Description = Accomplishment Statements

When describing an experience on a resume, go beyond listing job responsibilities and duties. It
is more impactful to showcase skills, contributions, and value to the reader with accomplishment
statements. A method to keep in mind when drafting those descriptions is ACE.

ACE Method = (A)ction Verb + (C)ontext + (E)nd Result

Here’s a breakdown of the 3-part ACE formula:

* (A)ction Verb = Strong action-oriented verb

* (C)ontext = Description of skill or task; quantify where possible.

* (E)nd Result = What did you achieve? What was the impact? What did you learn? Quantify where possible

Example:

* Weak Statement: Responsible for creating social media content

* OK Statement: Created unique social media content using Canva and iMovie

e Strong/ACE Accomplishment Statement: Created unique social media content using Canva and iMovie to
strengthen brand recognition and increase Instagram followers by 10% in a 3-month period.
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Example: Fast Food Employee

Weak: Used the cash register

While this statement does describe your responsibilities, it doesn’t highlight any relevant skills and
“used” is weak verb in the description.

Okay: Managed financial transactions up to $S300 daily

This statement rewrites the context to highlight the actual purpose of using a cash register. It also
includes a numerical value, and even if you don’t know the true amount, make an educated estimate.

ACE Statement: Managed financial transactions up to $300 daily to
ensure proper charge and change was dispersed

This statement adds the end result of your responsibilities, and shows you have skills relating to keeping
accurate financial transactions.
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Example: Club Treasurer

Weak: Responsible for the club’s yearly budget

While this statement describes your basic task, it doesn’t expand on your skills or abilities. “Responsible
for” is not an active verb.

Okay: Created the planned yearly budget using Excel

By using an action word, it shows you as being active in your task. This version also expands on this context
by highlighting the usage of Excel in this task, which may be an important skill to certain employers.

ACE Statement: Created the planned yearly budget worth $2,600
using Excel to gain approval and funding from college’s student
government

This statement expands on the context, adding a numerical value to the budget. This statement also adds
the end result and goal of your task which shows the contributions you made to your organization and
shows you can follow guidelines, which may be important to some employers.
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Additional Examples

Soccer Coach

Weak: Taught children basic skills

Okay: Taught 25 aged 7 — 10 basic soccer skills

ACE Statement: Taught 25 children aged 7 — 10 fundamental soccer skills and game rules to
encourage growth and a love of the game

Teacher's Aide

Weak: Helped professor when possible

Okay: Supported students by answering questions or reviewing work

ACE Statement: Supported students by answering questions or reviewing work when
professor was unavailable to facilitate comprehension and learning

Gardener

Weak: Helped maintain garden

Okay: Conducted regular maintenance such as weeding and mowing

ACE Statement: Conducted regular maintenance such as weeding and mowing using mid-size
equipment to ensure efficient growing
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