Kak nanucartb pe3ome: o0pa3sel, CTPYKTypa, COBETHL...

YtoObI OTBETUTH Ha BOIIPOC - KaK IPAaBUJILHO HAIMCATh pe3oOMe, KaK HallcaTh
XOpolllee pe3roMe, KaK HamucaTh pe3ioMe, KoTopoe nacT BaMm mpeumymiecTBa Ipu
yCTpOHCTBE Ha paboTy, UL Hauala Hy>KHO XOPOIIO MPEACTABIISATh YTO TaKOe Pe3toMe,
U KOHEYHO XX€ - XOTA OBl pa3 IOCMOTPEeTh Ha oOpasel pe3roMe. A y3HaB CEKpET
pesroMe W yMeso NMpHUMEHss MpaBHia HalKCaHWs pe3toMe - Brl momydure Gosblie
IIaHCOB MOYYHTH JKelaeMylo paboTy.

Hrak - 4To TaKkoe pesrome.

Pe3rome 103aMMCTBOBAHO HAMHU U3 IPAKTUKK €BPOIIEHCKOrO ¥ aMEPUKAHCKOTO
KaIpOBOTr0 MEHEIKMEHTA.

Pesrome - 3T0 mepBoe, UTO HEOOXOAUMO HMEThH MPHU NMOUCKe PaboOThI.

MoXxHO cKazaTh, YTO IIpU YCTpoiictBe Ha paboTy, o00s3aTenbHOe
IIPEIOCTaBIICHHE PE3IOME - 5TO OFMH U3 3JIEMEHTOB COBPEMEHHBIX IPaBUII [IEIOBOIO
STHKETa, HO OJJHOBPEMEHHO 3TO OJTHO U3 caMbIX 3()()EKTUBHBIX CPECTB peKIaMbl Ha
pBIHKE TpyZa.

Pe3tome - »5TO KpaTKuif BBIBOA M3 CKa3aHHOTO, HANMCAHHOTO WU
MIPOYUTAHHOTO, CKATO U3JIATAIOIINI OCHOBHBIE MOJI0XKEeHUs (TOJIKOBBIN cioBaps [I.H.
Vrakosa).

[TprMeHHUTENBHO K MOUCKY paboTHl, pe3loMe - 3TO ONHCAHUE CIIOCOOHOCTEH
YeJloBeKa, KOTOpHIE JeNaloT €ro KOHKYpPEHTOCIIOCOOHBIM Ha phIHKE Tpyaa. OHO
JIOJDKHO OTOOpakaTh TPHU OCHOBHBIX KadecTBa, TpeOyeMBIX OT COTpyIHHKA:
00pa3oBaHHOCTh, IPOAYKTUBHOCTH U HEOTPAaHWYEHHOCTh cHocoOHocTel. B
HEKOTOPBIX CIIydasx MOXKHO BCTpeTuTh abOpeBuarypy CV (nar. - Curriculum Vitae),
B OyKBaJIbHOM IIEpeBOJE O3HadaeT 'KU3HeomucaHwe" WIM "XOA JKHU3HH" H
mpencTaBisieT co0oi pe3toMe pPabOTHHKOB TBOPUECKMX Ipodeccuil; B HEM
MIpeICTaBICHbI PE3yJIbTaThl TPYAd, B TO BpeMs Kak MecTa paboThl He YKa3bIBaIOTCH.
CTwip pesroMe Yallle HampaBlieH Ha IOIydeHHe KOHKPETHOro Mecra paboThl, B TO
BpeMms kak CV conepxut Gosiee MOApoOHYIO U CTPYKTYPHPOBAHHYIO HH(POPMALIHIIO O
KapbepHOM ITyTH YeJIoBeKa. B KOHTEKCTe Halllero BpeMeHH I0KyMEHT, 0003HaYeHHBIN
CV mmu "pesrome" (dpanil. resume - KpaTKOe H3JIOKEHHE OCHOBHOT'O COZIEPKaHMUS),
HE CTOJBKO ONMCHIBAET NMPO(ECCHOHANBHYIO XKU3Hb COMCKATENs, CKOJIBKO CILYXKHT
OCHOBaHHEM JUIs TpHUTJIalleHuss Ha coOecenoBaHue. Pestome HeceT B cebe MHOIO
MIOJIOXKHUTEEHOTO0, KaK JUIsl COMCKaTes pabodyero MecTa, Tak U i paboTomaTes.

s comckarens - "3TO HOEaTbHBIM CIocod MpencTaBUTh cebs B Hamboiee
BBITOJTHOM CBETE, a I paboToaTeNs - CBoeoOpa3Hblit METO OTCEBA HEMOIXOAALINX
KaHauaaTos'.

Ileqns pesrome - mpuBieYb BHUMaHWE K cebe IpU IEPBOM, Kak IIPHUBHUIIO,
320YHOM 3HAKOMCTBE, IIPOM3BECTH ONAarompUsATHOE BIEUYATICHWE U IOOyAUThH
paboTomarens NpUIIacuTh Bac Ha TMYHYyIO BCTpedy.

OTcrozia BEITEKAET IVIABHBIH NMPUHLIMI HANIMCAHHUS pe3loMe - IIOJUYEPKHYTh
BCE IIOJIOKUTEJIEHBIE MOMEHTHI U CIeNIaTh He3aMEeTHBIM, HACKOJIBKO 3TO BO3MOXHO,
TO, YUTO Ballle¥l CWJIbHOW CTOPOHOM HE SABJIAETCH.

Hy»HO0 HanmucaTh TaKoe pe3lome:



. YTOOBI MOTEHIMATIBHEIA pabOTOAATENs BOCIPUHSII, UTO TaKoe pe3toMe
SBJISIETCS MCTOYHUKOM Bammx Ouorpadudeckux NaHHBIX U HHGopManuu o Bamem
po(heCCHOHATTFHOM OIIBITE;

. 9To0 OBl OHO JaBajJO JONOJHUTENIFHBIE CBEINEHHS, KOTOPHIE
3aUHTEpeCcyloT paboTojarens M MO3BOIAT IOATOTOBUTHCS K IIPOBEICHHIO
IIOJTHOIIEHHOTO UHTEPBEIO ¢ Bamu;

. yTO OBI TaKO€ Pe3rOMe OTBEYaJo Ha BOIPOC, COOTBETCTBYETE JId BEI
TpeOOBaHMM, YCTaHOBIIEHHBIM paboToHaTeneM sl TaHHOU pabOTEL.

Pestome, ¢ KOTOpeIM paboTomarenb O3HAKOMMJICS OO coOecemoBaHus,
IIO3BOJIAET OBICTPO y3HATH INTABHOE O KaHAUATe, CHOPMYIHMPOBATE JOTIOTHUTEIbHbIE
BOIIPOCHI U HE 3aIlUCHIBATh HEOOXOIWMEIE aHHBIE O KaHOWUZATe, YTO COKpallaeT
BpeMs U NOBBIIIaeT 3G GeKTUBHOCTE cobeceioBanmMs. Yare Bcero KaJpoBkie BOIPOCH
KYpUPYIOT MEHEIDKEpHI 10 MEPCOHAY, CEeKpeTapH, Opuc-MeHeIKephl, HaYaTbHUKA
OTJENIOB IIPOAQXK, U TaXKe TJIaBHbIe OyxraiTepa.

