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(Please note: this is an EXAMPLE CV- All information herein is non – existent)
PERSONAL DETAILS:
Nationality: 

South African

ID no: 

770313 0101 012
D.O.B:

13 March 1977

Home Location: 
10 Church Street, Pretoria, 1001
Work Location: 
Midrand

Cell number: 

071 111 1234

Home number: 
012 012 3456

Work number: 
012 123 4567
E-mail: 

sarah@example.com
Drivers License:
Code 08
Marital Status: 
Married, one dependent 

Languages: 

English, Afrikaans, Conversational Zulu 

Availability: 

30 Days
Current salary: 
R240, 000 Cost to company per annum

FORMAL EDUCATION:

	Year completed
	Institution
	Qualification

	2008
	Damelin
	Secretarial Diploma

	2006
	UNISA
	Diploma in Project Management

	1997
	Normandy High School
	Matric


COMPUTER SKILLS:
· MS Office (Word - Advanced, Excel - Advanced, PowerPoint – Intermediate)
· Pastel 

· SAP – Basic

· Typing speed 50wpm

EMPLOYMENT HISTORY: 

Oct 2004 - Present

MOTOR ENGINEERING COMPANY

(June 2009 – Present)

Position:                

Divisional Secretary
· Screen all incoming calls for Head of Division
· Electronic diary management

· Compile PowerPoint presentations for meetings

· Minute taking of all meetings 

· Travel arrangements – local and international

· Assist with Tender documents typing and submission
· Prepare all other office correspondence (typing, copying, distribution and filing)
· Assisting with Job cards and time sheets

· Organising and assisting with year-end events, birthdays and conferences

· Ordering office stationary

· Doing deliveries to the sister branches.

Projects worked on:
· Assessments for new factory premises construction (6 months project) – value of R2mil

(Oct 2004 – May 2009)

Position:                      
Personal Assistant To The HR Manager

· Organising interviews

· Organising temps

· Liaising with recruitment agencies

· Organising payment requests

· Dealing with HR queries

· Leave capturing

· Reference checking, Qualification verification, SAP criminal checks 

· Organising induction

· Capturing pension fund on Portal (Momentum)

· Capturing salary information for new employees

· Typing Letter of appointments

· Hiring of new employees 

· Organising training plan

· Submit new Momentum medical application forms for new employees

· Capture the following information :

· Status changes of employees 

· Salary adjustments 

· Inform IT and all relevant parties on new employees starting

· Maintenance of personnel files

Reasons for leaving: Growth and more responsibility within mining or engineering field. Looking for a new challenge in a new environment. Feel that I have reached my full potential. I would like to use my Project Management Diploma.

Mar 1999 – Sep 2004 

PEOPLE’S ENGINEERS
Position:                              
Secretary
· Main point of contact for all incoming calls.
· Diary management for Manager

· Co-ordinate board meetings and taking minutes

· Travel arrangements – Organising Visas, Passports, Hotel accommodation, transport etc. 

· Typing, copying, faxing, filing etc.

· Assist in Accounts department during payroll
· Managing petty cash and ordering office stationary
Reasons for leaving: Company closed down
AWARDS AND SPECIAL ACHIEVEMENTS: 
· Voted as best waitress 3 months consecutively at Wine and Dine Restaurant

· Achieved highest pass mark with the Project Management Diploma in the 2006 

· Motor Engineering Company – Social development group leader
REFERENCES – ONLY TO BE CONTACTED WITH PERMISSION: 

Motor Engineering Company

Mr Jakes Tembekani

Supervisor

Tel (w): 012 123 4567   

E-mail: jakest@motorengco.co.za

FOR MORE VALUABLE CV WRITING TIPS, PLEASE FOLLOW THIS LINK: http://adogreen.com/candidates/cv-example-and-writing-tips-africa/
Make sure the dates are always chronological, from most recent to past achievements








Use proper dates from most recently. Be specific. For example - 2004 to Present is too vague. Include the months as well.





Be very detailed regarding duties and responsibilities. This is VERY important information for a client.


Avoid being too brief, otherwise you may be interpreted as being too inexperienced for the positions you are applying for.





If you have had more than one position in an organisatation, detail your career progression in chronological order, still expanding on the duties and responsibilities of each. This candidate was promoted from a Personal Assistant to Divisional Secretary in the same company, hence the dates in brackets.





Always put reasons for leaving each company. Reasons for promotion within the same company are not required. This helps clients to assess your motives and preferences.





Lastly, remember that a reference that the client would require is someone who you have directly reported to in the past. Putting on work colleagues can be used in the event where someone may be battling to get in contact with you, but are generally not accepted as they would not have been a direct report.









