JOB SEARCH GUIDE
Welcome to Odense

INTERNATIONAL
COMMUNITY
ODENSE

INTERNATIONAL
COMMUNITY
ODENSE

[ DISCLAIMER ]
This version of the job search guide is written in December 2021.
The job search guide is updated regularly, and you will find the newest version on the
website of International Community Odense.
However, while we strive to ensure that the content of the guide is up to date and accurate, errors may
occur, and the rules and regulations mentioned in this guide may have been subject to change since the
guide was written.
In all cases, before you act or make decisions that may affect your situation or status in Denmark, make sure
to consult the appropriate authorities and read up on the newest regulations.
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Welcome to Odense and International Community Odense!
We have developed this job search guide for you and other international jobseekers to address the challenges you might
encounter as an expat looking for a job in Denmark. Job searching in a new country can pose different challenges; not
only are you new to the country, culture, and language, but the whole process of job seeking differs from country to
country.
This guide will provide you with tips and tricks on where to search for jobs in Denmark, how to write a CV, compose a
cover letter, how to prepare for a job interview, and much more.
If you have landed a job already, you can still use this guide to find information about terms of employment, Danish
work culture, trade unions, unemployment insurance, and other topics.
If you have comments, questions, or suggestions for other topics to include in this guide, please address it to us at
internationalcommunity@odense.dk
Best of luck with your job search!
The team of International Community Odense

International Community Odense
International Community Odense is an initiative by Odense Kommune (City of Odense). We offer services,
events and activities for international employees and their families to help you settle in Odense. We can help you find
your first home, guide you on practical matters such as registration and childcare, guide accompanying partners on job
search, help you discover Odense, expand your social network, and much more.
On our website www.odense.dk/ico you will find a lot of practical information about moving to, living, and working in
Odense - and Denmark in general. The website is also a good place to start if you are looking for practical information
about everyday life and activities in Odense.
Another great resource is our Facebook page, where we post our upcoming events and activities and link to other
interesting things going on in and around Odense.
You can also find us on LinkedIn, and I nstagram where you are welcome to take over the profile for a whole week to
show your tips for a good expat life in Odense.

Job search guidance for accompanying partners
If you have accompanied your partner to Denmark because of his/her job, you can seek guidance
and counselling on job search from International Community Odense’s partner career adviser who offers individual
job counselling, workshops/seminars on job search and an application review service.

You can benefit from our partner career service if you meet these three criteria:
•
You live in Odense Kommune or have a partner who works in a company located in Odense Kommune
•
You and your partner are not Danish
•
You are actively looking for jobs
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The Danish Labour Market is characterized by at set of conditions and follows the concept of flexicurity, which means that
it is distinguished by flexibility and security for employers as well as employees. The Danish labour market consists of a
balance between low job protection and a high level of social security.

Danish work culture
Danish work culture can be described as informal, flexible, and autonomous.

I i

An informal, non-hierarchical environment

The typical Danish workplace is characterized by an informal atmosphere and a flat management
structure. Teamwork and knowledge-sharing are valued traits, and the hierarchal distance between senior
and junior employees is generally short. Everyone is encouraged to participate actively and voice their
opinion in the workplace, regardless of their position.
Both planned and informal meetings are typical in the Danish workplace. It is not uncommon to have informal workrelated discussions with colleagues during a coffee or lunch break. When a meeting is scheduled, however, it is generally
expected that participants arrive on time and come prepared to take part in the discussion. Punctuality is highly valued.

Flexible working conditions
A typical full-time work week in Denmark is 37 hours (usually the work week is Monday-Friday), making it
one of the shortest in Europe. A late work meeting will usually not run past 17:00 (5 PM) and most people
leave around or before 16:00 (4 PM) – depending on field and type of work. Employees are generally given
a fair amount of flexibility and autonomy to organise their workday around their individual needs - if deadlines are met.
With the flexibility that Internet access enables, it is also becoming easier to negotiate working from home one or a few
days a week.
The autonomy and flexibility typically granted to employees have many positive effects, including reduced stress, high
levels of job satisfaction, and committed workers. Employers, in return, value employees who are self-motivated,
independent, and willing to take initiative.

Socialising in the workplace
Danish society is very family-oriented, so co-workers do not necessarily socialise after working hours. It is
common, however, that a workplace hosts social activities for employees (and sometimes also families),
often several times a year.

On Workindenmark’s website you can learn more about Danish work culture and follow this e-learning course on the
topic.
Each year InterNations publishes an Expat Insider Survey, where you can read that Denmark ranks high on topics like
Quality of Life, Safety & Security, and Health & Well-being. Find the 2021 survey here.
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Terms of employment
One of the greatest differences between the Danish labour market system and similar systems of other countries is that
the Danish labour market is not primarily based on laws. Instead, it is based on collective agreements (in Danish:
overenskomster) between trade unions and employer associations. This is often called ‘The Danish Model’. See a short
video about The Danish Model here.
Nevertheless, many positions in Denmark are not included in collective agreements, which means employees have
contract freedom and can negotiate, form, and influence their own terms of employment directly with their employer.
There are, however, general work legislations regarding vacation, parental leave, etc. that all employers are obligated to
follow.

Salaried Employees Act
Many employees in Denmark hold salaried employee positions under the Salaried Employees Act
(in Danish: Funktionærloven).
The Salaried Employees Act dictates a wide range of rights and obligations for employers and employees. The Salaried
Employees Act includes regulations on dismissal and resignations, parental leave, commission, bonus pay-out, illness,
competition clauses and non-solicitation clauses.
In other words, with salaried employee status, an employee acquires certain entitlements in relation to his or her
employer, such as a fixed notice period when resigning, a reasoned explanation for dismissal and paid sick days and sick
leave.
Both public and private employees can be salaried employees. It is, among other things, the work tasks that decide
whether you are a “salaried employee” and thus protected by the Salaried Employees Act.
You have the status of “a salaried employee” if you meet these requirements:
– You work more than 8 hours a week on average
– You have been employed for more than 1 month
– You work in the following positions or fields:
• Business and administration, purchasing and sales, or warehouse services.
• Technical or clinical services except handicraft work or factory work. Technical or clinical services are
performed by e.g., draughtsmen, laboratory technicians or dental assistants.
• Management or supervision of other people’s work on behalf of the employer.
• Or if you have an employer who gives you instructions and tasks.
NOTE: It is not possible to agree on deviating from the Salaried Employees Act or to deny an employee their
rights as a salaried employee.

5

INTERNATIONAL
COMMUNITY
ODENSE

Salary
There is no minimum wage in Denmark regulated by law. Instead, minimum wages are negotiated between trade unions
and employer unions on a per-industry level.
If you are employed in the private sector in Denmark, you will generally negotiate your own salary. However,
part of the private sector is regulated by private-sector collective agreements concerning salary levels and
terms of employment. As a private-sector employee, your salary will be a gross salary including pension.
In the public sector salaries are regulated by collective agreements, and your salary will be automatically regulated as
your seniority increases. The compensation is a net salary to which a certain percentage is added in pension.
You will typically have the possibility of negotiating your salary with your employer once a year - both in private and public
sector jobs. There is no guarantee, however, that the negotiation will lead to a salary increase.
Read more about salary negotiation and what you need to be aware of on Jobindex’s website.

Working hours
A standard work week in Denmark is 37 hours, but many employees work more than that. However, your
working hours should not exceed 48 hours on average per week, over a four-month period. In addition, you are entitled
to 11 hours of rest within a 24-hour period, and to one full day (24 hours) off per week.
If it is important to you that you work no more than 37 hours a week, this must be clearly stated in your contract. If you
are to be paid overtime or have the option of taking time off in lieu, this must also be stated in your contract.

Contract
When you get a job, you will receive a contract. In the contract you can read the terms of your employment. If
you have any issues understanding the contract, or if any sections raise concerns or doubts, you can consider joining a
trade union. They will be able to help you check if your employment conditions are legal and fair. Trade unions offer help
with contracts, negotiation, work related legal advice and so on.
For more information, see the section about trade unions.
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Holiday pay
As an employee in Denmark you are entitled to five weeks of holiday a year. The new holiday act from September 2020
introduced the system of concurrent holiday: the holidays accumulate on an ongoing basis and can be taken as soon as
they have been earned. Under the New Holiday Act, the holiday year begins on September 1 st and ends on August 31st
the following year. You can take your holiday from September 1st to December 31st the following year.
If you are entitled to paid holiday and receive a monthly salary, then you will continue to receive your salary during your
vacation days. If you are paid by the hour, however, your employer pays your holiday allowance to Feriekonto every month
ongoing. You can then apply to receive your holiday allowance from Feriekonto, which is a system that administrates
holiday allowance for all employees that are not included in a collective holiday arrangement.
If you change jobs, you are still entitled to all your earned holidays and the holiday pay. If you move to another
country, your holiday pay can be claimed and paid out to you before you leave.
More detailed information about holiday pay and how to claim your holiday allowance can be found on the
websites of Workindenmark and Life in Denmark.

