Hara: 15.09.2022
I'pyna Neld

Ypox Ne 7-8

Tema ypoxy: «Writing a resume and cover letter.»

Mera ypoKy: 03HaOMHUTHCS 3 HOBOIO JIEKCHUKOIK TEMHU Ta TPEHYBATH BUKOPUCTAHHS
HOBUX (Ppa3 y peueHHsX Ta Aianorar. BiockoHagoBaTh HaBUYKU YCHOT'O MOBJICHHS Ta
nucbMa. Po3BUBaTH KyJlbTYypy CIUIKYBaHHS Ta MOBJICHHEBY peakiito yuHiB. [IpoBectu
KOHTPOJIb 3HaHb.

Martepianu ypoky:
1. 3anuuith YMCnNo, TeMy Ta HOMep YPOKY:
Thursday, the fifteenth of September.
Class Work.

Lesson #7-8

Topic: “Writing a resume and cover letter.”
2. 3aKoHCHEKTYyiiTe roJiOBHe.
Curriculum Vitae 3 1aTHHCHKOT OYKBaIBbHO MEPEKIATAETHCS, K KHUTTEBHH MIIAX», aje
B 3aTaJIbHOMY PO3YMIHHI CIPHIMAETHCS, SIK «PE30OMe aHTIINCHhKOI0 MOBOIOY». HacTo
MO>KHA 3yCTpPITH Taky popmy, sk «CVy. Lle MibkHapoaHE pe3tome, SIKE CITiJT 3aIIOBHIOBATH
110 BCiM HOpMaM. oro MO>XHa BHKOPHCTOBYBATH JUIs BIAINTYBaHHS Ha POOOTY.
3a3BHyaif 11e MOKJIMBICTh BIIEPIIE MPEICTABUTH ceOe POOOTOIABITIO, & SIK TOBOPUTHCS Y
BIIOMOMY TMIPHUCIIB’T «I10 OJIEXK1 CTPI4ar0Thy». BaxkMBoO mam’siTaTH, 10 X04a i HE iICHy€
MPOIHUCAHUX TIPABUII IO/I0 TOTO, SIKUM Ma€ OyTH XOpOIIe Pe3IoMe, BAXKIIMBO YITKO
PO3YyMITH, Ky iH()OPMAIIiI0 Ma€ MICTHTH PE3IOME aHTJIIMCHKOIO, a 1[0 MOYKHA ¢
Bunyuntd. He mumriTe 3a06araro. barato XTo mojauise AyMKy, 1Mo pe3toMe ITOBUHHE
BMIIIATUCS HA OJHIN cTOpiHIl apkyma A4. | xoua Takoro obcsry Moxke OyTu 3amaiio,
1100 onucaTH BC1 Ballll IOCATHEHHSI i JOCB1 pOOOTH, 30JI0TE MPABUIIO PEIOME: YUM
MeHIle, TUM Kpainie. HikoMy He 1iIkaBO YMTaTH PO Ballll MOXBaJIbHI IPAMOTH 3a 3 KJiac,

TOMY Hamaramrtecs: BiqoOpa3uTH TIILKH T1 SKOCT1 Ta JIOCBIM, SIK1 3HA00IATHCS HA 11N

KOHKpeTH1M nocaji. /IBi cropinku apkyma A4 mae OyTy OUIbII HIX JOCTaTHBO.
IIlo mae micTutu pe3tome? B pestome citijf 3a3HaYUTH BC1 IepepaxoBaHi HUKYE MYHKTH:




Personal details (Ocobucta indopmairisi): im'st, aapeca, gaTa HApOKEHHS Ta
KOHTAKTH1 JaH1

Academic qualifications (Indopmaiiist mpo OCBITY): MOYUHANTE 3 JUIIIIOMIB, SIKI
3100yJIM OCTaHHIMM, TOOTO 1H(OPMAL[IS TPO BUILLY OCBITH MAa€ UTH CIIOYATKY, TAKOXK
J0JaiTe JaTH MOYaTKy Ta 3aKiHYCHHS HaBYaHHS 1 Ha3BY BHIILY

