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KEY MOMENTS IN THE INDUSTRY OF TIME MANAGEMENT FOR
ACHIEVING SUCCESS

Y ecmammi oocnidoceno cymuicmes kame2opii ynpasiintisa yacom. Buznaueni
OCHOBHI MemoOu, NPUHYUNU, eleMeHmMU MUCmeymeda YNpAaeliHHA YacoMm ma
emanu IHGeHmMapu3ayii ma auanizy uyacy Ha nionpuemcmei. 3anponoHosaHi
Hanpamu YOOCKOHANEHHS BUKOPUCMAHHA poO0Y020 HYACy, WO CHPUAMUMYMb
ni0BUWEHHIO  e(eKMUBHOCMI  YNPABNIHHA ~ NEPCOHANOM  NIONPUEMCMEA.

ObrpyHmosano oCHOBHI mMemoou, 5AKi OOYIIbHO GUKOPUCMOBYEAMU HA KOHCHOMY



emani awanizy ma ineewmapuzayii dacy. Mucmeymeo ynpaeninmsa uacom ma
eghekmuena opzawnizayia yacy noaaeaoms y NpasuibHOMY 6U3HAUEHHI yinel ma
npiopumemie. Mu uacmo oOMaAHIUBO 68AINCAEMO, WO yYe Jauule 30aMHICb
suKoHygamu poooui 0608'sa3xku. Hacnpagoi ynpasninnsa uacom 6KIoyac Oanianc
VCIX 8ANCIUBUX OJISL THOOUHU BUOIE OISLHOCMI, alle 8 CIAmMmI MU 30CepeoUMoCh
Oinbue Ha YNPasIiHHI poOOUUM YACOM.

3a neenumu meopiamu uyac HeckinuenHnuu. Yac - ye yHixanvHuil pecypc,
OCKINIbKU 8IH HE360pOMHUU. AKWO MU 8UMPAYAEMO U020, MU HIKOJIU He 3MOHCEMO
1020 nogepHymu. Y KodxcHo2o0 00Hakosa KiibKicme uacy, 24 200unu, cim OHig Ha
mudcoensv, 365 OHie Ha pik. Lle nuwe numanHsa npo me, Xmo i AK epeKmusHo

BUKOPUCMOBYE Yell Yac.

The article examines the essence of the category time management. The
main methods, principles, elements of the art of time management and stages of
inventory and analysis of time at the enterprise are defined. Suggested directions
for improving the use of working time, which will contribute to increasing the
efficiency of the enterprise's personnel management. The main methods that are
appropriate to use at each stage of analysis and time inventory are substantiated.
The art of time management and effective organization of time consists in the
correct definition of goals and priorities. We often mistakenly believe that it is
only the ability to perform work duties. In fact, time management includes the
balance of all activities important to a person, but in the article we will focus
more on the management of working time.

According to certain theories, time is infinite. Time is a unique resource
because it is irreversible. If we spend it, we can never get it back. Everyone has
the same amount of time, 24 hours, seven days a week, 365 days a year. It's just a
matter of who and how effectively uses this time.

In the article, we will dwell on the importance of time management and
why we should master the basic knowledge in order to achieve a better quality of

life without unnecessary stress. The modern world is developing quite



dynamically, today more and more demands are placed on us. We are multi-
tasking in our professional lives as well as in our personal lives. Lectures,
consultations, deadlines, filled diaries, missed meetings and remorse that we do
not devote as much time to the family as necessary. Sometimes we may feel like
we can keep up with the times. But the truth is that there are 24 hours in a day.
And this is for each of us.

We cannot control time: stop, slow down or speed up the course of events.
However, we can take control of our lives. And in order to understand where to
go in order to properly organize your day and set tasks that are feasible in terms
of time and effort, we suggest that you familiarize yourself with the content of the
article.

