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3ppaBcTBynTe!

B npoLwsibiX NMCbMax Mbl C Bamu YYUITNCb TOMY, KaK COCTaBJIATb U TOTOBUTb K
paccblfike nHansmnayalribHoe I'IpO6VIBHO€ pes3rome. M kak nony4ynTb rotoBoe peLieHne
ana ycrnewHoro prﬂ,oyCTpOVICTBa Ha CaMble BbIrO4HblE, CaMble «arnneTuTHbIE»
AormkHocTu. CerogHs ke Mbl OCTAHOBMMCS Ha TOM:

— no4yemy, kasanocb 6bl, naeanbHoe, EMKOe pestoMe He paboTaeT Ha aTarne
PaCCbINKY;

— MO4YeMy He AOCTUraeTcs rnaBHas Lenb: npurnaweHme Ha cobecenoBaHue;

—  KaKue Hefo4YeTbl B pe3toMe crieayeT yCTpaHuUTb, YTOObl YBENMYMTL LLAHCHI Ha
ycnex.

XopoLume Bonpocskl, He Tak nNu? Npegnaraem Bam camum OoTBETUTb Ha HUX,
BHUMAaTENbHO N3Y4MB...

Cnncok camblX pacnpoCcTpaHeHHbIX
OoLUMBOOK B pestome

1. OtcytcTBYeT (HEKOPPEKTHO 3anosfiHeHa) TeMa nucbma. BrisicHute @O n
AOJDKHOCTb KOHTAKTHOro nuua. 3anonHute temy: Ons AHgpes bopucosuya /
JlykbsiHoB Anekcen / pykoBoauTernb oTAena npogax — u 310 Bblaenut Bawwe
pestoMe cpean Bcex KaHanaaToB, NO3BONMB ObICTPO HAWUTK ero.

2. HetouHocTb nons «OT KOro» B HacTpomnkax. Bnnwunte ceoe peansHoe PO, a
He IOrVH, HUKHENM WIN KaKyto-TO Henenuuy.

3. Tucbmo oTnpaBneHo ¢ KopnopaTuBHOro agpeca. Y pabortogaTtens CrioxuTcs
MHeHMWeE, YTO Bbl — COTPYAHMK, 3aHMMaOLWMIACS Ha paboTe NOCTOPOHHUMW OAeNnamu.
Bonee TOro, Npun oTKNMKe OTBETHOE MMCbMO MOXET nonacTb Kk Bawwum konneram
(4TO BbI3OBET YBONIbHEHME) UNWN 3aTEPATLCS, €CNN Bbl YCreeTe NOMeHATb MECTO
paboThbl.

4. ConpoBoauTenbHOe MUCbMO OTCYTCTBYET 1V NpeacTaBnseT cobom CTPoYKy:
«3apascTtBynTe. BOoT Moe pestome. C yBaxeHueMm, Anekceny». He neHutecb nucatb
ahPEeKTHOE CONPOBOANTENBHOE NMUCbMO, OHO YBENUYUT KONMYECTBO OTKMNKOB. O
TOM, KaK 3TO caenatb, Bbl MoXxeTe y3HaTb B Hawem nosHom kypce «KnbepcaHT-
Cneunanucry.

5. TMpocuTtenbHble crioBa B cOnNpoBoAUTeNIbHOM NUcbMe. «[loxanyuncra,
paccmoTpute», «Hagetocb, Moe pestome Bac 3anHTepecyeT» — Takme MHToHauun
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He yMecCTHbl B AenoBom obLieHun. MNpegnarante, peknamupynte, Ho HUKOIJA
HE NMPOCUTE.

HeToyHOCTM B Ha4yane conpoBoOAUTENbLHOro NUCbMa. «3apascTeynTe [dambl 1
ocnopay, «[Jobpbin AeHb...», «[Jobpbii Beyep...» — 0TKyaa Bbl 3HaeTe, KTo n
Korga npoyuTaeT Bawe pestome. [Nuwnte npowe: «340paBCTBYATE...», U MO
BO3MOXHOCTMK yTOouHUTE PUO KOHTaKTHOro nuua.

CrtaHgapTHOe o6e3nnyeHHoe Ha3BaHue hanna c pesrome. [1py coxpaHeHnK
Baw dann (c nmeHem «Pestomey, «Pestomel», «Resume» 1 T.4.) MOXET ObITb
NPOCTO 3aMeHeH, YTEePSAHHbIM cpeaun LEeCATKOB U COTEeH couckaTenen. Hasosute
drann cBOUM UMEHEM N daMunmnen, Torga OH YK TOYHO He 3aTepseTcs.

FpammaTnyeckmne ownGKM B pe3tome u/Mnm HasaBaHMM KOMMNaHUU
(aomkHocTw). lNockbinaete pestoMme — NOTPYAUTECH ero NposepuTs. ViHave
paboTogaTenb NPUAET K MHEHMIO, YTO, AONycKas oWwmnbKkM B TeKCTe, Bbl TO xe
camoe Gygete genatb u B paboTe.

Mcnonb3oBaHue coKpalweHun. He neHnteck nucaTth CnoBa nosIHOCThHO,
NOCKOSbKy B WITaTe paborogartens, ckopee Bcero, He 6yaeT KoaMpOBLLMKOB U
AewmndpoBasbLMKOB.

