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“ P e o p l e  a r e  t h e  m e a s u r e  o f  y o u r  o r g a n i s a t i o n ’ s  s u c c e s s ”  
 
 
 

COMPANY PROFILE  

 
 

    
  
   

 
 
 
 
 
 
 
 
 
 
M i s s io n  S t a te me n t  
F i r s t  T i m e  P l a c e m e n t s  s t r i v e s  t o  b e  a  m a r k e t  l e a d e r  i n  p r o v i d i n g  a  q u a l i t y  
s e r v i c e  f o r  t h e  s t a f f i n g  s o l u t i o n s  i n d u s t r y .  
 

 
 
 

V is i on  
 
F i r s t  T i m e  P l a c e m e n t s  e n d e a v o u r  t o  a c t  a s  a n  e x t e n s i o n  o f  y o u r  H u m a n  
R e s o u r c e s  D e p a r t m e n t  o f f e r i n g  a d v i c e ,  i n f o r m a t i o n  a n d  o v e r a l l  S t a f f i n g  
S o l u t i o n s .  
 
W e  a r e  a  “ h a n d s - o n ”  p e r s o n a l i s e d  r e c r u i t m e n t  a g e n c y  t h a t  p r o v i d e s  f o r  b o t h  
t h e  n e e d s  o f  t h e  e m p l o y e r  a n d  t h e  e m p l o y e e .  

 
 
 
 
 
 
 

 

 

mailto:ftplace2@mweb.co.za
mailto:ftplace@mweb.co.za


 
   

 

1 
 

 
COMPANY HISTORY  

 
 
 
Our main members are Nicci & Kiki Kleovoulou. 
Nicci served 9 years at Emmanuels Personnel and gained vast experience in the recruitment arena and 
Kiki spent most of her career in the legal sector. In June 1990, they jointly opened FIRST TIME 
PLACEMENTS CC. 
 
There are two branches; our General Branch in Parkwood headed by Nicci Kleovoulou and our Legal 
and Insurance Branch in Florida Hills headed by Kiki Kleovoulou. 
 

Over the years, our agency has, grown not only due to our reputation and success but also due to the 
skill and knowledge of the Consultants hired who are experienced and/or qualified in a particular field. 
All staff receive ongoing in-house training, so as to ensure that our high standards, systems and values 
are practiced correctly and confidently. 
 
 
 
 
 
 
 

 
We are members of APSO, which plays a significant role in personnel matters nationwide and ensures 
that its members conduct themselves ethically and professionally. 
 
In addition, APSO offers a variety of courses and seminars in the recruitment industry. Our staff are 
encouraged to attend as many as possible in order to keep them informed, motivated and up to date 
with the latest recruitment trends. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal & Insurance Branch – Florida Hills            General Branch – Parkwood 
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FOUNDING MEMBERS  

 
 

 
M R S  N I C O L E T T A  ( N I C C I )  K L E O V O U L O U  

 
Q u a l i f i c a t i o n s  
 
B . A  D e g r e e  ( W i t s  U n i v e r s i t y  1 9 8 1 )  
I P S C -  W o n  t h e  t r o p h y  i n  1 9 8 7  
C I P C  
 
E x p e r i e n c e  i n  r e c r u i t m e n t  s i n c e  1 9 8 2  
 

 
 
 
O n  g r a d u a t i n g  f r o m  T h e  U n i v e r s i t y  o f  t h e  W i t w a t e r s r a n d  i n  D e c e m b e r  
1 9 8 1 ,  N i c c i  c o m m e n c e d  w o r k i n g  a s  a  P e r s o n n e l  C o n s u l t a n t  a t  a  t o p  
e m p l o y m e n t  g e n e r a l i s t  a g e n c y ,  E m m a n u e l s  P e r s o n n e l .  
 
