

[image: image1.emf]  526 city place   111 church   Street   Pretoria   0002           Dear sir / Madam     Application for a job     My name is  S imon  Q uando  Jose,   am 24 years   old  male , who   has great interest in working  for  any   embassy outside   South Africa. I am   currently   employed   in the  South   African police  service,   under the public service  act,   stationed   at the Sunnyside  saps, holding   the pos t  of a     C AS   Controller.  I   a m hard   working and dedicated to what I do, willing  to  travel   and   work  long hours.  If there   is any post that  is   suitable for   me,   I will be available for an interview;  you’re welcome to give me a call.      Please contact me on this numbers 07 39163082   or 0 12 422 3655 ,   My   e - mail address is as  follow  smquando@gmail.com.   My  CV   is enclosed for m ore information.     Yours faithfully   Mr QS Jose    


The recruitment officer
Selection criteria

Reasonable written and oral communication skills in English language, including the ability to liaise with external organizations.

I have more than two years experience in communicating in English written and verbal with  members of the public, where member s of the public become complainants in a docket file. I also have two years experience in facilitating the operational station planning to organizations such as community policing forum, metro police and the department of social development. I have more than two years experience in communicating with the different banks when solving a scene of crime in a fraud case. Because of my language proficiency I have been selected to work at the 10111 police call centre in Midrand for the duration of the FIFA world cup, I am working at the call centre as an interpreter call co-coordinator for the Portuguese language.    
Ability to manage high volume of work flows of a routine nature, as assigned.
I have two years experience in handling the flow of docket files that have been opened at our station, e-mailed from other stations and faxed. Our office receives more than thirty docket files on a daily basis that must be distributed to different units, stations and investigation officers.
Because I’m fully committed and competent in my current post I am able to deal and sort out the docket files with ease.

I manage and compile the CAS audit of the station and present to the station commander and management on a daily basis. I also make sure that the different station units (the investigation officers or docket store clerk) sign for the correct dockets so the station’s data integrity is not affected in a negative manner. 
Ability to work in team in an office environment.

I have more than three years experience in an office environment  with other office members ,because of my  commitment and  good communication skills I am able to work  and learn from other members, these helps me carry out my duties with ease. 

Attention to accuracy, especially in relation to filing 
And data integrity.
The data integrity is my first priority in the current post that hold, one of my duties is to proof read statements given by the complainants taken by the police officials, if the statement is poorly taken then I call the complainant for the statement to be retaken. By monitoring the data integrity I am able to identify which members that (data typists) need training and give the necessary training to the members.  
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TO WHOM IT MAY CONCERN
SIMON JOSé

has attended Frans du Toit High School since 2000.
His school attendance has been satisfactory as has been his academic performance.

Simon reveals definite leadership qualities. In gr. 9 he was a class leader. In gr. 12 he was
a member of the Learner Representative Council. He fulfilled the required duties with ease
and responsibility.

Simon is a pleasant, friendly, courteous and co-operative person who respect his elders
and peers. He maintains self-discipline.

Simon furnished a positive and meaningful contribution to the sport activities of the school.
He has particularly excelled in rugby and athletics. Since his early grades he played rugby
in the A Team of his age group.

In gr. 11 he participated in the Craven Week. In gr. 12 he was one of the stars in the 1%
rugby team. Since 2000 he was one of the Top 20 athletes of the school. In 2002 and

2004 he participated in the South African Championships. He also played cricket in the 1%
team.

Simon’s leadership qualities and sporting talents make him eminently suitable for any field
of study or future career of his choice. We support him and wish him well.

7 et
C.& TOI H. WESTRUIZEN
ACTING PRINCIPAL TEACHER
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Surname: 



  Jose

First names:                                         Quando Simon 
Date of birth:



1985-06-27
Identity number: 


8506275768081
Home language


Portuguese

Language proficiency


	
	English
	Afrikaans 
	Portuguese 
	Sotho 
	Tsonga 

	speak
	excellent
	excellent
	excellent
	excellent
	excellent

	read
	excellent
	excellent
	excellent
	good
	good

	write
	excellent
	excellent
	excellent
	poor
	poor


Martial statues 

      Single
Residential address

      111 Church Street 



    

       City place 

                              

       Unit 526

Work address     

       644 leyds street 

                   
Sunnyside saps

                  
          Sunnyside


Pretoria 

                                                     0001



 Gender :


      Male  

Nationality: 


     SA citizen 


Contact details:
Cel l:



    073 916 3082 

Work:                                         012 422 3678
Fax numbers                              012 422 3608 

E-mail address                          smquando@gmail.com
    Educational information


                Tertiary education 

Institute attended 
PC and Business College  
Courses passed  
micro soft word 

Micro soft excel


Power point

                Employment history

Company name  
Kenco Engineering 

Position held 
Accounting Admin Clerk

Duties
Calculating of hours worked by employees 


Calculating of over time hours

Duration 
2004/12/18 to 2005/03/10 
Company name 
Vodacom cell shack 

Position held 
 
Sales man and assistance manager

Duties                                                   Selling of cell phones, cell phone contracts, and cell phone products new on the market. Receiving of stock checking and counting of stock 

Daily balancing of sales, dealing with enquiries 
  Duration 

2005/03/20 to 2007/02/27 

Company name 
         Bulk Fuel Sales {trading as BFS 

            Position held 

financial clerk
Duties:
Writing of invoices, handling of cash, credit cards, Cheaque books, petrol cards, daily banking, daily balancing of sells and counter sells of petrol, diesel and lubricants over the counter  
            Duration 


2007/04/01 to 2008/10/30

Hobbies: my hobbies are playing rugby, soccer and reading novel.

References: Lucas Mulder
0827065709
 (Kenco engineering company)

      Piet Swannepoel
0824536549
 (Bulk fuel sales)


     Adraain Lombard
0826397928 (Vodacom cell shack)


    Colonel Tsebe or Colonel Botha
0124223679 (Sunnyside MIC commanders)



