1. Переведите текст: The rules of resume writing 
The rules of resume writing. (Top tips for resume writing)
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Step One: Compile a job-history
· Write down every job you have had for the past decade, when, and what tasks you did, and some successes you had in those roles.
· Find facts and figures to back up those claims of success, such as “achieving sales targets-met sales budget in 2006-2007, exceeded sales budget by 170 per cent in 2007-2008”.
· Isolate the skills required for each job, such as “Filing receipts-analytical thinking to classify receipts; know how to use computerized retrieval system”, or “Achieving sales budget-written and oral communication skills, teamwork, network building, computer data entry, logistics management, commercial finance skills”.

Step Two: Organise categories of strengths, taks, skills and responsibilities
· Look for common skills, as these could form the basis of a “key strengths” summary.
· Organize that job-list information in a timeline starting with your most recent position. Cut down the “what tasks you did'', into a one-paragraph description, with the headline” Responsibilities”.
· Choose four or five main skill sets that you used in that job and present them in dot points under the headline “Key skills”.
· Under that, choose three or four quantifiable successes and group them under the headline “Achievements”.
· Put time into writing a “Key Strengths” section to go at the top of your resume, above the job listings. Make sure that the skills you most want to display are highlighted.
· Each time you apply for a job, it is wise to look at what the job ad is asking for and then rework your Key Strengths information to suit. Include four or five key areas.

Step Three: Format and check for consistency
· At the very top of your resume, write your contact details and at the end, add your three referees, after consulting with them to make sure it's OK to give out their personal details.
· Present the resume in a clear font, such as 11 point Helvetica, and ensure that it's easy on the eye and therefore easy to read.
· Don't forget to spell check it, and proof read for any grammatical errors. And voila-your resume is done.
· Keep a hard copy handy and store several electronic copies, and, if you can, turn it into a portable document format (PDF) in a program such as Adobe Acrobat.

Never write!

1. Don’t use cheap paper. Don’t use bright colours, if you want to look conservative and business-like.
2. Don’t write a resume longer than 2 pages. Never write it on two sides of the same paper.
3. Don’t forget to put your name on the second page, if you have two-page resume.
4. Don’t handwrite your resume. The best way of typing a resume is using a computer and a printer.
5. Don’t include personal information such as: weight, nationality, race, desired salary, the reasons why ou left the previous job ( sometimes personal  interests and hobbies).
6. Don’t use “I”-statements because it’s a formal document but not a story.
7. Don’t forget to give your work experience  and education in reverse chronological order.
8. Don’t avoid to use active verbs such as “managed”, “provided”, “directed”, “coordinated”, “accomplished”, “maintained”, “encouraged”, “increased”, “conducted”, “participated”.
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