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Overview

The environmental sector already employs more than 233,000 people.1 That is half the size of the min-
ing sector. Furthermore, there are real growth opportunities in caring for the earth. Experts believe 
that South Africa can create 462,000 new jobs by greening our economy.2 The potential for these 
green jobs lies in technology and social change to reduce energy use and pollution; green buildings 
and public transport; and scaling up efforts to protect our wildlife and restore other natural resources 
like rivers, wetlands and soil.

To create and take up these jobs, we need the necessary skills. In 2010 the Department of Environment 
Affairs produced an Environmental Sector Skills Plan and an Environment Sector Human Capital 
Development Strategy. The research behind these plans tells us that:

❱❱ South African youth are interested in environmental careers and many embark on university 
courses in this field, especially the life sciences.

❱❱ While studying, students do not necessarily develop a clear picture of the world of work out there.

❱❱ Upon graduation, many lack the necessary skills, perspective and contacts to find suitable work.

❱❱ Those who obtain an intern placement require structured support to help them find their feet 
and bridge from studies to work.

❱❱ Organisations are stretched and few have mentors with enough background or time to adequately 
support interns.

The Department wants to use this workbook and additional career guidance resources to address 
the above issues. Our aim is to reduce the number of unemployed graduates in the country, and to 
increase the number of skilled, knowledgeable graduates who can fully participate in a green economy, 
to their own benefit and that of the country. In the process we will deliver on our mandate to imple-
ment the Environmental Sector Skills Plan, and join hands with partners in other areas of govern ment, 
business and civil society to address unemployment and ensure a clean, green future for all.  To our 
partners, thank you for joining us.

To our youth, we hope that you will see this workbook not as a monologue but as a dialogue which 
allows you to write in it, to practice and develop your skills and expand your horisons. 

1 Environmental Sector Skills Plan, 2010. Department of Environmental Affairs.
2 Maia, J. et al. 2012. Green Jobs. An Estimate of the Direct Employment Creation Potential of a Greening South African Economy. Industrial 
Development Corporation, Development Bank of Southern Africa, Trade and Industry Policy Solutions.
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Introduction

There are various ways in which to use this workbook. These 
include:

❱❱ Interns without full access to mentoring can work through the 
book themselves (self-study)

❱❱ Mentors can pull out ideas and tools to support their work 
with an intern

❱❱ Organisations can customise sections of the book to develop 
a structured intern programme

❱❱ Groups of organisations can use the book as the basis for a 
series of shared induction workshops

There is a big gap between the world of study and the world of 
work. This gap is a challenge for the graduate entering a first ‘real’ 
job. It is also a challenge for the supervisor who greets a brand new 
junior professional, and for the mentor who makes their time and 
expertise available to the new graduate. This book aims to support 
all these people. Its focus is the biodiversity sector, in keeping with 
the focus of the partners in its development, but it has relevance in 
the broader environmental sector as well.

With many capacity constraints in the environmental sector, most 
managers expect that a young graduate will ‘hit the ground run-
ning’. They often hope that the new entrants have been so well 
prepared by their university training that they will seamlessly flow 
into the work stream of the organisation. But this is not often the 
case. Even graduates with a sound academic background have 
seldom had the opportunity to apply and extend their academic 
learning in an environmental organisation. Universities cannot and 
do not aim to prepare graduates for everything they will encounter 
in the range of workplaces in the sector. 

The authors developed this workbook in response to the many 
comments we received on the need for a more thorough induction 
into the biodiversity sector. A mentored internship is the most 
common strategy for supporting graduates as they take on the 

Interns, this book aims to 
provide a bridge between 
your academic training and 
the workplace, helping you, 
the person and professional, 
towards working for a better 
environment and a better life 
for all.

 vii
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role of young professionals and start making their contribution to 
their chosen field. But some organisations are still new to offering 
internships, and others, although experienced, have limited capac-
ity to supervise and mentor interns. They therefore need to do so 
in as efficient and effective a manner as possible. This workbook 
aims to support managers, mentors and interns with a framework 
for induction into the environment and biodiversity sector as a 
workplace and a career field. 

Part 1 of the workbook helps interns to locate themselves – with 
their particular personal and professional background - in the con-
text of their host organisation and the sector as whole. It takes them 
from ‘who you are’ through the unit/department, into the organisa-
tion and on to the broader national and international context of 
environment and biodiversity. Part 2 helps interns find their feet 
by understanding their own role in relation to that of other profes-
sionals and departments in their organisation, and the policies that 
give organisations their particular mandates and goals. 

In Part 3 we challenge interns to rise to the occasion and come 
to grips with those basic workplace competences that we all need, 
and provide practical tools and pointers. In Part 4 we encourage 
them, again with some practical know-how, to make the most of 
their internship as a learning experience in preparation for both 
further study, and a full position in the workplace.

A Workbook not a Textbook
The idea of a workbook is just that – users need to work through 
it, rather than simply read through it. It is not a textbook! You 
can start anywhere, not necessarily at the beginning, wherever the 
content is most relevant to your current needs. 

Let’s start working straight away! Page through the workbook to 
form an idea of its content. The Contents page provides a useful 
overview.  Then complete the following:

viii 
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How could you use this workbook or part of this workbook?

Your response: 

 

 

 

A colleague’s response: 

 

 

I like the fact the exercises are 
linked to the learning, so you 
don’t just read through it, but 
actually answer the exercises 

which forces you to think 
through your position.

The work plan, together with the 
performance appraisal, helped 

structure my work and also 
gave me space to reflect on my 

productivity and effectiveness in 
dealing with my duties.

It was useful to find out 
where my organisation 

fits in and to identify 
which organisations my 
work overlaps with and 

who to interact with.

I don’t feel that the content 
should be increased or 
decreased, it needs to 

complement the intern’s Terms 
of Reference, and not create too 
much extra work which detracts 
from the job at hand. Currently it 
provides a great addition to the 

learning of the internship.

Being straight out of university, 
it helped me to understand 

my work, the contribution I’m 
making to the organisation, 

legislation related to my work 
and how to manage my work.

It made me feel less 
of an outsider.

What some 2011 interns said:

 ix
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Part 1

Who am I and  
Where do I fIt In?

Workbook.indb   1 20/09/2012   5:21 PM



2 

Workbook.indb   2 20/09/2012   5:21 PM



 3

Do you know how many South Africans work in environmental ca-
reers? A conservative estimate is at least 250,000 employees across 
national, provincial and local government departments, private 
consulting companies, CBOs and NGOs. 

More than half the size of the mining sector, South Africa’s en-
vironment sector is dynamic and diverse. The professionals and 
technicians of the sector work in a number of different career 
fields. These include: protected area management; scientific and 
social research; project management; public sector, community 
and landowner engagement, education and training; information 
management; natural resource management and production; policy 
development; regulation; and consultants to developers, among 
others. These diverse career fields are found in a variety of organ-
isations with varying mandates and objectives.

Some universities provide a good overview of this employment 
landscape to their graduates, others don’t. Here is an opportunity 
to consider who you are, both personally and professionally, and 
where you fit into this landscape. 

Who am I and where am I heading?
Various factors lead us to work in the environment sector. Some 
professionals decided to work in the biodiversity sector because we 
want to improve the lives and environment of communities around 
us. Some of us have had significant childhood experiences, perhaps 
with a grandparent or other rolemodel, that sparked a passion for 
nature. For others an event or an opportunity, like joining a hiking 
club, triggered an interest in the sector. Some were introduced to 
environmental issues by an influential teacher. Others come into 
the sector by default; it might have been only our second or third 
choice, but we’ve come to see the opportunities in this field. 

This part of the workbook guides 
you in exploring the broader 
environmental sector and, if 
relevant to you, the biodiversity 
sector in particular, in order to 
better understand your current 
role and the contribution that 
you could make. In Section 4 you 
can explore the range of career 
possibilities to find your special 
niche for the future.

What are your reasons for working in the environment sector? record these here. 
You could share your answer with your mentor, who will find it useful to know what 

motivates you. 

 

 

Locating myself in the environment 
Sector

Workbook.indb   3 20/09/2012   5:21 PM



4 

Professionals in the environment sector come from a variety of 
educational backgrounds. If you take time to talk to people work-
ing in the sector, you realise we are quite a ‘mixed bunch’. Perhaps 
this is appropriate, given the wide range of things we do in the 
people-environment interface!

What has been your training thus far? 

 

 

 

 

 

 

 

 

 

 

I’m a teacher by training.
My qualification is in Law. I love 

working with the scientists.

I have an Accounting 
background.

I have a social science degree and 
an M.Sc. Both are very useful in the 

socio-ecological research I do.

I’ve always wanted to study 
plants. I have a B.Sc. in Botany.
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We often hear people say “I love what I do, working in the environ-
ment combines my passion with a job”. Our sector might not have 
some of the perks of Banking or Accounting but we often have 
great opportunities to match our interests with the work we do. 

What are your passions and interests?

 

 

 

 

 

 

 

 

 

 

 

 

 

I’ve chosen a job in the natural 
sciences because plants and 

animals don’t talk back!!

I get a kick out of 
working with people!
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In the environmental field people come to their current positions 
through many different career paths. These are some of the career 
stories we know … Talk to senior colleagues at the next opportunity 
and add more career stories below.

What are your career dreams? And what are your plans for making 
those dreams come true? Use the space provided here to record 
your current ideas and plans. Make an opportunity to discuss them 
with others. Talking to others can help you clarify what you re-
ally want, and what you need to do if you are to have a hand in 
steering in that direction! Your career plans might change as you 
move through your internship. It is good to have an initial plan, 
but also be prepared to respond to unforeseen changes and op-
portunities. For more opportunities to explore your dream job, 
turn to Section 4.

I want to be a senior 
researcher in five years and 
maybe teach at a university. 

That means I’ll  
have to do a Ph.D...

I started out as assistant reserve 
manager on a small nature reserve. I’ve 
shown my management skills and did 
research for which I received an M.Sc. 

Now I manage a cluster of parks. 

I am a reserve manager. I did a B.Tech. and started 
doing biodiversity management on the reserve, 

then I moved off-reserve to do community 
engagement. This is a big help now that I have to 
engage with various stakeholders as a manager.

I’m a marine scientist. I have gained a lot from 
having worked in Fisheries and in a marine 

protected area for a while. It helped me ask 
better research questions.
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my career hopes … and my plan to get there …

Think of your internship as a stepping stone to realising your career dreams. Use this 

page to map the career path you dream of on one side. On the other side, map out a 

realistic plan to realise this dream. Be aware though, getting there might require some 

hard work on your part!

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Career development is not only about upward or vertical movement. 
Sometimes good experience can be gained from a lateral or 
horizontal move to a job on the same grade, but in a different 
department or organisation. This gives you dual perspectives and 
experience in the same career field. When you plot a career plan, 
think of both vertical and horizontal movement that will help you 
achieve the competence necessary to be the best you can be at what 
you want to do. Also consider that being skilled in two or more areas 
increases your chances of being a sought-after consultant or running a 
successful biodiversity business.

My  
internship  

in 20…
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my Current Position

In which organisation are you based? Where are you based within this organisation?

 

 

 

 

 

 

What is this organisation all 
about? 
Your organisation’s mandate/vision/mission/goals will be written 
down somewhere. It is important to locate the document describ-
ing this, and read it.

Summarise your organisation’s mandate or main goal here in your own words (as if you 

are describing it to your parents – something you might just have to do, anyway!)

 

 

 

 

 

 

Any job needs to fit in with the bigger organisational operation. 
Your tasks as an intern must fit in with the unit in which you work 
and also with the goals of the organisation as a whole. Use this 
section to figure out how your duties fit in. 
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What is your current position all 
about?
Do you have a written ‘Terms of Reference’? This might be included 
in your contract, or these terms may have been refined after your 
contract was signed. Find the most accurate and comprehensive 
description of your role and tasks and use this document to sum-
marise them below. If no written document is available, interview 
your supervisor. If your current activities differ significantly from 
the role and tasks described in your contract, discuss this with 
your mentor or manager.

Within the organisation where you are placed there may be differ-
ent departments or units. What exactly does your unit do? What 
are its particular goals and objectives, within the bigger opera-
tions of the organisation? Where will you find the answers to this 
question? 

Your organisation or individual unit might have a strategic plan, a 
programme document, a business plan or some other document 
which can help you to answer this question accurately. It is impor-
tant to locate the document(s) containing these, and read them. 

Summarise the aims and objectives of your unit below:

 

 

My role, tasks and activities as intern within my unit and organisation:
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Where to go for more information 
about … 

❱❱ An organisation’s mandate

❱❭ The organisation’s website

❱❭ Strategy documents, programme documents

❱❭ Business plans

❱❭ Annual reports

❱❱ Role and activities of unit/department/programme

❱❭ Organisation’s website and specific department/unit or 
programme page

❱❭ Department/unit or programme’s strategy document

❱❭ Department/unit or programme’s business plans

❱❭ Department/unit or programme’s annual reports 

❱❱ If you discover other sources of related information, list them 
here:

❱❭  

❱❭  

❱❭  

❱❭  

❱❭  

You could share your additional 
information sources with other 
interns!

Workbook.indb   10 20/09/2012   5:21 PM



 11

When it comes to the work we do in the environment and biodi-
versity fields, there are many role players. Their roles and mandates 
differ but also overlap. There are role players in national, provincial 
and local government, other public and private organisations and 
in civil society (CBOs and NGOs). This section maps out some of 
these role players and their roles. Space does not allow us to include 
everyone! Use the diagram in this section to add any additional role 
players with which you and your organisation work, and produce 
a customised organisational map.

national Government
National government is shown in the organisational map (Figure 
1) as the over-arching authority on the environment. Notice that 
several national departments are involved. They must provide 
leadership, particularly in policy and strategy development, and 
resources and agencies to implement policy and enforce envi-
ronmental legislation. National departments often work through 
provincial departments, sometimes referred to as regional offices. 

In the organisational map we refer to two key government depart-
ments in the environment sector as primary role players. They are:

❱❱ The Department of Environmental Affairs (DEA), the lead 
agent for the environment, which is mandated with oversee-
ing, guiding and promoting national environmental interests 
and supporting the global sustainability agenda. Their man-
date is drawn primarily from the National Environmental 
Management Act of 1998 (NEMA) and associated legislation. 
DEA deals with the environment broadly: waste manage-
ment and pollution, air quality, climate change, biodiversity 
and more. 

❱❱ The Department of Water Affairs (DWA) is the custodian of 
South Africa’s water resources. They are mandated with the 
implementation of the National Water Act of 1998 and over-
see the development of strategies and institutions that give 
effect to this policy. They lead all water resource management 
agencies and oversee water service provisioning at the local 
government level. 

You could share your map of 
role players and partners with 
other interns and compare it with 
theirs.

the Bigger Picture –  
the environment Sector
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Other national de-
partments focus on 
development, but their 
policies, strategies and 
programmes signifi-
cantly impact on the 
natural environment, 
which in turn is a critical resource for many of their production 
activities. These departments have policies indicating the need to 
foster development in a sustainable way, as spelled out in NEMA 
and the Water Act, by, for example, minimising soil erosion and 
biodiversity loss, maintaining wetlands and encouraging efficient 
irrigation practices. These secondary role players include:

❱❱ The Department of Agriculture, Forestry and Fisheries 
(DAFF) must lead the sustainable development of the natu-
ral resource production sectors, to meet the economic and 
social development needs of all South Africans. Its strategies 
include promoting economic development and job creation, 
sustainable natural resource use, food security and sustainable 
livelihoods.

❱❱ The Department of Science and Technology (DST) promotes 
and guides the development of science and technology and its 
application to sustainable growth and development. It works 
in the production sectors and supports overall sustainable de-
velopment that benefits all South Africans. 

❱❱ The Department of Rural Development and Land Reform 
is mandated to strategically guide land reform and to promote 
rural development in relation to land reform. 

Is your work in/and your organisation linked to any (other) national government 

departments? List them below and add a brief description of their mandates, 
as we have done above. then add it to the diagram to produce your customised 
organisational map.

 

 

 

 

 

See Where to go for information, if you 
struggle to find the necessary information.
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Parastatals
Parastatals report into and support the mandate of the national 
government. They often have a specific focus, for example in the 
following two key biodiversity agencies:

❱❱ South African National Parks (SANParks) reports into DEA 
and is mandated to manage and expand protected areas. 
This mandate is spelled out by the National Environmental 
Management: Protected Areas Act of 2003. SANParks fulfills 
its mandate through the proclamation and management of 22 
national parks. 

❱❱ South African National Biodiversity Institute (SANBI) 
which also reports into DEA is the custodian of South Africa’s 
natural assets. It is mandated with the implementation of the 
National Environmental Management: Biodiversity Act of 2004 
(NEMBA) to research and manage South Africa’s extensive bio-
diversity. SANBI manages nine national botanical gardens and 
supports conservation in key bioregions. It also co-ordinates 
the management of biodiversity data through its information 
management function. 

Are there any parastatals associated with the work that you do? List them below and 
add a brief description of their mandates. then add them to your organisational 
map.

 

 

 

 

 

 

 

 

 

 

 

Visit Where to look for answers, if you get stuck.
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In some provinces the provincial governments have tasked ad-
ditional agencies with biodiversity conservation. In the Western 
Cape, for example, CapeNature reports into DEADP and is tasked 
with biodiversity conservation, a task they share with SANParks, 
who also manages protected areas in this province, as well as vari-
ous local authorities. Eastern Cape Parks and Tourism Authority 
(ECPTA) manages provincial protected areas in the Eastern Cape 
Province. Other provincial agencies include Ezemvelo KZN 
Wildlife and Mpumalanga Tourism and Parks Agency. In prov-
inces where there is no dedicated provincial conservation agency, 
e.g. Gauteng and the Northern Cape, this mandate is carried by 
the provincial environment department (GDARD and DENC 
respectively). 

Provincial Government
Provincial departments are presented in Figure 1 on a vertical 
axis, indicating that they draw their mandate down from national 
government departments. These departments are constituted dif-
ferently in each of the provinces. For example the Northern Cape 
provincial department, Department of Environment and Nature 
Conservation, combines environment and nature conservation, 
while in the Western Cape, the provincial department (DEADP) 
combines environmental affairs with development planning, and 
in Gauteng nature conservation is combined with agriculture and 
rural development. 

The situation of multiple 
authorities with conservation 
mandates came about 
historically. There have been calls 
for consolidation, but others put 
forward reasons for retaining 
regional structures.

What is the provincial environment department in your province? What roles are 

played by this department? 
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Local Government
Local government’s mandate includes the delivery of vital services 
such as water and waste removal, urban and development planning, 
infrastructure and amenities, and a number of environmental func-
tions. In most metropolitan local authorities, specific branches or 
departments are dedicated to managing environmental resources 
such as biodiversity. In others this focus is integrated into relat-
ed directorates such as planning, tourism, amenities, parks and 
recreation. 

Consider your local authority (municipality). Which section(s) have environmental roles 

and responsibilities?

