PexkoMeHaaLuMM No COCTaBJ/IEHUIO pe3loMe

Pe3rome — 310 Bama BuzutHas KapTO4Ka IJIid pa60Toz[aTeJm.

Llens pe3tomMe — MOJYyYUTh MPUTIIAIICHHE Ha cobecenoBanue. s Toro, yToOsl paboTomaresns
3anHTEepecoBajICcs Baiel kaHAMAaTypO, pe3toMe JT0HKHO OBITh COCTaBIIEHO TpaMOTHO. UTak,
HEKOTOpPbIE PEKOMEHAIMHU, KOTOphIEe MOMOTYT Bam cripaBUThCS ¢ 3TOM 3a1aueid.
Conep:kanue:

®HUO, KoHTAKTHBIE U JJUYHbIE JaHHbIE.

Hean.

OTOT pazaen noxeH coaepxkars noiaHoe ®HO, naty poxkaeHus, ceMeiHoe
MOJIO’KEHUE, HOMEp TeleoHa, apec 3. MOYTHI, aJIpec MPOKUBAHUS

(mo xenanuto). [Ipuuém ykazanubie TenedOHBI TOJDKHBI OBITh JOCTYITHBI JIJIs
3BOHKA. byner oouHo, ecimu paboToIaTeNb «Ballleld MEUTH HE CMOXKET 10 Bac
O3BOHUTEHC!

YacTo B pe3toMe MOXKHO YBUJETh Takyto Leib: " [1oyduTh HHTEpECHYIO,
BBICOKOOIUTAYMBAEMYIO paboTy ¢ MEPCIEKTUBOI KapbepHOTo U MPO(HECCHOHAIBHOTO
pocTa B CTaOMIIBHOM OpraHU3aluyu ¢ XOPOLUIMM KOJIJIEKTUBOM. ..». BbIj0 ObI
CTpaHHO, eci O coucKaTesb paccMaTpUBall IPOTUBONOIOKHBIA BaApHAHT))).

Ha camom zene B enu pe3tome HeoOX0AUMO yKa3blBaTh Ha3BaHHE KOHKPETHOM
JIOJKHOCTH, Ha KOTOpYI0 BeI npeTenyere. 31ech xKe BO3MOXKHO yKa3aTh YpPOBEHb
3apIuiaThl, KOTOpbI Bam nHTEpeceH (3T0 10/KHA ObITh KOHKpeTHas 1udpa).

Oo0pa3oBanue.

B sTom pazzaene Brl ykasbiBaeTe Bce yueOHbIE 3aBECHHsI, B KOTOPBIX BbI yumiuce,
HAYHMHAS CO CPEHE — CIEIUAIBHOTO 00pa3oBaHmsl (IIIKOJTY YKa3bIBaTh

He 00s3arenbHO). HeoOxoauMo yka3aTh ro/ibl Hauana U OKOHYaHUs y4uéonl,
Ha3BaHHE y4eOHOTO 3aBe/IeHUs, (aKyJIbTET, CIeNUATbHOCTh. JJOMOTHUTEIHHO
MOJKHO YKa3aTh popmy oOydeHus (ouHasi, 3aouHasi, BeuepHsisi). Ecnu Bl yunrtech
B HACTOALIMI MOMEHT, HY>)KHO 3TO yKa3aTh, 4T00 N30exkKaTh HeJOpa3yMEeHU

¢ paboTomaresnem.

JononuurensHoe oOpa3zoBaHue (Kypchl, TPEHUHT Y, CEMUHAPBI) HA/10 YKa3bIBaTh
HE MEHee TOYHO: JIaThl 00y4eHHUs, Ha3BaHUE Kypca, yueOHOe 3aBeIeHHeE.

OnbIT padoThl.

Baxuelimmii pasznen pestome. 371ecb HEOOXOAMMO MMOKa3aTh JUTUTEIbHOCTh

U coJiepkaHue Baiiero onbita: gaThl Hauana U OKOHYaHUsS paboThI (MecsL, TOx),
Ha3BaHHUE OpraHU3alluK, Ha3BaHUE JJOJDKHOCTH, OCHOBHBIE 00s13aHHOCTH. byner
IUTFOCOM, €clii BbI yKkajkeTe KOHKpPETHbIE TOCTUKEHUS Ha KaX/10M U3 MECT pabOThl.
B omnbiTe paboThl MBI PEKOMEHIyEeM yKa3bIBaTh HE TOJBKO T€ OPraHU3alMH, T1e

Bbl pabotanu opunmansHo (T. €. ¢ opopmuenuem no TK P®), Ho u mecTa, rie
3aMuch B TPYAOBOM KHIKKE He Aenanack. Eciu y Bac oueHp 601b110H «ITOCTYKHON
CIIMCOK», MOXHO HE yKa3bIBaTh a0COJIIOTHO Bce MecTa paboThl. BaxkHO yka3aTh
OIIBIT 3a MOCIEIHUE 5 JIET.

IIpodeccnonaibHbIE HABBIKH.

Vka3pIBaeéM KIIFOUYEBBIE HpO(l)CCCI/IOHaJIBHBIC HAaBbIKW 1 YMCHHA. 3ILCCB KE MOXHO
YKa3aTb I/IH(l)OpMaHI/IIO 0 3HAaHWHU WHOCTPAHHBIX A3bIKOB, CTCTICHU BJIAICHUSA
KOMIIBIOTCPOM (C YKa3aHUuEM KOHKPCTHBIX nporpaMM).

JlonosiHuTEe IbHASE MHPOPMALUS.

D10 mobas Apyrada BaKHas I/IH(I)OpMaI_II/ISI, KOTOpasd HE BOIJIa B APYTHUC pa3acCiibl:
HaJIM4YKUE IIpaB U JTUIYHOT'O aBTOMO6I/IJ'ISI, TOTOBHOCTb K KOMaHAUPOBKaM M IIp.

JInuHbIEe KayecTBA.

[Tepeuncnure Bamu camblie BaKHbIE KaueCTBA, KOTOPBIE MO3BOJIAIOT BaMm ycnenHo
pabotats (He Oonee 5). Ho OyabpTe TOTOBBI K TOMY, YTO pabOTOaTENb MOMBITACTCS
MIPOBEPUTH UX Ha cobecemoBaHun!



Odopmienue pesrome:

e Pe3toMe — 3TO TOKYMEHT, KOTOPBIH COCTABIISIETCS B CBOOOIHOM hopme. UETKHX
CTaH/IapTOB I10 €r0 COCTABJIEHUIO HET, €CTh JIMILb OOIINE PEKOMEHIAUU:

e [lomHuTE, 4TO pe3tOMe — 3TO ACIIOBOM JOKYMEHT. M30eraiiTe n3IMIIHero
yKpamaTeiabCcTBa, OOUIHS pa3HbIX MPU(TOB, BBIICICHUH U O TIEPKUBAHHIA.
Boiaenstiite TOJIbKO TO, YTO CUATAETE ACHCTBUTEIBHO BaXXHBIM. [JOKYMEHT HOKEH
XOPOIIO YUTAThCS, OBITH TOHSATHBIM.

o Kpatkocts — cectpa Tananra. [Iummre TOJIBKO BaXXKHOE, B PE3IOME HE HYKHO
«Boab»! Ho He OpocaiiTech B Ipyryro KpaitHOCTh — paboTOaTelNb JOJKEH
3ax0TeTh MpUriacuth Bac Ha cobecenoBanue, sl 3TOTO COAEpKAHUE TOJKHO OBITh
JOCTaTOYHBIM, 4T00 ero 3anHTepecoBars. OOBIYHO pe3toMe 3aHuMaeT 1-2
CTpPaHULbI IEYATHBIM TEKCTOM.

e I'paMOTHOE M3I0KEHUE TEKCTA, OTCYTCTBUE OIIMOOK U OIEYaTOK — MPU3HAK,

10 KOTOPOMY OTIBITHBINA PabOTOaTeNIb MOMEHTAIBHO OLICHUBAET KaHIuAaTa. ITO
IPU3HAK YMEHHUS U3JIaraTh CBOM MbICIIH, @ TAKXKE€ BHUMATEIbHOCTb U OTHOIIIEHUE
K Tpyay. [lepen oTmpaBkoii 00s3aTeNbHO BUUTANTECH, POBEPHTE TEKCT. byner
00HJTHO, €CJIM BbI HE MOJIyUUTE JKETAEMYIO TOJKHOCTh U3-3a ONeYaTKu!

e JlocTymHOCTH — pe3IOMe JIy4llie COCTaBIATh B popMaTax, KOTOPbIE YUTAIOTCA
crangapTHeIMU niporpammamu (Word), uto6 paboToaarens Mor ObICTPO U 63
po0JIeM OTKPBITh TOKYMEHT.

