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HOW TO WRITE A UCAS PERSONAL STATEMENT
It’s sssoooo exciting……!!!!!!

You’ve reached that stage in your life when you’re ready to move onto the next stage and head off to University or College next year…

However, the scary application process is in front of you. Don’t worry, this guide is designed to help you through it, 

We will follow it through over the next few weeks in Social Education and you can take it home to help you.
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Overview of the Process
Apply is the application system that allows you to apply online for full-time undergraduate courses at universities and colleges in the UK. You will be asked to complete the following sections.

You will need to mark every section as complete before you can send your application 
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Registration

1. log on to www.ucas.co.uk
2. click on Apply

3. click on ‘register or log in to use apply in 2010’

4. click on the red ‘register’ button

5. follow the instructions…….!!!!!
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Complete registration before the summer holiday

Complete the whole form except the 

Personal Statement and course choices by September 2nd
Draft Personal Statement printed and handed to 

Guidance Teacher by September holiday

Teacher references completed and issued to staff 

by 30th September

You ensure all references are returned by

October Holiday

Form is fully completed

 and sent to Guidance teacher

by October Holiday

Fee paid to the school if not paid online

By November

If all of these deadlines are met the school will send your form and reference to UCAS by January 2010





Now you have some idea of why you're writing a Personal Statement you need to think about what you're going to write in it. You don't need to start thinking about the wording or structure yet, just get down some ideas of the things you think you could put down.

The best way to do this is to use a set of headings and write bullet points about how you relate to these headings. Here are some headings to think about.

· What you want to study at university and why
· Specific aspects of the courses that interest you 

· Examples of coursework you have completed

· Practical work you have enjoyed

· Things you have read related to the subject area

· Work experience or voluntary work in this area

· Conferences you have attended

· Personal experiences which lead to the decision to take this subject

· Where you hope a degree in this subject will lead.

· Experiences which show you are a reliable and responsible person
· Part-time job

· Business enterprise

· Community and charity work

· Sixth year committee

· Helping out at school events and open days.

· Young Enterprise, World Challenge, Duke of Edinburgh award, Asdan Award

· Debating societies and what you've gained from these experiences.

· Your interests and skills
· What you like to do in your free time

· Sport and leisure activities

· Subjects you study which are not examined

· Musical instrument which you play

· Languages which you speak

· Prizes you have won or positions achieved in your interests
















.


.









You should now have lots of bullet points about yourself, all of which will be useful in preparing your personal statement. Don't worry too much if you don't seem to have done much off the list, just think about things you've done which show all your good qualities, or could be written as to show your good qualities.

The important thing is that you have a good reason for why you want to study the course, it doesn't matter if the reason sounds stupid at the moment - you can work on the language later. All admissions tutors will be looking for people who are enthusiastic and passionate about the subjects they want to study, so make sure you really are. If you're choosing this course just because you can't think of anything better to do, that's not a good enough reason, and maybe you should consider looking for a course you enjoy more.



Spend most of your time on the start and finish of the personal statement.



In our opinion it's a good idea to start with why you want to take your subject, and finish with why you want to go to university or what you want to do next.

A few general things to think about…


Ok now you've thought a bit about what you should include, you may have an idea of how you think yours might go.

Before you start, here are a few things that S6 pupils over the past few years have said about ‘good’ personal statements

· Not sound arrogant and pretentious. 

· I would try not to start any sentences with I

· Try and have an interesting phrase to start and finish on

· Try not to quote books, magazines or publications and make it sound like I had only read them so I could put them on the statement

· Do not lie outright and stay as close to the truth as possible

· Don't try to be funny or make jokes in your statement, partiularly if you’re not!

· Don't include your hobbies and interests unless they are relevant or say something amazing about you

· Don't use vocabulary you don't normally use and just looked up in a dictionary

· Don't repeat things already on your UCAS form like exam results

· Don't write a list of all your hobbies and interests without explaining them

· Don't say you are going to do something before you come to university

· Don't include boring phrases or hobbies which everyone does

· Don't take any political viewpoints

These are really just ideas you might want to use - remember a personal statement is supposed to be personal and you should write whatever you think will work for you.

