Pe3rome — BaxkHas 4acTb COBPEMEHHO-
ro pblHKa KaapoB. be3 Hero paboronarenu u
COHMCKaTelo, kKak 6e3 pyk. 1o 3Toil mpuuune
TpeOyeTcsi MaKCUMaJIbHO OTBETCTBEHHO IO-
JOWTHU K JIeJly cOCTaBleHuIo pe3tome. Kax-
JbI  COMCKATENIb BAKAHCUU MOXKET CTaTh
ropaszio Oojiee yCHELIHbIM, €CIIH €ro pe3to-
Me OyzieT oTBeyaThb BCeM TpeOOBaHHEM Ka-
YeCTBEHHOCTH. Takoro paboTHUKA C Yya0-
BOJILCTBHEM BO3BMYT Ha JIOJKHOCTB, ITYCTh
Jla’ke He Ha OUY€Hb Cephe3HYI0 PadoTy.

[Tpu momcke xopomiei padoTHl BaKHBIM
LIarOM SIBJIAETCS COCTABIIEHUE PE3IOME.
[lenpr0 3TOr0 OOKyMEHTa CTAHOBHUTCS HE
TOJIBKO JIOHECEHHEe MH(pOpMAIUU, HO U MIPU-
BJICYCHHE IE€PBOHAYAIIBHOIO BHHUMAHUSA K
MIPETEHACHTY. ['paMOTHO COCTaBJIIEHHOE U
KpacuBO O()OPMIIEHHOE pe3loMe JACT XOpo-
11y1o (hopy COMCKATENIO P BHIOOPE HOBBIX
COTpyZHUKOB pabotopareneM. Ilocne mpo-
YTEHUS , CO3JaTh pe3loMe Ha paboTy ams
BaC yXe He cOCTaBUT Oosbmioro tpyna. 1
IIOMHUTE, BEPHO COCTaBIEHHOE pE3IOME —
3TO Bamla BO3MOX-

HOCTb HAWTH XKeJae-

MyI0 paboTy.

Pe3iomé (ot dp. résumé):

Pesrome - mMCbMEHHBIN WIIA YCTHBIN
TOKJIaJl, COJEep KAl KpaTkoe (MTOTOBOE)
U3JIO’KEHUE KaKoi-11n00 uH(popMauu

Pestome - ab3ar11, KpaTKo ONMMCHIBAFOIIIANA
cofiep)KaHue TEeKCTOBOW padOTHI (HayqHOU
paboThI, CTaThH, NTATEHTA U T. II.)

Pe3rome - no-
KYMEHT, COJep-
Kaumid  UHPOp-  pg Sz,
Mallii0 O HaBbI- e
Kax, OIbITE pa-
60ThI, 00pa3oBa-

HUU U Jp., KaH-

nupara s Haiima Ha pabory B CIIA (B
cTpaHax EBpOIIBI aHAJIOTWYHBINA TOKYMEHT
Ha3bIBAETCS JaTUHCKUM TEPMUHOM
«curriculum vitae», dYTO MEPEBOIUTCS
KaK 0opoea  OJCU3HU,  JHCU3HEeOnucauue,
Kpamkas asmoduozpagus).
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YT1o Takoe pe3romMe

Cerognst mouck pabOTHl HEBO3MOXKEH 0e3
3a0YHOTO 3HAKOMCTBa C paboTojaTeneM, U
IPOUCXOAUT OHO OOBIYHO IOCPEACTBOM pac-
CBUIKM COMCKATeleM cBoero pestome. Ilpa-
BIJIBHO COCTABJICHHOE PE3FOME IPOKJIaIbIBa-
€T IYTh BO MHOTHE KPYITHbIC KOMITAaHHH JTAXKE
MOJIOBIM COTPYAHUKAM.

HNHucTpykuus

1. CioBo «pe3tome» HMeeT (paHIly3CKHUe
KOPHH W O3HAYaeT «KPATKOE H3II0KEHHUEY.
CerosHs pe3loMe MOHUMAETCSI KaK KpaTKoe
ONMCaHHWE  TPO-
(heccruoHaIbHBIX
JIOCTYDKEHUH u
KayecTB COMCKa-
TeJs, KOTOpOe
UMeeT LeNblo 3a-
WHTEpPECOBaTh pa-
ooTomarens, CO3-
JaTh TIOJIOKUTEIBHOE MHEHUE O TOTCHIIU-
aIbHOM pabOTHHKE M OpPraHu30BaTh JINY-
HYI0 BcTpeuy. Pe3rome co3maer mepBoe BIie-
YaTJICHHUE O COMCKATeNe, YTO SBJISETCS Bax-
HEHITUM MOMEHTOM B 3HAKOMCTBE C PEKpY-
TepoM. OOBIYHO OHO HE MPEBBIIIACT 0OBEMA
B JIBa NEYaTHBIX jJucTa dopmara A4 u HE
JOJDKHO 3aHUMATh Oojee 4-5 MUHYT Ha €ro
MPOYTEHHE.

