
!"#"$%!!!
%
&'()*)*#+%,*-%./0)*('/%
12'%3(456%,*-%325',*#+7'819/%
%
:;<=%>%:;<?%%
%

%

%
@%.A-(%B'"-,49)"*+%>%3"9"C)(%

%
%
325',*#%
D"00,*)7(9)"*%
D"*1C)79E'8F/*9)"*%
%

%
%
%

GGGH#,/*95/'6-"0/+H-/%



!

D"*9(79%
%

!"#"$%
%

%
@%I2*95/'%J"0/+%

%

%
%
%
I2*95/'%J"0/+%
K/'(9,*#%,*-%&'()*)*#%

%
L"5G(459/'%M/#%<N%
J%6 ::<OP%L(0Q,'#
%
3"*% ROS%T;UO;%6%?V%<;%S?%<;%
3(W%% ROS%T;UO;%6%?V%<;%S?%<<%
%
0()CX#,/*95/'6-"0/+H-/%
GGGH#,/*95/'6-"0/+H-/%
%
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KONTAKT



L/'YC)45%M)CC7"00/*%!


23

HERZLICH  WILLKOMMEN



I',*-C(#/*%-/'%325',*#%
!"#$%"&'(")*(#+$,+*(-./#+(#$#-012)-#"&'#-$3#-*1+4205'-.+)$!
%

325',*#% C/)459% #/0(459Z% [*% -)/+/0% I',*-C(#/*+/0)*('% /'5(C9/*% .)/% -(+%
*"9G/*-)#/% \2+9Y/,#% 12'% /)*/*% G/)9#/5/*-% '/)Q,*#+1'/)/*% 325',*#+(CC9(#H% .)/%
/'5(C9/*%/)*/*%#,9/*%]Q/'QC)47%2Q/'%Q/G85'9/%325',*#++9)C/%,*-%)5'/%^/G/)C)#/*%
_*G/*-,*#+Q/'/)45/H% J('(,1% (,1Q(,/*-% 9'()*)/'/*% .)/% F/'5(C9/*+Q(+)/'9/+`%
*(455(C9)#/+% 3//-Q(47% Y,% 1"'0,C)/'/*% ,*-% -(0)9% +)9,(9)"*+#/'/459% a')459)#b% Y,%
C"Q/*%,*-%Y,%7')9)+)/'/*H%.)/%C/'*/*`%0)9('Q/)9/'#/'/459/%c)/C/%Y,%F/'/)*Q('/*%,*-%
(,45%+45G)/')#/%d)9('Q/)9/'%(*#/0/++/*%,*-%0/*+45C)45%/)*G(*-1'/)%Y,%125'/*H%%!
[eL_!&f%!
g 325',*#%h%M(+%5/)i9%-(+$%

g K/G85'9/%325',*#++9)C/Z%%
j"'9/)C/%,*-%I'/*Y/*%

g d/)*%/)#/*/'%325',*#++9)CZ%%
.98'7/*%,*-%!/'*1/C-/'%

g j/'5(C9/*+Q(+)/'9/+%3//-Q(47%

g \)459)#%!"Q/*%%

g D')9)7%+(45#/'/459%7"00,*)Y)/'/*%%

g c)/C/%F/'/)*Q('/*%%

g D"*1C)79/%1'25Y/)9)#%/'7/**/*%

g 325',*#%F"*%+45G)/')#/*%d)9('Q/)9/'*%%!
c[f!I\kBBf!!
k*9/'*/50/'%,*-%325',*#+7'819/`%+#$!&#./!B#2!#/'$'!0L/'4(6&'1**$!%$?4&&2!94&$#(9(+$'&$28$(!4(+!C#./$'/$#2!#B!\B69(6!B#2!#/'$(!N#29'%$#2$'(!6$?#(($(!?1**$(>!EB,7$/*$(&?$'2!94./!7L'!d)9('Q/)9/')!+#$!&#./!=4'83!%#&!B#22$*7'#&2#6!947!+#$!]%$'(9/B$!$#($'!0L/'4(6&,1&#2#1(!;1'%$'$#2$(!B-./2$(>!!!

df&LlJfe!!:B!H'9#(#(6!$'?9'2$(!C#$!
g [0E,C+F"'9'8#/%%
g _'Q/)9%)*%DC/)*#',EE/*%%
g \"CC/*+E)/C/%
g 3//-Q(47%

