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íáñáõÃÛáõÝ: ÖÇßï Ù³ïáõóí³Í ÇÝùÝ³Ï»Ýë³·ñ³Ï³ÝÁ ó³ÝÏ³ÉÇ ³ßË³-
ï³ÝùÇ Ó»éùμ»ñÙ³Ý ·ñ³í³Ï³ÝÝ ¿:  

ä³ïß³× Ï³½Ùí³Í ³ßË³ï³Ýù³ÛÇÝ ÇÝùÝ³Ï»Ýë³·ñáõÃÛáõÝÁ å»ïù 
¿ Ý»ñÏ³Û³óÝÇ` ³ÝÓÝ³Ï³Ý ï»Õ»ÏáõÃÛáõÝÝ»ñ (personal information), Ýå³-
ï³Ï³ÛÇÝ å³ßïáÝÁ (desired employment/occupation field), ³ßË³ï³Ý-
ù³ÛÇÝ ÷áñÓÁ (work experience), ÏñÃáõÃÛáõÝÁ ¨ í»ñ³å³ïñ³ëïÙ³Ý ¹³ë-
ÁÝÃ³óÝ»ñÇÝ Ù³ëÝ³ÏóáõÃÛáõÝÁ (education and training), ÑÙïáõÃÛáõÝÝ»ñÁ ¨ 
Ï³ñáÕáõÃÛáõÝÝ»ñÁ (personal skills and competences), Éñ³óáõóÇã ï»Õ»Ïáõ-
ÃÛáõÝÝ»ñ (additional information)1:  

²ÝÓÝ³Ï³Ý ï»Õ»ÏáõÃÛáõÝÝ»ñÇ Ù³ëáõÙ Ñ³ñÏ³íáñ ¿ ·ñ³Ýó»É ¹ÇÙáÕÇ 
³ÝáõÝÁ, ³½·³ÝáõÝÁ, Ñ³ëó»Ý, μáÉáñ Ñ»é³Ëáë³Ñ³Ù³ñÝ»ñÁ (³ßË³-
ï³Ýù³ÛÇÝ, μçç³ÛÇÝ, ï³Ý, áñáÝó ÙÇçáóáí ·áñÍ³ïáõÝ ÑÝ³ñ³íáñáõÃÛáõÝ 
ÏáõÝ»Ý³ ³ÝÙÇç³μ³ñ Ï³åí»Éáõ ¹ÇÙáÕÇ Ñ»ï), ³½·áõÃÛáõÝÁ, ÍÝÝ¹Û³Ý 
ï³ñ»ÃÇíÁ ¨ ë»éÁ: úñÇÝ³Ï` 

 

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 
 

²Ûëï»Õ ³Ýå³ÛÙ³Ý å»ïù ¿ Ýß»É Ñ»ï³ùñùñáÕ å³ßïáÝÁ, ù³ÝÇ áñ 
ÁÝÏ»ñáõÃÛáõÝÝ»ñÁ, áñå»ë Ï³ÝáÝ, ³ßË³ï³Ýù³ÛÇÝ ·áñÍ³Ï³ÉáõÃÛáõÝÝ»ñÇ 
ÝÙ³Ý, Ñ³Ûï³ñ³ñáõÃÛáõÝ »Ý ï»Õ³¹ñáõÙ ÙÇ ß³ñù å³ßïáÝÝ»ñÇ Ã³÷áõñ 
ï»Õ»ñÇ Ù³ëÇÝ: ¶áñÍ³ïáõÝ å»ïù ¿ ï»Õ»Ï³Ý³, Ã» áñ å³ßïáÝÇÝ ¿ 
Ñ³í³ÏÝáõÙ ¹ÇÙáÕÁ. 

 

Desired employment / Occupational field   Business Consultant 
 

§²ßË³ï³Ýù³ÛÇÝ ÷áñÓ¦ »ÝÃ³í»ñÝ³·ñÇ Ý»ñùá Ñ³ñÏ³íáñ ¿ Ñ»ï³-
¹³ñÓ Å³Ù³Ý³Ï³·ñ³Ï³Ý Ï³ñ·áí Ãí³ñÏ»É Ý³ËÏÇÝ ³ßË³ï³ï»Õ»ñÁ, 
½μ³Õ»óñ³Í å³ßïáÝÁ, ·áñÍáõÝ»áõÃÛáõÝÁ, ·áñÍ³ïáõÇ ³Ýí³ÝáõÙÁ ¨ 
Ñ³ëó»Ý, Ù³Ýñ³Ù³ëÝ»É, Ã» áñ áÉáñïÇÝ ¿ å³ïÏ³ÝáõÙ ÁÝÏ»ñáõÃÛáõÝÁ: 
úñÇÝ³Ï` 

