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Puyapna bop3os
bata kaapoBukoM. Kak npourn
co0eceJ0BaHIe U BLINOJHUTH BCE TECThI

IIpeaucaosue

Ckazarb «ITy KHUTY JIaBHO KQJI» OyeT HeMmpaBIoi. DTy KHUTY Jaxe 1 He xaamn. [Ipocse-
THUTh, KaK PEHTT€HOM, KaJJpOBYIO MAIIMHY O00pa MepcoHasia v IoKa3aTh, Kak padoTaloT ee BUHTUKH
u mectepeHKU? OObSCHUTD, KaK U3 COTEH COMCKaTe el Ha BXOJIe MalllMHA BBIAAET Ha BBIXOJE TOJIBKO
OJTHOTO — CO MITAMIIOM «PaOOTHUK MeuThl»? HeT, 3T0 HeBO3MOXKHO!

Ho BbI unTaeTe 3Ty KHUTY, M OHA KaK pa3 O TOM, Kak padoTaer KajapoBas MaluHa. «bati ¢
Ka/IpOBHKOM>», HECOMHEHHO, KHUTA IS COMCKaTeleld, HO He TIPO TO, Kak 0OMaHyTh padoTozarenen
¥ M0Ka3aTh cebs JIydlle, YeM ecTb. Y KHUTH 33j1auya BaXHee — IPeJCTaBUTh COMCKATENIO 3Ty Kaapo-
BYIO MAIlIMHY (2 OHA COBCEM HE CTpalllHas, Jaxe HAa00OPOT, KaK CTAHOBUTCS MOHATHBIM, — MIJIas U
OeCXUTPOCTHAs, COBEPIIEHHO Oe300MIHasT), YTOOBI OH YYBCTBOBAJ Ce0s1 CIOKOIHO M YBEPEHHO.

PaboronarensiM He 00s13aTeIbHO YMTATh STy KHUTY, JOCTATOYHO TOTO, YTO €€ MTPOUYMTAIOT COHC-
Katenu. Boiroga paboTogaresnieil B TOM, 4TO K HUM Telepb HAUHYT MPUXOAUTH MOAIOTOBJIEHHbIE U
(camoe r1aBHOe!) MOTUBMPOBAHHBIE CHIEMATUCTEL. MOTHBALMSA — OUH U3 BHYTPEHHUX UHCTPYMEH-
TOB Ka/IpOBOM MAIlIMHBI, O3HAYAIOIIMI TBEPAOE HAaMEpPEHHe padoTaTh, IPUHOCUTD MOJIb3Y U CaMope-
AJIN30BBIBATHCSI IMEHHO B Balllell KOMITaHUH.

ITo u3BectHOMy npuHLMNy 20 % coTpyIHUKOB BBINOMHSAT 80 % Bceil pabOThl KOMITAHUH,
a MOTMBUPOBAHHbBIC JIIOIM — KaK pa3 3TH HyxHble BceM 20 %, Ha TIONCK KOTOPBIX, COOCTBEHHO, U
HACTPOEHa MallHa.

Korna s Hauan yuTaTh pyKOMUCh, MPU3HAIOCH, TIepBasi MBICIb Obl1a 0 ToM, 4To HR-MeHemkepbI
3aXOTAT CKYIUTh BECh TUPak U cxkeub. Ho moToM, korja mpoynTali BHUMATEIbHO, PEInI, YTO J1a, UM
OYEHb HY)KHa 9Ta KHUTa — YTOOBl Pa3aBaTh COMCKATEIISIM.

Tennaouti Moauanos,
2nasa mockoeckoezo ogpuca HoganPeople
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BoccranaBiauBaem CIIpaBcAJIUuBOCTDb

Ecmb maxue B80NnpocCsl, HA Komopbvle npuxodumc;z omeeuams 8 SMoll HCU3HU NOUMU KClJfCOOMy
us3 Hac. 3cmacmyr0 om omeemoe 3a6ucunt MHo2oe, Ho Mbl pedico Ovleaem Kk HuUm 20moeéwt. Qoun Henpa-
BUNBLHDBILL OMEEM — U HCU3HL CKAAObIBACHICS He mak, KaK Ham XonieJjiocob Obl.

Peus noiizer o Bonpocax kadposuxos’ npu npueme Ha padoty. Ho B yem, cob6cTBeHHO, TIpo-
onema? Pabomooamento HyXHBI COTPYIHHKH, BaM HyKHa padoTa. Y Bac oOlIMe IIelH, OCTajoch
BCTPETUTHCS, HEMHOT'O ITIOTOBOPUTb, M BCE CIIOKUTCS — KAAPOBUKH BBIIOTHAT CBOM IIPsAMBblE 0053aH-
HOCTH, BBI IOJIyYMTe XOpoIlIyio padoty. Pa3se He Tak?

BbI MOskeTe BO3pas3uTh, 4TO pabOTONATENIO HYKEeH He a0bl KTO, & OTJIMYHBIN, TPAMOTHBIN U 100-
pocoBecTHbIN coTpyaHUK. Hyna, a Bbl pa3Be He Takoii? Bbl ke mpocTo mogapok st Jiioooi KoMma-
HuM! B yem xe TpynHocTs? [Touemy KagpoBUKM MPOBOIAT AECATKU U COTHU cobeced08aHuti 1 HUKaK
He ocTaHoBATCA? [ 1aBHAs IPUYMHA — UM HE HPABSATCS BAllM OTBETHI.

VX MOXHO MOHATB: HE BCEI/a Ballli CJIOBA COBNAJAIOT C MPABUJIBHBIMH, COOTBETCTBYIOILIMMHU
Kaopogvlm memoouxam oTeeTaMu. Jlapaite NOMOXEM KaJpOBUKaM — HAyYMMCS JaBaTh [TPABUJIbHBIE
OTBETHI. A 320[JHO BOCCTAHOBUM CIIPaBEJIMBOCTb — UCXOJHbIE MO3ULIMH YYaCTHUKOB cOOeceI0BaHUI
SIBHO HEPABHBI !

KazipoBuku BoopyskeHbl JIyullle couckameneli, y HAX XUTpble U HE OYEHb METOAUKH, KHUTH,
TPEHUHTH, CEMUHAPBl, PEKOMEH/IAINH, PAa3pabOTKH. .. OHUX WHTEPBbIO HACUUTHIBACTCS C AECSITOK
BUZIOB, HE TOBOPS1 YK€ O Mecmax U accecmeHm-uenmpax. B KoHIIe KOHIIOB, OHU IIPOBOIAT HECKOJIBKO
MHTEPBBIO B [IEHb, @ COUCKATEJIN MTPUXOASAT Ha coOeceJOBaHUE pa3 B HECKOJIBKO JIET.

B 37001 KHUre YnTaTENb Y3HAET O XUTPOCTAX 100OOpA nepcoHanda v NMOABOAHBIX KaMHSX MpU
OOIIEHNH C KaJPOBUKAMHU.

Bynem urpate 1o ux npasuiam!

! O6wsicuenne TEepMUHOB, BbIJIEJIEHHBIX KYPCUBOM, NpuBoauTcs B [uoccapun. — 30ecs u danee npumeu. agmopa.
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I'nasa 1
I'naBHbIE IpaBUIIa

KTo0 Hy:KeH padoToaaTe.io

Paboronareno HyXeH OTJIMYHBINA, 'PAMOTHBIN U TOOPOCOBECTHBIH COTPYJHUK — MPABUIILHO?
Ha, ato npasga. Ho He Be.

Bbl HUKOTJa HE KyNUTE MAIIMHKY AJIs1 OYMCTKU MsYeH Ui Toiib(a, eciM OHA BaM HE Hy:KHa.
Jlaxe eciy oHa cliesiaHa U3 KOMIIO3UTHBIX MaTepUalioB, yIOOHA, CBEPXHA/IeKHA U yIIaKOBaHa MO BCeM
MpaBUJIaM MapKETUHTA.