!
[L\%ek&cfe

&f\d[ef%
<=H6<?H<;H:;<=%%
<OH6<=H;<H:;<?%%
:<H6::H;PH:;<?%%
:PH6:OH;=H:;<?%
<NH6<SH;VH:;<?%
<SH6:;H;SH:;<?%

P<H<;H6;<H<<H:;<?%

&f[!efLdf\!B9F>![!Q$'&1($(!
cf[&fe!Z>H96I!ZVIVV!M!ZYIRV!\/'!^>H96I!V[IVV!3!!ZXIRV!\/'!

.fd[e_\IfK]L\!
<H:=;`6%m%%YY#CH%dG.9H%

T<ONV`=;m%)*4CH%dG.9HU%!#(.*>!N#2296$&&$(!4(+!K$2'D(=$!!
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GRUNDLAGEN  DER  FÜHRUNG
Die wichtigsten Instrumente erfolgreicher Personalführung



! =%

!(9/'(C%325'/*%
65'-.+)$1'+#$71-)#*#(8(#+0.+9("1+!
%

%

!(9/'(C/%325',*#%)+9%-)/%Dn*)#+-)+Y)EC)*%-/'%325',*#`%-/**%+)/%+9/CC9%-)/%5n45+9/*%
_*+E'245/% (*%-/*% 325'/*-/*% 6% #)C9% /+% -"45`%d/*+45/*% (,45% "5*/%-)/%_,+2Q,*#%
1"'0(C/'% d(459% 12'% /)*% #/0/)*+(0/+% c)/C% Y,% #/G)**/*% ,*-% (,45% ,*9/'%
+45G)/')#/*% \(50/*Q/-)*#,*#/*% Y,0% #/0/)*+(0/*% f'1"C#% Y,% 125'/*H% J)/+/+%
./0)*('%0(459% .)/% -(12'% 1)9Z% _,1% -/'% K(+)+% ('Q/)9+E+A45"C"#)+45/'% f'7/**9*)++/%
C/'*/*% .)/`% d/*+45/*% 12'% #/0/)*+(0/% c)/C/% Y,% #/G)**/*% ,*-% 0"9)F)/'/*-% Y,%
125'/*H% .)/% 9'()*)/'/*% Q/G85'9/% D"00,*)7(9)"*+6% ,*-% 3//-Q(479/45*)7/*% ,*-%
+)*-% )*% -/'% !(#/`% (,45% )*% +45G)/')#/*% .)9,(9)"*/*%2Q/'Y/,#/*-% (,1Y,9'/9/*%,*-%
-)/+/%Y,%0/)+9/'*H%%%!
[eL_!&f%!
g !(9/'(C/%325',*#%h%M(+%)+9%-(+$%

g j"'9/)C/%,*-%\)+)7/*%C(9/'(C/'%325',*#%

g f'7/**9*)++/%-/'%d"9)F(9)"*+1"'+45,*#%

g I/+E'845+9/45*)7/*%12'%%
!(9/'(C%325'/*-/%

g &)EE+%,*-%&')47+%12'%/)*/%2Q/'Y/,#/*-/%
D"00,*)7(9)"*%

g k0#(*#%0)9%D)CC/'E5'(+/*%

g D"*1C)79E'8F/*9)"*%,*-%3'25/'7/**,*#%%

g M)'7+(0/+%3//-Q(47%

g L/)7C/%.)9,(9)"*/*%/'1"C#'/)45%0/)+9/'*%%!
c[f!I\kBBf!!
B'"^/79C/)9/*-/`%D""'-)*(9"'/*%,*-%

e/9YG/'7F/'(*9G"'9C)45/%+"G)/%d/*+45/*%
0)9%)*1"'0/CC/'%325',*#+F/'(*9G"'9,*#H!!
df&LlJfe!!:B!H'9#(#(6!$'?9'2$(!C#$!
g [0E,C+F"'9'8#/%%
g _'Q/)9%)*%DC/)*#',EE/*%%
g \"CC/*+E)/C/%
g 3//-Q(47%

[L\%ek&cfe
&f\d[ef%

;:H6;PH<<H:;<=%%
<OH6<=H;<H:;<?%%
<:H6<PH;OH:;<?%
<PH6<OH;?H:;<?%
<;H6<<H<;H:;<?%

&f[!efLdf\!B9F>![!Q$'&1($(!
cf[&fe!Z>H96I!ZVIVV!M!ZYIRV!\/'!^>H96I!V[IVV!3!!ZXIRV!\/'!