2. BonpmMHCTBO pe3loMe CIEAYIOT €CIH He
YETKOH CTPYKType, TO HEKOTOpPOH MHOcCien0Ba-
TEIILHOCTH  00s3aTelb-
HBIX MYHKTOB. JTO MOJ-
HOE YyKazaHue (haMuinu,
UMEHHM M OTYECTBA, AATHI
POKIEHHs, KOHTAKTOB (B
KOTOpBbIE BKIIIOYAIOTCS HE
" TOJILKO HOMepa Tenedo-
HHOB, HO ¥ JJIEKTPOHHAs

“moura, (akc U Mpoyue
cpeactBa cBs3M). Jlajee couckarento cieayer
yKa3aTh 1IeJIb CBOEr0 PE3IOME - HalpHUMep, Mo-
Jy4eHHUEe ONpEeIeNICHHON TOKHOCTH B JaHHOU
kommanuu. OOs3aTeNbHO yKazaHHEe 00pa3oBa-
HUS U oOmbITa paboThl 3a nocineanue 10 ner B
XPOHOJIOTHYECKOM Topsiike. B oTcyTcTBHM Ke
ombITa paboThI (y BBITYCKHHUKOB BY30B) OIHUCHI-
BAIOTCSl MECTAa CTAXXHPOBOK, IOMOJHUTEIIbHBIE
KYpCBI, TPEHUHTH.

3. Muorue couckatenu yuensoT OoJbIIoe
BHUMaHHE MOCICAHUM pasjeiaM - JOMOJIHU-
TeNbHAss W JIMYHAsS
'uHpopmManus, HO B
TIOCJIC/THEE BpeMsi
PEKpYyTEepBl HE PEKO-

{ HEOOXOAMMO yKa3aTh
MUHUMYM HH(OpMa-
IIUH, KOTOPYIO ACWCTBUTEIHHO CTOHUT 3HAThH
paboTOmAaTEIIO - 3HAHKE SI3BIKOB, HATMYHE BO-

JTUTEIIBCKOTO  yIOCTO-
BEpPEHUS] U aBTOMOOU-
7151, BIaJICHUE KOMITBIO-
TEpOM U JIpyroit ouc-
HOM TexHukou. W3
JUYHBIX KauyecTB YyKa-
3bIBAOTCA TC, KOTOPHIC
UMEIOT OTHOIIEHUE K
pabote (1eneycTpeMIEHHOCTh, TpodeccruoHa-
JIU3M M TTOJ00HEIE).

4. lypHBIM TOHOM CUYHMTAETCS yKa3aHUE XKe-
JaeMoi 3apaboTHOM MaThl, pa3menieHue $o-
torpaduu (KOHEYHO, €CIIM TOro He TpeOyeT
paboTonaTenp) u CaMOBOCXBAJICHHUE.
K BaXHBIM MOMEHTaM COCTaBJICHHS pe3loMe
OTHOCHUTCS TPaMOTHOCTh HAaIlMCaHUsl, OTCYTCT-
BHE OIMMOOK, O(PHUITMATBHBIA CTHIIb H3JIOXKE-
HUSL.




JInuyHoe pe3roMe: IIIOCHI

U MUHYCbI

MHOr#e COMCKATeNU MPUXOIAT K BBIBOY,
YTO TPU  CETONHSIIHEH  HACHIIIECHHO-
CTH PbIHKA BaKaHCHU, JIerde COCTABUTh pe-
3I0M€ CaMOCTOSITEIbHO, YTOOBI XOTh KaK-TO
[PUBJICYb K Ce-
0¢c  BHHMMaHHE ‘ b -
paboTomares. '

Pasymeercs, y |
€ro  CaMoCTOsI-
TEIBHOTO  CO-
CTaBJICHUS €CTh
CBOHM OTPOMHBIE
TUTFOCHI, @ TAKXKe
CBOU CYIIIECTBEHHBIE MUHYCHI.

OOBEKTUBHOCTHU PaJM MOCTApaeMCs pa3o-
OpaTh ¥ TUIIOCH 1 MUHYCBHI.

K miirocaM MOKHO OTHECTH CJIeyI0-
mee:

1. Ecnu ero camocTosITENIbHO MPOTYMBIBATH
KaXKIbI BOIIPOC B HEM, TO, CKOpEE BCETO,
OHO OyJeT MOJHOCThIO YECTHBIM, aJCK-
BaTHBIM, MHTEpeCHbIM. K TOMy ke Takoi
JIOKyMEHT HaBEpHsKa OYIEeT COCTaBJICH
IPaMOTHO M CO BKYCOM, B€b COMCKATellb
OyZeT 1Mo HECKOJIKO pa3 MPOBEPSTH €ro,
abbl yOeTUThCS, YTO OHO COCTaBIICHO,
BEpHO, U 110 BCEM IMPaBUJIaM.

2. CocraBineH-
HOE CaMOCTOS-
TEIbHO PE3I0-
Me JTOJIKHO
OBITh abco-
JIOTHO  YHU-
KaJbHbIM. U3
ATOrO HAMpPSIMYIO CIEIYeT, YTO OHO BhIpa)kKaeT
WHIWBUIYAILHOCTh U TBOPYECKHE CIIOCOOHO-
CTH TMpETeHJIeHTa Ha JOJDKHOCTh. Bee nmeno B
TOM, YTO 4Yallle BCero, paboTroaarenay MoHuMa-
10T, UTO TBOPUYECKHE CIIOCOOHOCTH B YEIIOBEKE
— OTO ONIPENENIEHHBbIN IuIoC. TBopUeckui ye-
JIOBEK 001afaeT Oosee MUPOKUM KPYro30pom,
CIOCOOEH B3IJIAHYTh Ha JaHHOCTb U OYEBUJ-
HOCTb COBEPIIEHHO MO/l HOBBIM YTJIOM.

