
 

 

 

 

 

 

Инструкция по созданию резюме  

в информационно-аналитической системе  

 

 

 

 

 

 



2 

 

1. ʅʘ ʛʣʘʚʥʦʡ ʩʪʨʘʥʠʮʝ ʇʦʨʪʘʣʘ çʈʘʙʦʪʘ ʚ ʈʦʩʩʠʠè (www.trudvsem.ru) ʥʘʞʘʪʴ çɺʦʡʪʠè. 
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2. ɽʩʣʠ ʚʳ ʟʘʨʝʛʠʩʪʨʠʨʦʚʘʥʳ ʥʘ ʧʦʨʪʘʣʝ ʛʦʩʫʜʘʨʩʪʚʝʥʥʳʭ ʠ ʤʫʥʠʮʠʧʘʣʴʥʳʭ ʫʩʣʫʛ, ʥʘʞʤʠʪʝ çɺʦʡʪʠè ʠ ʚʚʝʜʠʪʝ ʣʦʛʠʥ ʠ 

ʧʘʨʦʣʴ, ʢʦʪʦʨʳʝ ʠʩʧʦʣʴʟʫʝʪʝ ʜʣʷ ʚʭʦʜʘ ʥʘ ʫʢʘʟʘʥʥʳʡ ʧʦʨʪʘʣ. ɽʩʣʠ ʚʳ ʥʝ ʟʘʨʝʛʠʩʪʨʠʨʦʚʘʥʳ ʥʘ ʧʦʨʪʘʣʝ ʛʦʩʫʜʘʨʩʪʚʝʥʥʳʭ 

ʠ ʤʫʥʠʮʠʧʘʣʴʥʳʭ ʫʩʣʫʛ, ʥʘʞʤʠʪʝ çʅʝ ʟʘʨʝʛʠʩʪʨʠʨʦʚʘʥʳ ʥʘ ɻʦʩʫʩʣʫʛʘʭè.  
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3. ɼʘʣʝʝ ʥʘʞʤʠʪʝ çɿʘʨʝʛʠʩʪʨʠʨʦʚʘʪʴʩʷè, ʧʦʩʣʝ ʯʝʛʦ ʚʳ ʙʫʜʝʪʝ ʧʝʨʝʥʘʧʨʘʚʣʝʥʳ ʥʘ ʧʦʨʪʘʣ ʛʦʩʫʜʘʨʩʪʚʝʥʥʳʭ ʠ 

ʤʫʥʠʮʠʧʘʣʴʥʳʭ ʫʩʣʫʛ. 
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4. ɺʥʝʩʠʪʝ ʜʘʥʥʳʝ ʦ ʬʘʤʠʣʠʠ, ʠʤʝʥʠ, ʥʦʤʝʨʝ ʤʦʙʠʣʴʥʦʛʦ ʪʝʣʝʬʦʥʘ ʠ ʘʜʨʝʩʝ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʳ, ʜʘʣʝʝ ʥʘʞʤʠʪʝ 

çɿʘʨʝʛʠʩʪʨʠʨʦʚʘʪʴʩʷè.  
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5. ʇʦʩʣʝ ʚʥʝʩʝʥʠʷ ʜʘʥʥʳʭ ʥʘ ʫʢʘʟʘʥʥʳʡ ʚʘʤʠ ʥʦʤʝʨ ʤʦʙʠʣʴʥʦʛʦ ʪʝʣʝʬʦʥʘ ʧʨʠʜʝʪ ʢʦʜ ʧʦʜʪʚʝʨʞʜʝʥʠʷ. ɺʥʝʩʠʪʝ ʝʛʦ ʠ 

ʥʘʞʤʠʪʝ çʇʨʦʜʦʣʞʠʪʴè. 
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6. ʇʨʠʜʫʤʘʡʪʝ ʧʘʨʦʣʴ ʠ ʚʥʝʩʠʪʝ ʝʛʦ ʜʚʘ ʨʘʟʘ. ɼʘʣʝʝ ʥʘʞʤʠʪʝ çɻʦʪʦʚʦè. 
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7. ʇʦʩʣʝ ʧʦʣʫʯʝʥʠʷ ʫʚʝʜʦʤʣʝʥʠʷ ʦ ʪʦʤ, ʯʪʦ ʨʝʛʠʩʪʨʘʮʠʷ ʥʘ ʧʦʨʪʘʣʝ ɻʦʩʫʩʣʫʛ ʧʨʦʰʣʘ ʫʩʧʝʰʥʦ,  ʚʳ ʙʫʜʝʪʝ ʥʘʧʨʘʚʣʝʥʳ ʚ 

