Pe3srome - 310 mepBoe, 4YT0 HEOOXOAMMO UMETh IIPH MOUCKeE
padoThbI.

MOXHO CcKa3aTh, YTO IPH YCTPOUCTBE HA padoTYy,

>COBpeMCHHBIX IMpaBUJI ACJIOBOI0 3TUKETA, HO OAHOBPEMCHHO 3TO

~ 0JTHO U3 caMbIX 3(()EKTUBHBIXCPECTB PEKIIaMbl HA PBIHKE TPYy/a.
e Pe31omMe - 3T0 KpaTKuii BHIBOJ U3 CKa3aHHOT'O, HATMCAHHOTO
WJIHM IPOYUTAHHOTO, CKATO M3JIaralouIMiiOCHOBHBIE MOJI0KEHUs (TOJIKOBBIH cioBaps J[.H. Yiakosa).

[TpuMeHUTENBHO K IOUCKY PAOOTHI, pe3KoMe - 3TO OIHCAHUE CIIOCOOHOCTEH YeIoBeKa, KOTOPBIE JIENIa0T €ro
KOHKYPEHTOCIIOCOOHBIM Ha phIHKE TpyAa. OHO T0KHO 0TOOpaXkaTh TPU OCHOBHBIX Ka4eCTBa, TPEOyeMbIX
OT COTPYIHHUKA: 00pa30BaHHOCTb, IPOAYKTUBHOCTh U HEOIPAaHUYEHHOCTb CIIOCOOHOCTEHA.

Ilesb pe3tome - IpuBJIeYb BHUMAHUE K ce0e MPH MEPBOM, KaK MPUBUIIO, 320YHOM 3HAKOMCTBE, IIPOM3BECTH
OnarompusATHOE BIIEYATICHNE U MOOYIUTh paboTonaTels MpuriacuTh Bac Ha IMYHYIO BCTpeuy.

OTCIOI[a BBITEKAET IJIaBHBIH INPUHOMII HATHCAHUSA PE3IOME - ITOTYEPKHYTH BCE ITOJIOKUTCIbHBIE MOMEHTBI
n caciiatb HE3aMETHBIM, HACKOJIBKO 3TO BO3MOXHO, TO, UTO Ballleil CHIILHOM CTOpOHOfI HE ABJIACTCA.

Yro0bI HAMKMCATH XOpoIIIee pe3roMe, HEOOXOUMO CIIe0BATh MPUHIUITY H30uparensHoCcTH. H(DOpMAaIHio
JUISL pEe3FOMeE CIIeZlyeT OTOMPaTh, HCXOJIS M3 €ro IIeJICH, TO €CTh B PE3IOME CTOUT BKJIFOYATh OMMCAHUE UMEHHO
TEX ACIICKTOB BAICTO OIIbITA, KOTOPBIC 3HAYMMBI JJIA MO3UIIMHU, HA KOTOPYIO Bbl NIPCTCHAYCTC.

[To dhopme pesromMe noapasaensroTces Ha mpodeccuoHanbHble (YHUBEPCATBHBIC), XPOHOJIOTHYECKHE,
(GyHKIIMOHATBHBIE, XPOHOJIOTHUECKU-(DYHKIIMOHATILHBIE, [IEIEBbIC U aKaIeMUYECKUE.

Camplii 60Jb1110ii ceKpeT pe3loMe: HY)KHO HaIMCaTh pe3ioMe He 110]1 KaHAUAATYpy COMCKATeNs, a 0/
TpeOOoBaHNE KOHKPETHOTO padoToaaTess, C y4eTOM 0COOEHHOCTEH OM3Heca KOMITaHHH.

U nosToMy 01HO U3 IJIaBHBIX MPABUJI pPe3l0Me: Ha KaKJJ0€ HOBOE€ HHTEPBBIO ClIEyeT MPUXOIUTH C HOBBIM
pe3roMe U HUKOT/Ia - O€3 Hero.

WTak, npaBUJIbHO HAIIMCAHHOE PE3IOME - Balll IOMOLIHUK B OUCKaX JOCTOMHON pabOThI, TO3TOMY
pEeKOMEeHyeTCs MOCTOSIHHO pa3BUBaTh COOCTBEHHOE YMEHHME COCTABIISATh PE3IOME.

O0beM 1 TpeGoBaHMA K 0GOPMIICHHIO pe3l0Me

HeoOxonuMo npoymaTs HECKOIBKO BApUAHTOB PE3IOME - JJIsl BPYUEHUS JIMYHO WJIH B 3JIEKTPOHHOM
Bujie o E-mail. OtHako TeKCThI TOKHBI OBITh UICHTHYHBIMH.

