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ILnan Kypca:

Topic 1. Delegation of authorities and responsibilities as a management model:

a) what are the three most important responsibilities of a supervisor and a subordinate? b) what
could be the base for an employee to take a responsibility for something? c¢) what are the critical
violations of the principles of management by delegation of authorities and responibilities? d)
what questions should ask yourself to determine whether the situation is a normal or special
case? d) what should be controlled in management through delegation of authorities and
responsibilities? e) what is the difference between the selective control and the control of results?
f) what are, in your opinion, the key principles of the selective control and the control of
results?

Topic 2. Communications in management. Information.

Consultative meetings in management:

a) what are the objectives of consultative and operation meetings?

b) what is the role of a supervisor at each of these meetings?

c¢) what rules should a supervisor follow during these meetings?

d) how to improve the effectiveness of the meetings in a company?

Critical and promotional talks, complaints:

a) what is the main purpose of critics? b) list the main stages of a critical conversation; ¢) what
are the typical mistakes made during a critical conversation? d) what is more effective in
business practice: "recognition of merits" or a "praise", and what is their difference? e) what
steps should an employee take before filing a complaint? (f) How should a supervisor behave
when accepting a complaint?

Information:

a) name the main goals of vertical information (from a supervisor to subordinates, and from
subordinates to a supervisor); b) what rules should supervisors and subordinates follow when
conducting vertical information? c¢) name the main goals and principles of horizontal
information; d) how to draw a line between information and complaint? e) what are the rules of
self-information of a supervisor at the lower levels of hierarchy? f) what does the "promotion for
action" from a supervisor mean, and what are its principles?



Topic 3. Collegiate cooperation and teamwork. Cooperation «staff-line». Substitution
system.

Collegiate cooperation and teamwork:

a) what is collegiate cooperation and what are its principles? b) for what goals and tasks is it
efficient to use a team? c) how are the roles in a team distributed, and who is responsible for the
outcome of a team decision? d) what are the goals of a roundtable talk and how should it be
organized correctly?

Cooperation between staff and linear units:

a) what is the meaning of staff work? b) what is the responsibility of linear and staff units
(departments)? c¢) what are the main principles of interaction between staff and linear units in the
company?; to what extent are these rules respected in your company? g) what do you think, for
which work are you more capable: for the work in a staff or linear unit?

Substitution:

a) what types of substitution exist, and what are the main differences between them? b) how are
authorities allocated between an employee (owner of the workplace) and his staff deputy? c)
what is the responsibility of an employee (owner of the workplace) in different types of
substitution? d) what is the responsibility of a deputy in different types of substitution? e) what is
a "single task" in management?

Topic 4. Company management transformation. Introduction of the management model by
delegation of authorities. Outsourcing.

Company management transformation:

a) what are the advantages of introducing the system of job descriptions (JDs)? b) what are the
key points that should be included in JD? ¢) who in the company organizes the development of
JD system, and who takes part in elaborating job descriptions? d) what is the role of the
preparatory stage and preliminary management diagnostics in the implementation of JD system?
d) what is the role of General Management Instruction (GMI) in the company, and what are its
main sections? e) what could be done to overcome fears and resistance to change within the
company?

Outsoucing:

a) what is the essence of outsourcing? b) when does it make sense to outsource and which
functions can be outsourced? c) does the choice of an outsourcing form depend on the
company's sphere of activity?

®opMBI TEKyLIEro KOHTPOJISI H IPOMEKYTOYHOM aTTeCTALlUM:

@DopMBI TEKYILETO KOHTPOJISI YCIIEBAEMOCTHU: TECTUPOBAHUE, TUCITYT, ICCE.

dopma INPOMEKYTOUHOM arTecTaluy, OoTpaxkaromas (OpMHUPOBAHHE KOMIICTEHLIMH Ha
YpOBHE JaHHOM TUCUUIUIMHE: 3a4eT.

