
CHAPTER 5 - Job Application – 
Making an Impression  
“You never get a second chance to make a first good impression” Anonymous 

	  

It is essential to be well prepared so that you can make a good first 
impression. Let us look at what this involves in terms of the means by 
which people normally apply for a job. 

Telephonic application 
	  

Ideally you should be in a quiet place, without any distractions to both 
you and the person whom you are calling. As stated before, you must 
avoid having any sort of noise, from a screaming child, to a barking dog, 
loud television or radio - this kind of scenario is definitely not the best first 
impression. If you are nervous about what to say, I suggest you write in 
point form the order of what you wish to state, and tick off each of the 
points as you go along. This will help you stay focused and to the point. 
Keep to the point and the objective of your call, which is to briefly ‘sell’ 
yourself as to why you would be ideal - why you should be considered for 
an interview. And keep following your notes as you go along, so that you 
don’t lose focus.  

 

Example: 
	  

You are calling about an administration position, as advertised. Your 
abbreviated notes can look like this: 
“Hello, who am I speaking to?” – Make sure you are speaking to right 
person – Introduce yourself – (Stay calm!) – Ask about the position – Is it 
still available? – Where is it located?  – Explain that you would like to 
apply. Say, “I am an enthusiastic individual with high attention to detail, I 
consider myself to be professional and reliable – I would be grateful for an 
opportunity to meet with you, when would be a good time for you?”  

Practice and ask people for help! Seek input from parents, friends, 
teachers or a mentor. Rehearse with someone – choose a person with 
whom you feel comfortable, whom you look up to and respect. If need be, 
it is okay to admit being nervous; simply be honest and upfront during 
your call, sharing that you feel nervous tends to be an ice breaker and 
allows for the person to be more patient with you. 



 
 
Written applications 
	  

When applying for a job, strive to be professional but at the same time be 
yourself - be individually unique. You will need to have the following 
documents when making an application: 

Letter of introduction  
CV (see chapter 6) 
Copies of your education certificates (Matric, diploma, degree, etc)  
Identification document (ID) 
Copy of latest pay slip (if applicable) 
Reference or character letter, or certified copy thereof 
 

Sample letter/email for an advertised position 
	  

Be short, concise and to the point. For the purpose of this example, let us 
pretend you were responding to a possible receptionist position. 

Dear…. 

My name is …... and I would like to take this opportunity to provide a 
short introduction. I attach my CV, my certificates and references for your 
perusal.  

I am a well-spoken, enthusiastic, reliable individual who is consistent and 
committed in all that I do. (This is your introduction – be honest – you 
have to say what you are – name your strengths.) 

I believe I have the relevant attributes for the position you advertised. 
(Specify.) As I have strong communication and interpersonal skills 
combined with my enthusiasm and commitment, I would add tremendous 
value to your organization. (Here you are selling why they should consider 
you. If you have experience, let them know.) 

Kindly consider and peruse my application. I would be most grateful and 
appreciative to be given an opportunity to meet with you. (This is your 
concluding statement, stipulating what you would like.) 

Thanking you and wishing you a wonderful day. (In your ending, be 
unique, be different, and use words that are natural to ‘You’.) 

Kindest Regards, (Sign, and print your name below the signature.) 

Once you have sent your letter, follow up with a phone call the very next 
day to make sure your application has been received and read. Keep 



‘nagging’ in a polite manner until you get confirmation, feedback and, 
hopefully, an interview. 

 

When approaching a recruitment agency 
	  

When you approach a recruitment agency, you need to sell yourself first 
to the consultant. Consultants can be even stricter than employers. Their 
job, earnings, success, and future business, all depends on you. It only 
takes one mistake for a lot to go wrong! 

Consultants are generally the ones who get blamed by both the client and 
the candidates, making their work highly stressful. The client expects a 
recruitment consultant to send the perfect candidate, the first time 
around; they expect them to have not only all the required skills but also 
to have the grooming, the business etiquette and the right attitude.  

 

What you should know about the recruitment 
industry  
	  

Consultants are only able to assist those who are prepared, professional 
and have a clear goal. Should your interview with one of their clients not 
go well, do not despair. Maybe it is simply not meant to be. Not everyone 
connects well with everyone else, even if you have the right experience 
and skills. 

