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Application Strategies- Introduction
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“Personality is not formed through talking, but hard work
and accomplishment.

— Albert Einstein
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Application Strategies- Preparation
An Application Strategy Includes 4 Phases

nt
App\'\cat\on for Employme

l. Define aims and motivation o S

asa ot us ¥

Il. Define the framework conditions

1. Job Research

V. Compile the application documents
(V. Prepare the job interview)
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Application Strategies- Preparation
The Framework Conditions- What Are My Skills & What Do | Want?

Occupational Area and Field

» Before deciding for a particular company, define your occupational area and
which opportunities it offers

Framework Conditions

= Decide the time-, location-, and financial conditions of your required
position

= Collect information on different positions/branches and compare with your
requirement-profile

» Use personal/direct contacts as an advantage !
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Application Strategies- Preparation
What Are My Unique Characteristics? What Am | Looking For?

» Justlike a product, create and communicate your own brand

» To be convincing, tailor your skills in accordance with your
desired future position/sector

Can you name 5 of your strongest skills?

Can you give 3 arguments why an employer should decide for you
(and nobody else)?

Can you precisely describe your desired position and why you are
the optimal fit for it?
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Application Strategies- Research
The Research-Which Sources Are Available?

= Personal relations and networks > @TTE R%our _jF—'_CARE;
» Employment sites >
= Job ads on company website (,,Career-Link) B ONSTE R 2 StepStong

= Social Media Channels

— _—

72 Bundesagentur fir Arbeit Language Engish _|[Change] Home | Contact | Terms and condtions of use | Privacy

= Agentur fur Arbeit

v

J O B B O R S % 2,163,335 Applicant profiles 1,634,477 Jobs 371,657 Apprenticeships As of:May7, 2019

» Professional Associations
» Handbooks (e.g. Deutschlands 100 Top-Arbeitgeber)

= Newspapers and professional periodicals

v

ZEIT#35:ONLINE Stellenmarkt

» Recruiting fairs

= Headhunters


https://www.hs-anhalt.de/international/alles-zum-aufenthalt/finanzierung-und-arbeiten/arbeiten-und-praktika/fitter4yourcareer-1.html
https://www.monster.de/
https://www.stepstone.de/
https://jobboerse.arbeitsagentur.de/vamJB/startseite.html?aa=1&m=1&kgr=as&vorschlagsfunktionaktiv=true
https://jobs.zeit.de/
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Application Strategies- Preparation
The Research- Which Channel Do Companies Prefer?
~0

= Companies prefer the available
own channels (automated forms); GENUTZTE .
faster data processing BEWERBUNGSKANALE
e

= Therelevance of the classic p—
paper-based application is SUCHERDE
continuously diminishing

BEVORZUGTER

BEWERBUNGSKANAL

. )G A

= Active applications (Email, Job e—
Ad) are more successful than |
passive ones (e.g. LinkedIn) Concentrate on the preferred L Y
methods (requires individualization)!
No general statements/cover letters
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Application Strategies- Preparation

The Core Elements- Which Mistakes to Avoid? . x
Aussagekraftiger Unprqfessionelle =
= Sending too many files -your application Betned sk
should consist of one Email with one PDF
attachment. Do not attach certificates, Do I s IR W

Format Anprechpartner

pictures and other documents individually
(exception: Portfolio)

VERSUS

DON'TS

BEWERBUNG PER E-MAIL

Vollstandige Zu grof3er
Kontaktdaten Dateianhang

= Forgetting the “Subject Line” without a
subject the HR-manager cannot categorize
the Email, which complicates his work and
exacerbates the firstimpression

Uberzeugende Fehler im E-Mail Text
Bewerbung
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Application Strategies- Email Application
The Core Elements- Which Mistakes to Avoid?

Not adhering to professional etiquette

Even if you are writing an email, each message is a proof
of your professionalism. No smileys, abbreviations, or
constant lower cases

Forgetting the attachment

The most embarrassing thing always happens at the end: not sending an
attachment! Double-check your attachments before pressing ,,Send“
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Application Strategies- Designing a LinkedIn-Profile /

Your Business Card on the Internet ——
ool

» Understand the importance of having a LinkedIn-Profile

Profile-Slogan e e

Choose a short but on-the-spot text describing

your strengths and most prominent skills T

Picture
Chose a professional and sympathetic picture.
No selfies!

