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House Keeping Rules

• You are muted by default. The chat function is 
disabled.

• If you have any questions, please submit them 
through Zoom Q&A button. Kindly keep your 
questions relevant to the topic and avoid overly 
personalised inquiries.

• The session will be recorded. The recording and 
presentation will be available shortly on the Inter-
Agency Career Week webpage with password: 
C@re3rW3ek!#
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https://learning.unog.ch/interagency-career-week
https://learning.unog.ch/interagency-career-week


Due to the large number of colleagues in this
session, we will prioritize questions that seem 

most relevant to many participants.

Thank you for your understanding.
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• How to identify my skills?

• How do achievements differ from tasks?

• What should I look for in the Vacancy Notice?

• How do I write about my achievements? 

What we
will cover



Demonstrating achievements
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Identifying 

achievements 

and skills

EXCITING INNOVATIONS THAT CAN CHANGE THE WORLD
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What do we mean by "achievements"? 



I CANNOT say it
was an achievement
because…
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I didn't do it on 
my own. 

Others were 
involved. 

I did not get 
any recognition 

from my 
supervisor.

The process did 
not go perfectly 

or smoothly. 

My 
colleagues 
know I did 

this.

I worked with 
others to 

achieve thisIt was part of 
my job. 



I CANNOT say it
was an achievement
because…
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I CAN say it was an 
achievement
because…

I didn't do it on 
my own. 

Others were 
involved. 

I did not get 
any recognition 

from my 
supervisor.

The process did 
not go perfectly 

or smoothly. 

My 
colleagues 
know I did 

this.

I worked with 
others to 

achieve thisIt was part of 
my job. 

I worked with 

others to 

achieve this
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Identifying Achievements

Approach 1 Approach 2

Brainstorm on achievements 
Review work / tasks / agenda 

methodically 

Preference for one over the other –

BUT USE BOTH!  



Self-coaching 
questions

Identifying Achievements

What was my task? 

What happened thanks to me? 

What improvements did I suggest or make?

What challenges did I overcome? 

What did I do beyond my role?

What positive 'feedback' did I get? 
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Identifying Your Skills

Skills Examples

SkillsExamples
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Analyzing the Vacancy Notice

Analyzing the Vacancy Notice /Job 

Advertisement / Job Opening 
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Analyzing the Vacancy Notice

Soft skills
and hard 

skills

What ideas
are 

repeated? 

How can 
you help?

Analyzing the Vacancy Notice
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Analyzing the Vacancy Notice

Soft skills and 
hard skills

What ideas
are repeated? 

How can you
help?
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How to present your contribution

How to present your contribution?



Poll

Q U E S T I O N

H O W  D O  Y O U  C U R R E N T L Y  

D E S C R I B E  Y O U R  W O R K  

E X P E R I E N C E ?

Bullet points of two lines maximum

Paragraph summaries

STAR (Situation, Task, Action, Result) format

Another approach
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Constructing a Bullet Point

1

2

3

4

5

6

7

Select a strong action verb
Begin with a verb that clearly describes the action you took. "Led," "Developed," 
"Implemented," "Managed," "Coordinated," 

Highlight your contribution Focus on what you specifically did and how you contributed to the task or project.

Determine the impact Focus on the impact rather than the objective or aim.

Quantify the results
Include numbers to show the impact of your work, e.g. percentages, financial 
amounts, time.

Connect to the job requirements
Ensure that the bullet point demonstrates skills or experiences relevant to the 
specific job application.

Briefly explain what you did. This should provide context to the action verb. Provide context

Experiment with the order Experiment with the order within the bullet point and within the job section.



Example Bullet Point Construction
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Action Verb: Led

Task/Project: a team of five in developing a 
new marketing strategy 

Contribution: Implemented innovative techniques to 
improve social media engagement 

Quantified Results: Increased sales by 20% within 
six months 

Relevance: link to the job advertisement 

Final Bullet Point

"Led a team of five in developing a new 

marketing strategy, implemented 

innovative techniques to improve social 

media engagement, resulting in a 20% 

increase in sales within six months."

To be improved

Generated significant savings 

Organized a large-scale event

Gathered data from various 
locations

Incorporated input from different 
stakeholders 

1

2

3

4
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Poll

Q U E S T I O N

I  F I N D  I T  E A S Y  T O  Q U A N T I F Y  M Y  

A C H I E V E M E N T S

Strongly agree

Agree

Disgree

Strongly disagree



22

Quantifiers

Feedback : 
Increased participant 
satisfaction by 15%.

Financial Amounts: 
Saved the Organization $50,000 

annually by streamlining processes.

Time Saved: 
Reduced processing  

time by 20%.

Geographic Scope: 
Gathered data from 3

countries.

Frequency: 
Conducted weekly training 
sessions for a team of 10.

Growth Metrics:
Achieved a 30% growth in 

participation of GS staff in learning 
initiatives over a six month period.

Efficiency Improvements: 
Improved processing time of travel 

requests by 25%.

Client Metrics:
Increased client survey response 

rates by 10%.

Performance Metrics:
Boosted website traffic by 40%.

Cost Reductions:
Cut operational costs by 15%.

Productivity Gains:
Enhanced team 

productivity by 20%.

Project Metrics:
Completed 5 major projects 

ahead of schedule.

Quality Improvements:
Reduced error rates by 30%.

User Engagement:
Increased user 

engagement by 25%.

Revenue Increases:
Generated $100,000 in new 

business revenue.



Before and After
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Assisted with the analyses of bids for proposed contract 
awards prior to submission to the Procurement Division.

Responsible for research on health trends across several 
countries, in order to generate data for report.

Managed the Director’s travel and missions, ensured flight 
bookings and provision of logistics information, and followed 
up on trip reports and travel claims.

Participated in the organization of events, workshops and  
meetings. 

BEFORE

Conducted research on maternal health across 3 countries, 
generating data for a proposal resulting in a $150,000 grant.

Analyzed bids for proposed contract awards of $70,000, 
ensuring accuracy and compliance against 35 criteria, before
submission to the Procurement Division. 

Coordinated Director’s travel, securing flight bookings and 
logistics for 50+ trips annually; reduced costs by 15% 
p.a.through negotiating agreements with two hotel chains. 

Designed the communication campaign for organization-wide
career week, generating 100,000+ unique participants from 20 
entities. 

AFTER
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What to avoid

Paragraphs

Inconsistent style

Narrative style

Personal pronouns & possessives

Adjectives & adverbs

Terminology and acronyms
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What to avoid

Vague words

Worked / Participated in / Contributed / Helped

…

Isolate your personal contribution

"Managed process of developing 
managers on management skills"

Repetition
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Wrap up

Bullet points

Consistent style

Quantifiers

Meaningful vocabulary

Show impact

Focus on your audience

Match your skills and experience to 
the Vacancy Notice
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THANK YOU! MERCI ! ¡GRACIAS!

The presentation, recording and other resources will be shared on our 

dedicated Inter-Agency Career Week Page.

Please fill out the Evaluation Survey. Your feedback matters to us!

If you have any questions, please reach out to career.development@undp.org.
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https://forms.microsoft.com/e/jw5z83V1mF
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What word or words come to mind 

when you think about writing your CV?
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