 

 

 

 

 

 

research Institutes
Several research institutes support environmental management and 
biodiversity conservation. Some of these fall under the administra-
tion of national departments and are directed by the mandate of 
that particular department. Examples are the Agricultural Research 
Council (ARC) and the Water Research Commission (WRC). 
Others are independent but work closely with the Department 
of Science and Technology. These include the National Research 
Foundation (NRF) and the Centre for Scientific and Industrial 
Research (CSIR). 
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Most universities also have programmes, departments and units 
that conduct research that is relevant to the environment sector. 
Research agencies are reflected at the base of Figure 1, indicating 
the important role they play in supporting environmental manage-
ment and conservation.

Are any research agencies linked to the work of your organisation? List them here.

 

 

 

 

 

Civil Society organisations

South Africa’s civil society has often taken a leading role in environ-
mental protection and we have well-established non-governmental 
organisations (NGOs) and not-for-profit organisations, CBOs 
(community-based organisations), faith-based organisations 
(FBOs) and Section 21 companies in the environment sector. Some 
NGOs focus on a broad range of environmental goals, for example 
World Wide Fund for Nature (WWF-SA) and the Wildlife and 
Environment Society of South Africa (WESSA). Others have more 
specific areas of focus like species, ecosystems or bioregions. These 
include for example Endangered Wildlife Trust (EWT), Birdlife 
South Africa, the Agulhas Biodiversity Initiative and Save our Seas, 
among many others. Civil society organisations are also reflected 
at the base of the diagram, as they support and complement the 
environmental mandates and priorities of government. 

Does your organisation work with (other) not-for-profit organisations around a 

common interest? List them here.
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For-profit Companies

Many environmental and biodiversity professionals run or are 
employed by private consulting firms which focus on environmen-
tal management and related work. Examples are companies that 
contribute to environmental impact assessment plans, draw up 
environmental management plans, and/or conduct environmen-
tal training. In addition, private nature reserves and game farms 
are significant players in the biodiversity arena. Industries such as 
mining also employ environmental specialists.

Is your organisation associated with any (other) private companies? Do any of them 

support environmental work? List them here.
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Department 
of Provincial 

and Local 
Government 

Department of Rural 
Development and 

Land Reform 

South African 
National 

Biodiversity 
Institute (SANBI)

South African 
National Parks 

(SANParks)

Department 
of Science and 

Technology

Department of 
Agriculture, Forestry  

and Fishing

Department of 
Water Affairs

Department 
of 

Environment 
Affairs

Where does your organisation fit in this map? Draw it in. Then consider what links 

there are between your organisation, and other agencies depicted here. Discuss the 

possibilities with your mentor or other colleagues. then draw the links between your 
organisation, and its partners.
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Figure 1: Map of Organisations that are Role Players in the Environment and Biodiversity Sector
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Where to look for answers

Websites 

All the main role players have websites. Examples include www.en-
vironment.gov.za, www.dwa.gov.za (Water Affairs), www.gauteng.
gov.za (GDARD), www.capenature.co.za, www.ecpta.co.za , www.
wwf.org.za, www.wessa.co.za. A ‘google.co.za’ search with the name 
of the organisation yields a good result.

These websites usually provide good information on the mandates 
of departments or organisations. Visions and mission statements, 
and even official Acts, are sometimes much vaguer. The ‘meat’ of 
an organisation is often found in its strategic plan, which is also 
sometime referred to as a business plan. The foreword, preamble 
and executive summary of these documents can provide useful 
hints on the priorities and principles that guide an organisation. 

In bigger organisations their directorates, branches, units, depart-
ments and programmes may have their own strategic plans, which 
provide even more ‘meat on the bone’. So it could be useful to 
explore these websites in some depth. 

Annual, Project and Programme Reports

Organisational reports often describe partnerships and associations 
in the work that they do. It is also common practice to acknow-
ledge contributions from others to your work and achievements, 
if not through text, then through logos on these documents. These 
descriptions and acknowledgements could give you a good start in 
identifying the organisations with which your host organisation 
is associated. 

Meetings and Events

Meetings, conferences, forums and other events bring people to-
gether around a specific theme or topic. It is useful to interact in 
these forums to get to know the role players in the field and estab-
lish working relationships for future collaboration.

Identifying all these 
organisations and what they 
do helps you understand which 
partners you may need to work 
with, and why, during your 
internship. 

But the activity also helps 
you identify potential job 
opportunities for the future!
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The Environmental Policy 
Landscape

“New to the RSA environment 
sector, I found this one of the most 

useful sections.” Intern, 2011
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A basis in the Constitution
South Africa’s environmental policy framework has its roots in the 
South African Constitution of 1996. The associated Bill of Rights, 
Chapter 2, section 24, states that …

Everyone has the right to

(a) an environment that is not harmful to their health and well-
being; and

(b) to have the environment protected for the benefit of present and 
future generations, through reasonable legislation and measures 
that:

i. prevent pollution and ecological degradation;

ii. promote conservation; and 

iii. promote ecologically sustainable development and use of 
natural resources while promoting justifiable economic 
and social development. 

NEMA: A second layer of the 
environmental policy landscape
The National Environmental Management Act of 1998 provides 
the overarching framework for environmental management and 
conservation in South Africa and for ensuring the environmental 
rights of all citizens defined in the Constitution. 

NEMA, as it is commonly referred to, provides for the establish-
ment of institutions and decision making procedures on all matters 
concerning the environment. It defines equity, justice and equitable 
access as key principles and argues for a minimization of ecological 
degradation and an integrated approach to sustainable develop-
ment in South Africa.

NEMA’s principles introduce a people-centred approach to en-
vironmental management and conservation. This people-centred 
approach also features in a range of more specific environmental 
policies for the management of water resources, biodiversity, pro-
tected areas, air quality, marine resources and coastal management. 

Deputy Minister of Environment, Rejoice Mabudafhasi, notes in 
the Environmental Affairs Strategic Plan for 2011 to 2016 that all 
socio-economic development has a bearing on the environment 
– some positive and some negative. DEA’s vision for sustainable de-
velopment is evident in its five-year strategy that has the following 
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strategic priorities, to achieve DEA’s vision of a prosperous and 
equitable society living in harmony with its environment:

❱❱ environmental quality and protection; 

❱❱ conservation of our oceans and coasts; 

❱❱ mitigation and adaptation to climate change; 

❱❱ biodiversity and conservation of our natural assets; 

❱❱  fostering environmental awareness and international relations; 
and 

❱❱ supporting employment creation, sustainable development, 
livelihoods and the development of a green and inclusive 
economy. 

Drilling down … 

Policies generally describe mandates (what must be done) and 
principles (how to achieve what must be done). They also make 
provision for setting up the necessary institutions, structures and 
procedures (getting the job done). However, they are usually vague 
on concrete actions. Policies are translated into strategies and action 
plans that give a clearer idea of the environmental management 
and conservation job to be done. 

In this section we draw on the policies as well as the associated strat-
egies and action plans to help you understand South Africa’s policy 
framework for environmental management and conservation. 

Why should interns bother with a 
review of environmental policies? 

Reviewing environmental policies 
help you to better understand 
the mandate and the activities of 
the organisation where you are 
based. As such they can help you 
find your feet in the organisation, 
and see where you as an intern 
fit into the bigger scheme of 
things. Environmental policies 
are also essential background as 
you move on to a professional 
position in the sector.

Throughout Part 2 of the workbook, mark those policies that are relevant to the 
work you currently do, and/or the organisation where you are based.

Write down what these policies mean to you, and discuss your notes with your 
mentor. 

You could consider how you do or could contribute to these policies, both now and 

in your future career. Also consider how these policies support your work and the 

contribution you want to make.
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Marine Living Resources Act (MLRA) of 1998

The MLRA defines the legal framework for the conservation of 
marine ecosystems and the long-term sustainable use of marine 
resources. Its preamble emphasises equity, access, sustainable 
use, conservation and protection of marine resources and marine 
environments. 

TheAct provides a framework for fair and equitable access to fishing 
and harvesting rights for subsistence users, commercial users and 
recreational users of marine and coastal resources. It also defines 
a framework for marine conservation through marine protected 
areas and provides the guidelines for law enforcement in the ma-
rine environment. 

Since the 2009 cabinet restructuring, management of the marine 
environment resides with two departments in two ministries. The 
Department of Environmental Affairs (DEA), through its Oceans 
and Coasts branch, provides strategic leadership on conservation. 
The Department of Agriculture, Forestry and Fishing (DAFF) man-
ages South Africa’s fisheries from a user perspective. 

The strategic vision of DAFF for its production sectors includes 
promoting economic growth, creation of decent jobs, food security, 

Bill of Rights  1998

National Environmental Management Act 1998

National Water Act 
1998

Marine Living Resources Act  
1998

National Environmental 
Management:  

Air Quality  
2004

National Environmental 
Management:  

Integrated Coastal 
Management Bill 

2007

National Environmental 
Management:  

Biodiversity Act  
2004

National Environmental 
Management:  

Protected Areas 
2003

Figure 2: An Environmental Policy Framework
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rural development and the sustainable use of natural resources. 
Sustainable management of natural resources is one of DAFF’s six 
strategic goals, to promote environmentally sustainable produc-
tion systems, sustainable management and efficient use of natural 
resources, protection of indigenous genetic resources and the cre-
ation of green jobs and sustainable livelihoods. 

The policy framework guiding DAFF clearly identifies the need 
to conserve where necessary and promote the sustainable use of 
natural resources while making a contribution to socio-economic 
development more broadly. 

The National Water Act (NWA) of 1998

The NWA provides the legal framework for the management, 
protection and use of South Africa’s water resources and for the 
establishment of institutions to manage water resources at a re-
gional and catchment level. The Act recognises water as a scarce 
resource that belongs to all people and it promotes the sustainable 
use of water by all citizens. It promotes the delegation of authority 
for water resource management to a regional and catchment level 
to enable the participation of all water users in decision making 
processes regarding the resource. 

Implementation of the NWA is the responsibility of the nation-
al Department of Water Affairs, its regional offices in all nine 
provinces, as well as the water user associations and catchment 
management agencies which the Act defines as the responsible 
institutions. These latter agencies consist of water users, local au-
thorities and related stakeholders.

The National Water Resource Strategy describes how water should 
be protected, conserved, used, managed and controlled to meet the 
legislative requirements of the NWA. It seeks to balance equitable 
access to water resources with protecting the integrity and diversity 
of the aquatic environment. It has a strong focus on redress and 
supporting the provisioning of water resources to all, particularly 
the poor and historically disadvantaged, and promotes a shift from 
rights based on land ownership, to equitable allocation to society as 
a whole. It aims to make water available for productive livelihoods 
and to give support and assistance for efficient and sustainable 
use of water resources. Note how the Strategy seeks to support 
transformation in society and the economy, thus mirroring the 
development-conservation interface proposed through broader 
overarching environmental policies and strategies. 

Water: Some for All, Forever!
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National Environmental Management: Protected 
Areas Act (2003)

NEMPAA, as it is commonly referred to, makes provision for the 
protection and conservation of ecologically sensitive landscapes 
to protect the natural assets of South Africa. This Act provides 
guidelines for the identification of these landscapes, the declaration 
of protected areas and their management. 

SANParks is the agency mandated with the implementation of 
NEMPAA. SANParks’ key strategic focus areas include conserva-
tion, tourism and scientific services that support their conservation 
objectives. 

National Environmental Management: Biodiversity 
Act (2004)

The Biodiversity Act provides for the functioning of the South 
African National Biodiversity Institute (SANBI) to implement 
NEMBA, as this Act is commonly referred to. NEMBA focuses 
on and provides a framework for the management and conserva-
tion of biodiversity and the sustainable use of indigenous biological 
resources, including the fair and equitable sharing of benefits from 
bio-prospecting. It further provides the legal framework to give 
effect to ratified international agreements on biodiversity conser-
vation and co-operative governance in the management of the 
country’s natural assets. 

To give effect to NEMBA, a National Biodiversity Framework (NBF) 
was published in 2007. The NBF was informed by the National 
Spatial Biodiversity Assessment (NSBA) completed in 2005, which 
provides a spatial picture of threatened and under-protected eco-
systems. The NBF also draws on the National Biodiversity Strategy 
and Action Plan (NBSAP) of 2005, which is the key framework 
driving biodiversity conservation in South Africa. 

The NBSAP identifies the role players in conserving biodiversity 
in South Africa and defines some key actions for them. Informing 
these actions is the recognition of the global significance of South 
Africa’s biodiversity, the significance of biodiversity in the national 
economy and the livelihoods of many people at a local level. The 
key actions are framed in the social, economic and political de-
velopment context of South Africa, recognising the country’s need 
to respond to multiple priorities such as food security, poverty 
alleviation, job creation, land reform, water security, rural devel-
opment and sustainable livelihoods. This people-centred approach 
to biodiversity conservation is expressed in the NBSAP as follows: 
“Biodiversity management (including conservation, access, use and 
rehabilitation) must be integrated with poverty alleviation strategies 
and local economic development”. 

PEOPLE AND THE 
ENVIRONMENT

In our policy and legal 
framework, sustainable natural 
resource management and the 
conservation of our natural 
assets are a national priority. It 
is also clear that conservation 
shares centre stage with poverty 
alleviation, job creation, food 
security, sustainable livelihoods, 
rural development and other 
socio-economic priorities. South 
Africa has a history of exclusion 
on the basis of race. Pre-1994 
the majority of the population 
were excluded from decision-
making, management and use 
of natural resources. The NBSAP 
describes this approach to 
conservation as ‘the old fences 
and fines approach’. Our current 
policy framework shows a 
deliberate attempt at redress to 
a more inclusive people-centred, 
integrated and ecosystems 
approach to environmental 
management and conservation.
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National Environmental Management: Air Quality 
Act (2004)

NEMQA, recognising the need for justifiable economic and social 
development, provides the legal framework for the prevention of 
pollution and ecological degradation. In keeping with the Bill of 
Rights, it recognises and promotes the right of all South Africans 
to a healthy environment. It also recognises that risks associated 
with pollution are often not borne by the polluter itself, and that 
the heaviest burden usually falls on the poor. 

The visions described in this Act are taken forward in various 
development strategies, such as the Green Economy Plan which 
promotes the shift towards a low carbon economy, and to some 
extent in the Industrial Policy Action Plan that seeks to promote 
sustainable economic growth with a shift towards cleaner indus-
tries. One of the key areas identified in IPAP as having the potential 
for green economic development is the waste management sector. 

NEMQA sets specific national emission standards within which 
air quality must be managed, and defines measures for monitor-
ing various forms of pollution. It also makes provision for the 
establishment of the necessary institutions for decision making, 
management and legal enforcement of air quality control measures. 

National Environmental Management: Integrated 
Coastal Management Bill (2007)

The preamble to this Bill notes the critical need to approach the 
management of coastal zones in an integrated manner in order 
to improve the quality of life of citizens, while at the same time 
protecting the natural environment that supports livelihoods and 
quality of life. It highlights the interconnected nature of the bio-
physical, economic, social and institutional contexts that shape 
coastal zones and promotes an integration of diverse priorities 
through an integrated management approach.

The Bill itself describes coastal zones, their boundaries and their 
various components, including estuaries, wetlands, public property, 
access land, protected areas and protection zones. It defines the 
institutional arrangements for decision-making and management 
of these coastal zones and their composite parts, and provides the 
framework for coastal zone planning, management and law en-
forcement. It also defines processes of participation in decision 
making and the protection of coastal resources. 
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Write down your organisation’s mandate or goals (see Part 1).

 

 

 

 

 

 

 

 

 

 

Now consider: How can or does your organisation and the work that you do, 
contribute to the inclusive, people-centred and ecosystems based approach to 
environmental management and conservation promoted in the policies introduced 
here? 

 

 

 

 

 

 

 

 

 

 

 

 

 

Discuss your answer with your mentor and with other interns.
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The Broader Policy Landscape

The South African Constitution is the cornerstone of our demo-
cracy and is the highest law of the land. It stands to reason then 
that the principles in our Constitution must permeate all national 
policies and give direction to how we work at an international level. 

In environmental organisations, these policies are at the centre 
of what we do. The work we do is however set against a larger 
development backdrop in South Africa and is flanked and shaped 
by trends, patterns and priorities at an international level. While 
working centre stage in the environmental arena, we cannot ignore 
this larger development context. Fortunately, it is increasingly pri-
oritising sustainable development and resource use. 

Broader National Policies
Socio-economic development is a key priority in South Africa. 
All policies emphasise development that is equitable or inclusive, 
sustainable, and not a threat to future generations. 

❱❱ The Medium Term Strategic Framework for 2009 to 2014 
(MTSF) is the strategic framework for national government 
from 2009 to 2014. It guides planning and resource alloca-
tion across all spheres of government, national, provincial and 
local. The strategic focus of the MTSF is inclusive of sustain-
able growth and development. Its ten strategic goals promote 
inclusive economic growth, the creation of decent jobs and 
sustainable livelihoods, rural development, food security, land 
reform, and cohesive and sustainable communities. In striving 
to create a better life for all, Goal 9 emphasises the “sustainable 
use and management of natural resources”. Natural resource 
production sectors such as tourism, agriculture, aquaculture, 
forestry, water infrastructure development, amongst others, 
have been identified as key contributors to the development 
goals in the MTSF. Other priorities defined in the MTSF in-
clude climate change adaptation and mitigation, responding to 
biodiversity loss, responding to diminishing water resources, 
promoting energy efficiency, and minimising waste. 

❱❱ The Presidency’s Delivery Agreement involves performance 
agreements with all ministers. Outcome 10 of this agreement 
refers to a vision of a South Africa where environmental 
and natural assets are valued, protected and continually en-
hanced. The outputs associated with this outcome include: 
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improved quality and quantity of water; reduced carbon 
emissions and climate change impact; improved air quality; 
sustainable environmental management and protected biodi-
versity. Implementation of Outcome 10 is coordinated through 
intergovernmental structures, and happens through the de-
partments and partners that work on the associated outputs.

❱❱ The Industrial Policy and Action Plan II (IPAP II) is aimed 
at creating a new growth path for South Africa to address its 
development needs. It emphasises growth and development in 
the green industry sector such as agriculture, forestry, tourism, 
conservation and those economic sectors with a low envi-
ronmental impact. It also emphasises a shift towards cleaner 
industries, energy efficiency and waste minimisation. 

❱❱ Green Economy Plan In line with DEA’s vision to develop a 
Green Economy Plan, a Green Economy Summit was hosted 
in May 2010. Though no specific strategy or action plan has 
yet emerged, these green economy discussions are focused 
on shifting away from energy intensive industries towards 
green industries, with an emphasis on renewable power gen-
eration, energy efficiency and waste minimisation. These 
discussions are framed within the need for inclusive and sus-
tainable economic growth to address issues of poverty and 
underdevelopment, food and water security, mitigation of and 
adaptation to climate change and global economic influences. 
Discussions around a green economy plan are less explicit on 
‘green’ economic growth such as ecotourism, sustainable agri-
culture practices, biodiversity rehabilitation and a similar focus 
in natural resource use sectors. However, the Development 
Bank of South Africa in 2011 reported that more jobs could 
be created in the management, restoration and conservation 
of natural resources, than in renewable energy and energy use 
reduction.