Work experience ([locBin poO0TH): 3HOBY, OCTaHHE MiCIle POOOTH Ma€ 3a3HAYaTUCS
nepmuM. [Togymaiite, 5K KOpOTKO PO3MOBICTH MPO KOXKHY 13 3a3HaYEHUX POOIT
aHTIICHKOI0, KOPOTKO OIMMCABIIH, IO BXOIUJIO B Ballll TOCa0B1 000B’ I3KHU.
[lepekonaiitecs, 110 Te, 1110 BU MHUIIIETE, XOU IKUMOCh UAHOM CTOCYETHCS BaKaHCIi, Ha
SIKY BU TIOJAETECS : HAPUKIIAJ, SIKIIO BU MPALIOETE B TOTE1, MIIKPECIIITh, 1110
MpaIffoBaIM 3 KJIIIEHTaMu a0o 1110 Ballle 3HAaHHS MOBH JIOTIOMAarajio BaM y poOOTi, SKIIO
Il HABUYKH BKJIUBI JUTSl BAaKaHC11, Ha Ky B mojaeTecs. TyT BaM y MPHUTO/Ii MOXKYTh
cTaTu KOpUcHi ¢pa3u s onucy poOoUnX yMiHb Ta HABUYOK. SIKIO AOCBiAY poboTH
y Bac MOKH 1110 Hebarato, BU MOKeTe J0J1aTh 1H(HOPMAIIIO PO BOJOHTEPCHKY POOOTY,
PaKTUKYy a00 akajeMivHi MPOTPaMH, Y IKUX BU OpaJik y4acTb. AJI)Ke TaM Bam,
HaNeBHO, MOTPIOHO OYyJI0 MPOSBISATH TaKl caMl HABUYKH, SIK1 I[IHYIOTHCS HA PUHKY
mparti.

Other skills (Inii HaBUYKH): TYT BU MOKETE HaJlaTh 1H(OPMAILiFO PO T0AATKOBI
BMiHHS, Takl sk [T, 3HaHHS MOB, BMIHHS BOJAWTH Maiuny Toino. [ ogo piBHS
BOJIOJIIHHSI MOBaMH, IaM’siTaliTe, 10 BaM MOTPIOHO aIeKBaTHO OIIHUTH CBIl,
Halikpatie ckopuctatucs s 1poro piBHaMu CEFR.

Sx1o B onuci BakaHC1i BKa3aHO, 1[0 BU MA€TE BOJIOIITH MOBOIO Ha PO3MOBHOMY PiBHI,
OyJbTe TOTOBI TPOJIEMOHCTPYBATH II€ Ha 1HTEPB’ 0.

Interests (InTepecu): 11e MaroTh OyTH 1HTEpECH, K1 OyJn O CIiB3BY4YHI poOOTI, Ky BH
X04eTe OTPUMATH Ta PO3MOBIJAIN IIOCh PO BAC — HAMIPHUKIIA, SKIIO BU NITYKAETE
pobory y Bigaini HR, Bamri X061 MarOTh MiJIKPECITIOBATH, 1110 BaC IIKABUTh
CIIUIKYBaHHS 3 JIFOABMHU Ta poOOTa B KOMaH/II.

References (Pekomenarrii): moaymaiTe mpo ImoHaiMeHIe 2 /e, SKki Morim 0
HaJaTH BaM peKkoMeHalii. Skio B caMoMy pe3roMe MICIls JJIsl pEKOMEH 1Al HeMae,
MO>KET€ MPOCTO HANTUCATH «PEKOMEH/IaIlii — Ha BUMOTY POOOTOIABIIST», OCKIIIBKU
OUTBIIICTh POOOTO/IABIIIB 3B’ A3yBATUMYTHCS 31 BKA3AaHUMH BaMU 0COOaMU TUTBKU
MICIISI TPOXOJKEHHS BAMH 1HTEPB 10.

