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THE PERSONAL STATEMENT
For more instructions on this assignment see the ERWC What’s Next? Unit Activities 22-28

I. UNIVERSITY OF CALIFORNIA PERSONAL STATEMENT ESSAY
A. The University of California Prompt:
a) If you are applying to the UC system, you will write an essay totaling 1000 words.
b) One essay should be at least 600 words (Your choice of the three prompts)
c) The remaining two should be 200 words each.
d) Answer the first part of the prompts briefly (apx. 250 words).
e) The bulk of the essay should be answering the last part of each prompt.
f) They don’t want a resume or lists or for you to simply reiterate your application
 They know your name and your high school
 They know what classes you have taken and your grades
 They know what awards you have listed
 They know what activities you have listed
g) Don’t write to a particular UC
h) No single perfect general personal statement format exists. There is only the personal
statement that is right for the person submitting it.
B. Check to see if your college of choice requires a personal statement:
https://schoolforms.commonapp.org/CommonApp/DownloadForms.aspx
C. Use the “UC Personal Statement Worksheet” to complete this assignment.
D. STUDENT SAMPLE (apx 450 words):
It has always been my ambition in life to do something big, something that will make a positive impact to
the world, something that people will converse about centuries later, and something to engrave my name into
the history books. To prepare myself for an extraordinary life, at age 15, I chose the unconventional path of
attending college while completing my high school career. To support myself, I have worked for two
persistent years and am still currently employed at Johnson’s Food Store. Because I appreciate the
responsibility that citizens of a community have towards each other, in my spare time, I regularly volunteer
to coach the future generations of our country in basketball at the YMCA and although it is sometimes
challenging, to be a positive role model and teach kids something new is highly rewarding. Of course in my
school, Citrus Valley High, I have taken the reputable courses that have enriched me personally with
valuable knowledge that is essential to be successful in college and in life in general. My life experiences
have thus prepared me to take the next career step forward, which is to attend a four year university
whereupon I will further explore the fields of pre-law, business, political science and public policy,
journalism, graphic design, music and entertainment. I have a strong interest in all of these areas and look
forward to sharpening my skills as I narrow down my career goals in college.
Originally from Mexico, I am able speak two languages and have had the opportunity on several
occasions to travel outside of the country. Doing so has exposed me to and helped me to identify with the
various cultural viewpoints, perspectives and values that our world is comprised of. Likewise, as a high
school student, I have been a productive member of the student body and have participated in my school’s
football program and a range of diverse school clubs including Blackhawk TV, Mocktrial, Fashion Club,
MECHA, and Key Club. Each of these experiences has taught me the importance of hard work and
dedication, along the significance of making deadlines, being a team player, and communicating well with
others. I am a now a true collaborator and can become a leader as well when called on to lead. As an
employee, I am a responsible and tireless worker. I have thus learned the importance of moving forward in
life, as I was unfortunate enough to have dealt with the death of my father at a young age. Even still, each
decision that I have made and continue to make and every experience I have had has fundamentally changed
the person I have become. As a result, I truly feel now that I am ready to achieve greatness in life. I am
therefore fully prepared the future and ready to rise above the rest as a productive member of society.
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THE RESUME COVER LETTER
I. Rational: Many of you will be soon be in the position of sending resumes through the mail to employers
who have never seen you. You need to make a good impression by putting a cover letter with your resume.
II. There are three main parts to a cover letter:
A. The opening paragraph tells specifically why you are writing.
B. The next paragraph tells why you should be considered for the position, summarizing your
qualifications for the job and describing relevant training or experience you have received
C. The last paragraph should again express your interest in the job and your interest in the
company, ending on a positive note asking for the next step in the application process be taken.
III. Sample Letter Openings:
A. Please accept this letter as application for the _____________ position currently available with
your company. My resume is attached for your review and consideration. You will find me well
qualified and ready for acceptance of this position.
B. I noted with interest your job posting for a ________________ position with your company. I
believe that I am an excellent candidate for this position and have therefore enclosed my resume for
your consideration.
C. I am responding to your job posting for a ________________ position with your company. For
your consideration, I have included my resume covering my educational background and
employment history.
D. I am writing in order to apply for your ____________ position for internship with your company.
I am very excited about the position, as an internship with ______________is an ideal opportunity
for me to enhance the _____________ skills I am developing. You will find my resume attached
for your consideration.
IV. Sample Letter Middle Paragraphs:
A. The professional competency I have developed in other jobs (see attached resume) will enable me
to assist you in meeting your company’s goals. I would benefit from the experience of working
with professionals and for a corporation with the strongest reputation in the industry. (List
qualifications and professional attributes)
B. I understand that you need someone who is self-directed and who possesses the necessary
qualifications for this position. (List qualifications and professional attributes)
C. I feel my experience and education could prove invaluable to your business. I have faith that I can
handle this challenging position in a highly professional manner. (List qualifications and
professional attributes)
D. I am confident that my comprehensive experience would serve as an asset to your organization.
My record is one of increased responsibility, variety in job assignments, and solid
accomplishments. (List qualifications and professional attributes)
V. Sample Letter Closings
A. I would welcome the opportunity to discuss with you how I might make similar contributions to
the success of your business. I look forward to hearing from you to schedule a personal interview
at your convenience. Thank you for your time and consideration.
B. I have attached my resume to provide more information on my strengths and career achievements.
I am also open to other opportunities as well. If after reviewing my material you believe that there
is a match, please call me. Thank you for your consideration.
C. Please contact me at your earliest convenience so that I may share with you my background and
enthusiasm for the job. Thank you for your time and consideration.
D. I know I can make a significant contribution to your company. May I come in, at your
convenience, so we can discuss my qualifications more fully? Thank you for your time.
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SAMPLE COVER LETTER
Your Name
Your Address
Redlands, CA Zip Code
(909) 555-5555
appropriateemail@careerbrain.com
Skip one line
Date
Skip four lines