In learning such a science as the art of time management, books are your
best assistants. It is not enough to simply look at successful people and be
inspired by them. You need to know the secrets and subtleties of time
management. Believe me, 24 hours a day is quite enough for work and full rest.
The main thing is not just to read the advice of experts, but also to apply them in
practice. It doesn't matter whether you work in an office or freelance, are
creative or take care of children, the correct distribution of each minute is the key

to productivity and staying calm throughout the day.

Kniowuosi cnoea: MHUCTEUTBO YNPAaBIIHHS YacoM, MPUHUUIMN YNPaBIIHHA
4acoM, MOTHUBAIlS, CAMOJWCUUIUIIHA, I1HCTPYMEHTH YIPaBIiHHSA  YacoM,
onTHUMi3allisi pobovyoro vacy.

Keywords: art of time management, principles of time management,

motivation, self-discipline, time management tools, optimization of working time.

Ilocmanoeka npobaemu y 3azanvHomy e6u2iadi ma it 36°A30K i3
8AMCIUGUMU  HAYKOBUMU YU HNPAKMUYHUMU 3A60aHHAMU. Y CTaTTi MU
3YMUHUMOCh Ha BAXKJIMBOCTI YNPABIIHHS 4YacoM Ta 4YOMY Ham ClIiJi OBOJIOJITH

0a30BUMHU 3HAHHSMH, MO0 JOCATTH KPAIIOi SKOCTI XKHUTTS 0e3 3aliBOro CTpecy.



CyvacHuil CBIT pO3BUBAETHCA JOBOJII JUHAMIYHO, CHOTOJIHI JO HAaC BHUCYBA€THCS
Bce Oulblie BUMOT. MU BHKOHYyeEMO Oarato 3aBliaHb y CBOEMY HpodeciiHOMY
KUTTI, & TAKOXX B 0COOMCTOMY >KUTTI. JIekii, KOHCynbTalii, JeaIaliHu, 3alTOBHEH]
IIOJICHHUKH, TIPOMYIIEHI 3YyCTpiul Ta JOKOPHM CYMJIHHS, IO POJUHI HE
MPUCBSIUYEMO CTUIBKH Yacy, CKUIbKH MOTPiOHO. [HOMI HAM MOXe 37aTucs, 1o MU
MOXEMO WTH B HOTY 13 4acoM. AJjie TpaBja MoJisira€ B TOMYy, 1o y a001 € 24
rojuHu. | 11e 1y1st KO)KHOTO 3 Hac.

AHnaniz ocmannix oocnioxycenv i nyonikayiu. Cepell CydaCHUX HayKOBHX
3M00YTKIB y KOHTEKCTI JOCTI/DKCHHS NHUTaHHS YMPaBIiHHA YacoM TMOTPiIOHO
BUJIUIUTH pOOOTH TakuX aBTOpiB, sk: loHansa Poc, Mapis Iaiinn, Jlen Kenneni,
Jlopa Banpepkam, JleBim AmneHn, bpasu Tpeiici, Jxynis Moprencteps, Kpic

Beiini, Iper Makkeon, T'epi Kennep, Jxeii Ianacan Ta in. [3; 4; 5; 6].

Dopmynweannsa yinei cmammi (nocmanoeka 3aeoanusn). KiodoBoro y
HAIIOMY JKUTTI € YMIHHSI YIPaBJISITH 4acOM. YTIPaBJIIHHA 4acoOM - 1[€ MUCTELTBO.
Ile Moke 3maTHCS MPOCTUM, aj€ 1€ OJHA 3 HAWBAXKJIMBIIIMX HABUYOK Y KHTTI.
BuB4eHHIO 111€7 TeMU TPUCBATUIN TPUBAIHM Yac CydacHI MEHEIKEePH Ta HAYKOBIII.
Mu BuMMOCS, TpaloeMO ad0 MPOBOAUMO dYac 13 CIM'€r0 3aBXKAU 100pe TpuMatu
CBIi yac mij KoHTpoJjeM. He BuTpauaiite iioro tam, ae e mapHo. s toro, mo6
HaM BAAJIOCS TOCSITTH YCIIIXY B Tally31 ypaBIiHHS 4acOM, Ba)KJIMBO BCTAHOBHUTH

- MpaBWJIbHI U1, PO3yMITH MOTHUBALIIIO Ta HAJATOJIUTH CAMOIUCIUILIIHY;

- (pi3ionoriy"y ycTtaHOBKY (0610pUTM).