Pension schemes
While the current age of retirement in Denmark is 67 years, many Danes choose to continue to work. Pension savings
are usually between 10-18% of your salary. Usually, you will pay 1/3 of this amount in pension contribution from your
salary and your employer will pay 2/3. The contribution may be different if you work in the public sector.
There are various types of pension schemes in Denmark:
• State pension scheme (in Danish: Folkepension), which is regulated by law and is a part of the social
security system in Denmark.
• Labour market supplementary pension (ATP Livslang Pension) - a statutory pension scheme for all wage and salary
earners between 16 and 67 years of age, who work at least 9 hours per week.
• Labour Market pension schemes agreed between the various players in the labour market as a part of
a collective agreement in a specific field.
• Company pension schemes that are agreed upon individually between the employer and employee.
• Individual pension schemes that individuals set up with their bank or a pension fund independently of their
employer.
In addition to a state pension, many employees have a company pension scheme or a collective pension
scheme as part of their contract. In some cases, they have a private pension scheme too.
The state pension scheme is part of the Danish social security system and is regulated by law. You are entitled to state
pension when you reach the state pension age if you fulfil certain conditions. Also, special rules may apply to you, e.g.,
if you have lived in an EU/EEA member state, Switzerland, or a country with which Denmark has concluded a special
pension agreement.
In some cases you can collect your Danish State Pension while living abroad. The rules regarding state pension abroad
depend on several things: the country you live in, whether you already receive state pension or you are going to apply
for state pension, etc.
For more detailed information about pension schemes in Denmark, visit the official website Life in Denmark.
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Taxation and wages
We recommend that you read an Introduction to taxation in Denmark on the Danish Tax Agency’s website.
Denmark has a progressive tax system that strives to ensure equal access to several different services for all citizens.
Welfare benefits, state pension, child benefits and public institutions such as schools, hospitals, libraries, and the police
are all free, public services in Denmark.
As a rule of thumb, the percentage you pay in taxes increases proportionally to your income. Certain expenses, such as
work union memberships and certain interest expenses, can be deducted from your taxable income prior to taxation.
Income in the form of holiday benefits, fees, bonuses, and commissions are all considered taxable income - as well as
fringe benefits (e.g., a company provided car and/or telephone, free internet, employer-funded health care
services/housing expenses/relocation costs/school fees, etc).
Find more information about the progressive tax system in Denmark and different types of taxes on the official
websites of the Danish Tax Agency and Workindenmark.

Parental leave and benefits
In general, Denmark has a generous parental leave policy: Both parents are entitled to parental leave and in some cases
one or both parents can receive parental stipends and benefits compensating the income they do not receive during
maternity/paternity leave.
If you are new to the Danish job market and employment system, it can be hard to figure out if you are eligible for receiving
parental stipends and benefits. Paternity/maternity benefits also vary depending on many factors, e.g., whether you are
employed in the public or private sector and under which conditions.
It is always a good idea to get an individual assessment of your eligibility, so you know what kind of benefits you are
entitled to, if any. Your trade union can give you individual guidance on planning your parental leave and give you an
assessment of your rights before, during and after parental leave.
Find more information on the websites of Life in Denmark and the European Union.
Paternity/maternity benefits are administered by Udbetaling Danmark (Public Benefits Administration).
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Trade unions
Trade unions (in Danish: fagforening) play a central role in the Danish labour market and are widely respected. Most
employees in Denmark belong to a trade union. However, it is up to you entirely whether you would like to join a union –
and which one you want to join.
The primary responsibility of trade unions is to negotiate with employer associations on pay and working conditions.
However, unions also offer other services such as legal advice to members in the case of a conflict with an employer, or a
work-related injury.
Many unions are associated with specific unemployment insurance funds (A-kasse), although you are
not required to join an unemployment fund as a union member, or vice versa.
You are free to choose which trade union you want to join (if any). Some unions only accept members with a certain
level of education or a specific field of work (e.g., the trade union IDA is for engineers and people with similar
backgrounds). Many people choose a union based on their education and/or line of work, but you can also choose an
independent union. Often your employment contract will specify the union responsible for your field of employment;
this does not mean, however, that you must join that specific union. You can ask your co-workers for recommendations
when choosing a union. Be aware, that even if all your co-workers are in the same union you are not obliged to choose
the same union or any union if you do not want to.
You can find links to the different trade unions’ websites here. Also, most trade unions are members of bigger
organizations, which are Akademikerne and Fagbevægelsens Hovedorganisation. You can visit their websites to get an
overview of their member organisations.
Some trade unions allow free trial memberships, where you will have access to their services, for example
career counselling, workshops, networking, etc.
Some trade unions also offer an application-review service. Before you apply, you can send them your CV and cover
letter and they will get back to you with advice on how it can be improved.
Visit the website of Lifeindenmark for more information on trade unions.
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Unemployment insurance funds
Unemployment insurance is voluntary in Denmark. This means that you are not automatically insured against
unemployment. By stipulating an unemployment insurance with an unemployment insurance fund (in Danish: A-kasse),
you will be guaranteed a monthly payment if you lose your job. A-kasses are private organisations, often associated with
specific trade unions. However, you are not obliged to be a member of a trade union to take out insurance with an
unemployment insurance fund.
You must meet several conditions to be entitled to Danish unemployment benefits:
– Have been a member of an unemployment insurance fund for at least 1 year (it is possible to aggregate periods
from another EU/EEA country)
– Be registered as a jobseeker at your local job center from the first day you are available to the labour market.
– Have received a certain income in total for the past 3 years; at least DKK 246.924 (2022) if you are full-time
insured, and at least DKK 164.616 (2022) if you are part-time insured, while being a member.
– Be available for the labour market. This means, among other things, that you must apply for and be able to take
over work with the notice of a day.
– Have a complete and approved CV no later than 2 weeks after you have registered as unemployed at the job
center.
Your unemployment insurance fund can tell you more about the conditions for entitlement to unemployment benefits.
Most unemployment insurance funds offer seminars and workshops, as well as individual counselling sessions with
job/career advisors to help unemployed members in the job search. Some funds also offer an application-review service
that makes it possible for you to get valuable feedback on your CV and cover letter before you apply.
NOTE: The offered services vary a lot, so make sure to compare between several funds before choosing the one that
meets your needs.
There are many different funds to choose from - you can see a list on STAR’s website and find more information on
unemployment insurance funds on the websites of lifeindenmark and Workindenmark.
NOTE: Check the conditions and requirements of eligibility for unemployment insurance to make sure that you can
benefit from membership of an unemployment insurance fund – otherwise it may be a waste of your money.

Salary insurance
Salary insurance is a different kind of insurance, offering additional financial security if you lose your job.
Instead of the substantially lower unemployment benefits you would receive if you lost your job, a salary insurance will
give you up to 90 % of your salary for several months (depending on the insurance).
The salary insurance will take effect if you are laid off, unemployed due to illness or unemployed due to an
accident. The salary insurance will not take effect if you resign or if you are laid off due to fraud.
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Professions that require authorization
Some professions in Denmark are regulated by law and you will need to apply for an authorization to work in that
profession in Denmark. Professions that need authorization are e.g., doctor, nurse, psychologist, real estate agent,
teacher, etc.
In order to determine whether your profession requires authorization, go to the official website of the Ministry
of Higher Education and Science.
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How to prepare for the job search process
Prior to job searching, you will have to make sure you meet the requirements set by Danish legislation:

–

You need to make sure you meet the requirements of living and working in Denmark. If you are from outside of
the EU/EEA, you will most likely need to obtain a residence and work permit to live and work in Denmark. See
more on the website of the Danish Immigration Services.

–

If your profession is regulated in Denmark (which means that authorization is required), you cannot work in your
field without an authorization. See more on the website of the Ministry of Higher Education and Science.

In addition to this, it might be a good idea to get your educational qualifications assessed by the Danish authorities. This
may improve your chances of finding a job. Learn more about this in the ´Assessment and recognition of foreign
qualifications´ section of this guide.

You can give yourself the best start on you job searching process by addressing the following:

1. Identify your skills and competences (what are you good at, educated in, have experience with?).
2. Get a clear idea of which positions you will be able to hold based on step 1. LinkedIn is a good source in this exercise
to see what others with similar profiles and skills are working with – and in which companies.

3. Consider which positions you may be qualified for but do not find desirable (if any).
4. Consider which other types of employment you are willing to take (e.g., positions below your qualifications or
unskilled work) if your need or wish of getting a job outweighs other factors.

5. Think about commute time, working hours and other criteria you have for your next job. Should some of them be
more flexible? The broader your search is and the less criteria you have, the greater chance of success.

