TEXHIKA E@EKTUBHOI'O IOIYKY POBOTH,
INPALEBJIAIITYBAHHS I KAP'€EPHOI'O 3POCTAHHSA

YynoBi CTyZEHTChKI pokH jdanu Bam 3HaHHS, HaBUYKH i yMiHHS, Temep
noTpiGHO BHM3HAYMTHCH, B sKiii cdepi MoxHa peanizyBatu cebe, 1€ BIACTBCS
nobynyBatu kKap'epy, a XapKiBCbKUM 0OJacHMN LEHTP 3aMHATOCTI B I[BOMY
JIOTIOMOXKeE:

www.dcz.gov.ua/kha

Kap'epa - ye cmpimke npocyeanns e 2anysi cycninvHol, ciyxcbo6oi, Haykoeoi
ma iHwiu oisnoHocmi. Bona € Hesid'emuolo uacmunoio scumms miei n00uHuU, AKa
xoue docsemu yCcnixy.

[Ilo6 nmpaBHIBHO OpraHi3yBaTH CBO€ Kap'epHE 3pOCTaHHS, MepeadauyuTd BCi
NIaCTKM Ha CBOEMY LLIAXY, MOTPIOHO HABYUTHCS POMOAUIATH CBOI CHIIM i Yac, yMiTH
obupaty noTpiOHI 1iIi, CTABUTH Mepe] o000 3aBIaHHS.

ObGepite ans cebe Ty cdepy misubHOCTI, B sKkiii Bu BiguyBaere cebe
npodecioHanoM abo Ty, B ki Bu peansHo 3Moxere HuM cratu. Llg cdepa noBunHa
He JIMIIe BianmoBizaTd BamuM BMIHHAM, ajie 1 mogo6atucek Bam.

3 BU3HAYEHHAM II0CaH, K MpaBuio, npocrime. B 6inbmocti chep missipHOCTI
3a3BUYail € JOCUThH YiTKUI Habip NOTEHUIHHUX IOcal, TaK IO MParHiTh 0 KpaIioro,
aJie 3aJMIIanTecs peaaicToM.

Slkio Bu BupilIMIM CTATH BIIOMOIO JIIOJWHOIO, CTBOPUTH XOPOLIHMH IMIIK i
noOyayBaTd BiAMiHHY Kap'epy, Bam moTpiGHO 3aBXau maM'sTaTd Mpo Te, IO KUTTA
KOPOTKE, 1 SIKIIO MpaBUIBHO OpPraHi3yBaTH KOXKHY XBWJIMHY 1 TPOBOAUTU i 3
KOPHUCTIO, MOYKHa BCTHTHYTH OaraTo IO, HaBiTh SKIIO BH NOBUIBHO pyXaTHeETECs
BIIEpE]I.

By MOBHHHI OTPUMYBATH 3aJOBOJICHHS BiJl 3aHATTS NEBHUM BUJOM JisTBHOCTI,
nuie 3a Hiei ymoBu Bu Moxere noOyayBatu kap'epy. He quBiThes Ha piBeHb OIUIATH
npaui. Bucoka 3apmniara He € mepiIoYeproBoo yMoBo. barato ycmimHMUX KymiB i
PEMICHUKIB MHHYJIOTO, TepLI HiX JAOOHTUCS ClaBHU, JOBroO NpaLOBalIX 1 YaCTEHBKO
3MIMCHIOBAIM TOMMJIKH Ha CBOEMY LUIAXy. Xaif e Oylne MOKM He HACTUIbKH
BHCOKOOIUIaYyBaHa po0oTa, 5K XO4YeTbCs, IpOTe BOHA IpPUHOCHTHME Bawm
3aJOBOJICHHS .

Konu eci npiopumemu po3cmaenewni, MONICHA CMIIUBO NOYUHAMU NOULYK
pobomu. Y ypomy Bam 0onomooicyms pizi 0dicepena noutyky pobomu.

Cepen Hux:

OroJIoLIEeHHs PO poOoTy B 3acobax MacoBoi iHpopmalii;

NouyK poOoTH 3a A0NOMOroro [HTepHeT;

Oe3nocepeIHE 3BEPHEHHS 10 Npalle1aBLs;

Bi/IBiZlyBaHHs AHIB Kap'epy Ta iHIKX iHGOpMaLiHHUX aKLiH, 10 IPOBOAATHCS
KOMIIaHISIMH;
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v 3BEpHEHHs B KaJlpOBi areHTCTBA;

v 3BEpPTaHHs J0 JIeP’KaBHOI CITy)kOU 3alHATOCTI 1 BiJBIAyBaHHS spMapKiB
BaKaHCIH;

v 3BEpHEHH$ [0 JIpYy3iB i 3HAHOMHX.

