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What do you expect

from today’s
session?




What Should Be Included in a Job Application?

The most important elements first: your resume, cover letter, and certificates or proof documents are the
core of your application. These are a MUST in every application and are expected.

Additionally, you can upgrate your application with a great layout, cover page, motivational letter, etc.
One note in advance: For equality reasons, a photo in your application is no longer required. Therefore, it is

not mandatory. Of course, it is not forbidden either and we would recommend you as an international
students to add one.
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Where can | find open job positions?

KARRIERE

SUDWESTFALEN

= JOBBORSE UNTERNEHMEN MEDIATHEK BLOG lg’

DAS JOB- UND AUSBILDUNGSPORTAL

* Especially for the region South Westfalia:
https://www.karriere-suedwestfalen.de/

Job Ausbiidung Duoles Studium Proktikum Studienorbeit

Homeotfice mogiich

* from the University: Jobvermittlung/Job placement for ;
students at the University of Siegen:

18.850 Stellenongebote 5.150 A

Fachinformatiker/in Job placement for students at the University of Siegen

https://www.jobvermittlung.uni-siegen.de Wi i . ﬁ I
r " ..'

vor 6 Minuten

* ingeneral HET . P
" o ' i ‘
Stepstone —

l n d eed We offer a ion hour for English: king students on Friday between 10 a.m. and 12 a.m...

Furthermore, you can attend to our daily office hours between 9 a.m. and 11:30 a.m..

We would like to invite you to visit us and raise any questions or concerns you may have about our job

Jobware plecamens v

Bundesagentur fiir Arbeit (Jobcenter) ot AV ..

» Hilfskraft (SHK) / Wi iche Hilfskraft mit + Interest free DAKA loans
Bachelorabschluss (WHB) (m/w/d) + Student loan from the KfW Bank
» SHK/ WHB (m/w/d) Kinderuni und Mittwochsakademie + Educational credit from the KfW Bank
» Aushilfe (m/w/d): Brennholz fahren + New BAf6G-rules
- Padagogische Erganzungskraft (m/w/d) in einer 0GS > Minimum wage raise starting 2017
» Tax tipps
All job offers » Housing allowance calculator

u + Regional economy
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Structure and order

Main categories

* Professional career (work experience)

e Education (Studies, school)

* Personal information (Name, Date of birth, address,
email, phone number)

e Special skills

* Interests & Hobbies

Additional information

* Social Commitment/Voluntary Work

e Professional Development (trainings, courses,
continuing education)

* Photo is optional

SABINE
MUSTERMANN

Angestrebte Position
Key Account Managerin

PERSONLICHE DATEN

Geboren: 1.1.1980 / KéIn
Familienstand: ledig

Fantasiestr. 11
12345 Beispielstadt

0123 /4567 89 0
s.mustermann@mail.de
Sabines-Blog.de

SPRACHEN
Englisch: ENEEEEEEEE
Spanisch: EEEEE

Chinesisch: EEEEEEN

MM/J3IJ — MM/IJII

MM/3JIJ — MM/JJJJ

MM/J3IJ — MM/JJIJ

AUSBILDUNG

MM/J3IJ — MM/JJIJ

MM/J3IJ — MM/JJII

MM/J3IJ — MM/JJIJ

. d
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BERUFLICHER WERDEGANG

LOREM IPSUM
Lorem ipsum dolor sit amet

- consetetur sadipscing elitr
LOREM IPSUM
Lorem ipsum dolor sit amet

- consetetur sadipscing elitr
LOREM IPSUM
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LOREM IPSUM
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maximum 2 DIN A4 pages

friendly looking professinal photo, wear a (light-
coloured) shirt, (tie & suit for some fields of work),
blouse

appealing and consistent layout (font size!!)

