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Writing a Personal Profile for your CV 
A Personal Profile is a short, introductory paragraph which may be included at the 
beginning of your CV (following your Personal Details). The purpose is to capture the 
reader’s interest by highlighting your key skills and experience, convincing them to read the 
full content of your CV. An effective profile is short and punchy, yet focused and 
informative. It should be no more than three or four sentences and can include your career 
objective – the type of work/job role you are seeking. 

   

Is it necessary? 
      

 You do not have to include a Personal Profile, but if you enjoy writing concisely and 
have a clear idea of the type of employment you would like, it is worth trying. 

 A good profile is a valuable addition to your CV; a bad profile is worse than none at all. 
A poor profile might include sweeping generic statements – you should back up your 
skills with evidence. You will need to write in a confident and positive manner, making 
use of action words and conveying enthusiasm.  

 It is a good opportunity to highlight your Unique Selling Points (USPs), especially those 
that are important in the job you are applying for. 

 Personal Profiles are commonly used when applying to competitive fields, such as PR, 
advertising, management consultancy, the media, event management etc., where they 
can help to make your CV stand out.  

 

What should I include? 
    

Ideally, a Personal Profile should be two to four sentences long, explaining the following: 
1) Who you are: 

State what you are currently doing and include some of your key attributes.  
2) Your experience: 

Highlight your most appropriate or relevant experience, or transferable skills (backed up 
with evidence). 

3) What you are seeking: 
Be specific about what you are hoping to achieve with your CV (e.g. an internship in 
publishing, a career in mechanical engineering, a graduate role with …). 

     

Good examples: 
     
 ‘A student of Modern History and Economics with six months’ client relationship 

management experience in a commercial environment. Currently seeking the 
opportunity to apply analytical research skills and business knowledge to a legal career.’ 
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 ‘Versatile and well-organised Computer Scientist with a keen interest in identifying 
problems and implementing solutions. A good communicator who has worked as a 
student ambassador in a large, inner city secondary school, developing strong 
interpersonal skills. Seeking a career where both problem solving and people skills can 
be utilised in an IT setting.’ 

 ‘Final year Biomedical Science student from the University of Surrey with practical 
experience of selling and generating leads within a healthcare business. Currently 
seeking an entry-level sales role in the pharmaceutical sector.’ 

 ‘Penultimate year Physics student, with excellent research and reporting skills 
developed through part-time work with a tool manufacturing company. Aiming to utilise 
and develop these skills further by securing a placement with the National Physical 
Laboratory.’ 

 

Things to avoid 
        

 Being cheesy (‘one of the best communicators you will find’). 

 Writing in a bland manner (‘I am a hardworking and dedicated student’). 

 Overused ‘buzzwords’ – surveys by LinkedIn have highlighted the following overused 
words in Personal Profiles: Responsible, Strategic, Innovative, Passionate, Driven, 
Dynamic, Proven track record, Extensive experience. 

      

How does a Personal Profile differ from a Covering 
Letter? 
     

A Personal Profile is a short introduction to your CV, whereas a covering letter is a one-
page letter providing more detail about your relevant skills, experience and suitability for a 
specific job and organisation. Both may highlight the key aspects of your CV so there is 
likely to be some overlap. Try to use similar but not identical words and write from a slightly 
different perspective to avoid repetition.     

      

Further help 
     

You may find the following Employability & Careers Centre leaflets helpful: Writing 
Effective CVs & Covering Letters, Effective Writing, Introduction to LinkedIn, also 
available from www.surrey.ac.uk/careers/current/leaflets/.     
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