PexoMeHaanuu mo coCTaBJIEeHHUIO PE3IOME

KoncTpykTop pe3iome

Pestome — 310 Bamia Bu3uTHas KapTouka A paboToaaTes.

Lenp pesroMe — MONY4HTh MPUTTIAIIeHHe Ha cobecenoBanue. [l Toro, 4T00bl paboToaaTeNh
3anHTEepecoBajIcs Bamel kaHaAuaaTypoid, pe3roMe J0KHO ObITh COCTABIICHO TpaMOTHO. MTak,
HEKOTOPBbIE PEKOMEHAMU, KOTOPBIE IIOMOTr'YyT BaMm CIIpaBUTBCA € 9TOU 3a7a4ei.

Conepxanue:

®OUO, KOHTAKTHBIE M JIHYHbIE JaHHbIE,

Mean.

OTOT pazgen nokeH coaepkars nmoinHoe ®HO, naty poxxaeHus, CEMEMHOE MOJIOKEHHE,
HOMep TenedoHa, aapec 1. OYTHI, aIpeC MPOKUBaHUS (110 KenaHuto). [Ipuuém
yKa3aHHbIC TeJe(OHBI TODKHBI OBITh TOCTYITHBI 11 3BOHKA. byner odumHo, ecnu
paboToaTenb «Baliei MeYThI» He CMOXKeT 10 Bac n1o3BoHUTHCS!

YacTo B pe3roMe MOKHO YBUIETh Takylo 1eib: " [1oaydynuTh HHTEpECHYIO,
BBICOKOOIUIAYMBAEMYIO pabOTy C MEPCIEKTUBOM KapbepHOTro U MPOo(ecCHOHAIBHOTO
pocTta B cTaOUILHOM OpraHU3aluy C XOPOIIUM KOJJIEKTUBOM. .. ». Bbl1o ObI cTpaHHo,
ecnu O couckaTelnlb paccMaTpUBall POTUBOMOJIOXKHBIN BapuanT))). Ha camom nene

B 1IEJIM pe3toMe He0OX0IMMO YKa3blBaTh Ha3BaHUE KOHKPETHON JOHKHOCTH, Ha KOTOPYIO
Br1 nperenyere. 31ech ke BO3MOXKHO YKa3aTh YPOBEHb 3apIUIaThl, KOTOPbI Bam
WHTEpECEH (3TO AOKHA OBITh KOHKPETHAs UG pa).

OoOpa3oBanue.

B stom pazaene Bol yka3siBaeTe Bce yueOHBIE 3aBEICHUSI, B KOTOPHIX BBl yuniuce,
HAYHMHAS CO CPEIHE — CIEIUAIBHOTO 00pa3oBaHus (IIIKONY YKa3bIBaTh HE 005S3aTENBHO).
Heob6xoaumo yka3aTh TOJIbI HaUajaa ¥ OKOHYAaHUsI YIEObI, Ha3BaHUE Y4eOHOTO 3aBEICHUS,
(baxynabTeT, CIeNUaIbHOCTD. JJOMOIHUTENFHO MOXKHO yKa3aTh (hopMy oOyueHus (OuHas,
3aoyHas1, BedepHsis). Ecnu Bel yuntech B HACTOAIINNM MOMEHT, HY>KHO 3TO yKa3aTh, 4T00
n30exaTh HeJJopa3yMeHH ¢ paboToarenem.

JonomuauTtensHoe 00pa3zoBanue (Kypchl, TPDEHUHTH, CEMUHAPHI) HaJI0 YKa3bIBATh

HE MEHEe TOYHO: IaThl 00YUYCHHUSI, HA3BaHHE Kypca, yueOHOe 3aBe/IeHUE.

OnpIT padoThbl.

Baxxueiimmii paznen pe3toMe. 31ech HEOOX0IUMO TTOKa3aTh JJIUTEIBHOCTh U COJCPKaHNE
Bamero ombiTa: naTel HaYana ¥ OKOHYaHHs paObOTHI (MeCsIII, TOJT), Ha3BaHHE
OpraHu3aliy, Ha3BaHHe JOJKHOCTH, OCHOBHBIE 00s13aHHOCTH. byer mimtocom, eciu

Bbl ykakeTe KOHKpPETHBIE TOCTIKEHHUS Ha KaXI0M U3 MecT paboThl. B ombiTe paboThI
MBI PEKOMEH/1yeM YKa3bIBaTh HE TOJIBKO T€ OpraHu3anuu, rae Bel pabotanu odpunuansHo
(1. . c opopmiienueM o TK P®D), HO u MecTa, T/ie 3aNTUCh B TPYIOBOM KHIDKKE

He Aenanack. Eciim y Bac o4eHb OOJIBIION «TIOCTYKHOM CITHCOK», MOKHO HE YKa3bIBaTh
abCOIOTHO Bce MecTa paboThl. BakHO yKa3aTh OMBIT 3a TIOCTEAHUE 5 TIET.



IIpodeccnoHaIbHBIE HABBIKH.

e VYKasbpIBaeM KIIIOUEBbIe MPO(EeCCHOHAbHBIC HABBIKA U YMEHHUS. 3]1eCh e MOKHO yKa3aTh
MH(POPMALIMIO O 3HAHUM NHOCTPAHHBIX SI3bIKOB, CTENICHH BJIa/ICHUSI KOMIIBIOTEPOM
(c ykazaHMEeM KOHKPETHBIX IIPOrPaMM).

JonojiHuTEIbHAsA HH(pOPMALH.

e DT0 mobas apyras BakHas uH(GOpMalus, KOTopasi He BOIILIA B IPYTUE pa3ieibl:
HAJIMYUE TPaB U JIMYHOTO aBTOMOOMIIS,, TOTOBHOCTH K KOMaHIUPOBKAM U TIp.

JInuHbIEe KayecTBA.

o Ilepeuncnure Bamm caMble BaXHbIE Ka4eCTBa, KOTOPBIE MO3BOJIIOT BaM ycrenHo
pabotats (He 6oisiee 5). Ho OyapTe TOTOBHI K TOMY, YTO pabOTOAATEINb MOIBITACTCS
IPOBEPUTH UX Ha cobecejoBaHuH!

Odopmienue pesrome:

e Pe3toMe — 3TO TOKYMEHT, KOTOPBIH COCTABIISIETCS B CBOOOIHOM hopme. UETKHX
CTaHJApPTOB IO €r0 COCTABJIECHHUIO HET, €CTh JIUIIIb O0IINE PEKOMEHIAINN:

e [lomHUTE, 4TO pe3tOMEe — 3TO ACIOBOM JOKYMEHT. M30eraiiTe U3 MMIIHero
yKpalaTenbCcTBa, OOMINS pa3HbIX MPU(TOB, BbIIEICHUHN 1 MOTUEPKUBAaHINA. Brinensiite
TOJIBKO TO, YTO CUYUTAETE NEUCTBUTENBHO BAXKHBIM. JIOKYMEHT JTOJIKEH XOPOIIIO
YUTATHCS, OBITH TTOHSTHBIM.

e Kparkocte — cectpa Tananta. [IMmmTe TOJIBKO BaXKHOE, B pE3IOME HE HYKHO «BOABD!
Ho ne Opocaiitecs B Ipyryio KpaifHOCTh — paboToJaTeNb JOIDKEH 3aX0TETh IPUTTIACUTh
Bac Ha cobecenoBanme, st ’TOTO COJIEPIKAHKUE TOJDKHO OBITh IOCTATOYHBIM, 4TO0O €T0
3anHTepecoBaTh. OOBIYHO pe3toMe 3aHUMAET 1—2 CTpaHMIIbI TEYaTHBIM TEKCTOM.

e I'pamoTHOE M3NOKEHUE TEKCTa, OTCYTCTBUE OUIMOOK 1 OIEeYaTOK — MPHU3HAK,

110 KOTOPOMY OIIBITHBIM paboTOIaTeNIb MOMEHTAJIBHO OLIEHUBAET KaHAuaTa. ITO
IIPU3HAK YMEHMS U3J1araTb CBOM MBICIIH, 4 TAK)KE BHUMATEIBHOCTh U OTHOLIEHUE

K Tpyny. Ilepen oTnpaBkoii 00s3aTebHO BUMTATECH, TPOBEPHTE TEKCT. byner obuaHo,
€CJIM BBl HE MOJIYYUTE )KEJIAEMYIO TIOJKHOCTh M3-3a ONEeYaTKH!

e JIOCTYHIHOCTH — pe3loMe JIy4Ille COCTABIAThH B (popMaTax, KOTOPbIE YUTAIOTCS
crangapTHeIMU TporpamMamu (Word), uTo0 paboToaarenb MOT OBICTPO U O6€3 TpodemM
OTKPBITh IOKYMEHT.

