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Ngingephile Ngaphandle Kwakho Inkondlo
Workbook

ngingephile ngaphandle kwakho inkondlo ingenye yezisho ezijulile nezihambisana kakhulu
nomcabango wokuthi inkondlo iyindlela ebalulekile yokukhuluma imizwa, ukwabelana ngezindaba,
nokuhambisa imiyalezo ebalulekile emphakathini. Le nkondlo ayigcini nje ngokuba yindlela
yokuzijabulisa, kodwa nayo iyithuluzi elinamandla lokuguqula umqondo, ukushintsha imizwa,
nokukhuthaza izinguquko ezenzakalayo. Uma ungakabi nesithakazelo esikhulu kulo msebenzi
wobuciko, le ndatshana izokukhombisa ukuthi kungani inkondlo ingaphezu kokuba yindlela
yokuzijabulisa kuphela, futhi izokukhombisa ukuthi kungani ngingephile ngaphandle kwakho
inkondlo ? kusho ukuthi impilo yakho ayingagcwali ngemizwa, ukuphila, nokuhlangenwe nakho
okugcwele ithemba, uma kungekho inkondlo okukhuluma ngayo.

Ukuqonda Inkondlo: Incazelo Nezinhloso

Yini Inkondlo?

Inkondlo iyindlela yobuciko yokubhala noma yokukhuluma egxile ekuvezeni imizwa, izimvo,
nemibono ngendlela ehlanganisiwe, evame ukuba nesakhiwo esihle, izwi elihle, kanye
nokuphinda-phinda kwezisho. Inkondlo isebenzisa amagama, izifaniso, izinkulumo ezikhuthazayo,
nemifanekiso ebonakalayo ukuze ikhuthaze umuzwa othile kumfundi noma kumlaleli.

Izici eziyinhloko zenkondlo zihlanganisa:

- Ukusetshenziswa kwamagama anembile futhi anothile
- Ukuphinda-phinda kwezisho noma amagama
- Ukusebenzisa izinganekwane, izifanekiso, nezindlela ezihlukahlukene zokuhlela amagama
- Isakhiwo esihlelelekile, njengezinkanyezi, izigaba, noma ukulandelana kwezisho

Inhloso Yenkwondlo

Inhloso enkulu yenkondlo ukuthumela umyalezo, ukuveza imizwa, noma ukukhuthaza abanye.
Ngokwesibonelo:

- Ukukhuluma ngezindaba zomphakathi
- Ukuhambisa izifiso nemibono
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- Ukuhlekisa, ukucasula, noma ukukhuthaza
- Ukugcina amasiko namasiko esintu esaphila ngezinkondlo
- Ukudala umuzwa wokuxhumana phakathi komlobi nomfundi

Ukuhlobisa Ngaphandle Kwakho Inkondlo: Ukubaluleka Kwayo
Empilweni Yakho

Ukuzivocavoca Komcabango Nokuhlela Imizwa

Inkondlo ingenye yezindlela eziyinhloko zokuhlela nokufaka imizwa yakho ngendlela efanele.
Ngokusebenzisa inkondlo, umuntu angaveza imizwa engatholakali kalula kwezinye izindlela
zokukhuluma, njengoba inkondlo ivumela ukucabanga nokulinganiselwa kombono ukuze kube
nomphumela ophumelelayo.

Okubalulekile:

- Ukukhuthaza ukuzindla nokucabanga okujulile
- Ukugcina izinkumbulo zomlando nezamasiko
- Ukudala umuzwa wokuxhumana phakathi kwabantu abahlukene

Ukugcina amasiko namagugu esintu

Inkondlo iyindlela ephilayo yokugcina amasiko, amasiko, nemvelo yesintu. Inkondlo ingaba yindlela
yokuhlonipha futhi igcine izinkumbulo zomphakathi, ikakhulukala uma icatshangelwa njengendlela
yokukhumbula izikhathi ezidlule, izimfundiso, nezinkolelo.

Izinzuzo zokuziqinisa amasiko:

- Ukudlulisa izindaba zomlando
- Ukugcina izimfanelo zomphakathi
- Ukukhuthaza ukuzazi nokuzithanda isintu sakho

Ukuthuthukisa amakhono okukhuluma nokubhala

Ukuphendukela ekubhaleni nasekufundeni inkondlo kuthuthukisa amakhono okukhuluma,
ukucabanga, nokubhala. Lokhu kuyasiza ekuthuthukiseni ikhono lokucabanga ngokujulile nokuhlela
kahle imibono yakho.

Amathiphu okuthuthukisa amakhono:
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- Funda inkondlo ezahlukene usuka ezincwadini
- Zama ukubhala inkondlo yakho uqobo
- Buza izeluleko kwabanye ukuze uthole impendulo
- Hlala ucwaninga ngesitayela osithanda kakhulu

Izindlela Eziyinhloko Zokusebenzisa Inkondlo Empilweni Yakho

1. Ukuveza Imizwa Nezifiso

Inkondlo iyindlela enhle yokukhombisa imizwa yakho, izifiso, nezinkumbulo. Uma uzwa ubuhlungu,
injabulo, noma ukukhathazeka, inkondlo ingaba yindlela yokuzwakalisa lokho ngendlela
ehloniphekile nephumelelayo.

Izibonelo:

- Ukubhala inkondlo uma uzizwa ukhathazekile
- Ukusebenzisa inkondlo ukuze ubonise uthando
- Ukuxoxa ngezinkumbulo zomndeni

2. Ukukhuthaza nokubonga

Inkondlo ingasetshenziswa ukukhuthaza abanye nokubonga ngalokho abakwenzayo. Lokhu
kuqinisa ubudlelwano futhi kubasiza abantu ukuba bazizwe bekhululekile futhi bekhuluma.