» Stephan Kof3
# Social ia richtig nutzen!

# Hannove d Umgebung, Deutschland | Management-Beratung

Profile URL

LinkedIn offers the possibility to edit your profile-
URL to improve its readability! Mention it in
personal details on CV
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Application Strategies- Designing a LinkedIn-Profile
Your Business Card on the Internet Liﬂk&dm

Currency

Pay particular attention to the currency and completeness of the
information. There is nothing worse than an outdated profile.

Activeness

HR-managers pay attention to how active you are on a network.
Participate in discussions and join different groups in your
professional field. In German-speaking areas
Xing is more popular
(same principle)




| The International Office- Career Service HOCHSCHULE
ANHALT University
of Applied Sciences

Application Strategies- Designing a LinkedIn-Profile
Your Business Card on the Internet

Linked [T} XING’

Basic Premium Basic Premium
No. of Search Criteria 9 13 1 12
Max. Display of searchresults 200 1000 10 300
Writing to “Non-Contacts” X v X v
Sending messages with attachments v v X v
View “Contact Request” Unlimited Unlimited 1 Unlimited
Searchin messages v v X v
Embedding Youtube videos v v X v
View “Visitors to profile” 4 Unlimited X Unlimited
Backgroundpicture v v X X
Job Search Requests Unlimited Unlimited X X
Advertising the profile v v X v
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Application Strategies- The Job Advertisement
Analysing and Correctly Reading - What‘s Part of It?

The expected requirements

education, agg, professional experience, The description of the vacant
further education, personal .
position

competencies: e.g. team skills
\ job-title, future tasks,

development opportunities etc.

werstiitzung bei der Ersteliu

Abgeschiossenes Hochschulstudium
oder eines artverwandten Studiengs,

Jindestens 5 Jahre Berufserfahy
< im Projektmanagement

!

Contact information of the company
address and contact person
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Application Strategies- The Job Advertisement
Analysing and Correctly Reading - What‘s Part of It?

The Ad-Text .
The Size and Placement of the Job-Ad

= Must-Qualifications- If you do not

possess these skills, don‘t apply = Thebiggerand more elaborate the ad,

the more important is the position to
the company. They seek attention

= Can-Qualifications- Skills you should
have, that increase your chances of

getting accepted = However, a matching level of

professionalism is expected by
prospective candidates

= Secret giveaway-sentences- a
company that expects ,resilience”
usually features a strict work
environment

= Companies pay money to offer their
positions on these portals



| The International Office- Career Service HOCHSCHULE
ANHALT University

of Applied Sciences

Application Strategies- The Job Advertisement
Analysing and Correctly Reading - What‘s Part of It?

The Platitude-Factor The Contact Information
» Besuspicious when » Aserious ad always contains
encountering ads that \ a (verifiable) Email address

are too good to be true

*=  You will not alwaysfind a
contact person (butin most
cases); companies refrain
from providing a specific
contact if they expect a
large number of applicants

» They are often: vague,
promise “interesting tasks*
» challenging opportunities®
and offer ,,“above-average
salaries”

= Often by temporary
employment agencies = Never forget the Ad-ID!
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Application Strategies- The Job Advertisement
Analysing and Correctly Reading - Special Phrases

In recent years a code developed, describing the
position/expected applicant without actually being too specific

Because there is a high fluctuation
in the company you can be
promoted comparatively quickly, if
you persevere. However, the risk of
failureis just as high.

»Good Development Opportunities

v

Because the company is growing
too fast, the expansion of
infrastructure /hierarchy can‘t
keep up. Chaosiis likely.

v

»,Dynamic Company*
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Application Strategies- The Job Advertisement
Analysing and Correctly Reading - Special Phrases

You are quickly involved in decisions
but are also responsible for the
consequences. Can be a promising
challenge.

v

,Flat Hierarchies*

Since the company is constantly
introducing new products to the market,
you are required to have a very creative
sInnovative Company* *mind to be accepted. You are expected to
be a trouble shooter, as there constantly
are unexpected obstacles.
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Application Strategies- The Job Advertisement
Analysing and Correctly Reading - Special Phrases

,Market Leader*

|

There are often less market leaders than claimed by job
advertisements. If the company makes that claimin a very
small and narrowly-defined market, better refrain from an

application.

Asyour job is constantly changing, you are
expected to permanently learn new things
to keep up with the work.