Pasznuyarbest MokeT opopmiieHHe - yauHo nojgo0paHHas poTorpadusi yKkpacuT pe3romMe, HO MogyMaiTe,
KaK OHa OyZIeT BBIMJIAZETh [IPU paclieyaThIBaHUH JOKYMEHTA.

1. TlepBoe He3bIOIEMOE MTPABUIIO - 00BEM PE3IOME HE MOXKET MPEBBIIIATH OJJHOM, MAKCHUMYM JIBYX
cTpanull popmarta A4, mpuyeM KelnaTteabHo, YTOObI KItoueBas HHPOopMaIis HaXxoAujJach Ha MepBOn
crpanuue. Ecim xke 00beM 3TOro He Mo3BOJISET, TO NOAyMaiiTe, Kakoil nH(popMalrel BBl MOXKeETe
noxepTBoBarh. OTHAKO, €CITN Y YeI0BeKa OOJBIION OIBIT PA0OTHI, 3TO CO3AET OMpEeICHHBIE
CJIO’)KHOCTH M OTPaHUYEHUs1, HO IPH Habope pe3toMe Ha KOMITBIOTEPE, €CTh BO3MOXKHOCTbh 000MTH 3TO
MPAaBUJIO: U3MEHHUTE pazMep MIpUQTa, XOTS ATO U HE JKEJIATEIHHO - PE3IOME JIOJKHO YUTATHCS JIETKO.

2. Ecnu pestome 3aHuMaeT O0JbIIE OJHOM CTPAHULIBI, B KOHIE CTPAHUI] YKA3bIBACTCS, YTO
MIPOIOJDKEHHE HAXOIUTCSI Ha clieyroleM Jincte. Ha Bcex mucrax, KpoMe IepBoro rnevaTaeTcs
HOMEp JIMCTa M YKa3bIBaeTcs (haMHIus.

3. Ecmm mo o6beMy pe3toMe Mmoayunsioch Ha OHY HETOJIHYIO CTPaHUIlY, HH(OPMAITUIO HEOOXOUMO
PAaCIOJIOKHUTD TaK, ‘IT06BI CTpaHHUIla 6LIJIa IIOJIHOCTBIO 3aHATa TCKCTOM.



4. YrtoOwl HanHcaTh "MpaBUIILHOE" pe3toMe, HEOOXO0IMMO UCIIOJIB30BATh OJIUH MIPUQT, JKeTaTETHHO
Times New Roman n160 ke Arial. MHOXecTBO mIpu(TOB pa3HBIX pa3MepOB HEUUTAOETHHBI!

5. Crporuii ctuiib 0pOpMIICHHUS - HEMTPEMEHHOE YCIIOBHE.

6. Yro kacaetcs pa3mepa mpudra, To CTaHAAPTHBIM IS pe3toMe cuntaetcs mpudt 14-ro pasmepa.
Heo0Oxonumo, 4ToOBI Bce collep:KUMOe ObLITIO OAHOTO pa3Mepa.

7. Kaxnplil pa3zfen pe3toMe J0JKEH ObITh OTAENIEH OT NPEbIIYyLIETO.

8. 3arosoBKU JTy4llle BBACIATh KUPHBIM WU/ OAYEPKUBAHUEM.

9. OO6s3aTenbHO NPOBEPHTE MPABOMUCAHKE. Y PE3IOME C OIIMOKaMIUHET HUKAKUX [IIAHCOB.

10. Pe3roMe 10KHO OBITH HATUCAHO MPOCTHIM S3BIKOM.

11. JIns 1OKyMEHTOB TaKOTO THIIa PEKOMEHIYETCs CIEAYIOIIasi pa3MeTKa CTPAaHHIIBI: BEpPXHEE ToJIe - 2
CM, TIPaBoE - 2 CM, HUXKHEE - 2 CM, JieBoe 2,5 cM. JlomycKaeTcs Cy>KeHHUE TOJIsl HA CAHTUMETP U
BMECTO cTaHAapTHOro 14-ro pazmepa mpudra ucnons3oBanue 12-ro.

12. JIns pe3toMe UCTIOIb3yeTcss Oymara Oesioro 1BeTa, XOpoIiero KauyecTna.

HecTannaprHoe pe3iome

Ecnu Bel perminm Hanucats HECTaHAAPTHOE pe3loMe, UMENTE BBUY - TaKas CTPATErus XOpoLIa He BO BCEX
ciydasx. Kak pykoBoACTBO K J€HCTBHIO OHAa MOKET ObITh MPUHSATA MPEICTABUTEIIMU TBOPUECKUX
npodeccuii, KOTOPHIM "MO3BOJICHO" OTXOJUTH OT cTaHAapTa. UTo ke KacaeTcs CIeHUaIUCTOB IPYyTruX (He
TBOPYECKHX ) MPO(HECCHii - HHKEHEPOB, BOJUTENCH, OyXTrajaTepoB, U T.I1., - TO 37€Ch MPEANOYTUTEIIbHEES
COMCKATeJIsIM OCTaBaThCsl B paMKax O(QHUIMATIbHO YTBEPXKIAECHHBIX HOPM. DTO CBA3aHO, IIPEXKIE BCETO, C TEM,
YTO OT CIIEIUATUCTOB JaHHOTO NPOQHIIS TpeOyeTCs TOYHOCTh, CKPYITYJIe3HOCTh B 00s3aTebHOE
COOJIIO/ICHHE JTOJKHOCTHBIX MHCTPYKIIHUH.