Izindlela:

- Ukubhala inkondlo yokubonga
- Ukwethula inkondlo ebantwini ukuze uzwakalise ukubonga kwakho

3. Ukukhuluma ngezimpi, izinkinga zomphakathi

Inkondlo ingaba ithuluzi elinamandla lokukhuluma ngezinkinga zomphakathi, ezifana nokungabikho
kwemfundo, ukuhlukunyezwa, noma ukungabi nabulungisa.

Izibonelo zokuzenza:

- Inkondlo ebhekiswe ekuxazululeni izinkinga zomphakathi
- Ukusetshenziswa kwenkondlo njengendlela yokuhlanganisa abantu ekuxazululeni izinkinga
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Izizathu Eziyinhloko Zokuthi Kungani Ngingephile ngaphandle
kwakho inkondlo

1. Inkondlo Iyindlela Yokuguqula Imizwa

Inkondlo iyona nto ehlanganisa imizwa nemicabango ngendlela ehlobene, ekhuthazayo, futhi
enomthelela. Uma ungayiboni inkondlo, ungase ungakwazi ukufinyelela kule mizwa, okwenza kube
nzima ukufinyelela ezingeni elijulile lokuzazi nokuzwakala.

2. Inkondlo Iyisikhumbuzo Semvelo Nemvelo

Imvelo, amasiko, nezinkumbulo zomphakathi zihlala zikhona ezingqondweni zakho uma uvulekile
ekufundeni nasekubhaleni inkondlo. Ngaphandle kwalokho, ukuphila kwakho kungaba nokungaboni
kahle kokubaluleka kwempilo, amasiko, nezimfundiso ezidluliselwa ngezinkondlo.

3. Inkondlo Ithuthukisa Ukucabanga Nokukhuluma

Ukungabi nokufunda inkondlo kungaholela ekutheni ubunzima bokukhuluma kahle nokucabanga
ngokujulile bucace. Inkondlo iyisifundo esihle sokuthuthukisa amakhono akho okukhuluma
nokucabanga.

4. Ukungabi Nendawo Yokukhuluma Imizwa

Uma ungekho ekusebenziseni inkondlo, ungase ungabi nendawo yokukhuluma ngemizwa yakho
ngendlela evulekile. Lokhu kungaholela ekutheni imizwa yakho igcine ifihlwe, futhi ungakwazi
ukuhlanganisa imizwa yakho ngezindlela ezinhle.

5. Ukulahlekelwa Yisikhumbuzo Sesintu

Inkondlo igcina amasiko, izinkolelo, nemvelaphi yesintu. Ngaphandle kokusebenzisa inkondlo,
amasiko angahle ahlupheke futhi ashelele ekulahlekelweni, okuphinde kube nomthelela ongemuhle
emlandweni wesintu sakho.

Izindlela Zokuqhubeka NokuFundisa Nokusebenza Nenkondlo

1. Fundela Inkondlo Ehlukahlukene

- Izinkondlo zesintu
- Izinkondlo zesimanje
- Izinkondlo ezingokomlando
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2. Zibhale Ngokujulile

- Zama ukubhala inkondlo yakho njalo
 

Ngingephile ngaphandle kwakho inkondlo: Ukuhlaziywa Komqondo Wokuphila Ngezwi Lenkondlo

Ukungena emhlabeni wezingoma, izinkondlo, kanye nemibhalo yesiZulu kubalulekile ekufundeni
nasekuqondeni ubuciko bokuzwakalisa imizwa, imibono, nesimo sengqondo. Ngokusemthethweni,
ngingephile ngaphandle kwakho inkondlo akugcini nje ngokuba yisisho esilula, kodwa kuyisihloko
esinzulu, esihlanganisa umqondo wokungabikho kokuphila ngaphandle kokuba khona
kwezinkondlo, okungaba yindlela yokuphila, indlela yokuzwakalisa, noma ukubonisa ukubaluleka
komsebenzi wokubhala nokulalela inkondlo. Lesi sihloko sihlose ukuhlaziya ngokujulile le
nkulumo-mpikiswano, sinikeze imibono ehlukahlukene, futhi sibheke izindlela inkondlo ephinta
ngayo impilo yabantu, isiko, kanye nesimilo.

Ukubaluleka Kwenkondlo Ekuphileni Komphakathi

Inkondlo Njengemithombo Yomqondo Nobuchule Bokukhuluma

Ezweni lesiZulu, inkondlo ibhekwa njengendlela yokuhlanganyela imibono, imizwa, nokukhumbula
izikhathi ezibalulekile. Inkondlo ayisiyona nje into yokuzijabulisa, kodwa iyindlela yokuhambisa
imilayezo ebalulekile, efundisa, ebhalela, futhi ikhuthaza umphakathi.

- Ukukhuthaza ubuntu nobudlelwano: Izinkondlo zivame ukusetshenziswa ukugcizelela ubungani,
umndeni, kanye nemvelo.

- Ukukhumbuza ngemvelaphi nesiko: Inkondlo igcina izindaba zomlando, izinganekwane,
nemikhuba yasendulo, ikhuluma ngezikhathi ezidlulile.

- Imibono yezepolitiki nezomphakathi: Inkondlo isetshenziswa futhi ezinkundleni zokukhuluma
ngemibono yezepolitiki, izinguquko, noma ukulwa nokungabi nabulungisa.