CreraimicThl 10 TOA0O0pY KaJpOB IONB3YIOTCS CYyOBEKTHBHBIM METOIOM
orbopa pe3roMe, a TaKKe METOIOM 0TOopa 1o sy GopMaIbHBIX IPU3HAKOB (OIBIT U
HaBBIKH paboTHl, MpodeCCHOHATFHBIE KauecTBa, 00pa3oBaHMe, 1OJ, BO3pacT | T.IL.).
B nepBoMm citydae 60bI10€ 3HaYCHUE UMEET CyOhEKTHUBHOE BOCIIPUATHE MEHEKepa,
BO BTOPOM - IIpO(ECCHOHAIBHO COCTAaBICHHOE pe3loMe, IIOI4epKUBAIOIIee
JNOCTOMHCTBA M YMEJIO HUBEJIMpPYIOLee HEIOCTaTKH IpeTeHaeHTa. Ha ocHoBaHWMM
pe3toMe GopMHpPYETCs ITEPBOE U JOBOJIFHO YCTOHYHNBOE MHEHHUE O YeJIOBEKEe, KOTOPOe,
OJHAKO, CyOBEKTMBHO M 3aBHCHUT OT CTCPEOTHUIIOB BOCHpHUATHA oxeidt. Ecmu
MpUTJIAIIeHHe Ha coOece0BaHME MOyYUTh HE yIal0Ch, 3HAUUT, PE3FOME 10 KaKUM-
TO TpUYMHAM HE IPHUBIEKIO BHUMaHHWE paboromarensd. EQWHCTBEHHBIN IIaHC
IIPEyCHeTh C MOMOIIBI0 pe3toMe - MOMEHT, KOTJa €ro YMTaloT B IepBhId pa3. Kak
MpaBWJIO, Ha IPOCMOTpP pe3loMe 3aTpauuBaeTcs He Oonee 2-3 MuHyT. VIMeHHO
MO3TOMY TIPH €r0 COCTaBJICHWM MCIOJB3yeTcs cTaHmapTHas ¢opma. ITo MHEHHIO
OonbIIMHCTBA paboTonaTeneld, O4eHb BaKHO, YTOOBI MH(pOpMaLUsi B pe3toMe ObLia
MaKCUMaJIbHO IIOJIHOM U OHOBPEMEHHO KpPAaTKOM, a IJIaBHOE, YTOObI COUCKATENhb BO
BpeMs coOeceIoOBaHUs MOT TIOATBEPIUTH BCE TaHHBIE.

Yr1o6bl HAamMcATh XOpollee pe3roMe, HEOOXOAMMO CIIEIOBATh IPHHIUITY
u3buparenpHOCTU. MHpOpManuio as pestoMe ciiemnyeT oTOUpaTh, UCXOIS U3 €ro
IeJield, TO eCTh B PE3FOME CTOUT BKIFOUATh ONKCAHWE UMEHHO TEX aClEKTOB BaIllETo
OIIBITA, KOTOPHIE 3HAYMMBI JUIS IIO3ULIUH, Ha KOTOPYIO BEI IIPETEH/IyETe.

I[To dopme  pestoMe  TOAPA3ENAIOTCS  Ha  OpodeccHoHANbHBIE
(YHHBEpCaJIbHBIE),  XPOHOJOTHYECKHE,  (QYHKIHMOHAIBHEIC,  XPOHOJOIMYECKH-
GYHKIIMOHATBHEIE, IIeTIeBhIe U aKaJeMUIECKHe.

. Yare Bcero HCIOIb3yeTcs NpofecCHOHANIBHOE (M YHHBEPCAIbHOE)
pe3loMe, B KOTOpoM Bcs HH(popmanus mnpencrasisercs B Onokax. Ilo mueHHIo
CIIEIIVAIACTOB, 3Ty (opMy IIpeAlOYTUTENbHEE HCIIONB30BaTh TEM, y KOIO C
MOCITY>KHBIM CIIICKOM BC€ B ITOPSIZIKE.

. Eciu sxe onbITa paboThl HEOCTATOUHO, WK €CTh IIEPEPHIBEL B TPYAOBOM
cTaxxe MH(OpPMALUIO Jy4llle pPa3sMECTHTh B (YHKIHOHAJIBLHOM pe3loMe.




@yHKUHOHAIBHOE PE3FOME IIPUMEHIETCS IPH ONHUCAHUH CHeNH(PHUUECKOTO TPYIOBOTO
ONBITa M Kpyra 3aHATHH, KOIZa HET HeoOXOAMMOCTH pacmojaratb B
XPOHOJIOTHYECKOM IIOpsAKE IPOLIECC HAKOIUIEHWS 3TOTO OmbiTa. B HeM memaercs
aKIeHT Ha o0pa30BaHUMU U CHENMAITBHBIX 3HAHUAX M HaBbIKaX. Takke 3Ta dopma
pe3roMe npruemMiieMa B TeX CIydasix, Korja Obl1 O0JIBIIOH IepephIB B paboTe WK €CTh
HEOOXOUMOCTh CMEHHUTH IPO(ECCHIO.

. Ecnu ke rimaBHOE IPEUMYIIECTBO - OIBIT pabOThI, pe3FOMe TOJKHO OBITH
COCTABIIEHO B XPOHOJIOTMYECKOM IOPSAAKE C MEPEYUCICHHEM BCeX MECT paboThl U
Ha3BaHWK MpeanpusAThi. XPOHOJOTHYeCKOoe HJIH PeTPOCHeKTHBHOE pe3loMe
Hanbolee IOAXOOUT CIIEIUATHNCTaM, MHOTO JIET IPpOopabOTAaBIIMM B OIHOM M TOM XKe
00JIaCT! U YKeJAoLUM B Hell IPOJIOIDKATh CBOIO IEATEIEHOCTD.

. XpoHooruyecku-pyHKIHOHAILHOE pe3ome UCIIONB3yeTCs
HanboJIee 4acTo I OCBEIIECHUI KaKUX-TO OCOOBIX JOCTHIKEHHIA, B HEM B TO K€ BPEMSI
COXpaHSETCs XPOHOJIOTHYecKasi IOCIe0BATEIbHOCTD U3JIOKEHHSI TPYIOBOT'O CTaXKa 1
o0pa3oBaHus.

. IleneBoe  pe3lome  3amonHsAeTCs  TOTAa, KOIJa  BHUMAaHHE
COCPEINOTAauMBacTCsI Ha COUCKAaHUHM ONpPEHNeNIeHHOH JO/DKHOCTH W 3alpoc
MOJKPEIUIIeTCS U3JIOKEHUEM 3HAHUN U CIIOCOOHOCTEH.