Paboronareno Toxke He Hy)KeH HEKHid MeaTbHbIl COTPYIHUK (JIaXe eCIM OH U CYIIEeCTBYET).
Paboronaremo BooOIIie, TIOKa y HEro BCE B MOpPsi/IKe, HUKTO He HyxkeH. Ho Korjia oH BUIUT MpOoOIeMbl
B CBOE KOMITAaHUU (WJTU TPEIBUAUT UX) — OH OOBSBIISIET O BAKAHCHUM.

JIMYHO Bbl PABOTOJATEJIIO HEMHTEPECHDbI

Ero He uHTepecyeT Balll BO3pacT, I0J, pOCT, BEC, LIBET I71a3 M 3HAK 30[JaKa — My HYKEH 4eJIo-
BEK, KOTOPbII peluT ero npoodsaemy. It1o raBHoe. To, yTo B 00bsABJIEHUMM O BAaKaHCHM Bbl Haiijgere
HEKOTOpble TPeOOBaHUsI K COMCKATENSIM, — 3TO BCEro JIMIIb €r0 MpeJCTaBIeHHe O TOM, KaKKe JIoIu
JIydIlie BCETo CIpaBsATCs ¢ ero npodnemoid. He Gonblne, HO ¥ HEe MEHBbIIE.

Jl1s1 couckareisi, BIIPOYEM, €CTb JIBE€ XOPOILIME HOBOCTH:

1. B mpouecce noncka paOoThl OH HE BCTPETUTCS HU C KAKUM BHIOM JIMICK PUMHHALIUH (IO BO3-
pacrty, noiy, 0Opa30BaHUIO, OMBITY padOTHI U T. I1.) — IPU YCJIOBUH, YTO JIOKAXKET CBOIO HYKHOCTb
KOMITaHMH. DTO HeNpocTas 3aj1aya, HO pelaeMasi, €CJM XOpOLIO IMOHUMATh, KTO HyXeH padoToa-
TEJIO, C KaKOH Mpo0IeMOil OH CTOJIKHYJICA.

2. Couckaresio JaeTcsi MHOTO NOJCKA30K: 3asiBJIEHHbIe TPeOOBaHUA K KaHAWAATaM, 3aJayM,
CTOsILIIME TEepel HOBbIM COTPYAHUKOM, 1€ KOMIIAaHUU B LIEJIOM, €€ CETOHSAIIHee IMON0oKEeHNe Ha
pbIHKe, OJKaiIIve M1aHbl Pa3BUTHS.

OOparute BHUMaHKe: TPEOOBAHUS, YKa3aHHbIE B OOBSBICHUH O BAKAHCHH, — TOJIBKO OJTHA U3
nozickaszok. Ho, HaBepHoe, camas riaBHast. HaunHaiite aHammM3upoBath, KTO JKe HyKeH padboToaaTento,
MMEHHO C Hee.

PABOTOJATEJIIO TPEBYIOTCA COTPYJHUKU, KOTOPBIE PEHIAT EI'O ITPO-
BIIEMY

J171s1 TOro 9ToOB! HAMTH TAKMX COTPYAHUKOB, padOTOAATEIH OOpAIAETCS B KAOPOBOE A2EHMCIMEO
Wi (opMyJIMpyeT 3a/laHie CBOeMY KaJpOBUKY. B MHTepHeTe mosBisieTcss BakaHCUs, U KaJpoBast
MallliHa HAYMHAET CBOI0 PabOTy: COMCKATEIN YMTAIOT OOBSIBJICHUE O BAKAHCUU U OTIPABJISAIOT CBOU
pesiome KaJIpOBHKY.
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KTo0 Takme KagpOBHKH, KAaK OHH
BBIIVISIAAT 1 KaK OHM padoTaloT

Uem 3aHUMAIOTCS] KaJPOBUKH U PEKpPYyTephl, OMYYMB 3aaHue Ha nmogdop nepcoHana? Ode-
BUIHBIN 0TBeT: «[logbopom nepconana». M oH — HenpaBUITbHBIN.

JIbBUHYIO OJII0 CBOETO BPEMEHM OHM 3aHATH He Mog0opoM, a orceBoM. CHavana OHM OTce-
MBAIOT Henoxaxoasiye pesioMe. [IoToM OHM 3BOHSIT COMCKATEINIsIM, pe3loMe KOTOPBIX COXPAHMIIH, U
OTCEMBAIOT TeX, KTO He Ipoliies Tejae(oHHoe UHTEepBbI0. OCTaBIIMXCS OHU MPHIIAIIAIOT HA codece-
JOBaHUe, TOCyIe Yero OTCENBAIOT BCEX, KTO BBI3BIBAET COMHEHHS.

B uucimax niupamMuJia OTCEBa BBIITIAAWUT IIPUMCPHO TaK:

* u3 1000 mosmyueHHbIX pesiome npumepHo 900 cpasy ke OTHpaBisAIOTCs B KOP3UHY (CpejiHee
BpeMs MpocMoTpa pesiome — 10 cexyHn);

* iocsie 100 TeneOHHBIX 3BOHKOB COMCKATEIISIM MOMYYaloT MPUIJIAllieHHe Ha codeceloBaHue
b 10 U3 HUX;

* riocsie 10 coGeceioBaHMiA OUH-/IBAa COUCKATEJSI MTONAIAI0T B MIOPT-JIKCT, KOTOPBIH NIepealoT
padoTozareo.

Tonbko OHH, PYKOBOJUTEIN KOMHaHI/II;'I, ACTIAPTAMCHTOB U OTHCJIOB, IPUHUMAIOT OKOHYATEJIb-
Hoe pemreHre. Kak Buaute, «mmoadop repcoHana» — oueHb crieruduyaeckoe 3aHATHe. [[eBIHOCTO
JEBSITh TIPOIIEHTOB €0 BPeMEHH — He «IO00p», & «OTCEB» COUCKATEIeH.

CoOOTBETCTBEHHO, COMCKATEb Ha KaXk/IOM JTare peliaeT pa3Hble 3aJa4d, BOT OHU:

* COCTaBHUTb TaKOE pe3ioMe, KOTOpOoe 3auHTepecyeT KaJpoBHKa (MmoapodHee — B IJIaBe 2);

* IPAMOTHO OTBETUTb Ha BOIPOCHI T€JIE()OHHOIO UHTEPBBIO;

* KaK MUHUMYM He HaITyTraTh, a B ujieasie TOHPABUTHCS KAJPOBUKY Ha coOeceoBaHUH (TIOIpO0-
Hee — B Iiase 3).

BrI MOskeTe ojtyMarh, 4TO KaJIpOBHK B CHITY CIEI(UKH CBOEH paOOTHI IOKEH ObITh MHUATETb-
HBIM W IOJO3PUTE/IbHBIM YCJIOBEKOM — BE€b HAYaJIbHUK HE ITOXBAJIUT €I'0 3a HENMOAXOAAICTO KaHIn-
nara. BepHo, He TOXBAJIUT, HO HE TIOXBAJIUT ellie OOJIbIIIE, €CIIM HY)KHOTO pa0OTHHKA KaJPOBHK OyJeT
UCKaTh 04eHb Joiro. K pekpyrepam u3 KaJipoBbIX areHTCTB 3TO OTHOCUTCS BBOWHE, IOCKOJIbKY OHU
TMOJTyYaloT JEHBI'W TOJBKO 3a LIEJIMKOM BBITIOIHEHHYIO Pa0OTy, KAKOBOH sIBJISIETCS] IPUEM Ha padoTy
PEKOMEH/IOBAaHHOTO KaHU/aTa, a 3a4acTyio U YCTIEITHOE MTPOXOKICHUE UM UCTIBITATEIBHOTO CPOKA.

