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6.2.1 frhõÞw÷{ rðxkE (Curriculum Vitae) yux÷u þwt ?

6.2.2 rhÍâw{ yux÷u þwt ?

6.2.3 çkkÞkuzuxk yux÷u þwt ?

6.3 rhÍâw{ yLku frhõÞw÷{ rðxkE ðå[uLkku íkVkðík

6.4 yMkhfkhf rhÍâw{ ÷¾ðk {kxuLke {køkoËŠþfk

6.5 rhÍâw{{kt Mk{krðü rðøkíkku
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6.7 rhÍâw{ ÷¾ðk {kxu r¢ÞkÃkËkuLkku WÃkÞkuøk
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6.12 MktË¼o yLku rðþu»k ðkt[Lk

6.0 nuíkwyku  (Objectives)

yk ÞwrLkx{kt ykÃkýu çkkÞkuzuxk íku{s rhÍâw{ ÷u¾f ytøkuLke {krníke íku{s òuçk
ytøku yhS fhðk {kxu rhÍâw{ yÚkðk frhõÞw÷{ ðexkE (Mke.ðe.)Lkwt {n¥ðLku Mk{Sþwt.
yk ÞwrLkx ðktåÞkt ÃkAe ík{u Lke[u «{kýu Mkûk{ çkLke þfku.

- rhÍâw{Lku fuðe heíku ÷¾ðwt yÚkðk íkku nk÷Lkwt su rhÍâw{ Au íkuLku yktíkhhk»xÙeÞ
Äkuhý «{kýu yÃkzux fhe þfkÞ íku ytøkuLke Mk{sqíke.

- rhÍâw{{kt fÞk «fkhLke {krníkeLkku Mk{kðuþ fhðk{kt ykðu Au yLku {krníkeLku
rhÍâw{{kt fuðe heíku økkuXðe þfkÞ íku ytøkuLke Mk{sý.

yuf{
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- rhÍâw{{kt ÔÞkfhýLkku WÃkÞkuøk íku{ s rðrðÄ þçË«ÞkuøkkuLkku WÃkÞkuøk ytøkuLke

òýfkhe.

6.1 «MíkkðLkk  (Introduction)

¼khík{kt MktþkuÄLkLkku yktfzku çkíkkðu Au fu «íÞuf yuf s ELxhÔÞq {kxu 200

(yurÃ÷fuþLMk) yu Mkhuhkþ yuBÃ÷kuÞh îkhk «kó fhðk{kt ykðu Au. yu íkÆLk Mkk[wt Au

fu rhÍâw{ ÍzÃkÚke ðkt[ðkLku çkË÷u MfuLk fhðk{kt ykðu Au. Mkt¼rðík yuBÃ÷kuÞh 10 Úke

20 MkufLz MkwÄe ðÄw Mk{Þ rðíkkðu Au yLku rhÍâw{Lke rðøkíkku {u¤ððk {kxu fux÷ef

ÞkuøÞíkk þkuÄu Au. Mkk{kLÞ heíku ykLkku yÚko yu Au fu W{uËðkhLke {w÷kfkík ÷uðkLkku rLkýoÞ

yuftËhu rhÍâw{Lkkt «Úk{ AkÃk Ãkh ykÄkrhík nkuÞ Au.

rhÍâw{ yu Mkk{kLÞ heíku rþûký yLku MktþkuÄLk-÷ûke ÂMÚkrík çknkh fkuE ÃkË fu

Lkkufhe {kxu WÃkÞkuøk ÚkkÞ Au. íku Mkk{kLÞ heíku ÷tçkkE{kt yufÚke çku Ãk]»Xku{kt  òuðk {¤u

Au yLku íku fkuE [ku¬Mk ÃkË {kxu nkuÞ Au. rhÍâw{Lku yuf Mkkhktþ yÚkðk rMkrØykuLkk

Mk{qn íkhefu ÔÞkÏÞkrÞík fhu Au. rhÍâw{ yu yuf {kfuo®xøkLkku yuf ¼køk Au. su fkuELke

rðrþüíkk fwþ¤íkk, ûk{íkkyku yLku yLkw¼ðLkkt Mk{qn {kxuLke ònuhkík fhu Au. yk yuf

ELxhÔÞw {kxu “rxrfx” Au íku {w÷kfkík {kxu fkì÷us økúußÞwyux rðhwØ ð»kkuoÚke yLkw¼ð

Ähkðíke ÔÞÂõík ðå[uLkku íkVkðík Ëþkoðu Au.

