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A PROCURA DE EMPREGO

Procurar emprego aprende-se.
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Conheca os principais passos de uma procura de emprego bem-sucedida.
Comecar por onde?

E necessario adotar uma postura ativa, estar motivado e determinado.
Procurar emprego exige:

- Tempo;

- Energia;

- Determinacao;

- Persisténcia;

- Organizacao.

E a adocao de uma:
- Atitude positiva e dinamica.

Conheca-se a si proprio.
Conheca as suas capacidades e interesses.
O que tenho eu para oferecer a um empregador?

Identifique os seus pontos fortes. Eles sdo determinantes na construcao do seu
projeto profissional.

Conheca o mercado de trabalho.
As caracteristicas das profissoes, os setores de atividade em expansao e regressao.

Saber o que se quer e como 0 obter sao elementos fundamentais na procura de
emprego.

Procure conciliar os seus interesses e competéncias com o que o mercado de
trabalho oferece.

Saiba encontrar as oportunidades.

No Gabinete de Inserc¢ao Profissional ou Centro de Emprego da area de residéncia.
Nas agéncias privadas de emprego.



Nas empresas de trabalho temporario.

Nos jornais.

Na internet - em sites especializados nas ofertas de emprego ou nos sites de
potenciais empregadores.

Nos anuncios afixados em espacos publicos ou privados.

Através da rede de relagoes - amigos, familiares, conhecidos...

Ponha em pratica um plano de acgao.

Faca o seu curriculo.

Responda a anlncios de emprego.

Faca candidaturas espontaneas.
Prepare-se para as entrevistas de emprego.

0 CURRICULO

O que deve conter:

- Informagodes pessoais;

- Formacao académica e profissional;
- Experiéncia profissional;

- Atividades extraprofissionais;

- Outros conhecimentos;

- Referéncias (se for o caso).

Importante:

- O conteldo;

- A organizacao;

- A apresentacao.

O curriculo transmite uma imagem de si.

O curriculo pode e deve ser adaptado a cada tipo de empregador e posto de
trabalho.

Cuidados a ter na elaboracao:
- Linguagem clara e concisa;

- Apresentado em duas paginas A4, utilizando apenas a frente da folha.

Curriculo europeu - Pedido por algumas empresas, designa-se “CV Europass” -

Disponivel on-line em http://europass.cedfop.eu.int

Pode colocar o seu curriculo on-line, em sites especializados para esse efeito.



Pode ser organizado por ordem cronolédgica ou funcional:

Cronolodgica - As atividades profissionais sao organizadas segundo um critério
temporal, normalmente das mais recentes para as mais antigas;

Funcional - Agrupa as experiéncias de trabalho por atividades ou funcoes
semelhantes.
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Exemplo de curriculo - Pagina 27.

0 ANUNCIO DE EMPREGO

Disponivel em varios locais: nos jornais, Centros de Emprego, internet, na montra
de estabelecimentos comerciais, etc.

Selecione os aniincios que lhe interessam e se adaptam ao seu perfil pessoal
e profissional.

Analise os anuncios de forma a identificar:

- O tipo de empresa;

- As tarefas associadas a funcao;

- As exigéncias da funcao e os requisitos formais;
- As condi¢des de remuneracao e de carreira.

Esta analise é de extrema importancia para saber como responder ao anuncio e
preparar a entrevista.

Nao se deixe impressionar pelo que é pedido nos aniincios. E praticamente
impossivel preencher todos os requisitos exigidos.

Resposta escrita aos antincios:
- Por via postal;
- Por correio eletrdnico.

A carta de resposta deve conter:

- A identificagdo pessoal (nome, morada, nimero de telefone, e-mail);

- Referéncia ao anuncio a que esta a responder;

- Manifestacao de interesse pelo posto de trabalho e empresa;

- Referéncia ao curriculo (remetido em anexo) e disponibilidade para a entrevista;
- Apresentacao de cumprimentos;

- Assinatura.



Elabore a carta de resposta de forma simples e breve, em trés paragrafos:

1.° paragrafo - Explique a razao da sua candidatura.

Exemplo:

0O vosso andncio publicado no jornal , ho dia , despertou o meu
interesse, por corresponder exatamente ao que procuro.

2.° paragrafo - Destaque elementos do antncio que lhe parecam importantes.

Exemplo:
Deduzo que procurem um candidato com experiéncia na area da contabilidade.

3.° paragrafo - Solicitar uma entrevista

Exemplo:

Fico a vosso inteira disposicao para facultar todas as informacgdes adicionais no
decurso de uma préxima entrevista.

Resposta por telefone.

Antes de telefonar:

- Anote as questoes que quer colocar;

- Sublinhe no curriculo os aspetos a destacar;

- Tenha a mao onde anotar as informacoes dadas.
Quando telefonar:

- Justifique a razao do telefonema;

- Fale pausadamente;
- Coloque as questoes que entender e responda as questoes colocadas.

