Kak ycneurHo npoiitu codecenoBanmne

Wrak, pabotomarens Hamén Bame pesfome Ha caiite Superjob, 3amHTepecoBayics ¥ 3axXOTen MpHUIJIACHUTE Bac
Ha cobecenoBanne. CobecenoBanue mMpu npuémMe Ha paboTy — 3TO cBoeoOpasHas KyJbMHUHAIUS TMPOIecca TPYIO0yCTPOUCTBA.
WutepBbio ¢ paboToaTeneM BbI3bIBACT CTPECC Jaxe y MPOPeCCHOHAIBHBIX M ONMBITHBIX COMCKATeNeH, MOATOMY BaXKHO 3apaHee
npoJayMarh, Kak BecTH ce0s Ha cobeceoBaHMM, Kak OTBeYaTh HA BOMPOCHI, 3a/JaBaeMble Ha COOECENOBAHHH PEKPYTEPOM.
3naere 1 BrI, Kak ycremHo npoiiTa codeceqoBaHue HA padOTy, K 4eMy OBITH TOTOBEIM? HaiiTi OTBETHI Ha 3TH BOIPOCH Bam
moMoskeT Superjob!
1. TenedoHHBIH pa3roBop ¢ padoTomaTeIeM
Tenedonnsiii pasroBop — 310 Bame nepBoe nuyHOe oO0IIeHMEe ¢ OyaymmMm paboToiaTelieM, W BaXKHO YK€ Ha 3TOM 3Tare

MMPpOU3BECTHU XOpoIlee BICYATICHUC. L[ame €CJIM HasHadaTb BCTpCUY 6y[[eT CEKpeTapb, OH 00s13aTeILHO PAaCCKaXeT
HECMOCPCACTBECHHOMY PYKOBOJUTEIIO UK TOMY, KTO 6y,ueT IMPOBOAUTH C Bamu COGCCCL[OBaHI/Ie, O TOM, KakK HpOHIéJ'I pa3roBsop.

Yro ke HY)KHO YCIETh CAeNaTh BO BpeMs Tele(hOHHOTO pa3roBopa, mpeaBapsIoIiero codeceoBanue npu npuéme Ha padory?
YTo4HHTE, Ha KaKyI0 ITOJDKHOCTHh Bac mpuriamaiot, 3agaiite HeoOXOAMMbIe BOTIPOCH TI0 TIOBOY BaKaHTHOM NODKHOCTH. Ecim
mo3unus BaM W3HaYanpHO HE MONXOAWT, BEXKIMBO cOOOImMUTE 00 3TOM U OTKaXXHUTECh OT cOOECeNOBaHMSA, MPUBEIS
000CHOBaHHBIEC apryMeHTHI. He ciemyeTt TpaTuts aAparomneHHoe BpeMs (cBo€ u paboTomaTens) Ha OecIepCIieKTUBHBIE BCTPEYH.
3anumwuTe Ha3BaHWE KOMIIAHWW, WM W (GAaMIUTHIO TOTO 4YeloBEeKa, C KeM BBl pasroBapuBaii, KOHTAaKTHBIA TeledoH,
0 KOTOPOMY MOYKHO CBSI3aThCS C HUM B CITydae HETPEABUICHHBIX OOCTOSTEIHCTB.

VY3Haiite, KTO IMEeHHO OyneT mpoBoauTs ¢ Bamu cobecenoBanue, Kak ero 30ByT. Bel mpon3Benére Xxopoliee BIieYaTIeHHE, SCIIH
oOpatuTech K HEeMy 10 IMEHHU M OTYECTBY IIPH BCTpEUE.

