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Kak coctTaBUTb pe3toMe:
Hawu coBeThl
coucKaTenam

Bynem 4yecTHbI: pe3tomMe He rmaBHOe Npu YCTPOMCTBE Ha paboTy.
Yenoseka C yHMKaNbHbIMKW OMbITOM U KOMNETEHUNAMM NPUrNIAcAT Ha
cobecenoBaHue, faXe eCnn ero pe3toMe COCTaBIEHO Ha candeTke.
[pyroe geno, ecnu K Kateropuu peakmx cyrnepnpogeccrnoHanoB OH
Nnoka He oTHocuTCS. Toraa WaHc BCTPETUTbL KOHKYPEHTOB B bopbbe 3a
paboTy MeuTbl BO3pacTaeT, a Ka4eCTBO pe3toMe BbIXOAUT Ha NepBbIi
nnaH.

B aTou ctatbe Mbl cobpany COBEThbI NO COCTaBIEHUIO naeanbHOro pestome. [ns
NPOCTOThbI Mbl PACMONOXUIIM MaTepuan no pasgenam, KotTopble X4yT Bac npu
3anonHeHun opmbl pestome Ha hh.ru.

®oT0, KOHTaKTbI, MECTO NPOXnBaHUA
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doTorpacus B pestome Bcerga dyaeTt nnocom, gaxe ecrniv A0MKHOCTb He
npeanonaraet obweHus ¢ nogemn. PoTo caenaeT pestoMe NePCcoHanM3npOBaHHbIM:
ero 6yaeT nerye 3aMeTUTb, a OTKMMK CIIOXKHEE NPonyCcTUTb Unu yaanuTb. Ho BbiGupaTtb
NOPTPET ANSA Pe3toMe HYXXHO KPUTUYECKUN: HeyaadHoe (POTO MOXET BCE UCNOPTUTD.
Jlyywe Bcero nogongeT npodeccrnoHanbHoe nopTpeTHoe (hoTo, AenoBOoE U
HenTparnbHoe.

B pasgene KoHTakTbl obpaTnuTe BHMMaHWE Ha NOYTOBLIN ALLMK — OH JOJDKEH
COOTBETCTBOBATL NpodeccruoHanbHomy ctaTtycy. Agpec kisulya1987@mail.ru
nogyepkHeT HefenoBon noaxod Kk pabote. A BoT angelina.vavilonova@gmail.com —
yXe nydue.

HekoTopble comMckaTenu ykasbiBaloT B pe3tome CBOW AOMalUHWUA agpec BNoTb 0
KOHKpeTHOW KBapTupbl. [loCTaTOYHO yKka3aTb ropoA unuv bnmkanwee MeTpo, Hanpuvep,
«MbITUwm» unm «ceno MaHcypoBo B Kypckon obractuy.

Xenaemas OOMKHOCTL U 3apnnarta

YkasblBaTb Xenaemyto 3apnnaTy B pestome HeobsizaTtenobHo, HO ntobon paboTogartesb
Oynet paa, ecnv Bbl 3TO caenaeTe. YHMBEpCarbHbI COBET B TakOW CUTyaLUN:
HanucaTb cymmy Ha 15-20% 6onbLuyto, YeM Ta, KOTOpYHo Bbl 3apabaTtbiBaeTe cenyac.
OTO 4acT BO3MOXHOCTb ToproBaTbcs 6€3 yuwepba ans co6CTBEHHbIX MHTEPECOB.
MogpobHee 0 ToM, Kak onpeaenuTb Kenaemblin 4OX04, Mbl paccKkasbiBanun B O4HOM 13
craTemn.

