
 
 
Type of the application 

• Am I applying online or by mail? 

• Who is my application addressed to? Is there 
someone in particular I should contact? 

• Am I writing a classic application or an unsolicited 
application? How creative can I be? 

  

Credentials and certificates 

• Which credentials and certificates do I have to include in   
my application? 

• What would a recruiter think of my credentials? 

 

 
 

  

  

         
 

Our personal tips for your job application 

The main thing you need to ask yourself when applying for a  

job is: What do you want to achieve in your professional life?  

The answer reflects your ambitions, your personality,  

motivation and strength. 
 

 

 

 
Tips for the personal interview 

• Be well informed – it will boost your confidence and show 
your interest if you know a lot about the company and the 
job. 

• Be aware of yourself – you are the one who best knows your 
feelings and the answer to the question of what moves and 
motivates you, what you want to achieve and what your 
strengths are. 

• Be open – it is not only about you presenting yourself to the 
company, the company is introducing itself to you as well. 
You are both getting to know each other. Say what‘s on your 
mind and be attentive to your dialog partner. 

• Be passionate – think and talk with both your heart and your 
brain. 

• Be dedicated – present yourself as a reliable, committed 
person. 

• Be true to yourself – stay authentic! 

 

We will have a look at your application dossier and give you 

personal feedback. Our experienced recruiters are looking 

forward to meeting you in Entrance West on CareerDay. 

With constructive suggestions for improvement and peace 

of mind, you can then set out on your very own job hunt! 
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Structure 

• Is a CV sufficient as an application? 

• How should I structure my cover letter in terms of 
content? 

• Do I necessarily have to add a cover page? 

 

Form/format/photo 

• Does my application meet the formal requirements? 

• What file format should I choose to submit my 
application online? Should I submit a PDF, WORD or ZIP 
file? 

• Do I have to include a photo? Which photo should I use 
for my application? 

  
Where will my journey take me? 

• Do I need to write a different kind of application for an 
internship, student training or permanent position? 

• What is a brief application and when do I need it? 

• Why is it important to know where I see myself in five or    
ten years and what I expect from my professional future? 

The Job Application 
Challenge 
You have just finished your studies and are now setting 
out into the wilderness to hunt for a job?   Your job 
application is your personal admission ticket to your job 
interview. 

 

Below, you will find a list of things that help you understand 
what companies are looking for in applicants and what a 
qualified application absolutely can’t do without. 

 

Carefully reflect on the following questions: 
Contents 

• What documents do I have to attach to my application? 

• Does my application specify why I am applying for this 
particular job in this company? 

• Is my application free from spelling and grammar 
mistakes? 
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