IIpakTuyeckasi padbora Nel

Tema 4.1. B oduce. OopmiieHre JOKyMEHTOB.

Heap padoThi:popMUpOBaHHE YMEHUI TMCHMEHHOI peun (3al0HUTh aHKETY, HAITUCATh PE3IOME).
Conep:xaHuepadoThl:

1. Studyitanddoexercises. U3yunte TeMy, BHINOJTHUTE YIPAKHEHUS.

2. BeinumuTe riiaBHble MyHKTHI COCTABJIEHHS pe3l0Me B TeTpab.

CranpmapTHast popma pe3roMe eBpOMEeHCKOro ypoBHs BKIIFOYAeT B ce0si 6 OCHOBHBIX YacTeil:
1. JTnunasuadopmanus (Personal Information)

2.Ilens (Objective)

3.0msiT pabotel (Work Experience) eciiu ecTb.

4.06pazosanne (Education)

5.Cnenuansusie HaBeiku (Additional SKills)

6.Pexomennanun (References)

OcHoBHbIE MOMEHTBbI, KOTOPbIE J0JI?KHbI ObITh YUTeHbI IPU COCTABJICHUU pe3loMe:

1. Pestome crieyeT HawaTh ¢ tnaHO# napopmannu (Personal Information). HamumuTe momHOCTRIO CBOE HMS,
YKaXHTE afpec, TenedoH, dIEKTPOHHBIA aapec.

2. Criety oM MyHKTOM SIBIISIETCS 1IEJ1b BAILIEr0 YCTPOUCTBA Ha naHHy0 nomkHoCTh (Objective). B Heckonpkux
CJIOBax OIIMIIUTEC pa60Ty, KOTOpOﬁ BbI XOTHUTEC 3aHATHCA U ITPUYUHBI, IIO KOTOPBIM Bbl CUUTACTC CBOIO KaHAUAATYPY
MoJXOoAsIIeH 11t Hee. [IpencTaBbTe Ballld cCaMble BaXKHbBIC JOCTIKEHUSI B JaHHOM o0macT. Peximamupys ceds ¢
Haymqueﬁ CTOPOHBI, MMOKa3bIBasd, B Y€EM UMECHHO BbI IIPCYCIICIIU, BbI 6y,ueTe BBII'OJJHO OTJINYATHCA OT APYTUX
MPETEeH/ICHTOB Ha JAHHYIO JI0JDKHOCTD, MPOCTO MEPEUUCIIIONINX CBOU criocoOHOCTH. PacckasbiBas o cebde,
UCTIONIb3YHTE OO0JIbILE MPUIIAraTeNbHbIX, 3TO CAENAeT TEKCT 0oJiee IPKUM U MIUTIOCTPATUBHBIM, BOT KPAaTKUil
nepeuensv Haubonee ynompeonaemoix cog.

directed, led managed, supervised;

achieved, delivered, drove, generated, grew, increased, initiated, instituted and launched;

cut, decreased, reduced, slashed;

accelerated, created, developed, established, implemented, instituted, performed, pioneered, planned, produced, re-
engineered, restructured, saved and transformed.

H3bezaiimemakuxknuwe, Kax.

Dynamic,

people-oriented

results-oriented

self-motivated

hands-on leader

visionary

3.IMocrne atoro nepeiiaure k onucanuio onbita padborsl (Work Experience). Hauath Hy»HO ¢ Ballero mocjieHero
MecTa paboTel. HeoOxoamMo aTh Ha3BaHUE KOMIIAHUH, PO €€ ACATEIbHOCTH, Bally JTOJKHOCTb..

4. B myHKTe, MOCBAIICHHOM BaiieMy obpa3zoBanuio (Education) omummre, koraa, kakoe yueOHOE 3aBeICHHE BbI
OKOHYHJIH, KaKyI0 IOJyYHIIH CIIeNHAIEHOCTE. He 3a0yabTe mepeduciuTh Bee TOMOTHUTEIBHBIC KBATU(UKAIIHH,
CTKUPOBKH, OTHOCSIIHECS K TOU JOIDKHOCTH, KOTOPYFO BBl XOTEJH OBI TIOIYIUTb.

5. lonoiHuTensHas HHGOpMAaNys, Takas, Kak YPOBEHb BIIaJICHUS HHOCTPAHHBIMU SI3BIKAMH, YMEHHE paboTaTh C
KOMIIBIOTEPOM, HAJTNINUE BOAUTCIILCKUX TTPAB U TOMY HO}Z[O6Ha$[, JOJIDKHaA OBITH TNEPEYUCIICHA B ITYHKTE!
crienmanbhbie HaBbiku (Additional SKills), eciu oHa MMeeT OTHOIICHHE K BalIUM O00SI3aHHOCTSIM B HOBOI
JIOJDKHOCTH.