CBepsinTe cBOM OXnaaHusi Co CpeaHen 3apnnarton No PbiHKY: MOCMOTPUTE Ha BaKaHCUM,
Ha CTaTUCTUKY NO PernoHy n npodeccnoHansHon obnactun. 3asblweHHbI Ha 40% n
Bonee oknag OAHO3HAYHO OTMYrHET pekpyTepa. Y3HaTb CPeaHIo 3apnnaTy No pbiHKY
ANs1 CBOEro ropoga v ceon npodobnact MoxHo B MHaekce HeadHunter.

cknioueHne — pestome Ton-meHeakepoB. 3apnnaTbl PyKOBOAUTENEN
pacCUYNTLIBAKOTCSA B pa3HbIX KOMMAHUSX MNO-Pa3HOMY, U KOHKPETHbIE OXUOAHUS MOryT
nomeLlaTtb NONYyYNTb BbIFOAHOE NPeaNnoXKeHune.

OnbIT paboThbl

Ecnu Bbl HE HaYMHaLWNIA CNELMUanncT, TO UMEHHO OMbIT — FMaBHas YacTb pe3toMe.
MoaToMy K 3TOMy pasferny CTOMT NoAOUTH C 0COBO TLLATENBHOCTLIO.

OnbIT OMKeH BbIMsAeTh LenbHbIM, TO €CTb 6€3 AnuTenbHbIX NePEpPbLIBOB B kapbepe. Ecnn
nepepbIBbl ObINIM, TO OHM SOMKHbI UMETb OO BbSCHEHUS: AEKPETHLIN OTNYCK, 3aHATME OM3HECOM,
dpunaHc u Tak ganee. NogpobHee 0 ToOM, Kak NUcaTh 0 Npobeniax B ONbiTe, Mbl pacckasbiBanu

B 9TOU cTaTbe.
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OnbIT OMKeH BbIMsAeTb CTabUNbHbLIM: €CIU Bbl MEHSIETE MECTO pa6OTbI Yyalle pas3a B roa,
pa60Top,aTen;| 3TO HACTOPOXUT. MN3mMeHeHNsa B OMKHOCTA B pamMKax OAHOW KOMMNaHUM 0ObI4HO

YKa3blBakoT B O4HOM onoke.

Yaennte BHUMaHne nocnegHnm Tpem rogam pa6OTbIZ 9TO UHTEpPECyeT pa60TonaTenel7| B
nepByto o4vepenb. O HavanbHbIX 3aTanax Kapbepbl 1 O TOM, 4YTO Obino 6onbwe 10 neT Hasan,

MOXHO pacCKa3aTb COBCEM KpPaTKoO.

Ecnn komnaHnga HemsBecTHa Ha pblHKe, YKaxuTe ee pof geatensHoctn. He npocto OO0 «Pora
1 KonbiTa», a «4epHoMopckoe oTaeneHMe apbaToOBCKOM KOHTOPbI MO 3aroTOBKE POrOB U KOMbIT.

[eaTenbHOCTb KOMMaHnM MOXHO KpaTKo onuncaTthb B ©noke 06s13aHHOCTEN.

B 3aronoBkax nuwnTe O6LLENPUHSATLIE HA PbIHKE HA3BaHWUSI JOIMKHOCTEN: Hanpuvep,
«KOMMEPYECKMIN ONPEKTOP» BMECTO «PYKOBOAUTENDb OTAENA MO KOOPAMHALMW 3aKYMNOK 1
cObiTay. JTO XKe KacaeTcs Ha3BaHUS pestome. Hepeako comckaTenu KonmMpyoT B HETO
nocneaHo A0MKHOCTb, YTO HENPAaBUIbLHO: Ha3BaHWE AOIMKHO OTpaxaTb CyTb paboThbl, a He
3anuck B TpyaoBoi. K npumepy, «pykoBoauTenb NpoekTa» BbIrMAAUT YHUBEPCAlbHeEe, Yem
«yNpaBnsAoLLNA AUPEKTop Gu3Hec-eanHMLbI». Tak Balle pe3toMe GbicTpee HanayT

paboTogartenu.

