Pe3tome (or ¢p. résumé miam jar. curriculum vitae — «redeHue KHU3HHY», KHU3HEONHCAHUE,
NPOM3HOCUTCS KYPHUKYJIIOM BHTI, 4YacTo cokpamamT g0 CV) — [JOKyMEHT, cojaepsKaliuii
uH(OPMAIIMI0O O HAaBBIKAX, OMBITE pPabOThl, OOpPa30BaHWH W JPYTYIO OTHOCSIIYIOCS K JIEIy
nH(popMaIro, 00BIYHO TPeOyeMyl0 TPH PACCMOTPEHUH KaHIUAATYphl YeJIOBEeKa I HailmMa Ha
paboty. XKuzneomnucanue, To ectb CV, oTIU4aercs ot pe3toMe 00bEMOM U, KaK MPaBUIIO, MUAMIETCS
KaHIUIaTaMH Ha BBICOKHE MOCTHL. B HEM maércst Gosee mompoOHast, 4eM B pe3rome, HHGOpMAIHs O
cebe, cBOEM 00pa3oBaHUU U KBATU(UKALINH.

B npouecce cocraBnenust pesiome Bbl, kKpome TOro, CMOXeTe IPUBECTHU B MOPAJIOK
MIPE/ICTABJICHHE O ceOe Kak O CIENHAIUCTEe U O CBOMX IENISIX B MOMCKE pabOThL. DTO HE MPOCTO
M0JIE3HO, @ He0OX0AMMO JUTsI JocTikeHus ycnexa. Keratu, CV Heo0X0auMo He TOJBKO MPU MOUCKE
paboThl — 3TO €IIe U XOPOIIMK CIocod MpeACcTaBiIeHUsT ceOsi B JTI0OOM KauyecTBE 3apyOCKHOMY
naptHepy. CV IpenocTaBisioT KaHAMIAThl Ha CTUIEHAWU, TPaHTBl, NPOTpamMMbl MOATOTOBKH
crienuanucToB u T.1m. Mimest xopomo cocraBienHoe CV, Bbl HAMHOTO JieTde J0ObEeTeCh CBOCH IIEIH.

CyIiecTByeT J1Ba CTaHIapTa COCTaBICHUS pe3loMe — 3apyOeKHBI M OTEYECTBEHHBIN, OHU
pa3Iuy4aroTCs JUIIb HEKOTOPBIMU AeTalsiMu. OCHOBHBIE TPeOOBaHUsI K XOpOLIeMYy pe3loMe:

1. Jlns wW370KEeHUs ombiTa padOThl M CBEJACHUW 00 00pa30BaHWUU HCIOJIB3YHTE OOpaTHBIN
XPOHOJIOTUYECKUN MOPSIOK.
2. Ctuiib pe3toMe JOHKHBI OTIMYaTh:
o Crporocrts;
o Kpatkocts;
o KonkperHocTb
o MW3buparenbHOCTh (HE CUMTalTe, YTO YeM OOJIBIIE MPEACTABICHO Pa3HOIIEPCTHOMN
uHpopmauuu, Tem Jrydmie. OtOupaiite UHPOPMALMIO HMCXOAd U3  IIeTH
poeCCHOHAIBHOTO PE3IOME);
o UYectHocTh (HE BKJIIOYAMTE B pe3loMe JIOXKHYI0 HWH(POPMAlLUIO, MPAaBUIHHO
pacCTaBIISIUTE aKIICHTHI)
3. Tekct u BHemHee OQOpMIICHHE pe3IOME JOJDKHO CHENaTh €ro MpoYTeHHEe MAaKCHUMalIbHO
koM@opTHBIM. M30eraiiTe HEMOHATHBIX COKPAIICHUN U JUTMHHBIX (pa3s.
4. TleyaraiiTe pe3toMe Ha KOMIIbIOTEpE Ha XopoIueil 6ymare ¢popmara A4.

CrpykTypa pe3iome:

=

Damuins, iMs, 0TYECTBO.

JIuunble 1anHble (anpec, TenedoH, 1aTa 1 MECTO POXKIICHUS, CEMEHHOE TTOJIOKEHHUE).