SIKIIO MM OMaHOBYEMO MHCTEITBO YTPABIiHHSI YacoM 1 JOTPUMYEMOCH
MPUHITUIIB YIIPABJIiHHS 4acoM, Hallla BUHAropoja OyJie CIOKiiiHe, BPIBHOBAKECHE
Ta 3a70BoJIeHe XUTTA. Lle He o3Hayae, 1110 HAIMX 3aBJlaHb CTaHE MEHILIEe. AJie MU
OyZeMo 3HaTH SIK TUIAaHYBAaTH CBOIO JiSIBHICTB, 11100 BOHA HE HAIpPY>KyBajHu Hac, 1
MU TIOYHEMO TpaIfoBaTé €(EeKTUBHO. TOX MU MOKaXEMO Kpailli pe3yiabTaTH 1 B
TOH ke Yac ue He Oyae moTpeOyBaTh TakMX 3yCWib. Y I[bOMY BHIIAJIKYy, OJIHAK,
BXXJIMBO 3HATH MPHUHIMIINA YTPABIIHHSI 4YacOM Ta BMITH BUKOPHCTOBYBAaTH iX Ha
IpaKTHI. MU MOKEMO 3aCTOCOBYBATHU Pi3HI MIIAXOJUTH 10 YIPABIIHHI 4acoM, SIK1

3MIHATH HAIIIC YKUTTA.
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Buknao ocnosenozo mamepiany oocnioycenns. CripoOyeMo 30CEpEeaUTH
Hallll 3ycuiulsl Ha epekTHMBHUX cdepax Ta 3BUILHUMO 4Yac Bij 3aWBOi JiSJIBHOCTI.
[Tounemo OyTu Oinbll e(EKTUBHUM MPAIIBHUKOM, IO TMOKPAIIUTh HAaILy
¢dbiHaHCOBY OLIIHKY. byjeMo pyxaTucs Brnepen y cBOid kap’epi. Y moauHu Oyne
OlnplIle Yacy Ha Hallll 1HTEPECH, SIKUM MM JIMCHO XOYeMO MPHUCBATUTHU CBIM dac.
Mu oTprMaeMo Jac I POJUHU Ta APY3iB 1 THM CaMUM MOKPAIIMMO CBOi OCOOMCTI
CTOCYHKH. | mepii 3a Bce y Hac Oyjie Miclie JIsl BIACHOTO BiAnmoynHKy. Lle mist Hac
TOJIOBHE, TOMY IO SIKICHUM BIATIOYMHOK T'€HEPYE HOBY €HEPTit0, HEOOXIJIHY IJIs
BUKOHAHHS 3aBJIaHb.

MoTuBaliig - 1e pyuiiHa cuja, ska pyxae Hac Brepea. Lle ABUTYH, sKwuii
3M1MCHIOE HaIll Mpii Ta MIaHW. SIKIIO MOTHUBAIA HEJOCTaTHHLO CHUJIbHA, MU, SIK
paBuiIo, IEpeaYacHo BIAMOBIsieMocs abo He 3akiHuyeMo iX. TyT BapTo 3poOutu
CTaBKY Ha CBOIO 1HTYILIIIO Ta CHIIJKYBaTH 3a THM, 10 MU BIYYBA€MO, BUKOHYIOUHU
MOCTABJIEHY METY. SIKIIO MM MO>KEMO MOBHICTIO 3aHYPHUTHCS y poOOTYy 1 Ham L€
MoI00AETHCS, TOAI MU HAa MPABUIBHOMY MIISAXY. SIKIIO MU BHKOHYEMO 3aBIaHHS
JUIIe TOMY, [0 MyCHUMO, TJOPEUYHO MOMIPKYBATH, YA Ma€ JJIsl HAC HACIPaBJll CEHC
1151 podoTa. Hatre ®uTTS y Halmx pykax 1 3MiHH HOTO HIKOJIA HE TI13HO.

