
 

 

 

Profile 
 
The profile in My World of Work lets you create a personal statement based on summaries of tool 
results and other information within your account. 
 
To access your profile, register and sign in to the site and you will be taken to your account 
overview page. 

On your overview page, click on ‘Profile’ in the list of options on the left-hand side: 

Click on ‘Profile’ 



 

 

On the profile page, you will be shown the results from any tools you have already completed on 
the site, for example ‘About me’, on the left of the page. 
 
Click on the ‘Write summary’ button to the right of the results 

….and you will be shown a summary text box where you can write a summary of those results. 
There is a link just above the summary box for you to see a tutorial that will help you. 
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You can compete a summary, observing the word and character counts in the bottom right of the 
summary box, then click on ‘Save summary’ at the bottom when you are happy with it. 

 
When you have saved your summary, you’ll see a message letting you know that it has been 
successfully saved then you can click on ‘Back to profile’ to return to the overall profile. 
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On the profile page, you can scroll down to see results of other tools you have completed, e.g. Strengths 
and Skills.  These can be summarised and edited in the same way. 

 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
Further down the page there are areas where you can enter details of education, experience and 
achievements. 
 

 
 
In each of these sections, you can enter information by clicking on ‘Add/edit’ to the right of each 
section. 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
In the ‘Education’ section, you will be able to enter details of a place attended, qualifications 
achieved or what you’re currently studying: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Details added appear at the right of the page, click on the icons to edit or delete these. 



 

 

In ‘Experience’, you will be able to enter details of employment, paid and voluntary. 

 
As in the ‘Education’ section, details added will appear to the right (click icons to edit/delete). 
 
 
 
And finally, in the ‘Achievements’ section, you will be able to enter details of any other persona l  
achievements: 

Once again, as in the ‘Education’ and ‘Experience’ sections details added appear to the right 
(click icons to edit/delete) 
 
 



 

 

At the bottom of the page, there is a section to complete a personal statement based on the 
summaries from each individual section. Click on ‘Create personal statement’ to start: 

 
You will now see a blank text box for you to create a personal statement, and on the right side are 
the headings from the individual section summaries that you wrote earlier. If you click on the 
arrow to the right of each heading, the summary will be shown for you to refer to. 
 

 
 
You can now create a personal statement within the text box, within the recommended character 
limit shown (5000), then click ‘Save summary’ at the bottom to save. 
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Once you’ve saved your ‘personal statement’ you’ll see a confirmation that your statement has 
been successfully saved. 
 

 
 
You can click on the ‘Back to profile’ button to return to your Profile overview page. 
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