❱❱ Expanded Public Works Programme (EPWP) Phase II has 
been launched in 2009 and aims at providing income and 
poverty relief for South Africa’s poor. It seeks to stimulate 
economic growth and create sustainable development. The 
environment is one of four sectors identified for the roll-out of 
the EPWP with job creation programmes including, amongst 
others, Working for Water, Working for Wetlands, Working 
on Fire and Working for Energy.
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Have you been exposed to any other policies in the development context of South 
Africa? List these policies below and reflect on how they impact or shape the work of 
your organisation. 

 

 

 

 

 

 

International Policies

Many of South Africa’s national policies and action plans are shaped 
by government’s commitments to global treaties and agreements. 
These include: 

❱❱ The Millennium Development Goals provide a blueprint 
of actions to improve the circumstances of the world population 
by 2015. There are eight goals ratified by countries of the world 
to reduce poverty, reduce the spread of HIV AIDS, promote 
gender equity and education for all and global partnerships to-
wards achieving these goals. Goal 7 promotes environmental 
sustainability through an integration of sustainable development 
into all national policies and programmes, to reverse the loss of 
environmental resources, reduce biodiversity loss and promote 
access to safe drinking water and basic sanitation. South Africa’s 
policies mirror the vision of the MDGs to improve the quality 
of life for all South Africans through promoting sustainable de-
velopment and equitable access to resources. 

❱❱ The Convention on Biological Diversity recognises 
the world’s extensive and threatened biodiversity and seeks, 
through global co-operation, to conserve biodiversity, promote 
sustainable use of its components and ensure fair and equitable 
sharing of benefits arising from the use of natural assets. South 
Africa, as a party to this treaty, is obliged to ensure that the 
agreement is implemented at a national level by integrating 
its objectives into national strategies, action plans and pro-
grammes. The Biodiversity Act, Strategic Plan of DEA and the 
NBSAP are examples of these commitments being translated 
to a national level.

❱❱ The Convention for Combating Desertification was 
ratified by South Africa in 1997 with DEA being tasked with 
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facilitating its obligations. It aims to combat desertification 
caused by over-cultivation, over-grazing, deforestation and 
inappropriate irrigation, and to mitigate the effects of climate 
change. 

❱❱ The Ramsar Convention on Wetlands Conservation  
promotes the conservation and sustainable and wise use of 
wetlands, promotes actions to stem the loss of wetlands and 
promotes training for all who work towards these goals. South 
Africa became a contracting party to the Ramsar conven-
tion in 1975 and currently has 16 Wetlands of International 
Importance listed. 

❱❱ The Convention on the Conser vation and 
Management of Fishery Resources in the South East 
Atlantic Ocean commits its signatories (including South 
Africa) to ensure the long-term conservation and sustainable 
use of all living marine resources in the South East Atlantic 
Ocean and to safeguard the environment and marine ecosys-
tems within which these resources thrive.

❱❱ United Nations Framework Convention on Climate 
Change seeks to stabilize greenhouse gas emissions in the 
atmosphere with a longer term objective of reducing impact 
on the earth’s climate systems. The UNFCCC has no man-
datory limits or enforcement mechanisms, but parties to the 
convention work towards strategies that limit carbon emis-
sions, promote energy efficiency and supports climate change 
adaptation and mitigation.

These are just a few of the international agreements that shape 
environmental management and conservation locally. You may 
know of others that also shape the work done by you and your 
host organisation. 

Use this space to list the international agreements that affect your organisation, 
including any that are not mentioned above. Summarise the key aspects of these 
agreements that shape your work and the work of the organisation where you are 
based.
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Where to look for answers

Website of DEA

DEA’s website (www.environment.gov.za ) carries all (or most of) 
South Africa’s environmental legislation, under the tab Policies and 
Legislation. A search engine on this page also helps one navigate 
through the range of policies. 

Other websites

Some environmental policies are easier to find on the mandated au-
thority’s website, such as the National Water Act on DWA’s website 
(www.dwa.gov.za ), the NBSAP on SANBI’s website (www.sanbi.
org.za ) and the NEMPAA on SANParks’ website (www.sanparks.
org).

DEA’s Strategic Plan for 2011 to 2016 

DEA’s latest strategic plan introduces the Department’s strategic 
overview. It also lists all Acts of parliament that have a bearing on 
the environment, with a very brief overview of each Act. 

Other strategies

As in the case of DEA’s Strategic Plan, other government strate-
gies also define the policy and legal framework within which they 
are being proposed. These documents also provide some insight 
into these more specific policies and legal frameworks. Examples 
are the National Biodiversity Strategy and Action Plan (executive 
summary in Part III), with respect to the biodiversity policy and 
legislative landscape, and the National Water Resources Strategy 
(Chapter 1 on water policy), with regard to water resource policy 
and legislation. 

Annual reports

Organisations’ mandatory annual reports usually provide some in-
sight into organisational strategies and how these link to the policy 
framework. An example is the case of SANParks. These reports are 
almost always available on organisations’ websites. 
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An internship does not guarantee you a job – but it does give you a 
perhaps once-in-a-lifetime opportunity to show that you are good 
employment material. How do you rise to the occasion? You have 
to get the basics right! The ‘basics’ are all about workplace practice 
and conduct.

This section of the Interns’ Induction Workbook takes you 
through some basic ideas on how to handle yourself in the work-
place, and how to handle your work load. Your aim is to emerge 
as a shining star at the end of the day! Learn these workplace skills 
now, and they could serve you for the rest of your professional life. 

The workbook combines practical methods - tips, tools and how 
to’s - with some ‘deep’ stuff for you to think about. 

From your own thinking, mixed with some practical ideas, you will 
develop your own personalised methods that are just right for you. 

Warning! 

Workplaces have different cultures. 
Not all the suggestions in here will be 

suitable to your current workplace. Use 
your judgment, and also talk to other 
people if you are unsure whether a 

certain idea will work where you are.
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Some Basics: Managing Your Work
Previously known as Time Management

Few of us work in the kind of set-up where we know exactly what 
we will be doing from when we arrive in the morning to when we 
go home at 5 p.m. with the job fully done. Workplaces frequently 
experience crises which force staff to drop everything they’ve 
planned to do that day. Organisations are subject to many influ-
ences, and agendas and priorities may change from day to day! 
Even where teams plan carefully, the sheer volumes of work to be 
shared among the staff can be daunting. In perhaps the most chal-
lenging scenario of all, interns may sit around unsure of what to 
do, because no-one has had a chance to point out their priorities. 

How does an intern handle these realities of the workplace? How 
do you make sure you always complete your most important tasks, 
in the face of such challenges? 

In the past we’ve been told to manage our time well. Now the gurus 
admit that we cannot actually manage time … We can only manage 
what we choose to DO with our time. 

Plan, Record, Review – Using notes, a filing system 
and a diary, and a workflow chart

When you get instructions, ideas, or in some other way realise you 
need to do something, write them down. Then file this informa-
tion where you will find it again. This could be in a notebook or 
a diary, an email folder, a whiteboard in the office, a physical file 
or an in-tray.

Regularly (say every morning or every Friday) take a good look 
at all the stuff in your in-tray. Taking each item at a time, decide 
whether you need to: 

❱❱ Do this right now

❱❱ Defer this for later

❱❱ Delegate the job to someone more suitable to doing it, or 

❱❱ Discuss it with someone before you proceed.

The workflow chart that follows is one suggestion on how to pro-
cess your in-tray. It highlights three different choices.
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Figure 3: Workflow chart: How to process the stuff in your in-tray 

What is it?

In-tray items 
(one by one)

Is it actionable?

YES

NO

NO

YES

Do It Now

Will it take less than  
2 mins?

What’s the next action?

Waiting for someone  
else to do

Delegate it

Trash

Someday/maybe  
(hold for review)

Multi-step projects:  
Project planning

Put in Calendar  
(to do at a specific time)

Next Actions  
(to do as soon as I can)

Defer it

Reference file  
(retrievable when required)
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Organising Your ‘To Do’ Activities: 

❱❱ Jot your plans down in some form of a T-planner. Most 
shop-bought diaries have a T-planner format: time-sensitive 
activities are on the left (e.g. meetings) and on the right, tasks 
that are not time-sensitive, and can be done in-between. Use 
your T-planner to plan each day. Yes, you will get sidetracked 
from this plan. See below for how to decide to deviate, or not. 

❱❱ If you find you forget what you need to do, place reminders 
where you will see them. You could use Post-it notes on your 
desk, a white board in the office, a clip-board in your car or 
bag, or a folder on the desktop of your computer.

❱❱ When you place items in your diary/T-planner, do consider 
the time they are likely to require versus the time you have 
available. Develop a realistic sense of how long it will take to 
do a specific task. The trick is to balance doing the job really 
well, with getting it done in good time. Sometimes we take too 
long, because we are not sure if the job is done well enough. 
Sometimes we rush and make a bit of a mess. Ask your men-
tor for feedback.

❱❱ Also consider the energy available (some jobs need you to be 
fresh, others can be done when you’re already a bit tired), and 
the level of priority (see below).

❱❱ Take 20 minutes to review your diary regularly (say every 
Friday). What have you completed, what is still outstanding, 
what did you spend your time on? Capture any unfinished 
projects and outstanding tasks in your in-tray to plan what to 
do next. Repeat the steps in the workflow chart.

Framework for prioritising actions1

How do you decide which of your To Do items are a priority? Your 
manager may tell you, in which case you simply follow instructions. 
Most times, however, they will want you to take some responsibility 
to figure out what is so important that it must be done first, and 
what can wait for later. 

The rule is: First Things First. 

These are not the first things you just happen to hear about in the 
morning, nor are they the things you prefer to do because they are 
easy, familiar or give you a chance to chat to your New Best Friend! 
First things are tasks that are both urgent, and important. Decide 
where in this model a specific task fits:

1 Adapted from First Things First – Coping with Ever-Increasing Demands by 
Steven Covey, with AR Merrill and RR Merrill, published by Simon and Schuster 
in 1994.
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Class of workplace 
activities

Examples of these kinds of activities How much time to 
spend on these?

Top Priority (I): 
Important and Urgent 
activities

Crises; pressing problems; deadline driven 
projects; meetings and preparations

20%-25%

Next Up (II): 
Important but Not 
Urgent activities

Preparation; prevention; planning; 
relationship building; learning; values 
clarification; re-charging (real relaxation)

65%-80% (These 
activities build your 
capacity)

Then follows (III): 
Urgent but Not 
Important activities

Interruptions; some phone calls; some mail; 
some reports; some meetings; many pressing 
matters happening in the vicinity

Last and least (IV): 
Not Urgent and Not 
Important activities

Email jokes and other junk mail; trivia; busy 
work; some phone calls; ‘escape’ activities; 
time wasters

Less than 1% of your 
time!

The logic of this scheme is that you get the big things in first, to 
make sure they do get done (even if you tackle them in small steps).
The most important things must receive the most care, emphasis 
and time. The alternative is that we keep ourselves busy with lots 
of less important tasks (like answering non-urgent emails, for ex-
ample). Limit the time you spend on these latter activities. They are 
usually less demanding, and we can easily fill our day with them, 
and then run out of time to do the real heavy-duty stuff. Although 
you could honestly tell your manager you are busy all day if you 
engage in Class III activities only, both you and your manager will 
become frustrated that you are not delivering on any of the really 
important and meaningful stuff.

I 
Important and Urgent

III 
Urgent but  Not Important

II 
Important but Not Urgent

IV 
Not Urgent and Not Important

Figure 4: Framework for Prioritizing Actions
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Do you find yourself postponing the heavy duty stuff because the 
tasks seem too daunting or you don’t quite know how to proceed 
with them? Then break them down into bite-sized bits and tackle 
them one step at a time. If you are still unsure, ask for and make 
sure that you get help. 

Managing your energy

The authors of The Power of Full Engagement1 say that managing 
energy is the key to high performance, and that you’ll have more 
energy if you take care of the following:

❱❱ Your body: Eat regular smaller and healthier meals throughout 
the day, exercise moderately and regularly, for physical energy. 
Well, you’ve heard this before, and apparently it IS true!

❱❱ Your emotional well-being. These gurus say that we can train 
ourselves to have more emotional mental and spiritual ‘muscle’. 
Ask your mentor or a friend to help you identify areas where 
your emotional, mental or spiritual muscles are a bit weak, and 
challenge yourself to do a bit better. For example, if you lack 
confidence, set yourself some targets in an area where you par-
ticularly lack confidence (e.g. interviewing senior colleagues). 

Also recharge your emotional energy by doing things you enjoy, 
and that remind you of what you are good at. And don’t waste emo-
tional energy by dwelling on negative matters – rather set yourself 
a goal to try and change what you can, to make things better.

Fit the big stuff in first … . Or you won’t fit it in at all … .

.. where river stones are big priorities to first fit into the jar … after which lesser priorities (gravel, sand, 
water) can be added. Try adding big river stone (priorities) to a jar already filled with gravel, sand and 

water (less important activities) – you’ll sit with too little space and a big mess! 

1 Based on The Power of Full Engagement by Jim Loehr and Tony Schwarz, published in 2005 by The 
Free Press, a division of Simon and Schuster.
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CASE ExAMPLE

Building Emotional Muscle
Lindiwe had the task to produce a database of all GIS courses offered in South Africa. She had to 
phone a list of universities and ask them for information about their courses. She struggled to 
find the right person to speak to, and when she did get hold of someone they would often be 
quite abrupt, ask her to repeat herself, or say they didn’t have time to answer her questions. So, 
Lindiwe kept putting off these phone calls, and her database did not grow well. Her manager kept 
pushing her to finish the job and she kept saying people were not willing to give information. Yet 
when her manager phoned one of his friends who offered GIS training, he got the information 
easily! It was hard for Lindiwe to prove that she was not lazy … Until she had a heart-to-heart 
with her mentor, who helped her to identify that she lacked confidence because she didn’t know 
universities well enough to figure out where to find the GIS trainers, and she dreaded making a 
nuisance of herself to busy, sometimes bossy people! 

Lindiwe’s mentor gave her an exercise to strengthen her emotional muscle: She had to start 
each day with three difficult phone calls, in which she explained to the person on the other side 
how important this database was. Focusing on the importance of the work helped Lindiwe to 
master some of her reluctance to bug people. She also followed up her calls with something 
she was more confident about – trawling the university websites to look for course information 
and further contacts. 

Viktor Frankl, the Nazi 
concentration camp survivor 
and psychologist wrote in his 
famous book, Man’s Search for 
Meaning, that the big question 
to ponder is not so much ‘What is 
the meaning of life?’ but rather, 
‘What does life expect from me?’

❱❱ Mental energy is about being able to focus and being appro-
priately optimistic – seeing the world as it is, warts and all, but 
working towards solutions, rather than falling into despondency.

❱❱ And spiritual energy? As noted in Part 1, much of our energy 
for the work we do comes from a purpose beyond self-interest: a 
love of nature, a commitment to the development of our country 
and its people, a passion for learning and making the world a 
better place. Passion, commitment, integrity and honesty are all 
spiritual muscles. Give yourself strength for your daily tasks by 
regularly connecting with your own deeply held values. 

All planning and preparation may fizzle away unless we reflect, from 
time to time, upon what life seems to be asking of us, in relation to 
our values. Resolve to respond to that call, with the energy we get 
from a healthy lifestyle and from seeking out positive emotions over 
negative. This should put the spring in your step as you move through 
your workflow plans!

On the next few pages you will find an Example of an Intern 
Workplan, courtesy of Rene du Toit, SANBI.
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DST-NRF INTERNSHIP 
PROGRAMME 2010/11

INTERN ANNUAL WORK PLAN
MENTOR DETAILS

NAME & SURNAME

 

TELEPHONE NO

 

EMAIL ADDRESS

 

INTERN DETAILS

NAME & SURNAME

 

TELEPHONE NO

 

EMAIL ADDRESS

 

HOST INSTITUTION 

DIVISION/UNIT  

FIELD OF STUDY  

FIELD OF PLACEMENT  
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FIRST QUARTER
MONTH KEY 

PERFORMANCE 
AREAS

ACTIVITIES KEY 
PERFORMANCE 
INDICATORS

TARGET 
DATES

1ST MONTH

2ND MONTH

3RD MONTH
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DESCRIPTORS:
1.  KEY PERFORMANCE AREAS 

(KPAs)
: The main areas of focus

2. ACTIVITIES : The activities that support the KPAs

3.  KEY PERFORMANCE 
INDICATORS

: The main deliverables

4. TARGET DATES : Date at which the activities should be achieved

 

MENTOR’S SIGNATURE

 

DATE

 

INTERN’S SIGNATURE 

 

DATE 
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Communication Basics

Make a good impression while you 
make yourself heard
Do you know someone who is a brilliant researcher, but is unable 
to tell others about her work in an inspiring way? Have you noticed 
how some reports are easy and even stimulating to read, and others 
are hard to follow, or dull? How in a meeting some speakers get a 
point across in a clear and concise way, while others fumble with 
their words for a long time but afterwards no-one quite knows 
what they said? 

Communicating by writing and speaking is an important part of 
any job in the biodiversity sector. You could be doing a lot of it, 
so develop some basic skills as soon as possible. The good news 
is that there are simple tips and guidelines which can make even 
the most reluctant communicator, better. And if you are already 
comfortable with both public speaking and writing, take the time 
to sharpen these skills as they will certainly be an advantage when 
it comes to being offered a job. You don’t need to be loud and flashy, 
but potential employers are impressed with clear presentations that 
make good points, and many job descriptions require the applicant 
to have good report-writing and other communication skills. 

Examples of Communication Skills that will come 
in handy

❱❱ Public speaking 

❱❱ Doing presentations

❱❱ Writing for a newsletter or newspaper

❱❱ Writing for a website

❱❱ Report writing

❱❱ Proposal writing
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Public speaking 

❱❱ When you prepare any talk, consider the following:

❱❭ What is the occasion and purpose? 

❱❭ Who is the audience?

❱❭ How long? (Make sure you know how much time has been 
allocated for your talk).

❱❱ Bearing these three points in mind, do some brainstorming. 
A useful process is a conversation with someone about the 
topic, followed by a mind map on paper. Circle the key points. 
There should be a few of them, but not too many, especially 
if time is short. 

❱❱ Map out the best way in which to make your chosen key points.
❱❱ If the speech is longer than 10 minutes, build in something 

stimulating (funny, unexpected, emotionally gripping) along 
the way. The human attention starts to waiver after 10 minutes. 
And even if your talk is short, it might be following a rather 
large number of other talks, so … It’s not a bad idea to try to 
build something memorable into it, anyway!

❱❱ Once you have the plan, ruthlessly edit and take out any unnec-
essary content. “Shake the page and let anything superfluous 
fall off!”, a communications guru once said.

