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Harauaia IOPUK

OCOBJIMBOCTI HOPMYBAHHS YIIPABJIIHCHKOI ITPAIIL, OBJIIKY TA AHAJII3Y
POBOYOI'O YACY MEHEIVKEPA B YMOBAX AHTUKPU30BOI'O MEHE/UKMEHTY

Pestome. [Ipasunvre HOpMYBaHHsS YAPAGIIHCLKOL npayi, 00K ma anaiiz poboyo2o uacy meneoicepa 003605Mb He
mineku 3abe3neuumu payioHaneHe GUKOPUCMAHHA HACY KEPIGHUKOM, ane il OOCSCHEeHHS. HUM NO3UMUGHUX pe3VIbmamié
OisinbHOCMI MA 300]AHHS NCUXONOSTUHUX 6Aap €PIG: YCYHEHHS CYMHIGIE U000 MOICIUBOCHI pe2iaMeHmayii poooyoeo OHs,
8MPOBAVIICEH Sl epeKMUBGHOI cucmeMuy | mexnHonoeii opeauizayii pobomu 6 anapami ynpaeiinns. Hopmyeanns npayi — ye
6CMAHOGNEHHS MIDU SUMPAM Npayi HA BUKOHAHHS BUZHAYEHO20 00Cs2y pobim y OaHux Opeani3ayiiiHO-MexXHIYHUX YMOBAX.
OcHOBHUM 3A80AHHAM HOPMYBAHHSL NPAYL € GUIHAYEHHS MPYOOMICMKOCH po6im [ HeOOXIOHOI ONsl X GUKOHAHHS YUCEIbHOCMI
npayienukie [ onoena nepeeaca HOpMYSaHHs YNPAGIIHCLKOI npayi, 00Ky ma aHanizy pobouozo Hacy 6 YMoeax
AHMUKPU308020 MEHEOHCMEeHmY NONA2AE 6 MOMY, WO OaHi npoyecu Npu3eooumv 00 3HAYHOI eKOHOMII Yacy 6 yinomy —
HAUYiHHIW 020 pecypcy 6 OGHUX YMO8AX QYHKYIOHYBAHHS 0)0b-AKO0I OpeaHizayil.

Knwuoei cnosa: nopmyeanns npayi, obrik uacy, amaniz uacy, mMemoou HOPMYSAHHS, Memoou 001Ky uacy,
VYAPAGNIHHS YACOM, MAUM-MEHEONCMEHM.

Nataliia Yuryk

FEATURES OF MANAGERIAL WORK QUOTA SETTING, MANAGER WORKING TIME
TRACKING AND ANALYSIS UNDER ANTI-CRISIS MANAGEMENT

Summary. Manager is the main figure in management. Work efficiency of separate departments and the enterprise
as a whole depends on the manager’s work. Lack of proper managerial work quota setting, manager’s working time tracking
and analysis result in an inefficient manager’s work. The main reasons of an inefficient use of time in times of crisis are the
lack of daily work plans, lack of managerial skills, lack of information, disorganization of production processes, unclear
division of rights and responsibilities. Overtime work results in an unproductive work style and inefficient use of time at all
management levels and often in bankruptcy. Proper managerial work quota setting, manager working time tracking and
analysis will ensure not only the efficient use of time but also obtaining of positive results and overcoming of psychological
barriers such as elimination of doubts regarding the regulation of working hours, the introduction of an effective system and
technologies of work organization in the administrative apparatus. Work quota setting is a process of determining the
measure of labor costs needed for performing a particular scope of work in given organizational and technical conditions.
Determination of labor input and need in the number of employees are the main objectives of the work quota setting. Time
tracking is the act of tracing out the time used on each activity in a specific amount of time. Time management is the act or
process of conscious control over the amount of time spent on specific activities. In terms of time scarcity the time
management and time tracking are urgent and absolutely necessary. Although time monitoring was basically just a method
for checking the way workers use their time, today it is an important system that is used for other various things like: payroll
handling, income management, customer management, invoicing, database management, project management etc. The main
advantages of the managerial work quota setting, manager working time tracking and analysis under anti-crisis management
are that these processes result in time saving as it is the most valuable resource in given conditions of organization
functioning. Therefore, the article aims at determining the role and importance of managerial work quota setting, manager
working time tracking and analysis under anti-crisis management.

Key words: work quota setting, time tracking, analysis of time, work quota setting methods, time tracking methods,
time management.

