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BBEJAEHUE

Hanmcanue pe3roMe IOMOXKET CTyJIeHTaM U BbITycKHUKaM [IpodeccrnonanbHOro o6pazoBaTeabHOTO
YAaCTHOTO YUPEKICHHS «SIpOCIaBCKOrO TEXHHKyMa yIpaBjieHUs» (3ao4uHasi ¢opMa o0y4YeHUs )
MPaBWIBHO ONpeNenuTh ce0s Ha pbiHKe Tpyna. K Tomy ke, 3TO camblif mepBbId M camblid TJIaBHBINA
JOKYMEHT il paboTojmaTenss MpU PacCMOTPEHUU KaHIAMIATYpbl. [IpaBMIIBHO COCTaBIEHHOE PE3IOME -
OJTHO U3 CaMbIX Y(PPEKTUBHBIX CPEACTB MOUCKA PAOOTHI.

Ceifuac HET HM OJIHOM CEPhE3HOM BAaKaHCHH, JIJII KOTOPOU HE HY)KHO OBLIO OBl COCTABIISATh PE3tOME.
OducuHbie u paboure crnenuaibHOCTH TPeOyroT ero oOs3arensHO. [lpu TpymoycTpoiicTBe B cepbe3HbIE
KOMITAaHUU HEOOXOJMMO COCTABIIATh PE3IOME Jake Ha BaKAHCUH, JUISI KOTOPBIX HE HYXHO CIHEIHATBHOM
noJAroToBku. PaboTonarenu naxke B 3TOM ciiydae CTpeMsATCs HaOupaTh Jydmux. K mo3umusiM, KoTopble
TpeOyIOT HaIMuUs ClEeUUaIbHBIX 3HAHUN, TAKUM Kak OyxranTep, MPOrpaMMHUCT, 3JIEKTPUK, TPeOOBaHUS
emte 6osee crporue. U B mepByro ouepeab 3T TpeOOBaHMSI KacaroTcsl pe3loMe KaHIuaToOB.

YroObl 1OOUTHCS JTUYHOW BCTPEUH C pabOTOIATENeM, HY)KHO COCTAaBUTh M OTOCIIATh €My pe3loMe,
KOTOPOE MPU3BAHO BBIICIUTH COMCKATENS B OOIEM IOTOKE, CO3/1aTh O HEM MaKCUMAaJIbHO OJIarONpUsTHOE
BIleYaT/ieHue. 3a/layul 3/1eCh MO CYTH T€ K€, 4TO U B peKiiame, - MPUBIEYb BHUMAHUE «IIOTPEOUTEISN»
HECOMHEHHBIMH JIOCTOMHCTBAMH «TOBapay, YIPSATaB MMOAAJbIIE HEJOCTATKH.

OcHOBHasg 1ieb HANUCaHUs JIO0OT0 pe3loMe — 3auHTepecoBaTh paloTojaTeNsl WM €ro
IIPEICTaBUTEINSI CBOEH KaHIUAAaTypou, TOOUTHCS NpUIIIaLIEHHUs] Ha coOece0BaHuE.

HeJ’IL JaHHOM PEKOMCEHAAUU — MOMOYb BBITYCKHUKAM BCCX CHeI_II/IaJIBHOCTeﬁ B ITIOHUCKE pa60TbI.



1. IlpuHUMIIBI COCTABJICHUS pPe3lOMe

Pe3oMe — 1OKyMeHT, coaepkaiuii MHGOpPMAlLKI0O O HaBbIKaX, OMBITE paboOTHl, 00pa30BaHUU U
ApYroil OTHOCAHIEHCS K JAeny HWHGOPMAaIMH, OOBIYHO TpeOyeMbl MpHU PAaCCMOTPEHUH KaHIUIATyphI
JeNoBeKa i Haiima Ha paboTy.

[llanc mpow3BecTH BIIEYATICHHE, Y PE3IOME €CTh TOJBKO BO BpEMS €ro IEpBOrO IMPOYTCHHS,
MO3TOMY TaK Ba)KHO MPABHIBHO €r0 COCTABUTb.

CocraBnsisi pe3toMe HEOOXOJMMO JenaTh aKIEeHT Ha T€ CTOPOHBI JIMYHOCTH, OOpa3oBaHUS M
TPYAOBOM JEATEIILHOCTH, KOTOPBIE MOAXOAAT IMOJ KOHKPETHYIO BAaKaHCHIO M KOHKPETHOTO YEJIOBEKA.
Hmenno no smoii npuyure Hem eOUHO20 WAabIOHA pe3tome.

JIst KagpoBOro CHELMANINUCTA, pe3tome — MO OMAUYHAA BO3MOICHOCHb «IIPOYECTb» KaHIHUaTa
eme 10 cobecenoBanus. [Ipudyem mcrouHMkKoM MH(pOpMANMU MOPOH CIyKaT KaK Cmuib 0QopmieHus:
pesiome, TaK U YMEHUE NPAGUIILHO NPENOOHOCUMb UHPOpMAayuio O ceode.

Koneuno, mnst paboronarens BakKHYIO pPOJIb MIPAeT OMBIT pabOThl KaHAWIATA, HO HE CIIEAYET
M0JIaraThCsl TOJILKO Ha HETro, 0COOEHHO B paMKaX KECTKOH KOHKYPEHIHH 32 MECTO.

IIpu cocTaBiieHNHU pe3l0Me peKOMEHAYeTCsl CO0MI0AATh CJIeYyIolue NPUHIIUNBI.

KparkocTb
Pe3rome 10KHO coaepkaTh TOJIBKO TO, YTO, ¢ Bariei Touku 3peHusi, MUHTepecyeT paboToaarens Ha

KOHKPETHYIO JTIOJDKHOCTh. HeT Heo0X01MMOCTH TIeperpykath CBOE PE3toMe JIMIITHEH HH(POpMALIUEH.

K npumepy, ecnu Bpl moctaBuwiM 1enb CTaTh MEHEIKEPOM IO MPOAaKaM, OINHCAHUE BCEX
M3YYCHHBIX BaMu KOMITBIOTEPHBIX TPOTpaMM M ITAKETOB — COBCEM He 00s3arenbHOo. A eciii Bel XoTHTE
YCTPOUTBHCA INEKTPUKOM — TO 3aKOHUYEHHbIE Bamu kypcel «onepatop 9BM»y», Toke HE CTOUT BHOCHUTDH B
pe3roMme.

KpaTtkocTh Takxke, MOKa3bIBa€T MaHEpPy H3JIOKEHHS HHQPOpPMAIMU, YTO TOXKE OIEHUBAETCS B
HEKOTOpPBIX cirydasx. [locTapaidiTech OTOPOCUTH JIUIITHIOK «BOAY», OCTABUTH TOIBKO (DAKTHI.

OCTOpOKHO UCHONB3YiiTe abOpeBHATyphl, IOMHHUTE, YTO pabOTOATEeNh COBCEM HE O053aH 3HATh,
KaK OHHM paciM(ppoOBEIBAIOTCA. B 0COOGHHOCTH 3TO KacaeTcss Ha3BaHWKM Y4YCOHBIX 3aBEACHHA H
MPEeaNPHUATHI IPH OTIPABIECHUU PE3IOME B IPYTOi TOPO/I.

AKKYpPATHOCTh
AKKypaTHOCTh B O(QOpPMIIEHMM pe3toMe yOuBaeT cpasy AByX 3aiiueB. Bo-mepBeix, nHpopmanus
XOpOILIO YUTAETCA, YTO IKOHOMUT BpPEMs KaJIpOBOIO CIIELUAINCTA U XapaKkTepusyeT Bac B ero riasax, kKak
Yesl0BeKa YKOHOMSILETO U YBAXKAIOLIETO 3TO BpeMsi. Bo-BTOpbIX, HEOpexHO 0OpMIIEHHOE PE3IOME MOTYT
3aMpOCTO MPOUTHOPUPOBATE.
Jliig mpuMepa HIKe MPUBENIEHBI 1B KyCKa pe3toMe:
Ilpumep 1

Ilempoe Hean Cudoposuu

Hara poxaenns: 01.02.1991r.

