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AHHOTaAIUA
qu6Hoe HOCO6I/IC NpeAHA3HAYCHO [JId CTYACHTOB II€PBOIO
U BTOPOro KypCOB CIICNUAJIbHOCTU «MCHCIDKMCHT OpraHu3anuvmn»
OYHOTI'O 1 3a0YHOI'O OTACJICHUA. OcHOBHOU LHEJIbI0O JaAaHHOI'O HOCO6I/IH
ABJIACTCS BBEACHUE U 3aKPCIIJICHUE 6PI3HCC-.TI€KCI/IKI/I, CI)OpMI/IpOBaHI/IC
HABBIKOB O6H.I€HI/I$[ 110 CHCL[I/IaJ'[I/IfiI/IpOBaHHOﬁ TEMATUKE, a TaKXeE
HABBIKOB HAITMCAHWA OEJI0BOIO IMIMCbMaA.
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A. ba6ames, O. IlonomapeBa
JeJ10BOM aHIJIMACKHUN SI3bIK

IMNOACHUTEJ/IbHAA 3AIINCKA
K YYEBHOMY IIOCOBHUIO

Iean u coneprkanue yaeOHOro nocooust

VYuebHoe nocodue rmpeaHa3HaueHo /151 CTYAEHTOB MEePBOro U
BTOPOro KYpPCOB CHENUaIbHOCTU «MeHe)KMEHT OpraHu3aIum»
OYHOTO U 3a04HOT0 oT/IeIeHrs. OCHOBHOM LIEJIbIO IAHHOTO [T0CO-
Ousl sBJISIETCS BBEJCHUE UM 3aKperieHrue Ou3Hec-JIeKCUKH, (pop-
MUPOBaHKE HABBIKOB OOIIEHHS MO CHEeIMaM3MPOBAHHON Tema-
THKE, a TaK’Ke€ HaBbIKOB HAITMCAHUS [IEJIOBOTO MKChMA.

Jnst fOCTHKEHUSI ATUX TeJiel TpeiaraeTcsi MeToiuka pado-
TBI C MATEPUAJIOM, KOTOPAsi OCHOBAHA Ha MCIIOJIb30BAHUM Pa3HO-
00pa3HbIX CrIOCOOOB MOJAYM MaTepuasia U aKTUBHOM MpUMEHe-
HUM Pa3JMYHbIX KOMMYHUKATUBHBIX IIPUEMOB.

Jlsi pa3BUTHUSI HABBIKOB MPAKTUUYECKOTO BJIAJCHUS AHIJIUM-
CKMM $I3bIKOM B y4eOHOM TpOIIECCe MOTYT OBITh HMCIOb30Ba-
HbI PA3JIMYHbIE MPUEMbl CAMOCTOSITEILHON U ayIUTOPHOW pado-
ThI HaJ1 y4eOHBIM MaTepHasIoM:

1) u3yueHre TEOPETUYECKOro mMarepuasa mo npeajaraeMon
TEME;



2) BBINOJIHEHUE YCTHBIX Y MUCbMEHHbBIX YIPAXHEHUN B Kaxk-
JIOW Y3 U3yYaEMBbIX TEM;

3) uTeHue U NepeBoj yUeOHbIX TEKCTOB;

4) yreHune y4eOHOro marepuaia Oe3 cioBapsi C OXBaTOM 00-
HIEro COfIEpKaHUs MPOUYMUTAHHOTO;

5) UCNONb30BaHUE TEXHUYECKUX (ayAHO- U BUAEO) CPEACTB
o0y4eHus;

6) cocTaBJIeHUE MOHOJIOTMYECKOTO U AUATIOTMUYECKOTO BbICKA-
3bIBaHUS 10 33JAHHBIM TEMaM;

7) BBINIOJIHEHUE MUCbMEHHBIX U YCTHBIX MPAKTUUECKUX 3a]a-
HUI, BHIOOPOYHOE TECTUPOBAHUE 110 U3YyYaeMbIM TEMaM.

YuebHoe nocodre COCTOUT U3 CAETYIONINX YaCTei:

1. busHec-Kkypc, KOTOpbIii AenuTcs Ha cemb pasaenos (Units):

* Finding right job (ITouck nmomxoasimeid padboTsl);

* Interview technique (CoGeceoBanue rpu rpueme Ha pado-
Ty);

- At the office (B oduce);

* On the telephone (O6renue o tenedony);

- Business writing ([lenoBasi nepenucka);

* Business communication (/IejoBoe o01ieHue);

* Business trip (Pabodast KoMaHIUPOBKa).