Sk cka3zarum...? [lepeBipre, K MPaBUIBHO MMEPEKIATAIOTHCS HA3BH TIOCAT YU
aKaJICMIYHUX JIOKYMEHTIB. MOXJIMBO, BaM HEOOX1THO Oyzie J01aTH KOPOTKHH OITHC
AHTIIMCHKOIO, 00 MOSICHUTH, IO CaMe O3HAaYa€ TOM 4 IHIMUK JoOKyMeHT. OCh KiJIbKa
i1e, K e 3poouTH:

VYkpaincbka English

Amecmam npo Secondary school
cepeonio oceéimy  certificate


https://www.kent.ac.uk/ces/student/cvs.html
https://learnenglishteens.britishcouncil.org/cef-levels

Bupobnuua Vocational training
NPaKmuKa

Jlunnom npo Degree
8UWLY OCBIMY

Junnom Bachelor’s/
bakanaspa/ Master’s degree
mazicmpa

Junnom Specialist’s degree
cneyianicma (equivalent to

Master’s degree)

Jlunniom Candidate of ...
Kanouoama Sciences (equivalent
HayK to PhD)

MoTtuBauiiiHui JUCT: IEKi KaHAUAATH J0/IaI0Th MOTUBAIIMHUN JTUCT HA MMOYATKY
pestoMme. Lle HeBenmkwmit ab3arr (4-6 psAIKiB), AKUN MPE3CHTYE KaHAUAATA, TAl0UU
ySIBJIGHHSI TIPO MOTO OCOOMCTICTh, HABMYKH, JIOCBIJl poOOTH TOIIO. [aes monsrae B Tomy,
IO 1€ J03BOJIIE POOOTOABIIIO MIBUIKO 3PO3YMITH, XTO BU Ta IO MOXKETE HOMY
3anponionyBatu. Lle Moxke OyTH 1mOCH Ha 3pa3ok «Sl BUITYCKHUK 3a CHEI[aIbHICTIO
«KomyHikarrii» 3 BUCOKMM piBHEM MOTHUBAIIi1, SIKHW IITyKa€ poOOTY B SIKOCTI TOMIYHHUKA y
cdepi memia. S npairoBaB y MDKHAPOJHUX MPOEKTAX i/ YaC MPOXOKEHHS CTAXKyBaHHS
y pi3HUX BHJIAHHAX-JTiIepax puHKy Kuesa, /e BiImoBimaB 3a KOHTAKTH 3 MOCTIHHUMU
KIII€EHTaMU. 3 METOI0 OTPUMAHHS T0CBIly MIXKHApOAHOT pOOOTH X04y MPOIOBKYBATH
MpaIfoBaTy HaJ ONIOHUMU TTpoekTamMu y BenmukoOpuTanii». 3ocepenprecs Ha TUX
HaBHYKaXx 1 JOCBil, SKi BaXJIUBI JIJIS ITOCAJIN, HA IKY BU TogaeTecss. MOTHUBAIIMHUIN JTUCT
HE HEOOXITHICTh, MPOTE HOTO BCE YACTIIIE BKIFOYAIOTh 10 PE3OME, OCOOIUBO SKIIO
HIeThCs IPO BaKaHCii, OB’ s3aHi 3 TBOPYUMHU PO ecisIMH.

Yu Bapto noxaBatu ¢poro? Hi y BenukoOpuranii, Hi B CIIIA He mpuitHATO 101aBaTH 10
pe3toMe porto. HaBnaku, B 6ararbox BUMAAKaX 1€ MOXKE BUJIATUCS JUBHUM, SIKIIIO,
3BICHO, Y CaMiii BakaHCIii HE HAITMCAaHO MPO HEOOXIAHICTh noAaTu ¢ororpadito. IcHyIOTh
YITKO MPOMUCAH1 3aKOHH, SIKI PETYJIOI0Th, 110 caMe pOOOTOAABIIIO J03BOJICHO Ta
3a00pOHEHO MPOCUTHU BAC BKIIKOYUTH J0 PE3IOME, 100 YHUKHYTH AUCKPUMIHALIL, TOMY
He Tpeba AyMaTH, 1110 BU Ma€eTe HaJaTH BClo ocobucty iHdopmanito. Konu podoronaseis
3aIIpOCUTH Bac Ha 1HTEPB 10, BiH 3MOXKE caM MOOAYUTH, K BH BUTJISIAETE.



