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ABTOp-cocTaBuTeNb: Ycmanosa ['.P., mperogasarens nepBoi KBaTH(QUKAIIMOHHOM
KaTerOpUH

Meronuueckue yKa3aHds I CTYACHTOB COCTaBI€HBI B COOTBETCTBUHU C
paGoueii mporpammoii yue6rod mucnummEel OI'C3.03 HMHOCTpaHHBIA S3BIK B
IPo(eCCHOHAIBEHON EATEeIBHOCTH, pa3spaboTaHHOU IO CIECHHATbHOCTH 38.02.01
JKOHOMHUKA U OyXrajarepckuii y4det (110 OTpacisMm).



MeTtoanyeckue peKOMeHAANMH M0 COCTABJIEHUIO Pe3l0Me U CONPOBOIMTEIbHBIX MUCEM HA
AHIJIMHCKOM SI3bIKE.
B nenoBom HampaBieHUH aHTIUICKOTO S3bIKa CYIIECTBYET 084 mMuUna pesrome.

e Resume— 510 HeOONbIIME CBEACHUS O BameM o00pa3oBaHMHM, ONbITE pabOTHl U
HpO(beCCI/IOHaJH)HI)IX HaBbIKaX, a TAK)XKC YMCHMUIX.

e CV (Curriculum Vitae) — 6osiee mosiHast cripaBKa, BKJIFOYAIOIIAst MOAPOOHYI0 HHGOPMAIIHIO O
BalieM O0Opa30BaHHMHU, OMBITE PAa0dOTHl M MPO(ECCHOHANBHBIX HABBIKAX, a TAKKE YMEHHUSX,
coJiep Kalias CBeJICHHsI O Harpaax u JOCTHKEHHUSX.

B namei CTpaHC OHH HUCIIOJIB3YIOTCA KaK CUHOHUMBI. B MOCJICOHEC BPEMs I'paHula MCKIY STUMU
MMOHATUAMU COBCEM pa3sMblIaCb, U TCPMHUHBL CV u resume mMo>xHo pacuCHUBATh KaK WACHTUYHBIC.

I'naroJibl B pe3roMe Ha AHIJIHIICKOM fI3BIKeE.

UtoOBI mIpUBJICYs BHUMAHKUE, HEOOXOIUMO HAYaTh KaK MOXHO OOJIbIIE MPEAJIOKEHHUM C
MTOMOIIIBIO [JIAr0JIOB JCUCTBUS, KOTOPHIE MOTYT IOKa3aTh Bally HAcTOSIIyl0 IIEHHOCTh Kak
MOTEHIIUAILHOTO COTPYIHUKA.

. Jlaxke camoe KOpOTKOE TPEITIOKEHIE Ha aHTJTMHCKOM BCEr/1a COAePKUT IJ1aroJ.

. Jlnst yemenmrHoro pe3toMe HaAo Mo00paTh COOTBETCTBYIOIIME Taroibl. IMeHHO
TaKUMU SIBIIAIOTCS 2nazonvt Oeiicmeusn (Action Verbs). B mipemyiokeHUU Taroia JeWCTBH
TOBOPHUT HaM, YTO JIEJIAET MOyIekKaniee - GU3NIECKH I YMCTBEHHO.

o Br16op BpemMeHH, B KOTOPOM JIOJIKEH CTOSITh TJ1aroj, HampsiMyl 3aBUCUT OT TOTO,
0 Y€M BBI ITUIIUTE.

Bpems raarogaa OnucsiBaemast IIpumep ¢ nepeBoaom
CUTYyanus
The Present | Texymme daktel, | ’'man EFL teacher with over nine-year
Simple Tense JTHYHAS experience. - Sl y4uTens aHIMHACKOTO ¢ OoJiee
nHpopMarus U | 4eM JEBATHIICTHUM OIBITOM PaOOTHI.
HaBBIKU I currently teach a number of private students
over Skype. - B HacTos1ee BpeMs st IPEIoaaio
HECKOJIbKMM YaCTHBIM CTYJACHTAaM I10 Skype
The Past Simple | ITpeapyaymuit increased sales by 12% - yBenuuunnocs Ha 12%

trained 10 managers. -
MCHCIPKEPOB.

Tense OTIBIT PabOTHI ITogrotoBun 10

3aKOHYEHHOE graduated from Moscow State University in
o0paszoBaHue 2017 - oxoHuns MoCKOBCKHiI TOCYIapCTBEHHBIN

ynuBepcuteT B 2017 rogy

The Present

Ecnu ke Bo Bpemst

| am attending Technological College #34. - 5

Continuous Tense | noctymieHuss Ha | oOy4arock B TexHonornyeckom Kosiemke Ne34.
paboty Bbr Bce
elme  SBIIAETECH
CTYIIEHTOM
KaKoT0-J1100
00pa30BaTENLHOTO
YUIPEKICHUS
Jlns obo3nauenus | | am working at Sales, Inc. as a transportation
paboTHI B | specialist. - 5 paGorato B kopropanuu Sales B
KOMITaHHH, T1ie BBl | KauecTBe crienuanucTa 1o TpaHcIopTy.
SIBIISIETECH

COTPYIHHUKOM Ha
NAHHBIA MOMEHT.



https://www.google.com/url?q=https://ienglish.ru/articles/grammar/glagoly-deistviya-i-sostoyaniya&sa=D&ust=1548261028362000
https://www.google.com/url?q=https://ienglish.ru/blog/grammatika-angliiskogo-iazika/vremena-angliiskogo-glagola/904-present-continuous-v-angliiskom&sa=D&ust=1548261028371000
https://www.google.com/url?q=https://ienglish.ru/blog/grammatika-angliiskogo-iazika/vremena-angliiskogo-glagola/904-present-continuous-v-angliiskom&sa=D&ust=1548261028371000

The
Perfect
Continuous Tense

Present

[Tepuo paGoTh

I have been working at Sales, Inc. for three years
as a transportation specialist. - 51 paboraio B
kopriopariuu  SaleS Tpu roma B KauecTBe
CHEHHUAJINCTA 110 TPAHCIOPTY.

3aoanue 1.

e OsHakoMmbTeCh C Iarojamu B Tabnuue 1. [IpounTaiite npuMepsl U UX NEPEBO/IL.

¢ Hammmmre cBon IMPUMEPHI C ITPEACTABIICHHBIMU I'JIaroJIaMH.

e Brlyuure riarossl u3 Tabauiel 1 Hau3ycTh.

Tabmuma 1.
FJIaFOJILI, HCII0JIB3YEMbIE JISl OIMCAHUSA OlIbITA U KBaJII/I(l)]/IKaIII/II/I
I'naroa 3HaueHue IIpumep IlepeBon
To analyze | ananusuposams | - | analyzed and | - ananmusupoBan(a) u
modified programming systems | moauduiupoBa
- lanalyzed users’ needs to | cuctemsl
define priorities in the access to | mporpamMmmupoBaHwsI
electronic information. - aHATM3UPOBaII(a)
- lanalyzed the relationships | morpe6HOCTH
and patterns between and | monm3oBarenel s
among data OTIpEICTICHUS
- lanalyzed the networked | npuopureToB B
economy obnmacTu JocTyma K
- | analyzed global | sanexTponHO#
developments and their | uadopmariiu
transparency - aHaJIu3upoBa(a)
B3alMOCBSI31 u
3aKOHOMCPHOCTHU B
IOAHHBIX ©  MEXIOy
HHUMHU
- aHaJIM3upoBa(a)
CETCBYIO DKOHOMUKY
- aHaJIM3upoBa(a)
rja00ajbHbIE BEAHUS U
TPAHCIIAPpCHTHOCTD
To  assist | nomocame, - | assisted in achieving | - nomorai(a) B
(in, with) cnocoocmeosams | business objectives through | moctmwkennn Ousnec-
leads generated from seminars, | memneii  mocpeacTBOM
special events and trade shows | morenmmaabHBIX
- lassisted in fostering and | kiueHTOB, COOpPaHHBIX
promoting  partnerships  in | na CEMHHapax,
support of national efforts. CHeIHaTbHBIX
- | assisted in data collection MEpOTIPUATHIX u
- | assisted in the | ToproBeIX BeICTaBKax
implementation of the internal | -  cmoco6cTBOBA(a)
communication programme and | ¢popmupoBanuto "
implementation of the strategies | moorpenuto
- | assisted in the development | mapTaepckux
of programs for Aboriginal | oTHOmICHNMI B
people MOJIEPKKY
HaIlMOHAJIbHbBIX
YCWIAN




- OKa3bIBaj(a)
nomMoni B cOope
JAHHBIX

- OKa3bIBas(a)
COJICHUCTBUSA B
OCYIIECTBIICHUH
MIPOTPAMMBI
BHYTPEHHETO
B3aUMOJICVCTBHUS u
peanu3anm
cTpaTerui

- OKa3bIBaj(a)
MOMOIIb B pa3paboTke
IPOrpaMM TUTSt
KOPEHHOTO HaCeJICHHUs

To Compyonuuams | - | cooperated with diverse - Cotpynuunyain (a) ¢
cooperate | e corpymamuuars | professionals pa3InYHBIMU
C KeM-II., - | cooperated on the basis of CTeUATUCTAMH
e BCTymaThb B equality and mutual - OCyIIEeCTBIIAI(a)
IaPTHEPCKHE benefit COTPYAHUYECTBO HA
otaomenus ¢ | - 1 cooperate closely with local | ocHoBe paBencTBa 1
KEM-JL.; authorities B3aMMHOI BBITOJIBI
« Bsammoneiicrs | - COOPerated on the issues of - TECHO
OBATH; common concern coTpyaHHYai(a) ¢
0GBETUHATHCS -_I cooperated on human MECTHBIMH BJIACTSIMH
¢ wem-m. (¢ rights-related matters. - coTpyaHHYas(a) 1Mo
HENBIO BOIIpOCaM,
COBMECTHOTO MPEACTABJIAOIIUM
OCYILECTBIICH 001muii UHTEpEC
usi KaKuX- - COTpyAHM4a(a) mo
160 BOIIpOCaM,
IIPOCKTOB); KacaroluMcs Ipas
e TIOMOTaTh, YyeoBeKa.
e COIEHCTBOBAT
b (B ué™m-1. /
4emy-Ji.);
e crnocoOcTBOBa
T (B 4éM-II. /
4emy-Ii.).
To opzanuszoevieams | - |organizeda trip to the |- opranuzoBaii(a)
organize business forum in Vienna for | moe3aky Ha Owu3Hec-

the whole team

- lorganizeda high-level
Seminar for all  Special
Representatives and senior UN
staff

- | organized a seminar series to
provide a forum for critical
debate on contemporary social
development issues

dopym B Beny s
BCETO KOJUICKTUBA

- opraHu3oBasi(a)
CEMHUHAp  BBICOKOTO
YpOBHA AN BCeX
CHEeIMAIbHBIX
npeJICTaBUTENeH u
CTapIInX
COTPYTHHKOB

Opranuzauuu




- lorganizeda number of
courses for workers
- | organized an exhibition on

the modern arts.

OO0BeIMHEHHBIX
Hannii

- opraHusoBaii(a) psan
CEMHUHApPOB C LEJbIO
CO3aHUs
IPOCTPAHCTBA
KPUTUYECKOTO
00Ccy)IeHUS
BOIIPOCOB
COBPEMEHHOTO
COIIMAJIBHOTO
pa3BUTHS

- opraHusoBaii(a) psan
KypcoB i pabouux

JUIA

- opranuzoBaii(a)
BBICTaBKY,
MOCBSIICHHYIO
COBPEMEHHOMY
HCKYCCTRBY.
To npunumamso - | participated in marketing | - ywactBoBan(a) B
participate | yuacmue plan design and execution pa3paboTke u
(in) (CHOHUMBL: - | participated in consultative | ucionaenuu
(CvHOHMMBI | MPUHUMATH processes leading to partnership | mapkeTuHroBOro
. take part, | yuacrtue, arrangements IaHa
share y4acTBOBath B..., | - | shared in the project - npuHuMar(a)
yuactBoBath B | - |tookan active partin the | yuactue B mporecce
KaKOM-II. negotiations KOHCYJIbTaI[HH,
JEeSITETBbHOCTH, - ltook partin training | Bemymiem K
MPOEKTE U T. I1.) programmes 3aKITFOYCHUIO
corJameHun 0
NapTHEPCTBE
- yyacTBoBai(a) B
MIPOEKTE
- npuHUMa(a)
aKTUBHOE YydYacTue B
neperoBopax
- npuHUMa(a)
y4acTHe B
o0y4aromux
porpamMmax
To plan niaanuposams - I planned and supervised all | - rmranupoBan(a) wu

personal travel arrangements

I planned and realized business
projects

- | planned travel
internal training

- | planned cooperation with ...
- | planned the periodic spot
checks to resolve remaining
discrepancies

costs for

KOHTpOJIMpoBasi(a) Bce
JUYHBIE TIOE3/IKH

- TmIaHupoBan(a) u
peann3oBbIBa(a)
OM3HEeC-TIPOEKTHI

- TTaHUpOBa(a)
pacxo/ibl Ha TIOE3/IKH B
CBS3M C BHYTpPEHHEH
y4eOHOM OArOTOBKOM
- TUTaHUPOBa(a)
COTPY/IHUYECTBO C ...




- IIaHupoBa(a)

NePUOINIECKIE
BBIOOPOYHBIE
MIPOBEPKHU 1o
JIMKBHU Al
OCTAIOIINXCSI
pacxoXACHUN
To npeocmaenams, | - | represented the company at | - npeacTasisui(a)
represent npeszenmosams KOMIIQHUIO B ...
- | represented the company in | - npeacTasisui(a)
Paris, France, at an international | kommanuro Ha
human rights  conference, | MexnyHnapoaHo#i
October 2018. KOH(pepeHIH o
-l represented the  former | npaBam uyenoBeka B
Government in the negotiations | IMTapwke, ®panuus,
- | represented the company’s | oktss6ps 2018 roma
interests ... - TpeIcTaBIsuI(a)
- | represented the company at | OwiBIIIECE
international conference MIPABUTEIHLCTBO Ha
neperoBopax
- npeacTaBisiiaa)
HHTEPCChbl KOMITAHUU
- npeAcTaBsui(a)
KOMITaHUIO Ha
MEXKIYHApOTHOU
KOH(EPECHITNHN
To PYK08oOump, - | supervised market-group | -  koHTpoJHpOBa(a)
supervise Konmponupoeam | research activity. PBIHOYHO-
b - | supervised the observance of | uccienosarenbckyro
a treaty's provisions. JESTEIBHOCTh
- | supervised and directed the | -  kouTpoaHpOBaI(a)
day-to-day activities of the | BeimosHenue ycioBumii
workers. JIOTOBOpa
- | supervised the investigation | - koaTpoaupoBai(a) u
of complaints PYKOBOIHJI(2)
- | supervised the repair work | kasxa01HeBHOM
and assisted where | pabGoroii pabouux
appropriate - Hamsupaia(a) 3a
paccieioBaHHEM
kKajnob
- Habmoman(a) 3a
XOJIOM  PEMOHTHBIX
pabot " npu
HE0O0X0IUMOCTH
OKa3bIBas(a)
COJICHCTBUE
To train yuumbs, odyuams | - | trained new clerks - 00yuasi(a) HOBBIX
(Cunonumsb! | (CHHOHUMBI: - | trained media personnel in | oducHbIX cayxammx
. to instruct | cooOmars, gender analysis - MpOBOIMII(2)
To teach uHpopmupoBats, | - | trained 54 water personnel | 3aHsTHS COTpyAHUKAM
To tutor BBOJUTbL B KypC CPENCTB MacCOBOM




To nena; - linstructed workers  and | uadopmarmu mo
enlighten UHCTpYKTHpOBaTh | employees on safety measures, | Bompocam reniepHoro
, 00y4ars; occupational  hygiene, fire | ananuza

y4uTh, 00y4yath; | precautions and other | - moxroroBui(a) 54
PYKOBOJIUTH, occupational safety regulations | cmenuanucra mo
koHcyabTUpoBaTh | - | enlightened the public about | Bompocam
; KypupoBaTth; | the possibilities of broadband | BogocHaOxkeHwMst
HAaCTaBJIATh; Internet - IpoBOAMII(2)
oy4aTh; MHCTPYKTaX pabounum
OCBCAOMIIATD, " CIy’KallluM 110
CTaBUTH B TEXHUKE
H3BECTHOCTD, 0e301acCHOCTH,
coo01aTh IIPOU3BOJICTBEHHON
CaHHUTapHH,
IIPOTUBONOXKAPHOU
OXpaHe U ApyruM
paBrJIaM OXpaHbI
TpyAa
- mpocBeman(a)
HaCEJICHUEC O
BO3MOXXHOCTAX
IIHAPOKOITIOJIOCHOTO
nocryna B IHTepHer
To work pabomamup - 1 worked with company staff | - paboras(a) c
on/ as/ with | nao/ ¢ kauecmee/ | 10 effectively close sales [IEPCOHATIOM
c - lworked ontraining new | KOMIaHuH, YTOOBI
company employees 3h(HEKTUBHO 3aKPHITh
- I worked as court interpreter | mpogaxku
- 1 worked as a strategic partner | -  pabGoram(a) Hax
in development 00y4eHHEM  HOBBIX
- lworked onthe  website | corpyaaukos
promotion KOMIIAaHU!
- paboran(a) B
Ka4yeCTBE cyz[e6Horo
MNEPEBOJYHKA
- B3amMoiercTBOBaI(
a) B KauyecTBe
CTPATCTUYCCKOTO
mapTHepa B 00JacTu
pPa3sBUTHUA
- 3aHUMAJICS(ach)
MMPOJABMIKCHUCM caurta
3aoanue 2.
e O3HakoMbTech ¢ riarojamu B Tabnuue 2. [Ipounrtaiite mpuMepsl 1 UX NEPEBOI.
° Hammmure cBon MMPUMEPHI C ITPEACTABJIICHHBIMU I'JIar0JIaMH.
(] BLIy‘{I/ITe TJ1aroJjbl U3 Ta6J'II/II_U>I 2 HAn3ycCThb.
Tabmumna 2.
rJIaFOJIbI, HCMOJb3yeMbI€ 1JIf ONMUCAHUSA JIMYHBIX IIOCTI/I)I(eHI/Iﬁ
I'naroa | 3HaueHue | Ipumep IlepeBon




To develop | paspabamovieames, - | developed paperless - pa3paboras(a)
pazeusams environment, by implementing 0e30yMakHYIO
online system to manage data and | cpeny myrem
process orders BHE/IPCHHS OHJIAIH-
- | developed negotiating CHUCTEMBI TS
proposals yIpaBJICHUsS
- | developed gender-sensitive JAHHBIMH U
curricula and teacher training 00paboTKH 3aKa30B
programmes - pa3paboTasn(a)
- I introduced PEUTOKEHUS JUTSI
and developed effective data and [IEPEroBOPOB
file management techniques - pa3paboras(a)
- | developed assistance yueOHBIC MJIaHBI C
programmes Y4Y€TOM I'CHICPHBIX
ACIICKTOB U
MIpOrpaMMBbI
IMOJTOTOBKHU
y4HuTENEH
- BBes(a) U
paspaboTai(a) 6omee
COBEPILIEHHEIE
METOJIBI PaOOTHI C
JAHHBIMHU U JOCHE
paspabora(a)
IIPOrPaMMBbI
IIOMOIIHA
To improve | yryuwame, - | developed new office - pa3paboras(a)
noevluiames procedural guidelines for 25 staff | HoBbIC
members, improving efficiencies | pykoBoasiue
by 27% HOPHUHIUIIBL IS
- I improved domestic and export | oducHBIX Tpoueayp
marketing and processing st 25
- I improved data collection COTPY/IHHUKOB,
- I improved investment climate of | moBsicuB

the company

- I improved an export
competitiveness of the company
and thus improved their current
account balances

3¢ (HEeKTUBHOCTH Ha
271%
COBEpLICHCTBOBAI(a
) MapKETUHT U
nepepaboTKy Kak
UCIOJIb3yEeMOU
BHYTPH CTpPaHBbI, TaK
U TIpeIHa3HaYeHHOM
JUISL DKCTIOPTA
OPOAYKIIUU
YCOBEPIIEHCTBOBAI(
a) mpo1ieaypsl coopa
JTAHHBIX

- yny4mmi(a)
WHBECTUITUOHHBIH
KIIUMaT KOMITAHUN




- MOBbICHJI(Q)
KOHKYPEHTOCIIOCOOH
OCTb 3KCIIOPTa
KOMIIaHUU U
yIIydmui(a) TaKum
00pa3zom OanaHc
TEKYIIUX Ollepanui

To include

GKJII0Hams 6 ceos

- | performed basic accounting
functions including cash
reconciliations and wire transfers
- | realized

activities including psychosocial
counselling and reintegration
assistance

crafted a special strategy which
include sectoral training for some
specific industries

- I worked with different kind of
data which include information
resources, outreach work and in-
depth motivational work

- I worked with different money
operations including taxes, fees,
and various charges

- BBITIOJIHSII(Q)
OCHOBHbIE (PYHKLIUHU
OyXrajrepckoro
ydeTa, BKITIoqast
BBIBEPKY JICHEIKHBIX
CpEeZICTB U
OaHKOBCKHUE
NIEPEBOIBI

- OCyIIeCTBIIsI(a)
pa3IMYHbBIC BUJIBI
NEeSITeTbHOCTH,
BKJTIOY s
MICHXOCOIHATIbHOE
KOHCYJIbTUPOBaHHE
¥ TIOMOIIIb C
ajanTamnuein
paspabora(a)
CHeIHATbHYIO
CTpaTeTuIo,
BKITIOYAIOIIYIO B
ce0s CEKTOPATbHYIO
MOJITOTOBKY B
HEKOTOPBIX
KOHKPETHBIX
OTpacisix.

