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DOCUMENTS NECESSARY FOR THE JOB SEARCH: APPLICATION FORM, COVERING LETTER AND CURRICULUM VITAE (CV)

When applying for a job, it is standard practice to submit a Curriculum Vitae (CV) with an accompanying covering letter. Some companies and organisations, however, require in addition that applicants complete an application form. It is vital to a successful job search that great care is taken in the writing or completion of all these documents as they serve as the means of introducing and marketing yourself to a potential future employer.

1.    THE APPLICATION FORM
This is a printed form requesting all sorts of information from you, ranging from straightforward biographical details, work experience, education, special awards and achievements to paragraphs describing your personal development, including such things as your career goals and aspirations, your successes and failures in life and what you have learned from them, and your personality. It is important to take time to prepare adequately for the task of filling in an application form. Let the application form be a convincing commercial for you. Remember that these forms are designed and used to screen you out rather than in, so you need to put much thought and research into answering each question.

Preparation

· Collect together all the facts and information needed to fill in the form e.g. dates, holiday job details, references, certificates, reports, your CV and put them together in a file. You might already have done this in the process of developing and putting together a portfolio. (See Pamphlet 5: Developing a Portfolio)
· Find out about the company you are applying to before filling in the form. 
· Read through the form a couple of times to make sure you understand what the selectors’ requirements are and what all the questions and instructions mean. Follow all instructions very carefully.

· Make one or two copies of the form and practise answering by drafting your answers in rough first.

· Adopt a positive attitude so that you can do yourself justice.

Communicating effectively

· Always provide detailed information – make good use of space provided for each answer by being as comprehensive as possible.

· Use good presentation and style e.g. use black ink, fill in the form neatly, check spelling, punctuation and grammar.

· Make sure that whatever you say about yourself is relevant to the specific job or position for which you are applying. 

· Give concrete evidence of the claims you make about yourself.

· Always emphasise your positive points and make less of the negative things

· If asked to write a paragraph about yourself, try to bring in the unique attributes and strengths you can offer that make you stand out from other applicants.

· Enclose copies of any required documents with your application.

· Note that when you sign an application form, you are signing a legal document and you are confirming that what you have written is true.

On completion of the form

· Make a copy of the completed form to keep before submitting it as you might need to refer to it should you be 

called for an interview.

· Make sure you send it to the correct person and address as requested on the form. 
· Allow enough time for it to reach its destination before the closing date – allow time for slow mail.

· Other options could be to deliver the form by hand or to send it by registered mail.

· If you are not successful with your application, don’t despair – keep trying

2.   THE COVERING LETTER

This is a very important letter. It is a formal letter in which you apply for the job or position and present yourself for the first time to a prospective employer. It is the letter that introduces you and your CV to the employer and through which you market yourself. Although short, usually about one page, it is the first impression that a prospective employer will get of you. It must convince the employer of your value as a prospective employee, i.e. that you have the qualities and skills that are required. It should also motivate the employer to want to find out more about you by reading through your CV.

A good covering letter must therefore:

· Be interesting

· Be work-centred and employer-centred, showing how your skills, strengths  and knowledge relate to the position advertised

· Emphasise transferable work experience and skills

· Highlight your positive attributes through the content, tone and word choice you use

Structure of a covering letter

Covering letters have 3 basic structural components viz. 
· an introduction, in which  you state why you are writing the letter (i.e. to apply for a particular position which was advertised in a particular publication), and who you are (you give brief details of where and what you are studying and what year of studies you are in);

· a middle section, (probably the longest and most important part of the letter) in which you provide information about why you think you should be considered for the job. Here you need to relate your skills, knowledge and abilities to the requirements of the employer – these are usually clearly stated in the job advertisement. You can also point out any relevant training or work experience you’ve had and highlight appropriate extramural activities. In this section you need to convince the employer of your ability and suitability for the job; 

· a conclusion, in which you state that you are enclosing your CV and that you are willing to attend an interview. End the letter with a final sentence in which you thank the recipient for considering your application, followed by an appropriate closing, your signature and typed name at the end.

Important points to remember:

· This is a formal, business letter – the language should be simple, direct and professional.

· Spelling, grammar, sentence structure, punctuation and format should be perfect. Get someone to check it for you if possible.

· Date the letter for the day on which you plan to post it.

