TIPS TO DEVELOPING THE CONTENT OF YOUR RESUME

When writing an excellent resume you need to make sure and capture your accomplishments. Below are some questions, key words and examples of achievement or “prove it” phrases to help you develop an outstanding resume. Remember creating a resume takes time and this task should not be taken lightly, after all it is your gateway into your next interview. 
EXAMPLES OF QUESTIONS TO ASK YOURSELF TO ASSIST YOU IN  DEVELOPING YOUR ACHIEVEMENT  OR “PROVE IT” STATEMENTS
· What problem(s) did you identify and solve?  Specify results.

· Did you supervise/manage staff? How many? 

· Did you introduce a product(s) that improved profits? 
· Did you introduce a plan or procedure that improved sales? Profits? Decreased downtime? 
· Were you part of a team or committee that introduced a new program? What were the results? 

· Were you part of decision-making on any project? What was your contribution? 

· Were you ever published? In-house, special reports, etc. 

· Were you responsible for creating/implementing/monitoring a budget? How large? 

· Did you ever write a proposal that was approved and implemented? 

· Did you ever train people? How many? 

· Were you ever involved in a start-up operation? What was your role? 

· Were you required at anytime to do more with less/same/fewer resources? 

· What was your caseload volume? 

· Did you meet/exceed project goals and deadlines? By how much? 

· Did you ever streamline a program or department? How successful was it? 

· Did you ever introduce or create an automated system? How successful was it? 

· Did you ever participate in a team? What was your role? What was the outcome?

· Were you ever a mentor to another employee? What was the purpose? What were the results? 

EXAMPLES OF ACTION WORDS TO BE USED IN YOUR ACHIEVEMENT  OR “PROVE IT” STATEMENTS
	accelerated
acted
adapted
advanced
aided
analyzed
arranged
assembled
assigned
assisted
attained
balanced
calculated
classified
coded
collected
communicated
conducted
considered
cooperated
coordinated
demonstrated
designed
determined
developed
	drafted
edited
ensured
established
evaluated
examined
exceeded
expanded
expressed
facilitated
formulated
furthered
gathered
generated
guided
handled
helped
implemented
increased
informed
initiated
interpreted
inspected
installed
instituted
	introduced
investigated
led
maintained
managed
moderated
modified
obtained
operated
organized
outlined
overhauled
participated
performed
planned
presented
printed
produced
proofread
reduced
refined
reorganized
repaired
reported
represented
	researched
responded
reviewed
screened
selected
solved
sorted
spearheaded
streamlined
studied
submitted
supplied
surpassed
synthesized
taught
trained
translated
tutored
utilized
verified
wrote


EXAMPLES OF ACHIEVEMENT OR “PROVE IT” STATEMENTS
Here are some examples of achievement statements. Notice that all statements were created using both an action verb and then a numerical measurement to create more of an impact. 
· Developed a new employee orientation program that 100% of the company locations adopted.

· Responded to over 85 customer calls daily and solved 90% of their concerns.

· Submitted over 500 construction bids annually and was awarded 90% of the contracts.

· Served customers in a positive way, receiving two customer service awards in the past year.

· Assisted credit manager in account collection by phone and mail, increasing accounts receivables by 20%.

· Co-chaired a series of blood drives in the local area, netting over 1200 units of usable blood.

· Created a multi-media campaign that increased enrollment by 700 students in eight years.