A CANDIDATURA ESPONTANEA

Muitos dos postos de trabalho disponiveis ndo sao anunciados.

A carta de candidatura espontanea pode ser um elemento precioso na procura
de emprego.

E uma forma de dar a conhecer as suas competéncias e oferecer 0s seus servigos.



Vérias formas de o fazer:

- Enviando aos empregadores cartas de candidatura esponténea
acompanhados do curriculo, por correio eletrénico ou postal;

- Divulgando o curriculo nas bolsas de emprego on-line;

- Contactando presencialmente potenciais empregadores;

- Publicitando o seu anulncio de procura de emprego (por exemplo: no jornal).
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Ofereca os seus servigos. Prepare-se para uma verdadeira campanha.

Seja seletivo e organizado. Saiba o que procura e o que o leva a querer trabalhar
numa dada empresa.

Pode também fazer candidaturas espontaneas para empresas de recrutamento
e selecao. Se o fizer, peca para o seu curriculo ser incluido na base de dados, de
modo a que possa ser utilizado em oportunidades futuras.

A redacao da carta de candidatura espontanea.
Deve apresentar, de forma clara e concisa, a sua mais valia para a empresa.

Deve ser elaborada em termos idénticos a carta de resposta ao andncio, incluindo

trés paragrafos:

1.° paragrafo - Indique o motivo que o leva a contactar a empresa;

2.° paragrafo - Relacione o seu perfil (formacao e experiéncia) com a atividade da
empresa;

3.° paragrafo - Solicite uma entrevista.

Como elaborar o seu aniincio de emprego.

Deve ser:

- De leitura facil;

- Sintético;

- Salientar as caracteristicas mais importantes do trabalho que pretende;
- Ser apelativo.

Faca publicidade de si proprio. Crie as suas proprias oportunidades.

Tenha em atencao:

- O aspeto grafico e formato - Os anlncios na horizontal chamam mais a atencao;
- Os dias e a frequéncia de publicacao;

- O local de publicacao.



O DOSSIER DE CANDIDATURA

Mantenha um dossier organizado e atualizado sobre:

- anlncios respondidos e copias das cartas de resposta;

- candidaturas espontaneas realizadas;

- respostas as suas candidaturas;

- cOpias dos curriculos enviados ou inseridos nas bolsas de emprego;

- agenda que inclua datas da realizacao de provas, reunides e entrevistas, etc.

Faca uma boa gestao da sua procura de emprego. Seja organizado.

A ENTREVISTA
Normalmente, € a Ultima fase do processo de selecao.
Durante a entrevista, candidato e empregador trocam informacoes.

Com base na entrevista:

- 0 empregador pode determinar os candidatos que tém o perfil pessoal e
profissional mais ajustado a funcao e a empresa;

- o candidato pode avaliar se o posto de trabalho corresponde as suas expectativas
€ necessidades.

E 0 momento para mostrar que é o candidato certo.

Prepare a entrevista:

- Aprofunde informacgao sobre a empresa e a funcao;

- Releia 0 antncio, correspondéncia trocada e curriculo enviado;

- Prepare a documentacao para apresentar na entrevista (curriculo, diplomas...);
- Prepare as respostas as questoes mais frequentes;

- Anote as perguntas que tenciona formular;

- Confirme a data, hora e local da entrevista.

As primeiras impressoes sao muito importantes. Pode nao ter uma segunda
oportunidade.

Dedique algum tempo a pensar na sua apresentacao.
Prepare-se para dar a melhor imagem de si.

Nunca chegue atrasado.



Se a entrevista for preparada maior sera a possibilidade de éxito.

No decurso da entrevista:

- Cumprimente o entrevistador, apresentando-se;
- Aguarde que o convidem a sentar;

- Mantenha uma postura corporal correta;

- Seja natural, confiante, transmita um ar agradavel e bom humor;
- Mostre-se atento e interessado;

- Escute com atencao;

- Mantenha o contacto visual;

- Esteja atento a tiques;

- Nao responda com monossilabos;

- Fale com clareza e seja objetivo;

- Responda com determinacao;

- Mostre que conhece a empresa e a funcao;

- Faca perguntas e peca esclarecimentos;

- Realce os seus pontos fortes;

- Nao critique anteriores chefes ou empresas;

- Demonstre que € um candidato adaptavel a situacdes novas, com vontade de

aprender e desejo de progredir;

- Aguarde que o entrevistador dé por terminada a entrevista e agradeca.

Decorrido algum tempo apds a realizacao da entrevista, se ainda nao tiver
sido informado sobre a decisao de admissao, pode telefonar ao empregador/

entrevistador a solicitar uma resposta.
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LOOKING FOR WORK

Looking for work guide.