3. Heap moucka padorhl. 13 GpopMynupoBky menu AOKHO OBITH SICHO, Kakylo pa®ory Bbl
MOJKETE M XOTHUTE JeNlaTh (MHOI1a — M Ha KaKUX YCIOBUSX).

4. O6pa3oBanue. YeMm Oosbliie IpONUIO BPEMEHHU IMOCTIE OKOHYAHUS OOy4YEHHsI, TEM MEHbIIE
MecTa 3Ta 4acTh JOJDKHA 3aHUMAaTh B pe3tome. i BBITYCKHUKOB U CTYJCHTOB COBETYEM
YIETUTh 3TOM pyOpuKaiy 00JIbIII0e BHUMAHUE, T.K. ONBIT pabOThl, €CIIU U €CTh, TO MEHEe
3HAYUTEIIbHBIN.

5. OnbIT pa6oTskl. [lacTcs B 00paTHOM XPOHOJIOTHUECKOM IOPSAAKE C yKa3aHUEM JaT, MECT
paboThl, TOHKHOCTEH, OCHOBHBIX (DYHKITUI U JOCTHKECHUH.

6. JdomoanutenbHasi uHdopmaums. CienyeT BKIIOYUTH CBEICHHUS O CTENEHH BIAaJCHUS

MHOCTPAaHHBIMU SI3bIKAMHU, O HaBBIKaX pabOTHI C MEPCOHATLHBIM KOMITBIOTEPOM (KeIaTeIbHO

C yKa3aHHEM MPOTPAMMHBIX CPEJCTB), B ClIydae HEOOXOAUMOCTH, O HaJMUYUU BOJUTEIbCKUX

npaB. BooOuie roBops, B 3Ty pyOpUKY MOXKET BKJIIOYAThCS BCE, YTO MOBbIMAeT Bamry

LIEHHOCTb B II1a3ax paboroaarens. PesroMe B ciyyae HeOOXOIMMOCTH MOXKET BKIIIOUATh!

0 cXaroe ONHMcaHue KBaTU(UKAIIHY;
0 COOOIIEHUE O BOGHHOM CITYXO¢e;

o



0 yKa3zaHhe FOTOBHOCTH K KOMaHJIMPOBOUYHBIM MOE3/KaAM;
0 YyKa3aHHe TOTOBHOCTH K paboTe C HEHOPMHUPOBAHHBIM PabOUYUM JTHEM.

B konne CV MOXHO MOMECTUTh KPATKYIO XapaKTEpUCTUKY BalllMxX JUYHOCTHBIX KAuyeCTB,
HaIpUMep: PHEpPrudeH, TpedoBaTeneH K cebe W APYrMM, XOPOIIWK OpPraHW3aTOp M MPOH.
[Tpu 5TOM MOMHUTE, YTO PE3IOME JOJKHO COAEPKATh MPABAUBYIO HHPOPMAIIHIO.

7. JlaTta cocTaBJjieHHsl pe3lOMe. YKazaHUE JaThl COCTABJICHUS PE3IOME MPHUIACT €My YeTKOCTh
U KOHKPETHOCTb. JKenaTeabHO NpeoCTaBIIsATh pe3loMe C TeKyIeil 1aTou.

Wrtak, nenp pe3roMe — I0Ka3aTh, YTO Bbl U3 ce0sl NPEACTABIsIETe U YeM BbI JIydlle APYTHUX.
['maBHBINA TPUHIMI pe3toMe — MOJYEPKHYTh BCE BAIllld JTOCTOMHCTBA, M CKPACHUThH (CKpPBITH) BalllU
HeZoCTaTKU. Yero He CTOMT yKa3bIBATh B pe3loMe:

e BCIO Ballly TPYJIOBYIO Onorpaduio,

e BamM (pU3NYECKHE JaHHBIE,

e (dotorpaduio,

e TMPUYHHBI, 10 KOTOPHIM BbI YXOAMIIU C paOdOTHI,
e TpeOOBaHUS K 3apIuiare.

