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JobThoughts® Tips

Talk About Doing Worksheet
Doing is what you can do for your employer.  Start by describing your past accomplishments and the ways you benefited your employers or customers.  (A customer is any group or person who benefited from your work.  They can be external or internal.)
Things I have done that made a difference for my employers or customers?  

(Good description starters:  Increased …; Reduced …; Trained …; Produced …; Developed …; Planned …; Created …;  Maintained …)
How I do these things best.  
(Example description starters: I used my ability to …; I used my background in …; I anticipated …; I worked with …; I was responsible for …; The work environment was …; I was motivated by …)
How do I best describe them to my next boss, my network or potential co-workers.  
(Examples:  In percentages, dollars or total numbers?  Industry jargon or in plain English?  By replacing or explaining company specific names for products, processes, departments?) 
Highlight the strongest accomplishments above considering:
· The needs of who you want to work for in your next job

· The largest impact to your customers
· Your sense of accomplishment

These accomplishments are the headlines you will talk about regularly and the strongest stories you will tell.  Rewrite and refine them to best communicate what you Do.
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