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BBEAEHUE

B coBpemMeHHOI 3KOHOMHKE YTOOBI BBITOJAHO ceOsi MpoAaTh, HYXKHO YMETh ce0sl TOJaTh.
Hammcanne pesrome momoxker Bam npaBuiibHO ompefenuTh ceds Ha pelHKe Tpyaa. K Tomy ke, 3To
CaMblii TIEPBBIA M CaMbIid TJIABHBIA JTOKYMEHT JJIsi pab0oTOIaTelNsl IPU PACCMOTPEHHUH KaHIUIATyPHI.
[IpaBmiIbHO cOCTaBICHHOE PE3IOME - OIHO U3 caMbIX 3((HEKTUBHBIX CPEACTB MOUCKA PAOOTHI.

Ceifyac HET HE OJTHOM Cephe3HON BaKaHCHH, JIIsI KOTOPOI HE HY>KHO OBIJIO OBI COCTABIISAThH PE3OME.
OducHpie u paboume crenualbHOCTH TpeOyloT ero obs3atenbHO. [Ipu TpynmoycTpoiicTBe B
CEpbE3HbIE KOMIIAHMHM HEOOXOIMMO COCTABIISITh PE3IOME JIaXKEe HAa BAKAHCHUU, JJI1 KOTOPBIX HE HY’KHO
CHelHalbHOM MoAroToBKU. PaboTonmaTenu naxe B 3TOM cllydyae cTpeMsTcs HaOupath jydmux. K
MO3UIHAM, KOTOpPBIE TPEOYIOT HANUYHSI CIICIIMATbHBIX 3HAHHUH, TAKMM KakK OyXraiTep, IpOrpaMMHCT,
ANEKTPUK, TpeOoBaHuUs erie 6osee ctporue. M B mepByto ouepes 3T TpeOOBaHUS KacaloTCs pe3toMe
KaHJUJaToB.

UTo0b! JOOUTHCS TMYHOM BCTpeUH ¢ paboToaaTesieM, Hy)KHO COCTaBUTh U OTOCIATh EMY pe3loMe,
KOTOpOE€ IMpPHU3BAaHO BBIACTUTH COUCKATeNls B OOIIEeM IOTOKE, cO37aTb O HEM MAaKCHMAalIbHO
OnaronpusaTHOE BeUaTIeHne. 3aJauu 3/1eCh 110 CYTH T€ K€, UTO U B peKJIaMe, - IPUBJICYb BHUMaHUE
«MOTpeOUTENS» HECOMHEHHBIMU JOCTOMHCTBAMU «TOBApay, YIPSTAB MOAAbIIE HEJOCTATKH.

OcHoBHasi 1eNib HamMKMCaHUA JIOOOTO pe3loMe - 3auHTepecoBaTh paboTojaTeNs WU €ro
MIPEJICTaBUTEINSI CBOEH KaHIUAATYpOil, TOOUTHCS MpUTIIallIeHUs] Ha coOece0BaHuE.

Lenb maHHOM PEKOMEH/IAIIUU - TOMOYb BHITYCKHUKAM BCEX CHEIMAIILHOCTEH B MOMCKE PaOdOTHI.



1. IIpuHUMIIBI COCTABJIEHHS pPe3l0Me

Pe3loMe — 11OKyMEHT, conepkamuii “HQOpMaIuio 0 HaBBIKAX, OMbITE padOThl, 0Opa30BaHUU U
JpYroi OTHOCSIIEHCS K ey HHpOpMaIui, 0OBIYHO TPeOYyeMbIii P PACCMOTPEHUN KaHIUIATYPhI
YeJIoBeKa /I HaiiMa Ha padory.

[[Tanc mpoW3BEeCTH BIECUYATIICHHE, y PE3IOME €CTh TOJBKO BO BpPEMs €ro MepBOr0 MPOYTEHUS,
IO3TOMY TaK BaKHO IIPaBUJIbHO €TI0 COCTAaBUTL.

CocraBisisi pe3toMe HEOOXOJMMO JeJIaTh AKIIGHT Ha T€ CTOPOHBI JIMYHOCTH, OOpa30OBaHUS H
TPYAOBOH JIEATEIBHOCTH, KOTOPBIE MOIXOAAT MOl KOHKPETHYIO BAKAaHCHIO M KOHKPETHOTO YeIOBEKa.
Hmenno no smotl npuyure Hem eOUHO20 WAabIOHA pe3tome.

Jliist KaApOBOTO CIEMUAINCTA, pe3tome - MO OMIUUHAS. B03MONCHOCHb «IIPOYECThY KaHIUIaTa
eme 10 codecenoBanus. IIpuyeM HCTOUHUKOM HH(GOPMAIIMH TIOPOH CIYXKAT KaK Criib 0OpMAEHUs]
pestome, TaK U1 YMEHUE NPasuibHO NpenooHoCcUums uHgopmayuio o cede.

Koneuno, mns paboromarens BaXHYIO pOJb MTPaeT ONBIT paOOThl KaHAWAATa, HO HE CIEAyeT
MOJIaraThCsl TOJILKO HAa HET0, 0COOEHHO B paMKaX KECTKOH KOHKYPEHIIUH 32 MECTO.

[Ipu cocraBieHun pe3roMe peKOMEH1yeTcs cOOI0aTh CAEAYIOIUE IPUHIUIIBL.

Kparkocte
Pe3tome 10mKHO coliepkaTh TOJIBKO TO, UTO, ¢ Baiieil Touku 3peHust, UHTepecyeT paboToaTens

Ha KOHKPETHYIO JOJDKHOCTh. HeT HeoOXOAMMOCTH Teperpyxatb CBO€ pe3lOMe JIMIIHEH
nHpopMaIuen.

K npumepy, eciu Bbl mocraBuim 1enb cTaTh MEHEIKEPOM [0 IpPOAakaM, OINHUCAHUE BCEX
M3YYECHHbIX BaMM KOMITBIOTEpHBIX MPOTpaMM M IMAKETOB - COBCEM He o0s3arenbHO. A ecnu Bel
XOTUTE YCTPOUTHCS EKTPUKOM - TO 3aKOHUYEHHbIE Bamu kypcbl «oneparop 9BM», Toxxe He cTOUT
BHOCHUTB B pE3IOME.

KpaTtkocTh Takke, MOKa3bIBa€T MaHEPy HM3JIOKEHUS MH(POpPMALMU, YTO TOXKE OLEHUBACTCS B
HEKOTOpBIX ciydasx. [locTapaiitech OTOPOCHTH JIMIIHIOI «BOJY», OCTABUTH TOJIBKO (PAKTHI.

OCTOPOKHO HCIIONB3yHTe a00pEeBUATYPBI, TIOMHHUTE, YTO PabOTOATENIb COBCEM HE 0053aH 3HATH,
KaKk OHM paciin(poBbiBaioTcad. B ocoOeHHOCTH 3TO KacaeTcs Ha3BaHMH y4eOHBIX 3aBelleHHH U
MPEANPHUATHI IIPU OTIPABIEHUU PE3IOME B IPYrOH FOPO.

