ek yememxe mpokiy cobeceroBare

Hrak, paGotomarens Hamén Bame pesioMe Ha caiiTe, 3auHTEPECOBAJICS
W 3axoTen npuriacuth Bac Ha cobGecemoBanue. CobecenoBaHue IMpu OpuEMe
Ha paboTy — 3TO CcBOeoOpa3Hasi KyJIbMHUHAIMs TIpoliecca TPYAOYyCTPOUCTBaA.
WuTepBhio € paboTomaTeneM BBI3BIBAET CTpecC Jaxke Yy NpoQecCHOHATbHBIX
Y ONBITHBIX COMCKATENIeH, MOATOMY BAaXKHO 3apaHee MpoAyMaTh, KaK BECTH CeOs
Ha co0eceloBaHUHU, KaK OTBeYaTh Ha BOMPOCHI, 3ajJaBaeMble Ha coOece0BaHUH
pekpytépoM. 3Haere 1M Bbl, kak ycmemHo NpodTH coOeceqoBaHUE Ha padoTy,
K 4eMy OBbITh TOTOBBIM?

1. TenedoHubIi pa3rosop ¢ padorogarenem

Tenedounusiii pazroBop — 310 Barme nepBoe JnuHOe 0OIIEHHE C OyIyIIMM
paboTonaTeneM, W BaXXHO Y€ Ha 3TOM dTale MPOU3BECTH XOpOIlee BICYaTIICHUE.
Jlaxke ecnu Ha3HA4yaTh BCTpedy OyJeT CeKpeTapb, OH 005S3aTelbHO PACCKaXKET
HEIMTOCPEICTBEHHOMY PYKOBOAWTENIO WM TOMY, KTO OyAeT MpoBOAWTH ¢ Bamm
cobece0BaHuE, O TOM, KaK MPOIIEN pa3roBop.

Ymo oce  HyocnHo  ycnemvb  cOelamv 80 8peMs  MeNeOHHO20 — pa3e08opd,
npeosgapsowe2o cobecedosanue npu npuéme Ha pabomy?

YTouHuTe, Ha Kakyo JOJKHOCTh Bac mpurnamaror, 3agaiTe HEOOX0IMMBbIE BOITPOCHI
IO TTOBOJIY BAaKaHTHOW HOJDKHOCTU. Ecim mo3unusa Bam n3HavyanbHO HE MOIXOJMT,
BOXKJIMBO  COOOIIMTE 00 3TOM U OTKaXUTECh  OT cOOECeOBaHMs, TMPUBEIS
o0OoCHOBaHHBIE aprymMeHThl. He ciemyetr TpaTuTh JaparoineHHoe BpeMms (CBOE
1 paboTonarens) Ha OecrepCreKTUBHBIE BCTPEYH.

3anuimTe Ha3BaHHE KOMIIaHHHU, HMSI H (baMI/IJ'II/IIO TOIro 4Y€JI0OBCKa, C KEM Brr
pasroBapuBaliu, KOHTaKTHBIN TGJ'IG(i)OH, 10 KOTOPOMY MOKHO CBA3aTbCA C HUM
B CIy4ac HCIIPCABHUACHHBIX 00CTOSITEIIBCTB.

VY3HaiiTe, KTO UMEHHO OyJeT MpoBOAUTH ¢ Bamu coOecemoBaHue, Kak €ro 30BYT.
Bol mpousBenére xopoiiee BIEYATIICHHE, €CJIM OOpaTUTECh K HEMY 10 UMEHH
Y OTYECTBY IIPU BCTPEYE.

