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EFFECTIVE FORMS OF COMMUNICATIVE
COMPETENCE AS A BASIS FOR THE
DEVELOPMENT OF TECHNOLOGICAL

COMPETENCE OF THE MODERN MANAGER
IN THE CONDITIONS OF PUBLIC MANAGEMENT

Abstract. The article is devoted to the problem of technological competence
of a modern leader in order to justify its importance for the effective use of pro-
fessional communications in management activities; the development of the
technological competence of a modern leader in public administration is justi-
fied, which is considered as the basis of the communicative competence of public
administration specialists; innovative approaches and resources of the leader for
the development of his effective forms of communicative competence through
the formation of professional communications are shown; special rules of profes-
sional communications have been developed for managers to acquire the neces-
sary knowledge, skills in organizing and conducting various forms of managerial
communications, which will help a modern leader avoid conflict in public admi-
nistration.
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The study confirmed that meetings, meetings, various conversations, dis-
cussions, setting and explaining tasks to subordinates, reports to the team and
management, etc. are all different forms of communicative competence that are
common among them — business conversation and business meeting. Moreover,
among the conditions and factors of technological competence, several leading
managerial communications have been established: a complex of specific know-
ledge in the field of public administration and administration; Abilities and skills
of the head of business communication.

In the midst of minds and officials of technological competence, a number of
leading management commissions have been established: a complex of specific
knowledge of the public administration and administration.

We came to the conclusion that technological competence is manifested in
management actions with the use of specific communication tools and techniques
that ensure the interest and assimilation of modern leadership accumulated com-
municative space of knowledge and skills about innovative communication man-
agement technologies aimed at long-term management.

Keywords: business communication, business conversations, business mee-
ting, competence, communicative competence, technological competence, mana-
gerial communication.

EOEKTUBHI ®OPMU KOMYHIKATUBHOI KOMIIETEHTHOCTI
AK OCHOBHU PO3BUTKY TEXHOJIOTTYHOI KOMIIETEHTHOCTI
CYYACHOI'O REPIBHUKA B YMOBAX IIYBJIIYHOT'O
YIIPABJIIHHA

Anoranis. PosrisiHyTo mpobiieMy TeXHOTIOTIYHOT KOMITETEHTHOCTI Cy4acHOTO
KepPiBHUKA 3 METOI0 OOTPYHTYBAHHS ii 3HAYEHHSI /U151 e(DEKTUBHOTO 3aCTOCYBAHHSI
npodeciiHX KOMYHiKaIliil B HOro yIpaBJIiHChKOI IisJIbHOCTI; 00IPYHTOBAHO PO3-
BUTOK TEXHOJIOTIYHOT KOMIIETEHTHOCTI Cy4acHOTO KePiBHUKA B yMOBax 1my0JiuHO-
IO YIIPaBJiHHS, SIKa PO3TJISIAETHCS SIK OCHOBA CKJIQ/I0BOi KOMYHIKaTUBHOI KOM-
HeTeHTHOCTI (haxiBIliB 3 MyOJIIYHOTO YIPABJIiHHST; TOKa3aHO iHHOBAIIAHI MigXoau
Ta pecypcu KepiBHMKA 1110/10 PO3BUTKY 10Oro eeKTUBHUX (POPM KOMYHiKaTUBHOI
KOMIIETEHTHOCTI MUISTIXOM (hopMyBaHHs mpodeciitHux KoOMyHiKaltiif; po3po0ieHo
crieriajibHi paBuia mpodeciitHux KOMyHiKaliil moxo HabyTTs KepiBHUKaMK He-
00XiIHMX 3HaHb, YMiHb 3 OpraHisallii Ta IpoBeIeHHs Pi3HUX (hOPM YIIPABIIiHCHKUX
KOMYHIKaIlilf, 1110 Ial0Th MOKJIUBICTh YHUKHYTH KOH(JIIKTY Cy4acHOMY KepiBHU-
Ky B YMOBaX MyOJIiYHOTO YITPABJTiHHSI.

