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A. baodames, O. IlonomapeBa
JleJ10BOH aHIJIMHCKHUH A3BIK

INOACHUTEJIbBHAA 3AIIMCKA
K YYEBHOMY ITIOCOBHUIO

Ilean u coeprkanne yaeOHOro nocooust

VYyeOHoe nocodue npegHa3HaueHo AJ1s CTYJEHTOB NIEPBOTO M BTOPOTO KYPCOB CIEIMAIbHOCTH
«MeHeKMEeHT OpraHM3alyi» OYHOTO U 3209HOr0 oT/eeHus. OCHOBHOH LIENIbI0 JAHHOTO TIOCOOHS
SIBJIsIETCS BBEJICHHE U 3aKperieHne OM3HeC-JIeKCHUKH, (POPMUPOBAHKE HABBIKOB OOIIEHUS TIO CIeIH-
AIM3UPOBAHHON TEMaTUKE, a TAKXKe HABBIKOB HAIIMCAHUS JIEJIOBOTO MUChMA.

JI1s1 ToCTHKEHU s 9TUX LieJied IipejiiaraeTcsi MeToauKa padoThl ¢ MaTEpUAIOM, KOTOpast OCHO-
BaHA Ha WCIOJb30BAHMM PAa3HOOOPA3HBIX CIIOCOOOB MOJAYM MaTepuayia U aKTUBHOM NMPUMEHEHUU
Pa3IMYHBIX KOMMYHHUKATUBHBIX TIPUEMOB.

J11s pa3BUTHSI HABBIKOB MPAKTHYECKOTO BJIAJCHHS aHITIMACKUM SI3BIKOM B Y4eOHOM ITporiecce
MOTYT OBITh MICTIOJIb30BAHbI PA3IMUHbIE IIPUEMBI CAMOCTOSITENTFHOM M ayAUTOPHON paOOTH Ha/l yueo-
HBIM MaTepUaJIoOM:

1) u3y4eHre TeOpeTUIECKOro Martepma’a o rnpejjiaraeMoi Teme;

2) BBIIOJIHEHHUE YCTHBIX U MMCbMEHHBIX YIIPAKHEHUI B KaXKI0W U3 U3y4aeMbIX TEM;

3) uTeHue U nepeBojl Y4eOHbIX TEKCTOB;

4) yreHne yueOHOro Mateprana 6e3 CcIoBapsi C OXBaTOM OOIIEro Cofiep:KaHusI TPOYUTAHHOTO;

5) UCTONIb30BaHUE TEXHUUECKUX (ayAHO- U BUJIE0) CPEICTB OOyUYEeHUS;

6) cocTaBieHre MOHOJIOTUYECKOTO U IMaJIOTMYECKOT0 BBICKA3bIBAHUSA 110 3aJAHHBIM TEMaM;

7) BHIIIOJIHEHWE NMCbMEHHBIX M YCTHBIX MPAKTUUECKUX 3a/1aHUI, BIOOPOYHOE TECTHPOBAHUE
0 U3y4aeMbIM TEMaM.

VYyeOHoe nocodre COCTOMT U3 CIIEAYIOIIMX YacTeu:

1. busHec-Kypc, KOTOpBI JeauTes Ha ceMb paszaesos (Units):

* Finding right job (ITouck noaxonsieit padoThl);

* Interview technique (CoGeceioBaHue npu rprueme Ha padboTy);

- At the office (B oduce);

* On the telephone (O0mmenue no Tenedony);

* Business writing ([lesioBast nepenucka);

- Business communication (JenoBoe oOmieHue);

* Business trip (Pabouasi KoMaHIMPOBKA).