AKKYDPATHOCTB
AKKypaTHOCTh B O0()OpMIICHUH pe3toMe YOMBaeT cpasy ABYyX 3aiilieB. Bo-mepBeix, nHGpOpMaIus

XOPOIIIO YATAETCS, YTO IKOHOMHT BPEMsI KaJPOBOTO CIIEIMAIICTa U XapakTepu3yeT Bac B ero riasax,
KaK 4YeJOBEKa SKOHOMSILIETr0 M YBAKAIOLIEro 3TO BpeMs. Bo-BTOpbIX, HEOpeXHO OQOpMIICHHOE
pe3oMe MOTYT 3aIpOCTO IPOUTHOPHPOBATE.
Jlnist mpuMepa HUKe TIPUBE/ICHBI JBa KyCKa pe3loMe:
Ilpumep 1
Ilempos Hean Cudoposuu /lama poscoenus: 01.02.19912.
KonraktHbiii Tenedon: 81234567890
OmnsiT padoter: OO0 «MuTtepHer texHonorun» 06.04 - 08.06 Ilporpammuct, pa3paboTka u
DJIJIEPIKKA CAalTOB.
OAO «IT-epynny 08.06 - no nacm. epems I[Ipoepammucm, pazpabomra npoepamm

B sTOM npumMepe HeT omnpeneeHHON CTPYKTYpPhl, BCS HHPOpMAIIHs CBajieHa B Ky4y U HaliTH B Heil
9TO-TO SIBJIICTCSI CIIOKHOW 3amadeil. Vcnonp30BaHHBIE 3/1€Ch pa3iMYHBIC CTHIIM HAIMCAHUS elle
OoJblIIe 3aTPYAHAIOT YUTAOETBHOCTh PE3IOME.

Ipumep 2
lNanmmuanna Urops OneroBuy
Hara poxxaennst: 01.02.1990 r.
Konrakrhslii Tenedpon: 8-123-456-78-90 OnbIT paboTHI:
06.2004 - 08.2006 - OOO «MHTepHET TEXHOJIOTHHIY, porpaMMHCT. Pa3paboTka u moaaepxKa
riroB. 08.2006 - mo Hact. Bpems - OAO «IT-rpymnmy», mporpammuct. PazpaboTka mporpamm.




Bropoe pe3tome ropasno npustHee ynTath. [IpocnexxuBaeTcs OJUHAKOBAS CTPYKTYpa, BakKHAS
nH(popmanus BelieraeHa ofHUM cTuiieM. MHdopmaninoHHble OJ0KU OTAENEHBI IPYT OT Apyra.

IlpocroTa

[IpocToTa W3MOKEHHS TPEANONaraeT OJHO3HAYHYIO TPAKTOBKY IPEACTABICHHOW HH(OpMAIIHH.
He crout ynotpe0asaTh npodeccrnoHalibHble TEPMUHBI, HE OyTy4d YBEPEHHBIM B TOM, UTO OHH OyIyT
MIOHSITHEI TIPeJICTaBUTENMO padoronarens. Eciu ke Bel cunraere, yTo ynoTpeOieHne orpaBaaHHoO, TO
MO>KHO JIaTh KpaTKO€ OIpe/eIeHne B CKOOKaX.

Hamnpuwmep: «Cenapanus (paszeneHue) 00s3aHHOCTEH MOAYUHEHHBIX .

I'paMoTHOCTEL
[Tpu mpouynx paBHBIX YCIOBUAX OTCYTCTBHE OIIMOOK B PE3IOME CTABHUT €T0 HA CTYIECHBKY BBIIIE

KOHKYpeHTOB. IIpu cocraBiieHHHM pe3roMe HE CTOMT IOJararbCsi Ha aBTOMAaTUYECKHE PEIAKTOPHI,
Jy4lle MOMPOCUTh 3HAKOMBIX (B Heane (uionorop) mnpoyectb Bamie pestome. Ecnu xe Takoit
BO3MOKHOCTH HET, TO IPOUTUTE €r0 CaAMHU, TOJIBKO 0053aTEIIbHO BCIYX.

Camo co6oii npuBeIeHHBIE B pe3toMe Mpo(eccHoHaIbHbIE TEPMUHBI U HA3BaHUS HUA B KOEM Clly4yae
HE JIOJDKHBI coepkaTh ommbOoKk. Eciu Bel He yBepeHB! B IPaBUIBHOCTH HANMCaHHUA (Ppasbl WK
TEPMHUHA - CIIPOCHUTE 3HAKOMOTrO pabOoTaroIIero B ATOW 00JAacTH WIM HaijauTe MHPOPMAIUIO B
HuTepuere.

YectHoCTh

[TomuuTE, UTO BCS YKa3aHHAs B pe3toMe MHPOpMAIUs MOXKET MOTpeOoBaTh T0KA3aTeIbCTBa MPU
cobecenoBanuu. Ilosromy mnpuykpammBaHue (GakTOB BO3MOXKHO TOJBKO B CiIy4yae KpalHen
HEeOOXOIUMOCTH.

HanpapjieHHocre

Jis KaXK01 KOHKPETHOW BaKaHCUU HEOOXOMMO COCTABIICHUE CBOCTO, «IIPUIICIIBHOT0» PE3IOME.
Y4uTeiBas 0cOOEHHOCTH MpeaIoiaaraeMoil paboThl, U3MEHSNHTE aKIEHT U3JaraeMoi nH(GOpPMAIIHH.

2. Buabl 4 CTPYKTYpa pe3rome

CymecTByeT TpH CTaHAAPTHBIX THUIA pE3IOME: XPOHOJOTUYECKHM, (YHKIMOHATIBHBIA U
KOMOWHMpOBaHHBIN. Ka)xap1ii MMeeT CBOU TOCTOMHCTBA M HEJIOCTATKH.

B xpononozuueckom pezrome B 06paTHOM nopsake (T.e. HAUMHAS C TOCIIEIHEr0) NePeUUCISIOTCS
BCe MecTa paboThl U 00513aHHOCTH, KOTOpbie Bol BeimoHsu. BeiOupaiite ero, ecnu B Bareit kapbepe
OTMEYAeTCsl YCTOMYMBBIA U IOCJIEN0BATENbHBIM POCT. B 3TOM ciy4yae XpOHOJOTHYECKOE PE3OME
HarJIsiJHO MPOJEMOHCTpHpYeT Ballly yCnemHocTh U Mporpecc B TPYIOBbIX CBEPILIEHUSX.

B HekoTOpBIX ciydasx yka3aHHe KOHKPETHBIX JAaT U MECT paboThl HelesecooOpasHo.

1. Bl 3a KOPOTKHI CPOK NMOMEHSUIM OY€Hb MHOTO MECT pabdoThl — Yy paboToaareist MOKET
CIIOXKHUTHCS BIIEYATIICHHME O Barmneil HemocienoBaTeIbHOCTH W Hecepbe3HocTH. BooOlie,
OO0JIBIIMHCTBO PYKOBOAMTENEH B CUITy pPa3HbIX NMPUYMH KpailHE HEraTMBHO OTHOCHUTCS K
«TIEPETIETHBIM IITHIIAM.

2. B BameMm TpyaoBOM cTake €CThb MHOTO «IIPOBAJIOB» — 3HAYUTEIBHBIX MEPHUOIOB BPEMEHH,
korza Ber He paboTanu, unu paboTaiu Ha «HETPECTHKHBIX) JTOJKHOCTSIX.

3. Tem Oosee HE CTOUT UCTIOIB30BATH XPOHOJIOTHYECKOE pe3tome, eciu B Bareit Ouorpaguu ectb
KOe-4To, 0 4eM BbI He xoTenu Obl coobmarh paboToaaTeNnto, XoTs Obl Ha MEPBBIX MOpax, YTOObI HE
OTIIYTHYTH €T0 PaHbIlle BPEMEHH.

4. Bbl coOupaeTech H3MEHUTH CBOIO Kaphepy U Baima npomnutas TpyoBas 1eATeIbHOCTh HUKAK He
CBsI3aHa ¢ TOM paboTOM, KOTOPOil Bbl XOTUTE MOCBATUTD ceOs B AaIbHEUIIEM.

5. BrI B niepBbIii pa3 umiere padboTy 1 y Bac orcyrecTByeT npodeccuoHaIbHBIN OMBIT.

6. HakoHern, B Hamie BpeMsi JaleKo HE BCS paboTa, KOTOPYIO MBI BEITIONHSEM, HaXOJIUT CBOE
OTpakeHHE B TPYNOBBIX KHIDKKaX. B mepByto oduepeab 3TO OTHOCUTCS K T.H. «BOJIBHBIM CTPEIIKaM.
JIbBHHYIO JT0JTI0 TPO(ECCHOHANBHOTO OIBITa OHU MOJIYYalOT, BBIOIHSAS «HEO(PHIIMATbHbIE) 3aKa3bl.

