[image: ]LEBENSLAUF	Comment by Autor: Introduction:
A CV should present you, your professional career and your skills in a clear and informative way. This template is designed to help you create your own CV with translations and tips in this document. You can view and scroll through the comments on the right or click on the speech bubble icon at the relevant point. When you have finished your CV and want to send it, don't forget to delete the comments and project logos at the bottom or turn off their visibility before printing. Good luck!
	Name	Comment by Autor: Whether you include a photo is your personal decision. It is still common practice in Germany to include it, but it is not a must. It is best to check the job posting once more to see whether a photo is required.
	Vorname Nachname

	Anschrift
	Straße Hausnummer 
Postleitzahl Ort

	Geburtsdatum und -ort	Comment by Autor: As with the photo, it can be an advantage not to include your date/place of birth. Here, too, you can decide for yourself whether you want to share this information about yourself.
	01.01.1991 in Ort (Land)

	Telefonnummer
	+49 176 6934443

	E-Mail-Adresse
	maria.muster@gmail.com



Beruflicher Werdegang	Comment by Autor: In this section, you list your professional qualifications and experience. Here you can list internships, work experience, employment and the relevant areas of responsibility that demonstrate your skills.
	seit 09/2020	Comment by Autor: Here you specify the period "month/year" from when to when you were employed in this position. When listing, proceed antichronologically, i.e. the latest position at the top.
	Bankfilialleiterin	Comment by Autor: As a heading, you name the role you held in this job.
Frauenbank AG (Hamburg, DE)	Comment by Autor: As a subheading, name the company/institution etc. and the place where you did the job.
· Leitung von 14 Filialmitarbeitenden	Comment by Autor: In these points, you can list your tasks and responsibilities, but also your successes in this position.
· Personalplanung und Bewerber*innenauswahl, 
Rechnungswesen und Controlling

	09/2018 – 08/2020
	Stellvertretende Bankfilialleiterin
Bank für Frauen GmbH (Hannover, DE)
· Stellvertretende Leitung von 9 Filialmitarbeitenden
· Umsetzung von PR- und Marketingkampagnen,
Datenverarbeitung und Revision

	05/2015 – 09/2018
	Sachbearbeiterin im Kreditmanagement
MonetaBank GmbH (Hannover, DE)
· Bewertung von Kredit- und Sicherheitenverträgen
· Abwicklung von Bau-/Immobilienfinanzierungen, Prüfung 
von Kreditanträgen

	10/2009 – 07/2012
	Berufsausbildung zur Bankkauffrau	Comment by Autor: If you have already gained practical work experience as part of your training, you can also state this here under your professional career - otherwise below under "Educational background".
Berufsschule für Finanzwirtschaft (Hamburg, DE)
· Kundenservice zu Kontoeröffnung und -führung
· Beratung über Anlagemöglichkeiten

	03/2010 – 05/2010
	Praktikum beim Kreditinstitut	Comment by Autor: You should also list internships and part-time jobs here if they were not too long ago and match the advertised job.
MonetaBank GmbH (Hannover, DE)
· Kundenservice zu Kontoeröffnung und -führung
· Prüfung von Kreditanträgen




Bildungsweg	Comment by Autor: This is where you mainly list your professional education, such as training at vocational schools or university studies. It is also advisable to include your highest school-leaving qualification.
	10/2012 – 07/2015	Comment by Autor: Just as above, you proceed in antichronological order.
	Bachelor of Arts in Betriebswirtschaftslehre	Comment by Autor: Final degree in the field of
Freie Universität Hamburg (Hamburg, DE)	Comment by Autor: Educational institution and location
· Spezialisierung: Finanzwesen, Steuer- und Rechnungswesen	Comment by Autor: Here you can fill in information about your specialization or areas of interest during your training, your final grades or other special achievements, such as scholarships or similar. You can also list your final grades and the title of your thesis.
· Abschlussnote 1,5, Titel der Abschlussarbeit 	Comment by Autor: By the way: You can also add stays abroad as part of your training or studies as a separate section here with subject area, educational institution/location, teaching content/acquired skills and knowledge.

	06/2012
	Schulabschluss
Goethe-Gymnasium (Hamburg, DE)
Abschlussnote 1,5



Weiterbildung/Zusatzqualifikationen	Comment by Autor: Have you completed further education or professional development courses? State them in this section.
	02/2020 – 06/2020
	Personalführung und -entwicklung	Comment by Autor: Name/description of the training and focus of the training/course
Weiterbildung der Hamburger Fachhochschule	Comment by Autor: Type of training
· Umfang: 20 Wochen mit je 6 Wochenstunden	Comment by Autor: The scope and duration of the training provide information about the extent of your knowledge.
· Schwerpunkte: Innovatives Bankmanagement, Stakeholdermanagement, Personalmotivation

	10/2012
	Möglichkeiten der Geldanlage für institutionelle Anleger*innen
1-wöchiger Online-Kurs der DBW Akademie
· Schwerpunkte: Kreditinstitute, Kryptowährungen	Comment by Autor: Have you perhaps undergone further training on a specific topic?



Sonstige Kenntnisse	Comment by Autor: In this section, separate skills can be mentioned, e.g. language skills, IT skills, etc.
	Sprachen			
	Englisch – Muttersprache
Deutsch – fließend in Wort und Schrift	Comment by Autor: Describe your level of knowledge:
Native speaker, fluent in spoken and written, basic knowledge or language level A1-C2

	Software
	MS Word, MS Excel, MS PowerPoint – sehr gut	Comment by Autor: You should also describe how familiar you are with certain programs at what level:
Excellent - very good - good - basic knowledge

Depending on the position for which you are applying, it may be useful to indicate a focus on specific skills:
- Good knowledge of Microsoft Word (style sheets and mail merge)
- Basic knowledge of Adobe Photoshop (composing charts) 
- Experienced in using ... 
- Focus on ...
SAP – ausgezeichnet

	Führerschein
	Klasse S	



[bookmark: _Hlk97041638]

Publikationen/Vorträge	Comment by Autor: You can also omit this section if this does not apply to you. Especially in the academic field, it is relevant and useful to list your own publications and presentations.
	
	Autor: Wie Anleger*innen ihr Geld während einer Inflation schützen können. Handelsblatt. 2021; 312: 111-114

	
	Keynote Speaker: Nachhaltigkeit im Bankensektor. Futurebanking Konferenz. 2020; Frankfurt am Main.



	
Interessen/Engagement	Comment by Autor: Your future employers are also interested in you as a person and would like to get to know you. At this point, you can add a personal touch to your CV by telling them about your hobbies, interests and any voluntary work you have done. But be careful: avoid being too general to stand out. For example, if you like to read, it's better to be more specific about which books you read (e.g: "reading crime fiction" rather than just "reading").
	
	Marathonlaufen und Fitnessstudio
Ehrenamtliches Engagement bei Augenlicht e. V.


 
[image: Ein Bild, das Kinderkunst, Reihe, Entwurf enthält.

Automatisch generierte Beschreibung]Datum	Comment by Autor: In Germany, CVs usually have a date and signature.
[image: Ein Bild, das Screenshot, Schwarz, Dunkelheit, Höhle enthält.

Automatisch generierte Beschreibung]    Ein Projekt von:  [image: Ein Bild, das Text, Schrift, Screenshot, Grafiken enthält.

Automatisch generierte Beschreibung]    	 Gefördert durch: [image: ]    In Kooperation mit:  [image: Ein Bild, das Schrift, Grafiken, Symbol, Screenshot enthält.
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