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TenedoHHbIN pa3roBop c paboroaatenem

TenedOoHHbIN pa3roBOp — CaMbi MPOCTON N BbICTPbLIN CNOCO6 CBA3M C
paboTonaTtenem. NaBHas 3agada NeperoBopoB - 4OFOBOPUTHLCS O JIMYHOM
BCTpeuve.

Ans ycnewHoro tenedoHHOro 3B0HKa HeobXxoanMbI':

. MOArNOTOBKA:

pyyka n 6ymara ansa 3anucu;

NpuUbIN3NUTENBbHbIN TEKCT pa3roBopa;

[EN0BON BHELUHUA BUA,.

NMPUBETCTBME

YTOYHUTb HABBAHWUE ®UPMbI

Y3HATb UMA HYEJTIOBEKA, OTBEHAKOLWEINO 3A HABOP COTPYAHUKOB
AOOBUTbCA PA3IroBOPA C HY>XXHbIM BAM HEJIOBEKOM

NO3NTUBHO NPEACTABUTbL CEBSA, YKA3AB:

dbamununio, nmsi, 0TYECTBO;

obpa3oBaHue;

onbIT;

BflaAeHMe nepcoHanbHbIM KoMnbioTepoM (IMK);

NIMYHble KayecTBa (He MeHee 3-4).

. JOFOBOPUTbLCSA O JINYHOMN BCTPEYE

. OFOBOPUTb AA/TbHEMLLEE BBAUMOJENCTBUE

. MOBNTATrOAAPUTb 3A BHUMAHME

[MoaroTtoBKa K 3BOHKY

Heobxoanmo nmeTb nepen cobon pyuky un éymary, ecnu notpebyercs 4uto-To
3anucaTb.

NmenTe nepen rnaszamum obbsBIeHME 0 BakaHCMK, KoTopasa Bac nHTepecyer.
MpoaymanTe n 3anmwunTte ans cebsa Bonpockbl, KOTopble Bbl XOTUTE 3a4aTb,
3adunKCnpymnTe KpaTkmue ceeaeHus o cebe n ceoen npodeccmoHanbHOM
AesATeNbHOCTN, KOTOpble Bbl HAMepeHbl COOBLWNTL UK AepxuTe nepen cobom
9K3eMNIsip pestoMme.

MpuBeauTe cebs B BU3yanbHO AOCTOMHLIN BUA (o4eXaa v npuyecka B AesI0BOM
ctune). Bce 310 cnocoberByeT 6onblien cobpaHHOCTU YyenoBeka.

Hauvano pa3rosopa

ob6s13aTenbLHO NO0340poBaNTECD;

YTOYHUTE Ha3BaHuWe pupMmsbl;

BbISICHUTE, KTO KOHKPETHO B (hupMe oTBeYyaeT 3a Habop HOBbIX COTPYAHMKOB, €ro
AO/HKHOCTb, UMS, OTYECTBO.

Hanpumep:

Couckarenb: 3gpascTBynte. 310 ¢pupma "3aps’?

NMpuemMHasn: /Ja.

Couckartenb: CKaxute, rnoxasyncra, KTo Ha Bawem rnpeanpustmm 3aHUMMaeTcs
rnpuemMom Ha paborty?

NMpueMHan: /BaH ViBaHoBuY VIBAHOB.

ObpalwanTtecb K 4yenoBeKy No UMeHU, oT4eCcTBY (MMEHM). DTO coKpallaeT
NCUXONOMrMYECKY AUCTaHuno Mexay Bamu, cosgaet achdekT 3HakoMcTBa. Jlydwe
BCEro pasroBapmBaTb C pyKoBoAMTENEM NpeanpusiTusl, COTPYAHUKOM oTAena
KagpoB MM MeHeAXepoM No nepcoHany. MNposiBUTe HAaCTOMYMBOCTb B TOM, YTOObI



pa3roBop COCTOSACS MMEHHO C YeNIOBEKOM, KOTOpPbIA oTBeYaeT 3a noabop Kaapos.
Ecnn agpecaTt 3BOHKA 3aHAT WKW OTCYTCTBYET, HE cornallamTecCb Ha pa3roBop C
ApYruM aboHeHTOM.

YTOUYHUTE, KOraa HYy>XHbl1 BaM COTpyAHWK BEPHETCS U Nepe3BOHUTE B yKa3aHHoOe
BpeMsS.

MpeannoxeHue ycnyr.

Cpasy npeacrtaBbTeCb, 06bACHUTE cobecegHUKY NPUYMHY CBOEro 3BOHKA.
KpaTKo M3n0XXunTe, KaKoro poaa ycnyru Bbl XoTuTe npeanoxuTsb.

dopMynupymnTe nx KOpoTko n 4yetko. Coobwmnte 0 cBoeM onbiTe, 06bpasoBaHum,
MHTEepecax, HaBblKaX U CNocobHOCTSAX.

