMUILY).



PazmuHka

IIpexxne yeM mpecTynmuTb K OCHOBHBIM YHpaKHEHUSIM, HEO0XO-
MO TIPOBECTU TICMXOJOTMYECKYI0 pasMUHKY. Chenaiite 3Tu
YIOpaXKHEeHUsI, YTOObI MOHSTh, A Yero BaM HeoOXOAMMO Ha-
YUUTBCS YIIPABIISATh BPEMEHEM.

®* Yto Bbl NpHOOpPETETE, €CIIM HAYyYUTECh Oosee
3(pHEKTUBHO YIPABISATD BPEMEHEM? ..o

*  KT0 TakxKe 3aMHTEPECOBAaH B TOM, 4TOOBI BbI ymMeEIm
JIy4llie TUIAHUPOBaTh CBOE BpeMH‘)

* [lpemcraBbTe AeHb, KOTIa BbI CIeTacTe Bce HaMeUeHHBIE
nesa, yimere ¢ paboTel BoBpeMs. [IpencraBbTe, YeM BBI

3aiMETECH BEYCPOM. HanuImmTe 00 3TOM «oovovvimmiiiaienns

®  OnuimMTe Balll MEHTaJIbHBIC 6J'IOKI/I, KOTOPBIE MOI'YyT
noMeluarh BaM JOCTUYb ITOCTABJIEHHBIX LEACH -rovooevien

B Havasne kaxnaoro AHsI MOMbITATECH MPEACTABUTH, UTO Obl BbI
XOTEJIU YCTeTh ClesiaTh 3a IeHb, BKJII0Yasi BpeMsl JJIs BCTPEUU C
POICTBEHHUKAMU U IPY3bIMHU.

Hrak, BpeMsi HauMHaTh AeiicTBoBaTh! Ecau Bbl BBITOIHU-
JI BCE BOCEMb TECTOB = MEePeXOAuTe B pasies YNpaKHeHus,
cTp. 67. Eciv BBI XOTHTE YIeTUTh BHUMAHMSI KOHKPETHBIM BOIT-
pocaM, TO TepexoauTe K TPeHUPOBKaM IO COOTBETCTBYIOLIVMM
pasnesnam:

VYrparineHue paboToi, YnpakHenus, cTp. 71.
VYrpanieHye TI00sMY, YIpaKHeHus1, CTp. 88.
O0pa3 Xk13HM, YnpaxkHenus, ctp. 104.






HWrak, Bbl mpouuin OUEHKY HABBIKOB, OIPENCIMB CBOM CUJIbHBIE
CTOPOHBI, U BBISICHUIIM, HAJl YeM ellie cieayeT mopaborath. Bpe-
Ms nefcTBOBATH!

B pazgene YmpaxHenus BaM TipejajiaraeTcsi Habop MpakTH-
YECKHUX 3alaHUIi, C TTIOMOUIbIO KOTOPBIX BBl 00peTeTe cynepdop-
MYy IJid yripaBieHus BpemeHeM. Bce, 4To BaM HyXXHO, — 3TO Ballia
TOJIOBa M YMCTHIM TUCcT Oymaru. Boepen!

BariasHuTe Ha CBOIi MepCOHAIbHBI TPOpWIbL Ha cTp. 64. B uem
Bama ciabocts? B yem Bama cuma? Kakoit mpoGiaeme BaM Clemy-
eT yIeJUTh 0coboe BHMMAaHUE - YIpPaBIEeHUIO pabOTON WM YII-
pasnenuto goabmu? Umm xe m Tomy, u apyromy? Bce 3aBucur
OT Balllero WHAWBUIYaJlbHOTO pe3yjabTaTa oueHKu. Mcxons us
9TOTO BbI IOJKHBI BIOPATh MPUOPUTETHI s JANIbHEHIINX Aeii-
CTBUMA.

W nomHuTe, 4TO H00BETECH OJECTSIIUX PE3YJbTaTOB, €CIU
OyneTe clieoBaTh BCEM MPEIOKEHHBIM PEKOMEHIALIUSM U BbI-
MOJIHITh BCE TPEHUPOBKMU.

Vrpaxuenus 1 —3 oTHocsATcsa K pe3yiabTrataM ¢ 1 mo 3. Tak
XK€ COOTHOCATCS U YrhpaxHeHuss 4-6 u 7-8.

He 3aGniBatiTe, 4TO BBl TPEHUPYETECH TOJIBKO pajau cebs, Beab
JIUIIb BBl CAMU MOXETE YTO-TO U3MEHUTh B cBoel Xu3Hu. [1pu-
ISl B TPEHAXEPHBII 3aJ1, Bbl, KOHEYHO, MOXXETE HE BBIMOJTHSATH
yIpaxHeHus HamiexamuMm obpa3zoMm. Ho u adbdexr Oymer co-
OTBETCTBYWOIIMM. Tak 4TO pe3yabTaT 3aBUCUT TOJIBbKO OT Bac!



Hepeﬂ HadaJioM TPCHHUPOBOK 3aITIOMHUTEC OCHOBHBLIC NCCATDH

MI/I(I)OB, npecacayrommx BCEX M KaXa0oro, KTo CTpEMUTCA Ha-

YUYUTHCA MPABUJIBHO pacHpeacisaTb CBOC BPEMA:

Mud 1

Mud 2

Mud 3

Mud 4

Mud 5

Mudo 6

Mud 7

Mud 8

Mudop 9

Mud 10

HeBo3MmoxXHO OBITH OpraHM30BaHHbBIM, €CJIU paGOTH
CJIMIIIKOM MHOTO.

Ecmu Bam HeoOxomumo caenaTh pa60Ty OIIPEACIICHHBIM
06pa30M, TO HHWYEro HE CJICAYET MCHATD.

Bama pa6oTa yHUKanabHa, HE CYIIECTBYET HUKAKMX
CHCTEM, CITOCOOHBIX BaM TIOMOYb.

Ecmu cucrema pa60TaeT BEpHO, TO BaM IJid OpraHu-
30BaAHHOCTH BOBCEC HE Tpe6yeTc;{ CaMOIMCHUILTIMHA.

Bama pa6oTa mompazymeBaeT IMOCTOSSHHOE OOIICHUE
C JTIOJIbMM, W'Y Bac HET BpeMeHU Ha caMmoro ceos.

Bnl HE MOXeTe U3MEHUTD IOpUOPUTETHI, YCTAHOBJICH -
HBIC OpraHI/I3aLlI/ICI71.

OOBIYHYI0 €XeTHEeBHYIO pabOTy He HYXHO BCe BpeMs
TUTAaHUPOBATD.

Bbl criocoOHBI OBITH 3¢ HEKTUBHBIM U 0€3 BCEX MUJIBIX
TIPUCTIOCOOJICHU THUTIA JAOCKU IS HATIOMWUHAHUS WIN
3(hGEKTUBHOM CUCTEMBI 3alMCH TaHHBIX.

Bce camo 06pa3yeTc;1, 1 TOTJa BBl CTaHeTe Ooee opra -
HHU30BaHHBIM.

IIpoGnema He B Bac, a B IPYrUX JTIOASAX, B OPraHU3ALINH,
B paborTe.



YnpaBneHue paGoTton

DddexTrBHOE yIIpaBiieHNE pabOTOM - 3HAUNT U 3P GEKTUBHOE
yrpaBjieHHe BpeMeHeM. M o™i Tpu ymnpakHeHUsT TOMOTYT BaM
B 3TOM.

YIIPAXKHEHHME 1: OTHOIIIEHWA

To, KaK BBl OTHOCUTECH K BOIIPOCY IJITAaHMPOBAHMUS CBOETO Bpe-
MEHM, OIPEICNISIeTCST BalllMM KM3HEHHBIM OITBITOM B CyMME C
BalllMU OXXMAaHUAMU U ipuBbiukamu. B tepmunax HIIIT (Heii-
PO-JIMHTBUCTUYECKOTO MPOrPaMMUPOBAHMUSI) Bbl MBICJIEHHO CO-
3maeTe Kapry, OTPaXKalollyl0 MUpP BOKPYT BaCc TaKMM, KaKMM BbI
ero cebe npexacrapisiere. OH YHUKAJICH 11 KaXIO0To, 3TO Ta pe-
aJbHOCTb, B KOTOPOI BHI XuBeTe. Kapty atoro mupa dhopMupy-
IOT MPOM3OLIEIIE ¢ BaMKU COOBbITHSA. OHU JIMOO 3acTaBAT Bac
MO-MHOMY B3IJISSHYTh Ha MMp, JTMOO MOATBEPAIT BAILy ITO3UIIUIO
OTHOCHUTEJIFHO TOTO MJIM MHOro Bompoca. Eciam okpyxarorue
Bac JIIOIM BHICKA3BIBAIOT CBOIO TOYKY 3PEHMS, TO BBI, CPAaBHUB
3Ty TOUKY 3pPEHHsI CO CBOEl, MOXKeTe KaK COINIACUTBLCS C HUMM,
TaK 1 OTBEPTHYTb UX B3MJIAAbL. 1S yripaBieHUs BpeMeHeM BaM
MPEXIIE BCETO HYXXHO ITOHSTh, B YeM 3aKJII0YaeTCs Ballla TO3M-
MsT ¥ 9TO Ha Hee BiausieT. Ho cKombKo moneil, CTOJIbKO M MHe-
HUI, 1 HEPEIKO TO, YTO OYEBHMIHO JIJISI BAC, MOXKET OBITh COBEP-
IIEHHO HETIOHSITHO IPYTOMY 4esioBeKy. [loaToMy nHOrIa Hy>KHO
MOMBITATHCSI U3MEHUTH CBOIO TOUKY 3PEHUsI, €CJIM OHAa UTpaeT
npotuB Bac. MTak, MbI MomOIUIM K OCHOBaM caMOaHaIM3a.

Kak Hayuyuthcsi caMoaHAIU3Y?

CyliectByeT Tpu 3Tama. Ha mepBoM BaM HEOOXOAUMO 4YETKO
MPeICTaBUTh cebe, Yero BBl XOTUTE, HO He OT XXU3HU B LIEJIOM, a
B OIpeeIeHHbI MOMEHT (IaXe eClIM Bce, O YeM Bbl MeUTaeTe B
STOT MOMEHT, 3aKJII0YAeTCsl B TOM, YTOOBI IIOCUIIETh CITIOKOMHO U
He IyMaTh HU O YeM OIpeIeIeHHOM). 3aTeM BaM HAlO MOHSATh U
IOYYBCTBOBAaTh, UTO TBOPUTCS KPYroM, YTO paboTaeT Ha Bac, a
YTO MPOTUB BacC, KaK BB CIIPABIISIETECh C CUTYalIMEl, KaK BeIyT



ce0st okpyxaromre. M, HakoHell, mocTapaiTech MOHATh, YTO U
KaK Bbl MOXETe M3MEHUTh (B CBOMX MOCTYIKAX WIA MBICISIX),
YTOOBI JOOGUTHCS TOTO, YETO BbI XOTHUTE.

YT0 BBI XOTHUTE J€JATh?

YTto BaM HYXXHO OT XWU3HM?

Ha nucre 6ymaru onuiuure ceds1 M CBOIO XKMU3Hb TAKMM 00pa3oM,
YTOOBI 3TOT MaTepra KTO-TO MOT MCIIOIh30BAaTh, IIPOM3HOCS pedb
0 Ballleil >KM3HM Ha TOPXKECTBEHHOM YKIHE.

Yto OBI BBI XOTENM, YTOOBI OHM O Bac ckaszaimm? Ilocrapaii-
Tech ynoxuthes B 250 cnoB. Teneps HamuimmTe o0 cede ¢ TOYKKU
3peHMsI Ta3eTHOIO KPUTHUKA, KOTOPBI OlLIEHWBAET pevb O Bac Ha
TOP>KECTBEHHOM YXKMHE B €XXeIHEBHOI YTPEHHEH rasere Ha cie-
IYIOIINIA TeHb. YYTUTE, YTO 3TOT KPUTHK 3a YTO-TO Bac OYEHb
HenomoommBaeT. Yto ObI OH 0 Bac Hamucan?

Brb1 3amerniiu pazmmaus? IlpekpacHo, 3To 1 €CTh Balll «IUIaH
IEWCTBUIT», TaK KaK pa3jIMius B ONMMCAHUSIX ITOMOTYT YCTaHO-
BUTb, YTO BaM HYXXHO CZ€JIaTh ISl TOTO, YTOOBI CTaTh TaKUM Ye-
JIOBEKOM, KaKMM BbI BCEINa XOTeJIU OBITh (M COOTBETCTBOBAThH
MOJIOKUTEIEHOMY 00pa3sy!).

WTtak, BBl onpeneanan KIo4YeBble 1, KOTOPbIE MO3BOJIST
BaM M3MEHUTH KM3Hb 110 BallleMy BKYCY.

Y10 BbI XOTUTE MOJIYYUTH OT Ballieii padoThI?

CocTaBbTe CIMCOK JieJ1, KOTOPHIMU BBl 3aHMMaeTeCh Ha paboTe

(OT caMbIX He3HAYMTEIbHBIX 10 HanboJiee BaXKHBIX).
ITpopamxupyiite nx (1-10), rcxons U3 Toro, HACKOJIbLKO OHU

BaXKHBI JIJTsI BBITTOJTHEHMST PAa0OTHI M HACKOJIBKO OHM HY>KHBI BaM.

Ecm mudpsl coBriamator, 6aylaHc JocTurHyT. Ecim GamaHca He

Ha0IomaeTcs, TO BaM CJIEAYeT YTO-TO M3MEHUTb.
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Pasnocts

Takum 00pa3oM BBl 3aMETUTE HECOOTBETCTBUSI MEXIY TEM,
YTO JIydIlle JIJIST Bac, U TEM, YTO CUMUTAET Haubojice 3HAUUMbBIM
Ballla opraHu3anusi. Terepb Bbl CMOXeTE IMMPUHSTH BaXKHBIE pe-
LIEHUS, HAIPUMEP, OTHOCUTEIBLHO TTOATOTOBKH €XEMECSTIHOTO
oTyeta. Moxer, ObUIO ObI OOJIee MPABUIBHBIM JOBEPUTH KOMY-

TO eme?

Y10 NpoucxXoauT BOKpPYr?

* OtopBuTECH OT AEI.
*  BamisHuTe Ha Yachl M 3aIUIIUTE BPEMSI.
*  3akpoiiTe IIa3a, «3aKpOUTe» VI U TOTPY3UTECH B CBOU

MBICJIN.

e TCHGpL OTKpOfITC Trj1a3a M1 3aruviiamTe, O 4YEM BbI AyMaJin.

* 3akpoitTe aza M MpUCIyIIaiTeCh K TOMY, YTO
MPOMCXOOUT BOKPYT Bac, HE YIyCcKasi HU OJHOM IeTalu.

*  OTKpoiiTe T71a3a N 3aIUIINTE, YTO BBI CITBITIIAIII.

* Tenepb orsiAUTECh BOKPYT U 3alIOMHUTE BCE, YTO BbI
BUIIWTE, BIUIOTH OO0 MEJIbYANIIC ACTAJIN.

* 3amnmmre, 9TO BBl YBUICIH.



BCpOHTHO, BalllM 3aMETKM MPEACTAaBIAIOT co00if YTO-TO THUMA:

51 yyBCTBYI0 HeOOJBIIOE TIEpeHAMpSIKEeHUE.

$1 GecToKoIoCch, UTO HE YCIelo YIOXHUTBHCS B CPOK.

ITouemy Maiikn He 3BOHUT, Belb OH oberran?

Yrto menaTh ¢ MPOMABIIMMM JOKyMEHTaAMM?

ITockopee ObI BBIXOAHBIE - OymeT TpaHAMO3HAsl BeYSpUHKA.
YTo OBl MHE HaAJETh ?

S chpiiy, KTO-TO TevaTaer.
I'yn KoHOUIIMOHEpA.
TenedoHHbIC 3BOHKU.

A Buxy, uto JIXkoaH pazroBapuBaeT ¢ AmamoM. OHa 4eM-TO
paccepXeHa, OH CJIyIIaeT ¢ SIBHBIM OTCYTCTBHUEM HMHTepeca.
3acoxmuii 6yKeT CMHUX-CMHUX IIBETOB.