V3Haiite TOuHBIA ajapec Mecta coOecenoBaHus. (OOroBapuBas BpeMsi BCTpEUH,
IJIaHUPYHUTE €ro Tak, 4yToObl HHKakue Apyrue aena Bam He momemanu. MoxeT
OKa3zaTbCd, 4YTO Yy Bac BOTOT JA€Hb Ha3HayeHbl €mE OJHO WM HECKOJBKO
co0eceoBaHUI C IpyruMU paboToaTeNsIMU, TOraa rpaduk codeceJoBaHUN HYKHO
CIUIAaHUPOBATh TaK, YTOOBI BpeMsl MEXAY MOCIEA0BaTEIbHBIMU COOECEI0BaHUSIMU
ob10 He MeHee 2-3 yacoB. [lomHuTe, uto Bac XméT HE MUHYTHBIA pPa3roBOD,
a obcTosTenbHas Oecena, Ha cobeceoBaHUM MPO3BYyYaT BOMPOCH O Bamiem ormbite
paboThl, MpodecCHOHANBHBIX HABbIKAX.




3apanee HaiiauTe MHGOPMAIIMIO O TOM, KaK BeCTH ceOsl Ha cobeceioBaHNU. Y 3HANTE,
CKOJIKO JUIMTCSI coOecemoBaHuMe TMpu Tpuéme Ha paboty, npuunércs i Bam
3aIlOJIHATh AHKETY, IMPOXOAWTh MUCHMEHHBIC TECThI, BBIMOJIHATH MPAKTUYCCKHE
TECTOBBIC 33 [aHHSI.

2. [loaroroBka K codece10BAHUIO

I/ITaK, O BpEMCHH BCTPCYH C pa60TOI[aTCHGM BrI YCIOBWINCH, TCIICPb CaMOC BPCM:A
3aHATHCA HGHOCpGI[CTBGHHOﬁ HO,HFOTOBKOﬁ K CO6€CCILOB3HI/IIO.

Ymo orce HystcHo coenamuv?

ChHauana IIOATrOTOBBTC HOKYMCHTGBI, KOTOPLBIC MOT'yT l'IOHaI[06I/ITI>CH
Ha CO6€CCI[OB3.HI/II/IZ

e pe3roMe B JBYX IK3EMILISpax;

e IACTOPT;

e JHIUIOM 00 00pa30BaHUHU C BKJIAJIBIIICM;

e JIMIJIOMBI O JIOTIOJHUTEILHOM 00pa3oBaHUM, cepTU(dUKATBI 00 OKOHYAHUU
KYpCOB, YIOCTOBEpEHMsI U T.NM. (HE ciaeayeT Oparh C co0Oll JTOKYMEHTHI,
HE UMEIOIINE OTHOIIIEHHUS K IOJKHOCTH, Ha KOTOpYyIo BbI ipetenyere).

Pekomennyem Bam 3apaHee 03HaKOMHUTBbCS ¢ MH(OpManued O KOMIAHUM,
B KoTopyto Bel uznére Ha cobecenoBanue. Ilogkiarounte BCe BO3MOXKHBIE KaHAJIbI:
3aMAUTE Ha CaUT KOMIIAHWM B MHTEPHETE, WCIOJIB3YHTE JEJIOBBIE CIPABOYHUKH,
IIpECCYy WIH JAPYrHMe UCTOYHHUKU. O3HAKOMBTECH C HAIPABJICHHUSIMHU JEATECIBHOCTU
U UCTOpHeH KoMmMmnaHuM (rojy oOpa3oBaHusi, 3Tallbl pa3BUTHUS), WM3YUYUTE Ha3BaHUS
noJipa3/iesieHuH, 3allOMHUTE WH(OPMALMI0 O JOCTHKEHMSIX KOMIAHUM U T.N. Tem
camMbilM B XoJe Oeceapl c paboroaarenem Bel cMoxkeTre NpoOAEMOHCTPUPOBATH
CEepbE3HOCTh CBOMX HamepeHuil. [Ipu 3Tom naxke eciiu Bac HE BO3bMYT UMEHHO B 3Ty
KOMIIaHUI0, BbI B 11000M cilydae paciimpuTe CBOM Kpyros3op.

