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1. Onuc HABYAJIBHOI JUCIHUILIIHA

HaiiMmenyBaHHS MOKa3HUKIB

XapakTeprucTUKa HAaBYAIbHOT JUCIUTUTIHH

neHHa opMma HaBUaHHS | 3aoyHa popMa HaBUAHHS

KinbkicTh kpenuTiB 3 Bubipkora
) Jlexuii
Mopynis — 1

24 ron. | ___TOQ.

. . [IpakTuysi

3MICTOBUX MOJYJIIB — 2
12 rox. ‘ ~ TO..
o JlaGoparopHi
3arajabpHa KUIBKICTE TOOUH — 90

- TO/I. ‘ rOJI.

TrXHEBUX TOIUH I IeHHOT (hopMH

HABYaHHS:
ayIUTOPHUX — 3
camocCTiiHO1 poboTH — 4,5

Camocriitna pobora

54 rox. ‘ rof.

Bua koHTpOMIO: 3aITIK

Yactka aynutopHux 3aHATh 1 4ac 40 % ayautopHux 3aHATh, 60 % camoCTIHHOI

poooTH.
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2. MeTa Ta 3aBJaHHSA HABYAJLHOI JUCIUILIIHA

Mema nasuanvnoi oucuyunninu «TaliM-MEHEKMEHT» — ITITOTOBKA 3700yBayiB
JI0 yCHIIIHOT poOOTH B JUIOBIM cdepi Ha OCHOBI (JOpMYBaHHS y CTYACHTIB CHUCTEMHU
3HaHb Ta HABMYOK III0JI0 OpraHi3allii yacy Ta IiJBHUIICHHS BJIACHOI €(EKTUBHOCTI.

3aBJaHHAMH HABYAJIbHOI JUCIUILIIHY €:

— HaJaTU CTYJIEHTaM SCHE 1 UYiTKe YSBICHHS IIPO TEOPETUYHI Ta
METOJI0JIOT1YH1 3acaJy Cy4acHOTO TaiM-MEHEKMEHTY;

- BUPOOUTH HABHYKH CaMOOpTaHi3ailii, MOTHBaIlii, IiJICHOKIadaHHs,,
PO3CTaHOBKHM TPIOPUTETIB, JAeICTyBaHHS TOBHOBAKCHB, KOHTPOJIIO 1 OIIIHKK OCOOMCTHX
MOKA3HUKIB MISUILHOCTI, OCBOITH HAaBUYKH BOJIOJIIHHS METOJaMU OpraHizalii pooodoro
Jacy Ta palliOHAJIbHOTO BUKOPUCTAHHS PECYPCIB;

— chopMyBaT HaBUYKA CAMOCTIHHOI, TBOpPYOi pOOOTH; BMIHHS
OpraHi3oByBaTH CBOIO IIpaIfo, PO3BUHYTH 3II0HOCTI TMOPOJKYyBaTH HOBI 1€,
3HAXOJIUTH HOBI MIAXOIU J0 iX peaizarlii.

VY pe3ynbTari BUBUCHHS HABYAJIBHOI TUCHUIUTIHU « TaliM-MEHEIKMEHT» CTYACHT
TIOBUHEH 3Hamu:

—  KaTeropiaJibHUW amnapart, OCHOBHI MPUHLMUIIN, METOAM, TEXHIKU YIPaBIIHHS
4acoM;

—  OCHOBHI METOJIM IHBEHTapu3allii Ta aHadi3y BJIACHOTO Ta OPTaHi3alliHOIO
qacy;

—  TOPUHIMOM 1 MpaBUia IJIAHYBaHHS 4acy, BU3HAUEHHS BJIACHUX LW 1
PO3CTAaHOBKHU MPIOPUTETIB MPU MPUIHATTI AKICHUX YIPABIIHCHKUX PIlICHb;

—  OprasizaiiiiHl TPUHIMIN PO3NOPSAAKY AHS 3 YpaxXyBaHHAM TEMIIEPAMEHTY
Ta O10PUTMIB JIFOJUHU;

— crocoOu MiABMIIEHHS BJIACHOI €()eKTUBHOCTI;

— BU/IY, MIPABWJIA T4 TOMWJIKH CAMOKOHTPOJIIO.

VY pe3ynbTari BUBUCHHS HABYAJIBbHOI TUCHUIUTIHU « TaltM-MEeHEIHKMEHT» CTYACHT
TIOBUHCH @éMimu:

—  POOUTH XpPOHOMETPAXK PI3HUX BUIIB KUTTEAISUIBHOCTI;

—  (QopmynroBaTH JKUTTEBI MU 3a JIOMOMOIOK «JepeBa IijIei» Ta
«TIPOMEHEBUX Jlarpamy»;

—  OOrpyHTOBYBATH NMPUNHATI PILLICHHS;

—  00YHuCIIOBAaTH BJIACHI O10pUTMH;

—  pobutu BnacHuii SWOT-anami3, /s BUSBJICHHS CHJIBHUX 1 CJIaOKUX
CTOpIH, MOXKJIMBOCTEH Ta 3arp0o3 0COOUCTOCTI;

—  PO3MOIUIATH pecypcu sl eheKTUBHOI camMoopraHizariii;

—  BHUKOPUCTOBYBATH TEXHOJIOTil TIJaHYBaHHS BIACHOTO 4Yacy, MNPUHIUIHU
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TJIaHYBaHHS TOTOYHOTO JTHS,
—  BH3HAYATH KPUTEPIi OI[IHKK BIACHOI €()EKTUBHOCTI;
—  MPOEKTYBaTH MD>KOCOOHMCTICHI, TPYMOBI Ta OpraHi3alliifHi KOMyHIKaIlii;
—  aJICKBaTHO PO3MOAUISITH YacOBl pecypcu MiKOCOOUCTICHOI 1 mpodeciitHol
B3a€EMOJII;
—  BUKOPHUCTOBYBATH OTPUMAaHI 3HaAHHS JJI MOAAJIBIIOTO CAMOPO3BUTKY.

