Please note: When sending your CV always pay special attention to the addidtional requirements requested by the company / recruitment agency you are applying to. For eg. If you need to attach things like; a copy of your ID/passport, work permits, copies of your certificates / diplomas and written references. There is a reason they ask for these things! 

CIRICULUM VITAE


(Insert a professional picture of yourself here)


Personal Details
[bookmark: _GoBack]

Name:				…				
Surname: 			…
ID number:			…		
Residential address:		…
Contact Number:		…
Email Address:			…
Age:				…	
Sex:			   	…			
Marital Status:			…	
Dependents: 			 …	
Nationality:			…	
Criminal offences:		…
Driver’s License:		…	
Own Transport:			…	
Availability:			…	
Smoker:			…

Personal Overview

Tell us about yourself – personally and professionally. 
What type of person are you? 
What do you like doing in your spare time? 
Where do you see yourself in 5 years? Etc. 
Sell yourself! Why should we take you and not the next person?




Qualifications

Higher Education

Qualifications:
· Qualification –
· Certificate / Diploma / Degree / Doctorate - 
· Years of study – 
· Year completed studies – 
· Where did you study? - 

Product Knowledge:

· …
· …
· …
· …

Secondary Education

School: 
…
Final grade completed:
Grade 12
Highest grade Passed:
Grade 12
School subjects:
· …
· …
· …
· …

Employment History

*ALWAYS start with your most recent position*

Employer: …

Position Held:
…
Key Duties:
· …
· …
· …
· …
· …
· …
· …
 
Employment Period:
…(be sure to include month and year)
Reason for leaving:
….
Retail/Turnover Percentage:
…%


Employer: …

Position Held:
…
Key Duties:
· …
· …
· …
· …
· …
· …
· …
 
Employment Period:
…(be sure to include month and year)
Reason for leaving:
….
Retail/Turnover Percentage:
…%

Employer: …

Position Held:
…
Key Duties:
· …
· …
· …
· …
· …
· …
· …
 
Employment Period:
…(be sure to include month and year)
Reason for leaving:
….
Retail/Turnover Percentage:
…%

Employer: …

Position Held:
…
Key Duties:
· …
· …
· …
· …
· …
· …
· …
 
Employment Period:
…(be sure to include month and year)
Reason for leaving:
….
Retail/Turnover Percentage:
…%

References

*Always include the contact detail of every position you documented above*

Place of work: 
Name of contact:
Position of contact: 
Contact Detail: 
Written Reference: 

Place of work: 
Name of contact:
Position of contact: 
Contact Detail: 
Written Reference: 

Place of work: 
Name of contact:
Position of contact: 
Contact Detail: 
Written Reference: 

Place of work: 
Name of contact:
Position of contact: 
Contact Detail: 
Written Reference: 

(YOUR NAME AND PROFESSION) 		(DATE)