Find out the main steps for successful job seeking.

Where do | start?

You must adopt an active attitude, be motivated and determined.
Looking for work requires:

-Time;

- Energy;

- Determination;

- Persistence;

- Organisation.

And the adoption of a:
- Positive and dynamic attitude.

Know yourself.

Know your skKills and interests.

What do | have to offer an employer?

Identify your strengths. They are crucial to shaping your career plans.
Know the labour market.

The characteristics of different professions, business sectors in expansion and
contraction.

Knowing what you want and how to obtain it are key to looking for work.

Try to reconcile your interests and skills with what the labour market offers.
Where to find opportunities.

At the Vocational Integration Office and Employment Centre in your area of

residence.
At private employment agencies.



At temporary employment companies.

In newspapers.

On the Internet - on sites specialising in job vacancies or sites belonging to
potential employers.

In advertisements posted in public or private spaces.

Through networks - friends, relatives, acquaintances...

Implement a plan of action.

Prepare your curriculum vitae.
Answer job advertisements.
Make speculative applications.
Prepare for job interviews.

THE CURRICULUM VITAE

What it should contain:

- Personal information;

- Education and vocational training;
- Work experience;

- Other activities;

- Other skKills;

- References (if applicable).

Important:

- Contents;

- Organisation;

- Presentation.

The curriculum vitae conveys your image.

The curriculum vitae can and should be adapted to each type of employer and job.
Precautions during preparation:

- Use clear and concise language;

- Present it on two sheets of A4 paper, using only the front of the page.

European curriculum vitae - Requested by some companies, this is called the

“Europass CV” - Available online at http://europass.cedfop.eu.int

You may put your curriculum vitae online on specialised sites.



It may be organised chronologically or functionally:

Chronological - The professional activities are organised according to time, usually
the most recent to the oldest;

Functional - Arranges work experience by similar activities or functions.

Example of a curriculum vitae - Page 27.

THE JOB ADVERTISEMENT

Available in several places: in newspapers, at Job Centres, on the Internet, in shop
windows, etc.

Select the advertisements that interest you and suit your personal and
professional background.

Analyse the advertisements in order to identify:

- The type of company;

- The tasks associated with the role;

- The job requirements and formal requirements;
- Salary and career conditions.

This analysis is extremely important to know how to respond to the advertisement
and prepare for the interview.

Do not be put off by what is requested in the advertisements. It is virtually
impossible to meet all the requirements.

Written reply to advertisements:
- By post;
- By email.

Your answer should contain:

- Personal identification (name, address, telephone number, email);

- Reference of the advertisement you are answering;

- Expression of interest in the job and company;

- Reference to your curriculum vitae (sent in attachment) and your availability for
interview;

- Closing greeting;

- Signature.

Prepare a simple and brief letter of reply containing three paragraphs:



1st paragraph - Explain the reason for your application.

Example:

Your advertisement published in the newspaper on , Sparked my
interest, as it is exactly what | am looking for.

2nd paragraph - Highlight elements of the advertisement that seem important.

Example:
| understand you are looking for a candidate with experience in accounting.

3rd paragraph - Request an interview

Example:
| remain at your disposal to provide any additional information during interview.

Answer by telephone.

Before you call:

- Write down questions you want to ask;

- Underline the aspects of your curriculum vitae you want to emphasise;
- Keep a pen and paper handy to note down any information given.

When you call:

- Explain your reason for calling;

- Speak slowly;

- Ask your questions and answer any questions you are asked.

THE SPECULATIVE APPLICATION

Many available jobs are not advertised.
The speculative application letter can be a valuable means of looking for work.
It is a way to demonstrate your skills and offer your services.

There are several ways to do this:

- Sending speculative application letters to employers by email or postaccompanied
by your curriculum vitae;

- Posting your curriculum vitae on online employment exchanges;

- Contacting prospective employers in person;

- Publishing an advertisement seeking employment (e.g. in the newspaper).



Offer your services. Prepare yourself for a real undertaking.

Be selective and organised. Know what you are looking for and what makes you
want to work for a given company.

You may also send speculative applicationsto recruitmentand selection companies.
If you do so, ask them to include your curriculum vitae in their database so it can
be used for future opportunities.

The wording of a speculative letter of application.
You should present, clearly and concisely, what value you can bring to the company.

This should be drafted in identical terms to the letter answering an advertisement,

and should include 3 paragraphs:

1st paragraph - State your reason for contacting the company;

2nd paragraph - Relate your background (training and experience) to the
company’s business;

3rd paragraph - Request an interview.

How to prepare your job advertisement.

It should:

- Be easy to read;

- Be logically organised;

- Highlight the most important features of the job you are interested in;
- Be appealing.