B kaxa0M M3 JaHHBIX pa3/ieioB OTpadaThIBASTCS ONpee/ieHHAst TeMa C MCTIONb30BAaHUEM JIeK-
CUKO-TpaMMaTUYECKUX YIpaxHEHUH, AuanoroB. CTPyKTYpHO Kak/blil pa3jiesl COCTOUT U3:

* OIIOPHOI'O TEKCTA;

* CJIOBapsl MO TeMe /ISl CHATHS TPYAHOCTEH P YTEHUH TEKCTOB U J1JIs1 aKTUBU3ALIMH JIEKCUKU
B MOHOJIOTUYECKOW M AUATIOTMUYECKON PeuH;

* JIEKCMKO-TPaMMAaTUUYECKUX YIPaKHEHUH; * MPAKTUYECKUX PEKOMEHAli, HalMCaHHbIX Ha
PYCCKOM $I3bIKE /151 OOJIerYeHrsI IOHMMaHUSI CrielM(pUKY eTIOBOH Pev;

* CIIUCKA OCHOBHBIX PEUEBbIX KJIUILIE 10 TEME;

* BCIIOMOTaTeJIbHBIX TEKCTOB M0 TEMEe Ha aHITIMHCKOM SI3bIKE;

" pabouux CUTyalMid, coAepXkalluX MPaKTUYEeCKUe 3aJaHusl, HalleJIeHHble Ha aKTHBU3ALMIO
TMOJTyYEHHBIX 3HAHUH.
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2. Texctsl g pononuutesbHoro yrenus (Texts for additional reading), HarlesieHHbIe Ha pac-
IIMpeHre BOKaOyJIsipa B 001aCTU MPOdeCcCUOHAIBHON TEPMUHOJIOTUH;

3. IlenoBble cuTyaliuy U posieBble Urpbl (Situations and role-plays), KOTOpble peKOMEHAyeTCs
UCTIONB30BaTh B WHIMBHIYaJbHON M TPYMIIOBOM paboTe B Mpoliecce M3yYeHUs AMCUUIUTMHBL IS
AKTHUBU3AIMU JIEKCHUECKOTO U TPAMMATUYECKOr0 MaTepuasia, pa3BUTHsI MOHOJIOTUYECKUX U AUATIO-
T'MYECKMX YMEHHI U HABBIKOB, & TAKKE JUIsl 3aKPEIUICHUsI U KOHTPOJIS TTOTyYEHHBIX JIEKCHKO-TPaM-
MAaTHYECKHX 3HAHUI,

4. Ilpaktukym 1o aenoBoMy nvceMy (Business writing practice), KOTOpbIi COOEPKUT OTPIBKU
OW3HeC-I0KyMEHTAIUY 1 HalleJIeH Ha CUCTEMaTH3alliio ¥ KOHTPOJIb 3HAHWH 110 JAHHOMY acCIIeKTY;

5. Ipunoxenwe, copepikaliee CMCOK COKpAIIEHUH, UCTIONb3YeMbIX B JIEKTPOHHBIX COOOIIIe-
HUSIX.

Kpome Toro, mockosbKy aHIIMACKHMNA SI3BIK SIBJISIETCS] SI3BIKOM MEXyHApOTHOTO OOIIEHMS,
HEOOXOIMMO YUYHMTHIBATh KYJITYpPHBIE TPAIUIIMU U IIEHHOCTH, a TaK:Ke MpaBUIia TIOBEJCHUS, TIPUHSI-
ThIe B CTPaHe MHOCTPAHHOTO COOECEIHUKA.
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BU3BHECKYPC

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

7
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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.
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Underemployment
Full-time work
Part-time work
Career

Long term
Resume
Qualifications
Skill

To land a job

In good company
To take things personally
To be singled out
Action verbs
Achievement

Accomplishments

Applicant
Application

Award

Be hired by someone
Be qualified

Carcer objeclive
Challenging

Concise

Cover letter (letter of inquiry)

CV (Curriculum Vitae)
Education

Educational history
Experienced

First-time job secker

Job jumper

VOCABULARY

HC]I()JIHHS{ 3AHATOCTL

PaGora na nonaeii pabounii J1cHb

Pabora na nenomniid pabounii Jienn
Kapnepa

Jloarocpoinsrit

Pesrome

Kramuduxanus

IHapwik

TTomyuurs padory

R \;Upmnuﬁ KOMIIAHHH

IpunuMats Beru 6IIH3KO K cep/Iry
UyserBoBarh ceds OJIMHOKO

1 maroanst qeficTRHA

JocTzKeHHE

H()H()}KHTCHBHB{U C-Hl)i’iCTB(i, L‘-UHCPIHCHCTBO, 'i‘rlBCp-
HICHHOCTh

Kanuar, npeten/jeHr

SasBIcHUEC, 3as8BKa

Harpana

brite HangatoiM keM-mubo

BHITE KBaTH(PHITHPOBAHHBIM

Llenr kapbeph

BraronpusTHBIN, epecneKTHBHBIH
Kparkuii, cokpalllcHHBIH, BRIPA3HTCIILHBLI, HCTKHH
HHCB\-I(]\ IOCBLITACMOC HAHHMATCIHD C© I1C/IBH) BBIACHC-
HHS TPeOOBaHHI K KOHKPETHOH JIOJDKHOCTH
AsTobHorpadus