[ostomy B mpoeccrsix KaapoBUKa U PeKpyTepa MOIO3PUTEBHOCTb COYETAETCsl, KaK 3TO HU
CTPaHHO, C I00OPOXKENATEILHOCTHIO. B Kakylo CTOpOHY KauHEeTCsl MAsSTHUK BO BpeMsi OOIIEHHSI C BAMU
— BO MHOTOM 3aBHCHT OT Bac.

Kak BoIIISAAT KaApOBUKU?

B 1esiom 310 00BIKHOBEHHBIE oM. [IperMyIIeCTBEHHO KEHIIMHBI, B KAAPOBBIX areHTCTBaX —
MOMOJIOXKE, B KOMITAHUSIX — MTOCTapIIIe.

Kak mipaBuio, ¢ BeICIIM 00pa3oBaHUeM, OOBIYHO TyMaHUTapHBIM. OHM JIOOSIT CBOIO TTpodec-
cuto. 3a uro? Jlymaro, n3-3a BO3MOKHOCTH OOIIEeHHS ¢ JIIoabMu. Peyikas rpodeccus 1aet Takyio Bo3-
MOXXHOCTb — Pa3roBapMBaTh C CAMBIMU PAa3HBIMHU JIIOIBMH, CTapIIIe U MOJIOXe ceOs, yMHee U TIIyTiee,
NMEIOIIMHU pa3JII/I‘IHbIIL/'I OIIBIT U Pa3/IMYHBIC B3IJIAAbI HA )KU3Hb.

OpHako TeKkydyecTh B 3TOW MPodecCu OUeHb BBICOKA. B KaJpOBBIX areHTCTBax, HAIPUMEp, B
cpemHeM padoTaloT OUH-Ba rofa, He Oosbiie. [Toyemy? IToTomMy 4TO Ha OTHO MHTEPECHOE OOIIECHHE
MPUXOIUTCS HECKOJIBKO YaCOB YTOMUTEIBHOTO TPY/Ia.

CHauania HYXHO IIPOCMOTPETb COTHU, €CJIX HE ThICAYN, HAIMMCAHHLIX KakK ITOA KOIMMPKY PE3IOME,
I7Ie 3a4acTyl0 COMCKaTeNb Jake He YIOCYKUBAETCs COOOIIUTh, KaKasi UMEHHO BaKaHCHSI €ro 3auHTe-

pecoBana. ['ie ero oOpa3oBaHue W OMBIT HE UMEIOT HIMUEro OOIIEero ¢ BakaHCHel (MHOTa KakeTcs,
9
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YTO CpeJHee BpeMs MPOCMOTpa BakKaHCUU couckaTesieM — Toxe 10 cekynn). ['ie oH cTaBUT ycioBus
— 3BOHUTH MOCIe 22 YacOB U TOJIBKO HA MOOWJIBHBIH, KOTOPBIN OKA3bIBAETCSI BBIKJTIOYEH.

[TocnanHoe emy 1o 3JEKTPOHHOW MOYTE MMChMO BO3BPAILAETCS, TOCKOJIBKY MOYTOBBIN SIIIUK
nepernosHeH. [IpurnameHHslil Ha cobeceoBaHNe MPUXOINT HA JAEHb PaHbllle HA3HAYEHHOTO CPOKa,
MOTOMY UTO «IIIeJI MUMO Y pelu 3aiTi». Mim onasapiBaer Ha Ba yaca. M He siBiisieTcst BOOOIIe.
UynoMm 10OpaBIIMICS JO MHTEPBBIO COMCKATENb 3aKMABIBAET HOTY Ha HOTy W cripammBaetr: «Hy u
YTO Bbl MHE MOXeTe MpeyiokuTh?» U Tak nanee, u Tak gajiee. M npu 3TOM couckaresb, roqamMu
UIIYIMA padboTy, Ha (popyMax B MHTEPHETE BO3MYIIAETCs: OH pa3ocial 10 ThicsSd pe3ioMe — U eMy He
MPE/JIOKIII HU OIHOM BaKaHTHOW JOJKHOCTH! A TIpOCTast MBICIIb, UTO K KaJpOBHKaM U MX padoTe
HAJI0 OTHOCUTBCS C YBAXKEHHUEM, B TOJIOBY HE IIPUXO/MT.

Bcé ckazaHHOE — He YPOK BEKJIMBOCTHU U JIOSTIBHOCTH, @ OOBbSICHEHHUE, T0YeMy HEKOTOpbIe KaH-
IUAATHl HUKOTJA He JOKIYTCsl 3BOHKA C MPUIVIAIIEHUEM Ha coOeceIoBaHHe U TIOUYeMY y YuTaTeNei
9TOW KHUTH NMPAKTUYECKHU CTOMPOLEHTHBIE IAHCHI OBICTPO HANTH XOPOIIYI0 padoTy.

10
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Koro xaapoBuku JoosAT

Hukakmx ceKpeToB TYT HET — Kak 000 nmpodeccroHa, KaJpoBUK TpeOyeT yBaxkeHHs K cede
u cBoelt nmpopeccuu. Eciti BBl IOHUMAaeTe 3TO, TO BaM OCTAJIOCh JIMIIb 3aMHTEPECOBATh €r0 COOOM.

Bor uto TpedyeTcst OT aeanbHOTrO COMCKATENS:

* Pe3iome JOJIKHO cofiepkarh BCI0 MH(OPMAIIHIO, HY)KHYIO KaIpOBUKY (MTOApOOHEe — B IJIaBe
2).

* Ha coGeceoBanue NpuxoauTe TOYHO B HA3HAYEHHOE BPeMsl — HE paHbIlle U He TIO3Ke.

e CoOmoganTe IeJIOBOU CTUIIb B OOEXKIIE.

* Bo Bpems MHTEPBbIO OyIIbTE BEXKJIMBHI U JOOPOKETATEIIbHBI.

* Ha Bonpocs! oTBevaiiTe mogpoOHO U BMECTE C TEM 10 BO3MOKHOCTH KOPOTKO.

* [Tocne cobeceoBanus nodarogapuTe 3a yaeJaeHHOE BaM BpeMsl.

Mex 1y MpOYMM, ONIBITHBIN KaJPOBHUK BeIET ceOsl TOUHO TaKKe — Bbl MOKETE OBbITh YBEPEHHI,
YTO B Ha3HAUYEHHOE BpeMsl OH OyJeT Bac k/1aTh, Baia oecesa OyeT MpOXoAnuTh T0OpOKeTaTeIbHO U
KOHCTPYKTUBHO, BacC no6nar0napﬂT 3a TO, YTO Bbl HAILLJIK BpEMA JI51 BCTPEUU.

K coxanenuio, B 11eJI0M MOBe/IeHUE KaPOBUKOB B MTPOIIECCe M0AO0pa MepcoHaa 3acayKiUBaeT
OoJiee BBICOKOM OIICHKH, YeM MOBEJICHUE coucKaTtesiel. KapoBUKY yIoCTauBalOTCs MATEPKU C MUHY-
COM, a CPEJHECTATUCTIUECKHIA COMCKATENb — TOJIbKO TPOUKH C ILTIOCOM.

HyXHO MOHMMaTh, YTO €CJTM BacC MPUIJIACKIN Ha coOece/IoBaHNe, TO BaMH yXke 3aMHTepecoBa-
JIUCb, Ha BAC BO3JIaraloT HEKOTOPBLIC HAACKIbI — MOKET 6bITb, BBl TOT CaMBII eﬂHHCTBCHHbIﬁ, KOTO-
poro utieT kaapoBuk! [ToaTomMy BBl He JIOIKHBI BOJTHOBATKCS Mepe]] codeceJOBaHUeM, BaC BCTPETHUT
caMblii TOOpOKeIaTeNIbHbIN YeJIOBEK B MUpE, MPSIMO 3aMHTEPECOBAHHBIN B TOM, YTOOBI BaC B3sJTM HA
padoty. Hu onuH KaJIpOBUK HUKOT/IA TIPOCTO TaK He OyJeT TpaTUTh BpeMsl Ha KaHAuJaTa, He UMelo-
mero nraHcoB 6bIT]) IMPUHATBIM.

