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Writing Your Accomplishments
Performance accomplishments describe the result of actions you took that contribute to meeting or making progress toward strategic organizational goals. When you effectively document your performance accomplishments, you help your supervisor prepare for and organize the evaluation of your performance.  You also actively participate and contribute to the appraisal process.
Accomplishments should be listed throughout your appraisal period.  If you have a written performance plan you may document your accomplishments in the third column, “Specific Assignments.”
Accomplishment statements should include:

· What action(s) you personally took to get desired, anticipated, and even unexpected results

· Information about how your accomplishments relate to the Library’s and/or other work-related goals

· What challenges you faced and how you resolved them
· Any projects, new roles/responsibilities undertaken, etc.

When writing accomplishments remember that:

· The Library accomplishes its goals through you

· When you perform at a successful level and above the Library makes progress toward its goals

· When you can demonstrate how the results of your work are aligned with the Library’s strategic goals your contribution to the Library’s success is more apparent

· You should be factual, clear, and concise—do not exaggerate or lie

· Now is the time to tell your supervisor how your performance makes a difference

When writing accomplishments remember not to:

· Repeat a list of your duties and the requirements used to measure your day-to-day performance

· Sell yourself short concerning the impact you make

When you explain the significance of your accomplishment, the STAR approach can help:


Examples of Written Accomplishments

1. Major Area of Responsibility: Provides Training

Situation/task: My challenge was to train staff in the new software by the opening of business on Monday, about 3 work days. Action: I designed, planned, and managed around‐the‐clock training using classroom instructors, online learning, and targeted job aids. Result: On Monday morning, 96 percent of employees reporting to work had been trained on the new system.

2. Major Area of Reasonability: Recordkeeping

Situation: The records in my business unit were in disarray and not being retired according to the laws and regulations. Task/action: Recommended a new record management process for the unit. Result: Process was adopted and resulted in information being more accessible to Library employees and customers.  Supports the Library’s Strategic Plan Manage Proactively for Demonstrable Results goal and ensures the Library is compliant with applicable laws and regulations. 

Worksheet Instructions: Please list your performance accomplishments for the current appraisal period.  You may use a bullet format where possible.
Major Area of Responsibility/Job Element #1: {Insert Title} Accomplishments:

Major Area of Responsibility/Job Element #2: {Insert Title} Accomplishments:

Major Area of Responsibility/Job Element #3: {Insert Title} Accomplishments:

Major Area of Responsibility/Job Element #4: {Insert Title} Accomplishments:

Major Area of Responsibility/Job Element #5: {Insert Title} Accomplishments:

Report of Accomplishments – More Tips

The Report of Accomplishments is an important tool in telling your story. It helps your supervisor understand what you did and how your actions/performance contributed to the overall success of the organization's mission.

This is your opportunity to prepare a strong, well thought out report that helps your supervisor fully recognize your accomplishments. 

A few additional things to keep in mind:
 

· Your report will be more effective if it is specific, concise, and results-focused. 

· You should be factual and clear—do not exaggerate or lie

· Use the word “I” followed by action verbs and active voice (e.g., I developed a new process Vs. A new process was developed…)


· Give yourself adequate time to prepare your report; this is not a ten minute exercise


· Restate your understanding of your performance measurements and how you met or exceeded your supervisor’s expectations

· Identify your most significant accomplishments for each Major Area of Responsibility or Job Element; stick with what you believe mattered most


· Tie your accomplishment to the Library’s mission and goals (see Strategic Plan at http://www.loc.gov/staff/media/strategic-plan-2011-2016.pdf)

· Check for spelling and grammatical errors, and incorporate any editorial feedback you may have sought from your supervisor or colleagues


Partial List of Possible Accomplishments

Which of the following did you accomplish?

· Accomplished more with the same resources

· Accomplished more with other resources

· Accomplished the same thing with less

· Created something from scratch

· Developed a new process

· Did what people thought could not be done

· Enlarged capacity to provide products or services

· Established a new procedure

· Found a cheaper solution

· Found a new market

· Found a new opportunity

· Found an easier solution

· Identified a need

· Identified a problem

· Identified an opportunity

· Improved customer relations

· Improved customer satisfaction

· Improved employee relations

· Improved labor/management relations

· Improved quality

· Improved reliability

· Improved teamwork

· Made fewer bad things happen

· Made more good things happen

· Made things easier

· Made things smoother

· Overcame obstacles

· Prevented a problem

· Protected against a hazard

· Provided new resources

· Received an award

· Reduced costs

· Reduced errors

· Saved the day

· Solved a chronic problem

Action Verbs for Writing Your Accomplishments

A:

Accelerated Accomplished Achieved Acted Activated Adapted Addressed Adjusted Administered Advanced Advertised Advised Advocated Aided Allocated Analyzed Answered Applied Appraised Approved Arbitrated Arranged Ascertained Assembled Assessed Assigned Assisted Attained Augmented Authorized Awarded

B:

Balanced Began Boosted Briefed Budgeted Built

C:

Calculated Captured Cataloged Centralized Chaired Charted Checked Clarified Classified Coached Collaborated Collected Combined Communicated Compared Compiled Completed Composed Computed Conceived Conceptualized Conducted Conferred Conserved Consolidated Constructed Consulted Contacted Continued Contributed Controlled Converted Conveyed Convinced Coordinated Corresponded Counseled Created Critiqued Cultivated Customized

D:

Decided Defined Delegated Delivered Demonstrated Designated Designed Detected  Determined Developed Devised Diagnosed Directed Discovered Dispensed Displayed Dissected Distributed Diverted Documented Drafted 

E:

Earned Edited Educated Effected Eliminated Emphasized Employed Encouraged Enforced Engineered Enhanced Enlarged Enlisted Ensured Entertained Established Estimated Evaluated Examined Executed Expanded Expedited Experimented Explained Explored Expressed Extended 

FGH:

Facilitated Fashioned Finalized Fixed Focused Forecasted Formed Formulated Fostered Found Fulfilled Furnished  Gained Gathered Generated Governed Grossed Guided  Handled Headed Heightened Helped Hired Honed Hosted Hypothesized

I:

Identified Illustrated Imagined Implemented Improved Improvised Incorporated Increased Indexed Influenced Informed Initiated Innovated Inspected Inspired Installed Instituted Integrated Interacted Interpreted Interviewed Introduced Invented Inventoried Investigated Involved Issued

JKL:

Joined Judged  Kept  Launched Learned Lectured Led Lifted Listened Located Logged
M:

Maintained Managed Manipulated Marketed Maximized Measured Mediated Merged Mobilized Modified Monitored Motivated

N:

Navigated Negotiated 

O:

Observed Obtained Opened Operated Ordered Orchestrated Organized Originated Outlined Overcame Overhauled Oversaw

P:

Participated Performed Persuaded Photographed Pinpointed Piloted Pioneered Placed Planned Played Predicted Prepared Prescribed Presented Presided Prevented Printed Prioritized  Processed Produced Programmed Projected Promoted Proofread Proposed Protected Proved Provided Publicized Purchased

Q:

Qualified Questioned

R:

Raised Ran Rated Reached Realized Reasoned Received Recommended Reconciled Recorded Recruited Reduced Referred Regulated Rehabilitated Related Remodeled Rendered Reorganized Repaired Replaced Reported Represented Researched Reshaped Resolved Responded Restored Retrieved Reviewed Revised Revitalized Routed

S:

Saved Scheduled Screened Searched Secured Selected Separated Served Shaped Shared Simplified Simulated Sketched Sold Solved Sorted Spearheaded Specialized Specified Spoke Sponsored Staffed Standardized Started Streamlined Strengthened Structured Studied Suggested Summarized Supervised Supplied Supported Surpassed Surveyed Sustained 

TUVW:

Targeted Taught Terminated Tested Tightened Totaled Tracked Traded Trained

Transcribed Transformed Transmitted Translated Traveled Tutored  Uncovered Undertook Unified United Updated Upgraded Used Utilized  Validated Verified Vitalized Volunteered  Won Worked Wrote





Receiving Feedback

The act of receiving feedback requires careful listening, consideration, and evaluation in order to do something positive with it. Receiving critical performance feedback can sometimes be difficult to hear. However, listening to valid critical feedback is important to help you learn from your mistakes and make adjustments in your performance and behavior.  Here are some tips for receiving feedback:

For more practice on receiving feedback, you may take “Coping with Criticism and Feedback” (COMM0110) on the Library of Congress’ Online Learning Center (www.loc.gov/staff/cld/).




Result. What result did your action produce? Connect accomplishments to the Library’s Strategic Plan and Service Unit priorities. Highlight how the organization is better off because of your achievement or contribution by describing the tangible benefit (i.e., a cost savings to the organization or a solution that enabled employees to better perform their jobs).








Action. What specific action did you take? Cite instances where your actions and conduct were crucial in getting desired, anticipated, and even unexpected results. Be sure to highlight specific instances where your behavior made a positive difference in the outcome.








Task. What was the overall task in that situation? Be specific about what the expectation was or what you were supposed to accomplish.








Situation. What was the situation you faced? Note challenges faced and how performance was affected. Challenges may be technical or interpersonal and they may involve your ability to succeed despite limited resources or difficult circumstances.�





For more information contact Alison Pullins at 202-707-1130 or at � HYPERLINK "mailto:apul@loc.gov" ��apul@loc.gov�
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