Kak nanucatb pe3iome: odpasen, CTpPYKTypa, COBETHL...

YroObl OTBETHTH Ha BOIPOC - KaK MMPABIIBLHO HAIKCATh PE3IOME, KaK HAIMCATh XOPOIIee
pesioMe, Kak Hamucarh pe3loMe, KOTopoe AacT Bam mpeumyiectBa npu ycTpoiicre Ha pabory,
JUI Hayalla HYy>KHO XOpOILIO MPEJCTABIATh YTO TaKOE PE3lOMe, U KOHEYHO XKE - XOTs Obl pa3
OCMOTpeTh Ha oOpasenl pe3omMe. A y3HAaB CEKpET pe3loMe M yMENO MPHMEHss IMpaBuiia
HamKMCcaHus pe3toMe - Bbl mosryuuTe 60sibliie MaHCOB MOTYYUTh JKEIaeMyto padoTy.

Hrak - yro Takoe pe3rome.

Pe3tomMe mo3aMMCTBOBAaHO HaMu M3 MPAKTUKU EBPOINEHUCKOrO0 U aMEpPHKaHCKOIO
KaJpOBOI'0 MEHE/PKMEHTA.

Pe3iome - 3T0 mepBoe, 4TO HEOOXOAUMO MMETH NPH MONCKe PA0OTHI.

MOXHO CKa3aTh, YTO TNpPH YCTPOWCTBE Ha paboTy, 00sA3aTENbHOE IPEIOCTABICHUE
pe3toMe - 3TO OJMH U3 AJIIEMEHTOB COBPEMEHHBIX MPaBUII JIEJIOBOTO 3TUKETa, HO OJHOBPEMEHHO
3TO OJHO M3 caMbIX 3(p(PEKTUBHBIX CPEICTB PEKIaMbI Ha PBIHKE TPYAA.

Pe3tome - 5T0 KpaTKuii BBIBOJ U3 CKa3aHHOTO, HAMMMCAHHOTO WU MPOYUTAHHOIO, CIKATO
M3JIAraloIIui OCHOBHBIE MOJIOKEHUS (TONMKOBBIH cioBaps J[.H. Yiakosa).

[IpuMeHUTENHHO K MOKMCKY paboThl, pe3loMe - 3TO OMUCAaHHE CIOCOOHOCTEH uenoBeKa,
KOTOpBIE JIENIal0T €r0 KOHKYPEHTOCIIOCOOHBIM Ha phIHKE Tpyaa. OHO JOMHKHO OTOOpaxarh Tpu
OCHOBHBIX KayecTBa, TpeOyeMbIX OT COTPYAHHKA: OOpPa30BaHHOCTh, IPOJYKTUBHOCTH U
HEOTPAaHMUYEHHOCTh CIIOCOOHOCTEH. B HEKOTOPBIX cllydasx MOKHO BCTpeTuTh abOpeBuarypy CV
(mar. - Curriculum Vitae), B OykBaJibHOM IepeBOje O3Ha4YaeT 'Ku3Heomucanue" WiId "XOJ
JKU3HU" W TpeAcCTaBisieT co0oil pe3toMe pabOTHUKOB TBOpYECKHX IMpodeccuil; B HeM
NPECTaBICHbI PE3yNbTaThl TPYAA, B TO BpeMsi Kak mMecTa paboThl HE yKasbIBaroTcs. CTHIIb
pe3loMe dale HampaBlieH Ha TMONy4yeHHEe KOHKPETHOrO MecTa paboThl, B TO BpeMs kak CV
CONEpXKHUT OoJiee TOAPOOHYI0 W CTPYKTYPHUPOBAaHHYIO HH(POPMAIMI0 O KaphepHOM ITyTH
yenoBeKa. B KOHTeKCTe Hallero BpeMeHH T0KyMeHT, 0603HaueHHbI CV unu "pestome” (ppaHil.
resume - KpaTKO€ U3JI0)KEHHE OCHOBHOTO COJEp)KAaHUS), HE CTOJIbKO OIMCHIBAET
po(hecCHOHANBHYIO JKU3Hb COHMCKATelNs, CKOJIBKO CIY’KUT OCHOBAaHUEM JJisi MPUTJIALICHHs Ha
coOecenoBanue. PestoMe HeceT B ceOe MHOIO MOJIOKUTEIBHOIO, KaK JJIsl COUCKaTemsl pabodero
MecTa, Tak U A pabotonatens. s couckarens - "9To uaeanbHbIi crloco0 MpeCcTaBUTh ce0s B
Han0oJiee BHITOJIHOM CBETE, a Il paboTOoaaTENsl - CBOCOOPA3HBIA METO/] OTCEBA HEMOAXOSIIINX
KaHIugaToB'.

Leas pe3lome - mpuBiIeYs BHUMaHHE K cebe NMpHU TNEpBOM, KaK IMPHUBUJIO, 320YHOM
3HAKOMCTBE, IIPOM3BECTH OJArONPHUATHOE BIIEYATICHUE U MOOYIUTHh paboTomaTelNsl IPUTIIACHTh
Bac na nuunyro BcTpeuy.

OTtcrofa BBITEKAeT TIJIABHBIW NPUHIIAI HANMWCAHUSI Pe3lOMe - TOJYCPKHYTH BCE
MIOJIOKHUTEIbHBIE MOMEHTHI U C/IeaTh He3aMETHBIM, HACKOJIBKO 3TO BO3MOXHO, TO, YTO Ballei
CUJIbHOM CTOPOHOM HE SIBIIAETCH.

Hy:xHo0 HanucaTh Takoe pe3rome:

¢ 4TOOBI TMOTEHIMAIBHBIM paboTONATENb BOCHPHHSII, YTO TAaKOE pE3IOME SIBJISETCS
UCTOYHUKOM Bammx Ouorpaduueckux naHHBIX U MH(popmanuu o Bamem npodeccruonanbHOM
OTIBITE;

e4yTO OBl OHO [ABAJIO JIOTIOJIHUTENFHBIC CBEIEHUS, KOTOpBIE 3aWHTEPECYIOT
paboToaTens U MO3BOJISAT MOJATOTOBUTHCS K MPOBEICHUIO MOJHOIIEHHOTO HHTEPBHIO ¢ Bamu;

e 9TO OBl TAaKOE pE3OME OTBEYAI0 HAa BOMPOC, COOTBETCTBYyeTe N Bbl TpeOoBaHMsIM,
YCTAHOBJICHHBIM paboToaaTeneM sl JTaHHOH paboThI.

Pestome, ¢ KOTOpBIM paboTOAATENIh 0O3HAKOMMUIICS 10 COOECEeIOBaHMSI, TTO3BOJISIET OBICTPO
y3HaTB I'’IaBHOC O KaHAUOATC, C(bOpMy.HI/IpOBaTL JOITOJIHUTCIIBHBIC BOHpOCBI N HC 3alliChIBAThb
HEOOXOUMBIC JIaHHBIC O KaHJWJATEe, YTO COKpallaeT BpeMsl W MOBBIMIACT 3(P(HEKTHBHOCTH
cobecenoBanus. Yame Bcero KaapoBBIE BOMPOCHI KYPUPYIOT MEHEIKEpHl IO IEpPCOHANY,
cekpeTapH, opHUC-MCHEIKEPhl, HAYaJbHUKHA OTICIIOB IMPOJaX, W JaXe TJIaBHBIC OyxrajTepa.



