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BukopucroByroun  3a3madeHmit  INAXIA,  MH,
dakTHaHO, MOYKEMO i XapaKTepU3yBaTH
KOHKYPEHTOCIIPOMOKHICTh ~ IIAIIPHEMCTBA Ta IOIO
IPOAYKIHI dWepe3 cucTeMy 0Oa30BHX IIOKA3HHUKIB
ePeKTUBHOCTI OTOYHO! AIAABHOCTI, aA)K€ TOAOBHHM
KPHTEPIEM OIIHKK ITOBEAIHKH OIlEpaTopa PHHKY €
pesyAbTaTuBHICTE [1].
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In today's wotld people do not have time. How
can you manage time? Is it possible to slow down,
stop or speed up? Time is something permanent, that
always was, is and will be. He passes and that we do,
day will include 24 hours hour — 60 minutes, a minute
— 60 seconds. But we can teach a person to
harmoniously manage your time to do time-
management.

Time-management is the ability to effectively
manage and control your time, ability to highlight
important at this time that the first thing you should
do, and that can be transferred to several hours ahead.
You may seem that manage your time is pretty
difficult - not a bit! The main thing that you took an
specific solutions, and when to do it.

The very science of time-management time-
management emerged relatively recently, at the end of
the last century. Today scheduling, time has become a
constant practice in most institutions of developed

countries and increasingly beginning to be
implemented and the principles of domestic
enterprises.

There is a misconception that the necessary
planning time only the head or just people who are not
able to cope with the tasks. In fact, time-management
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does not hurt anyone, and the manager and his
employee and entrepreneur, investor and finally not
even working at all. We are also primarily be interested
precisely control working time manager, professional,
businessman,busiest person or investor, that is, those
to whom daily are certain tasks that require competent
and effective implementation of a staged term of
accurate and timely implementation of which depends
personal income, active or passive income.

If you ask a man, which prevents him from
returning to work on time, most likely it will start to
blame the chief tyrant that hangs on everything that is
possible. Often this is really true. But few recognized
(in the first place - a) is not able to propetly and
effectively manage your time, do not use time
management in their daily practice. This factor is also
very important cause similar situations.

People who know how to manage your time,
know that you can always find many cases perform as
one person can not do. However, they are very
selective approach to the issue: what to spend your
time. Having mastered the techniques of time-
management, you not only will make it more for less
time segments, but also be able to work
calmly,concentrated and more control over their lives.
You will understand that you can be more productive
than ever - and it's much easier than you thought.

Time-management is not only a note in the diary,
although they are one of the important tools. First of
all it is- a detailed awareness of what and when you
need to do. Time-management skills needed by all,
especially those who daily perform very different tasks,
as well as those at the end of the day often understand
what did too much of scheduled and missed
something important.

The basic principles of time-management

* The time unchangeable. No matter how
organized you are, the days are always 24 hours.
Change is not in your power, but you can make them
as rich and productive.

* Do not waste time in vain. Time — one of the
most valuable resources and underestimated. In
addition, this item definitely not updated. One of the
most important principles of time-management a
productive use of time. What you spend it for
nothing? Internet surfing, social networking, games,
personal calls? Notes all these eaters of time and get
rid of them.

* Set goals. Remember that your goal - not a
change of time and change their habits. Start small: do
not put a goal to call on personal matters and not to
go to social networks during working hours within one
week. Analyze your performance before and after.
Check-mail exactly three times a day. After a while,
put a goal to completely abandon the activities that
take a while.

* Use special tools. A simple notebook, a diary, a
special program will bring you huge benefits. This
does not mean that you should not trust your head.
But you just have to release it from the need to keep in
memory that can be written.
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* Ruthlessly arrange priorities. For important
cases should always be time. Start the day with a list of
future study cases. If it 20 points - many of them
perform absolutely necessary? Do not go to the other
cases have not yet done the most important.

* Distribute tasks. If you can entrust the affairs of
another person - do it. Pre find out which areas are the
talents of these people and distribute tasks
accordingly.

* Limit the execution of each task. Read letters
and answer them possible all day, but would be better
if you ask themselves not spend the 15 minutes.

* Use the time spent on waiting .Waiting the
meetings with clients or for their turn to the dentist,
can have time to read the report, write a paper plan,
edit a couple of photos. Modern technologies allow to
work and study wherever you are — use these features.

Additional rules:

* Wherever you are, live every moment to good
use.

* Find every lesson, what brings you pleasure.

* Always look for ways to save time.

* Make a list of what you absolutely need to do
every day. This applies to the job, for example,
morning jogs and walks with a dog. Whatever you do,
this time should be always.

* When you catch yourself at the delay in some
cases, ask yourself what it is you avoid? The work
itself or meeting with board members, which will need
to speak after the project?

* adjust yourself and be persistent, especially
when you feel that you have everything goes well.

* Do not carry deadlines tasks without very good
reasons.

* If necessary, seck the advice and help.

Time-management can significantly increase
personal productivity, correctly allocate all the tasks on
priority and less important free up more time by
eliminating completely unnecessary cases. When a
person is clear planning of work, it all disappears
unnecessary fuss, there is free time for personal use.
Studies show that people who have mastered time-
management well, able to release a third time, whereas
previously they simply lacked!