JlocisKeHHST T ATBEPIIO, 0 Hapa/IH, 3acilaHHsl, pi3Hi Geciau, AUCKycii, mo-
CTaHOBKa i po3’siCHeHHS 3aB/laHb i/IJIerJINM, 3BiTH TTepe/l KOJIEKTUBOM i KepiBHUIL-
TBOM Ta iH. — yce 1ie pi3Hi (OpMHU KOMYHiIKaTHUBHOI KOMITETEHTHOCTI, HalTIOMpe-
HIITMMM cepejl IKKX € JijioBa Gecija i gijioBa Hapaja.

IIpu iboMy cepest YMOB i YMHHUKIB TEXHOJIOIIYHOI KOMIIETEHTHOCTI BCTaHOB-
JIEHO KiJTbKa BEAYYMX YIPaBJiHCHKUX KOMYHIKalliil: KOMILIEKC crenudigHnx
3HaHb y Tajysi my6iuyHOro YIpaB/IiHHS Ta aAMiHiCTPYBaHHs; BMiHHS Ta HAaBUYKK
KepiBHUKA 3 iJI0BOTO CITJIKYBaHHS.
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JloBesieHo, 1110 TEXHOJIOTIYHA KOMTIETEHTHICTD BUSBJISETHCS B YIIPABJIiHCHKUX
JIisIX i3 3aCTOCYBaHHSIM KOHKDETHHX KOMYHIKaTUBHUX 3ac00iB Ta MPUHOMIB, sIKi
3a0e311eYy0Th iHTepec Ta 3aCBOEHHST CyYaCHUM KEPiBHUKOM HAKOIIMUYEHUX KOMY-
HIKQTUBHUM ITPOCTOPOM 3HaHb T4 BMiHb IPO iHHOBAIliiTHI KOMYHIKaTUBHI TEXHO-
JIOTiT yTIpaBJIiHHS, HAIlLJIEHNX HA TIEPCIIEKTUBHUN PO3BUTOK YIIPABIIHCHKOI /TislJIb-
HOCTI.

Kio4oBi cioBa: jijioBe CIijikyBaHHs, jAijioBa Oecijma, AijloBa Hapajia, KOM-
IIETEHTHICTb, KOMYHIKaTUBHA KOMIIETEHTHICTb, TEXHOJIOTiYHA KOMIIETEHTHICTD,
YIIPABJIHCBKI KOMYHiKallii.

9®EKTUBHBIE ®OPMbI KOMMYHUKATHBHO
KOMIIETEHTHOCTU KAK OCHOBbI PA3SBUTUA
TEXHOJIOTUYECKOI1T KOMIIETEHTHOCTH COBPEMEHHOTO
PYROBOJIUTEJIA B YCJIOBHUAX IIYBJINYHOTO
YIIPABJIEHUA

