
How to apply in Germany 

Achim Oettinger 
 

Career Service, Hochschule Coburg 



Agenda 
 
 

•  Before you apply – preperation  

 

•  Application ways 
  

•  Application documents 
  

•  Interview 
 

 



Preperation I: Analyse yourselves 
 
 

•  Who am I?  

 

•  My strengths and weaknesses 
  

•  My target 
 

•  What is realistic for me? 
 

 



Preperation II:  
How to find job advertisements 
 
 

•  Internet Jobboards  (Monster, Stepstone, Jobware etc.) 

•  Homepages of companies 

•  Magazines, Newspapers, Career Books etc. 

•  Career Fairs 

•  ……. 

 

•  Spontaneous application/Initiativbewerbung 

•  Be found in a database link XING or LinkedIn 
 

 



Preperation III: Analyse the advertisement 
 
 

•  Company 

•  Position 

•  Job Description 

•  Qualifications 

•  Contact/How to apply 

 

 

•  Application in English  

   or in German?   



Application ways 



Application documents 

 

•  Cover page/Deckblatt 

•  Motivation letter/Anschreiben 

•  Resume/Lebenslauf 

•  Certifications/Zeugnisse und Bescheinigungen 

  



Cover page / Deckblatt 

not necessary but possible 



Motivation letter / Anschreiben 

 

•  1 page! 

•  subject/Betreff 

•  contact person or „Sehr geehrte  

   Damen und Herren“ 

•  introduction/Einleitung 

•  mainpart/Hauptteil 

•  ending/Abschluss 



Resume / Lebenslauf 

 

•  with photo when you have 

   no cover page 

•  1-2 (or max. 3) pages 

•  classification in topics 

•  clearly arranged 

•  date and signature at the end 



Documents: Application by mail 

Motivation letter/Anschreiben 
Cover page/Deckblatt 

Resume/Lebenslauf 

Certifications/Zeugnisse 

Certifications/Bescheinigungen 



Documents: Application by e-mail 

Motivation letter/Anschreiben 

Resume/Lebenslauf 

Certifications/Zeugnisse 

Certifications/Bescheinigungen 

Cover page/Deckblatt 

 

•  1 document as pdf 

•  max. 2 MB 

•  only short text in E-Mail 



Preperation for the interview 

Information about the company? 
 
 
 
Clothing? 
 
 
 
What will I say? 
 
 
 
What will I ask? 
 



Interview 



Contact 

Career Service 
Achim Oettinger 
Office: 1-005 
Tel.:  09561/317-355 
E-Mail:  oettinger@hs-coburg.de 
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