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Meroanydeckue yka3zaHusl 0 COCTABJIICHUIO PE3IOME Ha aHIJIMICKOM SI3bIKE MpEeAHa3HAYEHBI JJIS
MOATOTOBKU K MPAKTUYECKUM 3aHSATHSM CTYJEHTOB OYHOW (OpMBI OOy4YeHHs] IO CIEHHUATLHOCTU
31.02.01 Jlewebnoe nemno st cTyaeHToB 1 Kypca.

TpeboBanusi, Kak U pe3yabTaThl MPOILECCa, OMPEAESIOTCS MPEenoiaBaTeIeM B COOTBETCTBHH C
®I'OC wm paboyeil mnporpaMmol ydeOHOW IUCHHMIUIUHBL METOIUYECKHe YKa3aHHs COIepkKaT
TEOPETUYECKUIl M MPaKTUYECKUN MaTepuan Mo y4yeOHOW IUCHUIUIMHE B IMOJHOM COOTBETCTBHH C
paboueii mporpamMMoii. OHM BKIIOYAIOT AHTJIMICKYIO TEPMHHOJIOTHIO, TPAMMATHYECKHUE NPaBHIIA,
JIEKCUYEeCKEe MUHUMYMBI, 00pa3Iibl pe3toMe.



COJIEPKAHUE



INOACHUTEJIBHASA 3ATIMCKA

OcHoBHast 1enb  OOyYeHHs] HMHOCTPAaHHOMY SI3bIKY —  (OpMUpOBaHHE HMHOS3BIYHOU
KOMMYHHUKAaTUBHOM KOMIETEHIMU CIIELUATMCTAa-MEINKa, TTO3BOJISIOIEH HCIOIb30BATh HHOCTPAHHBIN
A3BIK KaK CPEJCTBO MPOPECCHOHATBHOTO U MEXIMYHOCTHOTO OOIICHUS.

JlanHoe nocoOue npezcTaBiigeT co0oi nepeyeHb METOANUYECKUX PEKOMEHAAINI IO COCTABICHUIO
pe3toMe U conpoBOAUTENbHBIX TTuceM 1o auctuuminae OI'C3.03 MHocTpaHHbBIN A3BIK (AHTITUHCKHI) 110
cnermanbHocTH 31.02.01 JleweOHnoe nemo. OpraHuzaiusi CaMOCTOSTEIIBHOW paOOThI CTYJAEHTOB IIO
pa3paboTke COOCTBEHHOTO pE3IOME CIOCOOCTBYET JOCTHIKCHUIO CICAYIONIMX IeNeld W3YyYeHUs
MHOCTPAHHOIO SI3bIKA:

* CUCTEMATHU3aLUU U 3aKPEIJICHUS OJIYYEHHBIX TEOPETUUECKUX 3HAHUM U MPAKTUYECKUX YMEHUI
00y4aroluxcs 1o AUCHUIUINHE;

* yrayOJIeHHs U pacIlupPEeHHs TEOPETUUECKUX 3HAHUM;

* popmupoBaHUs yMEHUH I[0JIb30BATbCA CIOBApsSMHU, Y4E€OHOW, JIUTEPATYypOH, UHTEPHET -
pecypcamy;

* pa3BUTHUSA II03HABATEJIbHbIX CTIOCOOHOCTEMH u AKTUBHOCTH

oOyuaromuxcs,
CaMOCTOSITENIbHOCTH, OTBETCTBEHHOCTH U OPraHU30BaHHOCTH;

* popmupoBaHUS  CaMOCTOSATEIBHOCTH  MBIIUICHUS, CIIOCOOHOCTEH K  CaMOpPa3BUTHIO,
CaMOCOBEPILIECHCTBOBAHUIO U CaMOpPEaInu3aliy.

Bce 3aganus uMeroT npogeccuoHaNbHYIO0 HAPaBIECHHOCTh, BHIIIOJIHEHUE KOTOPBIX COACHCTBYET
(OpPMHUPOBAHUIO CIEAYIOUINX KOMIETCHIIHIA:

OK 1. [ToHnMatp CymHOCTb U COIMANBHYIO 3HAYMMOCTh CBOEH Oyayiieit mpodeccuu, IposBIsSTh
K HEW YCTOMYMBBIA HHTEPEC.

OK 2. Opranu3oBblBaTh COOCTBEHHYIO J1€ATEIbHOCTh, BHIOMPATh TUIIOBBIE METO/ABI U CIIOCOOBI
BBINOJIHEHUS TPO(ECCHOHANIBHBIX 3a/1a4, OLIEHUBATh UX 3((PEKTUBHOCTh U Ka4ECTBO.

OK 3. [IpuHumaTth peuieHus B CTaHIAPTHBIX U HECTaHJAPTHBIX CUTYallUsSIX U HECTU 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymiecTBiIsATh NOUCK U MCIIOJIb30BaHUE UH(pOpMAIMH, He00X0AUMON 1 3(ppeKTUBHOTO
BBITIOJTHEHUSI BO3JIOXKEHHBIX HAa HEro mpodeccHoHalbHBIX 3ajJady, a Takke i CBOEro
pohecCHOHaATBHOTO U IMYHOCTHOT'O Pa3BUTHSI.

OK 5. Mcnonb3oBaTh HH()OPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU B MPO(eCcCHOHAIBHON
JESATEIBHOCTH.

OK 6. PaboTath B KOJUIEKTHBE M B KOMaH 1€, 3PPEKTUBHO 00IaThCs ¢ KOJUIEraMU, PYKOBOJICTBOM,
MOTPEOUTENSAMHU.

OK 7. bparb OTBETCTBEHHOCTb 3a pabOTy UICHOB KOMaH/bl (TMOAYMHEHHBIX), 32 PE3yJbTaT
BBIITOJIHEHUS 3aJaHUM.

