Pe3rome? - 1o mpocrto! (Kak cocraButh pe3rome)

Pestome - 310 "opexka', mo kotopoit Bac BcTpeTsT:

- IUILIUTE PE3IOME 3apaHee;

- BBIBEPAUTE KaXJ0€ CIIOBO;

- TIOKa3bIBAlTE pe3toMe 3HAKOMBIM;

- mmudyiite, numdyiTe, U enie pas nuiudyite Baie pesrome;

Pe3ome - OTPaAKCHHUE BAIICI0 ONbITA paﬁoTLI

Bame pe3oMe - 3TO Balle HHAUBUAYAIbHOE IPEICTABICHNE, OCTABIISAIONIEE IEPBOE, HO
camoe JUInTeNnbHOE BrevariaeHue. [loatomy, nepen Tem, Kak COCTABUTH pPe3loMe,
MoJyMaiTe 0 TOM, KyZa Bbl ero noceuiaere, KTO €ro Moixy4uT, Kak OHO OyeT MPOYUTaHO,
Y B KaKyl0 NaIKy €ro Mmojoxar.

ITomHuTe, paboTa OoTAENa KaAPOB HAIIpaBieHa HE Ha TO, YTOOBI OTOOPATh MOIXOIAIINE
pe3toMe, a Ha TO, YTOOBI OTOPOCUTH HEMOAXOSIINE.

Cawmpblii ipocTol BapuaHT oTBeTa Ha Borpoc "Kak cocTtaBuTh pe3ome?" - COCTaBUTh
pe3roMe 0 CYIIECTBYIOIIEMY 00pas3ILy.

PaccMmoTpuM cHavasia OCHOBHBIE ITYHKTHI PE3IOME, 3aTE€M ITYHKTbI, KOTOPBIE MOTYT OBITh
HCIIOJI30BaHbI 10 MEPE HEOOXOIMMOCTH M, HAKOHEII, B 3aKJIFOUEHUHU Bbl HAlETE
HECKOJIBKO OOIIIMX COBETOB 10 HAIIMCAHUIO PE3IOME. A MOKa COBET MEPBBIl - pE3IOME
JOJKHBI ObITh 00513aTEIbHO HAOPaHO HAa KOMIIBIOTEPE MPEANOUTUTENBHEE B PEIAKTOPE
MS Word. IToaTromy oTKpoem HOBBIN (paiisl ¥ BOT MSATh OCHOBHBIX IIYHKTOB PE3IOME.

KoHTakTHBIE JaHHBIE B pe3rome

®amunus, Uma n OtuectBo. CioBo "pe3tome" 00bIYHO HEe TuIIeTcs . JIydiie HamummTe
kpynHbiMu OykBam# (18-20 mpudTt), mo nueHTpy, cBepxy Bairy haMUiuio, uMs 1
0T4eCcTBO. Takol 3aroJ0BOK IMMOMOXKET OBICTPO HAWTH Ballle pe3lOME B CTOIIKE M3 COTCH
nogo0HbIx Oymar. Camu cnoBa "®@amunusa", "Mma" u "OTtyecTBO" Nydllie HE MUCATh.

Nudopmanusa 1 KOHTAKTA. 371€Ch HEOOXOUMO CaMbIM MOJTHBIM U THIATEIBHBIM
00pa3oM MpenoCcTaBUTh HHPOPMALIUIO, KOTOPasi HO3BOIUT ObICTPO U 3PHEKTUBHO
CBSI3aThCS C BaMM B ClIy4ae, €CJiv Ballle KaHIUIaTypou 3aUHTEPECYIOTCS U 3aXOTAT
NpUrJIacuTh Bac Ha cobecenoBanue. [Ipenocrasisisa agpec MecTa KUTEIbCTBA, )KEJIaTeIbHO
yKa3aTh SBJISIETCS JIM ATOT aJApeC BPEMEHHBIM, HalpUMEpP, OOIIC)KUTHS, WU TTOCTOSTHHBIM.
Ecnu agpec BpeMeHHBIH, TO 0 KAKOT0 CpOKa BaC MOXKHO 3aCTaTh MO0 HEMY. Y Ka3bIBas
TenedoH(bl), He 3a0yIbTE CAeNaTh COOTBETCTBYIONIME IIOMETKH, HampumMep, "padounit"”,
"momarnramit", "coTOBBIN", " 7151 COOOIIEHHI" U T.JI., YKOKHUTE TaKKE BPeMsi, KOT/1a BaM
MOJKHO 3BOHHUTb. ECITH BaM JOCTYITHBI APYTUE CPEICTBA CBSI3U, Hanpumep, dakc, e-mail,
ICQ, Takxke yKaKuTe Ux, AETATU3UPYIO 0 BO3MOKHOCTH YCIIOBHSI CBSI3U C BaMHU.