Hamerbre MapmipyT moe3qku Ha coOeceOBaHHME, pacCUUTAlTe BpeMsi, KOTOpOE
HY)KHO 3aTpaTHTh Ha OpOry, no0aBbTe emé 3amac BpemeHnu (MuHYT 30) Ha cirydaii
BO3MOJKHBIX TPAHCHOPTHBIX 3aTPYIHEHUMN, C KOTOPHIMU BBl MOXKeTe CTOJIKHYTHCS
B opore. MOKHO MpeABapUTENIbHO ChE3UTh K MECTY MPOBEJACHUSI coOece0BaHMs,
ecnu Bel coMHeBaeTeCch, UTO B Ha3HAYCHHBINA JIEHb CMOXETe ObICTpO U 0e3 mpodsiem
HANTH HYKHOE 3JaHHE.

[IpoaymaiiTe OTBETHI Ha BONPOCKHI padoToAaTeNsl HAa COOECEOBAaHUU, KOTOPhIE B TOM
WJIM MTHOM BHJI€ 00s13aTeIbHO MPO3BYyYaT B X0/ie Bamero pasroBopa:

o modemy Bel ymimm (pemmiii yWTH) C TOCIETHEro Mecta padoThl; rae Bel
ceityac paboraere?
o Tmodemy Bwl xoTHTE paboTaTh NMEHHO B HaIlIEH KOMIIAHUHN?




¢ Kakylo nosb3y Bama 1edaTenbHOCTh KaK COTPYJHUKA MOXET NPUHECTH Hallel
KOMITaHUU?

¢ HA30BUTE CBOM CaMble OOJIbIINE JOCTOMHCTBA U CIA0OCTH KaK COTPYIHUKA;

o HazoBuTe Bamm camble Oonbline AOCTMXKEHHS KaK CHEHUANINCTA; OBLIM JIU
y Bac Heynauu B mpodeccnoHanbHOM NeSTENbHOCTH, U KaKHEe OHU?

['oToBBTECH MaBaTh NpPaBAMBHIE OTBETHI Ha BOMPOCH Ha cobOecenoBaHUU (B X0
WHTEPBBIO WM TIOCIE JIOXKb 00s3aTeNbHO BCIUIBIBET). [Ipm oTBeTe Ha Bompoc:
«ITouemy BbI permmim cMeHUTH paboTy?» — HE ClIeyeT JaBaTh HETaTUBHBIE OT3bIBBI
O KOJUIETaX U PYKOBOJUTENSIX, OrPaHUYbTECh HEHUTPATbHBIMU BBICKA3bIBAHUSMU:
OTCYTCTBHE BO3MOXKHOCTEH JUIsi TPOPECCHOHAIBHOIO POCTa, HEPETYISIPHOCTH
B TIOJlyYE€HUW JICHS)KHOTO BO3HATPAXKICHUS, YAAIEHHOCTh OT J0Ma, HEYAOOHBIN
rpaduk paboOTHI U T.1.

I'oBopst 0 BO3MOXKHOM Oyayieid paboTe B HOBOW KOMIIAHMM, JalTe TMOHATH
co0eceTHUKY, 4TO Bl 3auHTEepecoBaHbl padOTaTh UMEHHO B 3TOM KOMIIAHUU, MOKETE
OBITH €M MMOJIe3Hbl KaK CHEUUATNCT, HO IPU 3TOM BbI TOKHBI YETKO MPEACTABIIATD,
YeM 3aHMMaeTcs KOMMaHWs, 4ToObl He momacTh BOpocak. CymMmeere MpaBUIIBHO
MOBECTU ce0s1 B 3TOM Bompoce — Bamm maHchl ObITh MPUHATHIM Ha padOTy B 3Ty
KOMITaHHIO BO3PAacCTyT B HECKOJIBKO Pa3s.

