
How to write a personal profile 

 

 Your personal profile therefore has to be a comprehensive summary 

of all of your skills, knowledge and abilities.  

 

 You should view this paragraph as a compressed version of your 

CV. 

 

 If you are writing your profile with a specific job in mind then you 

should make every effort to include in it the skills and experience 

that the job advert or job description has stated as desirable and/or 

essential. 
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How to write a personal profile 

 

 If you are writing a generic CV then you should include your 

experience, key skills and transferable skills, in a succinct manner. 

 

  In both cases you should back up your statements with some 

supporting evidence. 
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How do I start my personal profile? 

 

 A good place to start is to state one or two key skills, along with a 

brief summary of your previous experience. 

 

For example: 

I am a motivated and creative individual, with 7 years experience 

within interior design, specifically within the hotel and leisure 

industry. 

 

 The above statement lets the reader know exactly what the 

candidate’s experience is and gives a quick insight into the 

individual’s skills. 
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How do I identify my skills? 

 

 An easy way to do identify your skills is to think about all of the tasks 

that you carry out on a daily basis within your role and then consider 

the skills required to achieve these tasks. 

 

 For example, as an administrator you may file records, speak to 

clients on the phone and type up reports. 

 

 The skills required to achieve all of these things are: 

 
‒ Excellent organizational skills 

‒ Confidence in communicating with clients 

‒ Strong customer service skills 

‒ Good computer literacy 

‒ High level attention to detail 
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How do I identify my skills? 

 

 Having identified your skills you can then include them in your 

personal profile along with some evidence that you have 

demonstrated them in your previous or current employment. 
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How do I finish my personal profile? 

 

 It is a good idea to finish your profile with one sentence that 

expresses your desires for you future career. 

 

For example: 

I wish to continue my professional career by applying and 

developing my skills and knowledge within a dynamic and fast-

paced law firm. 

 

 Once you have incorporated all of the above elements into your 

profile, read it through and check that it makes sense, and that 

where possible you have provided evidence of your skills. 
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 Most importantly make sure that there are no spelling or punctuation 

errors as this will almost guarantee that your CV will end up being 

thrown out. 

 

 And finally, take time to write your profile, as it could be the 

difference between you getting called to interview or your CV ending 

up in the bin before it’s even read. 
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