Some companies may have unreasonably high expectations, and 
consultants are not always able to tell their clients this. When companies 
use agencies, they are highly specific about their requirements. 
Companies pay a substantial fee to an agency for finding them the right 
person. On average, the fee charged to a client for placing a full time 
employee varies between 10 to 25percent of the total annual salary 
offered. So, for example, if you are earning a yearly salary of R200 000, a 
15 percent commission fee is R30 000 + VAT, making a total charge to a 
client of R34 200. By law, the candidate is not required to pay anything.  

Consultants have to find and give clients what they request, or match 
their requirement as closely as possible. If they don’t, another agency 
will. There is a lot of competition in this industry because there are 
thousands of recruitment agencies. Often many have the exact same job 
specifications, and all are trying to refer the people who may be the best 
fit. Sometimes different agents even end up sending the same people to 
the same job interview.  



 

Administration processes at an agency 
	  

A consultant is generally paid a basic salary, which most can barely 
survive on, with commission added as an incentive to work harder.  

The employment agency spends a lot of money on advertising. For 
example, one advert can cost anything from R20 000 to R100 000, which 
is costly to any company. In addition, telephone bills are usually high. 
Furthermore, many and various checks that are compulsory are carried 
out, such as credit ratings, criminal records, qualifications, and personality 
tests; all this costs time and money – the administration staff who are 
involved in carrying out this work also have to be paid, often high salaries. 

When a candidate has been successfully placed in a full time position, 
there is a further three to six months’ grace period. What does this mean? 
The client can test and try you out, and if you are not right or you do not 
like the work, and termination happens, the agency has to refund the full 
or partial amount of the placement fee. This is another source of stress for 
the recruitment consultant. 

 

Temporary staff placements 
	  

Clients always call when in crisis. Someone is ill, someone left, they can’t 
find the right candidate and they need a ‘temp’ to fill in for short contracts 
- there might be extra work, big projects, someone going on maternity 
leave, and so on. In other words, matters are always in crisis mode! 
Consultants therefore have to work quickly and efficiently in assisting 
their clients to find the right person. They rely on experienced candidates 
who will be able to start working right away with minimum training.  

Temp workers need to have previous working experience, be professional, 
reliable, punctual, appropriately dressed, and highly adaptable and flexible 
- it is a ‘sink or swim’ environment! 

Clients are demanding, and if the candidate does not seem to catch on 
fast enough or cannot add instant value, then consultants are requested 
to terminate the temp, (and the business may be given to a competitor). 
At this stage both the client and the candidate are upset. An experienced 
and established recruitment consultant might be able to salvage and calm 
the situation. Much discussion naturally follows. By default, he or she ends 
up taking on roles for which there are no manuals such as: parenting, 
healing, advising and fixing.  



Ensure a smooth process for both you and the agency by using all the 
various tips I have shared with you so far in this book. It takes two to 
make things work! Be patient with your recruiter, you are literally one of 
thousands whom they are trying to assist. Gently and simply “nag” them 
until you get what you want. 

 

Last point   
	  

A recruiter should neither treat you with disrespect nor make you feel 
stupid, inadequate or inferior. He or she should be neither negative nor 
condescending towards you. In the event that you do experience 
something like this, stand up for yourself, say and do something about it 
by reporting the matter. 

 

Case study: 

I once received a call from a gentleman, saying he wanted “to be a computer”. 
What I had advertised for was an individual with good communication and 
computer skills. At first I thought either I was mistaken or this gentleman must 
be joking, but he was not kidding. After much time spent on the phone with 
him, it became apparent that he was illiterate and did not have the 
competencies required. At least he tried. I am sure that in trying, one can 
eventually succeed, though not “to be a computer”.  

It is advisable to call for an interview, to ask questions, to introduce yourself 
and to inform that you will be sending your CV. Resist the tendency to send an 
email rather than to call. A personal connection is established when you call, 
and an interview could be set up right then and there. Communicating by email 
is depersonalizing and also delays the process. 

 



 

Points to Remember: 
 

• Create good impressions and personal connections 
 

• When calling, be in a quiet place with no distractions 
 

• Write your notes down before you make the call 
 

• Be polite, calm and confident, keeping your goal in mind 
 

• Be ready to ‘sell’ yourself – have a quick one liner that sums you up in 
one sentence 

 
• Practice with someone who can be objective and helpful 

 
• Keep trying 

 
• Written applications need a cover letter, your CV with certificates and 

references attached 
	  