CrienanucTsl 1Mo 1moadopy KaJpoB IMOJB3YIOTCS CYOBEKTUBHBIM METOIOM OTOOpa pesiome, a
TaKXKe METOJOM O0TOopa Mo pAgy (opManbHBIX IPHU3HAKOB (OMBIT M HABBIKM PAOOTHI,
npodeccuoHaIbHbIE KauecTBa, 00pa3oBaHue, MO, BO3PACT U T.I.). B mepBoM ciydae Oonbiioe
3HAYEeHUE MMEeT CYOBEKTHBHOE BOCIPHUATHE MEHEKepa, BO BTOPOM - IMPO(EecCHOHAIBHO
COCTaBJICHHOE pe3loMe, MOJUYEPKUBAIOIIEE JOCTOMHCTBA M YMEJIO HUBEIMPYIOIIEE HETOCTATKU
nperenieHTa. Ha ocHoBaHuM pe3toMe popMupyercs nepBoe U JOBOJIBHO YCTOWYMBOE MHEHHE O
4eJI0BEeKe, KOTOPOe, OJTHAKO, CyOBEKTHBHO M 3aBUCUT OT CTEPEOTHIIOB BocTIpusTUs oeil. Eciun
IpUIJIAIIEHue Ha colOecelloBaHME IMOJIY4YUTh HE YOAJloCh, 3HAYUT, PE3IOME 10 KaKUM-TO
OpUYMHAM HE TPHUBIEKIO BHHMMaHHe paboTtomarens. EAWHCTBEHHBI IIaHC MpeycrneTh ¢
IIOMOIIIBIO PE3IOME - MOMEHT, KOI/la €ro 4YMTarT B MepBblid pa3. Kak mpaBuiio, Ha mpocMoTp
pestome 3arpauuBaercs He Oojee 2-3 MuHYT. VIMEHHO MOATOMY MNpH €ro COCTaBJICHHH
ucnonb3yercs craiaapTHas ¢opma. Ilo MHeHHIO OOJBIIMHCTBA paboToAareneld, OUeHb Ba)KHO,
yToOBl MH(pOpPManus B pe3ioMe OblIa MaKCHMAaJIbHO TOJHOH M OJHOBPEMEHHO KpaTKOH, a
IJIABHOE, YTOOBI COUCKATEIb BO BpeMsl co0eceI0BaHHs MOT IIOATBEPAUTh BCE JaHHBIE.

Yro0bl HammcaTh Xopollee pe3loMe, HEOOXOAMMO  ClEIOBaThb  IPUHLHUIY
nzbuparenbHocTH. MHbOpManuio 11t pe3toMe CleayeT OTOMpaTh, UCXOAS U3 €ro IeNIeH, TO €CTh
B pE3IOME CTOUT BKJIIOYaTh ONMMCAHWE UMEHHO T€X aCMEKTOB BAalIEro OINbITa, KOTOPbIE 3HAUUMBbI
JUISI TIO3ULIMHU, HA KOTOPYIO BBl IPETEHIYETE.

I[To dopme pestome mnoxapasnensitorcss Ha mpodeccruoHanbHble (YHHBEPCAIbHBIE),
XpOHOJIOTHYECKHE, (YHKIMOHAIbHBIE, XPOHOJOIMUECKU-(PYHKIMOHAIbHbIE, LEJIEBblE U
aKaJeMHUYECKHE.

e Yame Bcero ucnosib3yeTcs npodeccHoHaJbHOe (WJIH YHUBepcajbHOe) pe3loMe, B
KOTOPOM BCsl HH(OpMAIHs MpeaCcTaBisieTcs B 0okax. 1o MHEHHIO criennanucToB, 3Ty Gopmy
HPEANOYTUTENIbHEE UCII0Ib30BATh TEM, Y KOT'O € MOCITY>KHBIM CIIUCKOM BCE B IOPSJIKE.

e Ecnmu ke ombiTa pabOThl HENOCTATOYHO, WIIM €CTh IMEPEpPhIBbl B TPYJOBOM CTaXKe
UHPOPMALIMIO JTydllle Pa3sMECTUTh B ()YHKHHMOHAJIBHOM pe3ioMe. DYHKIMOHAIBHOE PE3IOME
INPUMEHSIETCS MIPU ONKCAHUU CHEIU(PUUECKOr0 TPYAOBOIO OMbITA U Kpyra 3aHATUM, KOTJa HET
HE00XO0/IMMOCTH pacnojaraTb B XpOHOJOTHUECKOM MOPSIKE MPOLecC HAKOIICHHSI 3TOTO OMbITA.
B Hem gnenaercs akueHT Ha oOpa3oBaHMM M CHEIMAIbHBIX 3HAHMSAX M HaBblKaxX. Takke 3Ta
dopma pesroMe mpuemsieMa B TeX Cilydasix, Korjaa Obul 0OJbIION mepepslB B paboTe WM €CTh
HE00XO0UMOCTh CMEHUTH MPOQPECCHIO.

» Ecnu e riaBHOE MPEeMMYILECTBO - OMBIT pabOThI, pe3IOMe JOJDKHO ObITh COCTABJIECHO B
XPOHOJIOTUYECKOM  TIOpSAKE € IepeuyucieHHeM BceX MecT paboThl M Ha3BaHUU
npeanpusTiid. XpOHOJOrMYecKoe MJIM PeTPOCNeKTHBHOEe pe3loMe HauOojee MOAXOJUT
CIeIUaIUCTaM, MHOTO JIET TTPOpabO0TaBIIUM B OJTHOM U TOW e 00JIACTU M KEIAIOIUM B HEH
IIPOJOJKATH CBOIO AESATEIBHOCTb.

o XpoHoJioruyecKu-GyHKIMOHAIbHOE Pe3loMe HCIOoJb3yeTcsl Haubojiee 4YacTo Jis
OCBEIICHUSI KaKUX-TO OCOOBIX JOCTM)KEHHUH, B HEM B TO JK€ BpEMS COXpaHsIETCs
XPOHOJIOTHYECKAas! MOCIeI0BaTeIbHOCTh U3JI0KEHUS TPYAOBOIO CTa)ka U 00pa30BaHMUs.

o [lesieBoe pe3oMe 3amonHseTcsd TOIA, KOIJa BHHUMAaHUE COCPENOTAauMBAETCA Ha
COMCKaHWM OINPEICIIEHHON JODKHOCTH U 3alpoC MOAKPEIUISETCS W3JI0KEHUEM 3HaHUM U
CIOCOOHOCTEH.

