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1 - CV Template (UK Style)

2 Seiten, kein Foto, kein Geburtsdatum, kein Familienstand.

Personal Details

Name: [Vorname Nachname]

Address: [StraRRe, Stadt, PLZ]

Phone / Email: [+43 Nummer] | [professionelle E-Mail]
LinkedIn: [linkedin.com/in/dein-profil]

Personal Statement

[2-3 Satze: Erfahrung, Starken, Karriereziel. Bsp: Dedicated marketing professional with 5+ years of experience in
digital campaigns. Proven track record of increasing engagement by 40%.]

Work Experience

Job Title: [z.B. Senior Marketing Manager]
Company: [Firma] | [Stadt] | [MM/YYYY — Present]
* [Achieved X by doing Y, resulting in Z]

* [Led a team of X to deliver Y within Z timeline]
* [Increased revenuel/efficiency by X% through Y]

Education / Skills

Degree: [z.B. BSc Business Administration]
University: [Name] | [MM/YYYY — MM/YYYY]
Skills: [Technical: Python, SQL | Languages: German (native), English (fluent)]

Tipp: Im UK-CV niemals Foto, Geburtsdatum oder Familienstand angeben — das ist in GroRbritannien tblich und sogar
erwunscht. Referenzen: "Available upon request".
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2 — Resume Template (US Style)

Max. 1 Seite. Fokus auf messbare Erfolge (quantifiable achievements). Kein Foto.

Header / Summary

Name: [VORNAME NACHNAME — grol3, zentriert]

Contact: [Stadt | Telefon | E-Mail | LinkedIn]
[Results-driven [Job Title] with [X] years of experience in [Bereich]. Skilled in [Skill 1], [Skill 2]. Adept at [Key
Achievement].]

Experience / Education

Position: [Job Title] | [Firma] | [Stadt] | [Month YYYY — Present]
» Spearheaded [Projekt], resulting in [X%] increase in [KPI]

» Managed cross-functional team of [X] to deliver [Projekt] on time
* [Action verb] + [was du gemacht hast] + [messbares Ergebnis]

Tipp: Starte jeden Bullet Point mit einem starken Action Verb: Spearheaded, Orchestrated, Optimized, Streamlined,
Pioneered, Drove, Accelerated.

UK CV vs. US Resume — Unterschiede

Lange 2 Seiten 1 Seite

Foto Nein Nein
Personal Statement Ja (2-3 Satze) Professional Summary
Referenzen "Upon request" Nicht erwahnt
Hobbies Optional Weglassen
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3 — Cover Letter Template

Max. 1 Seite. Ergénzt deinen CV/Resume — zeigt Motivation und Fit.

Header

Absender: [Name, Adresse, E-Mail, Telefon]

Datum: [z.B. 5 February 2025]

Empfanger: [Name, Position, Firma, Adresse]

Anrede: Dear [Mr/Ms Nachname], oder Dear Hiring Manager,

Absatz 1 — Einstieg

[I'am writing to apply for the position of [Jobtitel] at [Firma], as advertised on [Quelle]. With [X] years of experience in
[Bereich], I am confident in my ability to contribute to your team.]

Absatz 2 — Qualifikation

[In my current role as [Position] at [Firma], | have [Key Achievement]. This experience has equipped me with [relevante
Skills], which align closely with your requirements.]

Absatz 3 — Motivation

[I am particularly drawn to [Firma] because of [spezifischer Grund: Mission, Produkt, Kultur]. My background in
[Bereich] would allow me to make a meaningful impact on [konkretes Ziel].]

Absatz 4 — Abschluss

[ would welcome the opportunity to discuss how my skills align with your needs. | am available for an interview at your
convenience and look forward to hearing from you.]

GruRRformel

Yours sincerely, (Name bekannt) / Yours faithfully, (Name unbekannt)
[Dein Name]
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4 — Phrasen-Cheatsheet

Action Verbs fur Berufserfahrung

Geleitet / Gefiihrt Led, Managed, Directed, Oversaw, Headed
Entwickelt / Erstellt Developed, Created, Designed, Built, Established
Verbessert / Optimiert Improved, Enhanced, Optimized, Streamlined
Erreicht / Erzielt Achieved, Accomplished, Delivered, Attained
Analysiert Analysed, Assessed, Evaluated, Investigated
Umgesetzt Implemented, Executed, Launched, Deployed
Koordiniert Coordinated, Facilitated, Collaborated, Orchestrated

Formulierungen fur den Cover Letter

Ich bewerbe mich auf... | am writing to apply for the position of...

Mit X Jahren Erfahrung... With [X] years of experience in...

Ich bin Giberzeugt, dass... | am confident that my skills in... would...
Besonders reizt mich... | am particularly drawn to... because...

Ich freue mich auf... I look forward to the opportunity to discuss...
Anbei finden Sie... Please find enclosed my CV for your review.

Soft Skills beschreiben

Teamféahig Strong team player / Collaborative
Kommunikationsstéarke Excellent communication skills
Belastbar Resilient / Able to work under pressure
Eigeninitiative Self-motivated / Proactive
Problemlésung Strong problem-solving abilities
Detailorientiert Detail-oriented / Meticulous
Anpassungsféhig Adaptable / Flexible
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4 — Phrasen-Cheatsheet (Forts.)

Sprachkenntnisse angeben

Muttersprache Native / Mother tongue

FlieRend Fluent / Full professional proficiency
Verhandlungssicher Business fluent / Professional working proficiency
Fortgeschritten Advanced / Upper-intermediate

Grundkenntnisse Basic / Elementary

Abschluss-Bezeichnungen

Matura / Abitur A-Levels (UK) / High School Diploma (US)
Bachelor Bachelor's degree / BSc / BA

Master Master's degree / MSc / MA / MBA
Doktorat PhD / Doctorate

Lehre / Ausbildung Apprenticeship / Vocational training

Tipp: Vermeide "responsible for" — verwende aktive Verben. Statt "Responsible for managing a team" besser "Led a team of 8
engineers".
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5 — Noten-Umrechnungstabelle DE - EN

So rechnest du deine deutschen/ésterreichischen Noten ins britische und amerikanische System um.

Universitare Noten

DE/AT UK Equivalent US GPA US Letter

1,0-1,5 Sehr gut First Class (1st) 4.0 A+/A
1,6-2,0 Gut Upper Second (2:1) 3.7 A-
2,1-2,5 Gut Upper Second (2:1) &3 B+
2,6-3,0 Befriedigend Lower Second (2:2) 3.0 B
3,1-3,5 Befriedigend Lower Second (2:2) 2.7 C+
3,6-4,0 Ausreichend Third Class (3rd) 2.0 C
4,1-5,0 Nicht gen. Fail <2.0 F

Schulnoten (Matura / Abitur)

Sehr gut A*A 4.0 (A)
2 Gut A/B 3.5 (B+)
8 Befriedigend B/C 3.0 (B)
4 Geniigend D/IE 2.0 (C)
5 Nicht gen. U (Fail) <2.0 (F)

Tipp: Bei Unsicherheit gib die Originalnote plus Erlauterung an: "Grade: 1.3 (equivalent to UK First Class Honours)".

Bereit fur deine internationale Bewerbung?

Finde passende Jobs — Kl-basiert und auf deine Skills abgestimmt.
wWww.mynejo.com
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