I'ocynapcrBeHHoe 0101:KeTHOE MPodeccHoHaIbHOE
o0pa3oBaTe/ibHOE y4pe:KIeHUe
PecnyOsiukn Xakacus
«YepHOropckuii TeXHMKYM TOPTOBJIM U CEPBHUCA

MeToanueckue peKoMeH1aluu

Yepuoropek 2019



TpynoycTpoCTBO — 3TO OJHA W3 CaMbIX CEPbE3HbIX NPOOJEeM Ui CTYACHTOB
Komnemxkeii. CBsizaHO 3TO, MPEXI€ BCErO, ¢ BHICOKMMM 3aIIpOCaMH BBITYCKHUKOB U HU3KOU
3aWHTEPECOBAHHOCTHIO paboTojaTesel B MOJIOABIX CHeNManucTax. Y BBIIYCKHUKA, He
MPOIIEANIETO KOHKYPC, MOSBISETCS MHOXKECTBO BOINpocoB: «Kak ycTpouThcs Ha paboTy, HE
uMest onbita?y», «MOKeT JTU MOJIOAOH CIIeUATNCT HAWTH BBICOKOOTIIIAYMBAaEMYI0 paboTy?» U T. 1.
Bce paboTonarenu TBEpAAT B OJUH I'0JI0C, YTO, HECMOTPS Ha OTJIMYHOE 00pa30BaHKE, BBICOKYIO
npo(EeCCUOHATBHYI0  KOMIIETEHIIMIO, MOJIOJIbIE  CHEIMAIMCThl HUMEIOT  HEJOCTAaTOYHOE
IPEJCTAaBICHUE O PbIHKE TpyJa WU CTpaTeruu InoBeleHHs Ha HEM. TeM He MeHee, MHOrHe
pa0Ootozmarenu, pa3pabarbiBas IUIaHbl PAa3BUTHUA CBOUX MPEANPUATUH, [€Nal0T CTaBKy Ha
MoJI0eXb. IIpex e Bcero, OHM CUUTAIOT, YTO:

* MOJIOJIbleé PA0OTHUKM OTJIMYAIOTCA BBICOKOM TpPYIOBOH MOOMJIBHOCTBIO (4acToii
CMEHSIEMOCTBIO pabOTHI)

* . Y MOJIOAEXKH OTCYICTBYIOT BHYTPEHHHME IICUXOJOIMYECKHE Oapbepsl,
IPEMSTCTBYIOUIME CMEHE 3aHATHH, 4YTO IO3BOJIIET € JOBOJBHO JIETKO OTKJIMKAThCS Ha
COOTBETCTBYIOLLME NPEI0KEHHS pabOTOaTeNs;

* MOJIOJEKb O0JiafaeT OONBIIMM MOTEHLIUAIOM Uil MPO(EeCcCHOHATBHOTO OOydeHHUs,
MEPENOArOTOBKH U MOBBIIICHUS KBAJTHU(PHUKAIINH;

* COBpPEMEHHBIC IOHOIIM M JIEBYIIKH OTJIMYAIOTCA SHEPruel M CrocoOHOCThIO Oojee
OBICTPO PUCTIOCAOTUBATHCSA K HOBBIM YCIIOBHSIM PaOOTHI.

