Tenedounblil pasrosop ¢ padorogaresieM

«41 3BOHIO IO TOBOY paboTHL...» 3HaKoMas (ppaza? MeHHO ee niu Mogo0HYyIo eil (hpa3y
HPUXOIUTCS TOBOPUTH BCEM COUCKATENSIM, KOTOPBIC HIIYT PabOTy uepe3 0ObsBICHUS.

[TepBriii TenedoOHHBINM Pa3roBop ¢ padborogareneM — O4eHb BakeH. OT TOTO BIEYATICHHS,
KOTOpOE BbI MPOU3BEIETE, OyIET 3aBUCETh, IPUTIIACST JIU Bac Ha cobecenoBanue wuiu Het. Eciu
OyJnere myTaThCsi B OTBETaX, TOBOPUTH HEBIOMA/ U T.J. — 3TO BEPHBIN CIIOCO0 «3aBAIUThH
pasroBop.

Jnst Toro 4To0BI MO100HOTO HE POU30IILI0, HEOOXOANMO YIECTh BOCEMb BAKHBIX MOMEHTOB
NpH ePBOM Te1e()OHHOM Pa3roBope ¢ padoToaaTesemM:

1. Hy:xHo nmonpuBeTcTBOBATH co0eceHUKA U MpeacTaBuThes. [Ipu sTOM ykazaTh
BaKaHCHIO, HAa KOTOPYIO MPETEHIyeTe U UCTOYHUK HH(POPMAIIUHU, U3 KOTOPOTO BBl Y3HAIHU
o Bakancuu. O0s13aTeIbHO Ha3bIBaliTe BakaHcuio! [lomamTe, 4TO paboTOIATENH MOXKET
MyOJIMKOBATh MHOTO OOBSIBJICHHH C MepeuHeM HECKOJIbKHX BaKaHCHUU.

2. Ha Bo3mo:kHbIii Bonpoc: «Yem 3aHUMAJHNCH?» HU B KOEM ciiydae He oTBevaiTe: «Kto,
s? Paboranay. Coriracurech, TOCTAaTOYHO CMEIIHO!? DTOT BapuaHT OTBETA, KaK MPaBUJIO,
XapakTepeH UMEHHO JIJIsl HAaYaJIbHBIX JIOJDKHOCTEN (TIpOoJIaBLibl, paboune), COucKaTenei
ot 18 1o 25 ner. Ho moBTOpsieTcs ¢ 3aBUAHON PEryIsIPHOCTBIO.

3. Tlocie mpuBeTCTBUS HE HY)KHO CHpaIINBaTh: «A Kakue y Bac TpeboBanusa?» [IpaBunpHee
Oynet: «B uem 3akiarouaercs padora? Kakue 00s3aHHOCTH HEOOXOAUMO OyA€T
BBIMOJHATH?» TeM caMbIM BBI Cpa3y MOKaxuTe cBoi mpodeccuonanusM. Ecnu
paboToaTenb 3aX04eT y3HaTh, COOTBETCTBYETE JIM Bbl HEOOXOIUMBIM TPEOOBaHUSIM,

OH caM Bac 00 3TOM CIPOCHT.

4. Tlocne Ha3BaHHBIX BBINIE HAYAIBHBIX BOMIPOCOB, YMECTHO Oy/1€T YTOUHHUTH HEKOTOpPbIE
BaKHbIE 0MOJHUTEIbHbIe MOMEHTHI, Kacaluuecs oyayuei padorsl (rpaduk
paboThl, 3apaboTHas 1iata u Ap.). TOIbKO HEe HYKHO 3a/1aBaTh CIUIIKOM MHOTO
BorpocoB! CrpaimBaiTe TOIbKO TO, YTO JIEUCTBUTENBHO BaXXHO. MHOTOUNCIIEHHBIE
Y MaJIO3HAYUTEJIbHbIE BOIPOCHI OCTABIISAIOT OTPULIATEIILHOE BIIEUATICHHUE.

