Kak HanuncaTtb pe3toMe: CTPYKTYpa,
COBETHI...

. YTo Takoe pesome
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. CTpykTypa pestome

. [MpakTnyeckme CoBeThl

. OcHoBHbIE OLLUNDKM NpY HaNUCaHUM pesrme

UTo6bl OTBETUTL HA BOMPOC - Kak NPaBUbHO HanMcaTb pe3tome, Kak HanncaTb
XopoLlee pe3loMe, Kak HanmcaTb pestome, KoTopoe gact Bam npemmyliecTtsa
npu yCTPOWNCTBE Ha paboTy, ANs Hadana Hy>KHO XOPOLUO NPeACTaBnATb YTO
Takoe pe3toMe, U KOHEYHO Xe - XOTsl Obl pa3 NOCMOTPeTb Ha obpasel pestome. A
y3HaB CEKpEeT pe3toMe 1 YMENO NPUMEHSst NpaBuia HanucaHus pestome - Bobl
nony4mnte 6onbLUe LWAHCOB NOMYYNTb XKenaemyro paboTy.

UTak - 4To Takoe pe3tome.

Pe3tome nozanmcTBoBaHO HaMu 13 NPaKTUK eBp0I'IeI7ICKOFO N aMepUKaHCKOro
KagpoBOro MeHemKMeHTa.

Pe3tome - 3TO nepBoe, 4TO HEOO6XOAUMO UMETL NMPU NOUCKe PaboThbl.

MOo>XHO cKka3aTb, YTO NPU YCTPOMUCTBE Ha paboTy, obs3aTtenbHoe
NpeaoCcTaBreHne pestome - 3TO OAUH N3 ANIEMEHTOB COBPEMEHHbIX NPaBuI
[ENOBOro 3TMKeTa, HO OAHOBPEMEHHO 3TO OOHO N3 CambIX APGEKTUBHbBIX
CpencCTB peknambl Ha pbiHKE TpyAa.

Pe3tome - 5T0 KpaTkum BbIBOA M3 CKa3aHHOMo, HanmcaHHOro UM NpoYMTaHHoro,
CXaTo nsnararLlnin OCHOBHbIE NOSTIOXeHUs (ToNKoBbIN crioBapb [.H. Ywakosa).

[MpyMeHNTENBHO K NOUCKY paboTbl, pe3tomMe - 3TO onNnucaHme cnocobHoCcTeNn
yenoBeka, KOTopble AenatT ero KOHKYPeHTOCNOCOBHbIM Ha pbiHKe Tpyaa. OHo
OOIMKHO OTOBpaxkaTb TPM OCHOBHbIX KayecTBa, TpebyeMblx OT COTPYAHUKA:
0bpa3oBaHHOCTb, NPOAYKTUBHOCTb M HEOTPAHMYEHHOCTb cnocobHocTen. B
HEKOTOPbIX Criyvasix MOXHO BCTpeTuTb abbpesnatypy CV (nat. - Curriculum
Vitae), B 6ykBanbHOM nepeBoe o3HavaeT "XKunsHeonncaHue" unm "xog »xmsHu" u
npeactaensieT cobon pestome paboTHNKOB TBOPYECKUX NPOGECCUN; B HEM
npeAcTaBrneHbl pe3ynbTathl TPyAa, B TO BPEMS Kak mecTa paboTbl He
ykasbiBatoTcd. CTUNb pes3tome valle HarnpasfeH Ha rnoslydYeHne KOHKPETHOro
mMecTa paboTbl, B TO BpeMs kak CV cogepxuT 6onee nogpobHyto n
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CTPYKTYPUPOBAHHYIO MHGOPMALIMIO O KapbePHOM NYTU YenoBeka. B KOHTeKCcTe
Hawlero BpeMeHn 4OKYMeEHT, 0603Ha4eHHbIn CV nnu "pestome” (dppaHy. resume -
KpaTKoe M3noXXeHne OCHOBHOIO COAepXXaHuns), He CTOMNbKO ONUCbIBaET
NpodeCcCcroHanbHY XNU3Hb COMCKATENS, CKOMNbKO CIY>XUT OCHOBaHWEM AJ1S
npurnaweHnsa Ha cobecegoBaHue. Pestome HeceT B cebe MHOro
NONOXMTENBbHOIO, KaK Ansa conckatens pabo4vero mecrta, Tak u ans
paboTtogaTtens. [Ans conckaTtens - "3To ngeanbHbii cnocob npeacraBuTb cedbs B
Hanbonee BbIFOAHOM CBETe, a Ans pabotogarens - ceoeobpasHbI MeToq
oTceBa HenoaxoAasLwWmx KaHamoaTos".

Llenb pestome - npuBneyb BHUMaHWE k cebe npu nepBoM, Kak npaBuIio,
3a04YHOM 3HaKOMCTBE, NPOM3BECTM GnaronpusTHOe BnevaTtneHne n nobyautb
paboTtogaTtens npurnacutb Bac Ha nu4yHyo BCTpeuy.

OTcioga BbITEKAET rMaBHbIM NPUHLMIN HaNnMCcaHUA pe3troMe - NogYEepPKHYTb BCe
NMONOXUTErNbHbIE MOMEHTbI U cAenaTb He3aMeTHbIM, HACKONbKO 3TO BO3MOXHO,
TO, YTO BaLleN CUIIbHON CTOPOHON HE ABMSAETCS.

Hy)KHO HanuncaTtb TakKkoe pe3toMe.

. 4yTOObI NOTEHUMAnbHbIN paboTogaTenb BOCNPUHSAS, YTO Takoe pestome
ABNSETCS MCTOYHMKOM Balumx 6ruorpadmyeckmnx gaHHbIX U MHOPMaLUmM o
Bawem npodeccnoHanbHOM onbITe;

. 4yTO Obl OHO AaBano AOMNOMHUTENbHbIE CBEAEHUS, KOTOPbIE 3aUHTEPECYIOT
paboTogaTtens n NO3BOMAT NOArOTOBUTLCS K NPOBEAEHUIO NOSTHOLLEHHOIO
NHTEPBLIO ¢ Bamu;

. 4yTO Obl TAKOE pe3toMe OTBeYaro Ha BOMpoc, CooTBeTCTByeTe N Beol
TpeboBaHuAM, yCTaHOBIEHHbIM paboTogaTtenem Ansa gaHHoOW paboThl.

