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Awnorauis

Y cTaTTi po3rJisgaeThCcs BaXKJIMBICTh MUCTELITBA YIIPABIIiHHS 4acoM SIK €e(peKTHBHOTO iHCTPYMEHTY B po6OTi
KepiBHHMKa 3aKJIafy ocBiTH. [IpoaHasnizoBaHO cydacHi cTpaTeril IIJlaHyBaHHS, JeJleTyBaHHS Ta NpiopuTe3arllil
3aB/aHb, SIKi JOMTOMAralTh KepiBHMUKaM palioHaJbHO BUKOPHUCTOBYBaTH pobounii yac. Ha myMKy aBTOpiB,
B2)KJIMBOIO TIEPEAYMOBOI0 e(dEeKTHUBHOI [isUIBHOCTI 3aKJagy OCBITY € BUKOPHUCTAHHS HOTO KEPiBHUKOM
iHCTPYMEHTIB TaUM-MeHeI)KMEHTY Ta BpaxXyBaHHS clleliU(}iKu BUKOHYBAaHUX poOiT. BusHaueHO CyTHICTh
TIOHATTSI «TakM-MEHEKMEHTY» SK MeBHOI CUCTEMU i IJid ePpeKTUBHOIO IIaHyBaHHS 4Yacy. OmmcaHo
3HaY€HHS OINTHMIi3allil BUKOPUCTAHHS Yacy AJIsi BUKOHAHHS 3aBIaHb 3 OJHOYACHUM 3MEHIIEHHSIM CTpecy
cepen npauiBHUKIB. [IpoaHaii3oBaHO OCHOBHI JOC/TiIKEeHHSI HAYKOBLIB PO TaWUM-MeHEeI)XMEHT SIK OJUH i3
HeOOXiIHUX IHCTPYMEHTIB [Jis MigBUILEHHS €(PDeKTUBHOCTI B poOOTi Ta B MOBCAKAEHHOMY JKHUTTI.

Ha ocHOBi aHanisy HayKOBMX Tpallb BM3HAY€HO OCHOBHI TIPUHLMIIMA YIIPABJIiHHS 4YacoM (IJiaHyBaHHS,
npiopuTepu3aLisi, CTPyKTYPyBaHHs), OMMCAHO TPU HABUYKK OCOOMCTOCTI, sIKi HOTIOMOXXYTb B YIIpaBJIiHHI
BJIACHUM 4YacoM (yCBifOMJIEHiCTb, OpraHi30BaHiCTh, FHY4YKIiCTh Ta aJalTUBHICTb) Ta 3a3HAYEHO OCHOBHI
rmopajgy OIS BOJIOMIHHS TalM-MeHemKMeHToM. HaBemeHo TMpuKiIagu HalepeKTUBHILINX METOOUK TauM-
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 TPaLliBHUKIB 3aKJa[y OCBITH: yMiHHS MPaBUJIbHO (OPMYJIIOBATH BJIACHI LU Ta 3aBHAHHS;
YMiHHS TIOEAHYBATU poOOTY Ta BigIIOUMHOK, 1110 TIO3UTUBHO BILUIMBA€E HA 3[I0POB’S Ta CAMOIIOUYTTS; YMiHHS
BUIIIATH Yac [JI PO3BUTKY MpodeciiHUX HABHYOK Ta CaMOBIOCKOHAJEHHS. 3acTOCyBaHHSI e(peKTUBHUX
CTpaTeriil yIpaBJIiHHSI YacOM AO3BOJIUTH HOCATATH Oa)kKaHUX pe3yJIbTaTiB, 3HWIKYBAaTH PiBEHb CTpecy Ta
MiATPUMYBaTH TapMOHi0 MK TpodeciiiHuM i ocobuctum kuTTsaM. Came iHTerpaliss TE€XHOJIOTIH TalM-
MeHEeDKMEHTY B poOOTY Cy4acHOr'o KepiBHMKAa HO3BOJISIE JOCATTH e(peKTUBHUX pe3yJIbTATIiB HE TiJIBKHU Y
BJIacHil mpodeciliHiil isyIBHOCTI, ajie i B OCBITHBOMY TIpOLIeCi 3aKIaay.