Hacmynue, wo Bu noeunHi 3pobumu — Hanucamu pesiome, aodxce npasuibHoO
cknadene PE3IOME — ye 3anopyka ycnixy. I'pamomno cknadene pesiome €
HAUNOMYAICHIUUM 3ACOOOM CaAMOPEKNaMU HA PUHKY NPayi.

1. Pestome mae Oyt CTHCIMM, 3MICTOBHMM i NpaBauBHM. ['0l0OBHa MeTa -
CTBOPUTH CIIPHATIMBE BpaKeHHs Mpo cebe 1 mepeKoHaTH npaieaasiis B TOMY, 110 Bu
caMe Ta JII0JIMHA, Ka 3MOXe NPEeKPacCHO BUKOHYBATH JaHy poOoTy.

2. Tlpu BKa3iBLi A0cBiAy poOOTH i BiJOMOCTE# MpPO OCBITY BHKOPHUCTOBYiTE
3BOPOTHUN XpOHOJNOriYHUN mopsinok. CTune pesroMe IIOBHHEH BiIpI3HATHCS
CTHUCIIICTIO, KOHKPETHICTIO (4MM KopoTiue Oyzne iHdopMarlis, THM Kpaille, FOJIOBHE,
o6 BOHA BiANOBiJala MOCTaB/IEHIM MeTi), YeCHICTIO (He 3a3HayaiiTe B pe3oMe
HenpaBaAuBYy iH(OpMaILito, IPaBUIBHO PO3CTABIISAN aKILIEHTH ).

3. YHukaiite HeraTuBHOI iH(poOpMallii B pe3tome, He BKa3zylTe piBeHb OaxxaHOl
3apo0iTHOI IMJaTh, a TaKoXX AOBrOCTPOKOBI 1l Kap'epHOro 3poctanHs. He Baprto
BUKOPUCTOBYBAaTH B pe3toMme «SI». Lle Bawe pestome i Bu, npupoaso, numere mnpo
cebe. Kpaille mounHaTu 3 akTUBHUX JI€CIIB: «YNPaBISIBY», «10CATaB», «aHATi3yBaBy.

4. 30BHIIIHE OGOPMIIEHHS pe3loMe IIOBUHHO 3pOOMTH HWOro YHUTaHHS
MaKCHUMaJbHO KOM(MOPTHUM. YHHKaiTe HEe3po3yMIIMX CKOpOYeHb i JOBrux ¢pas.
JlpyKyiiTe pe3tomMe Ha XOpOLIOMY Marepi po30ipJIHBUM i, 32 MOXJIUBICTIO, KPYITHUM
wprpTom. 3pobiTh UiTKy pyOpHKaLito TekcTy. [IpaBunbHO po3TallyiTe TEKCT.

5. PesioMe He MOBHUHHO 3aiiMaTH Oinblie OHIET CTOPIHKU. SIKIO HE BAAIOCs
YKJIaCTHCS B CTOPIHKY, TO BKaXiTh B KiHII CTOPIHKHM, LIO IPOJOBXKEHHS MOTPIOHO
JIMBUTHCS HAa HACTYIIHOMY apKyIli, a Ha BCIX apKyllaX, OKpiM INepLIoro, Bropi
3a3Ha4Te HOMEp CTOPIHKH 1 CBOE IMpPi3BHILE.

Ilpu HanucauHi pe3iome 0araTo MNpeTeHAEHTIB TpaaHUiiiHO pobJaATH
nomuakH. O3HalioMTech 3 HUMH i cnipoOyHTe iIX YHHKHYTH:

v' He npe3eHTabebHUN 30BHIIIHIA BUIIIAL;

v/ NpUCYTHI#M Ha/UTMLIOK iH(popMaLil, IToraHa AKicTh KCEpOKOIiH, HE AKiCHUiA
narip;

v/ HeMmae 4iTKOI oprasizaiii i moci10BHOCTI y BUK/IaeHH] iHdopMallii;

v/ BiACyTHS CHMCTEMHICTh Yy 3a3HaueHili TpYHOBil isIIBHOCTI, HasBHI
THMYAcoBi TpPOMYyCKH, mpo siki Hemae iHdopmanii, iHpopmalis He mojileHa Ha
PO3MiIH 1 MiAPO3ALIH;

v’ pesioMme JyxKe JIOBre;

v/ 3a3HadeHa iHpopMallid, SiKa He Ma€ 3Ha4YeHHS;

v/ BKa3aHMi BiK, CTaH 3710pOB's, O4iKyBaHa 3apo0iTHa IU1aTa, 4ac, POBEACHHUM
6e3 poboTu;

v/ BUKODHCTOBYIOTbCS ~ CHeLialbHi  TepMiHM, abpeBiaTypH, pe4YeHHs
noOyioBaHi AyXe CKIaJHO.




v’ JipyKapchKi IIOMHJIKH, TpaMaTH4Hi i opdorpadiyni moMUIKy.