Crenyer yuuThIBaTh, 4TO KaJpOBbIE areHTCTBA, KaK MPaBUIIO, UCHIOIb3YIOT IPUCIAHHBIE UM PE3IOME KaK
MCTOYHHUK MOJyYeHHUS HEOOX0AMMOW HHPOPMALIUU O COMCKATENe, TOITOMY OHa B ""cyxoMm" BuIe
NepEroHseTcs B CTaHAapTHBIN OJaHK pe3toMe, B KOTOPOM "TBOpUECKHE BOJIBHOCTH" aHHYIUpyroTcs. Eciu
BBl IIPUCHUIAETE HECTAHAAPTHOE PE3IOME HEMOCPEACTBEHHO PadOTOAATEINO0, TOTAA €CTh IIAHC, YTO Ball
TBOPYECKHI OX0/1 OYAET MO TOCTOMHCTBY OLIEHEH TeM, KOMY OH, COOCTBEHHO U MpeIHa3HAvaJICs.

®ororpapus

®dororpadus He 10JKHA PEBBILIATh MacnopTHoOro popmata (3,5 Ha 4 cm). EcTecTBeHHO, MIIsKHBIE
¢dororpaduu, u Tem OoJiee ceMeiHble, BeUaThIBaTh B PE3IOME HE CTOUT, - ’TUM BbI TOJIBKO BBIPA3UTE
HEyBa)keHUE K paboTOaTeNIO.

MO03KHO BBIJIEIUTH TPU MPUUUHBI, TI0O KOTOPBIM CTOUT 3arpykath CBOI ¢oTorpaduio:

1. Pestome, BriItogaroniee ¢pororpaduro aBTopa 60s1ee NpoayKTHBHO U HHTEPECHO paboTOAATEIIIO.

2. ®oto ciocobcTBYET OoJtee TOoCTOBEpHOU HUAcHTH(GHKaIMK Barel THIHOCTH.

3. BompmmHCTBO paboTomareneii nejaet cBoe 3aKI0YCHIE O IPEI0CTABIEHUN padOThl COMCKATEINIO B
TCUCHHC HepBBIX 3-X MUHYT I10CJIC 3HAKOMCTBA. He TIOCJIICITHIOIO pOJ'IB B HepBOM BIICUATJICHUN
UTPaeT BHEMIHOCTH. IMEHHO MOATOMY, UMEET CMBIC TO3HAKOMHUThH CBOETO MOTEHIIUATHLHOTO
paboTomaTessi Co CBOMM M300pakeHHEM - THOO OHO BBITOHO BhIZENHUT Bac cpemu apyrux
MIPETeHICHTOB, U TOT/Ia [IIAHC Ha TIOJyuyeHne paboThl BO3pacTeT, 1100 Brl cpa3y He mojoiinere mo
TEM WU NWHBIM napaMeTpaM 1 TEM CaMbIM, COKOHOMUTE ce6e IIOJITHA, KOTOpI)Ie 6I)I Brl SanaTI/I.]'H/I Ha
MpoBeJieHuE mycToro it Bac cobecenoBanus.

CTuiib HaNMCaHUSA P€3I0OME TO0JDKCH OTBCYATH CIICAYIOIUM Tpe6OBaHI/I$IMI

KPATKOCTb - OTCYTCTBHE JINIIHUX CJIOB, HEMTOHATHBIX COKPALIEHUH 1 TEPMUHOB;
e KOHKPETHOCTH - OTCYTCTBHE MH(POPMALIMH, HE UMEIOIIEH MPSMOTO OTHOLIICHHUS K BAKAaHCHH;

e IeJEeHANPABJIECHHOCTb - U3JI0)KEHHE ITIaBHBIX CBEICHUM, MOATBEPKAAIOIINX MTPABO NPETEHI0BAThH
Ha JIaHHYIO JI0JKHOCTb;

e AKTHBHOCTH - HEOOXOJUMOCTh UCTIOJB30BAHUS aKTUBHBIX TJIar0JI0B, MOKA3BIBAIOIINX aKTUBHOCTD.
Hanpumep, ecnu y Bac eCTh TOJIbKO HadallbHbIE 3HAHUSI OyXy4yeTa, a OHM HEOOXOAUMBI JIJIsl TaHHOM



