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3Haere i Bbl, Kak yClemHo MPOMTH co0ece10BaAHUE
Ha padoTy, K 4YemMy ObITh ToTOBbIM? HallTH OTBETHI
HA 3TH BONPOChHI BaM moMokeT Hallla MaMATKA



O

TesedoHHBIN
pPa3roBop ¢
padoromxaresieM

Tenedounslil pazroBop — 310 Bare nepBoe nuHOe OOIIEHUE C OyAyIIUM
paboTonaTeneM, M Ba)XXHO YK€ Ha JTOM OJTafne MPOU3BECTH XOPOUIEE
BrieuatyieHue. Jlaxe eciam Ha3Ha4yaTh BCTpedy OYIET CEKPEeTapb, OH 00S3aTENbHO
pacCcKa)keT HEMOCPEACTBEHHOMY PYKOBOJIUTEIIO WJIM TOMY, KTO OyI€T IPOBOJAUTH
v Bamu cobeceioBaHmeE, 0 TOM, KaK MPOIIET pasroBop.
Uro ke HYXHO YCHeTh CcJejlaTh BO BpeMsa TeleQOHHOTO pasroBopa,
MpeBAPSIIOIIETO cCOOeceI0BaHUE TP MIpUEMeE Ha padboTy?

YTouHnuTe, Ha KaKyio IJOJDKHOCTh Bac mpwuriamaroT, 3agaiTe HEOOXOIHMBIC
BOIIPOCHI 110 TIOBOYy BaKaHTHOM MOKHOCTU. Ecim mo3uninst Bam n3HagaiapHO HE
IIOAXOJIUT, BEKJIMBO COOOIIMTE 00 3TOM M OTKa)XXUTECh OT COOeceIOBaHUd,
npuBeas 00OCHOBaHHBIC apryMEHTHI. He cieayeT TpaTuTh AparolneHHOE BpeMs
(cBOE M paboTomarens) Ha OECEPCIEKTUBHBIE BCTPEYH.

3anummTe Ha3BaHUE KOMIIaHUHN, UM U (I)aMI/IJ'II/IIO TOI'O 4YCJIIOBC€KA, C KEM Brl
pa3roBapuBaliu, KOHTAKTHBIN TeJ'Ie(l)OH, IO KOTOPOMY MOKHO CBA34TbCsA C HUM B
ClIy4ac HCIIPCABHUIACHHBIX 00CTOSATEIILCTB.

VY3naiiTe, KTO UIMEHHO OyJIeT MpoBOAUTH ¢ Bamu cobeceoBaHne, Kak €ro 30BYT.
Bbl mpousBenére xopolee BIIEYaTIEHUE, €CIM 0OpAaTUTECh K HEMY IO UMEHU U
OTYECTBY IIPU BCTpEUE.

VY3HailTe TOUHBIM agpec Mecta cobecemoBaHusi. OOropapuBasi BpeMsi BCTPEUH,
MJIAHUPYUTE €ro Tak, 4ToObl HHKaKue JApyrue naeina Bam He momemanu. MoxeT
OKazaTbCs, 4TO y Bac B 3TOT [eHb Ha3HA4YeHbl €MIE¢ OJHO WU HECKOJIBKO
cobeceoBaHUl ¢ IpyrMMU paboTomaTensiMu, Torjaa rpaduk coOecenoBaHUM
HY’KHO CIUIAHUPOBAaTh TakK, 4YTOOBI BpeMs MEXIAy MOCIIEeI0BaTEIbHBIMU
coOecenoBannsIMHu ObLIO He MeHee 2-3 uyacoB. Ilomumrte, yto Bac xumér He
MUHYTHBIM pa3roBop, a oOcTosiTeabHas Oecena, Ha coOeCeIOBAaHUM IPO3ByUaT
BOIPOCHI 0 Baiiem onbite padoThl, TpodecCUOHANBHBIX HABbIKAX.



NOArOTOBKA

K COBECEAJOBAHUIO

Htak, o BpemeHu BcTpeur ¢ pabotoaresemM Bol yCIOBIIHCH, TEIIEPh cCaMOe
BpeMs 3aHATHCS HEMOCPEACTBEHHON IOATOTOBKOM K coOecemoBaHuio. UTo ke
HYXHO CJlieJiaTh?

