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FOREWORD

This Manual, in its final form, comes as a result of joint effort and time investment of each staff
member involved in the project implementation, including surveyors, volunteers and participants
that contributed to the contents.

Goal oriented team members that were involved realized planned activities with patience, which
resulted in having smooth deliverable creation process.

As we are getting closer to the project conclusion, | believe that this was a great experience for
all. Exchanging standpoints between different scales on which partners operate (local football
club, regional football association, football club of a national scale, sport organization with global
presence and non-governmental organization active in the field of sport), enriched all of us
personally and professionally.

By combining the topics such as inclusion of youth with fewer opportunities and creation of
models for support in sport such as football by creating an educational mechanism as the basis
is the major take-away of the needs assessment and a cornerstone within each of the
organizations involved, which did not introduce any of the NFE methods before. This is a unique
capacity building opportunity and a time to initiate strengthening of internal educational
structures that will bring long-term effects.

| would also use this opportunity to thank the staff members involved in creation of this
deliverable, all the surveyors that were working on the needs assessment, volunteers, and all the
other experts involved that directly or indirectly contributed to this project output.

On the organizational level, we estimate that bridges we built between us are strong enough to
carry on the work we started and plan follow-up in the form of a second project phase.

Without the support of Erasmus+ programme this wouldn’t be feasible. Therefore, we are
grateful to have had this chance and believe that the work done will not be limited to one and
only project lifecycle.

With best hopes,
Igor Kostic
As Project coordinator, Red Star Football Club

February 2024



NEEDS ASSESSMENT

For the needs assessment of the youth in football, so as to provide useful tips and methods how
football clubs can push forward in step-by-step manner when it comes to the support of fewer
opportunities youth, we used our own human resources with the help of volunteers that were
acting as surveyors in each of the country involved.

We did several key steps to complete this process.

- Determining what specific goals or outcomes we hope to achieve through this process.

- Determining the scope of the needs assessment and identifying the target participants
and topics that will be addressed.

- Collecting relevant data and information through a survey, interviews, observation, and
existing data analysis, ensuring that the data collected is valid, and can contribute to the
Manual contents.

- Using both qualitative and quantitative analysis techniques to gain a comprehensive
understanding of what actual needs are.

- Considering the resources available and the capacity to address those needs effectively.

- Determining interventions needed to address the identified needs to achieve the
established objectives.

- Allocate resources, assign responsibilities, and establish timelines for implementation.

What stands out as the highlight and the conclusion on which we put this emphasis in this Manual
is the need for concrete tools and non-formal educational methods that remained unknown to
the staff working directly with youth with fewer opportunities on grassroot level — coaches,
trainers and other staff directly involved in day-to-day operations within sport organizations.
Let alone not being familiar with concrete exercises that would contribute to entrepreneurial
skills development in young athletes, and which would be also useful to senior staff, too.

Having youth workers, facilitators, NFE trainers on board, we did consultation sessions and set a
goal to develop a list of best practice exercises and techniques that can help both youth and
adults while working on creation and execution of educational environment useful for all.

We came up with 17 most effective exercises and guidelines that proved to be working well in
real life and real work, tested and made comprehensible to any professional, applicable in many
different contexts.

Following the major conclusion, we embedded the exercises into the Manual and believe they
will be widely used by the staff of sport organizations and organizations working in the field of
sport.



Exercises:
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Pomodoro technique
ABCDE technique
Self-analysis questions

Fear setting

4 D’s tools

Business plan template
Problem Solving Worksheet
Elevator Pitch

T-chart

. Decision tree

. Action plan

. Self-development plan

. SWOT

. Business process — 20 questions
. Emotional self-assessment test
. SMART GOALS

. Getting things done - GTD



Concetration and focus technique

POMODORO TECHNIQUE

This technique serve to improve your concetration and focus.

Getting stuff done is hard, especially if you are self-employed or need to do things for yourself
that you usually put off, like paying bills. There always seems to be something else to do: a drawer
that could be organized, a phone call to your sister or checking flight prices on a trip you have no
intention of taking

The Pomodoro Technique was invented in the early 1990s by developer, entrepreneur, and
author Francesco Cirillo. Pomodoro is a cyclical system. You work in short sprints, which makes
sure you’re consistently productive. You also get to take regular breaks that bolster your
motivation and keep you creative.

The methodology is simple: When faced with any large task or series of tasks, break the work
down into short, timed intervals (called “Pomodoros”) that are spaced out by short breaks. This
trains your brain to focus for short periods and helps you stay on top of deadlines or constantly-
refilling inboxes. With time it can even help improve your attention span and concentration.

Pomodoro steps in 5 steps:
1. Choose your task and total time to work on it.
2. Set atimerto 25 minutes
3. Work on the task for 25 minutes. Avoid all distractions and urges to multi-task.
4. Take a 5 minute break for energy renewal, start another Pomodoro.

5. Take a 20-30 minute break after completing four Pomodoros

If you decide to implement this system you’ll be able to:
e Eliminate the multi-tasking habit.

e Focus on the task at hand.



e Get more things done because you’ll have a sense of urgency.
e Avoid the perfectionist mindset by overly “fine-tuning” a project.
e Build higher levels of willpower and concentration.

o Decrease stress levels because you’re doing one thing at a time.

ABCDE TECHNIQUE

To achieve goals and become all that you can become, you need to start controlling your time.

The basic time management tool is the priority list, to do list, which is used as a permanent asset
for personal management. The fact is that we can’t control “the time” but we can control
ourselves. Therefore, time management requires self-discipline and self-control.

ABCDE method

ABCDE method inquire that before you begin to check your priority list or to do list, and to put
beside each task mark A, B, C, D or E. This will make your work much more efficient when you
start doing them.

A task —is something which is really important. Whether you do it or not, it can have a big impact
on your results and success. You should do task A before all others. If you have more than one
“A” organized them according to priority A-1, A-2, A-3...

B task - is something which you should do. Has mild consequences for its execution or not
execution. For example checking your email, or calling your friend...

C task —is a task that be good to do. Task which don’t have any consequences in case you don’t
complete. For example one more coffee, going in shopping, reading newspaper.

D task - is a task that you can pass to anyone else.

E task — is a something that you can eliminate. That can be some old activity which today do not
have any importance or relevance to you, an activity that does not have the significance for
achieving your goals.

Importance rule: Never do task “B” if you didn’t complete task “A”, never start with task “C” if
you still have to finish some task “B”.


http://www.developgoodhabits.com/willpower-guide1/

Doing a task system one by one, is one of the best technique for managing time and managing
yourself. That means when you made a decision what is you’re A-1 task, catch that task and work
on it, concentrate on that task only. Discipline yourself to concentrate, without relaxing or
distracting.

SELF-ANALYSIS QUESTIONS

Do you often “feel bad”? And if so, what do you think would be the cause?

Do you criticize other people and react onto the smallest provocation?

Do you often make mistakes at work, and if yes, why?

Do you avoid somebody’s company, and if you do, why?

Do you love your profession? If not —why?

Does your self-confidence increase of decrease as the years go by?

Do you learn anything valuable from your mistakes?

Whose influence on you inspires you the most? What is the reason for that?

Do you neglect your personal appearance? If yes, in which circumstances, and why?
Do you tolerate negative and discouraging influences that you can avoid?

Do you have the main aim determined, and if yes, what is it and what is your plan to reach it?
Do you have the method for protection from the negative influences of others?

Do you use autosuggestion with purpose to make your mind more positive?

What do you value more: your material possessions or the privilege to control your own
thoughts?

Do other people easily influence you against your own will?
Has this day brought you anything of value to your knowledge or the state of your mind?

Do you face the circumstances that make you unhappy in honest way or do you avoid your
responsibility?

Do you analyze mistakes and failures? Are you trying to learn something from them or you think
that it is not your obligation?

Can you name 3 most damaging weaknesses of yours? What do you do to fix them?

Do you select from your daily experiences, learned lessons and positive influences, those that
benefit you the most?



Which habits of other people bother you the most?
Do you have your own opinion or you let the other people influence you?

Did you learn how to create the mind state from which you can protect yourself from
discouraging influences?

Do you believe that it is your duty to share other people’s concerns? And if so, why?

Do you believe that the saying “every bird to its own ‘herd’” tells something about you according
to the profile of people that attract you?

Would it be possible that some person that you consider a friend, is actually your biggest enemy,
because of his/her negative influence on your mind-state?

According to which rules you assess who is useful to you, and who does you harm?
Are your intimate partners mentally superior or inferior in comparison to you?

How much time in every 24 hours do you dedicate to: your occupation, sleep, fun and relaxation,
gaining new useful knowledge, pure leisure time?

What is your biggest concern? Why do you tolerate it?

When others offer you free, uncalled advice, do you accept it without questioning or do you
analyze their motives?

What do you want most? Do you strive to get it? Are you ready to sacrifice all the other wishes
to that one in particular? How much time do you dedicate yourself to achieving that daily?

Do you change your mind often? If so, why?

Do you usually finish what you started?

Does it easily influence you what other people think or say about you?
Do you care for people because of their social or material status?

How much time have you dedicated analyzing and answering these questions?

If you provided the answers on all of the questions — now you know more about yourself than
majority of people. Get back to these questions once a week in the next couple of months and
you’ll see how many more new insights about yourself you’ll gain, all though the honest
answering onto these questions.



Entrepreneurial Survey
Note: SURVEY
This is not a test! This survey is for your personal information.

Listed below are a number of statement dealing with your personal background, behavioural
characteristics and lifestyle patterns. The most important output of this exercise is an honest,
accurate self-assessment of how you relate to each of these statement.

Strongly Agree ~ Somewhat Agree ~ Strongly Disagree

5 4 3 2 1

1. | consider myself as self-starter, I’'m always on the lookout for new ideas.

2. | enjoy working and socializing with others and | relate well to those who have different ideas
from me.

3.I'm a leader.

4. I’'m taking a responsibility.

5. I’'m plan everything, keep lists, set priorities.

6. 1 am willing to accept both financial and career risks when necessary.

7. 'm hard worker, | work long hours, not let up until the job’s done.

8. I’'m good at making decision, | consider myself decisive.

9. I would like to take full responsibility for the successes and failures of my business.

10. I'm reliable person and people trust me.

11. 1 enjoy controlling my own work assignments and making all decisions that affect my work

12. | have a strong desire to achieve positive results even when it requires a great deal of
additional effort.

13. I'm in good shape, able to work long hours without getting run down or having to take time
off

14. 1 have a high energy level that can be maintained over a long time
15. 1 am willing to do something even when other people laugh or belittle me for doing it

16. | always try to complete every project | start, regardless of obstacles and difficulties.



17. I’'m adaptable to changing conditions.
18. I’ m using past mistakes as a learning process.
19. When | begin a task, | set clear goals and objectives for myself.

20. | get things done on time.

Score Assessment

80 - 100 You have outstanding ability to be an entrepreneur.

60 - 79 You have satisfactory ability to be an entrepreneur.

40 - 59 Self-employment may not be an appropriate career for you.
0 - 39 You should probably avoid entrepreneurship.

Concern yourself with any area where you scored less than five. Is there something you can do
to improve yourself in that area?

FEAR SETTING — A TOOL FOR FUTURE ENTREPRENEUR

How many times has the fear of what might happen prevented you from taking action on
something you wanted to do? But if these excuses always get the best of you, inaction will lead
you straight to regret.

What is fear setting? A structured reflection exercise designed by Tim Ferriss, used to help you
see decisions more clearly when fear is holding you back and distorting your thinking.

Page 1: Getting up close and personal with your fears.

Step 1: On page one, make three columns and label them “Define”, “Prevent”, and “Repair”.

Step 2: In column one, define everything you fear about the idea of taking action.

List out your most nightmarish scenarios, your doubts, and your “what-if s. Write it all down, and
don’t hold back. Some of the question can be: What’s the worst case scenario? What might go
wrong?

Step 3: In column two, list ways you could reduce the likelihood of each of the worst-case
scenarios from happening.



What actions could you take to make those scenarios less likely to come to fruition? (Consider
both big actions and small actions.)

Step 4: In column three, list ways you could repair the damage, if this situation were to come
true.
What actions could you take to repair the damage, or get yourself back on track?

Step 5: Assess the impact of these worst-case scenarios on a scale of 1-10.
1 = minimal impact, and 10 = permanently life-altering in a significant way.

Page 2: Consider the Potential Benefits of Taking Action

On page two, give yourself space to be more open, and consider what might go right if you take
action.

Step 6: Write down the positive benefits of even an attempt, or partial success at taking action.

Step 7: Assess the potential potential positive benefit of these successes on a 1-10 scale.
1 = minimal impact, 10 = a very significant impact.

Page 3: Consider the Consequences of Inaction

Page three is equally important to the others, but often forgotten in decision-making: the costs
of inaction.

Step 8: Make three columns on the page, and label them 6 months, 1 year, and 3 years.
Projecting out past 3 years feels too intangible, so keep it in this range.

Step 9: Write down the potential costs of maintaining the status quo. What are the costs of
inaction?

4D’s TOOLS — Delete it, Delegate it, Do it, Defer it

Delete it - Check whether the thing requires your attention or is worth your time. If it does not,
then simply delete it.

Delegate it - Is it important or necessary for you to do the task? Is it your responsibility to do? If
the answer is no, then delegate it.

Do it - if it is important for you to do and you have the time to do it, then get it done straight
away. Postponing important tasks often leads to procrastination or feelings of anxiety or stress


https://www.coachingwithnlp.co/anxiety

Defer it - There are some tasks that come across your desk that you may just not be able to deal
with straight away. It might be an email about booking a family holiday. It is not important during
your working day, but is important to get done. So you can defer it and look at the email later in

your free time.



Business plan template

1. Tittle:

2. Entity(s) implementing (maximum 200 characters):

- Mission, Vision, Values, Activities, Scope of work

3. Problem and solution analyses for social enterprise (maximum 300 characters):

4. Market analyses for companies (maximum 300 characters):

5. Services or products description (maximum 250 characters):

- The characteristics of service or product, the main benefits for clients or target groups,
other important info;



6. STRUCTURE and TOOLS / How you will organize your work internally and externally?
(maximum 200 characters):

7. Communication plan (maximum 400 characters):

8. Activity plan / Timeline (maximum 400 characters):

9. Finance (copy from excel file)

10. CONTACTS




PROBLEM SOLVING WORKSHEET

Problem solving is the process of identifying a problem, developing possible solution paths, and
taking the appropriate course of action.

Why is problem solving important? Good problem solving skills empower you not only in your
personal life but are critical in your professional life. In the current fast-changing global economy,
employers often identify everyday problem solving as crucial to the success of their
organizations. In order to successful deal with potential problem try to answer on following
question:

WHAT

- what exactly do | want to achieve?

- what are the effect?

- what would happen if no decision was made of solution found?
- what do | need in order to find a decision?

WHY

- Why do | want to achieve a solution?

- Why did the problem or opportunity arise?

- Why do | need to find a solution or way forward to all?

How

- How will the solution be different?

- How relevant is the information | am gathering?
- How can | find out more?

- How can | involve relevant people?

WHERE

-Where did issue arise?

- Where does it impact?
- Is the where important?
- If so “why is important?

WHO

- Who I'm trying to please?

- Who cares about this situation? Who is affected?
- Who is involved (information, action, help?

- Who needs to be informed?



WHEN

-When did the issue arise?
-When to we need to act?

-By when must it be resolved?

ELEVATOR PITCH

If you have got an idea for your business sooner or later you’re going to have to pitch someone.
And no matter who you’re pitching your idea to — you need to be able to do it in a way that’s
simple memorable and convincing. An elevator pitch is a concise, practiced overview of your
business idea, put in a way that is simple and memorable for the listener to understand.

So what makes a great elevator pitch?

The first and the most important to remember that is chance to say few most important things
about your idea, product — to make them to see why are worth investing in. Why do you you do
what you do, and why is that important to you?

And to do that you need to do 2 key things:

1 —Identify need — The first thing that you need to talk about is why your idea or product or idea
needed? What is the problem that exist and for who that your products is there to solve?

2 — Identify your unique selling proposition - In other words what is that your product or idea
uniquely brings to the problem you have identify?

If you can clearly express this two things — the problem and what your products or idea brings to
the problem — then you have an essence of the pitch.

Finally, if you want to make elevator pitch as good as it can be, there are a few ground rules to
remember:

1.Keep it short

2.Avoid jargon

4. Make it catchy

3. Be excited, be passion, be enthusiasm, be yourself and be proud of your credentials

And final tip — practice. Practice it loud, practice it in writing, and check it with friends, the kind
of friends who don’t afraid to give you feedback.



T-CHART

A T-Chart is used for listing two separate viewpoints of a topic. Topics can include anything that
can be cleanly divided into two opposing views. For example, evaluating the pros and cons of a
major decision is a common use of T-Charts. Other opposing views that work well include facts
vs. opinions, advantages and disadvantages, strengths and weaknesses, myths and realities,

features and benefits, for and against, cause and effects.

Example:

Topic:

Strengths

Weakness




DECISION TREE

A decision tree is a map of the possible outcomes of a series of related choices. It allows an
individual or organization to weigh possible actions against one another based on their costs,
probabilities, and benefits.

Decision tree symbols

Shape Name Meaning

Decision node Indicates a decision to be made

' Chance node Shows multiple uncertain outcomes
Alternative Each branch indicates a possible outcome or

/ branches action
Rejected .

% . . Shows a choice that was not selected
alternative

< Endpoint node Indicates a final outcome

How to create a Decision tree?

Start with the main decision. Draw a small box to represent this point, then draw a line from the
box to the right for each possible solution or action. Label them accordingly. If the outcome is
uncertain, draw a circle (circles represent chance nodes). From each decision node, draw possible
solutions. From each chance node, draw lines representing possible outcomes. Continue to
expand until every line reaches an endpoint, meaning that there are no more choices to be made
or chance outcomes to consider. Add triangles to signify endpoints.

Once you complete a decision tree, you’re now ready to begin analyzing the decision you face.






Every experience brings with it the opportunity to meet people who inspire you, support you in

your achievements, and will help you handcraft your future. Who are the people, resources and
experiences that will influence your success? Start thinking now!

Identify 3 resources to help you learn more about techniques and the process of gaining self-
awareness

and know how your behavior may impact others

Identify 3 resources to help you learn more about techniques and the process of gaining self-
awareness and know how your behavior may impact others.

Experiences Why did you choose this? Set a deadline for pursuing

Determine 3 experiences you can pursue to hone these skills

Resources Why did you choose this? Set a deadline for
completenig

Name 3 people who can help support you in meeting these goals.

Contact name Why you choose them? Deadline for engaging them
directly or indirectly




SELF — DEVELOPMENT PLAN

Personal development plan is an action plan design to improve knowledge and abilities, to
establish aims and objectives (or goals) - what you want to achieve or where you want to go, in
the short, medium or long-term in your career, education, relationship or for self-improvement.

To create you personal plan we encourage you to use following form:

Describe problem behavior:

Improvement goals (SMART)

Action 1 (what, when, where, with whom)

Resources:

Action 2 (what, when, where, with whom)

Resources:

Action 3 (what, when, where, with whom)

Resources:

Action 4 (what, when, where, with whom)




SWOT ANALSYS

This strategic planning tool is frequently used to generate new product and service ideas, in
support of a specific business objective, by evaluating internal and external threats and
opportunities. It does this by grouping key pieces of information into two main categories:

internal factors — the strengths and weaknesses internal to the organization

external factors — the opportunities and threats presented by the environment external to the
organization

HELPFUL HARMFUL

STRENGTHS WEAKNESSES

1. 1.

Internal 2. 2.
3. 3.

OPPORTUNITIES THREATS
1. 1.
External 2. 2.

3. 3.



BUSINESS PROCESS — 20 QUESTIONS
This process works well as a design tool and also as a problem analysis tool.
1. What

- What is being done? (what is being achieved)
- Why is it necessary?

- What else could be done?

- What else should be done?

2. Where

- Where is it being done?

- Why there?

- Where else could it be done?

- Where else should it be done?

3. When

- When is it done?

- Why then?

- When else could it be done?

- When else should it be done?

4. Who

- Who does it?

- Why this person/group?

- Who else could do it?

- Who else should do it?

5. How

- How is it done?



- Why this way?
- How else could it be done?

- How else should it be done?

EMOTIONAL INTELLIGENCE SELF-ASSESSMENT

Emotional Intelligence is our ability to be aware, understand and manage our emotions. Success
in life depends as well of our EQ. Take assessment below and check you EQ strengths!!

Rank each statement as follows: 0 — Never; 1 - rarely, 2 — sometimes, 3 — Often, 4 - Always

Emotionally Awareness

My feeling are clear to me at any given moment.

Emotions play an important part in my life.

My moods impact the people around me.

| find it easy to put words to my feelings.

My moods are easily affected by external events.

| can easily sense when I’'m going to be angry

| readily tell others my true feelings

| find easily to describe my true feeling

. Even when I’'m upset, I’'m aware of what happening to me

10. I’'m able to stand apart from my thoughts, feelings and examing them

© o N VAW

Emotional management

| accept responsibility for my reaction

| find it easy to make goal and stick with them3

I’'m emotional balanced person4

I’'m very patient person5

| can accept critical comments from others without becoming angry

I’m maintain my composure even during stressfull time

If an issue does not affect me directly, | don’t let it bother me

| can restrain myself when | feel anger towards someone

| direct my energy into creative work or hobbies

10. | control urges to overindulge in things that could damage my well being

© o N VAW

Measure your effectiveness in each domain using the following key:




0-24 area for Enrichment: Requires attention and development
25 — 34 Effective Functioning: Consider strengthening

35 —40 Enhanced skills: Use as leverage to develop weaker areas

Using your EQ strengths for your strongest EQ domain write an example on how you
demonstrate your strength in your daily life of work:

Effects of your EQ strength — for your weakest EQ domain, write an example how that affect and
other in your daily life or work:

Improving your EQ strength — for you weakest EQ domain, what step you can take to strengths
yourself in this area? How this will benefits you in your daily life or work?



S.M.A.R.T — Goal setting

Many people spend their lives drifting from one job to another, or rushing around trying to get
more done while actually accomplishing very little. Setting SMART goals means you can clarify
your ideas, focus your efforts, use your time and resources productively, and increase your
chances of achieving what you want in life.

What does S.M.A.R.T. goal setting stand for?

Why not think of a small goal you want to set right now, personal or professional. To make your
goal S.M.A.R.T,, it needs to conform to the following criteria: Specific, Measurable, Attainable,
Relevant and Timely.

SPECIFIC

Your goal should be clear and specific, otherwise you won't be able to focus your efforts or feel
truly motivated to achieve it. When drafting your goal, try to answer the five "W" questions:

Questions you may ask yourself when setting your goals and objectives are:

e What exactly do | want to achieve?

e Where?
e How?
e When?

e With whom?
e What are the conditions and limitations?

e Why exactly do | want to reach this goal? What are possible alternative ways of achieving
the same?

e Which resources or limits are involved?

MEASURABLE

Measurable goals means that you identify exactly what it is you will see, hear and feel when you
reach your goal. It means breaking your goal down into measurable elements.

Measurable goal should address questions such as:
e How much?

e How many?



e How will I know when it is accomplished?

ACHIEVABLE
Your goal also needs to be realistic and attainable to be successful.
An achievable goal will usually answer questions such as:
e How can | accomplish this goal?
o How realistic is the goal, based on other constraints, such as financial factors?
RELEVANT

This step is about ensuring that your goal matters to you, and that it also aligns with other
relevant goals.

A relevant goal can answer "yes" to these questions:
e Why do | want to reach this goal?
e Does this seem worthwhile?
e |s this the right time?
e Does this match our other efforts/needs?

e Am | the right person to reach this goal?

TIMELY

Time is money! So install deadlines, for yourself and your team, and go after them. Keep the
timeline realistic and flexible, that way you can keep morale high.

A timely goal will usually answer these questions:
e When?
e What can | do six months from now?
e What can | do six weeks from now?

e What can | do today?



GETTING THINGS DONE - GTD

Developed by David Allen, this is one of the simplest and most objective time management tools
and techniques. With the GTD method, you can increase productivity and achieve an elevated
professional performance.

To perform the technique, you must follow five steps:
1. Collect: list all the tasks that need to be done.
2. Processing: analyze the list of demands and identify those that require action or not.
3. Organization: organize the tasks and set a deadline for them to be completed.
4. Execution: perform the intended tasks. No distractions and interruptions.

5. Review: periodically review task execution strategies and make certain adjustments, if
necessary.


https://gettingthingsdone.com/
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UVODNI SLOVO

Tato prirucka ve své konecné podobé vznikla jako vysledek spolecného usili a ¢asovych investic kazdého
zaméstnance zapojeného do realizace projektu, véetné inspektord, dobrovolnikd a ucastnik(, ktefi se
podileli na obsahu.

Clenové tymu orientovani na cil, ktefi byli zapojeni, realizovali planované aktivity s trpélivosti, co? vedlo k
hladkému procesu tvorby dodavky.

Jak se blizime k zavéru projektu, véfim, Ze to byl pro vSechny velky zazitek. Vyména nazorl mezi riznymi
méritky, na kterych partnefi plsobi (mistni fotbalovy klub, regionalni fotbalovy svaz, fotbalovy klub
narodniho méfitka, sportovni organizace s celosvétovou plsobnosti a nevladni organizace plsobici v
oblasti sportu), nas vSechny osobné i profesné obohatila. .

Spojenim témat, jako je zaclenéni mladeze s omezenymi pfileZitostmi, a vytvorenim modeld pro podporu
ve sportu, jako je fotbal, vytvorenim vzdélavaciho mechanismu, ktery je zakladem pro posouzeni potreb
a zakladnim kamenem v kaZzdé ze zapojenych organizaci. , kterd drive Zadnou z metod NFE nezavedla. Jde
o jedinec¢nou prilezitost k budovani kapacit a ¢as iniciovat posilovani vnitfnich vzdélavacich struktur, které
pfinese dlouhodobé efekty.

