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“I was referred to Annie Cerone by an executive recruitment agency who highly recommended her work. I presented Annie with my existing résumé (a long seven-page document) filled with numerous high-end responsibilities across senior level finance roles I had held over the years. I valued Annie’s directness and honesty when she spent a good half hour explaining strategy on how she could market me more effectively on paper and get the important stuff to come across on the first couple of pages. She made me realise the importance of demonstrating quantifiable outcomes/results concisely and how filling your résumé with day-to-day responsibility-based tasks does not win anyone over. I was sold in that first half hour and when she emailed me the first draft I was a huge fan. My revamped résumé has led to several interviews and I can only thank Annie for this result.”

Jason T | Finance Director
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“Annie Cerone is not in this for the money or she could charge far more than what she does for the amount of time, effort and consultation she provides. Annie creates a unique document that is indicative of your work history, education, and background. Her experience extends far beyond just ‘design’; you can tell she has an extensive background in training, managing and communication. Get ready for a product that allows you to answer behaviour-based interview questions following the STAR method. Her key words and deliberate avoidance of repetition allows you to expand your responsibilities and skills far beyond one job-type. The result is a well-balanced, universal presentation of your skills and accolades. She is extremely personable and takes the time to collect the data necessary to represent you professionally and accurately; it’s like having a friend in human resources. I loved the opportunity to work with her and the outcome! She has my vote.”

Trinell Moore | Professional Sales Executive
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This is what it takes
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Over 135+ targeted questions are outlined in this book, which provides you with all you need to develop strongly-structured documents (résumés, cover letters, selection criteria and more). 

They will contain real word value and substance (depth and breadth) and help to position you at the top of your game and ahead of the competition.

Further, this book lays the foundations and is a great accompaniment to the Achievements and Skills Showcase Made Easy book. 

The fundamentals are outlined in this book, and we all know that without a solid foundation in place, you cannot build/develop a strong formidable structure going forward.

Referencing the questions/content throughout this book can be done in a multi-faceted manner; many sections can be referred to interchangeably in terms of the roles/fields (for example, administrator, accountant) and the corresponding skills (administration, accounting).

Let me explain further. You are an administrator in a small business where your role encompasses undertaking not just general duties/tasks of an administrative nature but also preparing payroll; processing invoices (both accounts payable and receivable) and monthly reconciliations; and managing workers' compensation claims, and health and safety incidents.

You would refer to questions firstly in the administration section. Then, the following sections: payroll, accounting, and health and safety to develop statements with real word value across all these skill areas. 

By sourcing and referring to targeted questions under both respective roles and skills, you have the framework to develop strong substantive and outcome-focused statements and categorise them accordingly under key skill areas.

This is made much clearer in the Achievements and Skills Showcase Made Easy book with over 100+ winning examples.

It’s all about marketing YOU.

Annie Cerone

Creator & Author of The Made Easy Series Collection
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General questions applicable to most roles
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What specific key targets/key performance indicators (KPIs) did you consistently meet and/or exceed? For those you exceeded, list them (up to three) and demonstrate in terms of % over and above?
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What specifically did you do to ensure compliance with regulations, policies and procedures? Why was this important?
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How did you go about learning/expanding your knowledge of services and/or products? Demonstrate how you then applied this knowledge when discussing with internal teams, clients or other stakeholders? How did this help?

––––––––
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Your involvement in developing new or reviewing existing processes and procedures to effect improvements? How did this make a difference?
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What type of training did you deliver to internal staff or external stakeholders? What was your methodology? How did the training provide benefits?
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Most significant contribution you made in team meetings and what resulted?
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Most challenging or complex issue/problem you resolved? What workable/viable solution did you formulate and roll out? What was the outcome in terms of resolution?

––––––––
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Outline a situation where you researched and analysed information and used several tools (online and/or offline) during the process? What was the outcome?
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What did you do when you identified a potential safety-related hazard in the workplace? What company-specific procedure/ policy did you follow? What did this prevent from potentially occurring? 

––––––––
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Outline when you had to meet an unexpected urgent deadline? What did you do to achieve this?

––––––––
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Did you initiate the undertaking of additional responsibilities that were not part of your job description? How did this impact?

––––––––
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List all the types of computer systems you have used. For example: Microsoft Office applications, accounting package, customer relationship management (CRM) software, records management system (RMS), enterprise resource planning (ERP) software, and social media channels/platforms?
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