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Memoouueckue pexomenoayuu
no opeanusayuu obcysrcueanus pasrcoan,
oopawarowuxcs ¢
kasennoe yupescoenue Yyeauickoii Pecnybnuxu «Llenmp 3anamocmu nacenenus
Aumuroeckozo paiionay Munucmepcmea mpyoa u coyuanvnoii 3auqumeol
Qysawckoii Pecnyénuru

Obuwyue nonoscenusn

Hacrosiumii toxymenT ycranasnusaer ocHoBHELE NPUHUMIBL U TpeOOBaHUs K
OpraHu3alMK 00CITYKHBaHHUSI MPak/IaH (Jalee — OCHOBHEIE TIPUHLHIIBI ).

Peanuzauust  ocHOBHBIX NPHHUMIIOB  PabOTHHUKOB  TOCYNaPCTBEHHBIX
yupexnenni Yysamckoit PecmyGiuxy, HaxoiIuXcss B BeldeHMM MuHucTepcTBa
Tpyna v coumansHo 3ammtel Yyparmickoit PecryGnukw, OCYILECTBJISAETCS B IIEIISX
HMOBBILICHUSA  Ka4ecTBa IPEIOCTABICHHS TOCYIapCTBEHHBIX YCIYr (BBITOJHEHHA
(YHKIMIT) ¥ CO3/1aHuSA TTONOKHTETBHOTO HMHIKA.

Ocnosnvie npunyunet obuienus RPU IUYHOM RpUEMe patcOan

Pabotuuk, ocymecrsusroumii muansiii NIPUEM TpakJ1aH, JOKEH COOIIONaTh
CIelyroUIne mpaBuiia OOIeHNS:

- IIONIPUBETCTBOBATL OOPATHBIIETOCS K HEMy TPakKIAHMHA H HHHLHATHBHO
MpEIIOKUTE eMy nomoms (Hanpumep: «3apaseTsyiite, uem s Mory Bam nomoun?»);

- B HAa9aJIe pasroBopa Mpe/ioKUTh IpakJaHHHY TIPeJICTaBUThCS, B NalbHENIIeM
obpamarbcs K HeMy [0 HMEHH H 0TYECTBY Ha «BbI»;

- B IIpoliecce Gece/ibl MPOSIBIATH BEXKITHBOCT, BHHUMATEIIbHOCTh, TAKTHYHOCTB,
J00POXKeNaTeNbHOCTh, 0GBLEKTHBHOCTD, JKeIaHHe TOMOYE rpakJaHUHY;

- BRICIYIIATh TpaX/laHUHA M BBUICHATh CYTh H3JIOKEHHON MpOGIIeMBl, pu
HEOOXOIMMOCTH 3a/1aB YTOUHSIOLIHE BOIPOCHI B KOPPEKTHO# (hopMe;

- H3J1arath OOBSCHEHHA B MOHSTHON (OpMe, HCKTIOUAIONIEH BO3MOKHOCTD HX
OMIHOOYHOIO MITH ABOAKOTO HOHHMAHMUSI;

- eCIu TpedyeTces, CoKoiiHo, 6e3 pasapaxeHus IIOBTOPHTH U Pa3bSICHUTH CMBICIT
CKa3aHHOIO;

- U30eraTh «IapaneIbHBIX) pasroBOpOB ¢ OKPYKAIOIIMMH JIIOJIbMH  HITH



JUTMTENbHBIX TeledOHHBIX pa3sroBopoB. B cimyuae ecid BO Bpemd Oecenbl C
rpaXkIaHMHOM BO3HHKJIA HEOOXOAMMOCTh NAPALIENBHO OTBETHTEL TIO Tenedony,
HY)KHO W3BHHHMTBCS IIepe]l FPaXKIaHMHOM M J1aTh OTBET IO TenedoHy ¢ MaKCUMaIbHO
BO3MOXKHOM OIIepaTHBHOCTHIO;

- OTHOCHTBCS TTOYTHTEJBHO K JIFOIAM IIPEKJIOHHOrO BO3pacTa, BETCpaHaM,
rpakiaHamM ¢ OTpaHHYEHHBIMM BO3MOXHOCTAMH [0 3/[0POBBIO, OKa3bIBATh MM
HEOOXOIMMYIO IIOMOIIIb.