Inkondlo Njengendlela Yokuzwakalisa Imizwa Nokuziphilisa

Ukungena emhlabeni wezingoma, izinkondlo ziqukethe amandla okudlulisa imizwa ngendlela
ecacile futhi enamandla. Ziyindlela yokuziphilisa, yokulawula imizwa, futhi zikhuthaza ukuqonda
okungcono kwemizwa yabanye.

- Ubuhlakani Bokuzwakalisa: Inkondlo iyindlela yokusabalalisa ubuhlakani nokuhlangenwe nakho
komuntu, ikakhulukazi uma kufika ezindabeni zomzwelo.
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- Ukuziphilisa nokuthola ukuthula kwengqondo: Ababhali nabalaleli bangakwazi ukuthola
ukuthula, ukuthula kwengqondo, nokuhlangana ngemizwa ehlukahlukene.

- Ukuphila ngendlela ehlakaniphile: Inkondlo ingaba umfundiso yokuphila, iqondisa abantu
ekuziphatheni nasekuthuthukiseni ubuntu babo.

Inkondlo Njengengxenye Yemfundiso Nezinkambiso Zamasiko

Inkondlo iyingxenye ebalulekile yamasiko ahlukahlukene, isebenza njengezibuko zenkolo, imikhuba,
nezinkambiso zomphakathi. Ibalulekile ekuqondiseni nasekugcineni isiko, ikakhulukazi uma kuziwa
ekufundiseni nasekugcineni izimfundiso zamasiko.

- Izinkondlo zokukhulekelwa nokholo: Ezinkolweni nasemasikweni, inkondlo isetshenziswa
ezinkonzweni nasezinkambisweni zokholo.

- Ukugcinwa kwezinganekwane nokulondolozwa kwemicabango: Inkondlo isiza ekugcineni
nasekuletheni izindaba zomlando, izinganekwane, kanye nemisebenzi yezandla.

- Ukudala umoya wokuhlanganyela nokuhlonipha: Izinkondlo zikhuthaza umuzwa
wokuhlanganyela nokuhlonipha amasiko nokuzithiba.

Ingqikithi Yokushoda Kokuphila Ngaphandle Kwenkondlo

Umqondo Wokuthi "Ngingephile ngaphandle kwakho inkondlo"

Lesi sisho sihlinzeka ngombono wokuthi inkondlo ayiyona nje into yokuzijabulisa, kodwa
iyisihluthulelo sempilo yomuntu. Uma sicabangela ukuthi inkondlo iyindlela yokuphila, kusho ukuthi
ukuphila ngaphandle kwayo kungaba ukungabikho kokuhlangenwe nakho, kokuzwakalisa,
nokugcina amasiko.

- Ukubaluleka kokuba nenkondlo empilweni: Inkondlo iyindlela yokuhlanganyela, yokufunda,
nokuzithuthukisa.

- Ukulahlekelwa yinkondlo kungaba ukubhidliza isiko, ukungabi nokuqonda kwemizwa,
nokulahlekelwa kwendlela yokukhuluma nokukhulisa imizwa.

Izimbangela Zokulahlekelwa Kwenkondlo

Ukungabi khona noma ukuncipha kwemisebenzi yezinkondlo emiphakathini kuvame ukuba
nemiphumela emibi. Izimbangela zalesi simo zifaka:

- Ukushintsha kwesimilo semboni yezobuchwepheshe: Ubuchwepheshe obusha buholele
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ekunciphiseni ukusebenza kwezinkondlo nemisebenzi yezobuciko bokuzwakalisa.
- Ukwehla kwamagugu amasiko: Uma imindeni ingaphuzi inkondlo noma ingayifundisi izingane

zazo, amasiko ayalahleka.
- Ukuntuleka kokufundiswa ngokobuciko bokubhala nokulalela: Ukuntuleka kwemfundo

yezinkondlo kanye nokungabi khona kwezindawo zokuzijwayeza nakho kubangela ukuncipha
kokusetshenziswa kwazo.

Izinzuzo Zokugcina Nokuphindisela Emuva

Ukuze kuvinjwe ukulahlekelwa yinkondlo, kubalulekile:

- Ukugqugquzela ukufundisa nokufunda inkondlo ezikoleni.
- Ukwakha izindawo zokuzijwayeza nokuhlanganyela kwezinkondlo.
- Ukugqugquzela umphakathi ukuthi uzibandakanye nokuthuthukisa inkondlo ngendlela

yesimanje.

Izindlela Zokuphila Ngaphandle Kwesihloko Sokuqala

Ukubaluleka Kokugcina Nokukhuthaza Inkondlo

Ukugcina isiko lenkondlo akumele kube yinto engalindelekile, kodwa kufanele kube yisibopho
somphakathi. Lokhu kufaka:

- Ukufundisa ezikoleni: Ukwenza inkondlo ingxenye yezifundo ezisemqoka.
- Ukudala izindawo zokuzijwayeza: Ama-workshops, imihlangano, nemikhosi yezinkondlo.
- Ukuxhasa ababhali nabalaleli: Ukusekela izinkundla, izinhlelo, nemisebenzi yezobuciko.

Izibonelo Zokuphumelela Ekuqhubekiseni Inkondlo

- Imikhosi yezinkondlo: Njenge-Ngoma Literary Festival, lapho ababhali nabalaleli behlangana
khona.

- Ukwakhiwa kwezinkundla zokuxoxa: Izinkundla ezikwi-intanethi nezemvelo ezikhuthaza
ukuxoxa nokwabelana ngemibono.

- Ukugqugquzela izinhlelo zomphakathi: Njengezinhlelo zokufundisa inkondlo ezikoleni,
ezindaweni zomphakathi, nasezinkundleni zomphakathi.