. AkaieMHYecKoe pe3loMe HCIOIb3YeTCs I IOMCKa MpodeccopcKo-
IpenojaBaTeabckoi paboTel. CaMOCTOSTENbHYIO YacTh TaKOTO PE3IOME COCTaBIISIET
nepeyeHb HayIHBIX paboT U My OJIMKaKid, HAyYHBIX JOCTIDKEHUMN, Harpa U 3BaHUM.

Camplii GoIbIIOI CeKpeT pe3lOMe: HYXHO HAIMCaTh PE3OME HE O]
KaHAUOATypy COUCKaTeld, a o TpeOoBaHUe KOHKPETHOTO paboTOAaTENs, C yUETOM
ocobeHHOCTel OM3HEeca KOMITaHUH.

U nosTOMy 0AHO M3 IJIABHBIX MPAaBHJI pe3loMe: Ha Ka)XJ10€ HOBOE MHTEPBBIO
CIIETyeT IPUXOUTH C HOBBIM PE3IOME U HUKOT/Ia - Oe3 Hero.

Wtak, mpaBWIRHO HAlMCAaHHOE pE3IOME - Ball IOMOIMHMK B IIOMCKax
JOCTOMHOU pabOThI, TIOATOMY PEKOMEHJIYyeTCsl IIOCTOSHHO Pa3BUBATh COOCTBEHHOE
YMEHHE COCTABIISATh PE3FOME.

Kak Hanucatb pe3iome

Pestome - odunuanbHBIA JOKYMEHT, IpaBUjia HaIUCaHUS KOTOPOIO
periaMeHTHPOBAHbI PYKOBO/ICTBOM IIO AETIOIPOU3BOJICTBY.

O6bem u TpeGoBaHUA K 0(pOPMIIEHHIO pe3loMe

Heo6xogumMo mpoayMaTh HECKOJIBKO BApHAHTOB PE3IOME - IS OTIIPABIICHUS I10
noyTe (WM BpydYEHHs JIMYHO), 110 (akcy, B aJeKTpoHHOM Buze 1o E-mail. Ognako
TEKCTHI JOJDKHBI OBITh MIEHTHYHBIMU. Pasznuyarbes MOXeT oQOpMIIEHHE - YOAa4yHO
nonobpanHast (oTtorpaduss yKpacuT pe3roMe, HO IOOyMaiiTe, Kak OHa Oyner
BBIJIANETh, TIOTyYEeHHas 10 (akcy.

1. [TepBoe He3pI0IEMOE MPABUIIO - OOBEM PE3FOME HE MOXKET IPEBBIIIATH
OIHOM, MakCUMyM IBYX CTpaHUL ¢opmata A4, IOpUYeM KEJIATEeIbHO, YTOOBI
KITroYeBas HHGOpMalys HaxoIuiIach Ha iepBoi crpanuie. Eciu jxe 00beM 3Toro He
II03BOJIAET, TO MOAyMaiTe, KaKoi HH(opMalel BBl MOXKeTe okepTBoBaTh. OiHaKoO,



€CIH y YesoBeKa OO0JbIIoi ombIT paboThl, 3TO CO3aeT OMpe/IeieHHBIE CI0KHOCTH U
OrpaHMYEHUs, HO IIpH Habope pe3toMe Ha KOMIIBIOTEPE, €CTh BO3MOXKHOCTH O0OUTH
3TO NPaBWIO: U3MEHHWTE pa3Mep MpU(Ta, XOTAd 3TO U HE JKEIAaTeNbHO - pe3loMe
JOJDKHO YUTATHCS JIETKO.

2 Ecnu pesrome 3aHmMaeT Gojbllie OJHOW CTpaHUIBI, B KOHIE CTPaHMIL
YKa3bIBaeTCsl, YTO MPOAOIDKEHNE HaXOAUTCs Ha cienyromeM jucre. Ha Beex mucrax,
KpoMe [IEpBOro IIeuaTaeTcs HOMEp JIMCTa U yKa3bIBaeTCs (PaMIUIIHsL.

3. Ecmu mo o6BpeMy pe3toMe MOIyYHIOCh Ha OJHY HEMOJHYIO CTPaHHILY,
nH(popMaLuI0 HEOOXOIUMO PaCIONOKUTh TaK, YTOOBI CTpaHHUIA ObLIa IOJHOCTHIO
3aHAITa TEKCTOM.

4. Uro6bl HammcaTh "IpaBUIbHOE" pe3toMe, HEOOXOOUMO HCIIONIb30BaTh
omvH mpudT, xenarensHo Times New Roman mu6o sxe Arial. MHOXXecTBO miprdTOB
pa3HBIX pa3MepoB HeumTabenbHbI! CTporuit cTuib oGOpMIIEHHS - HENpeMEHHOe
ycioBue. He CTOMT Takke AEMOHCTPHPOBATH BO3MOXKHOCTH (uibTpoB Adobe
Photoshop: pe3rome - 370 TOKyMEHT.

5. UYro kacaercs pa3Mepa Mmpu(Ta, TO CTaHAAPTHBIM JUIL pe3lOMe
cuntaercs mpudt 12-ro pasmepa. Heobxommmo, uToOrl Bce comepKuMoe OBLIO
OJTHOTO pazMepa.

6. Kaxnplit paznen pe3roMe HODKeH OBITh OTAEICH OT IIPEIBIIYIIETO.

g5 3aroJI0BKH JIy4Ile BBIOENSATE XKUPHBIM W/WIH MOTIEPKUBAHUEM.

8. OO6s3aTenpHO TIPOBEphTE MpaBomucaHue (kHomouka F7 B pemakTope
Word). V pestomMe ¢ ommbkaMu HET HUKAKUX IIaHCOB.

9, PestoMe nomxHO OBITH HAMCAHO MPOCTHIM SI3BIKOM.

10. JIns DOKyMEHTOB TaKoro THIAa PEKOMEHIYETCS CIEHYIoIlas pa3MeTKa
CTpaHUIBL:

BEpXHEeE MOoJIE - 2 CM, IIpaBoe - 2 M, HIKHEE - 2 CM, JieBoe 2,5 cM. Jlomyckaercs
Cy)XKeHHe IOl Ha CAaHTUMETP M BMECTO CTaHHApTHOTrO 12-ro pasMmepa mpudrta
ucnonb3oBanue 10-ro. B To jxe BpeMs BapHaHT ¢ YMEHBIIICHUEM HMIpuQTa IprueMiIeM
TOJIBKO B TOM CITydae, €Ciii pe3toMe OyaeT oTmpaBieHo paboTomarento mo E-mail-y
WIK BpydYeHO JIMYHO. B cirydae ormpaBieHus pestoMe mo ¢akcy, pasMep Hpudra
MeHblIe 12 JTydine He UCTI0Ib30BaTh, HHAUE Pe3oOMe HEBO3MOXKHO OyAeT IPOYUTaTh.