AnHotanusa. PaccMorpeHo 1po6iiemMy TeXHONIOMMYECKOH KOMIIETEHTHOCTH
COBPEMEHHOI0 PYKOBOJMTEJISI C 1EJIbI0 000CHOBaHMs ee 3HaueHus s ahdex-
TUBHOTO IPUMEHEHHU NPO(ECCHOHANBHBIX KOMMYHUKAIMIL B YIIPABICHYECKON
NEATENBHOCTH; 0O0CHOBAHHO Pa3BUTHE TEXHOJOIMYECKOH KOMIIETEHTHOCTH COB-
PEMEHHOTO PYKOBOAUTENSA B YCJIOBUAX IyOJIMYHOIO yIIpaBJIeHHs, KOTOPOE pac-
CMATPHMBAETCSA KAK OCHOBA COCTABJAIONIEN KOMMYHUKATUBHON KOMIIETEHTHOCTH
CIIEIMAINCTOB 10 MyOJMYHOMY YIIPABJIEHUIO; TIOKA3aHbl WHHOBAIMOHHbIE O/
XO/bl U PECYPChI PYKOBOAUTENA MO PasBUTHUIO ero a(hPeKTUBHBIX (GOPM KOM-
MYHHMKATUBHOWH KOMIIETEHTHOCTH IIyTeM (HOPMUPOBAHUSA MPOQPECCHOHANTbHBIX
KOMMYHMKaI[Wif; pa3paboTaHbl ClieluaIbHble IpaBuia IpohecCHOHATbHBIX KOM-
MYHMKAIWi1 110 TIPHOOPETEHHIO PYKOBOAUTENAMI HEOOXOAMMbIX 3HAHUIA, yMEHUI
110 OPraHu3aluu U IPOBEAEHUIO PA3IMYHbBIX (DOPM YIIPABIEHYECKUX KOMMYHUKA-
L1, KOTOPBIE MTO3BOJISIOT N30esKaTh KOHMIMKTA COBPEMEHHOMY PYKOBOIMTEIO B
YCIOBHAX IMyOIMYHOTO YIIPABJICHMSI.

Vcenenosanye MOATBEPAKIIO, YTO COBEIAHMS, 3ace[anusl, pasJnuHble Oece-
JIbI, IUCKYCCHM, IOCTAHOBKA U Pa3bsCHEHME 3a/1a4 OAYMHEHHBIM, OTYETHI [Iepe]]
KOJIJIEKTUBOM U PYKOBOZCTBOM U JIP. — BCE 3TO pa3anudHbie (hOPMbI KOMMYHUKA-
TUBHOI KOMIIETEHTHOCTH, HanboJiee pacipocTpaHeHHble CPeIr HUX — JIeJ0Bask
Gecesa u ges0Boe coenanue. [Ipu aToM cpeau yenoBuii u (haKTOPOB TEXHOJIO-
TMYECKON KOMIIETEHTHOCTH YCTAHOBJIEHO HECKOJIBKO BEAYIINX YIIPABIEHYECKIX
KOMMYHUKAIIUI: KOMILIEKC crieninuyecknux sHaHuii B cpepe myOamaHOro yIpas-
JIEHUS ¥ aJMUHUCTPUPOBAHUS, YMEHMsI U HAaBBIKM PYKOBOAUTENSA B JEJ0BOM
00IIeHN .

JlokazaHo, 4YTO TEXHOJOTNYECKask KOMIIETEHTHOCTD TIPOSABJISETC B YIIPaBJIEeH-
YeCKMX JIEHCTBUAX ¢ MPUMEHEHNEM KOHKPETHBIX KOMMYHUKATUBHBIX CPEICTB U
[PUEMOB, 00eCIIeYrBAIONINX UHTEPEC ¥ YCBOECHNE COBPEMEHHBIM PYKOBOAUTEIEM
HAKOILJIEHHBIX KOMMYHUKATUBHBIM IIPOCTPAHCTBOM 3HAHUI U yMeHUI 00 MHHO-
BaIlMOHHBIX KOMMYHUKATUBHBIX TEXHOJOTUSX YIIPABIEHNsI, HALEJEHHBIX Ha Mep-
CIIEKTHBHOE Pa3BUTHE YIIPABIEHUECKOI IeATeTbHOCTH.
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KmoueBsbie cioBa: JIEJIOBOE O6H_[€HI/IG, Jlej1oBasA 6ece/:[a, JIEJIOBOE COBelllaHuneE,
KOMIIETEHTHOCTHb, KOMMYHUKAaTHUBHAA KOMIIETEHTHOCTDb, TEXHOJIOTMYECKASA KOM-
IIETEHTHOCTD, YIIpaBJIECHYECKasd KOMMYHUKAIIW.