PexoMenganyuy mo HAMKCAHUIO pe3romMe

PaGoTy ceifuac He MOKET HalTH TOJIHKO JICHUBBIA. I HEBa)XKHO, €CTh JI Y BaC OMBIT PabOTHI,
TOPOACKas MPOMKUCKA U MIPECTHKHBIA TEXHUKYM 32 IIe4aMu. Bompoc B TOM, Kak HAUTH JIy4IIYIO
IS ceDst padoTy U3 UMEIOIIMXCS BApUAHTOB. A BapHaHThI €CTh Beerna. M moHsATHO, 4TO HET
€AMHCTBEHHOI'O PELENTa, KaK U €IMHCTBEHHO MPAaBUIILHOIO MyTH. ECTh HECKOIBKO ClIaraeMblX,
KOTOpbIE IPUBEAYT K YCIIEXY.

Iouck padoThl HAI0 HAYMHATH ¢ TPAMOTHOI0 COCTaBJIeHUA pe3ome. D10 Baie nepoe
nenoBoe nmucbMo. M paccmarpuBathest OHO OyzeT paboTogaTeieM UMEHHO o1 3TUM yriiom. U
€CJIM eT0 HEe BRIOPOCHIIM B KOp3UHY, cuHTaiTe, Bamma meppas nenb nocturayra. [Ipobiema, ¢
KOTOPOU CTAIKUBAIOTCS HEKOTOPBIC KaHIUAATHI, — MMICATh HEYero, TekcTa HeT. HeT ombita
paboThl, Tpo(eCCHOHATBHBIX TOCTHKEHHUH, CITY’)KEOHOT'O POCTa, HET CEMEWHOTO MOJI0KEHUS U
JUYHOTO aBTOMOOMIIsA. 1 abbl KoMIIeHCHpOBaTh Oeckpaiinue Oerbie oS pe3toMe B



JOIMOJIHCHUEC K HCMY BBICBUIAKOT KOIIMU JUITIJIOMOB U TOXBAJIBHBIX I'PaMOT. O1H YJIOBKH
JOCTHUTAIOT COBEPIIEHHO MPOTHBOIOJIOKHBIX IIeNIeH: B JIy4YIIeM Clydae, OHH BBI3BIBAIOT YJIBIOKY
y paboronarenei.

Pe3tome (ot ¢p. résume wim nat. curriculum vitae — xu3HeonHucaHue, 9acTo COKPAIIAl0T

10 CV) — I0KyMEHT, OJHOCTpaHHUHOE (peke ABYXCTPAHUIHOC) U3JI0KECHHE BaIllCH «TPYIOBOM
Oouorpadum», CBEACHUN 0 OJTY4YeHHOM 00pa30BaHUH, a TAKKe KBaTH(PUKALIUU 1 HAaBBIKAX,
OTHOCSIITNXCS K paboTe, Ha KOTOPYIO BhI TPETEHAYETE.

Pe3ioMe — 3T0 kpaTKasi NpogecCHOHAIBbHANA CAMOOLEHKA KaHAUaTa Ha KaKyo-1100
BaKaHCHIO.

OCHOBHOE HA3HAYEHHE Pe3loMe - TIPEIOCTABUTH MOTCHIIMAILHOMY pa00TOAATEIIO yIOOHBIN 1
a¢dhekTuBHBIN cI0COO OBICTPO OMPEAECTUTH, CTOUT JIU BOOOIIE TPOJO0KATh ¢ Bamu pa3roBop Ha
3Ty TEMY. Y aadHoe pe3roMe CITIOCOOCTBYET JTMYHOM BCTpede ¢ paboToaTeNIeM HITH €ro
npencraButeneM. Heo0XoaumMo TBEpI0 0CO3HABATH, UTO PE3IOME — 3TO €Ille HE rapaHTUs
pabotsl. Ero nienb — 1o0uThCsI, 9TOOBI YMTAIOIIHI 3aX0TeNl BCTPETUThHCS ¢ Bamu muyHO.

Pe3stome 310 «onexKay, o kotopoi Bac Bcrpersr. Ho, He myTaiite pe3tome ¢ aBTooHOrpaduei.

ABTOOHOrpadus — 3TO ONMKUCAHNE YETIOBEKOM B IMIPOU3BOJILHON (JOPME OCHOBHBIX ITAIIOB €T0
xxu3HH. ([Ipumep: poauics s B ropone [lerpo3aBojcke, B ceMbe YIUTENS B paboyero)

OOBIYHO €€ MPOCST COCTaBUTH MPU MpHUeMe Ha pabOTy B FOCYAapCTBEHHBIEC YUPEKICHUS WIH B
KpYITHBbIE KOMMepUecKue koMnanuu. Yaie oHa Tpedyercs 17si TOro, YT00bl YKOMITJIEKTOBATh
MakeT JOKYMEHTOB JIMYHOTO Jiefia U, (PaKTHUeCKHU, 0cOO0r0 BHUMaHUs K HEHl HeT.

Iepeiiném k camoit cytu pesrome. [lociie paccmorpenus: Bamiero pe3toMe cnenuaiucT
KaJ[pOBOT'0 areHTCTBA WJIK pabOTOoAaTeNhb ONpeAeTUT Bac B KaTeropuio «epcrneKTUBHBIX)
WJIU «HETIEPCIIEKTUBHBIX)» COUCKATENEH.

CymectByer 3 THIIA pe3l0Me:

- XpOHOJIOTUYECKOE

- pyHKIIMOHATBHOE

- KOMOMHUPOBAHHOE

Tun pe3toMe - 310 He 00IIMI BU pe3toMe (IIBeT Oymaru, mpudT), 3T0O crmocod ero
OopraHusaluu, ImocCJICA0BaATCIbHOCTb NU3JIOKCHU A I/IHq)OpMaLII/II/I " paCCTaHOBKA aKIICHTOB B
CBEJICHUSX, BKIIIOYAEMBIX B PE3IOME.

XpoHos1oruyeckoe pe3ome:

TPYAOBbIE TOCTH>KEHHUS PACTIONOKEHBI B XPOHOJIOTMYECKON IIOCIIEN0BATENBHOCTH (B MPSAMOU MU
o0patHoit). CeroHs 3TO caMblii paCIPOCTPaHEHHBIN THIT pe3tOME.
Ilpeumywecmea xpononozuueckozo pesrome’ ynoOHO i pabOToaATENs, TaK KaK J1aeT
ynoOHyro kKapTuHy Bamei TpynoBoit Ouorpaduu. PaborogaTenbs MOXeET CpaBHUTH, 4YeM BbI

3aHMMAETECh B HACTOsLIEE BpeMs (Ha JTaHHOM 3Tale Kapbephl) — B IPOTUBOIOJI0KHOCTh TOMY,
yeM BbI 3aHMManuch JIeT S ToMy Haza.



XPOHOJIOTHYECKUN TUTI pe3FoMe 0COOEHHO PEKOMEHIYETCS, €CIM BbI TPHHAICIKUTE K OJTHOU U3
CIIEYIOIINX KaTeropuii KaHIMJATOB Ha TOJy4yeHUe paboYnX MEcCT:

a) MecTo, KoTopoe BbI xoTenu Obl MOTY4YUTh, OTHOCUTCA K Cepe AeATEIIbHOCTH, B KOTOPOH Yy
BAaC OTMEYAETCSl YCTOMYMBBIA U BIICUATIISIONIMN TPOTpecce;

0) criibHasg cTopoHa Baiiero TpynoBoro omnsita oTpaxkaercs Bammm nociaeHuM MECTOM
paboThI.

Hedocmamku Xpononozuueckozo pe3rome: B ONIPEACIEHHBIX CUTYAIUSIX XPOHOJIOTUYECKOTO
THUIIA PE3IOME MOXKET MPEACTaBUTH Bac B HEBBITOAHOM CBETE. DTO MOYKET MIPOU30ITH B
CIIEYIOIINX CITydasx:

a) Bel coOupaerech U3MEHUTH CBOIO Kaphepy, a MOCIEAHEE MECTO PAOOTHI HE CBSA3aHO C TOM
JEeSTENIbHOCTHIO, KOTOPOH BbI X0Temu ObI ce0sl TOCBSTUTD;

0) Br1 xoTenu ObI 3aHATH KaKyIO — TO PSIIOBYIO IOJDKHOCTh U 'y Bac HEeT HUKaKoro
MPaKTUYECKOTO OMbITA;

B) B Bameii TpynoBoii 6uorpadguu mosHo «OOJBIINX» JIBIP — 3HAYUTEIBHBIX TTEPHOJIOB
BpeMeHH, Korna Brl He paboTanu.

