[Your Full Name]
[City, South Africa]  |  [Phone Number]  |  [Email Address]  |  [LinkedIn URL]
[Portfolio or Website URL — optional]
PROFESSIONAL SUMMARY
2–3 sentences: your experience level, core skills, and what kind of role you're looking for. Write this section last.
 
SKILLS
List 6–10 skills relevant to the role, separated by commas — this section is what most ATS software scans first.
[Skill 1], [Skill 2], [Skill 3], [Skill 4], [Skill 5], [Skill 6]
WORK EXPERIENCE
[Job Title]  —  [Company Name]
[Month Year] – [Month Year]  ·  [City, Country]
-  Describe a responsibility or achievement, starting with an action verb.
-  Where possible, include a number — grew, saved, reduced, increased, managed.
-  Keep each bullet to one line where you can.
[Job Title]  —  [Company Name]
[Month Year] – [Month Year]  ·  [City, Country]
-  Repeat the pattern above for each previous role.
-  Most recent role first, working backwards.
EDUCATION
[Qualification Name]
[Institution Name]  ·  [Year Completed]
CERTIFICATIONS
List any relevant courses or certificates — including free courses completed, such as this Academy's flagship course.
[Certification Name] — [Issuing Organisation], [Year]
LANGUAGES
[Language] — [Fluency level]
Formatting notes (delete before sending):
-  This layout avoids tables, columns, text boxes, and headers/footers — all of which can confuse ATS (Applicant Tracking System) software used by many employers.
-  Keep to a maximum of two pages.
-  Save as PDF only once you're happy with the content — PDFs preserve formatting, but always keep an editable .docx copy too.
