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MHCTPYKIHUA Ne 1
MpaBHJIa THKETA NPH 00IeHHH ¢ HHBATHIAMH

PaGoTHUKAMM OpPraHU3alyii, IPEIOCTABIISIONMX YCIYTH HACCICHUIO, TO/IKHA OBITH OKa3aHa
[TOMOINb MHBAIMAAM B IIPEOOJICHHH 0aphepoB, MELIAIOIIKX IOMYICHHIO HMH YCIYT HapaBHC C
OPYTUMH JIALAMH.

COBOKYTIHOCTB CIIOCOOHOCTEH, 3HAHUH H YMCHUH, HeoOX0MUMBIX 1 9 HEKTUBHOTO OOIECHHS
IpH OKa3aHWW ITOMOIIM HHBAIHAAM B TIPEOJOTCHAU GapbepOB HA3BIBACTCH KOMMYHHKATHBHAS
3¢ heKTHBHOCTD.

KommMyHukamust (00Ienne) paccMaTpuBacTes Kak Ba)KHeHImas CTOpoHa JI000H eI TeIbHOCTH,
BO MHOTOM OOeCIeYHBAIOINAL €¢ YCIeX ¥ HPOAYKTHBHOCTh, KOMMYHHKATHBHAA KOMIETCHTHOCTR
HeoOXomuMa KaxIoMy. JIs CICHHaNHCTOB MPOMECCHOHANBHO 3HAYAMBIME SABJAIOTCA YMEHHS
NPABHIBHO BOCIPUHAMATH W MOHMMATH JPYrOro HeNOBEKAa, PAMOTHO OKa3bBATh yCIyrH B
YUPEKICHUM HJIH OPraHU3AIHH.

PasBuTie KOMMYHHKATHBHBIX YMEHUH CKIIQIIBACTCS U3 CIICIYIOMIMX OCHOBHBIX HABBIKOB:

+  wm3beraTh KOH(IUKTHBIX CHTYaIHH;

+  BHHMAaTEJIFHO CIIyIIaTh HHBAIUIA U CIIBIIIATH €T0;

perymupoBath COOCTBEHHbIE SMOLUH, BOSHAKAIOMIME B IIPOLECCE B3aMMOJCHCTBHS,

«  obecreudBaTh BEICOKYIO KYJIBTYPY U STUKY B3AUMOOTHOLICHHUH;

«  [MBHJIM30BAHO IPOTHBOCTOATH MaHHUITYIHPOBAHHUIO.

CyIIecTBYIOT 00IIHe NPaBH/IA ITHKETa NPH 00IMEHHH ¢ MHBAINAAMH', KOTOPBIMH MOTYT
BOCIIONB30BATHCA PAOOTHUKA OPTaHM3alMH, IPEOCTaBILIONINX YCIYTH HACEICHHIO, B 3aBUCHMOCTH
OT KOHKPETHO# CHTyallUu:

1) Obpawjenue K uenoeéexy. KOrJa BBl PasrOBapUBacTe C HMHBATHIOM, obpamanTecsh
HEIIOCPeACTBEHHO K HeMy, @ He K CONPOBOXIAIOWIEMY HIA CyPHOICPEBOITHKY, KOTOPBIC
IPUCYTCTBYIOT IIPH PasroBope.

2) Ioxcamue pyku: KOTZa BAac 3HAKOMST C HHBAIHIOM, BIONHE ECTECTBCHHO IOXATh EMy
PYKY: JaXe Te, KOMY TPYZHO IBUTaTh DyKOH MM KTO MOJIB3YETCs IIPOTE30M, BIOTHE MOTYT HOXKATH
PYKY — [IPaBYIO HJIH JIEBYIO, YTO BIIOTHE JOTYCTHAMO. '

3) Haswieaiime cebsa u Opyaux: KOTJa BBl BCTPEYACTCCh ¢ TCIOBEKOM, KOTOPBIH IJIOXO HIIH
COBCEM HE BUJIAT, 0043aTeIbHO HasbiBaiTe ceOs U TeX JIEOAeH, KOTOPHIS IPHILIA C BAMH. Ecmu y Bac
o6mas Geceza B Ipyrme, He 3a0biBaiiTe MOSCHHTH, K KOMY B JaHHBIH MOMEHT BBI obparmaerecs, U
Ha3BaTh cedsl.