Peslome, ¢ kKoTopbIM paboToaaTens 03HakoMuncs Ao cobecenoBaHus,
No3BoNSET ObICTPO y3HATb FMaBHOE O kaHAauaaTe, copMynMpoBaTh
[IONONHUTENbHbIE BOMPOCHI U HE 3anuncbiBaTb HEOOXOAMMbIE JaHHbIE O
KaHguaaTte, YTo coKpallaeT Bpems U NoBbilLaeT 3pdeKTUBHOCTb
cobecenoBaHus. Yalle Bcero kaapoBble BONPOChI KypUPYOT MeHeopKepbl Mo
nepcoHarny, cekpetapu, ouc-MeHeaxepbl, Ha4anbHUKN OTAENOB Npoaax, 1
[axe rnasHble GyxranTtepa. Cneuvanuctbl No NoaGopy KaapoB Nonb3yTcs
CyObEKTMBHLIM METOAOM OTGOpPa pestoMe, a Takke MeTogom oTbopa no paay
cbopmanbHbIX NPU3HAKOB (OMNbIT U HaBbIKM PaboTbl, NPodeccroHanbHble
kayecTBa, obpasoBaHue, nos, Bo3pacT v T.n.). B nepsom crniyyae 6onbLuoe
3HayeHne nmeeT CyObEeKTUBHOE BOCMPUATUE MeHeaXepa, BO BTOPOM -
npodeccnoHanbHO COCTaBEeHHOE pe3toMe, NoaYepKMBatoLLee JOCTOMHCTBA U
yMero HMBENupYyLlee HeqocTaTku NnpeTeHaeHTa. Ha ocHoBaHMM pestome
dopMupyeTcsa nepBoe 1 AOBOMbHO YCTOMUYMBOE MHEHME O YErOBEKe, KOTOPOE,
0QHaKo, CYOBEKTUBHO U 3aBUCUT OT CTEPEOTUMNOB BOCMpUATUS Ntoaen. Ecnu
npurnaileHne Ha cobecegoBaHue NONMyYnTb HE yAanock, 3Ha4YUT, pestome no
KaknuM-TO MpuYMHaM He NpUBMEKNOo BHMMaHue pabotoaaTtens. EQMHCTBEHHbIN



LLIAHC NpeycneThb C MOMOLLbIO pe3toMe - MOMEHT, Korga ero YitatT B NepBbIN
pa3. Kak npaBnno, Ha NnpocMoTp pe3tome 3aTpadunBaeTcsa He 6onee 2-3 MUHYT.
MeHHO noaToMy Npu ero cocTaBreHnn ncnonb3yetcsa ctaHaapTHasa dopma. Mo
MHeHUI0 6onbLUNHCTBA paboTtogaTenen, 04eHb BaXXHO, YTOObI MHdOpMaLmMa B
pes3tomMe Obina MakcMmarbHO NMOSTHON U OAHOBPEMEHHO KPaTKOW, a rMaBHOE,
4yTObbI CoMcKaTenb BO BpeMsi cobecenoBaHmst MOr NoATBEPAUTL BCe AaHHbIE.

Y106bI HaNUcaTb xopoluee pe3rome, He06X0ANMO criefoBaTb NPUHLNMY
nsbupartenbHocTn. MHdopmMaumio Ans pestoMme cneayet oToupaTtb, UCXoas U3
ero Lienemn, To ecTb B pe3toMe CTOUT BKNOYaTb ONMcaHNe MMEHHO TeX acnekToB
BalLEro onbiTa, KOTOPble 3HaYMMbI ANS NO3MLMMK, HA KOTOPYIO Bbl MpeTeHayeTe.

Mo dhopme pestome noapasgensTca Ha NpodreccnoHanbHble (YHUBEPCanbHbIE),
XpOoHomornyeckme, pyHKUMOHAIbHbIE, XPOHOMNOrMYeCcKkn-QyHKLMOHAanNbHbIE,
LeneBble N akagemMunyeckme.

. Yalle Bcero ncnonb3yeTcs npocgeccuoHanbHoe (Unu yHuBepcasnbHoe)
pe3rome, B KOTOPOM BCSA MHGOpMauma npeacrasnsetca B 6nokax. o
MHEHMIO CreunanncToB, 3Ty hopMy npeanovTuTernibHee NCnonb30BaTh TEM, Y
KOrO C MOCITY>KHbIM CMUCKOM BCe B NOPSOKE.

. Ecnu ke onbiTa paboTbl HEAOCTATOYHO, UM €CTb NEPEpPbIBbI B TPYL0BOM
cTaxe MHpopmaLmio ny4ywe pasmecTuTb B (PyHKLIMOHANbLHOM pe3tome.
PyHKUMOHaNbLHOE pe3toMe NPUMEHSIETCS NPU ONMcaHnn cneundunyeckoro
TPYy4OBOro onbiTa U Kpyra 3aHATUK, Koraa HeT Heob6xoaMMOoCTK pacrnonaraTb
B XPOHOJI0OMMYECKOM NopsiAKe NpoLecc HaKoneHust 3Toro onelta. B Hem
AernaeTtcs akueHT Ha obpa3oBaHUK 1 cneumanbHbIX 3HAHUAX U HaBbIKax.
Takke ata popma pestomMme rnpuemnemMa B Tex criydasix, korga ouin 60nbLon
nepepbiB B paboTe unim eCctb HeOOXOANMOCTb CMEHUTL NPOodeCccuto.

. Ecnu e rmaBHoOe nNpenmyLecTBO - OnbIT paboTkl, pestomMe JOSMKHO ObITb
COCTaBIIEHO B XPOHOJSIOrMYE€CKOM Mopsaake ¢ NnepevncrieHnemM Bcex MecT
paboThbl 1 Ha3BaHUN NpeanpuaTUin. XpOHONOrnyeckoe nnu
peTpocneKkTMBHOE pe3toMe Hanboree NoaxoanT cneunanmcTam, MHOro net
npopaboTaBLLUMM B OAHOW U TOM e 06nacTun 1 xenawLwwmm B HEN
NpoAOMKaTb CBOK AEATENbHOCTb.

. XpoHonornyecku-hyHKLUMOHaNbHoOe pe3toMe 1cnorb3yetca Hanbonee
4acTo 4S5 OCBELLEHNS KaKUX-TO 0COBbIX OCTUXKEHUI, B HEM B TO XXe BpeMs
COXpaHseTCsa XpOHoornyeckas nocnegoBaTesibHOCTb U3NOXEHUs TPYy40BOro
cTaxka n obpasoBaHus.

. LieneBoe pe3tomMe 3anosniHgeTcsa Toraa, Korga BHMMaHue
cocpefoTaynBaeTcs Ha COMCKaHUM onpeaerieHHoN AOMKHOCTU 1 3anpoc
noaKpennaeTcs U3noXxXeHnem 3HaHun 1 cNnocobHoCTEN.

. AxagemMuyeckoe pe3roMe 1CMOrb3yeTcs A5 Noucka npodeccopcKo-
npenogasaTtenbckon paboTbl. CaMoCTOATENBbHYIO YacTb Takoro pesiome
coCTaBnseT nepeyvyeHb HayyYHbIX paboT n nybnvkaumin, Hay4HbIX JOCTUXEHUN,
Harpag v 3BaHuN.



CamMbin 60nbLUON CEeKpeT pe3roMe: HYXKHO HannucaTb pe3toMe He noj
KaHauMaaTypy couckaTens, a nog TpeboBaHne KOHKpeTHOro pabortoaarens, €
y4yeTom ocobeHHocTen busHeca KOMNaHuK.

