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Bottom line ... the more accomplishment-driven your resume, the more effective it will be, the more interest it will
generate, and the more interviews you will get. Always remember that resume writing is sales and that you’re the
product. Showcase the product’s distinctive features and you’re bound to make a sale! Focus your resume on what you
have done to improve operations, increase revenues, expand market share, strengthen profits, reduce operating costs,
enhance business processes, upgrade technologies, deliver projects on-time and within budget, launch new products,
build a strong workforce, and so much more. The challenge, however, is to identify those specific achievements.

To help with that process, below is a list of 13 different professions, each with a short list of questions to ask yourself to
help you articulate your specific achievements. Use this information as a guideline to help you dig deep into your career
and identify what makes YOU such a good hire.

ACCOUNTING & FINANCE — /t’s all about the money!

e Improvements in revenues, profits, ROI, EBITDA, and other financial measurements

e Design/implementation of cost controls and quantifiable results

e Negotiation of contracts including dollar amounts, profits, cost savings, and more

e Implementation of automated programs, tools, and technologies to optimize business performance

e Partner relationships with investors, pension plan administrators, board of directors, auditors, and others
e Merger, acquisition, joint venture, and divestiture experience

Keywords
e Accounts Receivable e Departmental Budgeting
e Accounting Software (Lotus 1-2-3, QuickBooks) e Financial Reports
e Accounts Payable e Account Management
¢ Benefits Administration e Profit & Loss

e Collections

CUSTOMER SERVICE - /t’s all about customers, clients, patrons, and others!
e Improvements in customer service and customer satisfaction scores

e Top industry rankings for quality of customer service organization

e Contributions to sales growth

e Key account management responsibilities and results

e Introduction of automated customer service technologies and tools

e Reductions in customer service operating and overhead costs

Keywords:
e Effective communication e Hospitality
e Organization e Active listening
e Answering inquiries e Adaptability
e Solutions e Decision-making
e Problem solving e Friendliness
e De-escalating e Patience
e Working under pressure e Responsiveness

e Teamwork e Empathy
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ENGINEERING - /t’s all about development and improvement!
e Engineering/design of new products and their positive financial impact on the organization
e Engineering/design of new processes and their positive financial impact
e Redesign of existing products and their resulting financial/market/customer impact
e Patents awarded and/or pending
e Integration of advanced technologies to expedite engineering and expand capabilities
e Project planning, management, staffing, leadership, and financial success
Keywords:

e Scripting e Design build / structural design
e Electricity e Design methodologies
e Computer science e Process control

e Continual Improvement Process Environmental impact study

e Python, Java, Linux e Project estimating

e Deployment e Prototyping

e Compliance e Feasibility study

e Computer Aided e Regulatory compliance
e Design Simulation Software e Technical guidelines

e Business process re-engineering

HEALTH CARE - /t’s all about quality!

e Positive impact on quality of care and quality of patient outcomes

e Expansion of health care services, programs, and outreach to meet patient needs

e Development of innovative new health care delivery systems, medical procedures, and the like
e Attainment and maintenance of stringent regulatory requirements

e Implementation of advanced health care and health care support technologies

e Reduction in disease incidence and overall health improvement of targeted patient base

Keywords:
e C(Certified e Patient care
o Tested e Stamina
e Administered e Patient care
o Treated e Acute care
e Coordinated e Compassionate
e Assessed e Family education
e Ordered e (Specific equipment used)
e Diagnosed e (Specific departments/units)

HUMAN RESOURCES — /t’s all about the people and their impact on the organization!

e Success in recruiting personnel and their performance within the organization

e Improvements in traditional employee benefits and reductions in premium costs

e Introduction of innovative employee benefits and incentives (e.g., flex time, onsite day care)
e Expansion of HR information systems and technologies

e Creation of expatriate recruitment, training, employee support, and related programs

e Measurement improvements in manpower and organizational performance/productivity
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HR Keywords:
e Affirmative Action/EEO Regulations e Personnel Training
e Employee Orientation ¢ Pre-employment Screening
e Employee Relations & Mediation e Recruitment Programs
e HR Program Development e Staffing/Scheduling Requirements
e Labor Relations e State & Federal Rules and Regulations
e Performance Development e Training/Orientation

LAW - /t’s all about distinction!

e Establishing legal precedents

e Managing prestigious cases and clients

e Breadth of legal experience across multiple legal disciplines

e Demonstrable expertise within one area of legal specialization

e Success in negotiations, arbitrations, mediations, and the courtroom

e Relationships with regulatory, legislative, judicial, and other agencies/organizations

Keywords:
e Conflict resolution e Calm demeanor
e Mediated e Deductive reasoning
e Wrote e Negotiation
e Conceptualized e Problem solving
e Implemented e Audited
e Compliant e Research proficiency
e Leadership e Integrity
e Mental toughness e Handle stress
e Attention to detail