Ska Haitnomwupenima MotuBaiis? I'pomri. [HII BUAM MOTHUBALIli: BU3HAHHS,
nmoxBaja, OCOOMCTHI TpecTuXk, camopeanizaiisa. OQHaK MOTHBAIlISI TAaKOXK MOXKE
6yTH HeraTMBHOIO. Mie mepur 3a Bce, Mpo BimuyTTs cTpaxy. Taka MOTHBALis
BUKJIMKA€E Y HAC PeakUio 1 Aa€ HaM cuid AisTi. CTpax, o0 MU MOKEMO BTPATUTU
poOOTY 1 oTpuMaTH PiHAHCOBI TPOOIEMH CIIOHYKA€E HAC JIO aKTUBHOT MisUTHHOCTI.

be3 camomucumiuiinM Ta AOTPUMAHHS TMEBHOTO TMOPSAKY Y KUTTI MU HE
JOCSITHEMO pe3yibTary. CaMOAUCIUILIIHA - 11€ TaKa MOBEAIHKA, SIKOi MM MOYKEMO
HAaBUYMTHCS 3a JOIMOMOIOK  CHCTeMaTWdyHux Jid. UYepes Jmesgkuii  dac
CaMOJIMCIIUILUIIHA CTaHE aBTOMATU4YHOIO. TunoBui mpukiaj - yuiieHHs 3y0iB. Lle
BMIHHS TNPUIIEIUIIOBATIM HaM OaThbKU 3 JUTHUHCTBA 1 CIpaBAl MPOTATOM YyChOTO
KUTTS MH 3AIUCHIOEMO #WOro CymumiHHO. [lOoCTIHHO KOXKEH JeHb KOJIH MU
JOTPUMYEMOCS] TIEBHOTO TOPSAJAKY y JKATTI MU (POPMYEMO CaMOAMCIMILIIHY 1

CTaeMO OUTBIT €(PEeKTUBHUMH.



Mu MokeMo Kpallle TpaKTUKyBaTH CaAMOJUCUUILIIHY, SIKIIO 3 OTOYEHHSI MU
YCYHEMO CIIOKYCH, IKI MOXKYTh Bce 3ircyBatu. [IpukianoM € conojoiii, KX Yy
HAc HE TTOBMHHO OyTH BIOMA ITi/T Yac Ji€TH a00 CHOBIMICHHS (ITOBIIOMIICHHS TIPO
CoIllajbHI MEPEeXi, CJEeKTPOHHI JIMCTH, MECEHJKEpH), SKI HaM CJiJi BUMKHYTH,
BUKOHYIOUM BaXJHMBY poOoTy abo 3aBmaHHs, sKi NOTPeOyIOTh MOBHOI
KOHIICHTpAITii.

HanMmipHe 3aBaHTaxeHHs1 Ha poOOTi, 3aHAATO O6AaraTo CIpaB MOXYTh YUHUTH
Ha HAC TUCK, KU B CBOIO YEPTy MOPOKY€E cTpec. BMIHHS mpaIroBaT i THCKOM
y CTHCII TEPMIHHA MOTpeOy€e KPUTHYHOIO MHUCIEHHS 1 KpeaTWBHOCTI. BaxinBo
TAaKO)X HAropoJuTH cebe 3a BHUKOHAaHy BYacHO poOoTy. Takow Haropojaorw €
BIJIIIOYHNHOK.

EdexTuBHICTh - 116 JOCSATHEHHS OakaHOTO pe3yJbTaTy 3 MiIHIMAJIbHUMHU
BUTpaTaMu e€Heprii Ta yacy. Tox crnpoOyeMo >KMTH TaKUM YHHOM, II00 MU
OTPUMYBAJIM MaKCUMyM, a JOKJaJajyd MOXJIMBI HalMEHIIl 3yCWUIS 1 BUTpaTH
yacy. JIronu HanmpuKiHI CBOTO YKUTTS MIKOAYIOTH MPO Pedl, sIKi BOHU HE 3pOOMIIH.
Toxx maBaiiTe He BUTpadaTH 4yac 0e3 moTpeOu.