WHbpIMU c0BaMH, MOJIOJOW YEJIOBEK — 3TO MEPCIEKTUBHBIA paOOTHUK, B 4YeM U
3aKJIF0YAeTCs] OCHOBHOE NMPEMMYILECTBO MOJIOJICKHU HA COBPEMEHHOM pbIHKE Tpyaa. Ho 3aBucur
JM ycneXx TPYAOyCTpOHCTBA MOJIOAEKHU TOJIbKO OT padortoaarena? K mpensTCcTBUsIM YCHEIIHbIX
JIEeUCTBUI MOJOABIX JIOAEH Ha pBIHKE TPYAa MOKHO OTHECTH HHU3KUH YpPOBEHb JIMYHOMN
aKTUBHOCTH, OTBETCTBEHHOCTU M CaMOCTOSTEILHOCTH IPH TPYAOYCTPOICTBE, OTCYTCTBHE Y
IOHOILIEH M JIeByIIEK HEOOXOAMMBIX HaBBIKOB LIEJIEHANPABICHHOr0 Moucka padboTsl. OnHU, HE
BJIaJies] JTOCTOBEPHOW HMH(OpMAIMeld O TMOJ0KEHUH /e Ha PETHOHAIBHOM PBIHKE TpyZda, He
MOTYT PEaJIbHO OLIEHUTh BO3MOKHOCTH CBOETO TPYAOYCTpoiicTBa. Jlpyrue, uMes 3aBbIIICHHYIO
CaMOOIICHKY, HE B COCTOSIHUM BECTHM OOBEKTHBHBIM AMAIOr ¢ paboTojaTeneM, NpeTeHAys Ha
BaKaHTHOE pabouee MecTo. Moo/ible 0, OTKA3bIBasICh OT BaKaHCHUM, OOBIUHO CChUIAIOTCS Ha
HU3KYIO 3apab0THYIO IJIaTy, HAPYLIEHUE CPOKOB €€ BBIIJIATHI, HEMOAXOASAIIUE YCIOBUS TPY/Ia.
Takum 00pa3oM, y Ka)/10ro BBIITYCKHUKA WM JKEJIAIOLIEro HauTu paboTy MOJIOJOro YejloBeKa
BO3HHUKAET MOTPEOHOCTh OCBOMTH COBPEMEHHBIE TEXHOJOTHUH TPYAOYCTPOWCTBA C TeM, YTOOBI
3¢ deKTUBHO HCcKaTh paboTy. [leificTBUTENBHO, BpeMs MOMCKa paboThI - TSXKeNI0e U OeCIIOKOWHOE.
Hauunnaromue crieruanicTbl BOJHYIOTCS, CTPEMATCS IPOU3BECTH OJIaronpHusITHOE BIEUaTICHUE
Ha paboTojaress, ¢ HaleKI0M 0XKUIAIOT pe3yabTaToB cobecenoBanus. CliokHEe MPUXOAUTCS
TeM, y KOTro, KpOMe <@KeJlaHusl paboTaTh U 3apabaThiBaThy», HUYETO HET. bykBanbHO B KaXKa0M
OOBSIBIIEHUH O BAKAHCHUU COJEPKUTCS TPeOOBAHUE K OIBITY pabOTHI 110 CHEUATbHOCTH «OT rojia,
TpeX, naTu JieT». OTCYTCTBHE OIbITa MPEJICTABISIET CEPhE3HYIO MPOOIEMY ISl 3TOM KaTeropuu
COMCKATeJeH He TOJIBKO B MPAKTUYECKOM, HO U B IICUXOJIOTHYECKOM M1aHe. OHAKO Mbl YBEPEHbI
B TOM, UTO <0KelaHue paboTaTb U 3apalaThiBaThb) SBJISIETCS OCHOBHBIM (pakTOpoM B
3¢ (deKTUBHOM MoHCKe paboThl. Benp cyliecTByeT MHOXECTBO NMPUMEPOB, KOT/Ia BBHITYCKHUKU
(Ipu OTCYTCTBUM OIBITA) YCTPAaUBAIMCh HAa BAKAHTHYIO JIOJKHOCTb, OCHOBHBIM TpeOOBaHHEM
KOTOpOM sBisuIcs omnbIT padoThl. IIporecc TpynoycTpoiicTBa - YHUKaIbHOE COOBITHE B JKU3HU
KaKJOTO CEphE3HOT0 YeJIOBEKa. XOPOIIMHA COTPYAHHMK HE TaK Y’ 4acTO MEHSET MECTO CBOEH
paboThl, TOATOMY NPUOOPECTH HABBIKU B CTOJb BaXKHOM JeJie, KaK MOUCK padOoThl, TOCTaTOYHO
3aTpyAHUTENbHO. BakaHcuii ke, Kak MpaBUIlo, TOpas/io MeHbIle, YeM couckarenei. Jlaxke Haias
MOJIXOSIIYIO BAKAaHCHIO, HAJIO eIle CYMeTh 3aMHTepeCcOBaTh paboToiaTelNs U yOeIUTh €ro B TOM,
YTO HMMEHHO BBl ONTHMAJIBHO NOJIXOJUTE Ha IpemiaraeMyro nozunuioo. Ho Hacrosmiero
CIELUANNCTa OTJIMYAeT TMpPaBWIbHOE IUIAHUPOBAaHME CBOMX JIEHCTBMH M MaKCHMAlIbHOE
HCIIOJIb30BaHNWE BCEX UMEIOMMXCcs pecypcoB. WrTak, kakuM 00pa3oM CIUIaHUPOBAaTh H
OCYILIECTBUTH MPOLIETypy COOCTBEHHOTO TPyAOycTpoiicTBa... HaunHate myurie Bcero ¢ BeiOOpa
oOmieil crparerun mnoucka paborel. Mckare pabOTy MOXKHO aKTHBHO, a MOXHO 3aHATh
BBDKHJIATENIbHYIO MO3HUIINIO. AKTUBHBIE IEHCTBUS - 3TO OUCK OOBSBIECHUH 0 HaliMe Ha padoTy U
npeoXkeHue coocTBeHHbIX ycuyr. [lomobHast ctparerust TpeOyeT MHOTO JINYHOTO BPEMEHH U
MHOTO JIMYHBIX K€ YCUJIUH. 3aTO U IUIOABI CBOUX TPYIOB BhI MOIY4YHUTE TOpa3no Obictpee. s
MIACCUBHOM cTpaTteruu JieBu3 Apyroi. ['naBHoe - 3T0 He cOOp, a pacnpocTpaHeHre HH(POPMAIIHH.
I'maBHast 3ajaya - Kak MOXHO IIUPE paCHpOCTPAHUTh CBOM JaHHbBIE, C TEM, YTOOBI



MOTEHIMATIBHBIN paboTonaTeNb caM Bac 3aMETWJI M MPEUIOKMI IMPUOBITh Ha coOeceoBaHue.
JlaHHast TMHUS TOBEACHMSI 3HAUUTENIBHO PacTArMBacT IPOLEAYPY TPYAOYCTPOICTBA BO BPEMEHNU
U 3HAYUTEIbHO MeHee 3(dekTuBHaA, yeM akTuBHBIC neiicTBui. HyxHO cka3aTh, uTO JH00ast
cTpaTterusi moucka paboThl MOApa3yMeBaeT Haluyhe pe3ioMe. Pe3tomMe - OodeHb BaKHBIH
JOKYMEHT IpU yCTpOHCTBEe Ha padoTy. OHO AaeT Ball KpaTKUil mpodecCHOHANbHBINA MOPTPET.
IIpaBmiibHO cocTaBiieHHOE pe3toMe — 310 50 % ycnemHoro TpyaoycrpoiictBa. Urak, mpu
MOUCKe pabOThl BO3HMKAET MHOXKECTBO BOIPOCOB: Kak 3()()EKTHMBHO OpPraHU30BaTh IMPOLECC
IIOMUCKA, KaK HAIMCAaTh BBIUIPHIIIHOE PE3IOMe, Kak TOTOBUTHCS K IPOXOKACHUIO coOece0BaHus,
KaKOBbI 3()()eKTUBHBIE TEXHOJIOTUHU MIOBEACHUS B Mpoliecce co0ecel0BaHuUs.

