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Purpose 

Most applications for grad school or post-graduate programs (e.g. BEd or BSW) require a personal 
statement, which may also be called a letter of intent or a statement of purpose. The goal of this 
statement is to give the reader a better sense of who you are ŀƴŘ ǿƘŜǘƘŜǊ ƻǊ ƴƻǘ ȅƻǳΩǊŜ ǎǳƛǘŀōƭŜ as a 
candidate for that program.   

A personal statement combines highlights from your academic lifeτand sometimes your personal lifeτ
into one unified, coherent narrative.  Your goal is to give your rŜŀŘŜǊ ŀ ǎŜƴǎŜ ƻŦ ǿƘŀǘ ȅƻǳΩǾŜ ŀƭǊŜŀŘȅ 
done and what you plan to do, making it clear how these two things are connected. The personal 
statement doesn't just repeat the information found in your transcripts, CV, or reference letters: it picks 
out the most important bits, explains their significance, and connects the dots.  Although there isnΩt one 
definitive way to write a personal statement, below are some tips on what information to include in 
your personal statement and how you might organize it.   

Content and Organization 

If the university you are applying to provides instructions on what to include in your statement, follow 
ǘƘƻǎŜ ƛƴǎǘǊǳŎǘƛƻƴǎ ŎƭƻǎŜƭȅΦ  CƻǊ ƛƴǎǘŀƴŎŜΣ ƛŦ ȅƻǳΩǊŜ ƎƛǾŜƴ ŀ ƭƛǎǘ ƻŦ ǉǳŜǎǘƛƻƴǎ ǘƻ ǊŜǎǇƻƴŘ ǘƻΣ ǘǊȅ ǘƻ ŀƴǎǿŜǊ 
those questions in that same order within your statement. (Numbering your answers usually isn't 
required, but start a new paragraph whenever you move on to address the next question.)  At the very 
least, you'll probably be given a word or page limit: stick to that limit.  Your readers will have to review 
Ƴŀƴȅ ŀǇǇƭƛŎŀǘƛƻƴǎΣ ǎƻ ŘƻƴΩǘ ƳŀƪŜ ǘƘŜƛǊ Ƨƻō any harder with an overly long statement.   

LŦ ȅƻǳ ƘŀǾŜƴΩǘ ōŜŜƴ ƎƛǾŜƴ ŀƴȅ ƛƴǎǘǊǳŎǘƛƻƴǎ ƻǊ ŜȄŀƳǇƭŜǎ ŦǊƻƳ ǘƘŜ ǎŎƘƻƻƭ ǘƘŀǘ ȅƻǳ ŀǊŜ ŀǇǇƭȅƛƴƎ ǘƻΣ ȅƻǳ 
could try emailing the admissions officer or graduate advisor for that program and asking for advice.  For 
more advice on how to approach these statements, see below.   

Opening  

If you've been asked to write a letter of intent, you can format your document as an actual letter.  Take 
the time to look up the name of the person or the title of the committee that will be reviewing your 
application, and address the letter accordingly. 

e.g. Dear Dr. Rosa: (if faculty member) 
e.g. Dear Ms. Cummings: (if staff member) 
e.g. Dear Selections Committee: (if a board) 
e.g. To Whom It May Concern: (if recipient is unknown)  

If this isn't a letter, you can skip the opening salutation and instead start with the next sentence, which 
declares which school and which program you are applying to. 

e.g.  Please accept my application for admission to the MA program in Social and Political 
Thought at York University.  

Your next sentence should briefly introduce the highlights you will cover in the rest of your document.  

e.g.  I believe that my undergraduate studies and relevant work experience make me a strong 
candidate for this program.    



 

Previous Experience  

If you want to proceed chronologically, the next section after your introduction could highlight your 
experience up to this point, including 

 when you will graduate 

 what your degree will be in, including honors, major and minor subjects 

 influential undergraduate courses, including the titles of upper-level courses or those that 
relate to your future research interests 

o you may also wish to mention the relevant topics/theories/methods those courses have 
exposed you to 

 honors thesis or major research project (especially if you are enclosing it as a writing sample), 
including 

o your topic and approach 
o notable features of your research project 





 

Other Tips 

 Write in complete sentences and paragraphs.  Do not present information in lists or in point form. 

 Although you aren't writing an essay or research paper, you still need to organize your information 
logically. Each paragraph should focus on one main topic.  For instance, you might spend the first 
paragraph discussing your undergraduate experience, a second paragraph discussing what you hope 
to study at that particular school and why, and a third paragraph describing your future plans after 
graduate school.


