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Pestome (oT (p. résummé mum gar. curriculum vitae
— «Te4YeHHEe JKHUIHW», IKN3ZHEONHCAHNE,
NPOMU3HOCUTCH KYPHUKYJIIOM BHT?, 4aCTO COKPALIAIOT

a0 CV)

JIOKYMEHT, COo/iepKallui HH(pOpMAITHIO O

HaBBIKaX, onbITe paboThl, 00pa30BaHUU U
APYTOH OTHOCAWIEHCS K Aey nHpopMaIuu,
0OBIYHO TpeOyeMBIi IPH PpacCCMOTPEHHUH
KaHIUIAaTyphl YE€JI0OBEKa JJIsl HAWMa Ha

pabory.
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[ Tposwm cocnaytemm pesove |

Kparkocth

KoHKpeTHOCTD
AKKYPaTHOCTH




AKTHBHOCTD

N30upaTebHOCTD

OpueHTanys HA J0CTHKEHHUE







Pe3ioMe 00bLIYHO COCTOMT M3 HECKOJIbKHX
pa3aeiioB, HHGOpMAaLIHA B KAXKIAOM H3
KOTOPLIX NPH3BaHA B KPATKOM BU/Ie
O3HAKOMMTB NMOTEHUHAJBLHOro paboroaareis
CO BCEMM CBEJICHHSIMM O KaHAMAATE,

Heo0XoAMMBIMH JIf €ro npuéma Ha pabory.
B pe3iome He cieayeT BKJIIOYATH
HH(pOpMALHIO, HE HMEIOLYI0 HUKAKOI0
OTHOLIECHMS K NMpeanojaraeMoii padore.




Pe3roMe T1015KH0 COACPXKATD:
KOHTAKTHYIO HH(POPMANNIO KAHANIATA
KpPAaTKOe OMCAHNeE T0JKHOCTH, HA KOTOPYIO OH
[PETEHAYET

KpaTKoe ONMCAHUEe OCHOBHBIX HABBIKOB
OIMCAHUE ONBITA PAOOTHI IO CHENNATBHOCTH B
00PATHOM XPOHOJIOTHNYECKOM IMOPSIAKE
olcCaHue 00pa3oBaAHNA (IUIJIOMBbI, CEPpTHOUKATHI U

np.)




HNHoraa B pe3roMe TAKKe BKIIOYAIT HHGOPMAINIO
0 YWICHCTBE B IPO(ECCHOHAIBHBIX ACCOUAITNSX,

HAYYHBbIX IYOJUKANMAX M ABTOPCKUAX MATEHTAX.




BKJIFOYATh B PE3IOME HH(NDOPMALMIO O
KEJIaeMOM YPOBHE 3apa0OTHOM ILIATHL. ITO
JIy4lIe yKa3aTh B CONPOBOANTEIbHOM IIHUCHME
K PE3FOME. 3[ECh K€ MOMKHO JaTh JIO0bIC
HOIOJIHUTEIIbHbIC MOSCHECHUS K



CBeaeHUs TMYHOTO XapakTepa

\%

Kaxoe pe3roMe JoMKHO HAUMHATHCS C BaIIIErO
MMEHM 1 (paMUJIMU, TOYHOTO aJipeca ¢ HOYTOBBIM
HMHJICKCOM, 110 KOTOPOMY pabO0TOATENh MOXKET
BbICIaTh BaMm OTBET, 1 HOMepa Ballero TejaedoHa.
Ota nHdopManus ABIsIETCA 00I3aTCIBHOM.

K HeoOs13arenbHOM HHPOPMAIIUM OTHOCUTCS
MH(pOpMaIKS O BO3pacTe, CEMEMHOM ITOJI0KECHUH,
VOKJIMBEHIIAX, 310POBbE, IpakaaHCTBE. Kak
IIpaBUIIO, HEOOA3aTENbHYI0 HH(OPMAIIHUIO
CIEIyeT BKIIOUMTH JIMIIb TOIA, KOI/ia BbI
CUMTAECTE, YTO OHA MPOU3BEACT OJaronpusITHOE
BrneyamieHue. Hanmpumep, ecnu y Bac mpeKpacHoe
300POBbE, YKAKUTE 3TO. ECIIM HET, HE
YIIOMUHANUTE O HEM.




