
MATCH THEIR WISHES: This is the most 
important part! Focus on matching your 
competencies with the demands from the 
job ad. Don’t comment on the demands you 
cannot fulfill. Describe your competencies 
in a way that the reader understands. Use 
examples. Don’t write e.g. ”I have a theoretical 
knowledge of branding” - INSTEAD write: 
”I have used my knowledge of branding in a 
project working with LEGO on international 
branding of new game boards”.

Write a catchy TITLE

MOTIVATION:A short and precise 
presentation of your motivation for this job, 
these tasks, and this particular company. 
Show that you have researched them. Focus 
on how you can add value to them so that they 
feel that you are specifically targeting them. 

FOCUS ON THEM:  Focus on what 
you have to offer to the company - 
not what they can offer to you.

PERSONAL COMPETENCIES:  Give the 
reader an insight of who you are as a person. 
Use examples. Danish companies also want 
to hire you for your personal competencies. 

ENDING: Leave the reader with the feeling that you really 
want this job, and that you want to elaborate at an interview. 

HEADLINES:  By using headlines you can 
avoid making the application too text-heavy.

G U I D E :

T H E  A P P L I C A T I O N
A A U  
C A R E E R

A A L B O R G  
U N I V E R S I T Y

FOC U S ON  YO UR STREN GTHS: Exemplify your 
competencies and how you are suited to solve the 
tasks. Even though you don’t meet the full list of 
wishes from the the company you might still be a 
good candidate.

ALWAYS  TARGET THE A PPLICATION  to the 
company and job you are applying for. Standard 
applications will be discarded right away!

• Only elaborate on what is relevant.
• Carefully read the job ad and consider how you  
 want to solve the tasks.
• Research! The company, the business, etc.
• Focus on the recipient - not yourself.

THE  AP P LICATIO N  F OCUSES ON 
THE  FUTU R E :
Explain how you want to apply your 
experiences and competencies in the 
company and the tasks.

LAYOU T: 
• Max 1 page. 
• Consider matching the layout in the cv.
• Must be easy to skim.
• Use space, headlines and short paragraphs.

TON E  O F VO ICE:
• Your tone must reflect who you are and  
 also fit the recipient.
• Write reader friendly, short and directly.
• Be sure to use words you are sure the  
 reader also knows
• Avoid clichés and formal phrases - they  
 create distance.

CULTU R AL AND LA N GUAGE SKILLS: 
Not being Danish should be used as an asset. 
Make sure to point out the cultural and social 
competences and your language skills as well 
as your international mindset.

CONTACT INFO

I

WE

YOU

STRUCTU RE:  This 
application is based on the 
”you - we - I” structure:

Is about them. 
Show that you 
understand the 
company and 
the tasks.

Is about the two of 
you together. 
What could happen 
if they hired you?

Is about you and 
your personality in 
relation to the job. 
Should be brief.


