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TIPS ON COMPLETING THE Z83 GOVERNMENT APPLICATION FORM

An application is often the first opportunity the work seeker has to make a good
impression and to access available job opportunities. The application form is used by
only persons with original Identity Documents (ID) or official passport wishing to apply
for an advertised position in a government department.

THE PURPOSE OF THE Z83 APPLICATION FORM

It is to screen and identify suitable candidates for the next rounds of the selection
process. The information provided in the Z83 job application is initially screened to
determine whether the applicant meets the required minimum requirements and
qualifications of the position for which one is applying for. The application form is
considered by the selected shortlisting committee to discuss and agree on the
selection criteria in order to select the most suitable candidates. With so many people
checking and reviewing your application, it is important to ensure that the application
form is neat and contains the relevant required information and supporting documents.

COMPLETING THE APPLICATION FORM 283

Set up a separate time dedicated to completing the Z83 application form to show the
seriousness of securing a job opportunity. Please ensure that the application form is
completed in full so that it can stand out from the rest and have a better chance of
being favourably selected. Failure to complete all sections on an application form may
lead to your application not moving forward in the selection process, which is
something you should avoid at all costs, regardless of whether you have attached the
information on your CV. Bear in mind that mistakes do happen wherein some
attachments might have got lost or you may not even aware that you did not submit
all the attachments. Therefore, you will be on the safer side if you have fully completed
the Z83 and provided all required attachments, in case such unexpected incidents
happen.

OBTAIN A Z83 FORM

The Z83 application form is available at any South Africa National, Provincial and most
Government department’s websites. You can also obtain one from any Designated
Online  Application Centre (DOAC) or download it from the
www.kznonline.gov.za/kznjobs website. You can also access the list of DOACs from
the same website.
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READ THE APPLICATION FORM CAREFULLY

It is very important to make enough time and read the entire form thoroughly. This will
help you to clearly understand all the questions on the application form. If you find it
difficult to understand or satisfactorily answer some questions, you can ask someone
to help you at a Designated Online Application Centre (DOAC).

FIRST IMPRESSIONS COUNTS

Your Z83 application form is the first thing they see about you. Therefore, it is very
important to complete your application form fully and neat to set the tone straight.

FOLLOW THE INSTRUCTIONS ON THE APPLICATION FORM

Following instructions is an important ability to practice in your everyday life in order
to attend in detail what is required. When the application form says complete the
information required on the form, do as such. Do not say “attached CV and supporting
documents”. When it says, you may also attach the CV and supporting documents, do
so as directed.

ENSURE THAT YOU HAVE PUT THE CORRECT REFERENCE NUMBER

Since government receives many applications especially for entry level jobs it is
important to make sure that you have put the correct reference number for each
particular post you have applied for. This will assist you to avoid being unnecessarily
disqualified because of such mistakes.

SIGN THE DECLARATION SECTION

Please note that if your application form is not signed or dated, it is an immediate
disqualification. In other words, your application will not be considered since it has not
been authorized by the applicant. Please ensure that you complete the form fully and
sign it off at the end.

ENSURE YOU ATTACH A CURRICULUM VITAE (CV) TO YOUR Z83
APPLICATION FORM

Please ensure that you attach a detailed CV to your Z83 application form.
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Z83 CHECKLIST

Please ensure that you use the check list below on the pages below to determine if
you have completed your Z83 application form directly.

Z83 APPLICATION FOR EMPLOYMENT CHECKLIST YES | NO
SECTION A

POSITION FOR WHICH YOU ARE APPLYING (AS ADVERTISED)
Make sure that you fill in the job position/ title as shown on the
advert and do not change or shorten it.

DEPARTMENT WHERE THE POSITION WAS ADVERTISED

Make sure you indicate the full name of the Department in which the
position you are applying for is advertised, e.g. Department of
Employment and Labour.

REFERENCE NUMBER (AS STATED IN THE ADVERT)

Write the reference number of the position you are applying for as it
is reflected on the advert. Each Z83 application form is made for one
position and not for more than one position, even though they have
the same requirements.