IIpu cocTaBieHuN pe3roMe MOMHUTE: YeM ObICTpEE COTPYIHHUK OTIENA KaIPOB CBSIKETCS
C BaMH, TeM OO0JIbIlI€ y BaC HIAaHCOB OOONTH BalllUX KOHKYPEHTOB B MOJIyYE€HUHU TOW WIN
MHOU palOTBHI.

Heab. B xkagpoBom areHTcTBE WK PrpMe, Kak MPaBUIIO, HAOOP MPOBOIUTHCS HA
HECKOJIbKO BaKaHCHIA, TO3TOMY CJICTYIOIIUM 3ar0JIOBKOM 0053aTeIbHO CAeNaiTe
3arosioBok "Llens". 31ech ciieyeT HanmucaTh Ha KaKylo BAKaHCHUIO, padoTy, UM 00J1aCTh
JeSITeIbHOCTH BHI MpeTeHayeTe. B MpoTUBHOM citydae Ballie pe3ioMe MpoCcTo BBIOPOCAT B
MYCOpHYIO KOop3uHy. HukTo He OyneT cuuers U 1ymMaTh Kakyro paboTy MOXHO ObLIIO ObI
BaM MPEJIOKUTH. B MyHKTE 11e/1b Tak)Ke MOYKHO YKa3aTh Ballld MOXKEJIaHus, TpeOOBaHUS K
OymymeMy MecTy padoTHI.

Pazngen O0pa3oBanue B pe3rome

Cozpnaiite 3aronoBok "O0pa3zoBaHue" U nepevyrcinTe yueOHbIe 3aBeJICHUE, IIIKOJIbI, KypChI,
UHCTUTYTHI, U T.1., KOTOPBIE BBl YK€ 3aKOHYMJINA UJIH €I1I€ ITPOI0JIKAECTE YUUTHCS:

o Hcnonw3yiiTe nim 0OpaTHBIN XPOHOJIOTHYECKUI TOPSAIOK, T.€. MOCIEIHEEe MECTO
y4eObl YKaKUTE MEPBBIM, WIIM MIPUHITUIT 3HAYUMOCTH, T.€. YKAKUTE CHavYalla MECTO
yueObl Harbosiee 3HaYMMOE JIJIs1 KCKOMOM paOoThI.

o Jlns xaxxgoro mecta yueObl IpeIOCTaBbTE CIAEAYIONIYIO HH(POPMALIUIO: EPUOA
00y4eHHsI C TOYHBIM (MecHll, F0/1) YKa3aHUeM JaT Hadajia U OKOHYaHUSI 00yUYeHUs;
MeCTO y4eObl (€Clii U3 Ha3BaHUsl y4€OHOTO 3aBEJCHUS HE CIIEYET €ro
pacnoJIoKEHUE, YKaKUTE TOPOJI, CTPaHy) U, HAKOHEL], YKAKUTE Ty KBAM(DUKALUIO,
KOTOPYIO BbI MoMy4ymiiv no OKOH4aHUIO OOy4Y€HHUs, T.€. YKaKUTE 3BaHue (aTTecTar,
JUIUIOM, CEPTU(UKAT U T.J. 1O CHEIUATBHOCTH).

o Ilepeuucnure TOMBKO T€ MeCTa y4eObl, KOTOPBIE BaXKHBI JIsS TAHHOMN, HCKOMOM
paboTHI.

Od¢opmiaenue OnbiTa padoThI B pe3roMe
Cosnaiite 3aroioBok "OMBIT paboThl" U MEPEYUCIUTE MECTA Balllel ObIBIICH paOOTHI:

o Hcnonw3yiiTe nim 0OpaTHBIN XPOHOJIOTHUECKHI TOPSIOK, T.€. TOCIEIHEE MECTO
paboThl yKaXKUTE MEPBBIM, WM MIPUHLIUI 3HAYUMOCTH, T.€. YKaOXKUTE CHavajaa MECTO
paboThI, IIe MOJYyYEHHBINH BaMU OMBIT HanboJiee 3Ha4YuM Uil Oyayuieit padoThl;

o Jlns xaxxgoro mecta pabOThI IPEIOCTaBbTE CIEAYIOUIYI0 HH(DOPMAIUIO: TIEPUOJ
3aHATOCTU C TOUYHBIM (MecsI, I0/1) yKa3aHUEM JaT Hauaja U OKOHYaHUsl paboThl;
paboToaresnb (yKaKUTe Ha3BaHuEe (GUPMBI, TOPOJ, CTPAHY); JTOJDKHOCTD;
0053aHHOCTH (B TPEX-YETHIPEX MPEJI0KEHUIX U3II0XKUTE KPYT BaIIMX
00s13aHHOCTEM ).

