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INSTRUCTIONS
Please type your answers to the questions below. Upon completion, save and return this document to the sender or forward it along with a copy of your current resume or CV to resumes@preparedtowin.com.


QUESTIONS

1.  Are you interested in a specific job or position type? (Provide titles and/or links, if applicable)
Answer:  

2.  What new employment information should be added? (Ex. Additional jobs or roles – include employer name, location, your title, dates of employment and position responsibilities) 
Answer:  

3.  Do you want to change anything about the layout of your current resume? 
Answer: 

4.  Do you require any other edits to your resume?
Answer:  

5.  Tell us about any new achievements. (Ex. Degrees, certificates, licenses, honors or awards)
Answer:  


For Informational Purposes Only

HOW TO IDENTIFY ACHIEVEMENTS

Often professionals find it difficult to identify workplace achievements. Even when you perform your daily tasks and responsibilities with excellence, it can be challenging to remember what you have actually accomplished. The following is a guide to make it a little easier. This is one instance where it is ok to boast and avoid modesty.

PAR Method (Problem • Action • Result)
The PAR Method is great for determining achievements.

Problem: What problem or challenge existed?
Action: What did you do to solve the problem or make it better?
Result: What was the measurable outcome? (revenue growth, improved processes)

Performance Evaluations
Often performance evaluations will provide great content for your resume. Simply consider the areas identified under “Outstanding” or “Excellent” performance and think about how you solved a problem or envisioned a new process while performing that particular task.

Questions To Ask Yourself
These questions are simply designed to help you remember what you have accomplished in the past.

1. If I didn’t work there ___ would never have happened. ! I am most proud of ___.
2. The company saved/made $___ because I ___.
3. The ___ process is much better because I ___.
4. People are happier at work because I ___.
5. The problem with ___ no longer exists because I ___.
6. I had a new idea to___.
7. I am often complimented by supervisors or co-workers for ___.

Recognition & Awards
Have you ever been chosen to receive a workplace award based upon merit (your individual actions/contributions)? 
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