JOJDKHOCTH, TO HYKHO TTHCaTh ""BJIaJIel0 OCHOBaMH OyxydeTa u ayauTa'. Hukorma He ciemyer
nucath "yyactBoBan", "oKa3bIBall MOMOIIB", T. K. 3TO MO3BOJISIET AYMaTh, YTO BbI CTOSUIM B CTOPOHE U
OT ciTydas K CIIy4ar0 OKa3bIBaJId Pa3HbIE YCIYTH,

e TOYHOCTb H SICHOCTH U3JI0KE€HUS MbBICJIH,

e H30MPAaTEJBbHOCTD - IPEANOJIAraeT TIATeIbHbBIN 0TOOp HH(MOpPMaIK (HE MBITAUTECh BCE YMECTUTD
B 07HOM pe3toMe. [TomHuTe, pe3toMe JOKHO MOTHOCTHI0O COOTBETCTBOBATH TOM JIOKHOCTH, HA
KOTOpYIO BBI IpeTenyere!);

e YeCTHOCTH (OTCYTCTBHE HEJJOCTOBEPHOM MH(OpMAIIHH);

e TPaMOTHOCTD.

Crtpykrypa pe3rome

HasBanue HOKYMEHTA

CoOCTBEHHO 3TO TIPOCTO CJIOBO "pe3tome". B mociennee BpeMst JaHHBINA JOKYMEHT HHOT/Ia HAa3bIBAIOT
Curriculum Vitae (CV, nmo-natuHcky "KU3HEONucaHue") KaK 3TO MPAKTHKYETCS TP HAIIMCAaHUH PE3I0ME Ha
JIpyrux s3blkax. JlaHHBIA BapuaHT KpacHBee U TOUHEE MO0 CMBICITY, HO Y HAac JJ0CTaTOYHO PEJIOK.

Henn

Kpatkoe onucanue Toro, Ha ojiydeHue Kakoi JOJKHOCTH Bbl IpeTeHayeTe. Pekomenayercs
NEePEeYUCIUTh BCE IOJKHOCTH, KOTOPbIE BbI XOTeNU Obl 3aHMMaTh. CyIeCTBYIOLIas cXeMa AeITeIbHOCTH
OT/IETIOB KaJIpOB M KaJIPOBBIX areHTCTB YaCTO OKa3bIBACTCs KpaiiHe HETrnOKO. 3allOTHEHHYIO BAMU aHKETY,
MOMENIAIOT B MAMNKYy (3aHOCAT B JUPEKTOPHIO), B COOTBETCTBUH C BAIlUM YKa3aHHEM 'crienpanu3anun’.
[Tonas, Haripumep, B ""MEHEKEpPHI 110 Mpojaxam', y Bac 3a4acTyl0 HET HUKAKUX I1IaHCOB MOINACTh Ha
paccMoTpeHueB kauecTse "product manager". ITosToMy HE00X0AMMO yKa3aTh BCe BaKaHCHH, KOTOPbIE BaM
nHTepecHbI. (OHAKO HE CTOUT PACTATHUBATH ATOT IMYHKT 00JIee YeM Ha JBE-TPU CTPOUKH).

Barire umsi, aapec, Homep tenedona (BKIrOYas Ko ropoja), e-mail (eciu oH ects).
Oopa3oBanue
O06pa3oBaHKE B PE3FOME MOJIOJIOTO CIIEIUATIICTA, C OTCYTCTBHEM IPAKTHYECKOTO OIBITA pabOThI HITH

€rOMHUHUMYMOM (HE CUHTAas MPAKTUKY), 3aHUMaET Benyiee Mmecto. OOpa3oBaHne YKa3bIBACTCS C
JlaTaM#, B 0OpaTHOM TOPSIJIKE:

1. ocHOBHOE - KOJUIeK/BY3 (1 Ha3Banue pakynprera) B 20 - TT.;
2. JOTOJHUTENbHOE (TapauIeIbHOE) - BTOPOE BhICIIee 00pa3oBaHue (€Clii OHO y Bac ecTh) B 20__ -
IT.;

3. Ba)XHO COOOITUTH 00 OKOHYAHHH KYPCOB M TIPOXOXKICHUN CePTU(UKAIIMH TT0 CIIenaIbHOCTH. Ecim
BaM JIOPOT0 OKOHYAHHE KYpPCOB B COOTBETCTBUU ¢ X000M (Hampumep, Makpame), BKIIOYHTE 3TO B
MOCJICTHIOIO YacTh - X000W, HO HUKaK B pa3jaen "obpa3oBaHue",;