Mkk{kLÞ heíku rhÍâw{{kt çku ðMíkwyku MkkiÚke yøkíÞLke Au su{kt yuf rhÍâw{{kt

ykðu÷ Mkk{økúe yLku çkeswt íkuLke hsqykík. yk çku {wÏÞ çkkçkíkku rhÍâw{{kt MkkiÚke {n¥ðLke

Au.

6.2 yÚko  (Meaning)

6.2.1 rhÍâw{ yux÷u þwt ?

rhÍâw{ þçË yu yuf £U[ þçË Au. suLkku yÚko ‘Mkkh’ yÚkðk ‘Mkkhktþ’ yuðku

ÚkkÞ Au. rhÍâw{ ¾kMk fheLku þiûkrýf ÷kÞfkíkku, ÃkkA÷e LkkufheLkk yLkw¼ðku, fkiþÕÞku

yLku hMk yr¼hwr[ su Lkkufhe ytøku yhS fhðkLkkt Au íkuLke MkkÚku MktçktrÄík nkuÞ Au.

MkkÚku MkkÚku fux÷ef SðLk[rhºkkí{f {krníke rhÍâw{{kt Mkk{u÷ fhðk{kt ykðu Au.

6.2.2 frhõÞw÷{ rðíkkE (Mke.ðe.) yux÷u þwt ?

frhõÞw÷{ rðxkE (Curriculum Vitae) (Mke.ðe.) yu ÷ìrxLk þçË Au. suLkku

yÚko “Course Of Life” ÚkkÞ Au. Mke.ðe.{kt rhÍâw{ fhíkkt ðÄkhu {krníke nkuÞ Au.

su{kt fk÷¢r{f ÞkËe su{ fu rþûký, yLkw¼ð, su ÃkË Ähkðíkkt nkuÞ íku{kt {kMxh rzøkúe

Ãke.yu[.ze., {u¤ðu÷kt fkiþÕÞku, rMkrØyku, «khtr¼f fkÞo yLku ÃkwhMfkhku ðøkuhu. Mke.ðe.Lkku

çknku¤k «{ký{kt WÃkÞkuøk rþûký{kt òuðk {¤u Au.
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6.2.3 çkkÞkuzuxk yux÷u þwt ?

çkkÞkuzuxk yu ÔÞÂõíkøkík rðøkíkku WÃkh ðÄkhu «fkþ VUfu Au. ðÄw{kt þiûkrýf

÷kÞfkíkku yLku ÔÞðMkkrÞf yLkw¼ðku òuðk {¤u Au. ¾kMk fheLku çkkÞkuzuxk{kt ÔÞÂõíkøkík

SðLk[rhºkkí{f {krníke suðe fu ô{h, òrík, Ä{o, hnuXký, {kíkkrÃkíkkLkwt Lkk{, çkk¤fkuLkwt

Lkk{, ÃkíLkeLkwt Lkk{, fE ¼k»kk çkku÷ku Aku, fE ¼k»kk ðkt[e þfku Aku. fE ¼k»kk Mk{S

þfku Aku, íku{s ík{khe ¼kiríkf ÷ûkýkuLke {krníke suðe fu Ÿ[kE, ðsLk, ykt¾Lkku htøk,

yLku htøk ðøkuhu {krníkeLkku Mk{kðuþ òuðk {¤u Au.

6.3 rhÍâw{ yLku frhõÞw÷{ rðxkE ðå[uLkku íkVkðík

(Difference between Resume and C.V.)

{wÏÞ íkVkðík rhÍâw{ yLku Mkeðe ðå[uLkku Lke[u {wsçk Au.

- rðøkíkkuLke ÷tçkkE y÷øk y÷øk nkuÞ Au.

- rhÍâw{Lke YÃkhu¾k yLku íkuLke Mkk{økúe ÃkMktËøkeÞwõík yLku MktrûkÃík nkuÞ Au,

yux÷u fu yuf Ãk]c çkeS çkksw MkeðeLke YÃkhu¾k ík{khe MktÃkqýo þiûkrýf ÷kÞfkíkku,

yLku ÔÞkðMkkrÞf yLkw¼ðkuLkku EríknkMk nkuÞ Au. MkkÚku {kuxk ¼køkLke rMkrØyku,

«fkþLkku yLku yku¤¾Ãkºkku nkuÞ Au yux÷u fu íkuLke ÷tçkkE çku Ãk]ckuÚke ðÄkhu nkuÞ

Au.