Jla, y KaipoBUKa eCTh METOAMKH U KOPIIOpPaTUBHBIE MTpaBuiIa. HekoTopsle 13 BOITPOCOB, KOTO-
pble OH 3aJacT, MOTYT BaM He TIOHpaBUThCA. Ho 3T0 He U3 *kenaHus OOMIETh WM YHU3UTh — 3TO
paboTa kagpoBuKa. M OH He MeHbIIIe BaC 3aMHTEPECOBAH B OTBETAX, KOTOPbIE TIO3BOJIAT EMY «3aKPBITh
BakaHcuio». OH O4eHb BEPUT, YTO BbI EMY IIOMOKETEC, YTO Bbl AAWUTE ITPABUJIBHBIC OTBECTHI. Tlomorure
€My — ¥ OH TOJTIOONT Bac Bcell CBOEH KapoBOM AyIION !

Kak Bugurte, B cuTyanmu momdopa mepcoHasa OnaroxesnaTesbHOCTh KaPOBUKOB SIBJISCTCS
HEoOXOnUMON MpodecCHOHAIBHON KaTteropueil. bonee Toro, B HOBEHINe POCCUACKON KaapoBOM
HUCTOPHU U3BCCTHLI CO6CCCIIOB3HI/IH, 3aBCPHIMBHIMECSA CO3AaHUEM CEMENHBIX COI030B. JKN3Hb — yau-
BUTEJIbHAS BEIb!
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P. Bopsos. «bati ¢ kagpoBukoM. Kak rpoiit codeceloBaHNEe 1 BHINIOIHUTH BCE TECThI»

Koro kaapoBuKH He JIOOAT

MOXHO BBIIETNUTH JBE OOJIBIINE KATETOPUM COMCKATesel, KOTOPBIX KaJpOBUKH HE 00T, —
«MOJTYAJIBbIE» U «TOBOPJIMBBIE». Y MEPBBIX KakKI0€ CJIOBO BBHITSATMBAIOT KJIEIAMU, BTOPHIX HEBO3-
MOXHO OCTAaHOBHTb. DTH JIBE KATETOPUU OOBEAUHSIOTCS] OAHUM OOJIBIITMM MHUHYCOM B T7Ia3axX Kaapo-
BUKA — OHHM BOPYIOT €ro BpeMmsl.

Kak onpenenmuts 30510Ty10 cepenuny? [laBaiite pazoepemcs. IHTEpBbIO — 9TO OYEHb TEXHOJIO-
TMYHbINA Tporiecc. Borpock! 3a1a0Tcs HE MPOCTO TakK, y KakI0ro BOIPOCA €CTh KOHKPETHAs 1IeIb.
Bamnr oTBeT HOMIKEH YIOBIETBOPHUTH MPOECCHOHATIBHBIN UHTEpeC KaJpoBUKa (oapoOHee — B IJ1aBe
3).

Kak TospKO 3TO MpOMCXOAUT — Balll OTBET 3aKOHYEH. TO €CTh €C/IM Bac MPOCAT paccKasaTh O
TOM, TIOUEMY BbI BBIOpAJIM IMEHHO 3Ty MPO(ECCHIo, TO HEKOTOPBIE OTBETHI MOT'YT M3MEHHUThH OTHOIIIE-
HUE KaJpOBUKa K BaM K xyauieMmy. Hanpumep, Takue:

* Jlasice He 3HaI0, KAK-MO MAK CAYUUAOC.

* Moii 0edyuirka no AUHUU HceHbl, K020a NOZHAKOMUNCS C OAOYUWKOI. .. HUUIMO He NPe0seuano. ..
(1 yepe3 10 MUHYT)... 60m mak s u cMan OPUCHOM.

OrtBeyaTh CJIIEAYET KOPOTKO U ACHO.
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P. Bopsos. «bati ¢ kagpoBukoM. Kak rpoiit codeceloBaHNEe 1 BHINIOIHUTH BCE TECThI»

KajapoBuk — Jiyuniuii Jpyr COucKaTeJis

INo mepe nponBuXeHus rmporiecca nogdopa MepcoHaa JOosUIbHOCTh KaJIPOBUKA K COMCKATENISIM
YBEJIMYMBACTCA U JOCTUTACT MAKCUMYMa B TOT MOMEHT, KOI'la OH 06’I)HBJIH€T, YTO TEHIEPb BaM IPECa-
CTOUT 3aKJIIOYUTEIIbHAS BCTPeyYa — C BallluM OyAyIIUM PYKOBOAUTEIIEM.

PoBHO Takas e cuTyaryst BOSHUKAET, KOTrJa peKpyTep KaJpoBOro areHTCTBa OTIPaBJIsieT Bac B
KOMITaHUIO, 3aKa3aBIIyI0 TIOUCK COTPYIHHKA. Terneph Bbl C KQIPOBUKOM 320HO, BbI CTOIIPOIICHTHbIC
eIMHOMBIIICHHUKH. V1 Tenephb BbI JIOJKHBI IPEBPATUTLCS B camo BHMMaHue! KagpoBuk obnanaer
TEM, Yero y Bac MokKa HeT, — Hcaiepckor nHpopmanueit. CieayiTe BCeM ero COBeTaM.

OH 3HaeT Balllero HauYaJIbHUKA, yXKe OTIPABJISLT Ha cCOOeceJOBaHME C HUM COMCKATelel U TOTy-
yaJ1 00patHyIo cBs3b. COBETH KJIPOBUKA — KaK OJIEThCS, KaK BECTHU cebsl, KaKk OTBeUaTh Ha JIIOOMMBbIS
BOIIPOCHI HAYAJIbHUKA, YTO HAAO U YTO HEJIL34 TOBOPUTD — 6yIIYT oJ1s1 BAC 6CCHGHH]:»IMI/I!

HamytcTBus kaHauoaram mepell pelnamolied BeTpedeld ¢ padoToaaresieM MOXKXHO HAaWTH U B
Xy/IO’)KeCTBeHHOM uTeparype. [Ipeniaraio BaneMy BHUMAHUIO JBa MHTEPECHBIX OTPHIBKA.

— $1 xouy mpencraButh TeOsi CBOEMY Ha4yajbCTBY, — CKaszal MOPKOBUH,
3anupasi MaiuHy. — Beau cebs ecrectBeHHo. Ho He roBopu JMIIIHErO.

— A 4ro 3HauuT «uiHee» ? C ybeid TOUKU 3peHusi?

MOPpKOBUH NTOKOCHJICSI HA HETO:

— Hanpumep, BOT 310 TBOE BbICKa3biBaHUe. OHO COBEPIIEHHO JIMIIHEE.

<..>

— U Bor eme 4TO, — CKa3aJq OH, MOBOPAYMBAsICh K 3EPKAJbHOW CTEHE
U momparisisi Bojockl. — He Oolicsi mokasatbest qypakom. HaoGopor, Ooiics
MOKa3aThCsl OYeHb YMHBIM.

— Nouemy?

— [Motomy 4TO TOT/Ia HEMEITIEHHO BOSHUKHET BOIPOC: €CJIU Thl TAKOW YMHBIT,
TO TIOYEeMY Thl HAHMMAelIbCsl Ha paboTy, a He HAaHMMaelllb Ha Hee?

— JloruuHo, — ckazan Tatapckuil.
Buxmop Ileaesun. «GENERATION ,,IT*

— MBan BacuibeBru Bac cripocuT NepBbIM JI0JTOM, KTO ObuT Bamn oterl. OH
KTO ObLI?

— Bure-ry6epnatop.

BombapnoB cMopruics.

— ... HeT, 3T0, MoKy, He noxxoauT. Het, HeT. Bbl ckaxuTe Tak: Ciryxui
B OaHKe.

— Bor yx 310 MHe He HpaBuTcs. [loyeMy s1 TOJKEH BpaTh C TIEPBOTO Ke
MoMeHTa?

