
Aims of the session:

• To draft, check and revise, and complete a strong personal statement in 
Word. 
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• You will work independently today to draft / complete your personal statement in 
Word so that you can check it. Remember to save frequently!

• Your tutors are available to support you in reading through the content of your 
personal statement and offering advice and to support you in checking grammar 
and spelling.

• Support each other and offer to read through for a friend and check for them too. 
• Remember that a personal statement is not simply a list of skills and qualities – 

providers want to hear how you can demonstrate or evidence those skills and 
qualities. You need to provide detail.

• You have the list of the four key sections in your workbooks with your notes.
• Your personal statement should be four or five paragraphs long.
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Examples of skills Examples of personal qualities

Organisation / Diligence Independent

Teamwork Patient

Presenting Proactive

Aiming high Caring / Kind

Problem solving Personable / Polite

Communication skills Hardworking

Creative thinking Curious

Numeracy Thorough / Diligent

Customer service Motivated

Decision making Confident

Leadership Responsible / Reliable

Analytical Respectful / Polite

Physical fitness Ambitious 

IT skills Adaptable 

Innovative Determined

Time management Dynamic

Staying positive / Resilience Enthusiastic

Using own initiative Friendly / Approachable
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Key reminders
• You will now need to work independently on this at home, using IT facilities 

at lunchtime or after school.
• Expect to produce several drafts.
• Proofread as many times as possible.
• Ask people you trust for their feedback.
• Share with tutors / members of the careers team who are here to help.
• Once happy, copy and paste your personal statement into the section on 

PS16.
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