Aquarius Curriculum Vitae Template

Remember; your CV sells you when you are not present to sell yourself. 

Please consider the following points when writing up your CV:

1. A CV is your life depicted on paper. It should express who you are as a person and a description of your life in a neat, clear and articulate format.

2. Accuracy and attention to detail are vital. 

3. Ensure that you describe your work history and duties in detailed point form.

4. In South Africa, organisations prefer 3 page CV's as opposed to the American and European 1 page résumé.

5. Do not waste space or paper ie. a cover page is not necessary 

Example of a Curriculum Vita for "Jane Jones"

(Please note all supporting information is fictitious)


Personal Details

Name
Jane Jones

Address
1 Cherry Lane, Mowbray

Nationality
South African

ID Number
8026 222 22 222 xx2

Interests / Hobbies
Reading, Cycling and Basketball 

Contact Details
Tel: (H) 021-439 1818, (W) 021-439 1818, 
Cell: 076 x5x5x5x5x5 
E-mail: max@aquarius.co.za


Education - School

Institution
Table Mountain High School

Year
1995

Qualification 
Matric Exemption


Education - Tertiary

Institution
University of Cape Town

Year Completed
1998

Qualification 
B Comm Accounting 

Institution
University of Cape Town

Year Completed
1999

Qualification
B Comm Honours

Institution
University of the Witwatersrand

Year Completed
2000

Qualification 
Post Graduate Diploma in Finance


Computer Proficiency

MS Word, Excel, PowerPoint

Bloomberg, HiPort etc


Awards / Achievements / Memberships

1995: Prefect in Matric

1997 & 1998: Deans Merit List

1999 – Present: Member of the South African Accountants Board


Work Experience (start with your most recent job)

Company: Aquarius Recruitment and Search

Position: Accountant

Duration: March 2003 - Present

Job Description / Responsibilities:


· Provide a short point form sentence of your work activites

· Xxxxx

· Xxxxx

· Xxxx

Reason for leaving: I am looking for a new opportunity in Financial Services as I plan on studying an MBA next year.

Reference: Mr Magill (Director), Tel: 082 x5x5x5x5


Company: Retail.com

Position: Assistant Accountant

Duration: July 2001 – February 2003

Job Description / Responsibilities:


· Xxxxx

· Xxxxx

· Xxxx

· Xxxxx

Reason for leaving: I felt a need for change and moved to Aquarius for a better career opportunity.

Reference: Mr Joe (Managing Director), Tel: 083 x5x5x5x5



Work Experience Continued

Company: Wild Wild WEST

Position: Trainee Accountant

Duration: January 2001 – June 2001

Job Description / Responsibilities:


· Xxxxx

· Xxxxx

· Xxxx

Reason for leaving: This was a 6-month contact learnership position, I was offered a permanent position at Retail.com and so decided to take the opportunity.

Reference: Mr Blue (Owner), Tel: 083 x5x5x5x5


Additional Information / Executive Summary

This is a brief and accurate description of who you are, and what your proven competencies are, including your notable achievements and individual strengths. 