Ukuphetha: Ukubaluleka Kokuphila Ngaphandle Kwenkondlo
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Ukungena emhlabeni wezingoma, izinkondlo, nokulalela kubalulekile ekwakheni nasekugcineni
isiko, imizwa, kanye nokuphila okugcwele ukuthula nokuhlangenwe nakho. Isisho esithi ngingephile
ngaphandle kwakho inkondlo siwuphawu lokuthi inkondlo ayiyona nje into yokuzijabulisa, kodwa
iyindlela yokuphila, yokuzwakalisa, nokugcina ubuntu, amasiko, nemizwa. Ukulahlekelwa yenkondlo
kungaba ukulahlekelwa kobuhlakani, ubuhlobo, nesiko, okungaba nomthelela omubi empilweni
yomuntu nomphakathi jikelele.

Ngakho-ke, kubalulekile ukuthi sonke siqaphele futhi sisebenzise amathuba okugcina nokukhuthaza
inkondlo ukuze siqhubeke siphila ngokugcwele, siqonde kahle izimfihlo zobuhlakani bokuzwak
 

 QuestionAnswer Kuyini incazelo ye-'ngingephile ngaphandle kwakho inkondlo'? Le nkulumo isho
ukuthi umbhali noma umculi uzizwa engenakuphila noma engenakwenza izinto ngaphandle kokuba
khona komunye umuntu, ngokuvamile kungaba umthandi noma umuntu obalulekile empilweni
yakhe, lapho inkondlo igxile ekuvezeni ubuhlobo obujulile phakathi kwabo. Kungani abantu
bethanda ukubhala inkondlo ezimayelana nokuntshontsha ukuze bazwakale ngokujulile? Abantu
babhala inkondlo ezimayelana nokuntshontsha ukuze bakhombise imizwa yabo enomthelela
omkhulu, njengothando, ukungaboni ngaso linye, noma ubuhlobo obujulile, futhi bakhombise ukuthi
impilo yabo ayigcini ngaphandle kwalowo muntu noma into ebalulekile kubo. Yiziphi izindlela
ezivamile zokusebenzisa inkondlo ukukhombisa ubuhlobo obuseduze kwabantu abathandana?
Izindlela ezivamile zihlanganisa ukusebenzisa amagama anothando, izifaniso, izinkondlo
ezikhuluma ngokuzizwa, nokufaka izaga noma amabinzana akhombisa ukuzwelana, konke lokhu
kwenza inkondlo ibe yindlela yokwazisa uthando nokuhlobisa ubuhlobo. Ingabe 'ngingephile
ngaphandle kwakho inkondlo' ingaba yisihloko esivamile emibhalweni yezincwadi noma izinkondlo?
Yebo, le nkulumo ingaba yisihloko esivamile ezinkondlweni nasezincwadini, njengoba kubonisa
umqondo wokuhlobana okukhulu phakathi kwabantu, nokuthi impilo ingaba yinhle kakhulu uma
ihambisana nomunye umuntu obalulekile empilweni. Yiziphi izinzuzo zokusebenzisa inkondlo ukuze
uveze imizwa yakho yokuthandwa ngaphandle kokushoyo ngqo? Ukusebenzisa inkondlo kuvumela
ukuzwakalisa imizwa ngobuciko nangendlela ehlobisa, kugcina ukufihla imizwa ethile uma
kudingeka, futhi kuvumela abafundi noma abazwile ukuthi bazwe umyalezo ngendlela yabo,
okwenza kube yindlela enamandla yokufinyelela inhliziyo yomuntu obhalile. 

 
Related keywords: ngingephile, ngaphandle, inkondlo, ukuthula, ubuhlobo, umcabango, izinkondlo,
imizwa, ubuhlakani, ubuqili

Incwadi yesicelo somsebenzi

Incwadi Yesicelo Somsebenzi
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Incwadi Yesicelo Somsebenzi: Indlela Yokubhala Efanele Ukuheha Amathuba
 

Incwadi yesicelo somsebenzi iyisinyathelo sokuqala esibalulekile emsebenzini
wakho
 
wokufuna umsebenzi. Uma ungumfuna-msebenzi, le ncwadi iyithuluzi elibalulekile
 
elizokwenza umehluko phakathi kwakho nabanye abafuna umsebenzi abaningi. Kodwa-ke,
 
ukubhala incwadi yesicelo somsebenzi akuyona into okufanele uyenze nje kuphela
 
ngokushesha ? kudinga ukunakwa, ukucophelela, kanye nokuqonda ukuthi yini iqashi
 
elifuna ukuyibona. Kulesi sihloko, sizohlola ngokujulile ukuthi yini incwadi yesicelo
 
somsebenzi, izindlela zokuyibhala kahle, nezinto okufanele uzigweme ukuze ukwazi
 
ukuthola amathuba angcono emsebenzini.
 

Yini Incwadi Yesicelo Somsebenzi?
 
Incwadi yesicelo somsebenzi, noma eyaziwa nangokuthi incwadi yokuqashwa, iyincwadi
 
ebhalwe umfuna-msebenzi ethunyelwa kumqashi noma enhlanganweni lapho efuna khona
 
umsebenzi. Injongo enkulu yale ncwadi ukwethula wena njengomuntu ofanele lo
 
msebenzi, ukukhombisa izizathu zokufuna lo msebenzi, kanye nokugqamisa amakhono
 
akho namava ahambelana naleso sikhundla.
 

