MASSHIRE

CAREER CENTERS CoeiuHss1 pabOTHUKOB U paboTojaTesieit

Peknamupyem cebsa Ha 6ymare - Pestome
Selling Yourself on Paper — The Resume

Barmme pesrome — BaskHast COCTaBHAsI 9aCTh YPaBHEHUS IIPH MTOMCKaX
paboThL. DTO KITFOY K IBEPSM KOMITAaHUH, 00CCIICUMBAOIIIIA BaM
NIEPBBIN JINYHBIA KOHTAKT C

MMOTEHIMATBHBIM paboromareneM. Kak BaM nperbaBUTh €My CBOH
3HAHUS TaKUM 00pa3oM, YTOOBI TOKa3aTh, YTO MIMEHHO BBl — TYUIIAN
KaHIUIAT IS BEITIOMHEHUS 3TOH paboThI?

Bot HexoTopbIe BOMPOCH!, HA KOTOPHIE BBl 00s3aHBI 3HATH OTBETHI HA
ITyTH K TIOJY4eHUIO OpYyroi paboTsl. JlaHHEIH HH(OPMAIOHHBII
OroJUICTEHb JACT BaM HEKOTOPHIE COBETHI IO COCTABICHHIO
MIPUBJICKATEIIFHOTO PE3IOMeE, OT YKa3aHHs CBOCH e 10 ONMUCAHUS
CBOMX HaBBIKOB.

BynbTe KOHKpPeTHBI

OT nmecsTy 10 TPUALATH CEKYH]] — UMEHHO CTOJIBKO BPEMEHH THITUYHBIN
paboronmaTens MOTPATUT Ha IPOCMOTP BaIiero pestome. UTo MOXKHO
c/Ienarthb, 9TOOBI OHO «BBIICISIIOCH U3 00mIeH Kyun»? HezaBucumo ot
TOT0, HAYMHACTE JIX BB C HYIIS WIIK OOHOBIISIETE YK€ CYIIECCTBYIOIIECE
pe3toMe, TOMHHTE, 9TO paboToaaTeto TpeOyeTCs COOTBETCTBHE MEXKITY
HABBIKAMH, HEOOXOAUMBIMU JUTS BBITIOTHEHUS PaOOTHI, H BaIllUM
ombiToM. [ToaToMy aganTupyiite CBOM KBATM(UKALIUN U TOCTIDKCHHS K
TO paboTe, Ha KOTOPYIO BBl MOAaETe 3asBIeHUE. BOoT HEKOTOpBIC
CTaHJApTHBIC PEKOMCH/IAITUH:

3auHTpUryiiTe YUTATE/Is1 B IEPBOii MOJOBUHE — €CITH y Bac €CTh IIETIb,
OHa JIOJDKHA OBITH yKa3aHa MPOCTO, C yIETOM KOHKPETHON BaKaHCUH.
KpOMe TOr'0, Balll CaMbIC TPUBJICKATCIIbHBIC HABBIKUA U KBaJII/I(i)I/IKaHI/II/I
TOXKE CIICOYCT YKa3bIBaTh B BerHeﬁ JacCTu CTpaHUIBI, B pasacie,
HOCBSIIHéHHOM BalllMM HaBbIKaM, WJIX B OITMCAHWUHN IIEPBOT'O U3
npeapLaynmx MecT padotsl. [Iycts paboronaresnro,
MIPOCMATPHUBAIOIIEMY BaIlle Pe3toMe, OY/IET JIETKO BBIICISTh HA3BaHUS
JIOJDKHOCTEH M KoMmaHuil. Heopranu3oBaHHas mim pa3dopocaHHast
nH(pOpMAaIHI BOCIPUHIMAETCS C TPYAOM, H YUTATENIb MOXET BooOIIIe
OTKa3aTbCA OT UTCHHUS.

OrnummTe CBOW CaMblif HEJJABHUM OIBIT pabOTHI — HOAPOOHO OMUIINTE
MIOCTICTHNE TPU-TISITH MECT PAabOTHI MM paboTy 32 TMOCIIEAHIE AECATh
net. Ty paboTy, KOTOPYIO BBI BBITIOJHSIIN B Hadaje CBOEH TPyHOBO
JIeSITEJIFHOCTH, CIIEAYeT OMUCHIBATH TOJIBKO TOT/IA, KOTIa OHA UMEeT
HCKITIOUUTENIFHO BaYKHOE 3HAUCHHE IS TOM PabOTHI, Ha KOTOPYIO BB
MofIa€Te 3asBIICHHE.

