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Ok, I have just changed my mind. I’ll start with a few 
answers!

When I ask learners what they think of mathematics, 
I usually get two answers:
1.  Maths is boring!
2. Maths is a monster subject!

yes, I know we are interested in different things. 
some people enjoy sports, others don’t. even sports 
fanatics differ; some are crazy about golf while 
others find it, well, boring. 

I understand, therefore, that some people may 
be less interested in maths than others. But before 

you say it is boring, please do me a favour: Think of any three digit number, where all the 
digits are the same, e.g. 333, 555, etc. add the three digits (e.g. 4+4+4). Now divide your 
original three digit number by the answer you got when you added them. I obviously 
don’t know which number you thought of … but I can tell you that the answer, after you 
had done the division, is 37. Try this on your friends and see if they think it is boring!

Some also say maths is too difficult. A Russian woman, Sofia Kovalevskaya, also known as 
sonia kovalevsky, learnt calculus from the wallpaper in her room. she was born in 1850, 
when people used wallpaper to decorate their walls. Her parents did not have enough 
money for wallpaper, and they used her father’s old calculus notes instead. 

Maria agnesi was born in Italy in 1718. When her mother died, after she had had 21 
children, Maria took over the running of the household. she also started writing a book 
on mathematics. sometimes, when she had have trouble with a problem, her mind 
continued working while she was asleep, and she would sleep-walk to her study and 
back to bed. In the morning, she would find the answer to the problem waiting on her 
desk.

If people can learn maths from wallpaper and do it in their sleep, it cannot be such a 
monster subject. It is mainly a question of practice and perseverance, and this is true 
of most other skills. It takes time for us to learn how to read and write. Professional sports 
stars continue practising daily. When sophie Germain wanted to study maths in 1794, 
women were not admitted to universities. Her parents removed her candles and heat at 
night, and hid her clothes to discourage her. she persevered, and is still recognised as a 
pioneer in the theory of numbers, elasticity and acoustics.

the Actuarial society President Asks a 
few Questions…
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another aspect of maths is that we use it everywhere. The cards with which we withdraw 
money from banks are kept secure by encryption methods based on the properties of 
prime numbers. Without maths, we would not have had computers or mobile phones. 
One uses maths when flying an aeroplane, driving a car, treating a disease, buying 
something and preparing food. The renaissance painters used geometrical perspective 
to add visual depth to their works. as you will see in this booklet, the doors to more than 
100 careers remain closed to those who have not studied maths, and maths is the key to 
some of the best paid and most respected careers.

This leaves me with one question: Do you have the courage and perseverance of people 
like Sofia Kovalevskaya, Maria Agnesi or Sophie Germain? If you have, you can reach the 
top, and make your mark in your chosen career. 

I wish you well, and hope that at least some of those reading this introduction will join my 
colleagues and me in the actuarial profession.

kind regards

Peter temple
Actuarial society of south Africa President, 2014-15.



4

The south african Higher education sector consists of universities, universities of 
technology and a small number of private institutions. 

> universities of technology

Universities of Technology provide quality career education and research.  They differ 
from traditional universities in terms of their focus.  Universities of Technology offer a 
combination of experiential and academic learning and technological education.  
Their programmes cover a variety of specialised occupations and careers, including 
applied engineering, biological, chemical and physical sciences, applied commercial 
sciences, human sciences, art and teacher education.  students are required to spend a 
prescribed period in a work situation to provide them with a career-oriented training.  To 
qualify, students have to meet both the academic and in-service requirements.

> universities

University education emphasises basic scientific methods and theoretical knowledge. 
students are encouraged to do their own research, and theses are often required 
for advanced degrees. Formal instruction takes the form of lectures, backed up by 
seminars, group work and tutorials. evaluation takes the form of practical work, written 
assignments, class tests and examinations.

Key role-players  
in south African higher education
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the Maths Key

> Bricklayer  
> Joiner  
> shop Fitter  
> Plasterer  
> Glazier  
> Pavior  
> stone Mason
> Dental Technician 
> Diesel Fitter 
> Welder 

> Moulder 
> Millwright 
> Panel Beater 
> structural Plater  
> automotive Machinists 
> Instrument   
 Mechanician 
> earth Moving   
 equipment   
 Mechanic 

> electronic equipment  
 Mechanic 
> Domestic appliance  
 Mechanic  
> refrigeration   
 Mechanic
> Tool Jig and Die maker 
> Wall and Floor Tiler 
> Boilermaker 
> cabinet Maker 

> Pattern Maker 
> Lift Mechanic 
> Fitter 
> Turner 
> roofer 
> Plumber 
> Painter 
> Decorator 
> carpenter

> Dentist 
> Metallurgical  
 engineering   
 Technician
> Medical Lab  
 Technologist
> environmental control  
 Officer
> architectural   
 Technician
> Mining survey   
 Technician
> Land surveyor
> Occupational   
 Therapist
> agronomist

> agicultural economist
> architect
> Buyer
> Viticulturist
> Oral Hygienist
> Trade Metrologist
> Town Planner
> Mine surveyor
> audiometrician
> eeG Technician
> radiographer
> Draughtsperson
> Pharmacist
> Quantity surveyor   
 Technician

> Textile Technologist
> Purser
> Bakery Technologist
> Navigation Officer
> Physician
> Radio Officer
> Printing and Paper   
 Technologist
> Pilot
> Psychologist
> Detective
> Veterinarian
> Brewing Quality   
 controller
> Forensic analyst

> speech and Hearing  
 Therapist
> Property Valuer   
 Technician
> Optometrist
> Physiotherapist
> registered Nurse
> General Practitioner
> Dental Therapist
> clinical Dietician
> Trade Inspector
> accounting Technician
> Veterinary Nurse
> research Geologist

 grADe 9/10 MAths unlocKs the Door to: 

 MAtric MAths unlocKs the Door to: 

> actuary
> Mathematician
> Biologist
> Botanist
> Pharmacist
> Oceanographer
> Forestry scientist

> Zoologist
> Forestry research   
 Technician
> computer scientist
> astronomer
> Geographer
> cartographer

> Physicist
> chemist
> statistician
> chartered accountant
> Business administrator
> economist
> Geologist

> Metallurgist
> Mining engineer
> Microbiologist
> Professional engineer
> Marine Biologist
> Meteorologist

 university MAths unlocKs the Door to:
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sector education and Training authorities (seTas) have been established to ensure that 
the skills needs of every sector of the south african economy are established and that 
the training is made available to meet these needs. The seTas themselves may not 
provide financial assistance, but they have a wealth of information on available courses 
or recognised learnerships, and on providers of financial and other assistance for these 
courses. 
 
