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TanM-MeHeTKMEeHT

e “TaliM-MeHeIKMEHT’ aFbUIIIBIH TUITHEH
aygapraHia “yaKbITIIEH 0acKapy” IereH/l
o11ipel.

* YakbITIIeH 0acKapy-0yi o31H-031 0acKapy,
VHABIMAACTHIPY, aJaMIapAbIH MoCEIICIepAl TE3
eIy MaKCaTbIH/IA, )KUBIHJIAPAbIH, KY3€re
ACBIPBLIYBL, > KYMBICTAPAbIH, OPBIHAIYHI, 1C-
opekeTl. by 0ackapy yakbITThl OPHBIMECH
[anIajIany.



Time Management Tips: Keeping On Top Of Your Day

B Manage Your Inbox
Open your emails in the moming, scan them through for anything important
and then leave them alone for a good few hours. If you spend all day looking
at your emails and responding instantly to everything that comes through,
you will waste so much time when you could be dealing with important tasks.

M Categorise Your Tasks

Spend a few minutes in the morning categorising your tasks for the day
in order of urgency and importance, By categorising them as either an
A, B or C task you will find It easler to know what to work on first.

# Plan Your Da

It's best to plan about B5% of your day so that you know what you're
going to work on and deal with throughout the day. Don't plan 100%

of your day though - you need to leave 2 short passages of time so that
you can respond to incoming requests or demands,

B Do Your Work!

At least 75% of your working day should actually be spent WORKING through
the tasks you have set yourself for the day - so don't spend all day planning
and end up running out of time to actually do the work you need to do!

B Write Tomorrow's To-Do List

Do this at the end of the working day so that you can start afresh in the
morming. This will help your mind and your body *go home" and “switch off*
together - which will help your work/life balance and help you to relax
when you actually get home
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Makcarka xeTy

JKeke emip MeH )KYMBIC apachbIHIaFbl TEIe-TCHICKTI
cakTay

Kemn xymsbIcC xacay

O3iHE Kol )KyMbIC ajamay,

niapamMay



* Db PpeKTUBTI TAUM-
MEHEIKMEeHT- OVJI C1301H
OMIPIHI3JIET1 KEJIECl IIapTTapablH
OPBIHAANYHI:

[l C13 KOpBITBIHIBIFA
KaHaraTTaHAChI3 (MaKCcaTKa
KETYJIC);

[] C13 KbI3BIK eMeC JKoHE IIVFbII
KYMBICTapJ1aH 00C 00J1aChI3.



e Texuuka S.M.A.R.T.

e AJFa KaHmau J1a MakcaT Koromao o1—SMART
KPUTEPUUHHE COUKEC KEJIE ME COHBI TEKCEPY
kepek. OJ1 MpIHaAaKl OOJIIKTEPACH TYPAbI:

S (Specific) — HaKTHI;

M (Measurable) — enieHreH;

A (Achievable) — Makcarka XeTeTIH;

R (Relevant) — kenicuires;

T (Time framed) — O1p yaKbITIIEH OJIIIICHICH.



* OTKEH eMIp/l,alTaHbl,KbUIAbl KAUTAPA AJMAaliChIH,

* Anparbl eMipiH HE 00JIaphl_63iHEe 0AMJIAHBICTHI

Tak 4T0 ke MelaerT )KUTh nHaue?

Ha yro MbI TpaTum Bpemsa?







©3 MYMKIHAIKTEPIHAI KOrnaaHa anacbiH

ba?
4

KaxeTTi bonyra He keaepri
Xacamgbl?

4

KapTaufaH WwakTa KaHgau

XETICTIKTEpre
o

XeTecCIH?
'S




Tanm-meHegxmeHT Mudtepi:

d Mud 1. Talim-MeHeKMEHT-0y1 KYH/I1 KaTaH
KocmapJay.

J Mud 2. TaiiM-MeHeKMEHT-0Y.1
IIBIFAPMAIIBUIBIKTAFbl TYJIFAIapFa KOJIaiChI3.

