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Task 1 – Applying for a job

(LO 1)

What you need to be successful in your job hunt
To be successful in applying for a job and in presenting yourself in your best light you need
more than standard catch phrases or slogans. All job seekers are “motivated”, “creative” or
“ambitious”.
What you have to do is to find out about your skills and strengths, reflect on who you are and
what you can offer on the job market and to present this professionally.
Reflecting your skills and competences helps you to specialise in certain tasks and topics,
develop a USP (unique selling position) and raise the interest of potential employers.
Task 1: Read these two letters – which one would you say is the more individual?

Application 1:
Dear Sirs and Madams,
With great interest I would like to apply for the advertised job in your company. I am applying
because the listed tasks and desired profile match my skills.
With my training as a confectioner, my experience in several work areas and the knowledge
acquired while working I believe I can satisfy your demands.
My special skills are:
- Flexibility
- High tolerance for stress
- Reliability
- Good team worker
I am looking forward to your reply.
Yours sincerely
John Doe
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Application 2:
Dear Mr Smith,
My name is John Doe and I visit your website regularly to get informed about new trends in
pastry. I was very excited to see a very interesting job offer this time.
After my training as a confectioner in the renowned Viennese Coffeehouse “Vienna Sweets &
Coffee” I worked in several highly acclaimed companies to develop further skills and
competences.
During the last couple of year,s I have specialised in the production of individual Cup Cakes and
Cake Pops which have been very popular and well praised at various events.
I also developed substantial knowledge and competence in the creation of vegan and gluten
free bakery products to satisfy customers’ needs.
Needless to say I also have expertise and delight in creating traditional and classic pastry.
You can take a look on the little masterpieces I have been creating in the last years on my blog
“Baking is fun”. Please visit the site: www.bakingisfun.at
I am looking forward to a personal interview taking some samples of my pastry specialties with
me.
Best regards
John Doe

Questions to task 1:

Imagine you are the recruiter or employer. Which application do you like better?

Please give some reasons for your decision

Would you invite both applicants to an interview?
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Task 2 – Personal Strengths

(LO 1)

You need some knowledge about yourself to create a successful
application
To create a successful application package you first need to know your own skills and
competences. Only then you are able to present yourself with all your accomplishments in
interviews or social media.
Everybody has individual strengths and competences which are sometimes not obvious to
oneself. We try to get to the bottom of these strengths and skills with the following questions.

Question 1
What can I do especially well in my job / chosen profession?

Question 2
My colleagues admire me for the following skills:

Question 3
Which subjects in school were very easy for me?

Question 4
In which work surroundings can I work very efficiently?

Question 5
Which tasks in my job do I enjoy doing very much?
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Task 3 – Personal Strengths

(LO 1)

Self-assessment and assessment by others often differ. Sometimes we believe ourselves to be
very good in certain tasks or areas but others have a different view on that.
Sometimes colleagues or friend notice things we can do very well without us noticing this
ourselves.
Comparing self-assessment and assessment by others is quite important for these reasons.
Please ask someone you trust and who knows you well (a colleague, a teacher, your boss,
siblings, parents, friends) which of your skills they appreciate and where they see your talents.
Ask them to put that in writing. After this feedback you might realise some strengths you haven’t
noticed before.

"

You are very skilled in these tasks:

I found that you are very interested in the following topics:

I admire how you do the following:

Compare this feedback from someone else with your self-assessment from task 2.
Which skills and competences they mention match with your reflection?
Which don’t?
What surprises you?
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Task 4 – Application and Social Media

(LO2)

In the last couple of years application processes have shifted to the internet in growing
numbers. A lot of companies don’t look for new staff using job ads in papers any longer. They
post their open jobs in online job platforms or recruitment tools which often specialize in
different areas (regions, lines of business, etc)
In a lot of these job websites you can create your own job seekers profile.

Research Task:

1) Which 5 online job platforms or recruitment tools are listed first if you put in
„jobs“ in any search engine (google, yahoo, bing,…)?
1. _________________________

2. _________________________

3. _________________________

4. _________________________

5. __________________________

2) In which of these online job platforms can you create your own profile?

3) Which of these online job platforms can you find in social media, ie Facebook?

