

Please complete the form to the best of your ability and forward back without any other attachments to us at cv@wesconstruction.co.za. Also save this document only as CV – Name & Surname, Example: CV – Tshinguyse Ncube, when sending back to us. If you have any questions please send it to cv@wesconstruction.co.za or phone (+27) 084 374 8608.
Personal Details
Title



<Insert your title: Mr / Ms / Dr / Prof / Other (specify)>
Full Names



<Insert your name and surname>
Known As



<Insert your ‘known as’ name>

Date of Birth



<dd mm yyyy>
ID Number / Passport Number


<Insert your ID / Passport number>




Area of Residence



<Insert your area> 

Nationality



<Insert your nationality> 

Race



<Male / Female>

Gender

<White / Indian / Coloured / Black African / Asian / Other (specify)>

E-mail Address



<Insert your e-mail address>


Preferred Contact Number
<Insert your telephone number, preferably your landline number. Remember to insert your area code> 

Alternative Contact Number
<Insert a different number to the number above, preferably your cell phone number>
Own Transport



<Yes/No>
Drivers License



<Please specify code licensed for>
Availability


<Immediately / 24 Hours / 1 Week / 2 Weeks / 30 Days / Calendar Month / Other (specify)>
 
Salary Expectation (Before Deductions)
<Insert the monthly Rand value, E.g. R10,000>
Educational Background
Secondary Education
Institution



<Insert the name of the institution>
Highest Grade Achieved


<Insert highest grade achieved e.g. Grade 12>
Year Completed



<Insert the year completed>
[Instruction] If you have matriculated with an exemption, state the following: Matriculated with Exemption in <year>



Subjects



<Insert your subjects>
Distinctions Obtained



<Insert distinctions obtained per subject>
Leadership Roles

<Insert the leaderships roles held e.g. Sports team captain, Student Council, etc>
Awards Obtained



<Insert awards obtained e.g. Best Accounting Student>
Tertiary
Institution



<Insert the name of the institution>
Qualification

<Insert the qualification, E.g. > Bachelor of Accounting Science (Bcompt) 

Year Completed



<Insert the year completed>
[Instruction] If you are still studying towards the qualification, mention (Current)>


Subjects



<Insert your subjects>
Distinctions Obtained



<Insert distinctions obtained per subject >
Leadership Roles



<Insert the leaderships roles held e.g. Sports team captain>
Awards Obtained



<Insert awards obtained e.g. Best Accounting Student>
Computer/Software Proficiency
[Instruction] Complete the table below by indicating your level of proficiency with an ‘x’. You are able to add more computer or software proficiencies in the ‘Other’ fields listed below. 

	Course
	Level Of Proficiency

	
	1 – Basic
	2 – Intermediate
	3 - Advanced

	Microsoft® Excel
	
	
	

	Microsoft® Word
	
	
	

	Microsoft® Outlook
	
	
	

	Microsoft® PowerPoint
	
	
	

	Microsoft® Access
	
	
	

	Pastel Accounting:
	
	
	

	
	1 – Basic
	2 – Intermediate
	3 - Advanced

	>  Level of Proficiency
	
	
	

	>  Year/Version Number
	

	>  Software Solution (Pastel Start-Up Xpress, Xpress, Partner,  Evolution)
	

	Pastel Payroll:
	
	
	

	
	1 – Basic
	2 – Intermediate
	3 - Advanced

	>  Level of Proficiency
	
	
	

	>  Software Solution (Pastel MicrOpay, Pastel Partner Payroll, Pastel Evolution payroll & HR)
	

	<List other proficiencies>
	
	
	

	<List other proficiencies>
	
	
	


Employment History
Company

<Insert the company name>
Position




<Insert the position held>
Period 





<From mm / yyyy to mm / yyyy>
Task and Key Responsibilities:
· <List your key responsibility>
· <List your key responsibility>
· <List your key responsibility>
· <List your key responsibility>
· <List your key responsibility>
· <List your key responsibility>
· <List your key responsibility>
· <List your key responsibility>
· <List your key responsibility>
· <List your key responsibility>
Reason for Leaving:
<Specify your reason, E.g. Retrenchment /Contract Position/Career Growth>
[Instruction] Insert your full Employment History.
References

[Instruction] Always ask permission to use someone as a Reference. Ensure that you have liaised with your references prior to inserting their details. This way you have pre-warned them to expect a call from your potential employer or recruitment agency so that they can be prepared and give you the best possible reference.
[Instruction] While this is not a pre-requisite, with the intention of transparency, it is always advisable to include a comprehensive list of relevant and qualified References when compiling your CV. References will confirm details you have bulleted in your ‘Tasks and Key Responsibilities’. If you are a graduate without a working References, it is recommended that you list a mentor or lecturer who you worked closely with during your studies and/or apprenticeships. Remember that work References should ideally be your prior supervisors and managers and not work colleagues.
[Instruction] A minimum of two of your most recent References are recommended. School leavers should supply testimonials or character References.

Full Name



<Insert the name of the person providing the Reference>

Title

<Insert the title of the person providing the Reference, e.g. Mr / Ms / Dr / Prof / Other (specify)>

Job title of specified reference

<Insert the job title of your Reference>
Contact Number

<Insert the contact number of your Reference, it is recommended that you provide landline numbers>

Preferred Contact Time

<Insert the time that your Reference would prefer to be contacted>
E-mail Address



<Insert the e-mail address of your Reference>

Position held at this company


<Insert the position you held at this company>
Curriculum Vitae
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