S —
UGRNMULULAIR3NED

UNMITLLO QULUEASTL
<8< omp phiqni Ghph wiiphntip

Yupfy, puliwufimoul
qunnipym Glilph pbillion:, qogliltim

LOMIhULE {UAMIMFSOFL3T L
<MSS o thgmifiliph wifpfnih
naghlim, prufitumu i (i
qnmpym GGGph pkllivicomn

hLELUUELUUS-LOMISNFL I MUCSNLUETL LUTUY
YUQUBLAR {UMSh UUULY

JpohG dh pwlh mwulwdyulbph ppuwgpmd wlgitipblp qupalby ©
dhowqquyhli hwnnppuygiwli hpdGwlui (kgmGtphg hhp: <wdiwzfuwp-
hughlG Juybph wipwwliniwi htm dtljmbn wdmd L hphlg qnponiGbm-
piolpn <wjuwumwlind  dunjuyny  dhewqquyhl JuqiwhpympimGitph
phyp: LhpehGlhpu, pwljwiwpwn, w2juwmwliugd hujwpwgnplnt wpwe-
(uyhl sunhwGhplbphg G606 hwdwpmd wiqitphlh u] hdwgmpmnilp, hb-
mbwpwp” wlGlunud 66 hGpGuwikiuwgpnnpjwl b ywymnlwljuwl Guwdwl-
(bph wuwmpwd Juqinud: WhgibptGh™ wibpwdtym dwljupgpuling hbwgnm-
pimn, wowehl htipphl, GGpwnpmd L qpuynp Junuph thwpdbp mhpwwb-
wnd, Ghpunywy’ gnpdwpwp Guiwyugpnipinibp (hipGwytGuwgpnipnd,
nimbiljgnn, pnnnph, hupgtw G, fuGnpuiph L wy GuiwlyGtn):

{Lwjwmbh E, np gpuajnp funupl wytih yuyunGuwwa b, pul puwGunpp:
Ujumbn wyytih funwnpbli G606 wuwhywlynmd phpwljuwiwlwi fuinGibpp,
ndp, punbph pGupmpmbp jumwpmd E uwbih qgnyy? L duwojwo: Pwa-
Guujnp funupp Yupkh £ ult’ gqupqupubo] jud ppewubkim], dhsntin
gnpunp dwmmgyuwd junupn Gnwd L withmpoju: Qwunmh gpugbm jugqiguoe
gpuinp Junupp jwihwuqubg Yuplop © L tqdp (hwupdtp piwgmpjul wi-
pwlimbih dwul L: Cum wnd whwmp L yguwmpwd npunpnmpym0 nupd Gty
gpopjwln’ jwlmbubiny Jtwmwnmmpjul JulnGibpp, dhyn gnpowdsting
swpwhyniuwub Junnyglbpp, pwlgh wyultpy GG GwjuwnuunipmGitpp
nuninmi pdwumwihg L humwly:

Lwpy t G2ty np hpGuwytiGuwgpmpmili b wuwoymnujui Guiwly Jwg-
thm himmpymGGaph drwlnuip suwhwqulg Juwplonp B ooowGonGtph hw-
dwp, pwlgh gu mpnuijhnpbl oglbnt L Gpwlg htmwgquw w2juwmwiph
atinpptipiwli duniwlwly: 287 np gnpéowmmpl wowehli wliqui Geplyuyw-
(ind GG hGGg hGpGwytGuwgpuymbh thengm], npp wmjjuy phiypmd npujtu
wjgbpwpm £ owpwymd” unbnotym] phplu juplnp m Gplipupumb wugwe-
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UnpnipyniG: Bhpm dwnmgywd hGpGuytGuuwgqpuyulin guliywih wpfuw-
wnwlph dtnpptipdwl qpuyuyuGa k:

Muunpwd Jjuqijwo wpfuwnwlpwjhl hGplwitiGuwgnnipjnilpn wbkwnp
L Ghpyuwyuglh’ wiaGuywl mbntynmpniGGtp (personal information), Guw-
nwluwjhlG wuwywmnbp (desired employment/occupation field), wpfuwwmwG-
pwjhG thnpép (work experience), Yppnipjnilp L yopuwywumpwumdwl nuu-
nGpwglbphG dwuGwygnipnilp (education and training), himmpmGGtpp L
JupnnnipjnGGtpp (personal skills and competences), |pugnighs wntintiyni-
pyniGGtp (additional information)':

UG4Gwljwl mtntympjnGGiph Jwumd hwpuwynp t qpulgb; ghinnh
wlnilp, wqqubnmbp, hwughl, pnnp hnwhnuwhwdwplbpp  (w)uw-
wnwlpwjhl, poowjhl, mwd, npnlGg thongny gnpowwmnil hGupwynpmpjnil
yniGtGw wGdhowpwp Juwuwybtint nhinnh htw), wqqmpnilp, oGGnywaG
wnwptiphyp L utinp: OppGwy’

Personal information

Surname(s) / First name(s) Arthur Janibekyan

Address(es) 00 Toumanyan st., Yerevan, Armenia
Telephone(s) 010123456 mobile 092123456
Fax(es) 3741123456

E-mail(s) arthurjanibekyan@cv.com
Nationality(-ies) Armenian

Date of birth 02/12/77

Gender Male

UWjunbn wlwywjdwl wybwp L G4 htimwpnpppnn ww)pwnbp, pwlh np
pGytpnpmGGhpp, npuybtiu Julnb, wyfuwmwlpwjhG gnpowumipniGGtph
Giwl, hwynmwpwpmpniG GG mbinunpnd dh pwpp yuwpwnGGhiph pwthnip
wmtntiph YwuhG: Gnpowwnni@ wbwp £ wmbtntjwlw, pbh np ww)wnbhG E
hwywlGnid nhinnp.

Desired employment / Occupational field Business Consultant

«UWpuwwmwlpuyhl thnpd» GapwytinGugnph Geppn hwpyuwynp L hbnw-
nupd dudwlwjugpuyul Jupgny pywnpyty GuhuihG w)fuwwmwwmbtnbpn,
qruntgpwd  wuwpwunbp, qnpomGtnipjnilp, gnpowwmnih wljuwlnmdp U
hwughtl, dwlpwiwull), pt np nnpnhG B wguwunywimd pGybpnpnGn:
Onhlwy’

Work experience
Dates July 2006-March 2011

Occupation or position held  Sales manager

! Stiu http://lernongenglish.britishcouncil.org/en/professionals-podcasts/advice-writing-cvs
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Main activities and responsibilities - Keeping the company at the forefront

by recruiting quality staff and training them
to reach the demanded standards

- Motivating and monitoring team perfor-
mance including setting budgets/targets

- Maintaining detailed knowledge of the
company's products or services and keeping
abreast of what competitors are doing

«4ppnipjnil L ypwyuwumpwumiwl guuplpwgitin» hwnywond hwpy
L ynyhG htnmwnupd dwdwlwuwqpuywl YJuwpgny Gk pwpépugnyG
nuunudGwlwl hwunmwwmnipymGatph, hGywbu Gwl dwuGwghnwlwl npw-
Juwynpiwl nuuplpwgltph L npwlp YJwqiwytpunn pGytpnpnGGtpp

wijuwinmuiGtpp: OphGuy’

Education and training
Dates
Title of qualification awarded
Degree in

2010-2012
Master of Science
Business Administration

Principal subjects / occupational skills covered  Business Administration
Name and type of organization providing

education and training
Dates
Title of qualification awarded

ASUE
2004-2008
Bachelor of Science Marketing

Principal subjects / occupational skills covered  Marketing Strategies
Name and type of organization providing

education and training

ASUE

«KdnnipyniGGtp L JupnnmpniGGbp»y dwund Gpynd GG (hqniGbph
(Wwjptlh L omwn) L hwiwupgswjhG opwaptinh hdwgnipjnilp, hGyutu
Gwl nhinnh hwuwpwjwiwi L Juwqidwltpuyswiwl JupnnmpjnGGtpn:

OnhGuwy’

Personal skills and competences

Mother tongue(s)

Other language(s)

Russian

English

Social skills and competences

Armenian

Self-assessment

Proficient User (C1)

Independent User (B2)

I am very confident with my social skills.
As an intern,

I communicated effectively in face to face
meetings and via email, chat, or video
chat. This is a huge requirement for my
desired field of employment.
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Organisational skills These skills are important in this business.
I am very organized and for my own
personal organization I update my contact
and networking information daily. This is
very important if wanting to build online
relationships, maintaining an audience to
direct my marketing skills to.

Computer skills and competences Competent with most Microsoft Office
programs and some experience Wwith
HTML.

Additional information References available upon request.

dbtpohG hwwnywop wmbntympynGGtp £ yuwpniGwynmd Guwpuyhl w)l
gnpowwmniGtph dwuhG, nyptip Jupnn GG Gpuwpuwynpugpbp vpudwnpby
nhuinnh gnponiGtnipjul Yyepwpbnjuy:

blpGwytluwgnmpjubp Yhg Gopyuwjugymdi b Gwl wyw)wnnGwlwb
Guwdiwy, npnud hwdwpnn whwp b thwunmwpyytl nhinnh qhwbihpGtpp L
hwiwywunwubuwlG thnpép”®  hwjnwpupjwoe  wuwywnlp  qpuntiglhm
hwdwp?:

Ulyqpnud hwipy t Gt hwugbwwhpng U niqupynnh wyjwilbpp: Ltipw-
owlwln ywpniGwynu k tptip wuwpptipnipymG:

Muwpunwlwl Gwiwlyp Ghpwend E htnbyw) wnbnbynpniGGtpp
hGpGwytGuwgpnpjuwl nqpupiwl Guwwwyp, hwjnwpwpjwd wyuwpwmnlp
Jtpwpbpjw] hpwqbtdwl wnpynpp, hwdwnnn wyjwGtn Yppnipjwl, wp-
[JuwwmwlpuwyhG thnpdh L Jugqiwtpyswyul wnwidiuhwnynpmGGtpp
dwuh(: OppGwy

1) April 15, 2011

Mr. David Shakhnazaryan
Employment Manager

Natural Products Corporation

00 Teryan st. Yerevan, Armenia
shakhnazaryan@naturalproducts.com

Dear Mr. Shakhnazaryan,

From the Natural Products web site I learned about your need for a sales
representative for Kotayk region. I am very interested in this position, and
believe that my education and employment background are appropriate for the
position.

2) May 14, 2011
Employment Manager
Mr. Steve Mason

% St'u http:/lernongenglish.britishcouncil.org/en/professionals-podcasts/advice-writing-cvs
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00 Abovyan st. Yerevan, Armenia
stevemason@vt.edu

Dear Mr. Mason,

I read in the May 10th Aravot classified section of your need for a Civil
Engineer or Building Construction graduate for one of your area sites. I am
deeply convinced that I have the necessary credentials for the project.

Gnpypnpn wwppbpnipyniGnid nhinnp, gmgunptiny puwjwpwp hpwqgb-
Ynipjnil gnpowwnmnih L wuwpwmnGh yepupbpjwy, whwp & dnpdh hhdGuynpt,
pb hGynt £ hbmwppppjw o wnyjuwy wpuwwmwlpny, hGsytu £ yumpuwunynd
hn ghwnbihpGtpp, thnpdl nt hdmnipyniGG oquuwgnpoty hwlniG wyjwy Jugqg-
dubtpynpjulG pwpopmpjulG: Uw Lu uhy hGwpwynpnipmiG & wykih
wipnnowlwlnpbl Gipyuwjyugltnt utithwywl w)fuwmwlpwjhl thnpdn:
OphGwy’

1)You indicate that a requirement for the position is a track record of
success in meeting sales goals. I have done this. Prior to beginning my master’s
degree in marketing, I worked for two years as a sales representative with a
regional whole foods company. My efforts yielded success in new business
development, and my sales volume consistently met or exceeded company goals.
I would like to repeat that success in the pharmaceutical industry, using my
academic background in science and business.