Obpasopanue

Ceeaenust 06 0Opa3oBaHUH

ONBITHEBIH

Brepeeie yeTpauparonuiics Ha padoTy

Tor, ko Mensier pabory kam/bie 6-10 Mecsce
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Handwritten

Human resource manager
Marital status

Language fluency

Personal data

Personnel manager

Post, appointment, position
Recent position

Reference

Recruiter

Sufficient

To have experience in some
field

To demonstrate abilities
To dismiss someone

To hold a post

Hanucannslii oT pyku
Mene, prep 1o Kajpam
CeMeHHOE MOIOKCHHE
bernocts peun
JIunplie cpeJleHus
Menempkep mo paboTe ¢ IepcoUaTIoM, KapaMu
JlomKHOCTE
TTocneusist MOKHOCTE
Pekonenamus
Hi]H]’I\[ﬁ I'cJib
JlocTaToUHEIH

Hnmern oneiT B

LlpogeMoHCTpHPOBATE CHOCOOHOCTH
VBOTLIATE KOTO-THGO

BaHUMATh JTOTKHOCTE

Exercise 1. Ilepedpa3upyiite npeaaokeHHs, HCIO0Jb3YsI Bbl/leJIeHHbIE CJI0Ba:

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. IlepeBeaure cieayroinue npeaioKeHns:

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.)

le/l HallMCaHUHU PE3IOME€ UCIMOJB3YIOTCA IVIaroJjbl aKTUBHBIX IleﬁCTBHﬁ, Hanpumep:

10
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Build Manage Promote Assess
Construct Oversee Negotiate Analyze
Provide Supervise Sell Evaluate
Maintain Coordinate Market Interpret
Organize Assist Sponsor Examine
Operate Teach Facilitate Review
Assemble Instruct Expedite Critique
Design Train Advocate for Proofl
Develop Counsel Represent Troubleshoot

Hanpumep, MOXHO OImucaTh CBOM OITBIT paOOTHI TAKMM 00pa30M:

* 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. Vicniosib3ysi nmepevncJeHHble BbIlIe IJIaroJjibl, OTBEThTE Ha CJeayIolue
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. IlpuBeguTe B COOTBETCTBHE TEPMHHBI U UX ONpeaeeHUsI:

a) resume . 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

e) action verbs 5. abrief 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

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

11
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* 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...
l. a vacancy l. 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 2. 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. Kk C s.a.e.
Match them to their meanings

1. per week
2. thousand

12
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. negotiable
. reference number
. per annum, yearly
. stamped addressed envelope
. as soon as possible
. 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:

00NN LN kW

I. Chances of future success in your career A. career move
2. The direction you hope your career will take B. career break
3. A change you make in order to progress C. carcer prospects
4. Time when you are not employed, perhaps when trav-  D. career ladder
clling or looking after children
5. A series of promotions towards more senior positions E. career plan

\ ®opma pe3roMe Ha AHLIHACKOM SI3bIKe

CocraieHre yIaqHOTO pe3ioMe Ha aHTJIMACKOM SI3bIKE YacTO SIBJISIETCS] OMHOM U3 CAaMBIX CIIOXK-
HBIX 33]a4 MPH MOKMCKe paOOTHI 32 IPaHUIIEH WU B 3aMaHON KOMIIaHUH. Pe3iomMe NOMKHO OTBeYaTh
BCEM HEOOXOIUMBIM TPeOOBAaHUSM, HO MPU ITOM BBITOAHO OTIMYATH BAaC OT APYTUX MPETEHICHTOB
Ha JJAHHYIO JIOJKHOCTb.

B CIIA pe3tome npunaro HaseiBaTh Resume, B EBponie — CV (Curriculum Vitae).

