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Official language Slovene
Government Parliamentary republic
Surface 20273 km?
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Currency EUR
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Internet code Si

1. Popular application procedures in Slovenia

Employers are obliged by law to notify all job vacancies to
the Employment Service of Slovenia. Most employers use
e-services — they notify the job vacancy online to the Em-
ployment Service of Slovenia (ESS). Employers can also notify
their vacancies in writing, which they then send to the ESS. In
the notification procedures employers are asked (this is one
of the questions on the vacancy form) if they wish to recruit
international workers from EU/EEA countries or from third
countries. Notified job vacancies are published on the Em-
ployment Service of Slovenia’s notice boards. Vacancies for
which the employer requests publication in the mass media
are published nationally on the ESS website, the EURES portal
and other media.
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Jobseekers can register in an Employment Service CV data-
base, which enables employers to get in touch with suitable
candidates.

Many Slovenian employers also advertise their job vacancies in
daily or regional newspapers and on the radio, Internet, etc. Most
job vacancies are published in regular weekly columns and sup-
plements to the major Slovenian newspapers. Many companies
also look for new employees via their own websites and on the
portals of agencies which, on the basis of a concessional contract,
find work and provide manpower, including occasional and tem-
porary work for secondary school and university students.

Candidates can send their applications directly to the employer
by e-mail, fax or regular mail. Copies of educational certificates
and qualifications usually need to be enclosed, and employers
require references to be offered.

The employer chooses the most suitable candidates from among
the applications, and these are then invited for interview. If the
applicant’s residence is a long way from the employer’s, the em-
ployer can conduct an interview by phone. The employer also
talks about the content of an employment contract with suit-
able candidates. The employment contract could also be sent to
the potential worker for review by e-mail or fax. After that they
can arrange for the candidate to come to Slovenia.

Before starting the job, the person selected must pass a medi-
cal examination. Then the employer and the worker both con-
firm the employment contract and the employer must register
the worker in the social security scheme within eight days from
the new employee starting the job.

A covering letter and CV are normally used to apply for a job
in Slovenia. In general a letter of application should stimulate
enough interest to make the potential employer want to look
at your application in more detail and hopefully invite you for
an interview. The covering letter, however, should not provide
too much information about experience and qualifications;
this will be provided in the CV.



Employers usually prefer applications to be sent directly to them.
They then check them and try to contact the persons shortlisted,
who are invited for interview by e-mail, by phone or by regular mail.
In some cases a meeting between employer and workers may be
organised at the Employment Service, especially if the employers
are Slovenian or cross-border applicants (Italian or Austrian).

Interviews are a standard element of the selection procedure for
jobs at all skill levels in Slovenia. During the interview the recruit-
er will focus most on experience, motivation and interpersonal
social skills. A recruiter wants to have a complete picture of the
person they are going to select, therefore psychological, intel-
ligence, aptitude and psychometric tests are widely used, espe-
cially for jobs requiring a high level of education.

The time between publishing the vacancy and when you actu-
ally start the job depends on the employer and the applica-
tion deadline. It could be from two weeks (at national level), as
there are at least five days between the published date of the
vacancy and the application deadline, to six weeks or more at
international level, when the application deadline is 30 days
or more. Ideally, the contents of the application mirror the re-
quirements of the job position. The first contact is usually made
by phone, by e-mail, regular mail or fax.

What the CV should include depends very much on what the
job entails, but the following lists some of the essentials:

« A CV or curriculum vitae is an essential marketing tool.
With your CV you will be able to promote yourself.
When writing a CV, look at it from your employer’s point
of view. Would you stand out from the competition (the
other candidates) and would the manager want to talk
to you for a possible job? You have to ask yourself these
questions when writing your CV.

« Networking and interviewing are essential for your
job search, and your CV is only the first step in this.
However, a CV will be your first contact with potential
employers and will open the door. If you are invited for
an interview, you will be in a position to explain and
expand on the contents of your CV.
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« Your curriculum vitae should be brief, concise and
clearly laid out, presenting the essential facts. It should
preferably consist of no more than two (or even bet-
ter, one) A4 sheet(s). Previous periods of employment
should be arranged chronologically. This also applies to
the section which covers your education and training.

If you wish to apply for a job vacancy, you normally write a
covering letter. It should be concise, easy to read, clear and
structured (introduction, body, conclusion). It should contain
the following information:

+ At the top of the letter: your contact details (full name,
date of birth, telephone number and e-mail address),
name and address of employer, date;

+ In the introduction: salutation and introduction, the job
you are applying for, where you saw the advertisement,
why you are suitable for the job, what you can offer the
employer;

« In the body of the letter: education, knowledge of
languages, employment experience, particular areas of
competence, career information. Copies of educational
certificates and qualifications need to be enclosed and
the names of referees;

+ In the conclusion: valediction, signature and list of
attachments.

At the end of the letter, it is common to say that the candidate
would like to be invited for an interview.

An application is usually written in Slovene, but for workers
from other countries, it may also be written in another lan-
guage, most frequently English, German or Italian, especially
for cross-border positions.

The Europass curriculum vitae has been increasingly used, and
especially if you apply to the Slovenian job vacancies from
abroad, the Europass curriculum vitae is the most common

way of applying.

Employers in Slovenia very rarely request a handwritten
application. If the employer asks for a handwritten application,



it should be written clearly and concisely and should contain
all the above mentioned components. The application should
be brief, direct and professional.

Points to note in telephone contacts:

« Clarify the reason for the call to the contact person on
the employer’s side.

« Prepare questions which you would like to ask the
employer.

» Be prepared to answer the employer’s questions about
yourself — about your professional experience, abilities,
knowledge and skills.

« Befriendly and relaxed during the telephone conversation.

+ Itis necessary to add your own message. Listen carefully
to comments the contact person makes. Write down a
short summary of the conversation and end the conver-
sation with optimistic and stimulating words.

Applying spontaneously:

If you know exactly what you would like to do, if you have spe-
cific knowledge and competence which can be used in a par-
ticular company or if there is a surplus of people in your profes-
sion, with the result that not many vacancies for your profile
are published, it is advisable not to wait for the publication of a
job vacancy, but to send a so-called spontaneous application.
Send this application to companies that you are interested in
and where you would like to work.

