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MUCTEIITBO YIIPAB/JIHHA YACOM $fK E®EKTHUBHUI
IHCTPYMEHT ¥ POBOTI KEPIBHHUKA 3AKJIAIY OCBITH

Inna Kapyxk ', Tersina Kosass ', Karepuna Kosnecnik ', Tersana Kpusomes '

'BiHHUMIBKMI lepsKaBHU efjaroridynuii yHisepcuteT iMedi Muxaiina Kowo6uHcbkoro, M. Binauus, Y kpaina

Awnorauis

Y cTaTTi po3rJisgaeThCcs BaXKJIMBICTh MUCTELITBA YIIPABIIiHHS 4acoM SIK €e(peKTHBHOTO iHCTPYMEHTY B po6OTi
KepiBHHMKa 3aKIafy ocBiTH. [IpoaHasizoBaHoO cy4acHi cTpaTeril IIJITaHyBaHHS, JejleTyBaHHS Ta NpiopuTe3alil
3aBJaHb, SIKi JOTIOMaraiTh KepiBHUKaM pallioHAJIbHO BUKOPUCTOBYBaTH pobouuil yac. Ha mymMKy aBTOpiB,
Ba)KJIMBOIO TepefyMOBOK e(eKTHUBHOI MisUIBHOCTI 3aKJaay OCBITY € BHKOPHUCTaHHS WOTO KepiBHUKOM
iHCTpyMeHTIB TaliM-MeHe)KMEeHTy Ta BpaxXyBaHHS CIleLU}iKM BUKOHYyBaHUX poOiT. BusHaueHO CyTHiCThH
TIOHATTSI «TaM-MEeHEHKMEHTY» SK TeBHOI CUCTEMM [iM st ePpeKTUBHOTO TIaHyBaHHS 4vacy. OmnucaHo
3HAY€HHS ONTHUMIi3allil BUKOPUCTAHHS Yacy AJIsl BUKOHAHHS 3aBHaHb 3 OJHOYACHUM 3MeHIIEeHHSIM CTpecy
cepen npauiBHUKIB. [IpoaHaii3oBaHO OCHOBHI JOC/TiIKEeHHSI HAYKOBLIB PO TaWUM-MeHEeI)XMEHT SIK OJUH i3
HeoOXiIHUX IHCTPYMEHTIB [Jis MigBUILEeHHS e(PeKTUBHOCTI B poOOTi Ta B MOBCAKIEHHOMY JKUTTI.

Ha ocHOBI aHayisy HayKoBMX Tpallb BU3HAYEHO OCHOBHI TPMHLIMIIMA YIIPAaBJIHHSA YacoM (IJIaHyBaHHS,
TIpiOpUTepHU3alLlis, CTPYKTYPYBaHHs), OMIMCAHO TPU HABUYKU OCOBMCTOCTI, SIKi JOTIOMOXYTh B YIIPaBJIiHHI
BJIaCHUM 4YacoM (yCBiOMJIeHiCTb, OpPraHi3oBaHiCTh, THYUYKIiCTb Ta agalTUBHICTB) Ta 3a3HAYEHO OCHOBHI
mopajgy OISl BOJIOIHHS TalM-MeHemKMeHTOoM. HaBemeHo TMpukiagu HalepeKTUBHILIMX METOMUK TanuM-
MeHemKkMeHTy: Martpuns Eiizenxayepa abo «MaTpuus TepMiHOBHMX Ta Ba)KJIMBUX 3aBIaHb», MeTon
Pomodoro, Ilpunuumn [lapeto. ¥ cTaTTi BU3HA4YeHO TepeBard MaWCTEPHOCTI B TalM-MeHEI)KMEHTI [JIs
KepiBHMKa Ta TIPALliBHUKIB 3aKJaAy OCBITH: yMiHHS MPaBUJIbHO (OPMYJIIOBATH BJIACHI LiJi Ta 3aBIaHHS;
yMiHHS TIOEIHYBaTH poOOTYy Ta BiATIOYMHOK, L0 MO3UTUBHO BILUIMBAE HA 3[I0POB’ST T2 CAMOTIOYYTTS; yMiHHS
BUIIIATH Yac [JI PO3BUTKY IMpodeciiHUX HABMYOK Ta CAMOBJIOCKOHAJEHHS. 3acTOCyBaHHSI epeKTUBHUX
CTpaTeriil yIpaBJIiHHSI YacOM HO3BOJIMTH HOCATATH Oa)kKaHUX pe3ysbTaTiB, 3HUI)KYBAaTH PiBEHb CTpecy Ta
MiATPUMYBaTH TapMOHi0 MK TpodeciiiHuM i ocobuctum kuTTsaM. Came iHTerpaliss TE€XHOJIOTIH TalM-
MeHEeDKMEHTY B poOOTY Cy4acHOr'0 KepiBHMKA HO3BOJISIE HOCATTH e(PeKTUBHUX pEe3YyJIbTATIB HE TiJIbKHU Y
BJIacHil mpodeciliHill HisyIBHOCTI, ajie ¥ B OCBITHBOMY TIpOLIeCi 3aKIaay.