Request information on courses and financial assistance from the Information Officer.

fAsset 
Financial and accounting services sector  
education and Training authority, 
PO Box 6801, cresta, 2118

esetA 
energy sector education and Training authority,  
PO Box  5983, Johannesburg, 2001 

BAnKsetA 
Banking sector education and Training authority, 
PO Box 11678, Vorna Valley, 1686

fooDBev 
Food and Beverages Manufacturing Industry   
sector education and Training authority, 
PO Box 245, Gallo Manor, 2052

chietA 
chemical Industries education and Training 
authority, PO Box 961,auckland Park, 2006

fietA 
Forest Industries sector education and Training 
authority, 7th Floor, rennies House, 
19 ameshoff st, Braamfontein, 2017

teXtiles 
clothing, Textiles, Footwear and Leather sector 
education and Training authority, 
PO Box 935, Pinetown, 3600

hWsetA 
Health and Welfare sector education and 
Training authority,
Private Bag X15, Gardenview, 2047

cetA 
construction education and Training authority, 
PO Box 1955, Halfway House, 1685

isett 
Information systems, electronics and   
Telecommunications Technologies,
PO Box 5585, Halfway House, 1685

DiDtetA 
Diplomacy, Intelligence, Defence and Trade & 
Industry sector education and Training authority,  
PO Box 11210, centurion, 0046

insetA 
Insurance sector education and Training 
authority, PO Box 32035, Braamfontein,  2017

etDP setA
education, Training and Development Practices 
sector education and Training authority, 
PO Box 5734, rivonia, 2128

local government, Water and related 
services sector education and Training 
authority,  PO Box 1964,Bedfordview, 2008

sector education and training Authorities 
(setAs)
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MAPPP 
Media, advertising, Publishing,
Printing and Packaging,
PO Box 2847, Bellville, 7530 

setAsA 
secondary agriculture sector education and 
Training authority, Private Bag X20003,   
Garsfontein, 0042

MQA 
Mining Qualifications Authority, 
Private Bag X66, Braamfontein, 2017

services 
services sector education and Training 
authority, PO Box 3322, Houghton, 2040

MersetA 
Manufacturing, engineering and related 
services education and Training authority, 
PO Box 61826, Marshalltown, 2107 

thetA 
Tourism and Hospitality education and Training 
authority, PO Box 1329, rivonia, 2128

PoslecsetA 
Police, Private security, Legal and correctional 
services, PO Box 7612, Halfway House, 1685

tetA 
Transport education and Training authority,  
PO Box 1283, Joubert Park, 2044 

PAetA 
Primary agriculture educationand Training 
authority, PO Box  26024, arcadia, 0007

W&rsetA 
Wholesale and retail sector education and 
Training authority, PO Box 2176, Brooklyn, 0075

PsetA 
Public services sector education and Training 
authority, Private Bag X916, Pretoria, 0001

  

sector education and training Authorities 
(setAs)
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key Information 
on some careers
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The list below is not meant to be comprehensive; it is just to make you aware of some 
options, so that you can start thinking a little wider…

 ActuAry: 

a person with a unique blend of mathematical, statistical and business skills, who is 
involved in the security of long-term financial arrangements. Actuaries are normally 
active in the fields of business management, life assurance, investment, retirement 
provision, product development, healthcare provisioning, short term insurance and 
marketing. While others ensure that the financial books of the past are in order, actuaries 
ensure that the financial books of the future will be in order. The actuary’s work enables 
individuals and companies to safeguard their future at an affordable price. One needs 
exceptional mathematical ability and truckloads of dedication to qualify, as the course is 
long and very difficult.

More information: 
> The actuarial society of south africa, 
 PO Box 4464, cape Town, 8000.

Bursaries: 
> Tshidiso Mohapeloa,  

Liberty Life, 
 PO Box 10499, Johannesburg, 2000. Tel: 011 408 2325.

> Luan Mcarthur-Grill,  
 Metropolitan Life, 
 PO Box 2212 , Bellville, 7535. Tel: 021 940 6235.

> sumaria Muller
 Old Mutual actuarial resource Development, 
 PO Box 66, cape Town, 8000. Tel: 021 504 8003.

> Billie enderstein 
 south african actuaries Development Prog., 
 PO Box 2460, Houghton, 2041. Tel: 011 650 5114.

Also approach the human resources Manager at the following companies:
> swiss re, Hr Department, PO Box 72209, Parkview, 2122. 
> Genre, Hr Department, PO Box 444, cape Town, 8000. 
> Hannover re Insurance, Hr Department, PO Box 10842, Johannesburg, 2000. 
> Investec, Hr Department, PO Box 666, Johannesburg, 2000.

Key information on some careers
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 AccountAnt: 

A person who works in the field of accounting and is skilled in keeping books or accounts, 
in designing and controlling systems of account, and in providing tax advice and 
preparing tax returns. accountants perform their tasks in an environment governed by a 
complex set of rules, principles and practices. In performing their roles, accountants face 
formal or legal rules of behaviour but also moral elements created by specific situations. 

Bursary and further information: 
> south african Institute of chartered accountants, accountancy Development Unit,   

PO Box  59875, kengray, 2100.

 Agriculture: 

careers in agriculture include:

Agricultural engineer: 
A person who specialises in a specific field, such as soil conservation, agricultural 
mechanization and the processing of food.

Agronomist: 
a person responsible for the successful growing of crops by developing production 
systems with the maximum economical production, without harming the environment.

entomologist:
a person who does research to ensure plant protection. There are various categories, 
such as plant pathology, microbiology and insect diversity.

soil scientist:
A person who works with soil fertility, classification and chemistry.

Bursary and further information: 
> The Director: Human resource Management, Department of agriculture, 
 Private Bag X250, Pretoria, 0001.
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 Airlines / AviAtion: 

aviation plays a major role in the world’s economies. 

careers in aviation include:

Aeronautical engineer: 
a person who designs and tests aircraft and satellites.

cabin crew (flight attendants): 
The people who look after the safety and convenience of passengers. Mathematics is 
not essential for these careers.

Pilot: 
The person who actually controls the aircraft.

various other careers are available on the ground, e.g. loading and maintenance of 
aircraft, passenger handling, administration services etc.

Bursary and further information: 
> airports company, PO Box 75480, Garden View, 2047.
> aerospace chamber of the Transport education Training authority, 
 PO Box 16213, atlasville, 1465.

 AnthroPologist: 

a person who studies human beings and societies of both the present and the past. There 
are various fields of enquiry, including social or cultural anthropology, which is the study of 
the culture and social life of people in contemporary societies, so as to understand social 
relationships and behaviour among humans. Mathematics is not essential for this one.

Bursary and further information: 
> The Head, Department of anthropology and archaeology, 
 Unisa, PO Box 392, Pretoria, 003.
> The Head, Department of social anthropology, 
 University of cape Town, Private Bag, rondebosch, 7700.



12

 Architect: 

a person who plans, designs and supervises the construction of buildings and other 
large structures.

Bursary and further information: 
> south african Institute of architects, Private Bag X10063, randburg, 2125.

 AuDitor: 

a person appointed and authorised to audit or examine an account or accounts, 
compare the charges with the vouchers, examine the parties and witnesses, allow or 
reject charges, and state the balance.

