15 mpaBuJ Tes1e()OHHOTO 00IIEHU S

OO6LeHmne no TenedoHy - 3TO pa3roBop ABYX CrenbIX, KOTOPbIE MO rosfiocy BbiCTpanBatoT y cebsi B
ronioBe obpas cobecegHuka. Kto 38oHUT? Komy 3BOHUT? ECTb N BO3MOXHOCTb Y BalLero
cobecepHvka pasroBapuBaTb? A BOPYT Bbl BbITALLMIIN YenOBeka uU3-nog aywa? Kak Bbl gymaeTe,
Kakon OyOeT peakumsa AMPEKTOpa Ha TaKoW 3BOHOK.

maBHOe B Hauane pasroBopa - co34aTb JOBEPUTENbHbIE OTHOLLIEHMS, a 3aTeM npoBecTn beceny B
COOTBETCTBUM C TOW LIeNbI0, paan KOTOpon Bbl 3BOHUTE. [1na aToro cobnogarite cnegyroLimne npasuna
o6LLeHns no TenedoHy.

Npasuno 1. NMAHUPYWUTE NEPErOBOPbI

Mepen Ha4Yanom pasroBopa XopoLo NpoayMainTe:

e ynobHoe BpeMs ANns 3BOHKA U ero AnNUTeNbHOCTb;
e YeTKO OfnpeadennTe Lienb CBOEro 3BOHKA;
e COCTaBbTe MnaH BeeHUs1 pa3roBopa.

MpoaymaiTe OTBETHI Ha CriedyloLLne BOnpocChI:

e Y70 Bbl COBMpaeTech pacckasatb 0 cebe 1 kKomnaHuw, B KoTopon pabotaeTte?

e Kakue Bonpockl Bbl cCOBUpaeTech 3aAatb cobeceHnKy, YTOObI BbIACHWUTbL €ro NOTPeBbHOCTU 1
€o34aTb He06XoAMMY MOTMBALUMIO ANSA AanbHeNLen BCTpeymn?

e Kakve moryT ObiTb BO3paXkeHusi, 1 Baluy BO3MOXHbI€ OTBETbI?

e Kak Bbl cobupaeTech 3aBepLUMTb PasroBOp U JOrOBOPUTLCS O BCTpeye?

Mpasuno 2. CHAUMAWUTE TPYEKY HA 3-U/ CUIHAIT (B Tom cniyuae, eCnn Bam 3BOHSAT).

TenedoHHbIV BM3HEC-3TMKET HOPMUPYET obLLeHne ¢ knueHToMm. Mo cobniogeHnto usHec-aTukeTa
KMWEHT CyauT O KOPNopaTMBHOM KynbType komnaHun. MNogHumanTe Tpybky Ha 3-uin 3BOHOK: Ha NepBbIn
3BOHOK — OTNOXWUTE ena, Ha BTOPOW — HAaCTPOWTECh, Ha TPETUIN — YNbIOHUTECH U CHUMUTE TpyOKy. Ecnn
TpybKy Bbl He 6epeTe CULWIKOM A0Mro, 3TO CBMAETENbCTBYET O HN3KON KOPMOPaTUBHON KynbType
KOMMaHuw.

He cyeTtnTechk. OueHb MHOMME MOMEHTaNbHO XBaTatT Tpyoky. JTlo6omy YernoBeky TpebyeTcs xoTs Obl
ropa cekyHa, YToBbl CKOHLLEHTPUPOBATLCS Y HACTPOUTLCS Ha Pa3roBop.

Mpaeuno 3. PA3TOBAPUBAS MO TENE®OHY, OBA3ATENBbHO Y/IbIBAUTECh.

MomHUTe, Koraa Bbl yrbibaeTeck, Ball rofioc cTaHoBUTCS 6onee NpusATHLIM. Tak YTo, ynblibanTeck valle.
HekoTopble TenegoHHble Npodun pa3MeLlatoT 3epkano HanpoTuB, YTOObI BUAETL BbipaXkeHne CBOEro
nuua, noka oHW roBopsiT. Bce 310 No3BoNSIET KOHTPONMPOBATL HaNU4YMe ynbloku Ha nuue.

Npasuno 4. MTPUBETCTBYUTE COBECEQHUKA.