- Mkk{kLÞ heíku rhÍâw{Lkku ßÞkhu ykÃkýu ¾kLkøke MkknMk{kt  Lkkufhe {kxu yhS

fhíkkt nkuÞ íÞkhu íkuLkku WÃkÞkuøk fhðk{kt ykðu Au ßÞkhu MkeðeLkku WÃkÞkuøk ònuh

MkknMkku{kt ¾kMk fheLku rþûký{kt fhðk{kt ykðu Au.

6.4 yMkhfkhf rhÍâw{ ÷¾ðk {kxuLke {køkoËŠþfk

(Guidelines of writing an effective Resume)

Mkkhe heíku ÷¾kÞu÷ rhÍâw{, yksLke çkË÷kíke òuçk {kfuox{kt yMkhfkhf rhÍâw{

nkuðkLkwt yuf W¥k{ MkkÄLk Au. yu yuðwt Mkq[ðu Au fu ík{khwt {sçkqík rhÍÞw{ ík{Lku

RLxhÔÞq fkì÷ {u¤ððkLkku {kxu yÚkðk Võík ík{khwt rhÍâw{ yuBÃ÷kuÞhLkkt fkøk¤Lkk f[hkLkk

Zøk÷kt{kt Ãkze hnu yu yuf{kºk Vhf nkuE þfu. yMkhfkhf rhÍâw{ ík{Lku Lkkufhe ELxhÔÞq

Síkkze þfu Au yLku íku s Mk{Þu, ík{u ík{khwt çk¤, fwþ¤íkk, ûk{íkkyku yLku yLkw¼ðLkwt

{qÕÞktfLk fhðk {kxu Mkûk{ fhkðe þfu Au - suÚke ík{u RLxhÔÞq «r¢Þk {kxu íkiÞkh ÚkE

þfku. ík{khwt RLxhÔÞq ÚkE økÞk ÃkAe íku ík{khk yuBÃ÷kuÞh ELxhÔÞwyhLku ÞkË yÃkkðu

Au yLku ELxhÔÞqyh {kxu ík{khe ¼híkeLku ðksçke Xuhððk {kxuLkku ykÄkh Ãkqhku Ãkkzu Au.

su{ rhÍâw{ yu yuf Sðtík ïkMkLkwt ËMíkkðus Au, íku suLkku su ÃkË {kxu WÃkÞkuøk

ÚkkÞ Au íku{ íkuLku Mk{ÞkusrLkík fhðwt òuEyu. rçkLkMktçktrÄík ÃkËku Ãkh ÷køkw Úkðk {kxu

rhÍÞw{ y™u ƒkÞkuzuxk ÷u¾™
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rhÍâw{Lkwt fkuE {kLkktf WÃkÞkuøk fhe þfkíkku LkÚke. ÞkuøÞ ÃkMktËøke yLku yLkw¼ðkuLkk ðýoLk

îkhk ÷¾kýLku ÷ûÞ çkLkkððwt ykð~Þf Au.

6.5 rhÍâw{{kt Mk{krðü rðøkíkku  (Sections to Include in Resume)

çkÄk Mkkhk rhÍâw{{kt fux÷ef MkkBÞíkkyku òuðk {¤u Au. ÷øk¼øk Ëhuf rhÍâw{{kt
Lke[u ykÃku÷kt þe»kofku yÚkðk rð¼køkku Mkk{u÷ nkuðkt òuEyu.

6.5.1 MktÃkfo {krníke (Contact Details)

rhÍâw{{kt MkkiÚke yøkíÞLke {krníke suðe fu MktÃkfo {krníke su{kt Lkk{, MkhLkk{wt,
xur÷VkuLk LktçkhLkku Mk{kðuþ òuðk {¤u Au.

6.5.2 WÆuþ (Objectives)

WÆuþ yu ík{khk rhÍâw{{kt ÚkeMkeMk Mxux{uLx yux÷u fu yuf ðkõÞ{kt rLkðuËLk
nkuðwt òuEyu. ík{u ftÃkLke / MktMÚkk {kxu þwt fhe þfku Aku íku sýkððk {kxu WÆuþLkku
WÃkÞkuøk fhku, ík{u ftÃkLke / MktMÚkk {kxu fu ík{khk {kxu þwt fhðk {ktøkku Aku íku rhÍâw{{kt

Ëþkoðku. fkuE rLkðuËLk su{ fu : {qÕÞðkLk yLkw¼ð {u¤ððk {kxu ðøkuhu.