Brigies1MTe CBOM JOCTHXKEHUS — JIIOO60M YUTAIOL[MK Balle
pe3toMe I0KEH UMETh BO3MOXKHOCTD YBU/IETh BAIllU
JIOCTIDKCHUS, POOEkKAB TJIa3aMH Ballly TPYIOBYIO UcTopuio. He
YTOMIISTTE YUTATENs HE OUYCHD BKHBIMU HJIM TIOBTOPSIFOLIIMUCS
OAPOOHOCTSIMHU, OOIIIMMU TSI HECKOJIBKIX MECT paboTHI.
UTeHue CIUIIKOM MOJPOOHOTO PEe3toMe, BKITFOYAst JUTMHHBIC
a03a1bl ¥ MPEUIOKCHHUS, 3aHUMAET CIUIIIKOM MHOTO BPEMEHH U
IIPH 3TOM JAET CIMIIKOM Majo HH(POPMAIUH.

=» [lomHUTE 0 «BHEIIHEH MPHUBJIEKATEIFHOCTIN pe3ioMe — Bame
pe3roMe TOIKHO MMETh YETKHH U POo(heCCHOHAIBHBII
BHEIITHMI BUJ M JOCTaTOYHO MecTa Mex Iy ab3zaramu. He
MIePETIONHSINTE OHY CTpaHULy HH(pOpMAIHEH 1 He
MePEyCEepACTBYHTE CO CITUIITKOM 3aMBICIIOBATBIMHA IIPA(TAMU
WJTA 9K30TUYECKON OyMaroi.

=» Jlns onmcaHus CBOUX JOCTIDKCHUIN MCIONB3YHTE TIIarobl.
Bot HekoTopbie mpuMepbl: aHATU3UPOBaJI, IPOBOIMUII,
MPOEKTHUPOBA, SK3aMEHOBAJI, THULIMUPOBAJL, PYKOBOIMII,
YIOPpaBIIsil, MIpeiaral ¥ KOHTPOIUPOBAJL.

=» TmarenbHO peqakTUpYHTE CBOE pe3roMe — m3beraiite
opdorpaduIecKux OmuOOK, OEYaTOK U HEMIPABUIILHOM
rpammaruku. [lepen pacneyaTkoil ¥ OTIIPaBKOM pe3roMe MO
o4Te 00s3aTeNIFHO JaifTe IMPOUESCTh €ro 0 MEHbIIeH Mepe
JIByM Pa3HBIM JIIOISIM.

IToaroroska KOHTPOJIBHOI'O CIUCKa 11 PE3IOME

3aKOHYHMB COCTABIIATH MPOCKT CBOCTO pe3toMe, 3a/1aiiTe cede
CIICYIOIINE BOIIPOCHI:

Her 51 B MoéM pestome ommbok? (ornedaTok, opdorpaduaecknx
OIIMOOK MIIM HENPABUIIEHOTO YIIOTPEOJICHUS CIIOB)

J/ Moxer ObITh, MOE OMUCAHKE [T KOHIICHTPUPOBAHHO, HO
IIPU 3TOM HEJOCTAaTOYHO I[eJICHAPABICHHO?

J/ Vcnone3yroTcest U 1Sl MOAYEPKUBAHUS MOUX JTOCTHKECHHI
KOJIMYECTBCHHBIC TEPMUHEI, HAMp. 00BEMBI IPOJAXK B
JIoJIapax, TOMIBI OIbITa pabOoThI U T.1.7
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T
J i—le rnepeuEpKUBaET JIU ONUCAHUE TOCTHXKEHUN
Ty>keOHbIe 00s13aHHOCTH? o
Hammcano nu pe3iome SICHBIM 1 ITOHSTHBIM SI3BIKOM?
1i[-IeT JIH B HEM HECYIIECTBEHHOHN JTMIHON MH(pOpManuu?
OMUEPKHYTHI JIM BBITOBI IS HOTEHIIMAIBHOrO paboTomaTens?

Br13b1Ba
€T JIM OHO Y YHTATEIIS KEIAHUE YUTATh €ro?

L L L &L <o

Xopomio
n
OHO OTI€4aTaHO U HA XOPOLICM JIN U 0
BEITIISISIEM MaTeprane? podecenome

-~

[Ipusn
pUBJICKACT M BHIMAaHHUE PACIIONOKECHUE TeKCTa?