As writing a spontaneous application is hard, here are a few
suggestions:

+ 'l have been a customer of yours for a long time and |
think | know your field of work very well. That is why |
would like to be employed in your company’.

« 'Perhaps in the near future you will need a new
colleague with the experience and abilities that | have.
Please allow me to introduce myself’.

Then you continue by introducing yourself, listing your profes-
sional training, employment experience, skills, achievements,
knowledge of foreign languages. You must explain to the
company why you believe you could be useful to them.
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Spontaneous applications are concluded in the same way as
regular applications: 'l would be grateful for an opportunity to
discuss this at an interview'

According to Slovenian Employment law employers are not
obliged to respond to spontaneous applications.

For general preparation the applicant should:

+ Prepare a list of their achievements — university, work,
social or home.

- Have an understanding of what an employer does, as
they will be expected to know this in significant detail.

« Speak about competence and practical experience
gained through work elsewhere to convince the employ-
er that the applicant has developed the relevant skills.

+ ldentify a realistic working ambition.

+ Have the ability to communicate the abovementioned
ideas clearly and effectively.

- ldentify key developments, as this information will form
a large part of the final interview, so that applicants
should have detailed and well-structured opinions.

» In some cases, they must prove the right to live and
work without restriction in Slovenia.

Candidates should prepare for questions about their medium-
and long-term career aims. Having a clear plan about your own
self-development is the key. Some Slovenian recruiters expect
you to say what your pay expectations are. Expect two inter-
views in a Slovenian application procedure.

Copies of certificates proving completion of education, certifi-
cates obtained, courses and seminars must be attached to the
application, if this is included as an obligatory condition in the
advertisement. For some professions and some kinds of activi-
ties original confirmations, certified by a notary, are required. If
the advertisement does not specify this, they can be enclosed
voluntarily. It is also possible to write that documents will be
forwarded later if necessary. If the candidates are invited to
the interview, it is advisable to bring the original documents
to the interview. Proof of linguistic competence, computer



skills, documents about job experience and achievements in
any competitions you took part in are important. References
are expected.

Online applications are becoming more common, but do
not expect all Slovenian employers to use them. Job agen-
cies and some employers who publish their vacancies online
provide the opportunity to complete the job application
form online. The Employment Service of Slovenia (ESS) web-
site also gives jobseekers the opportunity to put their CV
online and let employers know about their availability for
work. If there are several suitable candidates, the employer
chooses the most qualified one. The CVs of other candidates
may be saved in the employer’s database for subsequent
vacancies. They may, therefore, be contacted again by the
employer.

Before starting the job, an employment contract in written
form is concluded with the employer. Employment contracts
can be signed for a permanent or temporary period of time.
Employers are obliged to have their workers enrolled in an
obligatory pension, invalidity, health and unemployment in-
surance scheme within eight days of the starting date of the
job. They are also required to deliver a photocopy of registra-
tion to the employee within 15 days of commencing work.

The minimum deadline for the application on national level is
five days from the advertised date of the vacancy. If employ-
ers need workers from other EU/EEU Member States, the time
period for applications is usually 30 days.

Employers will use application forms as a first-stage filter, in
order to draw up a shortlist of interviewees. Write a new ap-
plication form for every company; do not use a photocopy,
because each company has different specific demands for
particular jobs. The application procedure may consist of sev-
eral tests, followed by an interview. Employment legislation
states that the employer should send an answer to all appli-
cants within eight days following the selection of the most
suitable candidate, but in practice this is not always done.
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2. How to prepare for the inferview

Punctuality is important, come to the interview on time or
approximately five to 10 minutes earlier. Dress appropriately,
the jobseeker’s outfit should be selected according to the post
that they are applying for. Communication during the inter-
view should be positive and friendly. You are expected to bring
along the original documents of the copies sent in the appli-
cation. It is always appreciated if the candidate shows some
knowledge about the company during the interview.

In larger companies, the human resources department man-
ager usually conducts the interviews, together with the head
of the department where the employee will work. In smaller
companies, the owner usually interviews the candidates. When
the employer recruits candidates through an employment
agency, a specialist from this agency conducts the interview in
the earlier stages of the recruitment process. Tests are usually
taken in groups and are handled by a psychologist and pos-
sibly some other specialist from the human resources depart-
ment. Interviews are usually individual. When there is a group
of candidates, a group meeting may be held initially to present
the company and the posts. Afterwards, individual meetings
are conducted with each candidate. Usually only one interview
is enough for the employer to decide about the candidate, but
one or two additional interviews may be required to select
the right candidate in some cases. The interview usually takes
about 15 minutes. It can vary from 15 to 30 minutes.

Verbal communication:

« greet the interviewers when entering the room;

- introduce yourself;

« try to remember the interviewers’ names;

«+ listen very carefully to the questions and think about
the answers;

- it is not good to talk about personal problems (family
problems, financial situation, etc);



- avoid words expressing insecurity, such as: maybe, | am
not sure, | will think about it, etc.;

+ talk about good experience at the workplace;

+ show interest in the post and the company;

+ never talk negatively about former employers.

Non-verbal communication:

« itisimportant to be calm and stable;

. firm handshake (not too firm) with the interviewers
when they initiate it;

+ make eye contact without staring;

+ have a friendly and positive facial expression;

+ sit when and where you are asked to;

+ observe the interviewer’s body language;

« do not drink or smoke even if this is offered (you can
accept a non-alcoholic drink);

« chewing gum is not acceptable during the interview.

+ sunglasses should not be worn during the interview.

During the individual interview the introduction is the first
step. It is followed by a short presentation of the company and
the post (if no group presentation was held before). After that
the employer can interview the candidate for any further in-
formation or clarification of the information stated in the ap-
plication documents. This is the stage where the candidate can
show the original versions of the documents, which were sent
as copies when applying for the job. At the end of this part the
jobseeker can ask questions, if they have any. To end the inter-
view, the interviewer usually informs the candidate about how
the recruitment process will continue.

