Deadline for submission to Form
Teachers : 5 June 2018 ( 2 days
before end of Truncated lesson)
Submit in both soft copy – email
to teacher & Hard Copy print out



-

1. Academic Achievements
Subject grades attained at ‘O’ Levels
2. Non-academic Achievements
LEAPS grade (CCA grades and points)

3. Qualitative Assessment
- Emphasises personal strengths & areas
where he/ she has displayed growing
maturity and/or development


Self Refection and to give your form teacher
more information so that he/she can write a
good testimonial for you


To prepare you for CV writing later on in life
(applying for jobs, scholarships)



To give you an opportunity to reflect on what
you have accomplished so far



To allow you to make your achievements and
activities outside of school known to your
form teacher, so you can receive due credit



About 4 – 6 paragraphs in length



Written from the third person point of view



Uses Present Tense when highlighting personal
qualities & current activities



Uses Past Tense when highlighting past
achievements



Written in 2 Parts



PART 1 : Learning Attitude & Aptitude

a) Desire for Learning

PART 2 : Personal Attributes
b) Interpersonal Skills
c) Civic-mindedness & Social Responsibility
d) Leadership Qualities

Muhamad Imran B Azmi was admitted to
Tanjong Katong Secondary School in
January 2015 to pursue the SingaporeCambridge GCE ‘O’ Level course.
Notice!
 Past Tense
 No Abbreviations (e.g. Secondary not Sec, January not Jan)
 Consistent Punctuation (GCE ‘O’ Level not GCE O LEVELS etc.)

Desire

for learning need not only be restricted to
academic fields , it is about your attitude towards
learning & self enrichment . It involves continuous
and independent learning and your hunger for
intellectual development beyond curriculum e.g in
areas such as creative arts, science & technology,
music, robotics , politics etc
Attitude towards learning both inside and
outside of the classroom

Aptitude towards learning is more about your

intellectual ability in the academic field and your
strengths in languages, humanities, sciences ,
mathematics, arts & technology in school.



Consider how often you :

-

Participate in class discussions and ask questions
to clarify your doubts

-

Excel in performance in the various subjects
Seek to develop your interest and passion in the
subjects

-

Participate in activities/ enrichment
courses/competitions outside of school to boost
your knowledge and gain experience
(Please note: going for tuition does not count!)
-



Aisyah is a capable student who is able to present
arguments in a convincing manner. She participates
actively in class, and will take the initiative to clarify
her doubts with her teachers both in and outside of
class.

Strong in Mathematics, Aisyah achieved

distinction in Australian Mathematics Competition in
2016 and 2017.

A motivated and diligent student,

Aisyah always hands in her work on time and sets high
goals for herself. Aisyah was actively involved in the
school’s debating team, and was nominated as the
best speaker in many interschool debates in 2018.



Aisyah is a capable student who is able to present
arguments in a convincing manner. She participates
actively in class, and will take the initiative to clarify her
doubts with her teachers both in and outside of class.
Strong in mathematics, Aisyah achieved distinction in
Australian Mathematics Competition in 2016 and 2017.
A motivated and diligent student, Alicia always hands
in her work on time and sets high goals for herself.
Aisyah was actively involved in

school’s debating

team, and was nominated as the best speaker
many interschool debates in 2018.

in



A highly intelligent person, he suffers no fools
(poor choice of words, negative
connotations)



A fairly good student, she finished thirty-eighth
in a class of forty. (mediocre & negative
connotations)



With his knowledge, he can be classified as a
high-calibre individual whose contributions
will undoubtedly surpass many of his peers in
the years to come. (exaggeration)

 Interpersonal

-

Skills

Consider how well you:
Get along with your teachers and peers
Work with others as part of a team
Demonstrate good listening skills
Demonstrate tolerance and
understanding of the needs and abilities of
others



Kumar is a pleasant young man who is
courteous and respectful.

He is friendly and

outgoing, and can be counted on to take
the initiative to extend a hand of friendship to
the quieter students in class. Although Kumar
is independent-minded, he is also diplomatic
and is careful not to offend others who may
not share his views.



Kumar is a pleasant young man who is
courteous and respectful.

He is friendly and

outgoing, and can be counted on to take
the initiative and extend a hand of friendship
to the quieter students in class. Although
Kumar is independent-minded, he is also
diplomatic and is careful not to offend others
who may not share his views.



