
H O W  T O  W R I T E  A  G O O D 

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

WORK 
E X P E RIE NC E : 
Highlight the aspects 
that are relevant for 
your future employer. 
Exemplify your personal 
competencies - 
relate them to some 
situations. Describe 
your job, tasks, 
competencies, results, 
and what you learned. 
Unskilled jobs are also 
valuable - they may 
show e.g. that you are 
reliable, a team player 
and can work with tight 
deadlines.

VO L UNTE E R WORK : 
Describe what you have 
learned and why it is 
important for them to know.

LANGUAGE  AND IT:  List 
skills and levels - even if they 
are basic. In this case, since it’s 
a technical job, IT is placed at 
the top. Otherwise, consider 
placing it on the next page. 

SPARE  TIME :  The personal 
aspects shows who you are 
as a person. You don’t have to 
run marathons; playing board 
games or knitting is totally 
fine, too. Consider if you can 
present it in an interesting and 
memorable way - e.g. ”I will 
never make it to the national 
team, however I enjoy playing 
in Esbjerg Rugby Club.”

REFERENCES:  Make sure that 
your references know they might be 
contacted. Bring your references (and 
recommendations) to the job interview. 

ALWAYS TARGET YOUR CV  for the job and the workplace.
• Answer the job advert
• Only include what’s relevant
• Research on the workplace. Are they e.g. informal, humorous or technical?

PROFILE T E X T :  Describe 
your competencies shortly 
and precisely, and what you 
have worked with during 
your education and jobs. 
Think relevance in terms of 
the job advert. The summary 
has to be personal and 
describe you as a person in 
relation to the specific job. 
Max 5-7 lines.

EDUCATIO N: 
•  Start with the most recent 

education.
• Highlight your successes.
•  Grades: If you have a good 

average, list it.
•  Describe your competencies, 

roles, relevant projects and 
courses. 

•  If you have published articles 
that are relevant to the job, 
list them here. 

•  Show not only theory but 
also practice - include 
collaborations with 
companies and other study 
activities that include 
external organisations.

PHOTO:  Use a neutral, 
professional photo of your head 
and shoulder, preferably a smile. 
A photo personalises your cv.

LAYOUT: 
• Short, precise, clear.
• Use e.g. a template.
• Apply space, headlines, short 

paragraphs and bullets. 
• Approx. 2 pages.
• Be strategic and mention the 

most important and relevant 
things in the beginning.

CONTACT  INFO

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 G U I D E : 

T H E  C V

STUDY OR WORK ABROAD  show that you 
are independent and outgoing. Show what you 
have learned from it.