6.5.3 þiûkrýf ÷kÞfkík yLku fkÞo yLkw¼ð

(Education Qualification & Work Experience)

WÆuþ sýkÔÞk ÃkAe “rþûký” rð¼køkLke Mkqr[ fhðe ykð~Þf Au. þiûkrýf
÷kÞfkík{kt nt{uþkt íkksuíkhLke {u¤ðu÷e rzøkúeLku Mkqr[{kt «Úk{ MÚkkLk ykÃkðwt íÞkhçkkË
çkeS rzøkúeyku Mkk{u÷ fhðe òuEyu. ík{u ík{khk fkì÷us ð»ko Ëhr{ÞkLk yktrþf Mk{Þ
yLku WLkk¤k{kt ELxhrþÃk fhe nkuÞ íkku íkuLkku Ãký Mk{kðuþ yk rð¼køk{kt fhe þfku Aku
òu yk {krníkeÚke yuBÃ÷kuÞMkoLku «¼krðík fhe þfkÞ. þiûkrýf ÷kÞfkík ÃkAe íkhík s

ík{khk “fkÞo yLkw¼ð” rð¼køkLkku Mk{kðuþ fhðk{kt ykðu Au. fkÞo ytøkuLkku yLkw¼ð
ð»ko yLkwMkkh Ëþkoððk{kt ykðu Au. yk Mk{Þu, ík{khk fkì÷us økúuzTMk fhíkkt ík{khk
hkusøkkh ytøkuLkk yLkw¼ðku Mkk{kLÞ heíku yuBÃ÷kuÞh {kxu ðÄw {n¥ðÃkqýo Au.

6.5.4 fwþ¤íkk (Skills)

yLÞ fwþ¤íkk ytøkuLke {krníke rð¼køk{kt Mkk{u÷ fhðk{kt ykðu Au. su{kt fBÃÞqxh
yÚkðk ¼k»kk fwþ¤íkk íku{s òuçk ytøkuLke ðneðxe fwþ¤íkkykuLkku Mk{kðuþ fhðk{kt
ykðu Au.

6.5.5 rMkrØyku / ðÄkhkLke {krníkeyku

(Achivements / Others Information)

rMkrØyku íku{s ðÄkhkLke / ðifÂÕÃkf {krníke; òuzkýku / MkÇÞÃkË: «ð]r¥kyku
yLku MkL{kLk ðøkuhu Ëþkoððk{kt ykðu Au.

6.5.6 MktË¼kuo (References)
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“MktË¼o” rð¼køk{kt çku yÚkðk ºký ÷kufkuLkk Lkk{Lke Mkqr[çkØ fhðkLkwt «kÄkLÞ
Au. su{kt MktË¼kuoLke MktÃkfo {krníke Ëþkoððk{kt ykðu Au suÚke hkusøkkhËkíkk yhsËkh
rðþu ÃkqAÃkhA fhe þfu.

ík{khe «økrík [fkMkku.

LkkUÄ : (1) ík{khk sðkçkku ykÃku÷ søÞk{kt ÷¾ku.

(2) ík{khk sðkçkku yuf{Lkk ytíku ykÃku÷ sðkçkku MkkÚku [fkMkku.

1. Lke[u ykÃku÷ {wÆk ÃkhÚke Lk¬e fhku fu WÃkh ykÃku÷ rð¼køkku{ktÚke fÞk

rð¼køk nuX¤ yk {wÆkuLku {wfþku.

- Assistant Librarian (2009 to 2018)

- BAOU University

- 10 Years

- Good Communication Skill

- Responsibility for Cataloguing

- Web designing

- Digitizaion

- Fluent in English

- BLIS, MLIS

6.6 rhÍâw{, çkkÞkuzuxk yLku Mke.ðe.Lkkt Lk{qLkkyku

(Sample of Resume, Bio-data and CV)

rhÍâw{, çkkÞkuzuxk íku{s Mke.ðe.Lkkt Lk{wLkkyku y÷øk y÷øk Ëþkoððk{kt ykÔÞk
Au. su yk «{kýu Au.

PUBLIC  LIBRARIAN  SAMPLE  RESUME

7844, Meal Street, New York, NY 77654

(212)322-3356

wayncburch@gmail.com

Public Librarian with over 6 yearn of experience in efficiently

running public library services and facilities with unmatched zeal

rhÍÞw{ y™u ƒkÞkuzuxk ÷u¾™
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PROFESSIONAL  EXPERIENCE

NEW YORK  PUBLIC  LIBRARY

New York, N

Public Librarian September

2008 Preset

• Support independent research and learning by members of the

public using library’ facilities.