Attached is a copy of my resume, which more fully details my
qualifications for the position.

2) For the last five years I have been working at various levels in the
construction industry. As indicated in my enclosed resume, I have worked as a
general laborer, and moved up to skilled carpentry work, and last summer served
as an assistant construction manager on two million dollar residential
construction project. I strongly believe that my degree, along with my years of
construction industry experience, make me an excellent candidate for your job.

Mupunniwul Gwiwyh Yyepohl wwnppbpnipjniGl pngpynud k. pGnphw-
Juuwwl funup’ Gwdwlyp Jwpnpuwm hwdwnp, pGyuybtu Gwl hbnwnupd
Jquwuh wywhnydw( nyjubGtp: OnhGwy’

1) Thank you very kindly for your consideration. I look forward to talking
with you regarding sales opportunities with Natural Products. Should you have
any questions, please contact me by e-mail or on the phone mentioned in the
resume.

Y ours sincerely,
Narine Galstyan

2) I would appreciate the opportunity to discuss the advertised position with
you, and I will contact you in a week to answer any questions you may have.
Thank you for your consideration.
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Yours sincerely,
Garik Hambardzumyan

‘Lwiwyh YtpohG dwumd qpunnmd Glp Yours Sincerely, tipt uljqpnid
G2yt E hwugtiwwmppng winilp: <wjuwnwl nhypnd Gudwyp whwup L uljuty
Dear Sir ud Dear Madam hnnuiny L wjwpwuty Yours faithfully tigputhwlhy
pwnwljwwwlygnipjudp:

Nubygnn Gwdwynd Guuwunwwhwpiwp £ oquuugnpoty htnmlgwy
pwnwlwwwlgnmp niGatnp L GwuwnwunpnGGtpp.

1) I am writing to you in response to your advertisement in the Washington
Post, dated May 13th, 2011.

2) As you can see from my enclosed resume, my experience and
accomplishments match this position’s requirements.

3) I would like to point out......(add text that is most relevant to the
position.)

4) During my 5 years with Amsted and Querns, I initiated extensive
improvements that resulted in garnering 30 more clients for the period ending....

5) I would appreciate the opportunity.... to meet with you to discuss my
qualifications for your position, OR,...to speak with you in person.

6) Please accept this letter as an expression of my interest in the position
of...

7) A copy of my resume has been enclosed for your review.

8) I believe that my skill-set matches perfectly your requirements.

9) I possess the right combination of certain skills to be an asset to your
organization.

10) I would welcome the opportunity to meet you to discuss my potential
contributions to your company.

11) I look forward....to hearing back from you....OR.....to your reply’.

Gnpowpwn Gwiwugpnipymip pugwnmy b witionjw junuwlygwlywb
puntiph L pwnwjuwwwlgnipjnGibtph oqumugnpomy: {wpl L qnpowoty
gqnuywi, gppwjhl n6hG plnpny pwntp nt wpmwhwjnnpyniGGbp: OpphGwy’
to get — to receive; thanks — to appreciate; about- reference; sorry —
unfortunately, I regret; nice — pleasant, interesting; to go back — to return;
because — due to; to ask for — to request; to ask about — to inform, to inquire; to
need — to require; enough — sufficient; now — currently, at present; I don't want —
I feel unable.