K muHycam camMoCTOSATEJbHOIO CO-
CTABJICHUSI MOKHO OTHECTH, MOMKAJIYMH,
JIMIIb TOT (aKT 4YTO, YBJICKASACH BOIIPO-
caMHU JIMYHOI'0 XapakKrepa, MOAYepPKU-
BAKIIUMH UHAMBHUAYAJIBHOCTb, MOKHO
3a0bITh O [IHiICTBUTEJIbHO BAXKHBIX BO-
Npocax, NOA4YePKUBAKOIIUX NPodeccuo-
HAJIBHYIO YCIICIIHOCTb.
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Tak Kak e COCTaBUTh COOCTBEHHOE pE3Io-
Mme? Kakue BOMpochl 00s3aTelIbHO JTOJDKHBI
IIPUCYTCTBOBATH?

1.B kaxxaoM pe3rome JTOJDKHBI MPHUCYTCT-
BOBATh DJIEMEHTAPHbBIC CBEACHUS O COMCKATe-
Je, TPEICTABISIONINE HWIACHTU(DUKAITMOHHYIO
¢byHKIMI0. JTO caMble MPOCTBIE BOIPOCHI O
nojie, Bo3pacre, umeHH, pamuuu. Takue Bo-
MPOCHI IOMOTAIOT PabOTOAATENI0 UYTh OJMKE
MO3HAKOMHUTBCS C MPETEHACHTOM, HEMHOTO
MPUOTKPBITH 3aBECY TAWHBI HAJl HUM.

2.He crouT cocpenorauMBarhCsi Hal BO-
MpOCcaMu cyryoo
JUYHOTO TiaHa. [le-
| 10 B TOM, 4TO pado-
TOJIATENo, MO CYTH,
HE BaXHO, Kakue
(GWIBMBI BBl JIOOH-
e . T, U KaK MPOBOIUTE

BpeMs. Emy TpeOy-
eTcsl y3HaTh O BalMX MPo(ecCHOHATBHBIX Ha-
BBIKaX, O TOM, KaK BBl MOJXOJUTE HA JAHHYIO
BaKaHCHIO. BompocoB IMYHOrO XapakTepa
JIOJI’KHO OBITH HEMHOTO, MAKCUMYM 2-3.

3.Bcerna mnpoBepsidTe TPaMOTHOCTb CO-
CTaBJICHHOTO BaMH pe3tome. Bce zneno B Tom,
4TO pabOTONATENh €IIe COBCEM HE 3HACT Bac.
O06 ypoBHE mpodeccroHann3Ma MPETeHISHTa
Ha JIOJDKHOCTh OH CYIOUT B TMEPBYIO OYepeb,
[0 BHEUIHEMY BHJIY, a TaKXe IO IMPaBUIHHO
COCTaBJIICHHOMY pe3ioMe 0e3 rpaMMaTHYeCcKHX

OIIHOOK. ( : i
K "m




Pe3toMe nommkHO cocToATh U3 1-2 cTpaHuil
M BKJIFOYATh HECKOJIBKO OJIOKOB.

KonrakTHas uHGopManus

Bbl nomxHBI HanucaTh UM U (haMUIIUIO.
[Ipn sxenanum orye-

CTBO MOYHO OIlyC-
THTD.
B  ob6szarensHOM / )
(

MOPsIKE YKQKUTE
ajzpec, BKJIIOYas WH-
JEKC.

Bbl noskHBEI yKa-
3aTh KOHTAKTHBIE
JaHHbIE, CPEIu KOTO-
pBIX CIIEAYeT OTMETUTh HOMEpP JOMAIIHErO
TesniepoHa € KOJOM Tropoja, HOMEp MOOMIIb-
HOro Koja, e-mail.

Mean

Bam motpeOyercsi yka3arb COOCTBEHHYIO
eJTb TIOJTyYeHNUs TOJDKHOCTH. B sryummem ciry-
9ae KOJMYECTBO CTPOK JOJDKHO COCTABIIATH 2
-3. Ilpm xenaHUU BBl MOXKETE yIETUTH 00JIb-

OnbIT padoThI

B nauane myHkTa HEOOXOAMMO yKa3aTh IIO-
cieHee MecTo paboThl. ONBIT MOXHO OIMCHI-
BaTh 3a MOCJEIHUE JecaTh JieT. Bam moTpebyer-
Csl yKa3blBaTh Ha- me——"
3BaHHE UPM U HUX
HampaBJIeHUus Jies-
TEJIBHOCTH, CPOKH .
Balei paboThI,
IOJDKHOCTE U 00s- ¢
3aHHOCTHU, KOTOpbIE
BbI BBIOJHsUTM. ONHCHIBast TOCTHXKEHUS, BAXKHO
UCIOJIb30BaTh TIJIarojipl JeMcTBUs (Hampumep,
pa3BHBaJl, COKpaTWJI, yBeJIW4YWiI). [ naronsl neu-
CTBHSI MOT'YT IIPOMU3BOJUTH OCOOCHHOE BIIeYaTJie-
HHE Ha MEHEKEPOB MO paboTe C MEePCOHAIIOM.