Bona B Basze MOKpBLIACh CIIOEM TTBUIN.

Ha xoBpuke n300paxxeH IpakoH, MOEHAIONINI IIBETHI.

enb ynpaxkHeHUS - TOMMaTh MOMEHT! DTO TTOMOXET BaM OCTa-
HOBUTD XOI BalllMX MBICJIel HAa MTHOBEHHME U He OexaTb Harepe-
TOHKU CcO BpeMeHeM. Bbl MoxeTe MpojenbiBaTh 3TO €XeTHEBHO,
KaXxmaylo Helemo, B Jo0oe BpeMs. YIpaxkHeHHe TO3BOJISIET 3a-
(uKcupoBaTh MOMEHT Balllell XKM3HU, YCITOKOUTHCS M BOCCTAHO-
BUTbH YTpaueHHBI KOHTPOJb Hal COOOIA.

KTo0 BBI 1 4TO BBl MOXKETE B ce0e M3MEHUTh?

YToOBI MOHATH, KEM BBI ABJISETECH, 3aMOJHUTE KaXIYI0 U3 TPeX
KOJIOHOK Tabnuubl: ®usnueckue npusHaku, Dmouuu/Iosene-
aue, Uurennekr/Unartepecsl. [loguepkHuTe TO0, 4TO BaM B cede
HpaBUTCS.



Ipumep:

[
(DII'.HI‘! CCKHE
NpH3HaKkH

Imonuu/
llopenenne

Hurenaexr/
Hurepecs

Kennpuna
Baounika
Hiuskiit poet
Hpimmas gurypa

Koska HOKRPBITA

Xopomee 4YBCTBO I0MOPA
DHTYIHACTKE
1 - -
Jhobeeoburabaas
Hpvaemobuas

Bensimsunnas

Muyeh Ha HCUXOJA0TA
[Morronnna KpHKera
Jwobnio nayuHbie

KHHTH

[Maoxo cnpasistioch

IATHAMH st s " COTCKYILMI
Hacto CranosnTes L

VIEE ! Jles1aMn
KRyipsisore CKVYHO

BOJAOC K
|

Xopolio cnpagigiocs Jiiwbmo pabory
HPIF HPOBEACHHN

COBeHAHIT

Manenbrri
pasmep Hori

Henasioky mcars
OTUCTDI
Henapuxy jerann

Jamymem

Tenepb MOCMOTPUTE HA Te MYHKThI, KOTOPbIE BBl HE TTOAYEPKHY-
JIH, 1 3amaiiTe cebe BOIpoC:

JIefCTBUTEIBHO JTU MHE HY:KHO 3TO MEHSTH?

CMory I I 3TO UBMEHUTD?

Ecmu cmory, To 4TO mpexkae Bcero MHe HeOOXOOMMO U Kak Io-
CJIEAICTBUSL OTPA3ATCS HA MOEH XXU3HU?

C yero Havyatp?

Terrepp BBI 3HaeTe, ¢ YeM MOKETE XKUTh JAJTbIIIE M UTO XOTUTE B
cebe U3MEHUTb.

Yo Bam HpaBUTCA?

Bbigenute mapy MUHYT M 3aITUIIMTE TO, YTO BaM HPABUTCS B Ba-
el pabote (Hampumep, paboTta ¢ KIIMEHTaMU, TPOBEAECHUE CO-
BelllaHWnii, paboTa ¢ g pamMu), a 9To He HpaBUTCS BOBCe (K TIPU-
Mepy, IMOATrOTOBKAa OTYETOB, rpacdukK pabOThl, HAaYaJIbHUK!).
Ternepb NpoaHATU3UPYITE, YTO BBl MOXETE M3MEHUTD (M KaK 3TO
JIy4Ille CHEeNaTh), a 4TO, K COXAJCHUIO, N3MEHHWTh HE B BallUX
CHJIax.



Mbic/mTe NO3UTHUBHO!

[IpocHyBIIVICh YTPOM, Ha TTApy MUHYT 3aIyMaiTech O MPEACTO-
guieM nHe. [IpeactaBbTe cebe MATh BElleil, KOTOPBIE BbI JIMOO
IJIaHUpYeTe CaesaTh, MO0 OXKIaeTe, 9YTO OHU C BAMM TTPOU30¥i-
IyT. DTO MOXKET OBbITh YTO YTOIHO, HAYMHAST OT MPOCMOTpA Tene-
repenadr, KoH4ast IIPOBeIeHNEM Balllero MePBOTO COBEIaHMSL.

Temnepb moaymaiite o Tpex BelllaX, KOTOPbIX BbI XKAETE MEHb-
1Ie BCEro, HO KOTOphIe MOTYT Npon3oiTh. Kak Bbl ¢ HUMM cripa-
BuTech? Kak HY>XHO K HUM OTHOCHUTLCS, YTOObI OHM HE Ka3aJIUCh
TakuMu yxkacHeiMu? A tenepp HAYHUTE JEHB C XOPO-
LHEro HACTPOEHMUAA!

To, KaK BBl OTHOCUTECH K CBOEi1 paboTe, BIIMSIET HA TO, KAK BbI
C Hell cripaBiisieTech. MBICTUTE MO3UTUBHO U IIOMHUTE, UTO TOJIb-
KO Bbl B COCTOSSHUM U3MEHUTh COOCTBEHHbIE MBICH! [J1aBHOE -
3HaTh «Kak»! [lycTh BpeMsl CTaHeT IUIsl BaC LIEHHBIM TOBapOM,
KOTOPBIM BaM HAJI0 MPaBUJILHO PaCIOPSKATLCS, a HE YEM-TO, UTO
HEBO3MOXHO KOHTPOJIMPOBATE.

YIIPAXKHEHME 2: ITPUOPUTETDI

CnocoGHOCTb YETKO PacCTaBUTh MPUOPUTETHI U TIPUHSATH BEp-
HBIE pellIeHUsT OTHOCUTEIbHO TOTO, YTO M KOT/A eJIaTh, YPE3BbI-
YyaitHO BaxkHA TS 3(PHEKTUBHOTO YIIPaBJICHUS BPeMEHEM.

Jns pacnpeneieHusT 3aJaHWil MO CTEMEHW BaXHOCTU BaM
HY>KHO YMETh OLIEHUTh UX CJIOKHOCTh, CPOYHOCTb ¥ 3HAYMMOCTb.

«Jlonrn» n «bBanbHbBIE IATHA»

YpasneHre IpuopUTeTaMy BKIIOYAET B ceOsI T€ XK€ IIPUHITUIIHI,
YTO U yIpaBlieHWe NeHbraMu. Bbl 3HaeTe, KaKkylo 4acTb CBOEi
3apIUIaThl BbI JOJDKHBI IIOTPATUTh HA OCHOBHBIE HYXIBI: BBIILIA-
THI IO KpenuTaM, Tene(oHHbIe cueTa, ena 1 T. A. OcTraBiivecs
JIEHBI'W BBl MOXETE ITOTPaTUTh U Ha TIPEAMEThl POCKOIIM, TaK1e
IIEHBIM $1 Ha3bIBAlO «ICHBIM Ha OajibHOE IuIaThe». CyIIEeCTBYIOT
TakXe JEHBIM, KOTOphIe BBl MCTPAaTWJIM, HO BaM ObI XOTEJIOCh
UMeTh uX B Hanmuuuu. Ilyctb 310 OyAyT AEHBIM Ha <«OEJIbIX CJI0-



HOB», TaK KaK BbI MTOTPATWIM WX HA MOKYMKY TOrO, YTO BaM He
OCOOEHHO HYXXHO.

To xe camoe 1 co BpeMeHeM. Bbl TOKHBI OMPENENTh CBOU
«1oaru» (To, 4To B JIOOOM Ciydyae TpeOyeT 3aTpaT BpEMEHMU),
«OaNbHBIE TUTAThsI» W HE 3a0BITh MPO «OENbIX CIIOHOB», TOLAA BbI
cMoxkeTe 3(hdeKTUBHO U MPaBUIbHO CIUIAHUPOBATH CBOE BpeMsl,
paccTaBUB TTPUOPUTETHI.

CocraBbTe CMCOK JieS1 Ha padote. HanmpoTus Kaxmoro myHK-
Ta YKaXUTe, CKOJTbKO BPEMEHM BaM HYKHO Ha BBITIOJTHEHHE 3TO-
TO 33[IaHUSI, U HE 3a0yIbTEe OTMETUTD, K KAKOW KaTerOpvy MOX-
HO €ro OTHECTU:« JOJITH»,« OaJIbHOE TIIaThe» WU «OeJIbIiA CJTIOH».
JpyrimMu cioBamMu, 3TO 3alUIAaHUPOBAHHOE JIEJI0, IPUSITHOE BpE-
MSITIPETIPOBOXICHUE WIN XK€ TPOCTO IycTasl TpaTa BPEMEHMU.

IIpumep:
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Terepb BaM cllemyeT IMOHATH, YTO B Ballleil paboTe BaM HambosIee
BaXXHO.

KioueBble 00J1acT Bameid padoTsl

IMpoBeaute aHamu3 Ballieil pabOTHI Ha JAHHBII MOMEHT. YKaxKu-
Te cremylolee:

v" 1leap nmpoaesaHHO paboOThI, B YeEM COCTOsIa padoTa,
Kakue cepbl OHa OXBaThIBaIA.
v" Kakue pe3yabTaThl ObUIM ITOJTyIEeHBI?




v Tlom KaXapIM pe3ybTaToOM 3aluIlInTe ITOCTaBICHHYIO
JKEJIaeMyIo 1IeJIb.

v OnurcaHne OCHOBHBIX 3alaHMi1, KOTOPbIE BKIIOYAIa B
ce0s1 paboTa, BBHIIIOJHEHME ONpeaeIeHHbIX
00s13aHHOCTEl, HEOOXOMMMBIX TSI TOCTVDKCHUS
TIOCTABJICHHBIX ILIEJICI.

v/ Kakwne oT4eThl, 6alaHChI OBIITM COCTABIICHBI?

CoracyiiTe Ballli OTBETHI CO CBOMM MEHEIXKEPOM, BHECUTE He-
00XOIMMEIE TIOMPAaBKH.
OOGHOBIIsTITe MHGOPMALIAIO KAXKIBIE IIECTh MECSILIEB.

ComMHeHNs1 IpH BbIOOpE MPHOPUTETOB

HHorga, Korma mepen BaMU BbIpacTaeT ropa HEOTIOXHBIX JIe],
MPUOPUTETHI HEe BUAHBI BOBce. B TakoM cltydae HEOOXOAMMO TT0-
TIEJIUTH BCe JIeNIa Ha YeThIPe KATETOPUN: BaXKHBIE Y CPOYHBIE, CPOY-
HBIE, HO He BaXXHBIE, BasKHbIE, HO HE CPOYHBIC, HE CPOYHbBIC U HE
BaxkHble. COCTaBbTE CIMCOK [N Y 3aMOJIHUTE CIICAYIOLIYIO Ta0-
JIALLY.

Ipencrosive nena

Baskubie u Cpounbie, HO
cpotnbie He BajKHBIE

E— ————
Basikubie, HO | He Basusie u
HEe CPOYHbIE HE CPOUHBIC |
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B TIEPBYIO O4YepCab CICAYCT 3aHMMATbCA Ba’KHbBIMM M CPOYHBI-
MU a€j1aMu, 3aT€EM CPOYHbIMM, HO HE€ BaXXHBIMH, ITOTOM Ba>KHbI-
MU, HO HE CPOYHbBIMU, a4 HE CPOYHBIC 1 HE BAXKHBIC JI€JIa MOXKHO
BOOOIIIE OCTaBUTH B CTOPOHE, ITOKa 3TO TOro TCpHI/IT!

IToenanme ka0

Hepenxo BbI craikuBaeTech ¢ 3agaHUSIMUA ONMHAKOBOI 3HAUM-
MocTu. B aToM ciydyae ucrnosb3yiiTe MeTon «IByX Ka0», BCIIOM-
HUB paccka3 Mapka TseHa.

IIpencraBbTe, YTO BaM HY:KHO CheCTb ABYX Xkab. Cama 1o cebe
unest orBpartutenbHa! CheB OqHY Xaly, MbI BOBCE HE TOPUM Ke-
JIaHMEM CheCThb M BTOpYyIo. Ecim criepBa MbI CKyIllaeM MajieHb-
KYIO kaly, TO MBICIIb, YTO BTOpas kaba eltie OoJIbIlie, BOBCE IIPU-
BeIeT Hac B oT4yasgHbe! OgHAKO €Cy cHayajlla Mbl CheIuM
OOJTBIIYIO 3Kaly, TO TToemaHNe MaJeHBKON KaObl yxKe He Oymer
Ka3aTbCsd HaM CaMbIM XYOIIMM, YTO MOXET ¢ HaMM CIy4WUTHCS,
Belb caMoe Xymiree yxe mo3amu! To Xe caMoe U ¢ TSDKeJTbIMU
3amanusiMu! CriennaB MX B TIEPBYIO O9epe/ib, MbI C JIETKOCTBIO CITpa-
BUMCS M C OCTAIbHBIMM, MEHEE TPYITHBIMU!

HTaK, CTOJKHYBIINCH C OAMHAKOBO 3HAYMMBIMU 3aIaHUSIMMU,
BaM HYKHO PEIINTbh, KOTOPOE U3 HUX CPAaBHMMO C OOJIBIION Xa-
0OI1, 1 cIeaTh ero B IIEPBYIO OYepeb.

IIpumep:
1 3aBepmmTh HalmMCaHUE EKEMECIIYHOTO OTYETa
Bonbliras xaba




2 TloaroroBWUTH JEIOBOE MPEIOKEHNE KIIMEHTY
Mainenbkas xxkabda

5,/

CIMCOK BaXKHbBIX J€J1

J171sT BBIMIOJTHEHUST CIIEAYIOLIETO YITPaXKHEHUS BaM TTOHAIOOUTCS
eXeqHeBHUK opMaTta AS, (PYHKLHMS «4TO AeaTh» Ha BalleM
KOMITBIOTEpE WK OJI0KHOT hopMmara A5 ¢ IpOHYMEepOBaHHBIMU
CTpaHMIIAMM.

CrnmcoK BaxkKHBIX JIe]T 3aKITI0YaeTCsl B TIIAHMPOBAHWM BAallleTO
OyIyIIero ¢ y4eToM MpeacTOSIINX Ael 1 3agaHuil. Kaxmpril pas,
KaK TOJIbKO BbI TTOAYMAJIX O TOM, UTO He MelIajio ObI CAeIaTh 4To-
60, 3aMUILINTE 5TO B €XKEIHEBHUK, WM B KOMITBIOTED, VI B
CITelaNbHBIA GJTIOKHOT. Q0sI3aTeIbHO YKa3bIBaliTe HaTy, Ha KO-
TOPYIO BBHI IJIAHUPYETE 3TO caenath. Hampumep, ecin BB Heo-
SKUIAHHO BCTIOMHWJIM, UTO BaM HYXXHO HarucaTh [appu B IiaB-
HbII ouc, HO He To3xke 13-ro ymcna (a ceromHs 2-e), caenaiTe
MOMETKY psiioM ¢ 13-M uuciom atoro mecsiia. M temnepsb, gaxe
€CITU BBI 3a0yaeTe 00 5TOM, OTKPBIB €KeIHEBHUK, BbI HATOJIKHE-
TeCh Ha 3amuch 13-ro yncna U o6s3aTeNIbHO Hamuinete [appu.
Crapaiitech 3aIlMCHIBATh BCE, BIUIOTh IO AET JMYHOTO XapaKTe-
pa. Eciu BbI He ycrnieBaeTe BBINIOJHUTh HAMEUYEHHOE B CPOK, Tie-
PEHECUTE 3TO Ha APYroii JIeHb.

YITPAXKKHEHUE 3: 3AJIAYUA

Ectp MHOTO cITOCOOG0OB OBICTpee U JIydlllie BBHIIIOJHUTH TSDKETYIO
paboTy, COXpaHUB IIPU 3TOM XOpOIliee HACTPOEHUE, TTOJIHBIN KOH-
TPOJIb Ham cO00i M CIIOCOOHOCTh MPUHUMATH ITPaBUJIBHBIC pe-
LIEHUS.

