Alaxeipion €pyaciakou OTPEC
Kal avTINETWNION

!'_ e€oUBEVWTIKWV KATAOTACEWV




2TOXOI TOU NMPOYPANUATOC

1.  H «oUANNWN» TV <KAEPTWV>» TOU
XpOVOU HAc, Mou pac dnuioupyouv
NPOCOETO OTPEC

2. O opIouoC I'IpOTEpCIIOTI‘]T(DV nou
£EUNNPETOUV TOUC OTOXOUC MAC

3. H kaTtapTtion evoc oxediou dlaxeipiong
XpOVOU

4. H TeXVOAOYIQ OTIC UNNPEDIEC PAC

5. [1apayovTeC NOU HEIWVOUV TNV
napaywyikoTnTa




i >TOXOI TOU MPoypaNATOC

6. O OpPIOUOC TOU AYXOUC

7. Ol GUVEMEIEC TOU AYXOUC OTNV UYEIa Kal
TNV anodoor Pac

s. H anoTteAeopaTikn avTIUETWNION TOU
Aayxoug

o. KaTapTion aTouikou oxediou dpaonc



i Nwc diaxeipi{OUAcTE TO XPOVO WAC;

Time quiz



i TI «TUNOC» EIOTE;

s TEAEIOPAVINC

» AvapANTIKOC

= KaBuoTepeite ota pavrePou oac.
s \ETE «vaI» O€ OAC



To npoowniko pac “Prime
i Time”

O1 WPEC TNC NUEPAC KATA TIC
OMOIEC CUNpWVA UE TO
BIoOAOYIKO Hac poAol
aio0avouaoTE N0 EUCTPOPOI
Kal Napaywyikoi




i H apxn Tou Pareto

» To 80% Tnc ync avnkel oto 20% TOU
nAnBuopou.

v To 20% Twv npoonabeiwv pac anodidel
TO 80% TWV NAPAYOUEVWV
anoTeAeopaTwv.(KPITAPIO YIa OPICHO
NPOTEPAIOTNTWV)



i DUANO €AEYXOU TOU XPOVOU LaC.

1.

AVaAUTIKN KATaypagpn eVEPYEIWV TNG
NHEPAG
KaBopiopoc npoTepaloThTwV

[MpoUnoAoyIiopOC XpOvou nepaiwonc kabe
£pyaociac

KaTtaypagn npayuaTtikwv Xpovwv
Kataypan diakonwyv ano Thv epyacia
Hac.



:LCDL'J)\)\O EAEYXOU XPOVOU

'Qp | Epyacia | Ynohoyilopevoc | MpaypaTikog | MNpoTepaloTnTa
a XPOVOG XPOVOG ABCDE

8-9

O-
10




XapakTnpIouoc
i NPOTEPAIOTATWV

= A: Epyaoiec nou eniBAMeTal va KAVOULE.

= B: Epyaciec nou npenel va KQVOUUE- NMIEC
OUVENEIEC ano TN YN NPAayuarTonoinon Touc.

= C: Epyaoiec nou €ival KaAo va va yivouy,
aA\d n PN NpaypaTonoinon Toug OV EXEl
OUVENEIEC.

= D: Epyaociec nou pnopouv va avatebouv o€
alMouc (delegate)

= E: Epyaciec nou pnopoups va napa)\atpoups
evTeAwC (eliminate), xwpic ouveneiec yia
TN doUA&Ia pac.




i >x€010 OpACNC

KaTtapTtidovTag eva oxedio
OIAXEIPIONC XPOVOU



H kaBnuepivn AioTa Twv npoc
i EVEPYEIQ

Knv €ival EuXoAoyIo, va eivai
pscl I0TIKN.

= Na opilel NpoTEPAIOTNTEC

= Na npoypayparticer TIG NPOTEPAIOTNTEG YIa
TIG WPEG AUENUEVNG NAPAYWYIKOTNTAG LG,

= Na unoloyiCel xpovo yia kaBuoTePNOEIG
kal OIaKomMec.

= Na unoAoyilgl xpovo vyia diaAsippara.



BnuaTa yia Tov oxediacuo
i NG NUEPAG 0G

1. BaATte otnv akpn 15 AenTta kabe nuepa

2. KCITCIYpCIl.|JTE OAEC TIC EpYACIEC MOV Eival
avaykn va TEAEIWOETE

3. BAATE npoTeEPAIOTNTEC OTIC EPYATIEC OAC

4. AVTIOTOIXNOTE KABE OTOXO HE KUKAO
NapaywylkoTNTaAC

5. EKTINNOTE pEaAIOTIKG NOCOV XPOVO ANAITE]
kKaBe epyaoia

6. OpioTe KANoIa wpPa TNG NUEPAC yia Kabe
£pyaocia




i Eunodia otov oxediaocuo

= Mn avaykaiec Epyaciec pouTivac
= Mn aupeon enmiBpapeuon
= 2UVNOEIEC



i [MpoypaUUATIOTE ANOTEAECUATIKA

= [1pOYpaUUATIOTE KAMOIO XPOVO VI
KGBe epyacia oTov KaTaAoyo oac.

