What is a CV?

Curriculum Vitae is a Latin term that means "course of life" - in other words a summary of your work experience, educational background, and skills. Your CV is your personal marketing tool that will secure you an interview - not a job. The more effort you put into this marketing tool, the better your chances that your CV will reflect the "true you" and the better your chances of being invited to an interview. 

A good CV is not just a standard template that you use to apply for any position, but it should be adapted to match each position that you apply for. 

What should your CV focus on?

Your CV should focus on your achievements and accomplishments - avoid "shopping list" descriptions of positions held and education completed. You should illustrate how you are different from other applicants with the same qualifications as yourself and how you will add value to the organisation. 

Why a CV?

CVs are used by recruiters to screen applicants and to select a few candidates for an interview. It could also be used to identify the strengths of different applicants. Never lie on your CV - if you are appointed and it is established that you did embellish qualifications and/ or skills, and then you could be dismissed. 

Before you start compiling your CV

· Why am I compiling this CV? Your aim is to introduce yourself in the most effective way to a prospective employer. Mainly, you will highlight your strengths and accomplishments. You will therefore need to do a careful analysis of your skills and provide examples of your accomplishments. 

· How can I target my CV? Put yourself in the shoes of the recruiter. What kind of skills and experience and qualifications are needed for this job? What is the culture of the organisation? Am I addressing all the requirements for the job in my CV (if you are responding to an advertisement)? 

· What should I include in my CV? Your CV should present evidence of your life experience in a positive way. Do not simply list all your work and educational experiences - demonstrate clearly what you have achieved and the skills you have developed. Maintain a balance between too much information (this will bore the reader) and too little information (this will not do your skills justice). 

· How should I present my CV? Think about your layout, the kind of paper you want to use, and whether you will be submitting this CV on-line. What kind of CV is needed - a 1 or 2 page CV, or an extended CV with more detail about my skills?

Format of the CV

· Use a consistent layout (for example, all headings in bold and font size 14 and all normal text font size 12) 

· Check spelling and grammar - use a dictionary and ask someone to read the CV for you if you feel unsure 

· Keep it simple - it is not necessary to use fancy fonts and coloured paper 
	 
	 
	Comments

	Curriculum Vitae of Paul Simon

	Phone number (home)
	(021) 999 9999
	· Make sure that you are in fact reachable at the contact numbers given 

· If you include your e-mail address, make sure that it looks professional (for example, an
address such as hotmama@yahoo.com, will
probably not make a good impression

	Cell phone number
	(072) 111 1111 (office and after hours)
	

	E-mail
	paulsimon@freemail.co.za 
	

	Physical and postal
address
	10 Church Street, Mowbray, 7700
	

	EDUCATION AND TRAINING

	Secondary education

	Period
	1999-2003
	· You can decide whether to include your secondary education information based on your
qualifications completed so far, when you completed it and whether it is asked for

	Qualification
	Senior certificate with endorsement
	

	School
	Church Street High School, Cape Town
	

	Subjects
	Afrikaans, English, German, Mathematics,
Economics, Accounting
	

	Tertiary education (completed)

	2004-2006



	 
	· List each qualification completed starting with the most recent first

	Qualification
	Bachelor of Accounting Science (BCompt)
	

	Subjects
	Accounting, Auditing, Income tax, Economics,
Business Management and Commercial Law
	

	Institution
	University of South Africa
	

	 
	 
	

	Period
	2003
	

	Qualification
	Certificate in Bookkeeping
	

	Subjects
	Bookkeeping I, Financial analysis I and Business
Management I
	

	Institution
	Damelin
	

	Tertiary education (current)

	Period
	2007
	 

	Qualification
	Honours Bachelor of Accounting Science (CTA
option)
	

	Subjects
	Applied Financial Accounting, Applied Management
Accounting, Applied Information Systems and
Applied Auditing
	

	Institution
	University of South Africa
	

	EXTRACURRICULAR ACTIVITIES

	2005
	Captain of Greens Soccer Club Team A
	· Mention activities that will relate to the position that you are applying for

	2006
	Treasurer for Student Representative Council, North-West Region
	

	WORK EXPERIENCE

	Part-time

	Period
	1 December 2006-
31 January 2007
	· List all job experiences: full-time, part-time, self-employed and voluntary 

· List job experiences from most recent backwards and INCLUDE THE START AND END DATE!

	Organisation
	Levis (Cape Town)
	 

	Position
	Sales clerk
	 

	Tasks
	Managing customer enquiries and complaints;
ordering stock and cashier duties
	 

	 
	 
	 

	Period
	1-14 July 2006
	 

	Organisation
	PricewaterhouseCoopers
	 

	Position
	Vacation job
	 

	Tasks
	Observing audits; performing calculations for audit
	 

	Voluntary

	Period
	1 February 2006-
current
	 

	Organisation
	Bureau for Counselling, Career & Academic
Development, Unsia: Parow
	 

	Position
	Peer Help volunteer
	 

	Tasks
	Career- and academic guidance to prospective and
registered Unisa students; Developing resources
	 

	PERSONAL SKILLS AND COMPETENCIES

	Language abilities
	· Mother tongue: English 

· Can understand, speak, read and write Afrikaans (advanced level) 

· Can understand and speak isiXhosa (beginners level)
	· Select to expand on skills that you think (or know) are important for the position you are applying for. 

· You can use the job advertisement or information from the company or recruitment agency to gather information about the required
skills for the position you are applying for. 

· Remember to state the skill and provide at least one example of when you demonstrated this skill

	Computer skills
	· MSOffice (MSWord, Excel, PowerPoint) -
advanced level 

· E-mail (advanced level) 

· MSProject (intermediate level)
	

	Communication skills
	· Writing: I am responsible for writing reports on behalf of the volunteer group to our supervisor 

· Listening: I have received training in listening
skills and apply it daily in my capacity as a
volunteer 

· Presenting: As a peer help volunteer, I have to
present career decision-making seminars to
prospective students
	

	Leadership skills
	· Training: As sales clerk, I had to train the person replacing me in terms of how to re-order stock 

· Decision-making: I am able to facilitate the career decision-making of others. The volunteer environment is loosely structured which allows me to decide how to manage my time 

· Leadership: As captain of the soccer team, I led my team to four out of five victories for the season
	

	Organisational skills
	· As a volunteer, I am responsible for organsing
outreach programmes to schools. This includes car rental, liaising with my peers and school personnel.
	

	INTERESTS AND ACTIVITIES

	· Soccer - I play for the Athens Sports Club 

· Book club - I am treasurer for my book club
	· Try to include a team or group activity, and only include interests relevant to the position you are applying for

	REFERENCES

	· Ms K Jones Human Resource Manager, Moores Rowland
Phone: 021 444 4444. E-mail: kjones@mr.com 

· Mr J Smith Store Manager, Levi's Cape Town
Phone: 021 555 4444. E-mail: jsmith@levis.com 

· Ms S Mangena Student Counsellor, Bureau for Counselling, Career &
Academic Development. Unisa, Parow
Phone: 021 999 4444. E-mail: mangena@unisa.co.za
	


http://www.unisa.ac.za/default.asp?Cmd=ViewContent&ContentID=15161