[lin yac BHUBYEHHS HABYAJIbHOI JUCIMIUTIHU 3700yBadl BHUIOI OCBITH 3MOXYTh
orpuMatu HacTynHi Soft skills:

— KOMYHIKAQMUGHI Haeuuku: TTUCbMOBE, BepOajibHe W HeBepOajbHE CIUIKYBaHHS,
BECTU JUCKYCIIO 1 BIJCTOIOBATH CBOIO TMO3MIIII0; BMIHHS IIIyKaTH, aHali3yBaTh Ta
BUKOPUCTOBYBATH 1H(HOPMAIIIIO;

- KepyBaHHs 4acom.: YMIHHS CIPABIIATHUCS 13 3aBJIaHHSIMHU BYACHO;

- HYUKicmb i a0anmueHicms. THYUIKICTb, aJlallTUBHICTD 1 3/IaTHICTh 3MIHIOBATHCS;
YMIHHS aHaJI13yBaTH CUTYaIlll0, OPIEHTYBAHHS HA BUPIIICHHS TPOOJIeMH;

- 1i0epcuKi AKocmi: YMIHHS CIIOKIMHO MpalfoBaTH B HAIMPYKEHOMY CEPEIOBUIII;
YMIHHS YXBaJIIOBATH PIIICHHS; YMIHHS CTABUTH METY, IJIAHYBAaTH A1SUIbHICTD;

- ocobucmi saxocmi: KpeaTUBHE W KPUTHYHE MHUCJICHHS;, C€THYHICTh, YECHICTD,
TEpHIHHS, TOBara JI0 OTOYYIOUHX.

3. Ilporpama HaBYAJIbHOI AMCHUILIIHA
MOIVYJIb 1
3Imicmoeuii mooyaw 1. Tatim-meneorncmenm Ak cucmema ynpasiaiHHa 4acom

Tema 1. IIpeamer i 3agaui kypcy «TaiM-MeHeTKMEHT»

[Ipeamer, 00’ext, MeTa, 3aBAaHHS, 3MICT, (PyHKIIT «TaliM-MEHEIKMEHTY», SK
HABYAJIbHOI JWCIUIUIIHA. AHaN3 BU3HAYEHb TalM-MEHEKMEHTY. Buau Taiim-
MEHEKMEHTY.

BusnauenHss 1 3HaueHHs dacy. BmactuBocTi 1 Buau 4acy. ATpuOyTH uHacy.
[nauBigyaneHuid GoHA Yacy 1 Horo cTpykrypa. YacoBa mepcnekTuBa 1 TPAHCIIEKTHBA.
BHyTpiHi KoHIEnii yacy.

3akoH yacy, Sk cTpareriyHoro pecypcy. Crpaterii ynpapiiHHg yacoM. Cucrema
yrpasiiiHHs yacoM. OCHOBHI MIJXO/IU 0 YNPaBIiHHSA YacoM. KOMIETEHTHICTh IO IUHU
B 4acl.

Tema 2. AnaJjiiz BUTPAT 4acy B CHCTeMi TAUM-MEHEIKMEHTY
Bu3HaueHHsT TOHATTSA, CYTHICTh, 3a7adl XpPOHOMETPaxKy uYacy. AJTropuT™M
IHBEHTapH3aIlil Ta aHaJIi3y 4acy.
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Metonu iHBEeHTapu3aiii 0COOMCTOTO Ta OPTaHi3allifHOTO 4Yacy. 3MiHa CIOco0iB
YIPaBITIHHS 9acOM 3a JOIOMOTOI0 MOTOYHOI KapTH Ta MOTOYHOI miarpamu. [Ipoctuii
opranaiizep. Opranaiizep 3 aKicHUM 00J1ikoM 4yacy. KapTka 1mo1eHHOro 00Ky 4acy.

Kareropii Butpar vacy. lllogenHuii ekcrpec-aHani3 BUTPAT 4acy 3 BUKOPUCTAHHSIM
opraHamsepy.

Kypnan gacy. Opranaiizep, gk TM-1HCTpyMeHT. MeHTallbHI KapTH MEPEHIKO.
Bunu nepenikona qocsirueHHs miiei. «llornmHadi» Ta «epepuBHUKI Yacy.

Tema 3. IlistenokaagaHHsa

BusHaueHHs IOHATh «MeTa» 1 «uinenokiananasy. Kinacudikamis minei. Cuctema
IUJIeH: JOBTOCTPOKOBI, CEPEAHBLOCTPOKOBI 1 MOTOYHI 1un. OCHOBHI acCleKTH
uinenoknananns. Ilomyk 1 ¢opmymtoBanHs 1muieid. LutenoknaganHs 1 mpouec
JOCITHEHHS MeTH. IToMUIKH HiNenoKIagaHHs.

Cnocobu nomryky 1uie. «Jlepeso minein». IIpomenesi aiarpamu. ['pad xuTTeBUX
uineit. Meron «LleHTp KUTTEBUX IHTEPECIBY.

SMART-texnonoriss mnocranoBku 1eit (3a . HoypaeHom). Anroputm
ninenokinananns. Kiouosi chepu xutts. OCHOBHI IIIHHOCTI OcoOuCTOCTI. Matpuils
«aim-miraocty. SWOT-anam3 ocobucrtocti. PecypcHuii aHamiz «Mera- 3aco0m».
Amnami3 «Merta-3agavi». Curtyaniiauii anami3 (3a JI. 3aiiBeprom). [locTanoBKa 11i1ei: Big
3arajbHOTO 10 KOHKPETHOTO.

Tema 4. [lnanyBanHs yacy

Busnauennss Ta Buau 1iaHiB. Cucrtema 1uiaHiB. [IpuHIunu mjiaHnyBaHHS.
[Tponopuist ITapeto (20/80). IpaBuiio JI.3aiiBepta (60/20/20). MeToa npiopuTETHOTO
manyBaHHst ABC (15/20/65). Anroputw™ muianyBaHHs 1Hg. CUcTeMa IUIaHIB.