4) Ilpednooicenue nomouju. €CIA BBl IPEIAracTe IOMOIID, KINTE, [IOK& €€ TIPUMYT, a 3aTeM
CIIpalTuBaiTe, 9TO ¥ KaK JeaTh.

5) Adexsamnocmb u 6ediciuéocmp: OOpallaiTech €O B3POCIBIMHA HMHBATMAMH KaK €
B3pocevi, O6paraiitech K HEM 110 HIMCHH H Ha Thl, TOLKO SCIIH BbI XOPOIIO 3HAKOMBI.

6) He onupatimecv Ha Kpecno-KONACKY: ONUPATBCS WM BHCHYTH Ha Yphel-TO WHBAJIUIHOMA
KOJISICKE - TO JKe camoe, 4TO ONHPaThCS WX BHCHYTH Ha ee obnanarerne, H 5TO TOXKE pasjipaxacrt.
HBaIHIHAS KOTSCKA - 3TO 9aCTh HEIPHKACAEMOr0 IPOCTPAHCTBA YeIOBEKa, KOTOPBIH €€ HCTIONB3YeT.

7) BuumamensHocmbs U Mephenuéocmy: KOTZA BBl DPAsTOBAPHBAETE C HCIOBEKOM,



HCIBITHIBAIOIIAM TPYJAHOCTH B OOIIEHHH, CIOyLIaiiTe ero BHUMATeNbHO. By/IbTe TeprenuBsl, XIuTe,
KOI'Jla Y€JI0BEK caM 3aKoH4HUT (pasy. He mompasusiiTe ero u He moroBapupaiite 3a Hero. Hukornaa ne
TIPUTBOPSIHATECE, Y9TO BBI IOHUMAETE, €CIIM HA CaMOM JIENe 9TO He TaK. [TOBTOpUTE, YTO BBI OHSIH,
9TO ITOMOKET YEIIOBEKY OTBETHTH BaM, & BaM — IOHSTH €r0.

8) Pacnonoocenue Ona Gecedvl: KOTHA BBl TOBOPUTE C WYEJOBEKOM, MOIB3YIOIIUMCS
UHBAIUHON KOJISICKOM MIIM KOCTBULIMH, PACIONIOKUTECH TaK, 4TOOLI BAllld M €ro riasa 6bLIM Ha
OJTHOM YPOBHE, TOT/Ia BaM OyJ€T jerde pa3roBapuBath. Pasropapuas ¢ TEMH, KTO MOKET, YHTATD 110
rybam, pacronoxuTech Tak, urobs! Ha Bac manan ceer, 1 Bac 65110 X0pomo BHIHO, TOCTapaiTeCh,
uT0OBI Bam HHYero (ema, curapeTs, pyku), He MEIIaIo.

9) Ilpusneuenue 6numanus yeiosexa: 9TOOBI IPUBIICYs BHUMAHHUE YEIOBEKA, KOTOPBIH MITOXO0
CIIBIIINT, IIOMALIHTE eMy PYKO# WM TTOXJI0naiTe 1o miedy. CMOTpUTe eMy IpsIMO B Iia3a U TOBOPUTE
4eTKO, HO HIMEHTE B BUJTy, 9TO HE BCE JIIOAH, KOTOPBIE [UIOXO CIBIIIAT, MOTYT YUTATh 10 TyHaM.