Advertise yourself. Create your own opportunities.

Pay attention to:

- The visual design and format - horizontal advertisements attract more attention;
- The days and frequency of publication;

- The place of publication.

THE APPLICATION FILE

Keep an organised and updated file containing:
- advertisements answered and copies of answer letters;
- any speculative applications made;



- answers to your applications;
- copies of your curriculum vitae sent or posted on employment exchanges;
- a diary that includes the dates of tests, meetings and interviews, etc.

Manage your job search properly. Be organised.

THE INTERVIEW

Normally, this is the last stage of the selection process.
During the interview, candidate and employer exchange information.

Based on the interview:

- the employer may determine the candidates who have the personal and
professional background most suited to the role and the company;

- the candidate may assess whether the job meets their expectations and needs.

It is the time to show you are the right candidate.

Prepare for the interview:

- Deepen your knowledge of the company and the position;

- Review the advertisement, correspondence exchanged and curriculum vitae
sent;

- Prepare documentation to present at the interview (curriculum vitae, diplomas...);

- Prepare answers to the most frequently asked questions;

- Write down the questions you intend to ask;

- Confirm the date, time and place of the interview.

First impressions are very important. There may not be a second chance.
Spend some time thinking about how to present yourself.

Prepare to give the best image of yourself.

Never arrive late.

If you have prepared for the interview, the greater the chance of success.
During the interview:

- Greet the interviewer, introducing yourself;

- Wait to be invited to sit down;
- Maintain a good posture;



- Be natural, confident, convey an air of pleasantness and good humour;

- Pay attention and show interest;

- Listen carefully;

- Maintain eye contact;

- Be wary of tics;

- Do not be monosyllabic in your replies;

- Speak clearly and be objective;

- Answer with conviction;

- Show your knowledge of the company and the position;

- Ask questions and ask for clarification;

- Highlight your strengths;

- Do not criticise previous employers or companies;

- Demonstrate that you are a candidate adaptable to new situations, with a
willingness to learn and a desire to progress;

- Wait until the interviewer ends the interview, then thank him or her.

Once some time has elapsed after the interview, if you have not been informed of
the decision regarding your employment, you may call the employer/interviewer to
ask for a response.



B MOUCKAX PABOTbI
Kak npaBUAbHO UCKaTb pabory.
O3HaKOMbTECH C OCHOBHbIMM 3TanamMu YCNeLHOro novcka paboTsbl.
C yero Havatb?

Heo6x0AMMO 3aHATb AaKTUBHYI0O NO3ULUMIO, ObiTb peLIUTEABHbBIM U
LLeAeyCTPEeMAEHHbIM.

AAS NOUCKOB paboTbl TpebytoTcs:

- Bpewms;

- 3Heprus;

- PEMMOCTb;

- HACTOMUYMUBOCTb;

- OPraHU30BaHHOCTb.

AAS BCETro 3T0ro HE06X0AMM NO3UTUBHbIM U AMHAMWUYHbIN MOAXOA.
Mo3HaiTe camoro cebs.

Mo3HalTe CBOW BO3MOXHOCTU U UHTEPECHI.

YTto 8 MOry NPeANOXHUTb paboTopaTento?

OnpeAe/\MTe CBOW CUAbHbIE CTOPOHbI. MIMeHHO OHM ABASAIOTCA onpepenatolnMn ANA
co3paHuna Ballero npodeccrnoHaAbLHOIO NPoeKTa.

BbiscHUTe cocTOoAAHUE pbIHKa TpyAa.

Y3HaiTe OTAUUYMTEABHbIE OCOBEHHOCTU MNpodeccuit U obracTen AEsITEAbHOCTU C
TOUYKM 3PEHUSA POCTA UAU CHUXEHUST AKTUBHOCTH.

3HaTb, Yero xo4yelwb M Kak 3TOro AOCTUYbL - npu Nnouncke pa6OTbI 3T MOMEHTDI
ABASIKOTCA BaXHENLLIMMM.

HeobxoAMMO COrAacoBbIBaTb CBOWM WMHTEPECHl M HaMepeHus ¢ noTpebHoCTIMU
pblHKa TPyAa.

Moayuute uHpopmauuro 06 MMeloLWKUXCA BO3MOXKHOCTAX

B KabuHete npodeccuoHanbHOM apanTaumMuM uAM LleHTpe 3aHATOCTM Mo MEecCTy
XUTEAbCTBA.




B yacTHbIX areHTcTBax no TPYAOYCTPOWCTBY.

Ha npeanpuatTMax no BpeMeHHOMY TPYAOYCTPOMCTBY.

B razetax.

B WHTEpHETe - Ha caliTax, CneunManM3upyroLLIMXCS Ha NMPEANOXEHUAX PaboTbl, UAK
calTax noteHUManbHbIX paboTopaTenei.