ByabTe opurinanbHuM (ajie BMipy) — nam’siTaiite, o BU Halepe]l HE AI3HAETECS, XTO
yuTaTUMeE Bale pestome. Lle moxke O0yTu, 3Buuaiino, monoauii xirncrep-HRiBely, skuit
noJIt00JIsi€ YUTATH CEHCAllIH1 (paKTH PO KaHAMAATIB, HAMKMCAH] HA )KOBTOMY Marepi
nuBakyBatuM mpudTom. IIpote HaBpsia un. Tomy nepexoHaiiTecs, 1110 Balle pe3toMe He
3aHAJITO MPOBOKATHBHE, 1 IO BOHO 3BEpTa€ Ha cede yBary, poTe He Yepe3 CBOIO
CKaHJaJbHICTh. Lle oiiiHuN JOKYMEHT, 1 TaKUM BiH 1 Mae OyTH. Bu Moxere
MOIIPOCUTH CBOTO JIPyra-HOCiS MOBH M, 1110 OyJI0 O HaBiTh Kpallle, CBOI0 BUUTEIIS,
BUYUTATH Ballle pe3toMe, 00 NepEeBIpUTH MOro Ha HASBHICTh FPaMaTUYHHUX Ta
JEKCUYHUX NMOMUJIOK. Tako KopucTyiTeCs HaIlitHOO IPOrpaMolo JIsl IEPEeBIPKU
npasomnucy. barato XTo 3 pekpyTepiB 3a3Havae, 10 MoraHa rpaMaTuka abo HEMPaBUILHO
HaIMCaH1 CJI0Ba MOXYTh BUKJIMKATU Y HUX yHepeKeHe CTaBICHHS 10 KaH/IUIaTiB.
Takox BapTO NepecBIAUUTHUCS, L0 Ballla aJpeca akTyalbHa Ta 3By4UTh NpodeciitHo, a He
sk "Partyboy2000@".

Moga: Ha sixy 6 BakaHCII0 BU HE MOJaBaJIKUCs, ICHY€ JEKUIbKa KOPUCHUX (dpa3, Mpo sKi
BapTO MaM’sTaTu IPU HAMKMCAaHHI pe3toMe. PagumMo ckopuctatucs HUMH, KOJTU
nUcaTUMETE MPO CBOT HABUYKHU Ta JOCBIJ:

I was responsible for - e.g. | was responsible for dealing with customer complaints

(Y mMo1 000B’3KM BXOJIUIIO — HANpuK1ao, « Y moi 0608 ’sa3xu 6xoouna poooma 3i
cKapeamu KiieHmisy)

Develop skills - e.g. | was able to develop my communication skills

(Po3BuHYTH HABUYKH — Hanpukiao, « A mas/ mana Hazooy po3euHymu ceoi
KOMYHIKAMUGHI HABUUKUY)

Role (as an alternative to job) - e.g This role allowed me to use my language skills

(ITo3wuris (sik adpTEpPHATHBA CIIOBY «IIOCanay) — « L1 nozuyis dozeonuna mew
BUKOPUCOBYBAMU MOE 3HAHHS THO3EMHOT MOBUY)

Gain experience - e.g. | gained experience in keeping records up to date

(HaBuutucs — nanpuknao, « nasuuscs(-nacs) eecmu OOKYMeHMayito HALEHCHUM
YUHOMY)

Professional training - e.g My professional training includes....