IF YOU ARE OFFERED THE POSITION, WHEN CAN YOU START OR HOW
MUCH NOTICE MUST YOU SERVE WITH YOUR CURRENT EMPLOYER?

You need to indicate the time you would like to assume your new job
should you be considered successful.

SECTION B (Refer to the sample of the completed Z83 application form below)
PERSONAL INFORMATION

Make sure that your full personal details are clearly written even
though they are also reflected on your CV. This should include: your
full names, Identity number, date of birth, race, disability, citizenship,
nationality, work permit, disciplinary case, criminal record,
discharged or retired from the Public Service, business interests,
work experience, profession or occupation registration.

P.S. Take note that you do not leave any question not answered, e.g. wherein a
question is not applicable to you, do not leave an empty space on it — rather fill that
space with this short format N/A to confirm that you have answered 100 % all the
questions. See example on the filled Z83 below.

SECTION C (Refer to the sample of the completed Z83 application form below)
CONTACT DETAILS AND MEDIUM OF COMMUNICATIONS

It is advisable to select the telephone as a method for
correspondence as it is fast to reach and more convenient. Ensure
that you fill in at least two phone numbers of individuals who are
reliable and trustworthy to inform you of any communication
received regarding a post.

SECTION D (Refer to the sample of the completed Z83 application form below)
SOUTH AFRICAN OFFICIAL LANGUAGE PROFICIENCY

Specify your language proficiency by rating levels of ability in
speaking, writing and reading. For example, GOOD, FAIR, BAD.
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SECTION E (Refer to the sample of the completed Z83 application form below)
FORMAL QUALIFICATION (from highest to the lowest)

List all your formal qualifications starting from the highest to the
lowest level relevant to the post applied for, e.g. Diploma (highest)
and Matric (lowest).

SECTION F (Refer to the sample of the completed Z83 application form below)

WORK EXPERIENCE (Also attach a detailed CV)

List all your work experiences starting with the most relevant to recent work
experiences, evenyoucanalsoinclude volunteeringwork, as per what isrequired.
SECTION G

REFERENCES: (Name, Relationship and Contacts)

Make sure that you mention at least three individuals as your referees
andcaninclude previous supervisors, managers, oracolleaguewhocan
speakwellaboutyou based on yourwork experience and competence.
Therefore, donotchoose yourfriends and family members as your
referees.

DECLARATION

SIGNATURE, DATE, AND INITIAL

Make sure that the form has been signed, dated and initialled in each
page before submission.




{ KWAZULU-NATAL

Page 1 of 2

PROVINCIAL GOVERNMENT
REPUBLIC OF SOUTH AFRICA

TIPS ON COMPLETING THE Z83

S’THESHA

SAMPLE OF A COMPLETED Z83 APPLICATION FORM

i

_

WHAT B THE FURPOSE OF THES FORM

Te sesst 3 govemment deparimesd in
saleciing & parson for e ndvarised post

g

Republic of South Africa

SUSTAINABLE JOBS!

COVERNMENT APPLICATION FORM SioTanasie Joo

E83 (R1/971431)

