Applications, Mag. K. Stevens 2006

Project Application in English
1) Always wanted to apply to Fabrica? Well, here’s how it will work. First, read through the Application requirements taken from the webpage (p. 2)
2) Next thing to do: take your time browsing through the webpage to decide what is important for Fabrica. What are they looking for? Straight? Weird? Overcreative? Down to earth?
3) Before you start applying for this job, you will need to decide for some positive phrases describing your character  (p. 3-4)

4) Now, create your Europass Curriculum Vitae online: http://europass.cedefop.europa.eu/ 

5) When you are done, read through the article on graphic designers’ CVs in general (p.5)

6) Now, let’s turn to the letter of application (= cover letter). Before you start dealing with that, decide on you personal USP (p. 6-8) and write it down!

7) Read through the guideline on how to write a letter of application. (9)

8) Go through the phrases you need for constructing your letter of application. (p. 10-11), then sit down and write it!
9) Now, let’s write you letter of recommendation. Read through the example, then write one for yourself which your chosen supervisor will sign! (12)

10) Finally, imagine, you got the job but have to go through the job interview first! Prepare for the interview questions. (13)
11) The final test: we’ll have some fake job interviews! Be prepared!

12) More practise: choose one of the job ads and write a full CV and cover letter! (p 14-15)
http://www.fabrica.it/page.php?id=151
Application Information 

To apply to Fabrica all you need to do is to send a copy of your portfolio (not the original), a letter of application
 and a letter of reference from a teacher, professor or other person who is deeply involved in your work. All CD-ROM based portfolios must include a print copy. Applications are accepted throughout the year and may be written in English, Italian or French. All materials will not be returned.

Selection Requirements
You must be 25 or under, speak English well, be open to new ideas and be able to use technical equipment related to your field.

Selection
If your portfolio meets selection criteria, you will be invited to Fabrica for a trial period of two weeks. Accommodation and lunch (during the week) will be provided, but you will arrange to pay for travel expenses. If the trial period is successful, you will get a one year contract/scholarship.

Terms of agreement
The contract/scholarship includes: return trip from your country; accommodation in Treviso (to share with one or two Fabrica grant holders); lunch from Monday to Friday; a monthly money supply to cover living expenses; health insurance for the entire duration of the contract.

Send applications to:
Fabrica Spa
ATTN: Monica Faggin 
Via Ferrarezza
31020 Catena di Villorba (TV)
ITALY

Tel: +39 0422 516202
Fax: +39 0422 516251
Email: fabrica@fabrica.it
Positive adjectives describing character:

adaptable

ambitious


articulate


assertive


assuming responsibility


attentive


communicative


competent


competitive


confident


conscientious



cooperative

courteous


creative


dedicated


deliberate


dependable


determined


efficient


energetic


enthusiastic


esteemed


flexible


friendly disposition 

helpful


honest


hopeful


humorous


independent


intelligent


keen


knowledgeable


lively


logical



mindful


modest


motivated


open-minded



organized


participative


patient


pleasant


polite

practical


precise


productive


punctual


reliable


resilient


resolute


resourceful


responsible


seeking new challenges


self-controlled


sensitive


serious


straightforward


supportive


taking initiative


team-working


thoughtful


trusting


versatile


well-groomed


The Graphic Design Resume:

What can be said about the graphic design resume? Is it a big deal? It doesn't necessarily show your talent or creativity. Ah, but this is where many people are getting burned. The resume is huge. It's the first impression an employer gets from you. But don't overdo it....

There are a few schools of thought when it comes to graphic design resume presentation. A few say go for the bongo (make the resume a work of art or funky), and others say have a conservative, clean resume. I think you can have both, but generally lean towards more conservative. That's not to say that the conservative one should lack any kind of flare. It just means you're not going to push an aggressive funky visual style on someone who isn't looking for it. You should be keeping it clean and simple. It shouldn't be hard to figure out what's going on for the sake of style or artistic interpretation.

Of course there are exceptions to the rule. Some magazines, newspapers, & websites focus more on youthful in-your-face layout (like a skateboarding magazine), so they might want to see your creative flare in something like a resume. In the end, it's up to you to decide what kind of resume to use. I've seen a few (not many) very unorthodox resumes get people design jobs. Just try not to lose the job right away by using a resume that is too wacky. Most entry level jobs in the graphic design field require a more conservative approach. Remember that you have a portfolio that can show this more artistic & crazy side. 