OO6pa3siibl coctaBieHust Pe3rome MOKHO TOCMOTPETh:
TpeGoBaHus K COCTABJICHUIO Pe3I0Me HA AHIVINICKOM SI3bIKe

OTnuyHOE pe3toMe Ha aHIJIMKUCKOM — 3TO OJMH M3 OCHOBHBIX (PaKTOPOB, KOTOPBIH MO3BOJISET
MOJIYYHTh JKEJAEMYIO TO3UIMI0, a HENpPUBJICKATEIbHOE pPE3OMe OTTaJIKUBaeT paboTomarelns, a
3HA4YUT, 9TO MOTCPAHHAA BO3MOXHOCTbB. YuurteiBas COBpPCMCHHOC MCKIAYHAPOAHOC
pacrpocTpaHeHHE AHTJIMACKOTO SI3bIKAa W OOJBIIOE KOJUYECTBO TPEACTABUTEIBCTB 3apYOCIKHBIX
KOMIIAHUI B Halled CcTpaHe, BAaXXHO TMPEMOJHECTH CBOKW KaHAWIATYpy paboTojgaTento Ha
COOTBETCTBYIOIIIEM YpOBHE. Pe3toMe, cOCTaBIieHHOE HAa POJHOM PYCCKOM M aHTJIMICKOM SI3BIKaX,
6YI[GT BBITOAHO OTJINMYAaTh BaC Ha q)OHe OCTAJIbHBIX MPETCHACHTOB, a4 TAKIKC HOHaI[OGI/ITC}I BaM IIpu
MTOMCKE PaOOTHI 32 PyOEIKOM.

HTtak, nockonbKy caMo 1o ceGe pe3toMe — 3TO nepBasi HHPopMalus, KOTOPYIO O Bac MOJIydaer
paboToaarenb, TO OHO JOJKHO OBITH COCTABICHO COOTBETCTBYIOLIMM 00pa3zoM. Pe3tome He TOKHO
ObITh JUIMHHEE OJHOM CTPAaHUIbl, NHA4YE€ BHMMAHUE YHMTAIOLIET0 PACCEMBAETCS M3-3a OOJBLIOIO
KOJINYECTBA, BO3MOXKHO, NuiiHed nHpopmaruu. Kpome toro, B 90% ciaydaeB co BTOPHIM JIMCTOM
MOXXET TPOM30MTH CIIEAYIONIee: BTOPOM JUCT HE mpouaeT mo Qakcy u OyaeT BBIOpPOIICH B
MYCOpPHYIO KOpP3HMHY CEKpeTapeM; €ro 3a0ydyT MOJIKOJIOTh K MEPBOMY JHUCTY, M IHOTEPSAIOT; €ro
IPUKOIIOT, HO K uyXoMy pe3tome. Ecin ke Bcst nH(popMalys He yMeIaeTcst Ha OJUH JIUCT, TO, IO
KpaiiHell Mepe, Ha KaKIOW CTpaHUIC HAMUIIUTE CBOM UM M (aMUINIO, M KOHTAKTHYIO
nHpopMaIuio.

OCcHOBHbBIE COCTABJIAIOIIHNE pe3roMe Ha AHTJIMHCKOM fI3BIKE

OCHOBHBIMH COCTAaBJIAKOIIUMUA PE3OMC, UJIU ITYHKTAMU, ABJIAKOTCA:

o JmuHsle nanasle — PERSONAL INFORMATION:;
e 1eas—JOB OBJECTIVE;

e o0OpazoBanne — EDUCATION;

e ombIT pabotel — EXPERIENCE;

e Hasbelku — SKILLS;



e nomonHUTENnbHBIC cBeneHus, yBiaeueHus — EXTRACURRICULAR ACTIVITIES;
o pexomenaanuu — REFERENCES.