CIIOCOBBI ITOMCKA PABOTDI

s moucka uHbopManuu O CBOOOJHBIX pabouux mecrax y Bac ecTh cremyromiue
criocoObl: 1. ITouck yepe3 3HaKOMBIX M pOJICTBEHHUKOB. 2. [Tonck paboTsl yepe3 0ObsIBICHUS O
BakaHCcHsX B razerax, 1B. 3. [lyOnukarusi cBoero MHUHH-pe3loMe B ra3ere (IIOMHTEpeCyHTeCh
pesynbratamu). 4. OOpaieHue B areHTCTBO MO monadopy mepconana. 5. Iloumck depes ceth
Internet. B cetu ectp psn momyssipHbeIX caiToB. 6. [IpsiMoe MHUIIMATHBHOE OOpalieHHe K
NoTEeHIMaIbHOMY pabotomaremto. 7. ITouck depes3 KaJpoBble areHTCTBA MO TPYAOYCTPOICTBY,
npu 3ToM B3uMaercs miarta. 8. Ilowck dYepe3 rocylapCTBEHHBIE LIEHTPBI 3aHATOCTH MU
MPOBOJMMbIEC UMHU sipMapku BakaHcuid. B 2016 r. B MockBe co3aaH L{eHTp 3aHSITOCTH MOJIOJEHKU.
9. Ilocemenue «Spmapok BakaHcHil», «/lHel Kappepbl» WINM JPYTUX AHAJIOTMYHBIX
MEPOIPHUATHIA, MPOBOJUMBIX KOMIAHUSMHU. YKa3aHHBIMH CIOCOOaMH TOWCKAa pabOThI HAJO
M0JIb30BAaThCA OJHOBPEMEHHO. HeckolbKO €JIOB O TeXHUKe moucka paboTsl. Camoe riaBHOE
31eCh — CHUCTEMAaTHMYHOCTb, HAcTOMYMBOCTH, U YydeT. Ecmu Bwl He Oyaere ormeyarh B
CHeIHabHOM TeTpau BCTpeUH, TeleOHHbIE 3BOHKH, paboTy ¢ 00bsIBIeHUAMU, Bbl HUKOT 12 HE
y3HaeTe, AeUCTBUTENBHO JiM Bbl vilteTe paboTy UM HECKOJIBKO pa3 00paTHIINCh B BA-TPU MECTA.
3anucaHHOE JIerdye MOJAAeTcs KOHTPOJI M ucnpaieHuto. Kpome toro, y Bac mosBurcs
3aKOHHOE OILYIEHUE BBIIOJHEHHONW MporpaMMbl. BaXHO 3HaTh O IICUXOJOTHYECKUX
TPYJHOCTAX IOoMCKa paloThl. 3amperute cebe Jymarb, uTO Bbl «HaBs3pIBacTeCch» WIH
«IIpOJIaeTeCh). XOpOIlo, €ClAM HcKaThb padboTy Bbl Oyaere He B OJMHOYECTBE: BBITOJABI —
MICUXOJIOTUYECKUE U OPTaHU3aIMOHHEIE - 3/IECh TOPa3I0 OOJIbIIE, YeM BO3MOKHAS KOHKYPECHIIHS.
SIcHo mpencTaBnsAlTe, yTo Bam HY)XHO, YTOOBI YCTpOUThCs Ha paboTy. Bo-nepBbIX, BBIAICHUTE
BEPXHIOIO M HIKHIOI TpaHMIly 3apaboTKa [0 CHEeNMaJbHOCTH B BBIOpAaHHOM paifoHe.
Bo-BTOphIX, y3HalTEe ypoBeHb 00pa3oBaHMs M CTaX pabOTHI I JKeNaTeNbHOW OJDKHOCTH,
BTPETBUX - KPYI 00s3aHHOCTEH U ycnoBUs paboThl. OTaeNbl KapoB HE TOPOISATCS TOBOPUTH O
HejocTaTkax pabouero mecta. Henmb3s 3a0bIBaTh, 4TO KHU3Hb — 3TO MCKYCCTBO KOMIIPOMHCCA.
He TopomuTech OTKa3bIBaTbCcs OT HEOKUAAHHOTO MPEAJIOKEHHs, OCOOCHHO He MOOBIBaB Ha
MeECTe, HE y3HaB O BO3MOKHBIX IepeMeHax B OyayiieMm. Bl HUKOr/1a HE ocTaHerech Oe3 nena,
€CJIM HayYUTeCh CMOTPETh Ha yue0y U CMEHY NpopeccuH Kak Ha €CTECTBEHHYIO YacTh TPYAOBOMN
ouorpaduu. CHavana yeTko chopmynupyite TpeboBaHus K cBoel Oynymied pabore. ITocne
3TOro 0oOpaTUTECh K CBOMM JIPY3bsSIM, POJCTBEHHHMKAM M 3HAKOMBIM, K 3HAKOMBIM CBOHUX
3HAKOMBIX M Jpy3eil. Mcmonb3yiite mo0ble BCTpedM, BEUEPUHKHM U Ipoyee il IOUCKa
BaKaHTHOTO pabouero Mmecrta. HMmure camocrosarensHo. OOpamaiiTech HEMOCPEACTBEHHO B
OTIENbl KaipoB NpEeNNpHUsITHd M opraHu3anuil. IlocemanTe sipMapku BakaHCHH, KOTOpBIE
ycrpauBaeT LlenTp 3anaroctu HaceneHus. OOpaTtuTech B BBIOpaHHOE BaMH OTAETICHHUE CITYKOBI
3aHATOCTH WIM B areHTCTBO MO TpyaoycTpoiictBy. Mmmre nHpopMalnuio O BaKaHCHSIX B
CIeLMANIN3UPOBAaHHBIX TazeTaX. CoCTaBbTE peKIIaMHYIO0 MH(pOpMAIMIO O cebe U pa3MEecTUTe B
paznenax «Mmy paboTy» B razerax B 3aBHCHMOCTH OT BalluxX Bo3MokHocTeil. [Ipoiiaure
nepeoOyyeHre Ha TNPO(ECcCHOHANBHBIX KypcaX, KOTOpble OJHOBPEMEHHO C OOydeHUEeM
COJICHCTBYIOT TPYIOYCTpOMCTBY. B Hacrosimee Bpemsi NOSBHJIACh BO3MOXKHOCTH J1aTh
nHpopMmainuo o cede B rimobanpHON KoMIbloTepHON cetn MHTepHeT. Takoil myTh MO3BOJISIET
y3HaTh O Bac IIHPOKOMY Kpyry paboroxaarerneil. Pekiiamy Takoro poga yciyr mnedararor
crelrann3upoBaHHble n3aHus. Bo Bpems moucka paboThl MPOSIBISITE TBOPUECTBO, HE CTONTE
Ha MECT€, a IIaBHOE, He TepsaiTe onTumMu3ma. [ lomMmHuTe, Balll BHEITHUI BT, MaHEPA IEPKATHCS,
YBEPEHHOCTh B ce0e MOMOTYT TOOUTHCS MOJIOKUTENbHBIX pe3ynbraToB. He cTecHsiiTech cioB:
«¥YmMmero! 3naro! Mory!»