6. Once you know what kind of jobs you are interested in, find out which job titles, key words, etc. you should use
in your search for relevant job openings or companies. As a rule, you should always use key words in Danish and
English when searching for relevant job ads. This way, you will be sure not to miss out on interesting positions for
which you could be a potential candidate.
Lastly, a piece of advice:

Your chance of finding a job will increase tremendously
if you understand the rules and conditions of the Danish labour market
and what employers expect from you
- and if you have an active approach to your job search.
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Where to search for jobs
There are many different approaches to job searching, and some might suit you better than others. However, your chance
of finding a job increases when you know and apply all available resources in the right way.
Tip: In all your searches - on job portals, for open positions or during research on relevant companies - remember to use
keywords in English as well as in Danish. This way you will get more – and more relevant – results.

Jobindex
www.jobindex.dk is the biggest job portal in Denmark and has many helpful features. You set the language to either Danish
or English at the top of the page to make navigation on the website easier. The portal gives you an overview of the
possibilities within your field and interests, as well as help you find relevant/interesting job listings.
The job database on Jobindex will give you an overview of the possibilities within your field and will help you find
interesting open positions to apply for. You can make a simple or a more advanced search for specific keywords,
companies, job categories, geographical areas, etc. Do not make your search(es) too narrow, as you may risk missing out
on important job opportunities.
As you search, consider:
• selecting more job categories
• choosing a broader geographical scope (commuting in Denmark is quite easy and distances are short)
• using different keywords – also in Danish
• being flexible when it comes to titles and positions
Once you have chosen your search criteria and the amount of results it generates, you can create a Job Agent. The job
agent will send you e-mail notifications from Jobindex when new positions that match your criteria are posted. You can
create as many job agents with different search criteria as you like. And you can easily delete them again.
You can also upload your resume to the Jobindex CV database. By posting your CV, you will be visible for employers and
head-hunters, who can contact you if they have a job matching your qualifications and search criteria (including jobs
that are not posted). The CV database is used by Jobindex’s own recruiters, as well as companies and recruitment
agencies.
In Jobindex’s job ad archive you can see more than 70,000 previously advertised (no longer open) positions. They can
be a good source of inspiration and information about specific companies, departments, positions, or tasks. Information
that can prove very valuable while preparing for a job interview or writing an application. Furthermore, the job ad archive
can give you a list of companies that have hired people with similar skills to yours in the past. This information can be
very helpful in your future job search since you will know which companies to follow and approach with an unsolicited
application.
Jobindex can also provide a lot of inspiration, relevant information, tips and tricks for your job search:
• Free career guidance and an e-learning course about job search (the latter only in Danish)
• Courses for unemployed people (note: admission requirements) to upgrade your job search skills
• An application engine where you can see examples of job applications
Finally, Jobindex can provide you with company specific statistics on job development over time and ratings
from previous and current employees.
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Workindenmark
Workindenmark is the official Danish office and website for international recruitment and job seeking.
Workindenmark’s website offers great job search video tutorials and an e-learning course on job search containing four
modules:

–
–
–
–

Job search in Denmark
Contacting companies and succeed in job interviews
The use of LinkedIn in your job search
An introduction to Danish workplace culture

Furthermore, you can search for interesting positions in Workindenmark’s job portal and create your CV on the EURES
portal.
Finally, make sure to read Workindenmark’s guide to living and working in Denmark.

Jobnet
www.jobnet.dk is the public job centres’ website for jobseekers and employers in Denmark. Jobnet allows
you to search for a job among many thousands of vacant positions. Apart from this information in English, the
website is entirely in Danish, but Google Translate can get you far.
Like on Jobindex, you can search for jobs in the Jobnet job bank.
The website also includes a CV database. To upload your CV there, you need to register as a job seeker on Jobnet. After
you register, you are obligated to “follow up” by logging on to Jobnet at least once every 13 weeks for your CV to remain
visible to recruiters.
NOTE: If you are receiving financial support from an unemployment insurance fund (a-kasse) or the municipality, you are
obliged to log on to Jobnet more often and register your job search activity. Contact an employee in your local job centre
if you have questions.

Odense Robotics
Odense Robotics is Denmark’s cluster for robots, automation, and drones. You can see a list of the
cluster’s member companies and associated partners here and use it as inspiration for which companies to contact
about job possibilities.
On the website you can upload your resume to the CV database and search for interesting positions in the job bank.
Tip: All companies need a variety of different skillsets to function, so even if you are not a robotics genius or a software
wizard, there might be a job for you too.
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Other job portals/websites
In addition to the resources listed above, there might be other relevant job portals and websites that are
field-specific, depending on you field or trade.
On the website Jobfisk.dk (links here and here) you can find more examples of private and public job databases.
Google can be an additional resource in your job search, and with a mix of relevant keywords, you can find both job
portals and specific job openings. An example could be a Google search for “job”, “nurse” and “Odense” or “Fyn” or
“Denmark”. Remember to conduct a similar search in Danish.
In addition, Work-live-stay’s career portal can expand your job search even further and give you an introduction to more
companies in the fields you are interested in.

Academic and research positions
A position in the public sector is required by law to be listed publicly. Many academic and research positions
are found within the public sector (hospitals, educational institutions, etc.). Therefore, you will be able to find most of
them on Jobindex and Jobnet.
However, you can also keep an eye on the websites of the specific institutions, e.g.:
•
Jobs at the University of Southern Denmark (SDU)
•
Jobs at University of Copenhagen
•
Jobs at Aarhus University
•
Jobs at Aalborg University
•
Hospital/medical/research jobs – website of OUH and sundhedsjobs.dk

Recruitment agencies
A recruitment agency can be helpful in your job search. On Jobfisk.dk you can find a list of recruitment agencies (not
exhaustive) operating in Denmark. In addition to becoming registered in the respective agency’s CV
database, most of the recruitment agencies also have their own job databases with vacancies.
Tip: It is free of charge to become registered in a recruitment agency’s CV database.

16

INTERNATIONAL
COMMUNITY
ODENSE

Job fairs
Attending job fairs is another helpful activity during your job search. A fair can provide you with the opportunity
to test your ability to present your profile, meet representatives from relevant companies and get their contact details.
Last, but not least, attending fairs can help you get tips and crucial information about a company’s needs, or the field you
are interested in.
On Jobfisk.dk and messeguide.dk (in Danish) you can find lists of upcoming job fairs. The lists are not exhaustive, but a
good place to start.
Each of the big venues for hosting fairs in Denmark also lists upcoming events on their website, e.g.:
•
Messecenter Herning
•
Odense Congress Center
Bella Center Copenhagen
•
Aalborg Kongres og Kultur Center
•
Messe Fredericia

Temporary employment agencies
Some companies engage temporary employment agencies when looking to fill time-limited positions, or if
they prefer the flexibility of being able to hire and let go of employees on a short-term notice. Some temporary
employment agencies specialize in the supply of labour to certain industries or fields and are very selective of the
candidates they take in (certain profiles, requirement of Danish skills, etc.). Other agencies offer a wide range of profiles
and are very flexible with the candidates’ qualifications.
On jobfisk.dk you will find a list of temporary employment agencies. The list is not exhaustive, so a Google search with
relevant keywords may also be helpful in finding more agencies. Try contacting them to hear if they have any possibilities
for temporary work - and if not, ask if they can add you to their candidate database.
A temporary position can be a good way to get some local experience for your CV, improve your Danish skills, and
possibly get your foot in the door at a company.
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LinkedIn
LinkedIn can be a very valuable tool in your job search. As a job seeker in Denmark you should have a LinkedIn profile. Make
sure that your profile is fully updated and provides a clear and detailed overview of your educational background, work
history, competences, responsibilities, results, endorsements, etc.
LinkedIn is a widely used tool in Denmark, as more and more companies use recruiting agencies to find interesting
candidates through platforms like LinkedIn instead of posting a job opening through the usual channels. Also, many
companies create company pages on LinkedIn, so here you can keep yourself updated on company news and needs, as well
as interesting job openings. Based on this information, you will be able to send a more targeted application for a listed
position, or a great unsolicited application.
To stay active on LinkedIn you can endorse and recommend people from your LinkedIn network, add new connections,
post interesting thoughts or articles on a topic you are experienced in, etc. Posting or commenting on others’ posts is
also a way of keeping an active profile. This will enhance your visibility and maybe attract the attention of a recruiter or
your future employer.
Also, you can ask your network (previous managers or colleagues) to endorse and recommend you directly on LinkedIn.
This way, the viewers of your profile will view and review your skills and get an idea of what kind of employee, colleague,
or manager you are.
On Workindenmark’s website you can take an e-learning course for job seekers on LinkedIn and networking.
Finally, you can find great tips and tricks to optimize your LinkedIn profile h ere and h ere. Your time and effort will be
well spent!
Tip: Remember to set your geographical location on LinkedIn to the city/country in which you are looking for job
opportunities. This way your profile will pop up if a company or recruiter makes a local search for a person with your
competences.
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HOW TO APPLY
FOR A JOB
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Before you apply
There are a few steps you should take before you write an application for a position.

