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DTOT TEKCT — COKpallieHHas Bepcusi KHuru Mapka dopcrepa «Crenait 310
3aBTpa U JIPyrUe CEKPEThl yIpaBieHUus1 BpeMeHeM». TOJIbKO camble IIEHHbIE
MBICJTH, UieU, Kechl, mpuMepbl. O KHUre Bbl 3HaeTe, 4TO TaKoe «MaHbsIHA» ?
DTO BaKHEHIIIEe CIIOBO MCIAHCKOW KYJIBTYPHOM TPAUIIUUA, KOTOPOE O3HAYAET
«3aBTpa». «Hukoraa He fienai cerofs To, 4YTO MOKHO CIIe/IaTh 3aBTpa.
Hukoraa He aenait 3aBTpa TO, UTO MOXKHO CIIEJaTh yepe3 Heaelo». Kakoe
OTHOIIIEHUE ITOT MPUHIIUI UMEET K TaluM-MeHeIkMeHTY? OH 1o3BoJIsIeT
COXPaHSATh JUCTAHLIMIO MEX]y 3alIPOCOM U €T0 BHIIOJTHEHUEM U TTOCTPOUTD
MPaBUJIBLHYIO TIOCJIEI0BATEIBHOCTD IeUCTBUM. [1py CHIIBHOM 3arpyK€HHOCTH
O€eCITOJIE3HO PaHKUPOBATh Jiej1a IO BaXKHOCTH U CPOYHOCTH, IIOTOMY YTO
YeJIOBEKY CBOMCTBEHHO CKOpee BHIITOJIHATHh 0OCIaHHOe, HEXEeIN CPOUHOE.
Knura Mapka ®opcrepa «Caenaid 310 3aBTpa U APyrue CEKpeThl yIpaBIeHUs
BpeMeHeM» TpejJiaraeT psiJi CBeKUX TEXHUK, KOTOPbIE MO3BOJIAT BHIMOIHATD
CMMCOK JIeJT, 3aIJTAHMPOBAHHBIX HAa OJIUH JIeHb, CTaTh 00JIee OpraHN30BaHHBIMU
Y paIlMOHAJILHO PACHOPsiKaThCs pecypcaMu. 3a4eM uuTarh ® O3HAKOMUTHCS

C OPUTMHAJIBHOM CUCTEMOM, KOTOpasi MO3BOJISIET BBHITIOJIHSTH BECh CIIMCOK

JIeJ1, 3alJIAaHUPOBAHHBIX HA OJUH A€Hb. ® [10yduTh NMPOCThIE MPAKTUYECKUE
PEKOMEH/IAINH 10 TallM-MeHeKMEeHTY. ¢ JluarHocTipoBarh CBOM c1adble MeCcTa
B yrnpayieHu# BpeMeHeM. 00 aBrope Mapk Popcrep — OpUTaHCKUI KOY4, aBTOP
YeThIpeX KHUT O TaM-MeHekMeHTe. Brutote 1o 2008 roma padoran naid-
KOYYeM C TaKMMU OpraHU3alusAMU, Kak MUHUCTEPCTBO 000poHbI BenmkoOputanuu
Y aHTJIMKAHCKasl 1IepKOBb. [IpOBOIUT KOHCY/IbTALlMK, CEMUHAPBI U MACTEP-
KJIACCHI IO YIIPABJCHUIO BpeMeHeM. JlenTcst peKkoMeHAAMSAMU B TMYHOM
6more — markforster.squarespace.com, y4ur JTofieil ObITh KPeaTUBHBIMU U
opranr3oBaHHbIMU. OH MpeiaraeT B3MISSHYTh Ha Mpo0ieMy HeXBaTKU BpeMeHU
O], YIJIOM, KOTOPBIM OTJIMYAETCS OT KJIACCUUECKOIro TalM-MeHe)KMEHTA.
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BBenenne

[TpuBblYHOE «Y MeHs HET BpeMeHW» 3BY4HUT Helleno. [pencraBbTe, ppida sxanyercs: «Y MeHs
HeT Bogpl!» Bpems — 310 cpena, B KoTopoil Mbl skuBeM. Ero He MokeT ObiTh MHOTO M Majio. Bech
BOIIPOC B TOM, KAK IMEHHO BBl UCIIOJIb3yeTe BpPeMsl.

