CocraBienue pe3ome!

Pe3tome He TiaBHOE mHpU YCTpOHCTBe Ha paboTy. YenoBeka C YHHMKAJIbHBIMU OIBITOM |
KOMIETEHIIUSMH IPUTIIACIT Ha cCOOeceJ0BaHuUE, JaXKe ECIIU €r0 PEe3IOMe COCTABIICHO Ha ca(eTke.
Jpyroe neno, eciau K KaTeropuu peiikuX CylnepnpoQeccuoHanoB OH IOKa He OTHOcuTcs. Toraa
IIAHC BCTPETUTh KOHKYPEHTOB B OOppO€ 3a paboTy MeuThl BO3PACTAET, a KAaueCTBO pE3loMe
BBIXOJIUT Ha TICPBBIN TUIaH.

B aT0l#i cTatbe MBI COOpa M COBETHI MO COCTABICHUIO MACAITBHOTO pe3toMe. [t MpOCTOTHI MBI
PacHoIOXKUIM MaTepuall Mo paszenaM, KOTOpbIe JKIYyT Bac MpU 3aroJHEHUN (GOPMBI Pe3oMe Ha

hh.ru.

(I)OTO, KOHTAKTbI, MECTO IPOKUBAHUSA



®dororpadus B pe3roMe Bceraa OyaeT MIcoM, JaKe eCIu JOKHOCTh He TperoaraeT o0meHus
¢ moapmu. DOTO cenmaeT pe3roMe MepCoOHATU3NPOBAHHBIM: €ro OYyJIeT Jerye 3aMeTHTh, a OTKIIHK
CJIOJKHEE MPOMYCTUTh WX yAanuTh. Ho BRIOMpaTh MOPTPET I Pe3toMe HYKHO KPUTHYECKU:
HeyaauyHoe (OTo MOXKET Bce UCIOPTUTS. Jlydlie Bcero mofoiaeT npohecCHOHAILHOE MTOPTPETHOE
¢oro, nenoBOE U HEUTpATIBLHOE.

B pa3nene koHTakThl 0OpaTuTe BHUMaHUE HA MTOYTOBBIN SIIMK — OH JOJKEH COOTBETCTBOBATH
npodeccuoHaibHOMY crarycy. Aapec kisulyal987@mail.ru moguepkHeT HEIEIOBOM MOAXOM K
pabote. A BoT angelina.vavilonova@gmail.com — yxe myurie.

Hexkoropsie couckarenu ykasplBalOT B PE3FOME CBOM JOMAIHHUIM agpec BIUIOTh A0 KOHKPETHOM
KBapTupbl. JOCTaTOYHO yKaszaTh ropoja Wiu Oinxaiiiiee MeTpo, Hampumep, «MBITULINY) WU
«ceno Mancyposo B Kypckoit obmactuy.

Kenaemasi 10/KHOCTB M 3apIuiaTa

VYKa3pIBaTh kKelaeMylo 3apIliaTy B pe3tloMe HeoOs3aTellbHO, HO 10001 paboToaarens Oyner pan,
€CIIM BBI 3TO C/IelaeTe. YHUBEPCAbHBIA COBET B TAKOW CHUTYaIlMH: HamucaTh cymMmmy Ha 15-20%
00J1b1IIYI0, UM Ta, KOTOPYIO BbI 3apabaThiBaeTe ceifuac. DT0O JaCT BO3MOXKHOCTh TOProBaThCs 0e3
yep6a uis cCOOCTBEHHBIX HHTEpecoB. [loapoOHee 0 TOM, Kak ONPEIeIUTh KENAEMBIH I0XO01, MBI
pacckasblBaIv B OJJHOM U3 CTATEN.

CaepsiiiTe CBOM OXHJAHHMsS CO CPeJHEW 3apIulaToi MO PHIHKY: MOCMOTPUTE Ha BAaKaHCUM, Ha
CTaTHCTUKY IO PETHOHY U MpodeccnoHanbHOi obnactu. 3aBbiieHHbIH Ha 40% u Gosnee okian
OJTHO3HAYHO OTHYTHET peKpyTepa. Y3HaTh CPEIHION0 3apIUiaTy MO PBIHKY JUIsl CBOETO ropoaa u
cBoit mpodobractu moxkuo B Unnekce HeadHunter.

