
Questions to Help You 

Discover Your Accomplishments

Remember, everybody has work accomplishments but you may need to dig to find them.  You can do some of this on your own but it is also very helpful to have someone else probe you with questions like the ones below to help you discover and acknowledge them.  Use the people in your Job Seeker Support Groups to help you with this whenever you can.
In writing down your accomplishments, you have to give a complete picture of what you did.  It’s not enough to just describe what you did.  You also have describe how it benefitted your company, manager, co-workers, customers (could be students), suppliers, business partners, etc.  In other words, what was the value of what you did?  That’s what makes you stand out!
Below are some Trigger Questions to help you identify your accomplishments!

1. What sets you apart from the pack?
2. What is it in your work that is different or extraordinary?
3. Describe things you have done in detail (things you did daily, weekly, monthly, quarterly, annually, ad-hoc) and look for the things you did that benefitted your customers, co-workers, business partners/suppliers, and the company as a whole.  Try not to automatically discount you’ve done as being ordinary or easy for you.  What is easy for you is often difficult for others.  Get feedback from others before you discount anything!
4. What have you done where you can measure your success in terms of absolute dollar increase or a percent increase.  For example, as a production line worker, did you come up with a way to improve the production process that reduced costs by $120,000.  Or as a sales manager, did you help your sales team increase annual sales by 25%.
5. Did you receive any awards?  What about testimonials from customers, co-workers, managers, business partners, suppliers, patients, parents, etc.?
6. If you describe what you did, also describe how it benefitted your employer (department, division, or company as a whole) and/or customers (could also be students).  In other words, what was the value of what you did?  That’s what makes you stand out!
7. How have you touched the lives of people you worked with?
8. What makes you a unique worker like no other (remember how no two snowflakes are alike)?

9. Did you increase sales or exceed your quota?  Did you improve a process/procedure?  Did you improve patient care?  Did you improve the production process (e.g. reduce materials cost, speed up production process)?  Did you help improve teamwork or team performance?  Did you find ways to improve customer service?  Did you help improve the company’s image?  Did you help increase employee morale/retention?  Did you improve the employees pay plan and/or benefits package?  Did you employ unusual teaching methods?  Did you improve student performance?  In each case, describe what you did and how it made a difference and try to quantify it if you can.
10. If your high school or college student, what did your teachers and professors say about you that was noteworthy?  If you had a part time job while in school, how did you contribute to the company’s success?  If you did any special projects in school, what made them unique or different from the others?  If you did an internship, how did you distinguish yourself?
11. If you know a lot about the Microsoft Office Products (Word, Excel, PowerPoint, Access, Publisher, and Outlook), identify/state your level of skill (beginner, intermediate, advanced), and describe unusual/beneficial things you have done with each product.
12. Keep exploring and you will find them!
Sample Accomplishments
Below is a list of sample accomplishments to help give you ideas for creating your own.  These accomplishments belong in your Professional Summary (1-2 here) at the top of your resume and also in each job in your Employment History section as well (1 or more per job where possible).
1. General:  Always specify numbers, such as the number of people you managed, the number of plants you oversaw, the number of years you’ve been doing something (but not so high as to trigger age issues or the fear you may want to high a salary), the size of the budget you managed, the number of students you taught, the number of new chemical compounds you developed, the profit related of the new drugs you developed, etc.
2. Customer Service:  I resolved 99% of my problem calls with no call back and sold our new, low interest credit card to 30% of my callers.
3. Human Resources:  I’ve achieved 6% turnover in an industry where the norm is 20+%, improved benefit options by 30% with no cost increase, and achieved 10% labor cost savings.

4. Construction Project Manager:  Successfully secured subcontractor pricing at 10% to 15% below original bids.
5. Construction Project Manager:  Realized approximately 6% savings per contract throughout the construction process by uncovering calculation errors and maintaining budgets and margins on homes.

6. Spanish Teacher:  I am an accomplished Spanish/ESOL teacher who specializes in different teaching methodologies to promote natural and effective communication.  I maintain a high student retention rate and I am valued by students.  In fact, one student said, “I hope the second level Spanish teacher starting next year is just like you.”
7. Sales & Marketing Manager:  Increased sales by 35% over six months through development of sales training on presentation skills, knowledge of construction methods, reading blueprints, building customer loyalty, and closing buyer agreements.
8. Vice President of Finance:  Executed cost reduction initiatives yielding over $250,000 in savings through realignment of resources, negotiation and team development initiatives
9. Executive Assistant: Served as corporate external relations manager for public relations and social responsibility programs in Connecticut with highly successful and visible statewide efforts that resulted in the National Alliance “Company of the Year” award.
10. Accounts Payable & Human Resource Administrator:  Completed special projects for CEO; e.g., conducted a study of vendor shipping methods and charges that resulted in a savings of over $90K.
11. Corporate Software Trainer:  I received an average of 4.9 out of a possible 5 in all ten rating categories in my course evaluations over the course of my career.  I also received an award for developing an eLearning course that made highly technical concepts fun to learn and easy to understand.
12. Production Line Worker:  Saved $35,000 by finding ways cut out unnecessary steps from the production process.  Reduced production costs be $47,000 by finding a less expensive supplier.
13. Lead Bank Teller:  Trained other tellers weekly in ways to improve their performance get customers through the line faster.
14. Medical Social Worker: As a family and child advocate, I demonstrated superb interviewing and investigative skills that resulted in effective intervention strategies to keep families intact and minimize legal involvement.
15. Operations Supervisor – Frontline Leader/Sales manager – Medicare:                                                                                                   Conducted and coordinated licensing preparation classes for DMS new hires on an ongoing basis resulting in 95% first-time pass rate. Team consistently outperformed 90% of 600 person call center.

16. Account Executive:  Analyzed market areas to target customers and secure new business resulting in a 60% closing ratio.  Also, created a monthly newsletter increasing sales by 10%.
17. Maintenance Department – Calibration Coordinator: Determined the return on investment (ROI) on bringing calibrations in house (50% savings), moved forward by obtaining in-house calibration equipment. 

18. Director of Marketing and PR:  Implemented provider-focused campaign and new website. Average visits increased by 23 percent, return visits by 27 percent and view length by 34 percent in six months.
19. CATV Specialist:  Acknowledged by my supervisor for single handedly managing all trouble calls for the Orlando properties allowing 6 technicians to focus on completing phone/CATV installations at new River Ranch property. Did bench repairs on half the amplifier modules, saving the company significant repair costs.
20. Operations Manager:  Develop and train staff on litigation and negotiation techniques for defense strategy and evaluation of file exposures. Resulted in settlement of approximately 75% of claims at mediation.
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