Bursary and further information: 
> Public accountants’ and auditors’ Board, PO Box 751 595, Garden View, 2047.

 coMMunity WorK: 

There are various career options in the communities in which we live. You will find many 
community workers at the clinic in your area. They include family planning advisors, 
child-care workers, instructors at homes for the aged or handicapped and nurses. Make 
an appointment with one of these workers at your local clinic to find out more about 
training and other options, or ask your principal to obtain information from your provincial 
Department of Health.

 coMPAny secretAry: 

a person who guides the directors of a company with regard to their duties, 
responsibilities and powers. This includes corporate governance, strategic planning, 
financial management, company law and annual reporting.

Bursary and other information: 
> The registrar, southern african Institute of chartered secretaries and administrators,  

PO Box 331, Wits, 2050
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 Dentist: 

a person who diagnoses, prevents and cures diseases of the mouth and teeth. a dental 
technician works on the prescriptions of a dentist and does not have direct contact with 
the public. The dental technician makes dental appliances in a laboratory.

Bursary and other information: 
> The sa Dental association, Private Bag X1, Houghton, 2041. 
> The registrar, sa Dental Technicians’ council, PO Box 995, Pretoria, 001.

 econoMist: 

a person with in-depth knowledge of the production, distribution and scarce resources 
among unlimited competing needs. Economists can find employment in the private 
sector and business organisations, the public service and in journalism, or as sponsored 
researchers for organisations such as the Human sciences research council.

Bursary and further information:
> The Department of economics at any university can furnish further information on 

courses in economics – e.g. the Wits school of economics and Business sciences,  
Private Bag 3, Wits, 2050. 

 eDucAtion: 

You know what an educator or teacher is! We need dedicated, qualified teachers in 
south africa. One good teacher can make an enormous difference in the lives of many 
children. The Department of education provides bursaries to top learners; it may be an 
idea to use that bursary, spend four years teaching afterwards, and then decide if you 
want to stay in the profession.

Bursary and further information:
> The principal at your school will be able to assist in getting information and the relevant  

forms from your provincial Department of education.
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 engineer: 

A person who puts scientific knowledge to practical use, e.g. by designing roads, 
bridges, dams, engines, aircraft, appliances and installations, etc.

civil engineer:
a civil engineer is a person trained in the design and construction of public works, such 
as bridges or dams, and other large facilities.

chemical engineer:
a chemical engineer is a person who deals with the technology of large-scale chemical 
production and the manufacture of products through chemical processes.

Mechanical engineer:
a mechanical engineer works with the generation and application of heat and 
mechanical power and the design, production, and use of machines and tools.

industrial engineer:
An industrial engineer is concerned with the efficient production of industrial goods 
as affected by elements such as plant and procedural design, the management of 
materials and energy, and the integration of workers within the overall system.

electrical engineer:
an electrical engineer deals with the technology of electricity, especially the design and 
application of circuitry and equipment for power generation and distribution, machine 
control ,and communications.

Bursary and further information: 
> engineering council of sa, Private Bag X691, Bruma, 2026.

 finAnciAl services: 

Banking:
A career in banking involves a variety of opportunities, including financial and 
management accounting, credit management, personnel management, hire purchase 
and leasing, insurance and merchant banking.

Bursary and further information:
> any bank, e.g. aBsa Bank, PO Box 8794, Johannesburg, 2000;  
 or standard Bank, PO Box 1031, Johannesburg, 2000.
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insurance:
The aim of the insurance industry is to provide security for individuals, as well as industrial 
and commercial enterprises. There is a need for people with management skills, but also 
for those who hold other professional qualifications, e.g. actuaries, lawyers, computer 
programmers and so forth. There is a preference for subjects such as mathematics, 
economics and accountancy. Working for an insurance company does not mean that 
you have to sell policies!

A broker 
(also called an intermediary) is someone who sells insurance contracts. Brokers are often 
required to do financial planning for clients as well.

long term insurance:
This is the insurance of people’s lives or state of health. It offers various options for people 
who have mathematical skills. It is a very competitive business and companies therefore 
concentrates on staff development. Underwriters evaluate the risks involved in insuring 
lives, buildings or possessions. The underwriter decides whether an application for 
insurance is accepted. If it is, the underwriter also sets the premiums for the cover.

short term insurance:
This is the insurance of property, vehicles, liability and so forth. Most of these sales are 
done by organisations or insurance brokers, although direct marketing methods are 
being used increasingly. claims investigation is done by specialists and entails agreeing 
on the extent of the loss, so as to arrive at a fair settlement. 

Bursary and further information:
any life insurance company, e.g.
> The Human resources Manager, Metropolitan Life, PO Box 93, cape Town, 8000.
> The Insurance Institute of south africa, PO Box 61837, Marshalltown, 2107.
> The Workers academy for Insurance (Tel: 011 781 1614) is an accredited training provider 

for careers in personal financial planning and insurance salesmanship.
 

 heAlthcAre: 

Healthcare offers a number of community-related options, e.g. child-care, family 
planning, etc. These are dealt with under “community Work”.

Audiometrician:
A person who uses electronic equipment to test people’s hearing, and who supply and fit 
hearing aids for people whose hearing cannot be improved by other means.
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clinical technologist:
a person who uses electronic equipment to diagnose the cause of malfunctioning 
organs of the body, and interprets the results so that treatment can be prescribed.

Medical practitioner:
a person who diagnoses and treats diseases (generally known as a doctor).

Medical laboratory technologist:
a person who performs microscopic, bacteriological and chemical tests in a laboratory 
and uses the results to treat diseases.

nurse:
a person who has been trained to care for the sick and disabled.

occupational therapist:
a person who uses creative or productive therapy in the treatment of physically or 
emotionally disabled people.

Physiotherapist:
a person who uses therapeutic exercise and massage to treat injuries and physical 
dysfunction.

Bursary and further information: 
> The Bursary Officer, SA Medical Association, PO Box 74789, Lynnwood Ridge, 0040.
> The Information Officer, Health and Welfare Sector Education and Training Authority, 

Private Bag X15, Gardenview, 2047.
> The Trustees, solly Ginwala Memorial Trust, PO Box 4138, Durban, 4000 can provide 

information on bursaries for nurses.

 hotel / hosPitAlity inDustry: 

This dynamic sector offers a wide variety of career options. service and facilities have 
to be improved constantly, so as to meet the demands of local and international guests. 
The Tourism, Hospitality and sport education and Training authority approves learnerships 
for this sector.

hotel manager (maitre d’hotel):
A person who is responsible for the efficient operation of the hotel restaurant.
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executive chef (chef de cuisine):
a person who is responsible for ensuring the quality, quantity, preparation and presentation 
of the food.

Banqueting manager:
a person who is responsible for the organisation and co-ordination of all functions.

executive housekeeper:
a person who is responsible for the maintenance and cleanliness of the hotel.

receptionist:
a person who controls the reception and switchboard areas, receives guests and their 
payments, and liaises with all departments in the hotel.

Bartender:
a person who ensures that the bar is fully stocked at all times, prepares drinks and sees to 
it that the bar service meets customer’s expectations.

Waiter:
A person who provides prompt and efficient service of food and beverages.

