APPLICATION FOR EMPLOYMENT
 

PERSONAL INFORMATION                                     DATE OF APPLICATION__________
Name :        
                              Last                           First                         Middle 
Address :  
                              Street                        Apt                        City, State                     Zip 
Contact information 
                                       Home telephone                    Mobile                       E-mail  
 

How did you learn about our company? ___________________________________________
 

POSITION SOUGHT_____________________      Available start date ___________________
 

Desired pay range _______________________       Are you currently employed?___________
                                  By hour or salary 
EDUCATION
                          Name and location              Graduate / degree             Major/ subject of study 
 

Please list your areas of highest proficiency, special skills or other items that may contribute to your abilities in performing the above mentioned position.
Cover letter 

    Dear Sir/Madam
Paragraph one: introduction. 
 
I am writing to apply for the position of .................................., which was advertised recently in the ................................... (newspaper) / on your website. I have attached my curriculum vitae to support my application. 
 
Paragraph two: qualifications. 
 
Write about your qualifications, where you have studied, what you have studied and how this can be used in the job. Include any further study you are planning.
 
Paragraph three: personal. 
 
Write why you are the right person for the job, your work experience, your personality. Use expressions from the advertisement. 
 
Paragraph four: conclusion. 
 
Say that you look forward to hearing from them and that you are available for an interview at their convenience. 
Sign off: 
Yours faithfully, 
Signature Your full name
CURRICULUM VITAE  / RESUME                            
Surname ………………..        Name(s)  ……………….  

Address   15, Korinthou street, Athens    Zip code ....................

Telephone : (0030)………………….  

E-mail :………………….@gmail.com 
Age ………..            Nationality ………….             Marital status.  Single/  Married 
 https://gr.linkedin.com/pub/20/91b/593
Education and training

Doctorate degree → Master’s degree →Bachelor’s degree→ Associate degree →Diploma →Certificate 
  Name of the Institution  / faculty / options/ thesis / degree/ dates 

Working Experience      

 (from the latest to the oldest) 

Employer/ post/ duties/ dates 

Chaudfountaine Architects,  intern architect, from 11/04/2011- present 
Language(s)    
Mother tongue(s)

Foreign languages / institution/ title/ degree/ dates/ common European framework of reference for languages level 
Computing Knowledge    
Institution/ title/ degree/ dates    

Computer essentials/ word processing/ spreadsheets/ electronic communication/ presentations/ database/ 

 Driving license(s)  

Issued by/ category/ date issued 

Seminars  / Awards                                

Institution/  subject/ location/  hours 

Military Service  

 Accomplished/ dates  

Interests / Hobbies    
Trekking/  Archeology/ Folklore/Gardening
Reference letter 

November 11, 2009 

To whom it may concern, 

Mr. Robert Daniel has been employed as intern for our company since January 2009 while still attending classes at vocational school.  Robert is extremely skilled in all areas related to technical, organizational and interpersonal domain that make for an exceptional assistant. Plus, he offers adaptability and efficiency under pressure. 

Robert is also a team player and has a very strong work and service ethic; besides, his dedication and eagerness to work long hours to get the job done have made him a favorite team member for everyone on staff.  
I would highly recommend hiring Robert for any relevant position. Feel free to call me directly if you wish to discuss. It is on Robert’s own request that he is now leaving us and no doubt will leave a void that will be hard to fill. 

Sincerely, 

Mark Johanshon

President 

Phone 0024844848              

Interview


1.  Where do you see yourself in five years?

2. What’s your dream job?

3. What type of work environment do you prefer?

4. What do you like to do outside of work?

5. If you were an animal, which one would you be?

6. Are you planning on having children?

7. What can you do for us that other candidates can’t?

8. Are you willing to relocate?

9. Tell me about a time when you had to give someone difficult feedback. How did you handle it?

10. What is your greatest failure, and what did you learn from it?

11. How do you handle working with people who annoy you?

12. What was the most difficult period in your life, and how did you deal with it?

13. If you were at a business lunch and you ordered a rare steak and they brought it to you well done, what would you do?

14. If you found out your company was doing something against the law, like fraud, what would you do?

15. What do you see yourself doing within the first thirty days of the job?  

16. What are your greatest strengths and weaknesses?
17. What have you done that shows initiative and willingness to work?
18. How do you react to criticism?
19. Give an example of an occasion when you used logic to solve a problem.
20. Give an example of a goal you reached and tell me how you achieved it.
21. Have you handled a difficult situation with a co-worker? How? 
22. Tell me about how you worked effectively under pressure
23.  Tell me about the toughest decision you had to make in the last months

24. Tell me how you think other people would describe you