• Improve accessibility to library facilities after considering

input from library users.

• Design innovative library programs that increase timeliness

and current nature of the library collection as well as

significantly decreasing book delinquency,

• Become an integral supporting team contributor in all aspects

of excellent serv ice provision within the library.

• Perform routine indexing of video records and incoming photo

stills for use in the library and thus improve their functionality

and ease of access

.

BUFFALO LIBRARY Buffalo, N

Assistant Librarian August 2006 -

September, 2006

• Supervised the checking in and out of books in the library

• Managed a print collection of over one million publications and

selected, purchased, and organized reference books and periodicals

from time to time.

• Assisted in the recruitment, training, and interv iewing of new library

staff members and carefully monitored their subsequent

performance on the job.

• Strove to maintain departmental energy, spirit, focus, and productivity

through multiple challenges and unavoidable issues
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EDUCATION

WASHINGTON  UNIVERSITY Saint Louis, M

Master of Science Degree in Library Science, June 2006

• Graduated Summa Cum l.aude

UNVERSSITY  OF  CHICAGO Chicago, I

Bachelor of Science Degree in Library % Science, June 2004

• Graduated Cum I aude

• Captain of soccer team

ADDITIONAL, SKILLS

• Adept at handling large database structures with Ms Access and other

software.

• Great organizational skills.

Librarian CV fern plate

• Teaching new employees about their basic duties and

responsibilities

• Holding meetings with other librarians in the county to discuss

issues such as finances and community campaigns

Dec. 2012-Mar 2013          Librarian Greenfield Library

Main duties performed

• Constructing and running community campaigns (e.g. a raffle to

raise money for a cancer charity)

• Running basic literacy classes weekly for the community

• Running basic computer literacy classes weekly for the

community

• Providing support and any resources needed for students

• Guiding people on how to utilise the new electronic check-out

machines in the library

• Jointly running the Summer Reading Challenge with another

colleague

• Guiding people on where to find resources such as government

leaflets on taxes and benefits

rhÍÞw{ y™u ƒkÞkuzuxk ÷u¾™
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• Chiefly responsible for a Stop Smoking Campaign, which was well

received by the community

• Continually cataloguing, labelling and adding new books, CDs and

DVDs to the library system—both physically and electronically

June 2012 - Dec 2012 Library Assistant Oldham Library

Qualifications

• HAB Level 2 Certificate in Hospitality Customer Service,

• Taking part and succeeding in the several workshops run by the

library annually (e.g. Computer Literacy, Basic Literacy*)

Skills

* Excellent Communication and Interpersonal Skills

* Excellent computer literacy-which is required in this newly

electronic era of libraries

* Highly familiar with the duties and responsibilities of a librarian

due to previous experience, which means I only need limited

guidance in my new role S Excellent Customer-Service Skills

Hobbies and interests

As with most librarians, my hobbies involve, first and foremost, reading

books. I am also a novice writer of poetry, and often participate in the

group poetry readings in my local cafe every week. I also enjoy spending

time with my family and friends on weekends.

References

*  Ms Enrih Gilbert

Area Manager, Greenfield Library-

Address: 13 Folkestone Rd,

Windmill, TA19 8YH

Tel : 0223 345 5674

Email: emilvHffhotmail.co.uk
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*  Mr Andrew Osborne

HR Officer. Oldham Council

Address: 54 Hull Road, Oldham, OA3 6WP

Tel: 0030 1335 9999

Email: andrew-osbome Slive co.uk

*

BIO-DATA

Name : Sangita Kaushik

Father’s Name : Sir Santosh Kaushik

Date of Birth : 07-10-1984

Height : 5'1"

Complexation : Fair

Qualification : I.A.

Gotra : Kaushik

Sashan :  ¾wË ¾wË ¾wË ¾wË ¾wË "Lata"  {kt{kt{kt{kt{kt "Indoria" ËkËeËkËeËkËeËkËeËkËe "mamdolia"

Brothers : 1 Younger Brother & 2 Elder Brothers

Sister : 1 Sister

Chacha : (1) Shree Kishor Kaushik (Gurubazar, Katihar)

(2) Shree Shrinarayan Kaushik (Raigunj WB)

Mama : (1) Shree Prem Shankar Sharma (Begusarai)

(2) Shree Gopal Sharma (Banaras)

Address : Saritosh Kaushik, Anand kaushik Gurubazar,

Katihar

Contact Number : Phone: 06457/26504S, Mo.9430050132

Nepal Address : Santosh Kaushik, Sanihat, Biratnagar, Nepal

Contact Number : Mo. +9779804317445 / 9842280662

*
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WÃkhkuõík Lk{qLkkyku{kt Lke[u «{kýuLke rðøkík Mkk{kLÞ heíku òuðk {¤u Au :

WËknhý íkhefu,

• Your Full Name

• Street Address

• City State and Zip code

• Phone Number and Email Address

• Career objective

• What you want to do that will add value to your employer.

