MUHUCTEPCTBO HAYKH 1 BBICIIIEI'O OBPA3OBAHMA
POCCHUHCKOU OEJNEPALINU

DenepanpHOE TOCYIaPCTBEHHOE OI0KETHOE 00pa30BaTEIbHOE YUPEKICHHE
BBICIIEr0 00pa30BaHUs

«MarHuTOropCcKHii rocy1apCTBEHHBIN TeXHUUECKUNA yruBepeuTeT um. I 1.

Hocosa»

PABOYAS TIPOI'PAMMA JUCIUIIJIMHBI (MOAY JIS)

YIIPABJIEHHUHE KAYECTBOM KA/JPOBOI'O OBECIIEYEHHA

HamnpasiieHue moAroTOBKHU (CHENHATBHOCTD)
27.03.01 CranmapTH3aiusi 1 METPOJIOTHS

HanpasiesHocTs (IpodwiIs/crieruanu3anus) 1porpaMmmsl

CTaH)lameaum, MCHE/DKMEHT U KOHTPOJIb Ka4eCTBa

VpoBeHb BhICIIEr0 00pa3oBaHus - GakasaBpHaT

®opma 00yueHus
3a049Has

Huctuty1/ dakymprer WHCTUTYT €CTECTBO3HAHMS M CTAHIAPTU3AIHH
Kadenpa Texnonoruu, cepTuUKaMU 1 CEpBUCA aBTOMOOMIIEH

Kypc 5

MarHuToropck
2025 rox



Paboyas nporpamma cocrasnera Ha ocHose ®I'OC BO - GakanaBpuar 110
HaIPaBJIeHUIO MoAroToBKHU 27.03.01 Crannaprusanys 1 MeTposorus (mpukas MuroGpHayKu
Poccun ot 07.08.2020 r. Ne 901)

Pa6ouas mporpamma paccMoTpera u ogo0peHa Ha 3aceianuu Kapeapsl  TexHoIoruu,
cepTH(HKAIMU H CePBUCA ABTOMOOMIIEH
21.01.2025, mporoxox Ne 4

3a. Kapepoit L/ZA% W.IO. Mesun

Paboyas nmporpamma ogobpena meroaudeckoi komuccueit, MEuC
03.02.2025 . mpotoxox Ne 3 W
IIpencenarens , 10.B. Comosa
e
Pa6ouas nporpamma cocrasieHa:
JoueHT kadenpsl kapeapsr TCuCA, kaHa. TexH. H‘MA.C. JIumapen
Penenzenr: 07/ L@l/
npodeccop kadenpsr TOM, 1-p TexH. Hayk (o2~  M.A. Tonsixosa




JIMcT akTyajm3anuu padoueil mporpamMmbl

Pabouas nmporpamma nepecMoTpeHa, o0cykaeHa u ogoopeHa i peanuzauuu B 2026 - 2027
yueOHOM rojy Ha 3aceqanuu Kadeapsl TexHonoruu, cepTudukanuy u ceppuca

IIpotokom ot 20 1. Ne
3aB. kadeapoii N.10. Me3un

Pabouast mporpamMma rnepecMoTpeHa, 00CykaeHa u o00peHa s peanusaruu B 2027 - 2028
y4eOHOM rojy Ha 3acefanuu Kadeapsl TexHonoruu, cepTudukanuy u ceppuca

IIpotokom ot 20 1. Ne
3aB. kadenpoii N.1O. Me3un

Pabouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2028 - 2029
y4eOHOM roy Ha 3aceqanuu kadeapsl TexHoIOrHH, CepTUPHUKALUK U CEPBHCA

[IpoTokom o 20 1. Ne
3aB. kadenpoii N.10. Me3un

Pabouas mporpamma nepecMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2029 - 2030
y4e0HOM roly Ha 3aceqaHuu Kageapbl TeXHOIOTHH, CepTH(HUKAIIMN U CEPBUCA

[Iporokon ot 20 1. Ne
3aB. kadenpoii N.10. Me3un

PaGouas mporpamma nepecmMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2030 - 2031
y4eOHOM roJly Ha 3acenanuu Kadeapsl TeXHOIOruu, cepTuUKalum U cepBuca

IIporokom ot 20 1. Ne
3aB. kadenpoit N.10. Me3un




1 lesin ocBOCHUSA TUCHUTIIMHBI (MOYJIA)

MOJTy4YeHHUE CTYACHTAMU OCHOB 3HAHMIA U HABBIKOB 10 ()OPMUPOBAHUIO U
opraHuzanuy GyHKIIMOHUPOBAHKS CUCTEM YITPABIEHHUS IIEPCOHAIIOM B OpTraHU3aIUsIX,
IJIAHUPOBAHUIO KAJIPOBOM pabOTHI, YIIPABICHUIO TIEPCOHATIOM U €T0 PA3BUTHEM.

2 MecTo qucHuIIMHBI (MOYJIsI) B CTPYKType 00pa3oBaTeIbHOM NPOrpaMMbl

Jucnunimza YnpaieHre KaueCTBOM KaJIpoBOro odecriedeHust BXOAUT B YacThb
y4eOHOro miaHa popMUpyeMyIo yuacTHUKaMU 00pa30BaTebHbIX OTHOIICHUN
00pa3oBaTeNbHOM MPOrpaMMBI.

JIist u3ydeHusl TUCIUTUTMHBI HEOOXOTMMBI 3HAHUS (YMEHUS, BIAJCHHS),
c(hOpMHUPOBAHHEIEC B PE3YJIbTATE U3YUCHUS JUCIHUILTAH/ TIPAKTHK:

[1Ipon3BOACTBEHHBIN MEHETKMEHT

JImaHOCTHO-TIPO(ECCHOHATHFHOE CaMOPa3BUTHE

VYpaBieHue KauecTBOM

Opranu3zanus 1 TEXHOJIOTHSI KOHTPOJIS KauyecTBa

CucTtemMbl MEHEIKMEHTA KaueCcTBa

OCHOBBI OTPACJIEBBIX CUCTEM MEHEIKMEHTA KaueCTBA

Nudopmanmonnoe obecredeHre nporeccoB ypaBIeHUs] KAYECTBOM

3uanus (yMEHUs, BJIa/ICHNUs ), TOTYYCHHbIE IPU U3yYEHUU JaHHOM IUCIUTUINHBI
OyayT HEOOXOAMMBI AJIs U3YUYCHUS JUCIUILTAH/TIPAKTHK:

Puck-opueHTHPOBAaHHBIN MEHEI)KMEHT

Opranu3zanus U TEXHOJIOTHSI KOHTPOJIS KauyecTBa

[IpoekTHas neATeIbHOCTD

3 Komnerennun ody4yaronierocsi, opmupyemMbie B pe3yJbTaTe 0CBOEHMSI

AUCHUILIMHBI (MOYJIS1) M IJIAHMPYeMble pe3yJIbTaThl 00y4eHusl

B pe3ynbraTe 0CBOCHHS TUCHUIUTMHBI (MOAYIsI) «YTIpaBleHHE KaYeCTBOM KaJIpOBOTO
o0ecriedeHns» 00yJarouIuiics JOKeH 001a/1aTh CIEAYIOIUMU KOMITETCHIIUSAMU:

KOI[ HHJUKaTopa I/IHI[I/IKaTop JOCTHXKECHUS KOMIICTCHIIN

I1K-1 CriocobeH opraHu30BbIBaTh MEPOIIPUATHUS IO POBEICHUIO UCIIBITAHUH U KOHTPOJIIO
Ka4yecTBa Ha BCEX CTaJUsX IPOU3BOACTBEHHOIO MpoLecca

I1K-1.1 AHaJIU3UPYET COCTOSHUE KAUYECTBA HA IPOU3BOJICTBE

[1K-1.2 OpranuzyeT U NPOBOAUT UCIIBITAHUS MPOIYKIIMH Ha BCEX CTAIMIX
IIPOM3BOJICTBEHHOT'O NIpoLecca

I1K-1.3 OpranusyeT 1 NpoOBOAUT KOHTPOJIb KAYECTBA HA BCEX CTAAMSIX

IMMPON3BOJACTBCHHOTI'O ITPOILICCCa




4. CTpyKTypa, 00bEM U cogepkaHue TUCHUILIHHBI (MOLYJIsI)

OO0mmas TpyA0€MKOCTh JUCIIUIUIMHBI COCTABIISIET 4 3a4eTHBIX eauHull 144 akas. 4acoB, B TOM

HHUCJIIC:

— KOHTakTHas pabora — 10,7 akaz. 4acos:
— ayauTopHas — 10 akaj. 4acos;
— BHeayauTopHas — 0,7 akaj. 4acos;

— camocTosTeNbHas pabota — 129,4 akaj. 4yacos;

— B (popme npakTudeckoil moaroroBku — 0 akai. vac;