same structure for every paragraph, same gap size
add month and year (e.g. 03/2016 — 05/2018) for
every work experience and educational experience

order: most recent job or studies should be on top

SABINE
MUSTERMANN

Angestrebte Position
Key Account Managerin

PERSONLICHE DATEN

Geboren: 1.1.1980 / K6In
Familienstand: ledig

Fantasiestr. 11
12345 Beispielstadt

0123/4567890
s.mustermann@mail.de
Sabines-Blog.de

SPRACHEN
Englisch: ENEEEEEEEE
Spanisch: EEEER

Chinesisch: EEEEEER

MM/3IJI — MM/JIII
MM/3JJI — MM/JIII

MM/3JJI — MM/JIII

\} AUSBILDUNG

MM/3JJJ — MM/JIII
MM/3JJI — MM/JIIJ

MM/JJIJ — MM/JIII
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IMPORTANT: no gaps, every episode of your life must be
listed; if there are gaps you will most likely be asked about it
Hobbies are important to show your personality

Colours are always great, but don‘t use more than two
different colours

not more than two different fonts

same font size for every paragraph

you can use graphics to list your skills
just add the work experience that is relevant for the desired

position

SABINE
MUSTERMANN

Angestrebte Position
Key Account Managerin

PERSONLICHE DATEN

Geboren: 1.1.1980 / KdIn
Familienstand: ledig

Fantasiestr. 11
12345 Beispielstadt

0123/4567890
s.mustermann@mail.de
Sabines-Blog.de
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Ervin Acheson

Sr. Warehoise Specialist
HEG Brentweod Drive
TE5A7 Anerin, TH
F12-543-7793
e email com

Oljective

Acesponsible and competent Worchouse Lead, with over 9 yeors of experience performing a range of roles within a
varehoise, Effective sinduction, trnime, motivation, and bedestap of teans. Experienced Fork-Lift Cperator {Reach,
Electric Pallet Jack, and Crder Ficker). Proficient in the wse of standard wrarehowsang and distribution svetans.
Funenial, reliable and fiendly, with excellent interpersonal and clear communication #kills. Adaptahle, patant and able
1o keep o clenr head under pressure, Wow seeking 0 new position where these slalls e be weed and developed o their
liellest extent

Experlence
Warchowse hwventory Spedallst
052019 présend
Marmee depantinert criventory by nadndaining cvele cones in specifed dapostments.
Amalyze and repon data relative to the depaniment 1o constandly improve quality and efficicncy. Identify procesz
improvement aml make recommendations to maintain a high level of customer service.
Pariner with DCe and Stores 1o ensure all commundcation reparding inventory is acourmte and lmely
Sr. Wirchowse Cuthound Specialist
05-2015- 5-2018
Living Spaces Fumitre
Supporis Sugervisor and performs supervigor duties when supasvisor iz absent oo o of' the area.
Prowides ensousazerneat Lo beant awdnbes, nchding conuniuse adng team goal s aid wentfying ameas for new tralning o
skl cloecks.
Azsists managemert with hiting processes and new team member tmining.
Cemiduct s fesmm meetings to updole members om hest practicss md cominuing expedations.
&r, Warchowse Returns Lead! Inveniory Control Clerk
5-2012- 11-2015
Wesd Mimme
Lead the tem o eneacre thil ol key perfonnunce metrics are nchieved including unils processed per hour,
Performs cycle counts of assigned inventory lods and localions,
Mlatches recedving paperwork (packing lizta, bills of lading. irvoicea) to orders; audits paperwork for acooracy aed
completenpes and recedves prodict inte reentony.
Amalyze thir diserepaincies m et ocy, perform goof canss aralysis wd develop comective actions.

