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Introduction
In this document, you will learn about the 5 most wanted and most available job positions is Croatia, also, we will show you how to write a CV and a Covering Letter and what is needed to write a good job application.

1. Market survey/research

· 5 most available jobs in small and medium companies in the County of Primorsko-goranska are sales Representative (media), waiter (tourism), skipper (transport), chef (tourism), marketing manager (tourism and hospitality).

· 5 most wanted jobs in small and medium companies in the County of Primorsko-goranska are cleaning woman (tourism), chef (tourism), taxi driver (transport), receptionist (tourism), waiter (tourism).

Comparison of work and conclusion

The most wanted and available jobs in small and medium companies are both placed in the tourism sector.

The County of Primorsko-goranska is very tourist oriented, which is why most of the wanted job positions are placed in that sector.

2. Recruiting/conscription employees

· Sample of the job advertisment for a working position - secretary

                               Luna d.o.o., Ivana Filipovića 2, 51000  Rijeka

                                                                    call 
               FOR THE WORKING POSITION – Public Relations Associate   

B.A./M.A.  in the field of social sciences or economics
          - active knowledge of English 
          - full computer literacy
          - communication  skills and independence in their work 
          - compulsory work experience for at least a year in the same or similar positions 
          - driving license 

THE REQUESTED DOCUMENTATION:

          - Diploma
          - CV
          - Copy of citizenship certificate 

Please send the requested documentation within 8 days of the publication of the call to: 

                                       Luna d.o.o., Ivana Filipovića 2, 
                                                      51000 Rijeka, 
                                   with a note - the competition for the job

The job advertisment publishing:

· “Novi list” newspaper 
· Croatian Employment Service
„Novi list“ because these newspapers are widely readed – 1st in our county and 3rd in our country.

Croatian Employment Service is the most popular web site for unemployed people.

Relevance of job requiments 

· Gathering information about the candidates 

· Choosing candidates who are the most competently for performing the business

3. Candidate selection

The content of a good CV

The main task of a CV is to convince the employer to invite you for an interview. A CV must be professional, neat, clean and contain the following information:  personal information,  data on formal education, additional training (if any), work experience, knowledge of foreign languages, computer applications, awards and recognition, references.

· Example of a filled CV
Personal data: 

Name: Ivana Kusturin
Birth: 23. March 1991.
Email: ivana.kusturin@gmail.com
Phone number: 0911234567
Address: Fužinska 36, 51000 Rijeka

Education: 
· 2000 – 2004
· Economic school Mijo Mirković 
Administrative secretary
Thesis: The Role of Secretary in Modern Company 
· 2004 – 2009
· University of Economic science Rijeka
   Major: international trade

Job Experiences: 
· 2009 – 2010
· Paracelsus d.o.o.
Logistics
Back Office Department
Secretary
· (Office administration)
SAP, MS Word, Lotus Notes
Courses: 
Efficient typing, 2005 (September 2005.)
MS Office, 2007 (March 2008.)
MS Outlook, 2009 (May 2009.)
Executive Assistant, 2010 (September 2010.)
Power Point, 2007 (November 2010.)
Proofreading, 2009 (December 2010.)

IT Knowledge: 
· Windows, MS Word, Excel, PowerPoint, Outlook, Lotus Notes, HTML Creator
Efficient keybord typing
Foreign Languages Knowledge: 
· Croatian - native
English – upper intermediate
German – lower intermediate
Additional Skills and Abilities 
· Secretary Club - professional associations member 
· Driving licence
Hobbies: 
· Spain History and Culture
In-line skating, Skiing
Domestic Work, Crochet, Batik, Lace 
· Volleyball – semi-professional level 
· Painting and writing
Contact: 0911234567

   051/123456
-Romina Jurinjak 
-Cesta 43. istarske divizije 1/8, 
-Lovran 51415
-Paracelsus d.o.o
-C.E.O
The content of a good Covering Letter

Always type a Covering Letter unless you are specifically asked for a handwritten one. Where possible, address it to the person concerned.  Keep it short – use only one side of a page. Make sure that the page isn’t too full and that the layout is clear. It must also contain something of your “personality”. It must have the layout of a standard business letter. List your skills that could contribute to the company. In the final part, answer the unasked question: “Why this company?”

· Example of a Cover letter

                                     Ivana Kusturin 
                                        
         Fužinska 36
                                         
         51 000 Rijeka






ivana.kusturin

HYPERLINK "mailto:ivana.kusturin@gmail.com"
@

HYPERLINK "mailto:ivana.kusturin@gmail.com"
gmail.com 
                                                                                                                                                                                                                                                        



Rijeka, February 14th 2011.

Luna d.o.o.
Ivana Filipovica 2
51 000 Rijeka

Dear Mr. Tomljanovic,
It is with both interest and enthusiasm that I respond to your ad for a Secretary posted on February the 2nd in “Novi list” and the on the homepage of your company. I believe that my experience and skills make me an excellent match for the position and I would appreciate careful consideration of my credentials as listed below.

In-depth experience and knowledge of a variety of software applications including spreadsheets, word processing, presentations and database management. Proven communication and information management skills involving the preparation of correspondence and other documents. Responsible for organizing meetings, appointments and internal events. Successful completion of numerous projects involving research and the preparation of reports for management. Multifaceted liaison with senior management and clients. A solid reputation as an independent worker who uses her initiative and organizational skills to get the job done.

I look forward to hearing from you to further discuss this exciting opportunity. I am available for an interview at your earliest convenience, please contact me via phone or email to arrange a suitable time. 
Thank you for your consideration.
Sincerely, 
Ivana Kusturin
Questonnaire

Name:  
_____ 

Sex: 
____
Date of Birth:
_________


Address: 
_________
Phone: 
_________
Mobile:
_________
Email:

_________

Profile:








__________________________________________________________
Education:


___________


__________________________________________________________


Languages you speak:





 
Work experience: 










___________________________________
Personal details:

____________







___________________________________
Interests:











___________________________________
References: 






How the CV, cover letter and appllication form can help an employer

· With the help of a previously mentioned documents (CV, cover letter and application form) employer can choose a candidate which is the best for his requirements. 

We hope that this document has taught you how to apply for a job position and hopefully get the job in the end. 

Good Luck!!!

