L
) @.
NP

Axagemusn

AccucreHToB

Tamannu Fapunosoi

¢DCOBETOB

ONA PYKOBOAMUTENEN

BU3HEC- |

ACCUCTEHT
 HA BCIO KM3Hb

TAH3W/1A TAPUTTOBA .:

i



Tan3uasa Uckanaeposna I'apunosa
88 coBeTOB 1151 pyKOBOAMTEJIEH.
Bu3Hec-aCCUCTEHT HA BCIO KU3Hb

http://www.litres.ru/pages/biblio_book/?art=36623568
ISBN 9785449330628

AHHOTaAMSA

Kuura agpecoBaHa MpeAnpuHAMATENSAM, OHM3HECMEHAM W
PYKOBOIHUTENIAM — BCEM KTO XOYeT 3apabaThiBaTh OOJBIIE JEHET W
uMeTh Oonbliie cBOOOAHOTO BpemeHH. Tamswis [apumoBa — 3Kc-
Ou3HeCc-acCUCTeHT ocHoBatest xoyauHra «Like» Asiza [1laGyTauHoBa,
cozjarenb AkaneMud ACCHUCTEHTOB — JEJUTCS CEKpeTaMu Kak
HalTH, MOTMBHPOBaTh M YAEPXKaTh Ballero KAEANTbHOTO JIMYHOTO
TIIOMOIITHUKA. I/I3 KHHUTI'U BBI y3HaeTe Hy)KeH JIM BaM aCCUCTEHT, KaK €ro
HaWTH, YTO MOXHO JeJIerHpoBaTh, KAK OPraHM30BaTh €ro paboTy Ha
WCTIBITATeJIHHOM CPOKE U MHOToe Jgpyroe!
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10, Ha nepBbIi B3I HEOUEBUIHBIX, 3a/1a4,
KOTOPBIE MOKET BBIIOJHATH OM3HEC-aCCUCTEHT
Koner| 03HaKOMHUTETBHOTO (PparMeHTa.
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00 aBTOpE

Tansuna lapunoBa — poaunach 28 OKTAOpPs, OKOHYMJIA
Mockosckuit I'ocynapcrBennsiii Yausepcuter um. JIomoHoco-
Ba ¥ MOJTyYmIa CreluaibHoe oOpasoBanue mpu IliexaHoBckoM
YHUBEPCUTETE.




— DKC-aCCUCTEHT NPEANTPUHAMATENISL U OCHOBATEJIS XOJIJUHTa
«Like» As3a [llabyTnuHoBa.

— IIpeanpunumarens.

— Cozparenb u aBTOp AKageMun busHec- ACCUCTEHTOB.

C nepBbiM cBOMM pykoBogutesneM Tansmna ['apuroBa mpo-
pabortana 2 roja ¥ CMOrjia He TOJBKO YTBEPOUTHCS B JAOJKHO-
CTU JINYHOTO ACCUCTEHTA, HO U MOJIyYUTh KOJOCCAJIbHBIM OIBIT
Y HY’KHbIE 3HAKOMCTBA JIJIs1 CO3[JaHMsI HOBBIX COOCTBEHHBIX ITPO-
€KTOB.

B 2014 rogy Tan3umsa 6pocuiia cede BBI30B 1 Hayaia padboTy
C U3BECTHBHIM MOJIOZBIM MIJUTMOHEPOM Ast3oM [11a0yTauHOBBIM.

K Tansuie cramm oOpamarhcst 3a KOHCYJIbTAIISIMU HE TOJTbKO
KOJUIETH, HO Y HayaJld MPHUE3kKaTh U3 Pa3HbIX CTpaH OM3HEC-ac-
CHCTEHTHI C BOIIPOCAMHU M TTPOCKOAMM: paCCMOTPETh UX pabouue
CHUTYyaIuu, nofoopath Hanbosee 3(pHeKTUBHBIE «<MHCTPYMEHTbHI»
TSI TIOBCEIHEBHOM Pa0OThI, HANTH OOIINI SI3bIK C AUPEKTOPAMH,
MOTHUBHUPOBATh PYKOBOIUTEJIEH IJIATUTh OOJIbIIIE K MHOTUM JIPY-
TUM. ..

DTO NPUBEJNO K OTKPHITUIO AKazeMuu busHec- ACCUCTEHTOB.



IIpeaucaoBue

,HJIH KOro HaIyicaHa 3Ta KHura?

Ee, B nepBylo ouepeib, CTOUT NPOYECTh JUPEKTOpPaM Kpym-
HBIX U CpeAHUX KoMIaHuil. Tem, deil 1eHb npejcTaBiiseT coOon
OIVH CIUIONIHON JIeIJIanH.

