Executive Express Personal Worksheets

The Achievements Profile


	[image: image1.jpg]EXECUTIVE
EXPRESS

" 3

S

TouBERow's
Tors08s







The Achievements Profile

Outline

We are all at our most effective when we are in a role which uses our strengths: our skills and experience.  We also need to be in an environment which brings out the best in us.

The purpose of this exercise is to enable you to identify your strengths, based on examples (achievements); and to make a clear statement to yourself and subsequently to others about the circumstances in which you will work best.

Creating your Achievements Profile
To work through the exercise:

· List 10 or more major achievements.  Most will have happened within the last 5 years, and will almost exclusively be in the work environment, as opposed to domestic or social situations.

· From these you should select 4-5 for closer analysis.

Find, on the following pages:

· Next page: a form for major achievements

· Subsequent pages: forms for a closer analysis of your chosen major achievements

Major achievements

· 1st achievement

	Delete these words, and type here


· 2nd achievement

	


· 3rd achievement

	


· 4th achievement

	


· 5th achievement

	


· 6th achievement

	


· 7th achievement

	


· 8th achievement

	


· 9th achievement

	


· 10th achievement

	


· 11th achievement

	


· 12th achievement

	


1st major achievement for closer analysis

	


· Outcome

Identify starting-point and what changed.  Be as specific on numbers as possible.  Use 30-40 words [almost 3 lines].

	


· Skills Used
List up to six key skills used to make the achievement happen.  Give a 20 word [1-2 lines] explanation of each skill.

	1. 


· Experiences Used
Outline relevant previous experiences, no more than three.  Use 30-40 words [about 3-4 lines] on each experience.

	1. 


· Behaviours Used
List up to six behaviours used.  Write about 20 [just under 2 lines] words on each behaviour.

	1. 


· The Boss
Describe the characteristics of your boss during this achievement, plus his/her involvement.  Use up to 50 words [about 4-5 lines]

	


· Culture/Environment
Describe the environment in which the achievement occurred.  There may be two: internal to the company, and external in the market place.  Use about 50-75 words [about 4-6 lines].

	


2nd major achievement for closer analysis

	 


· Outcome

Identify starting-point and what changed.  Be as specific on numbers as possible.  Use 30-40 words [almost 3 lines].

	


· Skills Used
List up to six key skills used to make the achievement happen.  Give a 20 word [1-2 lines] explanation of each skill.

	1. 


· Experiences Used
Outline relevant previous experiences, no more than three.  Use 30-40 words [about 3-4 lines] on each experience.

	1. 


· Behaviours Used
List up to six behaviours used.  Write about 20 [just under 2 lines] words on each behaviour.

	1. 


· The Boss
Describe the characteristics of your boss during this achievement, plus his/her involvement.  Use up to 50 words [about 4-5 lines]

	


· Culture/Environment
Describe the environment in which the achievement occurred.  There may be two: internal to the company, and external in the market place.  Use about 50-75 words [about 4-6 lines].

	


3rd major achievement for closer analysis

	 


· Outcome

Identify starting-point and what changed.  Be as specific on numbers as possible.  Use 30-40 words [almost 3 lines].

	


· Skills Used
List up to six key skills used to make the achievement happen.  Give a 20 word [1-2 lines] explanation of each skill.

	1. 


· Experiences Used
Outline relevant previous experiences, no more than three.  Use 30-40 words [about 3-4 lines] on each experience.

	1. 


· Behaviours Used
List up to six behaviours used.  Write about 20 [just under 2 lines] words on each behaviour.

	1. 


· The Boss
Describe the characteristics of your boss during this achievement, plus his/her involvement.  Use up to 50 words [about 4-5 lines]

	


· Culture/Environment
Describe the environment in which the achievement occurred.  There may be two: internal to the company, and external in the market place.  Use about 50-75 words [about 4-6 lines].

	


4th major achievement for closer analysis

	 


· Outcome

Identify starting-point and what changed.  Be as specific on numbers as possible.  Use 30-40 words [almost 3 lines].

	


· Skills Used
List up to six key skills used to make the achievement happen.  Give a 20 word [1-2 lines] explanation of each skill.

	1. 


· Experiences Used
Outline relevant previous experiences, no more than three.  Use 30-40 words [about 3-4 lines] on each experience.

	1. 


· Behaviours Used
List up to six behaviours used.  Write about 20 [just under 2 lines] words on each behaviour.

	1. 


· The Boss
Describe the characteristics of your boss during this achievement, plus his/her involvement.  Use up to 50 words [about 4-5 lines]

	


· Culture/Environment
Describe the environment in which the achievement occurred.  There may be two: internal to the company, and external in the market place.  Use about 50-75 words [about 4-6 lines].

	


5th major achievement for closer analysis

	 


· Outcome

Identify starting-point and what changed.  Be as specific on numbers as possible.  Use 30-40 words [almost 3 lines].

	


· Skills Used
List up to six key skills used to make the achievement happen.  Give a 20 word [1-2 lines] explanation of each skill.

	1. 


· Experiences Used
Outline relevant previous experiences, no more than three.  Use 30-40 words [about 3-4 lines] on each experience.

	1. 


· Behaviours Used
List up to six behaviours used.  Write about 20 [just under 2 lines] words on each behaviour.

	1. 


· The Boss
Describe the characteristics of your boss during this achievement, plus his/her involvement.  Use up to 50 words [about 4-5 lines]

	


· Culture/Environment
Describe the environment in which the achievement occurred.  There may be two: internal to the company, and external in the market place.  Use about 50-75 words [about 4-6 lines].

	


6th major achievement for closer analysis

	 


· Outcome

Identify starting-point and what changed.  Be as specific on numbers as possible.  Use 30-40 words [almost 3 lines].

	


· Skills Used
List up to six key skills used to make the achievement happen.  Give a 20 word [1-2 lines] explanation of each skill.

	1. 


· Experiences Used
Outline relevant previous experiences, no more than three.  Use 30-40 words [about 3-4 lines] on each experience.

	1. 


· Behaviours Used
List up to six behaviours used.  Write about 20 [just under 2 lines] words on each behaviour.

	1. 


· The Boss
Describe the characteristics of your boss during this achievement, plus his/her involvement.  Use up to 50 words [about 4-5 lines]

	


· Culture/Environment
Describe the environment in which the achievement occurred.  There may be two: internal to the company, and external in the market place.  Use about 50-75 words [about 4-6 lines].

	


7th major achievement for closer analysis

	 


· Outcome

Identify starting-point and what changed.  Be as specific on numbers as possible.  Use 30-40 words [almost 3 lines].

	


· Skills Used
List up to six key skills used to make the achievement happen.  Give a 20 word [1-2 lines] explanation of each skill.

	1. 


· Experiences Used
Outline relevant previous experiences, no more than three.  Use 30-40 words [about 3-4 lines] on each experience.

	1. 


· Behaviours Used
List up to six behaviours used.  Write about 20 [just under 2 lines] words on each behaviour.

	1. 


· The Boss
Describe the characteristics of your boss during this achievement, plus his/her involvement.  Use up to 50 words [about 4-5 lines]

	


· Culture/Environment
Describe the environment in which the achievement occurred.  There may be two: internal to the company, and external in the market place.  Use about 50-75 words [about 4-6 lines].
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