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Your future job: 
how to apply 

MUCH IS written about the requirements for particular careers, but little is written on 
what to do when applying for a job. What I aim to do in this article is to give a bit 

of general advice to people seeking jobs. 

This advice is not intended to 
be definitive; there are many 
ways of ensuring the best re­
sults when applying for work; 
this is merely one of many · 
courses of action. 

There are . four general rules 
to observe which will emure 
that your application is given 
the full merit it · deserves. 

e The first point is, APPLY 
APPROPRIATELY. 

In applying for a job it is 
important to be specific. One 
should not apply for . any job 
that may be available in an 
organization but rather for a 
specific job such as personnel 
officer, accountant, ~ecretary. 
This means that the applicant 
must have a clear notion of 
what he is best qualified for. 

Qualified 
In seeking a particular job, 

personal contacts within the 
organization are usually very 
helpful. This is not from the 
angle of string-pulling, but 
from that of telling the inter­
ested person exactly what the 
job entails. He can then judge 
whether he i~ qualified for it 
or not. Contacts are, of course, 
very useful in_ helping one to 
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actually get a job, and for the 
sake of one's career, one should 
make as many friends as possi­
ble in whatever field one 
intends entering. 

Employment agencies can be' 
helpful in locating jobs but 
unles~ they are top rate 
agencies, you are likely to get 
a second-rate position. News­
paper advertisements are also 
useful. The best method is to 
apply through a recruiting 
campaign organized by one of 
the larger industrial or com­
mercial firms. 

The recruiting campaign has 
the advantage of personal con­
tact with a member of the firm 
upon whom you can make a 
favourable impre~sion. He is 
also in a position to advise you 
on the suitability of your 
qualifications for the job. 

e The recruiting campaign 
leads on to the next point to 
bear in mind, which is, BE 
PREPARED FOR THE INTER­
VIEW. 

WITWATERSRAND 
TECHNICAL COLLEGE· 

1968 VACANCIES: LECTURERS FOR ADVANCED 

TECHNICAL TRAINING 

Lecturers are required in the following fields : 

Chemistry 

Electrical Engineering (Heavy Current) 

Mechanical Engineering 

Mining and Metallurgy 

Physics 

Radio and Electronics 

SALARY RANGE : R2,160 x 120 - 3,600 x 150 - 4,800 plus vacation 
savings bonus on Public Service basis. Other benefits include 
provident fund, medical aid (compulsory), group life assurance 
and generous vacations. 

Actual scale, within above range, and initial notch are fixed according 
to qualifications and experience. 

Applicants should be wetl qualified academically and practically, and 
should be proficient in English and Afrikaans. The qualities of enthusiasm 
and iniative are strong recommendations. 

Apply: The Director, 

Witwatersrand Technical College, 

P.O. Box 3293, 

JOHANNESBURG. 

The applicant should have 
all the facts about his education 
and previous work at his dis­
posal, together with references 
and te~timonials. Many people 
forget this last point. Study 
all this data and sift through 
it for possible flaws . Should 
there ·be anything adverse in . 
it, like a report of misconduct, 
one should have the necessary 
explanations ready. 

WelJ-dressed 
An aspect which man over­

look, but which is basic to any 
interview, is that the applicant 
should be well-dressed and 

· have a flawless manner. Some 
interviewers are very parti­
cular, especially when there is 
an important or much sought­
after po8t at stake. Anything, 
from the correct way in which 
to light a cigarette to con·: 
versational ability in one's 
second language, can come 
under scrutiny. 

e Point three is: WATCH 
THE APPLICATION F 0 R M 
FOR TRAPS. 

This is a point which reflects 
on the integrity of the firm 
concerned. Often there are 
clauses asking what religious 
denomination the applicant 
belongs to and so on, which 
are not directly concerned with 
the position being applied for 
and cannot be comidered as 
relevant qualifications. I do 
know of an instance where an 
applicant was refused a job 
because he was honest enough 
to state that he was an atheiest. 

Testing 
e The final point is USE 

CARE WHEN TAKING 
TESTS. 

For many University stu­
dents this doe~ not constitute 
a major problem, as many of 
them will have done Psychol­
ogy 1 and will know something 
about test taking. For those 
who have no experience of 
this, there are three things to 
note. Read the test instructions 
through very carefully and 
make sure that you understand 
them fully. Do not get 
flustered, remain cool, calm 
and collected. Finally, ~pend 
your time on test items in pro­
portion to their value. 

