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Tailor Made Job Applications:
How to Apply for a Job and Be Hired

@ objective

The course will provide participants with an overview of employment opportunities
available for them. They will figure out which strategies they can apply to find a job
that matches their profile. Participants will also learn more about the career options
that different occupational fields can offer.

@ Description

Participants will develop individual job application strategies based on their personal
and professional background and employment options.

The relevant criteria that are obligatory for a written job application will be covered.
Participants will also be given the opportunity to have their application documents
analyzed and optimized in an individual online coaching session with the trainer.
One particular session of the workshop will deal with the job interview. Which as-
pects should an interviewee pay special attention to, and what are the elements of a
typical job interview?

Finally, participants will act out particular aspects of a job interview to feel more con-
fident in these situations.

Contents:
¢ My job profile and employment options
e Career prerequisites and preferred qualifications according to HR
e The various phases of an application process
e My individual application strategy

e How to structure and present application documents in such a way that they
appeal to potential employers

e Main aspects of a successful job interview

@ Methodology

e Brief presentations
e Discussions in (small) groups

e Resource oriented coaching exercises
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