Knouosi cnoea: yripaBiiHHS 4acoM, TallM-MeHe)KMEeHT, IPUHIUIIY YIIPABIiHHS YacoM, IHCTPyMEHTH TauM-
MeHe[)KMEeHTY, KEPIBHUK 3aKJIaZy OCBiTH.
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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 mpoOseMHu. Y CydacHHX
yMoOBax peopMyBaHHS OCBITH Ta MOCTIMHUX 3MiH B
OCBiTHIM cdepi, KepiBHUKM 3aKJagiB OCBITH
CTUKAIOThCS 3 UHCIEHHUMHU BUKIHKaMH, Cepef
SKUX OJHUM i3 HaWBaKJMUBILINX € edeKTUBHE
yIpaBiIiHHA 4acoM. Yac € 0OMeXeHUM pecypcoM, a
Biff yMiHHA TpaBUJIBHO HOTO OpraHi3yBaTH
3aJIe>XKMTh He JIMIIE yCIiX OCBITHBOTO Ipollecy, a i
npodeciiiHe Oyaromosyydss KepiBHHMKa Ta MOr0
koMaHgu. OJHaK, He3Ba)KAlOYM HA aKTYaJIbHICTh
MMTAHHS, HEJOCTAaTHbO  JOCJI/PKEHO  BIUIUB
yOpaBIiHHS dYacoM Ha edeKTUBHICTb poboTu
KepiBHMKa 3aKJIaly OCBIiTH, 30KpeMa, He BUBUYeHi BCi
acleKTH 3aCTOCYBaHHSI CTpaTeriil Ta iHCTpyMeHTIB

yIIpaB/IiHHS YacoM B OCBITHBOMY CepeOBHILII.
TomMy BaXJIUBOKO HAyKOBOIO Ipo0JeMOK €
BUBYEHHS POJIi MHUCTELTBa YIPAaBIiHHS 4acoOM $IK
epeKTUBHOTO iHCTPYMeHTy [Jid IIiABUILEHHS
epeKTUBHOCTI MHisUTBHOCTI KepiBHUKa OCBITHBOTO
3aKjafy, BHU3HAY€HHS OCHOBHUX METOAIB Ta
MMPaKTUYHUX peKoMeHalin 1[040 ix
BIIPOBA)KEHHS B MTOBCSIKAEHHY poboTy. BupilieHHs
i€l mpo6JieMu LO3BOJIUTD He TiJIbKW ONITUMi3yBaTH
YIIpaB/IiHCHKI TIpoLiecH, aje U TMOKPAaLIUTU SKICTh
OCBITH B LIiJIOMY.

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

pokax XX  CTONTTSI, KOJMM  TPOBOLUIIKCH
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crieuiasizoBaHi Kypcu [iisg  OisHecMeHIiB  Ta
MpaLiBHUKIB, Ha SKUX HaBYaIU e(PeKTUBHOMY
maHyBaHH vacy. OpHak cama KOHLEILis
VIIpaBJIiHHSI YacoM 3apoAuJjiacs 1le Ha paHHIX
eTamax  pPO3BUTKY  JIFOACBKOTO  CYCITJIBCTBA.
[Ipobnema ympaBIiHHS YacoM HOCIiKyBajacs
BiIOMHUMHU HayKOBUSMH SIK B iCTOPUYHIN CITafILIMHI
(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).

Mertoto cTaTTi € BU3HAYEeHHS] CyTHOCTI MTOHSTTS
«TaUM-MeHe[DKMEHT»,  XapaKTepucTUKa  HOTO
OCHOBHUX TIPUHLMUIIIB, METOAIB 1 migxomiB [0
yIIpaBJiHHS 4YacoM [Jil KepiBHUKIB 3aKiIafiB
OCBITH.

