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An accomplishment is the specific skills and abilities applied in a concrete situation that produce a positive result. It describes what, how, and results.
· Identifies specific skills, tools, and ability utilized.
· Describes these skill with past-tense “Action Verbs”.
· Indicates the scope of the project or program.
· States the problem you solved or challenge you faced.
· Quantifies the result:
· % increase or decrease.
· $ saved or raised.
· # effected by the effort.
· Time saved.
· Action caused.
· Qualifies the achievement.
· Descriptive adjectives & adverbs make statements more powerful and convincing.
· List specific tools and versions of tools.
· Is concise, complete, accurate, understandable and incomplete sentence (the implied subject of the sentence is YOU!).
· Clearly indicate the benefit employer received. 

Accomplishments Format
· What: A brief description of the event, preceded by a past-tense “power” or “action” verb that ends in “ed”. Examples: created, developed, directed, organized.
· How: A succinct account of how you lad, accomplished the goal or solved the problem, preceded by a transition verb ending in “ing”. Examples: analyzing, directing, teaching, researching.
· Results: Describe the outcome in measurable terms, preceded by a verb ending in “ing”. Examples: improving, reducing, eliminating, generating. 
The purpose of this format is to concisely communicate:
· Talents.
· Value.
· Quality.
· Communication skills.
· Dedication.
This format generates the interviewer’s interest in you by:
· Generating favorable interview questions.
· Making you memorable.
· Associating you with quantitative thinking.
· Setting & controlling the standard for comparing candidates.

Examples:
· Managed installation of new general ledger accounting system for $5 million agency, implementing and training by department, reducing operating costs 25%.
· Created profit-and-loss statement by product line, increasing sales of profitable product in two years, resulting in incremental sales of $2,300,000.
· Identified new market segment for existing products, creating and staffing new 5-person sales organization, resulting in potential annual sales increase of $300,000.
· Initiated management information service procedure, reducing preparation of operations activity reports from one week to one day, dramatically improving management control.
· Restructured methods, procedures and practices, reducing labor and elimination schedule delays, increasing manufacturing capacity 300%.
· Identified and verified technical and marketing problems for new produce, initiating immediate corrective action, preventing potential losses of $100,000.
· Developed new process, supporting equipment and techniques, increasing market potential 100% and netting additional sales of $100,000,000.
How to identify accomplishments {%, $, #, time, actions): When…
· When did you identify a problem and solve it? What were the results?
· When did you introduce a new system or procedure that made work easier or more accurate?
· When did your efforts increase the company’s profit lit? By how much?
· When did you increase productivity, reduce down-time, improve morale? By how much? How did the savings effect the bottom line? 
· When did you effectively manage systems or people? What were the results of your efforts?
· When did you initiate a sales or incentive program that worked? What were the results of your efforts? What was the financial impact, the impact on the company image or effect on employee morale? 
· When did you participate in a major decision-making or planning? What contribution did you make to the team? What were the results of your efforts?
· When did you author any major reports, programs, publications, promotions or newsletters? Who was the audience and what was the distribution or readership?
· When did you improve the efficiency of people or operations? What were the savings in time and/or money?
· When were you involved in a plan start-up or shut-down? What were the challenges you faced and what success did you have? 
· When did you automate any systems or procedures? How many people did you train? How much was the system worth? How much money did you save?
· When were you an effective liaison between departments? How were you able to make things run more efficiently? When did you produce reports or manage data that enable management to make more informed decisions?  


Past Tense Action Verbs
	achieved
	communicated
	drafted
	guided
	mentored
	publicized
	solved

	acted
	compiled
	dramatized
	headed
	minimized
	published
	sorted

	activated
	completed
	drew
	helped
	modeled
	purchased
	sparked

	adapted
	composed
	drove
	hired
	modified
	purported
	specified

	addressed
	computed
	edited
	identified
	monitored
	quoted
	staffed

	adjusted
	conceptualized
	educated
	illustrated
	motivated
	raised
	standardized

	administered
	conciliated
	effected
	implemented
	navigated
	reasoned
	stimulated

	administered
	conducted
	electrified
	improved
	negotiated
	recommended
	straightened

	adopted
	configured
	eliminated
	improvised
	observed
	reconciled
	streamlined

	advertised
	confronted
	employed
	increased
	obtained
	recorded
	strengthened

	advised
	conserved
	enforced
	indexed
	operated
	recruited
	studied

	aligned
	consolidated
	enlarged
	indoctrinated
	ordered
	reduced
	suggested

	analyzed
	constructed
	entertained
	influenced
	organized
	referred
	summarized

	anticipated
	consulted
	established
	informed
	originated
	regulated
	supervised

	applied
	constructed
	estimated
	initiated
	oversaw
	rehabilitated
	supplied

	appointed
	controlled
	evaluated
	innovated
	painted
	rendered
	surveyed

	appraised
	converted
	evangelized
	inspected
	participated
	reorganized
	synthesized

	arbitrated
	controlled
	examined
	inspired
	perfected
	repaired
	systematized

	arranged
	corresponded
	executed
	installed
	performed
	replaced
	tabulated

	ascertained
	counseled
	exhibited
	instituted
	persevered
	reported
	talked

	assembled
	created
	expanded
	instructed
	persuaded
	represented
	taught

	assessed
	decentralized
	expedited
	instrumented
	photographed
	researched
	tended

	assisted
	deferred
	explained
	integrated
	piloted
	resolved
	tested

	attained
	delivered
	expressed
	interpreted
	pioneered
	resorted
	timed

	audited
	demonstrated
	extracted
	interviewed
	planned
	responded
	traded

	balanced
	designated
	fabricated
	introduced
	played
	restored
	trained

	budgeted
	detailed
	facilitated
	invented
	predicted
	retrieved
	transcribed

	built
	detected
	familiarized
	inventoried
	prescribed
	reviewed
	transferred

	calculated
	determined
	figured
	investigated
	presented
	revised
	transmitted

	calibrated
	developed
	filed
	judged
	presided
	revitalized
	treated

	catalogued
	devised
	filtered
	launched
	printed
	rewrote
	tutored

	centralized
	diagnosed
	fixed
	lead
	processed
	saved
	unified

	certified
	directed
	forecasted
	lectured
	produced
	scheduled
	updated

	chaired
	discovered
	formed
	located
	produced
	selected
	upgraded

	changed
	displayed
	formulated
	maintained
	programmed
	served
	validated

	charted
	disproved
	forwarded
	managed
	projected
	sewed
	verified

	classified
	dissected
	founded
	mapped
	promoted
	shaped
	vitalized

	coached
	distributed
	gathered
	marketed
	proposed
	simplified
	won

	collaborated
	diverted
	generated
	measured
	protected
	sketched
	wrote

	collected
	documented
	governed
	mediated
	provided
	sold
	wrote