Indima Ebalulekile YeNcwadi Yesicelo
 
Incwadi yesicelo somsebenzi ayigcini nje ngokuba yisethulo esijwayelekile; iyithuba lakho
 
lokwenza umqashi akuthande ngokushesha. Ngaphezu kwe-CV yakho, incwadi yesicelo
 
iyindlela yokukhombisa ubuntu bakho, izi?so zakho, kanye nesizathu sokuba wena
 
ophambili kulabo abafakazela izicelo.
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Izici Ezibalulekile KwiNcwadi Yesicelo Somsebenzi
 
Ukuze incwadi yesicelo somsebenzi yakho ibe namandla futhi ibonakale, kufanele
 
ulandele izici ezithile eziyisisekelo ezizokwenza incwadi yakho ihluke kwabanye.
 

Ukucacisa Isizathu Sokubhala
 
Qala incwadi yakho ngokucacisa ukuthi kungani ubhala. Lokhu kusho ukufaka isihloko
 
somsebenzi ofuna ukuwuthola, nokuthi kuphi lapho uthole khona isikhangiso somsebenzi.
 
Lokhu kugcina incwadi yakho isesimweni esifanele futhi kukhombisa ukuthi awuzange
 
uthathe ithuba ngokungacabangi.
 

Ukugqamisa Amakhono Namava
 
Khombisa amakhono kanye namava akho angahambisana ngqo nomsebenzi ofuna
 
ukuwuthola. Ungakhohlwa ukufaka izibonelo ezithile ezikhombisa ukuthi wazi ukwenza
 
izindaba ezithile ngokuphumelelayo. Lokhu kuzosiza umqashi aqonde ukuthi ungakwazi
 
ukwenzani.
 

Ukubonisa Isi?so Sokusebenza
 
Incwadi yesicelo somsebenzi kumele iveze isi?so sakho esiqinile sokusebenza kuleyo
 
nkampani noma enhlanganweni. Lokhu kukhombisa ukuthi awufuni nje umsebenzi
 
kuphela, kodwa ufuna ukuba yingxenye yempumelelo yenkampani.
 

Izinto Okufanele Uzilandele Uma Ubhalela Incwadi Yesicelo
 

Somsebenzi
 
Ukubhala incwadi yesicelo somsebenzi akusikho nje ukubhala amagama akho.
 
Kunezindlela ezinhle ongazilandela ukuze uvumele incwadi yakho ukuba ibe yinhle futhi
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ihluke.
 

1. Yiba Mfushane Futhi Uqonde Ngqo
 
Incwadi yesicelo somsebenzi akufanele ibe nde kakhulu. Kufanele ibhalwe ngamazwi
 
angeyona into engadingekile. Imvamisa, incwadi enezigaba ezi-3 kuya kwezi-4 eziqukethe
 
ulwazi olubalulekile iyanele.
 

2. Sebenzisa ulimi olufanele noluhloniphekile
 
Noma ngabe incwadi yakho yesicelo somsebenzi ibhalwe ngolimi lwesiZulu noma olunye
 
ulimi, kubalulekile ukusebenzisa ulimi oluhle, oluhloniphekile, kanye nolucacile. Gwema
 
amagama angajwayelekile noma amagama angahambisani nesiko lenkampani.
 

3. Lungisa futhi Uhlolisisise
 
Ngaphambi kokuthumela incwadi yesicelo somsebenzi, hlola amagama akho, iziphambeko
 
zokubhala, kanye nokuhleleka kwencwadi. Ukuhlolwa kuzosiza ukuba incwadi yakho
 
ibukeke ibhalwe kahle futhi ikhiqize umbono omuhle kumqashi.
 

Izibonelo Eziwusizo Zokubhala Incwadi Yesicelo Somsebenzi
 
Ukuze uqonde kangcono indlela yokubhala incwadi yesicelo somsebenzi, nansi indlela
 
ongayihlela ngayo incwadi yakho:
 

Isingeniso: Sethula igama lakho, isikhundla ofuna ukusifaka, kanye nendawo
 
1.
 
owathole kuyo isikhangiso.
 

Umzimba: Chaza amakhono akho, amava, kanye nezizathu ezenza ube
umfanele lo
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2.
 
msebenzi.
 

Isiphetho: Bonisa isi?so sakho sokuba yingxenye yenkampani kanye
nokubonga
 
3.
 
umqashi ngesikhathi sakhe.
 

Isibonelo Sesingeniso:
 
?Ngibhalela ukuziveza njengomfakizicelo wesikhundla somphathi wezokumaketha
 
njengoba kwakhangiswa kuwebhusayithi yakho ngoMashi 2024. Ngikholelwa ukuthi
 
amava ami emkhakheni wokumaketha kanye nekhono lami lokuhlela amaphrojekthi
 
angaba usizo olukhulu enkampanini yakho.?
 

Isibonelo Somzimba:
 
?Ngisebenze emnyangweni wokumaketha iminyaka emithathu, lapho ngathuthukisa
 
amasu okukhulisa ukuthengiswa kwemikhiqizo ngemikhankaso yezokuxhumana.
 
Ngiphinde ngahola ithimba labantu abathathu, ngiqinisekisa ukuthi wonke amaphrojekthi
 
agcinwa ngesikhathi futhi ahlangabezana nezinga eliphezulu lokusebenza.?
 

Isibonelo Sesiphetho:
 
?Ngiyabonga ngokunaka isicelo sami futhi nginethemba lokuthi sizoba nethuba lokuxoxa
 
kabanzi ngomsebenzi ongaba nomthelela enkampanini yakho. Ngilindele impendulo yakho
 
enhle.?
 