HcknroueHne — pe3toMe TON-MEHEKEpPOB. 3apIulaThl PYKOBOAMTENEH DPACCUUTBHIBAIOTCS B
pa3HBIX KOMIIAHUSIX MO-Pa3HOMY, U KOHKPETHBIE O’KUIaHUS MOT'YT IIOMEIIATh NOIYYUTh BBITOJIHOE
IpEeJIOKEHHE.

OmnbIT padoThI

Ecnu BbI HE HAUMHAIOIININ CTIEIIMAINCT, TO UMEHHO ONBIT — IJIaBHas 4acTh pe3tome. [losTomy K
ATOMY pa3eny CTOUT MOJONTH C 0COOO0 TIIATEIHHOCTHIO.

1. OmnbIT 1OMKEH BBITIISAETD IENBHBIM, TO €CTh 0€3 IITUTEIBHBIX MEPEPHIBOB B Kapbepe. Eciu
NepephIBbl OBUTH, TO OHHU JIOJDKHBI UMETh OOBSICHEHHsS: EKPETHBIA OTIIYCK, 3aHSTHE
ousHecoM, ¢prtanc u Tak ganee. [logpoOdHEee 0 ToM, Kak UcaTh O MPOOEIax B OMBITE, MBI
paccka3bIBaId B DTOM CTaThe.

2. OmBIT JOJHKEH BITJISIETh CTAOMIBHBIM: €CITH BBl MEHSIETE MEeCTO PabOTHI Yalle pas3a B roj,
paboTofaTens 3TO HACTOPOXKUT. VI3MEHEeHHsI B JIOJDKHOCTH B paMKax OJHON KOMITAaHUU
O0OBIYHO YKa3bIBAIOT B OHOM OJIOKE.

3. VYnenute BHMMaHUE TOCIEIHUM TPEeM TrojaM paboThI: TO MHTEpeCyeT paboToaTenei B
nepByto ouepenb. O HavaabHBIX dTamax Kapbepbl U 0 TOM, 4TO ObL10 O0mbIme 10 et Hazan,
MO>KHO paccKaszaTb COBCEM KPAaTKO.

4. Ecnm xoMIaHusi HEU3BECTHA Ha PBIHKE, YKAXHUTE ee poa nearenbHoctd. He mpocto OO0
«Pora u xombiTay, a «4YepHOMOPCKOE OTIENCHHE apOaTOBCKOW KOHTOPHI MO 3aroTOBKE
pOroB U KOMBIT». JleATeabHOCTh KOMIIAHMM MOXKHO KpaTKO oOmnucatb B OJOKe
00s13aHHOCTEH.

5. B 3aronoBkax nummTe OOIIETIPUHATHIE Ha PBHIHKE Ha3BaHUS JIOJDKHOCTEH: Hampumep,
«KOMMEPYECKHUH JUPEKTOP» BMECTO «PYKOBOIUTEINH OT/AEIA MO0 KOOPAMHAIIUN 3aKYIOK H
cObITay. JTO ke KacaeTcs Ha3BaHus pe3toMe. Hepeako couckaTenu KOMUPYIOT B HETO
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MOCJIETHIOI0 JJOJKHOCTB, YTO HEMPAaBUIBHO: Ha3BaHHUE JIOJHKHO OTPaXaTh CyTh padoThI, a
He 3anuck B TpynoBoil. K npumepy, «pykoBOAUTENb IPOEKTa» BBINIAJUT YHUBEPCAIbHEE,
4eM «YHpPAaBISIOMIMNA TUPEKTOp OM3HEec-eAMHUIBI». Tak Baile pe3oMe ObicTpee HaimyT
paboroaareny.

6. Hukorma He xomupyiite CCOK 0053aHHOCTEH U3 JODKHOCTHBIX MHCTPYKIMA. Brinenute
HauOoJiee Ba)KHbIE M 3aIMILUTE MOHATHBIM S3bIKOM, 0Oe3 KaHuensapusMoB. Hampumep,
«ONTUMHU3ALUST OU3HEC-TIPOLIECCOBY» BMECTO «peaM3alusi MPOEKTHOU NEATEIHHOCTH 10
ONTUMU3ALMU OU3HEC-TIpoLieccoBy. [1ATH OCHOBHBIX 3a7a4 OyaeT JOCTaTOYHO.

