COBETHBI BBIITYCKHUKAM: O®OPMJIEHUE PE3IOME

I'pamoTHOCTh. Pe3tomMe J0KHO OBITH COCTaBJIEHO TIpaMOTHO, 0e3
opdorpaduueckux, CTHIMCTUYECKUX M MyHKTyallMOHHBIX OImMOOK. Ilompocute
KOro-HUOY1b, KTO XOpOIIO BJaJEeT $3bIKOM, Ha KOTOPOM HAIMCAaHO pPE3IOME,
IIPOBEPUTH €T0.

dotorpadus. Ilpunaraiite Qororpaduto, Korma 3TO CHEIUATBLHO
oroBopeHo. JXenartenbHo uMeTh ¢ coboit pororpaduro, ecniu Bac mpurnacuim Ha
VMHTEPBBIO UM BBl IMYHO mepenaeTe ee B OTIEN MepCOHANA WU PEKPYTUHIOBYIO
KOMITaHHIO.

Odopmienune. Bame pe3tomMe - OZHO W3 CPEACTB  BBIPAXKCHUS
WHJMBUAYAIBHOCTH U CTHUJISI, OJHAKO IMPU TOM HE HAAO TEPATh UYBCTBO MEPHI.
[Ipocneaute, uToOBI pe3toMe ObUTO O(GOPMIICHO B OJHOM CTHJIC, KaK MOYKHO
mnpoiie, U ObUTO YAOOHBIM JUis YTeHHS (OOJIbIIME TIOJISA, HE MEJKUH MIpuQT,
JIOCTAaTOYHOE PACCTOSIHUE MEXKIy CTpOKaMH U  paszfeliaMHh, HeOoOXOJAUMbIe
3aroJIOBKU BBIJIETUTE, UCTIONB3YS KUPHBIA mpudT). [locTapaiitech He TPUMEHSTH
T€ BUAbI 0(DOPMIICHUS, KOTOPhIE MPUBJICKAIOT BHUMAHUE, HO CO3/Ial0T TIPOOIeMbI
IIpU CKaHUPOBAHUU U mepenade dakca:

* [IpuuynnuBas rpaduka, ITPUXOBKA U 3aTCHEHUE TEKCTa

* JlekopatuBHble MmPUGTHI U MWPUPTHI CO CHEIUATBHBIMA CHMBOJIAMU
(ucnonp3yiiTe MMUPOKO pacnpocTpaHeHHble Times New Roman wumum  Arial
pazmepom ot 10 o 14);

* KypcuB u noguepkuBaHue

* BepTukasibHble U TOPU3OHTAIIbHBIC JTUHUU (MX MOXHO HCMOJB30BaTh, HO
KpaiiHe SKOHOMHO)

* BcraBka dotorpaduii

JUisi medatu pe3roMe UCIOJIb3yWTe KayeCcTBEHHYH Oymary Oelioro LBeTa
cranaaptHoro gopmarta A4. [lewaraiite opuruHan Ha Ja3epHOM WM CTPYHHOM
MPUHTEPE TOJBKO HAa OJHOM cTOpoHE jucTa. O4yeHb Ba)XHO yYMeCTUTh Barie
pEe3I0Me Ha OJJTHOM, MAKCUMYM Ha JIBYX CTPaHUIAX.