CHavala TOATOTOBBTE JOKYMEHTBHI, KOTOpBIE MOTYT IIOHAJOOWUTHCS Ha
coOeceI0BaHuu:

- pE3IOMe B JIBYX IK3EMILIAPaX;
- MMacTOpPT;
- TATUIOM 00 00pa30BaHUM C BKJIAJIBIIIEM;

- JUTUIOMBI O JOTIOJIHUTEILHOM OO0pa3oBaHUM, CEPTHUHUKATHI 00 OKOHYAHUU
KYpCOB, YyJOCTOBEpeHUs W T.N. (HE cieayer OpaTh C COOOH JTIOKYMEHTHI, HE
MMEIOIINE OTHOIICHUSA K JIOJKHOCTH, Ha KOTOpYIo BeI ipetenayere).

HameTbTe MapuipyT moe3ikud Ha coOeceloBaHHME, pacCUUTalTe BpeMs, KOTOPOE
HYKHO 3aTpaTUTh Ha JOpory, aoOaBpTe em€ 3amac BpemeHu (MuHyT 30) Ha
ClIy4yall BO3MOKHBIX TPAHCIIOPTHBIX 3aTPYJHEHUN, C KOTOpPbIMH Bbl MoO)keTe
CTOJIKHYTBCSI B lopore. MOKHO MpeIBapUTENIbHO ChE3IUTh K MECTY MPOBEACHUS
co0ecennoBanus, ecin Bbpl cOMHEBaeTech, YTO B HA3HAYEHHBIA JEHb CMOXKETE
OBICTPO 1 0e3 mpobJieM HAlTH HY»KHOE 3aHue.

[IponymaiiTe OTBETHI Ha BOMPOCKHI paboToAaTeNss Ha coOOEeCeI0BaHUM, KOTOPHIE B
TOM WJIM UHOM BHUJI€ 00s3aTEIbHO NMPO3BYYaT B Xoj¢ Baiiero pasrosopa:

- mouemy BrI yuuu (pemumian yiTH) ¢ mociaeaHero Mecta padbotsl; riae Bol celiuac
paboTtaete?



- nouemy BrI xoTHTE pabOTaTh UMEHHO B HaIlICH KOMITAHUU?

- KaKylo I0Jib3y Bala aesteqbHOCTh KaK COTPYJHMKA MOKET IMPUHECTH HaIlIeH
KOMIIAHUHU?

- Ha30BHUTE CBOM CaMbI€ OOJIBIITHE JOCTOHMHCTBA U c71a00CTH KaK COTPYIHHUKA,

- HazoBuTe Bamm camplie OOJbIIME AOCTHIKEHHUS KaK CIIEIUMalNCTa; ObLIN JU Y
Bac neygauu B nmpodeccroHanbHON AESTEILHOCTH, M KaKue OHU?

['oToBbTECH MaBaTh MpaBAWBBIC OTBETHI HA BOMPOCHI Ha coOeceqOBaHUM (B XOJ€
WHTEPBbIO WJIM TOCJE JOXb 00sA3aTeabHO BCIUIBIBET). [Ipu OTBETE HaA BOMPOC:
«Ilouemy Bwl pemmnu cMeHUTH pabOTy?» — HE CleNyeT JaBaTh HETaTUBHbBIC
OT3bIBBI O KOJUIErax H© PYKOBOAMUTENAX, OTPAHUYBTECH HEUTPaIbHBIMU
BBICKA3bIBAHUSIMHU: OTCYTCTBHE BO3MOXKHOCTEH JJIsi TPOQPECCHOHATBLHOTO POCTA,
HEPETYJSPHOCTh B IIOJYYEHHHM JEHEKHOTO BO3HATPAXKICHUA, YHNAIEHHOCTh OT
JIoMa, HeYJI0OHBIN Tpaduk pabOTHI U T.II.

['oBopst 0 BO3MOXXHO# Oymymieli paboTe B HOBOM KOMITAHHH, JalTe IOHSTH
cobecequrKy, 9yTo BBl 3amHTEpecoBaHBl pabOTaTh MMEHHO B JTOM KOMIIAHUH,
MOJKeTe OBITh €il I0JIe3Hbl KaK CIIEIUAIMCT, HO MPH ATOM BBl TOMKHBI 4ETKO
MPEJICTaBIATh, YEM 3aHUMAETCS KOMIIAHMS, YTOOBI HE MonacTh Brpocak. Cymeere
MPaBUJILHO MOBECTU ce0s B ATOM BOIpoce — Baiu maHCchl ObITh MPUHATHIM Ha
paboTy B ATy KOMIIAaHUIO BO3PACTYT B HECKOJIBKO Pa3.