° AKkasieMuuyecKoe  pe3lOMe  HCIONB3yeTCs A  TOuCKa  mpodeccopcko-
npenoaaBaTeNbCckoi padoThl. CaMOCTOATENbHYIO YacTh TAKOTO PE3IOME COCTABIISET MepeyeHb
HaYYHBIX pa0OT U MyOnMKaluuid, HAyYHBIX TOCTHKEHUH, HAarpaa ¥ 3BaHHM.

Camblil 00/1bIIOH CEKpeT pe3loMe: HY)KHO HalucaTh pe3loMe HE MOJ KaHAUAATypy
COHMCKaTellsl, a 1Moj TpeOOBaHUE KOHKPETHOTO paboTodares, ¢ y4eTOM OCOOCHHOCTEH Ou3Heca
KOMITaHUH.

W nostomMy 0AHO M3 IIaBHBIX MPAaBHJ pe3l0Me: Ha KaXJ0€ HOBOE MHTEPBBIO CIENYET
IPUXOJUTH C HOBBIM PE3IOME U HUKOTIa - 6€3 Hero.

WTak, npaBMJIbHO HAIMCAHHOE PE3IOME - Balll IIOMOILIHHUK B IIOMCKaX JOCTOWHON pabOTHI,
MO3TOMY PEKOMEHYETCsl IOCTOSIHHO pa3BUBaTh COOCTBEHHOE YMEHUE COCTABIIATH PE3IOME.



Kak nanucatp pe3rome

Pestome - opuImanbHbI TOKYMEHT, TpaBUiia HAMMMUCAHUS KOTOPOTO PETIIaMEHTHPOBAHBI
PYKOBOJICTBOM IO JIEIIONPOU3BOICTBY.

O0beM 1 TpeOGoOBaHNS K 0()OPMIIEHHIO pe3roMe

HeoOxonuMo mpoayMaTh HECKOJIBKO BapHAHTOB pE3lOME - Ui OTIIPABJICHUS MO MOYTE
(WM BpydYeHHS JIMYHO), 10 (akcy, B 3jekTpoHHoM Bue o E-mail. OgHako TEKCThI JOIKHBI
OBITh MJACHTHYHBIMU. Paznmuuarbes MokeT odopmileHHE - yaadyHO TojoOpaHHas doTtorpadus
YKpacHT pe3ioMe, HO MoIyMaiTe, Kak oHa Oy/eT BBITISACTh, OJydeHHas o (akcy.

1.IlepBoe He3bIONEMOE MPaBHIO - OOBEM pE3IOME HE MOXKET INPEBBIIIATh OJHOH,
MaKkCUMyM JBYyX cTpaHul] (opmaTta A4, npuuem xejaaTeabHO, YTOObI Kito4yeBas MH(OpMaus
HaxXOJuJIach Ha 1epBoil crpanuie. Eciu ke 00beM 3TOro He MO3BOJISET, TO MOJyMalTe, KaKoi
uHpopManreil Bl MOXKeTe MokepTBoBaTh. OHAKO, €CIIM Y YeJoBeKa OO0JIBLION OIBIT padoThl,
3TO CO3JAaeT ONpEeACICHHbIC CIIOKHOCTM W OrpaHWuYeHHs, HO Ipu Habope pe3oMe Ha
KOMITbIOTEPE, €CTh BO3MOXKHOCTh OOOWMTH 3TO IPABMIIO: U3MEHUTE pa3Mmep pudra, XOTs 3T0 U
HE JKEJIaTeJIbHO - PE3IOME JIOJKHO YUTAThCSIJIETKO.

2.Ecau pe3tome 3aHMMaeT O0JIbIIE OJHOM CTPAHUIBI, B KOHLIE CTPAHMI] YKa3bIBAETCs, YTO
IIPOJODKEHUE HAaXOJUTCs Ha cienyronieM jgucte. Ha Becex yncrax, KpoMe MepBOro rneyaTaeTcs
HOMED JIMCTa U yKa3bIBaeTCsl (aMUIIHSL.

3.Ecan mo o0beMy pe3romMe HOJIYYHIIOCh Ha OJHY HENOJHYIO CTpPaHHUIly, MH(OpMAIUIO
HE00XO0/IMMO PACIIONIOKUTh TaK, YTOOBI CTpaHHIIAa ObUIA MOJTHOCTHIO 3aHATA TEKCTOM.

4.YtoObl Hamucath "TpaBWIIbHOE" pe3toMe, HEOOXOAMMO HCIOIb30BaTh OIUH MIPHUPT,
xenateapHo Times New Roman ambo ke Arial. MuokecTBO IHIpU(BTOB Pa3sHBIX pPa3MeEpPOB
Heuntabenbubl! Ctporuii cTwiib OQOpMIIEHUST - HENMpPEeMEHHOoe ycioBue. He cTouT Takke
JIEMOHCTpUPOBaTh Bo3MoxkHOCTH (unbTpoB Adobe Photoshop: pestome - 310 10KyMEHT.

5.Yto kacaercs pazMmepa mpu@Ta, TO CTaHAAPTHBIM JUIsSl pe3toMe cuuTaercs mwpudt 12-ro
pasmepa. HeoGxoanmo, 4To0bl Bce cofiepKUMOe ObIJI0 OJJTHOTO pa3Mepa.

6.Kaxaplii pa3zien pesrome J10JKeH ObITh OTAENEH OT NPEAbIIYILIETO.

7.3aroJI0BKH JIy4llIe BBIIEIATH KUPHBIM H/UITH MOTIEPKUBAHHEM.

8.00s13aTeIbHO POBEPhTE NpaBonucanue (kHomouka F7 B penakrope Word). V pestome
¢ OMMOKaMHU HET HUKAKHX IIAHCOB.

9.Pe3toMe 10J1KHO ObITh HAIMMCAHO MPOCTHIM S3BIKOM.

10. JIns JOKYMEHTOB Takoro THUIIA PEKOMEHAYETCs CJeNylollas pa3MeTKa CTPaHMIIbL:
BEpXHeEe MoJIe - 2 CM, MPaBoe - 2 CM, HUXKHEE - 2 ¢M, JieBoe 2,5 cM. JlommyckaeTcs Cy>KeHue mos
Ha CaHTHMETP M BMECTO CTaHjaapTHoro 12-ro pa3mepa mpudTta ucnonb3oBanue 10-ro. B to xe
BpEeMs BapHaHT C yMEHbILIEHUEM HIpudTa MpUemMiIeM TOJIBKO B TOM Cllydae, eciu pe3toMe Oyner
oTnpasieHo padoroxatento nmo E-mail-y nnm Bpyyeno nuuHo. B ciyuae oTnpaBneHust pesrome
no ¢axkcy, pazmep mpudTa MeHbIIe 12 nydine He UCNIOIb30BaTh, MHAYE PEe3tOME HEBO3MOXKHO
OyzaeT mpouuTaTh.