- paboTain(a) ¢
pa3InYHBIMU
JTAHHBIMH, KOTOPBIC
BKJIIOYAIOT B ce0s
UH(POPMAIIMOHHBIC
pecypcsl, paboTy ¢
HaCEJICHHEM U
MPOEKTHI TI0
MOBBIIIICHUIO
MOTHBAIUH

- paboran(a) c
pa3IMYHBIMU
JICHE)KHBIMU
oTiepalusMH,
BKJIIOYAs! HAJIOTH,
cOOpBI U pa3InYHbIE
KOMUCCHOHHBIE
TUTATEXKU




To increase | yseruuusamp, - I increased the productivity of - oBbBICHII(Q)
nosvluiames the department by 12% POU3BOIUTEIILHOCT
- lincreased funding levels of the | » otaena na 12%
company - yBesInumIi(a)
- | established and increased funds | o0bem
for research, development and (uHaHCHPOBAHHUS
demonstration in energy-efficient | komnaunuu
technologies - co3maBai(a) u
- I increased print runs and yBeIHYHI(2)
translated the reports into English | dponusi,
- I increased the level of official npe/HA3HAYCHHBIC
development assistance to African | as ucciaenoBaHwui,
countries pa3paboTOK U
JEMOHCTpALHU
sHEProdh(PEeKTUBHBI
X TeXHOJIOTUM
- yBesnumii(a)
THpaX U
nepeBoIuII(a)
JOKJIaabl Ha
AHTITAMCKUM S3BIK
- yBesInumIi(a)
00BEMBI
o(puIHaTBEHO N
IOMOIIHX
ahpuKaHCKUM
CTpaHaM B LEIAX UX
pa3BUTHA
To manage | cnpaensamobcs, -  managed to increase sales by - MHE y1aJI0Ch
YRpasasamocs, 10% MOBBICUTD TIPOJAKHU
PYKosoOoums - I managed migration flows Ha 10 %

resolutely and effectively

- I managed the company finances
and helped to achieve economic
independence

- | concluded contracts

and managed funds and property
- I managed cash flow shortages
and avoided money lenders

- mpuHUMaI(a)
pemuTeabHble U

3¢ (HEeKTUBHBIC MEPBI
JUISL PETYJIUPOBAHUS
MUTPALMOHHBIX
MOTOKOB

- ynpaBisii(a)
(dbuHaHCaMH
KOMITaHUU U
MOMOTJIa B
JTOCTHXKEHUU
SKOHOMUYECKOU
CaMOCTOSITEILHOCTH
- 3aKJIr0van(a)
KOHTPAKTHI U
pacnopsixancs(ach)
JICHE)KHBIMU
CpeICTBaMU U
UMYIIECTBOM

- peman(a)
poOJIeMbl HEXBATKU




JIeHeT 1 n30exai(a)
JIEHEKHBIX
3aMMCTBOBaHHUH

To
negotiate

dozoeapusamucs,
eecmu nepezogopul

- | negotiated and managed
contracts with sub-contractors and
vendors

- | negotiated on certain defined
Issues

- | negotiated double taxation
treaties

- | negotiated arms limitation and
disarmament treaties and
agreements

- | negotiated beneficial contracts

- COTJIacOBbIBAJI(A) U
yrpasisui(a)
KOHTPAKTaMH C
CyonoipsAuuKamMu u
MOCTABIIUKAMH

- BeJI(a) meperoBoOphI
10 OTIPEJICIICHHBIM
KOHKPETHBIM
npobieMam

- IpoBOAMII(2)
MIEPETOBOPHI HA
peaMeT
3aKITFOYCHUS
JIOTOBOPOB O
JIBOMTHOM
HaJI0T000JI0KEHIT

- BeJsI(a) eperoBOpsI
IO JIOTOBOpaM U
COTJIAIICHUSM B
obnactu
OTpaHUYEHUs
BOOPY)KCHUH U
pa3opyxeHus

- BeJsI(a) meperoBOphI
B LIEJISIX 3aKIIIOYCHUS
BBITOJTHBIX
KOHTPAKTOB

To reduce

ymeHnovutamo,
COKpauiamb,
CHUWcambov

- I improved efficiencies of 43%
and reduced labor hours

- | reduced transaction costs and
trading risks

- | reduced frustration among staff
currently relying on time-
consuming paper-based requests.
- | reduced consumption of
imported oil and gas products

- | reduced costs in paper-making
industries.

- oBBICHJI(Q)

3¢ (HEeKTUBHOCTH Ha
43% u coxpaTuin
pabouee BpeMs

- cokparuJi(a)
OTIepallMOHHBIE
U3JIEPKKH U
YMEHbBIINII(a) PUCKU
- cokparuJi(a)
HEJO0BOJIBCTBO
COTPYJIHHKOB,
KOTOpHBIE B
HacToslIee BpeMs
BBIHYXICHBI
TPaTUTh OOJIBILIOE
KOJINYECTBO
BpEMEHU Ha
3aI0JIHEHHUE
OyMaXKHBIX
3aIpocoB

- YMEHbIINJI(Q)
notpeOieHue




UMIIOPTUPYEMBIX
HEPTSIHBIX U
ra3oBbIX IPOAYKTOB
- cHU3WJI(a) 3aTpaThl
B OyMa)kHOM
OTpaciu

To resolve | ypecynuposams, - I handled and resolved any - oOpabaTbiBasi(a) 1
paspyiumao complaints or concerns from paspemnran(a) iro0bIe
customers JKaIOObI MIIN
- | resolved existing economic po0IeMBbI CO
problems of the company CTOPOHBI KJIUCHTOB
- | resolved conflicts through - peryaupoBai(a)
mediation and reconciliation CYIIECTBYIOIIUE
- | resolved electoral disputes SKOHOMHYECKHUE
- | took part in negotiations po0IEeMBI
and resolved disputes among KOMITaHHH
stakeholders - peryaupoBai(a)
CIIOPHI ITyTEM
IIOCPEIHNYIECTBA U
MIPUMHUPEHUS CTOPOH
- perynaupoBa(a)
CIIOPBI, CBA3aHHBIC C
BBIOOpAMH.
- mpuHUMaI(a)
y4acTHue B
TEpEroBOPax Mo
YPETyIUPOBAHUIO
CIIOPOB MEXIY
3aMHTCPCCOBAHHBIM
1 CTOPOHAMU
To save COKpawamo, - | discovered and rectified - oOHapyxui(a) u
IKOHOMUM b erroneous vendor ucrpasuii(a)
billing, saving $2K in potential OLIMOOYHBIH
costs OMJLTHHT
- | saved some $900,000 in [IOCTAaBIIUKOB, YTO
operating and energy consumption | mo3BoJuIO
costs over the period of the COKOHOMMTB 2 THIC.
contract nomn. CHIA o
- | saved resources and reduce the | moreHuaILHBIM
reporting burden on respondents U3JIEPKKAM
- | saved on transport costs 3a Iepuo I1eUCTBUS
- | saved administrative costs and | koHTpakTa
reduce financial burdens for the - COKOHOMMJI()
company okos10 900000 gosn.
CIIA na pacxomax
I10 3KCITyaTalluu U
SHEPrOCHAOKEHHIO
- COKOHOMMJI(Q)
pecypcel 1
cHU3MI(a)

MH(GOPMALMOHHYIO




Harpy3Ky Ha
PECIOHIECHTOB

- COKOHOMMJI(a) Ha
TPAHCIIOPTHBIX
U3JIepIKKax

- COKOHOMMJI(a) Ha
AIMUHHUCTPATHBHBIX
pacxonax u
cokparuJi(a)
¢uHaHCOBOE Opemsi

To start up

eéHeopamb,
3anyckama

- | was a member of a start-

up team that successfully started
up new equipment.

- | started up a number of large
applications

- | started up my own political
consulting firm in 2010

- | helped women to start up their
own business

- 1 organized a seminar for women
“How to start up business or to
become self-employed”

- pabdoTtain(a) B
COCTaBe€ IIPOECKTHOU
KOMaH]Ibl, KOTOPAs
YCIICIITHO BHEIPHUIIA
HOBOE
000pyI0BaHNE

- 3amyctuii(a) s
HEKOTOPBIX
OOJIBIIIIX
MIPUIIOKEHNN

-8 2010 rony
OTKpbLI(a)
MOJIATHIECKYIO
KOHCAJIITUHTOBYIO
bupmy

- momoras(a)
KEHIIIMHAM HavaThb
UX COOCTBEHHBIN
OusHec

- opraHu3oBa’(a)
ceMUHap s
skeHuH «Kak
co3/aTh
COOCTBEHHOE
peIpUsITHE UITU
3aHSATHCS
CaMO3aHSITOCTHIO»

3aoanue 3.

e (O3HakoMmbTeCh ¢ rarojgamu B Tabnuie 3. [IpounTaiite mpumMepsl 1 UX MEPEBOI.
e HanumuTe cBOUM NpUMEpPHI C IPEICTABICHHBIMU IJ1aroJiaMu.
e Brryuure riarossl u3 TabIUIbl 3 HAU3YCTh.

Tabmumna 3.

rJIaFOJIBI, KOTOpPbI€ HCITOJBb3YIOTCSH, 9T00BI IOKA3aTh CBOIO 3AaUHTEPECOBAHHOCTD

I'1aroa 3HauyeHue Ipumep IlepeBon
To aim cmpemumascs, - | aim to include past experience that is | - crpemtocs
oomozamoc, relevant to the job you are applying for | ucnons3oBats
yenumucs - | aimed for a reduction of travel MPOIJIBIN OIIBIT,
expenses UMEIOIUN
- | aimed for a workforce that reflects OTHOIICHHE K
the ethnic, religious and linguistic pabore,




diversity of the national or local
population.

- | aimed for a sustainable development
path that promotes the sustainable use
of natural resources

- | aimed to provide free (or heavily
subsidized) universal services of certain
basic kinds, such as primary health care
and primary education

KOTOPYIO BBI
npeiaraeTe
cTpemuics(ach)
K COKPAIICHUIO
pacxo/ioB Ha
MOE3IKU
crpemucs(ach)
K TOMY, 4TOObI B
mTare
PabOTHHUKOB
HAXOIHJIO
OTpaXKEeHHE BCE
STHHYECKOE,
PEIIUTHO3HOE U
SI3BIKOBOE
pazHooOOpaszue
HAIMOHAJTLHOTO
WJIH MECTHOTO
HaCEJICHUS
cTpemuscs(ach)
K 00ecreyeHnIo
YCTOWYUBOTO
pa3BUTHS,
CIOCOOCTBYIOIIT
ero
panroHaILHOMY
UCTIOJIb30BAHUIO
MIPUPOTHBIX
pecypcoB
crpemuics(ach)
00ecreunTh
NPEOCTaBICHU
€ Ha BceoOei
OCHOBE
OecIuIaTHBIX
(v
CYIIECTBEHHO
cyOcuIMpoBaHH
BIX)
COIIMANIBHBIX
ycayr
OTIPEIIEHHOTO
6a30Boro
Xapakrepa,
TaKUX KaK
MIEPBUYHOE
MEIHKO-
CaHUTApHOE




00cCIy)KHBaHUE
Y HaYaJbHOE
oOpa3zoBaHue

To
enhance

ycuaume,
noevluiameo

- | expect that my experience will be
able to enhance business contacts of
the company

- | took part in negotiations

and enhanced international peace and
security

- We should enhance our efforts to
avoid unnecessary duplication and
repetition

- This will enhance transparency and
visibility

economic growth alone could not
enhance employment

- 51 oxxuparo,
YTO MOM OIIBIT
CMOKET
pacUIupUTh
JICJIOBEIC
KOHTAKTHI
KOMITaHUH

- npuHUMaI(a)
ydacTue B
MepEroBopax u
yKpenui(a)
MEXKTyHaPOTHbBI
W MUp U
0e30I1aCHOCTD

- MBI HOTKHEI
YKPEIUISITH CBOU
YCHIIHS, C TEM
4TOOBI N30eraTh
HEHY)KHBIX
MTOBTOPOB H
TyOITUpOBaHUS
- TO ITO3BOJIAT
MOBEICHTE
TpaHCIIAPEHTHO
CTh U
MPO3PavYHOCTh
JNAHHOU
IeITEIbHOCTH
SKOHOMMYECKHM
POCT cam 1o
cebe He MOXKET
MIPUBECTU K
YIY4IICHUIO
MOJIOYKEHUS B
obnactu
3aHITOCTH

To enrich

obozawamp

- | take pleasure in offering a client
goods or services that can

truly enrich his life or grow his
business

- This could further enrich the proposal
- Such peer learning could

potentially enrich global development
dialogue

- They can enrich mutual contributions
and learning by promoting innovation
and appropriate technology.

- My active involvement

would enrich the results

-Sdc
YIIOBOJILCTBHEM
npeJiarato
KITUEHTY TOBaphI
WJIH YCITYTH,
KOTOpBIE MOTYT
JEUCTBUTECIHLHO
000TraTHTh €ro
JKU3Hb WIIH
pa3BUTH €ro
Ou3HeC

- ¥ 3TO MOTJIO
ObI ere OoJIbIIIe




00oraTuTh
JIAHHOE
MpeIOKEHUE.
- TaKkoii 0OMeH
3HAHUAMHU MOT
OBI
IMOTEHI[HATILHO
000TraTUTh
rJ100aJIbHBIN
JIAAJIOT 110
BOIIpOCam
pa3BHTHS

- OHU MOTYT
000TaTUTh
B3aMMHBIH
BKJIaJ] U
B3alMHOE
o0yueHue
myTeM
COJIEUCTBUS
BHEJIPCHUIO
TEXHUYECKUX
HOBIIIECTB U
COOTBETCTBYIOII]
UX TEXHOJIOTHH
- MO€ aKTHBHOE
y4acTue
IMO3BOJIUT
MOJTYYHTH O0JIee
JIEUCTBEHHEIE
pEe3YIIbTATHI

To ensure

obecneyumsup

- ensure optimal profitability for the
company

- Bureaucratic procedures

help ensure fairness

- Such an approach would

ensure greater transparency and
openness in decisions

- This would ensure a speedier and
more successful negotiated peace
process

- This would ensure more effective and
timely preparation of project proposals

- o0ecneYnTh
ONITUMAITBHYIO
MPUOBLITLHOCTH
JUTSE KOMIIaHUH.
OFOpPOKpaTHYECK
Ue MPOLEAYPHI
CIOCOOCTBYIOT
00€CTICUCHHIO
CIPaBEITUBOCT
u

- TAKOM MOAX0N
obecrieunt
OOJIBIIIYIO
TpPaHCIIAPEHTHO
CTh U
OTKPBITOCTh
peLeHni

- 9TO
obecreqnsio Obl
YCKOpEHHUe




mporecca
MUPHBIX
MIEPETOBOPOB H
clelaio OBl eTo
Ooiee
YCIICITHBIM

- 3TO MO3BOJIUT
o0ecrneuyuTh
Ooiee
3pPEKTUBHYIO U
CBOCBPEMCHHYIO
MOJITOTOBKY
MpEeI0KEHUI
T10 MPOEKTAM

To help

nomozambo

- My experience will help me positively
impact the company

- It will help strengthen the ongoing
process

- | can help on the specific questions of
finances

- This process should help focus
analysis on key project impacts

- | can help you develop important
materials in different languages

- MOM OTIBIT
ITOMOKET MHE
ITO3UTUBHO
IMOBJIUATE HA
KOMITaHUIO

- 9T0 OyJeT
CII0COOCTBOBAThH
YKPETIIICHUIO
HBIHEITHETO
mporiecca

- 4 mory
IMOMOYb B
perieHun
KOHKPETHBIX
(hMHAHCOBBIX
BOITPOCOB

- Onmaronaps
Takou
nporenype
OCHOBHOE€
BHHMAaHHE B
mporecce
aHanuza OyaeT
YAETATHCS
KJIIOUEBBIM
rnapameTpam
JIaHHOTO
MPOEKTa

- sl MOTY TIOMOYb
paspaboTaTb
Ba)KHBIE JIJIS
Bamiero
Ou3Heca
MaTepuasbl Ha
pa3HBIX S3bIKAX

To impact

6/1usambsb

- My work will impact the growth of
organization with profitable results

- Mos1 paboTa
MOBIIUSIET HA
pocT




- to impact the allocation of budgets for
social services

- My contributions

might impact significantly on the
team’s success

- This job could profoundly impact my
life in a good way

- Exchange rate fluctuations could
negatively impact the purchasing power

OpraHu3aIuy C
PpUOBUIbHBIMU
pe3yiabTaTaMu
BO3/EHCTBOBATH
Ha OI0/DKETHOE
(uHaHCUPOBaHU
€ COLMaJIbHOU
cdepbl

- MO BKJIaJ
MOXKET
3HAYUTEIIHHO
MTOBJIHSITH Ha
YCIICIITHYIO
paboty Bcei
TPYIIITBI

- 9Ta paboTta
MOXKET
3HAYUTEITBHBIM
oOpazom
MTOBJIHSITH Ha
MOTO KH3Hb B
JTYUIIYIO
CTOpPOHY

- KoJiebaHus
BaJIIOTHBIX
KypCOB MOTYT
OTpPULIATENILHO
MOBJIMSTH Ha
MOKYIATEIbHYIO
CITOCOOHOCTH

To join

npUCOeOUHUMbCA

- [ am thoroughly impressed, and I’'m
absolutely ready to join your team

- | joined women’s rights organizations
- | joined trade unions

- | joined the new ecological
programme

- | joined many delegations in the world
conference

- 5l ouenb
BIICUaTicH(a), U
s IOJIHOCTBIO
roTtoB(a)
MIPUCOCIUHHUTHC
s K Balen
KOMaH/Ie

- BcTynasu(a) B
OpraHu3aIuy 1Mo
3alUTe MpaB
JKEHIIINH

- BcTynui(a) B
podcoro3bl
MIPUCOCTMHIIICS
(ach) K HOBOIA
JKOJIOTMYECKOMN
nporpaMme
MIPUCOCINHSIICS
(ach) KO




MHOTHUM
JieNieranusM Ha
MHPOBOH
KOH(DepeHInH

To look
forward
(to) smth.,
doing
smth.

aHcoamop
HemepneHuem

- I look forward to applying my
experience to make sure your medical
records are clear and concise and do not
miss any important details

- | look forward with confidence and
optimism to the future

- | look forward very much to working
with you

- | look forward with an open

mind to taking part in the discussions
on relevant proposals

- I look forward with courage and
confidence to the challenges ahead

-Sc
HETEepIEeHUEM
KIY
BO3MOKHOCTH
MIPUMEHUTH
CBOM OIIBIT,
YTOOBI
yOenuThCsI, UTO
BallH
MEIUIMHCKHE
JaHHbIE SICHBI U
KpaTKH 1 HE
MPOITYCKAIOT
KaKUX-JIN0O
BayKHBIX
JeTajeun

- 5 cmoTprO B
Oymy1iee ¢
YBEPEHHOCTHIO,
ONTUMH3MOM U
HaaeKIou

- 51 oueHn
PacCUYUTHIBAIO
Ha
COTPYAHUYECTB
o ¢ Bamn

- 3aHAMas
OTKPBITYIO
MO3UILIHIO,
HAI€eCh
MIPUHSATH
ydacTtue B
00CYKICHUSIX
o
COOTBETCTBYIOIIL
AM
MIPETIOKEHUSM
- Sl roToBa
CMEJo U
YBEPEHHO
B3SIThCH 3a
perieHue
CTOSIIUX
nepeao MHOIO
3a71a4

To
maximize

Maxkcumusupoesambs,

yeenuuumso
npeodena

00

- In your company | can maximize my
people oriented experience,

- B Baleu
KOMIIaHHUHU S
MOry




communication skills and my problem
analysis and problem solving abilities
- | will maximize the reach of
publications to the humanitarian
community

- The pooling of resources would
maximize returns

- | can help minimize costs

and maximize returns to investments in
tourism

- It will maximize our collective
chances of success

MaKCHUMH3UPOBa
Th CBOM OIIBIT,
OPHUEHTUPOBAHH
BI} Ha JIIOJICH,
HAaBBIKH
oO0mIeHus,
aHaJIu3
npobieM u
BO3MOYKHOCTHU
pelIeHus
npooem

- 51 Oyny
MpHUJIaraTh
YCHITUS TSI
MaKCHMaJIbHO
ITPOKOTO
pacmpocTpaHeH
us myonuKaui
cpenu
Tr'yMaHUTapPHOTO
cooO1ecTBa

- 00BpeIMHEHNE
pecypcoB
MTO3BOJIUT
MOJTYYUTh
MaKCHMaJIbHbIC
pEe3YIbTATHI

-
MOCIOCOOCTBYIO
CBCJICHUIO
pacxoioB K
MHUHHUMYMY U
MOTYYCHHIO
MaKCHMaJIbHbIX
MpUOBLIEH OT
WHBECTULIMN B
CEKTOp TypH3Ma
- 3TO MO3BOJIUT

MaKCHUMaJIbHO
pcain30BaTb
HAaIM 001re
1aHChI HA
yCIex
To YKpennambo - strengthen the position of the - YKpEIHTh
strengthen company MO3UIIHIO
- KOMIIaHHH.
This will greatly strengthen monitoring | - a3to mo3BosuT
and reporting 3HAYUTEILHO
- | can also offer practical steps to YIYYIINATh
strengthen the current voluntary system | koutposs u

OTYCTHOCTD




- To strengthen stability, we need to
strengthen mutual trust, transparency
and predictability

- Doing so would

strengthen international peace and
security everywhere

- sl TAK)KE MOTY
MPEIIOKUTh
MIPAKTHYECKUE
Iary 1o
VKPETIICHUIO
CYILIECTBYIOIIEH
B HACTOSIIIEE
BpPEMS CUCTEMBI
JI0OPOBOJIBHBIX
B3HOCOB.

- IS
VKpeTUICHUS
CTaOMIILHOCTU
HE00X0IUMO
VKPEILISTh
B3alMHOE
JIOBEpHE,
TPaHCITAPESHTHO
CThb U
MIPEJICKa3yeMOCT
b

- 3TO
CII0COOCTBOBAJIO
OBl YKPETUICHUIO
MEXTyHapOHOT
0 MUpa
0e301macHOCTH
BO BCEM MUPE

3aoanue 4.

¢ (O3HAKOMBTECH C IJIarojamMu B Ta6J'II/ILIC 4,
e Hammmure cBon IIPUMEPHI C ITPEACTABIICHHBIMU I'JIar0JIaMH.
. BBIyLII/ITe IJ1aroJjbl U3 Ta6J'II/II_IbI 4 Han3yCThb.

Taobnuua 4.

HeROTOPBIe HeEINPpaBUW/IbHBIC I'J1aroJibl, HCII0Jb30BAHHE KOTOPbLIX BO3MOKHO IPH
COCTABJICHHUH PE3IOME

CaoBapuas popma | IlepeBox Past Simple Ipuuacrue
NMpoIuIeInero
BpeMeHH
be [bi:] OBITH was [wpz], were [w3:] been [bi:n]
become [br'kam] CTAaHOBUTHCA became [br'keim] become
[br'kam]
begin [br'gin] HAaYMHaTh began [br'gen] begun
[br'gan]
build [brld] CTPOHTH built [bilt] built [brlt]
cut [kat] CHUXAaTh, ype3aTh, cut [kat] cut [kat]
COKpAIIaTh
choose [ffu:z] BBIOHPATH chose [fouz] chosen
['fouzon]
deal [di:] 3aHUMAaThCs, UMeTh Aeo | dealt [delt] dealt [delt]
do [du:] JIeNaTh did [did] done [dan]




drive [drarv] BOJUTHh MAITUHY drove [drauv] driven
['drivon]
find [faind] HAXOJIUTh; BBICHSITH found [faund] found
[faund]
lead [li:d] BECTH led [led] led [led]
make [meik] JICNIaTh made [meid] made [meid]
oversee [ ouva 'si:] HaOII01aTh; HA/I3UPATh oversaw [, ouva'so:] overseen
[ ouva'siin]
rise [raiz] MOTHATHCS, BBIPACTH rose [rouz] risen ['r1zon]
run [rAn] 0eXaTb; YIIPaBIISATh ran [raen] run [ran]
seek [si:k] HCKaTh sought [so:t] sought
[so:t]
sell [sel] poJIaBaTh; mpoaasarbes | sold [sould] sold [sould]
set up [set ap] YCTaHOBUTB; set up [set Ap] set up [set Ap]
pETYIHPOBAThH
win [win] BBIUTPHIBATH won [wan] won [wAn]

3aoanue 5.
e (O3HaKOMbTECH C MpHIIaraTeabHbIMU B Tabnuue 5. [IlpounTaiite mpuMepsl U UX NEPEBO/I.
e HanumuTe cBOM mpUMeEpHI ¢ IPEICTABICHHBIMH NpUlaraTelbHbIMU.
e Brlyunrte npunararenbHble U3 TaOIUIBI 5 HAU3YCTh.
Tabnuna 5.
HexoTtopsie npuiararejibHble, KOTOPbIe HCIOJIb3YIOTCH B pe3loMe /15l ONIMCAHUS ONbITA

IIpuaarareabHoe 3HaveHue IIpumep IlepeBon

attentive GHUMAM EIbHBLIL My very attentive approach to | Moii oueHb
analyzing plans facilitated BHUMATEIbHBI
innovations in the field of i moxo K
engineering. aHaJIN3y
I1IJIAaHOB
CII0COOCTBOBA
JI MHHOBAllUsAM
B o0jacTu
MalIuHOCTPOC
HMU.

creative KpeamueHulil, My creative ideas for product | Mowu
meopuecKuil and service promotion led to | TBopueckue
me being highlighted as Uen I
marketing expert of the year at | npoaBmwxkenus
my previous place of TOBAapOB U
employment. YCIIYT IPUBEITN
MCHA K
3BaHUIO
9KCIIepTa roga
10
MAapKETUHTY Ha
MOEM
MPEABIAYILIEM
MecTe paboTHI.

diligent cmapamenvHblil, My diligent approach to legal | Moii
npueHcHbLIl research has led to several CTapaTeIbHbIN
Ioaxoa K




commendations from my
previous post.

