Résumé
Resume is a summary of education, work experience, and qualifications. There are two terms which exist in parallel: C.V. (Br.), or curriculum vitae, which comes from Latin and means autobiography, and resume (Am.) which is borrowed from French and means a summary. There is no much difference between them except that a resume is usually shorter (one page long) and written by those applicants who have little work experience.
The resume is very important in job searching. It is a calling card which is purposed to attract the interest of the prospective employer.

The resume should describe an applicant’s personality and demonstrate his energy, ambition, and ability to work in teams. It should give the employer a sense that this candidate would be a good investment for the company.

An effective resume must make a good first impression. Of course, appearance is important but content is even more crucial. The information in a resume needs to be well-organized, easy to read, and result-oriented. It usually includes personal information, professional and volunteer experience, special skills, education, accomplishments, and references.

An effective resume should address the employer’s needs. Its aim is to show the prospective employers how an applicant’s skills, accomplishments and abilities match their needs and organization goals. The best way to achieve this is to include only the work experience that is relevant to the job you are applying for.

Every day employers sort through piles of resumes and typically devote 30 seconds or less to each one. Employers won’t read any more than two pages, anyway. If you can fit your resume onto one page, that’s fine! Employers are looking for, among other qualities, strong organizational and communication skills.

There are two main formats of a resume: chronological and functional. The most popular among the beginners is a chronological resume. In the chronological resume a list of education and work experience is presented in a reverse chronological order. This is followed by a statement explaining job responsibilities.

In the functional resume experience and skills are given under the job title, without dates or places of an employment. In the functional resume, emphasis is placed on what you’ve achieved and not where and when you achieved it. It is particularly useful if you have made many changes from one field to another or previous jobs are unrelated to the current position.

Your resume also serves as a self-assessment tool, an opportunity to complete a self-inventory and see where you’ve been and where you’d like to go. The matter of fact is that even an excellent resume will not get you a job all on its own. But it does show that you take your career seriously and help you to market your skills and experience. A good resume helps you to pique a prospective employer’s interest and prevents you from achieving circular status.

Comments:
resume ['rezju:mei]; Am. [rezu'mei] / C.V. – резюме; автобиография
crucial – решающий
accomplishment – достижение
reverse – обратный
self-assessment – самооценка
self-inventory – подведение своих итогов
to pique – вызывать
circular status – бег по кругу
Task 1. Answer the questions.
1. What kind of paper is a resume / C.V.?
2. Is there any difference between a resume and a C.V.?
3. What is the origin of the two words?
4. What is their Russian analogue?
5. What is the main purpose of a resume?
6. What are the three main features of an effective resume?
7. Why should an effective resume be short?
8. What are the characteristics of a chronological format?
9. What are the characteristics of a functional format?
Tips

In today’s job market, networking is essential. It means using people you know to learn about opportunities. When you are a part of a network, you receive information from some people and pass information along to others. Everyone you know in the working world – your former co-workers, your friends and family - should be a part of your network. Networking is especially helpful when you are looking for a different job. The more contacts you have in different companies, the more doors can be opened to you. You can find out about job openings before they are advertised. You can get the names of the right people to call. Circulating your resume among your network increases your chances to gain employment.

Model: Chronological Resume

Name:
Address:
Tel./ fax/ e-mail:

Date of birth:

Nationality:

Marital status: (single, married)
Job objective: (optional)
Date of birth, nationality, marital status and religion are considered today as personal information and can be excluded from the resume.
	Summary of qualifications/skills: (optional)

	Work experience:
	job-by-job history in a reverse chronological order, starting with the most recent position, including dates, companies and their location, positions, responsibilities and duties, accomplishments and promotions, military service and volunteer work

	Education:
	degrees, diplomas, and certificates listed in reversed chronological order, names and location of schools/institutes/universities attended, graduation dates, major, GPA, if it is high, internship

	Honours, awards, fellowships:
	years and names of prizes or awards

	Special skills:
	computer literacy, names of software programs, hardware or other equipment; driving licence

	Languages::
	levels of proficiency: proficient, excellent, fluent, good

	Activities and interests:
	names of organizations, societies, kinds of | sport, other specific activities

	References (testimonials Am.)
	names, job titles, addresses, phone/fax/ e-mail of 2—3 people who know your work well


Components of a Chronological Resume
Name header includes your full name (first and last names and middle initials), your post/e-mail address and fax/phone number. If you decide to use an answering machine, record a professional outgoing message and state your full name or phone number, so employers know they’ve reached the right number.