DYHKIUOHAJIBHOE pe3loMe:

MPEJICTaBISIET BalTK MPOGECCHOHATBHBIC HABBIKH, OIBIT U JIOCTIKECHUS, 2 HE KOHKPETHBIN
nepeyeHb padoT, KOTOPHIMU BaM IPUXOAUIIOCH 3aHUMAThCS Ha Pa3JIMYHBIX 3Tanax cBoei
Kapbephl.

Ero BbIT'OJIHEC MMUCATD, €CJIN:

a) Bbl X0THUTE NOTYyYUTH PAJIOBYIO TOJKHOCTD, @ O IPEABIIYILEM TPYAOBOM OIIBITE CKa3aTh
IIPaKTHUYECKU HEYETO.

0) Br1 Bo3Bpaimaerech K JaHHOU cepe AesTeTbHOCTH MOocie JIUTEILHOTO TIepephIBa.

[TpeumyriecTBo pe3toMe GyHKIIMOHATIBLHOTO TUIIA KOHIIEHTPUPYET BHUMaHHUe Ha Bammx
TPYJIOBBIX JOCTHXKCHUSIX.

Hedocmamku: HEKOTOpbIe pabOTOIaTENIN OTHOCATCS K TAKOMY THITY pe3ioMe ¢ O0JIbIIUM
npenyoOexaeHueM (BeposiTHO, BaM eCcTh 4TO CKPHIBATH).

Pe3rome KOMOMHHUPOBAHHOIO THIIA:
(GYHKINOHATBHO-XPOHOJOTHYECKOE PE3IOME HE TOJIBKO JIEMOHCTpUpYeT Bamry kBanuduxarmio,
HO U JIOCTHXKEHHUS U M03BOJISIET YUTATEINIO MOJIyYUTh 00Jiee OTUETINBOE NIpeicTaBieHue o Bameit

TPYZAOBOI OHorpadum.

Ilpeumyuwgecmea: n1o3BoNUT OOPAaTUTh BHUMaHKE paboToaTens Ha Bamm peanbHble
JIOCTMDKEHUS M paccerBaeT MO03PEHHs], KOTOPBIE MOTYT OBITh BBI3BAHBI TPYIOBOW OHOTpaduei.

UT0ObI MOMOIHUTH PAIBI «IIEPCHEKTUBHBIX)» NPH COCTABICHUHU PE3IOME, PYKOBOACTBYHTECH
CIEYIOLIMMH IIPAaBUIIAMH.

IIpaBuia cocraBiieHHs pe3lOMe:

Lenbto pestome — 100UThCs paboToAaTENb XOTEN BCTpeTUThes ¢ Bamu nmuno. U3 sToro crnexyer



NMPaBHJIO MePBOE — KPATKOCTh.

Pestome nomkHO 3aHUMaTh He Oosiee 1 cTpaHuUIlbl (B KpaifHEM — ciydae 2 cTpaHuIlbl) popmara
A4.

W3znaraiite rmaBHOE, n30eraiiTe BTOPOCTENEHHBIX JIeTaneil. I moMHuTE - pe3rome uumarom
00uH pas.

BTopoe npaBuJio — KOHKPETHOCTD.

He ucrnonp3yiite obmue ¢pasbl. TmatensHO MpoayManTe 1 KOHKPETHO OMUIITUTE 3aa4H,
KoTOpbie Brl pemmanu Ha npeapinymux Mectax pabotsl. Ecin y Bac Het omnbita paboThl, TO
YKaXXHUTE T€ JOCTOMHCTBA, KOTOPBIE BBI rOTOBBI MPOIEMOHCTPUPOBATH ITPH BBIIIOJIHEHUU
(GyHKIMOHATBHBIX 00s13aHHOCTEl Ha HOBOM pabouem mecte. [ToGombIe pakToOB U HUKAKUX
onieHOK. CreryeT noagpoOHO U3J1araTh TOJIBKO «TOJIbIE» (aKThl, M30€rast JECTHBIX CAaMOOLICHOK
Haroao0ue «O0JbIION OMBIT pabOThI», «XOPOIINE OPraHU3ATOPCKHE CIIOCOOHOCTH» H T.II.
Pe3tome cocTaBisieTcs Tak, 4TOOBI MEHEKEP caM clienajl Hy)KHble BaM BbIBOAIBI.

TpeTrbe NpaBUJIO — NPABAMBOCTD.
IlomHuUTE: «BCE TAaMHOE CTAHOBUTCS SIBHBEIM)Y

[IpuBenute pe3ynbratsl Bareil mocneaHei paboThl, UCTIONB3Ys YMCIIA U MPOLIEHTHI, TOKAKUTE
peanbHBIN pe3yasTaT Bamel nestensHocTH (ecnu Bl 3anHTepecoBanu padoTtonarens, GakThl U3
pe3oMe OyyT mpOBEPEHbl, HAPUMEp, MTO3BOHST Ha MPEIbIIYIIee MECTO pabOTHI).

YerBépTOE NPABUJIO - AKTUBHOCTD M DHEPIHYHOCTh.

OnuceiBast CBOW OMBIT, UCTIOIB3YHTE TJIATOJIBI IEUCTBUS (YCTPOMII, OpTraHU30BaJl, HATAIN).
@pa3y: «i npopaboTaj TpH roja, Jy4ille 3aMEHHUTD «I10JyYHII TIOBBIIIEHUE B JOJDKHOCTH M 1BA
MOBBILICHUS OTLIAThI».

IIsiToe npaBui10 — 0PUIHMATIBLHOCTD.

He cTouT yka3pIBaTh CBeICHHI TMYHOTO XapakTepa (Bamr Bec, poct, uMeHa KEHBI U IeTeH),
ACMOHCTPpHUPOBATH OCTPOYMHUC, KOMMyHI/IKa6eJILHOCTL, HCIIOJIb30BATh JKAPTOHHBIC TCPMUHBI.

IlecToe npaBu/I0 — M30MPaATENBLHOCTh — HUH(OPMALIMIO ISl pE3IOME CIIeIyeT OTOUpaTh,
UCXOJd U3 €ro Lenel. Jpyrumu cioBamu, B pe30OMe CTOUT BKIIFOYATh ONKMCAHUE UMEHHO
TeX acIeKTOB Bamero oneita, KOTOPBIE 3HAYUMBI [T TO3ULIUHU, HA KOTOPYIO

Bsl mperenayere. Ecnu Bel oTcbuI1aeTe pe3roMe B HECKOJIBKO MECT Ha COMCKAHUE Pa3HBIX
JOJDKHOCTEH, To 1 Bamm pe3toMe J0KHBI ObITh pa3HbIE, T.€. COOTBETCTBOBATh
(YHKIMOHATIBHBIM 00SI3aHHOCTSM JOJKHOCTH.

TpeGoBanust k 0pOpMIICHHIO pe3lOMe.

a) CTpyKTypHUPOBAHHOCTH

Pe3rome 0IKHO UMETH IpKO BBIPAKEHHYIO CTPYKTYPY U IIPOCTOM SA3BIK U3J10KeHUA. B TekcTe
JIOJDKHBI BbIENATC  Baim kiitoueBble CIOCOOHOCTH, JOCTHKEHMUSL, OIIBIT.

0) IlpaBubHOe oopmiieHNe, YNTaA0ETbHOCTD, BHEIIHAA NPUBJIEKaTeIbHOCTh. He numure
cBsi3HOro Tekcta. C HUM Hey1o0HO paboraTh. Heo0xoauMo coueTaTts akKypaTHbIE IPOMEXKYTKH,
POBHBIE TOJIs ¥ He TpeHeOperarh ad3anamu. [LpudT nomkeH ObITH XOPOIIO YNTAEMBIM, KaK
MpaBwiio, B nuana3zone ot 12 no 14. [ledarats pe3roMe ydille Ha JIa3€pHOM MPUHTEPE — TaK Balll



TEKCT OyJeT BBITJIsIEeTh Ooiiee npe3eHTadenbHo. Mcnonb3yiiTe KauecTBeHHYIO Oymary,
KeJaTeJIbHO OeTyI0 MM KPEMOBYIO.

B) [IpocTora, kparkue (popmMyJIUPOBKH.

He yBrekaiitecs rpadguueckumMu puCyHKaMH, BEIYYpHBIMH paMKamu. [10JHOCTBIO muimmTe
HA3BaHMS LIKOJ, APYTUX YUEOHBIX yupekaeHuil, roponos. [lonb3yiiteck kpaTkumu (pazamu u
HE YBIIEKaWTECh BUTHEBATBIMU CIIOBOCOYETaHUSIMH. He ucnomnb3yiite crierupuyeckue
TEXHUYECKHNE TEPMUHBI.

r) I'pamoTHOCTB.