Rad bych také vyuzil této prileZitosti k podékovani zaméstnancim, ktefi se podileli na tvorbé tohoto
vystupu, vSem inspektorim, ktefi pracovali na posouzeni potfeb, dobrovolnikim a vSem dalSim
zapojenym odbornikiim, ktefi se pfimo ¢i nepfimo podileli na tomto vystupu projektu.

Na organizacni urovni odhadujeme, Ze mosty, které jsme mezi nami vybudovali, jsou dostatecné pevné,
aby pokracovaly v zapocaté praci a naplanovaly pokracovani v podobé druhé projektové faze.

Bez podpory programu Erasmus+ by to nebylo mozné. Jsme proto vdécni, Ze jsme méli tuto pfrileZitost a
véfime, Ze odvedena prace nebude omezena pouze na jeden Zivotni cyklus projektu.

S nejlepsimi nadéjemi,

Igor Kostic

Jako koordinator projektu, Red Star Football Club

Unora 2024



POSOUZENi POTREB

Pro posouzeni potfeb mladeze ve fotbale, abychom poskytli uzitecné tipy a metody, jak se fotbalové kluby
mohou krok za krokem prosazovat, pokud jde o podporu mladeze s omezenymi pfilezitostmi, jsme vyuZzili
vlastnich lidskych zdroj s pomoc dobrovolnik(, ktefi plsobili jako inspektofi v kazdé ze zapojenych zemi.

K dokonceni tohoto procesu jsme provedli nékolik klicovych krokd.
- Urceni, jakych konkrétnich cild nebo vysledk( chceme timto procesem dosahnout.
- Uréeni rozsahu posouzeni potieb a urceni cilovych Gcastnik(l a témat, ktera budou resena.

- Shromazdovani relevantnich dat a informaci prostfednictvim priizkumu, rozhovor(, pozorovani a analyzy
existujicich dat, aby bylo zajisténo, Ze shromazdéna data jsou platna a mohou prispét k obsahu pftirucky.

- Poutziti technik kvalitativni i kvantitativni analyzy k ziskani komplexniho pochopeni toho, jaké jsou
skutecné potreby.

- Zvazeni dostupnych zdrojli a kapacity k u¢innému reseni téchto potreb.
- Stanoveni intervenci potfebnych k feseni identifikovanych potreb k dosaZeni stanovenych cil(.

- Pfidélte zdroje, pridélte odpovédnosti a stanovte ¢asové plany pro implementaci.

To, co vycniva jako vrchol a zavér, na ktery klademe v tomto manuadlu tento dlraz, je potfeba konkrétnich
nastroju a metod neformalniho vzdélavani, které zlstaly neznamé pracovnikim pracujicim pfimo s
mladezi s omezenymi prilezitostmi na zakladni Grovni — trenérim, trenéry a dalsi personal pfimo zapojeny
do kazdodenniho provozu ve sportovnich organizacich.

NatoZ neznalost konkrétnich cviceni, ktera by pfispéla k rozvoji podnikatelskych dovednosti u mladych
sportovcu a ktera by byla uzite¢na i pro starsi zaméstnance.

S pracovniky s mladezi, facilitatory a trenéry NFE na palubé jsme provedli konzultacni sezeni a stanovili
jsme si cil vytvofit seznam osvédcenych praktickych cvi¢eni a technik, které mohou pomoci mladezi i
dospélym pfi praci na vytvareni a realizaci vzdélavaciho prostredi uzitecného pro vsechny.

Prisli jsme se 17 nejucinnéjsimi cvicenimi a navody, které se osvédCily v redlném Zivoté a skutecné praci,
testované a srozumitelné pro kazdého profesionadla, pouZitelné v mnoha riznych kontextech.

Po hlavnim zavéru jsme cviceni zakomponovali do Manualu a véfime, Ze budou Siroce vyuZivany
pracovniky sportovnich organizaci a organizaci pUsobicich v oblasti sportu.



Cv

iceni:

. Technika Pomodoro

. Technika ABCDE

. Samoanalytické otazky

. Nastaveni strachu

. Nastroje 4 D

. Sablona podnikatelského planu
. Pracovni list Re$eni problémd

. Roztec vytahu

9. T-graf

10.

11.

12.

13.

14.

15.

16.

17.

Rozhodovaci strom

Akéni plan

Plan seberozvoje

SWOT

Obchodni proces — 20 otazek
Emocni sebehodnotici test
CHYTRE CILE

Udélat véci do konce — GTD



Technika koncentrace a soustifedéni

TECHNIKA POMODORO

Tato technika slouzi ke zlepSeni vasi koncentrace a soustredéni.

Dostat véci do konce je tézké, zvlasté pokud jste samostatné vydélecné ¢inni nebo potrebujete délat véci,
které obvykle odkladate, jako je placeni Uctl. Vidy se zd3, Ze je tfeba udélat néco jiného: zasuvku, kterou
Ize usporadat, zavolat sestfe nebo zkontrolovat ceny letenek na vylet, ktery nemate v Umyslu jet.

Techniku Pomodoro vynalezl na pocatku 90. let vyvojar, podnikatel a autor Francesco Cirillo. Pomodoro
je cyklicky systém. Pracujete v kratkych sprintech, co? zajistuje, Ze budete trvale produktivni. MlzZete si
také délat pravidelné prestavky, které posili vasi motivaci a udrzi vas v kreativité.

Metodika je jednoducha: KdyZ celite jakémukoli velkému udkolu nebo sérii Ukoll, rozdélte praci do
kratkych, ¢asovanych intervalli (nazyvanych ,Pomodoros®), které jsou rozdéleny do kratkych prestavek.
To trénuje vas mozek, aby se na kratkou dobu soustiedil, a pomaha vam udrzet si prehled o terminech
nebo neustdlém doplfiovani schranek. Casem to mlie dokonce pomoci zlepsit vasi pozornost a
koncentraci.

Pomodoro postupuje v 5 krocich:

1. Vyberte si sv(j ukol a celkovy cas, kdy na ném budete pracovat.

2. Nastavte Casovac na 25 minut

3. Pracujte na ukolu 25 minut. Vyhnéte se vSem rusivym vlivim a nutkanim na vice ukola.
4. Udélejte si 5 minut pauzu na obnovu energie, zacnéte dalsi Pomodoro.

5. Po dokonceni ¢tyf Pomodoros si dejte 20-30 minutovou prestavku

Pokud se rozhodnete implementovat tento systém, budete schopni:

¢ QOdstrante navyk na multitasking.

» Soustredte se na dany ukol.

* Udélejte vice véci, protoze budete mit pocit naléhavosti.

¢ \/yhnéte se perfekcionistickému mysleni pfilisSnym , vyladovanim“ projektu.
¢ VVybudujte si vyssi arovné vile a koncentrace.

¢ Snizte Uroven stresu, protoZe délate jednu véc po druhé.



TECHNIKA ABCDE

Chcete-li dosdhnout cild a stat se vSim, ¢im se mUZete stat, musite zacit ovladat sv(j Cas.

Zakladnim nastrojem fizeni ¢asu je seznam priorit, seznam ukol, ktery se pouZiva jako trvalé aktivum pro
osobni spravu. Faktem je, Ze nem(zeme ovladat ,,¢as”, ale miZeme ovladat sami sebe. Time management
proto vyZaduje sebekazen a sebekontrolu.

Metoda ABCDE

Metoda ABCDE si vyZada, nez zacnete kontrolovat svlj seznam priorit nebo seznam ukold, a dat vedle
kazdého ukolu znacku A, B, C, D nebo E. Diky tomu bude vase prace mnohem efektivnéjsi, kdyz je zacnete
délat.

Ukol —je néco, co je opravdu dillezité. At uz to udélate nebo ne, mize to mit velky vliv na vase vysledky a
uspéch. Ukol A byste méli udélat pfed véemi ostatnimi. Pokud mate vice ne? jedno ,,A“, usporadali je podle
priority A-1, A-2, A-3...

B ukol —je néco, co byste méli udélat. Ma mirné disledky pro jeho provedeni nebo neprovedeni. Napfiklad
kontrola e-mailu nebo zavolani pfiteli...

C task — je Ukol, ktery je dobré udélat. Ukol, ktery nebude mit zadné disledky v piipadé, 7e jej nedokoncite.
Napriklad jesté jednu kavu, jit nakupovat, ist noviny.

D ukol — je ukol, ktery mlzZete predat komukoli jinému.

E ukol — je néco, co mlZete odstranit. M(Ze to byt néjaka stara cinnost, ktera dnes pro vds nema zadny
vyznam ani vyznam, ¢innost, kterd nema vyznam pro dosazeni vasich cilU.

Pravidlo dUlezZitosti: Nikdy neprovadéjte ukol ,B“, pokud jste nedokondili Ukol ,A“, nikdy nezacinejte
ukolem ,,C“, pokud jesté musite dokoncit néjaky ukol ,B“.

Délat systém ukold jeden po druhém je jednou z nejlepsich technik pro fizeni ¢asu a fizeni sebe sama. To
znamena, ze kdy? jste se rozhodli, jaky je vas kol A-1, chytit se tohoto uUkolu a pracovat na ném, soustredit
se pouze na tento Ukol. Naucte se soustredit se, aniz byste se uvolnili nebo rozptylovali.



SEBEANALYZOVE OTAZKY

Citite se Casto ,Spatné“? A pokud ano, co by podle vas bylo pficinou?

Kritizujete ostatni a reagujete na sebemensi provokaci?

Délate v préci ¢asto chyby, a pokud ano, proc?

Vyhybate se néci spolecnosti, a pokud ano, proc¢?

Milujete svou profesi? Pokud ne — proc?

Zvysuje se vase sebevédomi s pfibyvajicimi roky?

Naucite se ze svych chyb néco cenného?

Ci vliv na vas nejvice inspiruje? jaky je pro to diivod?

Zanedbavate sviij osobni vzhled? Pokud ano, za jakych okolnosti a proc¢?

Snasite negativni a odrazujici vlivy, kterym se mlzZete vyhnout?

Mate stanoveny hlavni cil, a pokud ano, jaky je a jaky mate v planu ho dosahnout?

Mate metodu ochrany pred negativnimi vlivy druhych?

PouZivate autosugesci zamérné, aby byla vase mysl pozitivnéjsi?



Ceho si cenite vic: svého hmotného majetku nebo vysady ovladat své viastni myslenky?

Ovliviuji vas ostatni lidé snadno proti vasi vlastni vali?

Pfinesl vdam tento den néco cenného pro vase znalosti nebo stav vasi mysli?

Celite okolnostem, které vas €ini ne$tastnymi, estnym zplsobem nebo se vyhybate své odpovédnosti?

Analyzujete chyby a selhani? SnazZite se od nich néco naucit nebo si myslite, Ze to neni vase povinnost?

Dokazes vyjmenovat 3 své nejskodlivéjsi slabiny? Co délate pro jejich opravu?

Vybirate ze svych kazdodennich zkusenosti, naucenych lekci a pozitivnich vlivli ty, které vam nejvice
prospivaji?

Které zvyky ostatnich lidi vam nejvice vadi?

Mate svij vlastni nazor nebo se nechavate ovliviiovat ostatnimi?

Naucili jste se, jak vytvofit stav mysli, pred kterym se mizZete chranit pred odrazujicimi vlivy?

Myslite si, Ze je vasi povinnosti sdilet obavy ostatnich lidi? A pokud ano, proc?

(u

Véfrite, Ze rceni ,kazdy ptak do svého ,stdda‘’“ o vas néco vypovida podle profilu lidi, ktefi vas pfitahuji?

Bylo by moZné, Ze nékdo, koho povaZujete za pfitele, je ve skutecnosti vasim nejvétsim nepfritelem, kv(li
jeho negativnimu vlivu na vas stav mysli?

Podle jakych pravidel hodnotite, kdo je pro vas uziteény a komu Skodite?



Jsou vasi intimni partnefi ve srovnani s vami dusevné lepsi nebo ménécenni?

Kolik ¢asu za kazdych 24 hodin vénujete: svému zaméstnani, spanku, zabavé a relaxaci, ziskavani novych
uziteCnych znalosti, Cistému volnému ¢asu?

z ¢eho mate nejvétsi obavy? Proc to tolerujete?

Kdyz vam druzi nabidnou bezplatnou, nevyvolanou radu, pfijimate ji bez dotazi nebo analyzujete jejich
motivy?

, 7

co si nejvic prejes? Usilujete o to? Jste pripraveni obétovat vSechna ostatni prani pravé tomu jednomu?
Kolik ¢asu denné vénujete tomu, abyste toho dosahli?

Meénite ¢asto nazor? Pokud ano, proc?

Dokoncujete obvykle to, co jste zacali?

Ovliviiuje vas snadno to, co si o vas ostatni mysli nebo Fikaji?

Starate se o lidi kvali jejich socidlnimu nebo materidlnimu postaveni?

Kolik ¢asu jste vénovali analyze a zodpovézeni téchto otazek?

Pokud jste odpovédéli na vsechny otazky — nyni o sobé vite vice nez vétsina lidi. Vratte se k témto otazkam

jednou tydné v pristich nékolika mésicich a uvidite, kolik dalSich novych poznatk( o sobé ziskate, i kdyzZ na
tyto otazky budete poctivé odpovidat.



Podnikatelsky prizkum

Poznamka: ANKETA

Toto neni test! Tento prizkum je urcen pro vase osobni Udaje.

NiZe je uvedena rada prohlaseni tykajicich se vaseho osobniho pozadi, charakteristik chovani a vzorcl

vvvvvv

mate vztah ke kazdému z téchto tvrzeni.

Silné souhlasim ~ SpiSe souhlasim ~ Silné nesouhlasim

54321

1. PovaZuiji se za zacinajiciho ¢lovéka, neustale hleddm nové napady.

2. Rad pracuji a stykdm se s ostatnimi a mam dobry vztah k tém, ktefi maji jiné nazory nez ja.

3. Jsem vidce.

4. Beru na sebe zodpovédnost.

5. VSechno planuji, délam si seznamy, stanovuji priority.

6.V pripadé potreby jsem ochoten pfijmout financni i kariérni rizika.

7. Jsem dfi¢, pracuji dlouhé hodiny, nepolevim, dokud neni prace hotova.

8. Jsem dobry v rozhodovani, povazuji se za rozhodného.

9. Rad bych prevzal plnou odpovédnost za Uspéchy i netspéchy svého podnikani.
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10. Jsem spolehlivy ¢lovék a lidé mi davéruji.

11. Bavi mé kontrolovat své vlastni pracovni ukoly a délat vSechna rozhodnuti, ktera ovliviiuji moji praci

12. Mam silnou touhu dosahnout pozitivnich vysledkd, i kdyz to vyZzaduje velké mnozstvi dalsiho usili.

13. Jsem v dobré kondici, jsem schopen pracovat dlouhé hodiny, aniz bych se zhroutil nebo si musel vzit
volno

14. Mam vysokou hladinu energie, kterou Ize udrzet po dlouhou dobu

15. Jsem ochoten néco udélat, i kdyZ se mi ostatni lidé sméji nebo mé za to ponizuji

16. VZdy se snazim dokoncit kazdy projekt, ktery zacnu, bez ohledu na prekazky a potize.

17. Jsem ptizpUsobivy ménicim se podminkam.

18. Pouzivam minulé chyby jako proces uceni.

19. Kdyz zac¢nu ukol, stanovim si jasné cile a tkoly.

20. Délam véci vcas.

Hodnoceni skore

80 - 100 Mate vynikajici schopnost byt podnikatelem.



60 - 79 Mate uspokojivé schopnosti byt podnikatelem.
40 - 59 Samostatna vydélecna cinnost pro vas nemusi byt vhodnou kariérou.

0 - 39 Pravdépodobné byste se méli vyhnout podnikani.

Zajimejte se o jakoukoli oblast, kde jste ziskali méné neZ pét. Je néco, co mlzete udélat pro to, abyste se
v této oblasti zlepsili?

NASTAVENi STRACHU — NASTROJ PRO BUDOUCi PODNIKATELE

Kolikrat vam strach z toho, co se mize stat, zabranil podniknout kroky k nééemu, co jste chtéli udélat? Ale
pokud z vas tyto vymluvy vZdy vyjdou nejlépe, necinnost vas privede pfimo k litosti.

Co je nastaveni strachu? Strukturované reflexni cviceni navrzené Timem Ferrissem, které vam pomuze
vidét rozhodnuti jasnéji, kdyz vas strach brzdi a narusuje vase mysleni.

Strana 1: PribliZit se svym obavam.

Krok 1: Na prvni strance vytvofrte tfi sloupce a oznacte je ,Definovat”, ,Zabranit“ a ,Opravit“.

Krok 2: V prvnim sloupci definujte vSe, ¢eho se bojite na myslence jednat.

Vyjmenujte své nejhorsi scénare, své pochybnosti a vase ,co kdyby“. Zapiste si to vSsechno a nezdrzujte
se. Nékteré z otazek mohou znit: Jaky je nejhorsi scénar? Co se mize pokazit?

Krok 3: Ve sloupci dva uvedte zpUsoby, jak mizZete snizZit pravdépodobnost, Ze nastane kazdy z nejhorsich
scénara.

Jaka opatreni byste mohli podniknout, abyste sniZili pravdépodobnost, Ze se tyto scénare naplni? (Zvazte
velké akce i malé akce.)

Krok 4: Ve sloupci tfi uvedte zplsoby, jak byste mohli opravit poskozeni, pokud by se tato situace naplnila.

Jaké kroky byste mohli podniknout, abyste napravili Skody nebo se dostali zpét na trat?



Krok 5: Posudte dopad téchto nejhorsich scénard na stupnici 1-10.

1 = minimalni dopad a 10 = trvale vyznamnym zpUsobem ménici Zivot.

Strana 2: Zvazte potencidlni vyhody pfijeti opatieni

Na strané dvé si dejte prostor byt otevienéjsi a zvazte, co by mohlo byt spravné, pokud podniknete néjaké
kroky.

Krok 6: Zapiste si pozitivni pfinosy i jen pokusu nebo ¢aste¢ného Uspéchu pfi prijimani opatreni.

Krok 7: Posudte potencialni potencidlni pozitivni pfinos téchto uspéchi na stupnici 1-10.

1 = minimalni dopad, 10 = velmi vyznamny dopad.

Strana 3: Zvaite dasledky necinnosti

Treti strana je stejné duleZita pro ostatni, ale ¢asto se na ni pfi rozhodovani zapomina: naklady na
necinnost.

Krok 8: Vytvorte na strance tfi sloupce a oznacte je 6 mésicu, 1 rok a 3 roky.

Promitani za posledni 3 roky mi pfipada prilis nehmotné, takze ho udrzujte v tomto rozsahu.

Krok 9: Zapiste si potencialni naklady na udrzeni status quo. Jaké jsou naklady na necinnost?



NASTROJE 4D — Sma#te to, delegujte to, udélejte to, odlozte to

Smazat - Zkontrolujte, zda véc vyZaduje vasi pozornost nebo stoji za vas ¢as. Pokud tomu tak neni,
jednoduse jej smazte.

Delegujte to—Je pro vas dlleZité nebo nutné, abyste tento tkol provedli? Je to vase zodpovédnost? Pokud
je odpovéd ne, delegujte ji.

Udélejte to — pokud je to pro vas dlleZité a mate na to Cas, udélejte to rovnou. Odkladani dalezitych ukoll
Casto vede k prokrastinaci nebo pocitim uzkosti ¢i stresu

OdloZte to — Na vasem stole se objevuji ukoly, se kterymi se nemusite hned vyporadat. Mize to byt e-mail
o rezervaci rodinné dovolené. Neni to dulezité béhem vaseho pracovniho dne, ale je duilezité to udélat.
MuzZete to tedy odlozZit a podivat se na e-mail pozdéji ve volném case.



Sablona obchodniho plénu

1. Titulek:

2. Implementujici subjekty (maximalné 200 znak():

- Poslani, Vize, Hodnoty, Cinnosti, Naplfi prace

3. Analyza problému a feSeni pro socialni podnik (maximalné 300 znaka):

4. Analyza trhu pro spole¢nosti (maximalné 300 znak():

5. Popis sluZzeb nebo produktd (maximalné 250 znaka):

- Charakteristika sluzby nebo produktu, hlavni pfinosy pro klienty nebo cilové skupiny, dalsi dalezité
informace;



6. STRUKTURA a NASTROJE / Jak budete organizovat svou praci interné a externé? (maximalné 200 znak():

7. Komunikacni plan (maximalné 400 znaku):

8. Plan aktivit / ¢asova osa (maximalné 400 znaku):

9. Finance (zkopirujte ze souboru Excel)

10. KONTAKTY



PRACOVNI LIST RESENi PROBLEMU

Redeni probléma je proces identifikace problému, vyvoj moznych cest k fe$eni a pfijeti vhodného postupu.

Proc je feSeni problému dalezZité? Dobré dovednosti pri feseni problémd vas posiluji nejen ve vasem
osobnim Zivoté, ale jsou rozhodujici i ve vasem profesnim Zivoté. V soucasné rychle se ménici globalni
ekonomice zaméstnavatelé Casto identifikuji kazdodenni reseni problém jako klicové pro uspéch jejich
organizaci. Pro Uspésné vyreseni potencialniho problému zkuste odpovédét na nasledujici otazku:

co

- Ceho presné chci dosahnout?

- jaky je ucinek?

- co by se stalo, kdyby nebylo rozhodnuto o nalezeni feseni?

- co potrebuji k nalezeni rozhodnuti?

PROC
- Proc€ chci dosahnout feseni?
- Proc€ vznikl problém nebo pfileZitost?

- Pro¢ musim najit feSeni nebo cestu vpred pro vsechny?

JAK

- Jak se bude reseni lisit?

- Jak relevantni jsou informace, které shromazduiji?
- Jak mohu zjistit vice?

- Jak mohu zapojit relevantni lidi?

KDE

-Kde vznikl problém?



- Kde to ovliviiuje?
- Je dUlezité, kde?

- Pokud ano, ,,proc je to dllezité?

SZ0

- Komu se snazim vyhovét?

- Koho tahle situace zajima? koho se to tyka?
- Kdo je zapojen (informace, akce, pomoc?

- Kdo potrebuje byt informovan?

KDYZ
-Kdy se problém objevil?
- Kdy musime jednat?

-Do kdy to musi byt vyfeseno?

ROZTEC PRO VYTAH

Pokud mate napad na své podnikani, dfive nebo pozdéji budete muset nékoho vyzvat. A bez ohledu na to,
komu predkladate svlij ndpad — musite byt schopni to udélat zplsobem, ktery je jednoduse
zapamatovatelny a presvédcivy. Vytahova nabidka je strucny, nacviceny prehled vaseho podnikatelského
napadu, podany zplsobem, ktery je jednoduchy a zapamatovatelny pro posluchace.

TakZe co déla skvély vytah?

Prvni a nejdulezitéjsi, co je tfeba si zapamatovat, je Sance fici par nejdulezitéjsich véci o vasem napadu,
produktu — aby védéli, proc se vyplati do nich investovat. Pro¢ délate to, co délate, a proc je to pro vas
dalezité ?



A k tomu musite udélat 2 klicové véci:

1 — Identifikujte potfebu — Prvni véc, o které musite mluvit, je, pro¢ potfebujete vas napad, produkt nebo
napad? Jaky problém existuje a pro koho jsou vase produkty uréeny?

2 — Identifikujte svUj jedinecny prodejni navrh — Jinymi slovy, co vas produkt nebo napad jedine¢né pfinasi
k problému, ktery jste identifikovali?

Dokazete-li jasné vyjadrit tyto dvé véci — problém a to, co k problému pfinasi vase produkty nebo napad
— pak mate podstatu hristé.

A konecné, pokud chcete, aby vyska vytahu byla tak dobra, jak jen mize byt, je tfeba pamatovat na nékolik
zakladnich pravidel:

1.Keep to short

2. Vyvarujte se Zargonu

4. Udélejte to chytlavé

3. Budte nadseni, budte vasni, budte nadseni, budte sami sebou a budte hrdi na své povéreni

A posledni rada — praxe. Cvicte to nahlas, cvicte to pisemné a ovérte si to s prateli, témi druhy pratel, ktefi
se neboji dat vam zpétnou vazbu.

T-GRAF

T-graf se pouziva pro vypis dvou samostatnych uhl{ pohledu na téma. Témata mohou zahrnovat cokoli,
co lze Cisté rozdélit na dva protichidné pohledy. BéZznym pouzivanim T-Charts je napriklad vyhodnocovani
pro a proti zasadniho rozhodnuti. Mezi dalsi protichlidné nazory, které dobre funguji, patfi fakta vs.
nazory, vyvhody a nevyhody, silné a slabé stranky, myty a realita, vlastnosti a vyhody, pro a proti, pfic¢ina a
nasledky.

Priklad:

Téma:




Silné stranky Slabost

STROM ROZHODOVANI

Rozhodovaci strom je mapa moznych vysledk( fady souvisejicich voleb. Umoznuje jednotlivci nebo
organizaci zvazit mozné akce proti sobé na zakladé jejich nakladl, pravdépodobnosti a pfinos(.

Symboly rozhodovaciho stromu

Vyznam nazvu tvaru

Uzel rozhodnuti Oznacuje rozhodnuti, které ma byt ucinéno



Uzel Sance Zobrazuje vice nejistych vysledku

Alternativni vétve Kazda vétev oznacuje mozny vysledek nebo akci

Odmitnuta alternativa Zobrazi volbu, ktera nebyla vybrana

Koncovy uzel Oznacuje konecny vysledek

Jak vytvofit rozhodovaci strom?