Buknan ocHOBHOro Marepiamy. YTIIpaBiliHHS
YacoM € BayKJIMBUM acleKTOM YCITIIHOI qisIbHOCTI
KepiBHUKa, 10 crpuse 3abe3revyeHH0 ePpeKTUBHOI
pobOTH OCBITHBOTO 3aKjJamy Ta 30epekKeHHI0
GajaHcy MK TIpodecidiHO0  HisIBHICTIO Ta
0COOUCTUM JKUTTAM. TailiM-MeHemxkMeHT (abo
yTIpaBJIiHHSA YacoM) - Lie TIeBHa CUCTeMa [ii, METO0
dKol € edeKTHMBHe IUJIaHyBaHHA dYacy s
BUKOHAHHS 3aBJaHb 3 OJHOYACHUM 3MEHIIEeHHSIM
cTpecy cepen TmpauiBHUKiB. OCHOBHe 3aBIaHHS
TallM-MeHe[PKMEHTY - CIIPOCTUTHU Ta IPUCKOPUTH
OOCSITHEHHS KOHKDEeTHUX Lijiel, a He TIPOCTO
OpraHi3yBaTH CBili IeHb.

[Tegaroruus O. IBaceuko cTBopuiIa BIACHY
CHUCTEMY OIITMMAJIbHOTO BUKOPHUCTAHHS 4Yacy, [0
KOl BXOAATbH: aHaJIi3 IPUUMH HecTadi 4acy Ta
MOUIYK LIIAXiB IX  YCYHEHHS; TIPOBeHEeHHS
MiarHOCTUKU [J11 BHU3HAYEHHS BUIIB HisIJIBHOCTI,
110 3alMarTb 4Yac 0e3 HeoOXimHOCTI; 34aTHICTh
BUpIiLIMTH TIpobsiemu Gpaky 4vacy [2]. HocaigHuus
JI. TlpucsbKHIOK BMBYae Cyd4acHi TeXHOJIOTIl
LliJIeTIOKJIalaHHs Ta IUIaHYBaHHS $SIK e(peKTUBHi
CKJIamoBi yripaBJiiHHs yacy [4].

[Tcuxonor B. Tpetici BBaxkae, 1110 epeKTUBHUMN
TallM-MeHe[DKMEHT  IoJifra€e He  TUIBKU B
yIIpaBJliHHI 4YacoM, a ¥ y KOHTpPOJIi Haj BJIaCHUM
KUTTIM y uistomy [1]. Y cBoix mpausx gocstigHuku I
[Tpuuera, b. Tpelici Ta iH. BUOKPEMJIIOIOTb OCHOBHI
TIPUHLIUITYA TaUM-MeHEeIKMEHTY:

1. TlmanyBaHHA - Le TIIpoLeC CTAHOBJIEHHS
MOPSIAKY AiM [JIS NOCATHEHHSI IOCTaBJIEHOI METH.
[llogeHHe TUTAaHYBaHHS €  BAXKJIUBUM IS
MTOKpaLleHHS TPOAYKTUBHOCTI Ta e¢peKTUBHOTO
BUKOPUCTAHHS 4acy.

2. [IpiopuTesauis - Le npolec ynopsaKyBaHHS
3aBAaHb 332 IX BaXKJHUBICTIO, TEPMIHOBICTIO,
CKJIQ[IHICTIO Ta IHIIMMU KPUTEPiIMHU.

