
Many candidates write their CVs like a job

description. They faithfully list the duties they

performed and their responsibilities. However,

they fail to show the positive impact of their

work on the team or organisation as a whole.

The whole point of employing someone is that

they can make a contribution to the

organisation.

DON'T JUST WRITE OUT YOUR JOB
DESCRIPTION

Employers want to see that you are someone

that... solves problems, increases profits,

reduces costs, sells more, improves efficiency,

raises quality, generates ideas, enhances

customer satisfaction. If the employer can see

that the salary they will be paying you will be

more than offset by your contribution to

organisational efficiency and profits, then it

makes the hiring decision easier for them.

That's why your CV should be achievement

based instead.

YOU SHOULD FOCUS ON ACHIEVEMENTS
INSTEAD

A STEP-BY-STEP GUIDE TO WRITING OUT YOUR
ACHIEVEMENTS
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Your achievements should be focused around

your SUPER 6 Transferable Skills. You want

to show an employer that you possess the

skills they require and that you're someone

that will deliver the results they desire.

LINK YOUR ACHIEVEMENTS TO YOUR
TRANSFERABLE SKILLS

The best way to think about your

achievements and how you achieved them

using your transferable skills is by using the

"tell me about a time" question.

Tell me about a time you demonstrated
that SUPER 6 Transferable Skill? what was
the result and what did you do?

For example, if one of your SUPER 6
Transferable Skills were "Management", then

you'd ask yourself this question...

Tell me about a time you demonstrated your

management skills? What was the result and

what did you do?

HOW TO COME UP WITH ACHIEVEMENTS

Caeer CoachAbout Us Our Courses Our Services

https://tomjohnharris.com/about-tom/


Don't start with "I", replace sentences starting

with the pronoun “I” with CV action verbs and

phrases.For example, instead of using ”I

supervised 15 employees”, state “supervised a

team of 15”.

You'll find a list of some great action verbs in

the resource section of this module.

START WITH AN ACTION VERB

The simple formula for writing out a powerful

achievement statement in your CV...

Did such and such to achieve (result) while

helping people visualise what you did.

For example...

Increased sales by £1m anually [result] by

delivering a sales strategy and building a high

performance team [what you did]. 

You'll find a list of examples in the resource

section of this module. 

RESULT + WHAT YOU DID  = POWERFUL
ACHIEVEMENT
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"I want to know more about this person" 

"tell me more about that achievement" 

"I need to invite them to an interview!"

You want the person reading your CV to want

to invite you to an interview, so don't give

them too much information.

You want to get the reader thinking... 

DON'T GIVE TOO MUCH AWAY
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