Ucnonb3oBaHue chpmBOnbHbIX (MK Yyxunx) agpecoB e-mail. Ckaxute, 0 4em
MOryT roBopuTb agpeca tuna koshecka@mail.ru nnm pypsik@mail.ru? KoHe4Ho,
nnwe o Bawen Hecepbe3HoCTN. OTKpOMTE COBCTBEHHBIN «CEPLE3HbINY ALUK (3TO
MOXHO caenaTtb 3a NATb MUHYT) U NepUoanYecKn nposepsante ero, Aabbl He
ynyCcTUTb Bpems Npu OTBETE.

MaccoBas pacchbifnika pe3toMme BceM cpa3y. OTchinanTte pestome TOSbKO Ha
OQVH agpec 1 Ha KOHKPETHYI0 BakaHcuio. B npotuBHoM criydae pekpytep co 100%
BEPOSITHOCTLIO CAenaeT BbiBOAbI HE B Bally nonbay.

HeT channa c pesrome. OHO B Tene nucbma. [losepbTe, KagpoBUKY HeKorga
cosfaBaTb 13-3a Bac HoBbIM dhann. Cambi NPOCTON BbIXO — NPOCTO yaanuTb
Bawe nucbmo. U ecnu Bbl cuntaeTe, YTO BNOXEHHbIE (bansibl NULLbL OTNYrMBakoT
paboTtogaTenen ns-3a ux 60s3HM BUPYCOB, YCNOKONTECH. B kaxxaon cepbesHom
KOMMaHuU1 AaBHbIM-0ABHO YCTAHOBSEHbl HAAEXHbIE aHTUBUPYCHbIE NPOrpaMmbI.

ApxuBupoBaHHoe pe3tome. OxaaHne pacnakoBky — 3TO YMyLEHHOE BPEMSI.
PekpyTep, BeposATHee, NOTPaTUT ero Ha YTo-To Apyroe, NPocTo yaanve Bale
nucbMo. K Tomy ke, MOXEeT CrnyuYnTbCs Tak, YTo Ball apxvB He OTkpoeTcs no
KaKMM-nMGo npuymnHam.
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14. Pe3tome cocTaBrieHO B NporpamMmmMe caMoi HOBOW Bepcum. B GonbLuHCTBE
cnyyaeB paboTogaTenu He criegAT 3a OOHOBMEHMAMU U MONb3YTCA CTapbiMU
BepcuaMM nporpamMm. MNMoaTomMy Balle nncbMo Unmn pestomMe MOXET NPOCTO He
OTKPbITbCS, @, 3Ha4UT, U OTKNMKa Bbl He nonyyuTe.

15. OTcyTCcTBME KOHTAKTHbIX AaHHbIX. Ob6s3aTenbHO B KOHLIE CONPOBOANTENBHOIO
nMcbMa yKaxuTe crnocoObl 1 AaHHble Ans obpaTHow cBa3n ¢ Bamu.

16. ly6nupoBaHue nHdopmMaLmm B CONpoBOAUTENTLHOM NUCbMe
(aybnupoBaHue nucbMa). OTO B NepByo ovepeab pabotogaTesnito roBopuT o
Bawen HeBHMMaTeNbHOCTU. He cnewunTe, nyyile npoBepbTe BCe JOCKOHATbHO
elle pas.

17. Paccbinka pe3rome ogqHOBpeMeHHO Ha ABe BaKaHCUM B O4HY KOMNaHUIO. 10
roBopuT O Bawen HeonpeaesieHHOCTU. Henante paccblJIKy XOTA Obl C nepepbiBOM:
cerogHAa Ha ogHy BakaHCUKO, 3aBTpa Ha OpYryto. A Takxke CTapaI7ITer genartb
BM3yalibHbl€ OTIIMHKNA. B COMPOBOAUTESIbHbIX NMNUCbMaX, TeMaX, agapecax e-mail.

Bce 310 — nuLwb YacTb TeX OWMOOK, KOTOPbIE JOMYCKAT COMCKATENN MPU pacchifike
CBOMX pestoMe. 3akaxnte y Hac nonHbin kypc «Knbepcant-Cneumanuct. Cucrema
rapaHTUPOBAHHOIO TPYAOYCTPOMCTBAY M y3HanTe, kak unsbexats BCEX OLLUNBOK un
cTaTb Ha NOPSAAOK NpUBReKaTernbHee B rnasax cBomx pabotogarenen. Kak Ha atane
paccbIfkn pestome, Tak 1 npu cobecegoBaHUN.

B cnegytowen 4yactu mbl ¢ Bamu npogomkmm rosopuTb 06 owmnbkax. NogpobHee
OCTaHOBMMCS Ha TOM, Kak caenaTtb Balue pestome 3ameTHee He TONMbKO Ha cTaanu
paccbINKU/Nony4yeHns, HO 1 NPKU ero paccMoTpeHun pabotogaTtenem.

C yBaxeHuewm, Anekcen JIykbsiHOB M kKOMaHga n3gartensctea NHgo-OB/.

JInunbin 6nor Anekces JlykbsiHoBa: alexeylukyanov.ru

Caunt nsgarenscrtea MHgo-AB/: info-dvd.ru

Cnyx6a nogaepxku: info.support-desk.ru

© Anekcen JlykbsiHOB 1 n3gatenbcteo MHdo-[AB[. Bce npaBa 3alumLieHbl. e iNfo

AlexeyLukyanov.ru, Info-DVD.Ru = DVD

Llonin

HomacTpoadnme


http://job.info-dvd.ru/?from=jobbook
http://job.info-dvd.ru/?from=jobbook
http://www.alexeylukyanov.ru/
http://www.info-dvd.ru/
http://info.support-desk.ru/

