АНГЛИЙСКИЙ ЯЗЫК ДЛЯ ДЕЛОВОГО ОБЩЕНИЯ
Контрольная работа
Task 1. Read AND TRANSLATE the text.

Some tips on writing a Resume
Creating a resume can be challenging when an applicant starts thinking about all the information he needs to share with prospective employers. His (her) employment history, educational background, skills and qualifications need to be presented in a way that will help get picked for a job interview. Rather than a simple list of the jobs the applicant has held, it’s important to include information specific to the positions for which he (she) is applying.

What’s the easiest way to write a resume? If one looks at resume building as a step-by-step process, it will be easier to do and much less overwhelming. Once the applicant has created his (her) first resume or refreshed an old one, he (she) can simply tweak it to match it up with a job when he (she) is applying for an open position.

It is necessary to read on for how to build a resume, the components required in an interview-winning resume, examples of what to include in each section, how to format any resume, options for saving the document, and tips for writing a resume that will catch the attention of hiring managers.

Before an applicant begins building his (her) Resume it is reasonable to choose a Word processor.  One of the benefits of working online is that it is possible to update, send, and share the resume from any computer or device which is being used. That makes the application process much simpler because the applicant will be able to easily apply for jobs from anywhere. 

Next, it is useful to consider the basic framework of the resume. Employers are looking for a synopsis of the applicant’s credentials, not everything he has done in his (her) career. In many cases, a one-page resume is sufficient. If the applicant has extensive experience, longer volume may be necessary. In general, shorter is better, with a few bullet points for each job, brief sentences, descriptions that are action and accomplishment oriented, and plenty of white space on the page.

The applicant’s goal is to please the hiring manager and present a document that promotes him (her) as an ideal candidate for the position. One should review these tips for building a resume that will help a person to get job interviews.
URL: https://education.ti.com/sites/US/downloads/

pdf/CL7957largescalegrants.pdf

Task 2. Answer some questions on the text.
1. In which way should the applicant’s employment history, educational background, skills, and qualifications be presented?

2. Why is it important to include information specific to the positions for which the applicant is applying?

3. What’s the easiest way to write a Resume?

4. Can a step-by-step technology be applied to the process of writing a Resume?

5. What are the rules of formatting of any Resume?

6. Why is it reasonable to consider the basic framework of a Resume?

7. Who can be called an ideal candidate for the position?
8. What are your tips on writing a Resume? Do you know any?

Task 3. Make your own sentences with the words:
an applicant, a framework, an employer, an experience, skills, to hire, to promote, to include, a position, sufficient. 

Task 4. Read and translate some tips on writing a Resume. Tick which of them are true and which are false.
	The tips
	True

	False


	Place the most important information at the end of your resume. 
	
	

	There must be no grammatical errors in your resume. 
	
	

	Let an experienced person read your resume.
	
	

	Print your resume on good paper.
	
	

	Minimize or omit everything that is irrelevant.
	
	

	Address a professional agency to write a resume instead of you.
	
	

	Some spelling mistakes are allowed.
	
	

	You are to know how to save time and have your resume ready in 5 minutes.
	
	

	Remember that your contact information leaves the first impression.
	
	

	2 or 3 mistakes in punctuation are allowed.
	
	


Task 5. Translate from Russian into English.
1. Разместите важную информацию в начале резюме.

2. Резюме должно быть подробным, но кратким: сконцентрируйтесь на важных деталях.

3. Резюме должно содержать контактную информацию.

4. Резюме не должно содержать орфографических ошибок.

5. Резюме должно содержать только честную информацию.
Task 6. Write your own Resume.