Mapk Popcrep nepecMoTpes Takue TPaJULIMOHHbIE MOHATUS YIPABJIEHUsS BPEMEHEM, Kak
CIIUCKM €1 U PACCTAHOBKA IIPUOPUTETOB 110 BaXKHOCTU U CPOYHOCTU. OH CUMTAET UX OMIMOOYHBIMU
Y HaTOJHSAET aJIbTePHATUBHBIM CMBICIIOM.

I'naBHas 3a1aua Mapka — BBIIIOJIHUTB CIIMCOK [, 3allJIJAaHMPOBAaHHBIX HA OfIUH AeHb. EcTb psf
(bakTOpOB, KOTOpbIE MEUIAIOT STOMY: CIUILKOM MHOIO JieJl, pepbIBaHus, HU3Kas 3(p(heKTUBHOCTD
pabotbl. OH MeToANYHO MpopadoTall Kax/Abli U3 6apbepoB Ha MyTH K «Bce caemano!».

KonuyecTBO 11 MOXKHO COKpaTUTh, €CIM HAYYMThCS MX MPABUJIBHO PaHKUpPOBaTh. Bmecto
B)XHOCTH Y CPOYHOCTH aBTOP PEKOMEH/IyeT PyKOBOJCTBOBATHCS 00s13aTeIbCTBAMU. [lea BOSHUKAIOT
B pe3yJ/ibTaTe 0OEIaH i, KOTOPbIE Mbl JAJIU IPYTUM JIIOASAM.

Yto6s! MOBBICUTD 3h(PEKTUBHOCTH pabOTHI, HykHBI TpaBuiia. U Mapk ®opcrep ux pazpadorai.
Ero cucrema 6aszupyercs Ha CIeAyOIUX PUHLMIIAX:

1. sicHOe BUjIeHUE;

2. O/IHO 33/1aHKE 3a pa3s;

. leslaTh TIOHEMHOTY, HO 4acTo;

. BBICTABJISITh OIPAaHUYEHMS;

. UCTIOJIb30BaTh 3aKPbITIE CIIMCKHY;

. yOupaTh pepbIBaHuUS;

. PYKOBOJICTBOBATbCsI 00513aT€JIbCTBAMHU, & HE UHTEPECOM.

~N O\ LN W

OHI/IpaHCb Ha JaHHBIC IIPUHIIUIIBI, aBTOP MPUAYMaAJI HECKOJIBKO IMOJIE3HbIX TCXHUK. Onu rmomo-
raloT CIIPpaBUTHCA CO CIIMCKOM [€JI Ha OJUH [IE€Hb. HCJ'IL KHUI'M — COCJIaTb YMUTATCJIA Ha 100 % Kpeca-
TUBHBIM, OPraHU30BAHHBIM U 9(1)(beKTI/IBHbIM B paMKax KpaTkKOCPOYHOI'O yIIpaBJICHUS BPEMCHEM.
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Mpbicab, penenne, qeucTBae

[TpopaboTky mpoOieMbl BpeMEH HaYHEM C TpeX IMPHUYMH HeXBaTKU BpeMeHu. OHM CBS3aHbI C
0COOEHHOCTSIMU PadOTHI MO3Ta.

Jlionu ceTyloT Ha HEXBATKY BPEMEHH, ITOTOMY YTO UX PEIIEHHUs He COBMAAAIOT C MOCTYNKAMHU.
I'oBOpHM 0f1HO, /ies1aeM JApyroe.

