PERSONAL WRITE-UP
OBJECTIVES
· provide a brief explanation of oneself

· demonstrates your ability to convince your prospective employers.
Many job application forms include a large space for candidates to write something about themselves that will convince the employers to take them on. These written statements are often called "letters of intent", "personal narratives", “personal write-ups”, "personal statements", or "statements of purpose". This can be quite daunting: what should you include in your personal write-up or statement and what should you not include?

1. 
What is a personal write-up?

 It is a writing sample describing you at your best, your reasons for choosing the job you have chosen, your professional interests, your objectives, and the unique ways you can contribute to the organization to which you are applying.  Employers often ask for your write-up because they want more insight into who you are and why they should hire you. The job application is standard and asks for objective facts and details that allows them to evaluate candidates against job requirements. A personal write-up, though, gives applicants a chance to express themselves through a short write up and highlight anything in their background that is helpful for the employer to know but not obvious on applications.
2.
Effective personal write-up

An effective write up shows your employer who you are, how you think, how you decide to act (or not to act) upon something and how you approach a problem and how you interact with your environment. It is NOT a resume or a letter of application. It may be read by a committee which makes a recommendation in the organization and thus do take your time to put your best foot forward.
The write-up is designed to communicate the following:
i. Writing abilities – grammar, punctuation, organization, creativity, expression, etc.

ii. Connections between your past education / experiences and future goals.

iii. Your philosophy of the profession and why you are pursuing an opportunity in that area.

iv. What makes you unique and different from the other applicants.
v. How you can be an asset to the company now and in the future.

3.
What to Include
It is important not to make a personal write-up into a dense, unreadable block of text. You need to write good prose in full sentences and break it up into small paragraphs. 
Try to write in a style that makes your statement fresh and slightly different to the formal prose of most of your application materials. You are trying to sell yourself as an attractive personality as well as a professional employee.
Include such things as:

i.
Events from your education/career to date that make you especially suited to the job 
(including volunteer work/work experience): it is important to be able to write about 
these events enthusiastically

ii.
What it is about the job that especially attracts you to it.
iii.
The skills/knowledge base you have that is relevant to the job.
iv.
What is the unique contribution you can make to the university/company? Check online 
for their mission statement and refer to that when describing how you can contribute

vi. Refer directly to the job description using the same language and then relate that to your 
own experiences
vii.
What are your career aims? You might have to be creative here! Tailor your answer to the 
job you’re applying for and make it seem as though you are desperate to pursue a career 
in that area! However, try to make your write-up as honest as possible; you want to 
come across as a real person and not simply parroting what you think the employers want 
to hear. It is a difficult balance to achieve.
4.
What not to include

It is very important that you tailor each personal write-up for the specific job you are applying for. Do not simply copy and paste an old personal write-up into your new application.

Also, do not be lazy and simply write ‘see my attached CV/cover letter’. While you may find yourself repeating much of the information contained within those documents, it is important to make an effort to craft something new here.

Although it is often called a ‘personal write-up’ this section of an application form does not require you to give ‘personal’ information about things such as your hobbies. While your interests might make you sound like a rounded individual (whether you enjoy the theatre, scuba diving or whatever), employers in a competitive job market do not actually care about such things. They want to know why you are the best person for the job. So unless the form specifically requests you to do so, don’t reveal details of your life outside the world of work.

5.
Revising and editing
As with all parts of your application, make sure as many people as possible proofread your personal write-up. Nothing says ‘unprofessional’ like a personal write-up full of typos or grammar mistakes. Also, while you may think you have expressed yourself very clearly, other readers may be able to highlight sentences or words that are incorrect, irrelevant or could be more clearly expressed. A good personal write-up passes through many drafts, so make sure you give enough time to the writing and re-drafting process.






Source:

Jobs.ac.ukwww.jobs.ac.uk/careers.../jobseeking
Language 
Verbs
Using active, positive words (these are normally verbs) in a CV or in an application form can give it additional impact and make a stronger impression on potential employers. Use action words to put over what you have achieved in vacation jobs or posts of responsibility - not just the tasks you have carried out.

Resist the passive voice, as well as the various forms of “to be” verbs (is, am, are, was, were; e.g., I am a diligent worker; Responsibility is one of my best attributes).
For example, rather than writing:

For my final-year project, I had to carry out a survey of patients' attitudes to health care services for the elderly. This involved interviewing patients in hospital and in their homes. A database was used to keep track of data collected. This project was finished on time and was awarded a 2.1 grade.
You should instead write:

Devised and prepared a survey of patients' attitudes to health care services for the elderly as my final-year project. Interviewed 70 elderly patients and obtained a substantial amount of data. Created a database to analyse and interpret this material. Completed this project three weeks ahead of schedule and achieved a 2.1 grade.
This example uses active verbs such as devised, prepared and uses active voice. 
Nouns are also important—good, concrete nouns—one of the most important being the personal pronoun; I. Consider the difference between the following statements:

Example 1

My involvement with Mazuba Corporation helped me come to an understanding about how one properly manages a team of motivated but disparate young professionals.
Example 2
While working at Mazuba Corporation, I managed a team of ten employees, organizing and leading weekly team planning meetings, conducting frequent individual conferences with team members, and negotiating the disagreements that inevitably arise among a group of motivated but disparate young professionals.