.fd[e_\IfK]L\!
<H:=;`6%m%%YY#CH%dG.9H%

T<ONV`=;m%)*4CH%dG.9HU%!#(.*>!N#2296$&&$(!4(+!K$2'D(=$
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LATERAL  FÜHREN
Führung ohne Vorgesetztenfunktion



! ?%

f'1"C#'/)45/%B/'+"*(C(,+G(5C%
71-:#-#"(.+)$;$!.-&'05'-.+)$;$<+(*&'#"=.+)$!
%

o/-/+% k*9/'*/50/*% )+9% *,'% +"% #,9% G)/% +/)*/% d)9('Q/)9/'H% I/C,*#/*/%
D"00,*)7(9)"*% )+9% /)*% D/'*/C/0/*9% #,9/'% 325',*#+('Q/)9H% [*% -)/+/0%
E'(W)+"')/*9)/'9/*% &'()*)*#% /'C/'*/*% .)/% -)/% G)459)#+9/*% I',*-C(#/*% 12'% /)*/%
Y)/C125'/*-/% ,*-% G/'9+4589Y/*-/% I/+E'845+125',*#H% % .)/% +)*-% )*% -/'% !(#/`%
Q/G85'9/% D"00,*)7(9)"*+9/45*)7/*% +/5'% Q/G,++9% /)*Y,+/9Y/*% ,*-% [5'/*%
.9(*-E,*79%(,45%)*%+45G)/')#/'/*%.)9,(9)"*/*%7C('%,*-%-/,9C)45%Y,%F/'0)99/C*H%%!
[eL_!&f%!
g f'+9/CC/*%/)*/+%_*1"'-/',*#+E'"1)C+%
g K/G/'Q,*#+,*9/'C(#/*%')459)#%
)*9/'E'/9)/'/*%

g J(+%9/C/1"*)+45/%j"')*9/'F)/G%
g J(+%j"'+9/CC,*#+#/+E'845%
g f)*+(9Y%F"*%_'Q/)9+E'"Q/*%
g J)/%+A+9/0(9)+45/%_,+G/'9,*#%
g k0#(*#%0)9%-/0%K(,45#/125C%
g .A0E(95)/%,*-%_*9)E(95)/%
g B"9/*Y)(C)*-)7(9"'/*%!
c[f!I\kBBf!!
3(456%,*-%325',*#+7'819/!&1?#$!

B'"^/79F/'(*9G"'9C)45/)!+#$!B$/'!C#./$'/$#2!%$#!A4&?9/*6$&,'D./$(!9(&2'$%$(!4(+!#/'$!A4&?9/*$(2&./$#+4(6$(!1,2#B#$'$(!B-./2$(>!!!
df&LlJfe!! _$?D/'2$'!N#F!94&!H/$1'#$!4(+!Q'9F#&$#(/$#2$(I!!
g [0E,C+F"'9'8#/%
g _'Q/)9%)*%DC/)*#',EE/*%
g \"CC/*+E)/C/%
g B/'+n*C)45/+%3//-Q(47%

!
[L\%ek&cfe%! C#$! *$'($(! ?#&&$(&./972*#./! %$?D/'2$&!G(1?3/1?! 7L'! +#$! 9'%$#2&,&`./1*16#&./$!_$4'2$#*4(6! ;1(! _$?$'%$'(! =$(($(! 4(+! &#(+!#(!+$'! "96$)! &#./! #(! =4'8$'! <$#2! $#(! 642$&!_#*+!;1(! +$(! C2D'=$(! 4(+! C./?D./$(! :/'$'!_$?$'%$'!84!B9./$(>!C#$!6$?#(($(!C#./$'/$#2!4(+! C14;$'D(#2D2! 7L'! (9.//9*2#6! 642$!A4&?9/*$(2&./$#+4(6$(>! P4'./! :/'!,'17$&&#1($**$&! A472'$2$(! ;$'B#22$*(! C#$! 94./!9(&,'4./&;1**$(! _$?$'%$'(! $#($(! ,1&#2#;$(!K$&9B2$#(+'4.=!:/'$&!\(2$'($/B$(&>!!