B 06IIeHnH ¢ rpaXaaHaMi cO CTOPOHBI JIUII, BEAYLHX IPUEM, HEOILY CTHMBL:

M000ro BHIA BBHICKA3bIBAHMS W JEHCTBHs JUCKPHMHMHALIMOHHOIO XapakTepa B
OTHOILIEHHMH [IPU3HAKOB 110J1a, BO3PACTa, pachl, HALMOHATbHOCTH, SI3bIKa, IPAK/IAHCTEA,
COIMAIBPHOTO, MMYIIECTBEHHOTO WM CEMEMHOIrO IOJIOKCHHMS, MOTHUTHYCCKHUX HIIH
PETUTHO3HBIX NPEANOYTeHHIH;

BBICOKOMEPHBIH TOH, IPy00CTh, 3aHOCYHBOCTD, HEKOPPEKTHOCTD 3aMevaHui;

[Ipu obuieHUH ¢ TpakAaHaMM JIML@, BeAylIHe NpUeM, AOKHBI MPOABIATH
BBIJIEPKKY M OBITH FOTOBBI K HEAIEKBATHOMY [IOBE/ICHHIO C X CTOPOHBI, B TOM 1HCIIC K
[IPOSIBIICHUIO arpecCHH.

B ciydae KOH(IMKTHOTO NOBEJEHHS CO CTOPOHBI IPAKIAH JIHIAM, BEILYIIHM
npueM, HEOOXOIMMO IPHHATH MEpbl i TOTO, yTOOBl CHSTH 3MOLMOHAIBHOE
HAaNpsKeHWEe TPAXKIAHHHA, @ 3aT€M CIOKOHHO PasbhACHUTH €My IOPANOK PEIICHIA
BOIIpOCA.

Ecnu rpakianuH BelleT cebsi arpeCcCHBHO, MO3BOJIACT rpyObie ¥ HELleH3YPHBIC
BBLICKA3bIBAHHS B ajgpec pabOTHHMKA YUpexJEHHUS, KaTeropuvyecKkd HE y4daCTBYCT B
aMaiore, JIMIO, Bemyllee IpUEM, BIpaBe OTKasaTb €My B nanpHeimei padote,
NPUIJIACHB ISl Pa3bsACHEHUs H yCTPaHEHUS KOH(DJIMKTHOM CUTYyallMH PYKOBOJIUTEIIs
CTPYKTYPHOrO MOZpa3JieieHus/I1la, OTBETCTBEHHOIO 32 OpraHH3al|io JIMIHOTrO
nprueMa rpaxaad. OTka3s, HECMOTPS Ha CJIOKHOCTh M [IBYCMBICIICHHOCTE CHTYaLHH,
JOJKeH OBITH BBINOJIHEH B KOPPEKTHOH (opme.

[pumep: «IIpocmume, HO, K COXCANEHUIO, A HE CMOZY npooondICUms pabomy ¢
Bamu. Haderocs, umo Baw 60Mpoc cModicem peuwiinis Ha4aibHuK omoeid, KOomopo2o s
npuznauty ciooa npAMO Ceuuacy.

VcKkIioueHre COCTABIIAI0T CHTYaIMH, B KOTOPBIX CO CTOPOHBI Ipa/iaH B aZpec .
JIAL, OCYIIECTRISIONMX JIMYHBIA TpHeM M OOCIy)XHBAHHME -HAJOPOIIATeNbIINKOB,”
MCXO/IAT MIPSAMBIE YIPO3bI XKU3HH U 3/10pOBbIO. 1IpH BOSHMKHOBCHUH BBIIIEYKA3aHHOK
cuTyaly, pabOTHHKH YYPEXKICHHS HMEIOT IPaBoO oOpaTUThCSl 33 IMOMOIIBIO K
COTPYIHHUKAM IIOJIMI[HH.

OcHosHbIe NPUHYURLI MENePOHH020 UHPOPMUPOSAHUA

OrBer Ha TeneOHHBIM 3BOHOK JOJKEH HAYMHATBCS C  MPUBETCTBH,
uHGOPMALIMH O HAMMEHOBAHWM YUYPEKIEHWS, B KOTOPBIH MO3BOHHI TPAK/IAHHH,
GaMuiim, MMEHH, OTYECTBA W JOJIKHOCTH paGoTHUKA, MPUHSBIIETO Tele(OHHbIH
3BOHOK.

Ipumep: «30pascmeyiime! (Bozmooicno: 0obpoe ympo, 006puiii derb, 000pbIlL
geuep, 6  3ABUCUMOCMU ~ OM  6peMeHU cymok)  Llenmp  3anamocmu
Mapuuncro-Ilocadckozo pationa, 6e0yusuti UHCHeKmop ITempoea Hpuna Ilemposna.



Heobxomumo npenoxuts TPOKIAHUHY TPEACTABHUTHCS, Ha3BaB (haMUITHIO,
UM, OTYECTBO U JIOJDKHOCTb, & TAK)KE OPraHHU3aLIHIO, KOTOPYIO OH IIPEICTaBIISET.