»Further-Training
Opportunities*

v
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Application Strategies- The Job Advertisement
Analysing and Correctly Reading - Example Design

Fressnius Madical Care

Design Quality Assurance Expert (m/w/d)

= raescmus

v Rt Schweinfurt = Permanentcontract (& Full Time, Home office possible
© Published: 4 days ago
Show salary

Fresenius Medical Care is the world's leading provider of products and services for individuals » Ensure that all design control deliverables comply with applicable regulatory

with renal diseases. As a global health care company, we have a special goal: provide the best requirements and design controls S0Ps

possible care. Join us to improve the quality of life for a growing number of patients around » Provides input and guidance to design and development and design changes and take
the world and be a vital part of our team. accountability for quality compliance as a member of the cross-functional project team
#careerswithapurpose at Fresenius representing Design Quality

Ower 300,000 people across the globe work at Fresenius to provide better ever medicine for » Review and approve all product development and change management projects

ever more pecple. Our independent business segments Fresenius Medical Care, Fresenius compliance with Fresenius Quality Management System / SOP requirements by

Kabi, Fresenius Helios and Fresenius Vamed offer a wide spectrum of products and services in
the health sector. We offer you the opportunity to make a difference with your career —and
to become part of our impressive growth story.

» Review and approval of design control documentation
» Design Review, Phase Exit Review and Milestone approval

Fresenius Medical Care — Creating a future worth living. For patients. Worldwide. Every day. - Sample review of design control documentation during project execution

More than four decades of experience in dialysis, innovative research, the global leader in » Independent compliance check through regular corporate audits
dialysis services and products —that is Fresenius Medical Care. » Creation and monitoring of compliance metrics of design controls in development and
The Design Quality Assurance Expert (m/w/d) will be responsible to ensure the quality of design change activities

design control activities for Active Medical Devices, supporting the project design and
development to correctly realizing product development processes and complying with all
specific requirements and applicable standards.
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Application Strategies- The Job Advertisement
Analysing and Correctly Reading - Example Design

Your profile Our offer to you

Thereis a lot for you to discover at Fresenius, because we have a lot to offer. Mo matterin

» Successfully completed university degree in a technical or scientific field, such as medical o ) . )
which field you are an expert (m/f/d}) and how much experience you bring with you - for your

technology . . .
» Several years of professional experience in research and development, regulatory affairs professional future with meaning:
or quality management for medical devices or pharmaceuticals + The opportunity to work on a mobile basis, individually in consultation with your manager
» Advanced knowledge of medical device regulations (NMPA regulation, MDD 93/42/EEC, % Whether in front of or behind the scenes - you will help to make better and better =
MDR 745/2017, MDSAF etc ) s MEgicine available to more and more people around the world H
. . . .IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII'
* Advanced knowledge of applicable quality management and of risk management = = Individual opportunities for self-determined career planning and professional .
standards (e. g. ISO13485, SO14971, ICH Q10, EU GMF, FDA 21 CDR §820.250, etc.) E development E
» e !{pﬁ'fllzg.gﬁ.?t'.Ciu‘f.f‘.m.e:cb?g?qu:". "EssEEEEEssEEEEEEssEEEEEEssEEEEEssEEEEEEEEEEEE » A corporate culture in which there is encugh room for innovative thinking - to find the
= » Excellent presentation and communication skills (fluent written and spoken English skills, = best, not the fastest, solution together
H GermﬂnisanEduantagej.highengagemenlonachievingthetar_getsandc-nthe : :------'--------------'----.------------.------.-------------.------------------.------_
“n- c:b|ectwes mu:lependentwcrkmg s.trlzét.u.r.e. frEmmmmmmTmmsmsmRmsassmnmnansnmnnnaes = » Alarge number of committed people with a wide range of skills, talents and experience ]
+ IT skills in standard applications (especially MS Office). PDM Systems as PTC Windchil, E » The benefits of a successful global corporation with the collegial culture of a medium- E
QTRAK :  sized company :
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Application Strategies- The Job Advertisement
Analysing and Correctly Reading - Example Design

Junior UX/UIl Designer Q

f/m/d, Berlin

CUSTOMER
ALLIANCE

and improve existing ones, always keeping a user centric design thinking in mind.