Formulation of the problem. The
current stage of reforming education in
Ukraine is characterized by its integra-
tion into the global educational space
and involves the development of pro-
fessionalism of the human resources,
support for non-formal and informal
education by the community in condi-
tions of decentralization of the society.
The modern head, the level of his pro-
fessional competence, in particular its
communicative component, are neces-
sary priorities of continuing education,
which acquire new requirements for his
training.

These changes are accompanied by
the creation of a new educational para-
digm aimed at forming an educated, cre-
ative personality, providing conditions
for the disclosure of the abilities, use
of experience, meeting the educational
needs of the individual. Understan-
ding education as the mastery of cer-
tain knowledge, skills and abilities and
their preparation for life is rethought
and replaced by a view of education as
a sphere of its formation, finding every-
one’s personal meaning of life today.

That is, the priority of the public
policy in modern education is its per-
sonal orientation, including the modern
head, to partnership and dialogue. Dia-
logue and multilateral communication
between the participants in the educa-
tional process and community repre-
sentatives changes the one-way com-
munication “head — employee”. Today
in Ukraine, scholars and practitioners

are discussing the important role of de-
veloping the professional competence
of a modern head who should create a
communicative structure of public self-
government of the organization, adapt-
ing it to the conditions of competitive-
ness of any organization.

Analysis of the recent research and
publications. Theoretical foundations
of the definition of the professional
competence have been studied by such
scientists as M. Shyshov, V. Kalney,
S. Bondar, A. Khutorsky, V. Bolotov,
V. Serikov, I. Zymnya, and others. Their
research emphasizes the important role
of developing the qualifications of a
modern head as a component of his pro-
fessional competence [1, p. 274].

We believe that the concept of
“communicative competence” as well
as “technological competence” was first
used by the scientists as the ability and
willingness to establish technological
contacts with others in the presence
of network communication. These stu-
dies emphasize the important role of the
development of the technological com-
petence of the modern head in the sys-
tem of continuing education in Ukraine
1,2].

Setting objectives. In the context
of the problem of increasing the level
of development of the technological
competence of the modern head in the
system of Public Management and Ad-
ministration there is some experience of
active research in this direction. Today,
important criteria for the effectiveness
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of the modern educational processes
are the formation of civic education,
professional competence, education of
respect for the human rights, tolerance,
the ability to find a compromise. Tur-
ning to our study, we will dwell in more
detail on one of the given criteria for
the levels of development of the tech-
nological competence of the modern
head — communicative competence as
a component of his professional compe-
tence.

The purpose of the article is to
reveal the concept of technological
competence of the modern head and
substantiate its importance for the ef-
fective use of professional communica-
tions in public management.

Presentation of the main material.
The theoretical analysis of the problem
made it possible to find out the algo-
rithm of the research. First of all, we de-
cided on the interpretation of the cate-
gory “competence” in the philosophical
context of solving a pedagogical prob-
lem. In the context of our study we
understand competence as an integral
quality of the personality, characte-
rized by a willingness to solve problems
arising in the process of life and profes-
sional activity, using knowledge, expe-
rience, individual capabilities [1; 3].

Having defined the concept of “com-
petence”, it is necessary to clarify their
hierarchy. The most general classifica-
tion includes three major classes: key
competencies that determine the ability
of a modern head to successfully socia-
lize each individual; supra-professional
(sometimes called basic) competencies
necessary for the ability of a modern
head to effectively manage and work
in the educational environment; sub-
ject (special) competencies, which are
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the basis for the ability of the head to
implement professional tasks in public
management [1-3].

To supra-professional competencies
we include the technological compe-
tence of the modern head, i.e. a set of
knowledge about the public manage-
ment technologies, namely resources
for management actions, the ability to
apply them, necessary for the imple-
mentation of quality productive ma-
nagement activities.

Therefore, we consider the techno-
logical competence of a modern head as
a desire and ability (readiness) to rea-
lize their potential (knowledge, skills,
experience in using various communi-
cation technologies for management
communications), which will ensure
successful management, awareness of
the importance of personal indepen-
dence and responsibility for the results
of this activity, the need for its continu-
ous improvement.