— MOATOTOBKA K 3a4€Ty — 3,9 akaj. yac
@dopma arTecTaluy - 3a4eT

AynuropHas ] o
KOHTaKTHas padora E z ®dopma Tekyero
aKaj. Jacax) o X Bun KOHTPOJIS
Paznen/ Tema 2 (8 S . Ko
A 5 5 © | camocToATeNbHOM | ycneBaeMOCTH 1 8
JACIATUTAHBL 2 £ = ., | KommeTeHIuH
Q0 & paboThI IPOMEKYTOUHON
nab. | MpaKT. S8 aTTecTaluu
Jlek. < < !
3aH. 3aH. | QO &
1. OCcHOBHbIEC TIOHSTHSI
1.1 Yopasnenue
HeDCOHATOM KaK CaMOCTOSITETTbHOE
P « W3ydeHHe . TK-1.1, TIK-
UHTErpaJIbHBI KOMIOHEHT 04 6 N YcTHBIH onpoc
yueOHOM 1.2, TIK-1.3
o01wero nporecca
JIUTEPATyphI
YIIpaBICHHUS
1.2 OcHOBHBIE 3TaIBI CaMOCTOSITENIEHOE
a3BUTHUS TEOPUU U HU3y4yeHue . TIK-1.1, TIK-
p P 5 0,2 6 Y N YcTHbIi orpoc ¢
MIPAKTUKH YIPaBICHUS yueOHOi 1.2, TIK-1.3
MEPCOHAIOM JIUTEPATyPhI
CaMOCTOSITEIIbHOE
1.3 Tlepconan kak 0OBEKT U3yUYeHHE . IK-1.1, TIK-
P 0,2 6 Y N VYcTHbIi ompoc ¢
YIpaBICHUS yueOHOi 1.2, 1IK-1.3
JTUTEPATyPhI
Hroro no pazaeny 0,8 18
2. Kagposas ciryx0a ¥ oJUTHKA
OpraHu3aluu
CaMOCTOSITEIIbHOE
2.1 KagpoBast moauTuka HU3y4yeHue . TIK-1.1, TIK-
Ap 0,2 6,4 Y N VYcTHbIi ompoc ¢
OpraHu3aluu yueOHOi 1.2,TIK-1.3
JIUTEPaTyPhI
CaMOCTOSITEIIbHOE
2.2 Kanpoas ciyx0a U3yuCHHE . IK-1.1, TIK-
AP y 0,2 8 Y . YcTHBIi orpoc y
OpraHu3aluu yueOHOI 1.2,TIK-1.3
5 JITEPATyPhI
CaMOCTOSITEIIbHOE
2.3 Kagposoe H3y4eHue . TIK-1.1, TIK-
7P 0,4 8 Y . YcTHBIi orpoc y
IUIAHUPOBaHUE yueOHO 1.2,TIK-1.3
JITEPATyPhI
CaMOCTOSITEIIbHOE
2.4 Tloka3zaTenu TPyI0BOTO H3y4eHue . TIK-1.1, TIK-
pyA 0,2 8 Y . YcTHBIH otipoc ¢
MOTeHIraa yueOHoM 1.2, 1IK-1.3
JITEPATyPhI
HWroro no pasaeny 1 30,4




3. OcHOBHBIE HANPaBICHUS
JEATENLHOCTH C IIEPCOHATIOM

CaMOCTOSITETTbHOE
n3yvdeHHne
3.1 Cucrema HaiiMa yueOHOM . IK-1.1, TIK-
nepcoHaa 0.2 8 JTUTEPATYPHI YTt onpoc 1.2, TIK-1.3
MpaKTHYEeCKast
pabota
CaMOCTOSTENBHOE
H3y4eHue . MK-1.1, IIK-
3.2 Anmantanus nepcoHana 0,2 8 yae6Hol VYcrHbIi onpoc 1.2, TIK-1.3
JIUTEPaTyPhI
CaMOCTOSTENNBHOE
3.3 MoruBanus Tpyaa H3y4eHUe N [IK-1.1, IIK-
nepcoHana 0.2 8 yueOHOI Yermbiit onpoc 1.2, TIK-1.3
JIUTEPaTyPhI
CaMOCTOSTENBHOE
3.4 CrumynupoBaHue Tpyna U3y4YeHHE . MK-1.1, TIK-
nepcoHaa 0.4 8 yueOHOI Yermbiii onpoc 1.2,1IK-1.3
JIMTEPATYPHI
CaMOCTOSTENBHOE
3.5 TIpodeccuonansHoe U3y4YeHHE . MK-1.1, TIK-
pa3BUTHE NEpCcOHAlIa 0.4 8 yueOHOI Yermbiii onpoc 1.2,1IK-1.3
JIMTEPATYPHI
CaMOCTOSTENIBHOE
3.6 KapnepHnblii poct U3y4YeHHE . MK-1.1, TIK-
NepcoHalla B OpraHu3aluu 0.4 8 yueOHoM YerHeii onpoc 1.2, TIK-1.3
JIMTEPATYPHI
CaMOCTOSTENBHOE
U3y4eHHe N IK-1.1, IIK-
3.7 AtTecranus nepcoHana 0,4 8 yae6Hol YCTHBIN Onpoc 1.2, TIK-1.3
JIMTEPATYPHI
CaMOCTOSTENIBHOE
3.8 BrIicBOOOXKIEHHE U3y4YeHHE V e THBI OIPOC I1K-1.1, TIK-
nepcoHana yueOHOi P 1.2,TIK-1.3
JIMUTEPATYPBhI
HWroro no pazaeny 2,2 81
HWroro 3a cemectp 4 104,4 3auéT
Hroro no aucuuruinae 4 129,4 3a4er




5 Ob6pa3oBaTe/ibHbIE TEXHOJIOTHH

s u3ydenus JaHHOW JUCHUIIIIMHBI B KAYECTBE METOIMYECKOr0 MOAX0/1a
MIPUMEHSIETCS TeXHOJIOTHsI KOHCTPYUPOBaHUS yueOHOM nH(OpMaLInK, T.€. IPU MOJTOTOBKE
npernoaBaTess K yaeOHOMY MPOIECCY YUUTHIBAETCS, YTO M B KAKOM 00bEeMe U3 H3ydaeMO
nH(OPMAIINHU JTOJDKHBI YCBOUTH CTYIEHTHI, YPOBEHB IMOATOTOBICHHOCTH CTYACHTOB K
BOCHPUATHIO Y4eOHOU MH(OPMALIUK IO BOIIPOCAM MaTEMAaTHYECKOTO MOJICITUPOBAHUS U
ONTUMU3ALMH TEXHOJIOIMYECKUX MponeccoB. [lepen HayainoM 3aHATUN 03HAKOMHUTH
CTY/ICHTOB C INITAHUPYEMbIM 00BEMOM YacOB IO yueOHOMY IIaHy Ha M3y4EeHUE TaHHON
aucuuIuiHbel. OOpaTuTh BHUMaHUE HA TO, KAKOE KOJIMYECTBO YaCOB OTBOJIUTCS HA
CaMOCTOSITENIbHYIO Pa0OTy. DTH Yachl BBIIACISIOTCS ISl 3aKPEIUICHUS TEOPETHUECKOTO
MaTepuaia, Ha HOJArOTOBKY K MPAaKTUYECKUM 3aHATHUSM, IIOJTOTOBKY K pyOexKHOMY
koHTpouto. [lepen kaxxaoii nekiueit He0OX0AUMO MPOBOAUTH BEIOOPOUHBIHN OIPOC MO
MaTepHuay npeablayIuX JeKuuil. Pe3ynbraTsl orpocoB JOKHBI (PUKCUPOBATHCS U
YUUTBIBAThCS IIPU BBICTABJIEHUHM OKOHYATEIbHON OLIEHKH 110 IUCHUIUIMHE. JIEKIIMY TPOXO0aaT
B TPaIMIIMOHHON opMe, B popMe NEeKIUNH-KOHCYIbTAINI ¢ KOJUJIEKTUBHBIM 00CYXISHUEM
KaKoro-aubo Bompoca, mpoOJieMbl UM COMTOCTABIICHUU HH(POPMAIUH, UJIeH, MHEHUH,
npeaoxeHui. [Ipy 3ToM 1enu IUCKyCCuM TECHO CBSI3aHbI C TEMOM JeKIuu. [IpakTuueckue
3aHSTHS CIIOCOOCTBYIOT OoJiee rIIyOOKOMY OCBOEHUIO TEOPETHUECKOro MaTepuana. [1pu
MIPOBEICHUH NMPAKTUYECKUX 3aHATUH YUUTHIBAETCSA CTENIEHb CAMOCTOATEILHOCTH UX
BBITIOJTHEHUS UX CTYACHTaMU. Y YeOHBIM IJIAHOM IPEyCMOTPEHBI MHTEPAKTUBHBIC 3aHITHS.
[IpakTrueckue 3aHATHS IPOBOASTCS B BUJIE CEMUHAPOB-AUCKYCCUM, HA KOTOPBIX
00CYKAIOTCS M PEIIAOTCS MPAKTHYECKHE MPOOIEMBI Kypca, UCTIONb3yeTcs paboTa B
koManze. CamocTosATenbHas padoTa CTYJAEHTOB CTUMYJIUPYET CTYAEHTOB K CAMOCTOSITEIIbHON
popaboTKe TEM B BBITIOJIHEHUS JOMAIIHETO 3a/1aHus, IOJrOTOBKE K 3a4eTy U UTOTOBOI
aTTectaiuu. @opMoil UTOTOBOrO KOHTPOJISl 3HAHUM CTYACHTOB SIBJISIETCS 3a4eT.

