YOUR NAME & SURNAME
Your current role name / Current Profession / Job Title

Address: Phone: Email:

[insert your address]
[insert contact/mobile number here including an alternative number E.g. +27 65 123 4567] 
[insert your email address here]


PROFESSIONAL SUMMARY

Type here: A Professional Summary is a brief section at the beginning of a resume or CV that highlights your key skills, experience, and career goals. It’s typically 2-4 sentences and gives employers a quick overview of your qualifications,
showing how you can add value to their organization.


CORE COMPETENCIES [ Definition: Core competencies are specific skills, abilities, and areas of expertise that are essential for performing a job effectively. These competencies often include technical skills, soft skills, and industry-specific knowledge that demonstrate an individual's proficiency in areas relevant to the role they are applying for. Listing core competencies on a resume helps employers quickly assess whether a candidate possesses the qualifications needed for. See examples below ]

· Merchant Services Administration
· Fraud Investigation & Risk Management
· Customer Service & Support
· Financial Transactions & Reporting
· Regulatory Compliance (NCA, BNP Paribas)
· Data Management & Record Keeping
· Sales & Application Processing
· Office Administration & Coordination
· Process Optimization
· Communication & Stakeholder Engagement
· Google Suites / Microsoft Office 360
· Zoho People
· CRM
· Payroll
· Budgets
· Financial reports
WORK EXPERIENCE


Role/position name
Company name (always add Pty Ltd, CC, NPO, NGO etc), Location of company (City, province etc.)
Start date – End date/ Present/ Current (e.g. January 2017 – December 2018/ Present) 
Key Responsibilities:
· List your duties and responsibilities in bullet points for clarity and readability.
· Tip: Always tailor your duties to align with the job description and requirements of the position you are applying for.
· Avoid copying and pasting the job description directly from the application, as this is considered plagiarism.
· Leverage AI tools like ChatGPT to refine and customize your application while maintaining originality.
Highlight measurable achievements by including numbers, targets, or key performance indicators (KPIs) to showcase your impact.
[bookmark: Freelance_Training_Facilitator_&_Assesso][bookmark: Training_Facilitator_&_Learner_Liaison_|]EXAMPLE:

Training & Facilitation Lead [ Hybrid & In-office ]
TSIBA Ignition Academy, Cape Town, WC
October 2021 – July 2024
KPI 1: Learning & Development: 
· Conducted onboarding, refresher, and cross-skilling training for over 150 learners on learnerships in Business Administration NQF 4, Generic Management NQF 5, Work/career-readiness Training and Design Thinking, annually across multiple provinces; Western Cape, Gauteng, Northern Cape and KZN achieving a 90% learner completion rate.
· Extensive travel across multiple provinces to engage with clients, deliver tailored training programs, and contribute to strategic planning sessions.
· Planned and coordinated training sessions; both face to face and virtual, scheduling and booking suitable venues for over 120 training sessions annually, ensuring timely delivery and resource availability.
· Identified, proposed, and implemented learning and development needs in collaboration with Senior Management, resulting in the successful rollout of 5+ targeted development programs aligned with stakeholder objective per annum
· Facilitated training needs analysis and created Individual Development Plans (IDPs) for employees and learners based on employee and learner training needs and succession plans. 
· Sourced learning solutions and programs for targeted staff. 
· Managed e-learning platforms, such as Moodle, ensuring up-to-date content, tracking training results and completion rates.
· Collaborated with Instructional Designer  to update and maintain the library of training materials, including manuals, SOPs, facilitator reports, chat forums and feedback forms.
· Provided ongoing mentorship and coaching to 5 junior staff and 52 learners, both through structured learnership programs and the official Mentorship and Coaching platform.
· Assisted SDF with submission of ATR and WSPs of 15 staff members. 
· Supported management with performance appraisals by planning and coordinating sessions and compiling the appraisals into final reports. 

KPI 2: Recruitment and Retention: 
· Conducted full-cycle 360 recruitment of learners, graduates, interns and fixed-term contract employees including job postings, candidate sourcing, interviewing, and selection, for over 25 roles annually across various departments.
· Use various recruitment platforms such as LinkedIn, job boards, Indeed, Career24, Pnet and direct sourcing from Business School to identify top talent for critical roles.
· Managed the recruitment process from initial contact to onboarding, ensuring a seamless experience for new hires.
· Developed and maintained relationships with external recruitment agencies such as Job Jack, Job Crystal, Yes4Youth, Siri Recruitment and head-hunters to ensure access to a wide talent pool.
· Coordinated with hiring managers to understand role requirements and candidate profiles, ensuring a good match with organizational needs.
· Streamlined recruitment processes to reduce time-to-hire by 15%. 
· Provided regular updates to Senior Management on recruitment progress and talent market trends.
Contributed to the success of multiple projects and administrative tasks, ensuring smooth operations and contributing to over 10 successful project completions per annum.

HISTORICAL PROFESSIONAL EXPERIENCE
Merchant Services Administrator | The RCS Group | January 2017 - April 2019
Assistant Account Manager (Development Program)| The RCS Group | February 2016 - December 2016
Retail Store Credit Consultant | The RCS Group | June 2013 - January 2016

Reason for leaving: Pursued a growth opportunity through an external Corporate Social Investment (CSI) project led by RCS in partnership with The Whitaker Peace & Development Initiative South Africa, aligned with my passion for people development.

[bookmark: EDUCATION_&_TRAINING][bookmark: TECHNICAL_SKILLS][bookmark: SOFT_SKILLS][bookmark: LANGUAGES][bookmark: REFERENCE]EDUCATION & TRAINING

Qualification: 
Institution: 

Qualification: 
Institution: 

Qualification: 
Institution: 

TECHNICAL SKILLS [ Definition: Technical Skills are specialized knowledge and abilities related to specific tasks, tools, software, or processes relevant to a job or industry. These skills are usually measurable, learned through training or experience, and often essential for performing specialized tasks. Examples include programming languages, software proficiency, data analysis, engineering skills, and technical writing. See below examples ]

· Learning Management Systems (Moodle, SAP)
· Virtual Facilitation Tools (MS Teams, Zoom, Google Meet, Kahoot)
· Digital Content Design (Canva, PPS)
· Data & Reporting Tools (Excel, Google Sheets)
· Assessing/Marking & Evaluation

SOFT SKILLS  [ Definition: Soft Skills are a set of personal attributes, interpersonal abilities, and social intelligence that enable individuals to communicate effectively, collaborate with others, and adapt to different work environments. Unlike technical or hard skills, which are job-specific, soft skills are transferable and essential for building strong professional relationships, problem-solving, and career growth.]

· Strong verbal and written communication
· Attention to detail and accuracy
· Relationship building and collaboration
· Time management and organisation
· Problem-solving and critical thinking
· Adaptability in business environments
· Planning and coordination skills
· Teamwork and cross-functional engagement

LANGUAGES
English: Fluent
Afrikaans: Fluent

REFERENCE

[These are reliable contacts provided on a CV or resume who can verify your professional qualifications, experience, and character. Typically, references are former managers, supervisors, colleagues, or academic mentors who can speak to your work performance, skills, and reliability. They are an important resource for employers to confirm your suitability for the role. References usually include the person’s name, job title, company, contact information, and a brief description of their relationship to you. Ensure that there are minimum 3 contactable references, 1  person per company] See example below

Example: 
1. Kim Adams | Pillar 5 Group | HOD | +27 78 305 9031
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