4. yKa3bpIBaTh CPEIHIOIO IIKOTY HEOOXOIUMO TOJIBKO B TOM CIy4ae, €CIIH 3TO S3BIKOBAs WU IPyTast
CICIIIIKOJIa, MM €CJIU Bl 3aKOHYMIIA CPETHIOK0 MIKOJTY ¢ OTIMYUEM (HATHYHE 30J10TOH/cepeOpsHOit
Meanm);



5. OTMeThbTE TaKKe JUITIIOM C OTIIMYHMEM, JOIIOJITHUTCIIBHBIC CIICIIUAJIBHOCTH,

6. ecuu onbIT pabOThl HEAOCTATOUEH UM OTCYTCTBYET, KaK 3TO 4acTO ObIBAET Y MOJIOAOI0
CIELIUAINCTA, PEKOMEHIYETCsl YKa3bIBaTh U3y4aBIIUECS IPEAMETHI (0COOEHHO T€, B KOTOPBIX OBLIH
JOCTUTHYTHI HAaHOOJIbIIIEE YCIIEXHU ), XOPOLINE U OTJIMYHbIE OIICHKH, HArpajbpl Ha OJIMMIIHNAIaX U
KOHKypcax | T.IL.;

7. Taxxe HEOOXOAMMO yKa3aTh HAJMUYUE MyOIMKAINKA, OCOOCHHO B CIICIUATU3UPOBAHHBIX U3JAHUSX,
M300pETEHUS WIH COOCTBEHHBIE pa3pabOTKH,

8. BaXHO TaKKe He 3a0BIBATh O MPUTATATEIBHOCTH CIIOBA "TOCYIapCTBEHHBIN" -
rOCyJapCTBEHHBIEKYPCBI, TOCY1apCTBEHHbIE HArPabl U T.I1.

Tpynosoii onbIT (IPaKTHKA) B 00PATHOM XPOHOJIOTHYECKOM MOPSAKe

vy BBIITYCKHHKA, KOTOpBIﬁ CTapaTC/IbHO YYMJICA, IMOoCCUIall JOMOJIHUTCIILHBIC KYPChI U ITBITAJICA HpO6I/ITB
CTaXKHUPOBKY, PEIIKO KOTJIa €CTh ONBIT TOCTOSTHHOW JNIUTENBHON paboThl. Eciu ke onbIT paboThl UMeeTCH,
TOOIHUCHIBATH €r0 NPUHSATO B 0OPATHOM XPOHOJIOTHYECKOM IOPS/IKE M HAIIPOTHB BPEMEHH U MecTa paboThI
0003Ha4aTh CBOU JIOJDKHOCTh M (DYHKIIUH, JIejasi yIop Ha Mpo(eCcCHOHANBHBIX TOCTIKCHUAX. CTaXKMPOBKa
U [TPAKTHKA 3aCYUTHIBAIOTCS HAPABHE C OMBITOM PabOThI, @ XOPOILIasi CTAXKHUPOBKA CTOMT HECKOIBKUX
BPEMEHHBIX MMOIPabOTOK.

Pabora (mpakTrka) yKa3bIBaeTCsl TAK)KE B OOPAaTHOM TOPSIKE: CHaYalla HACTOSIIEE WITH MOCTIeTHEE MECTO
paloThI, TOTOM IMpebIIYyIIee U T. 1.

Heo0xonumo ykaszatb:

=

JaThl Hauala ¥ OKOHYaHUsI paboThl (IPAKTUKH),

2. HauMEHOBaHME OpraHU3alUM (HET HE0OXOAUMOCTH YKa3bIBaTh B pe3toMe MOIPOOHBII agpec
MpeANPUATHI, Ha KOTOPBIX Bbl padOTaly, 1OCTATOUYHO Oy/€T yKa3aTh UX HAa3BaHHUE U IOPO/l, B
KOTOPOM OHH HaxomsTCs),

Ha3BaHME JOHKHOCTH (MX MOKET ObITh HECKOJIBKO, €CJIH Ballla Kapbepa pa3BUBAJIaCh yCIIEUIHO),
4. NOKHOCTD U MEPEUUCIIUTE CIyKeOHbIE 00513aHHOCTH - TI0 BO3MOXHOCTH MOJHO, MTOCKOJIBKY
MMEHHO3TO YaCTO CTAHOBUTCS PEIIAIOIIUM.

w

Ecnu nns yenoseka ¢ 601b1110# TpyaoBoi Ouorpaduelt pekoMeHIyeTcs yKa3aHue TOJIbKO MOCIeIHUX 3-5
MecT paboTel 1 iepuo He 6osiee 10 JeT, TO ISt MOJIOIOTO CIEIMAIMCTA BaKHO yKa3aTh KaK MOXKHO OOJIbIIIe
(Bechb) TpyI0BOIl (IPAKTUYECKUIA) OIBIT PaOOTHI.