B kaxoM 13 1aHHBIX pa3/iesioB OTpadaThiBaeTCs ONpe/esIeH-
Hasl TeMa C UCTOIb30BAHUEM JIEKCKO-TPAMMATUUECKUX YIPaK-
HEeHM, A1anoroB. CTPyKTYpPHO Kaxk/Iblid pa3fies COCTOUT U3:

* OIOPHOTO TEKCTA;

* cJIoBapsi MO TeMe ISl CHATHUSI TPYIHOCTe! MPHU YTEHUU TEK-



CTOB M JIJIsl aKTUBU3AIMHU JIEKCUKY B MOHOJIOTUYECKOW U INAJIO-
TMYECKOU PeuH;

* JIEKCUKO-TPAaMMAaTUUECKUX YMPaXKHEHUH; * MPaKTUYECKUX
pPEKOMEHallui, HAMCAHHBIX Ha PYCCKOM SI3bIKE JJisi oOierde-
HUSI IOHUMaHUsI CTIeNU(pUKY IETIOBOU peuH;

* CIIMCKA OCHOBHBIX PEUEBBIX KJIMIIIE IO TEME;

* BCTIOMOTaTeJIbHBIX TEKCTOB TI0 TEMe Ha aHIJIUICKOM SI3BIKE;

* paboumux CHUTyalMid, COlepXkalluxX MpaKTUYecKue 3aJaHusl,
HalleJIeHHbIE Ha aKTUBU3AIIMIO TTOTyYEeHHBIX 3HAHUM.

2. Texctol pia nononauTeabHOro urenus (Texts for additional
reading), HalleJIeHHbIe Ha paclMpeHre BOKaOyisipa B 001acTu
popecCUOHATIbHON TEPMUHOJIOTUM;

3. [lenoBble cutyaiu U posieBble Urpsl (Situations and role-
plays), KOTOpble pEKOMEHAYETCSI UCTIONb30BaTh B MHAUBUAYaJIb-
HOHW W TPYMIIOBOM padoOTe B MpOIecce M3yUeHMS AUCITUILIMHBI
JUIsl aKTUBU3ALIMU JIEKCUYECKOTO U IPaMMAaTHYeCcKOro Marepua-
J1a, pa3BUTHSI MOHOJIOTUECKUX W AMATIOTUIECKUX YMEHHIA U Ha-
BBIKOB, a TaKKe 7151 3aKPETUICHH S U KOHTPOJISI IOTyYEeHHBIX JIEK-
CUKO-TPaMMaTUUYECKUX 3HAHUI;

4. TlpaktTukym 1o aenoBoMy mucbMy (Business writing
practice), KOTOPbIi COIEPKUT OTPHIBKU OW3HEC-JOKYMEHTAIUN
Y HalleJIeH Ha CUCTEMATU3alIMIO U KOHTPOJIb 3HAHUM 110 JAHHOMY
aCIIeKTy;

5. [Ipunoxenue, cofepikailee CIMCOK COKpAIeHU, UCTIONb-
3yeMbIX B JIEKTPOHHBIX COOOIIEHUSIX.

Kpome Toro, nocKkoibKy aHTIUACKUN SI3bIK SIBJISIETCS SI3bIKOM



ME>XIyHAPOIHOTO OOIIeHNs], HEOOXOIMMO YUUTHIBATh KYJIbTYP-
HbIE TPAJUIIMKA U LICHHOCTH, a TaKXke MMpaBujia MOBEIECHUS, IPU-
HATHIE B CTPAHE MHOCTPAHHOTO COOECEeTHUKA.



BU3HECRKYPC

UNIT 1
FINDING THE RIGHT JOB

Office Careers

Every day, large companies receive hundreds of letters
from job seekers. Unemployment statistics make headlines.
Behind unemployment hides another, more personal kind of
employment crisis: underemployment.

Underemployment can involve full- or part-time work. The
term refers to the type of work you are doing: the heart surgeon
working as a salesperson or the professor sorting mail. Are these
examples exaggerated? Unfortunately not. Especially when you
consider the lives of many adults who have moved from their
country of birth to another part of the globe.

