Kak npoiiTu ycnemHno codeceioBaHue pM yCTpPoiicTBe Ha padoTy?

Bam nazHauunm cobOecenoBaHue MPEACTABUTENN KOMIIAHUU, B KOTOPOl Brl
xotute pabotarh. Kak mnokazaTe ce0s c myumeidt croponbl? Kak yOeauTh
paboromarens B3SITh Ha paboTy HMEHHO Bac? Mbl paccMOTpUM KIIOYEBBIC
(bakTophl, BIUAIONINE HA yCTIEX.

[ToaroToBKa K cOOECEAOBAHUIO.

1. IlepBoe, Ha 4yTO ciexyeT OOpaTUTh BHUMAHUE, 3TO Balla OIESKIA.
Haunydymum BapuaHTOM B OOJIBIIMHCTBE CIIyYaeB SIBISCTCS JIETTOBOM KOCTIOM.
YUucThlld, aKKypaTHO BBITJIAXKCHHBIM KOCTIOM. VICKIIOUEHHE COCTABIISIIOT JIMIIb
oNleXKaa TMpeACTaBUTENCH TBOpYecKWX mpodeccuit. Hampumep, kanaummar Ha
JOJDKHOCTh KPEaTHBHOTO JM3aifHEpa MOXKET MPUNUTH Ha coOeceI0BaHNEe B MOTHOM,
HECTPOTOW OAEKAE, TEM CaMbIM MTOAYEPKHYB CBOW BKYC Y YYBCTBO CTHJISL.

2. [Mapdrom. 3aeck riaaBHOE MpaBUiio — yMepeHHoCTh. Ecniu Bel ipuzaete
Ha coOeceloBaHMEe, CHJIBHO HAaJyIIMBIIKNCH, BIleYaTIeHHE O Bac cloxurtcs He
caMmoe Jydinee. DTO JIeJIOBasi BCTpeUa, a HE BEUEpUHKA WK JuckoTeka. [loatomy
OTJIaliTe MpEeaNnouTeHrue JUOO JIETKOMY, €/iBa YJIOBUMOMY 3amaxy, Ju0o 3amaxy
YUCTOTHI M CBEKECTH 0€3 UCIIOIb30BaHUS TyXOB.

3. 3apaHee y3HaiiTe Kak MOKHO OOJIbIlIE O KOMIAHUH, B KOTOPYIO BbI
unere Ha cobecenoBanue. Bnanes »Toil mHdopmanueit, Bel cMoxere Hambosee
KOPPEKTHO OTBEYaTh HA BOMPOCHI BO BpeMsi coOece0OBaHMs, a TakKKe HM30aBUTE
ce0s OT HEJIOBKUX CUTYallUK.

4. 3apaHee BBISICHUTE TOYHOE MECTOPACIIONOKEHUE KOMITAHUU. {19 3TOTO
Bam MoryT npuroauThcsi BCeBO3MOXKHBIE KapThl TOPOJia — KaK 3JIEKTPOHHBIC, TaK U
Oymaxkuele. Bbl moxere HaiWtu ux B HWHrepHere. Ecnim Bwl mianupyerte
no0upaThcs A0 MecTa Ha OOIIECTBEHHOM TPAHCIOPTE, YTOUHHUTE, KaKue UMEHHO
MAapUIPYThI TOAOUIYT.

5. Beixogute u3 jgoma 3apaHee, OocTaBbTe ceOe 15 3amacHBIX MHHYT.
Jlyume mpuexaTh paHbIle, YeM OMo3[aTh. Bapyr, mo mopore BO3HUKHET NpoOKa
WM Ha MECTe He cpa3y copueHtupyerech? Wnu Bam monHamoOUTCST HECKOJIBKO
MUHYT, YTOOBI TTOMPABUTH OACKIY U COOpaThCs C MBICISIMU? 3aX0auTh B ouc HE
CIENYET paHee, YeEM 3a 5 MUHYT [0 Ha3HA4YEHHOro BpeMmeHu. Eciu Bel npuexanu
paHblile, OTYJISUTE, OCMOTPUTE OKPECTHOCTH.