7. Tlomumo pabounx 00sI3aHHOCTEH, 005S3aTEIFHO YKAKUTE BAIld KOHKPETHBIE TOCTHKCHHS
U pe3yiabTaThl JeATeNbHOCTH (Hampumep, «coBmectHo ¢ UT-otnenom paspaboran
KOPITOpaTHBHbIE CTAHIAPTHI KOHTPOJISI OU3HEC-TIPOLIECCOBY).

N36eraiite obmux ¢pa3 Bpome «ObUI CaMbIM TPYAOIIOOMBBIM PAOOTHUKOM OTJENa» — 3TO
MHEHHE, KOTOPOE HEBO3MOKHO IIPOBEPHUTH, TOITOMY OHO HE HHTEPECHO paboTOIaTeNIoO.

WNHorna corckarenu OMUCHIBAIOT pabOTy B TOM WM MHON KOMIAHMHU, OyATO MUIIYT IJaBy W3
coOcTBeHHOW Ouorpaduu: «37aech S HaYMHAN Kapbepy C HHU3IIMX JOJDKHOCTEH, YCepaHO
no0MBasich NoBbIIeHU» WK «IIpu 6eriiom 3HaKOMCTBE MOXKHO ITOJlyMaTh, YTO paboTa J1aBanach
MHE JIETKO, HO Ha caMOM JieJie OblJI0O POBHO HA000POT». DTU IPUMEPHI — ITAJIOH TOrO, KaK He
HAaJ10 ONUCBIBATH OMBIT. Pe3tome cpaboTaio, eciiu paboToaTelNb 32 HECKOJIBKO CEKYH/I pazodpaiics
B OIbITE W TMOHAJ, 4YTO O3TOT KaHAUAAT CTOUT OoJiee BHUMATEIBHOTO H3Yy4YeHMs. A
IPOIEMOHCTPUPOBATH 3HTY3Ha3M MOKHO B COIIPOBOIUTEIILHOM ITUCHME.

Oopa3zoBanue

Bce ykazannbie B pe3tome 00pa3oBaTeNbHbIE KYPChl JOHKHBI OTHOCUTHCS K TPOPECCHOHATIBHON
nesTenbHOCTH. Jlydille ymycTUTh 4YTO-TO, 4eM J00aBIATH COMHUTENbHBIE CEPTHU(PUKATHI —
HarpuMep, 0 Kypcax Mo Maccaxy, — eClid B paboTe 3TH 3HaHUsI HE HYKHBI.

O TepHUCTOM IyTH HaBepX BCerja JIydlle paccka3aTb Ha cobecenoBaHuu. IToaTomMy MoxkHO
onycTtuTh yueOy B TexHukyme wiu IITY, ecnu ecth aumiom o BeiciieM 00pa3oBaHUU B TOH ke

chepe.
KaioueBnie HABBIKH

MHorue couckarenu NOJHOCTbIO UTHOPUPYIOT ATOT pas3fiell, a 3psi: 4acTO UMEHHO CI0JIa CMOTPHUT
peKpyTep mocjae 3HAaKOMCTBA C ONBITOM U 00pa3oBaHuEM KaHauaaTa. KitoueBble HaBBIKU — 3TO
cnenuduyecKre 3HaHUs U YMEHUSI, OTHOCSIIMECS HEMOCPEICTBEHHO K pabounM mporeccam. [{ist
IOPHCTOB 3TO MOTYT OBITh «ApOUTpakHbIE CyAbI» U «KopropaTUBHOE TPaBO», I MEHEIKEPA 110
noructuke «Pabora ¢ TamoxkeHHbIMU opraHamu» U «MHKOTEpMC», nns (¢UHAHCHCTA —
«CratucTruecKuil aHanm3» 1 «bIoKETUpOBaHUEY, U TAK Jlajee.