Underemployment

Why do so many people settle for underemployment? Perhaps
because of the need to find a job quickly, any job. Unfortunately,
the best job is not often the easiest to find. In modern, industrial
nations underemployment is alarmingly common; studies in the
United States, for instance, have shown that as many as 80
percent of adults are underemployed. That's almost everybody!



So if you share in the frustration of underemployment you are
hardly alone. In fact, you're in good company!

Taking underemployment personally, a person may feel
singled out. Yet underemployment differs from failure.
Underemployment is temporary and can be overcome in time.
To develop a career means setting long-term employment goals.

Finding the Right Work

Finding employment takes hard work in itself; so does finding
a better position once employed. Competition for good jobs —
those that are challenging, interesting, and well paid — is here
to stay. Landing the right job is a major step in launching a
successful career. But career planning only starts there.

Career development involves long-term planning. The search
continues over the years as a person moves from one position to
the next, developing skills which include the use of language.

A wide variety of skills is required for almost any job,
anything from taking instructions to giving them, from being
supervised to supervising. In order to signal what you can do
and what you have done, it is useful to think of your skills and
experience in terms of action verbs.

Job Search

How can you make basic decisions about the choice of jobs
and career? Most people go to the openings. If you read the want
ads in the newspaper, for example, you learn who is offering
employment. This is only one way to go about finding work.

Another strategy is to do some long-range planning. This



involves determining your abilities, interests, and needs. What
have you already learned by education and experience to do well?
There are your ski/Is, or abilities. What is it that you most enjoy
doing? There are your interests. What kind of income will you
need to support yourself and your family? These are your needs.

In addition to the development of language and vocational
skills, a successful career depends on learning how to look
for work. Success is not guaranteed by seeing experts at an
employment agency. While professionals may give valuable
assistance, success in the long run depends on doing some
thinking on your own — for instance, naming personal interests
and abilities on a resume.

Developing a resume begins with listing the skills a person
has already gained. In addition, a resume specifically how and
where those skills were acquired. All told, the resume states the
qualifications and work history of an applicant. A well-written
resume sent with a letter of application can win the interview of
a lifetime.

Often what makes a prospective applicant stand out is the
attitude that comes through in the cover letter. Qualities such as
initiative, self-control, and a sense of responsibility are highly
regarded by employers today.

Employment in Market Economy

In market terms, an individual can increase his income by
working harder (taking a second job, say) or working smarter
(for example, acquiring new, more wanted skills). In the United



States, according to statistics, education has a direct and powerful
effect on earnings; a person with university degree, or 16 years
of education, will over a lifetime earn more than twice what
someone with only eight years of education will earn. But still
many persons entering the working world lack adequate training
in such areas as leadership, communicating ideas and needs, and
working successfully as a member of a team. Employees must
be skilled in allocating time, money and other resources needed
to carry out a job. They are to be able to evaluate and use new
information. They must understand how one task may affect
other related tasks. Finally they have to be able to learn new skills
and adapt to changing technology.



VOCABULARY

Underemployment
Full-time work
Part-time work
Career

Long term
Resume
Qualifications
Skill

To land a job

In good company
To take things personally
T'o be singled out
Action verbs
Achievement

Accomplishments

Applicant
Application

Award

Be hired by someone
Be qualified

Career objective
Challenging

Concise

Cover letter (letter of inquiry)

CV (Curriculum Vitae)

Education
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PaGora Ha nosubii pabounii AcHbL
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Handwritten Hanucanumlii oT pykn

Human resource manager MeHexep 1o kajipam

Marital status CeMEHHOC NOOKCHHE

Language fluency bermoetn peun

Personal data JIuuneie cpeeHus

Personnel manager Menemxep no paboTe ¢ MEPCOHATOM, KaJpaMu
Post, appointment, position JOmKHOCTD

Recent position [Tocne s T0IKHOCTE

Reference Pexomen nanms

Recruiter Hanunmarenn

Sufficient JlocTatouHbi

To have experience in some Mmers onbiT B

field

To demonstrate abilities [ poeMOHCTPHPOBATE CMOCOOHOCTH
To dismiss someone VEBOIBHATE KOro-1u6o

To hold a post SAaHUMATE JOJIKHOCTh

Exercise 1. Ilepecpa3upyiiTe npeaioKeHusi, HCIOJIb3Ys
BbIjIeJIeHHbIE CJOBa:

land a job, in good company, qualifications, singled out, take
things personally, resume

1. After the interview was finished I felt sure that I'd be hired.

2. When I was called in for a second interview, I knew that I
had been selected as a finalist.

3. Even if I don't get hired, I know I am just one of many



qualified applicants.