• Work experience

• Job title and Company Name

• Duration of employment

• Achievements during this period

• Educational qualifications

• Course and Name of Institution last attended

• City and Year of Completion

• Achievements during this period

• Activities/Interests

• Community service, hobbies, interests etc. For example: Travel

• Other skills

• Mention languages known, computer proficiency or other

special useful skills.

• References Mention only if required by employer.

ík{khe «økrík [fkMkku

LkkUÄ : 1.  ík{khk sðkçkku ykÃku÷ søÞk{kt ÷¾ku.

2.  ík{khk sðkçkku yuf{Lkk ytíku ykÃku÷ sðkçkku MkkÚku [fkMkku.

* Lke[u ykÃku÷ ¾k÷e søÞk{kt ík{khe ÞkuøÞ {krníke ykÃkku.

• Your Full Name : ______________________________________

• Street Address : ______________________________________

__________________________________________________

• City State: ____________________ Zip code : ______________

• Phone Number : _____________________________________
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• Email Address : ____________________________________

• Career objective : ___________________________________

__________________________________________________

• What you want to do that will add value to your employer :______

__________________________________________________

• Work experience : ____________________________________

• Job Title : ___________________________________________

• Duration of employment : _______________________________

• Achievements during this period : _________________________

• Education qualifications : _______________________________

• Course : __________

• Name of Institution lase attended : ________________________

• City ____________ Year of completion : __________________

• Achievements during this period : _________________________

• Activities/Interests : : __________________________________

• Community service, hobbies, interests etc. : _________________

• Other skills : : ________________________________________

• Mention languages known, computer proficiency or other special

useful skills : ________________________________________

__________________________________________________

• References Mention only if required by employer :

__________________________________________________

__________________________________________________

__________________________________________________

__________________________________________________

__________________________________________________
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6.7 rhÍâw{ ÷¾ðk {kxu r¢ÞkÃkËkuLkku WÃkÞkuøk  (Use verbs to write a Resume)

ynª Ëþ r¢ÞkÃkËku ykÃÞkt Au su ík{khk rhÍâw{{kt MkwÄkhku fhe þfu Au. ík{u
ík{khk rhÍâw{{kt “sðkçkËkh”, “Vhòu Mkk{u÷ Au” yLku “fk{ fÞwO” suðk Mkk{kLÞ
þçËMk{qnku Mkk{u÷ fhðk Lknª. r¢ÞkÃkËÚke yk þçËkuLku fuðe heíkuu çkË÷ðk íku ytøkuLkk
fux÷ktf rð[khku ykÃkðk{kt ykÔÞkt Au.

1. Championed ([uBÃkeÞLk)

rhÍâw{{kt “Held” (nuÕz) yux÷u fu “ÞkuòÞ Au” íkuLkk çkË÷u “ Championed

([uÂBÃkÞLk)” r¢ÞkÃkËLkku WÃkÞkuøk fhðku. [uÂBÃkÞLk r¢ÞkÃkË yu {sçkqík LkuíkkLke AkÃk
Q¼e fhu Au yLku ík{u Mkn¼køke ÚkðkLku çkË÷u Lkuíkk níkk yu çkíkkðu Au.

2. Instructed (Mkq[Lkk)

rhÍâw{{kt “Talked to (ðkík fhu Au)” íkuLkk çkË÷u Intructed (Mkq[Lkk ykÃke)
r¢ÞkÃkËLkku WÃkÞkuøk fhku. Mkq[Lkk r¢ÞkÃkË çkíkkðu Au fu ík{u rLk»ýkík Aku yLku yLÞLku
rþrûkík fhðk {kxu rðïMkLkeÞ Aku.

3. Exceeded (ðÄkhku)

rhÍâw{{kt “Did (þwt)” yÚkðk “met({éÞk)” íkuLkk çkË÷u “Exceeded (ðÄkhku)”
r¢ÞkÃkËLkku WÃkÞkuøk fhku. ðÄkhku r¢ÞkÃkË yu çkíkkðu Au fu ík{u ÷ûÞkuLku Ãkqýo fhðk{kt
yÚkðk ÷½w¥k{ fk{ fhðk{kt yxfíkk LkÚke.