11. [ns pe3rome ucmolib3yeTcsi Oymara 6esoro 1BeTa, XOpoIero KayecTna.

HecrannaprHoe pe3ome

Eciu Bel pemmny HanucaTe HECTaHJAPTHOE PE3IOME, UMENTE BBUY - TaKasl CTPaTerus
XOpolla He BO Bcex ciydasx. Kak pyKOBOJICTBO K JEHCTBHIO OHa MOXET OBbITh MPHUHSATA
MPEJICTaBUTENIIMA TBOPUECKUX MPOdeccHii, KOTOPHIM "M03BOJIEHO" OTXOAUTH OT cTaHAapTa. Uro
e KacaeTcsl CIEeIHaTUCTOB ApYruxX (He TBOPYECKHX) Hpodeccuil - MHXKEHEpOB, BOIUTENEH,
OyxraatepoB, W T.I., - TO 3/€Chb NPEANOYTUTEIbHEE COMCKATEISIM OCTABAThCS B PAMKAX
ouIMaNbHO YTBEP)KIECHHBIX HOPM. DTO CBS3aHO, MPEXKAE BCETro, C TEM, YTO OT CIEIHATUCTOB
JaHHoro Tmpodwiist TpedyeTcs TOYHOCTh, CKPYNYJE3HOCTh M 00s3aTelbHOE COOJI0ICHUE
JOJKHOCTHBIX MHCTPYKIIUHA.

Crnenyer y4nuThIBaTh, 4YTO KaJpOBbIE ar€HTCTBA, KAK IPAaBUJIO, UCIOIb3YIOT MPUCIAHHbIE
UM pe3loMe KaK UCTOYHHK MOJTy4YeHUs HeOOX0MMOi HHpOpMAaLlUU O COMCKaTele, T0ITOMY OHA



B "cyxoMm" BHJE NEperoHsieTcs B CTaHIAPTHBIA ONAHK pe3loMe, B KOTOPOM 'TBOpUYECKHE
BOJIBHOCTH" aHHYNUPYIOTCs. Eciu BBl mpuchlIaeTe HECTaHIAPTHOE PE3IOME HEMOCPEICTBEHHO
paboTopaTento, TOTAa €CTh UIaHC, YTO Balll TBOPUYECKUH MOAX01 OyJeT MO JOCTOMHCTBY OLICHEH
TEM, KOMY OH, COOCTBEHHO U MpeIHAa3HAYAJICS.

Bo3moxHOCTH TBOp4YeCTBa

EcTh HeCKONbKO CTaHAAPTHBIX JTUHHM, Cleqys KOTOPBIM MOKHO MPEoO0pa3suTh pe3roMe B
HEYTO TBOPYECKH HECTAHIAAPTHOE.

e ®ororpadus. [To kmaccuueckuM KaHOHaM JEIONPOU3BOJICTBA, (oTorpadus AOIKHA
ObITh MPHUOIM3UTEIBHO TAKOW ke, Kak B macnopre. Ho u 37ech He cymiecTByeT HpaBui 0e3
uckioueHni. OIUH TUTPEIAKTOP MpUIyMall OUYeHb HHTEPECHBIH X0/ - BMeCTO ()OTO Ha pe3toMe
OH ITIOMECTHJI CBOM CHUITyITHBIA OPTPET, U3 TEX, KOTOPHIE BBIPE3at0T HOXKHUILIAMHU.

o JIu3aiin. MoXHO HamMcaTh KJIIOYEBbIE MOMEHTHI PE3IOME HECTAaHAAPTHBIM IIPUPTOM.

e Jnurpad. DTUM CpPEICTBOM CTOUT MOJB30BAaThCS OCTOPOXKHO. OHO CTOJb K€
3pPEKTUBHO, CKOJb M HEMpEACKa3yeMO TIOCIeACTBUAMU. HekoTopbiM paboronmaTensMm He
HpaBUTCS upe3MepHoe "ymHuuanbe". Ho, mnpeamosoxkum, eciu couckareab Ha MEcTO
MEHe/Kepa Mo MepcoHany B rpade JTUYHBIC KadecTBa HamuIIeT cBoi jeBu3: "CTaBsl Ha mepBoe
MECTO JIOJIeH, Bbl HUKOTIa HE COBEPIINTE OIUOKH, Jake B BOIIpOcax MmoiaydeHus aeHer (Maiki
Mapkc)" - Xy’Ke OT 3TOro €ro pe3roMe He CTaHET.

3oHa pucka

Honsa "necranmaptHbiX" cocrtaBiser npubausutenbHo 0,5% oT o6mero kojiuyecTBa
pestome. K Tomy ke, ngajeko He BCe M3 HHUX JEHCTBUTENBHO TBOpueckue. Mcmomb3ys
HECTAaHJAPTHBIA MOAXOJ K HAlHUCAHUIO PE3IOME, BBl JOJDKHBI OBITH TOTOBBI K TOMY, YTO
MEHE/KEphl M0 MePCOHATy MOTYT €ro MPOUHTEPHPETUPOBATH, B TOM CMBICIE, YTO KaHAMAAT
CJIMIIKOM IKCTPABaraHTECH U C HUM CJIOKHO OyIIeT CIaJnuTh.

dororpapus

dororpadus He T0JKHA MPEBbIILIaTh NacnopTHoro ¢popmara (3,5 Ha 4 cMm). EcrecTBeHHO,
IUBDKHBIE oTorpaduu, U TeM Ooliee CeMeiHbIe, BIIEUYaThIBaTh B Pe3IOME HE CTOUT, - ATHUM BBI
TOJIbKO BBIpa3UTe HEYBaKEHUE K PabOTOAATEIIO.

MO’KHO BBIIEIUTD TPU MPUUUHBIL, 10 KOTOPBIM CTOUT 3arpyXarth cBO0 (poTorpaduro:

1. Pestome, Briowaromee ¢ororpaduio aBTopa 0Oosiee MPOAYKTUBHO M HHTEPECHO
paboTtoaaTento.

2. ®oro cnocoOcTBYeT OoJee 1ocToBepHOU HaAeHTHGHUKanuy Baieit muanocTy.

3. BonpmmHCTBO paboTonareneil ejaeT CBOE 3aKI0YEHHE O IPEJOCTaBIEHUN pabOThI
COMCKAaTEN0 B TEUEHHUE MEPBbIX 3-X MUHYT MOcje 3HakoMcTBa. He mocnenHiow pois B MEpPBOM
BIIEYATJICHUU HUIPAaeT BHEIIHOCTh. VIMEHHO MO3TOMY, HMMEET CMBIC]I IO3HAKOMUTH CBOETO
NOTEHIMAJIBHOrO paboTosaTeNsi CO CBOUM HM300pakeHUEM - JIMOO OHO BBITOAHO BbIIENUT Bac
Cpelu Ipyrux MpeTeHJEHTOB, U TOrJa IIaHC Ha MOJIydeHHue paboThl Bo3pacTeT, inbo Brl cpa3y
HE TOJOiAeTe MO TEeM WIM HWHBIM IapamMeTpaM U TeM CaMbIM, COKOHOMHTE ceOe MOJITHS,
KoTophle OBl BbI 3aTpaTuiu Ha mpoBeaeHue myctoro uist Bac cobecenoBanus.