Zacnéte hlavnim rozhodnutim. Nakreslete maly ramecek, ktery bude predstavovat tento bod, a poté
nakreslete ¢aru z ramecku doprava pro kazdé moziné feSeni nebo akci. Oznacte je odpovidajicim
zpUsobem. Pokud je vysledek nejisty, nakreslete kruh (kruhy predstavuji ndhodné uzly). Z kazdého
rozhodovaciho uzlu nakreslete mozna reseni. Z kazdého nahodného uzlu nakreslete Cary predstavujici
mozné vysledky. Pokracujte v rozsifovani, dokud kazdy fadek nedosahne koncového bodu, coz znamen3,
Ze jiz neni tfeba provadét zadné volby ani zvaZovat nahodné vysledky. Pridejte trojuhelniky pro oznaceni
koncovych bod(.



Jakmile dokoncite rozhodovaci strom, jste nyni pfipraveni zacit analyzovat rozhodnuti, kterému celite.

\
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Kazda zkusSenost s sebou prinasi prilezitost setkat se s lidmi, ktefi vas inspiruji, podporuji

vasSe Uspéchy a pomUze vam vytvofit vasi budoucnost. Kdo jsou lidé, zdroje a zkuSenosti, které ovlivni vas
Uspéch? Zacnéte premyslet hned ted!

Identifikujte 3 zdroje, které vam pomohou dozvédét se vice o technikdch a procesu ziskavani
sebeuvédoméni a védét, jak mizZe vase chovani ovlivnit ostatni.

Identifikujte 3 zdroje, které vam pomohou dozvédét se vice o technikdch a procesu ziskavani
sebeuvédoméni a védét, jak mizZe vase chovani ovlivnit ostatni.

ZkusSenosti Proc jste si vybrali toto? Stanovte Si IhGtu pro
pronasledovani

Urcete 3 zkuSenosti, které muzZete vyuzit, abyste tyto dovednosti zdokonalili

Zdroje Proc jste si vybrali toto? Stanovte si termin dokonceni

Vyjmenujte 3 lidi, ktefi vdm mohou pomaoci pfi plnéni téchto cil(.

, 7 v

Kontaktni jméno Proc si je vybrat? Termin pro jejich pfimé ¢i nepfimé zapojeni

3¢
o8
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Kontaktni jméno ProcC si je vybrat? Termin pro jejich pfim

neprimé zapojeni




SEBE — ROZVOJOVY PLAN

Plan osobniho rozvoje je navrh akéniho planu ke zlepseni znalosti a schopnosti, ke stanoveni cilt a cill
(nebo cilll) - ceho chcete dosahnout nebo kam se chcete v kratkodobém, strednédobém nebo
dlouhodobém horizontu ve své kariére, vzdélani posunout. , vztah nebo pro sebezdokonaleni.

Pro vytvoreni vaseho osobniho planu vam doporucujeme pouzit nasledujici formular:

Popiste problémové chovani:

Cile zlepSeni (SMART)

Akce 1 (co, kdy, kde, s kym)

Zdroje:

Akce 2 (co, kdy, kde, s kym)

Zdroje:

Akce 3 (co, kdy, kde, s kym)

Zdroje:




Akce 4 (co, kdy, kde, s kym)

Zdroje:

SWOT ANALSYS

Tento nastroj strategického planovani se ¢asto pouziva ke generovani novych napadu na produkty a sluzby
na podporu konkrétniho obchodniho cile, a to vyhodnocovanim vnitfnich a vnéjsich hrozeb a pfilezitosti.
Déla to seskupenim klicovych informaci do dvou hlavnich kategorii:

vnitini faktory — silné a slabé stranky uvnitf organizace

externi faktory — prileZitosti a hrozby, které predstavuje vnéjsi prostredi organizace

UZITECNE SKODLIVE

SILNE STRANKY SLABE STRANKY
1. 1.

Vnitini 2. 2.

3.3.

PRILEZITOSTI HROZBY

1. 1.

Externi 2. 2.

3.3.



OBCHODNIi PROCES — 20 OTAZEK

Tento proces funguje dobfe jako nastroj pro navrh a také jako nastroj pro analyzu problém.

1. Co

- Co se déje? (¢eho se dosahuje)

- Proc€ je to nutné?

- Co jiného by se dalo délat?

- Co jiného by se mélo udélat?

2. Kde

- Kde se to déla?

- Pro¢ tam?

- Kde jinde by se to dalo udélat?

- Kde jinde by se to mélo délat?

3. Kdy

- Kdy je hotovo?

- Pro€ tedy?



- Kdy jindy by se to dalo udélat?

- Kdy jindy by se to mélo udélat?

4. Kdo

- Kdo to déla?

- Pro¢ tato osoba/skupina?

- Kdo jiny by to mohl udélat?

- Kdo jiny by to mél délat?

5. Jak

- Jak se to déla?

- ProC tudy?

- Jak jinak by se to dalo udélat?

- Jak jinak by se to mélo udélat?

SEBEHODNOCENi EMOCNI INTELIGENCE

Emocni inteligence je nase schopnost uvédomovat si, rozumét a fidit své emoce. Uspéch v Zivoté zavisi
také na nasem EQ. Provedte niZze uvedené hodnoceni a zkontrolujte své sily EQ!!

Kazdy vyrok seradte nasledovné: 0 — Nikdy; 1 — zfidka, 2 — nékdy, 3 — Casto, 4 — vzdy



Emocni uvédomeéni

1. M{j pocit je mi v kazdém okamziku jasny

N

. Emoce hraji v mém Zivoté dulezitou roli

w

. Moje nalady ovliviuji lidi kolem mé

4. Je pro mé snadné vyjadrit své pocity slovy

(2]

. Moje nalady jsou snadno ovlivnény vnéjsimi udalostmi

6. Snadno vycitim, kdy se budu zlobit

7. Ochotné sdéluji ostatnim své skutecné pocity

(o]

. Snadno popisu svij skutecny pocit

o

. I kdyZ jsem nastvany, jsem si védom toho, co se se mnou déje

10. Jsem schopen stat stranou od svych myslenek, pocitd a zkoumam je

Emocionalni management

1. Pfijimam zodpovédnost za svou reakci

2. Je pro mé snadné dat si cil a drZet se jich

3. Jsem emocné vyrovnany clovék



4. Jsem velmi trpélivy ¢lovék

5. Dokazu prijmout kritické komentare od ostatnich, aniz bych se zlobil

6. Zachovavam klid i v dobé stresu

7. Pokud se mé néjaky problém netyka pfimo, nedovolim, aby mé obtézoval

8. Dokazu se omezit, kdyz na nékoho citim vztek

9. Svou energii sméruji do kreativni prace nebo konicku

10. Kontroluji nutkani prehanét se ve vécech, které by mohly poskodit mou pohodu

Zmérte svou efektivitu v kazdé doméné pomoci nasledujiciho klice:

0 -24 oblast pro obohaceni: VyZaduje pozornost a rozvoj

25 — 34 Efektivni fungovani: Zvazte posilovani

35— 40 Vylepsené dovednosti: Pouzijte jako paku k rozvoji slabsich oblasti

Pomoci svych silnych stranek EQ pro svou nejsilnéjsi doménu EQ napiste priklad toho, jak svou silu
prokazujete ve svém kazdodennim pracovnim Zivoté:

Ucinky vasi sily EQ — pro vasi nejslabsi doménu EQ napiste ptiklad, jak to ovliviiuje a dalsi ve vasem
kazdodennim Zivoté nebo praci:

Zlepseni vasi EQ sily — pro vasi nejslabsi EQ doménu, jaky krok mizZete udélat k silnym strankam v této
oblasti? Jak vam to prospéje ve vasem kazdodennim Zivoté nebo praci?



S.M.A.R.T — Stanoveni cild

Mnoho lidi travi svij Zivot unasenim z jedné prace do druhé nebo pobihanim ve snaze udélat vice, a pfitom
ve skutecnosti dosdhnout velmi malo. Stanoveni cild SMART znamen3, Ze si mlZete ujasnit své napady,
zameéfit své Usili, vyuzit svdj cas a zdroje produktivné a zvysit své Sance na dosaZzeni toho, co v Zivoté
chcete.

Co znamena S.M.A.R.T. Stanoveni cild znamena?

Pro¢ si nevymyslet maly cil, ktery si chcete stanovit hned ted, osobni nebo profesni. Aby byl vas cil
S.M.A.R.T., musi splfovat nasledujici kritéria: Specificky, Méritelny, DosazZitelny, Relevantni a V¢asny.

CHARAKTERISTICKY

Vas cil by mél byt jasny a konkrétni, jinak nebudete schopni zamérit své Usili nebo se citit skutecné
motivovani k jeho dosaZeni. Pfi koncipovani svého cile se pokuste odpovédét na pét otazek , W*:

Otazky, které si mizZete poloZit pfi stanovovani svych cili a zamér(, jsou:

e Ceho presné chci dosdhnout?

o Kde?

® Jak?

o Kdyz?

* S kym?



¢ Jaké jsou podminky a omezeni?

® Proc presné chci dosdhnout tohoto cile? Jaké jsou mozZné alternativni zplsoby, jak toho dosahnout?

¢ O jaké zdroje nebo limity jde?

MERITELNY

Meéfitelné cile znamenaji, Ze presné identifikujete to, co uvidite, uslysite a ucitite, kdyZ dosahnete svého
cile. Znamena to rozdélit svij cil na méfritelné prvky.

Meéfitelny cil by mél fesit otazky jako:

* Jak moc?

e Kolik?

¢ Jak se dozvim, kdy je splnéno?

DOSAZITELNY

Vas cil také musi byt realisticky a dosazitelny, aby byl Uspésny.

Dosazitelny cil obvykle odpovi na otazky jako:

¢ Jak mohu dosahnout tohoto cile?



* Jak realisticky je cil na zakladé jinych omezeni, jako jsou financni faktory?

RELEVANTNI

Tento krok je o zajisténi toho, aby vdm na vasem cili zaleZelo a aby byl také v souladu s dalSimi relevantnimi
cili.

Relevantni cil miZe odpovédét ,ano” na tyto otazky:

¢ Proc¢ chci dosahnout tohoto cile?

e 7da se vam to uzitecné?

* Je to spravny cas?

e Odpovida to nasim dal$im snaham/potiebam?

¢ Jsem tou spravnou osobou k dosazeni tohoto cile?

VCASNY

Cas jsou penize! Nainstalujte si tedy terminy pro sebe a svij tym a jdéte za nimi. UdrZujte éasovou osu
realistickou a flexibilni, tak mlZete udrzet moralku na vysoké urovni.

Vcasny cil obvykle odpovi na tyto otazky:

o Kdyz?



¢ Co mohu délat za Sest mésicu?

¢ Co mohu délat za Sest tydnud?

e Co mohu dnes délat?

DOKONCENI VECi - GTD

Toto je jeden z nejjednodussich a nejobjektivnéjsich nastrojd a technik pro spravu ¢asu, ktery vyvinul David
Allen. Pomoci metody GTD mizete zvysit produktivitu a dosahnout zvyseného profesionalniho vykonu.

Chcete-li provést techniku, musite provést pét krok:

1. Shirejte: uvedte vSechny ukoly, které je tfeba udélat.

2. Zpracovani: analyzujte seznam poZzadavkUl a identifikujte ty, které vyzaduji akci ¢i nikoli.

3. Organizace: zorganizujte Ukoly a stanovte termin jejich dokonceni.

4. Provedeni: provedte zamyslené ukoly. Zadné vyrudovani a vyrusovani.

5. Kontrola: pravidelné kontrolujte strategie provadéni tkol( a v pripadé potieby provedte urcité Upravy.



PARTNERI PROJEKTU

®K BPErAJIHULA

WMF

WORLD MINIFOOTBALL



Co-funded by
the European Union
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nutné odrazet nazory Evropské unie nebo Evropské vykonné agentury pro vzdélavani a kulturu (EACEA).
Evropska unie ani EACEA za né nemohou nést odpovédnost.
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ONSOz

Bu El Kitabi, son haliyle, arastirmacilar, géniilliler ve igerige katkida bulunan katihmcilar da dahil
olmak Uzere, projenin uygulanmasinda yer alan her personelin ortak gabasi ve zaman yatiriminin
bir sonucu olarak ortaya ¢ikmistir.

Dahil olan hedef odakl ekip tyeleri, planlanan faaliyetleri sabirla gergeklestirdi ve bu da sorunsuz
bir sekilde teslim edilebilir olusturma siirecine sahip oldu.

Proje sonucuna yaklastikga, bunun herkes igin harika bir deneyim olduguna inaniyorum.
Ortaklarin faaliyet gosterdigi farkh olcekler (yerel futbol kulibt, bolgesel futbol federasyonu,
ulusal olgekte futbol kultubu, kiresel varligi olan spor organizasyonu ve spor alaninda faaliyet
gosteren sivil toplum kurulusu) arasinda bakis agilarinin paylasiilmasi hepimizi kisisel ve
profesyonel olarak zenginlestirdi.

Genglerin daha az firsatla dahil edilmesi ve futbol gibi sporda destek i¢cin modellerin olusturulmasi
gibi konulari temel alarak bir egitim mekanizmasi olusturarak, ihtiyag degerlendirmesinin ana
¢ikarimi ve daha 6nce NFE yontemlerinden higbirini tanitmamis olan ilgili kuruluslarin her birinde
bir mihenk tasidir. Bu, essiz bir kapasite gelistirme firsati ve uzun vadeli etkiler getirecek i¢ egitim
yapilarinin giiglendirilmesini baslatma zamanidir.

Bu firsati, bu giktinin olusturulmasinda yer alan personele, ihtiya¢ degerlendirmesi tzerinde
¢alisan tiim anketorlere, gonillilere ve bu proje ¢iktisina dogrudan veya dolayh olarak katkida
bulunan diger tim uzmanlara tesekkiir etmek icin de kullaniyorum.

Organizasyonel diizeyde, aramizda kurdugumuz koprilerin, basladigimiz isi devam ettirecek
kadar gli¢li oldugunu tahmin ediyor ve takibini ikinci bir proje asamasi seklinde planhyoruz.

Erasmus+ programinin destegi olmadan bu mimkin olmazdi. Bu nedenle, bu sansa sahip
oldugumuz igin minnettariz ve yapilan isin tek bir proje yasam dongsu ile sinirli olmayacagina
inaniyoruz.

En iyi umutlarimla,
igor Kostik
Proje koordinatoéru olarak, Kizilyilldiz Futbol Kuliibi

Subat 2024



iHTIYAC DEGERLENDIRMESI

Futboldaki genglerin ihtiyag degerlendirmesi igin, futbol kulliplerinin daha az firsata sahip
genglerin desteklenmesi s6z konusu oldugunda adim adim nasil ilerleyebilecekleri konusunda
faydali ipuglari ve yontemler saglamak igin, ilgili her Ulkede arastirmaci olarak hareket eden
gondllilerin yardimiyla kendi insan kaynaklarimizi kullandik.

Bu islemi tamamlamak igin birkag 6nemli adim attik.

- Bu suregte hangi belirli hedeflere veya sonuglara ulasmayi umdugumuzu belirlemek.

- Ihtiyac analizinin kapsaminin belirlenmesi ve hedef katilimcilarin ve ele alinacak konularin
belirlenmesi.

- Anket, gorisme, gozlem ve mevcut veri analizi yoluyla ilgili veri ve bilgileri toplamak,
toplanan verilerin gegerli olmasini ve Kilavuz igerigine katkida bulunabilmesini saglamak.

- Gergek ihtiyaglarin ne olduguna dair kapsamli bir anlayis kazanmak igin hem kalitatif hem
de kantitatif analiz tekniklerini kullanmak.

- Mevcut kaynaklari ve bu ihtiyaglari etkin bir sekilde karsilama kapasitesini géz énlnde
bulundurmak.

- Belirlenen hedeflere ulasmak igin belirlenen ihtiyaglari karsilamak igin gereken
mudahaleleri belirlemek.

- Kaynaklari tahsis edin, sorumluluklar atayin ve uygulama igin zaman gizelgeleri olusturun.

Bu Kilavuzda vurguladigimiz vurgu ve sonug olarak éne gikan sey, taban diizeyinde daha az firsata
sahip genclerle dogrudan galisan personel tarafindan bilinmeyen somut araglara ve yaygin egitim
yontemlerine duyulan ihtiyagtir - antrendrler, egitmenler ve spor organizasyonlarinda glinlik
operasyonlara dogrudan dahil olan diger personel.

Geng sporcularda girisimcilik becerilerinin gelismesine katkida bulunacak ve kidemli personel igin
de faydali olacak somut egzersizlere asina olmamak bir yana.

Genglik galisanlari, kolaylastiricilar, NFE egitmenleri ile istisare oturumlari yaptik ve herkes igin
yararh egitim ortaminin yaratilmasi ve yuritilmesi Gzerinde galisirken hem genglere hem de
yetiskinlere yardimci olabilecek en iyi uygulama alistirmalari ve tekniklerinin bir listesini
gelistirmek icin bir hedef belirledik.

Gergek hayatta ve gergek iste iyi ¢alistigini kanitlayan, test edilmis ve herhangi bir profesyonel
icin anlasilir hale getirilmis, birgok farkh baglamda uygulanabilir 17 en etkili alistirma ve yonerge
bulduk.

Ana sonucun ardindan, egzersizleri El Kitabina yerlestirdik ve spor organizasyonlarinin ve spor
alaninda galisan kuruluglarin personeli tarafindan yaygin olarak kullanilacagina inaniyoruz.



Egzersizler:

1.

2.

8.
9.

Pomodoro teknigi

ABCDE teknigi

. Kisisel analiz sorulari
. Korku ayari

.4 D'nin araglari

. Is plani sablonu

. Problem C6zme Calisma Sayfasi

Asansor Konusmasi

T semasi

10. Karar agaci

11

12

13

. Eylem plani
. Kisisel gelisim plani

. SWOT

14. is stireci — 20 soru

15. Duygusal 6z degerlendirme testi

16. AKILLI HEDEFLER

17. isleri halletme - GTD



Kavrama ve odaklanma teknigi

POMODORO TEKNIGi

Bu teknik, anlayisinizi ve odaklanmanizi gelistirmeye hizmet eder.

isleri halletmek zordur, dzellikle de serbest meslek sahibiyseniz veya fatura 6demek gibi genellikle
ertelediginiz seyleri kendiniz igin yapmaniz gerekiyorsa. Her zaman yapacak bagka bir sey var gibi
gorunulyor: organize edilebilecek bir gekmece, kiz kardesinizle bir telefon gériismesi veya ¢ikmaya
niyetiniz olmayan bir seyahatte ugus fiyatlarini kontrol etmek

Pomodoro Teknigi, 1990'larin basinda gelistirici, girisimci ve yazar Francesco Cirillo tarafindan icat
edildi. Pomodoro doéngusel bir sistemdir. Kisa sprintler halinde ¢alisirsiniz, bu da strekli olarak
uretken olmanizi saglar. Ayrica motivasyonunuzu artiran ve yaraticihginizi koruyan dizenli
molalar verebilirsiniz.

Metodoloji basittir: Herhangi bir biylk gorev veya bir dizi gérevle karsi karsgiya kaldiginizda, isi
kisa molalarla aralikli kisa, zamanlanmis araliklara béliin ("Pomodorolar" olarak adlandirilir). Bu,
beyninizi kisa sureler igin odaklanmasi igin egitir ve son teslim tarihlerini takip etmenize veya
gelen kutularini  sirekli doldurmaniza yardimci olur. Zamanla, dikkat slrenizi ve
konsantrasyonunuzu gelistirmenize bile yardimci olabilir.

Pomodoro 5 adimda yrr:
6. Gorevinizi ve lizerinde galismak igin toplam slreyi segin.
7. Zamanlayiclyi 25 dakikaya ayarlayin

8. Gorev Uzerinde 25 dakika ¢ahsin. Tum dikkat dagitici seylerden ve ¢oklu gorev
dirtilerinden kaginin.

9. Enerji yenilemesi igin 5 dakika ara verin, baska bir Pomodoro'ya baslayin.
10. D6rt Pomodoro'yu tamamladiktan sonra 20-30 dakika ara verin
Bu sistemi uygulamaya karar verirseniz sunlari yapabileceksiniz:
e Coklu gorev aliskanhgini ortadan kaldirin.
o Eldeki géreve odaklanin.
e Daha fazla sey yapin ¢linki aciliyet duygunuz olacak.
e Bir projeye asiri "ince ayar" yaparak miikemmeliyetci zihniyetten kaginin.
e Daha yuksek diizeyde irade ve konsantrasyon olusturun.

e Stres seviyelerini azaltin ¢linkl her seferinde bir sey yapiyorsunuz.
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ABCDE TEKNIGi

Hedeflere ulagsmak ve olabileceginiz her sey olmak igin zamaninizi kontrol etmeye baslamaniz
gerekir.

Temel zaman yonetimi araci, kisisel ydénetim igin kalici bir varlik olarak kullanilan éncelik listesi,
yapilacaklar listesidir. Gergek su ki, "zamani" kontrol edemeyiz ama kendimizi kontrol edebiliriz.
Bu nedenle, zaman ydnetimi 6z disiplin ve 6z kontrol gerektirir.

ABCDE yéntemi

ABCDE yontemi, oncelik listenizi veya yapilacaklar listenizi kontrol etmeye baslamadan 6nce ve
her gbrev isaretinin yanina A, B, C, D veya E koymanizi isteyin. Bu, onlari yapmaya basladiginizda
isinizi cok daha verimli hale getirecektir.

Bir gorev — gergekten dnemli bir seydir. Yapsaniz da yapmasaniz da, sonuglariniz ve basariniz
uzerinde buyuk bir etkisi olabilir. A gérevini digerlerinden dnce yapmalisiniz. Birden fazla "A"niz
varsa, bunlari A-1, A-2, A-3 6nceligine gore dizenlediniz...

B gorevi - yapmaniz gereken bir seydir. Ylritllmesi veya ylritilmemesi icin hafif sonuclari
vardir. Ornegin, e-postanizi kontrol etmek veya arkadasinizi aramak...

C gorevi — yapilmasi iyi olan bir gérevdir. Tamamlamamaniz durumunda herhangi bir sonucu
olmayan gérev. Ornegin bir kahve daha, alisverise ¢cikmak, gazete okumak.

D gorevi - baskalarina iletebileceginiz bir gorevdir.

E gbrev —ortadan kaldirabileceginiz bir seydir. Bu, bugiin sizin igin herhangi bir 6nemi veya alakasi
olmayan, hedeflerinize ulasmak icin Gnemi olmayan eski bir faaliyet olabilir.

Onem kurali: "A" gérevini tamamlamadiysaniz asla "B" gérevini yapmayin, hala "B" gérevini
tamamlamaniz gerekiyorsa asla "C" goreviyle baslamayin.

Bir gorev sistemini tek tek yapmak, zamani yonetmek ve kendinizi yonetmek igin en iyi
tekniklerden biridir. Bu, A-1 gorevinizin ne olduguna karar verdiginizde, o gorevi yakalayin ve
Uzerinde calisin, yalnizca o géreve konsantre olun anlamina gelir. Rahatlamadan veya dikkatinizi
dagitmadan konsantre olmak igin kendinizi disipline edin.



OZ ANALIZ SORULARI

Sik sik "kotd hissediyor" musunuz? ve eger dyleyse, sizce sebep ne olurdu?
Bagkalarini elestiriyor ve en kiguk provokasyona tepki veriyor musunuz?

is yerinde sik sik hata yapiyor musunuz ve evet ise neden?

Birinin arkadasligindan kaginiyor musunuz ve eger yaparsaniz, neden?

Mesleginizi seviyor musunuz? Degilse - neden?

Yillar gegtikce kendinize olan glveniniz artiyor, azaliyor mu?

Hatalarinizdan degerli bir sey 6greniyor musunuz?

Uzerinizdeki etkisi size en ¢ok kimin ilham veriyor? Bunun sebebi nedir?

Kigisel gbrinimunizi ihmal ediyor musunuz? Evet ise, hangi durumlarda ve neden?
Kaginabileceginiz olumsuz ve cesaret kirici etkilere tahammil ediyor musunuz?
Belirlenmis ana amaciniz var mi ve evet ise, bu nedir ve ona ulagsmak igin planiniz nedir?
Bagkalarinin olumsuz etkilerinden korunma yénteminiz var mi?

Zihninizi daha olumlu hale getirmek i¢in otomatik telkin kullaniyor musunuz?

Neye daha ¢ok deger veriyorsunuz: maddi varliklariniz mi yoksa kendi diisiincelerinizi kontrol
etme ayricaligi mi?

Diger insanlar sizi kendi isteginiz disinda kolayca etkiliyor mu?
Bu glin size bilginiz veya zihninizin durumu igin degerli bir sey getirdi mi?

Sizi mutsuz eden kosullarla durist bir sekilde ylzlesiyor musunuz yoksa sorumlulugunuzdan
kaglyor musunuz?

Hatalari ve basarisizliklari analiz ediyor musunuz? Onlardan bir seyler 6grenmeye mi
¢ahistyorsunuz yoksa bunun sizin yakimlaltginiz olmadigini mi dislinlyorsunuz?

En zarar verici 3 zayifliginizi sdyleyebilir misiniz? Onlari diizeltmek igin ne yapiyorsunuz?

Gunlik deneyimlerinizden, 6grendiginiz derslerden ve olumlu etkilerinizden size en ¢ok fayda
saglayanlari segiyor musunuz?

Bagkalarinin hangi aliskanliklari sizi en ¢cok rahatsiz ediyor?
Kendi fikriniz var mi yoksa diger insanlarin sizi etkilemesine izin mi veriyorsunuz?