MANAGEMENT / ADMINISTRATION — /t’s all about organization and efficiency!

e Design/implementation of streamlined work procedures and processes

e Introduction of automated tools, programs, and systems to enhance efficiency

e Internal and external communications responsibilities

e Contributions to improved operations, cost reductions, and overall performance improvements

e Personnel training and development experience, and the success of those employees

e VIP and executive responsibilities and relationships

e Increases in production yield and output, worker productivity, and other performance measurements

Keywords:
e Business Alliance Building e Leadership Development
e Business Development e Logistic Operations
e Contract Negotiations e Operational Development
e Departmental Operating Budget e Performance Evaluations

e Employee Relations
e Departmental Policy & Procedures
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MANAGEMENT (EXECUTIVE & GENERAL) — It’s all about bottom-line performance!

Measurable increases in revenues, profits, EBITDA, ROI, and other financial indices

Leadership of/contributions to strategic planning and long-term business development

Leadership of/contributions to mergers, acquisitions, joint ventures, and business-building initiatives
Success in expanding into new markets, new geographic regions, new countries, and more
Improvements in organizational performance, infrastructure, productivity, yield, and more
Recruitment and leadership of successful management teams (and their contributions)

Keywords:
e Business Alliance Building e Leadership Development
e Business Development e Logistic Operations
e Contract Negotiations e Operational Development
e Departmental Operating Budget e Performance Evaluations
e Employee Relations e Departmental Policy & Procedures

MANUFACTURING & PRODUCTION — /t’s all about yield and output!

Increases in production yield and output, worker productivity, and other performance measurements
Improvements in quality performance and award of quality certifications

Reductions in operating costs and overhead expenses

Design, set-up, and start-up of new manufacturing facilities and production lines

Seamless introduction of new products into existing manufacturing plants and favorable financial results
Implementation of new technologies, robotics, and other automated processes, systems, and equipment

Keywords:
e  Productivity Improvement e Process automation
e Logistics e Product development
e Inventory control e  Workflow optimization
e Labor efficiency e Quality assurance

e Order fulfillment

RETAIL — It’s all about product movement and sales performance!

Increases in revenues, profits, and market share

Improvements in product movement, from warehouse to retail floor to customer sale

Distinction for merchandise design and display (including sales results)

Departmental staffing and management responsibilities, and quantifiable results

Implementation of POS, interactive selling, online selling, and other automated retail technologies
Reductions in store operating costs, staffing costs, loss rates, and other expenses

Keywords:
e Positive attitude e Employee relations
o Integrity e Leadership
e Supervise e Brand
e Maximize profitability e Visual merchandising
e Sale objectives e Point of Sale (POS)

o Time management e Customer service
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SALES & MARKETING - /t’s all about capturing clients and generating profitable revenues!

Increases in revenues, profits, and market share
Individual sales and account achievements

Capture of new key accounts and revenue streams
Sales honors, awards and percentages over quota
Development of new territories and new markets
Introduction of new products and services (and results)

Keywords:
e (Client Base e Networking
¢ Client Relationship Building e One-call Sales
e Event Marketing e Qutside/Inside Sales
e Lead Groups e Promotional Tactics
e Marketing Strategies e Selling Strategies

e Material Forecasting

TEACHING — /t’s all about innovation and student/learner excellence!

Development of new curricula and instructional programs

Development of computerized and web-based programs and teaching/learning tools
Committee memberships, student activities, and special projects

Management responsibilities for programs, budgets, resources, personnel, and more
Experience in training and developing other teaching staff

Measurement of student/learner performance and achievement

Keywords:

TECHNOLOGY - /t’s all about technology innovation and advances!

Growth mindset
Orientated instruction
Inclusive classroom
Classroom management
Technology integration
Interactive classroom

Student guided learning
Reflective teaching
Instructional strategies
Collaborative environment
Data driven analysis
Blended learning

Development of new technologies and their organization/operational/market impact
Involvement in emerging e-commerce, e-learning, Web 2.0, telecommunications, and other technologies
Financial benefits of technology (e.g., revenue gains, cost reductions, productivity improvements)

Patent awarded and/or pending
Success in systems migration, conversion, integration, and more

Domestic and international technology transfer programs and ventures
Keywords:

Database Development
Information Security
Project Management
System Management
Business analysis

Open Source Technology

Programming/Coding

Software Development

Cloud computing

Customization and Configuration
Network Administration

Specific hardware/software

These questions are just a sampling of the many industry-specific questions you can use to dig for information and identify great achievements.
Once you've done that, you’ll be able to write a resume that is just the right mixture of responsibilities, accomplishments, and career highlights to
give yourself a truIy competitive advantage in today’s hiring market. Adapted from: https://www.careerthoughtleaders.com/library/resumeandcoverletter/3766309



https://www.careerthoughtleaders.com/library/resumeandcoverletter/3766309