MIPABOBBIM
UCCIJIEIOBAHUS
M TIPHBEI K
HECKOJIbKUM
0J1aroJapHOCT
SIM C MOEH
MpeapIAyIen
paboTHI.

error-free

Oe3oumuoo0unbll

Managed complex problems
and time-constrained tasks
with rapid but error-

free analyses to ensure
projects are completed
without disruption.

Ynpasisin
CIIOYKHBIMU
npobseMaMu u
3aJjauamMHu ¢
OTpaHUYCHUEM
BpPEMEHHU C
OBICTPBIM, HO
0€301IMO0YHBI
M aHAJIA30M,
9TOOBI
00ecreunTh
3aBepIICHHE
MIPOEKTOB 0€e3
cO0€eB.

focused (on)

coCcpeoomoyennulil

My studies and training

were focused on the execution
of productive engineering
plans.

Momn
HCCIICI0BaHU
U TPCHUHTH
ObLIH
COCPEIOTOYCH
Bl Ha
BBITTOJTHEHU T
IJIaHOB
MIPOM3BOICTBE
HHOTO
MIPOEKTUPOBaH
Hsl.

industrious

oueHb mpyoo.ioousslil

In my previous engagement,
my industrious nature
resulted in the improvement in
production figures by thirty
percent.

B
npeabLIyen
pabote Moi
TPYAOTIOOUBBI
W Xapakrep
MIPUBET K
YIY4IICHUIO
nokaszarelei
MIPOU3BOJICTBA
Ha TPUIIATh
MIPOLICHTOB.

innovative

uHHOBdquHHblﬁ

My innovative approach to
my craft has led me to design
a number of devices that will
be of great benefit to your
organization.

MunoBanmoHd
BII TIOAXO K
pemecity
MIPUBEI MEHS K
pa3paboTke
psana
YCTPOWCTB,




KOTOpBIC
OynyT o4eHb
TIOJIC3HBI IS
BalleH
OpraHu3alyy.

productive

nPOOYKMUBHDLIL,
npou3600umenbHblil

| was able to apply my
knowledge of the latest
innovations and best practices
in manufacturing to create a
more productive system.

51 emor
IIPUMEHUTH
CBOH 3HaHM O
IIOCJIETHUX
HOBUHKaX U
IIEPENOBBIX
MeToJax
IIPOU3BOJICTBA
JUISL CO3JaHus
Oonee
IIPOTYKTUBHOU
CHUCTEMBI.

solid

cepbe3Hblil, CONUOHDLIL,
meepovlil

Established solid work
interactions with customers
and employees alike.

VYcranoBun
CephE3HbIC
paboune
B3aHMOJICHCTB
st C
KIINCHTAMU U
COTPYIHUKAMH

structured

CMPYKMYpupoeanHblii

My structured approach to
administrative tasks led me to
conceptualize office
operations guidelines for my
department.

Moit
CTPYKTYPHPOB
AHHBIN OIX0I
K
aJIMUHUCTPATH
BHBIM 3aJa4aM
MIPUBEI MEHS K
KOHIICTITYaJIH3
anuu
PYKOBOISIIINX
MIPUHITATIOB
0(HCHBIX
ornepauui s
MOETO OTHeNa.

3aoanue 6.

e (O3HaKOMBTECH C MpHIIaraTeNbHBIMU B Tabnuue 6. [IpounTtaiite mpuMepsl U UX MEPEBO/I.
e HanumuTe cBOM IpUMEpPHI C MPEICTaBICHHBIMH MPHIaraTelbHbIMH.
e Briyunrte mpunaratenbHbie U3 TaOMUIBI 6 HAM3YCTh.

Tabmumna 6.

HeKOTopre npuwiaraTejJbHbI€, KOTOPbIC UCITOJIB3YHOTCH B PE€3IOME IJIsl OMUCAHUA HABBIKOB

IIpuaarareabH 3HaueHue IIpumep IHepeBon
oe
capable CnOCooOHbLI | am capable of S ciocoben

diversifying and enhancing
the engineering approaches

JMBEPCUPHUIIUPOBATE U
pacupsTh




in any entity to which I am
employed.

WH)KCHEPHBIC TI0/IX0/IbI
B JI0O0OM OpraHu3aluy,
B KOTOPOI1 s paboraro.

complex C/LOMCHBLIL My tertiary level training Most TeopeTndHast
and experience has [OJIFOTOBKA U OIBIT
equipped me to handle even | mo3BosIu MHE
the most complex technical | cnpaBuThcs naxe ¢
issues in the field. CaMBIMHM CJI0)KHBIMH
TEXHUYCCKUMUN
npobjeMaMu B 3TOI
obJacTu.
consistent nocneoosamensn | | am consistent in the 51 mocnenoBatelieH B
olil application of PUMEHCHHUN
organizational principles. OpraHU3alMOHHBIX
HPUHIIHAIIOB.
determined peutumenvHblil | apply a determined, S npuMeHsio
proactive approach to all pELIUTENbHBIN,
tasks in order to ensure that | akTuBHBIN OAX0J KO
customers’ needs are met or | BceM 3amadam, 4TOOBI
exceeded. 00ecIeYnTh
YJIOBJICTBOPEHUE HITH
IMMPEBBINICHUC
noTpedbHoCTEN
KJIMCHTOB.
efficient Ippexmuenbii | make it a priority to S ynensro
remain abreast of changes | mepBoouepeaHoe
in the industry and as a BHUMAaHHE TOMY, YTOOBI
result, I am efficient at 0CTaBaThCs B Kypce
developing the latest W3MEHCHHI B OTPACIIH,
innovations in the field of | u B pe3yabTare s
technology. > PEeKTHBEH B
pa3paboTKe MoCIeaHUX
WHHOBAIUI B 00J1aCTH
TEXHOJIOTUH.
encouraging obnaoexcusarowu | Presented some [IpencraBui HEKOTOpBIE
u very encouraging argument | Becema
s that persuaded the co- 00HAICKUBAOIINE
workers to aim for apryMEHTbI, KOTOPbIE
excellence yOemuIIn KoJuter
CTPEMHUTBHCS K
COBEPUICHCTBY.
flexible 2UOKUIL My flexible availability for | Mos rutkas

work allows me to work
during non-conventional
work hours, which by
extension will lead to
improved sales figures.

JOCTYIHOCTH AJIsI
paboThI O3BOJISIET MHE
paboTaTh B
HECTaH/IaPTHHIE YaChl
paboThl, 4TO, B CBOIO
odepe/ib, IPUBEIET K
YIYUIICHUIO
noKasareseu MpoJax.




fluent C80000HbLII, Fluent in English and CBO0OOHO BIIAJICHO
beenwtit (06 Spanish, and proficient in AQHTJIMHACKUM U
yposue eradenuss | French. MCIIAaHCKUM SI3bIKAaMU U
UHOCMPAHHBIM BJIaJICI0 (PPaHIy3CKUM
A3bIKAM) SI3BIKOM.
honest uecmHolil My financial practices and | Most punancoBas
methods are honest, NPaKTHKA U METO/IbI
garnering for any entity SIBIISTIOTCS YECTHBIMH,
with which | am associated, | cobupas as m060r0
the trust and loyalty of 00BEKTa, C KOTOPBIM 51
existing and new clients. CBsI3aH, IOBEpHE U
JIOSUTBHOCTb
CYIIECTBYIOIIUX U
HOBBIX KJIHCHTOB.
logical J102UYHbLIL My arguments Mowu apryMeHTbI
are logical and targeted to | ToruuHbBI ¥ HaICICHBI
my clients’ needs and best | Ha moTpebHOCTH U
interests. UHTEPECHl MOMX
KJIHEHTOB.
methodical MemoouuecKuil | am trained in Mens 00y4aroT
the methodical application | metomudeckomy
of systems and processes NPUMEHCHHIO CUCTEM U
within the manufacturing IPOIIECCOB B 00aCTH
field. IIPOM3BOJICTBA.
meticulous muyamenbHblil My projects are completed | Mowu mpoekTsr
with meticulous attention JIOTIOJTHSIFOTCSI
to detail and this helps to TIIATETHHBIM
optimize customer BHUMAaHHUEM K JIETaJISAM,
satisfaction. ¥ 9TO ITOMOTaeT
OTNITUMU3UPOBATH
YIIOBJIETBOPEHHOCTH
KJIICHTOB.
organizational | opzanuzayuonner | Accomplished and well- [TpoaBUHYTHIN 1
7} known campaign leader and | u3BecTHbIi JUAEP
initiator of collaborative KaMIIaHUH U HHALHATOP
ventures, with COBMECTHBIX
excellent organizational ski | npeanpusiTuii,
lIs gained through working | o6manarormii
in the product marketing OTJIHUYHBIMU
field for more than 8 years. | opranuzanHOHHBIMHU
HaBBIKAMH,
nproOpeTeHHBIMU
Onaronmaps padore B
00J1acTH MapKeTHHTa
6oee 8§ ner.
persistent (in) HAcmouuueslil As a litigator | B cyne6HOM mporiecce

am persistent in gathering
the necessary information
to support my clients’
cases.

s HACTOWYUB B cOope
uHpopManuy,
HEO0OXO0TUMOM ISt
MOJIICPIKKH JIETT MOUX
KJICHTOB.




proactive ynpesxcoarouuil, | take a proactive approach | 5 ympexmatorie
npoOaKmueHblil to planning and MOJIX0XKY K CTPATerHsiM
management strategies in TUTAHUPOBAHUS U
order to ensure that any YIIPABJICHUS, YTOOBI
department or entity that | | rapanTupoBats, uTO
supervise runs. J000H OTHCI WK
opraHuzarys,
KOTOPYBIC S
KOHTPOJIUPYIO, 11O
YHIPaBJICHUEM.
proficient (in) komnemenmnuwuit | | am certified S cepruduuupoBaH 1
and proficient in the use of | kommerenren B
modern methodology for UCTIOJIb30BaHUU
the maintenance and repair | coBpemeHHO
of computerized equipment. | meToo0THK
00CITy>)KMBaHUSA U
peMoHTa
KOMIIBIOTCPU3HUPOBAHHO
ro 00OpyIOBaHMS.
results-driven opuenmupoeannst | As a results-driven team SIBnsisich muaepOM

il Ha pe3ynbmam

leader, I can implement
practices that are
strategically conceptualized
in order to maximize
output, while maintaining
or improving quality.

KOMaH/Ibl,
OPUCHTHPOBAHHBIM Ha
pe3yIbTaT, S MOTY
peann3oBarth
KOHIICTITyaTM3HPOBAHH
bI€ CTPATETUH, YTOOBI
MaKCUMH3UPOBATh
MIPOM3BOIUTEIILHOCTD,
COXpaHsIs WM YITydIast
Ka4yecTBO.

strategic cmpamezuueckuu | 1 am proficient in 51 yMero UCIOJIb30BaTh
using strategic planning to | crpareruueckoe
improve efficiency in the IUTAHUPOBAHKE IS
administrative team’s MOBBILICHUS
performance. 3P PEKTHBHOCTH
paboThI
aJIMUHHUCTPATHBHOM
KOMaH/IbI.
success/result- | nauenennwiii na Result oriented: Ability to | OpueHTHPOBaHHOCTH Ha
oriented pe3yiomam achieve the target within pe3yJIbTar:
given time. CIIOCOOHOCTH JOCTHUYb
IIeJTH B 33J[aHHOE
BpeMsl.
thorough muyamesnvHblil, My thorough approach to Mot TIaTensHbIN
00CKOHAIbHBLIL financial tasks and policies | moaxoxa k huHAHCOBBIM

makes me an effective
agent, who is able to ensure
that the accounts under my
control are accurately
maintained.

3aJja4aM 1 MOJINTHKAM
JIeIIaeT MEHs
3pPEeKTUBHBIM
areHTOM, KOTOPBIi
croco0eH 00eCTeunTh
TOYHBIA KOHTPOJIb
YUYETHBIX 3aITUCEH.




3aoanue 7.

o (O3HaKoOMbTECH C IIpHJIaraTeabHbIMU B Tabauue 7. [IpounTaiite npuMepsl U UX EPEBO/IL.

o Hamummure cBOM IpUMEPHI C IPEICTABIECHHBIMHU IIPUJIAraTeIbHbIMHU.
e Brlyuure npunarareiabHble U3 TaOIULBl 7 HAU3YCTh.

Tabmuna 7.
HekoTopble npuiiaratejbHble, KOTOPbIe HCMOJL3YIOTCS B Pe3loMe JIUIsl ONMCAHUS JIMIHBIX
KavecTB
IIpuaarareabHoe 3HaueHue Ipumep IlepeBon
ambitious amouyuosnblil, I’m quite ambitious, and | I moBosBHO
uecmonroouenli this job would be a great | amOuro3eH, u 3Ta
opportunity for me. paboTa cTaHer
OTJINYHOMN
BO3MOYKHOCTBIO JUISI
MEHSL.
amicable OpyJHcHbLL, My amicable personality | Mos apyxentoOnas
OpyHcentoombLil makes me an ideal JMYHOCTH JIeaeT

candidate for this field.

MCHA NACaAJIbHBIM
KaHJAUIAaTOM B OTY
00J1acThb.

broad-minded

C 00uwUpHBIM

Broad-minded to open

[[Inpoko MBICISIINA,

Kpy2030pom options but can quickly | yToOsI HaxoUTH
narrow down to the best | BapuanTbI, HO MOTY
for the situation at hand. | 6eicTpo cy*kaTbes K
HauboJee
MOIXOISIIIUM B
3aBUCHMOCTH OT
CUTYaIUH
confident yeéepenHblil I’m confident that | sl yBepeH, 4to
would make a valuable ClIeNIato IEHHOE
addition to your team/ JIOTIOJIHEHHE K Balleh
company. KOMaH 1€ / KOMITaHHUH.
conscientious 000pocosecmublil I’m pretty conscientious; | 51 10BoJIbHO
| take my duties very n006pocoBeCTHBIN; S
seriously. OYEHb CEPHE3HO
OTHOIIYCh K CBOUM
00513aHHOCTSIM.
easy-going noKaoucmotil, I’m quite easy-going; | 51 1OBOJIBHO
CHOKOUHBbLIL collaborate happily with | moxnaaucTsli, ¢
other people to get the pasiocThIO
projects done. COTPY/IHUYAIO C
JIPYTHMH JTFObMH,
94TOOBI BBITIOJIHUTH
MPOEKTHI.
energetic IHEPZUYHDLIL Energetic: the volume of | Duepruusnsrii: 00beM

my sales for 2016 was
30% higher than the
average for the
department.

MOUX MPOJAXK 32
2016 rox ObLT HA
30% BbIlIE CpEAHETO
10 OTJENY.




enthusiastic 80CM OPIHCEH DL, Enthusiastic and hard- BroxHOBEHHBIN 1
IHEpPZUUHbLL, worker: Ever-ready to TPYAOTIOOUBBIA:
600XHOGEHHBLL exceed expectations, to BCEraa rotoB

work round the clock if | mpeB3otiTu
necessary. Always OKUIaHUS, TIPH
looking for projects HEO0XO0IMMOCTH
which require paboTtath
commitment and offer a | kpyriaocyrouso.
challenge. Bceerna nry
IPOEKTHI,
Tpeodyromue
00513aTeLCTB U
JICTIAIOIHNX BBI30B.
hard-working mpyoonroouentit | am a very hard- 51 ouyeHb
working person, | do not | TpymomtoOuBbIit
care if it takes 24 hours. | genoBek, MHE Bce
paBHO, €CITH Ha 3TO
notpedyercst 24 yaca.
initiative UHUWUAMUGHDLIL Initiative: developed and | MautinaTuBHBIA:
implemented the strategy | paspa6oran u
of the department exit peanu3oBai
from crisis, when the CTpATEruio BHIXO1a
leader left. OT/IeNIa U3 KPHU3HCa,
KOT/Ia yIIIe
PYKOBOJIUTEITb.
leading PYK08oOAW UL, Leader: conducted five Jlunmepckue KayecTna:

(team leader) eeoyuuii trainings on management | mposen nsATH

(nuodep zpynnot) and raised 10 managers | TPEHUHIOB IO
from line employees. MEHEKMEHTY U
nomust 10
MEHEDKEPOB U3
JIMHEUHBIX
COTPYJHHKOB.
loyal (to) JLOAIbHbLIL, 6EPHbLIL I am loyal to both my 51 BepeH Kak CBOUM
clients and the entity KJIMEHTaM, TaK U
with which I am CyOBeKTaM, C
associated. This loyalty | koTopbiMu s CBsi3aH.
increases client Jta JOAIBHOCTh
confidence and the MOBBIIIAET TOBEPHE
reputation of the firm KJIHEHTOB M
with which I am pernyranuo GUpMBbI, ¢
associated. KOTOPOH S CBS3aH.
patient mepnenuewlii | am patient enough to 51 mocraToyHO

ensure that even the most
difficult cases are
resolved to the
satisfaction of the client.

TEpIeNuB, YTOObI
rapaHTUPOBATh, YTO
ke caMble
CIIO)KHBIE Jena
pelarTcs B
COOTBETCTBUHU C
TpeOoBaHUAMU
KITUCHTA.




pleasant npusammuusit, munot | Hard-working front desk | TpynonroOusast
receptionist with AJIMUHUCTPATOP C
excellent communication | oTiHYHBIME
skills and KOMMYHHUKATHUBHBIMH
a pleasant personality, HaBBIKAMU U
can multi-task efficiently | mpustHo#
and adjust as per WH/IUBUYaIbHOCTHIO
changing environments. |, MmoxeT 3(GeKTUBHO
CIIPABIISATHCS C
MHOT'033/Ia4HOCTHIO U
[0JICTPANUBAThCS B
3aBUCHMOCTH OT
MEHSIOIIECICS CPEeIbI.
reliable HaoexcHblil ’'ma 51 0YeHDb Ha/IeKHBIH
very reliable person; you | uenoBek; Bb
can surely depend on me | HaBepHsiKa MOKeTe
to get your tasks done on | Ha MeHs MOJIOKUTHCS
time. B CBOCBPEMEHHOM
BBITIOJTHCHUH 3a/1a4.
responsible (for) | omeemcmeennouit Responsible for resolvin | OTBeTcTBeHHBIH 32
g client issues, pelieHue mpooaem
identifying customer KJIMEHTA, BBISBJICHHE
trends, monitoring TEHICHIIUN
competitor activities. KJIMEHTOB,
MOHUTOPUHT
AKTHBHOCTH
KOHKYPEHTOB.
self-motivated ueneycmpemaennstii | Self-motivated retail [{eneycTpeMyIeHHBIH
store leader with more JUIEP POSHUYHOMN
than ten years of active TOProBJIH ¢ OoJtee
experience. YeM JECATUIETHUM
OIBITOM PabOTBHI.
sociable oOwumenvHbLil | am able to work well 51 ymero Xoporio
with a team because | am | paGorats ¢
naturally KOMAaHJIOH, TIOTOMY
very sociable. This is YTO OT IPUPOIBI
why | was selected to sit | ouens oOmHTEIEH.
on or head a number of HIMeHHO To3TOMY
committees in my MEHSI BEIOpan
previous capacity. BO3IJIABJIATH PSIJI
KOMHTETOB Ha
peapIAyIen
JIOJDKHOCTH.
stress-resistant cmpeccoycmoiiuugnl | Stress-resistant: CrpeccoyCTONYMBBIN:
7} conducted successful NPOBEN yCIEIIHbIE

negotiations with a client
who refused seven
managers, and signed a
contract with him.

HIEPErOBOPHI €
KIIMEHTOM, KOTOPBIH
OTKa3aJ CeMH
MEHeKepam, U
3aKITFOYHIT C HUM
JIOTOBOD.




trust-worthy 3ACAYHCUBAIOWLUTL | am trust-worthy enough | S 3acmyxxuBato
odosepus to be assigned the most JOCTATOYHO JIOBEPHSI,
delicate and intricate 94TOOBI OBITH

types of tasks/accounts. | HazHaueHHBIM Ha
CaMbI€ TOHKHEC N
CJIOKHBIC THUIIBI 3a/1a4
/ CYETOB.

I[IpaBuna nanucanust Curriculum Vitae (pe3tome Ha aHIIHIICKOM SI3BIKE).
OcHOBHBIE TIPaBUJIA 7151 HAITMCAHUS PE3IOME HA aHTJTUHCKOM CIIEYIOIINE:

. [Tucate pesrome camocTosiTenbHO. HUKTO HE cMOKeT pacckaszaTh 0 Bac mydiie, uem
Br1 camu.

o ITo BO3MOXKHOCTH aaanTUupoBaThb CBOC CV moa KaKAYyH0 KOMIIAHWUIO U TOJDKHOCTD.
Oco0oe BHUMaHue Tipu 3ToM yrenute nynkram Objective (Ilenn) u Profile (ITpoguis).

. [Tocrapatscs caenars Bamie pe3stoMe MakCUMaIbHO KPAaTKUM U JJAKOHUYHBIM.

° BCGFI[a OCTAaBJIATH TOJIBKO AKTYaJIbHBIC KOHTAKTEI.

[ BEITE TOYHBIM 1 IMpaBaAVIBBIM.

[IpoBepuTh pe3toMe Ha HaJMuue OLIHOO0K.
OcHOBHBbIE TPEOOBAHMS K COCTABJICHUIO Pe3I0Me HA AHIJIMIICKOM fI3bIKe.

1. Oonem pesrome. TpeooBanusg K mpudTy U pasMepy.

e [TocrapaTtscst ymectuth Bamie pestome Ha 1 crpanuny, HO eciu y Bac Gosbiioi ombIT
paboThI UM HECKOJIBKO 00pa30BaHUi, TO MAaKCUMYyM, YTO BbI MoXkeTe 3aHSTh - 3TO 2 CTpaHUIIBL.

e Ucnonp3oBats cranmaptHeiii mpudt (Arial, Garamond, Times New Roman wau
Verdana).

e Pazmep mpudra ocHoBHOTO TekcTa — 11-12 pt, st 3arosoBKoOB Kicnob3yiiTe 14-16 pt .

e O0s13aTENIbHO UCHOJIB30BATh BBIIEJICHHE TEKCTa B PE3IOME IMOIYKMPHBIM, KYPCHUBOM H
nBeToM. Beimensate cBoe umsa u damuauio, a take Leab (Objective) ¢ momompro mpudra
nokpymaee 18-20 pt .

e AG3apl B pestoMe. CTpyKTypupoBaTh TeKCT Bamiero pesioMe, uToOBI cenaTh €ro
yuTalbenbHbIM. Vcronbp30BaTh MapKUpOBaHHbIE CHUCKU MPU MEPEYUCICHUN HABBHIKOB M OIMbITA
paboTHI.

e BepxHee, HmKHee U JeBO€ MOJsI HE MeHee 2 cm, npaBoe - [,5 cm; BbIpaBHMBAHUE
OCHOBHOTO TEKCTa I10 IIUPHUHE WJIH 110 JIEBOMY Kparo.

o PekoMeHIyemMblii MeXKIYCTPOUYHBIA HHTEpBAN s Hanucanus pesome 1,15 - 1,5

2. DopMaT J0KVMEHTA JLJIs pe3loMe.

J11g mepechbUIKH pe3toMe B SJIEKTPOHHOM BHJIE Ucob3yiTe hopmart PDF.