11. s pe3rome UcIonb3yercs Oymara 6esroro 1BeTa, XOpouIero KagyecTna.

HecrangapTHoe pe3rome

Ecnu Bel penmiiy HanucaTh HECTaHAAPTHOE PE3FOME, UMENTE BBUAY - TaKas
CTpaTerus Xopolla He BO BceX cilydasxX. Kak pyKoBOACTBO K EHCTBHUIO OHA MOXKET
OBITh MPHUHATA MPEINCTABUTENIIMU TBOPUECKUX IMpodeccHii, KOTOPHIM "MO3BOIEHO"
OTXOIUTH OT CTaHAapTa. YTo ke KacaeTcs CHEIHMAIUCTOB APYIUX (HE TBOPYECKHX)
npodeccuit - UWHXEHEpOB, BoauTenei, OyxrainrepoB, M T.I., - TO 3[€Ch
IPEATIOYTUTENFHEE COMCKATENSIM OCTaBaThCs B paMKax O(UIIUAIBHO yTBEP KICHHBIX
HOpM. DTO CBSI3aHO, IPEXE BCETO, C TEM, YTO OT CHEIHAIUCTOB JAaHHOTO MPOQUIIL
TpebyeTcsi TOUHOCTh, CKPYIYJIE3HOCTh U 00s3aTeNIbHOE COOI0IEHNE NODKHOCTHBIX
UHCTPYKIIUH.



Cremyer y4uTeIBaTh, YTO KaJpOBBIE areHTCTBA, KaK IMPABHUIIO, MCIOJIB3YIOT
IPUCIaHHBIE UM PE3IOME KaK MCTOYHHUK ITOJy4eHHs HeoOXonuMol MHpOpMaIuu o
COHCKaTelle, IO3TOMY OHa B '"CyxoM" BHIE IEpEroHSeTCs] B CTaHNAPTHBINA OJIaHK
pesroMe, B KOTOPOM "TBOpPUYECKUE BOJIBHOCTU" aHHYIUPYIOTCS. ECii BB IpHCHLIaeTe
HECTaHIapTHOE PE3IOME HETIOCPEACTBEHHO pab0TONaTeIt0, TOTAA €CTh IAHC, YTO Balll
TBOPYECKHH MOAXOA OyJeT IO TOCTOMHCTBY OLEHEH TeM, KOMY OH, COOCTBEHHO U
IpeaHa3Havgascs.

Bo3mosxkHOCTH TBOpUYECTBA

EcTb HECKOIBKO CTaHOAPTHBIX JIMHUMH, CIeIysl KOTOPBIM MOXKHO TPeoOpasuTh
pe3roMe B HEUTO TBOPUYECKH HECTaHapTHOE.

. @®ortorpadusa. Ilo xmaccuyeckuM KaHOHAM [IENTONPOU3BOICTBA,
dotorpadus momkHa OBITH NPUOIM3UTEILHO TaKOM XKe, Kak B macnopre. Ho u 31ech
HE CYIIECTBYeT IIpaBUi 6e3 ucKmodeHud. OOUH JUTPEHaKTOp MPHIYMall OYeHb
UHTEPECHBIN XOJ1 - BMECTO (hOTO Ha PE3IOMe OH ITOMECTHII CBOM CHITYyITHEIH IIOPTPET,
U3 T€X, KOTOpbIe BEIPE3AI0T HOXKHUIIAMH.

. Muzaiin. MoXHO  HammcaThb  KJIIOYEBEIE  MOMEHTHI  pe3loMe
HECTaHJAPTHBIM IIPUGTOM.

. Onurpad. OTUM CpPEACTBOM CTOHUT IIOJIB30BAThCS OCTOPOXKHO. OHO
cToib ke 3(PQEKTHUBHO, CKOIb U HEMpEICKa3syeMO MOCIEACTBUAMH. HeKoTophM
paboTojaTensiM He HpaBUTCS upe3MepHoe "ymuuuanbse". Ho, MpeamosoxuM, eciu
COHMCKaTelb Ha MECTO MEHeKepa II0 IIEPCOHATY B Ipade JTUUHbIE Ka4eCTBA HAITUIIET
cBoli mieBu3: "CraBs Ha IEpBOE MECTO JIIOJIeH, BBl HUKOTIA HE COBEPIIUTE OIIHOKH,
IaXke B BOIIpocax MnoiryueHus feHer (Maiikin Mapkc)" - Xye OT 3TOTO €ro pe3toMe He
CTaHeT.

. 3oHa pucka

Hons "HectanmapTHeIX" cocTaBisgeT mnpubmmsutenbHo 0,5% or obmero
KoymgecTBa pe3toMe. K ToMy ke, ajeko He Bce U3 HUX IEeHCTBUTEIHHO TBOPUECKHE.
Hcrons3ys HeCTaHAAPTHBIN TOIXO0/ K HAIIMCaHUIO PE3IOME, BEI JIOJDKHBI OBITh TOTOBBI
K TOMY, YTO MEHEIDKEPHI II0 IIEPCOHAy MOTYT €ro IPOHMHTEPIPETHPOBATh, B TOM
CMBICIIE, YTO KaHIUAAT CIIMIIKOM 3KCTpaBaraHTeH U C HUM CJIOKHO OyIEeT CIIauTh.

. ®otorpapus

@otorpadus He IODKHA IPEBBINIATH MacmopTHOro ¢opmara (3,5 Ha 4 cwm).
EcrecTBenHO, mswkHBIE (oTorpaduu, u Tem Ooiiee ceMeliHble, BIIEYATHIBATH B
pe3oMe He CTOHT, - 3TUM BBI TOJIBKO BBIpa3UTe HEYBa)XEHUE K paboTOaTelIIo.

MOoXHO BBIIECIUTH TPU IPUYHMHBL, IO KOTOPHIM CTOUT 3arpyXarb CBOIO

dbororpadmuro:

L Pesrome, Biimogatomee ¢oTorpaduio aBropa 0ojee MPOIYKTHBHO H
UHTEPECHO paboToNaTeITIo.

2y @oto crnocoberByer OGonee MOCTOBEpHOHM wuaeHTU(UKanuu Barreit
JMYHOCTH.

3. bomemunacTBO  paboTonareneil  menmaeT  CcBOe  3aKIFOYEHHE O

IIPEaOCTaBJICHHUA pa6OTI:I COHUCKATCIII0O B TCUCHUE IICPBBIX 3x MHUHYT IIOCIIC
3HaKoMCTBa. He ImocienHromo poOJip B IIEPBOM BIECYATIICHHUHM HUI'PACT BHCIIHOCTE.



