
Understand Your Accomplishments

Describe the situation (What was the problem or challenge?)
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A 1-3 word “name” for this accomplishment:  						


Understand Your Accomplishments - Example

Describe the situation (What was the problem or challenge?)

My company acquired a smaller company and we needed to merge their payroll system into ours. I was given the task of leading a cross-functional project team to convert the payroll system after the acquisition.


What action did you take?

I assembled a task force consisting of people from Payroll, Accounting, HR and IT. I met first with each one individually and then as a group. We included people from the acquired company as well. Together we built a project plan and a regular schedule of meetings to keep everyone updated. I led the project throughout, resolved problems and kept people informed.


What challenges or barriers did you face?

When we got into the project, we found out that the acquired company actually had two separate payroll systems, one at each of their locations. This made things challenging since their policies and procedures were not the same, and we had to do two conversions instead of the one we expected.


What resources did you use?  What skills/abilities did you use?

The main skill was project management, which included defining the project, setting a time line, identifying tasks, and ensuring that we stayed on track. I also needed to use my communication skills to keep everyone informed. We had to be diplomatic when policy changes were necessary.  


What were the results?

In the end, we completed the project on time and there were no missed paydays or major problems. In addition, we got to know the key people in the acquired company which helped us build relationships that came in handy on later projects.
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