3. CTpyKTYypa pe3loMe Ha aHIJIHiiCKOM.

o 3azonoeok (Header)
Bwmecto 3aroJioBKa qarie BCETO TUIITYT ums CoMCKaTens (xoTs
MOXHO Harmcatb Resume wiu CV) .
o Jluunasa ungpopmayusn (Personal information)
e HUmsa (Name) - ecny UCTIONH30BAIIA CBOE UM B 3ar0JIOBKE, TO HE TIOBTOPSUTECH.

o Jlama posicoenusn (Date of birth) - HazBaHue Mecslla nydile HanucaTh OyKBamH, T.K. B
Pa3HBIX CTpaHax MPUHSAT pa3HbIi (OopMaT HAMMCAHUS JaThI.



e Aopec (Address) - anpec 0ObIYHO MUILETCS B TAKOM MOPSAKE: HOMEp J0Ma U Ha3BaHUE
YIUIBI, TOPOJI, TOYTOBBIN MHJIEKC, CTPaHA.
o Moounvnotit menegon (Mobile) - 00sa3aTenbHO YKa3bIBa€TCs B  MEKIYHApOIHOM
dbopmare.
e Aopec 3nexmponnoit noumwt (E-mail).
MoxHO  Takke  BKJIIOYHTH  CBEACHUS O ceMelHom  nonoxcenuu  (Marital
status), nayuonanvnocme (Nationality), HO 5T IYHKTBI HE 00sI3aTEIbHBI.
e Ilenv (Objective). B 3TOM IyHKTE HY)KHO YKa3aThb [JOJDKHOCTb, Ha KOTOpYI Bbl
MIPETeHyeTe.
o Kpamkasa cnpaeka (Profile). Kpatkuii paccka3 o ToM, KT0 Bbl, kakoBbl Bai HaBbIKY 1
yTO BBI 03kMaeTe OT JOJIKHOCTH.
e Oopaszoeanue (Education). Yka3ats cBenenus 00 00pa3oBaHuM, HAUMHAS C MOCIEIHETO
MecTa TIOJYICHHs 00pa30BaHUs B 00PATHOM XPOHOJIOTHYECKOM MOPSIIKE.
e  Onvim paoomwvr (Work experience). Yxazath nepuojsl paboThl, JOJKHOCTh, Ha3BaHUE
KOMITaHUH.
o Haeuvixu (Skills)
e  Humepecwt u oononnumenvnan unopmayus (Interests & Extra information).
o Pexomenoayuu (References).
[ ]
3aoanue 8.
e O3HaKOMBTECH C TPUMEPOM COCTaBIIeHUs HHPOpMaIu o cede B TaduIE 8.
e 3amosHUTE OA00HYI0 TabauIly nHpOpMaIrei o ceode.
e Brlyunre pacckas 0 CBOMX MEPCOHATBHBIX JaHHBIX, OMUPAACh Ha 3aMl0JIHEHHYIO TaOIHUILy.
JInuynas undopmanus (Personal information)

Tabmuna 8.
IIpyMep HA aHTIVIMIICKOM KaK HANIMCATH O cede

AHKeTHbIE JaHHbIE (C TIepeBOoI0M) IIpumep oTBeTOB
Name/Umsi Viktor Ivanov/Bukrop VBaHoB
Address/Aapec 38 Arbat Street, Moscow, 225230, Russia/

yi1. Ap6at 38, Mockaa, 225230, Poccust
home/nomamunii: +7-XXX-XXX-XXXX
mobile/moGmbHEIT: +7-XXX-XXX-XXXX

Phone number/Homep Tenedona

Marital status/ CemeiiHoe 110J105KeHHE Single/He >xenat
Date of birth//lata poxienus 29th July 1999/29 uronst 1999 rona
Nationality/ HanmonajibHOCTh Russian/pycckuii
Email/9nexTponHsblii aapec your.name@gmail.com

3aoanue 9.

e O3HaKOMBTECH C IPUMEPOM YKa3aHUS LEJICH MOTyYCeHUs! JOJDKHOCTH, B Tabmuie 9.
e 3amnonHuTe noao00Hy0 Tabauiy uHdopmarmeii o cede.
e Beryunre pacckas o 1enu MoydeHus TOJDKHOCTH, ONUPAsICh Ha 3alI0JTHEHHYIO TaOJIHILy.
Ieasb (Objective).
B 3TOM myHKTE HY)KHO yKa3aTh JOJDKHOCTB, Ha KOTOpYIO BbI mperenmyere.

Tabnuna 9.
IIpuMepsl ykasaHusd weJieil MoJy4YeHUs J0IKHOCTH HA AHTIMHCKOM

IIpuMep HA AHTVIMHCKOM SI3bIKE IlepeBon |




S xoren OBl MOTYYUTH

| want to obtain a position as an accountant in your N
JTOJIDKHOCTD 6yxraJITepa B BalliI€u

company. prpate.
Sales manager. MeHemKep 1o npoaaxam.
3aoanue 10.

e O3HaKOMBTECH C MPUMEPOM HAIMCAHUS KPATKOU CrpaBKu o cede, B Tadbmuie 10.
o Kparko pacckaxure, kto Bbl, kakoBbl Baim HaBbIkd 1 4TO BBl 0%KH1a€T€ OT JOJKHOCTH.
[TommpoOyiiTe ¢ TMOMOIIBIO HECKOJBKHX CTPOK TMPHUBICYs BHHUMAHHE MOTCHIHUAIBHOTO
paboToxaresns, yka3aB UMEHHO Te Bamim HaBBIKM, KOTOpbIE Hanboyee HeOOXOAUMBI HA STOU
JOJIKHOCTH.
e Brlyunre KpaTKyto CpaBKy, ONMPAsCh Ha 3aNI0JHEHHYIO TaOIHUILy.
Kpartkas cnpaska (Profile).
Kpatkuit pacckas o Tom, k1o Bbl, kakoBbI Bamy HaBbIKH 1 9TO BBI OkMaeTe OT TOJKHOCTH.
OOparutre BHUMaHUE, YTO O MOTHBAIIMM HYKHO PAaCCKa3bIBaTh B CONPOBOOUHIENbHOM
nucome (Cover letter.)

Tabmuua 10.
IIpuMepsI Kak NPUBJIeYb BHUMAHUE K CBOCH KAHAMIATYPe HA aHTJIMHCKOM

IIpuMep HA aHTJIMHCKOM SI3bIKE IlepeBon
KBanudunupoBaHHslil cekperapb,
Qualified secretary seeking to leverage skills in PKEITAIOIINI UCIIOJIb30BaTh CBOE YMEHHUE
personnel management and recruitment in an entry-  [Habupath epcoHaI U PyKOBOIUTH UM
level human resources position. Ha HaYaJbHOM TTO3HIIMH B KaJPOBOM
oTaese.
3aoanue 11.

e (O3HaKOMBTECH C MPUMEPOM YKa3aHUs CBeJeHN 00 0Opa3oBannu B Tadmwmie 11.
e 3amnosiHuTE TaOIMILy, YKa3bIBas CBEJICHUSI O CBOEM YpOBHE 00pa30oBaHUsI.
e Briyuure mnpencrtaBieHHyl0 HHGOPMaLUI0O O CBOEM 00pa3OBaHWHU, OMUPASICh Ha
3aMOJHEHHYIO Ta0IHILy.
Oopa3oBanue (Education).
VYkazatb cBezieHust 00 00pa3oBaHMU, HAYMHASI C IOCTIEIHEr0 MECTa MOTy4eHHsI 00pa3oBaHus
B 0oOpaTHOM XpoHosiorhudeckoMm rmopsaake. OOs3aTenbHO yKa3blBaTh IMEPHOJbI OOy4YeHHUS B
KOJUIE/DKAX, YHUBEPCUTETAX, JaThl OJYyYSHHsI TUIIIOMOB, YUEHBIX CTCIICHEH.
YHoMHUHATE cemMunapol, mpeHunzu, Kypcol NO8bleHUA KéaupuKayuu, eCiii OHU UMEIOT
OTHOIIEHHE K KEeJIaeMOU T0JKHOCTH.

Tabymua 11.
IIpuMepbI KaKk TPaMOTHO YKAa3aTh MeCTO 00pa30BaHuUs
Ilpumep HA AaHTIMIICKOM SI3bIKE IlepeBon
Moscow State University of Instrument Engineering and MockoBCKuit

Computer Science, department of Computer Science and FOCYIapCTBCHHBIH YHUBEPCUTET
computer facilities, Master’s Degree in Computer science  |[mpuGopocTpoeHus 1
(2016—2018) nHpOpMaTUKH, haKyabTeT
HKOHOMUKH, CTeNeHb MarucTpa
[0 HaIPaBJICHUIO

((KOMHBIOTCpHBIC HayKHu»
(2016—2018)

2012—2016 Moscow State University of Instrument 2012—2016 MockoBckuit
Engineering and Computer Science, Bachelor’s Degree in  [rocynapcTBEHHBINH YHUBEPCUTET
Computer science prOOPOCTPOCHUS U

uHpopmatuku, CTeneHpb



https://www.google.com/url?q=https://ienglish.ru/blog/business-angliiskiy-po-skype/resume-na-angliiskom/kak-napisat-cover-letter-na-angliiskom&sa=D&ust=1548261028634000
https://www.google.com/url?q=https://ienglish.ru/blog/business-angliiskiy-po-skype/resume-na-angliiskom/kak-napisat-cover-letter-na-angliiskom&sa=D&ust=1548261028634000

OaxajiaBpa 110 HaIllpaBJICHUIO
«UupopmaTuka»
Technological College #34, Moscow (2010-2012) TeXHOIOTHYECKUI KOJUICIK
Ne34, Mocksa (2010-2012)

3aoanue 12.

e O3HaKOMBTECH C IPUMEPOM YKa3aHUs CBEICHUH 00 ombITe paboTel B Tabmiwmie 12.

e Omnwmmure Bamy poJib HA 3aHUMAeMOM JOJDKHOCTH OJIHUM IPEIJIOKESHUEM: BBIICIIUTE
WCIIOJIb3yeMbIe M BBIPAOOTAHHBIC HABBIKH, BAIU 3aJla4d, OOS3aHHOCTH W PE3yJIbTaThI
(TmocTapaifTech MCIOJIb30BaTh OOJIbIIIE KOHKPETHKH U (D).

e Brlyuure mnpenacTaBieHHYH0 HHPOpPMaLMI0O O CBOEM 00pa3OBaHMHM, ONUPASICh Ha
3aroJIHEHHYIO Ta0JHUITy.

OmnbiT padorsl (Work experience)
VYkazarbs nepuoovt padomewl, 001x3cHOCMb, Hazeanue Komnanuu. Eciav onvim 3nauumenvro
npeobnadoaem Hao obpazoeanuem, BHaYaNIEe PacToOKUTh OTIBIT, a 3aTeM 00pa30BaHHE.

Tabmuma 12.
HpHMepr KaK HAIIKCATh 00 ONbITE paﬁoTbI HA aHTJIMHCKOM
Ha3BaHue KOMIIAHWHU, 10JIKHOCTh Ipumep
Company Name 1, Preparing business plans
2012 - present Planning investment activities and budget
Moscow, Russia Analyzing data sets collected through all
Financial analyst departments

Preparing financial forecasts
Preparing reports for the board of management

Company Name 2, Providing main office with office supplies

2007-2011 Analyzing large data sets collected through all
Krasnodar, Russia departments
Assistant manager Preparing financial forecasts

Preparing reports for the board of management
3aoanue 13.
(] O3HaKOMBTECH C IIPpUMEPOM yKa3zaHUs CBC,Z[CHI/Iﬁ 00 HUMCIOIIIUXCA HABBIKAX U KaU€CTBAax B
tadsuie 13.

e 3amojHuATE Ta6n1/1uy, YIIOMSIHYB CBOW HABBIKU W Ka4CCTBaA.

e BrlyunTe npeacraBieHHYI0 HHPOPMAIIHMIO O CBOMX HaBBIKAX, OMMHUPAsACh HA 3aIOJIHCHHYIO
Ta0IHILy.

Hasbiku (Skills)

. Language skills — Bmagenue si3pikamu. Ilepeurcinre Bce SA3BIKH, KOTOPBIMHU
BJIajIeeTe WM KOTOpbIe u3ydaere. [Ipu 9TOM Ul OMUCAHUS CTEIEHH BIAJCHUS SI3BIKAMH MOYKHO
HCIIOJIb30BaTh CTaHAAPTHYIO rpagamnuio: Beginner, Elementary, Pre-Intermediate, Intermediate,
Upper-Intermediate, Advanced, Proficiency.

MOo>KHO TakXe MCIO0JIb30BaTh CJICAYHOIIHUEC CJIOBA:

IIpuMep HA aHTJIMHCKOM fI3BIKE IlepeBon
Native POJTHOM
Fluent CBOOOIHOE BIIaJICHUE
Good reading and translating ability YHTA0, IEPEBOXKY CO CIOBApEM
Basic knowledge ba3oBbie 3HAHUS

. Computer literacy - xoMmmbplOTepHass TPaMOTHOCTh (MEPEYUCIUTh HA3BaHUS
porpamm, ¢ KOTOPBIMU BBl yMeeTe padoTaTh).

. Driving license - BoauTenbckue npasa (eciu OHU €CTh, 00s3aTENBHO YIOMSHYTh

00 3TOM U yKa3aTb KaTeropuio).
Tabmuua 13.



le/IMepBI HaBbIKOB, KOTOPbLIC MOYKHO HOﬁaBI/ITL

HaBbIKHM HA aHTJVIMHCKOM IlepeBoa Ha pycckui
Special skills Oco0Oble HaBBIKU
Native Russian PoyHoti - pycckuii
CBoboaHOE BlIaICHUE -

Fluent English NN
AHTJIMHUCKHNU

IIpakTrueckoe 3HaHUE
HEeMeKOro (0a30Bble 3HAHMUSI)

Boautensckue npasa (Kareropus
B)

KommnbrorepHas rpaMOTHOCTh
(Microsoft Office, Outlook Express,
1C: Enterprise)

Working knowledge of German (Basic knowledge)

Driving License (Category B)

Computer literacy (Microsoft Office, Outlook Express,
1C: Enterprise)

3aoanue 14.
e (O3HaKOMBTECH C MPUMEPOM pacckasza O CBOMX MHTEpecax T YBJICUCHUsIX B Ta0Onuie 14.

e 3amosHuTe TAOIUIly, KpaTKO YHNOMSHYB O 2-3 CBOMX X000W, HANMUIIUTE O CBOUX
JTOCTHIKEHHSX Ha 3TOM TIOIIPHIIE, €CITH OHU €CTh.

e Briyunre npeacraBieHHY0 HHOPMALIKIO O CBOUX MHTEPECAX, OMMPAsCh Ha 3alI0JTHEHHYIO

Ta0IHIy.
HuTepeckl u fonoqHuTeabHasg uHdpopmanus (Interests & Extra information).
I'maBHass ommbOka — pacckazaTh MOTEHIMAILHOMY paboTomaTeNr0 000 BCEX CBOMX
yBie4YeHusax Ha 10 cTpaHunax.
Tabnuna 14.
IIpumepbl KaK MOKHO PaccKa3aTh 0 CBOMX YBJIEYEHUSIX B pe3loMe
IIpuMep HA aHTJIHIICKOM IlepeBoa Ha pyccKkuid
Travel (travelled through Asia in order to gain new [TyremecTBus (MyTEIIeCTBOBAI
experience and do some practical mentality and religion |mo A3uu ¢ HesIpIO MOJydYeHUS
practice research) HOBOTO OIBITA Y JUIS KCCIIEI0BAHMUS
MEHTAJIbHBIX U PETUTHO3HBIX
MPAKTHUK)
Reading (took part at volunteering program «Reading Yrenue (Opan ygactue B
aloud for disabled people») BOJIOHTEPCKOM mporpamme «UteHue
KHUT JJI51 JII0JIed C OrpaHUYeHHBIMU
BO3MOYKHOCTSIMUY)

Pexomenaanun (References).

He Bkiaroyats MMeHa ¥ Telae(OHBI JIMI], KOTOPbIE MOTYT JaTh BaM PEKOMEHJAIINH, €CIIH
pe3toMe pasMelaeTcss B WHTEPHETE WM B areHTCTBE IO TPYAOYyCTpoicTBY. Bmecro sToro
ucnoss3yetcs ¢pasa available upon request (IlpenocTaBnsrores Mo TPEOOBAHMIO).

IIpuMep KOHTAKTHBIX JAHHBIX PEKOMeEH/IaTe/ sl Ha AHTJIHICKOM:

John Smith, CEO, DCT Publishing, Ltd. +34- 020-7654 3210, js_dct@dct.co.uk
3aoanue 15.
e (O3HakKOMBTECH C 00pa3IOM pe3toMe Ha aHTTUHCKOM SI3bIKE U €r0 MEePEBOJIOM Ha PYCCKUI
B Tabauie 15, 16.
o CocraBbTe CBOE pe3rOME.
e Brryunte cBOE pe3rome, OMUpasch Ha 3aM0JIHEHHYIO Ta0IHILy.

Tabmuma 15.
Oopa3sen pesrome (CV) Ha aHIVIHIICKOM fI3bIKE


mailto:js_dct@dct.co.uk

Sara Anne Green
Address (home): 47 Gerrard Street
Manchester, M20 4L.Z
Telephone: 0121 423170
Email: sara.green@gmail.com

A well-organized and outgoing Business
Economics student graduating in June 2007 with good
communication and analytical skills, looking to
develop a career as an economist within an
international business environment. Fluent Spanish
speaker experienced in the use of spreadsheets,
databases, and similar business software.

Education and qualifications:

September 2004 — June 2007

BA (Hons) in Business Economics

City University, Bristol

September 1996-June 2003

Manchester School

4 A Levels: Economics (A), Information and
Communication

Technology (A), English (A), Spanish (B)

9 GCSEs (including A* grades in Economics,
Spanish, English, Mathematics, ICT, and German)

Work experience:

July-September 2006

Administrative Assistant

MKL Smith & Co (Accountants), Manchester

Duties included:

using spreadsheets to sort and chart financial
information

assisting PA with routine admin tasks
July-September 2005

English Language Teaching Assistant

EFL International, Seville, Spain

Duties included: assisting teachers in preparing
lessons

administering student database

liaising with local companies to organize student
activities

July 2003-August 2004

\Various jobs (including voluntary and hotel work) and
travel in Spain and Latin America, gaining a valuable
insight into the culture and spoken language of those
countries.

Skills:

Advanced Certificate in MS Word, MS Excel, and MS
Access (evening course, September-July 2006)
Full driving license

Interests & extra information:

Netball, travel, swimming

References:

Dr Thomas Clark

Senior Lecturer in Business and Management
Department of Business Organization and Strategy
City University

Bristol BS1 2ER

Ms Susan Hunter

Senior Partner

MKL Smith & Co (Accountants)

231 Parker Street

Manchester M20 6QR

Tabnuua 16


mailto:sara.green@gmail.com

Qopa3sen pesome (CV) nepeBoj Ha PyCCKHUil A3BIK

Capa OnH ['pun

Anpec (nomamruuit): 47 Jxxeppap-
cTput, Manuectep M20 4LZ
Howmep tenedona: 0121 423170
JJEKTpPOHHAs MoYTa:
sara.green@gmail.com

S oxoHumna ynusepcutet B utone 2007 rozna no
crienuanbHOCTH “busHec DkoHOMUKaA”. S Xopo1o
OpraHn30BaHa U 00IUTENbHA, 001a1at0
AHATUTHYCCKUMU CTIOCOOHOCTSIMU. CTPEMITIOCH K
Kapbepe SKOHOMHUCTA MEXTyHAPOAHOTO YPOBHSI.
CB0OOIHO TOBOPIO NO-UCHIaHCKU. PaboTato ¢
ITOKYMEHTAIUeH U APYIrUM KOMMEPYECKUM
[IPOrPaMMHBIM 00€CIIEYEHUEM.

OO6pa3zoBaHue U KBaTUPUKALUH:

Cenmaops 2004 - Hons 2007

Crenens O6akanaBpa (IMOJTHOE BbICIIee 0Opa30BaHUE)
o busnec

(DKOHOMUKE

['oponckoy YHuBepcuteT ropo bpucrosb
Cenm=aopv 1996 - Hiono 2003

1Kosa ropo Manuecrep

4 OLIEHKU BBICOKOT'O YPOBHS: DKOHOMUKA (A),
MH(POPMAIMOHHO-KOMMYHUKAITHOHHBIE TEXHOJIOTHH
(A), anrnuiickuit s3Ik (A), ucnaHckuil s3b1k (B)
ATTecTaT 0 cpelHeM 00pa3oBaHUM (BKITIOYAs
BBICIITHE OAJUTBI TI0 5KOHOMHUKE, HCITAHCKOMY,
QHTIIMIICKOMY ¥ HEMEIIKOMY SI3bIKaM, MaTeMaTHKE U
KT

OnbIT paboTHI:

Hrwonb-cenmaopes 2006

Administrative Assistant

Cexpetapb-pedepeHT

MKL Smith & Co (byxranrepsr), Maruectep
/omKHOCTHBIE 00SI3aHHOCTH:

paboTta ¢ (UHAHCOBBIMU TAOIHIIAMHU U CXEMaMH
MOMOIIIb B €KETHEBHBIX JIeaX, CBI3aHHBIX C
AIMUHUCTPATOPCKOM paboTOM

Hrwono 2003-Aezycm 2004

Paznrunbie paboThI (BKIIFOYAst paboTy U paboTy B
oTeIe).

[lyremectBue no Ucnanuu u JlaTuHckoit AMepuke ¢
[[EJIbI0 TOJYYUTh LIEHHBIN ONBIT B TOHUMAaHUU
KYJIbTYp U YCTHOM PEYM 3TUX CTPaH.

HaBbiku:

CepTuduKaT M0 MPOJBUHYTOMY YPOBHIO ¢ MS
Word, MS Excel u MS Access (BeuepHue KypcChl,
Centsa6pb-Urons 2006)

[IpaBa 6e3 orpaHuyeHUM

VHTEepech! 1 IOMOJTHUTEIbHAS
HbOpMaIus:

HCT6OH, MyTeieCTBUs, IJIaBAHUC

PexoMmenganuu:

/loxTop Tomac Knapk

Crapiimii npenoaBatesib OM3Heca 1 MEHeKMEHTa
DaxynbTeT OM3HEC OpraHu3aluii U cTpaTerui
['0OpoICKOM YHUBEPCUTET

bpucrons BS1 2ER

Mucc Cpro3an XaHnrep

[naBa pupmsI
MKL Smith & Co (byxranTepsi)




231 ITapkep-cTpuT
Manuectep M20 6QR

Kak nanucats conpoBoauteabHoe nucsMo (Cover Letter) na anramiickom
OcHOBHbIE IPUHIUNBI HATIMCAHUS CONPOBOANTEILHOI0 NMUCHMA

e briTh makornunsM. Cover Letter He 10mKHO OBITh pacTAHYTHIM OOJiee YeM Ha CTPAHHUILY.
B npeane conpoBoauTe1bHOE MHCHMO 3AaHUMAET MOJIOBHHY WM 2/3 jucTa.

e He nybaupoBath TO, 4TO HAIIUCAIH B PE3IOME.

o Ilpexne uem npuctynuth Kk Hanucanuto Cover Letter, pemuts, yto MoTHBHpYET Bac nis
MOJTy4EeHUsI KOHKPETHOW JOJDKHOCTH, U TI0YEeMY JO0JDKHBI BEIOpaTh UMeHHO Bac.

e Crenath MUCHMO «GKUBBIMY», H30€TaTh SI3BIKOBBIX KIIMIIE U OaHAIBHBIX (pas3.