[ToMHUTE, 4TO BallM BOIPOCHI — 3TO YACTh BAalIEr0 UMM/IXKA, IPUUYEM HEMAJIOBAXKHASI.
['maBHas 1es1b pa3roBopa — IMOJIYYUTh IpUIIIallieHHe Ha cobecenoBanne. MHorue xe
BOCIIPUHUMAIOT 3TO, KaK BOBMOKHOCTh Cpasy e MoIy4uTh paboTy. Tak ObIBaeT OYeHb
peaxo! Eme pa3 noBTopsito, Baiia 11eJib — MpUIjalleHne Ha codeceJoBaHue Uy,

B KpailHEeM cllydae, 3alpoc Ballero pe3rome.

5. He nepebuBaiiTe codeceJTHUKA. DTO HEBEKIMBO U TPOU3BOIANT YAPYJArOIIEe
BIIeUaTIeHUE. B 3TOM ciiydyae BOZHUKAET KelaHUE TTOCKOPEE 3aKOHYUTh Pa3roBop,

a He BBISICHATH MOJIPOOHOCTH BaIIEro BIEUYATIISIONIETO OMbITAa paOOTHI.

6. HmeiiTe moja pykoii pyuky u 0JI0KHOT. B pazroBope npakTU4ecK BCETa MOSBISETCS
HEO0OXOUMOCTD CAENaTh 3aIUCH 110 XOAY pa3roBopa. A yX eciii Bac MpUIacsaT
Ha coOeceloBaHMe, TO HYXKHO OyJIeT 3anucaTh BCIO KOHTAKTHYIO HH(OPMAIIHIO.
[TepecnipammBas 1 gemnas KajaKUe MOMBITKY 3alIOMHUTD MMOJTYyYEHHYIO HH(OpMaIuio,

BbI IPOU3BOIUTE KpaiiHe HeOIAaronpusTHOE BIIeYATIEHUE. A YK €CIH MPU 3BOHKE Bac
nepeagpecyroT K ApyroMy CrenuanucTy, Ha3BaB HoMep TeJaepoHa U ero GaMuiInio UMs
¥ OTYECTBO, TO 3aIOMHUTHh HABCKUJKY ITH JIaHHBIE OyIeT MPAKTUYECKU HEBO3MOXKHO.
A Tiepe3BaHUBATH U YTOUHATHh — CHJIBHBIN y/1ap TIO BallleMy UMHUJDKY. A YK €CIIH
MO3BOHUTH 110 HA3BaHHOMY Telle()OHY U MCKOBEPKATh IPU 3TOM MM COOECEeTHUKA. ..

7. ByabTe roToBbI OTBETUTH HA BONPOCHI padoToaaressi. Dpaspl Tumna: «A passe 3T0
BAXKHO?», «5l HE X0Uy TOBOPUTH Ha 3TY TEMY» CTaBST KPECT HA PE3yIbTaTUBHOCTHU
Balllero pa3roBopa.

Kpome toro, nmeiite noa pykoit Bce He0OOX0AUMBIE JOKYMEHTHI (pe3ioMe, TUTLIOMBI,



CBUJICTENHCTBA U T.1.). UeM deTde u 0e3 3alUHKH BBl OTBETUTE HA BOIIPOCHI, TEM JIy4IIIee
BIICYATIICHUE CIIOXKHUTCS Yy paboTomaTelns. A, ClieIoBaTeIbHO, M IAHCOB
Ha coOeceoBaHUM Y Bac OyeT ropa3ao OoJbIie.

8. IlomMHHTE, UTO K MEPBOMY Tesie(h)OHHOMY Pa3roBopy ¢ padoroaareeM HYKHO
roroBuThcsi. Mimes o pykoit uadopmanuro o Gupme u yIioMsHYB HEKOTOPBIE
MOJIOKUTEIIbHBIE MOMEHTBI B UCTOPHUY WJIM HBIHEIITHEM ITOJIOKEHUH (DUPMBI, BbI BHITOTHO
ce0s1 3apeKOMEH/1yeTe, OCTaBHUB OJIArONpPUATHOE BIICUaTIIEHUE. A, HUHOTAA, U TIOIYYUB
ropazio 6oJblie nHbopMaruu o pupme-padoToaaTesie Uil HHTEPECYIOMEH Bac
BaKaHCHH, KOTOPYIO C YCIIEXOM CMOXKETE HCII0JIb30BaTh BO BPEMSI TIOCIIEIYIOLIETO
cobecenoBanusi. HyxxHbie ()akThl, yTOMSHYTBIE K MECTY ¥ KO BPEMEHH, CITOCOOHBI
OTKpBITh MHOTHE JBepH. Vcnonb3yiiTe 310!