[MTPABUJIA TIOUCKA PABOTHI

1. HukTo BaM HHYEro HE IOJDKEH, 32 MOTyYeHHE PaboThl HY)KHO OOpOTHCS.

2. Paznuuue MeXIy BE3yHUMKOM M HEYAAQUHMKOM OIpPEAENseTcs TeM, KaK OHM CaMH
BEJIyT CBOM JIejIa.

3. UeMm Gonbllie BpeMEHH BBl TOTPATUTE HA OMPEICIICHUE CBOMX BO3MOXKHOCTEH, TEM
BbIllIe Bamm maHce!.

4. He npuHuMaiiTe penieHnii, iCXoIs U3 TOro, 4to 1octynHo. CTpemMuTtech K Toi padore,
KOTOPYIO BbI OOJIbIIIE BCETO XOTHUTE.

5. Uem Oosnbliie J110/IeH 3HAIOT, KaKYI0 BBl XOTUTE paboTy, TEM Jydllle.

6. PabGoronarens cTpeMUTCSI HAHUMATh OOEAUTENS] — MPENoJAHEecUuTe ce0sl Kak MoJgapoK
CyIbOBI.

7. 3aHUMaKTECh MOMCKOM HOBOTO MecTa paboTsl 40 u Oosiee yacoB B HEEIIO.

8. Bbl MOkeTe MoJIy4uTh COTHU 0TKa30B. OuepenHol 0TKa3 He JOJIKEeH BHIOMBATh BAac U3
KOJIEH, PaHO WJIM MO3/IHO BbI I00BETECH ycrexa.

OpHako 4YTOOBI HAYYHTHCS MPABWIBHO M TPAMOTHO HCKaTh paboTy, HEIOCTATOYHO
3allOMHUTH ATH MpaBuiia. Heo6xoaumo nociie1oBaTeabHO BBITOJIHUTD PSII CIIEYIOIINX YCITOBUM:

1. Cdopmynupyiite cBoM IM4HbIE TpeOoOBaHHS K paboTe, KOTOPYIO BBl KellaeTe
MOJIYYUTh.

2. PeasibHO O11€HUTE CBOM BO3MOXHOCTH.

3. BeizenuTe OCHOBHBIC HalpaBJIEHUS MOMCKA BAKAHTHBIX PAOOYHMX MECT.

4. HayuuTech TpaMOTHO COCTABJISAThH MUCHbMA, PE3IOME, OOBSBIICHUS.

5. OcBoiiTe TeXHUKY TeIe(POHHBIX Pa3TOBOPOB.

6. [TonroroBsTe ceds K MOCEIICHUIO OpraHU3aIfil U cobece0BaHUIO ¢ paboToaTeNeM.

7. YcBoiiTe OCHOBHBIE NpaBUJjia MOBEACHHS HA HOBOM pabodyeM MecTe, 4UTOObI COXPaHUTh
ero.

[TONCK YEPE3 OBBABJIIEHUSA O BAKAHCUAX

Ucrounnkamu sBAStOTCS  OOBSBICHUS B Tra3erax U IKypHajaxX, CICIHAIbHBIX
OroJuieTeHsX; pekiamMa Ha paauo u TB, Ha ymwume. [yis paboThl ¢ MeYaTHON PEeKJIaMo Jrydiine
BCETO BBIJICTUTH CIEIUATIbHBIC YaChl B CBOEM PEXKMME IHS WIM HEIENu: Tak Oy/IeT MEHbIIe
YXOJHUTh BPEMECHH Ha TIOUCK PaboThl. MckaTh paboTy MOYKHO TOJBKO IO IJIAHY U OTMEYATh BCE
cienaHHoe Hamo Ha Oymare. Mcmonb3yiliTe mpodecCHOHATbHBIC W3JIaHUS, MECTHBIC Ta3eThl,
pekamMHble OIOJUIETeHH, ra3eThl OecIIaTHBIX OOBABICHUH, KypHalbl U razersl: «Paborta s
Bacy», «Bakancum», «Ipmapka». Co BpemeHeM B WH(GOPMAIlMOHHOM IMOTOKe Bbl Hayuutech
pacno3HaBaTh pekjamy MoIIeHHUKOB. Ho ¢ camoro Hawana - He OTBeUalTe Ha MPEANIOKECHUS
(0OBIYHO OYEHb 3aMaHUMBHIE), YKa3bIBAIOIME HA HEMEAJICHHYIO MoMoIlb BaMm 3a HEOOMbIIYIO
CYMMY — HHKaKOH MOMOIIU He Oy/erT.

PA3SMEIIEHUE OFBABJIEHUA B ITEPUOANYECKUX N3JJAHUAX

AKTHUBHOE MOBEJIEHUE HA PhIHKE TPY/1a BKIOYAET U CIIOCOOHOCTH IPABUIILHO COCTABIISATh
o0BsiBIICHMS U TUcbMa. [ TaBHOE cofiepkanue — aHHble 0 Bac u jannblie o padoTte, koTopyro Br
xorenau Obl mosyuuTh. IIuceMo He cTOMT JenaTth 00beMOM OOJbllI€ OJHOW-ABYX CTpaHMIL
MAaIIMHOIMCHOTO TEKCTa, a OOBSIBICHMS - CIMIIKOM HE MOXOXKUMU Ha Jpyrue. Bmpouem,
«3allenuTh» paboToAaTeNs - BBICOKOE HCKYCCTBO, M OBJa/IETh UM MOYKHO, CEPbE3HO aHATU3UPYS
ylayHble 00bsABIeHUsI U mojarasck Ha onblT crnienuanuctoB. [IOMCK UEPE3 MHTEPHET B
HuTepHeTe ecTh CaliThl, MyOJIMKYIOIINE BAKAHCUU M MUHH-pE3IoMe. DTO elle 0JIHa BO3MOKHOCTh
HailtTu pabory. Kpome Toro, MHOrue opraHu3allid HUMEIOT Wweb-cepBepbl, Ha KOTOPBIX
BBICTABJISIIOT MH(OPMAIHIO O CBOOOIHBIX pab0UYMX MecTaX, a TAaKXKe aJpec dJIEKTPOHHOH MOYTHI
U TIOJIydeHHsl pe3tomMe creuuanucta (cM. Huxke Tabnuny). HekoTopsle opraHuzanuu
IIPEyCMAaTPUBAIOT BO3MOKHOCTh COMCKATENISIM 3aIlOJIHUTh aHKETY B JJIEKTPOHHOM BAapUAHTE.
WNudopmanus, coaepkamiasics B aHKeTe, aBTOMaTUYECKH paclpe/eseTcs B 3JIEKTPOHHOM 0aze
NaHHbIX opranuzanuu. KopnopaTuBHbIE caliThl MOTYT OBITb HMHTEPECHBI COMCKATENSIM,
3aMHTEPECOBAHHBIM B MOJIY4€HUU pabOThl B KOHKPETHOM Gupme wiH psae Gupm.