Bursary and other information:
> The Information Officer, Theta, PO Box 1329, Rivonia, 2128.

 huMAn resources MAnAgeMent: 

The aim of human resource management is to develop conditions within an 
organisation that will have the greatest possible positive effect on the productivity 
of that organisation. It normally involves the areas of personnel administration and 
management, training and development, and industrial relations.

Bursary and other information: 
> The Information Officer, SA Board for Personnel Practice, PO Box 2450, Houghton, 2041.

 lAnDscAPe Architect: 

a person who decorates, functionally alters and plants grounds, especially at or around 
building sites.

Bursary and other information:  
The secretary, The Institute of Landscape architects of south africa, 
PO Box 5834, cresta, 2118.
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 lAW: 

almost all aspects of our lives are affected by laws that are enforced by the courts. 
The small claims court deals with minor disputes. The Magistrate’s court hears less 
serious cases. The High court hears appeals on judgements in Magistrate’s courts, 
and deals with more serious cases. The supreme court of appeal hears appeals from 
the High courts. The constitutional court deals with the interpretation of south africa’s 
constitution. career opportunities include:

Attorney:
attorneys provide legal assistance to individuals and organisations. They listen to a 
client’s problem and then prepares the case before it goes to court.

Advocate:
Advocates are attorneys who specialise in specific aspects of the law and who argue 
cases in the High court.

Prosecutor:
The prosecutor works with the Police to gather information on a case, and then 
represents the state in criminal trials against people who are accused of having 
committed a crime.

Bursary and other information: 
> The Law society of south africa, PO Box 36626, Menlo Park, 0102. Tel: 012 366 8800, or 

any firm of attorneys.

 life sciences (Biology): 

Biology is the scientific study of life. It includes biochemistry, microbiology, botany and 
zoology.

Anatomist:
a person who studies organisms through comparative dissection and experimentation.

Biochemist:
a person who studies the chemical components of life, e.g. cancer research.

Botanist:
a person who specialised in the study of plant and plant systems.
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ecologist:
a person who specialised in the study of organisms and their environment.

entomologist:
a person who specialised in the study of insects.

ichthyologist:
A person who specialised in the study of fish.
 
Mammalogist:
a person who specialised in the study of mammals.

Zoologist:
a person who specialised in the study of animal biology.

Bursary and other information:
> Council for Scientific and Industrial Research, PO Box 395, Pretoria, 0001.

 Meteorologist: 

a person who reports and forecasts weather conditions. Various specialist options are 
available.

Bursary and further information:
> South African Weather Service, Scientific Training, Private Bag X097, Pretoria, 0001.

 Mining: 

The mining industry has developed various training schemes, as its human resource 
requirements exceed the available labour. Mining engineers, mechanical and electrical 
engineers and mining geologists are among the professionals required in the industry. 
The industry also trains non-graduates as student officials in mining, engineering, geology 
and environmental control.

Bursary and other information:
> The Recruitment Officer, Anglo American Corporation,  
 PO Box 61587, Marshalltown, 2107.
> career Wise (Pty) Ltd, PO Box 30632, Braamfontein, 2017.
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 nAture conservAtion: 

although one often thinks of nature conservation in terms of driving a Land rover through 
a nature reserve, looking at game, there is a lot of administrative work that needs to be 
done, and one needs customer service skills as well.

Opportunities include nature reserve management through the conservation of natural 
ecosystems, extension and law enforcement, environmental education, marketing and 
promotions, and specialised services, e.g. drawing up inventories of fauna and flora 
resources or assessing the impact of proposed developments.

Bursary and other information:
> The Information Officer, Theta, PO Box 1329, Rivonia, 2128.

 PhArMAcist: 

a person who provides medicine and supplementary services to the community in a 
responsible manner. This includes supervising the storage and package of medicine, 
dispensing medicine, providing advice and information on medicines, research and 
development of medicines.

Bursary and other information:
> The registrar, sa Pharmaceutical council, PO Box 40040, arcadia 0007.

 Psychologist: 

a person trained to perform psychological research, testing and therapy. Psychology 
deals with emotional and mental behaviour. registered psychologists help people 
to become happier within their environment and happier with themselves. Industrial 
or organisational psychologists work in commerce and industry, where they assist in 
negotiations, motivation, increasing productivity and so forth.

Bursary and further information:
> Psychological society of south africa, PO Box 66083, Broadway, 2020.
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 PuBlic relAtions officer: 

a person responsible for the communication strategy of an organisation or company. 
Public relations functions include the development of programmes, media relations, 
organising events, writing and editing of publications, speaking at functions, doing 
research and managing the public relations function with regard to personnel, budget 
and activities.

Bursary and other information:
> The Public relations Institute of south africa, PO Box 31749, Braamfontein, 2017.

 sociAl WorKer: 

a person who helps people who are in need or have problems in relation to their place 
in society. a social worker may work with abused children, alcoholics, dying patients 
without relatives, etc. The task of the social worker is to help these people create or move 
to an environment that is socially, emotionally and physically healthier.

Bursary and other information:
> The Information Officer, Health and Welfare Sector Education and Training Authority, 

Private Bag X15, Gardenview, 2047.
> The Department of social Work at any university. 
> You may also write to the communications officer at your provincial department that 

deals with welfare, social services or social development. (The address is in the blue 
pages of the telephone directory.)

 tourisM: 

south african Tourism markets the country internationally. The National Department of 
environmental affairs and Tourism, as well as the provincial departments of tourism, is 
responsible for the registration of all tourist guides.

retail travel agents perform the selling function in the industry. The hospitality sector 
includes hotels, guesthouses, restaurants, etc. Transport activities relate to airlines, 
trains, buses, car hire and so forth. Destination organisers include tour operators, event 
management companies and tourism organisations.

retail travel consultant:
a person who works for a travel agency and advises clients on all aspects of their 
proposed journey, helps them draw up an itinerary and makes all bookings on their 
behalf.
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tourist guide:
a person who travels with tourists, e.g. on a bus, and provides them with information on 
the sights they see. Tourist guides need to register with the provincial authorities after they 
have completed the required training. Tourist guides may opt for nature guiding (nature 
reserves, wilderness trails etc), culture guiding (townships, story-telling etc) or adventure 
guiding (caves, shark watching etc).

Bursary and other information:
> The Information Officer, Theta, PO Box 1329, Rivonia, 2128.

 veterinAry surgeon: 

a person involved in the control, prevention and cure of animal disease; usually called 
a “vet”. a vet can work in the government service, for animal welfare organisations, in a 
private practice, at a game reserve, for pharmaceutical firms, etc.

Bursary and other information:
> sa Veterinary association, PO Box 25033, Monument Park, 0105.
> The Veterinary Nurses’ association of sa, PO Box 40333, Moreletapark, 0044.

 Zoo KeePer: 

a person responsible for the well-being and health of animals in a zoo.