Kendinizi cesaret kirici etkilerden koruyabileceginiz zihin durumunu nasil yaratacaginizi
ogrendiniz mi?



Bagkalarinin endiselerini paylasmanin sizin géreviniz olduguna inaniyor musunuz? Ve eger
oyleyse, neden?

"Her kus kendi 'surtistine' s6zlinlin, sizi geken insanlarin profiline gére sizin hakkinizda bir seyler
soyledigine inaniyor musunuz?

Arkadas olarak gordigtiniz bir kisinin, zihin durumunuz Gzerindeki olumsuz etkisinden dolayi
aslinda en blyuk diismaniniz olmasi mimkin mu?

Hangi kurallara goére kimin sizin igin vyararh oldugunu ve kime zarar verdiginizi
degerlendiriyorsunuz?

Yakin partnerleriniz size kiyasla zihinsel olarak tstiin mi yoksa agagi mi?

Her 24 saatte ne kadar zaman ayiriyorsunuz: mesleginiz, uykunuz, eglenceniz ve rahatlamaniz,
yeni faydal bilgiler edinmeniz, saf bos zamaniniz?

En blylk endiseniz nedir? Neden buna tahamml ediyorsun?

Bagkalari size Ucretsiz, isimsiz tavsiyelerde bulundugunda, sorgulamadan kabul ediyor musunuz
yoksa amaglarini analiz ediyor musunuz?

En ¢ok ne istiyorsun? Onu elde etmek icin cabaliyor musun? Ozellikle diger tim dileklerinizi feda
etmeye hazir misiniz? Bunu basarmak igin her glin ne kadar zaman ayiriyorsunuz?

Fikrinizi sik sik degistirir misiniz? Eger oyleyse, neden?

Genelde basladiginiz isi bitirir misiniz?

Bagkalarinin sizin hakkinizda ne distindiglni veya séyledigini kolayca etkiliyor mu?
insanlari sosyal veya maddi statiileri nedeniyle &nemsiyor musunuz?

Bu sorulari analiz etmek ve cevaplamak igin ne kadar zaman ayirdiniz?

Tim sorularin cevaplarini verdiyseniz, artik kendiniz hakkinda insanlarin gogundan daha fazla sey
biliyorsunuz. Oniimiizdeki birkag ay icinde haftada bir kez bu sorulara geri déniin ve bu sorulara
diristce cevap vermenize ragmen, kendiniz hakkinda ne kadar yeni i¢gdri kazanacaginizi
goreceksiniz.



Girisimcilik Anketi
Not: ANKET
Bu bir test degil! Bu anket kisisel bilgileriniz igindir.

Asagida, kisisel ge¢misiniz, davranigsal 6zellikleriniz ve yasam tarzi kaliplarinizla ilgili bir dizi ifade
listelenmistir. Bu alistirmanin en énemli giktisi, bu ifadelerin her biriyle nasil iliski kurdugunuza
dair diiriist ve dogru bir 6z degerlendirmedir.

Kesinlikle Katiliyorum ~ Biraz katiliyorum ~ Kesinlikle katilmiyorum

5 4 3 2 1

1. Kendimi kendi kendine baslayan biri olarak gériiyorum, her zaman yeni fikirler arayisindayim.

2. Baskalariyla ¢alismaktan ve sosyallesmekten zevk aliyorum ve benden farkl fikirleri olanlarla
iyi iliski kuruyorum.

3. Ben bir liderim.

4. Sorumluluk aliyorum.

w

. Her seyi planliyorum, listeler tutuyorum, éncelikleri belirliyorum.

(o))

. Gerektiginde hem finansal hem de kariyer risklerini kabul etmeye hazirim.

~N

. Cok galiskanim, uzun saatler galisiyorum, is bitene kadar pes etmiyorum.

(o]

. Karar vermede iyiyim, kendimi kararli gériiyorum.

Yo

. Isimin basarilari ve basarisizliklari icin tiim sorumlulugu tstlenmek istiyorum.
10. Ben gilivenilir bir insanim ve insanlar bana gliveniyor.

11. Kendi is 6devlerimi kontrol etmekten ve isimi etkileyen tim kararlari vermekten zevk
aliyorum

12. Cok fazla ek gaba gerektirdiginde bile olumlu sonuglar elde etmek igin gli¢li bir arzum var.
13. lyi durumdayim, tilkenmeden veya izin almak zorunda kalmadan uzun saatler ¢alisabiliyorum
14. Uzun siire korunabilecek yliksek bir enerji seviyem var

15. Bagkalari gildiiglinde veya yaptigim igin beni kiigiimsediginde bile bir seyler yapmaya hazirim
16. Engeller ve zorluklar ne olursa olsun bagladigim her projeyi her zaman tamamlamaya calisirim.

17. Degisen kosullara uyum saglayabilirim.



18. Gegmisteki hatalari bir 6grenme siireci olarak kullaniyorum.
19. Bir goreve basladigimda kendim icin net hedefler ve hedefler belirlerim.

20. isleri zamaninda hallederim.

Puan Degerlendirmesi

80 - 100 Girigimci olmak igin olaganusti bir yetenege sahipsiniz.
60 - 79 Girisimci olmak igin tatmin edici bir yetenege sahipsiniz.
40 - 59 Serbest meslek sizin i¢cin uygun bir kariyer olmayabilir.

0 - 39 Muhtemelen girisimcilikten kaginmalisiniz.

Besten az puan aldiginiz herhangi bir alanla ilgilenin. Bu alanda kendinizi gelistirmek igin
yapabileceginiz bir sey var mi?

KORKU AYARI — GELECEGIN GIRISIMCISI ICIN BIR ARAC

Olabileceklerin korkusu, yapmak istediginiz bir sey i¢cin harekete ge¢menizi ka¢ kez engelledi?
Ancak bu bahaneler her zaman sizi en iyi sekilde ele gegirirse, eylemsizlik sizi dogrudan pismanliga
goturecektir.

Korku ayari nedir? Tim Ferriss tarafindan tasarlanan yapilandirilmig bir yansitma egzersizi, korku
sizi geride tuttugunda ve diglincenizi ¢arpittiginda kararlari daha net gérmenize yardimci olmak
icin kullanihr.

Sayfa 1: Korkularinizla yakinlagmak ve kisisellesmek.
Adim 1: Birinci sayfada, ti¢ siitun yapin ve bunlari "Tanimla", "Onle" ve "Onar" olarak etiketleyin.
Adim 2: Birinci situnda, harekete gegme fikri hakkinda korktugunuz her seyi tanimlayin.

En kabus gibi senaryolarinizi, siiphelerinizi ve "eger" lerinizi listeleyin. Hepsini yazin ve geri
durmayin. Sorulardan bazilari sunlar olabilir: En kéti durum senaryosu nedir? Ne ters gidebilir?

Adim 3: ikinci situnda, en kétii durum senaryolarinin her birinin gerceklesme olasiligini
azaltmanin yollarini listeleyin.



Bu senaryolarin gerceklesme olasiligini azaltmak icin ne gibi dnlemler alabilirsiniz? (Hem blyuk
eylemleri hem de kii¢iik eylemleri géz 6niinde bulundurun.)

Adim 4: Uglincii siitunda, bu durum gerceklesirse hasari onarmanin yollarini listeleyin.
Hasari onarmak veya kendinizi tekrar rayina oturtmak igin ne gibi 6nlemler alabilirsiniz?

Adim 5: Bu en kot durum senaryolarinin etkisini 1-10 arasinda degerlendirin.
1 = minimum etki ve 10 = yasami 6nemli 6lgtide kalici olarak degistirir.

Sayfa 2: Harekete Gegmenin Potansiyel Faydalarini Diisliniin

ikinci sayfada, kendinize daha agik olmak icin alan taniyin ve harekete gecerseniz neyin dogru
gidebilecegini diisiinlin.

Adim 6: Bir girisimin bile olumlu faydalarini veya harekete gegmedeki kismi basariyi yazin.

Adim 7: Bu basarilarin potansiyel potansiyel olumlu faydasini 1-10 6lceginde degerlendirin.
1 = minimum etki, 10 = cok dnemli bir etki.

Sayfa 3: Eylemsizligin Sonuglarini Diisiiniin

Uclincli sayfa digerleri icin esit derecede dnemlidir, ancak karar verme siirecinde genellikle
unutulur: eylemsizligin maliyeti.

Adim 8: Sayfada (g stitun yapin ve bunlari 6 ay, 1 yil ve 3 yil olarak etiketleyin.
Son 3 yili yansitmak ¢ok soyut geliyor, bu ylizden bu aralikta tutun.

Adim 9: Statikoyu korumanin potansiyel maliyetlerini yazin. Eylemsizligin maliyeti nedir?

4D'nin ARACLARI — Sil, Delege et, Yap, Ertele

Sil - Bir seyin dikkatinizi gerektirip gerektirmedigini veya zaman ayirmaya deger olup olmadigini
kontrol edin. Olmazsa, basitce silin.

Yetki verin - Gorevi yapmak sizin icin 6nemli mi yoksa gerekli mi? Bunu yapmak sizin
sorumlulugunuzda mi? Cevabiniz hayir ise, delege edin.

Yapin - yapmaniz sizin icin dSnemliyse ve bunu yapmak icin zamaniniz varsa, hemen yapin. Onemli
gorevleri ertelemek genellikle ertelemeye veya kaygi veya stres duygularina yol acar

Erteleyin - Masanizin karsisina cikan ve hemen halledemeyeceginiz bazi gérevler vardir. Bu, bir
aile tatili rezervasyonu hakkinda bir e-posta olabilir. is giiniiniiz boyunca énemli degildir, ancak



yapilmasi 6nemlidir. Boylece erteleyebilir ve daha sonra bos zamanlarinizda e-postaya
bakabilirsiniz.



is plani sablonu

1. Baghk:

2. Uygulayan varlik(lar) (en fazla 200 karakter):

- Misyon, Vizyon, Degerler, Faaliyetler, isin Kapsami

3. Sosyal girisimler icin problem ve ¢6ziim analizleri (en fazla 300 karakter):

4. Sirketler icin pazar analizleri (en fazla 300 karakter):

5. Hizmet veya iiriin agiklamasi (en fazla 250 karakter):

- Hizmet veya Urliniin 6zellikleri, misteriler veya hedef gruplar icin temel faydalar, diger
onemli bilgiler;



6. YAPI ve ARACLAR / GCalismalarinizi dahili ve harici olarak nasil organize edeceksiniz? (en fazla
200 karakter):

7. iletisim plani (maksimum 400 karakter):

8. Aktivite plani / Zaman Cizelgesi (en fazla 400 karakter):

9. Finans (excel dosyasindan kopyalayin)

10. iLETiSIM




PROBLEM COZME CALISMA SAYFASI

Problem ¢6zme, bir problemi tanimlama, olasi ¢6ziim yollarini gelistirme ve uygun eylem planini
alma siirecidir.

Problem ¢6zme neden énemlidir? lyi problem ¢ézme becerileri sizi yalnizca kisisel yasaminizda
degil, profesyonel yasaminizda da glglendirir. Mevcut hizla degisen kiresel ekonomide,
isverenler genellikle gilinlik problem ¢6zmeyi kuruluslarinin basarisi igin ¢ok énemli olarak
tanimlamaktadir. Potansiyel problemle basarili bir sekilde basa ¢ikmak icin asagidaki soruyu
cevaplamaya galisin:

NE

- tam olarak ne elde etmek istiyorum?

- Etkileri nelerdir?

- C6zim bulunamazsa ne olur?

- Bir karar bulmak igin neye ihtiyacim var?

NEDEN

- Neden bir ¢6ziime ulagmak istiyorum?

- Sorun veya firsat neden ortaya ¢ikti?

- Neden herkes igin bir ¢6zim veya ileriye doniik bir yol bulmam gerekiyor?

NASIL

- C6zim nasil farkli olacak?

- Topladigim bilgiler ne kadar alakah?
- Nasil daha fazla bilgi edinebilirim?

- ilgili kisileri nasil dahil edebilirim?

NEREDE

-Sorun nerede ortaya ¢ikt1?

- Nereyi etkiler?

- Nerede 6nemli mi?

- Eger oyleyse "neden 6nemli?

Kim

- Kimi memnun etmeye ¢alisiyorum?

- Bu durum kimin umurunda? Kimler etkilenir?
- Kimler dabhil (bilgi, eylem, yardim?

- Kimlerin bilgilendirilmesi gerekiyor?



Ne zaman

-Sorun ne zaman ortaya ¢ikti?
-Ne zaman harekete ge¢meliyiz?
-Ne zamana kadar ¢6zlilmeli?

ASANSOR KONUSMASI

isiniz icin bir fikriniz varsa, er ya da gec birine satis konusmasi yapmaniz gerekecek. Fikrinizi kime
sunuyor olursaniz olun, bunu basit, akilda kalici ve ikna edici bir sekilde yapabilmeniz gerekir.
Asansor konusmasi, is fikrinize iliskin kisa ve pratik bir genel bakistir ve dinleyicinin anlamasi igin
basit ve akilda kalici bir sekilde ifade edilir.

Peki bir asansér konusmasini harika yapan nedir?

Bunu hatirlamaniz gereken ilk ve en 6nemli sey, fikriniz, Grlinlintiz hakkinda en 6nemli birkag seyi
sdyleme sansidir - neden yatirim yapmaya deger olduklarini gérmelerini saglamak. Yaptigin seyi
neden yapiyorsun ve bu senin icin neden dnemli?

Ve bunu yapmak igin 2 6nemli sey yapmaniz gerekir:

1 — ihtiyaci belirleyin — Konusmaniz gereken ilk sey, fikrinizin, Griiniiniiziin veya fikrinizin neden
gerekli oldugudur. Var olan sorun nedir ve Urlinlerinizin kimin igin ¢6zilmesi gerekiyor?

2 — Benzersiz satis teklifinizi belirleyin - Bagka bir deyisle, Urininuzin veya fikrinizin
tanimladiginiz soruna benzersiz bir sekilde getirdigi sey nedir?

Bu iki seyi — sorun ve Uriinlerinizin veya fikrinizin soruna ne getirdigi — net bir sekilde ifade
edebiliyorsaniz, o zaman sahanin 6zline sahipsiniz demektir.

Son olarak, asansor konusmasini olabildigince iyi hale getirmek istiyorsaniz, hatirlamaniz gereken
birkac temel kural vardir:

1. Kisa tutun

2. Jargondan kaginin

4. Akilda kalici hale getirin

3. Heyecanli olun, tutkulu olun, coskulu olun, kendiniz olun ve kimlik bilgilerinizle gurur duyun

Ve son ipucu — pratik yapin. Yiksek sesle pratik yapin, yazili olarak pratik yapin ve size geri
bildirimde bulunmaktan korkmayan arkadaslarinizla kontrol edin.



T-SEMASI

T-Cizelgesi, bir konunun iki ayri bakis agisini listelemek igin kullanilir. Konular, temiz bir sekilde iki
karsit goriise boliinebilecek her seyi icerebilir. Ornegin, biiyiik bir kararin artilarini ve eksilerini
degerlendirmek, T-Cizelgesinin yaygin bir kullanimidir. iyi calisan diger karsit goriisler arasinda
gergekler ve goérusler, avantajlar ve dezavantajlar, gigli ve zayif yonler, mitler ve gergekler,
Ozellikler ve faydalar, lehte ve aleyhte, neden ve sonuglar yer alir.

Ornek:

Konu:

Guclu Zayiflik




KARAR AGACI

Karar agaci, bir dizi ilgili segimin olasi sonuglarinin bir haritasidir. Bir bireyin veya kurulusun olasi
eylemleri maliyetlerine, olasiliklarina ve faydalarina gére birbirine karsi tartmasina olanak tanir.

Karar agaci sembolleri

Sekil Ad Anlam
Karar dGgimu Verilecek bir karari belirtir
Sans diguma Birden fazla belirsiz sonug gosterir

Her dal, olasi bir sonucu veya eylemi

/ Alternatif subeler .
\ gosterir

% Reddedilen Secilmemis bir segenegi gosterir
alternatif ¢ 2 sencelg
U¢ nokta digimu Nihai bir sonucu gosterir

Karar agaci nasil olusturulur?

Ana kararla baslayin. Bu noktayi temsil etmek igin kiiguik bir kutu gizin, ardindan her olasi ¢6zim
veya eylem igin kutudan saga dogru bir ¢izgi ¢izin. Bunlari uygun sekilde etiketleyin. Sonug
belirsizse, bir daire ¢izin (daireler sans dugimlerini temsil eder). Her karar diglimiinden olasi
¢Ozimleri gizin. Her sans digiimunden, olasi sonuglari temsil eden gizgiler gizin. Her satir bir ug
noktaya ulasana kadar genislemeye devam edin, bu da yapilacak daha fazla secenek veya dikkate
alinmasi gereken sans sonuglari olmadigi anlamina gelir. Ug noktalari belirtmek igin tggenler
ekleyin.



Bir karar agacini tamamladiginizda, artik karsilastiginiz karari analiz etmeye baslamaya hazirsiniz
demektir.




Her deneyim, size ilham veren, sizi destekleyen insanlarla tanisma firsatini da beraberinde getirir.
basarilariniz ve geleceginizi el yapimi yapmaniza yardimci olacaktir. insanlar, kaynaklar ve
Basarinizi etkileyecek deneyimler? Simdi diisinmeye baslayin!

Teknikler ve 6z farkindalik kazanma stireci hakkinda daha fazla bilgi edinmenize yardimci olacak
3 kaynak belirleyin

ve davranisinizin bagkalarini nasil etkileyebilecegini bilin

Teknikler ve 6z farkindalik kazanma siireci hakkinda daha fazla bilgi edinmenize ve davraniginizin
bagkalarini nasil etkileyebilecegini bilmenize yardimci olacak 3 kaynak belirleyin.

Deneyim Neden bunu segtiniz? Takip etmek igin bir son tarih
belirleyin

Bu becerileri gelistirmek igin takip edebileceginiz 3 deneyim belirleyin

Kaynaklar Neden bunu segtiniz? Tamamlama igin bir son tarih
belirleyin

Bu hedeflere ulasmanizda size destek olabilecek 3 kisiyi adlandirin.

Kisi adi Neden onlari segiyorsun? Onlari dogrudan veya dolayli
olarak mesgul etmek igin son
tarih




OZ GELISIM PLANI

Kisisel gelisim plani, kariyerinizde, egitiminizde, iliskinizde kisa, orta veya uzun vadede bilgi ve
yetenekleri gelistirmek, amac¢ ve hedefleri (veya hedefleri) - neyi basarmak istediginizi veya
nereye gitmek istediginizi belirlemek i¢in tasarlanmis bir eylem plani tasarimidir.

Kisisel planinizi olusturmak igin asagidaki formu kullanmanizi 6neririz:

Sorunlu davranisi agiklayin:

lyilestirme hedefleri (SMART)

Eylem 1 (ne, ne zaman, nerede, kiminle)

Kaynaklar:

Eylem 2 (ne, ne zaman, nerede, kiminle)

Kaynaklar:

Eylem 3 (ne, ne zaman, nerede, kiminle)

Kaynaklar:




Eylem 4 (ne, ne zaman, nerede, kiminle)

SWOT ANALIZi

Bu stratejik planlama araci, i¢ ve dis tehditleri ve firsatlari degerlendirerek, belirli bir is hedefini
desteklemek igin yeni Urin ve hizmet fikirleri tiretmek igin siklikla kullanilir. Bunu, énemli bilgi
pargalarini iki ana kategoride gruplandirarak yapar:

i¢ faktdrler — kurulusun icindeki giiclii ve zayif ydnler

Dig faktorler — kurulugun digindaki ¢gevrenin sundugu firsatlar ve tehditler

YARDIMSEVER ZARARLI

GUCLU ZAYIF

1. 1.

Dahili 2. 2.
3. 3.

FIRSATLAR  TEHDITLER

1. 1.

Dis 2. 2.
3. 3.



is SURECI - 20 SORU

Bu siireg bir tasarim araci ve ayni zamanda bir problem analiz araci olarak iyi galisir.
1. Ne

- Ne yapiliyor? (ne elde ediliyor)
- Neden gerekli?

- Bagka ne yapilabilir?

- Bagka ne yapiimali?

2. Nerede

- Nerede yapiliyor?

- Neden orada?

- Bagka nerede yapilabilir?

- Bagka nerede yapilmali?

3. Ne zaman

- Ne zaman yapilir?

- Neden o zaman?

- Bagka ne zaman yapilabilir?

- Bagka ne zaman yapilmal?

4. Kim?

- Kim yapar?

- Neden bu kisi/grup?



- Bagka kim yapabilirdi?
- Bagka kim yapmali?

5. Nasil

- Nasil yapilir?

- Neden boyle?

- Baska nasil yapilabilir?

- Bagka nasil yapilmali?

DUYGUSAL ZEKA OZ DEGERLENDIRMESI

Duygusal Zeka, duygularimizin farkinda olma, anlama ve ydnetme yetenegimizdir. Hayattaki
basari EQ'muza da baghdir. Asagidaki degerlendirmeyi yapin ve EQ'nun glgli yonlerini kontrol
edin!

Her ifadeyi asagidaki gibi siralayin: 0 — Asla; 1 - nadiren, 2 — bazen, 3 — Siklikla, 4 - Her zaman

Duygusal Farkindalik

11. Hislerim her an benim igin net.

12. Duygular hayatimda énemli bir rol oynuyor.

13. Ruh hallerim gevremdeki insanlari etkiliyor.

14. Duygularimi kelimelere dokmeyi kolay buluyorum.

15. Ruh hallerim dis olaylardan kolayca etkilenir.

16. Ne zaman sinirlenecegimi kolayca hissedebiliyorum

17. Baskalarina gergek duygularimi kolayca soylerim

18. Gergek hislerimi kolayca tarif edebiliyorum

19. Uzgiin oldugumda bile, basima gelenlerin farkindayim

20. Duglincelerimden, duygularimdan ayri durabiliyorum ve onlari inceleyebiliyorum

Duygusal yénetim

11. Tepkimin sorumlulugunu kabul ediyorum

12. Gol atmayi ve onlara bagli kalmayi kolay buluyorum3

13. Duygusal olarak dengeli bir insanim4

14. Ben ¢ok sabirli bir insanim5

15. Baskalarinin elestirel yorumlarini sinirlenmeden kabul edebilirim

16. Stresli zamanlarda bile sogukkanlihgimi koruyorum

17. Bir sorun beni dogrudan etkilemiyorsa, beni rahatsiz etmesine izin vermem




18. Birine karsi 6fke hissettig§imde kendimi dizginleyebilirim
19. Enerjimi yaratici islere veya hobilere yonlendiriyorum
20. Saghgima zarar verebilecek seylere asiri diisklnlik dirtisiini kontrol ediyorum

Asagidaki anahtari kullanarak her bir alandaki etkinliginizi dlgtn:
0 -24 Zenginlestirme alani: Dikkat ve gelisim gerektirir
25 — 34 Etkili islevsellik: Gliclendirmeyi diisiiniin

35 — 40 Gelismis beceriler: Zayif alanlari gelistirmek igin kaldirag olarak kullanin

En glcli EQ alaniniz igin EQ gligli yonlerinizi kullanarak, glnlik is yagaminizda glclnizi nasil
gosterdiginize dair bir 6rnek yazin:

EQ gliclinlzln etkileri — en zayif EQ alaniniz igin, bunun giinlik yasaminizi veya isinizi nasil
etkiledigine ve digerlerine bir 6rnek yazin:

EQ gliciinuzl gelistirmek — en zayif EQ alaniniz igin, bu alanda kendinizi gliglendirmek igin hangi
adimi atabilirsiniz? Bu size giinliik yasaminizda veya isinizde nasil fayda saglayacak?



S.M.A.R.T — Hedef belirleme

Pek ¢ok insan hayatlarini bir isten digerine siiriiklenerek ya da aslinda ¢ok az sey basarirken daha
fazlasini yapmaya calisarak gegirir. SMART hedefleri belirlemek, fikirlerinizi netlestirebileceginiz,
¢abalarinizi odaklayabileceginiz, zamaninizi ve kaynaklarinizi verimli kullanabileceginiz ve hayatta
istediginizi elde etme sansinizi artirabileceginiz anlamina gelir.

S.M.A.R.T. hedef belirleme ne anlama geliyor?

Neden su anda kisisel veya profesyonel olarak belirlemek istediginiz kiicik bir hedef
disinmiyorsunuz? Hedefinizi S.M.A.R.T. yapmak i¢in asagidaki kriterlere uymasi gerekir:
Spesifik, Olgiilebilir, Ulasilabilir, ilgili ve Zamaninda.

SPESIFiK

Hedefiniz agik ve spesifik olmalidir, aksi takdirde gabalariniza odaklanamaz veya bunu basarmak
icin gercekten motive olamazsiniz. Hedefinizi hazirlarken bes "W" sorusunu yanitlamaya ¢aligin:

Amaglarinizi ve hedeflerinizi belirlerken kendinize sorabileceginiz sorular sunlardir:
e Tam olarak ne elde etmek istiyorum?

Nerede?

e Nasil?

e Nezaman?

e Kiminle?

e Kosullar ve sinirlamalar nelerdir?

e Tam olarak neden bu hedefe ulasmak istiyorum? Ayni seyi basarmanin olasi alternatif
yollari nelerdir?

e Hangi kaynaklar veya sinirlar s6z konusudur?



OLCULEBILIR

Olgiilebilir hedefler, hedefinize ulastiginizda tam olarak ne géreceginizi, duyacaginizi ve
hissedeceginizi belirlemeniz anlamina gelir. Bu, hedefinizi dlgllebilir unsurlara bélmek anlamina
gelir.

