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Learning Objectives 

1. Know the importance of targeting an 
application to a specific job posting 
and how to do this 
 

2. Write an effective accomplishment 
statement 
 

3. Construct a more effective layout to 
present your qualifications 

 
 

Targeting – A Story 



1. Target Your Application 

AN ACTIVITY  

• Find a partner! 

 

• Designate: 

 

– Person “A”  

– Person “B” 

 

• Wait for next 
instruction 

 

2. Write Accomplishment Statements 

Verb Task Result 

Action Verb 

• Sentences start 
with an action verb 

• Highlights a key 
transferable skill 

• Creates a strong, 
consistent language 
on your application 

Task 

• What you did 

• Choose a task 
relevant to what 
you might do in 
your future role 

 

Results 

•  Outcome 

•  What happened? 

•  Measurable success 
(e.g. Achievements, 
$$ raised, # of people 
at your event, positive 
feedback) 

Job Accomplishments ARE NOT Job Descriptions 
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3. Use Relevant Headings 
 
 
 
 

Show all relevant experience – paid, unpaid and academic under 
“Related Experience” heading OR create “subsections” 
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