Maiouu na pykax pesirome, 0yoice 6axiCIUBUM ACNEKMOM 8 NOULYKYy pobomu €
VMIHHA NPasunvHoO cebe nodamu i NPpasuIbHO PO3NOYAMU POIMOBY 3 Npayedasyem.
Heobxiono ece 3azodaneziob cnnamyeamu, wob ne 6yno 6e32ny30ux NOMUNOK 8
PO3MOBI.

1. IliaroroBka a0 po3moBH. Bona BaxiMBa, amke mig dYac NPoOOHOT
TeaeOHHOI PO3MOBU KOHTPOJIIOETE cUTyalito Bu, a He mpauenasens. Bin He uekas
A3BIHKa 1 He 3aBXXAM IOTOBMH CTaBUTH 3anuTaHHs. Lle mae Bam MOXIMBICTH y3aTH
iHiIiaTUBY B CBOI PYKH i HalpaBUTH XiJ criBOeciau Tak, sk 1e BUrigHo Bam. MoxHa
TaKOX CKOPHUCTATHCSA CHUTYALI€lO 1 3aIMTaTU PO MOXKJIMBICTH MMOJAIBINOT 3yCTpiyi i3
CIiBPO3MOBHHKOM.

2. 3naiiomcrBo. [lepm HiX po3nmo4aTd pO3MOBY, MOTPIOHO YTOYHHUTH iM's
npauenasls. Lle 103BoNMTh He BUTpavyaTH 4yac i 3yCHJIb Ha PO3MOBY 3 THM, XTO HE
MoOXe 3anponoHyBatd Bam po6oty. OxpiM 1IbOro, 3BepTalOYHCh, 10 MpalelaBls Ha
iM's Ta mo GaTbkoBi, Bu nogacre po3MoBi He)OpMaIBHOrO XapakTepy i 3MEHIIUTE
TICUXOJIOTIYHMH Oap'ep MK HUM 1 coboro.

3. Moaaemo «kopaon». He BapTo Bigpa3y nosizomisty, mo Bu tenedonyere
3 NPUBOAY MOUIYKY poOOTH. Y TakoMmy pasi BiANOBiAb MOXe OyTH HETaTHBHOIO.
Sxmio Bam cniBpo3MOBHMK HaMmara€Tbecsi 3'ACyBaTH NpU4YMHY Bamoro a3BiHKa,
Kpallle CKa3aTu, 1o TesnedoHyeTe 3 KaApoBOro NUTaHHA 1 6a)caeTe MOCIMiIKYBaTUCH 3
BIAMOBIJaJIEHOIO 0c00010. 3a 1i BiACYTHOCTI HE BapTO NOrOKyBaTHCS HA PO3MOBY 3
iHIo0 ocoboro. [Ipote, Hi3HalTeCh, KOIM MOKHA 3aTene(OHYBAaTH 3HOBY.

4. Camopekaama. Meta npoOHUX Tesle(OHHUX PO3MOB - PUBEPHYTH yBary
npaueaaBus g0 cebe i 3auikaBuTH Horo y 3yctpiui 3 Bamu. Otxe, npexncraste cebe
JTAKOHIYHO 1 KOHKPETHO po3nosifaiite nmpo cede. OOOB'I3KOBO aKLEHTY#Te yBary Ha
CBOIX 3aiI0HOCTAX, NOCBiAi 1 kBanidikamii. Moxere cka3aTH TaKoX, 110 TeJlepOoHyeTe
3a PeKOMEH/IaLi€l0 BioMol oMy ocobH, 110 po3nosina Bam npo MoxiuBi BakaHcii.
3anuTaiiTe, Y4 MOXKHA 3yCTPITUCA i MOrOBOPUTH PO BaKaHTHI Micus. JIOMOBUTHCEH
yJIAETHCS HE 3aBX/IH, ajle 1ie He 03Havae, 1110 Bu MapHo 3rasuiy yac.

5. ByasTe HanoaerauBuM. baxano, mo6 po3moBa Oyna He nosror. [laiite
npaneaaBLio 4ac Ha po3ayMu. CkakiMo, 3alponoHy#Te HaaicaaTu pe3toMe i e pas
3ateneoHyiiTe micis TOro, ik BiH #Horo orpumae. CripofyiiTe Takox 3'aCyBaTH, YH
BiZIOMO 11i}1 JIFOIMHI TIPO MOXK/IMBI BakaHCii B iHIIKMX Bijinax abo opraHizawisx TOLIO.

6. 3aBepuieHHsi po3MoBH. Jliajor NOBHHEH 3aKiHUUTHUCS BBIWIMBO, Ha
no3uTuBHIA HOTi. OGOB'A3KOBO MOAAKYMTE MpaleaBLIO 3a yBary i 3a Te, 1o Bam
npuaianny gac. [Ticis 3aBepiueHHs Tene(OHHOT PO3MOBH 3aNHUILITh HOroO pe3ysbTaTH
i crutanyiiTe cBOI MmojabLIi Mdii.