[Tpu 3anomHeHHu 3TOroO pasaena cuctema hh.ru nmopckaxer Ha3BaHUE TOTO MM MHOTO HaBBIKA,
npezyiaras Hanbosee KOpOTKUM U YHU(UIMPOBAHHBIN BapUaHT — I10 BO3MOXHOCTH BbIOHpaiiTe

HUMCHHO €T0.

N3beraiiTe oueBUIHBIX BEIEH: HE HYKHO MHcaTh, 4TO BBl 3HaeTe Windows, Internet Explorer u
MIOJIB3YETECH DJIEKTPOHHOM IIOYTOM.

000 MHe

OueHb YaCTO COMCKATEIN MYyTAarOT HAaBBIKU C INYHOCTHBIMU KaYCCTBAMHU U YKA3bIBAIOT B pa3JCiIic
KIIFOYCBBIX HABBIKOB YTO-TO BpPOJIC «OTBETCTBEHHOCTEY» HIIN «HYHKTyaJ'II)HOCTB». COBCTyeM



HamucaTh 00 A3THX KauecTBax B pazaene «O00 MHe» u u3berath OaHanmpHOCTEH. Bmecto
«OtBerctBeHHOCTH» U «[lyHKTyanbHOCTHY» Hamummte «J{0OPOCOBECTHO OTHOIIYCH K
BBINIOJIHEHUIO 3amau» U «Bcerma yxmangsiBaiock B obOemaHHble Cpoku». CyThb OT 3TOro He
HOMEHSETCS, HO (OpMYIMPOBKA PUBIICUET OOJIbIIIE BHUMAHHSL.

B HEKOTOPBIX ciIydasx MOKHO yKa3aTh JINYHOCTHBIE KaYeCTBa, KOTOPbIE HE OTHOCATCS HATIPSMYIO
K npodeccun — 3T0 MOXKET ObITh Xopomas (puznyeckas GpopMa MM CIIOPTUBHBIE JOCTHIKEHHS
(«KMC mo 7npDKHBIM TOHKam»). OJTO KacaeTcsi W MpeACTaBUTEICH HE CaMbIX OYEBHIHBIX
npodeccuii: ckaxxeM, pusudeckasi opMa 4acTo BakHa JIJISI MEHEKEPOB TI0 MPOJIaXkaM, TaK Kak
UM IPUXOJIUTCS YaCTO €3/IUTh Ha BCTPEUU U B KOMaHAUPOBKHU.

Bce 10 ke camMoe OTHOCHTCS U K JOCTUXKCHUAM B HHTCHHCKTY&HBHOI;'I cq)epe. Ecnu BBI yemmmoH
ropoJa Mo maxmaraM WKW BBIMI'PAJIA OJIMMIIHAAY I10 ONPOTrpaMMUPOBAHUIO — 3TO MHTCPCCHO.
Ecau IMPOCTO YBJICKACTECh YTCHHUEM, TO HCT. I[O63BH$II>'IT€ TOJIBKO TO, YTO MOXXHO A0Ka3aTb U 4TO
IMOMOJKCET IMOJIYYHUTD KCJIAEMYIO JOJIDKHOCTD.

A BOT X000u B OOJBIIMHCTBE CIy4aeB JIydyllle COBCEM HE YKa3blBaTb. Pekpyrepy OHO He
MHTEPECHO, & IK30TUUECKHE 3aHIATUSI (BPOJIE 330TEPUKHU U J1aXKe MOrM) U BOBCE MOTYT OTIIYTHYTb.

Kak nucatn

Teneps kocHEMcs BOMpoca sI3bIKa pe3toMe. XOPOIIHiA S3bIK HE TOJIBKO PACCKAXKET O BAIIEM yPOBHE
pa3BHUTHS, HO M 3aMETHO OOJIETYHUT PabOTy peKpyTepa — eMy He MPHIETCs MPOoOUpaThCs CKBO3b
Ha0Op LITAaMIIOB U CIOXKHBIX 000POTOB, UTOOBI 10OPaTHCS 10 CYTH.

