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	Activity 1: Building a CV
Complete the following activity individually.   



Study the CV below and answer the questions that follow. 
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STEVEN CHANG
Motivated and responsible Grade 11 learner with strong academic performance and leadership experience. Seeking opportunities to gain practical experience and contribute positively to a team while continuing to grow professionally.


	📖 CONTACT
081 234 5678
steven.chang@gmail.com 
Cape Town, South Africa

🎓 EDUCATION
Grade 11 (2026)
Cape Town High School
Subjects & performance
English – 72%
Afrikaans – 60% 
Mathematics – 68%
CAT – 75%
Accounting – 70% 
Business Studies – 74% 
Life Orientation – 80%

🗩 LANGUAGES
English – Speak, read and write fluently Afrikaans – Speak and read

★ SKILLS
Planning & organising
Teamwork & leadership
Record-keeping
Computer literacy
· Microsoft Word
· Microsoft Excel
	
	 EXPERIENCE
JOB SHADOWING
ABC ACCOUNTING FIRM (2025)
· Observed daily tasks of an accountant over three days
· Learned about financial record-keeping and client communication
· Evidence: Letter of confirmation attached

INFORMAL WORK
NEIGHBOURHOOD SERVICES (2024–2025)
· Washed cars and assisted with garden maintenance
· Managed time and communicated with clients
· Developed responsibility and reliability

PART-TIME WORK
LOCAL CAFÉ ASSISTANT (WEEKENDS, 2025–PRESENT)
· Assisted with taking orders and serving customers
· Handled basic cash transactions
· Developed teamwork and customer service skills

PROJECT MANAGEMENT
SCHOOL FUNDRAISER PROJECT (2025)
· Helped plan and organise a fundraising event for school resources
· Assisted with budgeting and task allocation

 ACHIEVEMENTS
· First Aid Level 1 Certificate – 2025
· School Athletics Participation Award – 2024
· Top 10 Academic Achievement – 2025
🔗REFERENCES
	Ms L. Daniels
Teacher
Phone: 021 555 1234
Email: ldaniels@cths.com
	Mr J. Naidoo
Café Manager
Phone: 082 987 6543
Email: jnaidoo@localcafe.com





1.	Identify THREE main sections that should be included in a CV.				   (3 × 1) (3)
__________________________________________________________________________________________________________________________________________________________________

2.	Discuss why a CV's layout and formatting should be professional. 				   (1 × 2) (2)
__________________________________________________________________________________________________________________________________________________________________

3.	Explain why honesty on your CV is important when applying for a job. 			   (1 × 2) (2)
__________________________________________________________________________________________________________________________________________________________________

4.	Analyse how including a list of achievements on your CV could enhance your professional 
image. Also indicate how this could improve your chances of being considered for a job opportunity.         									   	   (1 × 3) (3)
__________________________________________________________________________________________________________________________________________________________________
_________________________________________________________________________________

4.	Suggest ONE guideline that should be considered when selecting a reference for a CV.        (1 × 2) (2)
__________________________________________________________________________________________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
[Total: 12]
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	Activity 2: Write a CV (Homework)
Complete the following activity individually.   



Create your own CV using a template. Note: If you do not have access to a computer or printer, you may complete the CV neatly by hand.

Step 1: Open a CV template.
	For Microsoft (Windows):
	For Mac:

	1. Open Microsoft Word.
2. Click on "File" → "New".
3. In the search bar, type "CV" or "Resume".
4. Select a template you like and click "Create".
	1. Open Microsoft Word.
2. Click on "File" → "New from Template".
3. In the search bar, type "CV" or "Resume".
4. Choose a template and click "Create" at the bottom.



Step 2: Edit the template.
Click on the text in the template and replace it with your own information.

Step 3: Use your notes from the lesson to complete your CV.
Focus on your current situation as a Grade 11 learner.

Step 4: Print your CV and bring it to the next lesson.
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	Activity 3: Reflection
Complete the following activity individually.   



Walk around the classroom and view the posters created. Then complete the questions below:

1.	Identify ONE skill from a poster that you struggle with.
	_________________________________________________________________________________

2.	Explain how you can improve in this area.
_________________________________________________________________________________

3.	Identify ONE challenge you experience when working on a project in a team.
	_________________________________________________________________________________

4.	Evaluate your administrative skills by describing:
a.	TWO strengths
______________________________________________________________________________________________________________________________________________________

b.	TWO weaknesses
______________________________________________________________________________________________________________________________________________________

c.	Explain how you could improve these weaknesses.
______________________________________________________________________________________________________________________________________________________
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 Activity 1:  Building a CV   Complete the following activity   in dividually .     

  Study the CV below and answer the questions that follow.     

  STEVEN   CHANG   Motivated   and   responsible   Grade   11   learner   with   strong   academic   performance   and   leadership   experience.   Seeking   opportunities   to  gain   practical experience  and  contribute positively  to  a  team   while   continuing   to   grow   professionally.    

📖   CONTACT   081 234 5678   steven.chang@gmail.com    Cape Town, South Africa     🎓   EDUCATION   Grade 11 (2026)   Cape Town High School   Subjects & performance   English  –   72%   Afrikaans  –   60%     Mathematics  –   68%   CAT  –   75%   Accounting  –   70%    Business Studies  –   74%    Life Orientation  –   80%     🗩   LANGUAGES   English  –   Speak, read and write fluently  Afrikaans  –   Speak and read     ★   SKILLS   Planning & organising   Teamwork & leadership   Record - keeping   Computer literacy      Microsoft Word      Microsoft Excel      EXPERIENCE   JOB SHADOWING   ABC ACCOUNTING FIRM (2025)      Observed daily tasks of an accountant over three days      Learned about financial record - keeping and client  c ommunication      Evidence: Letter of confirmation attached     INFORMAL WORK   NEIGHBOURHOOD SERVICES (2024 – 2025)      Washed cars and assisted with garden maintenance      Managed time and communicated with clients      Developed responsibility and reliability     PART - TIME WORK   LOCAL CAFÉ ASSISTANT (WEEKENDS, 2025 – PRESENT)      Assisted with taking orders and serving customers      Handled basic cash transactions      Developed teamwork and customer service skills     PROJECT MANAGEMENT   SCHOOL FUNDRAISER PROJECT (2025)      Helped plan and organise a fundraising event for school resources      Assisted with budgeting and task allocation        ACHIEVEMENTS      First Aid Level 1 Certificate  –   2025      School Athletics Participation Award  –   2024      Top 10 Academic Achievement  –   2025   🔗 REFERENCES  

Ms L. Daniels   Teacher   Phone:   021 555 1234   Email:   ldaniels@cths.com  Mr J. Naidoo   Café Manager   Phone:   082 987 6543   Email:   jnaidoo@localcafe.com  

 

