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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!






	Unearthing accomplishments 
(probing questions to draw out your accomplishments)


The core of your marketing message needs to be focussed on your achievements, as already outlined in my chapter on achievements.  

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

When I talk about achievements, I am really talking about contributions and what differences you have made 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. 

As soon as you start developing a core message that talks about your achievements, rather than just talking about processes (duties and responsibilities), then you set the stage for showing why the employer needs you and how you can satisfy their needs.

Your goal and objective over the next week is to identify how you have contributed to past and present employers. How have you made money, saved money, saved time, solved specific work problems, made work easier, build relationships, helped expand the business, enhanced work practices, retained customer loyalty, attracted new customers?    No matter what level you work at, we all contribute, either directly or indirectly, we just need to shift our focus from our daily duties, to how we contribute to an organisation on a daily basis. 

To help with this task, I have already outlined the CAR process, which is what I need you to focus on.  When developing CAR’s I have also provided below, an extensive (but not exhaustive) list of questions (under various categories), to help you start thinking in an outcomes focussed way.  

Good luck and if you have any questions, just ask!

Carolyn 



	Accounting/Finance Management


· Did you encounter problems in relation to the integrity of financial data and how did you resolve this?

· Have you got a strong record of controlling costs?

· Did you design or implement policies that improved financial operations?

· Did you manage financial operations, when the company was growing and how did you manage this?

· Did you upgrade accounting systems and what impact did this have?

· Did you successfully reduce CPA fees?

· Did you reduce tax liabilities or manage difficult taxation issues?

· Did you improve accounts payable or receivable?

· Did you reduce the time to complete end-of-month closing of books?

· How did your technical skills help the organisation?

	Professionals within large firms (e.g. accounting, law, engineering)


· Did you nurture and or develop new client relationships?

· Did you exceed your billable hours, if not, how did your billable hours compare to others in the firm?

· How did you generate increased revenue for the firm?

· What did you manage to accomplish for your clients? (Negotiations, litigation, reduction in costs/tax liability)

· Did you bring in new business for the firm?

· Did you work on any significant files/projects and what was the outcome?

· What did you contribute to the firm (apart from billable hours) – e.g. training and mentoring of junior staff; presentations on new legislation?

	Administration


· Did you improve procedures within the office?

· Did you improve file management, or create a new filing system?

· Did you manage a greater work load during the absence of a member of staff, or reduction of staff?

· Are you more efficient than most?

· Did you field or manage problems that enabled your supervisor to focus on more strategic tasks?

· Did you save the company money?
	Project Manager/Professionals such as Engineers/Building & Construction


· Did your technical skills bring greater profit to the company?

· Did you meet strict deadlines and have a strong record of on-time completion of projects?

· Did you save money during the management of major projects?

· Did you resolve, or avoid disputes?

· Did you improve relationships with customers?

· Did you improve processes, such as streamlining quoting?

· What problems did you encounter and how did you resolve these?

· Did you work with large budgets?

· Did you assume leadership responsibility?

· Did you work on projects that improved productivity and or efficiency?

· Did you work on projects that saved the company time, money or resolve a pressing problem?

· Did you lead cross-functional project teams?

· Would you describe yourself as a trouble-shooter?

· Did you effectively supervise contractors?

· Where you selected for large or important projects?

	Education


· As a Principal, Deputy Principal, or Head of Department how have you demonstrated your leadership skills?

· How did you deal with skills shortages and finding the right teacher for the job?

· What major problems did you encounter when you first arrived and how have you resolved these?

· Did you develop long-range planning initiatives?

· How have you improved teacher performance, improved professional development amongst teachers?

· How have you tackled problems such as truancy and behaviour management?

· Have you worked on major projects and what impact have these projects had on the school?

· What impact have you had on curriculum development and implementation?

· How have you managed the budgets?

· Did you increase support from parents, community and the business sector?

· Did you involve the students in community projects?

· Did you seek and acquire grant money?

· Did the school or you receive any awards or honours?

· Did you work extend beyond the school and to the district level?

· Did you improve teacher rapport?

· How does your teaching philosophy affect your classroom?

· Did you improve classroom behaviour or management?

· Did you improve student results?

· Did you bring students performing at below grade level up to or above grade level?

· Have you trained or mentored new teachers?

· What challenges did you face/overcome in the school?

· Have you presented workshops in your specialist area?

· Did you contribute to other activities within the school – e.g. sporting coach, musicals, camps?

· Do you serve on committees and what contributions have you made on those committees?

· How have you supported school-reform initiatives?

	Graduates


· Did you successfully juggle the demands of employment, while completing your degree?

· Did you complete your degree in less time than normal?

· Do you have outstanding academic results?

· Did you participate in any projects/courses which involved work related activities, such as community law work?

· Did you take tough subjects?

· Did you undertake any additional responsibilities at university, such as organise student events, or participate in leadership programs?

· Did you help organise field trips?

· Did you receive any awards at the university?

· What sets you apart from other graduates?

	Health Professionals / Social Services


· Did you mentor or train junior staff?

· Did you undertake more difficult assignments?

· Where you the Team Leader or source of information?

· Is your scope of experience broader than others?

· Did you work in a rural setting?

· Did you help write protocols?

· Are you actively involved in any professional organisations?

· Was your caseload large or difficult to manage?

· What are you most proud of?

	General Management


· What major challenges did you face and how did you overcome these?

· Did you improve profits for the company?

· Did you implement any cost saving devices?

· Did you improve staff morale and or productivity?

· Did you bring and implement new ideas at the organisation?

· Did you create business partnerships or linkages?

· How did you improve business performance?

	Production/Manufacturing/Purchasing


· Did you successfully increase output?

· Did you improve quality of the production process?

· Did you decrease resource costs (labour or material costs)?

· Did you improve inventory record management?

· Did you procure cheaper materials for production?

· Did you decrease production costs?

· Did you meet the impossible deadline?

· Did you save the company money and how did you save the company money?

· Did you introduce new technology?

· Did you improve your supplier list?
	Retail/Sales


· Did you increase sales?

· Were your sales greater than others?

· Did you manage the opening of new stores?

· Did you get assigned under-performing stores and how did you turn performance around?

· Did you manage any renovations/shop fit outs?

· Did you train any staff members?

· Did the store exceed key performance indicators?

· Did you reduce any expenses?

· Did you manage staff rostering/training?

· Did you reduce mark-down losses?

· Did you introduce any ideas or programs to your sector?

· Did you expand into new market places?

· What was your sales ranking in the branch, district, region or nation?

· Did you win any clients from the competition?  How did you do this?

· Did you improve market share?

· Did you service the territory correctly?

· Did you inherent poor account relations?

· Did you set any records for profits/sales turnover?

· Did you restore any inactive accounts?

· Did you open any new territories?

� Some questions courtesy of or adopted from Resume Magic 2nd Edition – Susan Britton Whitcomb