IoctanoBka mpobsemn. KepiBHUK € LeHTpanbHOIO (irypolo amapary ympaeiliHHs, Bij
Pe3yNbTaTUBHOCTI HMOro mpaii 3ajle)kKUTh Pe3yJIbTATUBHICTb MisJIbHOCTI HE TUIBKM OKpPEeMHUX
MiAPO3MIUTIB  MIAMPUEMCTBA, alle W JAisJIbHICT YChOTO MiJNpUEMCTBA. BiJCyTHICTH MPaBUIBLHOTO
HOpPMYBaHHsI YINpPAaBIiHCBKOI Tpall, oOMiK Ta aHami3 poOOYOro yacy MpU3BOJUTH 10 HeeeKTUBHOT
poOOTH MeHeKepa.

Came TOMy cilii BUAITMTH OCHOBHI MPUYMHU HEee()EKTUBHOTO BUKOPUCTAHHS poOOUYOro vacy
KepiBHMKA B YMOBaX aHTMKPHU30BOTO YMpABIIiHHA, a caMe: BiZICYTHICTh YITKOTO IuIaHy poOouoro maHs;
HelocTaTHs  KBawidikaliss  YNpaBlIiHCBKOTO — TepcoHally;  HEBIOPSIKOBAaHICTh  iH(OpMAIiT;
HEOPraHi30BaHICTh BUPOOHMYMX TIPOIECiB; HEUITKUH pO3MOoNi mpaB i OOOB’s3KiB; TMOCTiliHA
3aliHATICTh, O€3KiHeYHa WITypMiBIIMHA B ClpaBax, SKi BUMaraloTb TIUJIAHOMIPHOTO BHpilIEHH:,
CTBOPIOIOTH y KOJISKTHBI HENPOIYKTUBHUI CTHIIb POOOTH, SIKMH MPHU3BOAWTH 10 HEpaLliOHATIBLHOTO
BUKOPHCTAHHS Yacy B yCiX JIaHKaX, a 4acTo — 10 OaHKPYTCTBA.
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PazoMm 3 1uM HeoOXiIHO Bif3HAYMTH, IO HOBA apMis MeHeIDKepiB, Oi3HeCMEHIB 3HAYHOIO
MIpOIO TIeperJisifiae CBOE BiIHOIIEHHS A0 LBOTO MHUTAHHS i B 0ararbOX BUMAIKax BBOAWTH €JIEMEHTH
edeKTUBHOT oprasizaiii npani, parioHaJbHILIIOr0 BHUKOPHCTaHHS pododoro uacy. BoHuw HamaioTh
nepeBary nornepeaHiM TOMOBIEHOCTSIM LIOAO MPOBEINEHHS AUOBHUX 3YCTpiued, meperoBopiB TOLIO.
Takoxk cami cekperapi-pedepeHTH cTald MPUAIIATH Oinblle YBaru KyJbTypi CHUIKYBaHHS,
opraHizanii cBO€l Mpaili i akTUBHO OpaTH ydacThb y TUIaHYBaHHI YNPaBJIIHCHKOI JiSUTBHOCTI CBOTO
urea, CTBOPIOBATH 1 MiATPUMYBATH aBTOPUTET CBOET opraHizauii [3, ¢. 59].

AHaniz ocTaHHiX Jocairkenb i myOmaikamiii. Ha ocHOBiI ompauioBaHb pi3HMX HayKOBHX
JUKepesl MOXKHa KOHCTaTyBaTH, L0 HA CBhOTOAHI BHpilIEHHs JdaHOi MpobieMu BigoOpakeHo Yy
HAYKOBHMX TMpalsx 3apyOiKHUX Ta BITUM3HSHMX YYEHUX Takux, sk AnbGactosa JL.H., Bynzanb.,
I'ynanos B.K., Josrans JI.E., Jo6poreopcekwii 1J1., Baiiepr JI., Kaprmues B.C.,
Maptunenko H.M., Kwnnan K., Jlykamesuya H.I1., OpnukoBcekuit M.O., Ocosceka I'.B.,
[Inaronos C.B., Tkauyk B.I. Ta 6araro iHmuX.

[IpoBeneHi HaMu JOCTIIKEHHS 103BOJISIIOTH 3pOOUTH BUCHOBOK, IO OCOOJIMBOCTI Ta MpobiaeMu
HOPMYBaHHsl YMpaBJIiHChKOT Tpalli, oONiK Ta aHali3 pobOYOro 4vacy MeHeKepa, 30KpeMa Ha
BITUM3HAHUX TMiANPUEMCTBAX B YMOBaX KpHM3M, HEIOCTaTHRO BHWBYEHI 1 € aKTyaJbHUMH, LIO
MiATBEPIKY€E BAKIMBICTD JAHOTO TOCTIIKESHHSI.