7 NnO3TOMY OO4HO U3 rMaBHbIX NMpaBuUIl pe3toMe. Ha KaXXJoe HOBOE NHTEPBbIO
cnegyet npnxoamTb € HOBbIM pe3tOMeE U HUKOrga - 6e3 Hero.

NTak, npaBuribHO HanMcaHHoe pe3toMe - Ball MOMOLLHMK B MOUCKaX OCTOMHON
paboTbl, MO3TOMY PEKOMEHAYETCS NOCTOAHHO pa3BMBaTb COOCTBEHHOE YMEHME
COCTaBNSATb pPe3toMe.

Kak Hamucarp pe3tome

Pe3tome - Od)I/ILl,I/Ia.I'IbeIIZ OOKYMEHT, rnpaswuia HarnmcaHnd KotToporo
perinaMeHTnpoBaHbl pykOBOAOCTBOM MO AENONPOMN3BOAOCTBY.

O61bem n TpeboBaHUA K ohopMIIEHUIO pe3toMe

Heobxoanumo npogymMmatb HECKOSIbKO BapuaHTOB pe3toMe - ANsi OTNpaBfieHns no
noyte (UNK BpyYeHMs NIMYHO), NO dpakcy, B 9NEKTPOHHOM Buae no E-mail.
OpgHako TeKCTbl AOSMKHbI ObITb MOEHTUYHBIMU. PasnuyaTtbcs MOXeT odoopMieHmne
- yaa4Ho nogobpaHHasa potorpadus ykpacuT pestomMme, HO nogymMmanTe, Kak oHa
OyneT BbIrnsaaeTb, NofydYeHHas rno gakcy.

1. [MepBoe He3bIbnemoe NpaBusio - 06beM pe3toMe He MOXKET NpeBbIWaTb
OAHOWN, MakCUMyM OBYX CTpaHuL hopmaTta A4, npnyem xenaTtenbHO, YTOObI
KntoyeBas MHOpMaLUMa Haxoaunacb Ha NepBon cTpaHuue. Ecnn xxe ob6bem
3TOro He MO3BOSISET, TO NOAYMaNTe, KAKOW MHpopMaLnen Bbl MOXeETE
noxepteoBaTb. OgHako, ecnu y YyenoBeka 605bLION ONbIT paboThkl, 3TO
co3faeT onpeferieHHble CAOXHOCTU U OFpaHNYeHunsi, HO Npu Habope pestome
Ha KOMMblOTEpPE, €CTb BO3MOXHOCTb 060MTM 3TO NpaBUso: U3MEHUTE pasmep
WpndTa, XOTH 3TO U HE XenaTenbHO - pe3toMe JOMMKHO YNTaTbCs Nerko.

2. Ecnun pestome 3aHMMaeT 6onblue OQHON CTpaHuLbl, B KOHLE CTpaHWL
yKa3blBaeTCs, YTO NpoJoInKeHne HaxoAnTCA Ha cregyowem nucte. Ha Bcex
nmucTax, KpoMe nepBoro neyartaeTcs HOMep nNucTa N ykasblBaeTcs paMunms.

3. Ecnn no o6bemy pestome nonyymnochb Ha OOHY HEMOMHYI0 CTpaHuLy,
NHpopmaL Mo Heo6XoAMMO pPacnonoXuTb Tak, YTobbl cTpaHuua bbina
MONMHOCTLIO 3aHATa TEKCTOM.

4. YTtobbl HanucaTtb "npaBunbHOE" pestome, He06X0aMMO UCMNONb30BaTb
O4VH WpudT, xenatenbHo Times New Roman nu6o xe Arial. MHOXecTBO
WP TOB pasHbIX pa3mepoB HeunTabenbHbl! CTpornin ctunb ooopMneHus -
HenpeMeHHoe ycroBue. He cTouT Takke 4EMOHCTPUPOBATbL BO3MOXHOCTH
dunbTpoB Adobe Photoshop: pestome - 3TO JOKYMEHT.

5. YUTto kacaeTcq pasmepa wpudTa, TO CTaH4APTHbLIM 19 pe3toMe cYMTaeTCs
WwpndT 12-ro pasamepa. Heobxogmmo, 4tobbl Bce cogepxnmoe Obino 0gHOro
pa3mepa.



6. Kaxabin pasgen pestoMe gormkeH ObiTb OTAeNeH OT npeablayLuero.

7. 3aronoBku nyyule BblAENATb XUPHLIM U/UAN NOgYEPKUBAHUEM.

8. Ob64gasaTenbHO NpoBepbTE NpaBonucaHue (KHonovka F7 B pegakrope
Word). Y pestome ¢ oumbkamm HET HUKAKNX LLIAHCOB.

9. Pestome JOmMKHO BbITb HANUCAHO NPOCTbIM S3bIKOM.

10. [Ans OOKyMEHTOB TaKoro Tvna pekoMeHOyeTcs creaytowasa pasmeTka
CTpaHULbI: BEPXHEE None - 2 CM, NpaBoe - 2 CM, HUXKHee - 2 CM, nieBoe 2,5
cMm. [lonyckaeTca cyXeHue nosisg Ha CaHTUMETP U BMeCTOo cTaHaapTHoro 12-ro
pasmepa wpudTa ncnonbsosaHue 10-ro. B To xe BpemMs BapunaHT C
yMeHbLUeHMEM WpudTa NpuemMnemM TofbKo B TOM Crlydae, ecrnivm pestome
Oynet otnpaeneHo pabotogaTtento no E-mail-y unu BpydeHo nnyHo. B
clyvae oTnpasrieHus pestome no gakcy, pasmep wpndta MeHbLle 12 nyyiwe
He Ucnonb3oBaTb, UHAYE pe3toMe HEBO3MOXHO ByaeT npounTtaThb.

11. [nsa pestome ncnonb3yetca bymara 6enoro useTa, XopoLlero kayectsa.

HecTtaHpapTHOe pe3tome

Ecnu Bbl pelunnu HanucaTb HeCTaH4apTHOE pe3toMe, UMenTe BBUAY - Takasa
cTpaTerusi XopoLla He BO Bcex crydasx. Kak pykoBoACTBO K AENCTBUIO OHa
MOXeT ObITb NPUHATA NpeacTaBUTENSIMN TBOPYECKNX NPOdECCUIN, KOTOPbLIM
"no3soneHo" oTXxoanTb OT CTaHAapTa. YTo e KacaeTcsa cneumanmcToB apyrux
(He TBOpYeCKMX) npodheccnin - HXeHepoB, BoanTenen, byxrantepos, U T.n., - TO
3[ecb nNpeanoyTUTEnbHEe conckaTensaM ocTaBaTbCs B paMkax opuumnanbHO
YyTBEPXOEHHbIX HOPM. OTO CBA3aHO, Npexae BCcero, ¢ TeM, 4YTO OT CneunanmcToB
AaHHOro npocunga TpebyeTca TOYHOCTb, CKPYNyne3HOCTb 1 oba3aTenbHoe
cobntogeHne AOMKHOCTHBIX UHCTPYKLNIA.