= ANOKTNOTE TN ouvnBesia va
akoAouBeiTe To oxedIO oac

s MEIVETE MIOTOC OTO OXEDIO OAC



O@EAN ano owaTn dlaXEipion TOU

i XPOVOU lac.

= [apaywyikoTnTa

= EniTeuEn Twv oToOXWV
Hag

= 'EAEyY0C TOU ayxouc pac




i TexvoAoyia kal Xpovoc

H TexvoAoyia kar exBpoc Kal
ouupayoc otn OIaxEipion Tou
XPOVOU LIaC



i H TexvoAoyia €0IKOVOUEI XpOVO

= Opyavwon Twv eyypapwv o€
(PAKEAOUC

= Opyavwon Twv e-mail og pakeAouc

= Opyavwon TNC ENPpAveiac Epyaciac
TOU UMNOAOYIOTH HaC.



i H nayida Tou Internet

= ANOQUYETE TNV aokonn nAonynon.

= BaAete bookmarks oTiC nAekTpoVIKEC
OIEUBUVOEIC NOU EMICKENTECTE OUXVA



KaTtakAUOGUOC NAEKTPOVIKWV
UNVULATWV

AngvepyonoinoTe Ta alerts.

AVOIYETE Ta email oac oplopsvsq WPEC TNC
HEPAG (N.X. OTO TEAOG TNG HEPAG.)
Katata&re Ta e-mail ano tnv enikepaAida n
TOV AnoGCTOAEQ.

Alaypageite ano mail lists nou dev oag
evOIAPEPOUV.

AlgypayTe TA axpnoTa pnvupaTta
EvepynoTte aueoa.



iTI KAQVETE OTAV....

XpelaleTal Xpovoc yia va avoiéel To
TaxudpouEio oac;

Aev aiveTal va kataAaPaiveTe Kanoio
€10IKO XapAKTNPIOTIKO TOU AOYIOMIKOU Odc;

Mia 1oTooeAida apyei oAU va popTwOEi;

O unoAoyIioTNG oac oTauaTa va
anokKpIVeTal;

O ekTUNWTNC OEV AMOKPIVETAl OTAV OEAETE
VA EKTUMNWOETE KATI;

WayveTe yia evav QpAakeAo;
> NATAAdTE XPOVO:



:h H TNAE@WVIKN €NIKOIVOVIA

POOOIOPIOTE TO OTOXO TOU TNAEPWVNHATOC.

= KatapTioTe evav kataloyo Pe Ta npoc oulnTnon
BcpaTa.

= KpaTtnoTe npakTika Tou TNAEPWVNUATOC.

= OpioTe peyioTn dIAPKEIQ YIA TA ENAYYEAUATIKA 0AC
TNAEPWVNUATA.

= Mnv k@BeoTe xaAapa TNV wpa Tou TNAEPWVNUATOC
= OpadonoinoTe Ta TNAEPwWva oac.

= EmivoeioTe euyevikEC PPATEIC KAIOE YIA TO KAEIOIUO
TWV OUVOIAAEEEWV

= EvepyonolcioTe TO voice mail




AOYOI yIa unEPEPOPTWON
i TOU XPOVOU 0aC

= H avaykn va eniTuxeTe

= AvaopaA&ia

= ANoTUYia va avabeoeTE

s Mn peaAIOTIKEC EKTINNOEIC XpOVOU
= 'EAAEIWN opyavwonc




KAVETE Napa NoAAG

i [Mwc va anopuyeTe va

= OpIOPOC MPOTEPAIOTATWV
= Avabeon og aAAouc

s ENIKEVTPWON OTIC NPOTEPAIOTNTEC
0ac

= Na €i0aoTe €UEAIKTOC



i [1aTi Oev AEUE «OXI»

B Ochoupe va deiEoupe OTI:
v'EipaoTe €€aIpeTIKA 1KAVOI.
v'Mnopouv va BaacifovTtal o€ pac
v'EipaoTe avavTikataoTaTol
v'A€iCoupe TO HICBO NOU NAiPVOULE



Mwc BAENOUV o1 aAAol TO OTI OeV
i AELE MOTE «OXI»

= Oswpouv OTI:
~ Aev divoupe a&ia oTo XpOovo uac.
> Aev divoupe a&ia oTouc dIkouc pac
OTOXOUC
» EipaoTe yI’ autouc n eukoAn Auon
> \ev 0€BOPAOTE TOV €AUTO HAC



i [TwC va neiTe «ox»