Kniouosi cnosa: yripaBiiHHS 4acoM, TallM-MeHe)KMeHT, IPUHIMIIY YIIPaB/IiHHS 4acoM, IHCTPyMEHTH TauM-
MeHe[)KMEeHTY, KEPiBHUK 3aKJIay OCBiTH
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THE ART OF TIME MANAGEMENT AS AN EFFECTIVE TOOL IN
THE WORK OF AN EDUCATIONAL INSTITUTION HEAD
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Vinnytsia Mykhailo Kotsiubynskyi State Pedagogical University, Vinnytsia, Ukraina

Abstract

The article considers the importance of the art of time management as an effective tool in the work of the head
of an educational institution. Modern strategies for planning, delegation and prioritization of tasks are
analyzed, which help managers to use working time rationally. According to the authors, an important
prerequisite for the effective operation of an educational institution is the use of time management tools by its
head and taking into account the specifics of the work performed. The essence of the concept of «time
management» as a certain system of actions for effective time planning is determined. The importance of
optimizing the use of time to complete tasks while simultaneously reducing stress among employees is
described. The main studies of scientists on time management as one of the necessary tools for increasing
efficiency in work and everyday life are analyzed.

Based on the analysis of scientific works, the basic principles of time management (planning, prioritization,
structuring) are determined, three personality skills are described that will help in managing one's own time
(awareness, organization, flexibility and adaptability) and basic tips for mastering time management are
indicated. Examples of the most effective time management techniques are given: Eisenhower Matrix or
«Urgent and Important Tasks Matrix», Pomodoro Method, Pareto Principle. The article identifies the benefits
of mastery in time management for the head and employees of an educational institution: the ability to
correctly formulate one’s own goals and objectives; the ability to combine work and rest, which has a positive
effect on health and well-being; the ability to allocate time for the development of professional skills and self-
improvement. The use of effective time management strategies will allow you to achieve the desired results,
reduce stress levels and maintain harmony between professional and personal life. It is the integration of time
management technologies into the work of a modern manager that allows you to achieve effective results not
only in your own professional activities, but also in the educational process of the institution.

Keywords: time management, time management, time management principles, time management tools, head of an
educational institution

ITocranoBKa HayKoBoi mpoOseMH. Y CydacHHX
yMoOBax peopMyBaHHS OCBITH Ta MOCTIMHUX 3MiH B
OCBiTHIM cdepi, KepiBHUKM 3aKJIagiB OCBITH
CTUKAIOThCS 3 YUCIIEHHUMU BUKJIMKaMHU, cepe]] IKUX
OOHUM i3  HaWBaXIUBILIMX €  edeKTUBHE
yTpaBiIiHHSA yacoM. Yac € 0OMeXXeHUM pecypcoM, a
Biff yMiHHA TpaBUJIBHO HOTO OpraHi3yBaTH
3aJIeXKMTh He JIMIIEe yCHiX OCBITHBOTO Ipollecy, a i
npodeciiiHe Oyaromosyyuss KepiBHHKa Ta MOTO
koMaHgu. OJHaK, He3Ba)KAlOYM HA aKTYaJIbHICTh
MMTAHHS, HEJOCTAaTHbO  JOCJI/PKEHO  BIUIUB
yOpaBIiHHSA 4YacoM Ha e@deKTUBHICTh poboTu
KepiBHMKa 3aKJIaly OCBIiTH, 30KpeMa, He BUBUYeHi BCi
acleKTH 3aCTOCYBaHHSI CTpaTeriil Ta iHCTpyMeHTIB
YIIpaBJIiHHS YacoM B OCBITHbOMY cepenoBUllli. ToMy