He noBepsiiTe koMIbI0TEpHOMY peaakTopy. O0s3aTeNIbHO MTEPEYUTANTE TEKCT BCIYX TMOCIIEe
HalMCaHus, YTOObI YOSUTHCS B OTCYTCTBHH OIIMOOK U IBYCMBICIIEHHOCTEH.

Conepxanue pe3roMme.

Kak TakoBoro uzaeanbHoro mabioHa Ui HallMCcaHUs pe3loMe He CYLIECTBYET, HO AJIs yA00CTBa
BOCTIPHATHS UHPOPMALIUHU, KOTOPYIO BBl XOTUTE COOOLIUTH MOTEHIIMATIBHOMY Pab0TOIATEIIO
WIN KaJpOBHKY, OHA TOJKHA OBITh ONPEAEICHHBIM 00pa3oM CTPYKTYpPHUPOBaHa U COJEpKaTh
HECKOJIbKO CTaHJIapPTHBIX OJIOKOB.

IlepBblii 010K - AHKemHble Oannble.

OHU 00BIYHO YKA3BIBAIOTCS B BEPXHEH YACTH CTPAHMIIBI U BKIIFOYAIOT B CEOSI:
Ddamuuro, Umsa, OtuecTBO

J1aTy poXKAeHUS

Ykazvieamw nu ceoti ospacm?

DTO cKOpee MPUHSATO, a He 00s3aTenbHO. Pemaiite camu. [IpenmyiecTBa B mojiydeHUH padOThHI
€CTh y JII0JIel B Bo3pacte oT 25 1o 45 ner.

KonTakTHas uHGOpManus (31EKTPOHHBIN apec, TeaePOHBI)

B 3TOT ke 0JI0K MOKET BXOJIUTh CEMENHOE MOJIOKEHUE, HATUYNE NETCH.

CeMelHOE MOJIOKEHUE CTOUT MUCAaTh B COOTBETCTBHUM ¢ Bammmu nacnopTHbIMH JaHHBIMU. He
CTOUT yIIOMUHATh O TPaXKIaHCKOM Opake, gaxke eciii Bel B Hem cocTouTe. HUKTO HE mocsraeT Ha
Bamry mnunyto cBo6oy, HO B ria3zax paboTomaresisi 3TO BHINVISIIUT HECKOJIBKO HH(PAHTUIIHHO.
Ecnu genoBek MOKeT OBITh «HEMHOXKKO KEHAT), BIIOJIHE BO3MOXHO 4YTO, IPUJIS Ha paboTy, OH
OyneT «kak Obl paboTaThy.

MO>KHO TTOMECTUTH B pe3OMe CBEPXY CBOE GOTO «O(PHUIINATHLHOTO BUIay (JTUIO WU IO TUICUH ).
Bropoii 010k — I{ens.

YkakuTe TOYHOE Ha3BaHUE JOKHOCTH, KOTOPYIO XOTHTE MONIyduTh. Ee popmynupoBka qomkaa
TOYHO COBIIAJATh C TEM, KaK OHa 3asBJIcHA B 0OBSBICHUN WM Ha caiite. Eciu Bel ykasbiBaete
HECKOJIBKO JTOJDKHOCTEH, TO HEOOXO0AUMO, YTOOBI OHM COOTBETCTBOBAIIH JIPYT IPYTY, POAY
Bameit mpodeccuu 1 He OBLIIN CIIMIIIKOM Pa3HOOOpa3HBI 1O HHTEpecaM. MOoXKHO yka3arth 1-2

JOJDKHOCTH, HO Jyyine — 1. [ nByx nmpodeccuii iydiiie HanmucaTh 2 pa3HbIX pe3loMe.

Henenwle nean.



- Haiitu paGory, rae s cMory NpUMEHHUTh CBOM 3HAHUSI U YMEHUSI.
- Peasin3oBaTh CBOYM NIOTEHIIUAL.
- [Tonmyunts paboTy ¢ JOCTONHON 3apabOTHOM TUIATON U pearu30BaTh ceos.

- [Touck uHTEpECHON PabOTHI, HE 0OIOCH TPYAHOCTH. MOTy cKa3aTh TOYHO, YTO TaKOM
COTPYIHUK, KaK 51, HUKOT'/Ia BaC HE ITOJBEET.

- [Tonmy4yeHue y0BONBCTBUS OT pabOTHI, KOTOPAsi IPUHOCHUT Pe3yiIbTaT.
Tpernii 0410k - Odpazosanue.

DTOT 6JIOK OOBIYHO JIETUTCS HA OCHOBHOE U JOTIOJHUTEIBHOE 00pa3oBaHue. YYeOHbIe
3aBe/ICHUS YKA3bIBAIOTCS B 0OPATHOM XPOHOJIOTHYECKOM TOPSIIKE.

OcHoBHOE 00pa3oBaHue: BTOPOE BhIcIIee 00pa30BaHNE, UHCTUTYT, TEXHUKYM, YUHITHUIIIE.

[IIkomy, Kak MpaBUIIO, HE YKA3BIBAIOT, KPOME CITydasi, €CJIM OHA CTICIHATU3UPOBAHHAS 110
Bamemy mpodwtro paboTsl (Hampumep, si3bIkoBast). My eciii Bbl CBEKEHCIICUEHHBIN
BBIITYCKHHUK IIKOJIbI, TCXHUKYMaA.

VYkaxuTte nepuo]; 00y4eHus, Ha3BaHWEe YIeOHOTO 3aBeCHHUs, KOTOpoe Bbl okoHuUMIH,
¢baxkynabTeT, CreuaIn3aluio, TEMY JUIIOMA, €CIIM OHA HEMOCPEACTBEHHO KacaeTcs padoThl, Ha
KoTopyto Bel nperenayere. AGOpeBuaTypsl TpeOyroT pacmmdpoBku. Ecim y Bac
HE3aKOHYEHHOE 00pa30BaHMe, YKaKHUTE, CKOJIBKO KYpcoB Bl 3aKOHYHIIN, HO TPUTOTOBBTECH K
TOMY, 9TO Y pab0oTOaTessi MOTYT OBITH BOIIPOCHI TI0 3TOMY TIOBOJY.

JlononnurenbHoe 00pa3oBaHue: CTAXUPOBKH, KYPChI MOBBIIICHNS KBATU(DUKAIINHN, TPEHUHTH,
CeMHUHaphl. Bammm mitocoMm sIBISIOTCS BCEBO3MOXKHBIE HArpaabl Pa3IuYHbIX KOHKYPCOB,
OJIUMITUA]], YYaCTHE B KOHPEPEHLIUAX, MyOIUKALINUH.

He 3anumaiiTecs mepedncieHneM BCeX «KOpouek», KoTopbie Bam yaanock codpats. Kypcer o
UMHJIKY, MACCaXXy, peKJiaMe U IEHHBIM OyMaraMm WHTEPECHBI TOJIBKO B TOM CJIy4ae, €CIIH MPsIMO
CBSI3aHBI C JIOJDKHOCTBIO, KOTOPYIO BbI X0THTE omyunTh. He cTout Takxke nucatb, 4to Bel Op11u
CTapoCTOH KJacca 1 menu B xope. K 00pa3oBaHuIo 3TO He UMEET OTHOIICHUS W HEe TPUOABUT
Bam oukoB.

YerBépTrslii 010K - IIpogheccuonanvruiii onvim.

OOBIYHO B pe3tOMe ITOT OJIOK pacroyiaraercs nepen 0o0kom «O0pa3oBaHuey (3a HCKIIIOUEHUEM
TeX CIy4yaeB, KOrJa KaHAUJIAT SIBJISIETCS BHITYCKHUKOM M HE UMEET OIbITa pabOoThI MO JAaHHON
CHELHATBHOCTH). DTO CaMblii BXKHBIM U CaMblii JUIMHHBIN pa3/iel pe3toMe, KOTOPhIi 1o 00bemy
JTOJI’KEH MPEBBIIIATh BCE BMECTE B3SIThIE OCTAJIBLHBIE Pa3eiibl.

Ecnu onbiT paboThl y Bac ecTh, HEMpeMEeHHO CTOUT yKa3aTh CTaK paObOTHI B 3TOM JTOJKHOCTH.
Ho, ecniu on HeOombI1I0# (MeHEe T0/1a), Ty4Ille OTPAaHUYUTHCS (Ppa3oil «eCTh OMBIT PAOOTHD».

[lepeuncnsats Mecta paboThl HY’KHO B 00paTHOM XPOHOJOTHYECKOM MOPSAKE, HAUUHAS C
nocnearero. Bpems nocryrmiieHus Ha padoTy U OKOHYAHUS HAJ0 OTMEUYATh C TOYHOCTHIO JI0
mecsa. [oce 3Toro nuaeT Ha3BaHUE OpraHu3anuy (MOXHO yKa3aTh HANIPaBICHUE €€
NesTeTLHOCTH ), Ha3BaHue Bariel 1oKHOCTH M 00s13aHHOCTH, KOTOphIe Bam nmpuxoaumiocsk
WCIIOJIHSTD.