CTuib HaMUCAHUS Pe3oMe JI0JDKEeH OTBeUaTh CIICAYIOIIUM TPeOOBAHUSIM:

* KPaTKOCTb - OTCYTCTBHE JIMIIHUX CJIOB, HEMOHATHBIX COKPAIIEHUI 1 TEPMUHOB;

° KOHKPEeTHOCTb - OTCYTCTBHE HMH(OpPMAINK, HE HMEIOIIEH MPSMOT0 OTHOIICHHS K
BaKaHCUU;

° IeJICHANIPABJIEHHOCTb - W3JIOKEHUE TJIABHBIX CBEICHUU, MOATBEPXKIAIOMIMX IPABO
MIPETEHI0BAaTh HA JAHHYIO JOJKHOCTH;

* aKTUBHOCTDH - HEOOXOJIUMOCTh HCIIOIH30BAHMS aKTUBHBIX TJIAr0JIOB, TTOKA3bIBAIOIINX
aKTUBHOCTh. Hampumep, ecim y Bac ecTb TOJbKO HadallbHble 3HaHUS Oyxydera, a OHH
HEOOXOIUMBI ISl JAHHOM JOJDKHOCTH, TO HYKHO THCaTh "BIAJCI0 OCHOBaMHU OyxydeTa M
ayauta". Hukorga He cnenyeT nucaTh "ydyacTBOBal', "oKa3pIiBajdl MOMOIIG'", T. K. 3TO TO3BOJISIET
JlyMaTh, YTO BbI CTOSIJIM B CTOPOHE U OT CIy4asi K CJIy4ar0 OKa3blBaJI Pa3HbIE YCIYTH;

* TOYHOCTb U SICHOCTH HU3JI0KEHUSI MbICJIH,;

° H30MPATENbHOCTD - TPEIONIAraeT TIIATEIbHBIN 0TOOpP MH(pOpManuu (He MBITANTECH
BCE YMECTUTh B OJHOM pe3toMe. IIoMHuTE, pe3toMe T0JKHO MOJTHOCTBIO COOTBETCTBOBATh TOMN



JOJKHOCTH, Ha KOTOPYIO BBl IIpeTeHayeTe!);
* YeCTHOCTH (OTCYTCTBHE HEIOCTOBEPHOM MH(POPMAIIUHN);
* IPAMOTHOCTb.

Oo0pa3sen pe3rome
HecomMHeHHO, kenaTeIbHO UMETh Tepe]] Tia3aMH XOTs Obl MPHOIM3UTENBHBI 00pasel]
pe3toMe, Make €cld BBl UX HE pa3 3aloyHAIU. Bce paBHO 4TO-HHOYIbh MOXHO 3a0BITh WIH
ynyctuth. UTo Takoe oOpazer?
Opdorpaduueckoe 3HaUeHUE ciioBa "oOpazen':

» O0pazer - [TokazareapHOE WK TPOOHOE M3/IEIHE; TPOoa.
» O6paszer - Ciocob ycrpoiictBa, Bua, Gpopma
e O6pazern - To (TOT), yeMy (KOMY) HY>KHO CJI€I0BaTh, TOAPAXKAThH

Cam mo cebe, obpazelr pe3roMe, Jake camblii XOpOLINii oOpasel], HUKOMY pabOThl HE
naet. Ho oH naeT Bam mpejcTaBieHHe Kak MOXHO Hamucatb pestoMe. [loaToMy, mocMOTpeB Ha
oOpaser XOpoLIero pe3roMe, MOXKHO cpa3y MOTYyYUTh OOIIYI0 MH(POPMAIMIO O TOM Kak JIydlle
pe3loMe HalMcarh.

(VTR - BOapac
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Crpykrypa pe3iome

Ha3Banue 10kyMeHTa

CobGcTBeHHO 3TO TpocTo cloBo "pestome". B mocrnenHee Bpems MaHHBIA JTOKYMEHT
uHorna HaseBatoT Curriculum  Vitae (CV, mno-natuHckM 'Ku3HeonucaHue") Kak 3TO
MPAKTUKYETCS MpU HAlMCaHUHM pPE3lOME Ha Jpyrux s3bikax. JlaHHBIA BapHaHT KpacuBee H
TOYHEE I10 CMBICITY, HO Y HaC JOCTaTOYHO PEAOK.

Hean

Kpatkoe omnucanue TOro, Ha TMOJIY4EHHE KaKOW JOJKHOCTH BBl HPETEHAYETE.
PekoMenayercss mepeyuciuTb BCE JOJKHOCTH, KOTOpbIe Bbl XOTeNu OBl 3aHUMATh.
CymecTByronias cxema JesTelIbHOCTH

OTJIENIOB KaJIpOB M KAaJIpOBBIX AareHTCTB 4YacTO OKa3blBaeTCs KpalHe HEruOKou.
3arnojHEHHYI0 BaMU aHKETY, MIOMELIAI0T B NaNKy (3aHOCAT B JUPEKTOPHIO), B COOTBETCTBUU C
BallMM ykKazaHueM 'cneuuanuzauuu'. Ilonas, Hanpumep, B "MeHeKephl IO IpojaaxaM', y Bac
3a4acTyl0 HET HHMKAaKHUX IIAHCOB IOMAcTh Ha pacCMOTpeHHEe B KadecTBe "product manager”.
[ToaToMy HeoOXOIMMO yKa3aThb BCE BaKaHCHUHU, KOTOphle BaM HMHTepecHbl. (OHAKO HE CTOUT
pacTsAruBaTh STOT MYHKT 00Jiee YeM Ha JIBE-TPU CTPOUKH).

Barure ums, agpec, nomep renedona (BkIodas Koa ropoza), e-mail (eciau on ects).

