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Learning outcomes

This activity will help you to:
% access and update your profile on My World of Work
% use information from your profile to create your personal statement

% understand how your personal statement can be used to support job, college and
university applications

Activity
Introduction

The profile tool on My World of Work allows you to record information about your interests,
strengths, skills and achievements. As well as education and experience.

This activity will help you to create a personal statement using the information in your
profile. Your personal statement can be used to support job, college and university
applications. It can also help you when creating your CV and preparing for interviews.
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Instructions

Before you start
% Make sure you have set up an account on My World of Work,

www.myworldofwork.co.uk and sign in
% If you do not have an account, click ‘register’ at the top right-hand side of the
homepage. If you need help to do this, watch this video on how to register

Update your profile
% Access your profile via your account and check what sections need updated

% If you have not already done so, complete your profile summary sections
using your results from the core tools; About Me, Strengths and Skills

% Need help writing your summaries? Look at the tutorial guide in the
summary sections

% Update your Education, Experience and Achievements within your profile

% You can use the guide ‘Writing your personal statement in your profile’ below
to help you

Create your personal statement

% To begin writing your personal statement select ‘Create personal statement’
at the bottom of your profile

% In the page for writing your personal statement use the drop-down menus to
read through the information in the sections of your profile

The information in the drop-down menus will help you to structure and
highlight the most relevant information for your personal statement

Think about your future goals when writing your personal statement

If you have a course or job in mind, think about why you want to apply for
these opportunities and why you think you would be suitable for them
Once you have completed your personal statement, re-read it and you can
ask others to provide feedback

* % % %
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? Tips to help you
% Make sure your personal statement sounds positive and shows enthusiasm

% If you have a course or job in mind, highlight any research you have done in
your personal statement

% You can share your profile at any stage to get advice from others and to
show progress by clicking ‘Share profile’

% Your personal statement can be refined and updated at any stage
*

Some advice on writing a personal statement for a UCAS or college

application:  www.myworldofwork.co.uk/tutorial-writing-personal-
statement-ucas-or-college-application

Next
Your personal statement can be used to support job, college and university applications.

The profile information can also support you when creating a CV and preparing for
interviews.

You should review and update your profile on a regular basis.
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Writing your personal statement in your profile - Guide
Your profile is the place to add information about yourself.

You can write about things you have learned about yourself from doing the core tools
on My World of Work. The core tools on My World of Work are About me, Strengths and
Skills.

You can add other information to your profile about:

* your school, subjects and qualifications
X any experience you have from working or volunteering
* any achievements that you are particularly proud of

You can use the information you add to your profile to help you write a personal statement.

Your personal statement can support job, college and university applications and preparing
for interviews.

The guide below helps you complete all sections of the profile.

If you are ready to complete your personal statement you can go straight to that part of the
guide.

Make sure you have signed into My World of Work and access your profile in your
account.

Note: the pictures in this guide show what My World of Work looks like on a computer
screen. If you use a mobile device, for example your phone or a tablet, My World of Work
will look different and things may be in different places on your screen.



Open your profile

1. Sign in to www.myworldofwork.co.uk to open your account. It will open on the
account overview page

2. Click on ‘Profile’. You will find this in the list on the left-hand side
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Learn about yourself from the My World of Work tools

My World of Work has tools you can do to learn more about yourself. The first tool in the
list is ‘About Me’.

3. Read your results from the ‘About Me’ tool.

4. Click on the “write summary” button on the right-hand side of the page.
A “Summarise yourself’ box will open
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Write your summaries

5.  Use this space to write a summary of the results from ‘About me’

6. Need help? Read the online tutorial to help you write your summary
7.  Click “save summary” when you have finished writing

1.Click here to read
the tutorial on writing
a summary

Summarise yourself

Your About me results

= Look at the three parsonality types in your results v PE’.‘O[}|(?