The job ad
Many job ads (also called job advertisements or job postings) are written in Danish - even though more and
more companies start advertising some or all their open positions in English.
If the job ad is written in Danish, it does not necessarily mean that they expect the candidate to have strong Danish
skills. Posting positions in Danish might be a matter of habit, or maybe the possibility of hiring a non-Danish speaker has
not occurred to the company even if the position does not require a specific level of Danish. However, sometimes a certain
level of Danish proficiency is clearly stated as a requirement, or it is obvious from the job description that fluency in Danish
is necessary. In any case, you can call the listed contact person and ask, whether a certain proficiency in Danish is an
imperative requirement for the job.
The job ad is usually a good source of information about the available position. Once you have found a job ad
that sparks your interest, you should analyse it carefully by asking yourself:

1. Do I find this job interesting?
2. Do I have (some of the) listed qualifications and requirements?
3. Does the job ad list some requirements, that seem imperative, which I do not meet?
Question 1 and 2 give you an indication of the relevance of you applying for the job. Question 3 is trickier, but instead of
automatically disqualifying yourself for the position, call the company and ask how important these requirements are.
Bear in mind that a job ad is the company’s wish list for their new employee – and in most cases it is not possible to find
a candidate who meets all the listed requirements.
Tip: Remember to save the job ad as a Word or PDF file on your computer and not only in your browser. Many job ads
disappear once the application deadline is reached, and you will need the job ad when preparing for a job interview.
Jobindex saves a copy of old job ads in a job ad archive, so if the position was listed on Jobindex, you will be able to find
it there.

Research the company
Once you have read through the job ad, do some research on the company. Check out the company’s website
and read through their career page. Make sure to expand your research to the company’s social media platforms, find
out more about the people who work there (LinkedIn is a great tool for that), and do a Google search of the company.
This will give you a better idea of the company’s key tasks, which challenges they have and how you can present yourself
in the best way in your application.

Reach out to your network
If you know someone who works, has worked in or holds a connection with a company of your interest,
they might be able to offer some tips on how to apply for a job there - and some insights on what it is like to work at this
particular company. If you do not have a direct contact within the company, reach out to someone from the same field
who will be able to give you some insights on how to make your preparation, cover letter and CV fit the company’s needs.
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Contact the company
In general, you should always contact the company before you apply. It is perfectly OKAY to do so – and in most
job ads at least one contact person is listed for the exact same reason.
When applying for listed positions, the purpose of contacting the company is NOT to “sell” yourself; the chance of the
recruiter remembering you when choosing candidates for a job interview is minimal.
The purpose of contacting the company is to get valuable information about specific challenges/insights and key
competences required in the position. This information will help you tailor your cover letter and CV towards the
company´s needs - and this will make you a much more interesting candidate.
Another important aspect of calling the company is to determine whether the position is a match for your profile and
seems relevant and interesting to you. Sometimes the call reveals information that may change your mind about
applying, which means you saved yourself (and the company) valuable time.
NOTE: Most applicants do not reach out to the company before sending an application, so it will give you an advantage
if you do.
Contact by e-mail or phone?
If there is no telephone number listed in the job ad, but just the e-mail address of the contact person, it is probably on
purpose and the company prefers to receive your questions in writing. However, if a phone number is listed, always call
instead of writing, as that will give you the chance to have an actual conversation with the person and ask follow-up
questions if something is unclear. If you write an e-mail with your question, you will risk not receiving an answer at all –
or even if they answer, the answer will maybe leave you with even more unanswered questions.
Who to call?
Your best option to get an answer to task specific questions is to contact the department hiring (and in the best case,
the contact person from the job ad). If you contact the HR department, they will maybe not know the answer and refer
you to the right department anyway – or not at all.
How to call?
• Prepare and ask questions that neither the job ad nor the company’s website can answer.
• Prepare a short presentation of yourself in case the person you call has questions for you.
• Practice, and practice again, before you make the call.
• Start calling companies about positions that you are not really interested in, and then move on to the interesting
ones. This way, you will have a lot of practice and have learned to calm your nerves.
Examples of questions to ask:
• Which tasks are the most important ones to solve in the beginning?
• Are there any big tasks/projects coming up that I need to be prepared for?
• Which competences are the most important in relation to the team I will become part of?
• What is the biggest challenge I will face in this position?
• Which skills/backgrounds do the other team members have? (Maybe you will be able to emphasize a skill in the
cover letter that you know the team now lacks and could benefit extra from.)
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Find more questions here (In Danish, but Google Translate is a great help.)
If you have called to require about the job before applying, you can easily mention it in the beginning of your cover
letter, e.g.,” After a [pleasant/interesting/other word] conversation on the phone with Anders Andersen, I ….”.
…. The person you talked to might remember you after all.

Update your social media profiles
When you apply for a job, an employer may search your social media profiles after reading you application. Therefore,
make sure your profiles display what you want employers to see. This means that your LinkedIn profile have been
updated and you have removed anything from Twitter or Facebook you do not want an employer to see.
Tip: Learn how to optimize your LinkedIn profile in the section about LinkedIn.

22

INTERNATIONAL
COMMUNITY
ODENSE

The CV
A great CV (also called a resume) - combined with a great cover letter - is the key to getting invited for a job interview.
Your CV should be relevant and tailored to the position you are applying for - you should never apply with a standard CV.

Start with a standard CV just for you
Often people forget certain positions they held, or tasks and responsibilities they had during their years as
students or in their work life. These details, combined with the results you have conducted and skills and competences
you have gained from your experiences, is the key to a great CV.
Therefore, start by writing down a very long, comprehensive CV that lists all your experiences. You will end up with a
very long list, which is the goal: you need a comprehensive “portfolio” of all your experiences, skills, and
accomplishments.

Make a new CV for each position
Once you have a complete standard CV, it is time to make a new CV tailored to the specific position you are
applying for. Every time you apply for a job, make a new CV just for that. It will make a difference.

Layout and length matter
The CV needs to look nice and professional. Font size, layout, paragraphs, etc. should match and it should be easy for
the reader to find and understand the information they are looking for.
A CV should be informative enough, relevant, and not too long. (2-3 pages is perfect - remember page numbers).
If you want your CV to stand out and do not have the skills/time/patience to make one, there are many free or cheap
CV templates online. Just make sure that the template you choose is flexible enough to allow you to make the
adjustments you need and want.
NOTE: Europass CV templates are NOT used in Denmark.

The job ad is the key to a great application
Identify important key words and requirements from the job ad to focus on and include in your CV. Make sure to not just
mention that you possess certain skills, but also emphasize and prove them using examples to make it clear for the
recruiter that you meet their requirements.
Tip: Highlight important key words in your CV [like this, this, or this] to make it easy for the reader to notice
them.
Read more about how to identify and respond to keywords in a job advertisement on Workindenmark’s website.
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What information to include in your CV
Everything in your CV should be mentioned chronologically backwards (newest information first).
Remember start/end dates (month + year) and the country (and maybe city) for every position/education.
Although CVs differ in style, make sure to include the sections below when applying for a job in Denmark. The order
may vary – list the most relevant parts first, according to the relevance for the position.

•
•

•

•

•

Contact and personal information
◦ Name, address, telephone number, mail, date of birth, nationality, and LinkedIn profile link
Photo (optional)
◦ Make sure that the picture is up to date (use a fairly new photo that looks like you), looks professional, and
matches the “Danish” profile picture: a calm background, business casual clothes and a smile (see others’
LinkedIn pictures for inspiration)
Personal profile (also called a Summary)
◦ This section is VERY IMPORTANT TO INCLUDE AND TAILOR FOR EACH POSITION.
◦ A short (4-6 lines) presentation of your background, skills, and competences. Make sure to mention the
company’s name here and how you will bring value/contribute to the team/company. See this section as an
appetizer to the rest of your CV and as a summary of your cover letter.
◦ Always state your primary professional skills in the first sentence, e.g. “Project manager with five years of
experience in the health sector…”. That will help the recruiter quickly assess your relevance when making the
first screening of candidates.
Work experience
◦ List the position first, and then the company name with a short (1-2 lines) description of the company.
◦ Second, list your tasks/responsibilities and results/value creation.
◦ Focus on the relevant tasks for the position you apply for; do not list every task you completed.
Education
◦ If you have a degree beyond your high school degree, do not include the high school degree.