PexomeHaanuy 1o HANMUCAHUIO pe3lOMe

Paboty celiuac He MOKET HATH TOJILKO JIEHUBBIN. V1 HEBaXKHO, €CTh JIM y BAacC OMBIT pabOTHI,
ropoJIcKas MPOIKCKa U IPECTUKHBIA TEXHUKYM 3a Iuieyamu. Borpoc B ToM, Kak

HalTH JIy4UIYI0 JJs1 ce0st padoTy U3 UMEIOLIUXCS BApUAaHTOB. A BapHaHThI ecTh Beeraa. 1
MOHSITHO, YTO HET €IMHCTBEHHOT'O pelenTa, KaKk U €JUHCTBEHHO IPaBUIIbHOIO MyTH. EcTh
HECKOJIBKO CJIaraeMblX, KOTOPBIE MPUBEAYT K yCIEXY.

ITouck paGoThbl HA10 HAYMHATH C TPAMOTHOIO COCTABJIEHHs pe3loMe. JTo Baie nepsoe
nenoBoe nmucbMo. M paccmarpuBatbest oHO OyzAeT paboToaTesieM HMEHHO MOJI 3TUM yrioM. U
€CJIM eTr0 He BRIOPOCHIIN B KOP3UHY, cuuTaiiTe, Bamma nmepas nens nocturnyra. [Ipobiema, ¢
KOTOpOM CTaJIKUBAIOTCS HEKOTOPBIE KaHAUAATHI, — IUCATh HEYETO, TeKcTa HeT. Het omnbiTa
paboThl, MPo(heCcCHOHATBHBIX JOCTHXKEHUH, CITy’)KEOHOTO pOCTa, HET CEMENHOTO MOJI0XKEHUS U
auyHoro aBToMoOmd. 1 nabbl komneHcupoBaTh OeckpaifHue Gelble Mo pe3oMe B
JIOTIOJTHEHHWE K HEMY BBICBUIAIOT KOMUH JTUIIJIOMOB M MOXBAJIbHBIX TPaMOT. DTH yJIOBKHU
JIOCTUTAIOT COBEPIIEHHO MMPOTUBOIIOJIOKHBIX LIEJEHU: B JIyUIIEM CIy4yac, OHU BBI3BIBAIOT
YIBIOKY y paboToAaTeNe.

Pe3rome (o1 ¢p. résumé nnm nar. curriculum vitae — xu3HEONKMCaHKE, YACTO COKPAILAIOT

10 CV) — JIOKyMeHT, OJJHOCTPaHUYHOE (PEXkKe ABYXCTPAaHHYHOE) U3JIOKEHHE BAIIeH «TPYI0BOM
O6uorpadum», CBeACHNH 0 MOITYy4eHHOM 00pa30BaHUM, a TAK)KE KBANU(UKAIIUN U HaBBIKAX,
OTHOCSIIIMXCS K paboTe, Ha KOTOPYIO BBI PETEHAYETE.

Pe3oMe — 3T0 kpaTKkas NpogecCHOHAIBHAA CAMOOLIEHKA KaHIUIaTa Ha KaKylo-1100
BaKaHCHIO.

OcHOBHOe Ha3HAYEHHE Pe3I0Me - IPEJOCTaBUTh MOTEHIIMATILHOMY PabO0TOIaTeNt0 yIOOHBIN U
3¢ peKTUBHBIN CITOCOO OBICTPO OMPEAETNUTh, CTOUT JIW BOOOIIE MPOI0IKaTh ¢ Bamu pasroBop
Ha 3Ty TEMY. VY nauHoe pe3roMe CloCcOOCTBYET JTMUHOM BCTpede ¢ paboToaaTeseM Win
ero npeacrasuteneM. Heo6xoaumo TBEp10 OCO3HABaTh, YTO PEIIOME — 3TO €IIE HE rapaHTus
pabotel. Ero nenb — 100UThCs, 4TOOBI YUTAIOLIMNA 3aX0TeNl BCTPETUThCs ¢ Bamu nuyHo.

Pesrome 310 «omexkay, mo kotopot Bac Berpersar. Ho, He myTaiiTe pe3tome ¢ aBToOnorpadueii.
ABTOOHMOTrpadusi — 3TO OMHMCAHUE YEITOBEKOM B MPOU3BOJIBLHOMN (hOPME OCHOBHBIX TAIlOB €0
xu3Hu. (IIpumep: poauncs s B ropoje [leTpo3aBojcke, B ceMbe yuuTens u pabodero)



OOBIYHO €€ MPOCST COCTABUTH MPH MpUeMe Ha pabOTy B TOCYIapCTBEHHbBIE YUPEKICHUS UITU B
KpYIIHbIE KOMMepUeckre KoMnanuu. Yaie ona TpeOyeTcst JUisl TOro, 4ToObl YKOMIUIEKTOBATh
MakeT JOKYMEHTOB JIMYHOTO Jieia U, (haKTHIeCKu, 0cOO0T0 BHUMAHUS K HEH HET.

Ilepeiiném k camoii cytu pe3rome. [lociie paccmorpenus: Bamiero pe3tome cnenuaiauct
KaJ[pOBOTO areHTCTBA WJIK Pab0OTOaTelNh ONPEACITUT Bac B KaTErOPUIO «IIEPCIICKTHBHBIX)
WIH «HETIePCIEKTUBHBIX» COMCKATENCH.

CymecTByeT 3 THIIA pe3loMe:

- XpOHOJIOTHYECKOE

- pyHKIIMOHANTBHOE

- KOMOMHUPOBAHHOE

Tun pe3toMe - 310 He 00IMI BU pe3toMe (1I1BeT Oymaru, mpudt), 3To crmocod ero
OpraHu3aIiy, IOCIEI0BATEIBHOCTD U3JI0KEHUS HHPOPMALIUU U PACCTAHOBKA aKIICHTOB B
CBEJICHUSX, BKIIOYAEMBIX B PE3IOME.

XpoHoJiornyeckoe pe3rome:

TPYJOBBIE TOCTHXKEHUS PACTIONOKEHBI B XPOHOJIOTHYECKON MOCIEA0BATEIHHOCTH (B MPSMOI
i o0patHoi). CeroHs 3TO CaMblii paclipOCTPaHEHHBII THI pe3loMe.

Ilpeumywecmea xpononozuueckozo pe3rome’ ynobHo ais paboroaarens, Tak Kak JaeT
ynoOHyIo KapTuHy Bameit TpynoBoii 6norpadun. Paborogarens MOXET CpaBHUTH, 4eM BbI
3aHMMAaeTeCh B HACTOSIIEE BpeMs (Ha JaHHOM JTare Kapbepbl) — B IPOTUBOIOIOKHOCTH TOMY,
yeM Bl 3aHMManuCh JeT 5 ToMy Ha3a/l.

XPOHOIOTHYECKUN TUI pe3toMe 0COOEHHO PEKOMEHIYETCSI, €CITH Bbl IPUHAICIKUTE K OJTHOM U3
CJIEIYIOIINX KaTeropuil KaHIMJaTOB Ha MOJy4yeHUE pabourX MECT:

a) Mecto, KoTopoe Bbl xoTenu Obl MOTYYHTh, OTHOCUTCS K cepe AeSITeTbHOCTH, B KOTOPOU y
BAC OTMEYAETCS YCTOMYMBBIN U BIECYATISIOIIMI IPOTPECC;

0) cunbHas cropoHa Baiiero TpynoBoro oneita oTpaxaercs Bammm nocieiHuM MeCTOM
paboTHL.

Heodocmamku Xponono2uueckoz2o pe3rome: B ONIPEAEIEHHBIX CUTYalUsIX XPOHOJIOTHYECKOTO
THUIIA PE3IOME MOXKET MPEACTaBUTh Bac B HEBBITOTHOM CBETE. DTO MOXKET MPOU3OUTH B
CIIEYIOIINX CIIydasx:

a) Bel cobupaerech U3MEHUTH CBOIO Kaphepy, a MOCIeqHEE MECTO PaOOTHI HE CBSA3aHO C TOM
JeSITeIbHOCTBIO, KOTOPOI Bbl X0Tenu Obl ceOst MOCBATUTD;

0) Bb1 xoTenu Obl 3aHATH KaKylo — TO PAIOBYIO TOJDKHOCTh U 'y Bac HeT Hukakoro
MPaKTUYECKOTO OMBITA;

B) B Bamueii TpynoBoii Onorpaduu noaHo «00JIbIINX) IbIp — 3HAUUTEIbHBIX TIEPUOIOB
BpeMeHHU, Korna Brl He paboTanu.

