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1. Searching for an internship

Donotwastetime! Startwithyourapplicationsforaninternshiprightafteryourarrivalin Germany.
Itis notimportant that you do your internship in one of the biggest and most famous companies. You
can often collect good work experiences in small or medium-sized companies. The atmosphere in
smaller companies is usually more personal than in big companies. In smaller companies the
employees often have more time capacities to help and support you and youwillbe moreintegrated

so that you canundertake more different tasks even

1. Guest university
Look for internship offers at your guest university in Germany:
e announcements on the university’s web page
¢ the notice board
e atthe CareerCenter
¢ International Office
e your professor at your guest university

2. Internet
You can find many websites on the internet with internship
offers. Here are a few examples:

www.praktikum.de www.monster.de www.stepstone.de
www.connecticum.de www.jobsuma.de www. praktikum.info
www.praktika.de www.bonding.de Www.unicum.de
www.akademiker-online.de www.jumpforward.de www.udaba.de
www.15talents.com www.stellenanzeigen.de www.praktikant24.de
www.indeed.de www.praktikum-service.de

www.stellenmarkt.sueddeutsche.de

You can also use Google: (for example: Praktikum im Bereich Logistik oder Praktikum Logistik)

3. Project Office

You can contact the Project Office of the GJU in Magdeburg (email: Ulrike.Marquardt@german-
jordanian.org). The Project Office can send you a list with addresses of companies in Germany that fit to
your field of study.
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Research is one of the mostimportant steps. Start by researching offers and make a list or

an Excel sheet. You can find an example of a structure for a list like that below.

Company’s name, | Your point of Application Follow up Company’s Interview
website & e-mail | interest in the forwarded (date) answer (date)
address of offer (date) (date/ Yes No)

contact person

Complete this list right after you forwarded an application and after you received an answer from a
company.

Create a folder for applications on your computer. Save everything concerning your applications in this
folder.

3. Types of applications

1. The e-mail application

Your application consists of the following documents, save them as PDF files. This document has to
contain the documents stated below in the following order:

1. Cover letter Anschreiben

You can abstract them as one PDF
2. Lebenslauf

3. Certificates (Zeugnisse und Referenzen; the documents named below)

4. For architecture & design students: Portfolio (extra PDF document, note: not bigger than 3 MB!)

You have to scan all certificates and save them as ONE PDF document. The documents must be
of a good quality and should be readable. Also make sure, to minimize/compress the PDF with
the certificates, because of the scans it can be very huge and this is not accepted.

The certificates part contains the following documents:

A copy of your confirmation of enrollment from your German university and GJU

A copy of “Bestatigung Pflichtpraktikum” you got from the International Office

A copy of your current transcript from the GJU

A copy of your Tawjihi certificate (or aquivalent)

Copies of your letter of reference (if you have already completed an internship in Jordan or

somewhere else, if you completed special trainings or did voluntary work)

e Acopy of your letter of recommendation (optional): maybe your professor at GJU is willing to
issue a letter that emphasizes your qualifications.

e GJUinternship guidelines (“GJU-Praktikumsrichtlinien”)

Attach the PDF documents to the E-mail you send to the company.
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In the email you can write e.g.:

Example 1

Betreff (subject): Bewerbung fiir ein Praktikum (Bezeichnung und/oder Stellennummer)
SehrgeehrterHerr.... / SehrgeehrteFrau.... / Sehrgeehrte DamenundHerren,

im Anhang finden Sie meine Bewerbungsunterlagen fiir einPraktikuminlhrem Unternehmenim
Bereich ......(insert here field of work). Ich wiirde mich freuen, ein Praktikum bei Ihnen absolvieren
zu kénnen. Fiir Riickfragen stehe ich lhnen selbstverstdndlich per mail oder unter der

Telefonnummer [...] zur Verfligung.

Mit freundlichen Griifien
(first name last name)

Example 2

Betreff (subject): Bewerbung um ein Praktikum im Bereich .... (insert field of work)
SehrgeehrterHerr .... | Sehr geehrteFrau.... / Sehr geehrte DamenundHerren,

ich bewerbe mich bei Ihnen fiir ein Praktikum im Bereich ... (insert field of work). Bitte entnehmen
Siedem Anhangdieser Emailmeinevollstdndigen Bewerbungsunterlagen. Fiir Rlickfragenstehe
ich Ihnen gern zur Verfligung.

Mit freundlichen Griifien
(first name last name)

Be careful when copying the text into an email: If you copy text from Word or similar programs you
could mix up line breaks or indents. Umlauts or special characters are not understood by all mail
programs either. Therefore, send this e-mail to you first. In some mail programs you can conduct
formatting (fontcolororsize). These socalled HTML mails cannot be read by all mail programs. In this
case the addressee would only receive the programming code or even an empty e-mail. Because of that
you should not use this formatting.

2. The onlineapplication

Many companiesrequire online applications where you have tofilloutanonlineform. Inthis case, do
not send your application to a different address of the company. Then you have to apply viathe online
system. Take your time for that and fill out everything attentively.

Again - be careful with copy and paste. You will be applying for an internship in many companies. So you
probably won’t get around copying and pasting some data from one into another application. That’s
okay, aslong asitfits. Butalways read it again very carefully. Always pay the utmost attention that the
right company and contact person is named in the cover letter!
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3. The speculative application

You oftendo notfind any concrete internship offers onthe companies’ web pages. Inthis caseyoucan
apply for an internship speculatively. A speculative application (Initiativbewerbung) shows your
commitment and interest in an internship position in the company. As you do not have to fulfill
requirements from an internship advertisement in a speculative application you can present yourself as
it seems most advantageous to you. Itis recommendable to give the company a call before you send
them aspeculative applicationto ask forthe need ofinterns andto find outthe receiver's name for your
application. The speculative application is equivalent regarding to form and structure to the usual
application for a concrete advertised position. As you do not know a concrete job title or reference
number you have to mention that this is a speculative application and what position you would like to
occupy in the company in the subject.