ViMeHHO 1O3TOMY, UMEeT CMBICT II03HAKOMHMTh CBOEr0 IOTEHUUATHEHOTO
paboTozarens co cBOUM H300paXkeHHEM - OO OHO BBITOAHO BBIIEIHT Bac cpemu
JpYTUX NPeTeHICHTOB, U TOTZa IIaHC Ha MOIydeHHe paboThl BO3pacreT, 60 Bl
Cpasy He OO IETe 110 TEM MIIX UHBIM ITapaMeTpaM U TEM CaMbIM, COKOHOMHTE cebe
IOJNOHSA, KOTOpble Obl BBl 3aTpaTiiM Ha IpoBegeHHWEe ImycToro i Bac
cobecemoBaHus.

Cruib Hanucanus pe3loMe JTOJDKEH OTBEYaTh CIIEAYIOMIUM TPeOGOBAHMAM:

. KPaTKOCTh - OTCYTCTBHE JIMIIHUX CJIOB, HENOHSATHBIX COKpAIEHHH U
TEPMHHOB;

. KOHKPETHOCTb - OTCYTCTBHE MH(OpPMAIMH, HE HMEOMIedl MIpsAMOro
OTHOILIEHUS K BaKaHCHH;

. LeJeHANPABJAeHHOCTh -  H3JI0KEHHE  TJIABHBIX  CBEJCHUM,
NOATBEPXKTAIOIINX IIPAaBO IIPETEH0BATh Ha JaHHYIO JOJDKHOCTE;

. AKTHBHOCTL - HEOOXOOUMOCTb WCIIOJIB30BAHMs aKTHBHBIX IJIaroJIOB,
NIOKa3bIBAIOIIMX aKTHBHOCTh. Hampumep, ecimi y Bac €CTh TOJIBKO HayaJbHBIE 3HAHUS
Oyxydera, a OHH HEOOXOIMMEI IS JAHHOMU JIOJDKHOCTH, TO Hy)KHO IIHCaTh "BIAJIEr0
ocHoBamu Oyxydyera W aynura". Huxorma He ciemyer mmcars "ydacTBoBain",
"OKaskIBaJl OMOIIE", T. K. 3TO MO3BOJIAET AyMarh, YTO Bbl CTOSJIM B CTOPOHE U OT
CIty4as K CIIy4aro OKa3bIBaIU pa3HbIe YCIIYIH;

. TOYHOCTh U SICHOCTb H3J103KEHHUS MBICJIH;

. H30MPATEILHOCTD - TIPEATIoNaraeT TINATENbHEI 0T6Op HHbOpMAUK
(He mbITaliTech BCE YMECTHTh B ONHOM pestoMe. [IOMHHUTE, pe3ioMe NOJDKHO
IIOJIHOCTBIO COOTBETCTBOBATH TOM JOJDKHOCTH, Ha KOTOPYIO BHI IIpeTeHayeTe!);

. YeCTHOCTL  (OTCYTCTBHE  HEJOCTOBEpHOM  mHbopmaimu); [
rPAMOTHOCTb.

Oo0pasen pesiome

HecomHEHHO, JKenaTeTbHO UMETh IIepel Iia3aMu XOTs OBl IPHOIH3UTEIbHELH
obpaser pe3roMe, Jake eCII BBl X He pa3 3alloHUIM. Bee paBHO 9T0-HHOY B MOXKHO
3a0BITh MU YIIyCTHUT. UTO Takoe obpasen?

Opdorpaduueckoe 3HageHHEe cioBa "obpazer":

. O6pasern - IlokasarenpHoe Wi NpoGHOE U3LENHE; Ipoba.
. Ob6paszer - Crioco6 ycTpoiicTBa, B, hopMa
. O6pasen - To (ToT), yeMy (KOMy) Hy>HO CII€IOBaTh, IIOAPaXKaTh

Cam 1o ceGe, oOpasel pesroMe, Jaxke CaMblii XOpoIuwii 0Gpasel, HAKOMY
paGotel He maeT. Ho oH maer BaM mpejcTaBiieHHe KaK MOJKHO HAITHCATh PE3FOME.
ITosTomy, MOCMOTpPEB Ha 06pa3el] XOPOIIEro pe3roMe, MOXKHO Cpasy IOy IUTh OOIILYIO
HH(OPMALIUIO O TOM, KaK JIydllle Pe3OMe HallUCAaTh.
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CtpykTypa pe3rome

HazBanue noxymenTa

CobcrBenHo 310 mpocTo cloBo "pestome". B mocnemHee BpeMs JaHHBINA
AOKYMEHT  MHOrga  HaseBatoT  Curriculum  Vitae (CV, mo-matusCcKH
")KU3HEONNCaHNe'") KaK 3TO IPaKTHKYeTCs [PY HANMCAHUM pPe3loMe Ha PYTHX
A3bIKaX. J[aHHbBIA BapuaHT KpacHBee H TOYHEE IO CMBICIY, HO Yy HAC JOCTATOYHO
PEeIoK.

Hean

Kparkoe onucanue Toro, Ha MOTyYeHHe KaKOi JOJDKHOCTH BEI IIPETEH/IyeTe.

PexomeHmyeTcss mepeunciuTh BCE JMOIDKHOCTH, KOTOpBIE BBl XOTENH OBI
3aHUAMATb.

CyuecTByromas cxema JeATENbHOCTH OTHENOB KaApOB U KaJPOBBIX ar€HTCTB
9acTO OKa3bIBACTCs KpaiHe HETWOKOH. 3alOJHEHHYIO BaMH aHKETY, IOMEIIAIOT B
MalKy (3aHOCAT B JMPEKTOPHIO), B COOTBETCTBHH C BAalllUM YKa3aHHEM
"crenpanusaryy’. [lonas, Hampumep, B "MEHEDKEPEI 110 MpofakaM", Y Bac 3a4acTyro
HET HUKaKKX IIaHCOB II0IIaCTh Ha PAaCCMOTPEHHUE B KauecTse "product manager".

IlosToMy HEOOXOMMMO yKas3aTh BCE BaKaHCHM, KOTODHIE BaM HHTEPECHEL.
(OnHaxo He CTOMT pacTATHBATE 5TOT IIYHKT GOJIee YeM Ha JBE-TPH CTPOUKH).

Bame uwmsi, anpec, Homep TenedoHa (BKIHOUas Kox ropoja), e-mail (eciau o
€CTbh).

