PekomeHaauum no segeHuio TenedpoHHbIX NeperoBopos

NnyHoe obLlieHMe, B TOM YMCAE U N0 TenedpoHy, AaeT 3HauYnTeIbHble NPEeNMYLLLECTBa, N03BOoNAS
pacnofioXuTb K cebe, 3aMHTepecoBaTb cobecegHMKa, MTHOBEHHO NPOPearMpoBaTh Ha ero OTHOLEHUE K
TOMY WUAN MHOMY MOMEHTY PasroBopa, HO 3TU NPenmMyLLEecTBa TpebyloT oT Bac cepbesHbIXx yMeHU 1
onpeaeneHHbIX Ka4yecTs: CNOCOBHOCTU MPUHUMATL BbICTPble pelleHuA, YMeHUsA NpuBaedb 1 yaepKaTb
BHMMaHMe cobeceaHMKa. PasymeeTca, NOCTpoeHMe, TOHA/IbHOCTb U NPOA0/IKUTENbHOCTb Pa3roBopa
HECKO/IbKO Pa3/INyHbl B 3aBUCMMOCTU OT TUMa 3BOHKa.

OCHOBHbIMW TUMaMW 3BOHKOB MPUY NMOUCKE PaboTbl MOMKHO CYUTATb:
- 3BOHOK B OTBET Ha 06bsABNeHWe paboToaaTens;
- 3BOHOK M0 peKomeHgauunuy;
- MIHULMATMBHbIN 3BOHOK;
- 3BOHOK, C/leyHoLLMIA 32 MMCbMEHHbIM obpalleHnem.
OpaHaKo BO BCEX 3TUX CNy4Yasx cneayeT MMeTb B BUAY HEKOTOPble obLipne pekomeHaaumu:

1. Mepes 3BOHKOM, EC/IM CTb BO3MOXKHOCTb, TLATE/IbHO NPOBEpPbTE, KaK 30BYT Balero cobecenHuKa,
HeLonyCTMMO OWM6aTLCA B NPOM3HOLWEHUN UK yaapeHuun. MocTapaiTeck BbICTPO NepeinT K Lem
CBOEro 3BOHKa, 3TO MPon3BoaUT 61aronpuAaTHOE BNeYat/ieHue.

2. H606XOAMMO TWAaTEe/IbHO NOAroTOBUTBLCA K Tene¢OHHOMy 3BOHKY, NpOo4yMaTb, YTO U KaK Bbl
co6mpaeTer roBopuTb, NONbITATbCA NOATOTOBUTb OTBETbI HA Hanbonee BE€pPOATHbIE BOMPOCHI. Hennoxo
Ha6p0C3Tb nnaaH 6ece,£|,b|: o 4yem, 1 B KaKOM nopagke Bbl xoTenu 6ol neperosopuTb.

3. He 3abbiBaiiTe, 4TO PasroBop - AMaNor, a He MOHOJIOT. He cTapaiTecb NPOroBOpPMTb Ha O4HOM
AblXaHUK 3apaHee pa3yyeHHbI TEKCT, a Xy*Ke BCero, ec/im Bbl 3ameyaTtenibHO U r1aaKo NPOM3HOCUAN
3aroTOBJ/IEHHbIV TEKCT, @ Ha NPOCTENLWNIA BONPOC, 3a8aHHbI Bam cobeceHMKOM, He B COCTOSHUM

OTBETUTD.

4. Bawa uenb He To/IbKO paccKasaTb o cebe, HO M y3HaTb O Npegnonaraemoli paboTe: Yyepeayiite
paccKas o cebe ¢ MHTepecyowmmm Bac Bonpocamm. O4eHb NONE3HO BCTaBUTL B PAa3roBop MHGOPMaLMIo
0 [laHHOW OpraHM13aLLMmM, KOTOPO CaeayeT 3anacTUCh 3apaHee.

5. Mepep Tem, Kak 3BOHUTb, O4eHbTECH B NPMBbIYHOM A4 Bac ctune, gaxe ecnn Bbl 3BOHUTE U3 goMma.
JoKaszaHo, uTo BHELLHNM BUA YeNOBEKA OTPAXKAETCA Ha €ro BHYyTpeHHEM COCTOAHUN, C06paHHOCTVI nT.n.
Ha Baw rosoc oKkasbiBaeT BAMAHME U TO, Kak Bbl cnauTte, no3ToOMy CAAbTE NPAMO, HE oboKaumBalTech.

6. He 3abbiBaiiTe, 4TO NpeaMeT pa3roBopa YMCTO AEe/0BOM, He 3aTArMBaNTe pa3roBop, KpaiHe
HexenaTenbHO yToMUTb cobeceaHMKa Ype3MepHOIi FOBOPNBOCTbIO.

7. TenedpoH obecneymBaeT 1Lb OrpaHUUYEHHYI0 06paTHYIO CBA3b: Bbl He BUAUTE BbiparkeHWe AnLa
cobecegHMKa, ero XecrTbl K MUMMKY, NO3TOMY, pearnmpys Ha ero BbiCKasblBaHWe, CTapaiTech bbiTb
BEKNNBbIMU U aKKypaTHbIMM, 4TO6bI HE NOMAacTb BNPOCAK.

8. [oToBACH K pa3roBsopy v sBeaAa pa3rosop, YeTko HpEACTaBﬂﬂVITe €ro uenb: NoNy4YnTb NnpurnaieHne Ha
COGGCGAOBaHVIe no nosoay pa60TbI.



9. Ecnm Bam He yaanocb A06UTbCS ycnexa ¢ nepBoi NOMbITKW, MOCTapanTeCh BbIACHUTb, MOXKeTe /N Bbl
0bpaTnTbCA B APYroe BpemMs UM K Apyromy 4esnoBeKy. byabTe HAaCTOMYMBbLI, HO MPU 3TOM NPOABAAINTE
BEK/INBOCTb M A006p0OXKeNaTe/IbHOCTb. Y MHOMUX NI0Ae BO3HMKAIOT Npobaemsbl, CBA3aHHbIE C
HeymeHnem roeopuTb no TenedoHy. OCHOBHbIM CPeACTBOM peLleHMA Takux npobaem asnseTtca
npuobpeTeHune onbITa.