1 Mud 3. TaliM-MEHEIKMEHTIICH €11 yaKbITTa
allHAJIBICYFa OOJIMa/Ibl.

1 Mud 4. Talim-MeHEIKMEHT-0TE aybIp.

J Mudg 5. TaiM-MEHEIKMEHT-OMIPJIET] IIBIHANBIIBIKTHI
OJITIPE/I].



TanuM-MeHeIKMEHT -
HYKAHOMUKAJIBIK YKOHE JKEKE

TYPFBIJAaH Kaparanga OyJI TA M M =~

O111IM €pEeKIIEeIIITrT OOIBIII
TaObLIAIEI. MEHEAXMEHT
v/ DKOHOMHMKAJIbIK TYPFbI/A

YaKbITTBI PECTIMCH KyMCay CO3AAHUE ONTUMAABHOTO

PACTIMCAHMA AHS
KCKC aJaMHBIH KOHC W IPPEKTUBHAR OPTAHM3ALLMS

OYKYJI Y2KbIMHBIH CHOCKTIK  pAGOMErO NPOLEECCA
OH/IIPICIH KOFapbLIaTaIbl.

v/ JKeke Typrbia agaMHBIH
00C YaKbITBIH I1ali1aJIbl
ICTEpMEH(631H €pPKIH
CE31HYl1, ICM aJIybIHA,
ICHCAyIbIFbIHA )
’KYMCaybIH KOPCETE].




* TaumM-MeHeKMEHT YaKbITThIH
OacKapblIyblHA OAMJIAHBICTHI DJIEMEHTTED
KaTapblHAH TYpaJbl, OyJ1 op TYpJIl ©HAIPICTIK
IIPOLECCTEPAIH, KY3€re aChIPbLIYbIH
KOPCETE/I].

* DIIEMEHTTEP KaTapblHA: >KYMBIC YaKbIThIH
nangaiaHyabl Taagay(aHalIus), MakcaT KOro,
’KYMBIC YaKbIThIH JKOCIapJjay, YaKbITThI
pEeTCI3 IMajalaHyfra Kapchbl TYpaThIH 9p TYpPJIl
KYPECY 9HICTEPIH OMIACTHIPY.



YaKkbITTbI
yphnayuwbinap

<.

1.Typa emec a;'@ 2. lesopraHusauus
MakcaTTap

3. Kepek xxarganga «XXOK»Coe3iH
auTa 6iny 7

4. Kepekcis V3iJ1iC'(I( 5. Y3inicC yakbITbIHbIH Kon

oonybl




YakbIT ypnayuwbinap
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YaKkbITTbl
yphayuwbinap

13.Karaspap

15. HPOKpaCTMHaLlMﬂ




MaTtpuua 9mnseHxayapa

BaxHble

He cpo4Hble

Te3aik



MeToabl ynpaBrneH1s BpeMeHeM

>

B MoproroBka, KpusncHbie cutyauum,
d NMpodmnakruka HeoTnoxHble npobnemsl,
K KPUSUCHBIX CUTYyaLmun, «Fopswme» NpoeKTbI
H NMnaHupoBaHue
o] 2 1
C
T
4 3
b Momexu/MpepbiBaHusA,
Menouw, HekoTopas nouta,
MNMycTas TpaTa BpemeHu CoBelyaHus,
nT.A. TenedoHHbIE 3BOHKMN

>

CPOYHOCTHb



* Tangay(aHaamu3) - Oy )KYMBIC
yaKbITBIHBIH OYPBIC JKYMCaIMaybIH
KOHE YaKbITThI KyMcayJla *KarbIMChI3

dCcEp KOPCETETIH HET13I1 ceOenTep/al
AHBIKTANIbI.




e Makcar KO- cypakrapra
Kayar OCpeTIH TalM-
MEHEKMEHTTET'1 HET13T1
srar. Makcar KOor- O/1aH
Op1 YaKbITIICH OACKapy/IbIH
TUIMJ1 QICTEPIH
navjgajaHnyra OarbITTaUIbl.



o ’Kocrmapaay — Oy Oenrum
O1p yaKbITTarbl KULIH
KaTTBIFYyJIap/Ibl XKY3€re achIpy
npoiecl. JKyMbIC yaKbITBIH
KOcCIapJiayablH ©31HIIK
CIICIU(PUKAIIBIK
EpEKIICIIKTEP1 Oap.



