Sample application form 
Before proceeding with the online application please read the following information: 
· Use latin characters for the file names or description of certificates / diplomas; avoid the use of special characters or for example Greek characters.
· You can only use the upload button for a Europass CV created from the relevant page on our website and saved as pdf+xml. If you upload the Europass some fields in your application will be filled in automatically; in this case first upload the Europass and then fill in the rest of the information manually;
· If you do not wish to use the Europass created and saved in pdf+xml format you may attach your CV in the required files (together with your university title and any other document) at the bottom of your application, using the relevant button before submitting it. Attach only the following formats: .doc, docx, pdf , .rtf, .txt, .jpg, jpeg, tif, .tiff, .png, .gif, .xls, .xlsx, .ppt, .pptx, .xml, .html, .htm in order to ensure that your attachments are readable and duly inserted in our system. Maximum size for attachments is 4MB;
· If the CV (in English) or the undergraduate university degree (in any EU language) is missing the application will not be considered. 
Candidates have the sole responsibility for filling in their application correctly and attaching the necessary documents in a correct format. When the application is submitted candidates are requested to print out the relevant page created by the system where they can see all relevant information they provided as well as the number of documents they attached.
An acknowledgment e-mail is sent to the candidates. The Human Resources will not check the correct submission of applications or the number of attachments provided by the candidates and cannot modify the applications as submitted by the candidates. If you do not receive the acknowledgment e-mail with your protocol number or if you have submitted an incomplete application you may apply again and you will receive another protocol number. Once an application is submitted you can no longer edit/change it. 
Make sure you insert correct contact details (telephone(s), address, e-mail). 
Please see the sample application provided in the next pages bearing in mind that all fields marked with * are obligatory:  



1. First screen
[image: ]
· Select title (Mr, Ms)
· Type your surname and forename in the relevant boxes
· Click on ‘submit’ to proceed to the next screen or clear if you wish to correct your data

2. Second screen
[image: ]
· You may only use ‘upload button’ if you create a new Europass CV and save it in pdf+xml format. In this case some data will be filled in automatically in your application. You may then proceed with the rest;
· Do not try to upload any other attachment in this field. For all other attachments (Certificates, CVs in other formats, or other relevant attachments,  you must use the relevant button at the bottom of the second screen as described further below;
· Fill in the required information and then attach your documents by clicking the relevant icon (highlighted below) before you click on ‘submit’.

[image: ]

· Click yes or no in previous traineeships: 


[image: ]





· Choose up to three projects of interest in order of priority and answer the relevant questions: 

[image: ]


· Do not forget to attach the required files (and any additional ones you want) and check that they are readable:
[image: ]




When you click on submit you will be asked to confirm that the data and attachments you inserted are correct: 
[image: ]
· Click on the ‘ok’ button;
· The following screen will appear:  
[image: ]
[bookmark: _GoBack][image: ]
· Print the above page where you can see the number of attachments you inserted as well as the rest of your data; 
· You will receive the following automatic e-mail confirming that your application has been submitted. Please do not respond to it.  
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Contact details.

Title: * s
‘Sumame: * smith
First name: * [an

Permanent address. * [Tomplace 30, UK 1122

Telephone number: * (

o04s  |)(|1111 |)(|11im1 H|m )

(country code)-(city code)-{tel. number) - (optional:second tel. number)e.0. (0030)- (2310)-(512336) - (512366) for couniry Greece and city Thessaloniki
Mobile:

11111111111

e-mail |ann.smith@trevorsite.com

Personal details.

Natonaty - Belgian 2
- Select - V| (second nationaiity) Other:
Date of birtn 15103/1002
(format - da/mmiyyyy)
Languages
Mother tongue: * English v
Language teve
guag Wiitten ‘Spoken
Other languages: French V]| [Proficient User {C1) [v]| [Proficient User {C2)
Ciick for help
~ Select - v [ select- V| [-Setect-
~ Select - v| [ select- V]| [-Setect-
Education
Title & Subject Date acquired
Bachelor 1510412014
Tertiary - level education: *
Ciick for help Economics
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Previous traineeship(s)

Previous traineeship in another EU
institution or agency: *

Ifyes, where?
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Projects of interest

Please select by order of priority 3 projects which interest you most, and for each project answer the 3 questions below: *
Click for help

1) How could you inacmci E m “ule to acnievlﬁ the project objectives?

