JIOM-UHTEpPHAT»
JILA. Pertuna

neJioporo (cay:keGHOro) oOLIeHus! COTPYIHAKA
KupoBckoro 06,1acTHOT0 rocyiapcTBEHHOT0 O10/1:KeTHOI'0
yupeRIeHHs] COIHATBLHOI0 00C/IyKHBAHNUS
«CoBeTcKHH JOM-HHTEpHAT

1.00mue moJ1osKeHHsl.

Crangapr [aejioBoro ob6meHuss - 3TO MOJETh KOMIIETCHIWH COTPYyAHHKA,
paboTaromero B KupoBckoM 061acTHOM rOCYapCTBEHHOM OOJDKETHOM YUPEKISHUH
corpanbHOro obcmyxusanus «COBETCKU OM-UHTEPHAT» (falee — Y UpexIeHue).
Craumapt jmenosoro obmienus (mamee — CrammapT) BKMOYaeT B cebsf IpyIIb!
HABBIKOB M 3HAHMM, KOTOPBIME JOJDKEH BIaJeTh COTPYIHHK, YTOOBI KaueCTBEHHO
BBIIIOJHSTH CBOIO paboTy, COXPAHSSL IIPH STOM IICUXUIECKOEe U (PU3HYECKOE 3[I0POBbE,
HpaBCTBEHHO-MOPAIBHYI0 ~ CTAa0MIBHOCTE M BBICOKYIO — CTPECCOYCTOHYMBOCTB.
CraHzapT 3a7aéT MOJENs IOBeNeHMd, KoTopas (QOpPMYIHUpPYET HEOBTOPUMBIN
HHUBHYAIbHEI CTHIE YupexaeHns. OT Toro, HaCKOJIBKO YCICIIHO IPUMEHAIOTCS
nmanseiit CTagmapT Ha NPaKTHKE, 3aBUCAT!

- TIPUHIWOBEL [OCTPOEHUS YCIIEIIHOIO IPO(ECCHOHATLHOIO B3aUMOIEUCTBUL C
IIOJTy9aTeNIIMA COLMANBHBIX YCIIyT, apTHEPAMHU,

- TIPUHITHIIE] TIOCTPOEHHS. MEXIMYHOCTHOTO OOIIEHHUS COTPYIHUKOB Y UPEXKICHUS,

- BHEITHUH UMUK CaMOTO YUpeKIeHUs.

Heobxomumocts CTaHaapTa i OpraHu3aldy JesTeNbHOCTH Y UK ISHHM:
1.CraHnapt ABisfercs NPO3PaYHBIM HHCTPYMEHTOM YIpaBileHHs YupexzaenueM. OH
SICHO IIOKa3bIBAE€T, YTO PYKOBOICTBO OKMJIAET OT COTPYLHHKOB M HACKOJIBKO
IIOIIMHEHHBIE YAOBIETBOPSIOT OXKUIAHUSIM.
2.CtaHmapT sBJISIETCS KAueCTBEHHBIM M OTKPBITEIM HMHCTPYMEHTOM OLECHKH
YIpaBICHUS IEPCOHATIOM.
3.CraHmapT siBJIsIeTCs OpraHU3YIOIUM HHCTPYMEHTOM, HACTPAUBAIOIIMM COTPYJHUKA
Ha JJAKOHWYHEIH, Tpo(eCcCHOHANBHBIN CTUIE PaOOTEL.
4.Cranjapt SBISIETCS KaueCTBEHHBIM IIOKa3aTeneM oOpaTHOM CBsi3v. PykoBomuTens,
IPUMEHSIFOIIHHN CTaHAAPT JEeJI0BOr0 OOIIEHH ABIAETCS PUMEPOM IS COTPYAHHUKOB.
5.CTangapT SBISETCS HHCTPYMEHTOM INojuepxku. OH yKpemseT B KOJUICKTHBE
«9IyBCTBO KOMaHJIbD» M B3aUMHOM IOJJEPIKKH.
6.CTaHmapT ABJISETCS MHCTPYMEHTOM KOHKYypeHTHOro mpeumyinecTBa. OH co3malr
UMHADK YUpexkIeHus 3a CUET CIIeU(MUKMA B3aUMOIEHCTBIS ¢ KIMCHTAaMH U Ka4ecTBa
TIepcoHaa.



