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These guidelines were created with the purpose of providing students with a 
thorough description of the parts of a German standard Resumé and how to 
build a Curriculum Vitae, as well as other documents that come alongside with it. 
Here, students will find instructions on how to create or adapt their resumés 
according to German norms, become aware of the different aspects of such doc-
ument and familiarize themselves with the language (jargon) that involves the 
production of all these pieces. In order to make the process easier, this docu-
ment includes a detailed glossary for the most recurrent words throughout re-
sumés as well as those used in the instructions below, and visual samples show-
ing how to fill out a CV in the appendix. 
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1.   Lebenslauf & Bewerbung 

The making of an excellent resumé is crucial for those on the search for a job. 
Such document is normally the only means of communication between appli-
cants and a potential employer, that is to say, prior to a possible interview. How-

ever, to come to the latter step, a Bewerbung must be clear, direct and concise. 
Follow these step-by-step guidelines to better understand how the procedure 
works and become acquainted to the German system.  

1.1.   The Parts of a Bewerbung 

The German Standard CV or a tabellarischer Lebenslauf is the core of all Bewer-

bungsunterlagen, which is composed of several different other documents, such 

as: Anschreiben, Deckblatt (optional), Lebenslauf, Zeugnisse und Referenzen, Zerti-

fikate or Arbeitsproben. Besides the Lebenslauf, the Anschreiben is the second most 

important document and together they form the Kurzbewerbung. The kind of 
resumé to be created and sent depends directly on the potential employer. With 
some background research on the companies for which you may wish to apply, 
you may find the degree of formality expected from applicants. The next sections 
will provide a closer look into all the above mentioned parts. 

2.   Anschreiben, the first Means of Communication 

Despite the CV being the first document or impression employers will have of 

the applicant, the Anschreiben is the applicant’s chance to communicate with the 
employer and, thus, catch their attention. Considering your CV fits all prerequi-

sites for the position you aim, the Anschreiben expresses your motivation to ob-
tain the job and the reasons why you are suitable for it. This document normally 
contains the following components: reason and motivation for applying, profes-
sional qualifications and successful past experiences (projects and/or training), 
the applicant’s soft skills, leadership experiences, if applicable, and a salary ex-
pectation (but only if specifically requested; this may be tabu). Although all these 

elements may be present in a letter, the Anschreiben must not be longer than one 

single page. For a visual reference of a Anschreiben, please consult the appendix 
(1). 
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3.   The Lebenslauf 

Following the example of the Anschreiben, the Lebenslauf also has its own struc-
ture and categories. However, different from the former, you communicate your 

skills and qualifications in a rather less personal or indirect manner. A Lebenslauf 
presents the applicant’s information in a condensed way and should not be 
longer than two or three pages. The information therein must be precise, for-
mally written and true. Since it is a formal document, a signature at the bottom 

of its last page is mandatory. The following categories must be part of a tabellar-

ischer Lebenslauf: 

3.1.   Persönliche Daten 

This section comprises the applicant’s personal information such as: name, date 
and place of birth, nationality and marital status. These are the basic information 
every CV must have but depending on the job, company or field, other details 
may be necessary or specific for the employer. Research the company’s back-
ground to know more. 

3.2.   Werdegang or Berufserfahrung 

Here, the employer finds the applicant’s work experience up to that moment. 
How the order is listed (chronologically or not), is completely up to the appli-
cant, however, they should maintain that order throughout the entire document 
for aesthetic reasons. For higher chances at acquiring the desired job, this sec-
tion must be filled even if with little information. 

3.3.   Ausbildung 

This part of the Lebenslauf is dedicated to the applicant’s education. Here, they 
must list their school or higher education, training or other forms of instruction 
received. In some cases, the grades obtained in school or during training must 
be included.  

3.4.   Praktika 

In case the applicant possesses little or no relevant work experience, this section 
lists their experiences during internships. It should come along with a short de-
scription of the work done, the company in which it took place and its duration. 
If possible, a letter of recommendation may be attached to the end of the docu-
ment. 
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3.5.   Further Qualification and Certificates 

This part of the document offers the applicant an opportunity to enrich their 
chances of acquiring the job. Extracurricular activities, courses, language profi-
ciency skills or any other relevant point to the position you are seeking, may be 
added here. 