OTBevass Ha BONPOCHI O CBOUX JIOCTOMHCTBAX M OCOOEHHO HEJOCTaTKaxX, O
JOCTMKEHHMSIX M HeyJadax, OyabTe OCTOpOXHBI. [IposiBUTE [10CTaTOUYHYIO
CAMOKPUTHUYHOCTh K CBOEH MEPCOHE, 3TO MOJAHUMET Bail aBTOpHTET B riiazax
cobecequrka. ['oBOpsi 0 CBOMX YIYUIEHUSIX, HEOOS3aTEIbHO IMPUBOJIUTH CBOH
caMble OoJibIIME MPOMaxXHU. 31€Ch IIaBHOE, 4TOObI Bbl MOrim moka3arh, 4To Bel
CaMU UCIIPABUJIM CBOM MpoMax W M30aBUJIM KOMITAHUIO OT HENPUSTHOCTEW WU
CBEJIM UX K MUHHUMYMY.

[Ipoagymaiite onexay, B KOTOpoW MOMAETE Ha BCTpeuy ¢ paboTtomareneM. Beem
3HAaKOMa MOCHO0BUIA: «BcTpedyaloT mo oAekKe, MPOBOXKAIT mo ymy». IlycTs
nepBoe BrieuatieHne o Bac Oynmer cambiM OnaronpusiTHbIM. EcTecTBEHHO,
OJEeXKJIa JOJDKHAa COOTBETCTBOBAaTH TOW JOJDKHOCTH, HA KOTOpPYr Bbl
npereHayere. Bo3aMOXHO, CTPOTrHil JE€TOBOM KOCTIOM YMECTEH HE IS KaKIou
JOJKHOCTH, OJHAKO ONPSTHAs OJCKJAa B JIEJIOBOM CTHWJIE, YUCTBIE BOJIOCHI U
HOI'TH, HadullleHHas oOOyBb  00S3aTeIbHO  MPOM3BEAYT  HEOOXOJIUMOE
MOJIOKUTEIPHOE ~ BIewyaTieHue Ha  Bamero  coOecenmnmka.  Hukakumx
XO3SIUCTBEHHBIX CYMOK, AaBOCEK, 3aMyCOJIEHHBIX IIaKE€TOB C MPOAYKTaMHU,
PIOK3aKOB B BalllMX PyKax ObITb HE TOJKHO!



IIpoxoxkaenue
co0eceq0BaHUA

Bot u Hactan yac cobecenoBaHus, KOTOPOE MOKET U3MEHHUTH Ballly >KU3HB!
O 4yeM Hy»KHO TTOMHUTb TIPU MPOXOXKACHUU coOece1oBaHus?

[TocTapaiiTech TpUATH Ha BCTpedy YyTh paHblle Ha3HAYEHHOro cpoka. Jlydine
BBl mojoxzaeTe 10 MUHYT B NMpUEMHON, 4eM paldoToaaresib OyAeT *KJaTh Bac
noiMUHYThl. Omo37aHMe Ha BCTpedy, Jaxke MO0 HEe 3aBHCSIIUM OT Bac
oOcrosiTenbcTBaM, Ha 99% mnepedepkHeT Bce HAAEXK/bl HA MOJydYeHUEe paboThl B
9TON KOMIIAHUH.

Ecnu BApyr Bce-Takyd Takasi CUTyalusi MPOW30IUIA, BBl YYBCTBYETE, UTO HE
yCIieBaeTe K Ha3HAYCHHOMY BPEMEHH, 00s13aTE€JIbHO MO3BOHUTE MO KOHTAKTHOMY
TeneoHy, M3BUHHUTECh, OOBSICHUTE MPUUYMHY BaIlleTO OIMO3JaHUS W Yy3HAWTe,
CMOXET JIU paboTojaTesib MPUHATH Bac B ITOT K€ JIEHb YYTh MO3XKE WJIU €CTh
BO3MOKHOCTb IIEPEHECTH BCTPEUY Ha IPYTrO€ BPEMSL.

Ecnu Bl BOOOIIIE pelIuian He XOAUTh Ha cobeceioBaHue (MepeayMain padoTaTh
B JTOW KOMNAHWM, y Bac jApyrue cpounble nena u T.1.) OBA3ATEJIBHO
MO3BOHUTE PabOTOAATENIO U COOOIIUTE 00 ATOM, MIPEABAPUTEIHHO U3BUHUBIIKCH,
YTO HAPYUIWIN ero TuiaHel. [IycTh Xopoliee BreyaTiIeHUE O Bac, MOJyYEeHHOE B
MpeBapUTENIHLHOM Oeceie 1o TeneoHy, HU4ero He UCTIOPTUT!