Most researchers to the essential
characteristics of the development of
the technological competence of the
modern head include: in-depth know-
ledge of various technologies of ma-
nagement communications; constant
updating of knowledge on this problem
for successful solution of the manageri-
al tasks; representation of the substan-
tive and procedural components of the
structure of the technological compe-
tence of the modern head as a resource
for public management [2].

In the concept of development of
the technological competence of the
modern head of the organization the
following qualities are distinguished:
readiness of the head for creative
search; the effectiveness of the high
result of his management activities in




terms of mastery of basic competencies,
including technological and communi-
cative; practice-oriented orientation of
the organization management through
basic technologies as the basis of mo-
dern tools for innovation of all partici-
pants in the educational process; the ra-
tio of the criterion of independence and
responsibility of the modern head to
provide resources for the development
of competitiveness of the organization.

It is established that the signs of the
technological competence of a modern
head include knowledge, skills of using
various network management techno-
logies, which also include motivational,
social and behavioural components.
They characterize the integrated quali-
ties of a modern head, i.e. is one of the
aspects of his successful management
activity.

Analyzing the concept of “techno-
logical competence”, we reveal its func-
tions in communicative competence,
that determine the positive result of
management of the organization [1; 3].

The study showed that communica-
tive competence is a condition for the
development and acquisition of a ma-
ture form of thoughts, motives, values,
focus of the head on the development
of the technological competence of the
head, which will provide innovative
management activities that seek to as-
sert themselves, to show their abilities,
to gain authority from his colleagues
and himself. This indicates the motiva-
tional and motivating function of the
technological competence in the ba-
lance of rights, duties and responsibili-
ties, effective partnership for the orga-
nization, the life of the organization.

The technological competence cha-
racterizes the cognitive and intellec-

tual activity of a modern head. This is
manifested in the interest and assimila-
tion of the accumulated communicative
space of knowledge about innovative
communication management technolo-
gies by the individual, the expansion of
personal education, outlook, erudition,
aimed at the long-term development of
the management activities of the head.

This can be seen as a manifestation
of the gnostic function of the techno-
logical competence. The reflection of
the received knowledge in the practi-
cal activity in the form of abilities and
skills of the head in use of new commu-
nicative technologies of management
defines the activity function of the
communicative competence.

The technological competence is
also manifested in a person’s ability to
volitional tension, mobilization of their
forces in overcoming difficulties in the
process of the professional activity, per-
sistence, endurance, restraint, which
indicates the emotional and volitional
function of the communicative compe-
tence in the personality structure. The
above functions provide conscious, mo-
tivated behaviour and self-realization
of the individual, support the emotio-
nal background, strength, focus, de-
velop the ability to solve problems of a
professional nature. Sociability, open-
ness to communication and enrichment
in the process of interpersonal interac-
tion are the result of the manifestation
of the communicative function of the
technological competence.

Based on the above, we can conclude
that the use of innovative communica-
tion management technologies should
be based on the technological compe-
tence of the modern head, which is a
process of in-depth acquaintance with
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the scientific foundations of various in-
novative technologies, including net-
work, development of special practical
managerial skills to use these technolo-
gies, development of personal qualities
for the implementation of professional
communications necessary for the work
in an innovative educational environ-
ment.

The experience and practice have
convincingly proved that an effective
form of development of the technologi-
cal competence of the head is the deve-
lopment of his professional communica-
tion.

Professional communication is a
special kind of professional and busi-
ness communication in the process of
managerial actions, which is a dialogical
interaction between the head and the
participants in the educational process.
Foreign managers (American, English,
Japanese) consider the inability of the
head to communicate effectively as a
major obstacle to achieving the goals of
the organization he heads. 86 % of Japa-
nese managers consider the inability of
the head to communicate the main ob-
stacle to the successful operation of the
institution [1, p. 212].