◦ List your education first and then the name of the university and country.
◦ Explain, if necessary, your degree (its focus, relevant classes/papers, etc.). Many studies are “translatable” to

•

•

the Danish studies, others are not. Your goal is to show the employer that your education has made you capable
of solving tasks relevant for the job you are applying for.
◦ If you had your education assessed by Danish authorities (see more in the section about assessment and
recognition of your qualifications), mention that and what level it corresponds to in Denmark.
Courses
◦ List the courses you have taken in the past if they have any relevance at all for the company/job and remember
to explain their content if it is not obvious from the course title.
◦ Remember that even online courses and short courses can be relevant.
Honorary office and voluntary work
◦ Experience counts in a CV – paid as well as unpaid. Make sure to list any voluntary organisations/jobs/ tasks you
have been involved in. That demonstrates commitment and tells a story about the kind of person/employee
you are.
◦ List your voluntary work in the same way you list work experience with dates, tasks, results, etc.
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(continued)

•

•

•

•

IT skills
◦ List all relevant IT skills, even Microsoft Office, and your skill level.
◦ Programs/systems that you know are not used in Denmark should be listed too. Explain their main features and
use in a few words. This will show that you can acquire new knowledge and can apply it to other systems.
Language skills
◦ Make sure to list all your foreign languages, your mother tongue, and your Danish skills (even if they are basic).
◦ Include your proficiency level for each language. Avoid letters or numbers and describe your proficiency in
words or short sentences instead. Here is an example:
□ German (mother tongue)
□ English (fluent) or (full work proficiency)
□ Spanish (intermediate – reasonable work level)
□ Danish (basic – can communicate on everyday topics and take Danish lessons to learn more).
Personal information (you can call this section ´More about me´ or something else)
◦ For Danish employers, the right match for a job also includes the right personality for the job/team. Include
information about your personal life (your interests/passions/hobbies/spare time activities, if you have family,
etc.).
◦ As an international in Denmark, this section is also the perfect opportunity to mention when and why you came
to Denmark, as it may say something else about you. For example, if you came to Denmark because of your
partner’s job (here you can also mention where they work), this can be valuable information for the employer,
since this proves stability and can give an indication of your possibilities for long term employment.
References
◦ References are crucial to you at the end of the recruitment process, as many employers check references before
making the final decision.
◦ You can choose to state in your CV that references can be provided – this way you will be in control of who
the employer calls and when, and you will be able to give your references a heads-up. Or you can choose to
list your references in the CV from the start and let them know that they might get contacted about you.

Tip: If you know some Danish, try writing the Professional Profile section in Danish. It will distinguish you from many other
international applicants and demonstrate your Danish skills and willingness and ability to learn more.

Two CV examples
Here are two CV examples for your inspiration (from the website of Djøf, one of the Danish trade unions):
– CV of an experienced professional
– CV of a recent graduate

Video CV – how and why
The video CV can be an alternative way of applying for a job – or a supplement to the written application. It gives you
the chance to present yourself in a different way where the employer can see and hear you – and thus get a better idea
of your persona. Sometimes employers also ask for a short video to be included as part of the application.
You can find good tips for your video CV on Workindenmark’s website.
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The cover letter
When you are applying for a job, you should always include a cover letter - unless the job ad clearly states that you should
only send your CV, or someone asks you for your CV only.

The purpose of the cover letter
While your CV is mainly focused on your past (your experience and educational background), the cover letter
should paint a picture of the future; if the company hires you, what will they gain? How can you contribute to make
their future brighter? The purpose of the cover letter is, thus, to get the company’s attention. A good cover letter
expresses your motivation for wanting to work for the company and shows them that you - in this position - will be an
asset to them.
Your CV is a list of your education, skills, experience, and accomplishments. In the cover letter you explain how you have
obtained and used those experiences and skills in the past and – most importantly – how the company will benefit from
it if they hire you. In other words, in the cover letter you want to focus on your future results by giving examples of past
results. Great result examples do not have to be “more customers” or “revenue for the company”, but also successful
initiatives and projects you have worked on.

A template example to get you started
Copenhagen Business School has composed a “how to” cover letter template, that breaks down the cover letter
into different paragraphs, with easy-to-follow explanations of how and where to write what. You can
find the template here.
NOTE: This (or any) template should only be used for inspiration and is not a one-fits-all solution. The template will give
you an idea of what to include in your cover letter, but each cover letter should be a unique composition tailored to the
specific position in the specific company.

Characteristics of a good cover letter
•
•
•
•
•
•

Fits on 1 page
Contains your contact information, place and date
Lists the company name, city and possibly the name of the contact person (if such is listed in the job ad)
Has an easy-to-read layout (nice to look at, separated into paragraphs, clear and concise)
Has a catchy headline - or the title of the position you apply for (If you choose a catchy headline, make sure to list
the name of the position in the first paragraph or above the headline)
Is a little less formal than in other countries (but the style should fit the company and position)

•
•
•
•
•
•

Contains understandable language/arguments (avoid long and complex sentences)
Responds to the requirements of the job ad
States your motivation and fit for the position
Provides examples of how the company will benefit from your past experiences, skills, and results
Mentions the company/team by name (several times) instead of just “your company”/”your team”
Is ALWAYS a unique composition tailored to the specific position in the specific company
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Try to consider your cover letter from the employer’s point of view:
Can you manage the key tasks – and can you manage well? Is it clear to the employer how? Have you stated your
motivation for applying? Addressing and “answering” these questions is crucial to a good cover letter.
Remember that very few positions require you to know it all from day one, so if you can somehow show in your cover letter
that you can learn it all, you have come a long way.
Find more tips on how to write a great cover letter here, here and here.
Before sending your application, make sure to proofread all documents you want to send – and ask someone
else to proofread them, as well, and give you feedback.

Tip: If you know some Danish, try writing one paragraph of the cover letter in Danish to demonstrate your skills and
show that you are committed and able to learn.
If your Danish is good, consider writing your entire cover letter and CV in Danish.
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Unsolicited applications
Unsolicited applications (also called cold contact cover letters or letters of interest) are a frequently used
point of entry to the Danish labour market, since a significant number of jobs are never advertised.
An unsolicited application (In Danish: uopfordret ansøgning) is a job application that is not tied to a job ad posted by a
company. Therefore, you do not respond to a certain job ad and list of required qualifications – instead, you
independently write an application and offer your skills/experience to a potential employer.
By sending an unsolicited application you show initiative and interest in the company, and you might avoid having to
compete with a large group of people for the same position. You may be lucky and have your application considered by
the company in a time where they need a person with your skills but did not yet have the chance to advertise the
position – or just did not know that they needed you!
Below are some tips on how to write an unsolicited application:

• Identify and research the potential employer.
• If possible, write directly to the person in charge of the department/team.
• Write the cover letter directly in the e-mail – this will increase the chance of it being read.
• Always attach a resume (CV) and tailor it to the company and the type of job you are looking for.
• You need to make a strong pitch for yourself and how you can help the company. Highlight your skills and how
•

they are relevant.
Mention your contacts. If you know someone at the organization (who knows you and your skills - and of
course has a good impression of you), mention this at the beginning of the cover letter. Having a contact at the
company is a great way to get your foot in the door, even if the company is not actively hiring.

However, your very first step should be to call the company before you send an unsolicited application.
This great video from Workindenmark explains why.
Who to send an unsolicited application to?
Many companies only accept applications for listed positions through their online recruitment system via the company’s
website, and in many cases these systems also allow the possibility of uploading unsolicited applications.
However, to be sure that your unsolicited application is read/reaches the relevant department or person in charge, it is
a good idea both to upload the application through the online system (if possible) AND send the application by e-mail
to the department or person in charge. This way you will maximize your chances.
Remember to follow up
If you do not hear back on your unsolicited application, remember to follow up after 1-2 weeks. Call or e-mail the person
you sent it to – or talked to on the phone before applying – and kindly remind them of your interest in working for their
company. In case you are unsure whether you should contact them again, remember that you have nothing to lose!
Find more tips on how to write a good unsolicited application here and here.
Tip: The big, well-known companies get the attention of many applicants, while the small, unknown companies are
almost never contacted. Therefore, your chance to get noticed and find a job through an unsolicited application is bigger
in a small or medium-sized company.
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How to send the application and what to check beforehand
Once you have written your cover letter and CV, you should check the appearance of the documents:
• Does the layout make it easy for the reader to find information - and does it look good?
• Are there any spelling errors or weird-sounding sentences?
• Are any sentences or paragraphs too long? If yes, could the use of bullet points break up the text and make it
easier to read?
• Did you leave out any important information or details? (check the job ad again)
When you have checked and proofread your documents, ask for help. Having someone else proofread and give you
feedback may not only eliminate language mistakes, but also give you an idea of how your message is received.
Finally, you are ready to send your application. Congratulations!
Most companies have an online recruitment system or a web page system that enables you to apply for a listed
position as well as submit an unsolicited application. For many companies this is in fact the only way to submit
applications, which means that if you submit your application on e-mail, it will not be considered.
Online forms will normally guide you through the steps of submitting your application and other documents. Have your
documents ready in PDF format and submit your application with ample time before the deadline. Many systems disable
application submission after the posted deadline.
If the job ad states that you should apply by e-mail, make sure to refer to the job posting or job title in the subject line.
If the job ad asks you to put a certain title or reference in the subject line, you should address the e-mail as such. Avoid
inserting your cover letter directly into the e-mail (unless you apply unsolicited), but make sure that your cover letter
and CV are attached as PDF-files. The e-mail should be brief, stating your interest in the position/ company and a list of
attachments to your email. Conclude with a greeting and your name. Avoid emojis of any kind.