Bursary and other information:
> The Head of Human resources, National Zoo of south africa, PO Box 754, Pretoria, 0001.
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How to Obtain 
More Information 

on careers
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We have deliberately kept the information on careers brief. The reason is that university 
and other courses, as well as entry and other requirements, change regularly in order to 
keep up with the changing needs of the work place. If you want more information on any 
of the careers mentioned above, write a short letter to the relevant organisation. 
(Make sure that there are no spelling mistakes and that your handwriting is legible!) 

Here is an example of a letter requesting more information – feel free to adapt it to your 
needs:

> Note: If you do not know the name 
of the person you are addressing the 
letter to,it is in order to write “Dear sir 
or Madam”. If the organisation does 
not have an official communications 
officer, someone else will respond to 
your enquiry.

PO Box 123435
DIePkLOOF

1864
12 May 2008

The Communications Officer
sa Medical association 
PO Box 74789
LyNNWOOD rIDGe
0040

Dear Ms Johnson

career INFOrMaTION

I am a Grade 11 learner at Orlando High school and would like to qualify as an 
occupational therapist. I would appreciate it if you could send me information 
on the course I would be required to take, as well as bursary and such other 
information you may have.

Thank you very much in advance.

yours sincerely

Janet Morake

how to obtain 
More information on careers
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Financial assistance 
for students
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studying is expensive. course and tuition fees are high. apart from these, however, 
one has to purchase stationery and text books. If one does not stay with one’s parents, 
accommodation and food add to one’s expenses. and, of course, there are many very 
cute co-students, on whom one can spend a lot in buying cool drinks and so on!

Most universities and technikons have financial aid offices, where one can apply for 
some kind of financial assistance. Make use of these offices when you register for courses, 
as they may be aware of assistance that is not publicised widely. These offices will also 
assist you with regard to the National student Financial aid scheme (NsFas).

additional options include scholarships, bursaries and loans.

financial Assistance for students

> scholArshiPs

a scholarship is awarded entirely on 
academic results, and is given to a 
matriculant with exceptional results. There 
are usually very few conditions, except 
that the student has to pass the course. 
amounts vary – some scholarships will 
even cover accommodation and living 
expenses. competition for scholarships is 
fierce, as one does not have to repay a 
scholarship. you will have to go out and 
seek a scholarship. contact institutions and 
businesses. keep an eye on newspapers 
as well; scholarships are often advertised 
in them.

> BursAries

Bursaries are also based on academic 
merit, but consideration is given to the 
financial need of the student and the cost 
of the course as well. For most bursaries, 
you have to work for the company 
for a number of years after you have 
graduated. Normally, you have to “work 
back” (at full salary!) the same number of 
years as the length of your studies. some 
bursaries specify the course of study as 

well. If you do not fulfil the conditions, 
you may have to pay back the bursary. 
Competition for bursaries is fierce, too.

> stuDent loAns

Most banks offer student loans, provided – 
> you are a south african citizen;
> someone stands surety on your behalf 

(i.e. guarantees that the loan will be 
repaid), and

> you hold your bank account at the bank 
that grants the loan.

> Interest on student loans is normally 
lower than the usual rate. you will usually 
have to repay the loan over the same 
period as the duration of your studies. 

> nAtionAl stuDent 
finAnciAl AiD scheMe (nsfAs): 

The NsFas provides student loans of which 
a certain percentage is written off if the 
candidate passes their subjects each year. 
The rest is paid off once the candidate 
starts working. as stated above, the NsFas 
operates from the financial aid offices of 
campuses of recognised technikons and 
universities.
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> institutions AnD orgAnisAtions thAt MAy ProviDe finAnciAl AiD to   
 stuDents:

national student financial Aid scheme,
Private Bag X1, Plumstead, 7801. (or enquire 
at the Financial aid Bureau of the university or 
technikon you have registered at)

the student Development Manager, 
human resources group, 
eskom Bursary scheme, 
PO Box 1091, Johannesburg, 2000.

evangelical lutheran church, 
loans and scholarship committee,
Private Bag X9204, Mapumolo, 4470.

the executive Director: human resources,
Johannesburg city council subsidised education  
scheme, PO Box 10638, Johannesburg, 2000.

the information officer,
Public service commission,
Private Bag X121, Pretoria, 0001

the Bursary secretary, 
De Beers industrial Diamond Division, 
PO Box 1770, southdale, 2135. 

the human resource Manager, 
career Wise Bursary unit, 
PO Box 30632, Braamfontein, 2017.

the Bursary section, council for scientific and 
industrial research, 
PO Box 395, Pretoria, 0001. 

the Manager, Psychological services, 
Kumba resources, 
PO Box 9229, Pretoria, 0001.

MersetA, 
PO Box 61628, Marshalltown, 2000.
(Manufacturing, engineering & related services) 

the Divisional Manager, labour relations and 
utilisation, iscor steel, 
PO Box 450, Pretoria, 0001.

the nafcoc Masekela-Mavimbela Memorial 
scholarship fund, 
PO Box 61213, Marshalltown, 2017. 

the Manager: human resources, 
Bursary office, vodacom, 
Private Bag X 9904, sandton, 2146.

the Bursary Department, 
sA institute of race relations, 
PO Box 32597, Braamfontein, 2017.

the head: recruitment, Mintek, 
Private Bag X3015, randburg, 2125.

the Manager, transnet Bursaries,
PO Box 23200, Joubert Park, 2044.

the trustees,solly ginwala Memorial trust, 
PO Box 4138, Durban, 4000. (for nurses)

the Bursary officer, sappi southern Africa, 
PO Box 31560, Braamfontein, 2017.

the Bursary Department, sasol ltd Bursary 
fund, PO Box 5486, Johannesburg, 2000.

the Bursary officer, Mondi, 
PO Box 39, Pietermaritzburg, 3200.

the Bursary Department, engen, 
PO Box 32597, Braamfontein, 2017.

the Manager,gencor Bursary scheme, 
PO Box 61820, Marshalltown, 2017.

the national Director, studietrust, 
PO Box 29192, Mellville, 2109.

the Bursary Administrator, sA Breweries, 
PO Box 782178, sandton, 2146.
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How to apply
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> first stoP: Johnny’s story

Johnny worked at a factory complex. He sold old newspapers for extra money. every 
day, he collected the newspapers from other people in the complex. every afternoon, 
he pushed his wheelbarrow full of old newspapers to the gate, where the security guard 
searched the wheelbarrow and let Johnny pass. after 30 years, Johnny retired from the 
factory. On his last day, after he had pushed his wheelbarrow through the gate, the 
manager called him back. “Johnny,” said the manager, ”the guards have searched your 
wheelbarrow almost every day for 30 years. They never found anything. But I know you 
have been stealing something. Now that you have left, please tell me what you have 
been stealing all this time.” Johnny smiled and replied, “The wheelbarrows.”

The manager and security officers missed the most obvious thing, and they missed it 
because it was so obvious. In the section that follows, you will read many obvious things. 
you may say, “I know this; they don’t have to tell me this.” That is the problem. The things 
we know we should do are often the things we do not do, because we focus on other, 
new things. Therefore, be patient, and make sure that you attend to the obvious things, 
as well as those that are not so obvious!