B pe3toMe BbITyCKHMKA BaXKHO BKIIOYUTH MH(MOPMAIIMIO O IPOCITYIIAHHBIX CIIELKYPCaxX U MPOMIEHHBIX
TPEHUHTaX.

Baxno Taxxke (O6$I38.TCJIBHO) YKa3aTb NPOU3BOACTBCHHBIC JOCTUKCHUA HA Kaxxgoi JAOJIDKHOCTH, €CJIN OHHU
OBLIH. IIpu onucaHuyu JOCTHKEHUH HCO6XOZ[I/IMO HCIIOJIH30BaTh IJ1aroJibl ACHCTBUS, TAKHE KaK pa3BUBal,
COKOHOMHMJI, VBEIIMYMII MIH COKpaThiL. JKemaTebHBI IPEIeIbHO KOHKPETHRIC d:)ODMV.]'II/IDOBKI/I.

JlonoJIHUTE/IbHBIE HABBIKH PadoThl

B stom pa3aciic YKa3blBa€TCA TO, UTO XapaKTCPU3YCT BAC KaK paGOTHI/IKa, HO HEC OTHOCHTCA
HEMOCPEACTBEHHO K KOHKPETHBIM CJ'IY)KC6HBIM 00A3aHHOCTSM - Harmpumep:

[ HaJIN4YHUEC BOAUTCIILCKUX ITPAB,

e ombIT paboTsl ¢ [1K (coobiiast ypoBeHb BIaJCHHS] KOMITIBIOTEPOM, HEOOXOIMMO YTOYHUTH B KAKUX
OTIEPAIIMOHHBIX CUCTEMax W IIporpamMmax Bbl paboTtanu/padboraere),

e YIEHCTBO B PO(ECCHOHATBFHBIX OpPraHU3aLUsAX U T.I1.

BHGCB ’K€ MOKET OBITh OTMEUEHO 3HAHHUE HHOCTPaHHOI'O A3bIKa, €CJIU BBl HC COBCEM YBCPCHELI B CBO60,I[HOM
BiageHuu um. Eciu YBCPCHBI - BBIACIIUTC B OTJICIbHBIN pasacii, TpudeM KEJIATCIbHO YKa3aThb SA3bIKOBBIC
KYPChI, €CJIM BBl UX 3aKaHYUBAJIH.



Paznen "HaBbIKM pabOTHI" MPEIOCTABIISIET COMCKATEIIO IMUPOKUE BO3MOKHOCTH TTOKa3aTh, YTO HA3bIBACTCA,
TOBap JUIOM. Ba)XHO yKka3aTh IO MAaKCUMyMY BCE, UTO HMEET OTHOIIICHHUE K KellaeMoi paboTe, a OcTalbHOE
- B TOM clly4ae, €Cii 3TO YJIy4IIUT Ballu rnokasarenu. Ho nydine, Bce-Taku, He yBJIEKAaTbCA - €CJIM BalllNX
JOCTOHUHCTB CJIMIIIKOM MHOIO, HOTGHL{I/IaJIBHBIf/’I pa6OTOI[aTeJIB MOXKCT HUCITYTaTbCA, YTO Y HCT'O HC XBATUT
JICHeT Ha TaKoro LEHHOro coTpyaHuka. He ctout ceOs xBanuTh - ToabKO ¢akTel. Paboronarens cam J0KeH
CACJIaTh BBIBOJBI.

JonosHuTebHasA HHGOPMALUA
Nnm "x060u" (6o "Harpambl u 00IIECTBEHHAS JESTSILHOCTD").

Ha 3amaze 5T0oT myHKT BKJIIOYaeTCsl 00513aTeNbHO, MOCKOIbKY YEJIOBEKA YacTO JIy4Ile BCETO PEKOMEHIyeT
OO0IIECTBEHHOE IOJIOKEHHE: KITyObl, 00IIEeCTBa, HArpa bl U T.1. Tak KaK B HaIlIeM OOIIECTBE TAKOH CUCTEMBI
HET, JKeJIaTeJIbHO OTMETUTH TO, YTO UMEET XOTSl Obl KOCBEHHOE OTHOIIIEHHE K CIICIIHAIbHOCTH.

He CHeZIyeT yKa3BIBaTB, COCTOHUTC JIN BBI B KaKI/IX'JII/I6O HapTI/IﬂX, pCJH/IFI/IO?uHI)IX O6HII/IHaX.
YKa3anue Ha BO3MOKHOCTD NMPEI0CTABJIEHHS PEKOMeHI AU

Camux peKOMCHIIaTeHeﬁ YIIOMHHATb HE CTOUT, OJHAKO HCO6XOILI/IMO NOATOTOBHUTH UX CIIMCOK - OH MOXKCET
MNpUTOAUTHCA Ha CO6€C€,I[OB3.HI/II/I.