Once you are happy with the content, rehearse, rehearse. This is 
vital even if you are a confident public speaker, and especially when 
you are not. Speak out loud and check how long you take.

❱❱ A few bold words on a card will remind you of your key points; 
reading a fully written out speech will make the listeners yawn.

❱❱ If you want to use slides, see the notes for Power Point pre-
sentations below.

❱❱ At the time of delivery, take a few deep, energising breaths and 
connect with your audience.

❱❱ The most common mistake is to speak for too long, and to lose 
your way as soon as you realise time is running out. Now that 
you know this, don’t let it happen to you!

When you are simply making a statement in a 
meeting or at a conference:

❱❱ Take that deep breath
❱❱ Connect with your audience or at least with the chairperson!
❱❱ Keep it short. A common mistake is to over-state the point, if 

you think you are not being heard.
❱❱ Make one or two points at a time. People lose track otherwise.

I was once given the hint to 
imagine the audience naked … 
I must confess I never thought 
that would calm my nerves! I find 
it best to imagine that people 
really want to hear what I have to 
say … Even if their faces suggest 
otherwise! If there is warmth 
and enthusiasm in the speaker’s 
voice, people generally start to 
listen.
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❱❱ Avoid offending anyone.
❱❱ Don’t make excuses for what you have to say; if it is a valid 

point, you have the right to make it.

Designing Power Point presentations

Follow the same preparatory steps suggested for talks without 
Power Point slides, starting with these questions: 

❱❭ What is the occasion and purpose? 

❱❭ Who is the audience?

❱❭ How long do I have?
❱❱ Before you design your slides, do a brainstorm as suggested 

above.
❱❱ In any one presentation, you can only get a few key points 

across. So, bearing the audience and purpose in mind, identify 
the ‘big picture’ or the story you want to tell, and your main 
points.

❱❱ Now map out the main ideas you need to get those key points 
across, with some details.

❱❱ Type up your presentation, with all the details, that you can 
provide as a printed handout or you can email out if audience 
members ask for a copy of your presentation. In this handout 
or back-up document you can put all the details for which 
there won’t be space on the slides.

❱❱ Now prepare your slides.
❱❱ The images and text on the slide should guide your audience’s 

attention, not distract or confuse them. 
❱❱ Design your slides for the person at the back of a room, who 

should also be able to see them, so keep the font fairly large.
❱❱ If the presentation is longer than 10 minutes, build in some-

thing stimulating (funny, unexpected, emotionally gripping) 
along the way.

❱❱ Once you are happy with the content, approach the delivery 
of the presentation as suggested above.

❱❱ Top Tip: Use a remote control to change your slides. That way, 
you are not stuck behind the computer. Use this freedom to 
walk around and vary your position. This energises you. It 
also improves audience attention. Research has shown that the 
blood supply to our brains is greatly reduced if our heads stay 
fixed in one position all the time (as they are during a lengthy 
set of Power Point presentations)! 

From time to time, ‘mute’ the presentation so there is nothing on 
the screen, all attention turns to you, and you can make a strong 

A good Power Point presentation 
can take days to prepare. Be 
aware of this, and start well in 
advance!

Very few people can read and 
listen at the same time. If you 
put everything you want to say 
on the slides … you might as 
well hand your flash stick to the 
chairperson and sit down!
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point by just talking. (Obviously rehearse this beforehand, so you 
are sure you can switch the slides back on again when you need 
to. You could also simply cover the projector with a piece of card 
for a few minutes and then remove this.)

❱❱ The most common beginners’ mistake? … Avoid the ‘slideu-
ment’ - a cross between a slide and a document! A slide is a 
visual, not a mini-document. The point of having you there is 
that people prefer listening to a person talking in an engaging 
way, rather than silently reading off a screen. 

❱❱ The point of the slides is to guide the audience’s attention, and 
to provide powerful images to help them grasp and remember 
the content. The slides also act as visual cues to remind you 
of what to say. 

❱❱ You and the slides should speak to each other – neither copy 
each other, nor ignore each other!

❱❱ Don’t make your slides too fancy, with lots of fly-ins and fade-
outs that will take a long time to show and interpret. Simplicity 
and restraint can produce very powerful slides. 

❱❱ For great images to illustrate your points, look in your own 
photo folder, or do a Google Images search. If you use clip art, 
it must be exactly right for what you want to get across. Don’t 
let the image you have, start pulling you away from the point 
you originally wanted to make. At the same time, set yourself 
a time limit and don’t spend more time than you have, look-
ing for images!

Writing for a newsletter, newspaper or website

Below are suggestions for writing for a newsletter. They are from 
the C.A.P.E. e-news style sheet (October 2010) and have been 
kindly shared by Caroline Petersen of the Cape Action for People 
and the Environment programme. Although they are for an elec-
tronic newsletter, many of them would also be useful for other 
newsletters, websites in general, and even newspaper articles. 

❱❱ Start with the most important facts first – the main news angle.
❱❱ Think carefully about why/ if this is newsworthy.
❱❱ The first paragraph will often include what, where, who, when 

and sometimes why.
❱❱ Put the names of the funders/co-hosts/co-publishers, etc., as 

high up as possible so people know who the partners are and 
they can get recognition.

❱❱ Acknowledge the broader context into which this news fits, 
e.g. the bigger programme a project fits into, or explain what 
the main organisation featured does.

Workbook.indb   49 20/09/2012   5:21 PM



50 

❱❱ You don’t have to cover everything, e.g. when reporting on 
an event, only mention the speakers you think were most im-
portant/interesting/who relate to the main angle of the article. 
Don’t feel you have to mention who chaired, for example.

❱❱ Do not follow chronological order – go from most important 
to least important facts.

❱❱ For a website in particular, your story must be really short and 
include something to catch people’s attention. You can often 
upload a document with more details onto the site, and refer 
to this document in your short, catchy story.

❱❱ Notices should be short and factual – what is on offer from 
who, closing date and where they can get more information.

❱❱ If you make use of your own opinion, emotional language, high 
praise or outright criticism in your writing, readers would be 
inclined to perceive you as biased, and may reject the piece. 
You could however use the emotion of others very effectively, 
e.g. in a quote from someone you interviewed.

❱❱ Try to use at least one quote per article to liven it up and give 
it credibility.

❱❱ Don’t be shy to make up quotes and ask people if they are pre-
pared to say them! (But ALWAYS check if someone is happy to 
be quoted. You can get into huge trouble for quoting someone 
wrongly, especially if the statement is somehow controversial, 
or inaccurate).

❱❱ Use the past tense when quoting people – “said”, “suggested”.
❱❱ Vary the style, e.g. According to Jeffrey Manuel, “the report is 

important” vs. Manuel stated that the report was important vs. 
Manuel said, “the report is important” (or Manuel said: “The 
report is important”).

❱❱ Use lowercase (not capital letters) wherever possible, e.g. 
“Caroline Petersen, learning network manager for SANBI,” 
is fine.

❱❱ You don’t strictly need commas if you say “SANBI learning 
network manager Caroline Petersen said” but you do if you say 
“Caroline Petersen, SANBI learning network manager, said”.

❱❱ Call people “Caroline Petersen” the first time and “Petersen” 
thereafter.

❱❱ Don’t use Mr or Mrs – only give their title if they are a Dr (no 
full stop), an Adv. or a Prof.

❱❱ Put all acronyms in full first time with acronym in brackets, e.g. 
“Spatial Development Framework (SDF)” and thereafter “SDF”. 

❱❱ There are a few widely known acronyms that we don’t always 
put in full e.g. NGO, GIS, CEO – use your own judgement.

❱❱ Make the headlines of the article punchy; one way is to include 
a verb, e.g. “Central Karoo plan launched”.
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❱❱ Put all headlines in lowercase – except acronyms like TMF, 
SANBI. Long headlines that are all in upper case/capital letters 
are harder to read.

❱❱ Use UK spelling not US e.g. “colour” not “color”, “programme” 
not “program”, “labelling” not labeling”, and use “s” not “z” e.g. 
“realise”, “organisation”.

❱❱ Use hyphens when something is an adjective and describes 
the noun that follows it, like this: “land-use planning for land 
use” “short-term planning for the short term”.

❱❱ You don’t need a hyphen for “well managed” etc.
❱❱ Include contact details or a website for further information at 

the end of an article.
❱❱ Include a good photograph!

Report writing and proposal writing

These are formal documents. You will use different conventions in-
cluding more formal language compared to writing for a newsletter, 
for example. There is also a formal structure (outline of headings) 
for reports and proposals, although they may vary from organisa-
tion to organisation, and some organisations are happy with quite 
an informal approach. Find out what is required by the organisation 
for which you write the report or the proposal. 

A rule that applies to all reports and proposals, however, is that 
they should be completely without error. Check your document 
once you think it is good enough. Then ask someone else to check 
it, and finally check it one more time yourself, for the following:

❱❱ Does everything make sense? A second reader can help you 
decide whether it is clear to follow.

❱❱ Are there any factual errors or unsubstantiated statements?
❱❱ Have all necessary sections been completed? Is all the required 

information there? 
❱❱ Are there any duplications or unnecessary sections that can be 

removed? A shorter document is more popular with readers, 
provided it has everything the readers need.

❱❱ Are there any typing mistakes?
❱❱ Any grammatical errors?
❱❱ Does the typed document look good? Scan a professionally 

produced document which looks nice and uncluttered and 
try out the fonts and layout used for your own document. 
The MS Office Word programme also provides some sample 
style sheets which suggest different heading and layout styles. 
Experiment and settle on something suitable and simple.

Any good writing requires several 
drafts and edits. Write the 
first draft quite quickly to get 
your ideas down. Don’t worry 
about being right or perfect in 
the rough first draft. Now go 
through the rough first draft, and 
start improving it. Edit (re-work) 
the structure, content, accuracy, 
comprehensiveness, grammar, 
spelling, typing mistakes, to 
produce a ‘polished’ first draft. 
Share the ‘polished’ first draft 
with someone else and ask for 
feedback. If their feedback 
seems appropriate, use it to 
edit the document further and 
produce a second draft. Read 
it again yourself. Edit again, if 
necessary, to produce a polished 
second draft. 

Be prepared to go through 
several drafts before you submit 
your final document. At that 
point, be prepared to improve 
it again, as you get further 
feedback! 

Editing is a common process 
of refinement. It is followed 
by all great writers – NOT just 
beginners! 

Never submit an unedited 
document to your managers 
unless you need their input 
before proceeding, and have 
their permission to do so.
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More Basics –  
Relationships in the Workplace

The ability to get on well with colleagues is surprisingly important. 
In the courses one takes to become a GIS operator, a conserva-
tionist or a marine scientist, there are no lectures on social skills. 
Don’t let that fool you into thinking that such so-called ‘soft skills’ 
are not important. They can make the difference to whether you 
enjoy or hate your work, whether you get into trouble or not, and 
even whether you are offered a job, or not! Managers want a good 
team member who contributes to a harmonious workplace where 
people get on with their work, rather than fight with or undermine 
each other.

You may have learnt good interpersonal skills already, at home or 
elsewhere. But in the workplace one also meets new cultures and 
ways of doing things that can be very different from what one is 
used to. How does one handle this?

Acceptable practice varies from organisation to organisation. This 
section of the workbook provides some pointers including some of 
the pitfalls to watch out for. Identify good role models and take note 
of how they cultivate and manage different kinds of relationships in 
the workplace. Discuss your people skills with your mentor. How 
are you doing? Use the tasks in this section to work on any areas 
that you might need to improve.
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Map your Relationships at Work
The purpose of this activity is to help you think about your relationships at work in 

a more conscious way. Later it will be the basis for planning how you could address 

aspects that might need to improve.

Make a mindmap of yourself in your organisation, and the people at work with whom 

you interact most regularly and those with whom you have – or should have - some 

significant relationship. By this we don’t (necessarily) mean a romantic relationship! 

Even if you never see your manager, and just meet him or her once for a performance 

appraisal, from the point of view of the organisation, there is a connection between 

you. Draw arrows to indicate the relationship. Below is an example:

Three Golden Interpersonal Skills

❱❱ Show respect

❱❱ Listen and consider the other person’s position (put yourself in their shoes)

❱❱ Communicate - speak your own mind without giving offense

Mr Vilakazi - Our Manager

Monde – Fellow internMe – Intern

Eddie – Field ranger

Pria – Fellow intern

Sindi - Our Mentor

A Simple Map of Relationships at Work 
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Relating to your Superiors

Organisations vary considerably in how junior staff members, like 
interns, are expected to relate to senior staff such as managers, 
directors and CEOs. In some NGOs interns call the CEO by his 
or her first name. In government departments there may be strict 
protocols that guide how juniors interact with senior staff. Ask for 
guidelines as soon as you start your internship, before you make a 
mistake that might haunt you later. 

It can be just as inappropriate to be too formal and distant from 
your seniors, as it can be to be too familiar with them. Your seniors 
may think you are disinterested, if you never take a chance to inter-
act with them. Be careful however! Calling someone by their first 
name does not give you a license to treat them like a buddy. Show 
respect in other ways, e.g. offering your CEO your seat in the shade.

Your mentor is a special superior. With a mentor, as with anyone 
else with whom you need a close relationship, the secret is pro-
active communication. Rather than wait for things to come your 
way, take the initiative to ask for help, mention potential problems, 
highlight potential opportunities. Voice your concerns and express 
your own needs and views clearly. Of course, good communication 
also means that you will be prepared to listen carefully to what your 
mentor has to say in turn, and even to hear something completely 
unexpectedly.

Relating to Juniors

In some organisations interns find themselves at the bottom of a 
ladder. In other organisations relationships are more equal and 
not so hierarchical. Wherever you find yourself, however, there is 
bound to be someone with less experience or fewer responsibili-
ties than you. These colleagues should also be treated with respect. 
Whether you do so or not, will say a lot about you as a professional. 
You don’t look powerful if you treat another person like dirt – you 
just look nasty. Everyone has a role in making an organisation 
work well. Even the tea ladies may know aspects of the organisa-
tion better than you. Think of potential occasions when you might 
just regret not knowing them better! 

Relating to Peers

If you work in an organisation with other interns or staff at a simi-
lar level to you, you are fortunate. Enjoy the opportunity to make 
friends and form a team who learn from and support each other. 
Avoid forming cliques and creating unhealthy competition. Draw 
those who seem to be on the margins, into the team. Relating to 

Worst Beginner’s 
Mistake?

Interrupting when your 
boss is speaking!? 

What do you think?
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your peers is an opportunity to show your leadership skills and 
your ability to work in a team. Many people simply add these skills 
to their CV – but you actually have to earn the right to claim them!

Relating to the Opposite Gender

In some cultures people are not used to taking instructions from 
women. However, South Africa’s Constitution declares men and 
women to be equals - in the workplace as elsewhere. So if your 
manager or mentor is female, be mindful that she is not less de-
serving of your respect than if she were a male, and she will be 
expecting you to respond to her instructions and guidance. Learn 
to work well with senior women, and you are likely to go far in life!

Romantic Relationships

Striking up a romantic relationship with someone at work can 
be troublesome! On the one hand such developments are quite 
a natural outcome of the situation: One spends a lot of time with 
people who are likely to share one’s values and interests. As a result 
many happy marriages started at work! But there are many pitfalls, 
too, and for that reason, some organisations discourage staff from 
forming romantic relationships at work. These are some of the 
problems that could arise:

❱❱ You are likely to be very distracted

❱❱ You may find it difficult to work with each other on joint proj-
ects and this may show in the outcomes

❱❱ Being romantically involved may harm your relationships with 
other colleagues 

❱❱ If you are in a relationship with a senior, your colleagues could 
think you are being unfairly favoured

❱❱ What happens if the relationship falls apart? Would you be 
able to continue working with each other? Is there a chance 
you could be discriminated against by the person with whom 
you’ve fallen out? Rather avoid such problems if you can! (Also 
see Harassment, later in this Section.)

Relating to Unfamiliar Cultures

Whether you are from Cape Town or Kareedouw, Mussina or 
Umlazi, when you arrive at work you will meet people who come 
from a different background to you. Even if they are from the same 
place! People who speak another language, who studied at a dif-
ferent institution (or not at all), who grew up under very different 
circumstances, can take you by surprise. It can be particularly 
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uncomfortable if you find yourself in the minority, with most 
people similar to each other, but different to you. 

In many workplaces minority groups deal with this discomfort by 
simply sticking to themselves. Resist the temptation to follow suit. 
Look for opportunities to work on a common project with those 
‘others’ and when you do, make an effort to get to know them. If it 
seems necessary you can explain that you find some of their ways 
of doing things different, even a challenge … that you would like 
to get to know them, and that you would like to hear from them 
if what you do perhaps doesn’t make sense to them! Sure, this is 
easier said than done, but it is worth the effort. 

Social occasions are often very good ice breakers. Talk to people 
about sport, music or their children. Somewhere you should be able 
to find a patch of common ground from where you can expand. 
After all, you are all in the same organisation, working towards 
the same goals. 

Plan to Improve Relationships at Work – where necessary

Go back to the relationship map you drew. With a pencil, write next to each arrow a 

comment on the current nature of the relationship. Then in pen, write down what you 

would like the relationship to be. Consider how you could improve the relationship, if it 

needs improvement. Below is an example:

Ms Smarty-Pants, 
she is so proud 
of her superior 
education. We 
fight over jobs 
and who gets the 
credit for them. Maybe I 
am envious? Goal: Might be 
hard to like her but let me be 
professional. Plan: Ask her 
to show me how to use Excel 
and stop gossiping about her.

Good, but do 
I bug her 
too often? 
Sometimes she 
seems annoyed. 
Goal: Understand  
her needs & parameters. Plan: 
Discuss with Sindi at next 
planning meeting. 

Relationship 
almost non-
existent. I hardly 
see him. Does 
he even know 
me? Goal: Make a connection. 
Plan: Talk to him at the next 
staff meeting. Ask about the 
outcomes of the conference 
he attended. He is very formal 
so follow his example.

Akward. Is he my 
senior or my junior? 
He knows a lot but 
when we meet 
he’s so quiet. Goal: 
Work together as a 
team. Plan: Join him on trail and 
explain I want to learn from him.

Great buddies! 
But he does take 
up a lot of my 
time Goal: Stay 
friends but keep 
it professional 
at work. Plan: Meet on 
weekend. Do joint project at 
work?

Sindi
Me

Mr Vilakazi

MondeEddie

Pria

 Relationships at Work – Plan to manage them well
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Not So Basic – Ethics in the 
Workplace

Before disclosing 
information about what 
seems to be workplace 

malpractices in public, you 
need to follow your employer’s 

procedures for reporting 
suspected wrong-doing.

Ethics are about values and the way in which we live out these 
values – our codes of conduct. All organisations have codes 
of conduct, but organisations differ in how they make them 
known. Some have formal codes of conduct, which spell out 
what the organisation stands for, and how its employees are 
expected to conduct themselves. In other organisations the 
underlying values and codes of conduct are a set of unspo-
ken rules about what conduct is expected and acceptable and 
what is not. All organisations must abide by the South African 
Constitution, which identifies the values to which the entire coun-
try should subscribe, including our rights and responsibilities. The 
country also has laws and policies which give us further guidance 
on the rights and responsibilities of individuals, organisations, 
employers and employees. In the absence of clear organisational 
guidelines, we can turn to these national guidelines. 