OK 8. CamocTosiTeNbHO ONpeneisITh 3a1aud Mpo(ecCHOHATBLHOTO W JIMYHOCTHOTO Pa3BUTHS,
3aHUMaTbCcid C€amMooOpa30BaHUEM, OCO3HAHHO IUIAHMPOBATh M OCYIIECTBIATH IOBBIIIEHUE CBOEH
KBaTM(UKAITIH.

OK 9. OpueHTHpOBaThCS B YCJIOBUSX YacCTOW CMEHBI TEXHOJOTMH B NpoQecCHOHATBHON
NeSITEIbHOCTH.

OK 11. BeiTb roTOBBIM OpaTh Ha ce0s HPaBCTBEHHBIE 00s13aTENILCTBA 110 OTHOIIECHHUIO K TIPUPO/IE,
00IIIeCTBY, YETOBEKY.

OK 12. Opranu3oBsiBaTh pabodee MeCTO ¢ COOJIIOCHHEM TpeOOBaHUN Tpyda, OXpaHbl TPya,
MIPOU3BO/ICTBEHHON CaHUTApUH, HHPEKIIMOHHON U MOKapHOI 6€301MacHOCTH.

B cBs3u ¢ npodeccroHambHO-OPUEHTUPOBAHHBIM MOJX00M B W3YYE€HUHM AHTIHMICKOTO S3bIKa,
OCHOBHOM 3aj1a4eii B 00y4YCHUH JaHHOUN JUCITUTIIINHBI SIBJIIETCS OCBOCHHE 0a30BOI TEPMUHOJIOTHIECKON



JICKCHUKMU ITO CIICLHUAJIbHOCTH. OcBoenue HpO(I)CCCI/IOHaJIBHOFO sA3bIKAa BUJUTCA BO3MOYKHBIM ITOCPCACTBOM
paboTHI HAJl CO3/TaHUEM pe3toMe, TOpT(OINOo H T.1.

THUIIBI PE3IOME

B ACJIOBOM HallpaBJICHUU aHTJIMHICKOTO SI3hIKa CYIIECTBYET 06a muna pe3rome.

v Resume — sTo HeOoJbIIME CBEIEHUS O BalleM O0Opa30BaHUU, OMNbBITe pabOTHl U
npo(heCCHOHATBHBIX HABBIKAX, & TAKXKE YMEHHSIX.
v CV (Curriculum Vitae) — Oonee mojHas cHopaBKa, BKIIOYAMOIIAsS IOJPOOHYIO

uHpOpMALMIO O BamieM O0pa3oBaHMHU, OMBITE PabOTHl M MPO(PECCHOHANBHBIX HAaBBIKAX, a TaKKe
YMEHMSIX, COJIEprKallasi CBEICHU O Harpagax U JOCTHKCHUSIX.

B Hameli crpaHe OHM HCIIOJIB3YIOTCS KaK CHHOHUMBI. B mociieiHee BpeMst rpaHuLia MexAy TUMU
MOHATUSIMH COBCEM Pa3MbLIachk, U TepMUHbI CV 1 reSUme MO>KHO paclieHUBaTh KaK UJCHTUYHBIE.

OCHOBHBIE TPEBOBAHUS K COCTABJIEHUIO PE3IOME
HA AHTJIMMCKOM SI3BIKE

1. O0neM pesrome. TpedoBanus kK MIpudTY U pazMepy.

* [Tocrapatbcst ymecTuth Bame pestome Ha 1 cTpanuiy, HO eciii 'y Bac 00JIbIIoi OmbIT paGoThI
WJIM HECKOJIbKO 00pa30BaHuil, TO MAKCUMYM, YTO BbI MOXKETE 3aHATH - 3TO 2 CTPAHUIIBI.

* Ucnonp3oBate crangaptabeiil mpudt (Arial, Garamond, Times New Roman wau Verdana).

* Pazmep mpudra ocaoBHOTrO Tekcta — 11-12 pt , muist 3aronoBkoB ucnonb3yiire 14-16 pt .

* O0s13aTEeNIHHO UCIIOIB30BAThH BBIICTICHUE TEKCTAa B PE3IOME MOTYKHPHBIM, KYPCHBOM H I[BETOM.
Brigensates cBoe ums u pammiuio, a Takke Lleas (Objective) ¢ momompro mpudra mokpymnaee 18-20 pt

* AGzaitel B pestome. CrpykTypupoBaTh TeKcT Bamiero pesrome, 4YTOOBI caenarh €ro
yutabesbHbIM. VICII0/Ib30BaTh MAPKHUPOBAHHBIC CITMCKHU TIPH MIEPEUYMCIICHUN HABBIKOB M OIbITA PAa0OTHI.

* BepxHee, HU)KHEe U JIeBOe TOJs HE MeHee 2 cm, TipaBoe - 1,5 cm; BEIpaBHUBAaHHE OCHOBHOTO
TEKCTA 0 MUPUHE WITH IO JICBOMY Kparo.

* PexomMeH1yeMblil MEXyCTPOUHBIA HHTEpBAJ AJs Hanucanus pestome 1,15 - 1,5

2. dopmaT JOKYMEHTA /LISl pe3loMe.
JJ1g mepechbUIKM pe3loMe B 3JIEKTPOHHOM BHJIe Ucoib3yiite hopmar PDF.
3. CTpyKTYypa pe3loMe Ha AaHIJIMICKOM.

* 3azonoeok (Header)
BMecTo 3aronioBka yaiiie BCero MUIIYT HMsI COMCKATeNs (XOTs MOKHO Hanucath Resume win CV)

* Tuunas ungpopmayua (Personal information)

4 Hmsa (Name) - ecny MCNONB30BaIM CBOE UMS B 3ar0JIOBKE, TO HE TOBTOPSIUTECH.

v Jlama poycoenua (Date of birth) - HazBaHUE Mecdlla JIydllle HanucaTh OyKBamu, T.K. B
pa3HBIX CTpaHaX MPUHSAT pa3HbId GOopMAaT HATMCAHUS ATHI.

v Aodpec (Address) - anpec 0OBIYHO MUILIETCS B TAKOM IMOPSAJIKE: HOMEp JOMa U Ha3BaHHE
YJHIIBI, TOPOJI, TOYTOBBIM MHAEKC, CTpaHa.

v Moobunwvnoiit menegon (Mobile) - 00s3aTenbHO YKa3bIBaeTCs B MEXAyHApOIHOM
dbopmare.

v Aopec snexkmponnoii noumst (E-mail).