Job objective. If you decide to use an objective, put it right under the name header and use a heading, such as “Objective”, “Job Objective” or “Career Objective”. State exactly the type of position you want in 12 words or less, e.g.: “A computer programmer for an aeronautics firm.”
If you are applying for a foreign company or joint venture the lowest level of foreign language knowledge is “good”.
Summary of qualifications/skills. The skills summary, although optional, provides an excellent opportunity to summarize your qualifications and convince the employer to read the rest of your resume. The summary should be targeted to your job goal and highlight specific experience, skills and training related to the position you are seeking. You may also call it “Skills Summary”, “Summary of Qualifications” or “Experience Summary”. It can be in a paragraph or “bullet” form.

If you decide to use a paragraph, keep it two or three short sentences, e.g.: “Award-winning graphic artist with five years experience with state-of-the-art technologies on Microsoft and Macintosh systems. Also skilled in video production and computer-generated images. Software knowledge includes Adobe Photoshop, Aldus Freehand, Adobe Premier, and Aldus Page Maker.” If you decide on a “bullet” format, list four or five points. Remember to put your most important and most relevant qualifications first, e.g.:

· 10 years legal experience in products liability, medical malpractice, contracts, real estate and personal injury litigation
· Trained and experienced in photography, investigation and interviewing techniques
· Strong computer skills, including detailed knowledge of Word 2000.
Professional experience section can be headed as “Work Experience” or “Employment History” and is likely to take the biggest part of your resume. It is the section most employers are interested in. Starting with your present or most recent job, list the jobs you have held. Give the description of your duties, accomplishments, a sample of something significant that you did. Use phrases instead of complete sentences (for current job responsibilities in the present tense, for past job responsibilities in the past tense), spell out acronyms and abbreviations, write different action verbs (see the list of action verbs below) so none appears more than twice. Avoid phrases “responsible for”, “duties included”, headings “position”, “job title” which are obvious and redundant.

Education generally follows the experience section. However, your educational background can come before your experience if:

· you’re a recent college/university graduate with little job experience;
· you are changing your career and your education is more relevant and impressive than your work experience.
Start with the most recent degrees, e.g.:
1999-present        Master Degree in International Management

1997-1999            Bachelor Degree in Business Administration, majoring in finance/marketing

You may also use abbreviations B.S., B.A., M.B.A. (See Task 3). Note that because the city’s name is in the university’s name there’s no need to repeat it.

If you didn’t graduate mention the years you attended the college or school and the courses you completed. If you graduated with honours mention it in your degree listing, e.g.:

•
Bachelor of Arts in Mass Communication, with honours, 1999, Boston University

Experience as a foreign exchange student is also worth noting. Although it may not be related to your career goal, the fact that you studied abroad shows you enjoy a challenge and are willing to try new experience, e.g.:

•
One year foreign study at Athens University, 2001, Greece

In Special skills section include the name of the course and the date you completed the training, e.g.:

•
CAD software: 2-month training programme, NASA Computer Training Center, Hampton, Va., September 1995

If you possess any other special skill such as knowing a sign language, you may also mention it here. But it would be better if it is related to your prospected job.

Membership and activities: your activities do not necessarily have to be career-related, but if most of them are, you may use the heading “Professional Affiliations”. If you have several professional or social memberships, do not try to include all of them. Just focus on the ones that are related to your career. Otherwise, list any community or civic activities you think to be important. Employers are looking for “doers” – productive people. Your activities will show that you are a well-rounded person with interests outside of work. In addition, a list of your activities reflects your ability to manage a busy schedule. One final note: your listing in this section should be current and brief.

References can be supplied by a candidate’s former employer, supervisor, teacher, university professor or colleagues.