Gnpowpwn (wdwind punupwywpnipjuwl gpulnpnuip dtowglmy k
nwjwl ywunwupwli vnwlwm hwjwlwliwinpnbp: Uju hdwunny
wmtnhG GG please L thank you punwluwwwygnipjmGGtipp: OphGuy

Thank you for your consideration. Please call me in case I am shortlisted.

blpGutGuuwqpnipyniGp b yw)umnwlwb Gwdwyp widp Gopluwjwug-
(Gt JwplunpuwgnyyG hphdp GG, niunp wbwp L Juquigybl hGuwpwynphbu
gnwqbtim, hwjwuwmh nt hwyhpd, qintighy nény’ wnwyty jwy wnwwynpni-

3 Sk'u http://www.solveyourproblem.com/resume-writing/cover_letter key phrases.shtml
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pynil unbinotiny L Juwmwhbglting gnpowwmnipG, np wdkGwhwpdwp m
gulljwih wuwwmwyhgp htlg nyjw; YaGuwgpnipjul htinhGwyp Junpnn k
1hGoy:

CYCAHHA YAJIABSAH

3as. rkageopoii ,,Mnocmpanmuvlx s3v1k08”
AI'YD, xanoudam gunonocuueckux Hayx,
ooyenm

JYCHUHE APYTIOHSH

Jloyenm xagheopul ,, Mnocmpannvlx s3ei-
k08" AI'VD, kanouoam @uionrocuueckux
HayK

K eonpocy o cocmasnenuu pesome u 0en06020 nucema.- B nocienHue
JICCATUIICTHST OCHOBHBIM SI3BIKOM MEXIYHAPOJHOTO JIEIOBOrO OOIICHUS CTal
anrnuiickuii. CeroqHsIHUM pabOTHUKaM HEOOXOJMMO YCICIIHOE 3HAHUE Kak
YCTHOT'O, TaK M MUCHbMEHHOI'0 aHIJIMUCKOTO, YTO, B CBOIKO OYepe/lb, BKIIIOUACT B
cebst menoByro mepenucky. OJHUM M3 OCHOBHBIX KOMIIOHEHTOB JICJIIOBOM Tepe-
MUCKHY SIBJSIETCS] COCTABJIICHUE PE3IOME M COMTPOBOJIUTENBHBIX MuceM. [IpaBuiibHO
COCTABIICHHOEC PE3IOME OOJIErYUT HEMPOCTOW MyTh B TOWCKAX MOIXOMASIICH
paboTel. JlaHHas CTaThsl TOCBSAIICHA OCOOCHHOCTSAM HAMUCAHHS pE3OME |
COTIPOBOMTEIBHBIX MMUCEM Ha aHTJIMACKOM SI3BIKE M COJCPKHUT OOIIUEC PEKOMEH-
Janyyu MU CTpATeTuu IO HUX COCTaBJICHUIO. B cratbe IMPUBOJATCA OIMCAHUC
CTPYKTYPBbI PE3IOME U CONPOBOAUTEIIBHBIX IMUCEM, MHOT'OUMUCICHHBIC TIPUMCPHI,
00meynoTpeOuTeNnbHbIC BEIpAKEHUS, B TOM dHcle (QopMynsl oOparieHws,
3aKIIOYHUTENbHBIE (pa3bl, a TaKXKe PACIPOCTPAHCHHBIC KIHIIE, XapaKTepHbBIC
JUTS IETIOBOM TIEPETIHCKHU.

SUSSANNA CHALABYAN
Head of the Department of , Foreign

Languages” at ASUE, PhD in Phylology,
associate professor

LUSINE HARUTUNYAN

Associate Professor at the Department of
,,Foreign Languages” at ASUE,

PhD in Phylology

On the Issue of Designing CVs and Business Letters.- Over the past
decades, English has become the main language for international communi-
cation. Today employers require that their workers should have a proficient
command of the English language and advanced verbal and writing skills.
Business letter writing mostly involves designing CVs and writing letters. Good
knowledge of these soft skills provides one with the key to the labour market
and better employability opportunities. The present paper offers useful tips and
strategies on effective business writing as well as looks into the main genres,
structures and vocabulary of formal letter writing.
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