Mera cratTi. Tak sk METOIiB HOPMYBaHHs YNpaBJIiHCHKOI mpali, 00iKy Ta aHaji3y poOoUyoro
yacy MeHe/[pkepa € 0arato, TO 1X 3aCTOCYBaHHS MPU3BOAMTH IO PI3HMX KIHLEBHX pe3yJbTaTiB
JUSUTBHOCTI MiMPUEMCTBA B LIIOMY 1 JJI1 KOYKHOTO KOHKPETHOTO KepiBHUKA 30KpeMa.

Came TOMYy METOIO [aHOi CTaTTi € JOCHIIPKEHHS WOJ0 BHM3HAYEHHS pOJIi Ta 3HAYEeHHS
HOPMYBaHHs yNpaBJiHCbKOI MpaLi, 00JiKy Ta aHanizy pob6o4oro yacy MeHemKepa B Cy4acHUX YMOBax
Horo GyHKIIOHYBaHHSI.

Buknax ocHoBHOoro marepiamy. lllTyuHe mpomoBxeHHs TpWBaiIoCTi pobOoOYOro IHSA Ta
HepallioHaJlbHa BUTpaTa 4acy — pe3yJIbTaT BiJICYTHOCTI YiTKOCTi, IJIAHOBOCTI W OpPraHi30BaHOCTI B
poOOTi MeHemkepiB, KepiBHMKIB, OCOOJMBO B KPHU30BMX yMOBaxX (PyHKLIOHYBaHHS Oprasizaii.
BMiHHS €KOHOMHO i TTPaBUJILHO BUKOPHCTOBYBaTH poOOUMiA Yac, MOCTIMHO BIOCKOHAJIOBATH MPOLIEC
fioro miaHyBaHHS — O3HaKa OpPraHi30BaHOTO KepiBHMKA. BpaxyBaHHs 3aTpar pobodoro yacy 3a
BUAaMU POOIT Ja€ MOXIMBICTH OTPUMATH TMOBHY KapTHHY 3aBaHTaKEHHS TOTO YW IHIIOTO IHS
KOHKPETHOTO KepiBHHKA.

IIpoGiema eheKTMBHOrO BHKOPHUCTAHHA poOOYOro dYacy i HOro TIUIaHYBaHHS XBHITIOE
KepiBHUKIB Oy/Ib-sIKOTO piBHA. BizbMeMo, iIsl MpUKIIaay, BUIIMK IHCTUTYLIMHUI piBeHb — KepiBHUKA
Kopropauii (mpe3uaeHT, Biue-npe3uaeHT). J[nsg Takoro piBHS KEpiBHUKIB XapaKTepHHUH ayke
HafnpyXeHWH TeMmNn 1 BeJuKuMii 00’eM poOOTH, M0 BHM3HAYAETbCA XAapaKTEPHICTIO 3aBAaHb i
Oe3nepepBHO 3MiHHMMHM 30BHIIIHIMKM yMoBaMHu. KepiBHHMK Takoro piBHsi He Moxe OyTH BIIEBHEHUM,
IO YCHIIIHO 3aBEPUIMB CBOKO JisUILHICTh, OCKIIbKWM OpraHi3aiisi MpoJIOBXKY€E IIiTH, a 30BHIIIHE i
BHYTPIIIIHE CEpeJIOBUIIEC MPOJOBKYIOTh 3MIHIOBATUCS, TOOTO TMOCTIHHO iCHYE PH3MK MPUITYLICHHS
noMuiku. PoOoumii TwkneHb KepiBHMKIB BUIIOi naHkW TpuBac 60— 80 rogMH Ha TWKAEHb i
BUKOPUCTOBYETbCS HACTYMHMM YHMHOM: 3arylaHOBaHi 3acimanHs, 3ycTpiui — 50%; HezariaHoBaHi
syctpivi — 10%; pobora 3 nanepamu — 22%; Noi3AKH, oryiaau — 3%; po3MOBH 1o TeneGoHy — 6%.

KepiBHukM cepenHboi JTaHKH, SKi KOOPIWHYIOTh 1 KOHTPOJIOIOTH MOJIOJIIMX MiJJIeTTHX
KEpiBHUKIB, € 00’ €IHYIOUOIO JTAHKOK MK KepiBHMKAMM BHILIOI 1 HM30BOI JIAHOK yrpaBiiiHHS. BoHu
rOTYIOTh iH(opMaLito 1 pilleHb, SKi MPUAMAIOTBCS KEpiBHUKAMHM BMLIOI JIAHKM 1 MepejaroTh Li
pillieHHs B TEXHOJIOTIYHO 3pYy4Hi (hopMmi, y BUMIISI crietrdikalii i KOHKypeHTHHX 3aBJaHb HU30BUM
NiHIHHUM KkepiBHMKaM. Ha OcHOBI JochikeHb OyJI0 BHSBICHO, INO JIesKI KEPIBHUKHM CEpeHbOrO
piBHs BUTpavaloTh Maibke 89% uacy Ha ycHy B3aeMOZit0. 3riIHO 3 IHIIMMH JTOCTIUDKEHHSMH Taki
KepiBHUKU MPOBOASATDH TiJIbkU A0 34% BiaacHOro pobovoro yacy Ha OIWHLI, a OilblIa YacTUHA Yacy
BUTPAYAETHCS HUMH Ha YCHE CITIIKYBaHHS.