— A TIOTOMY YTO 3TO MOKET €ro UCITyTaTh, a...

Sl TonpKO MoOpra ria3amMu.

— ...a BaM BC€ paBHO, OaHK JIM, WX 9TO Apyroe. [IoToM OH CIIPOCHT, KaK BbI
OTHOCHTECh K TOMEOTIAaTUH. A BBl CKaXXUTEe, UYTO NMPUHUMAIN KAl OT JKETy/lKa B
MPOIIIOM TO/Iy ¥ OHM BaM OUY€Hb TIOMOTJIH.

TyT nporpemenu 3BOHKU, BoMOapaoB 3aTOpoIMiIcs, eMy HYKHO ObLIIO UITH
Ha PETIeTUIINIO, Y JAJIbHEHIITE HACTABJICHUSI OH JIaBaJl COKPAIIIEHHO.

— Mumky [lanuHa BBl He 3HaeTe, poawyMch B MOCKBE, — CKOPOTOBOPKOM
coo6mman bombapioB, — HacyeT POMBI CKaKHTE, YTO OH BaM He roHpaswmics. Korma
OyleTe HacueT IMbechl TOBOPUTD, TO He Bo3paxkaite. Tam BBICTpENl B TPEThEM aKTe,
TakK BBl €70 HE YNATANTE. . .
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P. BO]’)’SOB. «barn ¢ KaJpOBHUKOM. Kak l'l]')Olu/[Tl/l CO()CCGI},OB‘JHHC " BBITNIOJIHUTH BCE TECThI»

— Kak He unrtath, Korga oH 3actpenuics?!
3BOHKU MTOBTOPUJIHCH.

BombapnoB 6pocuicst 6exaTh B IOy THMY, U3JAJIM IOHECCS €r0 TUXUHN KPUK:

— Brictpena He uutaiite! I HacMopka y Bac Her!
Muxaun byneakos. «Teampanvhblii poman»
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P. Bop3os. «bati ¢ kagpoukom. Kak rnpoiitu codeceioBaHUE U BHIIIOJIHUTD BCE TECThI»

I'naBa 2
Kak Hanmcarpb pe3ome

YTo0bI pe3ioMe NPOYUTAIN

Ha KaXKAy0 BaKaHCUIO ITPUXOOAT COTHU U THICAYN PE3IOME. ITopaBngioiee OOJIBILIMHCTBO U3
HHUX HE 6yaeT MMPpOYUTAHO, a OTIIPABUTCA B KOP3UHY ITIOCJIE oernoro IMpoCMOTpa. Kax st0 MMpoOUCXouT,
MBI OOBSICHUIIA B npeabmymef/i rase. Bor «ropda4as JeCATKa» pe3loME, KOTOPLIE IOYTH HABCPHAKA
HE 3aMHTEPECYIOT KaAPOBUKOB.

1. Hanume apyrux ajgpecatoB — KOMIIAHUM U KaAPOBBIX areHTCTB. DTO 3HAYMT, YTO TEOPETH-
YeCKH BbI MOXKETe OBbITh MPUIVIAIIEHBI Cpa3y B HECKOJIBKO KOMITAHUI ¥ BHIOEPETE TOJIBKO OHY U3 HHX,
a OT OCTAJIbHBIX MPEJIOKEHUI OTKaxeTech. Ha nmpakTuke, KOHEUHO, TaK HUKOI/Ia HE IIPOUCXOUT, HO
KaJpOBUK JIyullle MepecTpaxyercs, 4yeM OyAeT TPaTUTh CBOE BPeMsl Ha «HEHA/Ie)KHOTO» KaHuara.

2. B pe3ioMe yKka3aHO HECKOJIbKO BAKAHCUH, MHTepecylolMx couckatens. Hanpumep, cekpe-
Tapb, O(prc-MeHeKep, TpoJaBel-KoHCyIbTaHT, oneparop I1K. Eciu Bel ;ymaete, 4yTo KaJipoBHK MOJ-
OepeT AJ1s BacC Ty U3 HUX, KOTOpasi BaM OOJIbllIe OIXOIUT, TO CUIIBHO 32011y JaeTech. DTO HE BXOIUT
B ero oos3anHoCcTH. CrieyiiTe MpaBuiTy: OIHAa BAKAHCHUS — OJHO Pe3ioMe.

3. B pe3tome ykasblBaeTcsl IMUHAsS LIeJIb: «IOJYYUTh BBICOKOOIUIAUMBAEMYIO padoTy», «yIyd-
IIATh 3HAHUE aHIJIMHCKOTO SI3bIKA», «HAOPAThCs LICHHOT'O OIBITA U CTaTh IPO(ECCUOHATIOM BBICIIETO
KJlacca» U T. A. DT LEeJU MOTYT ObITh BaXXHBI 11 BAaC, HO HE JUIs1 KaJIpOBUKA.

4. TlpucyTcTBrE B pe3ioMe KaKMX-JMOO YCIOBUM: «paboTa TOJIbKO OKOJIO CTaHIIMU METPO»,
«3BOHUTH J10 20 9acoB», «C mpeoxenneM 3apruiatsl Mensie 100 000 pyoreit He GeCIOKOUTh» U TIp.
ITO NpUBEAET TOJIBKO K TOMY, YTO Bac JEUCTBUTEILHO HUKTO HE MTOOECIIOKOUT.

5. Pe3ioMe Ha MHOCTPaHHOM SI3bIKE (€CJIM 3TO TPeOOBaHUE OTCYTCTBYET B TEKCTE BAKAHCUM).

6. Pe3iome 00beMoM Gosiee OIHOM CTpaHUIbL.

7. fIBHOE HECOOTBETCTBHE KITIOUEBHIM TPEOOBaHUAM BakaHcuu. Ecii komnaHum TpedyeTcs cek-
peTapb CO 3HaHMEM SIMOHCKOIO f3bIKa, TO PE3IOME OMNBITHOIO METPOCTPOEBLIA KAJPOBUK YUTATh HE
Oyzer.

8. Yka3aHHOe MeCTO XKUTEIbCTBA HE COBIAAAET C TOPOJOM, Ille OTKpbiTa BakaHcus. Hanpumep,
BakaHcus B MOCKBe, Bbl KHBeTe (3aperucTpupoBaHsl) B BopoHeske, cHuMaeTe KBapTupy (kuBeTe y
poncTBeHHUKOB) B Mockse. Eciti ykaskeTe BOPOHEKCKUI afipec — pe3iomMe He cpaboTaer.

9. Opdorpaduueckue ommoOku. Jlekcrka pesioMe 0ObIYHO OrpaHUYeHa, U COMCKATEIh 00s13aH
ee 3HaThb. Haripumep, xutesib roposia MBITHIIM HE MMEET IpaBa HAalMCaTh «IIPEACTaBUTENb KOMIIA-
HUM B MBITHILIMHCKOM paiioHe», a BBITYCKHUKY YHuBepcutera umeHH K. D. LInonkoBcKkoro He CTouT
OLIMOAThCS B HAMMCAHUU (DaMUJIMK OCHOBOIIOJIOXKHUKA KOCMOHABTUKU. Hy a «BpoXkJeHHAs IrpamMKOT-
HOCTb» — 3TO [IPOCTO aHEKAOT. BybTe BHUMaTE bHbI, 00s13aTeNIbHO NIpoBepsiiTe cBoe pestome! Eciu
Ja)ke ¢ TPAaMOTHOCTBIO Y Bac BCE B MOPSIAKE, TO MO3BOJIUT BaM MCIIPABUTh XOTsI OBl JOCAIHbIE OTe-
YaTKU — OHU MOT'YT OKa3aTbCsl (paTaIbHBIMU.

10. Bamm noxenaHusi MO 3apruiaTe MPEBBINAIOT YCTAHOBJIEHHYIO IUTATHBHIM pacliCaHUeM
cymMmy. VckiioueHu st BO3MOXHBI [151 IO3ULIMI TOII-MEHE)KePOB, HO, HABEPHOE, B 3THUX CIIydasiX ypo-
BEHb 3apIUIaTh JIydlle 0O0CYyX/aTh IMYHO, & HE YKa3bIBATh B pe3lOMe.