9. Taxke HE CTOMT 3a0bIBaTh, YTO TeIC(HOHHBINA KOHTAKT, HECMOTPS Ha TO, YTO SIBJISICTCS
OBICTPBIM METOOM TIOJYYCHHUS U TIPEOCTABIICHUS HHPOPMAIUH, UMEET ¥ CBOU
HemocTaTku. He umest BO3MOKHOCTH JKMBOTO OOILICHHUS TJ1a3a B I1a3a, IpU TeJIeOHHOM
OOIIEHNU MOTYT OIIEHUBATHCS TOJIBKO CJIOBA, TOJIOC U MHTOHAIIUS.

U 3710 TOKE HAT0 YYMTHIBATH, 00IIASAICH ¢ pabdoToaaTeseM no Tejedony!

o ITlocrapaiiTech mpu Tene)OHHOM OOLICHUN TOBOPUTH Pa3MEPEHHO, HE COMBAsCh C pUTMa
u He TapaTops. [Toromy uTo Bar cobeceTHUK, cayIias ObICTPYIO peub, O4EHb MHOI'OT'O
IIPOCTO HE OMMET U HE OCO3HAET.

o Korpaa Bbl 3B0HHTE 110 Tee)OHY B IOUCKAX pabOThI, BO3MOXHO, 3TO HE MEPBBIN Balll
3BOHOK, U TJIe-TO BaM yXe OTKa3ayiu. Bel omrymaere o0uLy, a MOXKET YCTaJIOCTh, 3110CTh
WM pazovapoBanue. Y npu cienyromeM 3BOHKE 3TH SMOLIMU OTPA3sITCs B TOJIOCE.
Crnenyer cnerka OTAOXHYTb, IEPEKIIIOUNTHCS. M BOT KOria HacCTpOeHHUEe MpUIET
B YCTOMYMBOE COCTOSIHUE, MOKHO JI€aTh CIEAYIOLUIUN 3BOHOK.

o Cnenyromuii MoABOAHBIN KaMeHb TeJIe()OHHOTO OOILIEHUS — Yepecuyp OpUIIUaIbHbII
rosioc. Horaa, ckpbiBast BOJIHEHUE, ITPU BaXKHOM Tele(OHHOM 3BOHKE MbI, CAMU TOT'O
HE 3aMeyasi, IEPEeX0/IUM Ha CyXOH, HalpsHKEHHBIA TOH. DTOTO0 JIeNaTh Helb3s, BE/b
4eJI0BEK, TOBOPSAIINI MOA0OHBIM 00pa30oM peIKo BbI3bIBaeT cuMiaTHio. COBET Takoil ke,
KaK B MPEAbIAYIIEM IYHKTE — OTBJIEKUTECH, 3aPSIIUTECH TIOJIOKUTEIIBHOM SHEpTUeH,

Y TOJIBKO I1OCJIE ITOTO, AEJANTE CIEAYIOUNI 3BOHOK.

e CrapaiiTech n3berath CIOB-MIAPA3UTOB. DTOT COBET aKTyaJIeH HE TOJIBKO IS
Tes1e()OHHBIX PA3rOBOPOB, HO U JUIs JTI000T0 OOILIEHHUS.

e VYcmex TenedOHHBIX IEPETOBOPOB 3aBUCUT OT Balllei cOOPaHHOCTH, HACTPOEHUS, YMEHUS
CBSI3HO M3Narath Mbiciu. KctaTi, HeKOTopble 01 B Ayl clierka mo0anBaroTcs
TenedoHa, MOITOMY, HalIPSHKEHHOCTh B TOJIOCE, HECBA3HAs pedb Oy/1y COIyTCTBOBAThH UM,
Kak Obl OHU HE cTapaluch. B 3TOM ciiydae MOKeT MOMOYb TOJIBKO MPAKTHKA — Yallle
3BOHUTE, O0IIAiTeCh, MPEOI0JIeBaiiTe CBOM CTpax.