6. Ilmanupyiite Bam geHp Tak, 4ToObl B ciiydae HeoOXomuMocTu Bl
CMOTJIM 3aJiepKaThCsl Ha cOOEceloBaHMM M JBa, M TpU 4aca. B HEKOTOpbIX
KOMIMAHUSAX TMPUHITO TMPOBOJUTH TECThl — KaK IICUXOJIOTHYECKHE, TaK U
HalpaBJICHHbIE Ha BBISIBICHUE NPOQPECCHOHATBLHOIO YPOBHSA. Takue TecThl
3aHUMAKT yiiMy BpemeHu. Kpome Toro, Bam MOryTr mnpenjioxuth 3amoJHUTH
JUIMHHYIO0 aHkeTy. Vi mpocTo mpuiercs J1aTh, PyKOBOAUTEIU — JIFOAU BCEraa
3aHSITHIE.

7. Bo3pMmuTte ¢ coboit pe3rome (akKypaTHO HareuaTaHHoe, B ¢aiine). Jlaxe
eciu Bbl yke BBICHUIAIM PE3IOME MPEACTABUTENAM KOMIIAHUHU, TEM HE MEHEE, BbI
MOXKETe B3ATh C coboil komuto. Ecnm He monamobutcs, Bel He Oynere ero
MOKa3bIBaTh. Pe31oMe MOMOXKET PYKOBOJUTENIO Cpazy MEperTH K Jey, 3a/1aBaTh




BOIIpOCHI 0 Bamemy pestome. Takke noAroTOBbTE NPUMEPHBIM OTBET HA BOIIPOC:
«Hy, paccka3zpiBaiiTe o cede!». MHOrue couckarenu TEpsIOTCS B TaKOM CUTyallUu.
[Tpu oTBeTE HYKHO paccKa3bplBaTh 0 Barem 00pa3oBaHuU U ONbITE PAOOTHI.

8. He 3a0yapre oTkmounth TenedoH. HeoxunaHHbI 3BOHOK BO BpeMs
cobecenoBaHus OyJeT BECbMa HEKCTATH.

Bo Bpems cobeceroBanus

[lepBoe mpaBuno — BEXIUBOCTh. [lpu  Bxome  00s3aTeNbHO
II03/I0POBANTECH.

3aiinsg B KaOMHET AMPEKTOpa WM MEHEKepa IO TMEepCOHANy, TaKxkKe
00s13aTeIbHO 370pOBaeTeCh W Has3bIBaeTe ce0s, TOBOpUTE, UYTO MPHUILIM Ha
cobecenoBaHUE Ha TaKyIO-TO JOJIKHOCTb.

Bo Bpems cobecenoBaHus cTapaiTech HE BOJHOBAThCA. Y JOOHO CANBTE,
pacnpaBbTe IJIEYM — HET HUYEro Oosiee YHBUIOrO, YeM BHJ CropOMBILErocs
KaHauaaTa. 3aliMUTe €CTECTBEHHYIO, HO JOCTaTOYHO cTporyro mo3dy. He cienyer
«pa3BaJIMBaTHCA» B KpecJe.

Eciu pykoBonuTens (MEHEIXep IO IEpPCOHAdy) HE HAYMHACT cam
3aJ]aBaTh BOIPOCHI, CKaXXUTE, YTO BBl MOArOTOBUIM pe3lOME U OTAANTE €My €ro.
Ha Bompochkl oTBewaiiTe CHOKOWHO M yBepeHHO. He HyXHO roBOpUTH OBICTpO,
CKOpOTOBOPKOM. M30eraiiTe ClIoB-Iapa3uTOB: «HY», «3TO», «TUIA» U JPYTHX.

VYnpi6ka OyneT BamivM MOMOIIHHUKOM, MO3BOJIMT PACIMOJIOKUTH JIIOJEH K
cebe. A BOT 4ero HH B KOEM CJIydae He CIeIyeT JeiaTh Ha COOeCeI0BaHNH, TaK 3TO
rpoMKko cMesaTbess. Co CTOPOHBI 3TO BCETAa CMOTPUTCS AUKO. Jlaxke eciaw 4To-To
K@KXETCS OYeHb CMEIIHBIM, OyJeT [OCTaTOYHO YIBIOKH, a JKEJTaHHe CMexa
caepxxuBaiite. CMeATbCS MOXHO pa3Be UYTO B Cilydae, KOrJa PYKOBOJIUTEINb
paccka3blBaeT BaM aHEKJIOT (J1a, TAKOE TOXKE OBIBAET).