WToroBbIii TEKCT pe3toMe TOIKEH MPEACTaBIATh COO0H BEDKUMKY, U3 KOTOPOM YOpaHO Bce, UTO B
MPUHIIMIIE MOXHO yOpaTh 0e3 MOTepH CMbICIA: BBOJHBIC CIIOBA, SMUTETHI, MPUYACTHBIE U
JieenpUYacTHbIe 000POTHI, JIMIITHUAE OTTIIArOJIbHbIC MPUJIaraTelIbHbIC U CYIIeCTBUTEIIbHbIC.

HeraBI/IHLHOI 3aHuMarcs opraHnsauI/Ieﬁ IMPOBCACHUA I/IHBeHTapI/BaHI/Iﬁ B MpHUHAJJICKAIINX
KOMITAaHUHW TIOAPA3ACIICHUAX. OCYHIGCTBJUIJ'I ACATCIBHOCTE IO OpraHu3anuu TCHIACPOB, B
YaCTHOCTH, IOATOTOBKY O6LHI/IpHOFO MnakeTa JOKyMCHTOB I10 3TOMY BOIIPOCY.

IIpaBunbHO: [IpoBeneHne MHBEHTapU3aUMil B MojapasacieHusx komnanuu. [loaroroska nakera
JIOKYMEHTOB ISl TPOBEJCHUS TEHIEPOB.

CrnenyiiTe HEXUTPOMY MPUHIIMITY: YEM KOPOUYE U MPOIIE NPEII0KEHUS, TEM JIyUIIIE.

KiroueBnie ¢JI0Ba

BcerapnsiiTe B cBOE pe3toMe ClI10Ba-MapKephl, 10 KOTOPBIM PEKPYTEP CMOXKET €r0 OTHICKATh YEpe3
nouck. Hanpumep, ecinu Bel ayauTop U padoraere ¢ op@PIIOpHBIMU KOMIAHUSIMH, TO B BallleM
pe3toMe 00s3aTeIbHO I0JKHO BCTPEUAThCsl CIOBO «0((IIOPH».

[ToxymaiiTe HaJ1 TeM, KaKKe KIIFOYEBBIE CII0BA OTHOCSTCS K Ballel npodeccuu, npeacTaBuB, Kakue
TEPMHHBI peKpyTep OyAeT MCIOoNb30BaTh MpU MoHucke pe3toMe. Vcnonb3yiite nHpopmanmio u3
WHTEPECHBIX BAM BaKaHCHM.

ConpoBoauresibHOE MUCHMO

B cucteme hh.ru 3HaKOMCTBO pekpyTepa ¢ BaMH BCETJa HAYMHAETCS C COMPOBOJIUTEIHHOTO
nucbMa. OOBIYHO OHO HAYMHAETCS C MPUBETCTBEHHOUW (pas3wl: «3mpaBcTByiiTe! MeHs 30BYT
Konnpatuit CrenanoB 1 MeHsI 3aMHTEPECOBAJIa Ballla BAKAHCHUSI TOPOJICKOTO MOCATHUKAY.


https://hh.ru/article/301537?from=article_3015367

B HoBOM a03arie KpaTKO ONMIIUTE CBOMU JOCTHIXKEHHS W OCHOBHBIE HAaBBIKH («PYKOBOIMII
OTJEJIOM», «y4acTBOBAJI B IIPOEKTaX» U Tak Jajiee). DTOT ab3al] He JOJDKEH ObITh JUIMHHEE TpeX-
YEeTBIPEX MPEJIOKEHUMN.

Tpetwnii ab3an — K04 K cepiy pekpyrepa. Hanumure B HeM, ToYeMy BBl XOTHTE paboTaTh B
KOMIIAaHUU M II0YeMY BBl CUMTAeTe CBOIO KaHIuAarypy nonxozsmeil. Crapaiitech nzberarb
OaHanbHBIX (hpa3 Bpoae «paboTy B Balllell KOMIIAHUHM CYUTAI0 BO3MOXKHOCTBIO JUIS JTaJIbHEHIIEro
pasBUTHs — Takue (pas3bl 3aCTaBAT pEKpyTepa MOA03peBaTh, YTO Bbl KOMMPYETE OJHO U TO XKe
COIPOBOJUTENBHOE IIUCbMO JUIsl Pa3HBIX BAKaHCUM.

