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The Content

. Motivation letter

. CV

1. Job interview .
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Our goal

Our goal today is that you:

— ...understand the structure of a German motivation letter and a CV
— ...are able to create an application properly

— ...are able to prepare yourself for a job interview

— ...and to present yourself the best
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The process of applying in Germany

€ — Application folder
l. Motivation letter
Il. Ccv

M. Annexes

— Investigation about the company and
about the job

— Good presentation at the job interview
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. The German motivation letter

o Address (your/ company)

MODELO DE CARTA DE SOLICITUD - INGENERIA

Femando Flores Hemandez
Calle de Hermosilla 76
28001 Madrid
Spanien

o Place, date

o Reason for the Letter, maybe with reference
no. of the vacancy

ABC AG
Personalabteilung
Herm Heinz Fischer

o Name the person in charge

Be ng auf lhre

o g e, /o Where did you find the vacancy? Why this
ich heznahe mlch auf Ihr Stellenangebot in der EURES-Dahenbank Gem wiirde ich al jO b?

Chemiging in Ihrem welth wnten Uit Mit mir werden Sie einen
meotivierten Fachmann mit vielseitigen Kompetenzen sowie sehr guten Englisch- und
Spanischkenntnizssen gewinnen.

wm":“m”';;:’n“s;;.;n;mmm@g?:m;;mm.‘__o What qualifies you for it? Why should it be

Un'huelh'lcmlmen Dahm setzte ich meine

an- you?
Die Herausforderung, im internationalen Umfeld zu arbeiten, reizt mich sehr. En Semester

meines Studiums habe ich in Manchen absolviert, habe ich wichti

Erfahrungen sammeln kénnen. Der Umgang mit speznellen EDV-| Programmen iat mir ebenso

veriraut wie das Arbeiten mit MS—Dﬂioe Da ich hohe Lembereitschaft mitbringe, kann |m\

I fchonde Fach- und Sprachkenniisse schnll ancignen. oh Ko um, 01 Hovember o Why this particular company?

2012 bei Ihnen anfangen_

Uber eine Einladung zu einem personlichen Gesprach wiirde ich mich freuen. Viom 20. bis
zum 22. Oktober werde ich in Deutschland sein und kdnnte bei [hnen vorbei kommen, fﬂls\

Intercsse Iverss besteht o Closing paragraph with request for an
Mit freundlichem Grull ' i n Vi tati O n

Femando Flores Hemandez

snkoen Closing: ,,Kind regards®, full name typed,
signhature
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Checklist for the motivation letter

. Addreses and names are right
© Current date and signature
Right reference no. of the vacancy
© You adapted words from the advertisement into your motivation letter

© Right grammar and format is aligned

Good job!

-"‘“:- 'i
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II. The German CV

Source: https://mww.myworldofwork.co.uk/getting-job/building-cv
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Curriculum Vitae: classic structure e

your
application photo
here

Personal Data:

First narme / Sumame: Jose RUIZ rinimum size
name, address, Date of bith 13.05.1985 A5 emx 65 em
d.ob., sexe, Gendes. WMale

Nationaity Spanish

Address AV, San Pedra 47

Mobile:

Emai

Skype.
15t section:

since 032013 inthe process of appication
your recent actiyi German lessons (AZ) al Goethe Insbiut, Madrid

‘Work Exper

1 2nd section® 0772008 - 0272013 Engineer in the Department of Engineering
r n I r - at Grupo air. Bilbao, Span
’ - Electro-pneumitc! electro-hydraubc automation for industry

your different - Desions for eleciro-preumatic and elecire-hydraulic

occupations and/or nstallalons and comporeenis acoordng 1o the customers
techncal soecifications

related internships - Supervision of manufacturing order from infial stages of
component purchss o complefion of assemoly

- Design of assembis and componerts
Saftware: AutoCAD and Solid Edge

o Your actual/ recent activity v p—

automofive and eolic energy sector

- Development ofthe mechanism to postion pisces
to mechanize
Managernient and design of tooks
Diesign and caiculanon of finite siemants for spacial
miachine ools
Software: Soldvorks

3rd section

o Work experience =

studies and

Education: University studies
2003 - 2008 Master Studies of Mechanical Engineering al Universily of

(academic) training Metle 8 Vietas Processig

Fhid Dynamic:
Autor ystems
Elecirioal Power & Machines

o Education

contact info on every

further page
———
4th section:

o Language skills

High School or other
L High Schodl dpoma 2 Insme P Pasca, Madrd, Span

5th section:

o Special knowledge according to the e T —

German: basic linguag: use (AZ)

6th section

Spes d Krowledge
specialised knowledge

job, e.g. computer skills = — . e

seolor
- Desgn cfrdtallateas and pans olihe asseeely
AsomECn N e indusTial rea

Tth section: & o Sl
- all of yous 1T-shalls -
_— excellert. AtoCAD Mechanical, Sobd Edge. CFD FEMFVM
O ot Gatia V5, Ungraghics NX, ProEngncer, MATLAG,
C++ CYPE

NS prosgram endd appicasns:
WINT. WIN XP MS Office (Weed, Exsel PowerPoind)

Bth section .