CranpaptHas ¢popMa pe3ioMe eBpOIeCKOro YpoBHs BKJIIOUaeT B ceOs1 6 OCHOBHBIX YacTei:

1. JInynas ungopmarus (Personal Information)

2. Lenp (Objective)

3. OmwiT padotsl (Work Experience)

4. O6pazosanue (Education)

5. Cnenuanphblie HaBbikM (Additional SKills)

6. Pexomenpannu (References)

PacckaspiBast 0 cebe, ucrosb3yiTe O0Jbllle MPUIAraTeNIbHbIX, 3TO CAeIaeT TeKCT Oojee SpKUM
Y WUTIOCTPATUBHBIM, BOT KPAaTKUH MepeueHb HauOosee yIoTpeOUMBIX 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.

Hz0ezaiime maxkux Kauue, Kak:

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

O06Bbem pesioMe MOJIOOTO CHelUaIMCTa He IOJKeH MPEeBBIIaTh | CTpaHMIIbl, €U ke Y Bac 3a
riedaMu OOJIBIION cTax padoThl, MHPOPMAIIHMIO O cebe HY:KHO pa3MeCcTUTh He Oojiee UyeM Ha JBYX
CTpaHUIIAX.

13
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Cnenaiite Bar JOKyMeHT ynoOHbIM [t uteHus. CopmupoBas oOIuMid TUIaH pe3iomMe, yoeau-
TECh, YTO B HEM €CTbh JIOCTATOYHO YMCTOTO MPOCTPAHCTBA. BepxHee M HYKHEE TMOsl JOIKHBI ObITh
He MeHee 1,5 caHTUMETpOB BBICOTOM, a OOKOBbIE MMOJIsl HE MeHee 2. Meky OTAEIbHBIMU YacTsIMU
pesiome ocTapisiiiTe podessl. JKUpHBIM MIPUGTOM BHIIESANTE Ha3BaHKS MyHKTOB, a TAK)Ke Ha3Ba-
HUI KOMIIaHU# 1 UMeHa. He noguepkuBaiite cioBa U He UCHONb3YHUTE KyPCUB, 1Sl IPUJAHUS BbIpa-
sutenbHOCTU. He mpumMensiiite peakue mpu@Thl Ui MPUBJICYESHUs] BHUIMAHUSI YATATeNsl, UCTIONb-
3yiiTe Takue craHgaptHelie mpudThl, kKak Arial, Garamond, Helvetica, Tahoma or Times Roman.
He naunHaiite Kaxa0e npeioxkeHrue OJUHAKOBBIMU (ppa3amMu M He BBOJUTE JIMUHbIE MECTOMMEHUS.
UYrtoObl cenaTh TEKCT OoJiee BhIPAa3UTEIbHBIM UCTIONB3YHTE Pa3HOOOPA3HYIO JIEKCUKY.

Lenp HamucaHus pe3ioMe — MOMYYUTh KOHKPETHYIO JIOJKHOCTh B OMPEIeNIeHHON KOMITAaHUY.
[TosToMy pacckasbiBaTh CIEeQyeT O TOM, 4TO OyAeT BaXHO Ha HOBOM mecte pabotsl. [Tpomyckaiite
TO, YTO HE MpeCTaBIIsAeT OONBIIOro 3HaUeHus1. YeM MeHblIIe Bbl Oy/ieTe yIIOMUHATD HE3HAYNTETbHBIC
(bakThI, TEM OOJBITIOE 3HAUSHUE TPUOOPETET CaMoe ITIaBHOE.

CrtpykTypa pesiome

Honoe uvia (paMHITHA TTHIIETCS TTOCITE THETH )
Anpec

Homep renedona

Ecmu Bel npeTenayeTe Ha KOHKPETHYIO padoTY, TO VKaKHTE CIICIVIOIICE:
NEJIL PABOTBI (EMPLOYMENT OBJECTIVE): [ am seeking a responsible position

n ...

Ecm Bot nummeTe obiiee pe3toMe U He MpecieveTe Helh TOIVIHTh KOHKPETHYVIO TOTK-
HOCTB, TO IHIIHUTE TaK:

PE3IOME HABBIKORB I VMEHHI (SUMMARY OF SKILLS AND QUALIFICA-
TIONS):

Extensive experience in ...

