O6wme npaBuna
HanUCaHUA pe3loMe U
peKoMeHAaaTe/IbHbIX NMUcem

Beinosinuiia Manyuaposa /lapb,
HcTopus XyZ10:KECTBEHHOU KYJIbTYPhI
1 PbIHOK UCKYCCTBA



[Ipn HanncaHuu pesome (CV)

e DOpMyIMPOBATh MBICJIb YETKO U  YI1yOIsaThCS B IETAIU U ILJIOXO
CKaro, CTPYKTYPUPOBATD TEKCT,

o [Ipunep:xkuBathes obbeMa 1-2 o [IpormyckaTh nepuo/ibl B TPYZ0BOU
CTpaHUIIbI A4; 6uorpacduu;

e BpI1e/IATh KJII0UEBYIO  Vlcriosib30BaTh OOJIBIIIE ABYX
MH(OPMAIUIO KUPHBIM pUQTOB U HEYMECTHBIE IBETA,
nrpudToOM 1iu ab3aiaMu 1o rpadyKu U WLTIOCTPALUY;
IIYHKTaM; e YIIOMUHATH JINI], KOTOPbIE MOTJIA

o [IpoBepATH TEKCT pe3I0Me Ha OBI HaMMHCATh BaM I10JIOKUTEIHHYIO
HaJIN4YMe CTUINCTUYECKUX U XapaKTEPUCTUKY, 0€3 UX COTJIacHsl.

rpaMMaTUYECKUX OIITUOOK U v
OII€YaTOK; , y O

e PerysiapHO OOHOBJIATH
HHMOPMAIUIO. \

———



CTpykTypa pe3iome (CV)

1. Koxtaktsl (Contact Information):
e ®HO — name,
« Jlata poxxaenus — date of birth;
* TpakJaHCTBO — nationality;
« Anpec — address (He Bcerma);
« Tenedon — telephone number (home and/or mobile);
« E-mail, npeanoururesbHee TUUHbBIN, a He paOOUHIA.
2, ITlean (Objective)
3. OnbIT padéoTsl (Employment history)
HauunHas ¢ HacToAlLero BpeMeHu!
« HazBaHue KOMIIaHUU;
* Omnwucanue OpraHu3alnu;
» Ilepuon paboTsi;
e JIO/I2KHOCT®;
* QyHKIUUH;
o JlocTH>KeHUs.



CTpykTypa pesiome (CV)

3. OopazoBanue (Educational qualifications)

HauunHas ¢ HacTosAIEero BpeMeHH, ecaiu Bbl mpoaoskaeTe o0ydeHue
* YkazaTb IOJIHOE HaWMeHOBaHHE YUYeOHOI'o 3aBefeHMs, KypcC, IO/l

OKOHYAHUA 1 CpeZ[HI/IIL/’I OasUT U3 BO3MOZKHDbIX,

« Ilpenwigyiiee oOpa3oBaHUe, TOAbl OOy4YeHHs, HaJIUYHE KpPacHOTO

nuIioMa (ecju ecThb);

« CpenHss U cTapiias IIKOJa, oAbl 0OyueHMs, HaJauune Medaau (ecau

€CTh).

4. HaBBIKM U JOCTHIKEHUA, Kypchbl U cTa:kupoBKH(Any other

skills, achievements, or training)
B ToMm unciie, B1ageHue
WHOCTPAHHBIMU A3bIKAMU U
oIrcaHue HaBbIKOB paboThl ¢ ITK

 PROFICIENCY

UPPER-INTERMEDIATE

INTERMEDIATE

5. Xo00u (Interests or pastimes)

PRE-INTERMEDIATE

[IpuBeTCTBYETCA YKAa3bIBATh

ELEMENTARY

CIIOPTHUBHbBIE JOCTUXKEHUA

BEGINNER




CTpykTypa pesiome (CV)

 IIpodeccruoHaIbHbIE UHTEPECHI,

o IIyGukamnuu;

e JIMYHOCTHBIE KaueCcTBa,;

o Jlumna, paronrue pekomenganuio (References);
* doTorpadus.