2.CTanaapT 1eJ10BOro oGIenns.
IlpuBercTBHe. 3m0pOBaThCS HEOOXOAMMO €O BCeMH. IIPUBETCTBHE JOIDKHO OBITH
00s13aTeNbHEIM, HE3aBUCHMO OT PaHTa U CIyXKeGHOTo momoxeHus. O6f3aTeNbHEIM
ABIACTCS U coOmopenue cybopauHaruu. [lepBEIM IPUBETCTBYET HAYANLHUKA
INONYMHEHHBIA, BXOMSIIMA NPHUBETCTBYET IPUCYTCTBYIOIIMX, INPOXOISIIHH —
CTOSAINMX B I'PYIIIIE JIIOIEH.

PaGoyee mecro. Ilopsmox Ha paGoueM crode - TIIABHBIA IIOKa3aTelb
OpraHH30BaHHOCTH. HeoOxomumo, 9To0kl Ha CTONE HaXOAWIAach TONBKO HY)KHAS
noxymenranus. HepmomyctuMo Hamumuwe B pabouell 30He darieKk wu IPYTHX
IIOCTOPOHHHMX IIPEAMETOB. JIOKyMEHTHI, 3alMCHBIE KHWKKH HE IOJDKHBI OBIThH
TOCTYIIHBI B30PY IOCTOPOHHHUX.

HdenoBast opesxna. CTunb ONEXKABI IOMKEH HOCHTh JENOBOH XapakTep H
COOTBETCTBOBATh CTUNIO YUPEXKICHHS C Y4ETOM TeX paGOTHHKOB, KOTOPHIM
NPETyCMOTPEHO HOIICHHE CIeIHalbHOM omexasl. Onexa Ho/pKHa OBITh ONPSATHOM,
BBIYMIICHHOM W BBIII&XXeHHOH. ITnaThs, OIIy3Kd HOMKHBEL OBITH C pyKaBaMH MU
MUHUMAIBHEIM Aekonbre. [Ipennmouturensuee Hespkue ToHa. J[iMHA FOOKH, INATHS
J0JDKHA OTKPBIBATh KOJEHH MakcuUMy Ha 2-3 cM, He Gomee. MakusK HOIKEH OBITH
YMEpeHHBIM, IPUYECKA aKKypaTHasi, MAaHUKIOP HEOPOCKHIA.

Hoctynnocrs wHbopManuu aasi o6pamenuil. JIOCTYIHOCTS JENOBOrO OOIEHHS
MEKIy COTPyAHHUKaMH, IIOJy4aTe/IMA COLMANIBHBIX YCIYI U TpaKIaHaMH, II0
KaKoMy — Jiu60 BOmMpocy OBIBAIOIIMMH B YUPEXACHHHA MOXXHO NOCTHTHYTH Uepes
MH(OPMAIHMIO, TAe yKazaHa (aMHIHS, WMsl, OTYECTBO U JODKHOCTH pabOTHHKA B
yapexnaeHun. J[oCTymHOCTE Takod MH(OpPMAaIMH JJOCTHTaeTCs IIOCPENCTBOM
Homenus Oeimkerl. Homrenue OGeijpkell gBiseTcs 00S3aTENBHBIM IS KaXKIOTO
paboTHUKa ydpexaeHusa. Belx mIpucTErHBaeTcs Ha ONEXKIDY C JIEBOW CTOPOHBI
IPYAHOU KJIETKH.