Olgiilebilir hedef, asagidaki gibi sorulari ele almalidir:
e Ne kadar?
e Kag tane?

e Ne zaman tamamlandigini nasil bilecegim?

MUMKUN
Basarili olmak igin hedefinizin de gergekgi ve ulasilabilir olmasi gerekir.
Ulasilabilir bir hedef genellikle asagidaki gibi sorulari cevaplayacaktir:
e Bu hedefe nasil ulasabilirim?
e Finansal faktorler gibi diger kisitlamalara dayanan hedef ne kadar gergekgi?
ALAKALI

Bu adim, hedefinizin sizin i¢in dnemli olmasini ve diger ilgili hedeflerle de uyumlu olmasini
saglamakla ilgilidir.

ilgili bir hedef su sorulara "evet" cevabini verebilir:
e Neden bu hedefe ulagmak istiyorum?
e Bu degerli gorinliyor mu?
e Budogruzaman mi?
e Bu bizim diger ¢abalarimizla/ihtiyaglarimizla érttstyor mu?

e Bu hedefe ulasmak igin dogru kisi ben miyim?

ZAMANINDA

Vakit nakittir! Bu ylizden kendiniz ve ekibiniz igin son tarihler belirleyin ve bunlarin pesinden
gidin. Zaman gizelgesini gergekgi ve esnek tutun, béylece moralinizi yliksek tutabilirsiniz.

Zamaninda bir hedef genellikle su sorulari cevaplayacaktir:



e Nezaman?
e Bundan alti ay sonra ne yapabilirim?
e Bundan alti hafta sonra ne yapabilirim?

e Buglin ne yapabilirim?

ISLERI HALLETMEK - GTD

David Allen tarafindan gelistirilen bu, en basit ve en objektif zaman yonetimi ara¢ ve
tekniklerinden biridir. GTD yontemi ile Uretkenligi artirabilir ve yiksek bir profesyonel
performans elde edebilirsiniz.

Teknigi gerceklestirmek icin bes adimi izlemelisiniz:

6. Topla: yapilmasi gereken tim gorevleri listeleyin.

N

isleme: talep listesini analiz edin ve eylem gerektirip gerektirmeyenleri belirleyin.
8. Organizasyon: gorevleri diizenleyin ve tamamlanmalari igin bir son tarih belirleyin.
9. Yiritme: amaglanan gorevleri gerceklestirin. Dikkat dagitici ve kesinti yok.

10. Gozden gegirme: Gorev yuriutme stratejilerini periyodik olarak gézden gegirin ve gerekirse
belirli ayarlamalar yapin.


https://gettingthingsdone.com/
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PREAMBULO

Este Manual, na sua forma final, é o resultado do esforco conjunto e do investimento de tempo
de cada membro do pessoal envolvido na implementacdo do projeto, incluindo inquiridores,
voluntarios e participantes que contribuiram para o seu conteudo.

Os membros da equipa envolvidos, orientados para os objetivos, realizaram as atividades
planeadas com paciéncia, o que resultou num processo de criagao de resultados sem problemas.

A medida que nos aproximamos da conclusdo do projeto, acredito que esta foi uma grande
experiéncia para todos. A troca de pontos de vista entre as diferentes escalas em que os parceiros
operam (clube de futebol local, associacdo regional de futebol, clube de futebol de escala
nacional, organizagdo desportiva com presenca global e organizagao ndao governamental ativa no
dominio do desporto) enriqueceu-nos a todos pessoal e profissionalmente.

A combinagdo de temas como a inclusao de jovens com menos oportunidades e a criagdo de
modelos de apoio no desporto, como o futebol, através da criagdo de um mecanismo educativo
como base, é o principal resultado da avaliagao das necessidades e uma pedra angular em cada
uma das organizagdes envolvidas, que ndo introduziram anteriormente nenhum dos métodos da
Educacdo Ndo Formal (ENF). Esta é uma oportunidade Unica de desenvolvimento de capacidades
e um momento para iniciar o reforgo das estruturas educativas internas que trara efeitos a longo
prazo.

Gostaria também de aproveitar esta oportunidade para agradecer aos membros do pessoal
envolvidos na criagdao deste produto, a todos os inquiridores que trabalharam na avaliagdao das
necessidades, aos voluntarios e a todos os outros peritos envolvidos que contribuiram direta ou
indiretamente para o resultado deste projeto.

A nivel organizacional, consideramos que as pontes que construimos entre nds sao
suficientemente fortes para continuar o trabalho que iniciamos e planear o seguimento sob a
forma de uma segunda fase do projeto.

Sem o apoio do programa Erasmus+ isto ndo seria possivel. Por isso, estamos gratos por ter tido
esta oportunidade e acreditamos que o trabalho realizado ndo se limitard a um Unico ciclo de
vida do projeto.

Com os melhores cumprimentos,
Igor Kostic - Coordenador de projeto, FC Estrela Vermelha Belgrado

Fevereiro de 2024



AVALIAGAO DAS NECESSIDADES

Para a avaliacdo das necessidades dos jovens no futebol, de modo a fornecer dicas e métodos
Uteis sobre como os clubes de futebol podem avancar passo a passo no que diz respeito ao apoio
a jovens com menos oportunidades, utilizamos 0s nossos préprios recursos humanos com a ajuda
de voluntdrios que atuaram como inspetores em cada um dos paises envolvidos.

Efetuamos varias etapas fundamentais para concluir este processo.

- Determinar os objetivos ou resultados especificos que esperamos alcancar através deste
processo.

- Determinar o ambito da avaliacdo das necessidades e identificar os participantes-alvo e
os topicos que serdo abordados.

- Recolha de dados e informacdes relevantes através de um inquérito, entrevistas,
observagao e anadlise de dados existentes, garantindo que os dados recolhidos sdo validos
e podem contribuir para o conteddo do Manual.

- Utilizar técnicas de analise qualitativas e quantitativas para obter uma compreensao
global das necessidades reais.

- Considerando os recursos disponiveis e a capacidade de responder eficazmente a essas
necessidades.

- Determinar as intervengbes necessarias para responder as necessidades identificadas e
atingir os objetivos estabelecidos.

- Atribuir recursos, atribuir responsabilidades e estabelecer prazos para a implementacao.

O que se destaca como ponto alto e a conclusao sobre a qual colocamos a énfase neste Manual
€ a necessidade de ferramentas concretas e métodos educativos ndao formais que permanecem
desconhecidos para o pessoal que trabalha diretamente com jovens com menos oportunidades
ao nivel da base - treinadores, formadores e outro pessoal diretamente envolvido nas operacdes
diarias das organizacdes desportivas.

J& para ndo falar do desconhecimento de exercicios concretos que contribuiriam para o
desenvolvimento de competéncias empresariais nos jovens atletas e que seriam igualmente Uteis
para os quadros superiores.

Com a participacao de animadores de juventude, facilitadores e formadores da ENF, realizamos
sessoes de consulta e estabelecemos o objetivo de elaborar uma lista de exercicios e técnicas de
boas praticas que possam ajudar tanto os jovens como os adultos na criacdo e execucdo de um
ambiente educativo util para todos.

Selecionamos 17 exercicios e orientagdes mais eficazes que provaram funcionar bem na vida real
e no trabalho real, testados e tornados compreensiveis para qualquer profissional, aplicaveis em
muitos contextos diferentes.



Apds a grande conclusdao, integramos os exercicios no Manual e acreditamos que serao
amplamente utilizados pelo pessoal das organizacdes desportivas e pelas organiza¢cdes que
trabalham no dominio do desporto.

Exercicios:

18. Técnica Pomodoro

19. Técnica ABCDE

20. Questdes de autoanalise

21. Definicdo do medo

22. Ferramentas dos 4 D's

23. Modelo de plano de negécios

24. Ficha de trabalho de resolucao de problemas
25. Elevator Pitch

26. Graficoem T

27. Arvore de decisdo

28. Plano de acdo

29. Plano de autodesenvolvimento

30. SWOT

31. Processo empresarial - 20 perguntas
32. Teste de autoavaliagao emocional
33. OBJECTIVOS SMART

34. Fazer as coisas - GTD



Técnica de concentragao e focalizagao

TECNICA POMODORO

Esta técnica serve para melhorar a sua concentragao e foco.

Fazer as coisas é dificil, especialmente se é trabalhador independente ou precisa de fazer coisas
para si proprio que normalmente adia, como pagar as contas. Parece haver sempre mais alguma
coisa para fazer: uma gaveta que podia ser organizada, um telefonema para a sua irma ou
verificar os pregos dos voos numa viagem que nao tem intengao de fazer

A técnica Pomodoro foi inventada no inicio dos anos 90 pelo programador, empresdrio e autor
Francesco Cirillo. Pomodoro é um sistema ciclico. Trabalha-se em pequenos periodos, o que
garante uma produtividade constante. Também pode fazer pausas regulares que reforgam a sua
motivagdao e o mantém criativo.

A metodologia é simples: Quando confrontado com uma grande tarefa ou uma série de tarefas,
divida o trabalho em intervalos curtos e temporizados (chamados "Pomodoros") que sdo
espacados por pequenas pausas. Isto treina o seu cérebro para se concentrar durante periodos
curtos e ajuda-o a manter-se a frente dos prazos ou das caixas de entrada constantemente
cheias. Com o tempo, pode até ajudar a melhorar a sua capacidade de atengdo e concentragao.

O “Pomodoro” em 5 passos:
11. Escolha a sua tarefa e o tempo total para a realizar.
12. Definir um temporizador para 25 minutos

13. Trabalhe na tarefa durante 25 minutos. Evite todas as distracdes e a necessidade de
realizar varias tarefas ao mesmo tempo.

14. Faga uma pausa de 5 minutos para renovar as energias e comece outro Pomodoro.
15. Fazer uma pausa de 20-30 minutos depois de completar quatro Pomodoros
Se decidir implementar este sistema, podera:
e Eliminar o habito de multitasking.
e Concentre-se na tarefa que tem em maos.
e Faca mais coisas porque terd um sentido de urgéncia.
e Evite a mentalidade perfeccionista ao "afinar" excessivamente um projeto.

e Desenvolver niveis mais elevados de forca de vontade e concentracgéo.

e Diminui os niveis de stress porque estd a fazer uma coisa de cada vez.


http://www.developgoodhabits.com/willpower-guide1/

TECNICA ABCDE

Para atingir objetivos e tornar-se tudo o que pode ser, tem de comegar a controlar o seu tempo.

A ferramenta basica de gestdo do tempo é a lista de prioridades, a lista de tarefas, que é utilizada
como um ativo permanente para a gestao pessoal. O facto é que ndao podemos controlar "o
tempo", mas podemos controlar-nos a nds proprios. Por isso, a gestao do tempo exige
autodisciplina e autocontrolo.

Método ABCDE

O método ABCDE exige que, antes de comegar, verifique a sua lista de prioridades ou a sua lista
de tarefas e coloque ao lado de cada tarefa a marca A, B, C, D ou E. Isto tornard o seu trabalho
muito mais eficiente quando comegar a realiza-las.

Uma tarefa - é algo que é realmente importante. Quer a faga ou ndo, pode ter um grande impacto
nos seus resultados e no seu sucesso. Deve fazer a tarefa A antes de todas as outras. Se tiver mais
do que uma "A", organize-as de acordo com a prioridade A-1, A-2, A-3...

Tarefa B - é algo que se deve fazer. Tem consequéncias ligeiras pela sua execu¢dao ou nao
execucdo. Por exemplo, verificar o correio eletrénico ou telefonar a um amigo...

Tarefa C - é uma tarefa que é bom fazer. Tarefa que nao tem quaisquer consequéncias no caso
de ndo a realizar. Por exemplo, mais um café, ir as compras, ler o jornal.

Tarefa D - € uma tarefa que pode ser passada a qualquer outra pessoa.

E tarefa - é algo que pode eliminar. Pode ser uma atividade antiga que hoje ndo tem qualquer
importancia ou relevancia para si, uma atividade que ndao tem significado para atingir os seus
objetivos.

Regra da importancia: Nunca faga a tarefa "B" se nao tiver concluido a tarefa "A", nunca comece
a tarefa "C" se ainda tiver de concluir alguma tarefa "B".

Fazer um sistema de tarefas, uma a uma, é uma das melhores técnicas para gerir o tempo e gerir-
se a si proprio. Isso significa que, quando decidir qual é a sua tarefa A-1, pegue nessa tarefa e
trabalhe nela, concentre-se apenas nessa tarefa. Discipline-se a concentrar-se, sem relaxar ou
distrair-se.



QUESTOES DE AUTO-ANALISE

Sente-se frequentemente "mal"? E se sim, qual é a causa?

Critica as outras pessoas e reage a mais pequena provocagao?

Comete frequentemente erros no trabalho e, em caso afirmativo, porqué?

Evita a companhia de alguém e, se o faz, porqué?

Gosta da sua profissao? Se nao, porqué?

A sua autoconfianga aumenta ou diminui com o passar dos anos?

Aprendem alguma coisa de valor com os vossos erros?

Que influéncia tem sobre si e que mais o inspira? Qual é a razao para isso?

Descuida-se da sua aparéncia pessoal? Em caso afirmativo, em que circunstancias e porqué?
Tolera influéncias negativas e desencorajadoras que pode evitar?

Tem o objetivo principal definido e, em caso afirmativo, qual é e qual é o seu plano para o
alcangar?

Tem o método de protecdo contra as influéncias negativas dos outros?
Utiliza a autossugestdo com o objetivo de tornar a sua mente mais positiva?

O que é que valoriza mais: os seus bens materiais ou o privilégio de controlar os seus proprios
pensamentos?

As outras pessoas influenciam-no facilmente contra a sua prépria vontade?

Este dia trouxe-lhe alguma coisa de valor para o seu conhecimento ou para o seu estado de
espirito?

Enfrenta as circunstancias que o tornam infeliz de forma honesta ou evita a sua
responsabilidade?

Analisa os erros e os fracassos? Estd a tentar aprender alguma coisa com eles ou acha que ndo é
sua obrigagao?

Consegue nomear os seus 3 pontos fracos mais prejudiciais? O que é que faz para as corrigir?

Seleciona das suas experiéncias didrias, licdes aprendidas e influéncias positivas, aquelas que
mais o beneficiam?

Quais os habitos das outras pessoas que mais o incomodam?

Tens a tua prépria opinido ou deixas-te influenciar pelos outros?



Aprendeu a criar o estado mental a partir do qual se pode proteger de influéncias
desencorajadoras?

Considera que é seu dever partilhar as preocupac¢des dos outros? E se sim, porqué?

Acredita que o ditado "cada macaco no seu galho" diz algo sobre si de acordo com o perfil das
pessoas que o atraem?

Sera possivel que uma pessoa que consideramos um amigo seja, na realidade, o nosso maior
inimigo, devido a sua influéncia negativa no nosso estado de espirito?

De acordo com que regras avalia quem lhe é util e quem lhe faz mal?
Os seus parceiros intimos sao mentalmente superiores ou inferiores em relagao a si?

Quanto tempo em cada 24 horas dedica a sua atividade profissional, ao sono, a diversdo e ao
relaxamento, a aquisicao de novos conhecimentos Uteis, ao puro lazer?

Qual é a sua maior preocupacao? Porque é que a tolera?

Quando os outros |he ddao conselhos gratuitos e desnecessarios, aceita-os sem questionar ou
analisa os seus motivos?

O que é que mais deseja? Esforca-se por o conseguir? Esta disposto a sacrificar todos os outros
desejos por esse em particular? Quanto tempo dedica diariamente a realizagao desse desejo?

Muda frequentemente de opinido? Se sim, porqué?

Costuma acabar o que comegou?

Influencia-o facilmente o que as outras pessoas pensam ou dizem sobre si?
Preocupa-se com as pessoas devido ao seu estatuto social ou material?

Quanto tempo dedicou a analisar e a responder a estas questdes?

Se respondeu a todas as perguntas - agora sabe mais sobre si do que a maioria das pessoas. Volte
a estas perguntas uma vez por semana durante os proximos meses e vera quantas mais
informagdes novas sobre si préprio ird obter, tudo através da resposta honesta a estas perguntas.



Inquérito empresarial
Nota: Sondagem
Isto ndo é um teste! Este inquérito é para sua informagao pessoal.

A seguir, apresentamos uma série de afirmagdes relacionadas com o seu historial pessoal,
caracteristicas comportamentais e padrdes de vida. O resultado mais importante deste exercicio
€ uma autoavaliagdo honesta e exata da forma como se relaciona com cada uma destas
afirmagdes.

Concordo totalmente ~  Concordo um pouco ~ Discordo totalmente

5 4 3 2 1

1. Considero-me uma pessoa com iniciativa propria e estou sempre a procura de novas ideias.

2. Gosto de trabalhar e conviver com outras pessoas e relaciono-me bem com quem tem ideias
diferentes das minhas.

3. Sou um lider.

4. Estou a assumir uma responsabilidade.

w

. Planeio tudo, facgo listas, estabelego prioridades.

(o))

. Estou disposto a aceitar riscos financeiros e profissionais quando necessario.

~N

. Sou muito trabalhador, trabalho muitas horas e ndo desisto até o trabalho estar feito.

8. Sou bom a tomar decisbes, considero-me decidido.

9. Gostaria de assumir total responsabilidade pelos sucessos e fracassos da minha empresa.
10. Sou uma pessoa de confianca e as pessoas confiam em mim.

11. Gosto de controlar as minhas préprias tarefas e de tomar todas as decisdes que afetam o
meu trabalho.

12. Tenho um forte desejo de alcancar resultados positivos, mesmo quando isso exige um grande
esforco adicional.

13. Estou em boa forma fisica, sou capaz de trabalhar muitas horas sem ficar esgotado ou ter de
faltar ao trabalho.

14. Tenho um nivel de energia elevado que pode ser mantido durante muito tempo.

15. Estou disposto a fazer algo, mesmo quando as outras pessoas se riem ou me menosprezam
por o fazer.



16. Tento sempre concluir todos os projetos que comego, independentemente dos obstaculos e
dificuldades.

17. Sou adaptavel a condi¢des variadveis.
18. Estou a usar os erros do passado como um processo de aprendizagem.
19. Quando comec¢o uma tarefa, estabeleco metas e objetivos claros para mim préprio.

20. Fago as coisas a tempo e horas.

Avaliacdo da pontuacdo

80 — 100: Tem capacidades excecionais para ser um empresario.

60 — 79: Tem capacidade satisfatéria para ser um empresario.

40 —59: O trabalho por conta prdpria pode ndo ser uma carreira adequada para si.
0 —39: E melhor evitar o empreendedorismo.

Preocupe-se com qualquer area em que tenha obtido menos de cinco pontos. Ha alguma coisa
gue possa fazer para melhorar nessa area?

A DEFINICAO DO MEDO - UMA FERRAMENTA PARA O FUTURO EMPRESARIO

Quantas vezes o medo do que poderia acontecer o impediu de agir em relagdo a algo que queria
fazer? Mas se estas desculpas forem sempre as melhores, a inagdo leva-lo-a diretamente ao
arrependimento.

O que é a definigao do medo? Um exercicio de reflexao estruturado concebido por Tim Ferriss,
utilizado para o ajudar a ver as decisdes com mais clareza quando o medo o estd a impedir e a
distorcer o seu pensamento.



Pagina 1: Aproximar-se dos seus medos.

Passo 1: Na primeira pagina, faca trés colunas e rotule-as "Definir", "Prevenir" e "Reparar".

Passo 2: Na primeira coluna, defina tudo o que teme em relagdo a ideia de agir.
Faca uma lista dos seus cendrios de pesadelo, das suas duvidas e dos seus "e se". Algumas das
perguntas podem ser: Qual é o pior cendrio possivel? O que é que pode correr mal?

Passo 3: Na coluna dois, enumere as formas de reduzir a probabilidade de ocorréncia de cada um
dos piores cenarios.

Que acdes poderia tomar para tornar esses cenarios menos provaveis de se concretizarem?
(Considere tanto as grandes a¢gdes como as pequenas agdes).

Passo 4: Na terceira coluna, enumere as formas de reparar os danos, caso esta situacdo se
concretize. Que medidas poderia tomar para reparar os danos ou voltar a pbr-se no bom
caminho?

Etapa 5: Avaliar o impacto destes cendrios mais pessimistas numa escala de 1 a 10.
1 = impacto minimo e 10 = alteragdo permanente da vida de uma forma significativa.

Pagina 2: Considere os potenciais beneficios de tomar medidas

Na pagina dois, dé espago a si préprio para ser mais aberto e considere o que pode correr bem
se tomar medidas.

Passo 6: Escreva os beneficios positivos de uma tentativa, ou de um sucesso parcial, de tomar
medidas.

Etapa 7: Avaliar o potencial beneficio positivo destes sucessos numa escala de 1 a 10.
1 = impacto minimo, 10 = impacto muito significativo.

Pagina 3: Considerar as consequéncias da inagao

A pagina trés é igualmente importante para as outras, mas muitas vezes esquecida na tomada de
decisdes: os custos da inagdo.

Passo 8: Faga trés colunas na pagina e identifique-as como 6 meses, 1 ano e 3 anos.
A projecdo para os ultimos 3 anos parece demasiado intangivel, por isso, mantenha-a neste
intervalo.

Etapa 9: Anotar os custos potenciais da manutengdo do status quo. Quais sao os custos da
inagdo?



4D's TOOLS - Eliminar, Delegar, Fazer, Adiar

Eliminar - Verifique se o assunto requer a sua atencdo ou se vale o seu tempo. Se ndo for o caso,
apague-o simplesmente.

Delegar - E importante ou necessdrio para si fazer a tarefa? E da sua responsabilidade? Se a
resposta for ndo, entdo delegue-a.

Fazer - Se for importante para si e se tiver tempo para o fazer, faca-o imediatamente. Adiar
tarefas importantes conduz frequentemente a procrastinacao ou a sentimentos de ansiedade ou
stress.

Adiar - Ha algumas tarefas que surgem na sua secretdria e que pode ndo conseguir resolver de
imediato. Pode ser um e-mail sobre a marcagdo de umas férias em familia. Ndo é importante
durante o dia de trabalho, mas é importante que seja feito. Por isso, pode adia-la e ver a
mensagem mais tarde, no seu tempo livre.

Modelo de plano de negdcios

1. Titulo:

2. Entidade(s) executante(s) (maximo 200 caracteres):

- Missao, visao, valores, atividades, ambito de trabalho

3. Andlise de problemas e solugées para empresas sociais (maximo 300 caracteres):

4. Analises de mercado para empresas (maximo 300 caracteres):

5. Descrigao dos servigcos ou produtos (maximo de 250 caracteres):

- As caracteristicas do servico ou produto, os principais beneficios para os clientes ou
grupos-alvo, outras informacg6es importantes;


https://www.coachingwithnlp.co/anxiety

6. ESTRUTURA e FERRAMENTAS / Como vai organizar o seu trabalho a nivel interno e externo
(mdaximo 200 caracteres):

7. Plano de comunicag¢do (maximo 400 caracteres):

8. Plano de atividades / Cronograma (maximo 400 caracteres):

9. Finangas (copia do ficheiro Excel)

10. CONTACTOS

FICHA DE TRABALHO DE RESOLUCAQ DE PROBLEMAS

A resolucdo de problemas é o processo de identificacdo de um problema, de desenvolvimento
de possiveis caminhos de solugdo e de adogao da linha de agao adequada.

Porque é que a resolucdo de problemas é importante? Uma boa capacidade de resolucdo de
problemas ndo sé o capacita na sua vida pessoal, como também é fundamental na sua vida
profissional. Na atual economia global em rapida mutagdao, os empregadores identificam
frequentemente a resolucdo de problemas quotidianos como crucial para o sucesso das suas
organizagdes. Para lidar com sucesso com potenciais problemas, tente responder a seguinte
pergunta:

O QUE

- O que é que eu quero alcancar exatamente?

- Quais sao os efeitos?

- O que aconteceria se nao fosse tomada uma decisdao ou encontrada uma solugdo?
- O que é que preciso para tomar uma decisao?



PORQUE

- Porque é que eu quero chegar a uma solugao?

- Porque é que surgiu o problema ou a oportunidade?

- Porque é que tenho de encontrar uma solugdo ou um caminho para todos?

comMmo

- Como é que a solucdo serd diferente?

- Qual é a relevancia das informagdes que estou a recolher?
- Como posso obter mais informacdes?

- Como é que posso envolver pessoas relevantes?

ONDE

-Onde é que o problema surgiu?

- Qual o seu impacto?

-0 "onde" é importante?

- Se sim, "porque é que é importante?

COM QUEM

- A quem estou a tentar agradar?

- Quem é que se preocupa com esta situacdo? Quem é afetado?
- Quem esta envolvido (informagao, agao, ajuda?)?

- Quem precisa de ser informado?

QUANDO

-Quando é que o problema surgiu?
-Quando é que devemos atuar?
-Até quando deve ser resolvido?

ELEVETOR PITCH

Se tem uma ideia para o seu negocio, mais cedo ou mais tarde vai ter de a apresentar a alguém.
E, independentemente da pessoa a quem apresentar a sua ideia, tem de ser capaz de o fazer de
uma forma simples, memoravel e convincente. Um elevator pitch é uma visdo geral concisa e
pratica da sua ideia de negdcio, apresentada de uma forma simples e memordavel para que o
ouvinte a compreenda.

O que é que faz um bom elevator pitch?

A primeira e mais importante coisa a ter em conta é a oportunidade de dizer algumas das coisas
mais importantes sobre a sua ideia, produto - para que vejam porque é que vale a pena investir.
Porque é que faz o que faz e porque é que isso é importante para si?



E para isso é preciso fazer duas coisas fundamentais:

1 - Identificar a necessidade - A primeira coisa que tem de dizer é porque é que a sua ideia ou
produto ou ideia é necessaria? Qual é o problema que existe e para quem é que os seus produtos
estdo |13 para resolver?