Interviews are usually held in a businesslike atmosphere. The
employer can ask all of these questions and usually does. The
whole interview is supposed to be held in a professional atmos-
phere and with a professional attitude from both parties. The
candidate only has to answer those questions that are relevant
for the job qualification. The applicant has to know all the basic
information about the company, especially its main business
activity. It is highly advisable for applicants to visit the Internet
site of the company before going to the job interview.

187
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Most commonly asked questions:
+ Have you had any similar job experience?
- Describe your educational qualifications.
«  What was your previous job?
« What do you know about our company?

Tricky questions:
+ Tell me about yourself.
+ Why should we choose you among all the candidates?
« Why are you the right person for us?
+ Describe your weak point(s).
+ Describe your strong point(s).
« Did you choose the right job for yourself?
+  Why do you want to change your job?
- Do you have any questions for us?

e

3. Negotiate your benefits

An employer offers you a job (a contract) and you can ne-
gotiate your working conditions. Your position as a negotia-
tor is better if there is a shortage of people with your oc-
cupation in the labour market or if you have some specific
skills. Although companies have their own systematisation
of functions, you can also negotiate the pay for certain
positions. There is an unwritten rule that during the job
interview it is the employer who should bring up the sub-
ject of pay first, not the jobseeker. Then you can tell them
the pay range (minimum and maximum) that would be
suitable for you.

Remuneration for work carried out on the basis of the em-
ployment contract is composed of the actual pay, and possi-
bly other types of remuneration, if they are laid down in the
collective agreement. Pay consists of the basic wage or sal-
ary, part of the wage or salary for job performance and extra
pay. Pay is expressed as a monthly rate. Holiday pay and an-
nual bonuses are included in the remuneration listed.



The candidate should check the address and the location of
the employer before the interview. It is very important to come
on time. If you are late, the employer will get a very bad impres-
sion of you. Most employers are not willing to employ a candi-
date who is late for the appointment. So you have to take into
account some unexpected delays. On the other hand, do not
arrive more than 5-10 minutes early. This is enough time to col-
lect your thoughts and get a basic impression of the company.

You do not have to confirm attendance for interview unless
this is stated on the invitation. If you cannot come on the
date or at the time indicated in the invitation, you can call
and apologise. They will give you a new appointment. It is not
good to change the appointment more than once.

Most interviews in Slovenia are face to face. Some employers
can also select potential employees by using new communica-
tion technologies.

4. Do you need references?

References can be written by your former employer, a univer-
sity professor or lecturer, or tutor from your vocational training
course. Your relatives cannot be referees. Referees are expect-
ed to write a letter of recommendation or give their contacts,
so that potential employers can call them and ask them what
theirimpression of you is.

When applying for a job in Slovenia, you need to submit a CV.
Copies of educational certificates and qualifications need to be
enclosed, and references are required. Letters of recommendation
are not obligatory, but they are welcome and can be very helpful.

When proof of good conduct is needed for a job, it is men-
tioned in the description of the vacancy. Usually jobs in the
government, public administration, police force and army or
security services require proof of good conduct.



9. Making a good impression:

When you dress for interview, make sure your clothes are busi-
nesslike (the proper dress code for the type of job you are look-
ing for), because the first impression is very important. Moreo-
ver, it is very important that your clothes are neat and clean.
Your shoes must be in good condition and your hair should be
neatly styled. Make-up and jewellery should be unobtrusive.
Remember that dressing nicely and appropriately is a compli-
ment to the person(s) you meet.

Employers usually say that they will contact candidates and in-
form them about their decision. After the interview you should
make notes right away, so that you do not forget the critical
details. They will help you to evaluate the interview and to im-
prove your communication skills.

You can send a thank you letter to the interviewer. The letter
should be short but it has to reiterate your interest in the posi-
tion and your confidence in your qualifications. If the employer
said in the interview that he/she would decide within a week,
you can call them after one week, not sooner. It is not common
for the candidate to meet the employer for an evaluation.

Be original and honest. You should not interrupt the interview-
er when he/she is speaking. Do not be late for the interview.
You should switch off your mobile phone before the interview.
You should never say things about yourself that are not true
(skills, qualifications, experience) and you should never say bad
things about your former employers.

'\\
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Official language Slovak

Government Parliamentary republic
Surface 49035 km?

Capital Bratislava

Currency EUR
Member EU or EEA EU
Phone code +421
Internet code sk

1. Popular application procedures in Slovakia

A jobseeker submits the application for a job, then he/she is
invited to the interview by the employer and after the inter-
view the employer tells the candidate whether they have been
given the job or not. The duration of the procedure differs
according to the employer’s needs. The minimum duration is
two weeks, but it may also take a month and sometimes more.

The first contact is made according to the instructions given by
the employer in the vacancy advertisement. Follow the rules
of the employer.

Do not send the same application to several employers.
Address each employer individually. The content of an
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application sent by e-mail is the same as that of a handwrit-
ten application. An application written on the PCis common,
explaining why the jobseeker would like to work in that com-
pany, with an attached CV, possibly a photo and a copy of
your diploma. During your contacts with the employer you
should be pleasant and friendly.

If the job is a specialist position, knowledge of that specialisa-
tion is expected. In that case you may be asked to take a skills
test. If a specialist position is not involved, you are expected
to demonstrate a willingness to work.

The end of the application procedure is when you start work
or receive notification of rejection. In some cases the employ-
er can tell you directly at the interview, but in most cases he/
she will send you a letter with the results of the application
procedure.
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2. How to prepare for the interview

The first impression of a jobseeker is important, including the
jobseeker’s appearance. The employer has to find out if the job-
seeker is really interested in getting a job and if he/she has pro-
fessional skills and knowledge.

In most cases, employers start by introducing their company
and what they expect from the new employee. They will then
ask applicants to set out their reasons for wanting the job and
to describe their knowledge and skills. The employer can also
ask applicants to take a test or fill out some forms. At the end
of the interview the employer can then give candidates the
opportunity to ask questions. The atmosphere is very formal,
it is not very relaxed. You should remember that the style is
formal and take care with your choice of words. The majority
of the interview time is given over to job-related aspects. The
employer is not very interested in personal aspects. The maxi-
mum proportion is 80:20 % (professional:non-professional).