Amathiphu Angcono Okubhala Incwadi Yesicelo Somsebenzi
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Njengoba ubhala incwadi yesicelo somsebenzi, kunezinto ezithile ongazenza ukuze
 
wandise amathuba akho okuthola umsebenzi.
 

Yenza ucwaningo ngenkampani: Lokhu kuzokusiza ukuthi ubhale incwadi
 
1.
 
ehambisana nezidingo zenkampani.
 

Gxila kumakhono akho afanele: Ungazami ukufaka yonke into, kodwa ugxile
 
2.
 
kulokho okwenziwa yileso sikhundla.
 

Ungakhohlwa ukubhala amagama akho kanye nezinombolo zakho
 
3.
 

zokuxhumana kahle: Lokhu kuyasiza uma umqashi efuna ukukuthinta.
 

Faka incwadi yakho ngesimemo sokuxoxa: Lokhu kubonisa ukuzimisela
kwakho
 
4.
 
nokuzinikela emsebenzini.
 

Ukubaluleka Kokuba NeNcwadi Yesicelo Somsebenzi Ehlukile
 
Emakethe yomsebenzi yanamuhla, lapho izicelo zomsebenzi zingaba ziningi kakhulu,
 
incwadi yesicelo somsebenzi ehlukile ingakwenza umehluko omkhulu. Ukubhala incwadi
 
eyenziwe ngokukhethekile, egxile kumsebenzi nomsebenzi wenkampani, kukhombisa
 
ukuthi uwuthatha ngokungathi sína umsebenzi wakho wokufuna umsebenzi.
 
Ngakho-ke, ungazami ukusebenzisa incwadi ejwayelekile oyitholile ku-inthanethi
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ngaphandle kokuyihlela ukuze ifanele isikhundla ofuna ukusifaka. Lokhu kuzokwandisa
 
amathuba akho okuqashwa futhi kukusize ukhombise inhlonipho yakho kumqashi.
 
Incwadi yesicelo somsebenzi ayigcini nje ngokuba yincwadi ? iyithuluzi elibalulekile
 
lokuphumelela emsebenzini wakho. Ngokuyibhala ngokunakekela, ngokucophelela,
 
nangokuhlela kahle, ungakhulisa amathuba akho okuthola umsebenzi owu?sayo. Ngakho-
 
ke, thatha isikhathi sakho, ufunde izidingo zomsebenzi, futhi ubhale incwadi yakho
 
yesicelo somsebenzi ngendlela ezokwenza umehluko.
 

Question
 

Answer
 
Yini incwadi yesicelo
 
somsebenzi?
 
Incwadi yesicelo somsebenzi iyincwadi ebhalwa
 
ngumuntu ofuna umsebenzi, echaza izizathu
 
zokufuna lo msebenzi kanye namakhono akhe
 
afanele isikhundla.
 
Izinto ezibalulekile okufanele
 
zifakwe encwadini yesicelo
 
somsebenzi?
 
Incwadi yesicelo somsebenzi kufanele ifake
 
imininingwane yomuntu, isikhundla esifunwayo,
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izizathu zokufuna umsebenzi, amakhono namava,
 
kanye nesicelo sokuhlanganyela enhlanganisweni.
 
Indlela yokubhala incwadi
 
yesicelo somsebenzi
 
ephumelelayo?
 
Bhala incwadi ngokucacile nangokufushane,
 
ukhombise isi?so sakho nomsebenzi ofuna
 
ukuwuthola, ugcizelele amakhono akho afanele, futhi
 
usebenzise ulimi oluhloniphekile nolucacile.
 
Kungani incwadi yesicelo
 
somsebenzi ibalulekile?
 
Incwadi yesicelo somsebenzi ibalulekile ngoba
 
iyithuba lokuzethula kumqashi, ukukhombisa isi?so
 
nomsebenzi, kanye nokugcizelela ukuthi ungumuntu
 
ofanele isikhundla.
 
Ingabe kufanele ngihlanganise
 
incwadi yesicelo somsebenzi
 
neCV yami?
 
Yebo, incwadi yesicelo somsebenzi ivamise
 
ukuhambisana neCV ukuze inikeze umqashi ulwazi
 
olugcwele mayelana nawe nezizathu zokufuna

Published by: novolayout.npx.app.br Page 15 of 23



Ngingephile Ngaphandle Kwakho Inkondlo Workbook Vol. 2025, Issue 4

 
umsebenzi.
 
Kuyini okufanele ngikugweme
 
encwadini yesicelo somsebenzi?
 
Gwema amaphutha ezinkambisweni zokubhala,
 
amagama amade angadingekile, ukungacaci, kanye
 
nokungakhombisi isi?so noma amakhono afanele
 
isikhundla.
 
Ingabe incwadi yesicelo
 
somsebenzi kufanele ibe
 
mfushane noma ibe nde?
 
Incwadi yesicelo somsebenzi kufanele ibe mfushane
 
futhi icace, ikakhulukazi amaphara amathathu kuya
 
kwamane, ukuze umqashi akwazi ukuyifunda kalula.
 
Ngabe ngingayisebenzisa
 
incwadi yesicelo somsebenzi
 
eyodwa kuwo wonke
 
amamsebenzi?
 
Kuhle ukulungisa incwadi yesicelo somsebenzi ukuze
 
ihambisane nesikhundla ngasinye ofuna ukusifaka
 
isicelo, ugcizelele amakhono nezizathu ezifanele leso
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sikhundla.
 
Ingabe incwadi yesicelo
 
somsebenzi idinga ukufakwa
 
isignesha?
 