6 YueOHO-MeTOAMYECKOE 00ecrieYeHHe CaMOCTOATEeIbHOM PadoThl 00y4ar0IHUXCs

[IpencraBieHo B npuiioxeHuu 1.

7 OueHo4HbIe CpeAcTBA 1JISl IPOBeAeHHUS IPOMEKYTOYHON aTTeCTAlluM
[TpencraBieHbl B IPUIOKEHUH 2.

8 YueOHO-MeTOAMUYEeCKOEe M HH(POPMALIMOHHOE 00ecnieYeHHue TUCIUIINHBI

a) OcHoBHas JuTEpaTypa:

1.Eropumn, A. I1. OcHOBBI ynpaBieHus nepcoHaioM: YuebHnoe nocoodue / A.Il.
Eropums. - 4-€ u3a., nepepad. u gor. - Mocksa : HUL] MHOPA-M, 2015. - 352 c. (Bricuiee
obpaszoBanue: bakamaspuat). ISBN 978-5-16-009526-4. - Tekcr : anekrponnsiid. - URL:
https://znanium.com/catalog/product/445836 (nara obparenus: 10.03.2025). — Pexum
JOCTYIHA: 10 MOATHUCKE.

2.Kubanos, A. 5I. OcHOBBI yIpaBieHHs epcoHaaoM : yueOHuk / A.S1. Kubanos. — 3-
e u31., nepepad. u non. — Mocksa : UH®PA-M, 2019. — 440 c. + Jlon. maTepuaibl
[DnexkTponHsIii pecypc; Pexxum gocryma: http://new.znanium.com]. — (Beiciiee
obpasoBanue: bakanaspuat). — Www.dx.doi.org/10.12737/4118. - ISBN 978-5-16-009561-
5. - Tekcrt : anextponHbIit. - URL: https://znanium.com/catalog/product/993305 (nata
obpamenusi: 10.03.2025). — Pexxum qoctyma: mo momucke.

0) JonosHuTeabHas JUTEpaTypa:

1.JannnuHa, E. M. IHHOBalIlMOHHBIN MEHEKMEHT B YIIPaBIECHUH IEPCOHATIOM:
VYueOnuk mist 6akanaspos / Jlanununa E.W. - Mocksa : Jlamkos u K, 2016. - 208 c.
(YueOnusre m3ganus aus 6akanaBpo) ISBN 978-5-394-02527-3. - Tekcr : 2neKTpOHHBIH. -



URL.: https://znanium.com/catalog/product/515755 (nata oopamenus: 10.04.2024)

2.bynar, P. E. JlokyMeHTaIlMOHHOE 0OecIieueHUE YIIPaBICHUS IEPCOHAIOM: YUeOHOoe
nocobue/bynat P. E. - Mocksa : HUL| UH®PA-M, 2015. - 234 c. (Beicuiee oOpa3oBanue:
bakanaspuat)ISBN 978-5-16-010318-1. - Tekcr : anexkrpoHHsbIid. - URL:
https://znanium.com/catalog/product/488066 (xara obparuenus: 10.04.2024). — Pexum
JOCTyMA: 110 MOJIUCKE.

EBtuxos, O. B. [Icuxomnorus yrpasieHus nepcoHanoM: Teopus u npakruka / O.B.
EBTuxos. - CII6: Peus, 2010. - 319 ¢.ISBN 978-5-9268-0849-7. - TekcT : 37I€KTPOHHBIH. -
URL.: https://znanium.com/catalog/product/536760 (nara o6parenus: 10.04.2024). — Pexum
JOCTYTMA: 10 MOIUCKE.

B) MeToauuecKkue YKazaHnus:
MGTOI[I/I‘ICCKI/IG YKa3aHus MMPCACTABJICHEI B ITPUITIOKCHUN 1.

r) [Iporpammuoe obecneuenue u UnTepHer-pecypcebi:

IIporpammuoe obecnevyenue

Haumenoanue N
o Ne norosopa Cpoxk nelicTBUS TULIEH3UH
MS Oﬁ.lce 2007 No 135 ot 17.09.2007 0OeCcCpovHO
Professional
7Zip cB00OOIHO pacnipocTpansemoe [10 06eccpovHO

IIpodeccnonanbubie 0a3bl JAHHBIX M HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMBI

HasBanue kypca CchlIKa

DnekTpoHHbie pecypcesl oudmmorekun MI'TY um. .. https://host.megaprolib.net/M
Hocosa P0109/Web

https://www.rsl.ru/ru/4readers

Poccutiickas I'ocynapcTBennas oubnuoreka. Karamoru
/catalogues/

DrekTpoHHas 0a3a nepuoIuUecKux n3ganuii East View

Information Services, OO0 «MBHUC» https://dlib.eastview.com/

HarmonansHast nHGOpMaAIIMOHHO-aHATTUTHYECKAS URL:

cucteMa — Poccuiickuit nuaekc Hayunoro nutupoBanus | https://elibrary.ru/project_risc.
(PUHLI) asp

denepanbHOE rOCyIapCTBEHHOE OFOKETHOE

yupexaenne «DenepaabHbIil HHCTUTYT URL: http://www1.fips.ru/

MIPOMBIIIIJIEHHONW COOCTBEHHOCTH»

9 MaTepuajibHO-TeXHHYeCKOe o0ecneyeHne TUCHHUILINHBI (MO1YJIs1)

MarepuanbHO-TEXHHUECKOE 00ECTIeYeHNE UCIUIIMHBI BKIIOYALT:

1. YueOHbIe ayAUTOPUU IJIS MPOBEIACHUS 3aHATHI JICKITMOHHOTO THIIA -
MynbTUMeANIHBIE CPEACTBA XpaHEeHNUs, Tepe/laun U MPeICTaBIeHUs] UH()OPMAIIHH.

2. YueOHble ayTUTOPUHU AJIs IPOBEICHHS MPAKTUYECKUX 3aHATHH, TPYIIOBBIX U
VHJMBHUIYAJIBHBIX KOHCYJIBTALMM, TEKYIErO0 KOHTPOJIS U POMEKYTOYHON aTTECTAllUH -
Jlocka, MyIbTUMEINHHBINA TPOEKTOP, IKPaH

3. YueGHble ayTMTOPUH JJISl BBIMOJIHEHHSI KYPCOBOI'O IPOEKTUPOBAHNUS, TOMELICHUS
JUISL CAMOCTOSITENIbHON paboThl o0yyaromuxcs - [lepcoHaibHbIe KOMITBIOTEPHI ¢ TakeToM MS
Office, BerxooM B IHTEpHET | € TOCTYIIOM B AJIEKTPOHHYIO HH(POPMAIIMOHHO-
o0pa30BaTeNnbHyI0 Cpely YHUBEPCUTETA

4. Ilomemienue Ass XpaHeHUsS U MPOPHUIAKTUYECKOTO 00CITYKUBaHUS y4eOHOTO
obopynoBanus - CTeniaxku s XpaHeHHUs yueOHO-HaIIHBIX TOcoOuit 1 yuebHo-
METOANYECKOU TOKYMEHTALUH.



NPUJIOXKEHMUE 1
METOJUYECKHUE PEKOMEHJAIIUU ITO COCTABJIEHUIO PE3IOME

VYcenex B kapbepe Ha 85%0 3aBHCUT OT JIMYHBIX Ka4eCTB W MPAaBUIIBHOTO MOBeleHus. W Tombko
muib Ha 15% onpenensercs npodeccuoHaTu3MOM.

Hamucanue pe3toMe MOMOKET BaM MPaBIILHO ONPEACIUTh ce0sl Ha phiHKe Tpyaa. K Tomy xe, 3To
CaMBI TIEPBBIN M CaMBId TIABHBIA AOKYMEHT JUId paboTomaTensl MpH PacCMOTPEHWH KaHAHIATYPHI.
Xoportee pe3roMe OAHO W3 caMbIX 3(PPEKTUBHBIX CPEACTB MOMCKa pabOThl. UTOOBI JOOWTHCS JHYHOM
BCTpe4r C paboTojareneM, HYyKHO COCTaBUTb W OTOCIATh €My pe3loMe, KOTOpOe MPU3BAaHO BBIACITUTH
couckaTens B 001IeM TOTOKE, CO3/1aTh O HEM MaKCUMAaJIbHO OJaronpusTHOE BIIEYaTICHHUE.

Pe3tome — nokymeHT, comepkamiuii HHQOPMAIIMIO O HAaBBIKAX, OMBITe PabOTHI, 00pa30BaHUU U
JIPYrofl OTHOCSINEHCS K ey WHQpopMaluu, OObIYHO TPeOyeMbld MPH PACCMOTPECHUU KaHIUIATYPhI
YeNloBeKa JIJIs HaiiMa Ha paboTy.

CocraBisis pe3foMe HEoOXOIUMO JellaTh aKIeHT Ha T¢ CTOPOHBI JMYHOCTH, OOpa3oBaHUSA W
TPYAOBOH IEATEITLHOCTH, KOTOPBIE MOIXOIAT 10T KOHKPETHYIO BAKAHCHIO M KOHKPETHOTO YETIOBEKA.