SIK cBiQYMTH MpaKTHKa, MpoOHI TenedoHHI po3MOBH y OaraTboX BHIAAKax
JAI0Th IIAHC Ha criBbeciay 3 mpauenaBueM abo x iH(GOpMaLio PO HOBE JHKEPEIIo
MOLIYKY pOoOOTH.

Axwo Bac 3anpocunu Ha cnigbecioy, Bu noeunni pemenvno 00 Hei |




nidzomysamucs.

1. Hamaraiitech  3HaliTH BCIO JOCTYNHy iH(OpMaLil0 MpPo HisVIBHICTH
NpaBUJIBHO TIOBOAUTHCS ITiJ 4ac CIiBOECiaH.

2. Iligrotyiite Komii macnopTa, iieHTH(IKALIHHOrO KoLy, AUILIOMIB, pe3ioMe
Ta IHIIMX BaJIMBUX /A NpalelaBls NOKyMeHTiB. MoxeTe B3sTH 3 co00w0 3pa3Ku
CBOIX pOOIT (CTATTi, MAJIIOHKK TOILO), SIKIIO y Bac TBopya npodecis.

3. Ilpuroryiitecs HaszBaTH mnpi3BuIa i TenedoHu ocib, sxi Bac MoxyTs
BiZIpEKOMEH/1yBaTH, 3a3aJIeri/ib MOrOIUBIIH i€ 3 HUMH.

4. Jli3HaliTecb Npo Miclle pO3TalIyBaHHS oOpraHizauii i mopory, o6 He
3amisHuTHCA. baxkaHo mpuiiTH 3a 15 XBWIMH 10 BKaszaHoro 4acy. SIkmo Bu Bce x
CIi3HIOETECs, MONepe/ibTe NMPO CBOKO 3aTPUMKY i 00OB'I3KOBO BHOA4TECh, KOPOTKO
NOSICHUBLIY NIPHYUHY.

5. JlotpumyiiTech AiNOBOro CTWIO B ons3i. YoloBikM 3a3BMuaii IOBHHHI
NPUXOAMUTH Ha CIiBOECiqy B KOCTIOMI, OaxaHO, 11100 KOCTIOM OyB JOCHTH CTPOTMM 3a
KOJIbOpoM 1 KpoeM. Bubip oaary B kiHOK 3Ha4yHO Oinbine. HaiirosjoHime - He
BIaJaTH B KpalHOCTI mpu BHOOpPI NOBXKHMHHU CIIAHHUII, KOIBOpPY abo akcecyapis.
Makisok HeoOXiZHuUH, ane B pO3yMHHX Mexax; napdpymamu abo 1e300paHTaMu 3
PI3KUM apoOMaTOM KOPUCTYBATHCS HE BapTo.

6. Cxnanith mepeiik O4YiKyBaHMX 3allUTaHb 1 MIArOTyiTe CBOI BiMOBII.
Hamaraiitech, mepm HDX IOYaTH BIAMOBIAATH, 3pPO3YMITH, HAaBIIIO IOCTAaBJIEHE
MUTaHHS, | BUPILIUTH, SIK MOXHA BIANOBIJAIOYH ITi JKPECIUTH CBOI CHJIbHI CTOPOHH i
YOro TOBOPUTH y KOJHOMY BHITa[Ky HE BapToO.

Ile cranpapTHuii Hadip ¢pa3, ane Bu maere OyTH roTOBHMH 10 HHX:
PoskaxiTte npo cebe.
Sy poGoty Bu xotinu 6 orpumati i yomy?
Yomy Bu BBaxkaeTe, 1110 3MOXKeTe BIIOPATHCH 3 Li€K0 poboTO0?
Ski Bamni wini mwoao kap'epu?
Yomy Bu 3BinbHUINCS 3 TONIEPEIHBOT POOOTH?
SIxi Bamri OCHOBHI MMO3UTHBHI puUcH?
Ha3BiTh NpUKJIaaAH CBOIX AEKIIBKOX NPO(eciHHUX AOCATHEHb.
Yu € y Bac Heponiku abo ciabki cTopoHu?
BkaiTh MpUKJIaaN CBOIX AEKiTbKOX MpodeciitHuX HeBaay abo MOMHIOK?
Yu orpumyBaau Bu ocranHiM wacoM npono3uuii podotu? Skmo Tak, To,
110 e 6yJ1u 3a npono3uuii i yomy Bu BigmoBuincs?
v Yu npoxoauiau Bu cribeciny B iHIINX MicLsX, SKi pe3ynbTaTh?
v’ 1llo 6 Bu 3MiHMIH, IPUAILIOBIIA HAa HOBY po6OTY?
v' Jlo KOro MokHa 3BEpHYTHUCS 3a BiArykom mpo Baiuy po6oty?
v’ SIki Bamii ymo6JeHi 3aHATTS, OKpiM poboTu?
v’ SIx Bu miaBuiyete cBoro npodeciiiny kBaiigikauio?
v’ Ha sy 3apraty Bu po3paxoByere?
v 'V sKi TepMiHH i Ha KX yMOBax Bu roToBi MpUCTYNHUTH 10 HOBOI poOOTH?
v’ SIki nutaHHs € y Bac?
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[Ipoananisyiite cBoi Bianosini. HaBiTh BelnHKi apTHCTH peNeTHPYIOTh. AJKe
Bam Ha cniBOeciai Tex n0BeneThCs rpatd posib. Pons ¢axiBus, mo € Ge3uiHHUM
npuabaHHaM Ans npaueaaBld. | uuM kpame 1 npupoaHime y Bac ue Buiige, TuM
BUILI Bai maHcu Ha OTpUMaHHS pOOOTH.