The kinds of things that make one think about ethics include:

❱❱ Whistle blowing
❱❱ Racism, sexism and other forms of discrimination
❱❱ Sexual harassment

South Africa is a dynamic, fast changing society. When you move 
from your home environment and the place where you studied, 
to start your first job, you might encounter different values from 
what you are used to. Many people really appreciate being exposed 
to values of professionalism, integrity and making a contribution 
to society. But not everyone has a good experience at work. You 
might find yourself facing a serious challenge. Put your situation in 
perspective by referring to the country’s laws and policies and the 
values they promote. These are values of fairness, respect, equality. 
Consider if you are being treated with respect and fairness and if 
not, consider your options to take action. 

If you should encounter instances of unethical conduct during your 
internship, your first port of call would be to discuss them with a 
trustworthy person in the organisation. Find out if the organisa-
tion does have a policy on sexual harassment, for example. If this 
initial talk is not possible or helpful, you could discuss the issue 
confidentially with a trustworthy person outside the organisation. 
Do not spread unfounded rumours! But do not suffer injustice in 
silence, either. Find out the relevant national and workplace laws 
and policies. Hopefully you will not need to call on them to make 
your case, but knowing what they entail, will help put your issue 
and your rights in perspective.
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Whistle blowing 

Whistle blowing is speaking up about wrong-doing which col-
leagues do not know about, or know about, but keep under wraps. 
Often people are scared to speak about illegal activity, such as 
poaching, or stealing in the workplace, or harassment of employ-
ees. And with good reason, for those who lift the lid on workplace 
related wrong-doings could be intimidated and can even unfairly 
lose their jobs. You need to decide – preferably with the help of a 
trustworthy and knowledgeable person whom you can take into 
your confidence – whether you want to risk speaking up.

The Protected Disclosure Act 26 of 2000 protects persons including 
employees, against dismissal or prejudice if they ‘blow the whistle’ 
or disclose information concerning criminal activities, miscarriage 
of justice, unfair discrimination and actions that are detrimental 
to health, safety, or the environment. If you are fired for disclosing 
such information the dismissal will be ruled to be unfair, provided 
you’ve made the disclosure in good faith (i.e. you were not just try-
ing to spite someone), based on information (rather than simply 
your opinion or a hunch) and that, if the information you had 
was incorrect, you nonetheless had good reason to believe that it 
was true. 

Racism, Sexism and other Forms of Discrimination

It is a sad fact that – for reasons of their own – some people regard 
members of other groups as inferior to them, and they act in such 
a way that this becomes evident, uncomfortable, disturbing and of-
fensive to the other parties. Examples are men who regard women 
as inferior members of society (sexism), and people who regard 
members of other racial or cultural groups with disdain (racism, 
‘tribalism’). People sometimes also discriminate against each other 
on the basis of religion, e.g. members of Muslim and Christian 
faiths may hold each other in contempt, or political opinions, or 
sexual orientation. All these forms of discrimination are illegal in 
South Africa, as our Constitution is based on the value of universal 
human rights. Our Constitution and the laws that are aligned with 
it, protect us from discrimination on the basis of our race, religion, 
sex or creed. 

What can you do when you experience 
discrimination at work?

Before you take any action you need to make sure that what you 
are experiencing is indeed discrimination. If someone else gets a 
job or a promotion ahead of you, it could be because they have 

Note:

All technical information 
in this section is based on 
Workplace Law by John Grogan, 
published by Juta in 2000. 
The South African Protection 
of Information Bill passed in 
November 2011 might affect 
some of the points in this 
section. Before you act on any of 
the advice given here, make sure 
you have up to date information 
from, for example, one of several 
free legal services. An example 
is Legal Aid South Africa (www.
legal-aid.co.za) which has a 
toll-free call centre. Or, contact 
www.lawyersouthafrica.co.za for 
online advice.

Explore Organisational 
Policies

Some organisations have 
a culture of acting against 
corruption whenever it occurs. 
In other organisations, the 
approach might be that there are 
relevant authorities to identify 
and deal with corruption and 
so individuals should not get 
involved. Your organisation 
might have a written policy or 
unwritten code of conduct in 
this regard. The organisation’s 
approach has to be in line with 
the national laws and policies. 
(See alongside.)
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shown themselves to have competencies required for the job which 
you do not (as yet) have. That would be regarded as fair, and not a 
form of discrimination, as it is in your organisation’s best interest 
to appoint a person who can do the job. If both of you have the 
same competencies, your organisation has the right, under affirma-
tive action policies, to choose a person from a designated group 
(black South African, disabled, or female) in order to redress the 
discriminatory policies of the past, which have resulted in race 
and gender imbalances in South African organisations. Until such 
balances have been rectified, such an appointment would not be 
regarded as discriminatory either.

But what about those other forms of discrimination that do 
not necessarily cost you a job or a promotion, but do make life 
hard or uncomfortable for you at work, and do not live up to the 
Constitutional values we strive for? The kind of discrimination that 
makes one person or group feel unwelcome?

Is it sexism and racism if a person is called a ‘bitch’ or a ‘baboon’? If 
an email is circulated with a cartoon of the Zimbabwean president 
drawn as a gorilla? The law courts in South Africa have generally 
found this to be instances of sexism and racism, but it depends on 
the circumstances. A black worker was dismissed on the basis of 
racism for calling a colleague a Dutchman, and the Court upheld 
the dismissal. In many situations, people would be calling each 
other a Dutchman or a monkey without giving offense. It really 
depends on the circumstances including the existing relationships 
between the people involved. 

If you can avoid labeling behaviour ‘racism’ or ‘sexism’, then do. 
Such labels tend to fan flames and seldom lead to harmonious 
settlements of situations. Sometimes people’s actions do not neces-
sarily warrant the label of ‘racism’ or ‘sexism’, but it is uncomfortable 
anyway, and should be confronted and changed. Explain how it 
makes you feel. Blame the behaviour, not the person. For example, 
“I find it very uncomfortable when you make jokes about Muslim 
people. Could you be more sensitive?” rather than “You people 
are racist”.

If you are experiencing discrimination resulting in unfair labour 
practice, you can make a case with the Labour Court. You must be 
able to show that your treatment was not justified when measured 
against the criteria for the job concerned or the employer’s opera-
tional requirements – that is, that it had nothing to do with your 
suitability for the job. Disputes about unfair discrimination must 
first be heard by the CCMA (the Commission on Conciliation, 
Mediation and Arbitration), and, if not settled by conciliation, they 
can be taken to the Labour Court, within a period of six months 
of the alleged offense taking place.
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Sexual harassment

A few years ago a particularly sensationalist case of sexual ha-
rassment at work was reported in the media, where a young man 
indicated that his boss had been demanding sexual favours from 
him. Sexual harassment at work can take many forms, and it is 
important to know what the law actually regards as sexual harass-
ment. In short, it is when someone gives you persistent unwanted 
sexual attention that you find offensive. It can involve people of 
the opposite sex or the same sex, and includes physical contact of 
a sexual nature, but also suggestions about sex, crude jokes, com-
ments about your body, or showing you ‘sexy’ photos and other 
forms of pornography. 

Ask yourself (or a friend or mentor) whether what you experienced 
was not just a once-off approach from someone who ‘tried their 
luck’ and is unlikely to do it again. If that was the case, and you’ve 
managed to put a stop to it, you might be best off if you congratulate 
yourself and move on. Persistent means they do not back off even 
when you tell them to. 

If on the other hand you have experienced a single case of sexual 
assault (rape or attempted rape) you can report it as assault, not 
harassment, to the designated person in the organisation and the 
police. Assault is a criminal offense which will be dealt with dif-
ferently than harassment.

Your first step in the case of harassment is to tell and show the per-
son, very clearly, that you do not want their attention and that you 
find it offensive. It this does not stop them, then take it up with the 
designated person in the organisation. The offending party could 
be a manager, as in the high profile case mentioned above. For this 
reason organisations are advised to appoint someone outside of 
line management as the designated person to whom sexual harass-
ment must be reported. This is usually an employee but could also 
be a professional outside the organisation. Explain to this person 
that the behaviour makes you uncomfortable and interferes with 
your work.

What can you expect, once you’ve made your report? Employers 
have a duty under the law to protect employees from sexual harass-
ment at work, and to take appropriate action when it is reported. 
Sexual harassment is seen as a form of discrimination by the 
Employment Equity Act. The law regards it as particularly un-
ethical because the victims may be afraid to speak up, for fear of 
losing their jobs, or may be bullied to provide sex in exchange for 
a job or promotion. 

The Department of Labour has a Code of Good Practice on 
the Handling of Sexual Harassment Cases. This will guide the 
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organisation on what to do when you report harassment. The 
designated person will need to be very sure that harassment has 
indeed taken place, that you know what harassment means, that 
you have not simply misunderstood the other person, and that you 
are not accusing them because you hold some unrelated grudge 
against them. Both you and the accused have a right to be heard. 

An investigation will take place, either in-house or with the help 
of outside parties. Good practice is for this to happen in confiden-
tiality, so that both your privacy and the other party’s privacy are 
protected, at least until guilt has been established. You have the 
right to a representative to support you during a hearing. If the other 
party is found guilty, you should be offered one of two choices: 
informal proceedings, or formal proceedings. Informal means the 
offender is told that his or her behaviour must stop immediately. 
Formal disciplinary proceedings can result in the offender being 
fired. Formal proceedings are required if the informal approach 
does not work, or if the offense was very serious.

If an employee is not satisfied that the outcome of the in-house 
proceedings has been fair, they can take it up with the CCMA or 
the Labour Court, but these processes are lengthy. They can also 
resign and make a case against their employer for constructive 
dismissal. Interns, on their short-term contracts, might not have 
recourse to these actions. Building up a strong social network at 
work, of colleagues and friends who will look out for you and 
who will help you avoid threatening or uncomfortable situations, 
is another way of dealing with those hopefully rare occasions when 
one’s work experience is spoiled by sexual harassment.

Could you be guilty of sexual 
harassment? You’ve been 
pursuing that nice girl at work, 
she’s been saying NO but it’s 
just a matter of time and she’ll 
be yours … Or are you actually 
in the wrong without knowing 
it? Labour law requires your 
organisation to have a policy on 
sexual harassment which should 
state that disciplinary action will 
be taken against employees who 
don’t comply with it. Tighten up 
on your professional conduct at 
work and make sure you don’t 
end up in an embarrassing case 
that could ruin your career right 
at the start. And if you are being 
unfairly accused, insist on a fair 
investigation and representation.

Collect an arsenal of workplace policies you will hopefully never need

Locate the following documents in your organisation:

❱❱ Policy on reporting illegal activity:  

  

 

❱❱ Policy on racism, sexism and other forms of discrimination:  

  

 

❱❱ Policy on sexual harassment:  

  

 

❱❱ Also establish the designated person to whom harassment should be reported:  
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PART 4

HOW TO MAKE THE MOST 
OF AN INTERNSHIP– 

LEARN AND ADVANCE

Workbook.indb   63 20/09/2012   5:21 PM



64 

An internship is a precious opportunity to get work experience. 
Experience looks good on your CV and will be to your advantage 
when you apply for a full-time job. But ‘work’ is not simply put-
ting on something smart every morning and getting to the office 
on time! It is about doing something real and meaningful, from 
which you learn how to professionally care for our environment. 
An internship is also an opportunity to develop the understanding, 
skills and habits which will help you succeed at future jobs. With 
every new position you take, this learning will be a platform on 
which you can build to grow even more. 

How do you then make sure you learn during your internship – 
at least more than someone who couldn’t get an internship, and 
has to watch TV all day? This section provides some pointers. We 
suggest the following:

❱❱ Recognise that interns have rights, but also responsibilities. 
A formal contract is advisable, with a Terms of Reference and 
a performance agreement with your manager and/or mentor.

❱❱ Interns need regular feedback including some formal assess-
ment of how they are doing, what they still need to learn, and 
a development plan for how to go about getting the necessary 
learning experience. This feedback should ideally come from 
a mentor, but any thoughtful feedback from an experienced 
person can be helpful (see Section 4.2).

❱❱ Take personal responsibility for your learning. If the or-
ganisation is not providing you with a mentor or enough 
opportunities, do something about it. Self-study based on this 
workbook is one positive step.

Make sure learning is included in 
these documents! As an intern 
you need to provide a service 
to your employer but your 
employer also needs to provide 
you with something – namely, an 
adequate opportunity to learn.

Workbook.indb   64 20/09/2012   5:21 PM



 65

The Rights and Responsibilities of 
an Intern

Expectations about employment
Make sure you understand the conditions under which you have 
been employed. Usually, an internship involves a short-term con-
tract with the organisation that pays you. The contract is typically 
for a year. At the end of that year, the organisation is under no ob-
ligation to employ you. They may renew your contract for another 
year or a portion thereof, but in workers’ interests, organisations 
are discouraged from employing staff on a series of short-term 
contracts.

If you are fortunate, there may be a suitable position open in the 
organisation at the end of your internship. If you have proved your 
worth, you may be appointed. But no matter how good you were, 
such an appointment is not a given. The organisation may not have 
a position available, and even if they do, they can still advertise 
and require you to apply for the post with others. Organisations 
often have very tight staff budgets and open posts are precious. 
Managers are seldom able to create new posts, even when they 
would dearly love to! 

Complete the following with your manager or mentor so you are informed about 
what to expect regarding current and further employment:

My expectations about being employed are:  

 

 

The conditions under which I have been employed are as follows: 

 

 

My mentor’s/supervisor’s comment: 
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Your right to a contract

Big organisations usually have standard internship contracts. We 
include one here for your consideration. A contract does not have 
to be in complicated language. It must clearly spell out the relation-
ship between the intern and the employing organisation and each 
party’s rights and responsibilities. Both parties sign the contract 
to show that they know and agree with its contents. 

A contract must protect each party (employer and intern) from 
negligence or abuse by the other. It must also ensure that the pur-
pose of the internship is served, both for the intern, and for the 
employer. The contract can appear one-sided when it spells out the 
expectations of the employer, but it also helps the intern prepare 
for their internship. A contract can also help you decide whether 
an employer is being unreasonable or negligent. 

In addition to the contract, you can have a ‘Terms of Reference’. 
This is a one to two page document that describes in more detail 
what your employer expects of you in return for the money you 
will be paid. It is also useful to have a performance agreement that 
indicates how you will be assessed. These documents guide you 
even more clearly as to what your priorities should be. 

If you don’t have a contract or Terms of Reference, discuss with your 
employer a process for drawing up these documents. Examples are 
given later in this section.

Complete the following if you DO have a contract: 

A copy of my contract is kept  (where?)

One important feature of my contract is that  

 

 

 

My mentor’s/supervisor’s comment:  
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Your right to learn

Throughout this workbook we emphasise that being an intern is 
about learning through working. Learning should therefore be in-
cluded in your contract and in your performance appraisal.

To learn, you need:

❱❱ One or more people who take responsibility for mentoring 
(guiding and teaching) you. Perhaps there is no one person 
with enough time to be a full-time mentor. A number of people 
in the organisation can mentor you, as long as the organisation 
formally acknowledges this. Mentoring should be recognised 
as an important part of senior staff ’s duties. 

❱❱ A development plan. This spells out what you need to learn, 
and how you and the organisation will go about making sure 
this learning takes place. There is an example of a development 
plan later in this section.

❱❱ Relevant experiences. Learning how to operate a photocopier 
is useful but too many activities at this level would probably 
not be relevant to the kind of work you have studied to do.

❱❱ A variety of opportunities and experiences. If you spend 
months doing only one kind of activity, no matter how rel-
evant it is, your learning could be too limited.

❱❱ Enough time on a particular activity, to get to know it reason-
ably well. Moving too quickly from one activity to another, or 
doing too many different things at the same time, can prevent 
you from really coming to grips with a task.

Some organisations engage 
professionals or technical 
experts from outside the 
organisation, to help with 
mentoring. CapeNature, for 
example, contracted a retired 
expert in extension theory and 
practice to mentor their new 
stewardship professionals.

Complete the following if you do NOT have a contract: 

My supervisor or mentor and I will develop a contract by  (when?)

We will look at the following documents to draw up a contract: 

 

 

 

My mentor’s/supervisor’s comment:  
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❱❱ Both practical experiences, and times when you study and 
reflect on those experiences. Experiential learning involves 
healthy doses of practical learning and healthy doses of re-
flection, both on your own and with others, on what was done.

❱❱ Effort on your part! It is likely that you will need to spend 
hours at the computer or walking in the veld, hours asking 
people questions and considering their answers, hours digging 
through archives or poring over a microscope. You cannot 
memorise information by sleeping with your head on a book 
and cutting and pasting text from the Internet does not equal 
learning. 

My Plan to Learn

Look at examples of a development plan used by other colleagues and interns. One 

possible format is provided later in the work book.

Now draft your own development plan, in discussion with your mentor. Sign it with 

your mentor. 

Review this plan on a weekly basis, as you plan your workflow for the week (see 

Section 3). Make time for your developmental activities.

Your right to constructive feedback

You have the right to know how you are doing; to receive recogni-
tion when you are doing well, and to be told with examples when 
you are not doing well. Ask for clear suggestions on how you can 
improve areas where you are not up to expectation. It is no good 
to hear that you are failing, if you don’t also get guidance on how 
to improve. Do not expect to be spoon-fed either!

CASE ExAMpLE

How to use feedback
Em’s supervisor Sindi has received feedback from teachers visiting the National Park 

where she is based. Em’s sessions with school groups are not what they expected. Just 

before Sindi leaves for a month of study leave, she tells Em that she needs to improve 

her Education sessions, or she will be taken off Education duties and given more office 

duties (photocopying and answering the phone). 
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What are Em’s options? Write down the merits and disadvantages of each of the 
following:

She can ignore the feedback; she doesn’t like Education anyway.

 

 

 

She can spend more time preparing before the next education session and hope for 

the best.

 

 

She can contact the teachers who have attended her Education sessions and ask for 

constructive feedback on how to improve.

 

 

 

Your responsibilities

Interns also have responsibilities. Below is a list of some of them. 
Discuss the list with your mentor and ask if you should add any-
thing to this list. If anything is suggested that does not fit with your 
contract, Terms of Reference and performance agreement, discuss 
it with your mentor.

❱❱ Get the small things right 
Arrive on time. Public transport can be unreliable and you 
may live far from work. Agree with your manager on a time 
you can arrive, then stick to it. Indicate well in advance if you 
cannot be on time for a specific commitment like a meeting, 
which your colleagues might then be able to move. It is hard 
to run an organisation if staff disregard agreed-upon starting 
(and closing) times. 

