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What is the aim of the CV?

 applicant: present him/herself as best as possible

 company/ organization: learn about the applicant`s

details as fast as possible
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Tip #1 
Clear structure & overview

 Make is as easy as possible for the reader

 Tabular form

 Not more than 2 pages

 Bullet points instead of full sentences

 Less is more ;-)
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CV examples from other countries…

The Netherlands The U.S.

Source: https://image.slidesharecdn.com/e-150630094840-lva1-app6891/95/ep-rietveld-

nesiagho-cv-main-1-638.jpg?cb=1435657764

Source: https://lh5.googleusercontent.com/OOlIsmUl2DmjXffeULuiOXnfsJ7v6O-

CwrAPa1E7He1k3smoeZrkTjBYDK2EuKdBlGMFu6qp6y0uUGAlNYFoQQV-

97JXHp3WE12IRG0sHUuEp2_UDbHqxzPXHSJIUSho9dC6LN8m
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Italy

Source: https://i.pinimg.com/originals/32/4d/c6/324dc66e17bd8cb80a4eb2f9fcb4f9e7.jpg
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Tip #2 
Use strong section headlines

 e.g.: 

 Personal details/ Persönliche Daten

 Eduation/ Bildungsweg

 Professional experience/ Berufserfahrung

 IT & Software skills/ IT Kenntnisse

 Language skills/ Sprachkenntnisse

 Voluntary Engagement/ Freiwilliges Engagement

 Awards/ Auszeichnungen

 (Interests/ Hobbies/ Interessen)
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Tip #3
Use a suitable format

There are tons of templates on the web … Please do not 

use the Europass CV (except if this is asked for)
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Tip #3
Use a suitable format

 There is not THE perfect format or template

 XING example:

https://lebenslauf.com/#

 There is so much more online…

 Choose one you like but adapt it





Quelle: ThaFF

2017



Quelle: 

Lebenslauf.de



 

Lebenslauf 

Maximilian Muster 
Angestrebte Position: Manager Logistik 

Telefon: 0123 – 45 67 89 
E-Mail : maximilian.muster@mail.de 

Adresse : Maastrichterstr. 12, 50677 Köln 

Persönliche Daten 
 

Geboren : 1.1.1971 / Köln 
Familienstand : Ledig 

Staatsangehörigkeit : Deutsch 

ÜBER MICH 

Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod 

tempor invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero eos 

et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea takimata 

sanctus est Lorem ipsum dolor sit amet. Lorem ipsum dolor sit amet, consetetur 

sadipscing elitr, sed diam nonumy eirmod tempor invidunt ut labore et dolore magna 

aliquyam erat, sed diam voluptua. At vero eos et accusam et justo duo dolores et ea 

rebum. Stet clita kasd gubergren, no sea takimata sanctus est Lorem ipsum dolor sit 

amet. 

BERUFLICHER WERDEGANG 

SOFT SKILLS 

AUSBILDUNG 

REFERENZEN 

BESONDERE KENNTNISSE 

SPRACHEN 

INTERESSEN & HOBBYS 

SOZIALEN MEDIEN 

Manager Logistik 
Fahrfahraway GmbH, Köln 

Logistik Leiter 
Tourtrans AG, Hürth 

Speditionskaufmann 

Routentuten GmbH, Düsseldorf 

Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod 

tempor invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero eos 

et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea takimata 

sanctus est Lorem ipsum dolor sit amet. 

Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod 

tempor invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero eos 

et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea takimata 

sanctus est Lorem ipsum dolor sit amet. 

Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod 

tempor invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero eos 

et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea takimata 

sanctus est Lorem ipsum dolor sit amet. 

02/2008 - Heute 

07/2001 - 01/2008 

02/1996 - 06/2001 

Ausbildung zum Speditionskaufmann 

Routentuten GmbH, Düsseldorf 

Mittlere Reife 

Realschule Köln, Abschlussnote: 3,1 

01/1993 - 01/1996 

08/1981 - 08/1992 

Fred Finder 

Abteilungsleiter | Routentuten 

E : name@email.de 

T : 0123 – 44 55 66 - 700 

Bea Begeistert 

Personalleiterin | Routentuten 

E : name@email.de 
T : 0123 – 44 55 66 - 700 
 

Lars Lober 

Geschäftsführer | Tourtrans 

E : name@email.de 
T : 0123 – 44 55 66 - 700 
 

Andreas Anders 

CEO | Fahrfahraway 

E : name@email.de 
T : 0123 – 44 55 66 - 700 
 

Ort, Datum 

skype.com/maxmuster 

twitter.com/maxmuster 

S 

T 

Fechten / Lesen / Reisen / Kochen 
Surfen/ Fußball / Volleyball 

Deutsch 

Englisch 

Spanisch 

Supply-Chain 

Logistik 

Management 

Finanzen 

Informationssysteme 

Eigeninitiative 

Kommunikation 

Teamplay 

Organisation 

Verhandlung 

Netzwerken 

Problemlösung 

Zielorientierung 

Quelle: 

karrierebibel.de
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Tip #4
Use a uniform style for data & sections

 Giving time frames: 

MM/YYYY – MM/YYYY 10/2017 – 06/2019

month_year – month_year October 2017 – June 2019

 Stating positions: 

title, company/ organization, city, country

Bachelor of Science in Management, German Jordanian University, Amman, Jordan

Internship in Marketing at AIESEC, Riga, Latvia

Junior Sales Manager at Sonotec, Halle, Germany
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Tip #5
Do not use too many font styles & colors

 It‘s a matter of taste…

 Arial & TimesNewRoman -> a bit boring ;-(

 Play around…

Lebenslauf Verdana

Lebenslauf TrebuchetMS

Lebenslauf Calibri

Lebenslauf Futura Book

Lebenslauf Comic Sans
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Tip #5
Do not use too many font styles & colors

 Be careful with:

 Too many different colors

 Too many different font sizes

 Too many BOLD ENTRIES (don‘t scream at the

reader)

 Too much underlining
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Tip #6
Show connections to the job offer
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Tip #7
Better no picture than a bad one…

 No selfies and no snapshots please ;-)

 What do you think about the following examples?
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Tip #7
Is it a good picture?

source: bewerbungen.de
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Tip #7
Is it a good picture?

source: bewerbungen.de
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Tip #7
Is it a good picture?

source: bewerbungen.de
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Tip #7
Is it a good picture?

source: bewerbungen.de
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Tip #7
Is it a good picture?

source: bewerbungsfoto-navigator.de
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Tip #7
Is it a good picture?

Quelle: 

absolventa.de
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Tip #8
Avoid any time gaps

= time frames that are not filled with any acitivities

 Up to three months are okay (no explanations

necessary)

 Reasons for time gaps can be: change of study

program, moving, illness, parental leave, travel, 

unemployment

 Be as honest as possible
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Tip #9
Check and check and then check again

 Spelling and grammar mistakes, comprension issues

 4 eyes see more that 2: ask a friend for help

Or: 

 You can send it to me…

Source:https://static.boredpanda.com/blog/wp-

content/uploads/2017/01/funny-spelling-mistakes-errors-fails-200-

5874dc47dddd1__605.jpg
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Tip #10
Do not forget to date and sign

 For each application: date & signature

 Scan your signature

 example:
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Any questions?

Susanne Benko

Career Service for Internationals

Nikolaistrasse 6-10 

(Strohsackpassage), 04109 Leipzig

T +49 341 97-30038

susanne.benko@zv.uni-leipzig.de

www.uni-leipzig.de/careerservice