Brigenens! mu cuibHBIC MOMEHTBI?

}ICH() Jn yKa [0} POAYKIINH I
3aHa TpaCJIL/BHI[LI II
. pe,IILI,IIyIHI/IX

Haun
HAIOTCS JIH PEUIOKEHHUS C TJIaroyioB?

OnuckiBal
JOTCS JIM HABBIKA
aBTOpa B 00MacTH
petenus npodiem?

JOHN B. SMITH

12 Main Street, Boston, MA 02114 | 617-

OBJECTIVE: Manager of Credit and Collections

WORK EXPERIENCE

ABC COMPANY, Boston, MA

Credit Manager
.« Managed a credit and collections portfolio of food service, di
government—reiated accounts comprising a regional sales voll

2,000 accounts
. Contributed, organized, and implemented ane
school system, resulting in the reduction of total paymen

o Developed, designed, and implemented vendor and ban

LMN INDUSTRIES, INC., Quincy, MA

Credit Manager

« Managed an acco
dealers throughou
of $80,000,000

. Brought previous ¢
sales increase to cash in less than 40 days

. Planned, negotiated, and secured @ four-way, cross-c!
known, high-volume, Massachusetts-based, petroleum dealer

io of petroleum di

unts receivable portfol
500 accoun

t New England totaling over

XYZ ASSOCIATES, Norwood, MA
Credit and Collections Supervisor

« Managed an account receiva
Floatation Divisions, comprisi
industry
Hired, trained, and supervise
10,000 diversified accounts
Reduced bad debts by implementing an improve

inter-department pursuit

ble portfolio of the company’s
ng an annual sales volume of

d a staff of six full-time employees

EDUCATION
Inc., New York, NY

Dun and Bradstreet,
Credit and Financial Analysis Certificate

niversity, Boston, MA

Northeastern U
jence in Business Management

Bachelor of S¢

PROFESSIONAL AFFILIATIONS

New England Association of Cred gton, MA

it Executives, Inc., Arlin

555-1212 | ismith @gmail.com

stributor, military and other
ume of $150,000, and over

w set of invoicing procedures witl
t time by 45%
k credit-inquiry letters

stributors and home-delivery
ts and an annual sales volume

i from 75 days to present average of 38 days, turning

orporate gu arantee from a well-

Dietetics, Microwave, and
$30,000in the electronic

and handled 6,000 to

d monitoring system and quicker

Pexnamupyem cedst Ha Oymare - Pesiome

O0s13aTe1bHO MpUJIATaiiTe YCHIUS

Cocras
o neHre 3G(HEeKTHBHOTO pe3ioMe UrpaeT KPUTHIEC
JIb )
pema;mﬂ BAIIINX MTOMCKOB PAabOTHL. DTO CPECTBO 7
M b

o ni)ylomee BacC U BaIll ONBIT TOTEHIUATEHOMY

T
pasorc éIM emo. [loaTomy 3acTaBeTe ero paboTarts Ha ceost!

yHUBepcanbHoM L .

CHTpE TPYAOYCTPOil
b YCTPOWCTBA
o IaOTcsI Kypnan MDCS s uiynmx padoty.
yé) BOYHUK II0 COCTaBJICHHIO PE3IOME U npyme

yOJTUKAIH
ceMHHapEI . Kpome toro, y Hac mpoBosITCS pa3idHbIe

, Ha KOTOPBIX BBl MO

PKETE TTOTYIUTh i
con JabHEHIH
BI II0 COCTABJICHHIO PE3IOMe, a Takke o0pa3 )

3¢ GEKTUBHBIX pPE3IOME. -

Bor npumep Haubosee
pacnpocTpaHéHHoro (popmara —
XPOHOJIOTHYECKOro pe3ome.

2000 — 2015

h a major

1991 — 2000

1985 — 1991

Jauusiii pabot
ozaTens / mporpam
Ma 110
NIPEIOCTABIIAIOTCS BCHOMOFaTeIIL}ILIeHI'II)OCHOﬁC;zBHﬂeI PaBHBIC BO3MOXKHOCTH. JIiiam ¢ orpannye
u 'HHBIM
YCIIyTrH. 3a MONyYeHHEM YCIIyT e Hapyme}mg BO3MOKHOCTSIMH TI0 TPEOOBAHUIO
M CIIyXa 3BOHUTE II
o Ten. 1-800-439-0183
mwm 711.
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