&f\d[ef%
<SH6:;H<<H:;<=%%
;SH6<;H;:H:;<?%%
;:H6;PH;PH:;<?%
:;H6:<H;?H:;<?%
:<H6::H<:H:;<?%

&f[!efLdf\!B9F>![!Q$'&1($(!
cf[&fe!Z>H96I!ZVIVV!M!ZYIRV!\/'!^>H96I!V[IVV!3!!ZXIRV!\/'!

.fd[e_\IfK]L\!
<H=;;`6%m%%YY#CH%dG.9H%
T<HVN=`6%m%)*4CH%dG.9HU%!#(.*>!N#2296$&&$(!4(+!K$2'D(=$
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ERFOLGREICHE  PERSONALAUSWAHL
Vorbereitung - Durchführung - Entscheidung



! V%

D"00,*)7(9)"*%0)9%d)9('Q/)9/'*%
>-.+=24)#+$05-$=#+$65'-.+)*422(4)$!
%

I/C,*#/*/%D"00,*)7(9)"*%)+9%/)*%D/'*/C/0/*9%#,9/'%325',*#+('Q/)9H% [*%-)/+/0%
E'(W)+"')/*9)/'9/*% &'()*)*#% /'C/'*/*% .)/% -)/% G)459)#+9/*% I',*-C(#/*% 12'% /)*/%
Y)/C125'/*-/% ,*-% G/'9+4589Y/*-/% I/+E'845+125',*#H% % .)/% +)*-% )*% -/'% !(#/`%
Q/G85'9/% D"00,*)7(9)"*+9/45*)7/*% +/5'% Q/G,++9% /)*Y,+/9Y/*% ,*-% [5'/*%
.9(*-E,*79%(,45%)*%+45G)/')#/'/*%.)9,(9)"*/*%7C('%,*-%-/,9C)45%Y,%F/'0)99/C*H%%!
[eL_!&f%!
g fC/0/*9/%#,9/'%D"00,*)7(9)"*%
g _79)F/+%c,5n'/*%
g O%./)9/*%/)*/'%e(45')459%
g D)CC/'E5'(+/*%F/'0/)-/*%
g 3//-Q(479/45*)7/*%%
g \)459)#%!"Q/*%%
g D')9)7%7"*+9',79)F%1"'0,C)/'/*%
g 3'(#/9/45*)7/*%12'%325',*#+7'819/%
g .45G)/')#/%I/+E'845/%125'/*%!
c[f!I\kBBf!!
3(456%,*-%325',*#+7'819/!&1?#$!

B'"^/79F/'(*9G"'9C)45/)!+#$!#/'!G1BB4(#=92#1(&;$'/9*2$(!1,2#B#$'$(!4(+!%$?4&&2$'!&2$4$'(!B-./2$(>!!
df&LlJfe!! _$?D/'2$'!N#F!94&!H/$1'#$!4(+!Q'9F#&$#(/$#2$(I!!
g B'8Y)+/%L)*9/'#',*-)*1"'0(9)"*/*%p%
g c(5C'/)45/%B'(W)+2Q,*#/*%%%#$2$(!:/($(!+#$!K$*$6$(/$#2!84'!(9.//9*2#6$(!C2D'=4(6!:/'$'!=1BB4(#=92#;$(!0D/#6=$#2$(>

!
[L\%ek&cfe%P4'./! +#$! #(2$(&#;$! A4&$#(9(+$'&$284(6!B#2! +$(! K'4(+*96$(! 4(+! +$(! E'71*6&79=21'$(!B$(&./*#./$'! G1BB4(#=92#1(! $'=$(($(! C#$!:/'$! ,$'&-(*#./$(! Q'D7$'$(8$(! #(! K$&,'D./$(!B#2! N#29'%$#2$'(>! C#$! %94$(! :/'$! C2D'=$(!6$8#$*2! 94&)! 4B! 94./! #(! 9(&,'4./&;1**$'$(!C#2492#1($(! =*9'! 4(+! 9(6$B$&&$(! 84!=1BB4(#8#$'$(>!
e_qLL_!&[IDf[&.I_\_e&[f!:(+#;#+4$**$! J1'3! 4(+! a9./%$'$#24(6! +$&!H'9#(#(6&! ,$'! N9#*>! P9+4'./! ?$'+$(! +#$!:(/9*2$! +$&! H'9#(#(6&! (#./2! 6*$#./! ?#$+$'!;$',477$()!&1(+$'(!:/'$!A'%$#2!#B!_$'47&9**296!?#'+!(9.//9*2#6!,1&#2#;!%$$#(7*4&&2>!K9'9(2#$'2>!

