
 

 
 

Materials Development & Production Officer  
Timetable and process for recruitment 

 
 
1. All applications must be received by 9am on Tuesday 31st May 2016. Late applications 

will not be considered. 
 
2. Applications should be emailed to recruitment@wordworks.org.za. 
 
3. Shortlisted candidates will be invited to an interview.  Interviews will take place on 

Thursday the 23th and Friday the 24th of June 2016.    Interviews could be conducted on 
skype for those applying from outside of the Cape Town area. 

 
4. All applications must consist of: 

a. a completed personal details form 
b. an up-to-date Curriculum Vitae 
c. a letter of motivation 
d. the names and contact details of two referees 

 
5. Your letter of motivation should be no more than 2 sides of A4 paper and should set out 

clearly how you meet each criteria in the person specification. Please be as specific as 
possible, providing examples and evidence where relevant, as this will be the main 
method that we use to assess your suitability for the position. 

 
6. Your referees should be your current or former employers or managers. One referee 

must be your current employer. We will not contact your referees prior to the interview. 
 
7. Please check your application carefully before sending it to us.  If you do not include all 

the information in points 4-6 above, we will not be able to consider your application.  
 
8. Unfortunately, we are unable to respond to all applicants. If you are not contacted by 

Wordworks within thirty days after the above closing date, you should consider your 
application to have been unsuccessful. 

 
9. Wordworks is an equal opportunity employer.  
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