1f the above four points are 
borne in mind when an appli­
cant applies for a position, he 
will stand a better than 
average chance of success. 
Ultimate success, however, does 
not depend on following any 
set method, but on the deter­
mination and qualifications of 
the per~on concerned. 

Special 
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Supplement 
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_Incorporating 

Greatermans, The Belfast, Harvey .Greenacre, 
Payne Bros., Fichardts. • . . .............. . 

and Ackerman's Stores, Checkera Supermarkets 

SUCCESSFUL MANAGEMENT 
TRAINING 

has been vital to us to meet 
the . demands made upon our 
manpower resources by the 
Group's tremendous expan­
sion in recent years. 

Young graduates from most 
faculties have been placed 
in 

STIMULATING WELL-PAID 
CAREERS 

in Department Store and 
Supermarket Management -
Research and Development­
Electronic Data Processing -
Store Planning Finance 
and Control - . Systems and 
Procedures - Personnel and 
other challenging fields. 

WITHIN TWO YEARS OF 
GRADUATING 

For information telephone or write for 
an interview to : 

EMPLOYMENT AND TRAINING 
MANAGER 

P.O. BOX 5460, JOHANNESBURG 
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CHALLENGING · -­
·INTERESTING 

and 

REWARDING 
CAREERS 

ARE TO BE FOUND IN 

THE 

SOUTH AFRICAN 
PETROLEUM INDUSTRY 

* * * 
Contact the Personnel Manager 

Shell and BP 
Service Company (Pty) Limited 

L 
P.O. Box 1310 

PORT ELIZABETH 

GRADUANDS 

IN VARIOUS 

FACULTIES 

CAN NOW BECOME 

CHARTERED ACCOUNTANTS 
(S.A.) 

IN JUST OVER 

THREE YEARS EXTENSIVE 

PART-TIME STUDY 

WHILE ARTICLED TO A PUBLIC 

ACCOUNTANT AND AUDITOR 

Why not write to the 

ADMINISTRATIVE DIRECTOR 

of. 

The National Council of 
Chartered Accountants (S.A.) 

P:O. BOX 964, JOHANNESBURG -

for further details concerning this 

WORTHWHILE CAREER? 
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OLIVETTI 
Olivetti Africa (Pty) Limited with its Head Office in Johannesburg is a subsidiary of the 
world-wide Olivetti organisation which has more than 55,000 employees in 20 subsidiary 
companies throughout the world. The South African company was started in 1950 with 
10 employees, today it has a .staff of nearly 1,000 and is recognised as one of South Africa's 
leading marketing organisations. 

Through its 23 branches it markets a comprehensive range of machines which include 
Desk Top Computers, Reprographic equipment, Data Processing Systems, electronic 
equipment, accounting machil!es, calculators, adding machines, electric and manual 
typewriters. 

Olivetti is the largest office equipment organisation in South Africa and it is the only 
company in this field with its own factory and assembly plant in the Republic. 
Types of graduates required: We are a young, dynamic Company - we need young 
ambitious men with high-level qualifications, with intelligence and initiative, able to keep 
pace with the expansion of our activities. We need enthusiastic men who will respond to 
an exciting and challenging future, who can occupy positions of responsibility. Commerce, 
Science or Arts graduates are invited to apply. 

Training: On joining the company, personnel will be given an initial training at the 
Olivetti head office in Johannesburg before assignment. 

Prospects: New products are being continually introduced, creating a steady expansion, 
and the men we employ now may be our executives of the future . 
Staff benefits: All personnel are required to join the Company's medical aid and pension 
·schemes. 

The Personnel Officer, OLIVETTI AFRICA (Pty) LIMITED, P.O. Box 4158, 

JOHANNESBURG. Telephone No.: 724-1181. 

Your-place in the sqn ~ .. or the moon! 
In search of a good life? Most of l;JS 
are! And usually we find that it starts 
with the right job. At STC for example. 
Backed by eighty years of progress, 
benefiting from affil iation with a vast, 
international group, *STC brings 
highly trained personnel together in 
a great number of rewarding 
and important occupations. 
Telecommunications and allied elec­
tronics; radio; telephone and telegraph 
transmission networks ; navigational 
aids; submarine communication 
systems; marine and aeroscope com­
munications; earth-space links; control 

and data processing systems ; micro­
wave, rectifier and cathodic protection 
equipment and supervisory systems. 
In South Africa STC, with nearly 1000 
employees, makes a significant contri­
bution to progress and continuing 
participation in major Government 
development schemes. 