KaBep3Hble BOIIPOCHI
Takue BOmpoChl HEPEAKO MOXKHO YCIBIINIATh Ha cobecemoBanmsax. M nemo
3/1eCh HE CTOJIBKO B JYPHOM XapakTepe padoTojarelis, CKOJIbKO B CIOKHUBIIHXCS
Tpaauuusax. PaccMoTpruM HEKOTOpBIE U3 HUX.

1. Ilouemy 6v1 xomume pabomams UMEHHO 8 Haulel KOMNAHUU?

[Ipu otBere Ha 3TOT Bompoc Bam mnoHagoOutTca 3apaHee coOpaHHas
uH(popmaius o komnanuu. Bot Tpu npumepa oTBeTa Ha BOIPOC:

a. Kommanuma XXX 3aHMMaeTrcsi BaXHBIM JI€JIOM — OCYLIECTBIISICT
noakioyenne MHrepHera B ropoje (mojacraBbTe CBOM BapuaHT). S Obl xoTen(a)
OBITh MPUYACTHBIM K 3TOMY JIETY, CYUTAIO €r0 JOCTOMHBIM 3aHATHEM.

b. Komnanusa XXX umeeT Xopouryro penyTanuo (MOXHO J0OaBUTh, YTO
Bamm  3HakOMbIe-Ipy3bsd  MOJB3YIOTCS  yCIyraMd  KOMIIAHMM, €CJIH  3TO
JNEHUCTBUTENBHO TaK). Balla koMIiaHus yCelHa — ¥ sl X04y BHECTH CBOM BKJaJ B
o0mIMii ycrex.

c. Komnanus XXX Ha peIHKE MHOTO JIET, & 3HAYUT, KOMITAaHUS CTaOUJIbHA.
MeHns npuBiekaeT CTabUIbHOCTb.



2. Ilouemy Bwvi ywinu ¢ npescreti pabomuwl?
[IponymaiiTe oTBET Ha 3TOT Bompoc. Hu B KoeM ciyyae He rOBOpUTE, YTO
ObLJT MJI0X0M HavadbHUK WK Bel He cpaboTanuck ¢ KojuieraMu. Moxere BbIOpaTh
OJIMH U3 MPEIOKEHHBIX OTBETOB:
a. HeynoOHbI# rpaduk paboThI.
b. He Obuto Bo3MOXHOCTEH KapbepHOro pocta. (MOXHO TOBOPHTH,
TOJIBKO €CJIM Ha HOBOM MECTE TaKHUe BO3MOKHOCTH €CTh).
c. Pyrunnas paGora. (Tosbko ecim Ha HOBOM MecTe padora
pazHooOpa3Ha).
O ToMm, 4TO Ha MpeXHEW pabdoTe OblIa HEBBHICOKAS 3apIljiaTa TOXE MOXKHO
YIOMSIHYTbh, HO KaKk Obl HEB3HAYail, B MOCJIEIHIOI0 OUYEPEb.

3. Hazoseume ceéou neoocmamxkiu.
He croutr packpeiBaTh nHbOpMaIMio o Bammx pealbHBIX HeIOCTaTKax.
Jlydiie Bcero ckasatb, YTO HEAOCTATKH, Y Bac, KOHEYHO, €CTh. HO OHM HE BIUSIOT
Ha padoTy.

4. I'omoswl 1w Bwl k nepepabomxam?

Ecniu Bam 3agator Takoil Bompoc, ckopee BCero, Ha HOBOM pabote OymyT
nepepadoTtku. B orBet cnpocute: «IIpeasuastcs nepepadoTku? CKOIBKO 4acoB?
Cxkonbko pa3 B Mecsin?» Ecnu Bac yctpanBaet OTBET, CKaKHUTE, YTO A4, Bbl TOTOBBI
K TaKUM IepepadoTKam.

Ha cobecenoBannu He OyabTe M3IUIIHE OTKpOBEHHBI. He oOcyxnaiite
JUYHYI0 KW3Hb. VHOra MeEHeIKepbl MO MEPCOHANY CIEHHAIBbHO CO3AAl0T
JIPYKeCKyIo atMocdepy, 4ToObI yCIbIaTh Balik oTKpoBeHus. He moanaBaitech.
BynpTre cliepKaHHbl M TAKTUYHBL. DTO JIETI0OBas BCTPEYA, a HE pa3roBOp MO AyLIaM.