CnepyeT yunTbiBaTb, YTO KagpOoBble areHTCTBa, Kak NpaBuio, UCNOMb3YIoT
NPUCNaHHbIE UM pe3toMe KaK MCTOYHUK NOSTydeHns Heobxoanmonm nHgopmarmm o
couckaTerne, No3TOMy OHa B "CyxoM" BUAE NeperoHseTcs B cTaH4apTHbIN B6raHk
pe3iomMe, B KOTOPOM "TBOpYECKne BONbLHOCTU" aHHYNupytoTca. Ecnuv Bbl
npucblfiaeTe HeCcTaHOapTHOE pe3toMe HeNnocpeacTBeHHO paboToaaTento, Toraa
€CTb LLaHC, YTO Ball TBOPYECKMI Noaxon OyaeTt no JOCTOMHCTBY OLIEHEH TeM,
KOMY OH, COBCTBEHHO U NpeaHa3Havancs.

Bo3moxXHOCTU TBOpYeCcTBa

EcTb HECKONMbKO CTaHOAPTHLIX NIMHWIA, CNeayst KOTOPbIM MOXHO NpeobpasuTb
pes3toMe B HEYTO TBOPYECKM HECTaHAapTHOE.

. doTorpadusa. 1o knaccmyecknm KaHoHaM 0enonpon3BoAcCcTBa,
doTorpadusa gomkHa 6biTb NPUONN3NTENBHO TAaKOW Xe, Kak B nacrnopte. Ho n
3[ecb He cyuiecTByeT npasun 6e3 ucknodeHnn. OguH nuTpegakTop
npuayman o4eHb MHTEePECHbIN X0 - BMECTO 0OTO Ha pe3toMe OH NMOMEeCTUS
CBOW CUIY3THbIN NOPTPET, U3 TEX, KOTOPbIE BbIPEe3atoT HOXHULAMMU.



. Ou3anH. MOXHO HanucaTb KIoYeBble MOMEHTbLI pe3toMe HeCcTaH4apPTHbIM
LpurdToM.

. Anurpad. 3TM CpeaCTBOM CTOUT MOSIb30BaTbCSA OCTOPOXHO. OHO CTONMb
Xe adpdPeKTUBHO, CKOMb N HeNpeacKkasdyemo rnocnencremsamu. Hekotopbim
paboTogaTensam He HpaBUTCS Ype3mepHoe "yMHU4YaHbe". Ho, npeanonoxmm,
€Cnu conckaTenb Ha MeCTO MeHeaKkepa No nepcoHany B rpade nn4yHble
KayecTBa HanuweT cBon aesus: "CtaBsa Ha NnepBoe MECTO Noaen, Bbl
HWKOrga He coBepLumMTe OWNBKK, Aaxe B Bonpocax nonyyvyeHmna geHer (Mankn
Mapkc)" - Xy>ke OT 3TOro ero pestome He CTaHer.

30Ha pucka

Hons "HecTaHgapTHbIX" cocTaBnseT npmbnuantensHo 0,5% ot obuwiero
KonuyecTBa pestome. K Tomy e, 4aneko He BCe U3 HUX OeUCTBUTENBHO
TBOpYeckme. Micnonb3ys HectaHAapTHbLIM NOAXOA K HAanucaHuo pestome, Bbl
OOJIMKHbI ObITb FOTOBLI K TOMY, YTO MEHEKepbl MO NepcoHany MoryT ero
NPOVHTEPNPETUPOBATL, B TOM CMbICIE, YTO KaHOMAAT CIIMLLKOM 3KCTpaBaraHTeH
N C HUM CIOXHO ByaeT cnaguTs.

doTorpacusn

doTorpadus He gomKHa npeBbilwaTh nacnopTHoro doopmata (3,5 Ha 4 cm).
EcTtecTBeHHO, NnsbkHblE boTOorpadumn, n Tem donee ceMenHble, BnevYaTblBaTb B
pes3toMe He CTOUT, - 9TUM Bbl TONbKO BblpasnTe HeyBaXkeHue K paboTtoaaTento.

MOXHO BblAENUTb TP NPUYMHbI, MO KOTOPbIM CTOUT 3arpy>aTb CBOIO
doTorpaduto:

1. Pestome, BkntovatoLlee gotorpacuio astopa 6onee npogyKTUBHO U
NHTepecHo paboTogarento.

2. doTo cnocobeTByeT 6onee 4OCTOBEPHON MaeHTUdMKaunm Bawwen
NINYHOCTW.

3. BonbwnHCTBO paboToaaTenen genaeT CBOe 3aKStoYeHnE O
npeaocTaBneHmm paboTbl coUckaTernto B Te4eHne nepeblx 3-X MUHYT nocne
3HakomcTBa. He nocnegHioo posb B NepBOM BnevaTreHnn urpaet
BHELUHOCTb. VIMEHHO NO3TOMY, MMEET CMbICI MO3HAKOMUTbL CBOErO
noTeHumanbHoro pabortogarens co cBoMM nsobpaxeHnem - nmbo OHO
BbIrO4HO BblAenuT Bac cpeaun opyrnx npeTeH4eHTOB, U TOr4a LWaHC Ha
nony4vyeHne paboTtbl Bo3pacTeT, NMbo Bbl cpasdy He nogongeTe no Tem uUnm
MHbIM NapamMeTpaM 1 TEM caMblM, COKOHOMUTE cebe NonaHs, kKoTopble Obl Bbl
3aTpaTunu Ha npoeeaeHne nyctoro ang Bac cobecepoBaHus.

Ctunb HanucaHunA pe3romMe OOJIKEH OTBEYATb CrneayrLlnm Tpe6OBaHI/I9|MZ

. KPaTKOCTb - OTCYTCTBUE NULLIHMX CIOB, HEMOHATHBLIX COKpPaLLEeHWU 1
TEPMUHOB;



KOHKPETHOCTb - OTCYTCTBME MHGOPMALNK, HE NMEIOLLEN NPSIMOrO
OTHOLLEHUS K BAKAHCUW;

. LeneHanpaBreHHOCTb - U3NOXEHWNE FMaBHbIX CBEAEHUN,
NOATBEPXXAAaLLNX NPaBO NPeTeHaoBaTb Ha AaHHYO AOMKHOCTb;
. aKTUBHOCTb - HEOOXOAMMOCTb UCMONb30BAHUSA aKTUBHbIX r1aronos,

MOKa3blBaloLLMX aKTUBHOCTb. Hanprumep, ecnun y Bac eCTb TONbKO HavasibHble
3HaHuA ByxyyeTa, a OHM HeobBXoauMbl ANS JAaHHOW AOSMKHOCTU, TO HY>KHO
nucatb "Brnageto ocHoBaMu ByxydeTta n ayauta". Hukoraa He criegyeTt nucatb
"yyactBoBan", "okasbiBasn NoMoLb", T. K. 3TO NO3BONSAET AyMaTb, YTO Bbl
CTOSININ B CTOPOHE M OT Crydasd K Cryyato OKasblBanu pasHble YCnyru;

. TOYHOCTb U ICHOCTb U3JI0XXEHUSI MbICIIN;

. nM3bupaTtenbHOCTb - NpeanonaraeT TwartenbHbl 0T6op nHopmaumm (He
NblTalTeCb BCe YMECTUTb B OAHOM pe3tome. NoMHUTe, pe3toMe JOITKHO
MOMHOCTbLIO COOTBETCTBOBATbL TOW JOMMKHOCTU, HA KOTOPYHO Bbl
npeteHayete!);

. YeCTHOCTb (OTCYTCTBME HEAOCTOBEPHON MHGOPMaLNN);

. rpamMoTHOCTb.