No matter what approach you use, there are some design elements that should be strong in your resume. Considering that you will not be using many graphic elements, you will have to let the typography do a lot of the talking. Look to have strong alignment to create lines and order, contrasting typefaces to organize and separate text, and effective leading and spacing to give the resume a good balance and feel. The body text should be clean and easy to read. Headers should be bold and contrasting from the body text. Save fancy/wavy type to your name, if you use fancy type at all. Remember that this resume might be faxed, so design around the idea that the resume should look good even when getting spit out on the other end. It can be a good idea to have an extra resume design strictly for faxing.

Keeping the resume to one page is a good idea, but not if you have to cram a load of information in tiny type just to fit it in. Remember that the layout should breathe, and have a strong sense of order and purpose. The employer shouldn't have to "work" to find the information they are looking for, or strain their eyes with tiny type or poor typeface selection. And please, keep the look consistent throughout the entire resume. 
www.adigitaldreamer.com
Personal Unique Selling Proposition (USP)

excerpted from http://www.quintcareers.com/tutorial_52.html 

There's an advertising term that you should think about when you are composing the body of your cover letter: the Unique Selling Proposition, or USP. When companies are trying to determine how to market a product, they focus on the Unique Selling Proposition, the one thing that makes that product different than any other. It's the one reason they think consumers will buy the product even though it may seem no different from many others just like it. It may be that the product has a lower price or more convenient packaging, or it may taste or smell better, or last longer. 

When preparing to write a cover letter, you may find it helpful to think about your Unique Selling Proposition. What is the one thing that makes you unique? What makes you better than other candidates applying for a similar position with this company? What can you offer that no other applicant can? What is the one reason the employer should want to hire you above all other candidates? If you can determine your Unique Selling Proposition and build it into a dynamic paragraph, you will have a real advantage in creating a dynamic cover letter. 

Your USP: 

Unique Selling Proposition, or USP, is an advertising term that refers to the one thing about a product that makes it distinct from all others. 

In the same way, you should always try to express in your cover letters the one thing that makes you more qualified for this job than anyone else. 

Your USP should answer the employer's question: "Why should I hire this person?" You may not always be successful in identifying a USP, but you should always try.

Examples

The writer in this example seeks an entry-level accounting position: 

I have a goal-oriented personality and have proven my leadership ability and dedication to excellence. For example, as a senior in high school, I was invited to dance in the St. Patrick's Day Parade in Dublin, Ireland. To make the trip possible, I solicited funds from local businesses. I then organized and taught a dance class for children to raise the remaining money. As a result, I was able to tour Ireland for 10 days, dance in the parade, and perform at the Lord Mayor's Ball in Dublin. The skills and personal qualities I demonstrated will make me a valuable asset to your organization. 

The position the next student seeks in a consulting firm requires extensive computer experience: 

My rigorous education and previous programming experience signify I have much to offer to Desko. My hefty courseload and the fact that I maintained a 3.5 GPA while working full-time demonstrates my commitment to excellence. I would like the opportunity to continue this commitment to excellence in a position at Desko. 

This student is applying for a management-trainee position: 

I am a very serious, goal-oriented individual motivated to equip myself with the knowledge and power to succeed in the future. In addition to money received through an athletic scholarship, I am fully funding my college education. My independence and full responsibility for myself have driven me to a higher level of maturity than many of my peers, a quality that differentiates me from many other applicants. 

The next writer seeks an analyst position in the health-care field: 

Once upon a time, my boss told my co-workers that I did not know my limitations. He spoke the truth. I do not know the word "can't" and therefore, I believe anything is possible. With this philosophy, I have gained the experience necessary to contribute enormously to your organization as a business analyst. 

The management-major writer of the next excerpt is looking for a position in human resources: 

I will graduate in July 2004, after only three years in college. I have worked all the way through school in various jobs while maintaining above a 3.75 GPA and participating in many extracurricular activities. Thus, I will bring to the position tenacity and dedication. 

