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The Effective
EXECUTIVE

THE DEFINITIVE GUIDE TO GETTING
THE RIGHT THINGS DONE

Harperusies Erentials

Bcs 6ena B TOM, 4TO MHOMME ynpasnstowme Bce bonble npeHebperaoT nHgopmaumen n
nobyanMTenbHbLIMU MOTUBaAMM, KOTOPbIE HE YKNIaAblBAOTCS B TOFMKY KOMMbOTEpa 1 He MoryT
6bITb BblpaXeHbl ero A3blkoM. OHU MOTYT CTaTb Cnenbl KO BCEMY, YTO CBS3aHO C BOCMIPUSTUEM
(TO ecTb cobbITUAMM), a HE C (paKkTamm (TO eCTb NoCcneacTBusIMU cobbiTuiA). Takum 0bpasom,
OrPOMHbIi 06 bEM KOMMbIOTEPHO MHCDOPMaLUMN MOXET NPENsSiTCTBOBATb AOCTYNy K
peanbHOCTMW. ..

Kak nokasbiBatoT Haéﬂ}OﬂeHl/lﬂ, CoxpaHeHune N3xuBLlIel cebs neaTenbHOCTU SBNSIeTCS
pe3ynbTaTtoOM OTCYTCTBMA aHaNn3a 1 KOHTPOJIA.

O 3HaHunAX

1. OoHo n3 cnabbix MecT COBpPEMEHHbIX 06pa3OBaHHbIX MO/IOAbIX MOAEN, 3aHATbIX HA
npon3sonctee, B MegununHe nnn pykoeoactee, B TOM, HTO OHM OrpaHN4YnBaroTCsA 3HAHNSAMU B
KakOM-TO O4HOM Y3KOM pas3fnene n c npeHe6pe>KeHmeM OTHOCATCA KO BCEM OPYrnM...
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2. HacTosiwuin paboTHUK-MHTENNEeKTyan Bcerga no3aboTntcst 0 ToM, YToObl ero MoHUManu.
MHeHue 0 TOM, 4TO AMNEeTaHT MOXET U AONIXEH OenaTb BCe OT HEero 3asucsiiee, 4Tobbl
MNOHSATb cneunanncTa, KoTopoMy npucTano obwaTbes Nub B Kpyry cebe noaobHbix, SBNsSieTCS
He YeM VHbIM, KaKk BapBapCKMM BbICOKOMEPUEM.

06 3¢pcheKTUBHOCTU KOHCY/IbTaHTa

1. BO-I'IepBbIX, KOHCYNbTaHT, KOTOprVI no Cytn cBOel He obnanaeT HUKAKUMK apyrmnmm
NOJIHOMOYNAMK N NpenmylleCcTBaMn, Kpome COOCTBEHHbIX 3HaHWI, OONXEH 6bITb
3PP EKTMBHbBIM, MHAYE ero LEHHOCTb paBHa HYNo.

Bo-BTOpbiX, 3pheKTUBHOCTb KOHCY/IbTaHTa 3aBUCUT OT Ntoael, paboTalowmx B
opraHundaumm — 3akasyunke. IMeHHO nx agpPeKTUBHOCTb FOBOPUT O TOM, MPUHOCUT N B
KOHEYHOM CYETE KOHCYNIbTAHT KOHKPETHYIO NOMb3Y NN NOMPOCTY 3aHNMAETCH HEHY XHOM
[eATeNbHOCTbIO.

2. «51 He Byay roBOpuTb BaM, YTO HY>XHO MCCNenoBaTh, YTO NCaTb M Kakue BbiIBOAbl Aenathb.
970 Bawe neno. Ho s pekomeHayto BaM 3anncbiBaTb BCE, YTO Bbl COMTETE HYXHbIM. He
obpallarite BHUMaHUs Ha Hawy peakumio. He 6ecrnokoinTecb 0 TOM, HPABUTCS HaM 3TO UK HeT.
Ho rnaBHoe, He nwmnTEe KOMNPOMNCCOB, KOTOPbIE MOrYT NOTpeboBaTbCs ANS TOro, YTOOLI
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chenatb Balwu pekomMeHaaumu npuemnemoiMi. B Hawern koMnaHmum Bce pykoBoauTenn —
HacTosWwue Mmactepa Komnpommccos». (Anbdpen CnoyH mn. ucn. dup «xeHepan MoTtopc»
Hpykepy . 1944 r.)