4. Despite her excellent background, another applicant was
offered the position.

5. After all, when it comes to looking for work, one shouldn't
blame yourself.

Exercise 2. IlepeBegure cieayioniue npeajiosKeHms:

1. On his resume it said that she's got to have a steady job.

2. Alice personally believes that in-service training is one of
the utmost importances.

3. It's best to follow up on all correspondence promptly.

4. Although his first choice was a steady service position, he
said he'd settle for less.

5. The receptionist's responsibilities are as follows: answering
telephone calls, guests' accommodation, greeting clients, making
all the office work (typing, sending/ receiving faxes, etc.)

IIpu HanucaHuu pe3rMe HCHOJb3YHOTCA IJIAroJbl ak-
TUBHBIX /1efICTBHUIl, HANIPpUMep:



Build
Construct
Provide
Maintain
Organize
Operate
Assemble
Design

Develop

Manage
Oversee
Supervise
Coordinate
Assist
Teach
Instruct
Train

Counsel

Promote
Negotiate
Sell

Market
Sponsor
Facilitate
Expedite
Advocate for

Represent

Assess
Analyze
Evaluate
Interpret
Examine
Review
Critique
Proof

Troubleshoot

Hanpumep, MOXHO oImucaTh CBOU OIBIT padOTHI TAKMM 00pa-

30M:

* prepared daily deliveries
* delivered on a daily basis to customers

* maintained accounts on customers
* collected customer fees on a monthly basis

* solicited new subscriptions

* responded to customer complaints and concerns

* utilized two word processing systems

* typed and proofread sales letters

* handled telephone inquiries

Exercise 3. Ucnosib3ysi nepevyucaeHHbIE BbIIIe IJ1aroJbl,
OTBETHTE Ha CJIeyI0I[ie BONPOCHI:

1. What work have you previously done?

2. What skills were involved?



3. What types of duties did you have?

4. What relationship with people was involved?

5. What responsibilities did you have?

Exercise 4. IIpuBegure B COOTBETCTBHE TEPMHUHBI M MX
omnpeeJIeHU:

a) resume I. what you have learned through the work you have done
b) self-assessment 2. words that make you look important

¢) background 3. words that make you appear to be a «doer»

d) experience 4. your education, training, and work history

n

e) action verbs a brief summary of your skills and qualifications

Exercise 5. Describing ability

A Human Resources Manager has drawn up a shortlist of
applicants he feels would be suitable for a vacancy in his
company. Look at the descriptions of the candidates he plans to
invite for interview.

* John has a can-do attitude and is able to meet deadlines

* Lis is a self-starter who can work on her own initiative

* Ivan is able to multi-task and has a proven track record

* Alex is an effective team player with a customer-focused
approach

* Cristina is numerate and computer literate



Which candidate...

* is good with figures?

* co-operates with colleagues?

* is a good working on his/her own?

* can finish a job on time?

* has a good rapport with clients?

* has a history of success?

* has a positive approach?

* has IT skills?

* can cope with several jobs at the same time?

Exercise 6. For all of the verbs below, select the correct
noun partner

advertise... sign...

1. a vacancy . a short list
2. a candidate 2. a contract
3. applicants 3. a vacancy
arrange. .. draw up...

1. applicants 1. applicants
2. an appointment 2. a vacancy

3. a vacancy 3. a short list



interview... select...
1. a candidate 1. an appointment

2. a contract

()

a short list

3. a short list 3. applicants

Exercise 7. Job advertisements
The following nouns describe an ideal candidate's abilities.
Can you change them into adjectives?

talent  enthusiasm energy ambition

drive  flexibility commitment motivation

How many of these adjectives describe you?

Exercise 8. These abbreviations often appear in job
advertisements.

asap ref. no. p.a.  prorata  p/w neg. inc. k c s.a.e.

Match them to their meanings
1. per week

2. thousand

3. negotiable

4. reference number

5. per annum, yearly



6. stamped addressed envelope

7. as soon as possible

8. approximately

9. inclusive

10. according to time worked

Exercise 9.