Meton mnpocTtoro mjaaHyBaHHsA. MeToa MNpIOPUTETHOTO IUIaHyBaHHSA. MeTon
«rectu 3agaa». Meroxa JI. Eizenxayepa. Cuctema ympasiinHs yacom b. ®@pankiina.
Meton cknananHs wiaHiB « Ajbnmy. OcoOIMBOCTI BUKOPUCTAHHS METOIMK IJIaHYBAaHHS
yacy.

Texnika tutanyBaHHs «JleHb-TrkaeHb». [lmanyBaHHA 3amad 31 CKIJIAJIHOIO
cTpykryporo. Texuika mianyBanHs «Kaiipoc» (MeTOJ KOHTEKCTHOTO IIJITAaHYBaHHS).
Bubip iHcTpyMeHTIB sl IutaHyBaHHs uyacy. Jlomku 1utanyBanHs. [llogeHHuHK.
«CTpareriyHa KapTOHKA.
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Tema 5. KopnoparuBHuii TaiM-MeHeKMeHT: (pistocodis i TexHOoJI0Tist

CyTp KOpIOpPaTUBHOTO TalM-MeHeIKMeEHTY. [100y10Ba cUCTEMU KOPIIOPATUBHOTO
TaitM-MeHeKMeHTy. KopropatuBauii TailM-MEHEIKMEHT SIK CyKYMHICTh TE€XHOJIOTIH
TalM-MEHEJDKMEHTY «BOYIOBAHHMX» Y CHUCTEMY YIIPaBIIHHA MiANPHUEMCTBOM; Taiim-
MEHE/PKMEHT SIK IHCTPYMEHT MOOYI0BH BCi1€1 CUCTEMH YIIPABIIIHHS.

KonTtponbs popydeHb B KOpPHOpAaTUBHOMY TalM-MeHEIKMeHTi. HaBuaHHsS B
KOpIIOpaTUBHOMY  TaM-MeHekMeHTi.  [loOymoBa ~ KOpmopaTHBHOTO — TalM-
MEHE/KEPCHKOTO CTaHIapTy. ABTOMATHU3AIlisl B KOPIMOPATUBHOMY TaiM-MEHEIKMEHTI.
@opMyBaHHsI KOPIIOPATUBHOI TAMM-MEHEKEPCHKOI KyIbTYPH.

3Imicmosuii mooyns 2. Taiim-menedrncmenm AK 3acié ni0GUUIeHHA eheKkmusHocmi
dianvHocmi

Tema 6. Peanizauis muiaunis i opranizamisi JisjabHOCTI

Bukonanns miuaHiB. [TpuilomMy BUKOHaHHS pO3KJIaay MpPH MPOCTOMY ILJIAaHYBAHHI.
BukoHaHHs po3Kjiaqy NpH OpIOPUTETHOMY IUIaHyBaHHI. [IpuitoM «3’imaHHs CIOHa».
[Ipuiiom BukoHaHHs cnpaB «llIBelnapcekuii cup». IlpuilomM BHKOHaHHS CIIpaB
«3anuuire TUAJIUBICTD, 3’ TKTE Ka0y».

[TinBuieHHsa epeKTUBHOCTI BUKOHAHHS cipaB. [IpaBuna nmovarky aus. [IpaBuna,
110 CTOCYIOThCS X0y NHA. ['padik mpare3gaTHoCT.

Buau OGioputmiB: 1000Bi, THXKHEBI, MICSYHI, KUTTEBI LUK, [lepioan KUTTS.
3HauyeHHs] BUKOPUCTAHHS OIOPUTMIKM. 3arajibHI peKOMEHJallli 3 OpraHizaili pexumy
JTHSL HA OCHOBI OlopuUTMIKHU. [HaUBIMyanbHUN poboumnii ctuib. CKIIaJaHHS PaMOYHOTO
TUTaHy JHS.

Tema 7. KoHTpoJIb B TaliM-MeHeIKMEHTI
[IpuitHATTS pilieHb 3a BIAXWJICHHSMHU. 3alljlaHOBaHA MeETa JOCATHYTa. Bimome
BIIXWJIEHHS Bij 3amiiaHoBaHol MeTH. HeBinoMe BIIXMIIEHHS BiJ 3aIlJIaHOBAHOI METH.

3agaui xkoHTpoJt0. KoHTposas mpoiieciB 1 pe3ynbTaTiB. CaMOKOHTPOJIH MPOIECY
JisimpHOCTI 1 pe3ynbTaTiB. Kontpons nua. Etanu kontpomo. Meton «II’situ manbiiB»
(3a JI. 3aiiBeproM). CniocoOu OLIHKK BJIAcHOI e(eKTUBHOCTI. BukopuctaHHs KapT
KOHTPOJTIO.

KonTpons B opranizaiii. 3 rpaHi KOHTpOJO B opraHizaiii. [IpaBuia 1 moMuiku
KOHTPOJIIO.

3acTocyBaHHS MOOUIBHHUX TMPUCTPOIB JUIS KOHTPOJIO 32 BHKOHAHHSM ILJIaHIB.
[Tporpamu: CheckMark Goals, Balanced, Good habbits, Rewire Habit Tracker, Pledge,
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Flat Tomato.

Tema 8. IlinBuieHHst epeKTUBHOCTI BUKOPUCTAHHSA 4Yacy

Busnauennss xponodari. CnocoOu BU3HAYEHHS IMOTJMHAYIB dYacy. Bunau
xpoHodarie. Metogu OopoThOM 3 «moriamHayaMu» 4acy. llepeOopeHHs IIKiIJIUBUX
3BHYOK.

Busnauenns mnpoxpactuHimii. I[lpuuuHu BigkiaagaHHs copaB. Teopis YacoBoi
MoTuBalli. Stop doing list. IIpaBuia noBaru no vacy.