B 06bABAEHUAX, pas3BellaHHbIX B ODOLLIECTBEHHbIX MecTax M MecTax obuero
NOAb30BaAHMUA.

Yepes Apy3en, POACTBEHHWKOB, 3HAKOMbIX.

BbinoAHeHUe nAaHa AEUCTBUMN

CoctaBbTte pestome.

OTBeuanTe Ha 06bABAEHUSA O paboTe.

Aante nHdopMaLMIo O CNOHTAHHON KaHAMAATYPE.
MoaroToBbTECH K COBECEAOBAHUAM.

PE3IOME

B HEM AOAKHA coaepXXaTbCsa CAeAYHOLLAA MHGOPMaUUS:
- AMYHbIE AAQHHbIE;

- obLLee U npodeccrMoHanbHoe 06pa3oBaHueE;

- ONbIT NPOdECCUOHANBHON AEATEABHOCTH;

- AEATEABHOCTb BHE MPOPECCUOHANBHOM ChEPBI;

- APyrve AaHHbIE;

- PEKOMEHAALMK (eCAM 3TO noTpebyeTcs).

BaXHble MOMEHTbI:
- COAEPXAHUE;

- CTPYKTYpa;

- opma U3AOXEHMUS.

Pe3iome - 3aTo Baw noprper.

Pestome moxer wu AONKHO apAanTUpPOBaTbCA K KaXAOMYy TuUNy paGOTOAaTeAﬂ n
paboyero mecTa.

Mpu coctaBAEHMU pe3tomMe CAepyeT 06paTUTb BHUMAHWE Ha CAEAYHOLLIME MOMEHTbI:

- YETKUI U ACHbIN A3bIK;

- pE3IOME AOAKHO OblTb MPEACTAaBAEHO Ha ABYX CTpaHuuax dopmata A4,
3aMOAHEHHbIX TOAbKO C OAHOW CTOPOHbI.



EBponeiickoe pestome - TpebyeTcss Ha HEKOTOPLIX NPEeANPUATUAX, HaldbliBaeTcsa “CV
Europass”; ero MoXHO ckauaTb Mo appecy http://europass.cedfop.eu.int

MO>XHO 3anOAHWUTL pestome OH-AaWH, Ha cneynanmM3npoBaHHbIX cauTax.

MHbopMauma MoXeT ObiTb MPeACTaBAEHa B XPOHOAOTMUECKOM MOPSAKE WAM
crpynnupoBaHa no GpyHKUMOHAAbHOMY MPU3HAKY:

B XPOHOAOIMYECKOM MOPSIAKE: MPOGECCUOHANBHASA AEATEABHOCTb OMWUCLIBAETCA B
XPOHOAOTMUYECKOM NOPSAAKE, 0ObIYHO OT HEAGBHUX COBLITUI K BOAEE CTApbIM;

no (byHKLI,VIOHa/\bHOMy NPU3HaKYy: TOyAOBaA AEATEAbHOCTb rpynnmnpyeTca no BUAAM C
AaHaAOTUUYHBIMU QYHKLUMAMMU.

Mpumepbl pestome - cTpaHuua 27.

OBbABAEHUA O PABOTE

MX MOXHO HaWTK B pa3AMUHbIX MECTax: B rasertax, LieHTpax 3aHATocTH, B UHTEpHETE,
B BUTPUHAX TOProBbIX NMPEANPUATUIA U T.A.

Bbi6bupaiite 06bABA€HUA, KOTOPbIe Bac MHTEPECYIOT U KOTOpble COOTBETCTBYIOT
Bawemy AvuHOMY ¥ npodpecCcUoHaNAbHOMY NPOPUAIO.

MpoaHaAn3npyinTe 06bSBAEHNS, YTOObI ONPEAEAUTD:

- TUN NPeAnpUsATUS;

- 3aAauM, BbIMOAHAEMbIE B XOAE PabOThI Ha 3TOM AOAKHOCTH;
- YCAOBUA U GOPManbHble TpeboBaHUS;

- YCAOBMSA OMNAaThl U KapbepHOro pocTa.

AaHHbIN aHaAM3 MMeeT BaXxHelllee 3HauyeHUMe AAA MOArOTOBKM OTBETa Ha
06bABAEHWE U MOATOTOBKM K cOBecep0BaHUI0.

He cAaepyeT cAMLLKOM BOAHOBaTbCAl U3-3a TOrO, UTO Tpe6ye1'cﬂ B 06bABAEHUAX.
MpakTMyecKn HEBO3MO)XXKHO COOTBETCTBOBaTb BCEM YKa3aHHbIM TpGﬁOBaHMHM.

MucbMmeHHble 0TBeTbl Ha 06bABAEHUA:
- OYTOM;
- N0 3AEKTPOHHOWM MouTe.



