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APPLICATION FOR EMPLOYMENT

Please read the instructions carefully before completing this form:
· We do not require a curriculum vitae or supporting documents. Please complete and return only this application form to us. Please ensure you complete the form and do not insert the words “refer to CV”. We accept no responsibility in this regard if your CV is not available to Selection Panel.
· You will be required to send us certified copies of all your matriculation/ degree/diploma certificates if you are short listed. 
· Please ensure that you complete this form electronically (wherever possible). Thereafter:
· save a copy

· Forward to us as an e-mail attachment (see advert for e-mail address). State the position for which you are applying as your subject line.  
· Please complete all Mandatory fields (grey cells).

· Please do not change this form as it will affect the upload of your application onto our system.  Please delete unused tables and rows.

· Further instruction on the type of information required for each field is provided in the right hand column of the table.
· Thank you for taking the time to complete this form.

	POST DETAILS

	POST TITLE

	
	Please see advert

	CLOSING DATE

	
	Please see advert

	DATE OF APPLICATION:

	
	

	
	
	YES/NO

(If you do not meet minimum requirements, your application will not be considered)

	PLEASE PROVIDE A BRIEF MOTIVATION BELOW REGARDING HOW YOU MEET EACH OF THE REQUIREMENTS SPECIFIED ON ADVERTISEMENT


	MINIMUM REQUIREMENT 1

	

	MINIMUM REQUIREMENT 2

	

	MINIMUM REQUIREMENT  3
	

	MINIMUM REQUIREMENT 4


	

	MINIMUM REQUIREMENT 5


	

	ADVANTAGES
	


	PERSONAL DETAILS

	First Names

	
	

	Surname

	
	

	Known As

	
	

	Title

	
	Mr/Mrs/Miss/Ms/Dr

	ID Number
	
	Please ensure this number is correct for verification

	Passport Number/Reference Number
	
	If you have any other identity/ Passport numbers please insert here.



	Date of Birth

	
	dd/mm/yyyy

	Nationality

	
	e.g. South African

	Gender

	
	Male/Female

	Race

	
	African, Coloured, Indian , White or Other

	Marital Status

	
	Married/Single/

Widowed/Divorced

	No. of Dependents

	
	E.g. 0, 1, 2, 3, etc

	Drivers Licence

	
	Yes / No

State Code

	Own Vehicle

	
	Yes / No

	Valid Work Permit
	
	Yes / No 

Specify expiry date dd/mm/yyyy)

	Have you ever been convicted of a criminal offence?
	
	Yes/No

If yes please specify. Information will be verified

	Have you ever been dismissed from a job or resigned in contemplation of being dismissed?
	
	Please state reason if you answer YES

	Have you previously been employed by the University of Natal/ Westville or KwaZulu-Natal
	
	YES/NO

If YES state dates of employment and the reason why you left.


	PERSONAL CONTACT DETAILS

	Home Phone
	
	(Code) Number

	Cell Phone
	
	

	Email 1(preferred)
	
	

	Email 2(alternative)
	
	


	RESIDENTIAL ADDRESS

	Street Name and Number
	
	e.g. 12 Harmony Road

	Suburb
	
	

	City
	
	

	Province
	
	

	Postal Code
	
	

	Country
	
	


	POSTAL  ADDRESS

	Street/PO Box
	
	

	Suburb
	
	

	City
	
	

	Province
	
	

	Postal Code
	
	

	Country
	
	


	CONTACT PERSON/NEXT OF KIN

	  Name
	 Relationship
	      Cell
	    Home
	    Work
	Email

	
	
	
	
	
	

	
	
	
	
	
	


	REMUNERATION

	Current Total Remuneration Package(Cost to Company)
	
	

	Total Package excluding benefits
	
	Benefits include medical aid, pension fund, travel allowances

	Commission(if applicable)
	
	

	List all Benefits and their annual value 
	
	Include employer contribution

e.g. 

Medical Aid: R25 000pa

Travel Allowance: R30 00pa

	Bonus Incentives
	
	Please specify if you receive a thirteenth cheque or performance bonus

	Expected Salary
	
	What you would like to earn.  Please specify total annual package(total cost to company)


	ADDITIONAL INFORMATION

	Computer Skills
	
	E.g. Excel, Word, Corel Draw. Elaborate if necessary:

E.g. Excel – Advanced (7 yrs exp)

	Skills/Attributes
	
	Career Orientated Skills

E.g. Switchboard, Purchasing, Cash Books etc

	Membership of professional bodies
	
	Professional Membership



	Languages
	
	List Home Language and other languages. Mention if you speak/read/write

	Disability
	
	If yes, please specify nature

	Where did you see the advert for this job?
	