If you think you are really witty and some light humour will go down well in your statement then put it down. 

Exercises that might help….

UCAS- Personal Statements
What sort of language should you use?

Here are some phrases students have used in the past. 

Can you re-word them to sound a bit better?

Although I have not completed my Duke of Edinburgh Silver Award I have done all the work for it.

In fourth year I was made to go on work experience to a bakery.

This year at school all our S6 become prefects.

Although I didn’t get the results I hoped for last year I will work really hard this year.

I am a fun-loving person who is still willing to work hard

I enjoy being a prefect and don’t mind giving up my free time to help

My part-time vocational experience on a farming establishment has extended my knowledge base about political climates and the countryside.

I done a lot to improve my work this year.

I am responsible, organised and hard working so I am well suited to a degree at your university

I passed my driving test first time which means I am organised

Assisting in junior music classes has enabled me to become approachable and 
helpful which I feel would be profitable at University

These experiences should prove useful at University in studying and in the achievement of the course as a whole.
I feel proud to have taken part in supplying the community with the opportunity of enjoying diverse music

Exercises that might help….

UCAS- Personal Statements 
Still stuck and don’t have enough to say? Try these?

1. List the top 10 reasons why you wish to study your chosen subject

2. Who has influenced you the most to study your chosen subject?

3. What are your future intentions and goals?

4. Who is it that inspires you and why?

5. What have been your greatest accomplishments?

6. What areas of your chosen subject do you most like?

Getting the right tone and style 

It is often said that personal statements are often autobiographical. This may well be true, because a wise maxim is “write about what you know.” And, if there is one thing we all know more about than anything else it is our own lives. Often students only write about the reasons why they wish to embark on a particular university course and many personal statements lack emotion. However, in a work of fact, emotion, is a key ingredient in successful personal statements. 




You need to use language which makes you sound enthusiastic about your courses and an interesting person. If you're still wondering what sort of language to use look at existing personal statements, prospectuses and on the web to find sentences which you think fit your views.

University prospectuses are a good place to look, find your course, see how it is described and see if you can work anything similar into your personal statement.


When the admissions and subject tutors look at your personal statement, they are likely to be asking these main questions:

1. Do we want this student on this course

2. Do we want this student at this university?

3. Is the student suited to the course that they are applying for?

4. Does the student have the necessary qualifications and qualities for the course?

5. Is the student conscientious, hardworking and unlikely to drop out?

6. Will the student do their best and cope with the demands of the course?

7. Can the student work under pressure? 

8. Will the student be able to adjust to their new environment at university?

9. What are their communication skills like?
10. Are they dedicated to this course and have researched it well?

11. Do they have a genuine interest in the subject and a desire to learn more about it?

Now you need to think about exactly why you want to take this subject. Even if you are 100% sure that this is the course for you, you still need to get this idea across to the admissions tutors. If they accept you, you are going to be studying this course for at least the next three years, and you need to convince them that you are committed to it. Have a think about exactly why the subject appeals to you, and write down as much as you can about it. It doesn't matter if you only scribble a few notes, you can modify them before you write the statement, the important thing is you can be sure of the key reasons why you want to take the subject. Write down as many as you can, if you have too many you can always just pick the best. Other than that I can't give you much more advice - only you know exactly why you want to take your chosen course, but bear in mind, if you can't think of any good reasons - should you really be taking that subject?



The middle bit

Her are some ideas about how to structure your Personal Statement, but remember that list you made about what you should include; if you’ve got a lot to say try and divide it into relevant paprgraphs and think to yourself- “Why will the University Tutor care about this?”

