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JOB ADVERTISEMENT

• Read the Job advertisement a few times slowly and with concentration

• Extract the asked qualifications and the assignment from the Job 

advertisement

• Sort the asked qualifications and the assignments to ‘absolutely 

important’ and ‘partly important’

• The ‘absolutely important’ file with the qualifications and assignments are 

the core knowledge. They should be correspond with your qualifications



HANDOUT / PROMOTION FOR APPRENTICESHIP



HOW TO APPLY

1. Start of the application

• C.V. – information about yourself

• Letter of application – main part of the application process (or online)

 Wait for an answer and be patient



HOW TO APPLY

2. Job interview:

 Only if they asked you to come

• Questions about you (What are your interests? Have you had work experience

before?,…)

• Did you get the job or not?:

 You won‘t get the answer right away

 Wait for an answer



HOW TO APPLY

3. IMPORTANT:

• Keep yourself calm

• Apply for other jobs/positions too

• Never give up

• Keep on trying



THE WRONG APPLICATION

REMEMBER:

•Write formal

•Don’t forget the date

•Don’t forget your and the company’s address

•Do not write anything with a pen (not handwritten)



PHOTOS FOR THE APPLICATION FILE

Right:                                                                                                 Wrong:





DOS AND DON’TS IN A JOB INTERVIEW

Don‘ts:

 Do not wear clothes you wear usually, e.g.: baggy pants, oversized shirts, 

ripped jeans, …

Dos:

• Try to match your outfit with your job (your outfit depends on what job you 

want to apply for)

REMINDER: wear something that could impress the interviewer



DOS AND DONT’S IN A JOB INTERVIEW

How you should act during your job interview:

 Sit straight                                               

 Speak formally

 Don’t talk too fast                                 

What to be aware of:

 Always know about the politic around the world, history and prepare yourself 

(ask yourself questions)

 There could be questions you haven’t prepared



ONLINE APPLICATION

• You have to have an email- address

• Some companies  also have online job tests to test your ability 

• Try to find a tutorial on their webpage 

• The online application is on their webpage

• (The online application is always different)



THE END.

THANK YOU FOR LISTENING
We hope you enjoyed our presentation!