Ilenb

31ech Bbl 10JKHBI ONTACATh, KAKYI0O UMEHHO
paboTy M KaKylO JOJKHOCTh Bbl XOTUTE
NOJMy4nTh. HEKOTOpBIE ClIEIMAINCTHI CYUTALOT,
4TO B PE3IOME HE CIIEAYET YIIOMUHATh, KAKYIO
MMEHHO paOO0Ty BBl XOTUTE MOJIYYUTh, T.K.
BKJIFOUEHHUE 3TOW MH(OpPMAIIMU B PEIFOME MOMKET
CUJIBHO OFPAaHUYMUTH NPUMEHUMOCTD BaIllero
pe3tome. Ecnu Bel He nipuBsA3aHbl K OTHOMY-
€IMHCTBEHHOMY BapUaHTY, HE OTpaHUYNBaNTE
ce0s1 yIIOMHUHAHUSIMHU KOHKPETHOTO BHIa paOOTHI.




Oo6pa3oBaHue

\%

B niepByto ouepenb BHECUTE B CIIMCOK CBOE TTOCIETHEE
obpazoBanue. Hamprumep, €ciiv Bbl BBITYCKHUK
npodeccuoHanbHOro 00pa3oBaTeILHOIO YUPEKIACHUS,
He0O0s3aTeIbHO YIIOMUHATh CpeHIO0 KoMy, [lepeuuncnure
BCE, YTO UMEET OTHOIIECHUE K Ballel mpodecCuoHaILHOU
MOATOTOBKE. YKaXUTE Ha3BaHHWE YUEOHBIX 3aBEIICHUM, UX
MECTOHAXO0KJICHUE, BpeMsl yueObl, MPOMACHHBINA KypC U
JOCTUTHYTBIN ypoBeHb. [lepeuncianure Bce 0coObie
Harpajibl, CTUTICHIUM, TOCTHKEHUS (IUIJIOM C OTJIUYHAEM) H
T.J., HO Oy/IbT€ N30MpaTeIbHBI U HE PACTATHBANTE CBOU
criicok. Ecim, momumo ¢popManbHOro 00pa3zoBanusi, Bel
MPOILJIA KaKUE-TO KYPChl, UMEIOIINE OTHOIICHUE K
HMCKOMOM paboTe, TaKKe YIIOMSHUTE O HUX.




Oo6pa3oBaHue

\%

B niepByto ouepenb BHECUTE B CIIMCOK CBOE TTOCIETHEE
obpazoBanue. Hamprumep, €ciiv Bbl BBITYCKHUK
npodeccuoHanbHOro 00pa3oBaTeILHOIO YUPEKIACHUS,
He0O0s3aTeIbHO YIIOMUHATh CpeHIO0 KoMy, [lepeuuncnure
BCE, YTO UMEET OTHOIIECHUE K Ballel mpodecCuoHaILHOU
MOATOTOBKE. YKaXUTE Ha3BaHHWE YUEOHBIX 3aBEIICHUM, UX
MECTOHAXO0KJICHUE, BpeMsl yueObl, MPOMACHHBINA KypC U
JOCTUTHYTBIN ypoBeHb. [lepeuncianure Bce 0coObie
Harpajibl, CTUTICHIUM, TOCTHKEHUS (IUIJIOM C OTJIUYHAEM) H
T.J., HO Oy/IbT€ N30MpaTeIbHBI U HE PACTATHBANTE CBOU
criicok. Ecim, momumo ¢popManbHOro 00pa3zoBanusi, Bel
MPOILJIA KaKUE-TO KYPChl, UMEIOIINE OTHOIICHUE K
HMCKOMOM paboTe, TaKKe YIIOMSHUTE O HUX.




OnpIT padOTHI

\%

BrinyCKHMKY 0€3 oIbITa pad0Thl MOYKHO
OTPa3UTh XapaAKTEP BPEMEHHOW Pa0OThI, €CIIH OH
€€ BBITIOJIHSII, IIOJJYEPKHYB IIPU 3TOM
MCTIOJTHUTEIBHOCTD, U XOPOIIUE OTHOIICHHUS C
KoJUuteraMu. MOXXHO yKa3arh MECTO IPOXOKIECHUS
IIPOXU3BOJICTBEHHOM MIPAKTUKH, YETO BbI 1O0CTUTIIU
Ha pabodeM mecte, (haMUInio U TeaedOoH
HACTaBHMKA.




JlonoHUTEIbHAS NH(OpPMAIHS

N

DTOT pa3fei, He SBISASICh 00s13aTeIbHBIM, MOXKET
COJZIEPKaTh CBEJACHMS, MOAUYEpKUBarOIIe Bamn
CHJIbHBIE CTOPOHBHI.