KonTakTnblii Tesaedon: 81234567890

Omert padotsl: [TAO «MuTepuer TexHomorun» 06.04 — 08.06 [Iporpammuct, pazpaboTka U MoAAEPKKA
CalTOB.

ITAO «IT-rpynm» 08.06 — o Hact. Bpemst [Iporpammuct, pazpaboTka mporpamm.

B aTOoM mpumepe HET ompeneneHHOM CTPYKTYphI, BCsS HHPOpMAIIHS CBajieHa B Ky4y U HalTH B HEl
YTO-TO SIBJSIETCS CIOXKHOW 3amaueil. Vcrnonbp3oBaHHBIE 3/1eCh pa3IMyHble CTHUJIM HalMCaHMs emle OoJbIie
3aTPYIHSIOT YUTA0EIBHOCTh PE3IOME.

Ilpumep 2

HNBanos Ilerp UBanoBuY
Jara poxaenusi: 01.02.1990 r.
KontakTuslii Tesedon: 8-123-456-78-90
OnbIT padoThI:
06.2018 — 08.2020 — OO0 «MHTEpHET TEXHOJIOTUNY, TPOTPaMMUCT. PazpaboTka n mojiep:Kka caiiToB.
08.2020 — o Hact. Bpems —[TAO «IT-rpymmy», mporpammuct. Pa3zpaboTka mporpamm.




Bropoe pestome ropasmo npusitHee uuTath. IIpocnekmBaeTcss oIMHAKOBas CTPYKTypa, BayKHas
nH(popmanus BbieNeHa ofHUM cTuiieM. MHdopManinoHHble OJI0KU OTAENIEHBI IPYT OT JIpyra.

IIpocrora
[IpocToTa M3MOKEHHS MPEIoaraeT OJJHO3HAYHYIO TPAKTOBKY MpecTaBlIeHHoN nHbopmaruu. He

CTOUT YHOTpeOIATh NpOo(hecCHOHAIbHBIE TEPMUHBI, HE OyAy4Yd YBEpEHHBIM B TOM, YTO OHU OYyAyT
MOHATHBI TpefcTaBuTeNto padboronarens. Ecnu ke Bl cuurtaere, yto ynmorpebiieHue onpaBIaHHO, TO
MO>KHO J1aTh KpaTKO€E OIPEJEIIEHUE B CKOOKaX.

Hanpumep: «Cenapanus (paznenenue) o0s3aHHOCTEH MOAYNHEHHBIX.

I'pamoTHOCTH
[Ipu mpouynx paBHBIX YCIOBHUSX OTCYTCTBHE OIIMOOK B PE3IOME CTABUT €r0 Ha CTYMEHBKY BBIIIE

KOHKYpeHTOB. [Ipu cocTaBieHUH pe3toMe He CTOMT I10JIaraThCsl Ha aBTOMAaTHUECKUE PEIaKTOPBI, JIydlle
MOTIPOCUTHh 3HAKOMBIX (B maeane (uiIonoron) mpouyectb Bamie pestome. Ecin ke Takoil BO3MOXXHOCTH
HET, TO IPOYTUTE €r0 CaMH, TOJILKO 0053aTEIbHO BCIIYX.

Camo co00ii mpuBeeHHBIE B pe3toMe MpodecCHOHATbHBIE TEPMUHBI U HA3BaHUS HU B KOEM Clly4yae
HE JI0JDKHBI cofepxarh omnoOok. Eciu Bel He yBepeHbl B IPaBUIBHOCTH HAIMCAaHUs (pa3sl WM TEpMUHA
— CIIPOCUTE 3HAKOMOT'O pabOTAOIEro B 3ToW 001acTH WK HaiauTe nHdopmaruio B IHTepHeTe.

YecTHOCTD

[TomHUTE, 4TO BCs yKa3aHHas B pe3toMe MHPOPMAIUS MOXKET MOTPeOOBaTh JOKA3aTelIbCTBA MPH
cobecenoBanuu. IloaTtomy mpuykpamuBanue (AKTOB BO3MOXKHO TOJIBKO B cllydae KpaiHeil
HEeOOXOIUMOCTH.

HanpaBJ/ieHHOCTb
JIist Kak10M KOHKPETHOM BaKaHCHHM HEOOXOIMMO COCTaBJICHUE CBOETO, IIPHIICIIBHOT0» PE3IOME.
YuurteiBasi 0COOEHHOCTH MpEANoIaraeMoii paboTsl, U3MEHSINUTE aKIEHT U3JlaraeMoi HHGopMaIuu.

2. Buabl 1 CTPYKTYypa pe3loMe

CymiecTByeT TpU CTaHJAPTHBIX THUIIA PE3IOME: XPOHOJIOIMYECKUN, (YHKIMOHAIBHBIM U
KOMOWHUpPOBaHHBIH. Kax/1plif nMeeT CBOM JOCTOMHCTBA U HEJJOCTATKH.

B xpononozuueckom peztome B 06paTHOM nopske (T.e. HAUWHAS C MOCIEIHET0) MePEeUUCIIOTCS
BCce MecTa paboThl U 00s3aHHOCTH, KOTOphie Bbl BoimonHsuH. BeiOupaiite ero, ecnu B Bareit kapbepe
OTMEYAeTCsd YCTOWYMBBIA W IIOCJIENOBATEIbHBIM pPOCT. B 3TOM cilydae XpOHOJIOTHYECKOE pe3roMe
HaIJISIIHO MTPOJIEMOHCTPUPYET Baly yCremHoCTs M IpOrpece B TPYIOBBIX CBEPIICHUSX.

B HekoTophIX ciyyasx ykazaHHe KOHKPETHBIX JJaT U MECT paboThl HEeLelIecoo0pasHo.

1. Bbl 3a KOpOTKMI CpOK MOMEHSUIM OYEHb MHOIO MECT paboThl — Yy paboTonaTens MOXKET
CIIO)KUTHCS BIeyaTiieHHe o Bameil HemocienoBaTelbHOCTH W Hecepbe3HOCTH. Boolie, G0IbIIMHCTBO
PYKOBOJUTENEH B CHIIy pa3HbIX IPUUMH KpailHe HEraTUBHO OTHOCHUTCSI K «II€PEJIETHBIM ITHIIAM.

2. B Bamewm TpynoBOM cTaxe €CThb MHOI'O «IIPOBajJOB» — 3HAUUTENBHBIX MEPHOJOB BPEMEHH,
korza Bel He paboTanu, min paboTanu Ha «HEMPECTUKHBIX) TOJKHOCTSIX.

3. Tem Gonee He CTOUT UCHOIB30BATH XPOHOJIOIHYECKOE pe3toMe, eciu B Bareii Ouorpaduu ectb
KOoe-uTo, 0 4eM Bpl He xorenu Obl coobmaTe paboTodaresnto, XOTs Obl Ha MEPBBIX MOpax, YTOOBI HE
OTIIYTHYTbH €r0 PaHbIlI€ BPEMEHH.

4. Bpl cobupaerech U3MEHUTh CBOIO Kapbepy U Bara nporuias TpyaoBast A€SITENbHOCTh HUKAK HE
CBsI3aHa ¢ TOH paboTOMN, KOTOPOil BBl XOTHTE MOCBATUTH ce0s1 B JaJIbHEHIIIEM.

5. Bnl B nepBblit pa3 uiete padoty u 'y Bac otrcyTcTByeT npodeccruoHalbHbIN ONBIT.

6. Hakonen, B Hamie Bpems Jajieko He BCs paboTa, KOTOPYIO Mbl BBINOJHSEM, HAXOTUT CBOE
OTpa)kK€HUE B TPYIOBBIX KHIDKKax. B mepByro odepenp 3TO OTHOCUTCSA K T.H. «BOJBHBIM CTPEJIKaM).
JIbBUHYIO 10110 TPO(GECCHOHATILHOTO OIBITA OHU MOJIYYalOT, BBITOIHAS «HEO(PHUIIMATIbHbIE) 3aKa3bl.