Kak cocrtaBuTh pestome TakuMm o0pa3oMm, 4YTOOBI paboTojaTeNib OTIAl
npeanoytreHue UMeHHo BaMm? CrenuaaucTbl U3 OOpO MO TPYAOYCTPOWUCTBY H
TICUXOJIOTH M3 YHUBEPCUTETA aHTIHICKOTO rpadcTBa XepTQopAmmp COCTABUIU
cnucok u3 10 cimoB, KOTOpbIE MPOU3BOJAT HA MOTEHUUAIBHOTO PYKOBOJIUTEIS
MaKCUMaJbHO OJaronpusiTHoe JUisl CcoucKarens BredariaeHue. Kpome Toro,
MICUXOJIOTH COCTaBWIM U TIepedeHb Hanbosiee "HEraTUBHBIX" CJIOB, KOTOPHIE JTyUIlle
n30eraTh B pe3toMe U BO BpeMs cobecenoBanus. Henb3st ynoTpeOisTh Takue cioBa
kak "HeHaBuaeTh"' win "Huuero". Taxxke, ycTpauBasich Ha pabOTy, HE CTOUT
370ynoTpedsATh ciioBoM "ommOku". Pazymeercsi, mpocueTbl U MPOKOJIBI €CTh Y
Kaxjaoro. M Bce ke, eclid Bbl COOpajIMCh COOOUIUTH pabOTOAATENI0 O CBOUX
"cnaObix" MecTax, IS UX O00O3HAYEHHs JydYllle HCIOJIb30BaTh CIOBOCOUETAHHE
tuna "leHHble ypoku". ['1aBHOe He ymoTpeOisTh TakUX CJIOB, Kak 'maHuka',
"mpobnema", "yxxacuplii". Hu 0HO M3 HUX HE MOTYEPKHET BAIIUX TOCTOUHCTB,
IPU 3TOM TOJOXKUTEIHHOTO A (dexTa Ha pabdoromarens OyAeT CIOKHO JTOOUTHCS.
Kakue e ciioBa BBI3BIBAIOT MO3UTHBHOE OTHOIIEHHWE K couckatento? Haumbonee
OmaroTBOpHBIN A3(PGEKT OKa3pBa€T NPUCYTCTBUE TaKUX CJIOB, Kak "OmbIT",



"yuactue", "mmanupoBanue", "pazputue". [IOHATHO, YTO BCE OHHM OTPAKAKOT
po(hecCHOHANIbHBIE KAUECTBA MPETEHICHTA HAa BAKAHTHYIO TOJKHOCTb.

[ToueMy e Bce HACTOJIBKO 3aBUCUT OT TOTO, KaK HAMCAHO TO, WM UHOE
pestome?

OtBer npoct — ncuxosorus. J[eso B TOM, YTO COTPYAHUKU OTIEIOB KaJpOB
CTAJIKUBAIOTCSI C OrPOMHBIM KOJMYECTBOM IIOXOXKHMX APyl Ha JApyra aHKeT.
CoOTBETCTBEHHO, YTOOBI HAaWTU CpPEOU BCEro ITOr0 PazHOOOpa3ust TOro, KTO
ycTpouT ¢upMy OOJBIIEe BCEro, KaJpOBHKaM MPUXOAUTCA B TMEPBYIO Ouepelb
oOpalaTh BHUMaHHE HA SI3bIK, KOTOPHIM HAaIMCaHbl aHKEeThl. He mocnenHion poib
UMEET TO, KaKO€ BIEYATIIEHWE CO3JaeTcs mociie ee npouteHus. Hanpumep: cinosa
"Hukorga" wiaM "Bceraa' CIMIIKOM 3KCIPECCUBHBI, @ MOTOMY MOTYT ChITPATh
IpOTUB couckatens. PaboTonaTenb, YNTAIONINI Balle pe3loMe MOXKET MOIyMaTh,
YTO Bbl OYEHb JIIOOWTE NpEyBEIMYMBATH. A 3Ta 4yepra SBISETCS HEraTUBHBIM
KayecTBOM sl Oyaymiero paboTHuka. Hukorma He roBopu «HHUKOTJA», JIydlle
HAaMEKHH Ha CBOU «IOCTHKEHUS».

10 ayymmx u 10 Xyammx cjioB sl pe3roMe

10 my4ymmx: aKTMBHOCTb, WHJIMBHUYaJIbHBIA, CBUIETEIBCTBO, JOCTHIKEHHE,
HaBBIKH, OIBIT, IUIAHUPOBAHUE, Pa3BUTHE, yyacTHE, 3PDEKT.

10 xynmmx: Bcerjga, HEHaBUJETb, HUKOTJa, HUYEro, OLIMOKa, NaHHKa,
IU10X0, MpobJiemMa, MpoBaJl, yKacHo.

CoTpyaHUKH OTIena KaapoB BBIHYXJEHbI OLICHMBAaTh COTHH PE3IOME H
NPUHUMATh PEIICHUS Ha OCHOBE TOr0, YTO OHU BBIHOCAT U3 3TUX JIUCTOB OyMaru.

Takum 00pa3om, BEpHBIN MOAOOP CIOB UMEET OTPOMHYIO Ba)KHOCTb, €CIIH
Bbl xoTuTE, 4TOOBI Baliie pe3romMe nojioxKUTENTbHO BbIIEISIIOCh H3 COTEH IPYTUX.