YenoBek BedeT ceds Tak, Kak ecay Obl MO3I COCTOSUT U3 BYX YacTel: paljMOHAJIbHOW U Uppa-
roHaTbHOM. [lepBast moioOHa MPaBUTENBCTBY, KOTOPOE PMHUMAET )KU3HEHHO HEOOXOIMMBIE pele-
HUs. Bropas neiicTByeT Ha ypoBHE MHCTUHKTOB. Eciu psjom onacHocTs — ciacaiicst. Eciu efja — eltb.
Peakius cieyer 3a CTUMYJIOM aBTOMAaTHUYECKH.

HppaumonaiabHOe M palMOHAIbHOE Hayaslo padoTaloT B MPOTHBOMOJIOXHBIX HAIlPABICHUSIX.
OHM NPeACTaBISIOT CYyTh KOH(JIMKTA MEXKIY CUIOMUHYTHBIM YJOBOJILCTBUEM U MOJTyYEHUEM Harpajibl
B JIOJITOCPOYHOI NIEpPCIIEeKTHBE.

WppaumonasbHas npupoa cuiibHee palMoHaabHOM. ok /Ib Ha y/IuIe OHa BOCIIPUHUMAET KaK
OIACHOCTB, 1 YEJIOBEK PelaeT OTIOKHUTh TPEHHPOBKY, HECMOTPSI Ha TO, UTO MOOOEIaT 3aHUMAThCSI
KaxJplid 1eHb. COnpoTUBIIEHNE U IPOKPACTUHALIMSA BO3HUKAIOT B UPPALIMOHAIBHON YacTH.

O CJIOXKHOCTU BBINIOJIHEHUS 3a[jaHusl Mbl CYUM IO CTENIEHM BHYTPEHHErO COIPOTUBIICHHUS,
KOTOpOEe OHO y Hac BbI3blBaeT. OHa He OTBevaeT pealbHOil cuTyauuu. BbiBaer, 4yTo Ha Jenie Bce
ropasjio Mpolie, YeM Mbl ceOe MpeCTaBIsIIn.

3aro panmoHanbHas1 YacTh yMHee. OHa MOXET MPUIYMaTh CTPaTerny, YTOObl YCIIEITHO KOH-
TPOJIMPOBATh UPPALMOHAIBHYI0. KpoMe kestaHus 1 Boiu AJ1s ycriexa HeoOxoauma cucrema. OHa gaet
MEHTaJIbHYI0 U (PU3MYECKYI0 MoiepkKy. Kora HeT cucteMsl, YeJ0BEeKOM YIpPaBJIAIOT ClydaiiHble
crumyJbl. [IeHp npeBparaercs B Xaoc.

3amava — caenarh Tak, 4YToObl 00 COCTAaBJISIOIIME HAIIEro MOBEACHUS COTPYIHMYAIH, a He
koH(MKTOBaMM. VneanbHblil clydail «MBIC/Ib — pellieHne — JeWCTBHe». Bbl BRITIONHSETE 3a/laHKe
TOJIBKO 110 OJJHOW IIPUYMHE — Bbl PEILMJIM €70 BHIIIOJIHUTb.

OOGBIYHO, YTOOBI PEIUTb POOJIEMY BPEMEHH, YEJIOBEK CTPEMUTCsI paboTath ObIcTpee. DTo BO3-
MO>XHO, €CJT1 YOpaTh IpepbIBaHus, ISWCTBOBATH I10 TUIAHY, MPOSICHATH 1ei. OJHAKO B CIIydae ycrexa
YeJI0BEK BO3BMET elle OoJibliie padoThl. PaHO MM MO3/IHO OH JOCTHIHET Ipefiesia 3arpyKeHHOCTH.
[TpoGnema BpeMeHH OCTaHeTCsl.