· If possible avoid the “Dear Sir/Madam” opener. Find out the name of the appropriate person and address the letter to him/her. If you cannot obtain this information, address the letter to the Human Resources Manager or the Personnel Manager.

· Type the letter and print it on good quality, plain white paper. Always sign the letter in ink above your typed name – do not send a photocopy of a signed letter.

· Provide a heading for your letter so that the reader knows what the letter is about immediately. 
· It is preferable to apply for a particular position or type of position, not just for anything that might be available. Generic, mass produced letters are not always well received. 

· Keep the letter to one page in length if possible.

· Remember to include contact phone numbers/email address.

Example of covering letter


60 Bash Str

Port Elizabeth 6001


Tel: (041) 5854321

Email: jtcmiller@hotmail.com
6 April 2005

Mr Sean Meyer

Human Resources Manager

Rainbow Motor Corporation

PO Box 12345

PORT ELIZABETH 6000

Dear Mr Meyer

Application for position as Human Resources Officer

I hereby wish to apply for the position of Human Resources Officer as advertised in the Sunday Times of 3 April 2005.

I am presently in my third and final year of studies towards a BA degree in Human Resource Management at the Nelson Mandela Metropolitan University (formerly the University of Port Elizabeth). My major subjects are Industrial Psychology and Sociology. 

I believe that I am eminently suitable for the position as I have a strong interest in industrial relations and conflict management, gained through my exposure to elective coursework in Labour Relations and Conflict Resolution. I have also gained valuable experience in human resource management through vacation work in 2004 at ABC Engineering where I was responsible for writing job descriptions and assisting with the development of a job grading system for the company.
I am a self-motivated, diligent individual, committed to achieving high standards of competence and professionalism in whatever I do. I believe that I can be an asset to your company and contribute meaningfully to the efficiency of Rainbow Motor Corporation.

I hereby attach my Curriculum Vitae in support of my application as well as my current academic record and Matriculation Certificate.

I trust that my application will receive your favourable consideration and look forward to hearing from you.

Yours sincerely

(your signature here)

John C Miller
3.   THE CURRICULUM VITAE (CV)

A curriculum vitae or CV is a short history or resumé of your life and not an autobiography! As such, it must be to the point and tailored to the specific post you are applying for. This means that you will constantly need to upgrade and modify your CV as you go through your working life. Your CV is your marketing tool and “you” are the product that you are selling.  In this very competitive job market, your experiences, skills, knowledge and leadership qualities must be presented in such a way that you stand out from the rest of the candidates who are either applying for employment or a bursary.
Points to remember:

· There is no ultimate or single correct way of setting out a CV. The example given below is to be used as a guideline only. There are many possible ways to write a CV, examples of which can be found in books and on the internet. The main point is, that whatever style you choose, it is clear and easy to read, it shows your academic progress and achievements, important skills and activities you participate in, and any work experience you have had, however little this might have been.

· The only personal details that you need to provide are your full name, address and telephone number (term and permanent) and email address. It is no longer necessary to provide biographical details such as age, race, sex or marital status. You may provide your ID number if you wish though it is not compulsory to do so.

· Apart from personal details, a CV usually contains details of your education and qualifications, work experience, activities and interests, and the names of 2 to 3 referees. It may also include leadership roles and any special achievements or awards you have obtained.

· Under education list all your educational qualifications, including training courses you may have completed, at secondary and tertiary level.

· Under work experience, include vacation and part-time work as well as full-time jobs. Do not omit jobs because they seem menial – all experience is valuable. State the name and location of your employer, title of the job or area of work, and period of employment.

· Activities and interests (with possible leadership roles 
and special achievements) are important, particularly if you have limited work experience. The information you list here will help employers detect your potential for leadership and your skills in organization and communication. Always focus on activities and interests that will be most relevant to the job. Refer to societies and professional associations, campus and off campus activities, volunteer work, hobbies and sport. When listing these in the CV, include present and past activities, and list them in reverse chronological order.

· Skills development: it is important that you reflect on the particular skills learned or developed as a result of the activities you participated in and the work experience you gained. Note: Often these include very valuable transferable skills such as teamwork, organizational ability, time management and communication skills which are regarded as important by employers.

· Tailor your information to the particular job for which you are applying  

· Always update your CV on a regular basis

· References: Supply the names, designation and telephone numbers of no more than three referees – preferably at least one should be an academic and one someone you have worked for. Do not give names of people that you have not consulted and be sure that your references will be positive.  Give a copy of your CV to your referees to remind them of your achievements.

