
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
T H E  U N S O L I C I T E D  A P P L I C A T I O N

In the unsolicited application, you are the one to take the initiative. You take contact to the company. An 
advantage is that your application doesn’t drown in a pile of applications. You might be lucky to contact the 
company at a point where they need someone like you. 

Before you apply, you must acquaint yourself with the company and its working area and needs. That 
makes it easier for you to target your application and articulate your competences in a language the 
company understands. Don’t forget to check if they already have posted a job advert. If so, you apply for 
this job if it fits your wishes and abilities.

Research the company as much as possible to target the application directly at the company. Generic 
applications will not be taken seriously by any company; it has to be relevant for the HR manager to take 
the time to read it.

Network is a way of gaining knowledge of a company and maybe even get direct contacts. Consider 
contacts in your personal network that may have information on your chosen path or area of interest. Your 
network might include:
• Family and friends
• Lecturers and tutors
• Ex-employees
• AAU alumni
• Other professional contact on e.g. LinkedIn or even Facebook

TITLE:  You might suggest a position you wish to hold or describe your area of interest.

ARGUMENT:  Describe why you want to work in this company and with certain projects. Maybe you have 
read an interesting article about the company, followed them on LinkedIn or talked to them at the Careers 
Fair or other event.

DESCRIBE THE JOB YOU ARE LOOKING FOR: Describe your skills and what you are dedicated 
to work with. Make it clear what you have to offer and which tasks you are able to solve. Mention if you 
are versatile and able to handle other tasks than the ones you have focused on. Focus on enhancing your 
most essential competences and relevant work experience – and make sure to put your experiences into 
context. When and where did you acquire and where have your applied the specific competences?

ABOUT YOU:  Give the reader an idea of who you are as a person.

ENDING:  Sustain the initiative by writing that you will contact the company. Remember to actually do 
this. This way you give them the most reliable impression of you. 

REMEMBER:  Relevant information such as recommendation can be attached. Bring references to the job 
interview.

T I P S  F O R  Y O U R  C O V E R  L E T T E R

RESEARCH AND MAKE IT PERSONAL: Writing an application is a process where 
you gradually get better in terms of describing and underlining your competences. Each 
application has to be targeted the specific job and company; standard applications will 
be discarded right away. Find a way to match your qualifications with the wishes of the 
company. The requirements can change a lot from one company to another, so you have to 
research to spot what they are looking for. In general research is key when applying for a 
job.

MOTIVATION AND INTEREST:  Give the reader a quick explanation of your motivation 
for applying for the job and what you have to offer. The application should be interesting and 
make the reader want to learn more about you at a job interview. Have a “company” focus 
and make sure the application doesn’t say “I” throughout.

FOCUS ON YOUR STRENGTHS:  Focus on your strengths (not weaknesses) and 
exemplify your competences and how you are suited to solve the tasks. Either, in the job 
description there will always be some tasks that you don’t like or don’t feel qualified for, but 
you always want to enhance the positive things. Even though you don’t meet the full list of 
wishes the company puts forward in the job ad you might still be a good candidate for the 
job.

CULTURAL AND LANGUAGE SKILLS:  As an international student, you need to point 
out your specific language and cultural skills and business insight. The company might even 
suggest a project/product where you can help because of your background. The company 
might see you as a potential link between their company and your home country and 
equipped with the ability to think within an international mindset.

LAYOUT:  An application should be one page only (A4) but not much shorter. Keep a good 
structure that makes it easy for the reader. A lot of information can be placed in the CV 
instead of the application - e.g. your address. Company name and contact name is not 
needed. Place this in the e-mail text.

N E E D  H E L P ?

CAREER SEMINARS:  AAU Career offers career seminars in Aalborg, Copenhagen and 
Esbjerg every semester. Sign up at careers.aau.dk.

CAREER COUNSELLING:  If you still need guidance after attending the seminars you have 
the opportunity to book an individual career counselling. Read more at careers.aau.dk.



E X A M P L E :
A N  E N G I N E E R ’ S  A P P L I C A T I O N

T H E 
A D V E R T I S E D 
A P P L I C A T I O N

The advertised application is an 
answer to a job advert. 

Usually, the company lists a 
number of demands to your 
qualifications. This is nothing but 
a wish list and you don’t have 
to fulfill every single one of the 
demands. 

If you are in doubt, it is always 
a good idea to call the company 
and ask questions about the job 
that you can’t find the answer for 
elsewhere. This way you show 
your interest and maybe they will 
remember you, when they read 
your application. 

