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“Annie Cerone has been with me through my progression from senior management level roles to C-suite roles; in particular, Chief Executive Officer (CEO) roles across different industries. Her ability to cut through the fluff and concentrate on outcomes-focused and results-driven content across key skill and capability areas is exceptional. Annie has the remarkable skill of drawing out and focusing on key areas of relevance and discarding that which has no value and would only serve to bore the reader. I continue to use Annie’s services to update and further improve my résumé to target C-suite roles; she recognises the importance of transforming day-to-day responsibilities into powerful concisely-written achievement-based statements. The entirety of my résumé is always maintained at a succinct three to four-page length limit, with a solid two pages devoted to showcasing achievements that are smartly categorised under key skill areas which makes for easy and compelling reading. Annie always delivers a product that generates results for me – interviews!”

Michael J | CEO
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“I have been using Annie Cerone’s résumé services since 2008. I recently sought Annie’s assistance to update and revamp my résumé. The latest updated résumé again displayed my skills to such a level that after only one application I was able to secure an extremely attractive position with a major player in the construction industry. Annie continues to provide me with the confidence to believe in my worth.”

Brett Funnell | Senior Safety Manager
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“I have been using Annie Cerone’s business services at Résumé by Design for a few years now. Her work has always produced results – job interviews and more! I recently used Annie’s services again to completely overhaul my résumé to showcase achievements categorised under key skill areas. I submitted my application on the closing date which was a Sunday and was called the next day to schedule an interview within 48 hours. I was advised that 32 people applied for the role but they were only interested in interviewing me! The selection panel said my résumé was fantastic and so well set out – they loved it!! I thank Annie because I truly believe it was this document that made the panel sit up and take notice – a clear stand out from the rest of the applicants.”

Veronika T | Human Resource (HR) Professional
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Making the difference
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What is your point of difference (POD)?
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Over 90% of your concentration, effort and time in developing your résumé should be spent on writing about skills that are relevant to the role(s) in which you are interested in applying; and on documenting outcomes-focused statements corresponding to these skills. These are your achievements or accomplishments. This is your POD!

You want to focus on what you have done that went over and above standard day-to-day responsibilities which produced results or benefits (on an individual level, for the team, division/unit or organisation as a whole.

You need to make qualify these statements; and where possible, quantify with metrics in numbers, dollars, or percentages.

Strategically, I developed this book with examples of skills and achievements (versus providing entire examples of résumé), because this is the content that will count first and foremost to distinguish and differentiate you from other candidates.

I have organised and categorised roles/fields in alphabetical order and under each, showcased key skill areas.

These skills are transferable across many types of roles and levels from entry level to senior management through to C-suite level roles.

I have purposely included more examples to showcase skills and achievements for certain types of roles/fields. These are the fiercely competitive ones.

Selected ones include administration; accounting and finance; information and communications technology (ICT); management; and sales and business development.

You will gain a lot by reading this book; a portal in your brain will open where you will start thinking laterally and creatively (not just logically) about how you can document skills relevant to the roles you will be applying for along with corresponding achievements.

This book is an invaluable accompaniment to the Targeted Questions Made Easy book; they align and marry up nicely. 

Targeted Questions Made Easy lays the foundations in asking the right and relevant questions to convert responsibilities into substantive statements and draw out achievements.

This is exactly what you get in the Achievements & Skills Showcase Made Easy book.

It’s all about marketing YOU.

Annie Cerone

Creator & Author of The Made Easy Series Collection
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PART II: Over 100+ examples across multiple roles and skills
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Accountant and finance professional
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Account Processing Enhancements

Reconciled accounts for 5 subsidiaries across different countries and currencies, and identified an error in updating rates which impacted on the accounts payable (AP) process. Created a Microsoft Excel spreadsheet to automatically record daily rates. This ensured correct rates were applied in calculating AP invoices before final payment and saved the company a significant amount of expenditure per quarter – up to $14k.
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Deadline Delivery

Managed competing deadlines and completed tasks on/before stipulated timeframes. For example, lodged 83% of all clients’ tax compliance for the 2018-19 financial year period 6 months ahead of the ATO’s deadline – 8% improvement on the previous year.
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Process Improvement Strategies

Developed new streamlined workflow procedures which automated and eliminated duplicate tasks; minimised errors; provided management with clear top-level insight into business processes; increased accountability and reduced micromanagement; improved communication flow within and across teams/ departments; provided a timelier response to client enquiries; and increased revenue for the company.
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Client-Centric Systems Solutions

Developed a business expenses spreadsheet (in Microsoft Excel) and created a Pivot Table in the source data file to help a cash book client with managing their business expense records. This allowed the client to view the gross amount by selecting different filters and rows in the Pivot Table and eliminated manually adding totals for each expense category.
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Financial Process Improvements

Identified and initiated clearance of backlog: $500k in debtor payments not posted, 100 bank entries not posted, $750k creditors’ invoices not posted, and $300k in debts collected which were 90+ days overdue.
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Debt Collection Strategies
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