Director of Human Resources
Name of Company
Address of Company
Redlands, CA Zip Code
Skip one line
To Whom It May Concern:
Skip one line
I am applying for the advertised position of ____________ that ____________. This position ___________.
I am ____________________ and would like ____________________. Please accept this letter and resume
as an application for the position of telemarketer.
Skip one line
Explain why you are interested in the job and why you feel you are qualified. List your professional skills
and abilities. Refer to your academic record, job and volunteer experiences and explain how these have
further qualified you. List any special skills and abilities you may have. Refer to your enclosed resume
which provides further details of your skills and abilities.
Skip one line
Compliment the company and state why you chose to apply there. Welcome the opportunity for a personal
interview, invite a personal call and promise to follow up on the status of your application within a
reasonable period of time.
Skip one line
Sincerely yours,
Skip four lines for your signature

Sign your name here
Print your name here
Skip one line
First and Last initial here
Enclosure

4/1/15

SAMPLE COVER LETTER 2
Date

Hiring Manager’s Name
Hiring Manager’s Mailing Address (which you can find on Google or on their website)
City, State, Zip
Dear Name (specific person’s name if you know it, – if not, just use Dear Hiring Manager):
In response to the job posting on _date__, please consider my resume in your search for an Name of
Position at Name of Company. I am interested in your company because
_____________________________________. (use a personal experience with the company or find a good
reason on the company website in their About section).
(This is just a sample paragraph – replace it with one of your own) I am accustomed to a fast-paced
environment where deadlines are a priority and handling multiple jobs simultaneously is the norm. I enjoy a
challenge and work hard to attain my goals. These are my specific accomplishments which are most relevant
to your open position (list 4-7 quantifiable accomplishments RELEVANT to their job):
 Processed over $3 million in super market vendor credits for accounts payable invoices.
 Achieved 100% reduction of backlog of outstanding deductions for accounts payable invoices.
 Processed over 2,000 photograph order cash and check payments daily from approximately 5,000
school district accounts.
 Achieved a $200k savings by identifying and rectifying errors in landlord’s year end reconciliations.
I have attached a resume for your review, which outlines my relevant experiences. Should any questions
arise regarding the information on my resume, or if you need personal references, please do not hesitate to
contact me through the email address or telephone number listed below.
Thank you for your time and consideration. I look forward to hearing from you.
Sincerely,