Educition
Q9-2010- 07-2012
Cavilan College - Assocdiates Degree in Business hManagement

Skills
Leadership Cirpanization
Tedn Wark Comnitwmeation
Abilicy bo Work Under Pressume Prositive Artilude
Drexigion Making, Froblem Solving
Condlict Resolwzon Srrongz Felalionsldp Boil dng
Sofbware
General Computer Knowledge Mrcrosofl Wosd
Microsoll Excel croenfl Poweryuang
Mlicrosodt Domumics AN CRM Sofwan

| g“\ﬂg//;/
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Key Account Managerin

PERSONLICHE DATEN

Geboren: 1.1.1980 / KéIn
Familienstand: ledig

Fantasiestr. 11
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0123/45 6789 0
s.mustermann@mail.de
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Tips for your CV

Vague Job Descriptions

Worst-Practice Example:
"Worked as a manager in a company.”

This description is extremely vague. It doesn’t clarify what the person did, what skills were used, or any
achievements.

Better-Practice Example:

"Managed a team of 10 employees, overseeing daily operations, and improved team efficiency by 20%
through implementing a new workflow process."

Titel der Prasentation 20. Januar 2025
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Tips for your CV

Inconsistent Formatting

Worst-Practice Example:

« One section is in bold, the next one isn't.
« Dates are listed in different formats (e.g., “2015-2019” vs “05/2016").
* Font style changes multiple times throughout the document.

Better-Practice Example:
Ensure consistency in font, size, and date formatting.

For example, use a clear, professional font like Arial or Calibri, and maintain the same font size and style
throughout the document. Keep dates in a consistent format, like “January 2019 — Present.”

Titel der Prasentation 20. Januar 2025
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Tips for your CV

Irrelevant or Excessive Personal Information

Worst-Practice Example:
"l am 25 years old, single, and like to travel."

This personal information is unnecessary and irrelevant to the job application. It can also be seen as
unprofessional.

Better-Practice Example:
Focus on professional skills and accomplishments, rather than personal details.

Titel der Prasentation 20. Januar 2025
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Tips for your CV

Overused Buzzwords and Clichés

Worst-Practice Example:
"l am a dynamic, results-driven, go-getter with a passion for working in a fast-paced environment."

This sounds generic and doesn’t provide any concrete information about your actual skills or experience.
Better-Practice Example:

"l have successfully led projects that resulted in a 15% increase in sales by developing strategic marketing
campaigns.”

Titel der Prasentation 20. Januar 2025
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Tips for your CV

Spelling and Grammar Mistakes

Worst-Practice Example:
"l am a hard worker and enjoye my time helping customers.”

Spelling mistakes make you appear careless and unprofessional.
Better-Practice Example:

Always proofread your resume, or have someone else review it for spelling and grammar errors. Ensure
sentences are clear and correct.

“ Titel der Prasentation 20. Januar 2025
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Tips for your CV

Including Unnecessary Work Experience

Worst-Practice Example:
"Cashier at a fast food restaurant (2012-2014)"

While early job experiences can show work ethic, listing every part-time job isn’t necessary if it's not
relevant to the position you're applying for.

Better-Practice Example:

Focus on relevant roles and experiences that demonstrate transferable skills for the job you're applying to.
For example, focus on project management, leadership, or specific industry experience.

Titel der Prasentation 20. Januar 2025
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Tips for your CV

Using Unprofessional Email Addresses

Worst-Practice Example:
cooldudel234@example.com

An unprofessional email address can give a negative impression to potential employers.
Better-Practice Example:

Use a professional email address such as "john.doe@example.com" or a variation with your first and last
name.

Titel der Prasentation 20. Januar 2025
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Tips for your CV

Excessive Use of Graphics or Colors

Worst-Practice Example:

 Including bright colors, unusual fonts, or too many pictures.
« Overcomplicating the design with unnecessary visuals.

Better-Practice Example:

Keep the design clean and professional. Use simple, easy-to-read fonts and limited color schemes
(preferably black, white, or subtle tones).

Titel der Prasentation 20. Januar 2025
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Tips for your CV

Using a One-Size-Fits-All Resume

Worst-Practice Example:
Submitting the same resume for different job roles without tailoring it to the specific job description.