B BhllenepeuncneHHbIX cayJasx JIydllle UCIIONb30BaTh pe3iome (PyHKUYUOHATbHO20 mund.

C nomouipio (pyHKIIMOHAIBHOTO pe3toMe Bbl CKOHIEHTpUpyeTe BHHUMaHHE paboToiarens Ha
TPYIOBBIX TOCTHKEHUAX U KBanupukauuu. I'1e u ckonbko Bel paboranu nubo ymamuuBaercs, 1100
OIMCHIBAETCSI B CaMbIX OOLIMX dYepTax. JTO IMO3BOJSET CKPbITh MHOTME HEAOCTaTKU TPYAOBOI
ouorpaduu kanauaara. [1moxo Toapko ogHO. OO ATOM MPEKPACHO 3HAIOT U PabOTOAATEIH, TTOITOMY
9acTO OTHOCATCS K (PYHKIHMOHAJIBHBIM pe3toMe ¢ OonbmnM npenyoexaenneM. OObIUHO MX OYEHb
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UHTEPECYET, IA€ U CKOJbKO BBl 3aHMManu TOT Wiy MHOW mocT. OTCYTCTBHE XPOHOJIOIMYECKON
nH(pOpMaIUU BBI3BIBAET MTOA03PECHHUS.

Jlydiie Bcero MCHoNb30BaTh pesome KomoOunupoeannozo muna. llomumo onucanus Bammx
JOCTHKEHHH, OHO BKITIOYACT U OCHOBHBIE ATAIbl TPYJAOBON Onorpadum.

3. TpeGoBanusi k opopMJIeHUIO pe3rOMe

Baie pestome - 0JHO U3 CPEICTB BbIPAXKEHUS WHAUBUAYAIBHOCTH U CTUJIS, OTHAKO IIPU STOM HE
HaZ0 TepsATh 4yBCTBO Mephl. IIpocnenute, uToObl pe3tome ObUI0 0GOPMIICHO B OJHOM CTHJIE, KaK
MOJKHO TIpoIie, U ObLIO yIOOHBIM Ui yTeHHs (OOJIbIINE MO, He MENKHA mpudT, JOCTaTOUHOE
paccTosiHue MEXy CTPOKaMH U pa3iesiaMu).

Pasmep pestome He momkeH mpeBbimarh 1 muct A4. DTo CBS3aHO € OCOOCHHOCTSIMHU
YeoBeyecKkoro Bocnpuarus. Ha paccmorpenue ognoro pestome 00braHo Tpatutes 15-20 cexyna. 3a
3TO BpeMsl y uesnoBeka chopMHupyeTcs epBoe BrieyaTiieHrne o Bac, koropoe B OOJIBIIMHCTBE CIIy4aeB
OKakeTcs W moclieAHUM. Bbl Oynere oTHeceHbl TUOO K KaTeropuu «IEepClEeKTUBHBIX», JTHOO K
«coBepiIeHHO Hemoaxomsmumy. [lostomy y Bac Hukorna He OyneT BTOPOTro ciaydas MPOU3BECTH
nepBoe BrieuaTieHue. 3a 15-20 cexyna meHemxep, npocmaTpuBaroiuii Barmie pesiome, m0mKeH
MOJIYYUTh KOHKPETHYIO HH(OPMALINIO, TEMOHCTPUPYIOIIYI0 000CHOBAaHHOCTh Bammx npereHsuii Ha
pabouee MecTo.

CrenanbHble HCCIICAOBAHUS IMOKA3alM, YTO B IEPBYIO OdYepenb paboTojmaTend oOpamaroT
BHHUMaHUE Ha Mpeblayliee MecTO paboThl KaHAUIaTa, BO BTOPYI0 — Ha €r0 MPaKTUYECKUN OIBIT
(TpyHOBO#i cTax), B TPEThI0 — Ha ero kBanmpukanuio. C nIpeaocTaBIeHHs STUX JaHHBIX U JOJDKHO
HayMHaThcs Baie pesiome.

[To3aboTbTech 0 TOM, uYTOOBI HH(OPMAIUSA, KOTOPYIO B IMEPBYIO oOdYepenb OyAeT HCKaTh
paboTtoxarens, cofepikanack B Hadane Bamiero pestome. Uem ObicTpee OH HAWJET TO, UTO UIIET, TEM
BBIIIIE IIAHCHI, YTO Baille pe3rome ycreumHo npeooieeT 3Tan NepBUYHOro otoopa, u Bel nomyuure
npurijameHue Ha cobecenoBanue. [loaTOMy pekOMeHIyeTcs MOArOTOBHUTb, IO BO3MOXHOCTH,
HECKOJIbKO BApUAHTOB PE3IOME.

Jis 3TOro coxpaHuTe 0a30BBI BapHaHT B BHJE KOMIBIOTEpHOTO (aiima W, Mo Mepe
HEe0OXOJIMMOCTH, BHOCHTE B HEro HEOOXOAMMble KOppeKTHBBL. Hampumep, m3MeHsiite mopsaok
CIIEZIOBAaHMs OT/IENbHBIX IYHKTOB B CHHMCKe Bammx yMeHMil M HaBBIKOB, CMELIaiiTe aKLEHThl U
U3MEHSNTE CTeneHb JAeTalu3allid, — B 3aBUCUMOCTH OT TOTO, 4TO TpeOyeTcss KOHKPETHOMY
paboronaremo. Tak, eciv Bbl TexHHYECKHH clENUANMCT, HO XOTUTE IMOIYYUTHh PYKOBOSIIYIO
JOJKHOCTh, aKIIEHTUPYHTE BHUMaHKE HA YIIPaBJIEHYECKOM omnbITe B Barmieil TpynoBoil 6uorpaduu.
Ecim Bel umere pabouee MecTto, KOTOpo€ B II€JIOM COOTBETCTBYyeT Bameit mnponuioin
npo¢ecCHOHATLHOMN JIeTETbHOCTH, TIOJrOTOBBTE PE3IOME C aKIIEHTOM Ha CBOMX NMPO(eCcCHOHAIBHBIX
JOCTIKEHUsIX M onblTe. Ecnu ke Bbl XoTuTe ycTpouThecsi Ha paboTy, KOTOpas HE OYEHB-TO
COOTBETCTBYET Baieil cenuaibHOCTH, CMECTUTE aKIIEHTHI B CTOPOHY JIMUHBIX KaYECTB M HAaBBIKOB,
MMEIOLIUX OTHOUIEHHE K OyIyIIUM CIIyKEOHbIM 00S3aHHOCTSIM.

Ecnu Bel cmydenm unu 8binyckHUK y4eOHo20 3a6edenis N TIOKa He UMeeTe Mpo(pecCHOHAIBHOTO
OlbITa — HE OT4auBaiiTech. BcroMmHuTe cBoM ydeOHblEe pabOTHI (JUIIOM, KypCOBble paloOThI,
MIPOM3BOJICTBEHHAS MMPAKTUKA, OOIIECTBEHHBIE MPOEKTHI, B KOTOPhIX BbI npuHUManu yyactue u T.1.).
He 3a0ynpre ykaszaTh, Kakylo MMEHHO paOoTy Bel BeImosHsim Bo Bpems oOydeHus. [loGombie
KOHKpeTHo! nHpopMmaru. [locrapaiitech mokasarb ce0si YeTOBEKOM, KOTOPBIH YK€ UMEET OIBIT U
CBOU HapabOTKH.

[Ipu opopmiennn pe3roMe B IEYaTHOM BHJIE UCTIONB3YHTE KaUECTBEHHYIO Oymary, ’KejlaTelbHO
6emyto win kpemoByto. Lpudt gomkeH ObITh XOPOIIO YUTAEMBIM, KaK NPaBUIIO, B AUana3zoHe otr 12
10 14 myHKTOB.