3. CTpykTypyBaHHS - 1le TIpoLec pPo3Mill[eHHS
YaCTHH YOTOCh Y BU3HAUEHY CTPYKTYPY.

Y HaykoBux mpausax [. [lpuuenu ommcano
QJITOPUTM TIPUMHATTS pillleHb 100 TOPSIAKY

BUKOHAaHHS  3aBJaHb. BU3HAYEHHS  3aBJaHb
(mpo6siemMu); MocTaHOBKa Linei; 36ip iHpopmauii;
po3pobka pillieHE; peastizauis pillieHB;
KODUTYBaHHSI; KOHTPOJb. lle [ae MOXJIUBICTB
MeHe[Kepy 30UTBLLIUTH e(eKTUBHICTb
BUKODUCTaHHSI 4acy Ta  yHUKHYTH  HOTO

HempoayKTUBHI BuTpat [3]. Y pmocmimkenus E.-
K. Oupgopda ympaBiiHHS 4acoM BHU3HAYAETHCS SIK
rpoliec TIPUHHATTS PpillleHb, SKUH CTPYKTYPYE,
3aXMllae Ta [JIAIITOBYE Yac JIIOOUHU T
3MiHIOBaHi YMOBM HaBKOJIMIIHBOTO CEPENOBUILA.
JocaigHUK BUOKPEMJTIOE TPH HABUYKU 0COOMCTOCTI,
AKi MOTIOMOXXYTh B YIPaBJIiHHI BJIaCHUM 4acoMm [5]:
ycBimoMJieHicTh (peaslicTU4YHe CTaBJEHHS [0 CBOTO
yacy Ta PpO3yMiHHSI TOTO, LIO Lie OOMEXEeHUH
pecypc); opranizoBasicTs (po3pobka Ta oprasisauis
LJTed, TUIaHIB, PpO3KIafiB 1 3aBmaHb  mJIsd
e(eKTUBHOTO BUKOPUCTAHHSI 4acy); THYYKIiCTb Ta
aganTuBHicTe  (edexkTUBHe  pearyBaHHsS  Ha
HerepeabayvyBaHi CUTyaLil, 3MiHU TIPiOpUTETIB abo
TepepyBaHHS, 110 € JOCUTb TOLIMPEHHUM Yy PobOTi
KepiBHUKa).

HaykoBelb y cBOIX Ipausix OMUCye MOPagu IJjIs
MOKpaLeHHs] HABUYOK yTIPaBJIiHHSA YacoM [5]:

1. BusHauite 4yac, Ko edeKTUBHICTH TIpaii
3pOCTa€e Ta [OOCSITa€ MaKCUMAaJIBHOTO DPe3yJIbTaTy.
HOnsg uporo moTpibHO [eHb YMOBHO IOZUIUTH Ha
TPU-YOTHUPH YaCOBi iHTEpBaIU Ta BIIPOAOBXK THIKHS
PO3CTaBUTH Lii iHTepBaJIM B MOPSIAKY Bif HalOibII
MIPOLYKTUBHUX O HAWUMEHII MPONYyKTUBHUX.

2. CTBOpiTh OIOMKET Yacy, y IKOMY AeTaIbHO
pO3MULIITE, $SK BU BHUTpPA4Ya€Te CBOI TORUHU
MpOTATOM TWOKHS. [lomisiTh 4Yac Ha dikcoBaHUM
(«HeobximHO») i mMCKpeUiiHMil («Xx04y 3pOOUTH»).
Hanpuknan: ctparteriude ynpasiiHHg - 30% wacy
(ruianyBaHHsi, po6oTa 3 KOMaHAaMH, PO3BUTOK
3aKJIafly OCBiTH); aMiHicTpaTUBHI 060B’s13KHU - 25%
(mokymeHTauisi, 3BiTH, iHaHCH); KOMyHiKauisg -
20% (3yctpiui 3 memaroramu, GaTbKaMH, MITbMH);
KOHTPOJIb ~ HABUYJIBHOTO  Tpouecy -  15%
(BimBimyBaHHs 3aHATh, aHali3 eQpEeKTHBHOCTI
nporpam); CaMOpO3BUTOK Ta BimmouuHok - 10%
(kypcu, kKoHbepeHLil, ocobucTUi Yac).