MHorue 13 Hac MOCTOSTHHO padOTaioOT C JOKYMEHTaMU, 3JIeK-
TPOHHOI MOYTOM, TOJIOCOBBIMM COOOIIEHUSIMU ¥ IPOYUMU aTpU-
Oyramu paboueit >ku3Hu. Ho y Hac ecTb 1 MOMOLIHUKU.



BepoiomMHbIe JIOTKH

N36aBbTeCh OT ITUX 37T0CYACTHBIX JTOTKOB! | laiomaiime
OcTaBbTe Ha paboyeM MeCTe MaKCUMyM apa | //Orydteimaiti
noTtka. Ha omHoM Hanumute «Bxomsiue»,
Ha OpyroM <«JOKYMEHTBI».

IIpoBepsiite «Bxomsiue» Kak MUHH-

Yyacmeijente

npiaueG cur i

MYM ABaXabl B IC€HD. JloTok momkeH OBITH

aAHena.

PaCIONOXEH TaK, YTOOBI IPYTUe MOTJIHU Jer- | A

Ko ero HaWitu. M ybenmutech, 4TO B HEM He
cKommIach Kyya 6ymar, B IpOTUBHOM cliydae JIIOIU OYayT KJiacTh
JTOKYMEHTBI HE B JIOTOK, a Ha Balll paboyuii CTOI.

IMposepsiite «JlOKyMeHTbI» KaK MUHUMYM JABaXKIbl B HEIEIIO.
Ecnu BBl B OTIMYHOM (hOpMe, TO CIIOCOOHBI AeJaTh 3TO M KaXKIbIii
JeHb.

IIpoakTBHBIE ¥ peAKTHBHBIE 32 IAHNS

To, 4TO BBl JaBHO TJAHUPOBAIM CHeaTh WM JABHO OXHUIAETe,

Ha3bIBaeTCs MPOAKTUBHBIM 3amaHueM. K mpumepy, mpoBepka

MOYTHI TTOAPAa3yMeBaeT, YTO BBl COBEPIIUTE OMpeneeHHOe aei-

CTBUE IJIs TIOJYYeHUS pe3yibTara, MYyCTh caM pe3yJbTaT BbI

Mpeayraaath He MOXeTe. B OTHOIIEHWW MHOTHX JeJ BBl Hare-

pen 3HaeTe, Kak C HUMM CITPaBUTHLCS U CKOJBKO BpeMeHM Ha HUX
- — Oy#eT 3aTpayeHo.

( SRR TN PeakTuBHEBIEC 3amaHus - Te, KOTO-

He cadatime = sanuauume | pyy pyr e Xaanu u He TTAHKPOBAL.
b PearupoBaTh Ha HUX HYXHO HE3aMell-
JIUTENBHO, YTO YAaCTO HAPYLIAET BECH
pacrmopsnoK IHS.

DT0 ynpaxxHeHUE MOMOXET BaM OI1-
PE/ENUTh, CKOJNBKO BPEMEHM TPATUTCS
HOBEOIUT Gl Gesb Ha aKTHBHBIE, & CKOJIBKO HA PEaKTHB-
Goaee mounvin | Hble 3amaHuA.

OTMeuaiiTe Kaxmoe 3a1aHue, KOTO-
\_ " ) poe BbI BBIIIOJHSIETE, YKa3blBask 3aTpa-

npucmynuiu K paome

W Kaecd 3asepuiilian e

Tk abt cMoNceme yanams,
CKOJABKO BReMenl

sampamuin. JImo




YeHHOE Ha HETO BpPeMsI M K KAKOMY TUITy OHO OTHOCHUTCS: PeaKTHB-
HOMY WJIM TIpOoaKTMBHOMY. HuXe mpuBemeHa TabaM4Ka, WJUTIOCT-
pupylonias MeToJ YIpaBJIeHUSI BpEeMEHEM.

Ilpumep:
Bpems | HeiictBue 3artparsi
Havasa BpPEMEHN
09:07 | Hpunien na padoty — Bh Kohe — 1 Myt | P
noboaran ¢ Pova
09:18 | Hauan nposepsarn noury 6 MunyT [
09:24 Mapk npepsai Mo padoTy chomnm 8 MuHyI P
BOHPOCOM
09:32 Bosofnopin nposepky nowTh I munyta | 11
09:33 | TIpHuwio nnesMo ¢ npoebhioit cpouno P
MOZBOHUTL KJIHENTY
09:33 | 3BoHI KINEHTY, €10 HET, OCTABILI 2 munyT | P
conbmenne
09:35 Bepuyics K npourenio noirs 12 munyr | 11
E——
09:47 Tenedhonnlii aBOHOK OTHOCHTEILHO 15 mirayT P
(PUHANCOBBIX PACXO/I0H
10:02 CHoBsa K noure 13 Mutnyt I
10:15 [Mepesnsornmn et 23 munyrn | P |
10:38 | Cuosa k noure 9 Muny i1
10:47 | Hauan rotoButh orver 12 munyt | 11
10:39 | TIpepran serpeueii ¢ Hoccom 17 munyr | P
11:16 | OGparso K otyery 15 Muny [
11:31 [Tomen cpenars kodge 3 MY P
11:36 Beprnviest K cocTapnennio oTueTa 22 sayret | 11
11:538 [lpepsan TeaedioHubI S3BOTIOK 14 mumyr | P
12:12 | Cocrasaense oryera 18 mumyr | 11 |
12:30 Howmen ¢ Koaaerami ma aamy 11|
|

DTOT mpuMep MOKa3bIBaeT, YTO 13 Bcero BpeMeHu (3 yaca 23 MUHY-
TeI) 1 yac 35 MUHYT OBUIM 3aTpadyeHBl Ha BBIIOJHEHUE PEeaKTHUB-
HBIX 3a1aHuit, a 1 yac 48 MUHYT - Ha MPOAKTUBHbIE 3aTaHUs.
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M3 npoakTuBHBIX 3amaHuii 41 MuHyTa ObUIa 3aTpayeHa Ha
paboTy ¢ MoYToi U 67 MMHYT - Ha MOArOTOBKY OTdeTa. Takum
0o0pa3oM, Ha aBa 3aJaHus yuwio 1 yac 48 MUHYT, OMHAKO BBIMOJI-
HEHUE 3TUX 3aaHuii 3aHsUT0 3 yaca 23 MUHYTHI U3-3a TOTO, YTO
TIOCTOSTHHO MPUXOAWIOCH Ha YTO-TO OTBJIEKATHCSI.

DTO TUMUYHBIA TPUMEP TOTO, KaK PEaKTUBHOE BpeMsl MOIJIO-
IIaeT MpoakTuBHOe. MIMeiite B BUMY, UTO, IJTAHUPYS BpEMSI, He-
00XOIMMO YYUTHIBATh U BHE3AITHO BO3HUKILIKME MPOOJEMbI, He-
TpENBUICHHBIE OOCTOSITENTLCTRA.

B nanHoM mipumepe Bpemsl pacipeaeauaock noposHy, 50:50,
MEXIy BBIOJTHEHUEM PEAKTUBHBIX W MPOAKTUBHBIX 33JaHUM,
TMO3TOMY CITJITAHMPOBAHHOE Ha TPOAKTUBHBIE JACUCTBUST BpEeMsI
Halo yaBauBaTbh, YTOObI YUECTb BOBMOXXHOCTb BO3HUKHOBEHUS
U PEaKTUBHBIX 3aaHUil (0 TeX Mop, MOKa Bbl HE CMOXETe Ta-
PaHTHUPOBATh, YTO HUYTO BaC He OyNET OTBJIECKATh).

BaM Hy>XHO BBISIBUTb UHAVUBUAYAJTbHOE COOTHOIIEHUE MEX-
Ty peaKTUBHBIM U MPOAKTUBHBIM BPEMEHEM.

HTak, Tenepb Bbl TOTOBBI JIs1 TOTO, YTOObI HAYMHATH TJIAaHU-
pOBaTh CBOIO XKM3HB!

,Z[HCBHI/IK JJIA NIJIAHUPOBAHUA

J71s1 3TOro0 yrpakHeHUsI BaM MOHAI00MTCS eXXeIHEBHUK (OyMaxK-
HbIIA WIU SJIEKTPOHHBIN).

Llens ynpaxxHeHs - HAYYUTHCST UCTIONb-
30BaTh €KEIHEBHVIK JUISI HA3HAYEHUST BCTPEY
¥ MEPOTIPUSITUI, JIJIsT CUCTEMAaTU3aLIUY 33/1a-
HWIA, KOTOpbIE BAM HEOOXOVMO BBITIOIHUTD,
MyCTh OHW 3aHUMAIOT JaXe He Oosee momy-
yaca. Bam He Hamo BECTM CYET KaXKIOU MU-
HyTe JUISl TOTO, YTOOBI CIIPABUTHCSI C STUMUA
3aJaHUSIMU.

IMpenpiayiiee yrnpaxHeHUE MO3BOJWIO BaM OIPEIETUT,
CKOJIbKO BPEMEHHU BBl TEPSIETE TP BOSHUKHOBEHWU HETIPEIBU-
JIEHHBIX 00CTOSITENLCTB. Ecnu, K mprMepy, Bbl TUTAHUPYETE ClIe-
JIaTh 33[JaHNE, PACCUUTAHHOE TMIE-TO Ha Yac, a Ballle COOTHOIIIE-




HHE MEXIy peaKTMBHBIM M TIPOaKTUBHBIM BpeMeHeM 50:50, To
BBIIEJTUTE BA Yaca TS BBITTOJTHEHWS JaHHOTO 3amaHMUs.

CocTaBbTe CIHCOK 3aMaHn, TTYCTh JaXe COBCEM HE3HAYMTEITh-
HbIX. [ToncunTaiiTe, CKOJIBKO HY;KHO BpeMEHH Ha 1X BBITIOTHEHHE.
Bxomounte cioma BO3MOXHOCTh BOSHUKHOBCHUSI PEaKTHBHBIX 3a-
TMAHWIA 1 C TIOMOIIBIO €XKeIHEBHIKA PacTpeie/INTe BCe 3amaHus
10 THsM. W1 He Hammo TUTaHMPOBaTh VX BBEITIOTHEHME HAMHOTO paHb-
1IIe, YeM 3T0 HeobxommMo. BrI Bce BpeMs OyneTe OTKIIanbIBaTh 3T0
3amaHye Ha 3aBTpa, TIOKa He TTomoueT KpaitHuit cpok. [lomHwMTE,
YTO JIy9Ille IMETh B 3aT1ace XOTsI ObI OMWH ICHB 10 MCTEUESHIST CPO-
Ka BBITOJTHEHWST 3aJaHMsI Ha CTydJaii, eCIM BO3HMKHYT He3aruia-
HUPOBAaHHBIE COOBITUS (HATTPUMED, Y BAC CIIOMAETCsT KOMIThIOTep!).

JIngHbIe nea TakKe 3aHeCUTe B THEBHUK!

BrenmenpuBseneHHBIN PUMEp WUTIOCTPUPYET, YTO ITPAKTUIEC-
KU TTOJIOBUHA BPEMEHHU YXOIWT Ha pEeaKTWBHBIC 3alTaHMs.

M ormars ke BBl MOXeTe UCIOIb30BaTh IEKTPOHHBIN eXe-
MHeBHUK. EciM oKpyXarolye 3HAIOT, YTO BBI BENETE eXKETHEB-
HHWK, TO OHM He CTaHyT IUTAaHUPOBAaTh BCTPEUH, He Y3HAB, CBOOOM-
HEBI JIU BBl WJIM Y Bac ApyTHe TUIaHbL.

Bce 000 BceMm

Bce 000 BceM - 310 clielalbHbIN 0JIOKHOT hopMarta A4 mmm AS
(/rydie B XKeCTKOM TeperiieTe), Kyna Bbl 3aluchiBacTe Bce, Ha-
YyHasl OT Ha3HauYeHUs BCTped, KOHYasi HoMepamu Tejie(hOHOB.
Taxoii 6JJOKHOT yHUBEpCaJieH, TaK KaK Bceraa IMoj pyKoil, U Bbl
BCerJa MOXeTe HaliTh TaM To, 4To BaM HyxHo. (I[Ipumep Ha cre-

IYIOIIC CTpaHUIIe.)

Bopsba ¢ moOKyMeHTaMu

INpakTryecku Bceraa padboTa ¢ TOKyMEHTaMU - 3TO HEeTPOU3BO-
NMTeSIbHAs TpaTta Halllero BpemMeHu. Ha camoMm niesie Ham Hy»KHO
XpaHUTb BCETO HECKOJIbKO Haubosiee BaxKHBIX JOKYMEHTOB. Pac-
reyvaTath 3JEKTPOHHbBIN JOKYMEHT MOXHO B Clyyae HeoOXomu-
moctu. Ilpn kenaHum mopaboTaTh ¢ OYMaXKHBIM JTOKYMEHTOM,
He 3a0bIBaiiTe TTIOCTOSIHHO Y ce0sl CITpalliiBaTh;



ToneaeabHHK

Bropank

Cpena

Yersepr

ITatnuua

Cydbora

Bockpecenne

09:00 Benenue jen

Begenne aen

Beaenwe nen

Cosenganne
1O POeKTY

3yomoii ppay

10:00 CoGpanne Horaan Hoarorosirs
KOMEHTb HPESENTALLIIO
11:00 Japepienne
JI0Ka/1a
12:00 Jlann PM C peoaTamn
i [1al
13:00 Jlanu Jlany Jlana ¢ Aunoii
14:00 Hanarn -1 11b ITocunrars JAKOHUNTE
HOATOTOBRY aarpaTi HOATOTORKY
JIOKIELA CIREMECHTHBIN
JANHBIX
15:00 Hauars [Mposecrn Hoproroeurs | Berpeua WIH
NOATOTORKY neeaeoBane | noury
CHKEMECHUHBIX
JAHHBIX
16:00 [oasounrs -1 T8 Boaspauienue
Aseky Crioapry 1 Jonon
17:00 Hed yeamaer
18:00 IMoeaaka
B Jrcerep
19:00
20:00 Berpeua Oben Pagsaeucnus
¢ Poys ¢ Bpagom




1 Yro cTpalIHoro MoOXeT OBITh, €C/IH 51 3TO BHIOPOIITY?
2 Kro enie nmeer Komnuio?
3 3akoHOM TpebyeTcsi o0sizaTesIbHOE HAJIMYKMe 3TON KOormuu?

Kak mpaBmto, Bam He HyxkHO oKojio 10% Tex Gymar, KOTOpBIE Y
Bac CKONMWIVCH. [1py HamMIuy cKaHepa BBl MOXKeTe OTCKaHMPO-
BaTh JITOOOI JOKYMEHT, €CJIM TOJIBKO 3aKOH He 00SI3bIBAacT MMETh
ITeYaTHYI0 KOITMIO TAKOTO JOKYMeHTa. B JTF060M JpyroM cirydae
caenyiite nipaswry I[100:

IIpouutaTh
OTBeTUTH
OTKIIOHUTH (T. €. BEIKMHYTh B MYCOPHYIO KOP3HUHY!)

A crapaiitech ympocTuTh cee XXU3Hb IPU PadOTE C TOKyMEHTa-
MU: OTMEYATe Pa3HbIM IIBETOM PA3INYHBIE TUITBI JOKYMEHTOB,
K TIpUMepY, CUHU - JUTSI IPOTOKOJIOB BCTPEY MEHEKEPOB, Kpac-
HbIA - 0711 (puHaAHCOBOK MH(MOPMALIMU, KEAThIA - IJs1 IIPOEK-
ToB U T. A. [locrapaiitech AepxaTb TOKyMEHTbI B ajihaBUTHOM
nopsiake. M He XpaHWTE JIUIITHETO.

To >xe mpaBWIIO JEUCTBYET U B OTHOIIIE-
HUWU 3JIEKTPOHHBIX CUCTEM 3aTTNCU TAHHBIX.
BwMmecTo marnok ¢ HeUTpaTbHBIMUA Ha3BaHU-
sIMU («IIMChMa», HallpuMep) COPTHUPYITe
o TeMaM, KaK U Ipu padoTe ¢ OyMaxKHbI-
M daitmamu. OISITh Xe, eCIM Bbl IUIIeTe
3JIEKTPOHHOE TIMCHEMO, TO BOBCE HE 00s13a-
TEJTbHO €TO COXPAHSITh, €CJIU B 3TOM HET He-
00XOIMMOCTH.