&f\d[ef%
<OH6<=H<:H:;<=%%
<:H6<PH;<H:;<?%%

:SH;:H6;<H;PH:;<?%
:=H6:?H;OH:;<?%
;OH6;=H;VH:;<?%
<:H6<PH<;H:;<?%
<SH6:;H<:H:;<?%

&f[!efLdf\!B9F>![!Q$'&1($(!
cf[&fe!Z>H96I!ZVIVV!M!ZYIRV!\/'!^>H96I!V[IVV!3!!ZXIRV!\/'!

.fd[e_\IfK]L\!
<H:=;`6%m%%YY#CH%dG.9H%

T<ONV`=;m%)*4CH%dG.9HU%!#(.*>!N#2296$&&$(!4(+!K$2'D(=$
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KOMMUNIKATION  MIT  MITARBEITERN
Grundlagen für den Führungsalltag



!

D"*1C)790(*(#/0/*9%
?1+02"9(#$0-5'8#"(")$#-9#++#+$.+=$/#"*(#-+$!
%

J)/% &/)C*/50/'% C/'*/*`% (,45% C(9/*9/% D"*1C)79/% 1'25Y/)9)#% G(5'Y,*/50/*% ,*-%
(*Y,+E'/45/*H%.)/%7n**/*%-)/%^/G/)C)#/*%q5(*4/*%,*-%\)+)7/*%7C('%/'7/**/*%,*-%
'/(C)+9)+45/%f*9+45/)-,*#/*%9'/11/*H%J,'45%-)/%_*G/*-,*#%E'"1/++)"*/CC/'%&/456
*)7/*% ,*-% .9'(9/#)/*% +)*-% +)/% )*% -/'% !(#/`% (,45% )*% +45G)/')#/*% .)9,(9)"*/*%
(*#/0/++/*%,*-%+9)00)#%Y,%(#)/'/*H%!
[eL_!&f%!
g J/1)*)9)"*%D"*1C)79%
g D"*1C)79('9/*%
g D"*1C)79/Z%\)+)7/*%,*-%q5(*4/*%
g B/'+n*C)457/)9++9)C/%,*-%
D"*1C)790(*(#/0/*9%

g D"*1C)79/%7"*+9',79)F%(*+E'/45/*%
g &AE)+45/%D)CC/'E5'(+/*%,*-%3(CC+9')47/%%
/'7/**/*%,*-%E(')/'/*%

g f+7(C(9)"*++9,1/*%F"*%D"*1C)79/*%
g f'1"C#'/)45/%.9'(9/#)/*%Y,'%_Q#'/*Y,*#%
g _'Q/)9%(*%7"*7'/9/*%3(CCQ/)+E)/C/*%!
c[f!I\kBBf!!
3(456%,*-%325',*#+7'819/!&1?#$!

B'"^/79F/'(*9G"'9C)45/)!+#$!#/'!G1(7*#=2;$'/9*2$(!#B!%$'47*#./$(!G1(2$F2!%$?4&&2$'!6$&29*2$(!B-./2$(>!!
df&LlJfe!! _$?D/'2$'!N#F!94&!H/$1'#$!4(+!Q'9F#&$#(/$#2$(I!!
g B'8Y)+/%L)*9/'#',*-)*1"'0(9)"*/*`%%
g f'1(5',*#+(,+9(,+45!p!
g B'(W)+2Q,*#/*%%%#$2$(!:/($(!+#$!K$*$6$(/$#2!84'!*-&4(6&1'#$(2#$'2$(!A'%$#2!9(!=1(='$2$(!09**%$#&,#$*$(>

