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

Nationality: 

Ghanaian
ID no:    


H3513512
Date of Birth: 

9 January 1961


Home Location:

5 Green Street, Accra
Work Location:          
Tarkwa
Cell number:

00233 24 924 9249 
Home number:

00233 30 123 1234
E-mail: 


BenMY@yahoo.com / b.yamoah@forevermining.com.gh
Drivers License:

Class B
Marital Status:        
Married, 3 dependants

Languages:         
English and Akan
Availability:         
30 Days
Current Salary:          
GHS 5000 basic plus benefits (Medical Aid, Pension)
 FORMAL EDUCATION:

	Year completed
	Institution
	Qualification

	2001
	Accra Technical Training Centre
	Higher National Diploma in 
Heavy Plant Mechanics

	1980
	Accra Secondary School
	SSCE


OTHER CERTIFICATES:
· Certificate in Engine Systems 2 - City & Guilds, 2009
· Certificate in Chassis System 2 - City & Guilds, 2009
· Certificate in Plant installation & Maintenance - City & Guilds, 2006

· Certificate in Technical English & Engineering Trades Subjects - City & Guilds
OTHER COURSES AND TRAINING:
· Machinery Lubrication Academy – Level 1&2

· Refresher Courses on: Komatsu Machines, Component Lubrication & Maintenance

· Work, Planning & Control Training Workshops – Forever Mining Company
· 1 month Technical courses done at Ghana Engineering Skill Training Centre, 2006:

· Basic Hydraulic System 

· Trouble Shooting Hydraulic System 

· Basic Pneumatics Course

· Electro Pneumatics Course

COMPUTER SKILLS:
· SAP – Basic

· MS Office (Word and Excel - Intermediate)

EMPLOYMENT HISTORY:
Jul 2001 – Current 

FOREVER MINING COMPANY
(Nov 2008 – Current) 

Tarkwa branch
Position: 


Foreman

· Supervising 9 artisans, 12 semi-skilled and assistants

· Allocation of jobs to artisans, tradesmen and on-job training of apprentices

· Planning

· Provides technical information and participates in the control of sectional costs by optimising resource utilisation in area of work

· Budget preparations and ordering of spares

· Maintains equipment using appropriate maintenance technologies to ensure optimum equipment availability and reliability 

· Verifying the planned maintenance schedule and recommending appropriate amendments as necessary

· Performing inspections on work carried out by apprentices and maintenance operatives and identifying areas needing attention

· Troubleshooting and Overhauling of hydraulic and pneumatics systems

(Jun 2005 – Oct 2008) 

Moreta branch
Position: 


Diesel Mechanic 

· Maintained equipment with maintenance technologies to ensure optimum equipment availability and reliability 

· Verified the planned maintenance schedule and recommending appropriate amendments as necessary

· Performed inspections and identifying areas needing attention

· Diagnosed faults and assessed the requirements for spares, labour, tools/equipment and time, advising the supervisor to ensure availability

· Carried out scheduled /non-scheduled installations, repairs and overhauls in compliance with engineering standards and procedures providing feedback to the supervisor 
· Provided updates to the supervisor on work-in-progress to ensure effective workflow 

· Inspected and assessed equipment performance and condition

· Obtained all relevant permits and carrying out risk assessments before commencing work

· Identified and prioritized work that needed to be done and highlighting it to the supervisor

· Provided information for the development of work schedules

· Attended to all administrative functions, taking cognisance of the need to create a clear audit trail
· Maintained an information management system
· Compiled reports and statistics as required

· Adhered to all safety health and environmental policies and procedures as well as Mines, Quarries, Works and Machinery Act in area of responsibility

· Trained apprentices

(Jul 2001 – May 2005) 

Accra branch
Position: 


Apprenticeship in Heavy Plant Mechanic
· Carried out service, troubleshooting, overhauls and maintenance on Cat, Komatsu, Bell and Volvo earthmoving machines

Reasons for wanting to leave: No promotion. Looking for more challenges and better opportunities. Would really like to move back to and work in his home town at Accra.

TYPES OF PLANT EQUIPMENT WORKED ON: 
· Heavy earth moving equipment shovels RH120E, Engine Model C18, shovels RH120E 
C – Series Cummins dump trucks 777C, dump trucks HD785 (CAT, JCB, Hyundai, Volvo, 
Champion, Bell, Komatsu) 
· e.g., Dozers, dump trucks, mobile cranes and rollers 

TYPES OF VEHICLES WORKED ON: 
· Volvo F12, Scania, Leyland super comet 24-16, Bedford TL13-16, Articulated trailers independent 
· Trailers, Nissan UD, Tractors, Mazda, Toyota, etc. 

TYPES OF SMALL PLANTS WORKED ON: 
· Electric generators, Compressors, Electric motors, Water pumps, Compactors, Valves, Screens

· Maintenance fitting electrical motors, crushers, water pumps and hydraulics operated machines 


REFERENCE:

Forever Mining Company

Mr George Baliba

Plant Supervisor

Cell: 00233 24 123 4567
E-mail: georgeb@forevermining.com.gh
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Make sure the dates are always chronological from most recent to past achievments.





Use proper dates from most recently. Be specific. For example - 2001 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.





With 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 Apprentice to Diesel Mechanic to Foreman 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.