(ITpodeciiinnii po3BUTOK — « A MA8/ MANA MONCIUBICMb PO3BUBAMUCS 8 MAKUX
HaANpsIMKax... »)

Use positive adjectives to describe yourself - e.g. creative, pro-active, innovative,
reliable, positive

(BukopucToByiiTe MO3UTUBHI MPUKMETHUKH, OO OMUCATH ceOe — Hanpuxiao, meopuill,
AKMuHUU, NPUOIYHUK THHOBAYILL, HAOIUHUL, NO3UMUBHULL)

Use action verbs to describe your experience - avoid using 'did' or ‘'worked' - e.qg.
coordinated, implemented, managed, achieved, identified

(BukopucToByiiTe ni€ciioBa Ha MO3HAYEHHS /11, 100 OMUCATH CBiMl 1OCBIA — YHUKAWTE
BUKOPHUCTAHHS JIIECIIB «3pO0UBY YU IIPALIOBABY - HANPUKIAO, KOOPOUHY8ae/ -1a,
IMnIeMeHmy8as, Kepyeas, 00cse, i0eHmuQikysas).



Baiiie pe3tome mae jierko 4uTaTucs, BOHO Ma€ OyTH YITKUM, TOUHUM, YECHUM, MIPOTE,
HalBa)XJIMBIIIE, BOHO Ma€ sSIKHAWKpallle ONMUCYBAaTH BacC Ta Balll TOCBIJ.

PERSONAL DETAILS

Name - Ar'nisa Khairanl Haningsin
Place and Date of Birth . Surakarta, 19" December 1980
Sex - Female

Address - Jalan Srinarendro No. 18 Solo
Marital Status . Single

Telephone Number 0271 —=713130/085647183000
Email millykha@hotmail.com

EDUCATION

e January 2012 Bachelor Degree of Economic at Universitas Sebelas Maret
Major “ Management
GPA - 3.19

e 2007 Finished Senlar Highschool (SMA N 7 Surakarta)

. 2004 Finished Juriior Highschool (SLTE N @ Surakarta)

* 2001 Finished Primary School (SD Ta'mirul isfam Surakarta)

OTHER SKILLS

e Microsoft Office

» Internet literacy

* Active Engiish with TOEFL ITP Scare

WORKING EXPERIENCE
e 2011—Present English Teacher at Aisyiyah ABA Baron Kindergarten
s Februari 2011 internship at PT. Danar Hadi Export Division as Marketing Staff
* 2010 —Present Acer Redemption Staff at APKOMINDO Expo Solo
e 2010-2011 Freelance at Rp.7 Communication and Advertising

ORGANISATIONAL EXPERIENCE
* Desember 2010 Producer of PENTAS PANAS Teater Gadhang FE UNS
e 2009-2010 Secretary of Teater Gadhang FE UNS
* 2008-200¢ Production staff of Teater Gadhang FE UNS
e 2007 — 2010 Tutor of Nusa Indah illiteracy tearning group




Personal Info

Shevchuk Vlada

- graphic designer -

Objective

Surname: Shevchuk
Name: Vladyslava

Date of birth: 07.06.1998
Location: Ukraine, Kiev

Language: russian
ukrainian
english

Contact

0 +38 (093) 483-28-35
+38 (066) 361-43-37

Kyiv, m. Kharkiv,

L Kharkiv highway

& shevchukvladal@gmail.com

Wy works

B behancenet/shevchukvl424c
3 jimdo.com/shevchukviadal
& facebookcom/shevchuk.vliada

Additionally

Marital status: single,
no child;

Personal qualities: energetic,
responsible, initiative,
communicative, punctual,
purposeful.

Receive the vacant post of graphic designer

Education

+ september 2013 - june 2017 - studying at the college KNUTD
(Kyiv National University of Technology and Design) in the specialty
"graphic design’;

+ september 2017 - march 2020 - studying at the Borys
Grinchenko Kiev University in the specialty "graphic design".

Experience

+ april 2017 - creation of labels for Ltd. "SEV-L;

« march 2017 - creating illustrations for intelligence cards for
book and magazine publishing house "Harvest”,

+ november 24 - december 14, 2016 - working practice in the
company "Nakitel".

Participated

+ inthe contest of social advertising "InECO-2016";

« in the creation of the project "Deconstruction” under the guidance
of a member The Union of Artists Mikhailov V.V,

+ in the competition of the "Placebo effect” sketches from the youth
magazine "Placebo’

+ inthe contest "NamiConcours 2017" from NamBook;

« in the social advertising contest of the Molodiya Festival.