Ecnu Bbl paboTanu 1o crnennanbHOCTH, U3JI0KUTE CBOHM (DYHKITMOHAIBbHBIE 0053aHHOCTH,
10 BO3MOXHOCTH, O0Jiee OJIHO, TOCKOJIbKY UMEHHO TO, 4TO BBl ymeeTe nenatb, 60JbIIe BCEro
uHTepecyet padoronatens. Eciau Bamna pabora Hocuia mpoeKTHBIH xapakTep (IporpaMMHUCT,
JU3aiiHeEp), TO MEePEYNCIINTE Bce Barm npoeKTsl, JJIMBIIMECS CBBIIIEC OJHOTO Mecsia. Ecnu
paboTa OJHOPOIHASI WITH HEe HOCUT MIPOSKTHEIN XapakTep (MEHeKep, MPOIaBell), TO BEIICTUTE B
Bamreii pabote kakue-To 3a7a4u U BUABI pabOTHI (HarpuMep, paboTy ¢ OMpeIeICHHBIM KPYITHBIM
3aKa34MKOM WM nocTaBiukoMm). [locrapalitecb BCHOMHUTH Bee, 4TO BaM T0BOAMIIOCH KOTAA-TO
JIeN1aTh, MOXKET ObITh, JaKe JaBHO WJIM HEMHOT'O, HO 0 4YeM Bbl umeeT npeacTraBieHue v 4yTo
MOJKET 3aUHTEPECOBaTh paboToaaTes.

[onsaTtHo, uTO, OyAYy4H CTYZAeHTOM, BBl HEe MOrnu paboTaTh MpoaoIDKUTEIbHOE Bpems. He
0oiTeCh YKa3bIBaTh HEMIPOIODKUTEIBHBIN OMBIT PabOTHI, axe eciu Bel mpopadoTtanu Bcero 2-3
Mecsl1ia, 3TO HaJ0 OTPa3HuTh B pe3tome. Bo3moxHo, Oyayun cryneHToM, Bel mpoxoaunum
IIPAKTUKY B KaKOM-TO KOMIIAHUH. JTO TOKE MOKHO YKa3aTh, JaXKe €CIIM 9TO HE OTPAXKECHO B
TPYZOBOW KHMXKKE. BBITYCKHUK, KOTOPBIHA yxKe paboTal 1Mo CrienualbHOCTH HEKOTOPOE BpeMs,
UMEET NPEUMYIIECTBO 110 CPABHEHUIO CO CBOUM COOPAaTOM, MMEIOLIUM, BO3MOXHO, JIyUIlINe
OLICHKH, HO HE HMEIOLIUM OIIBITA.

Ecnu, HecMoTps Ha OypHOe TeueHHe Hallel )ku3Hu, Bam ynanocs mopaboTaTh Ha OJJHOM MECTE,
BO3MOYKHO, 3TO OYJIET OLIEHEHO paboToAaTesieM Kak Mmoka3aTenb Bareil ctabuibHOCTH U
HAJIKHOCTH. YIOMHHATH 00 3TOM B pe3IOME WIIM HET — pelaTh Bam, HO 3TO TOJKHO OBITH
U3SIIHO c(hopMyTupoBaHO (HUKAK HE B BUE (Ppa3bl «BECh CTAXK — OJTHO MECTOY).

IsTeiii 050K - Yenexu u /locmuosicenus.
WNudopmanuio B JaHHOM 0JIOKE HYKHO YKa3bIBaTh, 110 BO3MOXHOCTH, 00JIee KOHKPETHO, B

nudpax (eCTeCTBEHHO, HE paCKpbIBasi KOMMEPUYECKYIO TaliHy KOMITaHHH, rie Brl pabotanu mim
pabotaere).

He CJIEAYET NUCaTh:

- 3aHUMAJICSl OOyUYCHHUEM,
- IoMOoraJjl yYMCHbIIUTDH OH_II/I6KI/I,
- OBICTPO YCBaMBalO HOBBIC 3HAHMSI.

- OTBEYAJI 32 BBIIIOJIHEHHE. . .,

- HAXO/IUJI IPUMEHEHHE CIIEAYIOIINM
BO3MOXKHOCTSIM. . .,

- HEC OTBETCTBEHHOCTD 34...

- yIaXUBal *KajloOsl Ha. ..,

- IPETISATCTBOBAJ CHIDKEHUIO J10JIU
HPOJIAK,

- IIepeles ¢ J0JDKHOCTH. . .,

- mpopaboTay TaM TPH TOJa,
- BBITIOJTHSUT IOTIOJTHUTEIBHYIO paboTy.

cjeyeT MUcaTh:
- 00y4YmMJI ABYX HOBBIX CITY)KaIIHX,

- coKpatui ook Ha 15%,uem cakoHoMuUn pupme
40 000,

- OCBOWJI HOBBIE MTPOIEAYPHI B PEKOPIHO KOPOTKUI
CPOK — 32 JIBE HEJICIIH.

- BBITIOJHU. . .,
- 3¢(eKTUBHO UCIIONIB30BAIL. . .,
- OTBEYAl 3a...

- IIOMOraJjl KIMCHTaM B...,
- IIOBBICWJI ITOTCHIIMAJT TPOAYKTA HA PBIHKC,
- IPOABHUHYJICA HAa JOJIKHOCTD. ..

- MOJIYYHJI IOBBILIEHUE B TOJKHOCTHU U JIBA
ITOBBILLICHUS OIUIATHI,
- BCET/Ia BBITIONHST paboOTy B CPOK.

DT0 cNoBa, KOTOPHIE MOKHO UCTIOIB30BATh P OMUCAHUHN CBOMX

MOCTHKEHUM: aKmusu3upo6al, BHeOPU, 3a8ePulU, 3anyCmul, UHUYUUPOBAT, OMPe2yIuposal,
NepesuINONIHUIL, PEOPSAHUZ08AI, CUCTNIEMAMUIUPOBATL, CO30A]l, COKPAMUI, NOO2OMOBUI,
npeonoNcul, npuees 8 NOPsOOK, NPUMEHUI, NPOBeT, pa3pabomal, CnocobCcmeosai,

CMUMYIUPOBAN, CHOPMUPOBAL.



Ilecroii 60k - IIpogheccuonanvnvie 3HaHUA U HABBIKU.

Ecnu atoro tpebyer cnenuduka Oyaymieit paboThl, TO 0053aTEIBHO YKaXKUTE:
Brianenne nHOCTpaHHBIM S3BIKOM. YTIOMHHAsI O 3HAHHMHM MHOCTPAHHOTO SI3bIKA, HE 3a0bIBaiiTe
OTJENIFHO OTMEYATh YPOBEHb PAa3TOBOPHOM 1 MHCbMEHHON peur. OOBIYHO MPUHSATA CIIeIYIONas
rpajays: HadyaabHBIN YPOBEHB, XOpOIllee 3HAaHUE, CBOOOJHOE BIIaJICHNUE.

Pab6ota ¢ komnbrorepoM. [Tomumo cranmaptbeix naketoB MS Office yka3biBaeTcs BiaieHue
nporpammamiu. Takke He0OX0IMMO OTMETHTD «3HaHHUe MHTepHeT».

Ceabmoii 0510k - Jononnumenvnaa Hnghopmayus.

Wwmeercst B BUY BCE TO, YTO MOKET IMOBBICUTH Baly maHchl Ha ycreX mpu pacCMOTPEHUHT
OMMPCACIICHHBIX BaKaHCHUN: HaIU4UE BOOUTCIILCKUX IIPaB, CTaXa BOKACHUA, JIMYHOT'O
aBTOMOOWJIS, 3arpaHIIacIiopTa.
31ech ke MOJKHO HalnMcaTh Bamm JuyHble KayecTBa, 3HAYNMBIE IS TAHHOM JOJIKHOCTH.

JInunble kayecTBa. OmMOKa 4aCTO COCTOUT B TOM, YTO B 3TOM pa3fielie HalMpatoT Ha CBOIO
00y4aeMOCTh U OTKPBITOCTH HOBOMY OnbITY. KauecTBa, 6€3ycI0BHO, XOPOIIHE U MOJIE3HbIE IS
0001 pabOThI, HO B PE3IOME YUTACTCS IPUMEPHO TaK: «S1 0COOEHHO HMYETO HE YMEl0, HO 3a
HEeOOJIBIIYIO 3apIljIaTy TOTOB HayuyuThCs». [logymaiite, Kakue JTUYHbBIE Ka4eCTBA BaJKHBI B
npodeccuu, KoTopyro Bel BEIOpamu. 310 MOKET ObITh AHATUTUYECKHUH CKJIa] yMa, yMECHUE
pabotatk ¢ GoIbIIMMU 0ObeMaMH WH(POPMAIINH, IIETCYCTPEMIEHHOCTh, YMEHHE T0BOIUTH
HAyYaToe JI0 KOHIIA, TyHKTYaJIbHOCTb.

