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1. Cneundika npoBeaeHH al10BUX Oecia, 3ycTpivei,
neperoBopin

VY nuioBOMYy CHUIKYBaHHI BEJMKE 3HAYEHHA Mae€ JIOTPUMAHHS TPaBHII
JUIOBOTO TPOTOKONYy. BiH permameHTye TMOpSAOK 3yCTpiue 1 TMPOBOMIB,
MIPOBENICHHS 0€eCif], IepPeroBOPiB, OPraHi3allio 1 MPOBEACHHS MPUUOMIB 1 TaK JIali.

JlinoBi Oeciay IPHUIyCKAarOTh OOMIH TOTJISIaMH, TOYKAMHU 30py, JTyMKaMHu.
Merta Gecinu - 0OMiH iHpOpMAIIi€TO.

YcmimHe mpoBeneHHS OCiqu € I[IHHOI TO3WTHBHOKIO SKICTIO B OYax
OTOUYIOIMX. PeTenbHE OCHIKEHHS PHUHKY J/Ja€ MOXIWBICTH OTPUMATH TIO
MO>KJIMBOCTI TTOBHY 1H(OpMAIIifo Tpo MaiOyTHIX TapTHEPIB MO IMEPErOBOPaM.

DopMaJIbHO Oecily MOKHA PO3TIJIMTH HA AeKiJbKa eTamiB:

novyarTok Oeciau;

nepena4a ingopmamii:

apryMeHTAauis;

BHCJIYXOBYBAHHSI apI'YMEHTIB CliBOeCiiHUKA:
yXBaJieHHsI 200 CTIPOCTYBAHHSI INX APTYMEHTIB;
yXBaJIeHHsI pillleHb.


http://www.economics.com.ua/lib/detail.php?cat=1&rub=6&id=516
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VY ninosiit Oecifi HE NPUNHATO HEKOPEKTHO, HEIIAHOOIUBO BITHOCUTHUCS 10
crniBOecimHuka. HaBmaku, mnOTpIOHO TMPOSBIATH yBary, IIUPUM 1HTEpecC,
1aHOOJIMBE BIJHOIIEHHS 10 HBOTO.

Etan Buxony 3 Oecigu, Tak caMo SIK 1 IOYAaTKOBUI eTarm, HE MOBUHEH OyTH
Iy’e TpuBaJIUM. B1H MOBUHEH CPUITH 30€PEKEHHIO IJIOBOTO HACTPOIO YUACHUKIB
1 B KOpPEeKTHI (opMi BKa3zyBaTH Ha Te, IIO0 BCl MOXIIMBI pe3ylbTaTH Oecinu
JOCSTHYTI 1 JIMIT 4yacy Buueprnanuil. KopucHo noasikyBatu 3a nopajuy, BiIIOBI/Ib,
HernependayeHy 3aTpuMKy 4acy. HaBiTh, K110 HE3aJ0BOJICH] Pe3yIbTaTOM Oeciiu,
HE MOKa3yI0Th LIbOTO 1 BBIWIMBO MPOILIAIOTHCS.

JlJisi BCTaHOBJIEHHSI KOHTAKTIB, 3aKJIIOYEHHS B3a€EMOBHUTIHMX KOHTPAKTIB 3
napTHepaMu 3amnpollylOTh NPEJCTaBHUKIB (ipM, y TOMY UKCII1 1 IHO3EMHUX.

BinnmoBiiHO A0 MNpOTOKONY BH3HAYaIOTh pIBEHb Jeneraiii, ¢opmy ii
IIPUHAOMY.

[Ipuitmatoua cTtopoHa po3poOJisie mporpamMu nepeOyBaHHS JeJerarfii:
3arajpbHy a00 30BHINIHIO (M1 rOCTei), JOKJIagHy abo BHYTpimHIO (ansi cebe 1
3aIliKaBJICHUX 0C10) 1 criemiaibHy (7151 IPY>KUH TOCTEH ).

[Tpu 3ycTpidi rocteit paHru 1 mocaau po3AUTiB IPUMUMAIOUUX JeNeramin, 1o
IPUIKIKAIOTh TOBUHHI BIAMOBIAATH OJIMH OJTHOMY.

BiamoBigHO 0 AUTOBOTO MPOTOKOJIY MOYECHUM TiCTh HAHOCUTH TOCTIOIapeBi
BI3UT BBIWJIMBOCTI. MeTa BI3UTY - YTOUHEHHS NporpaMu nepeOyBaHHs Jelerarlii,
MO>KJIMBO, KOPEKTYBaHHA 1.

