Land The Right

Job, Right Now

BY VANESSA PAPAS

‘THERE is no elevator to success. You have
to take the stairs.’ – Author unknown
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AST week our experts gave
tips on how to help you decide
which career path to embark
on. This week, we talk about the
next step to ﬁnding the perfect
jjob,
ob, how to write a CV, the importance of a
covering letter, tips to remember during a job
interview and what one should consider if
thinking of starting one’s own business.

The Time Is Now

There is no particular ‘right time’ to start job
searching but the ‘best time’ is the present. If
you’ve identiﬁed the need to start a new job,
start taking action by doing your research into
companies, positions, familiarising yourself
with job requirements and giving yourself time
to brush up on skills. Recruitment happens
throughout the year, but companies have
diﬀerent objectives and diﬀerent needs. Try
to familiarise yourself with hiring trends. For
example, employers may hire more people in
sales, retail and marketing over festive seasons

and school holidays, while graduate recruitment
usually takes place at the beginning of a new
year. Hiring practices in other industries may
slow down as companies wrap up for the year,
but you can still beef up your CV and skills so
that you are job-ready by the time they open.
Many companies are moving to an online
system of recruitment so post your CV on job
portals and keep up with new developments in
the industry you are interested in.

Top Tip:

Get technology savvy:
Smartphones, apps, social
media networks – you name
it, you’ve got to keep in touch
with it. Most companies sport
an online image, and post
jobs online and on mobi-sites.
Some companies only recruit
through online job portals.

Donald Trump used his
business savvy to get
ahead – his nett worth
in 2012 stood at an
impressive $2.9-billion
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Write A Killer CV

There are many CV templates
available online which can be used
as a guideline, but you will need to
individualise your CV to reﬂect who you
are, your accomplishments, education
and work experience. Remember, this
is the ﬁrst time a potential employer
will be ‘meeting you’ so take the time
to put together a great CV.
Personal Details: Include your full
name, address and contact details with
contactable telephone numbers, email,
language skills.
Education: List your latest
qualiﬁcations attained and work
backwards. Include dates, the
institution you studied through and
your major subjects. List school
subjects if you completed school
recently or if you are a young adult
entering the job market. Include any
short courses that you have done
which may be relevant to the role. Use
bullet points instead of paragraphs.
Work Experience: List your work
experience in chronological order. Start
with your most recent position and

Part 2

work backwards. Showcase your responsibilities
and achievements against each role, adding
what is relevant for the purpose of the job that
you are applying for.
Keep It Clean: You may list awards,
publications and professional memberships that
you belong to but don’t add any unnecessary
information.
References: List your strongest relevant
references.
Format: Keep it neat, easy to read, concise
and organised into sections. Leave enough
space between sections. Use consistent fonts
and sizes, include a header and footer with your
name and contact details and get someone to
review your CV before sending it out to catch
any grammatical errors or spelling mistakes.
Create a pdf version of your CV if you email it to
employers (it looks neater and Word documents
may have formatting errors if opened with
diﬀerent versions).

Top
Tip: Never lie
on your CV, no matter how

tempting. There may be things
you don’t want your potential
employer to know about or
you so badly want the job that
you come up with creative
exaggerations, but remember
that hiring managers are
specialists in separating fact
from fiction when it comes
to job applications. They will
do background checks on
you at some point and your
performance will be assessed if
you do get hired.

Cover Yourself

CV career therapist Godfrey Madanhire says
no CV is complete without a cover letter, but
very few people know what a cover letter is
for, what it should say and how long it should
be. “In many cases thousands of people apply
for the same position you’re applying for and
90 percent of their cover letters say exactly
the same thing,” says Madanhire. “While HR
oﬃcers need to know that you are qualiﬁed
for a position on paper, it’s your unique skills
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