OcobOucta Ta mepcoHanbHa  €(PEeKTUBHICTb. [IpUHIMOM  BIPOBAHKEHHS
KOPIIOPAaTUBHOI'O TaWM-MEHEI)KMEHTY. ETanu BOpOBaJKEHHS KOPIIOPATUBHOIO TalM-
MeHeKMeHTy. CTtpykrypa TM-cTanmapry.

Tunu yaco3zayiexxHuX Jojae. MeTonu mojaiaHHA «4aco3alieXHOCT». [IpaBuia
BEJEHHS IIIOJCHHUKA.

Tema 9. Komn’orepu3anisi Ta aBToMaTH3aLis YIPaBJIiHHA YaCOM

Taitm-MeHe/pDKMEHT 3 3actocyBanHsa mporpamu Outlook. Anaini3z BuTpar vacy B
Excel. «MobinpHUI o0dic», KHIICHBKOBUN KoMIl'roTep, aukrodoH. Poborta 3
eJIEKTpOHHOIO0 mommToro. Evernote. I'Hyuke 1 >kopctke mianyBanHs B MS Outlook.
PoscranoBka mpioputeTiB. HacTpoiika npu3HadeHOro Jisi KOPUCTyBada IOJaHHS.
[IpaBuna aBTo hopMaryBaHHs. 3pyyHe YrpyrnoBaHHs 3aB/aHb. [[manyBaHHs 3a METOIOM
«Jlenb - Twxnenb». Ormsg TepMiHIB BUKOHAHHS 3aBAaHb. KOHTpOJb 3a MpU3HAYEHUMHU
3apaaHHsMu. KoprnopatuBuuii TatM-MeHexmMeHT B MS Outlook.
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4. CTpyKTypa (TeMAaTHYHUII UIAH) HABYAJIBHOI U CHUILIIHA

KinpkicTs rogun

JeHHa Gopma

3a04Ha (hopma

3MicTOBI MOZTYJIi 1 TEMU =| g = g
| E 5 | oS
ol =| £| SE| 2| =| E| SE
5| B| 2| 2o 8| B| 2| 20
2| 2| | 28| 2| 2| S| ¢
o o] o < QO (@] (] o < 9
| B| B| &l »| B| BE| o4&
MOAYJIb 1

3micToBuii Moay.b 1. TaiiM-MeHeTXKMEHT SIK CHCTeMAa YIIPABJIiHHSA 4acoM

Tema 1. IIpeamer i 3amaui kypey «Taiim-

9 | 2 1 6 - - - -
MEHEKMEHT)
Tema 2. Anamni3 BUTpaT yacy B CHCTEMI TaliM- nlalo 6 i i i i
MEHEKMEHTY
Tewma 3. LlienokiagaHHs B CHCTEMI TaliM- 9 ) 1 6 i i i i
MEHEKMEHTY
Tewma 4. [InanyBaHHs yacy 12 4 2 6 - - - -
Tewma 5. KoprioparuBHuii TaiM-MEHEKMEHT: 9 > 1 6 ) ) ) )
¢inocodis 1 TEXHOIOTis
Pa3zom 3a smicmoeuii mooynv 1 | 51 | 14 | 7 30 - - - -

3micToBuii MoayJib 2. TaliM-MeHeTKMEHT sIK 3aci0 miaBUIIEHHA eeKT

MBHOCTI JiJILHOCTI

Tema 6. Peanizaiis miaHiB 1 oprasizanis

JisSUIBHOCTI 41 6 T T )
Tema 7. KoHTposib B TAlIM-MEHEIKMEHTI 10 | 2 2 6 - - - -
Tewma 8. IlinBuiIeHHS €PEKTUBHOCTI BUKOPHUCTAaHHS 9 ) 1 6 i i i i
qacy
Tema 9.' Kowmm’roTepusaitis Ta aBTOMaTu3aIiis 9 ) 1 6 i i i i
YOpaBIiHHS YacOM
Pa3zom 3a smicmoeuii modyns 2 | 39 | 10 | § 24 - - - -
BCbOI'O | 90 | 24 | 12 | 54 - - - -
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5. Temu npakTUYHHUX 3aHATH
No Kinpxicts ronuna
3/ Hasea Temu JIeHHa | 3a0uyHa
dopma | dopma
MOAVYJIb 1

3microBuii Mmoayiab 1. TaliM-MeHeIKMEHT SIK CHCTEMA YIIPABJIIHHS YaCOM

Tema 1. IIpeamer i 3agaui kypcy «TailM-MeHeTKMeHT»

1. [Monsatrsi, 00’ekT, CyO’€KT, 3aBAaHHA JUCIUILIIHU
MEHEHKMEHT

2. Ilpupoma Ta CyTHICTh Yacy

3. Yac sik pecypc i mera

«Taiim-

Tema 2. AHaJIi3 BUTPAT Yacy B CHCTeMi TaiiM-MeHeIKMEHTY
1. Xponomerpasx sk cucTeMa 001Ky i KOHTPOIIKO BUTPAT 4acy

2. Metoau iHBeHTapu3allii 0COOMCTOro Ta OpraHizaliifHoro yacy
3. AHaJti3 MOJCHHUX MEPEIIKO]] Yacy

Tema 3. LliienokjiaganHsa B cucTeMi TaliM-MeHeXKMEHTY
1. KitrouoBi acIIeKTH IIIENOKIIaqaHHs

2. BiactuBocTi nuien

3. AIropuTM 1 METOAM MIJICTIOKJIAJAaHHS

Tema 4. [lnanyBanHs yacy
1. Buau Ta npuHLOKIN [IJITAHYBaHHA 4acy
2. Mertonu cKJIaJJaHHS ONEPAaTUBHUX IUIaHIB

Tema 5. KopnopaTuBHHIlI TalM-MEHEIKMEHT:
TEeXHOJIOTis

1. 3mict, 3aBaHHs, IHCTPYMEHTH KOPIOPATUBHOIO TallM-MEHEKMEHTY
2. ®opMyBaHHs KOPIOPATUBHOI'O CTaHAAPTY BPaXxOBYIOYM OCHOBM TalM-
MEHEPKMEHTY