!
[L\%ek&cfe%P4'./! +#$! ,'9F#&1'#$(2#$'2$! A4&$#(9(3+$'&$284(6! B#2! +$'! E(2&2$/4(6! 4(+! +$(!2`,#&./$(! K'4(+B4&2$'(! B$(&./*#./$(! G1(37*#=2;$'/9*2$(&! &$28$(! C#$! &#./! B#2! :/'$B!$#6$($(! J$'/9*2$(! #(! G1(7*#=2&#2492#1($(! %$3?4&&2!94&$#(9(+$'>!C#$! *$'($(! Q/G85'9/% d/95"-/*! =$(($()!+#$! #/($(! 94./! #(! 4(9(6$($/B$(! C#2492#1($(!/$*7$(!?$'+$()!9(6$B$&&$(!4(+!6$*9&&$($'!84!96#$'$(>!
e_qLL_!&[IDf[&.I_\_e&[f!:(+#;#+4$**$! J1'3! 4(+! a9./%$'$#24(6! +$&!H'9#(#(6&! ,$'! N9#*>! P9+4'./! ?$'+$(! +#$!:(/9*2$! +$&! H'9#(#(6&! (#./2! 6*$#./! ?#$+$'!;$',477$()!&1(+$'(!:/'$!A'%$#2!#B!_$'47&9**296!?#'+!(9.//9*2#6!,1&#2#;!%$$#(7*4&&2>!K9'9(2#$'2>!

&f\d[ef%
:?H6:VH<<H:;<=%%
;=H6;?H;<H:;<?%%
<OH6<=H;OH:;<?%
<=H6<?H;SH:;<?%
:NH6:SH<<H:;<?%

&f[!efLdf\!B9F>![!Q$'&1($(!
cf[&fe!Z>H96I!ZVIVV!M!ZYIRV!\/'!^>H96I!V[IVV!3!!ZXIRV!\/'!

.fd[e_\IfK]L\!
<H:=;`6%m%%YY#CH%dG.9H%

T<ONV`=;m%)*4CH%dG.9HU%!#(.*>!N#2296$&&$(!4(+!K$2'D(=$
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KONFLIKTMANAGEMENT
Konflikte frühzeitig erkennen und meistern



!

D,'YE"'9'()9%
!
!
!
d/*+45/*%Q/)%)5'/'%E/'+n*C)45/*%M/)9/'/*9G)47C,*#%Y,%Q/#C/)9/*%h%-(+%)+9%12'%I2*95/'%J"0/+%-/'%
D/'*%+/)*/'%&'()*)*#+6%,*-%K/'(9,*#+989)#7/)9H%%
!
P$'!8$'2#7#8#$'2$!G1BB4(#=92#1(&2'9#($'!4(+!M%$'92$'!9'%$#2$2!&$#2!L%$'!8?9(8#6!b9/'$(!B#2!09./3!4(+!
0L/'4(6&='D72$(!#(!#(2$'(92#1(9*!96#$'$(+$(!G1(8$'($()!B#22$*&2D(+#&./$(!\(2$'($/B$(!&1?#$!#(!
6$B$#((L28#6$(!c'69(#&92#1($(!4(+!C2#724(6$(>!:(/9*2*#./$!C./?$',4(=2$!&$#($'!H'9#(#(6&2D2#6=$#2!%#*+$(!
+#$!H/$B$(!0L/'4(6!4(+!G1BB4(#=92#1(>!!
!
:B!<$(2'4B!9**$'!H'9#(#(6&!4(+!51'=&/1,&!&2$/2!?#&&$(&./972*#./!74(+#$'2$&!G(1?3/1?)!+9&!B#2!,'9=2#3
&./$(!H#,,&!4(+!H'#.=&!7L'!+#$!2D6*#./$!A'%$#2!$'6D(82!4(+!+9B#2!$#(,'D6&9B!;$'B#22$*2!?#'+>!:(!
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ANMELDUNG

Vorname:                                       Name:

Firma:

Straße und Haus-Nr.:

Postleitzahl:                                    Ort:

Telefon privat:                               Telefon beruflich:

Fax:

E-Mail:

Funktion im Unternehmen:

Ich melde mich zu folgendem Seminar an:

Wie sind Sie auf uns aufmerksam geworden?

Ihre Anmerkungen:
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