KAK YCIIEIIHO MPOMTU COBECEJIOBAHUE

ColGecenoBanne 1mpu mnpuéMe Ha paboOTy — O3TO CcBoeoOpasHas KyJIbMHUHAIUS
mporecca TpyAoycTporicTBa. MHTEpBBIO ¢ paboTodaTelieM BBI3BIBAET CTPECC Jake
y MPOPECCUOHAIBHBIX U OIBITHBIX COMCKATENICH, MOATOMY Ba)XXKHO 3apaHee MpOayMaTh,
KaK BecTH ce0s Ha coOeceloBaHMM, KaK OTBEYAaTh Ha BOMPOCHI, 3a7aBacMbIC
Ha coOeceI0BaHUH.

1. Tesedonnblil pa3roBop ¢ padoroaaresieM

Tenedonnsi pasroBop — 510 Bame nepBoe mauuHOe oOmIEHHE ¢ OyaylIUM
paboTofaTeneM, U BaKHO y>K€ Ha 3TOM dTale NPOU3BECTH Xopoulee BrneyarieHue. [laxe
€CIi  Ha3HayaTb  BCTpedy OyaeT  cekpeTapb, OH 00sA3aTEIbHO  PACCKaXKeT
HENOCPEJCTBEHHOMY PYKOBOAMTENIO WJIM TOMY, KTO Oyner mnpoBoauTh ¢ Bamu
cobeceoBaHuE, O TOM, KaK MPOIIEN pa3roBop.

Yro ke HYKHO yCHeTh CHeNaTh BO BpeMs Telde(dOHHOrO0 pa3roBOpa, MpPEeBaPSIONIETO
co0OeceoBaHuE IpU puéMe Ha padboTy?

VYTouHuTe, Ha KaKkylo JAODKHOCTh Bac mpuriamaroT, 3amaite HEOOXOJUMBIE BOIPOCHI
0 MOBOY BAaKaHTHOW MJOHKHOCTU. Ecnu mosunuss BaMm u3HayanbHO HE MOAXOIUT,
BEXJIMBO COOOIIUTE 00 3TOM M OTKKUTECh OT coOece0BaHus, pUBeisi 000CHOBAHHbBIE
aprymeHThl. He ciexyer Tpatuth gparouieHHOe Bpemsi (CBOE u paboTomaTes)
Ha OecrepCcreKTUBHbIE BCTPEUH.

3anuimmMTe Ha3BaHWE KOMIIAHUHM, WMS U paMUIMI0 TOrO0 4YeJoBeKa, C KeM Bbl
pasroBapyBaiIM, KOHTAKTHBIN TelaedOH, 10 KOTOPOMY MOYKHO CBS3aThCSI C HUM B CIydae
HETPEIBUICHHBIX 00CTOSATEIBCTR.

VY3nHaliTe, KTO MMEHHO OyJeT NpoBOIUTH ¢ Bamm coOecemoBaHHMe, Kak €ro 30BYT.
Brl mpousBeaéTe xopoiiee BIeYaTICHUE, €CII 00paTUTECh K HEMY 110 HMEHU B OTYECTBY
MPHU BCTPEUE.

VY3Haiire TOUYHBIM agpec Mecta coOecenoBanus. (OOroBapuBas BpeMs BCTPEYH,
IUIAHUPYUTE €ro TakK, 4YTOObl HUKakue Jnpyrue nena Bam He momemamu. Moxet
OKa3aThCsl, UTO Yy Bac B 3TOT JAeHb Ha3HAUEHBI €11 OJHO MM HECKOJIBKO coOece10BaHuMN
c ApyruMu paboTojaTensiMu, Torna rpaduk codbecemoBaHril HY)KHO CIIAaHUPOBATH Tak,
9TOOBI BpeMsI MEXTy TIOCITIEOBATEIIBHBIMU COOECETOBAHUSIMU OBLIIO HE MeHee 2—3 JacoB.
[TomauTe, uto Bac xa€r He MHUHYTHBI pa3roBOp, a oOcToATenbHas Oecena,
Ha cobeceloBaHMU TMPO3BYYAT BOMPOCHI O Bamem ombiTe pabGoThl, mpodecCHOoHaTBHBIX
HAaBBIKAX.