ʣʠʯʥʳʡ ʢʘʙʠʥʝʪ ʧʦʨʪʘʣʘ ɻʦʩʫʩʣʫʛ. 
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8. ɼʘʣʝʝ ʧʨʠ ʞʝʣʘʥʠʠ ʤʦʞʥʦ ʚʥʝʩʪʠ ʩʚʝʜʝʥʠʷ ʦ ʣʠʯʥʳʭ ʜʘʥʥʳʭ ʥʘ ʧʦʨʪʘʣʝ ɻʦʩʫʩʣʫʛ, ʜʣʷ ʧʦʣʫʯʝʥʠʷ ʚʦʟʤʦʞʥʦʩʪʠ  

ʧʨʝʜʦʩʪʘʚʣʝʥʠʷ ʛʦʩʫʜʘʨʩʪʚʝʥʥʳʭ ʫʩʣʫʛ ʨʘʟʣʠʯʥʳʭ ʦʨʛʘʥʦʚ ʠ ʚʝʜʦʤʩʪʚ ʚ ʵʣʝʢʪʨʦʥʥʦʤ ʚʠʜʝ. ɺ ʨʘʤʢʘʭ ʧʨʦʮʝʜʫʨʳ 

ʨʝʛʠʩʪʨʘʮʠʠ ʥʘ ʇʦʨʪʘʣʝ çʈʘʙʦʪʘ ʚ ʈʦʩʩʠʠè ʧʨʝʜʣʘʛʘʝʤ ʦʪʣʦʞʠʪʴ ʵʪʦʪ ʰʘʛ, ʟʘʢʨʳʪʴ ʩʪʨʘʥʠʮʫ ʧʦʨʪʘʣʘ  ɻʦʩʫʩʣʫʛ ʠ 

ʚʝʨʥʫʪʴʩʷ ʥʘ ʩʪʨʘʥʠʮʫ ʇʦʨʪʘʣʘ çʈʘʙʦʪʘ ʚ ʈʦʩʩʠʠè (www.trudvsem.ru). 
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9. ʅʘ ʛʣʘʚʥʦʡ ʩʪʨʘʥʠʮʝ ʇʦʨʪʘʣʘ çʈʘʙʦʪʘ ʚ ʈʦʩʩʠʠè ʥʘʞʘʪʴ çɺʦʡʪʠè.  
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10. ɺʥʝʩʪʠ ʜʘʥʥʳʝ ʦ ʥʦʤʝʨʝ ʤʦʙʠʣʴʥʦʛʦ ʪʝʣʝʬʦʥʘ ʠ ʧʘʨʦʣʝ, ʫʢʘʟʘʥʥʳʭ ʧʨʠ ʨʝʛʠʩʪʨʘʮʠʠ ʥʘ ʧʦʨʪʘʣʝ ɻʦʩʫʩʣʫʛ.  ʅʘʞʘʪʴ 

çɺʦʡʪʠè.  
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11. ʇʦʩʣʝ ʪʦʛʦ, ʢʘʢ ʚʳ ʚʦʰʣʠ ʚ ʩʠʩʪʝʤʫ, ʢʘʢ ʟʘʨʝʛʠʩʪʨʠʨʦʚʘʥʥʳʡ ʧʦʣʴʟʦʚʘʪʝʣʴ, ʥʘ ʛʣʘʚʥʦʡ ʩʪʨʘʥʠʮʝ ʥʘʞʤʠʪʝ çɼʦʙʘʚʠʪʴ 

ʨʝʟʶʤʝè. 

 

 

ˮ͍͊ͤͦ ͍ ˮ͍͊ͤ ˮ͍͍͙͊ͤͦ; 
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12. ʇʦʩʣʝ ʵʪʦʛʦ ʚʳ ʙʫʜʝʪʝ ʥʘʧʨʘʚʣʝʥʳ ʚ ʨʘʟʜʝʣ çʂʦʥʩʪʨʫʢʪʦʨ ʨʝʟʶʤʝè. ʏʘʩʪʴ ʧʝʨʩʦʥʘʣʴʥʳʭ ʜʘʥʥʳʭ ʟʘʧʦʣʥʷʝʪʩʷ 

ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʥʘ ʦʩʥʦʚʘʥʠʠ ʩʚʝʜʝʥʠʡ, ʚʥʝʩʝʥʥʳʭ ʚʘʤʠ ʚ ʣʠʯʥʦʤ ʢʘʙʠʥʝʪʝ ʧʦʨʪʘʣʘ ɻʦʩʫʩʣʫʛ. ʊʘʢʞʝ ʥʘ ʵʪʦʡ ʩʪʨʘʥʠʮʝ 

ʥʝʦʙʭʦʜʠʤʦ ʚʥʝʩʪʠ ʜʘʥʥʳʝ ʦ ʞʝʣʘʝʤʦʡ ʧʨʦʬʝʩʩʠʠ (ʩʧʝʮʠʘʣʴʥʦʩʪʠ),  ʨʘʟʤʝʨʝ ʟʘʨʘʙʦʪʥʦʡ ʧʣʘʪʳ, ʩʬʝʨʝ ʜʝʷʪʝʣʴʥʦʩʪʠ ʠ 

ʛʨʘʞʜʘʥʩʪʚʝ.  ʅʘʞʘʪʴ çɼʘʣʝʝè.  