In the first example, the noun performing the action becomes “involvement,” thus deflecting the emphasis from your own accomplishment. And notice how the use of such a noun forces the verb to become weaker as well (helped me come to), which in turn leaves you no other choice but to use the word “understanding”, another ambiguous noun. In the second example, the focus (and also the credit) is on you and the specific work you accomplished. Accordingly, also beware of: My education, My experience, My background, My involvement, etc. Such phrases will inevitably be useful, but try to limit yourself.

Adjectives

There are many powerful adjectives that can help you in describing your skills and talents.

For example:

meaningful, important, challenging, invaluable, rewarding, organized, diplomatic, creative, flexible, influential, experienced, etc.

However, do NOT simply give empty, vague, clichéd adjectives. A good concrete example is worth a bucket of such adjectives.

Example:  
An innovative thinker - do not simply say this, provide or explain an idea which you have suggested that was successful.
A good problem solver – if you state this, provide an example of a problem you have solved and how.

Editing your work
· Be concise. Employers often read hundreds of applications. The more watered down your prose, the more watered down and boring a candidate you become.

· When editing, be on the particular lookout for strings of qualifying phrases, often beginning with a preposition. Most of these phrases can be cut, the sentence rewritten in a more direct fashion. State your meaning as clearly and as directly as possible.
The following are some useful phrases or expressions that could help enhance your personal statement or personal write-up.
	LANGUAGE EXPRESSION
	EXAMPLE


	While.... I gained not only ….. but also… 
	While preparing to these Olympiads I gained not only much new knowledge and experience but also confidence that devoting myself to physics was the right decision.

	When I was…… I was struck by…..
	When I was taking special laboratory courses on advanced optics, I was struck by...

	Of great interest to me was ….
I found….. to be of the greatest interest to me.
I especially enjoyed working on…
	Of great interest to me was the 2-photon spectroscopy. 

2-photon spectroscopy is of great interest to me.
I found modeling of cellular development to be of the greatest interest to me.
I especially enjoyed working on the new  model.

	To help you understand my …… better, I would like to………
	To help you understand my current goals better, I would like to explain my educational experience up to this point.

	My extensive knowledge of….. proved to be very useful in……
	My extensive knowledge of physics and mathematical modeling proved to be very useful in understanding the principles that underlie biological phenomena in cells.

	My interest in….. deepened when…..
	My interest in optical phenomena deepened when in 1998 I joined the MIPT optical laboratory of Prof. X

	I carried out my…..under the guidance of…

	I carried out my first research project in biophysics at ... Institute in the biokinetics research group under the guidance of Prof. X 

	These activities gave me…. as well as….
	These activities gave me valuable experience as well as satisfaction of hard work.

	Along with….I also….
I enjoyed …… and I believe that ……
	Along with my studies and research work I also held a part-time position as a physics teacher at Phystech College, which is an extracurricular high school. I enjoyed this job greatly and I believe that this experience will significantly help me both in my TA assignments and in my future academic career.




Other useful expressions are:

The ultimate goal of our research is/was to check...
The laboratory I work in primarily deals with...

In this lab I have gained experience of working with the equipment for...
From the beginning I was actively involved in the research in this laboratory.
Currently I am working on a second research project.../ on the part of this research project that deals with...
This research is/was especially interesting because...
All these significantly improved my understanding of the subject and further enhanced my interest in it.
After graduation I plan to continue my scientific career in the field of...
Source: 
http://alumnus.caltech.edu/~natalia/studyinus/guide/statement/phrases.htm
A good example of a personal write-up:
Applicants with job experience

1.
A highly driven merchandiser with over 8 years’ experience at leading fashion chain 
retailers. Helped deliver increased team sales in excess of 10% per year over the last 3 
years, despite challenging market. Particular expertise in new product development, 
contributing to packaging design of 3 new lines in current role. Valuable experience in 
developing ecommerce business alongside high street retail.
2. 
A professional charity fundraiser with senior level experience spanning direct marketing 
and capital fundraising campaigns. In last 2 years have initiated and launched a campaign 
that raised £6 million within 9 months, for a top 50 charity. Adept at using social media, 
TV, telemarketing  and face to face fundraising methods. Now seeking to use my 
skills in a part time role at a smaller charity, to have more hands-on input.  
3.
A dedicated and compassionate medical professional who specialises in the field of spinal neurosurgery.  Able to demonstrate strong clinical expertise with the proven ability to assess and investigate patient symptoms and make appropriate decisions on the most appropriate treatment accordingly. Committed to the field of research and development with the aim of improving standards of medical practice through the use of technological advances. A valuable member and leader of a successful multi-disciplinary team who thrives in highly pressurised and challenging working environments. (Taken from the CV Book, available on Amazon)
Applicants who are new graduates
1.
An adaptable and responsible graduate seeking an entry-level position in public relations 
which will utilise the organisational and communication skills developed through my 
involvement with Kent Rag and promotional work during vacations.