2. ETuKeT IlJ1I0BUX NePeroBopin
[leperoBopu - BaxkJMBa YacTUHA JUIOBOro cruikyBaHHsA. lle B3aemHe
CIIUIKYBaHHS 3 METOIO JIOCATHEHHS CYMICHOTO B3a€MOBUTITHOTO pimieHHsS. [[i10Bi
NIEPErOBOPH BUMArarTh PETEIbHOI MATOTOBKH, BpaXyBaHHs PI3HUX 00'€KTUBHHX 1
TICUXOJIOTTYHUX ACTICKTIB.
[TinroToBKa /10 IEPErOBOPIB BKIIIOYAE:
aHaji3 mpooyemMu
IJIaHyBaHHS MIEPETOBOPIB:
HepeneperoBopu (Mepiri KOHTAKTH 3 TapTHEPOM).
JlinoBi meperoBopu MOTPiOHI AJii OOTOBOpPEHHS 3arajbHOi MpoOjemMu 3
MapTHEPOM 1 YXBaJCHHS B3a€MOBUTINHOTO pimeHHA. IcHye 4 cTuiai BeaeHHS
MEePETOBOPIB: )KOPCTKUM, M'IKUH, TOPTOBUM HAIUICHUI HA CITIBIPAIIIO.

The 10 Basics of Business Etiquette (source:
https://smallbusiness.chron.com/10-basics-business-etiquette-2925.html)
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Ten Business Etiquette Tips

Define Business Etiquette
The basis of business etiquette is about building strong relationships in your field
by fostering better communication. This can only happen when those you work
with feel secure and comfortable. Although basic business etiquette may vary from
country to country, some principles stand the test of time and geography.
Arrive on Time
In the business world, it is best to observe the old rule, “Five minutes early is late.”
Allow yourself enough time to arrive promptly, take off your coat, and settle in a
bit. Arriving at a meeting exactly at the appointed time can make you feel rushed,
and you will look it. Time is a commodity; by being punctual, you show you
respect others.
Dress Appropriately
While appropriate dress certainly varies from field to field and climate to climate,
some things remain the same. Clean, pressed clothing without any loose threads or
tags and relatively polished, closed-toe shoes are a must. Look at the people around
you for ideas on what sort of clothing is standard. The adage, “Dress for the job
you want, not the job you have,” is a good rule to follow. When in doubt, ask
human resources personnel when you get the job or discreetly ask someone you
work with.
Speak Kindly
Taking care to greet your co-workers and remembering to say “please” and “thank
you” make a tremendous difference in the way they perceive you. Your good
manners show that you acknowledge those around you and are considerate of their
presence. Avoid discussing political or religious matters. Keep the conversation
focused on noncontroversial topics, so your co-workers find you easy to talk to.
That sort of diplomacy is the basic idea of business etiquette.
Avoid Gossip or Eavesdropping
Gossip and eavesdropping are childish behaviors that have no place in the
workplace. If you hear a rumor about someone in the workplace, do not pass it on.
People don’t always know or remember who starts a rumor, but they always
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remember who spreads it. If you walk into an area, and it seems your co-workers
don't know you are there, make sure to greet them politely to remove any chance
that you accidentally eavesdrop on their conversation.

Show Interest

Showing interest goes beyond business etiquette into general politeness, but it
bears repeating: When speaking with someone, show you are truly engaged. Do
not play on your phone or computer, and if you have to answer a communication
say, “Excuse me one moment; I'm so sorry.” Maintain friendly eye contact. Listen.
People will remember how you make them feel, and nobody wants to feel as if
they are ignored.

Watch Your Body Language

In the Western world, a handshake is still the typical greeting. Say hello with a
firm but quick handshake. This handshake is the extent of how much you should
ever touch a co-worker — when it doubt, just don’t touch. Hugs or other types of
affection that you share with friends and family are out of place in the workplace.
Introduce Yourself and Others

Sometimes you can tell people do not remember your name or position. Introduce
or reintroduce yourself quickly if that seems to be the case. If you are with a co-
worker who is new, take the time to introduce him to others. It helps to have a
friendly person make you feel comfortable in the office.

Don’t Interrupt

When you have a great idea or suddenly remember something important, it can be
tempting to blurt it out. Do not do this. Interrupting the person who is speaking
sends the message that what she is saying isn't as important as what you have to
say. Demonstrating you are an attentive listener is the backbone of diplomacy.
Mind Your Mouth

Using vulgar language is a surefire way to become unpopular in your workplace.
Vulgar language includes swear words and judgmental language. Business
etiquette requires being constantly mindful that you are in a diverse environment
with people you do not know on a personal level. Speak as though someone from
human resources is always listening.

Consume Correctly

If you attend an after-hours work event, do not drink too much alcohol. When at
work, take care not to bring particularly malodorous foods that everyone in the
office can't help but smell. Don't make noises during or after you eat; no one wants
to hear that.