It is good to have as much information as possible, because
that is how the employer can see that the candidate is
interested in that position. It is advisable to know at least the
company’s activities.

e

3. Negotiate your benefits

The jobseeker does not have much leeway in negotiating the
contract as it is provided in advance by the employer and in
most cases a jobseeker can only agree or disagree. Sometimes
you can negotiate on pay. The most common non-statutory
benefits are for example accommodation, company car and
mobile phone.

Sometimes you can be asked for a one-day work trial. As it is
not legal, it is possible to refuse it, but this may be a reason for
the employer not to accept the jobseeker. It can be taken as a
demonstration of unwillingness to cooperate.

w

4. Do you need references?

Sometimes you do. Employers may take this into account
when they are making their decision. References are mainly
obtained from previous employers. References should con-
firm the period of work, evaluate the work of a jobseeker and
also recommend him/her to another employer. Copies of any
diplomas are needed. Sometimes these must be enclosed
in the application, sometimes it is enough to bring them to
the interview. Note that teachers and people who work with
weapons or with dangerous substances, for example, need
proof of good conduct.
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9. Making a good impression

It depends on the position the jobseeker is applying for. You al-
ways need to be tidy, clean, neatly dressed. If the job is a white-
collar position, it is necessary to wear a suit (men and women).
Jewellery is acceptable, but it should not be overdone and
should be restricted to a few items.
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Official language Finnish, Swedish
Government Presidential republic
Surface 338145 km?
Capital Helsinki

Currency EUR
Member EU or EEA EU
Phone code +358
Internet code fi/.ax
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1. Popular application procedures in Finland

The most common steps are usually

(i) posting a job application on the labour administration’s web
page, on a private jobsite or in a newspaper (employer);

(i) applying for the vacant position (employee);

(i) shortlisting three to 10 best candidates for the interview
(employer);

(iv) choosing the best candidate for the vacancy and sending a
letter/e-mail to all applicants informing them of the results of
the process (employer).

During the application procedure both the jobseeker and the
employer have to keep to the deadlines.
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After receiving the applications, the employer invites the
most appropriate candidates for the interview, normally
within one or two weeks after the deadline. The employer
suggests a date for the interview which you need to agree
on. After interviewing the three to 10 best applicants, the
employer may be ready to make their decision. If not, more
interviews or aptitude tests will be carried out. When the em-
ployer has made his/her decision, they usually send a letter
to all the applicants informing them of the result.

The time taken between publishing a vacancy and starting
the job depends a great deal on the employer and the job.
In international recruitments you have to be prepared for a
longer time between the date when the vacancy is published
and the day you can start work.

Make sure that you fill in the application carefully; if it is
not complete, it might not be taken into consideration.
The employer is likely to receive hundreds of applications.
Try to stand out positively from the rest. A covering letter
should not take more than one page. Describe briefly in the
letter why you would be the best candidate for the vacant
position. Name one or two referees and give their contact
information; the employer may be interested in calling
them to ask what kind of employee you are. Remember to
sign the letter.

Enclose your curriculum vitae (CV) in your application. Re-
member to update your CV. In the CV you should list your ex-
perience etc. in reverse chronological order, i.e. first mention
your most recent job and education/training, and put the old-
est information at the end. The length of the CV should not
exceed two A4 sheets. Attach your photograph, especially if
you are looking for work in the service sector.

If you intend to apply by phone, prepare your call before-
hand. Think carefully why you are applying for the position in
question, why you should be chosen for the job and visit the
company’s homepage to find out more about its activities.
Speak clearly and try to be relaxed.



Before contacting the company directly to apply spontane-
ously, you should look at its homepage to find out what kind
of career opportunities you might have there and how the
employer in question usually hires new employees. If the em-
ployer has an electronic application form for spontaneous
applications, you should use it. If not, you can contact the
employer by e-mail or phone. If you make the first contact by
e-mail, you should call the company after approximately one
week and ask whether the people in charge of recruitment
have received your application and had time to consider it.
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2. How to prepare for the interview

The employer expects you to send all the documents mentioned
in the job application. Incomplete applications will usually not
be considered. Some employers expect applicants to contact
them by phone or e-mail before sending the application to ask
for further details. They see the contact as an expression of inter-
est. However, other employers do not have time to answer calls
or e-mails and do not expect the jobseekers to make contact.

Enclose copies of your relevant school and work certificates in
the application if requested. Bring your original certificates to
the job interview.

Study the job application carefully; it may tell you how the ap-
plication process is being conducted. If not, you are usually
informed about the follow-up in the interview. If you are not
asked for an interview, you can contact the employer approxi-
mately two weeks after the job application has expired.

In general, there may be dozens, even hundreds of applicants,
for each vacant position. Thus, employers do not have time to
contact the applicants frequently and they do not like it if candi-
dates keep calling them. In these cases you should wait for the
employer to contact you. However, some vacancies are filled
very quickly and are often offered to the first suitable candidate.
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In smaller companies, especially, there may not be enough staff
to advertise the vacancies, handle the applications, organise the
interviews, etc. Therefore, it is worth contacting the employer di-
rectly and applying for a post spontaneously.

Before the interview, make sure that you know something about
the employer by visiting the company’s website, for instance. If
possible, prepare some questions about the vacancy and the
company beforehand — it shows that you are really interested
in getting the job. Remind yourself why you are applying for this
job and what your strengths are. Bring the most recent and rel-
evant work and school certificates and a CV with you.

The employer normally pays attention to your general appear-
ance and manners, so you should wear clean, conservative
clothes and have good manners. The employer is in charge of
the meeting and he/she will ask the questions. In order to have
amore objective assessment of the candidates, it is normal that
atleast two persons from the company are present at interview.
Normally you should set aside half an hour to one hour for the
meeting. During the interview, stay calm and speak clearly. Set
out what you have achieved, but try not to be over-confident.
It is important that you show interest in the position by being
active, listening carefully and asking for clarification if you do
not understand what the employer means. Remember also to
make eye contact. However, do not interrupt the interviewer.
You can accept drinks (coffee) during the meeting, but you are
not supposed to offer anything to the employer. Above all, be
honest and do not criticise any former employers.