* YakbITThI PETCI3 majajaHyra
KapcChl TYPATHIH P TYPJIl Kypecy
dMICTEePIiH OMJIACTBIPY.
KOpPBITBIHABI TAJIAAY/1a YAKBITThI
peTC13 IManaajiaHny ceoenTepl
AHBIKTAJIBI, KEJICT TYPAE KOKO
Kepek. TUIITIK cedenTepre op Typil
THUIITIK KYpecyJsep 9aicTepl oap,
oJiap 9p O1p Karmanrgarsl op O1p
cebenrepre.



e TauM-MEHETKMEHT TOJIBIK
KYPBUIBIMJIbI KOPCETEA1, OapIIbIK
AJIEMEHTIH TOJIBIFEIMEH KOJIJaHy




meb6 ApxaHrenbckuun:Metoabl ynpaBneHUsa BpeMeHeM

OTObIX: KaK He npeBpaTUTbLCA
B «3arHaHHyo nowagb»




MeToabl ynpaBneHunsi BpeMeHeM

S @ EEE——
lMnaHupyuTe

N pacctaBnssutTe npyuopuTtTeTbl




MeToabl ynpaBrneH1s BpeMeHeM

;2 KoHTponupyurte cebs!
ON THE AIr

KoHe4yHo, ynoO6HO HakneuBaTthb Ha
MOHUTOP CTUKEPbI —
HanoMMHAarikm 0 TOM, YTO HYXXHO
caenaTtb cpo4vHo. Heyao6Ho, 4yTo
Kren cnaodbin, Yyepes nonroaa
OHUW OTK/IeNBalOTCH.




MeToabl ynpaBrneHUs BpeMeHeM

YMmente roBopuUTtb «HeT»!




MeToabl ynpaBrneHUs BpeMeHeM

MoTuBauus

«Akopa» ansa achcgekTn

BKNOYEeHUA B paboty

Packa4ka npu BbInosn

CNOXHbIX 3aaay

YHUYTOXEH

HeNPUATHbI
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* [lpaBuno 6 «['1» rmacuT: npaBunbHoe
npegBapuTenbHOEe NNaHUpoBaHUe
npegoTBpaLlaeT nioxmue nokasaTtenu.



NMpaBuna TamMm-meHeOXXMeHTa

MpaBuno 10/90

[MpaBsuno 6I1

[MpuHyanTenbHasa 3ddHEeKTUBHOCTb

PellueHne HENPUATHBLIX U [1ob6anbHbIX
3alady




bacTbICbl:

0 [ypbIiC em any KyHTI36eCiH Kypy
o [MpuopuTeTTEPAI XXOCNapnay XXaHe AypbIC OpbiHAaY
6 >Kocnapnay KkarmganapbiH KorgnaHy
0 ©3IHAI )KeHe 63 YaKbITbIHAbI 0akbliay
6 ©3 yakbITbIHAbI TUIMAI NanganaHy
o €pEK eMeC KYMbICTapFa »KOK Aen anty e s
\ / ‘
0 MakcaTka XeTy XKonblHaa Kypecy! (/ ( 3




» [11eb ApxaHeaenbckuu, MapuaHHa
JlykaweHko, TambsiHa TeneauHa, Cepael
bexmepos Tanm-meHegKMeHT. [MonHbIn
Kypc. — M.: «<AnbnuHa [Nabnuuiepy, 2012. —
312 c. — ISBN 978-5-9614-1881-1

» [138u0 AnneH Kak npuBecTtu gena B
nopsdok. ickyccTtBo npoayKTUBHOCTU Oe3
cTpecca = Getting Things Done: The Art of
Stress-Free Productivity. — M.: MaHHMaHH,
ManH, MIBaHOB 1 ®epbep, 2011. — 368 C. —
ISBN 9/8-5-91657-147-9

* AnekcaHop [opbaves TanM-MeHEOXMEHT B

nBa cyeta. — C-l16.: "Tvtep", 2009. —
IEE ¢ — ISRN O7R-5_.292_-00A4A0) -A