During my degree I successfully combined my studies with work and other commitments showing myself to be self-motivated, organised and capable of working under pressure. I have a clear, logical mind with a practical approach to problem solving and a drive to see things through to completion. I enjoy working on my own initiative or in a team. In short, I am reliable, trustworthy, hardworking and eager to learn and have a genuine interest in PR.   (source: University of Kent)

2.
A recent business economics graduate with a 2:1 (second class upper) honours degree from the University of Thames, looking to secure a Graduate Commercial Analyst position to use and further develop my analytical skills and knowledge in a practical and fast-paced environment. My career goal is to assume a role which allows me to take responsibility for the analysis and interpretation of commercial data for a well-respected and market-leading leading company.
3.
As recent graduate from Durham University, with a 2:1 honours degree in media communications, I have undertaken several internships within leading organisations such as Bertelsmann and Times Warner. These placements have enabled me to develop not only specific media industry experience, but also a valuable and transferable skill set in this fast-paced sector. 
4.
I have recently graduated from ABC University where I gained a 2:1 in Media Studies. I have since worked for Data Bina which has enhanced both my creativity and knowledge of the industry. I am a passionate individual looking for a new challenge. In my last role I worked on Healthy Living Campaign at Data Bina and achieve a good national coverage. This is which is why I am now looking to develop my career even further.
Poor example of a personal write-up – because it is too vague and does not give specific examples.
1.
I am hard working, a good communicator and well-organised. I am a Project Manager, 
able to work well in a team and individually. My experience working under pressure 
means I can meet deadlines every time. Also, I am a good problem-solver, have a creative 
mind and think laterally.
2.
I am an energetic and enthusiastic person who enjoys a challenge and achieving personal 
goals. My present career aim is to work within IT because I enjoy working with 
computers, I enjoy the environment and I find the work interesting and satisfying. The 
opportunity to learn new skills and work with new technologies is particularly attractive 
to me.
Sources:
 www.timewisejobs.co.uk/article/how-to-write-a-personal-statement/
http://www.cvservicesreview.co.uk/cv-tips/writ www.reed.co.uk › Cover Letters › Cover letter templates
www.theguardian.com › Guardian Careers › CVse-your-personal-profile.htm
http://www.jobulo.com/advice-articles/personal-statement-cv-examples/
Practice Activity 
The following are examples of a personal write up. Choose one and give your comments whether it is good, average or bad. Provide evidence for your comments.

SAMPLE A
Let me introduce myself, my name is Minah Mohd My characterization is friendly, willing to learn new skills, self-motivated and independent, aggressive, can work under pressure and meet tight deadlines.

I received an early education at SK Selayang Jaya after finishing my middle school at SMK Ideal Height. My PMR result is not good, so I applied Engineering School at Negeri Sembilan in major Civil Engineering. After I finish my SPM, continued my studies at Shah Alam Polytechnic in Diploma Civil Engineering.

After I graduated in 2007, I worked at Takajima Infra (M) Sdn Bhd in Sri Kembangan as Technical Assistant. My scope of work in Tajima is prepare monthly report for submit to client and Management, involved project documentation. 

After working for 2 years in Takajima Infra, I worked at Rancang Bijak in Senawang for 2 years as Site Supervisor. As long as I work here have been involved 3 construction projects 2 at Negeri Sembilan and 1 at the Johor. As long as working as a site supervisor I have to work with variety workers. My workers are from Indonesia, and Bangladesh. Because of my family matter, I resigned from Rancang Bijaksana and worked at Associated Concon (M) Sdn Bhd (ACPM) at Batu Caves as project Coordinator for 3 years. My Scope work at ACPM different from my previous jobs. I doing preparation monthly claims, managing my department filling system and documentation, estimating quantity of concrete and steel.

Just because of the salary increase to much I try to find another job. Now I work in company Oil and Gas as project administrator at Bereau Versatile (M) Sdn Bhd. I know this job is total different with my previous company totally different from what I learned in polytechnics. My boss asked me to continue my studies in Degree. As his encouragement, I have applied for continued study at Central University in Bachelor in Civil Engineering.

Base in my 10 years’ experience in industry construction and oil and gas a lot of client a colleague make me learn something every day. No matter how they treat you, you know who you are. Just doing best for your future.