10) He cmywaiimecs, eciu ciyuaiiHO JOMYCTHIIM OILIOIIHOCTS, cKa3as "Yeuaumes" win "Ber
CIIBIIATHE 00 3TOM...7" TOMY, KTO HE MOYKET BUIETH MM CIIBIIIATh.

11) Taxxe paspaboTaHbl mpaBHIa STHUKETA UL JIMI C Pa3sHBIMU PACCTPOHCTBAMH (ByHKIHIA
opranusma.’ CIMCOK MpaBHJ JOCTATOYHO BENMK. ECIH COMHEBAeTeCh, paccuuThIBalTE Ha CBOMU
3ApaBbI CMBICI M CHOCOOHOCTH K COUYBCTBHIO. OTHOCHTECH K JPYroMy 4elOBEKy, Kak K cebe
CaMoOMy, TOYHO TaK K€ €ro yBakaTe - M TOr[a OKa3aHHE YCIYTH B YUpPEKICHUH U obiieHue 6yayT
3phEKTUBHBIMHU.
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HMHCTPYKLHUA Ne 2
npaBHJIa 3THKETA NPH 00LIEHNH ¢ HHBAJIHIAMH,
HCHBITHIBAIOIIHMH TPYAHOCTH NPH NepeIBHKeHHH

1) TlomHuTe, 4TO WHBATHAHAA KOJCKA - HENPUKOCHOBEHHOE IPOCTPAHCTBO CIOBEKA. He
o6IoKauMBaliTeCh HA Hee, He TONKalTe, He KiaquTe Ha Hee Horu Oe3 paspemnenusd. HauaTe KaTHTh
KoIscKy Ge3 coriiacks HHBNHAA - TO )K€ CaMoe, YIO CXBATHTh W IOHECTH YCIOBEKa 6e3 ero
pa3zpelneHus.

2) Bcerna crpamuBaiite, Hy KHa JIU TIOMOIIb, IIPEK/IE YEM OKa3ath €e. [TpennaraliTe MOMOIIb,
€CJIH HYKHO OTKPBITH TSUKEIYIO IBEPh WJIM IPOHTH 110 KOBPY C JIMHHBIM BOPCOM.

3) Ecim Bamie MpEeANOXKEHHE O MOMOIIM [PHHSTO, CIIPOCHTE, 9TO HY)KHO JCNaTh, H TCTKO
ciienyiTe HHCTPYKIHAM.

4) Ecmu BaM paspellniId IIEpeBHTaTh KOILICKY, CHadana KaTWTe €€ ME/UICHHO. Komnscka
BBICTPO HAGUpPAET CKOPOCTh, H HEOKUJIAHHBIA TOTIOK MOMKET IPHBECTH K IIOTEPE PABHOBECH.

5) Bcerma muHO yGexnaiiTech B JIOCTYNHOCTH MECT, I 3aIIAHAPOBAHBL MEPOTIPUATHA.
3apaHee MOMHTEPECYHTECh, KaKue MOTYT BOSHMKHYTH mpoOeMsl WM G6apbephl U KaK HX MOXKHO
YCTPaHUTB.

6) He Hamo xjonarh 4YenoBeKa, HAXOMAICTOCS B WHBAIMIHON KOJISICKEe, I10 CIIHHE HIH IO
Ieuy.

7) Ecnm BO3MOMKHO, PacIONIOKUTECH Tak, yToOBl Bammy Jjuia OpUIM Ha OJHOM YPOBHE.
U36eraiiTe MOIOKEHHUS, IIPH KOTOPOM BammeMy coOecelHUKY HyKHO 3alIPOKUIBIBATE [OJIOBY.

8) Ecmu cyImecTBYIOT apXUTEKTYpHbIE 6apbepkl, IPEyTIPe/UTe O HUX, gTOOBI YETTOBEK MMEIT
BO3MOJKHOCTE [IPUHAMATH PEINCHUS 3apaHee.