Tip: Make sure to convert your files to PDF before you send or upload them. It makes the document look much more
professional and keeps the layout in place – even if the recipient has a different version or a different text program
than you.
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What is common in Denmark?
In Denmark, it is common to advertise positions 2-3 months in advance. The reason is, that if the chosen candidate is
currently employed elsewhere, they normally have one month’s notice from the 1st of the month, which means they
probably must complete a month at their current workplace before being able to start a new position.
Note: The Danish job market is “quiet” during the summer – especially in July, where most parents take time off because
of school summer breaks. Therefore, most companies recruit before or after summer holidays.
A candidate can usually expect a first - and maybe second - round of interviews, and possibly one or more tests
(personality tests, IQ tests, a case solving test, etc.). Depending on the nature of the position and the company there may
be even more steps.
If the process ends up with you getting the job, the company will send you a contract to review and sign. Many
contracts are written in Danish, but even if yours is written in English, there still might be mistakes or unfair conditions
in it that you yourself cannot identify. If you are a member of an unemployment fund and/or trade union, ask them to
review your contract. It is standard practice, and the employer knows it, so you will not offend anyone by doing so.

Preparing and going for a job interview
Getting called in for an interview is a great feeling, but for most people feelings of uncertainty
or nervousness can arise. If you are very nervous, there are a few things to keep in mind:

•
•
•

There is a reason you got invited for an interview. If the company is not interested in you, they will not ask you for
an interview.
The interview is an opportunity for the company to meet you and get a feeling of how you would fit in the position
and in the organization overall.
It is also your opportunity to review the company: is this a place you would like to work?

Here are a few tips on how to prepare:
1. When you get the call for an interview (or invitation by e-mail), make sure to ask if there is anything you need to
prepare. Most companies will tell you if you need to bring certain papers or send you a pre-interview test if they
have one, but by asking you will show initiative and you might get “nice to know” information.
2. Research the company again. You have already researched the company before applying for the job but take some
time to make sure you have the relevant or any new information that might have come out since you last did your
research. Also, read up on relevant tasks, systems, technical skills, laws, etc. that the position requires so you are
prepared to answer questions/make relevant points during the interview.
3. Google the interview participants if you know who they are. This will give you a sense of who you are facing and
their background. In many cases this can also help you feel less nervous, since you have an idea of who you will
meet when you get to your interview.
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4. Prepare some questions for the company. Remember, this is your chance to know if the position is right for you –
and it will also give you a chance to control some parts of the conversation.
5. Make a good first impression. Before the interview, reflect on what impression you want to leave the hiring
committee with. Is it your past results? Your management/other skills? Something else? Preparing will help you
communicate more clearly and emphasize the things most important to you.
6. Prepare answers for the questions you may get* – also the difficult questions. If you are asked about past
challenges, your willingness to move or commute, or something similar, how will you reply?
7. Prepare your elevator pitch. Usually, the first question you get is: “Can you tell us a bit about yourself?” Here, the
company doesn’t expect your life story or how many cats you have. They expect a 30-60 second presentation of
yourself, your past experiences, your ambitions, your most important skills, why you applied for the position and
how you can contribute to it.
8. Rehearse a few success stories from you work life, where you have solved a problem or overcome a challenge.
Think about how these stories present your skills and personality and you as an employee/ manager.
9. Think about compensation expectations and research how similar jobs are paid. If you are a member of
a trade union, they can give you some guidelines on what to expect and how to make your arguments.
10. Bring relevant papers. If you have a portfolio, projects, or anything else that will be relevant for the job, bring it
to the job interview. You can also bring a list of references for the company to contact after the interview.
11. Do not be late – and do not come too early! 5 minutes before is perfect – announce your arrival, take a
seat and wait for them to come get you.
12. Right before the interview find a quiet, undisturbed place and practice a couple of minutes of “power posing”.
That will give you more self-confidence and make you perform better. It has been scientifically proved.
*You can find more tips for the job interview, examples of interview questions to ask the company and the questions
they may ask you here, here, here, here and here.
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After the job interview
You will hear different opinions on whether you should follow up after an interview or not. Sending a short and kind
e-mail to the person you were in contact with will likely just highlight your genuine interest in the position/company.
In the e-mail you can thank once more for the job interview and include a few bullet points about why you believe
you are the right fit for the job. You can also include any information you forgot to mention or did not explain fully during
the interview.
If the interviewer asked for some additional information or documentation during the interview, you should also include
that in the e-mail (and send it shortly after the interview instead of waiting until the next day).
Once you have sent the e-mail, your job is done (for now). If you have not heard from the company after a couple of
weeks and they did not inform you of a different timeframe for the process during the interview, you can contact the
company once more to hear how far they are in the hiring process.
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There are several things you can do to increase your chances of getting a job. Here are some relevant suggestions.

Register as a jobseeker at the local job centre
The municipalities in Denmark have local job centres to guide job seekers in the job search process.
You can register as a job seeker on Jobnet, after which you may get contacted by a job advisor from the municipality.
You can also contact your local job centre.
Please note that the nature of services you may be entitled to from the job centre depends on your residence permit and
the conditions of your stay in Denmark.

Use your network – and the network of others
Many positions are filled through networking; especially in the private sector where it is not required by law to advertise
open positions publicly (as opposed to the public sector).
There is a popular misbelief (repeated frequently – even by professionals in the recruitment field) that 70-80% of all
positions are filled this way. However, do not panic – it is not entirely true.
Each year, the consulting agency Ballisager conducts a recruitment analysis based on answers from over 900 private and
public companies in Denmark. The 2021 analysis shows that job ads are still the main recruitment channel; 79% of the
positions were advertised this way. Impressively, LinkedIn came in second with 58%, while Facebook reached 31%.
An impressive 54% of all positions were advertised through networking. So, make sure to expand your network and use
it in your job search. You never know; maybe this is exactly the way you will get your next job.
Danes use LinkedIn as a networking platform to a great extent. Make sure to do the same. Click here and here to
get some tips about LinkedIn and look in the LinkedIn section of this guide to find out why you need a LinkedIn profile.
Finally, job search becomes much easier when more people are involved in the process. Let you online or “real life”
connections know that you are open for new possibilities and what line of work you are interested in. Next time they see
or hear of a job opening, they will probably think of you. Most people have tried being unemployed and it is not considered at loss
of status in Denmark, so get the word out!
Tip: Ballisager’s 2021 recruitment analysis (in Danish) contains a lot of interesting information, if you would like to find
out more about how companies recruit and what they value during the recruitment process.
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Upgrade your qualifications and skills
In Denmark, there are many possibilities of continuous learning if you would like to upgrade your formal qualifications,
learn about a new system, get a new skill, etc. Continuous learning is highly valued by Danish employers.

Formal education
If you would like to continue your formal education in Denmark or change your career path, there are several
education programs available. Depending on your residence permit and the conditions of your stay in Denmark, you
may either study for free or will have to pay the tuition yourself. On the official website studyindenmark.dk you can find
information on education programs, admission requirements and deadlines, tuition fees, etc.
Studievalg Danmark (Study and Career Guidance Denmark), located in Odense, is the official study and career guidance
centre of Denmark. You can book a meeting with a study counsellor to learn more about your options. This is free of
charge.
If you are considering a specific education program, you can always contact the institution/faculty/department for further
guidance.
NOTE: International students are required to document their language skills to study in Denmark – even for study
programs in English. The requirements are often listed on the website of the study programme. If not, you can contact
the relevant department to learn more.

Local courses
Internationals are often interested in local courses on different work or non-work-related topics in English.
The selection is somewhat limited in Odense, but if you know what kind of courses (which themes /programs or subjects)
you are interested in, Google is a very good place to start looking for local courses, using relevant keywords (place,
subject, theme).
There are also several Funen-based aftenskoler (educational institutions, that offer evening classes or courses) offering
all types of courses, e.g., learning or improving skills in language, IT, painting, pottery, psychical activities etc. Most courses
at aftenskole are taught in Danish with some exceptions depending on the nature of the course. Courses usually consists
of several modules/classes and start in September and February. You sign up and pay a fee per course. Links to the
websites of the different evening schools can be found here (click on “Hjemmeside” to go to each school’s website).
Finally, social media are great for finding courses or activities that might interest you. On Facebook there are several
local groups, where you can seek information and tips on local courses and activities. A good place to start is the Facebook
groups Internationals in Odense, International students in Odense (it does not matter if you are not a student), and Expat
parents in Odense.

