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Your application has three components:
1.) The cover letter
2.) The curriculum vitae
3.) Certificates, testimonials and work samples

1.) The cover letter
A cover letter is your first contact with our company and is therefore particularly important. Here you can show 
what you are made of and why you are the right person for the job. Write your cover letter clearly and directly, 
but it should not be more than one DIN A4 page. We would like to know, why you are interested in Keyweb. Tell 
us your wishes and goals and also the skills and experience that you bring with you for this position. Always 
keep the specific job in mind - refer to it, be concrete. This is the quickest way for us to find out whether you fit 
the advertised position. We think it‘s great when we can already see in the cover letter what makes you special 
as a person, what you are particularly proud of. So emphasise your advantages.

2.) The curriculum vitae
Here, too, the structure must be recognisable at first glance. That means for you: Less is more. Get to know 
the job - and, if possible, include the points that are relevant to the job. Of course
you should mention all the important stages in your life. It is interesting for us if particularly prominent points 
in your CV stand out. Connect your strengths or knowledge with the job requirements, that‘s how you score 
points. Please don‘t just list internships or major fields of study. We want to know more: What did you do  
during your internship, what were you responsible for?

Especially those who are just starting out in their careers should indicate when they are doing voluntary work 
because they bring skills with them that others do not yet have. For example, a particularly high sense of  
responsibility. The following order is usual in a CV: personal data, educational background with major fields  
of study and grades, professional career. Deviations from this are permitted. And if there is not enough space? 
Then work with links and refer to an online business card, for example, or share your work samples via a cloud 
service.

3.) References, certificates and work samples
Please send us the references and certificates that are relevant to the job. We are always interested in  
additional qualifications and work samples if they are useful for the specific job. Proof of internships,  
time spent working abroad with the exact period of time or language courses are welcome.

An application photo is not a necessity - but of course you can collect sympathy points with an optimal photo.  
It should be a photo that best represents your personality.

Your application gives us a first and overall impression of you. For this reason, pay attention to form and  
spelling. We would be pleased if we could recognise your personal charisma from your application. If you  
have any questions about your application, please send an e-mail to bewerbung@keyweb.de. 
 
Have you considered all points and are your documents complete? Then we look forward to receiving your 
application, ideally in digital form in PDF format.

We keep our fingers crossed for you and wish you much success!

Checklist for your application