CTpykTypa pe3roMe

HasBaHue AOKYMeHTa

CobcTBEHHO 3TO NPOCTO CoBo "pestome”. B nocnegHee BpeMs OaHHbIN
AOKYMeHT nHoraa HasbiatoT Curriculum Vitae (CV, no-natnHcku
"KM3HeonncaHmne") Kak 3To NPaKTUKYeTCs NPy HanNnUcaHn pestomMe Ha apyrnx
Aa3blkax. [laHHbIN BapuaHT KpacuBee U TOYHee Mo CMbICNY, HO Y Hac AOCTaTO4YHO
peaok.

Uenb

KpaTkoe onncaHue Toro, Ha nosiy4eHme Kakon JOMMKHOCTM Bbl MpeTeHayeTe.
PekomeHayeTcsa nepevncnutb BCe LOMKHOCTU, KOTOpPbIe Bbl XOTesu Obl
3aHMmaTb. CyulecTByowasa cxema esaTeNbHOCTN OTAEN0B KagpoB U KaapoBblX
areHTCTB 4YacTo OKa3blBaeTCH KpanHe Hernbkon. 3anosiHEHHY0 BaMU aHKeTY,
nomMeLLaroT B nanky (3aHOCAT B AUPEKTOPUIO), B COOTBETCTBUM C BaLLUM
ykasaHueMm "cneumanusauuun”. Nonas, Hanpumep, B "MeHeKepbl Mo npogaxam",
y Bac 3a4acCTyl0 HET HMUKaKUX LLAHCOB NOMacTb Ha pacCMOTPEHME B Ka4ecTBe
"product manager". [lloaToMy He06X0ANMO yKa3aTb BCE BakaHCUU, KOTOPblE BaM
NHTepecHbl. (OQHaKo He CTOUT pacTArmBaTh 3TOT NYHKT 6onee Yyem Ha ABe-Tpu
CTPOYKM).

Bawe nm4, agpec, Homep TenedoHa (BKroYvasi kog ropoga), e-mail (ecnm oH
ecTb).

O6pa3oBaHue



O6pasoBaHMe B pe3tomMe mMoJiogoro criednanuncrta, C OTCyTCcTBMeM npakTnu4eckoro
ornbiTa pa6OTbI mnnm ero MUHMMyMOM (He cynTad I'IpaKTMKy), 3aHMMaeT Beayulee
MeCTO. O6pasoBaHme YKa3blBaeTCA C AaTaMu, B O6paTHOM nopAagke:

1.

N

o

10.

OCHOBHOE - BY3 (M HasBaHune pakynbteta)B 19 - rr;

AONoSNHUTENbHOE (NapannenbHoe) - BTOPOE Bbicllee obpa3oBaHue (ecnu
oHoyBacectb)B19 - rr;

BaXKHO COOOLMTL 06 OKOHYaHUM KypCOB U NPOXOXAEeHUN cepTudmkaumm
no cneyunanbHocTW. Ecnv Bam JOporo okoH4YaHMe KypcoB B COOTBETCTBUM C
X060u (Hanpumep, Makpame), BKNIYMTE 3TO B NOCNEAHIOK YacTb - Xo66u, HO
HWKaK B pasgen "obpasoBaHune";

yKa3sblBaTb CPEOHIOLO LLKOSTY HEOOXOAMMO TOMBbKO B TOM Ciyyae, ecrm 310
A3bIKOBasi UM Apyrasi CneLLwKona, Unn ecnm Bbl 3aKOHYUNN CPEAHIOK LLUKOY
C oTnn4mnem (Hanudue 3onoton/cepebpsiHon meganu);

BaXXHO yKa3aTb TEXHUKYM;

OTMETbTE TaKKe AUMNIIOM C OTNIMYMEM, AOMNOSNHUTENbHbIE CNEeLUanbHOCTU;

eCcnn NHCTUTYTCKasa (YHMBepcuTeTcKkas) cneunanmaaums couckaTens
conpukacaeTcsl, XoTs Obl YHaCTUYHO, C MHTEPECYHOLEN ero AOSMKHOCTLHO,
MOXHO yKa3aTb 1 Ha3BaHWe BblMycKalLlen kadeapsoi;

ecnu onbIT paboTbl HEAOCTATOYEH UMM OTCYTCTBYET, KaK 3TO YacTo bbiBaeT
y MOSIOA0ro cneumanncTa, pekoMeHayeTcsl ykasbiBaTb M3ydaBLUMECH
npeameTbl (0COBEHHO Te, B KOTOPbIX BbIfIM AOCTUTHYThI HAanborbLlee
ycnexu), XopoLume 1 OTANYHbIE OLLEHKM, Harpagbl Ha onumMnuagax u
KOHKypcax 1 T.M.;

Takke HeobxoaMMo ykasaTb Hanuume nybnukaumimi, ocobeHHo B
crneumanu3npoBaHHbIX N34aHusX, N30b6peTeHnsa nnm cobCcTBEHHbIE
pa3paboTku;

Ba)XKHO TakXke He 3abbiBaTb O NpUTAraTeNbHOCTM CnoBa
"rocyaapCTBEHHbIN" - roCy4apCTBEHHbIE KYPCbl, FOCYAAapPCTBEHHbIE Harpagbl 1
T.M.

TpyaoBou onbIT (NPakTUKa) B 06paTHOM XPOHOJSIOrM4YEeCKOM nopsaake

Y BbINyCKHMKA, KOTOPbIN cTapaTenbHO y4urcs, nocellan AoNONHUTENbHbIE
KypCbl U NblTancs Npobutb CTaXKMPOBKY, PeAKo Koraa eCcTb OnbIT MOCTOSAHHON
ANUTEenbHON paboTbl. Ecnu e onbiT paboTbl MMEeTCH, TO ONUCHLIBaTb €ro
NPUHATO B 0OpaTHOM XPOHOMOIrMYECKOM MOPSAKE U HAaNpoOTUB BPEMEHU U MecTa
paboTbl 0603Ha4YaTb CBOM AOMKHOCTb U (PYHKLMM, Aenas ynop Ha
npodeccnoHanbHbIX AOCTMKEHUAX. CTaknpoBka 1 NpakTUKa 3acYnTbIBaOTCA
HapaBHe C onbITOM paboThbl, a XOPOLLAas CTAXMPOBKA CTOUT HECKONbKMX
BPEMEHHbIX NoAPabOTOK.