Ha3sBaHune danna c pestome

Pe3iome Ha pyCcCKoM:

Sergey Petrov CV_Rus

Pe3tome Ha aHMMNNCKOM

Sergey Petrov CV Eng



ConposoauTtenbHoe NUMCbMO (cover letter)

478 Barton Avenue
Coventry
CV6 2LK

12 September 2007
Mr T R Fowler
Head of Graduate Recruitment
Human Resources Department
The Library of Political Science
LONDON
WC1 4HY

Dear Mr Fowler
Vacancies for Librarians

| am writing to enquire if you have any vacancies for librarians at graduate entry level and
enclose my CV in application.

As you will see from my CV, | have just completed an MA in Library and Information Studies
at City University, London, and | also hold a BA (Hons) in Politics from Oxford Brookes
University. | am now keen to combine my knowledge of Politics with a career in librarianship:
your organization has a high reputation as one of the world’s leading specialist subject
libraries and | believe that | could make a real contribution to managing its collections and
promoting their use.

My MA, which is recognized by the Chartered Institute of Library and Information
Professionals, has equipped me with an in-depth knowledge of modem information services
and | would welcome the opportunity to be involved in the management and development of
your collections of e-journals and other electronic publications. | am conscientious,
hardworking, and a good communicator and am particularly interested in enhancing my skills
as a librarian in an institution which encourages very high standards of personal development.

1 would be happy to attend for interview at your convenience and would be able to start work
from early October onwards. If you do not have any suitable openings at present, | would be
grateful if you would keep my CV on file should any future vacancies arise.

Yours sincerely

Jenny Harrison



PekoMmeHpgaTenbHble NnMcbMa (Reference letter)

 IlostTHOe Ha3BaHME MPEANPUATHA, KOHTAKTHBIE JAHHbBIE
(appec, Tenedon, e-mail) u cepa geareapbHOCTH,

 ®H1O coTpyHuKa, JaTa IpreMa U yBOJIbHEHU;

o [TostHBIN IIEpeYeHb JOJIXKHOCTHBIX 00sI13aHHOCTEN
cIleliaJncTa U pe3yJbTaThl ero paboThl;

* KpaTkad xapakTepuCTHUKA JIMYHBIX KAUeCTB, KOTOPbIE
HEIOCPEICTBEHHO BJIUAJIM HA JIOCTUKEHUSA IIOCTABJIEHHBIX
1eJien;

* IIpuuynHa niepeBoja Uiu YBOJIbHEHU;

* PexomeHzanus JJis MOTEHIIMAJIBHOTO pab0TOATEIS;

 ®UO pykoBOaUTEJIA, IPEAOCTABIIAIOINETO JAHHYIO
MH(OPMAINIO, €r0 JOJKHOCTh, KOHTAKTHBIU TeJle(pOH U
TIOJUC;

 JlaTa cocTraB/ieHUA JJOKYMEHTA;

 Hasinuue meuaru.



O6pa3seL, peKoMeHJaTe/IbHOro NMcbma

(Company)
(Adress) address

Date
To Whom it May Concern,

I am writing this reference letter on behalf of Michael Grishin. I have been Michael's supervisor for four years in ***
Company. In just those four short years, I have watched him rapidly advance from an entry-level position to a Senior
Technical Support Representative. I have never hesitated to recommend him for promotion when his time came.

Michael derives satisfaction from helping our customers and field engineers troubleshoot technical problems. Many of those
who have received help from Michael specifically ask for him when they again contact tech support, and for good reason: He is
professional, courteous and quick to help. I often see Michael in our lab before or after work hours, replicating technical
problems. Additionally, Michael does not abandon his customers when the whistle blows. He sticks at it even after hours,
until he resolves his customers' problems.

Michael is a team player who is always willing to share the knowledge. For example, thanks to Michael's willingness to share
the trouble-ticket notes he so meticulously recorded and compiled, our Technical Publications Department was able to craft
"symptom-fix," step-by-step, online troubleshooting guides for our field engineers. Consequently, we have seen an increase in
customer satisfaction, a reduction in tech-support calls, and a significant savings on the department's bottom line.

I have nothing but good things to say about Michael and I would strongly recommend him for any endeavour he chooses.
Please do not hesitate to contact me if you would like to hear more good things about Michael.

Yours faithfully,
[Signature]

Andrey Roshin
Supervisor, Technical Support
Ext. 111, andrey@acme.com



Cnacu6o 3a BHUMaHMe!