Better-Practice Example:

Tailor your resume to match the job you’re applying for by emphasizing relevant skills, experience, and
gualifications that align with the job description.

Titel der Prasentation 20. Januar 2025
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Summary: DO’S

* individual and attractive design

* clear structure

* highlight the captions and the job titles

e describe your main tasks at the job or internship SHORTLY

(same for your Studies, you can describe your thesis SHORTLY) = use keywords
* match the design of the CV with your cover letter

* Be creative! When you have a special looking CV, it will get more attention

* CVIN GERMAN is a BIG PLUS ©

“ The Cover Letter 20. Januar 2025




Summary: DON'TS

* no Europass CV
* no full sentences 2 keep it short

* no links, just attachments as PDF files, Exception: You apply in a creative field and

want to show your website/programming skills, etc.
* No facts about your parents/family members

* Not more than 2 pages

The Cover Letter 20. Januar 2025




Templates / Examples

* https://karrierebibel.de/lebenslauf/

* https://www.canva.com/ (free Design tool)

e Word

Titel der Prasentation

karriere
bibel
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What are the advantages of a cover letter?

o Reinforces your goals and motivation

o Demonstrates initiative and additional commitment
o Special qualifications and successes become clearer
o Elaborates on important stages in your CV

o Establishes a personal connection to the recipient

o Stands out positively from the mass of applicants




Structure of a Cover Letter
(1) Letterhead -

(2) Introduction —

(3) Main part —

(4) Company reference —

(5) Further skills, languages, etc.

(6) Conclusion

(7) Greeting, signature, attachments

ey

Alina Fantasiefrau
Musterstralle 123

87654 Musterstadt
+49172354737
Alina.Fantasiefrau@web.de

Marketing Company Creative
Mrs Fiona Graham

High Street 29

03829 Musterstadt

06 November 2023

Application as a Marketing Assistant

Dear Ms Graham,

| am responding to your advertisement for a marketing assistant with fluent German language
skills. After my International Business and English studies at University College Dublin | worked
for a British clothing company.

| am a native German speaker and speak English and Spanish fluently and | am sure that these
language skills will prove an asset to Creative

| welcome the opportunity to speak with you about my qualifications and ways that | can
contribute to Creative. Thank you for your consideration and I look forward to hearing from
you.

Yours sincerely
Alina Fantasiefrau
Attachments:

- Cv
- reports

36




Cover Letter Check List

RER

NN

it I« NHEE

sender’s address (name, address, phone number, email)

receiver’s address (company name, first and family name of contact person,
address)

date (right-aligned)

subject (link to position as advertised)

salutation
Watch out! Use ,,Sehr geehrte Frau “when contact person is female
and ,,Sehr geehrter Herr “when contact person is male.

Also watch out for titles of contact person (Prof./ Dr.)

introduction and opening phrase

presenting your profile — strengths and competences with examples
Identification with company: Why do you want to work for them?
motivation, further skills, languages, references and notice periods
closing phrase and greetings

signature

attachments

Firma

Ansprechperson
StraBBe & Hausnummer
Postleitzah

Bewerbung als...

Einstieg und Einleitungssatz

Kurzdarstellung des Profils

Bezug zum Unternehmen

Name
StraRBe & Hausnummer

Postleitzahl

Telefonnummer
E-Mail

Datum

gef. Kenntnisse, Fremdsprachen, Referenzen, Kiindigungsfristen

Abschluss und GruBformel

Beispiel Name
Unterschrift

Anlagen:

- Lebenslauf
- Zeugnisse

- Zertifikate




DIN 5008 standards and rules

* * 1lecm
45cm
o Font: — -
— always use the same font in all application documents 28em, Emptanger Fema reton 18 pn | 2
— suitable fonts for applications: Times New Roman, Arial, Georgia, |, 5 Hasmmme
Helvetica, Book Antiqua, Verdana, Tahoma, Cambria
Betreffzeile
o Font size: 12 points Anrede,
o Margins:
— Top margin: 4.5 cm (without header)
— Bottom margin: 2.5 cm ‘:l"‘“'°""_°'
— Left margin: 2.5 cm -
— Right margin: 2 cm (but at least 1.5 cm)
o Line spacing: between 1 and 1.5 depending on the text length Iucm

“ The Cover Letter 20. Januar 2025



DON'TS

* Avoid addressing an incorrect contact person!