9) IlomnmTe, 9TO, KaK MPaBHJIO, y JIHOACH, MMEIOMHUX TPYJAHOCTH IPH NCPCABIKCHNUH, HOT
npoOIeM CO 3peHHEM, CIIyXOM U IOHHMaHHEM.

10) He mymaiiTe, 9T0 HEOOXOIMMOCT MOB30BATHCA HHBATHIHOU KOJIICKOH — 3TO Tpareaus.
D10 crocod cBoGOAHOTO (ECITH HET apXUTEKTYyPHBIX 0apbepoB) IEPEIBHKCHH. Ecte moau,
IONB3YIOIMKMECS MHBATMIHON KOJSCKOM, KOTOPBIE HE YTPATHIH CIIOCOOHOCTH XOIOWTh M MOTYT
IIepe/IBUraThCs ¢ TIOMOIIBIO KOCTBUIEH, TPOCTH U T.II. KOISICKH OHH MCHONB3YIOT [JIS TOTO, YTOOBI
SKOHOMHUTH CHJIBI U OBICTpEE TEPSABUTATHCA.
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WHCTPYKIHASA Ne 3
NpaBHJIA 3THKETA NPU 00IEeHAN ¢ HHBAIH/IAMH,
HMeIOIIHMH HapyUIeHHe 3peHHe HJIH He3pA1HMH

1) Ilpennaras CBOIO MOMOIIb, HATIPABIIANTE ICIOBCKA, HE CTHCKHBAHTE €ro pyky, HIMTE Tak,
Kak BBI 00BMHO XouTe, He Hy)KHO XBaTaTh CIIEIIOr0 YeI0BEKa ! TalllUTh €ro 3a coboi.

2) OmnuimuTe KpaTko, Ie BBl HaXOMHTECE. ITpemyrpexknaiTe O NPENATCTBUSIX: CTYIECHSAX,
JIy’aX, SMax, HU3KUX [PUTOIIOKAX, TPyOax i T.IL.

3) Wcmoms3yliTe, ecid 3T0 yMECTHO, ()pasbl, XapaKTEpU3YIOIHUE 3BYK, 3amax, pacCTOIHHC.
Jlenutech yBUICHHBIM.

4) O6pamaiitece ¢ Cco0aKaMU-TIOBOJBIPAMU HE TakK, Kak C 0OBIYHBIMH  JIOMAIHHMH
sxuBoTHEIMU. He koMaryliTe, He Tporaiite U He HrpaiiTe ¢ COOAKOH-TIOBOIBIPEM.

5) Ecnu BEI coGMpacTech YUTATh HE3PSYEMy UCJIOBEKY, CHavama IPEAylpeluTe 06 3TOM.
ToBopuTe HOpManbHBM royocoM. He mporryckaiite HH(OPMALIHIO, €CIH Bac 00 3TOM He TIOIPOCAT.

6) Ecmu 9To BaXHOE IMCBMO HIIM JOKYMEHT, HE HYXHO I yOeMTeIBHOCTH JaBaTh €ro
roTporaTh. lIpd 3TOM HE 3aMEHAHTEC YTCHHE MEPECKaA30M. Korzma He3psumi YelOBEK IOJUKEH
OJMHCATh JOKYMEHT, TIpounTaiiTe ero o0s3arensHO. VHBATHIHOCTD HE 0CcBOOOKIAET CIEIOro
4eI0BeKa OT OTBETCTBEHHOCTH, 00YCIOBICHHOH JOKYMEHTOM.

7) Bcerna o6pamaiiTech HETOCPEICTBEHHO K YETOBEKY, IaXKe €CIIM OH BAC HE BHJMT, & HE K
€ro 3psueMy KOMIIAHBOHY.

8) Bcerna HaspiBaiiTe ce0s M NMPEJCTABISATE APYTHX coOeceIHHKOB, @ TaK¥kKe OCTAIBHBIX
IPUCYTCTBYIOUMX. ECIH BBl XOTHTE MOXKaTh PYKY, CKaXHTS 06 3TOM.

