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DECODE THE JOB POSTING

What is the position? And where?
 / This will typically appear in the heading in the job posting

What tasks and responsibilities are involved?
 / What does the workplace need?
 / Identify the key needs of the position

What should you be able to know, do? ... for whom, what and where?
 / Who are the work partners – internally and externally?
 / What are the requirements and what are the wishes in the posting?
 / What is important when performing the job tasks?
 /  Who is the target group? Customers, patients, citizens or
 / others?

What type of colleague does the workplace expect, personally and socially?
What do they emphasize?
 / Which characteristics are important in the role?
 / How is the team, department, workplace organized?
 / Who is your closest leader? Who will you refer to?

Who is the company and what are their values?
 / Seek information about the company’s vision and mission on their website and 
possibly also on LinkedIn.
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USE COLOURS WHEN YOU READ THE 
INTERNSHIP POSTING

1. Select 3 arbitrary colours

2. Use one colour to highlight the professional skills and the tasks. Use 
another colour to highlight personal and social skills. Use the third 
colour to highlight information about the company (the company’s 
services, customers, the workplace itself, the team, etc.).

3. Once you have coloured the internship posting, you should take 
notes and prioritize. Write down what motivates you about this 
company and this specific job content. Prioritize three of the most 
important tasks that you want to concentrate on in your application. 
Note down the personal competencies as well as what they 
emphasize in relation to your competencies as a colleague

4. Also write down which information you do not have – this may 
form the basis for your preparation to call the company about 
the internship.

5. Look for more information about the company’s vision, objectives, 
services/products and target group/customers, corporate culture, 
etc. In addition to searching the company’s own website, LinkedIn is 
an obvious choice.



THE MOTIVATED APPLICATION

Business
Name

Date

Targeted and professionally relevant headline

Start by telling why you are applying for the internship. What is exciting about the 
tasks, the function and the company itself? What is your goal in relation to the 
internship and which professionally relevant and interesting experiences can you 
gain here?

Specifi cally describe how you will solve the tasks. What have you learned at your 
business academy and how will you put it into practice? Use the internship posting 
as a starting point. Find 2 to 3 tasks you have to solve. Create a section for each task 
that describes how you want to perform that task.

What characterizes you as a person? Based on the internship posting consider 
which of your personal skills will match. Describe how you are as a colleague 
and how you will contribute to the team and the work environment. Choose 2 to 3 
personal skills and describe them with specifi c examples.

Make a fi nal statement in which you write that you are looking forward to an 
interview where you can learn more about the internship and go into details about 
your ideas for the position.

Yours sincerely

Name
Mobile
E-mail

MOTIVATION 
SECTION 
I am motivated to become 
an intern with … because 
you let me get acquainted 
with several facets of ... 
and my goals with the 
internship period will be 
to concentrate upon ...

PROFESSIONAL 
COMPETENCE 
SECTION 
X, y and z are three 
subjects from my 
education which I can 
transform and perform in 
practice in relation to… 
and ... This means that I 
will take care of ... Which 
for you means...

WHO ARE YOU  
AS A COLLEAGUE 
It would please me to be 
invited to a job interview 
where I can present 
myself and get to know 
you better.

PERSONAL 
COMPETENCE 
SECTION
As a colleague I am… 
which means that I am 
good at ...
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HOW TO WRITE A CV

Clear and correct contact info
Name
Address
E-mail
Mobile
LinkedIn

Summary
The length of the summary should be 6 to 8 lines and should describe what motivates you about 
the internship, what you can offer and how you are as a colleague. In short, a summary of your 
internship application.

Education
2017- Title, name of business academy
 If possible, specialization
 Stress relevant modules and possible projects and describe which professional 

skills, knowledge and insight you have gained so far.

Work experience
2016 – 2018  Position, company

Consider relevant tasks, responsibilities, roles and results. Prioritize the order, 
start with what is most relevant.

IT
Program/system, type of program, level
(knowledge, daily user, solid knowledge, experienced user and super user).

Language
Language, oral level, written level (native language, fl uent, experienced, good knowledge or 
knowledge).

Voluntary engagement (e.g. volunteer trainer/helper/employee/trust duties)
2015-2017 Title/role, place
 Relevant tasks and responsibilities

Personal/leisure time
You can state age, status and family relationships. Write a few lines about your leisure time 
and interests.

CV
Profi le photo 
showing how 
you look when 
you are at work. 
Choose a neutral 
background – and 
a smiling, outgoing 
expression.

Layout
Uniform layout in your CV and 
application. Same font, headers, etc.

Colour
You can choose to use colours but 
consider how to match the company’s 
colour choices.

Find information on the company 
website. Make sure that the colours do 
not disrupt the content.

Font 
 / Times New Roman
 / Arial
 / Calibri

Font size
11 or 12

Line spacing
1.3 or 1.5.