Paragraph 1: Introduction to my subject, the parts I'm interested in and why
Paragraph 2: What I had done related to my subject which wasn't on the UCAS form
Paragraphs 3 and 4: work experience and things I had done in school
Paragraph 5: My interests outside of school (also contained my responsibilities) 
Paragraph 6: My goal of going to university and closing comment

Or

Paragraph 1: Why you chose these courses
Paragraph 2: Work expereince
Paragraphs 3 and 4: School expereicnes
Paragraph 5: Experiences outside school 
Paragraph 6: Other achievements

Paragraph 7: Closing statement and Career goals



Structure Outline 
The following draft outline will help you capture the right words to create your personal statement.

Paragraph 1: Powerful introduction - (150 words)
Start with a unique paragraph about yourself: why do you want to study, or who motivates you in your study topic? The first two sentences should be special in order to engage the attention of the admissions officers.

Think of an attention-grabbing event in your life that made you decide to go to university.


Paragraph 2: Educational background - (100 words)
Compose a short summation of your education background in your study area. 
Remember to be brief, as the admissions officers already has your exam grades.


Paragraph 3: Your personal experiences - (150 words)
This may include a brief synopsis on your family, your accomplishments, or grades. You need to provide a description of why you are an excellent student. Don't forget to include reasons why you wish to study at university.




Paragraph 4: Why should they choose you? - (100 words)
Write a paragraph which outlines your abilities that will sell you to the admissions officers. 


Paragraph 5: Summary and conclusion - (100 words)
This paragraph will tie everything together. Integrate all the information gathered in the above paragraphs and finish on two positive sentences. The closing sentence, again, must be powerful. 

 Word Bank

Try to use a variety of adjectives to describe your skills and qualities. This not only shows that you have a variety of skills and qualities, but it stops your personal statement becoming repetitive

	Able

	Able to produce results

	Adaptable

	Adventurous

	Ambitious

	Analytical

	Assertive

	Caring

	Careful

	Committed

	Communicative

	Conscientious 

	Considerate 

	Courageous 

	Creative

	Dedicated

	Dependable 

	Determined 

	Diligent 

	Efficient 

	Energetic


	

	Enthusiastic 

	Fast

	Flexible 

	Forthright 

	Friendly 

	Good sense of humour 

	Hardworking 

	Helpful 

	Honest 

	Humorous

	Imaginative 

	Incisive 

	Insightful

	Intellectual 

	Intent

	Intuitive 

	Masterful

	Neat 

	Organized 

	Patient

	Perceptive 


	Persistent

	Persuasive 

	Persuasive 

	Polite 

	Precise 

	Productive 

	Responsible 

	Sensitive 

	Strong 

	Supportive

	Tactful 

	Tenacious 

	Thorough 

	Thoughtful 

	Trustworthy

	Versatile 

	Warm 

	Willing 


How do I finish?

You’ve finished the actual writing, so now what do you do? Well, for a start, don’t be in a hurry to send off your personal statement before checking it. Few, if any, writers never need to revise their work. Some do as they proceed but most will get their first Personal Statement draft down on paper without worrying too much how it’s written, and then, when it’s finished, go over it, pruning, polishing and tightening the general words. 


It is advisable to check the following: 

· That you haven’t been over-the-top with adjectives and adverbs. 

· That you haven’t used clichés or hackneyed phrases but have found fresh images always of describing yourself in the best possible light.

· Make sure you haven’t constantly used the same word in the same paragraph. This can be very irritating to the admissions officer and it only needs a little more thought to re-word

·  Make sure your spelling and grammar and impeccable. If in doubt consult a dictionary and/ or grammar book or ask someone whose knowledge of English your trust to read this through for you. 

· Make sure you haven’t used over long, unwieldy sentences or paragraphs. If you have you must break these up.

· Check that you’ve started your personal statement with a powerful introduction so this captures your reader’s attention – straight away. 

· That your structure is easy to follow and that each sentence hooks into the next line 
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Personal details


In this section, you fill in the details of your work, exam result and various other personal details. 


Make sure you use the Help buttons if you are unsure what to write; missing out questions can lead to problems later on like a big bill for your fees!