Ba)KJIMBOIO HAyKOBOIO IMPOOIEMOI0 € BUBUEHHS POJIi
MUCTELTBA YTPABIiHHA 4YacoM $SIK e(peKTUBHOTO
iHCTpyMeHTy [l MigBUIIEHHS e(deKTUBHOCTI
HOiJIBPHOCTI ~ KepiBHMKa  OCBITHBOI'O  3aKJIafy,
BU3HAYEHHS OCHOBHMX METOMIB Ta TPaKTHYHUX
peKOMeHauii  IJoJ0 1X  BIPOB3[KEHHS B
TIOBCSIKOEHHY poboTy. Bupimenns uiei mpobsiemu
I03BOJIMTh He TiJIbKM ONTUMIi3yBaTU yIPaBJIiHCBHKI
TpOLECH, aJle M TTOKPALLUTH SIKICTh OCBITH B LIJIOMY.

AHani3z ocTaHHIX HmocCHigKeHb i myOikamii.
[ToHSATTST «TalilM-MeHeHKMeHT» 3’sBuiiock y 70-x

pokax XX  CTONITTS, KOJIM  TIPOBOJUIIMCH
crieniasizoBaHi Kypcu [y OisHecMeHIiB  Ta
MpalliBHUKIB, Ha SKUX HaBYalIu e(EeKTUBHOMY
MaHyBaHHIO 4vacy. OpHak cama KOHLEILis
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VIIpaBJIiHHSI YacoM 3apoAuJjiacs 1le Ha paHHIX
eTamax  pPO3BUTKY  JIFOACBKOTO  CYCITJIbCTBA.
[Ipobnema ympaBIiHHS 4YacoM IOCIiKyBalacs
BiIOMHUMH HayKOBLSIMH SIK B iCTOPUYHIN CITafILMHI
(A. Apicrorens, ®. Bekon, I. HeroToH Ta iHmi), Tak i
B cyuacHux gocuimkennsax (K. Tenpi, I. TpuueHok,
I1. HOpykep, O. IBaceuko, JI. Ilpucsxuiok, L
[Mpuuena, B. Tpeiici Ta inwi).

Merolo cTaTTi € BU3HaUYeHHS CyTHOCTI TIOHSITTS
«TalM-MeHe[DKMeHT»,  XapaKTepUCTHKa  HOro
OCHOBHUX TNPUHLMUIIB, METOAIB 1 MmigXomiB [0
yIIpaBJIiHHS YacoM JJIs1 KePiBHUKIB 3aKJIa/(iB OCBITH.

Buknan ocHOBHOro marepiamy. YTIIpaBJliHHS
YacoM € BayKJIMBUM acleKTOM YCITIIHOI qisIbHOCTI
KepiBHUKA, 1110 crpusie 3abe3nedyeHHI0 edeKTUBHOI
po6OTH OCBiTHBOrO 3aKiiagy Ta 30epeXeHHIo
GasaHcy MK TIpodecidiHO0  OisSIBHICTIO Ta
0COOMCTUM JKUTTIM. TaliM-MeHemXMeHT (abo
yTIpaBJIiHHSA YacoM) - Lie TIeBHa CUCTeMa [ii, METO0
SIKOI € e(peKTUBHE TIJIaHYBaHHS Yacy A1 BAKOHAHHS
3aB/IaHb 3 OJHOYACHUM 3MEHILLEHHSM CTPecy cepef
TIPaLliBHUKIB. OcHOBHe 3aBIaHHA TalM-
MEHE)KMEHTY - CIIPOCTATHU Ta TIPUCKOPUTH
OOCSTHEHHS KOHKDEeTHUX Lijiel, a He TIPOCTO
OpraHi3yBaTH CBil IeHb.

[Tegaroruus O. IBaceuko cTBopuiIa BIACHY
CHUCTEMY OIITMMAJIbHOTO BUKOPHUCTAHHS 4Yacy, [0
SIKOl BXONSATBH: aHAIi3 IPUYMH HecTadi vacy Ta
MOIIYK LIIAXiB IX  YCYHEHHS; TIPOBeHEeHHS
IiarHOCTUKU [JI BU3SHAYEHHS BU/IIB IiAJIbHOCTI, 1110
3aliMalTh Yac 06e3 HeoOXIOMHOCTI; 3maTHICTb
BUpiLIMTH TipobJiemu 6paky vacy [2]. Docaiguuus J1.
[IpucsyxHIOK BUBYaE cy4JacHi TEeXHOJIOTil
LiJIeNOK/IalaHHA Ta IUTAaHYBaHHS SK e(eKTUBHI
CKJIamoBi yripaBJiiHHs yacy [4].