You can also show an interest in 
a company at the Careers Fair, 
company visits, etc.

MOTIVATION/PRESENTATION OF YOU: 
Write a short and precise presentation of your 
motivation and yourself giving the reader an idea 
of who you are. Show that you have researched 
the company and have a “your value in the 
company” focus so that the employer feels that 
you are specifically targeting him/her. 

ENDING: Leave the reader with the feeling that you really want this 
job, and that you are interested in the further developments of the case. 

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

FIRST STEPS ARE ALWAYS IMPORTANT. I WOULD LIKE TO TAKE 
MINE IN EUROPE’S FASTEST GROWING ENERGY COMPANY.

As an ambitious student about to graduate in Energy Engineering, I have put a lot of effort and time into finding 

a perfect opportunity for my professional and personal development in a working environment. As Ørsted 

being Denmark’s leading energy companies and one of the main promotors of global green energy, I find that 

my education in electrical and IT engineering could be beneficial for your growth. 
You will benefit from my set of engineering related and personal skills, as well as gained experience, which I 

believe will make a great impact and contribute in Ørsted. 
WHAT CAN MY EDUCATION AT AALBORG UNIVERSITY BRING TO YOU?
You will get an employee, who during her Master at Department of Energy Technology at Aalborg University 

have had several relevant courses, such as HV engineering.  Moreover, your new employee has worked on 

various interesting and challenging projects in field of renewable energy such as Battery energy storage 
system. Based on the excellent results of one project (Development of primary regulation to integrate and 

test performance of renewable energy sources) I have been working on together with my group, I had an 
opportunity to present our work on the IEEE eT&D 2017 workshop. I also had a successful cooperation with 

Siemens, making economic assessment in wind power scheduling and generation. By deciding to study in 

Denmark, I have developed my engineering skills as well as my personal skills which will be an advantage in this 

job. You will have an employee who is easy to adapt to different cultural and personal difference based on my 

experience with working in the groups with vast variety of education backgrounds and cultures. WORK EXPERIENCE – BEING DETERMINED AND SHOW INITIATIVE
I offer you a colleague who has experience with many tasks relevant to this position. During the last year of 

my undergraduate studies in Electrical engineering and Information technology, I was working as a full-time 

student assistant in one of the leading global companies in information technology – Ericsson. My tasks 
included verification and testing of high quality IT products. I found this experience a great opportunity for me to apply the knowledge in computer science I gained 
throughout my undergraduate studies. I promptly became a team front-runner due to my ability to easily 

accommodate to new environments, eagerness to face challenges and high learning capacity. The valuable 

experience I gained while working there taught me to be more determined and persistent, but also to face 

challenges and always take initiative. This experience I will bring to Ørsted.TO SUPPORT AND FIND BETTER SOLUTIONS IS PART OF MY DNA
You will get a reliable employee with a positive mindset who is always willing to help others and share 
knowledge and experience. As an example, I took initiative to volunteer in helping assigned teachers and staff 

to welcome new Master students to the Department of Energy Technology at AAU.  Later, I guided the students 

to find their way in both, new cultural and academic environment. Therefore, I believe that all those skills, both from my education and work experience, are beneficial assets 

I could bring to the Ørsted. I really see myself in this position, and I expect to elevate my career, take 
responsibility and make and impact in a company showcasing the beauty of renewable energy. Hence, I am 

looking forward to speaking to you about the best first step I could possibly take as a future-to-be employee 

willing to learn, work and further advance themselves. 
Yours sincerely, 
Monika Sandelic

MONIKA SANDELIC   EMAIL XXXXX   PHONE XXXX

Write a catchy TITLE

YOU ARE OFFERING.. .  Focus on what you have to offer 
the company and not the other way around.

MATCH THE DEMANDS: This is the most 
important part of writing an application. Focus 
on matching your competences with the 
demands from the job advert. Don’t comment 
on the demands you cannot fulfill. You have to 
describe some of your academic competences 
related to the job - exemplify it so your 
statements doesn’t become too superficial, such 
as: ”I have a theoretical knowledge of branding 
with an international and national focus”. INSTEAD 
write: ”I have used my knowledge of branding in 
my 8th semester project where my group and I 
worked with LEGO with a focus on national and 
international branding of their new game boards”.

ABOUT YOU:  Give the reader an insight of who you are 
as a person by describing your personal competences. 
Remember to exemplify them by putting them into a context. 
Danish companies also want to hire you for your personal 
competences, not just your academic competences. 