EdexTnBHE BUKOpUCTAaHHS Yacy BUMAarae BiJi KEpiBHUKIB BUPIIITUTH, CKITBKH
yacy Ta yBard BOHHM NPHUIUIAIOTH IISJIBHOCTI 1 CKUIBKM 4acy Ta yBard BOHU
OPUAUIAIOTE QYHKUISAM yrpaBiaiHHA. Po3risnaroun pi3Hi J1i Ta BUKOHYIOUU CBOI
YIPaBIIHCHKI 000B'SI3KM, KEPIBHUK CTUKAETHCS 3 HU3KOIO 3aBAaHb. barato 3 HUX €
TEpMIHOBUMHU, a Oararo - Hi. L[ikaBe 1 BaXJIMBe NHUTAaHHS, K1 3aBJAHHS €
HaWBKIIUBIIIUMU ISl MEHEKEpa.

EdexTuBHE BUKOpUCTAHHS Yacy MEHEIKepa BHMarae, mo0 MEHEIKep Mir
BU3Havyatu npioputetn. llepm 3a Bce, [ BU3HAYEHHS MPIOPUTETIB
3aCTOCOBYIOTHCS JIBa KpUTEPIi, a caMe BaXJIHMBICTh Ta aKTyalIbHICTh TIpoOiemu. B
NPUHIUII, Ba)XJIHUBICTh MpoOJEeMU Mae TepeBary HajJl HarainbHicTio. IIpiopurer
3aBXIM TOBMHEH MAaTH METy, SIKa € KOHKPETHOI 1 BUMIpIOBaHOW. [loTpiOHO
IIyKAaTh, TMOCTYMOBO 3HAaXOJWTH 3aBJaHHS Ta MPIOPUTETH 1 NpPU3HAYATH IM

CTpaTerivHi IijIi, 16 MU JOCSITHEMO OCTaTOYHOT METH HAINPUKIHIII.



HactynHuMm KpokoMm € JieTajbHe TUTAaHYBaHHS MPIOPUTETIB. TakuM YMHOM,
3yCWJUISL JIIOJIMHU 30CEPEIPKEHI Ha MOILIYKy MPIOPUTETIB Yy TakuxX cdepax, sk
poboTa, CTOCYHKH, ciM'ss Tomo. CaMe TYT BHUPINIYEThCS MUTAHHSA JACTAIBHOTO
IUIaHyBaHHS TOro, KyOd MM TMiJeMO Micias JocsirHeHHs wmeTu. [loOpe
¢byHKIIOHYIOUE TUTaHYBaHHS 0a3yeTbcs Ha MpocTHX NpuHIMNax. lle mo3Bosse
MpoaHai3yBaTh ceOe, NPIOPUTETH, TOYHO TMOAYyMATH WPO IIT, IX B3aEMHI
CTOCYHKH Ta mporpec. Lle gomomarae KoopAMHyBaTH OKpeMi 3aX0JId Ta JO3BOJISIE
BUKOPUCTOBYBATH iX /I JOCSTHEHHS OUIBIIOI KUIBKOCTI LiJIed Ta €()EeKTUBHO
IJIaHyBaTH 4ac.

bararo MeHemxepiB He poOJsATH TOro, MO NOBUHHI pobOutu. Bonwu
BUKOHYIOTh pOOOTY, SIKy TOBUHHI BUKOHYBATH iX MIJJIEIJII YU 1HIII MPALIBHUKH, 1
ix yac (hparmMeHTapHH, 1 BOHU HE MAIOTh MOCTIHHOTO Yacy, 00 30CepeAUTHCS Ha
CBOIX 3aBJaHHSIX.