Meet deadlines for tasks you’ve been given. If you are not go-
ing to meet a deadline, communicate this well in advance (see 
Communicate and Plan Ahead, below). 
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Dress appropriately for your workplace. Wear comfortable 
clothes if you are doing fieldwork. Make sure you are super-
clean even if you dress informally. Colleagues may have to 
share a small space with you and you don’t want to give them 
an unpleasant experience! Also think of how the way you dress, 
reflects on the organisation. There is probably no need to ‘dress 
to kill’ in such a way that colleagues are more focused on your 
outfit and what it reveals, than on what you say or do.

Be considerate. Loud conversations near someone’s office can 
be distracting to that person if they are working at the time. 
This doesn’t have to squash your enthusiasm and spirit of col-
legiality. Have a lively conversation in the tea room or meeting 
room. Encourage others to join you and all will be energised 
when returning back to their offices.

❱❱ Keep your end of the contract
Do your best to meet your obligations as spelled out in your 
contract, Terms of Reference and performance agreement. If 
there are some tasks or targets you are unable to meet, do 
discuss them with your mentor and/or manager, as soon as 
possible. Sometimes the targets set are unrealistic and one only 
finds that out after a while. If you and your senior are in agree-
ment, you can make changes to make your tasks and targets 
more realistic. 

You might also be unable to meet your obligations if you un-
der estimate how much effort you are meant to put in. Work 
is called work because it requires ‘work’ (and if you’ve studied 
physics, you’ll know that work is the expenditure of energy). 
We often have to put a whole lot of energy in to get things 
done! Rest assured that you will not be the only one working 
hard – in fact, working hard is your ticket into the community 
of biodiversity professionals. It is a way of winning respect and 
recognition from other professionals. And of course, working 
for a better world also requires effort. 

❱❱ Do your best
‘What you put in, is what you get out’. The better your efforts 
as an intern, the more you are likely to learn, and the better 
your chances of employment might be. Working hard is not 
just slogging it out though; you also need to work smartly. Be 
sure that what you are working on are actual priorities, and that 
you tackle your projects systematically and efficiently.
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❱❱ Communicate
Take responsibility to communicate relevant matters to your 
mentor and/or manager. Avoid running to your seniors with 
every little item, even things they would have liked you to 
sort out yourself, but also avoid keeping quiet when you really 
should have spoken up. Your mentor and manager are best 
placed to give you feedback on whether you are getting this 
balance right. But at the end of the day, they cannot assist you 
with a need they are unaware of, and you might be the only 
one who can make them aware of this need! 

Take the opportunity to talk about your needs or a specific 
issue when you and your manager are driving to a workshop. 
Or, if you happen to be taking tea together, ask if you could 
have a short meeting to discuss something on your mind. Or 
send an email. Follow up. If your seniors do not respond, it 
might simply mean that you are one of many priorities, not 
that you are unimportant.

❱❱ Plan ahead
We often miss deadlines because we under estimated how much 
time a particular task would take. This is a message you’ll see 
often in this workbook, whether we are talking about develop-
ing a Power Point presentation, or about time management in 
general. Professionals do plan ahead. Even if you have to drop 
your plans sometimes in order to deal with an emergency, you’ll 
know where to pick things up again with your longer standing 
commitments, if you have a clear plan for working on them. 
Section 3 provides a workflow diagram and other planning tips. 

On the next pages we provide an example of an intern’s contract 
– Kind courtesy of Rene du Toit, SANBI

CASE ExAMpLE

Working smartly
Em was devastated to hear her education sessions with schools visiting the Park needed 

to be improved. She always put such effort into them! Preparations took days as she was 

never sure what was going to be needed and had to prepare a whole lot of materials. And 

running the sessions exhausted her for hours afterwards. Where was she going to get time 

to improve them? One Sunday evening Em took some time to review her performance 

agreement. She realised she was meant to adapt the existing programme. Instead, she had 

simply been running the same programme as her predecessors. It was probably outdated 

in relation to the new school curriculum and did not use all the new information the Park’s 

researchers had made available. When she realised this, Em started to work more smartly: 

She invited some teachers and researchers to a small workshop to plan changes to the 

schools’ programme. Afterwards she put in extra hours and compiled a new set of resources 

that allowed her to run a streamlined programme that she could easily customise for 

different age groups. Because she felt confident about the relevance of this programme, 

and enjoyed delivering it, school visits soon left Em energised, rather than exhausted.
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ref: 07 December 2010

enquiries

PRIVATE & CONFIDENTIAL

ID: 

Dear 

APPOINTMENT AS INTERN 

This is to confirm your appointment on a fixed term contract as Intern on the Horticultural Internship 
Programme, stationed at Kirstenbosch NBG. Employment will commence on …. for a period of one 
year ending on …... 

This internship is viewed as being an educational opportunity for you, rather than a part-time job. 
As such, your internship will include training/orientation and focus primarily on learning and de-
veloping new skills and gaining a deeper understanding of concepts through hands-on application 
of the knowledge you learned in class.

SANBI reserves the right to, after consultation, and without prejudice, amend, add or otherwise 
dispose of the performance areas of the post if deemed necessary.

The arrangements for this position will be as follows:

1. Remuneration:

Your stipend will be fixed at R………. per month, before deductions.

Your stipend will be paid in monthly installments. Please note that the remuneration of staff is a 
private and confidential matter and you are kindly requested not to discuss your stipend with others.

Your stipend will be deposited into the current, transmission or savings account of your choice on 
the last Friday of every month.

If you are required to travel and subsist, in the course of your duties, you will be entitled to the normal 
subsistence and travelling allowance for which employees of SANBI are eligible. 

As this contract is for a fixed term period, you will not be entitled to any discharge or severance 
benefits upon termination of such contract.

2. Deductions:

Unemployment insurance will be deducted from your salary at the prescribed rate as you are com-
pelled to contribute to the Fund. Contributions will be deducted at the rate as determined by the 
relevant Act from time to time.
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SANBI is legally compelled to deduct Income Tax from your stipend. 

3. Working Hours:

Working hours will be as arranged with your supervisor, ……... You will however be expected to work 
at least eight hours per day, (excluding a lunch break) five days per week on a “no work no pay basis”. 

4. Leave:

 • Leave will accrue at 1.83 days for each completed month worked. Should any leave be taken 
before that time, the leave allocation will be reduced proportionally. Leave should be applied 
for in the normal manner.

 • Leave will not be allocated on a pro-rata basis in the event of the commencement date of em-
ployment not being the 1st day of the month.

 • Leave applications may not exceed accrued leave. Leave that exceeds the accrued leave allocation 
will be processed as unpaid leave.

 • Sick leave will be granted to a maximum of 12 working days per annum, on production of a sick 
certificate upon the third day of consecutive sick leave.

 • Maternity leave will be granted proportional to the term of contract at a rate of 10 days maternity 
leave with full pay calculated at each month of the term of contract to a maximum of 4 months, 
whereafter maternity leave without pay will be granted.

 • Family responsibility leave will be granted to a maximum of 3 days leave per annual leave cycle 
for utilisation if your spouse, life partner gives birth to a child or your child, spouse or life partner 
is sick and 5 days leave per annual leave cycle for utilisation if your child, spouse or life partner 
dies or if an immediate family member dies. 

 • The number of family responsibility leave days taken may not exceed 5 days in an annual leave 
cycle.

 • Special leave will be granted to a maximum of 10 days per annum for study purpose. All applica-
tions must be discussed with and approved in advance by your supervisor. 

5. Obligations of the supervisor with regard to intern’s performance:

 • Your supervisor will make every effort to ensure that the work assigned is, insofar as practically 
possible, intellectually challenging and will seek to draw out your educational, technical and 
vocational skills to the full. 

 • Supervise your work and assess performance on a regular basis, for purposes of development.
 • Ensure that you receive an appropriate induction, training and development programme.
 • Furnish you with all relevant and available information and access to relevant equipment neces-

sary for you to perform the duties as agreed upon. 

6. Termination of employment:

This contract will automatically be terminated once the full period of the agreement has expired.

The employment period may be terminated on either side before the full period has expired on the 
following conditions: 

 • one week’s notice, if employed for six months or less; or
 • two weeks notice, if employed for more than six months but not more than a year.
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Legitimate expectation for continued employment is not created by the acceptance of this contract.

SANBI is entitled to terminate this contract before the expiry to this contract due to your misconduct, 
incapacity or due to operational requirements.

Should you terminate the employment contract without tendering the written contractual notice 
period, then SANBI will deduct from the final payment to you, an amount equal to the period of 
notice not given.

7. Confidentiality:

You are required to undertake to withhold from all third parties any information or knowledge in 
respect to SANBI’s business, procedures and/or work methods which is of a confidential nature, or 
viewed to be as such by SANBI.

You agree not to use for your own benefit or for any other person’s benefit any confidential information.

SANBI will become and remain the sole owner of all work done by you during the period of employ-
ment with and no additional compensation will be paid to you in consideration thereof.

You are not permitted to make any statements to the media without the approval of the Chief Executive 
Officer.

This appointment will be made in terms of the National Environmental Management: Biodiversity 
Act, 2004 (Act 10 of 2004) and will be subject to the conditions of service as determined by the 
Minister of Environmental Affairs and Tourism, based on the Public Service Act, 1994, (Act 103 of 
1994). The Act and the Regulations issued in terms thereof, are available for perusal on request from 
the Human Resources Division.

Conditions as set out in the Public Finance Management Act (Act 01 of 1999 as amended by Act 29 
of 1999) will also apply and is available from the Finance Division.

You will also be subject to SANBI’s Disciplinary Procedure Policy as well as its Code of Conduct.

Kindly confirm in writing whether you accept this offer or not.

Yours faithfully

Mr Maano Netshiombo 
CHIEF DIRECTOR: HUMAN RESOURCES

I hereby acknowledge receipt of this letter/contract and understand and accept the contents and 
provisions thereof:

 

NAME& ID

 

DATE

cc.   
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Learning from Feedback and 
Reflection – performance 
Appraisals

Why appraise performance?
We noted in the previous Section that as an intern you 
have the right to know how you are doing, to be given 
credit when you are doing well, and to be told in some 
detail when you are not doing well. Carefully considered 
feedback from a mentor or a manager is an important 
part of learning. You also need to do your own reflection on how 
you are doing. But without another person who has observed one’s 
work, one can sometimes mislead oneself.

Example 1: Kay goes to work with a heavy heart. She is convinced that she is the 

dumbest intern in the department. She can’t seem to do anything properly. 

“Catch a wake up, Girl!” says Zee, her fellow intern. “Just yesterday Prof Jack said to 

Em that you’re doing a great job!”

Example 2: Zee is happy with his performance as an intern. He believes his greatest 

strength is communications, and because he is so confident about public speaking, he 

doesn’t spend much time preparing. But Kay heard someone in an audience say that 

Zee really needs to structure his presentations better as he’s not making sense when 

he “waffles on”.

Your comment on these two examples? 

 

 

What could be done in this organisation to help both interns understand their 
performance better? 

 

 

Your mentor’s comment?  

 

“This section made me 
let go of the negative 

preconceptions I had about 
performance appraisals.” 

Intern, 2011
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Both these interns seem to need a ‘reality check’. In addition to 
doing your own reflections (see Section 3.1, Managing Workflow), 
you need to ‘check in’ from time to time with someone who has 
observed you at work, who understands what you should be doing, 
and who knows that giving you critical but constructive feedback 
is an important way to help you grow. The performance appraisal 
is meant to do all of these things.

What is a performance appraisal 
and why do we do it?
Today most organisations use regular performance appraisals (say 
once a quarter or twice a year) as part of a performance manage-
ment system. Beforehand, the intern (or permanent staff member) 
and their supervisor agree on a set of tasks and targets the intern 
will aim to meet. This is sometimes called a performance agreement. 
In addition, they agree on a development plan which will help the 
intern meet their professional development objectives, i.e. how the 
intern will strengthen identified skills and competences.

At the time of the performance appraisal, the intern and supervi-
sor sit down and discuss the intern’s performance in relation to 
these agreed-upon objectives. They agree on a set of scores which 
are recorded and signed off. They also plan how the intern will try 
to improve in areas that need improvement, and where objectives 
might need to change, for example, become a bit more challenging.
This is added to the revised development plan and performance 
agreement.

Constructive feedback …

❱❱ highlights both strengths and weaknesses

❱❱ is quite specific and includes examples, not just general statements

❱❱ relates one’s performance to what one is meant to do

❱❱ comes from someone who knows what they are talking about 

❱❱ doesn’t aim to break the recipient down, but aims to build them up in areas where 

they still need to grow

❱❱ ideally includes some pointers on what can be done to address weak areas. 
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Performance 
Agreement

Development 
Plan

Performance 
Appraisal

Performance 
Management+ + =

Performance management helps the organisation ensure that its 
staff are doing what they should be doing, in order to meet the or-
ganisation’s goals. If staff are not performing well, the performance 
management process is meant to objectively identify the problems, 
and address the problems with clear decisions on what should be 
done better, and how.

If staff continue to fail to address the weak areas identified in per-
formance appraisals, the organisation will use the performance 
record to decide whether to withhold a bonus (where a bonus 
applies) or promotion, or even to dismiss the person. This is done 
because the organisation needs to deliver on its mandate and can-
not do so if staff do not perform as required. On the positive side, 
a good score in a performance appraisal is often used as grounds 
for a bonus (where these apply) and a promotion. 

In the case of an intern, who is not permanently appointed, perfor-
mance management is primarily aimed at the intern’s development, 
as well as making sure that organisational goals are met.

How you can make sure you obtain 
feedback
Because performance appraisals require quite a bit of work, they 
don’t happen very often. In addition to informal feedback, a more 
formal appraisal process is valuable as the formal process helps 
to make it as comprehensive, accurate and objective as possible. 
We therefore strongly suggest that you request one, even if your 
organisation does not normally do formal performance appraisals. 

Even where performance appraisals are part of the organisation’s 
year plan, and included in your contract, much of the preparation 
for it, and even the request to schedule one, might have to come 
from you. Here are some pointers on how to go about it:

❱❱ Prepare an outline of the areas against which to judge your 
performance. This outline or performance agreement could 
be drawn up by your manager, or by you, or both of you, but 
both of you must agree to it before the actual appraisal. Your 
manager will have a greater say in some parts of it (your key 
performance areas), and you may have a greater say in other 
parts of it (the development plan). Documents you can use to 
prepare the performance agreement include your contract and/
or Terms of Reference (see Section 4.1), your organisational or 

The formal appraisal is not the 
only time to get feedback. Ask 
your supervisor and/or mentor 
for more informal feedback 
throughout the year. This would 
address any misunderstandings 
and mistakes quickly, and give 
you more time to do something 
about areas that need more 
development.
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departmental goals (see Part 2), and your training institute’s 
requirements, if you are still studying. 

❱❱ See below for two examples of development plans, from SANBI 
and WWF-SA respectively. 

❱❱ Well in advance, schedule a meeting with your supervisor. You 
will need an hour to 90 minutes when you won’t be interrupted.

❱❱ Take your performance agreement and a note pad to the 
meeting.

❱❱ You or your supervisor should record your scores and related 
comments (explanations) and make notes of all suggestions for 
improvement, as well as areas where you have been perform-
ing really well.

❱❱ Use the outcomes of your performance appraisal to revise (or 
draw up) your development plan, i.e. the plan for improving 
your abilities in the areas where you need further development.

❱❱ The notes should be shared afterwards and if there is any dis-
agreement about their content, discussed.

❱❱ If disagreements remain, you may ask for another senior staff 
member’s views, for example your mentor’s. The idea would be 
not to undermine your manager, but to obtain a second opin-
ion and help you better understand the feedback you received.

Suggestions for a performance 
appraisal framework
On the next page is an example of Em’s performance agreement. 
You can use something exactly the same, a variation, or something 
quite different – as long as it allows you to make an objective as-
sessment of how you are doing, in relation to agreed-upon goals, 
in discussion with a supervisor or another trusted colleague. 

Be aware that there are limitations to the use of a structured table 
such as this. Good feedback also involves an open discussion or 
conversation between the intern and their supervisor, where both 
parties have a chance to explain how they interpret the stated ob-
jectives, how they think the intern has fared, what the reasons are 
for their assessment, where they might disagree with the other 
party, and suggest a way forward. The completion of a structured 
performance agreement like the table below should not happen 
at the expense of this more open conversation. Conversation can 
help both parties understand each other’s needs, viewpoints and 
expectations better, and ultimately improve the development plan 
and the intern’s chances of performing excellently.

Note: Performance agreements, 
performance appraisals, 
performance management 
and key performance areas are 
technical terms used in many 
organisations today. In your 
grandparents’ time these terms 
did not exist, and by the time 
you are a grandparent, they will 
probably be extinct! So the actual 
terms are not as important, as 
that to which they point: the 
general processes and ideas 
about how we work, learn to 
work and learn to be better at 
our professions. 
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Example of a performance agreement that can be used for performance 
appraisal

Professional Development Areas (Intern focused) Score - Achieved?

Objectives Milestones: 
Quarter 2

Weighting 
(of 100)

No Yes Partly

1. Education Learn how to 
resource and 
run education 
programmes

Adapt existing 
resources and 
trial them

2. Research Get to know the 
succulent Karoo 
biome

Identify at least 
10 aloe species 
in the Park

3. General Master the MS 
Excel computer 
programme

Produce and 
edit a simple 
spreadsheet

Key Performance Areas (Organisation focused) Score - Achieved?

1. Education Run the 
Park’s schools 
programme 

Take 9 school 
groups this 
quarter

Adapt exist-
ing resource 
materials so 
they are more 
suitable and up 
to date

2. Research Develop a labeled 
succulent garden 
representative of 
the Park species 
at the Centre

Study condi-
tions required, 
lay out garden; 
collect and 
plant 10 aloe 
species

On the following pages you will find a second example of an appraisal form – Courtesy of Rene 
du Toit, SANBI
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INTERN pERFORMANCE EVALUATION 
This form has to be completed by the mentor and the intern/work-integrated learning student and sub-
mitted to the Training Unit of the HR Division on a quarterly basis. Note that this is only applicable to 
interns and work-integrated learning students on contract of 6 months and longer. In the case of year-
end three month internships, monthly evaluation should be conducted, based on predetermined criteria 
(examples available from the Training Unit).