Hwukorga He KOI'II/IpyVITG cnmucok obs3aHHoCTEN U3 OOJMDKHOCTHbIX I/IHCprKLI,VIIZ. Bulioenute
Hanbornee Ba)Hble N 3aNULLIUTE MOHATHbIM A3blkoM, 6e3 KaHUENAPU3MOB. HaanMep,
«onTuMmmnsauunsa 6M3Hec-npou,eccos» BMECTO «peannsauud I'IpoeKTHOI7I OeATernbHOCTN No

onTnMmmn3aumnmn 6|/|3Hec-npou,eccos». AT ocHOBHbIX 3agay 6y,1:|,eT OOCTaTO4HO.

Momnmo paboumnx ob6si3aHHOCTEN, 06s3aTENbHO YKaXNTE BaLUM KOHKPETHbIE JOCTUMXKEHUS U
pesynbTaTbl 4eATEeNbHOCTU (Hanpumep, «CoBMecTHO ¢ UT-otaenom paspaboTan

KOpropaTBHbIE CTAHAAPTbl KOHTPOISA GM3HEC-NPOLECCOBY).

N3berante obwmx ppas Bpoge «bbin cambiM Tpyaontobusbim paboTHUKOM oTaena» —
9TO MHEHWE, KOTOPOEe HEBO3MOXHO MPOBEPUTH, MO3TOMY OHO HE UHTEPECHO
paboTogarento.

NHorga conckatenu onvcbiBatoT paboTy B TOW UMK MHOW KOMNaHuW, 6yaTo NULLIYT rnaBy
n3 cobcTBeHHoM Brorpadun: «3aech S HaUMHaN Kapbepy C HU3LINX OOJHKHOCTEMN,
ycepaHo nobuBasicb NoBbIweHUA» unu «lpun 6ernom 3HakoOMCTBE MOXHO nogymaTb,
4yTO paboTa gaBanacb MHe ferko, Ho Ha caMom aene Obifo POBHO HAOKOPOT». K
npuMepbl — 3TanoH TOro, Kak He Hago onuckiBaTb ONbIT. Pe3tome cpaboTarno, ecnu
paboToaaTenb 3a HECKOSbKO CEKyHA pa3obparca B OnbiTe€ M MNOHSAM, YTO 3TOT kKaHAnAaT
cTonT 6onee BHMMATENbHOIO U3y4yeHus. A NPOLEMOHCTPUPOBATL 3HTY3Ma3M MOXHO B
CONpoBOANTENTLHOM MUCLME.

Ob6pazoBaHue
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Bce ykasaHHble B pe3toMe obpasoBaTerbHble KypCbl OMKHBI OTHOCUTLCS K
npodeccrMoHanbHon AeaTenbHOCTU. Jlydlle ynycTuTb Y4TO-To, YeM A406aBnAaThb
COMHUTENbHbIE CepTUdUKaTLI — HaNpUMep, O Kypcax Mo Maccaxy, — ecnu B paboTte
STW 3HAHUSA HE HYXHbI.

O TepHUCTOM NyTW HaBepXx Bcerga nydlle pacckasatb Ha cobecegoBaHuu. MNoatomy
MOXHO OnyCTUTb y4eby B TexHukyme unu MNTY, ecnn ecTb AWMNSIOM O BbICLLEM
obpasoBaHun B ToW e cepe.

KnioyeBble HaBbIKK

MHorue conckaTenu NOMIHOCTLIO UTHOPUPYIOT 3TOT pasden, a 3ps: YacTo MMEHHO croga
CMOTPUT peKpyTep nocrne 3HakoMCTBa C OMbITOM 1 06pa3oBaHMeEM KaHamnaaTta.
KritoueBble HaBblkKM — 3TO cneunduyeckme 3HaHus U YMEeHUs, OTHOCSALLMeCs
HenocpeacTBEHHO K paboynm npoueccaM. [ns opnuctoB 310 MOryT BbITb
«ApbutpaxHble cygbl» n «KopnopaTuBHoe npaBoy, ANA MeHemKepa Nno forncTuke
«PaboTa ¢ TaMoXeHHbIMU opraHamn» n « IHKoTepMc», Ansa puHaHcucTa —
«CTatnctmnyeckun aHanua» n «brogxeTupoBaHuey, 1 Tak ganee.