OBPA3BOBAHHNE (EDUCATION): (Ilepeuncrstiite Bamm creneHu 1o HHEXO,AICH )
(YTO: crenens/ qunnom/ eeujerenserso) (1'J1E: mxona/ uueruryr) (KOI'JIA: nata okon-

HarHM)

OIIBIT PABOTEI (WORK EXPERIENCE):
(KEM BbI PALOTAJIM: 10mKHOCTE/ 3BalHC)

(I"JIE: MecTO paboThI)

14
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(YTO Brt nenanmu? Kpatko nogcHuTe, ueM Brl 3aHHMalInch Ha padoTe.)

(KOI'JIA Bor oto genamu? YKaKHTS JaThl Hauajla H OKOHYaHHS padoThl.)

OCOLBIE HABBIKI/ KYPCBI (SPECIAL SKILLS/ TRAINING):

(OcpauBamn i BeI kKak#e-THOO HOBLIE CIEIHATLIOCTH B CICIHATH3HPOBAHIBIX IIKOIIAX,
Ha BOSHHOH ¢Tv:kOe MM Ha paboueM MecTe?)

(Ecte i v Bac kakue-nmu6o npasa WM cBujererabersa’) Eemm coth, To yramute, KAKHE,

I'JTE Bt ux nomyunian, KO JTA, u KAK JIOJITO oxu OyayT ACiiCcTBHTCIBHEL )

OCOBLBIE 3AC/IVI'H (SPECIAL AWARDS):
(IHomyuamu 11 Bol kakue-160 rpaMoThl, npeMuu, Gnarogaprnoctu. Ykakute, KAKHE,

I'JIE u KTO Bac narpaskan?)

SHAHHE HHOCTPAHHBIX A3BIKOB (LANGUAGE SKILLS):
(IHa KAKHX a3pikax Bol unTaeTe, nuirete, ropopuTe’! YKaKUTE cTeHeHDb BIaSHHI SI3LI-

KoM. BHOCHTE Ty HHlI]()p.\IEl[IHK} TOJIBKO, CCITH JTOCTATOMHO XOPOIIO 3HacTe }l'.ib]K.)

11O HPOCBLBLE PALOTOJATE/LZI MOL'Y HPEJOCTABHTL PEROMEH/IAIIITH
(REFERENCES AVAILABLE UPON REQUEST) (JloGaewTe 31y hpasy, HO HE yKa3hI-
BalTC KOMKPCTHDLIX MMCH. )

(IHPUMEYAHMWE: Cretlenus o BozpacTe, MoJIe H CEMEHHOM MOJIOKEHHH He 0043aTeIhHEL)

[Tpumep pestome
OO0ObABIEHNE O BAKAHCUU

LJ.II-’_]% Elli'i::}’.?(%:'i."'. ?.‘-:121117'.5.117(—?11t'.ii?E'.L company seeks

for Clinical Research Associate

The ideal candidate should have:
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We offer:

20 35

Competiti

ve package;

Trainings.

Kindly send your CV to attention Recruitment manager fax 916

Pe3ome

OBJECTIVE

EDUCATION

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

Email: a.chutrenov@moskdat.ru

Clinical Research Associate
Having completed many years in my specialist field of treatment of leuke-
mia, | 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 1

would be a particularly suitable candidate for the position.

PERSONAL DETAILS
Date of Birth: 12 April 1969

Marital Status: Married
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1993-19906:

1987-1993:

New York University of Medicine
Major field of studies:

Research into Pharmaceuticals of Treatment of Leukemia

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

Qualification: Doctor of Pharmaceuticals (PhD)

WORK EXPERIENCE

August 2002-

present:

Oct 1996—June

2002

Sept 1993-June

1995

Pharmaceutical Researcher at Pfizer, UK

> Research into the effective treatment of leukemia

> Focusing on the reduction of treatment side-efTects

> 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

Research Assistant, Pfizer, Germany

> Research into alternative therapies of renal cancer and leukemia

> Organizing departmental funding

Research Assistant, New York, USA

> Research into alternative therapies for cancer patients

ADDITIONAL SKILLS

Languages:

English — Advanced Level / Cambridge Proficiency

German — Advanced Level

17
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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.

18
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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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