W i t h i n  3  m o n t h s  s h e  w a s  m a d e  B r a n c h  M a n a g e r  a n d  C o m p a n y  T r a i n e r .  S h e  
w a s  r e c o g n i s e d  b y  A P S O  a s  w e l l  a s  h e r  c o l l e a g u e s  i n  t h i s  f i e l d  a s  T o p  
B i l l e r .  S h e  a l s o  r e c e i v e d  t r a i n i n g  b y  o v e r s e a s  p e r s o n n e l  s p e c i a l i s t s ,  M r  

T o n y  B y r n e  a n d  M r  S t e v e n  F i n k l e .  N i c c i  w o r k e d  t h e r e  f o r  9  y e a r s  b e f o r e  
o p e n i n g  h e r  o w n  a g e n c y  ( F i r s t  T i m e  P l a c e m e n t s  c c ) .  
 
 
 

 
 
 
 

 

 

 

 

M R S  K I K I  K L E O V O U L O U  
 
Q u a l i f i c a t i o n s  

 

I P S C  
D u n l e a t h  P e r s o n n e l  C o u r s e  
 
E x p e r i e n c e  i n  r e c r u i t m e n t  s i n c e  1 9 8 9   
 
K i k i  b e g a n  h e r  c a r e e r  a s  a  l e g a l  s e c r e t a r y ,  w i t h  a  t o p  l a w  f i r m ,  A . E . C o o k  &  
F a l c o n e r .  S h e  l a t e r  p r o g r e s s e d  t o  p o s i t i o n  o f  C a n d i d a t e  A t t o r n e y ,  d u e  t o  
h e r  l e g a l  s t u d i e s  w i t h  U N I S A .  I n  1 9 8 9  j o i n e d  A l a s  P e r s o n n e l ,  w h e r e  s h e  
b e c a m e  a  s u c c e s s f u l  c o n s u l t a n t ,  s p e c i a l i s i n g  i n  l e g a l  p l a c e m e n t s .  
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OUR TWO BRANCHES 
LEGAL & INSURANCE BRANCH SPECIALISES IN: 

Legal: 

Conveyancers 

Legal Advisors 

Professional Assistants & Associates 

Compliance Officers 

Candidate Attorneys 

Secretary & Personal Assistants 

Legal Secretaries (in the various field of Law i.e. Litigation, 

Commercial, Mergers & Acquisitions, Employment Law, Tax, 

Float Secretaries, Foreclosures, Debt review, Family Law, MVA, 

Telecommunication, Dispute Resolution, Competition Law) 

Intellectual Property Secretaries (Patent Secretaries) 

Conveyancing Secretaries 

Paralegals 

Legal Administrators 

Legal Bookkeepers & Accountants 

Legal Receptionists 

Company Secretaries 

Insurance: 

Underwriters and Claims Consultants in Short Term Insurance 

(Domestic & Commercial) 

Long Term Insurance staff (Underwriter & Claims  

Broker Consultants 

Portfolio Managers 

Loss Adjusters 

Fund Administrators  

Fund Accountants 

Recoveries 

Employment Benefits Administrators  

Sales & Marketing 

Call Centre Agents 

Call Centre Supervisors 

Business development Consultants 

Engineering Underwriters & Claims 

 

GENERAL BRANCH SPECIALISES IN: 
Senior Management: 
CEO 
Financial Director 
Managing Director 
Sales Director 
Operations Management 
Accounts: 
Financial Management 
Chartered Accountant 
Accountant 
Cost Accountant 
Bookkeepers 
Accounts payable 
Accounts receivable 
Internal/ External Auditors 
Audit Seniors/Managers 
SAIPA & SAICA Article Clerks 
Company Secretaries 
Tax: 
Tax Management 
Tax Consultants 
Tax Compliance Officers 
Expropriate Tax 
Sales and Marketing: 
Accounts Management 
Sales Consultant 
Sales Representatives 
Marketing Management 
Marketing Assistants 
Public Relations 
Events Coordinator 
Call Centre 
Internal Sales/Telesales 
Information Technology: 
Developers 
Programmers 
Designers 
Support/ Technicians  
Human Resources- Industrial Relations: 
HR Management 
HR Consultants 
Payroll/ Wages 