Oo6pa3oBanue

BEInyckHUKH BY30B U CTYJCHTHI JIOJIKHBI pac-
nojiaraTh JAHHBIM IYHKT TEpea MPEIbIIyIIHM,
IIOTOMY YTO OIBIT Pa0OTHI OKA3bIBAETCS MEHEE
3HAYUTEIBHBIM. B rpade «O0pazoBanme» ciemy-
€T HalmcaTrh, Kakol By3 ObUI YCIEUIHO OKOHYEH.
Kpome 3T0r0, BB MOXKETE MOTYEPKHYTH H3y4eH-
HbIC JMCIUIUIHHBI, MOATBEP)KAAONINE HE00XO0-
JIUMBble TIpodeccroHaTbHbBIE HABBIKH. Bl MoXeTe
YIIOMSHYTh O Kypcax, TPEHUHrax, CeMHHapax,
KOTOPBIE YAAJI0Ch IPOUTH.
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B pestome MOXXHO YKa3bIBaTh JOMOJHUTEINb-
HbIC JITaHHBIC, HAIIPUMEp, BJIaJICHUE WHOCTPAH-
HBIMH SI3bIKaMHU (B 3TOM Cllydae JIOJDKHO OBITh
WX TIEPEYUCIICHUE), HaBBIK PA0OTHI C KOMIIBIO-
TEpPOM, HaJM4YUE€ BOJAUTENILCKUX IpaB. Xo00u
TaK)K€ MOXXHO YIOMSHYTh, HO OHO JOJIKHO
UMETh TECHYIO CBSI3b C MPENCTOsIIEH paboTOoM.

Bel Mokere yka3aTb KOHTAaKTHBIE JaHHBIC
JUI, CIOCOOHBIX MPEAOCTaBUTh HEOOXOIUMBIE
pEKOMEHIaNNH.

B pe3rome He 10/12kHO PUry-
pUpPOBATh:

e OIIMCAaHHUE COCTOSIHMS 340POBbS U
(bu3NYECKUX TAHHBIX;
o cialble CTOPOHBI, KOTOPbIE YMEHb-



Kak co3xatrb ¥ oTHPpaBUTH
pe3rome

Pe3toMe, oTIpaBieHHOE MO 3JEKTPOHHOM
[0YTE, CPOJHH KATAJIOTy TOBAPOB, OPOIIEHHO-
My B MO4YTOBBIH sAmMK. OHO HpUBIEUET ajpe-
caTa JIMILIb B TOM ClIy4ae, €Cliu MpeasiaraeMble
YCIYrH €My JeHCTBUTENbHO HEOOXOIMMBI, a
caMoO pe3loMe 3allOMUHAETCS] ¢ XOpOIIEeH CTO-
POHBIL.

HNucTpykuus

1.Crapaiitech co3gaTb 4YETKO CTPYKTYpUPO-
BaHHYIO  (QopMy
pestome.  Orme-

JASUTe OAMH pas-
nen uHpopMauu '

0 cebe oT Apyroro
UCPTOH MM OT- mwie

crynoM. He cra-
paiTecs  Makcu- * m

MaJbHO MOAPOOHO U3IOKHUTH HH(bopMaumo 0
CBOMX JIMYHBIX KauyeCTBax, M3JarauTe Cyxue
dakThl, OHH CKaXyT camu 3a cebs. Cozmaiite
pestome B iporpamme Word, Takoit aiin cmo-
I'YT OTKPBITh Ha JIIOOOM KOMIIBIOTEPE.

2.B mepBoil yacTH pe3loMe H3JI0KUTE Kpat-
Kylo uHpOpMaIuio o cede: GaMUuIuio U UM,
MECTO POXKACHUS U aJpec NPOXKUBAHUS, KOH-

TaKTHBIE TeJe-

‘ "N (oubl U agpec
<@ >VICKTPOHHO

IIOYTHI.
‘\_

g
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3. YKkaxure 1eJib HAMCAHUS U OTIIPABKH PE3I0-
M€, a MMEHHO

MOTyYCHUE 7
MOJDKHOCTH  Ha %
TaKOH-TO ImO3Uu- (N Q&

nuu. He nmmm- o
T€, YTO BBl HE
MPOTUB TMOJy4e-

O
A
HUS paboOTHl B

JIOTUCTUYECKOM

U CTPaxOBOW KOMIIaHWU, B OaHKe HIIM KOHCAJl-
TUHTOBOM (pUpPMeE, ATO CIIMILKOM Pa3Hble OpraHU-
3allMH, MyCTh JIa)KE€ Bbl M UMEETE OMBIT pabOThI B
aroboi u3 Hux. Ecim BBl OTChLIaeTe pesrome
KOHKPETHOMY pabOTO/ATEINt0, YETKO CPOPMYIIHU-
py#Te Leb,

Hanpumep, «llonxydeHue paboThl BeAyIIero cre-
LUalIKuCcTa OT/eNa Mo paboTe ¢ KOPIOPATUBHBIMU
KJIIUEHTAMM.