He 3acopsiiiTe onepatnBHyIO MamsTh
HEeHYXHOI MH(opMaLmeil. DTO CKaXeTCs
Ha CKOPOCTH pabOThI KOMITBIOTEpPA.

Y6enurech, YTO KaXOblii OOKYMEHT
VIMEET Ha3BaHUE U JICXKWUT B CBOEH Marke.
HasBaHus TOKYMEHTOB JOJKHBI OBITH 00- i
Jiee KOHKPETHBIMU, YTOOBI OOJIETYUTh MO- ,
uck. K npumepy, ITiceMo B 6aHK - HE OYeHb - S




yAayHOe Ha3BaHUE, IIOCKOJIBKY 3TO, BEPOSITHO, He eIMHCTBEHHOE
MUCHEMO, KOTOPOE BBl HAaMMcalld. A BOT Ha3BaHMe [TucbMo B GaHK
OTHOCHUTEJTBHO YBeJMUeHMs KpeanTa - oKT. 2003 - ropazmo 0o-
Jlee KOHKPETHOE Y HAWTH ero B Clydae HeOOXOAMMOCTU OymeT
npouie. bojee Toro, BeI CIIOCOOHBI JIIIb IO HA3BAHUIO OMpe/e-
JIUTh, O YeM 3TOT (haiijl, He OTKPHIBAs €ro KaxkIblid pas.

Pabora c JOKyMeHTaMM U 3JIEKTPOHHOM MOYTOM

BHOBB BaM mpeyiaraetTcsi O4eHb MPOCTOE YITPaskKHEHUE.

Ecmu BBI OymeTe TIpUaepKUBAThCS HUKETTPUBEICHHBIX TIpa-
BWJI, TO MPOOJIEMBI, BOSHHMKAIOIINE TIPU paboTe ¢ JOKYMEHTaMH,
OymyT cBellcHbI K MUHUMYMY.

1 PabGortaiite ¢ MOKyMEHTaMU B OIpeNeIeHHOE BpeMsl KasKIblit
JIeHb.

2 B paBHOI1 cTeleHN yaensiiTe BpeMs «OyMaKHBIM» JOKYMEH-
TaM U 2JIEKTPOHHOM ITOYTE.

3 He npomrsinbiBaiiTe JOKYMEHTBI ITOBEPXHOCTHO, TIIATEIBLHO
paboTaiiTe C KaKIbIM.

4 TIpouyuTaB TOKyMEHT, IIPUMUTE PEIlIEeHUE B COOTBETCTBUU CO
CJIEMYIOLIEN CXEMOM.

Pabora ¢ Dymasknoil wan anexrponnoii popmoii?

Y
P i

Ja Her

' N

HocTaTouHo TaHRLIX Yrenue Cnawm

A pabors ceifuac?
Na Cnaannpyiite, xoraa
Brimoansaire! BbI ATO ¢/lenaeTe

l / [pouwnraiite
CO3IANTE DATN

BbIBPOCHTE WIH



[Toasenem utorn: Yupasiaenue padoroii

v/ Baile oTHolleHUE K paboTe BIMSET HA KAYEeCTBO €€ Bbl-
MOJIHEHUs1. MBICIUTE NO3UTUBHO U TMIOMHUTE, YTO Y Bac
BCEra €CTh BO3MOXHOCTb U3MEHUTh CBOE OTHOLLEHUE K
MpOUCXOsILEMYy Ha Oojiee OIaronpusTHOE, B BALLUX Xe
HUHTEpecax.

v/ COMHEBasICh MpU BbIOOpE MPUOPUTETOB, BBIMOJIHSIITE
CHayasia Jej1a «BaKHBIE M CPOUYHBIE», & 3aTEM <«CPOYHBIE,
HO MEHEE BaXKHBIC».

v/ EcJM BbI CTOJIKHY/IUCH C PABHBIMU IO 3HAYMMOCTH 3a/a-
HUSIMU, JeJ1aiiTe criepBa TO, KOTOPOe CJOXKHEE.

v Ha pabouem MecTe nepXuTe TOJbKO IBa JOTKa - «Bxo-
nsmme» U «JloKyMeHTBI».

v/ HauuHaiite 1eHb ¢ pacCMOTPEHUsT AOKYMEHTOB.

v/ TLnaHupysl BbIMOJHEHUE IPOAKTUBHBIX 3a1aHUMN, YYUTHI-
BaliTe ¥ BO3MOXHOCTb BOSHUKHOBEHUSI 3aJaHUIA PEaKTUB-
HBIX.

YnpaesneHune noogbmu

Jtomu mmoTpebistioT Bpems! Kak cBoe coOcTBEeHHOE, TaK U Bpe-
Msl oKpyxatoiux. Jlioau GoiTaloT o MycTsiKax, MelalT U He
CIIyLIAIOT, YT0 MM ToBopsT! OHM COBepIIAIOT OIMOKM! YMeHMe
MPaBUJILHO OOIIATHCS C JIIOIbMU MPUTOAUTCS BaM BCeraa u To-
MOXeT Jiydiie U 3¢ deKTuBHee KOHTpoaupoBaTh Bpems. Cie-
IYIOIIMe TPU yMpaxkHEHUS TTO3BOJISIT BaM BbIpabOTaTh CBOI Me-
TOJ OOIIEHUSI C JIOAbMU U TIOACKAXYT, KaK JOOUTHCS B 3TOM
HaWJIYYIlIUX Pe3yJIbTaToB.

YIIPA2.KHEHMUE 4: JIIOJIA

CIocoOHOCTh YCTaHABIMBATh KOHTAKTBI C JIIOABMU (BHE 3aBH-
CUMOCTH OT TOTO, KTO OHU W YTO BaM OT HUX Hamo) SIBIISETCS
KITIOUEBOI B YMEHUH YIIPABISATH BPEMEHEM.



Bcem He yroauin!

Ha mucre 6ymary 3anuimre Te KadecTsa, KOTOPBIE, TI0 MHEHUIO
BalllX JpYy3eil, BBl IPUMEHSETe B OOIIEHUH C JIOMbMH. Terepb
3aITUIINTE Te Ka9ecTBa, KOTOPHIE BaM MOIIM ObI TIPUITCATD BAIII

Bparu Win Jroav, KOTOPbIX Bbl YEM-TO oouaenu.

Kaxk BBI 3aMeTWIM, BbI MOTYYUIN CITU-
COK CXOITHBIX Ka4€CTB, HO C PA3HOI SMOLIM-
OHaJIbHOU OKpackoil. Eciu Bamm apysbs
CUMTAIOT BAC YECTHBIM U OTKPBITHIM, TO Bpa-
TW TIOJIaraloT, YTO BbI YEJIOBEK PE3KUI U
TpYOBIiA.

To, 4TO MHOTHE U3 HAC CYUTAIOT CBOUM
JIOCTOMHCTBOM, APYTUMHU JIOABMHU MOXET
OBITh BOCITPUHSITO OTpUIIATENbHO. X MHe-
HUEe (GOPMUPYETCS UCXOAS W3 HAIUX C
HUMM OTHOLICHUI U UX CYObEKTHUBHOM
OLIEHKU, KOTOPYIO OHHU NatoT HaM. Hayuwus-

Euye ayuuue

nonpoctme dpiyea
WU KOAeeY
YKA3ame Ha a8t
RAIOCHE U MUNLCBE 6
rsrja’{.':r"ﬁ."e'.f."f' C AMMIBMIUE
Hpucayuraiimecs

K HX MHENWIO,
nocmapaumect
CROKOUNO

NPUHA TR

IIMCh TTOHUMATh, KaKKe OTpUIIATEIbHBIC
KavecTBa MOIYT IIPUIIMCATh BaM OKpyXa-
IoIlMe, Bbl OyaeTe BECTU ce0s1 TAKMM 00pa3oM, YTOOBI Balllk OT-
HOIICHUS C JIIOAbMU CTaIM HanbosIee 01aronpusITHBIMU TSI Bac.

KUK,
N J

Bceraa roToB Bac BbICJIyIIATD!

Cryimast IpyTrvx JIonei, MbI He Bcerda cibimmmM Bee 100% Toro,
YTO OHM TOBOPST. MBI Bcera rOTOBBI BBICHYIIIATH - OMHAKO KOe-
KaKoe MHEHHE O YeJIOBeKe MBI YK€ COCTABWIIM, MICXOMS U3 €T0
BHEIITHETO BUIa, MaHepHl AePXaThCs M TOBOPUTH, a TAKXKE T10
pacckazaM HaIlliX 3HAKOMBIX. MBI CyIMM O YeJIOBeKe M B 3aBU-
CUMOCTH OT COOCTBEHHBIX B3ITISIIOB OTHOCHTEIBHO COMEPKaHWST
pasroBopa. Ml KoHeYHO, MHOTOE 3aBHCHUT OT HaIlleTo HACTPOCHS.

Ha camoM nete MBI cymaeM cobeceHMKa YITaMU, Tla3aMy
1 3MoIsaMU. Harm CKITOoHHOCTH, TIpemyOesKIeHS , JKU3HEHHBIN
OIIBIT BMECTe CO3MAIOT CBOETO pona (UIIBTP, Yepe3 KOTOPBIA co-
OecemMHUK TIBITaeTCs MOHECTH HaM CBoe TociaHue. Takoif ke
GUIETp ecTh My JIoIeil, KOTOphIe CTYIIAIoT Hac.



VYKaxkute, 4TO BIMSIET HA TO, KaK Bl OymeTe CIyIIaTh TOTO
WM VHOTO 4YeloBeKa. Hammimre, 4To BbI30BET Y BaC MO3UTUB-
HYIO, 4 YTO HETaTUBHYIO PEAKIIUIO.

CocTaBbTe MTOIO0OHBIA CITUCOK:

. .HIO6J'IIO, KOraa 4€JI0OBEK MPUXOAUT B KOCTIOME.

~ He mo6imo, ecii KTO-TO TIpOoIaraHaMpyeT CBOU
CEKCYaTbHbIC B3IJISIIBI.

~ He mo0to rpsi3HbIE BOIOCH - 3TO CBUAETENb-
CTBO TOTO, YTO YeJIOBEK HEOIPSITHBIN U HE yMe-
€T CJIEIUTH 3a COOOM.

~ He m00110 MOHOTOHHO TOBOPSIIMX JIFOAEI, KO- |
TOpbIE HUKAK HE MOIYT IEPelTH K CyTH Aeia. |

~ Bce Oyxranrepbl Takue 3aHy/Ibl!

~ Ecmu MYXKYMHa HOCUT YKpalll€HUA, TO 9TO I'o-
i BOpUT O TOM, YTO OH HCCCpr?:HLIfI.

YT00BI NOHSTH, HACKOJBKO XOPOIIO Bbl YMEETe CAyIIaTh, HOMPO-
CUTe Ipyra BbICKa3aTb €T0 MHEHME 10 MOBOIY YEro-TO, C YeM BbI
He comtacHbl. ChymiaiiTe ero BHUMaTeIbHO, 00pallias BHUMaHME
Ha TO, YTO OH TOBOPUT, M Ha TO, KaK 3TO 3aTparMBaeT Balllkl 4yB-
ctBa 1 3Mounu. He nepedunaiite. Ilocie aToro paccKkaxxuTe opy-
Iy, KaK BbI €r0 IIOHSIN, ITyCTb OH MPOaHAIN3UPYET, HACKOJIbKO
BEPHO BbI YJIOBWIM €TO MBIC/Ib. PaccKaxuTe Takke, KaKue 4yB-
CTBa Bbl MCHOBITHIBAIM, CIIyIas Apyra, M oOCyaIuTe ¢ HUM, KaK
OHM TOBJIMSUIM Ha Ballly CIIOCOOHOCTbH CJIBIIIATE.

Jlpyroii BapMaHT - OpPOCIyIIaTh OTPHIBOK TeJIe- WJIM Paguo-
HOBOCTEI, KOTOPBII 3aTPOHET Balll SMOLIMK. 3aIIMIINTE, KaK1e
YyBCTBA Bbl MCIbITAIA, KAK OHM OTPA3WINCh Ha Balllell CITIOco0-
HOCTH CIylIaTb. A Temlepb IOCTapaiTech IepecKa3aTbh 3Ty HO-
BOCTb TAKMM 00pa30B, YTOOBI 3TO HE COBIAAJIO C Ballleil TIepBO-
HavajabHOM mo3uuueit. [TocMoTpuTe, 4YTO MPOU30IIET.



Kro Bokpyr Bac?

J

Beibupaiite sroneii U3 pasTMiHbIX OTACNOB,
0COOEHHO U3 TeX, C KOTOPBIMU BBI 4acTo pa- [~
OoTaeTe. YCTaHOBUTE CPOK B JBE HEIEIN,
IOCJIE Yero ITOIbITaliTeCh y3HATh WX OTBE-
ThI Ha CJIEAYIOIIVE BOIPOCHL

BepHblii crmoco0 JIydIimero B3anlMoO-
IeicTBUS Ha paboTe - oOlleHue C
JIIOIBMHA, C KOTOPBIMHM BBI paboOTaeTe,
npryeM He TOJBKO C TeMH, KTO BXO-
IINT B Ballly KOMaHAy WA paboTacT B
BallleM TToNpa3aeieHn, HO U ¢ Jpy-
TUMHW JIIOABMH, TPUHALICKAITUMA
JTAaHHOM OpraHW3alllMN.

HanuiuuTe crmcok Tex, ¢ Kem Obl
BBI XOTEJIM TIOJTYUIIe TTO3HAKOMUTECSI.

He sasaiueatime
[aes I-;‘."r'r.','.*\-'{h'n'

GONPICEMU.

Henoavasyiime

1

9

YTo BaM 00JbIlIe BCETO HPABUTCS B Ba-
et padore?

Bara mo0umast kaura (MM 4To BBI UK-
TaeTe B JaHHBIA MOMEHT)?

Kakast My3pika BaM HpaBUTCS?

Yro BBI TeprieTh He MoxkeTe?

Koro 651 BbI X0TeNM CHITpaTh B (OMITEME,
HBII IIIaHC B Ballel XXU3HU, W TIoYeMy?
Kem BBl MeuTanmm craTh B meTCTBE?

COOMBEMCIMEYIOUILI

HIBLK meic,

-

€CJIN 9TO €ANUHCTBCH-

YTO BaM MEHBbIIE BCETO HpaBUTCA B Bareun pa60Te 3I[€Cb?

Kaxkue npenMyliiecTBa Bbl BUIUTE B TOM,
HO 37€ech?

41O pa60TaeTe MMCH-

Yto s1 MOry crmenath, 4ToObl TTIOMOYb BaM ¢ PaboToit?

IpennoxeHHBI CIMUCOK BOIMPOCOB 3aTPAarMBacT KakK JIMYHYIO
>KU3HB JIonei (B OUeHb HEHABS3YMBOM (popMe), TaK M UX OTHO-
IIeHKe K paboTe, a 3HAYNT, B KAKOI-TO CTETIEHU U K BaM. BbI Mo-
XeTe 3aJaTh UM WHbIE BOMPOCHI, KOTOPBIE couTeTe Oojiee MOaxo-
JSIIAMM.



OO0uieHue ¢ JIIbMHU B cJIydyac, €CJIu acjaa nuayrt 1Iioxo

Ecm y Bac BOBHUKIIM ¢ KeM-TO TIpoOJieMbl (M3-3a HecoOone-
HMSI UM CPOKOB CIAauyl paboT WJIM JOIYIIIEHHBIX OIIMOOK), BaM

TIOMOXKET CICOAYIONICC YITPAXXHCHMUE.
OHO cocTouT u3 JBYX IIaros.

Ilar 1 - yGegutech, YTO BHI ICHCTBY-
eTe NMPOaKTUBHO,a HE PEaKTUBHO!

Cron: oIleHWTe CHUTYallIO, BBl YBepe-

HBI, YTO OOBEKTUBHBI?

Cmorpure: Ha OpYrvX JIIOACH; aHAIM-
3UpYHTEe MUMUKY M SI3BIK Telia.