B BbIIIETIEpEUNCICHHBIX CIyYasX Jy4Ille UCII0JIb30BATh pe3tome PYHKUUOHATbHO20 mUna.

C mnomomplo (QYHKIMOHAIBHOTO pe3ioMe Bbl CKOHIIEHTpHpyeTe BHHMaHUE paboTojareis Ha
TPYIOBBIX JOCTI)KEHUAX W KBanupukanuu. I'ne u ckonpko Bl paGotanu nubo ymamyuBaeTcs, Ju0O
OIMCBIBACTCS B CAMBIX OOIMX YepTax. ITO MO3BOJISAET CKPHITh MHOTHE HEJOCTATKH TPYA0BOW OHorpadpuu
ka"auaarta. [1moxo Tonbko ogHO0. O6 3TOM MpeKpacHO 3HAIOT U pabOTOAATENH, TOATOMY YAaCTO OTHOCATCS
K (YHKIMOHAJIBHBIM pe3toMe C OoJbiiuM mnpenyOexaeHrneM. OObIYHO UMX OUY€Hb WHTEpPECyeT, Ile U
CKOJIbKO BBI 3aHUManM TOT WM WHOW MOCT. OTCYTCTBHE XPOHOJOTHUYECKOW WH(OpPMAIMU BBI3BIBAET
MIOZ03PCHHUSL.
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Jlyumie Bcero HCHonb30BaTh pe3iome KOMOuHupogannozo muna. Ilomumo onucanus Bammx
JOCTHKEHHH, OHO BKJIIOUAE€T U OCHOBHBIE ATAIbI TPYAOBOW OHOrpaduu.

3. TpeGoBanusi k opopMiIeHHIO pe3loMe

Bamie pestoMe - 0JHO U3 CpPEeACTB BBIPAXKEHUS MHAMBUIYAIBHOCTU U CTWIIA, OJTHAKO IPHU 3TOM He
HAJI0 TepATh YyBCTBO Mephl. [Ipocieaute, 4Todbl pe3tome ObU10 0HOPMIIEHO B OHOM CTHJIE, KaK MOKHO
mpoie, ¥ ObUI0 yIOOHBIM Il YTeHHs (OOJIBIIME TOJISI, HE MEJIKUA MIPHQT, TOCTATOYHOE PACCTOSHHE
MEX1y CTPOKaMH U pa3JesiaMu).

Pa3mep pestome He AokeH npeBblmath 1 auct A4. 9To cBS3aHO ¢ OCOOEHHOCTSAMHU YEJIOBEYECKOTO
BocripusTua. Ha paccMoTpeHue oaHoro pestoMe oObIYHO TpaTtutcs 15-20 cekyna. 3a 3To Bpems y
yejoBeka chopMupyercs nepBoe BreuaTyieHue o Bac, koropoe B OOJBIIMHCTBE CIy4aeB OKAXETCs U
nociaenHuM. Bpl Oynere OTHeceHBl JMOO K KaTETOPHH <«IIEPCHEKTHUBHBIX», JIMOO K «COBEPLICHHO
Henoaxoaauumy. Ilostomy y Bac Hukorzna He OyJeT BTOpPOro ciydas pOU3BECTH IIEPBOE BIICYATIECHUE.
3a 15-20 cexyHI MeHeKep, IpocMaTpuBamloliuii Baie pestome, NOMKEH MOIYyYUTh KOHKPETHYIO
MHGpOpMaLHIO, IEMOHCTPUPYIOILYI0 000CHOBAaHHOCTh Baiux npereHsuii Ha paboyee MecTo.

CriennanpHble HCCIICAOBAaHUS IMOKa3ad, YTO B IEPBYIO oOdYepeab paboTogaTtend oOpamaroT
BHUMaHME Ha Mpeablayliee MecTo padoThl KaHIUAATa, BO BTOPYHO — HA €ro MPaKTHYECKUH OIBIT
(TpyHoBOii cTax), B TpeThbl0 — Ha ero kpamudukanuio. C MperocTaBiIeHUs THX JaHHBIX H JOJDKHO
HaunHaTbcs Bare pestome.

[To3aboTbTech O TOM, uTOOBI HWH(pOpMANHs, KOTOPYI0 B TNEPBYIO ouepeab OyaeT HCKaTh
pabotozareins, coaepkaiack B Hauasie Bamero pestome. Uem ObicTpee OH HaiiieT TO, 4TO HUIET, TEM
BBIIIIE ILIAHCBHI, 4TO Baie pe3tome ycHenHo NnpeojosieeT 3Tal MEepBUYHOro ordopa, W Bel momyuurte
npuriianieHue Ha cobecenoBanue. [1o3romy pekoMeHayeTcs NOArOTOBUTh, IO BO3MOKHOCTH, HECKOJIBKO
BapHaHTOB PE3IOME.

Jns sToro coxpaHuTe 0a30BbIi BapuMaHT B BHJE KOMIbIOTEpHOro daiina u, mo mepe
HEOOXO/JMMOCTH, BHOCHTE B HEro HEOOXOIWMBbIE KOPPEKTHBHL. Hampumep, H3MeHsTE MOPSIOK
CJIeZIOBAaHMsI OT/AEIbHBIX IYHKTOB B CIMCKe Bamx yMeHHUil 1 HaBBIKOB, CMEIaiiTe akLeHThl U U3MEHSNTE
CTETIeHb JIETATN3aIli, — B 3aBUCHMOCTH OT TOTO, YTO TpeOyeTcsi KOHKpETHOMY paboTonarento. Taxk,
ecn Bbl TeXHHMUECKUH CHENMAIUCT, HO XOTUTE MOJYYUTh PYKOBOJSIIYIO JOJKHOCTB, aKLIEHTUPYHTE
BHHUMaHUE Ha YIPaBJIEHYECKOM ombITe B Bameil TpynoBoit 6uorpaduu. Ecau Ber umere pabouee mecto,
KOTOpOE€ B LI€JOM COOTBETCTByeT Bamieil mpomuioll mpodeccnoHanabHON esSTeNbHOCTH, MOJArOTOBHTE
pe3lIOMe C aKIIEHTOM Ha CBOMX NpPO(ECCHOHANBHBIX IOCTHXKEHUSX M ombiTe. Eciu xe Bbl xoTute
YCTPOUThCS Ha paboTy, KOTOpasi HE OUYEHb-TO COOTBETCTBYET Baieil cnenuaabHOCTH, CMECTUTE aKLIEHTHI
B CTOPOHY JINYHBIX KQYECTB U HABBIKOB, UMEIOIIUX OTHOLIEHHE K OyIyIIUM CIIY>KEOHBIM 005I3aHHOCTSIM.

Ecnu BbI cTyneHT MM BBIMYCKHUK Y4€OHOTO 3aBEJCHMs U MOKa He MMeeTe NMpo(ecCHOHANTbHOTO
OnbITa — HE OT4YauBalTech. BcrmomHuTe cBoM yuyeOHble pabOThl (JIUILIIOM, KYypCOBBIE pabOTHI,
MIPOU3BO/ICTBEHHAS MPAKTUKA, OOIIECTBEHHBIE TPOEKTHI, B KOTOPHIX Bbl mpuHMManu ydyactue u T.1.). He
3a0yabpTe yKa3aTh, KaKyl0 HMEHHO paboTy BbI BhIMoOIHSAIM BO BpeMs 00yueHust. [1o0obIiie KOHKpETHON
uHpopmanuu. [Tocrapaiitech nmokaszars ce0sl UeJIOBEKOM, KOTOPBIH YK€ MMEET OIBIT U CBOM HapaOOTKH.