Punctuality is really very important; you are expected to ar-
rive on time for the meeting. Usually, the interview starts by
shaking hands with everyone present. This is followed by an
introduction about the job and the company by the employer.
First impressions are important, so introduce yourself clearly
and look everyone in the eye. Before the questions you are nor-
mally expected to say something about yourself — why you
applied for this job and why you think you should be chosen.
At the end of the meeting you have the opportunity to ask any
questions which were not answered.



In Finland the interview generally goes smoothly, in a relaxed
atmosphere. However, do not be surprised about possible si-
lences, as the interviewers may be taking notes.

If you are asked to take a psychological or aptitude test, you
can take it as a good sign, as it means that you are among the
best candidates. You cannot really prepare for the tests; the
best thing is to get a good night’s sleep and to be honest to
yourself. Do not try to pretend to be someone you are not.

It is important for the employer to find out your professional
background and capabilities, as well as your previous profes-
sional experience. However, the employer also wants to know
about your personality; what your strengths and weaknesses
are; how your previous employer would describe you as an em-
ployee. You will most likely also need to answer how you react to
stress and deadlines or how you cope with difficult situations.

One of the first questions the employer asks is your motivation;
why you are applying for this job and why you should be chosen.
Be prepared to clearly explain your motivation for the job and
make a list of your best professional and personal strengths.

Non-discrimination provisions to be complied with in working
life are contained in the Non-Discrimination Act and in employ-
ment and public sector employment legislation. In addition,
provisions on gender equality are laid down in the Act on Equal-
ity between Men and Women (the ‘Equality Act’). Discrimination
in job advertisements when selecting an employee or in the em-
ployment contract will be punished as discrimination at work.
The Non-Discrimination Act prohibits discrimination on the
grounds of age, ethnic or national origin, nationality, language,
religious affiliation, political allegiance, state of health, disability,
sexual orientation or other personal characteristics.

The applicant does not typically need to answer questions deal-
ing with his/her religious or political persuasion, illnesses, preg-
nancy, family planning or trade union activities. Employers can
make precise enquires about health if good physical condition is
vital in order to carry out the required duties of the job.
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To make a good impression at the job interview, you should
visit the company’s webpage before the interview to make
sure you know the basic facts about the company.

The most common questions at interview are:

« Describe yourself in a few sentences.

- Why are you applying for this position?

+  Why do you consider yourself to be the best candidate
for the position?

- Name three of your strengths and weaknesses.

- What expectations do you have of the job?

+  What do you know about the company and its products?

«  What is your current job?

«  What is your family situation?

+ How do you deal with pressure?

+ Do you like working in a team; can you work independ-
ently?

« What are your plans for the future and how do you aim
to achieve them?

Normally at the end of the interview the employer informs you
about the procedure and tells you when you can expect to get
the results/follow-up. If the employer does not contact you after
one or two weeks, you can enquire about the results by phone or
e-mail. If you are not selected, you can contact the employer and
ask for feedback about your interview and application.

e

3. Negotiate your benefits

In Finland contracts are based on collective labour agreements.
Almost every field has its own labour agreement. However, in
many fields you can negotiate your salary. If there is no fixed
salary for the position, the jobseeker is usually asked to indi-
cate their expectations in the job application.

As mentioned above, if the pay is negotiable, it is mentioned
in the job application. Pay is usually expressed in hourly or



monthly terms. Holiday pay is based on the statutory require-
ment. In some fields or enterprises (especially in executive po-
sitions) you may negotiate annual bonuses. These bonuses are
likely to be linked to your achievements at work.

Extra benefits which are very common in Finland are luncheon
vouchers, sports vouchers (entitling you to use many sports
facilities at a reduced price) and occupational healthcare. In
some companies it is also quite common to be supplied with
a leased car. Some of the advantages are negotiable. Consult
your new superior, who can tell you the right person to negoti-
ate these extra benefits with.

At the start of the employment contract a probationary period
may be agreed on. This period should not last more than four
months. During this trial period, either party can terminate the
employment contract without notice. If the employer arranges
special work-related training for the employee, the trial period
cannot last longer than six months.

After the application procedure has been ended, all applicants
are usually informed about the results by letter or e-mail.

4. Do you need references?

Usually references are from your former employers, but if you
are a student or graduate the referee can also be a teacher,
e.g. the person who supervised your diploma thesis. Before
adding the referees’ names and contact information to your
application/CV, make sure that they are willing to recommend
you. References are usually asked for. You should mention ei-
ther in your application or in your CV the names of a couple of
referees the employer can contact. Some employers ask the
applicants to enclose copies of any letters of recommenda-
tion in the application. Bring the letters of recommendation
to the interview, as many employers are interested in study-
ing them closely.

201



Enclose the copies of your diplomas in the job application only
if stated in the job advertisement. Take your original diplomas
to the interview, as the employer may want to scrutinise them.

For some vacancies proof that you have no criminal record is
required. If this is the case, it is usually mentioned in the job
advertisement. The extract is needed, for example, from em-
ployees who will be working with under-aged persons (if the
contract lasts at least three months) and from prison warders.
Only those jobseekers that are accepted for the vacant posi-
tion need to provide this proof of good conduct.

9. Making a good impression

Punctuality is the norm in Finland, both for the candidate and
the employer. It is good to confirm that you will be attend-
ing the interview; at the same time you can confirm the time
and the place. If you want to have the job, you cannot be ab-
sent from the interview, unless you have fallen ill. Even in this
case you must inform the employer as soon as possible. Most
employers prefer face-to-face interviews, but in some cases
interviews can also be conducted by videoconferencing.

Dress neatly and appropriately. Normally smart casual is
enough. However, in the business world men tend to wear
a suit. Use simple jewellery in order to give a good, clean-cut
appearance.

'\\
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-> SWEDEN

>

Official language Swedish

Government Constitutional monarchy
Surface 449 964 km?