He yBnekaiitech rpaduyeckMMH pHCYHKaMH, BBIYYPHBIMH paMKaMH, BUHBETKAMH W TIPOYEH
epyHaoi. Hu B koeM ciydae He yCIIOKHSHTE TeKCT abOpeBraTypamu, KOTOpbIe, KCTaTH, MOT'YT OBITh
HEU3BeCTHHI paboToaarento. [I0oTHOCTIO MUIINTE Ha3BaHUS IIKOJI, HHCTUTYTOB U TOPOJIOB.

Vcnonp3yiiTe raroyibl JeMcTBUS, XapaKTEpU3ysl CBOM OIBIT: «YCTPOWII», «OPraHHU30BaI»,
«Hamagum» W npod. Ilomb3yiiTech KpaTkumMu (pazamMM W HE YBJIEKalTech JUIMHHBIMU
CIIOBOCOYETAHUSAMHU. YTOTPeOJsisi MPU HEOOXOAUMOCTH CIEelM(pHUUECKUe TEXHHUUYECKUE TEPMUHBI,
1103a00THTECH, YTOOBI OHU ObUIM MOHATHBI HECTICLIUAINCTAM.

He nosepsiite kommnbiorepHoMy peaakTopy. O0s3aTeIbHO MEPEYNTANTE €r0 TEKCT BCIYX IMOCIE
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HamnKMCcaHusi, 4yTOOBl yOEIUThCS B OTCYTCTBMM OIIMOOK W ABYCMbICIeHHOcTel. IlomHmTE, uTO
Hepa30opUHMBOE PE3IOME Yallle BCETO OCTACTCS HEMPOYUTAHHBIM.

He Heperpyn(aﬁTe Cro JaHHbIMHU JIMYHOT'O XapaKTepa, a UMCHHO: CBCACHUSAMU O POACTBCHHUKAX,
BallleM Bece, pocTe, 37A0poBbe. HU B KoeM ciydae He mpuiiaraidite K pestoMe cBoio (otorpaduto
(kpoMe Tex cirydaeB, KOraa 3To TpeOyeT paboToIaTensb).

PaGoronmareny OTIMYHO MOHMMAKOT, YTO €CJIIM OHM 3aTpPeOyIOT PEKOMEHIAIUH, TO BBl HX
npenocrasure. [loaTOMy He nuIIMTE B KOHIE pe3toMe: «PeKoMEeH Ay puiTararoTCsy.

4. OcHOBHBIE 0JIOKHU pe3loMe

Pe3tome He umeeT cTporo madiioHa, TeEM HE MEHEE PAaCCMOTPUM OCHOBHbLE DJIOKU UHGDOPMAyUL,
YacTo UCMOJIb3yeMble B pe3loMe.

1. JInuHbIe JaAHHBIE

a. ®amuus Ums OTuecTBO, MUIIYTCS MTOJHOCTHIO.

b. Mara poxmeHus, MOXKHO C YKa3aHHEM IOJHbBIX JIET B CKOOKaX. [IpH MpounX paBHBIX YCIOBHUIX
MPEIIOYTEHUE OTIACTCS KaHAUIaTy B Bo3pacte oT 25 mo 35 mer.

C. Anpec mecTa KuTelbcTBa. JlOCTaTOYHO yKa3aTh TOPOA U PaliOH NMPOKHUBAHUS.

d. KonraktHas unpopmarms. Ykaxurte 1-2 HoMmepa TenedoHa ¢ yKa3aHHEeM THIIA CBSI3H (COTOBBIH,
JOMalIHu#, pabounii) ¥ MepruoIOM BpEMEHH I 3BOHKA.

f. CemeliHoe monoxeHHe. YKaKUTE >KeHAT (3aMmyxkeM)/ He KeHaT (He 3aMy»KeM), KOJHMYECTBO
JeTel (eciu ecTh).

2. Heab pe3romMe. YKa3zaHue JODKHOCTH, Ha KOTopyro Bbl mperennyere. KoHewHO, BO3MOXKHO
yKa3aHHEe HECKOJbKUX CMEXHBIX JODKHOCTEH, HO KpailHe PEKOMEHIyeTC sl Ml KaXK/I0i COCTaBISATh
CBOE pe3IoMe.

3. Ob6pa3zoBanue. B oOpatHOoM mopsake (T.e. HayWHAs C IOCJICTHETO MecTa Yd4eObl) TIo
CHEAYIOLIEN CXEME:

a. Jlara mocTyrieHus - 1ata OKOHYaHUs

b. HanmeHoBaHue y4eOHOTO 3aBe/icHHs, (GaKyIbTET

. [lonydeHnHas cnenuanbHOCTb, IO JUIIIOMY.

d. BBINYCKHHUKH M CTYJAEHTBHI MOTYT yKa3aTh TEMY THIJIOMHO#M paboThI (IIpoeKTa) eciiu oHa (OH)
HampsIMYIO CBSI3aHBI C TOM BakaHCHeH, KoTopast Bac nHTepecyer.

4. OnbIT pa6oTsl. B oOpatHOM nopsiike (T.€. HAYMHAsI ¢ OCIEAHET0 MecTa paboThl) IO CXEME:

a. Jlara nmpuema - 1aTa yBOJbHEHMS

b. Hassauwue Gpupmsl, ee chepa AeITeIbHOCTH

c. Ha3Banwue Bamieit tomxHOCTH, €clii OBUTH - KOJIMYECTBO O TYMHEHHBIX

d. Omucanue Bamux GpyHKIIMOHATBHBIX 003aHHOCTEH, YPOBEHD MOJTHOMOYHIA

€. Pesynprar Bammx KOHKPETHBIX TOCTHKEHUN

5. JlomonHuTensHOE 00pa3oBaHue (€CIU €CTh) - KypChl, CEMUHAPHI, TPEHUHTH, CTAKUPOBKH H T.II.,
10 CXEME:

a. Jlata Hayana, KOMMYECTBO YaCOB HIIM J1aTa OKOHYaHUS

b. Haspanue ydeOHOTO 3aBeICHUS

c. TemaTuka oOpa3oBaHUs

d. TMony4eHHas CrieUaIbHOCTh

6. JlonmoJiIHUTeIbHBbIe HABBIKH. YpoBeHb 3HaHusa [IK, cTemeHp BiageHUss WHOCTPAHHBIMU
SI3BIKAMHU, HATMYWE BOJUTEIbCKHUX TIPaB, aBTOMOOWIISI U T.J1. YKa3bIBaeTCs, TO, YTO Kak Bam kaxercs
HEO0OXOMMO 711 KOHKPETHOW BaKaHCHH.

7. JlndHble KauecTBa. YKaKUTE HECKOJBKO, OTIMYAIOIIUX Bac OT Apyrux, TMYHOCTHBIX YepT,
MTOMOTAIOIINX JTOCTHYb HY>KHBIX Pe3yabTaTOB B paboTe.

5. Cnoco0OblI mogaum pe3ome

Korna Bsl no3BonuTe no uurepecyrouiemMy Bac o0bsBiIeHNIO WM B KOMIIAHUIO, KaK MpaBuiio, Bac
MONPOCAT TIepeIaTh pe3toMe 1o noure, ¢akcy wim e-mail. Beibepure o001 Bo3MOXHBIN 1151 Bac
Croco0, He HaBs3bIBas JMYHOW BCTPEUH, HE CChLIAsICh HA TO, YTO IO MOYTE JOJT0, YTO y Bac Het Hu
¢akca, HU €-Taiia (3TH YCIYTH MOKHO IMOJIyYUTh HA IIEHTPAJILHOM MOYTAMTE MPAKTHUYECKH B TIOOOM
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ropoze). Ha cobecenoBanue Bac 00s13aTenbHO MpUTTIACAT, KaK TOJIBKO OyneT He00X0aUMO, a K HeMy
HaHUMATeNb JOJDKEH HOATOTOBUTHCH.