VY3HaiiTe TOUHBIN anmpec mecta cobecemoBaHms. OOroBapuBasi BpeMs BCTpPEUH, IUIAHUPYHTE €ro TakK, YTOOBl HUKAKWE JPYTHe
nena Bam He momermami. MoeT oka3aThes, 4TO Y Bac B 3TOT JeHb Ha3HadeHBI €I OMHO WM HECKOJBKO cobecemoBaHU
c apyruMu  paboTomarensMu, Toraa rpaduk coOeceOBaHWI HYKHO CIDIAHHPOBaTh TaK, YTOOBI BpeMs MEKIY
MOCTICIOBATENEHEIMA  coOecefoBaHMAMU OBIIO He MeHee 2-3 dacoB. [lomamTe, uro Bac XnméT He MHHYTHBI pa3roBop,
a oOcrosTenpHAs Oecea, Ha cobeceTOBaHUH MPO3BYYAT BOIIPOCH 0 Bamem ombITe paboThI, TpodecCHOHATFHBIX HABBIKAX.
3apanee Haiinute MHOOPMAIMIO O TOM, KaK BECTH ce0s Ha coOecelmOBaHMHU. Y3HAWTE, CKOIBKO JUIUTCS cOOeceOBaHHE IMpH
npuéme Ha paboty, npuaéTrcs u Bam 3anonHATh aHKETY, IPOXOAUTh MCHbMEHHBIC TECThI, BHIIOJIHATH MPAKTUYECKHE TECTOBBIC
3a1aHUS.

2. IToaroToBka kK cobece0BaHUI0

Utak, o BpeMeHH BCTpedr ¢ paboToaaTesieM Brl yclnoBMIMCE, Teneps caMoe BpeMsl 3aHATHCS HETOCPEICTBEHHON ITOATOTOBKOM
K cobecemoBanmnto. UTo jxe HYXKHO cIenaTh?

CHauaJia oJ;roTOBbTE JOKYMEHTHI, KOTOPBIE MOT'YT MOHAJI0OUTHCS Ha coOece0BaHNH:

pe3oMe B IBYX 3K3EMILIIPax;

IacIopT;

JTUTUIOM 00 00pa30BaHUHU C BKIIABIIIEM;

JIMIUIOMBI O JIONIOJIHUTEIEHOM 00pa30BaHuH, cepTH(UKATHl 00 OKOHYaHUHM KYpCOB, YAOCTOBEPEHHS U T.II. (HE cleayeT
OpaTh ¢ co00 TOKYMEHTHI, HE HMEIOIINE OTHOLIEHHUS K JOJDKHOCTH, Ha KOTOPYIO BEI peTenyere).
Pexomennyem Bam 3apanee o03HakoMuTbCA ¢ MHpOpManued o KOMIAHWHM, B KoTopyio Bel wunére Ha cobecenoBaHue.
[ToakntounTe Bce BO3MOKHBIE KaHaJbl: 3aiAUTE Ha CAaT KOMIIAHUM B UHTEPHETE, UCMOJIb3YNUTE JEJIOBbIE CIPABOYHUKH, IPECCY
WIH JIpyTHe HUCTOYHHUKHU. O3HAKOMBTECh C HANPABJICHHSMM [ESTEIBHOCTH M UCTOPHEH KOMIAHMU (Toj oOpa3oBaHMA, ITAIlbl
pa3BUTHSL), U3yYUTE HA3BAHUS IOJpa3/ieeHuii, 3aIOMHUTE HHOPMAIIMIO O JOCTHIKEHHUSIX KOMIIAHWHU U T.I. TeM caMbIM B X01e
6ecenpl ¢ paboronateneMm Brl cMoxkeTe IpOIEMOHCTPUPOBATh CEPbE3HOCTH CBOMX HamepeHuil. Ilpu stom maxe ecim Bac
HE BO3bMYT UIMEHHO B 3Ty KOMITaHU10, BbI B 1F060M cllydae pacimupure CBOM Kpyrosop.
HamerbTe MapuipyT moe3qku Ha coOeceloBaHHE, PAacCUUTaiiTe BpeMs, KOTOPOE HY)KHO 3aTpaTHTh Ha JIOpOry, 100aBbTe elié
3anac BpeMeHn (MuHYT 30) Ha cilydall BO3MOJKHBIX TPAHCIOPTHBIX 3aTPYAHEHHH, C KOTOPHIMH BBI MOXeTe CTOJKHYTBCS
B jopore. MOXHO TIpeBapUTEIIFHO CBE3IUTh K MECTy TIpoBeAeHHs colecelnoBaHus, eciad Bl comHeBaeTech, 4YTO
B Ha3HAUCHHBIN JIEHb CMOXKETe ObICTPO M 03 MpobiIeM HalTH HyKHOE 3/IaHHe.
[TpoxymaiiTe OTBETHI Ha BOIPOCH! padoTOAaTENsl HA cOOECeJOBAaHUM, KOTOPHIE B TOM HJIM MHOM BHJE 00s3aTENIbHO MPO3BYdYaT
B xoze Bamero pasrosopa:

noyeMy BeI ymu (pemuim yHTH) ¢ ociieiHero Mecra padoTsl; rae Bl ceifuac pabortaere?

noyeMy Brl xoTuTe paboTaTh NMEHHO B HalEi KOMIIAaHUN?

KaKylo N0/b3y Baia 1esTenbHOCTh Kak COTPYIHUKA MOXKET IPUHECTH HaIlllel KOMIaHUH?

Ha30BUTE CBOM caMble OOJIbIIINE JOCTOMHCTBA M CIIA00CTH KaK COTPY/IHHKA;

Ha3oBUTe Bamm camble Oonbpline IOCTIDKEHMS Kak CIEIManucTa; ObliM M y Bac Heymaunm B npodeccHoHaIbHOM

ACATCIBbHOCTHU, U KaKHUEC OHH?



l'oToBbTECH HaBaTh NpaBAMBBIC OTBETHI HA BOIIPOCHI Ha coOecepoBaHUM (B XO/A€ HMHTEPBBIO WM IOCJIE JIOKb 0053aTEIbHO
BciuibiBET). Ilpm orBete Ha Bompoc: «Ilouemy Bbl pemmii cMeHHTH padOTy?» — He ClIelyeT JaBaTh HETaTUBHBIC OT3bIBBI
0 KOJJIEraX U PYKOBOAMTENAX, OrPAHUYBTECh HEUTPAlbHBIMU  BBICKA3bIBAHMAMHU: OTCYTCTBHE BO3MOXKHOCTEH  ist
podeCCHOHANLHOTO POCTA, HEPEryJSPHOCTh B MOJIyYEHHUH JEHE)KHOTO BO3HATPAXKICHUS, YAAaJIEHHOCTH OT JIOMa, HEYHOOHBIIM
rpaduk paboThI U T.I1.

I'oBops o Bo3aMoxHOW Oyaymeil pabore B HOBOW KOMIIaHHMHM, AaiTe MOHATH COOECETHHKY, 4TO Bbl 3anHTEpecoBaHbl paboTaTh
UMEHHO B 3TOW KOMIIaHMH, MOXETe OBITh € IMOJIe3HbI KaK CHELHUAMCT, HO MPU 3TOM BBI JOIDKHBI YETKO NPENCTaBIATh, YeM
3aHMMAETCsl KOMIIaHUs, YTOOBI He monacTh Bripocak. CyMeeTe NpaBHILHO TIOBECTH ce0s B 3TOM Bolpoce — Bamu maHcsl ObITh
NPUHSTHIM Ha paboTy B 3Ty KOMIIAaHHIO BO3PACTYT B HECKOJIBKO Pas.