our responsibilities:

e Design screen for our product including Dashboard, analysis pages, setting pages,
etc.0

e Utilise your skills in UX & Ul: communicate your design vision in the form of
high-fidelity wireframes/prototypes and/or user flows as neededO
e |Iterate and improve existing features and create new onesl
e Use our existing design guidelines to keep consistency within the product when
\ LGreating new wireframest | i iiirirerre e aas
e : Work together with our UX and IT team on the realization of features, discussing :
\E possible implementation options and finding ideal solutionsO
e : Bring new ideas that will have a positive meaningful impact on our product
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Application Strategies- The Job Advertisement
Analysing and Correctly Reading - Example Design

e Graduate degree in a design related field (UX/UIl Design, Visual Communication,
Interaction Design or similar focus)

e Existing experience with UX/UI Design processes in a work place

e Passion for usability and user experience, beautiful interactions and the latest digital

NG5 e L = LI = AT L .
: o Strong portfolio, showcasing your design personality, your approach and .
R eee SNTNUSIASITLIS ATDUST L s isscessserrensrrrrmnssrnsnnsssernnnsnsernnnnnnet

™ - o Ability to work on several projects and adapt in an agile working environment =

e An international team and great atmosphere with regular events such as Friday

e Private company pension plan

CA Customer Alliance GmbH Ullsteinstr. 130 Turm B
Q CUSTOMER info@customer-allignce.com 12109 Berlin, Deutschland 1/72
ALLIANCE s critomeraliance cotn +49 (0)30 / 76 28 90 00
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Application Strategies- The Job Advertisement
Analysing and Correctly Reading - Example Design

Structured on-boarding plan with your own buddy to support your daily workflow =
Regular feedback meetings .
"Up to 30°days of vacation, earning 1 additional vacation day each year
One sabbatical month after each year of employment

After 2 years Master Card with a credit

Free gym membership and great cooperations with different partners for employee
discounts
:'d' " YAy Edd AN ShTBAAERE U 1.00U¥ a1 [SB-TRIated tdihing 1aftet"s MARtAS B """ """

employment) E

/|
We look forward to receiving your application here.

AEEEEEER
enmnmnnw

About us

Founded in 2009 in Berlin, thousands of independent and chain hotels worldwide
work with Customer Alliance's 90+ employees to manage and improve their
online reputations and increase revenue.

Within one industry-leading solution businesses in the hospitality sector collect,
distribute, and analyze their customer reviews from across the web, giving them a
competitive insight into their performance. Businesses now have the ability to
better understand their customers and boost their revenue.

For more information, please check out our video at: hitp//voutu.be/oAuUhTNhp2KY

We ¢ what we do!
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How to Apply Online

Watch Video : Applying Online and Getting an Interview

https://www.youtube.com/watch?v=W-2f5UKQdJO



https://www.youtube.com/watch?v=W-2f5UKQdJ0
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Using the Initiative Application to Achieve your Goal Faster

Initiative # Blind

Application without a specific job offer

* You are however aware of a contact person at the desired company

= Contains a personal address NOT the general form

b

» Applying for a specific job/positionin a company without knowing

ifitis vacant
= Allthe more important to shine with your personality, motivation Ll .
and interest for the company and job THING WITHOUT

BEING TOLD

= Aim: beinginvited to a personalinterview
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Advantages & Disadvantages

/ Advantages \ / x\l Disadvantages \

Q No direct competition ™\ Application may land on the

without specific job-ad wrong person’s desk

O Personal skill-profile is not Personal skill-profile is not
Y. being looked for Y. being looked for

Independent selection of Independent selection of
required qualifications required qualifications

Uncertainty about when an Uncertainty about when an
J/ application is successful / application is successful

Even when rejected, there is

O Increased research effort
still a chance in the futy \ /
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Application Strategies- Avoiding Common Mistakes

Three Things Not to Do on a Friday

* |ngeneral, Friday is an unfavourable day to submit esp. initiative applications

- *-1%;11‘.}__{:_7}__: i
—_—
Sonntag Montag Dienstag Mittwoch Donnerstag Freitag Samstag

Bewerbungseingang

Bewerbungerfolg
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Application Strategies- Avoiding Common Mistakes
Three Things Not to Do on a Friday

Job Research

Telephonic Initiative

Lots of companies publish new job offers Application

on Monday and Thursday. The optimal
time for research is therefore
Monday/Thursday-evening.