OcHoBHasi 1ejJb HamMcaHusl JIO0OOro pe3loMe — 3aMHTEpPECOBaTh pabOTOAATENsT WU €ro
NPEICTABUTENS CBOCH KaHIUAATYPOH, TOOUThLCS MPUIIIAIICHHS Ha coOeceIoBaHue.

IIPUHITHITBI COCTABJIEHHA PE3IOME

Kak mpaBuio, NEPCHCKTUBHBIM HUCTOYHMKOM HH(GOPMAIUM TOPOH CIy’)KaT Kak CTHJIb
odopMIiIeHHs pe3loMe, TaK M YMEHUE NMPAaBUJIbHO NPENnoIHOCUTh HH(opManuio o cede.

Koneuno, 1y1s paboToaTeNs BAXKHYIO POJIb UTPAET OMBIT PaGoThl KAHANUATA, HO HE
CIIElyeT MoJaraThbCsl TONBKO Ha HETO, OCOOCHHO B paMKaX )KeCTKOW KOHKYPEHIIMHU 33 MECTO.

Taxoke pekoMeHayeTcst COOMI0AATh CAeyIOUIHe TPUHIIUTIBL.

1. KPATKOCTH

e Pe3oMe HODKHO conaepkarh TOJBKO TO, 4TO, ¢ Bamed TOUKM 3peHHsi, UHTEPECYET
paboTonaTens Ha KOHKPETHYIO JOKHOCTbD.

Hanpumep, eciu Bvl nocmasunu yeib cmamos MeHeONCEPOM NO NPOOANCAM, ONUCAHUE BCEX
uzyueHHvIX Bamu xomnwvromepuvix npocpamm u naxkemog — coscem He obsizamenvro. A eciu Bol xomume
YCMpOUmsbCsl 2NeKMpUKOM — Mo 3aKoHyeHHvle Bamu xypcvr «onepamop OBM»y, moowce me cmoum
BHOCUMD 8 pe3toMe.

e TlocrapaiiTech OTOPOCUTH JIUITHIOIO «BOIY», OCTABUTH TOIBKO (PAKTHI.

e OCTOpOXXHO WCIONB3yiTe abOpeBHATYpPHI, MOMHHUTE, 4YTO pabOTONATEIb COBCEM HE
00s13aH 3HATh, KaK OHM pacir(poBbIBaOTCS. B 0cOOGHHOCTH ATO KacaeTcs Ha3BaHHMA
yueOHBIX 3aBEJICHUI U MIPEINPHUITHIA IPH OTHPABICHUH PE3IOME B IPYroif TOPO/I.
AKKYPATHOCTb

e AKKypaTHOCTHh B O()OPMJICHHH MO3BOJISIET JIETKO BOCIIPUHSATH M MPOYUTATh PE3IOME, UTO
DKOHOMMT BpeMs KaJIpOBOIO CHELUAIACTAa M XapakTepuzyer Bac B ero riasax, Kak
YeJI0BEKA IKOHOMSILETO M YBAXKAKOIIETO 3TO BPEMSI.

e HeOpexHo odhopmMiIeHHOE pe3tOMe MOTYT 3alpPOCTO MPOUTHOPUPOBATD.

Hanpumep:

Pe3rome 1.

Heaxxypamuoe Hean Heanosuu

Hata poxnenus: 01.02.1983r.

KonTakTtHblii Tegedon: 81234567890

Onpit padoter: OO0 «MuTepHeT TexHoaoruu» 06.04-08.06 [Iporpammuct, pazpadboTka u
MOJIEPIKKA CalTOB.

OAO «IT-rpynm» 08.06-no HacT. Bpems [Iporpammuct, pazpaboTka nporpaMm.

B amom npumepe Hem onpedenennol CmpyKmypbl, 8 UHGOpMAayus ceanena 8 Kyuy u Haumu 6
Hell Ymo-mo s61Aemcsi CILOICHOU 36[()6[%611. HUcnonvszoseannvle 30ecw Pasiuydnvle CMullu Hanucanus ewe
Oobute 3ampyOHsIOm YumadeibHOCmb pe3ome.

Pezrome 2.

AxkypaTtHoB Iletp IlerpoBnu

JlaTta poxxaenus: 01.02.1983r.

KonrakTHblii Testedon: 8-123-456-78-90

OnbIT padoThl:

06.2004-08.2006 00O «/HTEpHET TEXHOIOTHH»

IIporpammuct
Pa3paboTka u moaaepKKa caTos.



08.2006- o HacT. BpeMsl. OAO «IT-rpymm»
IIporpammuct
PaszpaboTka mporpamm.

B npumepe 2. Ilpocnexcusaemcs 00UHAKo8as CMpYKMypd, 6axcHas UH@DOpmayusi evloeneHd
00HUM cmuaem. Mugopmayuonnvie 610ku omoenenst Opye om opyed.

3. IIPoCcTOTA
[TpocToTa M3MOXKEHUSI MPEANONaraeT OJHO3HAYHYIO TPAKTOBKY IPEACTABICHHON MH(OpMAIUH.

He crout ynotpebnsate npodeccroHanbHble TEPMUHBI, HE OyAydd YBEpEHHBIM B TOM, YTO OHU OyAayT
TIOHSTHBI TIpeJCTaBUTEN0 paboTofarens. Ecnm ke Bbl cumraere, uto ymorpeOieHHe ONpaBIaHHO, TO
MOKHO JaTh KPaTKOE ONpEJIeNICHNE B CKOOKAX.

Hanpumep: «Cenapayus (pazoenenue) 0053aHHOCMEN ROOYUHEHHBIX Y.

4. T'PAMOTHOCThH
[lpm cocraBieHMM pe3lOME HE CTOWT IOJAraThCs HA ABTOMATHYECKHE DPENaKTOPBI, JIydlle

MIONIPOCHUTH 3HAKOMBIX (B Hueane Qumonoros) mpouecTs Bamie pestome. Ecim ke Takoil BO3MOKHOCTH
HET, TO MPOYTUTE €r0 CaMH, TOJIBKO 0053aTEILHO BCIYX.

Camo co0oii mpuBeneHHBIE B pe3toMe IpodeccHoHaNbHBIC TEPMHUHBI M Ha3BaHWUS HU B KOEM
cllydae He JOJDKHBI cofiepKaTh omnOoK. Ecnu Bel He yBepeHB! B MPaBUIBHOCTU HAaMUCaHUs (pa3bl HIIH
TEpMHUHA — CIPOCUTE 3HAKOMOrOo Pa0OTalIero B STOH o0JacTW WM HaWgute HHOOpMAIMIO B
Wurepnere.

5. YECTHOCTbH
[lomHuTe, 4TO BCA yKa3aHHas B pe3ioMe HH(POpMALUS MOXKET MOTPeOOBaTh JOKa3aTeNlbCTBA.

[Tosromy mpuykpamBanue (HakToB BO3SMOXKHO TOJBKO B CIydae KpaifHeil He0OX0JUMOCTH.

6. HANPABJIEHHOCTH

JIst KaXk10i KOHKPETHON BaKaHCHH HEOOXOANMO COCTABJICHHE CBOETO, KIIPHUIEITHLHOTO» PE3IOMe.
YuurteiBas 0cOOEHHOCTH MPEATIONaraeMoi paboThI, U3MEHSIITE aKIeHT U3naraeMoii mHopManuu.

BU/IbI H CTPYKTYPA PE3IOME

Cy1iecTByeT TpH CTaHJIAPTHBIX THIIA pe3toMe:
XPOHOJIOTUYECKH,
(yHKIIMOHAIbHBIN;
KOMOMHHPOBAaHHBIM.
B xpoHosioruyeckom pe3oMe B 0OpaTHOM TMoOpsAIKe (T.e. HauWHAs C TIOCIETHETO)
MEPEYUCIIAIOTCS BCE MeCTa paboThl U 00S13aHHOCTH, KOTOPbIE BBl BHITOTHSIIH.
Bri6upaiite ero, ecnu B Bameii kapeepe oTMedaeTcsl yCTOMYUBBINA B TIOCIIEIOBaTEIbHBIN pocT. B
9TOM CiTydae XPOHOJIOTHUECKOE pe3toMe HArJISIHO MPOJAEMOHCTpUpYeET Baiy ycnenmHocTs 1 mporpecc B
TPYJIOBBIX CBEPIICHHSX.