The words in the column on the right are phrases that use
the word career. For each definition on the left, match it to the
correct phrase on the right:

1. Chances of future success in your career A. career move

2. The direction you hope your career will take B. carcer break

3. A change you make in order to progress C. career prospects
4. Time when you are not employed, perhaps when trav-  D. career ladder
clling or looking after children
5. A series ol promotions towards more senior positions E. carcer plan

v Pdopma pe3ioMe Ha AHIVINICKOM SI3bIKE

CocrapyieHue ygauyHOro pe3ioMe Ha aHTJIMHACKOM SI3bIKE YacTo
SIBJISIETCS OTHOW M3 CaMbIX CJIOXKHBIX 337a4 MIPU MOUCKE PadOTHI
3a rpaHUlIed WIK B 3alaJHOM KoMIlaHuM. Pe3iome To/KHO OTBe-
9aTh BCEM HEOOXOIUMBIM TPEOOBAHUSIM, HO TIPU STOM BBITOTHO
OTIMYATh BaC OT JIPYTUX MPETeHJEHTOB Ha JAHHYIO I0JKHOCTb.

B CIIIA pestome npuHsTo Ha3biBaTh Resume, B EBpone — CV



(Curriculum Vitae).

CranpaprtHas (popma pe3rome EBPOINEUCKOrO YPOBHS BKJIIOYA-
eT B ce0s 6 OCHOBHBIX YacTeu:

1. JInunas ungopmanus (Personal Information)

2. llens (Objective)

3. Onmit padots (Work Experience)

4. Oo6pazoBanue (Education)

5. Crienmanbablie HaBbIKM (Additional Skills)

6. Pexomennanun (References)

PacckaspiBasi 0 cede, Ncromnb3yiTe OoJbIIe IpuIaraTeIbHbIX,
9TO C/IeNiaeT TEKCT OoJiee IPKMM 1 WILTIOCTPATUBHBIM, BOT KpaT-
KHii TiepeueHb Hanbosiee yroTpeOMMbIX CIIOB:

* directed, led managed, supervised;

achieved, delivered, drove, generated, grew, increased,
initiated, instituted and launched;

- cut, decreased, reduced, slashed;

* accelerated, created, developed, established, implemented,
instituted, performed, pioneered, planned, produced, re-
engineered, restructured, saved and transformed.

Hzoezaiime makux Kauwe, Kak:

Dynamic, people-oriented, results-oriented, self-motivated,
hands-on leader, visionary

OO6beM pesiomMe MOJIOIOTO CIEIMaIicTa He JO0JKEH MPEeBbI-
math | CTpaHUIBI, ECITU K€ Y Bac 3a Tie4aMu OOJTBIIION CTaX pa-
60ThI, MH(pOPMAIHIO 0 cede HYyXKHO Pa3MeCTUTh He OoJiee YeM Ha
JIBYX CTpaHUIIaX.



Cpenaiite Bail TOKyMeHT ynoOHbIM [yis1 uteHust. Cchopmupo-
BaB OOIIMIA IJIaH pe3ioMe, yOeAuTech, YTO B HEM €CTh JOCTa-
TOYHO YMCTOTO MPOCTPAHCTBA. BepxHee U HYKHEe TMOJIs I0MK-
HBI ObITh HE MeHee 1,5 cCaHTUMETPOB BLICOTOM, a OOKOBBIE MOJIsI
He MeHee 2. Mexay OT/AeIbHbIMU YacTsIMU PE3IOME OCTaBJISIITE
npoOenbl. KupHeIM mpudTOM BHIIETANTE HA3BAaHUS MYHKTOB,
a Tak)ke Ha3BaHU KOMIMaHUi 1 uMeHa. He momuepkuBaiite cio-
Ba U HE UCTIOJIb3YWUTE KYPCUB, JJIs1 IPUIaHUS1 BBIPA3UTEIbHOCTH.
He npumensiiite peakue mpudThl 4J1s1 IPUBJIEYEHUS] BHUMaHUA
yuTaTess1, UCHONb3YITe TaKue CTaHAAPTHbIE IpUdThHI, Kak Arial,
Garamond, Helvetica, Tahoma or Times Roman. He naunnai-
Te KaXA0€ MPEeAJIOKEHUE OIMHAKOBBIMU (ppa3amMHu U HE BBOJAU-
T€ JIMYHbIE MECTOMMEHMs. UTOOHI c/ienaTh TeKCT Oojiee BhIpas3u-
TEJIbHBIM HMCIIOJIb3YIUTE Pa3HOOOPA3HYIO JIEKCHKY.