OtBeyass Ha BOIIPOCHI O CBOMX  JOCTOMHCTBAX W OCOOCHHO  HEJOCTaTKaXx,
0 IOCTKCHMSIX W Heyjaudax, OyabTe OCTOpoXkHBI. [IposiBUTE JOCTaTOYHYIO
CaMOKPUTHYHOCTh K CBOEH TIEpPCOHE, ATO MNOJHMMET Bail aBTOpuTeT B I1a3zax
cobeceqHuka. 'oBOpst 0 CBOMX YIMYILIEHUSIX, HEOOSA3aTEILHO TPUBOAUTH CBOU CAMBIC
OoJiblliie TIpOMaxu. 371eCh TJIaBHOE, 4TOObl Bel Mornu mnokaszaTth, 4yTo Bbl camu
HCTIPAaBWIM CBOM Mpomax | M30aBUJIM KOMITAHUIO OT HENPUSITHOCTEH WM CBEJU
WX K MUHUMYMY.

ByapTe roTOBBI K TECTaM WM MPAKTHYECKUM 3aJaHUSAM (KaK IICUXOJOTHYECKHM, TaK
1 IpO(PeCCUOHANIBHBIM), KOTOPbIE Pad0TOAATENb MOXKET MPEIOKUTH Bam mpoitTu.

[ToaroToBnTe 3apaHee BOMPOCHI, KOTOpbIe Bbl X0Tenu Obl 3a1aTh paboTOAATEITIO.

[IponymaiiTe onmexmay, B KOTOpOWl moWaéTe Ha BCTpedy ¢ paboromareneM. Bcem
3HAKOMa MocJoBULA: «BCTpedaroT 1Mo ofexKe, MPOBOKAKT N0 yMy». llycTs nepBoe
BrieuatieHue o Bac Oynmer cambiM OnaronpusiTHeIM. ECTeCTBEHHO, 0O/€KIa JTOKHA
COOTBETCTBOBAaTh TOM JIOJDKHOCTH, Ha KOTOpyro Bel mnperennyere. Bo3moxkHO,
CTPOTUM JEJIOBOM KOCTIOM YMECTEH HE JUISl KaXXIOW JOJDKHOCTH, OJHAKO OIpSATHAs
OJICK]1a B JICJIOBOM CTHJIE, YUCTHIE BOJIOCHI U HOI'TH, HAYHUIIIEeHHAss 00yBb 0053aTEIBHO
MPOU3BEIYT HEOOXOAMMOE MOJOKUTEIBHOE BredarieHue Ha Bairero cobecennuka.
Hukaknx X03sCTBEHHBIX CYMOK, aBOCEK, 3aMYyCOJICHHBIX MAaKETOB C MPOJIYKTaMH,
PIOK3aKOB B BalllUX pyKaxX ObITh HE TOKHO!




3. [Ipoxoxenue codecenoBaHus

Bor u Hacran yac coOecefoBaHusi, KOTOPOE MOXKET M3MEHUTH BaIlly >KU3HB!
O yem HYIHCHO NOMHUMb NPU NPOXOAHCOEHUU cODeced08aHuUs?

Ilocrapaiitech NpPUWTH HA BCTPEYY 4YyTh pPAaHbBIIE HA3HAYEHHOIro cpoka. Jlyume
BbI mojiokaere 10 MUHYT B mpHeMHOHM, 4YeM paboroaarens OyIeT >KIaTh Bac
noJMUHYThl.  Ono3gaHue  Ha BCTpedy,  Jake  I10 HE 3aBUCSIIMM  OT Bac
oOcToATensCTBaM, Ha 99% nepedyepkHET Bce HaJAEKbl HA MOIyYEHHE padOThl B 3TOU
KOMIIaHUU.

Ecan BAPYT BCC-TAKH TaKasl CUTyallus IIPOU3011Jia, BBl HyBCTBYCTC, UTO HC YCIICBACTC
K Ha3BHAYCHHOMY BpPCMCHHU, 00s13aTENLHO II03BOHUTE IO KOHTaKTHOMY TCJ'IC(l)OHy,
HU3BHUHUTECH, 00BACHUTE IPpUYXNHY BalICro OIIOo3JaHusl Hu y3HaﬁTe, CMOXKCECT JI1
pa6OTOI[aTCJ'IB IIPHUHATH BAC B OTOT K€ JACHb YYTb IIO3KC WM C€CTb BO3MOJKHOCTDH
IICPCHCCTU BCTPCUY HA APYIOoC BPCMAI.