3. YHuKaliTe «IIOMUJIOK HE3BOPOTHUX BUTPAT».
SIK1I10 BU BBa)KaeTe, 11J0 BUTPAYa€Te 3aHAATO OaraTo
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4yacy Ha SKyCbh HiSTbHICTh, 3yNUHITHCS M OLIHITH 11
BakymMBicTh. Hanpuwiam: «upekTop BuTpavae
TOOWHU Ha 3allOBHEHHS TMaIlepoOBUX 3BITiB, xo4a
MOXXHa OyJsio 6 M[aBHO TepelTH Ha eJIEKTPOHHI
CUCTEeMU aBTOMAaTU3aLil». «3aKkjan ~ IoYaB
BIIPOBA)KYBaTU HOBY HABUAIbHY METOOUKY, aje
TCJIST KUTBKOX MICSILIIB CTaJI0 3p03yMijio, 110 BOHA
He Jae O4YiKyBaHUX pe3yJbTaTiB, Iefaroru
TlepeBaHTaXeHi, a AiTU He3auikaBiyeHi». «Llopoky
3aKJIaJ] OPTaHi30By€e MacLITAaOHUN 3aXif, TKUU yKe
HeaKTyaJbHUW 1 HeUikaBUK aHi [OiTaMm, aHi
nmegaroram. [IpoTe BiH TpuBae, 60 «1je TpaguLis».

4. PoscraBnsiiTe TpiopuTeTH Yy BUKOHAHHI
3aBIaHb, HATPUKJIAL: TEepMiHOBI 3aBOAHHA U
Ba)KJIMBi; TepMiHOBI 3aBHAaHHS U HEBaXKJIUBI;
HeTEpPMIHOBI 3aBHIaHHS, ajle BajKJIMBi; HeTePMiHOBI
3aBIaHHI 1 HEBAKJIMBI.

5. BukopucToByiiTe JI0JaTOK-KaJIeHap.
3amnucyiTe HaTU BUKOHaHHS 3aBOaHb i 3ycTpivew,
pobiTh e opmpasy, SIK TiJbKM BOHM 3allIaHOBaHi.
[TosHauariTe abo KOZYyHUTe KOJIbOPOM 3aTlMCH
(Hampuksian, po6oTa, YKUTTSA, CIIOPT, BiATIOYMHOK
TOLLO).

6. CdopmyiiTe 3BUYKY KOXXHOTO Bedopa
BiICTEXXYBaTH LLOJEHHUUN TIporpec B YIIPaBJiHHI
vacy. Hampukinan: «Illopasy mepen cHom o 21:00
BUTpayaTuMy 5-10 XBUJIMH Ha aHaji3 CBOTO OHS,
o6 BusHayuTu 20% HaWBa)KJAUBIIUX 3aBHAHb 1
CIIJIaHYBaTH HACTYITHUM feHb». «11lo croromHi 6yiio
Haub6inbw KopucHUM?». «lllo 6ysio 3aiiBuM abo
HeepeKTUBHUM?». «[1lo 3pobuTH 3aBTpa, 11100 HEeHD
OyB IMPOLYyKTUBHILLINM ?».

7. CTBOpiTH THUMYACOBi iHTepBaj M «He
TypOyBaTu» Ta 3abJIOKyHTe CalTH COLiaJIbHUX
MepeX IIiff 4yac KPUTUYHO BAXKJIUBOI'O poOOUOTro
yacy.

8. 3aBXOu BUHAropomxyuTe cebe 3a BiacHi
IOCATHEHHd Ta  BigmouwBauTe. Hampukian:
«Jlo3BoJII0 cOOi YalIKy CMa4yHOI KaBH, yJTIOOTIeHUN
cepias abo KOpPOTKy NpoOTyJsiHKY». «[lomapyro cobi
LIOCh TIPUEMHE - TI0I3[IKYy, HOBY KHUTY YM JeHb 0Oe3
TypboT».