 

Work experience  
  
Dates  July 2006-March 2011 
 
Occupation or position held  Sales manager 

                                                 
1 î»°ë 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  

 

§ÎñÃáõÃÛáõÝ ¨ í»ñ³å³ïñ³ëïÙ³Ý ¹³ëÁÝÃ³óÝ»ñ¦ Ñ³ïí³ÍáõÙ Ñ³ñÏ 
¿ ÏñÏÇÝ Ñ»ï³¹³ñÓ Å³Ù³Ý³Ï³·ñ³Ï³Ý Ï³ñ·áí Ýß»É μ³ñÓñ³·áõÛÝ 
áõëáõÙÝ³Ï³Ý Ñ³ëï³ïáõÃÛáõÝÝ»ñÇ, ÇÝãå»ë Ý³¨ Ù³ëÝ³·Çï³Ï³Ý áñ³-
Ï³íáñÙ³Ý ¹³ëÁÝÃ³óÝ»ñÇ ¨ ¹ñ³Ýù Ï³½Ù³Ï»ñåáÕ ÁÝÏ»ñáõÃÛáõÝÝ»ñÇ 
³Ýí³ÝáõÙÝ»ñÁ: úñÇÝ³Ï` 

 
Education and training       

Dates 2010-2012 
Title of qualification awarded  Master of Science  
Degree in   Business Administration 
Principal subjects / occupational skills covered Business Administration 
Name and type of organization providing  
education and training                                             ASUE 
Dates  2004-2008 
Title of qualification awarded     Bachelor of Science Marketing 
Principal subjects / occupational skills covered  Marketing Strategies  
Name and type of organization providing  
education and training                                             ASUE    

 
§ÐÙïáõÃÛáõÝÝ»ñ ¨ Ï³ñáÕáõÃÛáõÝÝ»ñ¦ Ù³ëáõÙ ÝßíáõÙ »Ý É»½áõÝ»ñÇ 

(Ù³Ûñ»ÝÇ ¨ ûï³ñ) ¨ Ñ³Ù³Ï³ñ·ã³ÛÇÝ Íñ³·ñ»ñÇ ÇÙ³óáõÃÛáõÝÁ, ÇÝãå»ë 
Ý³¨ ¹ÇÙáÕÇ Ñ³ë³ñ³Ï³Ï³Ý ¨ Ï³½Ù³Ï»ñåã³Ï³Ý Ï³ñáÕáõÃÛáõÝÝ»ñÁ: 
úñÇÝ³Ï` 

 
Personal skills and competences      
Mother tongue(s) Armenian 
Other language(s) Self-assessment     
Russian  Proficient User (C1) 
English  Independent User (B2) 
Social skills and competences 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 witÑ most Microsoft Office 
programs and some experience with 
HTML. 

Additional information   References available upon request. 
 
ì»ñçÇÝ Ñ³ïí³ÍÁ ï»Õ»ÏáõÃÛáõÝÝ»ñ ¿ å³ñáõÝ³ÏáõÙ Ý³ËÏÇÝ ³ÛÝ 

·áñÍ³ïáõÝ»ñÇ Ù³ëÇÝ, áíù»ñ Ï³ñáÕ »Ý »ñ³ßË³íáñ³·ñ»ñ ïñ³Ù³¹ñ»É 
¹ÇÙáÕÇ ·áñÍáõÝ»áõÃÛ³Ý í»ñ³μ»ñÛ³É: 

ÆÝùÝ³Ï»Ýë³·ñáõÃÛ³ÝÁ ÏÇó Ý»ñÏ³Û³óíáõÙ ¿ Ý³¨ å³ßïáÝ³Ï³Ý 
Ý³Ù³Ï, áñáõÙ Ñ³Ù³éáï å»ïù ¿ ÷³ëï³ñÏí»Ý ¹ÇÙáÕÇ ·Çï»ÉÇùÝ»ñÁ ¨ 
Ñ³Ù³å³ï³ëË³Ý ÷áñÓÁ` Ñ³Ûï³ñ³ñí³Í å³ßïáÝÁ ½μ³Õ»óÝ»Éáõ 
Ñ³Ù³ñ2:  