Office Support: 
Executive PA 
Personal Assistant 
Secretaries 
Girl Fridays 
Administrators 
Receptionists 
Data Capturers 
Hospitality/Travel: 
Franchise Management 
General Management 
Restaurant Manager 
Front of house 
Hotel Staff (Junior – Senior) 
Travel Consultants 
Maintenance staff 
Property: 
Leasing Management 
Property Consultants 
Portfolio Specialist 
Medical: 
Nurses 
Radiologist 
Medical Receptionist 
Assessors 
Architectural: 
Architectural Technologist  
Interior Designers 
Architectural Draftsman 
Construction: 
Quantity Surveyors 
Draftsman 
Forman 
Site Agent 
Technical: 
Tradesman 
Health and Safety 
Freight: 
Imports & Exports 
Procurement Officer 
Warehouse/Inventory/ Stores 
Drivers 



 
   

 

4 
 

 
RECRUITMENT SELECTION PROCEDURE 

    
 

Job Spec

•Client advises First Time Placements of position available. One of our Consultants or Marketing Officer 
completes a job specification form, containing criteria on the position, skills and personality 
requirements.

Seach/

Adverts

•An in-house “Database search” is executed for suitable candidates and adverts are placed on popular 
job portals.

Screening

•All Candidates are telephonically screened by the Consultants. Candidates are questioned thoroughly 
on their capabilities  and skills and overall suitability to a specific job.

Interviews

•Thourough interviews are conducted by the Consultants where further relevant information is added. 
Candidates also complete a personal questionnaire and basic typing, spelling and figures tests where 
applicable. 

•Reference checks are completed and credit checks will be included at clients request.

Shortlist

•Once we have shortlisted, only the most suitable candidates's resumes are refered to the for the client 
for their perusal.

Client 
Interview

•The client then advises First Time Placements on which preferred candidate(s) they would like to 
interview.

Candidate

Prep

•The Consultants then thourougly prepare candidate for their interview by way of a detailed email 
breaking down all job requirements of client, at the same time highlighting client culture and 
dynamic. 

Offer 

•Client offers candidate the position in writing and foward a employment contact. 

Checks
•A criminal record check is taken once candidate receives a job offer from client.
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ADDITIONAL SERVICES OFFERED TO OUR 
CLIENTS 

 
 
A  s m a l l  f e e  w i l l  b e  c h a r g e d  f o r  C r e d i t  C h e c k s ,  C r i m i n a l  C h e c k s  a n d  
Q u a l i f i c a t i o n  C h e c k s  r e q u i r e d  b y  y o u r  c o m p a n y  o n  c a n d i d a t e s  n o t  r e f e r r e d  
b y  F i r s t  T i m e  P l a c e m e n t s .  

 
 
 

 
 

 
 
 
 

 
UNFAIR DISCRIMINATION 

 
 
T h e  C o r p o r a t i o n  o r  a n y  o f  i t s  o f f i c e r s  d o  n o t  u n f a i r l y  d i s c r i m i n a t e ,  d i r e c t l y  
o r  i n d i r e c t l y ,  i n  a n y  e m p l o y m e n t  p o l i c y  o r  p r a c t i c e ,  o n  o n e  o r  m o r e  
g r o u n d s  i n c l u d i n g  r a c e ,  g e n d e r ,  s e x ,  p r e g n a n c y ,  m a r i t a l  s t a t u s ,  f a m i l y  
r e s p o n s i b i l i t y ,  e t h n i c  o r  s o c i a l  o r i g i n ,  s e x u a l  o r i e n t a t i o n ,  a g e ,  d i s a b i l i t y ,  
r e l i g i o n ,  H I V  s t a t u s ,  c o n s c i e n c e ,  b e l i e f ,  p o l i t i c a l  o p i n i o n ,  c u l t u r e ,  l a n g u a g e  
a n d  b i r t h .  
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EMPLOYMENT EQUITY STATUS & 
PLANNING 
 