[Tpu odopmiileHnn pe3roMe B MEYaTHOM BHUIE HCHOJIb3YHTE KaueCTBEHHYI Oymary, >KelaTelbHO
Oenyto uan kpemoByto. Llpudrt nomken ObITh Xopoino untaeMbiM, Times New Roman, kak mpasuio, B
nuama3one ot 12 1o 14 myHKTOB.

He yBnekaiitech rpaduyeckMMd pUCYHKAMH, BBIYYPHBIMH paMKaMH, BHHBETKAMH U IpOYeH
epyHaoi. Hu B xoem ciyyae He YCIOXHSIHTE TEKCT aOOpeBHaTypaMu, KOTOpbIE, KCTaTH, MOTYT OBbITh
HEeM3BeCTHHI paboToaarento. [ToJHOCTBIO MUIMTE HA3BaHUS IIKOJI, HHCTUTYTOB U TOPO/IOB.

Ucnonp3yiiTe rnaroibl JIEWCTBUS, XapaKTEepU3ysl CBOM OMBIT: «yCTPOMID», «OPTaHU30BAI,
«Hanagum» 1 npod. Iloap3ylTech KpaTkuMu (pazamMu M HE YBIEKAUTECh AITMHHBIMH CIIOBOCOYETAHUSMH.
YroTpebnsis mpu HEOOXOAMMOCTH CIEM(PUICCKNE TEXHUYECKHE TEPMHUHBI, 103a00ThTECh, YTOOBI OHU
ObUTM TIOHATHBI HECTIEIIMATHUCTaM.

He nosepsiite koMmmbioTepHOMY peaakTopy. OOs3aTeNbHO NMEpeyuTaiiTe ero TEKCT BCIyX IOCie
HamMCaHusi, 4YTOOBl YOEIUThCS B OTCYTCTBMM OIIMOOK U JABYycMbIcieHHocTe. IlomuuTe, dTO
HEepa300opUrBOE PE3IOME Yallle BCEro OCTAETCS HEMPOUUTAHHBIM.

He neperpyxaiiTe ero nJaHHBIMH JMYHOTO XapaKTepa, a UMEHHO: CBEIEHUSIMH O POACTBEHHHKAX,
BallleM Bece, pocTe, 310poBke. Hu B Koem citydae He mpuiaraiite Kk pe3toMe cBoro gororpaduro (kpome
TeX CIIy4aeB, KOrja 3To TpedyeT paboToaaTeb).



Paboromateny OTIAMYHO TMOHMMAIOT, YTO €CJIM OHH 3aTpeOyIOT PEKOMEHIAllMd, TO BBl HX
npenocrasute. [loaToMy He MUIIUTE B KOHLE pe3tome: «PexoMeHaanuy IpuiiaratoTcs».

4. OcHoBHbIE 0JIOKH pe3loMe

Pesrome He mmeer CTpOro ma6n0Ha, TEM HC MCHEC paCcCMOTPHM OCHOBHBLIC OJIOKH I/IH(bOpMaI_[I/II/I,
4aCTO UCIIOJIB3YCMbIC B PC3HOMC.

1. JInunble JaHHBIE

a. @amusnsa Ums OT4yecTBO, MUIIYTCS TOJHOCTHIO.

b. laTa po:kaeHusi, MOKHO C YKa3aHHUEM IOJHBIX JIET B CKOOKax. [Ipu mpounx paBHBIX YCIOBHUAX
MPENOYTEHUE OTAETCS KaHAUAATy B Bo3pacte oT 25 110 35 jer.

C. Apec MecTa )KUTeJNbCTBA. J[0CTaTOYHO yKa3aTh TOPOJ U PailoH MPOKUBAHUSL.

d. KonrakrHass mHpopmauus. Ykaxure 1-2 Homepa TenedoHa ¢ yKa3aHHEM THIA CBS3H
(COTOBBIIA, TOMAITHUHA, PaOOYHIi) ¥ IEPUOIOM BPEMEHH ISl 3BOHKA.

f. Cemeiinoe moJioskeHue. YKaxuTe keHaT (3amykeM)/ He jKeHAT (HE 3aMy)KeM), KOJHYECTBO
JeTeN (eciiu eCTb).

2. Heﬂb pe3roMe. Vkazanue AOJDKHOCTH, Ha KOTOPYIO Bni IMPETCHAYCTC. KOHG“IHO, BO3MOXHO YKa3aHHC
HCCKOJBbKHX CMCXKHBIX ,Z[OJ'I)KHOCTG?I, HO KpaﬁHe PECKOMCECHAYETCA IJIsA Ka)XJIOM COCTaBIISITh CBOE pE3roME.

3. Oopa3zoBanmne. B oOparHOM mopsimke (T.e. HaUWHAS C TOCJICIHErO MecTa y4eObl) MO CleAyromei
cxeme:

a. Jlata moCTyIUIeHUS — 1aTa OKOHYAHHS

b. HaumenoBanue yueOHOro 3aBefeHus, (hakyabTeT

c. [lomyuennas cnennanbHOCTb, TIO AUILIIOMY.

d. BbIMYCKHUKHA U CTYIEHTHI MOTYT yKa3aTh TEMy IMILIOMHO#H paboThl (MpoeKTa) eciii oHa (OH)
HANpsIMYIO CBSI3aHBI C TOW BakaHCUEW, KOTopas Bac nnrepecyer.

4. OnbIT padoTsl. B oOpatHOM nopsiake (T.e. HAUMHAs C MOCIETHEro MecTa paboThl) MO CXeMe:
a. /lata npuema — gara yBOJIbHEHUS
b. Ha3Banue ¢upmel, ee chepa nesTeIbHOCTH
. Ha3Banue Bameli 70KHOCTH, €CH OBLTH — KOJMYECTBO MOAYUHEHHBIX
d. Onucanue Bamunx (pyHKIIMOHAIBHBIX 00s13aHHOCTEN, YPOBEHb ITOJIHOMOYU I
e. Pesynbrar Bammx KOHKPETHBIX JOCTUKEHUN

5. JlonoJiHuTEIbHOE 00pa30BaHue (€Ciu €CThb) — KypChl, CEMUHAPhl, TPEHUHTH, CTAXKUPOBKHU U T.II., IO
cxeme:

a. Jlata HayaJsia, KOJMYECTBO YAaCOB MJIM JaTa OKOHYAHUS

b. Ha3zpanue yueOHOTO 3aBeIeHUS

c. Tematuka oOpa3oBaHuUs

d. [TonyuyenHas crienMaJIbHOCTh

6. JlomoiHuTeIbHbIe HaBbIKM. YpoBeHb 3HaHus [IK, cTeneHp BiajgeHHs] MHOCTPAaHHBIMU SI3BIKAMU,
HaJU4he BOJUTEIHCKUX IpaB, aBTOMOOUJIIS U T.JA. YKa3bIBaeTCs, TO, YTO KaKk Bam kakeTcst HE00X OAMMO
JUISl KOHKPETHOW BaKaHCHHU.

7. JIluuHble KavecTBA. YKaXWUTE€ HECKOJIbKO, OTIMYarOUMX Bac oT Jpyrux, JUYHOCTHBIX YepT,
MOMOTAIOIIMX JIOCTUYb HYXXHBIX Pe3yJbTaTOB B pabore.

5. Cnoco0bl mogauu pe3romMe

Korna Bel no3BonuTte no uHTepecyroneMy Bac o0bsaBiIeHHIO WM B KOMIIAHUIO, KaK MpaBuiio, Bac
MIOTIPOCAT TepeaTh pe3toMe 10 1mouTe, (hakCy WM Ha JIeKTpoHHYo mouTy (e-mail). Beibepure mro0oi
BO3MOXHBIN J171s1 Bac cnoco6, He HaBs3bIBasi TMYHOM BCTPEUM, HE CChUIASICh HA TO, YTO IO MOYTE JOJITO,
yro y Bac Her HuM ¢akca, HM e-maila (3TM yCIyrH MOXXHO MOJIYYUTh Ha LEHTPAJIHHOM MOYTAMTE
IpakTU4ecku B J000M ropoje). Ha cobecenoBanne Bac o0si3arenbHO mpuriacsTt, Kak TOJIbKO Oyner
HE00X0/1MMO, @ K HEeMY HaHMMATelNb JOJKEH MOATOTOBUTHCS.