Oramnbl ocBoeHus komneteHuu [1K-1.3, I[1K-2.1 orpaxkarot hopmupoBanue:

HA YPOBHE 3HAHUIA:

[loHsTHE OTBETCTBEHHOCTH UCIIOIHUTENS U OTBETCTBEHHOCTH PYKOBOIUTEIIS

[ToHsITUST «OOBIYHBIX» U «OCOOBIX)» CIIy4aeB B YIPABICHUU

[IpaBuna ropU3OHTAJIBHOTO W BEPTHKAJIBHOIO HHPOPMUPOBAHMUS (MUCBMEHHOTO U
YCTHOTI'0), a TaKke caMOMH(GOPMUPOBAHUS

[IpaBuna mnpoBeneHust 3(G(GEKTUBHBIX COBEIIAHUN (KOHCYJIBTALMOHHBIX, CIIY)KEOHBIX,
Oece 3a KPYIJIBIM CTOJIOM)

[IpuHIMOBl MOCTpPOEHHUS IENOBBIX Oecel] (KPUTUYECKMX M MOOIIPHUTEIbHBIX) MEXIy
COTPY/IHUKOM U PYKOBOJUTEJIEM



OCHOBHbBIE TE€OPHHM W KOHUENIWU B3aUMOACHCTBUS JIIOJIEH B OpraHU3alMM, BKIIIOYas
BOIPOCHI MOTHBAIIMH, TPYIIIIOBON TWHAMUKH, KOMaH1000pa30BaHUsI, KOMMYHUKAIIWHA, JIUIEPCTBA
U YIIpaBJICHUS KOHPIUKTAMU

Metoapl ynpaBieHHs pa3BUTHEM U O()(PEKTHUBHOCTHIO OpraHM3allM, aHalu3a
BBITIOJTHEHHUS [IJIAHOB U TIPOTPaMM, OTIPEIeICHUS UX SKOHOMUYIECKON 2PPEKTUBHOCTH

[IpyHIMIIBI  PYKOBOJACTBA KOJUIEKTUBOM HAa OCHOBE MPUHIMIIOB JEIErUpOBaHUS
IIOJIJHOMOYHM U OTBETCTBEHHOCTH

[IpyHIMOBI  yIpaBieHWS KOMAaHAAMU COTPYIHHUKOB, B TOM 4YHCIE€ C YYE€TOM HX
COLIMAJIbHBIX, KYJABTYPHBIX U IICUXOJIOTUYECKUX pa3Inuui

[IpaBrna ocyniecTBIECHUS KOHTPOISA

[IpuHIHIIBI KOMIErHaTFHOTO COTPYAHUYECTBA U paOOTHI B KOMaH/IE

[ToHsATHS ¥ TPUHITUTIBI IETIETUPOBAHUS TOJTHOMOYNN U OTBETCTBEHHOCTH

[IpaBuma paboThl NWHEHHBIX ¥ ITAOHBIX TOAPA3JEICHUA W TMPUHIUIBL  UX
B3alMOJIEUCTBUS

[IpuHLKIIBI 3aMECTUTENBCTBA B OPraHU3aluN

OCHOBBI TEOPHHM W KOHLEMIMU B3aWUMOJCUCTBUA JIIOACH B MOAPA3JAEICHUH, BOMPOCHI
yIPaBIICHUS YeJI0BEUCCKUM KaIluTaaoM, MOTHBAIIUS, rpynmnoBas JIMHAMHKA,
KOMaH/1000pa30BaHKe, KOMMYHHUKAIIUU U yIIPaBlIeHHe KOHQIHUKTaMU

HA YPOBHE YMEHMIA:

Onpenensars JUYHBIM JUana3oH OTBETCTBEHHOCTM M JUANa30H OTBETCTBEHHOCTH
COTPY/IHUKOB 3a PUHUMAEMbI€ PELICHHS

N36eratb 0OpaTHOroO JeNerupoBaHMs IMOJHOMOYMN, B TOM 4YHCIE B HECTaHIAPTHBIX
YIPaBIECHYECKUX CUTYAIUAX

