CURRICULUM VITAE


       
NAME AND SURNAME
I.D. 000000 0000 00 0
ETHNICITY:                 


e.g. Black/Female
LANGUAGE PROFICIENCY:                                        
· English (Home Language)
· Afrikaans (speak only)
· Sesotho (speak, read, write)
· Continue to list the languages you know
RESIDENTIAL AREA:                 

Area and Town

CONTACT DETAILS:                 

(area code) 000 0000  (work tel)







(area code) 000 0000  (home tel)







000 000 0000  (cel)







myname@myemailaddress.co.za (e-mail)

DRIVER’S LICENSE:                 

No or Yes and the Code (indicate if Learner’s)

OWN TRANSPORT:                 

Yes or No (indicate if company vehicle)

POSITION(-S) INTERESTED IN:                 
JOB TITLE(-S)



CURRENT REMUNERATION PACKAGE: 
R00,000.00 gross per month (R0, 000.00 net per 
month)  
· List of benefits, like Medical Aid
· Pension Fund

· Company Vehicle / Car Allowance
· Guaranteed 13th Cheque / Performance bonus
· Salary Expectation: R00, 000.00 gross p.m. / Negotiable                                                                   

Qualifications:


· Grade 12, year (School)
· List all your completed tertiary courses (Course, year completed, Institution)
Current studies:

· Give details of your current studies (Course, Institution)
COMPUTER LITERACY:                                        
· MS Word 
· MS Excel
· MS PowerPoint

· MS Outlook
· Internet Explorer
· Continue to list the software programs you 
CURRENT EMPLOYMENT:
Starting Date - Date
Job Title  – Company Name (Town)   

Type of company, e.g. Plastics Manufacturer
· List your key responsibilities/tasks here
· Make sure you give details of each task but not a long description
· Don’t duplicate tasks!
· You can list special achievements or awards that you’ve won
Reason for wanting to leave: Give a short  (and true) reason for wanting to leave but do not say anything bad about your current employer.
NOTICE PERIOD:                                         30 Days/1 Calendar Month (check your contract!)                                
(NB! List in descending order, in other words list your employment backwards and make sure you list all of your employers, even part-time positions, so that you don’t leave time gaps. If you were unemployed for a period of time, then enter the start and end dates and instead of the Job Title you type in Unemployed.)

PREVIOUS EMPLOYMENT:


Starting Date – End Date






Job Title – Company Name (Town)
                                                                       Type of company, e.g. Retail Store
· List your key responsibilities/tasks here
· Make sure you give details of each task but not a long description
· Don’t duplicate tasks!

· List any special achievements or awards won
Reason for leaving: Give your reason (-s). 
REFERENCE:                                         
Name and Surname (preferably of a person you have 





reported to, not just a colleague)






Job Title







Contact details (cell and landline numbers!)







Starting Date – End Date






Job Title – Company Name (Town)
                                                                       Type of company, e.g. Retail Store
· List your key responsibilities/tasks here
· Make sure you give details of each task but not a long description
· Don’t duplicate tasks!

· List any special achievements or awards won
Reason for leaving: Give your reason (-s). 

REFERENCE:                                         
Name and Surname (preferably of a person you have 





reported to, not just a colleague)






Job Title







Contact details (cell and landline numbers!)






Starting Date – End Date






Job Title – Company Name (Town)
                                                                       Type of company, e.g. Retail Store
· List your key responsibilities/tasks here
· Make sure you give details of each task but not a long description
· Don’t duplicate tasks!

· List any special achievements or awards won
Reason for leaving: Give your reason (-s). 
REFERENCE:                                         
Name and Surname (preferably of a person you have 





reported to, not just a colleague)






Job Title







Contact details (cell and landline numbers!)






Starting Date – End Date






Job Title – Company Name (Town)
                                                                       Type of company, e.g. Retail Store
· List your key responsibilities/tasks here
· Make sure you give details of each task but not a long description
· Don’t duplicate tasks!

· List any special achievements or awards won
Reason for leaving: Give your reason (-s). 

REFERENCE:                                         
Name and Surname (preferably of a person you have 





reported to, not just a colleague)






Job Title







Contact details (cell and landline numbers!)
GENERAL NOTES:

(Optional) Here you can tell the recruiter/employer a bit more about yourself, special interests, hobbies, etc.