[Tcuxonor B. Tpetici BBaxkae, 1110 e(peKTUBHUMN
TaliM-MeHe)KMEeHT I10JIITa€ He TiJIbKY B yIIpaBJIiHHI
yacoM, a ¥ y KOHTPOJIi HaJ BJIACHUM JXKUTTAM Y
uisomy [1]. ¥ cBoix mpausix gocmiguuku L. [Tpuyerna,
B. Tpeiici Ta iH. BUOKPEeMJTIOIOTH OCHOBHI TMTPUHLIMIIA
TalilM-MeHeI)KMEHTY:

1. TlmanyBaHHA - L€ TIIpoLleC CTAHOBJIEHHS
MOPSIAKY AiM [JIS NOCATHEHHSI IOCTaBJIEHOI METHU.
[llogeHHe TUTAaHYBaHHS €  BAXKJIUBUM Ui
MTOKpAallleHHsS] TPOAYKTUBHOCTI Ta €e(eKTUBHOTO
BUKOPUCTAHHS 4acy.

2. IlpiopuTesawis - 1e Mpouec yNopsSIaKyBaHHS
3aBIaHb 32 IX BaXKJMBICTIO, TepMIiHOBICTIO,
CKJIQ[HICTIO Ta IHIIUMU KPUTEPIIMU.

3. CTpyKTypyBaHHS - Lle TpoLec po3MilleHHS
YaCcTHUH YOTOCh Y BU3HAUEHY CTPYKTYPY.

Y HaykoBux mnpauax [. [lpuuenu ommcano
QJITOPUTM TIPUUHATTS pillleHb LIOA0 TOPSIAKY
BUKOHAHHS  3aBOaHb: BU3HAYEHHS  3aBOaHb
(mpo6sieMu); MocTaHOBKa Wineit; 36ip iHpopmauii;
pOo3po0Ka pillieHb; peasizaLis pillieHb; KOPUTYBaHHS;
KOHTposib. lle mae MOXIIUBICTE MeHemKepy
301MbIINTU e(dEeKTUBHICTE BUKOPUCTAHHS Yacy Ta
YHUKHYTH HOTO HeNpogyKTWBHI BuTpatu [3]. Y
nociimkenns E.-K.[Qupnopda ympaBniHHS dacom
BU3HAYAETHCS K MIPOLieC IPUMHSATTS PillleHb, SKUH
CTPYKTYPYE, 3aXUILA€ Ta MiJJIALUITOBYE Yac JTIOIUHU
g 3MiHIOBaHi YMOBU HaBKOJIMIIIHBOI'O
cepenoBULLA. [10CTiTHUK BUOKPEMJITIOE TPY HABUYKU
0COOMCTOCTI, SKi [JOTMOMOXYTb B YTIpaBJliHHI
BJIaCHUM 4YacoM [5]: ycBimomuteHnicTs (peanicTuune
CTaBJIEHHS 10 CBOTO Yacy Ta pO3yMiHHS TOTO, 1O 1ie
o6MeXXeHui pecypc); opraHizoBaHicTh (po3pobka Ta
opraHizauis LiJiel, TUIaHiB, pO3KJIafiB i 3aBOaHb AJIs
e(eKTUBHOTO BUKOPUCTAHHSI 4acy); THYYKIiCTb Ta
aganTuBHicTh  (edeKkTUBHe  pearyBaHHsS  Ha
HemMepenbayvyBaHi CUTyalii, 3MiHU TIPiOpPUTETIB abo
TepepyBaHHS, 110 € JOCUTb TOLIMPEHHUM Yy PoboTi
KepiBHUKa).

HaykoBelb y cBOIX IpaLsix OMUCye MOPagu s
MOKpAIlleHHsI HAaBUYOK yTIpaBJIiHHA YacoM [5]:

1. BusHauite 4yac, KoM edeKTUBHICTH TIpawi
3pOCTa€e Ta OOCSITa€ MaKCUMAaJIBHOTO pPe3yJIbTaTy.
[17151 LbOTO MTOTPIOHO JeHb YMOBHO MOITUTH Ha TPU-
YOTHUPU YaCOBi iHTepBaju Ta BIIPOJOBX THIXKHS
PO3CTaBUTH Ui iHTEpBaJX B MOPSIAKY Bif HAWOi/IbLI
MIPOSYKTUBHUX O HAUMEHII TPOLYyKTUBHUX.