BuumartenbHocTh. YMeHHME paboTaTh B KOMaHIE — BaXKHBIM A4CIEKT IeJIO0BOTO
IPOAYKTUBHOro obmenns. OKa3zaHWe BHUMAHUS CBOMM KOJIJIEraM 110 YUpEKIeHHUIO,
IIOJTy9aTeNlIM COLMAIBHEIX YCIYr YUpeKICHHS M UX POJCTBEHHHKAM, IEJOBBIM
napTHEpaM YUpexneHHs, NpOsSBIEHHE Y4acTHs, HaKe €CIM 3TO OTBIEKAeT HIIH
KaKETCS yTOMUTENIBHBIM, SBJISETCA HEIPEMEHHbIM YycIoBHEM (OPMHPOBAHUS
KOPTIOPATHBHOM KYJIBTYpPEl H Ka4€CTBEHHOI'O BBIIIOJIHEHHS MPOdeCcCHOHAIBHOM
TesITeIbHOCTH.

HobGposkenaTenbHocTh.  [IpUBETIHBOCTE W TEPHHEMOCTE —  OCHOBHBIE
XapaKTepUCTHKH JeI0Boro obmenus. Crenyer ageKBaTHO BOCIIPUHUAMATE KPHTUKY W
HEe pasfapaxkaTrbcs I0 IycTskam. lIpodeccronan Bcerma mpu Jro00iH curyarwu
JOIDKEH COXPaHsATh JOCTOMHCTBO U yBaXKeHUE.



Kondunenuunanbnocts. Jlrobas uHbopmanus, cBsfzaHHas c IpodeccHOHANBHOM
IeATeIbHOCTEI0 HE IOJDKHA PacIpOCTPAHATRCS TPETBHM JHIaM. Takxe ciemyer
cobmonare CcyOOpAUHAIMIO, HE IIBITAThCs BBLICHATH WHGOPMAIMIO, KOTOpas He
MMeeT OTHOIIEHWS K JeATeTbHOCTH KOHKpeTHoro cotpynuuka. Cobromenue
IUIUIOMaTHYHOCTH — Ba)KHOE KadeCTBO COTPYIHHKA Y UPENICHMUS.

3. Cranpapr TejiepOHHBIX IEPETOBOPOB.
Aneopumm pazzosopa no mene@ony:
ITpuBercrBHe. Ecnu 3B0HOK ocymiecTBiaseTe Brl, To Hembas cupamuBats: «Kyna s
moman? Ber kto? A kakoir y Bac nHomep?..». Ilpexnme Bcero, HeoOXOZHUMO
IIPOU3HECTHU IPUBETCTBHE TOMY, KT0 BaMm oTBeTun o Tenedoxy:
- «3[IpaBCTBYHTEY;
- «Jlo6poe yTpo» - (8.00 — 12.00);
- «J1lobpe1it mersy» - (12.00 — 18.00);
- «Jlo6psrit Beuep» - (18.00 — 22.00).
3aTeM HeOOXOAUMO MPEICTABUTHCS CaMOMY.

Oteer Ha TenedoHHbIl 3B0HOK. TpyOKy HEOOX0IUMO CHHUMATH HE MO3Ke TPETHETO
3BOHKA, TaK KaK 3BOHOK SBIIIETCS CHIBHBIM pPa3/IpaKUTENIEM, ITOITOMY HE CTOHT
3aTATHBATH C OTBETOM.

OtrBernl.  «Jlal», «Ammol», «Cnymar!» B cioykeOHOH o00cTaHOBKe He
pexoMeHnayroTcs. BaxxHo, uToOBI 3BOHAmMI Bam uenoBek moHMMAaN, Kyaa HMEHHO
OH IIO3BOHMUJI, XU KTO ¢ HUM roBoput. Hampumep: «3apascrryiite, COBETCKHI TOM-
UHTEpHAT», NoJDKHOCTh U DL O oTBeuaroieroy.

IlIpumeuanue: nockonvky KaoicOwlli 4eno6exk umeem C80U CHMUlb pPaze08opa, He
credyem 3ay4usams pekomeHoyemvie Qpaszvl U CapamsCi 2060PUMb UMEHHO MAK.
Heobxooumo evipabomamye ceoii cmunv npedcmasienus, HO max, uymobvl Owviiu
036y4eHbl OCHOGHble HYHKMbl Npeocmaenenus — NPUBEmcmeue, HA36aHUe
Yupeoicoenus, noopazoenenus, donsxcHocms, @HO.