OtBeuass Ha BOIIPOCHI O CBOMX JOCTOMHCTBAX M OCOOCHHO HEIOCTaTKaX, O JOCTIDKCHUSX U HeyJadax, OyIbTe OCTOPOXKHBIL.
[IposiBUTE OCTATOYHYIO CAMOKPUTHYHOCTH K CBOEH IEpCOHE, 3TO MoJHMMET Bamr aBropureT B riazax cobecennuka. ['oBops
0 CBOMX YNYIIEHHSIX, HE0OsN3aTeNbHO IPUBOANTH CBOM CaMble OOJIbIINE IPOMaxy. 31ech INIaBHOE, YTOObI BBl Morim mnokasars,
4yT0 BBI cCamu ucnpaBuiu cBoil mpomax M U30aBUIM KOMIIAHUIO OT HEMIPUATHOCTEH MM CBEJIM UX K MUHUMYMY.

BynpTe TOTOBBI K TECTaM WM IPAKTHIECKUM 3aJaHMAM (KaK IICHXOJOTHYECKHM, TaK M NPO(EeCCHOHAIBHBIM), KOTOpBIC
paboTomaTens MOXKET IPeATIOKITE Bam mponTH.

IMoaroroBeTe 3apaHee BONMPOCHL, KOTOpbIe BbI Xx0Tenn ObI 3a1aTh pabOTOAATEITIO.

[Ipoxymaiite onexay, B KOTOpO# moiaére Ha BCTpedy ¢ paboromareneM. BeceM 3HakoMa mocioBuma: «BceTpedaroT mo omexke,
MPOBOXKAIOT 10 yMy». IlycTe mepBoe BmedaTiieHne o Bac Oyner campiM OnmaronmpusTHeIM. EcTecTBeHHO, omexna IOIKHA
COOTBETCTBOBATh TOW IOJDKHOCTH, Ha KOTOpyIo Bel mpereHmyere. Bo3MoxHO, cTpormii A€mOBOH KOCTIOM yMECTEH HE IS
Ka)XXJOH JOJDKHOCTH, OJHAKO OMPSTHAsI OAEXIa B JEJIOBOM CTHIIE, YUCTBIC BOJOCHI M HOT'TH, HAUMIICHHAs 00yBb 00s3aTEIBHO
MIPOM3BEAYT HEOOXOAMMOE IMOJIOXKUTEIbHOE BIleyaTieHHe Ha Bamero cobecennnka. HUKakux X03sHCTBEHHBIX CYMOK, aBOCEK,
3aMyCOJIEHHBIX ITAaKETOB C MPOJYKTaMH, PIOK3aKOB B BAIINX PyKax OBITh HE JOIKHO!

3. [IpoxoxaeHue codece0BaHHS

Bot m Hacran wac cobeceoBaHMs, KOTOPOE MOXET W3MEHHUTh Bamly XH3Hb! O 4eM HYKHO TOMHHUTH IIPU HPOXOXKICHUH
cobecenoBaHus?

[locTapaiiTecb mpuiiTH Ha BCTpedy 4YyTh PAHbLIE Ha3HAYEHHOro cpoka. Jlyume Bbl nojoxkaere 10 MUHYT B NpUEMHOH, 4eM
paboTomarens OyAeT xIaTh Bac MOIMUHYTH. OMo3gaHNe Ha BCTpPEUy, AaXKe TI0 HE 3aBHUCAIINM OT Bac o0cTosATenbcTBaM, Ha 99%
mepedepKHET BCe HAICKIBI Ha MOMyIeHHE pabOTHI B 3TOW KOMITaHHUH.

Ecmu BOpyr Bce-Taku Takas CHUTYaIlUsl MIPOU3OILIA, BB YYBCTBYETE, YTO HE yCIIeBaeTe K HA3HAUEHHOMY BPEMEHH, 00s3aTeIbHO
MMO3BOHUTE IO KOHTaKTHOMY Tele()OHy, W3BUHUTECh, OOBSCHHUTE TPHYMHY BAIlero OMNO3JaHWsA W Y3HAHTe, CMOXKET I
paboTomaTens IPUHATH BaC B 3TOT )K€ JICHB YyTh MO3KE MM €CTh BO3MOKHOCTh IIEPEHECTH BCTPEUY Ha IPYTOe BPEeMsL.