NuocTpaHHbIe A3BIKN. YKAKUTE BCE A3bIKHA, KOTOPHIMU BIIAJIECTE, U
CTEIIEHb UX 3HAHUA.

Oco0bie HaBbIKU. 31eCh Bbl MOXeTe yka3zaTh Balll KOHKPETHBIE
HaBBIKM, WMEIOIIME OTHOILICHHWE K Balleu mpodeccuu (Hampumep,
MPOrpamMMBbl U THUITbI KOMIIBIOTEPOB, KOTOPBIMHU BBl BIAJICETE).
IIy0MKauu U Te U3IAHUA, B KOTOPHIX OHM BbIILJIM HATPAAbI U
crune”Hauu. OtTmersTe BCE€ HArpajpl, TPaMOThbl, ITOYETHBIE
OUIJIOMBI, CepTU(UKATBI, KOTOpble Bbl HMeeTe MO  JaHHOM
CIIE[IAAITLHOCTH.

HenpodeccuonaibHasgs aedTeJbHOCTb. B 3TOM pasuene MOXHO
yKa3aTh Bally paOOTy B pa3WyYHBIX OOIECTBEHHBIX OpPraHMU3AIUIX,

Ballld MHTEPECHI 3a MpejesiaMu Ipodece \




Pe3iome

Hara: 00.00.00;
Agnpec: VHAEKC, TOPOI, yIUIa, TOM;
Tenedon: 000-000-000;
Jlata 1 MecTo poxacHus: JIeHb Mecsiia, MECSII, Lo, FOpo (CEo);
['paxxaanctBo: P.®. (YkpanHa U T.11.);
CemerniHoe noJjioxxkeHne: sKeHar, X0JI0CT, COCTAB CEMbM;
O6pazoBanue: ['ojbl yueObl, 3aHUMACMbIC HOJHKHOCTH (CBEACHUS U3J1aratoTes B
0OpaTHOM XPOHOJIOTUYECKOU (POPME);
JlonoJHUTEIbHBIC CBEJCHMS: BlilajiecHe NHOCTPAHHBIMU SI3bIKAMM,
M CII0JIb30BAHNE TEXHUKH, HATMYKE MyOJIUKAUN 1 T.11.
Yeprsl xapakrepa: Y Ka3bIBAKOTCS BAXKHEUIINE, [0 MHEHUKO IIPETEHICHTA Ha

JOJKHOCTh, CBOMCTBA CBOETO XapaKTepa;
[Toamuce:  1.®D.0O



ConpoBoaureibHOE MHCHMO

Hanpagnas croe pe3ioMe NOTEHIMANLHOMY paboToaaTeNio WU NOCPEIHHKY,

KEJIAaTeIbHO CHAOUTH €ro CONMPOBOAMTEIBHBIM ITUCHMOM. XO0pOILO
COCTaBJICHHOE ITHCBMO BBI3BIBAET K BAM HHTEPEC U ABIACTCA YAOOHOMH
OTIIPABHOH TOYKOH JJIA MOCIEAYIOIINX JTHYHBIX KOHTAKTOB.

Peman nna ce6sa Bonmpoc o nenecoodpasHOCTH HHHIMATHBHOIO HAIPaBICHHA
NOTEHIHANBHOMY paboToaaTemo pe3ioMe C COMPOBOAUTENLHLIM ITHCHMOM,
YYHTBIBAHTE, YTO V1A MHOTHX POCCHHCKHX PYKOBOJUTENCH MOIYy4YCHHE
nooOHOro mucbMa MOXKET ObITh HEMPUBBIYHBIM. OCOOCHHO, €CJIH BbI JKHBETE
B TOM K€ IOpoJIE, 4To H ajpecat. [lockonbKy 4acTo HOBOE H HENMPHUBBIYHOE
BOCIIPMHHMAETCA HEraTHBHO, OyabsTe ocTopoxkHbl. Ho 3Ta hopma

MpeACTaBIAETCA nenecoobpa3Hoi mpH obpameHnH B HHOQHPMBI H B
areHTCTBa, 3aHUMalOIIHECA MoAGOPOM NepcoHana no 3akasam GHpM.




CocTaBiaasg NHCbMO, YIHTHIBANTE ClIeyIOIIHe
COBETHI.

