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For Team Leaders, Managers, Professionals and Executives wanting to attract
better job opportunities, obtain an ideal role or promotion and get paid what their worth!






	Identify your achievements - your key to sizzling selection criteria


I work with fail when it comes to talking about their achievements, with the usual response being, ‘but I just do the job’.  While this response might suffice in social circles where you don’t want to ‘brag’ or ‘big note’ yourself, it simply won’t cut it when developing your responses to selection criteria.

When I talk about achievements, I am not talking about that promotion, or pay rise you negotiated, or even successfully completing a degree with first class honours, while you juggled both family and work commitments.  While these are all worthy achievements and you should be proud of them - they are focused on YOU, not the employer.

When I talk about achievements, I am really talking about the contributions you have made and the results you have achieved for present and past employers.  For example, you reduced operational costs by 34%, you implemented an occupational health and safety strategy that reduced workplace injuries by 40%, or you created a new filing system that eliminated wasted time in searching for misfiled documents. 

Like all employers, selection panel members are interested in ‘what’s in it for me’, also known as WIFM.  That is, they are after a ‘recruiting solution’ – a staff member that can make a solid contribution to the work area or overall strategy of the agency, as well as a candidate who meets the selection criteria.  They are not interested in YOUR career aspirations and are too preoccupied in assessing a bundle of applications, to worry about YOU as an individual - in fact they’re ‘downright indifferent about you’.

However as soon as you start talking about tangible achievements when addressing the selection criteria, you are setting the stage for showing them why you just may be the best candidate for the position.  This will turn a previously indifferent selection panel member, into someone who is thinking that the work area and agency needs someone like you to fill the position.  

To show you how important it is to talk about your accomplishments, I have attached two examples of a candidate applying for a senior logistics and warehousing role.  

	Candidate One

In this role, I managed the warehouse and distribution of a fast high-volume, made-to-order business. The operation delivered in excess of 35,000 pallets of product each month to over 1,500 customers. Whilst maintaining profitability, my objective was to rationalize the transport providers, increase the service levels and decrease the cost, whilst changing the culture within the dispatch department.


	Candidate Two

In this key logistics role, I was involved in the management of the warehouse and distribution site, delivering in excess of 35,000 pallets of product each month to over 1,500 customers, with over 95% of product made-to-order. In this role, I was invited by management to spearhead changes required to rectify previous poor management of the site.  


Key Contributions and Results:

· Met challenge of increasing service levels, decreasing costs and changing culture, within 3 months

· Rationalised warehouse layout in line with production profile, reducing the overtime required to complete output by 50%

· Spearheaded variable cost control measures and ensured adherence to operating budgets 

· Remedied inaccurate inventory record entry, allowing for lower re-order points

· Significantly reduced pallet losses, through introduction of procedures, documentation and control software, allowing for an auditable trail of all relevant pallet movements

· Reduced local transportation costs by 10% per annum, through effective management of fleet contract tender.  

· Dramatically improved management of local sub contract delivery fleet, through new service level agreements and ongoing performance appraisals

· Saved 15% in freight costs, through effective management of the tender of the regional delivery network

· Reduced overtime of staff by 30% and provided a better loading service, through detailed analysis of transport cycle times and staff rosters 

Now, put yourself in the shoes of the selection panel member and make up your mind as to which candidate convinces you of their knowledge and track record as an employee.  Most likely, you chose Candidate Two, and if you haven’t guessed it already, Candidate One and Candidate Two is the same person.  Candidate One was a first draft written by the client, Candidate Two included a full list of achievements, as a result of asking the client targeted questions relating to their achievements, utilising the CAR technique, (which I have outlined for you below).  

Hopefully I’ve convinced you how talking about your achievements can transform you from an average candidate to a ‘knock out’ candidate, I now want you to spend time and energy thinking about the various contributions you have made in all your relevant roles.  

Yes, I know even as I say this, your eyes are glazing over and you might be struggling to think of even one tangible achievement.  But believe me – everyone contributes, either directly or indirectly to an organisation.  
To help you brainstorm your achievements, I have listed some general questions below, outlining areas in which you as an employee may have contributed to an organisation.  I have made the focus on achievements that reinforce qualities required for the public service sector. 

· Have you saved money for an organisation? 

· Did you build organisational capability?

· How have you solved a specific or major problem?

· Are you a key ‘trouble-shooter’?

· Have you delivered on an intended outcome?

· Did you introduce new procedures that improved operational processes?

· Did you improve the overall management of a functional area?

· What did you accomplish for your clients?

· Were you selected for any significant projects and what were the outcomes of these projects?  Benefits / cost savings / improved processes

· Did you mange the same or greater amount of work than your predecessor?
· Are you more efficient than most?

· Did you exceed expectations of clients?

· Did you exceed expectations of management?

· Have you improved customer relations?

· Did you develop and implement long term planning initiatives?

· Did you develop partnerships with external stakeholders that were beneficial to the organisation?

· Did you increase productivity or efficiency within an organisation?

· Did you achieve a result within a tight budget and or time constraints?

· Did you develop, manage, implement or contribute to any major changes within an organisation?

Using the CAR technique to uncover your achievements

One method I employ to uncover achievements for clients is to get them to use the CAR technique.      

CAR is the acronym for:

· Challenge you encountered

· Action taken

· Result from your action 

This is almost identical to the selection criteria model CAR, but the C is short for Challenge, rather than Circumstances, as outlined in the selection criteria CAR model in Part IV, Chapter 12.  

Examples using the CAR technique

	Example One:

Challenge

Poor or non existent quality procedures in place

Action

Empowered a small team to document the current practices, then the same team wrote procedures to what needed to be done.  Each team member then validated the relevant procedure for their machine and implemented the quality procedures.  

Results

The entire team embraced the procedures.  The cost of complaints for that site reduced from an average of 12% per year to 2% for the first year and 1.2% for the balance of the next year. Moved the mind set from quality checking to quality assurance. 


	Example Two:

Challenge

The operational staffs were not clear as to areas of responsibility and accountability.  No performance measures in place at any level  
Action

Set clear role definitions, position descriptions and set clear expectations of results for each role. Implemented the framework for rewarding the achievers and managing the under achievers

Results

A framework was in place so all employees knew what was expected from the role and what the acceptable outcome was. Goals and targets were set and agreed upon, then reviewed formally on a regular basis. It allowed carrier development and success to be rewarded and poor performance to be managed. This in turn removed all subjectivity from the work place carrier development and bonus systems. It consolidated the site to common goals and delivered success.


You can see by using the CAR technique, you can start framing some very strong achievements that can be effectively utilised in both your résumé and responses to the selection criteria. 

