How to write a compelling cover letter

for applications in Austria

Tips and best practices for international students
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Purpose of the cover letter

1. Introduces you beyond your CV
2. Explains your motivation
3. Shows alignment with the the

company & specific job role
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1. The cover letter introduces you beyond your CV

A cover letter is a personalized letter that you send along with your CV (normally it
precedes the CV) when applying for a job.

e |t servesasan introduction, offering insight into who you are, what skills you
possess, and why you're a strong candidate for the job.

e |t allows you to showcase your personality, enthusiasm, and unique qualifications.
« Whereas the CV mainly contains facts & figures about your skills & experience, the

cover letter explains and underlines your fit— it is not just a narrative version of your
CV!
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2. The cover letter explains
your motivation

Your cover letter should always refer
to the specific vacancy and explain

v what you like about this company

v" what you like about this job/internship
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3. It shows alignment with the
the company & specific job role

Your cover letter should always refer to the
specific vacancy and explain

v" why you are a suitable candidate for this
concrete position
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Format of a cover letter

Not longer than one page

Formal language

Contact details of applicant and employer
Date

Reference line

Creeting

Opening paragraph

Body: 2-3 paragraphs of content

Closing sentence

Name and sighature

L X 8 X XXX
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Format of the cover letter

 Not longer than one page
Whereas in Austria CVs can have a length of 1-2 page/s, the cover letter should

have 1 page only!

« Formal language with engaging wording
Write in a professional tone but let your personality shine through. Be
enthusiastic and positive about the opportunity and express your eagerness to
contribute to the company. Austrian HR managers welcome a polite and
professional style, which ist not too obsequious or flowery.
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Format of the cover letter

« Contact details of applicant and employer
At the top of the document, include your contact information, such as your name,

city and state, phone number, and email address. Then add the employer’s
contact information.

« Date
Don't forget to include the date of the application.

e Reference line

This is your opportunity to eliminate any doubt about the position for which you
are applying. Your cover letter should clearly state the job title or reference
number of the position you are interested in.
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Format of a cover letter

* Greeting
Leave space after the reference line and then address your cover letter to the
hiring manager once you conduct further research and identify the appropriate

person. If you can't find a specific name, go with a generic greeting: “Dear HR
Team”

« Opening paragraph
Share a brief noteworthyparagraph/sentence about why you are applying for the

position and what interests you about the role. Ideally, this first sentence is catchy
and special and not boring.
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Format of a cover letter

 Body: 2-3 paragraphs of content
Tailor your cover letter for each job application. Highlight the specific skills and
experiences that directly relate to the company and the concrete job/internship
you are applying to and answer the following 3 questions: Why this company? |
Why this job/internship? | Why me?

* Closing sentence

Conclude your cover letter by reiterating your interest in the position and
expressing your readiness for an interview.

« Name and signature
At the end of the page write your name and put your signature
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Laura Heidelbeere, BA

Donaupromenade 1, 4020 Linz

Tel.: +43 650 12 34 567 <-- 3y i
E-Mail: laura.heidelbeere@karriere.at
LinkedIn: linkedin.com/in/laura-heidelbeere/ L g .
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Karrieretraum GmbH ! T
Mag.a Petra Personalerin '
Traumjobgasse 1 A
1010 Wien Linz, 17. Dez. 20XY
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. . e opening sentence
Bewerbung als Marketingleiterin | Ref. Nr.: AB-1234 .
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Sehr geehrte Frau Mag.a Porsonalerin® ‘s greeting :’
Y

Sie suchen eine verantwortungsbewusste, entscheidungsstarke und engagierte Person fiir die Leitung des
Marketings der Karrieretraum GmbH - ich bin die richtige Person fiir Sie.

Seit mehr als finf Jahren arbeite ich bereits im Marketing. Zunachst als Marketingassistenz (FIRMA AG/ 1

Jahr, 10 Monate), dann als Online Marketing Managerin (FIRMA AG / 3 Jahre, & Monate). In diesen

Tatigkeiten konnte ich Erfahrungen im klassischen Marketing und im Online Marketing sammeln. Zuletzt war

ich fiir die selbststandige Konzeption und die Aussteuerung von Onlinekampagnen fir FIRMA AG
verantwortlich, die ihren Kundenstamm nachweislich um zehn Prozent steigern konnten. Im Juni 2018 habe ich
zudem mein berufsbegleitendes Bachelorstudium ,Medien Management” an der FH Musterstadt mit
Auszeichnung abge- schlossen.

Meinen Arbeitsproben kdnnen Sie meine kreative Arbeitsweise entnehmen, Ich bin organisiert, arbeite genau
und dibernehme gerne Verantwortung - diese Eigenschaften konnte ich als Mitglied des Betriebsrats von
FIRMA AG unter Beweis stellen,

Nun ist es an der Zeit, den nachsten Schritt zu tun und die Herausforderung anzunehmen: Ich will mein Mar-
ketingwissen aus meinen bisherigen Positionen nun auch in leitender Funktion anwenden.
Hat meine Bewerbung Ihr Interesse geweckt, dann freue ich mich auf ein Vorstellungsgesprich!
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L ) :I \ closing sentence
Laura Heidelbeere -

Bellagen“""?‘:‘ .
Lebenslauf vt *

Zeugnisse und Zertifikate %
optional

rce: karriere.at

<:Uly

SSCUS

EUROPEAN UNIVERSITY

12



	Foliennummer 1
	Foliennummer 2
	Foliennummer 3
	Foliennummer 4
	Foliennummer 5
	Foliennummer 6
	Foliennummer 7
	Foliennummer 8
	Foliennummer 9
	Foliennummer 10
	Foliennummer 11
	Foliennummer 12