ITlicas uboro Bu mnoBHHHI nmpoaymaTH, siK NMOBOAMTHCA Ha cmisbeciai,
OCKIJIBKH /10 KOZKHOI0 HOBOIO NMpamneAaBusi NOTPiOHO MiAXOAUTH 3 BPaxXyBaHHAM
foro cneuudikwu.

1. IlpuiimoBmy Ha cniBOecioy, TMOCTyKalTe, OTPHUMABLIHM 3alPOILEHHS,
3axoabTe BreBHeHO. He 3a0ynapre mocmixHyTtHes. CTeXTe 3a CBOEK IOCTaBOIO,
X000, HamaraiTech JUBUTHCA B o4i. ¥ Bac mae OyTu BUIIS JIOAMHHU, KA MOXKE
BUPILUMTH NpobieMy mpaueaaBls, a He 0ifonaxu, SKHil MPUTATHYB Ha CriBOecimy
KyIly CBOIX BJIaCHUX IPOOJIEM.

2. CyMIliHHO 3allOBHIONTE BCi aHKETH 1 JOKyMEHTH, siki BaMm 3ampomnoHymoTs.
[Tam'sTaiiTe, 110 Bce Ma€ 3HAYEHHA: 1 CTUJIICTHKA, i TIOMMJIKH, i MIOYEPK, i iTKICTH
bopMyItOBaHb.

3. Bigpexomennyiite cebe Ha mouatky cniBOecigu. [louikaBTech, K 3BYTh
CIiBpO3MOBHUKA. TpuMaiiTe 30pOBHil KOHTAKT.

4. JlaiiTe MOXJIMBICTh MpaleAaBLeBi BECTH CHiBOeCiqy, OCKIJIbKM B HBOIO €
neBHa nporpama. He nmepebuBaiite iioro. YBaxHO ciyxalTe 3alMTaHHS i BiIBEpPTO
BiamoBigaiite Ha HuX. Sk Bu He 3pO3ymilid NHUTaHHS, HE COPOMTECH MHOTO
yTOuHUTH («Yu mnpaBUIBHO S 3pO3yMiB, 1O ...7»). MoxkeTre cami ITOCTaBUTH
3alUTaHHs, ajie He Oiiblle JBOX-TPHOX, 5IKi CTOCYBaTHMYThCS 3MicTy POOOTH i YMOB
i1 BukoHaHHs. [IpauenaBenb 3BepTae yBary i Ha Te, siKi came MUTaHHS TOCTaBJIeHi, 1
Ha Te, HaCKUJIbKH JopeyHo Bu obpanu MoMeHT, At TOro abo iHIIOro 3anmUTaHHs.

5. Ilin 4vac cmiBOeciaM TmparHiTh BHUKIACTH Ipo cebe BCIO IO3UTHUBHY
inpopmaliro, mpore, AKIIO MOBHICTIO 30CEpeiUTHCS Ha ToMy, 10 Bu Oaxaere
PO3MOBICTH, TO PU3UKYETE YIyCTHUTU HAWOLIBLI BaXKJIMBI MOMEHTH. Bami Biamosizi
Ha ITOCTaBJIEHI MUTaHHSA MaloTh OyTH npsaMuUMH i ToyHUMU. He nepebinpuryiite cBoi
Kpalili sKocTi i mpodeciiiHuii piBeHb, TOMY LIO SKILO L€ He BAACThCA MiATBEPAUTH Ha
MPaKTHULi, TO BAHUKHYTH IPOOIEMH.

6. TpumaiiTech 3 TiAHICTIO, NparHiTh He BHUIVIAJATH HEBAAXol, IPOTE
CTPUMYHTECH BiJ 3yXBasloi MOBEAIHKH.

7. B KiHL{i po3MOBH CIIiJl y3rOAUTH NMUTAHHSA NPO Te, KOJH i K Bu Hi3HaeTech
1po pe3ynabTaTi. baxkaHo, o6 iHiliaTHBa 3anuiuanacs 3a Bamu: Kpaiie 1OMOBHTHCE,
mo Bu 3atenedoHyeTe B NpuU3HauYeHHH 4ac, HIK 4eKaTH A3BiHKa. AKTHBHA MO3MLIis
3aBXK/IM 3HaYHO Kpallle MaCUBHO1, BOHA XapakTepu3ye Bac sk Ai10By JTIOIUHY.