DYHKIHOHAJIBHOE pe3loMe:

MPEJICTaBIsIeT Balllk MPOQECCHOHATbHBIE HABBIKH, OTIBIT M IOCTHXKEHUS, @ He KOHKPETHBIN
nepeyeHb padoT, KOTOPHIMU BaM MPUXOIMIOCH 3aHUMAThCS Ha Pa3IMYHbIX Tanax CBOeH
Kapbephl.

Ero Boirognee nucarhb, eCJm:

a) Bel XoTHUTE NOIYyYUTH PAJOBYIO JOJKHOCTD, @ O IPEABIYIEM TPYIOBOM OIBITE CKa3aTh
MPAKTUYECKHU HEYETO.

0) Br1 Bo3Bpalaerech K JaHHOU cdepe 1eATebHOCTH MoCIIe JUTUTEIBHOTO MepephIBa.

[TpeumyiecTBo pe3toMe GYHKIMOHATBHOTO THUIIA KOHIIEHTPUPYET BHUMaHue Ha Bammx
TPYAOBBIX TOCTHXKEHUSX.

Heoocmamku: HeKOTOpbIe pabOTOIaTeNI OTHOCATCS K TAKOMY THITY Pe3loMe ¢ OOJIbIIUM
npenyOexaeHreM (BeposiTHO, BaM ecTh UTO CKpBIBaTh).

Pe3rome KOMOMHHUPOBAHHOIO THIIA:



(GYHKIIMOHATBHO-XPOHOJIOTHYECKOE PE3IOME HE TOJIBKO JeMOHCTpUpyeT Bamry kBanudukanuio,
HO ¥ JOCTHIKCHUS U TI03BOJISIET YUTATEIIO TOIYIUTh O0JIee OTYETIMBOE MPEACTABICHNE O
Bameii TpynoBoii 6uorpaduu.

Ilpeumywecmea: no3BONUT 0OPaTUTH BHUMaHKE paboToaaTens Ha Bamm peanbHbie
JOCTHKEHUS M pacCcerBaeT MOJ03PEHHs], KOTOPBIE MOTYT OBITh BHI3BAHBI TPYIOBOU
ouorpadueii.

YToOBI MOMOJHUTH PS/IBI KIIEPCIIEKTUBHBIX)» MIPU COCTABJICHUH PE3IOME, PYKOBOJICTBYUTECH
CJICAYIOIUMU IIpaBUJIaMHU.
IIpaBuia cocraBiieHus pe3oMe:

Llenbio pe3roMme — 10OUThCS paboTOaTEIh XOTE BCTPETUThCS ¢ Bamu muunHo. U3 3TOTO
ciemyer
NMPAaBWJIO NEPBOe — KPATKOCTb.

Pestome nomkHO 3aHMMaTh He Oosiee 1 cTpaHulsl (B KpailHeM — ciiydae 2 cTpaHMIlbl) popmara
A4.

W3znaraiite rnaBHOe, n30eraiiTe BTOPOCTENEHHBIX AeTaneil. VI momuure - pezrome uumaiom
00UH pas.

BTropoe npaBu/10 — KOHKPETHOCTb.

He ucnone3yiite obuue ¢ppassl. TiiatenbHo npoayMaiiTe 1 KOHKPETHO ONUIINTE 3aJauH,
KoTophle Bbl pemanu Ha npeaslaynmx Mectax padotsl. Eciu y Bac HeT onbita paboTsl, TO
YKaXXHUTE T€ JOCTOUHCTBA, KOTOPbIE BBl rOTOBBI IPOIEMOHCTPUPOBATH IIPU BHITIOJIHEHUH
GyHKIMOHATBHBIX 00s3aHHOCTEH Ha HOBOM pabouem MecTte. [1o6ombie pakToB M HUKaKUX
ouieHOK. CnetyeT nogpoOHO HU3IaraTh TOJIBKO «T0JIbIe» (PakThl, U30eras JeCTHBIX CAMOOLIEHOK
Haroa00ue «O0JBIIOH OMBIT PabOTHI», «XOPOIINE OPTaHNU3ATOPCKHE CIIOCOOHOCTH H T.II.
Pe3stome cocTaBinsieTcs Tak, 4ToObl MEHEDKEP caM clienajl Hy>KHble BaM BBIBOIBI.

Tperbe NpaBuJIo — NPaBAUBOCTD.

IToMmHHUTE: «BCE TAalHOE CTAHOBUTCS SIBHBIM)

[IpuBenuTe pe3ynbrarsl Bameit mociennen paboThl, HCTIONB3Ys YUCIA U MPOIIEHTHI, TOKAKUTE
peanbHbI pe3ynbTat Bameil nestensHocTu (eciau Bol 3anHTepecoBanu padoTtonatens, (akThl
U3 pe3toMe OyAyT POBEPEHBI, HAIlpUMEp, MO3BOHAT Ha MPEAbAYILEe MECTO PAOOTHI).
YerBépToe NpaBUIIO - AKTUBHOCTh M JHEPIHYHOCTh.

OrnuceiBast CBOW OMBIT, UCIIOIB3YHTE TIAr0Jbl JEHCTBHS (YCTPOUII, OPraHNU30Baj, HAJIaIuid).
®pa3y: «i npopalboTaj TpH rojia», Jydille 3aMEHUTh «IOJyYHJI TIOBBIIIEHHE B JOJDKHOCTH U JIBa
IIOBBIIICHUA OILJIAThD).

IIsaToe npaBuJi0 — 0pUIHAIBHOCTD.

He crout yka3biBaTh cBelleHHH TMUHOTO XapakTepa (Bar Bec, pocT, UMeHa JKeHbI U JeTel),
JIEeMOHCTPUPOBATh OCTPOYMHUE, KOMMYHUKA0EIbHOCTh, UCIIOIB30BATh KAPTOHHBIE TEPMUHBI.
IlecToe npaBu/I0 — H30MPATETBHOCTh — UHOOPMAITUIO JIJIST PE3IOME CIIEyeT OTONPATh,
UCXOJs U3 €ro uenei. J[pyrumu cioBaMu, B pe3l0Me CTOUT BKJIFOUATh ONMCAHUE UMEHHO

TeX acrekToB Bariero oneita, KOTOpbIe 3HAYUMBI I TO3ULIUHU, HA KOTOPYIO

Bsl nperenayete. Ecau Bel oTcbutaeTe pe3stoMe B HECKOJIBKO MECT Ha COMCKAaHUE Pa3HbIX
JOJKHOCTEH, To ¥ Baiu pe3toMe 10KHBI ObITh pa3HbIe, T.€. COOTBETCTBOBATH
(YHKIMOHATIBHBIM 00S3aHHOCTSAM JOJKHOCTH.

TpeboBanus k oopMiIeHHIO pe3loMe.

a) CTpyKTypHpOBaHHOCTh

Pe3roMme T0JPKHO UMETh SIPKO BBIPAKEHHYIO CTPYKTYPY M IPOCTOM SI3bIK M3JIOKEHUs. B Tekcre
JIOJDKHBI BbIENATCS  Baim kiitoueBble CIOCOOHOCTH, TOCTUKEHHUS, OIIBIT.

0) I[IpaBubHOE opopmileHHEe, YNTA0EIBLHOCTH, BHEIIHAS MPUBJIEKATEIbHOCTb. He nummre
cBsi3HOrO TekcTa. C HUM Hey00HO paboTraTh. Heo6XoauMo coueTats akKypaTHbIE



NPOMEXYTKH, POBHBIE MOJIA U HE IpeHedperath ad3anamu. pudr nomken 66T XOpOIIO
YUTAEMbIM, KaK IIpaBUiIo, B quamna3one ot 12 1o 14. [leyatats pe3tome Jydlle Ha Ja3epHOM
NpUHTEpE — TaK Balll TEKCT OyeT BBITIAAETH Ooee npe3eHTadensHo. Mcnonb3yiiTe
KaueCTBEHHYIO OyMary, *eJlaTeJIbHO OeyI0 iU KPEMOBYIO.

B) IIpocToTa, kparkue GopMyJIHPOBKH.

He yBnekaiitecs rpadmyecKuMu puCyHKaMH, BBIYYpHBIMU paMkamu. [1oHOCTBIO mUIIuTe
Ha3BaHUS IIKOJI, IPYTUX YUEOHBIX yupexaeHui, ropoaos. [lonb3yiiTech kpaTkumu (pazamu U
HE YBJIEKalTeCh BUTHEBATBIMU CIIOBOCOYeTaHUSAMHU. He ucnomnb3yiite cnenudpuyeckue
TEXHUUYECKHUE TEPMUHBI.

r) 'pamoTHOCTD.