MoXHO TakKe BKIIOYUTH CBEIACHUSA O cemellHom noaoxcenuu (Marital status),
HayuonanvHocmo (Nationality), HO >TH TTyHKTBI HE 00s13aTEITBHEI.

. Ilenv (Objective). B >TOM TyHKTE HY)KHO yKa3aThb JOJKHOCTb, Ha KOTOpPYIO Bhl
IpeTeH1yeTe.



. Kpamkasn cnpaeka (Profile). Kpatkuii paccka3 o Tom, KTo Bbl, kakoBbl Baiiu HaBbIkKH 1

yT0o BBI 0OKHIaeTe OT JOMKHOCTH.

. Oopaszosanue (Education). Yka3atb cBesieHust 00 00pa30BaHHMM, HAUWHAS C ITOCIICIHETO

MECTa IMOJTYYCHHA 06pa3OBaHI/I${ B O6paTHOM XPOHOJOI'HYCCKOM ITOPAIAKE.

. Onwvim padomut (Work experience). Yka3arb nepuoipl paboThl, TODKHOCTh, Ha3BaHUE

KOMIIaHHH.

. Haevixu (Skills)

. Humepecvt u oononnumenvuana ungpopmayus (Interests & Extra information). [

Pexomenoauuu (References).

TJIATOJIBI B PE3IOME HA AHI'JIMICKOM SI3BIKE

YroObl IprBJIEYs BHUMAaHUE, HEOOXOJMMO Ha4aTh KaK MOKHO OOJIbIIIE MPEI0KEHUH € ITOMOIIIBIO
[JIaroJIOB JCHCTBUSA, KOTOpPHIE MOTYT IIOKa3aTh Bally HacTOALIyH0 LEHHOCTh KaK IOTCHIUAJIBHOIO

COTPpYAHHUKA.
4 [[axce CaMO€ KOPOTKOC ITPCIJIOKCHUEC HA AHTJINHCKOM BCErjia COJAEPsKUT IJ1aroJl.
4 HJ’IH yCIeHIHOTO pE3toME HAZTO HOI[O6paTB COOTBCTCTBYIOIIHMEC I'JIaroJibl. NmenHo TakuMu

SIBIISIIOTCA 271a2onwl oeiicmeusn (Action Verbs). B nipensioxkeHUu TI1aroii TeUCTBUS TOBOPUT HaM, YTO

JAC€IacT 1nmoajicxanice - q)HSH‘I@CKI/I HJIM YMCTBCHHO.

v Br160p BpeMeHHU, B KOTOPOM JIOJIKEH CTOSITh TJ1aroJl, HalpsIMYIO 3aBUCHUT OT TOTO, O YEM

BbI ITUIIUTC.

Bpems ruiaroJia

OnuceiBaemasi CUTyanus

ITpumep ¢ nepeBoaom

The
Tense

Present  Simple

Texyiue (haKThl,
nH(OpMaIIHS U HABBIKU

JIM4YHasd

I’'m an EFL teacher with over
nine-year  experience. - I
YUIUTCIIb aHTJIMKICKOrO0 ¢ Oosee
(9% JACBATUIICTHUM OITBITOM
paboTHI.

| currently teach a number of
private students over Skype. - B
HacTodIee BpeMs s HPCIoOLaro
HECKOJIbKHUM YaCTHBIM
cryaenTam o Skype.

The Past Simple Tense

[Ipenpiaymmmii onbIT paboThHI

increased sales by
12% - yBenuumioch Ha
12% trained 10 managers.

[Toarorosun 10 MeHeKEPOB.

3akoHUYEHHOE 00pa3oBaHKE

graduated from Moscow State
University in 2017 - oxoH4mI
MOCKOBCKUN TOCYIapCTBEHHBII
yausepcuteT B 2017 rony

Ecnu sxe BO BpeMsl OCTYIIICHHS
Ha paboTy Bbl Bce eliie sBisieTech
CTY/ICHTOM KaKoroJianbo
00pa3oBaTeNLHOTO

YIpEXKICHUS

| am attending Technological
College #34. - 51 oOyuatocp B
TexHoTOrn4ecKoM KOJLIICIKE
No34,




The Present Continuous | lns  o6o3nayenust pabotel B | | am working at Sales, Inc. as a
Tense KoMmmaHuu, Tae Bel sBiserech | transportation specialist. - S
COTPYJAHHKOM Ha JaHHBIHN | paboTaro B Koproparuu Sales B
MOMCHT. KadyeCTBC crnenuajaimucTra 110

TPaHCIIOPTY.
The Present Perfect [epuon paboTh | have been working at Sales, Inc.
Continuous Tense for three years as a transportation
specialist. - f paboraro B
Koproparuu Sales Tpu roma B
Ka4yeCTBE criequajaimucra 10

TPaHCIIOPTY.