He communicates well with all types.
(generalization, exaggeration)



He is generally quiet and calm, but when
provoked, he can put up a good fight. (poor
choice of words, negative connotations)



A helpful person, she spent hours frying chicken
wings for the class to sell at the recent food
and fun fair. (poor example cited)



-

Consider how you have contributed to
society or made a difference in
someone’s life:
VIA (school-based /CCA)
Volunteer at community centres, libraries
and hospices
Help out with community projects
Participate in overseas community
projects

Wei Ming contributes actively to the
community. He takes an interest in the wellbeing of the less fortunate in society and he
reflects on how he can contribute to meet their
needs.
For example, Wei Ming led his juniors in his CCA
to organise a community outreach project for
the elderly. He planned activities to interact
and engage the elderly through games and
sports. His ability to empathise with those in
need and give his time to help improve their
well-being makes him an active and concerned
citizen.





Organizational skills, leadership skills,
empathy for others, dedication to the
committee etc.

 Consider

how you have:

Been as a member or leader of a CCA/ Student
Council/ Class committee/Camp/ Orientation
Committee/House Leader
- Been in charge of a team which participated in a
school-wide/ nation-wide project/ competitions
- Been graded by your CCA teacher on the 3 Cs of TK
Altruistic Leadership Model
( Competent, Constructive, Compassionate )
-



As a member of the Executive Committee of the
Student Council, Dana is a responsible individual who
believes strongly in leading by example. She would not
merely be involved in planning events, but would go
one step further and actively help her fellow councillors
to carry out the plans. Her leadership qualities are also
evident from her involvement with the netball team. As
Vice-Captain, she was a constant source of
encouragement and support for her team-mates.



As a member of the Executive Committee of the
Student Council, Dana is a responsible individual who
believes strongly in leading by example. She would not
merely be involved in planning events, but would go
one step further and actively help her fellow councillors
to carry out the plans. Her leadership qualities are also
evident from her involvement with the netball team. As
Vice-Captain, she was a constant source of
encouragement and support for her team-mates.



He is a quick learner, dependable and
motivated. (too many unrelated qualities
listed together, no relevant evidence)



She is a perfectionist, never forgets details
and demands only the highest standards
from her juniors. (poor choice of words,
makes her seem more like a dictator than a
good leader)

Written in Present & Future Tense (using
modal verbs such as will, can, should etc.)
 Indicates how well you are likely to do in life


Consider your qualities in terms of:
 Ability to fit into working society
 Suitability and potential for further studies

a) Given his commitment and positive attributes,
Vinay has the potential and qualities to do
exceedingly well academically in higher
education as well as in various fields. He will
have a bright future ahead.
b) Ying Jia has indeed been an asset to the
school. Her positive outlook and boundless
energy will help her handle effectively many
challenges she may encounter in the future.



I can safely say that endowed with such
outstanding attributes, she will go on to
become highly indispensable to her future
employer. (not 3rd person point of view,
repetition in “highly indispensable”)



Blessed with such outstanding qualities, I
have full confidence that he will go on to do
very well in life, be it in his tertiary education
or otherwise. He communicates well with
people. (not 3rd person point of view,
unrelated & poorly phrased information after





Double check for grammatical, spelling and
punctuation mistakes
Keep it realistic and factual – Be specific and
avoid vague statements. (They achieved a
Bronze award, NOT they achieved an award)



Keep your sentences clear and simple. Impress
with your content, not your style.



Think of your achievements or attributes that
will set you apart from others.

Positive Adjectives

Mediocre Adjectives

Honest

Nice

Articulate

Good

Effective/ Efficient

Fair

Sophisticated

Fairly

Intelligent

Adequate

Observant

Reasonable

Significant

Decent

Expressive
Creative/ Imaginative/
Innovative
Mature
Cooperative
Reliable/ Dependable

General
 NOT 2017 / 2018; NOR 2017 till 2018;
USE 2017 to 2018
Terms of Address
 Use your official name as it appears in your
IC for the opening statement. (e.g. Lin Jia
Ling, Jasmine)Subsequent mentions can use
only your first name (Jia Ling/ Jasmine)
 Use the correct pronoun (he vs. she)
 Use “student,” not “pupil”

Punctuation
VIA (Values in Action)
 CCA (Co-Curricular Activity NOT cocurricular activity)
 Capitalise programmes, rank, class
appointment, CCA appointment etc.
(Netball, Badminton, Soccer, Distinction
Award at the Inter-school Singapore
Science Competition)


British English vs. American English
(e.g. fulfil vs. fulfill)



Other words to take note of:
 Occasionally
 Occurred
 Demeanour
 Conscientious
 Industrious
 Persevering



Your teacher will polish up your remarks,
based on his/ her observations in class



Remember to include any activities you
have attended/ helped out with outside of
school, or achievements



Even though it may be difficult at first,
please rack your brains to think of your own
good qualities. You know yourself best. 