¢pinocodia i

3micToBuii Mooy b 2. TaliM-MeHeIKMEHT SIK 3aci0 miaBHIIEHHA e()eKTHBH

OCTi ifJILHOCTI

Tema 6. Peanizanisi nuianis i opranizaunisi 1issjibHOCTI
1. MeToau BUKOHaHHS ONIEPAaTUBHUX IJIaHIB
2. Opradi3auiifHi OPUHIHUIN PO3MOPSAKY JHS

Tema 7. KouTpoJib B TaliM-MeHeI:KMEHTI
1. ITpuitHATTA pillieHb 3a BIIXUICHHIMHI
2. Buau 1 MeToiu KOHTPOJTIO

Tema 8. IlinBunenHsi epeKTUBHOCTI BUKOPUCTAHHSI Yacy
1. XpoHodaru: BU3HAUCHHS Ta BUIU
2. IIpokpacTuHaIlis: IPUINHU Ta METOIU TT030aBICHHS

Tema 9. Komn’roTepu3anisi Ta aBToOMaTH3allisi YIPAaBJIiHHA 4aCOM
1. Bukopuctanas MS Outlook B TaliM-MeHEIKMEHTI.

2. BukopucTanHs NporpaMHUX MPOAYKTIB OpraHaii3epis 3
BUKOPHUCTAHHSIM cMapT(oHy

PA3OM

12
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6. 3aBraHHs 1151 caMOCTiliHOI podoTH
No Kinpxicts ronuna
3/ Hasea Temu JIeHHa | 3a0uyHa
dopma | dopma
MOAVYJIb 1

3microBuii Mmoayiab 1. TaliM-MeHeIKMEHT SIK CHCTEMA YIIPABJIIHHS YaCOM

Tema 1. IIpeamer i 3agaui kypcy «TailM-MeHeTKMeHT»

1. bionoriunuii Ta hi3MyHMIA Yac 1 HOro BIUIUB HA JTIOJAUHY

2. OcobauBOCTI 0OCOOMCTOTrO MCUXOJIOTIYHOTO Yacy, MOB'sI3aH1 3 HaM'ITTIO,
YBaror, HaCTPOEM Ta iH.

Tema 2. AHaJIi3 BUTPAT Yacy B CHCTEMi TaliM-MeHeKMEHTY
1. Kareropii wacoBux BuTpaT (Koaudikatop) MEHEIKEpA.
2. Anani3 4acoBMX BUTpAT 3 BUKOPUCTAHHIM XPOHOKApTH

Tema 3. LliienokiagaHHs B cHCTeMi TailM-MeHeIKMEHTY
1. Tpu «KuTH» TalM-MEHEI)KMEHTY
2. Koneco xutreBoro 6aiancy

Tema 4. [lnanyBanHs yacy
1. [Mpunmunu noOymoBu cucteMu yrpasiinaa b. @pankiina.
2. Cucrema IUIaHIB Ta IHCTPYMEHTH IJIAHYBaHHsI yacy

Tema 5. KopnopatuBumidi TailiM-MeHeIKMEHT:
TEeXHOJIOTisl

1. ®opmMyBaHHS 3arajJbHOI0 TaM-MEHEPKEPCHKOTO CTAHapTy

2. KoHTpOJb TOpYYEeHb B KOPIIOPATHBHOMY TaliM-MEHEPKMEHTI

3. Opranizaiis cekperapiaTy B KOpIIOpaTUBHOMY TalM-MEHEDKMEHTI

disocodia i

3micToBuii MoayJib 2. TaliM-MeHeIKMEHT sIK 3aci0 miaBHIIEHHA e()eKTHBH

OCTi ifJILHOCTI

Tema 6. Peanizauisi nuianiB i opranisanis nisiibHoCTI

1. IlpuitHATTA pilieHb 3 BpaXyBaHHAM BiaxuieHb. Kopekiis niaHis
2. Opranizaiiist 1isJIbHOCTI HA OCHOBI BUKOPUCTAaHHS O10pUTMIB 1
0c00JIMBOCTEH XapakTepy

Tema 7. KouTpoJib B TaliM-MeHeI:KMEHTI
1. BukopucTtanHs KapT KOHTPOIIIO B YIPABIiHHI YaCOM
2. [IpaBuia 1 HOMMIIKH KOHTPOJIIO

Tema 8. IlinBueHHst epeKTUBHOCTI BUKOPHCTAHHSA Yacy
1. Hanpsimu migBUIIEHHST 0COOMCTOT Ta oprasizarfiitHoi e(eKTUBHOCTI
2. Metoniu 60poThOU 3 MOTITMHAYAMH Yacy

Tema 9. Komn’oTepu3aunisi Ta apToMmaTH3aiisi ynpapjJiiHHA 4acoM
1. Anamni3 Butpat yacy B Excel
2. HanamrryBanssi poOOTH BJIACHOI €JIEKTPOHHOT MOUITH

PA3OM

54
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7. InauBinyanbHi caMoCTiiiHi 3aBIaHHA

BuBuenns  pucuumiind - «TaliM-MeHeKMEHT» — mependadae  00OOB’SI3KOBY
MIJITOTOBKY 1HAMBIIYaJbHOTO MPOEKTY: «AHANII3 Ta OIIHKA OCOOMCTOI CUCTEMH TalM-
MEHEDKMEHTY». B Mexkax peasizaliii 1HAUBIYyaIbHOTO MPOEKTY HEOOX1THO BHKOHATH
HACTYTHI 3aBJIaHHS:

1. [IpoanaiizyBaTH Ta ONUCATH OCOOUCTY CUCTEMY YMPABIIIHHS YaCOM.

2. 3anucaTy BJacHI €JIEMEHTH 32 METOJUKOI0 «UyJOBUH PAHOK» Ta MOTHUBYIOUY
adipmartiro.