Xapaktepusyroun poOOTy KepiBHUKIB HU30BOT JIAHKH, HEOOXITHO BIZI3HAUMTH, 1110 1X poOoTa €
HanpyXeHOIO 1 HAIIOBHEHOIO PI3HOMAHITHUMHM HisIMH, HaCTUMHU MepepBaMH, MepexojaMu BiJ OIHOTO
3aBJIaHHS JI0 iHINOTrO. 3aBaHHs caMi Mo co0i MOTEHIIMHO KOPOTKi: OyJ0 BUSBIIEHO, IO CEpe/Hiil yac,
SKAI BUTpayaB MaicTep Ha BUKOHAHHS OJHOTO 3aBlaHHsA, cTaHOBMB 48 cek. YacoBuit mepiox ams
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peanizauii pillleHb TAaKOK KOPOTKHH. BoHM Maiike 3aBKOM peasizyloTbcs MPOTArOM MEHLIE IBOX
THXKHIB.

BiTum3HsHI [OCTIUKEHHS, B XOHI SKMX BHM3HAYaJIMCh OCHOBHI NMPUYMHHM TEpEeBaHTAKEHHS
KEpiBHMKIB BHUILOTO Ta CEPEAHBbOTO PiBHIB i MPUYMHU Hee(peKTUBHOrO BUKOPUCTAaHHs poOOUOoro yacy,
NpY3BeIM OO0 TaKUX pe3yJbTaTiB: HemocTaTHS KBaidikalis ympaBiiHCbKOro mnepcoHany — 66%;
HeBMNOpsAAKoBaHicTh iH(opMmaiii — 50%; HuU3bkui piBeHb MeXaHizalii mpaii B ynpasiiHHi — 50%;
HEeOpraHi3oBaHICTh BUPOOHHMLTB — 32%; HediTKWuil posnonin mpaB Ta o00B’sa3kiB — 30%; Benuka
KibkicTh Hapag — 28% [8, ¢. 79 1.

AHaliz BUKOpPHUCTaHHS poOOYOro 4Yacy BITUM3HSHUMHU KEPIBHMKAMHM CBIAYMTH TPO TaKe:
TPUBAIICTE pOOOUOT0 Yacy MEpeBHIye HOPMY Ha 3 —4 TOOWHH, a KOPHUCHA 3alHATICTH MPH LBOMY
CKJIa/Ia€ BChOTO 5 — 6 TOJIMH; 3aCTYITHUKY AMPEKTOPA, TOJIOBHI iHXKEHEepH MepenparboByOTh 1Mo 2 — 3
rOIMHM, a KOPUCHA 3alHATICTb BiMOBIAHO ckiaaae 5 — 6 roguH. HayanbHUKM LeXiB BUKOPUCTOBYIOTh
yac MpUOJIU3HO TakK, SK i TOJIOBHI iHxkeHepu. Kosn MoBa iiae npo KoprcHy 3alHSATICTh, TO HAETHCS PO
Ha yBa3i repesiik poOiT, BUAIB MisIbHOCTI, MPUAHATTS pillleHb i T.J., SKi BXOAATH JO KOMIETEHIIiT
TINIBKH JAHUX KePIBHUKIB.

HopmyBaHHs mpaui — 1€ BCTAHOBJICHHS MipH BHUTpaT Mpali Ha BUKOHAHHS BHU3HAYEHOTO
o0csry po0iT y AaHUX opraHizaliifHO-TeXHiYHMX yMoBaX. OCHOBHMM 3aBaHHIM HOPMYBaHHS IpaLli €
BU3HAYCHHS TPYJIOMICTKOCTI poOiT i HeoOXimHOT AJii iX BMKOHAHHS YHCENIbHOCTI TpAlliBHUKIB [2,
c. 89].