Paccpuika 1o noure

Mo3KHO OorpaHUYHMTCS pe3toMe Ha 2-3 mucTax U conpoBoauTenbHBIM muchMoM (Cover Letter), xots
s ycwnieHus 3¢dekra wim nmo TpeGOBaHMIO MOKHO BJIOXKHTH (oTOorpaduio, KOMUH CepTHPHUKATOB H
pEKOMEHIaluii. DTO XOPOUIU METO/I, OJTHAKO, U3-32 HU3KOM CKOPOCTH JIOCTaBKH, OH MoTpedyeT oT Bac
OombiIoro TepreHus. Ho He cTOUT UM npeHedperaTh, Tak Kak y HEro €CTh CBOM IIPEUMYIIIECTBA.

Paccblika no dakcy

Ctporo coOirolaiiTe MPUHIMITEI CO3aHUs pe3toMe s (pakca, 0O KOTOPHIX MBI TOBOPHJIM BBIIIIC.
[TonpoOyliTe cHavana 0ToCIaTh Pe3foMe CBOEMY 3HAKOMOMY U ITOCMOTPUTE, YTO mosrydurcs. To, uto Ber
OTIIpaBHJIA U TO, UYTO GYIIGT MOJIYYCHO, MOKCT BBII'IAACTb KaK «ABC 6OHBH_H/IC pasHULIbD. YTounure SA3BIK,
Ha KOTOPOM JIy4IlIe€ MOAaTh PEe3IOME M OrpaHUYbTECh OAHMM BapHaHTOM. OTHpaBisATh GoTorpaduio mo
(akcy HE CTOMT - YEpHOE IISATHO B IIPABOM YIIIy BPSJ JIM SIBISICTCS YKpAlleHUEM, Ja M 3aliMeT IEHHYIO
wiom@ans. Bo MHOrMX OpraHu3alMsx euie HCIONB3YIOT CTapyld O(QHCHYIO TEXHUKY W J0 CHX IIOp
NPUHUMAIOT COOOILICHUSI Ha PYIOHHYIO (akc-Oymary. IloaToMy Ha MHTEpBBIO 00s3aTeNBHO Oepure C
co0Oi OpUrMHaJ, a €CITU €CTh BO3MOXHOCTb, TO U (Paiisl ¢ pe3toMe Ha (IIdII-KapTe WK KOMITAKT-IHCKE.

Pacchbliika 110 2JICKTPOHHOI 1oYTe

Haunbonee mepcrneKTHBHBIN, yJOOHBIH W ONEPATUBHBIA METOJA CO CBOMMH MpPaBWIIAMHU ATHUKETA
(Neticet) u TpagumusMu. [IpaBuibHO ohopMIIEHHOE THCEMO, a He coobmenue tuna «Hi, All! Haiigure
MO€ pe3loMe Ha MOel BeO-CTpaHULe», Mbl [yMaeM, He Oy/1eT BOCIIPUHSATO KakK CIIaM.

K HaHuMartensM M B PEKPYTUHTOBbIE KOMIIAHMM MO e€-mail eXeIHEBHO MOCTYMalT JECATKU
COOOIIEHUH, W YTO yIWUBUTEIBHO, MpakThdecku Bce ¢ HasBanwmem CV mmm Resume. [Toatomy cBoe
AJNIEKTPOHHOE MUCHMO C PE3IOME JIy4llle BCEro Ha3BaTh Kak-HUOyAb uHaye. [[1s 3Toro Ha TOM S3bIKE,
KOTOpBIM TpeOyeT KoMmIaHus, (€ciau Ha PyccKoM si3bike, To B konupoBke KOI8-R) B mone "Tema",
UCIOJIB3YS MPOOEIBI, YKAXKHUTE:

damuinus, UMs, CHEHUAIBHOCTD WU JODKHOCTh, HA3BaHUE KOMIIAHUH, Ha3BaHUE TOpo/ia, Ha3BaHUE
MO3UIUH 10 KOHKYPCY UM BHE KOHKYpCa.

6. Oco0ennocT oopMiIeHHsI FJIEKTPOHHOIO pe3loMe

Yacto BcTpeyaemass OIMOKA NPH COCTABJCHHMH 3JIEKTPOHHOIO Ppe3loMe - 3aloJHEHUe
MHOTOCTPAaHUYHON TaOIMIIbI-aHKEThl, B KOTOPOH KaHIWJAT CaMOCTOSITEJIbHO BBICTABISIET ceOe OICHKH,
B3STOM C caifTa Kakoil 100 OpraHu3aluu.

[TomuuTe, y Takoil opraHu3alii, CKOpee BCEro, €cTh CBOM, cmnenuuyeckue TpedOBAHMA K
KaHJIUJATy U aHKeTa COo3JaHa UMEHHO JJIsl IPOBEPKH COOTBETCTBHUS COMCKATENS 3TUM TPeOOBaAHUSIM.

CBoOoanasi ¢popma pe3roMe B COUETAHUHU C MOCTYKHBIM CIHCKOM, IOMOTAaeT IMPEIACTaBUTENIO
paboTtonaTens ONEHUTh NPO(ecCHOHAIBLHBIH MOTEHIHAT KAHAUWAATA, €r0 JUYHOCTHBIE KauecTBa.
Tabnuna e, Takoil BO3MOXHOCTH J1aTh HE MOXKET M, KaK MOKa3blBaeT MPAKTHKA, OOBIYHO €€ Jlake He
YIOCY>KMBAIOTCSI BHUMATEIbHO IPOYUTATh.

Taxxe, y kaxa0ro paboroaaresisi MOryT ObITh CBOM TpeOOBaHMA K 0OpPMJICHHIO pe3loMe, €Clu
3TO TaK, TO 0053aTEILHO CTPOTO CIETyHTE 3TUM TPEOOBAHUSM.

WNHorna Ha caiite pabotoaarens pazMeniaeTcs 3JIEKTPOHHAsI aHKETa, B TAKOM CJIy4ae 3aloJIHUB €e,
NPHJIOKUTE K Hell CBOe pe3loMe — 3TO MOJKET IMOBBICUTh HHTEpeC K Bamel kanauaarype.

CocraBisisi pe3toMe, COXpaHSITe ero B 0OTHOM U3 paclpocTPaHEHHBIX PopMaToB, Takux Kak .d0C
v .rtf, u umenem B Bune Bameit pamuiaum n nmenn.

Ecnu ¢ ¢popmaTom Bce MOHATHO, Takue (ailyibl CMOTYT OTKPBITHCS HA JIIOOOM KOMIIbIOTEpe, TO C
uMeHeM (Qaiisa cpazy BO3ZHUKAET BOIPOC — 3aueM?

Bce neno B Tom, 4TO OOBIYHO KaJIpOBBIN CHEIHAIUCT, pa3MeliaeT NPHUCIaHHbIe pe3loMe y celst
HAa KoMIbIOTepe 1o Gamunueil kanauaaTa, s KoMPOpPTHONH pabOThI ¢ OONBIIUM KOTUYECTBOM TAKHX
pestome. Eciam xe ¢aiin yae HazBaH 1o ¢aMWIMM COUCKATeNs, eMy He mpuuaercs storo aenats. K
COXAJICHUIO, 0Y€Hb HEMHOTHE COUCKATENIN MPUIAEPKHUBAIOTCS ITOTO MIPOCTOTO MpaBuiIa, 0OBIYHO Ha3bIBas
daiin resume.doc unu pezrome.rtf.

JInst kaIpoBOro CHenuannucTa, KAaHIMAAT, YBAKAKIIUI ero TPyA, MOKET 3aBOEBATh CUMIIATHIO,
ITOAHUMAIOIIYIO €r0 HIaHCHI HA TPYI0YyCTPOMCTBO.