W nocnenHee: HUKOrA HE OTIPABIISITE BMECTO PE3IOME CCBUIKY, IJIe «MOXHO €ro MmocMOT-
peTb». DTOro HUKTO He OyIeT AesaTh.
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P. Bop3os. «bati ¢ kagpoukom. Kak rnpoiitu codeceioBaHUE U BHIIIOJIHUTD BCE TECThI»

JlecsiTh BBIIIEONMCAHHBIX ITYHKTOB — €Ille He BCE, YTO HaJo 3HaTh O pe3iome. Ho 310 nepsbiii
9Tall — €CJIM Ballle Pe3oME TMOMAJIET B 3Ty «JICCATKY», TO €CTh B KOP3HMHY, JAPYTUX ITAMOB MPOCTO HE
Oyzer.

Camo 1o cede cocTaplieHUe pe3loMe B Hallle BpeMsi OOJIBIIIMX BOITPOCOB HE BhI3bIBaeT. He HykHO
CUICTD B pa3sayMbAX HaJl YACTBIM JIMCTOM 6yMaFI/I, B TCKCTOBBIX pE€AAKTOpax MOXHO BbI6paTl) IHa6JIOH
pe3ioMe, a CrielMaTM3MPOBAaHHbIE CAThl BAKAHCHIA TTPeJIaraloT COOCTBEHHbBIE UX (POPMBL.

IBa 3ameuyaHus:

* UCTOPUIO Balllero 0Opa3oBaHUsI MPUHSITO YKa3bIBaTh B MPSIMOM XPOHOJIOTMYECKOM MOPSIIKE
(cHauasa epBoe 0Opa3oBaHKe, MOTOM BTOPOE M T. JI.), MecTa PadOThI — B 0OpaTHOM (TO €CTh TIEPBBIM
yKa3bBaeTe Ballle IMOCeJHee MECTO PadOThI, MOTOM TIpeAbIayIee U T. J1.);

* B CaMOM HauaJjie He HaJo MucaTh cJIoBo «Pe3tome» (M Tak MoHATHO) U «CY>» (HEM3BECTHO
OTKY/Ia B3BIIASCA TPAAULIMSA).
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P. Bopsos. «bati ¢ kagpoBukoM. Kak rpoiit codeceloBaHNEe 1 BHINIOIHUTH BCE TECThI»

YT00bI Bac Npurjiacujim Ha codeceoBaHue

[peamnonoxumM, Baiiie pe3ioMe MPOIUIO MEPBUYHBIN OTCEB, Aajiee KaJpOBUK OyJeT ero u3yyarb.

Koro on BeIOepeT 1 Koro npuriiacut Ha cooecenoBanue? Toro, ube pesiome HabepeT HauooIb-
11ee YMCJIO COBMAJICHUN ¢ BaKaHCHUei !

Hampumep, TpeGyeTtcst MeHeKkep O ONTOBBIM MPOJakaM OTEUECTBEHHBIX I'PY30BBIX aBTOMO-
Ouseid. YCnoBus: OIBIT Mpoaax oT Tpex Jiet, 3Hanue 1C, MS Office, Tracks Keeper. O6s13anHOCTH:
MIePEroBOPHI C KJIIMEHTaMH, TIOATOTOBKA KOMMEPUECKUX MPeIIOKEHHIA, BBICTABJIEHHE CYETOB U TO[I-
MUCaHKE JOTOBOPOB, KOHTPOJIb TIOCTABOK.

A BOT pesioMe (JOMyCTHM, Ballle): OMBIT ONTOBBIX MPOJAK OTEYECTBEHHBIX JIETKOBBIX aBTOMO-
ouneii oquH rof, 3Hanue Word u Excel. O0s3aHHOCTH: TTpOBe/ieHNe MTPEe3SHTAIVIA, COITPOBOXKICHIE
KJINEHTOB.

CognajieHue, Kak BUANUTE, HE CTOMPOIIEHTHOE, HO KAaHIHU/AT C TAKUM pe3IoMe 3aCITyKMBaeT BHU-
MaHHS — ero, BO3MOKHO, BBI3OBYT Ha coOeceioBaHMe (eCi KaJpOBUK He OOHAPYKHUT Oojiee TOIX0-
JIIee pe3oMe).

Ho BBl HaOpamu Okl OOJTBIIIE OAJITIOB, €C/M, OTIPABJISISA pe3loMe Ha 3Ty BaKAHCHUIO, YTOUHWIN
Obl, 4TO 32 OfuH rof 3akmourar 100 monrocpouHsix 1oropopos, a BMecto Word u Excel ykazanu
obl TpeOyembiii MS Office. Kak 0bith ¢ 1C u Tracks Keeper? [lo6aBbTe B CBOM OOSI3aHHOCTH TO,
YTO BEJIM KOMITBIOTEPHBIH yUeT 3aKJII0YEHHBIX C/IEJIOK, BHICTABJICHHSI CUETOB U OILJIAThI, KOHTPOJIUPO-
BaJIM TIOCTaBKM aBToMoOwWIei. He Hamo aymarh, 9T0 «CONMPOBOXICHUE KJIMEHTOB» TMOpa3yMeBaeT
BCE BBIIIETIEPEYHCIICHHbIE AEHCTBHS U BCEM, BKJIIOYAsl KaJpOBUKa, 3TO MOHATHO. Kcratu, pacmpo-
CTpaHeHHas OIMOKAa — TaK JyMaTh. XOTS Obl TIOTOMY, YTO B Pa3HbIX KOMIIAHWSAX B OJHH U TE ke
TEPMUHBI BKJIA/IBIBACTCS] Pa3HbIA CMBIC]L.

CripaBeJIMBOCTH pay HAJAO OTMETHTh, YTO M KAJPOBUKM OBIBAIOT HE BIOJHE TOYHBL BoT,
Haripumep, npecioByThiil Tracks Keeper (Takoii mporpaMMbl He CYIIECTBYET, 51 €€ MPUayMaJ 1151 AaH-
HOTO rpuMepa). BeposiTHO, 3To Kakasi-To mporpamMmMa y4eTa KJIMeHTOB, 3aKa30B U Ipoaax. He nckimo-
YEeHO TaKke, YTO OHa CleJlaHa MECTHBIM IPOrPAMMHUCTOM M CYIIECTBYET B €IMHCTBEHHOM K3EM-
wispe. 3aueM 3HaHWe YHUKAJILHON MPOrpaMMBbl BKJTIOUATh B TPeOOBaHUS K coucKarensam? 1o s K
TOMY, UTO COMCKATEJISIM HE CTOMT BOCIIPUHUMATH BCE TPEOOBAHUS KaJPOBUKOB OYKBAJIBHO.

MarneHbKasi XUTPOCTb: €CII U3 CBOETro pe3ioMe Bbl yOepeTe CJIOBO «JIETKOBBIX» (OCTaHeTCs
«OIIBIT MPOJAK OTEUECTBEHHBIX aBTOMOOMJIE» ), TO MHTEPEC KaJPOBUKA K BaM BO3PACTeT.

BeiBon: TpeOOBaHMS BaKaHCHH HAJJ0O MAKCUMAIBHO «OT3ePKaIMBaTh» B pe3lOMe, YTO-TO YCH-
JIMBaTh, O Y€M-TO YMATYMUBATh, YTO-TO TIOSICHSTD.

