Documenting Your Career for Future Advancement

	Job Title/Organization Information
	Main Job Responsibilities
	Major Accomplishments
	Effect Your Efforts Had on the Organization’s Bottom Line.

	






	
	
	

	








	
	
	

	








	
	
	



Use this document to track your career. This information will improve your marketability when you interview for your next career step. It is also useful to also maintain documentation of your work and the effect you had on the organization’s bottom line. Examples include but are not limited to: Reducing injury rates – keep incident report graphs, evidence of reduction in workers’ compensation premiums. Reducing hazardous waste management costs – keep reports that detail the reduced costs or the reduction in the use of hazardous materials that resulted from your efforts. Teaching – number of students taught; performance reviews.