Henenecoodpa3Ho ykazaHue KOHKPETHBIX MeCT padoThl eciIu:

e Bprl 32 KOPOTKUI CPOK MOMEHSIIM OUYE€Hb MHOTO MECT pabOThl — Yy paboTOAATENs] MOKET
CJIO’KUTBCA BIIeUaTeHue 0 Baieil Hermociaeq0BaTeIbHOCTH U HECEPBE3HOCTH.

e B Bamem TpyaoBoM cCTaxke €CThb MHOTO «IIPOBAJOB» — 3HAYUTEIBHBIX MEPUOJOB
BpeMeHH, Korja Bl He paboTanu, unu paboTany Ha «HENPECTUKHBIX» JOTDKHOCTSX.

e B Bamueii 6uorpaduu ects Koe-uto, 0 yeM Brl He xoTenu 0bl coo01IaTh paboTOAATEIIO.

e Brl coOupaerech U3MEHUTh CBOIO Kapbepy W Bama mpommias TpymoBas AeSTEIbHOCTh
HUKAaK HE CBA3aHa ¢ Tol paboToi, KoTopoil Bbl XoTHTE MOCBATUTH ce€0s1 B AaJIbHEHIIIEM.

e Bri B iepBblif pa3 uiete padoTy u 'y Bac oTtcyTcTBYyeT npodeccruoHalbHbIN OMBIT.

e Pabota He oTpaxkaercs B TPYAOBOH KHIDKKE. B mepByro ouepeb 3TO OTHOCHUTCS K T.H.
«BOJBHBIM cTpenkamy». JIbBUHYIO IO MPOQecCHOHANLHOTO OMbITa OHHU IOTYYaroT,
BBITIOJTHSIST «HEO(UIIHATIBHBIE) 3aKa3hbl.

e Pesome (pyHKUMOHAIBLHOIO THIIA. DddexTuBHEE HCTIOJIb30BAaTh B
BBILLICIIEPEUNCIICHHBIX Cly4dasX. Tem caMbiM Bbl CKOHUEHTpHpyeT€ BHUMAHHUE
paboTomaTenss Ha TPYAOBBIX MOCTHKCHHSX W KBamupukanmuu. [ne u ckombko Bwr
pabotanu OO yMamuuMBaeTcs, JUOO OMHUCHIBAETCS B CaMbIX OOIMX uepTax. ITO
MO3BOJISIET CKPBITh MHOTHE HEJIOCTATKU TPYAOBOM Omorpaduu kanmunara. Hedocmamok
- 00 H2TOM TmpekpacHO 3HAWT M paboTojgaTeNd, IMOITOMY YacTO OTHOCSTCS K

(GyHKIIMOHAIBHBIM pe3toMe ¢ OonpmuM mpenyoexaeHneM. OOBIMHO HX OYEHb



UHTEpPECYeT, TJAe U CKOJAbKO Bbl 3aHumanu TOT WM uHOM mocT. OTcyTcTBUE

XPOHOJIOTUYECKON MH(OPMAIIUU BHI3BIBAET MOI03PEHHUS.

¢ Pe3omMe KOMOMHMPOBAHHOrO THHA. SBigercs AOCTAaTOYHO S((HEKTUBHBIM THUIIOM
pestome. IlomuMo ommucanus Bammx JOCTHUKEHUM, OHO BKJIKOYAET U OCHOBHBIE ATaIlbl
TPYyI0BOM Ororpaduu.

TPEBOBAHHUA K O®OPMJIIEHHIO H PASMEIIIEHHIO PE3IOME

1. Pa3mep pe3iomMe He T0J:KeH NpeBbIMATH 1 JucT A4. DTO CBSA3aHO C OCOOCHHOCTSIMH
YeII0BeYeCKOro BocmpusTusi. Ha paccMoTpeHme omHOTO pe3toMe o0bgHO Tpatutcs 15-20
CeKyHJ. 3a 3TO BpeMsi y uelnoBeka copmupyeTcs mepBoe BreuaTiieHue o Bac, koropoe B
OOJIBIIMHCTBE CIy4aeB OKAKETCS U MOcienHuM. Bbel Oynmere OTHECEHBI MO0 K KaTeropuu
«IEPCIIEKTUBHBIX», JMOO K «COBEPIICHHO HemoaxoAsmmm». 3a 15-20 cexyHa MeHemxep,
npocMaTpuBamImui  Bame pe3toMe, JODKEH IOJYYUTh KOHKPETHYIO — HH(OpMAIIHIO,
JEMOHCTPHUPYIOIIYI0 000CHOBAaHHOCTH Bammx npereH3uii Ha pabouee MecTo.

CriernanbHbIE WCCIEIOBAaHMUS IIOKa3ajid, YTO B IEPBYIO odepenb paboTomarenu oOpamiaroT
BHMMAaHHE Ha TpeIbIIyliee MecTO padOThl KaHIWAAaTa, BO BTOPYI0 — HA €r0 MPAKTUIECKHA OIBIT
(TpynoBoii cTax), B TPEeThbI0O — Ha ero kBanudukanuio. C MpemrocTaBiIeHUs 3THX AaHHBIX U JOJDKHO
HauWHaThCs Barie pesrome.

2. Mo3adoTbTech 0 TOM, YTO0OBLI MHGOPMALHA, KOTOPYI0 B NMEPBYI oYepeab OyaeT
HCKaTh padoToaaTeib, coJep:kaiach B Hauajie Bamero pe3tome. Uem ObicTpee OH HaiieT To,
YTO WINET, TEM BBIIIE IIAHCHI, YTO Baiie pe3roMe YCNEmHO MPEeOoI0JeeT 3Tal NEPBUYHOIO
orbopa u Bbl momyuute mnpuriameHue Ha coOecenoBanHue. IlosTomy pekomeHayercs
MOArOTOBUTH, IO BO3MOKHOCTH, HECKOJIBKO BAPUAHTOB PE3IOME.

s a3Toro coxpaHutre 0a30BBIi BapuHaHT B BHUJAC KOMIBIOTEpHOro ¢aina u, Mo Mepe
HEOOXOJMMOCTH, BHOCHUTE B HEro HEOOXOJWMbIe KOPPEKTHUBHL. Hamprumep, HW3MEHSHTE TMOPSIOK
CJICOOBaHUA OTACIBHBIX ITYHKTOB B CITUCKE Bammx yMCHI/Iﬁ 1 HAaBBIKOB, CMeHlaﬁTe AKLOCHTHI U W3MCHSNTE
CTCNCHb JCTaIN3allii, — B 3aBHCUMOCTH OT TOTO, YTO TpeOyeTcsi KOHKpeTHoMy pabotoxareio. Tak,
ecau Bbl TexHUYeCKU CHEHHATUCT, HO XOTUTE MOJIYYUTh PYKOBOIAILIYHO NOJKHOCTh, aKLIEHTHPYUTE
BHHUMAaHHE Ha yIpaBJIeHYeCKOM OTbITe B Bamieit TpynoBoit Onorpadum.

e FEciu Bbl cTyaeHT HIM BBINYCKHUK Y4YeOHOro 3aBeJeHMsl U IIOKa HE HUMeEeTe
npodeccuoHanbHOro omnbiTa. BecmoMHUTE cBOM y4deOHbIE pabOTHI (AMILIOM, KYpCOBBIE
paboThl, MNPOM3BOACTBEHHAsI MPAKTHUKA, OOIIECTBEHHBIC IPOEKThI, B KOTOPHIX BbI
NpUHUMANU yd4acThue W T.1.). He 3a0ynpTe ykazaTh, Kakyld HMEHHO paboTy Bl
BBITIOJIHSUTA BO BpeMsi oOydenus. [loGomnbiie koHkpeTHOM nHpopmanmu. Ilocrapaiitech
MOKa3aTh ceOs YEIIOBEKOM, KOTOPBIHN YK€ UMEET OIBIT U CBOM HApaOOTKH.

e Eciu Brl uiere padodyee MecTo, KOTOpOE B 1I€JIOM COOTBeTCTBYeT Baieil nmpouuioi
Npo(ecCHOHATILHON [1eITeJIbHOCTH, TOATOTOBBTE PE3IOME C AKIEHTOM Ha CBOMX
npoecCHOHANBHBIX JOCTHKEHHUsIX W ombiTe. Ecnm ke Bbl xoTuTe ycTpouThcs Ha
padoTy, KOTOpasi HE OYEHH-TO COOTBeTCTBYeT Bameil cnenmuajsbLHOCTH, CMECTHUTE
aKIIEHThl B CTOPOHY JHMYHBIX KaueCTB M HABBIKOB, UMEIOIIMX OTHOIICHHE K OyIyIIUM
CITY>KEOHBIM 00S3aHHOCTSIM.

3. Ilpu odopmiieHHH Ppe3loMe B MEYATHOM BHIE HCHOJb3YiHTe KadeCTBEHHYIO
Oymary, xenareiabHo Oenyro uinu kKpemoByto. [Ipudt nomken ObITH XOPOIIO YUTAEMBIM, KaK
MpaBuJjIo, B [uara3one oT 12 10 14 myHKTOB.

4. Crapaiitech n3deratb rpapuuecKkue pucyHKH, paMKM, BUHbeTKH U npodee. Hu B
KOEM Cllydae He VCIOXKHSUTEe TeKcT abOpeBuaTypamu, KOTOpPBIE, KCTaTH, MOTYT OBITh
HEW3BECTHBI paboToaaTento. [10JIHOCTRIO MUIIUTE HA3BAHUS IITKOJ, HHCTUTYTOB M TOPOJIOB.

Ucnone3yiite Tnaromel JeHCTBHS, XapakTepus3ys CBOW ombIT: "ycTpomn", "opranuzosan”,
"manaaun" u npod. [lonmp3ylTech KpaTKUMH (pazaMu U HE yBIEKANTECh JITMHHBIMU CJIOBOCOYETAHUSIMHL.
yHOTpC6J'I$DI npu HCO6XOZ[I/IMOCTI/I cneumbnqecm/le TCXHUYCCKUEC TCPMUHBI, H03360TBTCCI>, yTOOBl OHHU
OBLIY [TOHSITHBI HECIICuaJInucTam.