Online courses
Online courses are a very convenient way of learning new skills – or “upgrading” your current skillset.
When assessing your CV, a recruiter does not necessarily care where and how you acquired skills relevant for the position
– as long as you have them. Use Google to search for key words that interest you when it comes to types of courses.
Also, have a look at the broad selection of massive open online courses (MOOC courses) available. They are often highquality courses and are either free of charge or inexpensive. You can find a broad selection of MOOC courses here:
• https://www.coursera.org
• https://www.udemy.com/
• https://www.classcentral.com
• https://www.skillshare.com/
• https://www.edx.org/
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Consider other types of jobs
Most international jobseekers face these two big challenges when searching for a job in Denmark:

•
•

A lack of experience in the Danish job market
An insufficient level of Danish

Positions outside your field or a lower-skilled job can be a good way to add some local experience to your CV and
improve your Danish skills. Even a position you are overqualified for can be a good here-and-now investment in the long
run. Do not hesitate to take a job that is far from you field or below your educational level, as local experience really
counts in your further job search. If you can show a recruiter, what you have learned through that job (improved Danish
skills, being part of a Danish workplace, knowledge of Danish customs and work culture, etc.), you can not only justify
your choice; it also shows that you are eager to work and are qualified for the Danish job market.
Being flexible as a jobseeker will make it easier for you to enter the Danish job market and advance your career in
Denmark.
Try this exercise:
1. Make a list of requirements that you have for a job and the benefits you expect to get from it
2. Consider why they are important to you and whether some of them can be achieved further down the
line
3. Choose the most important requirements; the ones you are not willing to compromise on
4. Delete the rest
5. Look at the list again and repeat step 2-4
6. Consider which jobs within and outside of your field could fit this new list of requirements and benefits. This will
give you a broader selection of jobs to pursue.

Unskilled work
Unskilled work (in Danish: ufaglært arbejde) are those jobs that do not necessarily require formal qualifications; some
restaurant and café jobs, cleaning, newspaper or food delivery, some store assistant positions, etc.
Unskilled positions are often not advertised and are instead filled via networking or by progressive and proactive job
seekers. A proactive approach could be to visit the place you are interested in working at and present yourself in person.
Make sure to talk to the manager or someone responsible, so they will meet a real person and not just a CV. Bring a
short CV that you can leave with the person you talk to.
Showing up in person shows motivation and willingness to work, and a short in-person conversation can give the
company an idea of who you are and whether you would be a match for the company. Make sure to follow up after a
couple of weeks – in person again – so you will keep yourself fresh in mind.
The local Facebook groups I nternationals in Odense and International students in Odense and the national Facebook
group English Job Denmark are good resources for international job seekers. You can present yourself - and what kind
of jobs you are looking for - in a post and read the job posts other people share; normally these are very active groups,
where you can find lots of tips on open positions.
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Get an assessment and recognition of your qualifications
The Danish Agency for Higher Education and Science provides assessments of foreign qualifications (foreign education).
You can use the assessment when applying for a job, when applying for an education program in Denmark, or if you
simply want to clarify your options. The assessment process takes a few months, is free of charge and can be a great
investment in your future job possibilities in Denmark.
NOTE: The assessment is legally binding and can therefore be used to set your salary level if you are hired in the public
sector and/or determine whether you qualify for certain education programmes. In most cases this can be an advantage
for you, but you may also risk a lower assessment than expected, which may limit your options.
On the agency’s website you can find application forms for assessment of your foreign qualifications. Please
note:

•

If you intend to work in a regulated profession (e.g. as a teacher*, physiotherapist, nurse, etc.), you must apply to
the public authority responsible for authorisation. You can find a llist of regulated professions (the same information
in Danish here) on the website of the Ministry of Higher Education and Science.

•

If you wish to be admitted to a study program in Denmark, the educational institution must approve your entry
qualification. Read more about admission to higher education for holders of foreign qualification on the Ministry
of Higher Education and Science’s website.

* Some teaching positions are non-regulated. Find more information here.
To get an idea of how the agency assesses foreign qualifications, you can search the database for foreign assessments
from the last 5 years. Tip: Try writing specific key words describing your education (in English and in Danish) in the
‘Fritekst’ section to see assessments of similar profiles.
The page will also give you an overview of the agency’s standards for assessing higher education qualifications from
specific countries. The list compares the overall level of several qualifications to levels in the Danish education system.
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Do an internship in a company
In Denmark there are two kinds of praktik (internships), and there are certain differences between them. Both kinds,
however, are unpaid.

Praktik (for students)
Praktik (also called studiepraktik) is intended for students only and is either a mandatory or optional part of
their study programme, for which they receive ECTS points in most cases.
You will often see job ads for praktik or studiepraktik, which means, that if you are not currently enrolled in a study
programme, your application for a praktik/studiepraktik will most likely be rejected by the company. However, if you find
the position to be perfect for you, do not hesitate to call the person listed in the job ad. In some cases, the company
might consider you for a different kind of position, for example a virksomhedspraktik.

Virksomhedspraktik (for job seekers)
Virksomhedspraktik is intended for people who are no longer enrolled in a study programme and who are registered as
jobseekers on Jobnet, the public job centres’ website for jobseekers in Denmark. You can register as a job seeker on
Jobnet here, after which you may get contacted by a job advisor from the municipality. If not, you can contact your local
job centre.
In Denmark, virksomhedspraktik is the only way you are allowed to “volunteer” your time at a company - unless it is a
non-profit or volunteer organization. This rule prevents companies from taking advantage of unpaid workers and employ
volunteers instead of paid employees. Therefore, a virksomhedspraktik needs to be approved by the municipality.
Even though virksomhedspraktik is unpaid and may not lead to employment at the company afterwards,
the advantages are:

•
•
•
•
•

Experience from a Danish work context to include in your CV
Increased experience within a specific field
Getting to know a company from the inside
Expanding your professional network
Practicing Danish

The municipality may be able to help you find an internship, but in most cases the applicants find a company themselves.
Virksomhedspraktik positions are usually not advertised, so you will need to be proactive submitting an unsolicited
application or sending an e-mail to a relevant person in the company. An effective proactive approach could be to visit
the place you are interested in working at and present yourself in person. Make sure to talk to the manager or someone
responsible, so they will meet the real person behind the CV. Bring a short CV that you can leave with the person you
talk to.
Showing up in person shows motivation and a will to work, and a short in-person conversation can give the company an
idea of who you are and whether you would be a match for the company. Make sure to follow up after a couple of weeks
– in person again – so you will keep yourself fresh in mind.
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Once you have found a company, that would like to “hire” you as an intern (virksomhedspraktikant), the company need
to fill out an online application form called VITAS. This form is automatically submitted to the municipality in which you
reside for an assessment. If the internship is assessed to increase your chances of employment in Denmark, it will be
approved.
You or the company are welcome to contact the job centre for help if you need assistance in filling out the form or have other questions.
The internship needs to be assessed and approved by the municipality before you start your internship; if you start
before the process is completes, you will not be covered by the municipality’s insurance if you get hurt or do any damage
to someone/something during your internship.
Usually, a virksomhedspraktik is limited to 4 weeks, but in some cases (depending on which section of legislation that
applies to your situation) the internship may subsequently be extended to last up to 13 weeks in total. You and the
company will decide if the internship should be full time (37 hours/week), or part time (usually 20 or more hours/week)
in case you are attending Danish classes or have another commitment or if the company does not have enough tasks to
fill a full-time position.
There is no limit to the number of times you can do a virksomhedspraktik.
For more information on virksomhedspraktik, visit the website of The Danish Agency for Labour Market and Recruitment
(information in Danish) or contact your local job center.