Matb anemeHTOB Ans NoBbileHUs 3ddheKTUBHOCTHU Tpyaa

1. o hekTMBHbIE yNpaBnsowme AONIXKHbI 3HaTb, HA YTO OHW PACXOLYOT CBOE BpeMs. YMeHune
KOHTPONMPOBAaTb CBOE BPEMS SABNSETCS BaXHENWNM 31EMEHTOM NPON3BOANTENBHOW PaboThl.

2. d(pekTUBHbIE YNpaBnsWmMe O0NXKHbI KOHLEHTPUPOBATLCS HA AOCTUXEHUS, BbIXOASwWwmne
3a pamkuy CBOMX opraHuaaumnii. im cnepyet 6biTb HALENEHHBIMW HE HA BbIMONHEHME PaboThi,
Kak TakOBOW, a HAa KOHeYHbI pe3ynbTaT. XOPOoLWnii yrpasnaiowWwmia, npexane 4em npucTynnTb K
BbINONHEHWUIO TOFO UM UHOTO 3adaHus, 3agaet cebe Bonpoc: «Kakux pesynbTaTtoB s OONXKEH
noctuyb?» Cam npouecc paboTbl M ee METOAbl OTXOAAT ANSt HEro Ha BTOPOW MNaH.

3. SOpCpeKTI/IBHbIe ynpaBngtowmne noNXHbl CTPOUTb CBOO OeATeNbHOCTb HA NpeumMyLlLeCcTBeH

HbIX , CUIbHbIX
Ka4dyecTtBax, Kak CO6CTBeHHbIX, Tak n pyKOBO,D,I/ITe}'Ie|7l, Konner n nog4nHeHHbIX, a Takxe
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06513aHbl OTbICKMBATb MOMIOXMUTENbHbIE MOMEHTbI B KOHKPETHbIX CUTYyauunsx. VImM He cnepyert

onunpaTtbC4 HA TO, HTO HEHaOEXHO. Henb3s HaunHaTtb pa60Ty C peleHnda HepeabHbIX Ha
OaHHbIX MOMEHT 3a4a\.

4. D PEKTUBHBIE YNPABNSAOWME KOHLEHTPUPYIOT CBOE BHUMAHME HA HECKObKMX BaXHEMIWMX
yyacTkax, B KOTOPbIX UCMONTHEHNE MOCTABMEHHbIX 3aaHnii NpuHeceT Hambonee owyTuMble
peaynbTatbl. OHW AONXHbI HAYYUTbCS YCTaHaBNMBATb NPUOPUTETHBIE HanpasneHns paboT u
HE OTK/IOHSITbCS B UX BbINONHEHUN. COBCTBEHHO, BCS NX OESTENbHOCTb AONIXHA COCTOSTh M3
BbIMNO/IHEHUS UMEHHO NMPUOPUTETHBIX 3a4a4 — 9P PEKTMBHbIA ynpasnsitowmii 06s3aH
3aHMMaTbCS NULWb rNaBHbIM. MycTas TpaTta cun NpMBOAMUT K CaMblM OTpULIATENbHbLIM
pesynbTaTam.

5. HakoHeu, adppekTuBHbIE yrnpaensowme OONXHbI NPUHUMATb 3dppekTuBHble peweHuns. A
970, Npexae Bcero, BOMNPOC CUCTEMHOCTU, TO €CTb NPOLECC BbINOHEHUS 3a0aHNs AONXEH
NPOXOAUTb B HYXHOWM nocnegosatenbHOCTU. CnenyeT NOMHUTb, 4TO 9PXPEKTUBHOE peleHue
— 9T0 Bcerjpa cyXneHue, oCHoBaHHOe, ckopee, Ha «HeCcoBnaJeHn MHeHU», 4eM Ha
«COrlaCoOBaHHOCTM NO pakTam». YpeamepHas NOCNewHOCTb BeOeT K MPUHATUIO HEBEPHbIX
peweHnii. PeweHnii 4ONXHO OblTb HEMHOIO, HO BCE OHU AOJIXHbI ObiTh (PyHAAMEHTANbHBIMU.
B npuHATMM peleHns Hy>XHO pyKOBOOCTBOBATbCA BEPHOW CTpatervem, a He CUIOMUHY THbIMU
TaKTUYECKUMUN COOBPaXEHUAMMN.