This marketing major seeks an internship in the fashion industry: 

Although a recent graduate, I am not a typical new graduate. I attended schools in Florida and California. I have specialized in areas of business that will stimulate potential growth in any fashion institution. I have worked extensively in fashion tailoring and learned much about the fashion industry -- both from the retailers' and wholesalers' point of view -- from my internship with the FloridaMart. 

The student whose letter is excerpted next seeks an accounting position: 

My internship experience with a local CPA firm has provided me with the unique skills necessary for working in an accounting form. I am already equipped and fully trained in making general-ledger entries, completing bank reconciliations, and handling payroll data and forms. In addition, I have a working knowledge of tax preparation, estate planning, and depreciation work. 

The following writer is applying for a position in a high-tech firm: 

I manage a difficult schedule at school, which includes a full courseload, work, and varsity athletics. My ability to juggle these major responsibilities makes me the ideal candidate for a job that requires attentiveness, teamwork, and extensive time management. 

This letter writer wants a career selling office equipment: 

I am extremely knowledgeable about your company. Because my father has worked in the copier and office-equipment business for more than 35 years, I have absorbed tremendous knowledge of the field by working in his office during all the summers of my young adulthood. 

This student wants to apply her language skills to a customer-service position: 

I am fluent in both the English and Spanish languages. With the growing Hispanic population in the area, my bilingual skills can benefit your company significantly. 

The writer of this excerpt seeks a position in international trade: 

I am fluent in French and have a strong working knowledge of Spanish. My previous experience in translating texts, my work with international companies, and my knowledge of various European cultures uniquely qualify me to provide the skills you need at International Planning Co. 

This student hopes to use quantitative skills in a consulting position: 

Business consultants deal with numbers daily. Having completed a minor in quantitative methods with a 3.7 GPA, I have analyzed and forecasted nearly every type of data. 

The student whose letter is excerpted next applied for an internship with a psychologist who works with hospitalized children. She described how her personal experience uniquely qualified her for the internship: 

In the recent past, I have spent many long hours at the bedsides of my two brothers, who were both hospitalized for lengthy periods for separate traumas. I thus have personal experience with both short- and long-term patients and the problems that they endure while in the hospital. 

Nontraditional students can use the USP to distinguish themselves not only from other jobseekers, but from their fellow new graduates: 

I seek an opportunity to bring my skills to a public accounting firm and am especially interested in joining your team. My work experience and prior responsibilities for the last 11 years separate me from traditional new graduates. Working with and supervising other employees has enabled me to develop the skills needed to work in public accounting. 

The PEP Formula: 

The Profitability - Efficiency - Productivity (PEP) Formula reflects the cover-letter-writer's ability to see the employment picture from the employer's point of view. 

An employer can scarcely resist a candidate who talks about making money for the employer, saving the company money, or making the firm more productive. 

COVERING LETTER
The aim of the covering letter is to make the employer want to read your C.V. 

MAIN POINTS 

1. Make the letter concise and to the point. 

2. Mention the job title/reference number and where you saw it advertised. 

3. Express your individuality, matching your skills to the employers’ requirements. (USP)
4. Find out the name of the person who deals with job application, and address it to that person. 

5. Have a proper conclusion, e.g. I will be available for an interview from. 

6. In paragraph 1: indicate specifically what you are applying for and how you found out about the position. When writing to inquire about possible openings, state the specific type of work you are seeking. 

7. In paragraph 2: Call attention to the specific qualifications that make you a strong candidate for this opportunity (YOUR USP!). This may be relevant work experience, skills, or other characteristics which would be relevant to meeting the needs and challenges the employer faces. Be sure to talk about the employer’s needs and challenges that you have obtained through research. Stress what you feel you can do and how you can impact favorably this prospective employer. Refer the reader to your enclosed resume. Do not put the focus on how the job will fill your needs; focus on how you can meet the employer’s needs and challenges. This is the key paragraph which can differentiate you from the next candidate. 

8. Paragraph 3: Request a personal appointment to discuss the opportunity. Indicate when and how you are going to contact the person to discuss the status for this opportunity. Thank the reader for their time and consideration regarding your application. 

	

Dear Mrs Douglas,

I am applying for the post of trainee computer programmer reference number ET/716, as advertised in the Guardian on 12 June 1999 and enclose my Curriculum Vitae as requested. 

I am in my final year of a two year Higher National Diploma in Computer Studies which has included the use of Turbo C Language and Ingres as specified in your advertisement. 

