
 

 Smash that Application! 

Get it right!  

 Read the instructions carefully - if it says “complete in black ink” or “use block 
capitals” you need to do this. 
 

 Make sure you meet the job description/college/university entry requirements. 
Check your qualifications and predicted grades. 
 

 Research the company/college/university. You need to understand what they do and 
how you will fit in with their values. If you are applying to university, check that the 
course and the location is right for you. 

 
 Give full and accurate answers to all questions. For example, if you don’t know the 

address of your previous employer use a search engine to find it. Incomplete 
information makes you look lazy. Or if you need your predicted grades for a 
university, check with your school. 

 
 Read it over a few times to check for spelling and grammatical errors - these are one 

of the most common reasons applications are rejected. 
 

 Make sure you've filled in all the boxes that are relevant to you. If you leave a box 
empty, the employer might think your form is incomplete. If a box isn't relevant, put 
N/A or Not Applicable in the space provided. 

 
 You may be asked for supporting information. Write plenty of relevant information 

here - this is your chance to sell yourself to the employer and will be what secures 
you the interview. For help with the personal statement or personal profile, keep 
reading... 

 
 Have the job advert, job description or course information to hand when completing 

it to ensure that your answers address what they are looking for.  
 

 Ask someone else to proof read it and check it for you.  
 

 Photocopy or print out the finished form, so that you have a record of what you've 
written. You might need to refer back to it at a future stage. 

 
 Ensure that your application is submitted in plenty of time to meet the closing date. 

 



 

Personal Statement or Personal Profile - use your Skills Wheel 

     This is usually the hardest part of the form - a chance for you to really sell your skills and 
abilities. Now you have a completed Skills Wheel you will find it much easier to write your 
personal statement/profile. Make sure you have the application form or course details in 
front of you. If you have already written your CV, use it for inspiration. You can sometimes 
convert most of the information straight over.  

 If not, then think about what you have done in school or in your home life. If you think 
about the experiences you have had in your life, you will find it easy to demonstrate the 
different skills you have developed because it’s real.  

   Experiences from school could include:   

 clubs you are in 

 positions of responsibility held e.g. prefect 

 presenting in front of others, such as in assemblies or in class 

 creating or arranging something e.g. in music, art or technology 

 receiving awards e.g. prizes, certificates 

Experiences from home could include: 

 responsibilities around the home e.g. babysitting, looking after pets 

 organising activities for friends 

 hobbies and interests 

Don’t forget your work experience, this could include:  

 school work experience week 

 at school e.g. running a lunchtime club or helping the caretaker  

 a part-time job  

 helping friends or family with their work or business  

 voluntary or charity work at school or in your own time 

 the Duke of Edinburgh’s Award? 
Remember, it is all classed as world of work experience even if you don’t receive any pay! 
 
All of these experiences demonstrate skills of value to an employer or university. Write  
something about each of the skills requested in the job or course description and back 
these up with real life examples that show your achievements and additional skills.  
Your predicted grades or qualifications can be used to prove what you have achieved 
through working hard at school. 
Focus on why you want to work for this employer or do this course and how your skills and  
abilities will make you the perfect candidate. 

 

Believe in yourself - you can do it! 