ITo mHenuio Mapka, CyIiecTByeT TpY OCHOBHBIX ITPUYMHBI HEIOCTATKa BPEMEHMU:

1. Huzkas 3¢ppeKTUBHOCTH pabOTHI;

2. CJIMIIKOM MHOTO e,

3. CJIMIIIKOM MaJIo OTBE/IEHHOTO Ha padOTy BPEMEHH.

Takum 00pa3om, 4TOOBI PEIUTh MPOOIEMY BPEMEHH, HEOOXOAMMO MOBBICHTH 9((HEKTUBHOCTb
PabOThl, COKPATUTh KOJIMYECTBO JIEJ U YBEJIMUUTh BpeMs Ha MX BBITIOJTHEHHE. Y3HaeM, 4To I 3TOro
IpejjiaraeT aBTop.
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KpeatuBHoCTh, NOPAAOK U 3(PPEKTUBHOCTD

Huskas a¢pdekTnBHOCTD — 9TO HE TONBKO HM3Kasg CKOPOCTb BbINOJMHEHUs onepauuil. Cie-
ayer pazandaTh 3¢GEeKTHBHOCTD U 1eecooOpa3HocTh. [lepBoe 03HauaeT ymeHre rpaMOTHO pacrio-
psiKaThCs pecypcaMu, BTOPOE — JIeJ1aTh TO, UTO BEJIET K JKeJJaeMoMY pe3yibTaTy. BbITh 3¢h(peKTHBHBIM
— 3HAYUT JeJ1aTh BCe MPAaBUIIBHO. [IeCTBOBATH 11eJ1eCO00Pa3HO — 3HAUUT AENaTh MPaBUJIbHbIE BEILH.

KpearrBHOCTb, OpraHn30BaHHOCTb U 3(PHEKTUBHOCTb B3aMMOCBsI3aHbl MeXAy coO0r. ’Ku3Hb
MOXET ObITh XOPOLIO OPraHU30BaHa, HO «CTEPUJIbHA», O€3 KpeaTuBa. MOXHO KJIACTh BEIlld HAa CBOU
MecTa, HO MU 3TOM He ObITh 3 (DEKTUBHBIM, TOTOMY 4TO OOJIbIlle BHUMAHHUS Y/IEISETCS TOMY, Kak
BBIIJISIIUT TIOPAJOK BELLEel, a He TOMY, AJIsl Yero OHU HYXHbl. V1 HA000pOT, MOXXHO NPUIYMbIBATH
OT/JIMYHBIEC UJIEU, KOTOPBIE OCTAHYTCSI MEYTaMH1 M3-3a Oecropsiika B Jesiax.

P PeKTUBHOE UCNIONB30BaHUE BPEMEHU U BBHICOKMM YPOBEHb 3aHATOCTU — BOBCE HE CHUHO-
HUMBIL. DpPEeKTHBHOE UCHIONb30BaHNE BPEMEHH MPEAToNaraeT, Yro Bce, YTo He TpeOyeT KpeaTHsa,
NIepeBeICHO B MOPSIIOK, BHICBOOOXKIAIOIINIA BpeMsl Ha KpeaTHB.

B nepBom npubimkeHuu:

AddextuBHOCTL = KpeatnBHOCTh X [Topanok.

Kak crnenyer u3 (popmysbl, 4TOOBI TOBBICUTH (P (EKTUBHOCTh, HY)KHO YITy4lllaTh 1 KPeaTuB-
HOCTb, U TIOPSAOK.

INopsinok Gosblle 3aBUCKT OT HAJIMYMSL CUCTEMBI, B paMKax KOTOPOH JIEWCTBYET YeJIOBEK, YeM
OT 0COOEHHOCTEN XapakTepa JIMYHoCTU. CHUcTeMa IOMOraeT Jie1aTh IPaBUIIbHBIE BEIIY, B TOM YHUCTIe
CIIPABJIATHCSA C PyTUHOI. MI3MeHuTe cucteMy, M U3MEHUTCS pe3yJIbTar.

Hanpumep, Oo0ibIIMHCTBO 00padaThiBaeT 3NMEKTPOHHYIO MOYTY IO TPUHIMUITY «COPBATh
HECKOJIPKO BUILIEHOK», @ OCTAJIbHOE IIOTOM. B pe3ynbrare HakarmBalTcs «XBOCThl». bonee nmponyk-
THBHO 00pabaThIBaTh MOUTY OJIOKAMU U JIeJIaTh 3TO B 3apaHee OTBEICHHOE BpeMsl.