 
 
 

 
F i r s t  T i m e  P l a c e m e n t s  i s  a  B E E  L e v e l  4  a n d  i s  c o m m i t t e d  t o  c r e a t i n g  a n d  
m a i n t a i n i n g  a n  e n v i r o n m e n t ,  w h i c h  p r o v i d e s  E Q U A L  O P P O R T U N I T I E S ,  w i t h  
d u e  c o n s i d e r a t i o n  f o r  h i s t o r i c a l l y  d i s a d v a n t a g e d  g r o u p s .   S t e p s  w i l l  b e  

t a k e n  t o  p r o m o t e  e q u a l  o p p o r t u n i t y  i n  t h e  w o r k p l a c e  b y  E L I M I N A T I N G  
U N F A I R  D I S C R I M I N A T I O N  i n  a n y  e m p l o y m e n t  p o l i c y  o r  p r a c t i c e .  
 
O u r  C o r p o r a t i o n  i s  c o m m i t t e d  t o  e n s u r e  t h a t  i t s  E m p l o y m e n t  E q u i t y  
o b j e c t i v e s  a r e  a c h i e v e d  i n  a  m a n n e r  w h i c h  c o n f o r m s  f u l l y  t o  t h e  f o l l o w i n g  
g u i d i n g  p r i n c i p l e s :  
 
 
 
1 )  O u r  o b l i g a t i o n s  w i t h  r e g a r d  t o  e m p l o y m e n t  e q u i t y  a r e  e x e r c i s e d  s o  a s  

t o  e n s u r e  t h a t  c l i e n t  c o n f i d e n c e  i n  t h e  C o m p a n y  i s  n o t  a d v e r s e l y  
a f f e c t e d .  

 
2 )  E m p l o y m e n t  E q u i t y  i n i t i a t i v e s  a r e  i n t e g r a t e d  w i t h  o u r  C o m p a n y ’ s  

b u s i n e s s  s t r a t e g y .  
 
3 )  E m p l o y m e n t  E q u i t y  i s  p u r s u e d  i n  a  m a n n e r  t h a t  w i l l  e n s u r e  e x i s t i n g  

s t a n d a r d s  a r e  r e t a i n e d  a n d  d e v e l o p e d .  
 
4 )  W e  e n s u r e  t h a t  t h e  a p p o i n t m e n t  o f  s t a f f  w i l l  b e  b a s e d  o n  m e r i t  a n d  

n o t  t o k e n i s m .  

 
5 )  A n y  d e c i s i o n s  m a d e  a r e  p r e s e n t e d  t o  s t a f f  t o  a v o i d  a n y  n e g a t i v e  

p e r c e p t i o n s  d e v e l o p i n g .  
 
6 )  W e  e n s u r e  t h a t  t h e  p r o c e s s  i s  f u l l y  t r a n s p a r e n t  a n d  e f f e c t i v e l y  

c o m m u n i c a t e d  i n  w r i t i n g  a s  s o o n  a s  p o s s i b l e .  
 
7 )  W e  e n c o u r a g e  a l l  e m p l o y e e s  t o  e m b r a c e  t h e  t a s k  o f  r e d r e s s i n g  a n y  

i n e q u a l i t i e s  a n d  d e v e l o p  a  s e n s e  o f  o w n e r s h i p  w i t h  r e g a r d  t o  t h i s  
p r o c e s s .  

 

8 )  D e c i s i o n s  a r e  m a d e  i n  a  m a n n e r  t h a t  d o e s  n o t  a d v e r s e l y  a f f e c t  
e x i s t i n g  e m p l o y e e s ’  j o b  s e c u r i t y .  
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