Telephonic applications are
in general rather sketchy.
They can be interpreted as
intrusive, particularly on
Fridays when everyone is
busy closing important
tasks before the weekend.

Inquiries About Status

Refrain from repeated inquiries about the
status of your application (comes off as
pushy/ needy) Moreover, you will likely not
reach somebody who can answer in detail
on a Friday.
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Application Strategies- What Do HR-Managers Pay Attention to?
Do not sabotage your own chances

» HR-people only take a very limited amount of time to review each application

» Therefore, the essential information needs to be put prominently:

>

>
>
>
>

Applicant‘s name

Current job/position

Previous job/position with job title
The time period of previous jobs

Start-and end-date of the current job and your education

4

Monday morningin the HR-
Department: The manager notices a
large pile of applications on his desk.
He takes the first 20 of them and
throws them in the bin. “These
people have bad luck! We have no use
for unlucky people in this company!”

Most important s the first impression (preliminary
decision is usually made within seconds)
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Application Strategies- What Do HR-Managers Pay Attention to?
Do not sabotage your own chances

Hindrances for your applicationinclude:

Anteil der Personal-
verantwortlichen die...

Social-Media activity can actually affect your career negatively s

(iber Bewerber informieren.

46%

Information, that point to a contradiction with your CV @

Harsh and/or discriminating comments

..schon einmal Bewerber

. e wegen Informationen in
Depiction of alcohol or drug usage Sozialen Netzwerken
nicht eingestellt/
oy . eingeladen haben.
Statements on your political views

Numerous spelling mistakes in comments and posts

$

Try to use social media sparingly. Absolutely review your
privacy settings (e.g. no public pictures on Facebook and
Instagram); do not accept all friend requests blindly.
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How Does the Application Procedure Work?- Overview

7.
1.
= Application documents (cover letter,
Preparation of CV, certificates, mark overview)
Application » LinkedIn/Xing Profile 6.2
= Research job advertisements i 1 Invitation Personal
| Rejection :<' - il
I
! 2. e 1 = Introduce yourself
. = Research the company beforehand
Sending * Email ' = Expect questions
Application to * Form on website = You are not the only applicant!
Company = Complete documents! 6.1
a 5 Assessment Centre/
) i’ Applicant-Test
3. Acceptance »(  Pre-Interview = Telephone = Skill’knowledge test
v = Skype » Together with other applicants

Company Receives = Bewell prepared = Qualification under pressure/stress

y s Review of documents
Application ~

I
|
|
! = 1stimpression counts
|
|
|
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Application Documents- Introduction

F ITTE R4YOUFI f-rCAFIEER a
Kick start your Career

The Anhalt University of Applied Science helps you to gain essential skills and resources for
your future life in Germany. We offer workshops, coaching, and a professional network to start
your local STEM-career and life in Saxony-Anhalt.

Workshops

Are you struggling with your job application?
Don‘tworry, we have a practical solutien for
you. Just visit our workshops to acquire all the
necessary skills and information for a success-
ful job application.

ANHALTspunkt.Karriere

The jJob platform Is your next step In finding
an Internship position, a working student
Job, or a full-time Job In the STEM-Industry.
Together with diverse events that prepare
you for your future career.

Key skills

‘We support you In collecting key skllls for
your studies through Interactive workshops.
Toplcs Include presentation and learning
techniques, teamwork, and academlc wri-
ting to boost your academic success.

g Bundesministerium

fir Bl

und Farschung DAAD

HOCHSCHULE
ANHALT University
of Applied Sciences

Networking

connecting with local STEM-companies im-
proves your chances of getting hired. That
Is why the unlversity offers events and ex-
cursions 1o get In touch with your future
emplayer.

German Classes

Do you want to settle down in Germany?
Then jeln our Intensive German classes to
level up your language skills! When you
rnaster the B level, you are getting one
step closer to your permanent resldence
permit.

Do you want to check out our workshops
and events? Then feel free to scan the
QR code and write us!