Capital Stockholm

Currency Swedish krona (SEK)
Member EU or EEA EU

Phone code +46

Internet code se

1. Popular application procedures in Sweden

Looking for interesting employers and vacancies published
on their websites is a common way of finding jobs. This is
especially the procedure in the IT and financial sector and
other qualified areas. The more unskilled the jobs are, the
more the PES is involved when looking for a job. The PES
cooperates closely with the recruitment agencies in Swe-
den, which leads to a huge number of vacancies on the PES
website: www.arbetsformedlingen.se. This website is the
larwgest one for advertising vacancies in Sweden.

Gather more information about the employer, usually by look-
ing on the company’s website. It is common to get in touch
with the contact person for more information about the job.
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For information about salaries it is usual in Sweden to contact
the representative of the trade union.

Send the application to the company by e-mail or regular mail.
Read the instructions in the advertisement. In some cases you
must use a special e-form to be filled in directly on the screen.

It can take from one week to several weeks between the pub-
lication of the vacancy and starting the job. In some sectors,
such as the service and the hotel/restaurant sector, the proce-
dure is much shorter.

It is important to read the advertisement carefully and follow
the directions. It is very common in Sweden to send electronic
applications. Computers are available in all public employment
services and libraries, and there are a lot of Internet cafés.

For all written applications it is important to relate the informa-
tion to the job you are applying for. Write short, dynamic ap-
plications, well adapted to the requirements in the advertise-
ment. Handwritten applications are not used in Sweden. Try to
make them short and relevant, as a rule: covering letter, one
page and CV, one to two pages — in total, two to three pages.

Of course you need to be polite during telephone contacts, but
attitudes generally are fairly informal. Sweden is not a country
where you use titles in conversation. It has also become more
and more common to apply for jobs spontaneously.

The application should be brief, neat and informative. It is not
common to attach documents with the application. They are
given upon request. The applicant must be prepared to call the
employer to check if the employer has received the application.
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2. How to prepare for the interview

It is always the employer who is in charge of the interview. One
or two persons and often a representative from the trade union
take part in the interview. A meeting normally takes about one
and a half hours. You may be asked to come back for a second in-
terview. Your body language is important so that employers can
see how you handle a situation. It is also important to see how
well the applicant corresponds to the qualifications required,
not only formally. Usually you are free to accept a cup of coffee.

During the first interview you can ask what an ordinary work-
ing day is like, when you will be informed as to whether you
have been offered the job, when the job starts, if there is any
introductory programme, etc.

Usually you are asked to start the interview by introducing yourself
(be brief), tell the employer why you have applied for the job and
what you know about the company. Be relaxed but attentive.

The ratio of non-professional to professional items during the
interview depends on the type of job you are applying for and
on how qualified the job is. Often the interview is divided into
two different parts with a different focus in each part.

There are anti-discrimination laws (on gender, religion, ethnic-
ity, disability). You decide yourself if you want to answer these
types of questions during an interview. Questions that are not
relevant for the job (your age, whether you have any children,
your origin) are private.

Questions commonly asked are:
« Do you find it easy to learn new things?
+ How do you react when someone is criticising you?
+ Areyou a problem-solver?
« How do you tackle a problem that arises?
«  What are you proud of?

205



206

« Can you tell me something really good that you have
done?

- What do you expect to be doing in five years’ time?

+  What do you think that a good colleague should be like?

+ Can you tell me about any mistake you made and what
you learnt from this situation?

» How would your friends describe you?

+  How would your manager describe you?

» How do you function in a group?

»  What are your strong and weak points?

- How do you handle stressful situations?

+ Why should we employ you?

Tricky questions are those about salary.

e

3. Negotiate your benefits

The more qualified the job is, the more leeway there is in ne-
gotiating the salary. In Sweden, most employment conditions
are regulated in collective agreements, meaning that there
is not so much room for individual negotiations, at least for
less qualified jobs. You can negotiate your pay, but there is
little scope for negotiations on what the employer suggests.
Pay on a monthly basis is the most common. Holiday pay is
normally included in the pay advertised. For management
positions there may be scope for negotiating non-statutory
benefits. Those are mainly discussed with the staff from the
HR department.

You may be asked to do a one-day work trial, but you have the
right to be paid for this.

The application procedure is finished when the contract is
signed.
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4. Do you need references?

A former employer is most often used as a reference. The ref-
erence supports your application and describes you and your
ability to work.

If the employer requests a copy of your diploma, bring it along
to the interview.

Letters of recommendation are needed and can help you. For
government jobs, jobs with children, proof of good conduct is
required. If this is the case it will be stated in the ad or you will
be informed by the employer.

5. Making a good impression

In Sweden you need to be on time when you come for inter-
view. If you are prevented from coming to the interview you
must inform the employer as soon as you can and ask if it is
possible to make a new appointment. Distance interviews
(videoconferencing, SKYPE, etc) are not very often used, but it
is always possible to ask.

Do not dress too formally for most jobs, although it does
depend of course on the type of job you are applying for.

Itis always possible to contact the employer after the interview
and ask about the next step in the application process. If you

did not get the job, you can always ask for the reason.

Do not talk about pay at the beginning of the application proce-
dure. You should wait until the employer brings up the subject.
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=> UNITED KINGDOM

Official language English

Government Constitutional monarchy
Surface 244 820 km?

Capital London

Currency Pound sterling
Member EU or EEA EU

Phone code +44

Internet code .uk

V4
>
1. Popular application procedures in the UK

E-mail or telephone the named contact in the job advert; re-
questan application form; complete and submit the application
form by the deadline; receive an invitation to interview if your
application form is successful; 30-40 minutes job interview; job
offer or rejection letter sent after interviews completed.