4. Accomplished (ÃkrhÃkqýo)

rhÍâw{{kt “Responsible for ({kxu sðkçkËkh)” íkuLkk çkË÷u “Accomplished

(Ãkqýo fhku)” r¢ÞkÃkËLkku WÃkÞkuøk fhku. Ãkqýo fhku r¢ÞkÃkË yu Ãkqýoíkk yLku MkV¤íkkLke
yLkw¼qrík ykÃku Au. yu çkíkkðu Au fu ík{u fkuE ðMíkw {kxu Võík sðkËçkkh LkÚke, Ãkhtíkw
ík{u fwþ¤íkkÃkqðof íkuLku Ãkqýo fÞwO.

5. Improved (MkwÄkhu÷)

rhÍâw{kt “Duties included (Vhòu Mkk{u÷)” íkuLkk çkË÷u “Improved (MkwÄkhu÷)”
r¢ÞkÃkËLkku WÃkÞkuøk fhku. MkwÄkhu÷ r¢ÞkÃkË yu çkíkkðu Au fu ík{u fkuE «kusuõx yÚkðk
fkÞo nkÚk{kt ÷eÄwt Au íkuLku ík{khu ðÄkhu Mkkhwt çkLkkðku Aku yLku íkuLkwt {qÕÞ ðÄkhku Aku.

6. Conceptualized (fÕÃkLkkþe÷)

rhÍâw{{kt “Came up with (MkkÚku ykÔÞk)” íkuLkk çkË÷u “Conceptualized

(fLMkuÃxÞwu÷kEÍz)” “fÕÃkLkkþe÷” r¢ÞkÃkËLkku WÃkÞkuøk fhku. fÕÃkLkkþe÷ yu r¢ÞkÃkË
ðÄw ÔÞkðMkkrÞf Mðh ykÃku Au yLku çkíkkðu Au fu ík{u þYykíkÚke ÔÞqnkí{f heíku fkuE
rð[kh yÚkðk WíÃkkËLk çkLkkððk {kxu Mkûk{ níkkt.

7. Maximized ({n¥k{)

rhÍâw{{kt “Increased (ðÄkhku)”Lku çkË÷u “Maximized ({n¥k{)” r¢ÞkÃkËLkku
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WÃkÞkuøk fhku. {n¥k{ r¢ÞkÃkË yu çkíkkðu Au fu ík{u ftEf W¥k{ çkLkkÔÞwt Au fu ftEÃký
ÃkqðoðíkT fÞko rðLkk nkuE þfu Au.

8. Directed (rLkËuorþík)

rhÍâw{{kt “ Supervised (rLkherûkík)” íkuLkk çkË÷u “Directed (rLkËuorþík)”
r¢ÞkÃkËLkku WÃkÞkuøk fhku. rLkËuorþík r¢ÞkÃkË yu çkíkkðu Au fu ík{u Võík yLÞLke Ëu¾hu¾
s Lknª fhe, Ãkhtíkw ík{u rËþk yLku Mkq[Lkk «ËkLk fhku Aku.

9. Upgraded (yÃkøkúuz)

rhÍâw{{kt “Worked On (íkuLkk Ãkh fk{ fÞwO)” Lku çkË÷u : “Upgraded

(yÃkøkúuz)” r¢ÞkÃkËLkku WÃkÞkuøk fhku. yÃkøkúuz ÚkÞu÷ r¢ÞkÃkËLkku yÚko yu Au fu ík{u
ykøk÷k Míkh Ãkh ftEf fk{ nkÚk Ãkh ÷eÄwt Au yLku Ãkrhýk{{kt MkwÄkhku fÞkuo Au.

10. Collaborated (MknÞkuøk)

rhÍâw{{kt rhÍâw{{kt “ Spoke (MÃkkuf) çkku÷ðwwt” íkuLkkt çkË÷u “Collaborated

(MknÞkuøkeíkk)” r¢ÞkÃkËLkku WÃkÞkuøk fhku. MknÞkurøkíkk r¢ÞkÃkË yu çkíkkðu Au fu ík{u
Mkkhe heíku fkÞo fhku yLku yLÞLku Mknfkh ykÃkku yLku ík{khk fkÞo{kt yLÞLku fuðe heíku
Mkk{u÷ fhðwt íku òýku Aku.

r¢Þk r¢ÞkÃkËku MkkÚku ík{khk þçËkuLku rLkr»¢ÞÚke yk¢{f íkhV ÷E sE þfkÞ,
yLku ík{khk rhÍâw{Lku yMkhfkhf çkLkkðe þfkÞ.

