The Really Useful Job Company

Personal Accomplishments Worksheet
Guidelines: This is the document that will prepare you to create your Pre-Resume™, your Long-Form Resume as well as prep you for interviewing, networking and any other social networking you might do going forward. This document will also help you apply to any online positions.
This is a “living” document. It will grow and change as you obtain more experience and go on to do bigger and better things in your life.

Rules: 

· List all the personal best accomplishments you can think of. No less than 10 to 12.
· Can’t think of any? Ask family, friends, co-workers, former supervisors, teachers, military buddies, clergy and anyone else what they think of when pressed to identify one or two of your accomplishments. You will be surprised how many memories they will resurrect on your behalf. Kids and parents especially will remember all the great things you have done!
· They do not have to be business related but obviously career and business experiences will serve you best in your job search.

· Bear in mind that sometimes just doing your job well can be an accomplishment in itself.

· Add to this list personal accomplishments that might be related to academics, sports, charity or volunteer work, military and religious activities. 

· List your accomplishments without any dates, time or place. This will minimize an accomplishment being used “against you”—particularly if it may have occurred early in your career. “I helped put a man on the moon” will really date you!
· Use all the “$” signs and “%” symbols you can. They jump off a page.

· “Spell out” all numbers. $1,300,000 leaps off a page when compared to $1.3 million.

How do you create an accomplishment? Like all good books, movies, or songs, an accomplishment has a beginning, a middle, and an end.

The beginning: 
I created a filing system--

The middle:

--that “resulted in”--

The end:

--300 plus man hours saved per week.

The magic term here is “resulted in” or you might use “resulting in”. Those two words, when you complete the sentence with the net result are super powerful. Most people on their resumes will list WHAT they did but then neglect to identify the RESULT!
You won’t make that mistake.

“I created a filing system that resulted in 300 man hours saved per week.”

That is a powerful statement. As a hiring manager I’m impressed. I want to know how you did that. More importantly I want to know—can you do that for me?! A dialogue has been created.

Earlier I stated not to list dates, times or place. There is a very powerful reason for this. I don’t want you to date yourself. I want the reader of your accomplishment wonder where, how and when you performed your accomplishment.

Example: I was responsible for 49% of all sales one fiscal year resulting in a net to the company bottom line of $3, 200,000.00.
Notice there is no date, time or place listed—with good reason. When this accomplishment is listed on your resume the reader will be intrigued and call asking for more information. That is when you can complete the story. But not till then. The purpose of this worksheet is to prepare you for creating a powerful Pre-Resume™ and your Long-Form resume. The only purpose served by a resume is to get you an appointment. You get the appointment when someone calls and asks for more information.
List 10 of your personal best accomplishments.

1.___________________________________________________________________________

2.___________________________________________________________________________

3.___________________________________________________________________________

4.___________________________________________________________________________

5.___________________________________________________________________________

6.___________________________________________________________________________

7.___________________________________________________________________________

8.___________________________________________________________________________

9.___________________________________________________________________________

10.__________________________________________________________________________

One final note: When completed you will formally prepare your Accomplishments Worksheet. Keep one copy by your phone to have handy when an interviewer calls and one or more copies in your portfolio for your personal use during interviews and to offer to your interviewer(s) when meeting in person.
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