MPABHUJIA COCTABJIEHUSA PE3IOME HA AHI'JIMMCKOM SI3BIKE

B oTnnune oT pyccKOsA3BIYHBIX, PE3IOME HA aHIVIMMCKOM SI3bIKE UMEET HECKOJIBKO AeTaiiel. Tak, B
HayvaJie CIpaBKH CI0BO «Resume» He numeTcs, a cpasy ykaspiBaeTcs uMs U pammust. Pesrome crieqyer
HayaTh ¢ JuuHoi mHpopmanuu (Personal information). HanumuTe mogHOCTRIO CBOE UMSI, YKAKHUTE
aapec, tenedoH, IMEKTPOHHBIA aapec. OOpaTUTe BHHUMAaHHME, YTO MOYTOBBIA aJpec HAYMHACTCS C
Ha3BaHUs YJIUIIBL, @ TOPOJI yKa3biBaeTcs nocie. [lpumep:

Petr Sidorov

Petrova, 241, apt. 28

Moscow, 257048
(495) 658-12-43
petrsidorov@mail.com

[Tociie 3TOrO yKa3bpIBAIOTCS MePCOHAJIbHbIE CBeldeHHs , 4o B nepeBoge Personal Data: marta
POXKIIEHUSI, CEMEMHOE TTOJIOKEHUE, KOIMIeCTBO feTel (ecnu ecth). K nmpumepy:

Date of birth: 04/16/1981
Marital status: married

3arem, Kak MpaBWIIO, B PE3IOME Ha aHTJIMICKOM sI3bIKe muIiercs unedb (mepeBoa: Objective), ¢
KOTOpPOH BBl YCTpaumBaeTech Ha paboTy, cdepa NesATeNbHOCTH W He 3a0yAbTe MEPEeYUCIUTh BCE
JOIIOJIHUTCIIBHBIC KBaJ'II/I(l)I/IKaHI/II/I, CTAXXUPOBKH, OTHOCAIIUECCA K TOU AOJDKHOCTH, KOTOPYIO BBl XOTCIIN
OBl MOTY4YHTh. B HECKOTBKUX CIIOBAaX OMUIIHNTE MPUYHHBI, 10 KOTOPHIM BBl CYUTAETE CBOKO KAaHAUIATYPY
noaxoAsmie st Hee. ONUIINTE KOTJa, Kakoe yueOHOe 3aBEJICHHE BBl OKOHYMIIM, KaKyl MOJIYYHIH
crenuanbHOCTh. [IpeacTaBpTe Balliu caMble BasKHbIE JOCTHKEHHS B JaHHOU o0acTu. Pexinamupyst cedst
C HAWJTy4IIIe CTOPOHBI, MOKA3bIBas, B Y€M UMEHHO BBI IIPEYCIENH, Bbl OYJETe BHITOJHO OTINYATHCS OT
JIPYTUX MPETEHIEHTOB Ha JAHHYIO JIOJDKHOCTD, TPOCTO MEPEUUCTISIONINX CBOM CITIOCOOHOCTH.

Hanpumep: Education and Qualifications Basic:

2002—-2007: Moscow State University
Philology Department
Additional:

2005: Professional Education College
Computer Operator — Certificate

Janee cnenyer HanOoee BaKHBINM U HHPOPMATHBHBINA OJIOK pe3toMe Ha aHTIIMHCKOM SI3bIKE — 00
onbiTe padore (Work Experience), KOTOpbIli 3amojHAETCS B CICAYIOIEM TMOPSAKE: TEPUOL
3aHMMAaeMOI TOJDKHOCTH, KOMIaHUsI WU GUpMa, JOHKHOCTh M 00s13aHHOCTU. HavaTk HY>KHO ¢ Balliero
nocneaHero mecra paboTel. He ykaspiBaiiTe MPUYMH CMEHBI PabOTBI, 3TO MOKET BBHITJISAETH Kak
OIlpaBAaHHUEC WM YKa3aTb Ha Balllk BO3MOKHBIC HCIOCTATKH. PacckaspiBasg o Bamem npeabIaAymeM
OMbITE, HE CTECHANUTECh YIIOMAHYTh O CBOMX JOCTHKEeHMsIX. [lepeuncrsiite Mecta cBoel mpeaslaynieit
paboTHl B 00paTHOM XPOHOJOTHYECKOM TMOPSAKE, HAUMHAS C TIOCIEIHETO.
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K npumepy:

2008-2013: Sapora Inc., Logistics Manager, shipment database maintenance

3arem numiercst paszaen «HaBbIKMy, Tie yKa3bIBAIOTCS PA3IUYHbIC YMEHHS M HABBIKH BIIAJICHUSI
KOMIIBIOTEPOM, SI3bIKAMH, & TAKXKE JTMUYHOCTHBIC KAUeCTBA U XaPAKTCPUCTUKH:

« excellent oral communication skills — oTauuHBIe HABBIKK YCTHONH KOMMYHHKAIINH;

* basic English — 6a30BblIit aHTTHIACKHIA;

« expertise in human relations — 3uanue yrpaBieHHUS IEPCOHATIOM.

OOBIUHO pe3loMe 3aKaHUMBACTCS IMYHKTOM pekoMeHianuu (references), B KoTopom HYXHO
Ha3BaTh HECKOJIBKO JIFOJICH C Tpeablayiieil paboThl ()KeIaTelibHO HEMOCPEACTBCHHBIX HAYAIbHUKOB) C
yKa3aHHUEM JOJDKHOCTH, Ha3BaHHMEM OpPraHM3allid, KOHTAKTHBIM TeJIe()OHOM, SJICKTPOHHBIM apPEeCOM,
KOTOpbIE MOTJIM OBl 3a Bac MOPYYMTHCS. BBIMYCKHUKHA BY30B, HE MMECIOIIUE OIMbITa pabOThI, MOTYT
Ha3BaTh B KAUECTBE MOPYUYHUTENIS JIeKaHa, 3aBEYIOIero Kadeapoii.

B camom koHI1Ie MOKHO pacckazaTh 0 cBoux myoaukauusx (Publications), narpagax (Awards)
u pekomenanusx (references). Ho BbI MOJKeTe MEHATh ITYHKTHI MECTAMH.

CranpmaptHas Gpopma pe3roMe eBpPOIEHCKOro YPOBHS BKIIIOYAET B ce0s1 6 OCHOBHBIX YacCTeii:
JInunas unpopmarus (Personal information).

Iens (Objective).

OmsiT pabotel (Work Experience) eciu ecTb.
Oopasosanue (Education).