o Ilepeuucnure TONBKO T€ MeCTa PaOOTHI, KOTOPBIE BAXKHBI JJIsI HCKOMOW PabOTHI.

o He ocraBnsiite mpoOeoB B JaTax Nepuo/ia 3aHATOCTH.

Ecau Bl 10 cux mop 700pOCOBECTHO COCTABIISIIA CBOE PE3IOME M IOOPAIHCh A0 3TOTO
MeCTa, TO MOKETE IMO3IPAaBUTh ce0s - ToJIena caenano. Ha aTom 3akaHUnMBaeTCsI



oOsi3arenpHas HHPopMaIys, 0e3 KOTOpOil Ballie pe3toMe Bpsij Ju OyayT UCIIONb30BAaTh IO
OpsSMOMY HAa3HAYEHHIO U HAUWHAETCA, XOTA U He 00s3aTebHas, HO He MEHee BaKHasI
yacTh. Bam npenocrasisieTcss BO3MOXKHOCTh YKa3aTh IOTIOJIHUTENbHBIE CBEACHNUS O cebe,
HO IOMHUTE: BbI TOJKHBI yKa3aTh TOJIBKO TO, YTO HMEET HEMOCPEICTBEHHOE OTHOIICHNE
K "memm".

IIpodeccuoHanbHbIC HABBIKUA B pe3loMe

Hamnpumep, Bel ymeere paboTaTh Ha KOMITBIOTEpPE, 3HAETE UHOCTPAHHBIN SA3BIKH, BIIAJICETE
MAaIIMHONKCHIO, BBIIIUBAETE OOITapCKUM KPECTUKOM, Y BaC €CTh BOJAUTEIILCKUE TPaBa.
Ecnu xakue-nmu60 13 3Tux npodeccruoHaaIbHbIX HABBIKOB IIOMOTYT BaM CIIPaBATCS C
BalllUMU OYTyIIIUMH O0S3aHHOCTSMHU, TO YKaXKUTE UX, CO3/1aB COOTBETCTBYIOIINE
3aroJIOBKH, HalIpuMep, ''3HaHWE KOMIbIoTepa", "MHOCTpaHHbIC SI3bIKU' U T.11.
Crneunanucram, HalIpuMeEp, MPOrpaMMHUCTaM, PEKOMEHIYIO YKa3aTh 00Jiee IeTAbHYIO
nH(pOpMaUIO (S3bIKM NPOrPaMMHPOBAHUS, ONIEPALIMOHHBIE CUCTEMBI, Oa3bl TaAHHBIX,
nporpammupoBanue noj Mutepuer). B paznene "uHOCTpaHHbBIE S3BIKK" KEIATEIBHO
yKa3aTh HE TOJIBKO YPOBEHb BIIAJEHUS A3bIKOM, HO U IJI€ M KaK JOJITO BBl €r0 YUHIIN.

B 3aBucumoctu ot "uenun" MoxkeT ObITh YMECTHBIM yKa3aTh "Harpabl”, "myOaukanun",
"yayactue B KOHpEepeHIUsIX" U T.1.

JIn4HbIE JaHHBbIE

Takue cBenenus kak "mon", "Bo3pact”, "3mopoBse"”, "yBieuenus", "cemeiinoe
nosjoxxeHnue", "rpaxaancTBo", "BepoucnoBenanue”, "oOTHOIIEHUE K BOUHCKOU
00s13aHHOCTH" U T.J. IBJIAIOTCS CyT'y0O JTMYHBIMH M Ballle ITPaBO MHUCATh UX WJIN HET.
IToMHHTE, UTO CBEICHMS, IPEIOCTABICHHBIC BAaMU B TaHHOU rpade MoryT OBITh
WCITOJTB30BAHBI JIJIs1 AUCKPUMUHAIIAN TI0 TOMY WM HHOMY TIPHU3HAKY.