Registration


You need to register to use Apply. In this section we need to know certain personal details, such as your name, address and date of birth. We also ask you to read and accept the terms and conditions for using Apply. The registration process generates your username and you create your own password, which you use to log in to Apply. 





HELP!


There are two types of help available in Apply. We provide help that gives you an overview about the current page that you are viewing, and help that is specific to any field that requires you to enter details or select an option on-screen. Please make sure that you read the help text before completing your application.





Personal statement


You are asked to complete a personal statement, which tells your universities and colleges why you are applying for the course(s) you have chosen and why they should want you as a student. This statement helps universities and colleges to know more about you as a person. This is the most time consuming bit and will take you several weeks- get started early and use teachers, parents and friends to criticise your work!





Pay and send


You pay the application fee of £23either online using a credit or debit card or by passing a cheque to the school office made payable to East Lothian Council. After this section is complete, your application is sent to your referee. Once UCAS receive your application from your referee, we will process it, send a copy to each of your chosen universities and colleges and send you a welcome letter.





Reference


Your application requires a reference from a tutor, careers adviser or other professional who knows you well enough to write about you and your suitability for the course. If you are applying through a school or college, this section will be completed by your referee. If you are applying independently, your referee should write the reference and give it to you, so that you can complete the section. 





Remember…..





This is your application form, not the school’s


You are responsible for meeting deadlines, paying for the application and proof reading it


Your Guidance Teacher and parents/ carers are here to support you, not to do the form for you


The school offers you the option of providing a reference. If you would rather someone else wrote it that’s fine!


Your Guidance Teacher may have over 30 references and forms to complete and each reference can take over an hour- if you don’t meet our deadlines we don’t promise to get your form in on time!!








Buzzword





User Name





Password
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The Personal Statement is your opportunity to tell universities and colleges about your suitability for the course(s) that you hope to study. You need to demonstrate your enthusiasm and commitment, and above all, ensure that you stand out from the crowd.
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Does it matter?


Some course tutors find Personal Statements crucial when making decisions, whereas others might not put as much emphasis on them. Since you do not know who will be looking at your statement, the safest thing is to do a good job. 





In many cases, applicants are not interviewed, so this may be your only chance to make the case for you to be offered a place. 





Remember that the person reading your statement is an expert in your chosen area of interest so they will want to know the reasons why you have chosen the subject.





GAP YEAR?


Why you're taking a Gap year (if you are)


Why you want to take a gap year


What you plan to do


How this may relate to your course


If you're not taking a gap year avoid this section. If you are it could still be left out, but you may be asked why you're taking it at an interview.
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Make brief notes against each of the headings….





What you want to study at University and why





Specific aspects of the courses that interest you 





Examples of coursework you have completed





Practical work you have enjoyed





Things you have read related to the subject area





Work experience or voluntary work in this area





Conferences you have attended





Personal experiences which lead to the decision to take this subject





Where you hope a degree in this subject will lead.





Experiences which show you are a reliable and responsible person
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Part-time job





Business enterprise





Community and charity work





Sixth year committee





Helping out at school events and open days





Young Enterprise, World Challenge, Duke of Edinburgh award, Asdan Award





Debating societies and what you've gained from these experiences





Your interests and skills





What you like to do in your free time





Sport and leisure activities





Subjects you study which are not examined





Musical instrument which you play





Languages which you speak





Prizes you have won or positions achieved in your interests





Remember to


 ask yourself…


Who Cares?!





Next Steps… you could….