2. CTBOpiTh OIOMKET Yacy, y IKOMY AeTaIbHO
pO3MMUILIITE, $SK BU BUTpPA4Ya€Te CBOI TOLWHU
MpoTSroM TKHS. [lomitiTh yac Ha ¢iKcoBaHMM
(«HeobOXimHO») i mMCKpeuUiiHMi («Xx04y 3pOOUTH»).
Hanpuknag: ctpateriude ynpasiiHHg - 30% wacy
(mianyBaHHs, po6oTa 3 KOMaHAaMH, PO3BUTOK
3aKJiajly OCBIiTH); agMiHicTpaTUBHI 060B’s13KM - 25%
(mokymenTauis, 3BiTH, piHaHCcK); KoMmyHikauis - 20%

(3ycTpiui 3 memaroramu, 6GaTbKamu, IiTbMH);
KOHTPOJIb ~ HaBUYAJIBHOTO  Tpouecy -  15%
(BimBimyBaHHs  3aHSTh, aHadi3 eQpEeKTUBHOCTI

[IporpaM); CaMOPO3BUTOK Ta BiAmoumHoK - 10%
(kypcu, KoHdepeHLil, 0cobucTUi Yac).

3. YHUKalTe «ITOMUJIOK HE3BOPOTHUX BUTPAT».
SIK1I10 B BBa)KaeTe, 11J0 BUTPAYa€Te 3aHAATO OaraTo
yacy Ha IKyCbh HisUIbHICTb, 3yNUHITHCA M OLIHITH 11
BakJMBicTb. Hampukinan: «IlupekTop BUTpayae
TOOVHM Ha 3allOBHEHHSI TANepOBHX 3BiTiB, Xoua
MOXXHa Oyjio © [OaBHO TepedTHM Ha eJeKTPOHHI
CHUCTEMHU aBTOMAaTM3aLlil». «3aKyaf o4aB
BIIPOBA[)KyBaTH HOBY HABUAJIbHY METOIOUKY, aje
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ITiCJIsI KUTBKOX MiCSILiB CTaJI0 3p03yMUJIO, 1110 BOHA HE
Iae OUYiKyBaHUX pe3yJbTarTiB, Tefaroru
MepeBaHTa)KeHi, a AiTH He3auikaBieHi». «Lllopoky
3aKJIa[l OPTaHi30Bye MaclITaOHUI 3aXif, TIKUU yXKe
HeaKTyaJbHUW 1 HelUikaBUU aHi [iTaMm, aHi
negaroram. [IpoTe BiH TpuBae, 60 «1ie TpaguLis».

4. PoscraBnsiiTe IpiopuTeTH y BUKOHAHHI
3aBIaHb, HATPUKJIAL: TepMiHOBI 3aBOAaHHA U
Ba)KJIMBi; TepMiHOBI 3aBOAaHHS U HEBaXKJIUBI;
HeTEepPMIHOBI 3aBOaHHS, ajle BajyKJIMBi; HETEPMiHOBI
3aBIaHHI U HEBAKJIMBI.

5. BukopucToByiiTe JIOJaTOK-KaJleHaap.
3anucyiiTe JaTU BUKOHAHHS 3aBJaHb i 3ycTpiuew,
pobiTh 1e opmpasy, SIK TiJbKM BOHM 3allIAaHOBaHi.
[TosnauaiTe abo KOZYyUTe KOJIbOPOM  3aTIMCH
(nanpukiian, po6oTa, JKUTTS, CIOPT, BiAMTOYMHOK
TOLLO).

6. CdopmyiiTe 3BUYKYy KOXHOTO Be4opa
BiICTEXXYBaTH LLOJEHHUN TIpOrpec B YIIPaBJIiHHI
vacy. Hampuknapn: «Illopasy mepen cHom o 21:00
BUTpadyaTuMy 5-10 XBUJIMH Ha aHaIi3 CBOTO [HS,
o6 BusHauuTu 20% HaWBa)KJIMBIIUUX 3aBOaHb i
CTIJIaHYBaTH HACTYITHUU AeHb». «11lo choromHi 6yJio
Haubiip KopucHuUM?». «lllo OyJsio 3aliBUM abo
HeedeKTUBHUM?». «[1l0 3pobuTH 3aBTpa, 1100 AeHD
6yB POAYKTUBHILIUM ?».