Ecnu BbI BOOOIIE pemmian He XOAWTH Ha coOeceoBaHue (mepenymand padoTaTh
B OTOM KOMNaHuW, y Bac apyrue cpounblie aena u T.1.) OBA3ATEJIbBHO no3Bonute
paboroaaresnto u coodmuTe 00 3TOM, MPEBAPUTENHHO U3BUHUBIIUCH, YTO HAPYIITUIH
ero miaHel. [lycTh Xopolee BHe4aTIeHUE O Bac, MOJYYEHHOE B MpeaABaApPUTEIBHOMN
Oeceze 1o TeneoHy, HUYEro He UCIIOPTHUT!

Bxonga Boguc, o0s3aTenbHO MO30pOBaiiTeECh, MOMPOCUTE COOOIIUTH O BalleM
NpUXOJIe COTPYJHUKY, C KOTOPbIM Y Bac Ha3HaueHo cobOecenoBanue. Ecnmu Bac
IIONPOCAT HEMHOTO IIOJO0KJIaTh, HE CTOUT BO3MYILATHCS W BOCIIPUHUMATH 3TO Kak
HEyBakeHHE K ceOe.  3amacurech  TEpIIEHUEM U HE TepsAlWTe  YyBCTBO
100pOKENaTENbHOCTH, C KOTOPHIM BbI IILJIM HA BCTPEUY.

3apaHee OTKJIIOYUTE COTOBBIM TeneoH, YTOObI HMUUTO HE MOIJIO MOMENIaTh Ballei
Oecezne.

3axons B KaOWHET, TMO3J0poBaiiTech, oOpamasch O UMEHU  H OTYECTBY
K COTPYAHHUKY, C KOTOphIM OyzaeTe OecenoBarh. O0s3aTenbHO yIbIOHUTECh. CKaXHUTE,
9YTO BaM OYCHb MPHUATHO MPHUTIIANICHUE HA COOSCEIOBAaHUE NMEHHO B 3Ty KOMIIAHHIO.
OTUM BBI CMOKETE 3apaHee pacIoioKUTh K cede codeceTHrKa.

CsapapTe Tak, yTOOBI Ballle JIUIO OBLIO 00pallleHo K codecenHuky. [lepenBunbTe CTY,
ecnu 310 HeoOxoaumo. He pa3BanuBaiiTech Ha CTyjie, HE CKpPEIIMBAWTE HOTU MOA
HUM, HE MTO/DKUMANTE UX; HE TepeOnTe HEPBHO PyKaMHU PYUKY.

BauMarenbHO ciymiaiiTe BONPOCHI, KOTOPHIE BaM 3aJ1al0T, CMOTPSI IPU 3TOM B JIULIO
cobecennuka. HauunaiiTe oTBedaTh TOJBKO TOIJA, KOrJa MOMMETE, O YeM Bac
cripocwid. Eciu Bonpoc HE COBCEM TMOHATEH, TO, U3BUHUBIIUCH, MIOMPOCUTE €IIe pa3
moBTOpUTH ero. OgHaKo He MepeycepACTBYHTE — MepecnpaliuBaTh MOYTH KaKIbIH
BOIIPOC HU B KOEM CJTy4ae HEJIb3l.




OTBeuast Ha BONPOC, CTapaliTeCh HE rOBOPUTH Oosee 2—3 MUHYT. DTOr0 BPEMEHU
BIIOJTHE XBaTHT, YTOOBI B IIEJIOM OCBETUTh Hauboyiee BaXHYI HWHPOPMALUIO
10 CaMOMY CJIOXKHOMY BoIpocy. OJJHOCIIOKHBIE OTBETHI «J1a» U «HET», TUXHUM rojioc
CO3/IaAyT BIIEYATJIICHUE Balleil HEYBEPEHHOCTH B ceOe, HEyMEHUU OOBSCHHUTH CBOIO
TOUKY 3PCHHUS.