Cneuunanpabie HaBbiku (Additional Skills).
Pexomennaruu (references).

ok wnpE

3AJTAHUA JJI1 CAMOCTOSATEJBHOM PABOTBI
3aoanue 1.
* O3HaKOMbTECH C IPUMEPOM COCTaBJIEHUS HHPOopMaIK O cede B Tabiuue 1.
* anoyiHUTE MOJO00HYIO TabuIly nH(pOpMaLuei o cede.

* BolyunTte paccka3 0 CBOMX IMEPCOHAJBHBIX JAaHHBIX, OMUPAsCh Ha 3aMOJHEHHYIO TaOIuIly.
JInunas napopmanus (Personal information)

Tabmuna 1.
IIpumep Ha AaHIVIMICKOM KaK HANUCATh 0 cede

AHKeTHbIE JaHHbIe (C epeBoa0M) IIpumep oTBeTOB
Name/Ums Viktor lvanov/Bukrop BaHnoB
Address/Axpec 38 Arbat Street, Moscow, 225230, Russia/ yi. Apoat

38, Mocksa, 225230, Poccus

home/nomaruuii: +7-XXX-XXX-XXXX
mobile/MoOMIBHBI: +7-XXX-XXX-XXXX

Phone number/Homep Tenedona

Marital status/ Cemeiinoe | ..
Single/He xenar
M0J10KEeHH e
Date of birth//laTa poxaenus 29th July 1999/29 urons 1999 rona
Nationality/ HaunonajabHocTh Russian/pycckuit
Email/DnexTponnblii aapec your.name@gmail.com
3aoanue 2.

* O3HAKOMbBTECh C MPUMEPOM YKa3aHUs IIeJICH MOydeHHs JOJDKHOCTH, B TaOIHIE 2.
* 3anoaHUTE MOA0OHYIO Tabnuily uHpopmarmeii o cede.
* Belyunte pacckas o 1eiau MoJdy4YeHHUs TOHKHOCTH, OMMPasiCh Ha 3arojHEeHHY0 Tabuuiy. Lledab

(Objective).

B stom IMYHKTC HYKHO YKa3aTb JOJKHOCTb, Ha KOTOPYIO Brl IMPETCHAYCTC.
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Tabmuna 2.
IIpumepsbl ykazaHus meJsieil moJgydyeHus J0JKHOCTH HA AHTJIMHCKOM

IIpumep HA AHTVIHIICKOM fI3bIKE

| want to obtain a position as a paramedic in
your hospital.

IlepeBon

51 xoTen Obl MOJIYYUTh TOJDKHOCTD (hesIbarepa B
Bale OOJILHUILIE.

3aoanue 3.

* O3HAaKOMbBTECH C MPUMEPOM HAINMCAHHS KPATKOU CIpaBKu o cebe, B Tadbmuie 3.

* Kparko pacckaxure, K10 Bbl, kakoBbl Banu HaBbIKHM U 4TO BbI 0kuaaeTe OT JOIKHOCTH.

HOHpO6YﬁTe C IIOMOIBKO HECKOJIBKHMX CTPOK IIPHUBJICYb BHHUMAHHC IIOTCHUHHUAJIBHOI'O

paboToaTens, ykazaB UMEHHO Te Baim HaBBIKM, KOTOpBIE HanboIee HEOOXOAMMBI Ha 3TOH JOKHOCTH.

* BelyunTe KpaTKyro cripaBKy, OMUPAsiCh HA 3aIIOJTHCHHYIO TaOIHITy.
Kparkas cnpaska (Profile).

Kpartkuit pacckas o Tom, K10 Bbl, kakoBbl Baniu HaBbIkY 1 4TO BBl 02kM1aeTe OT JOKHOCTH.

O6paTI/ITe BHUMAHHC, UTO O MOTHUBAIIUHU HYKHO PACCKAa3bIBAThH B conpoeodumeﬂbnom nucoeme
(Cover letter.)

Tabauua 3.
IIpumepsl Kak NpUBJIeYb BHUMAHHE K CBOEH KAHAMIAType HA AaHTJIMICKOM

IIpumep Ha aHTJINIICKOM SI3bIKE IlepeBon

Qualified paramedic seeking
to leverage skills to work
with people.

KBanudunupoBanHblil Genpamep,
KEJAIOIIUNA MCII0JIb30BaTh
cBOE paboTaTh.

YMEHUE]

3aoanue 4.

* (O3HaKOMBTECh C MPUMEPOM YKa3aHUs cBeleHUN 00 oOpa3oBaHuM B TabmuIe 4.
* 3amonHuTe TaOIMILYy, YKa3bIBasi CBEIEHUS O CBOEM YPOBHE 00pa30BaHUSI.

* Bblyuute mnpeacTaBieHHY0 HH(OpPMaIUil0 O CBOEM O00pa3oBaHMM, OIUPAsACh Ha
3aIMOJIHEHHYIO Ta0JIuILy.

OopaszoBanue (Education).

VYkazath cBeieHus: 00 00pa3oBaHMU, HAYMHAS C MOCIEAHEr0 MEeCTa IMOJIydeHUs] 00pa3oBaHus B
o0paTHOM XpoHOJOruueckoM mnopsake. O0s3aTeNIbHO YKa3bIBaTh MEPHOJbl 00Y4YEHHs B KOJUIEIKAaX,
YHUBEPCUTETAX, IaThl MOJIYYE€HHUS TUIUIOMOB, YUEHBIX CTETICHEH.

YnoMuHaTh cemunapsl, mpeHuH2u, Kypcobl RO6blULEHUA Kaafmqbukauuu, €CJIM OHHU HMCIOT
OTHOIIIEHHUE K JKE€IaeMOH JOJKHOCTH.

Tabnuna 4.
IMpuMepsl Kak TPAMOTHO YKa3aTh MeCTO 00pa30BaHUS
IIpuMep Ha aHTIMHCKOM A3BIKe IlepeBon
Tyumen medical college, curative affair TromeHCKUHA MEIUIIMHCKHI KOJLIEK,
(2017—2021) otnenenue JleueOnoe aeno (2017-2021)

3aoanue 5.