3. 3niiicautu BiacHuit SWOT-aHani3, 3anucaBiiid CBOi CHIIbHI Ta CJIa0Kl CTOPOHH,
30BHIIITHI MOXJIMBOCTI Ta 3arPO3H.

4. TIpoiiTk 2 TICHXOJOTIYHUX TECTHU 3a HAJAHUMU TOCUJIAHHSIMHU Ta 3I1MCHUTH
aHayi3 OTPUMAHUX PE3YJIbTaTIB.

https://www.16personalities.com

https://www.arealme.com/16types/uk/

5. HamamtoBaTu notouHe ta 6axaHe KOJIECO KUTTEBOTO OaaHCy.

6. ChopmMyBatu BiIacHy Bi3110 KHUTTS Ta pO3pOOUTH JOIIKY Bi3yallizallii 1ijaei.

7. Po3pobuTH BiaacHUM 1HAMBIYaTbHUMN IJIAaH CTPATETIYHOTO PO3BUTKY Ha 3 POKH 1
JUTSL «1J1€aTbHOTO SKUTTSD (B PO3pi3i 8 CEKTOPIB KOJIeca KHUTT).

8. 3amucaru 50 1inedt Ha MOTOYHMM KaJleHJApHUM PiK Ta 3p0OUTH 1X TMOMICSUHY
pPO30UBKY.

9. Po3pobuTu 1HTENEKT-KapTy CBO€I HAMBaXJIMBIMIOI IIi. 3aBaHTAXUTHU
nporpaMHe 3a0e3MEeUeHHs IS  PO3pOOKM  IHTENEeKT-kKapTh Xmind MoOXHaA 3a
nocuianHaM: https://www.xmind.net/

10. TlpoananizyBatu Ta 3amucaTv CBOi 3BUYKW. BHU3HAYMTH 4d BOHU J00p1, YU
MOraHi, a TAKOX OMHUCATH, 1[0 BOHU Bam naroTk. 3anucatu nepesik 0akaHuX 3BUYOK.

11. 3anoBHUTH TUKHEBUN XPOHOMETPAXK BIACHOIO Yacy.

12. IlpoananizyBaTH Ta 3amucaTH BIACHUX «IOMJIMHAYIB Yacy». Omucatu gk ix
MOXHA JIIKBIyBaTH.

[Ipe3enTaltiss BJIACHOTO JOCIIIKEHHS BiAOYBA€ThCSA y BUIJISAAl MiATOTOBIICHOI
JIOTIOB1/II Ta CTBOpPeHOi mpe3eHTarlli (mo 15 crmaiaiB) 3a JOMOMOTOK IHCTPYMEHTIB
Power Point, Canva uu iH.

8. MeToau HaBYaHHSA

[Tin dWac BHWKIagaHHS HABYAJIBHOI JWCUUIUIIHM BUKOPHCTOBYIOTHCS HACTYIIHI
METOI HAaBYAHHS:
— Bepbanbni MmeTou (JIEKIis, TOSICHEHHS );
— Haouni Mmetoau (mpe3eHTarlis);
— IlpakTnyHi MeTou (BUPILIEHHS KEHUCIB);
— JluckyciiiHuii MeTo;
— MeTton akTHBHOTO HaBYaHHS (TIPOBEACHHS A1IOBHX 1TOP);
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Metomu camocTiitHOi po0OOTH (aHOTyBaHHS OMPAIlbOBAHOTO MaTepiaiy,
BUKOHAHHS 3aBllaHb, TPOBEACHHS pO3PAaxXyHKiB, WiATOTOBKAa JOMOBimeH Ta
MIpe3eHTaIli).

9. MeToau KOHTPOJIIO

[lepeBipka AOCATHEHHS pPE3yJIbTATIB HABUAHHS 3IMCHIOETHCS 3 BUKOPHCTAHHIM

HACTYITHUX METO/IB:

YcHe onuTyBaHHA, y4acTh Y AUCKYCIi, BIIMOBIAl Ha MPOOJIEMHI 3alIUTAHHS;
[TepeBipka BUKOHAHHS JOMAIITHIX 3aB/IaHb, TPAKTUYHUX 3aBJaHb, KEHUCIB;
[ToTouHe TECTyBaHHS,

[lepeBipka BUKOHAHHS 1HAWBIIyaJbHUX 3aBJaHb;

CaMOOIIIHIOBaHHS Ta B3a€MOOIIIHIOBAHHS,

3aiik.
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10. OuiHoBaHHA pe3yJIbTATiB HABYAHHA 3100yBa4iB BUIIOI OCBITH

OmiHIOBaHHSI pe3yJIbTaTiB HaBUaHHsS 3J00yBayiB BHINOi OCBITH 3 HaBYaJIbHOI
JTUCHUIUTIHA 31ACHIOETHCS BIANMOBIIHO 10 [lo70KeHHS IpO OIlIHIOBAHHS pPE3yJIbTaTiB
HaBYaHHS 3/100yBadiB BHINOI OCBITH Yy JlepkaBHOMY YHiBepcuTeTi «KutoMupchbka
MOJTITEXHIKA» Ta PO3MOLTy 0alliB, 1110 HABEACHUN HUXKYE.

CuctemMa OIIIHIOBaHHSA pPeE3yJbTaTiB HaBYaHHS 3700yBadiB BHUIOI OCBITH 3
HaBYAJIbHOI TUCHMIUTIHU BKJIFOYA€ TOTOYHUM Ta MiJICYMKOBHM KOHTPOJIb.

[ToTouyHU KOHTPOJH TPOBOIWUTHCS ISl OIIHIOBAHHS PIBHS 3aCBOEHHS 3HaHb,
dhopMyBaHHS yMIHb 1 HaBHYOK 3700yBadiB BHIIOI OCBITH BIPOJIOBX BHUBYCHHS HHUMH
Matepiaay MOy (3MICTOBHUX MOJYJIIB) HABYAJIBHOT JUCHUILIIHK. [I0TOYHUN KOHTPOIb
3MIACHIOETHCS 111 Yac MPOBEACHHS HaBYAIbHUX 3aHSTh.