For full information, write to: 
Personnel Officer, Standard 
Telephones & Cables (S.A.) (Pty) Ltd., 
Box 286, Boksburg. 

*An associate of International Tele­
ptwne and Telegraph Corporation. 
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Will you beconte a round 
• peg ID a 

ARE YOU AFRAID of becoming a square peg in a 
round hole? Have you the right personality for your 

chosen career ? 
Many people in choosing a 

vocation take no account of 
their individual per~onality 
traits. Instead, for a· variety 
of reasons, they try and fit 
themselves into a career for 
which they are not suited. 

The following questionnaire 
is designed to answer a few 
fundamental questions on this 
point and to provide a basic 
guide to anyone in doubt about 
hi~. prospective career. 

Read the ten questions below 
and see which ones you would 
agree with. Then consult the 
section which follows the 
questions and see which careers 
you should be pursuing, on the 
basis of your personality traits. 

1 Are you an extrovert who 
enjoys the company of other 
people? 

2 Do you like children and 
adolescents? 

3 Are you a person who can 
not accept the dictates of 
authority? · 

4 Are you the outdoor 'type 
who values physical action? 

5 Do you enjoy expressing 
your own individual and 
original ideas? 

6 Are you fond ·of the good 
things in life, the extra 
luxurie~. which not many 
people can afford? 
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7 Are you the reforming type 
who has a burning desire to 
set the wrongs of the world 
right? 

8 Do you have an enquiring 
mind, always wanting to 
know what makes things 
tick? 

9 Do you enjoy leading a 
reasonably calm life? 

1 O Are you a neat, methodi­
cal type of person? 

SCIENTIA BURSARIES 
An invitation to inorganic chemists, physical chemists, 

chemical engineers, metallurgists, and mineralogists. If you 
have a good academic record and an inclination for research, 
the National Institute for Metallurgy may have just the position 
you are looking for. 

Our work includes research on the composition, processing 
and utilization of minerals anti mineral products, and related 
fields 'of research. . 

Our laboratories, which are situated in Yale Road, Milner 
Park, Johannesburg opposit1 the University of the Witwaters­
rand, are equipped with the latest and most modern instru­
ments and facilities. 

We pay reasonable salaries, offer a pension scheme, a 
medical aid scheme, generous vacation and sick leave privileges, 
and a five-day week. 

We also award attractive post-graduate bursaries, tenable 
at any South African University, for research in fields related 
to our work. 

These bursaries are awarded annually. Only persons 
already in possession of four-year science or engineering degree 
are eligible, applications for a bursary in any particular year 
should be made during September of the preceding year. 1 

Please feel free to come and see our Personnel Officer or 
write to:-

The Director, 

· NATIONAL INSTITUTE FOR METALLURGY, 

Private Bag 6, 

COTTESLOE. 

Telephone - Johannesburg 724-4421. 

square 4ole? 
A siHZple test to 
help you choose 

your career 

mathematics and their re­
lated careers. Teaching the 
pure ~ciences at university 
or at schools could appeal 
to you. Secretarial work is 
also a good choice. 

In conclusion, always keep 
in mind the fact that you have 
to live with your vocation. 
Eight hours of every working 
day will be spent in the career 
of your choice. This is fully a 
half of your average waking 
day and if you are not happy 
in your work because your 
temperament is not suited to it, 
your life could well be a 
misery. Remember that you can 
learn just about any type of 
work, but that thi~ is useless 
if your personality is not 
suited to that field of work. 

You may have answered yes 
to several questions, and find 
that you have an enormous 
choice of career~. Look for 
those careers which overlap 
in several sections and those 
will be the ones you are most 
suited for. 

Bear in mind also, the fact 
that these vocations are mainly 
for those people who have 
university degrees or diploma~ .. 
1 Suitable careers for you are 

journalism, secretarial work, 
p e r s o n n e 1 management, 
hotel administration, acting, 
business management, psy­
chiatry, and social work. 
Librarianship will also fit 
thi~ personality trait. 

2 Those who like young 
people make good child 
guidance workers, teachers 
and clergymen. Theirs is a 
particularly demanding task 
however, and it needs much 
patience and perserverence. 

3 Desk work is definately not 
for you. You should rather 
choose a career which will 
allow you to be your own 
boss. To this end you should 
establish your own business 
or prof.es~ional practice. 
This would mean becoming 
a lawyer, businessman, clini­
cal consulting psychologist 
or pharmacist. Artists and 
writers are al~o people who 
cannot accept authority and 
are known for being rebels. 