7. CrTBOpiTh THMYacoBi iHTepBaIu «He
TypOyBaTH» Ta 3abJIOKyWATe CalTH COLiaJbHUX
MepeX TIif 4Yac KPUTUYHO BaXKJIMBOTO POOOYOTO
yacy.

8. 3aBXOou BUHAropomxyiTe cebe 3a BiacHi
IOCATHEHHd Ta  BigmouwBauTe. Hampukianm:
«Jlo3BoJI0 cOOi YalIKy CMa4yHOI KaBH, yJIr00IeHUH
cepiasn abo KOpPOTKY NpOTyJsiHKY». «[lomapyro cobi
LIOCh TIPUEMHE - TI013[IKY, HOBY KHUTY YM JeHb 0Oe3
TypboT».

9. HaBuithcsi roBOpuUTH «Hi». HesgaTHicTh
BiIMOBUTH MOXXe TIpU3BECTH [0 BUTOPAHHS,
Hee(eKTUBHOTO PO3MOATY pecypciB Ta BTpaTH
KOHLIEHTpaLlii Ha MiACHO Ba)XKJIMBUX TMPIOpUTETAX.
BaxksiimBo BMiTHM BigMOBAATHM Tak, 1100 He
3pyliHyBaTu TpodeciiHi cTocyHku. [ UBOTO
BapTO BUKOPHUCTOBYBaTH TAaKTOBHI (GOpMyITIOBaHHS,
HaIpUKJIaL;: «$51 He MOXY B3ATH L€ 3aBIaHHS 3apas,
OCKIJIbKM Malo iHIIi IPIOPUTETU» — YiTKO TTOSCHIOETE
MpUYKMHY BigMoBHU. «]le LikaBa ifmes, aye Hapa3si 51 He
Malo MOJKJIMBOCTI MM 3alHSITUCSI» - BHU3HAETE
BaKJIMBICTh IIPOIO3MLIl, aje 3ajvIlaeTe MexXi.
«JlaBaliTe pO3IJISHEMO aJbTepHATHMBHI BapiaHTU
abo TIepepo3MoAiIuMO OOOB'SI3KU» - TIPOTIOHYETE
KOHCTPYKTHUBHE pillleHHS.

OTxe, TaM-MeHEKMEHT — 1€ IHCTPYMEHT [JIsT
CBOE€YACHOTO [OCATHEHHS TIOCTaBJIeHUX LIiijIeH,
[hiSii rPaMOTHOTO Ta YCBiZOMJIEHOTO
BUKODUCTAHHSI BJIAaCHOTO dYacy. Y KepiBHMKa Ta
efaroriyHux TpaLiBHUKIB 3’IBJISIETHCSA
MOJXXJIMBICTb IJISI PO3BUTKY TpodeciiiHUX HaBUUYOK
Ta CaMOBIOCKOHAJIEHHS, 110 CIIpHUsE IMiIBULLEHHIO

SIKOCTI  OCBITHBOT'O  TIpoLleCy, YIPOBaKeHHIO
IHHOBaLIIMHUX METOAUK Ta CTBOPEHHIO
CTIpUSITJIMBOTO CEpefiOBMILA [JIST HaBYaHHA U
BUXOBaHHS  y4YHiB. 3aBOgKu  epeKTUBHOMY

YIPaBJIiHHIO 4YacoM TIefarord MOXYTb Oinblie
30Cepe[’)KyBaTUCSl Ha TBOpPYOMY Mimxomi .o
BUKJIAJIAaHHS, CaMOOCBITI Ta 0OMIiHI mocBigoMm, a
KEpiBHUKHU - Ha CTPATEriYHOMY PO3BUTKY 3aKJIaLy
OCBITH, TIOKpalLeHHi OpraHi3aliiHOl KYJIbTypu Ta
TMiABUILEeHHI MOTUBALlil KOJIEKTUBY.