Bxonsa B oduc, 00s3aTenbHO MO3I0POBAUTECH, MOMPOCUTE COOOIIUTH O BallleM
NpUXO0J€ COTPYIHHUKY, C KOTOPBIM y Bac Ha3HaueHO coOecemoBaHue. Eciau Bac
IMOIIPOCAT HEMHOI'O ITOA0KAATh, HC CTOUT BO3MYIIATHCA U BOCIIDUHHUMATD 3TO KaK
HEyBaX€HHE K cebe. 3amacuTech TEpPIICHHWEM W HE TepsIUTe YyBCTBO
T00pOKENATEIbHOCTH, C KOTOPBIM BBI IIIJTM HA BCTPEUY.

3apaHee OTKIIOYUTE COTOBBIM Tele(oH, YTOOBI HUYTO HE MOTJIO ITOMEIIATh
Balleu oeceje.



3axonst B KaOWHET, MO3/I0pOBaiiTech, oOpalasch MO HWMEHU M OTYECTBY K
COTPYAHHKY, C KOTOphIM Oyjaere OecenoBath. (0s3aTeNbHO YIBIOHUTECH.
CkaxuTe, YTO BaM OYEHb MPUSATHO MpUTIalIeHUE Ha coOeceloBaHNE MMEHHO B
3Ty KOMIIaHHIO0. DTUM Bbl CMOKETE 3apaHee pacloloXuTh K cede codeceTHuKa.

CsiapTe Tak, 4ToObI Balle JUIO ObUIO oOpalieHo Kk codeceaHuky. llepenBunpre
CTyJ, eciiid 3T0 HeoOxoaumo. He pasBanuBaiiTech Ha CTylie, HE CKpeIMBanTe
HOTH TI0J1 HUM, HE MOKUMAaNTE UX; HE TepeOUTE HEPBHO PyKaMU PYUKY.
BHuMartenbHO CilylIaiTe BOMPOCHI, KOTOPbIE BaM 3aJal0T, CMOTPSl MPU 3TOM B
JUI0 coOecenHuka. HaumHaiiTe oTBe4YaTh TOJBLKO TOIJA, KOTAA ITOMMETE, O YeEM
Bac capocwin. Eciiv Bompoc HE COBCEM MOHSTEH, TO, U3BUHUBIIUCH, MOMPOCUTE
enie pa3 MoBTOpUTh ero. OIHAKO HE MEepeyCeplICTBYHUTE - MepecnpaliuBaTh
MOYTH KKl BOIIPOC HU B KOEM CIIy4ae HEJb3sl.

OTBeuvast Ha BOMPOC, CTapaTeCh HE TOBOPUTH Oosiee 2-3 MUHYT. DTOr0 BPEMEHHU
BIIOJIHE XBATHT, YTOOBI B II€JIOM OCBETHUTHh Hambojiee BaXXHYIO MH(GOPMAIHIO TIO
caMoMy CJIOKHOMY Bompocy. OHOCIOKHBIE OTBETHI «a» U «HET», TUXUH T0JI0C
cCo37adyT BIICYATIICHWE Balllel HEYBEPEHHOCTH B ceOe, HEYMEHUU OOBSICHUTH
CBOIO TOUKY 3PEHUSI.

Ecnu Bac mompocsT pacckazath o cede, He ClenyeT MyCKaThCsl B MPOCTPAHHbBIE
pa3roBopbl 0 cBOe aBToOMorpadguu. Tem Oosee, HEIOMYCTUMO OTBEYaTh, YTO B
pe3loMe yke BCE HamucaHo. Pacckaxkute o cBoeM 00pa30BaHWU, OCBETUTE OMBIT
paboThl. DTO NPOAEMOHCTPUPYET JHUIIHUM pa3 BamK NTpodhecCUOHATbHBIE
HABBIKW U KaYeCTBA.

OTkphITasg yiblOKa, HEMHOTO XOpOIIETO M HEHaBSI3UMBOIO IOMOpa, M TOrJa
HeOOoJIbIIINE MpoMaxy OyIyT BaMm 00s3aTebHO MPOIICHBI. /[eI0BOMYy pa3roBopy
yibpIiOKa HE MeliaeT, HaoOOpOT, OCTAeTCsl BIEYATJIICHWE, YTO Bbl OINBITHBIA, a
MIOTOMY YBEPEHHBIN B C€0E YEIOBEK.

[Ipomasick MO OKOHYaHUM COOECEAOBAHUSI C COTPYIHHKOM, KOTOPBIA €ro
MPOBOINJI, 00SI3aTENIbHO MOOJIaroapuTe 3a MPEeJ0CTABICHHYIO0 BaM BO3MOXKHOCTh
npoiTh co0OeceloBaHUE B JIAHHOW KOMIIAHMM BHE 3aBUCUMOCTH  OT
OKOHYATEJILHOTO BBIOOpA, KOTOPBIN cliesiaeT paboToaaTENb.

YaauHoro
cobeceroBanuA!