O penerupoBaHMU MNOJIHOMOYUMA

4/11



Mutep Opykep "IchheKTMBHBLIN yripaBnsoLWmn"

TpaonumMOoHHBI CMbICT, BKaAbIBAEMbIA B MOHATUE «AeNnerMpoBaHne npas v NoNHOMOYNIA»,
npugaeT camMoMy MPOLLECCY HEBEPHYIO OKpacky. PaumoHanbHoe pacnpeneneHne Harpysok -
3TO OTHIOAb HE «LeNernpoBaHne», He NepexknanpiBaHne CBONxX PyHKUMIA Ha Opyrux, a
4aCTUYHOE BbICBOOOX AEHME CBOEr0 BPEMEHW AN KOHLEHTPUPOBAHNS CUM N BHUMAHUS Ha
Hanbonee BaXHbIx y4actkax paboTbl 1 NpefoCcTaBneHNe CBOMM KONeram n noa4nHeHHbIM
NPOSIBUTb CBOU CMOCOBHOCTM.

MepcoHan

1. OpraHusaunsi — 3To 0CobbIi UHCTPYMEHT, MOMOratoLWNiA peann3aumm CUnbHbIX CTOPOH
yesfioBeka 1 0QHOBPEMEHHO HEMTPanuayowmii u ob6esspexunsaroLmin Yyenoseveckme cnabocTu.
NMoaw, oTnnyarowmecs 601bWUMK CNOCOBHOCTAMM, HE HY X AAl0TCS B OpraHn3aumm n He
NCMbITbIBAIOT XENaHNs B Hei paboTaTsb.

2. 3apaBatb cebe Bonpoc Tuna «4Yem s MOry noMouyb CBOEN OpraHu3auun?» — 370 3HaA4UT
HayaTb MNOWCK HEUCMNONb30BaHHbIX PE3EPBOB a CBOEM paboyeM MecTe. Kak Ham U3BECTHO,
0OCTaTO4YHO 4aCTO MHOrOe M3 TOro, 4TO TPaAMLMOHHO BOCMPUHMMAETCS Kak obpasLoBoe
BbINONHEHNE CBOMX 00513aHHOCTEN, Ha cCaMOM Aefie SBASeTCs Nvwb 6neaHon TEHbIO TOro, HTO
B MPWHLMMNE MOXHO AOCTUYb HA AAaHHOM paboyem MecTe.
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3. TpaAMLUMOHHO KOMMYHVKATNBHbIE OTHOWEHUSI CTPOMUIUCL MO HUCXOASIWEN, TO eCTb OT
PYKOBOAUTENS K UCMONHUTENSIM. Ho fieno B TOM, 4TO NpaBu/bHble KOMMYHUKATUBHbIE
OTHOLEHNS Ha 3TON OCHOBE MPOCTO HEBO3MOXHbI... YeM ¢ 6onblwmM ycepamem ctapaeTcs
HayaNbHWK OOBECTU YTO-TO A0 CBEAEHMUS CBOErO NOLYMHEHHOrO, TeM 60/blie BEPOSTHOCTb
TOrO, 4TO NOCNEOHWUA BOCTIPUMET 3TO B UCKaXEHHOM BUIE.

4. CtaBka Ha 6e3yr|peL|Hb|x N0 aen, MMEWMX O4HN TONbKO AOCTOMHCTBA N HUKAKMX
HenoCTaTKoB (BMeCTO <<6e3ynpequ|x» MOryT ObITb MCMONb30BaHbI Takne BblpaXeHun4, Kak
«uenbHasa NMMYHOCTb >, <<3penb||7| 4yeioBek», <<,D,I/ICLI,I/II'IJ'II/IHI/IpOBaHHbII7I qenoseK»), roBoput o
nocpencTBeHHOCTU, eC/in He O HEKOMMNMETEHTHOCTU ynpaBnﬂromero...HeT TakKoro rnoHATns, Kak
<<XOpOLLII/II7I yenosek». Becb BOMNPOC B TOM, 4YEM OH XOpOL.

5. liobas paboTa, okasaslwasiCs HEMNOCUIbHON ANt HECKONbKMX UCNONHUTENEN (MPUTOM TakuXx,
KOTOPbIE OTNNYANNCh C CaMO Ny4liei CTOPOHbI HA CBOUX NPELbIAYLWMX AONXKHOCTAX), AONXHA
6bITb NPU3HaHa HEMPUroaHOM Osl BCEX .