Pexomenpanum. Eciiu y Bac eCTh I0rOBOPEHHOCTH C JIFOJIbBMH, KOTOPbIE MOTYT
MPEAOCTaBUTh BaM PEKOMEHIATENbHbIE MHUChbMA, TO B 3aKIOYEHUU MOKHO YKa3aTh 3TUX
JOJIeH, KaK MPaBWIIO JIBOMX, C YKa3aHHUE TOTO KaK C HUIMH MOYKHO CBSI3aThCSl.

CoseTtbl 10 0(pOPMJICHHIO Pe3IOMe

Crporux npaBui KaK HAMCATh Pe3IOMe HE CYLIECTBYET, HY>KHO PYKOBOJICTBOBATHCS
3IpaBbIM CMBICIIOM, & OH IIOJICKA3bIBAET, YTO:

« Pe3tome nommkHO copepxaTh KpaTKue, HO MOJIHBIE CBEICHUS O BallleM 00pa30BaHuUH,
npo(decCHOHANbHBIX HaBBIKaX, OMbITE PaOOThI, JOCTIXKEHUAX U JOCTYITHBIX
PEKOMEHAALUSX.

« Kaxnoe pe3tome 10MKHO OBITH COCTaBICHO HA KOHKPETHYIO BAKaHCHIO.

o Pe3tome HEe DOMKHO NMPEBBIIATH OJTHON ITEYATHOW CTPAHULIBI

o HyxHo ncnonp30BaTh XOpOIIO YUTAEMBIN U pacniedaTbiBaemblid mipudT. Hanbonee
npeanouyTuTenbHbl mpudTel Times New Roman u Arial. He ucnons3yiite 0onee



AByx TUNOB mpudToB B pe3tome. Onnako, Bold, Italic u Underline xenarenbHbl Aiist
BBIJICJICHUS BaXKHBIX YaCTEH PE3IOME, TaK KaK MMPUBJICKAIOT BHUMAHHUE YUTAIOLIETO.

« Bame pe3toMe He JOHKHO cofiepKaTh TpaMMaTHYECKUX, oporpaduiyeckux
OIIKUOOK M HEMPABWIBHBIX (pazeosiornueckux 00opoToB. [lepeunTsiBaiite pesrome
HECKOJIbKO pa3, IaiiTe €ro MpouecTb APY3bsiM U OJIU3KUM.

o HyxHo oTpenakTupoBath pe3roMe B COOTBETCTBUU C MpoduiieM padoThl, Ha
KOTOPYIO MIPETEHAYyEeTe, TOKA3aB CBOIO IIEJICYCTPEMIICHHOCTh B BHIOpaHHOM
Kapbepe.

« Pe3romMe Bceraa oTnpaBisieTCs BMECTE ¢ COIPOBOAUTENBHBIM TMCBMOM, TI€ HY’KHO
apryMeHTUpPOBaTh, KAKUM 00pa30M Ballld CIIELIMAJIbHBIE 3HAHUS U OIBIT JenatoT Bac
JIOTUYHBIM KaHAUJIaATOM Ha UCKOMYIO paboTy.

o He cnenyer nmpeyBennuuBaTh CBOMX CIIOCOOHOCTEH WM JOocTKeHn. He naBaiite
JI05KHOM MH(pOpMAaIIMU U HEKOPPEKTHBIX CCHUIOK M Ha3BaHUM paboThl. Maneiiniee
HCKaXXEHHE MOXKET CTOUTh BaM MHTEPBbIO U Jlaxe padoThl. OAHAKO, TO HE 3HAUMT,
YTO Bbl HE JOJDKHBI MPEACTABIIATh CBOO KBAJTM(UKALIMIO B CAMOM BBITOJTHOM CBETE.

« Bame pe3tome npoiiner uepe3 MHOKECTBO PYK, TOKa JOCTUTHET paboToAaTeNsl.
3apaHee 1103a00ThTECH O IJIOTHOM KaueCTBEHHOM Oymare M HEMapKUX YepHUIIaX
(00s13aTENIBHO YEPHBIX).

« C Bamiero pe3roMe BO3MOXKHO OYJIET CHSITO HECKOJIbKO Komuid. Mcromnb3yiiTe 6emyro
uinu 6exeByro OymMary, Ha KOTOPOM HE YXY/IIAeTCsl KaueCTBO KOMUH.

N nocyaeannii coBeT: pe3roMe JOJKHO BBITISIACTh TpodeccuoHanbHo. [oaTomy, mydiie
00paTUTHCS K CIIEHHUATUCTY, KOTOPBIA MIOMOKET BaM COCTABUTh PE3IOME U MTOBBICUT
€ro Mpe3eHTa0eNbHOCTb.