Mpwn 3anonHeHnn aToro pasgena cuctema hh.ru nogckaxeT HasBaHWe TOro UM NHOIO
HaBblka, Npeanaras Hambonee KOPOTKUN U YHNPULMPOBAHHLIN BapuaHT — Mo
BO3MOXHOCTU BblGupanTe MMEHHO €ero.

N3berante o4eBUOHbLIX BELLEN: HE HYXXHO NucaTb, 4YTO Bbl 3HaeTe Windows, Internet
Explorer n nonb3yetecb 9NeKTPOHHOW NOYTON.

0060 MHe

OuyeHb YacTo couckaTenu nyTarT HaBblKM C IMYHOCTHBLIMU Ka4yeCcTBaMU U yKasbiBaloT B
pasgene KniYeBbiX HaBbIKOB YTO-TO Bpoae « OTBETCTBEHHOCTbY UMK
«lMyHkTyansHocTb». CoBeTyem HanucaTb 06 3aTux KavecTtBax B pasgene «O60 MHe» n
nsberatb baHanbHocTen. BMmecto « OTBETCTBEHHOCTU» U «[TyHKTyarbHOCTU» HanNuwmnTe
«[JoBpocoBeCTHO OTHOLLYCh K BbIMNOMHEHUIO 3ada4» N «Bcerga yknageiBatoch B
obeLlaHHble cpokm». CyTb OT 3TOIO HE MOMEHSIETCH, HO POPMYNMPOBKA NpUBNeYeT
Bornblue BHUMaHuS.

B HekoTopbIX criyd4asix MOXHO yKa3aTb JIMYHOCTHbIE Ka4yecTBa, KOTOpble He OTHOCATCA
HanpsiMyto K npodgeccnm — 3TO MOXET ObITb XOpoLuas usnyeckas opma unm
cnopTusHble gocTmxeHns («KKMC no nbikKHbIM FOHKaM»). OTO KacaeTcs U
npegcraBUTeNen He caMblX O4YEBUAHbBIX NPOdECCUN: CKaxeM, bmnsnyeckasa popma
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4YacCTO BaXXHa Ona MeHempKepoB MNo rnpogaxam, Tak Kak UM npmnxogntca 4acto e3gnTb Ha
BCTpeyn n B KOMaHOUNPOBKW.

Bce 1O XXe caMoe OTHOCUTCA U K AOCTMXKEHNAM B UHTENNeKTyanbHon cdepe. Ecnn Bbl
YeMMNUOH ropoda no waxmaram Unu Belvrpany onumnuagy no NPoOrpamMmMmMpoBaHNI0 —
3TO UHTepecHo. Ecnun npocTo yBnekaeTecb YTeHMEM, TO HeT. [lobaBnanTte TonbKo TO,
4YTO MOXHO [oKa3aTb M YTO MOMOXET MOMNYYUTb XKenaeMyto JOMKHOCTb.

A BOT x0661 B 6OMnbLINHCTBE Cliy4daes Jydlie COBCEM HE YKa3blBaTb. PeryTepy OHO HE
MHTEepPECHO, a 3K30TNUYECKNE 3aHATUA (Bpo,u,e 330TEPUKN N OaXe I7IOFI/I) M BOBCE MOTyT
OTNYrHyTb.

Kak nucatb

Tenepb KOCHEMCA BONpoca A3blka pe3toMe. XOPOLUNKM A3blK HE TOSTbKO PacCKaXeT O
BaLleM YpOBHE pa3BUTKS, HO U 3aMeTHO obrerdnt paboTy pekpyTepa — eMy He
npunaeTca NpobupaTbCs CKBO3b HAOOP LUTAaMMNOB U CIOXHbIX 060pOTOB, YTOOLI
AobpaTtbCst 40 CyTw.

