Kak npasuibHO COCTaBUTb pGSIOME?

Ha cerooHswHWiA neHb B 60NbWNHCTBE CAhep AeATeNbHOCTM HabnoaaeTcs BbiIcoKas
KOHKYPEHUMS Ha TPYyLOYCTPOMNCTBO, 0COBEHHO 3TO XapakTEPHO Cpean MONoabIX
crneumnanncToB. XopoLwo COCTaBNEHHOE Pe3toMe, HECOMHEHHO, BblAENSIET MOTEHLUMANbHOIO
COTPYZHUKA Cpeamn ocTalbHbIX NPeTEHAEHTOB. IMesi kKa4eCcTBEHHOE PE3toMe MOXHO
paccyMTbiBaTh HE TONbKO Ha cobeceaoBaHne, HO U HAAES TbCS Ha NoNyyYeHne
npuenekatenbHoro paboyero Mmecta. EcTb MHOro cnocoboB cocTaBuTb €ro, Aatb obuee,
MONOXMTENbHOE BnevatneHune o cebe.

TunuyHoe pestome BkNtoYaeT B cebst MHorne acnekTbl. Ob6si3aTeNbHO 4OMXHA NPUCYTCTBOBATb
KOHTaKTHas nHdopmauns, nonyyeHHoe obpasoBaHve, ABa/Tpy Npeablaylwmnx Mmecta paboTol, C
CCbINIKaMU Ha XapakTepUCTUKK (M KOHTAKTHBIMU AaHHBIMU NPeaplaywmx pyKoBOAUTENENR).
Tak e Heobx0aMMOo ykasaTb 00yt NCMXONOrMYECKYIO XapakTEPUCTUKY KaHamMaaTa
(HanpuMep, CNOKOMCTBME B KOH(PNMKTHBIX CUTyaUMsX, paunoHanbHOe MbllwieHue,
CNOCOBHOCTL CMOTPETbL Ha BO3HMKaoWmMe npobnembl HENPEAB3STO, YHECTHOCTb U T.4.). OTa
NHGOOPMaLMs NMoKaxeT NoTeHunanbHoMy paboTonaTtesnto NofoXMTenbHble YepThl XapakTepa,
a Tak Xe roToBHOCTb NPUCTYNUTb K paboTe HEMELNEHHO.

Lpyroi BaxHbIl pasgen, KOTopbIA AONXEH BKKOYATbCS B pe3toMe, 3TO OnMcaHne UMEKLNXCS
pabounx HaBblkOB, KOTOPbIE HEOOX0AMMbI ANS BbINOMHEHWUS TOW UK MHO paboTbl. OTa YacTb
pes3tomMe NoKaxeT NoTeHunanbHoMy paboTonaTento Te HaBblkW, KOTOPbIE OH XO4YEeT BUOETL B
Oynywem paboTHuke. OTOT pasnen — naeanbHas BO3MOXHOCTb ANs 3asBUTENS, 4TO Obl
nokasaTb — Ha 4YTO OH MOXET MpeTeHaoBaTb. CospaBatb 3Ty 4acTb
HeobXx04MMO N3 KOHKPETHbIX HABbIKOB U YMEHWIA, B MPUEMIEMYIO ANNHY (BAXHO MOMHUTb, YTO K
paboTonaTtento nonagaeT MHOXECTBO aHKET, U Ha NPOCMOTP BCEN MHGOpMaLnn TPaTUTCS
O4YeHb Mano BpemeHu). Pazgen [onXxeH CocTosITb U3 0BLWMX YMEHWNIA, HANPUMEP:
KOMMbIOTEPHAS rPaMOTHOCTb, HABbIKM MEX/TIMYHOCTHOrO 06WeHns, paboTa B KONNEKTUBE U
T1.0. W copepxatb y3kocneumnanm3npoBaHHble 3HaHUS, HAaNPUMeEpP: OnbIT YOOPKM MNOMELLEHWIA,
3HaHWe peuenTypbl NPUroTOBAEHMS, OMbIT WTYKATYPHbIX paboT u T.4.