* O3HAaKOMbBTECH C MPUMEPOM YKa3aHHUS CBEICHHM 00 OmbITe pabOTHI B TAOIHUIIE 5.
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* OnummTe Bally pojb Ha 3aHAMAaEeMOW JIOJDKHOCTH OJHUM MPEUIOKEHUEM: BBIICIHUTE
UCTIOJIb3yeMble U BhIPAOOTAHHBIC HABBIKH, BAIIM 3a/1a4d, OOS3aHHOCTH U PE3yJbTaThl (IOCTapaiTech
UCIOJIb30BaTh OOJIBIIE KOHKPETUKHU U [P ).

* BeryuuTe npeacTaBieHHYI0 HHGOPMAIUIO O CBOEM OOpa30BaHWU, OMUPASCh Ha 3aMOJHEHHYIO
Ta0JIHUILy.

OnbiT padorsl (Work experience)

VYkazate nepuoosvt pabomol, 001MCHOCMb, HA36aHue Komnanuu. Ecnu onvim 3nauumenvHo
npeobnadaem Hao 0bpazoearuem, BHA4YAJIE PACTIONOKHUTH OIIBIT, a 3aTeM 00pa30BaHHE.

Tabauua 5.
IIpumepbl Kak HanUCaTH 00 ONbITE Pa0OTHI HA AHTJIMIICKOM
Ha3Banue KOMNaHMHU, T0JKHOCTH IMpumep
Moscow general hospital, paramedic . driving and staffing ambulances and

other emergency vehicles

. responding to emergency 999 calls

. assessing patients, providing emergency
treatment and making diagnoses

3aoanue 6.

* O3HAaKOMBTECh C MPHUMEPOM YyKa3aHHS CBEJCHHHA 00 MMEIOUIMXCS HaBBIKAX M KAauyecTBax B
tabmuue 6.

* 3aroysHUTE TAOIHILY, YIIOMSHYB CBOM HABBIKH 1 Ka4eCTBa.

* Bolyunte mnpenctaBieHHYI0 HH()OPMAIMIO O CBOMX HAaBBIKaX, ONHPAsSCh Ha 3allOJIHEHHYIO

Ta0JIHILy.
Haspbixu (Skills)
v Language skills — Bnanenue si3pikamu. [lepeuncnute Bee S3bIKH, KOTOPBIMU BIIAJICETe

HJIN KOTOPBIC U3Yy4dacCTe. HpI/I OTOM IJIA OIIMCAaHMA CTCIICHM BJIAaACHHA A3bIKaMHM MOKHO HCIIOJIB30BAaTh
craniaptHyio rpamanuio: Beginner, Elementary, Pre-Intermediate, Intermediate, Upper-Intermediate,
Advanced, Proficiency.

Mo>kHO TakXe HCIIOIb30BaTh CJICOAYIOIIMEC CII0BA:

IIpuMep Ha aHTIMICKOM SI3BIKE IlepeBon
Native POIHOM
Fluent CBOOOIHOE BIIaJICHUE
Good reading and translating ability YHUTAI0, TIEPEBOXKY CO CIIOBApEM
Basic knowledge bazoBsie 3HaHMSI
v Computer literacy - koMIblOTEpHast TPAMOTHOCTb (NIEPEUYHUCITUTh HA3BaHUS MPOTPaAMM, C
KOTOPBIMH BBl yMeeTe paboTaTh).
v Driving license - Bogutenbckue mpasa (€CIIM OHH €CTh, 0053aTEIBHO YIIOMSIHYTh 00 3TOM

1 yKa3aTh KaTEeroOpHIo).
Tabmwn1a 6.
I[Ipumepbl HABBIKOB, KOTOPbIE MOKHO 100aBUTH

HaBbIkH Ha aHTJIMIICKOM IlepeBoa Ha pycckuii
Special skills Oco0Oble HaBBIKU
Native Russian PoHoi#t - pycckuit
Fluent English CBOOOIHOE BiIaJICHUE - aHTIIMICKUH
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Working knowledge  of German |IIpakTuyeckoe 3HAHHE HEMEIKOTO (0a30BbIC
(Basic knowledge) 3HAHUS)

Driving License (Category B) Boaurensckue npasa (Kareropus B)

Computer literacy (Microsoft Office, Outlook KommbiotepHast rpamotaocts (Microsoft Office,

Express, 1C: Enterprise) Outlook Express, 1C: Enterprise)

3aoanue 7.

* O3HaKOMBTECH C IPUMEPOM paccka3a O CBOMX MHTEpecax T YBJICUCHHUSIX B TabuIle 7.

* 3anoaHUTE TaOIUILy, KPAaTKO YIMOMSHYB O 2-3 CBOMX X000W, HAMMIIUTE O CBOUX JOCTHKCHHUSIX
Ha 3TOM TOIPHIIIE, €CIIH OHU €CTh.

* Belyunte npencTaBieHHY0 HH()OpMAIMIO O CBOMX HHTEpecax, OMHMPasCh Ha 3alOJHCHHYIO
Ta0JIHUILy.

Hurepechl u gonoanureabnas nadopmanus (Interests & Extra information).

I'naBHast onrOka — paccKasaTh MOTEHIIHATLHOMY pab0TOIaTe 0 000 BCEX CBOMX YBJICUCHHSX HA
10 crpanunax.

Tabauua 7.
IIpumepbl KAK MOKHO PaccKa3aTh 0 CBOUX YBJIEYEHHUSIX B pe3loMe

IIpumep Ha aHTIHIICKOM IlepeBoa Ha pycckuii
Travel (travelled through Asia in order to gain| ITyremectBust (myTeriecTBoBal 1Mo A3uu ¢
new experience) IEJTBIO TIOJYYCHHUST HOBOTO OIIBITA)

Took part at volunteering program ydacTue B BOJOHTEPCKUX MIPOrpaMmax

Pexomennanum (References).

