Kak cocraButh pesrome

l. IIpyHIUIIBI COCTABICHUS pPe3lOMe

Pe3loMe — J10KyMeHT, colepkaluii HHQOpPMalMIO O HaBbIKaX, OIbITE
paboThl, 00Opa3oBaHWM M JPYrod OTHOCAIIEHCS K Aeiny uHGOpManuv, OOBIYHO
TpeOyeMbIil IPU PACCMOTPEHUH KaHAUAATYPHI YEJIOBEKa /1JIs HaliMa Ha paboTy.

CocraBnsis pe3toMe He0OXOAUMO JielaTh aKIEHT Ha T€ CTOPOHBI JIMYHOCTH,
0o0pa3oBaHusl U TPYIOBOM NEATETBLHOCTH, KOTOPbIE MOJIXOIAT MOJ KOHKPETHYIO
BAKAHCHIO M KOHKPETHOTO 4ejoBeka. MIMEHHO Mo 3TOMl NpUYMHE HET €JUHOI0
n1a0JioHa pe3loMe.

[ToaTOMy pexomMeHayeM COOTIOIaTh CIEAYIOIINE MPUHITATIBL:

1.1 KparkocTth

Pe3roMe mOJDKHO colepkaTh TONBKO TO, 4YTO, ¢ Bamenl Todku 3peHus,
WHTEpEeCyeT paboTojaTessi Ha KOHKPETHYIO JOKHOCTh. Her HeobxomammocTu
Neperpykarb CBOE pe3toMe JIMIHENH nHpopMaluen.

KpatkocTh moka3piBaeT MaHepy WU3JO0KEeHHUsI WHGOpMAIMK, YTO TOXE
OLICHUBAETCS B HEKOTOPbIX ciydasx. [locrapaiitech OTOPOCUTH JTUITHIOK «BOIY»,
OCTaBUTh TOJILKO (DAKTHI.

OcCTOpOoXKHO HCMONB3YHTE abOpeBUATYphl, MOMHUTE, YTO pabOTOJATENb
COBCEM He 00f3aH 3HaTh, KaKk OHM pacmH@poBbIBaIOTCA. B 0coOeHHOCTH 3TO
KacaeTcsl Ha3BaHMM Y4eOHBIX 3aBEJICHUA W MPEANPUATHA TPU OTIPABICHUU
pe3oMe B IPyrou TOPO/I.

1.2 AKKypaTHOCTH

AKKypaTHOCTh B OQOpMJICHHH pe3toMe yOuBaeT cpasy ABYyX 3aifiieB. Bo-
NEPBBIX, WHPOPMAIUS XOPOIIO YUTAETCS, YTO JKOHOMHT BpEMs KaJpOBOTO
CIIelIMAJINCTa U XapakTepusyeT Bac B ero riasax, kak 4eJoBEKa SKOHOMSIIETO U
YBaXXAIOIIEro 3TO BpeMms. Bo-BTOpBIX, HEOPEKHO OPOPMIIEHHOE PE3IOME MOTYT
3aIpOCTO MTPOUTHOPUPOBATS.

1.3 IIpocroTa

[IpocToTa  W3JIOKEHWS  NPEANOJAraeT  OAHO3HAYHYIO  TPAKTOBKY
npenacraBieHHod uHpopmanuu. He crout ynoTpebnste mnpodeccuoHanibHbIe
TEPMUHBI, HE OyJy4d YBEPEHHBIM B TOM, YTO OHU OYJIyT MOHSTHBI MPEICTABUTEIIO
paboronarens. Ecnu sxe Bl cuuraete, 4To ynotpeOaeHue onpaBaaHHO, TO MOYKHO
JaTh KPaTKOE OMpEJIIICHHE B CKOOKaX.

1.4 I'pamoTHOCTH

[Ipu mpounx paBHBIX YCIOBHSIX OTCYTCTBHE OIMIMOOK B PE3IOME CTaBUT €TO
Ha CTYNEHbKY BbIIE KOHKYpeHTOB. Ilpu cocTaBlieHHMH pe3lOoMe€ HE CTOUT
nojararbCsi Ha aBTOMATHUYECKHE PENAKTOPHI, Jy4lle MNONPOCUTh 3HAKOMBIX (B
ujeane QuiIoiaoros) mpodecth Bame pestome. Eciaum ke Takoil BOZBMOXHOCTH HET,
TO MPOYTHUTE €TO CAMH, TOJIBKO 005S3aTEIILHO BCIYX.