PacchLika 110 1oyre

MO>KHO OrpaHUUUTCS pe3toMe Ha 2-3 JICTaX M CONPOBOIUTEIbHBIM TucbMoM (Cover Letter), xots
Ut yewieHus dddexra wim mo TpeOOBaHUIO MOKHO BJIOKUTH (oTorpaduio, KOMUU cepTUHHUKATOB
U peKOMEHIAUN. DTO XOPOIINU METOJI, OHAKO, M3-32 HU3KOH CKOPOCTH JIOCTAaBKH, OH IOTpedyeT
or Bac Oompmoro tepnenus. Ho He crouT uM mnpeHeOperaTh, Tak Kak Y HErO €CTh CBOM
IPEUMYIIECTBA.

Paccpliaka no gakcy

Crporo coOmoiaiiTe IPUHIMITBI CO3IaHUs pe3toMe s (pakca, 0 KOTOPBIX MBI TOBOPHJIU BBIIIIE.
[TonpoOyiiTe cHayama 0TOCIaTh pe3loMe CBOEMY 3HAKOMOMY U IIOCMOTPUTE, YTO MOIy4uTCs. To, 9To
Ber ornpaBunm u TO, 94TO OYyAET MOJYyYEHO, MOXKET BBIVIAAETh KAaK «JBE OOJIBIINE PA3HUIIBD.
YTo4yHHTE A3BIK, Ha KOTOPOM JIydllle NOJaTh pPE3IOME U OTrPaHUYbTECh OIHHM BapUAHTOM.
Otnpasnate (otorpaduio mo ¢Gakcy He CTOUT - YSPHOE IATHO B MPABOM YIIIy BPSJ JIU SBISETCA
yKpallleHHEeM, J1a ¥ 3aiiMeT IIEHHYIO TUIoNa k. Bo MHOTHX OpraHM3amisx ee UCIoIb3yIT CTapyro
O(UCHYIO TEXHUKY U JI0 CHX TOp IPUHUMAIOT COOOIIEHNs Ha pyIOHHYIO (pakc-Oymary. [lostomy Ha
MHTEPBBIO 00s13aTeNIbHO OepuTe ¢ cO00M OpUTHHAN, a €CITU €CTh BO3MOXKHOCTB, TO H (hailit ¢ pe3rome
Ha (QIdII-KapTe WM KOMITaKT-IHCKE.

PacchljiKa 110 3JIeKTPOHHOM 10YTe
Haubonee nepcniekTHUBHBIN, yIOOHBIM U OMEpaTUBHBIA METOJ CO CBOMMHM IpaBWJIaAMU ITHKETA

(Neticet) u tpamumusmu. IIpaBuibHO 0POpPMICHHOE MUCHMO, a He coobmienue tuma «Hi, All!
Haiinure Moe pe3toMe Ha MOeil BeO-CTpaHHUILIe», MBI [yMaeM, He Oy/I€T BOCIIPUHATO KaK CraMm.

K HaHuUMaTensM U B PEKPYTHHTOBBIC KOMIAHMH 1O e-Mail exeIHEeBHO MOCTYMarT AECATKH
COOOIIEHUH, U YTO YAWBUTEIIBHO, MPaKTU4Iecku Bce ¢ Ha3Banuem CV mimu Resume. [TosTomy cBoe
ANEKTPOHHOE MUCHMO C PE3IOME JIy4Ille BCEro Ha3BaTh Kak-HUOYAb MHAYe. [[J1s1 3TOro Ha TOM SI3bIKE,
KOTOpBIM TpeOyeT KoMIaHus, (eCM Ha PYCCKOM si3bike, To B konupoBke KOI8-R) B mone "Tema",
UCIOJIB3YS MPOOETIBI, YKAKHUTE:

damunus, UM, CHEMUAIBHOCTh WJIM JIOJDKHOCTh, HA3BaHHME KOMIIAHWHW, HA3BaHHE TOpOJa,
Ha3BaHME MO3UIMH 110 KOHKYPCY UM BHE KOHKYpCa.

6. OcobenHocTH 0opMIIeHNS 3JIEKTPOHHOT O pe3loMe

Yacto BcTpeuaeMas oOmIMOKA NPH COCTABJIEHMH 3IJIEKTPOHHOIO pe3l0Me - 3aroJHEHUe
MHOTOCTPAHUYHOW TaOJIUIBI-aHKEThI, B KOTOPOM KaHIAMAAT CaMOCTOSITEIHLHO BBICTABIAET cebe
OLIEHKH, B3SITOM C caiiTa Kakoii 1100 OpraHu3aluu.

[ToMHuTE, y Takoil opraHu3alMH, CKOpPEE BCEro, €CTh CBOM, cnenqupuyeckue TpeOOBaAHUS K
KaHIUAATy U aHKeTa CO3JaHa UMEHHO JIJIsl IPOBEPKH COOTBETCTBUS COMCKATENS ATUM TPEOOBaHUSIM.

CBo0Goanasi popma pe3roMe B COUETAaHUU C TIOCIY>KHBIM CITCKOM, TIOMOTAET MPEICTABUTEIIIO
paboTtoaTens OleHUTh NPO(ecCHOHATBHBIN MOTEHIHAJ KAHIUIATA, €T0 JHYHOCTHBIE KauecTBa.
Tabnuia e, Takoi BO3SMOXKHOCTHU JaTh HE MOXET M, KaK MOKa3bIBa€T MPAKTHKA, OOBIYHO €€ JTaXke He
YAOCYKMBAKOTCA BHUMATEIIBHO IPOYUTATD.

Taxxe, y kaxxaoro paboTonaTesst MOTYT ObITh CBOM TPeGoBaHusl K 0OPMIIEHUIO pe3loMe, eCITi
3TO TakK, TO 00S3aTENILHO CTPOTO CIAEAYHTE STUM TPEOOBAHUSIM.

WNuoraa Ha caiite paboToaarens pa3MeniaeTcs SJIeKTPOHHAs aHKEeTa, B TAKOM CJIydae 3al0JIHUB ee,
NMPUJI0KHUTE K Hell CBOe pe3roMe - 5TO MOXKET MOBBICUTh UHTEPEC K Bamen kanaunarype.

CocraBiisis pe3toMe, COXPaHSUTE €ro B OJHOM U3 PACIPOCTPaHEHHBbIX (JOPMATOB, TaKuX Kak .d0C
v .rtf, u umenem B Buje Bamieid paMuianu U UMeHHU.

Ecnu ¢ dopmaTom Bce MOHATHO, Takue (haliIbl CMOTYT OTKPBITHCS HA JII0OOM KOMIbIOTEPE, TO C
uMeHeM (ailna cpa3y BOZHUKAET BOIPOC - 3aueM?

Bce neno B ToM, 94TO 0OBIYHO KaJpOBBIN CIICIIUATKCT, pa3MellaeT NPUCIaHHbIe pe3loMe Y cedst
HAa KoMIbloTepe 1o dhamMunuel kanauaara, ;s KoMGOPTHOM paboThl ¢ OOJBIINM KOJIWYECTBOM
Takux pestome. Eciu ke daiin y:ke Ha3BaH 1o paMHUITUN COMCKATENs, eMYy He MIPUAETCS 3TOTO JIeNaTh.
K coxanenuto, oueHb HEMHOTHE COMCKATENId MPUACPKUBAIOTCS ITOTO MPOCTOTO MPaBUiia, OOBIYHO
Has3bIBas (paiin resume.doc wiu pezrome.”.

JI71st KaApOBOTO CHELUATUCTA, KAHAUAAT, YBAKAIOUINH €ro TPy, MOXKET 3aBOCBAaTh CUMIIATHIO,
MOJTHUMAIOIIYIO €T0 IIaHChI Ha TPYJI0YCTPOUCTRBO.
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Kak y»xe roBopuiiocs BbIIlIe, 3JEKTPOHHAs TabIuIa - He camast Tydrnasi popma ISl pe3rome,

mosToMy He ucrons3yiire MS Excel. [TomHuTE, 9TO HE BCE HCIOB3YIOT 3Ty MPOrpaMMy B CBOEH
pabore.