Comments:

marital status – семейное положение
reference, testimonial Am. – рекомендация
job-by-job – должность за должностью
major – специальность
grade point average (GPA) – средний балл
internship – интернатура, стажировка
job objective – предполагаемая должность
Task 2. State what is wrong with the following job objectives; rewrite them in a more professional way.
1. Position with professional growth.
2. Well-paid job in a foreign firm.
3. Job as office manager/PA/secretary.
4. Serious full-time, part-time job.
5. Position with western organization.
6. Serious job, preferably in a western company.
7. A job in international marketing.
Task 3. Study the following abbreviations; tick those which correspond to you.
B.A. = Bachelor of Arts – бакалавр гуманитарных наук
B.L.= Bachelor of Law – бакалавр права
B.S. = Bachelor of Science – бакалавр естественных наук
CSE = Certificate of Secondary Education – аттестат о среднем образовании
М.А. = Master of Arts – магистр гуманитарных наук
М.В.А. = Master of Business Administration – магистр экономики
M.Ed. = Master of Education – магистр педагогических наук
M.S./M.Sc. = Master of Science – магистр естественных наук
Ph.D. = Doctor of Philosophy – доктор философии
Task 4. Study the list of action verbs; use them in your resume.
Action Verbs
	accomplished
	выполнял

	administered
	управлял

	applied
	применял

	arranged
	организовывал

	audited
	проверял отчетность

	charted
	заказывал

	compiled
	составлял

	contracted
	заключал (договор)

	controlled
	руководил

	counselled
	консультировал

	delivered
	доставлял; читал (лекции)

	distributed
	распространял

	elaborated
	детально разрабатывал

	estimated
	предварительно оценивал

	evaluated
	давал оценку качества

	examined
	проверял

	expanded
	развивал(торговлю)

	filed
	вел картотеку

	handled
	руководил; обрабатывал (грузы, документы); продавал

	implemented
	внедрял

	instituted
	применял

	instructed
	обучал

	liaised [l'eiznd]
	поддерживал связь

	maintained
	обслуживал (оборудование)

	managed
	управлял

	monitored
	контролировал, отслеживал

	motivated
	стимулировал

	negotiated
	вел переговоры

	operated
	работал (на машине)

	ordered
	заказывал

	outlined
	описывал в общих чертах

	performed
	выполнял

	processed
	обрабатывал

	provided
	обеспечивал

	purchased
	покупал

	recorded
	регистрировал

	recruited
	принимал на работу

	repaired
	ремонтировал

	reviewed
	проверял

	scheduled
	составлял расписание

	searched
	исследовал

	supervised
	руководил

	supported
	обеспечивал

	traced
	отслеживал

	trained
	обучал

	verified
	проверял, контролировал


Examples: Supervised five subordinates. Arranged summer schools for teachers. Managed performance of three projects.

Tips

· Adopt your resume to the position you apply for.
· Make it short – one or two pages.
· Emphasize your accomplishments and achievements.
· Be truthful. Do not exaggerate or minimize yourself.
· Use phrases instead of complete sentences, strong active verbs.

· Avoid abbreviations and personal pronoun “I”.

· Make clear headings, capitalize or underline them.
· Leave spaces and wide margins to create a clean, professional impression.
· Proofread to avoid mistakes in spelling, grammar, and punctuation.
· Print neatly on high quality paper.
· Don’t sign or date your resume.
· Keep copies of your resumes on file for future references. Update them regularly.

FUNCTIONAL LANGUAGE
Resume Writing

	Seeks entry-level/full-time/part-time position.
	Ищу работу без стажа/с полной/частичной занятостью.

	Looking for a responsible and challenging management/sales position.
	Ищу ответственную и перспективную работу в сфере управления/сбыта.

	Awarded ... degree in...
	Присвоена степень... в области...

	Earned high average grade.
	Заработал высокий средний балл.

	Completed business courses in...
	Окончил курсы по бизнесу в...

	Finished secondary school with honours.
	Окончил среднюю школу с отличием.

	Took part in student contest in economics.
	Принимал участие в конкурсах студенческих работ по экономике.