He Heperpyn(aﬁTe €ro JaHHbBIMH JIMYHOT'O XapakTepa, a UMCHHO: CBEACHUAMU O POACTBCHHUKAX,
BallleM BCCEC, pOCTEC, 3J0POBLE. Hu B xoem cJIydyac HC anﬂaraﬁTe K pE3roME CBOIO (l)OTOFpa(i)I/IIO (KpOMe
TEX CIIy4acB, KOrjJga 3TO Tpe6yeT pa6OTO,Z[aT€J'II>).

PaGoromarenn OTIMYHO MOHMMAIOT, YTO €CIM OHHU 3aTpPeOyIOT PEKOMEHJAIMH, TO BBl HX
IMpeaAOCTaBUTE. HOBTOMy HE MMUIINTEC B KOHLIEC PE3IOME! <<PeKOMeH)IaIII/II/I ImpujIararoTCs.



OCHOBHBIE b/IOKH HH®OPMAILIHH, YACTO HCIIO/Ib3YEMBIE B PE3IOME.
1. JIu4Hble JaHHBIE.
a) @amuaust Umst OT4ecTBO, MUITYTCS TTOJHOCTHIO.
b) JlaTa poskaeHusi, MOKHO C yKa3aHHEM IIOJIHBIX JIeT B CKOOKax. [Ipy mpouymx paBHBIX
YCIIOBUSX MPEANOYTEHUE OTAETCS KaHAMIATy B Bo3pacTe oT 25 110 35 jer.
C) Anpec MecTa JKHTEJILCTBA. J[0CTATOUHO yKa3aTh FOPOJ M PAiOH MPOKHUBAHUSL.
d) KonrakTHasi uHopmanusi. Ykaxure 1-2 HoMepa TeiedoHa ¢ yKa3aHHEM THIIA CBSI3U
(coTOBBIH, TOMAIIHUN, paOOuuil) U NEPUOAOM BPEMEHH JIJIsl 3BOHKA.
Hean pe3rome. YkasaHue JOJKHOCTH, HA KOTOPYIO BbI iperenayere.
3. Oopa3zoBanue. B oOpatHOoM mopsnake (T.e. Ha4MHAs C TOCIAEAHETO MeCTa y4deObl) IO
CIIEYIOLIEH CXeMe:
a. Jlara nmoctymiieHus — jaTa OKOHYaHUS
b. HaumenoBanue yueOHOro 3aBeieHus, pakyabTeT
C. IlonydyenHnas cnenuaibHOCTb, 110 JUILIOMY.
4. OnbIT padorsl. B oOpatHOoM mopsiike (T.e. HauMHAsL C IMOCIEIHEro MecTa padoThl) IO
CXeMe:
a. Jlara npuemMa — 1ata yBOJIbHEHUS
b. Haspauue ¢pupmsl, ee chepa aesTeIbHOCTH
c. Haspanme Bameii omkHOCTH, €c OBIIIH — KOJMYECTBO MTOAYNHEHHBIX
d. Onucanue Bammx GyHKIIMOHAIBHBIX 00S3aHHOCTEH, YPOBEHD MOJTHOMOYHI
e. Pe3ynbraT Bammx KOHKpPETHBIX TOCTHKEHUI
5. JlonmosanuTesibHOEe 00pa3oBaHue (eC/iM €CTh) — KYPChbl, CEMUHAPbI, TPEHUHIH U T.IL., 110
cxeme:
a. Jlara Hayana, KOJIMYECTBO YaCOB UJIM JaTa OKOHYAHUS.
b. Ha3Banue yueOHOTO 3aBeICHHS.
c. Temaruka obpa3zoBaHusl.
d. IMonyueHHas CrIEIMATBHOCTb.

6. lonmoJiHuTeIbHbIe HABbIKH. YpoBeHb 3Hanus [IK, cremenp BnaneHus
WHOCTPAHHBIMHU SI3BIKAMH, HAJIMYHE BOJIUTEIBCKUX IPaB, aBTOMOOWIISI U T.J1. YKa3bIBacTcs, TO,
410 Kak Bam kaxkeTcs HE00X0MMO I KOHKPETHOW BaKaHCHUHU.

7. JInuHble KavyecTBa. YKa)XXUTE HECKOJIbKO, OTIMYAIOIIMX Bac oT 1pyrux, TMYHOCTHBIX
YepT, MOMOTAIOIINX JOCTUYh HY)KHBIX PE3yJIbTaTOB B paboTe.

Kornma Bbl mo3BoHuTe 1Mo MHTEpecyromeMy Bac 0ObSBICHHIO WM B KOMIIAHUIO, KaK MPABUIIO,
Bac monpocst nepenath pesroMe 1o moure, (akcy wim e-mail. Beibepure m060# Bo3MOXHBIH 11 Bac
CHOCO6, HEe HaBs3bIBas JIMIHOU BCTpC€UH, HE CChUIAACh HA TO, YTO I10 IOYTC OO0JIIO, YTO Y Bac et HE
dakca, Hu e-mail (3TH ycIyrn MOXHO MOJYy4YHTh HA LEHTPAJIHHOM IMMOYTAMTE MPAKTUYECKH B JHOOOM
ropoje).

e Pacchlika mo nmoure

MOXHO OTpaHMYMTCS pe3foMe Ha 2-3 JUCTaX W COmpoBOAMTENbHBIM muchMoMm (Cover Letter),
XOTs 1S ycusneHust dgdekra Wik o TpeOOBaHUIO0 MOXKHO BIIOKHUTH (hoTOrpaduio, KOuu cepTu(huKaToB
¥ PEKOMEHIAIMI. DTO XOPOILHA METO/I, OJJHAKO, W3-3a HU3KOW CKOPOCTH JOCTAaBKH, OH moTpebyer oT Bac
Oonboro teprieHus. Ho He cTouT UM mpeHnedperarh, Tak Kak y HETO €CTh CBOM NIPEUMYIIECTBA.

e Paccoblika no gakcy

Crporo coOuroaiiTe TPUHIMUITEI CO3/IAHUS Pe3toMe st (hakca, O KOTOPBIX MBI TOBOPHJIM BBIIIE.
VYTo4YHUTE SI3BIK, HA KOTOPOM JIy4Ille MOJaTh PE3IOME W OrpaHMYbTECh OJHMM BapHaHTOM. OTIpaBISTh
doTorpaduro mo ¢akcy He CTOHUT - YEPHOE IISITHO B MPABOM YIIIy BPSZ JIM SIBISIETCS YKpALICHUEM, Jia U
3aiiMeT MEeHHYIO0 TIomanas. [103ToMy Ha HHTEPBBIO 00s3aTENBHO OepuTe ¢ COOOW OPUTHHAI, a €CITU €CTh
BO3MOJKHOCTB, TO ¥ (haiiil ¢ pe3roMe Ha (IiI-KapTe WM KOMIIAKT-IHCKE.

e Pacchlika 110 3JIeKTPOHHOI 1OYTE

Ha tom s3bIke, KOTOpBII TpeOyeT KoMnaHus, (€Clii Ha PyCCKOM si3bike) g none "Tema", ucnonv3ys

npobenvl, ykasxcume: OamMunus, UMsi, ClICNUAIBHOCTh WIH JOJDKHOCTh, Ha3BaHHE KOMIIAHWHM, Ha3BaHHUE

ropoja, Ha3BaHUE MO3ULMUH 110 KOHKYPCY MJIM BHE KOHKYypCa.
OCOBEHHOCTH O®OPMIIEHHUA 3JIEKTPOHHOI O PE3IOME

N




Yacto BcTpeyaeMasi OIIMOKA MPH  COCTABJIEHHH JJIEKTPOHHOIO pe3lOMe - 3arojHEHHE
MHOTOCTPAaHUYHOU TaOJUIbI-aHKEThI, B KOTOPOW KaHAWAAT CAMOCTOSTEIBHO BBICTAaBISIET ceOe OLCHKH,
B3SITOM ¢ caiiTa KaKoi TUOO OpraHu3aIlry.

[lomauTe, Yy Takoil opraHHW3alMH, CKOpee BCETO, €CTh CBOW, cnenuduyeckrue TPeOOBAHUS K
KaHJIUIATy U aHKETa CO3/1aHa UMEHHO ISl IPOBEPKU COOTBETCTBHS COMCKATEIS STUM TPEOOBAHUSIM.

CBoOonHasi ¢opmMa pe3oMe B COYCTAHUU C IMOCIYKHBIM CITUCKOM, TIOMOTAET IMPEJCTABUTEITIO
paboTomaTenst OIECHUTH MPO(eCCHOHAIbHBIH MOTEHIMAJ KAaHAWIATA, €r0 JMYHOCTHBIE KadecTBa.
Tabnmuma ke, Takoil BO3MOXXHOCTH J1aTh HE MOXET M, KaK IOKa3bIBaeT MPAKTHKA, OOBIYHO ee Jaxe He
YIOCYKUBAIOTCSl BHUMATEIILHO MTPOYUTATb.