Most people now receive an electronic version of the appli-
cation form, which they complete and return by e-mail. First
contacts are in response to the job advertisement: either an
e-mail or telephone call to request an application form. The
rule is to follow the application instructions closely and not
to use first contact as an opportunity to present oneself if this
has not been requested. Make sure the completed version



is saved and sent in a compatible file format. Include the ref-
erence number(s) provided by the recruiter/employer. Fol-
low the instructions carefully and keep to word count limits
if applicable. Proof-read the form carefully and print a copy
to check formatting and presentation. If possible, spell-check
the form using a UK rather than a US dictionary. Pay close at-
tention to grammar and sentence structure, which may have
been overlooked by the spell-checker. Ask a friend or family
member with good English to check the form for you. Written
applications are best avoided if an electronic version is avail-
able. The main point is to complete your answers on separate
sheets of paper and to only complete the form when you are
satisfied with your final draft. The analysis of written applica-
tions by graphologists is very rare in the UK, therefore hand-
writing style is not important provided the form is legible and
free from crossings out and mistakes.

Only make telephone contact if requested to do so by the
recruiter/employer. Speak slowly and clearly. Keep the con-
tact brief and to the point. If you are making the call, avoid
background noise and ensure you are calling at an appropri-
ate time (check time differences) and have a good signal (if
calling on a mobile phone). Only do this after researching the
company you are applying to and identifying that you have
the skills and experience that the employer is looking for.

Keep the covering letter brief (one side of A4 paper) and
factual. Say why you are writing in the first paragraph; give
details of your suitable skills and experience in the second
paragraph; give your availability for interview in the third
paragraph and any other important details about existing
commitments; finish with a short sentence to say that you
are looking forward to their reply. The selection process
takes one to two weeks. Interviews are arranged within two
weeks of the date of the notification letter informing the
applicants that they have been selected for interview. The
selection and recruitment process takes about one month.
The successful candidate can expect four to six weeks’ delay
between publication of the vacancy and the starting date
for the job.
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2. How to prepare for the inferview

Recruiters expect applicants to follow application instructions
carefully and to be available for interview at short notice. They
will expect the applicant to be motivated and to have good
enough English language skills to enable effective communi-
cation (with the exception of some low-skilled jobs, for exam-
ple fruit picking, where the interview may be conducted in the
applicants’ native language, particularly if it takes place in their
own country). Applicants should be polite, punctual, smartly
presented and capable of expressing themselves clearly.

Employers and recruiters have a legal requirement to check
the identity of every applicant before they are offered a job.
The applicant must bring their original passport or national
identity card to the interview to prove that they are a European
Economic Area (or Swiss) national or family member.

It is standard practice for employers and recruiters to confirm
whether or not an application has been successful. This may
be communicated by e-mail or telephone, but is most often
confirmed in writing within one to three weeks of the applica-
tion closure date.

The regulatory rules that apply to application procedures are
covered by the laws against discrimination on the grounds of
gender, race, disability, sexual orientation or age. Applicants
should be judged on merit not background and employers
should be seen to offer equal opportunities to all. The main
(unwritten) rules for applicants are to be businesslike, polite,
factual, well presented, motivated and on time.

The employer will be looking for examples that demonstrate the
applicant’s competencies to do the job. Punctuality, presentation
and motivation are also important factors. The interview is usual-
ly chaired by the line manager for the vacant post or a represent-
ative from human resources. Interviews are usually led by two



to three panel members. Usually only one round of interviews
is carried out, sometimes with an accompanying test to gauge
the applicant’s technical abilities and problem solving skills. The
interview is usually 30-40 minutes maximum. Tests are 20-30
minutes maximum. The applicant’s presentation, posture and at-
tentiveness will not be scored but they will create an impression
on the panel members and are therefore important. It is okay
to smile but contact should remain businesslike. Each question
should be answered as fully and clearly as possible. If a question
is misunderstood, the applicant should ask for it to be repeated
or clarified. Ultimately the applicant must be able to demonstrate
his/her suitability for the job, so good communication skills are
important. You can accept or ask for a drink of water, for instance,
but do not offer anything, especially cigarettes as it is illegal to
smoke indoors in public environments and workplaces.

Applicants’ questions come at the end of an interview — you will
be asked by the interviewee if you have any questions. You can ask
any question related to the job if it is an important consideration
butitis best to limit the number of questions and to avoid discuss-
ing pay. Do not try to think of a question if you have nothing to ask
— you do not have to ask questions. The applicant will be seated
directly opposite the panel members, who will be seated behind a
desk, or the panel and applicant will sit around a table. The atmos-
phere is formal but friendly. The candidate should be attentive,
responsive and positive about their application. They should try
to relax and answer the questions confidently and as fully as pos-
sible. Because the emphasis is on competence and matching the
job profile there is very little, if any, discussion of non-professional
subjects. However, examples of voluntary work or charitable work
can be mentioned. The motivation should be clear from the appli-
cation form or from answers given to the interviewees’ questions.
Unless asked, you do not have to specifically say what motivated
you to apply. You do not have to give details of your interests out-
side work unless you are using these as examples of your ability to
do a task in reply to one of the questions.

Employers cannot discriminate on grounds of gender, race,
disability, religion, sexual orientation or age. You should try
to answer all the questions. You will only be asked questions



related to your ability to do the job. Employers and recruit-
ers are responsible for ensuring that their questions are non-
discriminatory and will not ask you to disclose information
about private matters unrelated to work. You may, however,
have to disclose information about any previous conviction
for a criminal offence.

Applicants should research the company’s website and look
in particular at the direction the company is taking and its
future goals and objectives.

Common questions include asking the candidate to give ex-
amples of when he/she has been in a particular situation and
how he/she has dealt with it. For instance:
+ thetoolsortechniquesyou have used to plan a particular
piece of work;
« when you have had to manage a piece of work and the
factors you took into account;
+ how you have had to prioritise your work to meet a
particular deadline;
+ how you have had to overcome a difficult working rela-
tionship to achieve your objective;
+ when you have encouraged other team members to
come forward with ideas;
+ how you have influenced people to take a course of
action they did not wish to follow.

You may be asked to give examples of a time when some-
thing has gone wrong and what you did to put it right or
to describe your weaknesses. In this case, show that you
are aware of how to deal with your weakness, for exam-
ple:‘l have a tendency to take on too much work but real-
ise the importance of prioritising my tasks and getting my
team members to support me to make sure that deadlines
are respected.