4. Tlepeuncnure OMBIT PabOTHI B CIEAYIOIIEM
pasnene pestome. HauHuTe C HACTOAILIETO WU
MOCJIETHETO MeCTa paboThl, HAMUIIUTE TOYHOE
Ha3BaHME 3aHMMAEeMOM JOJDKHOCTH. B Buae cnu-
CKa Mpe/CcTaBbTe 00513aHHOCTH, KOTOPHIE BbI BbI-
NONHSUIM. Yenute OoJiblliee BHUMAaHUE TEM U3
HUX, KOTOpbIE HAIlPSIMYIO CBSI3aHBI C Ballel mo-
TEHIMAJIBbHON JTOJDKHOCTBIO B HOBOM OpraHu3a-
007078

5. CocTaBbTe CIHMCOK BCEX YUEOHBIX 3aBE/ICHUM,
r7ie BBl MOJy4Ymin obpazoBanue. Haunute ¢ no-
CIIEHET0 IO BpeMeHU. TOYHO MpomuIIuTE Ha-
3BaHHe (haKynbTeTa, MOJYYEHHOH CIeluaNbHO-
CTH.

6. YKaxxuTe CBOM HaBBIKM B paboTe ¢ KOMIIbIO-
TEPHBIMHU TMPOTPAMMaMH, U UHOCTPAHHBIEC SI3bI-
KM, KoTopele 3Haere. [loscHuTe, B Kakoil cremne-
HU Bbl UMU BJIaJI€ETE.

s

7. PacckaxkuTe O CBOMX JIMYHBIX KaueCTBax.
ChenaiiTe akieHT Ha TeX, KOTOpbIE, [0 Ballle-
My MHEHHUIO, TIPUBJICKYT MOTEHIIUAIBHOTO pa-
6oronarens. He crout nucate B pe3tome, Ile-
JBI0 KOTOPOTO SBJSIETCS TONydeHHEe paboThI
CHelHaaucTa B aHalu-
TUYECKOM OTJEINe, YTO
BbI, K TIpUMeEpY, Tepsie-
T€ BOJIO MPH 3BYKax
CKPHIIKH.

8. Hamummre nucsmo
B OTJEN KaJpoB opra-
HU3AlUH, KOTOPYIO BEI
paccMmaTrpuBaeTe B KadecTBe OyayIiero mecra
paboTel. HarmummiTe, 9T0 MNMEHHO Bac MHTEpE-
CyeT W MPUIOKHUTE CBOE pe3tome. He muminte
MHOTOCTPAaHUYHBIN TEKCT, pabOTOIaTEe)Ib CMO-
KET OIICHUTh Bac M Ball MpodeCcCHOHATH3IM
IpH JINYHOU BcTpede. B Teme mucbma 006s13a-
TEIhHO YKQXKHUTE, O KaKOW BAKAaHCUH UMACT
peYb.

9. OtnpaBbTe pe3toMe MO IEKTPOHHOM MOUTE,
MIEPE3BOHKUTE B OTJEI KaJIpOB OpraHU3allid U
YIOCTOBEPHTECH, UTO Ballleé MHUCHMO IMOJy4Ye-
HO, a HE TONaj0 B HEXENATENbHYIO IOYTY
(cmram).
K

RESUME




Hanucanue pe3rome

Kak u3BecTHO, Ha POCMOTP OJIHOTO PE3I0-
ME y COTpPYIHHUKA KaJpPOBOW CIIYKOBI YXOIUT
He Oosee 5 muHyT. BoT mouemy pestome
JOJDKHO TIPUBIIEKAaTh BHUMAaHHWE U HE COJEp-
xaTh omubok. Ceiuac Mbl NPUBEAEM He-
CKOJIBKO COBETOB, KOTOPBHIE MTO3BOJISAT BaM Ha-
nucaTh KaueCTBEHHOE pPE3lOMe, HE JOIMYCTUB
OIMOOK.

Pestome HOMKHO BMECTUTBCA Ha OJHOM
ctpanuiie. Ecim ke BBI IpeTeHIyeTe Ha PYKO-
BOJISIIIIYIO JTOJMKHOCTH, BBl MOXKETE IPOUTHO-
pUpPOBaTh TO MPABWIO U COCTABUTH OOJIBIIOE
pe3oMe.

B pestomMe He JOMKHBI TMPUCYTCTBOBATH
oreyaTku u omuoOku. Ocoboe BHUMaHKE HYX-
HO Y/CJNSATh HANMCAaHWIO Ha3BaHWUS (PUPMEI, B
KOTOPYIO BBl COOMpAETECh YCTPOUTHCS, a TaK-
ke haMuinii paboToaaTeNeH.

Bonee Toro, B cBOEM pe3romMe BBl JOTKHBI
yKa3aTh TOJIBKO T€ JIAaHHBIC, KOTOPHIC OTHOCST-
cs K BakaHcuu. [leperpyxath pe3toMe JTUIITHU-
MU CBEACHUSMU HE CTOUT. OCOOEHHO 3TO Ka-
caercs pazaena «JlOMONHUTENbHBIE CBEJe-
Hus». VHBIMH cloBamMH, Bce JODKHO OBITh
KOHKPETHO U 110 JeNy.