Kak yxe roBopusioch BbIlIE, 3JIeKTPOHHAS Ta0aMLa — He camas Jy4dias ¢gopma ajs pe3rome,
nmostoMy He ucnonb3yiite MS Excel. [ToMHuTe, 9TO HE BCE MCIOB3YIOT ATy MPOrpaMMy B CBOEH pabore.



Hannune kavyecTBeHHOro (QopmaTupoBaHusi — 00s3aTeNbHOE YCIOBUE JJs HOPMAIBHOTO
BOCTIpHUSATHS pe3toMe. [ToaToMy sydie 3a0bITh O HAMCAaHUHM PE3FOME B OOBIYHOM TEKCTOBOM (hopmate
Axt.

Onmumanvuwiii pasmep gatina pezrome — oo 300 Koavim.

ApxuBupoBarb (aiin pe3romMe — KpaiiHe HeXenaTreabHO, 3TUM BbI 3acraBisiere KaapOBOTO
CHELMAIMCTa IpPWIArarh JIMOIHKE YCWIMS JI1 €ro IPOYTEHHUs, TaKO€ PE3IOME MOIYT 3alpocTo
IIPOUTHOPUPOBATS.

W36eraiite mneperpyxaTb TeKCT (oTorpadusiMi M HaJIMYUEM OYEHb CIIOXKHBIX HIIEMEHTOB
oopmienus, Toraa Bel BoumuTech B yka3aHHBINA pa3mep (aiina.

Hcnonb3oBanue pa3sHOOOpa3HbIX WIPU(TOB B OJHOM PE3IOME — HEAOIMYCTUMO, TEKCT JOJIKEH JIETKO
yurtathes. [Ipumensiite mpudt, KOTOpHIA ecTh Ha OONBIIMHCTBE KOMIIBIOTEPOB, Hampumep, Arial uiau
Times New Roman. Pazmep mpudTta nomken 0bith He MeHee 10 pt, 11s HOpMAIBHOTO YTEHUS.

CambpIM ONTHUMAaJBHBIM BAapHUAHTOM COIPOBOAUTEIILHOW 3amUCKH OyIeT KpaTKoe INPHBETCTBUE,
XKeJIaTeJIbHO 110 UMEHU OTYECTBY MOJTy4YaTessl UM €ro JOJIKHOCTH.

VYkaxuTe 1eNb OTIPaBKU 3TOro MuchMa, Hanpumep «OTtnpasisito Bam cBoe pe3toMme Ha J0IKHOCTb
MeHeJpKepa 1o mnpojaxam». He nmummre JUIIHUX (pa3, TaKuX Kak «cllydyailHO HaTKHYJcs Ha Bamry
BaKaHCHIO, PEIIWII OTIIPABUTH CBOE PE3IOME»

Hannyue rpaMMaTHyecKHX M pedyeBbIX OMIMOOK I03BOJIAET CYAUTh 00 YpOBHE MOATOTOBKU
KaHH1aTa, €ro SPYAULIUH, MPO(HECCHOHATBHBIX CITOCOOHOCTSX, 00 YMEHHUH M3JIaraTb CBOM MBICIIH.

KoHeuHO, i1 MHOTHX JOJDKHOCTEH CTONPOLIEHTHOM I'paMOTHOCTH He TpedyeTcs, T.K. Haluyue
omuOOK €1ab0 CBSA3aHO C JEIOBBIMH M JIMYHOCTHBIMH KaueCTBAMH, 34 HMCKJIIOYEHHEM TeX CJy4aes,
Korga ommOKka jomylieHa B IpodeccHOHalnbHBIX TepMMHax. Kak Obl TO HM ObUIO, HaIMuue
rpaMMaTUYEeCKUX M PEYEBHIX OIMMOOK He CMOCOOCTBYeT YJY4YIIEHHI0 KayecTBa pe3loMe B Ia3ax
KaJJpOBOI0 CIELUAINCTA, I0O3TOMY KpaiiHe peKOMEHAYeTCs MOMPOCUTh 3HAKOMBIX MpOoYMTaTh Bamr tpyn
710 €T0 OTTIPABKH.

7. Oco0eHHOCTH COCTaBJICHHS PE3IOME COUCKATEIEM 0e3 onbITa paﬁoTbl

Jnsi HenmaBHUX BBIMYCKHUKOB Yy4eOHBIX 3aBeJeHHil BIOJHE HOPMAJIBHO OTCYTCTBHE
o(umanbHOro ONbITa paboTHI (T.€. 0€3 BHECEHHUS 3aIIUCH B TPYIOBYIO KHUXKKY).

UtoObl cocTaBUTH pe3loMe 0e3 omnbiTa PadoOThbl, HEOOXOJUMO TPOUTH HECKOJIBKO
MIOJITOTOBUTEJILHBIX 3TanoB. Bo3bmuTe MUCT GyMaru U NpuroToBbTECH 3aMKChIBATH.

Jlng Hayana BCIIOMHHUTE Bce, yeM Bbl 3aHuManuch BO Bpemsi oOyueHus. Hampumep: Kpyxku,
yBIleueHus1, X000H, ecTh 11 y Bac kakue mub0 HarpaJpl 3a y4acTue B KOHKypcax - IpaMOThl, TUIUIOMBI U
mp.

Taxxke He 3a0bIBaiiTe PO KaHMKYJIbl — BCIIOMHMTE, HAIIPUMEpP: MOCEIaeMble CEKIMM, MOE3/IKH,
oO1eHne ¢ Apy3bsIMH | T.]I.

Teneps nomnpoOyiiTe onucarh cBou yBieueHHs (xo00m). Hampumep: poibaika, copT, 3HaKOMCTBA,
KOMIIBIOTED.

[ToxymaiiTe, KakMMU JINYHBIMU KauecTBaMU Bbl o0nasjaere, kakiue HaBBIKH HMEETE.

[TocMoTpUTEe HA MOTYYMBIIMICS CIHCOK U BBHIOEpUTE U3 HEro Bce, UTO, ¢ Bamelt Touku 3peHus,
MOJIE3HO yKa3aTh B Pe3toMe Ui BBIOPaHHOM BaKaHCHUH.

Huxe npuBeneH npuMep pe3iomMe, B KOTOPOM MTOKa3aHO, KaK MOYKHO O0OUTHCH 6e3 0pHUIaIbHOTO
OIbITa PAOOTHI.

IlerpoBa Mapus CunopoBHa
[Mara poxnenus:
08.02.1986 .

MecTO0 NpoOXKUBaAHUSA:
r. bopoBuuu, HoBropockoit o6mactu

KonrakTHas nndopmanms:
tei. coT. 8-900-000-00-00, 8-800-000-00-00
Tei. oM. 123-456

eas pe3rome:
MOJy4YECHUE JOJDKHOCTH byxranrep




Oopa3oBanue:
09.2008 — 06.2012 —«TexHUKYM 5KOHOMHUKI». CIIeMaTbHOCTh: IPOTrPaMMHUCT

OnbIT padoTh:

06.2007 — 08.2007 — «TexHUKYM YKOHOMHUKH.

[TpousBoncTBeHHass mpakTuka. PaszpaboTrka mporpammuoro mnpoaykra «HHpopmannonnas 6a3a
TexHuKyMay. [IpnobpeTeH onbIT pabOTHl B KOMaH e

06.2006 — 08.2017 — LlenTpanbublii peiHok. [Ipogasen. Iloxyden HaBBIK IPSIMBIX TPOAAK

09.2005 — 12.2005 — YuactHHK KOHKypca «Pa3paboTka au3aiiHa JIOTOTHIA CIICIMAILHOCTHY. 3aHATO 3
MECTO

Xo00u:
KonctpynpoBanue, HOBbIE 3HaKOMCTBA

JlomotTHUTEIbHbIE HABBIKM:
Otnuunoe 3Hanwe kommbiorepa, MS Office, Corel Draw, Adobe Photoshop, ©6a3oBoe 3HaHue
AHTJIMMCKOTO S3hIKA.