OTBeT rpaxKgaHuHy HOMKEH  OBITH MaKCUMallbHO ~ MH(OPMATUBHBIM,
NOAPOOHBIM (€CITH B 3TOM €CTh HeoOXouMocCTh). Bee pasbsiCHEHHs TOMKHDI JaBaThCsI
B BEIKIIMBOH KOPPEKTHOI opme.

HudopmupoBanne rpaxnan OCYIIECTBIISETCS. ¢ ydeToM TpeboBaHMii
JeHCTBYIOIIETO 3aKOHO/IATENLCTRA.,

Bo Bpems pasrosopa CICAYET YeTKO TMPOM3HOCHTh CJIOBa, H306erarhb
«ITapallIeIbHBIX Pa3roBOPOB» € OKPYXKAIOUMMH H, 110 BO3MOJXHOCTH, HE MPEPHIBATH
PasroBOp IO NPUYMHE TOCTYIUICHHS 3BOHKA HA JPYroii annapar. B ciydae ecnu
BO3HMKJIA OCTpas HEOOXOIMMOCTb, BBl MOYETE OTBETHTH Ha Apyroii TenedoHHLIH
3BOHOK, TIPEJBAPUTEIILHO H3BMHHUBILINCEH TEPEN IPakAaHHHOM H KpaTtko oOpHcoBaB
€My CHTYAIHIO.

[pumep: «Ipocmume, mmue neobxodumo Omeemume HQ 360HOK NO 6MOPOIL
AuHuY, ecnu Bac ne sampyonum, nosicanyiicma, ocmasaiimecs na TUHUUY,

[Tocne oTBera Ha 3BoHOK M0 BTOPOH JINHHH, HEOOXOIUMO ellle pa3s H3BHHUTHCS
U 1100J1ar0IapHTh 33 0XKHIaHHE.

Ipumep: «Brazooapio Bac 3a oxcudanuely.

IIpn HeBO3MOKHOCTH CaMOCTOSTENBHO OTBETHTE Ha IIOCTaBIIEHHBIE BOIIPOCHI,
HEOOXOIMMO H3BHHHUTBCH MEPE IpaKAAHUHOM M NPEATOKHUTH €My MOIy4YHTh
MHOOPMAIHIO Y JPyroro CrenuanucTa, 6ojiee KOMIIETEHTHOrO B JIAHHOM BOIIpOCe.
HyxHo nosicauts, uto undopmarmio TPOKIAHHH MOXKET IOJIyYUTh Yepe3 HeCKOIbKO
CCKYHI, IIOCJIE TOTO, KaK ero COeNHHSAT ¢ HYKHBIM CIIELHATHCTOM [0 BHYTpPEHHE
CBSI3H WJIH COOOIIUTE 0OpaTHBILIEMY CsI TPk NAHUHY TeNle(OHHBIH HOMEp, [0 KOTOPOMY
MOZKHO IOy YHTh HEOOX0UMYt0 HHDOPMALIHIO,

B ciyuae nepeanpecanmu (epeBona) 3BOHKA Ha JIPyroe JIMIO, Ipexae, 4YemM
HauHeTCs HMHOOPMHPOBAHHME, HEOOXOIUMO CIIEIIHAIIUCTY, KOTOPOMY IIPEJCTOUT
HPOAODKHTE PA3rOBOP € IPaXKIaHMHOM, OOBSICHHTH CYTh 3ampoca, Ha3BaTh IOJIHOE
HMs 00paTHBIIErOCH. -

MudopmupoBanne 10/mKHO IPOBOIMTECH 6e3 GONBIIIX 1ay3, JULIIHUX CJIOB,
000pPOTOB U HMOLIHIA, _

B ciyyae ecim paGormuky YUPeKICHHSA, NPUHABLIEMY 3BOHOK, Tpebyercs
BpeMi [Tl BBIACHEHHUs! HY)XHOH IpakIaHHHY HH(BOPMALUH, HEOOX0IHMO H3BUHUTECS
T[IEPE/l 3BOHUBIIUM, T.K. CeHyac Mbl HE MOXEM OTBETHTH HA €ro BOIIPOC, 3alucarh
HOMEp 3BOHALICIO M B OOS3aTENBHOM MOpPAIKE NEPEe3BOHUTE emy. Pexomennyercs
YTOYHATD HPENOYTUTEILHOE BPEMs 3BOHKA B paMKax paboyero BPEMEHH.

Hpumep: «A nepessonio 6 yoobnoe ons Bac epems. Kakoe epems yoobno Ons
Bac? ».

B cinyuae HeoGxomumocTu oTkasa IPOXIAHMHY B yIOBIIETBOPEHUH €r0 3a1poca
10 TCM WJTH HHBIM IIPHYHHAM CJIE[yeT HCIOMb30BATh KOPPEKTHYIO, BEIKIIHBYIO (hopMy.