Skills

Adobe lllustrator ¢ ¢ ¢ ¢ ¢
DAZStudio ¢ ¢ ¢ ¢ ¢

Adobe Photoshop ¢ ¢ ¢ ¢ ¢
Adobe InDesign ¢ ¢ ¢ ¢ ©
Adobe Premiere Pro ¢ ¢ ¢ ¢ ¢




3. CynpoBoIKy04YHi JIUCT.

' EXAMPLE ONLY: COVER LETTER
Your address
City
Postcode
youremail@email.co.uk
Date, example: 1st July 2013
Dear Mrs Smith,

Marketing Internship

| would like to apply for the position of Marketing Intern as advertised on studentjob.co.uk. |
am a second year student studying BSc Marketing at the University of Cardiff.

| have always had a keen interest in marketing which influenced my decision to study
marketing at university and part-take in my extracurricular activities. | am an active member
of the Marketing Society where | help arrange events, society meetings and talks from
prospective employers. Through my part-time job, | was responsible for establishing an
effective marketing campaign for the launch of a new boutique in the centre of Cardiff, using
various methods such as social media. | therefore have a strong understanding of how
modern day marketing techniques can be used for business opportunities and networking.
Furthermore, | was elected as the Team Leader as part of my degree module “Student
Enterprise” where we were required to develop our own business idea and pitch it to
potential investors against an opposing team. This allowed me to develop my leadership
skills by delegating the appropriate roles and responsibilities to each team member, ensuring
the team would successfully reach our aims and objectives.

| have many skills which | am able to contribute to the job role. My excellent communicational
skills (both written and verbal) allow me to interact with members of an organisation from all
levels. | have developed my public speaking and presentation skills through completing

university presentations to new and prospective students and to my faculty department. | am
organised, efficient and strive to complete any challenge given to me to the highest standard.

Attached is a copy of my CV. | am able to provide the names of referees who will support my
application.

| look forward to hearing from you.
Yours faithfully,

Joe Bloggs



Hi, Mr Jackson.

My name is Yan Savchuk. I'm interested in
the position of designer in your company.

| have 7 years of experience in design, high
level of proficiency in Photoshop, lllustrator,
InDesign, Sketch and CorelDraw. It is the
type of job | would like to get. My dream is
to work with AAA gaming projects, and your
company is just perfect for it.

I'm eager to discuss with you the
contribution | can make to your company.
Please call me at 123-45-67 or email at
123@a.com. Thank you in advance.

Best regards, Yan.

HoBpuia aeHb, MicTepe [KeKCOoH.

MeHe asaTtv AH Caeuyk. A sauikaBneHWia y
nocani Av3alHepa B BalliA KoMnaHil.

Mii goceig B aMaalnHi — 7 pokie. A Ha
BMCOKOMY piBHI BoNogiko nporpaMamMu
Photoshop, lllustrator, InDesign, Sketch i
CorelDraw. Lle poBoTa, sky A xoTie 61
oTpumati. Moa Mpia — npauoBaTti 3
irpoerMMK AAA-NPOEKTaMM, | Balla KoMNaHis
NpocTo ingeansHa ans Uboro.

A 6 xoTie oBroBoOpUTA 3 BAMMW TOW BHECOK,
FAKMA A MOXY BHECTH B PO3BMTOK Baloi
KomMnaHii. Byae nacka, TenedoHyUTe MeHi
3a Homepom 123-45-67 abo NUWITL Ha
nowTty 123@a.com. 3asganerigb AAKYH.

3 Hankpawmmu nobaxaHHAMKM, AH.

JlomaniHe 3aBIaHHA: JOBYUTH JEKCHKY NONEPeIHIX YPOKIB.
CxJ1acTu BJIaCHE pe3loMe Ta CYNPOBOAKYIOYHH JHUCT MHCbMOBO.

BukonaHi 3aBJaHHSIHAJACHJIATH CbOTO/IHI HA €JIEKTPOHHY MOLITY BUKJIAada4a:
Poccoxa H.M-nataross2017@agmail.com

basicaro ycnixie!


mailto:nataross2017@gmail.com