Bo Bpemst cocTaBiieHus pe3roMe HeoO0X0u-
MO OBITh TPEIECIEHO MPAaBIWBBEIM U HE HUCKa-
*aTh uH(OOpMaIuoo. Bl TODKHBI COOOITUTH
Ty HH(OpPMAIHIO, KOTOPYIO BBl CMOXeTe 0e3
npo0JieM MOITBEPAUTS.

ITomuMmo Bcero mpoyero, pe3roMe JTOJKHO
OTIINYATbCA YETKUM (OpMaTOM, a €ro CTpyK-
Typa JI0OJDKHA CIIOCOOCTBOBATh YIOOHOMY 4YTe-
HUIO.

Bce pazmensr HE0OXOaUMO 00s3aTENBHO 03a-
riaBuTh. [Ipu 5TOM OyzeT He JUIIHUM BBIJICITUTD
3aroJjI0BOK JKUPHBIM MIPU(TOM.

Bce pazzmensl pe3toMe HY)KHO pa3Mmeniarh Ipa-
BUJIBHO. Tonbko B TOM ciydae
BAlll JOKYMECHT CMOXET TNPUBJICYh BHUMAHHE II0-
TEHIIMAJIBHOTO PabOTOMATENs, a TAK)KE OXapaKTe-
pu3yet Bac ¢ my4iied ctoponsl. K nmpumepy, ecinu
BBl SIBJIICTECh MOJIOJIBIM CIICIIUAIIMCTOM, B IIEp-
BYIO O4epe/lb YKaXuTe HWHpopManu o0 oOpazo-
BaHUH, 3aTEM CBOU NTPO(ECCUOHATLHBIC HABBIKH, &
HAITOCJICZIOK OTIBIT PabOTHI.

VYV pestome 00s13aT€IBHO JOJKHA OBITH IIEJ]b.
WNupiMu  crioBamu, paboTOAaTeNb JIOJKEH cpa3y
MOHATh, HA KaKyI0 JOJDKHOCTh BBI TIPETEHIyeTe.
BaxHO mOHUMaTh, 4YTO paOOTHHUK KaJPOBOM CITyX-
OBl TIBITACTCS HE TPYAOYCTPOUTH COUCKATENS, a
3aKPBITh ONPEIEIICHHYIO TTO3HIIUIO.

Kak nanucarsb pe3iome 1Jis1 ipue-
Ma Ha padory

CocraBneHue pe3loMe — OJIMH M3 KITFOYEBBIX
MOMEHTOB B IOMCKax Xopomei pabotsl. IloTpa-
TUB HEKOTOPYIO CyMMY, MOXXHO OOpaTHUThCS 3a
MOMOIIIBIO K CHEIHMAINCTaM, HO MPH KeJTaHUH BO3-
MO>KHO HamucaTh pe3loMe U CaMOCTOSTeNbHO. J{is
3TOro HeOOXOAMMO 3HATh, U3 YEro COCTOHUT 3TOT
JOKYMEHT U KaKue MpaBuja HaJo0 coOt0IaTh MpU
o OopMIICHUN BaXHOU OyMarw.

HucTpykuus

1. CocraBnsiiiTe pe3roMe, UCXO0/Is U3 TPeOOBAHUI
K JIOJDKHOCTHU, Ha KOTOpYIO BbI mpeteHayere. Ec-
T BBI MILIETE Pa0OTY MO pa3HbIM HAINPaBIICHUM,
Jy4iie Bcero OyIeT COCTaBUTh pa3HbIE OIHCca-
HUS, YTOObI HE TNOMEMIaTh B OJIUH JOKYMEHT
CIIMIIKOM MHOTO pPa3HON HECBsSI3aHHOW HHQOp-
Maruu. [Ipu BO3MOXHOCTH COCTaBBTE pE3OME
Ha Pa3HbIX SI3bIKAX.

2. st GopMyIUpPOBOK MCTIONB3YUTE KPATKHE,
yeTtkue ¢paspl. Mcnonbp3ylTe TOJIBKO 00IIe-
MNPUHATBIE COKpPALICHUs, HANpUMEpP «T.J.»,
«r.a.». Cokpamas Kakoe-Tu0o Ha3BaHUE, B
MIEPBOM Cllydae B CKOOKaxX MPUBEIUTE MOJIHOE
HAaUMEHOBAaHME, a Jajiee MO TEKCTy IMULIUTE
COKpaleHHbI BapuaHT. I[locrapaiitech yme-
CTHUTH BCIO HH(OPMAIIHIO Ha OJTHOM-JBYX JIUC-
Tax, MpU HEOOXOJMMOCTH PACIOJIOKHUTE B
BEPXHEM YTy JIMYHOE (HOTO WM TPHIIOKUTE
noptdonno nmoaxozsmero pamepa. M3beraii-
T€ HEraTUBHBIX ONMMCAHWA M M30HUTHIX (pas.
[TomHHTE, YTO MEpPBOE BIEUATICHHUE — CAMOE
BaxkHoe. Eciin Baie pe3toMe nmpuBIIEYET BHU-
MaHHe paboToNaTeNss M PACHOJONKHUT €ro K
JUYHOM BCTpede, 3HAUMT, Bbl MopaboTaiu He
3pA.