Oopa3oBanue

OO6pazoBanue B pe3toMe MOJIOJIOTO CIIEHUATNCTA, C OTCYTCTBUEM MPAKTUYECKOTO OIbITa
paboTHI MM €r0 MHHUMYMOM (HE CUHTas MPaKTUKY), 3aHUMaeT Bexymiee Mecto. OOpa3oBaHue
YKa3bIBAETCs C JaTaMH, B 0OpaTHOM IMOPSIKE:

1. OCHOBHOE - By3 (M Ha3BaHue ¢akynbrera)B 19 _ - IT.;

2. JIOMOJTHUTENbHOE (MapajljielibHOE) - BTOpPOE BhbIcIIee 00pa3oBaHUE (€clu OHO y Bac
ectb) B19 -r1r;

3. BaXHO cOOOHIMTH 00 OKOHYAaHMM KYpCOB U TNPOXOXKACHUU CEPTUPUKALUU T10
crienuanbHOCTU. EcaM BaM J0poro OKOHYaHHE KypCcOB B COOTBETCTBHM € X000uM (Hampumep,
Makpame), BKIIFOUHUTE 3TO B TTOCIIETHIOK YacTh - X000M, HO HUKaK B pa3jen "obpa3oBaHue";

4.  yKa3bpIBaTh CPEIHIOIO MIKOJIY HEOOXOAUMO TOJIBKO B TOM CIIydae, €CIM 3TO A3BIKOBast
WIM Apyras CIENIIKOJIa, WM €CIU Bbl 3aKOHUWJIM CPEIHIOI IIKOIY C OTIMYMEM (Hajaudue
30J10TO#/cepedpsaHOi Meann);

5. BaXHO yKa3aThb TCXHUKYM,

6. OTMEThTE TAaKKe JUILIOM C OTIUYHEM, JOMOIHUTENbHbBIE CIIEIIMATBbHOCTH;

7. eclu MHCTUTYTCKas (YHUBEPCHUTETCKas) CIeHalIn3allsl COMCKaTels CONpUKacaeTcs,
X0Tsa OBl YacTMYHO, C WHTEpEecymIleld ero MOKHOCThIO, MOXXHO yKa3aThb M Ha3BaHUE
BbIITyCKaroIen Kadenpsl;

8. eciu OombIT pabOThl HEJOCTAaTOYEH MJIM OTCYTCTBYET, KaK 3TO 4YacTO OBbIBaeT y
MOJIOJIOTO CHEIUAINCTa, PEKOMEHYeTCsl YKa3blBaTh M3ydaBIIMECs MpeAMEThl (0COOEHHO Te, B
KOTOPBIX OBLIN TOCTUTHYTHI HAUOOJBIIIEE YCIIEXH), XOPOIIHe U OTINYHBIC OIEHKH, HarpaJbl Ha
OJIUMITMAJAX ¥ KOHKypcax U T.IL.;

9. Takke  HEoOXOAMMO  yKa3aTh  Halmuyue  NyOJauKanmui, OCOOCHHO B
CHeMaIM3UPOBAHHBIX U3IAHUSX, U300pPETEHUS WM COOCTBEHHbIE pa3pabOTKH;

10. BaXHO TaKke HE 3a0bIBaTh O NPUTATATEIILHOCTH CIIOBa '"TOCYAapCTBEHHBIH"
roCy/1apCTBEHHbIE KYPChI, TOCYAapCTBEHHbIE HATPaAbl U T.II.

Tpynosoii onbIT (MIpaKTHKA) B 00PATHOM XPOHOJOTHYE€CKOM IMOPAIKe

VY BBITYCKHUKA, KOTOPBII CTapaTeiabHO YYHIICA, MOCEIIal JOMOJIHUTEIbHbIE KYpChl U
MBITAJICS POOUTH CTAXKUPOBKY, PEIKO KOT/Ia €CTh OIBIT MOCTOSHHOM TUTENhHOU paboThl. Ecnu
K€ OIBIT padOThI UMEETCs, TO OMMUCHIBATh €r0 MPHUHITO B 0OPATHOM XPOHOJIOTHYECKOM MOPSIKE
¥ HAIIPOTUB BPEMEHH B MecTa paboThl 0003HaYaTh CBOM JIOJDKHOCTh U (DYHKIIMH, Jenas yimop Ha
npodecCHOHANBHBIX AOCTIDKEHUAX. CTaXUpOBKAa M MPAKTUKA 3aCUYUTHIBAIOTCS HApaBHE C
OTIBITOM PabOTHI, @ XOPOIIasi CTAXKUPOBKA CTOUT HECKOJIBKIX BPEMEHHBIX MOAPAOOTOK.

Pabota (mpakTuka) yka3pIBaeTCsl TaKK€ B OOpaTHOM MOPSIKE: CHadaa HACTOAIIEE WITH
nocjegHee MecTo paboThl, IOTOM MPEAbIAYIIEE U T.1I.



Heo6xoanmo yka3aTb:

1. JIaThl HaYajaa ¥ OKOHYaHUS paObOTHI (TIPAKTUKH),

2. HalMEHOBAHMWE OpraHu3auuu (HET HEOOXOJMMOCTH YKaszblBaTb B pE3lOME
NOJPOOHBIA aapec MPEANPHUSATHIA, HAa KOTOPHIX BbI pabOTajH, IOCTATOYHO OyAET yKa3aTh HX
Ha3BaHHUE U TOPOJI, B KOTOPOM OHU HAXOJATCH),

3. Ha3BaHME JOJDKHOCTH (MX MOXET OBITh HECKOJIBKO, €CITH Balla Kapbepa
pa3BUBaJIaCh YCIEIIHO),
4. JOJKHOCTh M MIEPEUUCIIUTE CIY>KEOHbIE 0053aHHOCTH - 110 BO3MOXHOCTH IOJIHO,

MOCKOJIbKY IMEHHO 3TO YaCTO CTAHOBHUTCS PEIIAFOIINM.

Ecnu g yenoBeka ¢ 607611101 Tpy10BOii OMorpadueit pekoMeHayeTcs yKa3aHHe TOJIbKO
nocineaHux 3-5 Mect paboTsl U nepuos He 6onee 10 JeT, TO ISt MOJIOIOTO CHEIMAIMCTA BaXKHO
yKa3aTh KaK MOKHO OOJIbIIE (BECh) TPYAOBOM (IIPAKTUYECKHIA) OTIBIT PAOOTHI.

B pe3toMe BBITyCKHUKA BAKHO BKIIOYUTH MHPOPMAIIMIO O MPOCITYIIAHHBIX CIICIKYpCcax
U TIPOM/ICHHBIX TPEHUHTaX.

Baxxno Ttaxxke (00s3aTenbHO) yKa3aTh IPOU3BOJCTBEHHBIC IOCTHKCHHS HA KaKIOU
JOJKHOCTH, ecii oHu Obuu. [Ipu ommcanun noctukeHuit He0OX0IMMO UCTIOIB30BaTh IIaroJbl
JEHCTBUS, TaKWE KaK pa3BUBAJI, COKOHOMIJI, YBEIIMYMII WIH COKpaTWIL. JKenaTelbHbI TpeIeIbHO
KOHKpETHbIE ()OPMYIUPOBKH.

JlonoTHUTE/IbHBbIE HABBIKU PadoThI

B »sTOoM pazgene ykaspiBaeTcsa TO, YTO XapakTepu3yeT Bac Kak paOOTHHMKA, HO He
OTHOCHUTCS HETIOCPEICTBEHHO K KOHKPETHBIM CITYKEOHBIM 0053aHHOCTSIM - HAIIPUMeED:

e HAJTMYKE BOAUTENHCKUX MPaB,

eomnbiT pabotel ¢ IIK (coobmias ypoBeHb BiIaJE€HUS KOMIBIOTEPOM, HEOOXOIMMO
YTOYHHUTH B KAKUX OMEPANMOHHBIX CHCTEMaX M IIporpaMmMax Bbl paboramu/paboTaere),

* YWICHCTBO B MPO(ECCUOHATBHBIX OPTaHU3AIMSX U T.I1.