Ecmu BB BOOOIIIE penIiin He XOJUTh Ha cobecenoBanue (MepeayMaly padoTaTh B 3TOW KOMITAHWH, Y Bac JPYTHE CPOYHBIE Jeiia
u 1.11.) OBS3ATEJIBHO 1no3BoHuTE paboTOmATEI0 U COOOHMTE 00 3TOM, MPEABAPUTEIBHO MU3BHHUBIIKMCEH, YTO HAPYIIMIN €T
w1assl. I1ycTs Xopoliee BrieyaTieHHE O Bac, MOJy4YeHHOE B MPeIBapUTENIbHON Oecesie 1o TenedoHy, HUUero He UCTIOpTHUT!
Bxons B oduc, o0s3aTenbHO MO3J0pPOBAWTECh, IONPOCHTE COOOLIMTH O BallleM IPHUXOJE COTPYIHUKY, C KOTOPHIM Y Bac
Ha3zHaueHo cobecemoBaHue. Ecim Bac mompocsaT HEMHOI'O IOAOXKIAaTh, HE CTOUT BO3MYIIAThCS M BOCIPHHHMATh 3TO Kak
HeyBaKeHHUe K ce0e. 3armacuTech TEpPIEHHEM U He TepsiiTe YyBCTBO A00OPOKENATEIbHOCTH, C KOTOPHIM BbI IIUIM HAa BCTPEYY.
3apaHee OTKIIIOYHMTE COTOBBIH TenedoH, 4TOObI HUYTO HE MOTJIO TOMEIAaTh Ballei Oecese.

3axons B KaOMHET, II0370pOBaiiTech, oOpalasch 10 MMEHH M OTHYECTBY K COTPYIHHKY, C KOTOphIM Oynere OecenoBarth.
OO6s3aTenpHO ynbIOHUTECh. CKakWTe, YTO BaM OYEHb MPUSITHO MpUIJalieHue Ha cobece0OBaHHe MMEHHO B ATY KOMIIAHHUIO.
OTHM BBl CMOXKETE 3apaHee PacHoI0KUTh K cebe cobeceaHnKa.

CsapTe Tak, 4ToOBI Balie JuIo 010 obpanieHo k cobeceqHuky. I[lepenBunbTe CTYM, €ciu 3T0 HeoOxoanuMo. He pa3BanuBaiitech
Ha CTYyJIe, He CKpPeLIMBaiiTe HOTH 10]] HUM, He MOJPKUMaiiTe UX; He TepeOUTe HEPBHO PYKaMH PYUKY.

BHumartensHO citymaiiTe BOIPOCH!, KOTOPBIE BaM 33aJar0T, CMOTPSI IIPH 3TOM B JIHI0 cobecennnka. HaunHaiTe 0TBEYaTh TOIBKO
TOrAa, Korjga moiiMere, o 4eM Bac crnpocwid. Eciau Bompoc He COBCEM NOHSTEH, TO, M3BUHMBIIUCH, MONPOCHUTE €lIe pa3
MOBTOPUTH e€ro. OJHAKO He MepeycepACTBYHTE — MepecHpalivBaTh MOUTH KaXKAbIl BOIPOC HU B KOEM CITydae Hellb3d.

OTBeuasi Ha BOIIPOC, CTapaiiTech He TOBOPHUTH Oojiee 2—3 MUHYT. JTOr0 BPEMEHM BIIOJIHE XBAaTUT, YTOOBI B LIEJIOM OCBETHUThH
HanOosee BayKHYIO HH(POPMAIHIO 110 CaMOMY CIIOKHOMY Bonpocy. OJTHOCIOXHBIE OTBETHI «/1a» U «HET», TUXHH T0JIOC CO3JaayT
BIlEYaTJIeHHUE Ballleil HEYBEPEHHOCTH B ce0e, HEyMEHHN OOBSICHUTD CBOIO TOUKY 3pPEHHUSL.