êÏ½μáõÙ Ñ³ñÏ ¿ Ýß»É Ñ³ëó»³ïÇñáç ¨ áõÕ³ñÏáÕÇ ïíÛ³ÉÝ»ñÁ: Ü»ñ³-
Í³Ï³ÝÁ å³ñáõÝ³ÏáõÙ ¿ »ñ»ù å³ñμ»ñáõÃÛáõÝ: 

ä³ßïáÝ³Ï³Ý Ý³Ù³ÏÁ Ý»ñ³éáõÙ ¿ Ñ»ï¨Û³É ï»Õ»ÏáõÃÛáõÝÝ»ñÁ` 
ÇÝùÝ³Ï»Ýë³·ñáõÃÛ³Ý áõÕ³ñÏÙ³Ý Ýå³ï³ÏÁ, Ñ³Ûï³ñ³ñí³Í å³ßïáÝÇ 
í»ñ³μ»ñÛ³É Çñ³½»ÏÙ³Ý ³ÕμÛáõñÁ, Ñ³Ù³éáï ïíÛ³ÉÝ»ñ ÏñÃáõÃÛ³Ý, ³ß-
Ë³ï³Ýù³ÛÇÝ ÷áñÓÇ ¨ Ï³½Ù³Ï»ñåã³Ï³Ý ³é³ÝÓÝ³Ñ³ïÏáõÃÛáõÝÝ»ñÇ 
Ù³ëÇÝ: úñÇÝ³Ï` 

 

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 

                                                 
2 î»°ë 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. 

ºñÏñáñ¹ å³ñμ»ñáõÃÛáõÝáõÙ ¹ÇÙáÕÁ, óáõó³¹ñ»Éáí μ³í³ñ³ñ Çñ³½»-
ÏáõÃÛáõÝ ·áñÍ³ïáõÇ ¨ å³ßïáÝÇ í»ñ³μ»ñÛ³É, å»ïù ¿ ÓáñÓÇ ÑÇÙÝ³íáñ»É, 
Ã» ÇÝãáõ ¿ Ñ»ï³ùñùñí³Í ïíÛ³É ³ßË³ï³Ýùáí, ÇÝãå»ë ¿ å³ïñ³ëïíáõÙ 
Çñ ·Çï»ÉÇùÝ»ñÁ, ÷áñÓÝ áõ ÑÙïáõÃÛáõÝÝ û·ï³·áñÍ»É Ñ³ÝáõÝ ïíÛ³É Ï³½-
Ù³Ï»ñåáõÃÛ³Ý μ³ñûñáõÃÛ³Ý: ê³ ¨ë Ù»Ï ÑÝ³ñ³íáñáõÃÛáõÝ ¿` ³í»ÉÇ 
³ÙμáÕç³Ï³Ýáñ»Ý Ý»ñÏ³Û³óÝ»Éáõ ë»÷³Ï³Ý ³ßË³ï³Ýù³ÛÇÝ ÷áñÓÁ: 
úñÇÝ³Ï`  

 

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. 

 

ä³ßïáÝ³Ï³Ý Ý³Ù³ÏÇ í»ñçÇÝ å³ñμ»ñáõÃÛáõÝÝ ÁÝ¹·ñÏáõÙ ¿ ßÝáñÑ³-
Ï³É³Ï³Ý Ëáëù` Ý³Ù³ÏÁ Ï³ñ¹³Éáõ Ñ³Ù³ñ, ÇÝãå»ë Ý³¨ Ñ»ï³¹³ñÓ 
Ï³åÇ ³å³ÑáíÙ³Ý ïíÛ³ÉÝ»ñ: úñÇÝ³Ï` 

 

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. 

 

Yours 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 
 

Ü³Ù³ÏÇ í»ñçÇÝ Ù³ëáõÙ ·ñ³éáõÙ »Ýù Yours Sincerely, »Ã» ëÏ½μáõÙ 
Ýßí»É ¿ Ñ³ëó»³ïÇñáç ³ÝáõÝÁ: Ð³Ï³é³Ï ¹»åùáõÙ Ý³Ù³ÏÁ å»ïù ¿ ëÏë»É 
Dear Sir Ï³Ù Dear Madam ÑÕáõÙáí ¨ ³í³ñï»É Yours faithfully »½ñ³÷³ÏÇã 
μ³é³Ï³å³ÏóáõÃÛ³Ùμ: 

àõÕ»ÏóáÕ Ý³Ù³ÏáõÙ Ýå³ï³Ï³Ñ³ñÙ³ñ ¿ û·ï³·áñÍ»É Ñ»ï¨Û³É 
μ³é³Ï³å³ÏóáõÃÛáõÝÝ»ñÁ ¨ Ý³Ë³¹³ëáõÃÛáõÝÝ»ñÁ. 