> corresPonDence

as more and more learners pass matric, the competition for jobs, bursaries and places 
on university courses becomes stronger. It is therefore important for you to make a 
favourable impression when you apply for a job, financial assistance or a place on a 
course. The first step in this process is your written application.

But before we go further: There must be no spelling mistakes in your application!!! If you 
make a mistake, start over. Do not scratch out the mistake. Do not use Tipp-ex or other 
correction fluid. Use good quality paper. A page torn from an old school book will not 
impress the reader, because there will be other applications, neatly typed on crisp white 
paper. Libraries may sell you a few pages of copying paper, for the price they charge 
for photocopies. Then take a piece of paper from a school book, carefully draw the lines 
brighter with a pen, and use paper clips to attach it to the back of your white page. If 
you put this on a hard surface, you will see the lines, and this will help you to keep to a 
straight line when you write.

Furthermore: Do not fold your application documents. application forms that are sent to 
you will sometimes be folded; keep them open when you return them. This means using a 
large envelope.

how to Apply
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> An APPlicAtion

You should bear in mind that an application for a job, financial assistance or a place on 
a university course is something that can have a major impact on the rest of your life. you 
should therefore take the time to prepare a detailed and neat document. remember, 
this is the first time you will be compared to other applicants. If you present yourself well, 
you have a better chance of impressing the reader and getting the job, or the financial 
assistance. If you do not take enough care, you may save a few minutes now, but you 
may feel the damage for the rest of your life. (We often spend many hours looking for the 
right T-shirt or jeans; why should we rush through something that can affect our lives for 50 
or 60 years?)

Think about what you want to achieve with your application. If you apply for financial 
assistance, your application should clearly show that you have the ability and the desire 
to work hard and perform well. If you apply for a job where you will have to work with 
other people, your application should contain information showing that you can work 
well in a team.

> PrePAring A cv

your curriculum vitae, or cV, is an important supporting document to any application for 
work or financial assistance. The expression comes from the Latin words that mean “run” 
and “of life”, so your CV is a brief history of “how your life has run” until a specific time. The 
purpose of a cV is to provide a summary of important information about you. a good cV 
shows how you can use activities and experience from your past to succeed in an area 
of interest to an employer or bursar. emphasise your strong points, but remain absolutely 
honest. Give relevant information, but avoid too much detail – you do not want to bore 
the reader! Many applications have succeeded on the basis of carefully prepared cV’s; 
similarly, many applications have been rejected because they were supported by 
poor cV’s.

a cV is like a mirror image of you. If at all possible, it should be typed. If you cannot have 
it typed, print it neatly (again: no spelling mistakes, deletions or Tipp-ex!) and underline 
the headings. While there is room for adapting it to your personal taste, or the specific 
requirements of an institution, a cV would normally contain the information in the 
example to the right:



31

curriculum vitae
Biographical Details:

Name: Johannes Zolile Maloyi 
Postal address: 3138 section W, Botshabelo 9781 
Tel number: 051 123 4567 (all hours) 
Fax number: Not applicable 
Date of birth: 15 June 1990 
Gender: Male 
Drivers licence:  yes (category eB) 
Languages: I speak, read and write sesotho, setswana and english very well 
 I speak and read afrikaans well

Health: excellent

education:  Matric: Moroka High school, Thaba Nchu, 2008

subjects passed: sesotho First Language, Higher Grade – a 
 english second Language, standard Grade – B 
 Mathematics, Higher Grade - a 
 Physics, Higher Grade – B 
 Biology, standard Grade – B 
 Geography, standard Grade – c

high school Achievements:

activities: Debating society from 2006 – 2008 
 school choir, 2004 – 2007 
 school newsletter, 2007 
 These activities increased my social skills, and taught me the importance of  
 teamwork and meeting deadlines.

sports: soccer, 1999 – 2008 
 I played for the school’s first team from 2006 – 2008. This taught me how to   
 share responsibilities and taught me discipline and commitment.

awards: school prefect, 2007

employment: Part-time employment as packer at shoprite, Thaba Nchu, from 2004 to the  
 present.  
 My responsibilities include ensuring that the shelves are stocked and neat, and  
 that prices are indicated clearly and correctly.

Personal Details:

Volunteer work:  I am part of a group that visits lonely patients in hospitals on sundays. 
 I assist coaching at a soccer clinic for primary school players in Botshabelo.

Interests: sport, music, reading

career interests: I would like to qualify for a career in business, where I can interact with people  
 and make use of my organisational abilities.

referees: Mr T J Moatshe,  
 Principal: Moroka High school. 
 Tel: 051 987 6543 Fax: 051 987 65433 
 PO Box 56789, Thaba Nchu 9770

 The rev J O setona 
 Tel: 051 567 4321 Fax: 051 567 4322 
 PO Box 86420, Thaba Nchu 9770

 Mr G M Mathibe 
 Manager: shoprite 
 Tel: 051 876 4321 Fax: 051 876 4322 
 PO Box 112233, Thaba Nchu 9770
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> A feW notes ABout the cv on PAge 31:

> It is organised – the headings are clear and the information is grouped together in 
categories.

>  It is brief, but gives an indication of the writer’s personality – a team player (sports, 
choir), confident among people (debating society), hard worker (part-time work at 
shoprite), leader (prefect) and used to interacting with people (hospital visits, soccer 
clinic, sports, choir).

> clear contact details are given – he does not have a fax, but there is a telephone 
number and dialling code. 

> can you see how the list of achievements and activities support his statement 
that he would like to be in a career where he can interact with people and use his 
organisational skills?

> each of the referees can provide information on a different aspect of the applicant’s 
life –school, religion and part-time employment. Note that you should always ask 
permission from someone to use that person as a referee. keep your referees informed 
of all applications you submit. It may be very useful for them to have copies of your cV 
as well.
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> An APPlicAtion forM

Most applications for jobs, financial 
assistance or registration as a 
student involve the completion of an 
application form. 

as with any other document in your 
application pack, there should be 
no mistakes on the application form. 
read it through carefully, think about 
the questions and decide how much 
information you can give in your 
answers. It helps to do a draft first, from 
which you can refine your answers 
so that you give relevant, complete 
information. Where you have several 
lines in which to reply, work out an 
answer that makes the most of the 
space, without being repetitive. 

Most application forms are copied for 
consideration by a panel, so it helps if 
you complete it in black ink.

In most cases, there will be an overlap 
between the application form and your 
cV. Do not let this worry you; submit both.

> APPlicAtion letter: finAnciAl AssistAnce

Most financial assistance schemes make use of standard application forms, so you 
have to request these forms from the relevant institution. If you write a letter requesting 
application forms, it should not be a lengthy letter. keep it brief and simple, but polite. 
you need to say where you want to study, which course you want to register (or have 
registered) for, and give some indication of your ability to succeed – a reference to your 
marks would normally be useful. 

PO Box 123435
DIePkLOOF

1864
12 May 2008

The ScholarshiPOfficer
sunrise scholarships
PO Box 56789
JOHaNNesBUrG 
2000

Dear Mr Jones

scHOLarsHIP aPPLIcaTION FOrMs

I am in Grade 12 at Diepkloof High school at present, and intend studying 
towards a B sc degree in actuarial science at Wits University next year. I 
became interested in this course when I attended a careers day held at Wits 
in april this year.