* Don’t just repeat what's already on your CV, add additional points of interest! Use the letter
to add value.

* Don't use platitudes without reference to the job
* Avoid spelling and grammatical errors
* Do not exaggerate

* Don’t use generic templates or language.

* Don’t be overly informal or too verbose.

Max. one DIN A4 page

The Cover Letter 20. Januar 2025



Professional competencies (hard skills) e.g. technical skills, Languages etc.
Personal strengths (soft skills) e.g. communication, teamwork, initiative etc.
Academic successes

Professional + private goals

Relevant experience + values

Identification with company + passion

Social commitment + social responsibility

Cover Letter design should match with the other application documents

The Cover Letter

20. Januar 2025




Start with a strong opening that grabs attention.

Show enthusiasm for the role and company.

Provide specific examples of your skills and achievements.

End with a clear call to action.

Personalize each letter: Address the hiring manager by name.

Structure: Use clear sections - introduction, body, and closing.

Highlight key achievements: Explain why you’re the best fit for the role.

Keep it concise: Aim for one page.

The Cover Letter

20. Januar 2025






Avoiding certain clichés or overused phrases

1. "I am writing to express my interest in the position."
*Why avoid it: This is a very common and overused introduction. Instead, get straight to the point and show enthusiasm or mention a specific reason you're applying.
*Better alternative: "I am excited to apply for the [position name] at [company name] because of [specific reason].”

2. "l am the perfect candidate for this job."
*Why avoid it: This phrase can sound arrogant and lacks substance. It's better to provide concrete examples of how your skills and experience align with the job.
*Better alternative: "With my experience in [specific skill or task], | believe | can contribute significantly to your team.”

3. "l am a hard worker."
*Why avoid it: While being a hard worker is important, it’s a vague statement that doesn't provide evidence of your capabilities.
*Better alternative: "I consistently meet deadlines and exceed expectations by [specific action or result].”

4. "l am looking for a new challenge."
*Why avoid it: This can sound vague and self-serving, rather than highlighting why you're a good fit for the role and company.
*Better alternative: "I’'m excited about the opportunity to [specific responsibility] at [company name] because it aligns with my career goals in [specific field].”

5. "l am very enthusiastic and eager to learn."

*Why avoid it: While enthusiasm is important, simply stating it without examples makes it sound insubstantial.
*Better alternative: "l am eager to apply my knowledge of [specific skill] and continue learning in a dynamic team environment."

“ Titel der Prasentation 20. Januar 2025
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Avoiding certain clichés or overused phrases

5. "l am very enthusiastic and eager to learn."
*Why avoid it: While enthusiasm is important, simply stating it without examples makes it sound insubstantial.
*Better alternative: "l am eager to apply my knowledge of [specific skill] and continue learning in a dynamic team environment.”

6. "l think I would be a good fit for your company."
*Why avoid it: This is too vague and doesn't provide concrete evidence of why you're a good fit.
*Better alternative: "My experience in [specific skill] and my passion for [industry] make me confident in my ability to contribute to [company name].”

7. "Please find my resume attached for your consideration."
*Why avoid it: It's redundant because employers know that the resume is attached. Instead, focus on explaining why you're a good fit for the role.
*Better alternative: "l would welcome the opportunity to discuss how my skills and experience align with the needs of your team.”

8. "l have excellent communication skills."
*Why avoid it: This is a cliché and doesn’t demonstrate how your communication skills have been applied.
*Better alternative: "l have successfully led team meetings and collaborated cross-functionally to ensure clear communication and project success.”