Sur E-mall:
fitterghs-arhaltde

Intsrmational offics

Ewirrn Academis Exchangs Servica

room 015 bullding o3
Bermburger Sir. 55
om3ss Kithen
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Application Documents The Job Advertisement
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“Until 1 start getting a paycheck, these are the
nicest clothes I have for a job interview,”

»Successfulis only he, who does something while
waiting for success.*

- Thomas Edison
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Application Documents- Preparation
What Belongs Into your Application Documents?

l Attachments ]
L Cover Page
Study-Certificate
e s =S Mark Overview |
> = H/I?/\’B N
N\ 4 U/VC \
Cover Letter @yb = ONn; Other Certificate

& :
N .BI:WERBUNG

Reference Letter
|

Recommendation

L Curriculum Vitae \ Leltter

Portfolio
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Application Documents- Preparation
General Formalities

= Coherent font-type and -size (12 pt; Headlines 14)
= Conservative font types (Times New Roman & Arial)
=  Fulljustification!

» Consistent line-and paragraph spacing

* Novarying colours (Black/White)

» Colordistinctions only for optical structuring

HOCHSCHULE
ANHALT University
of Applied Sciences

Professional, Consistent
Layout

First Impression = Decisive for
success
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Application Documents- The Job Advertisement orAppliedsciences
General Formalities

= Coherent bullet point levels and paragraphs (always justified)
= Spelling-/Grammar check
» Do notuse general platitudes from the Internet

= Acceptable level of creativity depends on industry-sector (e.g. in classic professions
engineer/business administration do not send too colorful applications)

= Signature, Date

= Name, Address, Telephone number on each page (page header or footer)
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Application Documents- Common Mistakes
Avoid these Mistakes

Wrong name of contact person or
company

Typos, font too small, not readable
Patchwork Look: Incoherent
characters, colours

Send documents not as a single,
bundled PDF-File

Date/Signature missing ]7
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Application Documents- Cover Letter
How to Design a Professional Cover Letter?

The most important prerequisite for a professional cover letter is to read, analyse and
understand the job advertisement correctly.

€ ] e ' :\ What tasks are
P required from the

.‘ ) prospective

employee?

What is the aim of the

offered position? Which ¥+——
features does the

company place

importance on?

What conditions does the candidate have to fulfil
(Must-Qualifications)?
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Application Documents- Cover Letter
How to Design a Professional Cover Letter?

Introduction

Itis all about raising interest. Ideally starts with a bang, your motivation (for this job), your
strongest argument and an original sentence.

A 4

»1 would like to strengthen your outstanding team and make it even more
successful. That is why I, first and foremost, would like to name 3 things about
myself, that you can profit off: 1. [...]

Main Part

Self-marketing and description of your soft-skills. This is where the applicant emphasizes his
strengths and experiences. Itis essential not to just reiterate everything you are capable of but
what matches the job profile.

A 4
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Application Documents- Cover Letter
How to Design a Professional Cover Letter?

Reference to Company

This part connects the applicant to the potential employer. You should reason why you are a
unique asset to the company with your specific skills in that desired position. Try to illustrate the
connection of your previous career with the targeted job.

A 4

Conclusion

At the end of the concluding sentence you may express your gratitude for the given interest in
your application. Mention (if required) your earliest possible start date. Always politely lead up to
looking forward to introducing yourself in a personal interview.

But never subjunctively! (Seems needy)

\ 4

»1 am happy to convince you in a personal interview that you will have
a motivated and experienced employee in me.“
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Application Documents- Cover Letter
How to Design a Professional Cover Letter?- Useful Phrases

Phrases that express your development

= ...havellearned...
= .lcould gainimportant experiences...
= ...lwas able to apply my newly gained skills....

..l was lucky to have had the opportunity to learn a lot there...

Phrases that showcase your successes

= ...Isuccessfully contributed to/participated in...

= ..:lwas able to raise the profit by ...

= ...Was| able to reduce cost through an innovative storage system...

= ..I'maintained the relationship to two important client and was able to conclude two

long-term contracts....

Phrases that express your leadership skills
= ....have | taken responsibility for the project...
= .we cooperated as a team to find a joint solution...
= ...wasl able to guide my team successfully....
= .was | able to optimize processes...
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Application Documents
- Cover Letter ——

Mot M A sl e persdndber
Misterstrafle 3 -5
11113 Musterstast

Positive Example

Muwme et 1) Sovemier 3317

Bewerbung als Industriekaufmann

{Cervotier 11 2016)

Sebe gretvier Herr Munterpenonaler

Einleitung mit Uberblick

Hauptteil mit Fahigkeiten und Starken

Motivation fur den Arbeitgeber und die
Position sowie Mehrwert

Eintrittstermin und Gehaltsvorstellung

Wit freundte hes Grafen

Vaa Matermane
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Catching Attention- The Cover Letter

Watch Video: Writing a Unique Cover Letter

https://www.youtube.com/watch?v=mxOli8laZos


https://www.youtube.com/watch?v=mxOli8laZos
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Application Documents- The Job Advertisement
How to Design a Professional CV?