3. Pasbelite pe3toMe Ha paszeibl, 3TO YIyd-
IIUT BHELIIHUHA BUJ TIOKyMEHTa U YCKOPHT IO-
UCK B HEM HYXXHBIX OTBETOB.

B pazpene «llepconanbHas uHGbOpMAIHs»
YKa)XXUTe CBOU JaHHbIE ((paMIINIO U WHULIKA-
JIBl, BO3pAcT, MIEKTPOHHYIO IIOYTY, aJpec, Te-
nedon). Hanmummre, kakue BakaHCUU Bac WH-
TepecyloT. 3amonHuTe pasaen «OneiT pado-
TbI». B XpoHOJIOTHYECKOM MOPSIIKE 3aMULIUTE
Ha3BaHUs OpraHU3alMii, B KOTOPHIX BBl pado-
Tanu B mocaeaaue 10 ner, Ha30BUTE 3aHUMacC-
Mble JOJDKHOCTU. [lomecTuTe HEoOXOoauMbIE
nanHele B pasnen «OoOpazoBanuey». [lo Bo3-
MOKHOCTH YKa)XXMT€ Ha HaJM4YHUE PEKOMEHJa-
TEIbHBIX MUCEM u OT3BIBOB. B
«JlonoTHUTENHHON HH(OPMAIMHNY PACCKAKU-
Te 0 cebe. Onummure cBOM MpodhecCHoHaAb-
Hbl€ HaBBIKM M JM4YHbIE KadecTBa. Eciam 31O
YMECTHO, YHOMSIHUTE 00 UMEIOUIMXCS AOKY-
MeHTax (HampuMep, BOJUTENIbCKUE MpaBa, ca-
HUTapHAas KHIKKA, pa3penieHue Ha padoTy).



Kak Hanucarsb pe3rome
CTYACHTY

[TouTH KaKIplii CTYIEHT PaHO WJIU I103IHO
HauMHAeT 3aJyMbIBaThcsl O moxapabotke. U
3TO MPABWJIBHO: OBICTPEE BCETO JOOMBAIOTCS
ycnexa Te, KTO Hadall Kapbepy paHo, a He
KOoan nosrydeHus gummoma. Kpowme Ttoro,
JIEHbI'U, IYCTh J1a)K€ CaMbleé CKPOMHBIE, CTY-
JIEHTY HUKOI/1a ele He Bpeauau. Ho He kax-
Il paboToaaTeNlb TOTOB B3ATh CTYJEHTA Ha
paboty. UTtoObl yBENIMYNUTH CBOM IIAHCHI Ha
NOJy4YEeHHEe Xopouled paboThl, Ba)KHO IHpa-
BUJIBHO COCTaBUThH PE3IOME.

HNucTpykuus

1.CHauana HYXHO ONpENENUThCS, Ha Ka-
Kyl0 paboTy BBl XOTUTE YCTPOUTHCS U Ha-
CKOJIBKO 3TO JUIS Bac peanbHO. [ToxBaabHO
JKEJlaHWe CTYyJEeHTa C MepBOro Kypca pabdo-
TaTh MO CIEHUATHHOCTH, HO TIEPBOKYPCHHUKA
BpsZ U BO3BMYT, K IIPUMEPY, HOMOIITHUKOM
IOpUCTa WU OyXrayirepa, MOCKOJIbKY OH eIle
He MMeeT mpejacraBieHus o nmpodeccun. Ha
MIIaJIINX KypcCax JICr4€ YCTPOUTHCA CCKPCTa-
peM, oduc-meHemkepom, padbotHukom call-
nenrpa. He crout gymars, yto 3T npodec-
CHU KaKHe-TO 'HEeIOCTOMHEIC", HAaBBIKH CEK-
peTaps mpuydaT Bac K aKKypaTHOCTH B pabo-
T€ C JOKyMEHTaMH, BHUMATE€IbHOCTH U
CTPECCOYCTOMYUBOCTH, paboTa Ha TenedoHe
pa3oBbeT KOMMYHHUKATHBHbIE HaBbIKU. COOT-
BETCTBEHHO, pE3fOMe Il OTIPAaBKU Ha IIO-
NOOHBIE BaKaHCHM COCTABUTh JIOCTaTOYHO
POCTO.

OmnbIT paboThl TpeOyeTcst TOJIBKO B KPYIHBIX
KOMIIAHUSIX, TIOITOMY €CIIM BBl €r0 HE HMEETE,
MOYKETE CMEJIO MIOCTABUTh B 3TOU rpade nmpoyepk
U HE JyMaTh, 4TO JI000N paboTonaTtens Bac
"3abpakyet". Onuiure, r7ie Bbl YUUTECh, 3HACTE
JIM UHOCTPAHHBIE SI3BIKU (IUIs1 CeKpeTapen pasro-
BOPHBII aHIVIMUCKUM - OOJIBILION IUIIOC), KAKUMHU
HaBbIKaMu oOnanaete. HaBbiku, KOTOpbIie 00s13a-
TEIbHO HYKHO OTPa3UTh - 3TO BbICOKas oOyuae-
MOCTb, HCIOJIHHUTEIBHOCTh, KOMMYHUKaOEIb-
HOCTb.