Ecnu Bac monpocsiT pacckasaTh o cebe, He ClielyeT IycKaThCsl B IPOCTpaHHbBIE pa3roBOphI 0 cBoel aBrobnorpaduu. Tem Gornee,
HEJIOIYCTUMO OTBEYaTh, YTO B pe3loMe yxe Bcé HammcaHo. PacckaxuTte o cBoeM 00pa30BaHWH, OCBETHTE OIBIT PadOTHI. DTO
IIPOJIEMOHCTPUPYET JHUIIHUI pa3 Ballly MpoQecCHOHATIbHbBIC HABBIKH M Ka4eCTBa.

Ha cobecenoBanuu y Bac OyneT BO3MOXKHOCTH 3a/aTh M T€ BOIPOCHI, KOTOpBIE BBI MOJrOTOBWIN 3apaHee, M Te, KOTOpbIe

BO3HUKIIN Y BAC B XOA€ 6606)1};1.



Ecnu Bac uHTEpecyeT BO3MOXKHOCTh KaphEPHOT'O POCTA, TO BaKHO CYMETh NPABHIILHO 3a/1aTh 9TOT Bompoc. Mmeiite B Buay, 4To0
Bac MNPUIJIAMIAIOT B KOMIIAHWIO Ha KOHKPETHYIO JIOJDKHOCTb, Ha PEICHHE OINpeeleHHOro Kpyra 3amad. He Bce nomkHOCTH
IPeAyCMaTpUBaIOT KapbepHbIH pocT. Kpome Ttoro paboTomaTensiM CIIOXKHO O0O0CYXIaTb 3TOT BOINPOC, HE 3HAs BalllMX
BO3MOXXHOCTEH M criocoOHOcTel. TeM He MeHee BIIOJIHE YMECTHO Y3HaTh y paboronarens, MpPaKTHKYeTCs JIM B KOMIIAaHUU
poTauusi KaJpoB, CYIIECTBYIOT I B OTAAICHHON MEpPCIEKTUBE BO3MOXKHOCTH pOCTa C JAHHOW IO3ULMU M 00s3aTENbHO
CHPOCHUTB, YTO JUIS ITOTO HYXKHO (IOMOJIHUTENbHOE O00pa3oBaHME, KypChbl MOBBIICHHS KBaNMU(pHUKALUH, HapaOOTKa ONbITa
WIN YTO-TOCIIE). Y3HalTe, Kakue IpOrpaMMbl HO OOYYEHHIO WM IOBBINICHUIO KBATU(HKAIMHA COTPYJHUKOB CYIIECTBYIOT
B KoMnaHuu. Tornga Bbl OyeTe BBHIVIACTh CEPHE3HBIM M IIEJICHANPABICHHBIM YEJIOBEKOM. A 3TO elle OJWH IUIIOC B Bally
HOJB3Y.

OTKphITast yiaplOKa, HEMHOTO XOPOIIEr0 W HEHaBS3YMBOI'O FOMOpa, ¥ TOrJa HEOONbIIME NMpoMaxu OyayT BaMm o00s3aTelIbHO
npomeHsl. JlenmoBoMy pasroBopy yiblOka HE MellaeT, HaoOOpOT, OCTaeTcs BIEYaTJeHHe, YTO BbI ONBITHBIH, a IOTOMY
YBEpEHHEBIH B ce0e YeIOBEK.

[Mpomasce 1m0 OKOHUYAHMU COOECEeOBaHMS C COTPYIHHKOM, KOTOPBI €ro MpoBOAWN, 00s3aTeNbHO MmoOnarojapuTe
3a IPEAOCTABICHHYI0 BaM BO3MOKHOCTh IPOMTH coOeceoBaHHE B JAHHOW KOMIIAHWM BHE 3aBHCHMOCTH OT OKOHYATEIHHOTO

BEIOOpA, KOTOPHIH caenaeT paboToaTels.

Vnaun Ha cobecemoBaunu!



