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Write out, in detail, an accomplishment you’re most proud of. 

Write out an example of when you resolved a challenging situation in a positive way. 

Describe a time when you surprised yourself with how much you accomplished in little time.  
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Tell Me About A Time Accomplishments



Describe how you persuaded someone or a group of people to your way of thinking about a project. 

Tell Me About A Time Accomplishments

Write out an example of a goal or target you exceeded and how you did it.

What team or group accomplishment gave you the most satisfaction and why?
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Role Specific Accomplishments

Specific Job Task, Responsibility and Activity required of this role.

What happened?

How Many?

Results?

Numerical Value?

Improvements?

Progress?

Description

Use this space to recall achievements and accomplishments associated with the task, responsibility and
activity listed above. Reflect on the questions on the right as you reflect on what you did. What 
“tangible” contributions did you make? What happened, how many, what results, progress or 
improvements were achieved as you performed your job? 
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Job Role / Position (include job title and brief description of overall responsibility)



Role Specific Accomplishments

Specific Job Task, Responsibility and Activity required of this role.

What happened?

How Many?

Results?

Numerical Value?

Improvements?

Progress?

Description

Use this space to recall achievements and accomplishments associated with the task, responsibility and
activitity listed above. Reflect on the questions on the right as you reflect on what you did. What 
“tangible” contributions did you make? What happened, how many, what results, progress or 
improvements were achieved as you performed your job? 
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Job Role / Position (include job title and brief description of overall responsibility)



Role Specific Accomplishments

Specific Job Task, Responsibility and Activity required of this role.

What happened?

How Many?

Results?

Numerical Value?

Improvements?

Progress?

Description

Use this space to recall achievements and accomplishments associated with the task, responsibility and
activitity listed above. Reflect on the questions on the right as you reflect on what you did. What 
“tangible” contributions did you make? What happened, how many, what results, progress or 
improvements were achieved as you performed your job? 

© 2022 - ES-STRATEGIC, LLC All rights reserved.

TM

elissa shuck :: strategic career coach

Job Role / Position (include job title and brief description of overall responsibility)



Write out, in detail, an accomplishment you’re most proud of. 

Describe a situation that required you to be RESOURCEFUL. How and what did you do?

Write about a time when you were FLEXIBLE and ADAPTABLE. What did you learn about yourself?

Workplace Strengths Accomplishments
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How did you BUILD RELATIONSHIPS? Describe a situation with a new or long-standing relationship. 

Workplace Strengths Accomplishments

Everyone has LEADERSHIP skills. Describe a situation that required you to step up. How did you do it? 

How did you use your COMMUNICATION skills to overcome an obstacle or create progress?
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