Taxoxe, y kaxxmoro paboTogarens MOTyT OBITH CBOM TPeGOBaHHUS K 0(hOPMIIEHUIO pe3loMe, eCITH
3TO TaK, TO 0053aTENHFHO CTPOTO CIEAYHTE STUM TPEOOBAHHSIM.

Wuorna Ha caiite paboronarens pa3MeniaeTcs JJICKTPOHHAS aHKETa, B TAKOM Clly4yae 3allOJIHUB
ee, MPUJIOKHUTE K Hell CBoe pe3loMe — 3TO MOXKET MOBBICUTh MHTEpeC K Bareit kananaatype.

e (CocraBisis pe3roMe, COXpaHsINUTE €ro B OJJHOM U3 PAaCHpOCTPAHEHHBIX (POPMATOB, TAKUX
kak .doc wm .rtf, u umenem B Bujie Bameii ¢pamuauun m umenu. He cTouT Ha3wiBaTh
JOKyMEHT: resume.doc wiu pesome.rtf.

e Crapaiitech nzderare ucnojibp3oBanue MS Excel. [TomHuTe, 4TO HE BCE HCIOIB3YIOT ITY
IporpaMMmy B cBOel paboTe.

e Hanuuue kayecTBeHHOr0  (OpMATHPOBAHHUS —  00s3aTENIbHOE  YCIOBUE IS
HOPMAJIBHOTO BOCHpHATHS pe3tome. [losTomy mydire 3a0bITh O HallMCaHUU PE3OME B
00BIYHOM TEKCTOBOM (opmarte .tXL.

e OnrumanbHbIi pa3mep ¢aiina pestome — 10 300 KoaidT.

e ApxuBHpoBaTh (hailil pe3roMe — KpaliHe HEeXeJlaTelIbHO, TAKOE PE3IOME MOTYT 3alpoCTO
MIPOUTHOPHUPOBAT.

e II36eraiiTe meperpyxarb TEKCT GoTorpagusiMu U HATUYUEM OYEHB CIOXKHBIX JEMEHTOB
odopMIICHHUS.

e lcmonp3oBaHue pPa3sHOOOPA3HBIX MIPU(TOB B OJHOM pPE3fOME — HEIOMYCTUMO, TEKCT
JIOJDKEH JIETKO 4YHTaThes. l[IpumensiiTe mpudT, KOTOPHIA €cTh Ha OOJBIINHCTBE
KOMIIbIOTEepOB, Hampumep, Arial wiu Times New Roman. Pasmep mpudra g0/mKeH OBITH
He MeHee 12pt, 11 HOpMAJIBHOTO YTEHUSI.

CaMBIM ONTHMAJIbHBIM BapHuaHTOM COHpOBOI{I/ITCHBHOﬁ 3aIlIuCKH 6YI[6T KpaTKOC€ INPHUBCTCTBHUC,
JKEJIaTeIbHO 10 UMEHH OTYECTBY HOJIydaTelisl HiIH €T0 JOJDKHOCTH.

VYKaKHUTe 1IeJIb OTIIPABKU 3TOTO MUCHEMa.

Hanpumep «Omnpaensio Bam ceoe pestome Ha 0oaxcHocmb Mmenedxcepa no npooasxcamy. He
nuwiume JUWHUX GQpas, makux KaK «CIy4amHo HamkHyacs Ha Bawy eaxancuro, pewun omnpasums ceoe
pesiome»

Hanuurie rpaMMaTH4ecKuX W pedeBbIX OMIMOOK MO3BOJSIET CYyIUTh 00 YPOBHE IOJTrOTOBKU
KaHJUJaTa, €ro J3pyAMIUU, MPO(EeCCHOHAIBHBIX CIIOCOOHOCTSAX, 00 YMEHHMH H3JlaraTb CBOU MBICIIH.
Hanmume rpaMMaTHUeCKHUX M PEYEBBIX OMIMOOK He CMOCOOCTBYET YJIYYIIEHHIO Ka4ecTBa pe3loMe.

OCOBEHHOCTH COCTABJIEHHA PE3IOME COHCKATEJIEM BE3 OIIbITA PABOTbBI

UToObl COCTABUTHL pe3loMe 0e3 ombITa PadoThl, HEOOXOIUMO TPOHTH HECKOJBKO
IOATrOTOBUTCIIBHBIX 3TAIIOB. Bo3pmuTe auct 6YMaFI/I " NMIPUTOTOBLTECH 3AIIUChIBATD.

1. Bcnomuute Bce, uem Bbl 3aHumanuch BO BpeMms oOyuenusi. Hanpumep: kpyoicku,
yeneueHus, xobou, ecmv 1u y Bac kaxue nubo Hacpadvl 3a yuacmue 6 KOHKYpcax -
epamomul, OUNIOMbL U Np.

2. BcriomHHTE CBOM yBIEUYEHHsI, KOTOPBIE CIIOCOOCTBOBAIM OOIIEMY Pa3BUTHUIO JTHYHOCTH.
Opranuzanui  y4yBCTBYIOT B  MEPOINPHUITHUAX COPEBHOBATEIIBHOTO  XapakTepa.
Hanpumep: nocewaemvie cexyuu, noe3oku (paboma 6 nazepe u np.) u m.o.

3. TlompoOyiiTe ommcaTh CBOM yBiIe4YeHHs (x000m). Hampumep: peibanka, cropr,

3HAKOMCTBA, KOMITBIOTED.

[Togymaiite, KakuMH TUYHBIMHA KadecTBaMU Bbl 001aiaeTe, Kakue HaBBIKA UMEETe.

[TocMoTpuTe HA TMOMYYUBIIHICS CIIMCOK U BBIOGPUTE U3 HETO BCE, UTO, ¢ Bamelt Touku

3peHus, MOJIE3HO yKa3aTh B pe3toMe /ISl BBIOpaHHON BaKaHCHU.

Ilpumep peziome, B KOTOPOM OKa3aHO, KAK MOKHO 000UTHCH 0€3 O(UIIHAIIBLHOTO OIbITA PAOOTHIL.
IlerpoBa Mapust CunopoBHa

JlaTta poxxnenus: 08.02.1982r.

ok



MecTo IpOKMBAHMS: r. bopoBuun, HoBropoackoiil obnactu

KonTakTHas uHpopmanus:
cor. 8-987-654-32-10, 8-987-654-32-10
nom. 123-456

Hens pe3rome: COMCKATeNb JODKHOCTH OyXranrtep

Oo6pa3oBanue:
09.2003 — 06.2008. Cpennee npogeccuoHalbLHOE
BopoBuckuii TEXHUKYM CTPOUTEIBHON UHAYCTPUHU U SKOHOMUKH
CriennanbHOCTb: IPOrPaMMUCT

OnbIT padoThl:

06.2007-08.2007 BopoBHUCKHUIT TEXHUKYM CTPOUTEIHLHON HHAYCTPHH U SKOHOMHKH
[Ipon3BoacTBEHHAs MPaKTHKa
Pazpabotka nporpammuoro npoaykra «MupopmanronHas 6aza
TEXHUKYMa)
[IpuoOpereH onbIT pabOTH B KOMaH e

06.2006-08.2006 LentpanbHblil ppIHOK
IIponagernt
[TomryueH HaBBIK MPSIMBIX MTPOIAK

09.2005-12.2005 Y4acTHUK KOHKypca
«Pa3paboTka qu3aitHa JOTOTHUIA CIIEITUATEHOCTI
3aHsATo 3 MEeCTO

Xo00u: KonctpyupoBanue, HOBbIE 3HAKOMCTBA

JlonoJIHUTEILHEIE Otnnunoe 3Hanue kommsioTepa, MS Office, Corel Draw, Adobe
HABBIKH: Photoshop, 6a3oBoe 3HaHNE HEMEIIKOTO S3bIKA.

Jluunbie KoMMyHHKa0eIbHOCTD, UCIIOIHUTEIBHOCTD, ITYHKTYAIbHOCTD
KavecTBa:

B manHOM npuMepe IpHCYTCTBYIOT (pa3bl, KOTOPHIE MOTYT 3aleMUTh YeJI0BEeKAa YHTAIOIEr0 3TO
pe3roMe, 3aCTaBUTh Ha3HAYUTH coOecepoBaHue. J[iis ydmero moHMMaHHs pazdepeM HEKOTOphIe OJI0KH
ITOTO pe3loMe Mo MyHKTaM.

Oo6pa3oBanue

B nmanHOM mpuMepe CHeNMaNbHOCTh KaHIWAaTa WAET HEMHOTO Bpas3pe3 C HeJbI0 pe3loMe.
[TosTOMY OCHOBHOHM aKLIEHT clieJiaH HE Ha Ha3BaHME CIENHANBHOCTH, a Ha HaJWM4YHe MMEHHO BBICIIETO
oOpazoBanusa. MokHO ObUTO OBl BOOOmIE OO0OHTHCH 0Oe3 TOAPOOHOCTEH, HO HAIMYKWE 3HAHWUU B
KOMITBIOTEPHOH 00JIaCTH MEHEDKEpY MO peKiiaMe He TIOMEIIAloT.

