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Writing personal statements for jobs 
 

Some employer’s application forms have an ‘additional information’ section where you are encouraged to 

write about yourself. This usually takes the form of a whole blank page and may or may not have guidelines 

about how to fill it. Hence, it is often the most difficult part of the application to complete. It is also the most 

crucial. This is your opportunity to clearly and concisely tell the employer exactly why they should choose 

you! 

This document provides an outline of how you might tackle putting together an additional information 

section or personal statement. 

General hints and tips 

Your statement will help the recruiter to obtain more information about your suitability for the job on offer. 

Specific guidelines about what to include may be provided or you might simply be asked for ‘evidence in 

support of your application’. Either way, use the opportunity to distinguish yourself from other applicants. 

Think carefully before you write anything and decide what will be your unique selling points. 

Employers won’t have long to read your statement so start with a strong opening paragraph to grab their 

attention. Try to be original in what you write throughout your statement and make sure that it is relevant. 

Include all the information asked for. If you are not given specific instructions about content, you should aim 

to include the following: 

Why you’ve decided to apply for the job 

Describe what motivates you and attracts you about the job. Show that you have a realistic understanding of 

what is involved and can draw parallels with positive experiences you have already had, even if these have 

been in different settings. 

Why this organisation? 

Say why you want to work for this particular organisation, for example this might be related to its clients, 

ethos, reputation or staff development policy. Draw on the research you have done in preparation to apply – 

don’t just make it up! Be honest about your reasons (although don’t just say that the salary appeals!) and try 

to write concisely. 

Make the match against the job description 

State clearly and provide evidence of how you match the job description, using the information you have 

gathered as part of preparing to apply. This can be an ideal opportunity for you to demonstrate your 

relevant skills, attributes and specific knowledge. 
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Things you haven’t had chance to tell them about in other parts of the form 

You might also use this section to set out experiences that you feel are of ‘secondary’ importance ie, things 

that are still relevant but which you haven’t written about earlier in the form as they are not as important. 

For example, you might write about interests, leisure pursuits or volunteering that are not directly relevant 

to the job but where you have developed some pertinent transferable skills. 

Finally 

Be clear and concise when you write, keeping within any word count, and make sure you check for spelling 

and grammar – recruiters will also be reviewing your writing ability.  

Incorporate sub-headings or bullet points if you feel it is appropriate.  

Try to end on a high note with a positive concluding statement. You could re-iterate your motivation and 

commitment or, if you have one, provide a relevant and memorable fact about yourself. It is vital that your 

writing is impressive.  

Get a second opinion. Show it to friends and family and, ideally, someone who is knowledgeable about the 

job you are applying for, such as a working professional or course tutor.  

Keep a copy of your statement – it is likely to be referred to at interview. 

 