4) Find an online job platform which specialises in regional jobs and list it.
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Task 5 - Application and Social Media

(LO 2)

Social media helps users to connect and interact, present themselves and share pictures,
videos, ideas and thoughts.
Companies also use social media to brand themselves and to market their products to
customers. Another purpose is to attract new employees or to inform themselves about
applicants (Social recruiting).
Thus it is quite important for everybody wanting to find or keep a job to keep an eye on their
online profile.

1) Which social media do you know? Mark them.

Others:___________________________________________________________________

2) Which social media do you use? Mark them.

Others:___________________________________________________________________

3) What possibilities are there for potential employers to inform themselves about you?
Which social media contains information about you which can be checked by outsiders?
Check your profile without logging in! Mark them.

Others:___________________________________________________________________
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Task 6 - Application and Social Media

(LO2)

The internet stores all information which has been put online and does not forget easily.
It is very difficult to erase information once it is online. So be careful what you publish or what
others publish about you.
Take notice of privacy settings in social media.
To get an idea what you can find about someone in the internet you will get the following task:
Collect information about a good friend of yours. What can you find out about him/her using the
internet?
Open any search engine and type in his / her name using “”. Try the same with social media, ie
Facebook.

Which positive things can you find about your friend?

Which negative things can you find about your friend?

Take a screenshot of a positive result

Take a screenshot of a negative result

Talk to your friend about your research. What would potential employers think?

Page 12 of 25

Task 7 – Information & Internet

(LO3)

The internet has a digital memory. Information stored once can only be erased using a lot of
effort and resources. With some information shared widely it even might be impossible. For this
reason, be careful what you post or publish and who can see it.
The following video shows how uncomfortable shared information can get:

Click on the image above pressing the <CTR> key if you use the worksheet in a digital version.
If not start youtube.de and enter the following text: “Internet Danger- Everyone Knows Sarah”
https://www.youtube.com/watch?v=ThxmgXMBpoM

What you should avoid
Here some pictures and comments which should not be posted. Discuss with a partner why not.

“...I should quit immediatly
with this wage...”

“...the damned work takes ages again...”
“...I’d prefer being at the pool
at this temperature...”

“...I hate my boss ... “
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Task 8 – Information & Internet

(LO3)

Read the following article and discuss with a partner why it is important to protect your
personal data in the internet.
60% Employers Use Social Media to Screen Job Candidates
By: Amy McDonnell on April 28, 2016.
If you’ve ever found yourself accidentally checking out a job candidate’s wedding photo album
on Facebook, cringing at a candidate’s Instagram quote, or following along with a candidate’s
live-Tweeting of their run-in with Ryan Gosling at the grocery store – when all you initially meant
to do was get a peek into their personalities and qualifications – you’re far from alone: Today,
not only do the majority of employers go on social media to check up on candidates, but the
number of those who do has increased 500 percent over the last decade.
According to CareerBuilder’s annual social media recruitment survey of more than 2,000 hiring
managers and HR professionals and more than 3,000 full-time U.S. workers, 60 percent of
employers revealed they use social networking sites to research job candidates. This is up
significantly from 52 percent last year, 22 percent in 2008 and 11 percent in 2006, when the
survey was first conducted. Additionally, 59 percent of hiring managers use search engines to
research candidates – compared to 51 percent last year.
Falling down a rabbit hole of someone’s Wikipedia page or Facebook comment
threads happens to the best of us — but when it comes to gleaning information on candidates
through social profiles, professionalism and relevance on the part of hiring managers and
recruiters is key. Forty-nine percent of hiring managers who screen candidates via social
networks said they’ve found information that caused them not to hire a candidate – on par with
the 48 percent who said the same last year.
These are the top pieces of content that turned them off:
•
Provocative or inappropriate photographs, videos or information – 46 percent
•
Information about candidate drinking or using drugs – 43 percent
•
Discriminatory comments related to race, religion, gender, etc. – 33 percent
•
Candidate bad-mouthed previous company or fellow employee – 31 percent
•
Poor communication skills – 29 percent
To be clear, most hiring managers aren’t intentionally looking for negatives (only 21 percent of
employers say they’re looking for reasons not to hire a candidate) – they simply stumble upon
them. Hiring managers in information technology and sales are the most likely to use social
networks to screen candidates, at 76 percent and 65 percent respectively.
Why employers seek out social media profiles
While it’s true some employers use social media to look for reasons not to hire a candidate, the
majority are using it as a resource to get a more holistic view of the person they’re thinking of
bringing into their organization. They may also want to get a peek into a candidate’s side
interest in graphic design or volunteer work at a local hospital – items not necessarily listed on
their resume.
As Rosemary Haefner, chief human resources officer of CareerBuilder, says:
Tools such as Facebook and Twitter enable employers to get a glimpse of who candidates are
outside the confines of a resume or cover letter.”
Many employers are looking at candidates’ networking profiles as an expanded resume of sorts
– and expect candidates to have an online presence. In fact, more than 2 in 5 employers (41
percent) say they are less likely to interview job candidates if they are unable to find information
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about that person online — a 6 percent increase since last year.
Six in 10 employers who currently use social networking sites to research job candidates (60