[liicyMKOBUI  KOHTPOJIb  MPOBOAUTHCA  JJISI  MMIJICYMKOBOTO  OLIIHIOBaHHS
pe3yJbTaTiB HaBUaHHS 3700yBayiB BHINOI OCBITM 3 HABUYAJIbHOI JUCHMILIIHU.
[lincymMkoBUli KOHTPOJIb 3IIMCHIOETHCS TIICIs 3aBEPIICHHS BHUBYECHHS HaBUYaJIbHOI
qucuutuiiag.  [lincymMKoBUl KOHTpOJIb TpoBOIUThCA Yy ¢opmi 3amiky. I[lponemaypa
CKJIaJaHHs 3ajiiky BU3HaueHa y [loysoxeHH! mpo opraHi3ailito OCBITHBOTO IMPOIIECY Y
Jlep>xaBHOMY yHIBEepCcUTETI « KUTOMUPCHKA MOTITEXHIKAY.

Po3noaisa 0aj1iB 3 HaBYAJBHOI JUCIUILIIHHA

. L KinpkicTs 6amiB 3a cemecTp
Buau po6iT 3100yBaya BUIIOT OCBITH
neHHa ¢popma 3a0uHa Gopma
BukonanHs 3aB1aHb TOTOYHOTO KOHTPOJIIO 100 -
ITincymkoBa cemecTpoBa OLiHKA 100 -

Po3noais 6aJ1iB 32 BUKOHAHHSA 3aBJIaHb OTOYHOT0 KOHTPOJII0

Kinbkicts 6aniB 3a cemecTp
Buau poOiT 3100yBada BUIIOi OCBITH JIeHHA 33204HA
dopma dopma
BukoHaHHs 3aBaaHb i Yac HaBYAILHUX 3aHITH 80 -
BukonaHHs Ta 3aXUCT 1HANBITyIBHIX CAMOCTIHHUX 3aB/IaHb 20 —
Pa3om 3a BUKOHAHHSA 32aBJaHb IOTOYHOT0 KOHTPOJIIO 100 -
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PO3HO)1iJI 0aJ1iB 32 BUKOHAHHS 3aBJAaHb Ili):[ gac HABYAJbHHUX 3aHATH

KinbkicTs OaniB 3a cemecTp

Buu po0iT 3100yBayda BUIOI OCBITH' JeHHA 32049Ha

dbopma dbopma
Biamogizi (BUCTYIN) HA 3aHATTAX 30 —
VYyacTs y nuckycii 10 —
BukonaHHs MOTOYHUX TECTOBUX 3aBJaHb 20 —
BukonaHHs Ta 3aXUCT 3aBJaHb, KEHCIB 20 -
Pa3om 3a BUKOHAHHS 3aBJaHb M/l 4aC HABYAJIbHHUX 3aHATH 80 -

3 METO 3aCTOCYBaHHS UUIMX YHCEN [JIs OI[IHIOBAHHS PE3yJbTaTIB poOOTH
3100yBadiB BHILOI OCBITH Il YaCc HAaBYAIBHMX 3aHATh MPOTATOM CEMECTPY
BUKOpUCTOBY€EThCS 100-0anpHa IIKanga OIIHIOBAHHA KOXKHOTO OKpPEMO BHY pOOIT.
Po3paxyHok HaOpaHuX 3/100yBaueM BHUIIOT OCBITH OajiB 3a BUKOHAHHS 3aBJIaHb ITiJT 4ac
HABYaJIbHUX 3aHATH 32 CEMECTP MPOBOIUTHCS 32 POPMYIIOIO:

PH3 = (PBIOO X BKB + PYI[wo X BKYI[ + PT3100 X BKT?, + P3K100 X BK3K) X KH33 (1)

ne Pps — kuibKicTh HaOpaHux 3400yBaueM BUIOI OCBITH OaliB 3a BUKOHAHHS
3aBJIaHb I11]] YaC HaBYAJIbHUX 3aHATh 32 CEMECTD;

P, Pyiins P13, P3kie — KUIBKICTH HAOpaHUX 3/100yBaueM BHIIOI OCBITH OaliB 3a
CEMeCTp BIJMOBIIHO 3a BIAMOBII (BUCTYIM) Ha 3aHATTAX, 3a y4acTb y JMCKYCIi, 3a
BHKOHAHHS NOTOYHHX TECTOBHMX 3aBJlaHb, 3a BUKOHAHHSA Ta 3aXHCT 3aBJaHb, KEHCIB
(KOXKHMIT OKpeMO BHJ poOIT Ha HAaBUAJbHUX 3AHATTIX OLIHIOETHCSA 3a 100-0anbHOIO
IIKAJI0K0);

BKjg, BKyj, BKr3, BKsk — Barosi koeiriieHTH BiMOBIIHO 3a BIAMOBI/II (BUCTYIIH)
Ha 3aHATTAX, 32 y49acThb y JHUCKYCIi, 32 BUKOHAHHS TOTOYHHUX TECTOBHX 3aBIaHb, 3a
BUKOHAHHS Ta 3aXUCT 3aBJaHb, KeiC1B. 3HAUCHHS BaroBUX KOe(MIiIll€HTIB CTAHOBUTH:
BKg =30+ 80=0,375;

BKy}l =10+ 80 = 0,125,
BKt3 =20+ 80 =0,25;
BK3k =20+ 80=0,25;

Kus — kxopuryBanbHUM KOe(ill€HT. 3HAYEHHS KOPUTYBAJIbHOTO KOE(DILIEHTY

craHoBUTHL Kz = 80 + 100 = 0,8.