3/1ech ke MOXKET ObITh OTMEYCHO 3HAHHWE HHOCTPAHHOTO $3bIKA, €CJIM BBl HE COBCEM
YBEPEHBI B CBOOOTHOM Bia/ieHuU UM. Eciu yBepeHbI - BBIENNUTE B OTJACIbHBIN pa3zel, mpruieM
JKEJIaTeThbHO yKa3aTh S3BIKOBBIC KYPCHI, €CITH BbI UX 3aKaHUUBAIH.

Pasnen "HaBbikM paboOTH" TPENOCTABISET COHMCKATENI0 IMIMPOKHE BO3MOXKHOCTU
MOKAa3aTh, YTO HA3BIBACTCS, TOBAp JUIOM. BaxXHO yka3aTh IO MaKCUMyMY BCE, YTO HWMeEET
OTHOIIIEHHE K >XKelaeMoi paboTe, a ocTajlbHOE - B TOM CIydyae, €CIU AITO YIYUIIUT Balld
nokasarenu. Ho mydire, Bce-Taku, HE yBIIEKATHCS - €CIIM BalIMX JOCTOWHCTB CIIMITKOM MHOTO,
MOTEHIIMANBHBIA paboTogaTeNlb MOXKET MCIYTaThCs, YTO Y HEro He XBaTUT JCHET Ha TaKOTo
[IEHHOTO CcOTpyAHMKa. He crout cebs XBaiuTh - TOMbKO (akThl. PaboTomarens cam JOKeH
C/IeJIaTh BBIBOJIBI.

JonojHuTeIbHA HHPOPMALIUA

N "x066u" (6o "Harpambl 1 0OIIEeCTBEHHAS IEATEILHOCTS").

Ha 3amaze 5TOT MyHKT BKIIOYAeTCsl 00sI3aTENBHO, MOCKOJIBKY YENIOBEKa YacTo JIydIle
BCETO PEKOMEHyeT OOIIEeCTBEHHOE MOJIOKEHHUE: KITyObl, 00mecTBa, Harpaasl U T.1. Tak Kak B
HalieM OOIIeCTBE TaKOW CHCTEMBbI HET, JKEeNaTeNIbHO OTMETHTh TO, YTO HMEET XOTS Obl
KOCBEHHOE OTHOIICHHE K CITeIIHaTbHOCTH.

He cnemyer ykaspiBaTh, COCTOMTE U Bbl B KaKHUX-JIHOO MApPTHSX, PETUTHO3HBIX
oOIrHax.

YkazaHue Ha BO3MOKHOCTH NPEAOCTABJICHUS PEKOMEHAALMI

CaMux pekoMeHJaTeliel yIOMUHATh HE CTOUT, OJHAKO HEOOXOJWMO TOJTOTOBHTH HX
CIIUCOK - OH MOKET MPUTOIUTHCS HA cOOecCeI0BaHUH.

[ara cocraBiieHusi pe3loMe

B 3axnroueHnn He0OX0MMO MTOCTABUTh ATy COCTABICHUS PE3IOME U MO/IIHUCH.

JlatupoBaHue pe3lOMe TMOBBIIIAET JIOCTOBEPHOCTh 3aWHTEPECOBAHHOCTHM B JaHHOU
paboTe, crapasi aTa MOXET CBHAETEIHCTBOBATH O TOM, YTO KaHAMIAT JaBHO M Oe3yCHEIIHO
UIIET padoTy.

Pe3rome Ha Ipyrux si3bIKkax

OCHOBHBIM SI3IKOM Balller0 Pe3I0Me JO0KEH ObITh PYCCKUH.



Pesrome Ha aHTIUIICKOM (WIIM TFIOOOM JIPYTOM) SI3BIKE COCTAaBJISIETCS JIUIIL B TOM CIIy4ae,
€CJIM BbI MPETCHIyeTe Ha BAaKaHCHIO B MHOCTpPaHHOW KommnaHuu. B poccuiickyro pupmy nam
KaJpOBOE areHTCTBO CJIEAYET HAIPAaBIIITh PE3IOME HA PYCCKOM SI3bIKE. MICKIIFOUEHHEM MOTYT
OBITh PE3IOME CIICIHAIMCTOB, U1 KOTOPBIX 3HAHHE S3bIKa SIBISETCA OJHUM M3 KPUTEPHUEB
orbopa. Ho u B 3TOM ciydae mydiie mpoayOJMpoOBaTh pe3lOMe M MPEJOCTAaBUTh KOIHIO Ha
PYCCKOM SI3bIKE.

JIy4mui BapuaHT - COCTaBIICHUE PE3IOME Ha JIBYX SI3bIKaX.

K pe3toMe Ha WHOCTpPAHHOM SI3BIKE MPEIBSABIAIOTCSA T K€ TPEOOBAHHMS OTHOCHUTEIHLHO
0o(pOpMIICHHS, TPAMOTHOCTH M CTWJIMCTHYECKOTO E€IMHCTBA, YTO M K PE3IOME Ha PYCCKOM
s3bIke. I [pakTHUecKre COBETHI MO HAITMCAHUIO PE3IOME

Yro6bl NMpPaBWIBHO HANMMCATH pPe3l0Me, BA'KHO ObITh MNMpeeibHO KOHKPETHBIM B
BbIOOpe GOpMYIHPOBOK:

e HE CJIEyeT MUCaTh:

o MPOBOJUI 00y4EHUE

o IIOMOTaJI N30aBUTHCS OT OIITHOOK

0 OBICTPO yCBaMBarO HOBbBIE 3HAHUS

e CIIEAYET MUCATh:

0 00YYHJI ABYX HOBBIX CITY>KaIlIHX

o cokpatui omuOku Ha 5%, cakonomuB ¢pupme 40000 pyo.

0 OCBOMWJI HOBBIE MPOLIEAYPHI B PEKOPIAHBIN CPOK - 32 JIBE HEIEIU

He OyabTe MHOTOC/I0BHBI M H30eraire NacCUBHBIX (popMm:

* HE CJIEYET MHUCATh:

0 OTBEYAJI 32 BLITIOJTHEHUE

0 HaXOJIWJI IPUMEHEHUE

o OBLT OTBETCTBCHHBIM 3a:

e CIIEAYET NUCATh:

0 BBITTOJTHUIT

093] deKTUBHO UCTIOTB30BAI

o OTBeYaI 3a:

OTtnasaiiTe npeanoyreHue NO3MTUBHOM HHpopManMu:

e HE CJIEyeT MUCaTh:

o pa3bupai xanoobl Ha:

o MMPENATCTBOBAJI CHUKEHUIO 10U TPOJAXK

o MepelIeN ¢ TOMKHOCTH:

e CIIEIYET MUCATh:

o TIOMOTaJT KJIMEHTaM B:

o MOBBICKJI TOTEHIIMAJI TPOIYKTA HA PHIHKE

o IPOJIBUHYJICS HA JOJKHOCTh

KoHueHTpupyiiTe BHUMaHUe HA BAIIMX JOCTHKECHUSIX:

* HE CJIEAYET MUCATh:

o popaboTan TaM Tpu rofa

o JIeNal TOMOTHUTENBHYIO padoTy

e CIIEAYET MUCATh:

0 MOJTYYWJI TIOBBILLIEHUE B IOJKHOCTH

o BCET/1a BBITIOJIHSUT pa0OTy B CPOK

XapakTepucTuKa npogecCuoHaJIbHOr0 YPOBHS:

Buenpsin, 3aBenoBall, HCCIEAOBal, KOHTPOJIUPOBAN, KOOPAUHUPOBAN, oOOecrednBall,
OCHOBAJI, OPTaHW30BaJI, IUTAHUPOBAJ, TMPEIJIOKUI, pa3paboTal, pPEOPraHU30Bal, PEIIHII,
PYKOBOJIHII, CO3/1aBajl, YBEJIMUMBAJ, YCTPaHSJ, y4acTBOBaJ, 00yJal u Jip.

XapakTepucTHKA JUYHBIX KAYeCTB:

AKKypaTHBIM, BHUMATEJbHbIM, JUCUUIUIMHAPOBAHHBIM, HAJEKHBIM, HCKPEHHUH,
HACTOMYMBBIA, OOBEKTHUBHBIN, ONTHMHUCT, JIOTHYHBIA, TPAKTUYHBIA, MPEANPUUMYNUBBIN,
MBICJISILUMN, LIEJICYCTPEMIICHHBIN, TAKTUYHBINA, YECTHBIA, SKOHOMHBIN, JHEPTUYHBIN U 1.

B 3ak/104ueHune Ba)KHO 00paTUTHL BHUMAHHE HA CJIeYIONIUe eTaJIu:

o [TommpocuTe KOro-HUOYAB, KTO XOPOIIO BIAJAEET S3BIKOM, HAa KOTOPOM HAIHCAHO
pe3toMe, MPOBEPUTH €r0.

B ommcanum HacTosmied pabOThl HCIONB3YHTE TJIAroJIbl B HACTOSIIEM BpPEMEHH,



HarpuMep, padoTaro, MPOSKTUPYIO; COOTBETCTBEHHO TP OMUCAHUH MPEABIIYIINX MECT pabOThI
UCTIOJIB3YHTE TJIArOJIbI B IIPOIIE/IIIEM BPEMEHH.

o Byapre mocnenoBaTenbHBI: €cIM  Bbl  OJUH pa3 HUCIOJB30BAIM  COKpPAIICHHUE,
UCTIOJIB3YHTE €ro BO BCEM pe3toMe (HO JydIlle IPUBOIUTh BCE HAMMEHOBAHHUS TTOJTHOCTHIO).

o M30eraiiTe JUIMHHBIX Qpa3 U MyAPECHBIX CIIOB.

» UeTko BBIZIETUTE HEOOXOAUMBIE 3aTOJIOBKH.

o [Ipocnenure, 4ToOBI Balle pe3romMe ObUI0 0O()OPMIIEHO B OTHOM CTHIIE.

o BeiOupaiite cTUIb, KOTOPBIN JIETKO 4uTaeTcs (OOdbIIHME MOJs, HE MENKUW MpudT,
JIOCTAaTOYHOE PACCTOSIHUE MEXKIY CTPOKAMH U T.II.).

o Mcnonp3yiite Oymary 6eoro 1ipeTa XOpoIIero KauecTna.

« O4yeHb BaXKHO YMECTUTH Baiiie pe3rome Ha 0IHO#, MAaKCUMYM, Ha JIByX CTpaHUIIaXx.

o BynbTe yBepeHBI, YTO BBl CMOXETE IMOJATBEPAUTH BCIO HH(MOPMALMIO, KOTOPYIO BBI
BKITIOYHJIH B PE3IOME.

OcHoBHBbIE OIIMOKH NIPH HANTMCAHUM Pe3l0Me

B Hacrosmiee BpeMs Ha HEKOTOPBIX KaJIpoBbIX caWTax lHTEepHETa MOXXHO HAWTH
rOTOBbIE INAOJOHBI pe3loMe, KOTOpPbIE JOCTaTOYHO MPOCTO 3amojdHUTh. OJHAKO OIBITHBIE
KaJpoBbIe paOOTHUKH YMEIOT OTJINYAaTh CAMOCTOSITENIFHO COCTAaBICHHOE PE3IOMe, HaJ KOTOPBIM
aBTOP MOTPYyIMIICs, 00AyMbIBask U OTHUIM(OBBIBAS KAXKJI0€ CIOBO, U PE3IOME, COCTABICHHOE 110/
JTUKTOBKY.

Kpome 3Toro Ba:kHo nzderarpb ciaeayrOmuX OMMOOK NPU COCTABJICHUH pe3loMe:

e HECOOTBETCTBUE  TpPYyNOBOW  Oworpaduu, o0Opa3oBaHWs, ONBITa IPETCHICHTA
00BEKTUBHBIM TPEOOBAHUAM K JIOJDKHOCTH MJIM BBICTABJIEHHBIM paboTOaTENIEM;

e CIIMIIKOM KOPOTKOE PE3IOME - HEMOHATHO, TO JI aBTOPY HEYETO cKa3aTh O cede, TO Jin
OH - "cepast MbIIIKa";

e JIEMOHCTpAIUS 4aCTOM CMEHBI MeCT paboThl 0€3 00bSICHEHNS 00bEKTUBHBIX IPUYMH;

e OTCYTCTBHE yKa3aHUH Ha NMPoQeccCuOHANbHbBIN POCT;

° YKa3aHUE MHOKECTBA PA3JINYHBIX O0YUAIOIUX KYPCOB U CEMHHAPOB;

e CIIMIIKOM TOJPOOHOE pe3loMe, COJEprKallee MHOXKECTBO HEHYXHOW HH(QOpMAIUU U
JUPUYECKUX OTCTYIUIEHUH WJIH NPOSIBJIIEHUS HEYMECTHOTO FOMOpa.

Wrak, npaBUIBHO COCTaBICHHOE PE3IOME - Balll IMOMOIIHHUK B IIOMCKAaX JIOCTOMHOM
paboThl, MOTOMY PEKOMEHAYETCSI MOCTOSHHO pPa3BUBAaTh COOCTBEHHOE YMEHHE M 3HATh Kak
COCTaBUThH pe3tome. OJJHAKO pe3toMe - 3TO TOJIBKO JIOKYMEHT, OH HEe 3aMEHHUT OOraTcTBO Ballen
JUYHOCTH, a 3HAYUT, HEOOXOAMMO HAy4YUThCS 3(PQPEKTUBHON CcaMOIpe3eHTallud BO BpeMs
cobeceJOBaHUsI M UHTEPBBIO.