PERSONAL PARTICULARS OF INTERN

Surname Name Disabled Yes No

Gender F M ID NO:

Race AFRICAN COLOURED INDIAN WHITE Division/Directorate: 

Field of placement –Internship

Duration:  
months

Commencement date: Completion date:

Assessment Period (e.g. First Semester/Second 
Semester):

Name of Mentor:

Contact Details

Tel Fax E - mail address
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FIRST QUARTER ASSESSMENT

Key Performance 
Areas

Intern Self 
Assessment 
(Rating scale 1-5)

Assessment by 
Mentor 
(Rating scale 1-5)

Comments Type of 
Intervention

Rating scale: 1- Poor; 2- Fair; 3- Good; 4- Excellent; 5- Outstanding

SIGNED BY

INTERN Date

MENTOR Date

DESCRIPTORS:

1. Key Performance Areas : The main areas of focus

2. Type of Intervention : Steps for remedy in case of identified gaps
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PERSONAL DEVELOPMENT PLAN
Identified Training Need/Gap Type of Training Intervention Target Dates

SIGNED BY

INTERN Date

MENTOR Date

DESCRIPTORS:

1. Key Performance Areas : The gaps/s identified in intern performance
5. Type of Intervention : Intervention to be made for remedial purposes e.g. reading of documents/ 
more coaching & mentoring/ more exposure/ on job training/ formal training course/short course/ 
seminars, conferences, workshops (Specify)
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FOURTH QUARTER: SUMMATIVE EVALUATION

INTERN SELF EVALUATION

Provide a brief summary of your learning and the work experience you gained throughout the dura-
tion of the internship programme.

 

 

 

 

 

 

 

 

 

REMARKS BY MENTOR

 

 

 

 

 

 

 

 

 

SIGNED BY

INTERN Date

MENTOR Date

On the next page follows an example of a Development Plan – Courtesy of Dr Glenda Raven, 
WWF-SA

Workbook.indb   83 20/09/2012   5:21 PM



84 

Hoffmann Foundation/WWF-SA Professional 
Internships

2011/2012 Development Plan
Intern  

Mentor   

Period 01 April 2011 to 31 March 2012

SECTION A: ‘NICE’ Analysis 

Career development is often a balance between choice and opportunity. Our interns are placed in 
opportunities that accommodate their academic background and interests, and we have to ensure 
that they are given the opportunity to develop in their career field of choice. This will not always be 
possible, but we need to be cognisant of the balance between choice and opportunity.

Exploring the needs, interests, competence and expectations of interns very early on might help both 
mentors (and interns) to balance the opportunity provided with the chosen career field. It could be 
useful to keep this analysis as a frame of reference and reflect on these needs, interests, competence 
and expectations during quarterly reviews. 

Technical Competence Professional Competence

N Needs 

 • Professional writing skills

 • Advanced Outlook, Excel, 
Word & PPT skills

 • Project management skills

 • Presentation skills

I Interests

 • Reviewing contracts

 • Understanding of drafting 
contracts/importance of the 
different parts of a contract

 • Understanding tax 
implications/issues in contracts

 • More knowledge on 
trademarks & intellectual 
property competence

 • Understand the nature of 
conservation projects 

 • Improved research skills

 • Meeting protocol 

 • Networking
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Technical Competence Professional Competence

C Competence 
(strengths)

 • Financial & investment 
knowledge

 • Financial planning calculations

 • Attention to detail

 • Accuracy

 • Can work without supervision

 • Good planning skills

 • Ability to work in a team

 • Positive and willing attitude

 • Dependability

E Expectations 

 • Improved knowledge of 
contracting process (start to 
end product)

 • Learn to draft basic contracts

 • Overview of risk management 
in an NGO/the Conservation 
sector

 • Overview of Tax & Trademarks 
issues in an NGO/the 
Conservation Sector

 • Improved communication & 
organisational skills

Development plans for interns should be compiled for each quarter of the internship.These plans 
form the basis for planning ahead for the next quarter and a framework for assessing development. 
They also provide a framework for reporting into the broader Environmental Leaders Programme. 

SECTION B: DEVELOPMENT PLAN

1. The development plan has three sections for ease of assessment. These sections are:

 • Key Performance Areas (KPAs). Because our interns are employed on a fixed term em-
ployment contract, they have clearly defined KPAs against which to plan and assess their 
development. These are contained in the interns’ contracts. 

 • Development opportunities (DOPs). Our mentors also work hard to provide our interns 
with opportunities for development that fall outside of their KPAs. This section has been 
separated out from the KPAs to avoid missing an opportunity to plan for and assess de-
velopment in these additional activities. Currently these include for example the interns’ 
collaborative recycling project and fieldtrip. 

 • Values and attitudes. This section has been included to support a review of key personal 
attributes that our interns display in their work. It is somewhat difficult to define values and 
attitudes, but we have agreed on a section that relates to values and attitudes displayed by 
interns in their interactions with colleagues, managers, partners, in their work, beyond what 
is captured under professional competence. An example cited was one of our interns who, 
after introducing a visitor to the CEO, offered and made tea for the meeting. We thought 
this was an example of our intern climbing in there, irrespective of what needed to be done. 

2. Key Performance Areas (KPAs) and perhaps even Development Opportunities (DOPs) can be 
vague. It is easier to assess key activities or tasks related to these KPAs or DOPs. The form pro-
vides a few rows below each KPA or DOP in which to define specific, measurable, realistic and 
time-bound activities or tasks. 
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3. Defining specific deliverables linked to each task allows interns to work towards a specific output 
or ‘product’. These deliverables can take the form of an event being hosted, a paper written, a 
report, a presentation, amongst others. The deliverables pin down the outcome of the specific 
tasks which the intern has done for the past quarter and provides the evidence of work done. They 
also provide a good work and time management ‘tool’. This is especially important in the busy 
work and travel schedules of mentors who are less accessible to interns. The written deliverables 
also provide a space for reflection for the interns and mentors to assess their development. 

4. It is also useful to define specific time frames within which to complete tasks and produce deliv-
erables. As before, this also provides a good time management tool for interns and their mentors. 

5. The last two columns provide a space for:

 • Predefining development objectives for the next quarter. This should ideally be done jointly 
between the mentor and intern through reflecting on what development opportunities exist 
in the tasks and what level and scope of development the intern could potentially realise from 
completing them. For example, these objectives are for the period June to August 2011, the 
second quarter of the internship. 

 • Assessment is suggested as a discussion between the intern and mentor at the end of the 
quarter. This assessment will be done at the end of August 2011 in relation to the objectives 
defined as above. The first quarter assessment has been purposely left open-ended with no 
predefined objectives, as this was seen as a period of orientation and getting to know each 
other, the organisation and colleagues. It might still be useful to complete this open-ended 
assessment for the first quarter, March to May 2011. 

6. We are suggesting that development objectives and assessment of these focus on the development 
of two sets of competence:

 • Technical Competence refers to job specific competence, such as knowing the National Water 
Act, understanding the functioning of Catchment Management Agencies, understanding 
the dynamics of participatory water resource management in different catchment contexts, 
writing a funding proposal for a project to stimulate participation in Catchment Management 
Agencies, training communities for participation, writing a paper on the challenges of par-
ticipatory water resource management, and so on.

 • Professional Competence refers to generic workplace based competences, for example, work-
ing better with MS Office, improved Power Point presentations, improved communications 
via email, punctuality in the workplace, improved research skills, improved communication 
pieces, and so on. 

 For each activity, we suggest defining development objectives and assessment comments for 
technical competence and professional competence.

7. Values and attitudes are more easily observed than assessed. This is also a very subjective concept, 
and the development or shift in values and attitudes is quite difficult to predefine. So we have 
provided a space for making open-ended comments on the value and attitudes reflected by the 
interns in the workspace. 

8. Suggested process of assessment: 

 • Assessments are conducted on a quarterly basis, preferably in the last two weeks of the last 
month of the quarter. 

 • We suggest that at the beginning of the last month of the quarter both the mentor and intern 
fill in their individual assessments relative to the objectives, and that these individual assess-
ments are then collated into a single agreed-on assessment, through discussion.
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 • This final assessment is submitted to the Environmental Leaders Programme Manager and 
to Human Resources for records and reporting.

SECTION C: RESPONDING TO DEVELOPMENT NEEDS

1. Through the NICE analysis and the development discussions, certain development needs are 
likely to be identified. Through discussion:

 • List the development needs of the intern in column 1 of section C;

 • In column 2, define specific ways in which these needs can be addressed. This could include 
participation in a training course, attending a short course, consulting a professional outside 
of the organisation, practising a particular task to strengthen skill, etc.

 • In column 3 include an assessment of development to address this need.
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B2: Values and Attitudes

I am eager to learn new things 

 

I get along with other staff members

 

I am reliable and trustworthy

 

SECTION C: ACTIONS TO RESPOND TO DEVELOPMENT NEEDS

Needs Ways to address these Assessment comment

Understanding the importance 
of the different parts of a contract

My short course

Attending workshops

Understanding tax implications/
issues in contracts

My short course

Attending workshops

Understanding draft process of a 
contract

My short course

Attending workshops

Understanding how to identify 
risk exposure in a contract

My short course

Attending workshops
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Taking the Next Step –  
Into the World of Work

When you read this part of the workbook the greater part of your 
internship may be behind you. You would have had an opportunity 
to get up close and personal with both the joys and the challenges 
of working in the environment sector. You would have had a chance 
to get to know some of the sector’s role players and what they do. 
You’ve hopefully also explored one or more particular fields of work 
in some depth, and have started to get a feel for what it means to 
be a professional. Having added this experience of working for a 
greener world to your formal training, you may now be getting 
ready for the next step: applying for a first ‘real’ job.

This step can be a bit daunting. Think how you can use your intern-
ship to help you prepare for it. If you managed to develop good 
relationships with your mentor, manager and other colleagues, 
draw on them to help you answer the questions you might have 
about entering the job market. And if you don’t even know what 
to ask … read on! This section of the workbook has some pointers 
for exploring the big wide world of jobs in the environment sec-
tor. You will also find sound advice to help you get to the point of 
signing a contract and walking into a great job!

Who can I ask to be a 
reference for me? 

Should one write a 
covering letter?

What should I wear 
for an interview?

Where would I even look 
to see what jobs there are?
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 95 95

Jobs in the environment sector - 
the inside (and outside) story
In Part 1 of this workbook we explore the various national, pro-
vincial and local government agencies, parastatals, research 
institutions, civil society organisations and industries in the en-
vironment sector, and their respective mandates. What does this 
wide range of organisations mean in terms of jobs? Our focus in 
this workbook is on biodiversity-related jobs, but we also touch 
on broader job opportunities. As Figure 3, the BAO (Biodiversity 
Activities and Occupations) tree, shows, the range of jobs in the 
sector is extensive.

One of the features of our field is that the same job, done in differ-
ent organisations, is often called by different names. In a simplified 
version of the BAO tree of biodiversity activities and occupations, 
we have grouped biodiversity-related jobs into six broad fields or 
categories, as follows:

❱❱ Biodiversity management includes the management of for-
mally proclaimed protected areas under SANParks and other 
conservation agencies, both marine and terrestrial; the man-
agement of green open spaces in municipalities; estuaries 
and other sensitive areas. Jobs in this grouping include field 
rangers, nature conservators, park or reserve managers and 
community conservation officers.

❱❱ Extension is part of a range of biodiversity conservation-relat-
ed activities outside protected areas, with the aim of integrating 
or ‘mainstreaming’ biodiversity management in production 
landscapes. Extension staff in organisations like CapeNature 
and Ezemvelo KZN Wildlife work with multiple stakehold-
ers in agriculture, forestry and fishing, from the producers to 
retail companies, towards the more sustainable use of natural 
resources. Environmental specialists also work with industry 
to minimise the environmental impact of their operations. 
Examples include WWF-SA staff working with SAB Miller 

On the left, write down the questions you have about looking for a job. Next to each 

question write down the name of someone in your organisation, in your family or 

social circle, a lecturer or supervisor from university, or perhaps a professional career 

counselor, who might be able to help you answer this question. 
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towards greater water efficiency in its operations, and WESSA 
staff working with the sugar industry to reduce its impacts 
on wetlands. Rehabilitation programmes such as Working for 
Water, Working for Wetlands and Working on Fire also have 
extension staff. 

Impact assessors, 
risk assessors, 

urban & 
conservation 

planners

Inspectors, compliance 
officers, rangers, lawyers 

Interpretation, 
advocacy, 

marketing, 
education, 

awareness-raising, 
extension and 

stewardship staff

Governing and Enforcing

Making Policy

Interpreting Research

Researching

Collecting Data

Developing Human Capacity

Managing Information & 
Collections

Directors, CEOs, 
managers 

Modellers, analysts, GIS 
specialists

Curators, database 
managers, software 

developers

Educators, lecturers, 
trainers

Alien clearing, wetland 
restoration contractors, 

bio-engineering, bio-
remedial and biomimicry 

specialists

Fieldworkers, monitors, 
para-taxonomists, GIS 

specialists

Researchers and research 
assistants

Protected area managers, conservationists, environmental managers

Restoring & 
Remediating

Assessing & 
Planning

Communicating & 
Negotiating

Managing Biodiversity: Conserving & Sustaining

Protected Areas  Ecosystems  Livelihoods 
Working landscapes  Industries  Fisheries  Agriculture

Figure 3: The BAO Tree - Biodiversity Activities and Occupations

Workbook.indb   96 20/09/2012   5:21 PM



 97

❱❱ Enforcement of environmental legislation is primarily carried 
out by the mandated agencies like DEA, DWA, DAFF, the pro-
vincial environment departments, local authorities and legal 
systems. Job functions in this area of work include inspections, 
the issuing of permits and penalties and legal representation 
(environment lawyers). 

❱❱ Education and skills development are roles that we find in 
most organisations, to a greater or lesser extent. Environmental 
education officers, interpretation staff, skills development fa-
cilitators and industry trainers work with different groups but 
all focus on building an understanding and appreciation of our 
environment, socio-ecological issues and risks, and the skills to 
respond to them. Various agencies and universities in particu-
lar specialise in building the human capital and occupational 
skills needed for the technical and professional work in the 
sector, alongside the more general educational work to build 
everyone’s capacity to address environmental issues. 

❱❱ Advocacy, lobbying, communications and fundraising func-
tions feature in a wide range of organisations. Organisations 
that specialise in environmental advocacy include Biowatch 
and the Centre for Environmental Rights. The associated jobs 
include campaign organisers, environmental lawyers, project 
and programme managers, information and communications 
officers, fundraisers, web designers and graphic artists. 

❱❱ Research and monitoring is relevant to most organisations. 
Researchers generate and organise new knowledge with the 
help of fieldworkers and monitors. Monitoring species and 
landscape changes, and the impact of global warming, manage-
ment and other human activities, are important functions at 
a range of levels. Research informs everyone else’s work, and 
generating this information and making it accessible for wider 
use requires information managers, software designers, stat-
isticians and modelers to develop and manage databases and 
develop and apply the necessary computer programmes and 
models. Scientists and research technicians are employed in or-
ganisations dedicated to research, such as SANBI, SAIAB, the 
CSIR, units within SANParks, and universities. Conservation 
agencies as well as zoos and aquariums, also require wildlife 
focused research and may employ researchers. Museums and 
herbariums are important custodians of biodiversity-related 
information, and employ curators, researchers and information 
technology specialists.
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Thus far we have looked at the main job fields in organisations 
that form the core of the biodiversity sector. There are many more 
jobs in secondary sectors that have broader objectives, but which 
also benefit from environmental expertise. An agri-business, for 
example, may want to employ an extension officer with knowledge 
of biodiversity conservation to help farmers use nature-friendly 
pest controls. An economist consultant interested in costing the use 
of natural resources (resource economics) may need biodiversity 
specialists in his research team. Engineering firms that build the 
infrastructure for water provision should take aquatic biodiversity 
into account. Law firms specialising in environmental law may 
require someone with environmental expertise. Land use planners 
(for example in local government) have to consider impacts on 
biodiversity when they deal with development applications. As the 
South African government and industry move towards ‘greening’ 
the economy and building environmental sustainability into all 
operations, this second layer of environmental jobs is set to grow. 

Describe the field or job category into which your current internship fits, below.

 

 

 

Are there any other fields or categories in which you might be able to work, with your 

qualifications? List these below. If you are not sure of the requirements, find out from 

someone who works in this field, or who teaches in this field. Write down their contact 

details, and questions you might have, below.
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And though you might think that’s it in terms of job opportunities, 
there is more! Environment is a cross-cutting priority, a thread 
that weaves through many social, economic and political areas. 
We can consider a whole series of jobs as a third layer to the envi-
ronment sector. An example would be a primary school teacher, 
or the education department official who would be advising her 
on how to include environmental education in her teaching. Or 
think of a graduate with an Environmental Science degree who 
could choose a career in community environmental health with a 
health department. A graduate with the same qualification might 
take up a job as an advisor on climate change in the Department of 
Minerals and Energy. Looking at it from this angle, the possibilities 
for a career in the environment are endless!

Are there any employment options for you in this second layer of jobs, given your 

particular qualifications and interests? Jot down some possibilities here and discuss 

them with your mentor or a careers advisor. 

 

 

 

 

 

 

 

What are some of your possible career options in this third layer of employment, given 

your particular qualifications and interests? List these options below. 
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Your ideal job

At this stage you might have some idea of what job you would like 
to move into next, or you might be completely confused. Turn 
to the career mapping exercise in Part 1. Have your initial ideas 
changed or not during your internship? With this in mind, and 
to help you clarify for yourself what you are looking for as you 
explore the job market, design a job advert for your ideal job in 
the space below. 

Include something on the level at which the job is advertised; the 
qualifications required (specify the qualification(s) you have now); 
where you would be based and the type of organisation you would 
work for; the values and interests that would be satisfied by this job 
(list your own); the types of activities this job would require (what 
are you willing and able to do?); the conditions (desk job, outdoors, 
lots of travel, work with youth, etc) and finally, a ballpark salary. 
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As you search the job market, keep this ‘ideal job’ in mind. Run it 
past your mentor or a career counselor to see if you are realistic 
in your expectations. It is good to aim high, but some jobs also 
require high levels of qualifications and experience. Use your ‘ideal 
job’ description when you cannot decide whether to apply for an 
advertised position or not. Be careful though. Do not get so at-
tached to the ideal, that you pass up on what could have turned 
out to be a good opportunity. Work with the ideal as a guide to 
what you are looking for when you scan the job market, but don’t 
dismiss related possibilities. 

Exploring the job market

Some folks simply hope that a job will come to them … And some-
times a job does just that! But more often than not, you have to 
hunt down the available jobs. So how do you go about it? Below is 
a list of places you can look for job opportunities. 

❱❱ Newspapers continue to be a useful way to search the job 
market, especially when you cannot access the Internet, and 
even when you can. Jobs are listed weekly in various newspa-
pers. Some of these are national, for example the Sunday Career 
Times, the Mail and Guardian Careers section, and the Job Mail. 
Regional papers list mostly jobs in a particular province, for 
example, the Weekend Argus, City Press and Cape Times list 
jobs in the Western Cape primarily. Get to know the papers. 
The Sunday Times lists mostly mid to senior career job oppor-
tunities whereas others like the Job Mail or the Weekend Argus 
list jobs across job levels from entry to senior level. Which of 
these newspapers would you get hold of and peruse?