9) Korua BBl Ipe/aracTe He3psIeMy JeI0BEKy CeCTh, HE ycakiBaliTe €ro, a HarpaBbTe PYKY
Ha CIIMHKY CTyJ1a KK II0/UIOKOTHHK. He BOHTE 110 MOBEPXHOCTH €T0 PyKY, & JaiTe eMy BO3MOKHOCTb
cB0GOIHO MOTpOrarh npeaMeT. Eciu Bac MOMPOCHIH IIOMOYb B3ATh KaKoi-TO MpeaMeT, He CICIyeT
TSHYTB KHCTB CIIETIOr0 K TIPEIMETY U OpaTh €ro PYKOI 3TOT IIpeaMeT.

10) Korza BbI 0611a€TECh C TPYNIIOH HE3PIINX mofel, He 3a0bIBaiiTe KaXKIbli pa3 Ha3bIBaTh
TOrO, K KOMY BBI 00paInaeTech.

W) He 3acraBisiite Bamero coOece/HWKa BemaTh B IyCTOTY: €CTH BbI IEPEMCIIACTCECE,
OPELYIPENUTE €ro.

12) BriotHE HOpPMalbHO YHOTPEOIATE CIIOBO «CMOTDETH). Jlis He3psA4ero delIoBeKa 3TO
03HAYaET «BHJIETh pyKaMHUy, OCA3aTh.

13) UsGeraiiTe pacIUIBIBYATEIX ~ ONPEACNICHUH ¥ HHCTPYKIMHA, KOTOpEle  OOBIYHO
COIPOBOXKIAIOTCS JKECTaMH, BBIPAXKEHHH BpOJIE «CTakaH HaXOOUTCA THOE-TO TaM Ha CTOIEY.
Crapatitecs GbITh TouHBIME: «CTaKaH IOCEPEAUHE CTOIA.

14) Ecnu BBl 3aMETHIH, 9TO HE3PAUMH 9ETOBEK cOuIcs ¢ MapmpyTa, HE YIPaBIIaHTE €ro
JBHKEHHEM Ha PACCTOSHHH, TOLOH/IITE H TOMOTHTE BEIOPAThCA Ha HYKHBIA I1yTh.

15) Tlpu crycke WM IOXBEME TIO CTYNIEHbKAM BEMTE HE3PAIETO NEPHCHIUKYIIAPHO K HIM.
[lepenBHrasich, He JeNaiTe PEIBKOB, PE3KHX nerKeHrH, [Ipi COPOBOKACHHM HE3PSYIEro YEI0BEKa
He 3aKajBIBaiiTe pyKH Hasa — 3TO0 HeyI00Ho.
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MHCTPYKIHA Ne 4
MpaBHJIa STHKETA NPH 00LIEHHH ¢ HHBAJIHIAMH,
MMEIIHMH HapylIeHHe CJIyXa

1) PasropapuBas C 9eIOBEKOM, y KOTOPOTO IIOXOH CIlyX, CMOTPHTE HPAMO Ha HETO. He
3aTeMHsITE CBOE JIUIO M HE 3aropakuBaiTe ero pykamH, BOJIOCAMH HIIM KaKHMH-TO IPEAMCTaMH.
Bair cobeceTHUK JOIKSH UMETH BO3MOKHOCTE CJICAHTE 33 BRIPAKCHUEM BallICro JIHILA.

2) CylecTByeT HECKOIBKO THIIOB M CTENEHEH IIIyX0Thl. COOTBETCTBEHHO, CYIIECTBY ST MHOIO
CII0c060B OOIIEH s ¢ MOABMH, KOTOPBIE IIIOX0 cIbImar. Ecii BbI He 3HaeTe, KakOH IPEANoYeCTh,
CIIPOCHUTE Y HUX.