He nosepsiite komnbroTepHOMY penaktopy. O0s3aTenbHO MepeunuTainTe TEKCT BCIIyX MOCIIe
HAIUCaHUsl, YTOOBI YOSIUTHCS B OTCYTCTBUHU OLIMOOK U JBYCMBICIIEHHOCTEH.

Copnepxxanue pe3oMme.

Kak TakoBoro uaeansHoro mabioHa Jisi HaUCaHusl pe3loMe He CYIIEeCTBYET, HO 71 yao0cTBa
BOCTIPHSATHS HHPOPMALIUHU, KOTOPYIO BBl XOTHTE COOOUIUTH MOTEHIIHATILHOMY PabOTOIATEITIO
WM KaJIPOBHUKY, OHA JIOJKHA OBITH OMPE/IEIEHHBIM 00pa3oM CTPYKTYpUpPOBaHA U COACPKATh
HECKOJIbKO CTaHJaPTHBIX OJIOKOB.

IlepBblii 010K - AHKemHble OanHble.

OnHM 00BIYHO YKa3BIBAIOTCS B BEPXHEW YaCTH CTPAHUIIBI M BKIIIOYAIOT B CEO:

Pamunuto, Ums, OTuectBO

JIaTy poXKJICHUS

Ykasvieamw 1u ceoti 6ozpacm?

DT0 ckopee MPUHSATO, a He 00s13aTenbHOo. Pemaiite camu. [IpenMyiectsa B mosryueHUu paboThI
€CTh y JIIoJIel B Bo3pacte oT 25 1o 45 ner.
KoHtakTHas nundbopmarms (3JIeKTpOHHBIHN ajapec, Tene(oHb)

B at0T e 610K MOXKET BXOIUThH CEMEITHOE IMOJIOKCHUEC, HATTNYIUC JIETEH.

CemeliHo€ MOJIOKEHHE CTOUT MUCATh B COOTBETCTBUU ¢ Bammmu nacnopTHeIMH JaHHBIMU. He
CTOUT YIIOMHUHATh O I'pakJJaHCKOM Opake, fake eciid Bol B HeM coctoute. HukTo He mocsiraet
Ha Bamry nnunyro cBo60/y, HO B I1a3ax paboToaTelNsl 3TO BBITISAUT HECKOIbKO HH(DPAHTUIIBHO.
Ecnu uenoBek MOXeT ObITh «tHEMHOKKO JKE€HAT», BIIOJIHE BO3MOXKHO YTO, P/ Ha paboTy, OH
Oyner «kak Obl paboTaTh».

MoKHO TOMECTUTD B pe3toMe CBEpPXY cBOe (HOTO «O(UIIUATIEHOTO BU1a» (JUIIO0 WIH T10 TUICUH).
Bropoii 0710k — I]ens.

VYkaxkuTe TOYHOE Ha3BaHUE JOJKHOCTH, KOTOPYIO XOTUTE NosydnTh. Ee popmynupoBka
JIOJKHA TOYHO COBMAJIATh C TEM, KaK OHa 3asBJI€Ha B 00bABICHUM WK Ha caiite. Eciu Bol
YKa3bIBAa€TE HECKOJIBKO JIOJKHOCTEN, TO HEOOX0JMMO, YTOOBI OHU COOTBETCTBOBAJIU JAPYT
Ipyry, poay Bameit npodeccun u He ObUIM CIIMIIKOM Pa3HOOOPA3HHI 110 UHTEpecaMm. MoXKHO
ykazathb 1-2 nomkHocTH, HO myyiie — 1. J{is nByx nmpodeccuii aydiiie HanucaTh 2 pa3HbIX
pesioMe.

Henenble nemnu.

- Haiitu paborty, rae 1 cMory npuMeHUTh CBOU 3HAHUS U YMEHHUSL.
- Peasin3oBaTh CBOM NOTEHIIMAIL.
- [Tonmyunts paboTy ¢ JOCTONHHOMN 3apabOTHOMN IIATON U pearn3oBaTh ceos.

- [Touck unTepecHoit paboThl, HE 00IOCH TPYIHOCTH. Mory cka3aTh TOYHO, UTO TaKOH
COTPYJHUK, KaK s, HUKOI'JIa BaC HE MO/IBEIET.

- [lony4yenue ynoBONBCTBUS OT pabOTHI, KOTOpasi IPUHOCHUT PE3YJIbTaT.
Tpernii 0510k - Odpaszosanue.



DTOT 6JIOK OOBIYHO JIETTUTCS HA OCHOBHOE U JOTIOJTHUTEIBHOE 00pa3oBaHue. YdeOHbIE
3aBEJICHUS YKA3bIBAIOTCS B OOPATHOM XPOHOJIOTHYCCKOM ITOPSIJIKE.
OcHoBHOE 00pa3oBaHKe: BTOPOE BhICIIEE 00pa30oBaHUE, MHCTUTYT, TEXHUKYM, YUUIIHIIIE.

[Ixoiy, Kak MpaBUIIO0, HE YKA3bIBAIOT, KPOME ClIydasi, €CJId OHA CIEIUATU3UPOBAHHAS 110
Bamewmy npodumnio paboTsl (Hanpumep, s3b1koBast). Mmu eciiu Bbl CBEKEUCTICUEHHBIIH
BBIMTYCKHHUK IIIKOJIBI, TEXHUKYMA.

VYkaxure nepuo] 00y4eHus, Ha3BaHue y4eOHOro 3aBe/IeHus, KoTopoe Bl okoHumIH,
(baxynabTeT, CrIenUalIn3aluio, TEMY AUIIIOMA, €CIIM OHA HeTIOCPEACTBEHHO KacaeTcsi padoThl, Ha
KoTopyto Bel nperenayere. AGOpeBuaTyphl TpeOyroT pacmudpoBku. Eciu y Bac
HE3aKOHUEHHOE 00pa30BaHUe, YKAKUTE, CKOJIBKO KypcoB BbI 3aKOHUYMIIN, HO IPUTOTOBBTECH K
TOMY, 4TO Y pab0oTOaTessi MOTYT OBITH BOIIPOCHI TI0 3TOMY TIOBOJY.

JlononHuTenbHOe 00pa3oBaHue: CTAKUPOBKH, KYPChI MOBBIIICHUS KBaTH(PHUKALIUN, TPSHUHTH,
CEeMHHapbI. Balim IIF0COM SIBJISIFOTCSI BCEBO3MOXKHBIE HATrPaJlbl Pa3INYHBIX KOHKYPCOB,
OJIUMITHA]], Y4aCTHE B KOH(PEPEHIUAX, MyOINKALINH.

He 3annmaiitech nepeuncieHUEM BCEX «KOpPOUEK», KoTopble Bam ynanock codpars. Kypcel o
UMUJKY, MacCaxy, peKkiiaMe U [IEHHbIM OymMaraM WHTEPECHBI TOJIBKO B TOM CIIy4ae, €CiH MPsSMO
CBSI3aHBI C JIOJHXKHOCTBIO, KOTOPYIO0 Bbl X0oTHTE NostyunTh. He crout Takxke nucate, 4To Bol
OBLIM CTapOCTOM Kilacca U nenu B xope. K 00pa3zoBaHuio 3TO He UMEeT OTHOILICHUS U HE
npubaBut Bam oukos.

YerBépThiii 0,10K - IIpogheccuonanvhutii onvim.

OO0bI4HO B pe3toMe 3TOT OJI0K pacrosiaraercs nepes 0610kom «OOpa3oBanue» (3a UCKIIOYEHUEM
TeX CIIy4aeB, KOI'/la KaHAUJAT SBJISETCS BBITYCKHUKOM U HE UMEET OIbITa pabOThI MO JaHHOU
CHENHATBHOCTH ). DTO CaMbIid BaKHBI U CaMBIid JJTMHHBIN pa3/ell pe3toMe, KOTOPHIA 1o 00beMy
JIOJKEH IIPEBBIILATH BCE BMECTE B3SIThIE OCTAIbHBIC PA3/IEIIBL.

Ecnu onbIT paboThl y Bac ecTh, HepeMeHHO CTOUT yKa3aTh CTaX pabOThI B 3TOM JTOIKHOCTH.
Ho, ecu on HeOounb1I0i (MEHEe roja), Tydllle OrpaHUYUThCS (Ppa3oil «eCTh ONBIT PabOTHI».

[lepeuncasaTe MecTa paboThl HY>KHO B 0OpaTHOM XPOHOJIOTHYECKOM MOPSKE, HAUUHAS C
nocneanero. Bpems nocrymienus Ha paboTy U OKOHYAHUS HaJ0 OTMEYaTh C TOYHOCTBIO JI0
mecsua. [Tocne 3Toro uaetr Ha3BaHue opraHu3aluy (MOKHO yKa3aTh HallpaBJeHUE ee
JIesTeTLHOCTH ), Ha3BaHue Baiel momKHOCTH M 00s13aHHOCTH, KOTOpBIe BaMm npuxoaunock
VCIIOJIHATD.