Hanmyne kadecTBeHHOro (opMAaTHpPOBAaHHMA - 00s3aTEIbHOE YCIOBHE JUIS HOPMAIBHOTO
BocrpusTHs pe3toMe. [lodToMy mydnie 3a0bITh O HAMCAaHUKM PE3IOME B OOBIYHOM TEKCTOBOM
dbopmare .txt.

Onmumanvuwiii pasmep ¢atina pestome - 0o 300 Koaiim.

ApxuBupoBarh (aiin pe3romMe - KpallHe HEXelaTelbHO, 3TUM BbI 3acTaBiisieTe KaJIpoBOTO
CIELUANNCTa TPUIAraTh JUIIHUE YCUJIMS JUIS €ro MPOYTEHHs, TaKOE€ PE3IOME MOTYT 3arpocTo
IPOUTHOPUPOBATb.

N3beraiite meperpyxarb TeKCT ¢ororpadusMd W HaJIWMYMEM OYCHb CJIOXKHBIX 3JIEMEHTOB
oopmienus, Torna Bel BoummuTech B yKa3aHHBIH pa3mep daiiia.

Hcnionb3oBaHue pa3sHOOOPa3HBIX MIPHU(TOB B OJHOM PE3IOME - HEJIOIYCTUMO, TEKCT JOJDKEH JIETKO
yutatbes. [IpuMensiiite mpu@T, KOTOPBIA €CTh Ha OOJBIIMHCTBE KOMIIBIOTEPOB, Hanpumep, Arial
wm Times New Roman. Pasmep mpudra nomxen 061t He menee 10 pt, 11t HOpMaIbHOTO YTEHUSI.

CaMpIM ONTUMAIBHBIM BapUaHTOM COMPOBOJUTEIBHON 3alMCKU OyAeT KpaTKoe NMPHBETCTBUE,
KeJaTeJIbHO TI0 IMEHU OTYECTBY MOIYJaTeNsl WK €T0 JODKHOCTH.

VYKaXuTe 11eJTb OTIIPABKH 3TOT0 MUChMa, HanpuMmep «OTnpasisiio Bam cBoe pe3toMe Ha T0JIKHOCTb
MeHe[Kepa 1o mpogaxkam». He nmumuTe mumHux ¢pa3s, TakuX Kak «CIy4aiiHO HaTKHYJICS Ha Bamry
BaKaHCHIO, PEIINI OTIIPABUTH CBOE PE3FOMEN»

Haymyre rpaMMaTH4ecKMX W PevyeBBIX OIIMOOK IO3BOJIICT CYIUTh 00 YPOBHE MOJTIOTOBKH
KaHJI1aTa, €ro SPYAULUH, TPOPECCHOHATBHBIX CIIOCOOHOCTSIX, 00 YMEHHUHU U3J1araTb CBOU MBICIIH.

KoneuHo, 111 MHOTHX JOJDKHOCTEH CTONPOLIEHTHON IPaMOTHOCTH HE Tpedyercs, T.K. HaJHdue
omKrOO0K c51a00 CBSI3aHO C JICIOBBIMHU M JIMYHOCTHBIMH KaueCTBAMH, 32 HCKJIIOUEHHEM TeX CJIy4aeB,
Korjga ommOKa JomyiieHa B MpodecCHOHATBHBIX TepMuHax. Kak Obl TO HU ObUIO, HaTU4ue
IrpaMMaTHYECKUX U PEYEBBIX OMIMOOK He CMOCOOCTBYeET YJIY4YIIEHHI0 KauyecTBa pe3loMe B IJiazax
KaJpOBOTO CIENUAINCTA, TOITOMY KpailHe PEeKOMEH]IyeTCsl IONPOCHTh 3HAKOMBIX IMpOYnTaTh Barr
TPYA JI0 €r0 OTHPABKH.

7. Oco0eHHOCTH COCTABJICHHS Pe3l0Me coMcKaTeseM 0e3 onbITa padoThl

JUis HenaBHHX BBIMYCKHHUKOB Y4YeOHbIX 3aBeleHHil BIIOJIHE HOPMAaJbHO OTCYTCTBHE
OoQUIMATBEHOTO ONBITA Pa0OTHI (T.€. 0€3 BHECEHUS 3alIUCH B TPYJIOBYIO KHUXKKY).

UYroObl cocTaBUTH Ppe3loMe 0e3 onbITa padoThl, HEOOXOAUMO TMPOUTH HECKOJIBKO
MIOJITOTOBUTEJILHBIX 3TAanoB. Bo3bMuTe IMCT GyMaru U NpUroTOBbTECH 3aMUCHIBATH.

Jlns Hayana BCIIOMHHTE Bce, 4yeM Bbl 3aHuManuck Bo Bpems oOyueHus. Hampumep: Kpyxkwu,
yBIIeueHUs1, X000H, ecTh 1 y Bac kakue 1u60 Harpa/ipl 3a yqacTie B KOHKYpCax - FpaMOThl, TUILIOMbI
u 1p.

Taxxe He 3a0bIBaiiTe MPO KAHUKYJIBI - BCIIOMHUTE, HAIIPUMED: MOCEIIAaeMble CEKIINH, MMOE3/KH,
o0I1IeHue ¢ APY3bsIMU U T.[.

Teneps nonpoOyiiTe onucats cBoM yBieueHus (xo66u). Hanpumep: ppidanka, ciopt, 3HaKOMCTBA,
KOMIIBIOTEP.

[TonymaiiTe, KakuMU JTUYHBIMU KauecTBaMu Bel 005azjaete, Kakre HaBbIKU UMEETE.

[TocMoTpuTe HA MOTYYMBIIMICS CIIMCOK W BBIOEPUTE M3 HETO BCE, YTO, C Bareit Touku 3peHus,
MOJIE3HO yKa3aTh B pe3toMe Ul BEIOPAaHHOM BaKaHCHUH.

Huxe npuBeneH npumep pe3oMe, B KOTOPOM IIOKa3aHO, Kak MOXXHO oOoituch 0e3
0(UIINATHEHOTO OIBITA PA0OTHI.

Camapuna MapruHa AHaTOJIbEBHA

JlaTa poxacHus:

08.02.1982 .

MecTo npoxXuBaHUA:

r. bopouun, HoBropoackoii obiaactu

KonraktHas uadopmarus:

Tell. coT. 8-987-654-32-10, 8-987-654-32-10 Ten. nom. 123-456

Ilens pesrome:




noJiyueHue 1oJpkHocTH byxranrep O0pa3oBanne:
09.2003 - 06.2008 - bopoBHUCKHiI TEXHUKYM CTPOUTEIHLHOW HHIYCTPUH U YKOHOMHUKH.
[1eLUaTbHOCTh: IPOTPAMMUCT

OnbIT padoThI:

06.2007 - 08.2007 - BopoBHUCKHII TEXHHKYM CTPOMTEIBHOW WHIYCTPUM U SKOHOMHKH.
pOM3BOJACTBEHHAs TpakTuka. Pa3paborka mporpammuoro mpoaykra «MHbopmanmonHas 6asza
XHUKyMay. [I[proOpeTeH onbIT paboThl B KOMaH Ie

06.2006 - 08.2006 - LleraTpanbubiii peiHOK. [IpomaBen. [ToayueH HaBBIK MPSAMBIX TPOIAXK
09.2005 - 12.2005 - YuactHuk KoHKypca «Pa3paboTka nu3aiiHa JIOTOTHIIA CTICITHATIBHOCTI.
HATO 3 MECTO

Xo00mu:

KonctpynpoBaHue, HOBbIe 3HaKOMCTBA JIONMOTHUTEIbHbIE HABBIKH:

Otnuunoe 3nanue kommbpiotepa, MS Office, Corel Draw, Adobe Photoshop, 6azoBoe 3nanme
TJIMACKOTO S3BIKA.