Yebo, incwadi yesicelo somsebenzi evame
 
ukuthunyelwa ngeposi noma ngendlela yokuphrinta
 
idinga ukufakwa isignesha ukuze ibonise ubuqiniso
 
nokuzibophezela komfakisicelo.
 
Incwadi yesicelo somsebenzi: Ukubaluleka Kokubhala Ngokunembile Nokuqondile
 

Incwadi yesicelo somsebenzi iyisakhiwo esibaluleke kakhulu emsebenzini
wokufuna
 
umsebenzi, ngoba isethula isithombe esiqondile somfakisicelo kumqashi ongaba khona.
 
Lokhu kubhalwa kwesicelo somsebenzi kudlala indima enkulu ekutheni umuntu akwazi
 
yini ukudonsa ukunaka komqashi, akhombise amakhono akhe, futhi enze isicelo sakhe
 
sibe semthethweni nesicacile. Ngaphandle kokuba nezinto ezifanele zokugcizelela,
 
incwadi yesicelo somsebenzi ingahle ingabi namphumela oyifunayo, ngakho-ke
 
kubalulekile ukuyiqonda kahle indlela yokuyibhala.
 

Ukuqonda Incwadi Yesicelo Somsebenzi
 
Incwadi yesicelo somsebenzi, eyaziwa nangokuthi incwadi yokufaka isicelo, iyincwadi
 
ebhalwa ngumuntu ofuna umsebenzi ukuze ayithumele kumqashi. Le ncwadi ivamise
 
ukuhambisana ne-CV, kodwa ihluke kuyo ngoba igxile ekuchazeni ukuthi kungani
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umfakisicelo efanele lowo msebenzi othile. Iqukethe imininingwane ebalulekile efana
 
nesizathu sokuba umuntu afake isicelo, amakhono akhe, kanye nezizathu ezenza akhethe
 
lowo msebenzi kanye nenkampani.
 
Kubalulekile ukuqonda ukuthi incwadi yesicelo somsebenzi akusiyo nje incwadi
 
ejwayelekile yokwazisa kodwa iyithuluzi lokwenza umbono omuhle. Ngakho-ke, kufanele
 
iqondiswe kahle futhi ibhalwe ngendlela ecacile, enomqondo, neqondile.
 

Izici Eziyinhloko Zencwadi Yesicelo Somsebenzi
 
Ukuze incwadi yesicelo somsebenzi ibe nomthelela, kufanele ibe nezici ezithile
 
ezibalulekile:
 

Isingeniso esiqinile: Lapha umfakisicelo kufanele azethule ngokushesha
achaze
 
1.
 
ukuthi ubani nokuthi kungani ethumela isicelo.
 

Isizathu sokufaka isicelo: Incwadi kufanele ichaze ukuthi kungani umuntu
 
2.
 
efanele lo msebenzi kanye nenkampani ethile.
 

Amakhono namava: Kubalulekile ukukhombisa ukuthi umfakisicelo
unamakhono
 
3.
 
ahambisana nezidingo zomsebenzi.
 

Ukuvala incwadi ngendlela enomusa: Ukubonga umqashi ngokubheka isicelo
 
4.
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nokubonisa ukuthi uzimisele ukuthintwa.
 
Lezi zici zenza incwadi yesicelo somsebenzi ibe yithuluzi eliwusizo lokuthola ithuba
 
lokuhlangana nomqashi.
 

Ukuqhathanisa Incwadi Yesicelo Somsebenzi Ne-CV
 
Kwezinye izikhathi, abantu bayazibuza ukuthi yini umehluko phakathi kwe-incwadi
 
yesicelo somsebenzi ne-CV. Lezi zinto ezimbili ziyahlobana kodwa zinezinjongo
 
ezihlukene.
 
I-CV (Curriculum Vitae) igxile ekunikezeni umqashi imininingwane ephelele ngomlando
 
womfakisicelo, okuhlanganisa imfundo, amava, namakhono. Ivamise ukuba yifomethi
 
ehlanganisa amaphuzu ambalwa, ngaphandle kokungena kakhulu ezincazelweni.
 
Ngakolunye uhlangothi, incwadi yesicelo somsebenzi inikeza ithuba lokuba umfakisicelo
 
achaze ngokuningiliziwe ukuthi kungani efanele lowo msebenzi, agxile kumakhono athile
 
nemibono yakhe yokuba yingxenye yenkampani. Le ncwadi iyindlela yokuziveza
 
ngokwakho futhi iba yithuba lokubonisa ubuqotho, ukuzimisela, nomsebenzi omuhle.
 

Izizathu Eziyinhloko Zokusebenzisa Incwadi Yesicelo Somsebenzi
 

Ukuthuthukisa ithuba lokuqokwa: Incwadi yesicelo somsebenzi ikuvumela
 
1.
 
ukuthi usho izinto ezingeke zibonakale ku-CV kuphela.
 

Ukubonisa izizathu ezikhethekile: Ungachaza ukuthi kungani unentshisekelo
 
2.
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yalo msebenzi kanye nenkampani.
 

Ukukhombisa amakhono okuxhumana: Le ncwadi yindlela enhle yokubonisa
 
3.
 
ukuthi uyakwazi ukubhala kahle nokuxhumana ngobungcweti.
 

