Please help me to write the best reference I can for you!  

DO NOT ALTER THE FONT!


Instructions
Replace the words between the brackets <SAMPLE> PLEASE ALSO REMOVE THE BRACKETS AND CHANGE CAPTITALS to lower case!  Delete any sentences that are not relevant to you, insert sentences that are peculiar to you.


Section One: Your GCSE’s

In the summer examinations of <YEAR>, <YOUR FIRST NAME> amassed <A/AN> <EXCELLENT, VERY GOOD, GOOD, SOUND> set of GCSE results comprising <X subjects at A*, X A’s, X B’s and X C’s.> 

<In addition <he/she> attained a Level II pass in ICT/ Pass at ECDL equivalent to a grade B at GCSE>.


Section Two: Your AS levels

Building on this success <YOUR FIRST NAME> decided to take AS subjects in <MOST IMPORTANT SUBJECT FIRST>, <SECOND SUBJECT>, <THIRD SUBJECT>, and <FOURTH SUBJECT>.  

<YOUR FIRST NAME>,s efforts were rewarded with <A / AN> <EXCELLENT, VERY GOOD, GOOD, SOUND> set of results - <X A’s, X B’s, X, C’s, X D’s, X E’s).  Of particular note is <YOUR FIRST NAME>’s.  

<Determined to attain a <GRADE> grade in <SUBJECT>, <YOUR NAME> is re-sitting <MODULE NAME> in <JANUARY / JUNE>. 

Section Three: Your A2 Levels

<YOUR NAME> has decided to continue with <MOST IMPORTANT SUBJECT FIRST>, <SECOND SUBJECT>, <THIRD SUBJECT>, and <FOURTH SUBJECT>and has also commenced General Studies.
Section Four: How your subject teachers think you’re doing

In the space below, tell me which subject teacher you want me to ask for a subject reference.

Eg. 
For Mathematics, please ask Mr Witherden
For English, please ask Mrs Knowles

And so on

Section Five: About the subject you’re applying for

This is where the reference starts to become even more personalized.

After much consideration <YOUR NAME> has decided to apply for <MAIN SUBJECT YOU’RE APPLYING FOR>.

Or

Given <YOUR NAME>’s interest in <INTEREST ONE>, and <INTEREST TWO> and <HIS/HER> ability to <SKILL ONE>,and <SKILL TWO>, it is no surprise that <HE/SHE> is applying for <MAIN SUBJECT YOU’RE APPLYING FOR>.

Section Six: Where the interest in this subject stems from

Help me by writing a statement that explains where your interest in the subject you’re applying for stems from…

Eg. 
<NAME>’s interest in <SUBJECT> stemmed from childhood when …
Or
<NAME>’s interest in <SUBJECT> was stirred when <HE/SHE> vististed…
Or
<NAME>’s interest in <SUBJECT> started when <he/she> studied <module name> at AS.
Section Seven: What work experience you’ve had directly or indirectly related too the subject you’re applying for

Help me by writing a statement that explains what work experience you’ve had that’s directly related to the subject you’re applying for… 

Eg
In <MONTH>  <YEAR> <NAME> spent <NUMBER> days work-shadowing <NAME OF PERSON> at <NAME OF ORGANISATION>.

And 

The experience of watching <WHAT YOU SAW>, actively <WHAT YOU DID>, and hearing <WHAT YOU HEARD>, made <HIM/HER> feel/realize that this was the right course to apply for.

Help me by writing a statement that explains what work experience you’ve had that’s indirectly related to the subject you’re applying for… 

Eg

Although not directly related to <SUBJECT APPLYING FOR>, <NAME> completed work experience in <DETAILS HERE>, when,<HE/SHE> demonstrated the skills of <SKILLS DEMONSTRATED> admirably.

Section Nine: What have you done to make sure this is the right course

Help me by stating the things you’ve done to ensure that you’re applying for the right course 

To ensure that <NAME> is applying for the correct course, <HE/SHE> has <READ THROUGH PROSEPECTUSES, VISITED X and Y UNIVERSITIES, SPOKEN TO XX STUDENTS, DISCUSSED THE COURSE WITH ADMISSIONS TUTOR, SPOKEN TO AN UNCLE etc> 

Section Ten: Other interests and achievements that show your other qualities

Help me by writing down some of the achievements you’re proudes to which show your other qualities

Eg.1
<NAME> is a very caring person and has given up <DETAILS OF COMMITMENT> to support less academically motivated students in school with paired reading.

Eg.2
<NAME> likes to keep fit and regularly swims and does weight training at the gym

Eg.3
<NAME> enjoys reading, particularly <BOOK TYPES>

Eg. 4
<NAME> can be rightly proud if <HIS/HER> sporting achievements given that after playing for the school rugby club for <NUMBER OF YEARS> has become captain and was also chosen to represent <OTHER CLUBS>

Eg.5 
<NAME> has great organizational skills, which were used to great effect when <HE/SHE> undertook responsibility <DETAILS OF WHAT YOU DID>

Eg.6 
We are grateful to <NAME> for the time <HE/SHE> gave up to <DETAILS OF WHAT YOU DID>

Eg. 7 
Out of school <NAME> has been developing <HIS/HER> interpersonal skills by working <DETAILS OF PART-TIME JOB>

Section Eleven: Closing comment
I will close with a positive comment

I have no doubt that <COURSE CHOSEN> is the right course for <NAME>: <HE/SHE> will prove an asset to any higher education establishment and I have no hesitation in wholeheartedly supporting <HIS/HER> application
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