Example subject line
Speculative application for an internship in the field of logistics (Initiativbewerbung um ein Praktikum im
Bereich Logistik)

Tip
Also let German friends and contacts from your university (e.g. Career Center) or the OIL (email:
Oil@gju.edu.jo) check your documents.

4. After sending theapplication

After you forwarded your application you should wait approx. two weeks for a reply or an
acknowledgmentfrom the company. If you have no answer by then you should contact the company.
Ask friendly whether they received your application and when you can expect an answer.

Some companies heed afew weeks to make a decision. Thatis normal. Do not be disappointed if you
getmanyrejections, thatis normal as well. Many students in Germany look foran internship too. That
means, the better your applicationis, thehigherthechancestogetaninternship.

In case, try to find out why you got a rejection; this might be helpful for the following applications.
Make sure to answer your phone correctly at the period of your application phase. Make notes if a
company callsyou. Note the person’'s name and the contact data. If you do notunderstand something

just ask for it again.

Itmightbethatyouhavetosend 50 ormore applications before yougetaninternship placement. Make
sure that every application is perfect.
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5. Internship acceptance

If you got accepted for an internship you have to inform the Office for Industrial Links (Oil@gju.edu.jo)
immediately.

According to GJU's German Year regulations, the internship needs to be approved before you start
your internship. It is of crucial importance that you provide the Office for Industrial Links with your
internship information/company contract by filling this approval form.

Here the link for the form:
https://docs.google.com/forms/d/1DKsLGYcTWgJndXsxyb357MixtJWokzCnNe38fVg9DkM

Internships have to be approved BEFORE you start your internship (or latest 2 weeks after you
started), otherwise the internship will NOT be accepted and NOT accredited on your transcript at GJU.

It may happen that an internship company or the contract does not meet the GJU requirements for an
internship, so to be on the safe side and get the approval fill the approval form as early as possible.

Link
Internship cancellation

Incaseyouhad otherinterviews orinterviewinvitations please contactthemto cancelthe internship or
interview. Itis usually better to call, however you might as well send an e-mail like the one below.

Example 1
Sehr geehrter Herr ..., / Sehr geehrte Frau ...,
ich moéchte mich nochmals recht herzlich fiir das Gesprdch und Ihr Angebot bedanken.
Zwischenzeitlich habe ich noch eine weitere Zusage erhalten und musste nun eine Entscheidung
treffen.
Diesist mir sehr schwer gefallen, daich nach wie vor grofies Interesse anlhrem Unternehmen
habe. Ich habe mich nun jedoch fiir die andere Praktikumsstelle entschieden. Es tut mir sehr leid,
lhnen dies mittteilen zumiissen. Ich hoffe jedoch auf Ihr Verstdndnis.

Nochmals vielen Dank.

Mit freundlichen Griifien
(firstname last name)
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6. The internship

The company that accepted you for an internship needs to send you an internship contract which you
need to sign. Make sure that your internship does not last less than 20 weeks.

Make sure that you are enrolled at your guest university in Germany for the second semester as well.

Accordingtothe GJU guidelines you have towrite aninternship report. Already startworking on that
during your internship. Make notes daily or weekly (internship diary). In the document “internship
report instructions” you find more information about your internship report.

Aninternshipgivesyouthe chancetogettoknowaGermancompany. Youare partoftheteamandyou
can collect work experiences. Maybe you will also get the chance to write your bachelor thesis in this
companyoreventoworkinthiscompanyinthefuture. Therefore you should presentyourself properly
andcomplete asuccessfulinternship. Showactive interestinthe fieldsyouworkin. Bringinownideas,
be ateam player, offer help and stick to the company’s rules (e.g. labortime, pause time, etc.).

Ifthereare anyproblemsduringyourinternship (e.g.thatyoufeelunderchallenged or overburdened at
work or you cannot get along with a colleague) you should try to solve this problem by having a quiet
chatwiththerelevant person and/or your internship supervisor. If this does not help you should inform
Stefanie Luniak at the Project Office in Magdeburg your or Exchange Officer at GJU and/or the Office for
Industrial Links (Mieszko Domanski and Malena Knauth). Please NEVER quit your internship as long as
you do not have another internship agreement.

Please inform the company that you need an internship certificate (also see the documents “GJU
internship guidelines” and “Documents German Year”).
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7. Elat hunting

If you have to move to another town/city for your internship the company might help you to find a flat.
You can ask friendly whether they can help you. If the company cannot help you will have to look for a
flat on yourown.

Here are a few web pages where you can find flats or rooms:

o www.studis-online.de (path: Studi-Leben | Wohnen | Wohnungsboérse)
e www.wg-gesucht.de

www.immobilienscout24.de

www.kalaydo.de (real estate)

www.zwischenmiete.de

www.immowelt.de

www.immonet.de

www.wg-spion.de

You also find housing advertisements in daily newspapers and on their websites.

You can also look for a flat/room on the websites of the local student union (Studentenwerk). They
always offer some for students enrolled in their universities.

If you have not found a flat until your internship started you will have to stay in a youth hostel
(www.djh.de), ahostel, an airbnb or a cheap hotel for the first few days. Look for aflatwhen you are in
the town/city then. That is maybe easier.

Ifyou stay inthe same town for your internship make sure that you can stay in youraccommodation for
the period of your internship.
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