[nsa pocsirHeHHS e€(EeKTUBHOTO pPe3ysbTaTy B
YMiHHI yTIpaBJIITA YacoM Ta [Jisl MigBUILIEHHS
epeKTUBHOCTI  [iSIBHOCTI  KepiBHHUKA, BapToO
BUKODHMCTOBYBaTU CydyacCHi TexHiKM \ TalmM-
MeHe)KMeHTy. HaBemeMo npukiiagy gessKux 3 HUX:

1. Marpuus Eisenxayepa abo «Marpuus
TEepMiHOBUX Ta Ba)XXJIMBUX 3aBHAHb» € 3PYUHUM
iIHCTpYMEHTOM AJIsi pO3CTaBJIEHHS TIPIOPUTETIB Ta
opranizauii pobouoro npouecy. CyTp 1€l TexHiKH
MoJIsiTa€ B TOMY, 1110 TIOTPiGHO PO3XLIUTU BCi CBOI
3aBgaHHs Ha 4 6J0KM («KBagpat yacy»):

- BakJMBI ¥ TepMmiHOBI (3aBmaHHs, SKi
MOTPiOHO BUKOHATHM TEpPMiHOBO, TOMY IIO IX
pe3yJbTaT BIUIMBAaTHMe Ha OCOOMCTICTH Ta Ha
HOiS/IBHICTD  3aKkjany. MeHemKkep BHUKOHYe IX
CaMOCTIilHO);

-  BaXJMBI ¥ HeTepMmiHOBi (3aBmaHHs, fAKi
MOTPiOHO BUKOHATH, aje AemJIalHy
HOupexkTop pobuTh iX TOCTYNOBO, TaK SIK
epeKTUBHICTh KiHLIEBOI MeTH, 3ajiekaTUMe Bif ix
BUKOHAHHS);

- HeBaXJuBi ¥ TepMmiHOBI (3aBpaHHs, fAKi
MOTPiOHO IIBHMOKO BUKOHATHU, ajie BOHU He
BIUTMBAIOTh Ha 3arajibHUM MpodeciiHU pe3yibTaT
3aKkJiafy ocBiTH. Taki 3aBOaHHA MeHe[Kep MOXKe
[leJIeTyBaTH iHILIKUM CITIBPOGITHUKAM);

- HeBaXJUBi ¥ HeTepMiHOBI (3aBmaHHs, Bifg
SKUX He 3ajie)kaTuMe TpodeciiHa HisIbHICTh, LE
JviIle ocoOucTicHI BIIOgoOaHHS, $KIi He MalTh
YaCOBUX MeX).

BukopucrtoByroun wMatpuurp Eiizenxayepa,
KepiBHUKHM 3aKJIafiiB OCBITH MOXYTb e(hEeKTHUBHO
pO3MOJUISATH CBOI pecypcH, TpuUHMard Oibl
0oOTrpyHTOBaHI pillleHHS ¥ 30CepeKYBaTHUCT Ha TUX

HeMae.
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3aBOaHHSX, IKi MalOTh HAMOUTBIIMY BIJIMB Ha yCITiX
3aKIaay.

2. Metop, Pomodoro - ue TexHika yIrpaBJliHHS
yacoM, ctBopeHa . UYipimmo B 1980 p. Bona
nepenbavae BUKOPUCTAHHS TaliMepa I MOy
poboTu Ha 25-XBUIMHHI OJIOKM, SIKi HA3UBAKOTHCS
«pomodori» (Bij iTanilicbKoTo CjI0Ba «TOMIIOP»), 3
nepepBaMu Mi>k HUMU. CyTb 1aHOI TEXHIKU MOJISITae
B TOMY, L0 OUPEKTOP 3aKJIany OCBITH BCTAHOBJIIOE
TaliMep Ha 25 XBWJIMH i BIIPOJOBXK [OAHOI'O Yacy
iHTEHCHUBHO TpaLloe, He BiABOJIIKAIOUMCH HA IHIII
3aBaaHHd. [ToTiM 5 xBuiuH Binmmouusae. I Takux 25-
XBHJIMHHUX LUKJIB Mae OyTu 4, Tc/Is SKUX MOXKHA
3pobut moBwy TmepepBy (20-30 xBuunH). La
TeXHiKa nae MOJKJTUBICTB MeHeKepy
BUKOPDUCTOBYBaTH IPOAYKTUBHO CBill [eHb ¥
pobounii yac.