Ecnu Bol paboTtanu no cnenuanbHOCTH, U3JI0KUTE CBOU (YHKIIMOHATIbHbIE 00S3aHHOCTH,
10 BO3MOYKHOCTH, 00Jiee MOJIHO, TOCKOIbKY HUMEHHO TO, 4YTO BBl ymeeTe aenaTs, 60blIe BCEro
uHTepecyet pabotonarens. Ecnu Bama pabora Hocuia npoeKkTHBIN XapakTep (IporpaMMUCT,
JIU3aiiHEp), TO NEPEYUCIINTE BCe Bamm MpoeKTsl, IIMBIINECS CBBIIIE OJHOTO Mecsana. Ecin
paboTa 0JHOpPO/IHASI WIIM HE HOCUT IIPOEKTHBIN XapakTep (MEHEIKep, MPOJIaBell), TO BbIICIUTE
B Baeii paboTe kakue-To 3aauu ¥ BUbI paOOTHI (HarpuMep, padoTy ¢ OIpeieIeHHbIM
KPYIIHBIM 3aKa34MKOM WM MocTaBIMKoM). [locTapaiiTech BCHOMHUTH Bee, uTo Bam
JIOBOJIMJIOCH KOTAA-TO AeaTh, MOXET ObITh, JJa’ke 1aBHO WJIM HEMHOT'0, HO 0 yeM Bbl nmeet
MIPEJICTABICHHUE U YTO MOXET 3aMHTEPECOBAaTh pabOTOaTENs.

[TonsiTHO, 4TO, OyyUu CTYAEHTOM, BBl HE MoriH paboTaTh MpoAOIKUTENbHOE BpeMs. He
OoliTech yKa3bpIBaTh HEMPOJOJKUTENbHBIN OMBIT paboThl, faxe eciau Brl mpopaboTanu Beero 2-
3 Mmecs1a, 3T0 HAJ0 OTPa3HUTh B pe3tome. Bo3moxkHO, Oyay4n cTyaeHToM, Bl nmpoxoauium
MIPaKTUKY B KAKOM-TO KOMIIAHUU. JTO TOXKE MOKHO yKa3aTh, JaXKe €CIIA 3TO HE OTPAXKEHO B
TPYAOBOW KHUXKKE. BBIMYCKHUK, KOTOPBIN yxe paboTai 1o creruaaibHOCTH HEKOTOPOe BpeMms,
UMEET IPEUMYIIECTBO 10 CPABHEHUIO CO CBOUM COOpPATOM, UMEIOIIUM, BO3MOXKHO, JTy4IIUe
OLICHKH, HO HE UMEIOLIUM OIIbITA.



Ecnu, HecmoTpst Ha OypHOE TeueHue Halel xu3Hu, Bam ynanock mopaboTtaTs Ha OTHOM MeCTe,
BO3MOJKHO, 3TO OYJIET OLIEHEHO paboToaaTelieM Kak Moka3aTenb Bareit ctabuibHOCTH U
HA/ICKHOCTH. YTIOMHHATH 00 3TOM B PE3IOME WJIM HET — pemaTh BaM, HO 3T0O TOKHO OBITH
U3SIIHO chopMyTUpoBaHO (HUKAK HE B BHJIEC (Ppa3bl «BECh CTAX — OJHO MECTO»).

sTiii 0510k - Yenexu u /locmuosicenus.

WNudopmanuio B JaHHOM OJIOKE HY>KHO YKa3bIBaTh, 10 BO3MOXKHOCTH, 00Jiee KOHKPETHO, B
nudpax (eCTeCTBEHHO, HE pacCKpbIBasi KOMMEPUYECKYIO TallHy KOMIIaHWH, r7ie Bol paboTanu mim
paboraere).

He cJIelyeT MUCcaTh: cjaeyeT MUucaTh:
- 00y4mII IBYX HOBBIX CIIyXallUX,

- 3aHUMAJICSl O0yUYCHHEM, - cokpatm1 omunOku Ha 15%,49eM cokonomui Gpupme

- IOMOT'AJI YMEHBIITUTh OIHUOKH, 40 000,

- OBICTPO yCBaMBAaIO HOBBIC 3HAHUSI. - OCBOMJI HOBBIE IIPOLIEAYPHI B PEKOPAHO KOPOTKUI

CPOK — 3a IBC HCACIIHU.

- OTBC€YaJl 3a BBIIIOJIHCHHUC. . .,

HaxOoOWJI IPUMEHECHHE CICAYIOIMINM - BBILIOMHHI. ...,
P Yo - 3(bpeKTUBHO HCITOIB30BAT. ..,
BO3MOJKHOCTSIM. . .,
- OTBeYals 3a...

- HCC OTBECTCTBCHHOCTD 3A4...

- yJIa)KuBai KanoObl Ha. ..,

- IPENATCTBOBAJI CHUYKEHHUIO 10U
MPOJAK,

- repelen ¢ JOKHOCTH. . .,

- [IOMOTI'ajl KJIMCHTaM B...,
- IOBBICUJI MOTCHIMAI IPOAYKTA HA PBIHKE,
- IPOABUHYJICA HA JOJKHOCTD. ..

- MOJIYYHJI ITOBBIIICHUE B JOJIKHOCTHU U IBA
IMOBBINICHHUA OILIIATHI,
- BCCrAa BBIIIOJJIHAI pa60Ty B CPOK.

- MpopaboTal TaM TPH Tofa,
- BBITIOJTHSIT JIOTIOJTHUTENBHYIO padoTy.

37O €110Ba, KOTOPBIE MOXKHO MCIIOJIB30BaTh [IPU ONUCAHNUH CBOMX

AOCTUKEHMI: aKmususuposa, 6HeOpU, 3a8epuitil, 3anyCmui, UHUYUUPOBAT, OMpPe2yIuposal,
NepesbinONHUL, PeOP2aHU308A]l, CUCTIEMAMUSUPOBAT, CO30A], COKPAMUIL, NOO20MOBUI,
npPeonoNCcU, NPUBesl 8 NOPAOOK, NPUMEHUN, NPOBeETl, pa3pabomal, CnocooCme08ai,
CMUMYTUPOBAT, CPOPMUPOBAIL.

lecroii 6s10k - Ilpogheccuonanvuvie 3Hanus u HaGvIKU.

Ecnu atoro tpebyer cneruduka Oyaymieit paboThl, TO 0053aTEbHO YKaXKUTE:
Brnagenue nHOCTpaHHBIM SI3BIKOM. YTIOMUHAS O 3HAHUU HHOCTPAHHOTO SI3bIKA, HE 3a0BbIBalTE
OTJIEJIbHO OTMEYaTh YPOBEHb PAa3rOBOPHOM U MUCbMEHHOH peun. OOBIYHO NPUHSATA CIIEayIoIast
rpajanysi: Ha4aJIbHBIA yPOBEHB, XOpOIliee 3HaHUE, CBOOOTHOE BIIAICHHE.

Pab6ota ¢ komnbrorepoM. [Tomumo crannapTheix makeroB MS Office ykasbiBaeTcs BiajieHHe
nporpamMmmamu. Takke HE0OOXOUMO OTMETUTD «3HaHUe MHTepHeT».

Cenbmoii 0410k - Jlonoanumenvnas Hughopmayus.

NwmeeTcs B BUAY BCE TO, UTO MOXKET IMOBBICHTH Baly 1IaHCHI HA yCITeX TPU PACCMOTPEHUH
OTIpe/ICIICHHBIX BAKAHCHH: HAIMYNE BOJUTEIILCKHUX TIPAB, CTakKa BOXKICHHUS, JTAYHOTO
aBTOMOOWIISA, 3arPaHIIaCIopTa.
31mech ke MOXKHO Hamucath Baimy JIndHbIe KauyecTBa, 3HAYNMBIC JUTS TAHHOM JTOJIKHOCTH.
JInunbplie kayecTBa. OmMOKa YaCTO COCTOUT B TOM, YTO B 3TOM pa3jiesie HalUParoT Ha CBOIO
00y4aeMOCTh B OTKPBITOCTh HOBOMY OIBITY. KadecTBa, 6€3ycI0BHO, XOPOIITUE | ITOJIC3HBIC JIIS
0001 paboTHI, HO B PE3IOME YUTAETCS MPUMEPHO TakK: «51 0cOOEHHO HUYETO HE YMEIO, HO 32
HEeOOJIBIINYIO 3apIUIaTy TOTOB HAYIUThCs». [loymaiiTe, Kakue JTUIHBIC Ka4eCcTBa BaXKHBI B
npodeccuu, KOTOpyro Bl BBIOpanu. To MOKET ObITh aHATUTUYECKHI CKIIa] yMa, YMEHHE



paboTaTh ¢ 60IBIIMMHI 00BbEMaMy HHPOPMALINH, LIEICYCTPEMICHHOCTh, YMEHUE TIOBOAUTH
HayaToe 10 KOHIA, ITyHKTYaJIbHOCTb.