Axkmo y Bac € mnoaidHa mpoOsiema, cHopoOyHTe 3YNUHUTUCS Ta
MpoaHaTi3yBaTH IIOACHHI 3alMCH - JIeTalbHUM aHam3 pobodoro nHs. Bu cami
MOAYMAaEeTe MPO Te, CKIUIbKM HEMOTPIOHMX 3aBAaHb, SIKI XTOCh IHIIMH MIr Ou
BUPIIIUTH, BU BUKOHYBaIM TpoTsarom aHs. Lle omana 3 gopm, ska gomomoxke Bam
Kpallle yIpaBiATH poOOYMM JHEM Ta YOpaBisTH BIacHUM dYacom. Llei miaxin
TaKO)K BUMAarae IeBHOTO BUAY TUTAHYBAaHHS Ta BCTAHOBJICHHS ITiJICH HA HACTYITHUN
neHb. Po3poOka moTHKHEBOTO TUIaHY TaKOXK Moke O0yTH kopucHoto. [lloTnxueBuii
TJIaH TIOBUHEH BKIIFOYATH 3aBAaHHS, SKI MEHEIKEp X0Ye BHKOHATH 3a TICBHUI
TXKJICHb, TIO3HAYATH MPIOPUTETH, OIIHIOBATH Yac, HCOOXITHUMA 1T BUKOHAHHS, Ta
BU3HAYATH JICHb, KOJIM BOHH MOBUHHI 3aKIHUUTHUCS.

Benenns moaeHHnx abo THXKHEBUX 3aIUCIB MPO CIIOKUBAHHSA Yacy, a MOTIM
iX aHami3 Ta OIIHKA, MOBUHHO JAaTH MEHEIKEPY NeTalbHUUN OTJIsij TOro, SK BIH
BUKOPHUCTOBYE CBiM yac. HezanexxHo Big TOro, un e(PEeKTUBHO BiH BUKOPHUCTOBYE
HOTo, Ui MapHO BHTPAYCHO, a XTO 3JI0[ii CBOTO Yacy. 3JI0Ail Yacy BBaKaIOThCS
BCIM, IO 3aBa)Ka€ MEHEIDKEPY MOCATTH wije. 3moxaii uyacy TMOBUHHI OyTH
11eHTU(PIKOBaHI KOXXHOIO JIFOJJMHOI0, TOMY IO 3 KOXXHHUM MEHEIKEePOM

BUTpauaHHs yacy MOXe MaTH Pi3HI NPUYMHU. 3PElITO0, BU3HATe A cebe, 110 3



KO>KHHUM TIEPEPBOIO0 HAa pOOOTI JIFOAMHI MOTPIOHO MEBHUM 4ac, 100 3HOBY MOYaTH
MOBHICTIO KOHIICHTPYBATHUCS Ta MPALIOBATH.

PosrnsHeMo Kigbka MOTHBAIIMHMX BHCIOBIIOBaHb: "Yac - 11e mpocTo
umro3is’ BBaxkaB AnpOept ElnmreitH, "Uac - rpomn” 0yB nepekonanuii benmxamin
@®panxrid, "binpnncTe roAeH BUTpAdaOTh Yac 1 €HEPril0 Ha PO3MOBH IPO
npobiieMu, HiX cripoOy ix Bupimmtu' cTBepmKyBaB ['enpi @opxa, "Cepen mpodiem
JICKUTh MOXKJIUBICTB' ' HaroJjoiryBaB Anb0epT EitHiTei .