Axmo 3100yBad BUIIOI OCBITM HaOpaB 3a MOTOYHUI KOHTposib 60 OamiB abo
OinbIe, BIH MOXXE IMOTOJAWTH JIaHy OI[IHKY B €JIEKTPOHHOMY KaOiHETI 1 BOHA CTaHe
CEMECTPOBOIO OITIHKOIO 332 BUBUCHHS HABYAJILHOT JUCITUTLTIHH.

ko 3m00yBayd BUIOT OCBITH il YaC BUBYCHHSI HABYAJIBHOI TUCIUIUTIHA HaOpaB
60 GaiiB abo Oinbie 1 6akae MOKPAIIUTH CBIM pe3yJbTaT YCIIIIHOCTI, BIH TPOXOIUTH
MPOIIeTypy MiJICYMKOBOTO KOHTPONIO y dopmi 3amiky. 3a CKIagaHHsS 3Ky 3700yBay
BUIIOT OCBITH MOXxe HaOpatu 100 6amiB. CemecTpoBa OIliHKA 3 HABYAILHOIT TUCITUTUTIHU




MIHICTEPCTBO OCBITH I HAYKH VKPATHU D-19.09-

FKuToMHpCHKa JEPJKABHUI YHIBEPCUTET «KUTOMUPCHKA IOJITEXHIKA» 05.01/xxx.xx.x/B/BKx-
noJtiTexHiKa Cucrema ynpasjinns sikictio ianosinae JICTY ISO 9001:2015 ta ICTY ISO 21001:2019 01-2025
Bunycx 1 | 3minu 0 | Exsemnaap Ne 1 Apx 20/ 16

dbopMyeThCs 3a pe3yabTaTaMu MiACYMKOBOTO KOHTPOJIO.

3100yBay BUILOT OCBITH JOMYCKAETHCS 10 MPOLEAYPH MiJICYMKOBOTO KOHTPOIIIO Y
dbopmi 3aiKy, KO 32 BAKOHAHHS 3aBJIaHh TIOTOYHOTO0 KOHTPOJI0 HabpaB 50 GaniB abo
OlnblIIe.

Sxmo 3700yBad BHUIIOT OCBITH 3a pe3yibTaTaMH TMOTOYHOTO KOHTPOJIO HaOpaB
35-49 OaniB, BIH OTPUMY€E NPaBO 3a BJACHOKI 3asiBOI0 OMNAHYBAaTH OKpPEMi TEMU
(3MICTOBI MOyJIl) HABYAIBHOI MUCHIUIUIIHUA TOHAA OOCSATH, BCTAHOBJICHI HaBYAIBHUM
IJIAHOM OCBITHBOI ITporpamMu. BUBUEHHS OKpEMUX CKJIAJ0BHX HABYAIHHOI TUCIUTIIIHU
MOHAT 00CATH, BCTAHOBJICHI HABYAIHHUM TUTAHOM OCBITHBOI MPOTPAMU, 3MIHCHIOETHCS Y
BUIbHUI B1J1 3aHATH 3/100yBaya BUIIOI OCBITH Yac.

BusHaHH# pe3yJIbTATiB HAaBYAHHS, HA0yTHX y HedopMaIbHil Ta/ab0
iHpopMabHIil OCBITI

BusnanHs pe3ynbTaTiB HaBUaHHA, HA0OYyTHX Yy HedopMalibHiN Ta/abo iHpopMaTbHIT
OCBITI B paMKax OKPEMHUX T€M HABYAJIBHOI JUCUUIUIIHY, 3A1MCHIOETHCA BUKJIAJAa4ueM 3a
3BEpHEHHSAM 3/100yBaya BHUIIOI OCBITM Ta MPEACTABICHHIM JOKYMEHTIB, Kl
NIATBEPKYIOTh PE3yJbTaTH HaBUaHHA (cepTU(iKaTh, CBIAOLTBA, CKPIHIIOTH TOIIO).
PilieHHs mpo BU3HAHHS Ta OLIHKA 3a BIAMNOBIJIHY YaCTUHY OCBITHHOIO KOMITOHEHTa
NPUIMAETHCS BUKIIAIaYEM 32 pe3ysibTaTaMH CHIBOECIH 31 37100yBadyeM BHILOI OCBITH.

Bu3sHaHHs pe3yibTaTiB HaBUYaHHA, HA0YTHX Yy HedopMallbHIi Ta/abo 1HpopMaTbHIN
OCBITI B paMKaX IIIJIOTO OCBITHHOI'O KOMIIOHEHTA, 31MCHIOETHCS 3a IMPOIEAYPOI0, sKa
Bu3HaueHa y IlomokeHHI Mpo opraHi3aiid OCBITHBOrO mpolecy y JlepkaBHOMY
yHiBepcuTeTl «KUTOMHUpChKA MOTITEXHIKAY.
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[IIxana oniHIOBAHHSA

Ixana €EKTC HanionaneHa mkaia 100-6anpHa 1mKana
A 3apaxoBaHO 90-100
B 82-89
3apaxoBaHO
C 74-81
D 64-73
3apaxoBaHO
E 60-63
FX He 3apaxoBaHo 35-59
F He 3apaxoBano 0-34
11. I'nocapiii
Ne 3/m TepMmiH 1ep;kaBHOO MOBOIO BignmoBigHUK aHI/IiHCHEKO0I0 MOBOIO
1 ATpuOyT Hacy The time attribute
2 bioput™m The biorhythm
3 JKutTeBuit UK Life cycle
4 Kaiipoc Kairos
5 Konneniiis yacy The concept of time
6 KopnopatuBauii TallM-MEHEKMEHT Corporate time management
7 OpraHaiizep The organizer
8 [Tornunau yacy The time absorber
9 ITpokpacTuHalis Procrastination
10 | Putwm xutTs The rhythm of life
11 CaMoMOTHBAIlIS Self-motivation
12 CaMOKOHTPOJIb Self-control
13 SWOT-anani3z SWOT analysis
14 SMART-texnosoris SMART technology
15 TaliM-MEeHEHKMEHT Time management
16 TaiiM-MeHeDKMEeHT MaHidecT Time management manifesto
17 TM crangapt TM standard
18 TM-nipoekT TM project
19 | Xponodar Chronophage
20 | IlinenoxyiagaHHs Goal setting
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