He Bxirouars ¥MeHa U TeneOHBI JIHI, KOTOPbIE MOTYT JIaTh BaM PEKOMEH/IAIMH, €CIIH PE3FOME
pa3MelaeTcs B MHTEPHETE WM B ar€HTCTBE M0 TPYAOYCTPOMCTBY. BMecTo 3T0oro ncmonb3yercs Gppasa
available upon request (ITpenocraBisitoTcst 0 TPEOOBAHHMIO).

HpHMep KOHTAKTHBIX JAaHHBIX PEKOMEHAATEJISI HA AHTJINIICKOM:
John Smith, CEO, DCT Publishing, Ltd. +34- 020-7654 3210, js_dct@dct.co.uk

3aoanue 8 .
* O3HaKOMbBTECH C 00PA3IOM PE3IOME Ha AaHTJIMICKOM SI3BIKE,
* CocTaBbTe CBOE PE3IOME.

* Beryuure cBO€ pesrome.
OBPA3EILl PE3IOME

DR. AIEXANDR IVANOVICH CHUTRENOV

34 Apt. 31/2, Finskaya Street moscow,
RUSSIA

Tel: +7 (095) 874 2854

E-mail: a.chutrenov@moskdat.ru

OBJECTIVE

Clinical research Associate

Having completed many years in my specialist field of treatment of leukaemia, | have decided that
the time is right for a change in area of specialisation. Completing my Ph.D. was one of the most exciting
and challenging periods of my life and | want to experience such a steep learning curve again in another
medical field. The position of Research Associate would therefore be very suitable for me as | have many

12



years’ experience at prestigious medical institutes and have studied in Russia, Germany and in the United
States. My level of language is therefore exceptional, and my communication skills have been thoroughly
tested. I am looking to broaden my knowledge of medicine, to which I have devoted my life and feel that
I would be a particularly suitable candidate for the position.

PERSONAL DETAILS

Date of Birth: 12 April 1969
Marital Status: Married

EDUCATION

1993-19%: New York University of medicine

—Major field of studies:

—Research into Pharmaceuticals of Treatment of Leukaemia
1987-1993: moscow State University (mGU)
—Major field of studies:

—Medicine and Pharmaceutical Research

—Qualification: Doctor of Pharmaceuticals (PhD)

WORK EXPERIENCE

August 2002—present: Pharmaceutical researcher at Pfizer, UK

—Research into the effective treatment of leukaemia

—Focusing on the reduction of treatment side-effects

—Organising personal funding of research and funding of departmental research

—Organising pharmaceutical testing

—Liaising with other research departments

—Organising interns and student work experienceOct 1996—June 2002 research

Assistant,

Pfizer, Germany

—Research into alternative therapies of renal cancer and leukaemia — Organising

departmental funding

Sept 1993-June 1995 research Assistant, New York, USA

—Research into alternative therapies for cancer patients

ADDITIONAL SKILLS

Languages: — English — Advanced Level / Cambridge Proficiency

— German — Advanced Level

Computer — Experienced with MS Word, Excel, Internet Explorer and Outlook Express,
TurboCad, skills: many analytic programs

Driving Li- — Driving Licence Category A cence: — Qualified and highly-professional;
highlymotivated; enthusiastic; good communication skills; eager to experience and learn new skills.
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IIpuaoxenne 1

Kanme AJISl MPUBETCTBUA U CAMOIIPE3CHTAIIMM HA AHTJIHHACKOM A3BIKE

®pa3a HA AHTJIHIICKOM

®dpa3a HA PyCCKOM

Dear Sir/ Madam (ecnu Bbl BooOIIe He|l YBakaeMbii... / JloOpbIi neHb (1

3HaeTe, KTo OyJeT YUTaTh Balle MUCHMO)
Dear Sir or Madam (eciiu BbI He 3HaeTe
UMEHH TOTO, KOMY ITUIIIETE)

Dear Mr/ Mrs/ Ms Surname (eciu Bbl
3HAeTe TOro, KOMY ITHIIETE)

Mr Surname (oOparieHue Kk My>x4uHe) Mrs
Surname  (oOpameHue K — 3aMy>KHEH
YKEHIITUHE)

Ms Surname (oOpameHue K >KCHIIHHE
HE3aBUCHMO OT €€ CEMEHHOTO TOJIOKCHHUS)

I am writing in response
advertisement posted on...

to your Sl numy B OTBET Ha Bally peKJan

I am writing to apply for the position of| IIpoury paccMoTpers MO KaH
(Ha3BaHUE MO3ULIUH) ...

(position title) ...

| am interested in the position of (position| Mens 3auHTEpecoBaia BaKaHCHs
title) at your company, as advertised on|Barmieii
(Ha3BaHME calTa) ...

(website) ...

KOMIIaHHUH, KOTOpasa ObLIa HY6JII/IKOB8H8.

I have pleasure in applying for the s
advertised position, as ...

OITyOJIMKOBAHHYIO BaKaHCHUIO, TaK KaK ...

C YAOBOJBLCTBUEM moaaro3asBKy Ha

I am currently working as (position title) att B manubIii MOMEHT s paboTaio B (Ha3BaHH(
A€ 3aHUMAar0 OO0JIKHOCTH (HaSBaHI/Ie I1o3un

(company name) ...

My main responsibilities included. ..

Cpem/I MOHUX OCHOBHBIX O0SI3aHHOCTEH ...

I am in charge of... /I am responsible
for...

B mo10 30HY OTBECTCTBCHHOCTHU BXOOMUT ...

IIpunoxenne 2

<I)pa31,1 JJIF ONMUCAHUA KBaJIl/I(l)HKaIII/II/I, o1nbITAa, JOCTHKEHMIT

®dpa3a HA AHTJIHIICKOM

®dpa3a Ha pyccKOM

I have 5 years of experience in (field name)...

V¥ mens 5 ner onbiTa paboThl B cepe (Ha3BaHUE
chepni)...

Both my work experience and my
professional skills meet the requirements for
the position of (position title)...