At the heart of these 10 basics of business etiquette is diplomacy. Taking care to
treat everyone as the valuable people they are says a lot about who you are as a
person. That is the kind of care people notice and want to be around. Embrace the
basics of business etiquette to become a lasting employee or to advance through
the corporate ranks.

3. ETHKeT IiJ1I0BOr0 CHiJIKYBaHHS 1O TeJie(hOHy



Teneponna po3moBa - OOMH 3 BHUAIB JUIOBOro chuikyBaHHs. Lle
HaWIBUAMMKA criociO 3B'A3KYy B Cy4aCHOMY KHUTTI. BiH 103BOJIsIE BUPIIIMTH Oarato
npo0JieM, BCTAHOBUTH KOHTAKTH.

Kynberypa TenegoHHOT pO3MOBH BBaXAETHCA OCOONHMBOIO KYJIBTYPOIO
CIUIKYBaHHS. 3aBIsKU TelieoHy y OaraTo pasiB MiABUIIYETHCS OMEPATHUBHICTH
BUpIllIEHHs] 0€3/114l MUTaHb 1 MpoOsieM, BiJilajgae HEOOXIHICTh MOCUJIATH JIUCTH,
Tesnerpamu abo 31MCHIOBATH MOI3JKHU B IHILIE MICTO, YCTAHOBY JJII KOHKpETU3allii
MATaHHS 1 1H.

[To Tenegony mMoxHa 3poOUTH Oarato MI0: MPOBECTU MEPErOBOPH, BiIATH
PO3TOPSKEHHS, BUKIACTH MPOXaHHS, JOMOBHUTHCS TPO YKJIQJCHHS JIOTOBOPY 1
Tak Jaiai. Aje He MPUUHATO MO3AOPOBIATH MO TenedoHy odimiiHMX 0cid abo
Majo3HaiioMux Jirojaeil. He moxkHa nepegaBatu mo TesneoHy CHIBUYTTS 3 TPUBOIY
cymHoi noaii. Lle po6ssate ocobucto adbo y nucbMOoBii popMi.

Tenedonny po3MoBy 3abe3neuye Oe3nmepepBHUNM JIBOCTOPOHHIM OOMIH
iHOopMaIliero He3allexKHO Bif BiacTaHl. Jjig Toro, mo0 BiH NPOMIIOB MO-A1JI0BOMY,
710 HHOT'O PETEIIbHO TOTYIOThHCH.

Crix BUAITUTH TOJIOBHE, TPAMOTHO 1 JIJAKOHIYHO BUCJIOBITIOBATH CBOI TyMKH.
[nakme BTpavaerscs 20 - 30 % pobGoyoro yacy. Po3moBa mo TenedoHy MoBUHHA
OyTH KOPOTKOIO, BBIWIMBOIO 1 IO CYTI.

JIOBIIKW Jal0Th JTIJIOBUTO 1 BUYEPITHO, HE TIEPEPUBAIOTH PO3MOBH, TIOKU HE
NEPEKOHAIOTHCS, 0 0c00a, Ka MUTA€E BCE 3pO3yMiJa.

OCHOBOIO  YCHIIIHOTO  BEAEHHS JJI0BOI  TelneOHHOT PO3MOBHU  €:
KOMITETEHTHICTh, TAKTOBHICTb, JOOPO3UUINBICTh, BOJOAIHHS IPUHOMaMU BEICHHS
Oeciau, MparHeHHs ONEpPaTUBHO 1 €(EeKTUBHO BUPIMIUTU TpoOieMy abo HagaTh
JOTIOMOTY B ii BUpIIICHHI.

JlinoBa TenedoHHA PO3MOBA IMOBHHHA BECTUCS B CHOKIMHOMY BBIYJIMBOMY
TOHI 1 BHUKJIMKATH TO3UTHUBHI €MOIlii, OCKUIBKM BOHHM TOHI3YIOTHb ISUIBHICTB
TOJIOBHOTO MO3KY, CIPUSIOTH YITKOMY pallioHaTbHOMY MHUCJIECHHIO.



(source: https://www.advancedetiquette.com/2012/01/8-telephone-
etiquette-tips/)

Whether at work, at home, or on your mobile phone, here are 8 solid
telephone etiquette tips everyone should be displaying at all times.

1. Always identify yourself at the beginning of all calls.

A) When in the office, always answer a telephone by saying: “Hello/Good
Morning, Accounting Department, Syndi Seid speaking.”

B) From a cell phone, either simply say Hello, or state your name, Hello,
Syndi Seid here. Do not answer by using words such as “yeah” or “yes.”
C) When placing a call, always state your name along with the name of the
person you are calling. Example: “Hello, my name is John Doe from XYZ
Corporation. May | please speak with Ms. Jane Smith?”