MpuBeTcTBYMNTE cobeceqHMKa MakcumarnbHO 4o6poXxenaTensHo U SHepPrnyHo. MpuaymanTe HECKOMNbKO
cnocoboB Kak MOXHO nosgopoBaTees. [ycTb y Bac OyayT pasnuyHblie BapuaHTbl, Ans fnogen pasHoro
nona n Bo3pacrta. Pa3roBop ¢ KNMeHTOM Nny4lle HadMHaTb co crioB «obpbiri AeHb (YTpo, Bevep)». OHK
Oornee XuBble 1 pacnonararLmne, Yem NPOCTO «34PaBCTBYNTEY. [TOMHUTE, YTO HA TOM KOHLe NpoBoAa
KTO-TO TOXE XOYET, YTOObI €ro yBaxkanu, MoHUManu u, MoXeT ObiTb, B 3TOT MOMEHT MOMOITN eMmy...

Mpasuno 5. BALWL NONOC - BALLA BUSUTHAA KAPTOYKA.

Mo coaep»kaHunio NepBbIX CMOB 1 MO 3By4aHWIO rofloca KIMeHT onpeaenseT Ball NpodeccroHanuam,
BbIGMpaeT cTunb 06LLEeHMs ¢ Bamu. Ball ronoc — ato ogexaa, UBeT BOSOC, TEMMEPaMEHT U BblpaXKeHne
numua. NoMHuTe, YTO Npu TenedoHHOM pa3roBope Bbl HE CMOXETE COMPOBOAUTL CrOBA MUMMKON 1
XecTtamu. 34ech npexae BCEro BaXkHO 3ByYaHWe BaLLEro rosioca, yMeH1e rpamMmoTHO BbipakaTb CBOU
MBICIN 1, KOHEYHO, Kak HENMpeMeHHOe YCroBue, yBaxeHne kK cobeceHuKy.

MpaBuno 6. HASOBUTE CEBA NO UMEHW.



YeTKo Ha3oBUTE CBOE MMs U hamunumio. 3aTeM Ha30BUTE KOMMNaHMI0, KOTOPYHO Bbl NpeacTaBnsieTe.
(«MeHs 30ByT ... KomnaHusa «Tpu kutar). BoT BapnaHTbl, KOTOpPblE MOXHO Ha3BaTb KpalHe BpeaHbIMU U
HeyaayHbIMU: «Yragan, kTo Tebe 3BOHUTY», «Heyxenn Tbl He y3HaeLb MeHA?». 3TW BONPOCHI CO3aa0T
NCMXONOrMyecknii ANCKOMMOpPT y Apyroro Yyenoseka. [NoctaBbTe cebsa Ha MECTO KNMEHTA, U Bbl
Nno4vyBCTBYyETE pasapaxeHune. He yamBnanTechb, eCnu KNMeHT ByaeT CONpOTMBNATLCS BalLUM
npeanoXXeHNsM nocne Takoro npmeTcTeus. K HeyaayHom 3agyMke MOXHO OTHeCTU obopoT «Bac
OecnokouT...». lNocne aTon dpasbl YeNOBEK HA APYroM KOHLIE NPoBOoAAa HAaYMHAEeT 0eCNOKOUTLCS.
MonpobyiiTe He AymaTb 0 Xpomol obe3bsiHe. Pa3Be 3TO BO3MOXHO? YacTuua «He» cTupaeTcs, u
BOCMpPVHMMAaeTCs BTopasi YacTb dopasbl. Bbl ke CTaHOBUTECH elle Y BUHOBHMKOM 3TOro «bGecrnokoncTeay.

Npaeuno 7. Y3BHAUTE UMA COBECEQHUKA.

[na aToro ncnonbaynte gpasy «MeHst 30ByT... [lpocTuTe, a kak s Mory k Bam obpawatbcsa». Ho He
CTOUT TOPOMUTBLCS C Y3HAaBaAHWEM MMEHU KnueHTa. Jlydlle aTo AenaTtb Nocne Toro, kak nokynarenbs
agjanTtupyeTcs K obcTaHoBke. B ganbHerwem npy obLLeHMn nepnoanyeckn HasblBanTe KnmeHTa no
nMeHW. MNMpon3HOCUTL NMA — O3HAYaeT NPOSABMATL YBaXXEHME K YenoBeky. He cnegyeTt nponsHOCUTb ero
CKOPOroBOPKOW, Ny4Lle C YyBCTBOM U B TOM Xe TeMIe, B KaKOM naeT pasroBop. Ecnu y knueHTa
Heobbl4YHOE NN NHTEPECHOE UMSI, MPOKOMMEHTUPYNTE €ro C YKIMOHOM B XOPOLLYIO CTOPOHY (Ckaxute
YenoBEKY, YTO Y HEr0 MHTEPECHOE NMSA, BOMNBLUMHCTBY 3TO NMOHPaBUTCS).

