1. Ознакомьтесь со структурой резюме, выпишите, из каких частей оно состоит и переведите текст Resume structure. 
A resume consists of six parts.  
The first part of the resume is Contact Information. The contact information tells about who you are, where you live, what your phone number and e-mail address are, and how your employer can reach you. Then you should write date of your birth. Probably, it’s the most important information in your document.
 
         Contact information
Peter Brown
35 Green Street,
New York, WA 87954
Phone (503) 456-6781
Fax (503) 456-6782
E-mail  хххххх@yandex.ru
Date of Birth
3 October 2003
 
The second part is Objective  The objective is a statement describing what type of work you hope to get.
Objective
Employment as a manager in important clothing retailer
The third part is Work Experience.   It is your professional summary in reverse chronological order. Besides, you should list your most marketable skills and abilities which relate to the job you are seeking. If you are a recent graduate and have no work experience, you should miss this part.
 Work Experience
1998-Present Jackson Shoes Inc. New York, WA
Manager
Manager staff of 10
Provide helpful service to customers concerning shoe choices
2015-2018 Smith Office Supplies & Yakima, WA
Assistant Manager
Managed warehouse operations
Interviewed new applicants for open positions
The fourth part is Education.  You should give your education in reverse chronological order. If you are an applicant with more than two years of experience, write only degree, school, location and date. If you are a recent graduate, you should list all your educational strengths:
 e.g. honours, courses, studies, educational programmes you took part in. Sometimes Education and Work Experience can be exchanged. Your employer is interested in the information which shows your level of suitability for the position.
 	Education
2011-2015 Seattle University, WA
Bachelor of Business Administration
The fifth part of resume is Additional Skills and Interests. You can list them if they have some value for the position you are applying for.
 Additional Skills
Computer literacy, good knowledge of French, driving license
And the last part is References.  Former employers and teachers are the best to give you references but don’t forget  to ask their permission before you include  them into your resume.
Each reference should include name, position or title, business address and a telephone number.
Besides, you may just write: “Will be furnished on request” or ”Available upon request”.
 
Срок выполнения задания до следующего занятия
Адрес электронной почты преподавателя: 
[bookmark: _GoBack] abramova.ludmila@gmail.com

