Sample application form

Before proceeding with the on-line application please read the following
information:

e Use Latin characters only for file name or description of certificates
/ diplomas.

¢ Attach only the following formats: doc, pdf, rtf, txt, wps, jpg, jpeg,
tiff, png, gif, xls, ppt, xml, htm, html;. otherwise your attachments
will be disregarded ; Maximum size for attachments: 4 MB

e Ifthe CV (in English), or University (first cycle) degree is missing
your application will not be considered.

Candidates have the sole responsibility for filling in their application correctly
and attaching the necessary CV (in English), diplomas and certificates in the
correct format.

Sample application form
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On-line application for traineeships

Guidelines
Itis compulsory:

University 1st cycle ¢

to complete all fields marked by *
Personal information

itle: s v

5 e
Surname |S|.,.m,,| |

Forename: * John|

training period |Dc(_2011 |

& mternet iy El0en v

(1)  Selecttitle (Mr, Ms)
(2)  Type your last name in the text box labelled Surname

(3)  Type your first name in the box labelled Forename



(4)  Click on submit to go to the second screen or clear to reset your data

2. SECOND SCREEN
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of Vocational Training

On-line application for traineeships

Application form training period

Contact details -

Title: *

Permanent address: *

ﬂ

|Dcvwn|ng street, 3, UK |

Telephone number: * (|UUM |]_(|222 |]_( 256658

ptional:second tel. numb: hesealoniki

00446932657765

|Jnhn. Smith@xxx.uk |

.(0030}- (2310

Demographic details

Nationality: * =

Date of birtn: _ 28r12:1982)

(format - dd/mmiyyyy) v
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Languages |
Greek

Mother tongue: *

German (if you have = s=co
Level
Language
D Written Spoken

Ciher Lanouages. © [czecn ~| [ Independent User 481} | | Independent User 482} |
ek for bl zec] ndependent User {B1} ndependent User B2}

[Danisn — v] [ Proficient user 41 (v [Proficient user 4c2y (v

[Englisn — ¥] | Proficientuser 4c2y % | Proficientuser 4c2y %
Education

Title & Subject Date acquired

Tertiary - level Education: *

Previous traineeship(s)

Previous traineeship in another EU institution III
or agency: * Yes No

If yes where? | |
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(5)

(6)

(7)

(8)

(9)

(10)

(11)

You should see your title, surname and forename at the top. These are
read-only fields and you cannot change them.

Address: In the field Permanent address, type your full mailing
address.

Telephone numbers: In the telephone number field you should put in
the first textbox your country code, in the second textbox your city code
and your main telephone number in the third textbox. If you have a
second telephone number put it in the fourth textbox. In the field
mobile, insert your mobile with the country code in front.

E-mail: Make sure that you insert your correct e-mail address
otherwise we will not be able to contact you. If you have more than one
address, you should separate the addresses with a semicolon (;).

Date of birth: You must enter your date of birth as DD/MM/YYYY. That
is, 2 digits for day (DD), 2 digits for month (MM) and 4 digits for year
(YYYY).

Units of interest: Please describe briefly your motivation for choosing
the particular field of interest.

Attachments: Take care to add your attachments correctly. You must
enter both the Curriculum Vitae and first cycle University degree (BA)
otherwise your application will be rejected.

(a) Describe the type of attachment (e.g. Diploma, BA, Ptychion,
Maitrise etc).

(b) The attachments’ filenames should be written in Latin characters.
Do not use country-specific characters/letters.



(c) Select the type of attachment: “CV” for your curriculum vitae, “1%
cycle University degree” for your main diploma(s) and “other” for any
other attachment you might want to add.

(d) Click on browse to locate the file, and then OK to save it. You can
continue adding more attachments in the same way.

3. CONFIRMATION PAGE
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Attach file(s)

You MUST attach a scanned copy of your:

# University 1st Cycle Degree
» Your CVin English

Description

Aftachment Type - Select - v

Aftachment Browse. .

Save | Close

Scanned images of certificates
University first cycle
degres

European CV
CW English

Other attachments
Reference Letter

I
< | ¥
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(12) Once you have completed the attachments and all the application form
fields, you can submit your application to Cedefop.

(13) Make sure that you tick the Declaration of honour checkbox before
submitting your application.

(14) You should get a confirmation page that shows all the information you
have entered. At the bottom of the page you can also see if you have
entered the required attachments. Make sure that you check all
attachments and that you have not missed anything!

(15) Print and keep this page. If you need to contact Cedefop you must
refer to your protocol number.

(16) You will also receive an automatic e-mail confirming that your
application has been saved to our database. Do not reply to this
notification!



ittion Page - Windows Internet Explorer
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The mail has been send. =]

Dear candidate,

Tour trainzeship application has been registarsd,
The protocol mumber of your application is:  Oct_2011_1171. You should quote this number in any corrsspondence with Cadefop regarding the trainzeship

In case there is a change in vour contact details while the selection process is ongoing, please send an e-mail to: Traineeships.

Successful candidates are typically contacted 2 month before the beginning of the traineeship period. Candidates whe have not received 2 reply by the end of September may consider that they
have not been selected for the trainseship. However, all candidates who have raceived 2 protocol number will be notified of the cutcome of their application,

In light of the large number of applications received, we kindly ask vou nof te contact Cedefop concerning the follow-up of your application. We will not reply to individual queries.

Thank vou for the interzst vou have shown in the trainzeship programme of Cadefop.

Cedefop’s HE service b
Tou have entered the following information.

Trainzeships

Tou should quote the protocol number of vour application in any correspondence with Cadafop.
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Protocol number: Oct_2011 1171
Full name: s Smith, John
Nationality: IDE , 5L Grezk
Date of birth: [28/12/1982
Address: Downing strest, 3, UK
Telephone number: (¥~ 0044222256698 B , 2343465 mobile: [~ op4ass32657765 O
email: [John. Smith@mx.uk
Stages: N
Greek
German
Language(s): C8 Written:Independent User -(B1) Spoken:Indzpendant User -(B2)
DA Written:Proficient User -(C1) Spoken:Proficient User -(C2)
EN Written:Proficient User -(C2) Spoken:Proficiznt User -(C2)
Terriary - level Education: | Bachelor of Sciznce, 1522
Directorate Comment: This relates to my studies, and Iwhish to improve it in multicultural environment
[Unit(s)/Service(s) Activities: Legal Advice Comment: This relates to my studies, and Iwhish to improve it in nulticultural environment|
Other Descrip Reference Letter 3
Ceriifirare Description: University first cvele degree
intion: *** sseripti ided ® * %
|Attachments Description: no deseription provided
CI” Description: CV English
You have inserted 4 attachments
C]
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