9. "l am confident that you will find my qualifications impressive."
*Why avoid it: It's presumptuous and doesn’t give the reader any specific reason to be impressed.
*Better alternative: "l am confident that my background in [specific skill] will allow me to make valuable contributions to your team.”

10. "l am very passionate about this job."

*Why avoid it: Passion is important but is often seen as a generic phrase without substance.
*Better alternative: "l am deeply motivated by the opportunity to [specific task or responsibility] and contribute to [company's goal]."

“ Titel der Prasentation
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Avoiding certain clichés or overused phrases

11. "I have extensive experience in [task/field]."
*Why avoid it: This can sound vague, and without backing it up with examples, it doesn’t add value to your application.
*Better alternative: "In my previous role at [company name], | developed and implemented [specific task], which resulted in [specific outcome].”

12. "l am a team player."
*Why avoid it: It's another vague statement that doesn’t show how you work with a team or the results of your teamwork.
*Better alternative: "l have successfully worked with cross-functional teams to [specific achievement], demonstrating my ability to collaborate effectively.”

13. "l am very interested in working for your company."
*Why avoid it: This is a generic phrase and doesn’t explain why you’re interested in the company.
*Better alternative: "l admire [company’s] commitment to [specific value or achievement], and I’'m excited about the opportunity to contribute to [company’s specific initiative or project].”

14. "l believe | would be a great addition to your team."

*Why avoid it: This is another statement that sounds generic and lacks proof.
*Better alternative: "My background in [specific skill] and my passion for [specific task] would allow me to make a meaningful contribution to your team."
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Tips for Writing a Strong Cover Letter:

* Focus on specific examples that demonstrate your skills and qualifications.
» Avoid overused phrases and focus on your unique strengths.

» Tailor each cover letter to the specific job you're applying for, showing that you've researched the
company and understand its needs.

» Use confident, but humble language. Instead of telling the employer you're a great fit, show them with
evidence.
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Examples for a strong opening

1. "I am excited to apply for the [Position Title] at [Company Name]. With a passion for [relevant field/industry], | am eager to bring my skills in [specific
skills or experiences] to your dynamic team.”

2. "Having followed [Company Name]'s innovative work in [industry/field], | am thrilled at the opportunity to apply for the [Position Title]. The company’s
commitment to [specific company value or initiative] aligns perfectly with my professional goals.”

3. "With [number] years of experience in [relevant field/industry], | am eager to contribute my expertise in [specific skills or accomplishments] to the
[Position Title] at [Company Name].”

4. "In response to your recent job posting for [Position Title], | am writing to express my interest. My background in [field/industry] and my skills in
[specific skills] make me a strong candidate for this role.”

5. "l was thrilled to learn about the opening for [Position Title] at [Company Name] from [referral/source]. Given my background in [field/industry], |
believe | can make a significant contribution to your team.”

6. "l am writing to express my strong interest in the [Position Title] at [Company Name]. As someone deeply passionate about [specific aspect of the
role/industry], | am drawn to the opportunity to contribute to your team.”

7. "With a proven track record in [specific skills or experiences], | am confident that | can make a valuable contribution to [Company Name] in the
[Position Title]."
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Show your possibilities to contribute the company

1. "l would love to contribute ideas for streamlining logistics processes, particularly by exploring ways to use data analytics to enhance inventory
management and operational efficiency.”

2. "l am eager to collaborate on finding innovative solutions that could help improve the efficiency of supply chain operations, such as exploring new
technologies for tracking and coordination.”

3. "l am looking forward to supporting efforts to enhance communication between departments, possibly by contributing to the development of more
effective coordination practices.”

4. "| hope to assist in developing strategies that help manage seasonal demand fluctuations by analyzing data and working on proactive planning
approaches.”