[TocrapaiiTech pa3bICKaTh B HHTEPHETE HH()OPMAIIHIO O KOMIIAHUH U yKa3aTh (PaKT 3HAKOMCTBA C
Hell yXe B CONPOBOAMUTEIHFHOM MUChbME. XOpOUIMH mpuMep: «MeHs 0COOEHHO 3aMHTEepECOBAIIH
Ballll IPOEKTHI B TeyieKkoMe: g 4 roja pabotato B b2b mpojgaxax M MOCTOSHHO IEPECEKAIOCH C
TaKUMHU KIAECHTAMI.

3akaHUMBaTh PE3IOME NPUHATO (Ppa3oi, MOATBEPHKAAIOLIEH Ballly FOTOBHOCTb IOJbEXAaTh Ha
cobecenoBanue: «bnaromapro 3a BHMMaHue ¥ Oy1y paj BCTPETUTCS, YTOOBI OTBETUTh HA BalllU
BOIIPOCHI! ».

IIpoBepka pe3rome

Korna pabora 3akoH4YeHa, COBETYEM JIBA-TPH pa3a BHUMATEIILHO MPOUTUCH TIO TEKCTY, UCTIPABIISS
OMIMOKM M pEeAaKTHPYys HE CIUIIKOM YyaauHbele (paspl. MMeilTe B BHIY, YTO ONEYATKU B
3aroJIoBKax, Ha3BaHUSAX KOMITAaHUU U JI0OJDKHOCTEH 0COOEHHO HAaCTOpOXkKaT paboTo1aTes.

[TepeunThiBaTh TEKCT OOJIBIIE TPEX pa3 moapsia 6eccMbicieHHo. Jlydie BepHYThCS K HEMY uepe3
HEKOTOPOE BpeMs 1 TOT/Ia MPOBEPUTS ellle pa3. Eciu XoTuTe mokazaTth pe3roMe KOMy-HUOYAb ellle,
BBHIOMpANTE 4Yel0OBEKa C OMBITOM pPabOThl PEKPYTEPOM — B HHOM CiIydae TapaHTHUPOBAHHO
MOJIYYUTE BOPOX HEHYKHBIX COBETOB.

Ecnu paccmaTpuBaeTe HECKOJIBKO Pa3HbBIX JOIKHOCTEH — HAIIPUMED, «KMEHEKEP 0 MPOAasKam»
U «PYKOBOJUTEINb OTJENa MPOJIaXk», — COCTABbTE JIBa pa3HbIX pe3tome. Ho numeiite B BUay, 4TO
Ha hh.ru paboronmatenr MOXET yBUACTh Ha3BaHHUS APYTHX pe3loMe B Tpoduiie couckarens,
MO3TOMY JIOJKHOCTHU JIOJKHBI OBITH U3 OJIHOM ITpodeccuonanbHoM o0nactu. nu xots 661 01HOTO
YPOBHSI — MHBECTUIIMOHHBIN aHATUTHK, KOTOPBIA OJJHOBPEMEHHO KYphEp, IJisi paboToaaTeNs HE
CaMblid HHTEPECHBIN KaHAUAAT.

[TomHuuTe: y Kaxao0il nmpodeccun ectb cBoU 0coOeHHOCTH. Eciu OT 10pHCTOB XAYT UI€aIbHOTO
pe3toMe 6e3 equHOM OmMOKH, TO, HapUMep, OyxraiaTepaM BakHEe yKa3blBaTh KOHKPETHBIE CcUeTa
u Bepcuu 1C, ¢ koToppIMH OHM paboranu. Pazmuuus MexIy «CyOKyIbTYypaMu» pasHbIX
npodeccuil He MO3BOJIAIOT CAENaTh €AUHCTBEHHO BEPHYIO MHCTPYKIUIO JJIsl BceX. MBI cobpanu
TOJILKO OOIIME COBETHI, KOTOPbIE OTHOCATCSA KO BCEM COMCKATEIsIM.

YroObl pe3toMe yYUTHIBAIO MHIWBUAYAIbHBIE 0OCOOCHHOCTH, JIy4Ille BOCIIOIb30BATHCS yCIyraMu
onbITHBIX HR-MeHemxepoB — Hanpumep, HauM cepBUCOM «[ 0TOBOE pe3rome.

Kenaem ycniexos!
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