6. B kax,a0M y4ebHMKe No MapKeTUHry COLEePXUTCS 3akNoYeHNe, YTO ynpaBneHue cobiTom, a
TakXxe pekiama u NpoABUXeHNE NPOAYKUNM HAX0ASTCS B BEASHUN OOHOIO YNpaBisiowero no
MapkeTuHry. OnbIT KPYMHbIX MPOVM3BOANTENEN NOKA3bIBAET, YTO TAKOE WMPOKOE TONIKOBAHME
06si3aHHOCTEN pykoBOAMTENS CNyXObl MapkeTUHra HeBepHo. B aToMm cnyyae Tpebyetcs
coyeTaHne appekTMBHOCTM B peannaaumm ¢ yMeHneM BO34enNCcTBoBaTb Ha nogei. Takme
KauyecTBa peaKo COCYLECTBYOT B OAHOM YENOBEKE.
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7. TecTbl co3patoTcsa Ncuxonoramu, nabbl onpenennTb AnarHo3 60ﬂbHOMy 4yenoBeky...

8. Ecnu ynpaeneHuam ynaeTtcsl yCTaHOBMTb XOPOLWME OTHOWEHWS B CBOMX OpraHn3auunsix, To
9TO HE MOTOMY, YTO Y HUX ECTb «TaNaHT 0bpaleHNs C NAbMM». DTO MOXHO OO BSACHUTL TEM,
4TO B CBOEl paboTe OHW HaleneHbl Ha Bkag B obuwee aeno. VIMeHHO No3TOMY 3TU OTHOLEHUS
NPOAYKTMBHbI, @ 3TO N ABNSETCA €ANHCTBEHHO BEPHBIM ONPELAENIEHNEM «XOPOLIMX
4eNOBEYECKMX OTHOLWEHWA». BblipaxeHunst Tennbix YyBCTB 6ECCMbICNEHHbI 1 faXe NNLEMEPHDI,
ecnu He byneT cywecTBoBaTb 0bLeli HaNPaBNEHHOCTN Ha BbINOIHEHME ONPeLENEeHHOM
paboTbl. C opyroi CTOPOHbI, BO3HMKAIOWMNE BPEMSI OT BPEMEHW CNOBECHbIE Nepenankun He
ABNSIOTCS CEPbEe3HON NOMEXO BO B3aMMOOTHOWEHNSX NOAEN, ECNN OHN CTPEMATCS K
LOCTUXEHMIO 06WKMX pe3yNbTaTOB U PELWEHUIO NOCTABNEHHbIX Nepes BCeMU 3aaad.

9. Kak nokasbiBaeT NpakTuKa, CyLecTByeT TONbKO TPU 06 bACHEHUS! «HE3aMEHUMOCTU»
paboTHUKa:

A) OH B 0ENCTBUTENBHOCTN HEKOMMNETEHTEH N MOXET Oep>XaTtbCs TONbKO 3a CHET OTCYTCTBUA
Yy HEero KOHerTHOI7I OTBETCTBEHHOCTW.
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B) Ero cvnbHble kayecTBa MCNOMb3yOTCS TONbKO Ha TO, 4TOObI NoaaepXxaTb cBoero 6onee
cnaboro HavyanbHUKa, KOTOPbIV HE CMNOCOBEH NPUHMMATL CaMOCTOSATENbHbIX PELLEHWIA.

B) Ero cunbHble kKa4yecTBa HanpaBnstOTCA HA OTCPOYKY PELIEHUS CEPbE3HbIX MPOobNeM nUnn Ha
TO, 4TOObI CKPbITb NX CyLEecTBOBaHME.

b heKTUBHBLIN yrpaBNSAOLLLUNA

1. Hambonee pacnpocTpaHeHHOR oWwnbKoi SBNSETCS OTHOWEHME K TUMMYHOW CUTYaummn Kak K
CEepVN YHUKANbHbIX COBbITWIA, TO €CTb MPOSIBNEHNE NparMaTama npv oTCyTCTBMN NPUHLMNA 1
MOHATUS O TUMNYHOM.