8. Slkmio Bu BupimmnM, 1o JaHa opradizamis Bac He BiamToBye, Clij
3aJIMILKTH PO cebe MO3UTUBHE BPaXKEHHS.

9. 3asepuiyroun criBbecimy, He 3a0y/pTe PO 3BUYAlHI MpaBHia BBIYIMBOCTI.
[ToasikyiiTe npaueaaBLo 3a npuaineHuit Bam yac i ypary.

PeTenbHO NpoaHali3yiiTe CBOIO TOBEMIHKY i 3po0iTh NpaBHIbHI BHCHOBKH.
Sxmo Bam BiaMoBWIH, TO CIpoOyiiTe 3'ACyBaTH NPUYUHY BiIMOBH, 1100 BHECTH
BiINOBI/IHI KOPEKTHBH IpPHU MiArOTOBLI 10 HOBOI cniBOeciau. Jly)e BaXKIMBO 3HATH,



mwo Bu 3pobunu Bee, mo Oyno y Bammx cunax i mig 4ac miaroToBKH, i B MpoOLECi
criBOeciau.

I oco Bam 3anpononyeanu npayeserawmyeanns. 3asmpa Baw nepwuii pobouuii
Oenv. Jlo Hbo2co medic nompibna i ncuxonociyna, i izuuna niocomoeka, aodice
HaBpA0 4u maubymuiil konekmue 8iopazy 006pozuunueo cnpuiime Bac.

Iepuwiuit pobouuit oenv - ye 3a62co0u cunvHull cmpec 013 6yO0b-aKoi M0OUHU.
IIpome, came 6 nepuiuii OeHb 6aHCIUBO 3ANUUAIMUCA CROKIUHUM | YNEBHEHUM 8 CE0iX
cunax, aoxce Bawe nepue 3a60anns - npossumu cebe sk npogecionana i cnpasumu
2apHe 8padiCeHHs.

[IpupoaHo, HIXTO He ueKae, 10 Bu 3 nepuoro x JHs MOYHETE MPALFOBATH SK
PIBHOIIpaBHMI 4JIeH TPYJOBOIro KOJeKTHBY. Asile Bu moBuHHI mokasaTH, IO 3/aTHi
JIerKO 1 WIBUAKO YBIHTH 10 KypCy CIpaBH, He MEeperulyTaBLIM HaYaJdbHUKA BiIiTy 3
Kyp'€pOM 1 He TiepeiaMaBLIM Bipa3y K BCIO OPITEXHIKY TOLIO.

Otke, nepwnii pobouuii genb. Hamepemoani yrouniTh 4ac, 10 sikoro
notpioHo 6yTH Ha poboTi. He cni3HioliTech!

Sk mpaBuiio, nepiuuii po6oumii 1eHb NOYUHAETHCS 3 OQiliiftHOr0 odopMIIeHHS
Ha po0OTy, IO BKJIIOYAE: O3HAWOMJIEHHS IiJ MiAMKC 3 MpPaBUIaMU BHYTPIIIHBOTO
TPYZOBOrO PO3MOPSIKY KOMIMaHii, IHIIUMHM JOKaJIbHUMH HOPMATHBHHMH aKTaMH,
YKJIaJIeHHs TPY0BOI'0 J0rOBOPY B ABOX ek3eMIuiipax. Komu 3 odiuifiHO0 4acTHHOO
3aKiHY€HO 1 BCi Ianepu MiANUCaHi, MOYUHAETHCS 3HAHOMCTBO 31 CHiBpPOOITHUKAMH,
KOJIeraMy, BiAiIaMy, 3 IHPpacTPyKTYpOIO KOMIIaHii.

HoBaukoBi mnoka3yloTb OQiCHy TexHiKy, cneuudiky BHYyTpilIHiX 3aco0iB
xkomyHikauii (IHrepHer, BHyTpiwHIO IT-mepexy, TtenedoHHHI 3B'S30K TOLIO),
pPO3MOBiIAIOTh PO IporpaMHe 3a0e3leueHHsi, pPO3'ACHIOITb, J0 KOro Clif
3BepTaTUCA 3 TUX a00 IHILUX ITUTAHb.

ByabTe 100po3HYIHBHM 3 KOJIEraMH, YacTille nocmixairecs!

Po3moBa 3 Oe3nocepeHiM KepiBHUKOM TaKOX NMOBUHHA BIAOYTHCS B NEepLUU
nenb. ITix yac po3moBy Bu noBHHHI 06roBOpUTH 1M1 i 3aBAaHHS po6oTH. MOXKINBO,
KepiBHUK B)Ke CKJIaB A1 Bac ruiaH poGiT Ha nepiosl BUIpoOyBaabHOTO TEPMIHY.