1.5 YecTHOCTBH

[TomHuTE, YTO BCSl yKa3aHHas B pe3tomMe MH(popMaIs MOXKET MOTpedOoBaTh
JTI0Ka3aTesIbCTBa MpU coOeCceI0BaHUU.

[TosToMy mpuykpaiivBaHue (akTOB BO3MOXKHO TOJILKO B Cilydae KpailHeil
HEOOXOIUMOCTH.

1.6 HanpaBJjieHHOCTDH



JUis KaXJI0M KOHKPETHOM BaKaHCHM HEOOXOIMMO COCTaBJICHHE CBOETO,
«IIPULIEJIBHOTO» pe3loMe. YUHThIBasi OCOOCHHOCTH HpeanojiaraeMod paloTshl,
U3MEHANTE aKLEHT U3/1araeMoi nH(opMaLuu.

2. Buabl u cTpyKTypa pesiome

CymectByer TpuM CTaHIAPTHBIX THUIA PE3IOME:  XPOHOJOTUYECKHM,
(YHKIIMOHAJIBHBIH M KOMOMHMPOBaHHBIM. Ka)iblii MMeeT CBOM JOCTOMHCTBA U
HEJJOCTATKHU.

B xpoHosoruueckoM pe3oMe B OOpaTHOM TMOpsAaKe (T.e. HauyWHAsA C
MOCJIEIHETO) TEPEUHUCIIAIOTCS BCe MecTa paboThl M 00S3aHHOCTH, KOTOpbIe BbI
BBINOJIHUIM. BeiOupaiite ero, eciu B Bameil kapbepe oTMedaeTcs yCTOMYMBBIA U
NOCJIEIOBATEIbHBIM POCT. B 3TOM ciydyae XpOHOJIOTMYECKOE PE3IOME HArJISIHO
IPOJAEMOHCTPUPYET Bamly ycnentHocTb U Mporpecc B TPYAOBBIX CBEPIICHUSIX.

B HekoTOphIX chyyasix yKa3aHWe KOHKPETHBIX JaT U MeCT paboThl
Helles1eco00pas3Ho.

1. Bbl 32 KOpOTKHII CpPOK NOMEHSIM O4EHb MHOI'O MECT paboThl — Yy
paboToaTenst MOXKET CI0XKUTHCS BIEYaTIeHHe 0 Bariel Henocnea0BaTeabHOCTH U
HECEPBbE3HOCTH.

2. B Bamem TpyZ0BOM CTaXe€ €CTh MHOTO «IIPOBAJIOBY» — 3HAYNTEIIbHBIX
NEPUOAOB BpeMeHH, Koraa Bel He paGoTanu, win padoTaau Ha «HENPECTUHKHBIX)
JOJDKHOCTSIX.

3. Tewm Oosiee HE CTOUT UCIIOJIB30BATH XPOHOJIOTUYECKOE PE3IOME, €CIIH B
Bameit Ouorpaduu ectp koe-uro, o 4yem Bbl He xoTenu OBl cooOHIATH
paboTonaTento, XOTs Obl Ha MEPBBIX MOpPaAxX, YTOOBI HE OTIMYTHYTh €r0 paHbIIE
BPEMEHU.

4. Brl cobupaerech n3MEHUTH CBOIO Kaphepy U Baiia nporuias TpyaoBas
JIeSITEIbHOCTh HUKAK HE CBA3aHa C TOM paboTOM, KOTOpoil Bbl XOTHUTE MOCBATUTH
ce0s B JaJIbHEHIIIEM.

3. Ber B mepBeiii pa3 wumere padory umy Bac orcyrctByer
poecCUOHANbHBIHN OTIbIT.
6. Hakonen, B Haimie Bpemsi Jajieko He BCs paboTa, KOTOPYIO MbI

BBITIOJIHSIEM, HAXOAUT CBOE OTPAXKEHUE B TPYIOBBIX KHMKKAX..

B BbIIENEpPEUYUCTIEHHBIX  COy4yasxX  JIydllle  MCIIOJIb30BATh pe3lome
(GyHKIMOHAJIBHOIO THIIA.