PaboTa (npakTuka) ykasbiBaeTcs Takke B oOpaTHOM nopsagke: cHavana
HacTosLlee unu nocrnegHee mecTto paboTbl, NOTOM NpeabiayLwee n T.4.

Heobxoammo ykasats:



=

AaTbl Havarna n oKoH4YaHus paboTbl (MPaKTUKK),

HanMeHOBaHWe opraHm3aumm (HeT Heo6XoaMMOCTU yKa3biBaTb B pe3toMe
noapoOHbIN agpec NpeanpuaTUiA, Ha KOTOPbIX Bbl paboTann, 4OCTaTOYHO
OygeT ykasaTb UX Ha3BaHWE U ropon, B KOTOPOM OHM HaxogaTcs),

3. Ha3BaHME O0JMKHOCTU (MX MOXET ObITb HECKONbKO, eCNK Ballia kKapbepa
pasBuBasnacb yCrneLiHo),

4, OOIMKHOCTb M nepedncnnte cnykebHble 06513aHHOCTY - MO BO3MOXXHOCTM

MOJSTHO, MNOCKOJSIbKY MMEHHO 3TO YaCTO CTAaHOBUTCSH peLuaroLmMm.

N

Ecnun gona yenoseka ¢ 6onbLLon TpyaoBon Guorpaduen pekomeHayeTcs
yKasaHue TOonbKo nocnegHux 3-5 mect paboTbl n nepuog He 6onee 10 neT, 10
ANS MOMOA0ro crneumanncTa BaxKHO ykasaTbh Kak MOXHO Bonblue (Becb)
TPYAOBOW (MPaKkTUYECKNn) onbIT paboThbl.

B pestome BbiNyCKHMKA BaXKHO BKMOYNTb MHCpOpMaLMIO O NpPOCyLlaHHbIX
CrneuKypcax v NPOMAEHHbIX TPEHUHraXx.

BaxxHo Takke (06a3aTenbHO) ykasaTb NPON3BOACTBEHHbIE JOCTMXKEHNSA Ha
KaXkQown SOSMKHOCTU, ecriv oHM Bbinn. MNMpy onncaHnmn OCTUKEHUI
Heob6Xx0AMMO MCMONb30BaTh rraronbl AENCTBUS, Takne Kak passuBarl,
C3KOHOMWUIT, yBENUYNN uUnn cokpaTun. XXenartenbHbl NpeaenibHO KOHKPETHbIE
dPopMynnpPoBKK.

JononHutenbHble HaBbIKU pa6OTb|

B aTOM pasgene ykasbiBaeTcsl TO, YTO XapakTepusyeT Bac kak paboTHMKa, HO He
OTHOCUTCS! HEMOCPEACTBEHHO K KOHKPETHBLIM Cry)XeBHbIM 06A3aHHOCTAM -
Hanpumep:

. Hanuyne BOAUTENbLCKMX Npas,

. onbIT paboTbl ¢ K (cooblias ypoBeHb BriageHNsa KOMMNbOTEPOM,
Heo6XOANMO YTOYHUTb B KAKUX ONepaLMOHHbIX CUCTEMAX M NporpamMmMax Bbl
paboTtanu/paboTaete),

. YIEHCTBO B NPOJECCMOHArbHbIX OpraHM3aunsax u T.nm.

30€ecCb XXe MOXET BbITb OTMEYEHO 3HAHME MHOCTPAaHHOI O A3blKa, €CJ1N Bbl HE
coBCEM YyBEpPEHDbI B cBoboaHoOM BnageHun um. Ecnu YBEPEHbI - BblAEJTTUTE B
OTAESIbHbIN pasges, npu4yeM xeratelibHO yKa3aTb A3bIKOBbl€ KYPChbl, €CIN Bbl UX
3aKaH4uBarnu.

Pasgen "HaBblku paboTbl" NnpeaocTaBnsaeT couckaTento LWMPOKME BO3MOXHOCTH
nokasaTb, YTO Ha3blBaeTCs, ToBap NMuUoM. BaxHO ykasaTb N0 Makcumymy Bce,
4YTO MMeET OTHOLLEHME K XernaemMon paboTe, a ocTasnibHoe - B TOM crnyyae, ecnm
3TO yNyyLwuT BallKM nokasatenu. Ho ny4ywe, Bce-Taku, He yBrnekaTbCs - ecnu
BalLMX AOCTOMHCTB CIIMLIKOM MHOrO, NoTeHumManbHbIn paboTtogatens MOXeT
ncnyraTbCsl, YTO Y HEro HE XBaTUT AEHEr Ha Takoro LeHHOro cotTpyaHuka. He



CTOUT ceba XxBanuTb - TOSNbKO doaKTbl. PaboTogaTtenb cam OOMmKeH caenaTb
BbIBObl.

DononHutenbHaa nHdopmauma
Nnn "xo66mn" (nmbo "Harpaabl 1 obLiecTBeHHaa AeATeNnbHOCTL").

Ha 3anage aT1oT nyHKT BKtoyaeTcsa o6sa3aTenbHO, MOCKOMbKY YernoBeka 4acto
ny4yule BCero pekoMeHayeT obLecTBEHHOE NONoXeHue: Krybbl, obLecTBa,
Harpagbl 1 T.4. Tak Kak B HaweM obLecTBe TakoM CUCTEMbI HET, XenaTernbHO
OTMETUTb TO, YTO MMEET XOTsI Obl KOCBEHHOE OTHOLLEHUE K CNeLnanbHOCTL.

He cnenyeT ykasbiBaTb, COCTOMTE M Bbl B KAKUX-NNMOO NapTUSAX, penmrmo3HbIX
obLmnHax.

YKa3aHue Ha BO3MOXXHOCTb NpeaocTaBrieHusi peKoMeHAauum

Camunx pekomeHgaTenen yrnommHaTb He CTOUT, 0gHaKo HEOBX0AMMO
MOArOTOBUTb MX CMUCOK - OH MOXET NPUroaAnTbCS Ha cobeceaoBaHUN.

[JaTta coctaBneHus pesrome
B 3akntoyeHnn HeobxoamMmMo NOCTaBUTbL 4aTy COCTaBMEHUS pe3tome U NoAMNuch.

[aTtnpoBaHne pe3toMe NoBbiaeT 4OCTOBEPHOCTb 3aMHTEPECOBAHHOCTU B
AaHHoM paboTe, cTapas Aata MOXeT CBMAETENbCTBOBATL O TOM, YTO KaHAuaaT
AaBHO K 6e3ycneLuHo nwet paborTy.

Pe3tome Ha apyrux asbikax
OCHOBHbIM SA3bIKOM BaLlero pestomMme JoSKeH OblTb PYCCKUN.