Oo0pa3zoBanue

Ob6paszoBanne B pesfoMe MOJOZOrO CIELMATNCT, C OTCYTCTBHEM
TPAaKTAYIECKOr0 OIBITa PAaOOTHl WM €ro MHHAMYMOM (HE cuMTas MpPaKTHKY),



3aHMMaeT Befyinee Mecrto. OGpasoBaHHME YKa3bIBaeTCs C JaTaMd, B OOpaTHOM
HOPSIIIKE:

8 OCHOBHOE - By3 (4 Ha3BaHUe (akyasTeTa) B 19 - FRE

2. TOTIOJIHATETbHOE (IIapallIebHOE) - BTOPOE BEICIIee 0Opa3oBaHue (eCiu
OHO Y Bac €cTh) B 19 - P

- BOKXHO COOOIMTE 00 OKOHYaHHMHM KYpCOB M IMPOXOXKIEHUU

cepruUKanmy IO CHENMaTbHOCTH. Ecim BaM IOpOro OKOHYAaHHME KYpCOB B
COOTBETCTBHMHM € X000M (HampuMep, Makpame), BKIFOUUTE 3TO B IOCIIEAHIOK YacTh -
X000H, HO HUKaK B paszen "obpasoBanue";

4. YKa3bIBaTh CPEIHIOK IIKOIYy HEOOXOIUMO TOJBKO B TOM CIIydae, €CiIH
9TO A3BIKOBAs WM APYras CIELIIKOIa, MM €CIIU BBl 3aKOHYMIM CPEIHIOK IIKOIY ¢
OTIHUKeEM (HalIUYHe 30JI0TOM/cepeOpsIHOM Mean);

S, Ba)KHO YKa3aThb TEXHUKYM;

6. OTMEThTe  TaKKe JHUIUIOM C  OTIMYUEM, JIOTOJHHUTEIbHEIE
CIENHMATIBHOCTH;

Te €CIIM MHCTUTYTCKas (YHHBEPCHUTETCKas) CIIEHMAIA3alUsd COMCKATEeNs

COIIPUKACAETCsl, XOTsA OBl YaCTUYHO, C HUHTEPECYIOIIEH €ro JODKHOCTBIO, MOYKHO
yKa3aTh ¥ Ha3BaHHE BBIILyCKaroLel kKadeapsr;

8. €CIIM OIBIT paboTEl HEJOCTATOYEH WM OTCYTCTBYET, KaK 3TO YacTo
ObIBA€T y MOJIOZOTO CIEIMATNCTa, PEKOMEHAYeTCs YKasblBaTh M3yYaBIIMECH
npeaMeThl (0COGEHHO Te, B KOTOPBHIX OBLIM IOCTUTHYTHI HAaWOONBINEE YCIEXH),
XOpPOIIIKE ¥ OTIUYHBIE OIIEHKH, HArpazsl Ha OJUMIIMAaX ¥ KOHKypcaxX U T.11.;

9, TaK)Ke HEOOXOAMMO YyKa3aTh HalMude IIyOJMKalui, OCOOEHHO B
CTICNMATM3UPOBAHHEIX U3/IaHMAX, U300PETEHUs IIH COOCTBEHHbIE pa3pabOTKy;

10. BaxHO Takke He 3a0BIBaTh O  MPHUTATATENBHOCTH  CIIOBA
"ToCynapCTBEHHBIN" - TOCYJapCTBEHHBIE KYPChI, FOCY1apCTBEHHEIE HArPabl U T.1I.

Tpynosoii onbIT (IPaKTHKA) B 00PATHOM XPOHOJIOTHYECKOM MOPSIIKE

V' BBIIyCKHHUKA, KOTOPBIM CTapaTelbHO YUWIICS, IMOCENa] MONOJIHHUTEIbHEIE
KypChl M IBITAJICA IPOOHUTH CTaXHUPOBKY, PENKO, KOrZa €CTh OIBIT IIOCTOSHHOM
IATENbHOH paboThl. Eciy jke omBIT paGoTEI IMEETCsI, TO OIMCHIBAT €r0 PHHATO B
00paTHOM XPOHOJIOTHYECKOM IOPSAIKE M HANPOTHB BPEMEHH M MeCTa PabOTHI
0003HaYaTh CBOM IOJDKHOCTh M (YHKLWH, [enas yrmop Ha mpodeccHOHATbHBIX
nocTwkeHusaX. CTaXUPOBKa U IPAKTHKA 3aCUUTHIBAIOTCS HAPABHE C OMBITOM PaboTEl,
a XOpoIIas CTAXKUPOBKA CTOUT HECKOIBKHUX BPEMEHHBIX TTOAPabOTOK.

PaGora (mpakTHka) yka3bIBaeTCs Takke B OOpaTHOM IIOpsAAKe: CHadana
HaCTOSIIEe WIIH ITOCIIEAHEE MECTO PpabOThI, IOTOM MIPEABIAYIIEE U T.1.

Heo6xonuMo ykasarsb:

1. JIaThl Hayajla ¥ OKOHYaHUsl paboTh! (IPaKTHUKH),

2. HaWMEHOBAaHUE OpraHMU3aly (HET HEOOXOTUMOCTH YKa3bIBaTh B PE3IOME
HOApOOHBIN aJpec IPEANpUATHH, Ha KOTOPBIX BBl paboTaid, HOCTATOYHO OyneT
yKa3arh MX Ha3BaHWE ¥ FOPOJI, B KOTOPOM OHHU HaXOJATCS),

- Ha3BaHUE MOJDKHOCTH (MX MOXKET OBITh HECKOJBKO, €CIIH Ballla Kaphepa
pasBHBAJIaCh yCIIEIIHO), NOJLKHOCTh U MEPEYUCIIUTE CIIyKeOHBIE 00S3aHHOCTH - I10
BO3MOXXHOCTH ITOJTHO, ITIOCKOJIBKY MMEHHO 3TO YaCTO CTAHOBUTCS PELIAOIIHM.




Ecmu mmst genoseka ¢ Gonbmolf TpymoBod Guorpadmeil pexoMeHIyeTcs
yKa3aHUe TOJBKO IOCTAEAHMX 3-5 MecT paboTsl M mepron He Gosee 10 ner, To s
MOJIOZIOTO  CHENMANUCTa BaXXHO yKa3aThb KaK MOXHO Oonblne (Bech) TpyHOBOH
(TTpaKTUYECKUit) OTBIT paGoTHI.

B pestome BBINyCKHMKa BaXHO BKIFOYHTH MH(DOPMAIMIO O MPOCITYLIAHHBIX
CIELKypcaxX U IMPOUIEHHBIX TPEHUHIaX.

Baxno Taxke (00s3aTenbHO) yKa3aTh NPOM3BOICTBEHHbIE NOCTIKEHHS Ha
KaKIOW MOJDKHOCTH, €CIIM OHM ObuTH. IIpH ONMMCaHMM IOCTH)KEHHH HeOoOGXOIMMO
HCIIONIb30BATh ITIaroJibl JEUCTBHsI, TaKue KaK PasBUBAJ, COKOHOMMII, YBEIHUYMI WA
cokpatuir. JKenareIbHbl IPeeIbHO KOHKPETHBIE (hOPMYITHPOBKH.

Jlono/IHHTeIbHbIe HABBIKH PatoThI

B aToM paspene ykaseIBaeTcs TO, UTO XapaKTepH3yeT Bac KaK paGOTHHKA, HO
HE OTHOCHUTCS HEIOCPEICTBEHHO K KOHKDETHBIM CIIy)KEOHBIM OOS3aHHOCTAM -
Hanpumep:

[ HalMyKe BOOUTENbCKUX TIPaB,

0 omsir paborer ¢ IIK (coofmjas ypoBeHb BIAIEHHS KOMIIBIOTEPOM,
HEOOXOIUMO YTOYHUTh B KaKHX OIEDAMOHHBIX CHCTEMAaX M IIPOrpaMMax BB
paboTamu/paboraere),

[J 4WIEHCTBO B MIPODECCHOHANBHBIX OPTaHU3alMAX U T.II.

