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1. Analysing yourself

What are you good at?

• self-perception

• what do other people think of you

 analyse yourself
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1. Analyse yourself

• what is the focus of your education

• what sort of work experience do you have

• what are your strenghts

• what should you improve

• do you like to be part of a team or are you a lone fighter

• do you succeed in motivating yourself

• what are your requirements? What do you expect from the job/company
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Question:

Which job suits you??
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2. Research/how to get informations for the
application

• industrial placement

• fairs and expositions

• conferences

• internet

• media/social networking

• recruitment firms

• temporary agencies (employee leasing, 
employment services)
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Survey
What percentage of all job vacancies are advertised publicly?

• 10 %

• 20%

• 30%

• 40%

• 50% 

Question:

Where do you find jobs?
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• homepages of companies
• app for job ads

Stepstone monster
Yourfirm experteer
unicum kimeta
e-fellows Indeed
squeaker.net greenjobs
Stellenwerk gigajob
Jobware stellenonline
regio-jobanzeiger yourfirm
XING LinkedIn
stellenanzeigen.de jobvector
academics.de Jobijoba
research gate
…

Where to find a published job advertise-
ment
e.g.

 
 

 

8 neue Jobs gefunden  
 

Personale Generalista/HR Allrounder come HUMAN RESOURCES 
BUSINESS PARTNER 60% (f/m) 
Mooser & Partner AG, Vicino Lugano  
30.06.2019  
 

Kaufmännischer Allrounder / Sachbearbeitungs-Spezialist als 
MARKETING-ASSISTENT (w/m) 
Mooser & Partner AG, Thun  
30.06.2019  
 

Kaufmännische Spezialistin / Finanz-Allrounderin als FINANCIAL 
TEAM ASSISTANT 
Mooser & Partner AG, Zug  
30.06.2019  
 

Bau- und Projektleiter/-in Basel 
ProSearch AG, Basel  
30.06.2019  
 

initiativer Treuhänder als Standortleiter Basel 
ProSearch AG, Basel  
30.06.2019  
 

Senior Kundenberater/-in Private Banking mit Assistent/-in in Basel 
ProSearch AG, Basel  
30.06.2019  
 

Specialist Test Planning 
Ypsomed AG, Burgdorf  
01.07.2019  
 

Unternehmens- und Personalberater 
oprandi & partner ag, bern, Ganze Schweiz  
01.07.2019  
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3. Kinds of applications

• solicited application

• unsolicited application

• connections/networking
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How to present yourself online
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4. Requirements for an application

 make your application more memorable

A Attention
I Interest
D Desire
A Action
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4.1 Basics for the documents

comply with the standards

• no faults in orthography

• attractive layout

• right order of documents
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4.2 Documents

• letter of application/motivation letter

• cover sheet (possibly)

• CV/resume

• photo

• publications

• references

• additional qualifications

• certifications
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5. Letter of application
Typical structure

• letterhead

• receiver

• date

• reference line

• address/salutation

• text

• signature
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How to write a letter of application

• your skills/abilities

• your motivation for the job and 
the organization/company

• fulfilment of requirements

 do not repeat the advertisement
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Optional: Cover sheet (mostly in Germany, 
Switzerland, Austria)

Application

Claudia von Schultzendorff
Am Buchbühl 19

78333 Stockach

Tel.: 01799751744

E-mail: training@schultzendorff.com
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6. Curriculum Vitae (CV)

• basic requirements

• tabular

• computer written
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6. Curriculum Vitae (CV)

Structure

• name and adress (in case you don‘t use a letterhead)

• Personal Profile (if you want)

• photo (depends on the country)

• personal data (depends on the country)
• date and place of birth
• nationality
• family status



How to apply successfully 19

6. Curriculum Vitae (CV)
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6. Curriculum Vitae (CV)

• PhD

• studies

• main subject
• university
• other subjects
• theme of thesis (if important for application)
• examination with date and title
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6. Curriculum Vitae (CV)
• work experience

• apprenticeship

• industry placement

• military service/ social work

• school

 actual dates first
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6. Curriculum Vitae (CV)

• further education/qualification

• stays abroad

• languages

• special abilities

• voluntary service

• interests

• place, date, signature (depends on the country)
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6. Curriculum Vitae (CV)
info grafics:
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6. Curriculum Vitae (CV)
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7. Differences in applying for jobs within or
outside academia

- topic of motivation

- publications

- conferences and poster

 all other points can be used in the same way
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8. Online application

• same requirements as for conventional application

• if there is no reactions: ask for it

• save data with common programms (pdf)
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9. Characteristics of other countries