Eciu Bac mompocsiT pacckazatb o cebe, He ClieqyeT MyCKaTbCs B IMPOCTPAHHBIC
pasroBOpbl O cBoel aBToOMorpaduu. Tem Oojnee, HEIOMyCTHMO OTBEYaTh, YTO
B pe3l0Me yKe BCE HammcaHo. Pacckaxure o cBoeM OOpa3oBaHHM, OCBETHTE OIIBIT
paboThl. DTO MPOAEMOHCTPUPYET JUITHUN pa3 BaId MPo(ecCHOHATBLHBIE HABBIKH
1 Ka4yecTBa.

Ha CO6CCCI[OBaHI/II/I Y Bac 6YIIGT BO3MOXHOCTL 3aJaTb H TC BOIIPOCBI, KOTOPLIC
BBI IIOATOTOBWIIN 3apaHCC, U TC, KOTOPBIC BO3HUKIIN Y BaC B XOJIC 6€C€I[I>I.

Ecnu Bac uHTEpeCyeT BO3MOKHOCTh KAPbEPHOTO POCTA, TO BAXKHO CYMETh MPABUIIBHO
3a1aTtb 3TOT Bompoc. MwmeidTe B BuAy, 4YTO Bac MPUIVIAINAIOT B KOMIIAHUIO
Ha KOHKPETHYIO0 [JOJDKHOCTb, Ha PELICHHE OIpPENEIEeHHOro Kpyra 3aaad. He Bce
JOJDKHOCTH IIpelycMaTpuBaloT KapbepHblii pocT. Kpome Toro pabGoTtonarensim
CJI0KHO OOCY’>KJaTh 3TOT BOIIPOC, HE 3Has BAalIUX BO3MOXKHOCTEW M CIIOCOOHOCTEH.
Tem He mMeHee BHOJHE YMECTHO Yy3HaThb Yy paboTonatens, MNPaKTUKYETCs JIU
B KOMIIAHWM pOTalWs KaJapoB, CYIIECTBYIOT JIW B OTHAJEHHOW IEPCIEKTHUBE
BO3MOXXHOCTH POCTa C JAHHOM IO3ULUHU U 00S3aTENIbHO CIPOCUTH, YTO JUJISL TOTO
HY’)KHO (JOTOJHUTENbHOE O0pa3oBaHUE, KypChl MOBBINIEHUS KBaJU(UKAIUH,
HapabOTKa ONBITA WM YTO-TO €IIE). Y3HalTe, KaKKe MPOrpaMMBbl 0 0OYUEHHUIO WIIH
MOBBIIICHUIO KBATM(HUKAMKU COTPYJAHHMKOB CYIIECTBYIOT B KoMIaHuu. Torga
BbI OyJIeTe BBITJISAETh CEPbE3HBIM M LICJICHANIPABICHHBIM YEJIOBEKOM. A 3TO elle
OJIMH IUIIOC B Ballly MOJIb3Y.

OtkpeiTasgs ynpIOKa, HEMHOTO XOPOIIETO | HEHaBS3UMBOTO IOMOpa, M TOrjaa
HeOOoIbIIME TIpOMaxW OyayT BaM 00s3aTeIbHO NPOIICHBI. JIeIoBOMYy pasroBopy
yibpIOKa HE MEIIaeT, HA0OOPOT, OCTACTCs BIIEYATICHUE, YTO BBl ONBITHBIM, a TOTOMY
YBEpPEHHBIN B ceOC YEIIOBEK.

[Tpomiasick MO OKOHYaHUU COOECEIOBAHUS C COTPYIHUKOM, KOTOPBIM €ro mpoBOJIUII,
00s13aTesIbHO TO0OJIarogapuTe 3a MPEJOCTaBICHHYI0O BaM BO3MOXKHOCTb MPOUTH
cobeceoBaHNE B JJAHHOW KOMITAHUMH BHE 3aBHCUMOCTH OT OKOHYATEJIBLHOI'O BHIOOPA,
KOTOPBIN c/iesiaeT paboToAaTeNb.

Ynauum Ha codecexoBanum!

Superjob