A sKIIO KepiBHUK B Liel JeHb BiacyTHii? He 3acmyuyiitech 1 noku Bam He
MOCTaBjIeH] 3aB/laHHs — BHKOPHUCTOBYWTE IIeil 4Yac Ul 3HaioMCTBA 3 KOMIIAQHIEIO.
SIkmio B Kommadii € cBii caiiT abo IHTepHeT, TO MOYHWTalTe iCTOPiFO KOMIMaHII,
ni3HaiTech Mpo crneuriky AisIBHOCTI, BUBYITh OpraHizaliiHy CTpyKTypy.

AjanTanis 10 HOBOI KOPIIOPaTUBHOI KyJIbTypH — He HAMMpPOCTIILHWI mpolec
115 HoBauka. Tpeba He MPOCTO 3pO3yMITH yci TOHKOILI, ajne # BBiOpaTH iX B cebe.
VBakHO crocTepiraiite, sk CHiBpOOITHHKM MpaLIOIOTh. 3BEpHITH yBary Ha ix
BHYTpilUHI 1 BUpOOHMYI B3a€MO3B'S3KHM, SIK BOHM CIIIKYIOTBCS MK C00OMO, 3
KEepiBHMLTBOM, 3 BaMH. 3 IOYaTKy MyXKe Ba)XXIIMBO 3pO3yMiTH HeodilidHi NpaBuia
rpd B KOMIaHii. 3BU4aiiHO, He B NepUIMii JeHb, aje HaHOIMKIMM YacoM J0BEAETHCS
BHU3HAYMTH, XTO € He(OPMATIBbHUM JIiJepOM, 0 KOTo CIlifl 3BEPTaTUCS 3a J0IOMOI00
NpHM HECTAHJAPTHUX CHTYyalisX, BiJ KOro MOKHa OTPMMATH MiATPHMKY, a KOMy He
MOJKHa JOBIPATH, Y dKOJHOMY BUIIAJKY.




YacTo B KOMIaHIsX HOBavYKaM MpPU3HA4YalOTh HACTaBHUKA. AJie SKILO TaKOTO
BuMTeNss Bu He oOTpUManM, TO CHUIKYHTeCh 3 THMH, XTO Bam HaiOGiIbII
cumnatuuHuid. IlpakTuuno B Oyap-sKili KOMIaHIl € JAOCBiOYeHi KOJEru, siki TOTOBI
omikaTté MoJoaux abo HeJOCBIAYEHHMX TOBapHUIUiB 1o cayxOi. Taki moau 3MOXKyTh
pO3MOBICTH 1 MOKa3aTH Ha MPUKIAZax TOHKOLIl MpaBUI TMOBEIIHKH 1 3MOXYTb
JIONOMOTTH Y BHUpIlLIEHHI OpraHi3allifHUX THUTaHb: Micue 00ixy, OTpUMaHHS
KaHLEJISIPChKUX TOBapiB TOLLO.

Akuwo woce ¢ nepwiuii 0eHbv He GuUIWINO DO NIWIO He MAK, — He
3acmyuyumecsy! Bu noku w0 HO6a4oK I Macme noeHe Npago Xeunloeamucs i
nepesicuseamu, a 3 4acom Bu nognicmio adoanmyemecs.

Axwo Bu mpieme 3pobumu kap'epy, mooi eapmo 3adymamuce npo me, AKUMU
AKOCMAMU NOMPIOHO 80100IMU, WO WBUOUIE NPOCYHYMUCS NO CLYHCOI.

II{o6 noGyayBaTu kap'epy, Tpeba craTu He3aMiHHHM. [[aHa yMoBa BUMarae
100% camoBignayi.

Cnouyatky Bu npaioere Ha 3aBOIOBaHHS CTaTyCy HEOOXiJTHOro i He3aMiHHOTO,
a TMOTIM Bce mpaloe Ha Bac, cnpusiioud NiABHINEHHIO 3apIUIaTH 1 IiABUILIEHHIO
Ci1y’kO0BUMH CXOJJaMH.

v' Skuio Gaxkaere JOCAITH ycmixy y mpodeciitniii cdepi, To Bam HeoOxigHO
MOTIOOUTH CBOIO pOOOTY.

v' He Giiitecs BianosimamsHOCTi, GepiTh Ha cebe iHiLiaTUBY, MpOsBIsiTE
SIKOCTI Jliiepa, BpaXOBYIOYH peakKiilo KepiBHUUTBA, OyabTe akTHBHUM, OepiThcs 3a
CKJIa[Hi 3aBIaHHs, aJie JILIEe B TOMY BUIAJKY, SIKIIO By yrneBHeHi, 1110 BIIOPa€ETECh.