Caymaiire: 6e3 IIpeaB3ITOCTH, IIOCTA-
paifTech OHATH, YTO IO BAC XOTAT J0-

HECTHU.

Iar 2 - copmyupyiite, 4ero BEI XO-
TUTE, KaK Bbl ce0s1 UyBCTBYyeTe. bynb-

T€ KOHCTPYKTHBHBI.

TI'osopure:

Korma Bel ... (menaeTe/roBopuTe/Be-
JeTe ceOs1 TAKM 00pa3oM).
41 4yBCTBYIO/TIPOUCXOMUT TakK, YTO...

S R Mg,
o TR SR A

( -mr.';m's'f'.-’.'a’r'r'h

He ynpexanth i

e oO6uHAMDb IpYy A
Tiodet, mpe 'fj_e’.n’}.-'
ofsacHenii. ¥ iy
geedda naiidemcst
KAKAA-1M0 RPURHHA
(YEQNCUMETbH L WAl
HE OYEND ), nOIMOMY
BUMYNRATIG 6 QUCKYCCUN)
HE UMEEnT cMbicia.

f)'(.".-'.’r HO Mepneauso
OOBACHIIME YEA0BEKY,
WMo e naK,
NORPOCLTY, YIoOH .

g Oydyues maxoeo

HE NOSTIONAIOCH, : )

.

(Kak JIMYHO Ha BaC BJUSIIOT YbU-TO MOCTYIKM, CJIOBA).
B Oymymem/B ciemytoniuii pa3 st ObI XOTell... (YKaXXUTe TO, 4TO
BbI XOTUTE, YTOObI Y€J0BEK clesial UHBIM 00pazoMm).

O01IeHre ¢ JIOAbMH U3 JIPYTUX OTAEJI0OB
DTU COBETHI MPUTOIATCS BaM B OOIIEHUH C JIIOABMU U3 IPYTUX

OTACIIOB.

v HaBemaiiTe 3HAKOMBIX, 3aXOOUTe K HUM B CBOOOMHYIO MU-

HYTKY.

v Xomure ¢ HUMU Ha Pa3/IMYHLIE BCTPEYM.



v

OnmuH WM ABa pasza B HEIEMO JIMYHO TlepeaaBaiiTe UM MHCh-
Ma, TTOCTIaHUSI.

Ipunst B Apyroit oTaen, mocrapaitech ¢ KeM-HUOYIb MTOro-
BOPUTb.

Bbraromapute moneii 3a Bce, YTO OHU IUIST BAc AENAIOT, MYyCTh
Jlaxke 3TO YTO-TO OYCHb HE3HAYUTENILHOE.

Ecmu K BaM MPUXOOUT COTPYTHUK APYTOro OTaesia, IOIPH-
BETCTBYITE €r0 M MEPeKUHBTECH Mapoil CIIOB.

BrIsicHuTe, YeM 3aHMMAIOTCS B APYTMX OTHeNIaX, KaKOBbI OC-
HOBHbBIE HANPaBJICHMSI VX ICSITEIBHOCTH.

CrpainvBaiite Ipyrux Jroaei, He Hy>KHa JIM MM Ballla [TOMOIIb
WU TIOAIePXKKa.

3aHMMaiiTech OOIIECTBEHHBIMU JCIAMM.

IIpocro ckaxure «Her»

Hanuimre HuXKe CMCOK TOro, Ha 4ToO Bbl OTBeTWIM «[la» 3a
MOpoLIeIINe IBe Heaeau. A Ternepb MoayMaiiTe, Kak Ha caMOM
JieJie Bbl XOTeIr Obl OTBETUTh. Terneph MOMbITalTeCh CKa3aTh 3TO
TaKUM 00pa3oM, YTOObI Y COOECETHMKA HE OCTAIOCh HETIPUSITHO-
ro ocafkKa, HO ¥ 4YTOObI BaM He MPUIIUIOCH OpaTh Ha ceOsl JIMILI-
HIOIO paboTy/00s13aHHOCTU!

Ipumep:
A cormacics | A sceeda A ne pas evipyuai
cnenath 3a Jinsy BHINOIHSIO MBOI0 mebs, 00HAKO 6
ee JI0KIa, padomy — Ha HACMOAUee BPEM

amom paz deaaqil Y mens

doxnad camal HAKONWIACH 20pa
padomst, Max 4mo
wuseunu. Hem, ne

MOz,

A cornacumcs
NpIHTH
Ha BEYEPHHKY
| kK Duay.

Hu 3a umo Ha
ceeme! Taou

cxyunvie!

BEWEPUHKL MaKue

Cracuto aa
JF{JHH.F(HHF—’FHH’.
DOHAKO 5 He cMozy
npuHm.




Korna bl roBopure «Het», momHmTe:

v" He Oynpre KaTeropyyHbIM - MO BO3MOXKHOCTH TpeajiaraiTe
aJTbTepHATUBHI.

v" YeTKOo 1 SICHO rOBOPUTE, YTO Bbl HE HAMEPEHBI Je1aTh, OHA-
KO YKAaXWTE, YTO Obl BBl MOIJIM CIIENIaTh, €CIIU TOTPEOyeTCs.

v" He crout ycuneHHO U3BUHSITHCS.

v OOBbsICHUTE IPUYMHY, HO HE HANIO TIBITATLCS OIMPaBIaTh CBO
0TKa3.

v bynbTe mpouie.

v" He yka3bIBaiiTe Ha KOHKPETHBIX JTIIONIEH, OOBSICHSISI CBO OT-
Kas.

v" Ecnu Ha Bac JaBsIT, MEJJIEHHO TTOBTOPUTE OTKAa3, TTOJYEPKU-
Basi UHTOHAIIUE! BaXKHbIE CJIOBA.

YIIPA2KHEHUE 5: BCTPEYU

MHoOr1e CYMTAIOT, YTO COBEILAHMS - 3TO IyCTasl TpaTa BpeMEHU,
OHAKO OHM HEOOXOOMMBI IJIs1 BBIIOJHEHMST pabOThl. Berpeun
MOI'YT OBITh KaK 3allJTaHUPOBAaHHBIMU, TaK Y BHE3aITHBbIMM, CIIe-
LIMaJIbHO OpraHU30BaHHBIMU MO0 KOHKPETHOMY Bompocy. OCHOB-
Hasl [IPUYMHA, [TIOYEMY BCE HEOMIOOMMBA- o
JOT COBELAHUS, 3aKJIIOYAEeTCsl B TOM, UTO i
OHU HEJIOCTATOYHO XOPOIIIO OPraHM30Ba-
Hbl. HarpuMmep, KTo-To OyIeT TOBOPUTD O
YeM-TO OECKOHEYHO J0JIT0, B TO BpeMsI Kak
OCTaJIbHbIC HE IIPOPOHSIT HU CJI0oBa. 3aya-
CTYIO HESICHO, C KaKOM LIeJIbIO TIPOBOIUT-
CsI COBEIIIaHME, YETO C €T TTOMOIIIBIO HANO | /10
TOOUTBHCS.

MHoroe I1py IPOBEACHUN COBEILIAHMS

3aBHUCUT OT Mpeceaaresisi, OIHAKO He BCe.

Crnenytomiyie yrnpaxHeHusT (IToapa3yMeBaeTcsl, 4YTO HE BBI
BBITONHsIeTe (DYHKIIWW MpeceaaTesisl) TOMOIYT BaM OTBETUTh
Ha MHOTYE BOIIPOCHI OTHOCUTEJILHO TTPOBEICHMSI COBEIIIAHMIA.



Kak penmrb, HA KAKMX COBEIIAHMSX NPUCYTCTBOBATH

Hanmmure cnimcok KpuTepueB, KOTOPbIE JOIKHBI ObITh COOJTIO-
JIEHBI, YTOOBI BbI COTJIACUJIMChH TIOMTH Ha COBELIIaHUE.

MoxeTe yCTaHOBUTbh MUHUMAJIbHO HEOOXOOMMOE YKCIIO BbI-
MOJIHEHHBIX TPeOOBaHUI, MOXKETe MPUITHICATh KAXIOMY KpUTe-
pMIO CBOIO 1IeHYy, B 3aBUCMMOCTM OT TOTO, YTO BaXKHO IS Bac.
Huxe npenyiaraeTcst BapyaHT NOAOOHOTO CIKCKa, HO Bl MOXKe-
Te pa3paboTaTh U CBOIl COOCTBEHHBINA.

r T T
Bonpoc Ila |Her

Mrue nssectha ienb cosenanng?

AseT HHTepec Uit Moei paboTbt?

,.l.illlliu' COBEHEAHTIC ITOMOMRET MHE BBRITIONTHHTD Pd-

00TV, KOTOPYIO HHaYe s CAeaTh He cMory?

Ha sannonm cosemmaninm MoKHO NOUepnnyTh Bak-
HVIO HHOPMATTIHID, KOTOPYIO 5T O0JIbIIE HUTJIE He

Hatiy?

Mue BaKHO NPUCYTCTROBATE M3-3d4 MOEH J10JIH4-
HocTn?
i i N D—— .
| Moe oTeyTCTBHE He TTO3BOANT KOMY-TO CIIPABHTD '

cst ¢ ero pad YTOI?

Ecmu cymectByeT mporpaMmMa BCTpedd, TO ObLIO OBl TTPaBHITh-
Hee TTOCeTUTh Ty YacTh, KOTOpash UMeeT MPsSIMOe OTHOIIIEHUE K
Balleif pabote (OOBSCHHUTE 3TO TpeAcenaTellio M yKaskuTe, 9To
BBI MOXeETe CIeTaTh BMECTO TOTO, YTOOBI IIPUCYTCTBOBATh Ha Beei
BCTpede LierKkoM). Ecim mporpaMMa BCTpeur He orpezesieHa o
BpeMEHH, y3HaiiTe, Korma OymyT oOCYKIaThCs MHTEPECYIOITIE
Bac BOITPOCHI, ¥ TIPUXOANTE 3a TIITh MUHYT JI0 YKa3aHHOTO Bpe-
MeHM (Ha cJIyJaii, eclii OHM Hav4HyT paHbIie). [locme okoHva-
HMS BBl MOXETE cpa3y ke YUTH.

BBl MOXeTe TTOIPOCHUTh OOCYIUTh KOHKPETHBIN BOIIPOC B
yIOOHOE TS Bac BpeMSI.



IToaroroBka K COBEIIAHUIO

YTOoOHI MOJYYUTh MAKCUMAJILHYIO TTOJIB3Y OT COBEIIaHUs, YOe-
IUTECh, YTO:

v
v

BbI 3HaeTe mporpaMMy BCTpeyH.

Ecnu mporpamMMy He 3HaeTe, TO TO3BOHUTE OTBETCTBEHHOMY
JINILY C TTPOCHOOM MPEenoCTaBUTh BaM TaKOBYIO.

BrisicHuTe 11e71b coBelaHus (OHA yKa3aHa B IporpaMMme WIn
0 Hell MOXHO y3HaTh Yy MpejaceaaTes).

O3HaKOMbTECh C TPOTPAMMOM BCTPEUYU, TTOATOTOBBTECH K 00-
CYXIEHMUIO.

Ecnu y Bac BO3HUKHYT BOIPOCHI, 0OpaTUTECh K TpenceaaTe-
JII0 WJIM OTBETCTBEHHOMY JIUILY.

IToaroToBbTECH K COBENIAHUIO, HATIPUMED, TPOYMTAB MaTePH -
anpl, BBICJaHHBIC BaM CIELIMATbHO IJIST OOCYXIEHUS TP
BCTpeye.

Huxe IIpUBCIACHA MACaJbHadA mnmporpamMmma BCTPCUM.

IIpumep:
IIporpamma: Cosemanue komaHabl, 20 anpens 2003
MecrTo: I'ynBun Pym, Tepnaep Xayc
Bpems: C 14:00 oo 16:00

| IlpucyrcTByrommue: Jle6pa Taitnep, JInza Onkok, Ilayma Mboii,

Buncent Kymnep, Yunn Pummep, Kot ae na
Iloyn

| Iens BcTpeun: Jloknagpl o IIpolielaHHOM paboTe U Iia-

HUPpOBAaHUEC NCATCIBbHOCTN KOMIIAHUUH B
CICOYIOIIEM MECALIC

Bpems Bomnpoc Kro
2.00 Berynienune, moBecTKa QHS AT
2.10 Hokman o ¢puHancoBoii nesareabHoctn BK

| HO)KaInyICTa, O3HAaKOMbBTECHh C OCHOBHBIMU ITYHKTaMM JOKJIa-

Ja 3apaHeEcC.



Ilocnennue HOBOCTH O paﬁoTe KOMaHbI

ITo Tp¥ MUHYTHI KaXJAOMYy YJeHY KOMaHIbI

1 Juza

‘ 2 IMayna
3 BunceHnr
4 Yuan

3.00 IlIpomykr Z

XKEHHU JaHHOIoO ImMpoaykKTa.

| 3.20 TenedoHHBIA MPOEKT

3.45 MHrorm BCTpeuun
4.00 OKoHYaHHE COBEIIaHUS

J1O

Paspa6oTka mponaykTa Z M 3alpoc O COAEHCTBUM B IPOIBHU-

YpP

IIpe3eHTanus BO3MOXHOCTE. PellieHue o BbIOOpE MO-
craBuiuka. CoracoBaHue OroXeTa

AT

Baine muenue

HekoTopbIM ObIBa€T AOCTATOYHO CJIOXHO
BBICKA3aTh CBOe MHeHUe. Jpyrue roToBbl
roBOpuUThH 0e3 ocTaHOBKM! DTHU IOJCKa3-
KM TIOMOTYT BaM OBITh YBEPEHHBIM, 4TO
Ballla TOYKA 3pEHUS BaXHa M CBOEBpPEMEH-
Ha. BBl TakXe HayuyuTeCch BBHICKA3BLIBATH €€
YEeTKO U YBEPEHHO, JaXe e€C/IM II0 HaType
BBl Y€JIOBEK HEMHOIOCIOBHBIN.

v Tlepen BcTpeveit KpaTKO 3alMIINUTE BCe
BOTIPOCHI, OTHOCUTEJIbHO MPOTPaMMBbI
BCTpEYU.

v" Y6eaurech, YTO Bbl CHUIMTE TaK, YTOOBI
Bac BUIEIU U TIpejcenaresib, U Apyrue
YYaCTHUKU COBEIlAHUS.

v/ Bo BpeMs coBemaHus (ToKa Apyrue ro-
BOPST) 3aMUIIUTE CBOU MBICJIU IO TMO-
BOJY MOIHSITHIX TPOOJIEeM.

8
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Hoabayizmecn

AIBIKOM MEA.

He noeviuaiime
20000, dawe eciu
NPOCHme Koza-mo
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deaine CHoKOHD
U C yanioKou,
ymotng 100t
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He ynperaeme Wy, d

ALy HanoMuHaeme

00 DZparLenHOC MU
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v" O003HaubTe, €C/M Bbl XOTUTE, YTOOBI IpeacenaTesib Ipeao-

CTaBWJI BaM CJIOBO (ITOTHUMMUTE PYKY).

v By,[[bTe JIAKOHUYHBI. MHOTOYMCJICHHBIE OOBSICHEHMS 1 pasbiac-

HEHUST HUKOMY HE HY>XHBI.
v" Moa criyiiaiite OTBeT.

v He no3Bousiite Bac nepebuBath. Eciy Tak NpoucXoauT, Mmoa-
HUMMTE PYKY (JIQIOHBIO K TOMY, KTO Bac IIpepBaJ) cO CJoBa-
mu: «Paspermmte MHe goroBoputh». M3beraiite rpyObIX BbI-

PaKEHUHA.
v B KOHIIe MOXeTe TOIBECTU WUTOTHU.

v' Ecly moau OTKJIOHSIIOTCS OT TEMDbI, YKa>KUTE UM Ha BpEMs U

Ha TEMY COBCILIAHU:I.

JenaiiTe 3anmacu

3anoMHUTh BCE BOITPOCHI, 06CY}KI[36MBIC
Ha BCTPEYEC, HC BCEraa BO3MOXHO, ITO3TO-
My JeyanTe KpaTKue€ 3alIMCH, OTHOCAIIIE-
¢s1 K HauOoJjiee BaxKHbIM MOMEHTaM. 3aru-
ChbIBaTb BCC MOAPsANA HE HY>KHO, oTMeyvainTe
JIMIIb TO, YTO CYUTACTE HEOO0XOIVMBIM.

qume BCEro Acj1aTb CUCTEMHLIC 3allv-
CH, a HC IT1cCaTb BCC B OHY CTPOYKY.

l'[pmwep:

[ Hmamin .'iw Mmurmmo
Gumma o

?