CTpVKTYpa CONPOBOANTEILHOI0 MUChMA

1. Berynjenue.

Hauats ¢ npuBetcTBust. Jlydiie BCero MombITATbCS Y3HATH UMS AUPEKTOPA 110 TIEPCOHATY
M aJpecoBaTh MUCHMO HEMOCPEJACTBEHHO eMy. Eciu mo KakuMm-1nbo MpUYrHAM 3TO CAeiaTh He
ynaetcs, nanumute Dear Sir/Madam.

B mepBoit yactu Takxke CieayeT pacckaszaTh O cebe, yKas3aTh JOJKHOCTh, Ha KOTOPYIO
peTeHIyeTe ¥ OTKyaa Bl y3HaAIM 0 BAKAHCHH.

Example I[pumep

Dear Ms. Woods, VBakaemas rocmosxa Byc,

I would like to express my interest in applying for a full-  |5I 6b1 X0Tena IPOSBUTH HHTEPEC K
time teaching position in your language center. | have Barireii BaKaHCHH Ha JTOJDKHOCTb

teaching experience in TOEIC, IELTS, TOEFL, Business [apemnogaBaTens ¢ MOJHOR

and Conversational English. I am confident in my ability BansitocTsio B Bariem si3p1koBOM
and passion to become a positive addition to your [ICHTPE. Y MEHS €CTh OIBIT
company. npenonasanusa TOEIC, [ELTS,
TOEFL, nenoBoro u pa3aroBOpHOTO
QHTIMKCKOTO. S yBepeHa, 4To MOst
KBaJ'II/I(l)I/IKaI_II/IH H SHTY3Ha3M
IIOMOJKET MHE CTAaTh NO3UTHBHBIM
IIOIIOJIHEHUEM B Bamy KOMIIAaHHUIO.
Dear Mr. Mathews VBaxkaeMbIH rocnoauH MaThioC,

| recently met with Tamara Foster from your company, and [HegaBHO st TO3HAKOMHEJICS C

she highly recommended that | send you my CV. Knowing [Tamapoii ®@ocrep u3 Baiei

the requirements of your open position for a sales manager, [kommanuu, 1 OHa HACTOSTEIHHO

she considers that | am the ideal candidate. PEKOMEHI0OBAIa MHE OTIIPABUTH BaM
Moe pestome. 3Hast TpeOboBaHus K
BAKAHCHH MCHCIKEPaA I10 IIpoJaKaM,
OHa CUUTACT MCHA UACAaJIbHBIM
KaHAUIaTOM.

2. OcHOBHasl YaCTh CONPOBOAMTC/ILHOI'O INCHbMA.

Bo BTopoMm a03arie ciieyer paccka3aTh O Balllel KBaTU(pHUKAIUU U TOCTUKEHUAX, KOTOpbIE
IIOKa3bIBAIOT, N04eMy BbI moaxoanTe Juist 5TOM AOJPKHOCTH M [TOYEMY UMEHHO Ballla KaHIUaaTypa
BBITO/IHA JIJIs1 KOMIIAHHH.

YHOMSHUTE HECKOJIBKO MPUMEPOB JOCTHKEHHUH B Ballleil Kapbepe, OMUpasch Ha U QPHI.
3aBepIINTE OCHOBHYIO YacTh CONPOBOJUTENIBHOIO MUChMa Ha aHIJIMMCKOM SI3BIKE TE€M, YTO Bbl
OTJIMYHO COOTBETCTBYETE ITON JODKHOCTH, OCHOBBIBAsCH Ha Barieil kBamudukanuu.



Example

IIpumep

I've spent the last year and a half working full-time as a
writer and editor for a publishing company that specializes
in educational content. During that time, I've logged
thousands of hours doing everything related to the editorial
process, including copy editing, proofreading, and quality
assurance. | currently manage a team of 40 freelance writers
who work on a variety of different subjects, and | ensure that
the quality of every submission meets our high editorial
standards. I'm also very familiar with English grammar and
have no trouble adapting to various style guides. What I like
most about my current job is that it gives me the opportunity
to learn and be creative, and it looks like this position would
do the same. | feel that | could be a valuable asset to your
team, and | bring to the table all of the skills.

1 mpoBEN IpoLIBIE TOJITOPA roja,
[paboTas Ha MOJIHYIO CTaBKY
[caTesieM U pelakTOpOM B
M37aTeIbCTBE, KOTOPOE
CrHeHaTN3UpyeTCs Ha
00pa3oBaTeIbHOM KOHTEHTE. B
TEUYEHUE TOTO BPEMEHH, S JIeNIal
BCE UTO CBSA3AHO C PEIAKTOPCKON
PaboTOM, BKIIIOYAsI TEXHUYECKOE
peaKTHPOBAHKE, YTCHHUE
KOPPEKTYpBbI, 0OecrieueHue
KauecTBa. B HacTosee BpeMs s
yrpasJsito rpynnoi u3 40
nucarenel-ppuIaHcepoB, KOTOPhIE
paboTaroT Ha/l pa3IMYHBIMU
TEMaMH, ¥ I MOTY 3aBEPHTh, YTO
KayecTBO KaXkJI0M pabOThI
COOTBETCTBYET HAIITM BBICOKHM
cTaHmapTaMm. S Takke XOpoIIo
3HAKOM C TPaMMATHKOMN
QHTJIMIICKOTO s13bIKa B 0€3 mpoosieM
QA THPYIOCh K Pa3INIHBIM
crioco6am BeIpaxkeHus. YTo MHE
HpaBUTCS 0O0JIBIIIE BCETO B MOCH
HBIHEIIHEH padoTe Tak 3TO TO, 4TO
OHa Ta€T MHE BO3MOYKHOCTD
00yJaThCsl U OBITh TBOPUYECKOMN
ITUYHOCTBIO U, TOX0XKE, UTO 3Ta
TOJKHOCTD IIpeJyIaraeT noao0Hoe.
41 Bepro, uto Oyay st Bac
[IEHHBIM [IPHOOPETEHUEM, U MOU
HABBIKM BHECYT BKJIaJ B Bairy
KOMITaHUIO.

Few months after graduation, | started working as an
English Instructor which allowed me to further develop and
strengthen my communication and teaching skills. | believe
that | could make a significant and valuable contribution to
your institution considering the qualifications mentioned.

HeckoabKo Mecs1eB CIyCTs Mocie
OKOHYaHUSl YHUBEPCUTETA 1 HaYall
paboTaTh HHCTPYKTOPOM IO
QHTJIMIICKOMY SA3BIKY, YTO
[MO3BOJIMJIO MHE B JTAJIbHEHIIIEM
[Pa3BUBATHCS U YIYUIIUTh CBOU
KOMMYHUKATUBHBIEC HABBIKU U
HaBBIKU IpernogaBanus.
[oJiarato, YT0 MOTY BHECTH
3HAYUTEIbHBIN 1 [ICHHBIM BKJIAJ B
Baiy opranuzanuro, yauTbIBast

[YKa3aHHBIC KBaJ'II/I(I)I/IKaI_II/II/I.

3. 3akJIYuTeIbHASA YACTh.




B »sroit wactu Cover Letter Bel 10mKHBI NpU3BaTh MOTEHIUATBHOTO paboTomaTens K
NeNCTBUIO, T.€. IpUTIacuTh Bac Ha cobecenoBanue. i 3Toro nomnpocure no3BoHUTH BaM, 4T00bBI

COTJIacOBATh JIaTy M BpeMs Ha coOeceJOBaHusI.

W namocnenox, mobiaromapure 3a TO, YTO YACTWINM BpeMs IS paccMoTpeHus Barmei

KaHAUJATypBbI.

Example

IIpumep

| am certain that my experience and skill set would make
me a great candidate for this position as well as a great
asset to your company. Please give me a call at the number
above to schedule an interview at your convenience

41 yBepeH, 4TO MOH OTIBIT U HAOOP
HABBIKOB C/I€JAl0T MEHS OTJINYHBIM
KaH/1/1aTOM Ha 3Ty JOJDKHOCTb, a
TaK)Ke [IEHHBIM aKTUBOM JIJIS Balllel
koMmnanuu. [loxanyiicra, 103BOHUTE
MHE TI0 yKa3aHHOMY BBIIlI€ HOMEPY,
UTOOBI 3aIlJIAHUPOBATH
cobecenoBaHue B yA00OHOE IS Bac
BpeMsi

phone at 233.44.9874.
Thank you so much for your time

| look forward to discussing my qualifications further and
can be reached by email at aberezina@email.com or by

5] ¢ HETeprieHueM 0XKHIar0
nabHENIIero 00CyX1eHNUs Moei
kBT (prKauu. MOKHO CBSI3aThCs
CO MHOI 110 JIEKTPOHHOU ITOYTE
aberezina@email.com uiau 1o
tenedony 233.44.9874.

bosbioe ciacu6o 3a yaeneHHoe
BpEMSI.

[Ipu npoiiaHuu MOYXKHO KCIOJIB30BAaTh KOHCTPYKIINH:

Yours faithfully (mpu o6pamennu Dear Sir/Madam ),

Yours sincerely (ipu oGpariennu ¢ ykasaHrneM UMEHH ajipecara),

a TaKkKe KOHCTpyKIwio Best regards .

Example

I[Ipumep

Looking forward to hearing from you,
Best regards,
Svetlana Berezina

C HEeTepreHneM
Ky Bamero
OTBETA,

C HaUTy4IIUMU
[OKeTaHUSIMHU,
CBetiaHa
bepesnna

Sincerely,
Eric Roberts

| appreciate your consideration and look forward to hearing from you. 51 Lenro Baiie

BHUMaHHE U Ky
OT Bac OTBETA.
C yBakeHHEM,
Opuk Pobeptc

3aoanue 16.

e  (O3HaKOMBTECH C o6pa3u0M COIIPOBOJAUTCIIBHOI'O ITUCbMA Ha AHTJIMHCKOM SI3BIKE B Ta6J'II/II_[e

17.

. HepeBeI[I/ITC COIIPOBOAUTCIILHOC TTMCBbMO Ha py'CCKI/Iﬁ A3BIK.

Tabmuua 17.

IIpuMep cONPOBOAMTEIBHOI0 MUCHMA HA AHTJIMHCKOM

email@example.com

Dear Mr. Simpson

100 Broadway Lone, London, UK NWB80QE M: (020) XXXX XXXX example-




| am writing in response to your advertisement for the Business Development Manager
position available with Mega Carp. | have six years of experience working in a similar role.
Additionally I have my Masters of Business Administration degree along with a smart business
partner identification strategy.

My work as a business development manager involves me researching and identifying
trendsetter business ideas. | contact potential business partners to develop business
relationships and propose business deals. Through careful analysis of market strategies deal
potentials and financials | am able to effectively screen potential partnerships.

I close new business deals through careful contract development and negotiation coordinating
requirements and integrating contracts with business operations requirements. | have a strong
motivation for sales and am skilled at closing new business and my excellent communication
skills assist me with the process. In order to keep up to date I read professional journals
participate in industry organizations and form strong personal contact networks.

I know | would be a valuable asset as the new Business Development Manager at Mega Corp.
The company would be gaining someone who is very savvy and has a strong business
development track record. Please contact me to schedule an interview any time.

Sincerely

Penelope Smith

3aoanue 17.

e (O3HakoMbTECh C 00pa3lOM COMPOBOJAUTEIHLHOTO MHUChMa HAa AHIJIMMCKOM SI3BIKE U €ro
MEePEBOJIOM Ha PYCCKHUH s3bIK B TabmuIe 18.

e CocraBbTe CBOE COMPOBOAUTEIHHOE MUCHMO, ONHPAsCh Ha 00pa3ell U KIIHIIe, KOTOphIe
yHOTPEOIISIFOTCS TIPU HAITMCAHUU COTTPOBOUTENBHOTO TchMa (CM. [Ipuioxenus).

Tabmuna 18.
ConpoBoauTe/ibHOE MUCHMO IlepeBoa Ha pycckuii

Employer's Name Vvs pabomooamerist
Company [Komnarnus
Address Aopec
City, State, Zip [ '0p00, wmam, noumoeblil UHOEeKC
Dear (salutation) Last Name, VBaxkaeMas/vlil (2ocnoorca/2ocnooun)

Damunus,

A successful consultative sales person has the ability to
develop and nurture long-term relationships. My success |Ycnensblit KOHCYJIbTAHT O

in this area is well documented. [poJaXkaM, HMEIOIIUI BO3MOKHOCTh
[PAa3BHUBATLCA U Pa3BHUBATH
J10JITOCPOYHBIC OTHOIICHUA. Moii
My customers will tell you | am efficient and organized, [ycriex B 3T0#i 067acTH MOATBEPIKACH
excellent at building fostering mutually beneficial TOKYMEHTAJIBHO.

relationships. My supervisors look at the bottom line and
acknowledge my overall contributions to the company. [Mowu KJIHEHTbI CKaXyT BaMm, 4TO 5
H(PPEKTUBHBIN U OpraHU30BaHHBIMH,
Although my enclosed resume is practical in nature, it joTiIH4YHO MOIXOXKY JUTS Pa3BUTHS
cannot convey the full level of my eagerness to undertake[B3anMoBBITOJHBIX OTHOLICHHUH. MoU
new challenges. | would like to continue my successful [pykoBoaurenu cMoTpsT Ha

growth in the field of pharmaceutical sales. You will find [pe3ynbraT n npu3HaroT MO BKIIa/IbI
that | am a rapid learner with a great deal of excitement [B kommnanuto.

and enthusiasm in all my endeavors.




XOTs BJIOKEHHOE MHOW pE3IOME

I know I will make a positive contribution to [Company [mpakTu4HO 0 CBOEMY XapakTepy,
Name], and look forward to discussing my capabilities in joHo He MOXeT Tiepe1aTh MOTHBIH
more detail. | am available for a personal interview at  [ypoBeHb MOETO pBEHHUSI JJIsl PEIICHUS
your convenience. | know you are busy, and have many [HoBbIx 3ama4. S xoTel ObI
applications to review, so please let me know if you wish [npogomkutsk CBO#l ycHemHblit pocT B
to further discuss your requirements and my ability to  [o6aactu dapmarieBTHIeCKHX

meet them. Thank you for your time and consideration. [mpomax. Bel yoeautech, 4to s
OBICTPO YUYCh C OOJIBIIIMM PBEHUEM
11 DHTY3MAa3MOM BO BCCX MOHUX

HAYMHAHUSX.
Sincerely, ] 3HA10, YTO CHEIIAI0 ITO3UTUBHBIN
Your Name BKJIa B [Hazearnue xomnanuu] u ¢

HETCPIICHUEM KTy BO3MOXHOCTH
0oJiee MoAPOOHO 0OCYAUTH MO
BO3MOYKHOCTH. S TOTOB JIJIs1 TUYHOTO
cobecenoBaHus B yI0OHOE ISl BAC
BpeMs. S 3HAK0, UTO BBI 3aHSTHI U Y
Bac MHOTO 3asBOK Ha paCCMOTPECHHE,
[TOATOMY, TOKAITYHCTa, JaNTe MHE
BHATH, €CIIM BBl XOTHUTE TIPOIODKUATH
00CYXICHHE BallTUX TPEOOBAHUI U
MOWX BO3MOKHOCTEH
COOTBeTCTBOBAThL MM. Criacu0o 3a
Ballle BpeMs 1 BHUMaHUE.

C yBa)kK€HUEM,
Bawe ums

Hpuioxenue 1.
Kuamniue 1Jis1 npuBeTCTBUSA M CAMONPe3eHTALMU HA AHTJIUHCKOM sI3bIKe.

dpa3a HA AHTJIHIICKOM dpa3a HA PYCCKOM

Dear Sir/ Madam (eciu BbI BOOOIIIE HE 3HAETe, KTO YBaxkaeMblid... / JIoOpbIit 1eHb (UMs). ..
OyJeT YMTaTh BaIlle MUCHMO)

Dear Sir or Madam (ecnu BbI HEe 3HaeTe HUMEHH TOTO,
KOMY IHIIETE)

Dear Mr/ Mrs/ Ms Surname (eciu BBl 3HaeTe TOrO,
KOMY IHIIETE)

Mr Surname (oOparieHue K My>K4rHe)

Mrs Surname (oOpartiieHue K 3aMy>KHel KEeHIIUHE)
Ms Surname (oOpaiiieHre K KeHIIMHE HE3aBUCUMO OT
ee CeMEMHOT0 MOJIOKEHHs)

| am writing in response to your advertisement posted [f mumry B 0OTBET Ha Bally peKiamy,
on... A3MCHICHHYIO HA ...

| am writing to apply for the position of (position title) [[Tpomry paccMoTpeTh MO KaHAUAATYPY
Ha TO3HUINIO (HAa3BaHKE MO3UIUH) ...

| am interested in the position of (position title) at your [Menst 3anHTEepecoBaia BakaHCHUs
company, as advertised on (website) ... (Ha3BaHUWE MO3HIINA) B Balllell KOMITaHUH,
KOTOpast ObLTa OMyOJIMKOBaHa (Ha3BaHUE
caiirta) ...




| have pleasure in applying for the advertised position,
as ..

‘I ¢ yI0BOIBCTBUEM NIOJAIO 3asBKY Ha
OIYOJMKOBAHHYIO BAKAHCHIO, TaK Kak ...

I am currently working as (position title) at (company
name) ...

B naHHBIf MOMEHT s paboTaro B (Ha3BaHHE
KOMIIaHHUH ), T/I€ 3aHUMALO JIOJDKHOCTh
(Ha3BaHUE MO3UILIUY) ...

My main responsibilities included...

Cpeu MOUX OCHOBHBIX 00sI3aHHOCTEH ...

I am in charge of... /I am responsible for...

B Mmoo 30HY OTBETCTBCHHOCTHU BXOOMT ...

IIpuioxenue 2.

(I)pa3bl AJIs OMUCAHUA KBa.TII/Iq)I/IKaIII/II/I, OIIbITa, JOCTHKEeHUI

dpa3a HA AHTJIHIICKOM

dDpa3a HA pyccKOM

| have 5 years of experience in (field name)...

Y MeHnst 5 et omnbiTa paboTsl B chepe
(Ha3zBanue cdepsl)...

Both my work experience and my professional skills
meet the requirements for the position of (position
title)...

Moii onbIT pabOTHI U
MpodecCHOHAIbHBIE HABBIKU
COOTBETCTBYIOT TPEOOBAHUSIM BaKaHCHHU
Ha JJOJDKHOCTH (Ha3BaHUE TTO3HIIHH). ..

As can be seen frommy CV...

Kak MOXHO MpoYyecTh/yBUJIETh B MOEM
pE3IOME. ..

As you can see from my enclosed réesumé, my
experience and qualifications match this position’s
requirements.

Kak BEI MOKeTE BUICTH U3 IpHUIAaracMoro
[pe3toMe, MO OTIBIT M KBaTU(UKALUs
COOTBETCTBYIOT TPEOOBaHUSIM 3TOM
MO3HUIINN

[ am well versed in...

5] 001agaro OOIBIIIMM OIBITOM U
rTyOOKHMHY 3HAHHSIMH B ...

[ would be well suited to the position because ...

51 Ob1 XOPOIIIO TIOIOIIEIT Ha ATy
TOJDKHOCTD, IIOTOMY 4TO ...

My ... years of experience and work in the field of
(field name) have helped me develop such professional
qualities and skills as ...

Motii ...-eTHHI OIBIT U paboTa B cdepe
(Ha3BaHME cepbl) TOMOTIIM MHE Pa3BUTh
Takue MpoQecCUOHANTBHBIC Ka4eCcTBa U
YMEHHUS. ...

In the course of my work/studies at (place) I received
all the knowledge and skills necessary to...

Ha npoTtspkeHun Moeid paboThl/yueOnl B
(yueOHOTO0 3aBe/ICeHHE) 5 TTOJTYIHIT BCE
HEOO0XO0IMMbIC 3HAHWSI U HABBIKHU JIJISI
TOTO, YTOOHI ...

[ consider ... to be my strong points.

CBOMMU CHUIBHBIMHM KauyeCTBaMH
CUMTAlO...

Among my strengths are...

Cpe,I[I/I MOHX CHUJIBHBIX Ka4C€CTB MOZKHO
BBIACIUTD ...

| am convinced that my experience and professional

skills will enable me to cope with all tasks set before me

as well as to achieve high results ...

[YBEpeH, MO OTIBIT U
npodeccnoHanbHbIe HABBIKU MO3BOJISAT
MHE CIIPaBIISATHCS C MOCTABIEHHBIMU
3a71a4aMy U IOCTUTaTh pe3ynbTaTta ...

In the course of my ... years at the company I managed

to achieve / improve/ increase/ introduce/ implement...

3a ... et paboThl B KOMIIAHUU MHE
Y1JI0Ch IOCTUYb/ YAyUIIUTh/
YBEJTMYNTh/BHEAPUTD /pean3oBaTh

My greatest achievements include...

CpCI[I/I KJIIOYEBBIX JOCTHXKEHUI XOTEIOCh
OBI BBIJACIINTD TAKHUC ...




| have also attended several conferences on this subject.

Kpowme Toro, st mpuHUMall y4acTue B
HEKOTOPBIX KOH(EPEHLUAX 1O ITOM
TeMeE.

| believe the combination of my education and
experiences have prepared me...

51 CUHUTAr0, 4YTO B3aNMMOCBA3b MOCTO
06pa303aH1/1;1 M OIIbITa IIOAT'OTOBHIIO
MCHA ...

Whilst working at... I became highly competent in...

Bo Bpems paboThI B...(KOMIIaHUA) 5 CTaJ
BHICOKOKBAIH(DUITUPOBAHHBIM
CIIELUATTUCTOM B... (001acTh

eI TeIbHOCTH)

Even under pressure | can maintain high standards.

/laxke B CTPECCOBBIX CUTYAIUAX MHE
yAAeTCs MOAJIEPKUBATH BHICOKUI
cTaHIapT pabOTHI.

IIpuioxenue 3.

JInuHble KayecTBA HA aHrJINIicKOM s3bIKe 1d Cover Letter

dpa3a HA AHTJIHIICKOM

dpa3a HA PYCCKOM

communication skills

KOMMyHI/IKaTI/IBHI)Ie HaBbIKN

negotiation skills

HapbIkM IeperoBopos

analytical skills

AHAJITUTUYECKHE CITOCOOHOCTH

logical thinking

Jlornyeckoe MBIIIJIEHUE

presentation skills

Hapbiku npe3eHranmu

Good interpersonal skills

X oporire HaBBIKA MEXJITMIHOCTHOTO
0OIIEeHN

Deductive reasoning

HC,I[YKTI/IBHOG MBIIIJICHUE

| have an excellent command of (language)

CBOOOIHO BIIAZEIO ... SI3LIKOM

[ have a command of (language) at ... level

Biaznero Ha ... ypoBHE ...

[ am an experienced user of...

51 ONIBITHBIN OB30BATENb. . .(YKAKUTE
KOMITbIOTEPHBIE TPOIPAMMBI)

My professional experiences are supplemented by...

Moii ipodeccuOHaNbHBIN OIBIT
OTIoHSIeTCS ...

Hpuioxenue 4.

IIpomexyTounsblie ¢ppa3sl npu Hanucanun Cover Letter

dpa3a HA AHTJIHIICKOM

Ddpa3a HA PYCCKOM

Bo-1niepBbIX, BO-BTOPBIX, B-TPETHHX.

Firstly, secondly, thirdly.

UTto Kacaetcd...

As for... / Regarding... / As
regards...

boiee Toro...

Moreover,.. / What is more, ...

He ToIbKO ... ,HO U ...

[Not only... but also

C 0HOM CTOPOHBI. .., C IPYrOi CTOPOHBI. ..