Moii onbIT paboThl U MpodeccuoHaNbHbIE HaBbIKU
COOTBETCTBYIOT ~ TpeOOBaHMSAM BaKaHCHMM  Ha
JOJIKHOCTD (Ha3BaHUE MO3UIINHN)...

As can be seen from my CV...

Kak MOKHO ITpo4eCcTh/yBUJETH B MOEM PE3IOME...

As you can see from my enclosed résumé, my
experience and qualifications match this
position’s requirements.

Kak BbI MOXeTe BUACTH M3 MPHIIAraeMOTo Pe3ioMe,
MOW ONBIT W KBaIM(UKAIHMS COOTBETCTBYIOT
TpeOOBAHUSAM ATOU TMOZUITHI

I am well versed in...

51 obnaaro GONBIINM OMBITOM M INTyOOKHUMHU
3HAHUSIMU B ...

I would be well suited to the position because

51 GBI XOPOIIIO MOI0IIEN HA 3TY JOJKHOCTB,
HOTOMY YTO ...
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My ... years of experience and work in the
field of (field name) have helped me develop
such professional qualities and skills as ...

Moii ...-neTHui onbIT U pabora B chepe (Ha3BaHUE
cdepbl) IOMOTIIM MHE Pa3BUTh TaKHUe
npodeccuOHaIbHbIC KAUeCTBa U YMEHHUS. ..

In the course of my work/studies at (place) I
received all the knowledge and skills
necessary to...

Ha npotspxkennn moeit pabotel/yueds! B (yaeOHOTO
3aBeJIeHUE) S MOJIYYUJI BCE HEOOXOUMBIC 3HAHMS U
HAaBBIKHU JIJIL TOI'O, YTOOHI ...

I consider ... to be my strong points.

CBOMMH CHUJILHBIMU KaUeCTBAMU CUUTAIO...

Among my strengths are...

Cpe;u/l MOHMX CHJIBHBIX Ka4€CTB MOKHO BBIACIIUTS ...

I am convinced that my experience and
professional skills will enable me to cope with
all tasks set before me as well as to achieve
high results ...

VYBepeH, Moii OnbIT U NMpodeccroHallbHbIE HaBBIKU
MO3BOJIAT MHE CIPABJIATHCS C MOCTAaBICHHBIMU
3aJja4aMy U JOCTUTaTh pe3yibTaTa ...

In the course of my ... years at the company I
managed to achieve / improve/ increase/
introduce/ implement. ..

3a Jger paboThl B KOMIIaHMM MHE YIAJIOCh
JOCTUYB/ YAY4IIUTh/ YBEIUUYNUTH/BHEPUTD
/peann3oBathb

My greatest achievements include...

Cpem/l KJIFOYEBBIX JTOCTHKEHHUI XOTEIOCh OBI
BBIACINUTD TAKUC ...

I have also attended several conferences on
this subject.

Kpome Toro, s mpuHMMan ydacThe B HEKOTOPBIX
KOH(EPEHIHSX 110 3TOH TEME.

I believe the combination of my education and
experiences have prepared me...

S cuuTaro, YTO B3aMMOCBS3b MOETO 00pa30BaHUs U
OIbITA MOJATOTOBUIIO MEHH ...

Whilst working at... I became highly
competent in...

Bo Bpems pabGorel B...(KOMOaHus) s CTal
BBICOKOKBTN()UITUPOBAHHBIM CIICUAIUCTOM B...
(oGs1acTh AESATETBLHOCTH)

Even under pressure | can maintain high
standards.

Jlaxe B CTpECCOBBIX CHUTyallUsIX MHE yJIaercs
MOJJIEP’KUBATh BBICOKUM CTaHAAPT pabOTHI.

IIpunoxenne 3

JIn4uHble KauecTBAa HA AHIJIMIICKOM fI3bIKE

®pasza HA AHTJIMHCKOM

®pa3a Ha PyCCKOM

communication skills

KOMMYHI/IKaTI/IBHI)IC HAaBBIKH1

negotiation skills

HagbIku neperosopos

analytical skills

AHaIATHYECKUE CIIOCOOHOCTH

logical thinking

Jlornueckoe MBIIIJIEHUE

presentation skills

HaBbIku npe3enTanuu

Good interpersonal skills

Xoponme HaBBIKHW MEXKJINYHOCTHOI'O O6HI€HI/I$I

Deductive reasoning

l];ellyKTI/IBHO€ MBIIIJICHHUE

I have an excellent command of (language)

CBOOOIHO BIIAZEIO ... SI3BIKOM

I have a command of (language) at ... level

Bnanero Ha ... ypoBHE ...

I am an experienced user of...

A ONBITHBIN MOJIH30BATEb. . . (YKAKUTE

KOMITBIOTEPHBIE TPOTPAMMBI)

My professional experiences are supplemented
by...

Moii ipodeccuoHaNbHBIN OMBIT JOMOTHAETCS ...
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Kak Hanucartn Ha aHFHHﬁCKOM, 4YTO y BaC €CTb PEKOMEHAATE/JIbHbIC IIMCbMaA

®dpa3a HA AHTJINIICKOM ®dpa3a HA PyCCKOM
Names and contact details of my referees are | I'oroB mpeaoCTaBUTh KOHTAKTHI JIFOJCH, KOTOPBIE
available on request. MOT'YT MEHSI TOPEKOMEH/IOBATb.
Please find the names and contact details of my | IIpemocraBiisito KOHTAKTBI JIFOJICH, KOTOPBHIE MOTYT
referees below ... MeEHS TOPEKOMEH/I0BATh ...
I enclose copies of references from my last two | S nmpuiaraxo KOnuu OT3HIBOB JABYX MOUX OBIBIIIMX
employers. HaHUMAaTEIeH.
The names of two references are given below. | Mmena nByx nopyunreneil yka3aHbl HUKE.

CIIMCOK UCIIOJIb30OBAHHBIX UICTOYHUKOB

HNutepueT — pecypcsr:
1. OBC «YHuBepcurerckas 0ubmuoreka onliney.
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