B koHue Gecenbl paGoTHHK yupeskaeHus nOKeH KPaTKO MOABECTH HWTOTH U
NCPEUMCIIUTE MEPbI, KOTOPBIE HEOOXOAMMO NMPHHATH UISL TOTO, YTOObI YCTPAHHUTh
(PEeLIMTD) BO3HUKIIYIO npobieMy (KTO HMEHHO, KOTZIa U 4TO JOJIKEeH Cllenarh).

B saximouenue HeoOxoaumo 1100/1arolapuTh IpaskJaHHHA 3a 3BOHOK.

Hpumep: «Brazodapro Bac 3a 36omox, HAOeI0Ch, Ymo Hawia ungopmayus 6ydem



Bam nonesna. Beezo Baw 006pozo, 0o ceudanus!y

Ocnosnvie mpebosarnus npu noozomoexe nucemennsix
omeemoe cpasxcoanam

PaGoruuk, OCYIICCTBIISFOLIH TIOIrOTOBKY MUCEMEHHOI'0 OTBETa Ha obparmienne
IpaknanuHa (nmamee - MHCBMO), JIOMKEH  COBIIONaTh CIIENYIOIHE OCHOBHBIE
TpeboBaHus:

“ITHCBMO HE DOJKHO OBITH [UIHHHBIM (onrTuManbHEIH BapuanT - 1-2 CTPaHUIIBI
(opmata A4);

- B Clly4ae 0DOCHOBaHHBIX NpeTensuii TPAKIaHNHA HA NeHCTBHA paGOTHHKOB
YHUPEHACHHA  HEOOXOMMMO  mpuHecTH H3BUHCHUS  OT MMEHH pyKOBOIHTENs
YUpeXIeHHs;

- HEJIOIyCTUMO obpalnenue k T'PAXIAaHUHY B TpeTheM JuIle.

IIpumep HekoppekTHOrO obparenus:

Heanosy H. H.

Yupeocoenue paccmompeno obpawenue Heanoea H.H. 1, coobwaem credyiowee.

Ipumep koppexrroro oOparenus:
Heanosy H. H.

Veaosicaemviii Hean Heanosuy!
Vupesicoenue pacemompeno Bawe obpawenue 1 coobwaem credyiowee,

B cinyuae, ecnn ums u otuecrso TPOKNAHAHA HEH3BECTHEI, PEKOMEH/IyeTCs
oOpamarkcs k Hemy CICYIOUHM 00paszom:

Yeaowcaemuiii 2ocnodun Heanoe!

Undopmuposanue TP&XJI@H  OCymeCTBAACTCS ¢ yyeTom TpeOoBaHmi
ACHCTBYIOMIEro 3aKOHOIATe/IbCTRA.

Ochognvie mpebosanus 6HewHemy 6udy nuy,
ocywecmenntouux npuem zpasicoan

HHH&M, OCYH_ICCTBJ'IHIOII_IHM IIpuem I'paxnan, peKOMeHHyeTCH HOCHTH ejienyer



HOCHTH KOCTIOMBI (IUIaThs) CIOKOMHBIX TOHOB M O0yBb CTPOTOrO JIEIOBOTO CTHIIA,
I0/TYEPKUBAIOIINX UX aKKYyPAaTHOCTb M ONPSTHOCTb.

Nupopmanus o GaMuiuk, WMEHH, OTYeCTBE M JO/LKHOCTH pabOTHHKA,
BEJLYIIIero NpHeM IPaaH, JOJDKHA OBITh pa3MelleHa Ha THYHON MH(OPMAlnOHHOH
tabiauuke (OeHmKke) u/uiy Ha pabodeM MecTe.

PexomeH1oBaHO cOOJIIOIaTH CKPOMHOCT U YMEPEHHOCTH B HCIIOJIb30BAaHHUU
akceccyapoB (B TOM YHCIie FOBEIHPHBIX yKpameHuil u Omxyrepun). JKeniinnam
PEeKOMEH/IOBaH JIErKUH MakisDK (TOHAIBHBIA KpeM, Iy Ipa, TyIb /Ul PECHULL).

OTKpbITBIE y4acTKu Tena (pyKH, HOTH, JHIO, NPUYECKa) IO/DKHBI OBITh
ONpATHOrO BHJA B COOTBETCTBHM C  OOINCNPUHATBIMH B COBPEMEHHOM
[MBUJIH30BAHHOM OOLIECTBE HOPMAaMH. 3alpelieH0 HCIONb30BaTh MapQIOMEPHIO ¢
PE3KMMH CrieliM(pHUeCKUMH 3aaxaMH.
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