NTOroBbIN TEKCT pe3tomMe A0SHKEH NpeacTaBnaTb COB0M BLPKMMKY, U3 KOTOpOU yopaHo
BCe, YTO B NpUHLUMNE MOXHO ybpaTb 6e3 noTepu CcMbicna: BBOAHbIE COBA, 3nUTETHI,
npu4acTHble U geenpuyacTHble 000POThl, MULWHME OTrNarosbHbIe NpunaraTesibHble 1
CyLLleCTBUTENBHbIE.

HenpaBunbHO: 3aHnmancsa opraHn3aumen NpoBeAEHUS UHBEHTapU3aLUmii B
npyHaanexawmx KomnaHum nogpasgeneHuax. OcywecTsnan 4eaTenbHOCTb Mo
opraHusauun TeHOepoB, B HaCTHOCTU, NOATOTOBKY OOLUMPHOro nakeTa JOKYMEHTOB Mo
3TOMY BOMpOCY.

I'IpaanbHo: npOBe,D,eHI/Ie I/IHBeHTapI/I3aLI,I/IIZ B noapasgeneHnax KoMmnaHun. MogroToBka
nakeTa AOKYMEHTOB AJ14 npoBeeHnA TEHOEPOB.

CnepyiTe HEXUTPOMY NPUHLMMY: YEM KOPOYE U NPOLLE NPeAOXKEHMS, TEM NyYLle.

KnioueBble cnoBa

BcTtaBnante B cBoe pe3toMe crioBa-mMmapKepsbl, Mo KOTOPbIM pekpyTep CMOXET ero
OTbICKaTb Yepes3 NoucK. Hanpumep, ecnu Bbl ayauTop 1 paboTtaeTte ¢ opLLIOPHBIMM
KOMMNaHUsiMK, TO B BalLeM pestome 06a3aTenibHO LOMKHO BCTpeYaTbCAa CroBO

«oppLuopbI».


https://hh.ru/article/301537?from=article_3015367
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MogymanTe Hag TeM, Kakue KIoyeBble CroBa OTHOCATCA K Ballen npodeccuu,
npeacTaBmB, Kakne TepMmMHbI pekpyTep ByaeT NCnonb3oBaTb NPU NOUCKE pe3tome.
Mcnonb3ynTte nHpopmaumo n3 UHTEPECHbIX BaM BakaHCUN.

ConpoBogutenbHoe MMCLMO

B cucteme hh.ru 3HakomMCTBO pekpyTepa ¢ Bamu Bcerga HaunHaeTcs ¢
conpoBoaguTenbHoro nucbMa. O6bIMHO OHO HaYMHAETCs C NPUBETCTBEHHOW (hpasbl:
«3ppasctByinTe! MeHsa 30ByT KoHapaTun CTenaHoB U MeHS 3anHTepecoBana Balua
BakaHCUs ropoacKoro nocagHuka.

B HoBOM ab3aue KpaTko onuLIMTe CBOM SOCTUXXEHUSI U1 OCHOBHbIE HaBbIKM («PYKOBOOWIT
OTAENnoMY», «ydacTBOBas B NPOEKTax» M Tak ganee). 1ot ab3au He A0ormKeH bbITb
ONVHHEEe Tpex-4yeTbipex npeanoxXeHun.

TpeTtun ab3ay — KINoY K cepauy pekpyTtepa. Hanuwmnte B HemM, noYemMy Bbl XOTUTE
paboTaTb B KOMMNAHUM U NOYEMY Bbl CHMTAETE CBOKO KaHAMAATYpPY NoaxoasLlen.
Crapantecb nsberatb 6aHanbHbIX pas Bpoae «paboTy B BaALLEW KOMMNAHUN cYMTat0
BO3MOXHOCTbIO AN AaNbHENLLEro pa3BnTusa» — Takne pasbl 3acTaBsaT pekpyTepa
noao3peBaTh, YTO Bbl KONUPYyETe OLHO U TO e CONPOBOANTENBHOE NMUCbMO ANSA PasHbIX
BaKaHCUMN.