X0060w (1pu KeJIaHWuH): Jydllle yKa3aTh aKTUBHBIC YBIICUECHUS (HAIIpUMEp, CIIOPT), a HE
OBITOBEIC.

JlaTa cocTaB/eHUs pe3loMe. YKazaHUE JIaThl COCTABICHUS pe3ioMe 100aBIIsIET eMy YeTKOCTh U
KOHKpEeTHOCTb. JKenaTelnbHo, YTOOBI MPEICTaBIsIEMOE PEIIOME BCEr/la UMENIO CBEXKYIO AaTy.

N nocaenHuii coBet. 3amacuTech TEPIICHUEM, TOUCKH PabOThI — 3TO MOYTH BCETa JUTUTEIbHBIH
npouecc. Y He Hajo oTyamBaThed, eciii BaM cpasy He nmpeaiaraiot 4To-T1o crosiee. He
CTapaiTech yXBaTUTHCS 3a IEPBOE MOMNaBIeecs 0oJiee UM MEHEee MPHIINYHOE MTPEI0KEHHUE.
OTO WITIO3US, UTO HA PBIHKE TPyAa MOJHO MPEIJIOKEHU U Mao BakaHcui. [loBepbTe, 4TO
paboTomarento Takxke TPyAHO HalTH COTPYIHHKA, Kak U Bam paboty. I momHuTe, 4TO ynaya
yNbI0aeTcs TOIBKO HACTOMYHMBBIM U 1I€JIC€YCTPEMIICHHBIM.

OmmoKU NpH COCTABJIEHUM pe3roMe.

Odhopmnenue pesrome 6 guoe eOUHOU 0e3NUKOU MHOZOCMPAHUYHOU MAOIUYLL — AHKEMbL,
COCTOSIIEH U3 HEKHMX OLICHOK KaHJIUAaTa, KOTOPbIe OH BEICTaBHII cebe caM. | TaBHBIN HEAOCTATOK
ATOTO PEIICHUsI COCTOUT B TOM, YTO aHKEThI 00BIYHO OepyTcs B IHTEepHETE C caiiTa Kakou-
HUOYIh KOHKPETHOHN OpraHu3aln, y KOTOPOil CBOM OCOOCHHOCTH U CHIEITU(PUIECCKIE
TpeboBanus K Kauauaary. Ecnu Bel XoTHTE HanmucaTh CaMOCTOATENBHO CBOE «0COOEHHOE)
pe3toMe, To Bel MOkeTe mOCMOTpPETh HECKOJIBKO BAPUAHTOB pe3toMe B MIHTepHETE U U3 HUX
BBIOMpaeTe Te, YTO MOAXOAUT UMEHHO BaM, TO eCTh CKOMIIOHOBATH U HamucaTh Bamre. Ho ects u
OpraHu3aIy, MpeJlaraiire cBo GopMy pe3toMe, TOTIa HY)KHO 0053aTelTbHO 0(OpMIIATh
pe3roMe B MpeacTaBIeHHON (hopMe U He 3a0bIBaliTe, YTO TaKOE pe3toMe TPEOYETCs TOIBKO B ATOM
OpraHu3aIuy, sl IpYroi KOMIAHUH TaKoe pe3toMe OyAeT HelprueMIIeMo.



Hznuwne o6vemnoe pezrome. Eciu Bel ipesicTaBiseTe pe3loMe He 10 IPEABApUTENBHON
JIOTOBOPEHHOCTH, & B OTBET HA 00BSBICHHE O BAKAHCUH, TO UCATbHBIM 0OBEMOM SIBJISIETCS OJHA
CTpaHuLa.

Pykonucnoe pestome. Bol 00s13aHbI HATH BO3MOXHOCTh KPACHBO U aKKYPaTHO OTIIEYaTaTh
Bamre pestome. He mpoiias atoro tecta, Bol Bpsig n Oynere paccMaTpuBaThCs Kak Cephe3HBIN
KaHauaarT.

Pe3tome ¢ uznuwneit ungpopmayueir. Hanpumep, 1BOpSIHCKOE MPOUCXOXKICHUE, 3HAK 301MaKA,
JaThl POXKAECHUS OJIM3KUX POJICTBEHHUKOB, MHOTOUYHCIIEHHBIE yBiIeueHus. Poct, Bec u
JIOCTOMHCTBA (PUTYPBI, IPH 3TOM IPETEHys HE Ha JOJDKHOCTH (POTOMOJIENH, a COBCEM Ha

ApYTyo paboty.

Pe3ztome, asnarougeeca 6bINUCKOU U3 mpyoosou KnHuxcku. 11oapoOHO nepeuncisiioTcs Bce
HPEANPUATHS U TOJKHOCTH, AAXK€E CBEICHUS O 3aHECEHHBIX B TPYJOBYIO KHUXKKY
OnmaromapHocTsX. Ml HU4ero o KOHKpEeTHON paboTe U JOCTHKEHHSIX. A UMEHHO 3TH CBEJICHUS U3
pe3I0Me XapaKTepU3yOT KBATH(DUKALNIO IPETEHIEHTA U SBJIAIOTCA OYEHb BaXKHBIMM IS
paboTonarens.

Hebpescno u necpamommno cocmasnennsie pezrome. OmMOKH U ONEYaTKU JTOMYCKAIOTCS B
no6poit mosoBuHe ciydaeB. Ho eciin Bwl Oynere coOmroaTh yka3aHHBIE BBIIIE OCHOBHBIE
TpeOoBaHUS U M30€TaTh MPUBEICHHBIX BBIIIEC TUITUYHBIX OIIHOOK, TO 3TO yiKe OyAeT XOpOoIIo.

CocTtaBuB BapuaHT pe3ioMe, MONpoOyiTe BOWTH B POJIb MOTEHIIUAIEHOTO PadOTOATENS U
nmocMoTpeTh Ha Baie pestome ero riazamu. M, Bo3amoxkHOo, BaM cTaHET sICHBIM, KaK YJIy4dIlIUTh
pes3ioMe u caenarthb ero 6osnee 3¢ (HEeKTUBHBIM.

12 HenpoCTUTEIBLHBIX OIIUOOK NMPHU HANMCAHUM pe3oMe:

e HempodeccruoHanusM (IBET, pazmep Oymaru, mpudT, UCIIPABICHHUS )

e  HEOpEeKHOCTH (TPsA3b, HET 3HAKOB MPEMUHAHNUS, TIOMSTOE, CI0KEHHOE)

e ocTpoymue (OCTPOTHI, CMEIIHbIE TOTOBOPKHU U Gpa3bl U p.: « Vmero pucosamsv pykamu
(kapanoaw, men), noeamu ewe He npodosan. C ysadxcenuem, dnekmporux IIpoonxuH,
mpyosea caima no mpyooycmpoucmey»

e IIYCTOCJOBHE U OOJTIMBOCTH (BOJQ)

e HETOYHOCTH (HECOOTBETCTBHE JIaT, HA3BAHUS JOJDKHOCTEH )

e TIOMBITKH BBECTH B 3a0yKIeHHE (BpaHbE)

e TmieperuOsbl (MpeyBETMYCHHS JOCTOMHCTB UJIN HEJTOCTATKOB)

e  HEJOMOJBKH (HEAOCTATOK MH(POPMALIUHU B U3JIOKECHHH)

e  BEJEPEUMBOCTD (BBICOKUH CJIOT, 3ayMHBIC (Ppa3bl)

e KOMMEHTHUpOBaHUE (OLIEHKAa BMECTO KOHCTATaIlUN )

e Ype3MepHbIC MOAPOOHOCTH TUYHOU KU3HH (B 2005 TOIY )KEHUIICSA, JOYKY Ha3Baau AHs)

e KaproH («KeJe30», «MEHs ¢ pPadOTHI MOMPOCUIIY, PA3TOBOPHBIC (hpa3bl)

ConpoBoaure/ibHOE MUCHMO.
BbI cocTaBuim pe3toMe U pa3ocialid €ro B pa3inuHble opranu3anui. [locie paccMoTpeHust
pe3toMe CIEeHUATUCT KaIPOBOTO areHTCTBA UM MEHEKEP 10 IEPCOHATY ONPEACIIUT

BacC B KaTCropuio «IECpCrCKTUBHBIX) UIIN «HCTICPCIICKTUBHBIX) COMCKAaTeeH.