— 3naiite Bammx aapecaros. [loctapaiiTech yuecTh CTHIL ROMIAHIN ¥ IHYHLIC RAYeCTBA

KOHKPETHOI'O aJjpecaTa, €clii OHH BaM M3BeCTHbI. ECIIH BBl NOYTH HUYEr0 HE 3HaeTe O

JIAHHOH KOMITaHHWH, MOJKHO TMOKa3aTh ce0a CrennalIucToM B OnpeieNieHHol odnacTy,

YNOMAHYB 00 H3BECTHBIX BaM KJIIOYEBBIX nMpobneMax. CaMoe rimaBHoe — NMPHBJIEYb U
yAepxKaTb BHHMaHHeE.

— 3aunTepecorbiBaiite. JIyumuii cnocod npueiiedyb BHUMaHHE — FOBOPHTH O TOM, 4TO
HHTepecyeT cobecelHHKa. 3aMevyaTelbHO, €CIIH Bbl MOXKETE Ha4aTh MHCHMO LIHTATOH H3
ony0JIMKOBaHHBIX BbICKa3blBaHHIi ajipecaTa (KOHEYHO, €CIIH TAKOBbIE HMEKOTCH).

— Ilpuenekas BHUMaHHe, yaepkuBaiTe ero. OMHaKoO ONMUCHIBANHTE CBOH YCIIEXH H
MpeANIECTBYIONIMH ONBLIT KpaTKko, H3beras noeTopenus «A! A! A.

— Jlo6uBaiiTech aGCOMOTHOI ACHOCTH B H3NOKEHHH cBoeli neny. Hu B koeM ciyuae He
BCTaBJIAHTE B MMCBMO KYCKH pe3ioMe, IpH He0OX0IUMOCTH 00A3aTeNbHO
nepedpasupyiite HHGOpPMAaLIHIO.
— bBeiiTe neneHanpapieHHO B OJHY TOYKY. Bamia nens — y0eIuTs YHTaloIero B TOM, 4To
BBl JICHCTBUTENILHO NMpEACTaBIAETe HHTEpeC A HX KoMnaHuH. OcobeHHO 1IeHHO, ecliH
BBl MOJKETE MOKa3aTh 3T0 Ha KOHKPETHBIX MPHMEpaXx.




=

ConpoBOIUTEIBHOE TUCHbMO JOJDKHO OBITh KpaTKUM. OHO JOJDKHO COCTOSITh HE
0oJiee YeM U3 TpeX-4eThbIpex a03aIeB, HO MPHU CXKATOM, CKOHIIEHTPUPOBAHHOU
(opmMe MpuBJI€Yb, BHUMAHUE K BaM M MOKa3aTh Ballly EHHOCTh JJIs1 pabOThI, HA
KOTOPYIO BBl IpeTeHayere. HaumHaTe mMUCBMO clienyeT ¢ OOBSCHEHHUS TOIO,
o4YeMY Bbl OOpAIlAa€TECh K JAHHOMY JIMILY: HAIIOMUHAHUE O MPEAIICCTBYIOIIEH
BCTpEUE WM TeIe(POHHOM pa3roBOpE, CChUIKAa Ha JIUIO, 3HAKOMOE ajpecary
WM Ha KaKyro-TO MH(POPMALMIO O JTAHHOM JIMIE WJIM OpPTraHu3alliy, KOTopas
noOynauiaa Bac 00paTuThCs K Hemy. OUeHb XOPOIIo, €CIM BaM yIacTCsl BCTaBUTh
3JIECh Mapy JECTHBIX CIOB O KAaKUX-TO KOHKPETHBIX YCIIEXAX W JIOCTHKECHUAX
JAHHOTO JINIA Wi opraHu3anui. OCHOBHAs 4YaCTh KOPOTKO OIPEIECIISIET Ballv
BO3MOXXHOCTH W TPEANIECTBYIONIME PE3YJAbTAThl, IMOITBEPK/IAOIINE Bally
MOJIE3BHOCTh HAa MCKOMOM MeECTE. 3aKJIFoUMTeIbHas (Ppa3a JOJKHA COJEpIKATh
KaKyI0-TO MPOTpaMMy BalllMX [aJbHEUIIUX JECUCTBUW. 3BOHOK II0 ITOBOXY
Ha3HAYCHUs BCTPEYH, MPHUXOJ B OPTraHH3ALMIO B IPEUIAracMoe BpeMsl, €CIH

OHO YCTPOHT agpecara U T. II. \




CTpyKTypa H NpHMep CONPOBOAUTEIbHOr0 MUCHMA

Danvumma 1 HHALRANL! apecaTa.