+ Read the description, picking out the words that relate most to you

= you're good at working in teams, for example, think about a time when you worked wedl in a team
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Words: 0, Characters: 0/1000
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2. Write your summary 3. Click the “Save
in the box here summary” button

8.  After you have saved your summary, click ‘Back to profile’, in the top left-hand corner

flse yourse!f Your About me results

= Look at the three personality types in your results v People
= Read the description, picking out the words that relate most to you

= ifyou're good at working in teams, for example, think about a time when you worked well in a team

You're a natural communicator — friendly and unders
= Think about what part you played. What did you do to make the team successful? teaching, counselling and helping others may suit yo|

Get help to start writing your summany; 9 Leader

You're confident and adventurous. Making decisions
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On your profile page, you can see your results from other tools you have completed
on My World of Work.
9. Complete steps 5 to 8 for all the other core tools you have completed:

- Skills

- Strengths

< Baxioprome

Summarise your skills
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As you progress through school you can update your profile and include
information such as:

- Education
- Experience, include any part-time jobs, volunteering

- Achievements

10. In each of these sections, you can enter information by clicking on Add/edit

Education
= Institutions attended
Ross High School - Tranent (Secondary) 2016 - Present
Currently studying ot
Experience

Achievements

Click to Add/edit to add g

information to section
you are working on

11. In the “Education” section you can enter details of schools attended, qualifications
achieved or currently studying

12. In “Experience”, you can enter details of employment, work experience or
volunteering

13. In “Achievements” you can enter details of anything you are particularly proud of.
This could be something you did at school or outside of school
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Writing your personal statement

At the bottom of the profile page, there is a section to create your personal statement

based on the summaries from each section you have completed

14. Click on “Create personal statement” to start:

*  If you have previously started drafting your personal statement, select
‘Edit personal statement’

Personal statement

E
' sgnt

Create personal statement >

b o

You can now begin to create your personal statement

*  On the right-hand side are the headings from the individual section summaries you

have completed — see below

15. Click on the arrow of each summary heading. This will show the summary you have

written for you to refer to

Write your personal statement fourprotie plermsten

* Think about what you have done so far, and where you want to be in the future
* Use this as an opportunity to show your skills and strengths
= Consider the structure so you don't miss out anything important

* Give examples of times you've used your interests, skills or strengths and include them to add more value to
your statement

[

Click on arrows to view the
summary of each section
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16. You can now create a personal statement in the text box

< Back to profile

'/_\ Click to return to profile
[ ¢ setopone |

Write your personal statement

Think about what you have done so far, and where you want 1o be in the future
Use this 85 an opportunity to show your skills and strengths
Consider the structure so you don't miss out anything important

Give examples of times you've used your interests, skills or strengths and include them to add mone value to
your statement

LA T T 1

Words: 0, Characters V5000

Your profile information

(7
Cancel Save personal statement > 4’—\ () Feedback

About me

A key strength | have is the ability to write good Informative reports that | can
then share with my leacher and lellow puplls when summarising some of the
recent projects | have been invalved In, | have really enjoyed inding out about
all the different aspects of Developing the Young Work force which we were
asked to do as part of an employabllity project. This Involved researching all
about it, discussing what was most relevant for our year group and presenting
our findings to the local DYW group and our teachers,

Outside of school | (ke to use my strengths to help others. | like to look after my
little brother when my parents go to get the shopping and often on a Sunday | will
wisit my Gran to make sure she has everything she needs.

Experience

Achievements

\

Create personal statement

in text box Click “Save personal statement”

17. Once you have completed your personal statement you can save it by clicking

“Save personal statement”

18. Click on “Back to profile”. This will return you to the profile overview page where you
can then share or download your profile. Downloading your profile also allows you to

print it.

< Share profile a Download profile

Welcome to your profile

I

Share or download your profile
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*  You can review and update your personal statement by clicking on “View personal
statement” or “Edit personal statement” at the bottom of the page

Personal statement

| am a hard working student and at school and in my extra curricular activities | have worked on and develop
start an apprenticeship.

| am good at working as part of a...

View personal statement @ Edit personal statement > \

Click “View personal statement” Click “Edit personal statement”
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