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APPLICATION FOR TEMPORARY EMPLOYMENT 
Please complete this form electronically. The sections will expand to accommodate more text 
To Apply: Send your CV together with this form to: jobs@ru.ac.za
 Please write “Temporary Employment” in the Subject Line of your email
Applicant Details:
	For purposes of the Employment Equity Act, please indicate if you are a member of the following groups:

	Female:
	African:
	Coloured:
	Chinese:
	Indian:
	Disabled:

	Title:
	
	First Names:
	
	Preferred Name:
	
	Surname:
	

	Nationality:
	
	If not RSA then do you have SA Residency Permit?
	
	ID/Passport Number:
	

	Contact Address:
	

	Office hours tel:
	
	Cell Phone:
	

	Email:
	
	Are you a partner of someone working at RU?
	Yes
	
	No
	


Please note:  if your contact details change before you have been informed of the status of your application, please inform the Recruitment & Selection Section at your earliest convenience.
Skills, qualifications and experience:
	Please indicate whether you have the following :
	Yes/no
	

	Matric  (please note that this is the minimum qualification required for administrative posts)
	
	Please note if you have a higher qualification and the nature of this:



	At least 1-2 years administrative experience (please note this the minimum required for administrative posts)
	
	If yes,  please indicate number of years: 



	If you respond with a yes to any of the answers below, please provide some detail of the kind of work done. 
Please keep your responses brief.

	Experience in typing of documents using a word processor
	
	

	Experience in drafting of own documentation
	
	

	Experience in book keeping, budgets and reconciling accounts
	
	

	Receptionist Experience
	
	

	Supervisory/Managerial Experience
	
	

	Experience using MSWord
	
	

	Experience using MSExcel
	
	

	Experience using databases e.g. MSAccess
	
	

	Experience using the Internet
	
	

	Experience using Email
	
	

	Experience organising functions, events
	
	

	Previous experience at Rhodes University
	
	

	Previous experience in other Higher Education Institutions
	
	

	Please provide some detail of any specialist experience and skills that you have. Please keep your responses brief.

	Specialist experience
	

	Specialist skills
	


Languages

	Please indicate good/fair/slight
	Read
	Write
	Speak

	Mother Tongue:
	
	
	
	

	2nd Language:
	
	
	
	

	3rd Language: 
	
	
	
	

	4th Language:
	
	
	
	


Previous conduct

	Have you ever been dismissed for incapacity from a position similar to that for which you are applying?
	YES
	NO

	If YES, what have you done to address the problem areas?



	Have you ever been dismissed for misconduct?
	YES
	NO

	Are you facing a disciplinary enquiry which, if you are found guilty, will result in dismissal?
	YES
	NO

	Have you ever resigned in order to avoid disciplinary action which would have resulted in dismissal?
	YES
	NO


Referees

Referees should be individuals who are able to comment on your skills, knowledge and work behaviours relevant to the position for which you are applying.   Please do not use the names of relatives.   Ensure that these individuals have agreed to act as your referee and that the details provided below are COMPLETE, ACCURATE, and UP-TO-DATE.   
	Referee’s name and title
	Relationship to you, the applicant
	Telephone during office hours
	Email address and/or fax number (preferably email)

	
	
	
	

	
	
	
	

	
	
	
	


Availability
	Please indicate your preference and availability:   You may check more than one box. We will try to accommodate you where possible.

	Longer term contracts (1-12 months)
	

	Mid term contracts  (1-4 weeks)
	

	Shorter contracts  (1-5 days)
	

	Full Time
	

	Part Time
	

	When available to commence, if application successful:
	


Disclaimer

	Please note that:

The University reserves the right to check the accuracy of any information provided.   Should it become apparent that information provided has been fabricated or deliberately altered, the applicant will forfeit their application.   Furthermore, where it is found that an employee has provided false information in the course of their application, their employment may be terminated; It is in your best interests to complete this form as thoroughly as possible; Your CV must be included in your application but you should  ensure that it contains no original documents; Photocopies of certificates must be submitted only when specifically requested and must be certified. Failure to include the correct documentation will jeopardise your application.
	I, the applicant, declare that the information in this application is correct. I acknowledge having read the particulars of this post. 

This stands in stead of a signature.

	
	Tick or sign here
	
	Date 
	


For Queries contact: 046 603 8008/8591/8043

To Apply: Send your CV together with this form to: jobs@ru.ac.za
Please write “Temporary Employment” in the Subject Line of your email and save the form with your name as the file name.