On the one hand, ... on the other

hand, ...

OnHako ... However, ...

CrnemnoBarenbHO ... Consequently... / Therefore... /
Thus ...

XoTenoch ObI OTMETHTb ...

One should mention ...

[lo-MOeMy MHEHHIO, ...

In my opinion ...




YBepeH, 4To0 ...

I am sure/certain/convinced that

Undoubtedly,..

Hecomuenno, ...
... @ UMEHHO ... ...namely...
... BKJIFOUasl. .. ...including. ..

IIpuinoxenne S.

Kak noka3arthb HHTEPEC K KOMIIAHUH B CONMPOBOAUTEC/ILHOM MUCHME

Ddpa3a HA AHTJIHIICKOM

dpa3a HA pycCcKOM

The company’s activities/projects belong to the sphere where
my professional interests lie.

/lesTenbHOCTh/IPOEKTHI KOMITaHUY|
COOTBETCTBYIOT MOUM
npodeccnoHaIbHBIM HHTEPECAM.

[ am particularly interested in this job, as...

5] upe3BpIUAliHO 3aMHTEPECOBAH B
bTOM paboTe, MOCKOJIBKY. ..

[ am particularly interested in the company’s projects that
concern...

(Oco0eHHO UHTEPECHBI TPOEKTHI
KOMIIAHWH, CBSI3aHHBIE C ...

[ share the company’s conviction that...

A paznensiro Mo3UIMI0 KOMITAHUU
B TOM, 4TO...

I share such key values of the company as...

A paznensito Takue KItoueBbie
LIEHHOCTH KOMIIQHWH KaK ...

| find your company attractive because...

Barra kommaHust TpUBJIEKaeT MEHS
TeM, 4TO...

I have a lively interest in ... and would appreciate the
opportunity / chance to broaden my knowledge by working
with you.

MeHsI 5KUBO UHTEPECYET. .. U 5
Oymy OmaromapeH 3a BO3MOKHOCTh
paclIpUTh CBOU 3HaHUs, paboTas
C BaMU.

I would like to develop in the field of (name of the field) ... /
in this sphere

MHe Obl XOTENIOCh Pa3BUBATHCS B
chepe (Ha3BaHME) ... / B JaHHOM
HarpaBJICHUU

I would like to apply my experience and professional skills in

MHe Obl XOTeN0Ch MIPUMEHHUTD
MOI1 OTIBIT U TIPO(heCCHOHATIbHBIE
HABBIKU B ...

[ would like to work for you, in order to...

51 Ob1 XOTEn paboTaTh Ha Bac JJIs
TOr'0, YTOOKI. . .

| have been interested in this type of job all through my career.

Ha nmpoTsxkenun Bcet Moent
Kapbepbl MEHSI HHTEPECOBAJIA

rakasi paboTa.

IIpnioxenue 6.

Kak Hanucartp Ha aHFHHﬁCKOM, 49TO0 y BaC €CThb p€KOMEHIAaTECJIbHbIC IUCbMa

Dpaza HA AHTJIMHCKOM

Dpasa HA pYCCKOM

Names and contact details of my referees are available [[otos

on request.

MpEaAOCTaBUTb KOHTAKTBI HMHCﬁ,

KOTOPLIC MOT'YT MCHS ITOPCKOMCHAOBATD.

Please find the names and contact details of my referees
below ...

[IperoCcTaBIIsIt0O KOHTAKTHI JIFOACH,
KOTOpBIE MOTYT MEHS IOPEKOMEH0BATH




| enclose copies of references from my last two
employers.

5] mpuutararo KOmuu OT3bIBOB JIBYX MOUX
OBIBILINX HAHUMATEJIEH.

The names of two references are given below.

lIMeHa IByX IOpYUYUTEIEH yKa3aHbl
HIDKE.

Ipuinoxenne 7.

d)pa3l>1 AJIs 3aBEPIICHUS CONMPOBOAUTE/ILHOIO IIMCbMa Ha AHTJIMHCKOM

Ddpa3a HA AHTJIHIICKOM

dpa3za HA pycCcKOM

You will find more detailed information in my CV
attached to this email.

bosee neranbHy0 HHGOPMAIHIO BBl CMOKETE
HalTH B MOEM PE3IOME, KOTOPOE MPUKPEILISIO
K 9TOMY MHCHMY.

You can find samples of my work in the
attachment.

Bo BiO’keHUM BBl MOKETE YBUJETH 00pa3Iibl
MOMX JIy4IIuX padoT.

Thank you for your time and consideration.

bitaroapro 3a Banie BpemMsi 1 BHUMaHHE.

| would appreciate a reply to my application.

b1 Ob1 OUEHBb MPU3HATEIICH 32 00PATHYIO
CBSI3b.

Thank you for considering my application

biiarogapro 3a Bailie BpemMsi U BHUMaHHE K
MoeMy HI/ICBMy.

Thanking you most sincerely for your time and
consideration.

biiaronapro Bac 3a Balie BpeMsi 1 BHUMaHUE.

Thank you for considering me for this very
important position.

Criacu60, 4TO paccMOTpEIH MEHS JUIs STOU
OYCHb BaXKHOU IMO3UINH.

Please contact me via...

[ToxamyiicTa, oOpamaiiTech Ko MHE
MMOCPEICTBOM. .. (KOHTaKTHasi HH(MOPMAITHs)

Yours faithfully...

C yBayxeHUEM, ...(€CITM HAYMHAIHA TUCHMO
Dear Sir or Madam)

Yours sincerely / Best regards / Kind regards. ..

C yBayxeHUEM, ...(€CITu HAYMHAIHA TUCHMO
Dear Mr Surname)

Boipaxenus st moOyKiaeHust

Ipunioxenue 8.
HR-manager k neiicTBUIO

dpa3a HA AHTJIHIICKOM

dpa3a HA PyCCKOM

I would be delighted to discuss my application
further at an interview and complete a test task.

By,[[y OYCHb paJl OTBCTHUTH HAa JOIIOJITHUTCIbHBLIC
BOIIPOCHI HA CO6€C€I[OBaHI/II/I, a TaKXKEC
BBIIIOJIHUTH TCCTOBOC 3aaHUC.

I am available for interview on...

51 Mory 1MOI0MTH Ha coOeceI0BaHueE. ..
(ykaxuTe 1aTy)

| would welcome the opportunity to discuss
further details of the position with you personally.

51 ObLT OBI paJl BO3MOXKHOCTH OOCYAUTH
MapHENIINE AETAIH TO3UIUNA C BAMH JTUYHO.

| look forward to the opportunity to personally
discuss why | am particularly suited to this
position.

C HeTepIieHUEM 0XKUIAat0 BOBMOXKHOCTH JINYHO
00CYIUThH C BaMU MPUYUHBI, KOTOPbHIE IETA0T
MEHS CaMOU MOIXOAIIEH KaHAUAATYpOH Ha
PTY NOJDKHOCTb.

| look forward to hearing from you.

C HCTCPIICHUECM KOy BAICTO OTBCTA.

| look forward with enthusiasm to an opportunity
for an interview.

41 ¢ BHTY3Ma3MOM CMOTPIO Ha BO3MO>KHOCTh
MHTEPBBIO.

| am eager to talk with you about the contribution

5] oueHB X041y IMOroBOPUTH C BaMU O BKJIAAC,

| could make to your firm.

KOTOPBIiA 1 MOT OBl IPUBHECTH B BaIlly GUPMY.




Yro Takoe 3cce?

Occe Ha aHTIIMHCKOM — 3TO Pa3HOBUHOCTb TBOPYECKON pabOThI, KOTOpask UMEET MPOU3BOJIbHYIO
KOMIO3HIIMIO M PACKPBIBAET MHEHHE aBTOpa Ha Ty WM MHYIO MPOOJIEMY COIMAIBHOTO, KYIbTYPHOT'O
WIA MCTOPUYECKOTO IJIaHa. JTO HE COYMHEHHE IO aHTIHMICKOMY, CTaThs, pedepar mim xakoe-amuodo
Jpyroe MIpOU3BEJIEHUE TBOPYECKOTO JKaHpa. OcCe€ IOpAO0 3aHUMAET OTIENIbHYIO JYHKY B MHpPY
nyonunucTuky. JlaBaiiTe CpaBHUM €ro CO CTaThel, COUMHEHHUEM T10 aHTITMICKOMY SI3BIKY B pedepaTom.
YroObI TOTyUIIIe pa300paThCs, YTO TAKOE ICCE M, IOYEMY €r0 HEllb3s Ha3BaTh CTAaThel, pedepaTtoM u
T.J., JaBaiiTe pacCCMOTPUM HEKOTOPbIE MOMEHTBHI.

CnoBo "acce" MpUIIIO B PYCCKUU SI3BIK U3 (PPAHITY3CKOTO U UCTOPUYECKH BOCXOJUT K JJATHHCKOMY
CIIOBY «eXagiumy (B3BemirBanue). OpaHiry3ckoe «e33ai» MOKHO OYKBAJIbHO IICPEBECTH CJIOBAMHU OTIBIT,
po0a, MombITKa, HAOPOCOK, OYCPK.

Dcce - 3TO MPO3aMUECKOe COYMHEHHE HEOONIBIIOTO O0beMa M CBOOOJHOW KOMIIO3HIIHH,
BBIpaKarolllee NHIMBUyalbHbIE BIIEYATIEHUS U COOOpakeHUs IO KOHKPETHOMY ITOBOAY HJIM BOIIPOCY
1 3aBEJIOMO HE MPETEHAYIOIIee Ha ONPEAESIONIYI0 HIIM HCYEPIIBIBAIOILYIO TPAKTOBKY MPEIMETA.

B "TonkoBom cnoBape wuHosi3biuHBIX ciioB" JLII. KpeicuHa scce ompezensercss kak '"ouepk,
TPaKTYIOIIUN KaKue-HUOYIb MPoOJIeMbl HE B CUCTEMAaTHUECKOM Hay4YHOM BUJIE, a B CBOOOJHOM popme".

"BosbIoil  PHIMKJIONMEIWYECKU CIIOBaph" JaeT Takoe OmpejelieHne: "OJcce - ITO IKaHp
¢unocopckoil, TMTEPATypHO-KPUTUUECKOM, HCTOPUKO-OHOTrpadudeckoil, MyOIMIMCTUYECKON TTPO3bI,
COUETAIOMINM TOJYEPKHYTO HHIMBUIYAIbHYIO TO3MIMIO aBTOpa C HENPHUHYKIEHHBIM, YacTo
napaloKCaNtbHBIM U3JI0KEHHUEM, OPUEHTUPOBAHHBIM Ha Pa3rOBOPHYIO peyb'.

"Kparkas nurepaTypHas HSHIMKIONEAUS" yTOYHSAET: "OcCcCe - 3TO MIPO3andeCKOe COYMHEHHE
HEOOJIBIIIOTO 00beMa M CBOOOJHOM KOMIIO3UIIMHU, TPAKTYIOIIEE YACTHYIO TEMY U TMPEJCTABJISAIONICE
MOTBITKY NIEpeaTh MHANBUAYabHbIE BIIEYATIEHUS U COOOpa)KeHNs, TaK UJIM HHAYEe C HEIO CBsI3aHHbIE" .

Hekotopele mpu3Haku »3cce: Haau4yue KOHKPETHOM TeMbl WM Bompoca. lIpomssenenue,
MOCBSAIICHHOE aHAJIW3y HIMPOKOTo Kpyra mpodiieM, MO ONpeaeeHHI0 HE MOKET OBbITh BBIMIOJHEHO B
KaHpe Icce.

Occe BbIpa)KaeT MHAWBH]yalbHbIE BIIEUATIEHUS U COOOpa)KEHUS MO KOHKPETHOMY IOBOIY WIIU
BOIPOCY U 3aBEIOMO HE MPETEHAYET Ha ONPEICISIONIYI0 UM UCUEPIBIBAIOIIYIO TPAKTOBKY MpPEIMETa.

Kak mpaBuio, scce mpeamnosnaraer HOBO€, CyObEKTUBHO OKpPALIEHHOE CJIOBO O 4eM-IH00, Takoe
MPOM3BEICHUE MOXKET HUMeTh (UIOCOPCKU, HMCTOPUKO-OMorpaduueckuii, MyOTUITUCTUUECKUM,
JTUTEPATyPHO-KPUTUYECKUH, HAYYHO-TIOMYJISPHBIN WIIM YUCTO OEJUIETPUCTHUECKUN XapaKTep.

B copep:xaHuu scce OLIEHUBAIOTCSA B MEPBYIO OYepe/b JUYHOCTh aBTOpPA - €r0 MHUPOBO33pPEHUE,
MBICJIA ¥ 4yBCTBA.

JlanHbIN JKaHp cTajd NOMYyJASpHBIM B mocieaHue rojel. CospareneM jkaHpa 3cce CUUTAETCs
M.Mountens ("Omnbiter", 1580 r.). CeromHs scce mpemiaraeTcs B KauecTBe 3a/1aHHs JIOCTaTOYHO YacTo.
OHO sBJISETCSI OJHUM U3 OCHOBHBIX KOMIIOHEHTOB I1aKeTa JIOKYMEHTOB (IIPH MOCTYIJICHUH B yueOHOE
3aBe/ieHUE WK TpynoycTpoicTee). KoHkypc acce momMoraet u3 MHOrooOpasus JIydlInX BeIOpaTh CaMbIX
ayqmux!

CTpyKTypa H IUIaH 3cce

CTpykTypa 3cce OnpeaessieTcs MPeIbsBIsIeMbIMU K HEMY TPEOOBaAHHMSIMU:

MBICJIA aBTOpa 3cce 1Mo MpobieMe u3nararTcs B popme kpaTkux te3ucos (T).

MBICJIb JIOJIKHA OBITh TIOJIKPEIUICHA JOKa3aTeIbCTBAMHE - IIO3TOMY 3a TE3UCOM CIICAYIOT apryMEHTHI
(A).

AprymMeHTHl - 3TO (aKThl, SBJICHUS OOLICCTBEHHOW >XU3HHU, COOBITHS, JKU3HECHHBIC CUTYaIlUd |
YKU3HCHHBIH OIBIT, HAYYHBIC JIOKA3aTEIbCTBA, CChUIKM HA MHEHHE YUEHBIX U Jp. JIydiiie MpuBOIUTH /1B
apryMeHTa B TI0JIb3y KaKJIOTO TE3WCa: OJUH apTyMEHT KaKeTCs HEeyOeJUTEIbHBIM, TPU apryMEHTa
MOTYT '"meperpy3uth" H3II0KEHHE, BBIMOJHEHHOE B YKAaHPE, OPUCHTHPOBAHHOM Ha KPAaTKOCTh M
00pa3HOCTb.

Takum oOpa3om, 3cce mpUOOPETaeT KOJBIEBYIO CTPYKTYPY (KOJHUYECTBO TE3UCOB U apryMEHTOB
3aBHCHUT OT TEMbI, H30PAHHOTO IJIaHA, JIOTUKU PA3BUTHS MBICITH):

BCTYIUICHUE

TE3UC, APTYMEHTHI



TE3UC, APIYMEHTHI

TE3HC, APIYMEHTHI

3aKJIIOUEHHUE.

Jpyrumu cioBamu:

1) BBenenne/BcTyIuieHne (3/1eCh BAXKHO 0XapaKTepU30BaTh TEMY, O KOTOPOH OyJeT ATH pedb, HE
BBIpaXKasi CBO€ COOCTBEHHOE MHCHHE).

2) OcHOBHas 4acThb (37€Ch BaKHO BBIPA3UTh CBOE MHEHHE O IMpoOseMe, NMPUBECTH MPUMEPHI U
JI0Ka3aTeNIbCTBA).

3) 3akimtoueHue (B TaHHOM pa3fiesie Bbl MOJABOJEC UTOTHM M CYMMHUPYETE BCE BBILICIIEPEUUCICHHOE.
[loMHuTE, YTO B MAHHOM THUIIE 3CCE€ KOHKPETHBIM BBIBOJ JENaTh HE CJEAYeT, MOXKHO JIWIIb
pacmpeienuTh 1o ABYM YaliaM BECOM BCE apryMEHTHI).

Baxno! Crnosa I think, I believe, In my opinion, etc. MOKHO yOTPeOIATh TOJIBKO B 3aKIIOUYCHUH,
I7I€ BBl BBIPQXACTE CBOIO MO3UIIUIO.

[Ipu Hamucanuu 3cce BaXKHO TAKKE YIUTHIBATH CIIECIYIOITHE MOMEHTHI:

- BCTYIUICHUE U 3aKII0YCHHE JODKHBI (DOKYCHPOBAaTh BHUMaHKE Ha TTpo0siemMe (BO BCTYIUICHHUH OHA
CTaBUTCS, B 3aKJTIOUEHUU - PEIIOMHUPYETCS] MHEHHE aBTOPA).

- HE00X0IMMO BBIJICJICHUE a03a1eB, KPACHBIX CTPOK, YCTAHOBJIEHUE JIOTUYECKOM CBSI3U a03alleB: TaK
JOCTUTAETCS IEIOCTHOCTh PadOTHI.

- CTWJIb W3JIOKEHHUS: ACCE MPHUCYIIU AMOIMOHAIBLHOCTh, IKCIPECCUBHOCTD, XYI0KECTBEHHOCTD.
CrienmaMcThl MoJararT, YTO JTOJDKHBIN A((EeKT odecreunBaroT KOPOTKHE, TPOCThIE, pa3HOOOpa3HbIe
110 MHTOHAIIMM NPEIJIOKEHUS], YMETIO€ UCIIOIb30BaHuE ""caMOT0 COBPEMEHHOTO" 3HaKa MpEeNnuHaHus -
Ttupe. Bipodem, cTuite oTpaxaeT 0COOEHHOCTH JIMYHOCTH, 00 3TOM TOXKE MOJIE3HO TIOMHHT.

Knaccudukanus scce

C ToOukM 3peHHus CoJiep’KaHus 3cce OBIBAIOT: (PHIOCOPCKUMH, JUTEPATyPHO-KPUTUUECKHUMHU,
HUCTOPUYECKUMH, XYI0>KE€CTBEHHBIMH, XYI0KE€CTBEHHO-TyOTMIIMCTUYECKUMH, JTyXOBHO-
PEIUTHO3HBIMU U JIP.

[To nmutepaTypHO#l GopMe dcce MPEACTAIOT B BUJIC: PEICH3UH, TUPUICSCKOW MUHHUATIOPHI, 3aMETKH,
CTpaHWYKHU U3 AHEBHHKA, MHCbMa U JIp.

Paznuyaror Takke acce: oOmucaTeNbHBIE, IMOBECTBOBATENbHbIE, peQIIEKCUBHBIC, KPUTHUYECKUE,
aHAJIUTUYECKHUE U TIp.

B nmaHHOM ciydae B OCHOBY TIOJIOKE€HBI KOMIIO3HIIMOHHBIE OCOOEHHOCTH MPOU3BEACHUS,
BBITIOJIHEHHOTO B aHpe JcCe.

[Ipennosxena kiaccuukanus 3cce Ha ABe OOJBIINE TPYIIIBL: JIMYHOCTHOE, CYOBEKTHUBHOE 3CCE, TIe
OCHOBHBIM 3JIEMEHTOM SIBJISIETCSI PACKPBITUE TON WM UHOW CTOPOHBI aBTOPCKOM TMYHOCTH,

3cce 00BbEKTUBHOE, TJI€ JIMYHOCTHOE HAayallo MOJYUHEHO MPEAMETY OMUCaHUs WM KaKOH-TO HJIee.

Dcce MOJIOI0To CIIEUATNCTA, HallpUMep, Ha OIIPEIeNICHHYIO TEMY IPUHAATICKUT KO BTOPOU T'pyIIe.

IIpusnaku 3cce
MOoOKHO BBLAETUTH HEKOTOpBIE OOIIMe NpHU3HAKK (OCOOCHHOCTH) XKaHpa, KOTOphIE OOBIYHO
MEPEUMCIIAIOTCS B SHUUKIONEIUSAX U CIIOBAPSX:

He6onpmioi 00beMm.

Kakux-1100 *KecTKuX TpaHull, KOHEYHO, He cyliecTByeT. O0beM 3cce - OT TpeX J0 CEMU CTPaHUI]
KoMITIbloTepHOTrO Tekcta. Hampumep, B ['apBapiackoii mikosie OM3Heca 4acTo MUIYTCS 3CCE BCETO Ha
JBYX CTpaHHUIaX. B pOCCHIICKMX yHHBEpCUTETaX AOMYCKAaeTCs 3cce 10 AECSITH CTPAaHMIl, MpaB.a,
MAaIIIMHOIIMCHOT'O TEKCTA.

KoHnkpeTHas TeMa 1 IOJYEPKHYTO CYOBEKTHUBHAS €€ TPAKTOBKA.
Tema scce Bcerga KOHKpETHA. DCCe HE MOXET COJIep KaThb MHOTO TeM Wi ujed (Mbicieit). OHo

OTPaXKacT TOJILKO ONH BapUaHT, OJJHY MBICJIb. 41 Pa3BHUBACT CC. DTO OTBET Ha OJIUH BOIIPOC.

CBO60,[[H3.${ KOMIIO3HIIHMA - BaXXHas 0COOCHHOCTBH 3CCe.
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HccnenoBaTenu oTMEYArOT, 9TO 3CCE MO CBOEH MPUPOJIE YCTPOCHO TaK, YTO HE TEPIHUT HUKAKUX
(dhopmanbHBIX paMoK. OHO HEPEIKO CTPOUTCS BOIPEKH 3aKOHAM JIOTUKH, TIOJIMHSETCS TPOU3BOIHHBIM
accoIHMaIusM, pyKOBOJICTBYeTCs TpuHIMIOM "Bcé HaobopoTt".

Henpunyx1€HHOCTh TOBECTBOBAHMUSI.

ABTOpPY 3cC€ BaXHO YCTAHOBUTH JIOBEPUTCIILHBIA CTWJIb OOIIEHUS C YUTATENeM; YTOOBI OBITH
MOHATBIM, OH M30€raeT HAMEPEHHO YCIOXHEHHBIX, HEACHBIX, M3JIMIIHE CTPOTHX MOCTPOCHUH.
HccnepoBaTenn 0TMEUaroT, YTO XOPOIIIEE 3CCE MOXKET HANUCATh TOJIBKO TOT, KTO CBOOOJHO BJIaJieeT
TEMOM, BUIUT €€ C Pa3JIMYHbIX CTOPOH U TOTOB MPEIbSBUTH YUTATEII0 HE WCUYEPIBIBAIOIIUN, HO
MHOT'OACIIEKTHBIN B3IJIS]] HA SIBJICHUE, CTABILIEE OTIIPABHON TOUKOM €ro pa3MbIILICHUM.

CKJIOHHOCTbD K Iapaiokcam.

Dcce MpU3BAHO YAUBUTH YMUTATENs (CIIyIIATeNis) - 3TO, IO MHEHUIO MHOTHX HCCIEOBATENCH, ero
o0s3arenpHOEe KadecTBO. OTNpaBHOW TOYKOM AJIsl pa3MBIIIJICHHUH, BOIJIOLIEHHBIX B 3CCE, HEPEIKO
sBisgercs adopUCTUUECKOE, SIPKOE BBICKAa3bIBaHME WM MapaJoKCalbHOE OIpeaeieHHe, OYKBaJIbHO
CTaJIKMBAIOIIEE Ha MEePBbIi B3I OECCIOpPHBIE, HO B3aMMOUCKIIIOYAONINE JIPYT Ipyra yTBEPKICHUS,
XapaKTepUCTUKU, TE3UCHI.