 

ˮ͍͍͊ͤͦ ˮ͍͊ͤ ˮ͍͍͙͊ͤͦ; 

ˮ͍͍͊ͤͦ ˮ͍͊ͤ ˮ͍͍͙͊ͤͦ; 
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13. ʅʝʦʙʭʦʜʠʤʦ ʫʢʘʟʘʪʴ ʧʦʞʝʣʘʥʠʷ ʢ ʚʘʢʘʥʩʠʠ (ʛʨʘʬʠʢ ʨʘʙʦʪʳ, ʪʠʧ ʟʘʥʷʪʦʩʪʠ, ʛʦʪʦʚʥʦʩʪʴ ʢ ʧʝʨʝʝʟʜʫ, ʦʙʫʯʝʥʠʶ,  

ʢʦʤʘʥʜʠʨʦʚʢʘʤ) ʠ ʥʘʞʘʪʴ çɼʘʣʝʝè. 

 

 

ˮ͍͍͊ͤͦ ˮ͍͊ͤ ˮ͍͍͙͊ͤͦ; 
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14. ʋʢʘʞʠʪʝ ʢʦʥʪʘʢʪʥʫʶ ʠʥʬʦʨʤʘʮʠʶ (ʨʝʛʠʦʥ ʠ ʥʘʩʝʣʝʥʥʳʡ ʧʫʥʢʪ, ʚ ʢʦʪʦʨʦʤ ʧʨʦʞʠʚʘʝʪʝ, ʥʦʤʝʨ ʤʦʙʠʣʴʥʦʛʦ ʪʝʣʝʬʦʥʘ, 

ʘʜʨʝʩ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʳ, Skype, ICQ ï ʧʨʠ ʥʘʣʠʯʠʠ, ʘ ʪʘʢʞʝ ʦʪʤʝʪʴʪʝ çʛʘʣʦʯʢʦʡè ʧʨʠʦʨʠʪʝʪʥʳʡ ʩʧʦʩʦʙ ʩʚʷʟʠ ʩ ʚʘʤʠ).  

ʅʘʞʤʠʪʝ çɼʘʣʝʝè.  
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15. ʋʢʘʞʠʪʝ ʠʩʪʦʨʠʶ ʪʨʫʜʦʚʦʡ ʜʝʷʪʝʣʴʥʦʩʪʠ (ʥʘʠʤʝʥʦʚʘʥʠʝ ʦʨʛʘʥʠʟʘʮʠʠ, ʛʜʝ ʨʘʙʦʪʘʣʠ, ʜʦʣʞʥʦʩʪʴ, ʧʝʨʠʦʜ ʨʘʙʦʪʳ, 

ʦʩʥʦʚʥʳʝ ʦʙʷʟʘʥʥʦʩʪʠ ʠ ʜʦʩʪʠʞʝʥʠʷ. ɼʣʷ ʚʥʝʩʝʥʠʷ ʩʣʝʜʫʶʱʝʛʦ ʧʝʨʠʦʜʘ ʪʨʫʜʦʚʦʡ ʜʝʷʪʝʣʴʥʦʩʪʠ ʥʘʞʤʠʪʝ çɼʦʙʘʚʠʪʴ 

ʟʘʧʠʩʴ ʦ ʪʨʫʜʦʫʩʪʨʦʡʩʪʚʝ). ʅʘʞʤʠʪʝ çɼʘʣʝʝè.   
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16. ɺʥʝʩʪʠʪʝ ʜʘʥʥʳʝ ʦʙ ʠʤʝʶʱʝʤʩʷ ʦʙʨʘʟʦʚʘʥʠʠ (ʜʣʷ ʚʥʝʩʝʥʠʷ ʩʚʝʜʝʥʠʡ ʦ ʜʦʧʦʣʥʠʪʝʣʴʥʦʤ ʦʙʨʘʟʦʚʘʥʠʠ ʥʘʞʤʠʪʝ 

çɼʦʙʘʚʠʪʴ ʫʯʝʙʥʦʝ ʟʘʚʝʜʝʥʠʝè). ʅʘʞʤʠʪʝ çɼʘʣʝʝè. 
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17. ɽʩʣʠ ʚʳ ʧʦʚʳʰʘʣʠ ʢʚʘʣʠʬʠʢʘʮʠʶ ʣʠʙʦ ʦʢʘʥʯʠʚʘʣʠ ʢʫʨʩʳ, ʚʥʝʩʠʪʝ ʠʥʬʦʨʤʘʮʠʶ ʠ ʥʘʞʤʠʪʝ çɼʘʣʝʝè.  

