
How to Write a Bio Sketch in 15 Minutes 

Do you want to write biographical sketch? Your biosketch is your personal story – it is 
about you. It contains important information, including your training, education, 
achievements and skills, so it is important that you collect enough information and 
reflect on it if you’re writing your story.   Now if you’re writing someone else’s story, you 
should not only collect data but also make sure that it is from trusted sources. 
Otherwise, the biosketch may ruin the entire credibility of the book.  
 

The Purpose of the Bio Sketch 

 
You should know how to write it properly because it is a painting or illustration of your 
life, or someone else’s.  The main goal of the essay, therefore, is to provide other people 
with an overview of the subject’s life. The same rules will apply if you are writing about 
yourself and in your point of view – to present the person in a positive tone. 
 

The 15-Minute Professional Biographical Sketch Guide 

 
Gather and Reflect on the Information 
 
Collect information about yourself if the story is about you. Do not think that you 
already know everything about yourself even though you have to write down all of those 
things you want other people to know about you.  In this case, you need to write an 
informative bio sketch. 
 

1. List the jobs you have worked, but highlight only the most important ones. 
2. Write your achievements and successes, including promotion if any.  
3. Include publications and projects you have accomplished. 
4. Write some personal details, such as who are the people you are living with and 

where you are living. 
5. Read old cover letters to get different aspects about what you were in the past.  
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Write Biographical Sketch 

 
The Introduction 
 
In order to write biographical sketch effectively, begin with a good anecdote about the 
subject to get the attention of your readers. A short story will also be able to make an 
instant portrait of the subject – choose an interesting one to share. 
 
When writing, use the third person point of view even if you want to write a biographical 
sketch of yourself. The anecdote can be a few sentences short.  At the end of the 
anecdote, clarify who that person on it is. 
 
In writing, show how unique you are as a person as well as what your personality is. You 
should write in an interesting language and use specific details. 
 
The Body 
 
When done with the hook, you should give concrete details on the passions and 
achievements of the person.  However, always be honest in writing the professional 
biographical sketch, and do not just write for the sake of leaving of a good impression.  
 
Give relevant information about the job positions you’ve handled and the key 
accomplishments you’ve earned.  You can also write about those things you want to 
achieve. 
 
If writing a biographical sketch for a historical figure, highlight key information about 
his life – place of birth, place of death, key passions, achievements and ways he or she 
has shaped the society. You can also include other relevant details about this person in 
the biographical sketch.  Write in a chronological manner to avoid confusion of your 
readers.  
 
The Conclusion of the Biographical Sketch 
 
Finish strong and with confidence. Wrap up the ideas you have presented in two 
sentences or so. You can simply end with information on what you do and where you 
live if writing your bio sketch. For a historical figure, you can just conclude on how the 
person has shaped the society. 
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How to Write a Biographical Sketch: Revising, Proofreading and 

Editing 

 

 After following the guide in writing above, get ready for the next step, which is to 
review and revise your story. Check if it has the right length, it meets your 
objectives and it flows smoothly. 

 

 Read the paper twice, one of the most important steps on how to write a 
biographical sketch. Make mental notes on the funny or awkward sounding 
statements. Then, read it again and start marking it for things that you should 
remove or expand.  Improve those places to make a strong sketch. 

 

 Read your paper again and check for the flow to know if the work flows smoothly 
and if your readers will get a clear picture of the person the sketch is about. 

 

 Get a feel and determine if the story meets your goals, such as revealing your 
dedication to your craft.  Were you able to leave the kind of impression that you 
want your readers to know about you? 

 

 Like what you can see in a good biosketch example, your paper should also have 
the right length. In this case, check every sentence and determine if it deserves 
the spot in the paper and it does not waste space. 

 

 Edit the paper and check for conciseness, accuracy and clarity. Just like in a 
biosketch example, you should check for the better flow and eliminate awkward 
sentences.  

 

 Delete off-topic and uninteresting sentences or statements. 
 

 Correct grammar, spelling and punctuation errors.  
 
Ask for an Opinion from the Experts 
 
You can ask expert help for what he or she can say about your paper. If you were writing 
for a historical figure, you can ask help from a professor or a historian.  You can also ask 
the opinion of an expert in the field or someone who has written sketches and someone 
who knows about what makes a good bio sketch. 
 
Look for Samples of Biographical Sketch Online 
If you want to find model samples of a sketch online, look for credible sources that can 
help you get a good picture on what to include, how to write and what to avoid in writing 
it. You can also use good samples on which to base the outline or flow of a bio sketch.  
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Finally, you can ask help from the pros who know how to write impressive biographical 
sketch online. They can offer their services at affordable rates and impressive qualities. 
Choose a service provider that has been around the business for years and that has 
written great bio sketches for their customers.  Compare and study your options before 
choosing your writer online if you are selecting them to write instead of you. 
 
 
Follow this guide and write biographical sketch in 15 minutes today! 
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