2. HaumHas ¢ TpeTbero Kypca MOXHO HCKATh
paboty 1o crie-
[UATBHOCTH.

Kak MPABUIIO,
OOJIBIINHCTBO
paboTonaTeneit

BCE K€ Ipearo-
YUTACT JaKe Ha "W
CTapTOBBIE IO3U-
nuu OpaTh Tex, y
KOTO yXe ecTh OmbIT paboTsl. Ecnu y Bac ero
HeT, onuumre B Tpade "ombiT paboThl" CBOIO
y4eOHYIO MIPAKTUKY - TJI€ MPOXOAUIIHN, YeM 3aHU-
MaJIMCh, YEMY HAyUHIIUCh.

3. Eciu BBl He Moxere paboTaTh BECh JICHb,
MOCKOJIBKY TI0 YTpaM Y4YHMTECh, 0043aTeNIbHO YKa-
JKUTE B PE3IOME, CKOJBKO YacOB B HEIEINIO BBI
rotoBel paborars. ONTUMaIbHOE KOJHUYECTBO -
25-30 gacos. Jlameko He Bce pabOTOmATENH CO-
rJ1amarTcs OpaTh CTYACHTOB, CIIOCOOHBIX pabo-
TaTh TOJBKO BO BTOPOM IOJIOBUHE JIHS, OJHAKO
MOMAaIAl0TCs T€, KTO OTHOCUTCS K 3TOMY CITOKOM-
HO: B HEOOJIBIINX KOMIIAHUSX PabOTHI HE BCera
MHOT0, U MHOT/Ia OBIBAaET Ja)K€ BBITOJIHO HAHATH
COTPY/AHMKA Ha HETOJIHBIA pabouuil 1eHb H, co-
OTBETCTBEHHO, MEHBIIIE IIATUTh EMY.

>

4. Ecnu BBl XOpOIIO YYUTECh, 00S3aTEIBHO
BCTaBbTE 3TO B pe3tome. Hampumep, B rpade
"HocTkeHUs" MOYKHO HAIMCcaTh OTIWYHAA
yueba", "kaHmMIaT Ha MOJydeHue "KpacHOro
nuriomMa'.

5. Te, KTO €31UJ HAa CTaKUPOBKH, MOCEIIA
pa3NUYHbIE KYpPCHI, JOJDKHBI 3TO TaKXKe OTpa-
3uTh B pe3toMe. [lycTh naxke 3TH CTaXKUPOBKU U
Kypchbl HE OY€Hb HYXKHBI Ul Bameil Oynyiein
CHEIHATBbHOCTH.

6. O0s3aTeNbHO YKaXUTE, HA KAKOM YpPOBHE
3HaeTe MHOCTPaHHBIN s3bIK. Jlyurie Bcero, 4To-
OBl 3TO OBLIT AHTJIMUCKUH S3BIK WM aHTJIMACKUI
U HeMelkui ((paHIly3CKuil) sS3bIKH. YpOBHEH
MHOCTPAHHOTO $3bIKa, KaK IpaBWJIO, ObIBaeT
gyeTbIpe: 0a30BBIA (YMTAI0 U MUITY HA CaMOM
IIPOCTOM YPOBHE), pa3roBOpHBINA (OErio roso-
pto Ha "oOuiue" TeMbl), MPOABUHYTHINA (3HAIO
HEKOTOPYIO JIEKCUKY IO CHEIUAJIbHOCTH, CBS3-
HO TOBOPIO U MUY Ha pa3Hble TEMBbI) U CBOOOI-
HBIN (TI0YTH YPOBEHb HOCHTEIS SI3BIKA).

7. YpOBeHb 3apIUIaTHBIX OXKUJAHUNA CTYIEH-
Ta He JOJIKEH OBITh BHICOKUM, HO HE CTOMT Je-
JaTh €r0 MUHUMAJbHBIM. BBI €lle TOIbKO Y4H-
T€Ch, HO B€/Ib FOTOBBI TPYAUTHCS C MOJIHOM OT-
naueil u mpuoOperaTh MoJie3Hble HaBbIKU. [lo-
CMOTpPHTE Ha caiiTax Mo MOUCKY pabOThI, CKOJIb-
KO B CpEAHEM IMpeajaraloT CHEUAINCTy Ha-
YaJlbHOTO ypOBHS B Bamled cdepe, U MpocUTe
9yTh MCHBbIIIC.

8. [locne Toro, Kak Bbl CO3AJIA PE3IOME, Ha-
YUHAWTE pacchliaTh €ro Kak MOYKHO CKOpEe.
PaboTa Bpsim nm HalieT Bac cama: CTYJEHTOB
Ha pPbIHKE TpyJa Bcerjaa oueHb MHOTO. [loaTomy
MOKUCK PabOTHI MOKET 3aTAHYThCs. MHOrOE 3a-
BHUCUT OT BalIero €XEAHEBHOI'O IIPOCMaTpUBa-
HUS BAaKaHCUM Ha KAK MUHUMYM JIBYX-TpeX Caii-
Tax IO TIOUCKY paOOTEHI.