• Switzerland

• Letter of application 
• Cover sheet 
• Curriculum vitae with personal data, signature and date 
• Photo  
• Diploma 
• Certificates



How to apply successfully 28

9. Characteristics of other countries

• Austria

• Letter of application 
• Cover sheet 
• CV with personal data, signature and date 
• Photo in very good quality 
• Diploma 
• Certificates 
• Please pay attention to the language: do not appear arrogant
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9. Characteristics of other countries

• England

• Application letter
• CV (no signatur and date)
• No personal information
• No diploma
• No certificates of employment
• No photo
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9. Characteristics of other countries

• France:

• CV + LM (CV and letter of motivation)
• No certificates of employment
• No diploma
• If not digtital: no folder, often loose papers



How to apply successfully 31

9. Characteristics of other countries

• Italy:

• Only CV and application letter/letter of motivation
• No diploma
• No certificates of employment
• No photo
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9. Characteristics of other countries

• Netherlands

• In Englisch or Dutch
• Application letter
• CV (no signatur and date)
• No personal information
• No diploma
• No certificates of employment
• No photo
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9. Characteristics of other countries

• Skandinavia

• Application letter/letter of motivation and CV in the language of the
country (English is accepted)

• No signature and photo
• Diploma and certificates of employment in English or translated in 

the language of the country
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9. Characteristics of other countries

• Poland

• Application letter/letter of motivation and CV in Polish
• No diploma and certificates of employment
• Very individual application
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9. Characteristics of other countries

• USA

• Call the company before applying 
• Application letter naming the contact person, mentioning experience 

and ambitions 
• Resume without personal data with special emphasis on soft skills 

and successes, only one page if possible
• Possibly a “transcript” that contains all courses and grades taken 
• No photo 
• No diploma and job references 
• “Complete dossier" is only available on request
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9. Characteristics of other countries

• South America 

• CV in the respective national language 
• Letter of application / letter of motivation 
• No diploma and job references 
• Personal contacts are crucial
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10. Job-Interview
Preparation

• Exact knowledge of the announcement

• No alcohol

• Relaxation exercises
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10. Job-Interview

What can you do in order to be well prepared for a job
interview?



How to apply successfully 39

• Timing

• Outfit

• Personal hygiene

• Writing case or tablet

10.1 Personal interview
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• Be well prepared with all documents

• Open the company‘s homepage

• Take time

• The questions are the same as in a personal interview

Telephone call/online
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10.2. Structure of interviews
• Warming-up

• Informations about the organization

• Questions to the applicant

• Informations about the job

• Questions of the applicant

• Salary requirement
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10.3. Topics
• Activity

• Ability to work under pressure

• Creativity

• Motivation

• Entrepreneurial thinking
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• Personal development

• Willingness of learning

• Willingness of self-reflexion

• Goals

• Integral thinking

• Out of the box-thinking
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• Communication

• Ability to communicate

• Conflict management

• Ability to cooperate

• Ability to work in a team

• Openness
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Some questions

• How would you describe yourself as person?

• Tell me about your interests

• Tell me about your goals for the next 5 years

• Which are your strenghts and which your weaknesses?

• Tell me about your worst failure

• Did your always decide in the right way?

• ....
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Dealing with weaknesses: 4 steps

1. Name a weakness (e.g. impatience)

2. Why is it a weakness for me (sometimes I put too much pressure on myself 
and others)

3. What do I do about this weakness (I went to a time management seminar, 
since then I have been working with deadlines and have a better grip on my 
time)

4. First successes (I am achieving my goals more and more in peace, my team 
knows its goals and deadlines and can organize itself well) 
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11. Some difficult questions

• Church, party, trade union

• Financial circumstances

• Criminal record

• Pregnancy and familiy planning

• Illness
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12. Questions to the organization
• How long does this job exist?

• Which are the main tasks on the job?

• Who will be my colleagues?

• Who would I report to?

• Does exist a job description?

• Does exist a familiarization phase?

• What kind of social benefits exist?

• What training will I do, if any? 
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13. Assessment Center (AC)

Group selection process

Typical exercises:

- One stands in front of the others

e.g. presentation exercise

 CV, product presentation, 
PhD-thesis,…
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- Everyone alone

e.g. Mail basket

 Make decisions, coordinate appointments, work under
time pressure 

- Everyone for him/herself

e.g. group discussion

With and without role play
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- One against all the others

e.g. role playing game

 Communicate unpleasant decisions
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How to apply
successfully
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Thank you for your attention!

von Schultzendorff Academy GmbH | Am Buchbühl 19 | 78333 Stockach
www.vs-academy.de
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