JIM4YHbIe KaYyecTBa:

KoMMyHHKa0ETbHOCTD, UCTIOTHUTEILHOCTD, ITYHKTYaJIbHOCTh

20.07.2008

Kak Buaurte, pe3toMe MOMYyYMIOCh OUYEHb HEIUIOXO0E€, XOTS O(UIMAIBLHOrO OmbITa padoThl y
KaH/u1aTa He ObLIO.

B HeM mpucyTtcTBYIOT (ppasbl, KOTOpbIE MOTYT 3aLleNUTh 4YeJOBeKa YUTAIOIIEro 3TO PE3lOME,
3aCTaBUTh Ha3HAUUTh coOeceoBanue. s TyyIero noHMMaHus pazoepeM HEKOTopble GJIOKH 3TOT0
pe3oMe 1o MMYHKTAM.

Oopa3oBanue

B nanHOM mnpumepe crnenManbHOCTh KaHWAATa HMJET HEMHOIO Bpa3pe3 C WHeJdbl0 pe3loMe.
[ToaTOMYy OCHOBHOM aKIIEHT C/I€JIaH He Ha Ha3BaHUE CIIELUATbHOCTH, a Ha HATMYHE UMEHHO BBICIIETO
oOpazoBanusi. MoxxHo Obl1O OBl BOOOIIE O0OWMTHCH 0O€3 MOAPOOHOCTEH, HO HaJIMuKMe 3HAHUM B
KOMIIBIOTEPHOM 00JIaCTH MEHEKepY MO peKsiaMe He IOMEIAoT.

OnbIT padoTsI

B nanHoM mpumepe, KaHAUAAT YMENO NMpeAocTaBui (akTbl U3 cBOEH y4eOHOU HesITeNbHOCTH,
KOTOpBIE COYETAITCA C LIEIbI0 pe3toMe. Hanpumep, mpon3BoACTBEHHAs MPAKTHKA IT0KA3bIBAET, UTO
YeJIoBeK paboTan B KOMaH/Ie (He TOSICHSSI B KaKOH, BElb KOMaH/1a MOXKET COCTOSITh U U3 2 YEIIOBEK).
JU1 1aHHOM BaKaHCUM TaKOE KaUECTBO HECOMHEHHO BAJKHO, T.K. MEHEIDKEP 110 PEKIIaME HEPA3PBIBHO
CBSI3aH C AU3aliHepaMu, COOPIIMKAMU, MOHTaKHUKAMU U T.[.

Janee, kaHaAUAAT yKa3blBaeT, Ha ONBIT MPSAMBIX MPOAAK - 3TO TOXKE IUIIOC, BEb MEHEKEPY
HE00X0AMMO paboTaTh ¢ KIIMEHTaMHU. Y4yacThe B KOHKypce MOJYEpPKUBAET, TO, YTO COUCKATEND YKe
Ha paHHEW CTaJuM CBOEro OOYYEHUS 3aMHTEPECOBAIICS PEKIaMoil, a 3aHATOe 6 MECTO HE TaK yX U
JIAJIEKO OT IbEJECTANIA.

Xo000u

IlonnMmast, 4TO M3JI0KEHHOTO OIBITA MOXKET HE XBaTUTh, KAHIAWIAT MPUBOJIUT CIUCOK CBOHX
yBjaedyenmii. [IpyueM KoHCTpyupoBaHue (HampuMmep, KapTOUHBIX JOMHUKOB) - MOKAa3bIBAET, YTO OH
MOXKET TBOPYECKH MBICIUTh, a HOBbIE 3HAKOMCTBA, Kak Xo000HM, TOBOpPUT O XOpoIuen
KOMMYHHUKa0€IbHOCTH.

JlononHUTENbHBIE HABBIKK U JINUHBIE KauecTBa

JIOTIONTHAIOT CBEACHUS O KaHAMUIAaTe, IPUYEM, €CIIM UX MTPOaHATU3UPOBATh, MOKHO YBUAETh, YTO
KOKJ0€ M3 HUX HaxXOAWT OTKJIMK B APYrux Ogaokax pestome. Hampumep: oTinyHOoe 3HaHuUE
KOMIIbIOTEpa, MEPEKIUKACTCd CO CHEIHAIbHOCThIO, TMPAKTHUYECKUMH HaBbIKAMH U X000wu;
KOMMYHHUKA0€JIbHOCTh - C ONBITOM TMPSMBIX TMPOJAX; HCIOJHUTEIBHOCTh C JIOCTUTHYTHIMHU
pe3ylbTaTaMu | T.1.

I'maBHOE, O UEM KaHIUJATY CTOUT IOMHUTD, COCTABJISISI MOJ00HOE pe3l0Me - CHIIBHOE UCKAKEHNE
(akTOB Je]ly HE TIOMOXKET, OCOOEHHO, €CIIU UX 3aXOTAT IPOBEPUTD.
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8. Tunu4HbIe OIUOKH NPH COCTABJIEHUHU Pe3lOMe

1. Canmkom AJMHHOE pe3roMe.

CrapaiiTech yMECTHTh HH()OPMAIMIO HA OJHOM, MAKCHMYM Ha JBYX CTPAaHHIAX. JTO MOXKHO
c/ienaTh, CTPOro cucTeMaTu3upoBaB cBefeHus. HyxHo nzberarb U3NUIIHUX JeTallel, CTPEMUTHCS K
nmakoHMYHOCTH. [lopoil 1OCTaTodyHO nAaTh OTHENbHBIM IYHKTOM II€peYeHb HMEIOIIMXCS Yy Bac
HaBBIKOB. MHOTJIa coMCKaTeNH, MCTONB3Ys IS MEpeJayd CBOETO IMociaHus (akc, MmpenBapsioT
COOCTBEHHO pe3loMe OOpalleHUEM K KaJpOBOMY areHTCTBY WM PabOTOATEN0, OHO COCTOHT W3
napbl HU4ero He 3Havamux (pas, camo mo cebe 3aHMMAET LEIYI0 CTPAHMILY. DTO HEBEXKIUBO -
Oymara Juist (pakca CTOUT JIEHET, T03TOMY HE BBIHYKJAlTe MePEBOIUTh €€ BIIYCTYIO.

2. OTcyTcTBHE BAXKHBIX CBEIEHHIA.

a) B pe3rome OTCYTCTBYeT mepedyeHb MeCT paboThl, TMOO HE YKa3aHbl 3aHUMACMbIE JTOJKHOCTH.

6) Ectb nmepeueHb, HO HE yKa3aHbl BpEeMEHHBIE paMKH Ballero mpeObIBaHMs HA TOW HIJIM MHOMN
JOJDKHOCTH. B 3THX cilydasix, eciiu Jake Bbl MPUBEIETE KPATKUW MEepeYeHb HABBIKOB, U3 HETO
COBEPIICHHO HEBO3MOXHO OYJIET MOHAThH, HACKOJIBKO ATH HaBBIKU OCHOBATEJIbHBI.

B) Her cBenmenuii o0 oOpa3oBaHuu, JUOO HE yKa3aHbl Ha3BaHHWE Y4EOHOTO 3aBEICHUS H
MOJIy9eHHAs CTIICIHALHOCTh. ECIIM BBl 3aKOHYHIIM HECKOJLKO y4eOHBIX 3aBeieHUul (Oyab TO BY3BI
WM TEXHUKYMBbI), 00 3TOM TOK€ HY>KHO cooOuuTh. He 3a0y1pTe yOMSHYTh U O IPONWIEHHBIX BaMU
Kypcax, TeM 0oJiee, ecI OHU UMEIOT OTHOIIEHUE K MpeanonaraeMoil padore. [lpu aTom ykaxure
BPEMEHHbBIE pAMKH Y4€Obl, T.€. TOJ] MOCTYIJICHUS U F0Jl OKOHYaHHUSI.

r) He ykazaHbl BO3pacT, MECTO MPOIMUCKH U TpokuBaHus. [loBepbTe, 3TH MoOKazaTenu s
paboToaTelss He MEHEee BaKHBI, YEM BBIIIE TEPEUHCIICHHBIC.