Jlns HopMyBaHHS YNpaBJIiHCHKOT MpaLli B yMOBaX KPH3H CJIiJl 3aCTOCOBYBATH TaKi METOIM:

a) PO3paxyHKOBi (aHaJIITHUHI) METOAM — 3a iX OMOMOrOI0 aHANi3yeTbCs BUKOPUCTAaHHS poOOUYOro
yacy BHMCOKOKBaJlipikoBaHUMHM (axiBUsMH. 3MicT iX mpaui NpuiiMaeTbes SIK €TalOHHUH, a
CTPYKTYpa IX poO04Oro HsI — HOPMAaTHUBOM;

0) JOCHITHHIILKI METOAU — JONOMAararoTh BU3HAYMTH TPYAOMICTKICTh KOHKPETHHUX BHIIB POOIT 3
ypaxyBaHHSM crewiajizamii oprasizaiii i 3micty mpani. 3a monomorow dororpadii pododoro
IHS 1 XpOHOMETPaXKy BUBYAIOTHLCS YCi BUIM POOIT, iX CTpyKTypa i BUTpaTH podouoro yacy. [licns
[IbOTO BU3HAYAIOTBCS YCepeTHEHi MMOKa3HUKH, SIKi € HOpPMATUBHUMU;

B) METOJ aHAJOTiB — BCTAHOBIIOIOTbCS HOPMATHMBM BHUTpAT 4acy 3a aHAJIOTIEI0 3 TepeaoBHMH
opraHizauisimu. Lleii MeTox BMKOPHUCTOBYETbCS Ui BHU3HA4eHHs oOcAriB poOIiT THX KaTeropii
yNpaBliHCHKUX MpPaliBHUKIB, Mpals SKAX B3araji He MiJAacTbcs 3af0BiTbHOMY OOJIiKy uepes
BiZICYTHICTh KpUTEpIiil periaMeHTallii TepMiHiB BUKOHYBaHOT HUIMU poOOTH;

r) METOOM TPSMOTr0 HOPMYBaHHS — BHMKOPHCTOBYIOTHCS MIJISl BU3HAYEHHS HOPMATHBIB TOCTIHHO
MOBTOPIOBaHUX POOiT;

1) METOAW HEeMpsSIMOro HOPMYBaHHS — BPaxOBYIOTb BIUIMB PI3HUX (AKTOpPiB Ha HaBaHTaKEHHS
cITykOO0BIIB.

3a 10MOMOroI0 JAHUX METOJIiB BCTAHOBIIOIOTHCS YKPYITHEHI HOPMATHBH YHUCEITLHOCTI Pi3HUX
KaTeropii MpaliBHUKIB, a TaKoXX JaHi METOOM 3aCTOCOBYIOTb Il BCTAHOBJIEHHS HOPM
0o0cIyroByBaHHsI, TOOTO KUTBKOCTI MpALiBHUKIB, SKi OOCIYrOBYIOTHCS, IO JOBOJATHCS Ha OJIHOTO
00CITyroByHO4OT0, TOOTO KEpiBHHUKA.

3 ypaxyBaHHAM crnenuikd Tpalli MeHeIKepa B KPH30BUX yMOBaX (DYHKIIIOHYBaHHS,
JIOLITBHO BUAUTUTH TaKi BUIM HOPM:

1. Hopmu kepoBaHOCTi [Uis KE€PiBHUKIB — KUJIBKICTh MPALliBHUKIB, SIKUMU Haie()eKTHBHIlLLE MOXKE
yOpaBisSTH HadaJbHUK. BBaxkaeTbcs, 10 A BHUILOI JAHKW YMNpaBlliHHS HOpMa KEpOBAHOCTI
MOBHHHA BCTAaHOBJIIOBATUCS 3TiJIHO 13 «3aKOHOM 7 IUIFOC-MIHYC 2», TOOTO He MeHIle 5 i He
Oinbie 9 4omoBIiK.

2. VYKpymnHEeHi HOPMATUBU YHUCENBHOCTI s (axiBIiliB, TOOTO 4YHCEIBHICTH MpalliBHUKIB,
HEeOOXiAHMX I TOBHOTO i IKICHOrO BUKOHAHHA POOIT y BU3BHAYEHUX OpraHizaliifHO-TEXHIYHUX
YMOBaX.

3. HopmatuBu wacy i oOciyroByBaHHS Ul TEXHIYHMX BHKOHABIIIB BHM3HAYAIOTHCS 3aJIeXKHO
TPYAOMICTKOCTi POOIT.

3 MeToro onTUMizauii podOTH i palioHaILHOrO BUKOPUCTaHHS 4acy MEHeIlKepiB B yMOBax
KPH3H TIPOTIOHYEMO CTBOPHUTH «4acoBy Oa3y» s TulaHyBaHHS. HeoOXigHO BpaxyBaTH Taki eTamnm:
MiJIFOTOBKA JIaHUX, 1100 BU3HAYMTH 3aTPaTH Yacy Ha TOCTIiHI CIpaBu; 3JIHCHEHHS aHAaJi3y 3MicTy
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TUIaHYIOYMX CHpaB i BU3HAUYMTH HeOOXimHW uac s iX BuUkoHaHHS. Lli nBa eramu Ha3uBaloTh
MporLecoM OOITIKyY Jacy.