OTBETHOE NMUCbMO AONKHO COAEPXaTb CAEAYIOLLME AGHHBbIE:

- AMYHbIE UAEHTUDUKALMOHHBIE AQHHBIE (MMS, AOMALLHWIM appec, Homep TenedoHa,
AAPEC INEKTPOHHOM MOYThI);

- CCbIAKY Ha 06bsIBAEHME, Ha KOTOpoe Bbl oTBEYaeTe;

- BbIPaXeHWe NHTepeca K AaHHOMY pabouemy MEeCTY 1 NPEeANPUSTULO;

- CCbIAKY Ha pe3toMe (KOTOpoe AaHO B MPUAOXKEHMU) U TOTOBHOCTb MPOMTH
cobecepoBaHUE;

- BblpaX€eHWE CBOETO NOYTEHUS;

- NOANMCB.

OTBETHOE NMUCbMO AOAXHO BbITh MPOCTLIM U KOPOTKMM M COAEPXaTb TPU Naparpada:
1-1 naparpad - ¢ o6ocHOBaHWeM Balluein kaHAMAATYPbI.

Hanpumep:
Bale obbsBAEHUE, ONyBAMKOBaAHHOE B rasete , yncAa, BbI3BaANO Y
MEHS1 UHTEPEC, MOCKOAbKY 1 MOAHOCTbIO OTBEYAtD yKa3aHHbIM B HEM TpebOBaHMAM.

2-ii naparpad - B HEM NOAYEPKMBAIOTCA IAEMEHTbI 0ObABAEHUS, KOTOPbIE KaXyTcs
Bam BaxHbIMM.

Hanpumep:
Kak s noHMMato, Bbl ULLETE KAHAMAATA C OMbITOM PaboTbl B 06AACTU ByXraATepcKoro
yuérta.

3-i naparpad - npocbba 0 cobecepoBaHUMN.

Hanpumep:
Byay paa coobuumnte Bam Atobble AONMOAHUTEABHBIE CBEAEHUSA B XOAE NMPEACTOSILLETO
cobecepoBaHUS.

OTBeT no TenepoHy.

MNepea TeM, Kak NO3BOHUT:

- 3anuLumMTe BOMNPOCHI, KOTOPble Bbl XOTUTE 3aaaTh;

- NOAYEPKHUTE B PE3OME TE aClNEKTbl, KOTOPbI€ HY)XHO BbIAEAUTD;

- No3aboTbTeCh O TOM, YTOObI 3anucaTb MOAYYEHHYIO MHOOPMALMIO.

Bo Bpems TenedOHHOro pasrosopa:

- 06BACHWUTE NPUUMHY 3BOHKA;

- TOBOPUTE He creLua;

- 3apaiiTe BOMPOChI, KOTOPble COBUPAAUCH 3aAATb, U 3aMNULLUTE MOAYUYEHHbIE OTBETHI.



CMOHTAHHAA KAHAUAATYPA

O MHorux cBoboAHbIX pabounx Mmectax 0b6bABAEHMS HE AaLOTCA.

Mucbmo ¢ npeanoXXeHUeEM CNOHTaHHOW KaHAUAAQTYyPbl MOXET CTaTb Ba)>KHEULIUM
3AAEMEHTOM BCEero npouecca nouckos pa601b|.

JTOT BapmuaHT npeaocTaBAsieT Bam BO3MOXHOCTb COOBLLMTL O CBOMX BO3MOXHOCTAX
N NPEANOXNTb CBOU YCAYTH.

3T0 MOXHO CAEAaTb B Pa3AUMUHbIX hOopMaXx:

- pa3ocnaB pabotopaTensiM NUcbMa C MPEANOXKEHWEM CMOHTAHHOM KaHAMAATYPbI U
CBOWM pe3tome No 0ObIYHON UAK IAEKTPOHHOM MouTe;

- pa3MecTMB Pe3OME Ha INEKTPOHHbIX BUpXKax Tpyaa B MHTepHETE;

- AMUHO HaBECTUB MNOTEHLMAAbHbIX paboTopaTeENel;

- pa3aMecTMB CBOE cobCTBEHHOEe 0ObABAEHME O MOUCKe paboTbl (Hanpumep, B
rasete).

MpeanoxxeHue ycAayr. loToBETECh K CaMOM HAaCTOALLEN KaMNaHUMU.

ByabTe pa3bopunBbIM M OPraHM30BaHHbLIM. Bbl AOAXKHbLI XOPOLLO NPEACTABASITb, UTO
UMEHHO Bbl MLeTe 1 Kakyto paboTy XOTUTE BbINOAHSATb HA AGHHOM MPEANPUATHN.