Jarta cocraBieHus pe3rome
B zaxmouennn H€06XO[[I/IMO IMMOCTAaBUTBb ATy COCTAaBJICHUA PE3IOMC U MMOAIUCE.

JlaTupoBaHKE pe3roMe MOBBIIIAET IOCTOBEPHOCTh 3aMHTEPECOBAHHOCTH B JaHHOW paboTe, cTapas jarta
MOJKET CBUAETEIHCTBOBATh O TOM, UTO KaHAMJIAT TaBHO M O€3yCHENIHO UIIET paboTy.

HpaKanecmle COBETHI 110 HAIIKMCAHUIO PE3IOME

Y100bI NPABUJIBLHO HANTUCATH Pe3I0Me, Ba3KHO ObITH NpPeAebHO KOHKPETHBIM B BbIOOpe
popmyaupoBok:

e HE CIIE/IyeT MMUCATh!
o TMPOBOIWI OOyueHUE
o Tmomoran n30aBUThCS OT OLIMOOK
o OBICTPO yCBaMBarO HOBBIC 3HAHUS
e CIIYET MMUCATh!
o OOY4YMJI IBYX HOBBIX CITy’KalllX
o cokpatmi ommOku Ha 5%, caxkonomus ¢pupme 40000 pyo.
o OCBOWJI HOBBIC MPOIETYPHI B PEKOPIHBIH CPOK - 32 JBE HEJCIH

He OyabTe MHOrOC10BHBI U M30eraiiTe naccUBHbIX GopM:

e HE CIIeIyeT IKCATh:
o OTBeYas 3a BBIMOJIHCHUE
o HAXOJWJ MPUMCHCHHE
o OBLI OTBETCTBEHHBIM 3!

e CIIEIYET MMUCATh:
0  BBIMOJIHUI
o 3(h}EeKTUBHO UCTIOTH30BAT
o OTBeyal 3a:



OTtaaBaiiTe npeaAnoyYTeHne NO3UTUBHOM MHGoOpPMaum:

e HE CIIelyeT MUCaTh:
o pazbmpar xamo0bl Ha:
o TPEMSATCTBOBAJI CHIKECHHIO JTOJH PO
o Tepemien ¢ TOKHOCTH:

e CIEIyeT MUCATh:
o TIOMOTaJI KJIMECHTaM B:
o TIOBBICHJI IMIOTCHIIMAN IPOIYKTA HA PHIHKE
o TPOJBHHYJICS Ha JIOJKHOCTb

KoHueHnTpupyiiTe BHUMAaHHE HA BAIIMX JOCTHKEHUAX:

e HE CIIC/IYET MUCATh!
o mpopaboTai TaM TpU roaa
o JIeNal JIOTOJIHUTEIbHYI0 PaboTy

e CIIEyeT MUCATh:
o TIOJIy4YHJI TOBBIIICHHE B JJOJDKHOCTH
o BCer/a BBIMOJIHST paboTy B CPOK

XapakTepucTuKa Npo(phecCHOHATBHOI0 YPOBHS:

Buenpsin, 3aBegoBai, uccienoBall, KOHTPOJIUPOBAI, KOOPAUHUPOBAII, 00ECIIEUnBall, OCHOBAJ, OPraHH30BaJ,
TUTAHUPOBAIL, TIPEIOKIII, pa3paboTa, peopraHu30Ball, PEIIi, PYKOBOIWII, CO3/IaBall, YBEITMYHBAII,
YCTpaHsJI, y4acTBOBAJ, 00ydJai u Ap.

XapaRTepMCTmca JIMYHBIX KAa4€CTB:

AKKYypaTHbI, BHUMATEIJIbHBIN, TUCIIUTIIIMHUPOBAHHBIN, HAJC)KHBIN, ICKPEHHUIN, HACTOMYUBBIN,
OOBEKTUBHBIN, ONTUMHUCT, JIOTUYHBINA, TPAKTUYHBINA, TPEATPUUMYUBBIN, MBICTSIIHM, [1€1€yCTPEMIICHHBIH,
TAKTUYHBIN, YECTHBIN, SKOHOMHBII, SHEPTUYHBIN U Ap.