percent) are “looking for information that supports their qualifications for the job,” according to
the survey.
What does that mean, exactly?
•
For some occupations, this could include a professional portfolio.
•
53 percent of these hiring managers want to see if a candidate has a professional online
persona.
•
30 percent want to see what other people are posting about the candidate.
What else do employers want to see?
About one-third of employers who screen candidates via social networks (32 percent) say they
found information that caused them to hire the candidate. Examples of such information
included:
•
Candidate’s background information supported job qualifications – 44 percent
•
Candidate’s site conveyed a professional image – 44 percent
•
Candidate’s personality came across as a good fit with company culture – 43 percent
•
Candidate was well-rounded, showed a wide range of interests – 40 percent
•
Candidate had great communication skills – 36 percent
Social media lurking doesn’t end when candidates become employees, either:
•
41 percent of employers say they use social networking sites to research current
employees.
•
Nearly a third (32 percent) say they use search engines to check up on current
employees.
•
More than 1 in 4 (26 percent) say they have found content online that has caused them
to reprimand or fire an employee.
Keeping it in perspective
While information discovered via social networking profiles can be relevant, it’s important for
employers to keep a level head about it all. Look for positives first, and if you find a less-thanpromising picture or comment by a potential employee, remember that you are looking at a
piece of their online presence and may not always be seeing the full story. Whatever
information you find — positive or negative — consider it in the context of all that the candidate
is bringing to the table. Ask yourself, “How essential is this information to the role at hand and
the person’s potential efficacy as an employee?”
Source: http://thehiringsite.careerbuilder.com/2016/04/28/37823/ (last checked
16.08.2016)

Page 16 of 25

Task 9 – Communication Rules

(LO4)

In social media your posts, comments, pictures, videos and thoughts are shared with many
people worldwide. This is a big advantage.
You can also choose where and how you publish your content using social media used in
professional contexts (ie. LinkedIn) or in social media mostly used for private communication (ie
Pinterest). Some social media channels are used differently in different countries and are used
for private and professional communication (Facebook, Twitter…).
If you adhere to certain rules and use the right channels your communication in social media
can be very successful. Here are some basic principles you should stick to when posting your
next comment, idea or picture:

1. Be positive
Create positive and relevant news
2. Use the right channels
Analyse who is your target group and which media and channels to use to reach
them. You can use blogs to reach a wider public.
3. Emotions create awareness
If you create positive emotions you reach people, get recommended and provoke
positive reactions.
4. Silence is golden
Remain silent if you have nothing to say. Spread only relevant news. If you post too
much about irrelevant news, attention drops.
5. Copying is allowed
Trends change fast. You can try out using things which created a positive echo
elsewhere.
Task: Create a fictional, positive message which is relevant for your profession and creates
positive emotions for a social media profile your choice.
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Task 10 – Communication in Groups

(LO4)

Research a blog, a network, a forum or a group related to your profession in the internet and
take a look at the content and information published (posts, tweets, pictures, videos etc).
Answer the following questions:

Name of the group / forum / blog / network

Are they on social media?

Which topics do they present?

Are new contents / trends / techniques / methods discussed?

Are there different sections?

How many people are active in this network?