You will see that I have had several years of work experience and decided to change career to computing after analysing my strengths and re-appraising my career goals. My work at the County Council and with the Police has taught me good organisational and analytical skills, both the ability to work on my own initiative or as part of a team. 

Your company interests me as you offer good training facilities, the opportunity for progression and your multi-national operations which require ability would suit my interest in travel to discuss projects with clients 

I should be pleased to attend an interview at any time except between 1st July and 10th July when I am taking a short holiday. 


All the phrases you need for constructing your cover letter (Begleitbrief fürs CV)

	I refer to/I have read with interest/I was interested to read/with reference to your advertisement in the … of 3rd May.
	

	… has drawn my attention to the fact that you are looking for…
	

	One of your employees has told me that you are seeking an efficient…
	

	I wish to apply for the post/position of a …
	

	I am interested in…
	

	I should be grateful if you would consider my application for…
	

	I would like to be considered an applicant for…
	

	I am writing to inquire whether you have a vacancy in your firm.
	

	I wish to offer you my services.
	

	I take the liberty of giving you the following particulars about myself. 
	

	I am seeking a chance because/ I am applying for this post because…
	

	I feel that my qualifications and abilities make me suitable for the job…I am confident that I have the necessary qualifications for this post/position.
	

	I completed my compulsory military service/civil service in…
	

	for the past …months/years, I have been working as/for…
	

	My special field of interest is…I have had further training in…
	

	I am sure that your company will benefit from my education and practical experience.
	

	I would particularly draw your attention to…fluency in 3 languages/the fact that I graduated…/I majored in…/frequent periods of residence abroad…/my experience in various holiday jobs…/
	

	At the firm where I am now employed, my duties are to…
	

	Personally, I feel I could contribute a great deal to your marketing team…
	

	My personal commitment would be a benefit to the..
	

	I would welcome the challenge of…
	

	I look forward to being invited to a job interview.
	

	I enclose copies of my school reports/my school leaving certificate/testimonials.
	

	I am familiar with…
	

	My practical experience consists of…
	

	I am used to…
	

	I should like to increase my knowledge in this field
	

	It has been my wish for some time to obtain a post with opportunities for further experience…get a position in an expanding organization…get a  job with greater responsibility.
	

	As a reference I have permission to give you…for information about my character, I refer you to…
	

	My present employer will be pleased to give you any other particulars you may need…/to answer any inquiries about my qualifications…/to supply you with any information you may require
	

	I would appreciate the opportunity of a personal interview…/I should be glad to come for an interview at any time…/I hope I may be invited for…I hope you will grant me the opportunity of…
	

	I should be pleased to come/ I am available/ I could come..whenever it is convenient for you/whenever it suits you/any day after next Friday…
	


Letter of recommendation – example
Subject: Letter of Recommendation for xxx

To Whom It May Concern:

It was my pleasure to have xxx in my English classes at the Vienna Graphic School for the past four years.

Her course work was outstanding, and she was among the top three students in a class of twenty-five. I have been impressed with ’s energy and enthusiasm and also with her social skills. She has those qualities of being well rounded and able to manage her school time to the best advantage.

Concerning her English skills, I would like to emphasize that she has always given this subject her full cooperation and has presented an extremely positive approach and attitude to all she does. According to the European language portfolio, Xxxxxxxx’s language skills can clearly be categorised as C2 in the areas of listening, reading, spoken interaction and spoken production. She can express herself in clear, well-structured texts and can write about complex subjects. 

Xxxx is an excellent listener and her contributions to conversational exercises are always to the point. She reads with fluency, expressiveness and good comprehension. When speaking infront of the class, she expresses herself with confidence and maturity. In writing, Xxxxxxxx expresses herself well and produces interesting pieces of work using a broad range of vocabulary. Generally, she has developed a mature and confident approach towards her tasks, which allows her to work in an independent manner. She is very confident, self assured and outgoing in all she does. She fully understands the value of homework tasks and her record for completing them has been excellent. An outstanding performance!

I can say without reservation that Xxxxxxxx made the absolute most of all the opportunities offered to her during her education, without ever neglecting the challenging course work. She is an exceptional young woman with all the qualifications needed for further education. I have every confidence that she will realize her educational and vocational goals in the future, and will be happy to continue to assist her in any way.