3apanee HaiinuTe MHQOpPMAIUMIO O TOM, KaK BeCTH ceOsi Ha coOeceloBaHUU. Y3HaWTeE,
CKOJIBKO JUIMTCSl coOecejoBaHUEe MpU ONpuéMe Ha padoTy, mpuAETcs 1u BaMm 3anoniHsTh
aHKETY, MPOXOJUTh MUCbMEHHBIE TECThI, BBIIOJIHITH MPAKTUUECKUE TECTOBBIC 3a/1aHUS.



2. lloaroroBka Kk codece0BAHUIO

CHavana noaroToBbTe JOKYMEHTBI, KOTOPBIE MOTYT MOHAJA00UTHCS HAa COOECeJOBaHUU:

pe3roMe B ABYX IK3EMIUISAPAX;
MacmopT;

TUIIIIOM 00 00pa30BaHUM C BKIIAJIBIIIIEM;

JUTIJIOMBL O JIOMIOJIHUTEJILHOM 00pa30oBaHUM, CepPTHU(HUKATBI 00 OKOHUYAHHH KYPCOB,
yIOCTOBEPEHHUs U T.II. (HE clielyeT OpaTh ¢ COOON TOKYMEHTHI, HE UMEIOIIUE OTHOIICHUS
K JIOJDKHOCTH, Ha KOTOpYIo Bel mpetenayere).

Pekomennyem Bam 3apaHee 03HaKOMHUThCS ¢ MHGOpMAaIME O KOMIIAHUHU,
B KoTopyto Bel unére Ha cobecenoBanue. I[lonkirounTe Bce BO3MOMKHbBIE KaHAJbL:
3aiINTE HA CAUT KOMIIAHUM B MHTEPHETE, MCIOJIb3YNUTE NEJIOBBIE CIIPABOYHUKH, MPECCY
WIN Jpyrue UCTOYHUKUA. O3HAKOMBTECh C HANPaBJICHUAMH JACATEIBHOCTH U UCTOpPHUEH
KoMmaHuu (roj oOpa3oBaHMsI, ATalbl Pa3BUTHS), U3YyYUTE HA3BAHUS MOAPA3ACIICHUIA,
3allOMHUTE MH(OPMAIMIO O JOCTHIKEHUSIX KOMMAaHUM M T.1. TeM caMmbIM B Xoje Oecebl
c paboronareneM Bbl cMoOXkeTe MPOAEMOHCTPUPOBATh CEPHE3HOCTh CBOMX HaMEpPEHUH.
[Ipu sTom naxe ecnu Bac He BO3bMYT MMEHHO B 3Ty KOMITaHHIO, Bbl B 1000M citydae
pacIIMpUTE CBOM KPYyro3op.

HameTpTe MapmipyT moe3iKku Ha cobeceqoBaHHe, PacCUUTATE BpPEeMs, KOTOPOE HYKHO
3aTpaTUTh Ha IOpOTY, Mo0aBpTe emeé 3amac BpeMeHu (MUHYT 30) Ha cirydaid BO3MOXKHBIX
TPaHCIIOPTHBIX 3aTPYAHEHUH, ¢ KOTOPHIMH BBl MOXETe CTONKHYTBHCS B Jopore. MoOXHO
NpEIBAPUTEIBLHO  CBE3MUTh K MECTy  TPOBEACHHS  coOeceloBaHus, eciu Bbl
COMHEBAETECh, YTO B HAa3HAYEHHBIH J€Hb CMOXKETe OBICTpO | O0e3 MpobiieM HalTh
HY)KHOE 3JIaHueE.

