
CURRICULUM VITAE 

OF

NAME & SURNAME

Add photo(Optional)
PERSONAL INFORMATION

	Name

	:
	

	Surname
	:
	

	Language
	:
	

	Nationality
	:
	

	Date of Birth
	:
	

	Marital Status
	:
	

	Dependents
	:
	

	Drivers License
	:
	

	Own Transport
	:
	

	Health
	:
	

	Residential Area
	:
	Only Suburb and City

	Contact details

Tel:

Cell:

E-mail address


	:


	

	Salary Expectation
	:
	

	Availability
	:
	


 Motivation on how you will fit on the job according to the job speck. Remember they want to see how you will fit on the position and the specks thereof.

Short Summery of career history (Latest company first)

1 Company

2 Month Year to Month year


3 Duties- Make a hyperlink to the relevant position on the CV below, with a hyperlink back 

4 Reason for leaving

Ensure that you give all the information in full from here. Also ensure that your menu is easily visible. This is a revolutionary idea and many people will not look for it.  
MENU

Education
Additional Training/Short Course
Computer Literacy
Portfolio Of Skills And Competencies
Educational, sport and career achievements
Employment History
A summery of skills: e.g.
	Skills
	Years
	Level of expertise
	

	Microsoft Office
	15
	Advanced
	

	Filing 
	20
	Advanced
	

	Meetings: Arranging, correspondence,  documentation, recording and taking minutes, typing of minutes
	15
	Advanced
	

	Logistics: arranging travel, accommodation, 
	17
	Advanced
	


Accounting Administration – approx. (number of years)

Same as above.

Customer Service – approx. (number of years)

Same as above.

Hospitality Industry / FMCG – (number of years)

Same as above. 
Education- Menu
BASIC EDUCATION

	High School
	:
	

	Highest Std Passed
	:
	

	Year
	:
	

	Subjects
	:
	


TERTIARY QUALIFICATION(S)

	Institution 1
	:
	

	Year graduated
	:
	

	Subjects
	:
	


	Institution 2
	:
	

	Year graduated
	:
	

	Subjects
	:
	


	Institution 3
	:
	

	Year graduated
	:
	

	Subjects
	:
	


ADDITIONAL TRAINING/SHORT COURSES  - Menu
	Institution 1
	:
	

	Course
	:
	

	Date obtained
	:
	


	Institution 2
	:
	

	Course
	:
	

	Date obtained
	:
	


	Institution 3
	:
	

	Course
	:
	

	Date obtained
	:
	


COMPUTER LITERACY – Menu 
	Computer Software
	:
	


PORTFOLIO OF SKILLS AND COMPETENCIES  - Menu 
For Example
	Leadership
	Provide information of positions and experience during school or your career. 

	Organisational skills
	

	Communication
	

	Initiative
	

	Dedication
	

	Flexibility
	

	Values


	

	Stability
	

	Etc.
	


EDUCATIONAL, SPORT AND CAREER ACHIEVEMENTS - Menu
	Achievement
	
	Details

	
	:
	

	
	
	


EMPLOYMENT HISTORY – Menu 
	Company 3
	:
	

	Industry
	:
	

	Period of employment
	:
	Eg April 2000 - Current

	Position 2
	:
	

	Period in this Position
	:
	Eg 2 years

	Duties
	:
	

	Position 1 
	:
	

	Period in this Position
	:
	Eg 2 years

	Duties
	:
	

	Reason for leaving
	:
	

	Reference (name, position & Tel no.)
	:
	

	
	
	


	Company 2
	:
	

	Industry
	:
	

	Period of employment
	:
	Eg April 2000 - Current

	Position 2
	:
	

	Period in this Position
	:
	Eg 2 years

	Duties
	:
	

	Position 1 
	:
	

	Period in this Position
	:
	Eg 2 years

	Duties
	:
	

	Reason for leaving
	:
	

	Reference (name, position & Tel no.)
	:
	


	Company 1
	:
	

	Industry
	:
	

	Period of employment
	:
	Eg April 2000 - Current

	Position 2
	:
	

	Period in this Position
	:
	Eg 2 years

	Duties
	:
	

	Position 1 
	:
	

	Period in this Position
	:
	Eg 2 years

	Duties
	:
	

	Reason for leaving
	:
	

	Reference (name, position & Tel no.)
	:
	


Menu