BERUFLICHER WERDEGANG

= Clarity- The faster the HR-person finds the desired information, the
higher the chance to be invited for a personal interview

= Professional Qualification- Divide CV into two columns. The left: time
period, The right: the performed functions. It is sufficient to mention Aamaiig b Lot
month & year —

(8A)

Schaden- und

= Professional qualifications can be displayed in different sub-points A SCHUL- UND AUSBILDUNG

Ausbidung 1um Versicherungskaufmana
Alla

»  Professional experience

» Education (studies, apprenticeship)

» Further education (training, seminars)

» Internships —
>

Side jobs RS e
Volunteer work
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Application Documents- The CV

How to Present Skills

HOCHSCHULE
ANHALT University
of Applied Sciences

Skills i
KOMPETENZEN
2D Artistic
AdobePhotoshop @ ® @ @ Graphis Tablet ®©6060 SOFTWARE PROGRAMMIERSPRACHEN
Adobe lllustrator o000 AcademicDrawing @ @ @ O ’
- - e SolidCAM [ ) .
Adobe InDesign ® 0 0 O Academic Painting @ @ @® O SolidWarks — c_) \)
| C++ b c
Adobe After Effects @ O O O Sketching e 00 FALRGCAD I— \
LabVIEW —
3D slicer I
Seg 3D I
" Blender I HARDWARE
3D PfOtOtYplng Microsoft Visio — ARDUINO —
2 Eagle I PIC |
3DS Max ® 0O Flgma ®0®00 Microsoft Office | EPGA XILINX -
Maya ®e OO0 Readymag 00O Latex — Siemens S7 —
. MATLab | |
Keyshot ® ® OO Wix ® 00O NIy D — NIELVIS II
Kenntnisse
Sprachen:
Englisch [CACT % [ e [e2 [ e [ c | Deustch [[A [ % [ & [ e | c1 | c2 |
ltalienisch [[Ar [ & [ &t | 8 | ct | c2 | Albanisch [[Ar ] % [ & [ e [ o | e |
Computer:
Autocad Sketchup V-Ray Photoshop MS Office ArcGIS
‘ 85% ’ ' 80% ’ ‘ 85% , ' 80% ’ 75% 20%
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Application Documents- CV
Positive Example

JOHN SMITH

GRAPHIC & WEB DESIGNER

%, ABOUTME

I have a Computer Science Degree and MBA. Startup guy since 1997.
Right now I'm running two companies | recently started and funded in
2010 iliconANGLE Media and CrowdChat Platform. One in online
converged media and another one in social business, data science,

CONTACT and big data. Also, SiliconANGLE conceived and built @theCUBE a
:Nedweb‘ TV program where I'v interviewed over 5,000+ industry
973-301-6177
Email

-] WORK EXPERIENCE
LEAD WEB DESIGNER 2014-2016
SiliconANGLE Media, Inc

yourname@gmail.com

Home
4219 Drummond Street,
Madison, NJ 07940

SKILL SENIOR WEB DESIGNER 20132014
Photoshop MS Office Crowdchat
—_— — ‘ It from the ground up using Big Data technique
: h y ple. Simply p
Html/Css inDesign xtract the signa
e —
UI/UX DESIGNER 2011-PRESENT
llustrator WordPress Forbes
— — Technol ntr toF f ng on the intersection of
Valley and € n empt her |
FOLLOW ME .
R =| EDUCATION
behance.net/username BABSON COLLEGE - FRANKLIN W. OLIN 1992 - 1995
GRADUATE SCHOOL OF BUSINESS
Linkedin MBA, Entregrencursiil: Fif
linkedin.com/username
NORTHEASTERN UNIVERSITY 3-19
o ORTHEASTERN U fs 1983- 1988
facebook/com/username 85, Colloma of. Computyr Sciance
Twitte ST JOSEPH REGIONAL 1980 - 1983
twitter.com/username -

The word ,Curriculum
Vitate“ should be
mentioned on the

page”

AN

\

i |
\

Place, Date, scanned
signature

HOCHSCHULE
ANHALT University
of Applied Sciences

Personal info (Name,
Date of birth, place of
birth, nationality, family
status)

Application photo

'a s' / (in case you are not

using a cover page)

Your address and
contact details (if you
are not using a
header)

List professional experience
(anti-chronological),
month+year, name of the
company + short
description, bullet points on
your responsibilities

List education +
further training
(anti-
chronological)

Other Skills (e.g
languages, software,
volunteer work)
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Application Documents- The CV
How to Design a Professional CV?