= MpooetTe

= AVaAUOTE TNV KATAOTAON

= YNEPVIKNOTE dIOTAYUOUC anopaacioTIKA
s 2ZTNPIETE PE EMIXEIPNHUATA

s EEeTAOTE EVAANAKTIKG



i Meiwon napaywyikdTNTac

O1 NapAyovTeC MOU HEIWVOUV TNV
napaywyikoTnTa pac



[MapayovTtec onaTainc

XPOVoU (gEwyeVeic)

= AIOKONEC AnO EMIOKENTEC
= AIOKOMNEC ANO CUVEPYATEC
s AMENAAMNAEC CUOKEWEIC
= AIGXEIPION KPICEWV



i AIGKONEC and NICKENTEC

> MIATpApIOUa ano ypauudaTea n
receptionist.

> XPOVIKOG NEPIOPIOUOC TWV EMIOKEWPEWV

> Na dexopaoTe TOUC ENICKENTEC Pac opoIol

> Na ouvavToupE TOUG ENIOKENTEG 5w ano
TO YPAPEIO Yac.

> KwdIkec dlaowanc e TOUC OUVABEAPOUC
MagG



i AIOKONEC aNO OUVEPYATEC

> Na nnyaivoupe euEic 0TO YPAPEIO TOUC

> Na opiooupe XpoOvo JHEca OTn PEPA
XWPIC TNAEPWVNUATA KAl ENIOKEYEIC

> Na kAeivoupe Tnv NOPTA TOU YpaPeiou
Lac.

> Na Bpoupe eva «Kpno@UYETO»



i MapaywyIKeC GUOKEWEIC

> Anoguyn KN anapaiTnTwv CUCKEWPEWV

- MAnpoopieg Npiv NpoypappaTioTel pia
oUOKEWN

> Kataption AioTac napovTwyv oTn
ouokewn (JOvo o1 avaykaior).

> 2uvTa&én Aiotag Bepatwy nou Ba
oulnTnOouv.

> AkpiBeia otnv evapén, diapkeia, Anén.

> KaAuypn Twv onuavtikwv Bepatwy
npwra.




i Alayeipion KpioEwv

= AQIEPWVOUE XPOVO YIa va
KaTAavONOOUWE TI CUVERN

= AvaBeToupe Tnv euBuvn diayx/onc TnG
Kpionc o€ aA\ov, av €ival
KaTaAAnAOTEPOC.

= EpwTnoeic Tou TUnou: Ti cuveRn,
NOTE, NOU, NMWC, YIATI, NMOIOI EVEXOVTAI



[MapayovTec onaTtaAnc Xpovou

i (NPOCWMIKOI)

> AvaBAnTIKOTNTA

> AvanTu€Te oTPaTNYIKN «KAVE TO TWPA»
> Avano@aocioTIKOTNTA

= [oio €ival To npoBANua;

= [1oIEC €ival 01 ENIAOYEC;
= [oia €ival n BeATioTn emAoyn

> TeAelopavia

= AvaBeoTe
= =avad®OUAEUETE TO NOAU OUO (POPEC



ANOTEAEGUATIKN EMIKOIVWVIA



‘_L ANOTEAECUATIKN EMIKOIVWVIA

B Na BupaoTe OTI TinoTe dgv €ival auTovonTo.
B PWTNOTE TOUC AKPOATEC AV €ival KATavonTd

B Ene&nynoTe OAOUC TOUC TEXVIKOUC OPOUC
B AKpwVvUlIa OTNV €TAIPEIA Kal €10IKOi OO

B ANavTnoTE QVAUEVOUEVEC EPWTNOEIC
B >upnepIAABETE anavTnoeIC OTIC ENEENYNOEIC 0aC

B [1pocI®onoINaoTE yia Koiva Aaon

B >KePOEITE TI YNOPEI va KAVOUV Ol aKpOATEC HE TIC
VEEC NANPOPOPIEC



Kolvec napavonaoeic yia Tnv
ENIKOIVWVIQ

O1 avBpwnol navrote katahaBaivouv, oTav Aeve OTI
kaTaAapaivouv

AKOUTE JE anOTEAEOUATIKO TPOMO TOUC avOpwnouc,
oTav oac PIAouv

O1 EMNICTOAEC, TA UNOPVNATA, KAl Ol avaPopEC NMou
YPAPETE €ival NnavToTe EekaBapa o€ onolovonnoTe
Ta dlaBaocel