Cnepyrowme BapraHTbl MOXHO Ha3BaTb HeyadauHbIMU: «C KeM S FOBOPHO?», «3TO KTO?», «KTo Y
annaparta?». Vl He nbiTariTech 3aHMMaTbCs yragbiBaHnem: «31o Mpa? Het? TatbaHa JlbBoBHA? HeT? A
KTo Torga?». inn ewe xyxe: «A kyga g nonan?». Ha 4To cywecTtByeT cTaHOaPTHbIA OTBET, CKa3aHHbIN
pasapakeHHbIM rofiocoM: «A Kyada Bbl 3BOHUTE?».

Bbl MOXXeTe npuaymaTb MHOTO pasHblX BapyaHTOB, TUMa « MOry moroBoputb ¢ AniekcaHapom
CepreeBuyem?».

Ecnu Bbl 3a6bIny MMS TOro, C KEM B MPOLLAbIA pa3 roBopunu, nyyile cnpocute «He mornu 6ol Bbl
HaMOMHUTb MHe Balle UMSA?»

MNpasuno 8. BLIACHUTE: MOI'YT J1IU C BAMU FrOBOPUTb.

OT0 o4eHb BakHO! BO3MOXHO, YTO MMEHHO B 9TOT MOMEHT BaLLl KIIMEHT 3aHAT OTBETCTBEHHbIM Y BaXHbIM
Ansa Hero fernom. nuv salu pa3roBop B JaHHbLI MOMEHT HEYMECTEH MO Kakon-TO OPYron npuyunHe.
Wcnonbayiite cpasy «Bam (a nyywe HasBaTb cobecegHvka no nmeHmn) yaobHo cenvac
pasroBapuaTb?». [TOMHUTE, HAPYLUMB 3TO NPaBWUIO, Bbl MOXETE NOTEPATL KNMEHTa HaBceraa. Balua
cAerka He cocTosinach. 3BOHUTE B HYXXHOE BPeMS HYXHbIM KIMEHTaM U C HYXXHbIMU NPEATOXEHUSAMMU.
[enoBble 3BOHKM fMyylle AenaTtb B Ha4ane unu B KoHUe paboyero aHs.

Mpaeuno 9. CO30AUTE NOJIOCOBOE COOTBETCTBUE.

MepBble dpasbl roBOpUTE MeASIEHHO, CMOKOMHO U BHATHO, HE BbinnBanTe Ha cobecegHvka Bogonag
WHdOPMaLMM — JanTe emy BpeMsi HaCTpoUTbCS Ha pasroBop. Belgenante ronocom ocobo 3HauYnmble
CMnoBa, MEHAWTE UHTOHAUMIO. YNOTpebnante KopoTkne COobLLEeHNs: T.e. OQHO NpeasnoxeHne - ogHa
MbICIb. Bal ronoc no BO3MOXHOCTU JOIMKEH ObITh rMyO6OKMM 1 «DapxaTHbIM», ogHaKo cobniogante
Mepy, He nepeurpbiBanTe. Bbl MOXeTe Tak e NoACTpanBaTbCs MNOA FPOMKOCTb, PUTM, Y TEMM peyn
knueHta. CobeceHMKy 9TO COOTBETCTBME OyAeT NpUATHO. 3ByYaHMe BaLLEro rosioca onpeaensercs
Nno30Mn, NMLIEBON 3KCNpeccuen, ocaHkon. Hactpovitecb Ha pasroBop — BykBanbHO 1 urypanbHo. Peyb —
3TO HenpocTo LweBeneHune ryb u s3oika. B paboTte opraHoB yyacTBytoT nerkue, gnacparma, ropTaHb,
ronocoBble CBA3KM, POT, A3bIK U ryObl. PazymeeTcs, curapeta BoO pTy, XXBadyka, negeHel, kode BO BpeMms
pasroBopa, LWyM B KOMHATe, My3blka - pa3pyLuatoT pannopT TenedoHHbIX NeperoBopos.

Mpasuno 10. CIIEAYUTE MJIAHY.

