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formal application checklist   

Order of documents   

The cover sheet is optional and can act as a design feature 

General advice  

Read through job ads carefully and take notes of „must have“ and „can have“ 

requirements. Use these criteria to shape your application documents. 

Applications via email or online often require different formats. For these, however, 

thorough application documents act as a solid foundation.  

It pays off to be thorough. The most common and avoidable application mistakes are: 

1) Spelling  

2) Wrong contact person or company  

3) Unexplained gaps in your CV  

4) No customized cover letter  

5) Missing documents  

6) Unprofessional photo 

 

Do you have relatives, classmates or friends that can read over your application and who can provide constructive feedback to you? 

 
Please note: These materials were created to the best of our knowledge.  

There is no claim of accuracy and copleteness. We do not take any responsiblity for weblink content. 
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Name / name 

Straße & Hausnummer / street name & house number 

Postleitzahl / zip code 

Telefonnummer / phone number  

E-Mail / email 

 

Firma / company name 

Ansprechperson / contact person 

Straße & Hausnummer / street name & house number 

Postleitzahl / zip code 

 
Datum / date 

Bewerbung als … / application for 

 

Sehr geehrte Frau [Nachname Ansprechperson / family name contact person], 

 

[Einstieg und Einleitungssatz / introduction and opening phrase] 

bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla 
bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla 
bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla] 

 

[Kurzdarstellung des Profils / presenting your profile – strentghts and competences with examples] 

bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla 
bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla 
bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla 

 

[Bezug zum Unternehmen / link to company] 

bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla 
bla bla bla bla 

[ggf. Kenntnisse, Fremdsprachen, Referenzen, Kündigungsfristen / if applicable, further skills, 
languages, references and notice periods] 

bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla 
bla bla bla bla 

[Abschlussatz und Grußformel / closing phrase and greetings] 

Mit freundlichen Grüßen, 

Beispiel Name / name example 

Unterschrift / signature 

 

Anlagen: / attachments  
– Lebenslauf / CV 
– Zeugnisse / reports 
– Zertifikate / certificates 

 
 

formal application checklist   

Cover letter  

 

_     Sender’s address (name, address, phone number, email) 

_     Date (right-aligned) 

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

_     Subject (link to position as advertised/„Bewerbung als…“ - highlighted in bold) 

_     Salutation  

Watch out! Use „Sehr geehrte Frau (Surname) z.B. Müller“ when contact person is female and  

„Sehr geehrter Herr (Surname) z.B. Müller “ when contact person is male  

Also watch out for titles of contact person 

_     Introduction and opening phrase 

_     Presenting your profile – strenghts and competences with examples 

_     If applicable, motivation further skills, languages, references and notice periods 

_     Closing phrase and greetings 

_     Signature 

_     Attachments 

Length: 1 page. The DIN 5008 is considered a good guideline for application formalities 
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formal application checklist   

 CV  

 

_     Photograph* 

_     Personal data (first and family name, date and place of birth, complete address, phone number, 

email, family status*, nationality*)  

_     Employment history (most recent/current position first, list without gap in MM/YYYY - MM/YYYY 

format and describe tasks in bullet points) 

_     Education (university, vocational training, school, further education, internships could also be listed 

separately) 

_     Special skills (certificates, IT skills,  

languages  Native, Fluent, Conversational, Beginner, Intermediate OR A1, A2, B1, B2, C1)  

_     Interests (social commitments, hobbies, projects, awards and honorary positions 

_     Place, date, signature 

Length: 1-3 pages. The CV is your personal branding and can be designed in a short profile, functional 
or chronological form.  

* This is common in Germany, but not a must. 

 
 
 
 

https://karrierebibel.de/lebenslauf/
https://www.staufenbiel.de/magazin/bewerbung/lebenslauf/muster.html
https://www.stepstone.de/
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Important 

 

 
 
 
- Use uniform font size (Arial/Times New Roman 11/12 pt) 
- Cover letter has to be prepared individual regarding the ad. 
- Merge all relevant documents in just one PDF 
 

Do you already have a XING or LinkedIn profile? 

There you can find job ads as well. 

 

Helpful links 
 
 
https://www.stepstone.de/ 
https://www.monster.de/ 

https://www.stellenanzeigen.de/ 

https://de.indeed.com/ 

https://www.absolventa.de/ 

https://jobs.sciencecareers.org/ 

https://www.jobvector.de/ 

 

For student jobs: https://www.jobvermittlung.uni-siegen.de/ 

 
  


