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MMPUHOLLY LLMPI CAOBA MOAIKM MOEMY HOAOBIKY OAEKCAHAPY
['YPMAHY. TU AIOAMHA, KO POOUTL LLeW CBIT AODPILLIMMI LS AYyMKa
3IrpIBAE MEHE Y BAXXKI XBUAMHM | Y XBUAMHM LLLACTS!

INEPEJIMOBA

[Ipobnema npaBUiIbHOT Ta paIliOHAIBHOI OpTaHi3allii BIaCHOI TPYI0BOi isIIbHO-
CTl, €()EKTUBHOTO BUKOPUCTAHHS Ta €KOHOMII 4acy OCOOJMBO aKTyalbHa AJi1 MEHe-
JOKEP1B, KEPIBHUKIB, O13HECMEHIB, SIKUM IIOJACHHO JOBOJUTHCS BUPIIIYBATH O€3114
PI3HOMaHITHUX NHUTaHb. TOOTO cydacHe Oi3Hec-cepe/lOBHINEe BUMArae sik BiJl MEHe-
JDKEpiB, Tak 1 B (axiBIlIB Pi3HOTO MPOdLI0, BMITH MPaIOBaTH B yMOBaX AeIlIUTY
qacy, K OJHOTO 13 HAMIIHHIIINX PeCypciB, M0 BU3HAYa€ €(DEKTUBHICTh BUKOPUCTAH-
Hs IHIOIUX pecypciB (piHAHCOBUX, MATEpIaJIbHUX TOLIO).

HaBuanpHuii MNOCIOHMK TPU3HAYEHUW JI1 BHUBYEHHS JUCUHUILUIIHU «TaiM-
MeHeDKMEHT». [lociOHuK mormomMarae maroTyBaTy 3400yBadiB BHINOI OCBITH J0 YC-
MIITHOT POOOTH B COIIATLHO-KYJIBTYPHIiHM cdepl Ha OCHOBI ()OpMYBaHHS y HUX CHUCTe-
MU 3HaHb T4 HABHYOK I[0/I0 OpraHi3allii yacy Ta MiJBUIIEHHS BJACHOI €()eKTHUBHOCTI,
HaOyTTs npodeciiiHMX KOMIETEHLId Ha OCHOBI 1HAMBIAYyAJIbHUX OCOOJMBOCTEN Ta
MOBEIIHKOBUX HAaBUYOK, sIKI HEOOX1HI MaOyTHbOMY KEpIBHUKY. Y pe3yJbTaTi 3]10-
OyBau BHUIIOI OCBITH MOBWHEH 3HATU: KATETOpIaJIbHUI amapar, OCHOBHI MPUHIIUIIH,
METO/M, TEXHIKM YIPaBIiHHA YacOM; OCHOBHI METOJM IHBEHTapu3allli Ta aHalizy
BJIACHOTO Ta OPTaHi3alliHOIO 4acy; MPUHUMUIIM 1 TpaBuiia MJaHyBaHHS 4acy, BU3Ha-
YEHHS BJIACHUX LIUIEH 1 pO3CTAHOBKH MPIOPUTETIB MPU NPUUHATTI SIKICHUX YIPaBIIiH-
CBKHX DIIIeHB; OpraHi3alliifHi MPUHIAIKA PO3MOPSJIKY JTHS 3 YpaXyBaHHSIM TeMIlepa-
MEHTY Ta OI0pUTMIB JIIOJUHU; TICUX0(]I310JI0TIYHI pe3epBU JTIOJUHU; CIIOCOOM ITiBH-
IIEHHS BJACHOI €()eKTUBHOCTI; BUIU, ITpaBuia Ta MOMUIIKA CAMOKOHTPOJIIO.

Takoxx HaBuanbHMII TOCIOHMK TIPU3HAUEHO [JII HAYKOBHX, HAyKOBO-
MeJaroT1YHUX MpalliBHUKIB, aclipaHTiB, MEHEIKepiB, (PaxiBIiB, a TAKOXK YyCiX, XTO
I[IKaBUTHCS MUTAHHAMH TalM-MEHEPKMEHTY.



PREFACE

The problem of proper and rational organization of their work, efficient use and
saving time is especially relevant for managers, executives, businessmen, who have
to deal with many different issues every day. That is, the modern business
environment requires both managers and professionals of different profiles, to be able
to work in a shortage of time, as one of the most valuable resources, which
determines the efficiency of other resources (financial, material, etc.).

The textbook is designed to study the discipline of "Time Management". The
manual helps to prepare students for successful work in the socio-cultural sphere by
forming a system of knowledge and skills to organize time and increase their own
efficiency, acquire professional competencies based on individual characteristics and
behavioral skills that are necessary for future leaders . As a result, the applicant
should know: the categorical apparatus, basic principles, methods, techniques of time
management; basic methods of inventory and analysis of own and organizational
time; principles and rules of time planning, definition of own goals and setting
priorities in making quality management decisions; organizational principles of the
agenda, taking into account the temperament and biorhythms of man;
psychophysiological reserves of man; ways to increase their own efficiency; types,
rules and errors of self-control.

The textbook is also intended for researchers, research and teaching staff,
graduate students, managers, professionals, as well as anyone interested in time
management.
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