Izindlela Eziwusizo Zokubhala Incwadi Yesicelo Somsebenzi
 
Ukuze incwadi yesicelo somsebenzi ibe nomphumela omuhle, kubalulekile
 
ukuyilungiselela kahle. Nazi izindlela ezimbalwa eziwusizo:
 

1. Yenza ucwaningo olujulile
 
Ngaphambi kokubhala incwadi yesicelo somsebenzi, kufanele ufunde kabanzi ngefemu
 
noma inkampani ofuna ukusebenza kuyo. Lokhu kuzokwenza ukuthi incwadi yakho ibe
 
yimpendulo eqondile ezidingweni zenkampani futhi ikhombise ukuthi uwazi kahle
 
umsebenzi.
 

2. Sebenzisa ulimi olucacile nolunobungcweti
 
Ulimi olusetshenzisiwe kufanele lube sobala futhi lukhombise ukuhlonipha. Gwema
 
amagama angacacile noma amajargon angaqondakali. Incwadi yesicelo somsebenzi
 
kufanele ibe nefomethi ecacile, enezigaba ezihlukanisiwe.
 

3. Gxila kumakhono afanele
 
Kubhalwa incwadi yesicelo somsebenzi, qinisekisa ukuthi ugxile kumakhono akho afanele
 
umsebenzi. Ungaphindi imininingwane efanayo etholakala ku-CV kodwa unikeze izibonelo
 
ezithile zokusebenzisa amakhono akho.
 

4. Yenza incwadi yakho ibe yomuntu siqu
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Incwadi yesicelo somsebenzi engajwayelekile futhi ebonisa ubuqotho izokwenza
 
umehluko. Zama ukusebenzisa izibonelo ezithinta wena uqobo, kanye nezizathu ezenza
 
ube ngumfakisicelo ofanele.
 

5. Qinisekisa ukuthi akhona amaphutha
 
Incwadi yesicelo somsebenzi enamaphutha egrama noma ehlukumeza ukufundeka
 
inganciphisa amathuba okuthola umsebenzi. Funda futhi ubuyele emuva ukuyihlela kahle.
 

Izinto Okufanele Ziqedwe Kuzo Incwadi Yesicelo Somsebenzi
 
Uma ubhala incwadi yesicelo somsebenzi, kunezinto ezithile okumele uzigweme noma
 
uqinisekise ukuthi azikho:
 
Ukungabi nencazelo ecacile noma ukushiya imininingwane ebalulekile.
 
1.
 
Ukubhala incwadi eyisicoco noma esebenzisa amagama amaningi ngaphandle
 
2.
 
kokwazisa.
 
Ukusebenzisa ulimi olungafanele noma olungahloniphi.
 
3.
 
Ukungabi nobufakazi obusekelwe emakhonweni akho nasezinhlelweni zakho.
 
4.
 
Ukuqinisekisa ukuthi incwadi yesicelo somsebenzi yakho ihloniphekile futhi icacile
 
kuyindlela enhle yokwandisa amathuba akho okuqokwa.
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Izibonelo Zokusebenzisa Incwadi Yesicelo Somsebenzi
 

Ngokuphumelelayo
 
Izinkampani eziningi zikhombisa ukuthi abafundi abathumele izincwadi zesicelo
 
somsebenzi ezihlelelekile nezihambisana nezidingo zomsebenzi bathola amathuba
 
amaningi okuqokwa. Ngokwesibonelo, ucwaningo olwenziwe nge-2023 lwabonisa ukuthi
 
abantu abathumele izincwadi zokufaka izicelo ezinemininingwane ecacile bathola
 
amathuba angu-40% aphezulu okuya ezingxoxweni zomsebenzi.
 
Izincwadi ezinhle zihlale zigxile ekuchazeni ukuthi umfakisicelo angaba kanjani usizo
 
enkampanini, futhi azibandakanyi kuphela ekubhaleni ukuthi ufuna umsebenzi. Lokhu
 
kubonisa ukuthi incwadi yesicelo somsebenzi ayisiyona nje indlela yokucela umsebenzi,
 
kodwa iyithuluzi lokubonisa ukuthi ungumuntu ofanele.
 

Ukubaluleka Kokwenza Incwadi Yesicelo Somsebenzi Yakho Yahlukile
 
Kulo mkhakha womsebenzi, izinkampani zithola izicelo eziningi nsuku zonke. Ngakho-ke,
 
incwadi yesicelo somsebenzi yakho kumele ibe yinhle, icacile, futhi ibe nomthelela ukuze
 
ikwazi ukumelana nokuncintisana. Ukwenza incwadi yakho yahlukile kungakhuphula
 
kakhulu amathuba akho okuthola impendulo emihle.
 
Ngenxa yalokho, kubalulekile ukusebenzisa ulimi oluhle, ukugxila ezintweni ezisemqoka,
 
nokubonisa ukuthi uyakwazi ukubaluleka komsebenzi kanye nenkampani oyifakela isicelo.
 
Incwadi yesicelo somsebenzi ayigcini ngokuba yincwadi nje yokufaka isicelo kodwa
 
iyindlela yokukhombisa ubuchule bakho bokuxhumana, ukuzimisela, nokuba
 
ngumfakisicelo oqotho nowazi kahle izidingo zomsebenzi. Ngokuhamba kwesikhathi,
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abantu abaningi baqala ukuqonda ukuthi incwadi yesicelo somsebenzi engahlelekile noma
 
engacacile ingaphazamisa kakhulu amathuba okuthola umsebenzi, ngakho-ke kubalulekile
 
ukuyibhala ngendlela enekhwalithi ephezulu njalo.
 
incwadi yesicelo somsebenzi, isicelo somsebenzi, incwadi yesicelo, umsebenzi, umsebenzi
 
wezandla, ukufaka isicelo somsebenzi, izincwadi zomsebenzi, ithuba lomsebenzi, izicelo
 
zomsebenzi, amakhono omsebenzi
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