9. HaBuitbhcsti roBOpUTH «Hi». HespaTHicTh
BIIMOBUTH MOXe€ TIPU3BECTH MO0 BUTOPaHHS,
HeeeKTHUBHOIO pO3MOLITY pecypciB Ta BTpaTH
KOHILIEHTpalil Ha AiliCHO Ba)KJIMBHUX IPiOpUTeTax.
BaxksiimBo BMiTHM BigMOBAATHM Tak, 11006 He
3pyliHyBaTu Tpodeciiiti cTtocyHku. [ UBOTO
BapTO BUKOPUCTOBYBAaTH TaKTOBHi (pOpMYITIOBaHHS,
HaIpUKJIAM;: «$51 He MOXKY B3ATH L€ 3aBOaHHS 3apas,
OCKUIBKM Marw iHII TIIpiopuTeTH» - UiTKO
MOSICHIOETE TIPUUMHY BinMoBHU. «1le 1iikaBa iges, ane

Hapasi g He Maw MOXXJIMBOCTI LIUM 3aUHSATUCSI» -
BU3HAETE BAXKJIMBICTH MPOTO3ULl, ajle 3aJIUIIAETe
Mexi. «JlaBallTe pO3IJITHEMO aJbTEPHAaTUBHI
BapiaHTH abo0 TIepepo3MOAiNUMO O0OOB'A3KU» -
TIPOTIOHY€ETe KOHCTPYKTHUBHE PillI€HHS.

OTxe, TallM-MeHe)KMEHT - 1l IHCTpyMeHT
IJISI CBOEYACHOTO HOCATHEHHS MOCTAaBJIEHUX LIiJIeH,
[hiSii rPaMOTHOTO Ta YCBiZOMJIEHOTO
BUKODUCTAHHS BJIACHOTO 4Yacy. Y KepiBHMKa Ta
efaroriyHux TpaLiBHUKIB 3’IBJISIETHCSA
MOJXXJITMBICTB JJISI PO3BUTKY NpodeciiiHUX HaBUYOK
Ta CaMOBIOCKOHAJIEHHS, 110 CIIpUsE ITiIABULLEHHIO

SKOCTi  OCBITHBOTO  TIpOLieCy, YIIPOBADKEHHIO
IHHOBaLIIMHUX METOOUK Ta CTBOPEHHIO
CTIPUSITJIMBOTO CEpPefiOBMILA [JIST HaBYaHHA U
BUXOBaHHSI  y4YHiB. 3aBOsgKu  epeKTUBHOMY

YIPaBJIiHHIO YacoM TIefarord MOXYTb Oinblie
30Cepe/)KyBaTUCSl Ha TBOpPYOMY Mimxomi .o
BUKJIQIAaHHS, CaMOOCBITI Ta 0OMIiHI mocBimoMm, a
KEpiBHUKHU - Ha CTPATEriuYHOMY PO3BUTKY 3aKJIaLy
OCBITH, TIOKpalLeHHi OpraHi3aliiHOl KYJIbTypu Ta
i ABUILEeHHI MOTUBALil KOJIEKTUBY.

[nsa mocsarHeHHS e€(DEeKTUBHOTO pPe3yJIbTaTy B
YMiHHI yTIpaB/IAITAU YacoM Ta [AJjsl MigBUIIEHHS
epeKTUBHOCTI  [iSIBHOCTI  KepiBHHUKA, BapToO
BUKODUCTOBYBAaTH CydyacHi TeXHiKM \ TalM-
MeHemKMeHTy. HaBeeMo Ipukiiagy nesiKux 3 HUX:

1. Martpuusa Eiizenxayepa abo «Martpuus
TepMiHOBUX Ta BaXKJIMBHUX 3aBAAHb» € 3PYYHUM
iHCTpYMEHTOM [JI pO3CTaBJI€HHS IPiOpPUTETIB Ta
opranizauii pobouoro npouecy. CyTp 1€l TexHiKH
TI0JISITA€ B TOMY, IO MOTPiOHO PO3MiIUTU BCi CBOI
3aBgaHHs Ha 4 6J0KM («KBagpat yacy»):

