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INDIVIDUAL WORK 
30 min for group work 

A list of strong action words 

Started Managed Achieved Researched 
Began 
Conceived 
Created 
Designed 
Devised 
Established 
Formed 
Formulated 
Founded 
Generated 
Initiated 
Installed 
Instigated 
Introduced 
Invented 
Launched 
Originated 
Piloted 
Pioneered 
Renewed 

Conducted 
Controlled 
Decided 
Directed 
Drove 
Guided 
Headed 
Inspired 
Instructed 
Lead 
Liaised 
Ordered 
Performed 
Piloted 
Regulated 
Steered 
Supported 
Taught 

Accomplished 
Acquired 
Attained 
Completed 
Conducted 
Delivered 
Demonstrated 
Exceeded 
Improved 
Increased 
Negotiated 
Obtained 
Performed 
Promoted 
Secured 
Solved 
Succeeded 
Surpassed 
Traded 
Won 

Analysed 
Appraised 
Assessed 
Audited Calculated 
Discovered 
Estimated 
Evaluated 
Highlighted 
Identified 
Inspected 
Investigated 
Monitored 
Probed 
Proved 
Recommended 
Reviewed 
Studied 
 
 

Changed Encouraged Increased Improved 
Altered 
Combined 
Converted 
Modernised 
Modified 
Redesigned 
Redirected 
Reorganised 
Restructured 
Rectified 
Remedied 
Replaced 
Revamped 
Revised 
Shaped 
Transferred 
Transformed 
Translated 
Turn around 

Inspired 
Led 
Marketed 
Motivated 
Promoted 
Revitalised 
Spurred 
Stimulated 
Taught 
Trained 
Urged 

Accelerated 
Broadened 
Doubled 
Revitalised 
Enlarged 
Exceeded 
Expanded 
Heightened 
Increased 
Stimulated 
Strengthened 
Surpassed 
Tripled 
Widened 

Argumented 
Built 
Corrected 
Enhanced 
Rectified 
Refined 
Remedial 
Repaired 
Rescued 
Resolved 
Restored 
Revised 
Saved 
Strengthened 
Transformed 
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TASK 4 Identify your achievements in the last year. 

Ask yourself these relevent 'So what' questions. 

• So what did I achieve? - Do I understand fully what the achievement was 
in a language appropriate for the reader? 

• So what were the measures of success? - Is it clear what the quality and 
/ or quantity benefits were? 

• So what were the benefits? 
• So what does it tell me about you? - Do I know what the key skills and / 

or strengths enable me to make it happen? 
• So what did I do to make it happen? 

Notes 
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What was the 
achievement? 

So what were the 
measures of success? 
What were the benfits? 

What key skills and 
strenghts did you use to 

make this happen? 
When did this happen? 
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Are there any gaps in? If so, how will you close them? 

Your action plan 

Action: Measure Who can Support / 
Resources 

Time 
Scale Notes 

1.     

2.     

3.     

4.     

5.     

6.     

7.     

8.     

9.     

10.     
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