 

 

❱❱ Professional and social networks: One of the best ways of 
getting to know what job opportunities are available out there 
is through talking to people in the field and exploring your pro-
fessional networks. Through your studies and your internship, 
through attending conferences and professional association 
meetings, and also socially, you would have met a number of 
people. Write down the names and contact details of individu-
als whom you could contact about mailing lists and possible 
jobs in your career field. 
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❱❱ Career websites usually provide information about jobs across 
all sectors. They can be searched by field, e.g. province, job 
field or level, to help narrow down your search. Examples of 
these websites are: www.jobrapido.co.za, www.jobmail.co.za, 
www.careerjunction.co.za, www.gumtree.co.za, www.pnet.
co.za, www.jobslistsouthafrica.com, www.jobspace.co.za, www.
bestjobs.co.za. A few websites, like www.stopdodo.com, ad-
vertise environment sector jobs specifically. Some offer jobs 
beyond South Africa, for example www.bestjobs.co.za. Make 
a list below of those websites that you will explore in your own 
job search. Consult your colleagues in human resources, your 
mentor, fellow interns and others to help you add to this list.

 

 

❱❱ Electronic mailing lists are often used by organisations to 
circulate information. They are useful for getting updated on 
the latest jobs as well as research opportunities. An example 
is the Fynbos Forum mailing list, an open access mailing list 
that distributes notices and information in the conservation 
sector. You simply need to request that your email address be 
included on the mailing list, after which you will be forwarded 
all information distributed through this mailing list. You can 
visit the Fynbos Forum website at www.fynbosforum.org.za 
or email info@fynbosforum.org.za. Speak to your mentor and 
other colleagues in your organisation to find out about other 
mailing lists that might also give you information about job 
openings in the sector. Jot these down below:

 

 

❱❱ Newletters are another way in which some organisations 
advertise job opportunities. The SANCOR newsletter, for ex-
ample (www.sancor.nrf.ac.za) provides information about jobs 
in the marine sciences and conservation field. SANCOR also 
has a mailing list for marine science and conservation profes-
sionals to which you could subscribe, in order to receive the 
monthly newsletter. Ask colleagues about any other newsletters 
that might be useful and list these below:

 

 

❱❱ Organisation websites: Many organisations list their vacancies 
on their websites. This is mandatory for all government institu-
tions. Identify the various organisations that have departments 
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or programmes linked to you career field (See Section 1) and 
list these below to guide your job search. 

 

 

❱❱ Career development centres also provide information on job 
opportunities. Some are linked to universities, while others 
are private and will require some payment. Most also provide 
online services and support. Which career development cen-
tres can you access to explore any job opportunities that are 
being advertised?

 

 

Applying for a job

Once you have scanned the job market, you have hopefully iden-
tified a few positions that interest you and for which you have 
the necessary academic qualifications and other requirements as 
stipulated. You might want to print or copy the details of the job 
advertisement(s) and keep them on file, together with copies of 
your application(s).

Job advertisements usually provide a clear instruction on what 
you have to include in your application. Do not pad your applica-
tion with reams of extra pages that were not required. Instead of 
impressing the recruiting organisation, a thick pack of photocop-
ies they did not ask for, might annoy them. But make sure you do 
include everything that was asked for. Leaving out one item, such as 
a letter of motivation, or a copy of your ID document, could mean 
your application gets discarded before it is even read. 

A covering letter or letter of motivation

Even if the advertisement does not ask for a covering letter, it is 
good practice to include one. Whereas your curriculum vitae (CV) 
offers generic information about your background and experience, 
the covering letter is personalised and specific to the job that you 
are applying for. It is your first opportunity to motivate to the com-
pany or organisation that you are suitable for the job they have 
advertised and that your training and experience relate to the job 
requirements. Some companies ask for a letter of motivation. This 
plays the same role as a covering letter. It is a good idea to keep this 
letter to only one page.
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Have a look at intern Neliswa Greenway’s letter of application for 
a permanent Nature Conservator position: 

The Human Resources 
Manager 
Conserving South Africa 
Kloof Street 
Cape Town  
8000 
12 December 2012

Dear Sir/Madam

RE: APPLICATION FOR POSITION AS NATURE CONSERVATOR 
(REFERENCE 121201)

I would like to herewith apply for the position as Nature Conservator as 
advertised in the City Press of 11 November 2012. Please find together 
with this covering letter, my curriculum vitae as requested for the job 
application.

I completed my Master of Science degree with a Conservation Ecology 
major at the University of SoE in 2010. My research project explored the 
feasibility of rehabilitating indigenous flora through the removal of alien 
vegetation, with the outcome being the development of a co-management 
plan with the local community for the Overgrown Plantation at the slopes 
of Flat Mountain. My undergraduate studies included a major in Botany 
and being based at an academic institution in the Western Cape, much 
of our fieldwork was focused on the Cape Floral biome.

I am currently completing my internship with Flat Mountain Nature 
Reserve, which I started in January 2012. During this time I worked 
with the Reserve Manager as my mentor and through this position was 
exposed to all aspects of reserve management and conservation. My 
internship also included a comprehensive induction into the conserva-
tion sector and gave me an opportunity to gain some sound foundational 
technical and professional work experience.

With this academic background and the internship experience I believe 
that I have the skills required for the position of Nature Conservator and 
believe that I can make a valuable contribution to the conservation objec-
tives of your reserve as well as to the broader objectives of the conserving 
the biome and our national assets.

Hoping that my application would receive your considered attention, I 
look forward to hearing from your shortly.

Yours sincerely 

NBGreenway
Neliswa Greenway 
P.O. Box 21 
Greenwood  
3210 
(077) 456 5980/045 456 5980/nbgreen@chatsum.com

Start with the 
name (if given), 

the title and 
address of the 

addressee

If you don’t know whom 
you are addressing, use 

both Sir and Madam. 

Reference your 
application clearly and 
include any reference 
details provided in the 

advertisement.

Begin your letter with a 
brief opening statement, 

indicating what you 
have included in your 

application.

Follow on with a 
summary overview of 

your qualifications. Start 
with your most recently 

acquired qualification 
and highlighting those 

courses and projects that 
are relevant to the job 

being advertised 

Then go on to the 
experience that you have 
acquired that relates to 

the job being advertised. 
This can be experience 
through your studies, 
for example research 
or field work, tutoring 

undergrads, experiential 
learning, workplace-

based learning, internship 
etc.

Include your contact 
details, even if they also 

occur on your CV.

Conclude with a strong 
motivation for how 

paragraphs 3 and 4 make 
you the best person for 

the job advertised. 
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Your curriculum vitae

CURRICULUM VITAE

Neliswa Greenway 
P.O. Box 21, Greenwood, 3210 

(077) 456 5980/045 456 5980/nbgreen@chatsum.com

Identity number: 870329 0345 09 8

Gender: Female

Nationality: South African 

Language competence:  IsiXhosa, and English (read, written and spoken)

SUMMARY PROFILE

My best subjects during my school years were Life Sciences and Geography and I became fascinated 
with the natural world, development patterns and how these often clashed. Always knowing the impor-
tance of conserving our natural heritage and the conflicts with development, I often had long debates 
with both my Life Sciences and Geography teachers, trying to convince the one of the priorities I felt 
in the other subject area. This was when I knew I wanted a career in the environment, one that works 
towards conserving our natural environment while also recognising and supporting various develop-
ment issues. With this mission in mind, I enrolled for my Bachelor of Science degree at the University 
of SoE, where I was able to study the natural sciences and also explore the conservation thereof with 
the many development challenges. 

Having completed my undergraduate studies, I was drawn to projects that involved conservation with 
people. My honours project involved working with a group of community volunteers to rehabilitate an 
important natural area on the edge of the residential area. Taking this further in my masters research, I 
again worked with a group of contractors clearing invasive flora in order to rehabilitate the natural veg-
etation. Together with the contractors, we developed a conservation co-management plan for a nature 
reserve to maintain the clearing of invasive species and ensure the growth of indigenous vegetation.

My internship with the local municipality has taken me one step closer to my dream career through 
a focus on community conservation amidst the urban sprawl of the city. From my experience I have 
been exposed to some of the possibilities of development while ensuring we conserve our natural 
environment for current and future generations.

ACADEMIC QUALIFICATIONS 

Institution Year completed Qualification Major subjects/thesis title

University of SoE 2010 Master of Science  A case study of rehabilitation and 
restoration

University of SoE 2008 Bachelor of Science (Hons)  Rehabilitation of Soetvlei Wetlands 
Park

University of SoE 2007 Bachelor of Science Botany 
   Conservation Ecology 
   Social Ecology 
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Curriculum vitae (CVs) come in all sorts of formats, shapes and 
sizes. It is best to keep them short and concise, summarising key 
information regarding your academic background and work related 
experience. Various career and job websites, like those mentioned 
earlier, provide guidelines on how to prepare your CV. An example 
is the PACE Career Centre at www.pacecareers.com. You might 
want to review some of these and find a format you like. We also 
include a simple but effective example of a curriculum vitae above. 
For a professional look, simpler is probably better than ‘fun’ or too 
‘fancy’. It is very important not to have errors of any kind in the 
document. Check it a few times and also ask a colleague to check 
it for you.

Supporting documentation and references

Some recruiting companies or organisations (the ones who put out 
the job advertisement) request certified transcripts of your matric 
and university results. Add these transcripts to your application 
only if asked to do so. If you don’t already have your transcripts, 
request them from your school and university. Make photocopies, 
and take the originals and the photocopies to a Commissioner of 
Oaths (such as a police station) to be certified as true copies. 

You may also need to include a similarly certified copy of your 
identity document (ID) with your application.

WORK EXPERIENCE

Organisation  Period Position

Wolfgat Municipality  January 2011 to December 2012 Intern to Reserve Manager

University of SoE January 2009 to June 2010 Undergraduate Science Tutor

Cash Manager June 2006 to December 2008 Entrance Cashier

ACHIEVEMENTS 

2008 Dean’s Merit List 

PROFESSIONAL ASSOCIATIONS 

2007 to present Member of the Young Conservators Professional Group

2008 to 2010 Vice President of Young Conservators Professional Group

REFERENCES 

Mr Nice Guy Mentor, Wolfgat Municipality 078 345 8900/niceguy@wolfgat.co.za
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The recruiting organisation will usually ask you for the names of 
two to three references. They want to be able to ask a credible third 
party about you, so they don’t just have your word on how good you 
are! Only add testimonials or letters of reference to your application 
if they have been specifically requested. It is more common for the 
recruiting organisation to contact your references themselves. They 
do so either after they have made a short list of applicants they are 
interested in, ahead of the interview, or after the interview, if they 
are considering making you an offer. 

Before you list someone as your reference, it is a courtesy to ask 
their permission to do so. This also means that, should they be 
contacted by the recruiting organisation, they will recognise your 
name and won’t sound surprised! Choose someone whose opinion 
would be valued by the recruiting organisation, and who knows 
you well enough to speak favourably about you.

More Tips on the Job Application

❱❱ Making a good first impression: Your written application is 
the first impression that you create with your potential em-
ployer. Make sure all documents written by you are without 
mistakes and look good. Then take your time to collate your 
application so it is neat and orderly. This way you make a good 
impression as a fitting candidate for the job being advertised. 

❱❱ Truthful representation: Represent yourself truthfully and 
accurately in a job application. Do not add any skills, experi-
ence or attributes that you don’t actually have. Don’t suggest 

Dr Burns, I’m applying for 
a job at Conserving SA. 

Would you mind being a 
reference for me?

I want to ask 
my mentor!

I wonder if my 
research supervisor 

remembers me?
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you have an M.Sc., when you are still busy completing it. If it 
is still in the process of being finalised, indicate that briefly 
but accurately. Also do not omit anything relevant, that you 
think might disadvantage your application. If you have a PhD, 
but the job requires only a teaching qualification, you may be 
tempted not to mention the PhD. However, this omission is a 
misrepresentation, because a CV is expected to reflect the full 
spectrum of one’s academic achievements. 

❱❱ Apply for something that does match you: It the job require-
ments are very different to your qualifications and experience, 
do not attempt a force fit. Even if somehow you do land the job, 
you are likely to struggle with it. Usually your application will 
just be thrown out. Also consider whether your qualification 
level is close enough to what is being asked for. If a job is ad-
vertised for a matriculant and you have a Masters degree, you 
could be seen as selling yourself short, lacking in confidence 
or competence and opening yourself to exploitation. If you are 
more qualified that the minimum required, and still want to 
apply, explain your reasons in your covering letter.

❱❱ When is it too much? Our intern Em was so anxious about 
not finding a job that she started out applying for just about 
anything. When the one great job that really suited her came 
around, she was so jaded, she didn’t have the energy to write 
a really spot-on covering letter, and in the interview she got 
confused about which organisation she was speaking to! 
Fortunately, her future employers realised that she had ex-
actly the right qualifications and experience, and offered her 
a great job, anyway! Applying for an unsuitable job could land 
you up miles away from the career that you spent so much 
time and effort preparing for. Be discerning when identifying 
appropriate jobs. A good guide is the ideal job advertisement 
that you wrote earlier. At the same time, be careful not to get 
so attached to the ideal, that you allow a good but unexpected 
opportunity to pass you by. 

The interview

One cannot be 100% prepared for an interview, because it is im-
possible to anticipate exactly all the questions and circumstances 
that could come up. Sometimes the panel themselves have issues 
and challenges that you can do little about! However, you can do 
a lot to help yourself to perform at your best during the interview. 

Organisations vary in the interviewing processes they follow. Some 
are more relaxed, some more formal. You might be interviewed by 
two individuals, or a panel of about four people. 
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Questions might differ significantly from one organisation to the 
next, but will generally be aimed at finding out what you are like 
as a person and a potential employee. The interviewers will usu-
ally be interested in your experience and skills, often following 
up on some details in your application. They may want to explore 
your understanding of and possible approach to the job at hand. 
Generally, they are looking to see if you will fit in with the organisa-
tion and the job requirements, so be prepared to show them this.

❱❱ In preparation for your big interview, do some research on 
the organisation, its mandate, and the particular unit or pro-
gramme in which the advertised job is based. The organisation’s 
website is a possible starting point. If you know someone in the 
organisation, you could also ask them about the organisation.

❱❱ Also review the job requirements and the key work areas in 
the job advertisement. Think through some questions that 
might be asked in relation to these requirements. Your HR 
manager or mentor might be able to help you with this. Think 
through an appropriate response to your potential questions. 
Stop yourself from rehearsing answers, though. You could get 
very different questions, and you want to be able to respond 
spontaneously and honestly to those.

❱❱ Sometimes the full quantum of our experiences is filed away in 
the back of our minds. Ahead of the interview, think through 
everything that you can potentially bring to this job. 

A useful exercise is to list the job requirements in one column and 
in an opposite column, to jot down all potentially relevant train-
ing and experiences in your history, relative to this requirement. 
Include but also think beyond your formal work experience or 
experience gained through your university studies. For example, 
you might have been the chairperson of a youth group – which 
would reflect on your leadership attributes and ability to organise. 

On the left, write down the job requirements as outlined in the advertisement. On the 

right, write down all your past training, studies and other experiences that could be 

relevant to this job requirement.
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❱❱ Prepare one or two questions of your own to ask the panel 
at the end of the interview. If the panel doesn’t offer you the 
chance to ask a question, you can request to do so. You are 
allowed to ask about salary, working hours, leave days and 
other benefits. Also ask a question related to the job itself, for 
example, are there growth opportunities from this job either 
vertically or horizontally in the organisation, what is the re-
porting line of this job, etc. 

❱❱ Some people find it helpful to take a file with their CV and sup-
porting documents along to the interview. These might come 
in useful in response to some of the questions asked. Organise 
the file ahead of time so that you don’t need too much time 
during the interview to find a document you want to pull out. 

❱❱ Double check the date and time of your interview and make 
sure you have good directions to the interview venue. Aim to 
arrive early so that you have time to settle in, have a drink of 
water, take a few deep breaths and remind yourself of all your 
strengths.

The interview is your second opportunity to make an impression, 
following your written application. Nerve-wracking as it might be, 
approach the interview as a discussion between yourself and the 
interview panel.Here are some more tips …

❱❱ Dress appropriately. The environment sector is a casual one, 
but most organisations expect some degree of formality from a 
serious job seeker, particularly in government and corporates. 
This doesn’t mean you have to go and buy a suit yet, but wear 
your best shoes, cleaned, and something that looks good with 
it. This would rule out torn jeans, board shorts, mini-mini 
skirts and flip flops!

❱❱ Be aware of what your body communicates during an inter-
view. Slouching in the chair won’t create the impression of an 
energetic person ready to work! On the other hand, sitting on 
the edge of the chair may make you look overly anxious. Sitting 
back in the chair might just help you to feel more comfortable. 
A simple smile, no matter how wavering, indicates a willing-
ness to engage.

❱❱ Maintain eye contact with the interviewers. If there is a whole 
panel, this can be tricky, but you could then consider directing 
your response to the person who asked the question, while 
including the others from time to time as you speak.

❱❱ Don’t chatter on for hours, even if you are really loving the 
interview, but also don’t be so concise that you appear abrupt. 
You want to come across as an accessible person, and you want 
to convince the panel that you have what it takes to do this job. 
If you’ve managed to make your point succinctly, and are at a 
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loss for words, add an example for illustration. But watch for 
signs that the panel has heard enough and are ready to move 
on. You might notice someone shifting in their seat or leaning 
forward to get the next question out.

❱❱ Ask for a question to be repeated if you have not quite under-
stood it the first time. Rather than responding to what you 
think you have heard, ask for a repeat or clarification, to make 
sure your response is spot-on. 

❱❱ Avoid using negatives during the interview, at the same time as 
you avoid misrepresenting yourself. If you are asked whether 
you have certain skills or experience, and you don’t, state this 
but add something on related skills and experience that you 
do have under your belt. This shows a willingness to learn and 
to build further on what you do have.

An offer of employment

Job offers are generally made in writing. You might however receive 
a call or an email from the organisation expressing their intent to 
make you an offer. It is good to get this offer in writing to be sure of 
the terms being offered and also to be able to mull over these terms. 

So even if you have received a verbal offer for your dream job, stay 
calm enough to request a written copy of the offer. Then talk with 
a colleague, a parent or trusted friend about the terms of the offer, 
particularly about whether it is a fair offer. You mentor and or HR 
manager might also have some useful comment on the offer. 

Most job offers are negotiable to some extent. But negotiation must 
be done fairly and in relation to what you actually bring to the or-
ganisation. Negotiation is about reaching an agreement that suits 
both parties, so be open to compromise on your own expectations 
to some extent. Some areas of negotiation include:

❱❱ Starting date: Most organisations recognise a resignation pe-
riod of one month. Certain circumstances might demand that 
you negotiate a later starting date than expected, for example, 
if you need a longer time to wrap up a project in your intern-
ship, or your degree, or if you need to work out your contract.

❱❱ Salary: If you are being offered less than you expected, ask 
if the salary is negotiable. If it is, negotiate reasonably and 
realistically, based on an assessment of jobs at this level in 
this or other fields, as well as your current level of experience 
and qualifications. An HR manager could guide you on what 
is reasonable. 

Ask questions until you understand all terms of the offer, to avoid 
any misunderstandings at a later stage. 

ALL THE BEST AS YOU ENTER THE WORLD OF WORK!!!!
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