
WRITING A PROFESSIONAL CV IN SOUTH AFRICA

A Curriculum Vitae (CV) is a short description of where you've worked, where you went The Department of Labour has
an example of a CV in Your CV [PDF].

More information on verifying qualifications and which institutions are accredited can be found in English on
the South Africa Qualifications Authority website. One of our helpful immigration consultants will be able to
assist you further. Never lie on your CV â€” you will get caught out! You can also include extracurricular
activities, awards, honours and courses. Use positive language: Use power words when describing work
achievements. This includes: Personal information: This includes you names, contact details and ID number
Working experience: List your working experience, starting with your most recent job and working your way
back to your first job. Fear not, to get you started on the right foot, this guide offers some advice regarding the
key elements from finding job vacancies in Cape Town and its surrounding areas, to being prepared for job
interview questions in South Africa. Check your spelling: Make use of spell check software program, then
double check your spelling or even triple check it for safety sake. Step 2: Design your CV There are many
ways to create your CV and with countless apps and digital tools, it just got easier. You can use bullet points
to list your skills; they look neater. The first column can state the requirements for the job usually stated in the
job advertisement while the second column lists your qualifications that match the requirements. It also gives
you the choice to choose from CV styles to suit your application. If you are sending this type of CV, it should
be accompanied by a cover letter, and you should follow up your application with a phone call to confirm they
received it. Get a free, confidential review from a CV expert. Here is an example: Dear Mr Hattingh Thank
you for considering my application for the features writer position at your company. This guide provides some
useful tips and tricks. Use a Word document to create your CV. With English being the widely used business
language, most companies will accept applications in English, unless the job application specifies otherwise. If
you are emailing, you should use the email as your cover letter and attach your CV within the email as a word
or PDF document. Education: Here you'll need to list all your qualifications, starting with the most recent and
ending with your first. Construct your CV with your prospective employer in mind: One of the best tips for
writing a CV in South Africa is to think about what your prospective employer would want, and construct
your CV accordingly. State the job that you are applying for in the opening line. Alternatively if you prefer for
us to call you, then all you need do is a request a call back. Due to the current economic situation, it is more
important than ever to be increasing your chances of getting a job. Job interviews in South Africa typically
take place over the phone or in person, as well as online, which can be helpful as a foreign international
looking to work in South Africa and if the company insist on a face-to-face interview in South Africa, then
they should pay for your travel expenses. Always be willing to listen to criticism and advice to improve.
However, naturally having a good understanding of Afrikaans or any of the other official languages will be a
distinct advantage to foreign applicants. Tailor your CV to the job: Do your best to tailor your CV to the
specific industry and job you are applying for. These are only guidelines as there are many ways to write a
cover letter. These are usually sent out first, providing prospective employers with your personal information
and contact details, education and a list of previous employment in reverse chronological order. Incoming
search terms:. Advertisement South African CV customs Your South African CV is your best marketing tool
to potential employers and you want it to stand out for the right reasons, highlighting you as a suitable
candidate for the interview stages. Save your Word document as a PDF so that no one can change your details.
Rather choose not to reveal personal information such as your marital status and physical address. In South
Africa, employers put great emphasis on post-education qualifications and work experience, so the questions
are likely to be focused on these areas, but can also include: Why are you applying to work in South Africa?
Stay away from including the reasons why you left previous jobs. South Africa is a country full of diversity
with eleven official languages. As a foreign worker in South Africa, some employers may not understand the
qualifications from your country, so it may be worth checking they are suitable and equivalent to the South
Africa job prerequisites. OR Try using a table with two columns. What makes you a good candidate for the
job?