	Honourably discharged with rank of...
	Уволен в запас с почетным званием...

	Possessing strong computer skills, including detailed knowledge of Word 7.0.
	Хорошо владею компьютером, детально знаю программу Word 7.0.

	5 years legal experience in real estate sales.
	5 лет опыта работы юристом по торговле недвижимостью.

	Worked with local firm for 4 years.
	Работал в местной фирме 4 года.

	Currently enrolled in ... programme.
	Сейчас работаю по программе...

	Developed and implemented new programmes.
	Разрабатывал и внедрял новые программы.

	Performed general banking procedures.
	Выполнял обычные банковские операции.

	Trained and experienced in photography, investigation, and interviewing techniques.
	Имею квалификацию и опыт работы фотографа, владею методами расследования и опроса.

	Responsibilities include programming, checking system malfunctions, and keeping time-sharing records on visitors.
	В обязанности входит программирование, проверка систем обработки данных, составление графика приема посетителей.

	Responsibilities included assisting customers, stocking merchandise, taking inventory.
	В обязанности входило обслуживание клиентов, складирование товаров, ведение учета.

	Directly responsible for supervising two clerical workers.
	Под моим непосредственным руководством работают двое сотрудников.

	Duties included ordering supplies, maintaining records, transcribing orders, greeting and assisting visitors.
	В служебные обязанности входили заказы поставок, их регистрация, учет заказов, прием и обслуживание посетителей.

	Did light typing, filing, and mailing.
	Немного печатал, вел картотеку и переписку.


SAMPLES OF BUSINESS DOCUMENTS
Chronological Resume
	
	

	Name
	Eugenia F. Rudenko

	Address
	37 Repina St., apt. 21,
St-Petersburg, Russia, 253002

	Telephone number
	517-27-86

	e-mail address
	rudenko@com. pburg. ru

	
	Education

	2002-2006
	St-Petersburg State University, Foreign Philology Faculty

	Feb.-May 2005
	Internship at the Granada University,
Faculty of Translators and Interpreters:
English-Spanish, Spanish-English Translation
Faculty of Philosophy and Philology:
Course of Spanish Literature

	
	Work Experience

	Jan. 2005-present
	Administrative Assistant in “Creditanstalt Investmentbank Securities” (Russia)
• arranging invitations
• supplying for visas clearance
• office document filing
• responsible for office maintenance

	Aug.-Jan.2005
	Secretary-receptionist in “Creditanstalt Investmentbank Securities” (Russia)
• attending the customers
• answering telephone calls
• incoming-outgoing fax filing

	Feb.-June 2004
	Co-author of Spanish-English-Russian- Dictionary on Ecology

	July-Sep.2003
	Receptionist in “Deloitte and Touche.”

	Skills and Abilities

	· fluent in English, Spanish, Portuguese

· practical knowledge of Microsoft Office 97

· excellent communication skills
· good learner


Functional Resume
	Brian B. Potter

28 Trumbull Street

New Britain, Connecticut 06050

(203) 777-2943
Proven Abilities to:
· Develop effective communications using a variety of media, including written and video communications.
· Work within the structures of public policy and government and anticipate the needs of public policy makers.
•
Work with community leaders and public officials and enhance the image of the company within the community.
• Collect, organize, and analyse information clearly and effectively.
Achievements:
· Prepared testimony for State Representative. Handled sensitive constituent contact. Analysed impact of proposed legislation.
· Participated in daily production of popular daytime talk show seen in 104 markets nationwide. Fluent in all aspects of video production camera, directing, editing.
· Worked on the assignment desk in local news in New York City television. Set up interviews, investigated, and created story ideas.
· Managed production crews for a variety of community television programs. Worked with community leaders to produce educational and informational programs.

Career Summary:
Connecticut General Assembly, Legislative Aide, President, 2000 - 2002

Tom McDonough Show, Floor Director, 1999 - 2000

Cable Times, Public Access Coordinator and Production manager, 1997-1999

WCBC-TV, New York, News and Feature Assistant, 1996-1997
Metro Railroad, Video Writer and Director, 1996
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