[Mopsa 3 MM MPONOHYEMO BUKOPUCTOBYBATH 1 TPaAMILIIHI METOIM OOJIIKY 3aTpaT poOoUoro vacy:
(hikcauist i camodikcarisi BUKOPUCTAHHS POOOYOro Hacy; XpOHOMETPaK; MOMEHTHI CHIOCTEPEKEHHSI.
HaitegekTuBHilunmM MeTonoM BBaskaeMo camodikcallito poOoUoro AHs, Tak K TYT Ji€ yHpaBlliHCbKe
MPABUJIO: SKIIO MPALiBHUK 3aJydeHHUil 1O Mpoliecy perjiaMeHTalil cBoel mpaili, BiH Oy/ae BUKOHYBaTH
i peKoMeH/allii.

OTke, OCHOBHI MPUHUMIK TEXHIKHU BeACHHS 00J1iKy 4acy MOBHHHI 3BOAMTHUCS O HACTYITHOIO:
= 00ik ycix 3aTpart yacy — nepeBipka TBEpAOCTi pillieHHs palliOHAILHO OpPraHi3yBaTH CBiii yac;
®  BUSBJICHHS IPOCTOIB, MOBITBHOCTI, BUTOKY Yacy — OCHOBa OOIPYHTOBaHMX peAIbHHUX IUIAHIB

MaiOyTHIX cripaB;

" [epll, aHK 3MIHUTH cIOCOOM poOOTH, HEOOXITHO iX JIETAIbHO BUBUUTH;

®  HaBYIThCH MJIAHYBATH Yac — peajibHa TPyJOBa MepeMora;

= He MNOYMHANTE CTBOPIOBAaTH OJIMCKYYMX IUIaHIB palioHaJbHOrO BUKOPHCTaHHS 4Yacy Ha

MalOyTHE, TIOKH He 00ayMaiy, K Ha JaHWH MepioJl yacy BU HOTO BUTpayvaeTe.

OO0nik yacy, KWl BUTpa4acTbcs HA BUKOHAHHS THUX YM IHIIMX BWIB pOOIT, — He MpocTe
3aBJaHHA, TaK SK HOro MOXHa 3BeCTH AO Pi3HOTO CTymeHs aeratizauii. OgHak MO)KHA MOCTiHHO
3aliMaTHCsl TIOSICHEHHSIM TOTO, SIK BUTPAyaeThCsl KOXKHA XBWJIMHA, i BTPATUTH 3 MOJS 30pYy TOJIOBHY
MeTy OONIKy ¥ aHamily BHMKOPHCTaHHsA po0OYOro 4vacy — MiIBUIICHHS e(peKTHBHOCTI poOOTH
MeHeJpKepa, KepiBHUKa. TexHika i MeToau 001Ky MOBUHHI OyTH B Mipy MOXITUBOCTI MPOCTI i 3pyHi,
a rpymnyBaHHsS BHUIIB AiSJIBHOCTI MOBMHHO BpaxoByBaTH crneur@iky poOOTHM TOro 4W iHILIOTO
KepiBHHKA.

Pazom 3 1mM, MOXKHA BUIUIMTH TakKi BHAM MIsUIBHOCTI: 3allJTaHOBAHiI 3aciJaHHA, IiJIOBI
3yCcTpidi, TEperoBopH; He3alIlaHOBaHI 3acijaHHs, MiOBI 3ycTpiui, TMeperoBopu; podoTa 3
JOKYMEHTaMH; TIOI3[IKH, OTJISAM; PO3MOBH Mo TesedoHy; MiaHoBa, TeXHiYHaA i oprasizauiliHa poboTta
(o3HaliOMJIEHHS 3 IJIaHAMU, 3BITHOCTSMHM, TEXHIYHOK JIOKYMEHTAIli€El0 TOII0); OOJIK KEepiBHUKIB;
cycrniibHa po0OoTa; MpeacTaBHUIBKI (YHKIT; (PAaKTHUHO BCi YMPABJIHCHKI AiT 32 y4acTO MifJIerinx
Towio [5, ¢. 94].