MocTapaiTech pasbickaTb B MHTEPHETE NHGOPMALMIO O KOMMaHUM U yKa3aTb akT
3HaKOMCTBA C Hel yKe B CONpPOBOAMTENBHOM NucbMe. Xopoluunii npumep: «MeHs
ocobeHHO 3auHTepecoBany Baluu NPoeKThbl B Tenekome: s1 4 roga pabotato B b2b
npoAaxkax M NMoCTOsIHHO NepeceKakCh C TakKUMU KITMEHTaMMy.

3akaHuyMBaTb pe3toMe NPUHATO hpason, NOATBEPXKOAOLLEN BaLly FOTOBHOCTb
noabexatb Ha cobecenoBaHue: «bnarogapto 3a BHUMaHve n Byay pag BCTpeTuTcs,
4yTO6bl OTBETUTH Ha BaLLM BONPOCHI!».

MpoBepka pe3tome

Koroa paboTa 3akoH4YeHa, CoBeTyeM ABa-TpW pa3a BHUMAaTENbHO NPOWTUCH MO TEKCTY,
ncnpaensas OWKNOKN 1 pedakTupyst He CNULLIKOM yaadHble dpasbl. MimeriTte B BUAY, 4TO
oneyvaTtku B 3arofioBkax, Ha3BaHMUSIX KOMMNaHWM U OOMKHOCTEN 0COOEHHO HacTopoXaT
paboTtogarens.

nepe‘-II/ITblBaTb TeKCT bonbLie Tpex pa3 nogpsAn ©ecCMbICMEHHO. ﬂy‘-ILue BEPHYTbCA K
HEMY 4Yepel HEKOTOPOE BpeMA U Toraa npoBepuThb eLle pas. Ecnn xoTute nokasaTtb
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pestoMe KOMYy-HUOYab elle, BbibMpaiiTe YenoBeka C OnbIToOM paboTbl pekpyTepoM — B
MHOM cry4yae rapaHTUPOBaHHO MOJTy4YMTE BOPOX HEHYXXHbIX COBETOB.

Ecnu paccmaTtpuBaeTe HECKOMBbKO pasHbIX AOSMKHOCTEN — Hanpumep, «MeHeaxep no
npogaxam» U «pyKkoBoaAUTENb OTAENA NPOAax», — COCTaBbTe ABa pa3HbiX pestome. Ho
nMenTe B BMAY, 4TO Ha hh.ru paboTtogaTenb MOXeT YBMAETb Ha3BaHUS APYrMx pestome
B Npodourie comnckatens, NO3TOMy LOMKHOCTN OOSDKHbI ObITb U3 O4HON
npodpeccnoHanbHon obnactu. inu xotst 6bl 0QHOro YPOBHSA — NHBECTULMOHHbIN
aHanuTUK, KOTOPbIN OQHOBPEMEHHO Kypbep, And paboTtogaTtens He camblii MIHTEPECHbIN
KaHaupar.

MomHuTE: y Kaxkgon npodeccumn ectb CBOM 0CoOBeHHOCTU. Ecnn OT topncToB XayT
naeanbHoro pestome 6e3 eanHom owmnbkK, To, Hanpumep, byxrantepam BaxHee
yKa3blBaTb KOHKpPETHble cveTa 1 Bepcumn 1C, ¢ KoTopbiMu oHM paboTtanu. Pasznunums
MexXay «CyOKynbTypammuy» pasHbix Npodeccuin He NO3BONSAOT caenaTb €ANHCTBEHHO
BEPHYIO MHCTPYKLUMIO Ansi Bcex. Mbl cobpanu Tonbko obLme coBeTbl, KOTOPbIE
OTHOCATCS KO BCEM COMCKaTEeNsM.