[Iponymaiite opaexay, B KOTOpOW moiaére Ha BCTpedy c paboromarenem. Bcewm
3HaKOMa IMocioBulIA: «BcTpeualoT Mo ofekke, MPOBOXKAKT 1o yMy». IlycTh mnepBoe
BrieuaTiieHne o Bac Oyner cambpiM OnarompusitTHeIM. EcTecTBEeHHO, Ofekna TOJDKHA
COOTBETCTBOBATh TOW JOJDKHOCTH, Ha KOTOPYIO Bel mperenayere. Bo3moxHO, cTporuit
JIEJIOBOM KOCTIOM YMECTEH HE JUISl KaXXJIOW JOJDKHOCTH, OJHAKO OIpsTHas OAECKIa
B JICJIOBOM CTWJIE, YHCThIE€ BOJOCHI W HOTTH, HauulleHHass oOOyBb 00s3aTeIbHO
MPOU3BEAYT HEOOXOAUMOE TOJIOKHUTENIbHOE BIedaTiieHne Ha Bamero cobecenHuka.
Hukaknx XO34MCTBEHHBIX CYMOK, aBOCEK, 3aMYyCOJICHHBIX MAaKETOB C MPOAYKTAMHU,
PIOK33aKOB B BalllUX pyKax ObITh HE JIOJKHO!

3. [Ipoxo:xaeHue codeceqOBaAHUS

Bot u Hactan yac cobeceoBaHUs, KOTOPOE MOXKET U3MEHUTH Bally XKu3Hb! O uem
HY>KHO TIOMHHUTH IIPU MPOXOXKACHUU coOeceoBaHusA?

[Toctapaiitech TPUWTH HA BCTpEUY 4YYTh paHbII€ HA3HAYCHHOrO Cpoka. Jlyumre
BbI oA0kAeTe 10 MUHYT B IpUEMHOM, yeM paboToaaTesb OYIeT K1aTh BaC MOJIMUHYTHI.
Ono3ganue Ha BCTpedy, JaXKe IO HE 3aBUCAIIUM OT Bac oOcrositenbcTBaM, Ha 99%
MepeYEPKHET BCE HAACK bl HA TIOJy4eHHE PAaOOTHI B 3TOI KOMITAHUH.



Ecnu Bapyr Bce-Taku Takasi CUTyalMs MPOU30IILIIa, Bbl YyBCTBYETE, YTO HE YCIIEBAETE
K Ha3HAUEHHOMY BpEMEHH, 0053aTeIbHO IO3BOHUTE [0 KOHTAaKTHOMY Tele(oHy,
U3BUHUTECh, OOBSICHUTE MPUYMHY Ballero OMNO3JAaHMS U Y3HAWTE, CMOXET Jin
paboromarens OPHUHATH Bac B ATOT K€ JEHb YYyTh IO3KE WIM €CTh BO3MOXHOCTb
NIEPEHECTH BCTPEUY Ha APYroe BpeMsl.

Ecau BBI BOOOIIE penmim He XOAUTh Ha co0ecenoBanue (mepeayman paboTath B 3TOU
KOMIIaHWW, Yy Bac Jpyrue cpounble pena uT..) OBA3ATEJIBHO mno3Bonure
paboroaarento U cooOUUTE 00 ATOM, MPEABAPUTENBHO H3BUHMBIIKNCH, YTO HAPYLIWIU
ero miaHel. [lycTh Xopolliee BIEUYaTIEHHE O Bac, MOIYYCHHOE B MPEIBAPHUTEIHHON
Oecene o TesneoHy, HUUEro HE UCTIOPTUT!

Bxonst B opuc, o0s3aTenbHO MO3J0pOBAUTECH, MOMPOCUTE COOOUIUTH O BalleM MPHUXOE
COTPYIIHUKY, C KOTOPHIM Yy Bac Ha3HaueHO cobecenoBanue. Eciu Bac momnpocstT HEMHOIO
MOJI0XK/aTh, HE CTOMT BO3MYIIAThCA M BOCIPUHHUMATh 3TO KaK HEYBaXEHHUE K cebe.
3anmacuTech TEPIEHUEM U HE TePSHTe YyBCTBO J0OpPOXKENIATEIIBHOCTH, C KOTOPHIM
BbI IIIJTM HA BCTPEYY.

3apaHee OTKJIIOYMUTE COTOBBIM Tene(oH, 4TOOBI HHUYTO HE MOTJIO TOMEIaTh Balien
Oecere.