Bbl MOXeTe Takxe MPeAAOXWUTb CMOHTAHHbIE KAaHAMAATYPbl AAA PEKPYTUHIOBbIX
U KaApPOBbIX areHTCTB. B 3TOM cAydyae nosabotbrech, utobbl Balle pestomMe Hbino
BKAIOUEHO B a3y AaHHbIX AAA BO3MOXHOTO MCMOAb30BaHUA B Byayllem.

CocTaBAeHUE NMUCbMa C NPeANOXKEHUEM CNOHTaHHOMN KaHAUAQTYPbI

Heo6X0AMMO B UETKOW M ACHOW GOPME UAOXKUTb, YEM UMEHHO Bbl MOXETE NPUHECTH
NPEANPUATUIO MAKCUMAAbHYIO MOAb3Y.

Balle nMCbMO AOAXHO 6biTb COCTABAEHO B TEX XE BbIPaXeHUsX, UTo U NMUCbMO B
OTBET Ha 0O6bABAEHUE, BKAOUAS 3 CAeAYHOLLIMX Naparpada:

1- naparpa¢ - B HEM yKasblBaeTCss MpUUKHa, Mo KOTOPOK Bbl xenaeTte BCTYNUTb B
KOHTaKT C NPEeANpUSTUEM;

2-i naparpa¢ - B HEM Balie obpasoBaHue M OMbIT PaboTbl yBA3bLIBAETCS C
AESATEABHOCTBIO MPEANPUSATHUS;

3-ii naparpa¢ - npocbba o0 cobecep0BaHNUM.

Kak coctaBUTb CBOE 06bABAEHHE O NOUCKAX pa601'b|.




310 06BABAEHME AOAKHO ObITb:

- AETKO YUTaEMbIM;

- BCECTOPOHHUM;

- AOAKHO MOAUYEPKMBATE MOMEHTbI, HaUboAee BaXHble AAA PabO0Thl, HAa KOTOPYHO Bbl
npeTeHAyeTe;

- AOAXHO BbI3bIBaTb NMOAOXMUTEABHbBIE IMOLIUMU.

Co3paHue cBoel co6¢cTBEHHOM peknambl. MpeapocTaBbTe ceb6e AONOAHUTEAbHbIE
BO3MO)XHOCTH.

Obpatnte BHUMaHWE Ha CAEAYHOLLME MOMEHTbI:

- rpadurka U dopmat: 06BABAEHUSA, PACTIOAOXKEHHbIE MO FOPU3OHTAAM, MPUBAEKAIOT
60AbLLE BHUMAHUS;

- AHUW W YacToTa nybAMKaumii;

- MECTO pasmMeLLeHnUsa nybarKaumu.

AOCbE KAHAUAATA

Co3paite 1 NOAAEPXMBAITE AOCbE, COAEPXKALLEE CAEAYHOLLYHO MHOOPMALMIO:

- Oé"bﬂB/\eHVIH, Ha KOTOopble AaH OTBET, U KON OTBETHbIX NUCEM,

- pa3oCAaHHbIE CMOHTAHHbIE KAHAMAATYPbI;

- OTBETbl Ha Bawwu NPeANOXEeHNA,;

- KONWK pe3tome, Pa3oCAaHHbIX AW pa3MeLLEHHbIX Ha BUpXax TpyAa;

- 3aMucHas KHUXKa, B KOTOPYIO 3aHOCATCA AaThl MPOBEAEHUA KOHKYPCOB, BCTPEY U
cobecepOBaHUM U T..

YnpaBasiiiTe npoueccoM NOMCKOB paboTbl. ByabTe opraHu30BaHHbIM.

COBECEAOBAHMUE
O6bIYHO OHO MPOBOAUTCH Ha NMOCAEAHEN CTapMM Npolecca oTbopa KaHAMAATOB.

Bo Bpema cobecepoBaHMA KaHAMAAT M paboTopatenb  0bBMeHMBatOTCA
WHTEPECYIOLLEN UX MHOPMaLMEN.

B pesyabrate cobecepoBaHuMA:

- paéOTOAaTeAb MOXeT BblIABUTb KaHAMAAQTOB, UbU AUYHbIE U I'IpOd)eCCVIOHa/\beIe
KauyecTBa MakCMMaAbHO COOTBETCTBYIOT NPOPUAIO MPEANPUATAA U NPEANAraeMo
AONKHOCTH,

- KAHAMAAT MOXET OLEHWTb, COOTBETCTBYET AWM AaHHOe pabouee MeECTO €ro
OXMAAHWAM U NOTPEBHOCTAM.



KaHAanaaT AONKEH NPOAEMOHCTPUPOBaTh, YUTO OH MOAXOAUT AAA 3TOM AOAKHOCTH.

