
Writing Accomplishment Statements 
 

A Good Accomplishment Statement Should: 
1. Start with an action verb describing what you did. 

2. Describe the scope of your activities. Quantify when possible.  

3. Include the results of your effort. Show measurements such as numbers, percentages, monetary 

change, or value added for consumers. 

4. Highlight specific skills you used or gained through the experience. 

 

Tips for Writing Effective Accomplishment Statements: 
• Follow the formula 

 

WHAT   +   HOW   +   WHY  
    did you do            did you do it          was it important 

 

• Think about the following questions  

o Have you ever increased profits or reduced costs? 

o Have you ever created a new procedure or initiated something new? 

o Did you prevent a problem or help fix a problem? 

o How did you go above and beyond what was asked of you? 

o What tangible evidence do you have of your accomplishments—publications, awards, 

writing samples? 

 

Examples: 
• Implemented the use of social networking sites Twitter and Facebook with led to an increase in 

participation at company events by an average of 20% 

• Developed and implemented innovative marketing communication plans which significantly 

increased firm’s coverage and reputation in national business and trade publications 

• Lead a team of volunteers in planning, preparing, and serving a weekly meal for 90 residents at a 

local homeless shelter, increasing service by 25% 

• Coordinated a community event that involved 150 individuals and resulted in $1000 collected for the 

New York Disaster Relief Fund 

 

Your Turn: 
____________________________________________________________________________________

____________________________________________________________________________________ 

 

____________________________________________________________________________________

____________________________________________________________________________________ 

 

____________________________________________________________________________________

____________________________________________________________________________________ 
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Writing Accomplishment Statements 

Accomplishment statements are the statements that you use to describe your present and past jobs on your resume. To 

write a strong accomplishment statement, you want to describe what you do, how you do it, and why you do it. 

 

Examples:  

• Created fliers and promotional materials utilizing Adobe Illustrator in order to promote campus events to students.   

• Tutored an adult immigrant in English as a Second Language through collaboratively developed lesson plans to 
practice and improve reading, writing, and speaking skills. 

• Collaborated with colleagues and supervisors to complete projects with strict deadlines. 

 

What did you do? 

 

 

 

 

 

 

 

 

Why did you do it? 

 

 

 

 

How did you do it? 
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