BryTpeHHee CMBICIIOBOE €IUHCTBO

Bo3MoxHO, 3TO 0JIMH U3 MapasokcoB kaHpa. CBOOOIHOE MO0 KOMIIO3HMIIMK, OPUEHTUPOBAHHOE HA
CyOBEKTUBHOCTb, 3CCE€ BMeECT€ C TeM o00jajaeT BHYTPEHHHUM CMBICIOBBIM €IUHCTBOM, T.€.
COTJIACOBAHHOCTBIO KJIFOYEBBIX TE3UCOB M YTBEPKJECHWW, BHYTPEHHEW T'apMOHHEH apryMEHTOB U
accolManui, HEMPOTUBOPEUNBOCTBIO TE€X CYXKACHUH, B KOTOPBIX BBIPAXKEHA JIMYHOCTHAS IO3MIIMS
aBTOpA.

OpueHTanus Ha pa3rOBOPHYIO pedb

B To e BpeMs HeoOxo 1Mo n36erath ynoTpeOaeHus B 3CCe CIeHTa, ITa0J0HHBIX (Dpa3, COKpAIICHUS
CIIOB, Yepecdyp JETKOMBICICHHOTO TOHA. SI3bIK, yMOTpeOIseMBI TpPU HANHMCAHWH 3CCE, JOJDKEH
BOCIIPUHUMATHCS CEPHhE3HO.

Wtak, npu HanmucaHUM 3CCEe BAXKHO OIPENEINUTD (YSICHUTD) €ro TEMY, ONPEAETUTD KelaeMblil 00beM
U LEeJH KaXK0ro naparpada.

Haunurte ¢ rnaBHOW maeu wiu sipkoil ¢pasbl. 3agada - cpa3zy 3aXBaTUTh BHUMaHHE YHMTATENs
(cmymaTens). 3/1eCh 4aCTO MPUMEHSIETCA CpaBHUTEIbHAS aJUIETOPUs, KOTJa HEOKUJAHHBINA (akT Win
cOOBITHE CBA3BIBACTCS C OCHOBHOM TEMOI 3cce.

[IpaBuna HanucaHus 3cce

W3 hopMasibHBIX MpaBHII HAMCAHMSI 3CCE MOYKHO Ha3BaTh TOJILKO OJIHO - HAJIUYHE 3ar0JI0BKA.

BHyTpeHHss cTpyKTypa 3cce MOKeT ObIThb MNpou3BosibHOM. [lockonbky 310 Manas ¢opma
MUCbMEHHOM paboThl, TO HE TpeOyeTcs 00s13aTeIbHOE NOBTOPEHHE BBIBOJIOB B KOHIIE, OHU MOT'YT OBITh
BKJIFOYEHBI B OCHOBHOM TEKCT WJIM B 3ar0JIOBOK.

AprymeHTanusi MOXKET HpPeIIIecTBOBaTh (hopMynupoBke npobiembl. PopmMynupoBka MpoOIeMsl
MO>KET COBIIA/IaTh C OKOHYATEJIbHBIM BBIBOJIOM.

B otiinume ot pedepara, KOTOPHIi afpecoBaH J0OOMY YHTATENIO, IOITOMY HaunHaeTcs ¢ "5 xouy
pacckazate 0...", a 3akaHumMBaercs "S mpuIilen K CIeAyroIMM BBIBOAAM...", 3CCE€ - 3TO PEIUINKA,
aJZipecoBaHHasl MOATOTOBJIEHHOMY 4HTaTeNno (ciymarento). To ecTh uenoBeKy, KOTOpbI B OOLIUX
gyepTrax yKe IpPEJCTaBIISIET, O YEM IMONAET peyb. DTO MO3BOJIET aBTOPY 3CCE COCPEAOTOUUTHCS HA

PaCKpBITUU HOBOTO U HE 3aTPOMOK/IATh M3JI0KEHHE CITY)KEOHBIMH JIETaSIMHU.
Yamie Bcero scce no anrnuiickomy coctouT u3 180-320 ciioB, B 3aBUCMMOCTH OT LIE€JTU HAITUCAHUSI.

Mo02>KHO BBIJIETUTh 3 BuJa 3CCE:



For and Against Essays («3a u [IpoTusy).
Points to consider («IIpoGiema u perieHue»).
Opinion Essays («Ocoboe MHEHHE).

For and Against Essays

Occe «3a u IlpotuB» - B JaHHOM THIIE 3CCE OCHOBHOM 3ajauell CTOUT pacCMOTPETH JIBE
CYIIECTBYIOIIME TOYKH 3peHHs. BakHO OOBEKTHBHO OICHUTH OO TMO3UIMH M BBIPA3UTH CBOE
MMOHMMAaHHE KaXJ0i U3 CTOPOH.

[Tose3nbie Gpassr:

[Ipu paccMoTpeHNH TOUEK 3peHus (Ha4ajo 3cce):

firstly — Bo-miepBbIx

in the first place — na mepBom mecte

to begin with — Haunem ¢

secondly — Bo-BTOpBIX

finally — B koHIIE KOHIIOB

UToOBI yKa3aTh MPEUMYILIECTBA!

another — npyroe

an additional advantage of... is... — TOMOJHUTEIBLHOE MPEUMYILECTBO YETO-TO €CTh
the main advantage of... is... — JONOJIHUTEIBHOE MPEUMYIIIECTBO YE€TO-TO €CTh
UToOBI yKa3aTh HEJOCTATKHU:

a further — cnenyromuii

a major disadvantage / drawback of... — o0CHOBHOI1 HeTOCTAaTOK

the greatest / most serious / first disadvantage — ocHOBHO# HeI0CTAaTOK

another negative side of... — gpyras HeraTuBHasi CTOpOHa 3TOTO. ..

YToObI MPENCTaBUTh KAXKIYIO TOUKY 3pEHUS:

one point / argument in favour of... — OAMH apryMeHT B MOJB3Y...

one point / argument against ... — OJTMH apTyMEHT IPOTHUB. ..
it could be argued that... — cymecTByIOT Criopsl, 4ToO...
[Ipu paccyxnenuu:

moreover — 6ojee Toro

in addition — Bmo6aBok

furthermore — kpome Toro

besides — momumo

apart from — kpome

as well as — tak xe, kak

also — raxke

both — 06a

there is another side to the question... — ecTb Ipyras cropoHa 3TOro BOIpoca...
Jli1st TOTO, YTOOBI BBIPA3UTh KOHTPACT
however — oHako

on the other hand — ¢ apyroit ctopoHbI

still — eme
yet — emre
but — Ho

nevertheless — tem He MeHee

it may be said / claimed that — roBopsT, uToO...
although — xots

while — B To Bpems, kax...

despite / in spite of — HecMoTps Ha...

Opinion Essays



«Oco0oe MHEHHE» - B JAHHOM THUIIE 3CCE BaXKHO BBIPA3UTh CBOIO MO3MIIMIO OTHOCHTEIBHO TON WU
UHOU TpoOieMbl. BaXHO MPUBOIUTH NMpPHUMEPHI, apryMEHTHl B TOJb3Yy Balllero MHEHHUS, a TaKXKe
BBIPAYKATh CBOO MO3HULIMIO JOCTATOYHO IIPO3PAYHO.

JInst Toro, 4TOOBI BEIPA3UTh COOCTBEHHOEC MHEHUE:

to my mind,... — Moe MHEHHE

in my opinion / view... — s CYUTAIO. ..

I firmly believe... — s TBepaO yBepeH...

I am (not) convinced that... — s He yBepeH, 4ToO...

I (definitely) feel / think that... — s onpenenenno cumraro, 4To...

it seems / appears to me... — MIOX0Xe Ha TO, YTO...

Points to consider essays

Occe «IIpobiiema U penieHus» MUIIETCs B JOPMAIBHOM CTHIIE. BaskHO mocTaBUTh MpoodiieMy, 3aTeM
pPaccMOTpPETh MYTH €€ PELICHUSI.

UT0OBI O0BSACHUTH CUTYAIIHIO:

because — motomy uto

due to (the fact that) — 6iaromaps uemy-to
the reason is that — mpuunHa B TOM, 4TO
thus — Takum oGpazom

consequently — B pe3ysibrarte

so that... — Takum oOGpazom

in order to... — I TOTO, YTOOBI

with the purpose of — ¢ nensio

intention of (+ing) — ¢ HamepeHreM
YrtoObl BHIPA3UTh BEPOSTHOCTH:

it can / could / may / might be... — Bo3MOXHO...
it is possible — Bo3MoxHO

unlikely — Bpsi m

foreseeable — npenBuaKIMO

certain that... — yBepeH, uro...

the likelihood — BeposiTHOCTB

Jlexcuka n I'paMMaTHKa B 3CCE 110 aHFHHﬁCKOMy

It’s generally believed that ... [TpuHsITO BEpUTSH, UTO...
Secondly, many people claim that ... Bo-BTOpBIX, MHOTHE 3asBIISIOT, YTO. ..
An advantage, of... is ... [Tpenmy1iecTBO 3TOrO B TOM, YTO...

On the other hand, it is often claimed that... C npyroit CTOpOHBI, Bceraa 3asBIIsAIOT, YTo. ..
In addition most people would agree that the Bro6aBok, MHOTHE COTJIACATCS, YTO CAMBIM
most serious disadvantage of... is... CepbEe3HBIM HEIOCTATKOM SIBJISIETCS. . .

Furthermore, it is generally believed that... bouiee Toro, npuHATO CYUTATh, UTO. ..
Taking everything into consideration... [TpuHuMas Bce BO BHUMaHHE. . .
Although, it must be said that there is no OnHako, cienyeT cka3arh, 4YT0 HET

absolute answer to the question of... OJIHO3HAYHOT'O OTBETA Ha 3TOT BOIPOC...

Thus, no one can deny or raise an objection Takum 00pa3oM, HUKTO HE MOYKET OTPHUIIATh WU

against the fact that ... BBIPA)XaTh BO3PXEHUs MPOTUB (aKTa, 4To...
In the first place, it is my belief that ... ITpexxne Bcero, s BEpIo, 4To. ..
Secondly, what is more efficient... Bo-BTOpBIX, uTO sIBNIsIETCA Ooee
pPaLMOHAIBHBIM. ..




This can be clearly shown by the fact that ...

DTO MOXKET SICHO TIOKa3aTh TOT (akKT, UTo. ..

In contrast, it must be admitted that ...

B KoHTpacTe, MOXHO J0OABUTH, UTO. ..

Taking everything in account, it must be said
that ...

[IpuHuMas Bce BO BHUMaHUE, CIEAYET CKa3aTh,
4To0. ..

People should focus their attention on ways to
overcome the problem of ...

Jronsim cnenyer cocpeioTOUUTHCS Ha MYTIX
peneHust MpoOJIEMBL. . .

AS the result. ..

B pesynbrare...

Secondly, the alternative way to solve the
problem of ... would be ...

Bo-BTOpBIX,
aJIbTEPHATUBHBIM pellIeHuEM Npo0OJIeMbl OYIET. . .

One final suggestion, which would help
enormously, is to ...

Onno (uHATBHOE peleHne, KOTOPOe
HETMPEMEHHO ITOMOXKET. ..

To sum up, there are several measures which
could be taken to improve...

[To1bITOKKUB, €CTh HECKOJIBKO MED,
KOTOpBIE CHEAYET MPUHSTb...

Kpurepun onenku scce:

cojiep:KaHHe: KOMMYHHKAaTHBHAs 33aJa4a pelleHa IOJHOCTbIO.
opraHu3zanusi padoThbl: BHICKa3bIBaHHE JIOTUYHO, MCIIOJIB30BAHbl CPEACTBA
JIOTUYECKOU CBSA3M, COOMIOZEH (QopMaT BBICKA3bIBAHUSA W TEKCT MOJENIEH

JIEKCUKA: JICKCUKAa COOTBETCTBYCT IMOCTaBJICHHON 3ajade U Tpe60BaHI/I$IM

pa3HooOpa3HbIe rpaMMaTHYeCKre
KOHCTPYKIIMU B COOTBETCTBUHU C TIOCTABICHHOH 3amaueii u TpeOOBaHHSIM
oOydeHMsI SI3bIKY, TpaMMaTH4YeCKhe OIMUOKH JHOO0
OTCYTCTBYIOT, TUOO HE MPETATCTBYIOT PEIICHHIO KOMMYHHKATUBHOH 3a1a4H.
opdorpadpuss u myHkTyamusi: opporpaduueckue OMMOKH OTCYTCTBYIOT,
COOJIFOJICHBI TTPAaBUJIA TYHKTYAIMH: TPEIJI0KCHHUS HAYMHAIOTCS C 3arjlaBHON
OyKBBI, B KOHIIC IPEUIOKEHUS CTOMT TOYKA, BOIPOCUTEIILHBIA WIH
a TaKkKe COOJIIOJICHBI OCHOBHBIC IIpaBHIIA

CoaepKaHMe: KOMMYHHKATHUBHAA 3a/iadya pCli€Ha IIOJTHOCTBIO.
OpraHu3anus paﬁ()TbII BBICKA3bIBAHUC JIOTUYHO, HUCIIOJIB30BAHbI CPCIACTBA
JIOTUYECKOM CBiA3H, CO6JHOI[CH (1)OpM8.T BBICKAa3bIBaHHUA M TCKCT IHOACIICH

JIEKCHKA: JIGKCUKAa COOTBETCTBYET IOCTABJIEHHOM 3ajaue U TpeOOBaHUSIM
JAHHOTO rojia ooyuenus. Ho nuMmerorcss He3HaUUTENbHbBIE OLIUOKY.
pa3HooOpa3HbIe rpaMMaTH4ecKue
KOHCTPYKIIMM B COOTBETCTBUU C IOCTaBJIEHHOW 3ajadeil U TpeOOBaHUSAM
JAHHOTO T0/1a 00yueHHsl SA3bIKY, IpaMMaTHYECKHe OUIMOKM HE3HAYUTEIbHO
NPENsATCTBYIOT PEIIEHUI0 KOMMYHUKATUBHOM 3a/1auu.

opdorpadus u MyHKTyauus: He3HAUYUTEIbHbIE Opdorpadudeckre omumuoKH,
COOJIIOJICHBI MpaBUiIa MYHKTYAIlUH: MPEUI0KEHUS HAUWHAIOTCS C 3arJlaBHOM
OyKkBbI, B KOHLE TPEAJOXKEHHS CTOUT TOYKA, BONPOCHUTEIbHBIM WM

a TaKXeE CO6J'IIOI[CHBI OCHOBHBIC IIpaBUJIa

bamner | Kpurepun oneHku
1.
2.
Ha a03arbl.
3.
JAHHOTO TOJ1a OOy4EHHS.
4. rpaMMaTHKa: HCITIOJIL30BaHbI
«5»
IaHHOTO Troja
5.
BOCKJIMIIATENLHBIA  3HAK,
pacCTaHOBKH 3aIlATHIX.
1.
2.
Ha a03aLbl.
3.
4. rpamMMarTHka: HCITIOJIL30BaHbI
«4»
5.
BOCKJIMIIATENBHBIA  3HAK,
pacCTaHOBKH 3aIAThHIX.
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coacpkaHueE: KOMMYHI/IKaTI/IBHaSI 3aa4a peiucHa,

2. opraHu3anusi padoTbl: BBICKa3blBaHUE  HEJOTHYHO, HEAJAECKBATHO
HCII0JIb30BAHbI CPEACTBA JIOTMUYECKON CBSI3U, TEKCT HEIIPaBUIJIBHO MOJIENIEH Ha
a03a1ibl, HO (hopMaT BHICKA3bIBAHUS COOJIIOICHBI

3. JIeKCHKa: MECTaMM HeaJIeKBaTHOE YIOTpeOIeHUE JIEKCUKU

«3» 4. rpaMMaTHKA: HIMEIOTCS rpyOble rpaMMaTHUECKUE OIINOKH.

5. opporpadusi W NYHKTyauus: HE3HAYUTENbHBIE oOpdorpaduyueckue
OmMOKH, HEe BCET/1a COOIOACHBI MPAaBHJIA ITYHKTYAIMH: HE BCE MPEIIOKECHUS
HAUMHAIOTCA C 3arjaBHOW OyKBbI, B KOHIIE HE BCEX IPEUIONKEHUH CTOUT
TOYKa, BOIPOCUTENIbHBIM WM BOCKJIMLATENbHBIM 3HAK, a TaKkXe He
cOOJII0ICHBI OCHOBHBIE [TPaBUJIa PACCTAHOBKH 3aIlSATHIX.

1. coaep:xkanme: KoMMyHHKaTHBHAs 3ajjaua HE pelLIcHA.

2. opranu3anusi padoThl: BBICKa3bIBAHWE HEJIOTUYHO, HE WCIOIH30BAHBI
CpEJCTBA JIOTUYECKOH CBSI3HU, HE COOMIOIEH (popMar BbICKa3bIBaHUs, TEKCT HE
MOJIEJIEH Ha ab3allbl.

3. JIeKCHKAa: OOJIBIIOE KOJTMYECTBO JIEKCUIECKUX OIINOOK.

«2» 4. rpamMMaTuka: 00JIbIIOE KOJIMYECTBO IPAMMAaTUYECKUX OIINOOK.
5. opdorpadus U nNyHKTyauusi: 3HauuTeNIbHbIE Oopdorpaduueckre OmmOKH,

HE COONIOZICHBI MpaBUJIa MyHKTYAI[MU: HE BCE MPEUIOKEHUS HAUMHAIOTCS C
3arjiaBHOW OyKBBI, B KOHIIE HE BCEX TMPEIOKEHUH CTOUT TOUKA,
BOIIPOCHUTENIBHBIA WJIM BOCKJIMIATEIBHBIA 3HAK, a TakKXKe HE COOJIOJICHBI
OCHOBHBI€ MPaBUJIa PACCTAHOBKH 3aISITHIX.




IHHOACHUTEJBHAA 3AIINCKA

MeTtoauyeckue ykazaHus o ohOpMIICHHUIO PE3eHTALUN U1 00YJaroIIUXCsl COCTaBICHBI
B COOTBETCTBHHU C paboueil nmporpammoit yaeoHoi aucuuruinabl OI'CD.03 «HOCTpaHHBIN SI3BIK
B IpO(heCCHOHATILHOM JIeATEeILHOCTHY, pa3paboTaHHOM 1o crienuaabHOCTH 38.02.01 DxoHOMMKA
U OyXrantepckuil y4der (1o oTpacisim).

JlaHHbIE METOAMYECKHE YKA3aHUS MIPeIHA3HAYCHbI JJIs OKa3aHUs TOMOIIH 00y4JaroIuMcst
B OpraHM3ali UX pabOThI HAaJl COCTABIEHUEM KOMIIbIOTEPHBIX IPE3EHTALNM.

B MeroaMueckux yKazaHUSIX TPUBEICHBI dTambl PaOOTHl HAJA COCTABICHUEM
KOMITBIOTEPHON Tpe3eHTalnu, OO0IIMe TMOAXOIbl K CO3JaHMIO TpE3CHTAluH, TpeOOBaHUS K
O(QOpPMIICHHUIO TpPE3EHTAINI, ONHUCaHWE pe3yJIbTaTOB OIEHUBAHUS, CIMCOK MCIIOIb3yeMOil
JUTEPATYPHL.

Opnoit u3 hopm AesITenbHOCTH 00yUaIOIINXCS B CTPYKTYpPE TEKYIEro ydeOHoro npoiecca
ABJIIETCS. COCTABJICHHE KOMIIBIOTEPHBIX IpE3E€HTAlUil Ha akTyalbHylo TeMy. CocraBieHue
KOMIIBIOTEPHON TMPE3EHTAIMU CIIOCOOCTBYET 3aKPEIUICHHUI0 TEOPETHUECKUX M MPAKTHUYECKUX
3HAaHUHM TIOJyYEHHBIX Ha JIEKIMOHHBIX 3aHATHAX, a Takke (QopMupyeT y oO0ydaromuxcs
JOTIOTHUTEIbHbIE HABBIKU K CAMOCTOSITEIFHOMY aHAJIU3y TEOPUH U MPAKTUKH.

CoBpeMeHHOe 00IIECTBO CTaBUT MEPE IIPEN0AaBATEIEM CEPbE3HbIE 3a/1a4H, [IEHTPAIbHON
U3 KOTOPBIX SIBJISIETCSA MOATOTOBKA BBIMYCKHUKA, CIIOCOOHOTO 3()(EeKTHBHO MO3UIIMOHUPOBATH
cebst Ha peiHKe Tpyaa. [loaTomy riaBHas 3aaud COCTOMT B TOM, YTO Mbl JOJDKHBI HAyYUTh
oOyJaroierocsi BbICTYIAaTh MyOJIUYHO, YYBCTBOBATh CeOsl YBEPEHHO Mepes ayAUTOPHUEH, YMETh
KOPPEKTUPOBaTh COOCTBEHHBIM CTUJIb BBICTYIIJICHUS, YIPABIATh BHUMaHueM ciymareneil. OH
JOJKeH TMOHUMAaTh, YTO BaKHEHIIMM (akTopoM 3()(PEeKTUBHOCTU MYOIMYHOTO BBHICTYILICHUS
SBIISIETCS TPAMOTHOE KCIIOJIb30BaHUE CPEACTB HarisaHocTd. OOs3aTenpbHOE TpeOoBaHUE K
COBPEMEHHOMY JOKJIaJy — KayeCTBEHHOE WJUIIOCTPATUBHOE COMPOBOXKIEHUE, KOTOPOE
CYIIECTBEHHO TOBBIIIACT €r0 HHPOPMATUBHOCTb.

B nacrosimee Bpemsi HamOojee ynoOHOE UM JOCTYMHOE CPEACTBO IS pEIleHus 3aaad
HarJIsiJHOCTU BO BpEMs BBICTYIUICHUSI — KOMIIbIOTEpHAsl MPE3EHTAls, CO3/1aHHasi, HallpuMep,
B MS PowerPoint. TlpumeHeHne 3TOil mNpOrpamMMbl CHOCOOCTBYET pa3BUTHIO YMEHHUIA,
oOyvaroruxcsi pabotrarb ¢ HUHPOpMalMeH: UCKaTh, OTOMpaTh, AaAHAIMU3UPOBATH U
cUcTeMaTu3upoBaTh. PaboTa HaJl KOMIBIOTEPHOW Mpe3eHTAalMel MO BBIIIE MEPEYUCICHHBIM
npeaMeTam, Kak MoJAroToBKa K MyOJIMYHOMY BBICTYIIJIEHUIO HAa YpOKe, KOH(epeHIuH, KOHKYypCE,
TEMaTH4YeCKOM Bedepe, Oe3yCIOBHO, CTUMYJIUPYET W pa3BUBAECT I03HABATEIbHBIA HHTEpEC
oOyyJaromerocss K y4dyeOHOMY TMpeaMeTy, K y4eOHOW JeATenbHOCTH B IienoM. l[loaroroBka
Mpe3eHTalMii B TBOPYECKOW TPYIIE CYIIECTBEHHO Pa3BUBAET JIMYHOCTHO-KOMMYHUKATHBHYIO
chepy oOyuaromierocs.

OO0s13aTeNBbHBIM  YCIIOBUEM BBITIOTHEHUSI KOMMBIOTEPHON MpPE3eHTalMU JOJKHA OBITh
MakCHMasbHasi CaMOCTOSTEIbHOCTh, TBOPUYECKHUN TMOAXOJA, a TaKXKe aKTHUBHOCTb B IOMCKE
MaTepHaJoB U UX MOCIEIYIOLIe aHaTMTHUeCKoi 00paboTKe.