C nmomomipio (yHKIIMOHATIBHOTO pe3ioMe Bbl CKOHILIEHTpHpYyeTe BHUMaHUE
paboTonaTens Ha TPYJAOBBIX JOCTHKEHHUSIX U KBanupuKamuu. ['1e u ckonbko B
paboTtanu 1ub0 yMaTdMBaeTCs, TMOO OMUCHIBAETCS B CAMBIX OOMIMX YepTax. IDTO
MO3BOJIIET CKPBHITh MHOTHE HEIOCTATKH TPY0BOM OMorpaduu kanauaaTa.

JIy4mie Bcero McCIoJsib30BaTh pe3loMe KOMOMHUPOBAHHOTO THHA. [Tomumo
onucaHus Bammx AOCTMKEHWH, OHO BKJIIOYAET M OCHOBHBIE JTallbl TPYIOBOU
ouorpadumu.

3. TpeodoBanus k 0pOpPMIICHHIO U Pa3MEILIEHUIO pe3loMe

Pazmep pe3toMe He no/KeH mnpeBbliath 1 jguct A4. DTO CBSI3aHO C
0COOEHHOCTSIMU 4YeJIOBEYECKOro BocmpusaTus. Ha paccMoTpeHne ogHOro pesrome
00b1yHO TpatutTes 15-20 cexyHa. 3a 3TO BpeMs y uelioBeka chopMHUPYETCs MEPBOE
BIieuatTieHue o Bac, Koropoe B OOJBIIMHCTBE CIy4yaeB OKAXETCS U MOCISAHUM. 32



15-20 cexyna MmeHemkep, mpocMaTpuBatonuil Baie pesiomMe, AOMKEH MOJIyYUTh
KOHKPETHYI0 HMHGPOpMAIIMIO, JEMOHCTPUPYIOUIYI0 O0OOCHOBAaHHOCTh Barmmx
npeTeH3uii Ha pabouee MecTo.

[To3aboThTECH O TOM, 4TOOBI MH(pOpPMAIMs, KOTOPYIO B MEPBYIO OYEpEb
Oyner uckaTh paboToaarenb, coJep)kajack B Hayaie Bamiero pesiome. Uem
ObICTpee OH HaiIeT TO, YTO MILET, TEM BBILIE IIAHCHI, YTO Bailie pe3tome ycrnemnHo
IPEOJI0JIEeT dTan IEepBUYHOTO 0TOOpa W Bbl mMojayuyuTe mnpuriamieHue Ha
co0ecenoBaHuE.

Ecnu Bel cTyaeHT win BBITYCKHUK Y4EOHOTO 3aBEJCHUS U TIOKa HE UMEETe
po(PeCCHOHANILHOTO OTBITa — HE OTYaWBalTeCh. BcrmomMHUTE CBOM y4ueOHBIC
paboThl  (mUTIIOM,  KYpCOBBbIE  pabOThI, TMPOW3BOACTBEHHAs  IPAKTHKA,
OOIIIeCTBEHHBIE TIPOEKTHI, B KOTOphIX Bbl mpuHuManm ydactue u T.1.). He
3a0y/abTE€ yKa3aTh, KaKyl0 UMEHHO paboTy Bbl BBIMOIHSIM BO BpeMs OOy4YEHUS.
[ToGosbiie kKoHKpeTHOM MHpopmaruu. [locTapaiiTech mokas3aTh ceOsl YETOBEKOM,
KOTOPBIN y>K€ UMEET OTBIT U CBOM HApaOOTKHU.

[Ipu odopmieHun pe3roMe B MEYATHOM BUJIE MCIOJIb3YWTE KaU€CTBEHHYIO
Oymary, skenatenbHO Oenyro uid kpemoByro. Ipudt momxeH OBITH XOpPOIIO
YUTAEMbIM, KaK [PaBUIIO, B [uana3zoHe oT 12 1o 14 myHKTOB.

He yBnekaiitech rpaduyeckuMH pPHUCYHKaMHU, BBIYYPHBIMH paMKaMH,
BUHBETKAMU U IPOYEH EPYHIOM.