Pestome Ha aHrnunckom (unm nobom Apyrom) s3blke COCTaABMSETCS NULLb B TOM
crny4yae, ecnuv Bbl NpeTeHAYeTE Ha BaKaHCUIO B UHOCTPAHHOM koMnaHun. B
POCCUICKY0 (OMPMY M KaApOBOE areHTCTBO CrieayeT HanpaBnaTh pe3toMe Ha
PYCCKOM si3blKe. VICKrtoueHnem mMoryT ObiTb pe3tome crneumanvcToB, As
KOTOpPbIX 3HaHWE A3blka ABNSETCS OAHUM U3 Kputepunes otbopa. Ho n B aTom
cnydae nydwe npoaybnuposaTtb pestoMe U NpefoCTaBUTb KOMUIO HAa PYCCKOM
A3bIKe.

ﬂy‘—ILLII/II;I BapuaHT - COCTaBJiEHNEe pe3toMe Ha OBYX A3blKaX.

K pe3toMe Ha MHOCTpaHHOM SA3blke NPeabaABMATCS Te Xe TpeboBaHus
OTHOCUTENbBHO 0POPMIEHUS, TPAMOTHOCTM U CTUMUCTUYECKOTO €MHCTBA, YTO U
K pe3toMe Ha pyCCKOM si3blKe.

[IpakTrdeckue COBETHI IO HAITMCAHUIO PEFOME

YT0ObI NPaBUNLHO HanNnucaTb pe3oMe, BaXXHO ObITb NpeaenibHO
KOHKpPeTHbIM B BblGope (hopMynnMpoBOK:



° He cneayet nncaTtb:
npoBoaun o6yqume

o

o nomoran n3daBnTbCHa OT OLLINBOK
o GbICTPO yCcBanBaro HOBbl€ 3HAHMS
. crnegyeTt nucartb:
o 00y4nn OBYyX HOBbIX Cry>KaLLmnX
o cokpaTun owmnbkn Ha 5%, cakoHomuB dompme 40000 py6.
o OCBOWIT HOBbIE NpoLEeaypbl B PEKOPAHbLIN CPOK - 3a ABE HeAenu

He 6yabTe MHOrocnoBHbl U n3berante NnaccuUBHbIX hopMm:

. He cnegyeT nucaTb:
o oTBeuYan 3a BbIMNONHEeHne
o Haxo4un NpUMeHeHne
o Obl1 OTBETCTBEHHbLIM 3a:
. cnegyet nucaTb:
o BbIMONHUN
o 3P PEKTUBHO UCMONb30Ban
o oTBevan 3a:

OtpaBauTe npeanoyYtTeHne NO3NTUBHON MHOpMaLUK:

. He crneayeT nucarthb:
o pa3bupan xanobbl Ha:
o NpenaTCTBOBAN CHWXXEHUIO A0NN Npoaax
o nepeLuen ¢ 4OMKHOCTMK:

. crnefnyeT nucartb:
o rnomoran KfmeHTam B:
o MOBbLICU NOTEHLMAn NPoAayKTa Ha pbliHKE
o NPOABUHYNCSA HA OOMKHOCTb

KoHueHTpupynTe BHUMaHMe Ha BawMX AOCTUKEHUAX:

. He cnegyeT nucaTthb:
npopaboTan Tam Tpu roga
Aenan gononHUTENbHY paboTy

O

O

. crnenyeT nucathb:
o NOMy4Yunn NoBbILLEHNE B AOMKHOCTY
o Bceraa BbINonHAN paboTy B Cpok

XapaktepucTuka npod)ecCcMoHarbHOro YpoBHS:

BHegpsn, 3aBegoBan, nccrnegosari, KOHTPONMpoOBar, KOOpANUHUPOBarn,
obecneumBan, OCHOBarsn, opraHn3oBarn, naHMpoBarn, Nnpeanoxun, paspaboTan,
peopraHnsoBan, peLnsn, pykoBogus, co3fasarn, yBenuynaan, yecTpaHsan,
yyactBoBan, oby4an v ap.



XapakTepucTUKa NUYHbLIX Ka4yecTB:

AKKypaTHbIW, BHUMaTENbHbIN, ANCUUMNMHUPOBAHHbBIN, HaOEXHbIA, UCKPEHHUN,
HaCTONYMBbIA, OOBEKTUBHbLIN, ONTUMUCT, JIOTMYHbINA, NMPAKTUYHBIN,
npeanpuMMYmBbLIA, MbICAALWWIA, LeneyCTPeMNEHHbIN, TaKTUYHbIW, YECTHbIN,
9KOHOMHbIN, AHEPIUYHbBIN U Op.

B 3aknioyeHne BaxXHO 06paTUTb BHUMAHME Ha crefylowme geTanu:

[Monpocute Koro-HMbyab, KTO XOPOLLO BageeT SA3bIKOM, Ha KOTOPOM
HanncaHo pestome, NPOBEPUTL ErO.

B onncaHum HacToswen paboTbl UICNOMb3yMUTE rnarosbl B HACTOSALLEM
BPEMEHMN, Hanpumep, paboTato, NPOEKTUPYI0; COOTBETCTBEHHO NPW ONUCaHUM
npeablaywmx MecTt paboTbl UCNONb3yMTE rnaronbl B NpoLleflemM BpeMeHH.

ByaobTe nocnegosaTenbHbl: €Crnn Bbl O4MH pa3 UCnosfib3oBarnu
COKpalLleHne, UCnosb3ynTe ero BO BCEM pe3toMe (HO Nnyylle NpMBoanTb BCe
HanMeHOBaHUS NOSTHOCTLIO).

N3berante AnMHHbBIX opa3s 1 MyapeHbIX CroB.

YeTko Bblaennte HeobxogMmble 3aronoBKu.

Mpocnegute, 4TObbLI Bawle pestome Oblnio 0POpPMIIEHO B O4HOM CTUSIE.

BblOnpanTte cTunb, KOTOPLIN Nerko Yntaetcs (0onbLlmne nons, He Menknn
LWPUT, JOCTAaTOYHOE PACCTOSAHUE MeXAy CTPoKaMn U T.1.).

McnonesynTte bymary 6enoro uBeta XopoLlero kadecTtsa.

OuyeHb BaxHO ymecTuTb Balle pestome Ha ogHOW, MakCUMyM, Ha ABYX
CTpaHuLax.

ByabTe yBepeHbl, YTO Bbl CMOXeTe NoATBEPAUTb BCO MHGOpMaLnto,
KOTOPYIO Bbl BKITHOYUITU B pe3OME.

OCHOBHBIC OIIIMOKY MPU HAITMCAHUH PE3IOME

B HacToswwee BpeMdA Ha HEKOTOPbIX KaapOBbIX canTax MHTepHeTa MOXXHO HaUTK
roToBbl€ LAaBMNOHbI pe3romMe, KOTopble AOCTATOYHO MPOCTO 3amnoJIHUTDb. OpgHako
OMbITHbIE KagpoBble pa60THI/IKVI YMEIKOT OTIIn4aTb CaMOCTOATESIbHO
COCTaBJieHHO€E pe3oMe, Hal KOTOPbIM aBTOP NOTPYyAUTICA, O6ﬂ,yMbIBaﬂ n
OTLLIﬂI/Iq)OBbIBaﬂ Kaxgoe CIroBo, U pe3roMe, CoCTaBJliEHHOE Nnoad OUKTOBKY.

