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TWELVE “ACHIEVMENT -BENEFIT" QUESTIONS
Below are a series of questions intended to help you realistically assess your value in the job market. If you are serious about improving your career opportunities, please take the time to Asses your answers to each of the posed questions and complete the attached “List of Achievements” &  “Career Development Worksheet” forms. These forms are in MSWord Template format, so you should click on the shaded area under each question. Then begin typing your answer.  Respond with as much detail as you would like.  The information fields are formatted to accept unlimited amounts of data so they will expand to accept whatever amount of detail you wish to share.

The last page of the Career Development Worksheet is a request for references.  Remember, I will call ALL references so the more you can provide, the larger the pool from which to pull the “best” reference to represent you to prospective employers.

The time you invest in completing this document will help to focus your thoughts and our efforts on your behalf for this assignment and throughout the rest of your career. Do not hesitate to call should you need any clarification or have any questions.

1. Did you help to increase sales, productivity, or efficiency?

How? How Much? Be specific with your answer. What percent was the increase? How many dollars? What were the circumstances? What was your contribution? Specific dollars are the most convincing evidence you can offer. Use percentages when they represent more impressive figures than actual dollar increases.

2.
Did you save your company money?

What were the circumstances? How much did you actually save? What was the percentage of savings? Was your ability to save your company money greater than that of the person before you in your job? Of other people in your company?

3.
Did you institute a new system or procedure in your company?

Why? What was the situation that led to your instituting the change? Who approved of your change? Did your procedure compete with any others? Why was it selected over others? What happened as a result of the change in procedure that you initiated? Has your procedure been adopted elsewhere in the company? Where? In other divisions? Departments?

4.
Did you identify a problem in your company that had been overlooked?

What was the problem? What was the solution? Why was the solution overlooked? When you answer this question, you prove that you have the capacity to dig deeper than the next person does.

5. Were you ever promoted?

Why did your boss promote you? Was there some one thing you did that your management thought stood out? How long (or short) a period occurred between this and your previous promotion? How much more responsible was your new job than your old? How many more people reported to you? If you have been promoted several times by several different parties, it is substantial evidence that you have potential for growth. Your prospective boss wants and needs to know this.

6.
Did you train anyone?

Did you develop a training technique? What was this technique? How long was the training time by your technique as compared to the old one? What happened as a result of your training technique? Are your training techniques being used by others in the company? It's a well-known truism that executives don't get promoted until they've trained a replacement. Employers are always on the lockout for people who know how to train someone to succeed them. If you're one of them, let it be known.

7.
Did you suggest any new programs for your company that were put into effect?

What were they? Why do you think they were adopted? Did they result in extra sales to your company? Did you represent your company at any industry-wide symposiums at which your suggestions or programs were presented? Have your ideas for programs been published in any industry magazines or journals?

8.
Did you help to establish any new goals or objectives for your company?

Did you arrive at these goals by any new or unusual thought process? Did you convince management it should adopt the goals you established?

9.
Did you change in any way, the nature of your job?

Why did you redefine your position? How did you redefine it? Have other persons in jobs similar to your own had their positions redefined per your definition? Have there been any significant responsibility changes as a result of your redefining your job?

10.
Did you ever undertake an assignment or project that wasn't part of your job, just

because you were intrigued with the problem?

If you have, you are the sort of person who is totally involved with his work. Any such project you undertake is proof of your interest in increasing profits. Prospective employers will be interested in this kind of dedication, particularly if this "extra" assignment led to significant results for your firm.

11.
Did you ever do anything simply to make your job easier?

Did you ever do anything to lighten your own load with no thought of its value to the company you work for? Anything you do to streamline your own job probably will result in saving your company money, or helping it to increase sales, or both. Did you do anything to make your own' job easier?

12. What would you say would be the most important qualities of the "Ideal Candidate" for the position you seek?

Put yourself in the shoes of your prospective employer when you answer this question. Decide on the half-dozen most important characteristics you would look for in a candidate if you were in a hiring position. When you have zeroed in on these qualities, think back over your own experience. Look for examples that would prove you had each of them. These illustrations will do a better job of convincing your prospective employers you have what they are looking for than any "claims" you make for yourself in your resume or interviews.
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