1. O0mme mMoaAX0AbI K CO3IaHUIO MPe3eHTAIUU
Heanb npuMeHeHusl NPe3eHTANUU

[IpesenTanus (OT aHIVIMHCKOTO «presentation» - MpeACTaBlIEHUE) -3TO HAOOP LIBETHHIX
KapTUHOK-CIIA/IOB HAa ONpEIeICHHYI0 Temy. Henb3si 3a0biBaTh, 4YTO MPE3CHTAIUS — 3TO
COIMPOBOXKACHHUE JIOKJa/Ja WM BBICTYIUICHHSA, a HU B KOEM cllydyae He ero 3ameHa. [loaTomy
CHavajga HEOOXOJAMMO pa3paboTaTh KOHIICTIIMIO BBICTYIJICHHS, a 3aTeM Yyxke OpaThcs 3a
COCTaBJICHUE MPE3CHTAIUH.

JUJ1st 3TOTO MOCTapaTeCh OTBETUTH Ce0E Ha CIICAYIOIINE BOTIPOCHI:

o KakoBa 1nienp ucnonap3yemoit npeseHtanuu’?
o KakoBbI 0COOCHHOCTH CITyIIATENICH?
o KakoBa npoomKuTEIbHOCTh MPE3EHTAIIMU U TUIAHUPYEMOE CofepKaHue?

Co3nanmne Nnmpe3ceHTalum COCTOUT U3 TPEX ITAIIOB:

l. HJzaHupoeaHue npesenmayuu —  9TO MHoOromaroBas npoucaypa, BKJIIOYaronias
OIIpCACIICHUC ueneﬁ, HU3YUYCHUC ayAUTOpPUH, Q)OpMHpOBaHI/IC CTPYKTYPbI W JIOTUKH IIOAAYH
mMartrepuajia. HJ'IaHI/IpOBaHI/Ie MMPE3CHTAllMN BKIIFOYACT B cebs:

. Onpezesnenue neneii.
. Coop mHpOopMaIuu 00 ayAUTOPHH.
. OnpenenieHre OCHOBHOM HJICU TPE3CHTAIINH.

. [TonGop nonosiHUTENEHON HH(MOPMAITUH.

1

2

3

4

5. IlnaHupoBaHUE BBICTYIIIICHUSL.

6. Co3zmanue CTpyKTYphl IPE3CHTAIINN.
7. TIpoBepka JIOTUKH TI0J[aud MaTepraa.
8. IloarotoBka 3aKIrOUYCHUSI.

Il.  Paspabomka npesenmayuu — METOJOJOTUYECKHE OCOOEHHOCTH IOATOTOBKM CIaiioB
IPE3eHTAlNH, BKJIIOYasi BEPTUKAIBHYIO U TOPU3OHTAIBHYIO JIOTHKY, CO/IEpKaHUE U COOTHOIIEHUE
TEKCTOBOH U rpaduueckoil HHPOpMaLIUH.

Ill.  Penemuyus npezenmayuu — 3T0 IPOBEPKA U OTIAJKA CO3/ITaHHOMN MPE3EHTAIUH.
IHone3nwblii coBer:

e CrapaiiTech, 4yTOOBI Mpe3EHTAIMs] CBOMMHU cHeIPPPEKTaMu, SIPKUMH KapTUHKaMU U
¢ororpadusaMu, U3MMIIHE KPAaCOYHBIM  O(QOpPMIICHHEM  CIaiJ0B HE 3aTMHIIA
BBICTYIAIOLIETO.

Homnume, umo npesewmayuia — 9mMoO He yeiavb, da Cpé@CWl@O 6 eé OocmudiceHul.

TpeGoBanns k 0pOpMIICHUIO NTPe3eHTANMI

B odopmienun npeseHTanmii BbLAENAIOT ABa Ojoka: oOpMIIEHHE CaiIoB M NpeAcTaBlIeHUuE
uHpopmanuu Ha HUX. /1 co3aHus KaueCTBEHHOW Mpe3eHTallud HEOOXOJUMO COOMI0AaTh Psl
TpeOOBaHUH, MPEIBIABIAEMBIX K 0(DOPMIICHUIO TaHHBIX OJIOKOB.

Odopmienue caaiiioB:



e CoOuroaiiTe eUuHbBIN CTHIIH OPOpMIICHUS

e I130eraiiTe cTuieit, KOTopble Oy1yT OTBIEKATh OT CaMO

[IpE3ECHTALUH.
Cruab
® BciomorarenbHas nHGpOpManus (ynpasisione KHOKN) He
TOJKHBI IIpeo01agaTh Hajl OCHOBHOM MH(OpMaLuei (TekcToMm,
VULTFOCTPALMAMU).
{7151 poHa npennoyTUTENbHBI XOJI0JHbIE TOHA
X os10MHAS IBETOBAaS raMmma:
don (OTO BCce I1BETa, cojepxkaliue B ce0e CHHMI, B TOM 4HCIE C

[IPUMECHI0O KPAaCHOTO I[BeTa: (DHOJICTOBBIM, CUPEHEBBIN, PO3OBBIMH,
OOPIOBBIA, CBEKOJBHBIN, CHHE-3€JIEHAs ramMMma, IIBET MOPCKOMU
BOJIHBI, MaJIaXUTOBBINA, OMPIO30BHIN.

Hcnoab3oBaHue niBeTa

® Ha ogHoMm crnaiiie peKOMEHIyeTcsl HCIIOIb30BaTh HE 0oJiee Tpex
[IBETOB: OJUH U1 (DOHA, OAMH ISl 3aT0JIOBKA, OJIMH JJISl TEKCTA.

e /lna ¢hoHa U TEKCTa HCTIONB3YHTE KOHTPACTHBIE I[BETA.
e OOpaTtuTe BHUMaHUE Ha 1IBET THIEPCCHUIOK (10 U MOcie
MICTIOJIb30BAHUA).

Ta6Jmua COYCTACMOCTHU LBCTOB B IIPHUJIIOKCHUH.

3ByKoBOE opopmiIeHHE

eHe nepeGopmuTe ¢ TpOMKOCTBIO 3ByKa, HHAa4Y€ peyb OyaeT II0X0
CJIBIIIIHA.

@11 My3bIKQJIbHOIO CONPOBOXKJIEHUS TPE3CHTALUU JIydlle
BBIOUPATh CIHOKOWHYIO HHCTPYMEHTAJIbHYI WM KJIACCUYECKYIO
My3BIKY. DTO He OyJIeT OTBJIEKaTh CIyIIaTesled OT COAep KaHUs
[IPE3EHTALINH, @ TOJIBKO JOOABUT IMOLMOHAIBHOCTH.

AHumannoHHble 3¢ ¢eKkTbl

® lcronb3yiTe BO3MOKHOCTH KOMIIBFOTEPHOM aHUMALIMK 11
pecTaBiIeHus HH(OpMaluy Ha craije.

® He cTout 310ynotpebisiTh pa3inuHbIMU aHUMAITMOHHBIMHU

b dekTaMu, OHU He JOJKHBI OTBIEKATh BHUMAHHUE OT COACPIKAHUS

mHGOpMaIlMU Ha craiize.

Ipencrabiaenne ungopmanum:

Copepxanue uaopmanuu

Hcrons3yiTe KOPOTKHUE CIIOBA U IIPEIIIOKECHMUS.
MuHIMH3UPYHTE KOJUYECTBO MPEIIOTOB, HAPEUNH,
pUIaraTeabHbIX.

3aronoBKu AOJIKHBI TPUBJICKATh BHUMAHUC ayITUTOPHUU.




PacnoJsio:xxenne wuHdopmanmumn
Ha CTpaHHuIle

o [TpeamoYTUTENIbHO  TOPH3OHTAIILHOE  PACIOJIOKCHHE
THGOpMAaITUH.

(o HanGonee BakHast nHGoOpMaIus JOJKHA PACIOIaraThCs B
[ICHTpPE

PKpaHa.

e Ecim Ha ciaiine pacmnojlaraeTcsi KapTHUHKA, HaJIIINCh
1I0JKHA

pacroyiaratbCs MO HEX.

MIpudrsl fo JIJ1s1 3aroIOBKOB — HE MeHee 24.
(o Jlnst unpopmaruu He menee 16-18.
o [Toamucu 1 3aroJIoBKH ocell B TuarpaMmmax, HHHOPMAITUIO
B TaOuax — 18-22.
e LlpudgTer Ge3 3acedek Jjerde 4UYWTaTh C OOJIBIIOTO
pacCTOSIHHUSIL.
o HexenarenbHO cMemuBaTh pasHble TUIBI HIPU(TOB B
0 THOM
[pE3eHTaLlUU.
e s BbIeneHUss MH(OpPMAIMK CJEIyeT HCIOIb30BaTh
DKUPHBIN TIPpU(T, KypCUB UK TIOTYEPKUBAHUE.
¢ He 3moymorpebinsiite mnponucHeIMU OykBaMu (OHU
MUTAIOTCS XYK€ CTPOYHBIX).
(o [l xopormiel YMTaeMOCTH TIPE3CHTAMH C JII000To
pacCTOSHMSI B 3aj€ TEKCT Iydlle HaOupaTh MOHSTHBIM
mpugdTom. 10 MoryT ObITh HpudTHl Arial, Bookman Old
Style, Calibri, Tahoma, Times New Roman, Verdana.
Cnoco0snI BbIIeJIeHus (o CieyeT UCIob30BaTh:
uHopmanuu

e DAaMKH; 'PaHULbl, 3AJIUBKY;
e IITPUXOBKY, CTPEIIKH;

e PHUCYHKH, JAMarpaMMbl, CXEMbI Jii WIUTIOCTPalluu
HauOoJee BaKHBIX (haKTOB.

O0bem nHpopManuu

e He cTrout 3amonHsITh OAWH CHAiJ CIAWIIKOM OOJBIINM
00BeMOM HWH(MOPMAIUU: JIOJU MOTYT €IMHOBPEMEHHO
BaIIOMHUTH He 00jiee TpeX (PaKToB, BBIBOIOB, ONIPEICICHHI.

e HanGomnpmas 3 PpeKTUBHOCTH TOCTUTAETCS TOTIA, KOTAa

KJTFOUCBBIC ITYHKTBI 0T06pa>1<a10Tc;1 Mo OJTHOMY Ha KaXIOM
OTIEIIFHOM ClIaije.

Buapl ciaiinoB

J[ns1 oOecriedeHus: pa3HOOOpa3us CIEAyeT HCIOJIb30BATh
pa3HbIC BUBI CIIAN]IOB:

e C TEKCTOM;




e C Tabmumamu;

e CAMarpaMMaMu.

Onucanue pe3yIbTATOB OLlEHUBAHHUSA

Kpurepun oueHuBaHus Mpe3eHTANUN CKJIAAbIBAIOTCH U3 TPeOOBAHUN K UX CO3JAHUIO

Ha3Banue kpurepus

OueHnnBaeMble apamMeTpbl

Tema MIpe3CHTallU

COOTBETCTBHE TEMBI mporpamme yqe6H0ro nmpeamMeTa, pasacia

Junaxkruyeckue u
METOJMYECKUE LEIU M 3a4a4u
IIPE3CHTALNN

ICOOTBETCTBHE IIeJIeH ITOCTAaBICHHOM TEME

JlocTrKeHHEe MOCTaBICHHBIX IeJIeH 1 3a1a4

Brinenenne OCHOBHBIX HIEN
Mpe3eHTalUN

COOTBETCTBHE 1IETISIM H 33]ja4aM
ConepkaHnne yMO3aKIIOUeHH I
BbI3BIBAIOT JIM MHTEPEC Y ayTUTOPUU

KonuuecTBo (pekoMenayeTcs uisl 3allOMUHAHUS ayIMTOpUEl He
oosee 4-5)

Coneprkanue

HocroBepHass wHpOpMaIs 00 HCTOPUYSCKUX CIPaBKAX W
TEKYIIX COOBITUSIX

Bce 3akmoueHms MOATBCPKACHBI JOCTOBEPHBIMU NCTOYHHUKAMHA
I3BIK M310KEHUS MaTepurajia MOHATCH ayAUTOPUN

AKTyaJ'ILHOCTb, TOYHOCTD U MOJIC3HOCTb COACPKaHUA

[Togbop  uubopmamuu  ist
CO3J1aHUs pOeKTa —
Mpe3eHTaluu

["paduueckue WITIOCTPALUH I IPE3CHTAlMN
CtaTucTuka

J[narpamMMsbl 1 rpaduxu

(DKCIIEpTHBIE OLICHKU

Pecypcel MuTepHET

[ [pumepsl

CpaBHEHUS

[[uTaTs! U T.1.

[Tojawa Mmarepuasia mpoekTa —
[Ipe3EHTalNN

X poHOJIOT U
[ [pnopurer
[TemaTtnueckas mocnea0BaTeIbHOCTh

CTpyKTypa [0 NPUHLHUITY «IIpo0JieMa-perieHue»




Jloruka u mepexolbl BO BpeMs
MPOEKTa — MPE3eHTAUN

OT BCTYIUIEHUS] K OCHOBHOM 4acTu
OT 01HOM OCHOBHOM MJieu (YacTH) K Ipyrou
OT 0HOTO claiia K Apyromy

[ Mnepcchuiku

3aKiIroueHue

SIpkoe BbICKa3bIBAaHUE - IEPEXO/T K 3aAKITIOUCHHIO
[loBTOpEHME OCHOBHBIX LieTIeH U 3a]1a4 BBICTYIUICHUS
BEIBOEI

[TonBeneHue UTOroB

KOpOTKOG M 3alIOMHUHAaromeeCss BbICKa3bIBAHHUEC B KOHIIC

Jv3alin npe3eHTainum

[[IpudTt (qnTacMocTh)
KoppekTHo 11 BeIOpaH uBeT ((poHa, mpudTa, 3aroI0BKOB)

[JIIEMEHTHI aHUMAIIUA

TexHudeckas 4acThb

[ pammaTrka
[ loaxonasimuii cioBapb

Hanuune ommOoK mpaBoMCaHus U ONIEYaTOK

ITapameTpbl onleHUBaHUA Npe3eHTANUi (0a/11bl):

IMapamMeTpsI oleHUBaHMS NPe3eHTALUH BoicTaBisiemasi  omenka  (6ajn)

npeacraBjieHHbId nmpoekT (o1 1 10 3)

3a

Tema MMpe3CHTaInu

I[I/I)IaKTI/I‘-ICCKI/Ie n MCETOOUYCCKUE ICIIN H

3aaa4u Mpe3cHTauuun

BrigeneHnne 0oCHOBHBIX Hei MMpEe3CHTalIN

Conepxanue

[TonGop nndopmanmu 17151 CO3AaHUS TPOCKTA —

npe3eHTalun

Ilogaua MaTepuajia nNpoCKTa — MPE3CHTALUN

Jlornka W mnepexoabl BO BpeMs IPOEKTa —

Mpe3eHTalNN

3aKkIr0YeHuE




Jv3aiiH npe3eHTanun

TexHnyeckas 4acThb

HTorosoe KoJIH4eCTBO 0AJLJIOB:

Ha kaxxayro mpelcTaBiIeHHYIO MPE3EHTAIMIO 3aN0JHACTCS JaHHas Tabiuia, I1e Mo KakIoMy U3
KPUTEPHUEB TPHUCBAMBAIOTCSA Oamibl OT 1 10 3, 4TO COOTBETCTBYET OMPEICIEHHBIM YPOBHSIM
pasButuss UKT-xkommerentHocTn: 1 OGamr — »To HuM3KMA ypoBeHb BhageHus WKT-

KOMIIETEHTHOCTBIO, 2 Oajljla — 3TO CPeHUN ypOBEHBb M, HaKOHEI, 3 Oalljla — BEICOKHI YpPOBEHb
Biaageuusd UKT-KoMIIeTEHTHOCTBIO.

Omnpenesienune ypoBHs BiaajeHuss UKT-komMnereHTHOCTBIO

KommuectBo Ha6paHHbIX 0aIoB 3a MMPpEACTAaBJICHHYO OI_ICHKa

Mpe3eHTANNIO (TIPOEKT)

Or 18 6amioB 5 (OTIU4YHO)
110 270anoB

Ot 15 Gannos 4 (xoporo)
1o 17 6anmnos

Ot 10 6amnoB 3(yIOBIETBOPUTEIBHO)

nol4

Ot 9 GannoB 2 (HeyIOBJIETBOPHUTEIHHO)







Hanucanue nucbma-3amnpoca.

B nHavane nucbMa (ecny BbI MMOCBUIAETE €rO IO MOYTE) CISAYET MOMECTUTh Ha3BaHHUE U
aJipec BaIlleii KOMITAHWUH, HIDKE JOJDKHO UATH Ha3BaHHWE KOMITAHUH, B KOTOPYIO BBl OOPAIaeTeCh.
Ecnu BBI OTIIpaBIisieTe MUCHMO IO 3JIEKTPOHHOM MOYTE, 3TOT ITYHKT MOYKHO OITYCTHTb.

IInan nucsma-3ampoca:

1. OdunmansHOE OOpamieHHe, TaKk Kak C agpecaToM BBl CKOpee BCEro HE 3HAKOMBIL
Dear Sir or Madam, Dear Sirs

To Whom It May Concern - (Tem, KOoro 3To Kacaercsi) — oueHb (GOpMalibHOE BhIPAKECHUE,
yIOTpeOIIeTCs, €CIIM BBl HE 3HAeTe, KOMY HaJI0 aJpecoBaTh 3TO MHUCHMO

2. YKka3aTh HCTOYHHK, U3 KOTOPOTO BBI IMOJIYYHITH HHPOPMAITHIO O KOMIIAaHUH.

With reference to your advertisement (ad) in...(OTHocuTeIbHO Balllel peKjIambl B...)

You were recommended to us by ... (Ham pexomengoBan Bac ...)

With reference to our phone call of yesterday... (OTHOcHTENBbHO Balero BuUepalrHEro
3BOHKA ...)

3. KopoTko npeactaBuTh ce0si, CBOIO pUpMYy.

Our company is a subsidiary of ... (Hama xomnanus siBisiercs Guananom ...)

We specialize in .... (MblI cienuanu3upyemcs Ha ...)

We are one of the leading producers of ... (Mbl sBIseMCS JHUIUPYIOIIUMHU
MIPOU3BOIUTENSIMH ... )

We are interested in ... (MbI 3aUHTEPECOBAHKI B ....)

4. VI310>XUTh CBOIO MPOCKOY, MPUUNHY MHCbMa

Could you please send me ... (He Morsiux ObI BBI BBIC/IATH MHE ...)

I would be grateful if you could... (5 6su1 681 O11aT0TAPEH, €CTTH OBI BHI ... )

Could you send me more details...? (Morim Obl BBl BBICIATh MHE TMOJAPOOHYIO
nHpopMaIuio. ..)

We are planning some reorganization of our business and would like some information
about ... (Mpl TMUIaHHpyeM peEOpraHU3AIMIO HalIero OW3Heca HW XOTeNd Obl TOJYYHUTh
“H(pOpMAITHIO O ...)

5. OOBACHUTD, UTO €1l1e BbI ObI XOTEIH MOIY4UTh OT aJpecara.

Could you send us your prospectus and details of .... (He morsu Ob1 BbI TpHC/IaTh HAM BaIll
pEKIaMHBINA MTPOCIEKT U JAETaNH ...)

I would also like to know ... (5I 661 Tak)ke XOTEIT y3HATH. ..)

Could you tell me whether ... (Cxaxxure, moskanyiicra...)

6. 3aKOHYUTH MUCHMO CTaHIAPTHOU (Ppa3oi.

We look forward to hearing from you. (MbI ¢ HeTeprieHHEM K IEM BaIllero OTBETA)

We would be grateful for an early reply. (byaem npusHatenbHbI 3a CKOPBIi OTBET)

Thank you for your help. (baaromapum Bac 3a momorns).

Thanking in advance for your help. (3apanee 6naromaptsr Bam 3a momors).

7. Iloanuce

Yours faithfully, Mckpenne Ban, (ecau umst Bam He uzBecTHo).

Yours sincerely, (ecnu umst Bam u3BectHo).



OBPA3EIL ITMCbMA-3AITPOCA

Pet Products Ltd.
180 London Road
Exeter EX4 4)Y
England
25th February. 1997

Dear Sirs,

We read your advertisement in the "Pet Magazine™ of 25th December.
We are interested in buying your equipment for producing pet food.
Would you kindly send us more information about this equipment:
- Price (please quote CIF Odessa price)
- Dates of delivery
- Terms of payment
- Guarantees
- If the price includes the cost of equipment installation and our staff training.

Our company specializes in distributing pet products in Ukraine.

We have more than 50 dealers and representatives in different regions and would like to start
producing pet food in Ukraine. If your equipment meets our requirements, and we receive a
favourable offer, we will be able to place a large order for your equipment.

Your early reply would be appreciated.
Yours faithfully,
V. Smurov

V. Smurov
Export - Import Manager



KAPTOYKU C AHI'TMACKUMU KJTAILE
N BBIPAXXEHUAMU ITMCBMA-3AITPOCA

We read your advertisement in...

We have heard of your products from...

We have seen your current catalogue showing...

We are interested in buying (importing, etc)...

Please inform us as soon as possible...

Would you kindly quote your prices and terms of delivery (terms of payment, etc) for...

We would like to have further details about...

Pleas send us samples of... (your catalogues, leaflets, etc)

We are distributors (importers, retailers, etc) of...

There is a large market here for your products.

Our company was founded in...

If your prices are competitive (the samples meet the standards, your equipment complies with

our requirements, etc) we way be able to let you have regular orders.

Your prompt answer will be appreciated.




OBPA3EIL IIMCbMA-ITPE/JJIOKEHUA

Dear Mrs Barden
AQUATITE RAINWEAR

bnarogapuocts  — Thank you for your letter of 15 June. | was pleased to learn about the
enquiries you have received for our raincoats.

Nznoxenne — Our AQUATITE range is particularly suitable for warm climates.
MOTYJISIPHBIX CBE- During the past year we have supplied this range to dealers in several
nenuit o mpoayk-  tropical countries. We have already received repeat orders from many
uu ¢ yuerom tpor-  Of those dealers. This range is popular not only because of its light
yeckoro kiuMata — Weight, but also because the material used has been specially treated to
YnoMuHaHue o — prevent excessive condensation on the inside surface.
IOBTOPHBIX 3aKa3ax
JTaeT TapaHTHIO
KadyecTBa

We are pleased to quote as follows:

Wudopmarus — 100 AQUATITE coats men's medium £17.50 ea 1750.00

OTHOCHTEIILHO 100 AQUATITE coats men's small £16.80 ea 1680.00
pacieHoK 100 AQUATITE coats women's medium £16.00 ea 1600.00
100 AQUATITE coats women's small £15.40 ea 1540.00
6570.00

less 331/3% trade discount 2187.81
Net price 4082.19
Freight (London to Alexandria) 186.00
Insurance 122.50

TOTAL 4390.69

Ceezenus, kacaro- — Terms: 21/2% one month from date of invoice
Mecs yCI0BHI

JOrOBOPA, TPAHC- Shipment: Within 3 — 4 weeks of receiving order

IIOPTUPOBKHU U

aKIenTa For acceptance within one month.

YnoMmuHaH#e 0 — We feel you may be interested in some of our other products, and
JAPYTUX BHIAX enclose descriptive booklets and a supply of sales literature for issue

TOoBapa u mpuijara- o your customers.
omas Jureparypa
We hope to receive your order soon.

Yours sincerely



MEPEBOJ] AHT'JIMMCKUX KJIUIIE U BEIPAXXEHUI

We were pleased to learn your interest in...

We take pleasure to send you the desired samples and offer...

As to your inquiry of ... we are informing you that...

We enclose our catalogue with the latest price-list.

Our proposal is valid till...

The price covers packing and transportation expences.

We can give you a 5 per cent discount.

Besides above mentioned goods our company produces also...

We would appreciate if we get the order from you as possible.

It you are not happy with our proposal please inform us about its reason.