- BaXJMBI M TepMmiHOBI (3aBmaHHs, SKi
MOTPiOHO BUKOHATHM TEPMiHOBO, TOMY MIO IX
pe3yabTaT BIUIMBAaTHME Ha OCOOMCTICTH Ta Ha
HOiS/IBHICTD  3aKkjany. MeHemKkep BHUKOHYe IX
CaMOCTIilHO);

-  BaXJIMBI ¥ HeTepMmiHOBiI (3aBmaHHs, fAKi
MOTPiOHO BUKOHATH, aje HOeAJIallHy HeMae.
HOupekTop pobuTh IX TOCTYNOBO, TaK $IK
epeKTUBHICTh KiHLEBOI MeTH, 3ajie)KaTUMe Bif Ix
BUKOHAHHS);

- HeBaXJuBi ¥ TepMmiHOBI (3aBpaHHs, fAKi
MOTPiOHO IIBHMOKO BUKOHATHU, ajie BOHU He
BIUIMBAIOTh Ha 3arajibHUN MpodeciiiHui pe3ysbTaT
3aKkJIafy ocBiTH. Taki 3aBOaHHA MeHeIKep MOXKe
JleJIeTyBaTH iHIIKMM CIiBPOGITHUKAM);

- HeBaXJMBI U HeTepMiHOBI (3aBmaHHs, Big
SIKUX He 3ajie)XaThMe TpodeciiHa AisIIbHICTB, Lie
JviIle ocoOucTicHI BIIOgoOaHHS, $KIi He MalTh
YaCcOBUX MEX).
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BuxopucrtoByroun wMatpuurp Eizenxayepa,
KEpiBHUKU 3aKJIaiB OCBITM MOXYTh e(deKTHUBHO
PO3MOJIISATA CBOI pecypcH, TpUHAMaTH Oijbll
OOTpYHTOBaHI pillleHHS ¥ 30CepeIKYBaTUCT HA TUX
3aBOaHHSX, IKi MalOTh HAMOUTBILIMH BILJIUB Ha YCITiX
3aKJIaay.

2. Meton, Pomodoro - ue TexHika yIrpaBJliHHSA
yacoMm, ctBopeHa . UYipimmo B 1980 p. Bona
nepenbavae BUKOPUCTAHHS TaliMepa [Jis TOLUTY
poboTu Ha 25-XBUIMHHI OJIOKM, SIKi HA3UBAKOTHCS
«pomodori» (Big iTaniliceKkoro cjoBa «mMoMigop»), 3
nepepBamMu MK HUMU. CyTb [aHOI TeXHIiKU
rojiATae B TOMY, L0 OUPEKTOP 3aKJIaLy OCBITU
BCTAHOBJIIOE TaliMep Ha 25 XBUJIMH 1 BIIPOJOBXK
IAHOTO yacy iHTEeHCUBHO TIPaLIIoE, He
BIABOJIIKAIOYKCL Ha 3aBmaHHg. [loTiMm 5
XBUJIVH BigmouuBae. | Takux 25-XBUIMHHUX LIUKJIIB
Mae 6yt 4, micis SKUX MOXKHa 3pOOHUTH IOBIIY
nepepBy (20-30 xBusiwmu). Llg TexHika [mae
MOJXKJIUBICTh MeHe[Kepy BUKOPHUCTOBYBaTH
MIPOOYyKTUBHO CBiMl feHb Y pobounii yac.