2 - Identifique a sua proposta de venda unica - Por outras palavras, o que é que o seu produto
ou ideia traz de Unico ao problema que identificou?

Se conseguir exprimir claramente estas duas coisas - o problema e o que os seus produtos ou
ideia trazem para o problema - entdo tem a esséncia do argumento de venda.

Finalmente, se quiser fazer do elevator pitch o melhor possivel, had algumas regras basicas a ter
em conta:

1) Ser breve

2) Evitar a linguagem muito técnica

4. Torna-lo cativante

3. Seja animado, tenha paixao, entusiasmo, seja vocé mesmo e orgulhe-se das suas credenciais

E uma ultima dica - pratique. Pratique em voz alta, pratique por escrito e verifique-o com amigos,
o tipo de amigos que ndao tém medo de Ihe dar feedback.

T-CHART

Um grafico em T é utilizado para listar dois pontos de vista diferentes sobre um tépico. Os tépicos
podem incluir qualquer coisa que possa ser claramente dividida em dois pontos de vista opostos.
Por exemplo, a avaliacdo dos pros e contras de uma decisdo importante é uma utilizagdo comum
dos diagramas em T. Outros pontos de vista opostos que funcionam bem incluem factos vs.
opinides, vantagens e desvantagens, pontos fortes e fracos, mitos e realidades, caracteristicas e
beneficios, a favor e contra, causa e efeitos.



Exemplo:

Tépico:

Pontos fortes Fraqueza

ARVORE DE DECISAO

Uma d&rvore de decisdo é um mapa dos resultados possiveis de uma série de escolhas
relacionadas. Permite a um individuo ou a uma organizacdo ponderar possiveis acdes entre si,
com base nos seus custos, probabilidades e beneficios.

Simbolos da arvore de decisao

Forma Nome Significado

Simbolo de decisao Indica uma decisdo a ser tomada

Simbolo de - .
‘ Apresenta varios resultados incertos

probabilidade




Forma Nome Significado

Cada ramo indica um resultado ou agao

Ramos alternativos ,
possivel

Mostra uma opc¢do que ndo foi

Alternativa rejeitada .
selecionada

Simbolo de ponto final Indica um resultado final

A/

Como criar uma arvore de decisao?

Comece pela decisao principal. Desenhe uma pequena caixa para representar este ponto e, em
seguida, desenhe uma linha da caixa para a direita para cada solucdo ou acdo possivel.
Identifique-as em conformidade. Se o resultado for incerto, desenhe um circulo (os circulos
representam nés de probabilidade). A partir de cada né de decisdo, desenhe as solucdes
possiveis. A partir de cada N6 de probabilidade, desenhe linhas que representem os resultados
possiveis. Continue a expandir até que cada linha atinja um ponto final, o que significa que nao
ha mais escolhas a fazer ou resultados aleatdrios a considerar. Adicione tridngulos para indicar
os pontos finais.

Depois de completar uma arvore de decisao, estd pronto para comecar a analisar a decisdo que
tem pela frente.



Cada experiéncia traz consigo a oportunidade de conhecer pessoas que o inspiram, que o apoiam
em as suas realizagdes e ajuda-lo-a a construir o seu futuro. Quem sdo as pessoas, 0s recursos e
as experiéncias que influenciardo o seu sucesso? Comece a pensar agora!

Identificar 3 recursos para o ajudar a aprender mais sobre as técnicas e o processo de aquisi¢cao
de autoconsciéncia e saber como o seu comportamento pode afetar os outros

Identificar 3 recursos para o ajudar a aprender mais sobre as técnicas e o processo de aquisi¢cao
de autoconsciéncia e saber como o seu comportamento pode afetar os outros.

Experiéncias Porque é que escolheu isto? | Estabelecer um prazo para
prosseguir

Determine 3 experiéncias que pode realizar para aperfeigoar estas competéncias

Recursos Porque é que escolheu isto? | Estabelecer um prazo para a
conclusao

Indique 3 pessoas que o podem ajudar a atingir estes objetivos.

Nome do contacto Porque é que os escolheu? Prazo para os envolver direta
ou indiretamente




PLANO DE DESENVOLVIMENTO PESSOAL

O plano de desenvolvimento pessoal é um plano de acdo concebido para melhorar os
conhecimentos e as capacidades, para estabelecer objetivos e metas (ou objetivos) - o que se
pretende alcancar ou para onde se quer ir, a curto, médio ou longo prazo, na carreira, na
educacdo, nas relagdes ou para o autoaperfeicoamento.

Para criar o seu plano pessoal, recomendamos-lhe que utilize o seguinte formulario:

Descrever o comportamento problematico:

Objetivos de melhoria (SMART)

Acdo 1 (o qué, quando, onde, com quem)

Recursos:

Acdo 2 (o qué, quando, onde, com quem)

Recursos:

Acdo 3 (o qué, quando, onde, com quem)

Recursos:

Acdo 4 (o qué, quando, onde, com quem)

Recursos:




ANALISE SWOT

Esta ferramenta de planeamento estratégico é frequentemente utilizada para gerar novas ideias
de produtos e servigos, em apoio a um objetivo comercial especifico, através da avaliagdao de
ameagas e oportunidades internas e externas. Para o efeito, agrupa pegas-chave de informagao
em duas categorias principais:

fatores internos - os pontos fortes e fracos internos a organizagao

fatores externos - as oportunidades e ameagas apresentadas pelo ambiente externo a
organizagao

UTIL PREJUDICIAL

PONTOS FORTES PONTOS FRACOS

1. 1.
Interno 2. 2.
3. 3.

OPORTUNIDADES AMEACAS
1. 1.
Externas 2. 2.

3. 3.



PROCESSO EMPRESARIAL - 20 PERGUNTAS

Este processo funciona bem como uma ferramenta de conce¢ao e também como uma
ferramenta de analise de problemas.

1. O que é que

- O que esta a ser feito? (o que esta a ser alcangado)
- Porque é que é necessario?

- Que mais poderia ser feito?

- Que mais deve ser feito?

2. Onde

- Onde é que isso esta a ser feito?

- Porqué ai?

- Onde mais poderia ser feito?

- Onde é que isso deveria ser feito?

3. Quando

- Quando é que é feito?

- Porqué entdo?

- Quando é que isso poderia ser feito?
- Quando é que deve ser feito?

4. Quem sdo

- Quem é que o faz?

- Porqué esta pessoa/grupo?

- Quem mais o poderia fazer?

- Quem mais o deveria fazer?

5. Como

- Como é que se faz?

- Porqué desta forma?

- De que outra forma poderia ser feito?

- De que outra forma deve ser feito?



AUTO-AVALIACAO DA INTELIGENCIA EMOCIONAL

A inteligéncia emocional é a nossa capacidade de estarmos conscientes, compreendermos e
gerirmos as nossas emogoes. O sucesso na vida depende também do nosso EQ. Faga a avaliagao
abaixo e verifique os seus pontos fortes de EQ!!

Classifique cada afirmacdo da seguinte forma: 0 - Nunca; 1 - Raramente, 2 - As vezes, 3 -
Frequentemente, 4 - Sempre

Consciéncia emocional

21. Os meus sentimentos sao claros para mim em qualquer altura.

22. As emogdes desempenham um papel importante na minha vida.

23. Os meus estados de espirito afetam as pessoas a minha volta.

24. E-me facil por palavras nos meus sentimentos.

25. O meu humor é facilmente afetado por acontecimentos externos.

26. Consigo perceber facilmente quando me vou zangar

27. Digo facilmente aos outros os meus verdadeiros sentimentos

28. E-me facil descrever o meu verdadeiro sentimento

29. Mesmo quando estou aborrecido, estou consciente do que me esta a acontecer
30. Sou capaz de me distanciar dos meus pensamentos, sentimentos e de os examinar

Gestdo das emogoes

21. Aceito a responsabilidade pela minha reagao

22. E facil para mim estabelecer objetivos e manté-los

23. Sou uma pessoa emocionalmente equilibrada

24. Sou uma pessoa muito paciente

25. Sou capaz de aceitar comentarios criticos dos outros sem me zangar

26. Mantenho a minha compostura mesmo em momentos de stress

27. Se uma questdo ndo me afeta diretamente, ndo deixo que me incomode

28. Sou capaz de me conter quando sinto raiva de alguém

29. Dirijo a minha energia para trabalhos criativos ou passatempos

30. Controlo os impulsos de consumo excessivo de coisas que podem prejudicar o meu
bem-estar




Avalie a sua eficdcia em cada dominio utilizando a seguinte chave:
0 -24 3area para enriquecimento: Requer atengao e desenvolvimento
25 - 34 Funcionamento eficaz: Considerar o reforgo

35 - 40 Competéncias reforgadas: Utilizar como alavanca para desenvolver areas mais fracas

Utilizando os seus pontos fortes de EQ para o seu dominio de EQ mais forte, escreva um exemplo
de como demonstra esse ponto forte no seu dia a dia de trabalho:

Efeitos da sua forga de EQ - para o seu dominio de EQ mais fraco, escreva um exemplo de como
isso o afeta na sua vida quotidiana ou no seu trabalho:

Melhorar a sua forca de EQ - para o seu dominio de EQ mais fraco, que passo pode dar para se
fortalecer nesta area? Como é que isso o vai beneficiar na sua vida quotidiana ou no seu trabalho?



S.M.A.R.T - Definicdio de objetivos

Muitas pessoas passam a vida a vaguear de um emprego para outro, ou a correr de um lado para
o outro, tentando fazer mais, mas realizando muito pouco. Definir objetivos SMART significa que
pode clarificar as suas ideias, concentrar os seus esforcos, utilizar o seu tempo e recursos de
forma produtiva e aumentar as suas hipoteses de alcangar o que pretende na vida.

O que significa a definigdo de objetivos S.M.A.R.T.?

Porque ndo pensar num pequeno objetivo que queira estabelecer agora mesmo, pessoal ou
profissional. Para que o seu objetivo seja S.M.A.R.T., tem de obedecer aos seguintes critérios:
Especifico, Mensuravel, Atingivel, Relevante e Oportuno.

ESPECIFICO

O seu objetivo deve ser claro e especifico, caso contrdrio ndo conseguird concentrar os seus
esforgcos nem sentir-se-a verdadeiramente motivado para o alcangar. Ao redigir o seu objetivo,
tente responder as cinco perguntas "W":

As perguntas que pode fazer a si proprio ao definir as suas metas e objetivos sdao

e 0O que é que eu quero alcancar exatamente?

e Onde?
¢ Como?
e Quando?

e Com quem?
e Quais sdo as condigdes e limitagdes?

e Por que razao quero exatamente atingir este objetivo? Quais sdo as alternativas possiveis
para atingir o mesmo objetivo?

e Que recursos ou limites estdo em causa?

MENSURAVEL

Objetivos mensuraveis significa que identifica exatamente o que vai ver, ouvir e sentir quando
atingir o seu objetivo. Significa dividir o seu objetivo em elementos mensuraveis.

O objetivo mensuravel deve responder a questdes como:



e Quanto?
e Quantos?

e Como é que vou saber se esta concluido?

ATINGIVEL
Para ser bem-sucedido, o seu objetivo também tem de ser realista e alcangavel.
Um objetivo exequivel responde geralmente a perguntas como:

e Como posso atingir este objetivo?

e Até que ponto o objetivo é realista, tendo em conta outros condicionalismos, como os
fatores financeiros?

RELEVANTE

Esta etapa consiste em garantir que o seu objetivo é importante para si e que também esta
alinhado com outros objetivos relevantes.

Um objetivo relevante pode responder "sim" a estas perguntas:
e Por que razao quero atingir este objetivo?
e Parece-lhe que vale a pena?
o Sera esta a altura certa?
e Isto corresponde aos nossos outros esforcos/necessidades?

e Sou a pessoa certa para atingir este objetivo?

OPORTUNO

Tempo é dinheiro! Por isso, estabelega prazos, para si e para a sua equipa, € cumpra-os.
Mantenha os prazos realistas e flexiveis, de modo a manter o moral elevado.

Um objetivo oportuno responderd normalmente a estas questdes:
e Quando?
e 0O que é que posso fazer daqui a seis meses?

e O que é que posso fazer daqui a seis semanas?



e 0O que é que posso fazer hoje?

FAZER AS COISAS - GTD

Desenvolvido por David Allen, esta € uma das ferramentas e técnicas de gestao do tempo mais
simples e objetivas. Com o método GTD, é possivel aumentar a produtividade e alcangar um
elevado desempenho profissional.

Para executar a técnica, é necessario seguir cinco passos:
11. Recolher: listar todas as tarefas que precisam de ser feitas.
12. Processamento: analisar a lista de pedidos e identificar os que requerem a¢do ou nao.
13. Organizagao: organizar as tarefas e estabelecer um prazo para a sua conclusao.
14. Execucdo: realizar as tarefas previstas. Sem distracdes e interrupgodes.

15. Revisdo: rever periodicamente as estratégias de execugdo de tarefas e efetuar alguns
ajustamentos, se necessario.
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NPEATOBOP

OBOj NpupayvHuK, Bo cBOjaTa GMHanHa Gopma, e pe3ynTaT Ha 34PYKEHUTE CUAM N NOCBETEHOTO
BpeMe Ha CeKOj Y/1eH BKAy4YeH BO MMNAEMEHTaLNjaTa Ha NPOEKTOB, BKAYYyBajKU I'M M aHKeTapuTe,
BOJIOHTEPUTE N YYECHULMTE KOU NPUAOHECOa 33 COAPKUHATA.

YneHoBUTE Ha TUMOT, KoM Bea MHBONBMPAHM U HACOYEHM KOH LLeNTa, TPNEeMBO MM peannsmnpaa
NNAaHMPAHUTE aKTUBHOCTU LUTO pe3ynTupalle Co rafokK Npouec Ha Kpenpare pesynTaTtu.

KaKko wTo ce npnbanxKyBame KOH 3aBpLUYBaH€TO Ha MPOEKTOT, BEpyBaM AeKa 0Ba bele 041NYHO
MCKYCTBO 3a cuTe. CnoaenysBareTo CTAaBOBM MOMely MNApTHEpPUTE CO Pa3/IMYHM NO33aJUHU
(nokaneH ¢yapbanckm TUMm, pernoHanHa dyapbancka acouujaumja, dyabanckm Kayb Ha
HaLMOHANHO HMBO, CMOPTCKA OpraHunsaLmja co rnobasnHo NPUCyCTBO MU HEBNAAWHA OpraHM3aumja
aKTMBHa BO ob6n1acTa Ha CNOpTOT), HE 360raTn cUTE INYHO M NPOodEeCUoHaNHO.

Kako aa ce KOMBMHMPAAT TEMU KaKO MHKAY3UBHOCT HAa M1IaZAMUTE CO MOMAIKY MOXKHOCTM, KaKo A3
ce Kpenpaat moaenu 3a NoAapLluika BO CNOPTOT, KAaKo WTo e ¢yabanoT, n Kako Aa ce co3gane
eQyKaTUBEeH MEeXaHU3M KaKo OCHOBa, Ce [/NlaBHUTE MOYKM WTO Ke M MOHece cekoja of,
OpraHn3auumnTe BKIyYEeHa BO NPOEKTOT KOW NPETXOAHO HEMAa BOBEAEHO HUTY eleH 04 MeToanTe
Ha HedopmanHoTo obpasoBaHmMe. OBa e eAMHCTBEHA MOXHOCT 3a rpajerbe Ha Kanauutetu u
BpeMe 3a MHMUMpate 3ajakHyBarbe Ha BHATpPeWHUTe 06pa3oBHM CTPYKTYpPU KoM Ke AoHecaT
AONTOPOYHU edeKTH.

By cakana MCTO Taka A3 ja MCKOPUCTaM MOXHOCTa fa ce 3abnarogapam Ha cUTE Y/eHOBM
BK/IY4EHU BO KPEMPAHETO Ha pe3ynTaTUTe, Ha CUTe aHKeTapu Kou paboTea Ha NpOLLEHKATa Ha
noTpebute, BONOHTEPUTE U CUTE APYIN EKCNEPTU KOU AMPEKTHO UAN UHAMPEKTHO NPUAOHECoa
3a pe3y/iTaTuTe 04 0BOj MPOEKT.

Ha opraHmMsauucko HWBO, NMpoueHyBamMe AeKa MOCTOBUTE WTO M U3rpagmBme mefy Hac ce
A0BOJIHO UBPCTM Aa ja HocaT paboTaTa WTO ja 3anoYHaBMe W Ha Koja NaHMpame Aa NnpoaoiKume
Aa paboTMme BO BMA, Ha BTOP MPOEKT.

bes noggpuwkata oa nporpamata Epasmyc+ oBa He 61 6uno n3Boanuneo. Na, 3aToa, braroaapHU
CMe 3a MOXXHOCTa M BepyBame AeKa paboTaTta WTOo ja 3aBPLIMBME HEMa Aa 3acTaHe Ha efeH
NPOEKTEH LMKAYC.

Co Hajaobpu xenbn,
Urop KocTtuk
NpoeKTeH KoopauHaTtop, dyadbanckm knyb LipseHa See3aa

®espyapu 2024



NPOLUEHKA HA NOTPEBUTE

3a npoueHKaTa Ha noTpebute Ha mnaaute Bo GpyabanoT, 3a Aa MoOXKeMe A3 UM AafeMe KOPUCHMU
COBETU U MeToAM 3a Toa KaKo ¢yabanckmTe KNyboBM MOKaT Aa M TYPHAT Hanpea, U Aa UM npy»Kat
noAgpLiKa Ha MAaauTe Co MOMaJIKy MOMKHOCTU, I'M UCKOPUCTUBME HaLLMUTE YOBEYKM PECYPCU KaKOo
M MOMOLUTA Of BOJIOHTEPUTE KOW MMaa yaora Ha aHKeTapu BO CEKOoja 04, 3eMjUTe BKY4YEHU BO
NPOEKTOT.

3a Aa ro 3aBplMme NPoLEeCcOT Npe3esoBMe HEKOJIKY YEKOPU:

- Oppeaysare cneumduUUHU LLeNn UK UCXOAM LITO Ce HaaeBaBMe AeKa Ke MM NocTurHeme
CO OBOj npovuec.

- OppepyBarbe Ha ondaToT Ha NpoLeHKaTa Ha NnoTpebute N MAeHTUOUKYBABME YY4ECHULM
n TeMn WTO Ke Buaat agpecnpaHu.

- Cobupatrbe peneBaHTHM NogaToLM U MHGOPMaLMK NPEKY aHKeTU, MHTepPBjya, obcepBaLumm
M NOCTOEYKM aHa/ZIM3M HA MOAATOLM, OCUIYpPYBajKM ce AeKa AaTaTa WTo e cobpaHa e
Ba/NAHA N MOXKe A3 NpUAOHECe 33 COAPKUHUTE HA NPUPAYHUKOT.

-  Kopucteroe TeXHUMKM 33 KBaNMTAaTUBHA WM KBAHTUTAaTMBHA aHaNM3a 33 43 MOXKeme
BMCTUHCKM Aa pa3dbepeme Kou ce peanHuTe noTpebu.

- 3emarbe npenBua [OCTanHM Pecypcu U KanauuteTu 3a ga rv agpecmpame Tme notpebu
edeKTMBHO.

- OppeayBarbe NOTpebHU MHTEPBEHLMK 33 afpecuparbe Ha NaeHTUPMKyBaHUTE NoTpebu
CO UeN NOCTUTHyBak€e Ha NOCTAaBEHUTE LLeN.

- Anouuparbe pecypcu, HasHadyBatbe OArOBOPHOCT M BOCMOCTaBYBakbe POKOBMU 3a
UMnaemeHTauuj.

OHa WITO OTCKOKHYBA KaKO 3aK/ly4OK, Ha KOj CTaBaMe aKL,EeHT BO 0BOj MPUPAYHUK, e noTpebaTa og,
KOHKPETHM anaTku u HeGopManHu eyKaTUBHM METOAMN KOW Ce HEMO3HATK 32 OHME KOWU ANPEKTHO
paboTaT co mnagmTe CO NOMAJIKy MOMKHOCTM Ha SIOKA/IHO HUBO - TPEHEpPU U apyrn BpaboTeHu
OUPEKTHO NHBOJIBUPAHU BO CEKOjAHEBHUTE aKTUBHOCTU BO CNOPTCKUTE OpraHU3aLmm.

KaKo 1 KOHKpeTHM BeXOW WTO Ke NpuaoHecaT 3a pa3BojoT HA NPEeTPNMEMAYKUTE BELUTUHMU Kaj
MaaanTe CNopPTUCTU, KOM BOEAHO Ke bnaaTt KOpMCHU 1 3a ceHnopuTe.

PaboTejkm co MnaguHCKM paboTHuun, dacunmtatopun, TpeHepu of HedOpMaANHOTO
obpasoBaHMe, MMaBMe KOHCYNTAaTUBHM CECUM M NOCTAaBMBME LN Aa HanpaBuMe INCTa Ha BeXObu
N TEXHUKWN KOM Ke MM NOMOTHAT U Ha MIaAUTE U HA BO3pacHUTE foAeKa paboTaT Ha co3gaBare
N UMNIEMEHTALM]ja Ha eAyKaTMBHA CPeAMHA KOja e KOpMCHa 3a cuTe.

Hojaosme go 17 HajedeKTUBHU BEXOU M HACOKKU 33 KOU € A0KarKaHo Aeka GYHKUMOHMpaaT BO
BUCTMHCKMOT XXUBOT M paboTa, KoM ce TecTUpaHu 1 ce pa3bupanBK 3a cekoj npodecruoHanel 1 ce
anAnMKabuaHM BO MHOTY Pa3/IMYHU KOHTEKCTH.



Mo rNaBHMOT 3aKAYYOK, M BKAyYMBME BeXOUTe BO MPUPAYHUKOT U BepyBame AeKa Ke ce
KOpUCTaT 04, CTPaHa Ha BpaboTeHUTe BO CNOPTCKUTE OpraHM3aLumm U opraHn3auumTe Kom paboTaT
BO o6nacTta Ha cnopToT.

Bexxbu:

Nomoaopo TexHUKa
ABBI] metopa
TecT npawama 3a camoaHanmsa
CeTupame Ha cTpaBoT
N3bpuweTe, Aenermpajte, HanpasBeTe O4N0XKeTE
TemnnejT 33 6U3HUC NNaH
PaboTeH nucT 3a pewaBakbe npobaemum
KpaTKka npeseHTauuja
T-tabena
. ApBo Ha oanykn
. NnaH Ha akumu
. NnaH 3a AnyeH passoj
. SWOT aHanusa
. busHuc npouec - 20 npawama
. CamonpoueHKa 3a eMoUMOHaHA UHTeAUreHUMja
. SMART LUE/N
. 3aBpLuyBatbe Ha paboTuTe

LooNULPREWNE

R R R R R R R
N O U hd WN RO



TexHuKa 3a KOHUEeHTpauuja n poKyc

NnomMo/Z0PO TEXHUKA

OBaa TexHMKa cnyxu 3a nogobpysare Ha KOHLEeHTpaumjaTa n GoKycoT.

He e necHo aa ce 3aBpLlmM HeKoja paboTta, ocobeHo ako cTe camoBpaboTeHn NaKn ako Tpeba aa
3aBpLIMTe HeKoja paboTa 3a cebe WTO BOOOUYAEHO ja 0aN0KyBaTe, KAKO HA NpMMep NAakakeTo
cMmeTKK. CeKorall ce YMHM AeKa MMa HewTo Apyro WTo Tpeba Aa ce 3aBpLUn: Aa CpeanTe HeKoja
dM1OoKa, Aa ce jaBMTe Ha BallaTa CECTPA MM [a MM NPOBEPUTE LEHUTE HAa aBUOHCKUTE BuieTn 3a
naTyBakb€ Ha KOe HemaTe Hamepa Aa oguTe.

TexHuKaTa Nomogopo 6una m3mmcieHa Ha MNoOYeTOKOT Ha 90TuTe roaAuHW, of, CTpaHa Ha
®paHyecko Ynpuno, passmBeay, npeTnpmemad 1 astop. lomoaopo e umkanveH cuctem. Pabotute
BO KPaTKN BPEMEHCKMN UHTEPBANM, LITO OBO3MOXKYBa NOCTOjaHO Aa CTe NPOAYKTUBHU. MICTO Taka
nmaTe peoBHU Nay3u WITO BU ja NOTTUKHYBaaT MOTUBaLMjaTa M BM ja pa3BMBaAaT KpeaTUBHOCTA.

MeToponormjata e eAHOCTaBHa: Kora umaTte Hekoja obemHa 3afaya, uan noseke 3aadun WTO
Tpeba fda rv cpaboTuTe, noaenete ja paboTata Ha KPaTKM BPEMEHCKU MHTEpPBanU (HapeyeHu
“Pomodoros”) ogaeneHun co KpaTKku naysun. Ha 0Boj HauMH ro TpeHMpaTe MO30KOT Aa ce GpoKycupa
Ha paboTuMTe Ha KpaTKM Nepuogum LWTO BM MOMara Aa rm no4YnTyBaTe BPEMEHCKUTE POKOBU U
pefoBHO Aa 0AroBapaTe HA MEWIOBUTE LUITO NOCTOjaHO BM CTUTHYBAAT BO caHAa4veTo. Co TeKOT Ha
BPEMeTO, 0Ba MOXKe Aia BU MOMOTHE MU NOA0M0 Aa ro 3a4pXK1Te BHUMAHMETO U KOHUEHTpaumjaTa.