JInyHkle KayecTBa:
KoMMyHHKa6enbHOCTD, UCIOTHUTENBHOCTD, TYHKTYaIbHOCTh
20.07.2008

Kak BumuTe, pe3toMe MOIYYHIIOCH OYEHb HEIIOX0E, XOTA OQHUIMAIBHOTO OIBITa PadOTHI Y
KaHauaTa He ObLIO.

B HeM npucyrcTtByroT (pa3bl, KOTOpblE MOTYT 3aleNMTh YeJOBeKa YUTAIOLIEr0 3TO PE3IOME,
3aCTaBUTh Ha3HAYUTh coOecenoBaHue. [l Jydllero NOHMMaHMs pa3zdbepeM HEKOTOpble 0JI0KHM 3TOro
pe3oMe 1o MYHKTAM.

Oopa3oBanue
B nanHOM mpumepe crieruanbHOCTh KaHHUAaTa UAeT HEMHOTO Bpaspes ¢ Hejibio pe3rome. [losTomy

OCHOBHOM aKIICHT CJIeJIaH HE Ha Ha3BaHHUE CICIUATBHOCTH, 4 Ha HAIMYUE HMEHHO BBICIIIETO 00Opa30BaHMS.
MoskHO ObITIO OBI BOOOIIIE 0O0OMTHCH 0€3 MOAPOOHOCTEH, HO HATUYKNE 3HAHUH B KOMIBIOTEPHOW 00J1aCcTH
MEHEKEpY M0 peKamMe HE MTOMEIIAOT.

OnbIT padoTsl

B nanHoM mpumepe, KaHAMJIAT YMENO NPENOCTaBUI (akThl M3 CBOEH y4eOHOW AESITEIbHOCTH,
KOTOpBIE COYEeTAITCHA C LENblo pe3tome. Hanmpumep, NMpoM3BOACTBEHHAs NpPaKTHKa ITOKa3bIBAa€T, UYTO
YeJIoBEeK paboTan B KoMaH/Ie (He MOsCHSS B KaKOW, BeIb KOMaH/Ia MOXET COCTOATh U U3 2 YeNoBek). Jlms
JAHHOW BaKaHCHM TaKO€ Ka4yeCTBO HECOMHEHHO Ba)KHO, T.K. MEHEIDKEP T10 pEKIaMe HEPa3phIBHO CBA3aH C
nu3aiiHepaMu, COOpIIMKAMU, MOHTaKHUKaMU U T.1.

Janee, kaHAUAAT YKa3bIBAET, HA ONBIT NMPSAMBIX MPOJAXK — 13TO TOXKE IUIIOC, BEJb MEHEIKEPY
Heo0X0IuMO paboTaTh ¢ KJIMEHTAaMHU. Y4YacTue B KOHKYpCE MOJYEpKHUBAET, TO, YTO COMCKATENb yXe Ha
paHHEeH CTaJuu CBOEro 00y4YeHHUs 3aMHTEPECOBANICS PEKJIAMOH, a 3aHATOe 6 MECTO HE TaK YK U AAJIEKO OT
nbejecTana.

Xo00u

HOHI/IMa}I, YTO H3JIOKCHHOTO OIlbITa MOXKET HE XBATUTb, KaHAWAAT IMPUBOAUT CIIMCOK CBOUX
yBjaedenmii. [IprueM koHCTpyHpoBaHue (Hanmpumep, KapTOUHBIX IOMHUKOB) — ITOKa3bIBAET, YTO OH MOXKET
TBOPYECCKU MBICIIUTH, @ HOBBIC 3HAKOMCTBA, KaK X066I/I, TOBOPHT O XOpOH.ICfI KOMMYHI/IK3.6CHBHOCTI/I.

JlomoJIHUTEIbHbIC HABBIKK M JIMUHbIE KayecTBa

JIOonONHSIOT CBEAEHUS O KaHAWAATE, MPUYEM, €CIIA WX MPOAHATU3UPOBATh, MOKHO YBUJIETh, YTO
Ka)kJI0€ U3 HUX HAaXOJUT OTKJIIMK B APYrux 0j0Kax pe3roMe. Hampumep: oTIMUHOE 3HAHUE KOMITBIOTEPA,
MEPEKITUKACTCSI CO CHEIUATBHOCTHIO, MPAKTUYECKUMH HABBIKAMH M X000HM; KOMMYHHUKAOEITbHOCTh — C
ONBITOM IPSIMBIX MPOJIAXK; UCTIOJIHUTENBHOCTD C JOCTUTHYTBIMH PE3YJIbTaTaAMU U T.JI.

I'maBHOE, 0 4eM KaHIWUJIATy CTOUT MOMHHUTh, COCTABJISAS MOA00HOE Pe3loMe — CHIIBHOE NCKAXKEHHE
(hakToB ey HE IOMOXKET, 0COOCHHO, €CITU MX 3aXOTAT MIPOBEPHUTH.
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8. Tunu4HbIe OMMOKHU MPH COCTABJIICHUM Pe3lOMe

1. CinmkoM JUIMHHOE pe3lMe.

CrapaiiTtech yMecTHTh WH(OpPMAIMIO Ha OJHOH, MAaKCUMyM Ha JIBYX CTpPaHHIAX. DTO MOXKHO
clenaTh, CTPOrO0 CHUCTEMATH3UPOBaB cBeleHUs. HyxHO n30erarh HM3IMHUITHUX JeTallel, CTPEMUTHCS K
nmakoHU4HOCTH. [lopoil 1OCTaTOYHO NaTh OTAENBHBIM IYHKTOM IE€PEYE€Hb MMEIOIIMXCS Y Bac HABBIKOB.
WHorna couckarenu, HCTIONB3Ys JUIsl IEpeiaun CBOETO MociHaHus (pakc, mpeaBapsoT COOCTBEHHO pe3toMe
oOpallleHueM K KaJIpOBOMY areHTCTBY WM pabOTOAATEN0, OHO COCTOMT M3 Mapbl HUYEro HE 3HAYaIlUX
¢dpa3, camo 1o cebe 3aHMMAaET IENYI CTPAaHUIly. DTO HEBEXJIMBO - Oymara ais (hakca CTOUT JICHET,
M03TOMY HE BBIHYXKJIaliTe MEPEBOJAUTD €€ BIYCTYIO.

2. OTcyTCTBHE BAKHBIX CBEJIECHMIA.

a) B pestome oTCYTCTBYET mepeueHb MecT paboThl, TMOO0 HE yKa3aHbl 3aHUMAEMBbIE JTIOJKHOCTH.

6) Ectp mepedeHb, HO HE yKa3aHbl BPEMEHHBIE PAaMKH Ballero NnpeObIBaHWS HAa TOW WM MHOM
JNOJDKHOCTH. B 3THX ciyyasix, eciiu Jake Bbl INPUBEJETe KpPaTKUN IepeuyeHb HaBBIKOB, M3 HETO
COBEPIICHHO HEBO3MOKHO OYyJI€T MOHATh, HACKOJIKO 3TH HAaBBIKA OCHOBATEIIbHEI.

B) Het cBenenuit 06 oOpa3oBanuu, TM00 HE yYKa3aHbl HA3BaHUE YUYEOHOTO 3aBEACHUS U MOTyYCHHAs
CHeMaTbHOCTh. ECIM BBl 3aKOHYHIIM HECKOJIBKO Y4eOHBIX 3aBeleHUI (Oyab TO BY3bI WM TEXHUKYMBI),
00 3TOM TOXe HYXHO cooOumTh. He 3a0yapTe ynoMsiHyTh U O IPONJCHHBIX BaMH Kypcax, Tem Oouiee,
€CJIM OHU MMEIOT OTHOIIICHUE K TpenoiaraeMoit padote. [Ipu 3T0M yKakuTe BPEMEHHBIC PAMKH Y4eObI,
T.€. TOJ1 TOCTYIJICHUS U TOJ OKOHYAHHS.

r) He ykaszanbl BO3pacT, MECTO NPONHCKH W TpOoxUBaHUSA. [loBephTe, 3THM MOKa3aTenw s
paboToaTelns He MEHee BaXKHBI, YEM BBIIIIE ITePEUHCIICHHBIC.