So to learn planning of work, must gradually
learn all these important time- management
components. Time-management as well as managing
personal finances, can not be learned immediately.
After reading this post today, tomorrow you will wake
up in time professional management. Proper
management of working time requires some
incremental trained not the only theoretical but also
practical. This will need to spend a certain amount of
the same time that you decided to learn to manage.
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MOAEADb CYUACHOT'O MEHEAZKEPA
OPT'AHI3AIIII

FOHAIII B. M.

Xapri6coKutl HayioHaNbHIll IeXHIYHUE YHI6epcumen:
clavevozo cocnodapemea ivent Ilempa Bacuaernxa
HayxoBnii KepiBHHK — CT. BHKAAAAY
Xapuesuixosa A. C.

BIrpoAOBI BCHOrO HAIIIOTO KUTTA, KOKEH ACHB, ¥
AFOAEH BHHHKAIOTD sikich motpebu. Popmysanusa THX
9l IHIUX 110Tped BIAOYBa€ThCA HA PIBHI PHHKOBOTO
cepeaopurria. Opramisarii K AOIIOMAraroTb HaM iX
3aAOBOABHATH, HAAAIOYH PISHOMAHITHI TOBApH YU
ToCAyTH. ByAb-fika opraHisarid Ma€ Ha METi K MOYKHA
AOBIIIE 3aMMaTH AIAEPCBKI ITO3HII HAa pPHHKY Ta
KOPHCTYBATHCh IIOIUTOM Y CIOXHBA4iB, aA€ TaK fK
PHHOK  IIEPEHOBHEHHH  IIPOAYKLIEIO  PIZHOTO
BUPOOHUIITBA, 3POOHTH 1€ AyiKE CKAAAHO. AAf IIBOTO
3aMaAO BHBYATH IIOINT 1 HAMATATHCH 3alIPOIIOHYBATH
KpaIri ToBapu, abu came iM CIIOKuBad9l BIAAABAAH O
IepeBary, IMOTPIOHO IMOYHHATH PODOTy came 3
BHYTPIIIIHBOTO ~ CEPEAOBUINA  Opramisami,  aAxe
Oprasizariis — Iie Ik OpraHisM: Bce AOOPe 30BHI, TIABKI
3a YMOBH, II[O BCEPEAMHI maHye 3Aaroaa. Came Tomy
AOASl OpraHisarii 3aAGKHUTH IIAKOM BiA KepyBaHHSA
mero. Kepysauua opramisamiero — 1i¢  OCHOBHHIA
00O0B’ 130K KepiBHOT 1 AaHKH(MEHEANKEPY).

Meneakep — Iie KepiBHHK; rOAOBHa irypa B
opramisariii; AIOAMHA, 3a SAKOIO TOTOBI WTH iHIII.
Meneaxkep ABAfE cOOOO 0COOY, fIKa IIOBHHHA BMITH
YITKO CTABHUTU HEOOXIAHI 3aBAAHHSA, AETKO 3HAXOAUTH
CHIABHY MOBY 3 AFOABMH, BA2AO  HAIPABAATH
IIAAETAMX 1 KEPYBATH HHMH y HAIIPAMKY BHKOHAHHS
ITOCTABAEHUX 3aBAAHD.

Sk i y BCiX HpaIiBHUKIB, Y MECHEAMKEpA € IICBHI
Pyuxii (poai):

®  yIIpaBAIHCBKa;

e indopmarriiina;

® KepiBHA.

OOGiiiMaroun Iocaay MEHeAxepa, ocoba obmpae
IIEBHY CTPATEIIIO YIIPABAIHHSA, AIHIFO IIOBEAIHKH, AKOI
OyAe AOTPHMYBATHCh B poOOTI 3 miaserammu. Aeski
KEPIBHUKH 3 ACETKICTIO BHKOHYIOTH CBOI (DyHKIIL:
AOAQOTH HETAPA3AH, fIKi BHHHUKAIOTH B IIPOIIEC] Ipalli ,
IHITI 7K - HEBAAAO KEPYIOTB, K PE3YABTAT — 3a3HAIOTH
ITOPA3KH.

V  Hamr wac, ©Oe3 MIATPUMKH 31 CTOpPOHHI
IIAAETAHX, KOACH MEHEAKEP HE AOCATATHME YCILXY,
HI9Oro He OyAe BapTHH, fAKUM OW TapHNM,
AOCBIAYEHHM, IpaMOTHHM  baxiBmem He  OyB.
MeHeAxep HOBHHEH YMITH 3PO3YMIAO HOACHHTH, YOI0
BIH BHMArac BiA KOAEKTHBY, IICPEKOHATH B
IIPaBUABHOCTL 1 HEOOXIAHOCTI 3aIIPOIIOHOBAHUX Al
(32 HeOOXIAHOCTI). SIKIIIO  HOMY Ite He BAAETBCH, TO
HBOTO aOCOAFOTHO BIACYTHI HABUYKH Ta AKOCTI, AKHMUI
MAa€ BOAOAITH CIPaBKHIH Aiaep.

AlfiApHICTD Oprasizariii 3aA€KHTH BiA PE3yABTATY
mpari if koAekTuBy. KoAekTHB MOTHBYE i Kepye HHM
caMe MEHEAXKED. Moro 3aBaaHHs — PO3YMITH CHTYALUIO