CocraBjieHHe pe3loMe Ha AaHTJIMHCKOM

Pestome Bcerma naumnHaetrcs ¢ mnpenoctaieHus JUUHBIX JJAHHBIX: ®UO (BHauane
NUIIeTCsT UMs, 3aTeM IepBas OykBa OoTuecTBa W amuius), aapec, e-mail u Homep TenedoHa
(MHOTAA BO3PACT, ATy POXKIEHUS U CEMEHHOE MOJIOKEHHUE), KOTOPhIe TTOMEIAIOTCS, KaK MPaBUIIO,
BBepxy crpanulbl. 3areM onwuchiBaetcs LIEJIb. C camoro Havana ee HEOOXOIUMO OCHOBATEIHHO
IPOAYyMaTh, TaK Kak JajbHeHas nHpopmanus pesroMe OyAeT 3aBUCETh UMEHHO OT IOCTaBJIEHHON
nenu. Llens He noKHA HOCUTH 0000IICHHBIH XapakTep, Hanpumep, «T0 obtain managerial position
in an American company». [Ipoxymaiite menu noucka paboThl U MOCTPOCHUS Kapbepbl HACTOIBKO
TIIATEJIbHO, YTOOBI paboTonarens Hpu yreHuH 370 yBuzaed. Hampumep, «Objective: To obtain a
position in information technologies that will allow me to use my knowledge of programming and
take advantage of my desire to work in IT».

OOpaTuTe BHUMaHUE, YTO B JAHHOM ITYHKTE HE HY>KHO OMHCHIBATh KEJIAHNUE MOIYYUTh XOPOIIO
OIJIAaUYMBAeMyI0 paboTy, TaK KakK aKIEHT Ha JIEHbIU B MEPBOM IPEIUIOKEHUU PE3IOME OCTaBHUT HE
Jydinee BIIEYATICHHE KaK y POCCHMCKOTO paboTromarens, Tak W y paboTomarens 000 apyroi
crpanbl. CrnenyromuMm nyHkToM Heobxomumo onucate OBPABOBAHMUE. 3pecy crnenyer
NEPEYUCIUTh YHUBEPCUTETbl, MHCTUTYTHI, TEXHUKYMH, KOTOpbIE Bbl OKOHYMWIH, B OOpaTHOM
XPOHOJIOTUYECKOM TOpsKe (T.e. HAuMHAs ¢ HocieqHero). Takxke CTOUT BKJIIOYUTH MPONICHHBIC
KypCchbl W 3arpaHHMYHyI0 CTaXHpPOBKY, €CIM TakoBble MMEIOTCS. Ecium y Bac ecTh JUIJIOMBI C
OTJIMYUEM, TO 3TO 00s3aTEIBHO HYXHO yKa3aThb. Eciin y Bac ecTh y4deHas CTENeHb, HAMIIUTE 00
ITOM.

Cnenyronum yHKTOM BeIcTymaetr OIIBIT PABOTDI. [Tepeuncnure mecta paboThl, HAUMHAs C
caMmoro mociegHero (WM Tekymero). O0s3aTeIbHO YKaKUTE NaThl, C KAKOTO MO0 KaKOe YUCIIO BBI
HaXOJMJIMCh Ha TOM MM MHOM JOJKHOCTH, 3aHMMAaeMyI0 MO3UIIMIO U Ha3BaHue KommaHnuu. Kpome
TOTO, ONMUIINTE BallM JOJDKHOCTHBIE OOS3aHHOCTH, ClieNaB OCOOBIM aKIEHT Ha TeX (YHKIMAX,
KOTOpPBIE COOTBETCTBYIOT II€JIH, IMOCTaBJIEHHON B Hawaie pe3tome. [Ipu mepeuncieHun uzderaiire
cnoB «i» («I»), «moi» («my»). Ilocne a3roro cieayeT NEepedTH K NEPEYMCIECHUIO BalIUX
oco6bsix HABBIKOB 1 YMEHHWM: 3Hanue S3BIKOB — YKaXKHTE POJHON M MHOCTPAHHbBIC S3BIKH,
KOTOPBIMH BJIaJIe€Te U Ha KAaKOM YpPOBHE, yMEHHE paboTaTh Ha KOMIbIOTEpE (MIPOrpaMMbl, YPOBEHb
BJ'IaI[eHI/IH) n opyrme HaBblk1, KOTOPbI€ COOTBETCTBYIOT NOCTaBIIEHHOW LIENN.