X0006wu (1pu KeJIaHWH ): JTydllle yKa3aTh aKTUBHBIC YBIICUeHUs (HAIIpUMeEp, CIIOPT), a He
OBITOBBIC.

JlaTta cocTaBjieHHs pe3loMe. YKa3aHUeE 1aThl COCTABICHUS PE3OMEe JOOABISIET eMYy YEeTKOCTh U
KOHKPETHOCTh. JKenarenbHo, YTOObI MPEICTaBIIEMOE PE3IOME BCETJa UMEJIO CBEKYIO 1aTy.

! nocsieqnnii coBer. 3anacuTech TEPIEHUEM, TOUCKH paOOThI — 3TO IMOYTH BCET/1a
JUIMTENbHBIN Tiporuiecc. Ml He Hafo oT4anBaThCes, eciii Bam cpa3y He npeanararoT 4To-To
crosiee. He crapaiiTech yXBaTUThCS 3a IepBOE MOMNaBiieecs 0ojiee WK MEeHee MPUITHYHOE
npeUIosKeHre. JTO WILTIO3HUS, YTO Ha PHIHKE TPY/Ia MOJHO MPEII0KESHUN 1 MAJIO BAKAHCHH.
[ToBepbTe, uTO paboTONATENIO TAKXKE TPYAHO HANUTH COTPYAHUKA, Kak U Bam paboty. U
MOMHUTE, YTO y/1a4ya yJIbI0aeTcsl TOJIbKO HACTOHYMBBIM U 1IE€JICYCTPEMIICHHBIM.

OumoOKM Py COCTABJIEHUM pPe3roMe.

Ogopmnenue pesrome 6 guoe eOuHOIl 0e31UKOI MHO2OCMPAHUYHOU MAdIUYbL — AHKEMbL,
COCTOSIIIIEH U3 HEKHX OLIEHOK KaHJuAaTa, KOTOpbIe OH BhICTaBHII cebe cam. [ maBHbBIN
HEJIOCTATOK 3TOTO PEUICHUS COCTOUT B TOM, YTO aHKETHI 00bIYHO OepyTcs B MIHTepHeTe ¢ caiita
KaKoW-HUOYAb KOHKPETHOM OpraHu3alnu, y KOTOPOil CBOM OCOOEHHOCTH U CHeH(pUIECKIe
TpeOoBaHus K KaHauaary. Eciu Bel XoTuTe HanucaTh CaMOCTOATEIBHO CBOE «OCOOEHHOE»
pe3tome, To BBl MOXkeTe mMocMOTpeTh HECKOJIBKO BApUAHTOB pe3toMe B MIHTepHeTe U U3 HUX
BBIOMpaETe TE, YTO MOAXOIUT MMEHHO Bam, To ecTh ckoMIOHOBaTh U Hamucath Bamre. Ho ectb
Y OpraHU3alliy, Ipeiaraime cBow GopMy pesroMe, Tora Hy>KHO 00s13aTeIbHO 0popMIIATh
pe3oMe B MpeICTaBICHHON popMe 1 He 3a0bIBaiiTe, YTO TaKoe pe3toMe TpeOyeTcst TOIBKO B
9TOM OpraHu3aIuy, sl IPYroi KOMIaHUH TaKoe pe3toMe OyaeT HempueMyIeMo.

Hznuwne o6vemnoe pezrome. Eciu Bel nipesicTaBisieTe pe3toMe He 10 MPeIBAPUTEIILHON
JIOTOBOPEHHOCTH, a B OTBET HAa 00BSABIEHUE O BAKAHCUH, TO UACATLHBIM 00bEMOM SIBIISIETCS
OJTHAa CTpaHUIIA.

Pykonucnoe pe3rome. Bl 00513aHbI HATH BO3MOXKHOCTb KPAaCUBO M aKKYPaTHO OTIIEYaTaTh
Bame pestome. He npoting atoro Tecra, Bol Bpsa iu Oynere paccMaTpuBaThes Kak CEpbe3HbII
KaHJUJAT.

Pe3tome c usnuwneit ungpopmayueint. Hanpumep, 1BOpSIHCKOE MPOUCXOXKACHNE, 3HAK 30/IMaKa,
JaThl POXKACHUS OJIM3KUX POJICTBEHHUKOB, MHOTOUYHUCIICHHBIE yBiIeueHus. Poct, Bec u
JIOCTOWHCTBA (PUTYPBI, IPH STOM TPETEHTys HE Ha JIOJDKHOCTH (POTOMOJIENH, a COBCEM Ha
IpyTyIo paboTy.

Pe3rome, agnaroweecsa epinuckoii uz mpyooeoii Knudcku. 11oapoOHO nepedncisoTcs Bce
OPEINPUATHS U JOJDKHOCTH, TaXKe CBEJICHHS O 3aHECEHHBIX B TPYIOBYIO KHUXKKY
OmarogapHocTsaX. M HMYero o KOHKpETHON paboTe M TOCTUKEHUAX. A UMEHHO TH CBEJICHUS U3
pe3loMe XapaKTepU3YIOT KBATU(PUKAIIUIO TPETCHCHTA U SBISIOTCS OUYEHb BAXKHBIMU J1JIS
pabotonatens.

Hebpescno u necpamommno cocmasnennsie pezrome. OIMOKH U ONEYATKU JIOMYCKAIOTCS B
no6poit mosoBuHe cirydaeB. Ho ecniu Bol Oynere co6monath ykazaHHBIE BBIIIE OCHOBHBIC
TpeGoBaHuUs U N30eraTh NPUBEIEHHBIX BhIIIE TUITMYHBIX OLIHMOOK, TO 3TO yXke OYyJeT XOpOoIIo.

CocTtaBuB BapUaHT pe3toMe, MONpoOyiTe BOWTH B POJb MOTEHIIUAIEHOTO PadOTOIATENS U
nocMoTpeTh Ha Bame pestome ero rnazamu. U, Bo3amMoxxHo, BaM cTaneT sICHbIM, KaK yay4IlIuTh
pe3toMe U cienaTh ero 0osee 3 PEeKTUBHBIM.

12 HenpocTUTEIbHBIX OIIMOOK MPU HANIMCAHUM pe3loMe:

e HempodeccuoHanu3M (LBET, pa3Mep Oymaru, mpudT, UCHpaBICHUS)

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

e ocTpoyMue (OCTPOThI, CMEIIHbIE IIOTOBOPKHU U Qpa3bl U 1p.: « Vmero pucosamo
pykamu (kapaunoaut, men), noeamu ewe e npooosan. C ysadxcenuem, IneKmpoHuK
IIposonxun, mpyosiea catima no mpyooycmpoucmay»

e IIYCTOCJOBHE U OOJTIUBOCTH (BOZA)



e HETOYHOCTbH (HECOOTBETCTBHE JIaT, HA3BaHUS JIOJHKHOCTEH)

e TIOTBITKHM BBECTH B 3a0iyK/1eHUE (BpaHbE)

e meperuOsl (MpeyBeTMYEHHs JOCTOUHCTB UM HEAOCTATKOB)

e  HEJOMOJBKH (HEIOCTATOK HH(GOPMAIIUHU B U3JIOKCHHIH )

e  BEJIEPEUMBOCTH (BBICOKHIA CIIOT, 3ayMHBIE ()pa3bl)

e KOMMEHTHPOBaHHUE (OLIEHKA BMECTO KOHCTATAIIIH )

e Ype3MepHbIe NOAPOOHOCTH TUYHOM Ku3HU (B 2005 romy meHuiIcs, J0UKy Ha3BaIU

AHsT)

e KAproH («Keye30», «MeHs ¢ padOoThI MOMPOCUIINY, PA3TOBOPHEIE (ppa3b)

ConpoBoaurtejibHOE MUCHLMO.

BB cocTaBuim PE3OME 1 pa3ocCiiajiv €ro B pa3JIMYHbIC OpraHHU3allu. ITocae PaACCMOTPCHUA
PE3IOMC CIICHUAIMCT KaAPOBOI'O arCHTCTBA WJIKM MCHCIKCP I10 IICPCOHATY OIPCACIINUT
BacC B KaTCropuio «IE€pCrC€KTUBHBIX) UIIN «HCIICPCIICKTUBHBIX) COMCKAaTeNeH.