JlonxHOCTL afipecaTa ¥ HAMMEHOBAaHHE OPTaHU3alIHH.

Anpec opraHu3zalium.

JlaTa cocTaBlIeHHA MHUCbMa.

I'ny6GokoyBaiaeMblii (MMA M OTYECTBO, HO MOXKHO M (paMUIIHIO).

INeperiii aG3an gokeH NpUBIeYh BHUMaHKWE H 0003HA4YMTh NOBOJ 0OpaleHns K ajapecary.
Bo BTOpOM — KIIIOY€BHIE JaHHbIE O cebe, KOTophie N0APOOHEee PacKPBITHI B pe3toMe.

B 3akmounTenbHOM aG3aue J0JDKHO ObITh yKa3aHO, Kak Bbl IIPeJlaraeTe CTPOHTD
nanbHelmue KoHTakThl. He 3a6ynbTe, yT0o HE06XOAUMO OCTABHTh AKTHBHYIO POJIb 32
co0oii.

Hckpenne Bam(a).
Pacmmdgporka noanucu (pamMunus, UM, OTYECTBO) H JIHYHAA NOJITHCD.
KonrakThas nndopmaunsa (aapec, Tenedon, daxc, e-mail).




[MocelnaTh i BMeCTe ¢ pe3ioMe cBoe (hoTo?

Her- ecnu 310 hoTOrpacdus Beiciiana 1o
¢axcy.

Jla — Tex, KTO HemoCpeACTBEHHO paboTaeT ¢

KJIMEHTaMH H €CJIH (POTO OTCKAaHUPOBAHHOE (MJIM
CHATOE C NMOMOIIBIO IIU(POBOro amnmnapara) 4

MOCJIAHHOE IO JIEKTPOHHOM MoYTE H300pakeHHne

PekpyTepbl H CIELMAIKCTHI CITyx0 NEpcoHala HMEIOT NPEKPAaCHO Pa3BHTYIO 3PHTEIILHYIO
NaMATh, TaK YTO, 3aMETHB, 3alIOMHAT, HO FAPAaHTHPOBATH, YTO 3T0 00A3aTENLHO NOHAET

BaM Ha NoJb3y, TpyaHo. Kpome Bcero mpouero, y Kakoro 4elioBeKa eCTh CBOH
TIPEJINOYTEHHs W BOCTIOMHHAHHsA, KOTOPLIE MOTYT CHITPaTh KaK KpaiiHe
TOJIOXKHUTENLHYIO POJb (€CIIH BbI BAPYT OKaXKETECh MOX0XKH Ha KOT0=T0 JI0OPOroro
cepaiy CMOTPAIIETro), TaK H KpaiiHe OTpHIIaTeIbHYIO (€CIIH CXOJICTBO HE BRI3LIBACT
TIOJIOXKHUTENBHBIX YMOILIMI).




DYHKIHOHAJILHOE pe3loMe

MOCBAIIEHO YMEHHAM, MPEHMYIIIECTBEHHO
ynoTpebisieMbIM B pa3HbIX cepax,
KOTOPBIE BBl MPHOOPENH B X0O/I€ MOTYYECHHUSA

npo¢eCCHOHAIILHOTO 00pa30BaHuA.
DOYHKIIMOHAJILHOE PE3IOME, B OTIIMYHUE OT
XPOHOJIOTHY€eCKOoro, 6onee ynobHo aa Tex,
KTO HIIET paboTy BNEpBLIE.




[Ipr Hanmucanuy (YHKIHOHAJIBHOTO PE3IOME CIIEIYET HMCIIOJIb30BATh
[J1arojibl, OPUEHTUPOBAHHBIE HA JCHCTBUE. YMNPABIATh, OLIEHHBATH,
PYKOBO/IUTb, 00pabaTbIBaTh, 3aBEI0BATh, pacipeesTh,

aHaJIM3UPOBaTh, PETUCTPHUPOBATh, KOHCYJIHTUPOBATh, 3aIHCHIBATH,
yXa)XHBaTh, OPraHU30BBIBATh, KJIACCU(UIIMPOBATh, BECTH CUETAa,
opy4Jarhb, COCTaBIIATH OIOIKET, IIOMOT'aTh, CO00IIaTh,
KOMITUJIMPOBATh, oOy4ars, TpeOOBaTh, IPOCKTUPOBATH,
CHCTEMaTHU3UPOBATh, HPOTHO3UPOBATh, HHUIIMHUPOBATH, 0000IIATh.