· For some jobs, for example, in the geology field, a driver’s license is essential for your application to be considered. If you think or know that a license is needed, be sure to mention that you have one on your CV
· You need to personalize your CV – you must come across as unique and interesting so that the employer notices you. Remember  that  he/she  has to  read  through  hundreds  of CVs.
· As the CV is a formal document, it should be typed and printed on good quality plain white paper. Avoid coloured paper and ink as well as gimmicks like clipart which will make your CV come across as being “trashy” and un-business-like

· Do not bind the CV; rather staple pages together at the top left corner. This makes it easier for the reader to flip through or to make extra copies or to file.

· Layout is important and can make the difference between whether the reader can make sense of the information or not. Use a simple, easy to read font (between 10 and 12 points), a non-decorative typeface and wide margins. Do not print the whole CV in CAPITAL LETTERS – they are not easy to read. Use bold print, underlining, italics and capital letters for emphasis.

· The cover page of your CV should contain your name and the words “Curriculum Vitae”. You could also include the month and year in which you are submitting it. Make sure your name and contact details are also at the top of the first page of your CV.

Employers prefer short CVs – try to make your CV not longer than 2 – 3 pages.

Example of a CV

SIPHO MAVUSO 

Term Address:



Home Address:


Unitas Residence 05



15 Waddell Lane

 


PO Box 77000





Walmer






Nelson Mandela Metropolitan University

              PORT ELIZABETH 6070
              PORT ELIZABETH 6031



Tel:  (041) 5819999

Tel:  (041) 5042526






email:



PERSONAL INFORMATION:

Identity Number:

Nationality:

Languages:

Driver’s License:   (very necessary for some jobs e.g. geologist. Do not include the heading if you do not have a license)

EDUCATION:

Tertiary:

2005



Nelson Mandela Metropolitan 




University






(Formerly University of Port




Elizabeth)






BCom (3rd year)

2003 – 2004


University of Port Elizabeth





BCom (1st and 2nd year)






(See attached academic record)
Secondary:

2002 



Matriculated at Pearson High 




School, Port Elizabeth




(See attached Matriculation 




Certificate)
ACTIVITIES AND INTERESTS:

LEADERSHIP ROLES:

SKILLS DEVELOPED:

AWARDS AND ACHIEVEMENTS:

COMPUTER LITERACY:
Excel, MS Word, Pastel, 





PowerPoint, Internet, Windows 95

WORK EXPERIENCE:
(Any practical work 




experience, be it in your 




study direction or not – 




please start with 2005 and 



go 2004, 2003)





backwards i.e. 2004, 2003

SKILLS DEVELOPED:

REFERENCES:

(2 – 3)





Professor J Smith




Dean:  Faculty of Business




and Economic Sciences
Nelson Mandela Metropolitan University
Tel:  (041) 504 1000
Various ways of heading your CV
A
Thandiwe Mapela
Current Address

Permanent Address
Email Address and URL
12 West Street

P.O. Box 70

thandi@ucolo.edu

NEW BRIGHTON

BUTTERWORTH
http://www.ucolo.edu

6025



4960
B
Christopher  Horton
55 Madeira Park

Queenstown

5200

Tel.

Email

C
Michelle Naidoo

214 Starnford Road


Summerstrand

Port Elizabeth

  

Tel.

Email
D
Sipho Gumede 

12 West Street, New Brighton, Port Elizabeth 6025. 

Tel: 041-4544444 Cell:0720000000


References:


Material adapted from a variety of pamphlets and workshop booklets used by the Department of Student Counselling, NMMU


Warning!  This is a sample covering letter to show you how it should be structured. Do NOT copy its contents word for word! You need to adapt it to fit your particular circumstances and personality.





NB!!!  This is a sample CV for you to follow the format – please be creative and change the design – This CV suggests an order in which you can structure your CV.  Use whatever is applicable to you.  Number your pages and attach your academic record and Matriculation certificate. Make sure that your name and contact details appear on the first page.








NB!!!  This is a sample CV for you to follow the format – please be creative and change the design – This CV suggests an order in which you can structure your CV.  Use whatever is applicable to you.  Number your pages and attach your academic record and Matriculation certificate. Make sure that your name and contact details appear on the first page.
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