Name
St. Address
City, CA zip code
Phone with area code
Email address (one that is suitable for business purposes that you will check often)

Attachment
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THE RESUME
SAMPLE OF A PROFILE STATEMENT:
HARD-WORKING AND TECHNICALLY SKILLED ACCOUNTS RECEIVABLE/PAYABLE SPECIALIST known for accuracy, attention to detail and timeliness
in managing disbursement functions. Strong ability to handle multiple accounts while providing excellent customer service. Last
position held included monitor and maintenance of over 300 accounts. Career spans 10+ years of experience in fast paced office
environments including law, banking, and the auto auction industries.

Summary or Highlights of Qualifications can be an actual listing of your strongest elements that your
history and experience helped you attain:





Successfully completed all high school coursework with a B or better.
Excellent yearly attendance pattern.
Strong sense of community, volunteering for many service projects.
Strong leadership experience through sports and club activities.

Career Objective:
My short range goal is to focus in the area of warehousing with an emphasis in distribution. Long range goal is to major in
Logistics at the university level.

A few examples of descriptive phrasing:
Excellent organizational skills
Flexible – willing to take on a variety of tasks
Ability to learn quickly or work independently
Reliable and prompt
Resourceful problem solver
Extensive artistic background
Neat, efficient and thorough
Goal oriented/Self-motivated
Strong leadership skills
Willing to do extra work to gain valuable experience
Able to prioritize a heavy work load
Get along well with others
Cheerful outlook, positive attitude
Excellent communication skills
Able to make decisions independently
Enthusiastic team member
Strong math skills
Proficient cash handling skills
Bi-lingual (Fluent, Native, Read/Write/Speak)
MS Office Skills (Word, Excel, PowerPoint, Publisher)
 Don’t forget your Technical skills: Talk about what else you can do, like; Create presentations using Prezi software,
Visual Basic programming, Video, Social Media Savvy, Web page design, online marketing etc.
 Are you self-employed in some way? Describe what you are doing in a professional way.

A few examples of Action Verbs:
attained
developed
drafted
demonstrated
transformed
negotiated

administered
organized
edited
achieved
devised
adapted

analyzed
planned
convinced
improved
engineered
created

coordinated
prioritized
identified
restored
collaborated
processed

delegated
directed
coached
trained
promoted
executed

REMEMBER: Your goal is to have a VISUALLY BALANCED RESUME – something that looks professional that someone will WANT
to read. Your personal information needs to be easy to read. You can position this information either in the center or to the left
or right margin.
 You can always change your font size or margins to get your information to fit./USE EASY TO READ FONTS such as Arial or
Calibri.
 Headings should be in Bold – use easy to read bulleted statements under most headings.
 Delete headings that you will not have information for.
 Use strong action oriented vocabulary.
 If you use the Summary of Qualifications at the top of your resume, then DO NOT repeat with a Summary Statement. You
may add a Personal Statement if you have room.
 References should be on a separate page.
 Use the same style personal information or letterhead that you used for your resume. If you have too much white space on
your resume you may add a Reference section or say References upon request.
 PERSONALIZE YOUR RESUME TO THE POSITION YOU ARE APPLYING FOR.
 ALWAYS SAVE YOUR DIFFERENT VERSIONS TO REUSE /REVISE WHEN APPROPRIATE.
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Your Name
Street Address
City, State, Zip Code
Phone Number
Email address

Education
High School Name – School City, State
Dates of attendance

Work Experience
Company Name, Dates of Employment


Job Title, description, responsibilities

Company Name, Dates of Employment


Job Title, description, responsibilities

Achievements


List academic and other achievements

Activities


List volunteer experience, sports, clubs, etc as well as dates of involvement



List volunteer experience, sports, clubs, etc as well as dates of involvement

Skills


List computer, language or other personal skills here



List computer, language or other personal skills here
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Name
[ ADDRESS ]
[ CITY ], [ ST ] [ ZIP ]
[ PHONE ]
[ EMAIL ]