B 3akJjr0ueHue BaxKHO OﬁpaTI/ITb BHUMAaHHE HA CJICAYIOIIME N€TAIN:

o [Tlonmpocute KOro-HuOY/b, KTO XOPOIIO BJIAAEET SI3bIKOM, HA KOTOPOM HAalMCaHO PE3IOMe, IIPOBEPUTH
ero.

e B onmcanun HacTosel paboThl UCTIONB3YHTE ITIAroJIbl B HACTOSIIEM BPEMEHH, Halpumep,
paboTaro, IPOEKTHPYIO; COOTBETCTBEHHO TPY ONMMCAHUHU MPEABLIYIINX MECT pabOThI HCIOIB3YHTE
TJIAr0JIbI B IIPOILIEAIIEM BPEMEHH.

o Byxpre mocienoBaTeNbHBL: €CIIM BRI OJIMH pa3 UCIIOJIb30BAIA COKpAIIEHUE, UCTIONB3YHTE €ro BO BCEM
pe3toMe (HO JTydllle MPUBOJUTH BCE HAMMEHOBAHUS TTOJIHOCTHIO).

e U30eraiiTe IIMHHBIX (Ppa3 U MYJPEHBIX CIIOB.

e Yerko BbIIEINTE HEOOXOJUMBIE 3aTOJIOBKH.

o IIpocneaute, uTOOBI Bale pe3toMe ObIO0 OPOPMIIEHO B OJTHOM CTHIIC.

o BriOupaiite cTuiIb, KOTOPBIH JIETKO YnTaeTcs (OOJbIINE OIS, HE MEJIKHMA MPUPT,
JOCTAaTOYHOEPACCTOSIHIE MEKIY CTPOKAMH U T.I1.).

o Hcnonp3yiite Gymary 0enoro 1npera Xopouero KauecTsa.

e OdeHb BaXXHO yMecTUTh Baiiie pe3tome Ha OHOM, MAaKCUMYM, Ha IBYX CTpAHHIIAX.

e bBynbpre yBepeHsbI, 4TO BB CMOXKETE TIOATBEPANTH BCIO HH()OPMAIIHIO, KOTOPYIO BBI BKITIOYHIIH B
pe3oMme.

OcHOBHBbIC OIIMOKHU MPHU HANTMCAHUHU Pe30OMe

B Hacrosiee BpeMsi Ha HEKOTOPBIX KaJpOBBIX caiiTax MIHTepHETa MOKHO HAlTH TOTOBbIE MIa0IOHBI
pe3ioMe, KOTOpBIE JOCTATOYHO MPOCTO 3aMOIHUTE. OTHAKO ONBITHBIE KaJPOBBIE PAOOTHUKU YMEIOT
OTJIMYaTh CAMOCTOSATENBHO COCTABICHHOE PE3lOMe, HaJl KOTOPBIM aBTOP MOTPYAHIICS, 00 yMbIBast 1



OTHIJ'II/I(l)OBBIBaﬂ KaXX10€ CJI0BO, U PE3IOME, COCTABJICHHOC 11O AUKTOBKY.

Kpowme 3toro Ba:;xno usbderarsb cjeayomux OIM00OK MPH COCTABJIEHUH pPe3loMe:

HECOOTBETCTBHE TPYA0BOU OHorpaduu, 00pa3oBaHMsl, ONbITa IPETEHIEHTa 00BEKTUBHBIM
TpeOOBAHUAM K JIOJKHOCTH WJIM BBICTABJIEHHBIM pab0oTOaTEIEeM;

CIIMIIKOM KOPOTKOE pe3toMe - HEMOHATHO, TO JIM aBTOPY HEYEro CKa3aTh O cede, TO JIH OH - "cepas
MBIIIKa'";

JEMOHCTpPAIHS YaCTON CMEHBI MeCT pabOThI 6€3 00BSICHEHNSI OOBEKTUBHBIX PUYNH;

OTCYTCTBHE yKa3aHHUiIl Ha NPo(hecCHOHAIBHBINA POCT;

yKa3aHHe MHOXKECTBA Pa3IMYHBIX 00YyJaIOUINX KypCOB M CEMHUHAPOB;

CJIMIIKOM NOAPOOHOE pPe3toMe, COAeprKallee MHOKECTBO HEHYKHOW MH(POPMALIUU U JTUPUUECKUX
OTCTYIUICHUH WJIH MPOSIBJICHUSI HEYMECTHOTO FOMOpA.

WTak, npaBUJIbHO COCTaBJIEHHOE PE3IOME - Balll [IOMOIIIHUK B IIOMCKAaX JOCTONHON pabOThl, IOITOMY
pEKOMEHAyeTCs IOCTOSIHHO pa3BUBAaTh COOCTBEHHOE YMEHME U 3HAaTh KaK COCTaBUTh pe3toMe. OHaKo
pe3IoMe - 3TO TOJIBKO IOKYMEHT, OH HE 3aMEHUT O0raTCTBO Balllel JINYHOCTH, a 3HAUYUT, HEOOXO0AUMO
Hay4YuThCs 3PPEKTUBHOM caMOIIpe3eHTal BO BpeMs coOeceI0BaHus U UHTEPBBIO.