4 People who answer yes to 
thi.'; are those who should 
become professional sports 
coaches, physical education 
teachers, and profes~ional 
sports players. Geologists, 
veterinarians and sports 
writers are also people who 
have the opportunity for 
much outdoor life. 

5 Drama and literary crit­
icism, philosophy, painting, 
~. c u 1 p t u r e, acting and 
writing are possible careers 
for those who answer yes to 
this question. Politicians 
and university lecturers can 
sometimes fit into this 
category. 

6 If you answer ye~. to this 
question you are most 
probably very ambitious, 
wishing to get to the top 
quickly with the ability to 
command a large salary. 
While this needs a forceful 
character, dedication of pur-

. pose · and the capacity for 
hard work, you will find 
the greatest opportunities 
open for you in industry 
and in busines~. In actual 
fact, just about any career 
has its well-paid members, 
it 'is just that the above two 
have more than the rest. 

7 Social work, politics and the 
church are the vocations 
best suited for y,ou if you 
answered yes. Many news­
paper editors, sociologists, · 
psychologists and philoso­
phers are also imbued with 
this ~pirit. 8 People with an enquiring 
mind are happiest doing re­
search work in all fields. 
They are in fact very 

suited for this type of work. 
Psychology and sociology 
are also suitable careers to 
follow. 

9 If you an~wer yes to this 
question, you should be 
happy in the civil service, 
bank and in teaching. Re­
search workers also fit into 
this group. 

10 If this description fits 
· you, then you will do best 

. by going in for accounting, 

.DE BEERS CONSOLIDATED MINES, 
LIMITED 

CAREER OPPORTUNITIES 
IN THE 

DIAMOND MINING INDUSTRY 

The De Beers Company provides training facilities for 
matriculated youths m the following branches of its activities 
in Kimberley. 

MINING 
The training course in mmmg covers a period of thirty­

four weeks and follows a prescribed schedule under the full­
time supervision and instruction of qualified Training Officers. 

On the completion of the basic mining training course and 
certain additional training courses, the matriculated mine 
learner may be accepted as a Learner Official in which case 
further training of between one year and eighteen months 
is given. 

ENGINEERING 
Engineering training taking form of an apprenticeship is 

offered to youths who have the required standards of medical 
fitness and aptitude determined by tests laid down by the 
National Institute of Personnel Research and a Selection Board. 

Apprentice training is supervised and co-ordinated by an 
Apprentice Supervisor and consists of instruction in the 
Apprentice School under qualified instructors and on the job 
experience under the supervision of the various workshops 
and plant foremen. 

GEOLOGY 
Young men are employed as field assistants to the 

company's professional geologists and employment in this 
capacity for at least one year prior to entering University is 
recommended in the case of persons intending to take a degree 
course in Geology . . 

ADMINISTRATION 
A training course for Junior Staff is provided for persons 

who are interested in making ' a career in administration. The 
course covers a period of four years and is designed to provide 
a comprehensive planned training in the varied branches of 
administrative work necessary to the functioning of a modern 
mining company. 

Trainees are required to study for the examinations con­
ducted by the Chartered Institute of Secretaries or some other 
approved body. 

Persons requiring further information in regard to the 
abovementioned training courses should write in the first 
instance to :-

The Secretary, 
De Beers Consolidated 
P.O. Box 616, 
KIMBERLEY. 

Mines, Limited, 
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SASOL 
PETRO- CHEMICAL 

EXCITING CAREERS 

FACTORY OFFERING 
TO GRADUATES. -

SASOL 

September 7, 1967 

The Industrial giant with an eye to the future . . 

The Kellogg-Synthesis Area with the three . 

160 feet Kellogg Reactors. 

This complex enterprise, the only profitable petrol-frorp-coal plant 

in the world, offers an extremely divergent series of careers to people with 

creative ability. There exists, inter alia, opportunities in the Engineering 

and Scientific fields as well as in the Accounting, Commerce and Adminis­

trative sections. We provide spec ial opportunities for ladies in possession of 

higher secretarial qualifications (Shorthand, "Snelskrif" and Typing) for 

appointment as Secretaries at Management Level. A limited number of 

posts are offered in Agriculture, Librarianship, Personnel Work, Law, etc. 

Write to the Manager, Personnel Department, P.O. Box 1, Sasolburg, for 

further information on what might turn out to be an interesting career 

for you. 
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