OnbIT padoTsI

B nganHOM mpuMepe, KaHAWAAT YMENO MpenocTaBui (PakThl U3 CBOCH yueOHOW AeATeNLHOCTH,
KOTOpBIE COYETAIOTCS C IIENBI0 pe3toMe. Hampumep, MPOM3BOACTBEHHAsl NPAKTHUKA ITOKAa3bIBAET, YTO
4eJoBeK paboTasl B KOMaH/e (He MOSCHsS B KaKOi, Belb KOMaH/a MOXKET COCTOSTh M U3 2 yenoBek). Jis
JIAHHOW BaKaHCHH TaKO€ KaueCTBO HECOMHEHHO Ba)XKHO, T.K. MEHEJDKEp 10 peKiiaMe Hepa3phIBHO CBSI3aH C
JIu3aifHepaMu, COOpPIIMKaMH, MOHTQ)XKHUKAMHU U T.1.

Jlanee, kKaHaUIAT yKa3bIBaeT, Ha OMBIT MPSIMBIX MPOAAXK — 3TO TOXE IUIIOC, BEIb MEHEIKEPY
HeoOxonuMo paboTaTh ¢ KIMEHTAaMU. Y4acTHe B KOHKYPCE IMOAYEPKHUBACT, TO, YTO COMUCKATENb yXKe Ha
paHHel CTaJuy CBOEro 0OyUYEeHHUS 3aMHTEPECOBAJICS PEKJIaMO, a 3aHATOe 6 MECTO He TaK YK U JJaJIeKO OT
nbejecTana.

Xo0060u

HOHI/IMaH, YTO HM3JIOKCHHOT'O OIIbITa MOXCET HE XBaTUTh, KaHAUAAT MPUBOAUT CIHCOK CBOMX
yBJedenwuii. [Ipuyem KoHCTpyHpoBaHue (HarpuMep, KapTOYHBIX IOMUKOB) — TIOKa3bIBAET, YTO OH MOKET
TBOPYECKH MBICIIUTh, @ HOBBIE 3HAKOMCTBA, KaK X000H, TOBOPHUT O XOPOIIEH KOMMYHHKA0EITbHOCTH.

JonoaHuTe/IbHBbIE HABBIKH U JIMUHBbIE KadyecTBa

HOHOHHSII—OT CBCICHHA O KaHAUAATC, IPpUYEM, €CJIN UX IMPOaHAJIU3UPOBATh, MOXXHO YBUACTh, YTO
Ka)J10€ U3 HUX HAaXOJUT OTKJIMK B APYrux 0/0kax pe3rome. Hampumep: oTIMYHOE 3HAaHHE KOMIIBIOTEDA,
MEPEKIMKACTCA CO CIECHUATIBHOCTBIO, MPAKTUYCCKUMHN HaBBIKAMHU M X0661/I; KOMMyHI/IKa6eJ'IBHOCTI) — C
OITBITOM IIPAMBIX ITPOJAXK; UCIIOJTHUTCIIBHOCTD C JOCTUTHYTBIMU PE3YJIbTaTaMU U T.[.

'maBHOE, 0 dYeM KaHIWAATy CTOMT IIOMHHTH, COCTaBJIsAS MOA00HOe pe3loMe — CHIIBHOE
UCKakeHHE (PaKTOB AeTy HE IOMOXKET, OCOOCHHO, €CIIH UX 3aXOTST NPOBEPHUTb.

Ycnemnoe pe3roMe — 3T0 YHHKAJIbHOe pe3ioMe. M T1aBHBII CEKpeT ero yHUKAIbHOCTH B TOM,
YTO OHO YHHMKaJIbHO HE caMo Mo cede, a COCTABIICHO 10/ KOHKPETHYIO KOMITAaHUIO M BaKaHCHIO. [ TaBHBIM
BOIIPOCOM SIBJISIETCSI HE Ym0 HANMCATh B HEM, a KdK.



OnaHu M Te Ke CBeleHHUs, MpeICTABJIeHHbIe ¢ MpUMeHeHHeM 3(Q(eKTUBHBIX cTpaTeruii
cOCTABJICHUsI pe3loMe U 0e3 MCIOJIb30BAHUSI TAKOBBIX, JAIOT JHAMETPAIBLHO MPOTHUBOIOJIOKHbBIE
pe3yabTaThl.



IIpunioxenne 2
OueHo4HbIEe CpPeCTBA A5 MPOBeIeHNUs IPOMEKYTOUYHOM aTTecTAlMI

a) Ilnannpyembie pe3yabTaThl 00y4eHHUs] H OLICHOYHBIE CPEACTBA JIsl IPOBEAeHHU
MPOMEKYTOYHOM ATTECTAMHU:

Kon Nupuxarop
MHAMKATOpa | JOCTH)KEHUS OneHouHble CpeCcTBA
KOMIIETEHIIUH
I1K-1 CnocoGeH opraHu3oBbIBaTH MEPONPHUATHS IO MPOBEICHUIO HCHBITAHUNH U KOHTPOIIO
KauyecTBa Ha BCEX CTAJUAX MPOU3BOACTBEHHOTIO IIpoliecca
IK-1.1 Ananusupyet |llepeuenv meopemuueckux 60npocoe K savemy:
COCTOSIHHE 1.OcHOBHBIE KOHILIENLIMH YIIPaBJIECHUS NEPCOHAIOM. YIIpaBJIEHUE
KayecTBa  Ha|4EJIOBEYECKHMHU PECYpCaMHU U YIPABJIECHUE IIEPCOHAIOM.
npousBoctee |2.Yicropus pasBUTHs KaJPOBBIX CIIyXkO.
3.CucremMa ynpapieHHs NEPCOHATIOM COBPEMEHHON OpraHU3aliH.
4.0OpraHu3aliOHHbIE 3aKOHBI YIIPABICHMUSL.
5.3aKOH COOTHOIIEHUS YIPABICHYECKHX OPUEHTALUH.
6.IIcuxonornyeckre 3aKOHBI YIIPABICHHS.
7.1IpoGsieMbl ~ CaMOOLICHKM B YIPABICHUU  [EPCOHAJIOM,
aJIeKBaTHOCTb CAMOOLIEHKH.
8.KanpoBas nonuruka.
9.BuemHre W BHYTpeHHHE (DAKTOPBI B CHUCTEME YIIPaBIICHUS
HEPCOHAJIOM.
10.OnTuMu3anust CTPYKTYphl KaJpOBBIX CIY)KO B COBPEMEHHBIX
ycnoBuax. OyHKINU NOApa3AeIeHUN KaJpOBOH CITyKOBbI.
I1K-1.2 Opranusyetr wu|llepeuenv meopemuueckux 60npocos K 3auemy:
IPOBOJUT 1.Bupl KaapoBbIX CIIy>KO OpraHu3alui.
HUCIILITAHUS 2.1IpaBa KagpoBO# CIIy>KOBI OpraHU3aIHH.
nponykuuu Ha|3.IIpodeccrnonanbHo-10IKHOCTHAS CTPYKTYpa OpraHU3alyu.
Bcex cramusx|4. IIpuHIuner rocyapcTBEHHOM KaApOBOM MOJIUTUKH.
npoussoctee |9.HopmaruBHO-IpaBoBoe obecrieueHne roCy1apCTBEHHOU
HHOTO KaJIpOBOM MOJUTHKHU.
npoiecca 6.MeTo10710THsI 1 METO/IMKA aHaIN3a KaJAPOBBIX MPOIIECCOB.
7.KaapoBplii MOTEHIMal OpraHu3aluu. AHalIM3 KaJIpoBOIO
COCTaBa OpraHU3aly.
8.9 peKTUBHOCTH yIpaBJIEHUS IEPCOHAIOM.
9.01b6op B cHcTeMe YIpaBIICHUS TIEPCOHAIIOM: 3aJIa4H, METOJIBI,
OCHOBHBIE JTallbl.
10.Bo3moxHOCTH HabOpa 1 TIOWCKA IepcoHaa.
IK-1.3 Opranusyetr wu|llepeuenv meopemuueckux 6onpocos K 3auemy:
IPOBOIUT 1.Mecto u poib OLIEHKM B CHUCTEME YIPABICHHUS NEPCOHAIOM.
KOHTpPOJIb Bunb! oneHKH.
kadectBa  Ha|2.Ciry>xeOHas aTTecTanus: e, popMbI, METOIBI.
Bcex cramusax|3.Kappepa kak crioco0 pa3BUTHS MepcoHaa.
npoussoactee |4.KappeporpaMmel: CTpyKTypa, IPHMHIMIIBI COCTABIECHHS.
HHOT'O 5.00y4eHue nepcoHaa.
nporecca 6.BrisiBieHNE TOTPEOHOCTH B 00yYEHHUH TIepCOHAA.
7. TpynoBoii KOJIJIEKTHUB: MIOHATHE, OCOOCHHOCTH YIIPABICHHS.
8.KanpoBslii KOHTPOJIb U AyANT: IOHATHE, OCHOBHBIE 3a/IaUH.
9.0cHOBHbBIE METO[IbI, HCHOJb3yeMble NpU OTOOpE MepcoHaIa
OpraHu3aIiHy.
10.KagpoBoe UHTEPBbIO.