5Te yekopu Ha TexHUKaTa lNNomoaopo
1. OpbepeTe ja 3agayata 1 BpeMeTO LWITO Ke ro NoCBeTUTe 3a Aa ja 3aBpLunTe,
2. HamecTeTe ro TajMepoT Ha 25 MUHYTH (KOpUCTeTe TajMmep 3a jajue UM HeKoja anankaumja)

3. PaboreTte Ha 3agayata 25 mnHytn. OgberHysajte rm cute paboTu WTO BU rO 0ABNEKyBaaT
BHMMAHMETO M NOPUBUTE 38 MYNTUTACKUHT.

4. HanpaseTe naysa 5 mnHyTM 3a 06HOBYBare Ha eHeprunjaTa, NOTOA 3anoYHeTe ywTe efeH
Nomogopo.

5. Tlo 3aBpwyBareTo Ha YeTnpu NMomoaopo Aenosu HanpasTe nay3a og 20-30 MUHYTK.
AKo oa/lyumTe Aa ro cnpoBefeTe 0BOj CUCTEM TOrall Ke MOXKeTe Aa:

e Ce oaBuKHeTe ga npaBuTe noseke paboTn UCTOBPEMEHO.

e Ce dpokycupaTe Ha 3a4a4aTa WTO ja paboTUTE BO MOMEHTOT.

e 3aBpwwuTe NoBeKke paboTu buaejkM Ke ro MmaTe YyBCTBOTO Ha UTHOCT.

e [0 opberHete NepdPeKUMOHUCTUYKMOT HAUYMH Ha PA3MMUCNYBarbe MPEKy MNpeTepaHoTo
»Npunarogysare” Ha NPOEKTOT.



e l3rpagmTte NOBMCOKO HMBO HA BOJIja M KOHLUEHTpaumja.
e [0 HamanuTe HUBOTO Ha cTpec bmaejkM Ke paboTuUTe Ha camo efiHa 3a4aua.

ABBIrfi METOA

3a Aa rM NocTUrHeTe UEeNUTe M Aa CTaHeTe C& OHa WTo MoXKeTe, Tpeba Aa noyHeTe Aa ro
KOHTpPO/IMpaTe BalleTo Bpeme.

OcHoBHaTa anaTKa 3a ynpasByBat€ CO Bpeme W /ncTaTa Ha NPUOPUTETH, OAHOCHO /INCTA Ha
pabotn wTo Tpeba Aa ce HanpasaT, WTO Ce KOPUCTM KAaKo MOCTOjaHO CpeacTBO 3a JIMYHO
ynpasyBame. PakT e AeKa He MoXeMe Aa o KOHTpo/Mpame ,BPeMeTo”, HO Moxeme Aa ce
KOHTpo/AMpame camuTe cebe. 3aToa, ynpaByBakbeTo CO Bpeme 6Oapa AucumnianHa U
CaMOKOHTpoOAa.

Cnopegn ABBI[, meTtopoT, npep, Aa noyHete co paborta Tpeba Aa ja npoBepuTe AUCTaTa Ha
NPUOPUTETH, OAHOCHO NINCTATA HA 3a4auun WTo Tpeba ga ce HanpaBaT M CeKoja 3agaya Aa ja
obenexute co A, b, B, I unn . OBa Ke BM NnomorHe aa buaete mHory noedeKkTMBHU LWITOM Ke
3anoyHerTe co paborTa.

3aza4a A - e HeWTOo WTO € MHOry BaXHO. be3 pa3nunKka ganun Ke ro HanpasuTe UM He, Taa MOXKe
Aa UMa rosemo B/IMjaHMe Ha BawuTe pe3yntatM u ycnex. OBaa 3agadva 6bu Tpebano aa ja
n3pabotute npen cute Apyru. JOKONKY MmaTe noBeke og eAHa ,A“ 3agauum, nogpenere ru
crnopef npuopwuteT, np. A-1, A-2, A-3 UTH.

3apgayva b - e HewTo WTO Tpeba Aa ro cpaboTtute. OBaa 3agavya Uma nobnarn nocnegmumn A0KONKY
ja cpabotute nnu He ja cpabotute. Ha npumep aa ja nposepuTe BalaTa €NeKTPOHCKA NoLwTa, Uam
Aa ce jaBuTe Ha NpujaTenor...

3agayva B - e oHaa WwTo e A06po Aa ja cpaboTute. OBaa 3a4a4a HeMa HUKAKBM NOCAEANLM AOKOKY
He ja 3aBplunTe. Ha npumep, eaHo Kade noseke, Aa 0AUTE Ha Nas3aperbe, Aa NPOYUTaTE BECHUK.

3agava I - e OHaa WTO MoXKeTe A3 ja AafeTe Aa ja cpaboTn HeKoj Apyr.

3apava [l - e oHaa WTO MoOXeTe Aa ja eaMMuHMpaTe. Toa MOXKe Aa e HeKoja MHOory crapa
AKTMBHOCT WWITO AeHeC HemMa HUKaKBa BaXHOCT 33 Bac, 3aja4a LITO HeMa HUKAKBO 3Hayere 3a
NOCTUrHYBak-€ Ha BalWMOT ycnex.

BarKHO npaBm/IO: HMKOraw He npaseTe ja 3agayata ,b” fOKONKY He cTe ja 3aBpwuae 3aga4ata
»A“ M HMKOraw He 3ano4YHyBajTe CO 3a4a4aTa ,,B” 4OKONKY ce ylwTe He CcTe ja 3aBplunie 3agavaTa
»b". U3BpLlIyBarbeTO Ha 3aZa4mTe eHa NO eAHa e eAHa o4 HajaobpuTe TEXHMKM 3a ynpaByBatbe
CO BpPeMeTo M ynpaByBareTo caMn co cebe. Toa 3HauM AeKa Kora Ke ogpeanTte Koja e BalaTta
3afa4a A-1 3anoyHeTe CO Hea M CKOHUEHTpUpajTe ce camo Ha Taa 3ajadva. Hayyete pa ce
KOHLeHTpupaTe 6e3 ga ce pefakcMpaTe UAK HELWTO Aa BM 0 043eMa BHUMaHMETO.


https://www.developgoodhabits.com/increase-willpower/

TECT NMPALLUAHA 3A CAMOAHA/JIN3A

[anwu yecTo ce ,4yBCcTBYBaTeE NI0WO“? [JOKO/IKY € TaKa, WTO MUCAUTE AeKa e NpMYMHaTA 3a Toa?
[anv 4ecTo rm KpUTKMKyBaTe APYrnTe U pearmpaTte Aypu U HA HajMana NpoBoOKaumja?

[anv yecto npaBuTe rpeLwkm Ha paboTa, N AOKOJIKY e TaKa, 30WTo?

Janv ro opberHysaTte ApyLWITBOTO HA HEKOja IMYHOCT, AOKO/IKY € TaKa, 30WTO0?

[anu cu ja cakaTe npodecunjata? [LIOKONKY He e TaKa, 30WTo?

Jann camoposepbaTta BM ce 3ronemysa MM Hamanysa Co roguHuTe?

[anv yunTe HeWTO BpeaHO OA rpelkure?

Yue BNMjaHUe Be MHCMMPUPA HajMHory? Koja e npuymHaTa 3a Toa?

[anv ro 3aHemapysaTe BalMOT inYeH nsrnea? JOKONKy e TaKa, BO KOM CUTyaLMn 1 30WTO?

Jann ™ TonepupaTe HeratuBHUTE U obexpabpyBaykuTe BAMjaHWja LWITO MOXKeTe ga ru
oaberHete?

Jann cn nmate oppeneHO rnaBHa Uen, AOKONKY € TakKa, Koja € M KaKo nniaHupaTte ga ja
nocTurHeTe?

dann umate meTtog, 3a 3alUlTUTa O HEFATUBHUTE BAMjaHM]ja o4 ApyruTte?
danu Kopuctnute camocyrecTunja co Uen ga pasmmcayBaTe Nono3MTUBHO?

LWTo ueHnTe noBeKke: maTepujanHmMTe paboTu WTO rM nocenysaTte UAWM NpUBUAErnjaTa Aa cu rm
KOHTpO/AMpaTe mucaumTe?

Janv apyruTe nyfe necHO MoKaT Aa B/iMjaaT Ha Bac NPOTUB Balla BOJja?

[anv peHec B1 ce CNyYn HELWTO Koe BM ro yHanpean 3HaerweTo UK BM ja nogo6pum coctojbaTta Ha
ymot?

[dann ce coouyyBaTe CO CUTyauMWUTE KOM Be MNpPaBaT HECPEKHWM Ha WCKPEH HAUYUH WUAU U
onberHysaTe BalwnUTe 0AroBOPHOCTM?

Ldanu rv aHanuMsmpare rpewkmTe uam Heycnecute? Jann ce TpyauTe Aa HayymuTe HELWTO o4, HUB,
WA MUC/IUTE AEKa Toa He e Balla ob6BpcKa?

Jdann moxkete ga rn HabpouTte BawuTe Tpu Hajronemu cnaboctn? LUTo npasute 3a ga rm
nonpasute?

[anv op 4HEBHUTE UCKYCTBA M U3BNEKYBaTe Hay4YeHUTE IEKUUM U NO3UTUBHU BAUjaHW]a 04, KOU
nMmaTe Hajronemun Npuaobmnskru?

Koun HaBMKK Ha gpyrute nyre HajMHOry BU npeyat?



[anv nmarte cBoe mucnere Uam 403BOAyBaTe ApyruTe Aa BM BAMjaaT?

Jann HayumBTe KaKo fAa co3gagete coctojba Ha yMOT KOja MOXe [Aa Be 3aWTUTU o4
obecxpabpyBayku BanjaHnja’?

[danuv BepyBaTe AeKa e Balla AO/IKHOCT Aa MM AenuTe rpukuTe Ha apyrmute? AKo e TaKa, 30WTo?

[anv BepyBaTe geKa NOroBopKaTa ,CeKoja NTMLA CM MMa CBOE jaTO” KarKyBa HELLTO 3a Bac cnopes,
NPodUNOT Ha NyfeTo WTO r'M NpMBAEKyBaTe?

Jann e MOXHO HeKoOja JIMYHOCT LWITO ja CMeTaTe 3a npujaten Aa BM € BCYLUHOCT HajronemmoT
HenpwujatTen Nnopaam HeroBoTo/HEej3SMHOTO HEeraTMBHO BAWjaHWeE BP3 BallaTa cocTojba Ha yMoT?

Cnopep, Kou NpaBuaa ogpeayBaTe WTO BU € 04, KOPUCT, a LUTO BX HALWITETyBa?
[anu BalWIMOT NapTHEP € MEHTAIHO CynepuopeH U MHGEepMopeH BO OAHOC Ha Bac?

Konky Bpeme BO 24 yaca oABoOjyBaTe 3a: BaWeTO 3aHMMatbe, cnuerbe, 3abaBa M penakcaumja,
AobunBarbe Ha KOpUCHU MHPOopMauuK, cnobogHo Bpeme?

Koja BM e HajronemaTa rpu»a? 30wWTo ro Tonepmpate T0a?

Kora gpyrute BM HyaaT 6ecnnateH COBEeT WITO He cTe ro nobapane, ganun ro npudakate bes
pasmMuCcayBakbe UK T aHaNU3npPaTe HUBHUTE MOTUBU?

LUTo HajmHory cakaTte? [anu ce ctpemuTte Aa ro aobuete Ttoa? [danu crte NOArOTBEHM Aa U
XPTBYBaTe cUTe Apyru *Kenbu 3a Toa? Kosky Bpeme AHEBHO 0ABOjyBaTe 32 OCTBapyBake Ha Taa
xenba?

[anu yecto ce npegomucnysate? [lOKONKY € Taka, 30WTO?

[anv BoobmyaeHo ro 3aBpLuyBaTe TOa LWITO rO 3aM0YHyBaTe?

[anu necHo BM BAMjaaT MUCNeHaTa UK 360poBuUTE Ha Apyrute?

[anu ce rpykute 3a Nyreto 3apagm HUBHMOT COUMjaNeH AN MaTepujaneH cTaTyc?
Konky Bpeme B Tpebalue 3a aHaM3npare U 04roBapare Ha OBMe npawakba?

[OKONKY 04roBopuBTE Ha CUTE Mpallakba - cera 3HaeTe noBeke 3a cebe Bo cnopepgba co
noronemuoT gen o nyfeto. Bpakajte ce Ha UCTUTe Npallarba eaHal HeaenHO BO HapeaHuTe
HEKOJIKYy meceun 1 Ke BUAUTE KOAKY MHOry HOBW paboTu 3a cebe Ke HayuynTe Mpeky UCKPeHo
o4roBaparbe Ha UcTuTe.

AHKema 3a npemnpuemayu



3abenewka: AHKETA
OBa He e Tect! OBaa aHKeTa e 3a TBOUTE IMYHN MHDOPMALUM.

Mogony ce HaseaeHM OpPOjHM U3jaBM KOM Ce OJHecyBaaT Ha TBOjaTa /IMMHA MNO33aAMHa,
HMXEBMOPUANTHN KAPAKTEPUCTUKU U KMUBOTHU MaTepHU. HajBaKHMOT Mcxon of, oBaa Bexba e
MCKpPEeHa 1 ToYHa CaMoNpoLLeHKa 3a Toa Kako CM NoBp3aH/a co ceKoja o4, oBUE U3jaBM.

LlenocHo ce
cornacysam ~ [lo HeKkape ce cornacyBam ~ He ce cornacysam BOONLWITO
5 4 3 2 1

1. Ce cmeTam 3a NPaKTUBHA TNYHOCT, CeKOrall Cym BO nNOTpara no HOBU naeun.

2. Y)xuBam aa pabotam 1 ga ce coumjanmsmpam co Apyrn u moxam Aobpo ga ce nospsam co
OHME KOW MMAAT PasNNYHU Naeun o4 MeHe.

3. Jac cym nngep.

4. [pe3emam oAroBOPHOCT.

5. MnaHupam ce, npaBam INCTM U NOCTAaBYBaM NPUOPUTETH.

6. Mpesemam PUHAHCUCKM M KapUepHU pU3nLLM Kora e noTpebHo.

7. BpeaeH paboTHMK cym, paboTam No MHOry caaTv M He NpecTaHyBam AOAEKa He ja 3aBpLliam
paboTaTa.

8. lobap/nobpa cym Bo HocereTo 0asykun. Ce cmeTam 3a oaslydeH/oanyyHa
9. bu cakan/a ga npesemam Le/IoCHa OAroBOPHOCT 3a YCNecuTe U HeycnecuTe Ha MojoT BU3HMUC.
10. CurypHa IMYHOCT CYyM M NyfeTo MU BepyBaar.

11. YXnBam ga rv KOHTPOAMPAM MOUTE 3a40NKEHM]ja U Aa HOCAaM OAJIYKM KOM MMaaT BAWjaHUe
BP3 MojaTa paborTa.

12. Umam cunHa kenba aa NocTMrHam NO3UTUBHU Pe3yaTaTh Kora ce 6bapa fONONHUTENEH TPYA.

13. Bo gobpa popma cym, moxam aa paboTtam gonro Bpeme 6e3 ga ce Usmopam Uan Aa 3emam
cnoboaHn oeHoBMU.

14. Umam BMCOKO HUBO Ha eHeprunja Koe Tpae 0/ro Bpeme.

15. Mmam kenba ga rv npasam paboTtuTe gypw 1 Kora Apyrute nyre ce cMeat Uan me UcMmejysaaT
3aTOa WTO M NpaBam.



16. Cekoraw ce TpyAam Aa ro 3aBplUiamM CEKOj MPOEKT WTO ro 3anovyHysam, 6e3 pasnvka Ha
npenpeknTe 1 TeWKoTUUTe.

17. Ce npunarolyBam Ha NPOMEHANBUTE YCAOBM.

18. ' KOpMCTam MUHATUTE FPeLLKU 3a 4a y4am O, HUB.

19. Kora Ke 3ano4yHam cO HEKoja 3a4ava, NocTaByBam Lenu 3a cebe.
20. 'v 3aBpwyBam paboTuTe Ha Bpeme.

MNoeHwu

80 - 100 Mmaww HeBepojaTHa cNOCOBHOCT 3a Aa buaew npetTnpuemay.
60 - 79 Mmaw 3agoBoantenHa cnocobHocT 3a ga bugew npetnpmeman.
40 - 59 CamospaboTtyBare Mmoxxebn He e cooaseTHa Kapuepa 3a Tebe.

0 - 39 BepojaTHo Tpeba ga ro ogberHysall NPeTnPUEMHULITBOTO.

Pa3srnepnaj ru cute 061acTv Kage umall OCBOEHO NoManKy og 5 noeHun. Jann uma HewTo WTo 61
cakan/a aa cmeHuw Bo Taa obnact?

CETUPAHRHE HA CTPABOT — AJIATKA 3A ULIHU NPETIIPUEMAYN

KonKy naTu CTpaBOT O TOa LITO MOMKE Aa Ce CNy4YM Te CNpeynno ga npesemell akumja okony
HeLUTO LUTO CY caKan/a Aa ro Hanpasuw? Ho, LOKOAKY OBME M3rOBOPM Mo 3emaat HajaobpoTo o,
Tebe, MOXKeL CaMo Aa 3aXKauLl AOKO/KY He Npe3eMell HMKaKBa aKuuja.

LLTo e ceTnpatrbe Ha cTpaBoT? CTpyKTypupaHa Bexba 3a pednekcnja nsmmucneHa og Tum depuc,
KOja CNy»KM A3 BM MOMOTHE Aa ' AoHeceTe 04J/1YKUTE LITO NONECHO BO MOMEHT Kora Ke Be 063eme
CTpaB 1 Ke Be 04BpaTu 04 OHA 33 KOe pa3mucayBaTe.

CrpaHa 1: AOGI’IM)KVBaI-be A0 U 3ano3HaBakbe CoO CBOUTE CTPABOBU

Yekop 1: Ha npBata cTpaHa HanpaBeTe TPM KOJIOHM W O3HayeTe ™M co ,aeduHupaj”,
,fNpeBeHnpaj”, ,nonpasn”.

Yekop 2: Bo npBaTa Ko/OHa, AeduHUpaAjTe T cuTe paboTm 3a KoM ce naawmte ga npesemeL
aKkumja.

N3nucTajte rm cuTe HAjIoOWKM MOXKHWU CLLEHaApKWja, COMHEXN U MOXKHUTE ,LUTO aKO“ CUTyauumu.
3anuwerte rn cuTe 6€3 Aa NpecKOKHyBaTe HeKoja. Hekom oa npalwarata moxat ga buaat: Koe e
HajNoLWOTO MOXKHO cLeHapuno? LLITo moxke aa TprHe Ha fowo?



Yekop 3: Bo BTOpaTa KONOHA, U3/INCTAjTe ' CUTE HAYMHM HA KOM MOXKe [a ce peayuupa MOXHOCTa
A ce C/ly4n CeKoe oA, HajnoLWmnTe MOXKHU cueHapuja.

KakBu akuum Tpeba ga npesemeTe 3a OBME CLLEHapMja Aa He ce cayyat? (3emeTte rv npeasua u
NOMasIUTE U FOIeMUTE aKLMK).

Yekop 4: Bo TpeTaTa KONOHA, U3INCTAjTe M HAaYMHUTE Ha KOU MOXKe Ja ce nonpasu wTeTaTa,
AOKO/IKY TUe cLeHapuja ce cayyar.

Kou akummn Tpeba aa ce npesemar 3a Aa ce Nonpasu WTeTaTa, UM 3a Aa ce BpaTMTe BO NpasaTa
Hacoka?

Yekop 5: OueHeTe ro UMMNAKTOT Ha OBME Haj/IOWN MOXKHU CLLeHapuja Ha cKkana og 1-10.
1 = MMHMManeH nmnakTt 1 10 = TpajHa *MBOTHA NPOMEHA

CtpaHa 2: 3emeTe r1 npeasua MoXXHUTe 6eHedpUTU 04 NpesemarbeTo akuMmja

Ha BTOpaTa cTpaHa, aajte c1 npocTop Aa buaeTe NOOTBOPEHU M MMAjTE NpeaBMA, LTO MOXe A3
BU Nojae o4 paKa AOKOKY npesemeTe aKkumja.

Yekop 6: 3anuwweTe rm cute NO3UTUBHU beHedUTU Aypu 1 o4 eaeH obua, nam genymeH ycnex npu
npesemareTo aKuuja.

Yekop 7: OueHeTe ro MOXHMOT NO3UTUTMBEH BeHedUT of, oBMe ycnecu Ha cKkana oa 1 go 10.
1 = MMHMManeH umnakt, 10 = MHOry 3Ha4yaeH UMMAKT.

Page 3: 3emete ru npeasua nocaeguumTe o4 HenpesemakweTo akumja

CTpaHa Tpu e UCTO TaKa Ba*KHa KaKo M OCTaHaTUTE, HO YeCTO BO NPOLECOT Ha HOCEHETO OANYKM
ce 3abopaBaat nocneamunTe o4 Henpesemar-eTo akuuja.

Yekop 8: HanpaseTe 3 KOAOHM Ha OBaa CTPaHa M O03Ha4veTe r1 co 6 meceum, 1 roamHa n 3 rogmHn.
MpoeKTMpareTO Ha aKUMKN HaL 3 rOAMHM € HEONUMNJ/IMBO, 3aTOA 3aPKETE Ce BO OBOj PaHTr.

Yekop 9: 3anuweTte rn cuTe MOTEHUMjaIHU NOCneamumM o4 3a4prKyBarbe Ha cTaTyc KBO. Koja e
LeHaTa of, HenpesemareTo aKunja?

U3bpuweme, denez2upajme, Hanpaseme, 00sa0x3ceme

MN3b6puLweTe ro - NpoBepeTe Aa/M 33 HELITOTO e NOoTPpebHO Aa NOCBETUTE BHUMAHWUE, UM Jann e
BpPEAHO 3a Aa ro NoTpoLmnTe BaleTo Bpeme. [IOKO/KY He e, Toraw eAHOCTaBHO M3bpuLueTe ro.

Lenervpajte ro - 4ann e Ba)*KHO MW HEONXOAHO Aa ja M3BpWMUTE 3ada4daTta? [anu e Toa Bawa
oarosopHocT? [IoKO/IKY 0AroBOPOT € He, Torall generupajte ro.



HanpaBseTe ro - 4OKO/NKY € BaXHO 3a Aa ro HanpasuUTe U MMaTe BpemMe 3a Toa, Torall HanpaseTe
ro BegHaw. Oan0XKyBaHETO Ha BaXKHM 334341 YecTonaTn BOAU A0 OAJ10XKYBaHe UAN A0 YYBCTBO
Ha aHKCMO3HOCT UM CTPEC.

OpnoxkeTe ro - UMa HEKOM 33434M LITO 3aBpLUyBaaT Ha BaweTo 6MPO WTO He MOXKeTe BeAHAl Aa
rm cpabotuTe. Toa MOXKe Aa e eNeKTPOHCKa NopakKa 3a pe3epsauyja Ha cemejHMOT ogmop. He e
Ba)KHa 3a Bpeme Ha paboTHMOT AeH, HO Ba)KHO e Aa ja 3aspwwuTe. Ma, 3aToa moxeTe Aa ja
OA/I0XKUTE N A3 ja NornegHeTe efIeKTPOHCKaTa Nopaka NoAoLHa, BO C10604HOTO Bpeme.

Temnejm 3a 6u3Huc naaH

1. Hacnos:

2. Koj ro cnpoBeayBa (HajmHory 200 KapakTepu):

- Mwucwmja, Busuja, BpegHoctn, AkTusHoctM, Oncer Ha paboTa

3. AHanu3a Ha npobnem M pelweHue 3a ONWTECTBEHO npeTtnpujatve (makcumym 300
KapakTepw):

4. AHan13a Ha Na3apoT 3a KomnaHum (Makcumym 300 KapaKTepu):

5. Onuc Ha ycnyru uam npoussoam (Makcumym 250 KapaKtepu):

- KapaKTepucTMKKTE Ha ycayrata Uam npousBoaoT, raBHUTe 6eHedUTH 33 KIUEHTUTE UK
TapreT rpynaTta, ApYyry BaxHU MHPopMaumu:

6. CTPYKTYPA u ANIATKU / Kako Ke ja opraHusmpaTte paboTtaTa BHATPELWHO M HaABOPELWIHO?
(makcmym 200 KapaKTtepu):

7. KomyHMKaumcku nnaH (Makcumym 400 KapakTepu):



8. MnaH Ha aKTMBHOCTU / BpemeHCKM pokoBu (Makcumym 400 KapakTepw):

9. ®MHaHCUKM (KOoNKja o4 eKcen AOKYMEHTOT)

10. KOHTAKTH

PABOTEH J/INCT 3A PELLIABAHKE NPOBJ/IEMU

PewaBareTo npobaemu e npouecoT Ha AEHTUDUKyBatbe HAa NPobaeMOT, paBUBaHETO MOXKHMU
peleHnja u Npe3emarbeTo COOABETHMN aKLUM.

3owTo pelwasBareTo Npobaemu e ToNKy BaxKHO? [lob6po pasBMeHWUTE BELTUHM 3a peluaBakbe
npobaemn He camo WTO ro nofobpyBa BALLIMOT SINYEH KMBOT, TYKY C€ M KAYYHWU 33 BAWMOT
npodecnoHaneH *Xneot. Bo momeHTanHaTa rnobasHa eKOHOMMja KOja ce MeHyBa CO TOJ/IKaBa
6p3unHa, paboTogaBunTe YecToONaTU r'M MAEHTUOUKYBAAT BELUTUHUTE 33 CEKOjAHEBHO pellaBate
npobaemn Kako KAy4yHW 3a ycnex Ha HUBHUTE MHPopmaumu. 3a ycnewHo crnpaByBatbe CO
noTeHumMjanHNOT npobnem npobaj ga oAroBOPULL HA CnefHMBE Mpallarba:

wro

- LUTO TOYHO CaKaM Aa NOCTUTHam?