Leny HamucaHWsl pe3ioMe — TMOTYYUTh KOHKPETHYIO HOJIXK-
HOCTb B orpejiejieHHor komnanuu. [1oatomy paccka3biBath ciie-
JyeT O TOM, 4TO OyJIeT BaKHO Ha HOBOM MecTe padoThl. [Iporryc-
KaiTe TO, U4TO He MPEeICTaBIIsIeT OOJBIIOTrO 3HAUeHH 1. YeM MeHb-
1Ie Bbl Oy/ieTe yIOMUHATh He3HAUYUTe bHbIE (haKThl, TeM OOJIb-
1110€ 3HaYeHue MPUOOPETeT CaMoe IJIaBHOE.

CrpykTypa pe3iome



Hoamoe s (pamMumms NRIISTCS MocIeANei)
Anpec

Homep renedona

Eemu BeI npeTeH/IyeTe Ha KOHKPETHYIO paboTy, TO YKaKUTE CII¢/[VIONICE:
IETh PABOTBI (EMPLOYMENT OBJECTIVE): I am secking a responsible position

n ...

Eenu Ber numere ofimee pesioMe 0 He Hpecie/[yeTe Helb NOTYIHTh KOHKPETHYIO JT07DK-
HOCTD, TO MHIIUTE TaK:

PE3FOME HABBIKOB I YMEHHIT (SUMMARY OF SKILLS AND QUALIFICA-
TIONS):

Extensive experience in ...

OBPA3OBAHHNE (EDUCATION): (Tlepeunciistiite Baniu ¢Teret 1Mo HHCX0/BIICH )
(UYTO: crencup/ junmom/ ceuaerenberso) (I'E: mikoma/ uueruryr) (KOI'JIA: nara okon-

HAHs)

OIIBIT PABOTBI (WORK EXPERIENCE):
(KEM BBLI PABOTAJIM: nomknocts/ 3Banue)

(I'JIE: mecTo paboTer)




(UTO Bur pemamm? Kpatko nosicnure, yem Bur sanumamcns na pabote.)

(KOI'JIA Ber 51o jenam? YeaKHTE JaThl Hauala i OKOHYaHHs paboThl.)

OCOBLDBIE HABBIKI/ KYPCBI (SPECIAL SKILLS/ TRAINING):

(OcpanBamn mH BeI kKakHe-THOO HOBBIE CTIEIHATHHOCTH B CHENHATH3HPOBANHEIX MIKOTAX,
Ha BOSHHOM ¢Ty:KOe M Ha paboueM MecTe?)

(Eeth mm y Bac kakue-mbo npasa wimm cBrjieTebeTBa?) e ceTh, To yraxkute, KAKHE,

I'JIE Ber ux nomyunm, KOI'JIA, u KAK JIOJITO onu GyayT ACHCTBUTCIBHEL )

OCOBBIE 3ACJIYT'H (SPECIAL AWARDS):
(Homywamm mu Bor kakue-1u60 rpaMoThl, ipeMun, Onarojapuocti. Ykaxkute, KAKHE,

I'JIE u KTO Bac narpaxnaan?)

SHAHHE HHOCTPAHHBIX A3BIKOB (LANGUAGE SKILLS):
(Ha KAKHX a3pikax BeI qHTacTe, MHINETS, TOBOPHTE? YKaKUTE CTCNCHE BIaICHUA 3B

koM. BHOCHTE '%Ty HH(}\()p\IklI[M}() TOJIBKO, CCITH JIOCTATOTHO XOPOU[() 3HAacTC SI'H'JK.)

1HO HPOCLBE PABOTOJIATEIS MOL'Y HPEJIOCTABHTH PEROMEIJIAITHH
(REFERENCES AVAILABLE UPON REQUEST) (Jlo6aBbTe 5Ty (hpasy, Ho He yKasbl-
BaiiTe KOHKPETHLIX HMEH. )

(IIPUMEYAHHE: Ceenenns 0 Bo3pacTe, MOJIE H CEMEHHOM MOTOKEHHH He 0053aTe IbHDL.)