[MPAMOE UHULIUATUBHOE OBPAIIEHME K IIOTEHIHUAJIBHOMY
PABOTOJATEJIIO
Busutel u 1enoBele eperoBopsl HAJJ0 0OBETUHATH B TPYIIIBI (110 MPUHLIUITY «OJIUH JI€Hb
— oauH paiion»). CaMble HEOXXUIAHHBIE MPEINpPUATHS, pacloiokeHHble B Bamem paifone,



MOTYT HyX1aThcs B Bameit npodeccun. K npumepy: Teatrpy MokeT ObITh HYXKEH IPOTPaMMUCT,
MarasuHy - IOPHUCT, AETCKOMY cady - AKOHOMHCT. Kak mpaBuio, pe3romMe pacchbulaloTcs IO
azipecaM INpennpuaTuii, BAKAHCUM KOTOPBIX OBUIM MpEABAPUTENHHO O0TOOpaHbl. OJHAKO MOXKHO
NoWTH ¥ Apyrum nyteM. Ecian Bel xoTuTe HaiiTH paboTy 1Mo OnpeAeeHHOH CIeHaTbHOCTH B
KOHKpETHO! (upMe - BBICBUIAiTe cBOe pe3toMe anpecaty. Jlaxe ecnu Bbl cpa3y He momyuute
paboTy, BeJrKa BEpOATHOCTh TOTO, 4TO Bac BO3bMYT Ha 3aMETKY U IPU OTKPBITUU HOIXOASALICH
BaKaHCHH TpUTIacaT Ha cobecenoBanue. Poranus kaapos HensbexHa. Bonpoc Tonbko B cpoke
oxunanus. I[lonoOHY0 TakTHKy MOI'YT NPHUMEHATh HMMEHHO MOJIOABIE CHELMAIMCThI, HE
UMEIOIKE OMNbITa paboThl, HO PACCUUTBHIBAIOIIUE YCTPOUTHCA B COJMIHYIO KOMIAHMIO.
EnuncTBeHHas mpobieMa B TOM, YTO IO CTaTUCTHKE HAa COTHIO PAa30CIaHHBIX IMOAO0OHBIM
o0Opa3oM pe3tome MpuXoauT 2 - 3 orBeTa. Takum 00pa3om, eciau Bel BBIOpaIM TaKTHKY apeCcHON
pacchUIKU, TO MPENNpPUATHI - aJpecaToB AOIKHO ObITh MHOro. OnHAaKoO He NMpeTeHIyHTe Ha
HECKOJIbKO BaKaHCUM OJHOBpPEMEHHO. Bame pe3toMe 10JKHO OBITh HalpaBIEHHO Ha OJHY
BakaHCHIO. B mpoTtuBHOM ciywae, paboTromarenb MOXET YCOMHUThCS B Bamewm
npogeccuoHaIu3Me.
[NONCK YEPE3 KAJIPOBbIE ATEHTCTBA

PazocnaB pe3toMe 1Mo areHTCTBaM, CIEAYET MOHMMAaTh, YTO MOUCK PabOTHI — IMpoIece
BepOSATHOCTHBIN. HeoOxomumo, 49ToObl ObUTa BakaHcHs, MO TPeOOBAaHUAM KOTOpoil Ber
noaxoaute. B kagpoBble areHTCTBA MOCTYIAKOT 3a8BKU OT MPECTUXKHBIX OpraHu3auuil. DTUM
OOBSICHAETCSI BBICOKMH YpPOBEHb TpPEOOBaHMI K COMUCKATeN0. ATEHTCTBO I0CIE H3y4eHUS
TpeGoBaHU paboTojaTesnst OCYLIECTBISET IMOMCK M IMOAOOp KaHIWAATOB, IJle Ha IEpBOe
IPEUI0KEHUE PEKOMEH IyeTCsl TpH HanOoJiee NOAXOASIIMX IPETeHCHTa ¢ ONBITOM paboThl. Kak
MIOKa3bIBAET MPAKTHKA, peabHbII IaHC HAlTH paboTy Yepe3 KaJApoBble areHTCTBA UMEIOT JIUIIb
JeUCTBUTENBHO KBAJU(HUIMPOBAHHBIE U OMNbITHbIE paOOoTHUKU. OcTajbHblE, B TOM 4YHCIE
MOJIOJIbI€ CIIELUAINCTHI, KaK MPaBUIIO, BKIIIOYAIOTCA B 0a3y JaHHBIX areHTCTBA.