If you are unsuccessful, you may receive feedback on your
performance at interview when you are notified in writing.
Otherwise you can call or write to the employer to request
feedback on your interview.
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3. Negotiate your benefits

It is unlikely that there is any flexibility with the employer’s
terms and conditions unless stated in the vacancy advert. The
best attitude is to place trust in the employer’s offer and to
only apply to jobs that offer satisfactory pay and working con-
ditions. Contract negotiations mostly apply to highly skilled
and highly paid jobs, where the salary has not been defined in
the job vacancy. The applicant will need to justify his/her salary
demands by demonstrating that they are in accordance with
market rates and their skills and experience. You can ask for a
pay rise after working for a company for a while, if your pay ap-
pears to be out of line with employees doing similar work. You
will normally have an annual pay review in any case. Holiday
pay is included and remuneration is usually expressed as an
annual gross salary. Trade jobs, e.g. carpenters and bricklayers,
often show wages as hourly. The most common non-statutory
benefits are: flexible working arrangements; private healthcare
or healthcare insurance; subsidised travel; London weighting
(extra pay if working in the capital compared to the national
average); use of a company car; subsidised meals at an office
canteen; subsidised membership of a gymnasium or club; pay
bonuses.

The higher the pay, the more likely it is that you can negotiate
your terms and conditions. The human resources manager ne-
gotiates remunerations and extra legal advantages.

Work trials are not common, it is more likely that you will work
for a trial period, after which your pay rises to the full rate. If
you refuse you will probably not be offered the job. It is up to
the individual to decide on the basis of how much they want
the job. Travel to interview costs and costs for starting work are
usually paid for by the applicant. The application procedure
usually ends after the job interview. The employer will check
your references then notify you in writing as to whether or not
you have been successful.
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4. Do you need references?

References are supplied on the application form or should be
listed on your CV. You can include letters of recommendation
with your application if you are asked to provide them or any
other relevant information. The employer will check the infor-
mation you have provided with your referee. It is best to use
your most recent employer, but make sure he/she can respond
in English. References provide the means for checking your
identity and the information you have supplied with your ap-
plication. If it is stated in the job vacancy or person specifica-
tion then you should bring it to interview.

Letters of recommendation are usually not needed but if pro-
vided in English they can be sent along with the application. If
they add to your evidence of suitability for the job then they
will help. Jobs in the security industry or when working with
vulnerable people (children/elderly people) will require proof
that you do not have previous criminal convictions.

5. Making a good impression

The appointment date and time will be set by the employer.
You should notify them of any dates for which you are una-
vailable. You should arrive 15-20 minutes before the inter-
view. You should expect the employer to be punctual. Details
should be in the invitation to interview letter. Normally you
report to reception. You should inform the employer straight
away if you are unavailable, either by e-mail or telephone.
Some employers may arrange pre-interviews by video con-
ference but it is still very rare. The majority of interviews are
face-to-face. Business dress (a suit) is recommended. Men
should wear a tie. Women should wear only modest amounts
of make-up and jewellery.
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A word of thanks

The idea of writing a manual on culture and etiquette in job appli-
cation procedures in all the countries of the European Economic
Area originated as spin-off from the many initiatives that were tak-
enallover Europe in 2006 — the European Year of Mobility of Work-
ers. We attended or participated in several fairs and events that
year. At these fairs and events, we were confronted with the fact
that mobility is not only about finding appropriate job offers and
proving that you have the right technical skills to qualify for a job.
In order to be the right person in the right place there is more to it
than just the core skills. Both employer and employee must also be
able to work together, to achieve the same objectives and to work
together. This ‘cohabitation’ can only succeed if both parties are
familiar with each other’s way of thinking, behaviour and cultural
background.

It was not possible to complete a manual like this on our own,
either as individuals or in a work team like ours. We were only
able to succeed thanks to the assistance of many people all
over Europe. It would take many pages to name everybody,
and even if we did, we would no doubt forget someone. Nev-
ertheless we want to thank all of you who helped us one way
or another. We are very much aware that we would not have
achieved this without the help of each one of you.

Besides thanking all the individuals for their support we would
also like to express our special thanks to the management of
all the Belgian public employment services which enabled us
to carry out this initiative in cooperation between different
labour market services. We also thank the Belgian regional
EURES managers, who gave their advisers the time and space
to participate in this initiative and spend much more time on it
than was initially expected or planned.

We would not have been able to be as organised as we were
without the help of several job club leaders from public employ-
ment services all over the country. They were kind enough to
give us excellent advice on the subjects and the points to note in
the questionnaire which we used as a basis for our survey.



The network of EURES representatives all over Europe turned out
to be a real added value when it came to labour market topics.
Thanks to the willing cooperation of EURES managers and advis-
ers we received the answers to all our questions within a short
period of time. These answers enabled us to write an overview of
important cultural aspects that employers and jobseekers need
to take into account when they start negotiating.

One of the most exceptional experiences for all of us was pro-
vided by Euresco when the organisation suggested publishing
this manual to celebrate the 15th anniversary of EURES. It is
almost impossible to describe the feeling that their proposal
gave to us. We are very grateful that we can take part in the
initiatives to celebrate this anniversary all over Europe. Euresco
made a big investment in the hard logistic work that had to be
undertaken to prepare this manual for the reader. Thank you
very much for that.

As one of the only personal acknowledgements, we would like
to thank Katie Vermeir, translator at the VDAB, for all the hard
work she did in editing the final English version of the manual.
We do not know how we could have managed that in such lit-
tle time without her fantastic help.

Finally we wish to say how much we appreciate the support of
our colleagues, friends and family. Their ongoing interest in the
project when we were absorbed by it was often just what we
needed to keep us going.

We are proud of the final result. However, it is not our pride
that matters. If we can succeed in getting both employers and
jobseekers to use this manual to learn more about each others’
background and culture, we feel that we have not only contrib-
uted to a labour market where the free movement of workers
helps to solve recruitment problems and fill vacancies in areas
of shortage, but that we have also encouraged more diversity
in the HR strategy of many companies.
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