952 | remaining characters

2) Which, ind competences would help you do s0?

958 | remaining characters

3) Please list any previous experience relevant to the project (e.g. work experience, experience during education, training or volunteering).

956 |remaining characters

1) How coull im m imme to achieving the project objectives?

951 | remaining characters

2) Which skills and competences would help you do s0?

st

957 | remaining characters
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Reiredls: itne st conin rcrto sl om0

Declaration of honour
1 declare that the information provided above is to my knowledge true and complete. | realize that any false statement or
omission, even if unintentional on my part, may lead to the cancellation of my application [£]
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Message from webpage =]

Make sure that you have inserted the required attachments
P otherwise your application will not be accepted.

Please check that all information is entered. No edit or deletion is

possible.
I the information is correct just click on the OK button, otherwise

click on the CANCEL button to return to the application form
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Dear candidate,

Your traineeship application has been registered.

The protocol number of your application is: ~ Oct_2015_65. You should quote this number in any
correspondence with Cedefop regarding the traineeship.

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

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

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

Thank you for the interest you have shown in the traineeship programme of Cedefop.
Cedefop’s HR service

You have entered the following information:
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Protocol number: Oct_2015_65
Full name: Ms Smith, Ann
[Nationality: BE

Date of birth: 15/03/1992

[Address: Tomplace 30, UK 1122

Telephone number:

0044111111111, 111 mobile:111111111111

email: ann smith@trevorsite.com
Traineeships: N
L - en

anguage(s): f Written:Proficient User -(C1) Spoken:Proficient User (C2)

Tertiary - level education:

Bachelor , 15/04/2014 Economics,

Projects:

Project I: ccnet
Answer 1: jfdlsadjfasdfjasjdfljalsdiflajsdflkjasldiflajsdifjasldf]
Answer 2: fdgfadfeafeafdgdadfesfenhfeinhdhjndfehjdfehj
Answer 3: sfehsfghsfehsfehsgfhsfehsfehsfehsfeh

Project 2: NEW_ETV
Answer 1: gfhsfejhsfejsfehighjsfehjsfehsfehsfehsfehsfehsfeh]
Answer 2: ghsfghsfghsfehnsfghsfehsfehsfehsfehsfehsfeh
Answer 3: sfghsfghsfehsfehsfehsfehsfehsfehsfehsfehsfehs

|Attachments

CV Description: CV
Certificate Description: ba

You have inserted 2 attachment(s).
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Dear candidate,

Your traineeship application has been submitted.

‘The protocol number of your application is: Oct_2015_xxx. You should quote this number in any correspondence with Cedefop regarding the traineeship.
In case there is a change in your contact details while the selection process is ongoing, please send an e-mail to: traineeshipsGcedefop.europa.eu.

Successful candidates will be contacted by the end of July. Candidates who have not received a reply by the end of July may consider that they have not been selected for the traineeship. However, all candidates who have received
a protocol number will be notified of the outcome of their application.

In light of the large number of applications received, we kindly ask you not to contact Cedefop concerning the follow-up of your application. We will not reply to individual queries.
Thank you for the interest you have shown in the traineeship programme of Cedefop.

Cedefop’s HR service
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Guidelines

Itis compulsory to:
- attach the CV and the undergraduate university degree.
- complete all fields marked by *

Personal information
Title: Ms v
Sumame: smith

First name: * Annl
Training Period [octz0m
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On-line application for trainees!

Application form training period oct 2015

| E—
T form il st complet (Yo don have o Eropass OV? Cresteane o)