Kpome aToro BaxxHo nsberartb crnegyroLwmx owMOOK Npu cocTaBrieHUn
pe3tome:

HecoOTBETCTBME TPyaAoBOW buorpadun, obpasoBaHus, onbiTa
npeteHaeHTa 00 beKTUBHbIM TPEOOBAHUAM K LOSIHKHOCTU UMW BbICTaBNEHHbIM
paboTtogaTenem;

CIMULLKOM KOPOTKOE pe3toMe - HEMOHSATHO, TO S aBTOPY HEYero ckasaTb O
cebe, TO N OH - "cepas MblllKa";



. [IEMOHCTPALNS YaCcTOM CMeHbI MecT paboTbl 6e3 06 bACHEHMS
0OBbEKTUBHbIX MPUYMH;
OTCYTCTBME YKa3aHMI Ha NpodeCcCcnoHarnbHbIN POCT;
yKaszaHue MHOXeCTBa pasnnyHbiX 00y4aloLwmnx KypcoB 1 CEMMHApPOB;
. CIULLIKOM NoapobHoe pestome, coaepkallee MHOXXECTBO HEHY)XHOM
MHGOPMaLIMM U NIMPUYECKUX OTCTYNNEHUIA UK NPOSIBNEHNS HEYMECTHOIo
tomMopa.

NTak, npaBunbHO cOCTaBneHHoOe pe3toMe - Ball MOMOLLHMK B MOUCKaX AOCTOMHON
paboTbl, NTO3TOMY PEKOMEHAYETCS NOCTOAHHO pa3BMBaTb COOCTBEHHOE YMEHME U
3HaTb Kak cocTaBuTb pe3tome. OgHaKo pes3toMe - 3TO TOSNbKO AOKYMEHT, OH He
3aMeHuUT 6oraTcTBO BaLLEN NIMYHOCTU, @ 3HAYUT, HEOH6X0OMMO Hay4UTLCA

3 EeKTUBHOM camonpeseHTaumm Bo Bpemsi cobeceoBaHUS U UHTEPBLIO.

ConpoBoanTenbHOE NMMCbMO K
pes3ome

[oBonbHO YacTo NpeacTaBrieHne pestoMe CONPOBOXAAETCS MMCbMOM, OCOBEHHO
B CnyYae, ecnu pestome oTrnpaBnsieTcs no no4vte, gakcy unm e-mail.

OcHoOBHas Uenb coNnpoBOAUTENILHOIO NUCbMA — 3aMHTEPeCcoBaTh
paboToaaTensi B NPOYTEHUN pe3toMe 1 00BSACHUTL, NoYeMy kKaHauaat
obpallaeTcs K 3TOMy N1y, Kakyto Nonb3y OH MOXET NPUHECTM opraHM3aLnn 1
NONPOCUTb MPUHATL ero Ans cobecenoBaHusl.

° PeKOMeH,D,yeTCFI Takme nnMcbMa rnevyatatb U CONpoBOXOaTb NUYHON
noanncobHo.
° [Nnucbmo cnegyet Ha4vnHaTb C NPUBETCTBUA K TOMY YEJTOBEKY, C KOTOPbIM

npeTeHAeHT xoTen Obl BCTPETUTLCS, OT KOO MOXET 3aBUCETb peLLeHne o
npueme Ha paboTy, Unn K TOMy, KTo ByaeT pakTU4eckn pykoBOAUTb
HOBWYKOM Ha Ha4varnbHOM aTane paboTbl. [l03TOMy HEOOXOANMO YTOYHUTL, Ha
Yybe UMS crielyeT nocbinatb NMCbMO.

. B conpoBoaMTENBEHOM NUCbME MOXHO MOKa3aTb CBOK OCBEAOMIEHHOCTb
06 opraHusaumu, ee AeATENbHOCTU N AOCTMKEHUSX, YAA4YHbIX MPOEKTax 1 T.4.
Takyto MHopMaLNI0 MOXXHO HaNTX B AENOBbIX pa3fenax MeCTHbIX ras3eT 1 BO
MHOIMX OTpacneBbIX XypHanax. Ecnu nucbMo nuweTcs B OTBET Ha
oObsBNeEHVe B Npecce, ykasblBaeTcs U 3Ta NpUYmMHa.

. B ocHOBHOM YacTu nnucbMa 06bIYHO AaeTcst KpaTkasi KBanudukaunoHHas
XapaKTepucTuka NpeTeHaeHTa Co CChINIKOW Ha npunaraemoe K nucbMy
pestome, YTO AOSMKHO paclumMpuTb NpeacTaBneHne pabotoaatens o
npeTeHAeHTe 1 NobyauTb ero BCTPETUTLCS C HUM.



B 3akntounMtenbHOn YyacTn NnucbMa npeTeHaeHT 0Obl4HO MPOCUT O BCTpeYe
Ans cobecenoBaHns, ykasbiBaeT BPEMEHHOW OTPE30K, B KOTOPOM
XenartenbHo 661510 6bl BCTPETUTHLCS, coobLLaeT, YTo AN YTOYHEHUST OH
NO3BOHUT cekpeTapto. [TncbMo 3aBepLuaeTcs ctTaHgapTHOW bpason:
«WckpeHHe Bawy, «C Hagexaon Ha COTPYAHMYECTBO» U T.M., TPEMS-
YeTbIPbMSI CTPOYKaMM HWXKE crieayeT noanuck, a 3ateM — dhaMunms,
MHUUManNbI U, HAKOHeL,, agpec U HoMmep TenedoHa aBTopa nNMcbMa.

Tpeb6oBaHuA K cogepXaHUIO CONPOBOAUTENBLHOIO NUCbMa

TOYHOCTb W ACHOCTb M3MOXEHNSA MbICMEN, KOPOTKME CNOBA, KOPOTKME
dpasbl, KOPOTKME ab3aupbl;

MaKcMMarnbHasa JOCTYMNHOCTb TEKCTA ANsl MOHMMaHWS, ynoTpebneHne
NPOCTbIX hpas, TOYHO N OQHO3HAYHO BblpaXkaloLLMX CYTh;

KPaTKOCTb - JTAKOHWYHOCTb, OTCYTCTBME NULLHUX CNOB U NYCTbiX dpas;

rPamMOTHOCTb - COONDAEHME HOPM rPpaMMaTUKN 1 NPaBONUCaHNS, a Takke
TpeboBaHuWIN AENOBOro 3TUKETA;

KOPPEKTHOCTb - 4EMOBOW U BEXNUBbLIA CTUIb U3NOXEHUS, HE

NCKIHOYaoLWMN XXMBOCTU U o6pa3Hocw| A3blKa, OCTaBNSAOLWNN NMPUATHOE
BrievyaTtrneHme o 4YerioBekKke.