Hcnonp3yiiTe I1arosbl IEWCTBHS, XapaKTepus3ys CBOM OmbIT: "ycTtpowiu',
"opranuzoBan", "Hamaaun" wu mpod. llomp3yiitech KpaTkumMu ¢pazamMu U He
YBJICKAUTECh UIMHHBIMUA CJIOBOCOYETAHHMSIMU. YTOTPEOsis MPU HEOOXOAMMOCTH
crenu@uueckne TEXHUYECKHEe TEPMHHBI, I1103a00ThTECh, YTOOBI OHU OBLIN
MOHSATHBI HECTICI[UATTUCTAM.

He mneperpyxaiiTe pe3toMe AaHHBIMU JMYHOTO XapakTepa, a HMEHHO:
CBEJICHUSIMHM O POJCTBEHHUKAX, BallleM Bece, pocTe, 310poBhe. Hu B kKoem ciyuae
HE npujaraiite K pesome cBoro Qororpaduio (KpoMe TeX CIy4yaeB, KOrjaa 3To
TpeOyeT paboToaaTeb).

PaGoTomarenn OTJIMYHO TMOHUMAKOT, 4YTO €CIM OHHM  3aTpedyroT
pPEKOMEHJIalliK, TO Bbl UX MpenoctaBuTe. [103TOMy He MUIIUTE B KOHIIE PE3IOME:
«PexoMeHaanuu NpuiararoTcs.

Pe3toMe He mmeeT cTporo madsaoHa, TeM HE MEHEE PacCMOTPUM OCHOBHBIE
O70Ku MHPOPMAIIH, YACTO UCIOJIb3yeMble B pe3loMe.

1. JInyHble JaHHbIE
. Pamuiana Umsa OT4ecTBO, MUIIYTCA MOJHOCTHIO.
. JlaTa po:kaeHHMs1, MOXKHO C YKa3aHHEM MOJHBIX JeT B ckoOkax. [Ipu

MIPOYUX PABHBIX YCIOBHSIX MPEANOUYTEHUE OTAACTCS KaHIUIATy B BO3pacTe OT 25
1o 35 ner.

. Azpec mMecTta KHTeJbCTBAa. J[0OCTaTOYHO YyKa3aTh TOpoOJ U paiioH
POKUBAHMSL.
. KonraktHass wundopmanusa. Ykaxure 1-2 Homepa TtenedoHa ¢

yKa3aHUEM THMa CBs3M (COTOBBIN, JOMAIHUN, pabo4yuil) U MEepuoJOM BPEMEHU
JUTSI 3BOHKA.



2. Leab pe3roMe. YKazaHue NOJDKHOCTH, HA KOTOPYIO BbI peTrenayere.
KoHeuHo, BO3MOXHO yKa3aHHE HECKOJbKHX CMEXHBIX OJDKHOCTEH, HO KpaiHe
PEKOMEHJTyeTCs U1 KaXKJI0M COCTaBIIATh CBOE PE3IOME.

3. Oopa3oBanne. B oOpaTtHOM mopsiike (T.e. HauWHAs C TOCJIEIHETO
MecTa y4eOnl) 10 CIAeAYIoIIeH cxeMe:

. JlaTa mocTyruieHus: — 1aTta OKOHYaHUs

. HanmMenoBanue yueOHOro 3aBefieHus!, GaKkyabTeT

. [TonyyeHHast CIEUAIBHOCTb, MO JTUILIOMY .

4. OnbiT padorsl. B oOpatHOM mopsiake (T.e. HAUWHAS C TMOCIETHETO
MecTa paboThl) IO CXEME:

. JlaTa mpuema — nata yBOJIbHEHUS

. HasBanue pupmsl, ee cepa aesTenbHOCTH

. Hassanue Bameli [0/DKHOCTH, €CJIM  OBUIM  —  KOJHUYECTBO
MOAYMHEHHBIX

. Onucanune Bamux (QyHKIIMOHAIBHBIX O00S3aHHOCTEH, YpPOBEHBb
oJHOMOYMH. Pe3ynbraT Bammx KOHKpETHBIX JOCTUKEHUN

5. JonosHuTeIbHOE 00pa3oBaHMe (€ClIM €CTh) — KypCbl, CEMHUHApHI,
TPEHUHIHU U T.II., IO CXEME:!

. JlaTa Hayana, KOJIMYECTBO YaCOB WJIM JaTa OKOHYAHUS

. Ha3Banue yueOHOTO 3aBeieHUS

. Temartuka oOpa3oBaHus

. [TomydyeHHas crnenuanbHOCTh

6. JomoaHuTeIbHbIe HaBbIKM. YpoBeHb 3HaHus IIK, crenens

BJIAJICHUSI THOCTPAHHBIMU SI3bIKAMH, HAJTMYHUE BOJUTEIHCKUX MPaB, aBTOMOOWIIS 1
T.A. YKa3pIBaeTcs, TO, 4TO Kak BaMm KaxeTrcss HEoOXOaWMO Jii KOHKPETHOU
BaKaHCHH.