[loanpasnenns Beem
C ll{'|Il‘[lI-'ITTl_I.J]!('lIIIl‘M IidHa
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A -.._\

1aemoM

UL A h

deticmes
O HPGCIT R

ILMENOK

L J

Ha 120% onepexaem
domrer

{)‘mpanum CHEMECHHBIE - |
oTieTM Ha ABa ma pemﬂgu'
B mnymlm-ﬁt mm(e s |

Komanja Muna
OCYILECTBIIA NEPBYIO
npoaaxy Tosapa Z

‘ [poaykr Z noasnics na
caiire ¢ 29.06.03

I
S Ha ceAvionelt neneie
Hmony ¢ nporamasm

s Tepeay nom

&

_ H%m,{;ﬁaﬁ-oédé}mg;nuc
s Tepeant




«buHTO»

DTO CBOEro pojia pas3BleueHNE, Becesasli Urpa, MO3BOJISIONIast
c/IeNaTh BCTpeuu 0ojiee MHTEPECHBIMM, aKLIEHTUPYS BHUMAaHME
Ha >XaproHHbIX (Ppazax, XapaKTepHbIX IJIsT paOOTHUKOB.

IIpaBuna «buHro»

v I KaxIoro ydacTHUKA ITOAro-
TOBBTE KapTOUKM C TeMU (PpazaMu,
KOTOpbIE YacTO VCITOJIB3YIOT B Ba-
IIIei1 OpraHM3alMu, HO BaM OBl XO-
TEJIOCh 3TO OCTAHOBUTD (HAIIPUMED:
«2T0 HaNo OBI ITOCKOpEe», «ITO He
MOsI paboTa» M T. I1.).

v Kaxnaplif UTPOK JOJDKEH BBIYEPKU-
BaTh (bpa3y, KaK TOJBKO OH ee yC-
JIBIIINT.

v" BBIUTpHIBAET TOT, KTO HEPBLIM BbI-
YepKHeT Bce (hpasbl.

ITocae BcTpeun

Dpazvt « buneo» ne

doaNeHB Hecmii 8 cehe
OCROPOREHUN U YNPEKOE,
uabezaime pas,

HELWUNCH

KeyeLnnol
r.-,u'l.fr’r‘-’l'-’-‘.irn'.-’r:!.-’n'.f

I _,-'mr'r.lf.'ff.'f -
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PAOOMHUKOS.

YToObl HE MOSIBUTLCS HA CJEAYIONIECH BCTpede, He BHITIOJHUB
BO3JIOKEHHBIX Ha Bac (hYHKIIMI, PEKOMEHIYeM BaM:

v Cpasy nocjie coBelllaHus ToTpartbTe MUHYT 10, 9TOOBI TTpO-
CMOTpPETh CBOM 3aITMCU U OTMETUTh B €KeTHEBHUKE 3aJaHUsI,
KOTOpbIe BAM HEOOXOAVMO BBITIOTHUTD.

v/ Jlerkuie ¥ OBICTPOBBINIOJTHUMEIE 3aIaHUST TTOCTAPAUTECh BbI-
MOJIHUTH cpa3y Xe (HarpuMmep, KTO-TO MOIMPOCUIT Bac TIpU-
cJaTh eMy KaKylo-1100 WH(pOpMaIInio).

v OTMeTbTe, KaKylo MH(pOpMAaIMIO BaM HEOOXOOMMO TepeaaTh
KOJIJIeTaM WJIM Bceil KOMaH[e, MoAyMaiiTe, KaK 3To JIydlle
c/iesIaTh: MOCPEACTBOM 3JIEKTPOHHOM MOYTHI WM Ha CIIELU-

AJIbHOM KOMaHIHOM COBCHIAHWMN.



YIIPA2KHEHUME 6: BAM MEHIAIOT?

CrpaBUTBCS ¢ TPYIHOCTSIMU M3-3a TOTO, YTO BaC MOCTOSIHHO OT-
BJIEKAIOT OT PaOOTHI, MO CHJIY HE KaKIOMY, OHAKO 3TU HAaBBIKUA
HY>KHO pa3BMBAaTbh, YTOOBI HAYYUTHCS 3(POEKTUBHO YyIpPaBJISATh
BpeMeHeM. Yaile Bcero oT paboThl HAC OTPBIBAIOT APYTHE JIIOIU.
OnHoBpeMEHHOE XeJIaHWE YTOAWTh IPYTHMM, CTpax MCIIBITaTh
YyBCTBO BMHBI M 0Ka3aThCS HEIOCTATOYHO OTKPBHITHIM MEIAOT
TIOYTH HEBO3MOKHBIM CKa3aTh «HeT» MM MONpoCHTh YeoBeKa
NPUATHU TTO3XKE.

OmHaKo YacTo CIIyJaeTcsl 1 TaK, YTO MbI CaMU Ce0sT OTBIIEKAEM.

Yro nesath, KOria BaM MeHIaloT

Ecnm BbI TeCHO 0OIIaeTeCh C JIIOABMU, TaK WA MHAYE OHU OyIyT
Bac OTBJIEKATh, 3a/1aBaTh BOMNPOCHI, IIPOCUTH YTO-TO ceiaTh. Y
Bac BCerla €CTh BHIOOP: BBl MOXETE OTBJIEULCS OT pabOTHI U yIe-
JINTh UM TIApY MMHYT WJIM XK€ ITOIPOCUTh MX 0OpaTUThCS K BaM
MO3Ke, KOIma Bbl OCBOOOIMUTECE.

BaxxHo HayyuTbhCsl, C OOHOI CTOPOHBbI, OBITH TOOE3HBIM U
TOTOBBIM IIOMOYb, a C JIPYroil - ITOCTApaThCsl MUHUMM3UPO-
BaTh MOTE€PM, BO3HUKIIME M3-3a TOTO, YTO BaC OTOPBAJIMA OT
pabotel. Ecnu y Bac 3T0 mosy4daercs Jierko - Bnepea! B mpo-
TUBHOM CJly4yae, IlocTapaiiTech cKa3aTh, HampuMmep: «f Obl
XOTeJI YASIUTb 3TOMY OOJbllle BHUMAHUS. DTO ITOTEPIIUT 10
X 4acoB, KOrga Mbl CMOXEM OOCYIUTh BCE TOJDKHBIM 0Opa-
3oM?» Wmm: «Mory g nomymaTh Hall 3TUM BOIIPOCOM U Tiepe-
3BOHUTH BaM B X 4acOB».

WMnm Xe mocrapaiitech CIIaHUPOBATh CBOE BPeMsI TAKUM 0O0-
pa3oM, 4ToOBI B Cjydae, €CIM KTO-TO 3aXO4eT OTOpBaTh Bac OT
paboThI, BHI OyIEeTe K 3TOMY TOTOBEL

3aroMHuUTe CJICOYIOIINE COBETHI:

v" Coo0l1aiiTe MOASIM 3apaHee, B KAKOE BPeMsl BbI CMOXKETE C
HMMM BCTPETUTHCS.

v Ecam KTO-TO Bac OTBJIEKAET, a Bbl HE MOXETE JEJTMKATHO BbI-
CTaBUTH €T0 BOH, TO BCTaHbTE BO BpeMsl pazroBopa. CTost Balll



cobeCceTHHK IONITO He TIPOTOBOPUT, a CJIENIOBATEIEHO, HE OT-
HHMMET MHOTO BpEMEHMU.

v" B KpaiiHeM ciydae, BO3bMUTE TArKy ¢ JOKYMEHTAaMU U Clie-
JTaiiTe BUJI, YTO BaM HY;KHO MATU. DTO JOKHO YCKOPUTD YXOII
HEXeJIaTeIbHOTO COOeceqHIKA.

v/ He Bcrynaiite B AMCKYCCHIO, €CITU Y Bac HET BpeMeHH. FOMmop
- JIyJIIUiA CITOCO0 MOKa3aTh, UYTO BBl OUCHb 3aHSITHL.

v/ Ecm BaM HYXHO C KEM-TO BCTPETUTBCS, WIUTE CaMM K 3TO-
My 4elioBeKy. Tak BBl CMOXKETe MTPOKOHTPOJUPOBATH BPeMs
BalLIero yXoza.

v" He Memaiite monsm, ecii oHU 3aHSThL. Beerna cripammBaii-
Te, CBOOOIEH JIM YEIOBEK B JAHHBIM MOMEHT Y MOXKET JIU OH C
BaMU roBOpHTh. Torma W Apyrve CTaHyT AeHCTBOBATh COOT-
BETCTBYIOILIUM 0Opa3oM MO OTHOIIEHUIO K BaM.

Kaxk 6bI1H ¢ Te1ehOHHBIMM 3BOHKAMU ?

TenedoH - Hanboee pacnpocTpaHeHHasT hopma IJIsT TOTO, YTO-
OBl OTBJIEUbCS OT JeN. [J1aBHasT mpoGiieMa 3aKJII0YaeTCsl B TOM,
YTO MBI CAMU CUUTAEM, UTO JOJDKHBI He3aMeIJIUTETBHO OTBETUTh
Ha TeJle(OHHBIA 3BOHOK - 3TO MOXET ObITh YTO-TO CPOYHOE.
Jlpyrue 3Ke MmojararoT, 4TO pa3 Mbl OTBETHJIM HA 3BOHOK, 3HAYMT,
Y Hac eCTb BpeMs ¢ HUMH TI0OONTaTh.

ﬂaHHbIe COBCTHBI ITPUTOOATCA BaM JIAd YCTPaAHCHUA 3TUX HpO6J'I€M:

v BplmenuTe onpeneliecHHOE BpeMsl TSl Tele(OHHBIX pa3roBO-
poB. T'oBopuTe JTIOISIM, KOITAa BBl CMOXKETE MM TIEPE3BOHUT,
WY Ha3HavyaiTe BpeMsl, KOrJaa CMOXeTe OTBETUTh Ha MX 3BO-
HOK.

v/ Ecnm BBI TIpOCHUTE KOTO-TO BaM II€PE3BOHMTH, YKAXKUTE Bpe-
MsI, KOIJIa 3TO JIy4llle CIIeNaTh.

v/ W3yunre BO3BMOXHOCTH Baiiero TejaedoHa: TeaeoHHass KOH-
depeHLMs, aBTOMO3BOH, OXUIAHMe 3BOHKA U JP.

v T103BOHUB KOMY-JI1M00, COOOIIMTE 1ie/1b BALLIEr0 3BOHKA 1 Bpe-
MsI, KOTOPOE BaM MOTPeOYeTCs, 3aTeM CIIPOCUTE, YyCTPauBaeT
JIM 3TO Balllero coOecemTHrKa.



v/ CocTaBbTe ITUIaH pa3roBopa, Mpexae YeM 3BOHUTh, 3TO TTOMO-
>KeT BaM OXBaTUTh BCE MHTEPECYIOLIME Bac MPOOJIEMBbI.

v/ CoryacyiiTe CBOM JEHMCTBHMS C BalllMM OJIOKHOTOM «Bce 000
BCEM».

v' Mcronp3yiiTe cTaHmapTHBIE Tee(OHHBIE TIOCTaHMS 1 TIOOIII-
pAiiTe IPYrMX OeaTh TO XKe CaMoe.

v/ Hcmonp3yiite B odrice CrieMabHYIO JOCKY JUTST COOOIIIEHMIA,
YTOOBI KaXKIbIii MOT BUIETH aIpeCOBAHHBLIE €My COOOIICHMS
HeMeieHHO. JIoCKy MOXHO TakKe MCIOIb30BaTh AJISl TIepe-
a4y WHQOpMAaIINKI, aapecOBaHHONW BCEM COTPYIHMKAaM: KTO
M KOrja eMy 3BOHWJI.

Bpems, 9T00BI NOIYMATH

Huxe B Tabnulie 3aNMINKTEe, KTO U KOTAA Bac MpepbiBall. DTO
MTO3BOJIUT OMNPEAEINTh, KTO Yallle BCETO BaM MellaeT I Kakasl
camas pacrhpocTpaHeHHas MpUYKMHA, TT0 KOTOPOii Bbl OTBJIEKae-
TeCh OT Aed. 3aTeM MpoaHATM3UPYIATE TaOJHILy.

Kro | ITo kakomy | Hauansnoe | Bpems Beero
NOBOAY BpeMsA 3aBeplICHHA | BpeMeHH

IIpoananm3upoBaB JaHHYIO TaOJMITy, BbI JOJDKHBI 3aMETUTh, YTO
B OIIpeae/icHHOE BpeMsI Bac OTBJIEKAIOT TOpa3io OOJbIIe, YeM B
HMHOE BpeMsi. MOXeT, CTOUT BBIIEIUTh 3TO BPEeMsI CIIEITUATILHO JUTS
TOTO, YTOOHL... OTBIeKaThesa? [locTapaiiTech B 3TOT Iepyon, Aej1aTh
paboTy, He TpeOYIOILYIO OONbIIMX YCUINK U KOHLIEHTPALUN.
OTMeTbTe B CBOEM €XETHEBHUKE BpeMsI, KOIla Bac MOXKHO
OTBJIEKATh, M BpeMsl, KOI/a Bbl MPEAINIOUYNTacTe, YTOObI Bac He
6ecriokowu. JlaiiTe 3HaTh OCTATBHBIM, KOIIIA BAC MOXHO OTBJIE-
KaTh, a KOraa He CTOMT (JIydllle, €CJIA Y Bac €CTh JEKTPOHHBII
eXeTHEBHMK, JOCTYIl K KOTOPOMY MMEIOT M Apyrue moau). Te-
Tepb BbI CMOXeETe 0oJjiee palliOHAILHO MCITOIB30BaTh Ballle Bpe-



M3, a TIPOCBOBI ¥ BOIIPOCHI APYTHMX JIIONEH YK€ HE OyIyT BaM Me-
I1aTh.

Moxer, CTOUT IPeIIOKUTh 3TOT METOM, BCeii Ballleil KOMaH-
ne? Tak Kaxkaplid CMOXKET paboTaTh ¢ MAaKCUMAaJIBHOM 3(h(MEKTUB-
HOCTBIO M HE XKaJIOBaThCs Ha TO, YTO €T0 IMOCTOSIHHO OTBJICKAIOT.