3) HekoTopsle JIOLH MOTYT CIIBIIIATE, HO BOCIPHHAMAIOT OTACTBHBIC 3BYKH HEIPaBUIBHO. B
3TOM CIIydae TOBOpHTE GoJiee TPOMKO H YeTKO, MOAOUpas MOAXOAAIIH yposenb. B apyrom ciyyae
OHATOGHUTCS JIANIB CHU3HTE BEICOTY T0JI0CA, TAaK KaK YeJ0BEK YTPATHII CIIOCOOHOCT BOCIPHHAMAT
BBICOKHE 9acTOTBL

4) Yro6bl IpHBJIEYH BHUMAHHE YET0BEKA, KOTOPHIH II0XO0 CIBIIIUT, HA30BAUTE €0 [0 MMCHH.
Ec/ OTBETA HET, MOYKHO CJIerka TPOHYTH YeJIOBeKa HITH JKe IOMaxaTh PYKOH.

5) Tosopute scHO U poBHO. He HYXHO H3/IHINHE MOAYCPKUBATE YTO-TO. Kpuuats, ocobeHHO
B yXO0, TOXE HE HaJ0.

6) Ecim Bac mpocAT [OBTOPUTE YTO-TO, MONPOOyHTe IepedpasupoBaTh CBOE MPEUIOKCHHUE.
M cnons3yHTe JKECTHL.

7) V6enurech, 9TO Bac MOHAIH. He crecHAiTECH CIPOCHTD, IIOHSII U Bac co0OeceIHHK.

8) Ecmu BB coobmaere HHGOPMALIHIO, KOTOPas BKIFOYACT B ceGs HOMep, TeXHHUECKUH M
APYTOl CIOKHBIH TEPMUH, a[pec, HAUINUTE ee, COOGIIUTE 1Mo (hakcy HIH DIEKTPOHHOM I10YTE I
JEOGBIM IPYTHM CIIOc000M, HO Tak, 4To0bI OHA 6bLia TOYHO IOHATA.

9) Ecau CymecTBYIOT TPYAHOCTH IIPH YCTHOM OOINCHHH, CIIPOCHUTE, HE Oymer mu mpoie
NePETTHCHIBATHCA.

10) He 3abwmaiiTe 0 cpepe, KOTOpas Bac OKpykaeT. B OONBIIMX HIM MHOTONOAHBIX
OMEMIEHHSIX TPYAHO 06mAaThCsA C JEOIBMH, KOTOPBIE II0XO CIIBIIAT. SIpKoe CONHIE UK TEHb TOXKE
MOryT OBITE OapbepaMH.

M) OueHp 9acTo ITyXHE JIOAM HCIONB3YIOT SA3BIK JKECTOB. Ecmu BBl obOmaeTech 4epes
nepeBojUNKa, He 3abyapTe, YTO OOpAIIAThCS HAN0 HEMOCPEACTBEHHO K COOSCENHUKY, a He K
IIEPEBOIUHKY.

12) He Bce mosm, KOTOpbIE IUIOXO CIBINAT, MOTYT 9MTaTh IO rybam. Bam jydmie Bcero
CIIPOCHTH 06 3TOM TIpH MepBoi BeTpede. Ecmu Bam cobeceHUK 007aqaeT ITHM HABBIKOM, HYXKHO
COBIIONATh HECKOJBKO BaKHBIX IIpaBui. IloMHHTE, YTO TOJIBKO TPH W3 JAECATH CJIOB XOpOIIO
MPOYHUTHIBAIOTCA.

13) HyHO cMOTpeTh B JHIO COOECEJHUKY M TOBOPUTH SICHO M MEUICHHO, HCIIOJIb30BATh
npocTsie (passl U u30eraTh HECYIIECTBEHHBIX CIIOB.

14) Hy)HO HCIONB30BaTh BHIPAKEHHE JIMIA, KECTBL, TENOJBMIKCHMS, €CIH XOTHTC
OI4EPKHYTh WK IPOSACHHUTE CMBICII CKa3aHHOTO.