Y Bac ecTb LieNnb pa3roBopa v NOAroToBMeHHbIV NnaH. He nbitaiTeck pelwmTs cpasy Bce Npobnembl no
TenedoHy. OcobeHHO nsberante pasroBOPOB O LieHe Ha CBO NMPOAYKLMIO, OEHEXHbIE BONPOCHI NyyLle
BCEro pewlartb nNpu BcTpeye. [NoarotoBbTe HEOOXOAMMbIE MaTepuansbl, PyyKy, YUCTbIM NUCT Bymarn.
["oBOpUTE KOHKPETHO, 1 O rMaBHOM. BHMMaTenbHo criywante cobecegHuka. 3agaBante KIMeHTy
BOMPOCHI, HANPaBMss Pa3roBOP B HYXHYIO BaM CTOPOHY. MNoMHUTe, Balla rmaBHas Lenb - 4OrOBOPUTLCH O
BCTpeYye, Koraa Bbl CMOXeTe 06roBoputb AeTanv 1 nognucatb KOHTPAKT. s 3TOro Bbl AOMKHbI co3AaTh
XOPOLLYI MOTMBALMIO Y KINMEHTa.



Mpasuno 11. UCMONMb3YUTE TEXHUKU AKTUBHOIO CITYLUAHUA

OHM EeMOHCTPUPYIOT Bally 3aMHTEPECOBAHHOCTb U BOBMEYEHHOCTb. «Tak...», «[TOHATHO...» 1 ap.
KoHTponupynte Bpems pasroBopa. He no3sonante KNUEHTY yxoanTb B CTOpoHy. OTBevanTe Ha
©onbLUMHCTBO BOMPOCOB BOMpocamu 1 nogsoauTte cobecegHnka Kk BCTpeye.

MNpasuno 12. JOFTOBOPUTECbH O BCTPEY4E.

HoroBapuBasicb 0 BCTpe4u, ydoeamTech, 4TO Bawl cobeceqHUK NpaBuIbHO MOHAMN Bac, U 3anucan AeHb 1
yac BcTpeuun. Nepecnpocute cobecegHuka, yaobHO N Bam eMy Nepe3BOHUTb HakaHyHe, YToObl
ybeanTbes, 4TO BCTpeda coctoutcs? Bee aTn meponpusaTusi nonesHbl, YTo0bl Ball KNMEHT MOr
CMraHMpoBaThb CBOE BpeEMS 1 AOCTOMHO NOArOTOBUTCA K BCTpede. [Npurnatuasa cobecegHuka k cebe B
odhmc, Ha3bIBaWTe TOYHBIN agpec 1 NOAPOBHO pacckasbiBanTe, Kak 4O BaC MOXHO npoexarhb.
Vcnonb3ayite cTaHgapTHyo dpasy: «Y Bac ecTb nog pykow KapaHgall, noxanyncra, 3anvwunTe kak Bam
ynobHee bygeT 0o Hac gobpaTtbes »

Mpasuno 13. MOBJIATOAAPUTE COBECEHUKA 3A 3BOHOK.

KnneHTbl CKNOHHbI SMOLMOHAaNbHO 3anoMuHaTh TO, YTO ObINO B Havane pasroBopa, v NPUHUMaTh Kak
PYKOBOACTBO K ENCTBUIO TO, YTO ObINO B KOHLE. B KOHLE pasroBopa MakcumarnbHO 400poxenaTenbHO
nonpoLanteck ¢ cobecegHmkom. «Ecnn y Bac BO3HMKHYT Kakue-nnbo Bonpochkl, 380HUTE, Byaem paabl
Bam nomouby. «[MogbesxanTe, B ntoboe ynobHoe ans Bac Bpems, 6ygem paabl Bam nomoyby, «Bcero
[obporoy», «bbino o4yeHb NoNe3Ho Nony4nTb OT Bac 3Ty MHdopMauuio». Nobnarogapute 3a yaeneHHoe
BHMMaHWe, MHTEPEC K Ballen oupme, noxenanTe NpUATHO MPOBECTM OCTATOK AHS UMW NpeacTosine
BbIxogHble. He 3abbiBaliTe, YTO 3aKaH4YMBaET pa3roBOp NMO3BOHMBLUWIA. [TOMHWTE, YTO pa3roBOPOM Bbl
3aknagbiBaeTe oyHOAMEHT BaLlew TMYHON BCTPEYM, MO3TOMy A0OpOXKeNnaTenbHOCTb NPEBbILLE BCErO.

Mpaeuno 14. 3SANMULWUNTE PE3YJIbTATDI.
3anuwunte obLiee OTHOLLEHNE KNMeHTa K MHopMaLMm1, YTO Bbl €My COOBLLUIN, JOTOBOPEHHOCTb O
MecTe, AaTe U BPEMEHU BCTPEUN UMM 3BOHKA, KTO KOMY [OJDKEH NMO3BOHUTbL, U KIHOYEBbIE MOMEHTHI,

Npo3ByYaBLUME B PasroBope.

Mpasuno 15. U3BBNEKAUTE YPOKU U3 KAXXAOIO TENE®OHHOIO PA3FOBOPA