Ho ecnu no noute paboTonarento npuaET JOKYMEHT C 3aT0OJIOBKOM «pPE3IOMe», a OH 3HAET, YTO B
ero ¢pupme HeT BaKaHCHUH, TO Ballle Pe3I0OME OKAXKETCA B KOP3UHE. A eciu nepea pe3roMe OyaeT
pa3MemnIeHoO COMPOBOIUTEIBHOE MMICHhMO, KOTOPOE TIOSICHSET, 3a4eM Brl OecriokonTe
paboTonaTens, To OTHOIIeHHE K BamieMmy nucbMy U3MEHUTCSI.

JlocTOMHBIA KAHAMAAT HANIPABJIsSIET pe3l0Me 110 JJIEKTPOHHOI 1Mo4YTe ¢ KOPOTKOi
CONPOBOAUTEIbHOM 3aNIMCKOH M BJIOKEHHEM B BH/Ie IOKYMEHTA ¢ HMEHEeM B BH/Ie
co0cTBeHHON (pamumu. /€10 B TOM, YTO MEHEKED 1OCIIE IPOUTEHHS OOBIYHO pPa3MELaeT
daiin ¢ pe3toMe y cedst Ha KOMIIbIOTEpE, KaK MpaBuiio, o hamunuei kanauaara. [lostomy He
CTOUT MOCHUIATh (paiiyl ¢ IPYTrUMU HA3BAaHUSMHU — BEJlb TaKOU (paitsl 00s13aTenbHO MPUIETCS
NepeuMeHOBbIBaTh. ETo He clielyeT apXuBUPOBATh, 3aCTABIISISI MEHEIKEpA TPATUTh
JIparoleHHoe BpeMs Ha pacmakoBKy. Tem Oosee, MEHEeKep MOKET BOOOIIE HE pacIIakoBaTh
Ba gaiin, ecnu mons3yeTcs IpyruM apXuBaTopoM, ueM BEl.

Bamre conpoBoauTe/ibHOE MUCHMO — 3TO MEPBOE, YTO PadOTOAATEH BUAAT, KOT/Aa
MOJIy4arOT MaTE€pHaJIbl IO 3JIEKTPOHHOM MOoYTE. ITO CaMble BayKHBIE MEPBbIE CEKYH/IbI CPAKEHUS
3a BHUMaHHUE U pacrnojiokeHue Kk Bam paboronarens!

B nmuceMe Bbl MOkeTe paccTaBUTh aKIIEHTHI Ha OTIBITE B YO00HOU popme, OTIIMYHON OT
«renerpadHOro» TekcTta pestoMe. Bbl MokeTe 00BICHUTH CBOK MOTHBaNUIO. U, uTo
0COOCHHO Ba)XHO, OYIET yMECTHBIM JI00aBUTh SMOIIMH U BBIPA3UTh BOCXUIIIEHUE KOMITAHUEH —
CJIOBOM, IOCTY4AaThCsl 10 cepana padoroaareJis!

[Tucarp unu He mucaTh? BOT B uem Borpoc. ..

OtBeTr OLIGBI/IZ[HI)II\/JII nucars! U YACIUTD €T0 HAITMCAHUTIO CTOJIBKO K€ BHUMAaHUA (eCJ'II/I HEC
00JIBIIIE) CKOJIBKO YCIUIIA COCTaBICHUIO PE3IOME.

HpI/I HalmMCaHUM COMPOBOAUTEIBHOI'O IMMCbMaA JICTKO HpI/IO6pCCTI/I JOIIOJIHUTCIIbHBIC ouxn! Ecnu
Barie conpoBoauTensHOe MUCHMO HAMMMCAHO JIOTUYHO, TPAMOTHO U COJIEPIKUT BAXKHYIO JUIS
paboTtoaaTenss ”HPOPMAIIHIO, HE COMHEBANTECH, UTO 3TO OyeT BecoMbIM Turrocom! HyxHO
MPOCTO HAYYUTHCS COCTABIATH 3TOT JIOKYMEHT

CTpyKTypa cOnpoBOAUTEIbHOI0 NI CHMA.

Haunewm c rimaBHOTO. 3a4€M MBI TUIIEM COMPOBOUTEIBHOE MUCHMO?

3amaya 3TOro J0KyMeHTa — MpHUBJICYs BHUMaHKE K Bamemy pe3tome, 3aCTaBUTh COTPYAHUKA
OTZIeN1a KaJIpOB BHUMATEIIBHO IPOYECTh €r0 U 3aMHTEPECOBATHCS BallleH

KaH/IUJIaTypOH.

BaxxHo nmoHuUMaTh, YTO 3TO TOXKE JIETIOBOE MUCHMO U BCe (OPMYIUPOBKHU JIOJKHBI
YKJIaJIIBaThCS B PAMKH OOLIETIPUHSTHIX MPEACTABICHUH O 1€JI0BOM MEepenucKe.
O 4eM HY’KHO IMCATh B CONPOBOUTEIBLHOM NHCHMe.



OueHb Ba)XHO KOPpPEKTHoOe o0paiienue K aapecaty. Kak nmpasuino, Bam HyxHO OyzaeT y3HaTh,
KTO HENOCPEICTBEHHO KypHUpyeT paboTy 1o noaodopy kaapos. Jlydie Bcero agpecoBarsb
COIIPOBOJIUTENIFHOE MUCHbMO UMEHHO eMy. «Y BaskaeMblii Irops AHaTonbeBHY!» — 0ObIUHBIC
(GopMyIHPOBKH BIIOJIHE MOAOHAYT. ECIIM KOHKPETHBIM COTPYAHUK HE YKa3aH, MOXKHO
UCTIOJIb30BaTh CTaHAAPTHBIE «(POPMYIIBI BEXKIUBOCTH: «31paBcTByiiTe!». Hedopmanbubie
oOpaleHus, He CBOMCTBEHHbIE JIEJIOBOMY CTHIIIO ITUCbMA, K IpuMepy, «/lo6poro Bpemenu
cyTok, pabotHukr OO0 «MeTENKu — BEeHUKU»!» U T. II.

Taxxe B CONPOBOAUTEILHOM ITMCHME MPUHATO YKa3bIBaTh HCTOYHUK HHPOPMALHH 0
BakaHcum: «Ha crpannuke Bameil komnanuu B cOanbHON ceTu coolmraercsi, yTo Bam
TpedyeTcs MeHeKep 1o npoaaxkamy»; «Ot Bamero cotpyanuka, crienuanucta o [T Cepres
Cepreesa, 51 y3Hal, uTo Y Bac oTkpbITa BakaHCcHsl IporpaMMHCTa
1C».

Teneps nepexoauM K CyTH. B HECKONBKUX TPEITOKEHUIX (KOPOTKO U SICHO) BaM HY)KHO
U3JI0KUTh, KTO BBl Takoil 1 moyeMy XoTHTe padoTaTh HMEHHO B 3TOH Komnanum. [Ipu stom
HE HY>KHO IIEPECKa3bIBaTh CBOE PE3IOME — Ba)KHO JIUIb [TOAYEPKHYTh CAMO€ TJIaBHOE — TO, YTO
BBITOJTHO OoThu4aeT Bac ot apyrux kanauaatos. Kak rnpaBuso, 3To OnbIT paboThl U
npodeccuoHalibHbIe AocTKeHus. Hanmpumep: «Motii onbiT paboTsl B PR-cdepe cocraBnser 4
rona. Ha Moem HbIHEIIHEM MecTe pabOTHl MHE y/1aJIOCh BBOE YBEJIMYUTH KOJIUYECTBO
nyonukauii o komnanuu B CMU B pamkax npexxHero Oromxeta. Pabora y Bac npusnekaet
MEHS MacIITabOM MOCTABJICHHBIX 33[a4 U BO3MOKHOCTBIO TPYIUTHCS B KPEaTUBHOU
KOMaHJIe».

He crout B conpoBOIUTEIHLHOM MHCbME MHCATh O CBOUX KAPhEPHBIX aMOMIIUAX, TUMA «uepe3 2
rojia si ¢ yZI0BOJIbCTBUEM BO3IJIABIIIO BAllly KOMIIAaHUIO», a (pa3y: «Pabora B Bameil komnanuu
IPUBJIEKAET MEHsI BO3MOKHOCTBIO KapbepHOI'O pOCTay» — Jyyllle BEIYEpKHYTh. He HyXHO
aKLIEHTUPOBATh BHUMAHUE U Ha COMHUTEIbHBIX MecTax. K nmpumepy, oObsICHUTD, ToueMy Brl He
paboTany B TeueHHe MOJIYyroja, JTy4dlle Ha COOeceJOBaHNH, TPU JTMYHOM KOHTAKTE.
ConpoBoAUTETHLHOE MUCHMO — 3TO HE UCIIOBEAb U HE aBTOOMOrpadusi, a KOpOTKas Jey10Bast
CaMOIIpE3EHTALHS.