KopoTKo pacckasaB 0 cBoeM 06pa3oBaHuKM M onbiTe paboTbl, NOCTapanTech
AOroBOPUTLCH O JIMYHOM BCTpeYe.

Hanpumep:

"SapasctBynTte... (nmsi CobecegHuka). MeHsi 30ByT... (Bawwe numsi), nan Bam
3BOHUT (UMS1 U pamMusinsi, UMsi, OTYECTBO) 10 MoBoAY BakaHcuu (HalBaHue
BakaHcuu). Y MeHs1 TeEXHn4Yeckoe obpa3oBaHue, eCTb OrbIT paboTbl, B/1aA€E0
KOMIMbOTEPOM, KOMMYHUKabeneH (bHa). Yy paboTty no crneynasibHocTu. S
xotesi(a) bbl BCTpeTUTLCS ¢ Bamu, 4ytobbl 06CyAnTb BO3MOXHOCTb
TPyAOyCTposcTBa B Baly opraHnsaymio”.

He roBopuTe, UTO XOTUTE Y3HaTb, HET /I KAaKON-HMbyAb BakaHcMK. Yalle Bcero
3TO NPOBOUMPYET NPOCTO OTKa3. Jlyywe ckasaTb YTO-TO Bpoae: " cibiwasn(a),
4YTO Bbl pa3BuBaeTe CBOE Mpon3BOACTBO, U MOMU 3HAHUS, OrnbIT paboTsl, S nosararo,
morsiv 6bl Bam npurogntbcs, 47151 Yero xortesi(a) 6bl ¢ Bamy BCTpeTntbcs”.
ByabTe rotoBbl OTBETUTL Ha Ntob6ble BONPOCHI, KOTOpble BaM MOXeT 3aaaTb pa-
6oToaaTenb. He 6ontecb NONPOCUTb YTO-TO NOBTOPUTb, €C/IN HE MOHSANN C
nepsoro pasa.

Bam oTkasanun B BakaHCUM.

Becenys c pabotoaatenem, 6yabte BHMMATENbHbI U, KaK TONIbKO NOYYyBCTBYeTE,
yTO cobecenHMK XOUET 3aKOHUYMUTb pa3roBoOp, caenamTe 3To camMu. DTUM Bbl
npenoTBpaTUTE OKOHYaTesIbHOE pelleHne, B criyvae, korga pabotogartenb
CKJIOHSAEeTCA 0TKa3aTb BaM. Hy>XHO 6bITb rOTOBbLIM K MOJSIy4YEHUIO OTPULIATENIbBHOIO
oTBeTa.

O4HaKo He CTOUT cpasy KnacTb TPYObKy, @ MOXXHO NMpeanpuHATb cregyrowme
NencTems:

YTOUYHUTE, MOXXHO JIN HaAesaTbCa Ha NosiBJiIeHNne BakaHCuMn B byayLiem;

MOXXHO Nn 6yaetT Bam NO3BOHUTDL eLle pa3 Yyepe3 HEeCKONIbKO Heaenb;

CNpOCUTE, MOXHO /1IN BbICNAaTb Pe3tOMe Ha C/lyyan, ecnin NosIBUTCS BakKaHCuUS;
€eC/Nn Bbl FOTOBbI HA BPEMEHHY0 paboTy, ckaxuTte 06 aToM paboToaaTento;
paboTogaTtenb xopowo 3HaeT paboTy cBoen oTpacsn, NO3TOMY CNPOCUTE, HET NN Y
HEero CBeAEeHUI 0 ApYrux NpeanpusaTmusax, KOTopbiM TpebyeTcs COTpYAHMK.

Ecnu paboTtogatenb HasoBeT Kakoe-nnmbo npeanpusaTMe, HaLo

CNpocuUTb ero aapec, TenedoH, C KeM criegyeT roBOpmUTb Ha TeEMY TPyAOyCTPOMUCTBa
M MOXHO SN COCNaTbCs Ha Hero, koraa éyaete

3BOHWUTb Ha NpeanpusTue.

3aKoH4YMTE pa3roBop B MO3UTUBHOM KJltOYe

3akaH4yuMBas pa3rosop, HenpeMeHHo nobnarogapute cobecegHnKa 3a BHMMaHUeE,
KoTOopoe BaM okasanu, u Bpemsi, KoTopoe Bam yaenunu. NpoaHannsnpymTte CBomn
TenedOHHbIN pa3roBop, YTO NOJYYMNOChb, @ YUTO HeT, Kak bonee apdpeKTUBHO
AEeNCTBOBAaTb B Cneayowmnin pas.