BbIABIATE «OOBIUHBIE) U «OCOOBIE» CITydau B MPUHITUU YIPABICHUECKUX PEIICHUN

AHanM3upoBaTh XapakTep KOPIOPAaTHUBHBIX OTHOUIEHHM B KOMIAHUM W Tpeiiarath
HarpaBJIeHUs TOBBILICHUS UX (P PeKTUBHOCTH

Pa3pabarbiBaTh cTpaTeruu ¥ NOJUTHKYU B YIIPABJICHUN IEPCOHATIOM

D¢ dekTuBHO ynpaBiIiATh KOMaHA0H COTPYIHUKOB, ITPEOIOJIEBATh BO3HUKAIOIINE BHYTPH
KOMaH/Ibl TPOTHUBOPEUUS

BoiBiaTe Hambosee CHIIbHBIE CTOPOHBI COTPYIHUKOB, CHOCOOCTBOBaTH Hamboiee
3¢ (PEeKTHBHOMY HCTIOIH30BAHUIO X CIIOCOOHOCTEH M TaJlaHTOB

Pacripeniensate MoOJHOMOYMST MU OTBETCTBEHHOCTh MEXKIY COTPYOHHKAMH, C YYETOM HX
METaJbHBIX, ICUXOJIOTUYECKUX U KYJIBTYPHBIX 0COOEHHOCTEN

Pacripeniensate MONMHOMOYMST M OTBETCTBEHHOCTb  MEXIY COTPYOHUKAMH MU
OCYIIECTBIISATh CBOEBPEMEHHBIN U 3((EKTUBHBIN KOHTPOJIb

[IpumeHsTh TpYNIIOBBIE METOABI B3aUMOJAEHCTBUS B 3aBUCUMOCTH OT KOMAaHJHOMU
3aj1aun

HA YPOBHE HABBIKOB:

[IpunsTHE pemeHnii B «0COOBIX» Cllydasx yrpaBIeHUs

[IppuMeHeHre METONOB paclpeleNeHuss OTBETCTBEHHOCTH MEXKIY PYKOBOAUTEISAM U
COTpYIHUKAMHU

AHanu3 YCHEUIHBbIX KOPIOPATHUBHBIX MPAKTUK [0 OpraHu3aluu CTPaTernyeckoro
YIOPABJIEHHUs  IIEPCOHAJIOM  OpraHU3alliy,  OPraHU3allMOHHOIO  IPOEKTHPOBaHUA U
B3aUMOJICHCTBUS NOJAPA3ACICHAN

VhpaBieHue pa3nUyYHBIMM  THIIAMH  COTPYAHUKOB, ¢ Haubonee 3 eKTUBHBIM
UCIIOJIb30BaHUEM 0COOEHHOCTEH KaXKI0ro U3 HUX (KaK MHIUBUAYAIbHO, TAK U B KOMaH/IE)

[Ipumenenne MeTOmOB MOCTpOeHUS SPPEKTUBHONM KOMMYHHUKALMHU C KOJUIETaMU H
COTpYIHUKAMH

[IppuMeHeHrEe METONOB yIpaBICHUS Ha OCHOBE JCIIETUPOBAHUA IIOJTHOMOYMH U
OTBETCTBEHHOCTH



Hcnonp3oBanue MeTonoB paszpabotku cucremMbl OPM u OUY ¢ uenbio Tpanchopmaimu
MEHE/DKMEHTA B KOMIIAHUHT

PykoBOZICTBO KOJUIEKTUBOM M KOOPAUHALIUU €r0 AESATENbHOCTH

Br160p 3ppexTuBHOTO CTHII PYKOBOACTBA U JINJEPCTBA

Bnanenue cmnocoGamu paspemieHHss M YperyJlupoBaHHMS KOH(DIMKTOB, BO3HHUKAIOLIMX
MEX/1y COTPYIHUKAaMU B CBSI3U C UX MPO(ECCHOHAIBHOMN 1eATeIbHOCThIO
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