
TELLING YOUR STORY 

This is where you are demonstrating through past performance that you have the experience and skills to perform the job 

responsibilities of the role you are applying for (these stories can also be used as part of resume writing and also as a basis 

for preparing for competency based/behavioral interview questions). 

Step 1: Outline Your Stories  
Every story should have the following key parts to it:  

Action  

• What specifically was the action taken by you and what were your responsibilities? Use action words to 
describe your major achievement in that role, i.e. developed, established, led, supported, managed, engaged 
etc. 

Result  
• What were the results?  Quantify if possible, especially in terms that matter to employers.  Here are some 

examples:  
• $8m increase in revenue  
• $5m decrease in cost  
• 30% reduction in processing time  
• Signed up 20 new customers  

Step 2: Associate each story to one or more themes  
Each of your stories typically relates to one or more themes/competencies in the job description.  Look at the job description 
for the role you are applying to, to make sure that you are covering off the experience and skills that are required for that 
particular job. For example,  

• Leadership ability – applicant may not have had experienced a leadership role, but they should be able to display 
leadership skills and abilities. 

• Teamwork ability – demonstrate working together with a shared purpose and understand the importance of 
collaboration. 

• Problem solving/analytical ability – finding ways to work more effectively, ability to analyze information and come up 
with solutions. 

• Communication - Appear to understand the necessity of confidentiality, ability to disclose delicate/sensitive 
information carefully, good listening skills, and presentation skills. 

• Managing Change – demonstrate courage in facing any sort of change and have the interests of the company in mind, 
show strength of character to voice concerns if he/she things a new practice will have negative effects on overall 
efficiency, and articulate their position with well-reasoned arguments. 