- Kou ce edpeKkTute?

- LITO Ke Ce C/ly4M AOKOJIKY He Ce goHece 0Aa/yKa UK He ce Hajae peweHne?
- wto mu Tpeba 3a ga ognydyam?

3owTo

- 30WWTO cakam Aa Hajaam peweHune?

- 30WTO ce cnyYnn NPobAEMOT UAN MOMKHOCTA?

- 3owTo Tpeba Aa Hajaam pelleHne MAN HaUYMH 3a Aa NPOAOIKAM?

KAKO

- Kako e peweHneTo pasnmyHo?

- Kako ce peneBaHTHM MHPOpMaALUUTE WTO rm cobupam?
- Kako moxam aa aosHaam noseke?

- Kako moxam ga BKNy4yam peneBaHTHU nyfe?



KALE

- Kage ce nojasun npobnemot?
- Kage uma BnnjaHume?

- Jann e BaXKHO ,Kaae”?

- [JOKO/KY Aa, 30WTO € BaXKHOo?

KoJ

- Koro cakam ga ro HanpaBam 3a40BOJIEH?

- Komy e BarkHa cutyaumjasa? Koj e apekTmpaH oz nctaTta?
- Koj e nuBonsupaH (MHdopmaumja, akumja, nomow) ?

- Koj Tpeba aa e nHpopmupan?

KOrA

- Kora ce nojasu npobnemot?
-Kora Tpeba pa pearnpame?
-[o Kora Tpeba Aa ce paspewn?

KPATKA INPE3EHTALINIA

[oKonKy umaTe naeja 3a Bawl 6M3HUC, MOPaHO AN NOAOUHA, Ke Tpeba Aa ro npeseHTUpare npesq,
Hekoro. W, 6e3 pasnnka Komy ja npeseHTMpaTe naejata - Tpeba Aa moXKeTe Aa ro HanpasuTe Toa
Ha HauMH Ha KOj Ke ro 3anamTaT M co Koj Ke rm ybeaute. KpaTkata npeseHTauMja e KpaTok,
NpaKTUYeH nperneg Ha Bawarta OU3HUC naeja, HanpaBeHa Ha eaHOCTaBeH M He3abopaBeH HaAuMH
33 ja MOKaT caylwaTenmTe Aa ro 3anomMHar.

Ma, WTOo ja NnpaBu 0A4NYHA KpaTKaTa npe3eHTaumja?

MPBOTO M HajBa*KHOTO HeLWTO WTO Tpeba Aa ro 3aNOMHETE € MOMKHOCTA A3 M1 KaXKeTe HEKOKyTe
HajBaXKHW paboTu 3a BawaTa uaeja, NPOAYKT 3a Aa I'M HaTepaTe Aa BuAaaT 3owTo Tpeba aa
MHBECTMPAAT. 30WTO ro NPaBuUTE TOA LITO ro NPABUTE U 30LUTO BM € BaXKHO?

M 3a pa ro HanpaBuTe Toa NoTpebHM BU ce oBMe 2 KNy4Hu paboTu:

1 —NpeHTndunKyBajTe noTpeba — MNpBOTO HewTo 3a Koe Tpeba aga 3bopyBaTe e 30WTO UM e
notpebHa BawaTa naeja unn nponssos? Koj e npobaemoT Koj NOCTOM 3a KOj BalWMOT NPOM3BOJ, e
peweHneTo?

2 — NpeHTdMKyBajTe ja eANHCTBEHTA NPOAAaXKHA NPeAHOCT - Co Apyrv 360poBMm, WTO e Toa Nno
WTO BaWMWOT NPOM3BOL WAWM Waeja e enuHCTBEH UM BaXeH 3a npobnemotr wTto ro
naeHTUdnKyBaBTe?



[OKONKY MoXeTe jaCHO fa v npuKarkeTe osBue Age HewTa - npobaemoT u wto AobmBaaTt co
BaLIMOT NPOU3BOA N UAeja-Torawl ja umaTe OCHOBATa Ha npeseHTauujaTa.

Ha Kpaj, ako cakaTe KpaTKaTa npe3eHTaumja ga buae Hajoobpa WTo MmoxKe, UMa HEKOJIKY OCHOBHM
npasuna Wto Tpeba Aa rm 3anomHuTe:

1.bnpete KpaTku
2.0p6erHyBajTe »KaproH
3. Heka buae npumamnmea

4. bupgete Bo3byaeHW, NOKaxKeTe ja cBOjaTa nacuja, buaete eHTy3snjacTuuHK, buaete ceou U
buaerte ropam Ha cebe.

N nocneneH coseT-BerkbajTe. BexxbajTe Ha rnac, BexkbajTe Ha NTMCMEHO, M NPOBeEpPEeTE Ce CO CBOUTE
npujaTtenu, Co OHME Kou He ce naawaT Aa Bu gagaaT puabex.

T-TAGEJIA

T — TabenaTa ce KOpWUCTU 33 HaBeayBake ABE OALENHW rNeamluTa 3a JajeHa Tema. TemuTe
MOKaT Aa BK/y4yBaaT WTO HUI0 LWITO MOXKE jaCHO Aa ce NOAEeNUN BO ABE Pa3NYHM rneamwTa. Ha
npumep, YecT Cay4yaj 3a Kopuctewe Ha T — Tabenata e ogpenyBarbeTOo Ha MO3UTUBHUTE U
HeraTMBHWUTE CTPaHM Ha BaKHAa oA/yKa . [pyr1 cnpoTMBCTaBEHM rneamiuTa KoM GyHKUMOHUPaaAT
A06po ce GaKTM HaCNPOTM MUC/EHA, MTPEAHOCTU U HEAOCTATOLUM, CUHWU U CNnabu CTpaHU, MUTOBM
N PEaNHOCTU, KaPaKTEPUCTUKM U KOPUCTH, 33 U NPOTUB, NPUYMHKN U nocneanum. Mpumep:

Tema:

CnnHu cTpaHmn Cnabwm ctpaHum




APBO HA O4/1YKH

OpBO Ha OA/IYKM € Mana CO MOMKHM MUCXOAWU Of cepuja noBp3aHuM u3bopu. Toa My AaBa Ha
noeavHeUoT UM OpraHM3aumMjaTa aa rm U3Mepu MOXKHUTE akLUWUM 33 U NPOTUB BP3 OCHOBA Ha
TpowouuTe, BepojaTHoCTa 1 beHeduTUTe.

Cum60nM Ha APBOTO HA OANYKHU

dopm
a Ume 3Hauere

Ja nokaxKyBa oasnyKaTa wTto Tpeba pa ce
. Jason Ha oanyku y ATy P

JoHece

Jason Ha ,

lNMoKarKyBa NnoBeKe HeCUTypHU Ucxoam
MOXHOCTHU
paHKKM Ha  CeKoja rpaHKa NOKa*kyBa MOXEH ucxog nnm

anTepHaTUBKU aKuMja



®dopm
a Nme 3Hayemwe

OpbureHa
aNTepHaTMBa

Jason Ha KpajHa
TOuKa [0 noKaxkyBa pUHANHMOT MUcxoa.

Mokakysa nsbop wTo He ce oabpan

Kako Aa HanpaeuTe APBO Ha OANYKKU?

3ano4yHeTe cO rnaBHaTa ogJ/lyKa. HaupTajTe KBagpaTtye 3a Aa ja NpUKaKeTe O0Baa TOYKa, NOTOA
HaLUpPTajTe IMHMja 04 KBagpaTYeTO KOH AECHO 3a CeKoe MOXHO pelleHne nnm akymja. OsHavete
M cooaBeTHO. [lOKOIKY MCXO40T € HeCUrypeH, HaupTajTe Kpyr (KpyroBute npeTcTaByBaaT jasnu
Ha MOXHOCTK). Of, CeKOj ja3on Ha OANIYKK, HaLpTajTe MM MOXKHUTE pelleHuja. 3a CeKoj jazon Ha
MOHOCTW, HaupTajTe MHUM KOW U MpeTcTaByBaaT MOXKHUTe ucxoau. lpogonmketre ga ro
pa3noxyBaTe A0AEeKA CEKOja /IMHMjA HE MOCTUTHE KpajHa TOYKa, WTO 3HAYM AeKa HeMA NoBeKe
n3bopwu wto Tpeba Aa ce HanpaBaT UAM MOXKHU UCXOAM 3a Kom Tpeba aa ce pasmucaun. Jogasete
TPUAroNHMLM 3a Aa M obenexkmTe KpajHUTe TOUKW.

LLTtom egHal ro KomneTuparte ApPBOTO Ha OAYKW, MOAFOTBEHW CTE Aa M aHaAu3mpaTe ogaykute
CO KOW ce coouyBare.
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CeKoe WMCKYCTBO HOCKU CO cebe MOMKHOCTU Aa ce 3ano3HaeTe Co nyfe KON Beé UHCNnpuUpaar,
noaapysaat BO BallnUTe NOCTUTHYBakba U Ke BM NOMOrHaT Aa ja Od)OpMVITe BalWlaTa MAHNHA. KOU

ce TMe nyfe, pecypcu 1 UCKyCTBa KoM Ke BAMjaaT Ha BalMOT ycnex? [oyHeTe Aa pasmucaysare
ceral!
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NaenTnduKyBajTe 3 pecypca 3a Aa BU NOMOrHaT Aa HayyuTe noseke 3a TEXHUKUTE M NPOLLecoT Ha
CTEKHYBaH€ CAMOCBECHOCT M 3HaeH€e 33 TOa KaKo BalLeTo O4HECYBake BAMjae Ha ApyruTe.

Pecypcu 3owTo rv oabpasTe oBme? MNoctaseTe pOK 3a
NOCTUIHYBaH€

OpapepneTe 3 MCKYCTBA LITO MOXKETe Aa MM cieauTe 3a Aa ' pa3BMeTe OBUE BELUTUHM



MUcKkycTBa 3owTo rv oabpasTe oBme? MNocTaBeTte poK 3a
n3BpLIYyBakbe

HabpojTte 3 nyfe Kom Ke BM NOMOrHaT M NoAaprKaT BO UCNOJIHYBakb€ Ha BalLUTe Lenu.

KoHTaKT nmutsa 3owTo rv oabpaBTe HUB? Pok 3a AuWpeKTHO uam

WHOVPEKTHO NOBP3YyBake CO
HUB

[1/1AH 3A JINHEH PA3BOJ

MNaHOT 3a /NIMYEH pPas3BOj € aKUMCKM NNaH HanpaBeH CO Len ga ro nogobpu 3HaeweTo U
cnocobHocTUTe, 4@ NOCTaBU HaMepW, Lenu (MAn ogpeaHULN) — OHa LUTO caKkaTe A4a ro NOCTUTHeTe
AW Kage cakaTe ga buaeTe Ha KpaToK, CpedeH WaM AOAT POK BO KapuepaTta, 06pa3oBaHuMeTo,
BPCKaTa nau BO camonoaobpysarbeTo. 3a A4a ro co3gazeTe BaWMOT IMYEH MN1aH Be OXxpabpyBame
[a ja Kopuctute cnegHasa popma:

Onuuwete ro npobnemaTMyHoTO oAHecyBare

Llenn 3a nogobpyBatrbe (TexHnka SMART)

MocTanka 1 (wWTo, Kora, Kage, co Koro)

CpepactBa:

MocTanka 2 (WwTo, Kora, Kage, co Koro)

CpepctBa:




MocTanka 3 (WTo, Kora, Kaae, co Koro)

CpepactBa:

MocTanka 4 (WwTo, Kora, Kage, co Koro)

CpepactBa:

SWOT AHAJIN3A

OBaa anaTka 3a CTpaTeLlKOo NAaHMpPaHbe YECTO Ce KOPUCTU NPU NOAIOTOBKATa Ha HOB MPOAYKT AU
Pa3BMBakETO MAEM 3@ HEKOja yc/lyra Kako noggplika Ha cneundouyHa OU3HMUC uen, npeky
€Ba/lyparbe Ha BHATPELWHWUTE M HAABOPELHMUTE 3aKaHM U MOXHocTM. Co oBaa anaTka ce
rpPynupaaT KAy4yHUTe aenynrba MHGopmaunmn Bo ABe rMaBHU KaTeropuu:

BHaTpeLHN GaKTOPU - CUNAHUTE U cnabuTe CTpaHM BHATPE BO OpraHM3aumjaTa

HagBoOpewHNn GaKToOpU - MOMKHOCTUTE W 3aKaHUTe 33 OpraHusauujata Kou poafaaT of,
HagBoOpeLHaTa cpeamHa

KOPUCHO WTETHO

CNTHN CTPAHU C/TABUN CTPAHU

1. 1.

BHaTpewHun 2. 2.
3. 3.

MOXHOCT 3AKAHM

1. 1.

HagsopelwHu 2. 2.

3. 3.




BU3HUC MNMPOLIEC - 20 NPALLUAHA

OBoj npouec GpyHKUMOHUpPa A0OPO KaKo anaTka 3a AM3ajHMParbe U KaKo afaTKka 3a aHanu3a Ha
npobnem.

1. UWimo

- lLTo e HanpaBeHo? (LLUTO € nocTurHaTo)

- 3owTo € NnoTpebHOo?

- LLTo apyro moxKe Aga ce Hanpasu?

- Lo apyro Tpeba aa ce Hanpasu?

2. Kaode

- Kage ce npasu?

- 3owTo Tamy?

- Ha Koe apyro mecTto moxke Aa ce Hanpasu?
- Ha Koe apyro mecto Tpeba ga ce Hanpasu?
3. Koza

- Kora e HanpaBeHo?

- 3owTo TOraw?

- Kora gpyr nat moke ga ce Hanpasu?

- Kora gpyr nat Tpeba ga ce Hanpasu?

4. Koj

- Koj ro npasu?

- 30WWTO OBaa AnYHocT/rpyna?

- Koj apyr moxke aa ro Hanpasu?



- Koj apyr Tpeba ga ro Hanpasu?

5. Kako

- Kako e HanpaBeHO?

- 30WWTO Ha OBOj HA4YUH?

- Kako nonHaKky moxe ga ce Hanpasu?

- Kako nouHaKy Tpeba ga ce Hanpasu?

CAMOITPOLIEHKA 3A EMOLIMOHAJ/IHA UHTEJTUTEHLINIA

EmoumoHanHa nHTennreHumja e cnocobHocta aa buae ceeceH, ga ce pasbupaaT u ga ynpasysa
co emoummTe. YcnexoT BO KMBOTOT 3aBMCM U O, HALLMOT EMOTUBEH KONMYHUK (EQ). PeweTe ro
TeCcToT NoA0NY U NpoBepeTe r'M CUAHUTE CTPaHM Ha BawwuoT EQ.

OueHeTe ja cekoja usjasa co: 0 — HMKoraw; 1 - peTko, 2 — noHeKoraw, 3 —yecTo, 4 - cekorawl

EmoyuoHanHa ceecHocm

1.

2.

9.

MowuTe 4yBCTBa MU Ce jaCHU BO CEKOj AafeH MOMEHT.

EmoumnnTe ce BaxkeH gen o4 MojoT XKUBOT.

MoeTo pacnosoxKeHne BaAnjae Ha NyfeTo OKONYy MeHe.

NlecHo mun e ga rm umeHyBam mouTe YyBCTBa.

HaaBopelwHWTe HacTaHW NeCcHO MOXKaT Aa B/InjaaT Ha MOETO PacnosioKeHue.
MorKam necHo ga NoYyBCTBYBAM KOra Ke ce HanyTam.

CnpemHO 1 UckaxyBam CBOUTE BUCTUHCKM YyBCTBaA.

JNlecHo rn onuwysam 4YyBCTBATa.

[lypv 1 Kora cym BO3HEMMPEH/a cBeCeH/a Cym 3a Toa LWITO MU Ce C/ly4YyBa.

10. Moxam ga ce ogaenam o4 MUCAUTE U YyBCTBATa U Aa M UCAUTAM.

Ynpasyeare co emoyuume

1.

2.

Ja npudakam oAroBopHOCTa 3a CBOUTE peakumu.

JlecHo oapeayBam LN U ce Ap3Kam [0 Hea.




3. Jac cym emoumoHanHo nbanaHcmpaHa IMYHOCT.

4. MHory Tpneavsa ANYHOCT CYM.

5. Moxam ga npudatam KpUTUKK og, gpyrute 6e3 ga ce UsHepsupam.

6. CTanokeH/a cym oypw v BO CTPECHU NEpUoaM.

7. He po3onyBam ga me BO3HEMMUPU HELLTO KOE He MU B/injae ANPEKTHO.
8. Moxam fa ce BO34piKam Kora Cym nyT/a Hekomy.

9. Ja HacoyyBam eHeprujata KOH KpeaTmsHa paboTa unm xobuja.

10. T KOHTPO/ZMPAM HAroHUTE Aa ce BHeCam npemHory Bo paboTuTe Kou M wTeTaT Ha
MojaTa 6narococTojba.

N3mepeTe ja eheKTUBHOCTA BO CEKOj AOMEH cneaejku ro cneiHMOB Kyu:
0-24 Uma npocTop 3a HanpeaoK: NOTPEBHO BHUMAHME U Pa3Boj
25-34 EdpeKTUBHO PYHKLMOHMpPae: pasMmuUcieTe 3a 3ajakHyBarbe

35-40 MopobpeHun BEWTUHN: KOPUCTETE M KaKo aayT 3a Pa3Boj Ha cnabuTte cTpaHu

KopucTejkm ru cunHute ctpaHn Ha BawnoT EQ 3a HajcMAHWOT fomeH Ha EQ HanuweTe npumep 3a
TOQa KaKo ja MOKarKyBaTe jakaTa CTpaHa BO CEKOjAHEBHUOT KUBOT:

EdeKTnTe Ha BawaTa cuaHA CcTpaHa Ha EQ— 3a BawMoT Hajcnab gomeH Ha EQ, HanuweTte npumep
3a TOa KaKo Toa B/iMjae Ha ApyruTe BO CEKOjAHEBHUNOT KUBOT:

MopobpyBare Ha cMaHUTe cTpaHK HA EQ — 3a BawmoT Hajcnab aomeH oa EQ, Koj Yekop moxkeTe
Aa ro npesemeTte 3a Aa ce nogobpute Bo oBaa 06s1acT? Kako Ke BW KOPWUCTM OBa BO
CEKOjaHEBHUNOT KMBOT?



S.M.A.R.T — [Nlocmasysare yeau

MHory nyfe ro NOMMHYBaaT }KXMBOTOT Npeorajkmn o4 eaHa Ha gpyra paboTa, unum 6p3ajkm Haokony
obuayBajkm ce pa 3aBpWAT WTO NOBeKe A0A4eKa BCYLWHOCT 3aBpLIyBaaT MHOTY MAJIKy.
MoctasyBarbeTto SMART Lenu 3Ha4UM AeKa Cu r1 pasjacHyBaTe naente, ce GoKycupare Ha TpyAoT,
ro KOPUCTUTE BPEMETO N PECYpPCUTE NPOAYKTUBHO U TM 3roemyBaTe LIAHCUMTE 3a NOCTUTHYBakbe
Ha OHa LUTO ro cakaTe BO KUBOTOT.

LLImo 3Hayu S.M.A.R.T nocmasysarbe Ha yenu?

30WTO Aa He pa3MMUCAMME Ha Masia LUen LITO cakall Aa CY ja NoCTaBULL BO MOMEHTOB, /IMYHA UK
npodecnoHanHa. 3a TBojaTa uen ga 6uae S.M.A.R.T, noTpebHO e Aa rM UCNonHyBa cnegHuBe
Kputepmuymu: cneundmryHa, Mepansa, OCTBap/INBa, peneBaHTHa U BPEMEHCKU OrpaHMyeHa.

CNEUNDPUYHA

TBojaTta uen Tpeba aa buae jacHa u cneunduyHa, BO CNPOTUBHO HEMA Aa BUAELL BO MOMKHOCT Aa
MM Hacouuw Hanopwute UKW Aa Guaew BUCTUHCKM MOTMBMpaH/a 3a Aa ja nocturHew. Kora ja
oAapeaysall cBojaTa Lwen, NoTpyam ce Aa o4roBOpULL Ha ciegHuse 5 npawama:

MpalwarsaTta WTo MOXKeLl Aa CU MY NocTaBULL Kora rv ogpeayBsall ueauTe ce:

e LlTo TOYHO caKaw Aa nocTurHew?

e Kape?
e Kako?
e Kora?
e CoKoro?

e Kowu ce ycnosute u orpaHnyyBarbata?

e 30WTO TOYHO CaKall A3 ja NOCTUrHewWw oBaa uen? Kom ce MOXKHW aNTepHATUBHM HAYMHM 33
NOCTUTHYBaHE HA UCTOTO?

e Kowu pecypcu nnm orpaHmyyBarba ce BKAyYEeHU?

MEPJ/INBA



MepnusuTe Lenn 3Ha4aT AeKa naeHTMOMKyBaLl WTO TOYHO Ke BUAULL, Yyell Uan novyBCcTByBaLl
Kora Ke ja nocTurHew uenta. Toa 3Haum AeKa ja pa3norKyBall LEeNTa Ha MepPNBU eNeMEHTH.

MepnuBata uen Tpeba Aa oaroBapa Ha caegHMBeE Npallamba:
e Kosnky (MHory)?
e Kako Ke 3Ham Kora e nocturHarta?
OCTBAPJ/INUBA
TBojaTa uen Tpeba ga e peannCTMyHaA M 0CBap/MBa 3a Aa buae ycnewHa
OctBapnusa uen Tpeba ga gage oaArosBop Ha ciefHUBE Npallakba:
e Kako mo’Ke aa ja nocTUrHam oBaa uen?
e KonKy e peannctmyHa uenta, 6asnpaHo Ha Apyru NpenpeKkn, Kako PUHAHCUCKK dakTopu?
PEJIEBAHTHA

OBOj YeKop e 3a Zla Ce OCUrypaLl AeKa TBOjaTa LLeN TM e BaXKHa, HO U AeKa e YCOoriaceHa co apyrute
PENEeBaHTHU LLeNun.

PeneBaHTHaTa Len gasa NOTBPAEH OArOBOP Ha CAeAHMBE Mpallakba:

e 30WTO Cakam ga ja NOCTUrHam oBaa uen?

e [anunBpean?

e [lanu e npaso Bpeme?

e [lanu ogrosapa Ha gpyrute Hanopu/notpebu?

e [lann cym BUCTMHCKATA IMYHOCT 3a NOCTUIHYBakb€ Ha oBaa uen?

BPEMEHCKU OTPAHUYEHA

BpemeTo e napu! 3aTtoa noctaBu pokosw, 3a cebe M CBOjOT TMM, U NOYUTYBAj M. BpemeHckuTe
POKOBM HEKa BMAaT peannctmyHm u GaekcnbumaHm 3a Aa ro o4pXKuLWw Mopanor.

BpemeHCKu orpaHMyeHa Luen HajuyecTo AaBa OAroBop Ha cleAHMBeE npallamba:
e Kora?
e LlTo moxam ga HanpaBam 6 meceum oA cera?
e LTo moxam ga HanpaBam 6 Hegenu og cera?

e LlUTto moxxam aa Hanpasam aeHec?

3ABPLIYBAHE HA PABOTUTE



PassueHa op [dejsug AneH, oBa e efeH opf HajefHOCTaBHUTE M HAjobjeKTUBHUTE aNaTKU u
TEXHWMKU 33 ynpaByBarbe co BpemeTo. Co OBOj MeTo, MOXETe Aa ja 3ronemuTe NpoayKTMBHOCTA
“ Aa NOCTUrHeTe noronem npopecnoHaneH nepdopmaHc.

3a Aa ja U3BeaeTe oBaa TEXHWKA, MOpa Aa MM cneauTe cnegHuBe neT yekopa:

1.

2.

CobepeTe: U3NMUCTajTe TM CUTE aKTUBHOCTYM WITO Tpeba Aa ce Hanpasar.

Mpouecupajte: aHanu3mMpajTe ja aMctata Ha bapara U MAeHTUOUKYBA]TE TM OHME 33 KOU
Tpeba nnu He Tpeba Aa ce npesemat akLUUu.

OpraHunsmpajte: opraHmsmpajTe rm 3agaduunTte 1 NnoctaBeTe POK 32 HUBHO U3BPLLYBAHE.
N3Benba: n3senete rm ogpeaeHuTe 3agaun. bes guctpakumm 1 nonpeyyBarba.

MpoBepKa: HAa Nepuoan pasrnepajte rv cTtpaterMmTte 3a M3BenyBatbe Ha OBME 33434M U
HanpaseTe NOTpebHN NpunaroayBatba AOKOAKY € NoTpebHo.


https://www.google.com/url?q=https://gettingthingsdone.com/&sa=D&source=docs&ust=1712171855112022&usg=AOvVaw2iCUbyPRnasLTJhmT-ueEt
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®uHaHcupaHo of cTpaHa Ha EBponckata yHuja. CraBoBuTe M MuUCAEeHaTa U3pPa3eHUM BO
NPeAMETHUOT LOKYMEHT UCKNYYUTENHO MYy Npunafa Ha aBTOPOT(MTE) M HY)KHO He T o4pasyBaat
CTaBoBMTe Ha EBponckaTa yHWja mnau Ha EBponckata areHuuja 3a obpasoBaHue M KynTypa
(EACEA)). Huty EBponckaTa yHUWja, HUTY TENOTO LWITO CPeACTBaTa r'M A0AeNyBa HE MOXKAT Aa ce
CMeTaaT KaKo OZr0BOPHMU 33 UCTOTO.



