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PROFESSIONAL DEVELOPMENT
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Acknowledge your strenghts in the workplace by developing and analyzing your accomplishments
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...BUT WHAT IS AN ACCOMPLISHMENT?
Each day, each week or each year, we do things or live experiences that are more important and/or satisfying than others.  That sense of success, that proud feeling, that satisfaction, that good feeling inside, are indicators of an accomplishment.

EXAMINING/ANALYZING YOUR ACCOMPLISHMENTS

The key to defining who you are and what you do well is to closely examine some of your greatest accomplishments.  They may be big or small, recognized or hidden.  What counts is that you are proud of them.  Accomplishments are mini-stories of productivity.  They show how you use your strengths to get things done.  They demonstrate your interests and a positive sense of yourself.  In short, they are the first essential steps to a successful job search.

REVIEWING YOUR  ACCOMPLISHMENTS

(
Designed and implemented new filing system

(
Achieved the highest production rate in the department/school

(
Was selected as a trainer to help other students/co-workers

(
Participated on a quality control committee

(
Was recognized for perfect attendance and long-term service

(
Learned how to operate new equipment in three weeks

(
Began as a trainee and was promoted to supervisor

(
Demonstrated machines and production processes to customers

(
Took supervisor’s place during his/her absence

(
Assisted plant engineer in designing reconversion parts which increased 
production by 10%

(
Actively participated in a successful volunteer/school event

(
Built a baby barn/patio

(
Backpacked through Europe/Canada

(
Helped out in a family/friendship crisis

Example #1

Short Description:  Supervised Company Move

What was the problem or situation:  To coordinate our company’s move to new premises as cost-effectively as possible and without interruption of our work.

What I did - Skills used:  Talked with each of our key people and found out what their needs were with regards to space, equipment, etc.  Also coordinated the move with electricians, carpenters, etc.  Analyzed cost of various alternative moving days and overtime expenses.  Decided to begin move on Friday at noon.

What were the results:  Entire move completed in two days (½ day less than estimated) and at less cost.

Example #2

Short description:  Reorganized Filing System

What was the problem or situation:  Inherited an inefficient filing system.  Hours were wasted on searching for materials.

What I did - Skills used:  Got my boss’s agreement that the system had to be revised.  Estimated two days for this job.  Started by throwing out old dividers and made new ones.  Divided overloaded folders into more smaller ones, re-labeled them.  Reorganized whole system.

What were the results:  Finished the job - only 1 ½ days.  When I demonstrated the new system, my boss was very complimentary and told others in the company about the good job I had done.

Example #3

Short description:  Taught myself the MS Word Program

What was the situation or problem:  I didn’t have a lot of money to pay for a course and wanted to learn MS Word.

What I did - Skills used:  I made arrangements with a friend to borrow time on his computer.  I read the program manual and started working with the program.  I had to troubleshoot problems and asked friends who knew the program for help.

What were the results:  In about a week, I was able to operate effectively MS Word.

Example #4

Short  description:  Backpacked Through Europe

What was the situation or problem:  I wanted to travel at the lowest cost possible.

What I did - Skills used:  I established a budget, gathered information, planned my schedule, made appropriate arrangements and had to be flexible with the different lifestyles overseas.

What were the results:   I traveled for three months, visited five countries and learned a lot.

MEMORY JOGGERS

Here are some memory joggers if you are having difficulty recalling your accomplishments.

(
The one thing you are the most proud of last month or last year.

(
A specific problem you solved.

(
Something you created or built.

(
An idea you developed.

(
A time that you increased sales or reduced cost.

(
An award or recognition.

(
A course, program, diploma that you completed

(
Something you do better than others.

Go back in your memory and identify six experiences / situations that you are proud of.  Write these in the worksheets provided on the following pages.

Accomplishment #1
Short Description:

____________________________________________________________________________________________________________________________________________________________________________________________________________

What was the situation or problem?

____________________________________________________________________________________________________________________________________________________________________________________________________________

What I did - Skills used:

____________________________________________________________________________________________________________________________________________________________________________________________________________

What were the results:

____________________________________________________________________________________________________________________________________________________________________________________________________________

Accomplishment #2

Short Description:

____________________________________________________________________________________________________________________________________________________________________________________________________________

What was the situation or problem?

____________________________________________________________________________________________________________________________________________________________________________________________________________

What I did - Skills used:

____________________________________________________________________________________________________________________________________________________________________________________________________________

What were the results:

____________________________________________________________________________________________________________________________________________________________________________________________________________

Accomplishment #3
Short Description:

____________________________________________________________________________________________________________________________________________________________________________________________________________

What was the situation or problem?

____________________________________________________________________________________________________________________________________________________________________________________________________________

What I did - Skills used:

____________________________________________________________________________________________________________________________________________________________________________________________________________

What were the results:

____________________________________________________________________________________________________________________________________________________________________________________________________________

Accomplishment #4

Short Description:

____________________________________________________________________________________________________________________________________________________________________________________________________________

What was the situation or problem?

____________________________________________________________________________________________________________________________________________________________________________________________________________

What I did - Skills used:

____________________________________________________________________________________________________________________________________________________________________________________________________________

What were the results:

____________________________________________________________________________________________________________________________________________________________________________________________________________

Accomplishment #5
Short Description:

____________________________________________________________________________________________________________________________________________________________________________________________________________

What was the situation or problem?

____________________________________________________________________________________________________________________________________________________________________________________________________________

What I did - Skills used:

____________________________________________________________________________________________________________________________________________________________________________________________________________

What were the results:

____________________________________________________________________________________________________________________________________________________________________________________________________________

Accomplishment #6

Short Description:

____________________________________________________________________________________________________________________________________________________________________________________________________________

What was the situation or problem?

____________________________________________________________________________________________________________________________________________________________________________________________________________

What I did - Skills used:

____________________________________________________________________________________________________________________________________________________________________________________________________________

What were the results:

____________________________________________________________________________________________________________________________________________________________________________________________________________

Accomplishments
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