Bops0a ¢ Kpu3ucaMM ¥ «TyIIEHUE MOKAPOB»

Ecnu BaM Hy:KHO yJIaIUTh HEBEPOSITHOE YUCIIO KPU3KCOB U 3aTy-
LLUTBH C MOJICOTHH TI0KAPOB OMHOBPEMEHHO, TO TIEPBBIM JIEJIOM BaM
BCE Xe CIIeayeT pa3odpaTbCcsl B TOM, uTO TpoucxomuT. [pemot-
Bpalliasl O4epeHON KpU3KC, OTBETHTE Ha CIIEAYIOIIME BOIPOCHL

1 B gem mpuumHa?

2 Koro 370 3aTpoHyIso?

3 CKOJIBKO HYKHO BpeMEHHM, YTOOBI BCE YIIATUThL?
4 MOXHO 1 OBUIO 3TOTr0 M30eXKaTh?

5 Yto HYXHO cIenarb, YTOOBI 3TO HE TTOBTOPUIIOCH?
B

cllydae KpU3Hca ClieayiiTe peKOMeHIAsIM:

IIpexne yem AeiicTBOBaTh, OCTAHOBUTECH 1 TToayMalite. Crio-
KOIHO 3amaiite cedbe Bompoc: «Kakoil mar aydile mpeamnpu-
HATh, YTOOBI MUHUMU3UPOBATE ITOTEpU?»

v/ W30beraiiTe HeoOOyMaHHBIX AcicTBNiA. OHM MOTYT OBITH
npexaeBpeMeHHbIMU. CIIOKOMCTBHE M €I1le pa3 CIIOKONCTBUE
- BOT YTO HEOOXOIMMO, YTOOBI KPM3UC OKOHYATEIHHO HE BBI-
BeJI BaC 13 paBHOBECHSI.

v" Ecnm BBI 4yBCTBYeTe, UYTO KPU3HUC BBHI3BIBAET Y BAaC CTpecCC,
IOCTapaiTeCh MOCMOTPETh HA 3TO C MHOM TOYKM 3PEHMSI,
MPpEXIIe YeM YTO-M00 MpeanpuHuMaTh. BHOBE 3amaiite cede
BOITPOCHL: «YTO camoe CTpalltHOe MOXET ITPOU30MTH?», «A 9TO
MPOM30MIET CKOpee BCEro?»

v Tlpoanamu3upyiite umetomuecs ¢GpakThl, IpeXIe YeM Ieii-
cTBOBaTh. JlocTarouHo 1 y Bac MH(MOpPMAIIUM, YTOOBI yia-
IINTH TIpoOIIeMy?

v" KTo MoxeT Bam moMoub? ObpailiaiiTech JIMILb K TeM, KTO JIeii-
CTBUTEIHPHO MOXET OBITh B YEM-TO TOJIC3EH.



v' Tlpn ycTpaHeHWM KpHU3Wca OTMETHTE, YTO BaM HYXXHO YITyd-
IINATH (CUCTEMBI, IIPOLIEAYPHI), YTOOBI B OyIyIlieM Jerde mpe-
OIIOJIEBAaTh BO3HWKAIOIIWE TPYTHOCTHU.

v/ TloMHMTe, 4TO HeT Xyna 6e3 1oOpa. Bbl Bcerma MoxeTe Hemo-
CTaTKh oO0patuTh B AocTomHcTBa. [lo KpaliHell Mepe, y Bac
TIOSIBSITCSI CTUMYJIBI PA3BUBATHCS M COBEPIIIEHCTBOBaThCS. [1o-
pasuTe KJIueHTa/HayaJbHUKa/KOJIJIETY TeM, KaK BaM yIaloCh
CIIPaBUTBLCS C KPU3UCHOU CUTYaLIMEH.

nOﬂ,BE.’lEM HTOTI: YII]')HHJT[‘HHE' JH0/IbMH

v Clyiiasi JTofeii, cTapaiitech ObITh GoJiee OObEKTUBHBIM, 13-
Oeraiite TpeayOeKIeHUI U MPEXIEBPEMEHHBIX BbIBOIOB.

v/ 3HaKOMbTECH C JIIObMU Ha paboTe, KaK C KOJIJIeraMu 1o
oTIeNy, TaKk U ¢ paOOTHUKAMU IPYTUX OTIENOB.

v/ Ecnu Bo3HUKIM MpoOGsieMbl, He cTapaliTech BHIMECTUTh
3JI0CTb Ha JIpYIUX, a MocTapaiiTech c(hOKycMpoBaTh BHU-
MaHye Ha Oymyiiem.

v" TOTOBBTECH K COBELIAHUSIM U JIeNIaliTe 3aMETKMU.

v’ JlaiiTe 3HaTh OCTaJIbHBIM, KOTJa BaC MOXHO OTBJIEKATb,
a Korma Bbl TTpeANovrTaeTe, YToObl Bac He OECITOKOMIIM.

OOpa3 XusHu

Crnenyollye 1Ba YIIpaxXHEHUsT TIOMOTYT BaM JOOUThbCs OaaHca
paboTa/>Ku3Hb 1 MHHUMU3UPOBATh BIVSHUE CTPECCOTEHHBIX
¢akropoB. OHM TIOMOTYT BaM B Ballleil >XU3HU!

YIIPAXKHEHUE 7: BAJIJAHC PABOTBI Y1 INUYHON
XKHN3HU

bananc He o3HavaeT paBeHcTBa. OH JIMIIb YKa3bIBaeT, YTO BbI
JOOWJIMCH ONTUMAIBHOTO JIJIs1 BAC COOTHOLLIEHUST MEXITY Pa3ind-
HbIMU c(pepaMu XKu3HU. [TOHSITHO, YTO OajlaHC - BEIllb HEYCTOM-



yyBas. Bcerga MoxeT BO3HUMKHYTH CUTYyallMs, KOLJa Ha YTO-TO
onmHo (OyzIb TO JOMAIITHSIS KU3Hb WIK pab0oTa) BBI TPATUTE OOJb-
1IIe BpeMeH!, YeM TutanupoBair. M 31o BrioiHe HopMaibHO. [aB-
HOe, 4TOOBI OajlaHC BOCCTaHABJIMBAJICS.

Moii XKU3HEeHHBINA IIUKJI

3anuinTe HIDKe HanOoJlee BaxKHBIC BEIM B Balell skxn3Hu. Ha-
pucyiite Kpyr (Kak IOKa3aHO B IpMMeEpE) M pas3nenTe ero Ha
yacTy, 0b603HavalIe TO0 BpeMsl, KOTOpOe Bbl TPaTUTE Ha KaxkK-
JIyI0 U3 3TUX Belllei. 3aTeM HapUCYHTe BTOPOI Kpyr, B KOTOPOM
n300pa3uTe HamoOoJee KelaeMylo IJisd Bac CUTyaluio. Temepb
MpoaHAIM3UPYHTe pa3indvs MEXIy OByMs «uporamm». Ha-
MUIINATE, YTO, TI0 BallleMy MHEHWIO, BaM HYXHO CIeJIaTh, YTOObI
Pa3pelInTh 3T TTPOTUBOPEUNS?

Most nbtnetwnss Weuins

JloMaiHsg XU3Hb
ColmaiabHas XU3Hb
PasBrneuenusa

Pabora

2
B
]
5]

<<C,£[CJ'IaTb CBOMMU pyKaMIM»

Kax s xouy, umotnt 6v110

JloMaImHsg XU3Hb
ColmanabHas KU3Hb

PasBieuenusa

N

Pabora
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Pyrunnas pa6ora

MHorue yoruBaIOT Ky4y BpeMEeHM Ha BBIMIOJIHEHUE PYTUHHOM pa-
60Thl JoMa. YacTo M3-3a TOro MBI He yCIleBaeM clejaTh IJIaB-
Horo. OCoGEHHO 3TO CIPaBEIIUBO IJIsI TaK Ha3bIBa€MbIX OBITO-
BBIX MMepHEKIMOHUCTOB. 3aHUMasICh 3a60TaMU IO IOMY, MacTeps,
MBI YacTo 3a0bIBaeM O HETAX, IPY3bsX, CYIpyrax v mp.

YTOO6HI MOHATH, CKOJILKO BPEMEHU BBI MOCBSINACTE TOMAlIl-
HUM JeJlaM, COCTaBbTe CITMCOK TOTO, YTO BHI JeJlacTe MO IOMY,
yKa3aB 3aTpaueHHOe Ha paboTy BpeMs.

IIpumep:
PaGora 3arpauenHoe Bpems

Ml =0 S — _
MEIThe TOCYIEI 15 MUH. eXXeaTHEeBHO [
ITponbuleCOCUTh KBapTUPY 1 yac B Hezmelto
[IpuroroBieHue nuinu 45 MUH. eXeqHEeBHO
Brnaxnas yb6opka 2 Jaca B HeIeJo
IToxynka Bemieit o moma 1,5 gaca B Hememo

Temepsb MmoacumTaiiTe 00IIEe KOJIMISCTBO YaCOB, KOTOPBIE BHI IPO-
BOJMTE ToMa (C TOrO MOMEHTa, KaK Bbl IPOCHYJIUCH, 1O MOMEHTA
yXxofa Ha paboTy W 3aTeM ¢ MOMEHTa, KaK Bbl BEpHYJHCH ¢ pabo-
THI, ¥ IO TeX MOP, IMOKa He JIETJIU CIaTh).

Hanpumep, eciu Bel nipockinaerech B 6.30 u yxoaute B 7.45,
a nmpuxonute goMoii B 18.30 u moxutech cnath B 23.30, To poBHO
6 yacoB 15 MUHYT BbI TpPaTUTE Ha NOMAIITHIOW XU3Hb.

Tenepb moacuMTaiiTe, CKOJBKO BBl TPATUTE Ha PYTUHHYIO pabo-
Ty U TaKue 3aHSATUSI, KaK, K MpUMepy, TTPOCMOTp Tejenepenay (s
BOBCE HE MMEIO BBUIY, YTO BaM HeE CIieNyeT CMOTPETh TEJICBU30D,
OIHAKO €CJIW Bbl TIOJACYMTAETE, CKOJBKO Ha 3TO YXOAWT BPEMEHHU,
BMECTO TOTO, YTOOBI TOTOBOPUTD C CYNPYTOM WJIM TIOUTPATh C ACTh-
MH, TO BbI, CKOpee BCETo, OyleTe clierka IOKMPOBaHBbI).



Ilpumep:

Bpemsi

CobbiTue

06.30
7.00
7.20
7.30
7.45
*AAK
6.30
6.45
7.30
8.00
9.00

9.20

10.00
11.00
11.15
11.45

IIpocHyJcs, cTan coduparhCs Ha padboTy

[IpuroToBuT 3aBTpaK, CMOTPS TEJICBU30P
ITomb1 mIOCYmMy

Pazoymun mereit

VYien Ha pabdory

Pa6ora

BepHycst moMoii, TIpUHSUT AYIT W TTePeOmesics
Cxooun B MarasvH

BepHycst momMoit, TIpUTOTOBIIT YKIH
[MoyxuHan, cMOTps Telernepenady

JlocMmoTpen mepenady, IMOMBLI ITOCYLY, YJIOXXWI
neTteil crnaTbhb

ITozBonm Camy, moboaTanu
[MonmroroBmi Koe-Kakyro paboTy Ha 3aBTpa

| ITocMmotpen HOBOCTU

Jler B IIOCTECJIb, MMOYUTaI NEPE] CHOM

3acHyI

D10 IpUMep HaIMX OyaHEi, TTO3BOJISIOIINI TIPEICTaBUTh Kap-
ThHy. [IpoaHanm3mpoBaB, Ha YTO BBI TPATUTE BPeMsI, BB CKOpee

BCEIO IIOIIBITACTECH YTO-TO UBMCHMTDL, B3IJIAIHYB HA 2KM3Hb I10O-

npyroMy. Harmpumep, pyTMHHYIO paboTy MOXKHO IeJlaTh BCeM
BMecTe, TaK ITOJIyJdUTCs U ObIcTpee, n Becenee. Mmm BT MOXeTe
cebe TTO3BOJIUTH HAHAThH JOMPAOOTHUILY?

W momMHuTe, 9TO MImeanpHO yOpaHHass KBapTHpa HEMHOTMM
JIy4IIle cIerka HeIpruOpaHHOM KBapTHPHI, €CJIM BBl BMECTO YOOP-
KU pPEIIIN TIPOBECTU BpPeMs C JeTbMH W/WJIW CYIpPYyroM (CyIi-
pyroii). He mpuHOCHTe B XXepTBY TOMY, TIe BBI KMBETE, TO, Kak
BbI JXKUBETE.




Yr10 BaM HYKHO?

J171sT JOCTHZKEHUSI JKU3HEHHOTO GajlaHCca BaM HY>XKHO YMETh 0ObsIC-
HATB TIOAIM (KaK IoMa, TaK M Ha paboTe), 4To ¢ BAMU IPOUCXO-
JIAT ¥ Y9ero BaM B HACTOSIIIIEE BpeMsI He XBaTaeT.

3amaiite caMoMy cebe 3T BOIIPOCHI:

1 Yrto mpoucxomuT B MOeH XXKM3HU B JaHHBIIT MOMEHT, MOTY JIN
S TIPaBWJIBHO pacIIpele]INTh BpeMsl MEXIy padoToOi M JId-
HOM JXV3HBIO?

Yero 661 MHE XOTEJIOCH?

YT0 MHE HYXKHO CHEJIaTh, YTOOBI 3TO CIYIMIOCH?

YTo MHE clieryeT TOBOPUTH IO TTOBOAY CBOMX HEIT?

KT0 MOXeT MHe TToMOYb TOOMTHCS TOTO, UTO MHE HYKHO?

[V NGNS

BoisicHuTe caMu y cebst, 4TO BaM ceiidac HY>XKHO, ITOrOBOPUTE 00
5TOM C JIFOIBMH, KOTOPBIE CIIOCOOHBI BaM ITOMOYb. Y3HaiiTe, Kak
JIpyTve J00MBaroTCs GaaHca MEXIy paboToil U JTMYHOM KU3HBIO.

HNrpa «MHe HY2KHO 3TO JeJaTh»

MHorue 13 Hac ITOagaT BO BJIACTh IIPUBBIYEK. JIpyruMu ciio-
BaMM, MBI JeJJacM HEKOTOPBIE BEIIM, ITIOTOMY YTO TIPUBBIKIM UX
IIesaTh BCErIa caMHu B OMNpeAeieHHOE BpeMs M OmpeaeeHHBIM
obpazom.

CebirpaeM B urpy «MHe HYXHO 3TO AejiaTh». 711 3TOTO Ha-
MUIIUTE CIIMCOK BCEro, YTO BaM HEOOXOMMMO CIIENaTh.

A Temiephb 3amaiiTe cebe CISIyIOIIre BOIIPOCHL:

1 Bam HyXHO 3TO IeiaTh?
2 BaMm HyXKHO 3TO J1en1aTh?
3 Bam HyxHO 3T0 nemath?

Ecnu Ha Bce BOMpOCH! BBl OTBETWIIM «[la», TO TiepenpoBepbTe
ce0sT C TIOMOIIBIO TOMOJTHUTEIbHBIX BOITPOCOB:

1 Tloyemy MHE HYXHO 3TO Jenarh?
2 Yro cayduTCs, eciy S 3TOro He caesiaro?
3 Yro s1 mpuoGpeTy, eCli He CTaHy 3TOrO AejaTh?



VIIPAZKHEHUME 8: YITPABJIEHUE CTPECCOM

T'oBopst 0 cTpecce, MBI Mompa3yMeBaeM dYpe3MepHOE JTaBJICHHE
(Kak BHyYTpeHHee, TaK M BHEIITHee), KOTOPOe MCTBIThIBaecM. Ko-
HEYHO, OIpeie/icHHasT TOJIST CTPECCOBOTO BO3MEMCTBUS  (WUTH
HaIpsDKeHYsI, KaK YTOTHO) HaM HeoOXOmMMa TS TTOMIepKaHsT
TOHyca. Bbl, HaBepHOe, 3aMETHJIN, YTO TIPM HEOOJIBIIIOM CTpec-
COBOM BO3ICHCTBMM BBl UYBCTBYETE TBOPYECKUIA TTOXBEM, BEI
CITOCOOHBI IEWCTBOBATh, MBICIIUTL U IepKaTh BCE ITOI KOHTPO-
JIeM, Bac HIYTO He TYTaeT, BbI TOTOBBI K HOBBIM MCITBITAHHSIM.

Ho ecim Harpy3ka o4eHb BesTuKa (MM, 9TO 60J1ee BasKHO, HaM
CaMMM TaK KaXeTcsI) ¥ MBI He YYBCTBYEM TIOMIEPKKI OKPYKaro-
IIVX, TO YPOBEHB CTPecca MOXKET IMPEBBICUTH JOITYCTUMO BO3MOX-
HBIIA TIpefielT, ¥ 'y Hac BOZHUKHYT TIPOOIIEMEI.

PasHbIie momu mo-pa3HOMY peardpyroT Ha cTpecc. To, 4To
BBI3BIBACT CTPECC Y Bac, APYTHe BOCIPHUMYT COBEPIICHHO CITO-
KoiiHo. KpoMe Toro, CMMITTOMBI CTpecca TOXe Y KaskIoro CBOM.

Onpeaeﬂe}me HCTOYHHMKOB CTpecca

CYH_ICCTBYGT IIATb OCHOBHBIX UCTOYHMKOB CTpECCa:

1 Ham xaxeTcs, 4TO OT HaC CJAMIIKOM MHOTO TpeOyIOT.

2 Hawm kaxercsi, 4To KOJUYECTBO Harpy3ku He COOTBETCTBYET
KOJIMYECTBY MOAAEPXKKU Y TOMOIIM, KOTOpble HaM HeoOXo-
TIAMBI.

3 Kakoli-To yacTu CBOEil KU3HU MBI yaenisieM OoJibliie BHUMA-
HUSI, 4YeM cJieJoBajlo Obl, a HA MHOTO€ AEWCTBUTENbHO CTO-
s1iee MpOCTO He XBaTaeT HU BpeMeHU, HU CUJL.