2. ... npunHMMasa Kagposblie peleHns, OH Oenaet CTaBKy Ha Hanndme OoCTONHCTB, a HE Ha
OTCYyTCTBME HEOOCTATKOB Y pa6OTHI/1KOB.
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3. ... OH MbICNUT Kareropusamm nokynartens, KnmeHta nnan naumeHTta, Ha KOTopbix B KOHEYHOM
cyeTe 1 HanpasneHa OeAaTe/IbHOCTb npeanpunatTna, yd4pexgeHmna nnm 60nbHMUBI. Takmum
06pa30M, YTO Oenaet pykoBoauTenb U Kak — ABe pa3Hble BeWwn C TOYKN 3peHNA pe3yibTaTa.

4. B 710 BpEeMs, Kak camo a(pPpekTUBHOE peLleHne OCHOBbIBAETCSA Ha BbiCOYanLllem ypoBHE
KoHUenTyanbHOro nOHNMMaHuA, OencTeue no ero npakTn4eckomy BONIOWEHNO OONXKHO 6bITb
MakcnManbHO NPOCTbIM N HOCUTb MakCMalibHO OI'IepaTI/IBHbIIZ XapakTep.

5. KOHUEHTpauust nnu, MHbIMK CN10BaMm, My>XXECTBO HaBA3bIBATb BPEMEHW U CODbITMSIM CBOIO
COBCTBEHHYIO BOMIO U 3aHNMATbCS TEM, YTO Hanbonee 3HaA4YMMO 1 aKkTyasbHO, - BOT
eOVHCTBEHHast BO3MOXHOCTb YNpPaB/sioWero cTatb NOASIMHHLIM XO35IMHOM BPEMEHN U
06CTOATENLCTB, @ HE UX pabom.

MpuopureThl

VIMeHHO cMenocTb, a He aHanua, OVKTYeT No-HacCTodWweMy BaXXHble rnpasusia onpeneneHnsd
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NPUOPUTETOB:

- OpueHTHpyiiTech Ha Oyayllee, a He Ha MPoLoe.

. KOHLlGHTpMpYVITer Ha BO3MOXHOCTAX, a HE Ha npo6neMax.

. Bbl6l/1paIZTe cBoe cobCcTBEHHOE HanpasJ/ieHne, He NnblBUTE No Teé4eHN0 BMeCTe C OPpYyrmMin.

- CTaBbTe Ons cebs BbiCOKUE Luenn, KotTopble No3BONAOT KPYTO UISMEHUTb CUTYaUUIO, a HE
Takune, KoOTopble «HaOeXHbl» N NErKo OOCTUXWUMbI.

CoBew,aHus

1. CoBelaHms kak TakoBble yXXe Mo CyTU CBOEl SBNSIOTCS YCTYNKoi cnaboi opraHnsaumm.
Mo>xHo nmbo cosewartbcs, nmbo paboTaTsb...

10/ 11



Mutep Opykep "IchheKTMBHBLIN yripaBnsoLWmn"

2. Ecnn B opraHmsauum nocTosIHHO 4YTO-TO 0OCYXAat0T 1 COBELLAIOTCS, 3TO 3HAYMT, YTO B HEW
HWKTO HMYero ToNKoM He aenaeT. CoBepweHHO HeaonycTUMa cuTyauns, kornga paboTHUKN
NPOBOASIT YeTBEPTb MK Bonblue paboyero BpEMeHN Ha pa3HOro poaa CoBelaHusx.

3. MOXHO BECTU COBeLaHNE U cnywatb TO, O HEM roBop4T, Uin caMmomy npunHMMaThb yd4actme n
BbICTyNnaTb — COBMELWATb 3Th OBa npuHUMNAa HENb34.

PelwieHus

1. KayecTBeHHble pelueHUs BbipabaTbiBaloTCS TONbKO B pe3y/bTaTe CTOKHOBEHNS
B3rN5140B, BbICKa3blBaHNS Pa3HbIX TOYEK 3PEHUSI U BbIBOpa OJHOMO CyXAEHNS N3 MHOTUX
BO3MOXHbIX. Takum 06pa3om, nepBoe NpaBuio NPUHATHS PELLeHNst MOXET 3By4aTb Tak:
«Ecnu He nmeeTcs NpeaBapuTENbHbIX PasHOriacuii, HEBO3MOXHO BbipaboTaTb ONTUManbHoe
peweHune».

2. BonblWMHCTBO 30 OEKTUBHBIX PELLEHWIA MOHaYany ocTaBnsieT HEeNPUSITHbIA 0CaLoK.
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