3axons B KaOMHET, MO3/I0pOBaTECh, OOpAIasCh MO UMEHU W OTYECTBY K COTPYIHHKY,
¢ KoTopeiM Oynere OecenoBarb. OOsi3aTenbHO ynpiOHUTECh. CKakUTe, YTO BaM OYEHb
NPUSITHO MpUTJIallieHne Ha coOeceloBaHne UMEHHO B 3Ty KOMITAHUIO. DTUM BBl CMOXKETE
3apaHee pacroOKUTh K cebe coOeceTHHKaA.

CsaapTe Tak, 4TOOBI Balle JUIO ObUIO oOparieHo K cobeceqHuky. IlepenBuHbTE CTYII,
eciau 3To HeobxoauMo. He pa3zBanuBaiiTech Ha CTylie, HE CKpPEIIMBAWTE HOTH II0J] HUM,
HE TTOPKUMaiTe UX; HEe TepeOruTe HEPBHO PYKaMH PYUKY.

BHumartenbHO ciymanTe BOMPOCHI, KOTOPHIE BaM 3aJar0T, CMOTPS MPU 3TOM B JIHIIO
cobeceqnuka. HaumnaliTe oTBe4aTh TOJIBKO TOTJA, KOTJIa TIOMMETE, O YeM Bac CIPOCHIIH.
Ecin Bonipoc HE COBCEM MOHSTEH, TO, U3BUHUBILIKCH, IOMPOCUTE E€IIE pa3 HOBTOPUTH €TO.
OnHako He mepeycepCTBYHTE — IMepecIpalnBaTh MOYTH KaKJIbIM BOMPOC HU B KOEM
CIIy4ae HeJb3sl.

OTBeyas Ha BOIIPOC, CTapalTECh HE TOBOPUTH Oosiee 2—3 MUHYT. ITOTO BPEMEHHU BIIOJIHE
XBaTUT, YTOOBI B IIEJIOM OCBETUTh HambOolee BaXHYIO HHPOPMAIUIO 10 CAMOMY
CIOKHOMY Bompocy. OIHOCIOXHBIE OTBETHI <«J1a» W «HET», TUXUU TOJIOC CO3AaayT
BIICUATJICHHE BAIlIe HEYBEPEHHOCTH B ceO€, HEyMEHUHU OOBSICHUTH CBOIO TOUKY 3PCHHS.

Ecaim Bac mompocsT paccka3zathb o0 ce0e, He ClielyeT IyCKaTbCs B IMPOCTPAHHBIC
pa3roBopsl 0 cBoel aproouorpaduu. Tem Oonee, HENOMYCTUMO OTBEYATh, YTO B PE3IOME
yke Bc€ HamucaHo. PacckaxuTe o cBoeM 00pa30BaHHUM, OCBETUTE OMbBIT pabOThl. DTO
MIPOJIEMOHCTPUPYET JUIIHUHN pa3 Ballu NMpodeccuoHanbHble HABBIKM U KaueCTBa.



Ha cobecenoBanun y Bac OyJeT BO3MOXKHOCTb 3aJaThb U TE BOIPOCHI, KOTOpBIE
BbI IIOJITOTOBUJIN 3apaHee, U Te€, KOTOPbIE BOZHUKIIM Y Bac B X0J1€ OeceIbl.

OTkpbITast ynbplOKa, HEMHOTO XOPOUIEr0 M HEHABA3YMBOI'O IOMOpA, M TOrAa HEOONbIINE
poMaxu OyIyT BaMm 00s3aTesIbHO MpOIIeHbI. JlenoBoMy pa3roBopy yiblOKa HE MELIaeT,
HAao0OpOT, OCTaeTcsi BIEYATIIEHWE, YTO BBl ONBITHBIA, a MOTOMY YBEpEHHBIH B cebe
YEJIOBEK.

[Ipomiasick MO OKOHYAaHUM COOECEeNOBaHUS C COTPYAHUKOM, KOTOPBIA €ro MpOBOIMII,
o0s3aTeNbHO  MOOJAroapuTe  3a MPEJAOCTABICHHYI0 BaM  BO3MOXHOCTb  MPOWUTH
cobeceoBaHUE B JIAHHOW KOMIIAHUM BHE 3aBUCHUMOCTH OT OKOHYATEJIbHOTO BBHIOOpA,
KOTOPBIH cenaer padboToaaTeNb.

Ynnauu Ha codece1oBaAHUM!



