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Achievements 

Identifying your achievements is an important part of the selection process, helping you prepare an achievement focused CV.  Your achievements are needed when completing supporting statements on application forms and as material at interview. 
Example of an everyday activity I do well (or have done well in past roles): 

	Eg: answering the telephone 



Rewritten in an achievement-led way: (include the benefit / result of you performing this task well) 

	Eg: Responding to incoming calls in a friendly and professional way; listening well to enable accurate message taking and where necessary, providing customers with information relating to the business.  This contributed towards customers receiving the very best attention from the moment they called.  



What aspects of your personality & skills did you demonstrate?: 
	Eg: Ability to communicate to customers well on the phone. Listening skills, accuracy.  Positive , helpful and caring  personality.  Commitment to customer service.    



Achievements 

	Consider 

Have you improved anything?

Do you have any figures/statistics to back things up? 

Has your work been recognised by others?

Supported colleagues? 

Generated ideas?

The benefits of your performing your 
everyday tasks to a high standard 
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	Qualities I demonstrated 
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