Research something you particularly like and share it with colleagues.
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Task 11 – Professional presentation

(LO5)

If you apply for a job using social media possibilities, you have to be professional in the
presentation of your skills and abilities. Blurred pictures and videos or typos don’t make a
positive impression. Employers could think that your attitude towards working might me similarly
blurred.
You don’t need expensive equipment to take videos and pictures in high quality.
The following items will help you to produce media in appropriate quality:

1) Stability
If you produce a video make sure it is not blurred. If you use your mobile phone to film
something, take it in both hands, use it in landscape format and make sure you reach the
buttons all the time. If you film yourself, place the phone on a stable and even surface or use a
tripod.
2) Light
Diffuse light (clouded, but bright) is best for shooting location shots. If you take pictures inside
make sure you have even, not too glaring light .
3) Basic rules for pictures / videos
Divide your picture / film screen in a raster of 3 x 3 fields and put the target not directly in the
middle but either the left or right third of the screen.
If you do a video make sure it is absolutely silent in the background. Traffic noise, a ringing
phone or hearing other people talking can spoil the film.
4) Use editing tools
You can polish your pictures or videos using editing tools to enhance clarity, brightness and
colours. You can also edit scenes and add texts, pictures or music to the video.

Task: There is a range of free editing tools to find in the internet. Research one that could suit
you.
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Task 12 – Professional Presentation

(LO5)

Besides taking care of quality of video and pictures you should also take care of yourself by
looking professional.
Take into account the following tips:
•
•

Wear professional and neat clothes.
Style your hair appropriately for your profession.

•

If you wear make-up make sure it’s appropriate for your profession.

•

Try to look friendly.
Speak so that everybody understands you if you do a video.

•

Try to avoid the following:
•
•

Don’t use holiday shots or selfies.
Try to avoid reflections on the picture.

•

There should be no other people on the picture.

•
•

Don’t use blurred pictures.
Don’t use dark pictures.

•

Don’t wear sports clothes if you don’t apply for a sport related job.

Why are these pictures not appropriate for a job application?
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Task 13 – CV

(LO6)

You need a CV if you want to apply for a job. One option is to use a CV in table form where you
list all relevant biographical and professional details like education and training, interests and
skills.
Of course other forms are possible using online forms, social media, videos, creative methods
of expression and so on to set
Some criteria should be adhered to no matter which form you use:
Criteria for a successful CV:
-

Clear and well presented!
If your presentation is not straightforward or badly set some companies won’t invite you
for an interview.

-

Your contact data should be easy to find, including address, phone and e-mail address.
Use your name in the e-mail address and not fun addresses like bunny1992@xyz.com.

-

You need not go into detail with long ago education like primary school. Years and name
of school are enough.

-

Don’t exaggerate. It’s possible you will be asked to prove your alleged knowledge and
skills. If your Spanish is not fluent, don’t say it is. Possibly someone asks you a question
in Spanish and then you would be required to answer elaborately.

-

Be prepared to answer questions about gaps in your CV. These are of course ok. Be
honest and positive.

-

Take your time in drafting your CV. Make sure it is meaningful and shows your skills and
competences.

Task: Check your CV if it includes the mentioned criteria.
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Task 14 – Your individual CV

(LO6)

How can you be special in your CV?
There are several possibilities to do this. In the last couple of years, a number of possibilities to
create your CV have been established. Besides the classical CV you can do a video CV, a CV
in a social media platform like LinkedIn, a CV as a digital presentation (using PowerPoint, Prezi,
…) or a CV in form of an infographic.
Digital CVs are sent via e-mail, inserted in a form or directly published online.

Infographic CV:

Research different infographic CVs. Find a well-developed example and think about which
elements and layout would suit you and your profession.

Note – only use pictures and graphs where you have the rights to use!
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Video CV:
A video CV is a comparatively new way of applying for a job. It is quite a lot of work to create
but very effective in sticking out from other applicants. It is also possible to show who you are
with this method.
In YouTube you can find a lot of different CV / application videos. Research three examples you
like.
A funny way to do it (a bit exaggerated though).

Press the <Ctrl> key when clicking on the picture if you read this on the screen. Otherwise
search for Barney Stinson's video CV in YouTube.

The CV as a digital presentation
You can also use presentation tools to create a CV. You can insert infographics, videos,
pictures, data etc in these.
You need to plan these presentations carefully to connect your data in a meaningful and clear
way. Research some good practice examples.

Your CV in social media
You can use social media to present your profile in form of a CV inserting pictures, relevant data
and information. So people get an insight who a person is and what is relevant about them in
professional settings.
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