Effective work with staff is identi-
fied by management specialists with
the ability to interact with the team
and groups of professionals, take into
account the motivation and emotional
state of the employees, ensure full in-
formation exchange, achieve accurate
and timely tasks, prevent and resolve
conflicts, encourage subordinates to
jointly search for ways to effectively
achieve goals. Scientists distinguish
between functional-role, interpersonal
and business communication based
on the development of the commu-
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nicative competence of the specialist
5, 6].

Functional-role communication
takes place at the level of social roles
of the partners (head and subordi-
nate, employee and employee, etc.), it
is characterized by certain norms, ex-
pectations, communication is carried
out as if in “role masks”. Interpersonal
communication is based on common
views, ideals, values, motives. This type
of communication is mostly emotional
in nature and involves an informal rela-
tionship. In any team there are groups
of employees who communicate on an
interpersonal level [1; 2].

Business communication is gene-
rated by the needs of joint activities
and involves the establishment and de-
velopment of contacts between them
for the common cause, a clear under-
standing of the purpose. Business com-
munication has some features of both
functional-role and interpersonal com-
munication, because it intersects the
interests not only of “role masks”, but
also of specific people. This is commu-
nication with colleagues, with subor-
dinates, with the management, with
government officials, with parents and
others.

Studies have shown that up to 75 %
of heads have difficulty in various situ-
ations of professional communication.
Research in the field of management
has shown that 50-90 % of working
time the employees of all levels (strate-
gic, tactical, operational) spend on vari-
ous types of communication [6].

In psychological science, as is well
known, there are elementary and com-
plex abilities, general and special, po-
tential and actual, less pronounced and
pronounced. From this point of view,




the ability to professional communica-
tion is a complex set of values and se-
mantic attitudes, psychological quali-
ties, professional culture. Conferences,
meetings, various conversations, dis-
cussions, setting and explaining tasks
to subordinates, reports to the team
and the management, etc. — all these
are different forms of professional com-
munication. The most common forms
of professional communication of a mo-
dern head of an educational institution
with the staff and individual employees
are a business conversation and a busi-
ness meeting.

A business conversation is a transfer
of information, an exchange of views
on certain issues and problems, it is a
verbal contact, the initiator of which
pursues a certain goal. The conversa-
tion serves to quickly solve educational
and organizational and pedagogical
problems, it is associated with the need
to draw conclusions and suggestions
based on the analysis of the situation.
Examples of professional communica-
tion are job interviews and dismissals,
analysis of conflict situations, discus-
sion of professional difficulties of the
employees. A characteristic feature of
business conversations is the feedback
effect, which allows the head to re-
spond immediately to the statements of
the interlocutor. This is the advantage
of business conversation over written
communication (business letters, re-
ports, circulars, etc.). For all its famili-
arity, everyday life (the head interacts
with many people in a day) business
conversation as a form of professional
communication gives a specialist a lot,
allowing him to approach the person
and the subject of discussion, to express
beliefs, listen to objections, critical as-

sessments, suggestions that increase
competence, contributes to the aware-
ness of the commonality of the partici-
pants of the conversation, as well as the
responsibility of the head, his impor-
tance in solving the discussed problems
and the results of the conversation [4,
p. 53]

Each of the experts has probably
ever felt the ineffectiveness of the busi-
ness conversations. The reasons for this
are the insufficient level of technologi-
cal communicative abilities and skills of
the head, the mistakes made by him —
either in the tactics of conversation, or
in the choice of arguments or means of
managerial communication.

A modern head should assume that a
person remembers better what he heard
at the beginning of the conversation,
and does what he heard at the end. The
best result of the conversation (if you
prompted the interlocutor to do some-
thing) is when he starts performing im-
mediately after the conversation. If, at
the end of the conversation, you decide
to talk amicably about something, then
this will reduce the effect of previous
efforts.

