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CURRICULUM VITAE

OF

XXXXX (Name and Surname)

XXXXX (Email Address)
XXXXX (Cellphone Number)
Cover Letter

To Whom it May Concern (if you have a name address it directly to the person – ensure that their name is correctly spelt)
If you would like to include a short cover letter/overview of your job history – do it here.  Keep it short, relevant and ensure that there are NO grammar or spelling errors as this reflects very poorly on an applicant that is applying for a position.

If you do not want to include a letter remove this page.

PERSONAL DETAILS:

Name and Surname:



xxxxxxx
Languages:




xxxxxxx

Citizen:





South African

Contact Number:



xxxxxxx

Email Address:




xxxxxxx
SECONDARY EDUCATION:

Date of Completion:



19xx
Name of School:



xxxxxxx
Subjects:

xxxxxxx 

Highest Level Obtained:

xxxxxxx (ie Matric) etc

TERTIARY EDUCATION:

Date of Completion:



xxxxxxx
Name of Institution:



xxxxxxx
Majors:





xxxxxxx
Highest Qualification Obtained:

xxxxxxx

(If you are currently studying reflect the dates as 2016 – Present and change the bottom heading to Highest Qualification to be Obtained)
ADDITIONAL COURSES:

xxxxxx (Name of Institution, Course Name and Date Completed) (if relevant – otherwise delete section)

PROFESSIONAL REGISTRATIONS/BODIES:

xxxxxx (If relevant – otherwise delete section)
COMPUTER SKILLS:

xxxxxxx
EMPLOYMENT HISTORY
(From the most recent backwards)
Name of Company:


xxxxxxx
Nature of Business:


xxxxxxx
Employment Dates:


xxxxxxx (Month and year ie Jan 2000 – Jan 2006)

Position Held:



xxxxxxx
Reason for Leaving:


xxxxxxx
Job Responsibilities:

· xxxxxxx (List duties in bullet form as it makes it easy to extract and read)

· xxxxxxx 

· xxxxxxx 

· xxxxxxx 

· xxxxxxx 

· xxxxxxx 

· xxxxxxx
· xxxxxxx
· xxxxxxx
· xxxxxxx
· xxxxxxx
Name of Company:


xxxxxxx
Nature of Business:


xxxxxxx
Employment Dates:


xxxxxxx (Month and year ie Jan 2000 – Jan 2006)

Position Held:



xxxxxxx
Reason for Leaving:


xxxxxxx
Job Responsibilities:

· xxxxxxx (List duties in bullet form as it makes it easy to extract and read)

· xxxxxxx 

· xxxxxxx 

· xxxxxxx 

· xxxxxxx 

· xxxxxxx 

· xxxxxxx
· xxxxxxx
· xxxxxxx
· xxxxxxx
· xxxxxxx
Name of Company:


xxxxxxx
Nature of Business:


xxxxxxx
Employment Dates:


xxxxxxx (Month and year ie Jan 2000 – Jan 2006)

Position Held:



xxxxxxx
Reason for Leaving:


xxxxxxx
Duties:

· xxxxxxx (List duties in bullet form as it makes it easy to extract and read)

· xxxxxxx 

· xxxxxxx 

· xxxxxxx 

· xxxxxxx 

· xxxxxxx 

· xxxxxxx
· xxxxxxx
· xxxxxxx
· xxxxxxx
· xxxxxxx
Name of Company:


xxxxxxx
Nature of Business:


xxxxxxx
Employment Dates:


xxxxxxx (Month and year ie Jan 2000 – Jan 2006)

Position Held:



xxxxxxx
Reason for Leaving:


xxxxxxx
Duties:

· xxxxxxx (List duties in bullet form as it makes it easy to extract and read)

· xxxxxxx 

· xxxxxxx 

· xxxxxxx 

· xxxxxxx 

· xxxxxxx 

· xxxxxxx
· xxxxxxx
· xxxxxxx
If you have had various positions within one company, list the total period under the dates and break the jobs down with sub headings under the Job Responsibilities eg:
Financial Manager:

(Jan 2002 – Feb 2005)

· xxxxxxx 

· xxxxxxx 

Financial Assistant:

(Jan 2000 – Dec 2001)

· xxxxxxx 

· xxxxxxx 

CONTACTABLE REFERENCES:
Name of the Referee:

xxxxxxx 
Company Name:

xxxxxxx 
Position Held (theirs): 

xxxxxxx 
Contact Number:

xxxxxxx 
Email Address:


xxxxxxx 

Name of the Referee:

xxxxxxx 
Company Name:

xxxxxxx 
Position Held (theirs): 

xxxxxxx 
Contact Number:

xxxxxxx 
Email Address:


xxxxxxx 

Name of the Referee:

xxxxxxx 
Company Name:

xxxxxxx 
Position Held (theirs): 

xxxxxxx 
Contact Number:

xxxxxxx 
Email Address:


xxxxxxx 