3. 3akon [lapero. 3a UMM MpPUHUMUIIOM Y
GaraTeox Bumagkax 20% 3ycwis pgawoTs 80%
pe3yabTaTy. L{l0 KOHLENUil0 Ba)KJIMBO PO3YMITH,
OCKUJIbKM BOHa HOTIOMOKe MeHeKepy PO3IMi3HATH
iHILIaTUBX 3 BUCOKHUM IIPIOPUTETOM i [OCSATTU
HaWKpaloro pesyabTary. [loTpibHO BH3HAYUTH
mpobJsieMu, 3 SIKUMU 3iTKHYBCS OUPEKTOp Ta
TearoTiYHUM KOJIEKTUB 3aKJafy OCBiTH. BusBuTU
iX TpUYMHY, BUKOPUCTOBYIOUM pi3HOMAaHITHI
iHcTpymeHnTn. Harmpukman, «mepeBo mpobiem»:
HeoOXigHO 3rpymyBaTh Bci TpobieMu B TMeBHi
KaTeropii Ta mpoapawxyBaTu ix Big 1 mo 10,
po3pobutu TuiaH s BupimeHHs 20% (rosoBHUX)
mpo6JieM, L0 BIUIMBAIOTh Ha PO3BUTOK 3aKJIamy
ocBiTU. Imes mossrae B TOMY, LIO OfHe pillleHHS
MOXX€ BUPILIMTH KUIbKA BaXKJIMBUX MUTaHb. OTXe,
3aKoH [lapeTo mosisfirae B TOMY, 11J0 MOXKHA JOCSTTH
MaKCUMaJjbHOTO  e(deKTy Tpu  MiHIMaJbHUX

BUTpaTax mpaui. lle 103BoIUTE MeHemXepy 4iTKO
BU3HAYUTHU  TIPIOPUTETH  [JIsI  TeHaroTivHOTO
KOJIEKTUBY, TIABUILIUTYU LIOAEHHY TPOAYKTUBHICTH
32 PaxyHOK yMiHHS po30MBaTH CKJIAIHY CIIpPaBy Ha
yacTuHu. Tobto mpasuio 80/20 momomoxke
OUPEKTOPY TOKPALLUTH MMOKa3HUKU 32 MEHIIUI Yac,
a TefaroriyHOMYy KOJIEKTUBY 3aKJIafly OCBITH
TPaLOBaTH OibII e(peKTUBHO Ta 30CEPEIUTUCT HA
KOHKpPeTHUX iHilliaTUBax.

BucHoBku. EdexTuBHe ympaBiiHHSI 4dacoM €
HEBiI'€MHOI0 CKJIQIOBOIO VCITIIHOI MHisVIBHOCTI
KepiBHMKa 3aKJajfy OCBIiTH. YMiHHSI pal[ioOHaJbHO
posmopinisiTh  pobouMii  Yac, BCTAHOBJIIOBATH
TpiopuTeTH, OeJeryBaTu 3aBJAHHS Ta
3aCTOCOBYBaTHU Cy4acHi TeXHIK1 TanM-
MeHEeDKMEHTY cripusie T JBULLIEHHIO
TPOIYKTUBHOCTI, TTOKpalLleHHIO oprasisauii
OCBITHBOTO TIpOLIECY Ta 3HW)KEHHIO PiBHS CTpecy.
HoTpumanHsi npuHuuny IlapeTo, BUKOpUCTaHHS
TJIaHYBaHHS, 2 TAKOK PO3BUTOK HAaBUUYKHU T'OBOPUTH
«HI» [OO3BOJISIOTH 30CEPEAUTHUCS Ha CTPATErivyHO
BR)KJIMBUX IMUTAHHAX | yHUKHYTH ITepeBaHTa)Ke€HHS
OPYTOPSITHMMM  3aBAAHHSIMM.  3alpoBapKEHHS
epeKTUBHMX METO/IB YIIPABIIiHHS YaCOM CIIPUSIE He
Jvire ocobucTii edeKTUBHOCTI KepiBHUKa, a U

3araJiIbHOMY  BJOCKOHAJIEHHI pOOOTH  BCHOTO
3aKJIafly  OCBiTH, CTBOpPEHHIO  CIPHUATIMBOTO
cepemoBuIa i1 MPo¢deciiHOTO  PO3BUTKY

IearoriyHoro KOJIEKTUBY Ta IMiJBUIIEHHIO SKOCTI
ocBiTHiX mocayr. OTXe, MHUCTELTBO YIIpaBJIiHHS
YacoM € ITOTY>XHUM iHCTPYMEHTOM, SIKUW JOTIOMarae
KepiBHUKY TIpUAMAaTH OOIPpyHTOBaHi pillleHH,
MiABUILYBaTU MIPOAYKTUBHICTh i  mocgaraTtu
CcTpaTeriyHUX LiiJIel 3aK/Iafy OCBITH..
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