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Applications 101: General guidelines

You are not alone!
(Michael Jackson)

Time is of the essence!
(Mr. Spock)

I’m only human after all!
(Rag ‘n’ Bone Man)
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Applications 101: General guidelines

1st step: Initial screening concerning formal requirements

2nd step: Basic screening concerning professional requirements
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Applications 101: General guidelines



5

Applications 101: General guidelines

1st step: Initial screening concerning formal requirements

2nd step: Basic screening concerning professional requirements

3rd step: Thorough screening concerning professional requirements

4th step: Interview process / assessment centre
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Applications 101: General guidelines

What HR professionals are looking for first …

• Was the application deadline observed?

• Were the formal requirements met?

• Are there any obvious mistakes?

General issues to consider

• Read information in job ads carefully!

• Do not wait until the last minute to apply!

• Do not send unusual or very large files!

• Stick to truth and reality!
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Applications 101: CV / Resume
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Applications 101: CV / Resume

What is a CV?

• Your personal business card to pass employer‘s first screening

• Fully comprehensible within 10 to 20 seconds

• More appealing than the CVs of your competitors

• Demonstration of your professionalism

• Updated on a regular basis

• In a nutshell: short, precise, no story-telling
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Applications 101: CV / Resume

What is a CV not?

• A history of your past

• A personal statement on opinions and beliefs

• Some sort of creative self-expression

Important issues

• Length (one page per 10 years of professional experience)

• Formatting / design (easy to read, consistent spacing, columns aligned)

• Proofreading (no typos, …)
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Applications 101: CV / Resume



11

Applications 101: CV / Resume
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Applications 101: CV / Resume
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Applications 101: CV / Resume
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Applications 101: CV / Resume

Obligatory elements

• Personal details

• Contact: name, @, ,  (?), social media profiles (?)

• Additional information: date of birth (?), citizenship (?), marital status (?)

• Education

• Degrees, name of institution, location, date of (expected) graduation

• When applicable: GPA, major/minor fields, honours, publications, projects

• High school (?)
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Applications 101: CV / Resume

Obligatory elements

• Experience

• Work experience (name of company, position, dates)

• List roughly 3 important tasks, accomplishments, or skills gained at each job

• Use action words to describe your achievements

• Key Skills

• Include software / IT systems, especially when related to position

• Language skills including level (beginner, intermediate, proficient, fluent)

• List any other skills you have that relate to the job but are not included elsewhere
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Applications 101: CV / Resume

Optional elements

• Photo

• If yes, then professional!!!

• Objective

• State your desired job field, and what you hope to accomplish in that field

• Profile

• Summary of your skills, experience and goals

• Extracurricular activities

• Interests and hobbies

• If related to position (to prove that you are a team player, competitive, …)
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Applications 101: CV / Resume

“Interviewers favor applicants who remind them of themselves.”

“Scanning the resume, his face lit up as he saw Sarah’s 
extracurricular pursuits. ‘She plays squash. Anyone who plays 
squash I love,’ he said smiling, and immediately ranked her 
first.”

Lauren Rivera,
Assistant Professor of Management and Organizations,
Kellogg School of Management at Northwestern University

Source: https://insight.kellogg.northwestern.edu/article/hirable_like_me
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Applications 101: CV / Resume

Source: https://youtu.be/XeuQrK_DEXk
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Applications 101: CV / Resume
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Applications 101: Cover letter
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Applications 101: Cover letter

What is a cover letter?

• Explain …

• how you found out about the offer

• why you are interested in this particular job / internship

• why this field of work / organisation appeals to you

• Answer …

• to the needs / requirements of the employer

(read the ad “between the lines”, find out who they are really looking for)
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Applications 101: Cover letter

• Describe …

• who you are and how you do things

• what your skills are and what you can do for the employer

• your skills and experience by giving examples

• Announce …

• from when on you will be available

• what you expect from the job / internship

• when and how you will follow up (when appropriate)
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Applications 101: Cover letter

• Do not …

• duplicate your CV

• enumerate what you did when and where

• include pictures and links

• copy earlier cover letters – each letter is unique!

• write more than one A4 page
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Applications 101: Cover letter

Structure

• Contact details / letterhead

• Date

• Addressee (name, organisation, function, address)

• Reference / greeting

• Introduction

• Explain what you are applying for and how you found out about it

• Explain the reasons for your interest and what appeals to you
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Applications 101: Cover letter

Structure

• Middle part: YOU

• Explain how the experiences listed in your CV demonstrate your qualifications

by identifying your most relevant skills or experiences (see job ad!)

• Refer to relevant elements of your background (education/coursework,

activities, experience, leadership) and use specific examples

• Explain how your education, experience and skills might be of use to the

organisation in this particular job

• Conclusion

• Reiterate your interest in the employer and position

• Focus on next steps
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Applications 101: Cover letter
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Applications 101: Job interview



28

Applications 101: Job interview

Competency-based approach

• Questions concern past achievements or failures

• Provide concise, specific, well explained and most relevant answers – PREPARATION!

• Do not avoid mentioning past failures but demonstrate what you have learned

STAR Technique

Situation

Task

Action

Result

CAR Approach

Context

Action

Result
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Applications 101: Job interview

Source: https://youtu.be/ojMt2ktJEyQ
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Applications 101: Conclusion
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Applications 101: Conclusion

Andreas Ehrmann

Education ~ Political Science, University of Vienna (1999-2008)

Professional experience

~ Compulsory military service (1998-99)

~ Content Manager / journalist, News Networld (2000-2004)

~ Ski instructor, Ski and Snowboard School Zell am See (2005-2010)

~ Airline Security Supervisor, LIS / ICTS Europe (2007-2017)

~ Press and Information Officer (traineeship), MFA Austria (2007-2008)

~ Alumni Officer … Head of Development, DA Wien (2009-…)
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Applications 101: Conclusion

Time is of the essence!
(Mr. Spock)
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Applications 101: Conclusion

You are not alone!
(Michael Jackson)
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Applications 101: Conclusion

I’m only human after all!
(Rag ‘n’ Bone Man)
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Applications 101: Conclusion

da.link career counselling Tuesday, 11.00-12.30 & 13.30-15.00 h @ Kaunitzzimmer or via ZOOM

Sign up at career@da-vienna.ac.at

da.link career talks/lunches Wednesday, 12.00-13.00 h

da.link career skills Seminars and workshops starting in October 2020

Sign up at https://career.da-vienna.ac.at/Sign-up
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Applications 101: Conclusion

Andreas Ehrmann

Head of Development Department, 

ClubDA Secretary General

andreas.ehrmann@da-vienna.ac.at

Katharina Dück

Development Officer

katharina.dueck@da-vienna.ac.at

Martina Sebastian

Development Officer

martina.sebastian@da-vienna.ac.at

Domenica Woltran

Development Officer

domenica.woltran@da-vienna.ac.at

Roswitha Strampfer

ClubDA Secretary

club@da-vienna.ac.at

Thorstein Gaissbauer

IT Admin

it-support@da-vienna.ac.at
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Applications 101: Conclusion