AUTG NOU KAVETE CUNPWVOUV NAVTOTE JE AUTA MOU

AETE

'EXETE OAEC TIC ENIKOIVWVIAKEG OEEIOTNTEC MOU
xpelaleoTe



i O@EAN TNC dlaxeipIonc XpOvou

= 'EAgyY0C TOU ayyouc

= AUENON TNC NAPAywyIKOTNTAC
s OpIOPOC NPOTEPAIOTATWV

= EniTevEn TV oTOXWV paC



2XETIKA JE TO OTPEC



i Ti €ival stress I

Stress €ival pia kataoTaon n Kanoia
ouvaiobnuaTa nou Piwvel Eva ATOUo
oTav aiobaveral oTl ol anaiTNoEIC
TwV AAAWV ano auTo unepPaivouyv TIC
NPOCWIIKEC KAl KOIVWVIKEC
OuUVATOTNTEC TOU.



i T1 €ivail stress II

Stress €ival o0 novoc nou aioBaverai To
Owla Pac OTav ol KaTaoTACEIC XAVOUV
TNV 100pPOMia TOUG



>UVENEIEC OTNV UYEId Pac

i O1 ouvenelec Tou stress 1

= Ennpeadlel Tn Asiroupyia TNC kapdiac pac.
= Ennpeadel To avooonoinTiko pac cuoTnua
= Ennpeadlel Tn oupnepipopa pac

= [1pokaAel NOVOKEPAAOUC, NOVOUC GTOV
auyeva.

g O5I"|YEI o€ e€apTnon cmo a)\Koo)\
TOIYApO, (PAPHAKEUTIKEC OUCIEC




O1 ouvenelec Tou stress 11
i >UVENEIEC OTNV UYEId PAC

= To 80% - 85% OAwV Twv acBeveiwv
oxeTi(ovTal e TO AyyOC.

» TOo 75% TwV ENICKEYEWV OE YIATPO
oxeTi(ovTal Ue TO AyYoC.



:“;I Yyinc avtidpacn ToU ayxoug

evraon Uh Oh!
PuaioAoyikn
KarTaoTaon
noeyia Whew




i H un uyinc avtidpacn oTo ayxoc

gvraon

npepia

Uh Ohl

Uh Ohl

Uh Ohl

Karappeuon




+

2>TPATNYIKEC AVTIUETWMIONC TOU
ayxoug



iAICIXEipIGF] TOU AyXOUC

1. MpooavaToAiouoc otn dpaon
2. H ouvaioBnuaTikn npooeyyion

3. O npooavatoAMIonoG oTnv anodoxn
TNC KATAOTAONC



i NpoocavaTtoNiopoc oTn dpdon

1. To ayxoc ano Tov unepPoAIkO pOpTO
£pyaoiac
> 2apnc NEPIypadn TwWV KaBNKOVTwV Pac
»  Eknaideuon — empoppwaon Hag
»  2waoTn dlaxeipion Tou XpOvou Mac.
> Tvwon Twv oTOXWV TNC ENIXEIPNONC
~  AvaBeon epyaciwv o€ aA\ouc.



i NpoocavaTtoNiopoc oTn dpdon

2. To ayxoc ano npoBAnuara otn
OOUAEIO (AVTIKPOUOUEVEC
NPOTEPAIOTNTEC)

»  Evtonifoupe Ta BeTIKa ONPEIa
> ANOQEUYOUUE TA apvnNTIKA OTOIXEIa



i NpoocavaTtoNiopoc oTn dpdon

3. AyXOC MOU MPOEPXETAl Ano TO
£pyaciako nepifailov.

= Kakn opyavwon ypageiou-
nepIBAAAOVTOC

= Avadiopyavwaon Xwpou.



i H ouvaiodnuaTikh NpooEyyion

Av Ogv pnopoupe va aAAa&oupe Tnv
KaTAoTaon nou NPOKAAEl TO AyXoC 10wC
Oa pnopouocape va aAa&oupe TNV
ONTIKN YWVia ano Tnv onoia BAenoupe
TNV KATAoTAON



O npooavaToAiopoC oTNV
‘_L anodoxn TNC KaTaoTaonc

s 2€ MEPINTWON ANWAEIAC NPOTPIAOUC
Lac aTooU.

= To NpwTO Bnua €ival va anodexboupe
OTI Oev £XOUNE TN duvaun va
aA\a&oupe TNV KaTaoTaon



i Aoknon — XaAapwon diaTpo®n

» H TakTIKN Goknon

= AlyOoC KaBnuepIvog Xpovoc via
XaAapwon

= Enapknc unvocg
= Yyieivn diatpopn
= Meiwon {axapnc kai Kageivng

= ANoQuyn aAKOOA — TOIyapou —
(PAPUAKEUTIKWY OUCIWV




Av exouue evOEIEEIC OTI TO AyXOC
uac kataBaAAel, npenel va
avalnTnoOUUE 1aTPIKN
unoaTnpI&EN




ATOUIKO OXEOI0 OPACNC