IIpumep pesiome
OObsiBIEHNE O BAKAHCUU



Large European pharm:

~eutical company seeks

for Clinical Research Associate

The ideal candidate should have:

Medical or pharm

ceutical degree;

At least 1 vyear experience as

We offer:

Competitive package;

Trainings.

Kindly send your CV to attention Recruitment manager fax 916

20 35

Pesiome



DR. ALEXANDR IVANOVICH CHUTRENOV
Ul Finnskaya, 31/2-34
Moscow, RUSSIA
Tel: +7 (095) 874 2854

Email: a.chutrenov@moskdat.ru

OBJECTIVE Clinical Research Associate
Having completed many years in my specialist field of treatment of leuke-
mia, I have decided that the time is right for a change in area of specializa-
tion. Completing my Ph.D. was one of the most exciting and challenging
periods of my life and I want to experience such a steep learning curve
again in another medical field. The position of Research Associate would
therefore be very suitable for me as I have many years’” experience at pres-
tigious medical institutes and have studied in Russia, Germany and in the
United States. My level of language is therefore exceptional, and my com-
munication skills have been thoroughly tested. I am looking to broaden my
knowledge of medicine, to which I have devoted my life and feel that I
would be a particularly suitable candidate for the position.

PERSONAL DETAILS

Date of Birth: 12 April 1969

Marital Status: Married

EDUCATION




1993-1996 New York University of Medicine
Major field of studies:

Research into Pharmaceuticals of Treatment of Leukemia

1987-1993: Moscow State University (MGU)
Major field of studies:
Medicine and Pharmaceutical Research

Qualification: Doctor of Pharmaceuticals (PhD)

WORK EXPERIENCE
August 2002- Pharmaceutical Researcher at Pfizer, UK
pl’CSCﬂ[Z

> Research into the effective treatment of leukemia

> Focusing on the reduction of treatment side-effects

> Organizing personal funding of research and funding of depart-
mental research

> Organizing pharmaceutical testing

> Liaising with other research departments

> Organizing interns and student work experience

Oct 1996—-June Research Assistant, Pfizer, Germany
2002
> Research into alternative therapies of renal cancer and leukemia

> Organizing departmental funding

Research Assistant, New York, USA

Sept 1993-June
> Research into alternative therapies for cancer patients
1995
ADDITIONAL SKILLS
Languages: English — Advanced Level / Cambridge Proficiency

German — Advanced Level



Computer skills: Experienced with MS Word, Excel, Internet Explorer and Outlook

Express, Turbo Cad, many analytic programs
Driving Licence:  Driving License Category B
Qualified and highly-professional; highly-motivated: enthusiastic;

good communication skills; eager to experience and learn new skills.

REFERENCES References are available on request

MORE DETAILS FOR
AMERICAN RESUME FORMAT

The candidate's resume must catch their attention upon first
glance. Below are some helpful tips to get your candidate's
resume noticed:

1) Keep the resume to one or two pages only. This is most
important as the HR director usually does not have time to read
through several pages on each candidate. The one page resume
will pique interest just enough for them to ask for more.

2) Fonts type and sizes. Use fonts "Times New Roman" or
"Arial". Also you must use small font sizes such as 10 or 12
points. Remember: you should keep your resume to one or two
pages only.

3) Do not use text boxes, frames, backgrounds, etc. Your
resume should be clear and professional.



Konen 03HaKOMUTEJLHOI'O
¢dparmenra.

Tekct npenocraBieH OO0 «JIutPec».

[IpounTaiiTe STy KHUTY LIEJIMKOM, KYIIUB TOJIHYIO JIETATbHYIO
Bepcuio Ha JIutPec.

Be3ormacHo oriaTuTh KHATY MOKHO OaHKOBCKOH KapToit Visa,
MasterCard, Maestro, co cuyera MOOMJIBHOTO TesiehOHa, C TiIa-
Te)KHOro TepMmuHaia, B cajoHe MTC wmm Cesa3HoOHM, uepe3
PayPal, WebMoney, Aunexc./lensru, QIWI Komenek, 60Hyc-
HBIMU KapTaMu WK APYTUM YI0OHBIM Bam crioco6om.



https://www.litres.ru/a-babashev/delovoy-angliyskiy-yazyk/
https://www.litres.ru/a-babashev/delovoy-angliyskiy-yazyk/
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