ADMIN CLERK

Felorance number fas siated Tn e advar

Tha o mgy D i) ey e Wil your Cument aengiloyer T
koo o o e o HRu/4/1s/o5  [Ammenwery /ok
mw halp I process your N 4 Mamiw
B PERSOMAL INFORMA
WHO SHOULD COMPLETE THIS FORM il
Cnly parsons B Sumams ard Ful namaes &LL‘“
aderiued mh lmm:'r: 'c:ﬁ“‘i
Date of frosived 0l0lo [ololo
& g Race’ | Atican % | White Coloured indian Ottver
Canditaies who aw seiscied for inerviews | | C°700" ) Male
will b requessing 1 Rumish addiional cerfad Do you have  disabisty?
information that may ba requied 10 mske § You X
L Are you & South Aliican cizen? ek ™
SPECIAL NOTES ¥ ro, what '8 your nabonaiity? -Hfl
Do you have & valid work permit? (only i non-South Alncan) ves MI/A o
Py —— Have you besn convicled or found guilty of i
s "y w8 o | | $°00G a smon ol g+ o e | XK
ﬂ:-m-;m—-u |
suabilty of § parsce, exapt 0 | | D you have any pending creminal case against e
0 B i iy b pequited ang perTiied [provide the details L xm
hmﬂmm: 2. - y
wilh the detais in your 10 or passporl Have you sver boen dismissed for misconduct from the Public Yas I r
2 - Pamport rumber in e case of non- I yes [provede the detaits
Yes
3= Thl ninntion & egubed s snsble o numh-mmmﬂ-mm [ r
mm‘;mﬂnw itk o '
Have you resigned fum 8 recent jod pending iscplinary Yes
4 - Thes rdoematon B e et ” [ xj
- il oy e Wen o H yes. (please note thal ihe provtmng of P Pubic Serace
‘ot R deecly wmiales & he Act shall apply).
Faquirments of iha posiion. Fave you been discharged o relired from the Public Servics T Ves No
- Th Exscutve Auhosiy shal e on grounds of l-health or on condiion that your cannot bis re- x
ot s St et you conducing Busess wih e Siae or s you 3 | Vee
& or T T 2t
Necurty and daciphoay code g Ll oy o Loy f
& The applicant may swbmit additional
Infsmatizn whare the spscs | | in the event that you we employed in the Public Service, wit | T ° No
provided i mot susicint Yo ememedistely reinguih such busness interests? N/A
- Provale Poubbe
lu—--u—ul-l: wﬂhﬂ“ﬂmﬂmm Sector ]
e e ot s L
[] Daile 3
sloage mw«wm regisirabion, r;ﬂ Mo
l
Initial. (.



S’THESHA

y KWAZULU-NATAL TIPS ON COMPLETING THE Z83

RNMENT
L T COVERNMENT APPLICATION FORM

ZB3 (BLAT1431)

spplicalion br smployment o €. CONTACT DETAILS AND MEDIUM OF COMMUNICATIONS
. Fadum 1o sign Bus lorm may laad Profered languaga far cormespondence IEHﬁl'léﬂ

o
e Blaction process.

Mathod for

coaTEspondence Posl E-mal Fux *w.

Conlact  details  (in

s af the abowve) o‘ﬂ IrﬁDGOC}D ok,
OR300 0c000 |

D. SOUTH AFRICAN OFFICIAL LANGUAGE PROFICIENCY - state ‘good’, “falr’, or ‘poor’

L:ml_lpiﬂ'ﬂ'l
T Jool Goud Pt
Wiile or read jﬂhr_'l L‘jnm’l Fenr

E. FORMAL QUALIFICATION' (from highest to the lowest)
Mame of SchoolTechnical College Mama of qualfcaton obimned Yoar oblamed

Universidy oF VENDA Di? In Fublic  AbriM Jolg
PREToRa Mgk ScMeol | GRADE |2 2013

| Gt sty insifution ana suaifcaton) Universidy oF South Bdvica '\ BTech  Fuslic Abmiy

| F. WORK EXPERIENCE (Also attach a detalled CV)*
’Ewtl'ﬂ.dlnnmm Post heid From To Reason far leaving

HEALTH  [OFfce pamin (O |23 |—T= |Tp bDTE )rFKE&EﬁT
Desd 0F  LAveur  |Inewnsh? 103 201401 203\ |Pesmaney TPosion |

[ Tyou were previa iy employed in the PUblic Service, & there any condibion thal prevents your re- i"" l“"
r:'yf_.q“ nmnhmmwmmm! NIA

e CONGH

,_I'l—-—' i

G. REFERENCES
Name Relationship to you Tel. Mo. {office hours)
Dz X OV Sof 012 1000060
My = Managey Ol D oo 0o O
Team Leader ©J2 00 Cneo |I

pee:  23l02 /5422

Initial... <. Ge