H30eraiiTe 6ananbHoOCTel. S 1erkoo0yyaeM, KOMMYHHUKa0€EIEH U CTPECCOYCTOMUNBY» — 00
3TOM I'OBOPHUTCS BO MHOXECTBE PE3IOME U CONPOBOIUTENBHBIX ITUCEM, IOITOMY Ha TaKHe
mabsoHHbIe Ppa3sl MHOTHE Pab0OTOIaTETH HE OOpaIlaoT

BHUMAaHMS.

B kon1ie nucpma He 3a0ybTe J00aBUTh, YTO B CITy4ae 3aMHTEPECOBAHHOCTH Balllei
KaHIUAATypoil Bel TOTOBBI pHexaTh Ha cobeceJoBaHNE U OTBETHTH Ha BCE OCTABIIIHECS K BaM
Borpockl. Kpome Toro, Heo6X0auMo yka3aTh CBOM KOHTaKThI. M 00s3aTeIbHO 1M100JIaro1apuTh
3a BauManue («C yBaxenuem, [lerpoB MBaH, 6marogapro 3a BHUMaHHE», «3apaHee
Oyraromapen»).

IIpumepsl.

WTak, Kak JOKHO BHITJISACTH XOpOIIee COMTPOBOAUTENLHOE MMCchMO? Hanpumep, kaHauaar Ha
JOJKHOCTh MEHEKEPA IO MPOJIakaM MOXKET COCTABUTh €T0 CIESIYIOIINM 00pa3oM:

«/lobpwiil Oenv, Examepuna Banepvesna! U3 pasoena «Kapvepa» na caiime Baweti komnanuu s
Y3HA1 00 OMKPLIMOU 8AKAHCUU MEHEOHCePA NO NPOOANCAM.

Bosmoorcno, Bac 3aunmepecyem moii onvim 6 5motl cghepe. 6 meyenue nsamu jiem s 3aHUMAroCb
nPoOadicamu npocpammno2o obecnevenus 6 komnanuu «KapenKomnwvromepy. B uucne moux
JIUYHBIX OOCMUNCEHUU — KPYNHbLE KOHMPAKMblL HA NOCMABK) NPOSPAMMHBIX NPOOYKMOS ¢ PAOOM
@upm, nosviuenue yposrs npooasic komnanuu Ha 40% eocecoono.

Paboma ¢ Bawetl komnanuu npueiexaem mMeHs 03MOHCHOCIbIO NPUMEHUMb CE80U ONbIM U
3HaHUs 8 macuimabdax donee KpynHozo ousneca. Eciu moe peztome (cm. 60 noscenuu) Bac
3aunmepecyem, 51 0y0y pao omeemums Ha Bawu éonpocel na cobecedosaruu.

C ysaoicenuem, Hean Hseanos, men. +7 (910) 333-22-11».



IHocieaHue IWITPUXHU.

[pexe yeM OTIpaBUTh HAMTUCAHHOE MMCHMO U PE3IOME aJIpecaTy, TPE3BO OIICHUTE ero 00beM.
Crnemyer pyKOBOACTBOBAThCS MTPOCTHIM MPABHIIOM: KPATKOCTh — CECTpa TalaHTa. 2-3
HeOoIbIMX ab3arma — 3Toro OyeT BIIOJIHE JOCTATOYHO, YTOOBI 3aMHTEPECOBATH padOTOaaTEII,
HO HE YTOMHTbH €ro. Haxoner, He 3a0ybTe IPOBEPUTH
Bamie TBopenue Ha rpaMmoTHOCTh. Opdorpaduueckie u MyHKTyallMOHHBIE OITHOKH CIIOCOOHBI
CBECTH Ha HET BCE BaIllK TPY/Ibl, 0COOECHHO, €CIIH MMO3UIIHsI, Ha KOTOpyto BEI mperenayere,
HOJIpa3yMeBaeT BHICOKUIT YPOBEHB OOLIECTO pa3BUTHS. 3aroJOBOK «COMPOBOAUTEIHLHOE MTUCEMOY»
HE

HHIIETCS.

H o popmanbHocTsx. Ecnu Bl oTiipaBiisieTe pe3roMe 1o 31EKTPOHHOM MOYTE, TO
COIIPOBOJIUTENIEHOE MUCHbMO JIOJDKHO OBbITh BHYTpH Bariero cooOuienus (B OAHOM 3J€KTPOHHOM
nuceMe). Eciii o dakcy — Ha OTAeIbHON CTpaHWIKEe, KOTOPYIO HY>KHO ITOCIIATh MEePBOM, Iepet
pes3toMe U 0053aTeNIbHO IPOHYMEPOBATh CTPAHULIBI — | CTP. CONPOBOIUTEIBHOE MMUCBMO, 2 CTP.
pe3tome. Ha nopraiiax no TpynoycTpoiucTBY /ISl COIIPOBOJUTENBHOTO MUChMa, KaK IPaBuilo,
IIPEYCMOTPEHO CHELMAIBHOE OKOIIKO.

BbiBoa: B CONTPOBOJUTENLHOM NMUCHME HE CIEAYET aKLIEHTUPOBATh BHUMAHUE HAa TOM, YTO BbI
xortute 1 uTo Bac nnrepecyer. OCHOBHOE BHUMAHUE HAZIO0 YACIUTh TOMY, KaKyIO I10JIb3y MOTYT
NPUHECTH KOMITAaHWU Bam npodeccnoHanbHbIi ONBIT U KBaTH(PHUKALIHS.

IIpaBuia cocTaB/ieHHs CONPOBOAMTEIBLHOIO MUCHMA:

e 3Haifte Bammx agpecaTtoB (CTUIIb U JIMYHBIE KAYECTBA KOHKPETHOTO ajipecaTa).

e 3auHTEpecOBBIBANTE. 3aMeUYaTEIbHO, €CIIM INCbMO HAUMHAETCS C LIUTAThI
OIyOJIMKOBAaHHBIX BbICKa3bIBaHUH ajpecara. («Pupma «Onerollunnay» 3aBoeBaia
JIOCTOITHOE€ BHUMAaHUE CBOUX KJIMEHTOB KaYECTBEHHOM NPOAYKLINEN U BBICOKUM
YPOBHEM OOCITY>KUBAHUS).

e OmnuceIBas yclexu M OMNbIT KpaTKo, u3beraiite mosropenuit 5! A! 5!

e JloOuBaiiTech abCOMIOTHOM SICHOCTHU B U310XkeHuH 1enu. [lepedpasupyiite
UH(OPMAILINIO, HE BCTaBIIAUTE KYCKU PE3IOME.

o beiitre B oa1Hy TOUKy, Bama 1ienp — yoeuTh YMTaoMIEero, 4To Bl HYKHBI.

o KpaTko 00BSICHUTE CBOIO HBIHEIIHIOK CUTYyalMio: paboTaeTe a1 Bbl B HacTos1IEe
BpeMsi, SIBIIIETECH JIU O€3pa00THHIM MJIH Y Bac KaKas-TO BpeMEHHast padoTa.

o Coo0muTh ynTaTENO, Kakasg pabora Bam HyxHa 1 mouemy y Bac BbI3bIBaeT
MHTEPEC Ta JIOJKHOCTh, HA KOTOPYIO BBl IPETEHIyETE.

o IlpuBneus BHUMaHME K KAKHM-TO MOMEHTaM pe3toMe, J100aBUTh YTO-TO, O YeM Bbl
HE COOONIIIIN B pe3toMe.

e OOBACHUTH (€cIU HEOOXOMMO) TE€ ACMIEKTHI CBOETO PE3IOME WM TPYIOBOH
O6uorpadun, KOTOpble HEAOCTATOYHO OYEBUIHBI U KOTOPbIE, BO3SMOYXKHO, MOTYT
rOBOPUTH HE B Bairy mosb3y.

o He kxcepokonuu, a OpuruHall.

e IIucpma nydiie nucaTh B CTUJIE JIEIOBOTO MUCbMa, MUCBMO JTOJKHO UMETh
aKKypaTHbIN NpodecCHOHaTbHBINA BUJ.

e JIOJKHO OBITH OTIIEYATaHO, @ HE HAIMCAHO OT PYKHU.

e Tekct BU3yanbHO JOKEH OBITH pa30oUT Ha OJIOKU.

o IIBeT compoBOAMTENHHOTO MUCHMA U PE3IOME JIOJKHBI OBITh OJMHAKOBBIMHU.

Kenaem ynauu B Hanncanuu Bamiero pestome!