C nprobpeTeHneM HOBbIX HaBbIKOB M YMEHUIA UX MOXHO LOMNMUCbIBATb B 3TOT pasfen, TeM
CaMmbIM, UCK/oYas HE0OX0AMMOCTb NEePENUCLIBATL PE3IOME 3aHOBO.

B 60nbWwKUHCTBE CNy4aes, pe3toMe SIBNSeTCS NepBbIM KOHTAKTOM ¢ paboTonaTtenem,
npe3eHTaumnelt NoTeHUManbHOro CoTpPyaHNKa, No3TOMY BaXHO OTHECTUCh K COCTaB/EHMIO
LNAaHHOMO AOKYMEHTA CO BCEl OTBETCTBEHHOCTbIO, Y4TO Obl MPOM3BECTM NONOXMTENbHOE
BrieyatneHve. Ha HbiHewWwHeM pbiHke Tpyaa, YCTPOMCTBO Ha HOBOe paboyee MecTo MoXeT ObiTb
BECbMa 3aTPyaOHUTENbHO, B CBSI3M C 3TUM NOOYEPKMBAHNE HABLIKOB 1 YMEHWU NMEET O4YEHb




Kak npaBuibHO COCTaBUTb pesiome?

Ba>XHOe 3Ha4eHune.

CyluecTByIOT onpeneneHHbIe Wwarku, KoTopble He06X0OUMO NPEeAnpPUHSITL, 4TO Obl Balwe
pestomMe NPUBNEKIIO NOTeHUManbHblx paboTonaTtenei.

OdbopmneHue: coenante pe3oMe NnpuBeKaTesibHbIM.

OpHa n3 cambix pacnpoCTpaHEeHHbIX OLLII/I60K, KOTOpble oonyckarT npun coctaBNeHnn pe3rome -

HenpogoeccrnoHanbHoe 0goopMIIeHne, TPYAHO YUTaEeMbI WPUET, paCCeAHHOCTb MHpopMauunn.
MoMHUTE, 4TO paboToaaTenb HAYHET accoummpoBaTb Bac ¢ Bawum pesiome,
HenpuBnekaTenbHasa aHkeTa BbiIrnaauT Tak, kak 6yaTo Bbl Npuwn Ha cobecenoBaHne B
CMOPTUBHOM KOCTIOME. cnonb3ynTe npodpeccuoHanbHbIi, NErko YATaeMbl WPUAGT TEKCTA,
TabnuyHbI oopmaT, ANs cucTtemaTmsauny NPenocTaBnsemMon nHopMaLnm.

KpaTKoCTb U 4eTKOCTb.

Ewe onHa pacnpoctpaHeHHas ownbka npu CoCTaBNeHMN aHKeTbl, 9TO NOMbITKa NePeYncnInTb
BCE BO3MOXHble AOCTUXEHUs koTopble Bbl koraa-nnbo ocywectensanu. Kak npasuno, pestome
LNOMXHO 6aTb Ha 0AHOI cTpaHuue. Jlyywe onycTUTb HEKOTOPbIA ONTbl UM OOCTUXEHNS,
KOTOpble HE NMEKOT HEMOCPEOCTBEHHOrO OTHOWEHNS K paboTe, Ha KOTopyto Bbl nbiTaeTech
ycTpouTbes. Ho B TO Xe BpeMsl MHpopMaums 0onXHa 6biTb NOMHON 1 YETKOIA.

UeTKkO oyepuyeHHas uenb pe3toMme.

Haunbonee ynayHble peatome cogepxar B cebe Lenb pesioMe (Hanpumep: nonyyeHue
OONXHOCTW agMUHUCTPaTopa). DTo No3sonsieT paboToaaTensam NoHATb, 4To Baww uenu
LOONTOCPOYHbBI U YTO Bbl FOTOBbI AEACTBOBATh ANS UX NOCTUXEHUS.
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