Traffic Light your list


�
Use red, amber and green to highlight the importance of the things on your list to the University admissions officer- 





�
�
Colour code your list into paragraphs�
Link relevant experiences into groups by using highlighter pens


�
�
Just start writing�
Don’t worry about language or spelling just now, just start writing�
�
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A good ending will mean the reader remembers what you wrote, and hopefully will recommend you.
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A good start will interest the reader and cause them to read the statement properly rather than just scanning it.
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Word processing…


You would be mad to try handwriting the Personal Statement. Save yourself a lot of time by starting on the word processor, 





In that wasy you can keep going back to the original and changing it rather than starting from scratch every time.
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From looking at example personal statements you have probably found some language which you like or think works well. The first thing to remember is don't directly copy any of it - not even a single sentence! The reason is, copying statements is plagiarism, and if an admissions tutor sees a statement they recognise they will probably reject you instantly. You should also not copy single sentences for the same reason, sentences which stick out in your mind, may stick out in the examiners also. It is ok to find a sentence or paragraph which is saying what you want to say and adapt it to fit yourself though.
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Copycatch Software


UCAS employs a sophistocated software system to catch people who do not write their own Personal Statement. Any statements showing a level of similarity of 10% or greater will be reviewed by members of the UCAS Similarity Detection Service team and the Universities will be informed





If you are applying to an oversubscribed university course, and everyone applying is likely to have good grades, the personal statement is the only thing that tells you apart from other applicants, so you want to try and make yours as good as possible.





The personal statement is the only bit you really have control over, so this is your chance to present a good image to the admissions tutor, even if your grades don't really reflect that image.
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How do I start?


We would suggest you have a pretty good idea of what course you want to study before continuing much further with your personal statement. Generally personal statements are quite specific so if you decide to change the course you are applying for you would need to rewrite your personal statement.


Before you start remember this is a "personal" statement - i.e. it's about you, and there is no real right or wrong way to do it. What we've written is just a guide, and should not be stuck to rigidly. You may find by choosing your own structure, and writing what you want to write about, gives a better picture of yourself to the reader than anyone else can.
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These are the sort of questions you need to answer in your personal statement. Unfortunately you cannot answer them directly, you need to provide evidence and make it sound believable.





What if I want to do a joint degree?


There are two options you can use to tailor your personal statement to joint degrees (ones where you take two subjects e.g. economics and politics). You can talk about just one subject which you feel is most important, and not mention the other. This has the advantage that you can apply for two different joint degrees and only talk about the common element e.g. for economics and politics and politics and law, you would only talk about law. If you decide to do this make sure you talk about the qualities you have which show you are suitable for the other part of your joint degree. Alternatively you can just talk a bit about why you want to do both subjects, which approach you choose will probably depend on how closely related your subjects are.








What if I want to apply for different subjects?


There is no easy way to write personal statements for two unrelated subjects. If the subjects are similar such as maths and statistics or accounting and business studies you may find you can write a general personal statement which applies equally to both courses. If this is the case you many not want to mention either of the subjects by name, and instead talk about the related work that you've already done and how you've enjoyed it.


If your subjects are totally unrelated there is no way you wan write a Personal Statement which will cover all of them. Instead you need to come up with a statement that gives you the best chance of being accepted. For example if you are applying for one subject at four of your choices and another subject at the other two, you may just want to write a statement related to the subject you chose to study at four universities and either forget about, or change the course at your other two choices.


You also want to consider your predicted grades in relation to the universities you are applying to. Universities which normally make lower offers are less likely to be concerned about a badly targeted personal statement, whereas for universities which make high offers, the statement will be much more important. Try and alter your statement so it is more specific to the universities which ask for higher grades, as this will give you the best chance of being offered places at all your choices.


There will probably be some cases where there is nothing you can do, for example, if you are applying for three totally unrelated subjects each at two different universities. There is no advice which will help in a situation like this, except just to consider whether this is really what you want to do. Even if you do apply for three different courses, you will only be able to study one of them, so if you can try to limit your choices to similar subjects.





Remember to ask yourself- 


Who cares?!





Once you have had a go at the statement, be brutal with yourself. Keep asking the question “who cares?” about what you have written. You must keep the statement relevant to the University Tutor or they will simply stop reading or doze off!





Don’t worry at this stage if you have far too much. It’s much easier to cut down than to add more.
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Bullet point what you’re going to say:





Bullet point what you’re going to say:





Bullet point what you’re going to say:





Bullet point what you’re going to say:





Bullet point what you’re going to say:
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