IMONCK YEPE3 TOCYIAPCTBEHHBIE HEHTPHI 3AHATOCTU U
[IPOBOJIMMBIE UMU SIPMAPKU BAKAHCHH

31ech BBl MOXeETe€ OECIUIATHO IPOKOHCYJIBTUPOBATHCS C IOPUCTOM M COIUATBHBIM
pabOTHUKOM, YCTPOUTHCS HA yueOy, HAUTH MOCTOSIHHYIO HIIH JIONOJHUTEIIbHYIO padboTy. KcraTw,
Ha BPEMECHHOE TPYIOYCTPOHCTBO €CTh CMBICI COTJIACHTHCS, JIaXKe €CIIM BBl BOT-BOT MOXKETE
MOJIYYUTh MOCTOSTHHYIO JTOJDKHOCTB. DTO - 3apab0TOK, HOBBIN OMBIT, HOBBIC JIFOJIU, & 3HAUUT —
HOBBIE BO3MOKHOCTH. OJTHAKO MOMCKHU MOCTOSIHHON pabOThl HY>KHO MPOJ0JDKATh. Bel MoxkeTte
o0paTuTbcs W Ha 4YacTHble OHpXU Tpyda: MycTh Bamm maHHble OyayT B pa3HBIX
nH(pOpMalMOHHBIX OaHKaX. M mpy 5TOM OMHHTE, YTO BCE YCIAYTH 10 TPYAOYCTPOUCTBY OIKHBI
oka3bIBaThcsl OecruiaTHO. OCHOBaHMEM IS HAMpaBJiICHHs BHIMYCKHHKA Ha pabOTy SBISETCS
odunmanpHas 3asBKa MPEANPUATHS O MOTPEOHOCTH B CHEIMATUCTAX, MUChMO, TAPAHTUPYIOIIIEEe
TPYAOYCTPOMCTBO NPU COOTBETCTBYIOIIEM HAJIWYUU BBIMYCKHUKOB JTAHHOW CIHEIHAJIbHOCTH,
1160 0(hOpPMIICHHBIN JOTOBOP.

KAK IIMCATDH PE3IOME?

Pestome npencrasisier coboit 06061meHHy0 nHpopMaInio o Bac kak 0 moTeHIIMaIbHOM
coTpyaHuKe (0 BamieM 00pa30BaHWU, HABBIKAX, OMBITE PAOOTHI U OCHOBHBIX JOCTH)KEHUSIX ),
KOTOpas 10JKHA OTpaxkaTh Bac ¢ Hamtydei ctopoHsl. Pe3toMe MOKHO CpaBHUTBD € PEKIIAMHBIM
IIPOCIIEKTOM, KOTOPBII TOJIKEH BBIACINTh Bac U3 Macchl Ipyrux MpeTeH1€HTOB, TPUCHUIAIOIINX
CBOE pe3l0Me B KOMIIAHMIO, U 3aCTaBUTh pabOTOIaTeNs WIIM KaJIpOBOE areHTCTBO NpuUriacuTh Bac
Ha coOecennoBaHue (MHTEpBbIO). IIpn HanucaHuu pe3romMe MOoCTaBbTE LIENb BHI3BATh MHTEPEC K
ce0e TOro yesnoBeKa, KOTOPBIA BIOCIEACTBUM OyAET Ballle pe3tome uutaTh. [Ipuuem sToT
MHTEPEC, BO-NIEPBBIX, TOJKEH HOCUTH MO3UTUBHBIN XapaKkTep U, BO-BTOPBIX, IPUBJIEKATh
BHHMaHUE K BaM, B MIEPBYIO OYEPE/Ib, KaK CIIEUAINCTY. YUTHUTE, UTO MEPBBIH pa3 pe3roMe
0OBIUHO MPOCMATPUBAETCS 1-2 MUHYTHI, B TEYEHHE KOTOPHIX OHO JIMOO BHI30BET MHTEPEC U €r0
paccMoTpAT OoJiee moapoOHO, MO0 OTIOkKAT B cTOpoHy. [loaToMy mocTapaiiTech, ¢ OqHOM
CTOPOHBI, OJIOMTH K HAITMCAHUIO PE3IOME TBOPUECKH, a C IPYTOi - BHIIIOJIHUTH Bce (hopMasbHbIE
TpeboBaHus. Pe3toMe TOMKHO YIOBIETBOPATH CIAEAYIOIINM TpeOoBaHUsAM. 1. BbITh mpaBIuBBIM.
Bce, uro Bl ykaxere B cBoeM pe3tome, Bam, BO3MOXHO, TPUIETCS TOATBEPAUTH MPU JTUYHOU
BcTpede. 2. Hocuth Gosee muAMBUAYyanbHbIN XapakTep. Ecnu Bel He onpenenuinck co cdepoit
NesITeIbHOCTH, TO TS KaKA0H U3 cep coctaBbTe cBOE pestome. Kpome Toro, mpexie uem