= Personality- Never underestimate the value of professionally-shot
pictures. The first impression counts!

Was ist fUr Sie das absolute
No-Go in Bewerbungen?

Teilgenommen haben 264 Arbeitgeber

= Do not use the cheapest possible way (No photo-booths), private T B
holiday pictures and most importantly NO SELFIES!

66%

Standard-Text, der Fir alle Unternehmen passt.
19%

Unkommentierte Liicken im Lebenslauf.
12%

Wenn das Foto fehlt.

* Do notuseprivate, funny or hard to remember Email addresses e.g S0,

coolguy_91@yahoo.com, 189342113@gg.com

= Better: Name.Surname@gmail.com e.g. peter.schmidt@gmail.com



mailto:189342113@qq.com
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CV- Writing

Watch Video: Writing a Professional CV

https://www.youtube.com/watch?v=uG2aEh5xBJE



https://www.youtube.com/watch?v=uG2aEh5xBJE
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Application
Documents-
Cover Page

Positive Example

Choose a modest
layout and colour
design for your
cover page

The word ,,Application” needs
to be on the cover page

Bewerbung
Mediengestalter (m/w)

[Kennziffer: 111-2017] N
\\ ID-number (if

available)

Specific position title

Medienmuster GmbH

+ Human Resources ‘\ Complete address of
Medienstralle 1 .
11111 Mustern the employer incl.

The HR-department
and the contact
person.

=t~ Application photo with a

good resolution

Maxi Mustermann *—u_____ Complete name (with

i \ \ : academic titles/degree if

applicable)
Contact details (Telephone,

Complete address Mobile phone , Email)

HOCHSCHULE
ANHALT University
of Applied Sciences
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Application Documents- Checklist
What Needs to be in My Application?

Must

Cover letter (max. 1 page)

What Should Not Be in Your

Curriculum vitae (max. 2 pages) Application

Study certificates (Copies, never originals)

Reference letters O Spelling mistakes

OOoOooOoan

Transcript of records [0 Salaryexpectations

Can

Cover page

OO0

Certification of further/additional training (If relevant to job)
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Application Documents- Checklist
What Needs to be in my Cover Letter?

IYSender (name, address, telephone number, email-address)

IYDate (right edge of page)

v Recipient (company, name+surname of contact person, address)
ySubject line (incl. specific reference to job/position)

lyForm of address (always personal, never general: To whom it may concern)
[!/Original/creative opening sentence

% Relation /connection to the company
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Application Documents- Checklist
What Needs to be in my Cover Letter?

/ Motivation

v Short description of the personal profile, strengths, soft-skills (with examples)

[/ Reference to relevant skills (e.g. language), do not just reiterate everything from CV
& Recommendation letters

& Reference to earliest start-date, cancellation period of previous contract ol I
¥ Closing statement AD ‘
v Valediction and signature : 4—:

t{ Attachments (CV, Certificates)
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Application Documents- Checklist
What Needs to be in my Curriculum Vitae?

[ Personal Info (name, date/place of birth, address)

v d Family status and nationality P &

IY Professional history (anti-chronological: newest first) - : ﬁ 1

Iy Education (incl. military duty/alternative civilian service) J

v Special Qualifications (further education, certificate, languages, IT) u ) ¢ h

ly Personal interests (Association memberships, social commitment, hobbies)

= Place, Date, Signature
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Application Documents- Checklist
What Must NOT be in my Curriculum Vitae?

Curriculum Vitae

X Reference to your parentsor family

X Your parents‘occupation

3. Spell check
Have you checked your CV for spelling and
or stakes?

Are your contact details correct and up-to-date?
Is your email address professional?

Have you included your Linkedin URL?

X Salary expectations

Have you identitied your references?
Are their contact details up-to-date?

Have you informed them you are job searching?

—
—

X Theterm “unemployed” (better: “actively seeking employment”)

X Personal commentary to previous positions (just facts!)