The head must keep in mind that
business communication is the basis for
the development of the technological
competence, and therefore should avoid
common mistakes. After such a discus-
sion your colleague will not remember
many details of the conversation. It is
better to transfer the casual exchange
of views “about life” to the beginning
of the conversation — to create an
atmosphere of friendliness. These rules
are universal in the preparation and
conduct of business conversations,
but each type of conversation has its
own characteristics. Consider the
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types of business conversations, which
include conversations about: employ-
ment; assignment of the task (receipt
of the task); criticism for unfulfilled
(poorly performed) work; dismissal of
an employee; conflict situations.

To help the heads of the educatio-
nal institutions we have developed

special rules governing the prepara-
tion of a business conversation and
its course. We highlight the typi-
cal mistakes in the organization
and conduct of business conver-
sations, as well as the basic tech-
niques that ensure their effectiveness

(Table 1).
Table 1

Typical mistakes in organizing and conducting
business conversations

Main types Typical mistakes

Basic techniques to avoid conflict

Conversation | Idealization of the conditions
during in which a new employee
employment | (teacher) is supposed to
work. The future employee is
promised some benefits. Do
not provide assistance dur-
ing the adaptation phase

Attract the employee without opening dif-
ficulties, show the real benefits and advan-
tages of future work: opportunity for growth
and professional development; favourable
moments in the working conditions; favou_
rable moral and psychological climate in
the team; availability of recreation facilities;
availability of children’s institutions. Pro-
mise full support and help, especially at the
beginning. Attach one of the experienced
employees to the novice employee at the
beginning

Assignments, | The assignment is given in a
tasks hurry, passed through a third
party, is given to the first per-
son who catches the eye. An
ill-considered assignment is
given

Combine oral information with written infor-
mation; tactfully control whether the subor-
dinate performs the task correctly. Record
in writing the deadlines, the responsible, the
form of work and reporting on it

Criticism No explanation is provided.
for bad work Switch to a raised tone. It is
not the act that is criticized,
but the person. Criticized in
front of witnesses

First of all, listen to the explanation. Keep
the tone even. Before criticizing, find some-
thing to praise. Criticize the act, not the per-
son. Do not look for some one to blame. Do
not blame, but look for a solution together.
Do not criticize in front of witnesses. Re-
member: nothing is more disarming than
the terms and offer of an honourable sur-
render

Conversation | The main mistake is to refuse
during a conversation at all or not
dismissal understand the purpose of
such a conversation: find out
the real reason for dismissal;
get an evaluation of the work
he/she is leaving

Choose the most favourable time for a
conversation (the morning of the last day
of his/her work). Formulate specific goals.
Achieve an atmosphere of mutual trust. Ad-
just the direction of the conversation with
the help of questions: “open” — which can
not be answered unequivocally: “What do
you think?"; “Your opinion?”; “Your sugges-
tions?”; “How do you explain this?”
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An important factor in the effective-
ness of the business conversations is
the formation of professional commu-
nicative qualities of the participants,
especially the head who organizes the
conversation Thus, special importance
is attached to the ability to listen: to
be attentively silent and to be a passive
interlocutor; actively listen, subordina-
ting your conversation to the disclosure
of the interlocutor; assess the situation:
where you need a passive and where an
active listener, and become one or the
other at the right time. These skills,
their improvement — a rather complex,
albeit necessary process in the develop-
ment of communicative relations. The
effectiveness of the perception of the
head’s speech and, in general, manage-
rial communication as a whole depends
on them.

The effectiveness of the profes-
sional communication, as the basis for
the development of the technological
competence of the educational insti-
tution, during business conversations
is determined by the extent to which
the specialist has the basic techniques
of reflexive and non-reflexive listening.
At the same time, it is useful to know
and use an arsenal of techniques that
increase the effectiveness of the profes-
sional communicative competence as a
perception of what is heard (Table 2).