4 Mpbl HOKHBI AeJIaTh TO, YTO MPOTUBOPEUUT HAIIM 1IEHHOC-
TSM.

5 Mbl nepexuBaeM Mepuoa KapAWMHaJIbHbIX U3MEHEHUN B
KU3HU.

JTs1 BRITIOJTHEHMSI YIIPasKHEHUS COCTaBbTe CITMCOK TeX Mes, KO-
TOpBIE BBI3BIBAIOT Y BaC CTpecC («CTPeCCOphl»); 3aTeM ITpOpaH-
KUPYHTEe UX B 3aBUCHMOCTH OT CTETIEHM BBI3BIBAEMOTO MU



cTpecca, HauMHas ¢ Hambojee cribHOTO. [Tocite 3Toro, MComb-
3ysl TaOJIMILy, OMpeneNnTe, KaK Bl MOXKeTe YCTPaHWUThb Ty WM
HHYIO TIPUIHHY cTpecca. Ecm M36aBUTBCS OT CTpeccopa HeBO3-
MOXKHO, TIOCTapaiiTeCh MUHIMH3MPOBATh €ro BO3ICCTBIE, Ha-
CKOJIBKO 3TO MOXHO.

ITpumep:

Merounnk | banii Mory it a1 310 Tro a caenan?

cTpecca VCTPAHHTH?

Ma HeT |

OrtBeT Ha Borpoc «YTo s crmemar?» TTOMOTYT HAMTH HEKOTOphIe
3aMaHusl, TIPEUTOKeHHBIE B YITPaKHEHUH.

Kak cnpaButhes ¢ npo0semoit

B xaxmoii ctpeccoBoit cUTyallu eCThb, KakK MpaBuJjio, orpeaeeH-
HBI MICTOYHUK WM COOBITHE, KOTOPOE JTMOO TOAKOHTPOIBHO,
JI00 HETIONKOHTPOJIBLHO BaM. B TiepByfo odepemb BaM HeoOXo-
JIUMO TIOHSITh, MOXHO JIM YCTPaHWTh MIPHUYNHY cTpecca. Ho HE-
KOTIZa He 3a0bIBaliTe, YTO MPOSBICHMS CTpecca, ero CHMITTOMBI
He TO Xe caMoe, 4To M mpoOiieMbl. K mpuMepy, eciii Bl enBa
CIIpaBJIsIeTeCh C IeaMU, TO OITO3MAaHUSA K CPOKaM CHadd paboT
BOBCE He CBSI3aHBI C TeM, YTO BaM HYKHO CIIeJTaTh CIIMIIIKOM MHO-
ro. Ckopee, BBI IIPOCTO HEIOCTATOYHO KBaTMHUIMpoBaHbl. Clie-
MyIoIliasi cXeMa TTOMOKET BaM OIPEIEINTh Pa3TuIHsI Y TIPUHSATh
BEpHOE peIlleHNe.



Onpepemnre npobaemy

| |

Haiiure pemenue

T

He momeTte naiitu pemenus

!

Il PHMHTE EaK JOTEKHOE

l

He Moxere npunaTh

P—

Humre gamsmre!

ITocMoTpHTE HA CHTYAIMIO C IPYTOii CTOPOHDI

Kak YX€ OTMEYAJIOCh, OJId MHOI'MX M3 HaC CTPECC - 3TO Hale
OTHOLLIEHUE K CJIOKMBILIEUCS CUTyallM1, XOTdA Ha CaMOM OCJIC
HHMKaKoro crpecca n HeT!

Ecm BBI 9yBCTBYeETE, UTO CTPECC MOACTYIAET, TO:

1 HanuimTte, 4eM BbI3BaH CTpeccC.
Hamuimire, Kak BBl ce0sl IIpY 3TOM 4yBCTBYETE.

3 3aTeM HanuIIMTe, KaK CTPECCOPBI M Ballll YyBCTBA BIMUSIIOT
Ha Ballle TToBeIcHHE.

4 3apaiite cebe BOIIPOC: «A YTO caMoOe Xy/Ilee BOOOIIEe MOXET
MIPOU30UTU?»

5 Ecmm 3T0 «caMoe xymiiee» BCe Xe IIPOM30MIET, KaK S ¢ 3TUM
CHPABIIOCH?

6 KakoBa BepOSITHOCTb TOTO, YTO CITYYMTCSI CAMOE XyAiee?

7 Yro ciryumTcst cKopee Bcero?

D10 ynpakHeHre TTO3BOJIUT 0OBeKTHBHO B3IISTHYTh Ha Beln. Bee
He TaK IUTOX0, KaK MBI iyMaeM. M Jarrie Bcero MbI CITIOCOOHBI CITpa-
BUTBCS C TEMU TPYTHOCTSIMU, KOTOPBIE TIPETIOMHOCUT HaM KU3Hb.



DU Benm s1 000Karo!

OueHb YacTo CTpecCc BO3HUKAET M3-3a TOTO, YTO MbI CHJTLHO Tie-
pEXUBAEM TI0 MOBOAY KaKOR-TO MPOOJeMbl MU KAKOr0-TO CO-
ObITHSI. BaM HYXXKHO HAliTU 3aHSITHE, KOTOPOE CITOCOOHO OTBJICUb
BAacC OT HEMPUITHBIX MBIC/IEH. DTO HA3BIBAECTCSI «aKTUBHO OTBJIE-
KaTbCST».

CocTaBBTe CIMCOK TOTO, YeM BbI JIIOOUTE 3aHUMATHCS, 3TO
ITOMOXET BaM OTBJIEUbCS OT MPoOJIeM. 3aluIInTe UX B CTOJIONK,
Ha4YMHasI ¢ CaMOro JTFOOUMOTO.

IIpumep:

YTeHne KHUTH.

KynmunaapHbIe 3KCIepUMEHTHL.
IIpocmotp Tenenepenay.
IIporynku.

duznyeckre yrpaxKHEHUSI.
PabGora B cany.

AN B W —

DX moaei 1 000kar!

B cocTostHuM MHTEHCHMBHOTO CTpecca BaM He HyXHO I10jiaraTh,
YTO BbI ITOJTHOCTBIO HE3aBUCHUMBI 1 IOJDKHBI PACCUNTHIBATH TOJIb-
KO Ha cebs. YacTo pa3roBop 0 HabOJIEBIIMX MPOOIEMaX MOXET
IIOMOYb BaM IIPEOIOJIETh TPYAHOCTA W YBUAETH BEIM B IPYTOM
cBete. Crep:XrBaHUE SMOLIMI PEIKO TTOMOTaeT, a CKopee Hao0o-
POT, TIPOBOLIMPYET YCUJICHUE CTpecca.

DTO ynpaXHeHVEe HaIlpaBJIeHO Ha ITOCTPOCHHUE CETU Ballleit
MOpPaJIbHOM TTOAAEPKKKU. 3aIlIOMHUTE, YTO PACCUMTHIBATH TOJIb-
KO Ha OIHOTO YeJIOBeKa, KOTOPBIi CMOXKET PelINTh BCE Balld
po0IeMbl, Hepa3yMHO. JIa HUKTO ¥ He B COCTOSIHUM BBIIEINTD
€IMHCTBEHHOTO YeJIOBeKa M B3BAJIUTh HAa HETO BECh IPy3 CBOMX
npo6iaeM. OTHOIIIEHMSI MOTYT He BBIIEpPKaTh TAKOTO CHJIBHOTO
JTaBJICHUSI.

OrnpenenanTe Kpyr BalllMX IOTEHIMAIbHBIX CIIACUTENEH, 3a-
MOJIHUB TaOJIULLy.



Bonpoc Hms

Ha koro 51 Mory paccunThIBaTh B ciiydae Kpu3suca?

KT0 TToMoraet MHe TTIOHSITH W TIOJTIOOMTE ce0s1?

C KeM 5 Mory OBITh CaMUM CO0O0I?

KT0 MOXeT maTh MHE YECTHYIO OOpaTHYIO CBSI3b
TaKUM 00pa30M, YTO sI CMOTY IIPUHATH ec?

C KeM s MOry IIOrOBOPUTh, €CIIA Y MEHS Ipo0dJie-
MBI Ha pabote?

C KeM $ MOIy IOTOBOPMTD, €CJI Y MEHS TIpo0Jie-
MBI foMa?

K10 HacTaBUT MEHSI OCTAHOBUTBCS M MOAyMAaTh O
TOM, 4TO § JieJiaro?

K10 momozker MHE cMOTpETh Ha BEll B MePCIIeK-
THBE?

C keM MHE Bcerma Beceno?

C KeM I MOTy HU O YeM He TyMaTh?

KT0 3HaKOMHUT MEHSI ¢ HOBBIMM WIESIMU, JTIOTHMI
1 BO3MOXKXHOCTSIMU?

YcraHosneHue KOHTPOJIA B CTpCCCOBOfI CUTyalilumn

Ecmi 410-TO MTHOBEHHO TIOBEPIJIO BaC B CTPECC U BaM Heo0Xo-
JUMO BOCCTAaHOBUTL CaMOKOHTPOJIb, HOHpO6yﬁTC BBIITOJIHUTD
CJICOYIOIME YIIPa>KHCHMA.

JlymaeM o mipupone

INonoiiaute K OKHY WIM K CTEKJISTHHOM BEPH, BBIIJITHUTE Ha
yiuity. [locrapaiiTech BBIXBATUTb B3MVISAOM KycOYeK MPUPOIbI
- IepeBo, 1IBETOK, TpaBy. Eciiv Bbl HaxoauTeCh B MOMEILIEHUH, TO
B3IJISTHUTE Ha Kakoe-HUOyIb pacTeHue. B kpaiiHeM ciydae, 3a-
KpOiiTe IJ1a3a 1 mocTapaiTech MbICIEHHO TIPEACTaBUTh cede, UTo
Bbl Ha MPUPOJIE.

CKoHLeHTpUpyiTech Ha 3ToM. LIBeTa, hopMbl, 3BYKU - MO-
cTapaiiTech He yIycKkaTb HU euHou Aetanu. [ToHabmonaiite, Kak
BCE 3TO COEAMHSIETCS C OKPYXKAIOIIMM MUPOM, MpeACTaBbTe, Ka-
KUMM TTPUPOJHBIMU CUJIAMU 3TO OBLIO COTBOPEHO.



HWnem B THXO0€E MeCTO

3akpoiiTe 171a3a 1 TIpeACcTaBbTe, YTO OTKPHIBAeTe ABEPh. 3a JIBe-
PbIO Bbl BUJIMTE OIPOMHOE MOJI€ C BBICOKOI IyCTOi TpaBoil. Bhl
WIIETE YepE3 T0JIe, CBETUT COJTHIIE, IyeT JerKuid Betepok. Ha npy-
roii CTOPOHE T10JIs1 HAXOAUTCsl Oe30IMacHOe U CIIOKOMHOE MECTO.
IlpencraBbre, KaKk OHO BBIISIAWT BILIOTh 10 MEJIbYAUIINX MOMI-
pobHOCTel. 3aTeM MAWTE Tyla, Y ITYyCTh ITOKO M YMUPOTBOPE-
HUS OKYTAlOT Bailie Tejio. Kak ToIbKO Bbl TOYYBCTBYETE, YTO CHJIbI
K BaM BO3BpAIAIOTCS, BCTaBalTe U BHOBb UAWUTE YEPE3 TOJIE K
OBEpPU, BOMIWUTE U OTKPOUTE Iia3a, COXpPAHMB B AYIIEC OLIyIE-
HHE MOKOSI U MUpa.

DT ympaxXHEeHUsI TTOMOTYT BaM OBICTPO BOCCTAHOBUTH PaBHO-
BeCHUe U JIerye CIIpaBUThCS C JIIOOOM CTPeCCOBOM CUTyallUEid.

r
Hoasenem nrorn: O6pas sxuaHu

v/ ObpamiaiiTe BHUMaHUE Ha TO, YeM BbI 3aHUMaeTech. [1o-
cTapaiTech 3aIIOMHUTD, KAKOE KOJIMIECTBO BPEMEH! BaM
HEOOXOIMMO Ha BBITIOJTHEHUS TOTO WM MHOTO Jeia.

v/ ToBopuTe ¢ IpyrMMU O TOM, YETO BaM HE XBAaTaeT IS J10-
CTIDKEHMsI OajaHca MexXay paboToi 1 JTUYHOM >KU3HBIO.

v" YIpaBisist cTpeccoM, OyIbTe YBEPEHBI, YTO BbI ITBITAETECH
OOpPOThCSI C caMoit MPo0JIEMOIA, a He C €€ TIPOSIBJICHUSIMU. |

v 3amaiite cebe Bompoc: UTo camoe Xyjiree MOXKET ITpo-
nzomrtu?

v' Ycrpansiite nipobieMy 100 IpUHUMANTE ee KaK eCTb,
HO He Tep3aiiTe ceOs IIOCTOSTHHBIMU TIePeXXNBAHUSIMM.




lNopoep)xaHne HaBbIKOB



Ilo3npaBasiem Bac ¢ 3aBeplieHHEM YTeHHUSI 3Toi KHuru! Hanme-
10Ch, COBETHI U YITPaXXHEHUS BaM MPUTOAATCS!

Kaxk Bl 00HApyXWIM caMM, CIIOCOOHOCTD Aep-KaTh BpeMsI IO
KOHTpoJIeM M 3(p(HEKTUBHO €ro MCIOoJIb30BaTh - 3TO MYTh K CBO-
oome. JpyrumMu cioBamMu, MEHbIIIE CTPECCOB, OOJMbIIE pagoCcTeit u
BPEeMEHM Ha CeMbIO, IPy3ell M, KOHEYHO Xe, Ha caMoro ceos.

Ho mist pa3zBUTHS 3TOM CIIOCOOHOCTU BaM IMOTpeOyeTcs Mmo-
CTOSIHHAsI IpakTUKa, W 4eM OoJjbiine, TeM aydiie! Bam Heobxo-
JIMMO TIOCTOSTHHO MOIIePXUBATh (HOPMY, M B OTOM BaM MMOMOXET
3aKJTI0YMTENbHAS YaCcTh JAHHOW KHWIM.



MoaopepxaHue HaBbLIKOB

YnpapneHre BpeMeHEM - 3TO KM3HEHHO HEOOXOTMMEIE HaBbI-
K1, U BaM HYXHO NPWJIOXWTH BCE YCHIIMSI, YTOOBI HE JaTh UM
HWCYE3HYTb.

Bam Bcerma Hamo OBITH B TOHYCE, HE TIpeKpaliaiTe TpeHUPO-
BoK. Ecimm BBI 9yBCTBYeTE, UTO HaBBIKM OCJIabEBaIOT, BHOBH BEp-
HUTECh Ha CTPAHUIILI 3TOM KHWUTW, BCITOMHUTE KITFOUEBhLIE COBE-
TBl ¥ peKOMEHIAIMM, TpoJAeNaiiTe elle pa3 MNpelIoXKeHHBIe
yrnpaxHeHnus. Eie mydine - mocraBbTe mepen co0oii HECKOIBKO
neJieil M TOMBITAlTeCh MX peaarl30BaTh. DTO MOXKET OBITH YTO
YTOIHO, HaYyMHAasI OT €XKETHEBHBIX TTPOTYJIOK M TIOKYITKK OJIOK-
HoTta «Bce 000 Bcem», KOHYasl MOMBITKON cKa3aTth «HeT» Hamo-
eBIIIeMY KOJIJIETe.

CocTaBbTe Balll IMYHBIN TUTAaH Pa3BUTHS, IejdaiiTe B HEM CO-
OTBETCTBYIOIINE ITOMETKM (3alMChIBaliTe, Y€ro BBl JOOMBAETECh
110 Mepe peau3allii 3THX Leieil). YKaKUTe CPOKU BBITOIHE-
HUSI, 5TO TIOMOXET BaM Bcerna OBITh COCPEOTOYEHHBIM Ha JIOC-
TYKEHNH.

Bam anvHbIH 11aH

Cpox v

[lesis/neiicTEne
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