Profile Statement, Summary or Highlights of Qualifications, Career Objective, (choose which
type of opening statement you would like to use based on the purpose of the resume)

Skills and Personal Strengths:

(include other languages, things you know how to do, as well as strengths that

employers would be looking for)





Education and Training:





(include your CTE classes or other special training like yearbook, newspaper, choir, etc,)

Citrus Valley High School
Redlands, CA 92374
Anticipated graduation June 2017
Coursework includes:
GPA: if over a 3.0
 Honors/AP courses College Preparatory classes
 Intro. To Criminal Justice ( certificate year or certificate pending)
 ???other

Experience (Include work, internship, self- employment or volunteer experience)
[JOB TITLE]
[ORGANIZATION], [LOCATION] [DATE RANGE]
Duties: (List what you did-use power verbs, quantify if possible)

Achievements (include ROP certificates, awards, licenses, other certifications etc. if you have them or delete section)
Extra-curricular Activities (Sports, campus clubs, church activities, ASB, Yearbook, Newspaper, etc.) Be specific – as to
time frames, use reverse chronological order



Varsity Water polo/Swim team (2012 to 2015)

Personal Statement (only if there is space available on the page)
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LIST OF REFERENCES
I. Rational: References are people who can give a prospective employer(s) information about an
applicant, their attitude and ability.
A. Try to select professionals or other mature individuals who know you well
B. References cannot be a family member or fellow student
C. References may be a teacher, counselor, employer, coach, minister, Scout Leader, neighbor,
or family friend
D. Include name, address, and phone number of your reference
E. Ask permission to use the person’s name
II. References on your Resume
A. If there is room on your Resume you may list your references at the bottom of your resume as well
SAMPLE LIST OF REFERENCES
List of References
Smith Smithers
Teacher
Citrus Valley High School
31000 East Colton Avenue
Redlands, CA 92374
smithyfeet@gmail.com
(909) 555-5555 ext. 5555
John Johnson
Churchy Church Pastor
555 Cypress Avenue
Redlands, CA 92373
jazhands@yahoo.com
(909) 555-5555
Jack Jackson
Redlands Police Department Chief
555 Legal Beagle Way
Redlands, CA 92372
alljackedup@hotmail.com
(909) 555-5555
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THE LETTER OF RECOMMENDATION
Obtaining a Letter of Recommendation
A. Acquire a letter of recommendation to include in your portfolio.
B. The letter of recommendation should be addressed to the employer or “To Whom It May
Concern.” References need to be individuals who believe in you and know you well enough to give you
a good recommendation. Don’t ask someone who is not well enough acquainted with you that he or she
cannot write a sincere and positive letter.
D. In order to get your letters of recommendation on time, write a Request for a Letter or
Recommendation and a Brag Sheet and give these to your potential reference

SAMPLE LETTER OF RECOMMENDATION
Your Address
Redlands, CA 92374
Skip one line
September 19, 2005
Skip four lines

Mr/Mrs. ____________
31000 East Colton Avenue
Redlands, CA 92374
Skip one line
Dear Mr/Mrs. __________:
Skip one line
Explain your reason for writing this letter. Explain why the letter will be needed for your Senior
Portfolio. Explain why you chose this person to write a Letter of Recommendation for you. Explain that,
not only will this letter eventually be placed in your portfolio, but will also be used for college entrance
application and/or for obtaining employment.
Skip one line
List several reasons why you feel you feel your relationship with this person is strong enough to
approach them in order to request a formal letter of recommendation. List several things that you feel the
person knows about you that could be included in the letter (for instance, successes and awards that you
have included in your Brag Sheet). Refer to you Brag Sheet.
Skip one line
Explain that, for the purposes of this assignment, the letter is due on _________, ________. Offer to
drop by in order to pick up the letter on _________, _______ or at any other time that may be more
convenient for the other person.
Skip one line
Express your appreciation (in advance) for the person’s willingness to spend the time to write this letter.
Acknowledge that you know the person is very busy, especially during the school year.
Skip one line
Sincerely,
Skip four lines for your signature