Tip: If you are rejected for a job you have applied for, try contacting the company again and present them with the
option of taking you in for a virksomhedspraktik. This demonstrates your motivation and interest in the company and
may be a good way to get your foot in the door, if a position becomes available at a later point.
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Get employed with wage subsidy
Just like virksomhedspraktik, a wage subsidized job can be a way to start your professional career in Denmark. You can
gain knowledge and experience within the Danish labour market, as well as practice your Danish skills. For the company
it can be a good way to assess your skills and “test you” before potentially offering you a different position.
A wage subsidized job is in Danish called Løntilskud. When employed with wage subsidy, the company pays out the full
salary amount to the employee, and the municipality partially reimburses the company for the cost. That makes it
possible for the company to hire an unemployed person for a limited time period at a lower cost.
There are different rules for the wage subsidy scheme, depending on whether you are employed by a public company
or a private company. The maximum duration of a løntilskud is 6 months in a private company and 4 months in a public
company.
Please note, that you must have been unemployed for a period of at least 6 months, during which you have not had
any kind of paid employment, for you to be eligible for a wage subsidy job. There are few exceptions: if you are over
50, a single parent or do not have a general or vocational education.
Just like virksomhedspraktik, wage subsidy positions:
• Are often not advertised and therefore you need a proactive approach to find them
• Must be assessed and approved by the municipality after the company has filled out a VITAS application form (for
that you must be registered as a job seeker on Jobnet)
• Can be an alternative way of getting your foot in the door at a company if you do not get a regular position
Tip: For more detailed information and tips on these topics, see the section about Virksomhedspraktik above.
For more information on wage subsidy jobs, visit the website of The Danish Agency for Labour Market and Recruitment
(information in Danish) or contact your local job center.
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Learn (at least some) Danish
Even though most Danes speak English, a vast majority of advertised positions are in Danish and many companies require
that you speak Danish at a relatively high level to be considered for a position. For other positions, even a small amount
of Danish can make a significant difference for your job search; it shows the employer that you are willing and able to
learn and that you are committed to staying in Denmark for a significant amount of time. This makes you a “safer bet”
and a stronger candidate for the company, compared to many other foreign applicants.
Tip: Enrolling in a Danish course as soon as possible and putting an effort into learning Danish can prove a good and very
important investment in your future job possibilities.

Danish lessons at the local language centre
The local language centre in Odense is called AOF. Once you have a Danish CPR number (civil registration
number) you will be able to attend Danish lessons for free, paying only a deposit.
Within approximately one month from receiving your CPR number, the municipality will refer you to AOF and you will
receive a letter in your e-Boks offering you Danish lessons. You can always contact AOF, who will guide you further.
Please note that*
• Newcomers have the right to Danish lessons paying only a deposit for a period of 3,5 years during their first 5 years
of stay in Denmark.
• If you wish to delay or pause your Danish lessons for some reason (still within the 5-year period), you are
obliged to inform AOF about it as soon as possible. Make sure to get the confirmation in writing.
• If you do not delay your attendance, your 5 years period of learning Danish will start automatically.
• If you choose to take a break from Danish lessons at some point and forget to pause the lessons, the period will
continue counting down. (Please note, you can only have a break between modules.)
• Once you reach 5 years of your stay in Denmark, you are no longer entitled to free Danish lessons and must pay
for every lesson if you wish to continue.
*The rules and regulations are subject to change, so contact AOF to make sure that you have the most recent
information.
Contact AOF if you have any questions.

Other ways of learning Danish
Apart from AOF, the educational institution Tietgen offers various Danish languages courses called FVU for
internationals who speak a bit of Danish, free of charge. Find more information about the language courses on Tietgen’s
website (in Danish – feel free to contact the listed person for more information).
On International Community Odense’s website you will find a lot of tips and tricks, links, etc. for learning
Danish/improving your Danish skills. Everything from online learning tools to different initiatives in Odense for
internationals who would like to meet up and practice Danish together is listed on the site.
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Engage in voluntary work
Volunteering is a good way to broaden your network in Denmark, learn about Danish culture and practice the Danish
language. Furthermore, it gives you many qualifications that can become advantages in your job search.
Volunteering is quite popular in Denmark, and because of its popularity there is a multitude of organizations you can
volunteer with.
The website s ocialvejviser.dk (in Danish, but easy to navigate) can help you find volunteering organizations, based on
categories such as ’Children and Youngsters’, ’Humanitarian Organisations’, etc.
The main portal for volunteer jobs in Denmark is frivilligjob.dk, where you can search for volunteer opportunities based
on key words, location, type of work and organisation.
If you are looking specifically for volunteer opportunities in English, you can visit frivilligjob.dk’s subsite, volunteering.dk.
However, only few organizations post volunteer positions in English, so if you know some Danish or can use Google
Translate, the Danish portal frivilligjob.dk is a good place to start.
Otherwise, contact the organization you are interested in to ask for a possible volunteer position that fits your skills and
interests – a proactive approach to job search, also when it comes to volunteer positions, is often welcome.
Frivilligcenter Odense, the local volunteer centre located at Borgernes Hus, will also be able to guide you regarding
volunteer jobs. You can book an individual meeting with one of the volunteering advisors to discuss possibilities for
volunteer work.
Tip: Volunteer opportunities in local sports/activity clubs are not listed in the links above, so If you are interested in
volunteering as a coach, treasurer or similar visit the club or contact the chairman to hear if they need help.

NOTE: Most internationals residing in Denmark are allowed to do volunteer work. However, there are few exceptions.
Find more information on the website of frivilligjob.dk and contact the Danish Agency for International Recruitment and
Integration (SIRI) if you are unsure about your rights to engage in volunteer work.
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If you want to start a business in Denmark, you need to know and follow Danish rules and legislations. On the website of
The Danish Business Authority you can learn more about the most typical rules and regulations and get more
information on starting a business in Denmark.
If you are an individual or a company from one of the Nordic countries, EU/EEA or Switzerland you can start a business in
Denmark without any restrictions. A citizen from outside the Nordic countries, EU/EEA or Switzerland must apply for a
residence and work permit in order to be self-employed and/or operate an independent company in Denmark. In some
cases, you may be required to start a new company in Denmark, e.g., if you or your business is active in Denmark for
more than 6 or 12 continuous months or if you take up a residence in Denmark.
If you already have a residence and work permit, it is easy to set up your own business. You must register your business
at least eight days prior to starting any business assignments, tasks, or responsibilities. You can register your business
online at the official website www.virk.dk. Here you will find how-to guides when starting your own business, as well as
templates, registration forms etc. It is a website used by companies to register their company, register taxes, make
changes to their business set-up, etc. Unfortunately, this website is only in Danish, but Google Translate can get you far.
The Danish Tax Authority will automatically receive the information from virk.dk.
If you have questions about starting your own business in Odense the website of City of Odense will provide you with
useful links and more information about different services for start-ups and businesses. If you would like to discuss your
business idea or get sparring before or after setting up your business, you can contact one of the municipality’s
entrepreneurial consultants to set up a meeting. You can also get 1-2 hours of free counselling from experts on different
matters from private companies, which are cooperating with City of Odense on entrepreneurship. You can find the
companies here. If you are interested in booking a meeting with one of them, ask one of the entrepreneurial consultants
for help.
If you would like to get in touch with local entrepreneurs the website of Startup Odense gives you an overview of the
entrepreneurial activities, resources, and actors in and around Odense.
Also, there are many networks/office communities in Odense – see the list here.
A link that may also be helpful to you is Startup Questions and Answers.
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Searching for a job is hard work and may feel like an actual
job with the amount of effort and time you put into it. As
with other skills and competences, job search is something
that you should get better at continuously.
The chance of success increases as your job searching skills
improve.
As the process of searching for a job can become quite long
and frustrating at times, you need to give yourself the
advantage of tracking your progress and note your
improvements. This will give you a chance to see which
parts of the job search process you are good at - and in
which areas you will have to improve. In other words, you
will know where to focus your energy, and you will be able
to celebrate your accomplishments step by step.
The figure to the right, developed by our team, can be
used when assessing your job search competence already
at the beginning of your job search process. Thereafter,
you can return to it occasionally to track your progress.
The idea is to assess how good you are at each of the job search activities listed in the figure, on a scale from 1 to 10
(10 being the best score). You can do the assessment yourself at first, but make sure to get a second opinion from
someone who deals professionally with job search in Denmark or has extensive knowledge about the Danish labour
market. There may be many differences between best practice in different countries, so your knowledge of effective job
searching the “Danish way” may be limited.
In the table below you can see an example of an initial assessment and the assessment after a couple of months. As
you can see, the job seeker’s own assessment was initially different from the second opinion. The feedback gave him an
understanding of where to focus his time and energy to improve his job search competence. An assessment two months
later showed significant improvement in some areas, but also indicated future focus areas. The assessment can be
repeated occasionally, if needed.
Activity
Identifying your skills and
competences
Making a good LinkedIn
profile
Identifying relevant
positions
Researching the job and
the company
Calling the company
Writing a good CV and
cover letter
Preparing and going for
the job interview

Date:
March 10

Own
assessment
4

Second
opinion
3

Date:
May 15

Own
assessment
9

Second
opinion
9

7

4

8

7

6

9

9

9

7

6

8

8

4
8

4
5

4
8

5
8

4

6

8

9
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Here, you can make an assessment of your job search skills:
Activity

Date:

Own
assessment

Second
opinion

Date:

Own
assessment

Second
opinion

Identifying your skills and
competences
Making a good LinkedIn
profile
Identifying relevant positions
Researching the job and the
company
Calling the company
Writing a good CV and cover
letter
Preparing and going for the
job interview

NOTES
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SUBJECT 1

Best of luck with your job search!
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