7. JInuHble KadecTBa. YKaXXHUTE HECKOJBKO, oTiauyarmomux Bac ot
JPYTUX, JUYHOCTHBIX YEPT, IMOMOTAIOUIMX JOCTHYb HYKHBIX pE3yJIbTaTOB B
pabore.

Kornma Bbl mo3BonuTe mno uHTepecyrwomeMmMy Bac o0O0BsSBICHHIO WIH B
KOMIIaHHWI0, KaK MpaBujio, Bac mompocsaT nepeaaTs pe3roMe Mo moute, Gpakcy Wiu
e-mail. BriOepure 10001 BO3MOXHBINA 111 Bac cmocoO, He HaBsI3bIBasi JIMUHOU
BCTPEUH, HE CChIIAsICh HA TO, YTO IO MOYTE J0JT0, 4To Y Bac HeT HU (akca, HU e-
maila (3TH yCIyrd MOXKHO TOJYYUTh HA IIEHTPATLHOM MOYTAMTE MPAKTUYECKH B
aro6oM ropojae). Ha cobGecenoBanue Bac o0si3arenbHO mpuriacsar, Kak TOJBKO
OyzeT Heo0X0IMMO, a K HEMY HaHUMATeJb JIOJDKEH MOATOTOBUTHCSI.

4. Oco0ennoctu oopMiIeHHS ITEKTPOHHOTO pe3loMe

Yacto BcTpewaemas omudKa MPH COCTABJIEHHHU IJIEKTPOHHOIO pe3loMe -
3alOJTHEHUE MHOTOCTPAHWYHOW  TaOJIMIIBI-aHKEThI, B KOTOPOW  KaHAWIAT
CaMOCTOSITEJILHO BBICTABIAET ceO€ OIEHKU, B3ATOM C caiTa Kakod JHOo
OpraHMU3aIlNH.

[TomHuTE, Y TaKO# OpraHu3aliu, CKOpee BCero, €CTh CBOM, cneuupuueckmne
TpeOOBaHMS K KaHJIUJIATy U aHKETa CO3/laHa UMEHHO JIJIsi IPOBEPKU COOTBETCTBUS
COHMCKATEJIsl TUM TPeOOBaHUSIM.



CBoOonnass d¢opma pe3loMe B COUYECTAaHUM C TOCIY>XHBIM CIIHCKOM,
NOMOTaeT  MPEJCTaBUTEN0  paboTojaTess  OLEHUTHh NPOdecCHOHATbHbIN
NOTEeHUMAJ KaHAWAATa, €ro JMYHOCTHhIE KadecTBa. Tabnuua jxe, Takou
BO3MOYKHOCTH /1aTh HE MOKET U, KaK MOKa3bIBAET MPAKTUKA, OOBIYHO €€ JaKe He
YAOCY>KUBAIOTCSI BHUMATEIBHO MPOYUTATb.

Taxxe, y kaxzaoro paboromatesnss MOryT OBbITh CBOM TpPeOOBaHMS K
odopMJIeHHIO pe3loMe, €CIIM ATO TaK, TO 00sA3aTENIbHO CTPOTO CIEIYyUTE 3TUM
TpeOOBaHUSIM.

Wunoraa Ha caiite paboTomaTesns pa3MeIaeTcs AMEeKTPOHHAs aHKEeTa, B TAKOM
Cllydae 3aloJIHUB €€, IPHJI0KUTe K Hell CBoe pe3loMe — 3TO MOKET MOBBICUTH
MHTEpeC K Bamen kanaunarype.

CocraBisis pe3roMe, COXpaHSWTE €ro B OJHOM H3 PACHpPOCTPAHEHHBIX
dpopmaros, Takux kak doc v rtf, u uMeneM B Bujic Bameid pammiinm U UMeHH.