MOCHIIATh Pe3I0ME B KOHKPETHYIO KOMIIAHHIO, TOCTapaiTech HAMTH U U3YyYUTh HHPOPMALIUIO O
ee JeSATeIbHOCTH, KOPIIOPATUBHOM MOJIMTHKE, TOHATH IPUHIMIIBI paboThI ¢ IEPCOHAIOM U
OCHOBHBIC TpeOOBaHUs K KaHAUAaTaM. Bo3MoxkHO, rociie 3Toro Bel BHeceTe HEeKOTOpbIe
U3MEHeHUs B cBoe pestoMe. [lonpoOyiite yoenuTs padoTomarens, 4yro Bel moaxonuTe UMEHHO
JUISL TOM JOJKHOCTH U UMEHHO B 3TOM KOMITaHMHU. /lenaiTe B pe3roMe aKIEHT Ha TeX
crnienn(pUIECKUX 3HAHUSIX U HaBbIKaX, KOTOPBIE MOTYT OBITh MOJIE3HBI IS paOOTHI UMEHHO B ATOM
KoMIaHUU. MO>KHO TaKe COCTaBUTh COIPOBOJUTENBHOE NUCHMO U HAIlMCATh B HEM, [I0YEMY
Bac npuBiiekiia MMEHHO 3Ta KOMIIaHUS U [I0YEMY UMEHHO BBI SIBIISIETECH UICAIBHBIM
ka"auaaroM. [lone3Ho Takke y3HaTh, KTO 3aHUMAETCS PAaCCMOTPEHHEM PE3IOME B JaHHOU
KOMIIaHUH, U a/IpecoBaTh MUCbMO Ha ero ums. Takol noaxo, BO-IIEepBbIX, 00paTUT BHUMaHKE
pa0oTozaress Ha Te Ballld Ka4eCTBa, KOTOPbIE €My Haubosiee HHTEPECHBI, U, BO-BTOPBIX,
nokakeT Bac kak yenoBeka, cepbe3HO MOIXOSAMIEro K pobiieMe Moucka paboTsl. A 3TO BIIseTCs
IUTFOCOM € TOYKH 3peHus Jiro0oro padoronarens. 3. HeraTuBHble MOMEHTHI OCTaBIISITE 32
pamkamu pe3tome. Bbl nuiiere o cBOMX TOCTOMHCTBAX, a HE 0 HeJocTaTkax. 4. Eciu Bel
oOpailaeTech B MHOCTPAHHYIO KOMIIAHHIO, COCTABIIINTE PE3IOME Ha TOM SI3bIKE, KOTOPbII
SBIISICTCS OCHOBHBIM JUISI TAaHHOM KoMmaHuH. Heo6xoaumMo Takke MPUIIOKHUTh U pe3loMe Ha
PYCCKOM $I3bIKE, BEJIb BIIOJHE BO3MOXHO, YTO YHTATh €r0 OyIeT pyCCKOS3bIUHBIN YEIOBEK, a
Ballla 33j1a4ya - CO3J1aTh I HEr0 MaKCUMaJIbHOE y100CTBO yCBOSHHs HH(popManuu. 5. BeITh
KpaTKUM U yno0ounTaeMbIM. IHaue ero MoryTt npocto 0TOpOCUTH B CTOPOHY, HE JIOUNTAB.
CrpykTypHpyiTe BCIO H3l1araemyro nHpopmanuio. ITumure npocTbIMu MpeioKeHUsIMH,
n3berasi IIMHHBIX (OPMYJIMPOBOK, IPUYACTHBIX U JIeCNPUIACTHBIX 000poTOB. M30eraiite
CJIMIIKOM OOJIBLIIOrO KOJMYECTBA CHEHAIbHBIX TEPMUHOB. Pe3toMe 10J1KHO ObITh HAlMCaHO B
XOPOLIEM JIUTEPAaTypHOM CTUIIE U 0e3 rpamMmaTrndeckux omubok. CrapaiiTech Takke n3oerarh
HEeraTUBHBIX (JOPMYJIHPOBOK, BCS HH(POpMAIM 10JKHA UMETh IIO3UTUBHBIN XapakTep, U pe3toMe
B 1I€JIOM JIOJDKHO IIPEJCTaTh nepes padoToaTeneM Kak yepeaa Bammx sKu3HeHHbIX
JOCTIDKEHHH. 6. BBITh X0pomio odopmiieHHBIM. [locTapaiiteck pa3mecTuTh BCIO HH(DOPMAIHIO Ha
OJHOH cTpanuie. Pa3memaiite HHPOPMALIUIO TaK, YTOOBI pa3aessl ObUIN YE€TKO OTIEIEHBI APYT
OT Jpyra, HO He UCHOJb3yiTe TabinuHyto popmy. [Ipumensiite pa3nnyHble BUIbI U pa3MephI
mpudTa. PacieuarsiBaiite pesrome Ha xopoieit Oymare u xopouiem npuntepe. Eciu Bor
OTIIpPaBIISiETE PE3IOMeE IO e-mail, TO JTydIie BCTaBIATh €r0 B TEKCT MMChMa, @ HE OTIPABIIATH
NpUIIOXKEHHBIM (haitiom. Kakre KOHKpETHO pa3ziesbl JOIDKHO COlepKaTh pe3tome?

1. 3aronoBok. TpaAULIMOHHO B 3ar0JIOBKE PE3IOME YKa3bIBalOTCA UMs, (PaMIINS U B HEKOTOPBIX
ClIydasx OTYECTBO coMcKarens. He mummnTe HUKakuX CIIOB THIIA «PE3IOME, «aHKETa» U T.J., 3TO

IIPOCTO HE IPUHSATO.

2. KoopnuHatsl. 31ech yKka3bIBatoTcs ajapec, Tenedonsl, e-mail. Yem Gombine koopauHat Bel
yKakeTe, TeM 0oJblle y paboTonaTesns Oy1eT BO3MOXKHOCTEH ¢ BaMU CBsI3aThcs. MoxkeTe Takke
OTMETHUTbH HanboJiee MPeNOYTUTENbHBIM KaHal CBS3H.

3. Hens (;kemaemas BakaHcusl, mo3uius). Ecau Bl oTkinkaerecs Ha onpeeneHHOe
MIPEIJIOKEHNE BAaKaHCUH, TO YKaXKUTE B 3TOM pa3Jielie Ha3BaHHe KOHKPETHOW MO3UIUH, Ha
KOTOpyto Bl mperenayere. B MHBIX cilydasix MOXHO yKa3aTh 100 cepy IesTeNbHOCTH,
koTopas Bac unrepecyer, 1100, eciii Bbl 3HakOMBI €O CTPYKTYpOi KOMIIaHUH, Bbl MokeTe
yKa3atb, 4TO Bac MHTEpeCyIoT MO3ULIUHU B ONPEAETICHHOM CTPYKTYPHOM MOAPA3/IE€ICHHUH.
[Tomuute, yem uetye OyaeT chopmynupoBana Barma mensb, TeM nyuiiee BredatieHne Boi
CMOXKETe MPOU3BECTU Ha paboToaTes.

4. O6pa3zoBanue. MHpopMaIuio o moxydeHHOM 00pa30BaHUH OOBIYHO M3JIaratoT B 00paTHOM
XPOHOJIOTMYECKOM NopsiAKe (yKa3bIBalTe HE TobKO Kosutemk, HO U pa3iIMuHbIe KypCHl,
TPEHUHTH U T.71). [Ipn 3TOM HE06X01MMO 00paTUTh BHUMaHHe paboToAaTeNs Ha TE KYPChI,
KOTOpPBbIE MOTYT OBITh MOJIE3HBI B U30paHHON BaMU chepe AeITEeNbHOCTH. Y KaXKUTE TaKKe TEMbI
BBINTOJIHEHHBIX KYPCOBBIX U AUIIIOMHON pabOT U Ha3BaHUE Kadeapbl, M0 KOTOPOH OHU
3alUIIATIUCH, HO TOJIBKO B TOM CITy4yae, €CI 3TO UMEET OTHOIIeHUE K Oyayieit padore. HyxHo
TaKk)Xe yKa3aTh MOJy4YeHHbIE BO BpeMs yueObl Harpajbl U TPaMoThl, ydacTue B KOHKypcax
CTYJEHUYECKHX padoT, HayYHbIE JOCTUKEHHUS.