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 reply3.  
 

¶áñÍ³ñ³ñ Ý³Ù³Ï³·ñáõÃÛáõÝÁ μ³ó³éáõÙ ¿ ³Ù»ÝûñÛ³ Ëáë³Ïó³Ï³Ý 
μ³é»ñÇ ¨ μ³é³Ï³å³ÏóáõÃÛáõÝÝ»ñÇ û·ï³·áñÍáõÙ: Ð³ñÏ ¿ ·áñÍ³Í»É 
·ñ³Ï³Ý, ·ñù³ÛÇÝ á×ÇÝ μÝáñáß μ³é»ñ áõ ³ñï³Ñ³ÛïáõÃÛáõÝÝ»ñ: úñÇÝ³Ï` 
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. 

¶áñÍ³ñ³ñ Ý³Ù³ÏáõÙ ù³Õ³ù³í³ñáõÃÛ³Ý ¹ñë¨áñáõÙÁ Ù»Í³óÝáõÙ ¿ 
¹ñ³Ï³Ý å³ï³ëË³Ý ëï³Ý³Éáõ Ñ³í³Ý³Ï³ÝáõÃÛáõÝÁ: ²Ûë ÇÙ³ëïáí 
ï»ÕÇÝ »Ý please ¨ thank you μ³é³Ï³å³ÏóáõÃÛáõÝÝ»ñÁ: úñÇÝ³Ï`  

Thank you for your consideration. Please call me in case I am shortlisted. 
ÆÝùÝ³Ï»Ýë³·ñáõÃÛáõÝÁ ¨ å³ßïáÝ³Ï³Ý Ý³Ù³ÏÁ ³ÝÓÁ Ý»ñÏ³Û³ó-

Ý»Éáõ Ï³ñ¨áñ³·áõÛÝ ÑÇÙù »Ý, áõëïÇ å»ïù ¿ Ï³½Ùí»Ý ÑÝ³ñ³íáñÇÝë 
·ñ³·»ï, Ñ³í³ëïÇ áõ Ñ³ÏÇñ×, ·»Õ»óÇÏ á×áí` ³é³í»É É³í ïå³íáñáõ-

                                                 
3 î»°ë http://www.solveyourproblem.com/resume-writing/cover_letter_key_phrases.shtml 
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ÃÛáõÝ ëï»ÕÍ»Éáí ¨ íëï³Ñ»óÝ»Éáí ·áñÍ³ïáõÇÝ, áñ ³Ù»Ý³Ñ³ñÙ³ñ áõ 
ó³ÝÏ³ÉÇ ³ßË³ï³ÏÇóÁ Ñ»Ýó ïíÛ³É Ï»Ýë³·ñáõÃÛ³Ý Ñ»ÕÇÝ³ÏÁ Ï³ñáÕ ¿ 
ÉÇÝ»É: 

 
СУСАННА ЧАЛАБЯН 
Зав. кафедрой ,,Иностранных языков” 
АГУЭ, кандидат филологических наук, 
доцент 
 

ЛУСИНЕ АРУТЮНЯН 
Доцент кафедры ,,Иностранных язы-
ков” АГУЭ, кандидат филологических 
наук 

 

 К вопросу о составлении резюме и делового письма.- В последние 
десятилетия основным языком международного делового общения стал 
английский. Сегодняшним работникам необходимо успешное знание как 
устного, так и письменного английского, что, в свою очередь, включает в 
себя деловую переписку. Одним из основных компонентов деловой пере-
писки является составление резюме и сопроводительных писем. Правильно 
составленное резюме облегчит непростой путь в поисках подходящей 
работы. Данная статья посвящена особенностям написания резюме и 
сопроводительных писем на английском языке и содержит общие рекомен-
дации и стратегии по их составлению. В статье приводятся описание 
структуры резюме и сопроводительных писем, многочисленные примеры, 
общеупотребительные выражения, в том числе формулы обращения, 
заключительные фразы, а также распространенные клише, характерные 
для деловой переписки. 

 

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. 