Accelerated Discovered Expedited Mastered Reduced

Achieved Doubled Founded Originated Spearteaded

Attaided Earned Improved Overcame Strengthened

Completed Eliminated Increased Overghauled Transtormed

Convinced Expanded Launched Pioneered Upgraded

WÃkhkuõík r¢ÞkÃkËLkku WÃkÞkuøk fhe ík{khk rhÍâw{Lku yMkhfkhf çkLkkðku.

6.8 rhÍâw{{kt fux÷ktf þçËkuLku xk¤ðkt òuEyu

(Words to avoid in resume)

1. rhÍâw{{kt MktûkuÃke (Abbrevisions) þçËku yLku xqtfk þçËku (acronyms) fu su
þçËkuLkk ykãkûkhkuLkku çkLku÷ku þçËLkku WÃkÞkuøk xk¤ðku òuEyu.

2. rhÍâw{{kt ík{khe fwþ¤íkk yLku yLkw¼ðLkku MktrûkÃík Mkkhktþ Au. su{kt ÔÞÂõíkøkík
MkðoLkk{ suðkt fu nwt (I), {Lku (Me), {khk (My) þçËkuLkku WÃkÞkuøk xk¤ðku
òuEyu.
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3. rhÍâw{{kt Lkfkhkí{f þçËku suðkt fu “ÄhÃkfz (Arrested)”, “ftxk¤ksLkf
(Boring)”, “çkhíkhV (Fired)” yLku “îu»k (Hate)”Lkku WÃkÞkuøk xk¤ðku
òuEyu.

6.9  Mkkhktþ (Summary)

yk ÞwrLkx{kt ykÃkýu Mkkhwt rhÍâw{ ÷¾ðk Ãkh ðÄkhu {n¥ð ykÃÞwt Au. ík{u xku¤k{kt
fuðe heíku swËkt Ãkzku yLku íku MÃkü heíku ík{u «¼kð Ãkkze þfku Aku íku þeÏÞkt. ík{Lku rhÍâw{
÷¾ðk {kxu fÞk «fkhLke {krníke sYhe Au yLku fE {krníkeLkku Mk{kðuþ rhÍâw{{kt fhðku
íku Ãký þeÏÞkt yLku MkkÚku MkkÚku rhÍâw{Lkk swËkt swËkt rð¼køkku nuX¤ {krníkeLku fuðe heíku
økkuXððe íku Ãký þeÏÞk.

6.10  çknwrðfÕÃk «&™ku   (Multiple Choise Questions)

1. Your resume is a tool with one specific purpose _________

A. To get a job.

B. To win an interview.

C. To discuss salary.

D. To

2. Which of the following should NOT be part of a resume?

_________________

A. Religious affiliation

B. Employment history

C. Contact information

D. Education

3. Which of the following is NOT a resume format? _________

___________________

A. Chronological

B. Portfolio

C. Functional

D. Combination

4. _________ The format lists your work history with dates, with

your most recent employer and job title listed first.

A. Functional

B. Combination
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C. Chronological

D. Portfolio

5. Which of the following is the safest email address style to

use on your resume? __________________

A .lovin ladies 123@emailprovider.com

B .j_smith@emailprovider.com

C .partyal lthetime@emai Iprovoder.com

D .None of these

6. Which of the following resume components is where you

should state your career goal? __________________

A. Profile

B. Objective

C. Summary

7. For a resume in the functional format, you must still include

dates of employment. __________________

A. True

B. False

8. When you are including past job titles in your Employment

History section, you should make sure they are general enough

to be understood by anyone who may read your resume.____

__________________

A. True

B. False

9. In the Education section, you should list all of your college

courses by name. __________________

A. True

B. False

10. In which section would you most likely include your bilingual

skills? __________________

A. Education
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B. Contact Information

C. Employment History

D. Additional Information

6.11 ík{khe «økrík [fkMkkuLkk W¥khku (Answer the Self Check Exercises)

(y) MðÞt «ÞíLk fhku

(çk) MðÞt «ÞíLk fhku

(f) 1. To win an interview

2. Religious affiliation

3. Portfolio

4. Chronological

5. j_smith@emailprovider.com

6. Objectives

7. False

8. True

9. False

10. Additional Information
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