B HeKkoTOpHIX BakaHCHSIX, 0COOEHHO 3TO KacaeTcs [T-crenuanucToB U pyKOBOAUTENeH BCeX
YPOBHEM, KOJIMYECTBO TaKHMX HEOJHO3HAYHOCTEN Bo3pacTaeT. «3HaHue 1C» MOXeT mnoapasymMeBaTh
OYeHb MHOTOE — OT YMEHHsI BHECTH B 0a3y HOBBIM MPOAYKT A0 pa3paOOTKH HOBOTO MPOEKTA. SI3bIKU
MIPOrPaMMHPOBAHMUSI, TTATTEPHBI POEKTUPOBAHM S, CUCTEMBI YIIPABJICHUsI CATOM — CKOpEe BCETO, BbI
pasbupaerech B 9TOM JIydllie, YeM KaJpoBUK. [109TOMy mocrapaiitech MOHATH, YTO JEHCTBUTEIBHO
HY)XHO paboTozIaTesNo, ¥ MOKaXUTE 3TO B CBOEM pe3ioMe.

VCIIEIIHOE PE3IOME - 3EPKAJIO BAKAHCUU
JI71st TOro 4TOOBI JOOUTHCS MAKCUMAITBHOTO «OT3E€PKATMBAHKS», UCTIONB3YHTE BCE BO3MOKHO-

ctu (TO ecTb BCe pasliesibl pe3loMe) — OMMCAHUsI JOJKHOCTHBIX OOs3aHHOCTEH Ha KakIOM MecTe
PabOThI, TOCTUTHYTHIE PE3YJIbTATHI U T. II., JaKe YBICUCHHUS.
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P. Bopsos. «bati ¢ kagpoBukoM. Kak rpoiit codeceloBaHNEe 1 BHINIOIHUTH BCE TECThI»

Kak caesath pe3rome Jydiie

Yurasi pesioMe, KaApOBUKU MIMYT CIOBa-MapKepbl. Mapkepbl MOTYT OBITh KaK MOJIOKUTENb-
HBIMH, TaK ¥ OTPULIATEIbHBIMU.

Cpasuute 1Be (pasbl U3 pe3oMe:

* OCBOMJI pabOTy Ha JIEKTPOHHO-BBIYMCIUTETHHON MaIlIuHE;

* IPOABUHYTHIN Nosb30Batesb [1K.

Cornacutech, cpa3y BO3HUKAIOT JIBa pa3HbIX 00pa3a JIBYX pa3HBIX JIIOICH.
B kak0i 0071acTH IeATeIbHOCTH CYLIECTBYIOT MapKephl, KOTOPbIE PaIyIoT IJia3 KaJpOBHKA.
[Mpenyiaraem BameMy BHUMAaHHIO OCHOBHBIC M3 HUX:

aBTOMATHU3aIMsI TTPOIIECCOB;
aHAJIN3 JaHHBIX;

aHaym3 3(pPEKTUBHOCTHU MPOIIECCOB;

BeJIEHNE KJIMEHTCKON Oa3bl;

BHYTPEHHUI ayJIuT;

BO3BpAT JA€OUTOPCKON 3aJ0/KEHHOCTH;
JieJIEripOBaHUE TIOJIHOMOYMIA;

KOHCAJITUHTOBasI TIOJJIEPKKa;

KOOpAMHAIMS paboTHI;

KpeauTHasH MOJUTHKA;

MEHEKMEHT TUCTPUOYIHH;

OIepaTUBHOE U CTPATErMYeCKOoe YIpaBJIeHHUE;
orpeJesieHre MOTPeOHOCTeN;

OlIEHKa (PUHAHCOBOTO COCTOSIHUS;

NOBBIIIEHNE 3(PPEKTUBHOCTH;

IPUHSTUE PEILICHUI;

NpOBe/IEHNE TIEPErOBOPOB C KITIOUEBBIMU KJIMEHTAMU;
pa3paboTKa OrojKeTa;

pa3paboTKa 1 peasu3arysi MepOIIpUsITHIA;
PYKOBOJZICTBO IMPOEKTAMU;

pa3paboTKa cucTeM MaTepraIbHON M HeMaTepraibHON MOTHBALIUH;
CepBUCHOE 0OCITyKUBaHUE;

TeJIeMapKEeTHHT;

TEXHOJIOTUSI TIPOJIAXK;

yZiep)KaHue KJIMEeHTOB;

yIIpaBJieHHe KOJJIEKTHBOM;

yIIpaBJieHHe MaTepUAIbHBIMU PECYPCAMU;
yIipaBjieHre (PMHAHCOBBIMU TIOTOKAMU;
9KOHOMHYECKasi 0e30IacHOCTb;

ontuMu3alusA (TJIaBHBIA XUT!).

CBoI0 OTpaciip JeATeIbHOCTH Bbl 3HA€Te JIyIlle M CIUCOK BCETJa CMOXKETe JONOIHUTb.

Mapkepsl €CTh CMBICIT BKJIIOYATh B pe3iloMe, He 0COOEHHO cTecHssch. Pe3lome, cO0OCTBEHHO,
U CyIIeCTBYeT /ISl TOr0, YTOObI BAC 3aMeTHJIH U NPUIVIACHIN Ha cobecenoBanne. (A He Ui
TOTO, HAIIpUMeEp, YTOOBI paccKa3aTh O CBOEM HEJIETKOM KM3HEHHOM IyTu.) OIHaKko Ha camoM cobe-
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CeJIOBaHWMHM 51 Obl HE COBETOBAJI aKTUBHO IMOJIb30BATHCS CHEUAILHON TepMUHOoruer. [Ipu xuBom
KOHTAKTe JIy4Ille U3bSICHATHLCS MPOIIEe U KOHKPETHEe.

Paboronarenu nmo-pa3HOMY OTHOCSITCA K Pa3HBIM JIMYHBIM Ka4eCTBaM — KOMY-TO HYKHBI arpec-
CHBHBIE JIUJIEPbI, KOMY-TO B JaHHBII MOMEHT Ha JaHHOM Y4YacTKe TpeOyITCs TIOCITYIITHbIE TUXOHU.
OpHako ecTh OHO OOIIee — BCE UIIMYT aKTUBHBIX paOOTHUKOB, TO €CTh TeX, KTO MHOTO padoTaeT u
MIPUHOCUT MHOTO TIpUObLIH. CBOIO /IEJIOBYI0 aKTUBHOCTh MOKHO M HYKHO TIPOJEMOHCTPUPOBATH B
pesiome.

JLJ1s1 9TOrO B ONMCAHMU Balllel TPYJ0OBOH SITEIbHOCTH Yallle UCTIONb3YUTE IJ1aroJibl B AKTUBHON
dopme. Muaue roBopsi, He MPOJAKK BHIPOCIU B [Ba pa3a M He BOCCTAHOBJIEH OyXydeT 3a /iBa roja,
a BBl TIPUJIOKWIIM OOJIBIIIME YCHIIHSI, YTOOBI 3TO mpon3onuio! KOHTpakTh Toke He MOANMCHIBAIOTCS
Y HE 3aKJII0YAlOTCs cCaMu o ce0e, UX MOANMCHIBAIOT M 3aKIovyaloT! B pe3iomMe akTHBHOTO 4eloBeKa
Oy/IyT TIOJIE3HBI TAKKE CJIOBA:

a/lanTUpoOBa,
BHEJIPIT;
BbITIOJTHUIT,
3aIyCTHI;
MCCIIeJOBAT;
KOOPIMHUPOBAT;
00€eCIIeun,
00BEIUHNIT,
OpraHu30Ba;
HepecMOTpelt;
TUIAaHUPOBAJT;
INOATrOTOBNJI;
HOIEPKUBAT;
TIOCTPOMIT;
TPEJUTOKIT;
PUMEHWT;
TIPOBOIIT;
pa3mecTu;
pazpadoTar;
PacipoCTpaHuT;
pacIIuput;
peau3oBal;
peryJMpoBat;
CHCTEMaTH3UPOBAIT;
COIJIacOBAJ,;
co3/ar;
COTpYAHMYAIL;
CTaOUJTM3UPOBAIT;
CTUMYJIMPOBAJT,
ccopmupoBa;
ccopmynupoBal;
CIKOHOMMJT;
YBEJINYNIT;
YKPETuI;

NANE I
YMEHBLLNIT;

19



P. Bop3os. «bati ¢ kagpoukom. Kak rnpoiitu codeceioBaHUE U BHIIIOJIHUTD BCE TECThI»

yIIpaBJIsLI;

YCOBEPILIEHCTBOBAI;

YCTaHOBWJT,

YCTpaHWI;

ONTUMHU3UPOBAJ (HE 3a0bIBaEM PO IJIABHBIA XUT!).

