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The Content

I. Motivation letter

II. CV

III. Job interview



Seite 3

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

I. Motivation letter

II. CV

III. Annexes

▬ Investigation about the company and 

about the job 

▬ Good presentation at the job interview 
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I. The German motivation letter

o Address (your/ company) 

o Place, date

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

o Name the person in charge

o Where did you find the vacancy? Why this
job?

o What qualifies you for it? Why should it be
you? 

o Why this particular company?

o Closing paragraph with request for an 
invitation

o Closing: „Kind regards“, full name typed, 
signature
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Checklist for the motivation letter

o Addreses and names are right

o Current date and signature

o Right reference no. of the vacancy

o You adapted words from the advertisement into your motivation letter

o Right grammar and format is aligned
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II. The German CV

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

o Personal Data, picture

o Your actual/ recent activity

o Work experience

o Education

o Language skills

o Special knowledge according to the

job, e.g. computer skills

o Hobbies

o Signature (at least a good scan)
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Checklist for the CV

o Only 2-3 pages long! 

o Correct personal data

o Your contact as headline

o Homogeneous time specification (month/year), e.g. 10/2013…

o Homogeneous font and font size

o Correct grammar

o Correct dates

o Your signature
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Do not….

▬ 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
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The German application photo

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

▬ 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: Smile!
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Application picture: good and bad example

Which photo would you pick for the application?
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III. 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

▬ 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:

o Company name + legal form (for example GmbH, AG)

o Core business of the company (e.g. furniture)

o Company history, corporate philosophy, social commitment

o Locations / branches

o Number of employees

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

Federal Employment
Agency (BA)

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

Federal Employment
Agency (BA)

Personal questions:

▬ 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 …

o Your invitation, with name and number of your contact person

o The description of the vacancy (read it before the interview)

o Travel documents with a map and directions

o Copy of your application

o Documents which are requested by the company

o List of your questions

o Note and pen

o 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 “Jobbörse“) 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 Straße 76

D-53123 Bonn

Telephone: +49 (0)228 713-1313

Homepage: www.zav.de

e-mail: zav@arbeitsagentur.de