I would like to apply for a scholarshiPOn the basis of my academic ability. In 
the april examinations, I obtained 82% for Mathematics Higher Grade, as well 
as 79% for science Higher Grade, 72% for economics Higher Grade and 70% for 
english second Language Higher Grade.

Please send me an application form, and let me know which supporting 
documents you require. kindly inform me of the closing date for applications 
as well.

Thank you in advance for your assistance.

yours sincerely

Joseph Morake
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some companies or institutions offer   
bursaries for a variety of courses. If you 
do not know what they offer, you may 
write a slightly different letter, in which 
you say: 

Their response will help you decide 
whether or not to apply for financial 
assistance from them. some 
companies, for example, only offer 
bursaries for students who study 
specific courses at specific universities. 
This may mean that you will have 
to change your plans, or that you 
will have to approach another 
organisation for financial assistance.

your address

Their address

Dear sir or Madam

reQUesT FOr BUrsary INFOrMaTION

Having attended a careers day at Orlando stadium, I intend studying towards 
a B com degree through the Free state University in 2005. I have submitted 
application forms and am confident of being accepted, based on my 
academic results for this year.

I would like to have more information on the bursaries you offer.

Please send me an application form, and advise me of the documents you 
require of me. kindly also inform me of the closing date for applications.

Thank you in advance for your assistance.

yours sincerely

Joseph Morake
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Once you have completed the 
application forms, you return them with 
a brief covering letter. This covering 
letter is the first document the reader 
will use to form an impression of you. It 
must be clean, neat and mistake-free! 
some people prefer a hand-written 
covering letter, especially if the cV and 
other documents are typed. This only 
works, however, if your handwriting is 
very neat and easy to read. If not, type 
the covering letter (but sign your name, 
in the line above the one on which it is 
printed).

> coPies of DocuMents

Note that we use the term “certified copies”. This means photocopies that have been 
certified as true copies – in other words, nobody has tampered with them. You need 
to take the photocopies, as well as the original document, to a police station, school 
principal or minister of religion. That person then signs each copy and puts a stamp 
on it, certifying that it is a true copy of the original document. Never send your original 
certificates by mail; replacing documents that have been lost is a difficult and lengthy 
process.

When you have certified copies made, make five or 10 of each document, so that you 
do not have to go through the process every now and again. you do not have to make 
certified copies of documents that you have made yourself, e.g. your CV. You only need 
certified copies of official documents, e.g. your school results, identity book, letters of 
support (testimonials) from teachers, certificates of achievement, and so on.

PO Box 123435
DIePkLOOF

1864
12 august 2008

The ScholarshiPOfficer
sunrise scholarships
PO Box 56789
JOHaNNesBUrG 
2000

Dear Mr Jones

scHOLarsHIP aPPLIcaTION

I hereby wish to apply for a scholarship to enable me to study towards a B sc 
degree in actuarial science at Wits University next year.

In support of my application, I enclose the following documents, or certified 
copies thereof:

sunrise scholarship application forms;
a brief curriculum vitae;
My July school report; and
My identity document.

Please do not hesitate to contact me in case you require further information or 
wish to interview me. My contact details appear in my curriculum vitae.

yours sincerely

Joseph Morake
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> APPlicAtion to register At A
 university/techniKon/other 
 institution

you would once again have to obtain 
the official application forms, and you 
may have to write to the institution 
to obtain them. The letter is similar to 
the one used to request application 
forms for financial assistance. Your 
completed application forms are 
returned with a brief covering letter:

> MAiling your APPlicAtions

Be sure to mail your letters requesting information and your application forms well before 
the closing dates. People processing this correspondence are usually very busy around 
the closing date, and mistakes can be made much more easily. also, if there is a delay in 
the delivery, your application may miss the deadline if you have waited too long. It may 
be worthwhile discussing options such as registered mail or a courier service with your 
post office.

PO Box 123435
DIePkLOOF

1864
12 august 2008

The registrar (academic)
University of cape Town
Private Bag
rONDeBOscH 
7700

Dear sir

aPPLIcaTION: B com

I would like to apply to study towards a B com degree at the University of 
cape Town. 

In support of my application, I enclose herewith -
My completed application form;
certified copies of my June 2004 results;
a certified copy of my birth certificate, and
certified copies of two testimonials.

should my application be considered favourably, I wish to ensure you of my 
loyalty to the institution and my best efforts at achieving academic excellence 
at all times.

yours faithfully

J Morake
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> APPlicAtion checKlist

you should have:
> a big envelope, so that you need not fold any document;
> a neat, error-free covering letter that creates a good impression of you;
> Neatly and fully completed application forms;
> a neat cV, preferably typed;
> Supporting documents – certified copies of all certificates, 
 school results and identity documents.

attach the various pages of the documents, e.g. pages of your cV, to each other. Use 
either a paper clip or one staple in the top left-hand corner of the document. This means 
that copies can be made, without someone having to take the document apart.

If you put this pack together, it should say, “sUccessFUL aPPLIcaNT!” again, make sure 
that your application reaches the addressee in time.
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An interview
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Employers or people making decisions on awarding financial assistance often use 
interviews to arrive at decisions. some institutions also use interviews for selection 
purposes, especially where competition for places on an academic course is tough 
and where qualities other than pure academic results are important. (Let us emphasise, 
however, that academic excellence remains the most important criterion for admission 
to academic courses.) Interviews are used for performance evaluations or promotion 
at work as well. you may also have to go for an interview when you apply for banking 
assistance to buy a house or a car.

Once you have prepared a cV for marketing yourself, you have to prepare for the 
interview. your written application pack has caught the attention of the decision-maker; 
the interview should confirm your credibility.

> PrePArAtion for An intervieW

If you prepare well for an interview, you will be able to act more natural and relaxed. If 
you do not prepare well, you may end up giving unimpressive answers to the questions 
that are put to you… good-bye, opportunity!

Preparation involves gathering information. Make sure that you have copies of your cV 
and other documents you have submitted. Then find out more about:

> yourself. Think about what you want to do with your life, and why. What would you like 
to do and achieve in your career over the next five to ten years? Why?

> The organisation you have sent your application to. What do they do? Do they have 
offices countrywide, or in other provinces? Who are their competitors? Are they smaller 
or larger thanmost of their competitors? Have they been in the news recently?

> The job/bursary you have applied for. Why are you interested in this particular job? 
Which skills do you have that make you feel you can achieve success? (Imagine 
applying for a bursary to study actuarial science, and not being able to tell the 
interviewer what an actuary does!)

> The exact place where the interview will be conducted. Go there beforehand. This 
will let youknow how long it takes you to get there, and you will not have to look for the 
place on the day of the interview.

An interview



40

> Questions the interviewer is likely to ask. These could include:
 > What are your strong and weak points?
 > Which subjects did you like at school, and why?
 > Which subjects did you dislike at school, and why?
 > Why did you choose this field of study?
 > What are your goals for the next three to five years?
 > What have been your biggest achievements/failures thus far?