If you have further questions, please do not hesitate to ask.

Sincerely,

Mag. Kerstin Stevens 

Prepare for these interview questions

1. Tell me about yourself.

2. What are your strongest abilities?

3. What are your major weaknesses?

4. Why are you interested in working for this company?

5. What kind of graphic designers’ equipment can you use?

6. What can you offer us that someone else can't?

7. How do you handle pressure? Deadlines?

8. What is important to you in a job?

10. Tell me five words that describe you.

11. How long would you stay if this job were offered to you?

12. What did you like least about your last job?

13. What do you see yourself doing in five years?

14. How long do you think it will take you to make a positive contribution to this company?

15. What is your opinion of your last (or current) employer?

16. Do you like to work individually or as part of a team? Why?

18. How have your past jobs prepared you for this job?

19. What is the worst thing your former employer would say about you?

22. What wage do you need?

24. Do you have references?

25. What else would you like to know about this company? This job?
1. Professional Writing

Choose one of the ads below (source: www.graphicdesign.about.com)

Write:

1) a Curriculum Vitae 

2) a cover letter (including your USP) appropriate to the ad that explains your desire for this job and serves as a short introduction to your person.

Marketing Studio Manager 

This is a very diverse opening and a not to be missed opportunity to join a well established, market leading, exciting, growing and profitable private company. You will take accountability for developing and managing the marketing communication service for the production of corporate literature, direct mail, PR, exhibitions and presentations. You will have to be hands on at times so you will need to be competent in Quark, Photoshop and Illustrator and manage the studio in terms of procedures, workflows, resource levels, recruitment and appraisals. You will need to have a sound knowledge of graphic design, including print and production processes, photography, video and copywriting, as you will need this knowledge to support all the design team in their day to day activities. 

This is a company that has created a culture, which promotes fresh ideas, a team based approach and a commitment to continuous improvement. 

Are you ready to rise to the challenge? Please apply ASAP as they are looking to interview in the forthcoming weeks. 

 Location      Leeds 

 Start Date     Immediate  

 Duration     Permanent  

 Salary     £27k plus excellent bens  Graphic Designer 

Graphic designer (graduate or experienced) required to work as part of a highly experienced, dynamic team to build and design some of the worlds best fashion brands. Candidate will have hands-on experience in design, illustration, logos and branding. Experience of design for clothing would be useful but not essential.

Candidates should have an interest in Youth Culture and Youth brands and a desire to work on various design projects across the board for our global fashion brand clients.

All candidates must show creative flair and a passion for design. An interest in the following brands would be great: A Bathing Ape, Hysteric Glamour, Silas, Gimme 5, or in the following graphic movements: Geoff McFeteridge, Fergus Purcell, Rinzen, Obey, Banksy.  

Location      Newcastle upon Tyne, Tyne & Wear 

 Start Date     ASAP  

 Duration     Full Time  

 Salary     £neg  

Date Advertised     09 Jan 2004

Graphic and New Media Designer 

My client offers an excellent working environment. They are looking for New Media design candidates with a background in commercial print design preferably with a design qualification. you should good knowledge of the majority from Quark Xpress,Photoshop,Illustrator,Acrobat,Flash, dream Weaver or and director.Any video/digital video exposure would be a distinct advantage. Email cv now quoting reference Alex Richardson 0161 832 7728  

Location      Milton Keynes, Buckinghamshire 

Start Date     ASAP  

Duration     Permanent  

Salary     Circa£25,000  

 Date Advertised     09 Jan 2004

Web Designer / Developer 

This young, exciting and very cool company is looking for a web designer / developer to form the nucleus of the company. You will be responsible for forming and maintaining three web-sites, doing in-house graphic design work and (if it appeals) also making games for the sites. 

The company you will be joining has just launched a new brand, and already has some big contracts with major brands. This fast paced, funky firm is looking for energetic graduates (or recent graduates) with good brand awareness, keen to get involved and get behind the brand. A good initial salary will increase rapidly once you have begun to prove your worth and commitment to the company; the directors aim to benefit your career and personal ambitions as much as they want you to benefit them. 

If you are interested in seizing this unique chance, please send your CV by e-mail only ASAP.  

� including resume/curriculum vitae