SAMPLE B

I am writing to convey my interest in the Civil Engineer position at ABC Consultant. I am currently employed as assistant engineer at Jabatan Kesihatan Kuala Lumpur. I believe that the skills and experiences I have gained at this position make me an ideal candidate for the said job. I have amassed over 4 years of significant, progressive experience in civil engineering projects within the construction and gas industries. During my career I have participated in more than 20 civil engineering projects, all of them were successful. My progressive engineering experience has provided me with the opportunity to develop strong client relation building skills and an ability to lead multi-disciplinary teams. I am experienced at applying the principles of civil engineering when planning, designing, and overseeing the construction and maintenance of structures and facilities. I have also gained extensive experience from the training and short courses I enrolled in throughout my career. I even completed my degree part time working. I have a “never say die attitude” and will finished my task no matter what happens. I am confident that with my experience and skills I can Legislature and my research and writing skills qualify me for consideration. If you would like, I can lead the engineering team to greater success. I hope to hear from you soon.
SAMPLE C

I would like to apply for the post of Project Engineer in your company. The position seems to fit my interest and qualifications very well. Currently, I am working as a Technical Supervisor in Sime Darby Property Berhad. I am looking for a company that provides me a more challenging environment and allows me to gain new experience in order to achieve my goal as a professional engineer.

I recently graduated from the University Teknikal Malaysia with a bachelor in Civil Engineering as a part time student. My class was on every weekends and I had to sacrifice my weekend’s holiday to a study mode. However, it was all worth it as now I am a graduated engineer and I believe that I am a person that will give full commitment on my responsibility.

I am qualified in doing multitasking works, highly motivated, can give full cooperation to team, and can work well under pressure. I believe that if given this opportunity, I will able to use skills, knowledge, and expertise and experience that I have acquired to lead the operation to greater heights.

If I am chosen as a Project Engineer in your company, I will work hard towards achieving the objectives and goals of the organization. I am willing to attend any training provided by the company to enhance my skills and knowledge. I would like to improve myself in any way possible.

I hope that my application will receive a favorable reply from you and will be given due consideration. I am looking forward to meeting you as soon as I am considered to further discuss my qualifications and experience.

SAMPLE D

My name is Shahjehan. I am 32 years old. Now I work in Dengkel as a Assistant Land Officer. I have been serving more than 4 years. In the Land Office, I was placed in the technical and enforcement units. But my job is more focused on land enforcement. As an Assistant Land Officer, I was told to make sure there was no intrusion of government land such as road reserves and so on. If my report has an intrusion, we will enforce enforcement of such structure as collapse. Than that, I was assigned to make sure there was no violation of the land requirements in my area. If there is a landlord in breach of the terms, I will give notice to remedy the land in accordance with the real conditions in the land grant. I was also given the task of my supervisor to measure the kingdoms of the kingdom in the village. This is because I have experience in a licensed surveyor company. I also often patrol the lorries that carry the rock material to make sure they have 4C permits from the land office.
I am a dedicated worker. Hence I have recently received Excellent Service Awards (APC). I can also receive instructions from the leader even though the instructions are asking for immediate problem. I can work under pressure and I like the pressure. A given pressure allows me to perform the task as best we can.
SAMPLE E

My name is Mohammad Johari. I am 28 years old. I am a Diploma holder in Electronic Engineering from Ungku Aminah College. Currently, I am a technical assistant at Cawangan Kejuruteraan Elektrik, Ibu Pejabat Jabatan Kerja Raya Malaysia. I have been working for six years. As for my department, Ministry of Health is our client. We have to managed projects such as hospital, health clinic, and nurse college. As a technical assistant, my job scope includes attending project meetings, designing an electrical installation system from concept design to tender drawing, preparing a bill of quantity and tender document, and evaluating tender document based on government requirement.

One of the challenges I am facing is doing multiple tasks for different projects at one time. While at the same time, need to meet the projects deadline.

As a person, my strength are I am a punctual person. I am committed to meeting deadlines and taking responsibility for the quality of my performance. Other than that, I am able to work with many different people. I enjoy learning from everyone I meet. I had to develop strong relationships across departments, and my ability to communicate with people allowed me to do this successfully. This job requires a lot of teamwork in a large department, and I believe my communication and interpersonal skills will allow me to complete this work successfully.

A personal write-up (or a personal statement) refers to a particular type of information needed on an application form. This is required on the application form for teacher training positions and on many undergraduate and postgraduate (university) application forms. The write-up may also be requested for certain type of positions with non-profit organizations, or for internship applications. 








Personal write-ups written by those hoping to get on an undergraduate or postgraduate course are slightly different, so do not be misled by the large numbers of websites advertising help with writing personal write-ups. These are aimed at high school and college students and are less relevant to you as a jobseeker.