3.6.   Interessen and Hobbies  

This section tends to be misleading, however, it does not represent a place to 

express the applicant’s taste and likings. Throughout the Lebenslauf, all informa-
tion must be strategically chosen and, more importantly, relevant. Applicants 
may use this section to bring the employer’s attention to awards received, in-
ternational experiences, publications or even driving skills (permit) and mem-
bership to organizations or societies. 

3.7.   Bewerbungsbild 

Most resumés are accompanied by a picture of the applicant but this practice is 
not obligatory. It is highly recommended, however, that applicants invest in a 
good photograph for an excellent first impression. Many shops throughout the 
country are specialized in taking these kinds of picture, with high quality resolu-
tion and adequate lighting. A poorly taken picture may reduce an applicant’s 
chance by showing lack of care or no regard for self-image. 

3.8.   Ort, Datum and Unterschrift 

Finally, since the Anschreiben and the Lebenslauf are official documents, both 
must be signed at the bottom of the page. The signature reassures the ve-
racity and accuracy of the information the applicant provides. For a visually 
detailed sample of a resumé, refer to the appendix images (2) and (2.1).
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4.   Glossary 

Allgemeinen Gleichbehand-
lungsgesetzes (AGG) - General 

Equal Treatment Act 

Angestrebte Stelle - desired po-
sition 

Anschreiben - motivation letter 

Arbeitgeber - employer 

Arbeitslos - unemployed 

Arbeitsproben - workplaces 

Arbeitsstelle - job, position 

Arbeitssuchend - job seeker 

Aufgaben - tasks 

Ausb i ldung - educat ion, 

schooling or training 

Auslandserfahrung - experi-
ences abroad 

Auszeichnungen - awards 

Berufserfahrung - working ex-

perience 

Bewerber - applicant 

Bewerbung - application 

Bewerbungsbild - picture (for a 

CV) 

Bewerbungsmappe - applica-

tion folder 

Berwerbungsunterlagen - appli-
cation documents 

Datum - date 

Deckblatt - cover sheet 

Eintrittstermin - entry day/date 

Elternzeit - parental leave 

Empfehlungsschreiben - rec-
ommendation letter 

fachliche Qualifikation - pro-

fessional qualification 

Farbe - colour 

Formular - form 

Führerschein - driving license 

Führungserfahrung - manage-

ment experience 

Gehaltsvorstellung - desired 
salary  

Interessen - interests 

Karriere - career 

Kenntnisse - knowledge 

Kopfzeile - headline 

Kurzbewerbung - short applica-
tion (motivation letter + re-
sumé) 

Lebenslauf - resumé or cur-

riculum vitae 

Mitarbeiter - co-worker or em-
ployee 

Muster - sample 

Ort - place 

Persönliche Daten - personal 

information 

Praktika - internships 

Referenzen - references 

Schriftart - font 

Sonstiges - others 

Sozialkompetenz - social or 
soft skills 

tabellarisch - tabular or stan-
dard 

Tätigkeitsbeschreibung - activity 

description 

Unterschrift - signature 

Vorlagen - templates 

Vorstellungsgespräch - (job) in-
terview 

Weiterbildung - further educa-

tion 

Werdegang - career 

Zertifikate - certificates 

Zeugnisse - credentials or qual-
ifications 
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5.   Appendix 
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Date

Recipient’s 
name and 

address

Body of the 
letter (content)

Complimentary 
close

Handwritten 
signature

Sample (1): Cover Letter, or Anschreiben.

Salutation 
(preferably with 
a name)

Sender’s name, 
address and 
contact 
information
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Applicant’s 
pictureApplicant’s 

personal 
information

Work 
experience 
(place, 
duration and 
activity)

Sample (2): Resumé, or Lebenslauf.



 

�  / �8 8

Education, 
internships 

and/or 
training

General 
skills 
(language, 
computer 
and others)

Place, date 
and 

handwritten 
signature

Sample (2.1): Resumé, or Lebenslauf.


