HOW TO WRITE A RESUME

KaK IIPaBUJIBHO COCTABUTH PE3IOME Ha
AHTJIMHMCKOM SI3BIKE



1-2 pages
easy to read

well-written objective
statement

error-free

enough copies for
everyone

accomplishments
quantified

1-2 cTpaHuubl
[1IpoCT B Npo4TeEHUN



Bad objective statement Good objective statement

In applying for this position I A position 1n the travel industry,
hope to start at a base level, part with a focus on sales and client
time position and move up for relations

there. I'm looking for a long term
job that will lead to a career with o
your company Position as Personal

Assistant/Office Manager

[’m am very interested in
becoming apart of your team and
business so we can grow together.
I think I would be a great assest to
this company because I'm a A position 1n teaching

hard-working person who really Secondary English at the high
knows how to manage a business school level

Position in Project Management



HIGHLIGHT THE MOST IMPRESSIVE ITEMS
THAT MAKE YOU A GOOD FIT FOR THIS
POSITION



DON’T GIVE A LOT OF PERSONAL
INFORMATION



During my free time I like to cook, and dessert
for my friends and family. I enjoy travelling
to cities, and rural areas, to observe the
inhabitants, artwork, architecture, and nature
while documenting it with a camera. In order
to stay healthy I enjoy exercising, and bike
riding. With friends and family, I enjoy
playing, and watching soccer, baseball,
basketball. I like to spend my time reading,
classical pieces of literature, as well modern
dramas.