1) OTCyTCTBHE KOHTAKTHOTO Telie()OHa HITH aJipeca SJIEKTPOHHOH MOUTHI.

3. HesicHoCTh HaMepEeHMIA.

NHuorpa couckarens 3a0bIBae€T yKa3zaTh, HA KaKylO JIOJDKHOCTh OH MpeTeHayeT. Eciu Bel camu He
3HAETe, Yero XOTUTEe, TO KaK O BalllMX >KEJIaHUAX J0raJacTcs MEHEIKep KaJIpoBOoro areHTcrBa? dpasbl
TUIA Uy paboOTy C MEPCIEKTUBON POCTA, COOTBETCTBYIOIIYIO MOUM CIIOCOOHOCTSIM» HE BHOCAT POBHBIM
CUETOM HUKAKOH SICHOCTH.

4. PpIXJIOCTBh CTPYKTYPBI pe3loMe.

YenoBek, 4UTAIOMMNA pE3rOME, JOIKEH JIETKO MPEJCTaBUTh ce0e IMOCIIENO0BAaTEIbHOCTh BAIlIEro
KapbepHOro JBHKeHUs. He 3acTaBisiiTe €ro BbIy)KMBaThb HY)KHBIE CBEICHHUS B MACCE BTOPOCTEIIECHHBIX.
TekcT 10KEeH UMETh SICHYIO CTPYKTYPY.

B Hawane cooOmmre 0 ceGe OCHOBHBIE CBeJIEHHUS: (aMMIUs, MUMs, OTYECTBO, TOJ POXKACHUS,
IpaX/IaHCTBO, CBEACHUSA O NpPOMUCKe, Oymkailiias cTaHIUs MeTpo, oOpa3oBaHue. Kaxabli MyHKT -
OTJEIIbHON CTPOKOM.

3areM HY)KHO yKa3aThb CIHMCOK IPEXHUX MecT paOoThl (>KelIaTelbHO, B OOpAaTHOM TMOPSAKE) ¢
yKa3aHHeM 3aHHMaeMoON JO0KHOCTH. CHHMCOK 00s3aHHOCTEH MO KaXKAO0H MO3MLMU MPUBOIUTCS JIUIIb B
TOM CJIy4ae, €Cciau Ballk JOHKHOCTH OTIMYAIUCh OJIHA OT APYroil, HO MMENIU MpPsIMOE OTHOILIEHHE K
BAaKaHCHH, HA KOTOPYIO BbI TENIEPh NPETEHAYETE, U MOTYT paCCMaTpUBAThCs KaK LICHHBIMN OIIBIT.

[Tocne 3TOro MOXetr ObITh YMECTEH OTAENbHBIM MYHKT C MEpEeYyHeM BalluX 3HAaHWM U HaBBIKOB,
MOJIE3HBIX JJIS MpeJroiaraeMoil paboTel. B 3aBepiieHnn - HECKOJIBKO MOXBAIbHBIX CBEACHUN O CBOEM
xapakrepe (MOXKHO TakKe YIOMSHYTh O CBOEM X000M).

5. Odopmienne, 3aTpyIHSAOLICE YTEHHE.

Wtak, yTeHue He JOJKHO JJOCTAaBIIATh CTpaaHuil agpecary. CieayeT mo3aboTHThCSA U O TOM, YTOObI
CTPYKTypa pe3tome Opocaiach B r1a3a. Hu B koem ciiyuae He JaBaiiTe TEKCT «CIIOIIHSAKOM» 0€3 4eTKO
BBIJICJIEHHBIX Pa3/IeioB.

He meHee TpyneH aisl poYTEHUsST TEKCT, HAOpaHHBIN MJIOTHO, MeNKUM mmpudrom. He crout Takke
370YNOTPEOIATH TAOTUIIAMH.

SI3pIK, HA KOTOPOM BBl COCTaBISIET€ pe3OMe, IOJDKEH OBITh TOHATHBIM, T.€. PYCCKHM.
Vcnonb3oBaHne HWHOCTPAHHOTO $3bIKA JIONMYCTUMO JIMIIb B TeX CIyyasX, KOIrJa 3TOro Tpedyer
paboTomatenp (XOUeT OICHUTH Ballle BJIaJICHNE HHOCTPAHHBIM WIJIM CaM HE BIIAJICET PYCCKHUM SI3BIKOM).

Pestome, cocTaBiieHHOE, K MPUMEpPY, Ha aHTIHUIICKOM sI3bIKE, HO C OUIMOKaMHu, He J100aBUT Bam
tocoB. (B He MeHbIIel cTenenn TpeOoBaHUs K TPAMOTHOCTH KacaloTCsl U PYCCKOTO SI3bIKa).

Ecnu BBl mochutaere pesiome 1o (hakcy, UMEWTe B BHIY, YTO CBSI3b YAaCTO OCTABISET KeNaTb
Jy4IIero, mo3ToMy rpadudeckue u HoTon300pakeHuss 0OBIYHO MPOXOIAT B CAMOM HEMOTPEOHOM BHJIE.
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Ecnu BBl XOoTHTE CHAOAUTH pE3OME€ CBOMM (DOTOMOPTPETOM, ILenecoodpa3Hee OTIPABISATh €ro Io

AJICKTPOHHOU TouTe (MPU 3TOM JKEJATeIbHO, YTOOBI MPUKPEIUICHHBIA (daiia uMen pasmep He Oosee 50
Ko).

3AK/IIOYEHUE

@DaKTUYEeCKH TMpEeAJIOKEHHE Ha pbhIHKE TpyJa MHOTOKPATHO TPEBBINAET CHPOC, KOHKYPC
MIPETEHICHTOB HA OTKPBITYI0 BAKAaHCHIO O4YeHb BeNuK. OJHAKO, HECMOTpPS HAa HACBHIIIEHHOCTb PbIHKA
TpyZa, CIIPOC Ha XOPOLIMX CHEUAIMCTOB B IEPUOJ] BOCCTAHOBIJIEHUSI YKOHOMUKH O4YE€Hb BBICOK.

B sT0#i cuTyanmu OCHOBHOW 3agadeil COMCKATeNsi CTAHOBUTCS MPHUBJICYEHUE BHUMAHUS MUMEHHO K
cBoel kanauaatype. [1oaToMy BO3HMKAeT BOMPOC O MpeICTaBlIeHUH ce0si ¢ Mpo(ecCHOHAIBHOW TOYKH
3peHusi. A UHCTPYMEHTOM JIOCTHXKEHHUS yCIeXa sIBJIsIeTCs Ballle pe3toMe, COCTaBiIeHHOE 1o 3 dekTuBHON
METOJIUKE «PE3IOME 0] BAKAHCHIO».

YcnemHoe pe3loMe — 3TO YHHKAJbHOe pe3loMe. V1 riaBHBINA CEKpET €ro YHUKAJIbHOCTH B TOM,
YTO OHO YHUKAJIbHO HE caMo IO ce0e, a COCTaBJIEHO M0/ KOHKPETHYIO0 KOMITaHUIO U BaKaHCUIO. [ TaBHBIM
BOIIPOCOM SIBIISIETCS] HE ¥/Mo HAMUCaTh B HEM, 4 KAK.

Oann U Te 3Ke CBeJdeHHs, NpeACTaBJIeHHbIe ¢ NpUMeHeHUEeM 3J(PGeKTUBHBIX CTpaTerui
COCTaBJICHUSI pe3loMe U 0e3 MCIOJIb30BAaHUSI TAKOBBIX, JAI0T JHAMETPAJIbHO NPOTHBOIOJIOKHbIE

Pe3yJIbTaThI.
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