6. OOBIYHO pe3foMe 3aKaHYMBACTCS ITyHKTOM pekoMennaruu (References), B KOTOpoM HY»HO Ha3BaTh HECKOJIBKO
J0JIel ¢ mpenpIyiei paboTsl (keIaTenbHO HEMOCPEICTBEHHBIX HAYaIbHUKOB) C YKa3aHUeM JOJKHOCTH,
Ha3BaHHEM OpPTraHU3aINH, KOHTAKTHBIM Tele(h)OHOM, HIEKTPOHHBIM apecoM, KOTOphIe MOTIIH OBI 3a Bac
MOPYYHUTHCS. BEITYCKHUKH By30B, HE UMEIOIIHE OTBITa Pa0OTHI, MOTYT HAa3BaTh B KAUECTBE MOPYUYHUTENS JIeKaHa,
3aBeyromiero kadeapoiu.

7. Iocnemuuii myHKT MOXkHO 3ameHuTh (paszoit “ REFERENCES Availableuponrequest.”(cchiiku
MPEIOCTABIISIOTCS 110 3aIPOocy)

8. O0beM pe3tomMe MOJIOJIOTO CIIEHHATTICTA He JOJDKEH IPEeBbIaTh | CTPaHUIIbL, €CIIH JKe Y Bac 3a IUIeYaMu
OombIION cTaxk paboThl, HHGOpMaIHIO 0 cebe HY)KHO pa3MeCTUTh He 0oJiee ueM Ha JIByX CTpaHHUIlaX.

Ilens nanucanus pe3rome - noayuUmMs KOHKPEMHYI0 00IHCHOCHLL 8 ONPEOeeHHOlI KOMRAHUU.



3aganue 1. Ilpouuraiite Pe3tome

DR. ALEXANDRIVANOVICHCHUTRENOV

Ul. Finnskaya, 31/2-34

Moscow, RUSSIA

Tel: +7 (095) 874 2854

Email: a.chutrenov@moskdat.ru

OBJECTIVE

Clinical Research Associate

PERSONAL DETAILS

Date of Birth: 12 April 1969

Marital Status: Married

EDUCATION

1993-1996:

New York University of Medicine

-Major field of studies:

1987-1993:

Moscow State University (MGU)

-Major field of studies:

WORK EXPERIENCE

August 2002—present:

Pharmaceutical Researcher at Pfizer, UK

- Focusing on the reduction of treatment side-effects

- Organising personal funding of research and funding of departmental research
- Organising pharmaceutical testing

Oct 1996-June 2002

Research Assistant, Pfizer, Germany

- Research into alternative therapies of renal cancer and leukaemia
- Organising departmental funding

ADDITIONAL SKILLS

Languages:

-English — Advanced Level / Cambridge Proficiency

-German — Advanced Level

Computer skills:

-Experienced with MS Word, Excel, Internet Explorer and Outlook Express, TurboCad, many analytic programs.
Driving Licence:

-Driving Licence Category A

-Qualified and highly-professional; highly-motivated; enthusiastic; good communication skills; eager to experience
and learn new skills.

3ananue 2. 3anoJHUTE MPOOEIBI CIIETYOUIAMH MPEIJI0KEHUIMHU, TIepeBeIuTe:

a) I am writing with reference to your advertisement in today’s paper concerning possible work with English-
speaking tourists

b) I look forward to hearing from you in the near future

c) Before | can consider the job | need to know what the hours of work and pay would be

d) I can communicate well and fairly fluently

Dear Sir/Madam,

1 . I am very interested in doing this kind of job and will be available from the beginning of the next month.
I need to know exactly when the job would start. | should say that my level of English is good. 2 . | have
spent time on holiday in Britain and really enjoy meeting people from other countries. | have always been interested
in the history and culture of my local area. 3 . I would like to know more about what “be responsible for the
general welfare of your group” means and what they could involve. I am afraid that I will only be available for
interview in the evening (due to present work commitments). 4

Yoursfaithfully,

IngridNelson

3ananue 3. Bbl moyunian KapToOuKy aMepUKAaHCKOro 0aHka. 3anoJIHATe 3Ty aHKeTY.

ApplicationForm(Ankera)

First name

Surname

Address




Tel

E-mail

Date and place of birth

Citizenship

Marital status

Occupation

Hobby

Signature

Date