I'ojoc. T'onoc crmocobGeH IO - pasHOMY OKpallldBaTh BBICKA3bIBAHHUS, IIOPOM
COBEPIIEHHO MEHSI UX CMBICI. B TeredoHHOM B3auMOIeHCTBHH 0COOEHHO BayKHO HE
TOIIBKO TO, 9TO BEI roBopute, HO U Kak Bbl 310 roBopure. IT0cKOIBKY cobeceHUKH
He BUIAT Opyr Opyra, TO BCS 3MOLMOHAIBHAs Harpy3ka JIOXKHTCSA Ha rojoc. BaxHo
IIOMHHTE, YTO OBICTpas pedyb YTOMIIAET, a MeUIeHHas pa3apaxkaeT. TeMrr pasrosopa
JO/DKEH OBITh B3aWMMOKOM(OPTHBIM, a pPeYsb — MEIOJUYHOM, JIOTHYECKH
BEICTPOEHHOW, BHATHOM, C May3aMH.

3aBepmenune pasroBopa. [Ipy paBHBIX YCIOBUSX IEPBLIM I10 STHKETY 3aBEPIIAET
pPasroBop TOT, KTO MO3BOHWI. OJHAKO, €CIM 3TO pasrOBOP C BHIIIECTOSIIMM



PYKOBOZHUTENEM, TO WHUIMATHBA 3aBEPIIEHHS PA3TOBOPA B JOOOM CIIydae HCXOUT
OT Hero.

MoGunbnblii sTHKET. Pasrosop mo MOOHIBHOMY Tele(oHy HIeHTHOUIUPYETCS Kak
nuuHas Oecena. Hukorma me ciemyeT 3abp1BaTh 00 3TOM 0cOGEeHHOCTH, pasroBapuBas
B TIpUCYTCTBUM IIOCTOPOHHMX WM HE3HAKOMBIX Jmi. B pabGodeit oGcraHOBKE
OCOOEHHO Ba)KHO, YTOOBI 3BOHOK He 3BYJall CIIAIIKOM TPOMKO HIIH NpOoH3uTeNsHo. He
JIOIyCKAaeTCs  HCIONb30BAaHME HEOOBIYHBIX H «BBI3BIBAIOINMX» PUHITOHOB., He
AOITyCKaeTCs MEPETOBOPHI I10 JIMYHEIM BOIIPOCaM B pabodee BpeMs.

3anpertsl. Bo BpeMs copemmanmis, coOpaHMH, BCTped, KOH(pepeHIIHi, HHCTPYKTAaXEH,
TEXHUYECKHX Y4&O U T.1. CIIelyeT OTKIIOUHUTE TelehoH (HiIn IIEPEBECTH €T0 B PEXKKM
nepeagpecaniy, BUOpalun win 6e33By4unsiit pexum). [TapTHEp 0 06IeHMIO0 Beerna
OLCHUT BBICOKYIO CTCIEHb 3aMHTEPECOBAHHOCTM M YBAXKCHWS, NPOSBICHHYIO IIO
OTHOIIIEHHIO K HEMY.

CTaHlIapT AeJJ0BOro OﬁlIIEHHH fIBJIsieTCH 00513aTeJIbHBIM OJIsl BbINOJTHEHHUHA
KaXXAbIM COTPYAHHKOM quemennﬂ npu B33HMOHBﬁCTBHH ¢ KoJuieramu,
KIHCHTAMH, BbIIIECTOSAIIMMH OpraauH3anusiM, HapTHépaMH quemeﬂnﬂ H
APYTHMH OPraHHU3alHAMH, JHIAMH, HMEIOIIHMH OTHOIIEHHE K quemeﬂﬂm.

IIpakTrKa IOKa3BIBA€T, YTO BBINOJIHEHME IIPABHI AENOBOTO STHKETA M TEXHUKH
TeNe(OHHBIX MEPErOBOPOB, 3HAYUTENBHO YIYUIIAET KATECTRO paboTEl YupexaeHus
B 00JIaCTH IEIOBEIX OTHOIIECHHIA.



