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Introduction to the labour market
Exercises 15h:

1. Preparing the application documents (11h)
a) CV
b) cover letters
c) Portfolio

2. Preparing for an interview (4h)
a) self-presentation
b) interpersonal communication.
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Preparing the application documents – CV (2h)

• See lecture 2-3 to preapare good CV and portfolio 
(homework).

• Prepare your own basic CV on two A4 pages, based on 
the tips in the training materials, pages 98-115:

Corbanese V. & Rosas G. 2013. Surfing the labour market. Job search skills for young

people. International Labour Office. PDF 
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Preparing the application documents – cover
letter (2h)

• See lecture 2-3 to preapare good cover letter
(homework).

• Prepare your own basic cover letter on one A4 page, 
based on the tips in the training materials, pages
98-115:

Corbanese V. & Rosas G. 2013. Surfing the labour market. Job search
skills for young people. International Labour Office. PDF 
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COVER LETTER – 1 page A4

1. Full address and telephone number of the author;

2. Date of the cover letter;

3. Full name and position of the addressee along with the company's address;

4. Opening line (Dear Mrs. /Mr.);

5. The first paragraph, which introduces the writer and the reason for sending the letter;

6. The second paragraph, which describes the skills and experience that are relevant to the 
job;

7. The third paragraph that proposes a meeting to discuss your CV or interview meeting;

8. The last paragraph, which I thank the main recipient;

9. Author's signature and giving his name and surname;

10. Indication that a letter has been attached to the letter.
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7Exemple of cover letter, in: Corbanese V. & Rosas G. 
2013



Preparing the application documents – portfolio 
(7h)

• See lecture 2-3 to preapare good portfolio (homework).

• Prepare your own basic porfolio on 10 A3 pages, based on the tips in the training 
materials:

1. https://www.archdaily.com/872418/the-best-architecture-portfolio-
designs/592d5749e58ece98ac00011e-the-best-architecture-portfolio-designs-image

2. https://www.thearchitectsguide.com/blog/10-architecture-portfolio-example-covers

3. https://www.youtube.com/watch?time_continue=10&v=MQi8U-EC9Ug
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How to prepare a portfolio?

Let's start with what not to do. Do not bring your diploma - unless someone asks for it. No one ever
asked me and I never asked anyone for it. Do not bring 1: 1 drawings, i.e. fragments of projects in which
you participated, unless you are asked to present the projection, cross-section or elevation you have
prepared.

The portfolio should have a nice cover (it's your business card - it's worth investing in!). Then, the 
designs should be placed in plastic sleeves. A good and clear rule is: one page = one project. You
develop each page like a CV - you give the subject, author, area, scope of your duties on the project. 
For this end, it's worth showing a nice visualization and projection and / or cross-section of the 
building. Ask your former boss for such materials and best obtain his written consent for use. Having a 
nicely bound portfolio also gives you the opportunity to sort the order of projects, for example by 
arranging housing projects at the beginning, when you go to a workshop specializing in such projects.

More: http://www.bryla.pl/bryla/1,90857,13319597,Jak_napisac_architektoniczne_CV_.html
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Preparing for an interview (4h)

• See lecture 2-3 to preapare to interview (homework).

• Read about SAVOIR-VIVRE IN PERSONAL 
PRESENTATION and tips for personal presentation

• Exercise in teams of 2-3 people, interpersonal relations 
in simulated scenes, discussed on a regular basis by the 
teacher.

• Prepare your own answers for teacher’s questions on 1-2 
A4 pages, based on the tips in the training materials, 
pages 120-133:

Corbanese V. & Rosas G. 2013. Surfing the labour market. Job search skills for young

people. International Labour Office. PDF 
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