B camom KoHIIe pe3ioMe MOCTaBbTe 1aTy COCTABJIeHHUsI pe3ioMe (CEeroIHSIIIHIOn, eCTECTBEHHO!).

Korma Bame uaeanbHoe pesioMe OyeT roToBo, (aity HyKHO AaTh UMs. Bbl oueHb oOieruure
KU3Hb KaJPOBUKA, eclM uMs (paiiia OymeT coBlaaaTh C BaiieM vMeHeM U (pamwvent. Harmpumep,
ivan.petrov. 9To He 0053aTeJIbHO, HO 9TO TOXKE BBIACMT Ballle pe3loMe U3 BceX ocTalbHbIX — 90 %
MIPUCBUIAEMBIX KaJIpOBUKY (pailJIOB UMEIOT KUMEHA resume, my_resume 1 resume_new.
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Kak cieJsiath pe3omMe Xy:xxe

Pestome 10mKHO JOKa3aTh, YTO €ro aBTOP JIyUllle BCEX PEIIUT MpodaeMy, KOTopasi CTOUT Iepe]
pabotonarenem. Beé ocrajbHOe — HMIIHEE.

JIviHAs nHdopManusa Hexopolla TeM, YTO OHA TOYHO HE ITOMOJKET, a BOT HABPEIUTh MOKET.

Bama acpdpextrBHOCTD Ha Oymy1ieit padoTe HUKaK He 3aBHCHUT OT Balllero pocTa, Beca U IBeTa
71a3 — cornacHbl? TOUHO Tak ke He HaJo MUCATh O CBOMX MOJUTUYECKUX U PEJIMTUO3HBIX MTPeriouTe-
HUSIX, YKa3bIBaTh HAIIMOHAIBHOCTD U MPUKJIaAbIBaTh (poTorpacduio. Ecim xe 1o TpedoBaHMsIM BaKkaH-
cun pororpadusi BCE-TakM HyKHA, TO OHA TOXE JO/DKHA padoTaTh Ha Bac — OyAyIEero HaJeKHOTO
coTpyaHuKa. Bo BCsIkOM ciydae, 3T0 He TOKHA ObITh (poTorpadusi ¢ oTapixa, ¢ OOKAJIOM BHHA, B
KpYry Ipy3eil U T. II.

He ynorpe06nsiiiTe B TeKCTe OHSATHBIE TOJIBKO BaM ab0peBraTyphl. KagpoBUK He MO3BOHUT BaMm,
ecJIM He 3HaeT, uto Takoe BYITJI.

Bynpre BHUMaTEIbHBI, COOOINAast O CBOMX HEOOBIYHBIX X000M U yBJIeueHUsIX. KampoBuka MoryTt
HACTOPOXUTh MYKYMHBI, YBJIEKaoIuecss OalbHbIMUA TaHLAMM, W KCHIIMHBI C YEPHBIM TOSICOM
Kapare.

BcraBnaTs B pesloMe HIyTKU M CMaillIuKy He pekoMenayetcs. KOMop — 1o He camas cusibHast
CTOpOHA Ka/ipoBHKOB. Jla 1 (hopmar pesiomMe MpearnosaraeT cepbe3HOCTh, TeM 0ojiee YTO BCe U3BECT-
HBIE IIYTKH (BPOJIE «MECTO POKACHUS — pogaoM Ne 1») KagpOBUKHM YUTAIM YKE COTHU Pa3, U OHU UX
pazapaxaioT. KoHeuHo, eciy Bbl yHUKQJIbHBIY CIIELMAIMCT U Ballle pe3loMe UeaIbHO COOTBETCTBYET
BaKaHCHHM, TO MOJAOOHbBIE IIYTKM Aeja He ucroptsAT. Ho ecny KaHAWAATOB HA BAKAHCHIO JOCTATOYHO,
TO pe3ioMe LIYTHUKA, CKOPEE BCET0, OTIIPABUTCS B KOP3UHY.

Takxe He coBeTyeM COKpaIarh Baire uMs — AJiekchl, Makcel 1 Briagbl B 00IIeHNH ¢ Kaapo-
BUKaMHU HEYMECTHBI.
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ConpoBoauTeibHbIE NHCHbMA U PEKOMEH AU

CaMOCTOSITETTLHOTO CMBICIIA COMTPOBOIUTENILHOE TMCHMO He uMeeT. TONBKO MPHKIIaIHOM.

OHo mpecrieayer Ty ke IieJb, YTO W XOPOIIO COCTaBJICHHOE pe3ioMe, — O0OpaTUTh BHUMA-
HUEe KaJpoBuKa. Eci XOpoIo cocTaBlieHHOE pe3ioMe pellaeT 3Ty 3a1a4y KOCBEHHO (BCEM CBOMM
BUJIOM TOBOPUT: «MeHsl Hellb351 BHIOPAChIBaTh, HAJIO 00SI3aTEIbHO MTPOUUTATh» ), TO COMTPOBOIUTEIb-
HOE TIMCHMO MPSAMO B3bIBACT: «ITO pe3ioMe MPOCTO HEOOXOAMMO IMPOYUTATH ! »

OHo 107KHO OBITH KOpoUe pesioMe (Tpu ab3alia MAKCMMYM) U aJIpeCOBAHO KOHKPETHOMY YeJio-
BeKy (He 0053aTeIbHO IMEHHO 3TOT YeJIOBEK €ro MPOYUTAET, CKOpee BCero — BCE TOT K€ KaJPOBUK,
HO TaK MPUHSATO). 3aMeHATh UMs U (haMUJIMIO apecata Ha OECCMBICIIEHHOE «BCEM, KOTo 3TO Kaca-
ercsi» He Halo. Eciu BBl He 3HaeTe, KOMY MOChUIAeTe COMIPOBOAUTENILHOE MUCHMO, TO JIyUIlle BOOOIIIe
OTKQ)XUTECh OT ITOM UJIEU.

To ecTh 3a1aua IpeXKHsISI — JOKa3aTh padOTONATENIO, YTO BBl MUMEHHO TOT YeJIOBEK, KOTOPOTO
oH unieT. [lepBblii ad3a1] — MokaspiBaeTe pabOTOAATEIIO, YTO BbI TOHUMAETE 3aJa4M, CTOSIINE TIEPes]
KOMITaHUEH, ceiiyac U Ha TIepCcreKTUBY. Bropoii ab3all mocBsIaeTe CBOMM 3HAHHSAM U OTBITY, KOTO-
pble TIO3BOJIAT BaM PeIlNTh 3TH 3afa4u. Tpetuii ad3ai — coolIaere, 4yTo Bbl XOTer Obl MOpadoTaTh
Ha Onaro kommnanuu. YeTBepToro ad3ama
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KoHen 03HakoMuUTEJIbHOT0 (pparmMeHra.

Texkcr npenocrasieH OO0 «JIutPec».

[IpounTaiiTe 3Ty KHUTY LIEJIMKOM, KYIMB IIOJHYIO JIEraJbHYIO Bepcuio Ha JlutPec.

BesomnacHo onnatuTh KHUTY MOKHO OaHKOBCKOM Kaprtoit Visa, MasterCard, Maestro, co cuera
MOOWIIBHOTO TenepoHa, C TUIaTeKHOro tepMuHana, B catone MTC wm Cesi3Hoii, yepes PayPal,
WebMoney, fAunekc.densru, QIWI Komesnek, 60HyCHbIME KapTaMu WX APYTUM YIOOHBIM Bam crio-
COOOM.
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