Ho ecnu no noute paboTonarento npuAET JOKYMEHT C 3ar0JIOBKOM «PE3IOME», a OH 3HAET, UTO B
ero ¢pupMe HeT BaKaHCHUH, TO Ballle PE3IOME OKaXeTCsl B KOP3UHE. A ecu mepes] pe3tome Oyier



pa3MelnIeHo COMPOBOUTENBHOE MICHhMO, KOTOPOE TOSICHSET, 3a4eM Bl OecokonTe
paboTonaTens, ToO OTHOLIEHHE K BameMy nucbMy U3MEHHUTCS.

JlocTOMHBIH KAHAUAAT HANIPABJISIET pe3l0Me 10 YJIEKTPOHHOI Mo4YTe ¢ KOPOTKOM
CONPOBOAUTEIbHOM 3aNIMCKOI U BJIOKEHHEM B BH/Ie JOKYMEHTa ¢ HMeHeM B BH/e
co0cTBeHHOM amuiauu. J[ero B TOM, 4TO MEHEKEP TOCIIe TPOUTEHUS OOBIYHO pa3MeEIIaeT
¢aiin ¢ pe3tome y ce0s1 Ha KOMITbIOTEpE, KaK MpaBuJIo, moAa pamunueit kauauaara. [loatomy He
CTOUT MOCHUIATH (haliyI ¢ JPYTUMHU Ha3BaHUSIMH — Be/Ib TaKoH (hailin 00s13aTeNIbHO MPUIETCS
NepPeUMEHOBBIBaTh. ETO HE clieyeT apXuBUPOBATh, 3aCTABIISISI MEHEKEepa TPATUTh APArorieHHOe
BpeMs Ha pacnakoBKy. TeM Ooiiee, MEHEKEp MOXKET BOOOIIE HE paciiakoBaTh Bam daiin, ecim
MOJIB3YETCS IPYTUM apXUBaTOPOM, 4eM BBl

Baie conpoBoanTeabHOE MMCHMO — 3TO MEPBOE, YTO Pad0TOAATEe TN BUIAST, KOI/1A [I0JIy4aroT
MaTepuaibl 0 AMEKTPOHHOU MmouTe. ITO caMble BayKHbIE IIEPBbIE CEKYH/IbI CPAKEHUS 3a
BHUMaHME U pacroyioxenue k Bam paboronarens!

B muceme Bl MokeTe paccTaBUTB aKIIEHTHI HAa ONIBITE B Y00OHOH (hopMe, OTIUIHON OT
«renerpadHOro» TeKcTa pesome. Brl MoxkeTe 00bACHUTH CBOIO MOTHUBANMIO. U, 4T0 0coGeHHO
BaXXHO, OYZIET YMECTHBIM JO0aBUTh SMOIIMI U BHIPA3UTh BOCXUIIIEHHE KOMIaHUEH —

CJIOBOM, OCTY4aThCsA 10 cepana padoroaaress!

[Mucars unu He nucats? Bot B yem Bompoc. ..

OtBer OquHHHBIﬁZ nucats! U YACIUTD €T0 HAITMCAHUIO CTOJIBKO K€ BHUMAHUSA (GCJ'II/I HE
00JIBIIIE) CKOJIBKO YCITHIIA COCTABICHUIO PE3IOME.

[Ipu HamMcaHuW COMPOBOAUTENHLHOTO MIUChMA JIETKO TPHOOPECTH NONOTHUTENbHbIe ouku! Eciu
Barre cormpoBouTeIbHOE TUCHMO HAITMCAHO JIOTUYHO, TPAMOTHO U COICPIKUT BAKHYIO IS
paboTtonarenst uH(GpOpPMAIIHIO, HE COMHEBAWTECH, UTO 3TO OyneT BecoMbiM TuirocoM! HyxHO
MIPOCTO HAYYUTHCSI COCTABIIATH ATOT JJOKYMEHT

CTpyKTypa cCONPoOBOAUTEIHLHOI0 MUCHMA.
Haunewm c riaBHOTO. 3a4€M MBI TUILIEM CONPOBOJUTEIIBHOE MUCHMO?

3agava 3TOro 10KyMeHTa — IpUBJICUYb BHUMaHUE K Baiiemy pe3tome, 3aCTaBUTh COTPYIHUKA
OTJIeNa KaJIpOB BHUMATEIbHO MPOYECTh €T0 U 3aMHTEPECOBATHCS Balllen
KaHIUJATypOU.

BaxxHo moHUMAaTh, YTO ATO TOXKE JIETOBOE MUCHMO U BCe (OPMYIUPOBKHU JTOJDKHBI YKIAIBIBATHCS
B PaMKH OOIICTIPUHSATHIX MPEACTABICHUHN O EI0BOM MepemnucKe.

O uem HYKHO IMUCATh B COIIPOBOAUTEC/IbHOM IMUCBbME.

OueHb Ba)KHO KOPpPEKTHoe o0paiienue K aapecary. Kak npasuso, Bam HykHO OyzaeT y3HATh,
KTO HENOCPEJICTBEHHO KypHpYyeT paboTy 1o noadopy kajapoB. Jlyuiie Bcero agpecoBarsb
COIIPOBOJIUTENILHOE MUCHbMO UMEHHO eMy. «Y BakaeMblii Irops AHaTonbeBHY!» — 0OBIYHBIC
(GOpMYITUPOBKH BIIOJHE MOMONAYT. ECM KOHKPETHBIN COTPYIHUK HE YKa3aH, MOXKHO
UCIIOJIb30BaTh CTaHAAPTHBIE «(POPMYIIBI BEXKIUBOCTH»: «31paBcTByiiTe!». Hedopmanbubie
oOpalleHus1, He CBOMCTBEHHBIE JIEJIOBOMY CTHIIIO ITUCbMA, K IpuMepy, «/lo0poro Bpemenu
cyToK, pabotHuku OO0 «MeTénKu — BeHUKU»!» U T. TI.



Tak>xe B CONPOBOJUTEILHOM MUChME MPUHATO YKAa3bIBaTh HCTOYHUK HHGOPMAIIUH 0
BakaHcuu: «Ha ctpannuke Bameii koMmanuu B COMAIBHON CETH coo0ImaeTcs, uto Bam
TpedyeTcss MeHepKep o mpogaxkamy»; «Ot Barero corpyanuka, cienuanucta mo [T Cepres
CepreeBa, s y3HaI, 4TO y Bac oTkpbITa BakaHCHUsI TPOTPAMMUCTA
1C».

Tenepp nepexouM K cyTH. B HECKONBbKUX MpeanoKeHUsX (KOPOTKO U SICHO) BaM HY>KHO
U3JI0KUTh, KTO BBl Takoil 1 moyeMy XoTuTe padoTarh HMEHHO B 3TOH kKomnaHuu. [Ipu 3rom
HE HYXHO MepecKa3bIBaTh CBOE PE3IOME — BaYKHO JIUIIIb IMOAYEPKHYTh CAMOE IJIaBHOE — TO, YTO
BBITO/IHO OTIM4YaeT Bac ot apyrux xanaunatoB. Kak mpaBuiio, 3To OMBIT pabOTHI U
npodeccuoHabHbIC HocTkeHus. Hanpumep: «Moit onibiT paboTsl B PR-cdepe cocrasnser 4
roaa. Ha MoeM HpIHEITHEM MecTe pa6OTI>I MHC yAaJIOCh BABOC YBCIUYHUTH KOJIUYCCTBO
nyonukaruii o komnanuu B CMU B pamkax npexkHero 6rokera. Pabora y Bac mpuBiekaer
MCHA MaCH_ITa6OM IMMOCTABJICHHBIX 3a/1a4 U BO3MOKHOCTBIO TPYAUTLCS B eraTI/IBHOI\/'I
KOMaHIe».

He crout B conpoBOUTEILHOM MUCbME MMCATh O CBOUX KapbEPHBIX aMOUIIMSX, TUIIA «4epes3 2
rojia s ¢ yA0BOJBCTBHEM BO3IJIABIIIO Ballly KOMITAaHUIO», a (hpa3y: «Pabora B Bameii kommnanuu
IIPUBJIEKAET MEHS BO3MOKHOCTBIO KAPEPHOTO POCTA» — JIy4Ille BEIYEPKHYTh. He HykHO
aKIEHTUPOBATh BHUMAHUE U HA COMHUTENBHBIX MecTax. K nmpumepy, o0bsicCHUTE, moueMy Bbl He
paboTanu B Te4EHUE MOJIyro/ia, Jydllle Ha cOOeCeI0BaHUH, PU INYHOM KOHTAKTE.
ConpoBoauTeIbHOE MMCHMO — 3TO HE HCIOBEb U HE aBTOOMOrpadus, a KOPOTKas J1enoBast
CaMOIIPE3EHTALHS.

