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How to find a placement

• Jobwall of the Karlsruhe University of 
Applied Sciences  link

• Other websites as listed on the website of 
HsKA link

https://asp.sop.co.at/jobwall/jobportal?identifier=KARLSRU05
http://www.hs-karlsruhe.de/studierende/cc/career/stellenboersen.html


Application procedures in Germany

• find a suitable announcement

• contact the company

• send application documents

• probably telephone interview

• apply for visa and exemption from the work 
permit



Application documents

• A cover letter to a specific contact

• A clear and compelling CV

• Records of schooling and studies (transcript 
of records)

• Work references



Cover Letter

Structure:

• Your contact data

• Date

• Address of the company

• Reference line (with job reference number)

• Salutation line 

• Signature



Composition/Content of the Cover Letter

• Introduction 

• Main part

• Closing part



Introduction

Tell the company:

• how you found the announcement or

• how you became aware of the company and

• what you are looking for

• give the time (when should the internship 
start, how long should it last) 

• in which field would you like to do an 
internship



Main Part
• tell the company what you are studying

• give a brief description of your background especially 

all kind of relevant experience and skills which might 

interest an employer and which fits to the kind of work 

you are seeking for

• Name the type of work you are seeking, based on you 

skills, study course and motivation

• Explain why you are interested in working for that 

company



Closing Part

• let the company know that you will be 
available for a personal interview

• finish the letter by thanking and sending 
greetings to the employer





Curriculum Vitae

How to write a CV for a German company

• the CV should be well structured



Curriculum Vitae

Contents of the CV: 
• Personal data 

• Photo

• Education

• Work experience 

• Language skills

• Computer skills

• Additional skills

• Place, date, signature



Curriculum Vitae

Personal data

• Name

• Address

• Phone number, e-mail address

• Place and date of birth

• Nationality



Curriculum Vitae

Photo

• Professional

• Current

• Placed on the right side



Curriculum Vitae

Education

• Period (month and year)

• Present course of studies

• Any other courses

• School/University entrance qualification



Curriculum Vitae

• Language skills

• Computer skills

• Additional skills

• Place, date, signature
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Visa Regulations

• For citizens of non-EU-states a visa is needed 
to come to Germany.

• Visa application need to be handed in at the 
German Embassy (or consulate general) 
provided in their home country

• Please inquire in advance about the 
documents which are needed on the 
respective website



Exemption from the work permit

• Exemption from work permit is needed for 
Asian students

• Karlsruhe University of Applied Sciences 
helps students with the application for the 
exemption from the work permit 
kerstin.schoettinger@hs-karlsruhe.de

• Granted for a maximum of 12 months

mailto:kerstin.schoettinger@hs-karlsruhe.de


Documents for the exemption from the work 
permit

• Zav form (to be found on website)

• Certificate of enrolment of home University

• A Passport

• Official letter or contract of the company

https://www.hs-karlsruhe.de/internationales/koor/praktika-fuer-auslaendische-studierende-in-deutschland/freistellung-von-der-arbeitsgenehmigung.html


Questions? Contact

Martina Link

martina.link@hs-karlsruhe.de

Thank you for your attention

mailto:martina.link@hs-karlsruhe.de