[Ile ogHUM BaXXJIMBUM 1HCTPYMEHTOM Y Tajly31 YIPaBIiHHSI YacOM € MPaBUIIO
[Tapeto, Takox BigoMme sik mpaBuiio 80/20. Lle mpaBuiIo TOBOPUTH, L0 MEPEBAKHO
80% pesynbratiB npunanae Ha 20% 3ycuiab. Y KOHTEKCTI YIIPaBJIIHHS 4acoM IIe
O3Hauyae, 10 BU MOXkeTe 30cepeautruch Ha 20% 3aBaaHb, siki npuHecyTh BaM 80%
yCcHiXy 1 HiHHOCTI. Bu3HaueHHS TPIOPUTETHOCTI HUX KIIOYOBHX 3aBJaHb MOXKE
3a011aJIUTH Balll Yac Ta €HEpPrilo, Kl BU B 1HIIOMY BHUIIAJKy BUTPATUTE HA MEHIII
BAXKJIMBI 3aX0u. Bukopucrtanus npasuia [lapeTo 103BoJisie €pEeKTUBHO PO3AUIUTH
3yCHJUISI Ta 30CEpPeIUTHCh Ha TOMY, IO HacmpaBai BakiuBo. Illo nHacmpanmi
BayxmBo? [7].

1. bizHec Ta kIi€HTH.

VY OaraThoxX MIANPUEMCTBAX 4YACTO BUSBISEThCS, 1m0 MNpubauzHo 80%
3arajibHOro mpuOyTky mnpunagae jumie Ha 20% kiieHTiB. Tomy BaXJIUBO
BU3HAYHUTH I[IJIbOBY ayJUTOPIIO Ta CHPSMYBAaTH CBOi 3yCWJUIA Ha IO TPYyMy
KJIIEHTIB, 100 MakKCHMI3yBaTH NpPUOYTOK Ta €(EKTUBHICTb MapKETUHTOBHX
cTpaTerii.

2. Ocobucra NpOAYKTHUBHICTb.

Bu ygacto BusiBnsiere, mo 80% Bammx pe3yJbTaTiB Ha poOOTI UM B HIKOJII
npunagae Ha 20% wdvacy, sKudi BU BUTpAaTWIW Ha Iie. Hampukmnaa, iHTEHCHBHE
30CEpe/KCHHS yBaru Ha HAWBaXIMBIIMIUX 3aBIaHHSAX MPOTATOM TEPUINX TOAWH
po0O0YOro AHS MOKE MPUHECTU 3HAUHI pe3yJIbTaTH, a PellTa JHI MOXe OyTH MEHII
IPOAYKTUBHOIO.

3. 3nopoB's Ta diTHEC.



VY koHtekcTi 310poB's Ta ¢itHecy 80% BalIoro mporpecy Moke CKJIAcTH
20% Bammoi misybHOCTI. Hampukiiaa, OoCHOBHI BIIpaBM, Taki K MpHUCIIaHHS abo
BIUKMMAaHHSI, MOXKYTh JaTH 3HA4YHI Pe3yJbTaTH MOPIBHSAHO 3 OaraThbma I1HILIWMH,
MeHII €(peKTUBHUMU BIIPABAMHU.

4. ComiayibHI MeJIia Ta BMICT.

VY comianbHUX Mepexax Ta MapKEeTUHTY 4YacTo BHSBIs€Tbea, o 80%
CHUJIKYyBaHHS Ta B3aeMOAIl (Jalku, KOMEHTapi, akiii) npumnangae jgume Ha 20%
OITyOJIIKOBaHOTO KOHTEHTY. Lle sBuIlle MOXHA BUKOPUCTOBYBATH JJIi ONTHMI3ALIll
KOHTEHT-CTpATerii, e BU OyJieTe 30cepe/HKeHI Ha CTBOPEHHI Ta MPOCYBaHHI THUITIB
nyOJiKaIii, siKi BUKJIMKAIOTh HAMOLIBIIE 3aTyYeHHS.

5. OcobucTi piHaHCH.

B ocobuctux ¢inancax 80% Bamux BUTpaAT 3a3BUYall CIIPSAMOBYIOTHCS Ha
20% mpeametiB uu nociyr. Hampukian, OUIBIIICTE JIOJ€H BUTpadyaroTh 3HAYHY
YaCTUHY CBOTO OFO/DKETy Ha JKHTIO, MPOAYKTH XapuyyBaHHS Ta TPAHCIOPT.
3ocepemKyounch Ha €PEKTUBHOMY YITPaBIiHHI IIUMH KJIFOYOBUMH BUTpPATaMU, BU
MOXETEe 3HAYHO MOKPAIUTH CBOE (PIHAHCOBE CTAHOBUIIIE.