2. Be sensitive to the tone of your voice. Do not sound overly anxious,
aggressive or pushy. It is important your tone conveys authority and
confidence. Do not lean back in your chair when speaking on the
telephone.

Tip: Sit up in your chair or stand during the conversation. When at home,
use a personal tape recorder to privately record your own conversations.
You will then hear how your sound to others.

3. Think through exactly what you plan to say and discuss BEFORE
you place a call.

Tip: Jot down the items you want to discuss and questions you want
answered. In other words, anticipate and expect you will be placed into a
voicemail system; plan your message to be as direct and specific as
possible, asking the person to respond to specific alternatives or
questions. Do not say, “Hello, it's Syndi, call me back.” At least state the
subject about which you want the person to call you back about.

4. Do not allow interruptions to occur during conversations. Do not
carry on side conversations with other people around you. The person on
the telephone takes precedence over someone who happens to walk in
your office or passes by while you are on the phone.

Tip: If you must interrupt the conversation, say to the person, “Please
excuse me for a moment I'll be right back.” And when you return, say,
“Thank you for holding.”

5. Especially when leaving messages, speak clearly and slowly. Do not
use broken phrases, slang or idioms. Always, always leave your return
telephone number as part of your message, including the area code . . .
and S-L-O-W-L-Y, including REPEATING your telephone number at the
end of your message.

Tip: Practice leaving your number, by saying it aloud to yourself as slow as
you have heard an informational operator say it.

6. Build the habit of always turning off your cell phone ringer when
entering a meeting, restaurant, theater, training class, or other

place where the purpose of your visit would be interrupted or others would
be disturbed by hearing your cell phone ring.



Tip: If you are expecting an important call, inform the caller you will be in a
meeting during certain times and state you will monitor your message
indicator for when it illuminates you will excuse yourself to leave the
meeting and return the call.

7. Always speak into the telephone receiver with an even and low tone
of voice. Especially when speaking on a cell phone out in public, be sure
to monitor how loud you may be.

Tip: Move the phone ear piece just slightly away from your ear and listen to
yourself speaking. Discover whether you are speaking too loudly or too
quietly for the other person to hear you.

8. Do not allow yourself to be distracted by other activities while
speaking on the telephone, such as rustling papers, chewing and eating,
working on the computer, or speaking with someone else. Most
importantly, do not use a hand held cell phone while driving. Get a headset
or speaker phone for the car.

Tip: Always treat every caller with the utmost courtesy and respect by
giving him/her your undivided attention.

Question: What other items do you have to add to this list? Do let us hear
from you by locating this article at www.AdvancedEtiquette.com/blog. You
may also reach us at www.AdvancedEtiquette.com. If you enjoyed this
article and want more, subscribe to our “Etiquette Tip of the Month”
newsletter—at no charge—filled with great monthly tips on all sorts of
topics from international business and social etiquette and protocol to
everyday life subjects. It will be great to have you as a member of our
happy family of subscribers at www.AdvancedEtiquette.com/subscribe.
Happy Practicing!

4. EnicTonsipHuii eTHKeT

Pe3ynbpTaTBHE ATOBE JTUCTYBaHHS cCrpuse 30UTbIIEHHIO 000poTy (ipmu,
MOJIMIIEHHIO  B3a€MO3B'I3KY  PI3HUX  CIyKO, MIJIBUIIEHHIO KBamidikaiii,
BCTAHOBJICHHIO MIITHUX 3B'SI3KiB 3 MapTHEPaMU, KIIIEHTaMHU.

YMiHHA THMCaTH JHMCTH - XapaKTepHa MeXa MAuUIoBoi monuHu. Bcee, 110
HaIMcaHe MOBUHHO BIAMOBIAATH 3arajibHUM MPUHIIUATIAM €TUKETY:

BUSB I[IKABOCT1 JO 1HIINX;
KOPHUCTYBaHHS MPaBUIHBHOIO MOBOIO;
MpaBWIbHE 1 BYacCHE O(hOPMIICHHS TOKYMEHTIB;

Koxen ninoBwii nmcT TOBMHEH OyTH CTporo iHamBimyaidsbHuUM. Ha
HaIlMCaHHS JUJIOBOTO JIMCTAa HAKIAJAaloTh BIMOMTOK TMEpII 3a BCE ajapecar,
KOHKpETHA CUTYyaIlisi, ocoba 1 mocaja Toro, 1o MHiIe.

SkicTh AUIOBOTO TEKCTY CKJaJa€ HACTylHE: JYMKa, BHPA3HICTb,
MMCHbMEHHICTh, BBIWIMBICTD, JJAKOHIYHICTb.
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