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LIGHTING UP YOUR ACCOMPLISHMENts
Highlighting your accomplishments is important during a job search. Use these questions to help you recall your accomplishments for a resume, job application, or interview. 
Did you:

___ Help increase sales or initiate a successful sales program?
___ Initiate or recommend a program for increased efficiency or productivity?
___ Save your former company money or time? How much?
___ Write or edit any major reports, publications, or advertising?
___ Make or influence major decisions or organizational plans?
___ Organize, lead, or serve on committees or task forces?
___ Identify a problem and solve it?
___ Train anyone?
___ Suggest any new ideas that were put into effect?
___ Change the nature of your job?
___ Successfully tackle a difficult or important assignment?
___ Make presentations? To whom, and for what purposes?
___ Negotiate contracts? 
___ Receive commendations, awards, bonuses, or other recognition?
___ Conduct or originate a research project?
___ Increase your company’s profit? By how much?