B xHure Bpl HaiijieTe: Kak MpaBUJIBHO BBIOpATh ceOe MOMOIII-
HUKA, KAKMMH KayeCcTBaMM JOJDKeH o0jajaTh Baln maeaibHblid
KaHIUIAT, KaKKe MOJTHOMOYMS MOKHO U HYXKHO JeJIETMPOBATh,
a KaKue CTOUT OCTaBUTh 3a COOOM.

COpr,HHI/IKI/I, KOTOPBIC MPETCHAYIOT HAa OOJIKHOCTb JIMYHOT'O
IIOMOIIIHUKAa MJIN aCCUCTEHTA, TOKE HaﬁHYT JJIA ce0s1 MHOT'O MH-
TEPECHOI'O 1 MOJIC3HOIO 311CCh.

[IpounTtaB KHUTY, BBl OMIMETE: MOXETE JIM BBI CTATh JINUYHBIM
ACCUCTEHTOM, JOCTATOYHO JI y BaC 3HaHUW U YMEHUM, TIOAXOM-
Te 71 BBl 17151 3TOM IOKHOCTH 1O CKJIady XapakTepa.

[Ipyn HarMCaHWU KHUTH 5 TIpeciieoBaia ABE 1EJIH:

Bo-niepBbIX, MOMOYb AUPEKTOpaM JIIOOOro MaciiTada ooser-
YUTH CBOIO KM3Hb, IPY 3TOM, HEe HaBpeJUB OM3HECY U OCBOOOIVB



BpeMs ISl IPYroi, Oosiee IPOIyKTHBHOM JIEATEIbHOCTH.

Bo-BTOpHIX, 00yUUTh ACCUCTEHTOB TAKMM YMEHHSIM, Oarojia-
Ps1 KOTOPBIM OHU CTaHyT HACTOSIIMMHU MTPpohecCOHaIaMK CBOe-
ro Jiena, Befib Mpodeccrsi JTMIHOTO TIOMOIIHUKA TaKXkKe BaXkHa,
Kak Mmpoceccust 10prcTa Uin SKOHOMHUCTA.

Ha sTOM, BBEIeHHE MOXHO 3aBEPILIUTh U IPUCTYITUTh K TIPAK-
tuke. Tounee, k camum coBeraM. [IpustHoro Bam utenusi!

Xouy BbIpa3uTh OrpoMHYI0 OnaronapHocTh Pomany Macnen-
HUKOBY 32 ITOMOIIb B HAIIUCAHNUY JAHHOW KHUT'H.



10, Ha nepBbIN B3IJISA] HEOYEBH/THBIX,
3a71a4, KOTOPbIe MOKeT
BBLIIIOJHATH OM3HEC-ACCHCTEHT

1. Benenue oduimasbHON JOKYMEHTAIIMM U OpraHU3allus
JIMYHOU MEPETIUCKHU.

2. Ob6ecneuenue oduca (BbimomHeHue (hyHKIUN ouc-MeHe-
mxepa). Bkimodaer B cebs1: obecrieueHne mopsizka, CBOeBpeMeH-
HYIO MTOKYTIKY KaHIEJISIPCKUX TOBAPOB, CPEICTBA YXO/1a, BCTpeUn
rocreu u Jp.

3. 3amelleHne pyKOBOOMTEINS HA MIEPEroBOpPax U B KOMAHIU-
POBKax.

4. ITpopaxwu.

5. SMM

6. Haiim 1 yBOJIbHEHUE NIEpCOHaIa.

7. IpreM 1 oTOOP MapTHEPOB U KJIMEHTOB B KOMITaHUIO. Be-
JIeHUE MEPErOBOPOB C KJIMEHTAMH.

8. Borpochl, cBsizaHHbIE C IeTbMHU (3a0UpaTh U YBO3UTD JIETEl
B CAJVK WJIM IIKOIY).



Konen 03HaKOMUTEJLHOI'O
¢dparmenra.

Tekct npenocraBieH OO0 «JIutPec».

[IpounTaiiTe STy KHUTY LIEJIMKOM, KYIIUB TOJIHYIO JIETATbHYIO
Bepcuio Ha JIutPec.

Be3ormacHo oriaTuTh KHATY MOKHO OaHKOBCKOH KapToit Visa,
MasterCard, Maestro, co cuyera MOOMJIBHOTO TesiehOHa, C TiIa-
Te)KHOro TepMmuHaia, B cajoHe MTC wmm Cesa3HoOHM, uepe3
PayPal, WebMoney, Aunexc./lensru, QIWI Komenek, 60Hyc-
HBIMU KapTaMu WK APYTUM YI0OHBIM Bam crioco6om.
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