v ByzabTe 3aBKAM TOTOBI NPUCTYIIMTH IO POOOTH, HABITH SKILO L€ Hid,
BUXigHui abo cBaTro. CTBOpITH BpaKeHHS He3aMiHHOCTI: Bu 3aBkau roTosi
BHKOHYBATHU OyIb-AKy poOOTYy, IpUYIOMY, IKICHO BUKOHYBAaTH.

v" Hikonu He criepeyaiitech 3 HAYaJIbCTBOM, HE FOBOPITH iM PO iX HEMpaBoOTY,
aJie 3aBXKIHM BUCJIOBJIIOHTE CBOIO TOUKY 30pY, BHOCHTE ITPOIO3HILIii.

v HaBuiThCsi BUKOHYBATH CBOI IOCa0Bi 000B'SI3KH 6€3J0raHHO i BUKITFOYHO B
CTPOK.

v' ByasTe 3aBKAM 3a10BOJICHI AiSMH Ha4yalbCTBa, MPH 1[bOMY HaTAKaWTe, 11O
Bu 3Haere, sk 3poOWTH ILe Kpalle, ane Bam Hikonu He BropaeThcs 6€3 MiATPUMKH
MYZApOro i npodeciifHoro kepiBHHULTBA.

v HaBuiThcsi BUKOHYBaTH poOOTY BCiX CBOIX Kouser (6axkaHo, Kpalle 3a HHX).
He nosunHO 6yTH po6oTH, Ha sKili Bu 6 He 3Hamucs. SIKIIO HEMOXKJIUBO MOBHICTIO
OBOJIOZIITH CIIELIAbHICTIO KOJIeT, TO BUBYIThH a3U iX poOOTH. Y Oyab-sKHH MOMEHT
Bu MaeTe OyTH rOTOBUMH 3aMIHUTH OY/1b-SIKOTO IpalliBHUKA.

v Hikonu He po3KpuBaiiTe BCiX CeKpeTiB cBo€i poOOTH, Hexail oTodyroui
Gayare JaMile pe3yabTaT. SIKIIO HEOOXigHO MiAroTyBaTH co0i 3aMiHy, HaBYaMTe
MeXaHi3My i anroputMy poGOTH, aje He PO3KpHBaiiTe TOHKOILIB, CEKPETIiB Ta IHIIKX
TBOPYUX MOMEHTIB POOOTH.




v’ Banuiuaiitecs 3araJKoro, 3pa3koM MNpalliBHUKA, ajie 3aBXIU NaM'sTaiTe npo
Te, MO0 y Bamomy ycnixy MOXyTb HE OCTaHHIO pOJb 3irpaTd KOJIETH, TOMY
MPHILIAATE Yac MPOCTOMY JIFOJCHKOMY CIUIKYBAaHHIO 3 HUMH.

v' Hikoro He KpUTHKYHTe, 3aBXKIU NPOABIsAiiTe T0OPO3UUIHNBICTD, lIyKaiiTe B
MOJAX HalKpallle, He TIOMiYalo4y MOTaHoro, - Le 3a Bac 3po0misaTe iHILi, NMparHiTh
OyTH IIMPUM, 3aBXKIH TOTOBUM JIOITOMOTTH.

v’ BusHayTe HailBHILY TOYKY B mpodecii, sky xotimm 6 mocsrru. Hexait BoHa
3nacThesi Bam abcomoTHO HEAOCSKHOIO HAMOIMIKUMMH pOKaMHU, BXKJIMBO, 00 BOHA
AiificHO icHYBasa i MorJyia npuHecTd Bam ycrmix.

Bukonyiouu yi nopadu npomsazom oeaxozo vacy, Bu nobauume, ax 3pocmae
Baw asmopumem, i edice 3 1020 3pocmannam Bu 3mooiceme ompumysamu xopouty
3apnaamy i He X8UN0BAMUCA NPO CB0I0 Kap'epy.

[IIBuakuii kap'epHuUi 31T HaWOLIBII BIpOTIAHMMA IS JIFOAEH 3alOB3STIUBUX 1
KpEaTUBHUX, 3 aBAHTIOPHOIO JKWIJIKOIO, 3aBJKIM IOTOBUX 3alPOINOHYBATU KOMITaHil
pe3yJbTaT OLIBLIM, HIXK O4iKyBaHHU Bil psIOBOro CriBpoOITHHKA. A OCh IIAHCIB Y
JOAeH CUCTEeMHMX, NeJaHTUYHUX, CKPYITYJIbO3HO BUKOHYIOYHX CBOIO poOOTY «Bif i
Zo», Hebararo.

Inghopmayito npo nocnyzu yenmpy 3avinamocmi,
wooo cumyayii Ha puHKy npayi
MOJICHA ompumamu nio yac pobomu
«eapavoiy mene)oHHoi NNl
Xapkiscbko2o 0baacHo2o yeHmpy 3auHAmocmi.
Bona npayroe wocybomu
3 10:00 00 16:00 3a meneporom 714-96-34.
Yekaemo eauiux 038iHKi8!
www.dcz.gov.ua/kha