5. "l am excited about the opportunity to support sustainability initiatives, perhaps by suggesting ways to optimize delivery routes or explore greener
logistics practices.”

6. "l would like to contribute to improving the complaints management process, focusing on finding ways to enhance efficiency and customer
satisfaction.”

7. "l am keen to assist in exploring how technology can be further integrated into logistics operations, with the goal of automating routine tasks and
improving overall workflow."
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Exercise: Junior Engineer Position

Job Advertisement:

"We are seeking a recent graduate with a degree in Engineering to join our
team as a Junior Engineer. The ideal candidate will have a strong foundation
in engineering principles and be proficient with CAD software (AutoCAD,
SolidWorks). You will assist in designing, testing, and optimizing engineering
systems. No previous professional experience is required, but relevant
academic projects or internships are a plus.”

Task: Write 3 sentences for your cover letter that highlight your engineering
background, proficiency with CAD software, and your interest in gaining
hands-on experience in the field.
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Best-Practice Answer:
1."I graduated with a degree in Mechanical Engineering, where | gained solid theoretical knowledge and
hands-on experience in designing systems using CAD software such as AutoCAD and SolidWorks.”

2."As part of my final-year project, | designed and prototyped a mechanical system, which enhanced my
problem-solving skills and ability to apply engineering principles in real-world scenarios.”

3."l am excited about the opportunity to bring my academic knowledge and CAD skills to your team, and |
am eager to gain valuable hands-on experience in engineering design and optimization."
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Exercise: Graduate Trainee in HR Position

Job Advertisement:

"We are offering a Graduate Trainee position in HR for recent university
graduates. The successful candidate will have a degree in Human Resources,
Psychology, or a related field. You will be involved in recruitment, employee
relations, and HR administration. Strong communication skills and the ability
to work well with people are essential.”

Task: Write 3 sentences for your cover letter that demonstrate your academic
background in HR or related fields, communication skills, and interest in HR
functions.
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Best-Practice Answer:

1."l recently graduated with a degree in Human Resources Management, where | gained a strong
understanding of recruitment, employee relations, and HR policies.”

2."During my internship at DEF Corporation, | supported the recruitment process and helped organize
employee engagement activities, which strengthened my communication and organizational skills.”

3."l am excited to apply my academic knowledge and passion for HR to your graduate trainee program,
where | can further develop my skills and contribute to your HR team's success."
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Exercise: Graduate Analyst Position

Job Advertisement:

"We are looking for a Graduate Analyst to join our consulting team. The ideal
candidate will have a degree in Economics, Business, or a related field. Strong
analytical skills, proficiency in Excel, and a keen interest in data analysis are
essential. The role involves conducting research, analyzing data, and
preparing reports. Internship experience in a similar field is a plus.”

Task: Write 3 sentences for your cover letter that highlight your academic
background, analytical skills, and any relevant internship or research
experience.
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Best-Practice Answer:

1."With a degree in Economics, | have developed strong analytical skills and a solid understanding of data

analysis tools, including advanced Excel functions.”

2."During my internship at ABC Consulting, | assisted with market research and data analysis, contributing

to the creation of detailed client reports.”

3."l am eager to apply my academic training and analytical abilities to support your consulting team and

provide data-driven insights for your clients."
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Exercise: Junior Software Developer Position

Job Advertisement:

"We are looking for an entry-level Software Developer to join our tech team.
The successful candidate will have a degree in Computer Science or a related
field and proficiency in programming languages such as Java, Python, or C++.
You will work closely with senior developers to build and maintain software
applications. Previous internships or university projects involving
programming are a plus."

Task: Write 3 sentences for your cover letter that highlight your academic
background, any relevant programming experience, and your enthusiasm to
work with a team of developers.
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Best-Practice Answer:

1."l recently graduated with a degree in Computer Science, where | gained hands-on experience with Java,
Python, and C++ through various university projects.”