BuznaBum npoGnemy vacy (To6To ioro aediunTy) BaxJIMBOIO, KEPIBHUK MOBUHEH MPOBOAUTH
aHaJli3 cuTyallil, sika ckjanacsi. POOUTH OIJis] TOJIOBHUX BHIIB JisJILHOCTI 3a BiJIMOBIIHUMN Tiepiofn i
BU3HAYaTH OakaHWd 00’eM uacy B TMOpIBHAHHI 3 (DaKTUYHO 3aTpavyeHUM. SK CBiUUTH NpaKTHKa
YCHIIIHUX MEHEPKEPIB, MiIANPHEMIIB, YIPABIIHCHKUX MPAIliBHUKIB PI3HUX PIBHIB, JIOCTATHBO pa3 y
kBapTaji npotsiroMm 7 — 10 IHIB MPOBOAWTH PeBi3it0 CBOET AiAIBHOCTI 3 TOUKH 30py 3aTpaT yacy. A
TaKOK MOTPIOHO MPOBOJUTH CUCTEMATHUUHHN aHalli3, SKUH MOBUHEH BPaxOBYBaTH, 3 OJHOIO OOKY, 4d
JificHo po0oTa, 1110 BUKOHYEThCS, BIJMOBIZAA€ MOCadi, 3HAHHAM, KBaJidikallil, a 3 Ipyroro, — 4u He
3arepevuyroTh 3aTpaTd yacy Ha poOOTH, IO BUKOHYIOTbCS MYIpPUM, PalliOHATBHUM TMiaXodaM 10
BUKOPHUCTaHHS Yacy.

Menemkepamu 15 kpaiH Oys10 3anponoHoBaHO 145 YMHHKKIB HEMPOAYKTUBHUX 3aTparT 4acy, 3
SKMX HEeoOXiAHO Oyno BuainuTh 15 yHiBepcanbHuX. Ha OCHOBI mMpoBeneHUX JOCHiKeHb Oyio
CKJIaJICHO TaKWil TMepenik: TepepBd B pOOOTI B pe3ynbTari TejdeOHHUX MA3BIHKIB, BHUMAJKOBI
BiZIBilyBaui, Hapaqu (3arlaHOBaHI W He3arlaHOBaHi), KPW30BI CHUTYallil, BIJCYTHICTb LIJICH,
NPiOPUTETIB i KOHKPETHUX TEPMiHiB BUKOHAHHS, HArPOMAaPKEHHsI clipaB i ocoOucTa Ae3opraHizauis,
HeeeKTHBHE JeseryBaHHs mpaB i 00OB’s3KiB, pyTHHHA poOOTa, 3aiiBa JeTanizalis MUTaHb, crpoda
OpaTHcs ofpa3y 3a Bce 1 HepeasibHi YacoBi OLIIHKH, BiICYTHICTh JJOCTOBIpHOT iH(OpMaIlil, He3po3yMii
THCTPYKILii, HEBIAMOBIIHA, HETOYHA 1 3acTapijia iHpopMallisi, HEpIUIyJiCTh i BIATATYBaHHS MPUHHATTS
pillleHb, HediTKa ysBa Mpo cdepy BiANOBIJAIBHOCTI W MOBHOBaXKEHb, HE3/IATHICTh CKa3aTH <«Hi»,
HEBMIHHS JIOBOJIUTH CIIPaBH JI0 KiHIIs, BiICYTHICTh camoauciuiuiiny [4, ¢. 100].

3 MeTor 3MEHIIEHHS HeNMpPOAYKTHBHUX 3aTpaT 4acy NPOMOHYEMO BUKOPHUCTAHHS TalM-
MeHeDKMeHTY. JlaHui BUII MEHEDKMEHTY BBAXKAETHCS OIHUM i3 UIISAXIB MiJBULICHHS e(eKTHBHOCTI
BUKOPHCTaHHS BJIACHOTO po0OOYOro yacy; HabOpoM mpaBwii, Opaji, HABUKIB, IHCTPYMEHTIB i CUCTEM,
BUKOPUCTaHHS SKMX JA03BOJisiE e(eKTHUBHIlle BUKOPUCTOBYBATHM BIACHWIM Yac MeHemxepa i, Ha
MepPCTIeKTUBY, MOKPAIIUTH SKiCTh HOTO JKUTTSL.
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OcHOBHE 3aBIaHHs TaliM-MEHEKMEHTY — BHUpILIyBaTH TOJIOBHI 3aBAaHHS, SKi AilicCHO
noTpioHo BupimmTH. TaliM-MeHeDKMEHT JoTnoMarae yCBiIOMUTH KepiBHUKY Te, 10 caMme i KOJIM came
BiH MOBUHEH 3poOuTH. HaBuku TaiiM-MeHeKMeHTY MOTPiOHI yciM, 0cOOJIMBO THM, XTO KOXEH JIeHb
BUKOHY€E Jy>K€ pi3Hi 3aBIaHHs, a TaKoX THM, XTO B KiHLI IHS 4YacTO YCBIJOMJIIOE, IO HHUM He
3po0JeHo ayske OaraTo i3 3arIaHOBAHOTO U 110 BiH MPOITYCTHUB LIOCh AyXke BaxuiuBe [7, c. 73].