1) OTcyTcTBHE KOHTAKTHOTO TesedoHa UK aJpeca SJIEKTPOHHOM MOYTHI.

3. HesicHoCTH HaMepeHHuid.

WNuorna couckarens 3a0bIBaeT yKa3aTh, Ha KaKylO JOJKHOCTh OH IpeTeHayeT. Eciu Bl caMu He
3HAeTe, Yero XOTUTEe, TO KaK O BAIIMX >KEJIAHUAX JOTaJaeTcs MEHEIKEP KaJIpOBOT0 areHTCTBa?
®paspl TUTIA «HUITY padOTy C MEPCIEKTUBOM POCTa, COOTBETCTBYIOIIYIO MOUM CIIOCOOHOCTSAMY HE
BHOCSIT POBHBIM CYETOM HUKAKOW SICHOCTH.

4. PpIXJIOCTBH CTPYKTYPHI pe3ioMe.

YenoBek, YUTAIOMINNA pe3toMe, JODKEH JIETKO MPEJICTaBUTh cede MOCieA0BaTeIbHOCTh Balllero
KapbepHOro JBWKeHUs. He 3acTtaBisiiiTe ero Bbly)XKMBaTh HY)XHbIE CBEIEHHMS B Macce
BTOPOCTETICHHBIX. TEKCT AOMKEH UMETH SICHYIO CTPYKTYPY.

B nauane cooOuiute o cebe OCHOBHBIE CBEICHHUS: (PaMHIINs, UMs, OTUYECTBO, TOJ POXKICHUS,
TPaKJAHCTBO, CBEICHHS O MPOMUCKE, OJIMKalIas CTaHIMs METpo, oOpa3oBaHue. Kaxxaprit myHKT -
OT/AEJIIBHON CTPOKOM.

3areM HYXHO YKa3aTh CIIMCOK MPEXHHX MeCT paboThl (3keraTenbHO, B 0OpaTHOM MOpsIKE) ¢
yKa3aHUEM 3aHUMaeMO# TOJDKHOCTH. CITUCOK 00s3aHHOCTEH M0 KaX 01 MO3UIIUN TIPUBOIATCS JTUIIIH
B TOM CJIy4ae, €CJId Balllu JOJKHOCTH OTIMYAIMCh OJIHA OT IPYTroi, HO UMEJH MPSIMOE OTHOIIIEHUE K
BAKAHCHUU, HA KOTOPYIO BbI TENEPh MPETEHAYETE, U MOTYT paCCMATPUBATHCS KAK IIEHHBIN OIBIT.

[Tocne »TOro MOXeT OBITh YMECTEH OTAENbHBIM MyHKT C TEPEeYHEM BalllUX 3HAHWUN M HABBIKOB,
MOJIE3HBIX [IJIS TIpeArnojaraeMord padoTel. B 3aBeprneHnn - HECKOJIBKO MOXBAIBHBIX CBEICHUU O
CBOEM XapakTepe (MOXKHO TaKKe YHOMSHYTh O CBOEM X000u).

5. Odopmiienne, 3aTpyaHsIIONIee YTEHHUE.

Wtak, yreHue He JOKHO JOCTABIATH CTpajaHuii agpecaty. CienyeT 1mo3a0OTUTBCS U O TOM,
9TOOBI CTPYKTYpa pe3toMe Opocanach B I1a3za. Hu B Koem cirydae He JaBalTe TEKCT «CTUIOITHSIKOM))
0€3 4eTKO BBIICTICHHBIX Pa3/IeNoB.

He menee TpyeH u1st IpoYTeHUS TEKCT, HAOpaHHBIN TIIOTHO, MeJIKUM mipudToM. He crout Takxke
3JI0yTIOTPEOIIATh TAOIUTIAMHU.

S3pIK, HA KOTOPOM BBl COCTABJISIETE pE3IOME, JIOJDKEH OBITh TOHSTHBIM, T.€. PYCCKHM.
Hcnonb30BaHWe WHOCTPAHHOTO $S3bIKAa JOMYCTUMO JIMIIbL B TE€X CIydasx, KOrja 3Toro TpeOyer
paboTonmaTenb (XOUeT OICHHUTH Ballle BIIAJICHUE WHOCTPAHHBIM WM CaM HE BIAJeeT PYCCKUM
SI3BIKOM ).

Pestome, coctaBieHHOe, K MMPUMEPY, HA aHTJIMICKOM S3BIKE, HO C OIIMOKaMH, HE JOOaBUT Bam
rocoB. (B He MeHbIIeH cTeneHn TpeOoBaHUs K TPAMOTHOCTH KAacaroTCsl U PYCCKOTO SI3bIKA).

Ecnu BB mocknaere pe3tome 1o ¢akcy, UMEHTe B BHUIY, YTO CBSI3b YaCTO OCTABIISET JKEIATh
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JyYIIero, mo3TomMy rpadudeckrue u (GoTon300paxeHnus 0ObIYHO MPOXOISAT B CAMOM HEMOTPeOHOM
Buze. Ecim BBl XOTHTE CHAOIUTH pe3toMe CBOMM (DOTOTIOPTPETOM, IIeJIecO00pa3Hee OTIPABIATh €ro
T10 3JICKTPOHHOM 1OUTE (IIPH 3TOM XKeJlaTeJIbHO, YTOOBI MPUKPETICHHBIN (aiis umen pazmep He 6osee

50 K6).

3AK/IFOYEHUE

@DakTUUECKH TMPEAJIOKEHUE HAa PBIHKE TpyJa MHOTOKPAaTHO IMPEBBIIMIAET CIPOC, KOHKYPC
MIPETEHICHTOB HAa OTKPBITYIO BAaKaHCHUIO O4YeHb BeMuK. OJHAKO, HECMOTPS HA HACBHIIICHHOCTh PhIHKA
TpyJia, CIPOC Ha XOPOIIMX CHEIUATUCTOB B IEPHUOJ] BOCCTAHOBIICHUSI SKOHOMUKH OYEHb BBICOK.

B sT0ii cuTyanuu oCHOBHOM 3ajjaueii couckaressi CTAHOBUTCS IIPUBJIEYCHHE BHUMAHUSA HUMEHHO K
cBoeil kaHaumatype. [1o3ToMy BO3HHKAaeT BOIPOC O MPEIACTABICHUU ce0si ¢ MPOodhecCHOHATLHOM
TOYKH 3pEHUS. A MHCTPYMEHTOM JOCTI)KEHHUS ycIiexa SIBJISeTCsl Balle pe3loMe, COCTAaBIEHHOE 10
3¢ (HEeKTHBHON METOJIMKE «PE3FOME MO/ BAKAHCHION.

YcneuniHoe pe3roMe — 3T0 YHHKAJIbHOe pe3toMe. U TaBHBIN CEKpET ero YHUKAIbHOCTH B TOM,
YTO OHO YHHMKaJIbHO HE caMo IO cede, a COCTaBJIEHO MOJ] KOHKPETHYIO KOMIIAHHWIO M BaKaHCHIO.
['maBHBIM BOIIPOCOM SIBJISIETCS HE 4M10 HAMKUCATh B HEM, a KaK.

OaHu U Te Ke CBeJleHUs, NpeACTABJEHHbIe ¢ NMpPUMeHeHHeM I(PPeKTHBHBIX CTpaTerui
COCTaBJIEHUSI pe3loMe W 0e3 HCNOJb30BAHMS  TAKOBBIX, [JalOT JAHAMETPAIbHO

NMPOTUBOIMOJOKHBIC PE3YyJIbTAThbI.
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