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Personal Statement
Purpose, basics, tips, 
brainstorming exercise, 
and common mistakes

       Q&A
Ask questions and 
receive feedback!

Academic Résumé
Components, formatting 
tips, dos and don’ts
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Résumé
Components
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Contact information (email, address, phone, LinkedIn)

Education
Most recent degree with GPA
Awards and relevant activities

Experience
Relevant employment, internships, meaningful work
Aim for concise but descriptive explanations

Special Category/Volunteer Work
OPTIONAL

Interests & Skills
OPTIONAL
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Academic Résumé Overview
● Draft your resume with the reader in mind.

● Understand that a resume is a sales tool, not an autobiography.

● Make it visually clean and clear. What will an employer see in 30 seconds? 5 seconds?

● Be scrupulously honest. Exaggerations or misrepresentation will damage your reputation 

and professional relationships.

● Be prepared to talk about every word of the resume at an interview.



Résumé Key Questions
● What were your primary responsibilities?

● What skills did you develop/use?

● What are some specific examples you can give of your work?

● What tasks or projects did you undertake?

● What was your overall impact at your place of employment?



The Basics
● Keep your resume to 1-2 pages.

● Use a standard font such as Times New Roman or Garamond.

● Try not to use any colors. Black text only is preferred. 

● Select a font size of 11 point or 12 point.

● Create margins no smaller than .5 inches on all sides.

● Use bold, underlining, and italics consistently to enhance readability.

● Make deliberate style choices, then stick to them throughout.

● Ensure your resume is error free.



Heading

● Include your name, mailing address, cell number, and email address.

● If you do not have a mailing address, that is fine, as mailing addresses are becoming optional.

● Add your permanent mailing address to emphasize ties to an area when applying to positions 

nearby.

● List your gender pronouns if you wish.



Educational 
Section

● List degrees in reverse chronological order.
● List each educational institution, location, degree, and degree date (expected date if currently 

enrolled).
● Use this section to emphasize relevant skills and interests including research and writing 

skills, oral advocacy, teamwork, and leadership.
● Do not include high school or LSAT score.
● Undergraduate GPA - include at your discretion with a strategic mindset.



Experience
Section

● List experiences in reverse chronological order.

● Include the name of the employer, the location, titles, and dates of employment.

● List experiences that demonstrate knowledge and skills in areas relevant to legal employers, 

especially research, writing, and analysis.

● List both paid and unpaid experiences.

● Use action verbs and rich detail in descriptions. 



Optional
Sections

● Languages: List if relevant and/or skill level is high. May be useful to delineate written vs. spoken 
proficiency. Be scrupulously honest regarding skill level.

● Publications: Think strategically about employer’s impressions. Publications show writing skills, 
but long lists of publications may signal interest in an academic career.

● Interests: Include a few special interests that may be compelling and serve as icebreaker topics 
during an interview.

● Other skills: list only relevant skills and eliminate universal skills (e.g., MS Word) or skills 
unrelated to legal employers’ needs.



Résumé Dos
● Do include any positions with leadership, analytical and organizational skills involved.

● Do list different clubs/organizations you are involved in.

● Do include any publications or professional presentations.

● Do cross-check your résumé with your Personal Statement for inconsistencies.

● Do use a variety of description action verbs to explain your experiences. 



Résumé Don’ts
● Do not include an “Objectives” section.

● Do not include a “References” section

● Do not list Microsoft Office or other programs under “Skills”.

● Do not write lengthy paragraphs about positions held (BUT, DO include a description!).

● Do not include positions prior to high school graduation (with exception!)

● Do not include personal information (e.g., marital status, parental status).
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Purpose of a Personal Statement
The personal statement is your chance to REFLECT upon your life and show the law
school admissions committee who you are as an INDIVIDUAL. Tell the Admissions staff
something about yourself, your experiences and your life. Use vivid, descriptive prose with
the intent to draw readers in and keep them interested.

● The Personal Statement is your opportunity to establish a theme for your entire 
application.

● This work provides the Admissions Committee with an alternative way to evaluate your 
application outside of your numbers (LSAT/GRE and GPA).

● Share aspects of your life that are not apparent from your transcript(s), resume, or letters 
of recommendation. 



Getting Started
Critical First Steps
● Check your school’s requirements for the exact word count or page limit. 
● Check your school’s specific prompt/question. 



Getting Started
Critical First Steps
● Check your school’s requirements for the exact word count or page limit. 
● Check your school’s specific prompt/question. 

Writing Process
● Tailor your statement to each law school

○ “Given my interest in _(field)_, I am  particularly excited about the prospect of attending  
_(School)_ and participating in ______.”

○ Name a particular certificate, class and/or professor you are interested in!

● Have others review your personal statement
○ Pre-Law Advising Center can review that your theme and organization is appropriate.
○ Family / Friends can review to see that your “voice” is authentic.



Key Question: Why Law?
As you write your personal statement, make to answer 
the key question: Why law school?

Make sure to tie your personal statement back to 
● your purpose for attending law school

● how being a lawyer fits into your future career 
goals

● why the law school is the best fit for you



Brainstorm Questions
● What motivates you to pursue law school?

● Why law?

● What have you done/are doing to prepare for a career in law?

● What personal qualities do you want to emphasize?

● What are your interests?

● What are your future plans beyond law school?

● What personal challenges have you faced?

● What are important parts of your background?

● Why are you applying at this particular law school?



Personal Statement Dos
● Do start with a great lead.

● Do have a general theme.

● Do have proper grammatical mechanics.

○ When in doubt, Google it!

● Do write clearly and succinctly.

● Do be “unique” in your own way.



Personal Statement Don’ts

● Do not use the résumé approach.
○ Avoid chronological recitation of major events in your life.
○ Avoid letting different job position experiences and duties overshadow 

yourself.

● Do not talk around issues.
○ Avoid not being specific and talking around issues without giving details.
○ E.g. “I had a rough time but overcame obstacles…”

● Do not use the “I Want to Save the World” Approach (Overly-Idealistic)
○ “… [A]nd that is why I think there should be justice for everyone.”



Personal Statement Don’ts

● Do not try to cover too many subjects – find atheme and stick 
with it!

● Do not be anyone but yourself.



Common Mistakes
● Run-on Sentences

● Talking about other people at-length

● Colloquial Language
○ Contractions
○ Exclamation points

● Inspirational Quotes

● Rhetorical Questions



Additional Essays
If your application requires additional essays:

● Follow the same advice for personal statements.

● Remember to answer the specific prompt.

● Do not repeat the same information mentioned in your personal statement.

○ Use the additional essays as another opportunity to share new information 
about yourself not otherwise presented in your application.



Using AI??
● Always check the policy for each school you plan to apply to.

● School policies may differ on a spectrum of allowing AI, allowing AI with 
restrictions, or banning the use of the technology altogether.

AI tools may include ChatGPT or similar programs



Need Help?
● Pre-Law Advising Center

○ Physical Sciences Building, Room 214
○ prelaw@hawaii.edu
○ Schedule an online appointment:
○ https://manoa.hawaii.edu/undergrad/pac/academic-advising/pre-law 

● Mānoa Career Center
○ QLCSS, Room 212
○ manoa.hawaii.edu/careercenter/

https://manoa.hawaii.edu/undergrad/pac/academic-advising/pre-law-academic-advising/
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Mahalo!