31ech XKe MOXKET ObITh OTMEYEHO 3HAHHE WHOCTPAHHOI'O S3BIKA, €CIIH BEI HE
COBCEM YBEPEHBI B CBOOOIHOM BIIaIeHUHU M. ECITH YBEPEHEI - BBIIIEINTE B OTAEIHHEIH
paszen, npuJeM XKeJlaTelIbHO yKa3aTh A3bIKOBEIE KYPCHI, €CJIH BbI X 3aKaHUHBAITH.

Pazmen  "HaBeIKM ~ paGoTHI"  IPENOCTABISET  COMCKATENI0  IIMPOKHE
BO3MOJKHOCTH IIOKa3aTh, YTO Ha3bIBAETCS, TOBap JIMIOM. BaXHO yka3aTh II0
MaKCHMyMy BC€, YTO MMEET OTHOLIEHHE K JKelTaeMoil paboTe, a OCTAILHOE - B TOM
ClTy4ae, €Cld 3TO yJIyYIIUT Balm mokasareny. Ho srydmre, Bce-Taku, He yBIEKaThC -
€CIIM BalllMX NOCTOMHCTB CIIHMIIKOM MHOIO, IOTEHIHAIBHBIA paboTomaTeNh MOMKET
HCITyraThCsl, YTO Y HETO He XBATHT JICHET Ha TaKOTo IIEHHOTo coTpyaHuKa. He cTour
cebs XBaIMTh - TOTBKO (akThl. PaGoTomareins cam JOMKEH cenaTh BEIBOIBL

JononHuTebHas HHpOpMANUS

W "x066u" (1160 "Harpasl ¥ 00IeCTBEHHAS IeATEILHOCTE").

Ha 3amajie 9T0T mMyHKT BKIIFOYaeTcs: 00S3aTeNbHO, ITOCKOIBKY YeI0BeKa JacTo
JTy4qIlle BCEIO PEKOMEH/TyeT OOLIECTBEHHOE MOJIOKEeHHe: KIIyObl, OOIIECTBA, HArPaIb]
4 T.11. Tak xaK B HalleM o0IeCcTBe TaKOM CHCTEMBI HET, JKENATEIbHO OTMETUTH TO, UTO
UMeeT XOTs ObI KOCBEHHOE OTHOIIIEHHE K CIIEIAAILHOCTH.

He cnenyet ykaseiBaTh, COCTOHTE JIM BBl B KAKMX-TIHGO MTAPTHSX, PETUTHO3HBIX
o0ImuHax.

Ykazanue Ha BO3MOKHOCTD MPeJOCTABJIEHHS peKOMeHJa il

Camux pexkoMeHpaTeneil YHNOMHHATH HE CTOMT, OJHAKO HEOOXOIUMO
IIOATOTOBUTP UX CIIUCOK - OH MOXET IPUTOJUTECS Ha COOECEIOBAHUY.

JlaTa cocTaBiieHUs pe3lome

B sakimouennn HeoOX0IMMO IIOCTAaBUTh ATy COCTABJICHUS PE3IOME H IIOAIIHCE.



JlatupoBanue pesroMe IIOBBINIAET JOCTOBEPHOCTH 3aMHTEPECOBAHHOCTH B
JIaHHOM paboTe, cTapas 1aTa MOXKET CBUAETENbCTBOBATH O TOM, UTO KAHAUIAT JABHO
1 O€e3yCIIeNTHO UIET paboTy.

Pe3rome Ha Apyrux s3pikax

OCHOBHBIM SI3BIKOM BAILIErO PE3IOME OJDKEH GBITH PYCCKHUIA.

Pestome Ha aHrmmiickoM (WM TF06OM APYroM) sS3BIKE COCTABNISETCS JIAID B
TOM Cilydae, eCIli BBl IPETCHAYETe Ha BAaKAHCHIO B WHOCTPAHHOH KoMIaHWH. B
POCCHICKYI0 (DUPMy HIIM KaJpOBOE AreHTCTBO CIEXYeT HaIIpaBJIATh pE3OMEe Ha
PYcCKoM sA3bIKe. VICKIIIOUEHHEM MOTYT GBITH PE3FOME CIIEIHAIHCTOB, IS KOTOPBIX
SHAHHE A3bIKa ABJIICTCS OHUM U3 KpHTepueB oT6opa. Ho u B 3TOM ciydae myumre
POy OIUPOBATE PEe3FOMe U IIPEJOCTABHUTE KOIHMIO Ha PYCCKOM SI3BIKE.

Jlyqmmii BapuaHT - COCTaBIICHUE Pe3FOMe Ha IABYX S3BIKAX.

K pestomMe Ha HHOCTpaHHOM SI3BIKE NPEIBABIAIOTCS Te IKe TpeOoBaHHS
OTHOCHTENEHO O(OPMIICHHS, TPAMOTHOCTH M CTHIMCTHYECKOTO SIMHCTBA, UTO H K
pesroMe Ha pyCcCKoM sA3bIKe. IIpakTHYecKHe COBETHI 110 HAITMCAHHIO PE3IOMe

Yrodbl NpaBHILHO HANMCATHL pe3lOMe, BAKHO ObITH npeaeJbHO
KOHKPETHBIM B BbIOOpe (hopMyTHPOBOK:

[J He cremyeT mucaTh: MPOBOMMIT 00yYeHHe/IOMOT A U36GABUTHCA OT OLIHGOK\
OBICTPO yCBaMBAO HOBEIE 3HAHUS

U cnemyer nucatk:

o 00y9HII IBYX HOBBIX CITy>KaIlUX
o COKpaThiI OMUOKH Ha 5%, cakoHOMHUB drpme 40000 pyo.
o OCBOMJI HOBBIE IIPOLIETYPhI B PEKOPIHBIN CPOK - 32 IBE HEIEIH

He GyabTe MHOrOC/I0BHBI M H30eraiiTe MacCHBHbIX phopm:

. HE CIICAyeT IMUCaTh: O OTBEYAN 32 BHIIOJHEHUE O HAXOMMII IIPUMEHEHHE
0 OBLI OTBETCTBEHHEIM 3

. CIIEAYET IUCaTh: O BBITOJHWI O 3()()EKTHBHO MCIONB30BAT O OTBEYAN
3a:

OtaasaiiTe npegnouTeHne NO3NTHBHOIA HHpopManum:

[J He cmemyer mmcarb: o pasGupan >anoObl Ha: , O
NPETATCTBOBANI CHIXKESHHUIO JTOJIH IIPOJAXK O IEepeNIes ¢ JOIDKHOCTH:

U cnemyert nmucark:

o ITIOMOTajl KJIMEHTaM B

o TIOBBICHIT TOTEHIMAN IIPOJTyKTa Ha PHIHKE O IMPOABUHYJICSA Ha JOIDKHOCTD

Konuenrpupyiite BHUMaHHe HA BAIINX A0CTHIKEHHSX:

U He cnexyeT mucarh:

o popaboTall TaM TPH rojia o Aejal JOTIOJTHUTENIBHYIO paboTy

o [ cmemyer nmcarth: MOMYYHN IIOBBIIEHHE B JOJDKHOCTH O BCErIa
BBIIOJIHAT paboTy B CPOK



XapakTepucTHKA PO ecCHOHAIBLHOIO YPOBHS:

BHenpsint, 3aBenoBal, HCCIeNOBa, KOHTPOIHUPOBAI, KOOpPZUHUPOBAJ,
obecrieyrBal, OCHOBA, OPraHH30BAN, IUIAHMPOBAN, HPEIIOXKII, paspabota,
peOPraHU30Ball, PEIIIII, PYyKOBOIMIIL, CO3aBall, yBEIMIUBAII, YCTPAHSI, YIaCTBOBAI,
obydan u ap.

XapaKkTepHCTHKA JHYHBIX KAYECTB:

AKKypaTHBIH,  BHMMATebHBIN,  JWCLHUIUIAHMPOBAHHEI,  HaIe)KHBI,
VCKPEHHUH, HACTONYMBEIM, OOBEKTUBHBIN, ONTMMMCT, JIOTUYHBIH, MPaKTUYHBIMH,
IPEANPUMMYMBEIHM, ~ MBICIIIIMMA, I€NeyCTPEMICHHBIN, TaKTUYHBIM, YECTHBIM,
SKOHOMHEIH, SHEPTUYHBIN | JIp.

B 3ak;1104enne BaxxHo 00paTHTH BHUMAHHE HA CJIAYIOLHE AeTAIH:

. Ionpocure koro-HUOYb, KTO XOPOLIO BIAHEET S3BIKOM, Ha KOTOPOM
HAIKMCaHO PE3IOME, IIPOBEPUTH €TO.

. B omucanum HacTosmeil paGoThl UCTIONB3yHTE TIIArOJBI B HACTOSIIEM
BPEMEHH, HampuMep, paboTaro, IPOEKTHPYIO; COOTBETCTBEHHO MPH OIHCAHUH
TPEABITYIUX MECT PabOThI UCTIONB3YHTE ITIarojIb! B IPOIIEIIIEM BPEMEHH.

. Bynmere mocnmemoBaTeNBHEI: eciM BEl OOMH pa3  HCIOIb30BAJIH
COKpAIlIeHHWE, HCIOJIB3YHTe ero BO BCEM pe3foMe (HO JIydile NPHBOIUTH BCE
HaMMEHOBAHUS IIOJIHOCTBIO).

. Ws6eraiiTe NIMHHBIX Gpas ¥ MyAPEeHBIX CIIOB.

. YeTko BEIIENUTE HEOOXOMMEIE 3arOJIOBKH.

. IIpocnieute, 9T0GH! Bae pesroMe GbLI0 0QOPMIIEHO B OJHOM CTHIIE.

. BriGupalite cTuIb, KOTOPBIA JIerKo wuuraeTcs (GONbIIME IIONS, He
MEJKHi1 IPAQDT, TOCTATOUHOE PACCTOSHUE MEXK/TY CTPOKAMH U T.1IL.).

. Hcnone3yiite 6ymary 6enoro 1eta XopoIero KauecTsa.

. Ouenpb BaXHO yMecTHTH Barie pesroMe Ha OIHOIA, MaKCHUMyM, Ha JIBYX
CTpaHHI[AX.

. BynpTe yBepeHSBI, 9TO BBI CMOXETE HOATBEPIUTH BCIO MH(DOPMALIHIO,
KOTOPYIO BBI BKJIIOUHIIH B PE3IOME.

OcHOBHbIE OMIMOKH NPH HANIMCAHHM Pe3lOMe

B HacToslllee Bpems Ha HEKOTOPHIX KaIpOBBIX caiTax MIHTepHeTa MOXKHO
HalTH rOTOBbIE WAGIOHEI pe3toMe, KOTOPBIE JOCTATOYHO IPOCTO 3aOHATE. OIHAKO
ONBITHBIC KaJpOBEIE PaOOTHHKH YMEIOT OTIMYATh CaMOCTOSTEIbHO COCTAaBJICHHOE
pesroMe, HaJl KOTOPhIM aBTOP MOTPYIMIICH, OOXyMBIBas U OTHLTH(OBLIBAS KaXkKIOe
CIIOBO, ¥ PE3IOME, COCTABIEHHOE IT0J] AUKTOBKY.

Kpome storo Bamno m3GeraTh cirefylommx omHUGOK MPH COCTABIECHHH
pesoMme:

. HECOOTBETCTBUE  TPyHOBOW  Ouorpaduu, oOpa3oBaHHs, OIBITA
NPETeH/ICHTa OOBEKTHBHBIM TPEOOBaHUSIM K JOIDKHOCTH WIH BBICTABJICHHBIM
paboTonaTenem;



. CJTUIIKOM KOPOTKOE PE3FOME - HETIOHATHO, TO JIM aBTOPY HEYero CKa3aTh
0 cebe, To JIH OH - "cepast MBIIIKa";

. ACMOHCTpalMsl YacTOM CMEHBI MecT paboThl 0e3 OOBICHEHHUS
OOBEKTUBHBIX [IPUYHH;

. OTCYTCTBHE yKa3aHHU Ha IIPOhECCHOHANBHEINA POCT;

. yKa3aHHe MHOXKECTBA PA3NUYHBIX 00YJaroKX KypPCOB U CEMUHAPOB;

. CIIMIIKOM TONPOOHOE pe3ioMe, CONEpIKAlllee MHOKECTBO HEHYIKHOI
HHGbOPMAIUH ¥ THPUYECKUX OTCTYILUICHHHN MK IPOSIBIICHUS HEYMECTHOTO FOMOpa.

WrtaK, NpaBHNBHO COCTABIEHHOE PE3IOME - BAIl MOMOIIHMK B IOHCKAX
JIOCTOHHOM paboTEI, MO3TOMY PEKOMEHIYETCS IIOCTOSHHO pa3BUBaTh COOCTBEHHOE
YMCHHE U 3HATh KaK COCTABUTH pe3toMe. ONHAKO PE3FOME - 3TO TOJIBKO JOKYMEHT, OH
HE 3aMEHHT OOraTCTBO Ballel JIMYHOCTH, a 3HAYMT, HEOOXOIHMO Hay4YUTBCH
3(peKTHBHOM caMOIIpe3eHTAIMH BO BpeMs COGeCeI0BAHIS 1 HMHTEPBBIO.