Try to prepare honest and interesting answers to these questions; answers that show your 
enthusiasm and emphasise your ability to succeed. avoid saying something negative 
about other people, even if you do not like them. (We return to this issue in the next 
session.) 
remember, the interviewer is measuring you against the other candidates. Make it east 
for the interviewer to decide that you should get the job/bursary, and not the others!

> During the intervieW

arrive at the venue of the interview 10–15 minutes early. This gives you time for a quick sip 
of water, to check your hair and clothes, and calm down. Many applicants arrive late, or 
just in time, and then they are flustered and at an immediate disadvantage.

First impressions, as you know, are important and may even decide the outcome of an 
interview. your appearance must create a favourable impression – very clean and very 
neat. It is easier to get away with being dressed a little too formally; if you appear to be 
too casual, conservative interviewers may think that you are not quite serious.

When you are introduced to the interviewer, shake hands firmly, make eye contact and 
smile. speak clearly and sit up straight. Look at the interviewer.

you should try to be relaxed, but purposeful – you are there as a balanced person, but 
to do business. show that you are suitable for the job or bursary, and that you can make 
a contribution to the organisation. Be positive and enthusiastic. answer the questions 
fully, avoiding one-word answers where possible, but do not bore the interviewer with too 
much detail. Try to make the interview pleasant for the interviewer as well. Having to drag 
answers from someone is very frustrating for an interviewer.

you may be interviewed by a panel. always look at the person asking a question or 
addressing you. Keep eye contact with this person, but do not stare – glance down briefly 
to break the eye contact from time to time. When you respond to a question, look at the 
member who asked the question, but also glance at the others while you are responding. 
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You may find that one member of the panel appears to be very bored, or that a 
member of the panel stares at you all the time, without saying anything. Do not let that 
distract you. It may be a test to see how you respond to an uncomfortable situation. The 
interviewers may just be playing silly games. Just keep cool and focus on the job at hand, 
which is to make a favourable impression on the other members of the panel.

remain positive; do not make negative or derogatory comments about others. The 
interviewer may try to test your loyalty by asking a trick question, such as, “Oh, I see your 
Maths teacher is Ms Mthembu. she was my teacher as well. What a horrible person she 
was! Do you like her?”

This can be a difficult situation. The interviewer may really dislike Ms Mthembu. Then, if 
you say, “Oh, no, she is a wonderful person!”, the interviewer may think there is something 
wrong with you; how can any normal person like this horrible woman? On the other hand, 
the interviewer may not even know Ms Mthembu, or like her very much, and just ask this 
question to test your loyalty. If you then say, “I agree, she is a very poor teacher and a 
nasty woman!”, the interviewer may think you are lying, that you enjoy gossiping or that 
you are not a loyal person. 

In circumstances like these, a safe answer is something like, “I do not have a problem with 
her. I am sure we cause her more problems than she causes us!” (you would, of course, 
then be prepared to explain that some students do not pay attention in class, or do not 
do their homework, or something like that.)

What if the interviewer asks this type of question about your supervisor, or a teacher or 
someone who is known to be a difficult person? This may be the case if you are applying 
for another job, and newspapers have reported on how difficult your current manager 
can be. a safe response is something like, “Usually, there are two sides to a story.” If you 
have been involved directly in a conflict situation with someone else, say something like, 
“It is unfortunate, and I think both of us could have avoided it. Perhaps we were a little 
hasty.” This indicates that you are prepared to accept responsibility for what you have 
done wrong, instead of just looking for someone you can blame.

you may be given an opportunity to ask questions towards the end of the interview. Do 
not ask too many, and avoid questions that may indicate greed or over-confidence. 
Try to ask questions that will draw attention to your strong points, but do not cover issues 
that have been dealt with fully during the interview. If, for example, the interviewer has 
already explained the financial assistance scheme for staff who study, you would create 
a very poor impression if you ask, “Do you provide financial assistance for staff who 
study?” It would be in order to ask for clarification of certain aspects of that policy if the 
interviewer has not explained those, however. 
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some fairly safe questions could be:

> “While I realise that this depends on my own performance, if my application is   
 successful, what would the general chances of promotion be?” 
 (Note: you emphasise that you do not expect favours by referring to your own 

performance, but this also suggests a measure of confidence, without bragging. There 
is a measure of modesty in “if my application is successful”. The question itself suggests 
a desire to make progress. all of these look good from the interviewer’s point of view!)

> “If my application is successful, and if I find the time after I have found my feet here,   
 would there be any assistance for further studies?” 
 (Note: In this question, you will recognise the elements that are emphasised in the 

previous question – modesty, desire to make progress, etc. The additional element is 
“after I have found my feet”. In other words, you are suggesting that you will take the 
job seriously and put it first. This suggests to the interviewer that you are not just seeing 
this job as a vehicle to take you somewhere else.)

> “Do you have a formal social responsibility or community involvement programme?” 
 (Note: This question suggests that you are compassionate, and wish to make a positive 

contribution to society. In other words, you want to be more than just a career person.)

> “By when can I expect to hear from you?” 
 (Note: This indicates that you are interested, and also shows that you are practical – you 

want to know at what stage you have to start making alternative plans, if necessary. In 
other words, you mean business.)

Look at these questions again. Which topic have we avoided? Salary and other benefits. 
Avoid sounding greedy or over-confident. The interviewer knows that we all need money, 
and that is the main reason why we work. Therefore, we avoid this kind of question 
until they make a firm offer. This offer will include a salary, and reference to the leave, 
medical, retirement or other benefits. There may be a little scope to negotiate then.

You can work out a few more questions to ask, aimed specifically at the company 
or organisation with which you are going to have the interview. If you cannot think 
of a relevant question, say something like, “I am sure there will be many questions if 
my application is successful, but I think the main issues has been covered during the 
interview.” This shows that you have thought about certain issues, but also paid attention 
during the interview and that your questions have been addressed. (It also indicates 
to the interviewer that you are on more or less the same wavelength regarding what is 
important!)
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another “wheelbarrow”: When you leave, remember to smile and thank the interviewer!

you will probably not be informed of the successful outcome of the interview 
immediately; the interviewer(s) may wish to interview more candidates or have further 
discussions before taking a final decision. 

If, during the interview, you are requested to submit further documentation or 
information, do so immediately when you get home. attach a short letter, thanking the 
interviewer for the time and discussion. (It may be a good idea to send such a letter in 
any event, even if you do not send further information, but you must do it immediately 
when you get home.)

> AfterWArDs

Very few people, if any, are successful every time they apply for a job, to register for a 
course or for financial assistance.

you can only give an application your best shot. If you are not successful, think about 
what may have gone wrong. sometimes you will be beaten by a stronger candidate. 
sometimes you would have made a mistake, for example, by leaving out something 
relevant on your cV. Was there something during the interview that caused you to make 
a poor impression?

Think about what could have gone wrong, and address that if you can. Then try again. 
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