Eme ogno BaxkHoe npaBuio. CobecenoBanue — 31o He nonpoc. Koneuno,
PYKOBOJIUTENh WJIM MEHEIKEp IO MepcoHany OyaeT 3amgaBaTh Bam Oosbiie
BOmpocoB, yeM Bol emy. Ho, mo cytu, cobeceqoBanue — 3TO 3HAKOMCTBO JBYX
CTOPOH, B pe€3yJIbTaTe€ KOTOPOTO CTOPOHBI pPEIIAIOT, MOJIYYHUTCS JIM y HHUX
B3aMMOBBITOJHOE COTpyAHMYECTBO. [l0aTOMY HE TonbKkO Bac ouenuBaror, HO U Bbl
OIICHMBAETE KOMIIAHHUIO U YCJIOBUS pabOTHl HA JOHKHOCTH.

He Ooiitecs 3amaBaTh Bompochl. CouckaTenb, KOTOpPHIA HE 3amaer
BOIIPOCOB, CO3/AaET BIeUaTIEHUE, OYJITO €My HE MHTEPECHBI KOHKPETHBIE YCIOBUS
paboTsl. K koHIly cobecenoBanusi Bel 00s13aTeIbHO AOKHBI BBISICHUTD:

- Kpyr oOs3aHHOCTe (xoTst Obl mpumepHO, Oonee noapoOHO Bam
OOBSACHAT Ha paboyeM MecTe);

- rpaduK padboThI;

- pa3mep 3apaOOTHOM TIJIaThI;

- HaJM4KE COIMATBbHBIX TapaHTHH (OTUIAYNBAEMbIN OTITYCK, OOTLHUYHBIN
U TaK jajee).



XaMCTBO U HEYBAXKEHHUE

Yro nenartp, €ciii pyKOBOJAUTEIb UM MEHEKED IO MEPCOHAIY ITO3BOISAET
cebe rpy0oCTh, XaMCTBO WM BEIET ce0s1 HEYBAKUTEIBHO M0 OTHOIICHHIO K Bam?

Bo-nepBpiX, BO3MOKHO, 3TO npoBokaius. CylmecTByeT Tak Ha3bIBAEMOE
«IIIOKOBOE coOeceI0BaHuE», MOTYUYUBIIEE MIMPOKOE PACIPOCTPAHEHHUE B MEPUOJ
Kpusuca. Bam rpy0sT ¢ 1enbio npoBepuTh, KakuM Oyner Baiie moBeneHnue, wiu
BBIYJIUTh KaK MOXKHO Oosbiie uHbopmaruu. OCOOEHHO A3TO AaKTyallbHO ISt
CTPECCOBBIX JIOJDKHOCTEM, HAIPUMEpP, MEHEIKEpa Mno mnpojaxkam. He HyxkHO
OTBEYaTh IPyOOCTHIO HA TPYOOCTh. BybTe CAep)KaHHBI ¥ CIIOKOWHEI.

Bo-BTOphIX, €CTh BEPOSTHOCTb, YTO B 3TOM KOMITAHUHM TAKOE MOBEICHUE
SBIIIETCSI HOpMO#. Bo BpeMs coGeceoBaHms COXpaHSIUTE CIIOKOWCTBHUE, HO JIECATh
pa3 moayMaiiTe, mpexjae 4eM yCTpauBaThcsl TyAa Ha paboTy. ['oToBbl 1u BbI K
o100HOMY 0OpareHuo?

[Io oxoHuaHuM MOOJIArOIAPUTE PYKOBOAUTENSI WM MeEHekepa. Bbl
OarolapuTe €ro 3a IMOTpPayeHHOE BpeMs M YyiAeleHHOoe BaM BHHMaHuUE, BHE
3aBUCUMOCTH OT pe3yibTaTa cobecepoBanus. He crmemmTe ycTpawBaThCs Ha
paboTy B ATOT XK€ JIeHb, €CIIM, KOHEYHO, 9TO He paborta Bamieit meursl. OveHb
xopotio, eciiu y Bac Oyner xoTs Obl OJIMH JI€Hb Ha pa3ayMmbe. B aTom cinydae B
CMOXETE B3BECHTh BCE «3a» U «IPOTHBY», UYTO MOMOXKET BaM MPHUHATH BEPHOE
pelieHue.

YCIIEXOB!
N He 3a0biBaliTe poaHOM BY3!