Eciu ¢ ¢opmaTtom Bce MNOHATHO, Takue (Haisibl CMOTYT OTKPBITHCS HA
JI000M KOMIIBIOTEPe, TO C UMEHEM (aiiyia cpa3y BOSHUKAET BOIIPOC — 3a4eM?

Bce neno B TOM, 4YTO OOBIYHO KaJApPOBBIM CHIELHAIUCT, pa3MemaeT
NpHuCcJaHHbIEe pe3loMe Yy ce0si Ha KOMIbIOTepe 1o (aMuivend KaHaujaarta, JJis
KOM(OpTHOM paboThl C OOJBIIMM KOJMYECTBOM Takux pestome. Eciam ke
daiin y:ke Ha3BaH 110 GaMUIIUU COMCKATeNs, eMy He NpuiaeTcs 3Toro aenarb. K
COXKAJICHUIO, OYEHb HEMHOI'ME COMCKATENM NPUACPKUBAIOTCA 3TOrO MPOCTOrO
npaBuiia, OObIYHO Ha3bIBas (aiin resume.doc win pesrome.rtf.

JIns KaZpoBOTO CHEHUAINCTA, KAHAMAAT, YBAKAIOUWIUA €ro TPYyA, MOMXKET
3aBOEBATH CUMIIATHIO, ITOJHUMAIOLTYIO €r0 MIAHCHI HA TPYAOYCTPOMCTBO.

Kak y»xe roBOpuiioCh BBIIIE, 3JIeKTPOHHAS Ta0JMIa — HE caMas JIyqlasi
dopma s pesrome, nodroMy He ucnodbdyiite MS Excel. Ilomaute, 4to He Bce
UCIIOJIB3YIOT 3TY IIporpamMmy B CBO€il padore.

Hannune kayecTBeHHOro (popMaTMpPOBaHUs — 00A3aTEIBHOE YCIOBUE IS
HOPMAJILHOTO BOCIIpUsATHUS pe3tome. [loaromy myuinie 3a0bITh O HAMMCAHUM PE3IOME
B 00OBIYHOM TEKCTOBOM (popmarte txt.

OnrtumanbHbIi pazMep ¢aitna pestome — 10 300 Koair.

ApxuBupoBath (aiia pe3roMe — KpailHe HEXKeJaTelbHO, 3TUM Bbl
3aCTaBJIETE KaJIpOBOTO CIIEIMATIMCTA IMpUjaraTh JUIIHUE YCUIUSA [JIs €ro
IIPOYTEHMS, TAKOE PE3FOME MOTYT 3aIPOCTO NPOUTHOPUPOBATD.

Hcnonp3oBanne pa3HOOOpas3HBIX MMIPUPTOB B  OJHOM  pe3lOMe —
HEJOMYCTUMO, TEKCT JOJDKEH JIETKO uynuTaThes. [Ipumensiite mpudT, KOTOPHI ecTh
Ha OOJIBIIMHCTBE KOMIbIOTEPOB, Hanpumep, Arial unu Times New Roman.

CaMbIM ONTUMANBHBIM BapHAHTOM COMPOBOAUTEIBHON 3amHUCKU OyneT
KpaTKO€ IPUBETCTBUE, KEJIATENBHO II0 MMEHW OTYECTBY MOJy4aTels WIH €ro
JOJKHOCTH.

YceneumHoe pe3dloMe — 3TO0 YHHUKAJIbHOE pe3roMe. M riaBHbIA CEKPET €T0
YHUKaJIbHOCTH B TOM, YTO OHO YHUKaJIbHO HE camo Mo cebe, a COCTaBJICHO MOJ
KOHKPETHYKO KOMIIAHMKO W  BakaHCUIO. [JaBHBIM  BONPOCOM  SABISIETCA
HE Ymo HANUCATh B HEM, a KaK.



OnHu um Te 3Ke CBeleHHUsl, IMPEACTABJIECHHbIE ¢ IPUMEHEHHEM
3¢ PeKTHUBHBIX CTPAaTeruii COCTABJIECHUS Ppe3loMe U 0e3 HCIO0JIb30BAHUA
TaKOBBIX, JAI0T THAMETPAJbHO POTHUBOIOJIOKHbIE Pe3YJIbTATHI.