	E.g. Newspaper(provide name), University Website, other website, word of mouth etc


	SCHOOLING

	Name of Institution/School
	

	Highest Standard/Grade passed
	

	Date completed
	
	mm/yyyy or Current if incomplete

	Subjects Passed
	
	List subjects and symbols if available


	TERTIARY QUALIFICATION 1

	Name of Institution
	

	Qualification
	

	Location of Institution
	

	Date completed
	
	mm/yyyy or Current if incomplete

	Course Duration in years/months
	

	Subjects
	
	List subjects. Highlight majors


	TERTIARY QUALIFICATION 2

	Name of Institution
	

	Qualification
	

	Location of Institution
	

	Date completed
	
	mm/yyyy or Current if incomplete

	Course Duration in years/months
	

	Subjects
	
	List subjects. Highlight majors


	EMPLOYMENT HISTORY: CURRENT/LATEST POSITION

	From Date
	
	mm/yyyy

	To Date
	
	mm/yyyy or Current

	Job Title and Level/Grade


	
	Please provide your job title and the Grade if applicable

	Company Name
	
	

	Location
	
	e.g. Durban

	Industry
	
	E.g. Higher Education, IT, Building, Finance etc)

	Company Size
	
	Number of Employees

	No of subordinates
	
	People who reported directly to you.

	Nature of Business
	
	Give a brief description of the Company

	Reason for leaving
	
	

	Referee / Line Manager
	
	We will contact this person for a reference unless you indicate otherwise

	Designation of Line Manager
	
	

	Contact Details
	
	Please provide e-mail and cell phone

	Additional Comments
	
	

	Duties/ Responsibilities
	
	Please provide sufficient details


	EMPLOYMENT HISTORY: PREVIOUS POSITION 1 (List Latest to Earliest)

	From Date
	
	mm/yyyy

	To Date
	
	mm/yyyy or Current

	Job Title and Level/Grade


	
	Please provide your job title and the Grade if applicable

	Company Name
	
	

	Location
	
	e.g. Durban

	Industry
	
	E.g. Higher Education, IT, Building, Finance etc)

	Company Size
	
	Number of Employees

	No of subordinates
	
	People who reported directly to you.

	Nature of Business
	
	Give a brief description of the Company

	Reason for leaving
	
	

	Referee / Line Manager
	
	We will contact this person for a reference

	Designation of Line Manager
	
	

	Contact Details
	
	Please provide office number, e-mail and cell phone

	Additional Comments
	
	

	Duties/ Responsibilities
	
	Please provide sufficient details


	EMPLOYMENT HISTORY: PREVIOUS POSITION 2

	From Date
	
	mm/yyyy

	To Date
	
	mm/yyyy or Current

	Job Title and Level/Grade


	
	Please provide your job title and the Grade if applicable

	Company Name
	
	

	Location
	
	e.g. Durban

	Industry
	
	E.g. Higher Education, IT, Building, Finance etc)

	Company Size
	
	Number of Employees

	No of subordinates
	
	No of people who reported directly to you.

	Nature of Business
	
	Give a brief description of the Company

	Reason for leaving
	
	

	Referee / Line Manager
	
	We will contact this person for a reference

	Designation of Line Manager
	
	

	Contact Details
	
	Please provide office number, e-mail and cell phone

	Additional Comments
	
	

	Duties/ Responsibilities
	
	Please provide sufficient details


	EMPLOYMENT HISTORY: PREVIOUS POSITION 3

	From Date
	
	mm/yyyy

	To Date
	
	mm/yyyy or Current

	Job Title and Level/Grade


	
	Please provide your job title and the Grade if applicable

	Company Name
	
	

	Location
	
	e.g. Durban

	Industry
	
	E.g. Higher Education, IT, Building, Finance etc)

	No of subordinates
	
	No of people who reported directly to you.

	Company Size
	
	Number of Employees

	Nature of Business
	
	Give a brief description of the Company

	Reason for leaving
	
	

	Referee / Line Manager
	
	We will contact this person for a reference

	Designation of Line Manager
	
	

	Contact Details
	
	Please provide office number, e-mail and cell phone

	Additional Comments
	
	

	Duties/ Responsibilities
	
	Please provide sufficient details


	ADDITIONAL MOTIVATION
(Include any other work-related information you would like the Panel to consider)

	


THANK YOU FOR COMPLETING THIS APPLICATION FORM.

BEFORE YOU SAVE AND FORWARD, PLEASE NOTE:

1. UKZN reserves the right not to fill the post or to re-advertise to widen the pool of applicants

2. UKZN reserves the right to do a complete verification of the information you have provided. By completing and submitting this form you authorize UKZN to submit your personal details to our external service providers to verify your identity, qualifications, previous criminal convictions and any other data related to minimum requirements. You further indemnify our external Service Providers from liability for any action arising out of the verification. A copy of the verification will be made available to you on request. We only conduct verification of our preferred candidates.

3. We reserve the right to contact your referees or request additional referees.

4. Only short-listed candidates will be contacted. If you do not hear from us within four weeks of the closing date, please assume you were unsuccessful

5. We require certified copies of all identity documents/matriculation/degree/diploma certificates only if you are shortlisted

6. UKZN is committed to employment equity and may grant preference to candidates in terms of its employment equity priorities