The conditions for effective speech per-
ception include:

1. Rules of mutual arrangement of
the partners — experts (in particular,
I. Atvarter) offer the following limits of
admissible distance between the inter-
locutors:

a) personal (especially trusting) re-
lationships — a distance of up to
half a meter;

b) conversations with friends —
from 0,5to 1,2 m;

c¢) informal social business rela-
tions — 1,2-3,7 m (the more for-
mal the relationship, the greater
the distance);

d) public speeches — up to 4 m.

As the distance increases, the role of
the gaze in maintaining contact increa-
ses. At close distance it is inappropri-
ate to look at each other: the interlocu-
tors are already looking at each other
in turn. Naturally, each community has
its own norms and traditions (inclu-
ding the distance between the inter-
locutors).

2. Feedback rules organization — an-
swers to the question “How do you hear
what’s being reported?” This requires:

a) avoid inaccurate, ambiguous
definitions (soon, these days, in
short time, etc., because the mis-
reading of these words removes
responsibility for the result);

Table 2

Conditions for effective speech perception

Ways of perception

Techniques of perception of what is heard

Non-reflexive listening

Listening (attentive silence). Minimum answers.
Minimum questions

The language of nonverbal
communication

Facial expressions. Changing the pitch and intonation.
Poses and gestures

Perception

Partner location and feedback
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b) if necessary to specify (what date,
in how many days, at what time,
etc.);

¢) ask clarifying or control ques-
tions on the merits (use the tech-
niques of reflexive listening de-
scribed above).

At the same time it is important not
to interrupt the contact of gazes, to
concentrate entirely on the conversa-
tion, not to be distracted. It is extreme-
ly tactless to do anything else during
the conversation, for the head (and any
interlocutor) it is unacceptable. Haste
and impatience, which are often mani-
fested in the behaviour of the head, are
also unacceptable. This manner can be
perceived by the interlocutor as doubts
about his abilities, as complete disre-
gard for him and even contempt. By
actively listening, concentrating on
the needs of the interlocutor, expres-
sing understanding and compassion,
the head, of course, can approach the
forms of effective management commu-
nication as a business meeting.

In conducting business meetings
(as well as business conversations), it
is useful for the head to avoid mistakes
when building his own speech, namely:
not being able to organize his thoughts
before expressing them; speaks sponta-
neously, hoping, or rather, demanding
that others “catch up” with him; the
use of wording, special terms that may
be completely incomprehensible to the
interlocutor; the speech is very long, he
wants to present a lot of information
using extremely complex constructions,
the listeners do not remember what
happened at the beginning by the end of
the sentence. Research has shown that
50% of adults do not understand the
meaning of a phrase if it contains more
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than 13 words, and seven-year-olds
have difficulty understanding phrases
composed of more than 8 words;

3) desire to cover a lot of problems
in one sentence;

4) continuation of the conversation,
even if the interlocutors do not res-
pond to his speech (lost the essence
of the conversation and interest in
it);

5) speaking, not paying attention
to the remarks of the interlocutors, not
accepting their gestures, short argu-
ments, and hence — themselves.

Conclusions and prospects of the
research. The theoretical analysis of
the research problem provided an op-
portunity to reveal the concept of tech-
nological competence of the modern
head and justify its importance for the
effective use of communication in his
management. Thus among the condi-
tions and factors of the technological
competence some leading are estab-
lished: a set of knowledge in the field
of public management and adminis-
tration; skills and abilities of the head
of business communication, business
conversation, business meeting; ability
to adequately and fully perceive them-
selves and other people.

Thus, the technological competence
of the modern head is of great impor-
tance in the management of the pub-
lic administration and is considered as
its main component of communicative
competence.

Therefore, it is important during
the period of study of the students in
higher education institutions, along
with the study of basic disciplines, to
form in students, to develop in special-
ists in the public administration tech-
nological communicative competence.
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