5. OnbiT padoter. UHoOpMaluio 06 ombiTe pabOThI TAK)KE U3J1aratoT B 00paTHOM
XPOHOJIOTUYECKOM MOPSAIKE. 3eCh HYKHO yKa3bIBaTh Mepuo/l padoThl (MPaKTUKH), HA3BaHUE
OpraHM3alu, JOJKHOCTh U OCHOBHBIE 00s13aHHOCTH. [locTapaiiTech mogUYepKHYTH CBOU
OCHOBHBIE JJOCTH)KEHUS (MCIOIb3YHTE IPU ATOM IPEJIEIbHO YeTKHE U KpaTKue (GopMyTupoBKN),
yJelnuTe 0co00e BHUMaHKE TIO3UTUBHBIM pe3yibTaTaM padoTsl. He yka3piBaiiTe



HECYIIIECTBEHHBIH OMBIT paboT, KOTOPHII HE UMEET HUKAKOTO OTHOILEHHS K MpeanoaaraeMoi
BaKaHCHUHU WK cdepe aearenbHocTy. Ecim y Bac HeT omnbiTa paboThl, TO IPOCTO MPOMYCTUTE ITOT
paznen. He myxHO ucath «OnbIT pabOT» M CTABUTH HAIIPOTUB MIPOYEPK.

6. JlononuutenbHas uHopmanus. B 3ToM pazaene ykaxuTe BialeHue KOMITBIOTEPOM U
WHOCTPAHHBIMHU SI3bIKAMU, HAIMYKE BOAUTEIBCKUX MPaB. Y KAXKUTE TAK)KE CBOU MOJIOKUTEIbHBIC
JTUYHOCTHBIE KadecTBa. [loctapaiiTech BRIOpATh T€ U3 HUX, KOTOPBIE MOT'YT OBITh BaKHBI TIPU
pabote B nanHOM cepe wiu Ha naHHOM mo3utuu. st moeit 6e3 onbita paboThl aKTYaIbHO
yKa3aTh Ha CIOCOOHOCTH M TOTOBHOCTH K 00yueHuto. CtapalTech He UCII0JIb30BaTh CTaHapTHhIE
dbopMynupoBku Bpoje "komMmyHukabeneH u nnunuatuBeH". Takue ¢passl Berpeuatores B 90%
pe3toMe 1 O3TOMY HUKAaK He BBIIEJAT Bac U3 00Iel Macchl MPEeTeHIeHTOB. MOXKHO Takke
yKa3aTb CBOM YBJICUECHUS U X000U, HO MPEXK/IE YeM CAeNaTh 3TO, MoAyMaiiTe, ¢ KaKoi CTOPOHBI
OHM BaC XapaKTEPU3YIOT.

7. Pexomenaamuu. [lomymaiiTe o ToM, KTO MOKET JaTh BaM pekoMeHanuu. ITo MOXKET ObITh
100 npexHui paboToaarTeins, MO0 HaAyYHBIH PYKOBOAMTENb WM MIpEroiaBareis. B
PEKOMEH/IAINY JOKHBI OBITh YKa3aHbI BAIll OCHOBHBIE IOCTHXKEHUS, IOTYICHHBIC ITOOIPEHHUS
Y HaTpaJibl, MOJOKHUTEIbHBIC TMYHOCTHBIE KauecTBa. MOXKHO MPOCTO OrpaHUIHTHCS (hpa3oit
«PexkomeHauu MOryT OBITh IPEOCTABIICHBI 110 TPEOOBAHHIO» UM YKA3aTh YEJIOBEKa, KOTOPBIHA
MO’KET BaC pEKOMEH0BATh (€r0 UMsl, OpPraHU3aluIo, B KOTOPOU OH pabOTaeT, U 3aHUMAEMYIO
JOJDKHOCTB, KOHTAaKTHYIO HH(POPMAILIHIO).

COBECEJIOBAHUE
Hecmotps Ha TO, 4TO pe3toMe SBISETCS OAHUM U3 OCHOBHBIX ATAIOB MpU MpUeMe Ha padoTy, BcE
K€ OCHOBHOE BII€YATIIEHUE O KaHAUJATE U €T0 COLIUATIBHO - ICUXOJIOTHYECKHUX XapaKTePUCTHKAX
dbopmupyercs Ha sTane cobecenoanus. [IpuHATH kKaHAKUIaTa HAa pabOTY UK HET, pabOTOAATENh
peliaeT MMEHHO B MOMEHT BCTpeuu ¢ HUM. [103Tomy cieyer OTMETUTD, YTO TOTOBUTHCS K
BCTpede ¢ paboToaareneM HY)HO 3apanee. Llenbro cobecenoBanmst BISETCS OLIEHKA
poeCCUOHATBHBIX, ACTOBBIX M JJMYHBIX KAUECTB YEJIOBEKA, TAKMX, KaK: YPOBEHb
npodeccuoHan3Ma, 3HaHUS U OIBIT PabOThI; CTENEHb 3aMHTEPECOBAHHOCTH B JAHHOW padoTe;
KU3HEHHAs! TIO3UIHS; 1I€JICYCTPEMIICHHOCTh ¥ TOTOBHOCTh pa0d0OTaTh ¢ MAKCUMAaIBHOM OT/HAYEiH;
CTENEHb CAMOCTOSTEIbHOCTH B IPUHATUH PELIEHUN U OTBETCTBEHHOCTH 32 PE3YJIbTaThl CBOEH
paboThI; CTpeMJICHHE K JIMJCPCTBY, CIIOCOOHOCTh PYKOBOJIUTH U TOTOBHOCTB TOAYUHATHCS,
YPOBEHb MHTEIUIEKTYaTIbHOW aKTUBHOCTH, CIIOCOOHOCTH TBOPYECKH MOJXOAUTH K PEIICHUIO
mpo06sieM; cTeneHb TOTOBHOCTH UITH HA PUCK; CTETIEHb CAMOKPUTUYHOCTH U OOBbEKTHBHOCTH
OLIEHOK; YMEHHE XOPOIIO FOBOPUTH CIyHIaTh.