Bucnoeéku ma nepcnekmugu nooanvbuiux po3ei0oK y OAHOMY HANPAMI.
CporoHi, KOJIM y HaC € HECKIHUYEHHA KUIbKICTh MOKJIMBOCTEH Ta 3000B'sS3aHb,
KJIFOUOBUM € TMPABWIBHMA poO3MOAlT 4Yacy. be3 1mporo MM MOXKEMO JIETKO
3aryOUTHCS B Xaocl Ta cTpeci. Sk moTpiOHO yrpaBisiTh Yacom?

1. Buznaute npiopuTer.

JizHaliTecs, mo mig Bac BaxiauBo. Ile cim's, poboTa, 310pOB'S YU IIOCH
iHIe? 30cepenbrecs Ha IIbOMY, a PEIITY 3aJIUINTE Ha TIOTIM.

2. [InanyBaHHs.

CtBopiTh TutaH abo rpadik. BukopucToByliTe mporpamu, MOJACHHUK abo
IPOCTO Mamip Ta pydky. ['0J0BHE, 110 Y Bac € TUIaH.

3. HaBuiTbcst roBopuTH “Hi”.

He Bce, mo mo6pe, mobpe mist Bac. HaBuiThes BigKuUIaTH 3aBAaHHS, SKI HE
MIPU3BOJISTH BaC JI0 CBOIX IIIJIEH.

4. BukopucTtoByiite “MepTBUi yac .



Bu uekaere B uep3i Ha kaci? BuxopucToByiTe Iiel yac ISl YMTaHHS
CJICKTPOHHUX JIUCTIB 200 TUTaHyBaHHs CBOro AHs. KojkHa XBUIIMHA BaXKJIMBA.

5. Po3cma6recs.

He 3abyBaiiTe BiamouuBaTu. be3 1boro HeMOXIUBO OyTH €(EKTUBHHUM Y
JIOBTOCTPOKOBIM MepCleKTHBl. 3HAAITh Yac s BIAMOYMHKY, OyAb TO
IPOTYJISTHKA, MEIUTAIliS YH ITPOCTO ThIa [7].

VIIpaBJiHHS 4acoM - Iie He JIUIIE Te, K MIaHyBaTH CBill JeHb. MaeTbes npo
T€, K KUTHU MOBHOLIIHHUM 1 IIACJIUBUM KUTTAM. 3a0€3€UEHHSI 1I0CTaTHHOTO PiBHS
TEOPETUYHUX 3HAHb 1 MPAKTUUYHUX HABUYOK, HEOOX1THUX N7l GOpMYyBaHHS 3HAHb 3
MUTaHb YNPaBIIHHA YaCOM HUISIXOM €(eKTUBHOTO LUICTIOKIaAaHHs, MJIAHyBaHHS 1
opraHizaiii AiSUIbHOCTI, CAMOKOHTPOJIIO 1 CaMOMOTHBALIIL CIPHUSE MMiABUIIECHHIO
BJIACHOT Ta KOMaH/IHOI €()EeKTUBHOCTI.

Yac - Haml HaWLiHHIKWKN pecypc. €aUHUI, BIACHUN 1 MOBHOLIHHUIN KaIliTas
KOKHOTO 3 Hac, SKHH HEMOXXJIHMBO 3YNUHUTH. MM MOXEMO JHIIE PO3YMHO
IJIaHyBaTH CBIA Yac, MO0 MU MOIJIM BHKOHYBaTH CBOi poOodi OO0OB'SI3KH,
PUCBAYYBATH ce0€ POJIMHI, 3yCTpIUaTUCA 3 IPY3IMHU, pO3BAXKATUCS YU 3aliMaTUCS
CIIOPTOM.
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