H36eraiite 6ananbHocTei. «S nerkoo0yyaem, KOMMYHHKAOEIEH U CTPECCOYCTONYMBY» — 00
3TOM T'OBOPHTCSI BO MHOKECTBE PE3IOME U COMPOBOIUTEIBHBIX MHCEM, IIO3TOMY Ha TaKHe
mabsioHHbIe (ppa3sl MHOTHE paboTONaTeNH HE 00paIaoT

BHUMaHMSL.

B xon1e nmuchma He 3a0ynbTe 100aBUTh, YTO B CIydae 3aMHTEPECOBAHHOCTH BallleH
KaHHHI[aTypOﬁ Bl roToBEI npuexaTb HA COGGCGI[OB&HI/IG 1 OTBETUTH HA BCC OCTABIIUECA K BaM
Bompockl. Kpome Toro, He00X0auMO yka3aTh CBOM KOHTaKThI. W 00s13aTeIbHO MOOIarogapuTh 3a
BHuMaHue («C yBaxxkenuewm, [letpoB MBaH, Onaromapio 3a BHUMaHUEY, «3apaHee 0JIarojapeH»).

IIpumepsl.

Wtak, Kak JOMKHO BBITJISAETH XOpOIlee COPOBOAUTENbHOE MchkMO? Hanpumep, kanHauaar Ha
JOJKHOCTh MEHEIKEPA IO MPOJIaKaM MOXKET COCTABHUTh €r0 CIEIYIOIINM 00pa3oM:

«/[obpwiil Oenv, Examepuna Banepvesna! U3 pasoena «Kapvepa» na caiime Baweti komnanuu s
Y3HAL 00 OMKPLIMOU 8AKAHCUU MEHeOHCePa NO NPOOANCAM.

Bosmoorcno, Bac 3aunmepecyem moti onvim 6 5moil chepe. 6 meuenue namu iem s 3aHUMAIOCb
npooadscamu npocpamMmHozo obecneyenus 6 komnanuu «KapenKomnvromepy. B uucne moux
JUYHBIX OOCMUNCEHUU — KPYNHblE KOHMPAKMbl HA NOCMABKY NPOSPAMMHBIX HPOOYKMOE C PAOOM
@upm, nogviuenue yposHs npooasxic komnanuu Ha 40% esrce200Ho.

Paboma 6 Bawieii komnanuu npueiexaem meHs 03MOHCHOCIbIO NPUMEHUMb CE0U ONbIM U
3HaHUs 8 Mmacumabax bonee Kpynnozo obuzneca. Eciu moe pesrome (cm. 6o enoacenuu) Bac
3aunmepecyem, s 6y0y pao omeemums Ha Bawu eonpocuvl na cobecedosanuu.

C ysaoicenuem, Uean Heanos, men. +7 (910) 333-22-11».

IMocaenHue mWTpUXHU.



[Ipexne yeM OoTIpaBUTH HAMMCAHHOE MMUCHMO U PE3IOMeE aJIpecary, TPE3BO OLEHUTE €ro 00BEM.
Crenyer pyKOBOJACTBOBATHCS MPOCTHIM MPABUIIOM: KPAaTKOCTh — CECTpa TalaHTa. 2-3 HeOOIbIINX
ab3ara — 3Toro OyneT BIOJIHE JOCTaTOYHO, YTOOBI 3aMHTEPECOBATh paboOTOAATENs, HO HE
YTOMUTH €TO. Hakoner, He 3a0yapTe mpoBepuTh Barre
TBOpPEHHE Ha rpaMOTHOCTh. Opdorpaduueckre n MyHKTyaIMOHHBIE OITHOKHM CLIOCOOHBI CBECTH
Ha HET BCe Ballld TPYAbL, 0COOCHHO, €CITH MO3HIUS, Ha KOTOpyIo BbI mperenyere,
NI0JIpa3yMeBaeT BBICOKUI YPOBEHb OOIIETO Pa3BUTH. 3ar0JI0BOK «COMPOBOAUTEIBHOE TUCHMOY
HE

MUILIETCS.

H o popmanbHocTsx. Ecau Bel oTnipaBiisieTe pe3roMe 1o 3JeKTPOHHOU 1MOYTE, TO
COIIPOBOJIUTENIEHOE MUCHMO JTOJKHO OBITH BHYTpHU Bariero cooOmienus (B 0AHOM 3JEKTPOHHOM
nucbMe). Ecim o (hakcy — Ha oTIebHOM CTpaHUYKe, KOTOPYIO HY)KHO TIOCIIaTh MEPBOH, Tepe/t
pe3ioMe 1 0053aTeNbHO IPOHYMEPOBATh CTPAHULIBI — | CTpP. COMPOBOIUTENHFHOE TUCHMO, 2 CTP.
pe3tome. Ha nopTranax mo TpynoycTpoicTBY JJIsl COIIPOBOAUTENLHOTO MUChMa, Kak MPaBuio,
IIPETyCMOTPEHO CHELMATIBHOE OKOIIKO.

BbIBOa: B COIIPOBOAUTENBHOM IMUCHME HE CIIEAYET aKLIEHTUPOBATh BHUMAHUE HAa TOM, YTO BbI
xoTuTe 1 4yTo Bac nunTepecyer. OCHOBHOE BHUMAHHE HAJI0 YAEIUTh TOMY, KAKYIO MOJIb3y MOT'YT
NPUHECTH KOMIIaHWHU Bai npodeccnoHaabHbIN ONBIT U KBATU(PUKALHSL.

HpaBnﬂa COCTABJICHUSA CONMMPOBOAUTECJIBHOIO MUCbMA:

e 3HaifTe Bammx agpecaToB (CTHIIb U JIMYHBIE KAYECTBA KOHKPETHOTO aJipecaTa).

e 3auHTepecoBbIBaliTE. 3aMeYaTEIbHO, €CIIM MMCbMO HAUMHAETCS C LIUTAThI
onyOIMKOBAaHHBIX BhICKa3bIBaHMH anpecata. («Pupma «Onerolluiiay 3aBoeBaa
JIOCTOMHOE BHUMAaHUE CBOMX KIIMEHTOB Ka4€CTBEHHOM MPOAYKIUEN U BBICOKUM YPOBHEM
00CITy>)KHBaHUS).

e OnwuceIBas yCrexu M ONbIT KpaTKo, u3bderaiire nosropenwuii ! 5! 5!

o JloOuBaiiTech aOCOFOTHOM SICHOCTH B M3J10KeHHUHU 11enu. [lepedpasupyiite
UH(OPMALNIO, HE BCTABIINTE KYCKU PE3IOME.

o beiiTe B ogHy TOuKy, Bamma nenp — yoenuTs dyuTaromero, 4to Bel HyXHBI.

e Kparko 00OBACHUTH CBOIO HBIHEIIHIOIO CUTYaIHIO: paboTaeTe v Bbl B HacTosmiee Bpems,
SBIISIETECh JIU O€3pabOTHBIM MITH Y Bac Kakas-TO BpeMeHHas paboTa.

e CooOmuTh ynTaTENIO, Kakas padbota Bam HyxHa 1 mouemy y Bac BrI3bIBacT HHTEpEC Ta
JOJDKHOCTB, HA KOTOPYIO BBl IPETEHIyETE.

o [lpuBneub BHUMaHUE K KAKUM-TO MOMEHTaM pe3toMe, N00aBUTh YTO-TO, O 4YeM Bbl He
COOOIIUIIN B pE3IOME.

e OOBsACHUTH (€cTu HEOOXOMMO) T€ aCMEKThI CBOETO PE3IOME WM TPYAOBOH Onorpadum,
KOTOpBIE HEJOCTATOYHO OUYEBU/IHBI U KOTOPbIE, BO3MOKHO, MOT'YT TOBOPUTH He B Barry
HOJIB3Y.

o He kcepokonuu, a opuruHai.

o Ilucepma mydie nucaTh B CTHIIE I€TIOBOTO MUChMa, TUCHMO JIOJIKHO MMETh aKKypaTHBIH
po¢eCCUOHAIBHBIN BH/I.

e JIOJDKHO OBITH OTIIEYATaHO, @ HE HAIMCAHO OT PYKH.

e Texkcr BU3yalbHO JOJIKEH OBITH Pa30UT Ha OJIOKH.

o IIBeT compoBOAMTENHHOTO MUCHMA U PE3IOME JJOJDKHBI OBITH OJIMHAKOBBIMHU.

’Kenaem ynauu B Hancanuu Baiero pestome!
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