Sincerely,
____________
(See attachment for list of accomplishments)
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SAMPLE BRAG SHEET
BRAG SHEET
Student Name:
___________________________________________________________________________
What is your academic GPA for grades 10-12? ______________________________ (check your
transcript)
Will you be the first generation in your family to graduate from a 4-year college?
______________________
List up to five teachers or staff members who know you well: ___________________________,
______________________________________, ______________________________________,
______________________________________, ______________________________________,
Future Goals
What schools are you applying to?
____________________________________________________________________________________
____________________________________________________________________________________
What is your intended major?
____________________________________________________________________________________
What is your intended occupation?
____________________________________________________________________________________
(If you have not decided on one occupation, list the career fields that interest you.)
Include a brief statement as to why this major, occupation, or career field interests you.
____________________________________________________________________________________
List advanced courses which you have completed or in which you are currently or
intend to be enrolled (AP, honors, IB, junior college courses, etc.).
_____________________________ _____________________________ _______________________
_____________________________ _____________________________ _______________________
_____________________________ _____________________________ _______________________
School and Community Activities
List the school and community activities that you have actively participated in and describe your roll,
time committed, and a brief description of why it was valuable to you.
Activity
Roll
Length of Involvement
Description of Involvement
1.
____________________________________________________________________________________
2.
____________________________________________________________________________________
3. __________________________________________________________________________________
4. __________________________________________________________________________________
List 4-8 adjectives that best describe you personally and then academically.
_____________________________________
_____________________________________
_____________________________________
_____________________________________
_____________________________________
_____________________________________
_____________________________________
_____________________________________
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List any awards/honors you have received during your years as a high school student.
Honor
Year
1. __________________________________________________________________________________
2. __________________________________________________________________________________
3. __________________________________________________________________________________
4. __________________________________________________________________________________
Work Experience
List any employment you have had during high school and the duration and duties.
Job
Duration
Description of Duties
___________
________________
________________________________________________
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PROFESSIONAL THANK YOU LETTER
I. Rational: A thank-you note or letter is always a smart idea. It will keep your name alive in the
employer’s mind and it will also show that you are professional, polite and seriously interested in the job.
II. Opening Paragraph
A. Remind the employer of when and why you met.
a. “Thank you for giving me the opportunity to interview with you for the position of
telemarketer on Monday, September 8, 2014.”
II. Middle Paragraph
A. Remind the employer why you would be a good person for the job.
a. “As per our discussion, I feel that my education and background will be a valuable
asset to your company.” (Qualifications, professional attributes)
III. Closing Paragraph
A. Close, thank employer again.
a. “In closing, I would like to again thank you for sharing your valuable time with me.”
SAMPLE PROFESSIONAL THANK YOU LETTER
Your Name
Your Address
Redlands, CA Zip Code
(909) 555-5555
appropriateemail@careerbrain.com
Skip one line
Date
Skip four lines
Interviewer’s Name
Director of Human Resources
Name of Company
Address of Company
Redlands, CA Zip Code
Skip one line
Dear Mr. Interviewer:
Skip one line
Thank you for giving me the opportunity to interview with you for the position of _______ on ________,
________ __, 201_. I enjoyed _____________ and ____________________. I’d like to ____________.
Skip one line
As per our discussion ___________________________________________. Additionally, I have always
been considered a _________________________________________.
Skip one line
In closing, I would like to again thank you for sharing your valuable time with me. If you have any other
questions, please feel free to contact me at the phone number on this letter. I look forward to hearing
from you soon.
Skip one line
Sincerely yours,
Skip four lines for your signature

Sign your name here
Print your name here
Skip one line
First and Last initial here
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W4 FORM
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W2 FORM
You may file Forms W-2 and W-3 electronically on the SSA’s Employer W-2 Filing Instructions and
Information web page, which is also accessible at www.socialsecurity.gov/employer
You can create fill-in versions of Forms W-2 and W-3 for filing with SSA. You may also print out copies for
filing with state or local governments, distribution to your employees, and for your records.
W-2 and W-3, available at www.irs.gov/w2. See IRS Publications 1141, 1167, and 1179 for more information
about printing these tax forms.

4/1/15