 

 



19 

 

18. ʋʢʘʞʠʪʝ, ʢʘʢʠʤʠ ʷʟʳʢʘʤʠ ʚʳ ʚʣʘʜʝʝʪʝ ʠ ʥʘ ʢʘʢʦʤ ʫʨʦʚʥʝ. ʅʘʞʤʠʪʝ çɼʘʣʝʝè.  
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19. ʋʢʘʞʠʪʝ ʩʦʮʠʘʣʴʥʦʝ ʧʦʣʦʞʝʥʠʝ (ʩʝʤʝʡʥʦʝ ʧʦʣʦʞʝʥʠʝ, ʥʘʣʠʯʠʝ ʜʝʪʝʡ, ʞʠʣʴʷ, ʦʪʥʦʰʝʥʠʝ ʢ ʩʦʮʠʘʣʴʥʦ 

ʥʝʟʘʱʠʱʝʥʥʳʤ ʛʨʫʧʧʘʤ). ʅʘʞʤʠʪʝ çɼʘʣʝʝè. 
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20. ʋʢʘʞʠʪʝ ʜʘʥʥʳʝ ʦ ʥʘʣʠʯʠʠ ʠʥʳʭ ʜʦʢʫʤʝʥʪʦʚ (ʚʦʜʠʪʝʣʴʩʢʦʝ ʫʜʦʩʪʦʚʝʨʝʥʠʝ, ʤʝʜʠʮʠʥʩʢʘʷ ʢʥʠʞʢʘ, ʠʥʳʭ 

ʩʝʨʪʠʬʠʢʘʪʘʭ). ʅʘʞʤʠʪʝ çɼʘʣʝʝè. 
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21. ɺ ʩʣʫʯʘʝ, ʝʩʣʠ ʫ ʚʘʩ ʝʩʪʴ ʨʝʢʦʤʝʥʜʘʪʝʣʴ (ʥʘʧʨʠʤʝʨ, ʨʫʢʦʚʦʜʠʪʝʣʴ ʩ ʧʨʝʜʳʜʫʱʝʛʦ ʤʝʩʪʘ ʨʘʙʦʪʳ), ʫʢʘʞʠʪʝ ʝʛʦ 

ʬʘʤʠʣʠʶ, ʠʤʷ, ʦʪʯʝʩʪʚʦ, ʜʦʣʞʥʦʩʪʴ ʠ ʢʦʥʪʘʢʪʥʳʡ ʥʦʤʝʨ ʪʝʣʝʬʦʥʘ. ʅʘʞʤʠʪʝ çɼʘʣʝʝè. 
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22. ʋʢʘʞʠʪʝ ʠʥʬʦʨʤʘʮʠʶ ʦ ʚʘʰʠʭ ʣʠʯʥʳʭ ʠ ʧʨʦʬʝʩʩʠʦʥʘʣʴʥʳʭ ʢʘʯʝʩʪʚʘʭ. ʅʘʞʤʠʪʝ çʉʦʭʨʘʥʠʪʴè. 

 



24 

 

23. ʇʦʩʣʝ ʵʪʦʛʦ ʚʘʰʝ ʨʝʟʶʤʝ ʧʦʩʪʫʧʘʝʪ ʥʘ ʤʦʜʝʨʘʮʠʶ (ʧʨʦʚʝʨʢʫ).  
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24. ʇʦʩʣʝ ʧʨʦʭʦʞʜʝʥʠʷ ʤʦʜʝʨʘʮʠʠ (ʧʨʦʚʝʨʢʠ) ʚʘʰʝ ʨʝʟʶʤʝ ʙʫʜʝʪ ʜʦʩʪʫʧʥʦ ʚʩʝʤ ʧʦʣʴʟʦʚʘʪʝʣʷʤ ʇʦʨʪʘʣʘ çʈʘʙʦʪʘ  

ʚ ʈʦʩʩʠʠè, ʘ ʚʘʰʠ ʢʦʥʪʘʢʪʥʳʝ ʜʘʥʥʳʝ ï ʨʘʙʦʪʦʜʘʪʝʣʷʤ, ʟʘʨʝʛʠʩʪʨʠʨʦʚʘʥʥʳʤ ʥʘ ʇʦʨʪʘʣʝ.  

 