Mpn noarotoBke Kk cobecepAoBaHUIO HEOBXOAMMO:

- cobpaTtb NOAPOOHYIO MHGOPMALMIO O NPEANPUATUN U NPEAAAraeMO AOAKHOCTH;

- nepeunTatb 06bLABAEHKE, NEPENUCKY U NPUAGraemoe pestoMe;

- MOATOTOBWUTb AOKYMEHTbI, KOTOpble MOryT MOHap0bUTbCA Ha cobecepoBaHUK
(pestome, AMNAOMbI U T.A.);

- MOATOTOBWTb OTBEThI HA HanboAee YacTo 3aaaBaeMble BONPOCh;

- 3anMcaTb BOMPOCHI, KOTOPbLIE OH XOUET 3aAaTh;

- NMOATBEPAMTb AATY, BpeMs M MECTO NPOBEAEHWS cobecep0BaHMS.

MepBoe BneuyaTaeHue - camoe Ba)kHoe. BToporo pa3a MOXeT U He 6bITb.

06aymaiite, Kak Bbl ByaeTe cebsa npeacTaBAATb.

HOCTapaVITer co3patb 0 cebe HauAydllee npeactaBAeHME.

Hu B koem cAayvae He onasablBamnTe.

Mpu xopomeﬁ NoAroToBKe K cobecepoBaHuio BEpPOATHOCTb ycrnexa Bo3pacTtaerT.

Bo Bpems cobecepoBaHuUS:
Nno3A0pPOBaTECh C MPOBOAALLMM cobecepoBaHUE, MPEACTABLTEC;

- AOXAMTECH NPUTAALLIEHWSA CECTD;

COXPaHSANTE KOPPEKTHYIO MO3Y;

- AEPXUTECb ECTECTBEHHO W YBEPEHHO, AEMOHCTPUPYWATE MPUATHbIE MaHepbl M
XOpOoLLee HAaCTPOEHMUE;

BeauTe cebs BEXAUBO M 3aUHTEPECOBAHHO;
- BHUMAaTEAbHO BbICAYLLIMBaNTE COBECEAHWKA;

MOCTOSAAHHO MOAAEPXUBANTE 3PUTEABHbBIN KOHTAKT;
- He AOMNYCKAWTE MHCTUHKTUBHbIX MOAEPTUBAHUNM;
He AOMycKanTe OAHOCAOXHbIX OTBETOB;

ACHO Bblpa)arTech, NPosaBAANTE 0ObEKTUBHOCTD;

oTBeualTe yBEPEHHO;

MPOAEMOHCTPUPYITE XOpoLLee 3HaHUe NPEANPUATUS U NPEeAAaraeMoin AOAKHOCTH;
- 3ajaBaiiTe BONpPOChl U AaBalTe NOACHEHUS;

NOAYEPKHUTE CBOWM CUAbHbIE CTOPOHbI;

He KPUTUKYITE NPEAbIAYLLMX HAYAABHUKOB U GUPMbI, rae paboTau;



- MOKaxwuTe, uto Bbl ymeete I'IpVICI'IOCaﬁl\VIBaTbCFl K HOBOM cutyaumu, uto y Bac ectb
XeAaHne yuyntbca U ABUratbCA Bnepéxa;

- AOXAUTECH, KOrAa I'IpOBOAFILLI,VIﬁ cobecepoBaHME OOBSABUT O €r0 OKOHYAHWMK, U
I'IOG/\aI'OAapMTe 3a NPoOABAEHHOE BHUMaHUE.

EcAan uepes3 HekoTopoe Bpemsa nocAe cobecepoBaHUA Bbl HE MOAYUMTE HUKAKOM
MHPOPMALMKU  OTHOCUTEABHO nNpUEMa Ha pabory, Bbl MOXeTe MO3BOHUTb
pabotopaTeAto/AnLy, NPOBOAMBLUEMY COBECEeAOBaHME U CMPOCUTb O MPUHATOM
peLweHunu.
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FORMAGCAO ESCOLAR
(Training school/yunauniue)

FORMAQAO PROFISSIONAL
(Vocational training/npodeccuoHanbHoe o0byueHune)

EXPERIENCIA PROFISSIONAL
(Professional experience/ MpodeccroHaAbHbIM ONbIT)

ACTIVIDADES EXTRA-PROFISSIONAIS
(Extra professional activities/AonoAHWUTEAbHAA NPOdECCUOHAAbHAA AEATEABHOCTb)

OUTROS CONHECIMENTOS
(Other knowledge/Apyrue 3HaHUA)










Esta edicao surge no contexto do projecto
“Viver a Diversidade” desenvolvido pelo
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a Nivel Municipal” - Il Edicao, programa da
responsabilidade do Alto Comissariado para
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para a Integracao de Nacionais de Paises
Terceiros.

K _ Rio ‘%/

2 Miaior:  claii ' acidi




