German CV (Lebenslauf) Checklist

1. Personal Information (Personliche Daten)
o Full name
o Address (optional but common)
o Phone number
o Email address
o Date and place of birth (still often included in Germany)
o Nationality (optional but common)
o Website or professional online profile
2. Work Experience (Berufserfahrung)
o Reverse chronological order
o Job title, employer, location
o Start and end dates (month + year)
o Key tasks and achievements (bullet points, concise)
3. Education (Ausbildung)
o Reverse chronological order
o Degree obtained, institution, location
o Start and end dates
o Final grade (optional, but common in Germany)
o Thesis topic (optional, if relevant)
4. Vocational Training / Apprenticeships (Berufsausbildung) (if applicable)
o Details of any formal vocational training
o Duration and institution/company
5. Military or Civil Service (Wehr- oder Zivildienst) (if applicable)
o Only if relevant or affects the timeline
6. Further Education & Certifications (Weiterbildung & Zertifikate)
o Professional training, courses, certifications
o Include dates and institutions
7. Skills (Kenntnisse und Fahigkeiten)
o Languages (with proficiency levels e.g., B2, C1, native)
o IT skills (software, programming languages, tools)
o Other relevant competencies
o You can also include odd jobs throughout your studies— this shows how

much effort it takes for you to study.



8. Publications (if applying for a research position)
9. Interests and Hobbies (optional)
o Only include if relevant or add personality
o Focus on teamwork, leadership, or unique interests

10.References (Referenzen) (optional)

« "References available upon request" is sufficient

o Or list referees if explicitly asked
11.Signature and Date

e Add your handwritten or digital signature
e Include the current date

e This is a standard German practice
12.Photo (optional, but still common in Germany)

¢ Professional headshot

o Usually placed at the top right of the first page
Additional Tips

o Keep your CV to 1-2 pages (concise but complete).

e Use reverse chronological order.

« Avoid long paragraphs—use bullet points.

e CV should be neatly formatted and tailored to the job, without a variety of
different fonts and colors, etc.

o The most common format for a German resume is to include a
professional headshot at the top and to divide the existing sections into
two columns, in order to place the dates that correspond to the
activities or qualifications on the left and the details of the experience
on the right.

o Use a PDF format when submitting.
o Double check your writing. German employers are very serious when it comes
to mistakes in spelling or grammar. A simple typo can cost you your chance to

get your dream job.