Hobbies

interests, sports, hobbies

Nisic: Compesing electionical music

Phata: stuldying protegrashical technigues and digtal image
ranguistion

o Signature (at least a good scan)

Mk ST/083013
signature
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Checklist for the CV

7> Only 2-3 pages long!
Correct personal data
Your contact as headline
Homogeneous time specification (month/year), e.g. 10/2013...
Homogeneous font and font size

Correct grammar

Correct dates Good jOb!
R 4 {

Your signature = ) &
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— No summary. Your summary is already included in the
motivation letter

— Don’t write long texts. Precise bullet points are the best
— You don't have to mention religion or party affiliation
— Don't make it too colourful

— Don't use email addreses that sound suspect like
ghostbuster@google.com
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Curriculum Vitae: creative models

Nome  : Johongir Alam Jrson
BathDay : 24 Nov 1994

Phone  : +880 16710430%8
all com

E-mail : jsan904gon
Address : 10/3 RN D Road. Lalbagh
Dhaka-Bangladesh

Creative: sssss
Leading  esee
TeamWork eese

Photoshop ssess
Hlustrator ®see
Balsamiq  seso
SMM ssssn

TTr—>
< B & b O 04

Habitat Traveling  ListenMusic  Designing

Watching Tea Reading

ZHI LIANG
 COUCATION & EXPERIENCE 7
- o
K SKILLS SET

SAMUEL

FROFETA

LELL

<
i}
=
a

by ||
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The German application photo

— Colored or black and white photo; minimum size 4.5 x 6.5cm

— Choose a business look (women: female suit with blouse and
maybe a scarf; men: jacket, shirt and tie)

— Make sure there is a sharp contrast between your face and the
background

— Avoid any light disturbances or reflections of an oily skin - a bit of
powder helps

— Instead of a full-screen view choose to pose gently sideways

And then: Smilel
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Application picture: good and bad example

Which photo would you pick for the application?
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lIl. Job interview in Germany
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Different kinds of interview

— Personal ,’
— Telephone

— Skype

— Assessment Center ’
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Preparation of the first steps for an interview

— Employers confirmation of the interview
— Make good investigations about the company

— Do research about common salary in that branche

— Work out your selfpresentation
— Prepare adequate clothes

— Plan the trip
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Investigation about the Company

— Study the company’s website: often at "About us"”, "Company*“
— Do research on the Internet: search for "company name + news"
— Look for reports in day or trade journals

— Look for company brochures <f ¥ :..
4

— Ask people you know who work in the company

Ask yourself:
— How does the employer present himself? What is their focus?
— How could your day to day work look like?

— What are the actual upcoming events in that company?
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Now you can answer the following questions:

Company name + legal form (for example GmbH, AG)
Core business of the company (e.g. furniture)

»» Company history, corporate philosophy, social commitment
Locations / branches

Number of employees

Upcoming events (f.e. opening of the 50th branch, awards...)
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Possible questions at an interview

Company related questions:

— What do you know about the company?
— Where did you get the information about us?

— Do you have any idea what your work could look like?

But also...

o Be prepared for personal questions
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Possible questions at an interview

Personal gquestions:

— Why did you study the subjects you studied?

— Where do you see yourself in 5 years?

— Are you able to work under pressure?

— What are the 3 main characteristics about your personality?

— Why do you want to work in Germany?
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The job interview:

Good to take with you ...

Your invitation, with name and number of your contact person
The description of the vacancy (read it before the interview)
Travel documents with a map and directions

Copy of your application

Documents which are requested by the company

List of your questions

Note and pen

Cell phone (MUTE modus) and umbrella
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Interview outline

Be there on time!
— Switch off your cell phone!
— |If they offer you something to drink, take it! Best: water without gas
— Talk slowly and precisely (don't mumble)
— Your self presentation
— Specialized questions about the company
— Presentation of the company and your field of work
— Maybe personal questions
— Your Questions

— Questions about the salary
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Questions that are not allowed to be asked by the

employer

— Pregnancy, wishing for a baby
— Marriage

— Questions about health e.g.chronic
diseases

— Your financial circumstances

— Religion
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The Telephone Interview

— Make an appointment for the interview
— Find a suitable and quiet location

— Make sure your cell phone is charged ©
— Have your CV in front of you

— Ask prepared questions

— Be prepared to speak German on the phone

Remember: your voice is your friend!

————
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ZAV — Our service

— We provide you with information about the German labour market
regarding to your CV

— We also give advice on writing application letters and CVs

— In case you fit our profile we can register you in our online
database (the “Jobbdrse”) with a job seeker profile

— We can try to help you find a job for which you can apply
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Thank you for your attention!

International and Specialized Services (ZAV)

Villemombler StralRe 76

D-53123 Bonn ‘ EURES

Telephone: +49 (0)228 713-1313 % o i e (T e Bundesagentur fiir Arbeit
Homepage: www.zav.de / =" q Zentrale Auslands-

e-mail: zav@arbeitsagentur.de N und Fachvermittlung (ZAV)
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