3. 3akon [lapero. 3a UUM TNPUHLUIIOM Y
GaraTeox Bumagkax 20% 3ycwis pgawoTs 80%
pe3yabTaTy. L{l0 KOHLEMNUil0 Ba)KJIMBO PO3YMITH,
OCKUJIbKM BOHa HOTIOMOKe MeHeKepy PO3IMi3HATH
iHILIaTUBY 3 BUCOKHUM IIPIOPUTETOM i [OCSATTU
HalKpaujoro pesynbrary. [loTpibHO BH3HAYUTH
npobsemMy, 3 SKUMU 3iTKHYBCS [HUPEKTOp Ta
MeJarorivHuM KOJIEKTUB 3aKJagy OcBiTH. BusaButu
iX TpUYMHY, BUKOPUCTOBYIOUM pi3HOMAaHITHI
iHcTpymeHnTn. Harmpukman, «mepeBo mpobiem»:
HeoOXimHO 3rpymyBaTu Bci mpobjieMu B TIeBHi
KaTeropil Ta mnpoapawxyBaTu 1x Big 1 mo 10,
po3pobuTtu TuiaH s BupimeHHs 20% (rosioBHUX)
mpo6JsieM, 10 BIUIMBAIOTh Ha PO3BUTOK 3aKIIALy
OCBiTU. Inmeqa mosndrae B TOMy, 110 OfHE pillleHHS
MOXX€ BUPILIMTH KUIbKA BaXKJIMBUX MUTaHb. OTXe,

1H1I1

3aKoH [lapeTo moJiArae B TOMY, 1[0 MOXKHA JOCSITTH
MaKCUMaJIbHOTO  e(deKTy TIpu  MiHiMaJIbHUX
BUTpaTax mnpaui. Lle 103BOIUTE MeHemXepy 4iTKO
BU3HAYUTHU  TIPIOPUTETH  [JIsI  TeHaroTivHOTO
KOJIEKTUBY, TIABUILUTYU LUIOAEHHY TPOAYKTUBHICTh
32 PaxyHOK yMiHHS po30MBaTH CKJIaAHY CIIPaBy Ha
yacTuHu. Tobto mpasuio 80/20 momomoxke
OUPEKTOPY TTOKPAIIMTH TIOKA3HUKU 32 MEHILIHMH
yac, a MeJaroriyHoMy KOJIEKTUBY 3aKJIaAy OCBITH
TPaLOBaTH OibII e(peKTUBHO Ta 30CEPEIUTUCT HA
KOHKpeTHUX iHiliaTuBax.

BucnoBku. EcdexkTuBHe ympaBiiHHSI 4dacoM €
HEBiI'€MHOI0 CKJIQ[IOBOIO YCITILIHOI HisUTBHOCTI
KepiBHMKa 3aKJajfy OCBIiTH. YMiHHSI pal[ioOHaJbHO
posmopinisiTh  pobouMii  Yac, BCTAHOBJIIOBATH
TpiopuTeTH, OeJeryBaTu 3aBJAHHS Ta
3aCTOCOBYBaTU cy4acHi TeXHIK1 TanM-
MeHEeDKMEHTY cripusie T JBULLIEHHIO
TPOYKTUBHOCTI, TTOKpallleHHIO oprasisauii
OCBITHBOTO TIpOLIECY Ta 3HWKEHHIO PiBHS CTpecy.
HoTpumanusi npuHuuny IlapeTto, BUKOpUCTaHHS
TJIaHYBaHHS, 2 TAKOK PO3BUTOK HAaBUUYKHU T'OBOPUTH
«HI» [OO3BOJISIOTH 30CEPEAUTHUCS HAa CTPATErivyHO
BR)KJIMBUX IMUTAHHAX | yHUKHYTH ITepeBaHTa)Ke€HHS
OPYTOPSITHMMM  3aBAAHHSIMM.  3alpoBapKEHHS
e(eKTUBHUX METOAIB YIIPABJIiHHS YaCOM CIIPUSIE HE
Jguire ocobucTii edeKTUBHOCTI KepiBHHKa, a U

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

IearoriyHoro KOJIEKTUBY Ta IMiJBUIIEHHIO SKOCTI
ocBiTHIX mocyyr. OT)XKe, MMUCTeLTBO YIIpaB/IiHHA
4yacoM € TIOTY)XHUM  IHCTPYMEHTOM,  SKHUH
morioMarae KepiBHMKY IIpUMMAaTH OOIPYHTOBaHI
pilIeHHS, MiABUILYBaTU MPOAYKTHUBHICTh i
OocSraTh CTpaTeriyHMX Lijed 3aKjagy OCBiTH..
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