Cepen OCHOBHMX NPHHLIIIB TaiiM-MEHEDKMEHTY JOLUIBHO BiI3HAYMTH TaKi: He BUTpavaiTe
MapHO 4acy; CTaBTe Tepel coOOw Mijli; KOpPUCTyHTecs CrelialbHUMU IHCTPYMEHTaAaMH TaiiM-
MeHe)KMeHTY (OJIOKHOT, 3amMCHHUK, CheliajbHi MporpamMu Tollo); QopMyiTe NpiopUTETH;
poznoninsiiTe 3aBIaHHA; OOMe)KylTe Yac Ha BUKOHaHHsS KOXKHOTO 3aBIaHHS; BUKOPHUCTOBYWTE yac,
SIKUI BUTpayaeThcs Ha OUiKyBaHHS.

OTxe, ynpaBiiHHA 4acoM — Iie Jisg abo Mpouec YCBiIOMICHOr0 KOHTPOJO KUTBKOCTI Yacy,
BUTPAUYEHOr0 Ha KOHKPETHI BUIW IisSUIBHOCTI, MPH SKUX CHeLialbHO 301IbUIYIOTbCS €eKTUBHICTb Ta
npoayKTUBHICTb. [Ipoliec ynpaBiaiHHA YacoM BKIIIOYAe B ceOe IIMPOKHUI CHEKTP AisSIbHOCTI, a came:
TUIaHYBaHHs; PO3MOJIiN; MOCTAHOBKY LiJleH; [eNeryBaHHs; aHaji3 4YacOBUX 3aTpaT; MOHITOPHHT;
opranizaniro; GopMyBaHHS CIIUCKY CIpaB; PO3CTAHOBKY MPIOpPHUTETIB. 3a3BUYail YIIPABIiHHS YacoM €
HEeOoOXIJIHAM 3aX0JIOM Yy TIpolieci pealtizallii Oyab-sIKOro MPOeKTy fAK LIOT opraHizaiii, CTPYKTypHUX il
MiAPO3iIiB, TaK i OKpeMOi 0cOOM, OCKIJIEKY BU3HAYAE Yac 3aBePIICHHS MPOEKTY i Horo Maciiral.

BucnoBku. /[ BupimeHHs mnpoOjeMu onTuMizaiii poOoYoro 4acy KepiBHMKAa B yMOBaX
AQHTUKPU30BOTO YTIPABITiHHS 3alpOIIOHOBaHI METOAM HOPMYBAHHS YIPaBIiHCBHKOI mpaui, oOJiKy Ta
aHalizy poOovoro 4acy MarOTh CYTTEBI MepeBard i ToMmy OyayTh e(eKTHUBHIIIUMH SK B #oro
yIpaBIliHCBKiH AisSVIBHOCTI, TakK i B Mpoleci caMOyNpaBIliHHS B yMOBaX KpPHU3H.

3 Merol0 e(eKTHBHOIO BHKOPUCTAHHS 4acy KepiBHUKOM B yMOBaX aHTHKPHU30BOTO
MEHEe/DKMEHTY MM PEeKOMEHIYEMO PO3IJIsaTH iCHYIOUi METOIM HOPMYBaHHS YMpaBJIiHCHKOI Mparli,
00J1iKy Ta aHaJli3y 4yacy B KOMIUIEKCI.

Came i OOCTaBUHM 3yMOBJIIOIOTH HEOOXIAHICTH BIOCKOHAJEHHS MeEXaHi3My IJ1aHyBaHHS
0c0o0MCTOT pOOOTH Ta BUKOPUCTaHHsS PoOOYOro yacy MEeHemIKepa, BpaXOBYIOUM Pi3HOMAaHITHI KPU30Bi
YMHHWKH BIUIMBY | MOXKJIMBICTb, Ha Lili OCHOBI, BAKOPUCTAHHSI aHTUKPH30BOTO LIIbOBOTO TUIAHYBaHHS
pobOTH MeHeKepa, 1O 1 € MEePCHEKTUBOIO MOJAIBLIMX HAYKOBUX PO3pOO0JIeHb Y LIbOMY HaIpsSIMKY.

Conclusions. Summarizing the research results it is possible to draw the conclusion that for
solving the problem of the manager working time optimization in the anti-crisis management it is
required to use the managerial work quota setting methods, time tracking and analysis because they
possess significant advantages and will be more effective both in management and in self-management
in times of crisis.

To make the use of time by manager efficient under anti-crisis management the examining of
existing work quota setting methods, tracking and analysis of work time in a complex have been
proposed.

These circumstances result in the need to improve the mechanism of personal work scheduling
and use of the manager working time considering various crisis factors and possibility of using the
anti-crisis managerial work planning which is the prospect of further researches in this field.
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