Kak BbIssBUTB 1U10XY10 crcteMy ? 1o onpenesnienmio, OHa I0KHA O/IepKUBaTh padoTy 1 ooJer-
yaTh ee BblloIHeHue. Ecim cuctema TopMO3UT Bac, opa ee MepecMOTpPETb.

pyeoii cnocob onpedeaums craboe mecmo — noHad00amo 3a crosamu. Ha
npod.aemMHble YUACMKU YKANCYN CA08A «8Ce20a» U «HUK020A».

Bonpoc: «I[louemy 0okymenmol 6cezoa pazopocarvl no ogucy ?»
Omeem: «[lomomy umo omcymcmeyem mecmo 0Asi coOopa exoosuel
OOKYMEHMAUUU».

Hmak, umobbl Hasecmu 6 MHCU3HU NOPSOOK, HEOOXo00umMa cucmemd.
Toznaxomumcs ¢ NPUHUUNAMU CUCTIEMbL ABMOPA KHUZU, KOMOPble NOMO2AION MY
YCNEUtHo Yynpasnsimes 6peMeHeM.



. Smart Reading. «KimoueBsle naen kauru: Caenaii 3To 3aBTpa U APyrre CEKpeTsl yIipaBiieHus BpemeneM. Mapk dopcrep»

CeMb NPUHIMIIOB YIIPABJIEHUSI BpeMeHeM

1. ficHoe BugeHue. DTO YETKOE OCO3HAHUE CBOUX 1IeJIeH, a TaKKe NeUCTBUIA, MpeAlpUHIMa-
eMBIX TSI MX JOCTHKeHUs. Kaxplid pa3, coOupasich YTo-TO C/IeIaTh, CripainBaiTe ceds: «A Jero s
Ha caMoM JieJie COOMparoch TOCTUYb ?» YeM Ooliee sICHOE BUIEHHE, TEM BBIIIIE IAHCHI HA PEeaN3aliuIo.

2. OgHo 3agaHue 3a pa3. YeqoBeK MOKET CheCTh TOJBKO OHO MepBOe OO0 32 OUH NPHEM
. OfHAKO U3 MEHIO JKM3HM MBI YacTo 3aKa3blBaeM HECKONbKO Omoa. [asa Gorblne kemyaka.
Hepxwute B (pOKyce OIHO 3a/jaHue, JieJlaidTe ero MPaBUIIbHO, 3aTeM MepexoauTe K Jpyromy. I ne Baie
BHMMaHUe, TaM M ITPOUCXOAUT padoTa.

3. 3anumarthbcst peryasipao. Mo3sr padotaet 6osee 3(pheKTUBHO, KOT/Ia BHITOTHSET TIOCHITb-
HbIE 33/IaHMS U JIeIaeT 3TO peryysipHo. [lepepblB Mex 1y yrpaXHEHUSIMHA HEOOXOIMM JJ1s1 BOCCTAHOB-
JieHus M afganTaiyu. Bo Bpems otiabixa Mo3r (popMupyeT HOBble HelipoHHbIe CBs3U. [IpuHimm npu-
MEHUM JU1S pa3BUTHUS KaK YMCTBEHHBIX, TaK ¥ (PU3MUECKUX CIOCOOHOCTEH YesioBeKa.
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KoHen 03HaKOMHUTEJIBHOT0 (pparmMeHra.

Texkcr npenocrasieH OO0 «JIutPec».

[IpounTaiiTe 3Ty KHUTY LIEJIMKOM, KYIMB IIOJHYIO JIEraJbHYIO Bepcuio Ha JlutPec.

BesomnacHo onnatuTh KHUTY MOKHO OaHKOBCKOM Kaprtoit Visa, MasterCard, Maestro, co cuera
MOOWIIBHOTO TenepoHa, C TUIaTeKHOro tepMuHana, B catone MTC wm Cesi3Hoii, yepes PayPal,
WebMoney, fAunekc.densru, QIWI Komesnek, 60HyCHbIME KapTaMu WX APYTUM YIOOHBIM Bam crio-
COOOM.
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