2."In my internship at XYZ Technologies, | collaborated with senior developers on coding tasks and learned

how to work efficiently within an Agile environment.”

3."l am excited to bring my academic knowledge and enthusiasm for software development to your team,
where | can continue to learn and contribute to innovative projects."
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Important Documents

Attach the following documents to your application:

e graduate diploma (of your most recent graduation e.g. School, Bachelors or Masters)
* List of achievements (if your still studying; not necessary for simple part-time jobs)
 employer’s reference(s) from previous jobs and internships

* references from professional development

* references from voluntary work

* = in chronological order, most recent first
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Certificates and Diplomas

Include Relevant Documents: Attach relevant certificates such as your degree, any additional
qualifications, language proficiency certifications, or industry-specific courses that support your
application.

Keep it Organized: If you have multiple certificates, organize them in order of importance or relevance to
the job. If possible, combine them into one PDF to avoid multiple attachments.

Translation: If your certificates are not in English or the required language, include certified translations
alongside the originals, especially if they are required for the position or company.
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Portfolio (If Applicable)

Showcase Your Work: If you're in a creative field (e.g., design, writing, marketing), a portfolio of your best
work can significantly enhance your application.

Link to Online Portfolio: If your portfolio is online, you can simply include a link in your cover letter or
resume. For physical or PDF portfolios, ensure that they are easy to navigate and include only your best

pieces.

Tailored Samples: Select samples that are relevant to the job you're applying for, showcasing your abilities
in areas that align with the position.
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References

Provide on Request: It's common to state on your resume or cover letter that references are available upon
request. If you choose to include them upfront, make sure to ask your references for permission before

listing their details.

Select Relevant References: Choose references who can speak to your skills and work ethic in relation to
the job you’re applying for. This could be professors, former employers, or internship supervisors.
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Proof of Identity or Work Eligibility (If Required)

Only if Requested: Some employers might request proof of identity or your right to work in the country.
This could be a copy of your passport or a work visa. Only include this if the employer specifically requests
it in the job posting.

Redact Sensitive Information: For documents like your passport, be mindful to redact sensitive
information, such as your passport number, unless it’s required.
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File Format and Naming

PDF Format: It's generally recommended to submit your documents in PDF format, as it preserves the
formatting and ensures your documents appear exactly as intended on any device.

Professional File Names: Name your files professionally, using your name and the document type. For
example, "JohnDoe_Resume.pdf" or "JohnDoe_ CoverlLetter.pdf." This makes it easier for the recruiter to

identify your files.

Single Document: If possible, combine all documents into one PDF (resume, cover letter, and certificates)
to make it easier for the employer to access everything in one click.
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No Unnecessary Documents

Stay Focused: Only include documents that are relevant to the job. Avoid adding unnecessary items like
irrelevant certificates, personal documents, or non-professional references.

Avoid Overloading: Too many attachments can overwhelm the recruiter. Stick to the essentials and keep

the number of files to a minimum.
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Check for Errors

Review All Documents: Before submitting, carefully proofread all your attachments to ensure they’re free
of typos, errors, or inconsistencies. A well-polished application increases your chances of standing out.

File Size: Ensure that the total file size of your attachments is not too large. Some email servers or
application portals may limit file sizes. If needed, compress your files or use a file-sharing service.
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In Summary:

* Include only relevant documents (resume, cover letter, certificates,

portfolio).

* Use a professional format (PDF), ensure correct file names, and avoid
excessive attachments.

* Make sure your attachments are error-free and well-organized for easy
access.

* Tailor the documents specifically to the job you're applying for to showcase
your qualifications and interest.
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Check out our next FIT-Events:

Feeling stressed during exam season?
Join our workshop on Friday 17.01.2025

Already visited our in this building (F-S 002)?
Stop by for a relaxing time and some good company!

Reserve your spot: Master one language level in German in just 3 weeks

with our starting from 03.03.2025 2 Forging
= International

= Talents
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